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038675 - ABC ASSISTANT DIRECTOR 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1514 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial and supervisory Alcoholic Beverage Commission investigative 
and compliance work of considerable difficulty; and performs related work as required.Distinguishing Features: This is 
the second managerial class in the ABC Agent sub-series. An employee in this class assists with the management and 
direction of all ABC operations, functions, activities, and services. This class differs from ABC Chief Law Enforcement 
Officer in that the incumbent of the latter manages and supervises all field investigations and operations statewide. This 
class differs from ABC Director in that the incumbent of the latter manages and directs all ABC operations, functions, 
activities, and services 
 
Work Activities: 
1. Through subordinate supervisory personnel, assigns, trains, supervises, and evaluates a relatively small decentralized 
staff performing Alcoholic Beverage Commission investigative and compliance work statewide.2. Reviews and assists in 
making decisions on employment, retention, promotion, demotion, merit awards, and other personnel actions.3. Assists 
in directing the development and modifications of policy and procedure for operations and functions within sphere of 
authority.4. Assists in planning, organizing, and directing all departmental operations, functions, activities, and 
services.5. Assists in directing the study of organization, operations and services, and passing judgement on merit of 
recommendations intended to effect improvements in economy, efficiency and quality of organization, operations, and 
services.6. Handles difficult negotiations, personal relationships, and contacts.7. Acts as administrative law judge in 
hearings conducted by the ABC; provides legal notices, issues subpoenas, and rules on evidence and motions; prepares 
written proposals for decisions, including findings of facts and conclusions of law; presents cases to commission 
meetings; provides legal advice to commission and staff; prosecutes all license revocations hearings; approves liquor-by-
the-drink licenses.8. Assists in directing the preparation of confidential oral or written operating records and reports.9. 
Acts as liaison with State Legislature, interest groups and administration 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038678 - ABC ASSISTANT SAC 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1532 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
criminal justice, criminology, law enforcement, law, accounting, management & human relations or sociology and  five 
years of full-time work experience performing or instructing in one or a combination of the following: criminal 
investigation work in a local, state or federal government setting; local, state or federal law enforcement; professional 
criminal law; or local, state or federal enforcement of drug or alcohol regulations. OR Three years with the State of 
Tennessee as an ABC Special Agent 2, or higher level classification in the ABC Special Agent job series. OR Two years as 
ABC Special Agent 1, or higher level classification in the ABC Special Agent job series and two years of local, state, or 
federal law enforcement experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator's 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory Alcoholic Beverage Commission investigative and 
compliance work of average difficulty; and performs related work as required. Distinguishing Features: This is the first 
supervisory level in the ABC Special Agent sub-series. An employee in this class supervises a staff of ABC Special Agents 
in an assigned geographic region, performs a full range of criminal investigative and compliance inspection duties under 
the authority of the Alcoholic Beverage Commission, and assists the ABC Special Agent-In-Charge as assigned. This class 
differs from ABC Special Agent 3 in that an incumbent of the latter performs in a lead capacity. This class differs from 
ABC Special Agent-In-Charge in that an incumbent of the latter is a second-line supervisor and is responsible for all field 
investigations and operations in an assigned geographic region. 
 
Work Activities: 
Communicating with Persons Outside Organization:                                 Testifies at criminal and civil proceedings.                                  
Provides information to Grand Juries, Judges, Judicial Commissioners and Beer Boards on criminal and regulatory 
matters.                                    Provides explanations of state and federal laws and rules and regulations to public, law 
enforcement and other governmental agencies. Getting Information:                          Obtains, issues and serves 
subpoenas or search warrants to gather information and evidence from suspects, informants or other individuals and 
their businesses. Conducts criminal investigations of suspected violations of state and federal laws relating to sales and 
manufacturing of alcoholic beverages, marijuana, gambling or any other criminal offense as authorized by law. Conducts 
regulatory investigations of licensed business for compliance with state and federal laws and agency rules and 
regulations. Interviews witnesses, licensees, other agencies, anonymous sources, suspects or others who may be able to 
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provide evidence of regulatory violations or criminal activity. Develops informants or other sources to gather 
information on criminal activity. Obtains and issues subpoenas to gather documents from suspects, businesses or other 
individuals to obtain information on criminal activities and regulatory violations. Communicates with other investigative 
agencies in developing information on criminal and regulatory violations. Searches computer databases as a part of 
criminal and regulatory investigations. Obtains information from web sites and local newspapers, handbills, flyers, and 
social media. Processing Information: Performs audits of financial records of individuals or businesses for money 
laundering and hidden ownership of businesses. Conducts inventories of liquor at businesses and compares to 
distributor invoices to insure compliance with state laws and agency rules and regulations. Reviews distributor records 
to insure compliance with state and federal laws and agency rules and regulations. Prepares accurate and complete 
inventory of all items seized during investigations. Performing General Physical Activities: Fires weapons from standing, 
kneeling, and prone positions and/or while moving. May participate in the Governor's Task Force for the Eradication of 
Marijuana. Walks for extended periods of time over long distances in rough terrain while encountering high outdoor 
temperatures and inclement weather. Climbs stairs, ladders or rough steep terrain. Lifts heavy items and carries those 
items for extended periods over long distances. Making Decisions and Solving Problems: Makes individual judgments 
based on local, state or federal laws and agency rules and regulation and common sense to determine best course of 
action to follow while conducting criminal and/or regulatory investigations. Evaluating Information to Determine 
Compliance with Standards: Uses local, state and federal laws to determine violations of criminal and regulatory activity. 
Uses individual judgment to determine violations of local, state and federal law and agency rules and regulations. Uses 
local, state and federal laws and agency rules and regulations to determine if businesses meet requirements for 
licensing. Reviews the work of staff to ensure all investigative and regulatory documents are complete and accurate. 
Updating and Using Relevant Knowledge: Maintains awareness of changes in local, state and federal laws and agency 
rules and regulations. Maintains awareness of changes in business practices and reviews those practices to insure 
compliance with local, state and federal laws and agency rules and regulations. Participates in state and regional training 
programs to develop knowledge base. Informs staff of new procedures and information. Organizing, Planning, and 
Prioritizing Work: Assists in raid planning by providing detailed information on suspects, locations, potential problems 
and other details that are needed to conduct safe operations. Prioritizes work assignments so that priority tasks are 
accomplished within time guidelines and according to agency needs. Operating Vehicles, Mechanized Devices, or 
Equipment: Conducts safe handling of weapons according to agency policy and procedures. Qualifies semi-annually with 
assigned firearms. Operates vehicles (cars, trucks, ATV's) in accordance to state law and policies and procedures set 
forth by ABC and Motor Vehicle Management. Operates cameras, video and audio recording equipment, radios, 
surveillance equipment. Properly utilizes and maintains outside agency equipment. Documenting/Recording 
Information: Documents proper chains of custody and the proper destruction of property. Secures and logs evidence 
into evidence room with all proper labeling. Maintains logs and inventory lists of individuals handling evidence. Prepares 
law enforcement related records and reports in detail. Prepares regulatory enforcement related records and reports in 
detail. Categorizes evidence according to standard categorizing procedures and updates records when necessary. 
Accounts for equipment and supplies. Prepares expense claims reports using the guidelines set forth by Finance and 
Administration Travel Regulations. Interpreting the Meaning of Information for Others: Reads and interprets local, state 
and federal laws, rules and regulations affecting the sale and distribution of alcoholic beverages. Reads and interprets 
local, state and federal drug laws. Reads and interprets local, state and federal laws and rules and regulations to licensed 
businesses, law enforcement agencies and general public. Performing Administrative Activities: Prepares and maintains 
case investigation files. Submits supplemental reports and any supporting documentation to case investigation files until 
case is closed. Monitor Processes, Materials or Surroundings: Assists in controlling the operation and security of the 
agency's central evidence room to ensure the integrity of all evidence and property obtained by case agents. Inspecting 
Equipment, Structures, or Material: Inspects buildings and kitchen equipment to insure compliance with state laws and 
agency rules and regulations. Reviews investigative, regulatory, and other reports for accuracy and completeness. 
Establishing and Maintaining Interpersonal Relationships: Works with licensed businesses to insure compliance with 
applicable laws and rules and regulations. Works with other law enforcement agencies to foster a cooperative 
relationship in the enforcement of state laws and rules and regulations. Performing for or Working Directly with the 
Public: May talk to news media in accordance to policies and procedures in response to inquiries about ABC rules, 
regulations, and violations or to provide information concerning an investigation. Monitoring and Controlling Resources: 
Accounts for confidential funds received accurately by completing confidential funds disbursement reports each time 
funds are expended. Records fuel purchases and submits monthly report on vehicle fuel usage. Staffing Organizational 
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Units: Makes recommendations on employment, retention, promotion, demotion, and other personnel actions. Selects 
the most qualified applicant from available applicant pool to recommend for employment. Interviews applicants about 
their qualifications and explains the job responsibilities of ABC Special Agents. Training and Teaching Others: At 
supervisor's discretion, oversees the training of new employees. Guiding, Directing, and Motivating Subordinates: 
Teaches others about law and regulatory enforcement through lectures and demonstrations. Supervises staff in an 
assigned geographic region. Scheduling Work and Activities: Coordinates work activities with others such as supervisors, 
peers, subordinates, as well as local, state, federal agencies to avoid duplication. Assigns work to agents and oversees 
the daily operations at the sub-post-of-duty. Schedules personal work activities to maximize use of work time. Assists 
other personnel working on same or similar projects. At supervisor's discretion, assigns work to agents and oversees the 
daily operations at the sub-post-of-duty. Schedules personal work activities to limit unnecessary travel. Interacting With 
Computers: Uses computer to complete agency reports using Microsoft Word and Excel and other computer programs. 
Uses computer to perform research on criminal and regulatory investigations. Communicating with Supervisors, Peers, 
or Subordinates: Communicates with supervisor or more experienced personnel when conducting investigations that 
are more difficult or complex. Clarifies with supervisor on areas of law and agency rules and regulations that need 
clarification. Updates supervisor as to current status of investigations being conducted. Advises supervisor of daily work 
activities. Selling or Influencing Others: Makes presentations to business employers and employees, beer boards, city 
and county commissioners, concerning alcohol and drug enforcement trends and enforcement activities. Coordinating 
the Work and Activities of Others: Assigns work responsibilities to agents based on the difficulty of the assignment and 
the ability of individual agent. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Organizing Planning Time Management Conflict 
Management Written Communications Integrity and Trust Listening Peer RelationshipsKnowledge: Clerical                  
Customer and Personal Services               Law and Government                   Mathematics Knowledge              Public Safety 
and Security                    Skills: Active Learning                      Active Listening                     Complex Problem Solving                  
Coordination                                       Critical Thinking                     Equipment Maintenance                     Equipment Selection              
Judgment and Decision Making                     Mathematics Skills                  Operation and Control                        Persuasion                   
Reading Comprehension                     Speaking                     Time Management Writing                        Abilities: Arm Hand 
Steadiness             Control Precision                    Deductive Reasoning              Finger Dexterity                      Manual Dexterity                   
Memorization Multi Limb Coordination                    Oral Comprehension               Oral Expression                                               
Reaction Time Speed of Limb Movement                  Wrist and Finger Speed                      Written Comprehension                      
Written Expression 
 
Tools and Equipment Used: 
 Personal Computer                                          Firearms          Telephone                                                        Cameras Fax 
Machine                                                   Binoculars Printer                                                             Two-Way Radios Copy Machine                                                
Audio and Video Recording Equipment Motor Vehicles                                               All-Terrain Vehicles   Other Law 
Enforcement Related Equipment as Required 
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038674 - ABC CHIEF LAW ENF OFFICER 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1513 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial Alcoholic Beverage Commission investigative and 
compliance work of average difficulty and performs supervisory investigative and compliance work of considerable 
difficulty; and performs related work as required.Distinguishing Features: This is the first managerial class in the ABC 
Special Agent sub-series. The employee in this class manages and supervises all field investigations and operations 
statewide. This class differs from ABC Special Agent In Charge in that an incumbent of the latter is responsible for field 
investigations and operations in an assigned geographical region. This class differs from ABC Assistant Director in that 
the incumbent of the latter assists with the management and direction of all ABC operations, functions, activities, and 
services. 
 
Work Activities: 
1. Manages and supervises the enforcement of all laws, rules, regulations, policies, and procedures under authority of 
the Alcoholic Beverage Commission in the sale and consumption of alcoholic beverages and Title 6 drugs.2. Manages 
and supervises on-site overt and covert monitoring and inspections of liquor manufacturers, wholesale houses, liquor 
stores, private clubs, and liquor-by-the-drink establishments; performs investigations regarding illegal whiskey activities 
and violations of drug laws by undercover surveillance developing informants and undercover buying; participates in 
raids and arrests and processes defendants, takes statements, prepares case actions, and provides testimony in court 
prosecutions.3. Manages and supervises the serving of criminal and non-criminal warrants, citations, and summons 
related to state liquor and drug laws for criminal prosecution or administrative hearings.4. Through subordinate 
supervisors and agents, provides assistance to other law enforcement agencies in enforcement efforts to reduce illegal 
activities.5. Manages and supervises background investigations on new and renewal requests for liquor licenses by 
conferring with owners, managers, employees, customers, records checks, personal observations, and other 
investigative techniques.6. Manages inspections of existing licensed establishments to ensure compliance with 
established laws and standards; provides technical assistance to owners and operators by answering questions and 
making recommendations on solving problems related to laws and standards regulating the sale and consumption of 
alcoholic beverages.7. Directs the maintenance of records and prepares operating reports.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038676 - ABC DIRECTOR 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1519 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under executive direction, is responsible for managerial Alcoholic Beverage Commission investigative and 
compliance work of considerable difficulty and supervisory investigative and compliance work of unusual difficulty; and 
performs related work as required.Distinguishing Features: This is the highest class in the ABC Agent sub-series. The 
employee in this class manages and directs all ABC operations, functions, activities, and services. This class differs from 
ABC Assistant Director in that the incumbent of the latter assists the director with managing and directing all ABC 
operations, functions, activities, and services. 
 
Work Activities: 
1. Through subordinate supervisory and management staff, directs the assignment, training, supervision, and evaluation 
of a relatively small decentralized staff performing Alcoholic Beverage Commission investigative and compliance work 
statewide.2. Reviews and makes decisions on employment, retention, promotion, demotions, merit awards, and other 
personnel actions.3. Directs the development and modification of policy and procedure for operations and functions 
within sphere of authority.4. Directs the enforcement of policy and procedure for operations and functions within 
sphere of authority.5. Plans, organizes and directs departmental operations, functions, activities, and services.6. Directs 
the study of organization, operations and services, and passes judgement on merit of recommendations intended to 
effect improvements in economy, efficiency and quality of organization, operations, and services.7. Handles the most 
difficult of negotiations, personal relationships, and contacts.8. Directs the preparation of confidential oral or written 
operating records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038681 - ABC LICENSING & PERMIT SPEC 1 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1550 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree.Substitution of 
Experience for Education:  Full-time work experience may be substituted for the required education on year-for-year 
basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Must obtain notary license within 6 months of hire. 
 
Job Overview: 
SUMMARY:  Under general supervision, directly works with customers to provide licensing and permit application 
processing and instruction for the Tennessee Alcoholic Beverage Commission.DISTINGUISHING FEATURES: This is the 
working level licensing and permitting specialist in the ABC Licensing and Permitting Specialist series.  An incumbent in 
this class prepares, processes, and notarizes licensing documentation and works directly with customers to review and 
explain the assigned licensing and applications processes in accordance to state and federal laws, rules, and regulations. 
This classification differs from ABC Licensing & Permitting Specialist 2 in that an incumbent of the latter performs 
licensing and permitting work at the lead level by training ABC Licensing and Permitting Specialist 1 employees and 
reviewing complex applications. 
 
Work Activities: 
 Enforces and oversees customer application procedures, laws, and regulations for licensure as outlined by state law and 
policy. Prepares, processes, and notarizes licensing documentation: including applications, renewals, address changes, 
name changes, and licensing correspondence which can be stored electronically, submitted to legal staff, or submitted 
to Commission for approval. Collects required certifying documents and examines documents to verify legitimacy and 
compliance with statutes and regulations.  (e.g., proof of citizenship, immigration status, financial documentation, tax 
status, non-profit status, codes compliance, criminal history, certificate of existence, business license, property 
ownership/leasing agreements, insurance documentation, bonds, stockholder status, federal permits, shipping 
contracts, distributor lists, organizational structure.) Works directly with customers to review and explain the different 
licenses, applications, required documents, and application processes in accordance to state and federal laws, rules and 
regulations. Collects appropriate fees for applications, licensure, and citations via business checks, money orders, 
cashier's check, or credit and debit cards. Creates reports for internal and external customers: issuance reports, closure 
reports, status reports, renewal notifications. Accesses applicant database to determine status of license and permit, 
test scores, and license history. Acts as a liaison between the Tennessee Alcoholic Beverage Commission and internal 
and external agencies, law enforcement agencies, and city and county governments. Reports law and regulation 
violations to appropriate agencies. Performs a variety of clerical duties including forms processing, licensure verification 
upon request, file maintenance, mailings, internal and external communication, and data entry. 
 
Competencies (KSA’s): 
Competencies:  Deductive Reasoning                   Near Vision                 Oral Comprehension                 Oral Expression                          
Problem Sensitivity                   Selective Attention                    Speech Clarity                            Time Sharing              Written 
Comprehension                           Written Expression                          Knowledge:  Clerical                        Communications and 
Media                  Customer and Personal Service              Economics and Accounting                    English Language                      
Law and Government              Mathematics              Transportation                                                         Skills:  Active Learning 
Active Listening Critical Thinking Judgment and Decision Making Mathematics Reading Comprehension Service 
Orientation Speaking Time Management Writing  Abilities:  Deductive Reasoning             Near Vision              Oral 
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Comprehension              Oral Expression                       Problem Sensitivity                Selective Attention                 Speech 
Clarity                         Time Sharing           Written Comprehension Written Expression             
 
Tools and Equipment Used: 
Tools and Equipment Used:  Personal Computer Telephone Calculator Fax Machine Printer Scanner Copy Machine  
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038682 - ABC LICENSING & PERMIT SPEC 2 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1556 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time regulatory licensing work.Substitution of Education for Experience: 
Additional graduate coursework from an accredited college or university in public or business administration or other 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Fulltime work experience may be substituted for the required education 
on year-for-year basis to a maximum of four years.OR:Experience equivalent to one year as a ABC Licensing and 
Permitting Specialist 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Must obtain notary license within 6 months of hire.      
 
Job Overview: 
SUMMARY: Under general supervision, trains TABC licensing staff and directly works with customers to provide complex 
licensing and permit application processing and instruction for the Tennessee Alcoholic Beverage 
Commission.DISTINGUISHING FEATURES: This is the lead level licensing and permitting specialist in the ABC Licensing 
and Permitting Specialist series.  An incumbent in this class trains licensing staff, prepares, processes, and notarizes 
complex licensing documentation, and works directly with customers to review and explain the assigned licensing and 
applications processes in accordance to state and deferral laws, rules, and regulations. An incumbent of this class also 
acts as a subject matter expert for licensing and permitting and may attend Commission meetings.  This classification 
differs from ABC Licensing and Permitting Specialist 1 in that an incumbent of the latter performs licensing and 
permitting work at the working level. 
 
Work Activities: 
  Enforces and oversees complex customer application procedures, laws, and regulations for licensure as outlined by 
state law and policy. May train Licensing and Permitting Specialist 1 in all types of permits and licensures as needed 
Prepares, processes, and notarizes complex licensing documentation: including applications, renewals, address changes, 
name changes, and licensing correspondence which can be stored electronically, submitted to legal staff, or submitted 
to Commission for approval Collects required certifying documents and examines documents to verify legitimacy and 
compliance with statutes and regulations.  (e.g., proof of citizenship, immigration status, financial documentation, tax 
status, non-profit status, codes compliance, criminal history, certificate of existence, business license, property 
ownership/leasing agreements, insurance documentation, bonds, stockholder status, federal permits, shipping 
contracts, distributor lists, organizational structure. Works directly with customers to review and explain complex 
licenses, applications, required documents, and application processes in accordance to state and federal laws, rules and 
regulations. Act as a liaison between the Tennessee Alcoholic Beverage Commission and internal and external agencies, 
law enforcement agencies, city and county governments, Executive Staff and Commission; may attend monthly 
Commission meetings for review and approval of licensure. Collects appropriate fees for applications, licensure, and 
citations via business checks, money orders, cashier's check, or credit and debit cards. Creates reports for internal and 
external customers: issuance reports, closure reports, status reports, renewal notifications. Accesses applicant database 
to determine status of license and permit, test scores, and license history. Report law and regulation violations to 
appropriate agencies. Performs a variety of clerical duties including forms processing, licensure verification upon 
request, file maintenance, mailings, internal and external communication, and data entry. 
 
Competencies (KSA’s): 
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Competencies:  Approachability Comfort Around Higher Management                  Composure                    Customer Focus            
Dealing with Ambiguity               Functional/Technical Competency                          Informing                       Integrity and 
Trust                       Patience                          Peer RelationshipsKnowledge:   Clerical           Communications and Media                     
Customer and Personal Service                 Economics and Accounting                       Education and Training English Language           
Law and Government                 Mathematics                 Personnel and Human Services Transportation                                   
Skills: Active Learning Active Listening Complex Problem Solving Critical Thinking Instructing Reading Comprehension 
Service Orientation Speaking Time Management WritingAbilities: Deductive Reasoning                    Near Vision                     
Oral Comprehension                     Oral Expression              Problem Sensitivity                       Selective Attention                        
Speech Clarity                Time Sharing                  Written Comprehension               Written Expression                             
 
Tools and Equipment Used: 
Tools and Equipment Used: Personal Computer Telephone Calculator Fax Machine Printer Scanner Copy Machine     
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038679 - ABC REGULATORY OFFICER 2* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1536 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and qualifying 
experience equivalent to one year of full-time work in one or a combination of the following: 1) compliance experience 
dealing with laws and regulations; 2) experience in basic math skills; 3) experience in enforcement of alcohol regulations 
and/or experience with health inspections of restaurants or similar type work experience; 4) experience dealing with the 
inspection of establishments or entities dealing with the possession, storage, transportation and sale of intoxicating 
liquors, intoxicating drinks, alcoholic beverages, spirits, wines and/or beer.  Substitution of Experience for Education: 
Experience in one or a combination of the following areas may be substituted for the required education on a year-for-
year basis to a maximum of four years: 1) compliance experience dealing with laws and regulations; 2) experience in 
basic math skills; 3) experience in enforcement of alcohol regulations and/or experience with health inspections of 
restaurants or similar type work experience; or 4) experience dealing with inspection of establishments or entities 
dealing with the possession, storage, transportation and sale of intoxicating liquors, intoxicating drinks, alcoholic 
beverages, spirits, wines and/or beer. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a good moral character, as determined by 
investigation; Complete a criminal history disclosure form in a manner approved by the appointing authority; Agree to 
release all records involving their criminal history to the appointing authority; Supply fingerprint sample in a manner 
prescribed by the TBI for a fingerprint based criminal history records check; Possess a valid motor vehicle operator’s 
license at the time of appointment.  Knowledge of Title 57 and TABC Rules and Regulations.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting routine compliance inspections, new licensee 
inspections, and renewal licensee inspections. These inspections include reviewing licensing permits to ensure 
compliance with applicable policies, regulatory rules, and state laws. This work also includes communicating with the 
public, industry members and law enforcement.  Distinguishing Features: This is the working-level class in the ABC 
Regulatory Officer sub-series. An employee in this class conducts regulatory inspections and audits of retail alcoholic 
beverage establishments and entities, alcoholic beverage distributors, and alcoholic beverage manufacturers to ensure 
compliance with state laws, as well as ABC rules and regulations. This class is flexibly staffed with and differs from the 
ABC Regulatory Officer 1, in that an incumbent of the latter learns to perform this work at the entry level. This class 
differs from the ABC Regulatory Officer 3 in that incumbents of the latter serve at the lead level. This class differs from 
classifications in the ABC Special Agent series in that incumbents of the latter conduct professional criminal 
investigations on businesses or individuals violating Tennessee state laws, rules, and regulations, and are assisted by 
employees in this class to prepare criminal cases as necessary. 
 
Work Activities: 
 Conducts new, renewal, and routine inspections on agency licensed establishments in a timely manner as outlined by 
agency. These inspections include reviewing license permits to ensure compliance with applicable policies, regulatory 
rules and state laws. Conducts compliance checks of licensed businesses for compliance with state and federal laws and 
agency rules and regulations. Performs audits of financial records of individuals or businesses for the purpose of finding 
hidden ownership and ensuring that adequate funds are available and legally obtained for the purpose of 
opening/operating their businesses. Compares distributor invoices to ensure compliance with state laws and agency 
rules and regulations. Researches license applicants by searching databases and other records or government agencies 
for information regarding applicants or business background records. If necessary, issues regulatory citation or contacts 
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a TABC Special Agent of criminal activity involving any law violation the officer deems necessary on an agency license 
establishment. Assists Special Agent if a criminal violation has occurred. Documents all required relevant information on 
regulatory violations as required by agency policy. Communicates with the public, industry members, and law 
enforcement in regards to laws affecting alcoholic beverages. Initiates verifications on citizenship status for the purpose 
of an individual to obtain an occupational license. Investigates regulatory complaints of businesses or an individual of 
the business to ensure compliance. Conducts underage compliance checks of licensed establishments alongside Special 
Agents. Documents in writing all work activities. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Approachability Business Acumen Comfort Around Higher Management Composure 
Functional/Technical Knowledge Integrity and Trust Organizing Patience Planning Self-KnowledgeKnowledge: 
Administration and Management Clerical Communications and Media Computers and Electronics Customer and 
Personal Service Economics and Accounting Education and Training Law and Government Production and Processing 
Public Safety and SecuritySkills: Active Learning Critical Thinking Judgment and Decision Making Learning Strategies 
Reading Comprehension Social Perceptiveness Speaking Time Management WritingAbilities: Auditory Attention 
Deductive Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression Speech 
Recognition Written Comprehension 
 
Tools and Equipment Used: 
 Motor Vehicle Phone Computer Scanner Fax Machine Roadside Safety Equipment Laptop or Tablet Laser measuring 
device 
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038680 - ABC REGULATORY OFFICER 3 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1546 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and qualifying 
experience equivalent to two years of full-time work in one or a combination of the following: 1) compliance experience 
dealing with laws and regulations; 2) experience in basic math skills; 3) experience in enforcement of alcohol regulations 
and/or experience with health inspections of restaurants or similar type work experience; or 4) experience dealing with 
the inspection of establishments or entities dealing with the possession, storage, transportation and sale of intoxicating 
liquors, intoxicating drinks, alcoholic beverages, spirits, wines and/or beer.  Substitution of Experience for Education: 
Experience in one or a combination of the following areas may be substituted for the required education on a year-for-
year basis to a maximum of four years: 1) compliance experience dealing with laws and regulations; 2) experience in 
basic math skills; 3) experience in enforcement of alcohol regulations and/or experience with health inspections of 
restaurants or similar type work experience; or 4) experience dealing with inspection of establishments or entities 
dealing with the possession, storage, transportation and sale of intoxicating liquors, intoxicating drinks, alcoholic 
beverages, spirits, wines and/or beer. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a good moral character, as determined by 
investigation; Complete a criminal history disclosure form in a manner approved by the appointing authority; Agree to 
release all records involving their criminal history to the appointing authority; Supply fingerprint sample in a manner 
prescribed by the TBI for a fingerprint based criminal history records check; Possess a valid motor vehicle operator’s 
license at the time of appointment.  Knowledge of Title 57 and TABC Rules and Regulations. Certified as a Field Training 
Officer.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading routine compliance inspections, new license inspections, 
and renewal license inspections. These inspections include reviewing licensing permits to ensure compliance with 
applicable policies, regulatory rules, and state laws. This work also includes communicating with the public, industry 
members and law enforcement.Distinguishing Features: This is the lead-level class in the ABC Regulatory Officer sub-
series. An employee in this class leads ABC Regulatory Officers in conducting regulatory inspections and audits of retail 
alcoholic beverage establishments and entities, alcoholic beverage distributors, and alcoholic beverage manufacturers 
to ensure compliance with state laws, as well as ABC rules and regulations. An employee of this class also trains 
Regulatory Officers and Special Agents as it pertains to regulatory functions. This class differs from the ABC Regulatory 
Officer 2 in that an incumbent of the latter functions at the working level. 
 
Work Activities: 
 Leads the work of other ABC Regulatory Officers. Trains new employees in job functions of a regulatory officer. Trains 
Special Agents in regards to regulatory functions. Conducts new, renewal, and routine inspections on agency licensed 
establishments in a timely manner as outlined by agency. These inspections include reviewing license permits to ensure 
compliance with applicable policies, regulatory rules and state laws. Conducts compliance checks of licensed business 
for compliance with state and federal laws and agency rules and regulations. Performs audits of financial records of 
individuals or businesses for the purpose of finding hidden ownership and ensuring that adequate funds are available 
and legally obtained for the purpose of opening/operating their business. Compares distributor invoices to ensure 
compliance with state laws and agency rules and regulations. Researches license applicants by searching databases and 
other records or government agencies for information regarding applicants or business background records. If 
necessary, issues regulatory citation or contacts a TABC Special Agent of criminal activity involving any law violation the 
officer deems necessary on an agency license establishment. Assists Special Agent if a criminal violation has occurred 
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Documents all required relevant information on regulatory violations as required by agency policy. Communicates with 
the public, industry members, and law enforcement in regards to laws affecting alcoholic beverages. Initiates 
verifications on citizenship status for the purpose of an individual to obtain an occupational license. Investigates 
regulatory complaints of businesses or an individual of the business to ensure compliance. Conducts underage 
compliance checks of licensed establishments alongside Special Agents. 
 
Competencies (KSA’s): 
Competencies:  Action Oriented Approachability Business Acumen Comfort Around Higher Management Composure 
Functional/Technical Knowledge Integrity and Trust Motivating Others Organizing Patience Planning Self-
KnowledgeKnowledge: Administration and Management Clerical Communications and Media Computers and Electronics 
Customer and Personal Service Economics and Accounting Education and Training Law and Government Production and 
Processing Public Safety and SecuritySkills: Active Learning Critical Thinking Judgement and Decision Making Learning 
Strategies Reading Comprehension Social Perceptiveness Speaking Time Management WritingAbilities: Auditory 
Attention Deductive Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Speech Recognition Written Comprehension 
 
Tools and Equipment Used: 
 Motor Vehicle Phone Computer Scanner Fax Machine Roadside Safety Equipment Laptop or Tablet Laser measuring 
device 
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038672 - ABC SPECIAL AGENT 2* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1503 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to two years of full-time work performing or instructing in one or a combination of the following: criminal 
investigation work in a government setting, law enforcement, professional criminal law, or enforcement of drug or 
alcohol regulations.  Substitution of Education for Experience: Qualifying experience performing or instructing in 
criminal investigation work in a government setting, law enforcement, professional criminal law, and/or enforcement of 
drug or alcohol regulations may substitute for the required education on a year for year basis to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education).  Substitution of Experience for Education: Graduation from an 
accredited college or university with a bachelor’s degree in criminal justice, criminology, law enforcement, law, or 
sociology with an emphasis in criminal justice AND experience equivalent to two years of full-time work performing or 
instructing in one or a combination of the following: criminal investigation work in a government setting, law 
enforcement, professional criminal law, or enforcement of drug or alcohol regulations.  Education and Experience: 
Graduation from an accredited college or university with an associate’s degree in criminal justice, criminology, law 
enforcement, or sociology with an emphasis in criminal justice AND four years of full-time work performing or 
instructing in one or a combination of the following: criminal investigation work in a government setting, law 
enforcement, professional criminal law, or enforcement of drug or alcohol regulations. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed 
course.Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Alcoholic Beverage Commission investigations and compliance 
work of average difficulty; and performs related work as required.  Distinguishing Features: This is the working level 
class in the ABC Special Agent sub-series. An employee in this class performs a full range of criminal investigation and 
compliance inspection duties under the authority of the Alcoholic Beverage Commission. This class differs from ABC 
Special Agent 1 in that an incumbent of the latter functions at the entry level. This class differs from ABC Special Agent 3 
in that an incumbent of the latter performs in a lead capacity. 
 
Work Activities: 
Communicating with Persons Outside Organization:  Testifies at criminal and civil proceedings. Provides information to 
Grand Juries, Judges, Judicial Commissioners and Beer Boards on criminal and regulatory matters. Provides explanations 
of state and federal laws and rules and regulations to public, law enforcement and other governmental agencies.Getting 
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Information:  Obtains, issues and serves subpoenas or search warrants to gather information and evidence from 
suspects, informants or other individuals and their businesses. Conducts criminal investigations of suspected violations 
of state and federal laws relating to sales and manufacturing of alcoholic beverages, marijuana, gambling or any other 
criminal offense as authorized by law. Conducts regulatory investigations of licensed business for compliance with state 
and federal laws and agency rules and regulations. Interviews witnesses, licensees, other agencies, anonymous sources, 
suspects or others who may be able to provide evidence of regulatory violations or criminal activity. Develops 
informants or other sources to gather information on criminal activity. Obtains and issues subpoenas to gather 
documents from suspects, businesses or other individuals to obtain information on criminal activities and regulatory 
violations. Communicates with other investigative agencies in developing information on criminal and regulatory 
violations. Searches computer databases as a part of criminal and regulatory investigations. Obtains information from 
web sites and local newspapers, handbills, flyers, and social media. Processing Information: Performs audits of financial 
records of individuals or businesses for money laundering and hidden ownership of businesses. Conducts inventories of 
liquor at businesses and compares to distributor invoices to insure compliance with state laws and agency rules and 
regulations. Reviews distributor records to insure compliance with state and federal laws and agency rules and 
regulations. Prepares accurate and complete inventory of all items seized during investigations. Performing General 
Physical Activities: Fires weapons from standing, kneeling, and prone positions and/or while moving. May participate in 
the Governor’s Task Force for the Eradication of Marijuana. Walks for extended periods of time over long distances in 
rough terrain while encountering high outdoor temperatures and inclement weather. Climbs stairs, ladders or rough 
steep terrain. Lifts heavy items and carries those items for extended periods over long distances. Making Decisions and 
Solving Problems: Makes individual judgments based on local, state or federal laws and agency rules and regulation and 
common sense to determine best course of action to follow while conducting criminal and/or regulatory 
investigations.Evaluating Information to Determine Compliance with Standards: Uses local, state and federal laws to 
determine violations of criminal and regulatory activity. Uses individual judgment to determine violations of local, state 
and federal law and agency rules and regulations. Uses local, state and federal laws and agency rules and regulations to 
determine if businesses meet requirements for licensing.Updating and Using Relevant Knowledge: Maintains awareness 
of changes in local, state and federal laws and agency rules and regulations. Maintains awareness of changes in business 
practices and reviews those practices to insure compliance with local, state and federal laws and agency rules and 
regulations. Participates in state and regional training programs to develop knowledge base. Organizing, Planning, and 
Prioritizing Work: Assists in raid planning by providing detailed information on suspects, locations, potential problems 
and other details that are needed to conduct safe operations. Prioritizes work assignments so that priority tasks are 
accomplished within time guidelines and according to agency needs. Operating Vehicles, Mechanized Devices, or 
Equipment: Conducts safe handling of weapons according to agency policy and procedures. Qualifies semi-annually with 
assigned firearms. Operates vehicles (cars, trucks, ATV’s) in accordance to state law and policies and procedures set 
forth by ABC and Motor Vehicle Management. Operates cameras, video and audio recording equipment, radios, 
surveillance equipment. Properly utilizes and maintains outside agency equipment. Documenting/Recording 
Information: Documents proper chains of custody and the proper destruction of property. Secures and logs evidence 
into evidence room with all proper labeling. Maintains logs and inventory lists of individuals handling evidence. Prepares 
law enforcement related records and reports in detail. Prepares regulatory enforcement related records and reports in 
detail. Categorizes evidence according to standard categorizing procedures and updates records when necessary. 
Accounts for equipment and supplies. Prepares expense claims reports using the guidelines set forth by Finance and 
Administration Travel Regulations. Interpreting the Meaning of Information for Others: Reads and interprets local, state 
and federal laws, rules and regulations affecting the sale and distribution of alcoholic beverages. Reads and interprets 
local, state and federal drug laws. Reads and interprets local, state and federal laws and rules and regulations to licensed 
businesses, law enforcement agencies and general public. Performing Administrative Activities: Prepares and maintains 
case investigation files. Submits supplemental reports and any supporting documentation to case investigation files until 
case is closed. Inspecting Equipment, Structures, or Material: Inspects buildings and kitchen equipment to insure 
compliance with state laws and agency rules and regulations.Establishing and Maintaining Interpersonal Relationships: 
Works with licensed businesses to insure compliance with applicable laws and rules and regulations. Works with other 
law enforcement agencies to foster a cooperative relationship in the enforcement of state laws and rules and 
regulations. Performing for or Working Directly with the Public: May talk to news media in accordance to policies and 
procedures in response to inquiries about ABC rules, regulations, and violations or to provide information concerning an 
investigation. Monitoring and Controlling Resources: Accounts for confidential funds received accurately by completing 
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confidential funds disbursement reports each time funds are expended. Records fuel purchases and submits monthly 
report on vehicle fuel usage. Scheduling Work and Activities: Coordinates work activities with others such as supervisors, 
peers, subordinates, as well as local, state, federal agencies to avoid duplication. Schedules personal work activities to 
maximize use of work time. Assists other personnel working on same or similar projects. Schedules personal work 
activities to limit unnecessary travel. Interacting With Computers: Uses computer to complete agency reports using 
Microsoft Word and Excel and other computer programs. Uses computer to perform research on criminal and regulatory 
investigations. Communicating with Supervisors, Peers, or Subordinates: Communicates with supervisor or more 
experienced personnel when conducting investigations that are more difficult or complex. Clarifies with supervisor on 
areas of law and agency rules and regulations that need clarification. Updates supervisor as to current status of 
investigations being conducted. Advises supervisor of daily work activities. Selling or Influencing Others: Makes 
presentations to business employers and employees, beer boards, city and county commissioners, concerning alcohol 
and drug enforcement trends and enforcement activities. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Organizing Planning Time Management Conflict 
Management Written Communications Integrity and Trust Listening Peer RelationshipsKnowledge: Clerical Customer 
and Personal Services Law and Government Mathematics Knowledge Public Safety and SecuritySkills: Active Learning 
Active Listening Complex Problem Solving Coordination Critical Thinking Equipment Maintenance Equipment Selection 
Judgment and Decision Making Mathematics Skills Operation and Control Persuasion Reading Comprehension Speaking 
Time Management WritingAbilities: Arm Hand Steadiness Control Precision Deductive Reasoning Finger Dexterity 
Manual Dexterity Memorization Multi Limb Coordination Oral Comprehension Oral Expression Reaction Time Speed of 
Limb Movement Wrist and Finger Speed Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Firearms Telephone Cameras Fax Machine Binoculars Printer Two-Way Radios Copy Machine Audio 
and Video Recording Equipment Motor Vehicles All-Terrain VehiclesOther Law Enforcement Related Equipment as 
Required 
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038677 - ABC SPECIAL AGENT 3 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1528 
 
Minimum Qualifications: 
Education and Experience: One year with the State of Tennessee as an ABC Special Agent 2. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator’s license at the time of appointment;    Upon appointment, successfully complete a prescribed course 
of instruction at the Tennessee Law Enforcement Academy or have successfully completed the equivalent of the 
prescribed course. Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading Alcoholic Beverage Commission investigations and 
compliance work of average difficulty; and performs related work as required. Distinguishing Features: This is the lead 
class in the ABC Special Agent sub-series. An employee in this class leads staffs who conduct criminal investigations and 
compliance inspection duties under the authority of the Alcoholic Beverage Commission. This class differs from ABC 
Special Agent 2 in that an incumbent of the latter functions at the working level. This class differs from ABC Assistant 
Special Agent-In-Charge in that an incumbent of the latter functions at the first supervisory level, supervising a staff of 
ABC Special Agents in an assigned geographic region. 
 
Work Activities: 
Communicating with Persons Outside Organization:            Testifies at criminal and civil proceedings.                                 
Provides information to Grand Juries, Judges, Judicial Commissioners and Beer Boards on criminal and regulatory 
matters.                                  Provides explanations of state and federal laws and rules and regulations to public, law 
enforcement and other governmental agencies. Getting Information:                             Obtains, issues and serves 
subpoenas or search warrants to gather information and evidence from suspects, informants or other individuals and 
their businesses.    Conducts criminal investigations of suspected violations of state and federal laws relating to sales and 
manufacturing of alcoholic beverages, marijuana, gambling or any other criminal offense as authorized by law.    
Conducts regulatory investigations of licensed business for compliance with state and federal laws and agency rules and 
regulations.    Interviews witnesses, licensees, other agencies, anonymous sources, suspects or others who may be able 
to provide evidence of regulatory violations or criminal activity.    Develops informants or other sources to gather 
information on criminal activity.    Obtains and issues subpoenas to gather documents from suspects, businesses or 
other individuals to obtain information on criminal activities and regulatory violations.    Communicates with other 
investigative agencies in developing information on criminal and regulatory violations.    Searches computer databases 
as a part of criminal and regulatory investigations.    Obtains information from web sites and local newspapers, 
handbills, flyers, and social media. Processing Information:    Performs audits of financial records of individuals or 
businesses for money laundering and hidden ownership of businesses.    Conducts inventories of liquor at businesses 
and compares to distributor invoices to insure compliance with state laws and agency rules and regulations.    Reviews 
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distributor records to insure compliance with state and federal laws and agency rules and regulations.    Prepares 
accurate and complete inventory of all items seized during investigations. Performing General Physical Activities:    Fires 
weapons from standing, kneeling, prone positions or while moving.    May participate in the Governor’s Task Force for 
the Eradication of Marijuana.    Walks for extended periods of time over long distances in rough terrain while 
encountering high outdoor temperatures and inclement weather.    Climbs stairs, ladders or rough steep terrain.    Lifts 
heavy items and carries those items for extended periods over long distances. Making Decisions and Solving Problems:    
Makes individual judgments based on local, state or federal laws and agency rules and regulation and common sense to 
determine best course of action to follow while conducting criminal and/or regulatory investigations. Evaluating 
Information to Determine Compliance with Standards:    Uses local, state and federal laws to determine violations of 
criminal and regulatory activity.    Uses individual judgment to determine violations of local, state and federal law and 
agency rules and regulations.    Uses local, state and federal laws and agency rules and regulations to determine if 
businesses meet requirements for licensing. Updating and Using Relevant Knowledge:    Maintains awareness of changes 
in local, state and federal laws and agency rules and regulations.    Maintains awareness of changes in business practices 
and reviews those practices to insure compliance with local, state and federal laws and agency rules and regulations.    
Participates in state and regional training programs to develop knowledge base. Organizing, Planning, and Prioritizing 
Work:    Assists in raid planning by providing detailed information on suspects, locations, potential problems and other 
details that are needed to conduct safe operations.    Prioritizes work assignments so that priority tasks are 
accomplished within time guidelines and according to agency needs. Operating Vehicles, Mechanized Devices, or 
Equipment:    Conducts safe handling of weapons according to agency policy and procedures.    Qualifies semi-annually 
with assigned firearms.    Operates vehicles (cars, trucks, ATV's) in accordance to state law and policies and procedures 
set forth by ABC and Motor Vehicle Management.    Operates cameras, video and audio recording equipment, radios, 
surveillance equipment.    Properly utilizes and maintains outside agency equipment. Documenting/Recording 
Information:    Documents proper chains of custody and the proper destruction of property.    Secures and logs evidence 
into evidence room with all proper labeling.    Maintains logs and inventory lists of individuals handling evidence.    
Prepares law enforcement related records and reports in detail.    Prepares regulatory enforcement related records and 
reports in detail.    Categorizes evidence according to standard categorizing procedures and updates records when 
necessary.    Accounts for equipment and supplies.    Prepares expense claims reports using the guidelines set forth by 
Finance and Administration Travel Regulations. Interpreting the Meaning of Information for Others:    Reads and 
interprets local, state and federal laws, rules and regulations affecting the sale and distribution of alcoholic beverages.    
Reads and interprets local, state and federal drug laws.    Reads and interprets local, state and federal laws and rules and 
regulations to licensed businesses, law enforcement agencies and general public. Performing Administrative Activities:    
Prepares and maintains case investigation files.    Submits supplemental reports and any supporting documentation to 
case investigation files until case is closed. Inspecting Equipment, Structures, or Material:    Inspects buildings and 
kitchen equipment to insure compliance with state laws and agency rules and regulations.    Reviews investigative, 
regulatory, and other reports for accuracy and completeness. Establishing and Maintaining Interpersonal Relationships:    
Works with licensed businesses to insure compliance with applicable laws and rules and regulations.    Works with other 
law enforcement agencies to foster a cooperative relationship in the enforcement of state laws and rules and 
regulations. Performing for or Working Directly with the Public:    May talk to news media in accordance to policies and 
procedures in response to inquiries about ABC rules, regulations, and violations or to provide information concerning an 
investigation. Monitoring and Controlling Resources:    Accounts for confidential funds received accurately by 
completing confidential funds disbursement reports each time funds are expended.    Records fuel purchases and 
submits monthly report on vehicle fuel usage. Training and Teaching Others:    At supervisor's discretion, oversees the 
training of new employees. Guiding, Directing, and Motivating Subordinates:    Leads other ABC Special Agents at 
assigned sub-post-of-duty.    Teaches others about law and regulatory enforcement through lectures and 
demonstrations. Scheduling Work and Activities:    Coordinates work activities with others such as supervisors, peers, 
subordinates, as well as local, state, federal agencies to avoid duplication.    Schedules personal work activities to 
maximize use of work time.    Assists other personnel working on same or similar projects.    At supervisor's discretion, 
assigns work to agents and oversees the daily operations at the sub-post-of-duty.    Schedules personal work activities to 
limit unnecessary travel. Interacting With Computers:    Uses computer to complete agency reports using Microsoft 
Word and Excel and other computer programs.    Uses computer to perform research on criminal and regulatory 
investigations. Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisor or more 
experienced personnel when conducting investigations that are more difficult or complex.    Clarifies with supervisor on 
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areas of law and agency rules and regulations that need clarification.    Updates supervisor as to current status of 
investigations being conducted.    Advises supervisor of daily work activities. Selling or Influencing Others:    Makes 
presentations to business employers and employees, beer boards, city and county commissioners, concerning alcohol 
and drug enforcement trends and enforcement activities. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Problem Solving    Organizing    Planning    Time Management    
Conflict Management    Written Communications    Integrity and Trust    Listening    Peer RelationshipsKnowledge:    
Clerical                           Customer and Personal Services                        Law and Government                            Mathematics 
Knowledge                       Public Safety and Security            Skills:    Active Learning                         Active Listening                        
Complex Problem Solving                     Coordination                                          Critical Thinking                        Equipment 
Maintenance                        Equipment Selection                 Judgment and Decision Making                        Mathematics Skills                 
Operation and Control                           Persuasion                      Reading Comprehension                        Speaking                        
Time Management    Writing                        Abilities:    Arm Hand Steadiness                Control Precision                       
Deductive Reasoning                 Finger Dexterity                         Manual Dexterity                       Memorization    Multi Limb 
Coordination                       Oral Comprehension                  Oral Expression                                                  Reaction Time    
Speed of Limb Movement                     Wrist and Finger Speed                         Written Comprehension                         Written 
Expression               
 
Tools and Equipment Used: 
    Personal Computer                                             Firearms             Telephone                                                           Cameras    Fax 
Machine                                                      Binoculars    Printer                                                                Two-Way Radios    Copy 
Machine                                                    Audio and Video Recording Equipment    Motor Vehicles                                                  
All-Terrain VehiclesOther Law Enforcement Related Equipment as Required 
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038673 - ABC SPECIAL AGENT-IN-CHARGE 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  1508 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor’s degree in 
criminal justice, criminology, law enforcement, law, accounting, management & human relations or sociology and seven 
years of full-time work experience performing or instructing in one or a combination of the following: criminal 
investigation work in a local, state or federal government setting; local, state or federal law enforcement; professional 
criminal law; or local, state or federal enforcement of drug or alcohol regulations.  OR  Four years with the State of 
Tennessee as an ABC Special Agent 2, or higher level classification in the ABC Special Agent job series.  OR  Two years as 
ABC Special Agent 1, or higher level classification in the ABC Special Agent job series and three years of local, state, or 
federal law enforcement experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course. 
Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory Alcoholic Beverage Commission investigative and 
compliance work of considerable difficulty; and performs related work as required.  Distinguishing Features: This is the 
second supervisory level in the ABC Special Agent sub-series. An incumbent of this class is responsible for all field 
investigations and operations in an assigned geographic region under the authority of the Alcoholic Beverage 
Commission. This class differs from ABC Assistant Special Agent-In-Charge in that an incumbent of the latter is a first-
level supervisor, supervising a staff of ABC Special Agents in an assigned geographic region, performing a full range of 
criminal investigative and compliance inspection duties, and assisting incumbents of this class as assigned. This class 
differs from ABC Chief Law Enforcement Officer in that the incumbent of the latter functions at the managerial level and 
is responsible for managing all field investigations and operations statewide. 
 
Work Activities: 
Communicating with Persons Outside Organization:  Testifies at criminal and civil proceedings. Provides information to 
Grand Juries, Judges, Judicial Commissioners and Beer Boards on criminal and regulatory matters. Provides explanations 
of state and federal laws and rules and regulations to public, law enforcement and other governmental agencies.Getting 
Information:  Obtains, issues and serves subpoenas or search warrants to gather information and evidence from 
suspects, informants or other individuals and their businesses. Conducts criminal investigations of suspected violations 
of state and federal laws relating to sales and manufacturing of alcoholic beverages, marijuana, gambling or any other 
criminal offense as authorized by law. Conducts regulatory investigations of licensed business for compliance with state 
and federal laws and agency rules and regulations. Interviews witnesses, licensees, other agencies, anonymous sources, 
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suspects or others who may be able to provide evidence of regulatory violations or criminal activity. Develops 
informants or other sources to gather information on criminal activity. Obtains and issues subpoenas to gather 
documents from suspects, businesses or other individuals to obtain information on criminal activities and regulatory 
violations. Communicates with other investigative agencies in developing information on criminal and regulatory 
violations. Searches computer databases as a part of criminal and regulatory investigations. Obtains information from 
web sites and local newspapers, handbills, flyers, and social media. Processing Information: Performs audits of financial 
records of individuals or businesses for money laundering and hidden ownership of businesses. Conducts inventories of 
liquor at businesses and compares to distributor invoices to insure compliance with state laws and agency rules and 
regulations. Reviews distributor records to insure compliance with state and federal laws and agency rules and 
regulations. Prepares accurate and complete inventory of all items seized during investigations. Performing General 
Physical Activities: Fires weapons from standing, kneeling, prone positions or while moving. May participate in the 
Governor’s Task Force for the Eradication of Marijuana. Walks for extended periods of time over long distances in rough 
terrain while encountering high outdoor temperatures and inclement weather. Climbs stairs, ladders or rough steep 
terrain. Lifts heavy items and carries those items for extended periods over long distances. Making Decisions and Solving 
Problems: Makes individual judgments based on local, state or federal laws and agency rules and regulation and 
common sense to determine best course of action to follow while conducting criminal and/or regulatory investigations. 
Designates evidence custodian to ensure the integrity of all evidence and property obtained by case agents.Evaluating 
Information to Determine Compliance with Standards: Uses local, state and federal laws to determine violations of 
criminal and regulatory activity. Uses individual judgment to determine violations of local, state and federal law and 
agency rules and regulations. Uses local, state and federal laws and agency rules and regulations to determine if 
businesses meet requirements for licensing. Reviews the work of staff to ensure all investigative and regulatory 
documents are complete and accurate.Updating and Using Relevant Knowledge: Maintains awareness of changes in 
local, state and federal laws and agency rules and regulations. Maintains awareness of changes in business practices and 
reviews those practices to insure compliance with local, state and federal laws and agency rules and regulations. 
Participates in state and regional training programs to develop knowledge base. Informs staff of new procedures and 
information. Organizing, Planning, and Prioritizing Work: Assists in raid planning by providing detailed information on 
suspects, locations, potential problems and other details that are needed to conduct safe operations. Prioritizes work 
assignments so that priority tasks are accomplished within time guidelines and according to agency needs. Operating 
Vehicles, Mechanized Devices, or Equipment: Conducts safe handling of weapons according to agency policy and 
procedures. Qualifies semi-annually with assigned firearms. Operates vehicles (cars, trucks, ATV’s) in accordance to state 
law and policies and procedures set forth by ABC and Motor Vehicle Management. Operates cameras, video and audio 
recording equipment, radios, surveillance equipment. Properly utilizes and maintains outside agency equipment. 
Documenting/Recording Information: Documents proper chains of custody and the proper destruction of property. 
Secures and logs evidence into evidence room with all proper labeling. Maintains logs and inventory lists of individuals 
handling evidence. Prepares law enforcement related records and reports in detail. Prepares regulatory enforcement 
related records and reports in detail. Categorizes evidence according to standard categorizing procedures and updates 
records when necessary. Accounts for equipment and supplies. Prepares expense claims reports using the guidelines set 
forth by Finance and Administration Travel Regulations. Interpreting the Meaning of Information for Others: Reads and 
interprets local, state and federal laws, rules and regulations affecting the sale and distribution of alcoholic beverages. 
Reads and interprets local, state and federal drug laws. Reads and interprets local, state and federal laws and rules and 
regulations to licensed businesses, law enforcement agencies and general public. Performing Administrative Activities: 
Prepares and maintains case investigation files. Submits supplemental reports and any supporting documentation to 
case investigation files until case is closed. Approves attendance forms, expense claims, and purchasing requests. 
Monitor Processes, Materials or Surroundings: Assists in controlling the operation and security of the agency’s central 
evidence room to ensure the integrity of all evidence and property obtained by case agents.Inspecting Equipment, 
Structures, or Material: Inspects buildings and kitchen equipment to insure compliance with state laws and agency rules 
and regulations. Reviews investigative, regulatory, and other reports for accuracy and completeness.Establishing and 
Maintaining Interpersonal Relationships: Works with licensed businesses to insure compliance with applicable laws and 
rules and regulations. Works with other law enforcement agencies to foster a cooperative relationship in the 
enforcement of state laws and rules and regulations. Performing for or Working Directly with the Public: May talk to 
news media in accordance to policies and procedures in response to inquiries about ABC rules, regulations, and 
violations or to provide information concerning an investigation. Monitoring and Controlling Resources: Accounts for 
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confidential funds received accurately by completing confidential funds disbursement reports each time funds are 
expended. Records fuel purchases and submits monthly report on vehicle fuel usage. Staffing Organizational Units: 
Makes recommendations on employment, retention, promotion, demotion, and other personnel actions. Selects the 
most qualified applicant from available applicant pool to recommend for employment. Interviews applicants about their 
qualifications and explains the job responsibilities of ABC Special Agents. Training and Teaching Others: Conducts 
training classes and on-the-job training for agents. Identifies training needs for new and incumbent agents.Guiding, 
Directing, and Motivating Subordinates: Supervises all work activities for a geographic region of the State. Teaches 
others about law and regulatory enforcement through lectures and demonstrations. Scheduling Work and Activities: 
Coordinates work activities with others such as supervisors, peers, subordinates, as well as local, state, federal agencies 
to avoid duplication. Assigns work to agents and oversees the daily operations at the sub-post-of-duty. Schedules 
personal work activities to maximize use of work time. Assists other personnel working on same or similar projects. 
Assigns work to agents and oversees the daily operations at the sub-post-of-duty. Schedules personal work activities to 
limit unnecessary travel. Interacting With Computers: Uses computer to complete agency reports using Microsoft Word 
and Excel and other computer programs. Uses computer to perform research on criminal and regulatory 
investigations.Selling or Influencing Others: Makes presentations to business employers and employees, beer boards, 
city and county commissioners, concerning alcohol and drug enforcement trends and enforcement activities. 
Coordinating the Work and Activities of Others: Conducts training classes and on-the-job training for agents. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Organizing Planning Time Management Conflict 
Management Written Communications Integrity and Trust Listening Peer RelationshipsKnowledge: Clerical Customer 
and Personal Services Law and Government Mathematics Knowledge Public Safety and SecuritySkills: Active Learning 
Active Listening Complex Problem Solving Coordination Critical Thinking Equipment Maintenance Equipment Selection 
Judgment and Decision Making Mathematics Skills Operation and Control Persuasion Reading Comprehension Speaking 
Time Management WritingAbilities: Arm Hand Steadiness Control Precision Deductive Reasoning Finger Dexterity 
Manual Dexterity Memorization Multi Limb Coordination Oral Comprehension Oral Expression Reaction Time Speed of 
Limb Movement Wrist and Finger Speed Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Firearms Telephone Cameras Fax Machine Binoculars Printer Two-Way Radios Copy Machine Audio 
and Video Recording Equipment Motor Vehicles All-Terrain VehiclesOther Law Enforcement Related Equipment as 
Required 
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009830 - ACCOUNT CLERK 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2798 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2799 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2800 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2801 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2802 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2803 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2804 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2805 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2806 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2807 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009830 - ACCOUNT CLERK 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2808 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of routine bookkeeping, or routine clerical auditing work; qualifying experience may be substituted for the 
required education, on a year for year basis; completion of nine quarter hours of study in accounting or bookkeeping 
from an accredited college, technical institute or vocational school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class perform bookkeeping and clerical tasks involved in 
maintaining journals, ledgers, and other financial records. While some duties of this class resemble those of other 
clerical classes, the essence of work lies in the application of bookkeeping principles and practices. Work in this class 
requires the application of bookkeeping knowledge in the preparation and maintenance of routine reports according to 
established procedures. Distinguishing Features: This class differs from general clerical classes in that incumbents of the 
latter perform sub-professional accounting work of routine difficulty. This class differs from Accounting Technician 1 in 
that an incumbent of the latter is responsible for sub professional accounting duties of considerable difficulty and 
complexity. 
 
Work Activities: 
Processing Information:    Calculates overall invoice totals, account adjustments, and purchases/account deductions to 
generate reports, spreadsheets, and adjustment forms.    Codes adjustment sheet based on information received to 
adjust accounts.    Generates receipts and vouchers originating in assigned work unit as necessary.    Codes requisitions 
using appropriate product/category codes to assign the goods/services to the correct account. Analyzing Data or 
Information:     Researches outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue 
as necessary.    Analyzes submitted documentation to ensure a valid justification for account adjustment requests. 
Interpreting the Meaning of Information for Others:     Fields calls from external and internal customers to explain 
account status information, internal policies and procedures, and other information as required. Training and Teaching 
Others:     Provides training to new employees in an equivalent role as needed. Evaluating Information to Determine 
Compliance with Standards:     Verifies all fields on submitted invoices/adjustments to match information in electronic 
databases.    Reconciles physical inventory counts against electronic inventory data to ensure accuracy.    Verifies 
electronic data entries with outside vendors to ensure accuracy.    Verifies receiving reports against billing invoices to 
ensure accuracy. Interacting With Computers:     Enters data into electronic databases to ensure accurate processing and 
record keeping.    Uses electronic office productivity software (Microsoft Word and Excel) to perform daily tasks.    Pulls 
relevant information from electronic databases using wizards and forms as required.    Enters time and leave requests in 
electronic databases as required. Getting Information:     References electronic databases and paper files for invoice, 
accounts payable/receivable, adjustment, and fund information to assist with daily activities and respond to inquiries.    
Contacts internal and external customers to resolve identified issues. Resolving Conflicts and Negotiating with Others:     
Manages complaints from internal and external customers effectively by providing clear and accurate information. 
Monitoring Processes, Materials, or Surroundings:     Verifies vendor address information when paying bills.    Monitors 
tracking system and daily reports to ensure that payments are processed. Documenting/Recording Information:     
Maintains account entries in electronic databases to ensure accurate record keeping.    Scans and uploads accounting 
documents into electronic databases. Organizing, Planning, and Prioritizing Work:     Prioritizes daily task list as needed 
to ensure timely responses. Communicating with Persons Outside Organization:     Communicates with external 
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customers verbally and in written form to request/provide additional information as needed. Establishing and 
Maintaining Interpersonal Relationships:     Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Performing General 
Physical Activities:     Travels to internal and external sites on foot to deliver mail, make bank deposits, and pick up 
relevant departmental packages.    Climbs ladders to perform inventory counts as required.    Archives physical 
documentation to ensure accurate record keeping. Communicating with Supervisors, Peers, or Subordinates:     
Communicates issues identified with documentation and records to the appropriate internal business partner(s) and 
supervisor.    Communicates with supervisor to identify proper courses of action to resolve problems as they arise.    
Submits weekly processing log to supervisor to facilitate monitoring of workload. Updating and Using Relevant 
Knowledge:     Maintains department specific in-service training levels to maintain required certifications.    Attends 
accounts payable training courses as required. Performing Administrative Activities:     Maintains paper files including 
but not limited to invoices, adjustment forms, and court orders as required to meet record keeping requirements.    
Opens and processes mail. Operating Vehicles, Mechanized Devices, or Equipment:    Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. Handling and Moving Objects:     Carries and 
handles paper documentation as required and requested. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Boss Relationships    Listening    Patience    Personal Learning    Self Knowledge    
Intellectual Horsepower    Technical Learning    Humor    Integrity and TrustKnowledge:    Basic knowledge of clerical 
procedures including but not limited to operation of calculator, basic office equipment, and filing procedures.    Basic 
knowledge of customer and personal service    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
computer operation Skills:    Basic mathematic skills (arithmetic)    Basic keyboarding skills    Basic organizational skills    
Basic reading comprehension skills    Basic speaking skills    Active listening skills    Active learning skills Abilities:    Basic 
oral expression ability    Basic written expression ability    Basic oral comprehension ability    Basic written 
comprehension ability    Basic deductive reasoning ability    Basic mathematical reasoning ability    Basic inductive 
reasoning ability    Basic problem sensitivity ability    Finger dexterity    Speech clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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032470 - ACCOUNTANCY BOARD INVESTIGATOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1644 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075241 - ACCOUNTANT 1* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5425 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting. 
OR Graduation from an accredited college or university with a bachelor’s degree including thirty-six quarter hours in 
accounting.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional accounting work of routine difficulty; and 
performs related work as required.  Distinguishing Features: Employees in the class are responsible for professional 
accounting work of routine difficulty; and perform related work as required. This is the entry professional level of the 
accounting field and is flexibly staffed with the classes of Accountant 2 and Auditor 2. Supervision is initially close, but as 
an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings:  Under direct supervision, monitors federal and third party, grant and 
program funds to ensure accurate fund results. Under direct supervision, monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting.Evaluating Information to 
Determine Compliance with Standards:  Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations under direct supervision. Audits tax related 
accounting documents to determine compliance with federal tax laws and regulations under direct supervision. Reviews 
refund request documentation prior to and after submission for payment under direct supervision to ensure recipient 
eligibility and proper allocation and disbursement of funds.Interpreting the Meaning of Information for Others:  
Interprets basic federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.  Interprets financial reports for non accounting personnel in response to basic questions.  Interprets basic 
departmental rules and regulations for external customers to explain program parameters.Analyzing Data or 
Information:  Analyzes general ledger transactions under direct supervision to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.  Analyzes account documentation submitted by 
external customers under direct supervision to determine accurate and appropriate expenditures under the direction of 
assigned supervisor.Processing Information:  Performs basic reconciliations of general ledger accounts against 
transaction queries, researched information, information provided by outside vendors, and individual transactions in 
electronic databases under direct supervision.  Prepares financial activity reports for use by internal and external 
customers under direct supervision.  Processes basic accounts payable transactions in electronic databases under direct 
supervision to pay internal and external customers accurately.  Processes basic accounting journal entries in electronic 
database under direct supervision to record financial transactions.  Processes basic accounts receivable transactions in 
electronic databases under direct supervision to record revenue from internal and external customers.  Prepares sales 
tax returns as required under direct supervision.  Updates and maintains accurate account postings in electronic 
databases under direct supervision. Documenting/Recording Information:  Records basic financial transactions in 
electronic databases, spreadsheets, and forms.Updating and Using Relevant Knowledge:  Maintains up to date, 
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professional knowledge of generally accepted accounting principles.  Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.  Trains with external customers to ensure correct 
use of third party systems.  Attends training on basic supervisory skills, policies, procedures, and best practices.  Attends 
department specific in-service training as required to enhance personal development.Getting Information:  Under direct 
supervision, gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations. Under direct supervision, conducts basic research 
in electronic applications, paper files, and interpersonally to gather data for processing transactions and preparing 
reports. Under direct supervision, runs queries in electronic databases to provide information for accounting and 
management analyses.Thinking Creatively:  Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency and comply with audit suggestions. Designs simple electronic spreadsheets for internal 
departmental use under direct supervision to facilitate accounting work.  Designs simple word processing documents 
under direct supervision for purposes of mail merge to mail customer letters.Communicating with Supervisors, Peers, or 
Subordinates:  Communicates with supervisors and co-workers using multiple mediums to effectively relay work related 
information. Communicates with internal business partners to facilitate interdepartmental financial transactions. 
Communicates with supervisor to determine appropriate course of action to resolve complex issues.Making Decisions 
and Solving Problems:  Solves basic problems related to customer billing based on reporting and research under direct 
supervision. Recommends to assigned supervisor whether an account should be closed based on departmental 
outstanding balance policies.Organizing, Planning, and Prioritizing Work:  Manages long term projects under direct 
supervision to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.Communicating with Persons Outside of the Organization:  Communicates with external 
customers regarding basic issues with financial transactions. Communicates with external customers to request 
additional documentation as needed.Establishing and Maintaining Interpersonal Relationships:  Develops professional 
working relationships with co-workers, program partners, and external customers to promote a healthy work 
environment.Identifying Objects, Actions, and Events:  Runs aging report as required to identify delinquent accounts and 
level of delinquency. Runs open item report as required to identify submitted but not applied monies. Runs finance 
status report as required to identify customers who should receive statements. Runs accounting queries as required to 
identify incomplete transactions.Performing Administrative Activities:  Fields customer service calls to answer account 
related inquiries. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping.Interacting With Computers:  Enters data using keyboard 
into electronic database to create and update accurate financial transactions. Enters personal time and leave requests 
into electronic database as required. Operating Vehicles, Mechanized Devices, or Equipment:  Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Perseverance Customer Focus Ethics and Values Listening Decision Quality Problem 
Solving Learning on the Fly Planning OrganizingKnowledge: Basic knowledge of clerical office procedures Basic 
knowledge of generally accepted accounting principles Basic knowledge of mathematics (arithmetic) Basic knowledge of 
computer operation Basic knowledge of office productivity software Skills: Intermediate speaking skills Intermediate 
writing skills Intermediate reading comprehension skills Basic mathematics skills Basic monitoring skills Basic 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate oral comprehension ability Intermediate oral expression ability Intermediate 
mathematical reasoning ability Intermediate deductive reasoning ability Intermediate written comprehension ability 
Intermediate written expression ability Basic problem sensitivity ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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075241 - ACCOUNTANT 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6473 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting. 
OR Graduation from an accredited college or university with a bachelor’s degree including thirty-six quarter hours in 
accounting. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional accounting work of routine difficulty; and 
performs related work as required.  Distinguishing Features: Employees in the class are responsible for professional 
accounting work of routine difficulty; and perform related work as required. This is the entry professional level of the 
accounting field and is flexibly staffed with the classes of Accountant 2 and Auditor 2. Supervision is initially close, but as 
an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings: Under direct supervision, monitors federal and third party, grant and 
program funds to ensure accurate fund results. Under direct supervision, monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting.Evaluating Information to 
Determine Compliance with Standards: Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations under direct supervision. Audits tax related 
accounting documents to determine compliance with federal tax laws and regulations under direct supervision. Reviews 
refund request documentation prior to and after submission for payment under direct supervision to ensure recipient 
eligibility and proper allocation and disbursement of funds.Interpreting the Meaning of Information for Others: 
Interprets basic federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.  Interprets financial reports for non accounting personnel in response to basic questions.  Interprets basic 
departmental rules and regulations for external customers to explain program parameters.Analyzing Data or 
Information: Analyzes general ledger transactions under direct supervision to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.  Analyzes account documentation submitted by 
external customers under direct supervision to determine accurate and appropriate expenditures under the direction of 
assigned supervisor.Processing Information: Performs basic reconciliations of general ledger accounts against 
transaction queries, researched information, information provided by outside vendors, and individual transactions in 
electronic databases under direct supervision.  Prepares financial activity reports for use by internal and external 
customers under direct supervision.  Processes basic accounts payable transactions in electronic databases under direct 
supervision to pay internal and external customers accurately.  Processes basic accounting journal entries in electronic 
database under direct supervision to record financial transactions.  Processes basic accounts receivable transactions in 
electronic databases under direct supervision to record revenue from internal and external customers.  Prepares sales 
tax returns as required under direct supervision.  Updates and maintains accurate account postings in electronic 
databases under direct supervision. Documenting/Recording Information: Records basic financial transactions in 
electronic databases, spreadsheets, and forms.Updating and Using Relevant Knowledge: Maintains up to date, 
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professional knowledge of generally accepted accounting principles.  Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.  Trains with external customers to ensure correct 
use of third party systems.  Attends training on basic supervisory skills, policies, procedures, and best practices.  Attends 
department specific in-service training as required to enhance personal development.Getting Information: Under direct 
supervision, gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations. Under direct supervision, conducts basic research 
in electronic applications, paper files, and interpersonally to gather data for processing transactions and preparing 
reports. Under direct supervision, runs queries in electronic databases to provide information for accounting and 
management analyses.Thinking Creatively: Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency and comply with audit suggestions. Designs simple electronic spreadsheets for internal 
departmental use under direct supervision to facilitate accounting work.  Designs simple word processing documents 
under direct supervision for purposes of mail merge to mail customer letters.Communicating with Supervisors, Peers, or 
Subordinates: Communicates with supervisors and co-workers using multiple mediums to effectively relay work related 
information. Communicates with internal business partners to facilitate interdepartmental financial transactions. 
Communicates with supervisor to determine appropriate course of action to resolve complex issues.Making Decisions 
and Solving Problems: Solves basic problems related to customer billing based on reporting and research under direct 
supervision. Recommends to assigned supervisor whether an account should be closed based on departmental 
outstanding balance policies.Organizing, Planning, and Prioritizing Work: Manages long term projects under direct 
supervision to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.Communicating with Persons Outside of the Organization: Communicates with external 
customers regarding basic issues with financial transactions. Communicates with external customers to request 
additional documentation as needed.Establishing and Maintaining Interpersonal Relationships: Develops professional 
working relationships with co-workers, program partners, and external customers to promote a healthy work 
environment.Identifying Objects, Actions, and Events: Runs aging report as required to identify delinquent accounts and 
level of delinquency. Runs open item report as required to identify submitted but not applied monies. Runs finance 
status report as required to identify customers who should receive statements. Runs accounting queries as required to 
identify incomplete transactions.Performing Administrative Activities: Fields customer service calls to answer account 
related inquiries. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping.Interacting With Computers: Enters data using keyboard 
into electronic database to create and update accurate financial transactions. Enters personal time and leave requests 
into electronic database as required. Operating Vehicles, Mechanized Devices, or Equipment: Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Perseverance Customer Focus Ethics and Values Listening Decision Quality Problem 
Solving Learning on the Fly Planning OrganizingKnowledge: Basic knowledge of clerical office procedures Basic 
knowledge of generally accepted accounting principles Basic knowledge of mathematics (arithmetic) Basic knowledge of 
computer operation Basic knowledge of office productivity software Skills: Intermediate speaking skills Intermediate 
writing skills Intermediate reading comprehension skills Basic mathematics skills Basic monitoring skills Basic 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate oral comprehension ability Intermediate oral expression ability Intermediate 
mathematical reasoning ability Intermediate deductive reasoning ability Intermediate written comprehension ability 
Intermediate written expression ability Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075241 - ACCOUNTANT 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7328 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting. 
OR Graduation from an accredited college or university with a bachelor’s degree including thirty-six quarter hours in 
accounting.  
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional accounting work of routine difficulty; and 
performs related work as required.  Distinguishing Features: Employees in the class are responsible for professional 
accounting work of routine difficulty; and perform related work as required. This is the entry professional level of the 
accounting field and is flexibly staffed with the classes of Accountant 2 and Auditor 2. Supervision is initially close, but as 
an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings:  Under direct supervision, monitors federal and third party, grant and 
program funds to ensure accurate fund results. Under direct supervision, monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting.Evaluating Information to 
Determine Compliance with Standards:  Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations under direct supervision. Audits tax related 
accounting documents to determine compliance with federal tax laws and regulations under direct supervision. Reviews 
refund request documentation prior to and after submission for payment under direct supervision to ensure recipient 
eligibility and proper allocation and disbursement of funds.Interpreting the Meaning of Information for Others:  
Interprets basic federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.  Interprets financial reports for non accounting personnel in response to basic questions.  Interprets basic 
departmental rules and regulations for external customers to explain program parameters.Analyzing Data or 
Information:  Analyzes general ledger transactions under direct supervision to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.  Analyzes account documentation submitted by 
external customers under direct supervision to determine accurate and appropriate expenditures under the direction of 
assigned supervisor.Processing Information:  Performs basic reconciliations of general ledger accounts against 
transaction queries, researched information, information provided by outside vendors, and individual transactions in 
electronic databases under direct supervision.  Prepares financial activity reports for use by internal and external 
customers under direct supervision.  Processes basic accounts payable transactions in electronic databases under direct 
supervision to pay internal and external customers accurately.  Processes basic accounting journal entries in electronic 
database under direct supervision to record financial transactions.  Processes basic accounts receivable transactions in 
electronic databases under direct supervision to record revenue from internal and external customers.  Prepares sales 
tax returns as required under direct supervision.  Updates and maintains accurate account postings in electronic 
databases under direct supervision. Documenting/Recording Information:  Records basic financial transactions in 
electronic databases, spreadsheets, and forms.Updating and Using Relevant Knowledge:  Maintains up to date, 
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professional knowledge of generally accepted accounting principles.  Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.  Trains with external customers to ensure correct 
use of third party systems.  Attends training on basic supervisory skills, policies, procedures, and best practices.  Attends 
department specific in-service training as required to enhance personal development.Getting Information:  Under direct 
supervision, gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations. Under direct supervision, conducts basic research 
in electronic applications, paper files, and interpersonally to gather data for processing transactions and preparing 
reports. Under direct supervision, runs queries in electronic databases to provide information for accounting and 
management analyses.Thinking Creatively:  Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency and comply with audit suggestions. Designs simple electronic spreadsheets for internal 
departmental use under direct supervision to facilitate accounting work.  Designs simple word processing documents 
under direct supervision for purposes of mail merge to mail customer letters.Communicating with Supervisors, Peers, or 
Subordinates:  Communicates with supervisors and co-workers using multiple mediums to effectively relay work related 
information. Communicates with internal business partners to facilitate interdepartmental financial transactions. 
Communicates with supervisor to determine appropriate course of action to resolve complex issues.Making Decisions 
and Solving Problems:  Solves basic problems related to customer billing based on reporting and research under direct 
supervision. Recommends to assigned supervisor whether an account should be closed based on departmental 
outstanding balance policies.Organizing, Planning, and Prioritizing Work:  Manages long term projects under direct 
supervision to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.Communicating with Persons Outside of the Organization:  Communicates with external 
customers regarding basic issues with financial transactions. Communicates with external customers to request 
additional documentation as needed.Establishing and Maintaining Interpersonal Relationships:  Develops professional 
working relationships with co-workers, program partners, and external customers to promote a healthy work 
environment.Identifying Objects, Actions, and Events:  Runs aging report as required to identify delinquent accounts and 
level of delinquency. Runs open item report as required to identify submitted but not applied monies. Runs finance 
status report as required to identify customers who should receive statements. Runs accounting queries as required to 
identify incomplete transactions.Performing Administrative Activities:  Fields customer service calls to answer account 
related inquiries. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping.Interacting With Computers:  Enters data using keyboard 
into electronic database to create and update accurate financial transactions. Enters personal time and leave requests 
into electronic database as required. Operating Vehicles, Mechanized Devices, or Equipment:  Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.  
 
Competencies (KSA’s): 
Competencies: Time Management Perseverance Customer Focus Ethics and Values Listening Decision Quality Problem 
Solving Learning on the Fly Planning OrganizingKnowledge: Basic knowledge of clerical office procedures Basic 
knowledge of generally accepted accounting principles Basic knowledge of mathematics (arithmetic) Basic knowledge of 
computer operation Basic knowledge of office productivity software Skills: Intermediate speaking skills Intermediate 
writing skills Intermediate reading comprehension skills Basic mathematics skills Basic monitoring skills Basic 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate oral comprehension ability Intermediate oral expression ability Intermediate 
mathematical reasoning ability Intermediate deductive reasoning ability Intermediate written comprehension ability 
Intermediate written expression ability Basic problem sensitivity ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075241 - ACCOUNTANT 1* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7171 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting. 
OR Graduation from an accredited college or university with a bachelor’s degree including thirty-six quarter hours in 
accounting. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional accounting work of routine difficulty; and 
performs related work as required.  Distinguishing Features: Employees in the class are responsible for professional 
accounting work of routine difficulty; and perform related work as required. This is the entry professional level of the 
accounting field and is flexibly staffed with the classes of Accountant 2 and Auditor 2. Supervision is initially close, but as 
an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings:  Under direct supervision, monitors federal and third party, grant and 
program funds to ensure accurate fund results. Under direct supervision, monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting.Evaluating Information to 
Determine Compliance with Standards:  Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations under direct supervision. Audits tax related 
accounting documents to determine compliance with federal tax laws and regulations under direct supervision. Reviews 
refund request documentation prior to and after submission for payment under direct supervision to ensure recipient 
eligibility and proper allocation and disbursement of funds.Interpreting the Meaning of Information for Others:  
Interprets basic federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.  Interprets financial reports for non accounting personnel in response to basic questions.  Interprets basic 
departmental rules and regulations for external customers to explain program parameters.Analyzing Data or 
Information:  Analyzes general ledger transactions under direct supervision to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.  Analyzes account documentation submitted by 
external customers under direct supervision to determine accurate and appropriate expenditures under the direction of 
assigned supervisor.Processing Information:  Performs basic reconciliations of general ledger accounts against 
transaction queries, researched information, information provided by outside vendors, and individual transactions in 
electronic databases under direct supervision.  Prepares financial activity reports for use by internal and external 
customers under direct supervision.  Processes basic accounts payable transactions in electronic databases under direct 
supervision to pay internal and external customers accurately.  Processes basic accounting journal entries in electronic 
database under direct supervision to record financial transactions.  Processes basic accounts receivable transactions in 
electronic databases under direct supervision to record revenue from internal and external customers.  Prepares sales 
tax returns as required under direct supervision.  Updates and maintains accurate account postings in electronic 
databases under direct supervision. Documenting/Recording Information:  Records basic financial transactions in 
electronic databases, spreadsheets, and forms.Updating and Using Relevant Knowledge:  Maintains up to date, 
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professional knowledge of generally accepted accounting principles.  Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.  Trains with external customers to ensure correct 
use of third party systems.  Attends training on basic supervisory skills, policies, procedures, and best practices.  Attends 
department specific in-service training as required to enhance personal development.Getting Information:  Under direct 
supervision, gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations. Under direct supervision, conducts basic research 
in electronic applications, paper files, and interpersonally to gather data for processing transactions and preparing 
reports. Under direct supervision, runs queries in electronic databases to provide information for accounting and 
management analyses.Thinking Creatively:  Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency and comply with audit suggestions. Designs simple electronic spreadsheets for internal 
departmental use under direct supervision to facilitate accounting work.  Designs simple word processing documents 
under direct supervision for purposes of mail merge to mail customer letters.Communicating with Supervisors, Peers, or 
Subordinates:  Communicates with supervisors and co-workers using multiple mediums to effectively relay work related 
information. Communicates with internal business partners to facilitate interdepartmental financial transactions. 
Communicates with supervisor to determine appropriate course of action to resolve complex issues.Making Decisions 
and Solving Problems:  Solves basic problems related to customer billing based on reporting and research under direct 
supervision. Recommends to assigned supervisor whether an account should be closed based on departmental 
outstanding balance policies.Organizing, Planning, and Prioritizing Work:  Manages long term projects under direct 
supervision to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.Communicating with Persons Outside of the Organization:  Communicates with external 
customers regarding basic issues with financial transactions. Communicates with external customers to request 
additional documentation as needed.Establishing and Maintaining Interpersonal Relationships:  Develops professional 
working relationships with co-workers, program partners, and external customers to promote a healthy work 
environment.Identifying Objects, Actions, and Events:  Runs aging report as required to identify delinquent accounts and 
level of delinquency. Runs open item report as required to identify submitted but not applied monies. Runs finance 
status report as required to identify customers who should receive statements. Runs accounting queries as required to 
identify incomplete transactions.Performing Administrative Activities:  Fields customer service calls to answer account 
related inquiries. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping.Interacting With Computers:  Enters data using keyboard 
into electronic database to create and update accurate financial transactions. Enters personal time and leave requests 
into electronic database as required. Operating Vehicles, Mechanized Devices, or Equipment:  Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Perseverance Customer Focus Ethics and Values Listening Decision Quality Problem 
Solving Learning on the Fly Planning OrganizingKnowledge: Basic knowledge of clerical office procedures Basic 
knowledge of generally accepted accounting principles Basic knowledge of mathematics (arithmetic) Basic knowledge of 
computer operation Basic knowledge of office productivity software Skills: Intermediate speaking skills Intermediate 
writing skills Intermediate reading comprehension skills Basic mathematics skills Basic monitoring skills Basic 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate oral comprehension ability Intermediate oral expression ability Intermediate 
mathematical reasoning ability Intermediate deductive reasoning ability Intermediate written comprehension ability 
Intermediate written expression ability Basic problem sensitivity ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3497 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  3498 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3499 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3500 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3501 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3502 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3503 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3504 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3505 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3506 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3507 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     



 TN Job Classification Specifications  
September 22, 2020 

Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3508 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 



 TN Job Classification Specifications  
September 22, 2020 

assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3509 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3510 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075242 - ACCOUNTANT 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3511 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     



 TN Job Classification Specifications  
September 22, 2020 

Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075243 - ACCOUNTANT 3 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3536 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  



 TN Job Classification Specifications  
September 22, 2020 

Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  10962 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
and experience equivalent to one year of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to one year of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA). 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the 
working class in the accounting sub-series, the entry class being subsumed by Accountant 1. Under general supervision, 
employees in the class lead or supervise a small team of sub-professional accounting personnel in performing 
specialized or general accounting tasks and are expected to exercise judgment and initiative in handling work 
assignments. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting 
as special accountant on uniquely difficult and problem accounts or serving as the only accountant in a small 
department. Work may include training of less experienced professional accountants. This class is flexibly staffed with 
Auditor 1 and Accountant 1, and differs in that incumbents of the latter perform entry level accounting duties under 
immediate supervision. This class differs from that of Accountant 3 in that an incumbent of the latter performs more 
difficult and complex accounting duties and may lead or supervise other professional accountants. 
 
Work Activities: 
Processing Information:     Prepares financial activity reports for use by internal and external customers under the 
direction of assigned supervisor.    Performs basic reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Processes basic accounts payable transactions in electronic databases to pay internal and external customers accurately.    
Updates and maintains accurate account postings in electronic databases.    Processes basic accounts receivable 
transactions in electronic databases to record revenue from internal and external customers.    Processes basic 
accounting journal entries in electronic database to record financial transactions.    Prepares sales tax returns as 
required. Monitor Processes, Materials, or Surroundings:    Monitors assigned subordinate performance to accurately 
inform evaluation results.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate 
reporting. Interpreting the Meaning of Information for Others:     Interprets basic federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance.    Interprets financial reports for non accounting 
personnel in response to basic questions.    Interprets basic departmental rules and regulations for external customers 
to explain program parameters. Developing Objectives and Strategies:     Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance under the direction of 
assigned supervisor.    Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices under the direction of assigned supervisor. Resolving Conflicts and Negotiating with Others:     
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Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a positive 
working environment under the direction of assigned supervisor.    Resolves issues with external customers related to 
basic financial transactions and customer service complaints for assigned subordinates. Staffing Organizational Units:     
Interviews candidates for vacant assigned positions to develop hiring recommendations.    Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination. Judging the Qualities of Things, 
Services, or People:     Performs performance evaluations for assigned subordinates. Guiding, Directing, and Motivating 
Subordinates:     Evaluates assigned subordinates motivational needs to encourage performance.    Evaluates assigned 
subordinates performance to determine additional development and training needs.    Evaluates assigned subordinates 
workload to determine resource allocation and proper workflow under the direction of assigned supervisor.    Leads 
assigned subordinates in performance of daily tasks to ensure performance guidelines are being met. Getting 
Information:     Gathers account information from internal and external customers to update and maintain accurate 
account postings, support transactions, and perform reconciliations.    Conducts basic research in electronic applications, 
paper files, and interpersonally to gather data for processing transactions and preparing reports.    Runs queries in 
electronic databases to provide information for accounting and management analyses. Evaluating Information to 
Determine Compliance with Standards:     Audits tax related accounting documents to determine compliance with 
federal tax laws and regulations.    Audits basic invoices and billings for compliance with departmental policies and 
procedures, contract terms, federal and state laws and regulations.    Reviews refund request documentation prior to 
and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of funds. 
Analyzing Data or Information:     Analyzes general ledger transactions to ensure and verify the accurate recording 
and/or application of funds under the direction of assigned supervisor.    Analyzes account documentation submitted by 
external customers to determine accurate and appropriate expenditures under the direction of assigned supervisor. 
Establishing and Maintaining Interpersonal Relationships:     Develops professional working relationships with 
subordinates, co-workers, program partners, and external customers to promote a healthy work environment. Updating 
and Using Relevant Knowledge:     Cross-trains with co-workers in assigned job duties to ensure continuity of operations 
and improve succession planning.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Trains with external customers to ensure correct use of third party systems.    Attends department specific 
in-service training as required to enhance personal development. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay 
work related information.    Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development under the direction of assigned supervisor.    Communicates 
with internal business partners to facilitate interdepartmental financial transactions.    Communicates with supervisor to 
determine appropriate course of action to resolve complex issues. Thinking Creatively:     Brainstorms workflow and 
process improvements with co-workers to enhance workplace efficiency and comply with audit suggestions.    Designs 
simple electronic spreadsheets for internal departmental use to facilitate accounting work.    Designs simple word 
processing documents for purposes of mail merge to mail customer letters. Organizing, Planning, and Prioritizing Work:     
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave 
requests of assigned subordinates to ensure proper coverage. Making Decisions and Solving Problems:     Solves basic 
problems related to customer billing based on reporting and research.    Recommends to assigned supervisor whether 
an account should be closed based on departmental outstanding balance policies. Documenting/Recording Information:     
Records basic financial transactions in electronic databases, spreadsheets, and forms.    Documents assigned 
subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons Outside 
Organization:     Communicates with external customers regarding basic issues with financial transactions.    
Communicates with external customers to request additional documentation as needed. Coordinating the Work and 
Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficient and timely processing of 
complex financial transactions under the direction of assigned supervisor.    Conducts coordination meetings with 
assigned subordinates as needed to facilitate workload management. Identifying Objects, Actions, and Events:     Runs 
accounting queries as required to identify incomplete transactions.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.    Runs finance status report as required to identify customers who should receive statements. Performing 
Administrative Activities:     Fields customer service calls to answer account related inquiries.    Reviews work 
correspondence on a daily basis to ensure timely response.    Reviews and approves leave and overtime requests for 
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assigned subordinates.    Files work related documentation to ensure accurate and timely record keeping. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Instructs assigned 
subordinates on use of electronic forms and spreadsheets to enhance efficiency.    Recommends developmental 
opportunities to assigned subordinates as appropriate. Developing and Building Teams:    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Interacting With Computers:     Enters data 
using keyboard into electronic database to create and update accurate financial transactions.    Enters personal time and 
leave requests into electronic database as required. Scheduling Work and Activities:     Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement. Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Perseverance    Customer Focus    Ethics and Values    Listening    Decision Quality    
Problem Solving    Learning on the Fly    Planning    OrganizingKnowledge:    Intermediate knowledge of generally 
accepted accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of administration and 
management principles    Basic knowledge of personnel and human resources as it relates to supervision    Basic 
knowledge of clerical office procedures    Basic knowledge of computer operation    Basic knowledge of office 
productivity software Skills:    Intermediate mathematics skills    Intermediate speaking skills    Intermediate writing skills    
Intermediate reading comprehension skills    Basic skill in management of personnel resources    Basic skill in the 
management of financial resources    Basic spreadsheet design skills    Basic monitoring skills    Basic coordination skills    
Basic negotiation skills    Active learning skills    Active listening skills    Problem solving skills    Service orientation skills    
Time management skills Abilities:    Intermediate mathematical reasoning ability    Intermediate deductive reasoning 
ability    Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Basic problem sensitivity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075243 - ACCOUNTANT 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3537 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3538 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3539 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3540 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3541 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3542 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3543 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3544 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3545 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3546 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3547 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3548 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3549 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075243 - ACCOUNTANT 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3550 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to three years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to three years of full-time professional accounting or auditing work. 
Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited college or 
university in accounting may substitute for the required experience on a month for month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the required experience). 
OR Designated as a Certified Public Accountant (CPA) and experience equivalent to 1 year of full-time professional 
accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional accounting work of considerable difficulty and 
supervisory work of average difficulty; or is assigned to complex accounting projects; and performs related work as 
required. Distinguishing Features: This is the first supervisory class in the accounting sub-series. An employee in this 
class performs complex professional accounting and budgetary work in directing the accounting operations of a large 
state institution or small department, the operations of which are financed through a variety of funds, or performs 
highly technical professional accounting and related work in review, installation, and coordination of agency cost 
accounting systems, for compatibility with state accounting system guidelines. Certain project assignments with no 
supervision of staff may be included in this class when the work to be performed is of considerable scope and 
complexity.  This class differs from that of Accountant 2 in that an incumbent of the latter functions at the working level 
and often reports to an individual in this class. This class differs from that of Accounting Manager in that an incumbent 
of the latter has duties of greater scope, complexity and supervisory responsibility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned work teams to promote a healthy 
work environment. Resolves issues with external customers related to complex financial transactions and customer 
service complaints for assigned subordinates. Resolves interpersonal conflicts between assigned subordinates to 
enhance teambuilding and generate a positive working environment.Processing Information:  Performs complex 
reconciliations of general ledger accounts against transaction queries, researched information, information provided by 
outside vendors, and individual transactions in electronic databases. Prepares complex financial activity reports for use 
by internal and external customers. Processes high-risk, high-volume, and/or complex transactions to ensure accurate 
entry. Processes complex accounting journal entries in electronic database to record financial transactions. Processes 
complex accounts payable transactions in electronic databases to pay internal and external customers accurately. 
Processes complex accounts receivable transactions in electronic databases to record revenue from internal and 
external customers. Updates and maintains accurate account postings in electronic databases. Corrects unusual account 
balance changes in electronic database based on results of research. Sets rates to internal customers for services 
rendered. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors reported expenditures of sub-
recipients grant funds and other program funds for allowable and accurate reporting. Monitors revenue collections to 
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determine congruence with assigned budget. Monitors department budget status to determine availability of funds and 
discrepancies. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
assigned subordinate performance to accurately inform evaluation results.Analyzing Data or Information:  Analyzes 
complex general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
complex issues identified by assigned subordinates to determine appropriate actions necessary. Analyzes account 
documentation submitted by external customers to determine accurate and appropriate expenditures.Judging the 
Qualities of Things, Services, or People:  Performs performance evaluations for assigned subordinates. Identifies 
appropriate candidates for vacant assigned positions.Interpreting the Meaning of Information for Others:  Interprets 
federal and state laws, rules, and regulations for internal and external customers to facilitate compliance. Interprets 
financial reports for non accounting personnel in response to complex questions. Interprets departmental rules and 
regulations for assigned subordinates and external customers to explain program parameters.Staffing Organizational 
Units:  Interviews candidates for vacant assigned positions to develop hiring recommendations. Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates charges to other agencies for services 
provided to set rates.Making Decisions and Solving Problems:  Reviews and approves reconciliations of general ledger 
accounts against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Reviews account postings in electronic databases to ensure that they follow 
appropriate accounting policies and procedures. Solves complex problems related to customer billing based on 
reporting and research. Reviews and approves journals, vouchers, purchase orders and requisitions, and accounts 
receivable deposits entered by co-workers to ensure accuracy. Reviews and approves financial activity reports for use by 
internal and external customers. Reviews and approves accounts payable transactions in electronic databases to pay 
internal and external customers accurately. Reviews and approves accounting journal entries in electronic database to 
record financial transactions. Reviews and approves accounts receivable transactions in electronic databases to record 
revenue from internal and external customers. Reviews and approves direct billing transactions entered by assigned 
subordinates. Recommends whether or not an account should be closed based on departmental outstanding balance 
policies.Evaluating Information to Determine Compliance with Standards:  Audits complex invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
tax related accounting documents to determine compliance with federal tax laws and regulations. Reviews department 
budget to actual expenditure report in electronic database and from contract to determine availability of funds and/or 
discrepancies. Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with 
Human Resources guidelines. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Performs random audits of assigned 
subordinate work for quality control purposes. Reviews and approves sales tax documentation submitted by assigned 
subordinates to ensure accuracy and completeness. Audits aging report to determine proper actions in regards to 
delinquent accounts.Getting Information:  Gathers information for management to inform budgetary decisions and 
other analyses. Conducts complex research in electronic applications, paper files, and interpersonally to gather data for 
processing transactions and preparing reports. Researches unusual account balance changes to identify the source of 
the issue. Gathers account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Runs queries in electronic databases to provide information 
for accounting and management analyses.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates 
in performance of daily tasks to ensure performance guidelines are being met. Evaluates assigned subordinates 
motivational needs to encourage performance. Evaluates assigned subordinates performance to determine additional 
development and training needs. Evaluates assigned subordinates workload to determine resource allocation and 
proper workflow. Provides design guidance to assigned subordinates for the development of electronic spreadsheets 
and word processing documents.Developing Objectives and Strategies:  Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance. Develops strategies for 
achieving departmental goals during end of year closing based on deadlines and best practices.Documenting/Recording 
Information:  Records complex financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation.Establishing and Maintaining 
Interpersonal Relationships:  Serves as a liaison to internal and external customers for questions and issues related to 
accounting programs, policies, and reports. Develops professional working relationships with subordinates, co-workers, 
program partners, and external customers to promote a healthy work environment.Training and Teaching Others:  
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Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
training to internal business partners on accounting systems currently in use within the department.Updating and Using 
Relevant Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Maintains up to date, professional knowledge of generally accepted accounting principles. Trains 
with external customers to ensure correct use of third party systems. Attends department specific in-service training as 
required to enhance personal development.Thinking Creatively:  Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting work. Designs complex word processing documents for purposes of mail 
merge to mail customer letters. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions.Organizing, Planning, and Prioritizing Work:  Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Supervisors, Peers, or Subordinates:  Communicates with internal business partners to 
facilitate interdepartmental financial transactions. Holds frequent conversations with assigned subordinates to discuss 
job performance and make recommendations for improvement and development. Communicates with supervisors, co-
workers, subordinates using multiple mediums to effectively relay work related information.Communicating with 
Persons Outside of the Organization:  Communicates with external customers regarding complex issues with financial 
transactions. Communicates with external customers to request additional documentation as needed.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.Developing and Building Teams:  Plans, develops, and executes team building exercises and 
events to improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events:  Runs trial balance report to identify unusual account 
balance changes. Runs accounting queries as required to identify incomplete transactions. Runs finance status report as 
required to identify customers who should receive statements. Runs open item report as required to identify submitted 
but not applied monies. Runs aging report as required to identify delinquent accounts and level of 
delinquency.Performing Administrative Activities:  Fields customer service calls to answer account related inquiries. 
Reviews and approves leave and overtime requests for assigned subordinates. Reviews work correspondence on a daily 
basis to ensure timely response. Files work related documentation to ensure accurate and timely record 
keeping.Coaching and Developing Others:  Provides guidance to co-workers on sources for required work information. 
Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance efficiency. Recommends 
developmental opportunities to assigned subordinates as appropriate.Scheduling Work and Activities:  Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.Interacting With Computers:  
Enters data using keyboard into electronic database to create and update accurate financial transactions. Enters 
personal time and leave requests into electronic database as required.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Ethics and Values Customer Focus Decision Quality Functional/Technical 
Competencies Problem Solving Technical Learning Delegation Directing Others OrganizingKnowledge: Intermediate 
knowledge of generally accepted accounting principles and governmental accounting principles Intermediate knowledge 
of administration and management principles Intermediate knowledge of personnel and human resources as it relates 
to supervision Intermediate knowledge of office productivity software Basic knowledge of mathematics (arithmetic) 
Basic knowledge of law and government as it pertains to financial reporting Basic knowledge of computer operation 
Basic knowledge of clerical office proceduresSkills: Intermediate skill in management of personnel resources 
Intermediate skill in the management of financial resources Intermediate mathematic skills Intermediate speaking skills 
Intermediate writing skills Intermediate reading comprehension skills Intermediate monitoring skills Intermediate 
personnel and workload coordination skills Intermediate instruction skills Intermediate negotiation skills Intermediate 
spreadsheet design skills Active learning skills Active listening skills Problem solving skills Service orientation skills Time 
management skillsAbilities: Intermediate mathematical reasoning ability Intermediate deductive reasoning ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075249 - ACCOUNTING ADMINISTRATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3552 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075244 - ACCOUNTING MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3576 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3577 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3578 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3579 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3580 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 



 TN Job Classification Specifications  
September 22, 2020 

accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3581 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 



 TN Job Classification Specifications  
September 22, 2020 

leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3582 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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075244 - ACCOUNTING MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3583 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting 
and experience equivalent to five or more years of full-time professional accounting or auditing work. OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree including thirty-six quarter 
hours in accounting and experience equivalent to five or more years of full-time professional accounting or auditing 
work. Substitution of Graduate Education for Experience: Graduate coursework credit received from an accredited 
college or university in accounting may substitute for the required experience on a month for month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in the above listed field may substitute for one year of the 
required experience). OR Designated as a Certified Public Accountant (CPA) and experience equivalent to three years of 
full-time professional accounting or auditing work Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory accounting work of considerable 
difficulty; or is assigned to complex accounting projects; and performs related work as required. Distinguishing Features: 
This is the second supervisory and highest class in the accounting sub-series. An employee in this class supervises 
personnel, including Accountant's 3, in executing assignments such as: acting as assistant director of fiscal services in a 
large and complex central departmental financial operation, in acting as chief of a major section or constellation of 
accounting and related functions in central accounting and financial operations in a department with the most complex 
of accounting and financial operations, and in acting as chief of accounting for the largest and most complex of field 
program operations. Certain project assignments with no supervision of staff may be included in the class when the 
work to be performed is of considerable scope and complexity.  This class differs from those in the Fiscal Director sub- 
series in that incumbents of the latter have duties of greater scope and managerial responsibility. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Serves as a subject matter expert on accounting policies, procedures, and 
systems for internal and external business partners.Processing Information:  Processes high-risk, high-volume, and/or 
complex transactions to ensure accurate entry. Performs the most complex and important reconciliations of general 
ledger accounts against transaction queries, researched information, information provided by outside vendors, and 
individual transactions in electronic databases. Prepares the most complex and important financial activity reports for 
use by internal and external customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in 
preparation of year end financial statements. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Processes and submits high-dollar 
wire-transfers to approving agency based on departmental policies and procedures to ensure accuracy. Processes the 
most complex and important accounts payable transactions in electronic databases to pay internal and external 
customers accurately. Sets rates to internal customers for services rendered. Submits updated project and grant 
documentation to approving agency as required to ensure timely approval and processing. Processes the most complex 
and important accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Bills external customers for fees and insurance premiums according to contracts and federal, state, and 
departmental rules and regulations. Bills internal customers for services rendered according to set rates using inter-
departmental journal entries.Monitor Processes, Materials, or Surroundings:  Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
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modifications. Monitors federal and third party, grant and program funds to ensure accurate fund results. Monitors 
reported expenditures of sub-recipients grant funds and other program funds for allowable and accurate reporting. 
Monitors revenue collections to determine congruence with assigned budget. Monitors department budget status to 
determine availability of funds and discrepancies. Monitors assigned subordinate performance to accurately inform 
evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Completes risk 
assessments to determine appropriateness and function of internal financial controls. Assists assigned supervisor with 
developing budget projections, workload requirements, and temporary and permanent staffing needs. Estimates 
charges to other agencies for services provided to set rates.Analyzing Data or Information:  Analyzes the most complex 
and important general ledger transactions to ensure and verify the accurate recording and/or application of funds. 
Analyzes the most complex and important issues identified by assigned subordinates to determine appropriate actions 
necessary. Analyzes account documentation submitted by external customers to determine accurate and appropriate 
expenditures.Interpreting the Meaning of Information for Others:  Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non accounting 
personnel in response to the most complex and important questions. Interprets departmental rules and regulations for 
assigned subordinates and external customers to explain program parameters.Resolving Conflicts and Negotiating with 
Others:  Resolves interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment. Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates. Resolves conflicts between assigned 
work teams to promote a healthy work environment.Monitoring and Controlling Resources:  Monitors grant 
expenditures, contracts, special funds and collections to ensure compliance with federal and state laws, rules, and 
regulations. Prepares departmental budget modification recommendations for submission to approving authority. 
Monitors direct and indirect cost expenditures against departmental budget.Staffing Organizational Units:  Makes 
recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination. Interviews 
candidates for vacant assigned positions to develop hiring recommendations.Making Decisions and Solving Problems:  
Determines whether or not assigned subordinates will be discharged based on guidance from the Department of Human 
Resources. Reviews and approves high-risk, high-volume, and/or complex transactions to ensure accurate entry. 
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates. Reviews and approves reconciliations of general ledger accounts against transaction queries, researched 
information, information provided by outside vendors, and individual transactions in electronic databases. Reviews 
account postings in electronic databases to ensure that they follow appropriate accounting policies and procedures. 
Solves the most complex and important problems related to customer billing based on reporting and research. Reviews 
and approves updated account postings in electronic databases. Reviews and approves the billing of external customers 
for fees and insurance premiums according to contracts and federal, state, and departmental rules and regulations. 
Reviews and approves corrections to unusual account balances in electronic database based on results of research. 
Reviews and approves rates to internal customers for services rendered. Reviews and approves financial activity reports 
for use by internal and external customers. Reviews and approves accounts payable transactions in electronic databases 
to pay internal and external customers accurately. Reviews and approves journals, vouchers, purchase orders and 
requisitions, and accounts receivable deposits entered by co-workers to ensure accuracy. Reviews and approves 
accounting journal entries in electronic database to record financial transactions. Reviews and approves the billing of 
internal customers for services rendered according to set rates using inter-departmental journal entries. Reviews and 
approves accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Reviews and approves direct billing transactions entered by assigned subordinates. Recommends whether or 
not an account should be closed based on departmental outstanding balance policies.Guiding, Directing, and Motivating 
Subordinates:  Leads assigned subordinates in the preparation of financial activity reports for use by internal and 
external customers. Leads assigned subordinates in the performance of reconciliations of general ledger accounts 
against transaction queries, researched information, information provided by outside vendors, and individual 
transactions in electronic databases. Leads assigned subordinates in correcting unusual account balance changes in 
electronic database based on results of research. Leads assigned subordinates in the processing of high-risk, high-
volume, and/or complex transactions to ensure accurate entry. Leads assigned subordinates in the processing of 
complex accounts receivable transactions in electronic databases to record revenue from internal and external 
customers. Leads assigned subordinates in the processing of complex accounts payable transactions in electronic 
databases to pay internal and external customers accurately. Leads assigned subordinates in updating and maintaining 
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accurate account postings in electronic databases. Leads assigned subordinates in setting rates to internal customers for 
services rendered. Leads assigned subordinates in billing external customers for fees and insurance premiums according 
to contracts and federal, state, and departmental rules and regulations. Leads assigned subordinates in billing internal 
customers for services rendered according to set rates using inter-departmental journal entries. Leads assigned 
subordinates in the processing of accounting journal entries in electronic database to record financial transactions. 
Evaluates assigned subordinates motivational needs to encourage performance. Directs assigned subordinates in the 
gathering of account information from internal and external customers to update and maintain accurate account 
postings, support transactions, and perform reconciliations. Evaluates assigned subordinates workload to determine 
resource allocation and proper workflow. Ensures assigned subordinates run queries and reports in electronic databases 
in a timely manner to provide information for accounting and management analyses. Evaluates assigned subordinates 
performance to determine additional development and training needs. Provides design guidance to assigned 
subordinates for the development of electronic spreadsheets and word processing documents. Ensures that assigned 
subordinates prepare and distribute necessary reports to facilitate information dissemination within the 
department.Evaluating Information to Determine Compliance with Standards:  Audits the most complex and important 
invoices and billings for compliance with departmental policies and procedures, contract terms, federal and state laws 
and regulations. Audits monthly billing report to ensure the billing is in compliance with departmental policies, 
procedures, rules and regulations. Reviews refund request documentation prior to and after submission for payment to 
ensure recipient eligibility and proper allocation and disbursement of funds. Reviews department budget to actual 
expenditure report in electronic database and from contract to determine availability of funds and/or discrepancies. 
Audits monthly financial period closing reports to ensure there are no outstanding transactions. Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines. Audits 
physical inventory reports submitted by assigned subordinates for completeness and accuracy. Audits aging report to 
determine proper actions in regards to delinquent accounts. Performs random audits of assigned subordinate work for 
quality control purposes. Getting Information:  Researches unusual account balance changes to identify the source of 
the issue. Conducts research of considerable complexity or importance in electronic applications, paper files, and 
interpersonally to gather data for processing transactions and preparing reports. Gathers information from assigned 
subordinates to inform budgetary decisions and other analyses. Runs queries in electronic databases to provide 
information for accounting and management analyses.Judging the Qualities of Things, Services, or People:  Identifies 
appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned subordinates. 
Evaluates department staff based on individual capital to determine appropriate assignment.Developing Objectives and 
Strategies:  Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate 
and develop job performance. Develops strategies for achieving departmental goals during end of year closing based on 
deadlines and best practices. Sets work unit goals and priorities based on policy, legislation, and available 
resources.Training and Teaching Others:  Conducts training in departmental policies, procedures, and processes for 
internal and external customers. Provides training to internal business partners on accounting systems currently in use 
within the department.Selling or Influencing Others:  Develops buy-in with internal business partners for changing 
business processes and management objectives.Thinking Creatively:  Assists in developing internal policies, procedures, 
rules and regulations with assigned supervisor to improve departmental efficiency. Develops process improvement 
suggestions to enhance efficiency. Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency and comply with audit suggestions. Designs the most complex and important electronic 
spreadsheets for internal departmental use to facilitate accounting work. Designs the most complex and important word 
processing documents for purposes of mail merge to mail customer letters.Updating and Using Relevant Knowledge: 
Maintains up to date, professional knowledge of generally accepted accounting principles. Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning. Trains with external 
customers to ensure correct use of third party systems. Attends department specific in-service training as required to 
enhance personal development.Communicating with Supervisors, Peers, or Subordinates:  Holds frequent conversations 
with assigned subordinates to discuss job performance and make recommendations for improvement and development. 
Communicates with internal business partners to facilitate interdepartmental financial transactions. Communicates with 
management team members to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of 
project milestones. Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Plans and schedules 
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leave requests of assigned subordinates to ensure proper coverage.Documenting/Recording Information:  Records the 
most complex and important financial transactions in electronic databases, spreadsheets, and forms. Documents 
assigned subordinates performance on an on-going basis to aid in performance evaluation. Communicating with Persons 
Outside of the Organization:  Communicates with external customers regarding the most complex and important issues 
with financial transactions. Communicates with external customers to request additional documentation as 
needed.Establishing and Maintaining Interpersonal Relationships:  Serves as a liaison to internal and external customers 
for questions and issues related to accounting programs, policies, and reports. Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Developing and Building Teams:  Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust. Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction.Identifying Objects, Actions, and Events:  Runs monthly financial period closing reports prior to closing for 
review. Runs trial balance report to identify unusual account balance changes. Runs accounting queries as required to 
identify incomplete transactions. Runs monthly billing reports for review. Runs open item report as required to identify 
submitted but not applied monies. Runs finance status report as required to identify customers who should receive 
statements. Runs aging report as required to identify delinquent accounts and level of delinquency.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
processing of financial transactions. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Coordinates leave requests of assigned subordinates to ensure proper coverage. Coordinates 
meetings with other departments to discuss special projects and on-going business.Performing Administrative Activities:  
Fields customer service calls to answer account related inquiries. Reviews and approves leave and overtime requests for 
assigned subordinates. Reviews work correspondence on a daily basis to ensure timely response. Files work related 
documentation to ensure accurate and timely record keeping. Interacting With Computers:  Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems. Enters data using keyboard into 
electronic database to create and update accurate financial transactions. Enters personal time and leave requests into 
electronic database as required.Coaching and Developing Others:  Provides guidance to co-workers on sources for 
required work information. Instructs assigned subordinates on use of electronic forms and spreadsheets to enhance 
efficiency. Recommends developmental opportunities to assigned subordinates as appropriate.Scheduling Work and 
Activities:  Schedules training for assigned subordinates to enhance employee development. Schedules staff meetings as 
required to facilitate interpersonal and inter-departmental goal achievement.Operating Vehicles, Mechanized Devices, 
or Equipment:  Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Time Management Customer Focus Ethics and Values Decision Quality Intellectual Horsepower Problem 
Solving Delegation Organizing Organizational Agility Functional Technical CompetenciesKnowledge: Advanced 
knowledge of generally accepted accounting principles and governmental accounting principles Advanced knowledge of 
customer service policies and procedures Intermediate knowledge of law and government as it pertains to financial 
reporting Intermediate knowledge of administration and management principles Intermediate knowledge of personnel 
and human resources as it relates to supervision Intermediate knowledge of office productivity software Basic 
knowledge of mathematics (arithmetic) Basic knowledge of clerical office procedures Basic knowledge of computer 
operation Skills: Advanced skill in the management of financial resources Advanced skill in management of personnel 
resources Advanced reading comprehension skills Intermediate mathematics skills Intermediate judgment and decision 
making skills Intermediate writing skills Intermediate speaking skills Intermediate monitoring skills Intermediate 
instruction skills Intermediate negotiation skills Intermediate persuasion skills Intermediate spreadsheet design skills 
Complex problem solving skills Active learning skills Active listening skills Time management skills Service orientation 
skills Problem solving skillsAbilities: Advanced problem sensitivity ability Intermediate written comprehension ability 
Intermediate written expression ability Intermediate mathematical reasoning ability Intermediate oral comprehension 
ability Intermediate oral expression ability Intermediate deductive reasoning ability Intermediate inductive reasoning 
ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required  
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2809 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2810 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2811 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2812 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2813 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2814 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2815 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2816 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2817 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2818 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2819 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
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and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
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knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2820 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2821 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2822 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2823 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    



 TN Job Classification Specifications  
September 22, 2020 

Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009831 - ACCOUNTING TECHNICIAN 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2824 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical accounting or auditing work. Substitution of Experience for Education: Qualifying full-time 
clerical accounting or auditing experience may be substituted for the required education on a year-for-year basis. 
Substitution of Education for Experience: Accounting coursework from an accredited college or technical institute may 
substitute for the required experience under one of the following conditions: 4.5 quarter hours in accounting or 
bookkeeping is equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a 
two-year substitution; 12 quarter hours in accounting or bookkeeping is equivalent to a two and a half year substitution; 
15 quarter hours in accounting and bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, employees in the class work in the preparation and maintenance of sub-
professional accounting records, financial statements, and/or reports of moderate to considerable complexity. 
Distinguishing Features: This class differs from that of Account Clerk in that an incumbent of the latter performs 
bookkeeping and clerical tasks of a more routine nature. This class differs from that of Accounting Technician 2 in that 
an incumbent of the latter is responsible for supervising and participating in the preparation and maintenance of 
accounting records, reports, and financial statements of greater volume, difficulty, and/or complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Manages complaints from internal and external customers effectively 
by providing clear and accurate information and possible courses of action to resolve the issue(s).    Resolves pay issues 
by producing payroll supplementals as required. Training and Teaching Others:     Provides training to new employees in 
an equivalent role as needed.    Provides training to co-workers in the operation of accounting based databases, policies, 
and procedures. Processing Information:     Processes paycheck modifications including, but not limited to, 
garnishments, overpayments, and salary adjustments.    Processes accounting transactions in electronic databases 
between two or more state agencies.    Generates requisitions, purchase orders, receipts, and vouchers originating in 
assigned work unit as necessary.    Calculates overall invoice totals, account adjustments, and purchases/account 
deductions to generate reports, spreadsheets, and adjustment forms.    Applies cash and checks received to appropriate 
accounts.    Calculates and disburses funds from trust fund accounts as required.    Categorizes expenses using 
appropriate expense codes to ensure proper allocation.    Resolves employee time sheet exceptions as necessary.    
Codes adjustment sheets based on information received to adjust accounts.    Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account. Evaluating Information to Determine 
Compliance with Standards:     Audits travel expenses, requisitions, accounts receivable, and accounts payable vouchers.    
Reviews payable time detail report and preliminary payroll register to ensure correct payroll processing and correct 
payouts to employees.    Audits state credit card purchases.    Audits documentation attached to account requests to 
ensure completeness and accuracy.    Verifies all fields on submitted invoices/adjustments to match information in 
electronic databases.    Audits commissary counts against electronic inventory data to ensure accuracy.    Verifies 
receiving report against billing invoices to ensure accuracy.    Verifies electronic data entries with outside vendors to 
ensure accuracy. Analyzing Data or Information:     Researches outstanding checks, overpayments, and underpayments 
and performs cancel and/or re-issue as necessary.    Researches checks stubs, email chains, letters, and other 
documentation related to refund requests to determine refund amounts and to whom refunds should be sent.    
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Analyzes submitted documentation to ensure a valid justification for account adjustment requests.    Researches 
documentation received with cash and checks to determine appropriate account(s) for deposit.    Analyzes exception 
reports to determine what course of action is necessary to resolve the issue.    Researches employee benefits issues to 
determine sources of error and appropriate responses. Interacting With Computers:     Enters data into electronic 
databases to ensure accurate processing and record keeping.    Sets up spreadsheets by writing formulas and functions 
to facilitate the processing of accounting information.    Uses electronic office productivity software (Word, Excel) to 
perform daily tasks.    Schedules automated queries in electronic databases as required.    Pulls relevant information 
from electronic databases using wizards and forms as required.    Enters time and leave requests in electronic databases 
as required. Documenting/Recording Information:     Allocates expenses internally to appropriate accounting string to 
ensure funding occurs appropriately.    Processes cash and checks received and reconciles them against internal and 
external account records.    Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary.    Maintains account entries in electronic database to ensure accurate 
record keeping.    Maintains electronic spreadsheet logs of contract information and office equipment.     Scans and 
upload accounting documents into electronic databases. Making Decisions and Solving Problems:     Approves or denies 
travel requests, expenses, and vouchers.    Reviews and approves cashiering database entries. Interpreting the Meaning 
of Information for Others:     Fields calls from external and internal customers to explain account status information, 
internal policies and procedures, and other information as required.    Explains and interprets employee benefits 
programs and policies to fellow employees.Establishing and Maintaining Interpersonal Relationships:     Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.    Establishes relevant vendor contacts to provide a go-to resource for problem solving and 
daily interactions. Monitoring Processes, Materials, or Surroundings:     Monitors trust funds for individuals in state 
custody to track balance amount and to ensure accuracy.    Monitors internal and external vendor contracts in electronic 
databases to ensure accurate processing and record keeping.    Monitors employee time sheet entries to identify 
exceptions.    Verifies vendor address information when paying bills.    Monitors the status of invoices to ensure proper 
processing.    Monitors tracking system and daily reports to ensure that payments are processed. Communicating with 
Supervisors, Peers, or Subordinates:     Communicates issues identified with documentation and records to the 
appropriate internal business partner(s) and supervisor.    Communicates with supervisor to identify proper courses of 
action to resolve problems as they arise.    Communicates with co-workers to assist with problem solving and resolution.    
Submits weekly processing log to supervisors to monitor workload. Communicating with Persons Outside Organization:     
Communicates with external customers verbally and in written form to request/provide additional information as 
needed.    Conducts verifications of employment in writing and over the phone for outside requestors. Getting 
Information:     References electronic databases and paper files for invoice information, accounts payable/receivable, 
adjustment information, and fund information to assist with daily activities and respond to inquiries.    Contacts internal 
and external customers to resolve identified issues. Performing General Physical Activities:     Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages.    Climbs ladders 
to perform inventory counts as required.    Archives physical documentation to ensure accurate record keeping.Updating 
and Using Relevant Knowledge:     Maintains department specific in-service training levels to maintain required 
certifications.    Attends accounts payable training courses as required. Organizing, Planning, and Prioritizing Work:     
Prioritizes daily task list as needed to ensure timely responses.    Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements. Operating Vehicles, Mechanized 
Devices, or Equipment:     Operates basic office equipment including but not limited to copiers, scanners, faxes, and 
calculators.    Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting documents and bank 
deposits as necessary. Handling and Moving Objects:     Carries and handles paper documentation as required and 
requested. Performing Administrative Activities:     Runs routine and ad-hoc queries and reports.    Maintains paper files 
and other filing.    Routes mail to appropriate receiver based on content analysis.    Opens and processes mail. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Customer Focus    Listening    Patience    Self Knowledge    Business Acumen    
Functional Technical Competencies    Priority Setting    Decision Quality    Problem SolvingKnowledge:    Basic knowledge 
of accounting principles    Basic knowledge of mathematics (arithmetic)    Basic knowledge of computer operation    Basic 
knowledge of customer and personal service    Basic knowledge of clerical procedures including but not limited to 
operation of calculator, basic office equipment, and filing procedures    Basic knowledge of office productivity software 
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including but not limited to Microsoft Excel, Word, and OutlookSkills:    Intermediate reading comprehension skills    
Basic keyboarding skills    Basic mathematic skills (arithmetic)    Basic organizational skills    Basic critical thinking skills    
Basic teaching and coaching skills    Basic time management skill    Basic speaking skills    Basic monitoring skill    Basic 
coordination skills    Basic negotiation skills    Active listening skills    Active learning skills    Service orientation skills 
Abilities:    Intermediate oral comprehension ability    Intermediate written comprehension ability    Intermediate 
deductive reasoning ability    Intermediate problem sensitivity ability    Basic oral expression ability    Basic written 
expression ability    Basic mathematical reasoning ability    Basic inductive reasoning ability    Finger dexterity    Speech 
clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2827 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 



 TN Job Classification Specifications  
September 22, 2020 

explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2828 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2829 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2830 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2831 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2832 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2833 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2834 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2835 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2836 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2837 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2838 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2839 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2840 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2841 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
009832 - ACCOUNTING TECHNICIAN 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2842 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical accounting or auditing work including, at least, one year of 
experience similar in nature to that performed by an Accounting Technician 1 with the state of Tennessee. Substitution 
of Experience for Education: Qualifying full-time clerical accounting or auditing experience may be substituted for the 
required education on a year-for-year basis. Substitution of Education for Experience: Accounting course work from an 
accredited college or institute may substitute for the required experience under one of the following conditions, there 
being no substitution for the one year specialized experience: 4.5 quarter hours in accounting or bookkeeping is 
equivalent to a one-year substitution, 9 quarter hours in accounting or bookkeeping is equivalent to a two-year 
substitution, 12 quarter hours in accounting or bookkeeping is equivalent to a two-and-a-half year substitution; 15 
quarter hours in accounting or bookkeeping is equivalent to a three-year substitution. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for sub-professional accounting work of 
considerable difficulty, and supervisory work of average difficulty; or assigned to complex accounting projects; and 
performs related work as required. Distinguishing Features: An employee in this class supervises sub-professional 
accounting technical and accounting clerical employees engaged in performing accounts receivable, accounts payable, 
payroll, auditing, and/or other related activities of great volume, scope, and/or complexity for a department, division, 
agency, or specialized program.  Certain project assignments with no supervision of staff may be included in this class 
when the work to be performed is of considerable scope and complexity.  Work involves the preparation and 
maintenance of complex and difficult sub-professional accounting records and financial reports.  This class differs from 
that of Accounting Technician 1 in that an incumbent of the latter is responsible for preparing and maintaining 
accounting records, reports, and financial statements of moderate volume, complexity, and scope. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Conducts performance evaluations of assigned 
subordinates.Processing Information:  Calculates appropriate federal funding to be reimbursed to the state. Processes 
paycheck modifications including but not limited to garnishments, overpayments, and salary adjustments. Enters 
appropriate federal funding requests into the Federal electronic database to ensure appropriate reimbursement. 
Processes journal entries to make corrections to accounting information. Generates requisitions, purchase orders, 
receipts, and vouchers originating in assigned work unit as necessary. Processes accounting transactions in electronic 
database between two or more state agencies. Calculates and disburses funds from trust fund accounts as required. 
Calculates overall invoice totals, account adjustments, and purchases/account deductions to generate reports, 
spreadsheets, and adjustment forms. Categorizes expenses using appropriate expense codes to ensure proper 
allocation. Analyzes information gathered from emails, phone calls, and written requests to develop plans of action. 
Applies cash and checks received to appropriate accounts. Resolves employee time sheet exceptions as necessary. 
Codes adjustment sheet based on information received to adjust accounts. Assigns asset tag numbers to physical 
property and software to ensure accurate tracking for inventory purposes. Codes requisitions using appropriate 
product/category codes to assign the goods/services to the correct account.Analyzing Data or Information:  Researches 
outstanding checks, overpayments, and underpayments and performs cancel and/or re-issue as necessary. Analyzes 
federal grant activity to ensure the correct amount of funding has been drawn. Analyzes incoming complaints to 
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determine scope of impact. Researches checks stubs, email chains, letters, and other documentation related to 
refund/payment requests to determine refund/payment amounts and to whom refunds/payments should be sent. 
Analyzes submitted documentation to ensure a valid justification for account adjustment requests. Analyzes vendor 
1099 report to determine if corrections are necessary. Researches documentation received with cash and checks to 
determine appropriate account(s) for deposit. Analyzes exception reports to determine what course of action is 
necessary to resolve the issue. Researches employee benefits and payroll issues to determine sources of error and 
appropriate responses. Making Decisions and Solving Problems:  Recommends employees for promotion, termination, 
or transfer based on employee performance evaluation results. Approves or denies travel requests, expenses, and 
vouchers. Makes decisions based on the analysis of information gathered from phone calls, emails, and written requests 
to resolve problems. Reviews and approves cashiering database entries.Resolving Conflicts and Negotiating with Others:  
Resolves conflicts between assigned subordinates as necessary. Resolves pay issues by producing payroll supplementals 
as required. Manages complaints from internal and external customers effectively by providing clear and accurate 
information and possible courses of action to resolve the issue(s).Training and Teaching Others:  Provides training to 
new employees in an equivalent role as needed. Provides training to co-workers in the operation of accounting based 
databases, policies, and procedures. Trains external customers in report completion and auditing procedures.Thinking 
Creatively:  Develops electronic spreadsheets to streamline existing processes. Assists management with developing 
process improvements.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of 
daily tasks to ensure goals are achieved. Works with assigned subordinates to identify personal motivators, individual 
leadership needs, and current skill levels to improve performance.Staffing Organizational Units:  Interviews and selects 
candidates to fill assigned vacant positions. Identifies internal candidates for employee development, promotion, and/or 
transfer. Developing Objectives and Strategies:  Assists management with developing objectives and strategies to meet 
departmental goals.Providing Consultation and Advice to Others:  Advises assigned subordinates and co-workers in 
proper steps for resolving identified problems and issues.Evaluating Information to Determine Compliance with 
Standards:  Audits the work of assigned subordinates to ensure accuracy and completion. Audits travel expenses, 
requisitions, accounts receivable, and accounts payable vouchers. Reviews payable time detail report and preliminary 
payroll register to ensure correct payroll processing and correct payouts to employees. Audits state credit card 
purchases. Audits records in electronic databases and other relevant systems to ensure completeness and accuracy. 
Audits physical inventory counts against electronic inventory data to ensure accuracy. Verifies all fields on submitted 
invoices/adjustments to match information in electronic databases. Audits documentation attached to account requests 
to ensure completeness and accuracy. Verifies receiving report against billing invoices to ensure accuracy. Verifies 
electronic data entries with outside vendors to ensure accuracy.Documenting/Recording Information:  Documents 
employee performance expectations to generate an employee job plan. Documents on-going employee performance to 
support employee performance evaluations. Allocates expenses internally to appropriate accounting string to ensure 
funding occurs appropriately. Maintains records for funds, including but not limited to trust funds, inmate funds, and 
interdepartmental fund transfers as necessary. Processes cash and checks received and reconciles against internal and 
external account records. Inventories department assets to properly account for expected items. Maintains account 
entries in electronic database to ensure accurate record keeping. Maintains electronic spreadsheet logs of contract 
information and office equipment. Scans and uploads accounting documents into electronic databases. Getting 
Information:  Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation. References electronic databases and paper files for invoice information, accounts 
payable/receivable, adjustment information, and fund information to assist with daily activities and respond to inquiries. 
Fields telephone calls, emails, and written requests to research issues and gather information. Contacts internal and 
external customers to resolve identified issues.Scheduling Work and Activities:  Schedules workload of assigned 
subordinates to ensure timely completion and proper coverage. Schedules interviews for job candidates. Schedules 
vacation and requests for time off to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:  
Establishes meaningful working relationships with assigned subordinates and co-workers to ensure effective goal 
achievement. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes relevant vendor contacts to provide a go-to 
resource for problem solving and daily interactions.Coaching and Developing Others:  Provides performance feedback to 
assigned subordinates to assist in personal development. Provides top performing employees with developmental 
opportunities to enhance organizational effectiveness. Advises assigned subordinates of developmental 
opportunities.Interpreting the Meaning of Information for Others:  Fields calls from external and internal customers to 
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explain account status information, internal policies and procedures, and other information as required. Interprets 
policies and procedures for assigned subordinates.Developing and Building Teams:  Conducts employee meetings to 
build morale and cohesiveness.Monitoring Processes, Materials, or Surroundings:  Monitors internal and external 
vendor contracts in electronic databases to ensure accurate processing and record keeping. Monitors the Federal grant 
disbursement website to track remaining grant balances. Monitors trust funds for individuals in state custody to track 
balance amount and to ensure accuracy. Monitors agency receivables for delinquency to ensure timely payment. 
Monitors employee time sheet entries to identify exceptions. Monitors the status of invoices to ensure proper 
processing. Verifies vendor address information when paying bills. Monitors tracking system and daily reports to ensure 
that payments are processed.Interacting With Computers:  Sets up spreadsheets by writing formulas and functions to 
facilitate the processing of accounting information. Enters data into electronic databases to ensure accurate processing 
and record keeping. Uses electronic office productivity software (Word, Excel) to perform daily tasks. Pulls relevant 
information from electronic databases using wizards and forms as required. Enters time and leave requests in electronic 
databases as required. Schedules automated queries in electronic databases as required.Communicating with 
Supervisors, Peers, or Subordinates:  Communicates with supervisor to identify proper courses of action to resolve 
problems as they arise. Communicates with co-workers to assist with problem solving and resolution. Notifies 
management of systemic complaints and problems to obtain resolution. Communicates issues identified with 
documentation and records to the appropriate internal business partner(s) and supervisor. Notifies electronic database 
staff of requested accounting related changes to the system. Submits weekly processing log to supervisors to monitor 
workload.Organizing, Planning, and Prioritizing Work:  Prioritizes daily task list for self and assigned subordinates as 
needed to ensure timely responses. Organizes and plans unit meetings. Organizes paper files including but not limited to 
invoices, adjustment forms, and court orders to meet record keeping requirements.Communicating with Persons 
Outside Organization:  Communicates with customers to notify them of delinquent accounts. Communicates with 
external customers verbally and in written form to request/provide additional information as needed. Conducts 
verifications of employment in writing and over the phone for outside requestors.Coordinating the Work and Activities 
of Others:  Assists assigned subordinates in prioritizing daily work load. Advises supervisors and managers on unit work 
load and activities to assist with goal coordination and achievement.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Maintains paper files and other filing. Runs routine and ad-hoc queries 
and reports. Routes mail to appropriate receiver based on content analysis. Opens and processes mail.Updating and 
Using Relevant Knowledge: Maintains department specific in-service training levels to maintain required certifications. 
Attends accounts payable training courses as required.Performing General Physical Activities:  Travels to internal and 
external sites on foot to deliver mail, make bank deposits, and pick up relevant departmental packages. Climbs ladders 
to perform inventory counts as required. Archives physical documentation to ensure accurate record keeping.Operating 
Vehicles, Mechanized Devices, or Equipment:  Operates basic office equipment including but not limited to copiers, 
scanners, faxes, and calculators. Utilizes state owned vehicles to facilitate daily pick up and drop off of accounting 
documents and bank deposits as necessary.Handling and Moving Objects:  Carries and handles paper documentation as 
required and requested. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Informing Priority Setting Delegation Developing Direct Reports 
and Others Organizing Integrity and Trust Process Management Time ManagementKnowledge: Intermediate knowledge 
of clerical procedures including but not limited to operation of calculator, basic office equipment, and filing procedures 
Intermediate knowledge of customer and personal service Intermediate knowledge of mathematics (arithmetic) 
Intermediate knowledge of computer operation Intermediate knowledge of office productivity software including but 
not limited to Microsoft Excel, Word, and Outlook Basic knowledge of accounting principles Basic knowledge of 
administration and management processes and procedures Basic knowledge of personnel selection and training 
procedures Basic knowledge of learning strategies related to subordinate coaching and trainingSkills: Intermediate 
mathematic skills (arithmetic) Intermediate reading comprehension skills Intermediate speaking skills Intermediate 
organizational skills Intermediate critical thinking skills Intermediate teaching and coaching skills Intermediate time 
management skill (personal and subordinates) Intermediate monitoring skill (personal and subordinates) Basic 
keyboarding skills Basic coordination skills Basic negotiation skills Basic persuasion skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic skill in the management of personnel resources Active listening skills 
Active learning skills Service orientation skillsAbilities: Intermediate oral expression ability Intermediate written 
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expression ability Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate 
deductive reasoning ability Intermediate mathematical reasoning ability Intermediate inductive reasoning ability 
Intermediate problem sensitivity ability Finger dexterity Wrist finger speed Speech clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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071399 - ACHIEVEMENT SCHOOL DIST SUPT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2165 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075664 - ACTUARIAL & COMPLIANCE DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5035 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075662 - ACTUARIAL&COMPLIANCE ANALYST 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5044 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in mathematics, 
statistics, business, finance, law or other related acceptable field and experience equivalent to one year of full-time 
professional actuarial, insurance underwriting, insurance claims handling or insurance compliance work; qualifying full-
time professional actuarial, insurance underwriting, insurance claims handling or insurance compliance experience may 
be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional pertinent 
graduate coursework may be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional actuarial work of average difficulty in reviewing and 
analyzing insurance company forms, sales materials, rates, and benefits to determine legality, equitability, accuracy, and 
completeness of coverage; and performs related work as required. Distinguishing Features: This is the working level 
class in the actuarial sub-series. An employee in this class uses basic actuarial techniques and mathematical calculations 
in the analysis and evaluation of insurance rates, rating procedures, rating plans, and schedules. Work involves the 
preparation of comprehensive and detailed actuarial studies in accordance with specific procedures. Work includes 
reviewing and analyzing requests for rate increases or adjustments and analyzing insurance company reserves and 
underwriting procedures. This class differs from that of Actuary 1 in that an incumbent of the latter is responsible for 
performing actuarial work at the entry level under immediate supervision. This class differs from that of Actuarial Officer 
in that an incumbent of the latter is responsible for supervising a section of subordinate actuaries within the 
Department of Commerce and Insurance. 
 
Work Activities: 
Making Decisions and Solving Problems: Makes decisions on approval, modifications or denial of insurance company or 
rate service organization requests for form's, rule's or classification language. Makes decisions on approval, 
modifications or denial of insurance company or rate service organization requests for rate increases or 
adjustments.Resolving Conflicts and Negotiating with Others: Attempts to resolve problems with insurance rates, 
benefits provided, and company procedures, contract language, and practices.Evaluating Information to Determine 
Compliance with Standards: Ensures that insurance contract actuarial formulae meet the requirements of state laws and 
regulations. Determines legal compliance of contract language with statutes, regulations, and bulletins of filings 
submitted to the department. Determines actuarial information required by statutes, regulations, and bulletins relative 
to rates is included in filings submitted to the department. Determines information required by statutes, regulations, 
and bulletins relative to forms/rules is included in filings submitted to the department. Determines legal compliance of 
annuity, life, and other insurance policies developing cash value through the use of actuarial formulae.Interpreting the 
Meaning of Information for Others: Interprets statutes for insurance companies, consumers, and other interested 
parties in relation to statutory compliance. Provides interpretation of insurance policy language for consumers. Assists in 
the development of bill analysis for new legislation.Analyzing Data or Information: Performs detailed analysis of 
insurance forms, contracts, and sales material used by insurance companies in Tennessee to determine legality, 
accuracy, and clarity of information. Analyzes nationwide and statewide rating statistics to determine the validity of 
insurance rate change request. Analyzes pending or existing insurance legislation and developments in the insurance 
industry and develops and revises legislation to ensure protection of the policy holder. Prepares detailed actuarial 
studies from insurance company and rate service organization filings. Analyzes pertinent pending or existing legislation 



 TN Job Classification Specifications  
September 22, 2020 

or developments in the insurance industry to determine the effects on the regulation of insurance rates, forms, sales 
material, and benefits. Analyzes insurance company reports to determine adequacy of rates and rating plans, and 
soundness of insurance benefits and coverage.Provide Consultation and Advice to Others: Advises insurance company 
on acceptable practice, procedures and language related to filings and other issues. May provide advice to upper 
management regarding insurance topics related to the section mission.Identifying Objects, Actions, and Events: 
Identifies inconsistencies and differences with insurance company filings as compared to industry standard.Processing 
Information: Performs detailed actuarial calculations on allowable insurance rates, values, and benefits. Compiles 
information from products submitted by insurance companies.Training and Teaching Others: Trains actuarial and clerical 
staff on the performance of job duties.Coaching and Developing Others: Mentors less experienced actuaries on general 
insurance knowledge and the performance of work duties.Communicating with Persons Outside Organization: Develops 
reports for presentation to the legislature as required by statute or the legislature. Answers inquiries from the general 
public. Discuss contract issues with other state insurance departments. Represents the department at conferences 
relating to insurance programs, procedures, or theory. Signs affidavit in lieu of appearance at a court proceeding. May 
appear as a witness at legal hearings to defend the position of the insurance division.Developing Objectives and 
Strategies: Assists actuarial officer in the development of strategies for implementation of new legislation and other 
state and federal directives.Getting Information: Reviews rate, rule, and form filings that companies or rate service 
organizations propose to use within the state of Tennessee for compliance with Tennessee statutes, regulations and 
bulletins. Researches pertinent pending or existing legislation or developments in the insurance industry to determine 
the effects on the regulation of insurance rates, forms, sales material, and benefits. Researches pending or existing 
insurance legislation and developments in the insurance industry and develops and revise legislation to ensure 
protection of the policy holder. Obtains information from surveys received from companies relative to business activity 
within the state.Documenting/Recording Information: Prepares and maintains a variety of routine to complex records 
and reports including statistical data, actuarial and mathematical analytic reports and accompanying written 
narratives.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of personal 
contacts with departmental associates, upper management, insurance company representatives, attorneys, 
accountants, lobbyist, legislators and the general public to explain, interpret, and enforce actuarial and insurance rating 
laws, rules and regulations and policies and procedures.Interacting With Computers: Accesses electronic filings from 
electronic filing system used by the insurance industry. Utilizes office productivity software in order to maintain 
correspondence with companies and consumers. Enters and updates data into database and/or spreadsheet in order to 
track filings, input survey data and update rate changes.Updating and Using Relevant Knowledge: Remains up-to-date 
on new federal and state legislation that affects the insurance industry. May attend industry meetings as necessary or 
required. Organizing, Planning, and Prioritizing Work: Prioritizes filing review in order to meet statutory 
deadlines.Communicating with Supervisors, Peers, or Subordinates: Updates supervisor on problematic filings. Discusses 
contract issues with peers and subordinates.Performing Administrative Activities: Responds to emails, phone calls, and 
other correspondence as required. Enters personal time and leave/overtime requests into the appropriate database as 
required. Matches correspondence to open files submitted by insurance companies for review.Thinking Creatively: 
Designs spreadsheets used both internally and externally that document information regarding insurance company rate 
changes and enrollment data. Creates surveys used to request information from insurance companies.Monitor 
Processes, Materials, or Surroundings: Reviews reports summarizing company operations and activities to determine the 
adequacy of rates and rating plans and the soundness of insurance benefits and coverage. Monitors rate trends in the 
marketplace for the impact on Tennessee residents. Monitors insurance coverage trends in the marketplace for the 
impact on Tennessee residents. Monitors response time associated with insurance company filings in order to address 
deviations from the standard.Coordinating the Work and Activities of Others: Assigns work to clerical staff. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Decision Quality Timely Decision Making Written Communication 
Technical Learning Action Oriented Negotiating Priority Setting Perseverance PatienceKnowledge: Intermediate 
Knowledge of Insurance Terminology and Concepts Knowledge of Basic Computer Applications Intermediate Knowledge 
of Law and Government Knowledge of Statistics Knowledge of Algebra Knowledge of Customer and Personal 
ServiceSkills: Reading Comprehension Critical Thinking Writing Skills Active Learning Active ListeningAbility: Inductive 
Reasoning Ability Oral Expression Written Expression Written Comprehension Oral Comprehension Memorization Ability 
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Tools and Equipment Used: 
 Copier Scanner Fax Machine Telephone Computer Printer 
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075663 - ACTUARIAL&COMPLIANCE OFFICER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5049 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in mathematics, 
statistics, business, finance, law or other related acceptable field and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible professional actuarial, insurance underwriting, insurance claims handling or 
insurance compliance work; qualifying full-time professional actuarial, insurance underwriting, insurance claims 
handling or insurance compliance experience may be substituted for the required education, on a year-for-year basis, to 
a maximum of four years; additional pertinent graduate coursework may be substituted for the required experience on 
a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional actuarial work of unusual difficulty and supervisory work of 
average difficulty in supervising a section of subordinate actuaries in reviewing and analyzing insurance company forms, 
sales material, rates, and benefits to determine legality, equitability, accuracy, and completeness of coverage; and 
performs related work as required. Distinguishing Features: This is the highest class in the Actuarial sub-series. An 
employee in this class is responsible for supervising a small specialized section of subordinate actuaries within the 
Department of Commerce and Insurance. Work involves supervising and participating in the use of basic actuarial 
techniques and mathematical calculations in the analysis and evaluation of insurance rates, rating procedures, rating 
plans, and schedules or in the analysis of insurance forms, contracts, and sales material. Work includes supervising the 
review and analysis of requests for rate increases or adjustments and the analysis of insurance company reserves and 
underwriting procedures. This class differs from that of Actuary 2 in that an incumbent of the latter is responsible for 
performing actuarial duties at the working level, under general supervision.  
 
Work Activities: 
Making Decisions and Solving Problems:    Makes decisions on approval, modifications or denial of insurance company or 
rate service organization requests for rate increases or adjustments.    Makes decisions on approval, modifications or 
denial of insurance company or rate service organization requests for form's, rule's or classification language.Analyzing 
Data or Information:    Performs detailed analysis of insurance forms, contracts, and sales material used by insurance 
companies in Tennessee to determine legality, accuracy, and clarity of information.    Analyzes nationwide and statewide 
rating statistics to determine the validity of insurance rate change request.    Analyzes pending or existing insurance 
legislation and developments in the insurance industry and develops and revises legislation to ensure protection of the 
policy holder.    Analyzes insurance company reports to determine adequacy of rates and rating plans, and soundness of 
insurance benefits and coverage.    Prepares detailed actuarial studies from insurance company and rate service 
organization filings.    Analyzes pertinent pending or existing legislation or developments in the insurance industry to 
determine the effects on the regulation of insurance rates, forms, sales material, and benefits.Evaluating Information to 
Determine Compliance with Standards:    Determines actuarial information required by statutes, regulations, and 
bulletins relative to rates is included in filings submitted to the department.    Determines legal compliance of annuity, 
life, and other insurance policies developing cash value through the use of actuarial formulae.    Ensures that insurance 
contract actuarial formulae meet the requirements of state laws and regulations.    Determines legal compliance of 
contract language with statutes, regulations, and bulletins of filings submitted to the department.    Determines 
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information required by statutes, regulations, and bulletins relative to forms/rules is included in filings submitted to the 
department.Interpreting the Meaning of Information for Others:    Interprets statutes for insurance companies, 
consumers, and other interested parties in relation to statutory compliance.    Provides interpretation of insurance 
policy language for consumers.    Assists in the development of bill analysis for new legislation.Provide Consultation and 
Advice to Others:    Provides advice to the commissioner, and other governing bodies regarding applicable insurance 
topics.    Advises insurance company on acceptable practice, procedures and language related to filings and other issues.    
Provides advice to upper management regarding insurance topics related to the section mission.Staffing Organizational 
Units:    Makes recommendations on employment, retention, promotion, demotion, and other human resources 
action.Identifying Objects, Actions, and Events:    Identifies inconsistencies and differences with insurance company 
filings as compared to industry standard.Processing Information:    Performs detailed actuarial calculations on allowable 
insurance rates, values, and benefits.    Compiles information from products submitted by insurance 
companies.Documenting/Recording Information:    Prepares highly complex and detailed actuarial analytic records and 
reports and mathematical and statistical data and routine administrative and supervisory reports.Developing Objectives 
and Strategies:    Develops strategies for implementation of new legislation and other state and federal directives.    
Develops performance standards for assigned subordinates.Getting Information:    Researches classifications and NCCI 
(National Council on Compensation Insurance) rules to support findings, facts, and conclusions of law relative to rate 
hearings before the commissioner.    Reviews rate, rule, and form filings that companies or rate service organizations 
propose to use within the state of Tennessee for compliance with Tennessee statutes, regulations and bulletins.    
Researches pertinent pending or existing legislation or developments in the insurance industry to determine the effects 
on the regulation of insurance rates, forms, sales material, and benefits.    Researches pending or existing insurance 
legislation and developments in the insurance industry and develops and revise legislation to ensure protection of the 
policy holder.    Obtains information from surveys received from companies relative to business activity within the 
state.Communicating with Persons Outside Organization:    Develops reports for presentation to the legislature as 
required by statute or the legislature.    May appear as a witness at legal hearings to defend the position of the 
insurance division.    Answers inquiries from the general public.    Discusses contract issues with other state insurance 
departments.    Represents the department at conferences relating to insurance programs, procedures, or theory.    
Signs affidavit in lieu of appearance at a court proceeding.Guiding, Directing, and Motivating Subordinates:    Evaluates 
subordinate actuarial and clerical staff based on job performance standards.Resolving Conflicts and Negotiating with 
Others:    Attempts to resolve problems with insurance rates, benefits provided, and company procedures, contract 
language, and practices.    Attempts to resolve good faith conflicting opinions among actuaries.    Maintains a respectful 
and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Provides fiscal note 
estimates as requested from senior management that details net costs or benefits to the state on proposed legislation.    
Estimates time and costs associated with consulting actuarial contracts.Training and Teaching Others:    Trains actuarial 
and clerical staff on the performance of job duties.Coaching and Developing Others:    Mentors less experienced 
actuaries on general insurance knowledge and the performance of work duties.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of personal contacts with departmental associates, 
upper management, insurance company representatives, attorneys, accountants, lobbyist, legislators and the general 
public to explain, interpret, and enforce actuarial and insurance rating laws, rules and regulations and policies and 
procedures.Thinking Creatively:    Designs spreadsheets used both internally and externally that document information 
regarding insurance company rate changes and enrollment data.    Creates surveys used to request information from 
insurance companies.Communicating with Supervisors, Peers, or Subordinates:    Discusses contract issues with peers 
and subordinates.    Updates supervisor on problematic filings.Updating and Using Relevant Knowledge:    Remains up-
to-date on new federal and state legislation that affects the insurance industry.    May attend industry meetings as 
necessary or required.Scheduling Work and Activities:    Assists in the scheduling of meetings and hearings for 
departmental and interdepartmental responsibilities.    Assists in the scheduling of meetings and hearings for entities 
responsible for assigned risk plans.Interacting With Computers:    Accesses electronic filings from electronic filing system 
used by the insurance industry.    Enters and updates data into database and/or spreadsheet in order to track filings, 
input survey data and update rate changes.    Utilizes office productivity software in order to maintain correspondence 
with companies and consumers.Performing Administrative Activities:    Responds to emails, phone calls, and other 
correspondence as required.    Enters personal time and leave/overtime requests into the appropriate database as 
required.    Matches correspondence to open files submitted by insurance companies for review.Coordinating the Work 
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and Activities of Others:    Supervises the activities of a small specialized actuarial section within the Department.    
Assigns work to professional actuarial and clerical staff.Monitor Processes, Materials, or Surroundings:    Reviews reports 
summarizing company operations and activities to determine the adequacy of rates and rating plans and the soundness 
of insurance benefits and coverage.    Monitors rate trends in the marketplace for the impact on Tennessee residents.    
Monitors premiums in the assigned risk plans to evaluate market trends and appropriate pricing levels.    Monitors 
insurance coverage trends in the marketplace for the impact on Tennessee residents.    Monitors response time 
associated with insurance company filings in order to address deviations from the standard.Organizing, Planning, and 
Prioritizing Work:    Prioritizes filing review in order to meet statutory deadlines.Operating Vehicles, Mechanized 
Devices, or Equipment:    May operate a motor vehicle in accomplishing work activities. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Priority Setting    Timely Decision Making    
Command Skills    Perseverance    Comfort around higher Management    Written Communication    Patience    
NegotiatingKnowledge:    Advanced Knowledge of Insurance Terminology and Concepts    Advanced Knowledge of Law 
and Government    Knowledge of Statistics    Knowledge of Basic Computer Applications    Knowledge of Algebra    
Knowledge of Administration and Management    Knowledge of Customer and Personal Service    Knowledge of 
Personnel and Human ResourcesSkills:    Reading Comprehension    Writing Skills    Critical Thinking    Active Learning    
Active ListeningAbilities:    Inductive Reasoning Ability    Oral Comprehension    Oral Expression    Written Comprehension    
Written Expression    Memorization Ability 
 
Tools and Equipment Used: 
    Copier    Scanner    Fax Machine    Telephone    Computer    Printer 
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072725 - ADJUNCTIVE THERAPY DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2105 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
education, art therapy, dance therapy, music therapy, occupational therapy, therapeutic recreation, rehabilitation, 
special education, or closely related field; and experience equivalent to five or more years of full-time professional 
adjunctive therapy work or teaching work in a mental health or an intellectual disabilities setting. Substitution of 
Education for Experience: Additional graduate coursework in physical education, art therapy, dance therapy, music 
therapy, occupation therapy, therapeutic recreation, rehabilitation, special education, or closely related field may 
substitute for the required experience on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional adjunctive therapy duties of considerable difficulty and 
adjunctive therapy administrative and supervisory work of average difficulty; and performs related work as 
required.Distinguishing Features: This is the highest class in the adjunctive therapy sub-series. An employee in this class 
directs professional and sub-professional therapy staff in designing, supervising, and implementing therapeutic activity 
programs. This class differs from that of Adjunctive Therapy Supervisor in that an incumbent of the latter functions at 
the supervisory level. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Conducts interim and annual performance evaluations for assigned 
staff to provide constructive feedback and recommendations for improvement.Evaluating Information to Determine 
Compliance with Standards:    Reviews charts, assessments, and progress notes to assure compliance with applicable 
laws, rules, regulations, and policies.  Resolving Conflicts and Negotiating with Others:    Resolves interpersonal conflicts 
between assigned subordinates or work teams to enhance teambuilding and generate a positive working 
environment.Staffing Organizational Units:    Makes recommendations regarding human resources actions such as 
employment, promotion, demotion, transfer, retention, and increases for outstanding performance.    Interviews 
candidates for vacant positions to develop hiring recommendations.Developing Objectives and Strategies:     Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance.    Develops objectives and strategies for staff to use in establishing patient treatment plans.Coordinating 
the Work and Activities of Others:     Plans and directs daily activities of music therapists, occupational therapists, 
recreation therapists, barbers, beauticians, habilitation and rehabilitation therapists, and other therapy personnel to 
ensure provision of adequate quantity and appropriate quality of activities and related services for patients.Assisting 
and Caring for Others:     May implement activities and therapeutic plans when other therapy personnel are not 
available to ensure appropriate provision of services.Organizing, Planning, and Prioritizing Work:     Plans and schedules 
leave requests of assigned subordinates to ensure proper coverage.Guiding, Directing, and Motivating Subordinates:    
Assigns, trains, and supervises subordinate staff and their work.Scheduling Work and Activities:     Schedules staff for 
coverage in treatment mall or other programmatic functions requiring staff coverage.    Schedules and directs special 
activities for patients such as carnivals, birthday parties, movies, ballgames, shows, and other special events.Provide 
Consultation and Advice to Others:     Serves as a subject matter expert on policies, procedures, and systems for 
therapeutic programs.Making Decisions and Solving Problems:     Analyzes incident reports and information obtained 
through observation to identify problems and determine appropriate corrective action.    Recommends and implements 
changes in order to achieve therapeutic goals and ensure the best use of program resources.    Participates in meeting 
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with administrators to identify and resolve service delivery problems.Interpreting the Meaning of Information for 
Others:    Explains and interprets policy and procedure information to staff.Developing and Building Teams:    Conducts 
staff meetings to share information, discuss ideas, and build teamwork.Coaching and Developing Others:     Creates 
learning environment by providing new resources and educational tools to enhance adjunctive therapy 
program.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisors, co-workers, and 
subordinates using multiple mediums to effectively relay work related information.Monitoring and Controlling 
Resources:     Monitors operating budget and expenditures for supplies, equipment, travel, library, and general 
maintenance of equipment to ensure appropriate use of allocated funds.Thinking Creatively:     Makes 
recommendations on and assists in development of policies, operating procedures, and methods pertinent to the 
adjunctive therapy function.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Inspecting Equipment, Structures, or Material:     Inspects equipment and work environment to check for 
safety issues and correct functioning.Performing Administrative Activities:     Files all relevant records and reports 
related to services provided to maintain official records for the department.Monitor Processes, Materials, or 
Surroundings:     Observes staff interactions with patients on a regular basis, including group sessions, leisure activities 
or other interactions, to determine the quality of their work.    Monitors supplies to make sure staff members have 
materials needed to do their assigned tasks.Processing Information:     Checks incoming purchases to verify correct type 
and quantity of items were received.    Completes purchase requisitions to order needed supplies.Establishing and 
Maintaining Interpersonal Relationships:     Develops constructive and cooperative working relationship with partnering 
agencies, co-workers, supervisors, other employees and local government agencies through meetings and other positive 
interactions to ensure quality and timely services.Updating and Using Relevant Knowledge:     Attends department 
specific in-service training or external training programs as required to enhance personal development.Interacting With 
Computers:    Uses a computer to enter and retrieve information, create documents, and communicate via 
email.Communicating with Persons Outside Organization:     Talks with individuals from various organizations to 
coordinate special programs or events such as pet therapy, volunteer programs, special entertainment, student 
practicums and other special events or programs.Getting Information:    Interviews staff to obtain information necessary 
to monitor and evaluate their work performance.    Conducts patient surveys to collect information helpful in 
determining which activities, programs, or events are the most effective.Repairing and Maintaining Mechanical 
Equipment:     Makes minor repairs to equipment such as musical instruments, exercise equipment or other equipment 
used in the adjunctive therapy program.Operating Vehicles, Mechanized Devices, or Equipment:    May operate a state 
motor vehicle to perform assigned work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Integrity and Trust    Organizing    Building Effective Teams    Innovation Management    
Creativity    Dealing with Ambiguity    Directing Others    Motivating Others    PatienceKnowledge:    Expert knowledge of 
the use of therapeutic activities, such as recreational, music, occupational, art, dance, and work therapies, in the 
treatment of persons with mental illness    Intermediate knowledge of principles and methods for teaching and 
instruction of individuals and groups    Advanced knowledge of human behavior and performance; individual differences 
in ability, personality and interests; learning and motivation; treatment of persons with behavioral and affected 
disorders and precautions that should be taken in working with that population    Advanced knowledge of principles, 
methods, and procedures for treatment and rehabilitation of physical and mental dysfunctions    Intermediate 
knowledge of management principles involved in resource allocation, leadership techniques, and coordination of people 
and resources    Intermediate knowledge of principles and procedures for recruitment, selection, and training    Basic 
knowledge of groups, societal trends and influences; ethnicity and cultures; and religions    Basic knowledge of 
administrative and clerical procedures and systems such as word processing and spreadsheets, managing files and 
records, designing forms, and other office procedures and terminologySkills:     Intermediate speaking skills    Active 
listening skills    Intermediate reading comprehension skills    Intermediate writing skills    Active learning skills    
Intermediate critical thinking skills    Intermediate skills in complex problem solving    Intermediate skills in teaching 
others how to do something    Intermediate social perceptiveness skills    Intermediate time management skills    
Intermediate monitoring skills    Intermediate coordination skills    Intermediate skills in the management of personnel 
resources    Intermediate skills in selecting and using training/instructional methods and procedures appropriate for the 
situation when learning or teach new things    Intermediate skills in the management of financial resources    
Intermediate skills in the management of material resources Abilities:    Ability to listen to and understand information 
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and ideas presented through spoken words and sentences    Ability to communicate information and ideas in speaking 
so others will understand    Ability to speak clearly so others can understand    Ability to read and understand 
information and ideas presented in writing    Ability to communicate information and ideas in writing so others will 
understand    Ability to identify and understand the speech of another person    Ability to see details at close range    
Ability to shift back and forth between two or more activities or sources of information 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073443 - ADJUTANT GENERAL 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3173 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under administrative direction, is responsible for management work of unusual difficulty in directing the 
operation of all Tennessee National Guard units.Distinguishing Features: The employee in this class is responsible for 
directing the operations, functions, activities, and services of all guard units and supervising all guard personnel through 
subordinate management staff. This class differs from the Assistant Adjutant General classes in that the incumbents of 
the latter are over either the army or the air guard and report to the incumbent of this class. 
 
Work Activities: 
1. Through subordinate supervisory and management staff, directs the assignment, training, supervision, and evaluation 
of a large, complex staff and their work.2. Reviews and makes decisions on employment, retention, promotion, 
demotion, and other human resources actions.3. Directs the development and modification of policy and procedure, 
operations, and functions within sphere of authority.4. Plans, organizes, and directs departmental operations, functions, 
activities, and services.5. Acts as liaison between the Tennessee National Guard and other armed services as well as the 
general public.6. Directs the study of organization, operations, and services and passes judgment on merit of 
recommendations intended to effect improvements in economy, efficiency, and quality of organization, operations, and 
services. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the compensation information." 
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073121 - ADMIN ASSISTANT 1 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3228 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073121 - ADMIN ASSISTANT 1 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  3229 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3230 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3231 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3232 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3233 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3234 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3235 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3236 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  3237 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Education (33101) 
Edison Template Job Opening ID:  3238 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3239 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3240 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3241 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Health (34301) 
Edison Template Job Opening ID:  3242 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3243 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073121 - ADMIN ASSISTANT 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3244 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  TBI (34800) 
Edison Template Job Opening ID:  3245 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3246 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3247 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3248 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Requirements: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional staff work of routine through average difficulty in 
relieving an executive of administrative detail; and performs related work as required. Distinguishing Features: Positions 
in the Admin Assistant sub-series are predominately in the unclassified service, with exception of the few which by 
specific law, rules, or regulations are mandated to be in the classified service. An employee in this class routinely 
performs general assignments to relieve an executive of administrative detail and other duties which do not require his 
personal attention. This class differs from that of Admin Assistant 2 in that an incumbent of the latter usually performs 
work of greater scope and difficulty. Classes in the Admin Assistant sub-series differ from those in the Admin Services 
Assistant sub-series in that incumbents of the latter are members of the classified service and perform duties in direct 
support of line operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Performing Administrative Activities:    Learns to perform human resources administration in one or more of the 
following areas: employee relations, affirmative action, recruitment, employee development, and training.    Performs a 
variety of general staff administrative duties to support program operations.Processing Information:    Reviews 
applications for state employees to ensure applicant meets requirements for requested service.    Compiles specific 
program related information as required by the program area.Monitoring and Controlling Resources:    Conducts grant 
monitoring to ensure compliance with grant requirements are met.    Monitors the inventory of state tagged equipment 
to ensure compliance.Evaluating Information to Determine Compliance with Standards:     Verifies eligibility information 
to ensure federal/state standards are met.Communicating with Persons Outside Organization:     Learns to serves as 
liaison between agency and the general public, persons in other state departments and divisions, officials, and entities 
outside the organization in order to explain matters of procedures and regulations.Training and Teaching Others:    
Provides external and internal training of procedures/guidelines as needed.Documenting/Recording Information:    
Prepares documents to meet agency's needs.    Reviews documents in order to ensure accuracy, completeness, and 
adherence to standards.Making Decisions and Solving Problems:     Analyzes, interprets and enforces existing policies 
and procedures.Establishing and Maintaining Interpersonal Relationships:     Maintains working relationship with general 
public, persons in other state departments and divisions, officials, and entities in the day to day operations of the 
agency.Analyzing Data or Information:    Reviews work of others to determine program requirements are 
met.Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.Monitors Processes, Materials, or Surrounding:     Monitors inventory of supplies to ensure adequate materials 
are available.    Monitors time in Edison to ensure employees have entered time correctly and supervisors have 
approved all exceptions.    Ensures facilities are adequately maintained according to environmental, health, and safety 
standards.    Monitors to verify that correct item is ordered, processed, and received.Judging the Qualities of Things, 
Services, or People:    Inspects products to ensure standards are met.Updating, Planning, and Prioritizing Work:    
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Participates in training to keep current with job requirements.Organizing, Planning, and Prioritizing Work:    Maintains 
log to monitor the job functions of others and provides status updates as requested.Performing for or Working Directly 
with the Public:    Serves as point of contact with the general public by providing requested information.Getting 
Information:    Gathers information on inquiries by email, phone, or in person.    Obtains contact information from state 
websites to provide direction to the general public as needed.    Uses internet search engines (i.e., Google) to identify 
items or products to assist in the creation of requisitions.Inspecting Equipment, Structures, or Material:    Ensures the 
availability of necessary equipment and supplies.Communicating with Supervisors, Peers, or Subordinates:    
Communicates status of assigned tasks or other relevant information as requested.Scheduling Work and Activities:    
Schedules appropriate size meeting rooms to accommodate events.    Uses email software (i.e., Microsoft Outlook) to 
inform staff of scheduled meetings.    Maintains calendar of scheduled meetings. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Priority Setting    Time Management    Functional/ Technical Competency    Problem 
Solving    Organizing    Written Communication    Listening    Work/Life Balance    Technical Learning    
PatienceKnowledge:    Clerical    Communications and Media    Customer Service and Personal Service    
MathematicsSkills:     Active Learning    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    
Speaking    Writing    Negotiation    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
EquipmentOther Office Related Equipment as required     
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Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  2327 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
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standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2328 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2329 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2330 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2331 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2332 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2333 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2334 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2335 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2336 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
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met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2337 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073122 - ADMIN ASSISTANT 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2338 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional full-time staff work. Substitution of Education for Experience: Additional 
graduate coursework from an accredited college or university in public or business administration or other acceptable 
field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub-professional experience, paraprofessional, 
or professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of average difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general and special assignments in relieving an executive of administrative detail. This class 
differs from that of Admin Assistant 1 in that an incumbent of the latter usually performs work of lesser scope and 
variety. This class differs from that of Admin Assistant 3 in that an incumbent of the latter performs work of greater 
difficulty and impact. Classes in the Admin Assistant sub series differ from those in the Admin Services Assistant sub 
series in that incumbents of the latter are members of the classified service and perform duties in direct support of line 
operations rather than duties which emphasize relieving an executive of administrative detail. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures. 
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information. Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations. Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations. Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs. Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day to 
day operations of the agency. Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met. Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative. Evaluating 
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Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met. Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities. Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested. Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly. Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed. Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available. Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive. Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions. Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements. Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required                  
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  2370 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  2371 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
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Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2372 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
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Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2373 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 



 TN Job Classification Specifications  
September 22, 2020 

requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2374 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073123 - ADMIN ASSISTANT 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2375 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2376 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2377 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2378 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2379 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2380 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073123 - ADMIN ASSISTANT 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2381 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional staff experience. Substitution of Education for 
Experience: Additional graduate coursework in public or business administration or other acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Qualifying full-time increasingly responsible sub professional experience, paraprofessional or professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff work of considerable difficulty in relieving an 
executive of administrative detail; and performs related work as required. Distinguishing Features: An employee in this 
class performs a variety of general assignments and staff work in relieving an executive of administrative detail. This 
class differs from that of Admin Assistant 2 in that an incumbent of the later performs work of lesser difficulty and 
impact. This class differs from that of Executive Admin Assistant 1 in that an incumbent of the latter performs duties 
under more general supervision and duties with a wider scope of impact. 
 
Work Activities: 
Making Decisions and Solving Problems:    Analyzes, interprets, and enforces existing policies and procedures.  
Interpreting the Meaning of Information for Others:    Analyzes proposed and existing 
legislation/policy/standards/mandates/operating instructions and drafts revision recommendations in order to provide 
clarity.    Edits annual and other reports to provide updated information.  Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance. Scheduling Work and Activities:    Schedules executive’s travel arrangements, 
processes approvals, and reconciles costs upon completion of travel.    Maintains calendar of the executive’s scheduled 
meetings.    Helps coordinate special events such as executive dinners, banquets, speeches/presentations, and 
recognitions.    Schedules executive’s appearances.    Coordinates departmental charity drives, tours of 
facilities/operations, and similar activities to foster community relations.  Performing Administrative Activities:    
Prepares draft correspondence for executive.    Maintains a variety of standard records and reports.    Performs a variety 
of general staff administrative duties to support program operations.  Documenting/Recording Information:    Reviews 
documents in order to ensure accuracy, completeness, and adherence to standards.    Prepares documents to meet 
agency's needs.  Establishing and Maintaining Interpersonal Relationships:    As required, attends receptions, luncheons, 
dinners, and other gatherings in performing personal contact duties on behalf of the executive.    Maintains working 
relationships with general public, persons in other state departments and divisions, officials, and entities in the day-to-
day operations of the agency.  Analyzing Data or Information:    Reviews work of others to determine if requirements are 
met.  Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work.  Estimating the Quantifiable Characteristics of Products, Events, or Information:    Consults 
with executive to determine costs, time, resources, and/or materials needed to complete an initiative.  Evaluating 
Information to Determine Compliance with Standards:    Verifies eligibility information to ensure federal and state 
standards are met.  Interacting With Computers:    Utilizes appropriate computer programs to accomplish administrative 
activities.  Judging the Qualities of Things, Services, or People:    Provides synopses of given environment to executive as 
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requested.  Monitoring and Controlling Resources:    Monitors supplies and reconciles invoices to purchase orders. 
Organizing, Planning, and Prioritizing Work:    Gauges daily, weekly, monthly, etc. workload of executive’s and personal 
duties and plans accordingly.  Training and Teaching Others:    Provides external and internal training of 
procedures/guidelines as needed.  Monitor Processes, Materials, or Surroundings:    Monitors orders to verify that 
correct item is ordered, processed, and received.    Monitors time in Edison to ensure employees have entered time 
correctly and supervisors have approved all exceptions.    Ensures facilities are adequately maintained according to 
environmental, health, and safety standards.    Monitors inventory of supplies to ensure adequate materials are 
available.  Communicating with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other 
relevant information as requested.    Responds and relates well to executive.  Communicating with Persons outside the 
Organization:    Acts as a liaison between executives' offices such as Governor's Office, departmental staff, 
local/state/federal agencies, community organizations and groups, courts, and other entities in gaining and giving 
information.  Operating Vehicles, Mechanized Devices, or Equipment:    May operate state licensed vehicles. Getting 
Information:    Represents executive when designated at board, commission, and other meetings to gain information.    
Attends legislative and/or executive functions and meetings as required to gain information.    Gathers information on 
inquires by email, phone, or in person.    Obtains contact information from state websites to provide direction to the 
general public as needed.    Uses internet search engines (i.e. Google) to identify items or products to assist in the 
creation of requisitions.  Updating and Using Relevant Knowledge:    Participates in training to keep current with job 
requirements.  Repairing and Maintaining Electronic Equipment:    Performs general repairs and maintains standard 
office machinery and equipment as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Organizing    Sizing Up People    Action Oriented    Comfort Around Higher 
Management    Written Communication    Customer Focus    Ethics and Values    Integrity and Trust    Motivating Others 
Knowledge:    Clerical    Communications and Media    Computers and Electronics    Customer and Personal Service    
Mathematics    Basic Knowledge of Law and Government Skills:    Active Learning    Active Listening    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Negotiation    Judgment and Decision 
Making    Time Management Abilities:    Mathematical Reasoning    Oral Comprehension    Oral Expression    Time Sharing    
Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Cell Phone    Fax Machine    Printer    Scanner    Digital Camera    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as required. 
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073458 - ADMIN ASSISTANT-GOV OFFICE 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3210 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002943 - ADMIN SECRETARY 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  2682 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2683 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002943 - ADMIN SECRETARY 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2684 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2685 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2686 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2687 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2688 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2689 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  2690 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2691 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002943 - ADMIN SECRETARY 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2692 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2693 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Military (34101) 
Edison Template Job Opening ID:  2694 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2695 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2696 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2697 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2698 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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002943 - ADMIN SECRETARY 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2699 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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002943 - ADMIN SECRETARY 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2700 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time secretarial or office clerical work. OR Qualifying full-time secretarial or 
office clerical experience may be substituted for the required education on a year-for-year basis; additional qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required. Distinguishing Features: This is the highest class in the general secretary sub-series. An employee in this 
class applies secretarial science techniques to assist an executive in the management of time and in the handling of 
administrative detail so the executive may be more effective and efficient in action. This class differs from Secretary in 
that an incumbent of the latter performs work of less scope and complexity and has less responsibility for records and 
reports. This class differs from those in the Executive Secretary sub-series in that incumbents of the latter have greater 
responsibility in areas of interpretation and enforcement of secretarial procedures, personal contacts, application of the 
theory and practice of secretarial science at an advanced level, and performance work of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Creates and maintains documents, presentations, and spreadsheets using current 
software. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance and 
direction regarding policies, procedures, and agency information. Provides polite and effective customer service for all 
individual contacts. Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and 
other nature including correspondence, memoranda, abstracts, articles, business, case, legal, medical, and other 
items.Scheduling Work and Activities: Organizes and coordinates meetings for outside vendors and division staff.Getting 
Information: Prepares files for view by the public. Gathers materials necessary for meetings, interviews, and 
presentations. Contacts outside agencies for reference data to ensure accuracy of settlements. Retrieves information 
from files, internet, and databases regarding personnel, payroll, invoices, accounts receivable, etc. Researches past 
purchase orders, contracts, and other items as requested. Contacts vendors for price quotes.Processing Information: 
Performs a variety of routine clerical functions such as compiling/assembling information for dissemination.Updating 
and Using Relevant Knowledge: Completes necessary training to remain current on computer software used during daily 
job duties. Establishing and Maintaining Interpersonal Relationships: Maintains relationships with internal and external 
business partners and the general public.Administrative Activities: Creates documents and e-mails for internal and 
external communications from copy, rough draft, marginal notes, or verbal instruction. Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Performs a variety of routine clerical functions. 
Maintains appointment calendars for office staff. Performs record keeping duties including archiving files of various 
media. Makes travel arrangements for office staff. Proofreads documents to ensure accuracy of content. Distributes 
work to units and maintains files for executive or supervisor. Reserves conference rooms for staff meetings and 
trainings. Processes payment transactions to or from customers. Moves and lifts boxes, files, and equipment as needed. 
Files documents and items in both paper and electronic formats according to office preference. Submits training 
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requests for office staff. Performs a variety of other duties to ensure efficient use of time for office staff. Maintains 
contact lists for both the agency and outside contacts. Opening, sorting, sending, and distributing mail. Organizes and 
maintains stock/file room.Monitor Processes, Materials, or Surroundings: Audits employee timesheets to ensure 
accuracy and completeness. Monitors reports and databases to ensure deadlines and policies are met. Monitors 
employee requisition lists for hiring process including correspondences for interviews. Audits business relevant 
documents for accuracy and completeness. Monitors the creation of official forms for submission to the forms 
committee. Tracks payments and correspondence to monitor completeness of the process. Monitors outstanding 
purchasing and requisition orders throughout the entire process. Monitors inventory levels of standard office supplies to 
ensure adequate stock for office functionality. Monitors office equipment to ensure proper working condition. Scans 
documents to minimize the need for hard copy storage.Communicating with Persons Outside Organization: Answers 
questions to provide assistance and direction regarding procedures and to provide information by telephone. Screens 
and directs calls and visitors to proper services. Communicates by telephone, e-mail, or personal contact. Provides polite 
and effective customer service to all individuals that contact the agency. Notifies technicians if office equipment is not 
functional.Inspecting Equipment, Structures, or Material: Inspects office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Organizing Priority 
Setting Time Management Action Oriented Written Communication Comfort Around Higher Management Customer 
FocusKnowledge: Basic computer software and security knowledge Clerical Customer and personal service Knowledge of 
grammar Knowledge of mathematicsSkills: Active learning Active listening Basic skill of speaking Reading comprehension 
Service orientation Time management WritingAbilities: Adaptability Oral comprehension Oral expression Speech 
recognition Written comprehension Written expression 
 
Tools and Equipment Used: 
 Audio Visual Equipment Automatic and manual filing systems Binding machine Calculators Conference Call Equipment 
Copiers Electric and Manual Hole Punchers Electric and manual staplers Fax Machine Intercommunications system 
Laminating machines Overhead projectors Paper Shredders Pencil sharpeners Personal Computer Printer Postage Meter 
Scanning Devices Tape Recorders Telephones/cell phones Time, date, and serial number stamping machines 
Transcription equipment Two-way radios Typewriters Video Conference Equipment 
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073161 - ADMIN SERVICES ASSISTANT 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6476 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub-professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:   Under immediate supervision, is responsible for staff administrative work of routine difficulty in support of 
line operations; and performs related work as required. Distinguishing Features: This is the entry level class in the Admin 
Services Assistant and Training Specialist sub-series. An employee in this class functions in a training capacity in learning 
to perform general staff work in the area of administrative services and support line operations. Work includes learning 
to perform a variety of assignments such as: budget development and maintenance; contract negotiations, 
development and monitoring; personnel administration, employee development and training; research; planning; 
information compilation and dissemination; procurement and property administration; grant proposal review and 
monitoring; forms design; and report and correspondence preparation. This class differs from that of Admin Services 
Assistant 2 and Training Specialist 2 in that incumbents of the latter perform duties at the working level under general 
supervision. This class differs from that of more specialized classes that perform administrative services related and 
analytic duties in that incumbents of the latter perform these duties within a specific, limited field and function as 
analytic specialists rather than generalists. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Monitoring and Controlling Resources: Learns to prepare budgets for the agency. Learns to review operating budgets to 
determine the agency’s budgetary needs. Learns to conduct grant administration and monitoring to ensure compliance 
with grant requirements. Learns to monitor the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Learns to maintain appropriate records of agency inventory and property.Interacting with Computers: 
Learns to utilize appropriate computer programs to accomplish administrative activities.Communicating with Persons 
Outside Organization: Learns to serve as a liaison between the agency and the general public, persons in other state 
departments and divisions, officials, and entities outside the organization in order to explain matters of procedure and 
regulation. Learns to prepare and edit organizational publications for a variety of audiences.Documenting/Recording 
Information: Learns to prepare documents to meet the agency’s needs. Learns to review documents in order to ensure 
accuracy, completeness, and adherence to standards.Analyzing Data or Information: Learns to interpret and enforce 
existing policies and methods. Learns to analyze pertinent policies and procedures to make recommendations for 
improvements. Learns to analyze the organization, economy, efficiency, and quality of the agency’s operations and 
services to make recommendations for improvements.Performing Administrative Activities: Learns to plan programs to 
meet agency objectives. Learns to perform human resources administration in one or more of the following areas: 
employee relations, affirmative action, recruitment, employee development, and training. Learns to perform a variety of 
general staff administrative duties to support program operations. Learns to conduct space planning and facility 
management to ensure environment, health, and safety standards are met. Learns to coordinate printing services for 
the agency.Getting Information: Learns to conduct research in one or more of the following areas to obtain relevant 
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information: fiscal, economic, non-technical legal, legislative, and publications.Communicating with Supervisors, Peers, 
or Subordinates: Communicates project status or other relevant information to supervisors on a regular basis. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Creativity Dealing with Ambiguity Time Management Standing Alone Action Oriented 
Drive for Results Perseverance Written Communications Approachability Boss RelationshipsKnowledge: Administrative 
and Clerical Procedures Computers and Electronics Mathematics Providing Customer ServiceSkills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Judgment and Decision Making Mathematic Reading 
Comprehension Service Orientation Speaking Time Management Troubleshooting WritingAbilities: Deductive Reasoning 
Oral Expression and Comprehension Problem Sensitivity Selective Attention Time Sharing Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073161 - ADMIN SERVICES ASSISTANT 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6753 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub-professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:   Under immediate supervision, is responsible for staff administrative work of routine difficulty in support of 
line operations; and performs related work as required. Distinguishing Features: This is the entry level class in the Admin 
Services Assistant and Training Specialist sub-series. An employee in this class functions in a training capacity in learning 
to perform general staff work in the area of administrative services and support line operations. Work includes learning 
to perform a variety of assignments such as: budget development and maintenance; contract negotiations, 
development and monitoring; personnel administration, employee development and training; research; planning; 
information compilation and dissemination; procurement and property administration; grant proposal review and 
monitoring; forms design; and report and correspondence preparation. This class differs from that of Admin Services 
Assistant 2 and Training Specialist 2 in that incumbents of the latter perform duties at the working level under general 
supervision. This class differs from that of more specialized classes that perform administrative services related and 
analytic duties in that incumbents of the latter perform these duties within a specific, limited field and function as 
analytic specialists rather than generalists. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Monitoring and Controlling Resources: Learns to prepare budgets for the agency. Learns to review operating budgets to 
determine the agency’s budgetary needs. Learns to conduct grant administration and monitoring to ensure compliance 
with grant requirements. Learns to monitor the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Learns to maintain appropriate records of agency inventory and property.Interacting with Computers: 
Learns to utilize appropriate computer programs to accomplish administrative activities.Communicating with Persons 
Outside Organization: Learns to serve as a liaison between the agency and the general public, persons in other state 
departments and divisions, officials, and entities outside the organization in order to explain matters of procedure and 
regulation. Learns to prepare and edit organizational publications for a variety of audiences.Documenting/Recording 
Information: Learns to prepare documents to meet the agency’s needs. Learns to review documents in order to ensure 
accuracy, completeness, and adherence to standards.Analyzing Data or Information: Learns to interpret and enforce 
existing policies and methods. Learns to analyze pertinent policies and procedures to make recommendations for 
improvements. Learns to analyze the organization, economy, efficiency, and quality of the agency’s operations and 
services to make recommendations for improvements.Performing Administrative Activities: Learns to plan programs to 
meet agency objectives. Learns to perform human resources administration in one or more of the following areas: 
employee relations, affirmative action, recruitment, employee development, and training. Learns to perform a variety of 
general staff administrative duties to support program operations. Learns to conduct space planning and facility 
management to ensure environment, health, and safety standards are met. Learns to coordinate printing services for 
the agency.Getting Information: Learns to conduct research in one or more of the following areas to obtain relevant 
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information: fiscal, economic, non-technical legal, legislative, and publications.Communicating with Supervisors, Peers, 
or Subordinates: Communicates project status or other relevant information to supervisors on a regular basis. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Creativity Dealing with Ambiguity Time Management Standing Alone Action Oriented 
Drive for Results Perseverance Written Communications Approachability Boss RelationshipsKnowledge: Administrative 
and Clerical Procedures Computers and Electronics Mathematics Providing Customer ServiceSkills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Judgment and Decision Making Mathematic Reading 
Comprehension Service Orientation Speaking Time Management Troubleshooting WritingAbilities: Deductive Reasoning 
Oral Expression and Comprehension Problem Sensitivity Selective Attention Time Sharing Written Expression and 
Comprehension  
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment  Other Office Related Equipment as Required 
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073161 - ADMIN SERVICES ASSISTANT 1* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7417 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub-professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:   Under immediate supervision, is responsible for staff administrative work of routine difficulty in support of 
line operations; and performs related work as required. Distinguishing Features: This is the entry level class in the Admin 
Services Assistant and Training Specialist sub-series. An employee in this class functions in a training capacity in learning 
to perform general staff work in the area of administrative services and support line operations. Work includes learning 
to perform a variety of assignments such as: budget development and maintenance; contract negotiations, 
development and monitoring; personnel administration, employee development and training; research; planning; 
information compilation and dissemination; procurement and property administration; grant proposal review and 
monitoring; forms design; and report and correspondence preparation. This class differs from that of Admin Services 
Assistant 2 and Training Specialist 2 in that incumbents of the latter perform duties at the working level under general 
supervision. This class differs from that of more specialized classes that perform administrative services related and 
analytic duties in that incumbents of the latter perform these duties within a specific, limited field and function as 
analytic specialists rather than generalists. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Monitoring and Controlling Resources:  Learns to prepare budgets for the agency.  Learns to review operating budgets 
to determine the agency’s budgetary needs. Learns to conduct grant administration and monitoring to ensure 
compliance with grant requirements. Learns to monitor the agency’s purchase orders to ensure accuracy, completeness, 
and compliance. Learns to maintain appropriate records of agency inventory and property.Interacting with Computers: 
Learns to utilize appropriate computer programs to accomplish administrative activities.Communicating with Persons 
Outside Organization: Learns to serve as a liaison between the agency and the general public, persons in other state 
departments and divisions, officials, and entities outside the organization in order to explain matters of procedure and 
regulation. Learns to prepare and edit organizational publications for a variety of audiences.Documenting/Recording 
Information: Learns to prepare documents to meet the agency’s needs. Learns to review documents in order to ensure 
accuracy, completeness, and adherence to standards.Analyzing Data or Information: Learns to interpret and enforce 
existing policies and methods. Learns to analyze pertinent policies and procedures to make recommendations for 
improvements. Learns to analyze the organization, economy, efficiency, and quality of the agency’s operations and 
services to make recommendations for improvements.Performing Administrative Activities: Learns to plan programs to 
meet agency objectives. Learns to perform human resources administration in one or more of the following areas: 
employee relations, affirmative action, recruitment, employee development, and training. Learns to perform a variety of 
general staff administrative duties to support program operations. Learns to conduct space planning and facility 
management to ensure environment, health, and safety standards are met. Learns to coordinate printing services for 
the agency.Getting Information: Learns to conduct research in one or more of the following areas to obtain relevant 
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information: fiscal, economic, non-technical legal, legislative, and publications.Communicating with Supervisors, Peers, 
or Subordinates: Communicates project status or other relevant information to supervisors on a regular basis. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Creativity Dealing with Ambiguity Time Management Standing Alone Action Oriented 
Drive for Results Perseverance Written Communications Approachability Boss RelationshipsKnowledge: Administrative 
and Clerical Procedures Computers and Electronics Mathematics Providing Customer ServiceSkills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Judgment and Decision Making Mathematic Reading 
Comprehension Service Orientation Speaking Time Management Troubleshooting WritingAbilities: Deductive Reasoning 
Oral Expression and Comprehension Problem Sensitivity Selective Attention Time Sharing Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073162 - ADMIN SERVICES ASSISTANT 2* 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3250 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3251 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  3252 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  3253 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3254 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  State Museum (31627) 
Edison Template Job Opening ID:  3255 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3256 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3257 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3258 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  General Services (32101) 
Edison Template Job Opening ID:  3259 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3260 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 



 TN Job Classification Specifications  
September 22, 2020 

comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3261 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3262 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3263 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3264 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3265 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  3266 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3267 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  3268 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3269 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3270 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3271 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3272 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Military (34101) 
Edison Template Job Opening ID:  3273 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  3274 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3275 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3276 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
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employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3277 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required. Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class.  This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency's budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency's purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
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comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3278 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3279 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis. OR  
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073162 - ADMIN SERVICES ASSISTANT 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3280 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time professional staff administrative and/or analytic experience.  Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, para-professional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis.  OR   
One year of professional administrative services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for staff administrative work of average difficulty in support of line 
operations; and performs related work as required.  Distinguishing Features: ,This is the working level class in the Admin 
Services Assistant sub-series. An employee in this class performs general staff work in the area of administrative services 
and support of line operations. Work includes a variety of assignments such as: budget development and maintenance; 
contract negotiation, development and monitoring; personnel administration; research; planning; information 
compilation and dissemination; procurement and property administration; grant proposal review and monitoring; forms 
design; and report and correspondence preparation. This class differs from that of Admin Services Assistant 1 in that 
incumbents of the latter function in an entry level capacity under immediate supervision. This class differs from that of 
Admin Services Assistant 3 in that incumbents of the latter perform work of greater scope and complexity and have 
more responsibilities for developing, implementing, and enforcing policies and procedures and often supervise 
incumbents in this class. This class differs from that of more specialized classes that perform administrative-related 
services and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists rather than generalists. 
 
Work Activities: 
Staffing Organizational Units: May make recommendations on staff employment, retention, promotion, demotion, and 
other human resources actions.Monitoring and Controlling Resources: Reviews operating budgets to determine the 
agency’s budgetary needs. Prepares budgets for the agency. Conducts grant administration and monitoring to ensure 
compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, completeness, and 
compliance. Maintains appropriate records of agency inventory and property.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, and entities outside the organization in order to explain matters of procedure and regulation. 
Prepares and edits organizational publications for a variety of audiences.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Coordinating the Work and Activities of Others: 
Coordinates the preparation of routine records and reports to ensure compliance with agency standards.Training and 
Teaching Others: May train less experienced staff. Guiding, Directing, and Motivating Subordinates: May write job plans 
to ensure performance objectives are established. May conduct performance evaluations to provide feedback on 
employee performance. May supervise sub-professional staff. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer for a small agency, division, or 
comparable unit. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
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support program operations. Conducts space planning and facility management to ensure environment, health, and 
safety standards are met. Coordinates printing services for the agency. Analyzing Data or Information: Interprets and 
enforces existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for 
improvements. Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Documenting/Recording Information: Prepares records and reports to meet 
agency needs. Reviews records and reports in order to ensure accuracy, completeness, and adherence to standards. 
Maintains agency records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Communicates project status or other relevant information to supervisors on a regular basis. Getting Information: 
Conducts research in one or more of the following areas to obtain relevant information: fiscal, economic, non-technical 
legal, legislative, and publications.Scheduling Work and Activities: May make work assignments to staff in order to 
achieve agency objectives. 
 
Competencies (KSA’s): 
Competencies: Written Communications Learning on the Fly Time Management Action Oriented Business Acumen 
Creativity Customer Focus Decision Quality Technical Learning Self-KnowledgeKnowledge: Administrative and 
Management Computers and Electronics Economics and Accounting Mathematics Principles and Methods for Education 
and Training Principles and Procedures of Human Resources Providing Customer Service Skills: Active Learning and 
Listening Coordination of Administrative Activities Critical Thinking Equipment Maintenance Instructing Judgment and 
Decision Making Management of Financial Resources Management of Personnel Resources Mathematic Monitoring 
Negotiation Reading Comprehension Service Orientation Social Perceptiveness Speaking Time Management 
Troubleshooting Writing Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem 
Sensitivity Selective Attention Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  3281 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3282 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  3283 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  3284 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3285 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  3286 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3287 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3288 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3289 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience.  Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.  Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  OR   Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
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Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting WritingAbilities: 
Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention Time 
Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  General Services (32101) 
Edison Template Job Opening ID:  3290 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3291 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 



 TN Job Classification Specifications  
September 22, 2020 

ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3292 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3293 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3294 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  3295 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3296 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  3297 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  3298 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3299 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3300 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3301 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3302 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Military (34101) 
Edison Template Job Opening ID:  3303 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  3304 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 



 TN Job Classification Specifications  
September 22, 2020 

ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3305 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3306 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities.Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency’s budgetary needs. Monitors the agency’s purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property.Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences.Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
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evaluations to provide feedback on employee performance. Supervises staff.Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions.Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program 
operations to ensure their enforcement. Studies operations and services to make suggestions to management for 
improvements. Communicates project status or other relevant information to supervisors on a regular 
basis.Coordinating the Work and Activities of Others: Supervises a program function of significant scope and impact. 
Supervises the preparation and maintenance of a variety of pertinent records and reports.Performing Administrative 
Activities: Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training. May act as the Administrative Services Officer or 
the Assistant Administrative Services Officer based on the complexity of the administrative services operation and the 
size of the agency. Plans programs to meet agency objectives. Performs a variety of general staff administrative duties to 
support program operations. Coordinates printing services, mail services, or stores and warehousing services for the 
agency. Conducts space planning and facility management to ensure environment, health, and safety standards are 
met.Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and 
reports in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on 
established guidelines.Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency 
objectives.Training and Teaching Others: Trains subordinate staff.Analyzing Data or Information: Interprets and enforces 
existing policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3307 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3308 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3309 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3310 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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073163 - ADMIN SERVICES ASSISTANT 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3311 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of increasingly responsible full-time professional staff administrative experience. Substitution 
of Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Two years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
classification often supervise professional and sub professional staff in accomplishing administrative services and related 
departmental functions. Certain assignments with no supervision of professional staff may be included in this class when 
the work performed is of considerable scope and complexity. This work involves considerable responsibility for 
developing, implementing and enforcing pertinent policies and procedures. This class differs from that of Admin Services 
Assistant 2 in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. This class differs from that of Admin Services Assistant 4 in that incumbents of the latter function with a 
higher degree of independence and have greater scope and impact in the areas of policy development, fiscal control, 
and personal contacts. This class differs from that of more specialized classes that perform administrative services 
related and analytic duties in that incumbents of the latter perform these duties within a specific, limited field and 
function as analytic specialists, rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies: Assists in developing policies and procedures for implementing new or modifying 
existing administrative services programs and activities. Monitoring and Controlling Resources: Prepares budgets for the 
agency. Reviews operating budgets to determine the agency's budgetary needs. Monitors the agency's purchase orders 
to ensure accuracy, completeness, and compliance. Conducts grant administration and monitoring to ensure compliance 
with grant requirements. Maintains appropriate records of agency inventory and property. Making Decisions and Solving 
Problems: Resolves problems according to agency policies and procedures. Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and the general public, persons in other state departments and 
divisions, officials, government representatives, and entities outside the organization in order to explain matters of 
procedure and regulation. Prepares and edits organizational publications for a variety of audiences. Guiding, Directing, 
and Motivating Subordinates: Writes job plans to ensure performance objectives are established. Conducts performance 
evaluations to provide feedback on employee performance. Supervises staff. Staffing Organizational Units: Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to program operations to 
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ensure their enforcement. Studies operations and services to make suggestions to management for improvements. 
Communicates project status or other relevant information to supervisors on a regular basis. Coordinating the Work and 
Activities of Others: Supervises a program function of significant scope and impact. Supervises the preparation and 
maintenance of a variety of pertinent records and reports. Performing Administrative Activities: Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. May act as the Administrative Services Officer or the Assistant Administrative 
Services Officer based on the complexity of the administrative services operation and the size of the agency. Plans 
programs to meet agency objectives. Performs a variety of general staff administrative duties to support program 
operations. Coordinates printing services, mail services, or stores and warehousing services for the agency. Conducts 
space planning and facility management to ensure environment, health, and safety standards are met. 
Documenting/Recording Information: Prepares records and reports to meet agency needs. Reviews records and reports 
in order to ensure accuracy, completeness, and adherence to standards. Maintains agency records based on established 
guidelines. Scheduling Work and Activities: Makes work assignments to staff in order to achieve agency objectives. 
Training and Teaching Others: Trains subordinate staff. Analyzing Data or Information: Interprets and enforces existing 
policies and methods. Analyzes pertinent policies and procedures to make recommendations for improvements. 
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements. Getting Information: Conducts research in one or more of the following areas to 
obtain relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Written Communications Career Ambition Composure Motivating Others 
Innovation Management Dealing with Ambiguity Decision Quality Listening Intellectual HorsepowerKnowledge: 
Administrative and Management Computers and Electronics Economics and Accounting Law and Government 
Mathematics Principles and Methods for Education and Training Principles and Procedures of Human Resources 
Providing Customer Service Skills: Active Learning and Listening Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Personnel Resources Mathematic Monitoring Negotiation Persuasion Problem Solving Reading 
Comprehension Service Orientation Social Perceptiveness Speaking Time Management Troubleshooting Writing 
Abilities: Deductive and Inductive Reasoning Oral Expression and Comprehension Problem Sensitivity Selective Attention 
Time Sharing Written Expression and Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
EquipmentOther Office Related Equipment as Required 
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024623 - ADMIN SERVICES ASSISTANT 3-NE 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1469 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  2385 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2386 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  2387 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  2388 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  2389 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2390 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2391 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2392 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
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independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2393 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2394 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2395 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2396 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2397 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2398 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2399 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  2400 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 



 TN Job Classification Specifications  
September 22, 2020 

and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2401 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2402 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2403 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2404 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2405 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2406 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2407 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
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Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2408 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  TBI (34800) 
Edison Template Job Opening ID:  2409 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2410 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2411 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 
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and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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073166 - ADMIN SERVICES ASSISTANT 4 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2412 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to four years of full-time increasingly responsible professional staff administrative work. Substitution of 
Experience for Education: Qualifying full-time increasingly responsible sub professional, paraprofessional, or 
professional experience may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. OR  Three years of increasingly responsible professional administrative services experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional staff administrative work of considerable difficulty and 
supervisory work of average difficulty in support of line operations; and performs related work as required. 
Distinguishing Features: This is the second supervisory class in the Admin Services Assistant sub-series. Incumbents in 
this class perform administrative duties with a high degree of independence. This work involves considerable 
participation in developing, implementing and evaluating policies and procedures having significant impact on a 
department as a whole or a segment of the public. Incumbents in this class often independently review and authorize 
the expenditure of large sums of money for services, property, supplies, and equipment. This work may include 
independently preparing a large and/or complex budget and controlling expenditures. Employees in this class also have 
a high degree of difficult personal contacts with officials, administrators, legal, technical and business professionals and 
the general public in explaining, interpreting, and enforcing pertinent laws, regulations, policies and procedures and 
resolving problems and issues encountered in work. This class differs from that of Admin Services Assistant 3 in that 
incumbents of the latter perform duties with less independence and with less scope and impact in the areas of policy 
development, fiscal control, and personal contacts. This class differs from that of Admin Services Assistant 5 in that 
incumbents of the latter independently perform very complex administrative services duties having broad scope and 
impact and often independently manage fiscal services and budgetary activities of greater size and complexity. This 
work involves more frequent personal contacts with high level officials in handling difficult negotiations, resolving 
problems, and making presentations to representative groups on pertinent administrative issues. This class differs from 
that of more specialized classes performing administrative services related and analytic duties in that incumbents of the 
latter perform these duties within a specific, limited field and function as analytic specialists rather than generalists. 
 
Work Activities: 
Developing Objectives and Strategies:    Independently develops policies and procedures for implementing new or 
modifying existing administrative services programs and activities. Communicating with Persons Outside Organization:    
Serves as a liaison between the agency and officials, administrators, legal, technical, and business professionals, and the 
general public in order to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    
Prepares and edits organizational publications for a variety of audiences. Making Decisions and Solving Problems:    
Handles negotiations to resolve problems or issues.    Resolves problems according to agency policies and procedures. 
Coordinating the Work and Activities of Others:    Supervises a program function such as fiscal services, budgeting, 
grants administration, contract management and administration, procurement, property administration, space planning 



 TN Job Classification Specifications  
September 22, 2020 

and management, personnel, stores, records management, mail, printing, public information, and general research with 
independent control over grants and/or contracts of significant complexity and monetary value.    Supervises the 
preparation and maintenance of a variety of pertinent records and reports. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, and other human resources actions. 
Monitoring and Controlling Resources:    Prepares budgets for the agency.    Conducts grant development, 
administration, and monitoring to ensure compliance with grant requirements.    Reviews, analyzes, and controls 
operating budgets of significant complexity.    Monitors the agency's purchase orders to ensure accuracy, completeness, 
and compliance.    Maintains appropriate records of agency inventory and property. Performing Administrative 
Activities:    Performs human resources administration in one or more of the following areas: employee relations, 
affirmative action, recruitment, employee development, and training.    Performs a variety of general staff 
administrative duties to support program operations.    May act as the Administrative Services Officer based on the 
complexity of the administrative services operation and the size of the agency.    Plans programs to meet agency 
objectives. Scheduling Work and Activities:    Makes work assignments to staff in order to achieve agency objectives. 
Interacting with Computers:    Utilizes appropriate computer programs to accomplish administrative activities. Training 
and Teaching Others:    Trains subordinate staff. Guiding, Directing, and Motivating Subordinates:    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff. Analyzing Data or Information:    Interprets and enforces existing policies and methods.    
Analyzes the organization, economy, efficiency, and quality of agency operations and services to make 
recommendations for improvements.    Analyzes pertinent policies and procedures to make recommendations for 
improvements. Documenting/Recording Information:    Reviews records and reports in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet agency needs.    Maintains agency 
records based on established guidelines. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
managerial directives to program operations to ensure their enforcement.    Studies operations and services to make 
suggestions to management for improvements.    Communicates project status or other relevant information to 
supervisors on a regular basis. Getting Information:    Conducts research in one or more of the following areas to obtain 
relevant information: fiscal, economic, non-technical legal, legislative, and publications. 
 
Competencies (KSA’s): 
Competencies:    Fairness to Direct Reports    Decision Quality    Technical Learning    Timely Decision Making    Dealing 
with Ambiguity    Customer Focus    Ethics and Values    Interpersonal Savvy    Integrity and Trust    Perspective    
PlanningKnowledge:    Administrative and Management    Computers and Electronics    Economics and Accounting    Law 
and Government    Mathematics    Principles and Methods for Education and Training    Principles and Procedures of 
Human Resources    Providing Customer Service    Sales and Marketing Skills:    Active Learning and Listening    Complex 
Problem Solving    Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    
Judgment and Decision Making    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Mathematic    Monitoring    Negotiation    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    
Writing Abilities:    Deductive and Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual 
Speed    Problem Sensitivity    Selective Attention    Time Sharing    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales EquipmentOther Office Related Equipment as Required 
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024624 - ADMIN SERVICES ASSISTANT 4-NE 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1470 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  2274 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  2275 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2276 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2277 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  General Services (32101) 
Edison Template Job Opening ID:  2278 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems,and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences.Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property.Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions.Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas:employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations.Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information:fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements.Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities.Training and Teaching Others: Trains 
subordinate staff.Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises 
staff.Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, 
completeness, and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency 
records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates: Communicates 
managerial directives to program operations to ensure their enforcement. Studies operations and services to make 
suggestions to management for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2279 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2280 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2281 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2282 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2283 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  2284 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  2285 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2286 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2287 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 



 TN Job Classification Specifications  
September 22, 2020 

administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Military (34101) 
Edison Template Job Opening ID:  2288 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2289 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2290 
 
Minimum Qualifications: 
Education and Experience:Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2291 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
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maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2292 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2293 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073164 - ADMIN SERVICES ASSISTANT 5 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2294 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience.  Substitution of Experience for Education: Qualifying full-time increasingly responsible sub professional, 
paraprofessional, or professional experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years.  Substitution of Education for Experience: Additional graduate coursework in public 
administration, business administration, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years.  OR   Four years of increasingly responsible professional administrative 
services experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional staff administrative work of considerable difficulty 
and supervisory work of average difficulty in support of line operations; and performs related work as required.  
Distinguishing Features: This is the third supervisory class in the Admin Services Assistant sub-series. Incumbents in this 
class independently perform complex administrative duties having broad scope and impact. This work frequently 
involves developing new and evaluating existing policies and procedures for managing administrative programs and 
activities, and directing fiscal services and budgetary operations involving large sums of money. Employees in this class 
have regular personal contacts with high level officials and administrators in explaining, interpreting and enforcing 
pertinent laws, regulations and policies, handling difficult negotiations, resolving issues and problems, and making 
presentations to various representative groups and the general public on administrative related matters. This work also 
involves independent responsibility or overall supervisory responsibility for important and complex operational, 
financial, personnel and/or technical records and reports for specific activities or operations in a large operational unit 
or small highly specialized technical unit. This class differs from that of Admin Services Assistant 4 in that incumbents of 
the latter supervise administrative services functions of less scope and impact and often administer fiscal services and 
budgetary activities of lesser monetary value and complexity. There are also less frequent difficult personal contacts 
with high level officials. This class differs from that of Admin Services Manager in that incumbents of the latter plan, 
organize and direct major portions of administrative services functions for the largest and most complex organizational 
units and have major impact on complex policy development, implementation and evaluation, financial and budgetary 
control, organization and staffing, and planning activities in their respective agencies. This class differs from that of more 
specialized classes that supervise administrative services related and analytic functions in that incumbents of the latter 
perform these duties within a specific, limited field and supervise specialized analytic rather than generalized 
operations. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolves problems according to agency policies and procedures. Handles 
negotiations to resolve problems or issues.Developing Objectives and Strategies: Independently develops policies and 
procedures for implementing new or modifying existing administrative services programs and activities. Assists top 
executives in developing, implementing, and enforcing major policies and procedures affecting an agency as a whole or 
a significant segment of the public.Coordinating the Work and Activities of Others: Supervises the preparation and 
maintenance of a variety of pertinent complex operational, financial, personnel, and/or technical records and reports. 
Manages a program function such as fiscal services, budgeting, grants administration, contract management and 
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administration, procurement, property administration, space planning and management, personnel, stores, records 
management, mail, printing, public information, information systems, and general research with independent control 
over grants and/or contracts of very significant complexity and monetary value.Communicating with Persons Outside 
Organization: Serves as a liaison between the agency and persons of substantially high rank in order to explain, 
interpret, and enforce pertinent laws, regulations, policies, and procedures. Makes presentations to representative 
groups and the general public to inform them on administrative matters. Prepares and edits organizational publications 
for a variety of audiences. Monitoring and Controlling Resources: Prepares budgets for the agency. Reviews, analyzes, 
and controls operating budgets of significant complexity. Conducts grant development, administration, and monitoring 
to ensure compliance with grant requirements. Monitors the agency’s purchase orders to ensure accuracy, 
completeness, and compliance. Maintains appropriate records of agency inventory and property. Staffing Organizational 
Units: Makes recommendations on staff employment, retention, promotion, demotion, and other human resources 
actions. Performing Administrative Activities: Acts as the Administrative Services Officer in a small department with very 
complex and varied administrative services, a small mental health facility, or a large operating unit. Performs human 
resources administration in one or more of the following areas: employee relations, affirmative action, recruitment, 
employee development, and training. Plans programs to meet agency objectives. Performs a variety of general staff 
administrative duties to support program operations. Getting Information: Conducts research in one or more of the 
following areas to obtain relevant information: fiscal, economic, non-technical legal, legislative, and 
publications.Analyzing Data or Information: Analyzes pertinent policies and procedures to make recommendations for 
improvements. Interprets and enforces existing policies and methods. Analyzes the organization, economy, efficiency, 
and quality of agency operations and services to make recommendations for improvements. Scheduling Work and 
Activities: Makes work assignments to staff in order to achieve agency objectives.Interacting with Computers: Utilizes 
appropriate computer programs to accomplish administrative activities. Training and Teaching Others: Trains 
subordinate staff. Guiding, Directing, and Motivating Subordinates: Writes job plans to ensure performance objectives 
are established. Conducts performance evaluations to provide feedback on employee performance. Supervises staff. 
Documenting/Recording Information: Reviews records, reports, and research in order to ensure accuracy, completeness, 
and adherence to standards. Prepares records and reports to meet agency needs. Maintains agency records based on 
established guidelines. Communicating with Supervisors, Peers, or Subordinates: Communicates managerial directives to 
program operations to ensure their enforcement. Studies operations and services to make suggestions to management 
for improvements. Communicates project status or other relevant information. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Dealing with Ambiguity Technical Learning Integrity 
and Trust Total Work Systems Conflict Management Timely Decision Making Organizational Agility Action 
OrientedKnowledge: Administrative and Management Communications and Media Computers and Electronics 
Economics and Accounting Law and Government Mathematics Principles and Methods for Education and Training 
Principles and Procedures of Human Resources Providing Customer Service Public Safety and Security Sales and 
MarketingSkills: Active Learning and Listening Complex Problem Solving Coordination of Administrative Activities Critical 
Thinking Equipment Maintenance Instructing Judgment and Decision Making Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Mathematic Monitoring Negotiation 
Persuasion Reading Comprehension Service Orientation Social Perceptiveness Speaking Systems Analysis Time 
Management Troubleshooting WritingAbilities: Deductive and Inductive Reasoning Oral Expression and Comprehension 
Originality Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Visualization Written Expression and 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Microfiche Microfilm Fax Machine Printer Scanner Copy Machine Calculator Retail Sales 
Equipment Other Office Related Equipment as Required 
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073181 - ADMIN SERVICES DIRECTOR 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2427 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
average difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a full 
range of administrative staff support services for an operating department having a complex administrative services 
organization of moderate size. Typically an employee directs functions including: budget and finance, data processing, 
general services, personnel, records management, staff research and analysis, staff support services, and other related 
functions as assigned. This class differs from that of Admin Services Director 2 in that an incumbent of the latter directs 
administrative services of a large department with greater complexity and has significantly higher responsibility for 
supervision. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations such as may include administrative analysis, 
budget, finance, and related analysis and administration, clerical support services, information systems, mail and 
messenger service, personnel, physical plant maintenance, property and procurement, publications and duplication, 
records management, staff research and analysis, and related support functions.2. Supervises and participates in the 
study of administrative services policy and procedure and develops recommendations for improvements of same; 
coordinates and enforces administrative services policy and procedure within the assigned department.3. Develops, 
submits, and administers the administrative services budget; participates in the development of the departmental 
budget and assists operating units in adhering to same and solving problems relating to budget and finance; supervises 
and participates in the study of operations and services and makes recommendations intended to effect improvements 
in economy, efficiency, and quality of operations and services.4. Has considerable responsibility for continuing personal 
contacts with employees, representatives of organizations and groups, other departments, officials, and other entities 
involving discussion, explanation, and interpretation of policies, rules, and regulations; handles difficult personal 
relations.5. Has overall supervisory responsibility for important operational financial, personnel, and related 
administrative services support records and reports for the assigned department.6. Assigns, trains, supervises, and 
evaluates subordinate professional and sub-professional staff and their work; makes recommendations and decisions on 
human resources actions such as employment, promotion, demotion, transfer, retention, and increases for exceptional 
performance. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073181 - ADMIN SERVICES DIRECTOR 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2428 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
average difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a full 
range of administrative staff support services for an operating department having a complex administrative services 
organization of moderate size. Typically an employee directs functions including: budget and finance, data processing, 
general services, personnel, records management, staff research and analysis, staff support services, and other related 
functions as assigned. This class differs from that of Admin Services Director 2 in that an incumbent of the latter directs 
administrative services of a large department with greater complexity and has significantly higher responsibility for 
supervision. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations such as may include administrative analysis, 
budget, finance, and related analysis and administration, clerical support services, information systems, mail and 
messenger service, personnel, physical plant maintenance, property and procurement, publications and duplication, 
records management, staff research and analysis, and related support functions.2. Supervises and participates in the 
study of administrative services policy and procedure and develops recommendations for improvements of same; 
coordinates and enforces administrative services policy and procedure within the assigned department.3. Develops, 
submits, and administers the administrative services budget; participates in the development of the departmental 
budget and assists operating units in adhering to same and solving problems relating to budget and finance; supervises 
and participates in the study of operations and services and makes recommendations intended to effect improvements 
in economy, efficiency, and quality of operations and services.4. Has considerable responsibility for continuing personal 
contacts with employees, representatives of organizations and groups, other departments, officials, and other entities 
involving discussion, explanation, and interpretation of policies, rules, and regulations; handles difficult personal 
relations.5. Has overall supervisory responsibility for important operational financial, personnel, and related 
administrative services support records and reports for the assigned department.6. Assigns, trains, supervises, and 
evaluates subordinate professional and sub-professional staff and their work; makes recommendations and decisions on 
human resources actions such as employment, promotion, demotion, transfer, retention, and increases for exceptional 
performance. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073182 - ADMIN SERVICES DIRECTOR 2 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  2429 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs 
a full range of administrative staff support services for an operating department having the most complex of 
administrative services and the largest numbers of staff assigned. This class differs from that of Admin Services Director 
1 in that an incumbent of the latter directs an administrative services organization of lesser size and complexity. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations for a department having the most complex 
of administrative services staffs; functions directed include administrative analysis, budget, finance and related analysis 
and administration, clerical support services, information systems, mail and messenger service, personnel, physical plant 
maintenance, property and procurement, publications and duplicating, records management, staff research and 
analysis, statistical analysis, and related support functions.2. Through subordinate supervisory staff, assigns, trains, 
supervises, and evaluates the largest of administrative services staffs; makes recommendations and decisions on 
important human resources actions such as may pertain to employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance; assists operating unit managers with very difficult problems in supervision and 
management.3. Directs the development, interpretation, and enforcement of administrative services policy and 
procedure and assists in the development of overall administrative policy and methods for the department.4. Develops, 
submits, and administers administrative services budget; coordinates the development of the departmental budget and 
its ongoing monitoring and use; supervises the study of operations and services and makes recommendations intended 
to effect improvements in economy, efficiency and quality of operations and services.5. Has considerable responsibility 
for continuing personal contacts with employees, representatives of organizations and groups, other departments, 
officials, and other entities involving discussion, explanation, and interpretation of policies, rules, and regulations; 
handles very difficult interpersonal relations.6. Has overall supervisory responsibility for important operational, 
financial, personnel, and related administrative services support records and reports for the assigned department. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073182 - ADMIN SERVICES DIRECTOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2430 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs 
a full range of administrative staff support services for an operating department having the most complex of 
administrative services and the largest numbers of staff assigned. This class differs from that of Admin Services Director 
1 in that an incumbent of the latter directs an administrative services organization of lesser size and complexity. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations for a department having the most complex 
of administrative services staffs; functions directed include administrative analysis, budget, finance and related analysis 
and administration, clerical support services, information systems, mail and messenger service, personnel, physical plant 
maintenance, property and procurement, publications and duplicating, records management, staff research and 
analysis, statistical analysis, and related support functions.2. Through subordinate supervisory staff, assigns, trains, 
supervises, and evaluates the largest of administrative services staffs; makes recommendations and decisions on 
important human resources actions such as may pertain to employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance; assists operating unit managers with very difficult problems in supervision and 
management.3. Directs the development, interpretation, and enforcement of administrative services policy and 
procedure and assists in the development of overall administrative policy and methods for the department.4. Develops, 
submits, and administers administrative services budget; coordinates the development of the departmental budget and 
its ongoing monitoring and use; supervises the study of operations and services and makes recommendations intended 
to effect improvements in economy, efficiency and quality of operations and services.5. Has considerable responsibility 
for continuing personal contacts with employees, representatives of organizations and groups, other departments, 
officials, and other entities involving discussion, explanation, and interpretation of policies, rules, and regulations; 
handles very difficult interpersonal relations.6. Has overall supervisory responsibility for important operational, 
financial, personnel, and related administrative services support records and reports for the assigned department. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073182 - ADMIN SERVICES DIRECTOR 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2431 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs 
a full range of administrative staff support services for an operating department having the most complex of 
administrative services and the largest numbers of staff assigned. This class differs from that of Admin Services Director 
1 in that an incumbent of the latter directs an administrative services organization of lesser size and complexity. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations for a department having the most complex 
of administrative services staffs; functions directed include administrative analysis, budget, finance and related analysis 
and administration, clerical support services, information systems, mail and messenger service, personnel, physical plant 
maintenance, property and procurement, publications and duplicating, records management, staff research and 
analysis, statistical analysis, and related support functions.2. Through subordinate supervisory staff, assigns, trains, 
supervises, and evaluates the largest of administrative services staffs; makes recommendations and decisions on 
important human resources actions such as may pertain to employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance; assists operating unit managers with very difficult problems in supervision and 
management.3. Directs the development, interpretation, and enforcement of administrative services policy and 
procedure and assists in the development of overall administrative policy and methods for the department.4. Develops, 
submits, and administers administrative services budget; coordinates the development of the departmental budget and 
its ongoing monitoring and use; supervises the study of operations and services and makes recommendations intended 
to effect improvements in economy, efficiency and quality of operations and services.5. Has considerable responsibility 
for continuing personal contacts with employees, representatives of organizations and groups, other departments, 
officials, and other entities involving discussion, explanation, and interpretation of policies, rules, and regulations; 
handles very difficult interpersonal relations.6. Has overall supervisory responsibility for important operational, 
financial, personnel, and related administrative services support records and reports for the assigned department. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073182 - ADMIN SERVICES DIRECTOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2432 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative services managerial and supervisory work of 
considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs 
a full range of administrative staff support services for an operating department having the most complex of 
administrative services and the largest numbers of staff assigned. This class differs from that of Admin Services Director 
1 in that an incumbent of the latter directs an administrative services organization of lesser size and complexity. 
 
Work Activities: 
1. Directs a full range of administrative services in support of line operations for a department having the most complex 
of administrative services staffs; functions directed include administrative analysis, budget, finance and related analysis 
and administration, clerical support services, information systems, mail and messenger service, personnel, physical plant 
maintenance, property and procurement, publications and duplicating, records management, staff research and 
analysis, statistical analysis, and related support functions.2. Through subordinate supervisory staff, assigns, trains, 
supervises, and evaluates the largest of administrative services staffs; makes recommendations and decisions on 
important human resources actions such as may pertain to employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance; assists operating unit managers with very difficult problems in supervision and 
management.3. Directs the development, interpretation, and enforcement of administrative services policy and 
procedure and assists in the development of overall administrative policy and methods for the department.4. Develops, 
submits, and administers administrative services budget; coordinates the development of the departmental budget and 
its ongoing monitoring and use; supervises the study of operations and services and makes recommendations intended 
to effect improvements in economy, efficiency and quality of operations and services.5. Has considerable responsibility 
for continuing personal contacts with employees, representatives of organizations and groups, other departments, 
officials, and other entities involving discussion, explanation, and interpretation of policies, rules, and regulations; 
handles very difficult interpersonal relations.6. Has overall supervisory responsibility for important operational, 
financial, personnel, and related administrative services support records and reports for the assigned department. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2339 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2340 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2341 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  2342 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 



 TN Job Classification Specifications  
September 22, 2020 

development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2343 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  2344 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2345 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2346 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2347 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2348 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2349 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2350 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2351 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2352 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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073165 - ADMIN SERVICES MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2353 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
experience including at least, one year of supervisory experience. Substitution of Experience for Education: Qualifying 
full-time increasingly responsible sub professional, paraprofessional, or professional experience may be substituted for 
the required education on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in public administration, business administration, or other acceptable field may be 
substituted for the required non specialized experience on a year-for-year basis, to a maximum of two years. OR  Five or 
more years of increasingly responsible professional administrative services experience with the State of Tennessee 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required.Distinguishing Features: This is the highest 
class in the Admin Services Assistant sub-series. An employee in this class directs a very large professional and sub 
professional staff support unit or acts as full deputy to an Assistant Commissioner with the most significant management 
responsibility. Employees in this class have major impact on complex policy development, implementation and 
evaluation, financial and budgetary control, organization and staffing, and planning activities in their respective 
agencies. This class differs from that of Admin Services Assistant 5 in that incumbents of the latter perform work of 
lesser responsibility, scope, and impact. This class differs from that of more specialized classes that direct administrative 
services related and analytic functions in that incumbents of the latter perform these duties within a specific, limited 
field and direct specialized analytic rather than generalized operations. 
 
Work Activities: 
 Coordinating the Work and Activities of Others:    Manages a program function such as fiscal services, budgeting, grants 
administration, contract management and administration, procurement, property administration, space planning and 
management, personnel, stores, records management, mail, printing, public information, information systems,  and 
general research with independent control over grants and/or contracts of very significant complexity and monetary 
value.    Supervises the preparation and maintenance of a variety of pertinent complex operational, financial, personnel, 
and/or technical records and reports.    Directs the analysis of the organization, economy, efficiency, and quality of 
agency operations and services to make recommendations for improvements.Monitoring and Controlling Resources:    
Prepares budgets for the agency.    Reviews, analyzes, and controls operating budgets of significant complexity.    
Conducts grant development, administration, and monitoring to ensure compliance with grant requirements.    Monitors 
the agency's purchase orders to ensure accuracy, completeness, and compliance.Developing Objectives and Strategies:    
Independently develops policies and procedures for implementing new or modifying existing administrative services 
programs and activities.    Assists top executives in developing, implementing, and enforcing major policies and 
procedures affecting an agency as a whole or a significant segment of the public.Performing Administrative Activities:    
Directs the performance of a variety of general staff administrative duties to support program operations in a large and 
complex operating department.    Plans programs to meet agency objectives.    Performs human resources 
administration in one or more of the following areas:  employee relations, affirmative action, recruitment, employee 
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development, and training.Making Decisions and Solving Problems:    Handles very difficult negotiations to resolve 
complex problems or issues.    Interprets pertinent policies and procedures to resolve problems.Communicating with 
Persons Outside Organization:    Serves as a liaison between the agency and persons of substantially high rank in order 
to explain, interpret, and enforce pertinent laws, regulations, policies, and procedures.    Prepares and edits 
organizational publications for a variety of audiences.    Makes presentations to representative groups and the general 
public to inform them on administrative matters.Staffing Organizational Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.Documenting/Recording 
Information:    Prepares records and reports of a difficult nature requiring considerable staff knowledge and expertise.    
Reviews records, reports, and research in order to ensure accuracy, completeness, and adherence to standards.    
Maintains agency records based on established guidelines.Communicating with Supervisors, Peers, or Subordinates:    
Communicates managerial directives to program operations to ensure their enforcement.    Communicates project 
status or other relevant information to top executives on a regular basis.    Studies operations and services to make 
suggestions to management for improvements.Analyzing Data or Information:    Interprets and enforces existing policies 
and methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.    Analyzes the 
organization, economy, efficiency, and quality of agency operations and services to make recommendations for 
improvements.Guiding, Directing, and Motivating Subordinates:    Supervises supervisory staff.    Writes job plans to 
ensure performance objectives are established.    Conducts performance evaluations to provide feedback on employee 
performance.Getting Information:    Conducts research in one or more of the following areas to obtain relevant 
information: fiscal, economic, non-technical legal, legislative, and publications.Scheduling Work and Activities:    Makes 
work assignments to staff in order to achieve agency objectives.Interacting with Computers:    Utilizes appropriate 
computer programs to accomplish administrative activities.Training and Teaching Others:    Trains subordinate staff. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Priority Setting    Dealing with Paradox    Listening    
Technical Learning    Presentation Skills    Command Competencies    Standing Alone    Ethics and ValuesKnowledge:    
Administrative and Management    Communications and Media    Computers and Electronics    Economics and 
Accounting    English Language    Law and Government    Mathematics    Principles and Methods for Education and 
Training    Principles and Procedures of Human Resources    Providing Customer Service    Public Safety and Security    
Sales and MarketingSkills:    Active Learning and Listening    Complex Negotiation    Complex Problem Solving    
Coordination of Administrative Activities    Critical Thinking    Equipment Maintenance    Instructing    Judgment and 
Decision Making    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Mathematic    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Time Management    Troubleshooting    WritingAbilities:    Deductive and 
Inductive Reasoning    Oral Expression and Comprehension    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Expression and Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Other Office Related Equipment as Required 
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093884 - AERIAL PHOTO LAB SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4567 
 
Minimum Qualifications: 
.Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to substantial (five or more years of) full-time photographic laboratory work. 
Substitution of Education for Experience: None. Substitution of Experience for Education: Qualifying full-time 
photographic laboratory work may be substituted for the required education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Maintain correctable 20/20 vision and color vision. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs supervisory photographic laboratory technical work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class supervises the aerial 
surveys and aerial photographic laboratory units. This class differs from Aerial Photo Lab Technician 2 in that an 
incumbent of the latter performs work of lesser scope and complexity.  
 
Work Activities: 
Getting Information:  Acquires aerial digital photographic imagery using large-format digital camera as requested by 
internal and external business partners as needed. Operates computer systems during flight to obtain real-time airborne 
GPS data to ensure accurate positioning information for acquired images as needed. Collects geospatial data, using 
technologies such as aerial photography, light and radio wave detection systems, or digital satellites to acquire all 
project-related information as needed. Receives job assignments via electronic or in-person communication. Judging the 
Qualities of Things, Services, or People:  Assesses the performance of assigned subordinates and needs of the 
department to make decisions and recommendations including promotion, demotion, transfer and retention. 
Determines which images are acceptable for use and which ones need to be re-taken based on professional experience 
and judgment. Assesses flight path and elevation visually to ensure images are captured accurately during flight as 
needed. Judges the quality of vendor response to requests for service and information in order to make informed 
decisions regarding future selections and contractual relationships. Judges the quality of work of subordinates to 
facilitate learning and development and assess need for additional training. Evaluates imagery visually for errors and 
quality issues to ensure accurate and complete information is acquired. Evaluating Information to Determine 
Compliance with Standards:  Evaluates image data visually and using camera-specific software to ensure compliance 
with project needs and standards. Evaluates exterior orientations to ensure compliance with project specifications and 
standards. Coaching and Developing Others:  Oversees and assists in the training of other employees in the use of 
relevant equipment and procedures for image and data acquisition and processing. Mentors less-experienced co-
workers in departmental policies and procedures to ensure successful performance. Provide Consultation and Advice to 
Others:  Answers technical questions for subordinates, peers, supervisors, consultants, or contractors to clarify project 
information, engineering solutions, and departmental rules, regulations, guidelines, processes, and procedures. 
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Leads others in determining time, server 
space, and computation resources needed to complete projects. Making Decisions and Solving Problems:  Leads in 
responding appropriately to errors, such as troubleshooting technical and/or software malfunctions. Makes decision as 
to best location to attempt to acquire images based on in-flight conditions as needed. Makes decision to re-fly flight 
paths as needed to obtain higher quality images as needed. Resolves problems encountered by subordinates during 
daily work activities, such as equipment failures, staffing conflicts, and scheduling problems. Makes complex decisions 
related to the management of program operations, activities, and performance. Assesses the availability of aircraft and 
pilots to ensure adequate time and resources needed to complete projects. Researches, recommends, and selects new 
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software or equipment to improve technical processes and capabilities. Utilizes search engines and departmental 
resources to find solutions to problems as they arise or to improve business processes. Thinking Creatively:  Assists in 
developing specialized computer software routines to customize and integrate image analysis. Retouches digital images 
using digital photography software to correct defects as needed. Develops and implements process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy. Conducts brainstorming sessions to 
develop process streamlining initiatives and improve business practices. Develops spreadsheets, presentations, forms, 
form letters, memos, database queries, logs, and other systems as required to facilitate accurate data gathering, 
tracking, training, and dissemination. Identifying Objects, Actions, and Events:  Identifies the cause of errors, problems, 
or defects relating to software, camera equipment, or procedural steps. Identifies new and innovative products, 
equipment, procedures, and processes to improve operations. Identifies potential survey control points using source 
maps, photographs, previous survey data, and computer records and provides information to ground survey team as 
needed. Examines ortho mosaics for defects, such as blooms, warps, spots, shifts, or blurs for repair and to ensure 
quality as needed. Analyzes aerial photographs and other resources to detect and interpret significant industrial, 
resource, or topographical data as needed. Repairing and Maintaining Electronic Equipment:  Performs aerial 
triangulation using GPS post-processing software for calibration of camera and to ensure accurate position information 
as needed. Trains others to perform minor repairs on camera hardware to restore proper functioning as needed. 
Updates camera and computer software as needed and available to improve business processes. Maintains records of 
maintenance contracts for necessary software and equipment. Guiding, Directing, and Motivating Subordinates:  
Generates S.M.A.R.T. goals for assigned subordinates to facilitate the performance management process. Provides 
feedback during the performance evaluation cycle to address subordinate performance. Provides motivation through 
positive reinforcement to promote a productive and efficient work environment. Staffing Organizational Units:  
Conducts and/or participates in job interviews to select most qualified candidate. Identifies advancement opportunities 
for subordinates within assigned area. Interpreting the Meaning of Information for Others:  Explains business processes, 
procedures, and standards to subordinates as needed to ensure effective training. Interprets technical information and 
verbiage to management, peers, subordinates, and internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance. Assisting and Caring for Others:  Responds appropriately during 
emergencies as required. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Supervises and 
assists in the creation of training materials and procedure manuals to facilitate transfer of knowledge. Scheduling Work 
and Activities:  Schedules workload of self and others to ensure timely processing and account for current workload. 
Developing Objectives and Strategies:  Develops strategies and objectives for assigned program areas to enhance 
performance and improve organizational efficiency. Monitor Processes, Materials, or Surroundings:  Monitors employee 
work product to identify efficiencies and inform performance evaluations. Monitors performance of camera and 
computers in flight visually to ensure proper functioning of all necessary equipment as needed. Monitors progress of 
ongoing projects to ensure deadlines are met. Monitors weather forecasts and current conditions to determine whether 
a flight mission is feasible. Monitors the work environment to ensure policy compliance and risks are minimized. 
Monitors personal workstation and network servers to ensure proper operation and functioning of all systems. Monitors 
employee attendance to ensure all leave and attendance is processed accurately and approved in the database each pay 
period. Monitors the archiving of completed projects and the removing of archived projects from active storage ensure 
effective utilization of storage resources. Monitors the progress of image downloads to ensure download is completed 
as needed. Processing Information:  Performs color balancing using camera-specific software to ensure uniformity of 
appearance as needed. Oversees the extraction of GPS data for exterior orientations using GPS post-processing software 
to create data correlated with acquired images. Calculates latitudes, longitudes, angles, areas, or other information for 
mapmaking, using survey field notes or reference tables as needed. Supervises the identification and compilation of 
database information to create maps and extract tabular data in response to requests. Compares topographical features 
with images from aerial photographs, old maps, or other reference materials to verify the accuracy of their 
identification. Trims, aligns, and joins images to form photographic mosaics, maintaining scaled distances between 
reference points. Supervises the production or updating of overlay maps to show information boundaries on various 
base maps or at different scales. Creates image pyramids using photogrammetry software to facilitate faster image 
display and refresh rate as needed. Documenting/Recording Information:  Continually documents the performance of 
assigned subordinates to ensure accurate and unbiased performance evaluations. Stores completed images and exterior 
orientations in appropriate storage location, such as servers, external hard drives, or FTP sites for accessibility to internal 
and external business partners as needed. Supervises the backup of camera raw information for archiving and retrieval. 
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Supervises the design and development of information databases that include geographic or topographic data for 
recordkeeping purposes. Oversees electronic records of accepted imagery from flights, flight paths, and progress of 
ongoing projects. Oversees the digitizing of analog archival film using optical scanning equipment to store historical 
images and data. Records necessary in-flight information such as take-off time, landing time, sun angle time, camera 
malfunctions, and weather conditions on paper to ensure accurate documentation as needed. Interacting With 
Computers:  Initiates download of data to server using electronic equipment as needed. Uses appropriate database 
tracking software specific to the state and agency as required. Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs, and search engines. Selects and print required digital images using computer software according 
to project specifications as needed. Performing General Physical Activities:  Crouches, stoops, and crawls under aircraft 
to maintain camera lens cap and glass as needed. Climbs into aircraft and take position in camera operator seat to 
prepare for flight as needed. Moves about inside aircraft during flight to operate equipment as required. Organizing, 
Planning, and Prioritizing Work:  Incorporates last minute and unscheduled tasks into current workload to ensure timely 
and accurate completion of work. Organizes and prioritizes workload of self and others using calendars, lists, and other 
facilitators to ensure timely and accurate completion of work. Assigns the planning or development of mapping projects. 
Analyzing Data or Information:  Oversees the creation of lists of images broken down by county for metadata to meet 
delivery requirements. Lays out and matches aerial photographs in sequences in which they were taken and identifies 
any areas missing from photographs to ensure complete acquisition of images. Reviews the information contained in 
flight logs and other software-generated reports to assess quality and efficiency. Resolving Conflicts and Negotiating 
with Others:  Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive 
work environment. Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance. Reports internal and external conflicts, complaints, and other issues to assigned 
supervisor or appropriate reporting authority as required. Coordinating the Work and Activities of Others:  Coordinates 
with upper management, peers, and subordinates to facilitate equitable workload dissemination. Coordinates with 
pilots regarding potential flight days using phone, e-mail, or in person as needed. Coordinates with mechanics regarding 
maintenance schedules for aircraft and camera equipment, and transportation for camera equipment. Communicating 
with Persons Outside Organization:  Contacts vendors and other departments or divisions to obtain or provide required 
information, correct errors, and/or for clarification purposes. Present information about projects and processes at 
industry conferences or users groups to educate others about available techniques and capabilities as required. Provides 
remote sensing data to state and federal departments and agencies for use in addressing environmental issues, such as 
surface water modeling. Establishing and Maintaining Interpersonal Relationships:  Maintains professional working 
relationships with subordinates, peers, and upper management to ensure smooth and effective team operations. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort. Developing and Building Teams:  Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Encourages subordinates to pursue career 
development opportunities as a means of improving team performance. Handling and Moving Objects:  Transfers 
mobile storage device to and from workplace and aircraft, including using rolling cart as needed. Assists hangar 
mechanics in the disassembly and packing of camera and equipment for transport as needed. Communicating with 
Supervisors, Peers, or Subordinates:  Leads consultations with remote sensing technicians, surveyors, cartographers, or 
engineers to determine project needs. Communicates work-related information to subordinates, peers, and supervisors 
to facilitate teamwork and coordinate effort. Receives notification from subordinates that projects have been 
completed and distributes project information as needed. Receives completed flight log regarding acquisition 
information from appropriate personnel to ensure accurate and complete documentation of work activities. Receives 
information from personnel of any canceled flights and reason(s) for cancelation for documentation purposes. 
Performing Administrative Activities:  Approves travel, time and attendance, training, and other related requests 
submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Responds to emails, phone calls, and other correspondence as required. Logs 
personal time worked, projects worked, and leave taken on department-specific forms and in appropriate databases as 
required. Updating and Using Relevant Knowledge:  Periodically reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure 
they are knowledgeable on the latest systems. Attends in-service training as required, and additional industry 
conferences, to ensure continual learning and current knowledge of the field. Attends agency-specific training as 
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required to ensure compliance with departmental, state, and federal laws and guidelines. Arranges and attends vendor-
provided training as needed to keep up-to-date on latest technology and best practices.    
 
Competencies (KSA’s): 
Competencies:  Peer Relationships Process Management Confronting Direct Reports Directing Others 
Functional/Technical Competency Drive for Results Organizational Agility Building Effective Teams Approachability 
Decision Quality Knowledge:  Advanced knowledge of Computers and Electronics Advanced knowledge of Geography 
Intermediate knowledge of Engineering and Technology Clerical knowledge Knowledge of Mathematics Knowledge of 
Mechanics Intermediate knowledge of Communications and Media Basic knowledge of Administration and Management 
Basic knowledge of Personnel and Human Resources Skills:  Active Learning Active Listening Critical Thinking 
Mathematics Monitoring Reading Comprehension Science Speaking Writing Advanced Coordination Instructing Complex 
Problem Solving Equipment Maintenance Installation Operation Monitoring Operations Analysis Quality Control Analysis 
Repairing Troubleshooting Advanced Judgment and Decision Making Systems Analysis Management of Material 
Resources Management of Personnel Resources Advanced Time Management Abilities:  Deductive Reasoning Fluency of 
Ideas Information Ordering Oral Comprehension Originality Perceptual Speed Spatial Orientation Time Sharing 
Visualization Written Comprehension Written Expression Arm-Hand Steadiness Finger Dexterity Auditory Attention 
Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
  Personal Computer, and Computer Servers Telephone Fax Machine Printer Digital Aerial Camera Basic hand tools for 
maintenance, repairs, and linear measurement Basic computer applications, such as word processing, spreadsheet, 
presentation, database, and email programs Various software, including but not limited to, GPS, Design, Database, 
Analytics, Graphics and Photo Imaging, Desktop Publishing, Compression, Conversion, and Map Creation Various 
plotters, including analytical, large-format, and color inkjet Photogrammetric Scanners Data Multimeter/Voltmeter 
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093862 - AERIAL PHOTO LAB TECHNICIAN 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4612 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of increasingly responsible full-time aerial photographic laboratory work; qualifying full-time aerial 
photographic laboratory experience may be substituted for the required education on a year-for-year basis 
 
Other Requirements: 
Necessary Special Qualifications: Correctable 20/20 vision and color vision. Must be able to lift 50 pounds to shoulder 
level.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs aerial photographic laboratory work of average difficulty; and performs 
related work as required.Distinguishing Features: ,This is the working level class in the Aerial Photo Lab Technician sub-
series. An employee in this class performs a variety of aerial photographic laboratory work such as final quality control 
and editing photographic end products. This class is flexibly staffed with and differs from Aerial Photo Lab Technician 1, 
in that an incumbent of the latter performs aerial photographic laboratory duties of lesser scope and complexity. This 
class differs from Aerial Photo Lab Supervisor in that an incumbent of the latter supervises subordinate aerial 
photographic laboratory staff. . 
 
Work Activities: 
1. Performs editing and final quality control of photographic end products by inspecting finished products and 
recommends corrections and readjusts equipment if necessary.2. Operates optical equipment and densitometers to 
program exposure, color balance, measure photographic definition and correct deficiencies such as density, color 
balance, contrast, resolution, edge sharpness, and dimensional accuracy if necessary; constructs and interprets color 
and black and white D Log E Sensitometric curves.3. Mixes chemical solutions, performs chemical analysis of solutions 
for certification, exercises chemical control of chemical solutions and makes corrective additions.4. Operates color and 
black and white film and paper processing machines.5. Operates photographic electronic and manual contact printers, 
small and large vacuum contact printing frames with timer-lighting systems, enlargers, Precision Horizontal Enlarger, 
cameras and cartographic copy camera to make high resolution, dimensionally accurate reproductions from 
photographic negatives, positives and originals.6. Opaque and strips negatives as required for printing.7. Constructs 
uncontrolled mosaics; assists in training employees of lower classification in the operation of equipment and 
photographic color and black and white theory and techniques. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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093880 - AERIAL PHOTOGRAPHER 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4558 
 
Minimum Qualifications: 
 Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full-time aerial photographic work. Substitution of Experience for Education: Qualifying full-time aerial 
photographic or photographic laboratory experience may be substituted for the required education on a year-for-year 
basis.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs aerial photographic work of average difficulty; and performs related 
work as required. Distinguishing Features: ,This is the working level class in the Aerial Photography sub-series. An 
employee in this class takes aerial photographs for use in road planning and other survey needs. This class is flexibly 
staffed with and differs from that of an Aerial Photographer 1, in that an incumbent of the latter functions at the entry 
level. This class differs from that of an Aerial Photographer 3 in that an incumbent of the latter is responsible for 
performing aerial photographic work of considerable difficulty and leading others in aerial photographic work.  
 
Work Activities: 
Getting Information:  Acquires aerial digital photographic imagery using large-format digital camera as requested by 
internal and external business partners. Operates computer systems during flight to obtain real-time airborne GPS data 
to ensure accurate positioning information for acquired images. Collects geospatial data, using technologies such as 
aerial photography, light and radio wave detection systems, or digital satellites to acquire all project-related 
information. Receives job assignments via electronic or in-person communication. Repairing and Maintaining Electronic 
Equipment:  Learns to perform aerial triangulation using GPS post-processing software for calibration of camera and to 
ensure accurate position information. Performs minor repairs on camera hardware to restore proper functioning as 
needed. Tests camera equipment and software using manufacturer-specified procedures to ensure proper functioning. 
Updates camera and computer software as needed and available to improve business processes. Evaluating Information 
to Determine Compliance with Standards:  Evaluates image data visually and using camera-specific software to ensure 
compliance with project needs and standards. Evaluates exterior orientations to ensure compliance with project 
specifications and standards. Coaching and Developing Others:  Trains other employees in the use of relevant 
equipment and procedures for image and data acquisition and processing as needed. Thinking Creatively:  Assists in 
developing specialized computer software routines to customize and integrate image analysis. Learns to retouch digital 
images using digital photography software to correct defects. Processing Information:  Learns to perform color balancing 
using camera-specific software to ensure uniformity of appearance. Learns to extract GPS data for exterior orientations 
using GPS post-processing software to create data correlated with acquired images. Learns to process data from camera 
raw to evaluation stage imagery using camera-specific software to facilitate image evaluation. Calculates latitudes, 
longitudes, angles, areas, or other information for mapmaking, using survey field notes or reference tables. Learns to 
compute and measure scaled distances between reference points to establish relative positions of adjoining images 
Identifies and compiles database information to create maps and extract tabular data in response to requests. Learns to 
trim, align, and join images to form photographic mosaics, maintaining scaled distances between reference points. 
Learns to produce or update overlay maps to show information boundaries on various base maps or at different scales. 
Compares topographical features with images from aerial photographs, old maps, or other reference materials to verify 
the accuracy of their identification. Creates image pyramids using photogrammetry software to facilitate faster image 
display and refresh rate as needed. Making Decisions and Solving Problems:  Makes decision as to best location to 
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attempt to acquire images based on in-flight conditions. Makes decision to re-fly flight paths as needed to obtain higher 
quality images. Responds appropriately to errors, such as troubleshooting technical and/or software malfunctions. 
Research and recommend new software or equipment to improve technical processes and capabilities as needed. 
Utilizes search engines and departmental resources to find solutions to problems as they arise or to improve business 
processes. Judging the Qualities of Things, Services, or People:  Assesses flight path and elevation visually to ensure 
images are captured accurately during flight. Learns to determine which images are acceptable for use and which ones 
need to be re-taken based on professional experience and judgment. Evaluates imagery visually for errors and quality 
issues to ensure accurate and complete information is acquired. Judge the quality of work of lower-level employees to 
facilitate learning and development and assess need for additional training as needed. Identifying Objects, Actions, and 
Events:  Learns to identify potential survey control points using source maps, photographs, previous survey data, and 
computer records and provides information to ground survey team. Examine ortho mosaics for defects, such as blooms, 
warps, spots, shifts, or blurs for repair and to ensure quality as needed. Analyzes aerial photographs and other resources 
to detect and interpret significant industrial, resource, or topographical data. Performing General Physical Activities:  
Crouches, stoops, and crawls under aircraft to maintain camera lens cap and glass. Climbs into aircraft and takes 
position in camera operator seat to prepare for flight. Moves about inside aircraft during flight to operate equipment as 
required. Inspecting Equipment, Structures, or Materials:  Inspects cables, camera, and other data acquisition 
equipment to ensure proper functioning and operation. Drafting, Laying Out, and Specifying Technical Devices, Parts, 
and Equipment:  Assists in the creation of training materials and procedure manuals to facilitate transfer of knowledge 
as needed. Documenting/Recording Information:  Learns to create electronic records of accepted imagery from flights, 
flight paths, and progress of ongoing projects. Performs backup of camera raw information for archiving and retrieval. 
Learns to design or develop information databases that include geographic or topographic data for recordkeeping 
purposes. Stores completed images and exterior orientations in appropriate storage location, such as servers, external 
hard drives, or FTP sites for accessibility to internal and external business partners. Assists with digitizing analog archival 
film using optical scanning equipment to store historical images and data. Records necessary in-flight information such 
as take-off time, landing time, sun angle time, camera malfunctions, and weather conditions on paper to ensure 
accurate documentation. Interacting With Computers:  Initiates download of data to server using electronic equipment. 
Uses appropriate database tracking software specific to the state and agency as required. Uses office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based email programs, instant-messaging programs, and search engines. Selects and prints required digital images using 
computer software according to project specifications. Monitor Processes, Materials, or Surroundings:  Monitors 
performance of camera and computers in flight visually to ensure proper functioning of all necessary equipment. 
Monitors weather forecasts and current conditions to determine whether a flight mission is feasible. Monitors the 
progress of image downloads to ensure download is completed. Monitors personal workstation and network servers to 
ensure proper operation and functioning of all systems. Analyzing Data or Information:  Learns to create lists of images 
broken down by county for metadata to meet delivery requirements. Lays out and matches aerial photographs in 
sequences in which they were taken and identifies any areas missing from photographs to ensure complete acquisition 
of images. Learns to create records of images to be re-taken due to errors and quality issues in order to maintain proper 
extent of image acquisition. Organizing, Planning, and Prioritizing Work:  Participates in the planning or development of 
mapping projects. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Handling and Moving Objects:  Transfers mobile storage device to and from 
workplace and aircraft, including using rolling cart. Assists hangar mechanics in the disassembly and packing of camera 
and equipment for transport as needed. Coordinating the Work and Activities of Others:  Coordinates with pilots 
regarding potential flight days using phone, e-mail, or in person. Coordinates with mechanics regarding maintenance 
schedules for aircraft and camera equipment, and transportation for camera equipment. Assisting and Caring for Others:  
Responds appropriately during emergencies as required. Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Learns to determine time, server space, and computation resources needed to complete projects. 
Communicating with Supervisors, Peers, or Subordinates:  Consults with remote sensing technicians, surveyors, 
cartographers, or engineers to determine project needs. Provides completed flight log regarding acquisition information 
to appropriate personnel to ensure accurate and complete documentation of work activities. Informs supervisor and 
other personnel of any canceled flights and reason(s) for cancelation for documentation purposes. Communicates work-
related information to peers and supervisors to facilitate teamwork and coordinate effort. Informs supervisor and other 
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involved personnel that projects have been completed and are available for use and distribution. Resolving Conflicts and 
Negotiating with Others:  Reports internal and external conflicts, complaints, and other issues to assigned supervisor or 
appropriate reporting authority as required. Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance. Controlling Machines and Processes:  Repairs and 
cleans broken or separated film and mounts film on reels in order to ensure quality scans and safety of scanning 
equipment. Scheduling Work and Activities:  Schedules personal workload to ensure timely processing and account for 
current workload. Updating and Using Relevant Knowledge:  Periodically reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest systems. Attends in-service training as required and additional industry 
conferences, to ensure continual learning and current knowledge of the field. Attends agency-specific training as 
required to ensure compliance with departmental, state, and federal laws and guidelines. Attends vendor-provided 
training as needed to keep up-to-date on latest technology and best practices. Communicating with Persons Outside 
Organization:  Provides remote sensing data to state and federal departments and agencies for use in addressing 
environmental issues, such as surface water modeling. Assists with contacting vendors and other departments or 
divisions to obtain or provide required information, correct errors, and/or for clarification purposes. Assists in 
presenting information about projects and processes at industry conferences or users groups to educate others about 
available techniques and capabilities. Establishing and Maintaining Interpersonal Relationships:  Maintains professional 
working relationships with peers and upper management to ensure smooth and effective team operations. Networks 
with internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified 
effort. Performing Administrative Activities:  Logs personal time worked, projects worked, and leave taken on 
department-specific forms and in appropriate databases as required. Responds to emails, phone calls, and other 
correspondence as required. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Problem Solving Dealing with Ambiguity Timely Decision Making 
Functional/Technical Competency Composure Self-Development Learning on the Fly Standing Alone Decision Quality 
Knowledge:  Basic knowledge of computers and electronics Basic knowledge of Geography Basic knowledge of 
Engineering and Technology Basic Clerical knowledge Basic knowledge of Mathematics Basic knowledge of Mechanics 
Skills:  Active Learning Active Learning Critical Thinking Mathematics Reading Comprehension Speaking Writing 
Coordination Equipment Maintenance Installation Operation Monitoring Operations Analysis Quality Control Analysis 
Repairing Troubleshooting Basic Judgment and Decision Making Systems Analysis Basic Time Management Abilities:  
Deductive Reasoning Oral Comprehension Perceptual Speed Spatial Orientation Time Sharing Visualization Written 
Comprehension Written Expression Arm-Hand Steadiness Control Precision Finger Dexterity Dynamic Strength Extent 
Flexibility Gross Body Equilibrium Auditory Attention Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
 Personal Computer, and Computer Servers Telephone Fax Machine Printer Digital Aerial Camera Basic hand tools for 
maintenance, repairs, and linear measurement Basic computer applications, such as word processing, spreadsheet, 
presentation, database, and email programs Various software, including but not limited to, GPS, Design, Database, 
Analytics, Graphics and Photo Imaging, Desktop Publishing, Compression, Conversion, and Map Creation Various 
plotters, including analytical, large-format, and color inkjet Photogrammetric Scanners Data Multimeter/Voltmeter 
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093881 - AERIAL PHOTOGRAPHER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4562 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time aerial photographic work. Substitution of Education for Experience: Qualifying coursework at an 
accredited college or university may be substituted for the required experience on a year-for-year basis, to a maximum 
of two years. Substitution of Experience for Education: Qualifying full-time aerial photographic or photographic 
laboratory experience may be substituted for the required education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs aerial photographic work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the lead level class in the Aerial Photography sub-series. An 
employee in this leads others in aerial photographic work for use in road planning and other survey needs. This class 
differs from Aerial Photographer 2, in that an incumbent of the latter functions at the working level and does not act as 
a lead worker.  
 
Work Activities: 
 Getting Information:  Acquires aerial digital photographic imagery using large-format digital camera as requested by 
internal and external business partners. Operates computer systems during flight to obtain real-time airborne GPS data 
to ensure accurate positioning information for acquired images. Collects geospatial data, using technologies such as 
aerial photography, light and radio wave detection systems, or digital satellites to acquire all project-related 
information. Receives job assignments via electronic or in-person communication. Coaching and Developing Others:  
Trains other employees in the use of relevant equipment and procedures for image and data acquisition and processing. 
Judging the Qualities of Things, Services, or People:  Assesses flight path and elevation visually to ensure images are 
captured accurately during flight. Determines which images are acceptable for use and which ones need to be re-taken 
based on professional experience and judgment. Evaluates imagery visually for errors and quality issues to ensure 
accurate and complete information is acquired. Judges the quality of work of lower-level employees to facilitate learning 
and development and assess need for additional training. Repairing and Maintaining Electronic Equipment:  Performs 
aerial triangulation using GPS post-processing software for calibration of camera and to ensure accurate position 
information. Trains others to perform minor repairs on camera hardware to restore proper functioning as needed. 
Updates camera and computer software as needed and available to improve business processes. Tests camera 
equipment and software using manufacturer-specified procedures to ensure proper functioning. Provide Consultation 
and Advice to Others:  Answers technical questions for lower-level employees, peers, supervisors, consultants, or 
contractors to clarify project information, engineering solutions, and departmental rules, regulations, guidelines, 
processes, and procedures. Making Decisions and Solving Problems:  Makes decision as to best location to attempt to 
acquire images based on in-flight conditions. Makes decision to re-fly flight paths as needed to obtain higher quality 
images. Responds appropriately to errors, such as troubleshooting technical and/or software malfunctions. Researches 
and recommends new software or equipment to improve technical processes and capabilities. Utilizes search engines 
and departmental resources to find solutions to problems as they arise or to improve business processes. Thinking 
Creatively:  Assists in developing specialized computer software routines to customize and integrate image analysis. 
Retouches digital images using digital photography software to correct defects as needed. Develops process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy. Participates in 
brainstorming sessions to develop process streamlining initiatives and improve business practices. Develops 
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spreadsheets, presentations, forms, form letters, memos, database queries, logs, and other systems as required to 
facilitate accurate data gathering, tracking, training, and dissemination as needed. Analyzing Data or Information:  Lays 
out and matches aerial photographs in sequences in which they were taken and identifies any areas missing from 
photographs to ensure complete acquisition of images. Creates records of images to be re-taken due to errors and 
quality issues in order to maintain proper extent of image acquisition. Creates lists of images broken down by county for 
metadata to meet delivery requirements. Identifying Objects, Actions, and Events:  Identifies potential survey control 
points using source maps, photographs, previous survey data, and computer records and provides information to 
ground survey team. Examines ortho mosaics for defects, such as blooms, warps, spots, shifts, or blurs for repair and to 
ensure quality as needed. Analyzes aerial photographs and other resources to detect and interpret significant industrial, 
resource, or topographical data. Organizing, Planning, and Prioritizing Work:  Leads in the planning or development of 
mapping projects. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Organizes and prioritizes workload of self and others using calendars, lists, and other facilitators to 
ensure timely and accurate completion of work. Evaluating Information to Determine Compliance with Standards:  
Evaluates image data visually and using camera-specific software to ensure compliance with project needs and 
standards. Evaluates exterior orientations to ensure compliance with project specifications and standards. Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Leads others in determining time, server space, and 
computation resources needed to complete projects. Developing and Building Teams:  Models effective performance for 
co-workers and lower-level employees to provide a role model, encourage success in others, and enhance trust. 
Interpreting the Meaning of Information for Others:  Explains business processes, procedures, and standards to lower-
level employees as needed to ensure effective training. Processing Information:  Performs color balancing using camera-
specific software to ensure uniformity of appearance. Extracts GPS data for exterior orientations using GPS post-
processing software to create data correlated with acquired images. Processes data from camera raw to evaluation 
stage imagery using camera-specific software to facilitate image evaluation. Calculates latitudes, longitudes, angles, 
areas, or other information for mapmaking, using survey field notes or reference tables. Leads in identifying and 
compiling database information to create maps and extract tabular data in response to requests. Trims, aligns, and joins 
images to form photographic mosaics, maintaining scaled distances between reference points. Leads others in the 
production or updating of overlay maps to show information boundaries on various base maps or at different scales. 
Computes and measures scaled distances between reference points to establish relative positions of adjoining images 
Compares topographical features with images from aerial photographs, old maps, or other reference materials to verify 
the accuracy of their identification. Creates image pyramids using photogrammetry software to facilitate faster image 
display and refresh rate as needed. Documenting/Recording Information:  Stores completed images and exterior 
orientations in appropriate storage location, such as servers, external hard drives, or FTP sites for accessibility to internal 
and external business partners. Leads others in performing backup of camera raw information for archiving and 
retrieval. Leads in the design and development of information databases that include geographic or topographic data for 
recordkeeping purposes. Creates electronic records of accepted imagery from flights, flight paths, and progress of 
ongoing projects. Assists with digitizing analog archival film using optical scanning equipment to store historical images 
and data. Records necessary in-flight information such as take-off time, landing time, sun angle time, camera 
malfunctions, and weather conditions on paper to ensure accurate documentation. Interacting With Computers:  
Initiates download of data to server using electronic equipment. Uses appropriate database tracking software specific to 
the state and agency as required. Selects and prints required digital images using computer software according to 
project specifications. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Performing General Physical Activities:  Climbs into aircraft and takes position in camera operator seat to 
prepare for flight. Moves about inside aircraft during flight to operate equipment as required. Crouches, stoops, and 
crawls under aircraft to maintain camera lens cap and glass. Communicating with Persons Outside Organization:  
Presents information about projects and processes at industry conferences or users groups to educate others about 
available techniques and capabilities as needed. Provides remote sensing data to state and federal departments and 
agencies for use in addressing environmental issues, such as surface water modeling. Contacts vendors and other 
departments or divisions to obtain or provide required information, correct errors, and/or for clarification purposes. 
Coordinating the Work and Activities of Others:  Coordinates with pilots regarding potential flight days using phone, e-
mail, or in person. Coordinates with mechanics regarding maintenance schedules for aircraft and camera equipment, 
and transportation for camera equipment. Coordinates with upper management, peers, and lower-level employees to 
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facilitate equitable workload dissemination. Handling and Moving Objects:  Transfers mobile storage device to and from 
workplace and aircraft, including using rolling cart. Assists hangar mechanics in the disassembly and packing of camera 
and equipment for transport as needed. Inspecting Equipment, Structures, or Material:  Inspects cables, camera, and 
other data acquisition equipment to ensure proper functioning and operation. Developing Objectives and Strategies:  
Assists in developing strategies and objectives for assigned program areas to enhance performance and improve 
organizational efficiency. Scheduling Work and Activities:  Schedules workload of self and others to ensure timely 
processing and account for current workload. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:  Assists in the creation of training materials and procedure manuals to facilitate transfer of knowledge. 
Assisting and Caring for Others:  Responds appropriately during emergencies as required. Staffing Organizational Units:  
Participates in job interviews to select most qualified candidate as needed. Monitor Processes, Materials, or 
Surroundings:  Monitors performance of camera and computers in flight visually to ensure proper functioning of all 
necessary equipment. Monitors weather forecasts and current conditions to determine whether a flight mission is 
feasible. Monitors the archiving of completed projects and the removing of archived projects from active storage ensure 
effective utilization of storage resources. Monitors the progress of image downloads to ensure download is completed. 
Monitors progress of ongoing projects to ensure deadlines are met. Monitors personal workstation and network servers 
to ensure proper operation and functioning of all systems. Communicating with Supervisors, Peers, or Subordinates:  
Leads consultations with remote sensing technicians, surveyors, cartographers, or engineers to determine project 
needs. Provides completed flight log regarding acquisition information to appropriate personnel to ensure accurate and 
complete documentation of work activities. Informs supervisor and other personnel of any canceled flights and 
reason(s) for cancelation for documentation purposes. Communicates work-related information to peers and 
supervisors to facilitate teamwork and coordinate effort. Informs supervisor and other involved personnel that projects 
have been completed and are available for use and distribution. Establishing and Maintaining Interpersonal 
Relationships:  Maintains professional working relationships with peers and upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Resolving Conflicts and Negotiating with Others:  Reports internal and external 
conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as required. Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance. Controlling Machines and Processes:  Leads others in the repair and cleaning of broken or separated film 
and mounting film on reels in order to ensure quality scans and safety of scanning equipment. Updating and Using 
Relevant Knowledge:  Attends agency-specific training as required to ensure compliance with departmental, state, and 
federal laws and guidelines. Attends vendor-provided training as needed to keep up-to-date on latest technology and 
best practices. Periodically reviews current departmental, state, and federal information sources to identify relevant 
changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest 
systems. Attends in-service training as required and additional industry conferences, to ensure continual learning and 
current knowledge of the field. Performing Administrative Activities:  Logs personal time worked, projects worked, and 
leave taken on department-specific forms and in appropriate databases as required. Responds to emails, phone calls, 
and other correspondence as required. 
 
Competencies (KSA’s): 
Competencies:  Peer Relationships Problem Solving Dealing with Ambiguity Informing Functional/Technical Competency 
Drive for Results Time Management Learning on the Fly Approachability Decision Quality Knowledge:  Intermediate 
knowledge of Computers and Electronics Intermediate knowledge of Geography Basic knowledge of Engineering and 
Technology Basic Clerical knowledge Basic knowledge of Mathematics Basic knowledge of Mechanics Basic knowledge of 
Communications and Media Skills:  Active Learning Active Listening Critical Thinking Mathematics Reading 
Comprehension Speaking Writing Intermediate Coordination Instructing Complex Problem Solving Equipment 
Maintenance Installation Operation Monitoring Operations Analysis Quality Control Analysis Repairing Intermediate 
Troubleshooting Intermediate Judgment and Decision Making Systems Analysis Intermediate Time Management 
Abilities:  Deductive Reasoning Fluency of Ideas Information Ordering Oral Comprehension Originality Perceptual Speed 
Spatial Orientation Time Sharing Visualization Written Comprehension Written Expression Arm-Hand Steadiness Control 
Precision Finger Dexterity Dynamic Strength Extent Flexibility Gross Body Equilibrium Auditory Attention Speech Clarity 
Visual Color Discrimination   
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Tools and Equipment Used: 
 Personal Computer, and Computer Servers Telephone Fax Machine Printer Digital Aerial Camera Basic hand tools for 
maintenance, repairs, and linear measurement Basic computer applications, such as word processing, spreadsheet, 
presentation, database, and email programs Various software, including but not limited to, GPS, Design, Database, 
Analytics, Graphics and Photo Imaging, Desktop Publishing, Compression, Conversion, and Map Creation Various 
plotters, including analytical, large-format, and color inkjet Photogrammetric Scanners Data Multimeter/Voltmeter 
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073724 - AFFIRMATIVE ACTION DIRECTOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3829 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073724 - AFFIRMATIVE ACTION DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3830 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073721 - AFFIRMATIVE ACTION OFFICER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3824 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional general personnel or other work which 
involved some affirmative action/equal opportunity and/or staff development. Substitution of Education for Experience: 
additional graduate coursework in personnel administration or other related acceptable field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. OR  Two years of increasingly responsible 
professional general personnel or other work with the State of Tennessee which involved some affirmative action/equal 
opportunity and/or staff development work. Substitution of Experience for Education: Qualifying fulltime professional 
experience in affirmative action/equal opportunity may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional affirmative action administrative work of average 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
incumbent of this class may supervise a very small number of professional analysts and participates in internal and/or 
external affirmative action/equal opportunity development and enforcement work. Central to the concept of this class 
are the supervision of other professional staff and the acting as departmental affirmative action officer. An employee 
may also be assigned to perform central human resources department duties assisting operating departments in 
executing the function and assisting the director. This class differs from that of Affirmative Action Officer 2 in that 
incumbents of the latter have higher supervisory responsibilities. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets the meaning of Civil Rights Laws.Evaluating Information 
to Determine Compliance with Standards:    Perform Local Office Reviews to determine compliance/non-compliance of 
Civil Rights Laws.    Conducts investigative interviews with complainant, accused, witnesses and/or persons with 
knowledge of filed compliant.Provide Consultation and Advice to Others:    Advises or provides information to others on 
matters relating to Civil Rights Laws.Analyzing Data or Information:    Review and analyze random samples of data 
captured from Case Management Activity Tracking System (CMATS) to determine compliance.    Review the physical 
facility for accessibility for individuals who may qualify under the Americans with Disability Act as Amended (ADAAA).    
Make recommendations based upon sample findings of any area of the office that is not in compliance.    Evaluates to 
see if any protected class is under-represented in placements.Communicating with Persons Outside Organization:    
Provides information on options that may be available to individuals as it relates to various Civil Rights Laws.Training and 
Teaching Others:    Facilitate Equal Employment Opportunity training for new employees and managers.Communicating 
with Supervisors, Peers, or Subordinates:    Supervises the work of very small staff in accomplishing work.    Provides 
written information and/or reports from office reviews.    Responds to written communication and phones calls as it 
relates to providing technical assistance.Inspecting Equipment, Structures, or Material:    Measure areas of the facilities 
to determine Americans Disabilities Act Architectural Guidelines and ADAAA compliance or non-compliance.    Check 
telephones, switches, controls of lights, heat, ventilations; fire alarm and other controls of frequent or essential use is in 
reach of individuals in wheelchairs.    Check surface of floor for barriers (ex; access panels, power extension cords, 
telephone lines), to determine if individuals in wheelchairs can move around freely in office, including break 
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room.Documenting/Recording Information:    Creates an Equal Employment Opportunity table from data obtained from 
CMATS of programs services provided by each office.    Complete wage survey table to determine if all protected classes 
are being placed in position that pay comparable wages.    Complete a written report of all Equal Employment 
Opportunity finding along with recommendation to correct any non-compliance issues.    Completes a roster stating the 
employees completed the Civil Rights Orientation and mail.     Provide bi-monthly report and strategic planning reports 
monthly.Performing Administrative Activities:    Performs administrative tasks as needed.    Maintains confidential files 
in a secured location.Getting Information:    Receive complaint forms from employees, review for completeness and 
send to the appropriate department designee.Organizing, Planning, and Prioritizing Work:    Prioritizing tasks and 
activities that must be completed.Establishing and Maintaining Interpersonal Relationships:    Establishes effective 
relationships with all departments or divisions of a department, employment centers, labor, management and 
community groups, and with minority, lower-skilled, and disadvantaged individuals to promote, coordinate, and effect 
equal employment opportunity activities.    Perform outreach to community groups on a regular basis to share 
information on services that can be provided by various agencies for the State of Tennessee.Updating and Using 
Relevant Knowledge:    Attends Civil Rights training in and out-of-state.Identifying Objects, Actions, and Events:    
Compare previous reviews to determine if recommendations are met. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Dealing with Ambiguity    Decision Quality    Functional/Technical Competencies    
Problem Solving    Informing    Organizing    Priority Setting    Time Management    Timely Decision Making    Conflict 
Management    Standing Alone    Comfort around Higher Management    Organizational Agility    Presentation Skills    
Written Communications    Approachability    Composure    Ethics and Values    Fairness to Direct Reports    Integrity and 
Trust    Listening    Personal DisclosureKnowledge:    Law and Government    Personnel and Human Resources    
PsychologySkills:    Active Learning    Active Listening    Monitoring    WritingAbilities:    Instructing    Deductive Reasoning    
Oral Expression    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier    Calculator 
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073721 - AFFIRMATIVE ACTION OFFICER 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3825 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional general personnel or other work which 
involved some affirmative action/equal opportunity and/or staff development. Substitution of Education for Experience: 
additional graduate coursework in personnel administration or other related acceptable field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. OR  Two years of increasingly responsible 
professional general personnel or other work with the State of Tennessee which involved some affirmative action/equal 
opportunity and/or staff development work. Substitution of Experience for Education: Qualifying fulltime professional 
experience in affirmative action/equal opportunity may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional affirmative action administrative work of average 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
incumbent of this class may supervise a very small number of professional analysts and participates in internal and/or 
external affirmative action/equal opportunity development and enforcement work. Central to the concept of this class 
are the supervision of other professional staff and the acting as departmental affirmative action officer. An employee 
may also be assigned to perform central human resources department duties assisting operating departments in 
executing the function and assisting the director. This class differs from that of Affirmative Action Officer 2 in that 
incumbents of the latter have higher supervisory responsibilities. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets the meaning of Civil Rights Laws.Evaluating Information 
to Determine Compliance with Standards:    Perform Local Office Reviews to determine compliance/non-compliance of 
Civil Rights Laws.    Conducts investigative interviews with complainant, accused, witnesses and/or persons with 
knowledge of filed compliant.Provide Consultation and Advice to Others:    Advises or provides information to others on 
matters relating to Civil Rights Laws.Analyzing Data or Information:    Review and analyze random samples of data 
captured from Case Management Activity Tracking System (CMATS) to determine compliance.    Review the physical 
facility for accessibility for individuals who may qualify under the Americans with Disability Act as Amended (ADAAA).    
Make recommendations based upon sample findings of any area of the office that is not in compliance.    Evaluates to 
see if any protected class is under-represented in placements.Communicating with Persons Outside Organization:    
Provides information on options that may be available to individuals as it relates to various Civil Rights Laws.Training and 
Teaching Others:    Facilitate Equal Employment Opportunity training for new employees and managers.Communicating 
with Supervisors, Peers, or Subordinates:    Supervises the work of very small staff in accomplishing work.    Provides 
written information and/or reports from office reviews.    Responds to written communication and phones calls as it 
relates to providing technical assistance.Inspecting Equipment, Structures, or Material:    Measure areas of the facilities 
to determine Americans Disabilities Act Architectural Guidelines and ADAAA compliance or non-compliance.    Check 
telephones, switches, controls of lights, heat, ventilations; fire alarm and other controls of frequent or essential use is in 
reach of individuals in wheelchairs.    Check surface of floor for barriers (ex; access panels, power extension cords, 
telephone lines), to determine if individuals in wheelchairs can move around freely in office, including break 



 TN Job Classification Specifications  
September 22, 2020 

room.Documenting/Recording Information:    Creates an Equal Employment Opportunity table from data obtained from 
CMATS of programs services provided by each office.    Complete wage survey table to determine if all protected classes 
are being placed in position that pay comparable wages.    Complete a written report of all Equal Employment 
Opportunity finding along with recommendation to correct any non-compliance issues.    Completes a roster stating the 
employees completed the Civil Rights Orientation and mail.     Provide bi-monthly report and strategic planning reports 
monthly.Performing Administrative Activities:    Performs administrative tasks as needed.    Maintains confidential files 
in a secured location.Getting Information:    Receive complaint forms from employees, review for completeness and 
send to the appropriate department designee.Organizing, Planning, and Prioritizing Work:    Prioritizing tasks and 
activities that must be completed.Establishing and Maintaining Interpersonal Relationships:    Establishes effective 
relationships with all departments or divisions of a department, employment centers, labor, management and 
community groups, and with minority, lower-skilled, and disadvantaged individuals to promote, coordinate, and effect 
equal employment opportunity activities.    Perform outreach to community groups on a regular basis to share 
information on services that can be provided by various agencies for the State of Tennessee.Updating and Using 
Relevant Knowledge:    Attends Civil Rights training in and out-of-state.Identifying Objects, Actions, and Events:    
Compare previous reviews to determine if recommendations are met. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Dealing with Ambiguity    Decision Quality    Functional/Technical Competencies    
Problem Solving    Informing    Organizing    Priority Setting    Time Management    Timely Decision Making    Conflict 
Management    Standing Alone    Comfort around Higher Management    Organizational Agility    Presentation Skills    
Written Communications    Approachability    Composure    Ethics and Values    Fairness to Direct Reports    Integrity and 
Trust    Listening    Personal DisclosureKnowledge:    Law and Government    Personnel and Human Resources    
PsychologySkills:    Active Learning    Active Listening    Monitoring    WritingAbilities:    Instructing    Deductive Reasoning    
Oral Expression    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier    Calculator 
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073722 - AFFIRMATIVE ACTION OFFICER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3827 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional personnel or closely 
related work including, at least, two years of professional affirmative action/equal opportunity experience. Substitution 
of Education for Experience: Graduate coursework in personnel administration or other related acceptable field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required two years of specialized experience.OR Four years of increasingly responsible professional 
personnel or closely related experience with the State of Tennessee including, at least, two years of affirmative 
action/equal opportunity experience. Substitution of Experience for Education: Qualifying full-time professional 
experience in affirmative action/equal opportunity may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional affirmative action/equal opportunity administrative 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: An employee 
of this class directs internal and/or external affirmative action/equal opportunity activities in a department with a highly 
developed program. Characteristic of this class is the supervision of lower level personnel analysts, contract compliance 
officers, and others. This class differs from that of Affirmative Action Officer 1 in that incumbents of the latter have 
lesser supervisory responsibilities. This class differs from that of Affirmative Action Director in that the incumbent of the 
latter has the responsibility for development and enforcement of the affirmative action/equal opportunity program on a 
statewide basis. 
 
Work Activities: 
Getting Information:    Collects information for the investigation of complaints of discrimination and/or harassment 
using interviews, documentation, and other sources to establish claim validity to ensure nondiscrimination.    Collects 
information from internal and external sources to determine compliance with nondiscrimination rules and regulations.    
Collects records, reports, and other related documents to develop and update the State and Federal Affirmative Action 
or Title VI Implementation Plans.    Collects statistical data for workforce and population demographics for analysis and 
reporting.Making Decisions and Solving Problems:     Determines violation/nonviolation or seek complaint resolution of 
nondiscrimination policies through the investigation process.    Determines subrecipient compliance with Title VI by 
conducting on-site reviews, assessments, or desk audits.    Determines if Affirmative Action or Title VI Plan goals have 
been met and set new goals for program implementation.Analyzing Data or Information:     Analyzes data, records, 
reports, and other related documents to effectively update State and Federal Affirmative Action Plans, Title VI 
Implementation Plans, or other related reports.    Analyzes investigative information to make a determination of 
violation of nondiscrimination policies as it relates to Title VI and Title VII.Interpreting the Meaning of Information for 
Others:     Interprets and explains current Civil Rights laws, rules, regulations, policies, procedures, and documentation 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.    Explains a variety of current departmental, federal, and state laws, rules, regulations, policies, and 
procedures to the general public, persons in other departments or divisions, or outside organizations and 
representatives.Resolving Conflicts and Negotiating with Others:     Reviews and assists in resolving complaints of 
discrimination and/or harassment.    Provides Equal Employment Opportunity Counseling to help resolve internal work 
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related issues.Provide Consultation and Advice to Others:     Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for decision making to ensure nondiscrimination compliance.Communicating with Persons outside Organization:     
Communicates with external business partners for the purposes of transmitting agency's position statement.    Testifies 
in court proceedings related to discrimination and/or harassment complaint investigations.    Communicates Title VI 
compliance status to subrecipient.    Communicates investigative conclusion to program director.    Communicates with 
external business partners to facilitate outside events and programs.    Communicates with outside callers and senders 
to ensure questions are directed to the appropriate individuals.    Communicates with outside agencies for the purposes 
of recruitment.Developing Objectives and Strategies:     Assists in the development and updating of State and Federal 
Affirmative Action or Title VI Plans by collecting and analyzing records, reports, and other related documents.    Assists in 
establishing specific departmental goals and objectives concerning the development and implementation of Affirmative 
Action or Title VI Plans.Thinking Creatively:    Develops creative initiatives and activities for Diversity or 
nondiscrimination awareness to promote compliance with Title VI and Title VII laws, rules, and regulations.    
Implements new ideas to enhance Affirmative Action or Title VI Programs.    Assists in the development of 
recommendations to improve programmatic and divisional practices and processes.    Understands how the organization 
works, including key policies, processes, and procedures, to ensure division and departmental goals are 
achieved.Evaluating Information to Determine Compliance with Standards:     Investigates complaints of discrimination 
and/or harassment to ensure Equal Employment Opportunity or Title VI compliance.    Evaluates information from 
internal and external sources to determine compliance with Title VI and other nondiscrimination laws, rules, and 
regulations.    Evaluates subrecipient Title VI activities to determine compliance with state and federal laws, rules, and 
regulations.    Evaluates employee hiring, promotions, and termination decisions to determine compliance with state 
and federal Equal Employment Opportunity laws, rules, and regulations.Monitor Processes, Materials, or Surroundings:     
Monitors internal and external subrecipients and processes for Title VI compliance including environmental justice and 
Limited English Proficiency (LEP).    Monitors the selection process, disciplinary actions, and agency policies to ensure 
compliance with Equal Employment Opportunity laws, rules, and regulations.Scheduling Work and Activities:     
Schedules events, programs, and activities to promote diversity and overall nondiscrimination 
compliance.Documenting/Recording Information:    Documents data relating to Equal Employment Opportunity, 
Affirmative Action or Title VI programs for reporting, analyzing, and decision making purposes.Developing and Building 
Teams:     Models effective performance for co-workers to provide a role model, encourages success in others, and 
enhances trust.Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Communicates with officials at higher levels 
on situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners to ensure effective and efficient communications.    Sends notifications of 
special events, changes, and deadlines to internal business partners to ensure timely and accurate receipt of 
information.    Communicates work related information to peers to facilitate teamwork and coordination of effort.    
Participates in staff meetings as required to provide and gather status updates for assigned workload.Processing 
Information:     Compiles all data and information relating to affirmative action and equal employment opportunity to 
measure adherence to Affirmative Action Plan.    Prepares a variety of reports to effectuate affirmative action, equal 
employment opportunity and overall nondiscrimination.    Compiles all available information relating to complaints of 
Title VI to comply with nondiscrimination laws.    Compiles all available information relating to complaints of 
discrimination and/or harassment to comply with nondiscrimination laws.Coordinating the Work and Activities of 
Others:     Coordinates and plans agency activities to promote Diversity initiatives.    Coordinates the preparation and 
distribution of required posters and other related Civil Rights policies.    Coordinates meetings with Title VI Liaisons and 
Advisory members to promote Title VI awareness.    Assists in the coordination of meetings with Affirmative Action 
Advisory Committee and Diversity Roundtable.Organizing, Planning, and Prioritizing Work:     Incorporates last minute 
and unscheduled tasks into current workload to ensure timely and accurate completion of work.Training and Teaching 
Others:     Conducts and coordinates Equal Employment Opportunity, Affirmative Action, Title VI, and Diversity related 
trainings.Performing Administrative Activities:    Prepares and maintains a variety of reports, files, and logs as required 
to ensure nondiscrimination compliance with departmental, state, and federal laws, rules, and regulations.    Enters 
personal time and leave/overtime requests into the appropriate databases.    Scans, uploads, faxes, and/or emails copies 
of documentation to appropriate individuals.    Responds to emails, phone calls, and other correspondence.    Prepares 
activity reports for planning and time management of personal workload and meetings.Establishing and Maintaining 
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Interpersonal Relationships:     Establishes and maintains relationships with Civil Rights advisory boards, committees, 
liaisons, and other external business partners to promote effective nondiscrimination programs and activities.    
Establishes and maintains relationships with external business partners to ensure Equal Employment Opportunity 
objectives are met.    Maintains professional working relationships with peers and upper management to ensure smooth 
and effective team operations.Interacting With Computers:     Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based programs and email, instant-
messaging programs, and search engines.    Uses variety of internal databases to review and retrieve data related to 
Affirmative Action and Title VI Programs.Updating and Using Relevant Knowledge:     Attends agency specific training as 
required to ensure compliance with departmental, state, and federal laws and guidelines.    Seeks self-development 
opportunities to increase knowledge to enhance job performance.    Participates in industry specific and/or in-service 
training as required to ensure continual learning and current knowledge. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                   Integrity and Trust                         Perseverance                     Personal 
Learning                           Time Management                          Action Oriented                  Composure                        Listening                       
Peer Relationships                          Self-Knowledge              Knowledge:    Basic knowledge of personnel and human 
resources policies and procedures    Basic knowledge of customer service best practices    Intermediate knowledge of 
clerical processes and procedures related to office work    Intermediate knowledge of office productivity software 
including but not limited to Microsoft Office Suite    Intermediate knowledge of Equal Employment Opportunity, 
Diversity, Affirmative Action, and other applicable nondiscrimination laws, rules, and regulations    Intermediate 
knowledge of Title VI and other applicable nondiscrimination laws, rules, and regulations    Intermediate knowledge of 
investigation principles and practices regarding discrimination    Intermediate knowledge of mathematics (arithmetic 
and statistics)    Intermediate knowledge in the development and delivery of formal trainingSkills:    Active Learning    
Active Listening    Critical Thinking    Learning Strategies    Skill in the application of mathematics for reporting and 
statistical analysis    Monitoring internal and external processes, programs, and grants    Reading comprehension of 
technical reports, laws, rules, policies, and procedures    Effective oral communication skills with individuals and groups    
Effective written communication skills through letters, reports, memos, policies, procedures, and technical documents    
Coordination of the meetings, programs, and activities    Skill in facilitating instruction or training of individuals and/or 
groups on policies, processes, procedures, and technical information    Service Orientation (customer focus/outreach)    
Complex Problem Solving    Judgment and decision making quality    Systems Analysis    Time ManagementAbilities:    
Deductive Reasoning    Fluency of Ideas    Oral Comprehension    Oral Expression    Inductive Reasoning    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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077899 - AG LABORATORY ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  8468 
 
Minimum Qualifications: 
Graduation from an accredited college or university with a bachelor’s degree in biology, chemistry, microbiology or a 
related acceptable field and experience equivalent to five years of full-time increasingly responsible professional 
analytical laboratory experience including at least one year of analytical laboratory supervisory experience. Graduate 
coursework in a related acceptable field may be substituted for the required non-supervisory experience, on a year-for-
year basis, to a maximum of two years. 
 
Other Requirements: 
 
 
Job Overview: 
SUMMARY Under general supervision, is responsible for professional analytical laboratory supervisor work of 
considerable difficulty and performs related work as required   DISTINGUISHING FEATURES           An employee in this 
class functions as a supervisor of several analytical laboratory sections within the Department of Agriculture. An 
incumbent supervises section managers and professional laboratory staff. This classification oversees the day-to-day 
operations of an analytical laboratory including supervision of laboratory staff, evaluates section performance, ensures 
compliance, oversees the development of testing methods, and provides input on departmental policy and procedure. 
This class differs from that of Chemist, or Microbiologist 4’s in that incumbents of the latter act as single section 
managers rather than as supervisor and coordinator of several service sections.   
 
Work Activities: 
 Supervise and evaluate professional laboratory staff performing chemical and microbiological analysis, to ensure the 
compliance of regulatory standards for stakeholders within the Agriculture industry. Evaluate the performance of 
laboratory sections by monitoring laboratory services response time, completion of initial and ongoing proficiency tests, 
accuracy and precision, cost efficiency, and results of internal audits.  Ensure laboratory sections are in compliance with 
expected accreditations by working directly with quality assurance team. Facilitate communication within the 
Department of Agriculture to ensure laboratory services will meet the requirements of Cooperative Agreements linked 
to federal grants by acting as the Principal Investigator of those agreements. Communicate with administrative staff to 
ensure inventory and equipment procurement, installation, maintenance, and disposal needs are met to facilitate the 
optimal operation of the laboratory. Oversee the identification and validation of current and proposed testing methods 
and techniques that are based on specific customer needs.  Work with executive leadership to provide input on the 
development and evaluation of policy that effects the laboratory services provided by the Department of Agriculture.  
Develop and implement internal policies and procedures for Department of Agriculture laboratories to guarantee safe 
and efficient operations. Oversee the following analytical laboratory testing processes: separation techniques (including 
gas and liquid chromatography), mass spectrometry, absorption/emission spectroscopy, elemental analysis, 
immunosorbent assays, and other methods of chemical and microbiological analysis Manage and implement laboratory 
record keeping processes to verify required information is being kept and that retention policies are followed. Manage 
hazardous material and laboratory waste storage and disposal programs by following current guidelines and regulations.  
 
Competencies (KSA’s): 
Competencies:  Comfort Around Higher Management  Composure  Conflict Management  Customer Focus Developing 
Direct Reports and Others  Directing Others  Integrity and Trust  Intellectual Horsepower  Planning  Knowledge:  
Administration and Management  Biology  Chemistry  Clerical  Customer and Personal Service  English Language  Law 
and Government  Mathematics  Mechanical  Physics  Skills: 1. Active Listening                   2. Complex Problem Solving              
3. Equipment Selection             4. Management of Personnel Resources                 5. Reading Comprehension                6. 
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Science              7. Speaking           8. Systems Evaluation               9. Time Management               10. Writing          Abilities:  
Deductive Reasoning  Inductive Reasoning  Oral Comprehension  Oral Expression  Originality  Problem Sensitivity  Spatial 
Orientation  Speech Clarity  Written Comprehension  Written Expression 
 
Tools and Equipment Used: 
 Fax Machine Copy Machine Cell Phone Safety Equipment/PPE Motor Vehicles Heavy Equipment Digital Meters Digital 
Balances  Chromatograph-liquid, mass spectrometry, gas Titration equipment Mass Spectrometer Electronic Pipettes 
Microsoft Office Suite 
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032270 - AG PROGRAMS COORDINATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2887 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in food science, 
animal science, biology, chemistry or other related acceptable field and two years of full-time increasingly responsible 
professional coordination of agriculture programs.Substitution of Education for Experience: Graduate coursework from 
an accredited college or university in food science, animal science, biology, chemistry or other related acceptable field 
may substitute on a year for year basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required.Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for coordinating various aspects of agricultural programs, including 
performing program monitoring, investigative and consultative work of average difficulty; and performing other related 
work as required.Distinguishing Features: An employee in this class coordinates programs for the Tennessee 
Department of Agriculture. Work involves performing various information gathering, investigative, and program 
monitoring tasks and includes interactions with regulated entities relevant to compliance issues and process 
improvements in the manufacture, sale, and distribution of consumer and industrial products in the State of Tennessee. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Explains rules and regulations during consultations or 
investigations to increase compliance understanding.Communicating with Persons Outside Organization:   
Communications with external customers to ensure questions are answered or directed to the appropriate 
individuals.Making Decisions and Solving Problems:  Based on inspector’s findings and applicable laws, rules and 
regulations, determines/recommends the appropriate regulatory action to take (e.g., notice of violation, critical item 
notice, removed from sale, permit suspension, or other appropriate action). Makes recommendations to regulated 
entities to help them resolve violations and become compliant. Investigates potential health risks caused by disasters 
such as floods, fires, and regulated product transport accidents to determine necessary action (e.g., seizure, 
condemnation, destruction of product).Evaluating Information to Determine Compliance with Standards:  Reviews 
findings/data relevant to regulated entities to determine their compliance with applicable State laws and 
regulations.Resolving Conflicts and Negotiating with Others:  Maintains respectful and productive work environment to 
minimize disputes and resolve conflicts.Coordinating the Work and Activities of Others:   Coordinates workload with 
internal and external partners to facilitate timely and accurate task completion.Training and Teaching Others:  Facilitates 
training programs for staff and external customers (e.g., members of the regulated community). Identifies the training 
needs of others (including internal and external customers) to develop formal training programs or classes.Establishing 
and Maintaining Interpersonal Relationships:   Establishes and maintains effective working relationships with peers and 
management by fostering cooperation, sharing of ideas, and open/honest communication.Getting Information:  
Observes industry practices (i.e., relevant to the manufacture, sale, and distribution of food, dairy, and/or feed) to verify 
procedures and offer guidance relevant to compliance and process improvement. Reviews submitted applications 
relative to testing, production processes, product registration, and label review to collect information for processing the 
applications. Gathers samples as needed for compliance issues relevant to the manufacture, sale, and distribution of 
food, dairy, and/or feed. Gathers information about regulated entities (i.e., establishments used in the manufacture, 
sale, and distribution of food, dairy, and/or feed (e.g., name, address, type, ownership) as needed to update information 
and verify permits are current. Reviews last inspection report for regulated entity to obtain information needed to 
determine/ensure compliance with regulations. Gathers information from other states regarding specific regulations or 
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standards to determine if they are consistent with State of Tennessee regulations/standards. Interviews individuals in 
the regulated community to gather information relevant to compliance issues.Thinking Creatively:   Writes standard 
operating procedures (SOP) for program area. Develops specialized forms using productivity software (e.g., spreadsheet, 
word processing programs) for use internally and externally. Develops content for outreach materials (e.g., handouts, 
flyers, brochures, reports). Develops content for department-specific webpages.Documenting/Recording Information:  
Documents investigations performed to ensure accurate information is used in decision making.Communicating with 
Supervisors, Peers, or Subordinates:  Maintains an open dialog with internal business partners to ensure effective and 
efficient communications.Monitor Processes, Materials, or Surroundings:   Continually reviews grant-funded programs 
to ensure adequate progress is being made in achieving cooperative agreement standards. Monitors the costs and 
expenditures relevant to grants and cooperative agreements to ensure compliance with budgetary constraints. 
Continually reviews inventory data of regulated entities for accuracy.Inspecting Equipment, Structures, or Material:  
Conducts visual inspections of establishments used in the manufacture, sale, and distribution of food, dairy, and/or feed 
to verify compliance with regulations.Organizing, Planning, and Prioritizing Work:  Identifies work priorities to ensure 
most important work is completed first based on work experience, supervisory guidance, and department, state, and 
federal laws, rules, regulations, and guidelines.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates needs/costs relevant to cooperative agreements to assist the program administrator in 
determining budget requirements. Estimates sampling requirements for upcoming fiscal year for program planning 
purposes.Provide Consultation and Advice to Others:  Makes recommendations to upper management for changes in 
operations to improve efficiency and quality of agency operations and services.Interacting With Computers:   Uses office 
productivity software, such as word processing, spreadsheet, or presentation programs, to process information and 
create documents.Updating and Using Relevant Knowledge:  Continuously maintains inspection manual by adding 
updated information such as memos, trade publications, and technical journals provided by supervisor and/or 
administration. Attends required meetings to discuss current trends, new administrative policies, legislation and other 
relevant topics.Operating Vehicles, Mechanized Devices, or Equipment:  Operates a motor vehicle to move from one job 
site to another.Performing General Physical Activities:  Performs physical activities such as walking for extended periods 
of time, climbing ladders, lifting heavy items, bending and stooping while conducting on-site investigations. 
 
Competencies (KSA’s): 
Competencies:  Integrity and trust Organizing Customer focus Understanding others Action oriented Approachability 
Patience Priority setting Decision quality Intellectual horsepower Presentation skillsKnowledge:  Intermediate 
knowledge of raw materials, production processes, and quality control for food and feed Intermediate knowledge of 
business and management principles Intermediate knowledge of communication and dissemination techniques and 
methods, including alternate ways to inform via written, oral, and visual media Basic knowledge of plant and animal 
organisms and interactions with each other and the environment Intermediate knowledge of principles and processes 
for providing customer services, including needs assessment and meeting quality standards Intermediate knowledge of 
techniques and equipment for the production of food/feed products for consumption, including storage/handling 
techniques Intermediate knowledge of administrative and clerical procedures and systems Intermediate knowledge of 
principles and methods for training design, teaching and instruction for individuals and groups Basic knowledge of 
arithmetic and statistics Basic knowledge of the chemical composition, structure, and properties of substances and of 
the chemical processes and transformations that they undergoSkills:  Intermediate skill in talking to others to convey 
information effectively Intermediate written communication skills Basic active listening skills (i.e. in giving full attention 
to what others are saying, taking time to understand points being made, asking questions as appropriate, and not 
interrupting at inappropriate times) Basic skill in understanding the implications of new information for both current and 
future problem-solving and decision-making Intermediate reading comprehension skills Intermediate time management 
skills Basic critical thinking skills Basic skill in selecting and using training/instructional methods and procedures Basic 
skill in actively looking for ways to help people Basic monitoring skills Intermediate skill in solving complex problems 
Intermediate judgement and decision making skills Basic skill in using mathematics to solve problems Basic skill in using 
scientific rules and methods to solve problemsAbilities:  Ability to speak clearly so others can understand Ability to 
identify and understand the speech of another person Ability to communicate information and ideas in speaking so 
others will understand Ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to apply general rules to specific problems to produce answers that make sense Ability to tell when 
something is wrong or is likely to go wrong Ability to coordinate two or more limbs while sitting, standing, or lying down 
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Ability to coordinate the movement of arms, legs, and torso together when the whole body is in motion Ability to exert 
maximum muscle force to lift, push, pull, or carry objects Sufficient vision to operate a motor vehicle and conduct visual 
inspections Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship 
among seemingly unrelated events) Ability to add, subtract, multiply, or divide quickly and correctly Ability to bend, 
stretch, twist, or reach with your body, arms, and/or legs Ability to come up with a number of ideas about a topic 
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Copiers, printers, and other office equipment 
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076146 - AGENCY CIO 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5178 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree and eight years of 
professional level experience in information technology. Non-Substitutable Experience: Five of the eight years must 
include information technology director responsibilities. OR Substitution of a Specific Bachelor’s Degree and Experience 
for the Required Master’s Degree: Graduation from an accredited college or university with a bachelor’s degree and two 
years of professional level leadership experience in information technology may substitute for the required master’s 
degree. OR Substitution of Graduate Coursework for the Required Experience: Any additional graduate coursework may 
substitute for the required experience on a year for year basis to a maximum substitution of two years. OR Substitution 
of State Experience for the Required Experience and Master’s Degree: Six years of experience directing IT operations 
and functions with the State of Tennessee may substitute for the required experience and master’s degree. NOTE:The 
appointing authority of the department in which the position is located reserves the right to alter or supersede the 
above minimum qualifications based on their judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: The job title is Executive Service and serves at the 
pleasure of the appointing authority of the department in which the position is located. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT work of considerable difficulty and managerial and 
supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: This is the 
highest class in the IT leadership series. The employee in this class directs all IT activities for a large department with an 
IT Budget more than $10M OR more than 100 employees with roles in IT programs and operations. This class differs 
from that of Executive IT Director in that incumbents of the latter direct IT activities for a department with programs of 
lesser scope and complexity. This class may report to and differs from Assistant Commissioner, Deputy Commissioner, 
and/or Commissioner in that an incumbent of the latter serves as the appointing authority and is responsible for 
executive leadership across all functions within a given department/agency. 
 
Work Activities: 
Selling or Influencing Others:    Build consensus among peers, subordinates, and supervisors in order to further the 
department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal return on 
investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business partners 
during the course of training and communications to facilitate adoption and enhance investment.    Influences assigned 
subordinates, departmental, and agency-wide staff using identified individual motivational factors to increase job 
performance and productivity.Staffing Organizational Units:    Actively recruits candidates for assigned subordinate 
positions to ensure the most qualified candidates are identified.    Assesses and anticipates workload of employees to 
determine human resource needs and budgetary constraints.    Identifies promotional opportunities within assigned 
work unit to develop bench strength and enhance the talent pool.    Conducts behaviorally based interviews for job 
candidates to ensure hiring and retention of the most qualified employees.Monitoring and Controlling Resources:    
Achieve IT budget objectives by reviewing and forecasting expenditures, analyzing variances, and initiating corrective 
actions.    Approve the allocation of headcount within the agency IT organization to ensure efficient resource allotment 
and congruence with agency strategic objectives.    Approve internal purchases for IT contract employees, hardware, 
and software as required.Thinking Creatively:    Creates a climate of creative thinking to engender IT employee 
engagement and develop business partner relationships.    Develop divisional and agency-wide IT strategic and 
operational plans to facilitate agency operations and forward agency goals.    Develops divisional and agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
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goals and agency needs.    Develops corrective action plans to address divisional and agency-wide systemic issues.    
Assists in the development of agency and state-wide IT process improvement initiatives at a strategic level to ensure 
efficient workflows and accommodate available resources.    Participates in the development of talent management 
workforce plans using a variety of analytic techniques to ensure available knowledge, skills, abilities, and competencies 
are aligned with business needs and strategic goals.    Develops IT organizational structures in conjunction with Human 
Resources using a variety of data and best practices to ensure cost effective resource allocation and alignment with 
agency and state strategic goals and IT needs.    Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into divisional and agency-wide best practices and standard operating procedures for efficiency and 
compliance purposes.    Participates in brainstorming sessions to develop divisional, agency, and state-wide process 
streamlining initiatives and improve business practices.    Develops divisional, agency, and state-wide process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Provides creative 
input into the development of divisional, agency, and state-wide policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination.Interpreting the Meaning of 
Information for Others:    Translates complex IT concepts for individuals of all levels of understanding including IT and 
non-IT roles to communicate results, trends, or problems.    Interprets a variety of current IT rules and/or laws, 
regulations, policies, procedures, and documentation for business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Interpret a variety of IT reports for internal and/or external business 
partners as requested or to meet accreditation standards.    Interprets specialized information related to technology for 
business partners and assigned subordinates to ensure understanding and facilitate relationships.    Explain IT program 
specific procedures and regulations to the general public, persons in other departments or divisions, or outside 
organizations and representatives as required in response to basic inquiries.Processing Information:    Exercises 
responsibility for executing all assigned IT activities and transactions to maintain accountability and business 
continuity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and 
agency-wide budget impact of proposed program or operational changes to establish appropriate funding and 
implementation guidelines.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.    Estimates future staffing and skill requirements needed for 
divisional and agency-wide succession planning and talent management purposes.Resolving Conflicts and Negotiating 
with Others:    Resolve external business partner disputes and conflicts to prevent business operation interruptions and 
compliance with contractual terms and agreements.    Coordinate with agency legal counsel when investigating conflicts 
between internal business partners and agency employees according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolve 
interpersonal conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a 
respectful and productive work environment.    Serves as a mediator for assigned subordinates and peers to upper 
management personnel.    Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using 
DOHR guidance to ensure compliance with all state and federal guidelines.    Resolves conflicts without input from 
higher management to ensure timely and efficient performance and maintain positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Answer sensitive and/or complex inquiries 
from persons of substantially high rank outside the organization as required.    Participate in contract negotiations with 
outside vendors to ensure strategic needs are met in an efficient and cost effective manner.    Contacts vendors and 
other outside agencies who administer IT functions to obtain/provide required information, correct errors, ensure 
contract fulfillment, and/or for clarification purposes.    Communicates with external business partners to facilitate 
outside events and programs in which the state/agency participates.    Participate in media events to communicate 
information to the general public as required.    Serve on department and statewide committees in the design, 
development, and implementation of new information management systems.    Communicates with outside callers and 
senders to ensure questions are directed to the appropriate individuals as required.Organizing, Planning, and Prioritizing 
Work:    Align business and people strategies using applicable data, leadership development, professional development, 
performance management, career planning, and succession planning.    Assign special projects, highly confidential 
requests, and high profile requests as required to appropriate subordinates to ensure security and discretion.    
Incorporate divisional and agency-wide urgent and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they possess to 
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ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Establishing and Maintaining Interpersonal Relationships:    Liaise with internal and external entities to ensure 
effective planning, strategy development, vision, coordination, and IT service provision.    Maintain professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Represent the agency 
while attending meetings and events in order to promote the goodwill of the department.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.Coaching and Developing 
Others:    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Coaches’ agency employees on IT related programs and information to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching to 
subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and agency-wide staff.Monitor Processes, Materials, or Surroundings:    Monitor organization culture and work 
environment of direct reports to identify interpersonal issues, policy violations, best practices, esprit de corps, and other 
relevant organizational traits.    Monitors the IT operational environment, to include daily agency IT operations, 
infrastructure, and other relevant work systems through subordinates, KPIs, service level agreements, and other 
indicators to identify trends and proactively anticipate problems.    Monitors the IT and overall business environment 
using a variety of reports, vulnerability analyses, and other tools to ensure policy compliance and information security, 
project management, financial, and other risks are minimized.    Monitors IT performance at the agency level through a 
variety of reports, surveys, subordinate interactions, and other information gathering tools to ensure that agency key 
performance indicators are met.    Continually monitors employee work product to identify efficiencies and inform 
performance evaluations.Making Decisions and Solving Problems:    Determines the appropriate structure of the IT 
organization to support business objectives and ensure alignment with strategic goals.    Approve all high level 
Information Systems directives to ensure alignment with strategic business objectives, best practices, and available 
resources.    Determine how to fit IT governance with the scope of IT initiatives to ensure that governance cost and 
resource allocation are appropriately aligned.    Determine appropriate balance of impact, financial and human capital 
cost, and risk in proposed IT operational initiatives to inform decisions about level of effort and priority of processing for 
IT projects and processes.    Determine appropriate allocation of budgeted funds to ensure that highest priority projects 
have sufficient monetary resources to be completed in a timely and efficient manner.    Determine best options to meet 
business requirements to meet the needs identified by organizational stakeholders.    Selects job candidates who best fit 
available positions based on the results of selection assessment and testing.    Make acquisition decisions for IT products 
and services that support business objectives.    Determine appropriate level of materiality to inform decisions about 
level of effort and priority of processing for IT projects and processes.Getting Information:    Researches commissioner's 
and agencies strategic goals to inform IT priorities and strategic goal planning.    Gathers the input of stakeholders at all 
levels both inside and outside the organization to ensure strategic planning accurately reflects the needs of the 
organization at all levels.    Interview employees and other individuals who have information related to ongoing 
investigations or work processes as required to further an investigation or process.    Participate in strategic and 
operational meetings to obtain information needed to achieve operational objectives.    Review reports, queries and 
electronic databases to gather information necessary to complete assigned work.    Conducts site visits of external and 
internal organizations in order to obtain information for reorganization, benchmarking and other work related activities.    
Researches work related information as needed to prepare reports, projects, proposals and other assigned tasks.    
Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the assigned 
work.Developing and Building Teams:    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and agency-wide staff and enhance 
commitment and performance.    Encourage assigned subordinates, divisional and agency-wide staff to pursue career 
development opportunities as a means of improving team performance.    Identify developmental opportunities 
appropriate for assigned subordinate, divisional and agency-wide staff to improve team development.    Creates and 
coordinates team building activities to incentivize teamwork and performance.Guiding, Directing, and Motivating 
Subordinates:    Enables assigned work unit to accomplish the mission and vision of the organization by identifying and 
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eliminating barriers to success, providing sufficient tools and resources, and continually challenging the validity of the 
current process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify 
efficiencies and achieve more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the operations required to achieve goals within the assigned area of responsibility.    Leads 
committees to review current processes and recommend improvements to achieve greater efficiencies.    Assists 
assigned subordinates in coordinating IT activities with other department personnel by reallocating resources and 
directly participating as necessary.Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Communicate with officials at higher levels on situations requiring an explanation of the services and 
activities of the agency.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions 
and work assignments.    Communicates work related information to a variety of business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conduct meetings with assigned subordinates 
and other internal business partners to gather project information and status updates and to disseminate information.    
Provide regular updates to upper management and other internal business partners on the status of projects and other 
assigned work.    Communicate regularly with other IT staff to coordinate operational activities and program 
development with other departments and to ensure uniformity between departments.    Send notifications of initiatives, 
changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt of information.    
Participates in a variety of meetings as required to provide and gather status updates for assigned workload.    Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop performance 
plans and provide performance feedback and developmental guidance.Judging the Qualities of Things, Services, or 
People:    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to determine 
whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses the quality of applicants to assigned subordinate positions to inform hiring decisions.    
Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conduct performance evaluations for assigned subordinates to 
determine performance levels.    Reviews the performance evaluations conducted by assigned subordinates to ensure 
thoroughness, accuracy, objectivity and agreement.    Recommends salary adjustments based on the evaluation of the 
pay of employees against the pay of other individuals in comparable classes to determine whether salary adjustments 
are warranted.Provide Consultation and Advice to Others:    Collaborate continually with management to assess the 
overall efficacy of departmental IT operations.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advise business partners 
on the appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures for IT decision making to ensure compliance and effective business practices.    Make recommendations for 
changes in IT operations which affect the economy, efficiency and quality of agency and/or state IT operations and 
services.    Advise upper management on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision making.    Assists assigned subordinates and internal business 
partners in developing job performance plans to communicate responsibilities and expected outcomes of performance 
in their role.    Advise internal business partners on the impact of state/departmental policies and procedures and 
federal guidelines on IT operations within assigned work unit.    Provide informal performance feedback advice to 
assigned subordinates and other leadership staff to assist with personal and professional development as required.    
Assists in the development of supplemental and interview questions for positions based on the competencies identified 
in the classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and policies.    Provide advice on employee selection decisions to assigned supervisor and other leadership 
staff.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-agency business partners to 
resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the activities of assigned subordinates 
who oversee various programs with business partners as required to ensure that operational and strategic priorities, 
missions and visions are met, and conflicts in scheduling and responsibility do not arise.    Coordinate meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage.Evaluating Information to 
Determine Compliance with Standards:    Evaluate plans and performance goals developed by assigned subordinates to 
ensure alignment with organizational goals.    Ensures disciplinary actions executed by assigned subordinates are 
administered in accordance with agency policy and Department of Human Resources policies and procedures.    
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Evaluates site audits of assigned subordinates and internal business partners to ensure work procedures and processes 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines and standards.    Evaluate candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Audits organizational hierarchies and supervisory 
assignments to ensure chains of command are up to date and valid.    Evaluate the work of assigned subordinates to 
determine compliance with job goals and intra-unit policy and methods.Developing Objectives and Strategies:    
Develops strategies, objectives, and service level agreements for IT services to measure and improve organizational 
efficiency and performance.    Develops job performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.    Develops strategies for addressing divisional, 
agency, and state-wide IT staffing needs to ensure adequate coverage for assigned workload.    Develops communication 
plans for addressing the ongoing communication of IT related information to agency employees and customers.    Assists 
with the development and periodic review of department directives, policies, procedures, and protocols as needed.    
Develop strategic programs and events to improve IT staff morale.Performing Administrative Activities:    Complete 
performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices.    Generate disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enter personal time and leave/overtime requests into the appropriate databases as 
required.Analyzing Data or Information:    Analyze processes, policies, and procedures using information technology 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency and/or state-wide operations and services.    Analyzes survey and benchmarking data 
collected by the agency to determine its relevancy to and effects on information technology processes and procedures 
and inform reporting.    Analyze status reports submitted by assigned subordinates to identify patterns and trends.    
Analyze vacancy report against available KSACs and applicants to align with organizational needs.    Analyze candidate 
applications and other documentation for assigned subordinate or sensitive positions to inform the decision on who to 
invite for interview.Documenting/Recording Information:    Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations.    Completes and submits performance review 
documents for subordinates accurately and promptly.    Document information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Prepares 
completed staff work reports with recommendations for action which are workable and comply with professional 
standards of excellence.Updating and Using Relevant Knowledge:    Develop expertise in an assigned information 
technology program area using available developmental opportunities as required to facilitate interpretation and advice 
provided.    Actively seeks out work related leadership development opportunities for self and assigned subordinates to 
improve performance and team efficiency.    Attend agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure 
they and their assigned subordinates are knowledgeable on the latest systems.    Utilizes acquired knowledge and skills 
to improve and inform daily performance of assigned tasks.    Attend in-service training as required to ensure continual 
learning and current knowledge of the field.    Maintain professional and technical knowledge by attending educational 
workshops, reviewing professional publications, establishing personal networks, and participating in professional 
societies to remain informed of current industry and IT standards.Scheduling Work and Activities:    Schedules periodic 
performance discussions with subordinates to ensure continuous accurate evaluations and development.    Schedules 
personal workload to ensure timely processing, account for current unit workload, and ensure availability to assigned 
subordinates and business partners for consultation and advice as requested.    Schedules deadlines for IT related events 
for agency employees to ensure timely submission of required information.Interacting With Computers:    Use office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. 
 
Competencies (KSA’s): 
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Competencies:    Business Acumen    Decision Quality    Strategic Agility    Delegation    Command Skills    Sizing up People    
Drive for Results    Perseverance    Organizational Agility    Political Savvy    Interpersonal Savvy    Managing Vision and 
PurposeKnowledge:    Expert knowledge of administration and management best practices as they relate to executive 
level leadership    Advanced knowledge of strategic planning principles and best practices as they relate to the control of 
agency-wide IT operations    Advanced knowledge of federal, state, and local laws, rules, regulations, policies, and 
procedures as they relate to information systems governance    Advanced knowledge of hardware, software, data, and 
network principles and systems    Advanced knowledge of customer service principles and best practices as they relate 
to service level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of 
business finance and accounting procedures and best practices    Intermediate knowledge of personnel and human 
resources management best practices as they relate to talent managementSkills:    Advanced speaking skills as they 
relate to the interpretation and communication of complex IT systems, services, and strategies    Advanced writing skills 
as they relate to the interpretation and communication of complex IT systems, services, and strategies    Advanced 
critical thinking skills    Intermediate active listening skills    Intermediate monitoring skills as they relate to process 
improvement and organizational development    Intermediate reading comprehension skills as they relate to the 
understanding of hardware, software, data, and network principles and systems    Intermediate systems evaluation skills 
as they relate to the development and maintenance of a variety of business systems    Intermediate skill in the 
management of financial resources    Intermediate skill in the management of personnel resources    Intermediate time 
management skills    Intermediate negotiation skills    Intermediate persuasion skills    Service orientation skills    
Complex problem solving skills    Judgment and decision making skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076146 - AGENCY CIO 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5179 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree and eight years of 
professional level experience in information technology. Non-Substitutable Experience: Five of the eight years must 
include information technology director responsibilities. OR Substitution of a Specific Bachelor’s Degree and Experience 
for the Required Master’s Degree: Graduation from an accredited college or university with a bachelor’s degree and two 
years of professional level leadership experience in information technology may substitute for the required master’s 
degree. OR Substitution of Graduate Coursework for the Required Experience: Any additional graduate coursework may 
substitute for the required experience on a year for year basis to a maximum substitution of two years. OR Substitution 
of State Experience for the Required Experience and Master’s Degree: Six years of experience directing IT operations 
and functions with the State of Tennessee may substitute for the required experience and master’s degree. NOTE:The 
appointing authority of the department in which the position is located reserves the right to alter or supersede the 
above minimum qualifications based on their judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: The job title is Executive Service and serves at the 
pleasure of the appointing authority of the department in which the position is located. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT work of considerable difficulty and managerial and 
supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: This is the 
highest class in the IT leadership series. The employee in this class directs all IT activities for a large department with an 
IT Budget more than $10M OR more than 100 employees with roles in IT programs and operations. This class differs 
from that of Executive IT Director in that incumbents of the latter direct IT activities for a department with programs of 
lesser scope and complexity. This class may report to and differs from Assistant Commissioner, Deputy Commissioner, 
and/or Commissioner in that an incumbent of the latter serves as the appointing authority and is responsible for 
executive leadership across all functions within a given department/agency. 
 
Work Activities: 
Selling or Influencing Others:    Build consensus among peers, subordinates, and supervisors in order to further the 
department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal return on 
investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business partners 
during the course of training and communications to facilitate adoption and enhance investment.    Influences assigned 
subordinates, departmental, and agency-wide staff using identified individual motivational factors to increase job 
performance and productivity.Staffing Organizational Units:    Actively recruits candidates for assigned subordinate 
positions to ensure the most qualified candidates are identified.    Assesses and anticipates workload of employees to 
determine human resource needs and budgetary constraints.    Identifies promotional opportunities within assigned 
work unit to develop bench strength and enhance the talent pool.    Conducts behaviorally based interviews for job 
candidates to ensure hiring and retention of the most qualified employees.Monitoring and Controlling Resources:    
Achieve IT budget objectives by reviewing and forecasting expenditures, analyzing variances, and initiating corrective 
actions.    Approve the allocation of headcount within the agency IT organization to ensure efficient resource allotment 
and congruence with agency strategic objectives.    Approve internal purchases for IT contract employees, hardware, 
and software as required.Thinking Creatively:    Creates a climate of creative thinking to engender IT employee 
engagement and develop business partner relationships.    Develop divisional and agency-wide IT strategic and 
operational plans to facilitate agency operations and forward agency goals.    Develops divisional and agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
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goals and agency needs.    Develops corrective action plans to address divisional and agency-wide systemic issues.    
Assists in the development of agency and state-wide IT process improvement initiatives at a strategic level to ensure 
efficient workflows and accommodate available resources.    Participates in the development of talent management 
workforce plans using a variety of analytic techniques to ensure available knowledge, skills, abilities, and competencies 
are aligned with business needs and strategic goals.    Develops IT organizational structures in conjunction with Human 
Resources using a variety of data and best practices to ensure cost effective resource allocation and alignment with 
agency and state strategic goals and IT needs.    Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into divisional and agency-wide best practices and standard operating procedures for efficiency and 
compliance purposes.    Participates in brainstorming sessions to develop divisional, agency, and state-wide process 
streamlining initiatives and improve business practices.    Develops divisional, agency, and state-wide process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Provides creative 
input into the development of divisional, agency, and state-wide policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination.Interpreting the Meaning of 
Information for Others:    Translates complex IT concepts for individuals of all levels of understanding including IT and 
non-IT roles to communicate results, trends, or problems.    Interprets a variety of current IT rules and/or laws, 
regulations, policies, procedures, and documentation for business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Interpret a variety of IT reports for internal and/or external business 
partners as requested or to meet accreditation standards.    Interprets specialized information related to technology for 
business partners and assigned subordinates to ensure understanding and facilitate relationships.    Explain IT program 
specific procedures and regulations to the general public, persons in other departments or divisions, or outside 
organizations and representatives as required in response to basic inquiries.Processing Information:    Exercises 
responsibility for executing all assigned IT activities and transactions to maintain accountability and business 
continuity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and 
agency-wide budget impact of proposed program or operational changes to establish appropriate funding and 
implementation guidelines.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.    Estimates future staffing and skill requirements needed for 
divisional and agency-wide succession planning and talent management purposes.Resolving Conflicts and Negotiating 
with Others:    Resolve external business partner disputes and conflicts to prevent business operation interruptions and 
compliance with contractual terms and agreements.    Coordinate with agency legal counsel when investigating conflicts 
between internal business partners and agency employees according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolve 
interpersonal conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a 
respectful and productive work environment.    Serves as a mediator for assigned subordinates and peers to upper 
management personnel.    Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using 
DOHR guidance to ensure compliance with all state and federal guidelines.    Resolves conflicts without input from 
higher management to ensure timely and efficient performance and maintain positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Answer sensitive and/or complex inquiries 
from persons of substantially high rank outside the organization as required.    Participate in contract negotiations with 
outside vendors to ensure strategic needs are met in an efficient and cost effective manner.    Contacts vendors and 
other outside agencies who administer IT functions to obtain/provide required information, correct errors, ensure 
contract fulfillment, and/or for clarification purposes.    Communicates with external business partners to facilitate 
outside events and programs in which the state/agency participates.    Participate in media events to communicate 
information to the general public as required.    Serve on department and statewide committees in the design, 
development, and implementation of new information management systems.    Communicates with outside callers and 
senders to ensure questions are directed to the appropriate individuals as required.Organizing, Planning, and Prioritizing 
Work:    Align business and people strategies using applicable data, leadership development, professional development, 
performance management, career planning, and succession planning.    Assign special projects, highly confidential 
requests, and high profile requests as required to appropriate subordinates to ensure security and discretion.    
Incorporate divisional and agency-wide urgent and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they possess to 
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ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Establishing and Maintaining Interpersonal Relationships:    Liaise with internal and external entities to ensure 
effective planning, strategy development, vision, coordination, and IT service provision.    Maintain professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Represent the agency 
while attending meetings and events in order to promote the goodwill of the department.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.Coaching and Developing 
Others:    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Coaches’ agency employees on IT related programs and information to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching to 
subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and agency-wide staff.Monitor Processes, Materials, or Surroundings:    Monitor organization culture and work 
environment of direct reports to identify interpersonal issues, policy violations, best practices, esprit de corps, and other 
relevant organizational traits.    Monitors the IT operational environment, to include daily agency IT operations, 
infrastructure, and other relevant work systems through subordinates, KPIs, service level agreements, and other 
indicators to identify trends and proactively anticipate problems.    Monitors the IT and overall business environment 
using a variety of reports, vulnerability analyses, and other tools to ensure policy compliance and information security, 
project management, financial, and other risks are minimized.    Monitors IT performance at the agency level through a 
variety of reports, surveys, subordinate interactions, and other information gathering tools to ensure that agency key 
performance indicators are met.    Continually monitors employee work product to identify efficiencies and inform 
performance evaluations.Making Decisions and Solving Problems:    Determines the appropriate structure of the IT 
organization to support business objectives and ensure alignment with strategic goals.    Approve all high level 
Information Systems directives to ensure alignment with strategic business objectives, best practices, and available 
resources.    Determine how to fit IT governance with the scope of IT initiatives to ensure that governance cost and 
resource allocation are appropriately aligned.    Determine appropriate balance of impact, financial and human capital 
cost, and risk in proposed IT operational initiatives to inform decisions about level of effort and priority of processing for 
IT projects and processes.    Determine appropriate allocation of budgeted funds to ensure that highest priority projects 
have sufficient monetary resources to be completed in a timely and efficient manner.    Determine best options to meet 
business requirements to meet the needs identified by organizational stakeholders.    Selects job candidates who best fit 
available positions based on the results of selection assessment and testing.    Make acquisition decisions for IT products 
and services that support business objectives.    Determine appropriate level of materiality to inform decisions about 
level of effort and priority of processing for IT projects and processes.Getting Information:    Researches commissioner's 
and agencies strategic goals to inform IT priorities and strategic goal planning.    Gathers the input of stakeholders at all 
levels both inside and outside the organization to ensure strategic planning accurately reflects the needs of the 
organization at all levels.    Interview employees and other individuals who have information related to ongoing 
investigations or work processes as required to further an investigation or process.    Participate in strategic and 
operational meetings to obtain information needed to achieve operational objectives.    Review reports, queries and 
electronic databases to gather information necessary to complete assigned work.    Conducts site visits of external and 
internal organizations in order to obtain information for reorganization, benchmarking and other work related activities.    
Researches work related information as needed to prepare reports, projects, proposals and other assigned tasks.    
Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the assigned 
work.Developing and Building Teams:    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and agency-wide staff and enhance 
commitment and performance.    Encourage assigned subordinates, divisional and agency-wide staff to pursue career 
development opportunities as a means of improving team performance.    Identify developmental opportunities 
appropriate for assigned subordinate, divisional and agency-wide staff to improve team development.    Creates and 
coordinates team building activities to incentivize teamwork and performance.Guiding, Directing, and Motivating 
Subordinates:    Enables assigned work unit to accomplish the mission and vision of the organization by identifying and 
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eliminating barriers to success, providing sufficient tools and resources, and continually challenging the validity of the 
current process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify 
efficiencies and achieve more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the operations required to achieve goals within the assigned area of responsibility.    Leads 
committees to review current processes and recommend improvements to achieve greater efficiencies.    Assists 
assigned subordinates in coordinating IT activities with other department personnel by reallocating resources and 
directly participating as necessary.Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Communicate with officials at higher levels on situations requiring an explanation of the services and 
activities of the agency.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions 
and work assignments.    Communicates work related information to a variety of business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conduct meetings with assigned subordinates 
and other internal business partners to gather project information and status updates and to disseminate information.    
Provide regular updates to upper management and other internal business partners on the status of projects and other 
assigned work.    Communicate regularly with other IT staff to coordinate operational activities and program 
development with other departments and to ensure uniformity between departments.    Send notifications of initiatives, 
changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt of information.    
Participates in a variety of meetings as required to provide and gather status updates for assigned workload.    Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop performance 
plans and provide performance feedback and developmental guidance.Judging the Qualities of Things, Services, or 
People:    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to determine 
whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses the quality of applicants to assigned subordinate positions to inform hiring decisions.    
Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conduct performance evaluations for assigned subordinates to 
determine performance levels.    Reviews the performance evaluations conducted by assigned subordinates to ensure 
thoroughness, accuracy, objectivity and agreement.    Recommends salary adjustments based on the evaluation of the 
pay of employees against the pay of other individuals in comparable classes to determine whether salary adjustments 
are warranted.Provide Consultation and Advice to Others:    Collaborate continually with management to assess the 
overall efficacy of departmental IT operations.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advise business partners 
on the appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures for IT decision making to ensure compliance and effective business practices.    Make recommendations for 
changes in IT operations which affect the economy, efficiency and quality of agency and/or state IT operations and 
services.    Advise upper management on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision making.    Assists assigned subordinates and internal business 
partners in developing job performance plans to communicate responsibilities and expected outcomes of performance 
in their role.    Advise internal business partners on the impact of state/departmental policies and procedures and 
federal guidelines on IT operations within assigned work unit.    Provide informal performance feedback advice to 
assigned subordinates and other leadership staff to assist with personal and professional development as required.    
Assists in the development of supplemental and interview questions for positions based on the competencies identified 
in the classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and policies.    Provide advice on employee selection decisions to assigned supervisor and other leadership 
staff.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-agency business partners to 
resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the activities of assigned subordinates 
who oversee various programs with business partners as required to ensure that operational and strategic priorities, 
missions and visions are met, and conflicts in scheduling and responsibility do not arise.    Coordinate meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage.Evaluating Information to 
Determine Compliance with Standards:    Evaluate plans and performance goals developed by assigned subordinates to 
ensure alignment with organizational goals.    Ensures disciplinary actions executed by assigned subordinates are 
administered in accordance with agency policy and Department of Human Resources policies and procedures.    
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Evaluates site audits of assigned subordinates and internal business partners to ensure work procedures and processes 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines and standards.    Evaluate candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Audits organizational hierarchies and supervisory 
assignments to ensure chains of command are up to date and valid.    Evaluate the work of assigned subordinates to 
determine compliance with job goals and intra-unit policy and methods.Developing Objectives and Strategies:    
Develops strategies, objectives, and service level agreements for IT services to measure and improve organizational 
efficiency and performance.    Develops job performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.    Develops strategies for addressing divisional, 
agency, and state-wide IT staffing needs to ensure adequate coverage for assigned workload.    Develops communication 
plans for addressing the ongoing communication of IT related information to agency employees and customers.    Assists 
with the development and periodic review of department directives, policies, procedures, and protocols as needed.    
Develop strategic programs and events to improve IT staff morale.Performing Administrative Activities:    Complete 
performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices.    Generate disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enter personal time and leave/overtime requests into the appropriate databases as 
required.Analyzing Data or Information:    Analyze processes, policies, and procedures using information technology 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency and/or state-wide operations and services.    Analyzes survey and benchmarking data 
collected by the agency to determine its relevancy to and effects on information technology processes and procedures 
and inform reporting.    Analyze status reports submitted by assigned subordinates to identify patterns and trends.    
Analyze vacancy report against available KSACs and applicants to align with organizational needs.    Analyze candidate 
applications and other documentation for assigned subordinate or sensitive positions to inform the decision on who to 
invite for interview.Documenting/Recording Information:    Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations.    Completes and submits performance review 
documents for subordinates accurately and promptly.    Document information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Prepares 
completed staff work reports with recommendations for action which are workable and comply with professional 
standards of excellence.Updating and Using Relevant Knowledge:    Develop expertise in an assigned information 
technology program area using available developmental opportunities as required to facilitate interpretation and advice 
provided.    Actively seeks out work related leadership development opportunities for self and assigned subordinates to 
improve performance and team efficiency.    Attend agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure 
they and their assigned subordinates are knowledgeable on the latest systems.    Utilizes acquired knowledge and skills 
to improve and inform daily performance of assigned tasks.    Attend in-service training as required to ensure continual 
learning and current knowledge of the field.    Maintain professional and technical knowledge by attending educational 
workshops, reviewing professional publications, establishing personal networks, and participating in professional 
societies to remain informed of current industry and IT standards.Scheduling Work and Activities:    Schedules periodic 
performance discussions with subordinates to ensure continuous accurate evaluations and development.    Schedules 
personal workload to ensure timely processing, account for current unit workload, and ensure availability to assigned 
subordinates and business partners for consultation and advice as requested.    Schedules deadlines for IT related events 
for agency employees to ensure timely submission of required information.Interacting With Computers:    Use office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. 
 
Competencies (KSA’s): 
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Competencies:    Business Acumen    Decision Quality    Strategic Agility    Delegation    Command Skills    Sizing up People    
Drive for Results    Perseverance    Organizational Agility    Political Savvy    Interpersonal Savvy    Managing Vision and 
PurposeKnowledge:    Expert knowledge of administration and management best practices as they relate to executive 
level leadership    Advanced knowledge of strategic planning principles and best practices as they relate to the control of 
agency-wide IT operations    Advanced knowledge of federal, state, and local laws, rules, regulations, policies, and 
procedures as they relate to information systems governance    Advanced knowledge of hardware, software, data, and 
network principles and systems    Advanced knowledge of customer service principles and best practices as they relate 
to service level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of 
business finance and accounting procedures and best practices    Intermediate knowledge of personnel and human 
resources management best practices as they relate to talent managementSkills:    Advanced speaking skills as they 
relate to the interpretation and communication of complex IT systems, services, and strategies    Advanced writing skills 
as they relate to the interpretation and communication of complex IT systems, services, and strategies    Advanced 
critical thinking skills    Intermediate active listening skills    Intermediate monitoring skills as they relate to process 
improvement and organizational development    Intermediate reading comprehension skills as they relate to the 
understanding of hardware, software, data, and network principles and systems    Intermediate systems evaluation skills 
as they relate to the development and maintenance of a variety of business systems    Intermediate skill in the 
management of financial resources    Intermediate skill in the management of personnel resources    Intermediate time 
management skills    Intermediate negotiation skills    Intermediate persuasion skills    Service orientation skills    
Complex problem solving skills    Judgment and decision making skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075620 - AGENT LICENSING/CE DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3980 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and administrative work of average difficulty in 
supervising a section of subordinate clerical workers engaged in reviewing and processing applications for insurance 
agent licenses; and performs related work as required.Distinguishing Features: The employee in this class is responsible 
for reviewing and making decisions on all applications submitted by insurance agents for licenses to conduct business in 
Tennessee. Work involves supervising a section of subordinate clerical employees engaged in reviewing applications for 
completeness and accuracy and processing application documents and licensing fees. The employee is allowed 
considerable independence in making decisions with regard to section operations and procedures. 
 
Work Activities: 
1. Directs the activities of the agent licensing section of the Department of Insurance; assigns, trains, supervises, and 
evaluates subordinate clerical workers engaged in processing application documents, issuing insurance agent licenses, 
and collecting and accounting for licensing fees; makes recommendations on staff employment, promotion, demotion, 
dismissal, and other human resources actions.2. Reviews applications for insurance agent licenses and makes 
determinations on the qualifications and fitness of applicants.3. Establishes and maintains a variety of personal contacts 
with subordinates, departmental associates and superiors, insurance company representatives, prospective insurance 
agents, and members of the public to explain, interpret, and enforce pertinent agent licensing laws, rules, and 
regulations and to answer questions and resolve problems with licensing procedures, agent examinations, and license 
issuance.4. Monitors and evaluates the administration or insurance agent examinations across the state; assists in 
revising and updating the agent examination and study manuals when necessary.5. Supervises and participates in the 
preparation and maintenance of routine records and reports, including computer documents, financial documents, 
agent licenses and certificates, and administrative and supervisory records and reports.6. Studies section organization, 
operations, and procedures and makes recommendations intended to effect improvements in economy, efficiency, and 
quality in these areas.7. Supervises the collection of insurance agent licensing fees.8 Attends and participates in hearings 
on the revocation of specific agent licenses, in cases of suspected violation of state statutes.8. Assists in drafting new 
legislation on agent licensing laws, rules, and regulations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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079174 - AGING COMMISSION ASST DIR 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4383 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079175 - AGING COMMISSION EXECUTIVE DIR 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4397 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial work of average difficulty in directing the functions of the Aging 
Commission; and performs related work as required.Distinguishing Features: The employee in this class is responsible 
for directing all programs and services of the Aging Commission. This class differs from that of Aging Commission 
Assistant Dir in that the incumbent of the latter acts as an assistant to the incumbent of this class. 
 
Work Activities: 
1. Plans, directs, and evaluates the activities and functions of the Aging Commission.2. Organizes and administers the 
support functions within state and public agencies providing service to the elderly.3. Develops, coordinates, originates, 
and executes policies and procedures for the Aging Commission.4. Performs the most important and difficult of public 
contact and liaison work in explaining and interpreting policies, rules and regulations of the Aging Commission.5. 
Assigns, trains, supervises, and evaluates a moderate-sized staff and their work.6. Reviews and makes decisions on 
employment, retention, promotion, demotion, and other human resources actions.7. Attends staff meetings, 
conferences, workshops, and seminars.8. Supervises the preparation and review of a variety of records and reports 
relating to programs for the elderly. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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079136 - AGING COMMISSION LIAISON 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4356 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079138 - AGING NUTRITION PROGRAM DIR 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4364 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079137 - AGING PROGRAM CONSULTANT 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4358 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional experience in planning, administering, evaluating or assessing human service, 
mental health, public health, or gerontological programs. OR Possession of a master's degree in Gerontology, 
Gerontological Services, Human Services Administration, Psychology, Public Health Administration, Sociology, or Social 
Work and experience equivalent to one year of professional experience in planning, administering, evaluating or 
assessing human service, mental health, public health, or gerontological programs. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing, enhancing, and evaluating specialized statewide 
programs for persons over the age of 60 and/or adults with disabilities; and performs related work as required. 
Distinguishing Features: An employee in this class is responsible for managing, enhancing, and evaluating specialized 
statewide programs for persons over the age of 60 and/or adults with disabilities and providing consultation and 
technical assistance to area agencies, service providers, and others. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Consults with local and regional grantee organizations/agencies and area 
agencies to provide technical assistance in the development and implementation of programs of benefit to older 
persons. Responds to individual and agency requests for program information and/or assistance. Makes 
recommendations on the state Commission on Aging and Disability's policies, procedures, functions, and 
services.Evaluating Information to Determine Compliance with Standards:  Oversees program activities on a regular 
basis to ensure compliance with program standards and contracts. Reviews program documentation to determine if all 
activities have been completed. Compares new information (e.g. legislation, rules and regulations, studies on aging 
topics) to current policies, procedures, functions, and services.Documenting/Recording Information:  Writes a report of 
all findings, recommendations, and time frames for corrective actions. Drafts and presents materials which affect 
specific statewide aging programs to supervisory staff and makes changes based on supervisory input.Communicating 
with Persons Outside Organization:  Facilitates communications between state officials, agencies, associations, and 
institutions whose activities impact on a specific program or service. Determines communication needs based on 
training, problems, new regulations, or other factors. Coordinates communications (e.g., calls participants, sets up 
meeting room, writes letters of communication agreement). Serves as a liaison to various departments, agencies, and 
meetings to voice opinions or gather information for a specific program or service.Developing Objectives and Strategies:    
Writes an assigned portion of the grant contract between the state and federal governments and participates in refining 
goals and objectives in staff meetings.Analyzing Data or Information:  Collects statistical data (e.g., number of 
clients/enrollees, types of services provided, demographic information) regarding program service delivery. Identifies 
and defines trends in data. Modifies existing instruments (e.g., checklists, questionnaires) used for assessment and 
evaluation of aging programs.Communicating with Supervisors, Peers, or Subordinates:  Conducts interviews with 
appropriate agency staff to brief them on program review findings. Training and Teaching Others:  Plans and implements 
training as appropriate. Participates in the planning of workshops and conferences related to program 
objectives.Getting Information:  Maintains current knowledge of laws, regulations, and guidelines impacting program 
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implementation. Thinking Creatively:  Develops and distributes printed material (e.g., program descriptions brochures, 
annual reports, operations manuals) related to program implementation. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Planning Priority Setting Process Management Drive for Results Organizational Agility 
Presentation Skills Written Communication Customer Focus Integrity and TrustKnowledge: Administration and 
Management Clerical Customer and Personal Service Economics and Accounting Education and Training Law and 
Government Psychology Sociology and Anthropology Skills: Active Learning Active Listening Critical Thinking Writing 
Negotiating Service Orientation Judgment and Decision Making Systems Analysis Systems Evaluation Time 
ManagementAbilities: Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Written Comprehension Written Expression Static Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copier 
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079173 - AGING PROGRAM DIR 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4382 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077882 - AGRIBUSINESS DEVELOPMENT CONS 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4219 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075302 - AGRICULTURAL MARKETING SPEC 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3705 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in agriculture 
science, agribusiness, or marketing and experience equivalent to two years of full-time experience developing, 
implementing, and evaluating multiple phases of programs related to marketing, agriculture, or home 
economics.Substitution of Experience for Education: Full-time experience in developing, implementing, and evaluating 
multiple phases of agricultural marketing programs may substitute for the required education on a year-for-year basis to 
a maximum of four years.Substitution of Education for Experience: A master's degree in Agricultural Business, 
Agricultural Economics, Agricultural Marketing, or a related agribusiness area may substitute for one of the two years of 
required experience.ORGraduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time experience developing, implementing, and evaluating multiple phases of programs 
related to marketing, agriculture, or home economics with at least one year of full-time experience developing, 
implementing, and evaluating multiple phases of programs related to agricultural marketing. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional agricultural market development work of average 
difficulty; and performs related work as required.Distinguishing Features: This is the advanced working level class in the 
Agricultural Marketing Spec job series. An employee in this class promotes market development for agricultural 
products for the State of Tennessee and will be required to travel nationally and internationally to conduct marketing 
activities. This class differs from Agricultural Marketing Spec 3 in that the latter supervises agricultural marketing staff. 
This class differs from Agricultural Marketing Spec 1 in that an incumbent of the latter performs work of lesser scope 
and complexity and learns to educate groups on agricultural marketing topics, to participate in media activities, and to 
recruit agribusiness to Tennessee. 
 
Work Activities: 
1. Develops marketing plans for agricultural products; collects information about current market condition and products 
to be marketed; identifies selling points and consumer groups; determines marketing tools (e.g., publications, media 
events, trade shows, trade missions) to include in the plan.2. Conducts trade shows and trade missions to influence 
purchasing decisions and generate sales for Tennessee's agricultural industry; schedules the participation, travel, and 
itineraries of trade show/trade mission participants; instructs participants in direct sales techniques (e.g., types of 
questions to ask, ways to initiate discussions with buyers).3. Writes and distributes promotional literature to inform 
target audiences of Tennessee's agricultural products and to influence their purchases; writes text for brochures, 
pamphlets, and directories; writes articles to be sent to magazines or newspapers for publication; places directories and 
brochures in appropriate locations for distribution to the public.4. Participates in media activities to present a positive 
image of the State and its agricultural industry to the public; appears on radio or TV to talk about various Tennessee 
agricultural concerns; participates in newspaper interviews to give information about Tennessee agricultural products, 
producers, sellers, and agricultural events.5. Hosts national and international agricultural buyers to generate sales for 
Tennessee's agricultural businesses; invites buyers to visit Tennessee agricultural industries; arranges travel and 
itinerary for buyers; informs buyers of the quality of Tennessee's products.6. Educates groups and individuals on 
agricultural marketing topics; identifies relevant agricultural topics, materials, and methods of instruction; schedules 
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speakers for seminars; writes narrative reports on educational topics; instructs groups and individuals in agricultural 
marketing topics.7. Recruits agribusinesses to relocate or to open branches of business in Tennessee to generate jobs 
for Tennesseans and to help the State's agribusiness and economy grow; identifies companies that are likely to relocate; 
writes letters to the company representatives selling them on the benefits of relocation; organizes visits and travel to 
business sites; coordinates the relocation of business to Tennessee, including introducing real estate agents, local 
government officials, or Community Development Consultants to company representatives.8. Evaluates the success of 
marketing activities and plans; talks with participants in marketing activities to receive feedback on success; determines 
the costs and benefits of marketing activities; prepares written reports and evaluations; provides recommendations for 
changes in future marketing plans. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075303 - AGRICULTURAL MARKETING SPEC 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3440 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in agriculture 
science, agribusiness, or marketing and experience equivalent to three years of full-time experience developing, 
implementing, and evaluating multiple phases of programs related to marketing, agriculture, or home 
economics.Substituion of Experience for Education: Full-time experience in developing, implementing, and evaluating 
multiple phases of agricultural marketing programs may substitute for the required education on a year-for-year basis to 
a maximum of four years.Substitution of Education for Experience: A master's degree in Agricultural Business, 
Agricultural Economics, Agricultural Marketing, or a related agribusiness area may substitute for one of the three years 
of required experience.ORGraduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time experience developing, implementing, and evaluating multiple phases of programs 
related to marketing, agriculture, or home economics with at least one year of full-time experience developing, 
implementing, and evaluating multiple phases of programs related to agricultural marketing. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory agricultural market development work 
of considerable difficulty; and performs related work as required.Distinguishing Features: This is the supervisory class in 
the Agricultural Marketing Spec job series. An employee in this class supervises a small staff of Agricultural Marketing 
Spec and promotes market development for agricultural products for the State of Tennessee. An employee in this class 
will be required to travel nationally and internationally to conduct marketing activities. An incumbent of this class differs 
from the Agricultural Marketing Director in that the latter is directly involved in setting policies for the Agricultural 
Marketing Division. This class differs from an Agricultural Marketing Spec 2 in that an incumbent of the latter does not 
supervise and performs work of lesser scope and complexity. 
 
Work Activities: 
 1. Develops marketing plans for agricultural products; collects information about current market condition and products 
to be marketed; identifies selling points and consumer groups; determines marketing tools (e.g., publications, media 
events, trade shows, trade missions) to include in the plan.2. Conducts trade shows and trade missions to influence 
purchasing decisions and generate sales for Tennessee's agricultural industry; schedules the participation, travel, and 
itineraries of trade show/trade mission participants; instructs participants in direct sales techniques (e.g., types of 
questions to ask, ways to initiate discussions with buyers).3. Ensures the effectiveness and efficiency of each Agricultural 
Marketing Specialist and the marketing division; recruits individuals to work for the state; interviews prospective 
employees; trains employees on marketing techniques; performs administrative responsibilities; coordinates marketing 
work with other government agencies.4. Evaluates the performance of Agricultural Marketing Specialist personnel; 
establishes or develops job plans and responsibilities that detail exceptional performance; compares employee 
performance with characteristics of exceptional performance detailed in the job plan to establish and assign 
performance ratings.5. Writes and distributes promotional literature to inform target audiences of Tennessee's 
agricultural products and to influence their purchases; writes text for brochures, pamphlets, and directories; writes 
articles to be sent to magazines or newspapers for publication; places directories and brochures in appropriate locations 
for distribution to the public.6. Participates in media activities to present a positive image of the State and its 
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agricultural industry to the public; appears on radio or TV to talk about various Tennessee agricultural concerns; 
participates in newspaper interviews to give information about Tennessee agricultural products, producers, sellers, and 
agricultural events.7. Hosts national and international agricultural buyers to generate sales for Tennessee's agricultural 
businesses; invites buyers to visit Tennessee agricultural industries; arranges travel and itinerary for buyers; informs 
buyers of the quality of Tennessee's products.8. Educates groups and individuals on agricultural marketing topics; 
identifies relevant agricultural topics, materials, and methods of instruction; schedules speakers for seminars; writes 
narrative reports on educational topics; instructs the public in agricultural marketing topics.9. Recruits agribusinesses to 
relocate or to open branches of business in Tennessee to generate jobs for Tennesseans and to help the State's 
agribusiness and economy grow; identifies companies that are likely to relocate; writes letters to the company 
representatives selling them on the benefits of relocation; organizes visits and travel to business sites; coordinates the 
relocation of business to Tennessee, including introducing real estate agents, local government officials, or Community 
Development Consultants to company representatives.10. Evaluates the success of marketing activities, plans, and the 
marketing division; talks with participants in marketing activities to receive feedback on success; determines the costs 
and benefits of marketing activities; prepares written reports and evaluations; provides recommendations for changes 
in future marketing plans; writes a summary of all marketing activities for each fiscal year. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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032231 - AGRICULTURE ENF OFFICER 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2995 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college with an Associate's degree 
and experience equivalent to three years of full-time experience in criminal investigation or commissioned law 
enforcement work.Substitution of Experience for Education: Qualifying full-time criminal investigation, commissioned 
law enforcement, fire protection, or agriculture codes inspection work may be substituted for the required education on 
a year-for- year basis to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education).Substitution of Education 
for Experience: Additional coursework at an accredited college or university may be substituted for the required 
experience, on a year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of 
experience). 
 
Other Requirements: 
Necessary Special Qualifications:Applicants for this class must:1. Be willing to and able to qualify with, carry, and use 
assigned weapons2. Be at least twenty-one (21) years of age on the date of application3. Be a citizen of the United 
States4. Have a good moral character, as determined by investigation5. Complete a criminal history disclosure form in a 
manner approved by the appointing authority6. Agree to release all records involving their criminal history to the 
appointing authority7. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check8. Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces9. Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position10. Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position11. Possess a valid motor 
vehicle operator's license at the time of appointment12. Upon appointment, successfully complete a prescribed course 
of instruction at the Tennessee Law Enforcement Academy or have successfully completed the equivalent of the 
prescribed course.Examination Method:  Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs wildfire, livestock, and unauthorized biological and chemical agent use 
enforcement and investigative work of considerable difficulty; and performs related work as required.Distinguishing 
Features: This is the working level class in the Agriculture Enf Officer sub-series. An employee in this class is responsible 
for conducting the wildfire investigation program, enforcing livestock transportation, disease control, theft, and 
identification laws, and investigating crimes concerning the unauthorized use of biological and chemical agents 
regulated by the department, within a specific geographical area of the state. This class differs from Agriculture Enf 
Officer Supervisor in that an incumbent of the latter is responsible for supervising incumbents in this class. 
 
Work Activities: 
Getting Information:  Investigates crime scenes related to arson, livestock theft, crimes against persons or property, 
drugs, and bio-hazard threats by gathering important information such as witness statements, fingerprints, and other 
physical evidence. Establishes priority of response based on degree of endangerment to human life or potential 
destruction. Interviews individuals to obtain information related to criminal activity. Follows suspect on foot or in 
vehicle to observe suspect. Conceals cameras, tape recorders and body wiring in forests, buildings, vehicles or on 
individuals to gather information. Maintains extended electronic, physical, and/or visual surveillance of suspects or 
locations from trees, vehicles, or aircraft to collect information. Obtains search and arrest warrants from appropriate 
officials in order to gather evidence or to arrest a criminal suspect. Analyzing Data of Information:  Determines point of 
entry at crime scene by examining locks/barriers and surveying the scene (e.g., tire tracks, footprints, broken tree 
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branches). Determines if criminal activity has occurred based on information collected (e.g., electronic surveillance, 
physical evidence). Making Decisions and Solving Problems:  Using the seven steps of the scientific method to determine 
the probable cause of fire (e.g., accidental, natural, arson, undetermined). Determines potential methods used in 
terrorist activity such as explosives, fire, and agricultural biohazards including chemicals (e.g., fertilizers, insecticides, 
pesticides) and communicable diseases (e.g., foot-and-mouth, anthrax). Determines potential delivery means of terrorist 
activity or application of such as vehicles, transfer trucks, crop dusters, or infected animals Determines critical issues of 
investigation based on evidence collected. Searches and monitors the internet using local and national sales sites (e.g., 
Craig's list, eBay) to identify activity that leads to missing equipment or cattle. Identifying Objects, Actions, and Events:  
Identifies and secures crime scene by taping off the scene and preventing the destruction of evidence. Inspecting 
Equipment, Structures, or Material:  Visually inspects transportation carriers for livestock criminal activity. Examines 
animal appearance, animal identification and behavior patterns to determine potential disease, mutilation, or likelihood 
of theft. Processing Information:  Prepares subpoena lists of law enforcement and lab personnel, experts, and parties 
involved in investigation. Writes a report of the investigative details including graphs, charts and tables. Interpreting the 
Meaning of Information for Others:  Explains legal rights to interrogated individuals and obtains acknowledgement 
statement. Provides legal testimony, including serving as an expert witness regarding investigations. Ensures that 
evidence is presented in clear and logical manner so as to answer any questions that may be raised in court. Provides 
information regarding investigations and agricultural laws to the media, law enforcement agencies, governmental 
entities and the general public. Communicating with Persons Outside Organization:  Develops individuals as informants 
by associating with them and gaining their trust. Meets with agricultural product vendors and retailers to discuss 
suspicious or massive transaction Establishes and/or maintains open communication between all agencies involved in 
the investigation of a potential crime. Consults with District Attorney to determine if case is criminally prosecutable. 
Contacts local sale barns and counterparts in other states to alert them of missing/stolen cattle to help locate the cattle. 
Training and Teaching Others:  Trains firefighters in incident scene security and the identification of potential fire source. 
Trains law enforcement officers and state/local agencies on safety issues dealing with fire and emergency animal care 
(e.g., proper euthanasia techniques, calming distressed animals) using presentation software, lectures, and discussions. 
Educates the general public on safety issues dealing with fire, biohazards, and emergency animal care. 
Documenting/Recording Information:  Documents witness/suspect statements, arrest executed, evidence obtained, and 
chain of custody of evidence. Videotapes or photographs crime scene and evidence to provide visual documentation. 
Selects appropriate packaging and labeling for collection and shipping of evidence to the crime lab. Completes 
standardized forms and writes narratives detailing the need for a search warrant. Scheduling Work and Activities:  
Coordinates multiple agency investigations by determining the jurisdiction in which the crime or incident occurred and 
the agency that will lead the investigation and pursue criminal prosecution. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Perspective Problem Solving Informing Conflict Management Approachability 
Composure Ethics and Values Integrity and Trust Patience Knowledge:  Law and Government Psychology Public Safety 
and Security Skills:  Active Learning Active Listening Critical Thinking Reading Comprehension Speaking Writing 
Coordination Negotiation Persuasion Service Orientation Social Perceptiveness Complex Problem Solving Judgment and 
Decision Making Time Management Abilities:  Deductive Reasoning Inductive Reasoning Oral Comprehension Oral 
Expression Problem Sensitivity Spatial Orientation Written Comprehension Written Expression Arm-Hand Steadiness 
Reaction Time Response Orientation Gross Body Coordination Gross Body Equilibrium Sound Localization Speech Clarity 
Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Cell Phone All-Terrain Vehicle 
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091354 - AIRCRAFT CHIEF PILOT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4659 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and possession of a current 
commercial pilot's certificate with appropriate ratings as issued by the Federal Aviation Administration and a minimum 
of 4,000 hours of flying time, of which 2,000 hours must have been in multi-engine aircraft. Physical Condition: 
Applicants must successfully pass and maintain a Class 2 physical examination every 12 months as prescribed by the 
FAA. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a FAA commercial pilot. Must possess current instrument, single and multi-
engine ratings. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for aircraft pilot duties of considerable difficulty and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the supervisory class 
in the Aircraft Pilot sub-series. The employee in this class supervises pilots in providing safe and efficient air 
transportation. This class differs from Aircraft Lead Pilot in that an incumbent of the latter is not responsible for 
supervisory work. The incumbent in this class is ""on call"" and is required to work irregular hours." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Use instrumentation to guide flights when visibility is poor. Monitor 
engine operation, fuel consumption, and functioning of aircraft systems during flights. Monitor gauges, warning devices, 
and control panels to verify aircraft performance and to regulate engine speed.Inspecting Equipment, Structures, or 
Material:  Inspect aircraft for defects and malfunctions, according to pre-flight checklists. Test performance of aircraft 
equipment.Operating Vehicles, Mechanized Devices, or Equipment:  Start engines, operate controls, and pilot airplanes 
to transport passengers, mail, or freight, adhering to flight plans, regulations, and procedures. Steer aircraft along 
planned routes, including use of autopilot and flight management computers.Resolving Conflicts and Negotiating with 
Others:  Assists with investigating and solving conflicts between internal business partners and agency employees 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue. Reports internal and external conflicts, complaints, and other issues to assigned 
supervisor or appropriate reporting authority as required. Developing and Building Teams:  Model effective performance 
for co-workers and/or interns to provide a role model, encourage success in others, and enhance trust. Identifies 
developmental opportunities appropriate for assigned subordinates to improve team development.Evaluating 
Information to Determine Compliance with Standards:  Using gathered information file an appropriate flight plan for 
determined conditions.Organizing, Planning, and Prioritizing Work:  Incorporate last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.Coaching and Developing Others:  Train 
transportation or material moving personnel of proper safety and procedures. Discusses performance with subordinates 
to identify and correct deficiencies and to reinforce strengths.Guiding, Directing, and Motivating Subordinates:  
Coordinates flight control, management activities, directs material handling or moving activities as pilot in command. 
Sets performance standards and goals for subordinates and monitors performance. Leads subordinates to perform and 
implement activities according to applicable department, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Provides informal performance feedback advice to assigned subordinates to assist with 
personal and professional development. Provides motivation through positive reinforcement to promote a productive 
and efficient work environment. Supervises project development, reports, and applications by review of subordinate 
submittals to provide approval or feedback.Communicating with Supervisors, Peers, or Subordinates:  Contact control 
towers for takeoff clearances; coordinate vehicle movement, arrival instructions, and other information, using radio 
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equipment. Respond to and report in-flight emergencies and malfunctions. Communicate with coworkers to discuss 
work orders or plans. Communicate any vehicle or equipment malfunctions to appropriate repair staff.Coordinating the 
Work and Activities of Others:  Coordinates with upper management, peers, and assigned subordinates to facilitate 
equitable workload dissemination. Coordinates workload with internal and external business partners as required 
facilitating timely and accurate task completion. Coordinates with departmental staff to resolve complex or highly 
sensitive issues to ensure project schedules and project cost are reviewed.Communicating with Persons Outside 
Organization:  Respond to and report in-flight emergencies and malfunctions. Provide transportation information to 
passengers or customers.Establishing and Maintaining Interpersonal Relationships:  Develop and maintains respectful 
working relationships to promote mutual trust and cooperation among team members, agency representatives and 
vendors.Assisting and Caring for Others:  Respond to transportation emergencies.Monitoring and Controlling Resources:  
Manages the procurement, receipt, and payment of products, equipment, and/or services in compliance with all laws, 
rules, and regulations.Provide Consultation and Advice to Others:  Provides technical guidance to external and/or 
internal business partners to resolve problems with environmental and/or engineering concerns. Assists assigned 
subordinates in resolving processing problems to enhance development and team performance. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Notifies appropriate personnel of possible violations of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures.Updating and Using Relevant Knowledge:  Review 
current departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure they are knowledgeable on the latest updates. Seek out work related 
developmental opportunities to improve performance and team efficiency. Complete required training events to learn 
new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency.Training and Teaching Others:  Conducts new employee onboarding steps as required to educate new hires 
on departmental and work unit rules, regulations, guidelines, processes, and procedures. Develops manuals and 
relevant documentation for procedures to ensure consistent plan of action is followed. Instructs assigned subordinates 
regarding new policies, procedures, and software programs to facilitate learning. Staffing Organizational Units:  Assists in 
the hiring process including recruiting, identifying hiring criteria, and interviewing applicants.Making Decisions and 
Solving Problems:  Choose optimal transportation routes or speeds.Getting Information: Check NOTAMS (Notices to 
Airmen) and Weather forecast prior to take off to ensure safest route is chosen. Documenting/Recording Information:   
Record operational details of travel. Enter and maintain data on a shared server for access and reference. Write reports 
to document field inspections, laboratory tests, planning activities, and other necessary items to ensure accurate 
information is used in decision making. Document and store appropriate information in electronic databases and/or 
physical form as required ensuring accurate information is recorded. Document information provided during meetings 
and training to ensure accurate information is disseminated to others.Interacting With Computers:  Operates computer 
hardware and software, scanners, and other equipment to complete reports, document collected data, and to 
communicate with others to capture and maintain program information. Operate office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and search engines to manage programs and projects.Scheduling Work and Activities: Arrange maintenance 
activities in response to aircraft deficiencies.Performing Administrative Activities:  Update internal databases to 
document time, schedule, and project development. Responds to emails, phone calls, and other correspondence as 
required. Mails or emails correspondence to internal and external business partners. 
 
Competencies (KSA’s): 
Competencies: Time Management                   Customer Focus                       Ethics and Values                     Listening                      
Directing Others                       Functional/Technical Competency                     Command Skills                       Standing Alone             
Hiring and Staffing                   Managerial Courage          Knowledge: Knowledge of administration and management             
Knowledge of personnel and human resources              Knowledge of principles and methods for moving people or goods 
by air, rail, sea, or road, including the relative costs and benefits                    Knowledge of principles and methods for 
describing the features of land, sea, and air masses, including their physical characteristics, locations, interrelationships, 
and distribution of plant, animal, and human life Knowledge of arithmetic, algebra, geometry, calculus, statistics, and 
their applications     Knowledge of machines and tools, including their designs, uses, repair, and maintenance                     
Knowledge and prediction of physical principles, laws, their interrelationships, and applications to understanding fluid, 
material, and atmospheric dynamics, and mechanical and electrical processes Knowledge of principles and processes for 
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providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources                       Knowledge of transmission and operation of telecommunications 
systems                       Knowledge of the practical application of engineering science and technology                  Knowledge 
of administrative and clerical proceduresSkills: Service Orientation                  Controlling Operations Operation 
Monitoring Active Listening            Critical Thinking           Management of Financial Resources                 Management of 
Material Resources                  Management of Personnel Resources                Monitoring/Assessing Performance Complex 
Problem Solving        Judgment and Decision Making Reading Comprehension                      Verbal Communication             
Active Learning Time Management                   Mathematics                Troubleshooting                       Writing Abilities: Ability 
of control precision to quickly and repeatedly adjust the controls of a machine or a vehicle to exact positions                      
Ability of problem sensitivity to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem                Ability of spatial orientation to know your location in relation to 
the environment or to know where other objects are in relation to you                   Ability of depth perception to judge 
which of several objects is closer or farther away from you, or to judge the distance between you and an object 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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091353 - AIRCRAFT LEAD PILOT 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4657 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
2,000 hours of fixed wing pilot time including, at least, 1,000 hours in multi-engine aircraft. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as FAA commercial pilot. Must possess current instrument, single and multi-
engine ratings. Physical Condition: Applicants must successfully pass and maintain a Class 2 physical examination every 
12 months as prescribed by the FAA. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for aircraft lead pilot duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class acts as the pilot in command of 
single and multi-engine aircraft and performs additional administrative duties. This class differs from that of Aircraft 
Chief Pilot in that the incumbent of the latter performs supervisory work. The incumbent in this class is ""on call"" and is 
required to work irregular hours." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Use instrumentation to guide flights when visibility is poor. Monitor 
engine operation, fuel consumption, and functioning of aircraft systems during flights. Monitor gauges, warning devices, 
and control panels to verify aircraft performance and to regulate engine speed.Inspecting Equipment, Structures, or 
Material:   Inspect aircraft for defects and malfunctions, according to pre-flight checklists. Test performance of aircraft 
equipment.Operating Vehicles, Mechanized Devices, or Equipment:  Start engines; operate controls, and pilot airplanes 
to transport passengers, mail, or freight, adhering to flight plans, regulations, and procedures. Steer aircraft along 
planned routes, including use of autopilot and flight management computers.   Evaluating Information to Determine 
Compliance with Standards:  Using gathered information file an appropriate flight plan for determined 
conditions.Making Decisions and Solving Problems: Choose optimal transportation routes or speeds.Organizing, 
Planning, and Prioritizing:  Incorporate last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.Developing and Building:  Model effective performance for co-workers and/or interns to 
provide a role model, encourage success in others, and enhance trust.Coaching and Developing: Train transportation or 
material moving personnel of proper safety and procedures.Guiding, Directing, and Motivating Subordinates:  
Coordinates flight control, management activities, directs material handling or moving activities as pilot in 
command.Resolving Conflicts and Negotiating with Others:  Resolve issues affecting transportation 
operations.Communicating with Supervisors, Peers, or Subordinates:  Contact control towers for takeoff clearances; 
coordinate vehicle movement, arrival instructions, and other information, using radio equipment. Respond to and report 
in-flight emergencies and malfunctions. Communicate with coworkers to discuss work orders or plans. Communicate 
any vehicle or equipment malfunctions to appropriate repair staff. Communicating with Persons Outside Organization:  
Respond to and report in-flight emergencies and malfunctions. Provide transportation information to passengers or 
customers.Establishing and Maintaining Interpersonal Relationships:  Develop and maintains respectful working 
relationships to promote mutual trust and cooperation among team members, agency representatives and 
vendors.Assisting and Caring for Others: Respond to transportation emergencies.Updating and Using Relevant 
Knowledge:  Review current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest updates. Seek 
out work related developmental opportunities to improve performance and team efficiency. Complete required training 
events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
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proficiency.Getting Information: Check NOTAMS (Notices to Airmen) and Weather forecast prior to take off to ensure 
safest route is chosen.Documenting/Recording Information:  Record operational details of travel. Enter and maintain 
data on a shared server for access and reference. Write reports to document field inspections, laboratory tests, planning 
activities, and other necessary items to ensure accurate information is used in decision making. Document and store 
appropriate information in electronic databases and/or physical form as required ensuring accurate information is 
recorded. Document information provided during meetings and training to ensure accurate information is disseminated 
to others.Interacting With Computers:  Operates computer hardware and software, scanners, and other equipment to 
complete reports, document collected data, and to communicate with others to capture and maintain program 
information. Operate office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, and search engines to manage programs and projects. 
Scheduling Work and Activities: Arrange maintenance activities in response to aircraft deficiencies.Performing 
Administrative Activities: Performing day-to-day administrative tasks such as maintaining    information files and 
processing paperwork Update internal databases to document time, schedule, and project development. Responds to 
emails, phone calls, and other correspondence as required. Mails or emails correspondence to internal and external 
business partners. 
 
Competencies (KSA’s): 
Competencies: Time Management                     Customer Focus             Ethics and Values                       Listening                       
Decision Quality            Functional/Technical Competency                      Command Skills            Self-Development                     
Comfort around Higher Management                 Dealing with Ambiguity  Knowledge:  Knowledge of principles and 
methods for moving people or goods by air, rail, sea, or road, including the relative costs and benefits                      
Knowledge of principles and methods for describing the features of land, sea, and air masses, including their physical 
characteristics, locations, interrelationships, and distribution of plant, animal, and human life Knowledge of arithmetic, 
algebra, geometry, calculus, statistics, and their applications       Knowledge of machines and tools, including their 
designs, uses, repair, and maintenance                 Knowledge and prediction of physical principles, laws, their 
interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, and mechanical and 
electrical processes Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction Knowledge 
of transmission and operation of telecommunications systems             Knowledge of the practical application of 
engineering science and technology        Knowledge of administrative and clerical procedures              Skills:  Service 
Orientation                    Controlling operations of equipment or systems Operation Monitoring Active Listening             
Critical Thinking            Complex Problem Solving                      Judgment and Decision Making              Reading 
Comprehension            Active Learning Time Management                     Mathematics                  Troubleshooting             
Writing                Verbal Communication Abilities:  Ability of control precision to quickly and repeatedly adjust the 
controls of a machine or a vehicle to exact positions              Ability of problem sensitivity to tell when something is 
wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem                     
Ability of spatial orientation to know your location in relation to the environment or to know where other objects are in 
relation to you           Ability of depth perception to judge which of several objects is closer or farther away from you, or 
to judge the distance between you and an object 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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091353 - AIRCRAFT LEAD PILOT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4658 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
2,000 hours of fixed wing pilot time including, at least, 1,000 hours in multi-engine aircraft. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as FAA commercial pilot. Must possess current instrument, single and multi-
engine ratings. Physical Condition: Applicants must successfully pass and maintain a Class 2 physical examination every 
12 months as prescribed by the FAA. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for aircraft lead pilot duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class acts as the pilot in command of 
single and multi-engine aircraft and performs additional administrative duties. This class differs from that of Aircraft 
Chief Pilot in that the incumbent of the latter performs supervisory work. The incumbent in this class is ""on call"" and is 
required to work irregular hours." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Use instrumentation to guide flights when visibility is poor. Monitor 
engine operation, fuel consumption, and functioning of aircraft systems during flights. Monitor gauges, warning devices, 
and control panels to verify aircraft performance and to regulate engine speed.Inspecting Equipment, Structures, or 
Material:   Inspect aircraft for defects and malfunctions, according to pre-flight checklists. Test performance of aircraft 
equipment.Operating Vehicles, Mechanized Devices, or Equipment:  Start engines; operate controls, and pilot airplanes 
to transport passengers, mail, or freight, adhering to flight plans, regulations, and procedures. Steer aircraft along 
planned routes, including use of autopilot and flight management computers.   Evaluating Information to Determine 
Compliance with Standards:  Using gathered information file an appropriate flight plan for determined 
conditions.Making Decisions and Solving Problems: Choose optimal transportation routes or speeds.Organizing, 
Planning, and Prioritizing:  Incorporate last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.Developing and Building:  Model effective performance for co-workers and/or interns to 
provide a role model, encourage success in others, and enhance trust.Coaching and Developing: Train transportation or 
material moving personnel of proper safety and procedures.Guiding, Directing, and Motivating Subordinates:  
Coordinates flight control, management activities, directs material handling or moving activities as pilot in 
command.Resolving Conflicts and Negotiating with Others:  Resolve issues affecting transportation 
operations.Communicating with Supervisors, Peers, or Subordinates:  Contact control towers for takeoff clearances; 
coordinate vehicle movement, arrival instructions, and other information, using radio equipment. Respond to and report 
in-flight emergencies and malfunctions. Communicate with coworkers to discuss work orders or plans. Communicate 
any vehicle or equipment malfunctions to appropriate repair staff. Communicating with Persons Outside Organization:  
Respond to and report in-flight emergencies and malfunctions. Provide transportation information to passengers or 
customers.Establishing and Maintaining Interpersonal Relationships:  Develop and maintains respectful working 
relationships to promote mutual trust and cooperation among team members, agency representatives and 
vendors.Assisting and Caring for Others: Respond to transportation emergencies.Updating and Using Relevant 
Knowledge:  Review current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest updates. Seek 
out work related developmental opportunities to improve performance and team efficiency. Complete required training 
events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
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proficiency.Getting Information: Check NOTAMS (Notices to Airmen) and Weather forecast prior to take off to ensure 
safest route is chosen.Documenting/Recording Information:  Record operational details of travel. Enter and maintain 
data on a shared server for access and reference. Write reports to document field inspections, laboratory tests, planning 
activities, and other necessary items to ensure accurate information is used in decision making. Document and store 
appropriate information in electronic databases and/or physical form as required ensuring accurate information is 
recorded. Document information provided during meetings and training to ensure accurate information is disseminated 
to others.Interacting With Computers:  Operates computer hardware and software, scanners, and other equipment to 
complete reports, document collected data, and to communicate with others to capture and maintain program 
information. Operate office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, and search engines to manage programs and projects. 
Scheduling Work and Activities: Arrange maintenance activities in response to aircraft deficiencies.Performing 
Administrative Activities: Performing day-to-day administrative tasks such as maintaining    information files and 
processing paperwork Update internal databases to document time, schedule, and project development. Responds to 
emails, phone calls, and other correspondence as required. Mails or emails correspondence to internal and external 
business partners. 
 
Competencies (KSA’s): 
Competencies: Time Management                     Customer Focus             Ethics and Values                       Listening                       
Decision Quality            Functional/Technical Competency                      Command Skills            Self-Development                     
Comfort around Higher Management                 Dealing with Ambiguity  Knowledge:  Knowledge of principles and 
methods for moving people or goods by air, rail, sea, or road, including the relative costs and benefits                      
Knowledge of principles and methods for describing the features of land, sea, and air masses, including their physical 
characteristics, locations, interrelationships, and distribution of plant, animal, and human life Knowledge of arithmetic, 
algebra, geometry, calculus, statistics, and their applications       Knowledge of machines and tools, including their 
designs, uses, repair, and maintenance                 Knowledge and prediction of physical principles, laws, their 
interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, and mechanical and 
electrical processes Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction Knowledge 
of transmission and operation of telecommunications systems             Knowledge of the practical application of 
engineering science and technology        Knowledge of administrative and clerical procedures              Skills:  Service 
Orientation                    Controlling operations of equipment or systems Operation Monitoring Active Listening             
Critical Thinking            Complex Problem Solving                      Judgment and Decision Making              Reading 
Comprehension            Active Learning Time Management                     Mathematics                  Troubleshooting             
Writing                Verbal Communication Abilities:  Ability of control precision to quickly and repeatedly adjust the 
controls of a machine or a vehicle to exact positions              Ability of problem sensitivity to tell when something is 
wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem                     
Ability of spatial orientation to know your location in relation to the environment or to know where other objects are in 
relation to you           Ability of depth perception to judge which of several objects is closer or farther away from you, or 
to judge the distance between you and an object 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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062871 - AIRCRAFT MECHANIC 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1760 
 
Minimum Qualifications: 
"Education and Experience: Possession of both the Federal Aviation Administration (FAA) and Airframe and Powerplant 
(A&P) license. " 
 
Other Requirements: 
"Necessary Special Qualifications: Possession of both the Federal Aviation Administration (FAA) and Airframe and 
Powerplant (A&P) license. Applicants of the Department of Safety and Homeland Security, for this class must:     Have a 
good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Possess a valid motor vehicle operator’s license or be able to 
obtain one prior to appointment. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, performs aircraft mechanical work of average difficulty; and performs related 
work as required.Distinguishing Features: This is the entry-working level class in the Aircraft Mechanic sub-series. An 
employee in this class performs scheduled and unscheduled maintenance and repair on assigned aircraft such as 
reciprocating powered, turbine powered, fixed wing, rotary wing, single or multi-engine or jets. An employee is assigned 
to work on aircraft which he has special training and experience in maintaining and repairing. This class differs from 
Aircraft Mechanic 2 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:      Disassemble engines and inspect parts, such as turbine blades and 
cylinders, for corrosion, wear, warping, cracks, and leaks, using precision measuring instruments.    Conduct routine and 
special inspections as required by regulations.    Inspects aircraft for damage or malfunction before and after each flight; 
checks installed or repaired components to ensure compliance with specifications.    Perform post maintenance function 
tests utilizing appropriate testing equipment and tools.    Obtain fuel and oil samples and check them for contamination.    
Examine engines, airframes and components while working from ladders or elevated platforms.    Determine the need 
for non-destructive testing of corrosion, distortion, and invisible cracks in the fuselage, wings, tail and associated 
components. Evaluating Information to Determine Compliance with Standards:     Read and interpret maintenance 
manual and other specifications to determine the feasibility and method of repairing or replacing malfunctioning or 
damaged components.     Read and interpret airworthiness directives and service bulletins to ensure compliance with 
Federal regulations.    Read and interpret supplemental type certificate (STC) and instructions for continued 
airworthiness.    Knowledge and compliance of Departmental policies and procedures.  Operating Vehicles, Mechanized 
Devices, or Equipment:     Remove or install aircraft engines and components using hoists.    Operate towing devices and 
ground support equipment.    Operates and utilizes a variety of tools and equipment.     Operation of Department issued 
vehicle. Repairing and Maintaining Mechanical Equipment:    Diagnoses malfunctions and repairs hydraulic, electrical, 
oil, transmission, drive, exhaust, flight controls, power plant and related systems on assigned aircraft.      
Troubleshooting, maintenance and repair problems by studying drawings and diagrams of aircraft and associated 
components.    Adjusts, aligns, and calibrates aircraft systems to ensure maximum operating safety in accordance with 
maintenance manuals.    Performs scheduled and non-scheduled maintenance on aircraft including the periodic 
disassembling and overhauling of aircraft components and power plant.    Operates and utilizes a variety of tools and 
equipment including assorted hand tools, electrical and hydraulic testing devices and propeller protractors.    Fabricate 
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defective sections or parts, using metal fabricating machines, saws, brakes, shears, and grinders.    Reassemble engines 
following repair or inspection and reinstall engines in aircraft.    Accompany aircraft on flights to make in-flight 
adjustments and corrections.    Clean, strip, prime and sand structural surfaces and materials to prepare them for 
bonding.    Prepare and paint aircraft surfaces. Communicating with Persons Outside the Organization:     Communicate 
with manufactures' tech-reps to trouble-shoot and perform maintenance.      Communicate with contract vendors for 
required aircraft maintenance.    Communicate with FAA primary maintenance inspector as needed.    Communicate 
with other State agencies to coordinate aircraft maintenance.    Communicate with building maintenance vendors for 
repair issues. Documenting/Recording Information:    Maintains records pertaining to the airworthiness of aircraft and 
components; such as, maintenance records and historical documents.    Perform log book entries pertaining to 
maintenance actions performed.    Record and report aircraft flight times for maintenance tracking/forecasting.    Record 
and document fuel storage facility maintenance.    Record and document aircraft maintenance man-hour report.       
General usage of email system and data capture for time-entry. Communicating with Supervisors, Peers, or 
Subordinates:    Communicate with other workers to coordinate fitting and alignment of heavy parts.    Communicate 
with pilots regarding maintenance issues.    Inventory and request requisition of supplies, parts, materials and 
equipment through chain of command.    Communicate with units housed within the same building to coordinate 
maintenance and scheduling.      Communicate with supervisors to receive tasks and updated work status. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Functional/Technical Competency    Problem Solving    Ethics and Values    Decision 
Quality    Listening    Action Oriented    Approachability    Patience    Time Management Knowledge:    Knowledge of the 
handling and usage of chemicals and their interactions, danger signs, production techniques, and disposal methods    
Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, 
and other office procedures and terminology    Knowledge of arithmetic, algebra, geometry and their applications    
Knowledge of laws, legal codes, government regulations regarding Federal Aviation Regulations (FAR)    Knowledge of 
machines and tools, including their designs, uses, repair, and maintenance    Knowledge and prediction of physical 
principles, laws, their interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, 
and mechanical, electrical structures and processes    Knowledge of relevant equipment, policies, procedures, and 
strategies to promote effective local, state, or national security operations for the protection of people, data, property, 
and institutions    Knowledge of transmission, broadcasting, switching, control, and operation of telecommunications 
systems    Knowledge of principles and methods for moving people or goods by air, rail, sea, or road, including the 
relative costs and benefits Skills:    Equipment Maintenance    Repairing    Equipment Selection    Installation    
Troubleshooting    Judgment and Decision Making    Quality Control Analysis    Reading Comprehension    Active Listening    
Mathematics    Systems Evaluation    Critical Thinking    Speaking    Operation and Control    Coordination    Complex 
Problem Solving    Operation Monitoring    Systems Analysis Abilities:    Oral Comprehension    Finger Dexterity    Gross 
Body Equilibrium    Manual Dexterity    Multi-limb Coordination    Deductive Reasoning    Spatial Orientation    Written 
Comprehension    Rate Control    Speech Clarity    Selective Attention    Visualization    Written Expression    Arm-Hand 
Steadiness    Control Precision    Speed of Limb Movement    Depth Perception    Sound Localization    Oral Expression    
Problem Sensitivity    Reaction Time    Response Orientation    Dynamic Flexibility    Auditory Attention    Hearing 
Sensitivity    Near Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Office Equipment including Personal Computer and Telephone    Scanner/Copier/Printer    Basic Hand and Power Tools    
Precision Calibration Tools    Hydraulic Press    Hoist    Ladders    Aircraft Jacks and Scales    Borescope Inspection 
Equipment    Vibration Testers 
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062871 - AIRCRAFT MECHANIC 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1761 
 
Minimum Qualifications: 
"Education and Experience: Possession of both the Federal Aviation Administration (FAA) and Airframe and Powerplant 
(A&P) license. " 
 
Other Requirements: 
"Necessary Special Qualifications: Possession of both the Federal Aviation Administration (FAA) and Airframe and 
Powerplant (A&P) license. Applicants of the Department of Safety and Homeland Security, for this class must:     Have a 
good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Possess a valid motor vehicle operator’s license or be able to 
obtain one prior to appointment. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, performs aircraft mechanical work of average difficulty; and performs related 
work as required.Distinguishing Features: This is the entry-working level class in the Aircraft Mechanic sub-series. An 
employee in this class performs scheduled and unscheduled maintenance and repair on assigned aircraft such as 
reciprocating powered, turbine powered, fixed wing, rotary wing, single or multi-engine or jets. An employee is assigned 
to work on aircraft which he has special training and experience in maintaining and repairing. This class differs from 
Aircraft Mechanic 2 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:      Disassemble engines and inspect parts, such as turbine blades and 
cylinders, for corrosion, wear, warping, cracks, and leaks, using precision measuring instruments.    Conduct routine and 
special inspections as required by regulations.    Inspects aircraft for damage or malfunction before and after each flight; 
checks installed or repaired components to ensure compliance with specifications.    Perform post maintenance function 
tests utilizing appropriate testing equipment and tools.    Obtain fuel and oil samples and check them for contamination.    
Examine engines, airframes and components while working from ladders or elevated platforms.    Determine the need 
for non-destructive testing of corrosion, distortion, and invisible cracks in the fuselage, wings, tail and associated 
components. Evaluating Information to Determine Compliance with Standards:     Read and interpret maintenance 
manual and other specifications to determine the feasibility and method of repairing or replacing malfunctioning or 
damaged components.     Read and interpret airworthiness directives and service bulletins to ensure compliance with 
Federal regulations.    Read and interpret supplemental type certificate (STC) and instructions for continued 
airworthiness.    Knowledge and compliance of Departmental policies and procedures.  Operating Vehicles, Mechanized 
Devices, or Equipment:     Remove or install aircraft engines and components using hoists.    Operate towing devices and 
ground support equipment.    Operates and utilizes a variety of tools and equipment.     Operation of Department issued 
vehicle. Repairing and Maintaining Mechanical Equipment:    Diagnoses malfunctions and repairs hydraulic, electrical, 
oil, transmission, drive, exhaust, flight controls, power plant and related systems on assigned aircraft.      
Troubleshooting, maintenance and repair problems by studying drawings and diagrams of aircraft and associated 
components.    Adjusts, aligns, and calibrates aircraft systems to ensure maximum operating safety in accordance with 
maintenance manuals.    Performs scheduled and non-scheduled maintenance on aircraft including the periodic 
disassembling and overhauling of aircraft components and power plant.    Operates and utilizes a variety of tools and 
equipment including assorted hand tools, electrical and hydraulic testing devices and propeller protractors.    Fabricate 
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defective sections or parts, using metal fabricating machines, saws, brakes, shears, and grinders.    Reassemble engines 
following repair or inspection and reinstall engines in aircraft.    Accompany aircraft on flights to make in-flight 
adjustments and corrections.    Clean, strip, prime and sand structural surfaces and materials to prepare them for 
bonding.    Prepare and paint aircraft surfaces. Communicating with Persons Outside the Organization:     Communicate 
with manufactures' tech-reps to trouble-shoot and perform maintenance.      Communicate with contract vendors for 
required aircraft maintenance.    Communicate with FAA primary maintenance inspector as needed.    Communicate 
with other State agencies to coordinate aircraft maintenance.    Communicate with building maintenance vendors for 
repair issues. Documenting/Recording Information:    Maintains records pertaining to the airworthiness of aircraft and 
components; such as, maintenance records and historical documents.    Perform log book entries pertaining to 
maintenance actions performed.    Record and report aircraft flight times for maintenance tracking/forecasting.    Record 
and document fuel storage facility maintenance.    Record and document aircraft maintenance man-hour report.       
General usage of email system and data capture for time-entry. Communicating with Supervisors, Peers, or 
Subordinates:    Communicate with other workers to coordinate fitting and alignment of heavy parts.    Communicate 
with pilots regarding maintenance issues.    Inventory and request requisition of supplies, parts, materials and 
equipment through chain of command.    Communicate with units housed within the same building to coordinate 
maintenance and scheduling.      Communicate with supervisors to receive tasks and updated work status. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Functional/Technical Competency    Problem Solving    Ethics and Values    Decision 
Quality    Listening    Action Oriented    Approachability    Patience    Time Management Knowledge:    Knowledge of the 
handling and usage of chemicals and their interactions, danger signs, production techniques, and disposal methods    
Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, 
and other office procedures and terminology    Knowledge of arithmetic, algebra, geometry and their applications    
Knowledge of laws, legal codes, government regulations regarding Federal Aviation Regulations (FAR)    Knowledge of 
machines and tools, including their designs, uses, repair, and maintenance    Knowledge and prediction of physical 
principles, laws, their interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, 
and mechanical, electrical structures and processes    Knowledge of relevant equipment, policies, procedures, and 
strategies to promote effective local, state, or national security operations for the protection of people, data, property, 
and institutions    Knowledge of transmission, broadcasting, switching, control, and operation of telecommunications 
systems    Knowledge of principles and methods for moving people or goods by air, rail, sea, or road, including the 
relative costs and benefits Skills:    Equipment Maintenance    Repairing    Equipment Selection    Installation    
Troubleshooting    Judgment and Decision Making    Quality Control Analysis    Reading Comprehension    Active Listening    
Mathematics    Systems Evaluation    Critical Thinking    Speaking    Operation and Control    Coordination    Complex 
Problem Solving    Operation Monitoring    Systems Analysis Abilities:    Oral Comprehension    Finger Dexterity    Gross 
Body Equilibrium    Manual Dexterity    Multi-limb Coordination    Deductive Reasoning    Spatial Orientation    Written 
Comprehension    Rate Control    Speech Clarity    Selective Attention    Visualization    Written Expression    Arm-Hand 
Steadiness    Control Precision    Speed of Limb Movement    Depth Perception    Sound Localization    Oral Expression    
Problem Sensitivity    Reaction Time    Response Orientation    Dynamic Flexibility    Auditory Attention    Hearing 
Sensitivity    Near Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Office Equipment including Personal Computer and Telephone    Scanner/Copier/Printer    Basic Hand and Power Tools    
Precision Calibration Tools    Hydraulic Press    Hoist    Ladders    Aircraft Jacks and Scales    Borescope Inspection 
Equipment    Vibration Testers 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062872 - AIRCRAFT MECHANIC 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1771 
 
Minimum Qualifications: 
"Education and Experience: Possession of both the Federal Aviation Administration (FAA) and Airframe and Powerplant 
(A&P) license. " 
 
Other Requirements: 
"Necessary Special Qualifications: Possession of both the Federal Aviation Administration (FAA) and Airframe and 
Powerplant (A&P) license.  Applicants of the Department of Safety and Homeland Security, for this class must:     Have a 
good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Possess a valid motor vehicle operator’s license or be able to 
obtain one prior to appointment. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for aircraft mechanical work of considerable difficulty which 
includes leading others in work; and performs related work as required.Distinguishing Features: This is the lead/minor 
supervisory and highest level class in the Aircraft Mechanic sub-series. An employee in this class either leads or assists in 
the supervision of Aircraft Mechanics 1 and helpers in unscheduled and scheduled maintenance and repair of assigned 
aircraft such as reciprocating powered, turbine powered, fixed wing, rotary wing, single or multi-engine or jets. An 
employee is assigned to work on an aircraft which he has special training and experience in maintaining and repairing. 
This class differs from that of Aircraft Mechanic 1 in that an incumbent of the latter is not a lead worker. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:      Lead in disassembling and inspection of engine parts, such as turbine 
blades and cylinders, for corrosion, wear, warping, cracks, and leaks, using precision measuring instruments.    Leads 
routine and special inspections as required by regulations using FAA Inspection Authorization.    Inspects aircraft for 
damage or malfunction before and after each flight; checks installed or repaired components to ensure compliance with 
specifications.    Perform post maintenance function tests utilizing appropriate testing equipment and tools.    Examine 
engines, airframes and components while working from ladders or elevated platforms.    Obtain fuel and oil samples and 
check them for contamination.    Coordinates non-destructive testing of corrosion, distortion, and invisible cracks in the 
fuselage, wings, tail and associated components. Repairing and Maintaining Mechanical Equipment:    Lead diagnoses of 
malfunctions and repairs hydraulic, electrical, oil, transmission, drive, exhaust, flight controls, power plant and related 
systems on assigned aircraft.    Lead in troubleshooting, maintenance and repair problems by studying drawings and 
diagrams of aircraft and associated components.    Reassemble engines following repair or inspection and reinstall 
engines in aircraft    Adjusts, aligns, and calibrates aircraft systems to ensure maximum operating safety in accordance 
with maintenance manuals.    Lead for performing scheduled and non-scheduled maintenance on aircraft including the 
periodic disassembling and overhauling of aircraft components and power plant.    Operates and utilizes a variety of 
tools and equipment including assorted hand tools, electrical and hydraulic testing devices and propeller protractors.    
Lead in fabricating defective sections or parts, using metal fabricating machines, saws, brakes, shears, and grinders.    
Accompany aircraft on flights to make in-flight adjustments and corrections.    Clean, strip, prime, and sand structural 
surfaces and materials to prepare them for bonding    Prepare and paint aircraft surfaces. Operating Vehicles, 
Mechanized Devices, or Equipment:     Operate towing devices and ground support equipment.    Remove or install 
aircraft engines and components using hoists.    Operates and utilizes a variety of tools and equipment.    Operation of 
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Department issued vehicle. Evaluating Information to Determine Compliance with Standards:     Read and interpret 
maintenance manual and other specifications to determine the feasibility and method of repairing or replacing 
malfunctioning or damaged components.    Read and interpret airworthiness directives and service bulletins to ensure 
compliance with Federal regulations.    Submit FAA Form 337 as required following major repairs and alterations.    Read 
and interpret supplemental type certificate (STC) and instructions for continued airworthiness.    Forecasting and 
coordination of future aircraft maintenance.    Ensure FAA Inspection Authorization status is maintained in accordance 
to regulations.    Knowledge and compliance of Departmental policies and procedures. Documenting/Recording 
Information:    Oversees the maintenance of records pertaining to the airworthiness of aircraft and components; such 
as, maintenance records and historical documents.    Review and perform log book entries pertaining to maintenance 
actions performed to ensure accuracy.    Maintains and updates maintenance manual library.     Oversee, record and 
report aircraft flight times for maintenance tracking/forecasting.    Oversee, record and document fuel storage facility 
maintenance.    Oversee, record and document aircraft maintenance man-hour report.     General usage of email system 
and data capture for time-entry. Communicating with Persons Outside the Organization:     Communicate with 
manufactures' tech-reps to trouble-shoot and perform maintenance.    Serve as primary liaison with contract vendors for 
required aircraft maintenance.    Serve as primary liaison with FAA primary maintenance inspector as needed.    Serve as 
primary liaison with other State agencies to coordinate aircraft maintenance.    Serve as primary liaison with building 
maintenance vendors for repair issues. Communicating with Supervisors, Peers, or Subordinates:    Supervision of the 
Aircraft Mechanic 1 positions.    Inventory and request requisition of supplies, parts, materials and equipment through 
chain of command.    Communicate with other workers to coordinate fitting and alignment of heavy parts.    
Communicate with pilots regarding maintenance issues.    Communicate with supervisors to receive tasks and updated 
work status.    Coordinate with Chief Pilot for scheduling of aircraft availability.    Make recommendations for 
interviewing and hiring of Aircraft Mechanic 1 positions.    Conduct performance management for the Aircraft Mechanic 
1 positions.    Communicate with units housed within the same building to coordinate maintenance and scheduling.    
Attend mandatory supervisory training. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Decision Quality    Problem Solving    Functional/Technical 
Competency    Planning    Listening    Time Management    Directing Others    Patience Knowledge:    Knowledge of 
machines and tools, including their designs, uses, repair, and maintenance                      Knowledge of laws, legal codes, 
government regulations regarding Federal Aviation Regulations (FAR)             Knowledge and prediction of physical 
principles, laws, their interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, 
and mechanical, electrical structures and processes    Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources    Knowledge of the handling and usage of chemicals and their interactions, danger 
signs, production techniques, and disposal methods                         Knowledge of arithmetic, algebra, geometry and their 
applications              Knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, and other office procedures and terminology                 Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions                       Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systems    Knowledge of principles and methods for moving people or goods by air, 
rail, sea, or road, including the relative costs and benefits              Skills:    Active Learning                  Critical Thinking                 
Mathematics                       Reading Comprehension                             Science                  Speaking                            Writing                   
Coordination                      Complex Problem Solving                           Equipment Maintenance                  Equipment 
Selection                       Installation                         Operation and Control                    Operation Monitoring                      
Operations Analysis                        Quality Control Analysis                  Repairing                           Active Listening                  
Troubleshooting                  Judgment and Decision Making                   Systems Analysis                            Systems Evaluation                   
Management of Material Resources                         Management of Personnel and Resources                            Time 
Management Abilities:    Deductive Reasoning                      Oral Comprehension                       Oral Expression                  
Mathematical Reasoning                             Problem Sensivity                          Selective Attention                         Spatial 
Orientation                         Time Sharing                      Written Comprehension                  Written Expression                         
Arm-Hand Steadiness                     Finger Dexterity                             Manual Dexterity                            Response Orientation                
Sound Localization                          Visualization                       Control Precision                            Multilimb Coordination                    
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Rate Control                       Reaction Time                    Speed of Limb Movement                           Speech Clarity                    
Memorization                     Number Facility                  Perceptual Speed                           Stamina                             Trunk 
Strength                   Auditory Attention                          Hearing Sensitivity                         Near Vision                        Speech 
Recognition 
 
Tools and Equipment Used: 
    Office Equipment including Personal Computer and Telephone    Scanner/Copier/Printer    Basic Hand and Power Tools    
Precision Calibration Tools    Hydraulic Press    Hoist    Ladders    Aircraft Jacks and Scales    Borescope Inspection 
Equipment    Vibration Testers 
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062872 - AIRCRAFT MECHANIC 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1772 
 
Minimum Qualifications: 
"Education and Experience: Possession of both the Federal Aviation Administration (FAA) and Airframe and Powerplant 
(A&P) license. " 
 
Other Requirements: 
"Necessary Special Qualifications: Possession of both the Federal Aviation Administration (FAA) and Airframe and 
Powerplant (A&P) license.  Applicants of the Department of Safety and Homeland Security, for this class must:     Have a 
good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Possess a valid motor vehicle operator’s license or be able to 
obtain one prior to appointment. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for aircraft mechanical work of considerable difficulty which 
includes leading others in work; and performs related work as required.Distinguishing Features: This is the lead/minor 
supervisory and highest level class in the Aircraft Mechanic sub-series. An employee in this class either leads or assists in 
the supervision of Aircraft Mechanics 1 and helpers in unscheduled and scheduled maintenance and repair of assigned 
aircraft such as reciprocating powered, turbine powered, fixed wing, rotary wing, single or multi-engine or jets. An 
employee is assigned to work on an aircraft which he has special training and experience in maintaining and repairing. 
This class differs from that of Aircraft Mechanic 1 in that an incumbent of the latter is not a lead worker. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:      Lead in disassembling and inspection of engine parts, such as turbine 
blades and cylinders, for corrosion, wear, warping, cracks, and leaks, using precision measuring instruments.    Leads 
routine and special inspections as required by regulations using FAA Inspection Authorization.    Inspects aircraft for 
damage or malfunction before and after each flight; checks installed or repaired components to ensure compliance with 
specifications.    Perform post maintenance function tests utilizing appropriate testing equipment and tools.    Examine 
engines, airframes and components while working from ladders or elevated platforms.    Obtain fuel and oil samples and 
check them for contamination.    Coordinates non-destructive testing of corrosion, distortion, and invisible cracks in the 
fuselage, wings, tail and associated components. Repairing and Maintaining Mechanical Equipment:    Lead diagnoses of 
malfunctions and repairs hydraulic, electrical, oil, transmission, drive, exhaust, flight controls, power plant and related 
systems on assigned aircraft.    Lead in troubleshooting, maintenance and repair problems by studying drawings and 
diagrams of aircraft and associated components.    Reassemble engines following repair or inspection and reinstall 
engines in aircraft    Adjusts, aligns, and calibrates aircraft systems to ensure maximum operating safety in accordance 
with maintenance manuals.    Lead for performing scheduled and non-scheduled maintenance on aircraft including the 
periodic disassembling and overhauling of aircraft components and power plant.    Operates and utilizes a variety of 
tools and equipment including assorted hand tools, electrical and hydraulic testing devices and propeller protractors.    
Lead in fabricating defective sections or parts, using metal fabricating machines, saws, brakes, shears, and grinders.    
Accompany aircraft on flights to make in-flight adjustments and corrections.    Clean, strip, prime, and sand structural 
surfaces and materials to prepare them for bonding    Prepare and paint aircraft surfaces. Operating Vehicles, 
Mechanized Devices, or Equipment:     Operate towing devices and ground support equipment.    Remove or install 
aircraft engines and components using hoists.    Operates and utilizes a variety of tools and equipment.    Operation of 
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Department issued vehicle. Evaluating Information to Determine Compliance with Standards:     Read and interpret 
maintenance manual and other specifications to determine the feasibility and method of repairing or replacing 
malfunctioning or damaged components.    Read and interpret airworthiness directives and service bulletins to ensure 
compliance with Federal regulations.    Submit FAA Form 337 as required following major repairs and alterations.    Read 
and interpret supplemental type certificate (STC) and instructions for continued airworthiness.    Forecasting and 
coordination of future aircraft maintenance.    Ensure FAA Inspection Authorization status is maintained in accordance 
to regulations.    Knowledge and compliance of Departmental policies and procedures. Documenting/Recording 
Information:    Oversees the maintenance of records pertaining to the airworthiness of aircraft and components; such 
as, maintenance records and historical documents.    Review and perform log book entries pertaining to maintenance 
actions performed to ensure accuracy.    Maintains and updates maintenance manual library.     Oversee, record and 
report aircraft flight times for maintenance tracking/forecasting.    Oversee, record and document fuel storage facility 
maintenance.    Oversee, record and document aircraft maintenance man-hour report.     General usage of email system 
and data capture for time-entry. Communicating with Persons Outside the Organization:     Communicate with 
manufactures' tech-reps to trouble-shoot and perform maintenance.    Serve as primary liaison with contract vendors for 
required aircraft maintenance.    Serve as primary liaison with FAA primary maintenance inspector as needed.    Serve as 
primary liaison with other State agencies to coordinate aircraft maintenance.    Serve as primary liaison with building 
maintenance vendors for repair issues. Communicating with Supervisors, Peers, or Subordinates:    Supervision of the 
Aircraft Mechanic 1 positions.    Inventory and request requisition of supplies, parts, materials and equipment through 
chain of command.    Communicate with other workers to coordinate fitting and alignment of heavy parts.    
Communicate with pilots regarding maintenance issues.    Communicate with supervisors to receive tasks and updated 
work status.    Coordinate with Chief Pilot for scheduling of aircraft availability.    Make recommendations for 
interviewing and hiring of Aircraft Mechanic 1 positions.    Conduct performance management for the Aircraft Mechanic 
1 positions.    Communicate with units housed within the same building to coordinate maintenance and scheduling.    
Attend mandatory supervisory training. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Decision Quality    Problem Solving    Functional/Technical 
Competency    Planning    Listening    Time Management    Directing Others    Patience Knowledge:    Knowledge of 
machines and tools, including their designs, uses, repair, and maintenance                      Knowledge of laws, legal codes, 
government regulations regarding Federal Aviation Regulations (FAR)             Knowledge and prediction of physical 
principles, laws, their interrelationships, and applications to understanding fluid, material, and atmospheric dynamics, 
and mechanical, electrical structures and processes    Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources    Knowledge of the handling and usage of chemicals and their interactions, danger 
signs, production techniques, and disposal methods                         Knowledge of arithmetic, algebra, geometry and their 
applications              Knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, and other office procedures and terminology                 Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions                       Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systems    Knowledge of principles and methods for moving people or goods by air, 
rail, sea, or road, including the relative costs and benefits              Skills:    Active Learning                  Critical Thinking                 
Mathematics                       Reading Comprehension                             Science                  Speaking                            Writing                   
Coordination                      Complex Problem Solving                           Equipment Maintenance                  Equipment 
Selection                       Installation                         Operation and Control                    Operation Monitoring                      
Operations Analysis                        Quality Control Analysis                  Repairing                           Active Listening                  
Troubleshooting                  Judgment and Decision Making                   Systems Analysis                            Systems Evaluation                   
Management of Material Resources                         Management of Personnel and Resources                            Time 
Management Abilities:    Deductive Reasoning                      Oral Comprehension                       Oral Expression                  
Mathematical Reasoning                             Problem Sensivity                          Selective Attention                         Spatial 
Orientation                         Time Sharing                      Written Comprehension                  Written Expression                         
Arm-Hand Steadiness                     Finger Dexterity                             Manual Dexterity                            Response Orientation                
Sound Localization                          Visualization                       Control Precision                            Multilimb Coordination                    



 TN Job Classification Specifications  
September 22, 2020 

Rate Control                       Reaction Time                    Speed of Limb Movement                           Speech Clarity                    
Memorization                     Number Facility                  Perceptual Speed                           Stamina                             Trunk 
Strength                   Auditory Attention                          Hearing Sensitivity                         Near Vision                        Speech 
Recognition 
 
Tools and Equipment Used: 
    Office Equipment including Personal Computer and Telephone    Scanner/Copier/Printer    Basic Hand and Power Tools    
Precision Calibration Tools    Hydraulic Press    Hoist    Ladders    Aircraft Jacks and Scales    Borescope Inspection 
Equipment    Vibration Testers 
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036661 - AMUSEMENT DEVICE MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1648 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
. 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
  
 
Tools and Equipment Used: 
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036662 - AMUSEMENT DEVICE SAF COMP OFF 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1581 
 
Minimum Qualifications: 
Education and Experience: Graduation from High School or equivalent; and experience equivalent to four years of 
responsible full-time work in law enforcement, safety inspection, compliance or business management. Substitution of 
Education for Experience: NONE Substitution of Experience for Education: NONE  
 
Other Requirements: 
 Necessary Special Qualifications: NONE Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for Amusement Ride Device consultation work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the entry-working level class of the Amusement 
Device Safety Consultant series. An employee in this class is responsible for consultation and compliance work of 
amusement ride devices to ensure compliance with state standards. This class differs from that of Amusement Device 
Manager in that an incumbent in the latter class supervises.  
 
Work Activities: 
Communicating with Persons Outside Organization:1. May have contact with approved certifying agencies to confirm 
third party inspectors are qualified.2. May have contact with third party inspectors to verify all required documents are 
accurate and complete.3. Communicate with the device owner/operator to explain State laws and program rules when 
necessary.4. May contact insurance companies to confirm policies are valid and to obtain a list of devices.Evaluating 
Information to Determine Compliance with Standards:1. Review amusement device documents for compliance based on 
State laws and program rules.2. Issues citations to amusement device owners/operators for non-compliance with State 
laws.3. Makes recommendations for improvement; and prohibits operation of amusement device if necessary.4. 
Recommends correction for equipment deemed unsafe at time of inspection.5. Issues non-compliance notices to 
owner/operator indicating the severity of non-compliance.6. Documents non-compliance through standard forms and 
division software system.7. May identify safety tag test to ensure safety tests are accurate.Getting Information:1. May 
conduct an on-site visit as a result of accident or any non-compliance situation that might arise.2. Conduct research for 
the assigned area to identify and locate non-compliant amusement device companies.Making Decisions and Solving 
Problems:1. Determines if the owner/operator is compliant based on researching state website, assigned territory and 
other resources available.2. May determine if an accident falls under the following categories (serious incident, physical 
injury or fatality).Performing Administrative Activities:1. Submits program documents to supervisor on a weekly basis.2. 
Enters records into division database.3. Scans and maintains records for itinerary, device list, operating permits, accident 
reports, red tag code violations, receipts and other related records as required.4. Attend staff meetings, conferences, 
training and seminars.Processing Information:1. Verifies information or data as received by outside sources.Resolving 
Conflicts and Negotiating with Others:1. May handle complaints, settle disputes and conflicts or otherwise negotiating 
with others internally or externally.  
 
Competencies (KSA’s): 
Competencies:1. Customer Focus2. Informing3. Functional/Technical Competency4. Technical Learning5. Written 
Communication6. Planning7. Priority SettingKnowledge:1. Law and Government2. Customer and Personal Service3. 
Clerical4. MathematicsSkills:1. Time Management2. Negotiation3. Persuasion4. Active Listening5. Writing6. Reading 
Comprehension7. Speaking8. Active LearningAbilities:1. Oral Comprehension2. Oral Expression3. Speech Clarity4. 
Deductive Rea 
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Tools and Equipment Used: 
 Personal Computer Telephone Scanner Printer Copy Machine Motor Vehicles GPS Calculator Hard Hat Safety Harness 
Safety Glasses Safety Shoes High Visibility Vest Flashlights Lockout Tagouts Daily Planner 
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032257 - ANIMAL HEALTH TECHNICIAN 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1099 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in an 
agricultural or biological science. OR Graduation from an accredited college or university with an associate’s degree in 
an agricultural or biological science and two years of qualifying full-time experience in one or a combination of the 
following: (1) ensuring compliance with governmental animal health eradication programs, (2) conducing diagnostic 
tests on animals or animal samples, or (3) managing or providing for the care and/or health needs of animals. OR 
Graduation from a college or university with a degree in Veterinary Technology accredited by the American Veterinary 
Medical Association." 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license is required. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs animal disease detection, prevention, and control activities of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class reports to and 
differs from that of Veterinarian Staff in that an incumbent of the latter assists in managing the operations of the Animal 
health Unit of the Regulatory Services Division. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors processes at regulated entities (e.g., markets, dealers, fairs, 
premises, facilities) for compliance with laws and regulations.    Monitors disease and environmental conditions by 
inspecting, investigating, testing and sampling to detect and assess animal health issues.Handling and Moving Objects:    
Sets up restraint systems such as portable corrals, chutes and traps for confinement.    Works with hazardous objects 
and materials such as, scalpels, needles, knives, captive bolt guns, chemicals, and diseased organisms.    Performs 
sample collections such as surgical extraction of soft tissue, blood collection, and etc. using fine motor skills.    Physically 
moves and/or positions animals weighing up to 2000 lbs. for diagnostic sampling.    Collects, preserves, ships and 
submits evidence or samples in order to facilitate the development of cases to conclusion. Performing General Physical 
Activities:    Efficiently and humanely restrains animals by using physical or mechanical means in order to collect 
diagnostic samples, inspect for diseases and proper identification.    Performs bio-security functions, such as cleaning 
and disinfection of person, clothing, vehicle and equipment using equipment such as pressure washers, wearing 
protective clothing, and etc.    Walks over rough terrain to inspect facilities, animals for distances ranging from close 
proximity to several miles.    Stands for long periods of time while inspecting, sorting, sampling and investigating.    
Performs various physical activities in the course of handling animals such as running, bending, reaching, squatting, 
climbing, lifting, crawling, pulling, pushing, and etc.    Works under adverse conditions such as close quarters, time of 
day, inclement weather, use of respirator and protective/restrictive clothing and gear weighing approximately 40 lbs. 
Evaluating Information to Determine Compliance with Standards:    Ensures regulated entities such as livestock markets, 
livestock dealers, animal breeders/dealers, and processing facilities comply with State and Federal laws and regulations.    
Compares inspection data to State laws and regulations to determine compliance and recommend appropriate action 
such as administrative penalty, quarantine, suspension, revocation, issuance or continuation of license, and etc. 
Scheduling Work Activities:    Schedules activities in accordance with agency recommendations including duties that may 
be required at night and on weekends as needed to meet the needs of the business.     Responds to emergencies and 
incidents as they occur.    Participates in state animal emergency response team as required. Judging the Qualities of 
Things, Services, or People:    Determines relevance and credibility of information/allegations obtained during an 
investigation or inspection.    Assesses risk associated with work activities such as safety of persons or animals, faulty 
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equipment or structures, and etc. Operating Vehicles, Mechanized Devices, or Equipment:    Operates a pick-up truck 
and/or passenger vehicle to transport animals and/or equipment while towing enclosed and open trailers, chutes, or 
panel trailer.    Operates specialized mechanized devices such as tractors, skid steers/loaders, and backhoe. Inspecting 
Equipment, Structures, or Material:    Visually inspects animals for signs of transmissible diseases, proper identification, 
proof of ownership, and required documentation.    Visually inspects records of animal breeders, dealers and markets.    
Inspects physical aspects of premises and facilities for compliance purposes. Selling or Influencing Others:    Applies 
principles of persuasion and/or influence over others in coordinating activities of a project, program or designated area 
of responsibility.    Recommends appropriate actions for animal owners or facilities such as maintenance and repair, 
testing, isolation, or eradication to advance animal health and welfare.    Encourages participation of animal owners or 
facilities in relevant animal programs. Documenting/Recording Information:    Obtains affidavits from complainants, 
respondents, witnesses or others for documentation of administrative and criminal investigations.    Fills out forms such 
as inspection, quarantine, and stop movement to document inspection/investigation findings or activities and forwards 
completed forms to appropriate offices for proper retention and/or action.    Completes laboratory submission forms to 
accompany sample to the lab for testing.    Enters time and labor or expense information electronically to document 
weekly schedule and work related travel. Resolving Conflicts and Negotiating with Others:    Receives complaints from 
individuals and works to determine solution. Making Decisions and Solving Problems:    Determines the severity of 
violation by reviewing current and past inspection information and comparing to regulations and laws.    Recommends 
the appropriate regulatory action to take based on inspection findings as determined by regulations and laws.    Makes 
recommendations to establishments to help resolve violations and become compliant.    Investigates potential risks 
associated with violations or disasters to determine necessary action. Getting Information:    Obtains information such 
as complaints, events, possible diseases, and compliance issues by fielding telephone calls, monitoring media outlets, 
and through personal/professional contacts.    Obtains and analyzes information from inspections or investigations. 
Controlling Machines and Processes:    Operates a variety of electronic equipment such as scanners, copiers, digital 
cameras, and GPS units.    Operates specialized equipment such as foaming unit, mobilization devices, and etc. Updating 
and Using Relevant Knowledge:    Continuously maintains inspection manual by adding updated information such as 
memos, trade publications, and technical journals provided by supervisor and/or administration.    Attends area and 
statewide meetings with supervisors/administration to discuss current trends, new administrative policies, legislation 
and other relevant topics.    Maintains a comprehensive, current knowledge of pertinent State and Federal laws and 
regulations.    Completes technical training such as diagnostic sample collection and submission, investigative, and 
disease recognition as prescribed by management. Interpreting the Meaning of Information for Others:    Explains laws, 
regulations and programs during consultation/inspection/investigation to increase compliance and/or understanding.    
Provide public outreach in areas such as animal care and disease and departmental programs to school groups, 
agriculture groups, humane groups, local authorities and others. Communicating with Persons Outside Organization:    
Provides public outreach related to animal health and welfare, State and Federal programs, laws and regulations.    
Provides consultation and guidance related to animal health and welfare to government agencies, individuals, and etc.    
Exchanges animal health and welfare information with government agencies, local veterinarians and/or animal health 
and welfare groups.    Communicates with individuals to ensure questions and complaints are directed to the 
appropriate entity.    Collaborates with other regulatory agencies or authorities during investigations. Coordinating the 
Work and Activities of Others:    Coordinates work and activities with internal and external business partners as required 
to facilitate timely and accurate task completion. Repairing and Maintaining Mechanical Equipment:    Performs routine 
seasonal maintenance on foaming unit.    Performs regular maintenance on trailers. Coaching and Developing Others:    
May train other employees in day-to-day activities and specialized skills. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates resources required for testing and handling of animals, emergency 
response operation, and etc.    Estimates amount of time required to perform a given task. Establishing and Maintaining 
Interpersonal Relationships:    Develops and maintains positive relationships with agriculture and animal sector by 
interacting in a professional, courteous manner.    Establishes and maintains effective working relationships with peers 
and management by fostering cooperation, sharing of ideas and open/honest communication. Training and Teaching 
Others:    Conducts DART (Disaster Animal Response Team) orientations/meetings as required to educate new DART 
members on departmental, State, and federal laws and regulations. Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents to verify work completed.    
Communicates with others to inform, schedule and/or conduct joint activities.    Communicates with supervisor to 
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inform of work activities, scheduling plans, and etc. Interacting With Computers:    Creates documents electronically by 
utilizing Word, Excel, Power Point, and etc.    Enters and processes data electronically.    Conducts internet and other 
data base searches for information pertaining to investigations and inspections such as licensure information, addresses 
and locations, regulations of other states, etc. Organizing, Planning, and Prioritizing Work:    Organizes weekly workload 
by determining most efficient work plan based on number of inspection, locations, length of inspection time, 
establishment's history, and facility types.    Completes appropriate time summary and projected itinerary as required by 
supervisor.    Maintains assigned area with inspectional frequency as mandated by regulation or as required by office 
policy.    Prioritizes activities based on risk factors such as complaints, type and hazard. Performing Administrative 
Activities:    Responds to e-mails, phone calls and correspondence as needed. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Problem Solving    Technical Learning    
Informing    Priority Setting    Time Management    Perseverance    Approachability    Ethics and Values Knowledge:    
Biology    Building and Construction    Chemistry    Customer and Personal Service    Food Production    Mathematics    
Mechanical    Medicine and Dentistry (Animal)    Transportation Skills:    Active Learning    Active Listening    Critical 
Thinking    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    
Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    
Equipment Maintenance    Equipment Selection    Installation    Repairing    Troubleshooting    Judgment and Decision 
Making    Systems Analysis    Systems Evaluation    Management of Material Resources    Time Management Abilities:    
Category Flexibility    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Mathematical Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Perceptual Speed    Problem Sensitivity    
Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Visualization    Written Comprehension    
Written Expression    Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    Multilimb 
Coordination    Rate Control    Reaction Time    Response Orientation    Speed of Limb Movement    Wrist-Finger Speed    
Dynamic Flexibility    Dynamic Strength    Explosive Strength    Extent Flexibility    Gross Body Coordination    Gross Body 
Equilibrium    Stamina    Static Strength    Trunk Strength    Auditory Attention    Depth Perception    Far Vision    Glare 
Sensitivity    Hearing Sensitivity    Near Vision    Night Vision    Peripheral Vision    Sound Localization    Speech Clarity    
Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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032220 - APIARY INSPECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2980 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a biological 
science and experience equivalent to two years of full-time professional apiary inspection, beekeeping, or closely related 
work.Substitution of Experience for Education: Qualifying full-time professional experience in apiary inspection, 
beekeeping, or a closely related field may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.Substitution of Education for Experience: Additional graduate coursework in a biological science 
may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license is required.Examination Method: Education and 
Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory and administrative work of average difficulty in 
planning and administering statewide inspection and enforcement activity related to apiarian laws and regulations; and 
performs related work as required.Distinguishing Features: An employee in this class administers the statewide apiarian 
inspection and enforcement program. 
 
Work Activities: 
1. Inspects apiaries for proper beekeeping practices and presence of disease to ensure the quality and safety of honey to 
be sold for commercial and private use; issues appropriate health certificates or quarantine orders; prepares written 
reports on inspections and their findings.2. Develops and recommends rules, regulations, policy and procedures for the 
apiary section.3. Develops and administers the Beekeeper Certification program for Tennessee beekeepers; trains and 
certifies apiary inspectors for public and private operations.4. Plans and participates in registration and mapping of 
apiaries; issues permits for movement of bees into the State of Tennessee and advises apiarists on requirements for 
moving bees into other states.5. Instructs apiary owners and operators in proper procedures and safety measures to use 
to eradicate bee diseases from the hive; assists in the fumigation process through use of a variety of methods and 
equipment, such as fumigation chambers, smokers, chemicals, gloves, and veils.6. Conducts workshops on beekeeping 
practices and potential problems; provides interested persons with educational materials on the subject; may answer 
correspondence concerning beekeeping procedures.7. Manages the apiary budget; prepares and maintains weekly 
inspection, activity, and expense reports.8. Writes articles for publications; supervises the publishing of a pollinator 
directory; serves as chairman of the Agricultural Technical Advisory Committee.9. Conducts research projects on 
honeybees concerning chemicals and other methods of helping protect honeybees from disease, pests, and other 
threats that could seriously reduce the availability of honeybee pollinators.10. Participates in pest control and 
eradication procedures such as aerial sprayings or implacing insect trappings.11. Operates a motor vehicle in 
performance of duties. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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079108 - APPEALS ADVOCATE 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4328 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026928 - APPELLATE COURT JUDGE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1316 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076137 - APPLICATION ADMINISTRATOR-ADV 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  4014 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems or (5) 
application or database server administration or (6) support of enterprise application software. OR Substitution of the 
Specific Associate's Degree for the Required Bachelor's Degree:  An associate's degree in one or a combination of the 
following: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems) from an accredited college or university may substitute for the required bachelor's 
degree. OR Substitution of Experience for the Specific Associates Degree: Professional-level experience in any one of the 
following areas may substitute for the required college degree on a year-for-year basis to a maximum substitution of 
two years: (1) applications, systems, or network programming; or (2) systematic analysis of overall work processes for 
business or information systems; or (3) administratively managing business or information systems; or (4) teaching the 
methodology for analyzing or developing information systems; or (5) application or database server administration or 
(6) support of enterprise application software. OR Substitution of Graduate Coursework for the Required Experience: 
Any additional graduate coursework in management information systems, business data processing, business systems 
analysis, computer and information systems, or computer accounting may substitute for the required experience on a 
year-for-year basis to a maximum substitution of two years. (Thirty-six graduate quarter hours or a master's degree in 
the above fields is equivalent to one year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting application performance for the production, 
development and test environments of databases, applications, servers and third party components, performs advanced 
troubleshooting of server and application issues, assists in design and planning of enterprise level applications and 
performs related work as required. Distinguishing Features: An employee in this class installs, configures, patches, 
upgrades, migrates, monitors performance, tunes, backup and restores for databases, enterprise applications and 
physical and virtual servers, performs advanced troubleshooting of application and server issues, and assists in design of 
infrastructure to support enterprise class applications.  This class differs from an Application Administrator-Intermediate 
class in that an incumbent of the latter is responsible for the routine installation, configuration, patching, upgrades, 
migration, performance monitoring, tuning, backup and restores for databases, enterprise applications and physical and 
virtual servers.  This classification differs from that of the Application Administrator-Lead in that an incumbent of the 
latter leads or supervises the design, installation, configuration, patching, upgrade, migration, performance monitoring 
tuning, backup and restore for databases, enterprise applications and physical and virtual servers, performs 
troubleshooting of complex application and server issues, and leads or supervises the design of infrastructure to support 
enterprise class applications.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Leverages performance monitoring tools to identify application and 
server performance issues. Supports regularly scheduled server and database maintenance. Provides on-call support 
and coverage as needed during non-business hours to ensure 24 x 7 availability. Monitors overall end user experience to 
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understand performance anomalies as they occur. Monitors application performance statistics to verify sufficient 
resources for user load. Monitors system and applications logs and reports for system integrity and escalate as 
necessary. Monitors licenses for applications to confirm adequate amount of remaining licenses. Modifies computer 
security customizations and/or configurations to incorporate new software, correct errors, or creates or modifies users 
roles. Creates, updates and tests security aspects of the business resumption plan. Troubleshoots enterprise class 
application software, user interface issues and escalates if necessary. Implements security settings or configurations 
necessary to ensure data security while in transit or at rest. Recommends and implements security design features to 
protect data and infrastructure resources.Scheduling Work and Activities: Schedules time to apply updates and patches 
to the test environments to ensure a seamless transition to the production Enterprise application Environment. Utilizes 
the Problem Management Database in order to submit requests for permission to perform monthly maintenance which 
will prevent interruption of service for users or applications. Performs routine maintenance to applications. Schedules 
monthly maintenance cycles for the Server Operating System and application to keep them up to date.Organizing, 
Planning, and Prioritizing Work: Manages changing priorities to ensure deadlines are met and critical issues are resolved 
in a timely manner.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Assists in the design of 
architecture for new applications by following State standards to ensure stable, available environments.Interacting With 
Computers: Upgrades new monitoring software per vendor instructions to leverage the latest technology and to stay 
current with vendor support Ensures connectivity between enterprise application and its supporting applications. 
Migrates application changes through development, test and production environments to thoroughly test changes 
before applying to live production environments. Upgrades third party applications per vendor instructions to leverage 
the latest technology and to stay current with vendor support. Applies the latest application patches per vendor 
recommendations to ensure latest fixes and functionality. Configures connectivity between applications through 
software interface product. Installs and configures third party applications in development, test and production 
environments. Installs and configures reporting tools in development, test and production environments. Upgrades new 
applications, per vendor instructions, to leverage the latest technology and to stay current with vendor support. 
Upgrades new supporting software per vendor instructions to leverage the latest technology and to stay current with 
vendor support. Utilizes state standard workstation tools to manage server, Operating System and application software. 
Installs and configures server hardware, operating system and application software. Verifies application load is balanced 
across servers to ensure acceptable performance. Installs and configures new applications in development, test and 
production environments. Installs and configures web applications in development, test and production environments. 
Installs and configures batch servers in development, test and production environments. Installs and configures 
supporting software in development, test and production environments to utilize all components of the primary 
enterprise application. Installs and configures middleware products in development, test and production environments. 
Installs and configures performance monitoring software to better manage application and server performance. 
Develops and maintains procedures for the transfer of secure information by following state standards. Develops and 
maintains scripts for server and application administration. Performs high availability testing on servers to prevent 
downtime. Performs fail over of servers in case of disaster recovery. Back-ups server, applications and data. Restores 
server, applications, and data.Repairing and Maintaining Electronic Equipment: Performs advanced and routine system 
maintenance on complex applications. Performs advanced routine maintenance and tuning on complex application 
databases. Performs advanced application troubleshooting on statewide applications and determine if or when vendor 
support should be called to aid in resolution of problems. Performs application upgrade for new product releases. 
Performs application and Operating System tuning to meet user requirements. Defines firewall rules required for server 
and application connectivity.Documenting/Recording Information: Develops and maintains the documentation needed 
for system implementation and recovery. Develops and maintains scripts for server and application administration. 
Participates in developing automated scripting, ad-hoc queries and reports to extract information from Enterprise level 
Multi-tier applications. Participates in establishing change control and application performance monitoring processes 
and ensures use of same.Communicating with Supervisors, Peers, or Subordinates: Mentors peers and shares technical 
knowledge with co-workers and other parties. Communicates application configuration changes to team. Assists users 
with resolutions of technical problems. Identifies and escalates problems as appropriate following procedures. Conveys 
concise problem information for service personnel. Recommends change or improvements to enhance customer service 
and/or reduce time of problem resolution. Communicates pertinent information to create a work environment that 
leads itself to the best interests of departmental personnel and customer service. Recommends change or 
improvements to Service Level Agreements to upper management to ensure the highest level of customer satisfaction is 
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met.Communicating with Persons Outside Organization: Develops and maintain a proper working relationship with 
vendors/contractors and suppliers in accordance with management policies and promptly informs management of any 
issues that arise. Maintains communications with customers during the problem resolution process. Responds to agency 
queries in person, by phone or emails. Assists in the planning scheduling and logistics for Enterprise Application 
replacement/refresh. Develops and maintain a relationship with outside companies to establish a connection for the 
secure exchange of information.Analyzing Data or Information: Troubleshoots server, operating system, application 
issues and escalate if necessary. Tests network connectivity of all needed application services, e.g. database, site 
servers, and clients. Diagnoses issues through all available resources and tools. Monitors application performance 
through monitoring software to identify trouble areas and possible tuning opportunities. Monitors server performance 
through monitoring software to identify trouble areas and possible tuning opportunities. Tests new enhancements and 
fixes to ensure that the desired results are achieved without issues. Researches abnormal system events to determine if 
further action is required. Reviews critical errors in the server and application logs to identify source of issue and 
determine the correct resolution. Reviews new releases and patches from application vendor to stay up to date with 
latest fixes and functionality. Verifies all applications after database and server downtime, unexpected as well as 
scheduled, to make sure all systems are functioning properly. Reviews application configuration to identify any 
discrepancies across load-balanced environments. Analyzes long running processes to understand negative trends for 
the purposes of performance tuning. Analyzes changes to operating systems and applications by monitoring systems 
consoles and takes appropriate actions by correcting or notifying appropriate personnel.Performing Administrative 
Activities: Maintains all proper paperwork and problem management database entries as dictated by current policies 
and guidelines.Getting Information: Receives data from the problem management database. Collects and compiles 
performance and availability information on applications to report to management. Attends technical conferences and 
seminars to keep abreast of new hardware/software technology product developments.Identifying Objects, Actions, and 
Events: Reviews critical errors in the server and application logs and researches the reason for the error and take the 
steps necessary to fix the problem. Researches the applications website for common event IDs to determine if events 
are normal or actions need to be taken in response to the event. Identifies events that could delay processing and notify 
appropriate personnel or take corrective action. Identifies data transmission errors and corrections of factors causing 
these errors.Estimating the Quantifiable Characteristics of Products, Events, or Information: Plans application 
installation requirements for hardware and/or software components to ensure system functionality.Evaluating 
Information to Determine Compliance with Standards: Evaluates Enterprise Class application software serving multiple 
departments and agencies and related packages for standards. Reviews server policies for compliance to standards. 
Reviews application policies for compliance standards.Judging the Qualities of Things, Services, or People: Evaluates new 
application software for business need relevance to determine their usefulness to the current enterprise.Making 
Decisions and Solving Problems: Leverages vendor knowledge base through support contract or other means to 
troubleshoot issues and to review new technology. Supports developers, database administrator, functional analysts 
and server administrators with requests for tasks that require application administration. Develops reports as support 
aids for private and shared use. Researches vendor documentation in the event of a problem to identify the solution. 
Utilizes Problem Management Database to submit a request for additional resources to ensure system integrity. 
Coordinates file-share administration and communicates about needed activities to users. Assists with troubleshooting 
complex connectivity and performance issues. Assists with troubleshooting with complex systems, networking, and 
firewalls issues.Updating and Using Relevant Knowledge: Maintains knowledge of network architecture, database and 
operating system concepts. Leads meetings about and communicates about change control events at the infrastructure 
and application levels. Maintains up-to-date documentation of technical, and procedural changes as they occur. 
Maintains knowledge of servers and applications in use in the Enterprise Application environment. Contributes to 
departmental productivity and development objectives by participating in training programs. Collaborates with IT staff, 
attends webinars and reads industry related publications to remain abreast of advance technology. Reviews the 
documentation for the product and determine if information applies to the current environment or can improve the 
performance of the Server or application.Developing Objectives and Strategies: Creates reference documentation for 
individual applications to ensure procedures are documented. Participates in the development of goals. Tunes and/or 
makes recommendations for application settings per vendor recommendations to allow for optimal user experience. 
Tunes and/or makes recommendations for server settings per vendor recommendations to allow for optimal user 
experience. Reviews new releases, patches, hotfixes, and security bulletins from multiple software vendors. Participates 
in disaster recovery planning and testing to ensure fail over plan meets requirements and works as expected. 
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Recommends changes or improvements to enhance customer service and/or reduce time of problem resolution. 
Reviews test environment to evaluate upgrade or deployment status. Implements new products in test environment 
and refers to lead server administrator for assistance or direction.Establishing and Maintaining Interpersonal 
Relationships: Collaborates with users of Information Technology by employing a high degree of tact and diplomacy to 
promote a positive image of the department.Coordinating the Work and Activities of Others: Coordinates application 
downtime with co-workers and other parties to ensure the least disruption of service.Training and Teaching Others: 
Conducts training sessions for application administration team to ensure team is cross-trained on all supported 
environments. Creates training documentation. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                          Problem Solving                        Customer Focus                        
Time Management                    Perseverance               Integrity and Trust                    Organizing                 Self-Development                    
Logical Thought         Technical Learning Written Communication          Knowledge: Problem Management Systems                
Service Level Management                      Antivirus, Anti-Malware and Spam Software                         Web Server Software                 
Email Systems                          Directory Services                     Security                      Email Archival Software                          
Collaboration and Content Management                 Customer Relations Management Software             End Point 
Protection                 Systems Management               Configuration Management                     Mass Mailing Management 
Software                      Unified Communication Software                          Encryption Software                  Dual Factor 
Authentication Software                      Identity Management Software                Telecommunications                 WAN 
Hardware Topology                        Server Load Balancing               Storage Area Network               Clustering Technology              
Domain Name Servers               Network Architecture Concepts               Server Load Testing                  Firewall Concepts                     
Performance Monitoring                          Server Sizing              Back-Up Methodology               Disaster Recovery Concepts                    
Network Security Concepts                      Middleware Products                Skills: Server Hardware and Operating Systems 
Installation Skills                   Problem Solving Skills              Customer Service Oriented Skills Active Learning Skills in 
Technology                     Server and Application Troubleshooting Skills                       Server Hardware Maintenance and 
Operating Skills               Documentation Preparation                     Tuning Technique Skills                          Testing Technique 
Skills                          Installation of Application Software Skills              Analyze Requirements for New Applications                         
Develop Cost Benefit Analysis                Abilities: Deductive Reasoning Ability                    Multi-Tasking Ability                
Logical Thought                       Written Comprehension and Expression Ability                    Static Strength Ability              Oral 
Comprehension and Expression Ability                          Problem Sensitivity Ability                      Ability to Evaluate and Re-
Arrange Priorities Inductive Reasoning Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 
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076137 - APPLICATION ADMINISTRATOR-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4015 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems or (5) 
application or database server administration or (6) support of enterprise application software. OR Substitution of the 
Specific Associate's Degree for the Required Bachelor's Degree:  An associate's degree in one or a combination of the 
following: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems) from an accredited college or university may substitute for the required bachelor's 
degree. OR Substitution of Experience for the Specific Associates Degree: Professional-level experience in any one of the 
following areas may substitute for the required college degree on a year-for-year basis to a maximum substitution of 
two years: (1) applications, systems, or network programming; or (2) systematic analysis of overall work processes for 
business or information systems; or (3) administratively managing business or information systems; or (4) teaching the 
methodology for analyzing or developing information systems; or (5) application or database server administration or 
(6) support of enterprise application software. OR Substitution of Graduate Coursework for the Required Experience: 
Any additional graduate coursework in management information systems, business data processing, business systems 
analysis, computer and information systems, or computer accounting may substitute for the required experience on a 
year-for-year basis to a maximum substitution of two years. (Thirty-six graduate quarter hours or a master's degree in 
the above fields is equivalent to one year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting application performance for the production, 
development and test environments of databases, applications, servers and third party components, performs advanced 
troubleshooting of server and application issues, assists in design and planning of enterprise level applications and 
performs related work as required. Distinguishing Features: An employee in this class installs, configures, patches, 
upgrades, migrates, monitors performance, tunes, backup and restores for databases, enterprise applications and 
physical and virtual servers, performs advanced troubleshooting of application and server issues, and assists in design of 
infrastructure to support enterprise class applications.  This class differs from an Application Administrator-Intermediate 
class in that an incumbent of the latter is responsible for the routine installation, configuration, patching, upgrades, 
migration, performance monitoring, tuning, backup and restores for databases, enterprise applications and physical and 
virtual servers.  This classification differs from that of the Application Administrator-Lead in that an incumbent of the 
latter leads or supervises the design, installation, configuration, patching, upgrade, migration, performance monitoring 
tuning, backup and restore for databases, enterprise applications and physical and virtual servers, performs 
troubleshooting of complex application and server issues, and leads or supervises the design of infrastructure to support 
enterprise class applications.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Leverages performance monitoring tools to identify application and 
server performance issues. Supports regularly scheduled server and database maintenance. Provides on-call support 
and coverage as needed during non-business hours to ensure 24 x 7 availability. Monitors overall end user experience to 
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understand performance anomalies as they occur. Monitors application performance statistics to verify sufficient 
resources for user load. Monitors system and applications logs and reports for system integrity and escalate as 
necessary. Monitors licenses for applications to confirm adequate amount of remaining licenses. Modifies computer 
security customizations and/or configurations to incorporate new software, correct errors, or creates or modifies users 
roles. Creates, updates and tests security aspects of the business resumption plan. Troubleshoots enterprise class 
application software, user interface issues and escalates if necessary. Implements security settings or configurations 
necessary to ensure data security while in transit or at rest. Recommends and implements security design features to 
protect data and infrastructure resources.Scheduling Work and Activities: Schedules time to apply updates and patches 
to the test environments to ensure a seamless transition to the production Enterprise application Environment. Utilizes 
the Problem Management Database in order to submit requests for permission to perform monthly maintenance which 
will prevent interruption of service for users or applications. Performs routine maintenance to applications. Schedules 
monthly maintenance cycles for the Server Operating System and application to keep them up to date.Organizing, 
Planning, and Prioritizing Work: Manages changing priorities to ensure deadlines are met and critical issues are resolved 
in a timely manner.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Assists in the design of 
architecture for new applications by following State standards to ensure stable, available environments.Interacting With 
Computers: Upgrades new monitoring software per vendor instructions to leverage the latest technology and to stay 
current with vendor support Ensures connectivity between enterprise application and its supporting applications. 
Migrates application changes through development, test and production environments to thoroughly test changes 
before applying to live production environments. Upgrades third party applications per vendor instructions to leverage 
the latest technology and to stay current with vendor support. Applies the latest application patches per vendor 
recommendations to ensure latest fixes and functionality. Configures connectivity between applications through 
software interface product. Installs and configures third party applications in development, test and production 
environments. Installs and configures reporting tools in development, test and production environments. Upgrades new 
applications, per vendor instructions, to leverage the latest technology and to stay current with vendor support. 
Upgrades new supporting software per vendor instructions to leverage the latest technology and to stay current with 
vendor support. Utilizes state standard workstation tools to manage server, Operating System and application software. 
Installs and configures server hardware, operating system and application software. Verifies application load is balanced 
across servers to ensure acceptable performance. Installs and configures new applications in development, test and 
production environments. Installs and configures web applications in development, test and production environments. 
Installs and configures batch servers in development, test and production environments. Installs and configures 
supporting software in development, test and production environments to utilize all components of the primary 
enterprise application. Installs and configures middleware products in development, test and production environments. 
Installs and configures performance monitoring software to better manage application and server performance. 
Develops and maintains procedures for the transfer of secure information by following state standards. Develops and 
maintains scripts for server and application administration. Performs high availability testing on servers to prevent 
downtime. Performs fail over of servers in case of disaster recovery. Back-ups server, applications and data. Restores 
server, applications, and data.Repairing and Maintaining Electronic Equipment: Performs advanced and routine system 
maintenance on complex applications. Performs advanced routine maintenance and tuning on complex application 
databases. Performs advanced application troubleshooting on statewide applications and determine if or when vendor 
support should be called to aid in resolution of problems. Performs application upgrade for new product releases. 
Performs application and Operating System tuning to meet user requirements. Defines firewall rules required for server 
and application connectivity.Documenting/Recording Information: Develops and maintains the documentation needed 
for system implementation and recovery. Develops and maintains scripts for server and application administration. 
Participates in developing automated scripting, ad-hoc queries and reports to extract information from Enterprise level 
Multi-tier applications. Participates in establishing change control and application performance monitoring processes 
and ensures use of same.Communicating with Supervisors, Peers, or Subordinates: Mentors peers and shares technical 
knowledge with co-workers and other parties. Communicates application configuration changes to team. Assists users 
with resolutions of technical problems. Identifies and escalates problems as appropriate following procedures. Conveys 
concise problem information for service personnel. Recommends change or improvements to enhance customer service 
and/or reduce time of problem resolution. Communicates pertinent information to create a work environment that 
leads itself to the best interests of departmental personnel and customer service. Recommends change or 
improvements to Service Level Agreements to upper management to ensure the highest level of customer satisfaction is 
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met.Communicating with Persons Outside Organization: Develops and maintain a proper working relationship with 
vendors/contractors and suppliers in accordance with management policies and promptly informs management of any 
issues that arise. Maintains communications with customers during the problem resolution process. Responds to agency 
queries in person, by phone or emails. Assists in the planning scheduling and logistics for Enterprise Application 
replacement/refresh. Develops and maintain a relationship with outside companies to establish a connection for the 
secure exchange of information.Analyzing Data or Information: Troubleshoots server, operating system, application 
issues and escalate if necessary. Tests network connectivity of all needed application services, e.g. database, site 
servers, and clients. Diagnoses issues through all available resources and tools. Monitors application performance 
through monitoring software to identify trouble areas and possible tuning opportunities. Monitors server performance 
through monitoring software to identify trouble areas and possible tuning opportunities. Tests new enhancements and 
fixes to ensure that the desired results are achieved without issues. Researches abnormal system events to determine if 
further action is required. Reviews critical errors in the server and application logs to identify source of issue and 
determine the correct resolution. Reviews new releases and patches from application vendor to stay up to date with 
latest fixes and functionality. Verifies all applications after database and server downtime, unexpected as well as 
scheduled, to make sure all systems are functioning properly. Reviews application configuration to identify any 
discrepancies across load-balanced environments. Analyzes long running processes to understand negative trends for 
the purposes of performance tuning. Analyzes changes to operating systems and applications by monitoring systems 
consoles and takes appropriate actions by correcting or notifying appropriate personnel.Performing Administrative 
Activities: Maintains all proper paperwork and problem management database entries as dictated by current policies 
and guidelines.Getting Information: Receives data from the problem management database. Collects and compiles 
performance and availability information on applications to report to management. Attends technical conferences and 
seminars to keep abreast of new hardware/software technology product developments.Identifying Objects, Actions, and 
Events: Reviews critical errors in the server and application logs and researches the reason for the error and take the 
steps necessary to fix the problem. Researches the applications website for common event IDs to determine if events 
are normal or actions need to be taken in response to the event. Identifies events that could delay processing and notify 
appropriate personnel or take corrective action. Identifies data transmission errors and corrections of factors causing 
these errors.Estimating the Quantifiable Characteristics of Products, Events, or Information: Plans application 
installation requirements for hardware and/or software components to ensure system functionality.Evaluating 
Information to Determine Compliance with Standards: Evaluates Enterprise Class application software serving multiple 
departments and agencies and related packages for standards. Reviews server policies for compliance to standards. 
Reviews application policies for compliance standards.Judging the Qualities of Things, Services, or People: Evaluates new 
application software for business need relevance to determine their usefulness to the current enterprise.Making 
Decisions and Solving Problems: Leverages vendor knowledge base through support contract or other means to 
troubleshoot issues and to review new technology. Supports developers, database administrator, functional analysts 
and server administrators with requests for tasks that require application administration. Develops reports as support 
aids for private and shared use. Researches vendor documentation in the event of a problem to identify the solution. 
Utilizes Problem Management Database to submit a request for additional resources to ensure system integrity. 
Coordinates file-share administration and communicates about needed activities to users. Assists with troubleshooting 
complex connectivity and performance issues. Assists with troubleshooting with complex systems, networking, and 
firewalls issues.Updating and Using Relevant Knowledge: Maintains knowledge of network architecture, database and 
operating system concepts. Leads meetings about and communicates about change control events at the infrastructure 
and application levels. Maintains up-to-date documentation of technical, and procedural changes as they occur. 
Maintains knowledge of servers and applications in use in the Enterprise Application environment. Contributes to 
departmental productivity and development objectives by participating in training programs. Collaborates with IT staff, 
attends webinars and reads industry related publications to remain abreast of advance technology. Reviews the 
documentation for the product and determine if information applies to the current environment or can improve the 
performance of the Server or application.Developing Objectives and Strategies: Creates reference documentation for 
individual applications to ensure procedures are documented. Participates in the development of goals. Tunes and/or 
makes recommendations for application settings per vendor recommendations to allow for optimal user experience. 
Tunes and/or makes recommendations for server settings per vendor recommendations to allow for optimal user 
experience. Reviews new releases, patches, hotfixes, and security bulletins from multiple software vendors. Participates 
in disaster recovery planning and testing to ensure fail over plan meets requirements and works as expected. 
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Recommends changes or improvements to enhance customer service and/or reduce time of problem resolution. 
Reviews test environment to evaluate upgrade or deployment status. Implements new products in test environment 
and refers to lead server administrator for assistance or direction.Establishing and Maintaining Interpersonal 
Relationships: Collaborates with users of Information Technology by employing a high degree of tact and diplomacy to 
promote a positive image of the department.Coordinating the Work and Activities of Others: Coordinates application 
downtime with co-workers and other parties to ensure the least disruption of service.Training and Teaching Others: 
Conducts training sessions for application administration team to ensure team is cross-trained on all supported 
environments. Creates training documentation. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                          Problem Solving                        Customer Focus                        
Time Management                    Perseverance               Integrity and Trust                    Organizing                 Self-Development                    
Logical Thought         Technical Learning Written Communication          Knowledge: Problem Management Systems                
Service Level Management                      Antivirus, Anti-Malware and Spam Software                         Web Server Software                 
Email Systems                          Directory Services                     Security                      Email Archival Software                          
Collaboration and Content Management                 Customer Relations Management Software             End Point 
Protection                 Systems Management               Configuration Management                     Mass Mailing Management 
Software                      Unified Communication Software                          Encryption Software                  Dual Factor 
Authentication Software                      Identity Management Software                Telecommunications                 WAN 
Hardware Topology                        Server Load Balancing               Storage Area Network               Clustering Technology              
Domain Name Servers               Network Architecture Concepts               Server Load Testing                  Firewall Concepts                     
Performance Monitoring                          Server Sizing              Back-Up Methodology               Disaster Recovery Concepts                    
Network Security Concepts                      Middleware Products                Skills: Server Hardware and Operating Systems 
Installation Skills                   Problem Solving Skills              Customer Service Oriented Skills Active Learning Skills in 
Technology                     Server and Application Troubleshooting Skills                       Server Hardware Maintenance and 
Operating Skills               Documentation Preparation                     Tuning Technique Skills                          Testing Technique 
Skills                          Installation of Application Software Skills              Analyze Requirements for New Applications                         
Develop Cost Benefit Analysis                Abilities: Deductive Reasoning Ability                    Multi-Tasking Ability                
Logical Thought                       Written Comprehension and Expression Ability                    Static Strength Ability              Oral 
Comprehension and Expression Ability                          Problem Sensitivity Ability                      Ability to Evaluate and Re-
Arrange Priorities Inductive Reasoning Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 
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076136 - APPLICATION ADMINISTRATOR-INT* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  4010 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems or (5) 
application or database server administration or (6) support of enterprise application software. OR Substitution of the 
Specific Associate's Degree for the Required Bachelor's Degree: An associate's degree in one or a combination of the 
following: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems) from an accredited college or university may substitute for the required bachelor's 
degree. OR Substitution of Experience for the Specific Associate's Degree: Experience in one or a combination of the 
following areas may substitute for the specific Associate's degree on a year-for-year basis to a maximum of two years: 
(1) applications, systems, or network programming; or (2) systematic analysis of overall work processes for business or 
information systems; or (3) administratively managing business or information systems; or (4) teaching the methodology 
for analyzing or developing information systems or (5) application or database server administration or (6) support of 
enterprise application software. OR Substitution of Graduate Coursework for the Required Experience: Any additional 
graduate coursework in management information systems, business data processing, business systems analysis, 
computer and information systems, or computer accounting may substitute for the required experience on a year-for-
year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above 
fields is equivalent to one year of experience). OR One year of experience as an Application Administrator - Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting application performance for the production, 
development and test environments of databases, applications, servers and 3rd party components and performs related 
work as required. Distinguishing Features: ,This is the intermediate level in the Application Administrator series. An 
employee in this class will perform routine installation, configuration, patching, upgrades, migration, performance 
monitoring, tuning, backup and restores for databases, enterprise applications and physical and virtual servers. This 
class is flexibly staffed with and differs from an Application Administrator - Associate, in that an incumbent of the latter 
is learning to install, configure, patch, upgrade, migrate, performance monitoring, tune, backup and restores for 
databases, enterprise application and physical and virtual servers. 
 
Work Activities: 
Identifying Objects, Actions, and Events: Reviews critical errors in the server and application logs, researches the 
reason(s) for the error and takes the steps necessary to fix the problem(s).Organizing, Planning, and Prioritizing Work: 
Manages changing priorities to ensure deadlines are met and critical issues are resolved in a timely manner.Repairing 
and Maintaining Electronic Equipment: Performs routine system maintenance on complex applications. Performs 
routine maintenance and tuning on complex application databases. Performs application troubleshooting on statewide 
applications and determines if or when vendor support should be called to aid in resolution of problems.Getting 
Information: Receives data from the problem management database.Monitor Processes, Materials, or Surroundings: 
Leverages performance monitoring tools to identify application and server performance issues. Supports regularly 
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scheduled server and database maintenance. Provides on-call support and coverage as needed during non-business 
hours to ensure 24 x 7 availability. Monitors overall end user experience to understand performance anomalies as they 
occur. Monitors application performance statistics to verify sufficient resources for user load. Monitors system and 
applications logs and reports for system integrity and escalate as necessary. Monitors licenses for applications to 
confirm adequate amount of remaining licenses. Modifies computer security customizations and/or configurations to 
incorporate new software, correct errors, or creates or modifies users roles. Creates, updates and tests security aspects 
of the business resumption plan. Troubleshoots enterprise class application software, user interface issues and escalates 
if necessary.Evaluating Information to Determine Compliance with Standards: Evaluates Enterprise Class application 
software serving multiple departments and agencies and related packages for standards.Scheduling Work and Activities: 
Schedules time to apply updates and patches to the test environments to ensure a seamless transition to the production 
Enterprise application Environment. Utilizes the Problem Management Database to submit a request for permission to 
perform monthly maintenance to prevent interruption of service for users or applications. Performs routine 
maintenance to applications.Interacting With Computers: Upgrades new monitoring software per vendor instructions to 
leverage the latest technology and to stay current with vendor support. Ensures connectivity between enterprise 
application and its supporting applications. Migrates application changes through development, test and production 
environments to thoroughly test changes before applying to live production environments. Upgrades third party 
applications per vendor instructions to leverage the latest technology and to stay current with vendor support. Applies 
the latest application patches per vendor recommendations to ensure latest fixes and functionality. Configures 
connectivity between applications through software interface product. Installs and configures third party applications in 
development, test and production environments. Installs and configures reporting tools in development, test and 
production environments. Upgrades new applications per vendor instructions to leverage the latest technology and to 
stay current with vendor support. Upgrades new supporting software per vendor instructions to leverage the latest 
technology and to stay current with vendor support. Utilizes state standard workstation tools to manage server, 
operating system and application software. Installs and configures server hardware, operating system and application 
software. Verifies application load is balanced across servers to ensure acceptable performance.Analyzing Data or 
Information: Troubleshoots server, operating system, application issues and escalate if necessary. Tests network 
connectivity of all needed application services, e.g. database, site servers, and clients. Diagnoses issues through all 
available resources and tools. Monitors application performance through monitoring software to identify trouble areas 
and possible tuning opportunities. Monitors server performance through monitoring software to identify trouble areas 
and possible tuning opportunities. Tests new enhancements and fixes to ensure that the desired results are achieved 
without issues. Researches abnormal system events to determine if further action is required. Reviews critical errors in 
the server and application logs to identify source of issue and determine the correct resolution. Reviews new releases 
and patches from application vendor to stay up to date with latest fixes and functionality. Verifies all applications after 
database and server downtime, unexpected as well as scheduled, to make sure all systems are functioning 
properly.Making Decisions and Solving Problems: Leverages vendor knowledge base through support contract or other 
means to troubleshoot issues and to review new technology. Supports developers, database administrator, functional 
analysts and server administrators with requests for tasks that require application administration. Develops reports as 
support aids for private and shared use. Researches vendor documentation in the event of a problem to identify the 
solution. Utilizes Problem Management Database to submit a request for additional resources to ensure system 
integrity. Coordinates file-share administration and communicates about needed activities to users.Updating and Using 
Relevant Knowledge: Maintains knowledge of network architecture, database and operating system concepts. Leads 
meetings about and communicates change control events at the infrastructure and application levels. Maintains up-to-
date documentation of technical, and procedural changes as they occur. Maintains knowledge of servers and 
applications in use in the Enterprise Application environment. Contributes to departmental productivity and 
development objectives by participating in training programs. Collaborates with IT staff, attends webinars and reads 
industry related publications to remain abreast of advance technology.Developing Objectives and Strategies: Creates 
reference documentation for individual applications to ensure procedures are documented. Participates in the 
development of goals. Tunes and/or makes recommendations for application settings per vendor recommendations to 
allow for optimal user experience. Tunes and/or makes recommendations for server settings per vendor 
recommendations to allow for optimal user experience. Reviews new releases, patches, hotfixes, and security bulletins 
from multiple software vendors.Documenting/Recording Information: Develops and maintains the documentation 
needed for system implementation and recovery. Develops and maintains scripts for server and application 



 TN Job Classification Specifications  
September 22, 2020 

administration.Communicating with Supervisors, Peers, or Subordinates: Mentors peers and shares technical knowledge 
with co-workers and other parties. Communicates application configuration changes to team. Assists users with 
resolutions of technical problems. Identifies and escalates problems as appropriate following procedures. Conveys 
concise problem information for service personnel.Performing Administrative Activities: Maintains all proper paperwork 
and problem management database entries as dictated by current policies and guidelines.Coordinating the Work and 
Activities of Others: Coordinates application downtime with co-workers and other parties to ensure the least disruption 
of service.Judging the Qualities of Things, Services, or People: Evaluates new application software for business need 
relevance to determine their usefulness to the current enterprise. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                   Problem Solving                 Time Management              Written 
Communication                    Perseverance                       Organizing                          Self-Development               Logical Thought   
Customer Focus                  Technical Learning Integrity and TrustKnowledge: Problem Management Systems                         
Service Level Management                Antivirus, Anti-Malware and Spam Software                  Web Server Software                         
Email Systems                    Directory Services               Security               Email Archival Software                    Collaboration and 
Content Management                         Customer Relations Management Software                     End Point Protection                         
Systems Management                        Configuration Management               Mass Mailing Management Software                
Unified Communication Software                    Encryption Software                          Dual Factor Authentication Software               
Identity Management Software                        Telecommunications                         WAN Hardware Topology                  
Server Load Balancing                       Storage Area Network                        Clustering Technology                      Domain Name 
Servers                       Network Architecture Concepts                        Server Load Testing                                        Skills: Server 
Hardware and Operating Systems Installation Skills                           Active Learning Skills in Technology               Server and 
Application Troubleshooting Skills                Server Hardware Maintenance and Operating Skills                       Problem 
Solving Skills                       Customer Service Oriented Skills                     Documentation Preparation             Abilities: 
Written Comprehension and Expression Ability              Static Strength Ability                       Oral Comprehension and 
Expression Ability                   Problem Sensitivity Ability                Deductive Reasoning Ability                            Multi-Tasking 
Ability                        Logical Thought                 Evaluate and Re-Arrange Priorities Inductive Reasoning Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 
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076136 - APPLICATION ADMINISTRATOR-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4011 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems or (5) 
application or database server administration or (6) support of enterprise application software. OR Substitution of the 
Specific Associate's Degree for the Required Bachelor's Degree: An associate's degree in one or a combination of the 
following: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems) from an accredited college or university may substitute for the required bachelor's 
degree. OR Substitution of Experience for the Specific Associate's Degree: Experience in one or a combination of the 
following areas may substitute for the specific Associate's degree on a year-for-year basis to a maximum of two years: 
(1) applications, systems, or network programming; or (2) systematic analysis of overall work processes for business or 
information systems; or (3) administratively managing business or information systems; or (4) teaching the methodology 
for analyzing or developing information systems or (5) application or database server administration or (6) support of 
enterprise application software. OR Substitution of Graduate Coursework for the Required Experience: Any additional 
graduate coursework in management information systems, business data processing, business systems analysis, 
computer and information systems, or computer accounting may substitute for the required experience on a year-for-
year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above 
fields is equivalent to one year of experience). OR One year of experience as an Application Administrator - Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting application performance for the production, 
development and test environments of databases, applications, servers and 3rd party components and performs related 
work as required. Distinguishing Features: ,This is the intermediate level in the Application Administrator series. An 
employee in this class will perform routine installation, configuration, patching, upgrades, migration, performance 
monitoring, tuning, backup and restores for databases, enterprise applications and physical and virtual servers. This 
class is flexibly staffed with and differs from an Application Administrator - Associate, in that an incumbent of the latter 
is learning to install, configure, patch, upgrade, migrate, performance monitoring, tune, backup and restores for 
databases, enterprise application and physical and virtual servers. 
 
Work Activities: 
Identifying Objects, Actions, and Events: Reviews critical errors in the server and application logs, researches the 
reason(s) for the error and takes the steps necessary to fix the problem(s).Organizing, Planning, and Prioritizing Work: 
Manages changing priorities to ensure deadlines are met and critical issues are resolved in a timely manner.Repairing 
and Maintaining Electronic Equipment: Performs routine system maintenance on complex applications. Performs 
routine maintenance and tuning on complex application databases. Performs application troubleshooting on statewide 
applications and determines if or when vendor support should be called to aid in resolution of problems.Getting 
Information: Receives data from the problem management database.Monitor Processes, Materials, or Surroundings: 
Leverages performance monitoring tools to identify application and server performance issues. Supports regularly 
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scheduled server and database maintenance. Provides on-call support and coverage as needed during non-business 
hours to ensure 24 x 7 availability. Monitors overall end user experience to understand performance anomalies as they 
occur. Monitors application performance statistics to verify sufficient resources for user load. Monitors system and 
applications logs and reports for system integrity and escalate as necessary. Monitors licenses for applications to 
confirm adequate amount of remaining licenses. Modifies computer security customizations and/or configurations to 
incorporate new software, correct errors, or creates or modifies users roles. Creates, updates and tests security aspects 
of the business resumption plan. Troubleshoots enterprise class application software, user interface issues and escalates 
if necessary.Evaluating Information to Determine Compliance with Standards: Evaluates Enterprise Class application 
software serving multiple departments and agencies and related packages for standards.Scheduling Work and Activities: 
Schedules time to apply updates and patches to the test environments to ensure a seamless transition to the production 
Enterprise application Environment. Utilizes the Problem Management Database to submit a request for permission to 
perform monthly maintenance to prevent interruption of service for users or applications. Performs routine 
maintenance to applications.Interacting With Computers: Upgrades new monitoring software per vendor instructions to 
leverage the latest technology and to stay current with vendor support. Ensures connectivity between enterprise 
application and its supporting applications. Migrates application changes through development, test and production 
environments to thoroughly test changes before applying to live production environments. Upgrades third party 
applications per vendor instructions to leverage the latest technology and to stay current with vendor support. Applies 
the latest application patches per vendor recommendations to ensure latest fixes and functionality. Configures 
connectivity between applications through software interface product. Installs and configures third party applications in 
development, test and production environments. Installs and configures reporting tools in development, test and 
production environments. Upgrades new applications per vendor instructions to leverage the latest technology and to 
stay current with vendor support. Upgrades new supporting software per vendor instructions to leverage the latest 
technology and to stay current with vendor support. Utilizes state standard workstation tools to manage server, 
operating system and application software. Installs and configures server hardware, operating system and application 
software. Verifies application load is balanced across servers to ensure acceptable performance.Analyzing Data or 
Information: Troubleshoots server, operating system, application issues and escalate if necessary. Tests network 
connectivity of all needed application services, e.g. database, site servers, and clients. Diagnoses issues through all 
available resources and tools. Monitors application performance through monitoring software to identify trouble areas 
and possible tuning opportunities. Monitors server performance through monitoring software to identify trouble areas 
and possible tuning opportunities. Tests new enhancements and fixes to ensure that the desired results are achieved 
without issues. Researches abnormal system events to determine if further action is required. Reviews critical errors in 
the server and application logs to identify source of issue and determine the correct resolution. Reviews new releases 
and patches from application vendor to stay up to date with latest fixes and functionality. Verifies all applications after 
database and server downtime, unexpected as well as scheduled, to make sure all systems are functioning 
properly.Making Decisions and Solving Problems: Leverages vendor knowledge base through support contract or other 
means to troubleshoot issues and to review new technology. Supports developers, database administrator, functional 
analysts and server administrators with requests for tasks that require application administration. Develops reports as 
support aids for private and shared use. Researches vendor documentation in the event of a problem to identify the 
solution. Utilizes Problem Management Database to submit a request for additional resources to ensure system 
integrity. Coordinates file-share administration and communicates about needed activities to users.Updating and Using 
Relevant Knowledge: Maintains knowledge of network architecture, database and operating system concepts. Leads 
meetings about and communicates change control events at the infrastructure and application levels. Maintains up-to-
date documentation of technical, and procedural changes as they occur. Maintains knowledge of servers and 
applications in use in the Enterprise Application environment. Contributes to departmental productivity and 
development objectives by participating in training programs. Collaborates with IT staff, attends webinars and reads 
industry related publications to remain abreast of advance technology.Developing Objectives and Strategies: Creates 
reference documentation for individual applications to ensure procedures are documented. Participates in the 
development of goals. Tunes and/or makes recommendations for application settings per vendor recommendations to 
allow for optimal user experience. Tunes and/or makes recommendations for server settings per vendor 
recommendations to allow for optimal user experience. Reviews new releases, patches, hotfixes, and security bulletins 
from multiple software vendors.Documenting/Recording Information: Develops and maintains the documentation 
needed for system implementation and recovery. Develops and maintains scripts for server and application 
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administration.Communicating with Supervisors, Peers, or Subordinates: Mentors peers and shares technical knowledge 
with co-workers and other parties. Communicates application configuration changes to team. Assists users with 
resolutions of technical problems. Identifies and escalates problems as appropriate following procedures. Conveys 
concise problem information for service personnel.Performing Administrative Activities: Maintains all proper paperwork 
and problem management database entries as dictated by current policies and guidelines.Coordinating the Work and 
Activities of Others: Coordinates application downtime with co-workers and other parties to ensure the least disruption 
of service.Judging the Qualities of Things, Services, or People: Evaluates new application software for business need 
relevance to determine their usefulness to the current enterprise. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                   Problem Solving                 Time Management              Written 
Communication                    Perseverance                       Organizing                          Self-Development               Logical Thought   
Customer Focus                  Technical Learning Integrity and TrustKnowledge: Problem Management Systems                         
Service Level Management                Antivirus, Anti-Malware and Spam Software                  Web Server Software                         
Email Systems                    Directory Services               Security               Email Archival Software                    Collaboration and 
Content Management                         Customer Relations Management Software                     End Point Protection                         
Systems Management                        Configuration Management               Mass Mailing Management Software                
Unified Communication Software                    Encryption Software                          Dual Factor Authentication Software               
Identity Management Software                        Telecommunications                         WAN Hardware Topology                  
Server Load Balancing                       Storage Area Network                        Clustering Technology                      Domain Name 
Servers                       Network Architecture Concepts                        Server Load Testing                                        Skills: Server 
Hardware and Operating Systems Installation Skills                           Active Learning Skills in Technology               Server and 
Application Troubleshooting Skills                Server Hardware Maintenance and Operating Skills                       Problem 
Solving Skills                       Customer Service Oriented Skills                     Documentation Preparation             Abilities: 
Written Comprehension and Expression Ability              Static Strength Ability                       Oral Comprehension and 
Expression Ability                   Problem Sensitivity Ability                Deductive Reasoning Ability                            Multi-Tasking 
Ability                        Logical Thought                 Evaluate and Re-Arrange Priorities Inductive Reasoning Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 
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076138 - APPLICATION ADMINISTRATOR-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4019 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems, or 
(5) application or database server administration or (6) support of enterprise application software. OR Substitution of 
the Specific Associate's Degree for the Required Bachelor's Degree: An associate's degree in one or a combination of the 
following from an accredited college or university may substitute for the required associate's degree: business data 
processing, computer accounting (e.g., accounting information systems), computer science, computer programming, 
information systems, telecommunications, or similar information technology degree (e.g., healthcare information 
systems). OR Substitution of Experience for Education: Professional-level experience in any one of the following areas 
may substitute for the specific associate's degree on a year-for-year basis to a maximum substitution of two years: (1) 
applications, systems or network programming; or (2) systematic analysis of overall work processes for business or 
information systems; or (3) administratively managing business or information systems; or (4) teaching the methodology 
for analyzing or developing information systems; or (5) application or database server administration or (6) support of 
enterprise application software. OR Substitution of Graduate Coursework for the Required Experience: Any additional 
graduate coursework in management information systems, business data processing, business systems analysis, 
computer and information systems, or computer accounting may substitute for the required experience on a year-for-
year basis to a maximum substitution of two years. (Thirty-six graduate quarter hours or a master's degree in the above 
fields is equivalent to one year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading the support for server and application performance for 
the production, development and test environments of databases, applications, servers and third party components, 
performs complex troubleshooting of server and application issues, leads the design and planning of enterprise level 
applications, mentors other application administrators and performs related work as required. Distinguishing Features: 
An employee in this class leads or supervises the design,  installation, configuration, patching, upgrade, migration, 
performance monitoring, tuning, backup and restore for databases, enterprise applications and physical and virtual 
servers, performs troubleshooting of complex application and server issues, and leads or supervises the design of 
infrastructure to support enterprise class applications.This class differs from an Application Administrator, Advanced in 
that an incumbent of the latter installs, configures, patches, upgrades, migrates, monitors performance, tunes, backup 
and restores for databases, enterprise applications and physical and virtual servers, performs advanced troubleshooting 
of application and server issues, and assists in design of infrastructure to support enterprise class applications.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Leverages performance monitoring tools to identify application and 
server performance issues. Supports regularly scheduled server and database maintenance. Provides on-call support 
and coverage as needed during non-business hours to ensure 24 x 7 availability. Monitors overall end user experience to 
understand performance anomalies as they occur. Monitors application performance statistics to verify sufficient 
resources for user load. Monitors system and applications logs and reports for system integrity and escalate as 
necessary. Monitors licenses for applications to confirm adequate amount of remaining licenses. Modifies computer 
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security customizations and/or configurations to incorporate new software, correct errors, or creates or modifies users 
roles. Creates, updates and tests security aspects of the business resumption plan. Troubleshoots enterprise class 
application software, user interface issues and escalates if necessary. Implements security settings or configurations 
necessary to ensure data security while in transit or at rest. Recommends and implements security design features to 
protect data and infrastructure resources. Evaluates network data analysis for the purposes of load balancing, network 
troubleshooting, and bandwidth usage by using utilities to analyze packet captures and traffic.Identifying Objects, 
Actions, and Events: Reviews critical errors in the server and application logs, researches the reason for the error and 
takes the steps necessary to fix the problem. Researches the applications website for common event IDs to determine if 
events are normal or actions need to be taken in response to the event. Identifies events that could delay processing 
and notify appropriate personnel or take corrective action. Identifies data transmission errors and corrections of factors 
causing these errors. Prepares business justification for procurement requests. Assesses and establishes support 
requirements for the install or support of a business application.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Plans application installation requirements for hardware and/or software components to ensure 
system functionality. Develops cost benefit analysis methodology for initial hardware, software and ongoing operational 
costs for cost recovery of Enterprise services. Participates in planning, hardware evaluations and reviews, Operating 
System (OS) and application evaluations, and reviews to assist in planning for future growth and refresh cycles. 
Estimates for future growth based on usage and current/existing product.Evaluating Information to Determine 
Compliance with Standards: Evaluates Enterprise Class application software serving multiple departments and agencies 
and related packages for standards. Understands and supports application security to support audit requirements. 
Reviews server policies for compliance to standards. Reviews application policies for compliance standards. Evaluates 
system policies for compliance with current standards, State, Local and /or Federal laws and guidelines.Judging the 
Qualities of Things, Services, or People: Evaluates new application software for business need relevance to determine 
their usefulness to the current enterprise. Understands business case for procurement return on investment. Looks for 
opportunities to better leverage existing toolsets and personnel skillsets to provide improved service levels to the 
organization. Recommends vendor and contractor applications solutions for providing enterprise level products and 
services.Making Decisions and Solving Problems: Leverages vendor knowledge base through support contract or other 
means to troubleshoot issues and to review new technology. Supports developers, database administrator, functional 
analysts and server administrators with requests for tasks that require application administration. Develops reports as 
support aids for private and shared use. Researches vendor documentation in the event of a problem to identify the 
solution. Utilizes Problem Management Database to submit a request for additional resources to ensure system 
integrity. Coordinates file-share administration and communicates about needed activities to users. Assists with 
troubleshooting complex connectivity and performance issues. Assists with troubleshooting with complex systems, 
networking, and firewall issues. Works to identify ways to prevent issues before they occur and implements improved 
processes and procedures to take preventive action. Collaborates with highest level of vendor technical support to 
resolve complex Enterprise application issues impacting users statewide. Ensures connectivity between third party and 
enterprise applications by administering a software interface product and defining appropriate firewall rules to apply. 
Diagnoses and troubleshoots problems and bring to resolution in collaboration with other enterprise support groups 
(network, Domain Name Servers, Firewall, etc.,) application vendors and agency technical staff.Scheduling Work and 
Activities: Schedules time to apply updates and patches to the test environments to ensure a seamless transition to the 
production Enterprise application Environment. Utilizes the Problem Management Database to submit a request for 
permission to perform monthly maintenance to prevent interruption of service for users or applications. Performs 
routine maintenance to applications. Schedules monthly maintenance cycles for the Server OS and application to keep 
them up to date. Performs complete integration testing and validation to ensure the integrity of the application prior to 
production deployment.Organizing, Planning, and Prioritizing Work: Manages changing priorities to ensure deadlines are 
met and critical issues are resolved in a timely manner.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment: Assists in the design of architecture for new applications by following state standards to ensure stable, 
available environments.Interacting With Computers: Upgrades new monitoring software per vendor instructions to 
leverage the latest technology and to stay current with vendor support. Ensures connectivity between enterprise 
application and its supporting applications. Migrates application changes through development, test and production 
environments to thoroughly test changes before applying to live production environments Upgrades third party 
applications per vendor instructions to leverage the latest technology and to stay current with vendor support Applies 
the latest application patches per vendor recommendations to ensure latest fixes and functionality Configures 
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connectivity between applications through software interface product Installs and configures third party applications in 
development, test and production environments. Installs and configures reporting tools in development, test and 
production environments. Upgrades new applications per vendor instructions to leverage the latest technology and to 
stay current with vendor support. Upgrades new supporting software per vendor instructions to leverage the latest 
technology and to stay current with vendor support. Utilizes state standard workstation tools to manage server, 
Operating system and application software. Installs and configure server hardware, operating system and application 
software. Verifies application load is balanced across servers to ensure acceptable performance. Installs and configures 
new applications in development, test and production environments. Installs and configures web applications in 
development, test and production environments. Installs and configures batch servers in development, test and 
production environments. Installs and configures supporting software in development, test and production 
environments to utilize all components of the primary enterprise application. Installs and configures middleware 
products in development, test and production environments. Installs and configures performance monitoring software 
to better manage application and server performance. Develops and maintains procedures for the transfer of secure 
information by following State standards. Develops and maintains scripts for server and application administration. 
Performs high availability testing on servers to prevent downtime. Performs fail over of servers in case of disaster 
recovery. Back-ups server, applications and data. Restores server, applications, and data. Manages role based security to 
prevent unauthorized access to Enterprise level Applications.Repairing and Maintaining Electronic Equipment: Performs 
advanced and routine system maintenance on complex applications. Performs advanced routine maintenance and 
tuning on complex application databases. Performs advanced application troubleshooting on statewide applications and 
determine if or when vendor support should be called to aid in resolution of problems. Performs application upgrade for 
new product releases. Performs application and Operating System tuning to meet user requirements. Defines firewall 
rules required for server and application connectivity. Maintains application integrity by interacting with databases, 
tuning environment variables and setting application parameters.Communicating with Supervisors, Peers, or 
Subordinates: Mentors peers and shares technical knowledge with co-workers and other parties. Communicates 
application configuration changes to team. Assists users with resolutions of technical problems. Identifies and escalates 
problems as appropriate following procedures. Conveys concise problem information for service personnel. 
Recommends change or improvements to enhance customer service and/or reduce time of problem resolution. 
Communicates pertinent information to create a work environment that leads itself to the best interests of 
departmental personnel and customer service. Recommends change or improvements to Service Level Agreements to 
upper management to ensure the highest level of customer satisfaction is met. Leads a team of application 
administrators in the design of enterprise software solutions of the greatest scope and complexity.Provide Consultation 
and Advice to Others: Attends meetings and demonstrations to evaluate products and to recommend or not 
recommend for management. Reviews customer application requirements needed to integrate with applications using 
standard methods and protocols. Researches a variety of customer requests in a timely manner while being able to 
effectively manage changing priorities and assisting in the execution of policies and procedures related to the delivery of 
Enterprise application services.Staffing Organizational Units: Participates in interviewing and evaluating candidates for 
employment as either contractors or State employees.Analyzing Data or Information: Troubleshoots server, operating 
system, application issues and escalate if necessary. Tests network connectivity of all needed application services, e.g. 
database, site servers, and clients. Diagnoses issues through all available resources and tools. Monitors application 
performance through monitoring software to identify trouble areas and possible tuning opportunities. Monitors server 
performance through monitoring software to identify trouble areas and possible tuning opportunities. Tests new 
enhancements and fixes to ensure that the desired results are achieved without issues. Researches abnormal system 
events to determine if further action is required. Reviews critical errors in the server and application logs to identify 
source of issue and determine the correct resolution. Reviews new releases and patches from application vendor to stay 
up to date with latest fixes and functionality. Verifies all applications after database and server downtime, unexpected 
as well as scheduled, to make sure all systems are functioning properly. Reviews application configuration to identify 
any discrepancies across load-balanced environments. Analyzes long running processes to understand negative trends 
for the purposes of performance tuning. Analyzes changes to operating systems and applications by monitoring systems 
consoles and takes appropriate actions by correcting or notifying appropriate personnel. Monitors and analyzes disk 
space problems and communicates effectively to appropriate personnel to take corrective actions when 
necessary.Getting Information: Receives data from the problem management database. Collects and compiles 
performance and availability information on applications to report to management. Attends technical conferences and 
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seminars to keep abreast of new hardware/software technology product developments.Updating and Using Relevant 
Knowledge: Maintains knowledge of network architecture, database and operating system concepts. Leads meetings 
about and communicates about change control events at the infrastructure and application levels. Maintains up-to-date 
documentation of technical, and procedural changes as they occur. Maintains knowledge of servers and applications in 
use in the Enterprise Application environment. Contributes to departmental productivity and development objectives by 
participating in training programs. Collaborates with IT staff, attends webinars and reads industry related publications to 
remain abreast of advance technology. Reviews the documentation for the product and determine if information applies 
to the current environment or can improve the performance of the Server or application. Recommends potential 
training to management on current technology trends. Mentors application administrators on new trends and 
skills.Developing Objectives and Strategies: Creates reference documentation for individual applications to ensure 
procedures are documented. Participates in the development of goals. Tunes and/or makes recommendations for 
application settings per vendor recommendations to allow for optimal user experience. Tunes and/or makes 
recommendations for server settings per vendor recommendations to allow for optimal user experience. Reviews new 
releases, patches, hotfixes, and security bulletins from multiple Software vendors. Participates in disaster recovery 
planning and testing to ensure fail over plan meets requirements and works as expected. Recommends changes or 
improvements to enhance customer service and/or reduce time of problem resolution. Reviews test environment to 
evaluate upgrade or deployment status. Implements new products in test environment and refers to lead server 
administrator for assistance or direction. Plans and defines strategies for implementations, upgrades, and prolonged 
outage maintenance for Data Center systems.Documenting/Recording Information: Develops and maintains the 
documentation needed for system implementation and recovery. Develops and maintains scripts for server and 
application administration. Participates in developing automated scripting, ad-hoc queries and reports to extract 
information from Enterprise level Multi-tier applications. Participates in establishing change control and application 
performance monitoring processes and ensures use of same. Establishes change control and application performance 
monitoring processes and ensures use of same. Creates and manages reference documentation of the group's 
administrative procedures to help ensure procedures are documented for an auditor's evaluation and for future 
training. Develops automated scripting, ad-hoc queries and reports to extract information from Enterprise level Multi-
tier applications.Communicating with Persons Outside Organization: Develops and maintains a proper working 
relationship with vendors/contractors and suppliers in accordance with management policies and promptly informs 
management of any issues that arise. Maintains communications with customers during the problem resolution process. 
Responds to agency queries in person, by phone or emails. Assists in the planning scheduling and logistics for Enterprise 
Application replacement/refresh. Develops and maintains a relationship with outside companies to establish a 
connection for the secure exchange of information.Establishing and Maintaining Interpersonal Relationships: 
Collaborates with users of Information Technology by employing a high degree of tact and diplomacy to promote a 
positive image of the department. Provides project or innovative leadership with four or more members.Performing 
Administrative Activities: Maintains all proper paperwork and problem management database entries as dictated by 
current policies and guidelines.Coordinating the Work and Activities of Others: Coordinates application downtime with 
co-workers and other parties to ensure the least disruption of service. Assists management in the coordination of 
resources. Leads team members by providing guidance on complex tasks.Training and Teaching Others: Conducts 
training sessions for application administration team to ensure team is cross-trained on all supported environments. 
Creates training documentation.  Mentors team members through training and support with complex tasks.  Prepares 
and conducts training classes on technology related materials on existing or planned environments at the Data Center. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency            Logical Thought          Problem Solving                         Customer 
Focus                         Time Management                     Perseverance                Integrity and Trust                     Organizing                  
Self-Development                      Technical Learning Written Communication                         Knowledge: Advanced Scripting 
Antivirus, Anti-Malware and Spam Software Back-Up Methodology Clustering Technology Collaboration and Content 
Management Configuration Management Customer Relations Management Software Directory Services Disaster 
Recovery Concepts DNS Dual Factor Authentication Software Email Archival Software Email Routing Email Systems 
Encryption Software End Point Protection Firewall Concepts Identity Management Software Imaging Concepts 
Infrastructure Design Mass Mailing Management Software Operating Systems Performance Monitoring Problem 
Management Systems Security Server Applications Server Hardware Server Load Balancing Server Load Testing Server 
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Sizing Service Level Management Software Installation Storage Area Network Strategic Planning Systems Management 
Telecommunications Training Methodology Unified Communication Software WAN Hardware Topology Web Server 
SoftwareSkills: Advanced Testing Technique Skills Server Hardware and Operating Systems Installation Skills                    
Server and Application Troubleshooting Skills                        Server Hardware Maintenance and Operating Skills                
Problem Solving Skills               Customer Service Oriented Skills              Documentation Preparation                      Testing 
Technique Skills                           Analyze Requirements for New Applications                          Develop Cost Benefit Analysis                  
Advanced Tuning Technique Skills                         Mentoring Skills                        System Evaluating Technique Skills                        
Strong Communication Skills                   Evaluate Personnel Skillsets Tuning Technique Skills                           Active 
Learning Skills in Technology Installation of Application Software SkillsAbilities: Written Comprehension and Expression 
Ability                     Inductive Reasoning Ability                      Static Strength Ability               Oral Comprehension and 
Expression Ability                           Problem Sensitivity Ability                       Deductive Reasoning Ability                     Multi-
Tasking Ability                 Logical Thought                        Evaluate and Re-Arrange Priorities 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 
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075577 - APPLICATION ARCHITECT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5135 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under general direction, is responsible for professional application architect work of considerable difficulty; 
and performs related work in Information Systems as required. Distinguishing Features: This is the only job classification 
in the Application Architect series. An employee in this class provides technical support and leadership to current 
environments in support of the core business functions and influences the future direction of technology by performing 
duties including: making strategic decisions regarding software and hardware procurement; leading teams of business 
and technical personnel through the full system lifecycle in support of the achievement of business requirements; 
providing technical leadership and mentoring across the application development team; acting as a manager to 
supervise subordinate professional technical staff. 
 
Work Activities: 
Getting Information:     Researches and evaluates current and emerging technologies.Inspecting Equipment, Structures, 
or Material:     Troubleshoots application problems by working with appropriate teams to diagnose and recommend 
solutions.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Ensures the software 
capacity can handle the number of possible users of the system.Judging the Qualities of Things, Services, or People:    
Provides guidance to development team to insure consistent look and feel of components, utilization of implementation 
patterns, and consistent use of tools. Note: This task is more critical for an individual whose primary focus is software 
than for an individual whose focus is hardware.Evaluating Information to Determine Compliance with Standards:    
Works with application team to insure the compliance of security policies and standards in the application design. Note: 
This task is more critical for an individual whose primary focus is software than for an individual whose focus is 
hardware.    Defines change management procedures for an application.    Ensures the testing methodology properly 
tests all components of an application.Developing Objectives and Strategies:    Makes recommendation for 
improvement if current capacity of any of the application components proves to be inadequate.    Develops 
programming and development standards, policies, and procedures for use within the application. Note: This task is 
more critical for an individual whose primary focus is software than for an individual whose focus is hardware.    Works 
with vendors to identify products which could provide potential solutions to business needs.Scheduling Work and 
Activities:     Plans the application development and deployment strategy and timeline which can include proof of 
concept, pilot, conversion, upgrade, and rollout.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Works with infrastructure specialists such as network, systems, and database and security personnel to 
insure proper planning, implementation, and operations of an application. Note: This task is more critical for an 
individual whose primary focus is hardware than for an individual whose focus is software.    Designs, documents, and 
deploys software on servers as needed, collaborating with other technical individuals when necessary. Note: This task is 
more critical for an individual whose primary focus is hardware than for an individual whose focus is software.    Designs 
the necessary environments (development, test, UAT, etc.) for support of an application.    Diagrams the design of an 
application, (i.e., physical, software, network, communication, data flow, and security).    Participates in developing and 
reviewing Requests for Information and Requests for Proposals for new systems.Interpreting the Meaning of 
Information for Others:    Facilitates an understanding of the technical recommendations and communicates design 
rationale to project team members.    Provides expert problem solving and technical judgment.Communicating with 
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Supervisors, Peers, or Subordinates:     Presents recommendations and technical information to staff with varied level of 
technical knowledge and/or upper management.    Interacts with project managers, business analysts, functional 
experts, or other key personnel to understand and validate user requirements and insure the application design meets 
the requirements. Note: This task is more critical for an individual whose primary focus is software than for an individual 
whose focus is hardware.Communicating with Persons outside the Organization:     Communicates with external entities 
to research software or product implementation to gather information.Resolving Conflicts and Negotiating with Others:     
Defines and negotiates Service Level Agreements.Coordinating the Work and Activities of Others:     Works with 
application manager or lead personnel to insure the application code follows best practices and standards and 
appropriately utilizes framework or other application components. Note: This task is more critical for an individual 
whose primary focus is software than for an individual whose focus is hardware.Training and Teaching Others:     
Identifies technical skill gaps and makes recommendations of appropriate training required to support the 
application.Provide Consultation and Advice to Others:     Provides expertise in defining techniques and protocols for 
system integration.    Recommends development languages, administrative tool sets, and frameworks to be used within 
an application lifecycle. Note: This task is more critical for an individual whose primary focus is software than for an 
individual whose focus is hardware.    Acts as an internal consultant, advocate of emerging technologies and mentor to 
enhance the technical skill set of agency personnel and act as a change agent.Staffing Organizational Units:     
Participates in selection of technical personnel for involvement in project lifecycle. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Functional/Technical Competencies    Decision Quality    Business Acumen    
Creativity    Technical Learning    Perspective    Strategic Agility    Innovation Management    Intellectual Horsepower                                 
Knowledge:    Knowledge of industry standard network protocols    Knowledge of a variety of technical methodologies    
Understanding of application/system memory management    Knowledge of detailed Database design    Knowledge of a 
variety of Design frameworks (e.g.UML)    Knowledge of a variety of programming languages specific to the platform 
required for the position    Knowledge of use of Integrated Development Environments    Industry standards related to 
application development    Awareness of current technology trends    Knowledge of clustering technologies    Detailed 
knowledge of Operating systems and parameters    Advanced understanding of nTier architecture    Knowledge of High 
Availability clustering technology    Working knowledge of Service Oriented Architecture    Working knowledge of 
programming paradigms (object oriented, relational, asynchronous messaging)    Working knowledge of middleware and 
web layer software    User Interface (UI)/presentation layer development    Advanced knowledge of Computers and 
electronics    Advanced knowledge of Systems Design    Knowledge of education and training    Knowledge of computer 
engineering and technology                                     Skills:    Active Learning    Active Listening    Critical Thinking    Learning 
Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Instructing    
Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Technical Skills    
Equipment Maintenance    Equipment Selection    Installation    Operation and Control    Operation Monitoring    
Operations Analysis    Programming    Quality Control Analysis    Repairing    Technology Design    Troubleshooting    
System Skills    Judgment and Decision Making    Systems Analysis    Systems Evaluation    Management of personnel 
resources/identifying the best person for the job    Time ManagementAbilities:    Category Flexibility             Deductive 
Reasoning          Flexibility of Closure          Inductive Reasoning            Information Ordering          Mathematical Reasoning    
Oral Comprehension           Oral Expression                  Originality           Perceptual Speed                 Problem Sensitivity             
Selective Attention              Speed of Closure                 Time Sharing       Visualization       Written Comprehension     
Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile Devices    Software Development Tools    Software Testing Tools 
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075577 - APPLICATION ARCHITECT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5136 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under general direction, is responsible for professional application architect work of considerable difficulty; 
and performs related work in Information Systems as required. Distinguishing Features: This is the only job classification 
in the Application Architect series. An employee in this class provides technical support and leadership to current 
environments in support of the core business functions and influences the future direction of technology by performing 
duties including: making strategic decisions regarding software and hardware procurement; leading teams of business 
and technical personnel through the full system lifecycle in support of the achievement of business requirements; 
providing technical leadership and mentoring across the application development team; acting as a manager to 
supervise subordinate professional technical staff. 
 
Work Activities: 
Getting Information:     Researches and evaluates current and emerging technologies.Inspecting Equipment, Structures, 
or Material:     Troubleshoots application problems by working with appropriate teams to diagnose and recommend 
solutions.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Ensures the software 
capacity can handle the number of possible users of the system.Judging the Qualities of Things, Services, or People:    
Provides guidance to development team to insure consistent look and feel of components, utilization of implementation 
patterns, and consistent use of tools. Note: This task is more critical for an individual whose primary focus is software 
than for an individual whose focus is hardware.Evaluating Information to Determine Compliance with Standards:    
Works with application team to insure the compliance of security policies and standards in the application design. Note: 
This task is more critical for an individual whose primary focus is software than for an individual whose focus is 
hardware.    Defines change management procedures for an application.    Ensures the testing methodology properly 
tests all components of an application.Developing Objectives and Strategies:    Makes recommendation for 
improvement if current capacity of any of the application components proves to be inadequate.    Develops 
programming and development standards, policies, and procedures for use within the application. Note: This task is 
more critical for an individual whose primary focus is software than for an individual whose focus is hardware.    Works 
with vendors to identify products which could provide potential solutions to business needs.Scheduling Work and 
Activities:     Plans the application development and deployment strategy and timeline which can include proof of 
concept, pilot, conversion, upgrade, and rollout.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Works with infrastructure specialists such as network, systems, and database and security personnel to 
insure proper planning, implementation, and operations of an application. Note: This task is more critical for an 
individual whose primary focus is hardware than for an individual whose focus is software.    Designs, documents, and 
deploys software on servers as needed, collaborating with other technical individuals when necessary. Note: This task is 
more critical for an individual whose primary focus is hardware than for an individual whose focus is software.    Designs 
the necessary environments (development, test, UAT, etc.) for support of an application.    Diagrams the design of an 
application, (i.e., physical, software, network, communication, data flow, and security).    Participates in developing and 
reviewing Requests for Information and Requests for Proposals for new systems.Interpreting the Meaning of 
Information for Others:    Facilitates an understanding of the technical recommendations and communicates design 
rationale to project team members.    Provides expert problem solving and technical judgment.Communicating with 
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Supervisors, Peers, or Subordinates:     Presents recommendations and technical information to staff with varied level of 
technical knowledge and/or upper management.    Interacts with project managers, business analysts, functional 
experts, or other key personnel to understand and validate user requirements and insure the application design meets 
the requirements. Note: This task is more critical for an individual whose primary focus is software than for an individual 
whose focus is hardware.Communicating with Persons outside the Organization:     Communicates with external entities 
to research software or product implementation to gather information.Resolving Conflicts and Negotiating with Others:     
Defines and negotiates Service Level Agreements.Coordinating the Work and Activities of Others:     Works with 
application manager or lead personnel to insure the application code follows best practices and standards and 
appropriately utilizes framework or other application components. Note: This task is more critical for an individual 
whose primary focus is software than for an individual whose focus is hardware.Training and Teaching Others:     
Identifies technical skill gaps and makes recommendations of appropriate training required to support the 
application.Provide Consultation and Advice to Others:     Provides expertise in defining techniques and protocols for 
system integration.    Recommends development languages, administrative tool sets, and frameworks to be used within 
an application lifecycle. Note: This task is more critical for an individual whose primary focus is software than for an 
individual whose focus is hardware.    Acts as an internal consultant, advocate of emerging technologies and mentor to 
enhance the technical skill set of agency personnel and act as a change agent.Staffing Organizational Units:     
Participates in selection of technical personnel for involvement in project lifecycle. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Functional/Technical Competencies    Decision Quality    Business Acumen    
Creativity    Technical Learning    Perspective    Strategic Agility    Innovation Management    Intellectual Horsepower                                 
Knowledge:    Knowledge of industry standard network protocols    Knowledge of a variety of technical methodologies    
Understanding of application/system memory management    Knowledge of detailed Database design    Knowledge of a 
variety of Design frameworks (e.g.UML)    Knowledge of a variety of programming languages specific to the platform 
required for the position    Knowledge of use of Integrated Development Environments    Industry standards related to 
application development    Awareness of current technology trends    Knowledge of clustering technologies    Detailed 
knowledge of Operating systems and parameters    Advanced understanding of nTier architecture    Knowledge of High 
Availability clustering technology    Working knowledge of Service Oriented Architecture    Working knowledge of 
programming paradigms (object oriented, relational, asynchronous messaging)    Working knowledge of middleware and 
web layer software    User Interface (UI)/presentation layer development    Advanced knowledge of Computers and 
electronics    Advanced knowledge of Systems Design    Knowledge of education and training    Knowledge of computer 
engineering and technology                                     Skills:    Active Learning    Active Listening    Critical Thinking    Learning 
Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Instructing    
Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Technical Skills    
Equipment Maintenance    Equipment Selection    Installation    Operation and Control    Operation Monitoring    
Operations Analysis    Programming    Quality Control Analysis    Repairing    Technology Design    Troubleshooting    
System Skills    Judgment and Decision Making    Systems Analysis    Systems Evaluation    Management of personnel 
resources/identifying the best person for the job    Time ManagementAbilities:    Category Flexibility             Deductive 
Reasoning          Flexibility of Closure          Inductive Reasoning            Information Ordering          Mathematical Reasoning    
Oral Comprehension           Oral Expression                  Originality           Perceptual Speed                 Problem Sensitivity             
Selective Attention              Speed of Closure                 Time Sharing       Visualization       Written Comprehension     
Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile Devices    Software Development Tools    Software Testing Tools 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075577 - APPLICATION ARCHITECT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5137 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under general direction, is responsible for professional application architect work of considerable difficulty; 
and performs related work in Information Systems as required. Distinguishing Features: This is the only job classification 
in the Application Architect series. An employee in this class provides technical support and leadership to current 
environments in support of the core business functions and influences the future direction of technology by performing 
duties including: making strategic decisions regarding software and hardware procurement; leading teams of business 
and technical personnel through the full system lifecycle in support of the achievement of business requirements; 
providing technical leadership and mentoring across the application development team; acting as a manager to 
supervise subordinate professional technical staff. 
 
Work Activities: 
Getting Information:     Researches and evaluates current and emerging technologies.Inspecting Equipment, Structures, 
or Material:     Troubleshoots application problems by working with appropriate teams to diagnose and recommend 
solutions.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Ensures the software 
capacity can handle the number of possible users of the system.Judging the Qualities of Things, Services, or People:    
Provides guidance to development team to insure consistent look and feel of components, utilization of implementation 
patterns, and consistent use of tools. Note: This task is more critical for an individual whose primary focus is software 
than for an individual whose focus is hardware.Evaluating Information to Determine Compliance with Standards:    
Works with application team to insure the compliance of security policies and standards in the application design. Note: 
This task is more critical for an individual whose primary focus is software than for an individual whose focus is 
hardware.    Defines change management procedures for an application.    Ensures the testing methodology properly 
tests all components of an application.Developing Objectives and Strategies:    Makes recommendation for 
improvement if current capacity of any of the application components proves to be inadequate.    Develops 
programming and development standards, policies, and procedures for use within the application. Note: This task is 
more critical for an individual whose primary focus is software than for an individual whose focus is hardware.    Works 
with vendors to identify products which could provide potential solutions to business needs.Scheduling Work and 
Activities:     Plans the application development and deployment strategy and timeline which can include proof of 
concept, pilot, conversion, upgrade, and rollout.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Works with infrastructure specialists such as network, systems, and database and security personnel to 
insure proper planning, implementation, and operations of an application. Note: This task is more critical for an 
individual whose primary focus is hardware than for an individual whose focus is software.    Designs, documents, and 
deploys software on servers as needed, collaborating with other technical individuals when necessary. Note: This task is 
more critical for an individual whose primary focus is hardware than for an individual whose focus is software.    Designs 
the necessary environments (development, test, UAT, etc.) for support of an application.    Diagrams the design of an 
application, (i.e., physical, software, network, communication, data flow, and security).    Participates in developing and 
reviewing Requests for Information and Requests for Proposals for new systems.Interpreting the Meaning of 
Information for Others:    Facilitates an understanding of the technical recommendations and communicates design 
rationale to project team members.    Provides expert problem solving and technical judgment.Communicating with 
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Supervisors, Peers, or Subordinates:     Presents recommendations and technical information to staff with varied level of 
technical knowledge and/or upper management.    Interacts with project managers, business analysts, functional 
experts, or other key personnel to understand and validate user requirements and insure the application design meets 
the requirements. Note: This task is more critical for an individual whose primary focus is software than for an individual 
whose focus is hardware.Communicating with Persons outside the Organization:     Communicates with external entities 
to research software or product implementation to gather information.Resolving Conflicts and Negotiating with Others:     
Defines and negotiates Service Level Agreements.Coordinating the Work and Activities of Others:     Works with 
application manager or lead personnel to insure the application code follows best practices and standards and 
appropriately utilizes framework or other application components. Note: This task is more critical for an individual 
whose primary focus is software than for an individual whose focus is hardware.Training and Teaching Others:     
Identifies technical skill gaps and makes recommendations of appropriate training required to support the 
application.Provide Consultation and Advice to Others:     Provides expertise in defining techniques and protocols for 
system integration.    Recommends development languages, administrative tool sets, and frameworks to be used within 
an application lifecycle. Note: This task is more critical for an individual whose primary focus is software than for an 
individual whose focus is hardware.    Acts as an internal consultant, advocate of emerging technologies and mentor to 
enhance the technical skill set of agency personnel and act as a change agent.Staffing Organizational Units:     
Participates in selection of technical personnel for involvement in project lifecycle. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Functional/Technical Competencies    Decision Quality    Business Acumen    
Creativity    Technical Learning    Perspective    Strategic Agility    Innovation Management    Intellectual Horsepower                                 
Knowledge:    Knowledge of industry standard network protocols    Knowledge of a variety of technical methodologies    
Understanding of application/system memory management    Knowledge of detailed Database design    Knowledge of a 
variety of Design frameworks (e.g.UML)    Knowledge of a variety of programming languages specific to the platform 
required for the position    Knowledge of use of Integrated Development Environments    Industry standards related to 
application development    Awareness of current technology trends    Knowledge of clustering technologies    Detailed 
knowledge of Operating systems and parameters    Advanced understanding of nTier architecture    Knowledge of High 
Availability clustering technology    Working knowledge of Service Oriented Architecture    Working knowledge of 
programming paradigms (object oriented, relational, asynchronous messaging)    Working knowledge of middleware and 
web layer software    User Interface (UI)/presentation layer development    Advanced knowledge of Computers and 
electronics    Advanced knowledge of Systems Design    Knowledge of education and training    Knowledge of computer 
engineering and technology                                     Skills:    Active Learning    Active Listening    Critical Thinking    Learning 
Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Instructing    
Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Technical Skills    
Equipment Maintenance    Equipment Selection    Installation    Operation and Control    Operation Monitoring    
Operations Analysis    Programming    Quality Control Analysis    Repairing    Technology Design    Troubleshooting    
System Skills    Judgment and Decision Making    Systems Analysis    Systems Evaluation    Management of personnel 
resources/identifying the best person for the job    Time ManagementAbilities:    Category Flexibility             Deductive 
Reasoning          Flexibility of Closure          Inductive Reasoning            Information Ordering          Mathematical Reasoning    
Oral Comprehension           Oral Expression                  Originality           Perceptual Speed                 Problem Sensitivity             
Selective Attention              Speed of Closure                 Time Sharing       Visualization       Written Comprehension     
Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile Devices    Software Development Tools    Software Testing Tools 
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079634 - APS INTAKE COUNSELOR 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  7607 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license if driving is an essential 
function of the position; Complete a criminal history disclosure form in a manner approved by the appointing authority; 
Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint sample 
prescribed by the TBI based criminal history records check; Submit to a review of their status on the Department of 
Health’s Vulnerable Persons registry; Upon appointment, successfully complete a prescribed course of training offered 
by the Tennessee Department of Human Services. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional Adult Protective Services call center work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the entry class in the 
professional APS Intake Counselor sub series. An employee in this class learns the proper principles, practices, and 
procedures for APS intake work in the call center. This class differs from that of APS Intake Counselor 2* in that an 
incumbent of the latter performs at the working level under general supervision. *An applicant appointed to this flexibly 
staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory one year 
training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Getting Information: Learns to ask relevant questions regarding mental and physical impairments, unsanitary living 
conditions, lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client’s environment to assist 
with the appropriate screening decision. Ensures that after-hours telephone calls are taken in a secure setting to 
maintain confidentiality in accordance with State and Federal guidelines. Learns to gather information from referral 
sources via telephone, fax, email, etc. to determine if it meets the criteria for abuse, neglect, or exploitation of 
vulnerable adults. Learns to perform extended intake by contacting hospitals, law enforcement, etc. to gather additional 
information for determining the level of risk to the vulnerable adult. May perform the duties of an APS Investigative 
Specialist.Documenting/Recording Information: Learns to transcribe clear and concise narratives based on the 
information obtained from the referral source. Learns to document information pertaining to any mental or physical 
impairments to assist in determining risk level of the vulnerable adult. Learns to obtain and record demographical and 
other relevant information necessary for the assignment and/or investigation process. Learns to document all relevant 
records and actions related to the Intake process as an official record for the department. Analyzing Data or 
Information: Learns to evaluate data gathered to determine the level at which the vulnerable adult is at risk in order to 
assign the appropriate level of priority. Learns to analyze and interpret information received from referral source to 
determine if the alleged victim meets APS criteria as a vulnerable adult. Learns to analyze and interpret information 
received from referral source to determine if the allegations meet APS criteria for abuse, neglect, or exploitation of the 
vulnerable adult. Learns to direct the referral source to additional agencies or resources as necessary. Organizing, 
Planning, and Prioritizing Work: Learns to utilize contingency plans in the event of system failure to maintain level of 
service and tracking of data. Learns to perform work-related tasks based on the priority level of the referral to reduce 
the risk to vulnerable adults. Provides coverage for after-hours calls by creating staff rotations or by taking on additional 
job responsibilities to ensure continuous availability to the public, including weekends and State and Federal holidays. 
Making Decisions and Solving Problems: Learns how to determine whether law enforcement or other agency 



 TN Job Classification Specifications  
September 22, 2020 

intervention is needed when a referral is taken after regular business hours. Learns how to determine if the referral 
meets criteria for APS intervention/investigation per agency policy. Learns how to identify potential risk factors such as 
mental and physical impairments, unsanitary living conditions, lack of utilities, any form of abuse, neglect, exploitation 
or self-neglect in the client’s home environment, as appropriate, for specific agency functions. Learns how to determine 
potential risk factors (i.e., weapons on premises, vicious animals, violent persons etc.) to ensure the safety of field staff. 
Learns how to determine if the information received from the referral source is appropriate for an Adult Protective 
Service (APS) referral, additional case information, or recommendation to another agency. Communicating with 
Supervisors, Peers, or Subordinates: Ensures that field staff are notified by telephone in all emergency situations. 
Communicates daily schedules and activities verbally and/or electronically with supervisors and peers to maintain a 
balanced workflow. Communicates or consults with supervisor, staff, and co-workers by telephone, email, or in-person 
to ensure effective service delivery. Communicates questions through appropriate chain of command to obtain policy or 
procedural clarification. Communicating with Persons Outside Organization: Ensures confidentiality of the referral 
source is maintained according to agency policy when communicating with persons outside of APS. Communicates 
professionally with the public to provide excellent customer service and resolve issues. Learns to contact law 
enforcement to request well-being checks of vulnerable adults as necessary to reduce risk. Learns to communicate with 
the Department of Children’s Services regarding situations that involve risks to minors that have been received by APS 
Intake. Learns to contact Adult Protective Services in other states to make referrals as necessary based on information 
received by APS Intake. Promotes a positive image of the department by focusing on great customer service while 
fulfilling the Department’s mission. Interacts on a regular basis with persons in other divisions, departments, law 
enforcement, and outside organizations in a professional manner. Learns to notify the referral source when the 
information obtained does not meet the criteria for an APS intervention/investigation. Interacting With Computers: 
Learns how to use Tennessee Adult Protective Services (TNAPS) database to enter information obtained by referral 
sources. Learns how to use Microsoft Word, Outlook, and Excel to track information and compile data as required. 
Learns how to upload documents received to appropriate case file for record-keeping. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                     Problem Solving                     Priority Setting          Time Management                 
Written Communications                    Compassion               Composure                Customer Focus                     Integrity and 
Trust                 Listening  Knowledge: Intermediate Knowledge of Customer and Personal Service                Intermediate 
Knowledge of Psychology Skills: Active Listening          Critical Thinking                     Speaking                   Writing          Service 
Orientation                Judgment and Decision Making           Time Management     Abilities: Oral Comprehension              
Oral Expression          Written Comprehension         Written Expression                 Wrist-Finger Speed                Auditory 
Attention   
 
Tools and Equipment Used: 
 Headsets Computer Fax Machine Copier/Scanner Multi-Line Phone 
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079635 - APS INTAKE COUNSELOR 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4684 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND one year 
of professional experience in one or a combination of the following: health care for children, adolescent, or geriatric 
populations; social work; or social or psychological counseling, including, but not limited to, mental health, correctional, 
or behavioral rehabilitation counseling; or one year of experience in early intervention and/or service coordination with 
individuals with disabilities in an educational, social services or medical setting; or one year of call center experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver's license if driving is an essential 
function of the position; Complete a criminal history disclosure form in a manner approved by the appointing authority; 
Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint sample 
prescribed by the TBI based criminal history records check; Submit to a review of their status on the Department of 
Health's Vulnerable Persons registry; Upon appointment, successfully complete a prescribed course of training offered 
by the Tennessee Department of Human Services. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Adult Protective Services call center work of 
average difficulty; and performs related work as required. Distinguishing Features: ,This is the working class in the 
professional APS Intake Counselor sub series. An employee in this class performs the proper principles, practices, and 
procedures for APS intake work in the call center. This class differs from that of the APS Intake Counselor 1, in that an 
incumbent of the latter learns the proper principles, practices, and procedures for APS intake work. This class differs 
from the APS Intake Supervisor in that incumbents of the latter are responsible for supervisory APS intake work. 
 
Work Activities: 
Getting Information: Asks relevant questions regarding mental and physical impairments, unsanitary living conditions, 
lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client’s environment to assist with the 
appropriate screening decision. Ensures that after-hours telephone calls are taken in a secure setting to maintain 
confidentiality in accordance with State and Federal guidelines. Gathers information from referral sources via telephone, 
fax, email, etc. to determine if it meets the criteria for abuse, neglect, or exploitation of vulnerable adults. Performs 
extended intake by contacting hospitals, law enforcement, etc. to gather additional information for determining the 
level of risk to the vulnerable adult.  May perform the duties of an APS Investigative Specialist.Documenting/Recording 
Information: Transcribes clear and concise narratives based on the information obtained from the referral source. 
Documents information pertaining to any mental or physical impairments to assist in determining risk level of the 
vulnerable adult. Obtains and records demographical and other relevant information necessary for the assignment 
and/or investigation process. Documents all relevant records and actions related to the Intake process as an official 
record for the department. Analyzing Data or Information: Evaluates data gathered to determine the level at which the 
vulnerable adult is at risk in order to assign the appropriate level of priority. Analyzes and interprets information 
received from referral source to determine if the alleged victim meets APS criteria as a vulnerable adult. Analyzes and 
interprets information received from referral source to determine if the allegations meet APS criteria for abuse, neglect, 
or exploitation of the vulnerable adult. Directs the referral source to additional agencies or resources as necessary. 
Organizing, Planning, and Prioritizing Work: Utilizes contingency plans in the event of system failure to maintain level of 
service and tracking of data. Performs work-related tasks based on the priority level of the referral to reduce the risk to 
vulnerable adults. Provides coverage for after-hours calls by creating staff rotations or by taking on additional job 
responsibilities to ensure continuous availability to the public, including weekends and State and Federal holidays. 
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Making Decisions and Solving Problems: Determines whether law enforcement or other agency intervention is needed 
when a referral is taken after regular business hours. Determines if the referral meets criteria for APS 
intervention/investigation per agency policy. Identifies potential risk factors such as mental and physical impairments, 
unsanitary living conditions, lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client’s home 
environment, as appropriate, for specific agency functions. Determines potential risk factors (i.e., weapons on premises, 
vicious animals, violent persons etc.) to ensure the safety of field staff. Decides if the information received from the 
referral source is appropriate for an Adult Protective Service (APS) referral, additional case information, or 
recommendation to another agency. Communicating with Supervisors, Peers, or Subordinates: Ensures that field staff 
are notified by telephone in all emergency situations. Communicates daily schedules and activities verbally and/or 
electronically with supervisors and peers to maintain a balanced workflow. Communicates or consults with supervisor, 
staff, and co-workers by telephone, email, or in-person to ensure effective service delivery. Communicates questions 
through appropriate chain of command to obtain policy or procedural clarification. Communicating with Persons 
Outside Organization: Ensures confidentiality of the referral source is maintained according to agency policy when 
communicating with persons outside of APS. Communicates professionally with the public to provide excellent customer 
service and resolve issues. Contacts law enforcement to request well-being checks of vulnerable adults as necessary to 
reduce risk. Communicates with the Department of Children’s Services regarding situations that involve risks to minors 
that have been received by APS Intake. Contacts Adult Protective Services in other states to make referrals as necessary 
based on information received by APS Intake. Promotes a positive image of the department by focusing on great 
customer service while fulfilling the Department’s mission. Interacts on a regular basis with persons in other divisions, 
departments, law enforcement, and outside organizations in a professional manner. Notifies the referral source when 
the information obtained does not meet the criteria for an APS intervention/investigation. Interacting With Computers: 
Uses Tennessee Adult Protective Services (TNAPS) database to enter information obtained by referral sources. Uses 
Microsoft Word, Outlook, and Excel to track information and compile data as required. Uploads documents received to 
appropriate case file for record-keeping. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                    Problem Solving                    Priority Setting         Time Management                
Written Communications                   Compassion              Composure               Customer Focus                    Integrity and 
Trust                Listening Knowledge: Intermediate Knowledge of Customer and Personal Service               Intermediate 
Knowledge of Psychology Skills: Active Listening         Critical Thinking                    Speaking                  Writing         Service 
Orientation               Judgment and Decision Making          Time Management    Abilities: Oral Comprehension             Oral 
Expression         Written Comprehension        Written Expression                Wrist-Finger Speed               Auditory Attention 
 
Tools and Equipment Used: 
 Headsets Computer Fax Machine Copier/Scanner Multi-Line Phone 
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079638 - APS INTAKE SUPERVISOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4699 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of professional social services work in one or a combination of the following: health care for 
children, adolescent, or geriatric populations; social work; or social or psychological counseling, including, but not 
limited to, mental health, correctional, or behavioral rehabilitation counseling; or three years of experience in early 
intervention and/or service coordination with individuals with disabilities in an educational, social services or medical 
setting. Substitution of Education for Experience: Additional graduate course work credit received from an accredited 
college or university in any social and/or behavioral science may substitute for the required experience on a month-for-
month basis, to a maximum of two years (e.g. 36 graduate quarter hours in one or a combination of the above listed 
fields may substitute for one year of the required experience). OR  Two years of experience as a DHS APS Intake 
Counselor 2, with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver's license if driving is an essential 
function of the position; Complete a criminal history disclosure form in a manner approved by the appointing authority; 
Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint sample 
prescribed by the TBI based criminal history records check; Submit to a review of their status on the Department of 
Health's Vulnerable Persons registry. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory Adult Protective Services call center 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
supervises APS Intake Counselors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews daily, weekly, and monthly reports and 
telephone recordings for accuracy, timeliness, accountability and quality. Oversees the workflow and processing of 
reports of abuse, neglect, and exploitation of vulnerable adults for the Adult Protective Services (APS) program for 
accuracy, progress and compliance with state and federal policies, rules, regulations, and laws. Evaluates staff 
performance through monthly evaluations to determine training needs, improve customer service, enhance the quality 
of reports, and meet Intake goals. Making Decisions and Solving Problems: Make decisions and advises staff regarding 
complex problems including appropriate screening decisions and the need for extended intakes to ensure compliance 
with state and federal policies, rules, regulations, and laws.Coordinating the Work and Activities of Others: Schedules 
meetings, trainings, and appointments for staff to manage the workflow, provide timely service delivery, comply with 
state and federal policies, rules, regulations, and laws, and inform, update, and receive feedback from staff regarding 
program changes and other relevant information. Facilitates staff rotation to ensure call center coverage 24-7 including 
weekends and State and Federal holidays.Interacting With Computers: Uses the computer to monitor call volume and to 
ensure that call center performance metrics are met. Enters data and manages workload through the APS case 
management system to ensure effective service delivery. Utilizes other computer systems as needed to monitor call 
volume, staff performance, and workflow. Operates computer hardware and software, scanners, and other equipment 
to complete reports, document collective data, and to communicate with others to capture and maintain program 
information.Getting Information: Gathers information from all available resources to disseminate to customers, staff 
and upper management to ensure effective service delivery. Obtains information via electronic, verbal, or physical 
means to meet the needs of internal and external customers. Interviews referents to determine needed protective 
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services. Reviews case documentation to develop an understanding of client history to assist in screening 
decisions.Staffing Organizational Units: Conducts interviews with applicants and reviews resumes to identify relevant 
skills and work experience to select the most qualified candidate for the position. Discusses new hire recommendations 
with management to select the most qualified candidate for the position.Developing and Building Teams: Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance. Models 
effective team building strategies to enable high functioning work groups. Facilitates team building activities to promote 
positive interaction among staff.Organizing, Planning, and Prioritizing Work: Provides coverage for staff vacancies by 
creating and adjusting staff rotations and taking on additional job responsibilities to ensure adequate staffing for call 
volume. Develops specific goals by planning, prioritizing, and organizing work to meet performance standards in a timely 
manner. Distributes staff assignments based on review of program needs to equalize workload.Communicating with 
Supervisors, Peers, or Subordinates: Explains departmental policies and procedures, interprets rules and regulations to 
internal customers to ensure consistency. Provides accurate information to supervisors, co-workers, and subordinates 
by telephone, in written form, e-mail, or in person to efficiently produce quality work. Communicates daily schedules 
and activities verbally and/or electronically with supervisors and peers to maintain a balanced workflow. Communicates 
or consults with supervisor, staff, and co-workers by telephone, in written form, email or in-person to ensure effective 
service delivery. Communicates questions through appropriate chain of command to obtain policy or procedural 
clarification.Guiding, Directing, and Motivating Subordinates: Coaches employees through formal and informal 
discussions and feedback to develop and improve job performance. Models effective team building strategies to enable 
high functioning work groups. Facilitates team building activities to promote positive interaction among 
staff.Communicating with Persons Outside Organization: Interprets rules, regulations, and laws for programs and the 
public in an effort to provide clarity. Models effective team building strategies to enable high functioning work groups. 
Assists public relations representatives in addressing public concerns about program actions or activities to ensure 
customer satisfaction and accuracy of information. Communicates with community service providers to ensure effective 
service delivery to clients. Promotes Adult Protective Services programs to the general public, outside organizations, 
advisory boards and committees through dissemination of current information to inform the public of available services. 
Communicates verbally and/or electronically with outside organizations to obtain information regarding client 
circumstances. Interacts on a regular basis with persons in other divisions, departments, local governments, and outside 
organizations for the purpose of furnishing and obtaining information. Communicates with the public, government, and 
other external sources to represent the organization and provide excellent customer service. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                       Problem Solving                       Directing Others                       Priority Setting            
Time Management                   Confronting Direct Reports                   Drive for Results                      Organizational Agility               
Customer Focus                       Integrity and Trust    Knowledge: Intermediate Knowledge of Administration and 
Management                Intermediate Knowledge of Customer and Personal Service           Skills: Active Learning                        
Critical Thinking                       Monitoring                   Coordination                Negotiation                  Social Perceptiveness               
Complex Problem Solving                    Judgment and Decision Making             Management of Personnel Resources                
Time Management   Abilities: Inductive Reasoning                 Oral Comprehension                Oral Expression            Problem 
Sensitivity                  Selective Attention                   Written Comprehension           Speech Clarity 
 
Tools and Equipment Used: 
 Computer Phones Fax Machine Printer/Scanner Digital Camera                      Global Positioning System Vehicle Measuring 
Tools 
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079625 - APS INVESTIGATIVE SPEC 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  7611 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Education for Experience: None. Substitution of Experience for Education: None.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Have no conviction for a felony; Must not  have been discharged under any other than honorable conditions 
from any branch of the United States armed forces; Submit to a review of and not be listed on the Indicated Persons 
Registry of the Department of Children’s Services; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have reliable transportation and possess a valid driver’s license; Submit 
to a review of their status and not be listed on the Department of Health’s vulnerable persons’ registry; After 
appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of training 
offered by the Tennessee Department of Human Services; Available to be on call 24 hours a day, 7 days a week.  
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional Adult Protective Services (APS) investigative 
and/or service coordination work of routine difficulty; performs related work as required. Distinguishing Features: This is 
the entry class in the professional APS Investigative Specialist sub-series. An employee in this class learns the proper 
principles, practices, and procedures for investigative work in the APS program. This class differs from that of APS 
Investigative Specialist 2* in that an incumbent of the latter performs at the working level under general supervision. 
*An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series after 
successful completion of a mandatory one year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination. 
 
Work Activities: 
 May perform the duties of an APS Intake Counselor.  Learns to investigate allegations of abuse, neglect, and/or 
exploitation of vulnerable adults who are mentally or physically impaired, and incapable of self-care due to disability or 
age, in order to determine if there is a need for protective services. Learns to understand and apply APS policies and 
procedures in order to recognize the criteria required for APS involvement. Learns to document all case activities, 
observations, changes, etc. thoroughly, professionally, and in a timely manner in the electronic case management 
system. Learns to discuss difficult situations with the client, family members, caregivers, collateral contacts, and/or 
service providers to determine resources or actions needed to reduce risk. Learns to manage time effectively and 
efficiently in order to ensure timely and accurate case management. Learns to document information thoroughly, 
professionally, and objectively regarding all contacts, including method, purpose and outcome, as well as the level of 
progress toward meeting goals or objectives identified in the service plan, if applicable, in the case management system, 
following policy guidelines. Learns to conduct program specific assessments in order to determine needs, strengths, 
and/or risk level for clients and monitor progress of the client’s status and/or service plan. Learns to interview clients, 
family members, neighbors, alleged perpetrators, or other relevant individuals in order to gather additional pertinent 
information, regarding risk factors, including but not limited to the client’s health, living arrangements, financial 
stability, family involvement, needs, and strengths to determine causes of current situation. Learns to request and 
evaluate relevant documentation, including but not limited to, educational, medical, psychological, criminal, and/or 
financial records, as needed, to assess needs and risks of clients. Learns to conduct visits to identify potential risk factors 
such as unsanitary living conditions, lack of utilities, any form of abuse, neglect, exploitation and/or self-neglect in the 
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client’s home environment, as appropriate. Learns to refer and/or coordinate services for clients, which may reduce 
client risk and increase self-sufficiency. Learns to respond to clients, collateral contacts, service providers, and/or 
caregivers as required by department policy. Learns to respond professionally and timely to inquiries via telephone, e-
mails, letters, and face-to-face visits. Learns to testify and/or provide necessary documents in legal proceedings. Learns 
to conduct presentations for public awareness of the APS program. Learns to ensure client confidentiality is maintained 
according to state law and agency policy. Learns to analyze and review all information gathered in order to prioritize risk 
and implement appropriate service plan which addresses the immediate needs for the protection of the client. Learns to 
schedule all required case activities within agency timelines in order to meet policy requirements. Learns to utilize 
relevant electronic systems and software for entering data, reviewing, and processing information. Learns to prioritize, 
by urgency, the needs or concerns of the client, including but not limited to electricity, food, medical, etc. Learns to 
develop solutions to problems regarding clients by participating as a member of VAPIT (Vulnerable Adult Protection 
Investigation Team) and multi-disciplinary teams. 
 
Competencies (KSA’s): 
Competencies:  Boss Relationships Integrity and Trust Learning on the Fly Compassion Approachability Priority Setting 
Action Oriented Composure Perseverance Standing Alone Knowledge:  English Language Customer and Personal Service 
Clerical Public Safety and Security Psychology Sociology and Anthropology Skills:  Reading Comprehension Active 
Listening Active Learning Time Management Writing Critical Thinking Persuasion Service Orientation Social 
Perceptiveness Monitoring Abilities:  Written Comprehension Written Expression Oral Comprehension Oral Expression 
Speech Clarity Speech Recognition Problem Sensitivity Deductive Reasoning Inductive Reasoning Time Sharing 
 
Tools and Equipment Used: 
 Computer/Laptop Telephone Multi-Function Printer (fax/copy/scan/print) Cell Phone Motor Vehicle iPad 
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079626 - APS INVESTIGATIVE SPEC 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4357 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree,  AND one year 
of professional experience in one or a combination of the following: social services and/or human services case 
management, gerontology, investigations regarding vulnerable persons, psychology, or sociology. Substitution of 
Education Graduate Course Work for Experience: Additional qualifying graduate course work from an accredited college 
or university in a related field may be substituted for the experience, on a year-for-year basis, to a maximum of one 
year. Substitution of Experience for Education: None.    
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Have no conviction for a felony; Must not  have been discharged under any other than honorable conditions 
from any branch of the United States armed forces; Submit to a review of and not be listed on the Indicated Persons 
Registry of the Department of Children's Services; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have reliable transportation and possess a valid driver's license; Submit 
to a review of their status and not be listed on the Department of Health's vulnerable persons' registry; After 
appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of training 
offered by the Tennessee Department of Human Services; Available to be on call 24 hours a day, 7 days a week. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Adult Protective Services (APS) investigative work 
and/or service coordination of average difficulty; performs related work as required. Distinguishing Features: ,This is the 
working class in the professional APS Investigative Specialist sub-series. An employee in this class conducts 
investigations regarding allegations of abuse, neglect and/or exploitation of vulnerable adults, conducts interviews of 
various individuals, evaluates risk, identifies potential services and provides counseling for APS clients. This class is 
flexibly staffed with, and differs from that of, the APS Investigative Specialist 1, in that an incumbent of the latter learns 
the proper principles, practices, and procedures for investigative work in the APS program. This class differs from the 
APS Investigative Specialist 3 in that incumbents of the latter are responsible for limited supervisory APS investigative 
work and/or assigned duties of the Rapid Response Team.  
 
Work Activities: 
 May perform the duties of an APS Intake Counselor.  Investigates allegations of abuse, neglect, and/or exploitation of 
vulnerable adults who are mentally or physically impaired, and incapable of self-care due to disability or age, in order to 
determine if there is a need for protective services. Understands and applies APS policies and procedures in order to 
recognize the criteria required for APS involvement. Documents all case activities, observations, changes, etc. 
thoroughly, professionally, and in a timely manner in the electronic case management system. Discusses difficult 
situations with the client, family members, caregivers, collateral contacts, and/or service providers to determine 
resources or actions needed to reduce risk. Manages time effectively and efficiently in order to ensure timely and 
accurate case management. Documents information thoroughly, professionally, and objectively regarding all contacts, 
including method, purpose and outcome, as well as the level of progress toward meeting goals or objectives identified in 
the service plan, if applicable, in the case management system, following policy guidelines. Conducts program specific 
assessments in order to determine needs, strengths, and/or risk level for clients and monitors progress of the client’s 
status and/or service plan. Interviews clients, family members, neighbors, alleged perpetrators, or other relevant 
individuals in order to gather additional pertinent information, regarding risk factors, including but not limited to the 
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client’s health, living arrangements, financial stability, family involvement, needs, and strengths to determine causes of 
current situation. Requests and evaluates relevant documentation, including but not limited to, educational, medical, 
psychological, criminal, and/or financial records, as needed, to assess needs and risks of clients. Conducts visits to 
identify potential risk factors such as unsanitary living conditions, lack of utilities, any form of abuse, neglect, 
exploitation and/or self-neglect in the client’s home environment, as appropriate. Refers and/or coordinates services for 
clients, which may reduce client risk and increase self-sufficiency. Responds to clients, collateral contacts, service 
providers, and/or caregivers as required by department policy. Responds professionally and timely to inquiries via 
telephone, e-mails, letters, and face-to-face visits. Testifies and/or provides necessary documents in legal proceedings. 
Conducts presentations for public awareness of the APS program. Ensures client confidentiality is maintained according 
to state law and agency policy. Analyzes and reviews all information gathered in order to prioritize risk and implement 
appropriate service plan which addresses the immediate needs for the protection of the client. Schedules all required 
case activities within agency timelines in order to meet policy requirements. Utilizes relevant electronic systems and 
software for entering data, reviewing, and processing information. Prioritizes, by urgency, the needs or concerns of the 
client, including but not limited to electricity, food, medical, etc. Develops solutions to problems regarding clients by 
participating as a member of VAPIT (Vulnerable Adult Protection Investigation Team) and multi-disciplinary teams. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Integrity and Trust Compassion Approachability Action Oriented 
Conflict Management Composure Organizing Perseverance Standing Alone Knowledge:  English Language Customer and 
Personal Service Clerical Public Safety and Security Psychology Sociology and Anthropology Skills:  Time Management 
Monitoring Active Listening Critical Thinking Judgement and Decision Making Social Perceptiveness Persuasion Service 
Orientation Writing Active Learning Abilities:  Oral Expression Oral Comprehension Speech Clarity Speech Recognition 
Deductive Reasoning Inductive Reasoning Problem Sensitivity Originality Selective Attention Time Sharing 
 
Tools and Equipment Used: 
 Computer/Laptop Telephone Multi-Function Printer (fax/copy/scan/print) Cell Phone Motor Vehicle iPad 
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079627 - APS INVESTIGATIVE SPEC 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4367 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, AND two years 
of professional experience in one or a combination of the following: social services and/or human services case 
management, gerontology, investigations regarding vulnerable persons, psychology, or sociology. Substitution of 
Education Graduate Course Work for Experience:  Additional qualifying graduate course work from an accredited college 
or university in a related field may be substituted for the experience, on a year-for-year basis, to a maximum of one 
year. Substitution of Experience for Education: None.    
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Have no conviction for a felony; Must not  have been discharged under any other than honorable conditions 
from any branch of the United States armed forces; Submit to a review of and not be listed on the Indicated Persons 
Registry of the Department of Children's Services; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have reliable transportation and possess a valid driver's license; Submit 
to a review of their status and not be listed on the Department of Health's vulnerable persons' registry; After 
appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of training 
offered by the Tennessee Department of Human Services; Available to be on call 24 hours a day, 7 days a week. 
Examination Method: Education and Experience, 100% for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Adult Protective Services (APS) investigative work 
and/or service coordination of considerable difficulty; performs related work as required. Distinguishing Features: This is 
the lead level class in the professional APS Investigative Specialist sub-series. An employee in this class conducts 
investigations regarding allegations of abuse, neglect and/or exploitation of vulnerable adults, conducts interviews of 
various individuals, evaluates risk, identifies potential services and provides counseling for APS clients as well as 
supervises a limited number of investigative specialists. This class differs from the Investigative Specialist 2 in that 
incumbents of the latter may be responsible for supervision of a limited number of APS Investigative Specialists or a 
member of a team devoted to complex cases and/or specialized projects.    
 
Work Activities: 
 May perform the duties of an APS Intake Counselor.  May supervise the work of a limited number of APS Investigative 
Specialists, to include providing guidance, support, motivation, mentoring, monitoring performance, and giving feedback 
to meet performance objectives, we well as increase their knowledge and skills in job performance. May be assigned 
permanently or temporarily to a team devoted to complex cases, including cases that are sensitive in nature or high-
profile, and/or specialized projects. Understands and applies APS Policies and procedures in order to recognize the 
criteria required for APS involvement. Discusses difficult situations with the client, family members, caregivers, collateral 
contacts, and/or service providers to determine resources or actions needed to reduce risk. Ensures confidentiality is 
maintained according to state law and agency policy. Documents information thoroughly, professionally, and objectively 
regarding all contacts, including method, purpose and outcome, as well as the level of progress toward meeting goals or 
objectives identified in the service plan, if applicable, in the case management system while following policy guidelines. 
Assists APS management by making recommendations for change, new ideas and improvements in efficiency and 
quality. Identifies if APS Investigative Specialists are complying with policy and procedures in order to determine training 
needs. Reviews cases and confers with APS Investigative Specialist to determine course of action to be followed; 
provides directives and/or makes recommendations on action to be taken. Investigates abuse, neglect, and/or 
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exploitation of vulnerable adults who are mentally or physically impaired, and incapable of self-care due to disability or 
age, in order to determine if there is a need for protective services. Conducts program specific assessments in order to 
determine needs, strengths, and/or level of risk for clients and monitors progress of the client’s status and/or service 
plan. Interviews client, family members, neighbors, alleged perpetrators, or other relevant individuals in order to gather 
additional pertinent information, regarding risk factors, including but not limited to the client’s health, living 
arrangements, financial stability, family involvement, needs, and strengths to determine causes of current situation. 
Requests and evaluates relevant documentation to include educational, medical, psychological, criminal, and/or 
financial records, as needed, to assess needs and risks of clients. Utilizes relevant electronic systems and software for 
entering data, reviewing, and processing information. Conducts visits to identify potential risk factors such as unsanitary 
living conditions, lack of utilities, any form of abuse, neglect, exploitation and/or self-neglect in the client’s home 
environment, as appropriate. Identifies each form of abuse, neglect and/or exploitation or needs of the client alleged in 
the report. Makes referrals, and/or coordinates, services for clients which may reduce client risk and increase self-
sufficiency. Responds to clients, collateral contacts, service providers, and/or caregivers as required by department 
policy. Responds professionally and promptly to inquiries via telephone, e-mails, letters, and conducts face-to-face visits. 
Testifies and/or provides necessary documents in legal proceedings. Provides presentations for public awareness of the 
APS program. Analyzes and reviews all information gathered in order to prioritize risk and implement appropriate 
service plan which addresses the immediate needs for the protection of the client. Coordinates service delivery in order 
to meet the needs of clients. Prioritizes, by urgency, the needs or concerns of the client, including but not limited to 
electricity, food, medical, etc. Schedules all required case activities within agency timelines in order to meet policy 
objectives. Develops solutions to problems regarding clients by participating as a member of VAPIT (Vulnerable Adult 
Protection Investigation Team) and multi-disciplinary teams. 
 
Competencies (KSA’s): 
Competencies:  Developing Direct Reports and Others Integrity and Trust Motivating Others Compassion 
Approachability Action Oriented Composure Organizing Perseverance Managerial Courage Knowledge:  English 
Language Customer and Personal Service Clerical Public Safety and Security Psychology Sociology and Anthropology 
Administration and Management Skills:  Time Management Monitoring Active Listening Critical Thinking Complex 
Problem Solving Instructing Judgment and Decision Making Social Perceptiveness Persuasion Service Orientation 
Abilities:  Oral Expression Oral Comprehension Written Comprehension Written Expression Deductive Reasoning 
Inductive Reasoning Problem Sensitivity Originality Selective Attention Time Sharing 
 
Tools and Equipment Used: 
 Computer/Laptop Telephone Multi-Function Printer (fax/copy/scan/print) Cell Phone Motor Vehicle iPad 
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079628 - APS PROGRAM MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4449 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following: social services and/or 
human services case management, gerontology, investigations regarding vulnerable persons, psychology, or sociology. 
Substitution of Graduate Education for Experience: Graduate course work from an accredited college or university in any 
of the above fields may be substituted for the required experience, on a year-for-year basis, to a maximum of two years.  
There being no substitution for the additional three years of experience. Substitution of Experience for Education: None 
OR Experience equivalent to two years of APS field supervision or two years as an APS Team Coordinator or APS Intake 
Supervisor with the State of Tennessee.  
 
Other Requirements: 
 Necessary Special Qualifications: Applicants for this class will be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Have no conviction for a felony. Must not  have been discharged under any other than 
honorable conditions from any branch of the United States armed forces Submit to a review of and not be listed on the 
Indicated Persons Registry of the Department of Children's Services; Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check; Have reliable transportation and possess a valid driver's 
license Submit to a review of their status and not be listed on the Department of Health's vulnerable persons' registry. 
After appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of training 
offered by the Tennessee Department of Human Services. Available to be on call 24 hours a day, 7 days a week. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for human services program policy and procedure development 
work of considerable difficulty and possibly supervisory work of average difficulty; performs related work as required. 
Distinguishing Features: An employee in this class acts as the manager responsible for statewide operations in an 
assigned program area, or acts as an area consultant for assigned subordinate staff. This class differs from that of the 
APS Team Coordinator in that an incumbent of the latter is responsible for field operations in an assigned geographical 
area within the state. This class differs from those in the DHS Program Director sub-series in that incumbents of the 
latter direct policy and procedure development for a program and may supervise employees in this class.  
 
Work Activities: 
  Oversees and reviews the operation and design of the program case management system and assists in the 
development of policies and procedures to implement changes to meet program goals. Obtains, compiles, and analyzes 
statistical data and other information from databases, reports, and other relevant sources to determine compliance with 
state standards and objectives, determine system accuracy, project trends, and monitor employee performance. 
Collaborates and communicates verbally and/or electronically with contractors, other departments, and other 
organizations to explain, interpret, and understand program requirements that impact internal/external clients 
individually and as a whole to ensure customers' needs are met effectively. Develops strategies to meet objectives set 
by executive staff to ensure compliance with state requirements, department, and program goals. Addresses concerns 
and complaints from internal/external customers and makes appropriate recommendations to ensure quality customer 
service. Advises, mentors, counsels, provides expertise, and/or supervises employees who receive intake reports, 
conduct investigations, and provide services to ensure program goals are met. Reviews, interprets, and explains new 
policies and procedures as they are implemented, and drafts instructional memos and bulletins to notify staff of 
important changes or clarifications in order to ensure accurate program delivery. Enters information into agency 
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operation systems, databases, spreadsheets, and other required systems for future retrieval and reviews/monitors 
information entered by other staff. Research, analyze, develop, and design reports or communications used to identify 
trends and opportunities for improvement, and make recommendations for strategic solutions to executive staff. 
Prioritizes, organizes, and monitors daily, weekly, and monthly tasks to maintain a balanced workflow and ensure all 
work performed by subordinates and support staff in other divisions or organizations is completed by the established 
deadlines. Identifies training and coaching needs of staff and ensure they receive any training or support needed to 
improve job performance. Prepares metrics and maintains historical records and reports involving present outcomes 
and expected future goals to ensure accurate and efficient service delivery. May guide, motivate, or evaluate staff 
performance to promote staff development, enhance productivity, retain quality employees, and promote team 
building. Reviews and makes recommendations for changes to program delivery to ensure adherence to program and 
departmental policies and procedures. Studies policies, procedures, operations and services pertaining to program 
delivery in order to evaluate their effectiveness and makes recommendations intended to improve the efficiency of the 
organization. Research, evaluate, and recommend resources to ensure proper staffing and operations statewide. 
Performs quality assurance reviews to validate processes and ensure operational compliance. Assist with the 
development and delivery of training and presentations internally and externally to ensure that staff are able to provide 
quality services. Interviews applicants and makes recommendations on employee hiring, retention, promotion, 
demotion, and other human resources actions to maintain adequate staffing levels to ensure efficient service delivery. 
Stores electronic or paper files for future reference and compliance with records retention policies.   
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Customer Focus Drive for Results Composure Problem Solving Planning Process 
Management Directing Others Dealing with Ambiguity Presentation Skills Knowledge:  Administration and Management 
Customer and Personal Service Education and Training Law and Government Personnel and Human Resources Clerical 
Psychology Sociology and Anthropology Engineering and Technology Mathematics Skills:  Active Listening Speaking 
Reading Comprehension Writing Time Management Service Orientation Coordination Critical Thinking Judgment and 
Decision Making Active Learning Abilities:  Oral Comprehension Oral Expression Written Comprehension Written 
Expression Inductive Reasoning Deductive Reasoning Problem Sensitivity Information Ordering Number Facility 
Mathematical Reasoning 
 
Tools and Equipment Used: 
   Computer/Laptop/Tablet Telephone Multifunction Printer/Scanner/Copier/Fax Cellular Phone ID Badge Motor Vehicle 
Computer Headset Projector Video Conference System 
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079640 - APS REGIONAL SUPERVISOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4709 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and experience 
equivalent to three years of full-time professional work in one or a combination of the following: social services and/or 
human services case management, gerontology, investigations regarding vulnerable persons, psychology, or sociology. 
An additional two years of experience in APS supervision as a Field Supervisor, APS Intake Supervisor, or Team 
Coordinator or five years of supervisory experience in the areas listed above is also required.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class are required to:  Complete a criminal history disclosure form in 
a manner approved by the appointing authority.  Agree to release all records involving their criminal history to the 
appointing authority.  Have no conviction for a felony.  Must not  have been discharged under any other than honorable 
conditions from any branch of the United States armed forces.  Submit to a review of and not be listed on the Indicated 
Persons Registry of the Department of Children's Services;  Supply a fingerprint sample in a manner prescribed by the 
TBI for a fingerprint based criminal history records check.  Have reliable transportation and possess a valid driver's 
license.  Submit to a review of their status of and not be listed on the Department of Health's vulnerable persons' 
registry.  After appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of 
training offered by the Tennessee Department of Human Services.  Available to be on call 24 hours a day, 7 days a 
week.Examination Method: Education and Experience, 100% for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Adult Protective Services (APS) supervisory work of 
considerable difficulty; performs related work as required. Distinguishing Features: An employee in this class supervises 
a staff of APS Team Coordinators and their subordinate staff, as well as APS Regional Assistants, in carrying out the Adult 
Protective Services program in a geographical area of the state.  
 
Work Activities: 
 Oversees the operation of the APS program to ensure compliance with state laws and regulations.  Assists state office 
staff regarding relevant policy and procedures, as well as making recommendations for change, new ideas and 
improvements in efficiency/quality in these areas.  Provides guidance, support, motivation, and direction to staff 
including monitoring performance and giving feedback to meet performance management objectives.  Uses and 
analyzes data to develop program practice to improve quality of service and maintain data and integrity.  Supervises the 
preparation and submission of required monthly reports as needed; identifies and discusses potential or existing 
problems which must be corrected in order to conform to policy.  Analyzes and evaluates program/caseload trends; 
makes adjustments to enhance continuous improvement.  Identifies and implements objectives and strategies to 
achieve program goals and enhance program development.  Supervises the work of an Adult Protective Services region 
and provides technical assistance and advice to APS Team Coordinators (FS1s).  Develops strategies that enhance and 
support staff through coaching and mentoring to increase their knowledge and skills in job performance.  Identifies the 
extent to which staff is effectively meeting policy and procedures in order to determine training needs.  Makes 
recommendations on employment, retention, promotion, demotion, and other personnel actions; develops job plans; 
conducts interim reviews and annual performance evaluations, and also reviews performance evaluations.  Assesses, 
plans, and/ or conducts training programs for staff, contracted agencies, and other community based organizations in 
policy, procedures or other areas to improve program delivery.  Monitors and coordinates resources and 
policies/procedures to ensure appropriate service delivery.  Assists state office staff in preparation of a budget by 
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estimating the level of expenses needed for operations.  Improves professional skills and knowledge through continuous 
learning to better serve staff and customers.  Utilizes relevant electronic systems and software for entering data, 
reviewing, and processing information.  Develops constructive and cooperative working relationships with 
internal/external sources to meet the needs of clients, staff and community; identifies and/or evaluates problematic 
issues for appropriate resolution.  Confers with subordinate staff regarding problem cases to determine course of action 
to be followed; makes recommendations on action to be taken.  May perform important public contact and liaison work 
by explaining and interpreting the APS program, policies, and procedures to law enforcement agencies, resource 
agencies, District Attorneys, court officials, government organizations and the general public; may serve on regional 
boards and panels related to APS activities.  May conduct group meetings, in-service training, and standardized training 
on specific topics so that information can be properly disseminated to APS staff, as well as the public.    
 
Competencies (KSA’s): 
Competencies:  Directing others Delegation Building Effective Teams Conflict Management Action Oriented Ethics and 
Values Organizing Dealing with ambiguity Informing ComposureKnowledge:  Administration and Management                      
Customer and Personal Service                         Therapy and Counseling Public Safety and Security Law and Government                
Communication and Media Sociology and Anthropology                 Psychology                     Philosophy and Theology 
Personnel and Human ResourcesSkills:  Time Management                     Complex Problem Solving                     Critical 
Thinking Judgment and Decision Making Instructing Reading Comprehension                        Active Listening                          
Active Learning Writing Negotiation                    Abilities:  Oral Comprehension      Problem Sensitivity        Written 
Expression        Time Sharing      Written Comprehension             Deductive Reasoning     Inductive Reasoning      Oral 
Expression              Category Flexibility       Flexibility of Closure 
 
Tools and Equipment Used: 
 Computer/Laptop/Tablet Telephone Multifunction Printer/Scanner Cell phone ID Badge Motor Vehicle Computer 
Headset Projector Video Conference System   
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079641 - APS TEAM COORDINATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4619 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and experience 
equivalent to three years of full-time professional work in one or a combination of the following: social services and/or 
human services case management, gerontology, investigations regarding vulnerable persons, psychology, or sociology  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class are required to:  Complete a criminal history disclosure form in 
a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Have no conviction for a felony. Must not  have been discharged under any other than honorable 
conditions from any branch of the United States armed forces Submit to a review of and not be listed on the Indicated 
Persons Registry of the Department of Children's Services; Supply a fingerprint sample in a manner prescribed by the TBI 
for a fingerprint based criminal history records check; Have reliable transportation and possess a valid driver's license 
Submit to a review of their status and not be listed on the Department of Health's vulnerable persons' registry. After 
appointment, successfully complete (as indicated by an assessment at completion) a prescribed course of training 
offered by the Tennessee Department of Human Services. Available to be on call 24 hours a day, 7 days a week. 
Examination Method: Education and Experience, 100% for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Adult Protective Services (APS) supervisory work of 
average difficulty; performs related work as required. Distinguishing Features: An employee in this class supervises a 
staff of investigative specialists in carrying out the Adult Protective Services program in a geographical area of the state. 
 
Work Activities: 
 Supervises the work of an APS unit and provides technical assistance and advice to APS Investigative Specialists. 
Supervises the operation of the APS program within an assigned area to ensure compliance with state laws and 
regulations. Assists APS upper management staff by ensuring compliance with policy and procedure, as well as making 
recommendations for change, new ideas and improvements in efficiency/quality in these areas. Provides guidance, 
support, motivation, and direction to APS Investigative Specialists including monitoring performance and giving 
feedback to meet performance management objectives. Provides feedback to APS Regional Supervisor to develop 
program practice to improve quality of service and maintain data and integrity. Prepares and submits required monthly 
reports as needed; identifies and discusses with APS Regional Supervisor existing or potential problems which must be 
corrected in order to conform to policy. Evaluates program/caseload trends in assigned area; makes recommendations 
for adjustments to enhance continuous improvement. Provides feedback and assists with implementing objectives and 
strategies to achieve program goals and enhance program development. Develops strategies that enhance and support 
APS Investigative Specialists through coaching and mentoring to increase their knowledge and skills in job performance. 
Identifies the extent to which APS Investigative Specialists are effectively meeting policy and procedures in order to 
determine training needs. In conjunction with the APS Regional Supervisor, makes recommendations on employment, 
retention, promotion, demotion, and other personnel actions; develops job plans; conducts interim reviews and annual 
performance evaluations. Assesses, plans, and/ or conducts training programs for APS Investigative Specialists, 
contracted agencies, and other community-based organizations in policy, procedures or other areas to improve program 
delivery. Monitors and coordinates resources and policies/procedures to ensure appropriate service delivery. Assists 
appropriate state office staff with estimating expenses needed for operations in order to determine adequate program 
budget. Improves professional skills and knowledge through continuous learning to better serve APS staff and 
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customers. Utilizes relevant electronic systems and software for entering data, reviewing, and processing information. 
Develops constructive and cooperative working relationships with internal/external sources to meet the needs of 
clients, staff and community; identifies and/or evaluates problematic issues for appropriate resolution. Reviews all cases 
and confers with APS Investigative Specialist to determine course of action to be followed; provides directives and/or 
makes recommendations on action to be taken.  Performs important public contact and liaison work by explaining and 
interpreting the APS program, policies, and procedures to law enforcement agencies, resource agencies, District 
Attorneys, court officials, government organizations and the general public; may serve on local boards and panels 
related to APS activities. May conduct group meetings, in-service training, and standardized training on specific topics so 
that information can be properly disseminated to APS staff, as well as the public. May provide supervision for 
subordinates working on repatriation cases and/or mentorships for other APS field staff. 
 
Competencies (KSA’s): 
Competencies:  Time Management Decision Quality Customer Focus Building Effective Teams Ethics and Values 
Approachability Conflict Management Action Oriented Delegation Comfort Around Higher Management Knowledge:  
Administration and Management                          Customer and Personal Service                             Law and Government 
Education and Training English Language Public Safety and Security Personnel and Human Resources Psychology                         
Therapy and Counseling Philosophy and Theology Skills:  Monitoring Reading Comprehension Troubleshooting Complex 
Problem Solving Service Orientation Quality Control Analysis Negotiation                              Coordination Social 
Perceptiveness Writing                    Abilities:  Deductive Reasoning Inductive Reasoning         Selective Attention         Time 
Sharing          Problem Sensitivity                 Oral Comprehension         Oral Expression         Originality                  Information 
Ordering           Category Flexibility 
 
Tools and Equipment Used: 
 Computer/Laptop/Tablet Telephone Multifunction Printer/Scanner Cellphone ID Badge Motor Vehicle iPad 
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073702 - ARC LEAD PROGRAM CONSULTANT 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3883 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in 
Industrial/Organizational Psychology or Human Resource Management. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor’s degree and experience equivalent to one year of professional work 
conducting job studies to develop classification plans, compensation structures, or employment selection tools.   
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs professional classification and compensation work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the intermediate level classification in 
the Human Resources Program Consultant series. An incumbent in this class is employed in the Department of Human 
Resources (DOHR). The HR Program Consultant 2 consults with agencies statewide regarding classification and 
compensation. This class differs from that of HR Program Consultant 1 in that an incumbent of the latter performs at the 
entry level. This class flexes to and differs from that of HR Program Consultant 3 in that an incumbent of the latter 
performs at the working level. ,An applicant appointed to this class will be reclassified to the HR Program Consultant 3 
after successful completion of a one-year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Explains classification, compensation, and other human resources 
information, procedures and regulations to the general public, persons in other departments or divisions, or outside 
organizations and representatives as required.    Interprets the results of surveys, reports, memoranda, data analyses, 
etc. for the general public, persons in other departments or divisions, or outside organizations and representatives as 
required.    Interprets a variety of current human resources laws, rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Judging the Qualities of Things, Services, or People:    Assesses the quality of submitted 
documentation related to justifications of proposed classification and compensation actions to determine accuracy, 
relevance, and appropriateness.Analyzing Data or Information:    Analyzes existing classification and compensation 
inequities as requested to identify root causes of disparities and inform recommendations for correction.    Conducts job 
analyses to identify tasks and competencies related to performance in various classifications.    Determines the 
appropriateness of salaries for employees using salary surveys and pay plan information to ensure appropriate 
compensation.    Conducts salary surveys to identify market equivalencies and inform salary recommendations.    
Generates descriptive statistics for classification and compensation reporting, to include mean, median, minimum, 
maximum, and percentiles, based on employee rosters, HRIS database reports, salary surveys, staffing patterns, and 
other relevant datasets to inform classification and compensation recommendations.    Applies a variety of ad-hoc 
analytic techniques to agency classification and compensation requests or issues to ensure that recommendations for 
change and action are workable and comply with professional standards of excellence.    Researches information related 
to assigned classification and compensation actions and projects as required to inform recommendations for best 
practices.    Analyzes processes, policies, and procedures using human resources reporting and documentation to 
develop recommendations for changes in divisional operations.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates cost projections for proposed projects impacting employee compensation to provide 
agencies and other divisions within DOHR with recommendations for classification and compensation actions.Evaluating 
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Information to Determine Compliance with Standards:    Evaluates the duties of position as requested to determine 
proper classification.    Evaluates employee pay and salary recommendations, salary adjustments, and other 
classification and compensation actions submitted by internal business partners to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates 
documentation received with classification and compensation action requests for accuracy and completeness to 
determine whether more information is necessary or request can be completed as is.    Evaluates the results of job 
analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.    Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure proper organizational structure.    Audits position change requests to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates submitted funding plans against requested classification and compensation actions to ensure sufficient funds 
are allocated to complete the action.Selling or Influencing Others:    Influences internal business partners to adopt 
classification and compensation recommendations during the course of communications to facilitate adoption and to 
enhance investment.Processing Information:    Calculates salary, service, overtime, salary ranges, and other adjustments 
as required based on salary policy, request approvals, equity results, compensation history, position status, and 
departmental procedures and guidelines.    Calculates salary of employees related to requested actions to resolve issues 
or ensure employee is compensated correctly.    Prepares, processes, and corrects human resources transaction 
documents for reclassifications, establishments, abolishment, equities, transfers, retirement, special projects, highly 
confidential transactions, and high profile transactions, and information changes.    Creates salary recommendations for 
employees who are the subject of classification and compensation requests to eliminate pay inequities.    Prepares and 
maintains a variety of records and reports with recommendations for action including cost projection reports, time in 
service reports, classification usage reports, employee rosters, staffing pattern report, annual and ad hoc salary surveys, 
and class specifications.    Processes approved classification and compensation requests, to include reclassifications, 
position/classification establishments/abolishment, general position changes, etc. in the HRIS database to ensure timely 
implementation of requested action.    Creates salary comparison charts to determine compensation recommendations 
in response to agency requests.    Corrects human resources transaction documents submitted by operating agency staff 
for classification and compensation actions.    Codes human resources transactions using appropriate guidelines to 
maintain accuracy of the HRIS database.    Corrects classification and compensation information in HRIS system as 
required based on correction requests and reporting in order to maintain accurate records.    Routes documentation of 
classification and compensation requests to assigned agencies and other divisions within DOHR to notify of approval 
decision.Getting Information:    Reviews classification and compensation requests received from assigned agencies, 
including but not limited to salary increases, assignment differentials, service status changes, position reclassifications, 
“working out of class” actions, special projects, reorganizations, overtime exceptions, class 
establishments/abolishments, to determine next action steps.    Gathers information from a variety of resources to 
include internet, other government agencies, state/private databases, and other sources to ensure equity is maintained 
when making compensation and classification recommendations and to ensure compliance with state and federal law, 
rules, regulations, policies, and guidelines.    Researches policies, procedures, guidelines, rules, regulations, and laws 
related to human resources processes using physical and electronic sources to inform problem solving, and decision 
making.    Gathers information from intradepartmental and interdepartmental sources to determine best classification 
and compensation recommendations and to resolve identified issues.    Makes regular contacts with persons in other 
departments or divisions, or outside organizations and representatives for the purpose of furnishing or obtaining 
information.    Requests follow up information from agencies if request documentation is insufficient to complete 
request.    Attends meetings and conferences/conference calls to gather information on new policies, procedures, 
human resources updates, best practices, and other changes.Documenting/Recording Information:    Composes reports 
regarding salary surveys and other research projects in order to provide information to internal/external business 
partners as requested.    Documents job analysis results based on departmental, state, and federal laws and guidelines 
to accurately create and/or update classification specifications and ensure the legal defensibility of employment 
decisions.    Composes reports for specific classification and compensation actions to provide justification for 
recommendations.    Composes memoranda for specific classification and compensation actions to notify 
internal/external business partners that the action is ready for processing.    Documents costs of approved classification 
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and compensation actions to ensure compliance with audit procedures.    Documents information related to 
classification and compensation actions using the assigned database to track timeline of actions.Identifying Objects, 
Actions, and Events:    Identifies correct type of action being requested by assigned agency to ensure proper handling.    
Identifies equivalent job classifications in response to external salary survey requests to ensure accurate information is 
provided.    Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies errors in 
HRIS database to correct classification and compensation information.    Identifies changes in employee and position 
status including but not limited to: preferred, executive, non-preferred, non-competitive, etc. Provide Consultation and 
Advice to Others:    Provides consultation to internal and external business partners, including but not limited to HR 
upper management, commissioners, HR Officers, department heads, and private consulting firms, on the appropriate 
application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures for 
classification and compensation related decision making to ensure compliance and effective business practices.    
Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Advises supervisors on possible improvements to team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.    Advises 
peers on proper departmental procedures related to the accomplishment of their daily workload.    Assists peers in 
resolving classification and compensation problems to enhance development and team performance.Coaching and 
Developing Others:    Coaches agency employees on classification, compensation, and human resources information to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Educates assigned agency classification and compensation personnel on classification and compensation processes to 
facilitate accurate and timely submission of documentation.    Mentors less experienced coworkers by providing 
feedback and information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, use of systems and available functionality, and how to most effectively and 
efficiently perform their assigned tasks.Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, logs, and other systems as required to facilitate accurate data gathering, tracking, training, 
and dissemination.    Incorporates departmental, state, and federal laws, rules, regulations, and policies into 
recommendations for team best practices and standard operating procedures for efficiency and compliance purposes.    
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices.    
Provides input on the development of training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.Resolving Conflicts and Negotiating with Others:    Investigates conflicts related to classification and compensation 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Serves as a mediator for assigned agencies and peers to upper management 
personnel.    Negotiates with assigned agencies and upper management to maintain integrity of recommended 
classification and compensation actions.    Resolves simple conflicts without supervisory input to ensure timely and 
efficient performance and maintain positive working relationships.    Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.    Directs complex or 
difficult to resolve conflicts to assigned supervisor as required.Establishing and Maintaining Interpersonal Relationships:    
Communicates with agency Human Resources representatives, state Department of Human Resources representatives, 
and other organizational representatives to ensure accurate and timely processing of transactions and other human 
resources related tasks.    Maintains professional working relationships with peers and with upper management to 
ensure smooth and effective team operations.    Networks with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.Interacting With Computers:    Uses office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based email programs, instant-messaging programs, and search engines.    Uses appropriate database tracking software 
specific to the state and agency as required.Communicating with Supervisors, Peers, or Subordinates:    Conducts 
interviews with employees to determine tasks that are performed in order to recommend proper classification.    
Communicates with officials at higher levels on situations requiring cooperation and explanation of the services and 
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activities of the agency.    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments.    Communicates work related information to peers to facilitate teamwork, assign 
tasks, and coordinate effort.    Sends notifications of special events, changes, approvals, and deadlines to internal 
business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as required to 
provide and gather status updates for assigned workload.Scheduling Work and Activities:    Schedules personal workload 
to ensure timely processing and account for current workload.    Schedules deadlines for requests for information to 
ensure timely submission of required information.    Schedules meetings, special events, and projects as 
required.Updating and Using Relevant Knowledge:    Develops expertise in classification and compensation using 
available developmental opportunities to facilitate interpretation and advice provided.    Periodically reviews current 
departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure they are knowledgeable on the latest systems.    Actively seeks out work 
related developmental opportunities for self to improve performance and team efficiency.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and current knowledge of the field.Communicating with Persons 
Outside Organization:    Contacts outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with other state HR agencies, 
private HR organizations, and other entities when asked questions about salary, job duties, and other work factors to 
ensure accurate and realistic portrayals of the work involved.    Communicates with outside callers and senders to 
ensure questions are directed to the appropriate individuals.Coordinating the Work and Activities of Others:    
Coordinates with non-DOHR personnel to resolve issues with complex or highly sensitive transactions including but not 
limited to retirement issues, salary issues, classification issues, separation issues, and reorganization issues.    
Coordinates workload with internal and external business partners as required to facilitate timely and accurate task 
completion.    Coordinates with upper management and peers to facilitate equitable workload dissemination.    
Coordinates meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Monitor Processes, Materials, or Surroundings:    Monitors current market valuations of state classifications to 
make parity recommendations and/or to ensure compliance with federal and state laws, rules, regulations, policies, 
procedures, and guidelines.    Monitors assigned state email to ensure timely response to requests for information and 
timely integration of received information into workflow.    Monitors the classification and compensation transactions 
entered by assigned agencies into HRIS database to ensure compliance and accuracy.    Monitors electronic databases to 
ensure transactions process timely and accurately.    Monitors HRIS database work list to ensure timely completion of 
position actions.Performing Administrative Activities:    Maintains human resource and other confidential reports, files, 
and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Performs a variety of working level professional human resources administrative duties related to areas of 
professional classification and compensation work.    Responds to emails, phone calls, and other correspondence as 
required.    Enters personal time and leave/overtime requests into the appropriate databases as required.    Scan, 
uploads, faxes, and/or emails backup copies of human resources transaction documentation to appropriate 
individuals.Making Decisions and Solving Problems:    Approves reporting changes, county changes, and department 
identification changes in HRIS system in order to maintain accurate records of agency structure.Developing and Building 
Teams:    Models effective performance for co-workers to provide a role model, encourage success in others, and 
enhance trust.Handling and Moving Objects:    Files hard copies of completed requests in order to comply with audit and 
departmental standards.    Sets up conference rooms and presentation equipment as required for meetings, projects, 
and other events. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Dealing with Ambiguity    Ethics and Values    Integrity and Trust    Learning on the Fly    
Listening    Perseverance    Problem Solving    Technical Learning    Time Management    Written 
CommunicationsKnowledge:    Intermediate knowledge of general human resources principles, procedures, and best 
practices    Intermediate knowledge of mathematics (arithmetic, algebra, descriptive statistics)    Intermediate 
knowledge of spreadsheet software (i.e. Microsoft Excel)    Basic knowledge of principles, procedures, and best practices 
related to classification and compensation    Basic knowledge of HRIS systems (i.e. PeopleSoft)    Basic knowledge of 
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office productivity software (i.e. Microsoft Office Suite)    Basic knowledge of federal and state employment laws, 
statutes, rules, regulations, policies, and procedures    Basic knowledge of federal and state employment laws, statutes, 
rules, regulations, policies, and procedures related to classification and compensation    Basic knowledge of Tennessee 
state government operations and organizationSkills:    Advanced reading comprehension skills    Intermediate 
mathematics skills (calculation of descriptive statistics, percentage-based ranges)    Intermediate interpersonal speaking 
skills    Intermediate judgment and decision making skills    Active learning skills    Active listening skills    Critical thinking 
skills    Persuasion skills    Negotiation skills    Complex problem solving skills    Time management skillsAbilities:    
Intermediate oral comprehension ability    Intermediate oral expression ability    Intermediate written comprehension 
ability    Intermediate written expression ability    Intermediate problem sensitivity ability    Intermediate time sharing 
ability    Category flexibility ability    Deductive reasoning ability    Information ordering ability    Inductive reasoning 
ability    Mathematical reasoning ability    Visualization Ability    Manual Dexterity    Near Vision    Speech Clarity    Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073701 - ARC PROGRAM CONSULTANT 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3871 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
qualifying experience in human resource work.Substitution of Experience for Education: Experience in human resources 
can substitute for the required education, on a year-for-year basis, to a maximum of four years.Substitution of 
Education for Experience: Additional graduate coursework in human resources can substitute for the required 
experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, performs human resource work of routine difficulty; and performs related work 
as required.Distinguishing Features: An incumbent in this class is employed in the Department of Human Resources 
(DOHR) and performs human resource consultative work for multiple functionalities within the Agency Resource Center. 
This class analyzes and processes various types of transactions for time and labor and payroll in addition to creating job 
postings for internal and external customers. 
 
Work Activities: 
  Consults with internal and external customers in specific human resource areas: entering and approving of 
transactions, processing time and labor, creation of job postings. Calculates information for employees to verify 
accuracy: pay information; leave accrual and service length; benefit deduction information related to specific special 
circumstances. Conducts audits prior to approval of all physical and electronic forms submitted by co-workers to 
determine accuracy: time and labor forms; manual pay requests; Edison record updates/changes; hiring logs; employee 
timesheets; payroll and personnel records. Enters required HR data corrections of average complexity into the system to 
correct agency entry errors. Sends all documentation for supplemental pay processes to Finance and Administration for 
entry and processing. Monitors visiting agency representatives when entering transactions on-site to ensure that 
accurate data is keyed correctly. Serves as the central human resources liaison for the applicant tracking system: 
approves qualified candidates in the applicant tracking system for referral to the requesting agency; creates examination 
plans to assign applications to vacant positions; generates position posting so that applicant can apply to vacant 
positions; explains the application process to applicants to expedite the application process: minimum qualifications; the 
vacancy posting process; returns paper applications which have not been completed correctly to the applicant; updates 
the electronic records of applicants who do not meet minimum qualifications to reflect rejection code and generate 
rejection letters; resolves applicant complaints and questions of average complexity regarding evaluation of the 
application; evaluates the training and experience of job applicants to determine if minimum qualifications are met for 
competitive positions. Approves documentation related to transactions of average complexity submitted by co-workers: 
a transaction in the applicant tracking and/or Edison system: supplemental pay processes; processing of applicant lists 
for position candidates; agency special projects as required to ensure correct and accurate system entries. Resolves, 
investigates, posts, and communicates errors identified during audits with supervisor and/or agency representatives 
based on division rules, regulations, policies, and procedures. Provides quality service and support in a variety of areas: 
advises agency representatives of corrective actions to take to correct common entry errors identified during audits; 
provides coaching to agency representatives on DOHR rules, regulations, policies and procedures in order to reduce 
errors; develops and maintains working relationships with agency representatives, outside organizations and agency 
representatives to foster teamwork, inter-divisional/departmental cooperation, and confidence and quality applicant 
evaluations. Develops, identifies, creates and gathers new system queries and reports: related to auditing and requests 
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for information from outside sources; spreadsheets and other electronic documents to house data related to the 
analysis of reports and other information; audit findings. Assists higher level employees in developing and creating new 
process workflows based on experience in the position. Enters data for tracking, processing and reporting for the 
executive leadership team. Assists supervisor with troubleshooting issues with form and/or record auditing to develop 
plans of action for resolution. May analyze external requests, including but not limited to court orders, military orders, 
and legislative directives to determine how transactions should be corrected to ensure compliance. May be assigned to 
perform, as necessary, on specialized, complex assignments or be the subject matter expert in one of the functional 
areas of time and labor transactions or job postings.   
 
Competencies (KSA’s): 
Competencies: Drive for Results Composure Customer Focus Self-Development Dealing with Ambiguity Decision Quality 
Learning on the Fly Problem Solving Functional/Technical Competency Time ManagementKnowledge: Basic knowledge 
of auditing procedures, standards, and best practices Basic knowledge of law and government as it relates to candidate 
selection Basic knowledge of personnel and human resources principles and procedures Basic knowledge of HR topics 
related to the assigned specialty area for the position Intermediate knowledge of computer operation Basic knowledge 
of office equipment operation Basic knowledge of project management procedures and best practices Knowledge of 
intermediate math (algebra) Basic knowledge of clerical procedures and systems Knowledge of customer and personal 
services Knowledge of operation of telecommunication systemsSkills: Speaking skills Persuasion skills Reading 
comprehension skills Active listening skills Complex problem solving skills Judgment and decision making skills 
Troubleshooting skills Service orientation skills Monitoring skills Instructing skills Critical thinkingAbilities: Intermediate 
oral expression abilities Problem sensitivity abilities Intermediate oral comprehension abilities Intermediate written 
comprehension abilities Intermediate written expression abilities Mathematical Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Microfiche Microfilm Calculator Other office 
related equipment as required 
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078262 - ARCHAEOLOGIST 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4461 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
anthropology, history, geology, or other archaeology related field with coursework in archaeology and experience 
equivalent to four years of full-time professional archaeological work. Substitution of Education for Experience: 
Graduate coursework in anthropology, history, geology, or other archaeology related field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year).  
OR Possession of a doctoral degree in anthropology, history, geology, or other archaeology related field and experience 
equivalent to two years full-time professional archaeological work.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for archaeological work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the lead class in the Archaeologist sub-series. This class differs 
from that of Archaeologist 1 in that an incumbent of the latter is responsible for work of lesser responsibility. This class 
differs from the Archaeologist Supervisor in that the incumbent of the latter is responsible for supervisory work. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Negotiates written agreements with agencies and other stakeholders 
to streamline project reviews, define procedures, and/or resolve issues related to archaeological sites.Evaluating 
Information to Determine Compliance with Standards:    Inspects, excavates, and/or transports human skeletal remains, 
in a sensitive and respectful manner, in compliance with state law.    Reviews environmental impact statements, 
environmental assessments, federal and/or state project documentations, and other projects in accordance with federal 
and state laws, regulations, guidelines, and standards regarding prehistoric and historic archaeological sites.    Prepares 
review responses to stakeholders.    Complies with rules and regulations of the Native American Graves Protection and 
Repatriation Act (NAGPRA).Making Decisions and Solving Problems:    Analyzes and evaluates current project 
information to make sound decisions regarding the National Historic Preservation Act.Coordinating the Work and 
Activities of Others:    Leads professionals and others in conducting field work and laboratory analysis.    Manages 
consulting archaeologists in fulfillment of their contracts.Analyzing Data or Information:    Analyzes artifacts (such as but 
not limited to: ceramic, bone, lithic, shell, metal, glass, etc.), according to professional standards.    Conducts 
archeological laboratory analysis.Monitoring and Controlling Resources:    Oversees the consultant contracting process, 
including but not limited to: proposals, requests for proposals (RFP's), invoices, etc.Monitor Processes, Materials, or 
Surroundings:    Monitors construction and other ground-disturbing activities for impacts to archaeological resources.    
Monitors project development process and conducts reevaluations of impacts to archaeological sites based on new 
information.Establishing and Maintaining Interpersonal Relationships    Coordinates project reviews, information 
requests, and other activities with external customers.    Relates observations, conclusions, and opinions to co-
workers/internal customers in a respectful and professional manner.    Maintains positive and productive relationships 
with federal agencies (including, but not limited to: Federal Highway Administration - FHWA, US Army Corps of 
Engineers - USACE, the Tennessee Valley Authority - TVA, etc.).    Maintains positive and productive relationships with 
federally recognized tribal governments.Getting Information:    Performs reconnaissance level surveys to locate and 
identify archaeological sites.    Conducts archival research to obtain records, maps and background information.    
Conducts archaeological excavations.    Obtains information (i.e. plans, maps, photographs, descriptions, planning 
documents, etc.), from appropriate sources.Provide Consultation and Advice to Others:    Provides assistance to 
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professional and/or a vocational archaeologist.    Consults and advises federal, state, and local agencies regarding 
archaeological issues.    Consults and advises project stakeholders regarding archaeological issues.    Prepares scope of 
work for archaeological projects on state lands.Documenting/Recording Information:    Provides archaeological site data 
to the Tennessee Division of Archaeology Site File Curator.    Operates digital camera and/or Global Positioning System 
(GPS) to document archaeological sites, historic landscapes, etc.    Prepares and/or updates nominations to the National 
Register of Historic Places.    Oversees archaeological records management.Performing General Physical Activities:    
Performs physical activities related to archaeological excavations such as but not limited to: shovel testing, test unit 
excavation, block excavation, carrying, lifting, etc. under varying environmental conditions.    Performs physical 
activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, lifting, carrying, etc. under 
varying environmental conditions.    Recovers artifacts through water screening, dry screen, and flotation.Interpreting 
the Meaning of Information for Others:    Interprets maps (electronic and paper), in the performance of job 
responsibilities.Processing Information:    Prepares a variety of records and reports such as but not limited to: site 
information records, research data, maps or charts, and manuscripts, etc.    Prepares artifacts for curating according to 
divisional, state and/or federal requirements.    Cleans, sorts and catalogs artifacts.Thinking Creatively:    Creates and 
designs outreach material in an instructive and appealing manner.    Thinks creatively to avoid, minimize, and mitigate 
project impacts and effects to archaeological sites.Communicating with Supervisors, Peers, or Subordinates:    Advises 
management and attends meetings about issues of concern, as they occur.    Provides effective communication to 
supervisors or peers, by telephone, email, and/or in person.Interacting With Computers:    Converts archival data to 
electronic format.    Uses various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc.    Enters personal time and leave within the designated computer program, in a proper 
and timely manner.Organizing, Planning, and Prioritizing Work:    Prioritizes work assignments, daily, to ensure goals are 
met.Handling and Moving Objects:    Handles human skeletal remains and funerary objects in a sensitive and respectful 
manner.    Cleans, maintains and repairs archaeological field equipment.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates personal or assigned vehicles in accordance with agency policy and procedures, as well as all 
traffic laws.Scheduling Work and Activities:    Coordinates division sponsored activities and meetings, as needed.    
Schedules work and activities to ensure delivery of projects within established time frames.Communicating with Persons 
Outside Organization:    Conducts personal interviews to locate archaeological sites and remains.    Responds to inquiries 
and/or concerns from the public.    Prepares and conducts presentations on various archaeological subjects to public, 
professional, a vocational, and educational audience.    Provides customer assistance to site file visitor(s).    Prepares, 
compiles, and distributes project documentation to stakeholders.Performing Administrative Activities:    Maintains 
archaeological records.    Maintains archaeological library.    Completes required documentation for travel and/or field 
use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)Performing Administrative Activities:    
Maintains archaeological records.    Maintains archaeological library.    Completes required documentation for travel 
and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)Inspecting Equipment, 
Structures, or Material:    Verifies inventory and condition of archaeological field equipment and supplies.Updating and 
Using Relevant Knowledge:    Seeks opportunities for professional development. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Ethics & Values    Decision Quality    Informing    Dealing with Ambiguity    
Functional/Technical Competency    Composure    Patience    Organizing    Perseverance    Perspective    Time 
ManagementKnowledge:    History & Archeology    Sociology/Anthropology    Customer and Personal Service    
Geography    GeologySkills:    Judgment & Decision Making    Critical Thinking    Time Management    Writing    Reading 
Comprehension    Social Perceptiveness    Active Listening    SpeakingAbilities:    Written Expression    Selective Attention    
Written Comprehension    Deductive Reasoning    Oral Comprehension    Spatial Orientation    Inductive Reasoning    Oral 
Expression    Gross Body Coordination    Extent Flexibility    Depth Perception    Peripheral Vision 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Fax Machine    Motor Vehicles    Digital Cameras    
Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment 
(PPE)    Outdoor Power Equipment    Hand Tools (i.e. shovels, etc.)    Projector    Archaeological Laboratory Equipment    
Flotation Tank    Archaeological Field Equipment (i.e. metal detectors, etc.)    Fume Hood 
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078263 - ARCHAEOLOGIST SUPERVISOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4465 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree or equivalent graduate coursework of 24 semester hours (36 
quarter hours) from an accredited college or university in anthropology, history, geology, or other archaeology related 
field and four years of full-time professional archaeological work. OR Possession of a doctoral degree in anthropology, 
history, geology, or other archaeology related field and experience equivalent to two years full-time professional 
archaeological work.   
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for archaeological work of considerable difficulty and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the supervisory level 
class in the Archaeologist sub-series. An employee in this class is responsible for supervising Archaeologists and other 
professionals. This class differs from that of Archaeologist 2 in that an incumbent of the latter is not responsible for 
supervisory work.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Negotiates written agreements with agencies and other stakeholders 
to streamline project reviews, define procedures, and/or resolve issues related to archaeological sites.Coaching and 
Developing Others:    Provides coaching to direct reports on appropriate performance management techniques in 
accordance with recommendations from agency HR.    Provides and/or participates in training direct reports.Monitoring 
and Controlling Resources:    Oversees the consultant contracting process, including but not limited to: proposals, 
requests for proposals (RFP's), invoices, etc.Making Decisions and Solving Problems:    Analyzes and evaluates current 
project information to make sound decisions regarding the National Historic Preservation Act.Staffing Organizational 
Units:    Assists in the recruiting, interviewing, selecting, hiring, and/or promoting processes.Evaluating Information to 
Determine Compliance with Standards:    Reviews environmental impact statements, environmental assessments, 
federal and/or state project documentations, and other projects in accordance with federal and state laws, regulations, 
guidelines, and standards regarding prehistoric and historic archaeological sites.    Inspects, excavates, and/or transports 
human skeletal remains, in a sensitive and respectful manner, in compliance with state and federal laws.    Complies 
with rules and regulations of the Native American Graves Protection and Repatriation Act (NAGPRA).    Prepares review 
responses to stakeholders.Establishing and Maintaining Interpersonal Relationships:    Ensures the development and 
maintenance of positive and productive relationships with all governmental agencies, federally recognized tribal 
governments, and stakeholders.    Coordinates project reviews, information requests, and other activities with external 
customers.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner.Coordinating the Work and Activities of Others:    Coordinates the preparation of a variety of 
records and reports such as but not limited to: nominations to the National Register of Historic Places, scopes of work, 
site information records, research data, maps or charts, and manuscripts, etc.    Manages consulting archaeologists in 
fulfillment of their contracts.    Leads professionals and others in conducting field work and laboratory analysis.Guiding, 
Directing, and Motivating Subordinates:    Supervises all subordinates in the state and/or federal review and compliance 
process.    Supervises all work involved with human skeletal remains, in a sensitive and respectful manner, in compliance 
with state and federal laws.    Supervises subordinates in all phases of archaeological research.    Supervises subordinate 
archaeologists in all aspects of the project delivery process.    Supervises the management of consulting archaeologists in 
fulfillment of their contracts.    Supervises subordinate staff and conducts reevaluations of impacts to archaeological 
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sites based on new information.    Supervises the preparation of artifacts for curating according to divisional, state 
and/or federal requirements.    Supervises the creation and design of outreach material.Thinking Creatively:    Thinks and 
plans creatively to avoid, minimize, and mitigate project impacts and effects to archaeological sites.Provide Consultation 
and Advice to Others:    Consults and advises federal, state, and local agencies regarding archaeological issues.    
Consults and advises project stakeholders regarding archaeological issues.    Oversees archaeological projects on state 
lands.    Provides assistance to professional and/or a vocational archaeologist.Interpreting the Meaning of Information 
for Others:    Interprets maps (electronic and paper), in the performance of job responsibilities.Communicating with 
Supervisors, Peers, or Subordinates:    Provides effective communication to supervisors or peers, by telephone, email, 
and/or in person.    Advises management and attends meetings about issues of concern, as they occur.Getting 
Information:    Conducts archaeological excavations.    Performs reconnaissance level surveys to locate and identify 
archaeological sites.    Conducts archival research to obtain records, maps and background information.    Obtains 
information (i.e. plans, maps, photographs, descriptions, planning documents, etc.), from appropriate sources.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles in accordance with agency policy 
and procedures, as well as all traffic laws. Analyzing Data or Information:    Analyzes artifacts (such as but not limited to: 
ceramic, bone, lithic, shell, metal, glass, etc.), according to professional standards.    Conducts archaeological laboratory 
analysis.Performing General Physical Activities:    Performs physical activities related to archaeological excavations such 
as but not limited to: shovel testing, test unit excavation, block excavation, carrying, lifting, etc. under varying 
environmental conditions.    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in 
water, climbing, lifting, carrying, etc. under varying environmental conditions.    Recover artifacts through water 
screening, dry screen, and flotation.Monitor Processes, Materials, or Surrounding:    Monitors ground-disturbing 
activities.    Monitors project development process and conducts reevaluations of impacts to archaeological sites based 
on new information.Organizing, Planning, and Prioritizing Work:    Prioritizes work assignments, daily, to ensure goals 
are met.Documenting/Recording Information:    Oversees archaeological records management.    Provides 
archaeological site data to the Tennessee Division of Archaeology Site File Curator.    Prepares and/or updates 
nominations to the National Register of Historic Places.    Operates digital camera and/or Global Positioning System 
(GPS) to document archaeological sites, historic landscapes, etc.Handling and Moving Objects:    Handles human skeletal 
remains and funerary objects in a sensitive and respectful manner.    Cleans, maintains and repairs archaeological field 
equipment.Interacting With Computers:    Uses various software programs, such as word processing, spreadsheets, 
databases, Geographic Information Systems (GIS), etc.    Enters personal time and leave within the designated computer 
program, in a proper and timely manner.    Converts archival data to electronic format.Communicating with Persons 
Outside Organization:    Prepares, compiles, and distributes project documentation to stakeholders.    Responds to 
inquiries and/or concerns from the public.    Prepares and conducts presentations on various archaeological subjects to 
public, professional, a vocational, and educational audience.    Conducts personal interviews to locate archaeological 
sites and remains.    Provides customer assistance to site file visitor(s).Performing Administrative Activities:    Reviews 
and approves direct report’s administrative actions including but not limited to performance evaluations, expense 
requests, time and labor.    Maintains archaeological records.    Completes required documentation for travel and/or 
field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)    Maintains archaeological 
library.Scheduling Work and Activities:    Schedules work and activities to ensure delivery of projects within established 
time frames.    Coordinates division sponsored activities and meetings, as needed.Processing Information:    Prepares a 
variety of records and reports such as but not limited to: site information records, research data, archaeological site 
management plans, maps or charts, and manuscripts, etc.    Prepares artifacts for curating according to divisional, state 
and/or federal requirements.    Cleans, sorts and catalogs artifacts.Updating and Using Relevant Knowledge:    Fulfills 
established educational/training requirements.    Seeks opportunities for professional development. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Patience    Functional/Technical Competency    Dealing with Ambiguity    Delegation    
Directing Others    Conflict Management    Written Communications    Organizing    Fairness to Direct Reports    Comfort 
around Higher Management    PerseveranceKnowledge:    History & Archeology    Sociology/Anthropology    Customer 
and Personal Service    Geography    GeologySkills:    Critical Thinking    Reading Comprehension    Speaking    Negotiation    
Social Perceptiveness    Complex Problem Solving    Judgment & Decision Making    Active Listening    Writing    Time 
ManagementAbilities:    Written Expression    Oral Comprehension    Oral Expression    Deductive Reasoning    Inductive 
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Reasoning    Problem Sensitivity    Written Comprehension    Gross Body Coordination    Depth Perception    Peripheral 
Vision 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Fax Machine    Motor Vehicles    Digital Cameras    
Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment 
(PPE)    Outdoor Power Equipment    Hand Tools (i.e. shovels, etc.)    Projector    Archaeological Laboratory Equipment    
Flotation Tank    Archaeological Field Equipment (i.e. metal detectors, etc.)    Fume Hood 
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078264 - ARCHAEOLOGIST-STATE 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4530 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial archaeological work of considerable difficulty in directing all 
functions and activities of the state archaeology program; and performs related work as required.Distinguishing 
Features: This is the highest level class in the Archaeologist sub-series. The employee in this class is responsible for 
directing all functions, operations, and activities of archaeologists whose purpose is to conserve, preserve and interpret 
Tennessee prehistoric and historic heritage. This class differs from that of Archaeologist 2 in that an incumbent of this 
class is responsible for acting as a lead worker or minor supervisor. 
 
Work Activities: 
1. Assigns, trains, supervises, and evaluates the work of archaeologists in checking highway and bridge projects to 
determine the archaeological effects on sites by conducting field reviews and collecting and analyzing archaeological 
materials; supervises and participates in archaeological excavations.2. Supervises the preparation of monthly reports, 
initiates personnel actions and other administrative functions, and establishes section policies.3. Enforces state laws 
governing the preservation of archaeological resources and corresponds with other agencies and institutions providing 
archaeological guidance.4. Plans, prepares and manages the annual budget and plans long-range goals and objectives.5. 
Serves as an ex-officio member of the Tennessee Historical Commission.6. Attends quarterly meetings of the 
Archaeological Advisory Council.7. Operates a variety of camera equipment and a motor vehicle. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076443 - ARCHITECT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4242 
 
Minimum Qualifications: 
Education and Experience: Current registration in active status with the State of Tennessee as a professional architect 
and one year of experience as a registered professional architect is required. Note: Education and experience 
requirements for registration as an architect are determined by the Tennessee State Board of Architectural and 
Engineering Examiners. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a current certificate of registration in active status as a professional 
architect from the State of Tennessee is required at the time of appointment and must be maintained during 
employment in the Architect classification.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fully professional architectural work of considerable difficulty 
which includes leading others in work; and performs related work as required.Distinguishing Features: An employee in 
this class leads and participates in reviewing plans, specifications, and requisitions for compliance with existing 
standards and may perform architectural design work as needed. 
 
Work Activities: 
 Leads others in reviewing plans and specifications prepared by consultants and contract designers for compliance with 
scope of project, budget, and State and Federal construction rules and regulations. Leads others in preparing plans and 
specifications for complex construction projects which complement the drawings and explain the quality of materials 
and workmanship to be used during construction. Coordinates the work of consultants and contract designers to ensure 
compliance with pertinent building codes, rules and regulations; works toward the effective translation of intent and 
scope of approved projects into logical, workable physical facilities. Reviews requisitions for various State departments 
and agencies that involve building related items to ensure compliance with current specifications. Makes 
recommendations to various State departments and agencies on problems concerning the construction and 
maintenance of facilities. Acts as the Architect of Record for projects that are not contracted to private architects; 
designs, signs, and seals projects which are required by law to be approved by a registered architect. Acts as the Project 
Manager of departmental capital projects. Participates in the maintenance of standards and records for all Building 
Commission projects to provide a complete record system to verify the performance of buildings and programs. Leads 
others in the identification and development of future projects including development of scope, schedule, and budget 
estimates in preparation of submittal of agency budget requests to the Department of Finance and Administration as 
well as for NGB planning requirements. Leads others in the identification and evaluation of departmental consultants 
and designers for approval by the Executive Subcommittee of the State Building Commission. Leads others in the 
organization and monitoring of one-year warranties, three-year roof bonds, and roof warranties, ensuring appropriate 
site visits and inspections are performed. Leads others in the development and maintenance of a hard copy and 
electronic filing system of record documents in accordance with the Secretary of State file retention requirements and 
governmental regulations requirements. 
 
Competencies (KSA’s): 
Competencies Decision Quality Functional/Technical Competency Problem Solving Technical Learning Informing Priority 
Setting Timely Decision Making Courage Competencies Conflict Management Integrity and Trust Customer 
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FocusKnowledge Design Law and GovernmentSkills Monitoring Speaking Complex Problem-Solving Judgment and 
Decision Making Time ManagementAbilities Oral Comprehension Oral Expression Written Comprehension 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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076443 - ARCHITECT 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4243 
 
Minimum Qualifications: 
Education and Experience: Current registration in active status with the State of Tennessee as a professional architect 
and one year of experience as a registered professional architect is required. Note: Education and experience 
requirements for registration as an architect are determined by the Tennessee State Board of Architectural and 
Engineering Examiners. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a current certificate of registration in active status as a professional 
architect from the State of Tennessee is required at the time of appointment and must be maintained during 
employment in the Architect classification.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fully professional architectural work of considerable difficulty 
which includes leading others in work; and performs related work as required.Distinguishing Features: An employee in 
this class leads and participates in reviewing plans, specifications, and requisitions for compliance with existing 
standards and may perform architectural design work as needed. 
 
Work Activities: 
 Leads others in reviewing plans and specifications prepared by consultants and contract designers for compliance with 
scope of project, budget, and State and Federal construction rules and regulations. Leads others in preparing plans and 
specifications for complex construction projects which complement the drawings and explain the quality of materials 
and workmanship to be used during construction. Coordinates the work of consultants and contract designers to ensure 
compliance with pertinent building codes, rules and regulations; works toward the effective translation of intent and 
scope of approved projects into logical, workable physical facilities. Reviews requisitions for various State departments 
and agencies that involve building related items to ensure compliance with current specifications. Makes 
recommendations to various State departments and agencies on problems concerning the construction and 
maintenance of facilities. Acts as the Architect of Record for projects that are not contracted to private architects; 
designs, signs, and seals projects which are required by law to be approved by a registered architect. Acts as the Project 
Manager of departmental capital projects. Participates in the maintenance of standards and records for all Building 
Commission projects to provide a complete record system to verify the performance of buildings and programs. Leads 
others in the identification and development of future projects including development of scope, schedule, and budget 
estimates in preparation of submittal of agency budget requests to the Department of Finance and Administration as 
well as for NGB planning requirements. Leads others in the identification and evaluation of departmental consultants 
and designers for approval by the Executive Subcommittee of the State Building Commission. Leads others in the 
organization and monitoring of one-year warranties, three-year roof bonds, and roof warranties, ensuring appropriate 
site visits and inspections are performed. Leads others in the development and maintenance of a hard copy and 
electronic filing system of record documents in accordance with the Secretary of State file retention requirements and 
governmental regulations requirements. 
 
Competencies (KSA’s): 
Competencies Decision Quality Functional/Technical Competency Problem Solving Technical Learning Informing Priority 
Setting Timely Decision Making Courage Competencies Conflict Management Integrity and Trust Customer 
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FocusKnowledge Design Law and GovernmentSkills Monitoring Speaking Complex Problem-Solving Judgment and 
Decision Making Time ManagementAbilities Oral Comprehension Oral Expression Written Comprehension 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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076445 - ARCHITECT-STATE 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  4251 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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079457 - ARCHITECTURAL COMPLIANCE DIR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  4447 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076447 - ARCHITECTURAL PROGRAM DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  4244 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071409 - ASD ADMINISTRATION 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2173 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071420 - ASD AREA SUPERINTENDENT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2177 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071440 - ASD ASA 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2207 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071443 - ASD ASA 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2209 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071424 - ASD ASST PRINCIPAL 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2178 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071426 - ASD ASST SUPERINTENDENT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2190 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071428 - ASD COMMUNICATIONS DIR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2192 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071415 - ASD DATA ANALYSIS PROGRAM DIR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2176 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071431 - ASD ED CON 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2195 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071432 - ASD ED CON 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2196 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071433 - ASD ED CON 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2197 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071429 - ASD EXEC ASSISTANT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2193 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071441 - ASD HR GENERALIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2208 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071438 - ASD INFO RESOURCES SUP SPEC 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2206 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071437 - ASD INFO SYS ANALYST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2205 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071436 - ASD INFO SYS DIR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2204 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071435 - ASD OPERATIONS MANAGER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2203 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071427 - ASD PRINCIPAL 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2191 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071450 - ASD PROCUREMENT OFFICER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2220 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071444 - ASD SCHOOL ADMIN MANAGER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2219 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071425 - ASD SCHOOL PSYCHOLOGIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2179 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071412 - ASD TEACHER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2175 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071411 - ASD TEACHER SUPPORT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2174 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073440 - ASSISTANT ADJUTANT GENERAL 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3166 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for management work of considerable difficulty in directing the operation of 
the Tennessee Army or Air National Guard or the Tennessee Defense Force.Distinguishing Features: Employees in this 
class direct all army guard, air guard, or Tennessee Defense Force operations, functions, activities, and services and 
supervise all army guard, air guard, or Tennessee Defense Force personnel through subordinate supervisory staff. This 
class differs from that of Adjutant General in that the incumbent of the latter directs the operation of the entire 
Department of Military. 
 
Work Activities: 
1. Through subordinate supervisory personnel, assigns, trains, supervises, and evaluates staff and their work.2. Provides 
staff assistance and guidance for all army guard, air guard or Tennessee Defense Force matters, including operations, 
administrative, personnel, legal, and logistics.3. Provides policy and directives for all army guard, air guard or Tennessee 
Defense Force units and maintains difficult personal contacts with the Adjutant General, the United States Army or Air 
Force and other state departments.4. Represents the Adjutant General in all army guard, air guard or Tennessee 
Defense Force matters.5. Plans, organizes, and directs all army guard, air guard or Tennessee Defense Force operations, 
functions, activities, and services.6. Supervises the preparation of a large volume of operating records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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027235 - ASSISTANT CHIEF CLK-OPERATIONS 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1409 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076284 - ASSISTANT CHIEF ENGINEER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4287 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077614 - ASSISTANT CHIEF RANGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4194 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time professional park law enforcement experience. OR Education and Experience:  Graduation from an 
accredited college or university with a bachelor's degree and three years of full-time professional law enforcement 
experience including at least one year of training responsibilities.  Substitution of Education for Experience: None 
Substitution of Experience for Education: None  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint-based criminal history record 
check; Have no conviction for a felony or have been discharged under any other than honorable condition, from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator's 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course. Upon 
appointment, successfully complete a prescribed course of instruction in order to receive an EMT license from a state 
accredited organization, or have successfully completed the prescribed course. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general direction, is responsible for assisting the Chief Ranger with the oversight of park safety & 
security, policy development & management, ranger training, and related work of considerable difficulty as required.  
Distinguishing Features:  This classification is the first level in the Chief Ranger sub-series.  An employee in this class is 
responsible for assisting the Chief Ranger in statewide or regional oversight of the following areas:  safety & security, 
policy development & management, and ranger learning & development.  This class differs from the Park Ranger 3 in 
that the incumbent of the latter acts as a safety & security officer, field training officer, and TEMA-incident commander 
at a specific state park.  This class differs from the Chief Ranger in that the incumbent of the latter is the highest level of 
management for the Tennessee Ranger program.  
 
Work Activities: 
 Assists the Chief Ranger in safety & security policy development for all Tennessee State Parks as governed by state and 
federal law. Interprets and enforces state and departmental policy, procedures, standards, rules, regulations, and laws 
as pertains to the TDEC: reports policy and procedure compliance violations to the Chief Ranger; assists with compliance 
enforcement as it pertains to other state agencies upon request. Functions as point of contact on behalf of Tennessee 
State Parks: acts as liaison for personnel & resource management to other state departments and government agencies 
as needed; acts as alternate Emergency Services Coordinators (ESC) with TEMA. Oversees law enforcement training for 
rangers:  tracks classes to ensure rangers have met certification requirements; develops and delivers training 
curriculum; oversight of the Peace Officer Standards & Training (POST); supplements and provides regional training for 
special operations teams such as Fire, Medical, Search & Rescue, etc. Oversees medical training for rangers:  tracks 
classes to ensure rangers have met certification requirements for Emergency Medical Responder (EMR) and Emergency 
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Medical Technician (EMT) training; oversees the Emergency Medical Protocols and Patient Care Report Medical 
Committee Review. Assists Chief Ranger with the administration of the Ranger program:  manages Ranger Program staff; 
reviews and advises on decisions regarding employment, retention, promotion, demotion, and other personnel actions; 
assigns and tracks equipment and tools; assists in managing the training & supplies section of the Ranger Program 
operating budget; ensures accurate and timely application of required law enforcement technology systems. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Sizing Up People Understanding Others Motivating Others Directing Others Dealing 
with Paradox Organizing Organizational Agility Strategic Agility Self-Development Knowledge:  Public Safety and Security 
Law and Government Education and Training Communication and Media Administrative Management Customer and 
Personal Service Telecommunications Skills:  Learning Strategies Instructing Speaking Judgment and Decision Making 
Complex Problem Solving Monitoring Coordination Management of Material Resources Management of Personnel 
Resources Time Management  Abilities:  Deductive Reasoning Inductive Reasoning Fluency of Ideas Visualization Speech 
Clarity Oral Comprehension. Written Comprehension Oral Expression Written Expression Spatial Orientation 
 
Tools and Equipment Used: 
 Personal Computer Motorized Vehicles Telephone/Cell Phone Printer/Scanner Firearms Cameras Binoculars Two-Way 
Radio GPS Units  Other Law Enforcement Equipment as required 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3105 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3106 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3107 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3108 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3109 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3110 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3111 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3112 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3113 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073411 - ASSISTANT COMMISSIONER 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3114 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff function 
having significant impact upon the achievement of the goals of state government. Typically, this class differs from lower 
level classes in the classified service by the overall management responsibility exercised in ensuring that functions 
directed by lower level classes are well integrated and coordinated through focused managerial effort. This class differs 
from that of Assistant Commissioner 2 in that incumbents of the latter generally direct work in organizations with 
greater numbers of total subordinates and often direct functions which are more varied in composition and therefore, 
more complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to the conduct of 
administrative services, veterans affairs, agri-industries, credit union examining, savings/loan examining, securities 
examining, human resources, employment security or other comparable level assignment2. Has major responsibility for 
participating in the development, coordination, origination, and execution of policy and methods for assigned functions 
and departmental operations; directs, reviews, and participates in the study of assigned operations, functions, and 
activities and makes recommendations and decisions on same for improvement regarding policy and methods.3. 
Assigns, trains, supervises, and evaluates chief subordinate staff and their work; makes recommendations and decisions 
on human resources actions such as employment, promotion, demotion, reprimand, retention, and increases for 
exceptional performance.4. Develops, submits, and administers budget for assigned functions and activities; supervises 
and participates in the study of organization operations and services directed and makes recommendations and 
decisions on change designed to enhance economy, efficiency, and quality of operations and services.5. Is responsible 
for liaison and personal contacts with a variety of entities requiring discussion, interpretation, and convincing others on 
matters of import and for occasionally handling very difficult personal relationships.6. Exercises overall supervisory 
responsibility for the preparation, review, and maintenance of a variety of important records and reports; personally 
prepares reports calling for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3126 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3127 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3128 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3129 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3130 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3131 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3132 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3133 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3134 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3135 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3136 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3137 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3138 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3139 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3140 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3141 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3142 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3143 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073421 - ASSISTANT COMMISSIONER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3144 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs a line or staff 
function having significant impact upon the achievement of the goals of state government. Typically, this class differs 
from lower level classes in the classified service by the overall management responsibility exercised in ensuring that 
functions directed by lower level classes are well integrated and coordinated through focused managerial effort. This 
class differs from that of Assistant Commissioner 1 in that incumbents of the latter generally direct work in organizations 
with lesser numbers of total subordinates and often direct functions which are less varied in composition and therefore, 
less complex in structure. 
 
Work Activities: 
1. Plans, organizes, and directs assigned departmental operations and services such as may relate to education, 
economic and community development, finance and administration, correction, mental health, human services, health 
and environment or other comparable level assignments.2. Has major responsibility for participating in the 
development, coordination, origination, and execution of policy and methods for assigned functions and departmental 
operations; directs, reviews, and participates in the study of assigned operations, functions, and activities and makes 
recommendations and decisions on same for improvement regarding policy and methods.3. Assigns, trains, supervises, 
and evaluates chief subordinate staff and their work; makes recommendations and decisions on human resources 
actions such as employment, promotion, demotion, reprimand, retention, and increases for exceptional performance.4. 
Develops, submits, and administers budget for assigned functions and activities; supervises and participates in the study 
of organization operations and services directed and makes recommendations and decisions on change designed to 
enhance economy, efficiency, and quality of operations and services.5. Is responsible for liaison and personal contacts 
with a variety of entities requiring discussion, interpretation, and convincing others on matters of import and for 
occasionally handling very difficult personal relationships.6. Exercises overall supervisory responsibility for the 
preparation, review, and maintenance of a variety of important records and reports; personally prepares reports calling 
for advanced expertise in area of assignment. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073029 - ASSISTANT DEPUTY CHIEF OF LTSS 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3348 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026851 - ASSISTANT POST-CONVICTION DEF 
 
Agency:  Post Conviction Defender (30800) 
Edison Template Job Opening ID:  1265 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029772 - ASSISTANT PUBLIC DEFENDER 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2930 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027242 - ASSISTANT TO THE CLERK-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1415 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071400 - ASSOCIATE DIRECTOR-TIF 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2166 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073595 - ASSOCIATE WARDEN 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3848 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of adult correctional management in one or a combination of the following: 1) administering or 
managing a rehabilitative, offender supervision, fiscal, correctional intelligence, or correctional compliance program; 2) 
supervising staff who provide rehabilitative or security services; or 3) training employees on skills or standards. At least 
two years of the above experience must include administering or managing a rehabilitative, offender supervision, fiscal, 
correctional intelligence, or correctional compliance program, or supervising staff that provide rehabilitation or security. 
Substitution of Education for Experience: Additional graduate course work in a social or behavioral science, business 
administration, or any educational field may be substituted for the required experience, on a year-for-year basis to a 
maximum of one year, there being no substitution for the required two years administering or managing a rehabilitative, 
offender supervision, fiscal, correctional intelligence, or correctional compliance program, or supervising staff who 
provide rehabilitation or security (i.e., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). Substitution of Experience for Education: Qualifying full-time adult 
correctional experience for an institution may substitute for the required education on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional institutional managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class assists in directing the security, 
treatment, or administrative programs for either a large/combination institution or a medium sized institution. This class 
supervises and differs from the incumbents of the positions that manage the security, administrative, and treatment 
programs for a large/combination institution. This class differs from that of Warden in that incumbents of the latter 
direct all activities and functions at an institution and may supervise incumbents of this class. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Promptly takes appropriate action to resolve problems and settle 
disputes involving the operations of the institution.Inspecting Equipment, Structures, or Material:    Conducts daily 
institutional inspections in accordance with policy and procedures.    Conducts required Monthly Compliance Inspections 
in the institution as required by Federal and State Codes, policies, and procedures.Communicating with Persons Outside 
Organization:    Communicates effectively with the public, other agencies, governmental representatives at all levels, 
and private concerns on matters related to the institution and its activities in accordance with code, policy, and 
procedures.Guiding, Directing, and Motivating Subordinates:    Provides job performance planning guidelines, 
performance monitoring, and personnel performance evaluations to staff and required by code, policy, and procedures 
in order to improve organizational effectiveness and efficiency.Monitoring and Controlling Resources:    On an on-going 
basis monitors all the factors involved in controlling the costs in the institution's budget system's operations.Making 
Decisions and Solving Problems:    Updates as required the Emergency Operational Plans (EOP) to meet changes 
required within the institution by code, policy, and procedures.    Provides critical input used in formulating policy and 
procedural changes needed within the institution to meet operational requirements set by code, policy, and 
procedures.Scheduling Work and Activities:    Insures that senior staff are identified to monitor and control offender 
movement within and outside the institution in accordance with policy and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates effectively with all levels of staff and supervisors within the 
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organization to promote a safe working environment and organizational effectiveness.Updating and Using Relevant 
Knowledge:    Insures that institutional and divisional policies and procedures are updated to meet changes required by 
code, departmental, and state policies and procedures.Interpreting the Meaning of Information for Others:    Explains 
policy and procedures to other staff and individuals as required in the performance of their duties.Getting Information:    
On a daily basis reviews Incident Reports for use of force as required by policy and procedures.    Reviews the status of 
the institutional staff's personnel performance evaluations in accordance with code, policy, and procedures.    Gathers 
information on job performance for staff under their supervision in accordance with policy and procedures.Training and 
Teaching Others:    Insures that all staff are meeting the training standards required for their jobs by code, policy, and 
procedures.    Constantly provides or directs training for all staff to continually enhance and improve unit operational 
performance standards.Monitor Processes, Materials, or Surroundings:    Monitors all Prison Rape Elimination Act 
(PREA) complaints, inspections, reports, and investigations in accordance with code, policy, and procedures.    Monitors 
all Title VI activities, reports, and actions for the institution in accordance with code, policy, and procedures.    Reviews 
Staff Overtime Worked Reports as required by policy and procedures to control overtime labor costs.    Reviews the 
Inspection Reports for the institution that have been submitted by staff to insure that they have been conducted in 
accordance with code, policy, and procedures.    Monitors Prison Annex beds to insure that they are filled to capacity in 
accordance with code, policy, and procedures.Developing and Building Teams:    Encourages teamwork and cooperation 
among all persons involved in institutional operations to promote organizational effectiveness.Documenting/Recording 
Information:    Documents staff's work time, attendance, and travel as required by code, policy, and procedures.    
Documents their staff's job performance information as required by code, policy, and procedures.    Maintains and 
records statistical data on the facility as required by policy and procedures.    Maintains Offender Contact Notes in the 
state 's Offender Information System as required by code, policy, and procedures.Coordinating the Work and Activities 
of Others:    Directs the coordination necessary for the distribution of the work requirements within the institution 
among the available divisions and staff to promote effective institutional operations.Evaluating Information to 
Determine Compliance with Standards:    Reviews institutional inspections and reports to determine if the institution is 
in compliance with the standards of performance set and required by code, policy, and procedures.    Compiles 
institutional self audit reports to prepare for accreditation processes in accordance with policy and 
procedures.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains a cooperative and 
constructive working relationship with internal and external business partners.Staffing Organizational Units:    
Recommends the allocation of staff within the institution's divisions/units to meet the operational needs of the 
institution.    Participates in the hiring and promotional processes in the institution.Organizing, Planning, and Prioritizing 
Work:    Sets daily and weekly work goals and priorities to accomplish their required duties and job functions as required 
by policy and procedures.Interacting With Computers:    Uses a personal computer in their daily work for 
communications, research, and project analysis.Assisting and Caring for Others:    Provides personal assistance to others 
as required in the course of their employment and in accordance with policy and procedures.Coaching and Developing 
Others:    Works with all assigned staff to develop their personal and professional career job skills and abilities.Provide 
Consultation and Advice to Others:    Provides input to management and staff on an on-going basis on needed 
improvements and changes in organizational policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Learning on the Fly    Directing Others    Conflict Management    
Hiring and Staffing    Managing Diversity    Caring About Direct Reports    Peer Relationships    Understanding 
OthersKnowledge:    Administration and Management    Customer and Personal Service    Personnel and Human 
Resources    Computers and Electronics    Public Safety and Security    Education and TrainingSkills:    Active Listening    
Critical Thinking    Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Time Management    
Judgment and Decision Making    Active Learning    Coordination    Negotiation    Persuasion    Management of Personnel 
ResourcesAbilities:    Information Ordering    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Written Expression    Written Comprehension    Auditory Attention    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Security Cameras    Firearms    Mobile Phone    Printer 
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027236 - ASST CHIEF CLERK-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1410 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073389 - ASST CHIEF QUALITY OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3099 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026932 - ASST DISTRICT ATTORNEY GENERAL 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1332 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073428 - ASST FOR CONSTITUENT  SERVICES 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3156 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073449 - ASST FOR CONSTITUENT SERVICES 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3176 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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026931 - ASST VICTIM WITNESS COOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1318 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
032420 - ATHLETIC COMMISSION INSPECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2934 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027340 - AUDIO/VIDEO PRODUCTION SPEC 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1230 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075285 - AUDIT DIRECTOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3617 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method:  Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of considerable difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs all financial, compliance, program and/or operational audit activities for a department with a 
moderate-sized professional auditing staff, and complex and diverse programs and fiscal operations. This class differs 
from that of Auditor 4 in that incumbents of the latter supervise several teams of subordinate auditors. This class differs 
from that of Audit Director 2 in that incumbents of the latter direct auditing activities for a department with a large 
professional auditing staff and large, complex and diverse programs. Incumbents of this class usually report to the 
Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with a moderate-sized auditing staff, and complex 
and diverse programs; directs financial, compliance, program and/or operational audits for the department.2. Directs 
the assignment, training, supervision and evaluation of a moderate-sized professional auditing staff and their work; 
makes decisions concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs 
the development, explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit 
policies and procedures and operational procedures; makes decisions on recommendations for change; resolves 
differences in legal interpretation and application.4. Directs the coordination of departmental audit activities with the 
Comptroller of the Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of 
important personal contacts with division heads, high level managerial personnel, governmental and private agency 
officials, attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in 
dealing with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and 
complex audit narrative reports and supporting financial documentation in order to identify legal, financial and/or 
administrative problems or discrepancies, and recommends methods for improvements.7. Directs special studies and 
investigations as requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075285 - AUDIT DIRECTOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3618 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method:  Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of considerable difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs all financial, compliance, program and/or operational audit activities for a department with a 
moderate-sized professional auditing staff, and complex and diverse programs and fiscal operations. This class differs 
from that of Auditor 4 in that incumbents of the latter supervise several teams of subordinate auditors. This class differs 
from that of Audit Director 2 in that incumbents of the latter direct auditing activities for a department with a large 
professional auditing staff and large, complex and diverse programs. Incumbents of this class usually report to the 
Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with a moderate-sized auditing staff, and complex 
and diverse programs; directs financial, compliance, program and/or operational audits for the department.2. Directs 
the assignment, training, supervision and evaluation of a moderate-sized professional auditing staff and their work; 
makes decisions concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs 
the development, explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit 
policies and procedures and operational procedures; makes decisions on recommendations for change; resolves 
differences in legal interpretation and application.4. Directs the coordination of departmental audit activities with the 
Comptroller of the Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of 
important personal contacts with division heads, high level managerial personnel, governmental and private agency 
officials, attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in 
dealing with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and 
complex audit narrative reports and supporting financial documentation in order to identify legal, financial and/or 
administrative problems or discrepancies, and recommends methods for improvements.7. Directs special studies and 
investigations as requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075285 - AUDIT DIRECTOR 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3619 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method:  Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of considerable difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs all financial, compliance, program and/or operational audit activities for a department with a 
moderate-sized professional auditing staff, and complex and diverse programs and fiscal operations. This class differs 
from that of Auditor 4 in that incumbents of the latter supervise several teams of subordinate auditors. This class differs 
from that of Audit Director 2 in that incumbents of the latter direct auditing activities for a department with a large 
professional auditing staff and large, complex and diverse programs. Incumbents of this class usually report to the 
Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with a moderate-sized auditing staff, and complex 
and diverse programs; directs financial, compliance, program and/or operational audits for the department.2. Directs 
the assignment, training, supervision and evaluation of a moderate-sized professional auditing staff and their work; 
makes decisions concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs 
the development, explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit 
policies and procedures and operational procedures; makes decisions on recommendations for change; resolves 
differences in legal interpretation and application.4. Directs the coordination of departmental audit activities with the 
Comptroller of the Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of 
important personal contacts with division heads, high level managerial personnel, governmental and private agency 
officials, attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in 
dealing with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and 
complex audit narrative reports and supporting financial documentation in order to identify legal, financial and/or 
administrative problems or discrepancies, and recommends methods for improvements.7. Directs special studies and 
investigations as requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3620 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3621 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3622 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3623 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3624 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075286 - AUDIT DIRECTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3625 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3626 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3627 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3628 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3629 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3630 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075286 - AUDIT DIRECTOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3631 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing and managerial and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class directs all financial, 
compliance, program and/or operational audit activities for a department with a large professional auditing staff, and 
large, complex and diverse programs and fiscal operations. This class differs from that of Audit Director 1 in that 
incumbents of the latter direct auditing activities for a department with moderate-sized audit staff and programs of 
lesser scope and complexity. This class differs from that of Audit Director 3 in that the incumbent of the latter directs 
auditing activities for a department with the largest of professional auditing staffs and very complex and diverse 
programs. Incumbents of this class usually report to the Commissioner of a department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a department with large, complex and diverse programs and 
fiscal operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075287 - AUDIT DIRECTOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3638 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of unusual difficulty and managerial and 
supervisory work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
highest class in the Auditor sub-series. The employee in this class directs all financial, compliance, program and/or 
operational audit activities for a large department with the largest professional auditing staffs, and large, complex and 
diverse programs and fiscal operations. This class differs from that of Audit Director 2 in that incumbents of the latter 
direct auditing activities for a department with programs of lesser scope and complexity. The incumbent of this class 
reports to the Commissioner of the department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a large department with large, and complex programs and fiscal 
operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075287 - AUDIT DIRECTOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3639 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of unusual difficulty and managerial and 
supervisory work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
highest class in the Auditor sub-series. The employee in this class directs all financial, compliance, program and/or 
operational audit activities for a large department with the largest professional auditing staffs, and large, complex and 
diverse programs and fiscal operations. This class differs from that of Audit Director 2 in that incumbents of the latter 
direct auditing activities for a department with programs of lesser scope and complexity. The incumbent of this class 
reports to the Commissioner of the department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a large department with large, and complex programs and fiscal 
operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075287 - AUDIT DIRECTOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3640 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional auditing work of unusual difficulty and managerial and 
supervisory work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
highest class in the Auditor sub-series. The employee in this class directs all financial, compliance, program and/or 
operational audit activities for a large department with the largest professional auditing staffs, and large, complex and 
diverse programs and fiscal operations. This class differs from that of Audit Director 2 in that incumbents of the latter 
direct auditing activities for a department with programs of lesser scope and complexity. The incumbent of this class 
reports to the Commissioner of the department. 
 
Work Activities: 
1. Plans, organizes and directs all auditing activities for a large department with large, and complex programs and fiscal 
operations; directs financial, compliance, program and/or operational audits for the department.2. Directs the 
assignment, training, supervision and evaluation of a large professional auditing staff and their work; makes decisions 
concerning employment, retention, demotion, dismissal and other human resources actions.3. Directs the development, 
explanation, interpretation and enforcement of state and federal laws, rules and regulations, audit policies and 
procedures, and operational procedures; makes decisions on recommendations for change; resolves differences in legal 
interpretation and application.4. Directs the coordination of departmental audit activities with the Comptroller of the 
Treasury and other state and federal agency audit personnel.5. Establishes and maintains a variety of important 
personal contacts with division heads, high level managerial personnel, governmental and private agency officials, 
attorneys, accountants and associates in resolving and correcting major problems uncovered in audits and in dealing 
with complex and controversial audit findings.6. Directs the preparation and maintenance of detailed and complex audit 
narrative reports and supporting financial documentation in order to identify legal, financial and/or administrative 
problems or discrepancies, and recommends methods for improvements.7. Directs special studies and investigations as 
requested by the department head. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075207 - AUDITOR 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6761 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a major in accounting, OR 
a Public Accountant in good standing, OR graduation from an accredited college or university with a bachelor’s degree, 
including thirty-six quarter hours in accounting. 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, employees in the class are responsible for professional auditing work of 
routine difficulty; and perform related work as required. Distinguishing Features:  This is the entry professional level of 
the auditing field and is flexibly staffed with the classes of Auditor 2 and Accountant 2. Supervision is initially close, but 
as an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Under direct supervision, assists in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Under direct supervision, learns to examine documentation including but not 
limited to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure 
compliance with federal and state regulations. Under direct supervision, assists in conducting operational audits of state 
or private agencies to evaluate the efficiency and effectiveness of various programs. Under direct supervision, assists in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Under direct supervision, learns to examine organizational structure, managerial practices, policies and 
procedures and record-keeping procedures to ensure compliance with federal and state regulations. Processing 
Information: Learns to prepare draft audit narrative reports from work paper summaries under direct supervision, to 
document audit results, clearly communicate results, and make recommendations for corrective actions. Learns to 
prepare work papers and supporting documentation from a review of records and other auditing resources. Learns to 
identify legal, financial, compliance, and/or administrative problems or discrepancies under direct supervision. Learns to 
index work papers for future reference and information tracking purposes under direct supervision based on 
departmental standards. Analyzing Data or Information: Under direct supervision, learns to analyze work papers to 
determine number and significance of discrepancies from established compliance standards. Under direct supervision, 
learns to analyze extent and severity of discrepancies in order to make recommendations under direct supervision. 
Interpreting the Meaning of Information for Others: Under direct supervision, learns to interpret departmental policies, 
procedures, rules, and regulations for internal and external auditees. Documenting/Recording Information: Under direct 
supervision, learns to document work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents communications with auditees related to the 
audit. Documents completion of each step of the assigned audit program. Getting Information: Under direct supervision, 
learns to conduct research on federal, state, and department policies, procedures, rules, and regulations to assist 
assigned supervisor in the development of an audit program for testing. Under direct supervision, learns to gather 
information from external and internal auditees to gain an understanding of their operations. Identifying Objects, 
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Actions, and Events: Under direct supervision, learns to determine methodology and attributes to be tested based on 
assigned audit program. Under direct supervision, learns to identify sample population to be audited based on assigned 
audit program. Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints 
and problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. 
Communicating with Persons Outside of the Organization: Under direct supervision, learns to communicate with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Interacting With 
Computers: Generates and enters information in electronic spreadsheets to facilitate auditing documentation. 
Generates word processing documents to produce reports. Utilizes electronic mail and other devices to facilitate 
communication with internal and external customers. Enters time and leave requests and travel and expense reports in 
electronic database as required. Establishing and Maintaining Interpersonal Relationships: Conducts themselves in a 
professional manner during the course of assigned duties. Establishes and maintains a variety of personal contacts with 
departmental officials, agency representatives, attorneys, associates, supervisory staff and others to foster good will and 
enhance trust. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes meaningful working relationships with co-
workers to ensure effective goal achievement. Thinking Creatively: Brainstorms workflow and process improvements 
with co-workers, and assigned supervisor to enhance workplace efficiency and comply with audit suggestions. 
Organizing, Planning, and Prioritizing Work: Under direct supervision, learns to organize resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely responses. Developing 
and Building Teams: Assists team members with task performance to encourage cooperation. Updating and Using 
Relevant Knowledge: Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required. Scheduling Work and Activities: Under 
direct supervision, learns to schedule meetings with auditees to perform assigned audits. Operating Vehicles, 
Mechanized Devices, or Equipment: Operates assigned state vehicles in order to facilitate travel to audit assignments. 
Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Self Knowledge Ethics and Values Interpersonal Savvy Self Development 
Time Management Problem Solving Intellectual Horsepower Written Communications Functional Technical 
CompetenciesKnowledge: Intermediate knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic 
knowledge of office productivity software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing 
skills Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills 
Abilities: Basic flexibility of closure ability Basic deductive reasoning ability Basic mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate written expression 
ability Basic problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
                    Personal Computer     Telephone     Fax Machine     Printer     Copy Machine     Scanner     Calculator        Other 
office related equipment as required               
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075207 - AUDITOR 1* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7418 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a major in accounting, OR 
a Public Accountant in good standing, OR graduation from an accredited college or university with a bachelor’s degree, 
including thirty-six quarter hours in accounting. 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, employees in the class are responsible for professional auditing work of 
routine difficulty; and perform related work as required. Distinguishing Features:  This is the entry professional level of 
the auditing field and is flexibly staffed with the classes of Auditor 2 and Accountant 2. Supervision is initially close, but 
as an incumbent learns procedures and practices, supervision becomes more general. This class differs from the next 
higher class in that incumbents of the latter function at the working level under general supervision. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Under direct supervision, assists in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Under direct supervision, learns to examine documentation including but not 
limited to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure 
compliance with federal and state regulations. Under direct supervision, assists in conducting operational audits of state 
or private agencies to evaluate the efficiency and effectiveness of various programs. Under direct supervision, assists in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Under direct supervision, learns to examine organizational structure, managerial practices, policies and 
procedures and record-keeping procedures to ensure compliance with federal and state regulations. Processing 
Information:  Learns to prepare draft audit narrative reports from work paper summaries under direct supervision, to 
document audit results, clearly communicate results, and make recommendations for corrective actions. Learns to 
prepare work papers and supporting documentation from a review of records and other auditing resources. Learns to 
identify legal, financial, compliance, and/or administrative problems or discrepancies under direct supervision. Learns to 
index work papers for future reference and information tracking purposes under direct supervision based on 
departmental standards. Analyzing Data or Information:  Under direct supervision, learns to analyze work papers to 
determine number and significance of discrepancies from established compliance standards. Under direct supervision, 
learns to analyze extent and severity of discrepancies in order to make recommendations under direct supervision. 
Interpreting the Meaning of Information for Others:  Under direct supervision, learns to interpret departmental policies, 
procedures, rules, and regulations for internal and external auditees. Documenting/Recording Information:  Under 
direct supervision, learns to document work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents communications with auditees related to the 
audit. Documents completion of each step of the assigned audit program. Getting Information:  Under direct 
supervision, learns to conduct research on federal, state, and department policies, procedures, rules, and regulations to 
assist assigned supervisor in the development of an audit program for testing. Under direct supervision, learns to gather 
information from external and internal auditees to gain an understanding of their operations. Identifying Objects, 
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Actions, and Events:  Under direct supervision, learns to determine methodology and attributes to be tested based on 
assigned audit program. Under direct supervision, learns to identify sample population to be audited based on assigned 
audit program. Communicating with Supervisors, Peers, or Subordinates:  Notifies management of systemic complaints 
and problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. 
Communicating with Persons Outside of the Organization:  Under direct supervision, learns to communicate with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Interacting With 
Computers:  Generates and enters information in electronic spreadsheets to facilitate auditing documentation. 
Generates word processing documents to produce reports. Utilizes electronic mail and other devices to facilitate 
communication with internal and external customers. Enters time and leave requests and travel and expense reports in 
electronic database as required. Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a 
professional manner during the course of assigned duties. Establishes and maintains a variety of personal contacts with 
departmental officials, agency representatives, attorneys, associates, supervisory staff and others to foster good will and 
enhance trust. Communicates with internal and external customers in a friendly and courteous manner to promote 
healthy relationships and provide exceptional customer service. Establishes meaningful working relationships with co-
workers to ensure effective goal achievement. Thinking Creatively:  Brainstorms workflow and process improvements 
with co-workers, and assigned supervisor to enhance workplace efficiency and comply with audit suggestions. 
Organizing, Planning, and Prioritizing Work:  Under direct supervision, learns to organize resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely responses. Developing 
and Building Teams:  Assists team members with task performance to encourage cooperation. Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required. Scheduling Work and Activities:  
Under direct supervision, learns to schedule meetings with auditees to perform assigned audits. Operating Vehicles, 
Mechanized Devices, or Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. 
Operates basic office equipment including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Self Knowledge Ethics and Values Interpersonal Savvy Self Development 
Time Management Problem Solving Intellectual Horsepower Written Communications Functional Technical 
CompetenciesKnowledge: Intermediate knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic 
knowledge of office productivity software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing 
skills Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills 
Abilities: Basic flexibility of closure ability Basic deductive reasoning ability Basic mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate written expression 
ability Basic problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3514 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3515 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3516 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3517 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 



 TN Job Classification Specifications  
September 22, 2020 

course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3518 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3519 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  3520 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3521 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3522 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3523 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3524 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3525 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3526 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3527 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3528 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075282 - AUDITOR 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3529 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to one year of full-time professional 
auditing work. OR Graduation from an accredited college or university with a bachelor's degree including thirty-six 
quarter hours in accounting and experience equivalent to one year of full-time professional auditing work. Substitution 
of Education for Experience:  Additional graduate coursework in business administration with a major in accounting may 
be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, employees in the class are responsible for professional auditing work of average 
difficulty; and perform related work as required. This is the working class in the Auditor sub-series, the entry class being 
subsumed by Auditor 1. An employee in this class is responsible for performing specialized or general auditing tasks and 
is expected to exercise judgment and initiative in handling work assignments. Work may include training of less 
experienced professional auditors. Distinguishing Features:  This class is flexibly staffed with Auditor 1 and Accountant 1 
and differs in that incumbents of the latter are responsible for auditing duties at the entry level under immediate 
supervision. This class differs from that of Auditor 3 in that an incumbent of the latter performs more difficult and 
complex auditing duties and may lead or supervise other professional auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Assists in conducting compliance audits of State 
departments, agencies, institutions or schools or private agencies receiving state or federal funds to determine statutory 
compliance. Assists in conducting operational audits of state or private agencies to evaluate the efficiency and 
effectiveness of various programs. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Assists in conducting financial audits of private sector companies and trusts to ensure compliance with 
federal and state regulations. Examines organizational structure, managerial practices, policies and procedures and 
record-keeping procedures to ensure compliance with federal and state regulations.Processing Information:  Prepares 
draft audit narrative reports from work paper summaries under direct supervision, to document audit results, clearly 
communicate results, and make recommendations for corrective actions. Prepares work papers and supporting 
documentation from a review of records and other auditing resources to identify legal, financial, compliance, and/or 
administrative problems or discrepancies under direct supervision. Indexes work papers for future reference and 
information tracking purposes under direct supervision based on departmental standards.Getting Information:  
Conducts research on federal, state, and department policies, procedures, rules, and regulations to assist assigned 
supervisor in the development of an audit program for testing. Gathers information from external and internal auditees 
to gain an understanding of their operations.Identifying Objects, Actions, and Events:  Identifies sample population to be 
audited based on assigned audit program. Determines methodology and attributes to be tested based on assigned audit 
program.Analyzing Data or Information:  Analyzes work papers to determine number and significance of discrepancies 
from established compliance standards. Analyzes extent and severity of discrepancies in order to make 
recommendations under direct supervision.Documenting/Recording Information:  Documents work performed in the 
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course of the audit according to departmental standards, policies, and procedures for review by assigned supervisor. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Interpreting the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, 
and regulations for internal and external auditees.Communicating with Persons Outside of the Organization:  
Communicates with auditees, vendors, and other outside entities to exchange and/or obtain auditing 
information.Establishing and Maintaining Interpersonal Relationships:  Conducts themselves in a professional manner 
during the course of assigned duties. Establishes meaningful working relationships with co-workers to ensure effective 
goal achievement. Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for self to ensure timely 
responses.Communicating with Supervisors, Peers, or Subordinates: Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers to assist with problem solving and resolution. Thinking 
Creatively:  Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance 
workplace efficiency and comply with audit suggestions.Interacting With Computers:  Generates and enters information 
in electronic spreadsheets to facilitate auditing documentation. Generates word processing documents to produce 
reports. Utilizes electronic mail and other devices to facilitate communication with internal and external customers. 
Enters time and leave requests and travel and expense reports in electronic database as required.Updating and Using 
Relevant Knowledge:  Attends department specific in-service training as required to enhance personal development. 
Attends professional development and continuing education courses as required.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office 
equipment including but not limited to copiers, scanners, faxes, and calculators.Scheduling Work and Activities:  
Schedules meetings with auditees to perform assigned audits. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Time Management Intellectual Horsepower Written Communications 
Approachability Planning Priority Setting Learning on the Fly Comfort around Higher ManagementKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of mathematics (Algebra, Statistical sampling) Basic knowledge of office productivity 
software (Microsoft Office Suite) Skills: Intermediate reading skills Intermediate writing skills Basic mathematics skills 
Active listening skills Active learning skills Critical thinking skills Abilities: Intermediate mathematical reasoning ability 
Intermediate oral comprehension ability Intermediate written comprehension ability Intermediate oral expression 
ability Intermediate written expression ability Basic flexibility of closure ability Basic deductive reasoning ability Basic 
problem sensitivity ability Basic speed of closure ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3553 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3554 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3555 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  General Services (32101) 
Edison Template Job Opening ID:  3556 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3557 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3558 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3559 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3560 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3561 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3562 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 



 TN Job Classification Specifications  
September 22, 2020 

employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  3563 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3564 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3565 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  3566 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3567 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3568 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3569 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3570 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3571 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075283 - AUDITOR 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3572 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR Graduation from an accredited college or university with a bachelor's degree 
including thirty-six quarter hours in accounting and experience equivalent to three years of full-time increasingly 
responsible professional auditing work. OR A Certified Public Accountant with the State of Tennessee and experience 
equivalent to two years of full-time increasingly responsible professional auditing work. Substitution of Education for 
Experience: Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the first supervisory class in the Auditor sub-series. Under general supervision, employees in the class 
lead or supervise a small team of professional auditors in performing financial, compliance, operational and/or program 
audits. Assignment to a specialty without supervisory responsibilities is provided for in rare cases such as in acting as 
special auditor on uniquely difficult and problem audits or serving as the only auditor in a small department. 
Distinguishing Features: This class differs from that of Auditor 2 in that an incumbent of the latter is not responsible for 
supervision of professional staff. This class differs from that of Auditor 4 in that an incumbent of the latter is responsible 
for work of greater supervisory responsibility in supervising the work of several teams of auditors in the largest of 
auditing operations or acting as assistant director of audit in a smaller central departmental auditing operation. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Reviews the work of assigned subordinates to 
ensure accuracy and completion. Examines documentation including but not limited to, financial statements, bank 
statements, balance sheets, purchase invoices and payroll records to ensure compliance with federal and state 
regulations. Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity 
Act.Analyzing Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment 
analyses to identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make 
recommendations under general supervision. Analyzes work papers to determine number and significance of 
discrepancies from established compliance standards. Analyzes risk assessment documentation for the Financial 
Integrity Act to determine risk level.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between 
assigned subordinates as necessary to promote a healthy work environment.Getting Information:  Conducts research on 
federal, state, and department policies, procedures, rules, and regulations to develop an audit program for testing. 
Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
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employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
supervision, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Prepares work papers and supporting documentation from a review of records and other auditing resources identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general supervision. Indexes work 
papers for future reference and information tracking purposes under general supervision based on departmental 
standards.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations of assigned subordinates. Makes suggestions 
to assigned supervisor on appropriate adjustments to assigned audit program(s).Developing Objectives and Strategies:  
Develops performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop 
job performance. Assists management with developing objectives and strategies to meet work unit goals.Interpreting 
the Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal 
and external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to accurately 
inform evaluation results.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Generates risk 
assessments to be evaluated by assigned supervisor related to audits to be conducted.Documenting/Recording 
Information:  Documents work performed in the course of the audit according to departmental standards, policies, and 
procedures for review by assigned supervisor. Documents assigned subordinates' performance on an on-going basis to 
support performance evaluation. Documents employee performance expectations to generate an employee job plan. 
Documents communications with auditees related to the audit. Documents completion of each step of the assigned 
audit program.Communicating with Supervisors, Peers, or Subordinates:  Communicates with co-workers and assigned 
subordinates to assist with problem solving and resolution. Notifies management of systemic complaints and problems 
to obtain resolution. Responds to inquiries for information from upper management personnel.Thinking Creatively:  
Assists assigned supervisor with the development of an appropriate auditing program for each given assignment. 
Brainstorms workflow and process improvements with co-workers, and assigned supervisor to enhance workplace 
efficiency and comply with audit suggestions.Provide Consultation and Advice to Others:  Acts as a subject matter expert 
for assigned supervisors, management, and internal and external business partners to provide advice. Advises assigned 
subordinates and co-workers in proper steps for resolving identified problems and issues.Staffing Organizational Units:  
Assists with Interviews and selection of candidates to fill assigned vacant positions. Makes recommendations to 
supervisor regarding assigned subordinate retention, reallocation, and/or termination.Establishing and Maintaining 
Interpersonal Relationships:  Establishes and maintains a variety of personal contacts with departmental officials, agency 
representatives, attorneys, associates, supervisory staff and others to foster good will and enhance trust. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Establishes meaningful working relationships with co-workers to ensure effective goal 
achievement. Conducts themselves in a professional manner during the course of assigned duties.Coordinating the 
Work and Activities of Others:  Delegates work assignments to assigned subordinates to ensure efficient and timely 
completion of audit assignments. Advises supervisors and managers on unit work load and activities to assist with goal 
coordination and achievement. Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management. Assists assigned subordinates in prioritizing daily work load.Developing and Building Teams:  
Assists team members with task performance to encourage cooperation. Conducts employee meetings to build morale 
and cohesiveness. Recognizes subordinate accomplishments to enhance morale and improve employee satisfaction. 
Plans, develops, and executes team building exercises and events to improve unit cohesion and trust.Communicating 
with Persons Outside of the Organization:  Communicates with auditees, vendors, and other outside entities to 
exchange and/or obtain auditing information. Communicates with internal and external customers in a friendly and 
courteous manner to promote healthy relationships and provide exceptional customer service. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement.Guiding, 
Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to ensure goals are 
achieved and individual performance guidelines are being met. Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance. Evaluates assigned 
subordinates workload to determine resource allocation and proper workflow.Coaching and Developing Others:  
Provides performance feedback to assigned subordinates to assist in personal development. Provides top performing 
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assigned subordinates with developmental opportunities to enhance organizational effectiveness. Recommends 
developmental opportunities to assigned subordinates as appropriate.Making Decisions and Solving Problems:  
Recommends employees for promotion, termination, or transfer based on employee performance evaluation results. 
Approves or denies travel requests, expenses, and vouchers.Scheduling Work and Activities:  Schedules workload of 
assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees to perform 
assigned audits. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. Schedules personal vacation and requests for time off to ensure proper coverage.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Organizing, Planning, and Prioritizing Work:  Organizes resources and preliminary audit work as 
necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure timely 
responses. Prioritizes daily task list for self to ensure timely responses.Updating and Using Relevant Knowledge:  Attends 
department specific in-service training as required to enhance personal development. Attends professional 
development and continuing education courses as required. Performing Administrative Activities:  Approves employee 
time and leave requests as required. Reviews and approves leave and overtime requests for assigned subordinates 
based on departmental guidelines.Operating Vehicles, Mechanized Devices, or Equipment:  Operates assigned state 
vehicles in order to facilitate travel to audit assignments. Operates basic office equipment including but not limited to 
copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Time Management Problem Solving Intellectual 
Horsepower Written Communications Composure Comfort around Higher Management Business AcumenKnowledge: 
Intermediate knowledge of auditing principles and practices Intermediate knowledge of accounting principles and 
practices Intermediate knowledge of customer and personal service procedures Intermediate knowledge of 
mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software (Microsoft Office 
Suite) Intermediate knowledge of administration and management principles and theories Basic knowledge of clerical 
procedures Basic knowledge of personnel management and human resource policies as it pertains to supervision Basic 
knowledge of coaching and mentoring best practices Skills: Intermediate reading skills Intermediate writing skills 
Intermediate monitoring skills Intermediate quality control analysis skills Intermediate systems analysis skills Basic 
mathematics skills Basic public speaking skills Basic judgment and decision making skills Basic problem solving skills 
Active listening skills Active learning skills Critical thinking skills Time management skills Social perceptiveness skills 
Service orientation skills Abilities: Intermediate flexibility of closure ability Intermediate deductive reasoning ability 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate written 
comprehension ability Intermediate oral expression ability Intermediate written expression ability Intermediate problem 
sensitivity ability Intermediate speed of closure ability Basic inductive reasoning ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3584 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3585 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3586 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3587 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3588 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3589 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 



 TN Job Classification Specifications  
September 22, 2020 

 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3590 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075284 - AUDITOR 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3591 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3592 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3593 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3594 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 



 TN Job Classification Specifications  
September 22, 2020 

information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3595 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3596 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3597 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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075284 - AUDITOR 4 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3598 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
accounting or a Public Accountant in good standing and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional auditing work. OR  Graduation from an accredited college or university with a 
bachelor's degree including thirty-six quarter hours in accounting and experience equivalent to substantial (five or more 
years of) full-time increasingly responsible auditing work. OR A Certified Public Accountant with the State of Tennessee 
and experience equivalent to four years of full-time increasingly responsible auditing work. Substitution of Education for 
Experience:  Additional graduate coursework in business administration with a major in accounting may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the second supervisory class in the Auditor sub-series. Under general supervision, employees in the 
class are responsible for supervising several teams of professional and sub-professional personnel in accomplishing 
financial, compliance, operational and/or program audits or acting as an assistant director of audit. Distinguishing 
Features: This class differs from that of Auditor 3 in that an incumbent of the latter leads a small team of subordinate 
professional auditors. This class differs from that of Audit Director in that an incumbent of the latter has responsibility 
for directing the audit function for a department with many complex and diverse programs and a large fiscal operation 
and managing subordinate auditing staff. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Leads assigned subordinates in conducting 
compliance audits of State departments, agencies, institutions or schools or private agencies receiving state or federal 
funds to determine statutory compliance. Leads assigned subordinates in conducting operational audits of state or 
private agencies to evaluate the efficiency and effectiveness of various programs. Leads assigned subordinates in 
conducting financial audits of private sector companies and trusts to ensure compliance with federal and state 
regulations. Examines organizational structure, managerial practices, policies and procedures and record-keeping 
procedures to ensure compliance with federal and state regulations. Examines documentation including but not limited 
to, financial statements, bank statements, balance sheets, purchase invoices and payroll records to ensure compliance 
with federal and state regulations. Reviews the work of assigned subordinates to ensure accuracy and completion. 
Reviews departmental risk assessment documentation to ensure compliance with the Financial Integrity Act.Analyzing 
Data or Information:  Analyzes internal controls during the course of regular audits or risk assessment analyses to 
identify adequacy of controls. Analyzes extent and severity of discrepancies in order to make recommendations under 
general direction. Analyzes work papers to determine number and significance of discrepancies from established 
compliance standards. Analyzes risk assessment documentation for the Financial Integrity Act to determine risk 
level.Processing Information:  Prepares draft audit narrative reports from work paper summaries under general 
direction, to document audit results, clearly communicate results, and make recommendations for corrective actions. 
Conducts and assists with special assignments, audits, and investigations as required. Prepares work papers and 
supporting documentation from a review of records and other auditing resources identify legal, financial, compliance, 
and/or administrative problems or discrepancies under general direction. Indexes work papers for future reference and 
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information tracking purposes under general direction based on departmental standards.Getting Information:  Conducts 
research on federal, state, and department policies, procedures, rules, and regulations to develop an audit program for 
testing. Gathers information from external and internal auditees to gain an understanding of their operations. Observes 
employees conducting daily work activities to develop performance feedback for performance development and 
evaluation.Provide Consultation and Advice to Others:  Acts as a subject matter expert for assigned supervisors, 
management, and internal and external business partners to provide advice. Advises assigned subordinates and co-
workers in proper steps for resolving identified problems and issues. Advises supervisor on possible changes that need 
to be made to auditing plans based on an expert understanding of a given auditing environment.Interpreting the 
Meaning of Information for Others:  Interprets departmental policies, procedures, rules, and regulations for internal and 
external auditees. Interprets departmental policies, procedures, rules, and regulations for assigned 
subordinates.Resolving Conflicts and Negotiating with Others:  Resolves conflicts between assigned subordinates as 
necessary to promote a healthy work environment. Resolves conflicts between assigned subordinates and auditees to 
ensure consistency and fairness of responses.Staffing Organizational Units:  Conducts and/or assists with Interviews and 
selection of candidates to fill assigned vacant positions. Makes recommendations to supervisor regarding assigned 
subordinate retention, reallocation, and/or termination.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Generates risk assessments to be evaluated by assigned supervisor related to audits to be 
conducted.Documenting/Recording Information:  Documents assigned subordinates' performance on an on-going basis 
to support performance evaluation. Documents project status of projects assigned to the work unit for report to 
assigned supervisor. Documents work performed in the course of the audit according to departmental standards, 
policies, and procedures for review by assigned supervisor. Documents employee performance expectations to generate 
an employee job plan. Documents communications with auditees related to the audit. Documents completion of each 
step of the assigned audit program.Making Decisions and Solving Problems: Reviews and approves draft audit narrative 
reports and work paper to document audit results, clearly communicate results, and make recommendations for 
corrective actions. Reviews and approves all workload submitted by assigned subordinates to ensure accuracy and 
completeness. Recommends employees for promotion, termination, or transfer based on employee performance 
evaluation results. Approves or denies travel requests, expenses, and vouchers.Thinking Creatively:  Designs audit 
programs as necessary to fit parameters of the assigned audit. Makes suggestions to assigned supervisor to improve the 
audit process and program. Assists assigned subordinates with the development of an appropriate auditing program for 
each given assignment. Brainstorms workflow and process improvements with co-workers, and assigned supervisor to 
enhance workplace efficiency and comply with audit suggestions. Developing Objectives and Strategies: Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance. Assists management with developing objectives and strategies to meet work unit goals. Assists with 
developing audit schedule for the following year.Communicating with Supervisors, Peers, or Subordinates:  Responds to 
inquiries for information from upper management personnel. Notifies management of systemic complaints and 
problems to obtain resolution. Communicates with co-workers and assigned subordinates to assist with problem solving 
and resolution.Monitor Processes, Materials, or Surroundings:  Monitors assigned subordinate performance to 
accurately inform evaluation results. Monitors work load of assigned subordinates to ensure they remain on task and on 
schedule.Identifying Objects, Actions, and Events:  Determines methodology and attributes to be tested based on 
assigned audit program. Identifies sample population to be audited based on assigned audit program.Judging the 
Qualities of Things, Services, or People:  Makes suggestions to assigned supervisor on appropriate adjustments to 
assigned audit program(s). Conducts performance evaluations of assigned subordinates.Establishing and Maintaining 
Interpersonal Relationships:  Functions as a proxy for the director as required during meetings and other functions. 
Conducts themselves in a professional manner during the course of assigned duties. Establishes and maintains a variety 
of personal contacts with departmental officials, agency representatives, attorneys, associates, supervisory staff and 
others to foster good will and enhance trust. Establishes meaningful working relationships with co-workers to ensure 
effective goal achievement. Communicates with internal and external customers in a friendly and courteous manner to 
promote healthy relationships and provide exceptional customer service. Coordinating the Work and Activities of 
Others:  Coordinates multi-state and third party audits with outside agencies to ensure smooth operations. Delegates 
work assignments to assigned subordinates to ensure efficient and timely completion of audit assignments. Advises 
supervisors and managers on unit work load and activities to assist with goal coordination and achievement. Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management. Assists assigned 
subordinates in prioritizing daily work load.Coaching and Developing Others:  Provides on the job training in appropriate 
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auditing techniques to newly hired assigned subordinates. Provides on the job training in appropriate supervisory 
techniques to their assigned subordinates that supervise. Provides performance feedback to assigned subordinates to 
assist in personal development. Provides top performing assigned subordinates with developmental opportunities to 
enhance organizational effectiveness. Recommends developmental opportunities to assigned subordinates as 
appropriate.Developing and Building Teams:  Assists team members with task performance to encourage cooperation. 
Conducts employee meetings to build morale and cohesiveness. Recognizes subordinate accomplishments to enhance 
morale and improve employee satisfaction. Plans, develops, and executes team building exercises and events to 
improve unit cohesion and trust.Communicating with Persons Outside of the Organization:  Communicates with 
auditees, vendors, and other outside entities to exchange and/or obtain auditing information. Establishes meaningful 
working relationships with assigned subordinates and co-workers to ensure effective goal achievement. Communicates 
with internal and external customers in a friendly and courteous manner to promote healthy relationships and provide 
exceptional customer service. Fields calls from external customers to appropriately answer questions and address 
concerns.Guiding, Directing, and Motivating Subordinates:  Leads assigned subordinates in performance of daily tasks to 
ensure goals are achieved and individual performance guidelines are being met. Works with assigned subordinates to 
identify personal motivators, individual leadership needs, and current skill levels to improve performance. Evaluates 
assigned subordinates workload to determine resource allocation and proper workflow.Training and Teaching Others:  
Conducts continuing education courses for specialized fields as required.Scheduling Work and Activities:  Schedules 
workload of assigned subordinates to ensure timely completion and proper coverage. Schedules meetings with auditees 
to perform assigned audits. Schedules personal vacation and requests for time off to ensure proper coverage. Schedules 
staff meetings as required to facilitate interpersonal and inter-departmental goal achievement.Organizing, Planning, and 
Prioritizing Work:  Prioritizes daily task list for self to ensure timely responses. Organizes resources and preliminary audit 
work as necessary to conduct assigned audit(s). Prioritizes daily task list for assigned subordinates as needed to ensure 
timely responses. Determines the composition of audit team(s) as appropriate to meet audit objectives.Interacting With 
Computers:  Generates word processing documents to produce reports. Generates and enters information in electronic 
spreadsheets to facilitate auditing documentation. Utilizes electronic mail and other devices to facilitate communication 
with internal and external customers. Enters time and leave requests and travel and expense reports in electronic 
database as required.Updating and Using Relevant Knowledge:  Attends leadership development trainings as 
appropriate. Attends professional development and continuing education courses as required. Attends department 
specific in-service training as required to enhance personal development.Performing Administrative Activities:  Approves 
employee time and leave requests as required. Reviews and approves leave and overtime requests for assigned 
subordinates based on departmental guidelines.Monitoring and Controlling Resources:  Submits requests for new 
equipment and required resources for assigned work unit.Operating Vehicles, Mechanized Devices, or Equipment:  
Operates assigned state vehicles in order to facilitate travel to audit assignments. Operates basic office equipment 
including but not limited to copiers, scanners, faxes, and calculators. 
 
Competencies (KSA’s): 
Competencies: Listening Integrity and Trust Ethics and Values Problem Solving Written Communications Confronting 
Direct Reports Hiring and Staffing Managing Diversity Compassion Business Acumen Comfort around Higher 
ManagementKnowledge: Advanced knowledge of auditing principles and practices Intermediate knowledge of 
accounting principles and practices Intermediate knowledge of customer and personal service procedures Intermediate 
knowledge of mathematics (Algebra, Statistical sampling) Intermediate knowledge of office productivity software 
(Microsoft Office Suite) Intermediate knowledge of administration and management principles and theories 
Intermediate knowledge of personnel management and human resource policies as they pertain to supervision 
Intermediate knowledge of coaching and mentoring best practices Basic knowledge of clerical proceduresSkills: 
Advanced quality control analysis skills Advanced systems analysis skills Advanced judgment and decision making skills 
Advanced monitoring skills Intermediate reading skills Intermediate public speaking skills Intermediate writing skills 
Basic mathematics skills Active listening skills Active learning skills Critical thinking skills Time management skills Social 
perceptiveness skills Service orientation skills Complex problem solving skillsAbilities: Advanced deductive reasoning 
ability Advanced oral expression ability Advanced written expression ability Advanced problem sensitivity ability 
Advanced flexibility of closure ability Intermediate inductive reasoning ability Intermediate oral comprehension ability 
Intermediate written comprehension ability Intermediate mathematical reasoning ability Intermediate speed of closure 
ability Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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042215 - BAKER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1986 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time volume food service work including at least 
one year in baking work. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs a variety of volume baking duties of average difficulty; and performs 
related work as required.Distinguishing Features: This is the only class in the Baker sub-series. An employee in this class 
performs baking duties and assists with cleaning equipment and ordering supplies on an assigned shift. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:     Bakes a variety of pastries, rolls, breads, cornbread, biscuits, fruit pies, 
puddings, cookies, cakes, and cobblers and decorates cakes, etc. by measuring ingredients and following recipes. Air 
Force recipe guide.Controlling Machines and Processes:    Operates a variety of kitchen equipment including mixers, 
food grinders, proofers, ovens/ranges, and can openers.Coordinating the Work and Activities of Others:    Direct the 
work of helpers as assigned.Repairing and Maintaining Mechanical Equipment:    Cleans and maintains bakery 
equipment and work area.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Plans menu 
by Coordinating with Supervisor.    Orders supplies as needed, weekly.Performing for or Working Directly with the 
Public:    Plates, wraps, and places desserts in merchandisers or display cases. 
 
Competencies (KSA’s): 
Competencies:    Self-Knowledge                                             Patience                    Work/Life Balance                 Customer 
Focus                     Timely Decision Making                     Composure                           Peer Relationships                 Decision 
Quality                    Dealing with AmbiguityKnowledge:    Basic knowledge of food preparation techniques, tools, and 
equipment                Basic knowledge of food storage and handling techniques                   Basic knowledge arithmetic and 
its application                       Basic knowledge of production and processing                        Basic management of material 
resources               Skills:    Time Management Skills                    Basic skills in preparing, cooking, and baking foods                            
Basic skills in talking to others to convey information effectively                     Basic skills in monitoring oneself, others, and 
work being performed                   Basic skills in adjusting actions in relation to others actions                 Basic skills in 
teaching others how to do something                            Basic learning strategies skills                        Basic mathematical 
reasoning                        Basic Memorization                        Abilities    Ability to shift back and forth between two or more 
activities or sources of information               Manual Dexterity                   Ability to exert muscle force to lift, push, pull, or 
carry objects                       Arm-Hand Steadiness                        Ability to quickly and repeatedly adjust controls of a 
machine to exact position                     Ability to bend, stretch, twist, or reach with body, arms, and/or legs                   
Basic written comprehensive abilities                         Basic number facilities abilities                       Finger Dexterity                    
Basic oral comprehensive abilities                  Ability to see details at close range                            Basic information ordering 
abilities  
 
Tools and Equipment Used: 
    Industrial Mixer    Whisks                                  Scales    Ovens           Spatulas                                Sifters    Proofing Cabinet                    
Cake Decorating Tools           Coolers/Freezers    Food Grinder                         Commercial Cutlery              Food 
Thermometer                            Can Opener                           Measuring Cups 
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075265 - BANK DIVISION MANAGER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3678 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
accounting, banking or business related field and experience equivalent to five years of full-time professional bank 
examination work with a minimum of one year experience as a lead or supervisor of a bank examination team. OR 
Qualifying full-time professional bank examining experience may be substituted for the required education on a year-
for-year basis to a maximum of four years. Additional graduate coursework in accounting, finance or banking may be 
substituted for the required experience on a year-for-year basis to a maximum of one year, there being no substitution 
for the lead/supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator's license may be required.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, performs managerial examination and provides regulatory oversight responsibilities 
of considerable difficulty and analytical detail for a division and performs management administrative related work. 
Distinguishing Features: An employee in this class, through subordinate supervisory staff and specialized examination 
staff, plans and manages examinations and provides regulatory oversight of banks; savings and loan associations; 
business and industrial development corporations; money transmitters; and trusts in an assigned division of the state. 
 
Work Activities: 
Analyzing Data or Information: Reviews and analyzes Bank, Trust, IT, BIDCO and Money Transmitter Reports of 
Examination and visitations submitted by Examiner-in-Charge to determine the accuracy of the safety and soundness 
reports. Analyze new bank applications and charter conversions to determine approval or denial recommendation 
and/or to provide feedback to applicant on approval requirements. Analyzes Bank, Trust, IT, BIDCO and Money 
Transmitter Reports of Examinations and visitations submitted by Examiner-in-Charge to determine appropriate 
regulatory responses. Judging the Quality of Things, Services or People: Conduct due diligence assessment of the 
management capabilities of financial institutions regulated or applied to be regulated by the Bank division. Conducts 
performance evaluations for assigned subordinates. Reviews due diligence assessment of the management capabilities 
of financial institutions regulated or applied to be regulated by the Bank division submitted by Examiner-in-Charge 
and/or federal regulator. Reviews performance evaluations conducted by assigned subordinates. Establishing and 
Maintain Interpersonal Relationships: Facilitates and work collectively with federal regulators and other banking 
industry entities to ensure a balance and consistent regulatory approach.Getting Information: Reviews federal exam 
mandates to assist in scheduling the examinations and visitations. Communicates with federal regulators pertaining to 
all facets of regulatory responsibilities. Reviews off-site monitoring bank and trust reports to assess the condition of the 
institution and to assist with scheduling. Reviews correspondence, progress reports, published financials and other 
documentation to determine the condition of the institutions. Communicates with bank officials and other bank 
representatives. Communicates with examiners and central office personnel.Resolving Conflicts and Negotiating with 
Others: Resolves conflicts with all regulatory stakeholders. Investigates and reports grievances and personnel issues to 
facilitate resolution. Assists Consumer Resources Division with resolving complaints.Interpreting the Meaning of 
Information for Others: Interprets regulatory findings to the institution management and Board of Directors to ensure 
understanding of the examination findings and provide guidance. Interprets regulatory statutes, guidelines policies, and 
procedures for internal and external customers to determine applicability to the department's regulatory 
responsibilities.Updating and Using Relevant Knowledge: Maintains up-to-date knowledge of bank regulatory processes, 
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statutes, policies, procedures, regulations and industry knowledge to effectively regulate the institutions and to serve as 
an information resource to internal and external customers.Coordinating the Work and Activities of Others: Coordinates 
the operational activities of assigned division staff to ensure continuing operations. Developing and Building Teams: 
Develops a culture of mutual trust, respect and cooperation among team members. Provides constructive feedback and 
assistance to department leadership, peers and subordinates as opportunities for improvement are identified. Provides 
leadership by example.Staffing Organizational Units: Interviews and makes recommendations for hire, promotion, 
demotion and transfer to ensure appropriate staffing is maintained within the division to carry out regulatory 
responsibilities.Provides Consultation and Advice to Others: Serves s departmental subject matter expert pertaining to 
the regulatory responsibilities of the division. Provides advice and answers questions to staff as needed.Processing 
Information: Monitors Report of Examination turnaround time to ensure compliance with departmental goals. Compiles 
and prepares ad-hoc reports as requested by department leadership. Developing Objectives and Strategies: Develops 
objectives for assigned field office to ensure compliance with division strategic plans.Scheduling Work Activities: 
Coordinates with federal regulators to comply with statutory requirements and other mandates to develop examination 
schedules. Develops and submit quarterly examination schedule to the Chief Administrator to ensure compliance with 
statutory requirement and other mandates. Develops detail expiations schedule ten days prior to the start of the 
quarter and submit to the Chief administrator, federal regulators and exam staff to ensure that the exams are 
conducted timely and appropriately staffed. Develops weekly itineraries for examination staff and submit to the Chief 
Administrator to ensure accountability and confirm implementation of the exam. Develops final itinerary for 
examination staff by Tuesday of the following week for auditing purposes and submit to the Chief 
Administrator.Communicating with Supervisors, Peers, or Subordinates: Communicate and address performance issues 
with subordinated staff as needed. Communicate on a daily basis with supervisors, co-workers and subordinates to 
convey work related information and coordinate work activities.Guiding, Directing, and Motivating Subordinates: 
Provide performance feedback to subordinate staff to facilitate employee development. Direct staff to complete 
department initiatives within established goals. Provide motivation to staff to ensure continued employee 
engagement.Evaluating Information to Determine Compliance with Standards: Evaluates bank, trust, IT, BIDCO and 
money transmitter reports of examinations and visitations submitted by Examiner-In-Charge to determine compliance 
with the federal and state regulatory standards. Evaluates the results of the examination work paper audit to ensure 
compliance with departmental policy. Audit and approve travel claims, travel authorizations and timesheets to ensure 
compliance with state and department policy. Audits vehicle reports to ensure compliance with state and department 
policy.Interacting with Computers: Utilizes word processing, databases, spreadsheets, search engines, regulatory and 
inventory software to maintain up to date information systems and generate required reports. Inputs and extracts data 
into and from assigned computer programs to facilitate the execution of other assigned tasks.Training and Teaching 
Others: Evaluating and identifying the training needs of the examination staff to facilitate their progress. Provides as 
required training to subordinate staff.Coaching and Developing Others: Provide coaching and feedback to improve 
employee performance and development. Actively solicit and maintain open door availability to staff.Thinking 
Creatively: Designs and develops policies, procedures and workflow tracking mechanisms to ensure effective operations 
within the bank division.Organizing, Planning, and Prioritizing Work: Ensures all facets of the assignments are 
appropriately staffed and adjust daily as needed to meet regulatory responsibilities. Coordinates staff meetings to share 
information from the division manager's meeting and department leadership. Solicit input from staff for quarterly 
manager's meetings related to examinations, operations, personnel issues, policies and procedures.Monitor Processes, 
materials, or Surroundings: Monitor performance of assigned subordinates to ensure accurate performance evaluation. 
Monitors office environment to ensure safety compliance. Serves as point of contact with property lessors and 
maintenance vendors to ensure office needs are met. Oversee office and maintenance of equipment to ensure correct 
operation.Making Decisions and Solving Problems: Makes daily decisions related to basic personnel and office 
management to ensure ongoing operations and the achievement of departmental goals. Approves or denies leave 
requests to ensure proper staffing. Determines regulatory school training needs. Documenting/Recording Information: 
Maintains personnel documentation of direct and indirect reports to manage staff performance. Maintains 
documentation of examination work papers. Records and maintains minutes of all staff meetings and division manager 
meetings to ensure proper documentation is maintained and follow-up items are carried out. Maintains documentation 
of examination and scheduling files. Maintains documentation of office supplies and maintenance receipts.Performing 
Administrative Activities: Maintain electronic and hard copy files in compliance with department's policies. Inspecting 
Equipment, Structures, or Material: Inspects state issued vehicles and submits required reports to ensure proper 
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maintenance. Conduct monthly office inspection for TOSHA and other safety requirements and submit a report to 
Human Resources. Conducts as-needed inspection of office and network equipment.Operating Vehicles, Mechanized 
Devices, or Equipment: Drives personal or state motor vehicle for designated work assignments. Monitoring and 
Controlling Resources: Monitor and verify field office equipment and supply inventory to ensure compliance with 
department auditing and inventory requirements.   
 
Competencies (KSA’s): 
Knowledge: Intermediate knowledge of administration and management as it relates to bank examinations Intermediate 
knowledge of economics and bank financial accounting                     Basic knowledge of communications as it relates to 
making formal presentations               Intermediate knowledge of banking laws and regulations                Intermediate 
knowledge of effective business writing principles                 Advanced knowledge of bank examination process             
Intermediate knowledge of financial mathematics                Basic knowledge of personnel management principles and 
best practices  Skills: Critical thinking skills                  Active learning skills                    Reading comprehension skills                  
Active listening skills                   Financial mathematical skills                   Personnel monitoring skills                      Process 
monitoring skills              Technical business writing skills              Instructing skills               Coordination skills                       
Negotiation skills             Persuasion social skills                 Service orientation social skills                Complex problem 
solving skills               Judgment and decision making skills                  Systems evaluation skills             Systems analysis skills                
Management of personnel resources skills                       Time management skills   Abilities: Deductive reasoning abilities             
Oral expression abilities                     Mathematical reasoning abilities                    Oral comprehension abilities              
Written comprehension abilities                     Number facility abilities                     Problem sensitivity abilities               
Written expression abilities                Finger dexterity abilities                    Speech clarity abilities                       Speech 
recognition abilities               Ability to maintain confidentiality  
 
Tools and Equipment Used: 
 Laptop Computer Financial Calculator Automobile Telephone Fax Machine Printer Copier 
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075202 - BANK EXAMINER 1** 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  6920 
 
Minimum Qualifications: 
Education and Experience: Bachelor’s degree from an accredited college or university with a major in Finance, 
Accounting, Economics, Business Administration or other related business degree with a minimum of nine (9) semester 
hours of accounting and/or finance.ORProfessional bank examination work may substitute for the required education 
including the accounting course work, on a year-for-year basis to a maximum of four (4) years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Maintain a Valid Motor Vehicle Operators License. 
Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional bank examination work of routine difficulty, 
attends required schools and performs related work as required.Distinguishing Features: This is the entry level 
classification in the Bank Examiner series. An incumbent in this class is employed by the Department of Financial 
Institutions and learns to review and analyze the financial statements and operations of state chartered Banks licensed 
to operate in Tennessee. This class flexes to and differs from Bank Examiner 2* in that an incumbent of the latter 
functions at the working level.*An applicant appointed to this class will be reclassified to Bank Examiner 2* after 
successful completion of a two-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Processing Information: Learns to calculate the quality of earnings, capital, liquidity, and interest rate sensitivity to 
determine the financial viability of the institution. Learns to reconcile the ALLL, capital accounts, due from/due to 
accounts, official checks, etc. to balance the institutions financial records. Identifying Objects, Actions and Events: Learns 
to identify trends and levels of financial data and ratios to determine the financial stability of the institution. Monitor 
Processes, Materials or Surroundings: Learns to audit and examine financial records of banks to ensure compliance with 
accepted accounting principles and practices and adherence to pertinent state laws, rules and regulations. Learns to 
verify a bank’s assets and liabilities in order to reconcile financial statements and check the accuracy of the report of 
condition and income. Learns to read UBPR data to assess the trends and levels of the bank financial performance. 
Learns to conduct test checks and samplings of income and disbursement items and accounts maintained during the 
period of examination in order to determine statutory compliance and the use of sound banking practices. Interpreting 
the Meaning of Information for Others: Learns to interpret the examination findings and convey this information to bank 
management. Evaluating Information to Determine Compliance with Standards: Learns to ensure that the institution is 
meeting all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes and financial 
records. Analyzing Data or Information: Learns to examine and analyze sensitivity to market risk to determine the effects 
of interest rate changes on the earnings and capital position based on the asset and liability structure of the institution. 
Learns to spread the balance sheet and income statement to verify that they are reporting financial data to the 
regulatory agencies correctly. Learns to examine and analyze the investment portfolio to determine its credit quality, 
potential contribution to earnings and ability to provide liquidity to the institution. Learns to examine and analyze the 
earnings to determine its ability to fund operations, provide capital augmentation and to properly fund the ALLL. Learns 
to examine and analyze the liquidity position in order to determine if the institution can manage its daily cash flow 
needs. Builds on the examination knowledge base and learns to evaluate key financial ratios to assess the safety and 
soundness of the institutions. Learns to examine and analyze the capital position to determine the financial viability of 
the institution and its level of risk protection provided in comparison to the institution’s overall risk profile. Making 
Decisions and Solving Problems: Learns to explain and interpret departmental policies and procedures and federal and 
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state laws, rules and regulations governing financial institutions to institution management and the board of directors to 
ensure an understanding of the examination findings and recommendations. Learns to interpret regulatory statutes, 
guidelines, policies and procedures for internal and external customers to determine applicability to departmental 
responsibilities. Getting Information: Learns to obtain the bank’s income statement to determine the bank’s 
profitability, ability to fund operations, to appropriately fund the ALLL and provide capital augmentation. Learns to 
obtain the bank’s interest rate measurement model to determine the effects of interest rate changes on the earnings 
and capital position based on the asset and liability structure of the institution. Learns to obtain a list of the bank’s 
investment portfolio to analyze the credit quality, income capacity and liquidity of the portfolio. Learns to obtain all 
bank policies and procedures to ensure that they conform to regulatory standards and management’s compliance with 
internal policies. Learns to obtain a copy of the bank’s quarter end balance sheet and income statement to check the 
accuracy of the reported condition and income (call report). Learns to obtain the bank’s liquidity monitoring model to 
determine if the institution can manage its daily cash flow needs. Learns to obtain budgetary information to ensure that 
budgetary assumptions are adequate and achievable. Learns how to obtain the bank’s general ledger in order to 
reconcile income, expense and balance sheet accounts. Reads prior Reports of Examination to determine if previous 
recommendations have been implemented and/or issues addressed/corrected. Judging the Qualities of Things, Services 
or People: Learns to identify and apply regulatory rating standards/definitions (CAMEL) to assign ratings to the bank’s 
financial components. Learns to judge the oversight being provided by the board and management staff of the 
institution. Learns to judge the adequacy of an institution’s policies in compliance with Best Practices. Updating and 
Using Relevant Knowledge: Continually maintain up-to-date knowledge of regulatory processes, statutes, policies, 
procedures, regulations and industry knowledge to effectively regulate the institutions and to serve as an information 
resource to internal and external customers. Completes all pre-course work and actively participate in required schools 
to learn all facets of the examination process in order to perform bank examinations. Documenting/Recording 
Information: Learns to prepare a detailed examination narrative reports and supporting financial and statistical 
documents identifying legal, financial and administrative problems/discrepancies and recommending methods of 
improvement. Learns to maintain documentation of examination work papers in compliance with department 
standards. Organizing, Planning, and Prioritizing Work: Learn to manage and prioritize multiple work assignments to 
meet established deadlines. Interacting with Computers: Learns to input and extract data into and from assigned 
computer programs to facilitate the execution of assigned tasks. Learns to set-up computers and printers at the 
examination site. Learns to retrieve information from appropriate websites for use during examinations. Learns to utilize 
identified software programs to analyze data and prepare report comments. Communicating with Persons Outside 
Organization: Learns to establish and maintain a variety of professional contacts with financial institution executives, 
federal counterparts and other personnel, accountants and lawyers to maintain up-to-date knowledge of the institutions 
we regulate. Establishing and Maintaining Interpersonal Relationships: Learns to work collectively with federal 
regulators and other bank industry entities to ensure a balanced and consistent regulatory approach. Communicating 
with Supervisors, Peers or Subordinates: Asks questions and seek clarification from supervisor, examiner-in-charge and 
experienced examiners regarding assigned tasks, policies, responsibilities and procedures to ensure understanding. 
Provides verbal and/or written updates to the examiner-in-charge pertaining to assigned examination tasks. 
Communicates via e-mail and verbally with supervisors, co-workers, departmental associates in order to suggest 
solutions or resolve problems uncovered in examinations. Performing Administrative Activities: Learns to submit 
accurate and complete timesheets in a timely manner in Edison. Learns to submit expense claims, travel authorizations 
and reports/mileage logs according to established guidelines and timeframes. Maintains electronic and hard-copy files 
according to department procedures. Makes copies of information as needed to maintain documentation and/or to 
utilize during the examination process. Operating Vehicles, Mechanized Devices, or Equipment: Travels out-of-state to 
participate in required schools to complete examination training. Travels to assigned examination sites including the 
potential for overnight travel to conduct examinations. Performing General Physical Activities: Lift and transport 
equipment (i.e. printers, boxes of records, etc.) to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies: Problem Solving                             Priority Setting                                Time Management                           
Action Oriented                               Drive for Results                             Career Ambition                              Written 
Communications                 Listening                         Patience                           Personal Development  Self-Development  
Knowledge: Intermediate knowledge of financial accounting and economic principles    Basic knowledge of financial 
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statements                   Intermediate financial mathematic skills                   Knowledge of statistical data analysis                       
Knowledge of computer software (Microsoft Word, Excel, Outlook)            Skills: Active learning skills and ability to 
acquire and build on knowledge base Possess active listening skills and ability to give full attention to instructions, ask 
questions, and understand new information Demonstrate critical thinking by using logic and reasoning to identify logical 
solutions, conclusions, and make recommendationsAbilities: Utilize on-the-job training and instruction from examiner 
schools and apply in the examination process                 Ability to read, comprehend and apply deductive reasoning skills 
to laws, rules, statutes, policies, and regulations and demonstrate understanding in the examination process                    
Ability to communicate effectively with co-workers and bank officials to convey information and present information in 
a group setting             Ability to utilize English language and composition to prepare written reports utilizing correct 
grammar, spelling, and sentence composition to clearly convey examination results to the readers Demonstrate time 
management skills and be able to prioritize work to meet deadlines Ability to identify correct mathematical methods or 
formulas in an analysis situation Ability to listen and understand information and ideas presented through spoken words 
and sentences Ability to communicate information when speaking to others to ensure understanding Ability to read and 
understand information presented in written form Demonstrate finger dexterity to key data Ability to lift 40 pounds of 
equipment/files to transport to the examination site Demonstrate interpersonal skills and ability to work as part of a 
team and self-motivation to work independently and unsupervised to complete work by identified deadlines Ability to 
adapt and effectively complete tasks in varying work environments and locations on a day-to-day basis Ability to sit and 
work at a computer and review paperwork for extensive periods of time  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copier Financial Calculator Scanner Automobile 
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075263 - BANK EXAMINER 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  8445 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking or business related field and a minimum of nine semester hours of accounting and/or finance; and 
experience equivalent to three years of full-time professional bank examination work with a federal or state agency. 
Substitution of Education for Experience: Additional graduate coursework in accounting, finance or banking may be 
substituted for the required experience on a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications:  must possess and maintain a valid motor vehicle license;  must demonstrate 
satisfactory completion of the FDIC Introduction to Examination School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve; must demonstrate satisfactory completion of the FDIC 
Financial Institution Analysis School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve; must demonstrate satisfactory completion of the FDIC Asset Liability Management School, or 
equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve; must demonstrate 
satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the Conference of State 
Bank Supervisors or Federal Reserve.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional bank examination work of considerable difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working level class in the Bank 
Examiner sub-series. An employee in this class is responsible for conducting examinations of state chartered banks. 
Work involves examining bank records, financial statements and preparing reports to ensure that bank operations and 
financial conditions adhere to the banking laws, rules and regulations of the state. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets the examination findings of troubled and satisfactory 
financial institutions and conveys this information to bank management and other examiners. Reviews examination 
comments from junior examiners to determine accuracy and relevancy of comments.Making Decisions and Solving 
Problems: Determines the initial CAMELS ratings to appropriately assess the financial condition of the institution. 
Determines the initial loan ratings to appropriately assess the credit quality of the bank’s loan portfolio. Determines if 
the financial institutions’ overall risk management policies and procedures are sufficient and effective in averting risk. 
Explains and interprets departmental policies and procedures and federal and state laws, rules and regulations 
governing financial institutions to institution management and the board of directors to ensure an understanding of the 
examination findings and recommendations. Interprets regulatory statutes, guidelines, policies and procedures for 
internal and external customers to determine applicability to departmental responsibilities.Processing Information: 
Serves as the Examiner in Charge of troubled and satisfactory financial institutions and are ultimately responsible for the 
processing of all financial information and reports of examinations. Reconciles the ALLL, capital accounts, due from/due 
to accounts, official checks, etc. to balance the institutions financial records. Calculates and analyzes the quality of 
earnings, capital, liquidity, and interest rate sensitivity to determine the financial viability of troubled and satisfactory 
financial institutions.Evaluating Information to Determine Compliance with Standards: Ensures that the financial 
institution is meeting all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes 
and financial records.Analyzing Data or Information: Analyzes and determines the adequacy of troubled and satisfactory 
financial institutions’ ALLL. Reviews and analyzes loans of troubled and satisfactory financial institutions to determine 
credit quality, potential risk of loss to capital. Examines and analyzes sensitivity to market risk on troubled and 
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satisfactory financial institutions to determine the effects of interest rate changes on the earnings and capital position 
based on the asset and liability structure of the institution. Assists on bank investigations in relation to new bank 
applications and charter conversion applications to determine relevancy and needs. Conducts BSA examinations of 
troubled and satisfactory financial institutions to determine compliance with statutory mandates. Examines and 
analyzes the use of financial derivatives as an investment or a hedge against interest rate risk. Examines and analyzes 
the capital position of troubled and satisfactory financial institutions to determine the financial viability of the institution 
and its level of risk protection provided in comparison to the institution’s overall risk profile. Examines and analyzes the 
investment portfolio of troubled and satisfactory financial institutions to determine its credit quality, potential 
contribution to earnings and ability to provide liquidity to the institution. Examines and analyzes the earnings of 
troubled and satisfactory financial institutions to determine its ability to fund operations, provide capital augmentation 
and to properly fund the ALLL. Serves as analyst to review progress reports, bank examination reports and other 
projects as assigned by the central office to assist in the regulation of financial institutions. Examines and analyzes the 
liquidity position of troubled and satisfactory financial institutions in order to determine if the institution can manage its 
daily cash flow needs. Spreads the balance sheet and income statement on troubled and satisfactory financial 
institutions to verify that they are reporting financial data to the regulatory agencies correctly. Expands one’s 
examination knowledge base and evaluates key financial ratios to assess the safety and soundness of the 
institutions.Judging the Qualities of Things, Services, or People: Identifies and applies regulatory rating 
standards/definitions (CAMELS, MOECA, AMDS) to assign ratings to the institutions’ financial components. Judges the 
oversight being provided by the board and management staff of troubled and satisfactory financial institution. Judges 
the adequacy of troubled and satisfactory financial institutions’ policies to determine compliance with Best Practices. 
Evaluates and provides feedback to the supervisor of examiners’ work product submitted on 
examinations.Documenting/Recording Information: Prepares detailed examination narrative reports and supporting 
financial and statistical documents identifying legal, financial and administrative problems/discrepancies and 
recommending methods of improvement. Completes loan cards accurately to support loan classification rating. 
Maintains documentation of examination work papers in compliance with department standards.Identifying Objects, 
Actions and Events: Identifies trends and levels of financial data and ratios to determine the financial stability of the 
institution.Monitor Processes, Materials or Surroundings: Audits and examines financial records of troubled and 
satisfactory institutions’ to ensure compliance with accepted accounting principles and practices and adherence to 
pertinent state laws, rules and regulations. Verifies troubled and satisfactory institutions’ assets and liabilities in order to 
reconcile financial statements and check the accuracy of the report of condition and income. Utilizes the UBPR data to 
assess the trends and levels of troubled and satisfactory bank financial performance. Conducts test checks and 
samplings of income and disbursement items and accounts maintained during the period of examination in order to 
determine statutory compliance and the use of sound banking practices.Establishing and Maintaining Interpersonal 
Relationships: Works collectively with federal regulators and other bank industry entities to ensure a balanced and 
consistent regulatory approach. Maintains appropriate communication with co-workers and other collaterals at all times 
within the work environment. Works collectively and harmoniously with peer examiners, supervisors and other 
department staff to ensure regulatory responsibilities are completed in compliance with policy, procedure, statutes and 
rules.Getting Information: Obtains the financial institutions’ income statement to determine the profitability, ability to 
fund operations, to appropriately fund the ALLL and provide capital augmentation. Obtains the financial institutions’ 
interest rate measurement model to determine the effects of interest rate changes on the earnings and capital position 
based on the asset and liability structure of the institution. Obtains a list of the financial institutions’ investment 
portfolio to analyze the credit quality, income capacity and liquidity of the portfolio. Obtains all financial institutions’ 
policies and procedures to ensure that they conform to regulatory standards and management’s compliance with 
internal policies. Obtains the financial institutions’ liquidity monitoring model to determine if the institution can manage 
its daily cash flow needs. Reads prior Reports of Examination to determine if previous recommendations have been 
implemented and/or issues addressed/corrected. Obtains a copy of the financial institutions’ quarter end balance sheet 
and income statement to check the accuracy of the reported condition and income (call report). Obtains budgetary 
information to ensure that budgetary assumptions are adequate and achievable. Obtains the financial institutions’ 
general ledger in order to reconcile income, expense and balance sheet accounts.Communicating with Supervisors, 
Peers or Subordinates: Asks questions and seeks clarification from supervisor, examiner-in-charge and others examiners 
regarding assigned tasks, policies, responsibilities and procedures to ensure understanding. Provides verbal and/or 
written updates to the division manager, supervisor and/or examiner-in-charge pertaining to assigned examination 
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tasks. Communicates via e-mail and verbally with supervisors, co-workers, departmental associates in order to suggest 
solutions or resolve problems uncovered in examinations.Updating and Using Relevant Knowledge: Maintains up-to-
date knowledge of regulatory processes, statutes, policies, procedures, regulations and industry knowledge to 
effectively regulate the institutions and to serve as an information resource to internal and external customers. 
Completes all pre-course and course work and actively participates in required schools to learn all facets of the 
examination process in order to perform bank examinations.Training and Teaching Others: Provides positive training 
opportunities for subordinate examination staff to ensure their continued development of examination practices and 
procedures.Organizing, Planning and Prioritizing Work: Organizes, plans and oversees multiple meetings with 
management/directorate and other regulatory agencies. Manages and prioritizes multiple work assignments to meet 
established deadlines. Completes preplan assessment of troubled and satisfactory financial institutions scheduled for 
examination.Performing Administrative Activities: Submits accurate and complete timesheets in accordance with 
established deadlines in Edison. Submits expense claims, travel authorizations and reports/mileage logs according to 
established guidelines and timeframes. Completes and submits by established deadlines all required forms and 
paperwork to document continuing education requirements as well as understanding and compliance with policy and 
procedure. Complies with all motor vehicle maintenance guidelines and requirements for assigned leased vehicle. 
Maintains electronic and hard-copy files according to department procedures. Makes copies of information as needed 
to maintain documentation and/or to utilize during the examination process.Coaching and Developing Others: Provides 
positive coaching and development opportunities for subordinate examination staff.Interacting with Computers: Utilizes 
identified software programs to analyze data and prepare report comments. Inputs and extracts data into and from 
assigned computer programs to facilitate the execution of assigned tasks. Sets up computers and printers at the 
examination site. Retrieves information from appropriate websites for use during examinations.Communicating with 
Persons outside the Organization: Establishes and maintains a variety of professional contacts with financial institution 
executives, federal counterparts and other personnel, accountants and lawyers to maintain up-to-date knowledge of the 
institutions we regulate.Operating Vehicles, Mechanized Devices or Equipment: Travels out-of-state to participate in 
required schools to complete examination training. Travels to assigned examination sites including the potential for 
overnight travel to conduct examinations.Performing General Physical Activities: Lifts and transports equipment (i.e. 
printers, boxes of records, etc.) to be utilized at the examination site. 
 
Competencies (KSA’s): 
 Competencies: Decision Quality                              Problem Solving                                              Informing                         
Timely Decision Making                  Conflict Management                       Standing Alone                                Action Oriented                              
Drive for Results                              Presentation Skills                            Written Communications ListeningKnowledge: 
Advanced knowledge of financial accounting and economic principles              Advanced knowledge of financial 
statements       Knowledge of statistical data analysis                  Knowledge of computer software (Microsoft Word, Excel, 
Outlook)                Advanced knowledge of state and federal laws, rules, regulations, statutes, policies, procedures, 
bulletins and financial institution letters    Skills: Active learning skills and ability to acquire and build on advanced 
knowledge base      Possess active listening skills and ability to give full attention to instructions, ask questions, and 
understand new information                      Demonstrate critical thinking by using logic and reasoning to identify logical 
solutions, conclusions, and make recommendations     Demonstrate time management skills and be able to prioritize 
work for self and others to meet deadlines Demonstrate leadership skills and ability to provide guidance and mentoring 
to examination team members to complete work by identified deadlines Demonstrate interpersonal skills and ability to 
work as part of a team and self-motivation to work independently and unsupervised to complete work by identified 
deadlines         Advanced financial mathematic skills Abilities:   Utilize on-the-job training and instruction from examiner 
schools and apply in the examination process Ability to read, comprehend and apply deductive reasoning skills to laws, 
rules, statutes, policies, and regulations and demonstrate understanding in the examination process Ability to 
communicate effectively with co-workers and bank officials to convey information and present information in a group 
setting Advanced ability to resolve complex problems and issues Ability to prepare written reports utilizing correct 
grammar, spelling, and sentence composition to clearly convey examination results to the readers   Ability to utilize 
judgment and decision making skills to choose the most appropriate course of action based on information obtained 
through the examination process Ability to identify correct mathematical methods or formulas in an analysis situation 
Ability to listen and understand information and ideas presented through spoken words and sentences Ability to 
communicate and modify information when speaking to others to ensure understanding Ability to read, understand and 
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modify information presented in written form Ability to lift 40 pounds of equipment/files to transport to the 
examination site Demonstrate interpersonal skills and ability to work as part of a team and self-motivation to work 
independently and unsupervised to complete work by identified deadlines Demonstrate leadership skills and ability to 
provide guidance and mentoring to examination team members to complete work by identified deadlines Ability to 
adapt and effectively complete tasks in varying work environments and locations on a day-to-day basis Ability to sit and 
work at a computer and review paperwork for extensive periods of time 
 
Tools and Equipment Used: 
 Laptop Computer Printer Copier Fax Machine Scanner Financial Calculator 
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075267 - BANK EXAMINER 4 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3680 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking or business related field and a minimum of nine semester hours of accounting and/or finance; and 
experience equivalent to four years of full-time professional bank examination work with a federal or state agency. 
Substitution of Education for Experience: Additional graduate coursework in accounting, finance or banking may be 
substituted for the required experience on a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications:     must possess and maintain a valid motor vehicle license;     must demonstrate 
satisfactory completion of the FDIC Introduction to Examination School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    must demonstrate satisfactory completion of the FDIC 
Financial Institution Analysis School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve;    must demonstrate satisfactory completion of the FDIC Asset Liability Management School, or 
equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve;    must demonstrate 
satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the Conference of State 
Bank Supervisors or Federal Reserve;    must demonstrate satisfactory completion of the FDIC Examination Management 
School, or equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional bank examination work of considerable difficulty; 
and performs related work as required. Distinguishing Features: This is the lead class in the Bank Examiner sub-series. 
An employee in this class is responsible for serving as the Examiner in Charge (EIC) for a team of subordinate bank 
examiners in directing and conducting examinations of large, complex and/or troubled state chartered financial 
institutions. Work involves examining bank and other financial institution records and financial statements and 
preparing reports to ensure that bank operations and financial conditions adhere to the banking laws, rules and 
regulations of the state. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets the examination findings of large, complex and 
troubled banks and conveys this information to bank management and other examiners.    Reviews examination 
comments from junior examiners to determine accuracy and relevancy of comments.Making Decisions and Solving 
Problems:    Determines the initial CAMELS ratings to appropriately assess the financial condition of the institution.    
Explains and interprets departmental policies and procedures and federal and state laws, rules and regulations 
governing financial institutions to institution management and the board of directors to ensure an understanding of the 
examination findings and recommendations.    Determines the initial loan ratings to appropriately assess the credit 
quality of the bank's loan portfolio.    Determines if the financial institutions' overall risk management policies and 
procedures are sufficient and effective in averting risk.    Interprets regulatory statutes, guidelines, policies and 
procedures for internal and external customers to determine applicability to departmental responsibilities.Processing 
Information:    Serves as the Examiner in Charge of large, complex and troubled financial institutions and are ultimately 
responsible for the processing of all financial information and reports of examinations.    Reconciles the ALLL, capital 
accounts, due from/due to accounts, official checks, etc. to balance the institutions financial records.    Calculates and 
analyzes the quality of earnings, capital, liquidity, and interest rate sensitivity to determine the financial viability of large, 
complex and troubled financial institutions.Evaluating Information to Determine Compliance with Standards:    Ensures 
that the financial institution is meeting all state and federal regulatory guidelines by reviewing policies, procedures, 
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practices, processes and financial records.Analyzing Data or Information:    Analyzes and determines the adequacy of 
large, complex and troubled financial institutions' ALLL.    Examines and analyzes the use of financial derivatives as an 
investment or a hedge against interest rate risk.    Reviews and analyzes loans of large, complex and troubled financial 
institutions to determine credit quality, potential risk of loss to capital.    Conducts bank investigations in relation to new 
bank applications and charter conversion applications to determine relevancy and needs.    Examines and analyzes the 
investment portfolio of large, complex and troubled financial institutions to determine its credit quality, potential 
contribution to earnings and ability to provide liquidity to the institution.    Examines and analyzes sensitivity to market 
risk on large, complex and troubled financial institutions to determine the effects of interest rate changes on the 
earnings and capital position based on the asset and liability structure of the institution.    Conducts examinations of 
nonbank financial institutions to determine compliance with statutory mandates.    Examines and analyzes the earnings 
of large, complex and troubled financial institutions to determine its ability to fund operations, provide capital 
augmentation and to properly fund the ALLL.    Conducts BSA examinations of large, complex and troubled financial 
institutions to determine compliance with statutory mandates.    Examines the financial condition of Tennessee trust 
companies and bank trust departments to determine the financial viability of the institution and compliance with 
statutes, rules, regulations, policies and departmental bulletins to ensure a strong and viable system.    Examines the IT 
systems of Tennessee chartered banks and trust companies to determine institutions' compliance with regulatory IT 
guidelines, most notably those standards and best practices noted within the FFIEC's Information Systems Examination 
Handbook and confirm institutions compliance with statutes, rules, regulations, policies and departmental bulletins to 
ensure a strong and viable IT system is in place.    Examines and analyzes the capital position of large, complex and 
troubled financial institutions to determine the financial viability of the institution and its level of risk protection 
provided in comparison to the institution's overall risk profile.    Examines and analyzes the liquidity position of large, 
complex and troubled financial institutions in order to determine if the institution can manage its daily cash flow needs.    
Serves as analyst to review progress reports, bank examination reports and other projects as assigned by the central 
office to assist in the regulation of financial institutions.    Spreads the balance sheet and income statement on large, 
complex and troubled financial institutions to verify that they are reporting financial data to the regulatory agencies 
correctly.    Expands one's examination knowledge base and evaluates key financial ratios to assess the safety and 
soundness of the institutions.Judging the Qualities of Things, Services, or People:    Identifies and applies regulatory 
rating standards/definitions (CAMELS, MOECA, AMDS) to assign ratings to the institutions' financial components.    
Judges the oversight being provided by the board and management staff of the large, complex and troubled financial 
institution.    Judges the adequacy of large, complex and troubled financial institutions' policies to determine compliance 
with Best Practices.    Evaluates and provides feedback to the supervisor of examiners' work product submitted on 
examinations.Documenting/Recording Information:    Prepares detailed examination narrative reports and supporting 
financial and statistical documents identifying legal, financial and administrative problems/discrepancies and 
recommending methods of improvement.    Completes loan cards accurately to support loan classification rating.    
Maintains documentation of examination work papers in compliance with department standards.Identifying Objects, 
Actions and Events:    Identifies trends and levels of financial data and ratios to determine the financial stability of the 
institution. Monitor Processes, Materials or Surroundings:    Audits and examines financial records of large, complex and 
troubled banks to ensure compliance with accepted accounting principles and practices and adherence to pertinent 
state laws, rules and regulations.    Verifies large, complex and troubled bank's assets and liabilities in order to reconcile 
financial statements and check the accuracy of the report of condition and income.    Utilizes the UBPR data to assess 
the trends and levels of large, complex and troubled bank financial performance.    Conducts test checks and samplings 
of income and disbursement items and accounts maintained during the period of examination in order to determine 
statutory compliance and the use of sound banking practices.Establishing and Maintaining Interpersonal Relationships:    
Works collectively with federal regulators and other bank industry entities to ensure a balanced and consistent 
regulatory approach.    Maintains appropriate communication with co-workers and other collaterals at all times within 
the work environment.    Works collectively and harmoniously with peer examiners, supervisors and other department 
staff to ensure regulatory responsibilities are completed in compliance with policy, procedure, statutes and rules.Getting 
Information:    Obtains the financial institutions' income statement to determine the profitability, ability to fund 
operations, to appropriately fund the ALLL and provide capital augmentation.    Obtains the financial institutions' 
interest rate measurement model to determine the effects of interest rate changes on the earnings and capital position 
based on the asset and liability structure of the institution.    Obtains a list of the financial institutions' investment 
portfolio to analyze the credit quality, income capacity and liquidity of the portfolio.    Obtains all financial institutions' 
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policies and procedures to ensure that they conform to regulatory standards and management's compliance with 
internal policies.    Obtains the financial institutions' liquidity monitoring model to determine if the institution can 
manage its daily cash flow needs.    Obtains a copy of the financial institutions' quarter end balance sheet and income 
statement to check the accuracy of the reported condition and income (call report).    Reads prior Reports of 
Examination to determine if previous recommendations have been implemented and/or issues addressed/corrected.    
Obtains budgetary information to ensure that budgetary assumptions are adequate and achievable.    Obtains the 
financial institutions' general ledger in order to reconcile income, expense and balance sheet accounts.Communicating 
with Supervisors, Peers or Subordinates:    Asks questions and seeks clarification from supervisor, examiner-in-charge 
and other examiners regarding assigned tasks, policies, responsibilities and procedures to ensure understanding.    
Provides verbal and/or written updates to the division manager, supervisor and/or examiner-in-charge pertaining to 
assigned examination tasks.    Communicates via e-mail and verbally with supervisors, co-workers, departmental 
associates in order to suggest solutions or resolve problems uncovered in examinations.Updating and Using Relevant 
Knowledge:    Maintains up-to-date knowledge of regulatory processes, statutes, policies, procedures, regulations and 
industry knowledge to effectively regulate the institutions and to serve as an information resource to internal and 
external customers.    Completes all pre-course and course work and actively participates in required schools to learn all 
facets of the examination process in order to perform bank examinations.Training and Teaching Others:    Provides 
positive training opportunities for subordinate examination staff to ensure their continued development of examination 
practices and procedures.Organizing, Planning and Prioritizing Work:    Completes preplan assessment of large, complex 
and troubled financial institutions scheduled for examination.    Manages and prioritizes multiple work assignments to 
meet established deadlines.    Organizes plans and oversees multiple meetings with management/directorate and other 
regulatory agencies.Performing Administrative Activities:    Submits accurate and complete timesheets in accordance 
with established deadlines in Edison.    Submits expense claims, travel authorizations and reports/mileage logs according 
to established guidelines and timeframes.    Completes and submits by established deadlines all required forms and 
paperwork to document continuing education requirements as well as understanding and compliance with policy and 
procedure.    Complies with all motor vehicle maintenance guidelines and requirements for assigned leased vehicle.    
Maintains electronic and hard-copy files according to department procedures.    Makes copies of information as needed 
to maintain documentation and/or to utilize during the examination process.Coaching and Developing Others:    
Provides positive coaching and development opportunities for subordinate examination staff.Interacting with 
Computers:    Utilizes identified software programs to analyze data and prepare report comments.    Inputs and extracts 
data into and from assigned computer programs to facilitate the execution of assigned tasks.    Retrieves information 
from appropriate websites for use during examinations.    Sets up computers and printers at the examination 
site.Communicating with Persons Outside the Organization:    Establishes and maintains a variety of professional 
contacts with financial institution executives, federal counterparts and other personnel, accountants and lawyers to 
maintain up-to-date knowledge of the institutions we regulate.Operating Vehicles, Mechanized Devices or Equipment:    
Travels out-of-state to participate in required schools to complete examination training.    Travels to assigned 
examination sites including the potential for overnight travel to conduct examinations.Performing General Physical 
Activities:    Lifts and transports equipment (i.e. printers, boxes of records, etc.) to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                 Problem Solving                                 Delegation                           Timely 
Decision Making                     Conflict Management                          Standing Alone                                   Action Oriented                              
Drive for Results                                 Presentation Skills                               Written Communications                     Listening                        
Self-Development    Self-KnowledgeKnowledge:    Advanced knowledge of financial accounting and economic principles    
Advanced knowledge of financial statements    Knowledge of statistical data analysis    Knowledge of computer software 
(Microsoft Word, Excel, Outlook)    Advanced knowledge of state and federal laws, rules, regulations, statutes, policies, 
procedures, bulletins and financial institution letters Skills:    Active learning skills and ability to acquire and build on 
advanced knowledge base    Possess active listening skills and ability to give full attention to instructions, ask questions, 
and understand new information    Demonstrate critical thinking by using logic and reasoning to identify logical 
solutions, conclusions, and make recommendations    Demonstrate time management skills and be able to prioritize 
work for self and others to meet deadlines.    Demonstrate finger dexterity to key data    Advanced financial mathematic 
skillsAbilities:    Utilize on-the-job training and instruction from examiner schools and apply in the examination process    
Ability to read, comprehend and apply deductive reasoning skills to laws, rules, statutes, policies, and regulations and 



 TN Job Classification Specifications  
September 22, 2020 

demonstrate understanding in the examination process    Ability to communicate effectively with co-workers and bank 
officials to convey information and present information in a group setting    Advanced ability to resolve complex 
problems and issues    Ability to prepare written reports utilizing correct grammar, spelling, and sentence composition to 
clearly convey examination results to the readers      Ability to utilize judgment and decision making skills to choose the 
most appropriate course of action based on information obtained through the examination process    Ability to identify 
correct mathematical methods or formulas in an analysis situation    Ability to listen and understand information and 
ideas presented through spoken words and sentences    Ability to communicate and modify information when speaking 
to others to ensure understanding    Ability to read, understand and modify information presented in written form    
Ability to lift 40 pounds of equipment/files to transport to the examination site    Demonstrate interpersonal skills and 
ability to work as part of a team and self-motivation to work independently and unsupervised to complete work by 
identified deadlines    Demonstrate leadership skills and ability to provide guidance and mentoring to examination team 
members to complete work by identified deadlines    Ability to adapt and effectively complete tasks in varying work 
environments and locations on a day-to-day basis    Ability to sit and work at a computer and review paperwork for 
extensive periods of time  
 
Tools and Equipment Used: 
    Laptop Computer    Printer    Copier    Fax Machine    Scanner    Financial Calculator 
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075268 - BANK FINANCIAL ANALYST 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3696 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting, or banking and experience equivalent to five years of either increasingly 
responsible full-time professional financial institutions examining work with a federal or state agency, or financial 
analysis, accounting, auditing, lending, or related work with a financial institution; qualifying full-time professional bank 
examining, accounting, auditing or related experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years; additional graduate coursework in accounting or other related acceptable field may 
be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required.Examination Method: Education 
and Experience, 100%, for Career Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary:Under general supervision, is responsible for bank financial analysis work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An incumbent in this class provides financial analyses and 
statistical information to the Department of Financial Institution's examination and investigation program in order to 
detect unusual trends and developments in state banks through a monitoring system and to make policy 
recommendations as a result of the analyses. 
 
Work Activities: 
1. Reviews and analyzes information on Call Reports, Income Statements, Uniform Bank Performance Reports, 
Examination Reports, and other submitted financial data; provides financial and statistical information to division 
management and bank examiners for the examination and field investigation program; prepares special studies and 
reports to evaluate the probable impact of alternative courses of action in complex situations; makes recommendations 
on policy changes.2. Plans and organizes major projects including the development of methodologies and analytical 
techniques of a bank monitoring system.3. Assists in the review process of bank examination, follow-up visitations, and 
progress reports; prepares off-site action reports.4. Evaluates and reports on changing conditions and practices in the 
banking industry.5. Assists in the investigation and resolution of consumer complaints.6. Identifies and defines 
information systems needs and procedures in order to achieve and maintain effective data processing programs; 
develops an education and training program for data processing applications. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075276 - BANK OFFSITE MNTR COORDINATOR 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3473 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking or business related field and a minimum of nine semester hours of accounting and/or finance. 
Experience equivalent to five years of full-time professional bank examination work with a federal or state agency. 
Substitution of Education for Experience: Additional graduate coursework in accounting, finance or banking may be 
substituted for the required experience on a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Must possess and maintain a valid motor vehicle 
license;     Must demonstrate satisfactory completion of the FDIC Introduction to Examination School, or equivalent 
training provided by the Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory 
completion of the FDIC Financial Institution Analysis School, or equivalent training provided by the Conference of State 
Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC Asset Liability 
Management School, or equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve;    
Must demonstrate satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC 
Examination Management School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for offsite monitoring of financial institutions safety and soundness 
work of considerable difficulty; and performs related work as required.  Distinguishing Features: An employee in this 
class is responsible for carrying out the offsite monitoring work of financial institutions regulated by the department 
including coordinating the offsite monitoring work of other examiners in the region and also serves as the Examiner in 
Charge (EIC) for a team of subordinate bank examiners in directing and conducting examinations of large, complex 
and/or troubled state chartered financial institutions. Work involves examining bank and other financial institution 
records and financial statements and preparing reports to ensure that bank operations and financial conditions adhere 
to the banking laws, rules and regulations of the state. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Interprets the examination findings of large, complex and 
troubled banks and conveys this information to bank management and other examiners.    Interpret quarterly UBPR 
reports and prepare a written narrative to be submitted to the Bank Division Manager for review and submission to 
Central Office.    Reviews examination comments from junior examiners to determine accuracy and relevancy of 
comments.Judging the Qualities of Things, Services, or People:    Evaluates information from examiners to support 
recommendations being made in the offsite monitoring report.    Judge if any deterioration or changes have occurred in 
the institutions status since the previous monitoring period.    Judges the oversight being provided by the board and 
management staff of the large, complex and troubled financial institution.    Identifies and applies regulatory rating 
standards/definitions (CAMELS) to assign ratings to the institutions' financial components.    Judges the adequacy of 
large, complex and troubled financial institutions' policies to determine compliance with Best Practices.    Evaluate and 
provide feedback to the supervisor of examiners' work product submitted on examinations.Making Decisions and 
Solving Problems:    Explains and interprets departmental policies and procedures and federal and state laws, rules and 
regulations governing financial institutions to institution management and the board of directors to ensure an 
understanding of the examination findings and recommendations.    Determines examination schedule 
recommendations based upon monitoring results.    Determines the initial CAMELS ratings to appropriately assess the 
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financial condition of the institution.    Analyze the financial condition of each bank within assigned region on a quarterly 
basis to make recommendations when appropriate for scheduling purposes and to determine cause of any identified 
deterioration in a bank's financial condition.    Determines the initial loan ratings to appropriately assess the credit 
quality of the bank's loan portfolio.    Determines if the financial institutions' overall risk management policies and 
procedures are sufficient and effective in averting risk.    Interprets regulatory statutes, guidelines, policies and 
procedures for internal and external customers to determine applicability to departmental responsibilities.Processing 
Information:    Serves as the Examiner in Charge of large, complex and troubled financial institutions and are ultimately 
responsible for the processing of all financial information and reports of examinations.    Reviews information from 
examinations/visitations and via off-site surveillance from quarterly call reports.    As Offsite Monitoring Coordinator, 
compiles information/data from all examiners assisting with evaluation.    Compiles information obtained from analysis 
of the assigned region's financial institutions and prepares performance trend summary on a quarterly basis.    
Calculates and analyzes the quality of earnings, capital, liquidity, and interest rate sensitivity to determine the financial 
viability of large, complex and troubled financial institutions.    Reconciles the ALLL, capital accounts, due from/due to 
accounts, official checks, etc. to balance the institutions financial records.Evaluating Information to Determine 
Compliance with Standards:    Ensures that the financial institution is meeting all state and federal regulatory guidelines 
by reviewing policies, procedures, practices, processes and financial records.Analyzing Data or Information:    Analyzes 
data from off-site surveillance, quarterly call reports and other sources.    Analyze any component rated 3, 4 or 5 to 
determine safety and soundness of the institution.    Analyze the status of all enforcement actions.    Reviews and 
analyzes loans of large, complex and troubled financial institutions to determine credit quality, potential risk of loss to 
capital.    Conducts bank investigations in relation to new bank applications and charter conversion applications to 
determine relevancy and needs.    Analyzes and determines the adequacy of large, complex and troubled financial 
institutions' ALLL.    Examines and analyzes the capital position of large, complex and troubled financial institutions to 
determine the financial viability of the institution and its level of risk protection provided in comparison to the 
institution's overall risk profile.    Examines and analyzes the liquidity position of large, complex and troubled financial 
institutions in order to determine if the institution can manage its daily cash flow needs.    Analyzes quarterly UBPR data 
to identify deteriorating trends in financial institutions to assist in scheduling.    Examines and analyzes the earnings of 
large, complex and troubled financial institutions to determine its ability to fund operations, provide capital 
augmentation and to properly fund the ALLL.    Examines and analyzes the use of financial derivatives as an investment 
or a hedge against interest rate risk.    Examines and analyzes the investment portfolio of large, complex and troubled 
financial institutions to determine its credit quality, potential contribution to earnings and ability to provide liquidity to 
the institution.    Examines and analyzes sensitivity to market risk on large, complex and troubled financial institutions to 
determine the effects of interest rate changes on the earnings and capital position based on the asset and liability 
structure of the institution.    Conducts examinations of nonbank financial institutions to determine compliance with 
statutory mandates.    Conducts BSA examinations of large, complex and troubled financial institutions to determine 
compliance with statutory mandates.    Serves as analyst to review progress reports, bank examination reports and 
other projects as assigned by the central office to assist in the regulation of financial institutions.    Continually expand 
one's examination knowledge base and evaluates key financial ratios to assess the safety and soundness of the 
institutions.    Spreads the balance sheet and income statement on large, complex and troubled financial institutions to 
verify that they are reporting financial data to the regulatory agencies correctly.Organizing, Planning and Prioritizing 
Work:    Completes preplan assessment of large, complex and troubled financial institutions scheduled for examination.    
Completes quarterly monitoring reports within established deadlines and timeframes.    Manages and prioritizes 
multiple work assignments to meet established deadlines.    Organizes, plans and oversees multiple meetings with 
management/directorate and other regulatory agencies.Identifying Objects, Actions and Events:    Identifies quarterly 
trends and levels of financial data and ratios to determine the financial stability and/or declining trends of the institution 
within assigned region.Communicating with Supervisors, Peers, or Subordinates:    Provides a written quarterly analysis 
to Bank Division Manager, Central Office and Examiners assigned to the region to assist with preplanning, scheduling, 
and trend analysis.    Provides verbal and/or written updates to the division manager, supervisor and/or examiner-in-
charge pertaining to assigned examination tasks.    Asks questions and seeks clarification from supervisor, examiner-in-
charge and others examiners regarding assigned tasks, policies, responsibilities and procedures to ensure 
understanding.    Communicates via e-mail and verbally with supervisors, co-workers, departmental associates in order 
to suggest solutions or resolve problems uncovered in examinations.Monitor Processes, Materials or Surroundings:    
Audits and examines financial records of large, complex and troubled banks to ensure compliance with accepted 



 TN Job Classification Specifications  
September 22, 2020 

accounting principles and practices and adherence to pertinent state laws, rules and regulations.    Monitor institutions 
utilizing information from numerous sources both on-site and via off-sit surveillance and resources    Utilizes the UBPR 
data to assess the quarterly trends and levels of large, complex and troubled bank financial performance.    Verifies 
large, complex and troubled bank's assets and liabilities in order to reconcile financial statements and check the 
accuracy of the report of condition and income.    Conducts test checks and samplings of income and disbursement 
items and accounts maintained during the period of examination in order to determine statutory compliance and the 
use of sound banking practices.Documenting/Recording Information:    Prepares detailed examination narrative reports 
and supporting financial and statistical documents identifying legal, financial and administrative problems/discrepancies 
and recommending methods of improvement.    Prepares detailed quarterly monitoring narrative reports identifying the 
financial status of institutions within the assigned region and recommend schedule changes when appropriate.    
Completes loan cards accurately to support loan classification rating.    Maintains documentation of quarterly 
monitoring information and supporting work papers in compliance with department standards.    Maintains 
documentation of examination work papers in compliance with department standards.Establishing and Maintaining 
Interpersonal Relationships:    Works collectively with federal regulators and other bank industry entities to ensure a 
balanced and consistent regulatory approach.    Maintains appropriate communication with co-workers and other 
collaterals at all times within the work environment.    Works collectively and harmoniously with peer examiners, 
supervisors and other department staff to ensure regulatory responsibilities are completed in compliance with policy, 
procedure, statutes and rules.Getting Information:    Obtain information from the quarterly call report for review and 
analysis.    Obtain information from bank management for review and analysis as part of the quarterly monitoring 
process.    Obtains the financial institutions' income statement to determine the profitability, ability to fund operations, 
to appropriately fund the ALLL and provide capital augmentation.    Contact bank management when necessary or 
appropriate to determine reason for questionable trends identified during the quarterly monitoring process.    Obtains 
all financial institutions' policies and procedures to ensure that they conform to regulatory standards and management's 
compliance with internal policies.    Obtains the financial institutions' liquidity monitoring model to determine if the 
institution can manage its daily cash flow needs.    Reads prior Reports of Examination to determine if previous 
recommendations have been implemented and/or issues addressed/corrected.    Obtains the financial institutions' 
interest rate measurement model to determine the effects of interest rate changes on the earnings and capital position 
based on the asset and liability structure of the institution.    Obtains a list of the financial institutions' investment 
portfolio to analyze the credit quality, income capacity and liquidity of the portfolio.    Obtains a copy of the financial 
institutions' quarter end balance sheet and income statement to check the accuracy of the reported condition and 
income (call report).    Obtains budgetary information to ensure that budgetary assumptions are adequate and 
achievable.    Obtains the financial institutions' general ledger in order to reconcile income, expense and balance sheet 
accounts.Updating and Using Relevant Knowledge:    Continually maintains up-to-date knowledge of regulatory 
processes, statutes, policies, procedures, regulations and industry knowledge to effectively regulate the institutions and 
to serve as an information resource to internal and external customers.    Continually review bank correspondence 
information to maintain up-to-date knowledge of significant issues regarding banks within the assigned region.    
Successfully completes all pre-course and course work and actively participates in required schools to learn all facets of 
the examination process in order to perform bank examinations.Training and Teaching Others:    Provides training to 
subordinate staff and/or newly appointed off-site monitors to ensure understanding of the processes, procedures and 
requirements.    Provides positive training opportunities for subordinate examination staff to ensure their continued 
development of examination practices and procedures.Coaching and Developing Others:    Provides positive coaching 
and development opportunities for subordinate examination staff.Interacting with Computers:    Utilizes identified 
software programs to analyze data and prepare report comments.    Inputs and extracts data into and from assigned 
computer programs to facilitate the execution of assigned tasks.    Retrieves information from appropriate websites for 
use during examinations and offsite monitoring.    Sets up computers and printers at the examination 
site.Communicating with Persons Outside Organization:    Establishes and maintains a variety of professional contacts 
with financial institution executives, federal counterparts and other personnel, accountants and lawyers to maintain up-
to-date knowledge of the institutions we regulate.Performing Administrative Activities:    Submits accurate and 
complete timesheets in accordance with established deadlines in Edison.    Submits expense claims, travel authorizations 
and reports/mileage logs according to established guidelines and timeframes.    Completes and submits by established 
deadlines all required forms and paperwork to document continuing education requirements as well as understanding 
and compliance with policy and procedure.    Complies with all motor vehicle maintenance guidelines and requirements 



 TN Job Classification Specifications  
September 22, 2020 

for assigned leased vehicle.    Maintains electronic and hard-copy files according to department procedures.    Makes 
copies of information as needed to maintain documentation and/or to utilize during the examination process.Operating 
Vehicles, Mechanized Devices or Equipment:    Travels out-of-state to participate in required schools to complete 
examination training.    Travels to assigned examination sites including the potential for overnight travel to conduct 
examinations.Performing General Physical Activities:    Lift and transport equipment (i.e. printers, boxes of records, etc.) 
to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies:     Creativity                         Decision Quality                            Problem Solving                            Delegation                        
Timely Decision Making                 Conflict Management                    Standing Alone                  Action Oriented                 
Drive for Results                           Presentation Skills                        Written Communications                           Listening                           
Self-Development                         Self-KnowledgeKnowledge:    Advanced knowledge of financial accounting and economic 
principles                     Advanced knowledge of financial statements         Knowledge of statistical data analysis                    
Knowledge of computer software (Microsoft Word, Excel, Outlook)                        Advanced knowledge of state and 
federal laws, rules, regulations, statutes, policies, procedures, bulletins and financial institution letters   Skills:    
Advanced financial mathematic skills        Active learning skills and ability to acquire and build on advanced knowledge 
base                            Possess active listening skills and ability to give full attention to instructions, ask questions, and 
understand new information     Abilities:    Ability to prepare or assist in the preparation of a wide variety of written 
products including reports, studies, analyses, and correspondence, often under significant time pressure    Demonstrate 
critical thinking by using logic and reasoning to identify logical solutions, conclusions, and make recommendations                        
Utilize on-the-job training and instruction from examiner schools and apply in the examination process            Ability to 
read, comprehend and apply deductive reasoning skills to laws, rules, statutes, policies, and regulations and 
demonstrate understanding in the examination process                           Ability to communicate effectively with co-
workers and bank officials to convey information and present information in a group setting                   Advanced ability 
to resolve complex problems and issues                          Ability to utilize English language and composition to prepare 
written reports utilizing correct grammar, spelling, and sentence composition to clearly convey examination results to 
the readers                         Ability to utilize judgment and decision making skills to choose the most appropriate course of 
action based on information obtained through the examination process                     Ability to identify correct 
mathematical methods or formulas in an analysis situation                           Demonstrate time management skills and be 
able to prioritize work for self and others to meet deadlines    Ability to identify correct mathematical methods or 
formulas in an analysis situation                           Ability to listen and understand information and ideas presented through 
spoken words and sentences         Ability to communicate and modify information when speaking to others to ensure 
understanding        Ability to read, understand and modify information presented in written form                     
Demonstrate finger dexterity to key data                          Ability to lift 40 pounds of equipment/files to transport to the 
examination site                       Demonstrate interpersonal skills and ability to work as part of a team and self-motivation 
to work independently and unsupervised to complete work by identified deadlines                  Demonstrate leadership 
skills and ability to provide guidance and mentoring to examination team members to complete work by identified 
deadlines                          Ability to adapt and effectively complete tasks in varying work environments and locations on a 
day-to-day basis                         Ability to sit and work at a computer and review paperwork for extensive periods of time 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Fax    Telephone    Drive Motor Vehicle    Financial Calculator    Copier 
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075264 - BANK REGIONAL SUPERVISOR 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3669 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking or business related field and a minimum of nine semester hours of accounting and/or finance. 
Experience equivalent to five years of full-time professional bank examination work with a minimum of one year 
experience as a lead or supervisor of a bank examination team. Substitution of Education for Experience: Additional 
graduate coursework in accounting, finance or banking may be substituted for the experience on a year-for-year basis to 
a maximum of one year. No substitution for the one year experience as a lead or supervisor of a bank examination team. 
 
Other Requirements: 
Necessary Special Qualifications:     must possess and maintain a valid motor vehicle license;     must demonstrate 
satisfactory completion of the FDIC Introduction to Examination School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    must demonstrate satisfactory completion of the FDIC 
Financial Institution Analysis School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve;    must demonstrate satisfactory completion of the FDIC Asset Liability Management School, or 
equivalent training; satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    must demonstrate satisfactory completion of the FDIC 
Examination Management School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for financial institutions safety and soundness supervisory work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
supervises safety and soundness examinations of banks, savings and loan associations, business and industrial 
development corporations and other financial institutions in an assigned region in the state. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Identifies and applies regulatory rating standards/definitions 
(CAMELS, MOECA, AMDS) to assign ratings to the institutions' financial components.    Conducts performance 
evaluations for assigned subordinates.    Conduct due diligence assessment of the management capabilities of financial 
institutions regulated or applied to be regulated by the bank division.    Judges the oversight being provided by the 
board and management staff of the large, complex and troubled financial institution.    Judges the adequacy of large, 
complex and troubled financial institutions' policies to determine compliance with best practices.    Evaluates and 
provides feedback to the Bank Division Manager of examiners' work product submitted on examinations.Processing 
Information:    Serves as the Examiner in Charge of large, complex, troubled and/or proposed new financial institutions 
and are ultimately responsible for the processing of all financial information and reports of examinations.    Calculates 
and analyzes the quality of earnings, capital, assets, liquidity, and interest rate sensitivity to determine the financial 
viability of large, complex and troubled financial institutions.    Reconciles the ALLL, capital accounts, due from/due to 
accounts, official checks, etc. to balance the institutions financial records.    Verifies and compiles information in order to 
prepare direct reports' performance evaluations.    Compiles and prepares ad-hoc reports as requested by department 
leadership.Analyzing Data or Information:    Analyzes and determines the adequacy of large, complex and troubled 
financial institutions' ALLL.    Reviews and analyzes loans of large, complex and troubled financial institutions to 
determine credit quality, potential risk of loss to capital.    Examines and analyzes the use of financial derivatives as an 
investment or a hedge against interest rate risk.    Examines and analyzes the liquidity position of large, complex and 
troubled financial institutions in order to determine if the institution can manage its daily cash flow needs.    Analyzes 
new bank applications and charter conversions to determine approval or denial recommendation and/or to provide 
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feedback to applicant on approval requirements.    Examines and analyzes the capital position of large, complex and 
troubled financial institutions to determine the financial viability of the institution and its level of risk protection 
provided in comparison to the institution's overall risk profile.    Conducts bank investigations in relation to new bank 
applications and charter conversion applications to determine relevancy and needs.    Examines and analyzes the 
investment portfolio of large, complex and troubled financial institutions to determine its credit quality, potential 
contribution to earnings and ability to provide liquidity to the institution.    Examines and analyzes sensitivity to market 
risk on large, complex and troubled financial institutions to determine the effects of interest rate changes on the 
earnings and capital position based on the asset and liability structure of the institution.    Examines and analyzes the 
earnings of large, complex and troubled financial institutions to determine its ability to fund operations, provide capital 
augmentation and to properly fund the ALLL.    Examines the financial condition of Tennessee trust companies and bank 
trust departments to determine the financial viability of the institution and compliance with statutes, rules, regulations, 
policies and departmental bulletins to ensure a strong and viable system.    Reviews and analyzes bank, trust, IT, BIDCO 
and money transmitter reports of examinations and visitations submitted by Examiner-In-Charge to determine the 
accuracy of the safety and soundness reports.    Analyzes bank, trust, IT, BIDCO and money transmitter reports of 
examinations and visitations submitted by Examiner-In-Charge to determine appropriate regulatory response.    
Examines the IT systems of Tennessee chartered banks and trust companies to determine institutions' compliance with 
regulatory IT guidelines, most notably those standards and best practices noted within the FFIEC's Information Systems 
Examination Handbook and confirm institutions compliance with statutes, rules, regulations, policies and departmental 
bulletins to ensure a strong and viable IT system is in place.    Conducts BSA examinations of large, complex and troubled 
financial institutions to determine compliance with statutory mandates.    Serves as analyst to review progress reports, 
bank examination reports and other projects as assigned by the central office to assist in the regulation of financial 
institutions.    Conducts examinations of nonbank financial institutions to determine compliance with statutory 
mandates.    Expands one's examination knowledge base and evaluates key financial ratios to assess the safety and 
soundness of the institutions.Identifying Objects, Actions, and Events:    Identifies information/circumstances which 
could alter the scope and/or assigned personnel of the examination, visitation and/or investigation to ensure 
appropriate action is taken.Getting Information:    Reviews correspondence, progress reports, published financials and 
other documentation to determine the condition of the institution.    Reviews federal exam mandates to assist the Bank 
Division Manager in scheduling the examinations and visitations.     Communicates with examiners, division manager 
and central office personnel to obtain information related to regulatory responsibilities, personnel issues and/or fiscal 
reporting.    Communicates with federal regulators pertaining to all facets of regulatory responsibilities.     
Communicates with bank officials and other bank representatives to obtain information for bank examinations, 
visitations, investigations and other regulatory responsibilities.    Reviews off-site monitoring bank and trust reports to 
assess the condition of the institution.Evaluating Information to Determine Compliance with Standards:    Ensures that 
the financial institution is meeting all state and federal regulatory guidelines by reviewing policies, procedures, 
practices, processes and financial records.    Evaluates bank, trust, IT, BIDCO and money transmitter reports of 
examinations and visitations submitted by Examiner-In-Charge to determine compliance with the federal and state 
regulatory standards.    Audits and approves travel claims, travel authorizations and timesheets to ensure compliance 
with state and department policy.    Audits vehicle reports to ensure compliance with state and department 
policy.Making Decisions and Solving Problems:    Determines the initial CAMELS ratings to appropriately assess the 
financial condition of the institution.    Determines if the financial institutions' overall risk management policies and 
procedures are sufficient and effective in averting risk.    Determines the initial loan ratings to appropriately assess the 
credit quality of the bank's loan portfolio.    Explains and interprets departmental policies and procedures and federal 
and state laws, rules and regulations governing financial institutions to institution management and the board of 
directors to ensure an understanding of the examination findings and recommendations.    Interprets regulatory 
statutes, guidelines, policies and procedures for internal and external customers to determine applicability to 
departmental responsibilities.    Makes daily decisions related to basic personnel and office management to ensure 
ongoing operations and the achievement of departmental goals.    Determines regulatory school training needs for 
assigned direct reports.     Approves or denies leave requests to ensure proper staffing.Documenting/Recording 
Information:    Prepares detailed examination narrative reports and supporting financial and statistical documents 
identifying legal, financial and administrative problems/discrepancies and recommending methods of improvement.    
Completes loan cards accurately to support loan classification rating.    Maintains documentation of examination work 
papers in compliance with department standards.    Records and maintains minutes of all staff meetings to ensure 
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proper documentation is maintained and follow-up items are carried out.     Maintains personnel documentation of 
direct reports to manage staff performance. Resolving Conflicts and Negotiating with Others:    Investigates and reports 
grievances and personnel issues to facilitate resolution.    Serves as mediator and resolves conflicts among team 
members to ensure timely resolution.    Resolves conflicts with regulatory counterparts.    Assists Consumer Resources 
Division with resolving complaints.Interpreting the Meaning of Information for Others:    Interprets regulatory findings 
to the institution management and board of directors to ensure understanding of the examination findings and provide 
guidance.    Interprets regulatory statutes, guidelines, policies, procedures for internal and external customers to 
determine applicability to the department's regulatory responsibilities.    Reviews examination comments from junior 
examiners to determine accuracy and relevancy of comments.Provide Consultation and Advice to Others:    Serves as 
departmental subject matter expert pertaining to the regulatory responsibilities of the region.     Provides guidance and 
answers to regulatory questions posed by financial institutions.    Provides advice and answers questions to staff as 
needed. Monitor Processes, Materials, or Surroundings:    Monitors performance of assigned subordinates to ensure 
accurate performance evaluation.    Monitors the performance of direct reports' assigned equipment to ensure proper 
working condition is maintained.    Monitors leased vehicle upkeep, mileage, servicing and other tasks related to direct 
reports' assigned vehicles in compliance with state and department guidelines.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates personnel resources needed to ensure appropriate 
staffing to complete all requirements of assigned examinations, visitations and/or investigations.Updating and Using 
Relevant Knowledge:    Maintains up to date knowledge of bank regulatory processes, statutes, policies, procedures, 
regulations and industry knowledge to effectively regulate the institutions and to serve as an information resource to 
internal and external customers.     Completes all pre-course and course work and actively participates in required 
schools to learn all facets of the examination process in order to perform bank examinations.Developing Objectives and 
Strategies:    Develops objectives for direct reports to ensure compliance with division strategic plans.Organizing, 
Planning, and Prioritizing Work:    Coordinates new hire training schedule to ensure compliance with prerequisites for 
regulatory schools.    Completes preplan assessment of large, complex and troubled financial institutions scheduled for 
examination.    Manages and prioritizes multiple work assignments to meet established deadlines.    Organizes, plans and 
oversees multiple meetings with management/directorate and other regulatory agencies.    Coordinates quarterly staff 
meetings as required by departmental policy.Establishing and Maintaining Interpersonal Relationships:    Works 
collectively with federal regulators and other bank industry entities to ensure a balanced and consistent regulatory 
approach.    Maintains appropriate communication with co-workers, direct reports and other collaterals at all times 
within the work environment.    Works collectively and harmoniously with peer examiners, other supervisors, Bank 
Division Manager and other department staff to ensure regulatory responsibilities are completed in compliance with 
policy, procedure, statutes and rules.Coordinating the Work and Activities of Others:    Coordinates the operational 
activities of assigned regional staff to ensure continuing operations.     Assigns tasks and responsibilities during 
examination when serving as Examiner in Charge or Operations Manager to ensure all facets of the examination process 
are completed per departmental and federal guidelines.Communicating with Persons Outside Organization:    Makes 
presentations as requested to financial institution industry to educate, provide information and solicit feedback.    
Establishes and maintains a variety of professional contacts with financial institution executives, federal counterparts 
and other personnel, accountants and lawyers to maintain up-to-date knowledge of the institutions we 
regulate.Developing and Building Teams:    Develops a culture of mutual trust, respect and cooperation among team 
members.    Provides constructive feedback and assistance to department leadership, peers and subordinates as 
opportunities for improvement are identified.    Provides leadership by example.Guiding, Directing, and Motivating 
Subordinates:    Works collectively with subordinate staff to identify and seek resolution to barriers prohibiting the 
achievement of required goals and objectives.    Provides performance feedback to subordinate staff to facilitate 
employee development.    Provides motivation to staff to ensure continued employee involvement.    Directs staff to 
complete department initiatives within established goals. Staffing Organizational Units:    Interviews and make 
recommendations for hire, promotion, demotion and transfer to ensure appropriate staffing is maintained within the 
region to carry out regulatory responsibilities. Scheduling Work and Activities:    Schedules meetings with bank 
management, personnel and/or board in preparation for the upcoming examination/visitation/investigation; to provide 
updates on the status of the examination process; as part of the exit process; and to convey final results of the 
examination.    Schedules meetings as needed with joint federal regulatory authorities in preparation for an examination 
and to coordinate the final examination findings.    Schedules staff meetings, vehicle inspections and/or performance 
management reviews as required by departmental policy.    Develops final itinerary for examination staff by Tuesday of 
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the following week for auditing purposes and submit to the Division Manager. Interacting with Computers:    Utilizes 
word processing, databases, spreadsheets, search engines, regulatory and inventory software to maintain up to date 
information systems and generate required reports.    Inputs and extracts data into and from assigned computer 
programs and/or websites to facilitate the execution of other assigned tasks.    Sets up computers and printers and 
installs appropriate software at the examination site.Communicating with Supervisors, Peers, or Subordinates:    
Communicates and addresses performance issues with subordinate staff as needed.    Ensures all facets of the 
assignments are appropriately staffed and adjust in coordination with the Bank Division Manager as needed.    Asks 
questions and seeks clarification from Bank Division Manager, examiner-in-charge and other examiners regarding 
assigned tasks, policies, responsibilities and procedures to ensure understanding.    Provides verbal and/or written 
updates to the Bank Division Manager and/or examiner-in-charge pertaining to assigned examination tasks.    
Communicates via e-mail and verbally with Bank Division Manager, co-workers, direct reports, and departmental 
associates in order to suggest solutions or resolve problems uncovered in examinations.    Communicates on a daily basis 
with co-workers and subordinates to convey work related information and coordinate work activities.    Communicates 
with Bank Division Manager on an as needed basis to convey work related information.    Solicits input from staff for 
quarterly manager's meetings related to examinations, operations, personnel issues, policies and procedures.Training 
and Teaching Others:    Evaluates and identifies the training needs of the examination staff to facilitate their progress.    
Provides positive training opportunities for subordinate examination staff to ensure their continued development of 
examination practices and procedures.    Provides information to the Bank Division Manager pertaining to required 
and/or needed regulatory schools for direct reports.Coaching and Developing Others:    Provides coaching and feedback 
to improve employee performance and development and identify opportunities for employee growth through stretch 
assignments.     Solicits and maintains open door availability to staff.Thinking Creatively:    Designs and develops policies, 
procedures, forms and workflow tracking mechanisms to ensure effective operations within the bank division.Inspecting 
Equipment, Structures, or Material:    Inspects state issued vehicles and submits required reports to ensure proper 
maintenance.Performing General Physical Activities:    Lifts and transports equipment (i.e. printers, boxes of records, 
etc.) to be utilized at the examination site.Operating Vehicles, Mechanized Devices or Equipment:    Drives personal or 
state motor vehicle for designated work assignments. Performing Administrative Activities:    Maintains supervision files 
for all direct reports pertaining to performance management process.    Maintains electronic and hard copy files in 
compliance with department's policies.     Approves time and labor, travel reimbursements and travel authorizations in 
Edison for direct reports in compliance with established timeframes.    Submits accurate and complete timesheets in 
accordance with established deadlines in Edison.    Submits expense claims, travel authorizations and reports/mileage 
logs according to established guidelines and timeframes.    Completes and submits by established deadlines all required 
forms and paperwork to document continuing education requirements as well as understanding and compliance with 
policy and procedure.    Complies with all motor vehicle maintenance guidelines and requirements for assigned leased 
vehicle.    Maintains files of itinerary changes submitted to the Bank Division Manager.    Makes copies of information as 
needed to maintain documentation and/or to utilize during the examination process. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Developing Direct Reports and Others     Priority Setting    Command Skills    Conflict 
Management          Confronting Direct Reports    Written Communications    Building Effective Teams    Fairness to Direct 
Reports    Motivating OthersKnowledge:    Basic Knowledge of Microsoft Office Software     Intermediate knowledge of 
administration and management as it relates to bank examination    Intermediate knowledge of economics and bank 
financial accounting    Basic knowledge of communications as it relates to making formal presentations    Intermediate 
knowledge of banking laws and regulations    Intermediate knowledge of effective business writing principles    
Intermediate knowledge of financial mathematics    Basic knowledge of personnel management principles and best 
practices    Intermediate knowledge of bank examination process Skills:    Critical Thinking    Active Learning    Reading 
Comprehension    Active Listening    Financial Mathematical        Personnel Monitoring    Process Monitoring    Technical 
Business Writing    Instructing    Coordination    Negotiation    Persuasive Communication    Service Orientation Social    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation    Systems Analysis    Management of 
Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    Oral Expression    Mathematical Reasoning    
Oral Comprehension    Written Comprehension    Number Facility    Problem Sensitivity    Written Expression    Finger 
Dexterity    Speech Clarity    Ability to Maintain Confidentiality 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
    Automobile    Financial Calculator    Copier    Scanner    Personal Computer    Fax Machine    Telephone 
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079659 - BEHAVIOR ANALYSIS DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4671 
 
Minimum Qualifications: 
Education and Experience: Certification by the Behavior Analyst Certification Board as a Behavior Analyst, eligible for 
licensure by the State of Tennessee as a Behavior Analyst, and four years of post-graduate full-time professional 
behavior analysis experience. Substitution of Education for Experience:  None. Substitution of Experience for Education:  
None.  
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a behavior analyst with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a behavior analyst with State of Tennessee is required by the end of the probationary period. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Methods are determined by the appointing authority.   
 
Job Overview: 
Summary: Under administrative direction, performs managerial work of average difficulty and behavior analysis 
administrative and clinical work of unusual difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class directs a behavior analysis unit and uses the technologies and methods of applied behavior 
analysis to address complex problems in a variety of settings.  This classification differs from that of Behavior Analyst in 
that an incumbent of the latter does not perform management activities.  
 
Work Activities: 
Developing Objectives and Strategies:  Writes measurable, observable, and achievable treatment objectives based on 
data analysis. Develops behavior treatment strategies based on functional assessments and data analysis in 
collaboration with stakeholders. Directs the development of objectives for quality improvement in accordance with 
applicable standards. Directs the development of quality improvement plans in accordance with applicable standards. 
Develops work outcomes for subordinates' Individual Performance Plans. Specifies strategies to increase the likelihood 
of subordinates' successful performance. Develops policies, procedures, and operating guidelines for the Behavior 
Analysis unit. Making Decisions and Solving Problems:  Analyzes and interprets behavioral assessment and treatment 
data to determine the relative efficacy of procedures being applied. Determines when changes need to be made to 
behavioral support plans and level of service based on data analysis and stakeholder preferences. Develops action steps 
to address barriers to service. Determines when conditions preclude implementation of behavior services. Determines 
when to facilitate team-building, seek consultation, or make a referral to another provider or service. Organizing, 
Planning, and Prioritizing Work:  Prioritizes tasks and treatment needs based on most recent data from multiple sources. 
Completes tasks according to established timelines. Delegates tasks based on subordinates' strengths. Incorporates last 
minute and unscheduled tasks into Behavior Analysts' current workloads to ensure timely and accurate completion of 
work. Strives to ensure that work is distributed equitably among Behavior Analysts to maximize productivity. Coaching 
and Developing Others:  Conducts reinforcement- and competency-based trainings, including modeling and prompting. 
Facilitates orientation to the Behavior Analysis Unit operating procedures of new employees. Facilitates orientation for 
new contracted providers. Coaches staff Behavior Analysts on policies and procedures for consistency and to achieve 
organizational goals and objectives. Monitor Processes, Materials, or Surroundings:  Reviews records of behavior 
services provided and serious incident alerts at prescribed intervals to identify progress and improvement in agency 
processes and need for changes in services and supports. Conducts direct observation of provision of services and 
individual behavior to develop functional assessments and to determine treatment fidelity. Monitors implementation 
fidelity of behavioral interventions at regular intervals. Monitors data reliability at regular intervals. Resolving Conflicts 
and Negotiating with Others:  Attempts to handle complaints, settle disputes, resolve grievances and conflicts, and 
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negotiate with others to provide appropriate behavior analysis services. Facilitates conflict resolution among 
stakeholders that provide services. Collaborates with peers and staff Behavior Analysts to achieve organizational goals 
and objectives. Evaluating Information to Determine Compliance with Standards:  Participates in peer reviews to 
evaluate the acceptability and quality of services. Evaluates information reviewed and analyzed to make 
recommendations to stakeholders. Applies review tools to determine compliance with applicable standards.Provide 
Consultation and Advice to Others:  Provides consultation and guidance to staff Behavior Analysts, contracted providers, 
and other stakeholders. Consults with staff Behavior Analysts, peers, and supervisors to refine operating procedures and 
practices. Participates in management-level meetings to represent behavior analysis as a discipline and to disseminate 
applicable information gathered at those meetings to staff Behavior Analysts. Thinking Creatively:  Applies creativity in 
designing and implementing individualized behavior treatment plans. Facilitates creativity among staff Behavior 
Analysts, contracted providers, and stakeholders. Applies creativity in designing and implementing special projects. 
Identifying Objects, Actions, and Events:  Identifies individual and group needs by determining socially significant 
behaviors through information gathered. Identifies barriers to service provision and desired behavior changes through 
analysis of information gathered. Participates in or facilitates team meetings to identify reasons for referral, barriers, 
and roles and responsibilities. Performing Administrative Activities:  Maintains databases with contracted providers' 
information. Enters personal time and leave and overtime requests into state timekeeping system. Responds to e-mails, 
phone calls, and other correspondence as required. Analyzing Data or Information:  Applies behavior analytic methods 
to determine functional relationships between environment and behavior. Analyzes behavioral data to determine 
response to intervention by applying behavior analytic methods. Processing Information:  Processes information to 
prioritize needs. Processes large volumes of information in accordance with system requirements. Staffing 
Organizational Units:  Conducts the hiring process to recruit and interview applicants and fill vacant positions. 
Communicates additional staffing needs to supervisor. Getting Information:  Gains information through records review, 
direct observation, referencing resources, and through phone calls and e-mails from subordinates, other employees, 
contract agencies, and individuals served and their families to provide consultation, assess behavior service needs, and 
assess quality of agency processes and appropriateness and effectiveness of interventions and treatment strategies. 
Participates in team meetings to gather information. Scheduling Work and Activities:  Ensures that there is sufficient 
coverage within the Behavior Analysis Unit and approves leave requests. Assigns tasks to subordinates and specifies 
expectations and deadlines as appropriate. Communicating with Supervisors, Peers, or Subordinates:  Shares needed 
information with others within the organization through formal reports, face-to-face meetings, phone conversations, 
and e-mail to coordinate services. Communicates with supervisors, peers, and staff Behavior Analysts to ensure 
consistency across applicable standards. Updating and Using Relevant Knowledge:  Uses published and peer-reviewed 
research to support recommendations. Attends conferences and seminars to keep abreast of scientific and professional 
knowledge. Inspecting Equipment, Structures, or Materials:  Inspects behavioral safety intervention devices prescribed 
by the behavior analyst periodically to ensure that they are operating appropriately and reports findings to the 
appropriate person. Inspects program implementation materials prescribed by the behavior analyst periodically to 
ensure that they are operating appropriately and reports findings to the appropriate person. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Reviews service plans to estimate the amount of behavior service 
units needed. Estimates the cost of prescribed behavioral intervention materials to ensure that there are adequate 
resources available. Performing General Physical Activities:  Participates in physical crisis intervention techniques as 
necessary. Assisting and Caring for Others:1. Provides behavioral analytic services in a variety of settings to improve the 
quality of life for persons receiving behavioral services. Communicating with Persons outside Organization:  Shares 
needed information, in compliance with applicable privacy standards, with stakeholders outside the organization 
through face-to-face meetings, phone conversations, and e-mail to coordinate services. Establishing and Maintaining 
Interpersonal Relationships:  Develops constructive and cooperative working relationships with others and maintains 
them over time and avoids harmful dual relationships. Developing and Building Teams:  Facilitates participation in inter-
disciplinary activities as needed to provide optimal treatment for persons supported. Guiding, Directing and Motivating 
Subordinates:  Provides guidance and direction to staff Behavior Analysts to optimize unit performance. Judging the 
Qualities of Things, Services, or People:  Conducts performance evaluations for assigned staff to assist them in improving 
quality performance. Coordinating the Work and Activities of Others:  Coordinates special work groups as needed. 
Interpreting the Meaning of Information for Others:  Explains technical information for stakeholders so that it is easily 
understood. Training and Teaching Others:  Conducts relevant trainings regarding the delivery of behavior services.  
Interacting with Computers:  Uses computer to develop presentations, prepare spreadsheets, perform word processing 
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activities, send and receive e-mail, and perform research. Documenting/Recording:  Documents information gathered in 
spreadsheets and word processing documents to create permanent records. Selling or Influencing Others:  Advocates 
for acceptance of recommended plans.   
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency                     Command Skills            Process Management                
Conflict Management                Drive for Results           Presentation Skills                    Written Communications           
Organizational Agility                Decision Quality           Motivating Others Knowledge:  Basic knowledge of administration 
and management to organize the unit and coordinate people and resources. Advanced knowledge of applied behavior 
analysis to carry out essential job duties. Skills:  Intermediate active learning skills for professional development and for 
decision making and problem solving. Intermediate active listening skills to be sensitive to the needs of stakeholders. 
Advanced critical thinking skills in applying behavioral technology.                   Advanced learning strategies skills to teach 
and learn behavioral interventions. Basic mathematical skills to analyze applicable data.                 Advanced monitoring 
skills to make improvements or take corrective action.      Advanced behavioral science skills to solve problems.               
Intermediate instructing skills to teach others and provide corrective action.      Intermediate social perceptiveness skills 
to interface effectively with stakeholders.            Advanced complex problem solving skills to develop and evaluate 
options and implement solutions.     Intermediate troubleshooting skills to identify problems and provide directions. 
Advanced judgment and decision making skills to analyze the risk and benefits of proposed actions.         Intermediate 
systems analysis skills to analyze the system environment to improve practices. Abilities:  Deductive Reasoning                
Inductive Reasoning                 Oral Comprehension                 Oral Expression            Originality                    Written 
Comprehension 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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079658 - BEHAVIOR ANALYST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4665 
 
Minimum Qualifications: 
Education and Experience:  Certification by the Behavior Analyst Certification Board as a Behavior Analyst, eligible for 
licensure by the State of Tennessee as a Behavior Analyst, and two years of post-graduate full-time professional 
behavior analysis experience. Substitution of Education for Experience:  None. Substitution of Experience for Education:  
None.  
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a behavior analyst with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a behavior analyst with the State of Tennessee is required by the end of the probationary period. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under direction, performs behavior analysis administrative and clinical work of unusual difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class uses the technologies and 
methods of applied behavior analysis to address complex problems in a variety of settings.  This classification differs 
from that of Behavior Analysis Director in that an incumbent of the latter directs all behavior analysis activities within a 
specified setting.  
 
Work Activities: 
 Making Decisions and Solving Problems:  Analyzes and interprets behavioral assessment and treatment data to 
determine the relative efficacy of procedures being applied. Determines when changes need to be made to behavioral 
support plans and level of service based on data analysis and stakeholder preferences. Determines when conditions 
preclude implementation of behavior services. Develops action steps to address barriers to service. Determines when to 
facilitate team-building, seek consultation, or make a referral to another provider or service. Monitor Processes, 
Materials, or Surroundings:  Conducts direct observation of provision of services and individual behavior to develop 
functional assessments and to determine treatment fidelity. Monitors implementation fidelity of behavioral 
interventions at regular intervals. Monitors data reliability at regular intervals. Reviews records of behavior services 
provided and serious incident alerts at prescribed intervals to identify progress and improvement in agency processes 
and need for changes in services and supports. Developing Objectives and Strategies:  Develops behavior treatment 
strategies based on functional assessments and data analysis in collaboration with stakeholders. Directs the 
development of quality improvement plans in accordance with applicable standards. Directs the development of 
objectives for quality improvement in accordance with applicable standards. Writes measurable, observable, and 
achievable treatment objectives based on data analysis. Resolving Conflicts and Negotiating with Others:  Attempts to 
handle complaints, settle disputes, resolve grievances and conflicts, and negotiate with others to provide appropriate 
behavior analysis services. Facilitates conflict resolution among stakeholders that provide services. Collaborates with 
peers to achieve organizational goals and objectives. Identifying Objects, Actions, and Events:  Participates in or 
facilitates team meetings to identify reasons for referral, barriers, and roles and responsibilities. Identifies barriers to 
service provision and desired behavior changes through analysis of information gathered. Identifies individual and group 
needs by determining socially significant behaviors through information gathered. Evaluating Information to Determine 
Compliance with Standards:  Evaluates information reviewed and analyzed to make recommendations to stakeholders. 
Applies review tools to determine compliance with applicable standards. Participates in peer reviews to evaluate the 
acceptability and quality of services. Analyzing Data or Information:  Applies behavior analytic methods to determine 
functional relationships between environment and behavior. Analyzes behavioral data to determine response to 
intervention by applying behavior analytic methods. Performing Administrative Activities:  Responds to e-mails, phone 
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calls, and other correspondence as required. Enters personal time and leave and overtime requests into state 
timekeeping system. Maintains databases with contracted providers' information. Getting information:  Gains 
information through records review, direct observation, referencing resources, and through phone calls and e-mails 
from other employees, contract agencies, and individuals served and their families to provide consultation, assess 
behavior service needs, and assess quality of agency processes and appropriateness and effectiveness of interventions 
and treatment strategies. Participates in team meetings to gather information. Provide Consultation and Advice to 
Others:  Provides consultation and guidance to contracted providers and other stakeholders. Consults with peers and 
supervisors to refine operating procedures and practices. Updating and Using Relevant Knowledge:  Uses published and 
peer-reviewed research to support recommendations. Attends conferences and seminars to keep abreast of scientific 
and professional knowledge. Organizing, Planning, and Prioritizing Work:  Completes tasks according to established 
timelines. Prioritizes tasks and treatment needs based on most recent data from multiple sources. Inspecting 
Equipment, Structures, or Materials:  Inspects program implementation materials prescribed by the behavior analyst 
periodically to ensure that they are operating appropriately and reports findings to the appropriate person. Inspects 
behavioral safety intervention devices prescribed by the behavior analyst periodically to ensure that they are operating 
appropriately and reports findings to the appropriate person. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Reviews service plans to estimate the amount of behavior service units needed. Estimates the 
cost of prescribed behavioral intervention materials to ensure that there are adequate resources 
available.Communicating with Supervisors, Peers, or Subordinates:  Shares needed information with others within the 
organization through formal reports, face-to-face meetings, phone conversations, and e-mail to coordinate services. 
Communicates with supervisors and peers to ensure consistency across applicable standards. Processing Information:  
Processes information to prioritize needs. Processes large volumes of information in accordance with system 
requirements. Thinking Creatively:  Applies creativity in designing and implementing individualized behavior treatment 
plans. Performing General Physical Activities:  Participates in physical crisis intervention techniques as necessary. 
Assisting and Caring for Others:  Provides behavioral analytic services in a variety of settings to improve the quality of 
life for persons receiving behavioral services. Advocates for acceptance of recommended plans. Establishing and 
Maintaining Interpersonal Relationships:  Develops constructive and cooperative working relationships with others and 
maintains them over time and avoids harmful dual relationships. Interpreting the Meaning of Information for Others:  
Explains technical information for stakeholders so that it is easily understood. Coaching and Developing Others:  
Conducts reinforcement- and competency-based trainings, including modeling and prompting. Training and Teaching 
Others:  Conducts relevant trainings regarding the delivery of behavior services. Interacting with Computers:  Uses 
computer to develop presentations, prepare spreadsheets, perform word processing activities, send and receive e-mail, 
and perform research. Communicating with Persons outside Organization:  Shares needed information, in compliance 
with applicable privacy standards,  with stakeholders outside the organization through face-to-face meetings, phone 
conversations, and e-mail to coordinate services. Documenting/Recording Information:  Documents information 
gathered in spreadsheets and word processing documents to create permanent records. Staffing Organizational Units:  
Participates in the hiring process as requested.   
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency                     Problem Solving            Process Management                
Conflict Management                Drive for Results           Presentation Skills        Written Communications           Customer 
Focus            Negotiating                  Self-Development Knowledge:  Advanced knowledge of applied behavior analysis to 
carry out essential job duties. Skills:  Intermediate active learning skills for professional development and for decision 
making and problem solving. Intermediate active listening skills to be sensitive to the needs of stakeholders Advanced 
critical thinking skills in applying behavioral technology                    Advanced learning strategies skills to teach and learn 
behavioral interventions  Basic mathematical skills to analyze applicable  data                 Advanced monitoring skills to 
make improvements or take corrective action       Advanced behavioral science skills to solve problems                
Intermediate instructing skills to teach others and provide corrective action       Intermediate social perceptiveness skills 
to interface effectively with stakeholders Advanced complex problem solving skills to develop and evaluate options and 
implement solutions.                 Advanced quality control analysis skills to evaluate quality or performance.       Advanced 
judgment and decision making skills to analyze the risk and benefits of proposed actions. Abilities:  Deductive Reasoning                
Inductive Reasoning                 Oral Comprehension                 Oral Expression            Originality                    Written 
Comprehension 
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Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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079658 - BEHAVIOR ANALYST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4666 
 
Minimum Qualifications: 
Education and Experience:  Certification by the Behavior Analyst Certification Board as a Behavior Analyst, eligible for 
licensure by the State of Tennessee as a Behavior Analyst, and two years of post-graduate full-time professional 
behavior analysis experience. Substitution of Education for Experience:  None. Substitution of Experience for Education:  
None.  
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a behavior analyst with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a behavior analyst with the State of Tennessee is required by the end of the probationary period. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under direction, performs behavior analysis administrative and clinical work of unusual difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class uses the technologies and 
methods of applied behavior analysis to address complex problems in a variety of settings.  This classification differs 
from that of Behavior Analysis Director in that an incumbent of the latter directs all behavior analysis activities within a 
specified setting.  
 
Work Activities: 
 Making Decisions and Solving Problems:  Analyzes and interprets behavioral assessment and treatment data to 
determine the relative efficacy of procedures being applied. Determines when changes need to be made to behavioral 
support plans and level of service based on data analysis and stakeholder preferences. Determines when conditions 
preclude implementation of behavior services. Develops action steps to address barriers to service. Determines when to 
facilitate team-building, seek consultation, or make a referral to another provider or service. Monitor Processes, 
Materials, or Surroundings:  Conducts direct observation of provision of services and individual behavior to develop 
functional assessments and to determine treatment fidelity. Monitors implementation fidelity of behavioral 
interventions at regular intervals. Monitors data reliability at regular intervals. Reviews records of behavior services 
provided and serious incident alerts at prescribed intervals to identify progress and improvement in agency processes 
and need for changes in services and supports. Developing Objectives and Strategies:  Develops behavior treatment 
strategies based on functional assessments and data analysis in collaboration with stakeholders. Directs the 
development of quality improvement plans in accordance with applicable standards. Directs the development of 
objectives for quality improvement in accordance with applicable standards. Writes measurable, observable, and 
achievable treatment objectives based on data analysis. Resolving Conflicts and Negotiating with Others:  Attempts to 
handle complaints, settle disputes, resolve grievances and conflicts, and negotiate with others to provide appropriate 
behavior analysis services. Facilitates conflict resolution among stakeholders that provide services. Collaborates with 
peers to achieve organizational goals and objectives. Identifying Objects, Actions, and Events:  Participates in or 
facilitates team meetings to identify reasons for referral, barriers, and roles and responsibilities. Identifies barriers to 
service provision and desired behavior changes through analysis of information gathered. Identifies individual and group 
needs by determining socially significant behaviors through information gathered. Evaluating Information to Determine 
Compliance with Standards:  Evaluates information reviewed and analyzed to make recommendations to stakeholders. 
Applies review tools to determine compliance with applicable standards. Participates in peer reviews to evaluate the 
acceptability and quality of services. Analyzing Data or Information:  Applies behavior analytic methods to determine 
functional relationships between environment and behavior. Analyzes behavioral data to determine response to 
intervention by applying behavior analytic methods. Performing Administrative Activities:  Responds to e-mails, phone 
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calls, and other correspondence as required. Enters personal time and leave and overtime requests into state 
timekeeping system. Maintains databases with contracted providers' information. Getting information:  Gains 
information through records review, direct observation, referencing resources, and through phone calls and e-mails 
from other employees, contract agencies, and individuals served and their families to provide consultation, assess 
behavior service needs, and assess quality of agency processes and appropriateness and effectiveness of interventions 
and treatment strategies. Participates in team meetings to gather information. Provide Consultation and Advice to 
Others:  Provides consultation and guidance to contracted providers and other stakeholders. Consults with peers and 
supervisors to refine operating procedures and practices. Updating and Using Relevant Knowledge:  Uses published and 
peer-reviewed research to support recommendations. Attends conferences and seminars to keep abreast of scientific 
and professional knowledge. Organizing, Planning, and Prioritizing Work:  Completes tasks according to established 
timelines. Prioritizes tasks and treatment needs based on most recent data from multiple sources. Inspecting 
Equipment, Structures, or Materials:  Inspects program implementation materials prescribed by the behavior analyst 
periodically to ensure that they are operating appropriately and reports findings to the appropriate person. Inspects 
behavioral safety intervention devices prescribed by the behavior analyst periodically to ensure that they are operating 
appropriately and reports findings to the appropriate person. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Reviews service plans to estimate the amount of behavior service units needed. Estimates the 
cost of prescribed behavioral intervention materials to ensure that there are adequate resources 
available.Communicating with Supervisors, Peers, or Subordinates:  Shares needed information with others within the 
organization through formal reports, face-to-face meetings, phone conversations, and e-mail to coordinate services. 
Communicates with supervisors and peers to ensure consistency across applicable standards. Processing Information:  
Processes information to prioritize needs. Processes large volumes of information in accordance with system 
requirements. Thinking Creatively:  Applies creativity in designing and implementing individualized behavior treatment 
plans. Performing General Physical Activities:  Participates in physical crisis intervention techniques as necessary. 
Assisting and Caring for Others:  Provides behavioral analytic services in a variety of settings to improve the quality of 
life for persons receiving behavioral services. Advocates for acceptance of recommended plans. Establishing and 
Maintaining Interpersonal Relationships:  Develops constructive and cooperative working relationships with others and 
maintains them over time and avoids harmful dual relationships. Interpreting the Meaning of Information for Others:  
Explains technical information for stakeholders so that it is easily understood. Coaching and Developing Others:  
Conducts reinforcement- and competency-based trainings, including modeling and prompting. Training and Teaching 
Others:  Conducts relevant trainings regarding the delivery of behavior services. Interacting with Computers:  Uses 
computer to develop presentations, prepare spreadsheets, perform word processing activities, send and receive e-mail, 
and perform research. Communicating with Persons outside Organization:  Shares needed information, in compliance 
with applicable privacy standards,  with stakeholders outside the organization through face-to-face meetings, phone 
conversations, and e-mail to coordinate services. Documenting/Recording Information:  Documents information 
gathered in spreadsheets and word processing documents to create permanent records. Staffing Organizational Units:  
Participates in the hiring process as requested.   
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency                     Problem Solving            Process Management                
Conflict Management                Drive for Results           Presentation Skills        Written Communications           Customer 
Focus            Negotiating                  Self-Development Knowledge:  Advanced knowledge of applied behavior analysis to 
carry out essential job duties. Skills:  Intermediate active learning skills for professional development and for decision 
making and problem solving. Intermediate active listening skills to be sensitive to the needs of stakeholders Advanced 
critical thinking skills in applying behavioral technology                    Advanced learning strategies skills to teach and learn 
behavioral interventions  Basic mathematical skills to analyze applicable  data                 Advanced monitoring skills to 
make improvements or take corrective action       Advanced behavioral science skills to solve problems                
Intermediate instructing skills to teach others and provide corrective action       Intermediate social perceptiveness skills 
to interface effectively with stakeholders Advanced complex problem solving skills to develop and evaluate options and 
implement solutions.                 Advanced quality control analysis skills to evaluate quality or performance.       Advanced 
judgment and decision making skills to analyze the risk and benefits of proposed actions. Abilities:  Deductive Reasoning                
Inductive Reasoning                 Oral Comprehension                 Oral Expression            Originality                    Written 
Comprehension 
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Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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079658 - BEHAVIOR ANALYST 
 
Agency:  Share (SHARE) 
Edison Template Job Opening ID:  1001 
 
Minimum Qualifications: 
Education and Experience: Substitution of Education for Experience: Substitution of Experience for Education:   
 
Other Requirements: 
Necessary Special Qualifications:  Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Distinguishing Features: 
 
Work Activities: 
Work Activity Description: Work Activity Detail Work Activity DetailWork Activity Description: Work Activity Detail Work 
Activity Detail 
 
Competencies (KSA’s): 
Competencies:1.Knowledge:1.Skills:1.Abilities:1. 
 
Tools and Equipment Used: 
1. 
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078825 - BEHAVIOR COUNSELING SPECIALIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4368 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in psychology, 
behavior analysis, social work, special education or related field. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs work of average difficulty in assessing clients with behavior or mental 
health concerns and developing, implementing, and evaluating treatment approaches for these clients.Distinguishing 
Features: An incumbent in this class assesses clients with behavioral or mental health concerns and develops, 
implements, and evaluates treatment approaches for these clients. Incumbents in this class receive immediate 
supervision and guidance from licensed clinical staff. 
 
Work Activities: 
1. Completes mental health and behavioral intake evaluations for individuals admitted to the facility.2. Completes 
functional assessment interviews with peers to identify factors that contribute to challenging behaviors.3. Gathers 
information for and drafts mental health and behavioral discharge summaries for individuals for review by clinical 
staff.4. Analyzes medical, behavioral and mental health data to detect changes in needs, behavior and abilities for 
review by clinical staff.5. Prepares reports of behavioral and mental health topics related to a person's transition into 
the community.6. Trains outside agency staff on behavioral and mental health topics related to a person's transition into 
the community.7. Trains staff on proper implementation of behavior support plans and mental health and behavioral 
topics assigned by the supervisor.8. Creates graphs of mental health and behavioral data as part of regular progress 
reviews.9. Participates in treatment planning meetings and contributes to interdisciplinary treatment plans.10. Co-leads 
therapeutic family sessions with clinical staff to improve family functioning.11. Conducts individual and group 
psychotherapy sessions with individuals in conjunction with clinical staff.12. Conducts implementation fidelity checks for 
clinical plans and provides appropriate feedback to staff on proper implementation of the plan.13. Attends clinical 
consultation meetings and contributes to interdisciplinary treatment plans.14. Participates in individual supervision 
sessions to receive guidance from senior clinical staff and improve therapeutic skills.15. Functions as a direct support 
professional, providing assistance with activities of daily living.  
 
Competencies (KSA’s): 
Competencies:1. Problem Solving2. Functional/Technical Competency3. Time Management4. Conflict Management5. 
Written Communication6. Compassion7. Creativity8. Decision quality9. Ethics and values10. Dealing with 
paradoxKnowledge:1. Basic knowledge of appropriate therapeutic interventions for persons with intellectual and 
developmental disabilities.2. Basic knowledge of human behavior and performance for the purpose of assessment and 
treatment of behavior and affective disorders.Skills:1. Basic skill of understanding the implications of new information to 
make appropriate treatment recommendations.2. Basic active listening skills for the purpose of developing strategies to 
resolve problems.3. Basic skill of using logic and reasoning to identify the effectiveness of treatment interventions.4. 
Basic skill of using training/ instructional methods and procedures to encourage fidelity in implementation of treatment 
plans.5. Basic skill of communicating effectively in writing as appropriate for assessments and treatment plans.6. Basic 
skill in analysis of family and social systems to aid in the development of therapeutic interventions.Abilities:1. Deductive 
reasoning2. Stamina3. Oral expression4. Originality5. Written expression6. Written comprehension7. Oral 
comprehension 



 TN Job Classification Specifications  
September 22, 2020 

 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Printer 
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078824 - BEHAVIOR THERAPY SPEC SPV 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  9412 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of experience teaching or providing training to individuals.  Substitution of Education for Experience: Twelve 
semester hours in one or more of the following:  education, psychology, human services, rehabilitation, child and family 
studies, health care administration, or management, may substitute for one year of teaching or providing training to 
individuals. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Noncompetitive selection for Preferred Services positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for behavior therapy specialist supervisory work of average 
difficulty; and performs related work as required.   Distinguishing Features: This is the supervisory level in the Behavior 
Therapy Specialist sub-series, responsible for supervising Behavior Therapy Specialists on an assigned shift at the Harold 
Jordan Center.  An employee in this class may be assigned to work days, nights, and weekends.  This class differs from 
Behavior Therapy Specialists in that an incumbent of the latter does not supervise. 
 
Work Activities: 
 Supervises Behavior Therapy Specialists assigned to a shift; approves leave and attendance and completes performance 
evaluations on subordinates. Manages operations of the shift; assigns work activities to subordinate staff and reassigns 
work as necessary. Monitors implementation of individual support plans and behavior support plans by subordinate 
staff. Develops, modifies, and maintains staffing schedules to ensure necessary coverage is provided for the shift. 
Monitors overtime required for coverage and calculates the amount of overtime being used. Responds to crisis 
situations and coaches and guides subordinate staff through implementation of Professional Crisis Management 
techniques. Completes daily communication sheets and prepares other records and reports. Visually observes persons 
supported and subordinate staff for quality assurance purposes and to ensure that a safe and healthy physical 
environment is being maintained.  Ensures incidents are reported during required timeframes and that action is taken to 
maintain safety of persons supported and subordinate staff. Leads shift meetings to communicate program changes and 
discuss and resolve issues. Participates in meetings to discuss and resolve unit and facility issues. Ensures that personal 
items belonging to persons supported are maintained and stored appropriately; requests repairs and replacements as 
necessary. Inspects state property to ensure that items are working properly; ensures that adequate amounts of 
supplies to be used during the shift are available; requests repairs or replacement of equipment and supplies as 
necessary. Monitors professional development of subordinate staff and ensures that all required trainings are 
completed by stated deadlines. Performs direct support activities for persons supported as required. 
 
Competencies (KSA’s): 
Competencies:1.  Action Oriented 2. Confronting Direct Reports3. Compassion4. Composure5. Conflict Management6. 
Creativity7. Decision Quality8. Developing Direct Reports and Others9. Integrity and Trust10. Motivating Others 
Knowledge:1. Administration and Management2. Clerical3. Customer and Personal Service4. Education and Training5. 
English Language6. Mathematics7. Psychology8. Public Safety and Security9. Communications and Media10. Therapy 
and Counseling Skills:1. Active Learning2. Active Listening3. Complex Problem Solving4. Coordination5. Critical 
Thinking6. Instructing7. Management of Personnel Resources8. Monitoring9. Social Perceptiveness10. Time 
Management Abilities: 1. Arm-Hand Steadiness2. Auditory Attention3. Dynamic Flexibility5. Gross Body Equilibrium4. 
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Dynamic Strength6. Inductive Reasoning7. Memorization8. Oral Comprehension9. Oral Expression10. Written 
Comprehension 
 
Tools and Equipment Used: 
1. Computer2. Telephone4. Two-way Radios3. Motor Vehicles  
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078823 - BEHAVIOR THERAPY SPECIALIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  9411 
 
Minimum Qualifications: 
Education and Experience: Education and Experience: Education equivalent to graduation from a standard high 
school.Substitution of Education for Experience: None.Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Noncompetitive selection for Preferred Services positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs behavior therapy specialist work of average difficulty; and performs 
related work as required.  Distinguishing Features: This is the working level class in the Behavior Therapy Specialist sub-
series.  An incumbent in this classification provides daily living care and behavioral support to individuals residing at the 
Harold Jordan Center.  An incumbent in this class may be assigned to work days, nights, and weekends.  This class differs 
from Behavior Therapy Specialist Supervisor in that an incumbent of the latter is responsible for supervising Behavior 
Therapy Specialists on an assigned shift.   
 
Work Activities: 
 Engages persons supported with Intellectual and Developmental Disabilities in daily living and recreational activities of 
persons supported; provides assistance with activities as needed. Mentors persons supported by modeling appropriate 
behavior and encouraging them to also engage in appropriate behavior. Monitors persons supported to identify their 
emotional status and needs and communicates the same to supervisors, professional counseling and behavioral staff, 
and co-workers. Observes behavior of persons supported and reports behavioral changes and concerns to appropriate 
staff. Implements Professional Crisis Management techniques as needed to de-escalate dangerous behavior and ensure 
safety of persons supported, other staff, and self. Ensures that behavioral support plans, individual support plans, and 
health/treatment plans for all persons supported are followed. Ensures that living and recreational environments of 
persons supported are clean and safe  Teaches independent living and work skills. Ensures that persons supported have 
adequate supplies of clothing, linens, and items needed for personal hygiene. Inventories personal property of 
individuals supported by documenting all new and discarded items. Attends meetings to participate in development of 
individual support plans and to review progress of persons supported.  Attends trainings to learn how to best support 
each person receiving services, taking into account each individual’s needs and preferences. Completes documentation 
regarding activities and behavior of persons supported.  Performs physical activities that require considerable use of 
arms and legs and whole body movement such as lifting, transferring, walking, and stooping while assisting with persons 
supported. 
 
Competencies (KSA’s): 
Competencies:1. Action Oriented 2. Boss Relationships3. Compassion4. Composure5. Conflict Management6. 
Creativity7. Decision Quality8. Functional/Technical Competency9. Integrity and Trust Knowledge:1. Administration and 
Management2. Communications and Media3. Customer and Personal Service4. Education and Training5. English 
Language6. Mathematics7. Psychology8. Public Safety and Security9. Sociology and Anthropology10. Therapy and 
Counseling Skills:1. Active Learning2. Active Listening3. Complex Problem Solving4. Coordination5. Critical Thinking6. 
Instructing7. Monitoring8. Persuasion9. Social Perceptiveness10. Time Management Abilities:1. Arm-Hand Steadiness2. 
Auditory Attention3. Dynamic Flexibility4. Dynamic Strength5. Gross Body Equilibrium6. Inductive Reasoning7. 
Memorization8. Oral Comprehension9. Oral Expression10. Written Comprehension 
 
Tools and Equipment Used: 
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1. Computer2. Telephone4. Two-way Radios3. Motor Vehicles  
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075659 - BENEFITS ADMIN COMM OFFICER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5034 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075631 - BENEFITS ADMIN EXAMINER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5051 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting, 
statistics, or information systems and experience equivalent to three years of auditing, quality assurance, or data 
analytics and aggregation work.Substitution of Education for Experience: Graduate course work from an accredited 
college or university in accounting, statistics, or information systems may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., an additional 36 graduate quarter hours in one or a combination of 
the above listed fields may substitute for one year of the required experience).Substitution of Experience for Education: 
None 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional health data analytic and research work of considerable 
difficulty and performs related work as required.Distinguishing Features: An employee in this class performs 
independent research and health data analytic functions based on industry best practices.  
 
Work Activities: 
Getting Information Gathers and tracks health related data to compile datasets to ensure the division meets its goals, 
objectives, and reporting responsibilities. Develops and conducts surveys to collect data from external agencies, analyze 
data and report findings to management. Reviews existing data bases to ascertain the accuracy, existence and 
availability of needed data variables or data elements. Conducts secondary research such as health related professional 
publications and internet research for historical information, trend analysis, and best practices to detect errors, fraud, 
waste, and abuse. Contacts sources to obtain additional information to ensure accurate and complete data as needed.  
Monitor Processes, Materials, or Surroundings Generates and monitors reports on variables that may affect the health 
status of state sponsored health plans members. Monitors workflow and health claims data to ensure the quality of data 
meets vendor claims data requirements. Monitors health claims data to detect deviations from trends or expectations.     
Identifying Objects, Actions, and Events  Identifies the relevant data sources, variables, tables and literature to complete 
the project. Determines methodology and attributes to be tested based on assigned review program. Identifies sample 
population to be reviewed based on objectives. Identifies work priorities to ensure the most important work is 
completed first based on work experience, supervisor guidance, and departmental, state and federal laws, rules, 
regulations, and guidelines. Judging the Quality of Things, Services, or People Generates risk assessments to be 
evaluated by assigned supervisor related to reviews to be conducted and programmatic areas. Assesses datasets in 
order to ensure that data quality standards are met. Processing Information Conducts and assists with special 
assignments and investigations as required. Writes reports in accordance with departmental guidelines and at an 
appropriate level of audience understanding while ensuring narrative is written so that all confidential information of 
those involved in the study is protected. Prepares draft reviews narrative reports from work paper summaries under 
general direction, to document review results, clearly communicate results and make recommendations for corrective 
actions. Reviews reports to check for errors and makes sure corrections have been made to ensure accuracy. Writes 
reports to explain reviews which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution. Prepares work papers and supporting documentation from a review of records and other 
resources to identify legal, financial, compliance, and/or administrative problems or discrepancies under general 
direction. Indexes work papers and supporting documentation from a review of records and other resources to identify 
legal, financial, compliance, and/or administrative problems or discrepancies under general direction. Documents and 
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maintains procedural information in written or electronic form for reference within the program or manuals. Evaluating 
Information to Determine Compliance with Standards Plans, organizes, and conducts operational reviews to evaluate 
the efficiency and effectiveness of various programs. Uses relevant information and individual judgment to evaluate 
claims information and determine compliance with Plan documents. Plans, organizes, and conducts compliance reviews 
of division vendors and participatory agencies to determine statutory compliance. Analyzing Data or Information  
Develops methodology pertinent to research project (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed). Uses computer software (i.e., Access, Excel, ACL, or other specified software 
related to area of study) to analyze data. Interprets results of analytical procedures to determine relationships among 
the data as well as implications for findings. Compares results of analytical procedures to previous results to determine 
changes over time. Making Decisions and Solving Problems Interprets health claims data to determine appropriate 
recommendations to management. Assists with the identification and resolution of problems related to processes or 
performance. Meets with supervisor and/or subject matter experts to discuss the most efficient and effective approach 
to conducting analytical reviews. Thinking Creatively Develops and implements end user appropriate electronic 
spreadsheets, charts, and graphs for use to facilitate analysis. Designs review work programs as necessary to fit 
parameters of the assigned review. Brainstorms workflow and process improvements with co-workers, and assigned 
supervisor to enhance workplace efficiency Makes suggestions to assigned supervisor to improve the review process 
and program. Updating and Using Relevant Knowledge Attends professional development and continuing education 
courses as required. Attends department specific in-service training as required to enhance personal development. 
Attends department specific in-service training, out-service training, conferences, webinars; maintains required 
proficiency in the field and applies new knowledge to job. Scheduling Work and Activities Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines. Coordinates the work and activities with 
others to accomplish program goals and objectives as needed. Schedules meetings with internal and external parties to 
meet review or project objectives. Schedules staff meetings as required to facilitate interpersonal and inter-
departmental goal achievement. Schedules personal vacation and requests for time off to ensure proper coverage. 
Organizing, Planning, & Prioritizing Work Utilizes metrics to assess the importance of progress of programs, activities or 
data. Manages long term projects to ensure timely completion of project milestones. Cross trains with co-workers in 
assigned job duties to ensure continuity of operations. Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion. Interacting with Computers Enters or imports collected claims data into appropriate database and 
fields to analyze data. Utilizes software applications to perform analysis. Utilizes computer software to transfer results 
into a multimedia format and graphic representations for presentation purposes. Proofreads entered data to verify 
accuracy and completeness. Assesses software application packages for potential use with datasets. Creates and 
maintains back-up copies of data for recovery purposes. Utilizes electronic mail and other devices to facilitate 
communication and internal and external customers. Enters time and leave requests and travel and expense reports in 
electronic database as required. Interpreting the Meaning of Information for Others Utilizes appropriate metrics for 
describing the problem or issues and communicates the findings to stakeholders. Interprets health claims data for 
management in response to requests for information. Interprets departmental policies, procedures, rules, and 
regulations for internal and external customers. Makes users aware of the accuracy, scope, limitations, and de-
limitations of the data and metrics. Communicating with Supervisors, Peers, or Subordinates Provides timely 
information to supervisors and co-workers in a clear and accurate manner. Communicates with officials at higher levels 
on situations requiring cooperation and explanation of the services and activities of the agency. Responds to inquiries 
for information from upper management personnel. Communicates with supervisors and co-workers using multiple 
media to assist with problem solving and resolution. Notifies management of systemic complaints and problems to 
obtain resolution. Communicating with Persons Outside Organization Plans and develops information that is 
communicated to insurance committee members and other interested parties. Communicates with other governmental 
agencies, vendors, and educational institutions to collect or provide data, collaborate, and provide analysis. 
Communicates with vendors and other outside entities to exchange and/or obtain information. Establishing and 
Maintaining Interpersonal Relationships Provides a customer focused work environment to internal and external 
customers to ensure timely and accurate delivery of services. Maintains professional working relationships with peers 
and with upper management to ensure smooth and effective team operations Conducts themselves in a professional 
manner during the course of assigned duties. Establishes and maintains a variety of personal contacts with departmental 
officials, agency representatives, attorneys, associates, supervisory staff and others to foster good will and enhance 



 TN Job Classification Specifications  
September 22, 2020 

trust. Establishes meaningful working relationships with co-workers to ensure effective goal achievement. 
Communicates with internal and external customers in a friendly and courteous manner to promote healthy 
relationships and provide exceptional customer service.    Developing and Building Teams Assists team members with 
task performance to encourage cooperation. Develops and participates in team building activities with supervisor and 
co-workers.   
 
Competencies (KSA’s): 
Competencies:1.    Decision Quality2.    Learning on the Fly3.    Problem Solving4.    Technical Learning5.    Process 
Management6.    Comfort Around Higher Management7.    Written Communications8.    Customer Focus9.    Ethics and 
Values10.    Integrity and Trust11.    Listening    Knowledge:1.    Intermediate Knowledge of Computers and Software2.    
Intermediate Knowledge of Mathematics and Algebra3.    Customer Service4.    Knowledge of Health Claims and 
Procedure Codes5.    Knowledge of Quality Assurance StandardsSkills:1.    Active Listening2.    Critical Thinking3.    
Reading Comprehension4.    Speaking5.    Writing6.    Coordination7.    Persuasion8.    Service Orientation9.    Complex 
Problem Solving10.    Judgment and Decision Making11.    Systems EvaluationAbilities:1.    Deductive Reasoning2.    
Flexibility of Closure3.    Inductive Reasoning4.    Information Ordering5.    Mathematical Reasoning6.    Oral 
Comprehension7.    Oral Expression8.    Originality9.    Problem Sensitivity10.    Time Sharing11.    Written 
Comprehension12.    Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075653 - BENEFITS ADMIN PROGRAM ADMR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3955 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075655 - BENEFITS ADMIN PROGRAM DIR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5021 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075656 - BENEFITS ADMIN PROGRAM DIR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5022 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information." 
 
Tools and Equipment Used: 
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075657 - BENEFITS ADMIN PROGRAM DIR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5023 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information." 
 
Tools and Equipment Used: 
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075658 - BENEFITS ADMIN PROGRAM DIR 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5033 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027244 - BILL CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1438 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062541 - BINDERY WORKER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1702 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time printing services work including, at least, one 
year of bindery experience; additional qualifying coursework at an accredited college, university, technical institute, 
business school or vocational or trade school in graphic arts, printing or a related field may be substituted for the 
required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs bindery work of average difficulty; and performs related work as 
required.Distinguishing Features: This is the working level class in the Bindery sub-series. An employee in this class 
performs a variety of bindery work such as cutting, folding, collating and binding materials. This class differs from that of 
Printing Services Assistant in that an incumbent of the latter works under immediate supervision in a training capacity 
for bindery, off-set press, pre-press and duplicating equipment work. This class differs from that of Bindery Worker 2 in 
that an incumbent of the latter performs work of greater scope and complexity and may serve as a lead worker. 
 
Work Activities: 
1. Binds papers together in a variety of methods including: punching holes and inserting plastic combs, stitching, gluing 
and padding and plastic shrink wrapping.2. Cuts paper to correct size and trims finished products; may fold and 
perforate paper when necessary.3. Collates papers into correct order.4. Assists in the operation of a variety of bindery 
machinery such as multiple-fold folders, large paper cutters, perfect binding machinery, and collater/stitcher/trimmer 
machinery.5. Keeps simple records and makes routine reports such as time expended and materials used.6. May be 
assigned helpers to assist in work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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077842 - BIOLOGIST 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4217 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least 36 quarter hours (or 24 semester hours) in biology, in one of the following areas: (1) biology or biological sciences, 
(2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, terrestrial, or 
wetland biology, ecology or other acceptable biological science related field; and experience equivalent to one year of 
full-time professional biological or related environmental specialty work in pollution control or the collection and/or 
analysis of laboratory/field environmental samples or biological data. Substitution of Education for Experience: Graduate 
course work credit received from an accredited college or university in one or a combination of the above listed fields 
may substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate 
quarter hours or 24 graduate semester hours in one or a combination of the above listed fields may substitute for one 
year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional biological investigation, laboratory work, and field 
survey of average difficulty; and performs related work as required. Distinguishing Features: This is the intermediate 
level class in the Biologist sub-series. An employee in this class performs a variety of biological, laboratory, and field 
survey work such as water sampling, and collection and/or identification of aquatic, semi-aquatic, and terrestrial plants 
and animals including macro invertebrates, fish, periphyton, etc. This class differs from the Biologist 1 in that an 
incumbent of the latter performs at the entry level. This class flexes to and differs from Biologist 3 in that an incumbent 
of the latter performs a full range of biological, laboratory, and field survey work such as water sampling, and collection 
and/or identification of aquatic, semi-aquatic, and terrestrial plants and animals including macro invertebrates, fish, 
periphyton, etc. ,An applicant appointed to this flexibly staffed class will be reclassified to the Biologist 3 after successful 
completion of a mandatory one year training period. Inadequate or marginal performance during the training period will 
result in automatic termination. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Conducts aquatic and terrestrial field evaluations of current ecological 
conditions to perform hydrologic determinations.    Identifies aquatic, semi-aquatic, and terrestrial plants and animals 
including macro invertebrates, fish, periphyton, etc.    Identifies and delineates wetland areas.    Prepares and identifies 
organisms for data analysis.Monitor Processes, Materials, or Surrounding:    Conducts whole effluent toxicity 
tests.Evaluating Information to Determine Compliance with Standards:    Conducts inspections to determine compliance 
with laws, regulations, or standards.Getting Information:    Performs aquatic and terrestrial field evaluations of current 
ecological conditions to determine water and land quality.    Collects chemical and biological samples using appropriate 
field equipment and instrumentation.    Assesses habitats for plants and animals.Analyzing Data or Information:    
Analyzes environmental data using mathematical and statistical methods.Processing Information:    Compiles legally-
defensible environmental documents.    Prepares reports for aquatic, terrestrial, and wetland evaluations.    Compiles, 
process, and review records, data, operational plans, enforcement action requests, etc.    Manages databases, as 
designated, to meet agency requirements.    Maintains familiarity with all aspects of quality assurance/quality control 
programs.Resolving Conflicts and Negotiating with Others:    Responds to basic complaints, under 
supervision.Performing General Physical Activities:    Performs physical activities, such as walking (i.e. ditches, uneven 
terrain, etc.), wading in water, climbing, lifting (such as coolers, generators, etc.), operating field equipment (backpack 
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shockers, augers, core samplers, or probes), etc.Interpreting the Meaning of Information for Others:    Reads, interprets, 
and/or develops maps and plans.Establishing and Maintaining Interpersonal Relationships:    Works harmoniously with 
fellow team members.    Works with other agencies and organizations to give or receive information as 
needed.Repairing and Maintaining Electronic Equipment:    Maintains, repairs, and/or calibrates electronic equipment, 
as needed.Provide Consultation and Advice to Others:    Responds to environmental and/or other requests/inquiries in a 
timely manner.    Provides basic consultative, technical, or educational services to stakeholders.Documenting/Recording 
Information:    Maintains logs/records to document chain-of-custody procedures, instrument readings, and quality 
control activities.    Maintains records of observations made during field evaluations to document data collection, 
ambient site conditions, and evaluation location.    Maintains records of correspondence.Repairing and Maintaining 
Mechanical Equipment:    Maintains, repairs, and/or calibrates mechanical equipment, as needed.Communicating with 
Persons Outside Organization:    Responds to environmental and/or regulatory issues with landowners, permit holders, 
and other concerned individuals.    Disseminates information as appropriate with external stakeholders.    Conducts 
educational workshops in conjunction with schools and environmental interest groups to heighten public awareness 
about the environment.    Attends public/regulatory/professional meetings and/or hearings, as necessary.Interacting 
With Computers:    Utilizes various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc.    Enters time and leave within the designated computer program, in a proper and timely 
manner.Communicating with Supervisors, Peers, or Subordinates:    Disseminates information as appropriate within the 
agency.    Provides effective communication to supervisors and/or peers.    Communicates regularly with supervisors 
and/or coworkers to ensure consistent program operation.    Advises management about issues of concern as they 
occur.    Recognizes, provides, and communicates areas of improvement.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates personal or assigned vehicles (such as, but not limited to: water craft, all terrain vehicles - ATVs, 
etc.), in accordance with agency policy and procedures, as well as all traffic laws.Updating and Using Relevant 
Knowledge:    Fulfills established educational/training/safety requirements.Performing Administrative Activities:    
Distributes documents to appropriate parties, to ensure proper routing.    Completes required documentation for travel 
and/or field use of vehicles. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Ethics & Values    Written Communications    Listening    Time 
Management    Technical Learning    Problem Solving    Perseverance    Dealing with Ambiguity    Learning on the 
FlyKnowledge:    Biology    Chemistry    Mathematics    GeographySkills:    Science    Writing    Time Management    Critical 
Thinking    Speaking    Equipment Maintenance    Active Learning    Management of Material ResourcesAbilities:    Oral 
Comprehension    Written Expression    Written Comprehension    Deductive Reasoning    Stamina    Oral Expression    
Near Vision    Spatial Orientation    Finger Dexterity    Gross Body Equilibrium    Flexibility of Closure    Selective Attention    
Manual Dexterity 
 
Tools and Equipment Used: 
    Computers/Tablets    Telephone/Cell Phones    Scanner/Printer/Fax Machine    Maps /Plans    Motor Vehicles/All-
Terrain Vehicles (ATV’s)    Global Positioning System (GPS)    Water Vehicles    Safety and Personal Protective Equipment 
(PPE)    Fluorometer    Surveying Equipment    Water Quality Meters    Sampling Equipment    Laboratory Equipment    
Cameras and Optical Equipment    Outdoor Equipment/Power Tools    Electroshocking Equipment    Field Equipment 
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098715 - BIOMETRICS EXAMINER 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4573 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or technical institute with an associate’s degree in 
Criminal Justice, or related field, and experience equivalent to two years of full-time experience in a criminal justice 
setting collecting, analyzing, and examining biometric or criminal history related information. OR Graduation from an 
accredited college or technical institute with an associate’s degree and three years of experience in a criminal justice 
setting collecting, analyzing, and examining biometric or criminal history related information. OR Two years of 
coursework at an accredited college or university and three years of experience in a criminal justice setting collecting, 
analyzing, and examining biometric or criminal history related information. Substitution of Experience for Education: 
Qualifying full-time professional experience in a criminal justice setting collecting, analyzing, and examining biometric or 
criminal history related information may be substituted for the required education on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional biometrics examination work of average difficulty; 
performs related work as required. Distinguishing Features: This is the working-level class in the Biometrics Examiner 
sub-series. An employee in this class receives on-the-job training in examining, analyzing, and comparing fingerprints, 
updating palm prints and photographic submissions of persons arrested for crimes, applicants for employment, and 
persons applying for various state licenses. This class differs from that of Biometrics Examiner 2 in that an incumbent of 
the latter functions at the advanced working or lead level. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Addresses and resolves complaints concerning criminal history 
information with external vendors, the general public, local, state, and federal law enforcement agencies, and court 
clerks. Interacting with Computers:    Utilizes appropriate databases [i.e., Access databases, Computerized Criminal 
History (CCH) database, Automated Fingerprint Identification System (AFIS), National Crime Information Center (NCIC), 
Expungement database, Tennessee Applicant Processing Services (TAPS), and Automated Records Management System 
(ARMS)] to process data]. Identifying Objects, Actions, and Events:    Verifies incoming biometric submissions (e.g., 
tenprint verification, name search verification, state identification number, etc.) with existing biometrics.    Identifies 
appropriate background check process based upon Originating Agency Number (ORI) (e.g., juvenile filters, local, state, 
and/or federal checks, etc.). Making Decisions and Solving Problems:    Corrects unauthorized biometric submissions to 
be processed by TBI and FBI. Documenting/Recording Information:    Takes fingerprints, photographs, and palm prints of 
persons accused of crimes.    Enters and stores descriptive data, fingerprint cards, deceased records, and background 
check results in various databases. Communicating with Persons Outside of Organization:    Provides and communicates 
criminal history information results from biometric submissions to external vendors, submitting agencies, and local, 
state, and federal law enforcement agencies by telephone, in written form, e-mail, or in person.    Receives and 
transmits crime information data via the Tennessee Information Enforcement System (TIES). Evaluating Information to 
Determine Compliance with Standards:    Evaluates criminal history results of biometric submissions on vendor 
contractors to determine whether the criteria have been met.    Evaluates biometric submission quality to categorize 
rejections based on error classification. Updating and Using Relevant Knowledge:    Learns procedures for operating the 
Automated Fingerprint Identification System (AFIS).    Learns procedures for operating the live scan device.    Receives 
specialized biometrics training (e.g., FBI and TBI) that affects the knowledge of job performance.    Receives training on 
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new system features and Automated Fingerprint Identification System (AFIS) upgrades affecting job performance.    
Maintains Tennessee Information Enforcement System (TIES) certification biennially. Monitor Processes, Materials, or 
Surroundings:    Monitors Automated Fingerprint Identification System (AFIS) and Tennessee Applicant Processing 
System (TAPS) for quality control of fingerprint submissions (e.g., poor quality prints, demographic information, 
fingerprint verification, etc.).    Alerts appropriate system administrator of technical/system difficulties with biometric 
submission processes.  Performing Administrative Activities:    Notifies TBI units with appropriate information related to 
applicant information (e.g., sex offenders, wanted persons, protection orders, etc.).    Logs and processes sex offender 
registrations and terminations.    Sends appropriate response letters to submitting agencies.    Creates new 
accounts/user agreements for new agencies.    Maintains contact information for submitting agencies. Getting 
Information:    Responds to and coordinates requests for information (e.g., fingerprint cards, criminal history updates) 
from authorized agencies.    Receives criminal history information from the FBI and TBI databases.    Receives applicant 
demographic information to process for civil purposes.    Receives fingerprint cards from local, state, and federal 
agencies.    Prepares fingerprint cards for entry into the Automated Fingerprint Identification System (AFIS).    Receives 
updated state and federal legislative statutes to process. Communicating with Supervisors, Peers, and Subordinates:    
Updates peers and supervisors on arising issues and resolutions relating to Automated Fingerprint Identification System 
(AFIS).    Communicates new customer information and associated procedures within unit and with other TBI units as 
needed. Analyzing Data or Information:    Evaluates criminal history results to determine the appropriate response to 
the requesting agency (e.g., meets criteria/does not meet criteria, sex offender, juvenile filter, wanted persons, etc.).    
Updates and purges fingerprint files in the Automated Fingerprint Identification System (AFIS).    Enters applicant 
demographic information and criminal history responses in Access database.    Categorizes fingerprint cards according to 
the Originating Agency Number (ORI) and/or reason fingerprinted.    Logs total count of mailed-in fingerprint cards by 
Originating Agency Number (ORI). Establishing and Maintaining Interpersonal Relationships:    Communicates with co-
workers to improve and resolve work related issues and tasks.    Develops and maintains professional relationships 
within TBI to insure integrity and quality of criminal history records. Organizing, Planning, and Prioritizing Work:    Sets 
rotations and scheduled tasks for daily and/or weekly job duties to prioritize, organize, and, accomplish work in a timely 
manner. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Problem Solving    Informing    Time Management    Standing 
Alone    Perseverance    Written Communications    Approachability    Customer Focus    Ethics and Values    Integrity and 
Trust Knowledge:    Basic Clerical Knowledge    Basic Law and Government Knowledge    Basic Public Safety and Security 
Knowledge    Basic Telecommunications Knowledge    Basic Customer and Personal Service Knowledge Skills:    Basic 
Writing Skills    Basic Quality Control Analysis Skills    Active Listening Skills    Critical Thinking Skills    Speaking Skills    
Reading Comprehension Skills    Service Orientation Skills    Judgment and Decision Making Skills    Operations 
Monitoring Skills Abilities:    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    
Written Expression Ability    Selective Attention Ability    Wrist-Finger Speed Ability    Near Vision Ability    Speech Clarity 
Ability 
 
Tools and Equipment Used: 
    Automated Fingerprint Identification System    Copy Machine    Fax Machine    Live Scan    Personal Computer    Printer    
Scanner    Telephone 
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071952 - BLIND SERVICES REHAB CTR MGR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2169 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science, or education and experience equivalent to substantial (five or more years of) full-time increasingly 
responsible counseling or instructional work professional services for individuals who are blind or vision impaired. 
Substitution of Education for Experience: Additional qualifying graduate coursework in a social or behavioral science or 
education may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional rehabilitation administrative, managerial and 
supervisory work of considerable difficulty that provides independent living and pre-vocational services to individuals 
who are blind or vision impaired; and performs related work as required. Distinguishing Features: The employee in this 
class plans, organizes, and directs all program areas for individuals who are blind or vision impaired at the state 
rehabilitation center. This class differs from those in the Rehab Training Center Manager sub-series in that incumbents 
of the latter manage and coordinate educational and vocational services at regional or state multi-disciplinary 
rehabilitation training centers. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors all program areas serving people who are blind or vision 
impaired at the state rehabilitation center to ensure the planning, organizing, directing, and evaluating services are in 
compliance with state and federal law. Resolving Conflicts and Negotiating with Others:    Investigates, responds, and 
resolves complaints and other disputes among staff, customers, and other sources to provide the most effective use of 
program resources and positive outcomes through mediation, discussions, or other problem solving techniques deemed 
appropriate.Getting Information:    Gathers client information through chart review, discussions with clients, referral 
sources, and team members to ensure effective service delivery.    Obtains data on staff performance through 
observation and written and verbal communication to develop quality talent.    Researches resource information, 
rehabilitation of people who are blind or vision impaired field trends, and available products and services to ensure 
quality service delivery.Processing Information:    Oversees workflow and processing of paperwork within unit to ensure 
effective and quality services are delivered to clients.Analyzing Data or Information:    Analyzes, interprets, and provides 
feedback on performance data to improve program outcomes and staff effectiveness.    Analyzes and prepares reports 
summarizing clients' progress to ensure program goals and positive outcomes are met.Updating and Using Relevant 
Knowledge:    Researches, gathers, and applies relevant information to ensure clients receive effective 
services.Developing Objectives and Strategies:    Develops clients’ program of services through analysis of staff reports 
and information to ensure comprehensive service delivery.Documenting/Recording Information:    Supervises the 
documentation of all relevant rehabilitation records, reports, and actions related to services provided as an official 
record for the department.Guiding, Directing, and Motivating Subordinates:    Conducts the employee evaluation 
process to review and provide feedback to the employee regarding their job performance in order to confirm effective 
service delivery, compliance with state law, and understanding of policies and procedures.    Provides guidance to staff 
about assigned work to guarantee proper service delivery.    Motivates staff through goal-setting to increase 
performance and improve client outcomes.Evaluating Information to Determine Compliance with Standards:    Monitors 
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progress of each client to ensure his/her vocational objectives are met through the evaluation process and case reviews.    
Supervises and reviews the casework of subordinates to ensure that individual plans are properly developed and comply 
with federal and state guidelines.    Evaluates staff training needs by reviewing performance evaluations and examining 
records for timeliness and accuracy.    Identifies training needs by reviewing documented staff issues and identifying 
errors in records.Making Decisions and Solving Problems:    Enforces policies and procedures pertaining to service 
delivery to comply with state and federal law.    Advises staff regarding complex problems including developing plans of 
action and other issues to ensure compliance with policy, law, and effective service delivery.Interacting With 
Computers:    Operates computer hardware and software, scanners, and other equipment to complete reports, 
document collective data, to communicate with others, and to capture and maintain program information.Monitoring 
and Controlling Resources:    Approves and reviews unit expenditures; reviews and manages unit budget; and requests 
additional unit funding as needed to guarantee timely and effective use of available resources.    Ensures staff has 
appropriate resources, materials and tools to complete their job responsibilities by monitoring available supplies and 
approving supply orders.Provide Consultation and Advice to Others:    Develops corrective action plans for the 
unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve performance 
and service delivery.    Assists employees to coordinate the required services of other service providers to meet the 
needs of the client.    Conducts mentoring sessions with staff in order to address problems and provide support; 
discusses stress management techniques; and provides information on the Employee Assistance Program (EAP).    
Explains services and other resources to staff and customers through a variety of means (i.e., discussions) to resolve 
issues.Staffing Organizational Units:    Conducts interviews with applicants and reviews resumes to identify relevant skills 
and work experience to select the most qualified candidate for the position.    Makes recommendations for retention, 
promotion, demotion, and other human resources actions to maintain quality staffing resources.    Discusses new hire 
recommendations with management to select the most qualified candidate for the position.    Reads existing job plans 
to identify appropriate skills in order to select the most qualified candidate.Thinking Creatively:    Works with staff 
through brainstorming sessions and other discussions to formulate creative ideas and find solutions to problems in an 
effort to promote and improve service delivery.Scheduling Work and Activities:    Schedules appointments and classes 
for staff to manage the workflow within the unit, to provide timely service delivery, and to comply with state and federal 
law.    Schedules meetings and trainings to inform and update staff and customers regarding program changes and other 
relevant information.Organizing, Planning, and Prioritizing Work:    Provides coverage for staff vacancies by creating staff 
rotations or by taking on additional job responsibilities to ensure clients’ needs are met.    Distributes staff assignments 
based on review of program needs to equalize workload. Interpreting the Meaning of Information for Others:    
Interprets program policies, procedures, rules, regulations, and laws regarding services for individuals who are blind or 
vision impaired to clients and the public in an effort to provide clarity.Communicating with Supervisors, Peers, or 
Subordinates:    Communicates or consults with supervisor, staff, and co-workers by telephone, in written form, email or 
in-person to ensure effective service delivery.Communicating with Persons outside Organization:    Promotes 
rehabilitation center programs to the general public, outside organizations, advisory boards and committees through 
dissemination of current information to inform the public of available services.    Communicates with community service 
providers to ensure effective service delivery to clients.Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other 
employees, and local governmental agencies through meetings and other positive interactions to ensure quality and 
timely services.Performing Administrative Activities:    Approves staff leave, travel, and timesheets through the 
designated system to guarantee employees are compensated for time worked.    Ensures staff and customer files are 
maintained and updated through a periodic review so that information can be easily located.    Prepares written 
correspondence to provide information to staff, customers, and the public to comply with state and federal 
laws.Training and Teaching Others:    Provides orientation to new employees through review of policies, procedures and 
job functions to establish clear expectations.    Provides on-going formal and informal training to employees and 
customers to educate and inform them of program policies and procedures.    Provides on-going technical assistance to 
staff for computer operations (e.g. instructions for accessing specific databases) in order to complete tasks in a timely 
manner.    Reviews, revises, and delivers existing training materials to staff and customers in order to ascertain accuracy 
of information.Coaching and Developing Others:    Coaches employees through formal and informal discussions and 
feedback to develop and improve job performance.    Provides positive feedback to employees by recognizing goals and 
achievements to increase morale and performance.Developing and Building Teams:    Conducts teambuilding exercises 
and other group activities to promote positive interaction among staff. 
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Competencies (KSA’s): 
Competencies:    Creativity                                  Decision Quality                      Directing Others                       Informing                             
Process Management                             Presentation Skills                                   Written Communications                      
Customer Focus                       Interpersonal Savvy                               Motivating Others   Knowledge:    Intermediate 
Knowledge of Administration and Management                     Intermediate Knowledge of Clerical                                    
Intermediate Knowledge of Customer and Personal Service                         Intermediate Knowledge of Education and 
Training                       Intermediate Knowledge of Personnel and Human Resources                      Intermediate Knowledge 
of Psychology                             Intermediate Knowledge of Therapy and Counseling  Skills:    Intermediate Active Learning 
Skills                     Basic Mathematics Skills                       Intermediate Monitoring Skills                             Intermediate 
Instructing Skills                              Intermediate Persuasion Skills                              Intermediate Service Orientation Skills                          
Intermediate Social Perceptiveness Skills                           Intermediate Complex Problem Solving Skills                                  
Intermediate Systems Evaluation Skills                             Intermediate Management of Material Resources Skills                                
Intermediate Management of Personnel Resources Skills                              Intermediate Time Management Skills     
Abilities:    Deductive Reasoning Ability                                 Mathematical Reasoning Ability                         Oral 
Comprehension Ability                                  Oral Expression Ability                           Written Comprehension Ability                            
Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer/Laptop    Telephone/Cellular Phones    Multi-Function Printer (MFP)    Calculator    Other Office 
Related Equipment as Required    Adaptive Equipment (such as braille writing devices, talking devices, and tactile 
markings) 
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002149 - BOARD MEMBER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2514 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2515 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2516 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002149 - BOARD MEMBER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2517 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2518 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2519 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2520 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002149 - BOARD MEMBER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2521 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026067 - BOARD MEMBER-NE 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1162 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036641 - BOILER INSPECTOR 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7329 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; and experience equivalent 
to four years of full-time work inspecting, constructing, repairing or operating high pressure boilers or unfired pressure 
vessels. 
 
Other Requirements: 
Necessary Special Qualifications:  Must meet eligibility requirements for a Commission issued by the National Board of 
Boiler and Pressure Vessel Inspectors: A valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs boiler inspection work of routine difficulty; and performs related 
work as required. Distinguishing Features: This is the entry-level class in the Boiler Inspector sub-series. An employee in 
this class learns to inspect boilers and pressure vessels. This class differs from that of Boiler Inspector 2* in that an 
incumbent of the latter is responsible for acting as a commissioned Boiler Inspector.*An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period, and obtaining a commission issued by the National Board of Boiler and Pressure Vessel 
Inspectors; inadequate or marginal performance during the training period will result in automatic demotion or 
termination.  
 
Work Activities: 
Identifying Objects, Actions and Events: Learns the steps for conducting, investigating and reporting a boiler or pressure 
vessel accident. Learns to identify objects, attachments, accessories and related equipment associated with boiler and 
pressure vessel operations and inspections.Performing General Physical Activities: Learns to follow explicit rules to enter 
confined spaces. Learns the proper use of all personal protective equipment (TOSHA & OSHA requirement). Performs 
physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, 
lifting, balancing, walking and stooping.Analyzing Data or Information: Learns to analyze and study codes as applicable 
to ASME, National Boiler Board and State Rules and Regulations.Performing for or Working Directly with the Public: 
Learns to manage a difficult situation while working with the customer.Inspecting Equipment, Structures, or Material: 
Learns to inspect newly installed and existing boilers and pressure vessels, including all attachments and connections for 
leaks, cracks, scale, proper hook up, and proper safety valve pressure setting and capacity. Learns procedures and 
requirements for non-destructive examinations of boilers and pressure vessels.Monitor Processes, Materials, or 
Surroundings: Learns to monitor environment prior to entering respective work area. Learns how to review repair 
materials and repairs.Evaluating Information to Determine Compliance with Standards: Learns to understand the 
functions of proper boiler controls and operations for compliance with the State Boiler Rules and 
Regulations.Communicating with Persons Outside Organization: Learns how to interpret and relate inspections and 
repairs relative to State and National regulations.Making Decisions and Solving Problems: Learns to make decisions, 
recommendations and problem solving.Organizing, Planning, and Prioritizing Work: Learns to set up and execute 
internal and external inspections of high- and low-pressure boilers and vessels. Learns to logistically prioritize and 
schedule daily inspections in an efficient manner.Updating and Using Relevant Knowledge: Learns to conduct research 
on the internet to stay up-to-date with information pertaining to inspections, rules and regulations.Performing 
Administrative Activities: Learns to input reports and data into department computer system under close supervision of 
an assigned Boiler Inspector 2. Learns to enter various functions (i.e., time, attendance, expense reports) into 
departmental system. Learns and submits training logs daily.Documenting/Recording Information: Learns the day-to-day 
process for completing paperwork for inspections. Learns to prepare other standard records, reports, and 
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documents.Interacting with Computers: Learns to initiate and complete electronic inspection reports. Learns to prepare 
a variety of standard records and reports. Learns to communicate via e-mail.Communicating with Supervisors, Peers, or 
Subordinates: Receives training and learns to make recommendations for repairs, maintenance, and improvements to 
boiler operations. Attends staff meetings and conferences to obtain additional education.Establishing and Maintaining 
Interpersonal Relationships: Learns to work with office staff, training instructors, and team members. Getting 
Information: Receives information from various sources of the Boiler Inspection division.  
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Ethics and Values Listening Customer Focus Priority Setting Time Management 
Technical Learning Patience Timely Decision Making Approachability Self-KnowledgeKnowledge: Mathematics Education 
and Training Mechanical Public Safety and Security Engineering and Technology Physics Law and Government Computer 
and Electronics Design Building and Constructions Clerical Production and Processing Psychology Customer and Personal 
Service Chemistry Skills: Reading Comprehension Active Learning Critical Thinking Active Listening Learning Strategies 
Operation and Control Operation Monitoring Quality Control Analysis Speaking Writing Mathematics Installation 
Complex Problem Solving Coordination Monitoring Time Management Equipment Selection Service Orientation 
Technology Design Troubleshooting Equipment Maintenance Science Repairing Social PerceptivenessAbilities: Explosive 
Strength Extent Flexibility Reaction Time Arm-Hand Steadiness Gross Body Coordination Mathematical Reasoning Oral 
Expression Problem Sensitivity Response Orientation Dynamic Flexibility Dynamic Strength Finger Dexterity Gross Body 
Equilibrium Manual Dexterity Multi-Limb Coordination Oral Comprehension Perceptual Speed Speed of Limb Movement 
Wrist-Finger Speed Written Comprehension Written Expression Deductive Reasoning Hearing Sensitivity Rate Control 
Auditory Attention Memorization Originality Stamina Control Precision Spatial Orientation Flexibility of Closure Selective 
Attention Static Strength Trunk Strength Depth Perception Far Vision Glare Sensitivity Near Vision Peripheral Vision 
Speech Clarity Speech Recognition Visual Color Discrimination Sound Localization Night Vision Inductive Reasoning 
Information Ordering Number Facility Speed of Closure Visualization Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine/Scanner Printer Copy Machine Motor Vehicles Audio/Visual Recorders GPS 
Calculator Inspection Mirror Flammable Gas Monitor Borescope Micrometer Calipers Hard Hat Safety Harness Safety 
Glasses Safety Shoes High Visibility Vest Flashlights Lockout Tagouts Tape Measure Daily Planner Tennessee Tags Screw 
Drivers Cell Phones Carbon Monoxide Monitors Internet Access for Field Offices Coveralls Gloves Gorilla Glue Ear Plugs 
Clipboard Office Supplies (pens, paper, etc.)  
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036642 - BOILER INSPECTOR 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1633 
 
Minimum Qualifications: 
Education and Experience: Currently Commissioned as an Authorized Boiler Inspector; education equivalent to 
graduation from a standard high school; experience equivalent to five years of full-time responsible work maintaining, 
repairing, inspecting, constructing or operating high pressure boilers or unfired pressure vessels. 
 
Other Requirements: 
Necessary Special Qualifications: A valid Commission issued by the National Board of Boiler and Pressure Vessel 
Inspectors is required;A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for boiler inspection work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working-level class in the Boiler Inspector sub-series. An 
employee in this class is responsible for boiler inspection work of average difficulty and is certified. This class is flexibly 
staffed with Boiler Inspector 1 and differs in that an incumbent of the latter is learning to inspect boilers and pressure 
vessels. This class differs from Boiler Inspector 3 in that an incumbent of the latter is responsible for supervisory work. 
 
Work Activities: 
Inspecting Equipment, Structures, or Materials:Inspects newly installed boilers and pressure vessels, including all 
attachments and connections for leaks, cracks, scale, proper hook up, and proper safety valve pressure setting and 
capacity.Inspects historical boilers and pressure vessels regarding safe operations.Inspects boilers and pressure vessels 
such as water heaters, air tanks, and hot water storage tanks by examining the internal and external surfaces for 
defects, controls, and safety devices.Recommends and observes the performance of hydrostatic tests, and inspects the 
construction of boilers and pressure vessels.Observes and recommends non-destructive examinations of boilers, 
pressure vessels, and associated parts.Evaluating Information to Determine Compliance with Standards:Understands 
and observes the proper functions of boiler controls and operations for compliance with the State Boiler Rules and 
Regulations.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:Reviews and approves final 
installation of second-hand boilers and pressure vessels.Reviews and approves final installation of boilers and pressure 
vessels.Conducts site visits to assist boiler owners and installers with proper equipment layout.Performing for or 
Working Directly with the Public:Manages difficult situations while working with the customer.Identifying Objects, 
Actions, and Events:Performs investigations using the steps for conducting and/or reporting a boiler or pressure vessel 
accident.Documents code violations through notes, sketches, photographs, and physical evidence.Identifies problems 
and recommends solutions to prevent accident(s).Recommends boilers/pressure vessel be decommissioned when 
conditions warrant.Identifies objects, attachments, accessories and related equipment associated with boiler and 
pressure vessel operations and inspections.Communicating with Persons Outside Organization:Advises builders, 
contractors, boiler owners, boiler trade workers, and others regarding safe methodology of constructing, installing, 
maintaining and repairing boilers and pressure vessels per laws, rules and regulations.Communicates with 
installation/repair company representatives.Trains and disseminates the general public on proper use of boilers and 
pressure vessels according to laws, rules and regulations.Explains violations, operating procedures, and preventative 
maintenance and writes citations for safety hazards and violations.Interacts daily with special inspectors from multiple 
insurance companies.Interpreting the Meaning of Information for Others:Explains to owners, users and repair company 
representatives, code violations, operating procedures, and preventative maintenance and writes citations for safety 
hazards and violations.Monitor Processes, Materials, or Surroundings:Monitors environment prior to entering respective 
work area.Reviews repair materials, process, reports and views final repairs.Performing General Physical 
Activities:Follows explicit rules to enter confined spaces.Uses his/her personal protective equipment (TOSHA & OSHA 
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requirement).Performs physical activities that require considerable use of your arms and legs and moving your whole 
body, such as climbing, lifting, balancing, walking and stooping.Analyzing Data or Information:Analyzes and enforces 
codes as applicable to ASME, National Boiler Board and State Rules and Regulations.Reads and understands MSDS 
(Material Safety Data Sheet) for hazardous materials.Reviews and understands manufacturer's data 
reports.Communicating with Supervisors, Peers, or Subordinates:Makes recommendations for repairs, maintenance, 
and improvements to boiler operations.Attends staff meetings, workshops and conferences to obtain additional 
required continuing education.Provides information to supervisors, co-workers, and subordinates by telephone, in 
written form, e-mail or in person.Coaching and Developing Others:Trains and coaches the Boiler Inspector 1 
position.Interacts with other Boiler Inspectors regarding various processes, repairs, and alterations.Developing 
Objectives and Strategies:Communicates with industries to review their objectives and strategies regarding the 
installation of new processes and facilities pertaining to boilers and pressure vessels.Processing Information:May 
perform operating and/or renewal variances, code stamp reviews and special inspections compiling data for completion 
and submission.Performs, verifies and updates pertinent inspection data.Making Decisions and Solving Problems:Makes 
decisions, recommendations and solves problems related to the inspection criteria.Makes decisions regarding safety red 
tag violations and alerts supervisor of action.Makes decisions regarding conflict of interest when conducting inspections 
(i.e., acceptance of gifts or gratuities, personal relationships, etc.).Documenting/Recording Information:Performs the 
day-to-day process for completing paperwork for inspections.Performs related work as required or instructed.Prepares 
other standard records, reports and documents.Interacting with Computers:Utilizes computer to do mandatory online 
National Boiler Board training annually.Maintains records for timely periodic inspections, completes reports 
recommending issuance of operating permits, and prepares various reports such as expense accounts and daily 
reports.Sends and maintains correspondence via e-mail.Organizing, Planning, and Prioritizing Work:Performs all initial 
permit inspections of boilers and pressure vessels in lethal service.Sets up and executes internal and external 
inspections of high-and low-pressure boilers and vessels.Sets up and executes initial meetings with owners and/or 
installers prior to starting installation.Conducts professional courtesy visits to locations to provide information on laws, 
rules and regulations regarding the operation and ownership of boiler or pressure vessel.Logistically prioritizes and 
schedules daily inspections in an efficient manner.Coordinating the Work and Activities of Others:May assist in 
proctoring the National Boiler Board Commissioning Examination.Performing Administrative Activities:Inputs reports 
and data into Boiler Division computerized systems.Searches in the Boiler Division computerized system for delinquent 
or dormant vessels.Enters various functions (i.e., time, attendance, expense reports) into departmental system.Submits 
daily/weekly work logs.Updating and Using Relevant Knowledge:Conducts research on the internet to stay up-to-date 
with information pertaining to inspections, rules and regulations.Getting Information:Receives information from various 
sources of the Boiler Inspection division.Establishing and Maintaining Interpersonal Relationships:Works with office 
staff, training instructors, and team members. 
 
Competencies (KSA’s): 
Competencies:Ethics and ValuesIntegrity and TrustCustomer FocusListeningFunctional/Technical CompetencyTechnical 
LearningOrganizingTime ManagementTimely Decision MakingDrive for ResultsWritten CommunicationSelf-
KnowledgeKnowledge: Public Safety and SecurityMechanicalBuilding and ConstructionComputers and 
ElectronicsMathematicsEducation and TrainingLaw and GovernmentProduction and ProcessingCustomer and Personal 
ServiceAdministration and ManagementEngineering and 
TechnologyDesignChemistryPsychologyClericalPhysicsPersonnel and Human ResourcesEconomics and AccountingSkills: 
Operation and ControlOperation MonitoringJudgment and Decision MakingQuality Control 
AnalysisTroubleshootingTime ManagementCritical ThinkingSpeakingWritingActive LearningActive 
ListeningInstallationReading ComprehensionCoordinationEquipment SelectionMonitoringTechnology DesignComplex 
Problem SolvingEquipment MaintenanceRepairingSocial PerceptivenessService OrientationLearning 
StrategiesMathematicsScienceAbilities: Speed of Limb MovementArm-Hand SteadinessFinger DexterityManual 
DexterityOral ComprehensionWritten ExpressionMemorizationMulti-Limb CoordinationOral ExpressionRate 
ControlReaction TimeResponse OrientationSelective AttentionWritten ComprehensionDeductive ReasoningGross Body 
CoordinationAuditory AttentionDepth PerceptionGross Body EquilibriumPeripheral VisionProblem SensitivitySound 
LocalizationSpeech ClaritySpeech RecognitionStaminaExplosive StrengthExtent FlexibilityFar VisionFlexibility of 
ClosureGlare SensitivityHearing SensitivityNear VisionNight VisionMathematical ReasoningOriginalityVisualizationWrist-
Finger SpeedControl PrecisionDynamic FlexibilityDynamic StrengthInductive ReasoningNumber FacilitySpatial 
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OrientationStatic StrengthSpeed of ClosureTime SharingTrunk StrengthVisual Color DiscriminationPerceptual 
SpeedInformation Ordering 
 
Tools and Equipment Used: 
Personal ComputerTelephoneFax Machine/ScannerPrinterCopy MachineMotor VehiclesAudio/Video 
RecordersGPSCalculatorInspection MirrorFlammable Gas MonitorBorescopeMicrometerCalipersHard HatSafety 
HarnessSafety GlassesSafety ShoesHigh Visibility VestFlashlightsLockout TagoutsTape MeasureDaily PlannerTennessee 
TagsScrew DriversCell PhonesCarbon Monoxide MonitorsInternet Access for Field OfficesCoverallsGlovesGorilla GlueEar 
PlugsClipboardsOffice Supplies (pens, paper, etc.) 
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036644 - BOILER INSPECTOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1640 
 
Minimum Qualifications: 
Education and Experience: Currently Commissioned as an Authorized Boiler Inspector; education equivalent to 
graduation from a standard high school; and experience equivalent to five years of full-time responsible work 
maintaining, repairing, inspecting, constructing or operating high pressure boilers or unfired pressure vessels. 
 
Other Requirements: 
Necessary Special Qualifications: Must possess a valid Commission issued by the National Board of Boiler and Pressure 
Vessel Inspectors is required;A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for boiler inspection work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first supervisory 
class in the Boiler Inspector sub-series. An employee in this class supervises subordinate boiler inspectors in an assigned 
geographical region of the state. This class differs from Boiler Inspector 2, in that an incumbent of the latter is not 
responsible for supervisory work. This class reports to and differs from Boiler Inspector 4 in that the incumbent of the 
latter serves as Chief Boiler Inspector. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:Inspects historical boilers and pressure vessels regarding safe 
operations.Inspects newly installed boilers and pressure vessels, including all attachments and connections for leaks, 
cracks, scale, proper hook up, and proper safety valve pressure setting and capacity.Inspects boilers and pressure 
vessels such as water heaters, air tanks and hot water storage tanks by examining the internal and external surfaces for 
defects, controls, and safety devices.Observes and recommends non-destructive examinations of boilers, pressure 
vessels, and associated parts.Recommends and observes the performance of hydrostatic tests, and inspects the 
construction of boilers and pressure vessels.Performs supervisory boiler and pressure vessel inspections.Interpreting the 
Meaning of Information for Others:Interprets for owners, users and repair company representatives, code violations, 
operating procedures, and preventative maintenance and writes citations for safety hazards and violations.Evaluating 
Information to Determine Compliance with Standards:Understands and observes the proper functions of boiler controls 
and operations for compliance with the State Boiler Rules and Regulations.Identifying Objects, Actions, and 
Events:Performs investigations using the steps for conducting and/or reporting a boiler or pressure vessel 
accident.Documents code violations through notes, sketches, photographs and physical evidence.Identifies problems 
and recommends solutions to prevent accident(s).Recommends boilers/pressure vessel be decommissioned when 
conditions warrant.Identifies objects, attachments, accessories and related equipment associated with boiler and 
pressure vessel operations and inspections.Judging the Qualities of Things, Services, or People:Evaluates inspections 
performed by deputy and special boiler inspectors.Coaching and Developing Others:Trains and coaches the Boiler 
Inspector 1 and 2 position.Interacts with other Boiler Inspectors regarding various processes, repairs, and 
alterations.Develops new processes for reporting.Develops and modifies forms for use by Boiler Inspector 
division.Analyzing Data or Information:Analyzes and enforces codes as applicable to ASME, National Boiler Board and 
State Rules and Regulations.Reviews installer and repair companies licensing requirements and quality control manual 
for issuance of state repair license.Reviews and understands manufacturer's data reports.Reads and understands MSDS 
(Material Safety Data Sheet) for hazardous materials.Communicating with Persons Outside Organization:Trains and 
disseminates the general public on proper use of boilers and pressure vessels according to laws, rules and 
regulations.Advises builders, contractors, boiler owners, boiler trade workers, and others regarding a safe methodology 
of constructing, installing, maintaining and repairing boilers and pressure vessels per laws, rules and 
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regulationsCommunicates with installation/repair company representatives.Interacts with city and county codes officials 
and the health department.Explains violations, operating procedures, and preventative maintenance and writes 
citations for safety hazards and violations.Interacts daily with special insurance inspectors and companies addressing 
any questions regarding rules, regulations and changes.Assists clients with interpreting the laws, rules and regulations 
regarding codes.Communicates with the National Boiler Board to request and receive information regarding boilers and 
pressure vessels.Communicates with state vendors to secure required inspection equipment.Performing General 
Physical Activities:Performs physical activities that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, and stooping.Uses his/her personal protective equipment 
(TOSHA & OSHA requirement).Follows explicit rules to enter confined spaces.Scheduling Work and Activities:Provides 
technical assistance, supervises the scheduling of inspections for efficiency, and assists in ensuring the training of 
inspectors to be certified.Assigns, trains, supervises, and evaluates the work of subordinates inspecting boilers and 
pressure vessels to ensure quality and safety.Guiding, Directing, and Motivating Subordinates:Provides guidance and 
direction to subordinates, including setting performance standards and monitoring performance.Resolving Conflicts and 
Negotiating with Others:Handles complaints, settles disputes, and resolves grievances and conflicts, or otherwise 
negotiating with others.Communicating with Supervisors, Peers, or Subordinates:Makes recommendations for repairs, 
maintenance, and improvements to boiler operations.Works with Information Technology and Human Resources 
divisions on processes and procedures.Works with MVM (Motor Vehicle Management) division.Attends staff meetings, 
workshops and conferences to obtain additional required continuing education.Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Interacting with Computers:Trains deputy 
inspectors on the usage of boiler inspection software.Utilizes computer to do mandatory online National Boiler Board 
training annually.Instructs inspectors on general use of computer system for the boiler inspection process.Maintains 
records for timely periodic inspections, completes reports recommending issuance of operating permits, and prepares 
various reports such as expense accounts and daily reports.May remotely access inspector's computer identifying areas 
of inspection and troubleshooting.Sends and maintains correspondence via e-mail. Organizing, Planning, and Prioritizing 
Work:Performs all initial permit inspections of boilers and pressure vessels in lethal service.Sets up and executes internal 
and external inspections of high- and low-pressure boilers and vessels.Sets up and executes initial meetings with owners 
and/or installers prior to starting installation.Conducts professional courtesy visits to locations to provide information on 
laws, rules and regulations regarding the operation and ownership of boiler or pressure vessel.Logistically prioritizes and 
schedules daily inspections in an efficient manner.Performing for or Working Directly with the Public:Provides guidance 
and assistance to deputy and special inspectors regarding resolution of a problem or situation involving an owner or 
user.Manages difficult situations while working with the customer.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:Reviews all construction and installation variances for boiler and pressure vessel 
applications.Conducts site visits to assist boiler owners and installers with proper equipment layout.Reviews and 
approves the application request for second-hand and boilers and pressure vessel owners requesting to operate in the 
State of Tennessee.Reviews and approves the application request for permission to install.Making Decisions and Solving 
Problems:Makes decisions regarding safety red tag violations and alerts supervisor of action when deemed 
necessary.Makes decisions, recommendations and solves problems related to the inspection criteria.Makes decisions 
regarding conflict of interest when conducting inspections (i.e., acceptance of gifts or gratuities, personal relationships, 
etc.).Monitor Processes, Materials, or Surroundings:Monitors environment prior to entering respective work 
area.Reviews repair materials, process, reports and views final repairs.May monitor area of specific inspector's 
delinquent count.Monitors time and attendance records of boiler inspectors.Monitors inspector vehicle logs.Staffing 
Organizational Units:Makes recommendations on employment, retention, promotion, demotion, and other personnel 
transactions.Processing Information:May perform operating and/or renewal variances, code stamp reviews and special 
inspections compiling data for completion and submission.Performs audits of job duties of individual 
inspectors.Performs, verifies and updates pertinent inspection data.Documenting/Recording Information:Ensures the 
day-to-day process for completing paperwork for inspections is accurate.Performs related work as required or 
instructed.Prepares other standard records, reports and documents.Developing Objectives and 
Strategies:Communicates with industries to review their objectives and strategies regarding the installation of new 
processes and facilities pertaining to boilers and pressure vessels.Sets the objectives of boiler inspectors to minimize the 
delinquent inspection count and improve the safety for the citizens of Tennessee.Getting Information:Receives 
pertinent information from various internal and external sources (i.e., the National Boiler Board, ASME, manufacturers 
and repair firms, etc.).Coordinating the Work and Activities of Others:Proctors the National Boiler Board Commissioning 
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Examination.Coordinates times for computer training for individual inspectors.Coordinates times, schedules and dates 
for inspectors to perform their required inspections.Assists in coordinating training schedules and topics.Establishing 
and Maintaining Interpersonal Relationships:Works with office staff, training instructors, and team members on a daily 
basis.Performing Administrative Activities:Provides back up to Chief Boiler Inspector (Boiler Inspector 4) in the event of 
absences.Handles disciplinary actions when the need arises.Continuously monitors for changes in the rules and 
regulations for physical conditioning to perform the job requirements.Conducts interviews and makes recommendations 
on Personnel/Human Resource actions.Conducts interim and annual performance evaluations for subordinate 
staff.Approves time, attendance, and expense reporting for boiler inspectors.Supervises and participates in the 
preparation of a variety of records and reports.Conducts and/or assist with staff meetings, seminars, and 
conferences.Inputs reports and data into Boiler Division computerized systems.Enters various functions (i.e., time, 
attendance, expense reports) into departmental system.Submits and approves daily/weekly logs.Searches in the Boiler 
Division computerized system for delinquent or dormant vessels.Developing and Building Teams:Develops and 
coordinates seminars between manufacturers and boiler inspectors.Develops and coordinates team of inspectors to 
perform specific tasks in a certain geographical location within the State of Tennessee.Updating and Using Relevant 
Knowledge:Conducts research on the internet to stay up-to-date with information pertaining to inspections, rules and 
regulations.Monitoring and Controlling Resources:Orders needed and/or required inspection tools and 
equipmentMonitors the receipt of office supplies. 
 
Competencies (KSA’s): 
Competencies:Integrity and TrustEthics and ValuesProblem SolvingDelegationPatienceLearning on the FlyTechnical 
LearningDirecting OthersPlanningTotal Work SystemsCustomer FocusListeningKnowledge: Public Safety and 
SecurityComputers and ElectronicsEducation and TrainingAdministration ManagementCustomer and Personal 
ServiceBuilding and ConstructionEngineering and TechnologyMechanicalClericalPersonnel and Human 
ResourcesDesignLaw and GovernmentProduction and ProcessingChemistryMathematicsPhysicsPsychologyEconomics 
and AccountingSkills: InstallationOperation MonitoringTime ManagementActive LearningJudgment and Decision 
MakingOperation and ControlQuality Control AnalysisTroubleshootingActive ListeningComplex Problem SolvingCritical 
ThinkingEquipment MaintenanceManagement of Personnel ResourcesReading 
ComprehensionRepairingSpeakingCoordinationEquipment SelectionLearning StrategiesManagement of Fiscal 
ResourcesManagement of Material ResourcesService OrientationTechnology 
DesignWritingMathematicsMonitoringSocial PerceptivenessScienceAbilities: Arm-Hand SteadinessDeductive 
ReasoningDepth PerceptionFar VisionPeripheral VisionReaction TimeSound LocalizationSpeech RecognitionWritten 
ComprehensionWritten ExpressionAuditory AttentionControl PrecisionFlexibility of ClosureGlare SensitivityHearing 
SensitivityInductive ReasoningMulti-Limb CoordinationResponse OrientationSpeech ClaritySpeed of Limb 
MovementStaminaVisual Color DiscriminationDynamic FlexibilityDynamic StrengthExplosive StrengthFinger 
DexterityManual DexterityRate ControlExtent FlexibilityGross Body CoordinationGross Body EquilibriumNear VisionNight 
VisionOral ExpressionSpatial OrientationSpeed of ClosureStatic StrengthTrunk StrengthVisualizationWrist-Finger 
SpeedInformation OrderingMathematical ReasoningMemorizationNumber FacilityOral 
ComprehensionOriginalityPerceptual SpeedProblem SensitivitySelective AttentionTime Sharing 
 
Tools and Equipment Used: 
Personal ComputerTelephoneFax Machine/ScannerPrinterCopy MachineMotor VehiclesAudio/Video 
RecordersGPSCalculatorInspection MirrorFlammable Gas MonitorBorescopeMicrometerCalipersHard HatSafety 
HarnessSafety GlassesSafety ShoesHigh Visibility VestFlashlightsLockout TagoutsTape MeasureDaily PlannerTennessee 
TagsScrew DriversCell PhonesCarbon Monoxide MonitorsInternet Access for Field OfficesCoverallsGlovesGorilla GlueEar 
PlugsClipboardOffice Supplies (pens, paper, etc.) 
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036643 - BOILER INSPECTOR 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1637 
 
Minimum Qualifications: 
Education and Experience: Currently Commissioned as an Authorized Boiler Inspector; education equivalent to 
graduation from a standard high school; and experience equivalent to five years of responsible full-time work 
maintaining, repairing, inspecting, constructing, or operating high pressure boilers or unfired pressure vessels. 
 
Other Requirements: 
Necessary Special Qualifications:  Must possess a valid Commission issued by the National Board of Boiler and Pressure 
Vessel Inspectors;Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for boiler inspection work of considerable difficulty and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the second 
supervisory class in the Boiler Inspector sub-series. An employee in this class serves as the Chief Boiler Inspector, reports 
to the Boiler and Elevator Inspection Director, and is responsible for minimizing boiler and pressure vessel accidents and 
explosions. This class differs from that of Boiler Inspector 3 in that an incumbent of the latter supervises subordinate 
boiler inspectors in an assigned geographical region of the state. 
 
Work Activities: 
Analyzing Data or Information:1. Reviews and analyzes accidents and submits investigation reports.2. Analyze code 
violations.3. Reviews installer and repair companies licensing requirements and quality control manual for issuance of 
state repair license.4. Analyzes and enforces codes as applicable to ASME, National Boiler Board and State Rules and 
Regulations.5. Reviews variances as completed by subordinate staff.6. Reviews and approves newly commissioned NBIC 
(National Boiler Inspection Codes) inspectors submitted information to receive Tennessee Special Commission to 
conduct inspections in Tennessee.7. Reviews the required information and documentation to be submitted to the 
National Boiler Board.8. Researches various inquiries regarding codes and regulations.9. Researches and approves 
information regarding second-hand boilers and pressure vessels.10. Reads and understands MSDS (Material Safety Data 
Sheet) for hazardous materials.11. Reviews and understands manufacturer's data reports. Coaching and Developing 
Others:1. Trains and coaches subordinate boiler staff.2. Interacts with other Boiler Inspectors regarding various 
processes, repairs and alterations. Communicating with Persons Outside Organization:1. Conducts and assists in surveys 
and reviews of the American Society of Mechanical Engineers, the National Board of Quality Control Systems and the 
programs of all boiler and pressure vessel manufacturing companies in Tennessee.2. May serve on a subcommittee for 
the National Boiler Board.3. Communicates with jurisdictional counterparts regarding codes or current and up-coming 
code changes, in addition to the new vessel design and construction.4. Interacts daily with special insurance inspectors 
and companies addressing any questions regarding rules, regulations and changes. Communicating with Supervisors, 
Peers or Subordinates:1.Through subordinate supervisors, assigns, trains, supervises and evaluates a statewide staff of 
boiler inspectors and their work.2. Makes recommendations for repairs, maintenance and improvements to boiler 
operations. Coordinating the Work Activities of Others:1. Proctors and/or delegates the administering of the National 
Boiler Board Commissioning Examination.2. Secures location site for training newly appointed inspectors at state 
facilities. Developing and Building Teams:1. Coordinates and conducts quarterly inspector meetings for training 
updates.2. Develops and coordinates seminars between manufacturers and boiler inspectors. Documenting/Recording 
Information:1. Ensures day-to-day process for completing paperwork for inspections is accurate.2. Prepares other 
standard records, reports and documents.3. Performs related work as required or instructed.   Drafting, Laying Out and 
Specifying Technical Devices, Parts and Equipment:1. Reviews shop blueprints and calculations for boilers and pressure 
vessels to be installed.2. Reviews all construction and installation variances for boiler and pressure vessel applications.3. 
Reviews and approves the application request for second-hand boiler and pressure vessel owners requesting to operate 
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in the state of Tennessee.4. Conducts site visits to assist boiler owner and installers with proper equipment layout. 
Establishing and Maintaining Interpersonal Relationships:1. Continually works with office staff, training instructors and 
team members on a daily basis. Getting Information:1. Receives pertinent information from various internal and 
external sources (i.e. the National Boiler Board, ASME, manufacturers and repair firms, etc.). Identifying Objects, Actions 
and Events:1.     Performs investigations using the steps for conducting and/or reporting a boiler or pressure vessel 
accident.2. Documents and reports code violations through notes, sketches, photographs and physical evidence to the 
Administrator.3. Identifies problems and recommends solutions to prevent accident(s).4. Provides final investigative 
report to Administrator.5. Identifies objects, attachments, accessories and related equipment associated with boiler and 
pressure vessel operations and inspections. Inspecting Equipment, Structures or Material:1. Inspects historical boilers 
and pressure vessels regarding safe operations.2. Recommends and observes the performance of hydrostatic tests and 
inspects the construction of boilers and pressure vessels.3. Observes and recommends non-destructive examinations of 
boilers, pressure vessels and associated parts.4. Inspects boilers and pressure vessels such as water heaters, air tanks, 
and hot water storage tanks by examining the internal and external surfaces for defects, controls and safety devices.5. 
Inspects newly installed boiler and pressure vessels, including all attachments and connections for leaks, cracks, proper 
hook up and proper safety valve pressure setting and capacity.6. Performs supervisory boiler and pressure vessel 
inspections. Interacting with Computers:1. Trains deputy inspectors on the usage of boiler inspector software.2. 
Instructs inspectors on general use of computer system for boiler inspection process.3. Maintains records for timely 
periodic inspections, completes reports recommending issuance of operating permits.4. Utilizes computer to do 
mandatory online National Boiler Board training annually.5. Communicates daily with staff and various public entities via 
email. Interpreting the Meaning of Information for Others:1. Interprets for owners, users and repair company 
representatives, operating procedures and preventative maintenance and writes code violations for safety hazards and 
violations. Judging the Qualities of Things, Services or People:1. Evaluates inspections performed by deputy and special 
boiler inspectors. Making Decisions and Solving Problems:1. Analyzes information and evaluates results to choose the 
best solution and solve problems.2. Makes decisions regarding safety red tag violations and alerts supervisor of action 
when deemed necessary.3. Makes decisions, recommendations and solves problems related to the inspection criteria.4. 
Makes decisions regarding conflict of interest when conducting inspections (i.e., acceptance of gifts or gratuities, 
personal relationships, etc.). Monitor Processes, Materials or Surroundings:1. Reviews repair materials, process reports 
and views final repairs.2. Monitors environment prior to entering respective work area.3. Monitors time and attendance 
records for boiler inspectors.4. May monitor area of specific inspector's delinquent count. Monitoring and Controlling 
Resources:1. Monitors red tag and delinquent vessel inspections.2. Orders needed and/or required inspection tools and 
equipment. Organizing, Planning and Prioritizing Work:1. Performs all initial permit inspections of boilers and pressure 
vessels in lethal service.2. Sets up and executes internal and external inspections of high- and low-pressure boilers and 
vessels.3. Logistically prioritizes and schedules daily inspections in an efficient manner. Performing Administrative 
Activities:1. Continuously monitors, updates and implements changes in the rules and regulations for physical 
conditioning to perform the job requirements.2. Conducts interim and annual performance evaluations for subordinate 
staff.3. Conducts interviews and makes recommendations on Personnel/Human Resource actions.4. Supervises and 
participates in the preparation of a variety of records and reports.5. Inputs reports and data into Boiler Unit 
computerized systems.6. Conducts and/or assists with staff meetings, seminars and conferences.7. Searches in the 
Boiler Unit computerized system for delinquent or dormant vessels.8. Approves daily/weekly work logs of subordinate 
staff.9. Develops and modifies forms for use by Boiler Inspector Unit. Performing for or Working Directly with the 
Public:1. Manages difficult situations while working with customer.2. Provides guidance and assistance to deputy and 
special inspectors regarding resolution of a problem or situation involving an owner or user. Performing General Physical 
Activities:1. Follows explicit rules to enter confined spaces. Processing Information:1. Performs audits of job duties of 
individual inspectors.2. Performs, verifies and updates pertinent inspection data. Provide Consultation and Advice to 
Others:1. Provides guidance and expert advice to management or other groups on technical, systems- or process-related 
topics. Resolving Conflicts and Negotiating with Others:1. Handles complaints, settles disputes and resolves grievances 
and conflicts or otherwise negotiating with others. Scheduling Work and Activities:1. Provides technical assistance, 
supervises the scheduling of inspections for efficiency and assists in ensuring the training of inspectors to be certified.2. 
Assigns, trains, supervises and evaluates the work of subordinates inspecting boilers and pressure vessels to ensure 
quality and safety.3. Assists with scheduling and setting up conferences in regards to Boiler Safety and Inspection. 
Thinking Creatively:1. Develops, designs or creates new applications, ideas, relationships or systems, including artistic 
contributions. Training and Teaching Others:1. Identifies the educational needs of others, develops formal educational 
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or training programs or classes and teaching or instructing others. Updating and Using Relevant Knowledge:1. Conducts 
research manually and electronically to maintain up-to-date information pertaining to inspections, rules and regulations.   
 
Competencies (KSA’s): 
Competencies: Directing Others Functional/Technical Competency Technical Learning Developing Direct Reports and 
Others Decision Quality Ethics and Values Hiring and Staffing Business Acumen Problem Solving Priority 
SettingKnowledge: Public Safety and Security Customer and Personal Service Education and Training Administration and 
Management Mechanical Mathematics Building and ConstructionSkills: Operation Monitoring Active Learning Active 
Listening Quality Control Analysis Judgment and Decision Making Speaking Time Management Writing Learning 
StrategiesAbilities: Oral Expression Written Comprehension Problem Sensitivity Oral Comprehension Arm-Hand 
Steadiness Finger Dexterity Near Vision Reaction Time Inductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles GPS Calculator Inspection Mirror 
Flammable Gas Monitor Micrometer Calipers Hard Hat Safety Harness Safety Glasses Safety Shoes High Visibility Vest 
Flashlights Lockout Tagouts Tape Measure Daily Planner Tennessee Tags Screw Drivers Cell Phones Carbon Monoxide 
Monitors Internet Access for Field Offices Coveralls Gloves Gorilla Glue Ear Plugs Clipboard 
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064741 - BOILER OPERATOR 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2249 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time labor and trades experience including, at 
least, one year of experience in the operation of high pressure boilers.  
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated. A valid motor 
vehicle operator's license may be required for employment in some positions. Applicants for this class must:    Have a 
valid motor vehicle operator’s license may be required in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled through skilled boiler operating work of average difficulty; 
and performs related work as required.Distinguishing Features: This is the working level class in the Boiler Operations 
sub-series. An employee in this class operates high and low pressure boilers. An employee in this class works an assigned 
shift and may have lower level labor and trades personnel assigned as stationary firemen to assist with clean up and to 
learn boiler and related operations. This class differs from that of Boiler Operator 2 in that an incumbent of the latter is 
assigned as shift leadsperson over Boiler Operators 1 and helpers. The most common pattern of work is for a Boiler 
Operator 1 to be alone on an assigned shift. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Learns to evaluate the condition of the boilers, 
chillers, and generators to determine compliance with standards. Repairing and Maintaining Mechanical Equipment:    
Learns to perform general maintenance and minor repair on boilers and auxiliary equipment.    Learns to perform 
preventative maintenance on equipment.Analyzing Data of Information:    Learns to conduct chemical test to determine 
levels.Inspecting Equipment, Structures, or Material:    Learns to inspect the operations of the boilers, air compressions, 
chillers, and generators.    Learns to inspect the pressure and water levels/temperatures on boilers.    Learns to inspect 
water systems and associated piping.    Learns to inspect chemical feed rates to ensure compliance with 
recommendations from Chemical Representatives.Monitor Process, Materials, or Surroundings:    Learns to monitor the 
function of the boilers, air compressors, chillers, and generators.    Learns to monitor electrical systems.    Learns to 
monitor chemical feed rates to ensure compliance with recommendations from Chemical Representatives.    Learns to 
monitor the pressure and water levels/temperatures on boilers.    Learns to monitor water systems and associated 
piping.    Learns to monitor energy management systems.    Learns to monitor the usage of fuel and water.    Learns to 
monitor supplies. Documenting/Recording Information:    Learns to document pressure and water levels/temperatures 
on boilers.    Learns to document chemical log.    Learns to document the usage of fuel and water.Getting Information:    
Receives information from boiler’s control systems.    Receives information from various systems on the boilers to 
determine operations.    Receives information from various sources concerning day to day activities for the 
facility.Performing General Physical Activities:    Walks through boiler rooms to record hourly readings.    Climbs ladders 
daily to learn how to set operations.Communicating with Supervisors, Peers, or Subordinates:    Communicates with 
supervisor and/or peers concerning daily activities and/or issues concerning the equipment by telephone, in written 
form, e-mail, or in person.Establishing and Maintaining Interpersonal Relationships:    Learns to maintain a professional 
working relationship with peers and lower management to ensure smooth and effective team operations.Interacting 
With Computers:    Learns to use computer to monitor operations of the boilers, air compressors, chillers, and 
generators.    Learns to view personal information on state database.    Learns to respond to e-mails, as needed.Selling 
or Influencing Others:    Learns to influence the decision of purchases to enhance the division.Handling and Moving 
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Objects:    Learns to perform a wide variety of handling, installing, positioning, and moving materials using hands and 
arms as needed to complete daily tasks. Operating Vehicles, Mechanized Devices, or Equipment:    Learns to operate 
forklift to unload and place supplies needed for daily operation    Operates vehicle as needed.Organizing, Planning, and 
Prioritizing Work:    Learns to prioritize personal workload using calendars, lists, and other facilitators to ensure timely 
and accurate completion of work.Communicating with Persons Outside Organization:    Communicates with external 
business partners via telephone or in person.Controlling Machines and Processes:    Uses a variety of office 
equipment.Updating and Using Relevant Knowledge:    Attends training to enhance knowledge and performance of 
related equipment.    Attends mandatory training for internal department, as required. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Timely Decision Making    Ethics and Value    
Perseverance    Written Communication    Patience    Composure    Integrity and TrustKnowledge:    Basic knowledge of 
Clerical    Basic knowledge of Chemistry    Customer and Personal Service    Mathematics    Mechanical    Public Safety 
and SecuritySkills:    Active Learning    Active Listening    Mathematics    Reading Comprehension    Speaking    Writing    
Operation and Control    Operation Monitoring    Quality Control Analysis    Repairing    Troubleshooting    Management 
of Personnel Resources    Time ManagementAbilities:    Memorization    Selective Attention    Spatial Orientation    
Visualization    Written Comprehension    Written Expression    Control Precision    Finger Dexterity    Manual Dexterity    
Reaction Time    Auditory Attention    Depth Perception    Near Vision    Hearing Sensitivity    Peripheral Vision    Sound 
Localization    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Variety of Wrenches    Hammer    Pliers    Socket Sets    Pipe Extractor    Measuring 
Tape    Cordless Drills    Screwdrivers    Personal Protection Equipment    Chemical Test Equipment 
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064741 - BOILER OPERATOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2250 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time labor and trades experience including, at 
least, one year of experience in the operation of high pressure boilers.  
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated. A valid motor 
vehicle operator's license may be required for employment in some positions. Applicants for this class must:    Have a 
valid motor vehicle operator’s license may be required in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled through skilled boiler operating work of average difficulty; 
and performs related work as required.Distinguishing Features: This is the working level class in the Boiler Operations 
sub-series. An employee in this class operates high and low pressure boilers. An employee in this class works an assigned 
shift and may have lower level labor and trades personnel assigned as stationary firemen to assist with clean up and to 
learn boiler and related operations. This class differs from that of Boiler Operator 2 in that an incumbent of the latter is 
assigned as shift leadsperson over Boiler Operators 1 and helpers. The most common pattern of work is for a Boiler 
Operator 1 to be alone on an assigned shift. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Learns to evaluate the condition of the boilers, 
chillers, and generators to determine compliance with standards. Repairing and Maintaining Mechanical Equipment:    
Learns to perform general maintenance and minor repair on boilers and auxiliary equipment.    Learns to perform 
preventative maintenance on equipment.Analyzing Data of Information:    Learns to conduct chemical test to determine 
levels.Inspecting Equipment, Structures, or Material:    Learns to inspect the operations of the boilers, air compressions, 
chillers, and generators.    Learns to inspect the pressure and water levels/temperatures on boilers.    Learns to inspect 
water systems and associated piping.    Learns to inspect chemical feed rates to ensure compliance with 
recommendations from Chemical Representatives.Monitor Process, Materials, or Surroundings:    Learns to monitor the 
function of the boilers, air compressors, chillers, and generators.    Learns to monitor electrical systems.    Learns to 
monitor chemical feed rates to ensure compliance with recommendations from Chemical Representatives.    Learns to 
monitor the pressure and water levels/temperatures on boilers.    Learns to monitor water systems and associated 
piping.    Learns to monitor energy management systems.    Learns to monitor the usage of fuel and water.    Learns to 
monitor supplies. Documenting/Recording Information:    Learns to document pressure and water levels/temperatures 
on boilers.    Learns to document chemical log.    Learns to document the usage of fuel and water.Getting Information:    
Receives information from boiler’s control systems.    Receives information from various systems on the boilers to 
determine operations.    Receives information from various sources concerning day to day activities for the 
facility.Performing General Physical Activities:    Walks through boiler rooms to record hourly readings.    Climbs ladders 
daily to learn how to set operations.Communicating with Supervisors, Peers, or Subordinates:    Communicates with 
supervisor and/or peers concerning daily activities and/or issues concerning the equipment by telephone, in written 
form, e-mail, or in person.Establishing and Maintaining Interpersonal Relationships:    Learns to maintain a professional 
working relationship with peers and lower management to ensure smooth and effective team operations.Interacting 
With Computers:    Learns to use computer to monitor operations of the boilers, air compressors, chillers, and 
generators.    Learns to view personal information on state database.    Learns to respond to e-mails, as needed.Selling 
or Influencing Others:    Learns to influence the decision of purchases to enhance the division.Handling and Moving 
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Objects:    Learns to perform a wide variety of handling, installing, positioning, and moving materials using hands and 
arms as needed to complete daily tasks. Operating Vehicles, Mechanized Devices, or Equipment:    Learns to operate 
forklift to unload and place supplies needed for daily operation    Operates vehicle as needed.Organizing, Planning, and 
Prioritizing Work:    Learns to prioritize personal workload using calendars, lists, and other facilitators to ensure timely 
and accurate completion of work.Communicating with Persons Outside Organization:    Communicates with external 
business partners via telephone or in person.Controlling Machines and Processes:    Uses a variety of office 
equipment.Updating and Using Relevant Knowledge:    Attends training to enhance knowledge and performance of 
related equipment.    Attends mandatory training for internal department, as required. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Timely Decision Making    Ethics and Value    
Perseverance    Written Communication    Patience    Composure    Integrity and TrustKnowledge:    Basic knowledge of 
Clerical    Basic knowledge of Chemistry    Customer and Personal Service    Mathematics    Mechanical    Public Safety 
and SecuritySkills:    Active Learning    Active Listening    Mathematics    Reading Comprehension    Speaking    Writing    
Operation and Control    Operation Monitoring    Quality Control Analysis    Repairing    Troubleshooting    Management 
of Personnel Resources    Time ManagementAbilities:    Memorization    Selective Attention    Spatial Orientation    
Visualization    Written Comprehension    Written Expression    Control Precision    Finger Dexterity    Manual Dexterity    
Reaction Time    Auditory Attention    Depth Perception    Near Vision    Hearing Sensitivity    Peripheral Vision    Sound 
Localization    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Variety of Wrenches    Hammer    Pliers    Socket Sets    Pipe Extractor    Measuring 
Tape    Cordless Drills    Screwdrivers    Personal Protection Equipment    Chemical Test Equipment 
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064742 - BOILER OPERATOR 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2255 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time 
mechanical labor and trades work including, at least, two years in the operation of high pressure boilers.  
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated.Applicants for 
this class must:     A valid motor vehicle operator’s license may be required in some positions.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled boiler operation work of average 
difficulty which includes leading others in work; and performs related work as required. Distinguishing Features: This is 
the lead level class in the operation of high and low pressure boilers. An employee in this class is the lead worker on an 
assigned shift. This class differs from that of Boiler Operator 1 in that an incumbent of the latter is not a lead worker. 
This class differs from that of the Boiler Operator Supervisor in that an incumbent of the latter is responsible for boiler 
operators on all shifts at a facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Evaluates the condition of the boilers, chillers, and 
generators to determine compliance with standards. Selling or Influencing Others:    Influences the decision of purchases 
to enhance the division.Repairing and Maintaining Mechanical Equipment:    Performs general maintenance and minor 
repair on boilers and auxiliary equipment.    Performs preventative maintenance on equipment.Interpreting the 
Meaning of Information for Others:    Explains the daily operational procedures to less experienced staff based on 
departmental, state, and federal laws and guidelines.Identifying Objects, Actions, and Events:    Identifies malfunctioning 
equipment.Inspecting Equipment, Structures, or Material:    Inspects the operations of the boilers, air compressions, 
chillers, and generators.    Inspects the pressure and water levels/temperatures on boilers.    Inspects chemical feed 
rates to ensure compliance with recommendations from Chemical Representatives.     Inspects water systems and 
associated piping.    Inspects usage of fuel and water.Analyzing Data or Information:    Conducts Chemical Test to 
determine levels.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional working 
relationship with peers and lower management to ensure smooth and effective team operations.Judging the Qualities of 
Things, Services, or People:    Assesses the quality of services rendered from vendors.Monitor Process, Materials, or 
Surroundings:    Monitors the operation of the boilers, air compressors, chillers, and generators.    Monitors chemical 
feed rates to ensure compliance with recommendations from Chemical Representatives.    Monitors electrical systems.    
Monitors the pressure and water levels/temperatures on boilers.    Monitors the performance standards of 
subordinates.    Monitors energy management systems.    Monitors water systems and associated piping.    Monitors the 
usage of fuel and water.    Monitors the work of subordinates to ensure compliance with standards.    Monitors 
supplies.Guiding, Directing, and Motivating Subordinates:    Guides subordinates to enhance their work performance. 
Resolving Conflicts and Negotiating with Others:    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.    Resolves simple conflicts without supervisory 
input to ensure timely and efficient performance and maintain positive working relationships.Performing General 
Physical Activities:    Walks through boiler rooms to record hourly readings.    Climbs ladders daily to learn how to set 
operations.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisor and/or peers 
concerning daily activities and/or issues concerning the equipment by telephone, in written form, e-mail, or in 
person.Performing Administrative Activities:    Files various reports, records and logs.    Enters personal time on state 
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database.Getting Information:    Receives information from boiler’s control systems.    Receives information from various 
systems on the boilers to determine operations.    Receives information from various sources concerning day to day 
activities for the facility.Coaching and Developing Others:    Mentors less experienced co-workers in their 
work.Documenting/Recording Information:    Documents pressure and water levels/temperatures on boilers.    
Documents chemical log.    Documents the usage of fuel and water.Developing and Building Teams:    Encourages 
success and enhances trust in subordinates.    Models effective performance for peers and subordinates to provide a 
role model.Training and Teaching Others:    Assists in the training needs of subordinates.Interacting With Computers:    
Uses computer to monitor operations of the boilers, air compressors, chillers, and generators.    Views personal 
information on state database.    Responds to e-mails as needed.Updating and Using Relevant Knowledge:    Attends 
training to enhance knowledge and performance of related equipment.    Attends mandatory training as required for 
internal department of state requirements.Handling and Moving Objects:    Performs a wide variety of handling, 
installing, positioning, and moving material using hands and arms as needed to complete daily tasks. Controlling 
Machines and Processes:    Utilizes a variety of office equipment.Communicating with Persons Outside Organization:    
Communicates with external business partners via telephone or in person.Organizing, Planning, and Prioritizing Work:    
Prioritizes personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.Operating Vehicles, Mechanized Devices, or Equipment:    Operates forklift to unload and place supplies needed 
for daily operations.    Operates vehicles as needed. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Planning    Timely Decision Making    Ethics 
and Value    Written Communication    Patience    Perseverance    Composure    Integrity and TrustKnowledge:    Basic 
knowledge of Clerical    Mathematics    Mechanical    Public Safety and SecuritySkills:    Active Learning    Active Listening    
Mathematics    Monitoring    Reading Comprehension    Writing    Instructing    Installation    Operation and Control    
Operation Monitoring    Quality Control Analysis    Repairing    Troubleshooting    Management of Material Resources    
Management of Personnel Resources    Time ManagementAbilities:    Memorization    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Selective Attention    Visualization    Written Comprehension    Written Expression    
Control Precision    Finger Dexterity    Manual Dexterity    Reaction Time    Auditory Attention    Depth Perception    Near 
Vision    Hearing Sensitivity    Peripheral Vision    Sound Localization    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Variety of Wrenches    Hammer    Pliers    Socket Sets    Pipe Extractor    Measuring 
Tape    Cordless Drills    Screwdrivers    Personal Protection Equipment    Chemical Test Equipment 
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064743 - BOILER OPERATOR SUPERVISOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2256 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years of) increasingly responsible and 
skilled full-time labor and trades work including, at least, four years in the operation of high pressure boilers. 
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated.Applicants for 
this class must:A valid motor vehicle operator's license may be required in some positions. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory boiler operation work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest level class in the boiler operations sub-
series. An employee in this class is responsible for directing a small staff of boiler operators. This class differs from that 
of Boiler Operator 2 in that an incumbent of the latter is the lead worker on a shift. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:Performs general maintenance and minor repair on boilers and 
auxiliary equipment.Performs preventative maintenance on equipment.Inspecting Equipment, Structures, or 
Material:Inspects the operations of the boilers, air compressions, chillers, and generators.Inspects the condition of the 
boiler prior to annual internal inspections.Inspects the pressure and water levels/temperatures on boilers.Inspects 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Inspects water 
systems and associated piping.Inspects usage of fuel and water.Identifying Objects, Actions, and Events: Identifies 
malfunctioning equipment. Evaluating Information to Determine Compliance with Standards:Evaluates the condition of 
the boilers, chillers, and generators to determine compliance with standards.Updates Boiler Regulations according to 
state policy.Interpreting the Meaning of Information for Others:Explains the daily operational procedures to less 
experienced staff based on departmental, state, and federal laws and guidelines.Interprets information to upper 
management for unusual occurrences to enhance understanding.Explains the daily duties to subordinates in regards to 
inspections.Communicating with Supervisors, Peers, or Subordinates:Communicates with supervisor and/or peers 
concerning daily activities and/or issues concerning the equipment by telephone, in written form, e-mail, or in 
person.Communicates with supervisors concerning the performance of subordinates.Coaching and Developing 
Others:Mentors less experienced co-workers in their work.Staffing Organizational Units:Makes recommendations for 
new hires.Establishing and Maintaining Interpersonal Relationships:Maintains a professional working relationship with 
peers and lower management to ensure smooth and effective team operations.Training and Teaching Others:Leads in 
the training needs for subordinates.Analyzing Data or Information:Conducts Chemical Test to determine 
levels.Developing Objectives and Strategies:Develops performance standards for subordinates.Monitor Process, 
Materials, or Surroundings:Monitors the operation of the boilers, air compressors, chillers, and generators.Monitors 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Monitors electrical 
systems.Monitors the pressure and water levels/temperatures on boilers.Monitors energy management 
systems.Monitors water systems and associated piping.Monitors the usage of fuel and water.Reviews the daily logs from 
subordinates.Monitors supplies.Guiding, Directing, and Motivating Subordinates:Guides subordinates to enhance their 
work performance.Getting Information:Receives information from the boiler's control systems.Receives information 
from various systems on the boilers to determine operations.Receives information from various sources concerning day 
to day activities for the facility.Developing and Building Teams:Models effective performance for peers and subordinates 
to provide a role model.Encourages success and enhances trust in subordinates. Handling and Moving Objects:Performs 
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a wide variety of handling, installing, positioning, and moving material using hands and arms as needed to complete 
daily tasks.Performing General Physical Activities:Walks through boiler rooms to record hourly readings.Climbs ladders 
daily to learn how to set operations.Judging the Qualities of Things, Services, or People:Assesses the performance of 
subordinates.Assesses the quality of services rendered from vendors.Documenting/Recording Information:Documents 
pressure and water levels/temperatures on boilers.Documents the performance of subordinates.Documents chemical 
log.Documents the usage of fuel and water.Controlling Machines and Processes:Utilizes a variety of office equipment. 
Performing Administrative Activities:Enters personal time on state database.Files various reports, records and 
logs.Scheduling Work and Activities:Approves/Denys leave and overtime requests from staff to ensure appropriate 
coverage.Schedules appropriate times for vendors to perform tasks.Coordinating the Work and Activities of 
Others:Coordinates with team members to accomplish difficult tasks.Coordinates with supervisors for training 
activities.Interacting With Computers:Uses computer to monitor operations of the boilers, air compressors, chillers, and 
generators.Enters requests for purchases on state database.Views personal information on states database.Responds to 
e-mails as needed.Selling or Influencing Others:Influences the decision of purchases to enhance the division.Resolving 
Conflicts and Negotiating with Others:Resolves conflicts to ensure timely and efficient performance and maintain 
positive working relationships.Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Making Decisions and Solving Problems:Determines supply needs.Orders 
supplies in states database.Communicating with Persons Outside Organization:Communicates with external business 
partners via telephone, e-mail or in person.Organizing, Planning, and Prioritizing Work:Prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Delegates tasks to 
subordinates.Coordinates with peers on getting tasks completed in a timely manner.Updating and Using Relevant 
Knowledge:Attends training to enhance knowledge and performance of related equipment.Attends mandatory training 
as required for facility or state.Communicates with vendors to enhance knowledge of up-to date technology.Operating 
Vehicles, Mechanized Devices, or Equipment:Operates forklift to unload and place supplies needed for daily 
operations.Operates vehicles as needed. 
 
Competencies (KSA’s): 
Competencies:Functional/Technical CompetencyTechnical LearningPlanningTimely Decision MakingEthics and 
ValueWritten CommunicationPatiencePerseveranceComposureIntegrity and TrustKnowledge:Basic Knowledge of 
ClericalComplex Problem SolvingCustomer and Personal ServiceMathematicsBasic Knowledge of 
ChemistryMechanicalSkills:Active LearningActive ListeningMathematicsMonitoringReading 
ComprehensionSpeakingWritingInstructingInstallationOperation and ControlOperation MonitoringQuality Control 
AnalysisRepairingTroubleshootingManagement of Material ResourcesManagement of Personnel ResourcesTime 
ManagementAbilities:MemorizationOral ComprehensionOral ExpressionProblem SensitivitySelective AttentionSpatial 
OrientationVisualizationWritten ComprehensionWritten ExpressionControl PrecisionFinger DexterityManual 
DexterityReaction TimeAuditory AttentionDepth PerceptionNear VisionHearing SensitivityPeripheral VisionSound 
LocalizationSpeech ClaritySpeech Recognition 
 
Tools and Equipment Used: 
Personal ComputerTelephoneVariety of WrenchesHammerPliersSocket SetsPipe ExtractorMeasuring TapeCordless 
DrillsScrewdriversPersonal Protection EquipmentChemical Test Equipment 
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064743 - BOILER OPERATOR SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2257 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years of) increasingly responsible and 
skilled full-time labor and trades work including, at least, four years in the operation of high pressure boilers. 
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated.Applicants for 
this class must:A valid motor vehicle operator's license may be required in some positions. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory boiler operation work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest level class in the boiler operations sub-
series. An employee in this class is responsible for directing a small staff of boiler operators. This class differs from that 
of Boiler Operator 2 in that an incumbent of the latter is the lead worker on a shift. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:Performs general maintenance and minor repair on boilers and 
auxiliary equipment.Performs preventative maintenance on equipment.Inspecting Equipment, Structures, or 
Material:Inspects the operations of the boilers, air compressions, chillers, and generators.Inspects the condition of the 
boiler prior to annual internal inspections.Inspects the pressure and water levels/temperatures on boilers.Inspects 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Inspects water 
systems and associated piping.Inspects usage of fuel and water.Identifying Objects, Actions, and Events: Identifies 
malfunctioning equipment. Evaluating Information to Determine Compliance with Standards:Evaluates the condition of 
the boilers, chillers, and generators to determine compliance with standards.Updates Boiler Regulations according to 
state policy.Interpreting the Meaning of Information for Others:Explains the daily operational procedures to less 
experienced staff based on departmental, state, and federal laws and guidelines.Interprets information to upper 
management for unusual occurrences to enhance understanding.Explains the daily duties to subordinates in regards to 
inspections.Communicating with Supervisors, Peers, or Subordinates:Communicates with supervisor and/or peers 
concerning daily activities and/or issues concerning the equipment by telephone, in written form, e-mail, or in 
person.Communicates with supervisors concerning the performance of subordinates.Coaching and Developing 
Others:Mentors less experienced co-workers in their work.Staffing Organizational Units:Makes recommendations for 
new hires.Establishing and Maintaining Interpersonal Relationships:Maintains a professional working relationship with 
peers and lower management to ensure smooth and effective team operations.Training and Teaching Others:Leads in 
the training needs for subordinates.Analyzing Data or Information:Conducts Chemical Test to determine 
levels.Developing Objectives and Strategies:Develops performance standards for subordinates.Monitor Process, 
Materials, or Surroundings:Monitors the operation of the boilers, air compressors, chillers, and generators.Monitors 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Monitors electrical 
systems.Monitors the pressure and water levels/temperatures on boilers.Monitors energy management 
systems.Monitors water systems and associated piping.Monitors the usage of fuel and water.Reviews the daily logs from 
subordinates.Monitors supplies.Guiding, Directing, and Motivating Subordinates:Guides subordinates to enhance their 
work performance.Getting Information:Receives information from the boiler's control systems.Receives information 
from various systems on the boilers to determine operations.Receives information from various sources concerning day 
to day activities for the facility.Developing and Building Teams:Models effective performance for peers and subordinates 
to provide a role model.Encourages success and enhances trust in subordinates. Handling and Moving Objects:Performs 
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a wide variety of handling, installing, positioning, and moving material using hands and arms as needed to complete 
daily tasks.Performing General Physical Activities:Walks through boiler rooms to record hourly readings.Climbs ladders 
daily to learn how to set operations.Judging the Qualities of Things, Services, or People:Assesses the performance of 
subordinates.Assesses the quality of services rendered from vendors.Documenting/Recording Information:Documents 
pressure and water levels/temperatures on boilers.Documents the performance of subordinates.Documents chemical 
log.Documents the usage of fuel and water.Controlling Machines and Processes:Utilizes a variety of office equipment. 
Performing Administrative Activities:Enters personal time on state database.Files various reports, records and 
logs.Scheduling Work and Activities:Approves/Denys leave and overtime requests from staff to ensure appropriate 
coverage.Schedules appropriate times for vendors to perform tasks.Coordinating the Work and Activities of 
Others:Coordinates with team members to accomplish difficult tasks.Coordinates with supervisors for training 
activities.Interacting With Computers:Uses computer to monitor operations of the boilers, air compressors, chillers, and 
generators.Enters requests for purchases on state database.Views personal information on states database.Responds to 
e-mails as needed.Selling or Influencing Others:Influences the decision of purchases to enhance the division.Resolving 
Conflicts and Negotiating with Others:Resolves conflicts to ensure timely and efficient performance and maintain 
positive working relationships.Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Making Decisions and Solving Problems:Determines supply needs.Orders 
supplies in states database.Communicating with Persons Outside Organization:Communicates with external business 
partners via telephone, e-mail or in person.Organizing, Planning, and Prioritizing Work:Prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Delegates tasks to 
subordinates.Coordinates with peers on getting tasks completed in a timely manner.Updating and Using Relevant 
Knowledge:Attends training to enhance knowledge and performance of related equipment.Attends mandatory training 
as required for facility or state.Communicates with vendors to enhance knowledge of up-to date technology.Operating 
Vehicles, Mechanized Devices, or Equipment:Operates forklift to unload and place supplies needed for daily 
operations.Operates vehicles as needed. 
 
Competencies (KSA’s): 
Competencies:Functional/Technical CompetencyTechnical LearningPlanningTimely Decision MakingEthics and 
ValueWritten CommunicationPatiencePerseveranceComposureIntegrity and TrustKnowledge:Basic Knowledge of 
ClericalComplex Problem SolvingCustomer and Personal ServiceMathematicsBasic Knowledge of 
ChemistryMechanicalSkills:Active LearningActive ListeningMathematicsMonitoringReading 
ComprehensionSpeakingWritingInstructingInstallationOperation and ControlOperation MonitoringQuality Control 
AnalysisRepairingTroubleshootingManagement of Material ResourcesManagement of Personnel ResourcesTime 
ManagementAbilities:MemorizationOral ComprehensionOral ExpressionProblem SensitivitySelective AttentionSpatial 
OrientationVisualizationWritten ComprehensionWritten ExpressionControl PrecisionFinger DexterityManual 
DexterityReaction TimeAuditory AttentionDepth PerceptionNear VisionHearing SensitivityPeripheral VisionSound 
LocalizationSpeech ClaritySpeech Recognition 
 
Tools and Equipment Used: 
Personal ComputerTelephoneVariety of WrenchesHammerPliersSocket SetsPipe ExtractorMeasuring TapeCordless 
DrillsScrewdriversPersonal Protection EquipmentChemical Test Equipment 
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064743 - BOILER OPERATOR SUPERVISOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2258 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years of) increasingly responsible and 
skilled full-time labor and trades work including, at least, four years in the operation of high pressure boilers. 
 
Other Requirements: 
Necessary Special Qualifications: An appropriate classed boiler operator's license may be required within a reasonable 
period after employment if local subdivisions demand same in the operation of boilers where so operated.Applicants for 
this class must:A valid motor vehicle operator's license may be required in some positions. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory boiler operation work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest level class in the boiler operations sub-
series. An employee in this class is responsible for directing a small staff of boiler operators. This class differs from that 
of Boiler Operator 2 in that an incumbent of the latter is the lead worker on a shift. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:Performs general maintenance and minor repair on boilers and 
auxiliary equipment.Performs preventative maintenance on equipment.Inspecting Equipment, Structures, or 
Material:Inspects the operations of the boilers, air compressions, chillers, and generators.Inspects the condition of the 
boiler prior to annual internal inspections.Inspects the pressure and water levels/temperatures on boilers.Inspects 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Inspects water 
systems and associated piping.Inspects usage of fuel and water.Identifying Objects, Actions, and Events: Identifies 
malfunctioning equipment. Evaluating Information to Determine Compliance with Standards:Evaluates the condition of 
the boilers, chillers, and generators to determine compliance with standards.Updates Boiler Regulations according to 
state policy.Interpreting the Meaning of Information for Others:Explains the daily operational procedures to less 
experienced staff based on departmental, state, and federal laws and guidelines.Interprets information to upper 
management for unusual occurrences to enhance understanding.Explains the daily duties to subordinates in regards to 
inspections.Communicating with Supervisors, Peers, or Subordinates:Communicates with supervisor and/or peers 
concerning daily activities and/or issues concerning the equipment by telephone, in written form, e-mail, or in 
person.Communicates with supervisors concerning the performance of subordinates.Coaching and Developing 
Others:Mentors less experienced co-workers in their work.Staffing Organizational Units:Makes recommendations for 
new hires.Establishing and Maintaining Interpersonal Relationships:Maintains a professional working relationship with 
peers and lower management to ensure smooth and effective team operations.Training and Teaching Others:Leads in 
the training needs for subordinates.Analyzing Data or Information:Conducts Chemical Test to determine 
levels.Developing Objectives and Strategies:Develops performance standards for subordinates.Monitor Process, 
Materials, or Surroundings:Monitors the operation of the boilers, air compressors, chillers, and generators.Monitors 
chemical feed rates to ensure compliance with recommendations from Chemical Representatives.Monitors electrical 
systems.Monitors the pressure and water levels/temperatures on boilers.Monitors energy management 
systems.Monitors water systems and associated piping.Monitors the usage of fuel and water.Reviews the daily logs from 
subordinates.Monitors supplies.Guiding, Directing, and Motivating Subordinates:Guides subordinates to enhance their 
work performance.Getting Information:Receives information from the boiler's control systems.Receives information 
from various systems on the boilers to determine operations.Receives information from various sources concerning day 
to day activities for the facility.Developing and Building Teams:Models effective performance for peers and subordinates 
to provide a role model.Encourages success and enhances trust in subordinates. Handling and Moving Objects:Performs 
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a wide variety of handling, installing, positioning, and moving material using hands and arms as needed to complete 
daily tasks.Performing General Physical Activities:Walks through boiler rooms to record hourly readings.Climbs ladders 
daily to learn how to set operations.Judging the Qualities of Things, Services, or People:Assesses the performance of 
subordinates.Assesses the quality of services rendered from vendors.Documenting/Recording Information:Documents 
pressure and water levels/temperatures on boilers.Documents the performance of subordinates.Documents chemical 
log.Documents the usage of fuel and water.Controlling Machines and Processes:Utilizes a variety of office equipment. 
Performing Administrative Activities:Enters personal time on state database.Files various reports, records and 
logs.Scheduling Work and Activities:Approves/Denys leave and overtime requests from staff to ensure appropriate 
coverage.Schedules appropriate times for vendors to perform tasks.Coordinating the Work and Activities of 
Others:Coordinates with team members to accomplish difficult tasks.Coordinates with supervisors for training 
activities.Interacting With Computers:Uses computer to monitor operations of the boilers, air compressors, chillers, and 
generators.Enters requests for purchases on state database.Views personal information on states database.Responds to 
e-mails as needed.Selling or Influencing Others:Influences the decision of purchases to enhance the division.Resolving 
Conflicts and Negotiating with Others:Resolves conflicts to ensure timely and efficient performance and maintain 
positive working relationships.Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Making Decisions and Solving Problems:Determines supply needs.Orders 
supplies in states database.Communicating with Persons Outside Organization:Communicates with external business 
partners via telephone, e-mail or in person.Organizing, Planning, and Prioritizing Work:Prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Delegates tasks to 
subordinates.Coordinates with peers on getting tasks completed in a timely manner.Updating and Using Relevant 
Knowledge:Attends training to enhance knowledge and performance of related equipment.Attends mandatory training 
as required for facility or state.Communicates with vendors to enhance knowledge of up-to date technology.Operating 
Vehicles, Mechanized Devices, or Equipment:Operates forklift to unload and place supplies needed for daily 
operations.Operates vehicles as needed. 
 
Competencies (KSA’s): 
Competencies:Functional/Technical CompetencyTechnical LearningPlanningTimely Decision MakingEthics and 
ValueWritten CommunicationPatiencePerseveranceComposureIntegrity and TrustKnowledge:Basic Knowledge of 
ClericalComplex Problem SolvingCustomer and Personal ServiceMathematicsBasic Knowledge of 
ChemistryMechanicalSkills:Active LearningActive ListeningMathematicsMonitoringReading 
ComprehensionSpeakingWritingInstructingInstallationOperation and ControlOperation MonitoringQuality Control 
AnalysisRepairingTroubleshootingManagement of Material ResourcesManagement of Personnel ResourcesTime 
ManagementAbilities:MemorizationOral ComprehensionOral ExpressionProblem SensitivitySelective AttentionSpatial 
OrientationVisualizationWritten ComprehensionWritten ExpressionControl PrecisionFinger DexterityManual 
DexterityReaction TimeAuditory AttentionDepth PerceptionNear VisionHearing SensitivityPeripheral VisionSound 
LocalizationSpeech ClaritySpeech Recognition 
 
Tools and Equipment Used: 
Personal ComputerTelephoneVariety of WrenchesHammerPliersSocket SetsPipe ExtractorMeasuring TapeCordless 
DrillsScrewdriversPersonal Protection EquipmentChemical Test Equipment 
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073372 - BUDGET ADMIN ANALYST 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2364 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073373 - BUDGET ADMIN ANALYST 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2457 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073374 - BUDGET ADMIN ANALYST 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2467 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073377 - BUDGET ADMIN ASST DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2471 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073378 - BUDGET ADMIN COORDINATOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2472 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073375 - BUDGET ADMIN COORDINATOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2468 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073375 - BUDGET ADMIN COORDINATOR 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2469 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073376 - BUDGET ADMIN DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2470 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027397 - BUDGET ANALYSIS DIR-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1278 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027396 - BUDGET ANALYSIS DIR-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1277 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073334 - BUDGET ANALYSIS DIRECTOR 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2355 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional budget analytic work; 
qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years; additional graduate coursework in business administration, public 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional budget administrative work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class is responsible for the proper development, submission, and administration of a budget for a small to 
moderate-sized operating department (employee count of less than 1,000) with operating and capital budgets and 
including the supervision of a small to moderate-sized professional budget analytic staff.  This class differs from Budget 
Analyst Coordinator in that an incumbent of the latter has lesser responsibility in budget administration and supervision.  
This class differs from Budget Analysis Director 2 in that an incumbent of the latter is responsible for the proper 
development, submission, and administration of a budget for a moderate to large-sized operating department 
(employee count of 1,000 to 3,000) with operating and capital budgets and including the supervision of a moderate to 
large-sized professional budget analytic staff. 
 
Work Activities: 
1. Plans, directs, and participates in the development, submission, maintenance, change, and staff work relative to an 
operating department budget of moderate to large size and complexity; assigns, trains, supervises, and evaluates 
subordinate professional and sub-professional staff and their work; makes and reviews recommendations on human 
resources actions such as may relate to employment, promotion, demotion, transfer, retention, and increases for 
exceptional performance.2. Coordinates the enforcement of policy and procedure relative to the development, 
maintenance, and use of allocated funds; may be charged with the responsibility of search for additional funds such as 
may be available through grants; supervises and participates in the review and monitoring of departmental contracts.3. 
Performs a variety of personal contacts with operating unit managers, officials, counterparts in Finance and 
Administration, Federal and other agencies, and other entities relative to the operating and capital budgets; attends 
legislative hearings.4. Supervises and participates in the preparation and maintenance of a variety of detailed budgetary 
and fiscal records and reports; prepares special reports relating to the budget which require advanced budgetary 
analytic skill and knowledge.5. Handles difficult problems in the maintenance and change of the budget; performs 
budgetary and fiscal analysis. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073334 - BUDGET ANALYSIS DIRECTOR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2356 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional budget analytic work; 
qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years; additional graduate coursework in business administration, public 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional budget administrative work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class is responsible for the proper development, submission, and administration of a budget for a small to 
moderate-sized operating department (employee count of less than 1,000) with operating and capital budgets and 
including the supervision of a small to moderate-sized professional budget analytic staff.  This class differs from Budget 
Analyst Coordinator in that an incumbent of the latter has lesser responsibility in budget administration and supervision.  
This class differs from Budget Analysis Director 2 in that an incumbent of the latter is responsible for the proper 
development, submission, and administration of a budget for a moderate to large-sized operating department 
(employee count of 1,000 to 3,000) with operating and capital budgets and including the supervision of a moderate to 
large-sized professional budget analytic staff. 
 
Work Activities: 
1. Plans, directs, and participates in the development, submission, maintenance, change, and staff work relative to an 
operating department budget of moderate to large size and complexity; assigns, trains, supervises, and evaluates 
subordinate professional and sub-professional staff and their work; makes and reviews recommendations on human 
resources actions such as may relate to employment, promotion, demotion, transfer, retention, and increases for 
exceptional performance.2. Coordinates the enforcement of policy and procedure relative to the development, 
maintenance, and use of allocated funds; may be charged with the responsibility of search for additional funds such as 
may be available through grants; supervises and participates in the review and monitoring of departmental contracts.3. 
Performs a variety of personal contacts with operating unit managers, officials, counterparts in Finance and 
Administration, Federal and other agencies, and other entities relative to the operating and capital budgets; attends 
legislative hearings.4. Supervises and participates in the preparation and maintenance of a variety of detailed budgetary 
and fiscal records and reports; prepares special reports relating to the budget which require advanced budgetary 
analytic skill and knowledge.5. Handles difficult problems in the maintenance and change of the budget; performs 
budgetary and fiscal analysis. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073335 - BUDGET ANALYSIS DIRECTOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2357 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073335 - BUDGET ANALYSIS DIRECTOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2358 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073335 - BUDGET ANALYSIS DIRECTOR 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2359 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073336 - BUDGET ANALYSIS DIRECTOR 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2360 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073336 - BUDGET ANALYSIS DIRECTOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2361 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073336 - BUDGET ANALYSIS DIRECTOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2362 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073336 - BUDGET ANALYSIS DIRECTOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2363 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3312 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
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Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3313 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3314 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3315 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3316 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3317 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3318 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3319 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073332 - BUDGET ANALYST 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3320 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional budget analytic experience. Substitution of Experience for Education: 
Qualifying full-time professional experience in analytic work may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate coursework in business 
administration, public administration or other related acceptable field may be substituted for the required experience; 
(36 quarter hours or 24 semester hours is the equivalent of one year of graduate coursework). OR One year of 
experience as an Analyst 1,, in the budget analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional budget analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the Budget Analytic sub-series, 
the entry level being subsumed by the class of Analyst 1,. An employee in this class assists in the development and 
administration of a departmental budget. Characteristically, an employee is part of a central operating department 
budget unit. In smaller departments where there may be sufficient work to sustain a position dedicated solely to budget 
analysis and a higher level person retains the overall budget analytic responsibility, the employee may act as budget 
officer. This class is flexibly staffed with and differs from that of Analyst 1,, assigned to the budget function, in that an 
incumbent of the latter functions in an entry or learning capacity. This class differs from that of Budget Analyst 
Coordinator, in that an incumbent of the latter performs work of greater scope and complexity and would normally act 
as supervisor to an employee in this class. This class differs from other analytic classes at the working level in the focus 
of work upon a relatively pure assignment in budget analysis. 
 
Work Activities: 
Analyzing Data or Information:    Analyze financial data to prepare revenue and expenditure forecasts.    Analyzes budget 
for special projects to ensure availability of funds.    Evaluates the cost of special projects as assigned.Processing 
Information:    Prepares annual budget request in accordance with Finance and Administration budget guidelines.    
Prepares periodic reports comparing budgeted costs to actual costs and budgeted revenues to actual revenues.    
Analyzes monthly departmental budgeting and accounting extracts to maintain expenditure and revenue reports.    
Prepares special financial reports as required.    Assembles fiscal and statistical data for use in budgetary evaluations and 
budget hearings.Performing Administrative Activities:    Utilizes office productivity software including but not limited to, 
word processing programs, spreadsheet programs, presentation software, web based e-mail programs and search 
engines.Getting Information:    Gathers current period expenditures and revenues through electronic format to provide 
accounting reports.Evaluating Information to Determine Compliance with Standards:    Analyzes assigned business unit’s 
budget requests to ensure conformance with budget policies and guidelines.Monitoring and Controlling Resources:    
Assists in the development, submission, and administration of the department’s operating budgets for assigned business 
units.    Monitors departmental revenue collections and expenditures for accuracy on a monthly basis.    Monitors the 
availability of funds in the division’s budget.    Creates salary administration plans to determine the effect on the budget.    
Approves or denies purchases such as equipment.    Drafts requests for budget revision and recommends 
approval.Interacting With Computers:    Use spreadsheet software.    Use computers to enter, access, and retrieve 
financial data.    Develop and maintain budgeting databases.Communicating with Supervisors, Peers, or Subordinates:    
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Assists in the explanation of budget document needs and methods for proper preparation of estimates and detail.    
Advises supervisor about work issues of concern as they occur.Documenting/Recording Information:    Creates complex 
spreadsheets to enhance efficiency as needed.    Maintains files of budgetary information.    Creates charts and graphs 
using computer spreadsheets to illustrate technical reports.Organizing, Planning, and Prioritizing Work:    Prioritize tasks 
to ensure deadlines are met in a timely manner.Provide Consultation and Advice to Others:    Explains budgetary 
processes to departmental staff as needed.    Provides budget preparation advice and technical assistance to program 
staff.    May assist in training less experienced professional staff.    Visits field offices to assist with budgetary needs as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.Coaching and Developing Others:    
Mentors less experienced co-workers in their work to enhance work performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Time Management    Customer Focus    Composure    Functional/Technical 
Competency    Action Oriented    Approachability    Integrity and Trust    Informing    Priority SettingKnowledge:    
Accounting    Customer and Personal Services    Clerical    Administration and Management    MathematicsSkills:    
Management of Financial Resources    Critical Thinking    Service Orientation    Active Listening    Writing    Time 
Management    Coordination    Instructing    SpeakingAbilities:    Number Facility    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Wrist-Finger Speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine / Fax Machine    Calculator    Projector 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2295 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 



 TN Job Classification Specifications  
September 22, 2020 

Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2296 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
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Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2297 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
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Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2298 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
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Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2299 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
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Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2300 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
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Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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073333 - BUDGET ANALYST COORDINATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2301 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional budget analytic work experience. Substitution 
of Education for Experience: Additional graduate coursework in business administration, public administration, or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years; OR two years of increasingly responsible professional budget analytic experience with the State of Tennessee. 
Substitution of Experience for Education: Qualifying full-time professional experience in analytic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for budget analytic work of considerable difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first full 
supervisory or major coordinative class in the Budget Analytic sub-series. An employee may be assigned to act as 
assistant budget director in the largest of departments with very complex operating budgets including the supervision of 
professional budget analytic staff or may be assigned to act as budget officer in a large department with a complex 
operating budget, but having little or no responsibility for supervision of other professional staff, in coordination of the 
budget process and its administration. This class differs from that of Budget Analyst 2, in that an incumbent of the latter 
functions at the working level, performs work of lesser scope and complexity, and would often be subordinate to an 
incumbent of this class. This class differs from that of Budget Analysis Director in that an incumbent of the latter is 
responsible for budget analytic, administrative, and supervisory work of greater magnitude. 
 
Work Activities: 
Processing Information:    Assemble fiscal and statistical data for use in budgetary evaluations and budget hearings.    
Prepare Annual Budget Requests in accordance with Finance and Administration Budget guidelines.    Assist in the 
development and submission of the Departmental operating and capital budgets.    Analyze monthly departmental 
budgeting and accounting extracts to maintain expenditure and revenue reports.    Prepare periodic reports comparing 
budgeted costs verses actual costs and budgeted revenues to actual revenues.    Prepare special statistical and financial 
reports as required.Monitoring and Controlling Resources:    Assist in the development, submission, and administration 
of the department's operating budgets for assigned business units.    Monitor departmental revenue collections and 
expenditures for accuracy on a regular basis as required by code, policy, and procedures.    Monitor the availability of 
funds in each division's budget as required by policy and procedures.    Drafts requests for budget revisions and 
recommends approvals as required by policy and procedures.    Creates salary administration plans to determine their 
effect on the budget.    Reviews and participates in the approval processes for purchases of goods and services in 
accordance with code, policy, and procedures.Communicating with Persons Outside Organization:    Prepares and 
presents information, reports, and/or data on departmental programs for the legislature and interested parties in 
accordance with code, policy, and procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses 
staff complaints and conflicts within their organization in accordance with policy and procedures in order to promote 
organizational effectiveness and workplace harmony.Documenting/Recording Information:    Create complex 
spreadsheets to enhance efficiency as needed.    Creates charts and graphs using computer spreadsheets to illustrate 
technical reports.    Maintain files of budgetary and/or statistical information.Coordinating the Work and Activities of 
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Others:    Assists in the coordination and supervision of staff required for support in the performance of work projects.    
Insure that subordinate staff complete the documentation required for budget, statistical, and fiscal work in accordance 
with policy and procedures.    Directs and oversees the activities and work for staff of lower classifications.Evaluating 
Information to Determine Compliance with Standards:    Analyze assigned business unit's budget requests to insure 
conformance with budget policies and guidelines.Interpreting the Meaning of Information for Others:    Interprets 
policies, processes, and procedures to staff in lower job classes for staff development and needed corrective 
actions.Coaching and Developing Others:    Mentors less experienced co-workers in their work to enhance their work 
performance.Interacting With Computers:    Uses computer based spreadsheet software.    Uses computers to enter, 
access, and retrieve financial and/or statistical program data.    Develops and maintains budgeting and/or statistical 
databases.Analyzing Data or Information:    Analyzes financial data to prepare revenue and expenditure forecasts.    
Analyze statistical data to identify program trends and their possible fiscal impacts.    Analyzes budgets for special 
projects to insure availability of funds.    Evaluate the costs of special projects as assigned.Developing Objectives and 
Strategies:    Provide input and planning on the long range financial needs of the department's programs and required 
services.Getting Information:    Gather current period expenditures and revenues through electronic formats to provide 
accurate budget reports as required by policy and procedures.    Researches statistical program and fiscal data for fiscal 
notes, monthly, and annual reports as required by code, policy, and procedures.    Researches legal code for fiscal note 
requirements.Guiding, Directing, and Motivating Subordinates:    Provide performance counseling, job planning, and 
performance evaluations for subordinate staff as required by code, policy, and procedures.    Provide guidance, training, 
and supervision of other individuals assisting in budget, statistical and fiscal work projects and activities.    Consistently 
sets an example for fellow employees by demonstrating positive work habits.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationships with peers and upper management to ensure smooth and 
effective team operations.Training and Teaching Others:    Facilitate the orientation and training of new staff and of 
current staff to ensure their success and effectiveness as employees.Performing Administrative Activities:    Utilize office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web based e-mail programs, and search engines in the performance of their job duties.    Documents time and 
attendance for assigned staff in accordance with code, policy, and procedures.Thinking Creatively:    Creates and 
modifies reporting systems used for monitoring and analysis of programs and their functions for effectiveness and 
efficiency.Organizing, Planning, and Prioritizing Work:    Prioritizes job tasks and activities to ensure deadlines are met in 
a timely manner.Staffing Organizational Units:    Participate in the recruiting, interviewing, hiring, and promoting of unit 
staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff to ensure policy and program 
objectives are clearly understood, accurately communicated, and properly interpreted.    Assist in the explanation of the 
budget document's needs and methods to insure proper preparation of estimates and detail.    Advise their supervisor 
about work issues and areas of concern as they occur.Scheduling Work and Activities:          Prioritize the daily and 
weekly work time and activities for their self and their assigned staff to meet the priorities of the organization and 
operational requirements.Developing and Building Teams:    Encourages and participates in team building within the 
organization.Provide Consultation and Advice to Others:                Provide budget preparation advice and/or technical 
assistance to program staff.    Explain budgetary processes to departmental staff as needed.    May visit field offices to 
assist with budgetary and statistical analysis needs as necessary.Updating and Using Relevant Knowledge:    Updates 
work processes and procedures to comply with changes in the legal codes and professional standards to insure 
performance and legal requirements are met in accordance with policy and procedures.    Attends and participates in all 
required in service and pre service training related to applying new knowledge to their job responsibilities and to 
maintain their required job certifications/licenses.Judging the Qualities of Things, Services, or People:    May recommend 
applicants for potential employment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Customer Focus    Ethics and 
Values    Integrity and Trust    Time Management    Informing    Priority Setting    Process ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Mathematics    Computers and ElectronicsSkills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Complex Problem Solving    Judgment and Decision Making    Mathematics    Instructing    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Adding Machine    Accounting Software 
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062951 - BUILDING MAINTENANCE WORKER 1 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  1827 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of full-time labor and trade work including some routine 
building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled and skilled building maintenance work of routine difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class assists in a variety of tasks 
including carpentry, painting, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 2 in that an incumbent of the latter works under general supervision and performs 
semi-skilled and skilled building maintenance work. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and/or outlets in order to access, remove and replace defective parts. Controlling Machines and Processes:  Operates 
and utilizes a variety of tools and equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill 
saws, and grinders.Making Decisions and Solving Problems:  Indentifies maintenance issues in order to repair/resolve 
issues or report issues to someone who can repair/resolve them.Performing General Physical Activities: Performs minor 
HVAC repair such as changing belts, filters, or motors. Performs basic carpentry tasks such as repairing doors, repairing 
broken windows, installing bulletin boards, hanging drywall, building walls, minor roofing repair, building shelving, and 
caulking. Performs routine pluming tasks such as unstopping commodes, replacing bathroom fixtures, and repairing 
minor leaks. Performs routine electrical task such as replacing light bulbs and wall switches. Repairs windows, doors, 
floors, woodwork, drywall or other parts of building structures. Performs landscaping task such as planting flowers, 
mowing, sharpening mower blades, and changing mower oil and oil filters. Paints and decorates of the interior and 
exterior of buildings. Performs janitorial tasks such as floor buffing, mopping, power washing, wall cleaning, vent 
cleaning, sink and mirror cleaning, supply restocking, and shampooing carpet. Polices grounds. Removes trash and 
cleans trash cans.Monitoring Processes, Materials, or Surroundings: Reviews preventative maintenance plans in order to 
perform routine preventative maintenance to ensure that equipment continues to run smoothly, building systems 
operate efficiently, and/or the physical condition of building does not deteriorate.Communication with Persons Outside 
the Organization: Communicates with outside vendors and customers to provide basic customer service and direct 
persons to appropriate solutions and answers.Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and 
activities to meet operational requirements.Getting Information: Reads work orders, receives instructions from 
supervisors, or previous shift workers to determine work requirements.Operating Vehicles, Mechanized Devices, or 
Equipment: May operate state issued pick-up truck, golf cart, watercraft, or other vehicle.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Performs repair work using diagrams, drawings, or maintenance 
manuals.Documenting/Recording Information: Completes work order request form to log repair work. Completes 
routine reports of time expended and materials used.Communicating with Supervisors, Peers, or Subordinates: Reports 
to supervisors the inventory of cleaning supplies, repair tools, or replacement parts. Handling and Moving Objects: 
Unloads truck shipments. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Sets up cubicle spaces, conference rooms, and areas for special events.Interacting with Computers: Uses human 
resource software to enter time worked and leave requests. 
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Competencies (KSA’s): 
Competencies: Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self KnowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Mechanical Basic Knowledge of Public Safety and SecuritySkills: Active Learning Active 
Listening Critical Thinking Equipment Maintenance Equipment Selection Mathematics Reading Comprehension 
Repairing Service Orientation Time Management Trouble ShootingAbilities: Arm-Hand Steadiness Finger Dexterity 
Manual Dexterity Multi-limb Coordination Oral Comprehension Problem Sensitivity Reaction Time Selective Attention 
Speaking Trouble Shooting Visualization 
 
Tools and Equipment Used: 
 Basic Power Tools Basic Hand Tools Volt Meters Landscaping Tools Janitorial Equipment Carpet Cleaners Floor Buffers 
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062951 - BUILDING MAINTENANCE WORKER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1828 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of full-time labor and trade work including some routine 
building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled and skilled building maintenance work of routine difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class assists in a variety of tasks 
including carpentry, painting, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 2 in that an incumbent of the latter works under general supervision and performs 
semi-skilled and skilled building maintenance work. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and/or outlets in order to access, remove and replace defective parts. Controlling Machines and Processes:  Operates 
and utilizes a variety of tools and equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill 
saws, and grinders.Making Decisions and Solving Problems:  Indentifies maintenance issues in order to repair/resolve 
issues or report issues to someone who can repair/resolve them.Performing General Physical Activities: Performs minor 
HVAC repair such as changing belts, filters, or motors. Performs basic carpentry tasks such as repairing doors, repairing 
broken windows, installing bulletin boards, hanging drywall, building walls, minor roofing repair, building shelving, and 
caulking. Performs routine pluming tasks such as unstopping commodes, replacing bathroom fixtures, and repairing 
minor leaks. Performs routine electrical task such as replacing light bulbs and wall switches. Repairs windows, doors, 
floors, woodwork, drywall or other parts of building structures. Performs landscaping task such as planting flowers, 
mowing, sharpening mower blades, and changing mower oil and oil filters. Paints and decorates of the interior and 
exterior of buildings. Performs janitorial tasks such as floor buffing, mopping, power washing, wall cleaning, vent 
cleaning, sink and mirror cleaning, supply restocking, and shampooing carpet. Polices grounds. Removes trash and 
cleans trash cans.Monitoring Processes, Materials, or Surroundings: Reviews preventative maintenance plans in order to 
perform routine preventative maintenance to ensure that equipment continues to run smoothly, building systems 
operate efficiently, and/or the physical condition of building does not deteriorate.Communication with Persons Outside 
the Organization: Communicates with outside vendors and customers to provide basic customer service and direct 
persons to appropriate solutions and answers.Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and 
activities to meet operational requirements.Getting Information: Reads work orders, receives instructions from 
supervisors, or previous shift workers to determine work requirements.Operating Vehicles, Mechanized Devices, or 
Equipment: May operate state issued pick-up truck, golf cart, watercraft, or other vehicle.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Performs repair work using diagrams, drawings, or maintenance 
manuals.Documenting/Recording Information: Completes work order request form to log repair work. Completes 
routine reports of time expended and materials used.Communicating with Supervisors, Peers, or Subordinates: Reports 
to supervisors the inventory of cleaning supplies, repair tools, or replacement parts. Handling and Moving Objects: 
Unloads truck shipments. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Sets up cubicle spaces, conference rooms, and areas for special events.Interacting with Computers: Uses human 
resource software to enter time worked and leave requests. 
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Competencies (KSA’s): 
Competencies: Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self KnowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Mechanical Basic Knowledge of Public Safety and SecuritySkills: Active Learning Active 
Listening Critical Thinking Equipment Maintenance Equipment Selection Mathematics Reading Comprehension 
Repairing Service Orientation Time Management Trouble ShootingAbilities: Arm-Hand Steadiness Finger Dexterity 
Manual Dexterity Multi-limb Coordination Oral Comprehension Problem Sensitivity Reaction Time Selective Attention 
Speaking Trouble Shooting Visualization 
 
Tools and Equipment Used: 
 Basic Power Tools Basic Hand Tools Volt Meters Landscaping Tools Janitorial Equipment Carpet Cleaners Floor Buffers 
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062951 - BUILDING MAINTENANCE WORKER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1829 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of full-time labor and trade work including some routine 
building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled and skilled building maintenance work of routine difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class assists in a variety of tasks 
including carpentry, painting, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 2 in that an incumbent of the latter works under general supervision and performs 
semi-skilled and skilled building maintenance work. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and/or outlets in order to access, remove and replace defective parts. Controlling Machines and Processes:  Operates 
and utilizes a variety of tools and equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill 
saws, and grinders.Making Decisions and Solving Problems:  Indentifies maintenance issues in order to repair/resolve 
issues or report issues to someone who can repair/resolve them.Performing General Physical Activities: Performs minor 
HVAC repair such as changing belts, filters, or motors. Performs basic carpentry tasks such as repairing doors, repairing 
broken windows, installing bulletin boards, hanging drywall, building walls, minor roofing repair, building shelving, and 
caulking. Performs routine pluming tasks such as unstopping commodes, replacing bathroom fixtures, and repairing 
minor leaks. Performs routine electrical task such as replacing light bulbs and wall switches. Repairs windows, doors, 
floors, woodwork, drywall or other parts of building structures. Performs landscaping task such as planting flowers, 
mowing, sharpening mower blades, and changing mower oil and oil filters. Paints and decorates of the interior and 
exterior of buildings. Performs janitorial tasks such as floor buffing, mopping, power washing, wall cleaning, vent 
cleaning, sink and mirror cleaning, supply restocking, and shampooing carpet. Polices grounds. Removes trash and 
cleans trash cans.Monitoring Processes, Materials, or Surroundings: Reviews preventative maintenance plans in order to 
perform routine preventative maintenance to ensure that equipment continues to run smoothly, building systems 
operate efficiently, and/or the physical condition of building does not deteriorate.Communication with Persons Outside 
the Organization: Communicates with outside vendors and customers to provide basic customer service and direct 
persons to appropriate solutions and answers.Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and 
activities to meet operational requirements.Getting Information: Reads work orders, receives instructions from 
supervisors, or previous shift workers to determine work requirements.Operating Vehicles, Mechanized Devices, or 
Equipment: May operate state issued pick-up truck, golf cart, watercraft, or other vehicle.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Performs repair work using diagrams, drawings, or maintenance 
manuals.Documenting/Recording Information: Completes work order request form to log repair work. Completes 
routine reports of time expended and materials used.Communicating with Supervisors, Peers, or Subordinates: Reports 
to supervisors the inventory of cleaning supplies, repair tools, or replacement parts. Handling and Moving Objects: 
Unloads truck shipments. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Sets up cubicle spaces, conference rooms, and areas for special events.Interacting with Computers: Uses human 
resource software to enter time worked and leave requests. 
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Competencies (KSA’s): 
Competencies: Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self KnowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Mechanical Basic Knowledge of Public Safety and SecuritySkills: Active Learning Active 
Listening Critical Thinking Equipment Maintenance Equipment Selection Mathematics Reading Comprehension 
Repairing Service Orientation Time Management Trouble ShootingAbilities: Arm-Hand Steadiness Finger Dexterity 
Manual Dexterity Multi-limb Coordination Oral Comprehension Problem Sensitivity Reaction Time Selective Attention 
Speaking Trouble Shooting Visualization 
 
Tools and Equipment Used: 
 Basic Power Tools Basic Hand Tools Volt Meters Landscaping Tools Janitorial Equipment Carpet Cleaners Floor Buffers 
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062951 - BUILDING MAINTENANCE WORKER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1830 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of full-time labor and trade work including some routine 
building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled and skilled building maintenance work of routine difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class assists in a variety of tasks 
including carpentry, painting, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 2 in that an incumbent of the latter works under general supervision and performs 
semi-skilled and skilled building maintenance work. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and/or outlets in order to access, remove and replace defective parts. Controlling Machines and Processes:  Operates 
and utilizes a variety of tools and equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill 
saws, and grinders.Making Decisions and Solving Problems:  Indentifies maintenance issues in order to repair/resolve 
issues or report issues to someone who can repair/resolve them.Performing General Physical Activities: Performs minor 
HVAC repair such as changing belts, filters, or motors. Performs basic carpentry tasks such as repairing doors, repairing 
broken windows, installing bulletin boards, hanging drywall, building walls, minor roofing repair, building shelving, and 
caulking. Performs routine pluming tasks such as unstopping commodes, replacing bathroom fixtures, and repairing 
minor leaks. Performs routine electrical task such as replacing light bulbs and wall switches. Repairs windows, doors, 
floors, woodwork, drywall or other parts of building structures. Performs landscaping task such as planting flowers, 
mowing, sharpening mower blades, and changing mower oil and oil filters. Paints and decorates of the interior and 
exterior of buildings. Performs janitorial tasks such as floor buffing, mopping, power washing, wall cleaning, vent 
cleaning, sink and mirror cleaning, supply restocking, and shampooing carpet. Polices grounds. Removes trash and 
cleans trash cans.Monitoring Processes, Materials, or Surroundings: Reviews preventative maintenance plans in order to 
perform routine preventative maintenance to ensure that equipment continues to run smoothly, building systems 
operate efficiently, and/or the physical condition of building does not deteriorate.Communication with Persons Outside 
the Organization: Communicates with outside vendors and customers to provide basic customer service and direct 
persons to appropriate solutions and answers.Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and 
activities to meet operational requirements.Getting Information: Reads work orders, receives instructions from 
supervisors, or previous shift workers to determine work requirements.Operating Vehicles, Mechanized Devices, or 
Equipment: May operate state issued pick-up truck, golf cart, watercraft, or other vehicle.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Performs repair work using diagrams, drawings, or maintenance 
manuals.Documenting/Recording Information: Completes work order request form to log repair work. Completes 
routine reports of time expended and materials used.Communicating with Supervisors, Peers, or Subordinates: Reports 
to supervisors the inventory of cleaning supplies, repair tools, or replacement parts. Handling and Moving Objects: 
Unloads truck shipments. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Sets up cubicle spaces, conference rooms, and areas for special events.Interacting with Computers: Uses human 
resource software to enter time worked and leave requests. 
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Competencies (KSA’s): 
Competencies: Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self KnowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Mechanical Basic Knowledge of Public Safety and SecuritySkills: Active Learning Active 
Listening Critical Thinking Equipment Maintenance Equipment Selection Mathematics Reading Comprehension 
Repairing Service Orientation Time Management Trouble ShootingAbilities: Arm-Hand Steadiness Finger Dexterity 
Manual Dexterity Multi-limb Coordination Oral Comprehension Problem Sensitivity Reaction Time Selective Attention 
Speaking Trouble Shooting Visualization 
 
Tools and Equipment Used: 
 Basic Power Tools Basic Hand Tools Volt Meters Landscaping Tools Janitorial Equipment Carpet Cleaners Floor Buffers 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  1809 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1810 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1811 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  9780 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.      
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes: Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems: Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1813 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1814 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1815 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1816 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062952 - BUILDING MAINTENANCE WORKER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1817 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled labor and trade work 
including, at least, two years in building maintenance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled building maintenance work of average difficulty; 
and performs related work as required.  Distinguishing Features: An employee in this class performs a variety of tasks 
including painting, carpentry, plumbing, electrical, masonry, and general mechanical repair work. This class differs from 
that of Building Maintenance Worker 1 in that an incumbent of the latter works under immediate supervision and 
performs unskilled and semi-skilled building maintenance work. This class differs from that of Building Maintenance 
Worker 3 in that an incumbent of the latter is a lead worker. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Prioritizes daily tasks and activities to meet operational requirements. 
Controlling Machines and Processes:  Operates and utilizes a variety of tools and equipment such as assorted hand and 
power tools, plungers, sewer rodders, drills, skill saws, and grinders.Making Decisions and Solving Problems:  Indentifies 
maintenance issues in order to repair/resolve issues or report issues to someone who can repair/resolve 
them.Inspecting Equipment, Structures, or Material: Inspects devices such as electrical systems, basic plumbing, 
mechanical systems (i.e., HVAC, laundry, and food service equipment), removes and replaces defective parts to 
determine necessary repairs.Repairing and Maintaining Mechanical Equipment: Performs routine repairs on standard 
work equipment.Performing General Physical Activities: Rewires electrical outlets and breaker boxes. Performs routine 
electrical tasks such as replacing light bulbs, ballasts, low voltage transformers, power poles, receptacles, and wall 
switches. Repairs windows, doors, flooring, woodwork, drywall or other parts of building structures. Performs basic 
carpentry tasks such as repairing doors, gates, broken windows, and installing bulletin boards, hanging drywall, building 
walls, minor roofing repair, building shelving, and caulking. Polices grounds. Performs minor HVAC repair such as 
changing belts, filters, or motors. Performs minor construction projects. Performs plumbing tasks such as unstopping 
commodes, replacing fixtures, drains, and repairing leaks. Performs landscaping tasks such as planting flowers, mowing, 
sharpening mower blades, and changing mower oil and oil filters. Performs janitorial tasks such as floor buffing, 
mopping, power washing, wall cleaning, vent cleaning, sink and mirror cleaning, supply restocking, and shampooing 
carpet. Performs basic welding. Removes trash and cleans trash cans.Monitor Processes, Materials, or Surroundings: 
Reviews preventative maintenance plans in order to perform routine preventative maintenance to ensure that 
equipment continues to run smoothly, building systems operate efficiently, and/or the physical condition of building 
does not deteriorate. Performs daily walk through/inspection of facilities to ensure proper working conditions. Assists in 
performing inventory of work related supplies and materials.Communication with Supervisors, Peers, or Subordinates: 
Provides direction and oversight to others as needed. Reports to supervisor the inventory of cleaning supplies, repair 
tools, or replacement parts.Getting Information: Reads work orders, receives instructions from supervisors, or previous 
shift workers to determine work requirements.Communicating with Persons Outside the Organization: Communicates 
with outside vendors and customers to provide basic customer service and direct persons to appropriate solutions and 
answers.Operating Vehicles, Mechanized Devices, or Equipment: May operate state issued pick-up truck, golf cart, 
watercraft, or other vehicle.Estimating the Quantifiable Characteristics of Products, Events, or Information: Performs 
repair work using diagrams, drawings, or maintenance manuals. Assists supervisor in determining supplies or materials 
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needed to perform work activities.Provide Consultation and Advice to Others: Provides expert advice to members and 
agency SLB coordinators regarding the payment and application process. Provides input regarding sub-processes in 
determining and maintaining files for process improvements.Handling and Moving Objects: Assists in unloading supplies, 
tools, and equipment. Moves objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves. 
Restocks maintenance supplies. Sets up cubicle spaces, conference rooms, and areas for special events. 
Documenting/Recording Information: Records routine reports of time expended and materials used.Interacting with 
Computers: Uses human resource software to enter time worked and leave requests. 
 
Competencies (KSA’s): 
Competencies:  Time Management Action Oriented Drive for Results Perseverance Customer Focus Integrity and Trust 
Peer Relationships Self- Development Boss Relationships Self knowledgeKnowledge: Basic Knowledge of Building and 
Construction Basic Knowledge of Design Basic Knowledge of Mechanical Basic Knowledge of Public Safety and 
SecuritySkills: Active Learning Active Listening Equipment Maintenance Equipment Selection Mathematics Reading 
Comprehension Repairing TroubleshootingAbilities: Oral Comprehension Problem Sensitivity Near Vision Selective 
Attention 
 
Tools and Equipment Used: 
 Basic Hand Tools Basic Power Tools Carpet Cleaners Floor Buffers Janitorial Equipment Landscaping Tools Volt Meters 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1670 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:    Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1671 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:    Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1672 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:   Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1673 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:   Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1674 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:   Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1675 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:    Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1676 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:  Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1677 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 4. 
Applicants must posess a valid drives license at the time of appointment  Examination Method:  Education and 
Experience,100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
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knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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062953 - BUILDING MAINTENANCE WORKER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1678 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly responsible and skilled full-time 
labor and trades work including, at least, three years in building maintenance work. 
 
Other Requirements: 
 Necessary Special Qualifications:  Applicants for this class must:    Possess a valid driver’s licenseExamination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled building maintenance work of 
considerable difficulty which includes leading others in work; and performs related work as required. Distinguishing 
Features: This is the lead level class in the Building Maintenance Worker sub-series. An employee in this class leads and 
participates in a variety of tasks including carpentry, painting, plumbing, electrical, masonry, and general mechanical 
repair work.  This class differs from Building Maintenance Worker 2 in that an incumbent of the latter is not a lead 
worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs and maintains mechanical equipment such as washers, 
dryers, kitchen equipment, exhaust fans, refrigerators, ice machines, HVAC, window units, ptacs, and mechanical gates. 
Inspecting Equipment, Structures, or Material:    Dismantles devices such as electrical fixtures, basic plumbing fixtures 
and outlets to access, remove and replace defective parts.    Inspects structures for general condition and reports issues 
to appropriate persons. Identifying Objects, Actions, and Events:    Identifies maintenance issues and either resolves 
issues or reports issues to supervisor. Controlling Machines and Processes:    Operates and utilizes a variety of tools and 
equipment such as assorted hand and power tools, plungers, sewer rodders, drills, skill saws, and grinders. 
Communicating with Supervisors, Peers, or Subordinates:    Provides information and direction to subordinates when 
leading projects. Operating Vehicles, Mechanized Devices, or Equipment:     May operate state issued pick-up truck, golf 
cart, watercraft, tow motor or other vehicle. Communicating with Persons Outside the Organization:    Communicates 
with general public to provide basic customer service and direct persons to appropriate solutions or answers. Resolving 
Conflicts and Negotiating with Others:    Resolves minor complaints and grievances of subordinates. Training and 
Teaching Others:    Provides guidance on general maintenance skills to subordinates. Getting Information:    Reads work 
orders or receives instructions from supervisors or previous shift workers to determine work requirements. Scheduling 
Work and Activities:    Schedules the work and activities of subordinates as directed. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with contractors, state employees, and executive 
officers to provide timely, quality maintenance services. Judging the Qualities of Things, Services, or People:    Inspects 
quality of subordinate work as needed.    Monitors janitorial staff. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks and activities to meet operational requirements. Monitoring Processes, Materials, or Surroundings:    
Reviews preventative maintenance plans in order to perform routine preventive maintenance to ensure that equipment 
continues to run smoothly, building systems operate efficiently, and/or the physical condition of building does not 
deteriorate.    Observes and monitors environment to determine maintenance needs.    Monitors inventory and requests 
supplies as needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs repair 
work using drawings, blueprints, maintenance manuals, or diagrams.    Completes work order request forms to log 
repair work, time expended and materials used. Updating and Using Relevant Knowledge:    Maintains relevant 
knowledge, through the direction of a supervisor, by reading appropriate materials and attending in-service training. 
Performing General Physical Activities:    Performs HVAC repair.    Performs routine plumbing tasks such as unstopping 
commodes, replacing bathroom fixtures and drains and repairing minor leaks.    Leads in restorative maintenance 
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projects.    Repairs windows, doors, floors, woodwork, drywall or other parts of building structures.    Performs routine 
electrical tasks such as replacing light bulbs and wall switches.    Performs basic carpentry tasks such as repairing doors, 
broken windows, and installing bulletin boards, installing drywall, building walls and shelving, minor roofing repair, and 
caulking.    Paints and decorates of the interior and exterior of buildings.    Leads in grounds maintenance projects.    
Removes trash and construction waste and cleans receptacles.    Polices grounds. Handling and Moving Objects:    Moves 
objects such as large furniture, file cabinets, cubicles, chairs, desks, and bookshelves.    Sets up cubicle spaces, 
conference rooms, and special events.    Unloads truck shipments. Interacting with Computers:    Uses human resource 
software, email, and electronic work order systems. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity 
and Trust    Peer Relationships    Self- Development    Boss Relationships    Self knowledge    Priority SettingKnowledge:    
Basic computer knowledge    Basic knowledge of blueprint layouts    Basic knowledge of public safety requirements    
Knowledge of building and construction    Working knowledge of mechanical tools including their repair and 
maintenance Skills:    Active learning    Active listening    Basic mathematic skills    Basic reading comprehension    Basic 
writing skills    Coordination    Critical thinking    Equipment maintenance skills    Equipment selection skills    Installation 
skills    Monitoring skills in watching gauges, dials, or other indicators    Operation and control skills of mechanical 
equipment    Repairing skills    Self-monitoring    Service orientation    Speaking skills    Systems analysis and evaluation 
skills    Time management skills    Troubleshooting skills Abilities:    Deductive reasoning    Mathematical reasoning    
Memorization    Oral comprehension and expression    Problem sensitivity    Spatial orientation    Time sharing    
Visualization    Written comprehension and expression 
 
Tools and Equipment Used: 
    Basic Electrical Tools    Basic Hand Tools    Basic Plumbing Tools    Basic Power Tools    Carpet Cleaners    Concrete Tools    
Drill Press    Floor Buffers    Janitorial Equipment    Landscaping Tools    Welding Tools 
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076486 - BUSINESS ANALYST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4274 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075602 - BUSINESS ANALYST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3975 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in any one of the following areas: Applications or systems programming, Systematic 
analysis of overall work processes for business or information systems.OR Substitution of the Specific Associate's Degree 
for the Required Bachelor's Degree: Graduation from an accredited college or university with an Associate's degree in 
computer accounting, computer information systems, computer networking technology, computer technology, web 
technology or other related field may substitute for the required Bachelor's degree.ORSubstitution of Experience for the 
Specific Associate’s Degree: Professional-level experience in any one of the following areas may substitute for the 
required Associate’s degree on a year-for-year basis to a maximum substitution of two years: Applications or systems 
programming; Systematic analysis of overall work processes for business or information systems.ORSubstitution of 
Graduate Coursework for the Required Experience: Any additional graduate coursework in computer accounting, 
computer information systems, computer networking technology, computer technology, web technology or other 
related field may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing process improvement and technology needs analysis 
of average difficulty and performs related work as required. Distinguishing Features: This is the lead level class in the 
Business Analyst sub-series. An employee in this class is responsible for leading projects that will assist the agency reach 
agreements on process improvements and technology solutions. This class differs from that of Business Analyst-Junior in 
that an incumbent of the latter performs administrative duties related to identifying process improvements and 
technology solutions of routine difficulty. This class differs from that of Business Analyst-Senior in that an incumbent of 
the latter performs at the supervisory level and is responsible for providing leadership and guidance to help the agency 
reach agreement on process improvements and technology solutions.  
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Gathers resource requirements for 
project activities and assist in the estimation of time and cost for each.    Create a business analysis activity list to 
develop a comprehensive list of project tasks.    Estimates project or product needs to determine resource, cost, and 
schedule.Interpreting the Meaning of Information for Others:    Serve as the liaison between the Business and IT 
departments.    Communicate requirements and opportunities to all levels of the organization.Analyzing Data or 
Information:    Gather data requirements through sessions with stakeholders for inclusion in data structures.    Identifies 
and models attributes for inclusion in system requirements.    Analyzes data gathered in order to develop process or 
product solutions.Selling or Influencing Others:    Help the organization reach agreement that the proposed future state 
or agency strategy is desired by using a combination of leadership and facilitation.    Recognizes and communicates 
opportunities to change business practices to be more efficient during business process documentation 
sessions.Resolving Conflicts and Negotiating with Others:    Work with stakeholders to remove roadblocks to progress.    
Exercises active listening techniques when faced with complaints or disputes and follow up with potential solutions or 
assist others in finding positive outcomes.    Facilitates resolution of disagreements between stakeholders to resolve 
conflicting requirements and achieve common vision.Provide Consultation and Advice to Others:    Identifies value by 
understanding business capabilities, how technology can (and cannot) be leveraged and communicate the findings to 
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stakeholders.Developing Objectives and Strategies:    Conducts and coordinates financial, product, market, operational 
and related research to support strategic and business planning of the agency and present findings to stakeholders.    
Aligns project and product plans to agency strategy.Monitoring and Controlling Resources:    Utilizes cost tracking 
mechanisms to ensure resources are managed appropriately.    Creates or participate in the creation of project or 
product budgets.    Recognizes and communicates opportunities to reduce waste of State resources.Processing 
Information:    Verify data conversions through metrics, queries, reporting and visual inspection of data elements.    
Validate test cases and test results against requirements.    Develops test scenarios from knowledge of business 
processes.    Participate in the development and testing of products, applications, and reports to validate stakeholder 
requirements.Identifying Objects, Actions, and Events:    Documents alternate flows/scenarios in requirements 
documentation to support design of workflow or exception processing.    Documents current and future state processes 
to facilitate validation of solution accuracy and completeness.Judging the Qualities of Things, Services, or People:    
Reviews project or product documentation for quality, accuracy, and adherence to State standards.    Test applications 
for stress/load conditions on hardware devices.    Creates and maintain prioritized lists of product or project 
requirements tied to organizational objectives.Making Decisions and Solving Problems:    Provides input for the purpose 
of program planning, business management, budget execution and program coordination.    Provide staff and users with 
assistance in solving technical problems.    Evaluate proposals (RFI, RFQ, and RFP) for feasibility and alignment with 
agency objectives.    Select activities from requirements list to create a task list for the project.    Identifies and 
recommends solutions to operational problems by evaluating work flow processes of the organization.    Interacts with 
project stakeholders to identify and resolve problems.Organizing, Planning, and Prioritizing Work:    Develop a business 
analysis plan utilizing the activity list and comprehensive list of project tasks.Drafting, Laying Out, and Specifying 
Technical Devices, Parts, and Equipment:    Determines computer software or hardware needed to set up or modify a 
system.    Works with vendor or internal staff to transfer business processes and technical requirements into a 
structured design format so that programmers can develop business applications.    Design products and systems to 
increase compatibility and information sharing.    Participates in build book meetings.Monitor Processes, Materials, or 
Surroundings:    Monitors legislative changes and assess impact to project or product.    Utilizes cost tracking 
mechanisms to ensure resources are managed appropriately.    Creates or participates in the creation of project or 
product budgets.    Recognizes and communicates opportunities to reduce waste of State resources.Evaluating 
Information to Determine Compliance with Standards:    Validate requirements and business rules against current laws 
and regulations.    Ensures peer code reviews are completed to determine if programming meets State, agency, or 
industry standards.    Conduct periodic reviews to verify that project or product development methodology meets State, 
agency, or industry standards.Thinking Creatively:    Design reports from stakeholder needs and business requirements.    
Create prototypes of screen layouts for new or existing applications.    Generate new ideas for solving existing 
problems.Guiding, Directing, and Motivating Subordinates:    Provides input on job performance plans of subordinates.    
Provide feedback on areas for improvement, including notations on positive performance.    Provides input on scheduled 
evaluations.Training and Teaching Others:    Train employees in the use of new forms, reports, procedures or equipment 
according to organizational policy.    Train employees in the use of modified or newly developed solutions.    Identifies 
training needs for self and others, create a plan for implementation and report to supervisory staff.Developing and 
Building Teams:    Creates cross-functional teams, communicates the purpose and position of each team member, and 
provides clear goals and objectives for work sessions.    Remove obstacles to team progress. Scheduling Work and 
Activities:    Create project schedules for project activities.    Schedules and facilitate the appropriate meetings for the 
project and product development methodology of the agency.Performing for or Working Directly with the Public:    
Interacts with external stakeholders to determine ways in which the agency projects or products can meet their 
needs.Coordinating the Work and Activities of Others:    Provides and/or facilitates work groups with team activities in 
order to build cooperative approaches to solutions.Communicating with Supervisors, Peers, or Subordinates:    
Distribute project and product documentation to stakeholders, project sponsors, and information technology staff.    
Creates or provides input for the communication plan and monitor for adherence.    Prepares and delivers presentations 
on projects, products, and strategies.    Communicates and escalates project and product issues to stakeholders.    
Communicate project and product expectations to project stakeholders.Interacting with Computers:    Tests, maintains 
and coordinates the installation of computer programs and systems.    Develop documentation using standard State 
office automation tools and present information to team members and stakeholders.    Develops project and product 
work tools.Staffing Organizational Units:    Participate in the process of recruiting qualified staff by developing interview 
questions and participating in interviews.    Participates in the process of ensuring all new hires receive the information 
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and equipment needed to perform their job effectively.Communicating with Persons outside the Organization:    Provide 
project updates and documentation for vendors and external sources.    Coordinate external stakeholder 
communications with the appropriate groups within the agency.    Attends requested industry meetings to represent the 
agency and develop communications for stakeholders and team members.Coaching and Developing Others:    Offer 
assistance when skill gaps are identified, when working with project team members.    Provide methodologies, training 
and coaching to stakeholders and coworkers in order to build effective team members.Updating and Using Relevant 
Knowledge:    Identifies and attends courses in areas such as business analysis, programming, system development 
methodologies, and communication to enhance job performance.    Researches and evaluates industry trends, best 
practices, and new technologies and integrate knowledge and skills into current and future work 
activities.Documenting/Recording Information:    Creates and maintains project and product documentation in 
accordance with the standards of the agency.    Develop documentation in a manner that is cost effective and 
efficient.Getting Information:    Researches outside sources for available solutions and/or assist with the development of 
a request for information to discover available products.    Interviews stakeholders for needs assessment information.    
Interviews or observes stakeholders to identify and document workflows; ascertain unit functions, work performed; and 
methods, equipment, and personnel used.    Gather policies, procedures, legislation/law that pertains to the project or 
product.    Gather user manuals, system operation manuals, data dictionaries and reports for the project or product.    
Participate in the development of feasibility studies for proposed solutions.    Obtain the organization chart for IT and 
the business units for the development of the stakeholder register.    Gathers and organizes information on current 
issues as input into solutions analysis.Establishing and Maintaining Interpersonal Relationships:    Meet regularly with 
stakeholders on agency projects, strategies, methodologies, and business needs.    Assist in the development of team 
activities in order to build cohesion and cooperation with team members.    Networks with peers and other experts 
within the State to build relationships.Assisting and Caring for Others:    Provide consultation to team members and 
coworkers in order to show support for their well-being.    Provides support for team members in their goals for a 
healthier lifestyle.    Notify supervisory staff when employees or coworkers show signs of stress or frustration that needs 
to be addressed as appropriate.    Recognizes opportunities to praise or complement coworkers and team members on a 
job well done.Performing Administrative Activities:    Follows and provides input into agency administrative policies and 
procedures. 
 
Competencies (KSA’s): 
Competencies:    Building Effective Teams    Functional/Technical Competency    Organizational Agility    Presentation 
Skills    Decision Quality    Total Work Systems    Innovative Management    Conflict Management    Priority 
SettingKnowledge:    Computers and Electronics - Working knowledge of software application programming, hardware, 
platforms, system architecture and technology assessment    Computers and Electronics - Knowledge of agency business 
processes including typical organization structures, job functions and work activities    Computers and Electronics - 
Knowledge of business process improvement principles and techniques     Computers and Electronics - Knowledge of 
application development techniques    Computers and Electronics - Knowledge of data modeling    Customer and 
Personal Service - Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Economics and Accounting - Knowledge of economic and accounting principles and practices, the financial markets, 
banking and the analysis and reporting of financial data    Education and Training - Knowledge of principles and methods 
for curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Engineering and Technology - Knowledge of the practical application of engineering science and technology. 
This includes applying principles, techniques, procedures, and equipment to the design and production of various goods 
and services.    Law and Government - Knowledge of laws, legal codes, court procedures, precedents, government 
regulations, executive orders, agency rules, and the democratic political process    Law and Government - Knowledge of 
state procurement processes including Request for Information, Request for Proposal, Request for Qualifications, etc.    
Mathematics - Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications    Industry and 
Agency    Sales and Marketing - Knowledge of principles and methods for showing, promoting, and selling products or 
services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control 
systemsSkills:    Active Learning - Understanding the implications of new information for both current and future 
problem-solving and decision-making    Active Listening - Giving full attention to what other people are saying, taking 
time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
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Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Learning Strategies - Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Monitoring - Monitoring/Assessing 
performance of yourself, other individuals, or organizations to make improvements or take corrective action    Reading 
Comprehension - Understanding written sentences and paragraphs in work related documents    Speaking - Talking to 
others to convey information effectively    Writing - Communicating effectively in writing as appropriate for the needs of 
the audience    Coordination - Adjusting actions in relation to others' actions    Instructing - Teaching others how to do 
something    Negotiation - Bringing others together and trying to reconcile differences    Persuasion - Persuading others 
to change their minds or behavior    Service Orientation - Actively looking for ways to help people    Complex Problem 
Solving - Identifying complex problems and reviewing related information to develop and evaluate options and 
implement solutions    Equipment Selection - Determining the kind of tools and equipment needed to do a job    
Installation - Installing equipment, machines, wiring, or programs to meet specifications    Operations Analysis - 
Analyzing needs and product requirements to create a design    Programming - Writing computer programs for various 
purposes    Quality Control Analysis - Conducting tests and inspections of products, services, or processes to evaluate 
quality or performance    Technology Design - Generating or adapting equipment and technology to serve user needs    
Troubleshooting - Determining causes of operating errors and deciding what to do about it    Judgment and Decision 
Making - Considering the relative costs and benefits of potential actions to choose the most appropriate one    Systems 
Analysis - Identifies models and integrates key processes in the business as well as the business rules that impact the 
development and/or implementation of systems. Compares and contrasts products/services, strategies and courses of 
action to propose alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and 
results necessary to describe the functionality of a system, application, training course, user interface, or any other 
technology or product    Systems Analysis - Identifies components for work breakdown structure and decomposes into 
an activity list for the purpose of resource and time estimates    Systems Evaluation - Identifying measures or indicators 
of system performance and the actions needed to improve or correct performance, relative to the goals of the system    
Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the best 
people for the job    Time Management - Managing one's own time and the time of othersAbilities:    Deductive 
Reasoning - The ability to apply general rules to specific problems to produce answers that make sense    Fluency of 
Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, 
correctness, or creativity)    Inductive Reasoning - The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events)    Information Ordering - The ability to 
arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of 
numbers, letters, words, pictures, mathematical operations)    Mathematical Reasoning - The ability to choose the right 
mathematical methods or formulas to solve a problem    Oral Comprehension - The ability to listen to and understand 
information and ideas presented through spoken words and sentences    Oral Expression - The ability to communicate 
information and ideas in speaking so others will understand    Originality - The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem    Perceptual Speed - The ability to 
quickly and accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or 
patterns. The things to be compared may be presented at the same time or one after the other. This ability also includes 
comparing a presented object with a remembered object    Problem Sensitivity - The ability to tell when something is 
wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem    Speed of 
Closure - The ability to quickly make sense of, combine, and organize information into meaningful patterns    Time 
Sharing - The ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources)    Written Comprehension - The ability to read and understand information and ideas 
presented in writing    Written Expression - The ability to communicate information and ideas in writing so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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075601 - BUSINESS ANALYST-JR* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3970 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in any one of the following areas: (1) applications or systems programming; or (2) 
systematic analysis of overall work processes for business or information systems.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor's degree.ORSubstitution of 
Graduate Coursework for the Required Experience: Any additional graduate coursework in computer accounting, 
computer information systems, computer networking technology, computer technology, web technology or other 
related field may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
ORSubstitution of Experience for the Specific Associates Degree: Professional-level experience in any one of the 
following areas may substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of 
two years: applications or systems programming; or systematic analysis of overall work processes for business or 
information systems.OR One year of experience as an information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs administrative duties related to identifying process improvements and 
technology solutions of routine difficulty and performs related work as required. Distinguishing Features: ,This is the 
working level class in the Business Analyst sub-series.  An employee in this class attends meetings and performs 
administrative duties related to assisting the agency in identifying process improvements and technology solutions. This 
class differs from Information Systems Associate, in that an incumbent of the latter learns to perform the administrative 
duties related to assisting the agency in identifying process improvements and technology solutions under immediate 
supervision.  This class differs from that of Business Analyst- Advanced in that an incumbent of the latter performs at the 
lead level and is responsible for leading projects that will assist agencies reach agreements on process improvements 
and technology solutions.  
 
Work Activities: 
Interacting With Computers: Tests, maintains and coordinates the installation of computer programs and systems. 
Develop documentation using standard State office automation tools. Assists with the development of project and 
product work tools.Interpreting the Meaning of Information for Others: Collaborate with developers and stakeholders 
for requirements development.Identifying Objects, Actions, and Events: Documents alternate flow/scenarios in 
requirement documentation to support design of workflow or exception processing. Documents current and future 
state processes to facilitate validation of solution accuracy and completeness.Developing Objectives and Strategies: 
Conducts and coordinates financial, product, market, operational and related research to support strategic and business 
planning of the agency.Thinking Creatively: Design reports from stakeholder needs and business requirements. Create 
prototypes of screen layouts for new or existing applications. Generate new ideas for solving existing problems.Monitor 
Processes, Materials, or Surroundings: Reviews and analyzes system data, such as system outputs, problem reports, or 
performance indicators to monitor product quality.Monitoring and Controlling Resources: Participate in the creation of 
project or product budgets.Processing Information: Verify data conversions through metrics, queries, reporting and 
visual inspection of data elements. Validate test cases and test results against requirements. Develops test scenarios 
from knowledge of business processes. Participate in the development and testing of products, applications, and reports 
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to validate stakeholder requirements.Judging the Qualities of Things, Services, or People: Reviews project or product 
documentation for quality, accuracy, and adherence to State standards. Test applications for adherence to stakeholder 
requirements.Analyzing Data or Information: Gather data requirements through sessions with stakeholders for inclusion 
in data structures. Identifies and model attributes for inclusion in system requirements.Making Decisions and Solving 
Problems: Provide staff and users with assistance in solving technical problems. Interacts with project stakeholders to 
identify and resolve problems.Scheduling Work and Activities: Schedules and facilitate the appropriate meetings for the 
project and product development methodology of the agency.Resolving Conflicts and Negotiating with Others: Handles 
complaints or disputes and follows up with potential solutions or assists others in finding positive outcomes.Performing 
For or Working Directly with the Public: Interacts with external stakeholders to determine ways in which the agency 
projects or products can meet their needs.Updating and Using Relevant Knowledge: Identifies and attends courses in 
areas such as business analysis, programming, system development methodologies, and communication to enhance job 
performance. Researches and evaluates industry trends, best practices, and new technologies and integrates knowledge 
and skills into current and future work activities.Developing and Building Teams: Remove obstacles to team progress 
through constant communication and problem resolution.Documenting/Recording Information: Creates and maintains 
project and product documentation in accordance with the standards of the agency. Assists team members in finding 
ways to reduce cost in the development of documentation, implementing electronic means where possible.Provide 
Consultation and Advice to Others: Identifies value in process improvement by understanding business capabilities and 
how technology can (and cannot) be leveraged.Getting Information: Researches outside sources for available solutions. 
Interviews stakeholders for needs assessment information. Interviews or observes stakeholders to identify and 
document workflows, ascertain unit functions, work performed, and methods, equipment, and personnel used. Gather 
policies, procedures and legislation/law that pertain to the project or product. Gather user manuals, system operation 
manuals, data dictionaries and reports for the project or product. Obtain the organization chart for Information 
Technology and the business units for the development of the stakeholder register. Gathers and organizes information 
on current issues as input into solutions analysis.Communicating with Persons Outside the Organization: Attends 
requested industry meetings to represent the agency team.Training and Teaching Others: Identifies self-development 
needs and creates a plan for implementation.Communicating with Supervisors, Peers, or Subordinates: Distribute 
project and product documentation to stakeholders, project sponsors, and IT staff. Creates or provides input for the 
communication plan and monitors for adherence. Communicates and escalate project and product issues to team 
members.Coaching and Developing Others: Offer assistance to project team members when skill gaps are 
identified.Performing Administrative Activities: Follows agency administrative policies and procedures and provides 
input.Establishing and Maintaining Interpersonal Relationships: Meet regularly with stakeholders on agency projects, 
strategies, methodologies, and business needs. Provides and participates in team activities in order to build cohesion 
and cooperation with team members. Networks with peers and other experts within the State to build 
relationships.Drafting, Laying Out and Specifying Technical Devices, Parts, and Equipment: Attends build book meetings 
to learn the build book process.Assisting and Caring for Others: Provide consultation to team members and coworkers in 
order to show support for their well-being. Provides support for team members in their goals for a healthier lifestyle. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Presentation Skills Decision Quality Innovative Management Conflict 
Management Priority Setting Boss Relationships Written CommunicationKnowledge: Computers and Electronics - Basic 
knowledge of software application programming, hardware, platforms, system architecture and technology assessment 
Customer and Personal Service - Knowledge of principles and processes for providing customer and personal services. 
This includes customer needs assessment, meeting quality standards for services, and evaluation of customer 
satisfaction Engineering and Technology - Knowledge of the practical application of engineering science and technology. 
This includes applying principles, techniques, procedures, and equipment to the design and production of various goods 
and services Mathematics - Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications 
Industry and Agency                                            Skills: Active Learning - Understanding the implications of new information 
for both current and future problem-solving and decision-making Active Listening - Giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses 
of alternative solutions, conclusions or approaches to problems Learning Strategies - Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
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Monitoring - Monitoring/Assessing performance of you, other individuals, or organizations to make improvements or 
take corrective action Reading Comprehension - Understanding written sentences and paragraphs in work related 
documents Speaking - Talking to others to convey information effectively Writing - Communicating effectively in writing 
as appropriate for the needs of the audience Coordination - Adjusting actions in relation to others' actions Instructing - 
Assist in teaching others how to do something Negotiation - Bringing others together and trying to reconcile differences 
Persuasion - Persuading others to change their minds or behavior Service Orientation - Actively looking for ways to help 
people Complex Problem Solving - Identify complex problems and review related information for input to a solution 
Equipment Selection - Determining the kind of tools and equipment needed to do a job Installation - Installing 
equipment, machines, wiring, or programs to meet specifications Operations Analysis - Analyzing needs and product 
requirements to create a design Programming - Writing computer programs for various purposes Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance 
Technology Design - Generating or adapting equipment and technology to serve user needs Troubleshooting - 
Determining causes of operating errors and deciding what to do about it Judgment and Decision Making - Considering 
the relative costs and benefits of potential actions to choose the most appropriate one Systems Analysis - Identifies 
models and integrates key processes in the business as well as the business rules that impact the development and/or 
implementation of systems. Compares and contrasts products/services, strategies and courses of action to propose 
alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and results necessary to 
describe the functionality of a system, application, training course, user interface, or any other technology or product 
Systems Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or 
correct performance, relative to the goals of the system Time Management - Managing one's own time and the time of 
others             Abilities: Deductive Reasoning - The ability to apply general rules to specific problems to produce answers 
that make sense Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is 
important, not their quality, correctness, or creativity) Inductive Reasoning - The ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Mathematical Reasoning - The 
ability to choose the right mathematical methods or formulas to solve a problem Oral Comprehension - The ability to 
listen to and understand information and ideas presented through spoken words and sentences Oral Expression - The 
ability to communicate information and ideas in speaking so others will understand Originality - The ability to come up 
with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Perceptual 
Speed - The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, 
objects, pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This 
ability also includes comparing a presented object with a remembered object Problem Sensitivity - The ability to tell 
when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a 
problem Selective Attention - The ability to concentrate on a task over a period of time without being distracted Time 
Sharing - The ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources) Written Comprehension - The ability to read and understand information and ideas 
presented in writing Written Expression - The ability to communicate information and ideas in writing so others will 
understand 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075601 - BUSINESS ANALYST-JR* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3971 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in any one of the following areas: (1) applications or systems programming; or (2) 
systematic analysis of overall work processes for business or information systems.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor's degree.ORSubstitution of 
Graduate Coursework for the Required Experience: Any additional graduate coursework in computer accounting, 
computer information systems, computer networking technology, computer technology, web technology or other 
related field may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
ORSubstitution of Experience for the Specific Associates Degree: Professional-level experience in any one of the 
following areas may substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of 
two years: applications or systems programming; or systematic analysis of overall work processes for business or 
information systems.OR One year of experience as an information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs administrative duties related to identifying process improvements and 
technology solutions of routine difficulty and performs related work as required. Distinguishing Features: ,This is the 
working level class in the Business Analyst sub-series.  An employee in this class attends meetings and performs 
administrative duties related to assisting the agency in identifying process improvements and technology solutions. This 
class differs from Information Systems Associate, in that an incumbent of the latter learns to perform the administrative 
duties related to assisting the agency in identifying process improvements and technology solutions under immediate 
supervision.  This class differs from that of Business Analyst- Advanced in that an incumbent of the latter performs at the 
lead level and is responsible for leading projects that will assist agencies reach agreements on process improvements 
and technology solutions.  
 
Work Activities: 
Interacting With Computers: Tests, maintains and coordinates the installation of computer programs and systems. 
Develop documentation using standard State office automation tools. Assists with the development of project and 
product work tools.Interpreting the Meaning of Information for Others: Collaborate with developers and stakeholders 
for requirements development.Identifying Objects, Actions, and Events: Documents alternate flow/scenarios in 
requirement documentation to support design of workflow or exception processing. Documents current and future 
state processes to facilitate validation of solution accuracy and completeness.Developing Objectives and Strategies: 
Conducts and coordinates financial, product, market, operational and related research to support strategic and business 
planning of the agency.Thinking Creatively: Design reports from stakeholder needs and business requirements. Create 
prototypes of screen layouts for new or existing applications. Generate new ideas for solving existing problems.Monitor 
Processes, Materials, or Surroundings: Reviews and analyzes system data, such as system outputs, problem reports, or 
performance indicators to monitor product quality.Monitoring and Controlling Resources: Participate in the creation of 
project or product budgets.Processing Information: Verify data conversions through metrics, queries, reporting and 
visual inspection of data elements. Validate test cases and test results against requirements. Develops test scenarios 
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from knowledge of business processes. Participate in the development and testing of products, applications, and reports 
to validate stakeholder requirements.Judging the Qualities of Things, Services, or People: Reviews project or product 
documentation for quality, accuracy, and adherence to State standards. Test applications for adherence to stakeholder 
requirements.Analyzing Data or Information: Gather data requirements through sessions with stakeholders for inclusion 
in data structures. Identifies and model attributes for inclusion in system requirements.Making Decisions and Solving 
Problems: Provide staff and users with assistance in solving technical problems. Interacts with project stakeholders to 
identify and resolve problems.Scheduling Work and Activities: Schedules and facilitate the appropriate meetings for the 
project and product development methodology of the agency.Resolving Conflicts and Negotiating with Others: Handles 
complaints or disputes and follows up with potential solutions or assists others in finding positive outcomes.Performing 
For or Working Directly with the Public: Interacts with external stakeholders to determine ways in which the agency 
projects or products can meet their needs.Updating and Using Relevant Knowledge: Identifies and attends courses in 
areas such as business analysis, programming, system development methodologies, and communication to enhance job 
performance. Researches and evaluates industry trends, best practices, and new technologies and integrates knowledge 
and skills into current and future work activities.Developing and Building Teams: Remove obstacles to team progress 
through constant communication and problem resolution.Documenting/Recording Information: Creates and maintains 
project and product documentation in accordance with the standards of the agency. Assists team members in finding 
ways to reduce cost in the development of documentation, implementing electronic means where possible.Provide 
Consultation and Advice to Others: Identifies value in process improvement by understanding business capabilities and 
how technology can (and cannot) be leveraged.Getting Information: Researches outside sources for available solutions. 
Interviews stakeholders for needs assessment information. Interviews or observes stakeholders to identify and 
document workflows, ascertain unit functions, work performed, and methods, equipment, and personnel used. Gather 
policies, procedures and legislation/law that pertain to the project or product. Gather user manuals, system operation 
manuals, data dictionaries and reports for the project or product. Obtain the organization chart for Information 
Technology and the business units for the development of the stakeholder register. Gathers and organizes information 
on current issues as input into solutions analysis.Communicating with Persons Outside the Organization: Attends 
requested industry meetings to represent the agency team.Training and Teaching Others: Identifies self-development 
needs and creates a plan for implementation.Communicating with Supervisors, Peers, or Subordinates: Distribute 
project and product documentation to stakeholders, project sponsors, and IT staff. Creates or provides input for the 
communication plan and monitors for adherence. Communicates and escalate project and product issues to team 
members.Coaching and Developing Others: Offer assistance to project team members when skill gaps are 
identified.Performing Administrative Activities: Follows agency administrative policies and procedures and provides 
input.Establishing and Maintaining Interpersonal Relationships: Meet regularly with stakeholders on agency projects, 
strategies, methodologies, and business needs. Provides and participates in team activities in order to build cohesion 
and cooperation with team members. Networks with peers and other experts within the State to build 
relationships.Drafting, Laying Out and Specifying Technical Devices, Parts, and Equipment: Attends build book meetings 
to learn the build book process.Assisting and Caring for Others: Provide consultation to team members and coworkers in 
order to show support for their well-being. Provides support for team members in their goals for a healthier lifestyle. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Presentation Skills Decision Quality Innovative Management Conflict 
Management Priority Setting Boss Relationships Written CommunicationKnowledge: Computers and Electronics - Basic 
knowledge of software application programming, hardware, platforms, system architecture and technology assessment 
Customer and Personal Service - Knowledge of principles and processes for providing customer and personal services. 
This includes customer needs assessment, meeting quality standards for services, and evaluation of customer 
satisfaction Engineering and Technology - Knowledge of the practical application of engineering science and technology. 
This includes applying principles, techniques, procedures, and equipment to the design and production of various goods 
and services Mathematics - Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications 
Industry and Agency                                            Skills: Active Learning - Understanding the implications of new information 
for both current and future problem-solving and decision-making Active Listening - Giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses 
of alternative solutions, conclusions or approaches to problems Learning Strategies - Selecting and using 
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training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Monitoring - Monitoring/Assessing performance of you, other individuals, or organizations to make improvements or 
take corrective action Reading Comprehension - Understanding written sentences and paragraphs in work related 
documents Speaking - Talking to others to convey information effectively Writing - Communicating effectively in writing 
as appropriate for the needs of the audience Coordination - Adjusting actions in relation to others' actions Instructing - 
Assist in teaching others how to do something Negotiation - Bringing others together and trying to reconcile differences 
Persuasion - Persuading others to change their minds or behavior Service Orientation - Actively looking for ways to help 
people Complex Problem Solving - Identify complex problems and review related information for input to a solution 
Equipment Selection - Determining the kind of tools and equipment needed to do a job Installation - Installing 
equipment, machines, wiring, or programs to meet specifications Operations Analysis - Analyzing needs and product 
requirements to create a design Programming - Writing computer programs for various purposes Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance 
Technology Design - Generating or adapting equipment and technology to serve user needs Troubleshooting - 
Determining causes of operating errors and deciding what to do about it Judgment and Decision Making - Considering 
the relative costs and benefits of potential actions to choose the most appropriate one Systems Analysis - Identifies 
models and integrates key processes in the business as well as the business rules that impact the development and/or 
implementation of systems. Compares and contrasts products/services, strategies and courses of action to propose 
alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and results necessary to 
describe the functionality of a system, application, training course, user interface, or any other technology or product 
Systems Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or 
correct performance, relative to the goals of the system Time Management - Managing one's own time and the time of 
others             Abilities: Deductive Reasoning - The ability to apply general rules to specific problems to produce answers 
that make sense Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is 
important, not their quality, correctness, or creativity) Inductive Reasoning - The ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Mathematical Reasoning - The 
ability to choose the right mathematical methods or formulas to solve a problem Oral Comprehension - The ability to 
listen to and understand information and ideas presented through spoken words and sentences Oral Expression - The 
ability to communicate information and ideas in speaking so others will understand Originality - The ability to come up 
with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Perceptual 
Speed - The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, 
objects, pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This 
ability also includes comparing a presented object with a remembered object Problem Sensitivity - The ability to tell 
when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a 
problem Selective Attention - The ability to concentrate on a task over a period of time without being distracted Time 
Sharing - The ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources) Written Comprehension - The ability to read and understand information and ideas 
presented in writing Written Expression - The ability to communicate information and ideas in writing so others will 
understand 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075603 - BUSINESS ANALYST-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3976 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: Applications or systems programming; or systematic 
analysis of overall work processes for business or information systems. One of the four years must include: analyzing or 
defining systems and users requirements for minicomputers, microcomputers, mid-range computers, distributed 
systems, other computer systems; or agency specific business experience. ORSubstitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor's degree.ORSubstitution of 
Experience for the Specific Associate's Degree: Professional-level experience in any one of the following areas may 
substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: 
Applications or systems programming; Systematic analysis of overall work processes for business or information 
systems. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for providing supervisory duties of routine difficulty and performs 
process improvement and technology needs analysis of considerable difficulty, and performs related work as required. 
Distinguishing Features: This is the highest level class in the Business Analyst sub-series.  An employee in this class 
supervises the activities of employees from multiple project teams in assisting the agency in reaching agreements on 
process improvements and technology solutions, as well as providing oversight to the project team members.  This class 
differs from that of Business Analyst- Advanced in that an incumbent of the latter performs at the lead level and 
performs no supervisory duties.  
 
Work Activities: 
Selling or Influencing Others: Helps the organization reach agreements that the proposed future state or agency strategy 
is desired, using a combination of leadership and facilitation. Provide opportunities and recommendations to 
stakeholders to improve business processes.Analyzing Data or Information: Gather data requirements through sessions 
with stakeholders for inclusion in data structures. Identifies and model attributes for inclusion in system requirements. 
Analyzes data gathered in order to develop process or product solutions. Decomposes business processes and/or data 
flows into lower level processes so that the solution may be sufficiently described. Map data from existing systems to 
new data structures for conversion development.Interpreting the Meaning of Information for Others: Serve as the 
liaison between the Business and IT departments. Communicate requirements and opportunities to all levels of the 
organization. Collaborate with developers and stakeholders for requirements development, ensuring that stakeholders 
understand the design capabilities and/or limitations, engaging development staff in the transfer of functional 
requirements into system design.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Validates resource requirements and develops cost estimate models to acquire project funding and approval. Creates 
and validates the business analysis activity list estimates to develop a comprehensive list of project tasks to assist the 
project manager in developing a project schedule. Estimates project or product needs to determine resource, cost, and 
schedule.Provide Consultation and Advice to Others: Identifies value by understanding business capabilities, how 
technology can (and cannot) be leveraged and communicate the findings to stakeholders. Communicates functional and 
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non-functional requirements to IT staff and translate system design to stakeholders.Resolving Conflicts and Negotiating 
with Others: Work with stakeholders to remove roadblocks to progress. Exercises active listening techniques when faced 
with complaints or disputes and follows up with potential solutions or assists others in finding positive outcomes. 
Facilitates resolution of disagreements between stakeholders to resolve conflicting requirements and achieve common 
vision. Escalate conflicts between team members or stakeholders to the project team or management as 
appropriate.Monitoring and Controlling Resources: Utilizes cost tracking mechanisms to ensure resources are managed 
appropriately. Creates or participates in the creation of project or product budgets. Creates opportunities to reduce 
waste and lead others in the recognition of the need to control resources.Developing Objectives and Strategies: 
Conducts and coordinates financial, product, market, operational and related research to support strategic and business 
planning of the agency and present findings to stakeholders. Aligns project and product plans to agency strategy. 
Acquires and/or participates in developing the agency strategic objectives and ensure product requirements align with 
the agency's goals including appropriate data collection and statistical reporting for the measurement of performance 
improvement goals.Making Decisions and Solving Problems: Provides input for the purpose of program planning, 
business management, budget execution and program coordination. Provide staff and users with assistance in solving 
technical problems. Evaluate proposals (RFI, RFQ, and RFP) for feasibility and alignment with agency objectives. Build 
business cases to align with agency objectives. Select activities from requirements list to create a task list for the project. 
Identifies and recommends solutions to operational problems by evaluating work flow processes of the organization. 
Interacts with project stakeholders to identify and resolve problems. Evaluate results of tasks completed by other team 
members, resolving any issues that arise and offer solutions to correct problems. Create a solution approach that 
outlines several alternatives and assist stakeholders in determining the best approach.Identifying Objects, Actions, and 
Events: Documents alternate flows/scenarios in requirements documentation to support design of workflow or 
exception processing. Documents current and future state processes to facilitate validation of solution accuracy and 
completeness. Identify opportunities for reuse of solution components. Recognizes changes in the agency's 
organization, business policies and procedures or legislation and assesses the impact to the project or product.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment: Determines computer software or hardware 
needed to set up or modify a system. Works with vendor or internal staff to transfer business processes and technical 
requirements into a structured design format so that programmers can develop business applications. Design products 
and systems to increase compatibility and information sharing. Leads team members in the initiation and follow through 
of build book requirements.Developing and Building Teams: Creates cross-functional teams, communicate the purpose 
and position of each team member, and provide clear goals and objectives for work sessions. Remove obstacles to team 
progress. Teach team members to hold to meeting agendas, timeframes and thanking participants for their time. 
Inquires of stakeholders and project team members of ways to best utilize their time and implement their 
requests.Judging the Qualities of Things, Services, or People: Reviews project or product documentation for quality, 
accuracy, and adherence to State standards. Tests applications for adherence to system requirements and ensure all 
business scenarios can be performed by the product. Creates and maintain prioritized lists of product or project 
requirements tied to organizational objectives. Perform stakeholder analysis.Thinking Creatively: Design reports from 
stakeholder needs and business requirements. Create prototypes of screen layouts for new or existing applications. 
Generate new ideas for solving existing problems. Promote creativity in team members and stakeholders by asking 
questions, challenging assumptions and implementing alternative approaches.Organizing, Planning, and Prioritizing 
Work: Develop a business analysis plan utilizing the activity list and comprehensive list of project tasks. Develop work 
plans that include project and product work, as well as, operational work where appropriate and share with team 
members to ensure proper prioritization of production commitments versus new product development.Coordinating 
the Work and Activities of Others: Lead in the development of work groups with team activities in order to build 
cooperative approaches to solutions.Scheduling Work and Activities: Create project schedules for project activities. 
Schedules and facilitates the appropriate meetings for the project and product development methodology of the 
agency. Work with project team members and management to schedule resources for project activities, ensuring that 
estimates are achievable and that resources are not over-committed to multiple projects.Processing Information: Verify 
data conversions through metrics, queries, reporting and visual inspection of data elements. Validate test cases and test 
results against requirements. Develop test scenarios from knowledge of business processes. Participate in the 
development and testing of products, applications, and reports to validate stakeholder requirements. Create status 
reports and report progress to stakeholders, project management and supervisory staff. Convert business and 
stakeholder requirements into SMART functional and non-functional requirements that may be used to build test cases 
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for the solution upon completion. Computes percentages of completion for project schedule tasks in accordance with 
the update schedule set by the project manager.Performing For or Working Directly with the Public: Projects a 
professional image and treats each with courtesy and respect when working with vendor staff or others from the public. 
Interacts with external stakeholders to determine ways in which the agency projects or products can meet their needs. 
Provide public facing information that is informative and useful in solution designs. Seek ways to engage the public 
when their needs should be considered in product development.Monitor Processes, Materials, or Surrounding: Observes 
stakeholders use of the product to ensure successful functioning of implemented solutions, document issues found and 
submit for resolution. Reviews and analyzes system data, such as system outputs, problem reports, or performance 
indicators to monitor product quality. Reviews and analyzes product performance for adherence to established metrics. 
Monitors legislative changes and assesses impact to project or product. Monitors progress on assigned tasks and report 
any schedule slippages to the project manager and/or supervisor.Interacting With Computers: Tests, maintains and 
coordinates the installation of computer programs and systems. Develops documentation using standard State office 
automation tools, leads other team members in the development of documentation, and presents information to team 
members and stakeholders. Lead in the development of project and product work tools, validating the results of 
functions and present to team members and stakeholders where appropriate.Communicating with Supervisors, Peers, 
or Subordinates: Distribute project and product documentation to stakeholders, project sponsors, and IT staff. Creates 
or provide input for the communication plan and monitor for adherence. Prepares and delivers presentations on 
projects, products, and strategies to management and executive staff where appropriate. Communicate sand escalates 
project and product issues to stakeholders, project managers and executive staff where appropriate. Communicate 
project and product expectations to project stakeholders effectively. Work with stakeholders to develop project and 
product announcements to frontline staff.Evaluating Information to Determine Compliance with Standards: Validate 
requirements and business rules against current laws and regulations. Conducts or facilitates peer code reviews to 
ensure programming meets State, agency, or industry standards. Conduct periodic reviews to verify that project or 
product development methodology meets State, agency, or industry standards.Staffing Organizational Units: Participate 
in the process of recruiting qualified staff by developing interview questions, participating in interviews, and providing 
recommendations for hire. Participates in the process of ensuring all new hires receive the information and equipment 
needed to perform their job effectively.Guiding, Directing, and Motivating Subordinates: Creates or provides input on 
job performance plans and holds discussions with employees as appropriate. Provide feedback on areas for 
improvement, including notations on positive performance. Performs or provides input on scheduled evaluations. 
Recognizes and recommends career path opportunities for team members and coworkers and communicate findings to 
management.Coaching and Developing Others: Offer assistance when skill gaps are identified when working with 
project team members. Provide methodologies, training and coaching to stakeholders and coworkers in order to build 
effective team members.Establishing and Maintaining Interpersonal Relationships: Meet regularly with stakeholders on 
agency projects, strategies, methodologies, and business needs. Lead the development of team activities in order to 
build cohesion and cooperation with team members. Networks with peers and other experts within the State to build 
relationships.Assisting and Caring for Others: Provide consultation to team members and coworkers in order to show 
support for their well-being. Provides support for team members in their goals for a healthier lifestyle. Notify 
supervisory staff when employees or coworkers may need to be referred to the employee assistance program when 
battling with stressful situations. Provides praise and complements to coworkers and team members on a job well done 
and notifies management of successes that need to be celebrated.Communicating with Persons outside Organization: 
Lead in the development of project updates and documentation and present to vendors and external sources. 
Coordinate external stakeholder communications with the appropriate groups within the agency. Attends requested 
industry meetings to represent the agency and communicate information back to the stakeholders and team 
members.Training and Teaching Others: Train employees in the use of new forms, reports, procedures or equipment 
according to organizational policy. Train employees in the use of modified or newly developed solutions. Works with 
management staff to implement training strategies identified by team members and coworkers.Getting Information: 
Researches outside sources for available solutions and/or conducts request for information to evaluate available 
products. Interviews stakeholders for needs assessment information. Interviews or observes stakeholders to identify 
and document workflows, ascertain unit functions, work performed, and methods, equipment, and personnel used. 
Gather policies, procedures, legislation/law that pertains to the project or product. Gather user manuals, system 
operation manuals, data dictionaries and reports for the project or product. Lead the development of feasibility studies 
for proposed solutions and present to project stakeholders. Obtains the organization chart(s) for IT and the business 
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units and develops the stakeholder register. Gathers and organizes information on current issues as input into solutions 
analysis.Updating and Using Relevant Knowledge: Identifies and attends courses in areas such as business analysis, 
programming, system development methodologies, and communication to enhance job performance. Researches and 
evaluates industry trends, best practices, and new technologies and integrate knowledge and skills into current and 
future work activities. Shares new knowledge acquired with team members to enhance team 
capability.Documenting/Recording Information: Creates and maintains project and product documentation in 
accordance with the standards of the agency. Leads in the development of documentation in cost effective ways and 
implement cost efficient means to present and approve documents with stakeholders.Performing Administrative 
Activities: Follows and provides input into agency administrative policies and procedures. 
 
Competencies (KSA’s): 
Competencies: Managing Vision and Purpose Functional/Technical Competency Organizational Agility Presentation Skills 
Decision Quality Total Work Systems Innovative Management Conflict Management Strategic Agility Building Effective 
TeamsKnowledge: Administration and Management - Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources Computers and Electronics - Advanced knowledge of software application 
programming, hardware, platforms, system architecture and technology assessment Computers and Electronics - 
Knowledge of agency business processes including typical organization structures, job functions and work activities 
Computers and Electronics - Knowledge of business process improvement principles and techniques Computers and 
Electronics - Broad knowledge of state business processes, as well as regulatory compliance and governance frameworks 
Computers and Electronics - Knowledge of application development techniques Computers and Electronics - Knowledge 
of data modeling Computers and Electronics - Knowledge of database architecture Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Economics and Accounting - 
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data Education and Training - Knowledge of principles and methods for curriculum and training 
design, teaching and instruction for individuals and groups, and the measurement of training effects Engineering and 
Technology - Knowledge of the practical application of engineering science and technology. This includes applying 
principles, techniques, procedures, and equipment to the design and production of various goods and services Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process Law and Government - Knowledge of state procurement processes 
including Request for Information, Request for Proposal, Request for Qualifications, etc. Mathematics - Knowledge of 
arithmetic, algebra, geometry, calculus, statistics, and their applications Industry and Agency Sales and Marketing - 
Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing 
strategy and tactics, product demonstration, sales techniques, and sales control systems Design -- Advanced knowledge 
of design techniques and principles involved in the drawings and models of system architecture Communications and 
Media - Knowledge of communication techniques and dissemination methods. This includes alternative ways of 
informing in written, oral and visual media Development Methodologies - Advanced knowledge of the 
product/software/systems development life cycle used in the development of software solutions and systems 
Development Methodologies - Knowledge of project management principles Telecommunications - Knowledge of 
current techniques to transmit and broadcast information for inclusion in system architecture designs            Skills: Active 
Learning - Understanding the implications of new information for both current and future problem-solving and decision-
making Active Listening - Giving full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times Critical Thinking - Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems 
Learning Strategies - Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related documents Speaking - Talking to others to convey information effectively 
Writing - Communicating effectively in writing as appropriate for the needs of the audience Coordination - Adjusting 
actions in relation to others' actions Instructing - Teaching others how to do something Negotiation - Bringing others 
together and trying to reconcile differences Persuasion - Persuading others to change their minds or behavior Service 
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Orientation - Actively looking for ways to help people Social Perceptiveness Complex Problem Solving - Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions 
Equipment Selection - Determining the kind of tools and equipment needed to do a job Installation - Installing 
equipment, machines, wiring, or programs to meet specifications Operations Analysis - Analyzing needs and product 
requirements to create a design Programming - Writing computer programs for various purposes Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance 
Technology Design - Generating or adapting equipment and technology to serve user needs Troubleshooting - 
Determining causes of operating errors and deciding what to do about it Judgment and Decision Making - Considering 
the relative costs and benefits of potential actions to choose the most appropriate one Systems Analysis - Identifies, 
models and integrates key processes in the business as well as the business rules that impact the development and/or 
implementation of systems. Compares and contrasts products/services, strategies and courses of action to propose 
alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and results necessary to 
describe the functionality of a system, application, training course, user interface, or any other technology or product 
Systems Analysis - Identifies components for work breakdown structure and decomposes into an activity list for the 
purpose of resource and time estimates Systems Evaluation - Identifying measures or indicators of system performance 
and the actions needed to improve or correct performance, relative to the goals of the system Management of Financial 
Resources - Determining how money will be spent to get the work done, and accounting for these expenditures 
Management of Material Resources - Obtaining and seeing to the appropriate use of equipment, facilities, and materials 
needed to do certain work Management of Personnel Resources - Motivating, developing, and directing people as they 
work, identifying the best people for the job Time Management - Managing one's own time and the time of others       
Abilities: Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make 
sense Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 
not their quality, correctness, or creativity) Inductive Reasoning - The ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events) Information Ordering - 
The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., 
patterns of numbers, letters, words, pictures, mathematical operations) Mathematical Reasoning - The ability to choose 
the right mathematical methods or formulas to solve a problem Oral Comprehension - The ability to listen to and 
understand information and ideas presented through spoken words and sentences Oral Expression - The ability to 
communicate information and ideas in speaking so others will understand Originality - The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Perceptual Speed 
- The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, 
pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This ability 
also includes comparing a presented object with a remembered object Problem Sensitivity - The ability to tell when 
something is wrong or is likely to go wrong.  It does not involve solving the problem, only recognizing there is a problem 
Speed of Closure - The ability to quickly make sense of, combine, and organize information into meaningful patterns 
Time Sharing - The ability to shift back and forth between two or more activities or sources of information (such as 
speech, sounds, touch, or other sources) Written Comprehension - The ability to read and understand information and 
ideas presented in writing Written Expression - The ability to communicate information and ideas in writing so others 
will understand Category Flexibility - The ability to generate or use different sets of rules for combining or grouping 
things in different ways Visualization - The ability to imagine how a system will operate when its functions or logic are 
moved or rearranged 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075603 - BUSINESS ANALYST-SR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3977 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: Applications or systems programming; or systematic 
analysis of overall work processes for business or information systems. One of the four years must include: analyzing or 
defining systems and users requirements for minicomputers, microcomputers, mid-range computers, distributed 
systems, other computer systems; or agency specific business experience. ORSubstitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor's degree.ORSubstitution of 
Experience for the Specific Associate's Degree: Professional-level experience in any one of the following areas may 
substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: 
Applications or systems programming; Systematic analysis of overall work processes for business or information 
systems. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for providing supervisory duties of routine difficulty and performs 
process improvement and technology needs analysis of considerable difficulty, and performs related work as required. 
Distinguishing Features: This is the highest level class in the Business Analyst sub-series.  An employee in this class 
supervises the activities of employees from multiple project teams in assisting the agency in reaching agreements on 
process improvements and technology solutions, as well as providing oversight to the project team members.  This class 
differs from that of Business Analyst- Advanced in that an incumbent of the latter performs at the lead level and 
performs no supervisory duties.  
 
Work Activities: 
Selling or Influencing Others: Helps the organization reach agreements that the proposed future state or agency strategy 
is desired, using a combination of leadership and facilitation. Provide opportunities and recommendations to 
stakeholders to improve business processes.Analyzing Data or Information: Gather data requirements through sessions 
with stakeholders for inclusion in data structures. Identifies and model attributes for inclusion in system requirements. 
Analyzes data gathered in order to develop process or product solutions. Decomposes business processes and/or data 
flows into lower level processes so that the solution may be sufficiently described. Map data from existing systems to 
new data structures for conversion development.Interpreting the Meaning of Information for Others: Serve as the 
liaison between the Business and IT departments. Communicate requirements and opportunities to all levels of the 
organization. Collaborate with developers and stakeholders for requirements development, ensuring that stakeholders 
understand the design capabilities and/or limitations, engaging development staff in the transfer of functional 
requirements into system design.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Validates resource requirements and develops cost estimate models to acquire project funding and approval. Creates 
and validates the business analysis activity list estimates to develop a comprehensive list of project tasks to assist the 
project manager in developing a project schedule. Estimates project or product needs to determine resource, cost, and 
schedule.Provide Consultation and Advice to Others: Identifies value by understanding business capabilities, how 
technology can (and cannot) be leveraged and communicate the findings to stakeholders. Communicates functional and 
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non-functional requirements to IT staff and translate system design to stakeholders.Resolving Conflicts and Negotiating 
with Others: Work with stakeholders to remove roadblocks to progress. Exercises active listening techniques when faced 
with complaints or disputes and follows up with potential solutions or assists others in finding positive outcomes. 
Facilitates resolution of disagreements between stakeholders to resolve conflicting requirements and achieve common 
vision. Escalate conflicts between team members or stakeholders to the project team or management as 
appropriate.Monitoring and Controlling Resources: Utilizes cost tracking mechanisms to ensure resources are managed 
appropriately. Creates or participates in the creation of project or product budgets. Creates opportunities to reduce 
waste and lead others in the recognition of the need to control resources.Developing Objectives and Strategies: 
Conducts and coordinates financial, product, market, operational and related research to support strategic and business 
planning of the agency and present findings to stakeholders. Aligns project and product plans to agency strategy. 
Acquires and/or participates in developing the agency strategic objectives and ensure product requirements align with 
the agency's goals including appropriate data collection and statistical reporting for the measurement of performance 
improvement goals.Making Decisions and Solving Problems: Provides input for the purpose of program planning, 
business management, budget execution and program coordination. Provide staff and users with assistance in solving 
technical problems. Evaluate proposals (RFI, RFQ, and RFP) for feasibility and alignment with agency objectives. Build 
business cases to align with agency objectives. Select activities from requirements list to create a task list for the project. 
Identifies and recommends solutions to operational problems by evaluating work flow processes of the organization. 
Interacts with project stakeholders to identify and resolve problems. Evaluate results of tasks completed by other team 
members, resolving any issues that arise and offer solutions to correct problems. Create a solution approach that 
outlines several alternatives and assist stakeholders in determining the best approach.Identifying Objects, Actions, and 
Events: Documents alternate flows/scenarios in requirements documentation to support design of workflow or 
exception processing. Documents current and future state processes to facilitate validation of solution accuracy and 
completeness. Identify opportunities for reuse of solution components. Recognizes changes in the agency's 
organization, business policies and procedures or legislation and assesses the impact to the project or product.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment: Determines computer software or hardware 
needed to set up or modify a system. Works with vendor or internal staff to transfer business processes and technical 
requirements into a structured design format so that programmers can develop business applications. Design products 
and systems to increase compatibility and information sharing. Leads team members in the initiation and follow through 
of build book requirements.Developing and Building Teams: Creates cross-functional teams, communicate the purpose 
and position of each team member, and provide clear goals and objectives for work sessions. Remove obstacles to team 
progress. Teach team members to hold to meeting agendas, timeframes and thanking participants for their time. 
Inquires of stakeholders and project team members of ways to best utilize their time and implement their 
requests.Judging the Qualities of Things, Services, or People: Reviews project or product documentation for quality, 
accuracy, and adherence to State standards. Tests applications for adherence to system requirements and ensure all 
business scenarios can be performed by the product. Creates and maintain prioritized lists of product or project 
requirements tied to organizational objectives. Perform stakeholder analysis.Thinking Creatively: Design reports from 
stakeholder needs and business requirements. Create prototypes of screen layouts for new or existing applications. 
Generate new ideas for solving existing problems. Promote creativity in team members and stakeholders by asking 
questions, challenging assumptions and implementing alternative approaches.Organizing, Planning, and Prioritizing 
Work: Develop a business analysis plan utilizing the activity list and comprehensive list of project tasks. Develop work 
plans that include project and product work, as well as, operational work where appropriate and share with team 
members to ensure proper prioritization of production commitments versus new product development.Coordinating 
the Work and Activities of Others: Lead in the development of work groups with team activities in order to build 
cooperative approaches to solutions.Scheduling Work and Activities: Create project schedules for project activities. 
Schedules and facilitates the appropriate meetings for the project and product development methodology of the 
agency. Work with project team members and management to schedule resources for project activities, ensuring that 
estimates are achievable and that resources are not over-committed to multiple projects.Processing Information: Verify 
data conversions through metrics, queries, reporting and visual inspection of data elements. Validate test cases and test 
results against requirements. Develop test scenarios from knowledge of business processes. Participate in the 
development and testing of products, applications, and reports to validate stakeholder requirements. Create status 
reports and report progress to stakeholders, project management and supervisory staff. Convert business and 
stakeholder requirements into SMART functional and non-functional requirements that may be used to build test cases 
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for the solution upon completion. Computes percentages of completion for project schedule tasks in accordance with 
the update schedule set by the project manager.Performing For or Working Directly with the Public: Projects a 
professional image and treats each with courtesy and respect when working with vendor staff or others from the public. 
Interacts with external stakeholders to determine ways in which the agency projects or products can meet their needs. 
Provide public facing information that is informative and useful in solution designs. Seek ways to engage the public 
when their needs should be considered in product development.Monitor Processes, Materials, or Surrounding: Observes 
stakeholders use of the product to ensure successful functioning of implemented solutions, document issues found and 
submit for resolution. Reviews and analyzes system data, such as system outputs, problem reports, or performance 
indicators to monitor product quality. Reviews and analyzes product performance for adherence to established metrics. 
Monitors legislative changes and assesses impact to project or product. Monitors progress on assigned tasks and report 
any schedule slippages to the project manager and/or supervisor.Interacting With Computers: Tests, maintains and 
coordinates the installation of computer programs and systems. Develops documentation using standard State office 
automation tools, leads other team members in the development of documentation, and presents information to team 
members and stakeholders. Lead in the development of project and product work tools, validating the results of 
functions and present to team members and stakeholders where appropriate.Communicating with Supervisors, Peers, 
or Subordinates: Distribute project and product documentation to stakeholders, project sponsors, and IT staff. Creates 
or provide input for the communication plan and monitor for adherence. Prepares and delivers presentations on 
projects, products, and strategies to management and executive staff where appropriate. Communicate sand escalates 
project and product issues to stakeholders, project managers and executive staff where appropriate. Communicate 
project and product expectations to project stakeholders effectively. Work with stakeholders to develop project and 
product announcements to frontline staff.Evaluating Information to Determine Compliance with Standards: Validate 
requirements and business rules against current laws and regulations. Conducts or facilitates peer code reviews to 
ensure programming meets State, agency, or industry standards. Conduct periodic reviews to verify that project or 
product development methodology meets State, agency, or industry standards.Staffing Organizational Units: Participate 
in the process of recruiting qualified staff by developing interview questions, participating in interviews, and providing 
recommendations for hire. Participates in the process of ensuring all new hires receive the information and equipment 
needed to perform their job effectively.Guiding, Directing, and Motivating Subordinates: Creates or provides input on 
job performance plans and holds discussions with employees as appropriate. Provide feedback on areas for 
improvement, including notations on positive performance. Performs or provides input on scheduled evaluations. 
Recognizes and recommends career path opportunities for team members and coworkers and communicate findings to 
management.Coaching and Developing Others: Offer assistance when skill gaps are identified when working with 
project team members. Provide methodologies, training and coaching to stakeholders and coworkers in order to build 
effective team members.Establishing and Maintaining Interpersonal Relationships: Meet regularly with stakeholders on 
agency projects, strategies, methodologies, and business needs. Lead the development of team activities in order to 
build cohesion and cooperation with team members. Networks with peers and other experts within the State to build 
relationships.Assisting and Caring for Others: Provide consultation to team members and coworkers in order to show 
support for their well-being. Provides support for team members in their goals for a healthier lifestyle. Notify 
supervisory staff when employees or coworkers may need to be referred to the employee assistance program when 
battling with stressful situations. Provides praise and complements to coworkers and team members on a job well done 
and notifies management of successes that need to be celebrated.Communicating with Persons outside Organization: 
Lead in the development of project updates and documentation and present to vendors and external sources. 
Coordinate external stakeholder communications with the appropriate groups within the agency. Attends requested 
industry meetings to represent the agency and communicate information back to the stakeholders and team 
members.Training and Teaching Others: Train employees in the use of new forms, reports, procedures or equipment 
according to organizational policy. Train employees in the use of modified or newly developed solutions. Works with 
management staff to implement training strategies identified by team members and coworkers.Getting Information: 
Researches outside sources for available solutions and/or conducts request for information to evaluate available 
products. Interviews stakeholders for needs assessment information. Interviews or observes stakeholders to identify 
and document workflows, ascertain unit functions, work performed, and methods, equipment, and personnel used. 
Gather policies, procedures, legislation/law that pertains to the project or product. Gather user manuals, system 
operation manuals, data dictionaries and reports for the project or product. Lead the development of feasibility studies 
for proposed solutions and present to project stakeholders. Obtains the organization chart(s) for IT and the business 
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units and develops the stakeholder register. Gathers and organizes information on current issues as input into solutions 
analysis.Updating and Using Relevant Knowledge: Identifies and attends courses in areas such as business analysis, 
programming, system development methodologies, and communication to enhance job performance. Researches and 
evaluates industry trends, best practices, and new technologies and integrate knowledge and skills into current and 
future work activities. Shares new knowledge acquired with team members to enhance team 
capability.Documenting/Recording Information: Creates and maintains project and product documentation in 
accordance with the standards of the agency. Leads in the development of documentation in cost effective ways and 
implement cost efficient means to present and approve documents with stakeholders.Performing Administrative 
Activities: Follows and provides input into agency administrative policies and procedures. 
 
Competencies (KSA’s): 
Competencies: Managing Vision and Purpose Functional/Technical Competency Organizational Agility Presentation Skills 
Decision Quality Total Work Systems Innovative Management Conflict Management Strategic Agility Building Effective 
TeamsKnowledge: Administration and Management - Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources Computers and Electronics - Advanced knowledge of software application 
programming, hardware, platforms, system architecture and technology assessment Computers and Electronics - 
Knowledge of agency business processes including typical organization structures, job functions and work activities 
Computers and Electronics - Knowledge of business process improvement principles and techniques Computers and 
Electronics - Broad knowledge of state business processes, as well as regulatory compliance and governance frameworks 
Computers and Electronics - Knowledge of application development techniques Computers and Electronics - Knowledge 
of data modeling Computers and Electronics - Knowledge of database architecture Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Economics and Accounting - 
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data Education and Training - Knowledge of principles and methods for curriculum and training 
design, teaching and instruction for individuals and groups, and the measurement of training effects Engineering and 
Technology - Knowledge of the practical application of engineering science and technology. This includes applying 
principles, techniques, procedures, and equipment to the design and production of various goods and services Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process Law and Government - Knowledge of state procurement processes 
including Request for Information, Request for Proposal, Request for Qualifications, etc. Mathematics - Knowledge of 
arithmetic, algebra, geometry, calculus, statistics, and their applications Industry and Agency Sales and Marketing - 
Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing 
strategy and tactics, product demonstration, sales techniques, and sales control systems Design -- Advanced knowledge 
of design techniques and principles involved in the drawings and models of system architecture Communications and 
Media - Knowledge of communication techniques and dissemination methods. This includes alternative ways of 
informing in written, oral and visual media Development Methodologies - Advanced knowledge of the 
product/software/systems development life cycle used in the development of software solutions and systems 
Development Methodologies - Knowledge of project management principles Telecommunications - Knowledge of 
current techniques to transmit and broadcast information for inclusion in system architecture designs            Skills: Active 
Learning - Understanding the implications of new information for both current and future problem-solving and decision-
making Active Listening - Giving full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times Critical Thinking - Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems 
Learning Strategies - Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related documents Speaking - Talking to others to convey information effectively 
Writing - Communicating effectively in writing as appropriate for the needs of the audience Coordination - Adjusting 
actions in relation to others' actions Instructing - Teaching others how to do something Negotiation - Bringing others 
together and trying to reconcile differences Persuasion - Persuading others to change their minds or behavior Service 
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Orientation - Actively looking for ways to help people Social Perceptiveness Complex Problem Solving - Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions 
Equipment Selection - Determining the kind of tools and equipment needed to do a job Installation - Installing 
equipment, machines, wiring, or programs to meet specifications Operations Analysis - Analyzing needs and product 
requirements to create a design Programming - Writing computer programs for various purposes Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance 
Technology Design - Generating or adapting equipment and technology to serve user needs Troubleshooting - 
Determining causes of operating errors and deciding what to do about it Judgment and Decision Making - Considering 
the relative costs and benefits of potential actions to choose the most appropriate one Systems Analysis - Identifies, 
models and integrates key processes in the business as well as the business rules that impact the development and/or 
implementation of systems. Compares and contrasts products/services, strategies and courses of action to propose 
alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and results necessary to 
describe the functionality of a system, application, training course, user interface, or any other technology or product 
Systems Analysis - Identifies components for work breakdown structure and decomposes into an activity list for the 
purpose of resource and time estimates Systems Evaluation - Identifying measures or indicators of system performance 
and the actions needed to improve or correct performance, relative to the goals of the system Management of Financial 
Resources - Determining how money will be spent to get the work done, and accounting for these expenditures 
Management of Material Resources - Obtaining and seeing to the appropriate use of equipment, facilities, and materials 
needed to do certain work Management of Personnel Resources - Motivating, developing, and directing people as they 
work, identifying the best people for the job Time Management - Managing one's own time and the time of others       
Abilities: Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make 
sense Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 
not their quality, correctness, or creativity) Inductive Reasoning - The ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events) Information Ordering - 
The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., 
patterns of numbers, letters, words, pictures, mathematical operations) Mathematical Reasoning - The ability to choose 
the right mathematical methods or formulas to solve a problem Oral Comprehension - The ability to listen to and 
understand information and ideas presented through spoken words and sentences Oral Expression - The ability to 
communicate information and ideas in speaking so others will understand Originality - The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Perceptual Speed 
- The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, 
pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This ability 
also includes comparing a presented object with a remembered object Problem Sensitivity - The ability to tell when 
something is wrong or is likely to go wrong.  It does not involve solving the problem, only recognizing there is a problem 
Speed of Closure - The ability to quickly make sense of, combine, and organize information into meaningful patterns 
Time Sharing - The ability to shift back and forth between two or more activities or sources of information (such as 
speech, sounds, touch, or other sources) Written Comprehension - The ability to read and understand information and 
ideas presented in writing Written Expression - The ability to communicate information and ideas in writing so others 
will understand Category Flexibility - The ability to generate or use different sets of rules for combining or grouping 
things in different ways Visualization - The ability to imagine how a system will operate when its functions or logic are 
moved or rearranged 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075603 - BUSINESS ANALYST-SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3978 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: Applications or systems programming; or systematic 
analysis of overall work processes for business or information systems. One of the four years must include: analyzing or 
defining systems and users requirements for minicomputers, microcomputers, mid-range computers, distributed 
systems, other computer systems; or agency specific business experience. ORSubstitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor's degree.ORSubstitution of 
Experience for the Specific Associate's Degree: Professional-level experience in any one of the following areas may 
substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: 
Applications or systems programming; Systematic analysis of overall work processes for business or information 
systems. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for providing supervisory duties of routine difficulty and performs 
process improvement and technology needs analysis of considerable difficulty, and performs related work as required. 
Distinguishing Features: This is the highest level class in the Business Analyst sub-series.  An employee in this class 
supervises the activities of employees from multiple project teams in assisting the agency in reaching agreements on 
process improvements and technology solutions, as well as providing oversight to the project team members.  This class 
differs from that of Business Analyst- Advanced in that an incumbent of the latter performs at the lead level and 
performs no supervisory duties.  
 
Work Activities: 
Selling or Influencing Others: Helps the organization reach agreements that the proposed future state or agency strategy 
is desired, using a combination of leadership and facilitation. Provide opportunities and recommendations to 
stakeholders to improve business processes.Analyzing Data or Information: Gather data requirements through sessions 
with stakeholders for inclusion in data structures. Identifies and model attributes for inclusion in system requirements. 
Analyzes data gathered in order to develop process or product solutions. Decomposes business processes and/or data 
flows into lower level processes so that the solution may be sufficiently described. Map data from existing systems to 
new data structures for conversion development.Interpreting the Meaning of Information for Others: Serve as the 
liaison between the Business and IT departments. Communicate requirements and opportunities to all levels of the 
organization. Collaborate with developers and stakeholders for requirements development, ensuring that stakeholders 
understand the design capabilities and/or limitations, engaging development staff in the transfer of functional 
requirements into system design.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Validates resource requirements and develops cost estimate models to acquire project funding and approval. Creates 
and validates the business analysis activity list estimates to develop a comprehensive list of project tasks to assist the 
project manager in developing a project schedule. Estimates project or product needs to determine resource, cost, and 
schedule.Provide Consultation and Advice to Others: Identifies value by understanding business capabilities, how 
technology can (and cannot) be leveraged and communicate the findings to stakeholders. Communicates functional and 
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non-functional requirements to IT staff and translate system design to stakeholders.Resolving Conflicts and Negotiating 
with Others: Work with stakeholders to remove roadblocks to progress. Exercises active listening techniques when faced 
with complaints or disputes and follows up with potential solutions or assists others in finding positive outcomes. 
Facilitates resolution of disagreements between stakeholders to resolve conflicting requirements and achieve common 
vision. Escalate conflicts between team members or stakeholders to the project team or management as 
appropriate.Monitoring and Controlling Resources: Utilizes cost tracking mechanisms to ensure resources are managed 
appropriately. Creates or participates in the creation of project or product budgets. Creates opportunities to reduce 
waste and lead others in the recognition of the need to control resources.Developing Objectives and Strategies: 
Conducts and coordinates financial, product, market, operational and related research to support strategic and business 
planning of the agency and present findings to stakeholders. Aligns project and product plans to agency strategy. 
Acquires and/or participates in developing the agency strategic objectives and ensure product requirements align with 
the agency's goals including appropriate data collection and statistical reporting for the measurement of performance 
improvement goals.Making Decisions and Solving Problems: Provides input for the purpose of program planning, 
business management, budget execution and program coordination. Provide staff and users with assistance in solving 
technical problems. Evaluate proposals (RFI, RFQ, and RFP) for feasibility and alignment with agency objectives. Build 
business cases to align with agency objectives. Select activities from requirements list to create a task list for the project. 
Identifies and recommends solutions to operational problems by evaluating work flow processes of the organization. 
Interacts with project stakeholders to identify and resolve problems. Evaluate results of tasks completed by other team 
members, resolving any issues that arise and offer solutions to correct problems. Create a solution approach that 
outlines several alternatives and assist stakeholders in determining the best approach.Identifying Objects, Actions, and 
Events: Documents alternate flows/scenarios in requirements documentation to support design of workflow or 
exception processing. Documents current and future state processes to facilitate validation of solution accuracy and 
completeness. Identify opportunities for reuse of solution components. Recognizes changes in the agency's 
organization, business policies and procedures or legislation and assesses the impact to the project or product.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment: Determines computer software or hardware 
needed to set up or modify a system. Works with vendor or internal staff to transfer business processes and technical 
requirements into a structured design format so that programmers can develop business applications. Design products 
and systems to increase compatibility and information sharing. Leads team members in the initiation and follow through 
of build book requirements.Developing and Building Teams: Creates cross-functional teams, communicate the purpose 
and position of each team member, and provide clear goals and objectives for work sessions. Remove obstacles to team 
progress. Teach team members to hold to meeting agendas, timeframes and thanking participants for their time. 
Inquires of stakeholders and project team members of ways to best utilize their time and implement their 
requests.Judging the Qualities of Things, Services, or People: Reviews project or product documentation for quality, 
accuracy, and adherence to State standards. Tests applications for adherence to system requirements and ensure all 
business scenarios can be performed by the product. Creates and maintain prioritized lists of product or project 
requirements tied to organizational objectives. Perform stakeholder analysis.Thinking Creatively: Design reports from 
stakeholder needs and business requirements. Create prototypes of screen layouts for new or existing applications. 
Generate new ideas for solving existing problems. Promote creativity in team members and stakeholders by asking 
questions, challenging assumptions and implementing alternative approaches.Organizing, Planning, and Prioritizing 
Work: Develop a business analysis plan utilizing the activity list and comprehensive list of project tasks. Develop work 
plans that include project and product work, as well as, operational work where appropriate and share with team 
members to ensure proper prioritization of production commitments versus new product development.Coordinating 
the Work and Activities of Others: Lead in the development of work groups with team activities in order to build 
cooperative approaches to solutions.Scheduling Work and Activities: Create project schedules for project activities. 
Schedules and facilitates the appropriate meetings for the project and product development methodology of the 
agency. Work with project team members and management to schedule resources for project activities, ensuring that 
estimates are achievable and that resources are not over-committed to multiple projects.Processing Information: Verify 
data conversions through metrics, queries, reporting and visual inspection of data elements. Validate test cases and test 
results against requirements. Develop test scenarios from knowledge of business processes. Participate in the 
development and testing of products, applications, and reports to validate stakeholder requirements. Create status 
reports and report progress to stakeholders, project management and supervisory staff. Convert business and 
stakeholder requirements into SMART functional and non-functional requirements that may be used to build test cases 
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for the solution upon completion. Computes percentages of completion for project schedule tasks in accordance with 
the update schedule set by the project manager.Performing For or Working Directly with the Public: Projects a 
professional image and treats each with courtesy and respect when working with vendor staff or others from the public. 
Interacts with external stakeholders to determine ways in which the agency projects or products can meet their needs. 
Provide public facing information that is informative and useful in solution designs. Seek ways to engage the public 
when their needs should be considered in product development.Monitor Processes, Materials, or Surrounding: Observes 
stakeholders use of the product to ensure successful functioning of implemented solutions, document issues found and 
submit for resolution. Reviews and analyzes system data, such as system outputs, problem reports, or performance 
indicators to monitor product quality. Reviews and analyzes product performance for adherence to established metrics. 
Monitors legislative changes and assesses impact to project or product. Monitors progress on assigned tasks and report 
any schedule slippages to the project manager and/or supervisor.Interacting With Computers: Tests, maintains and 
coordinates the installation of computer programs and systems. Develops documentation using standard State office 
automation tools, leads other team members in the development of documentation, and presents information to team 
members and stakeholders. Lead in the development of project and product work tools, validating the results of 
functions and present to team members and stakeholders where appropriate.Communicating with Supervisors, Peers, 
or Subordinates: Distribute project and product documentation to stakeholders, project sponsors, and IT staff. Creates 
or provide input for the communication plan and monitor for adherence. Prepares and delivers presentations on 
projects, products, and strategies to management and executive staff where appropriate. Communicate sand escalates 
project and product issues to stakeholders, project managers and executive staff where appropriate. Communicate 
project and product expectations to project stakeholders effectively. Work with stakeholders to develop project and 
product announcements to frontline staff.Evaluating Information to Determine Compliance with Standards: Validate 
requirements and business rules against current laws and regulations. Conducts or facilitates peer code reviews to 
ensure programming meets State, agency, or industry standards. Conduct periodic reviews to verify that project or 
product development methodology meets State, agency, or industry standards.Staffing Organizational Units: Participate 
in the process of recruiting qualified staff by developing interview questions, participating in interviews, and providing 
recommendations for hire. Participates in the process of ensuring all new hires receive the information and equipment 
needed to perform their job effectively.Guiding, Directing, and Motivating Subordinates: Creates or provides input on 
job performance plans and holds discussions with employees as appropriate. Provide feedback on areas for 
improvement, including notations on positive performance. Performs or provides input on scheduled evaluations. 
Recognizes and recommends career path opportunities for team members and coworkers and communicate findings to 
management.Coaching and Developing Others: Offer assistance when skill gaps are identified when working with 
project team members. Provide methodologies, training and coaching to stakeholders and coworkers in order to build 
effective team members.Establishing and Maintaining Interpersonal Relationships: Meet regularly with stakeholders on 
agency projects, strategies, methodologies, and business needs. Lead the development of team activities in order to 
build cohesion and cooperation with team members. Networks with peers and other experts within the State to build 
relationships.Assisting and Caring for Others: Provide consultation to team members and coworkers in order to show 
support for their well-being. Provides support for team members in their goals for a healthier lifestyle. Notify 
supervisory staff when employees or coworkers may need to be referred to the employee assistance program when 
battling with stressful situations. Provides praise and complements to coworkers and team members on a job well done 
and notifies management of successes that need to be celebrated.Communicating with Persons outside Organization: 
Lead in the development of project updates and documentation and present to vendors and external sources. 
Coordinate external stakeholder communications with the appropriate groups within the agency. Attends requested 
industry meetings to represent the agency and communicate information back to the stakeholders and team 
members.Training and Teaching Others: Train employees in the use of new forms, reports, procedures or equipment 
according to organizational policy. Train employees in the use of modified or newly developed solutions. Works with 
management staff to implement training strategies identified by team members and coworkers.Getting Information: 
Researches outside sources for available solutions and/or conducts request for information to evaluate available 
products. Interviews stakeholders for needs assessment information. Interviews or observes stakeholders to identify 
and document workflows, ascertain unit functions, work performed, and methods, equipment, and personnel used. 
Gather policies, procedures, legislation/law that pertains to the project or product. Gather user manuals, system 
operation manuals, data dictionaries and reports for the project or product. Lead the development of feasibility studies 
for proposed solutions and present to project stakeholders. Obtains the organization chart(s) for IT and the business 



 TN Job Classification Specifications  
September 22, 2020 

units and develops the stakeholder register. Gathers and organizes information on current issues as input into solutions 
analysis.Updating and Using Relevant Knowledge: Identifies and attends courses in areas such as business analysis, 
programming, system development methodologies, and communication to enhance job performance. Researches and 
evaluates industry trends, best practices, and new technologies and integrate knowledge and skills into current and 
future work activities. Shares new knowledge acquired with team members to enhance team 
capability.Documenting/Recording Information: Creates and maintains project and product documentation in 
accordance with the standards of the agency. Leads in the development of documentation in cost effective ways and 
implement cost efficient means to present and approve documents with stakeholders.Performing Administrative 
Activities: Follows and provides input into agency administrative policies and procedures. 
 
Competencies (KSA’s): 
Competencies: Managing Vision and Purpose Functional/Technical Competency Organizational Agility Presentation Skills 
Decision Quality Total Work Systems Innovative Management Conflict Management Strategic Agility Building Effective 
TeamsKnowledge: Administration and Management - Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources Computers and Electronics - Advanced knowledge of software application 
programming, hardware, platforms, system architecture and technology assessment Computers and Electronics - 
Knowledge of agency business processes including typical organization structures, job functions and work activities 
Computers and Electronics - Knowledge of business process improvement principles and techniques Computers and 
Electronics - Broad knowledge of state business processes, as well as regulatory compliance and governance frameworks 
Computers and Electronics - Knowledge of application development techniques Computers and Electronics - Knowledge 
of data modeling Computers and Electronics - Knowledge of database architecture Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Economics and Accounting - 
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data Education and Training - Knowledge of principles and methods for curriculum and training 
design, teaching and instruction for individuals and groups, and the measurement of training effects Engineering and 
Technology - Knowledge of the practical application of engineering science and technology. This includes applying 
principles, techniques, procedures, and equipment to the design and production of various goods and services Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process Law and Government - Knowledge of state procurement processes 
including Request for Information, Request for Proposal, Request for Qualifications, etc. Mathematics - Knowledge of 
arithmetic, algebra, geometry, calculus, statistics, and their applications Industry and Agency Sales and Marketing - 
Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing 
strategy and tactics, product demonstration, sales techniques, and sales control systems Design -- Advanced knowledge 
of design techniques and principles involved in the drawings and models of system architecture Communications and 
Media - Knowledge of communication techniques and dissemination methods. This includes alternative ways of 
informing in written, oral and visual media Development Methodologies - Advanced knowledge of the 
product/software/systems development life cycle used in the development of software solutions and systems 
Development Methodologies - Knowledge of project management principles Telecommunications - Knowledge of 
current techniques to transmit and broadcast information for inclusion in system architecture designs            Skills: Active 
Learning - Understanding the implications of new information for both current and future problem-solving and decision-
making Active Listening - Giving full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times Critical Thinking - Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems 
Learning Strategies - Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related documents Speaking - Talking to others to convey information effectively 
Writing - Communicating effectively in writing as appropriate for the needs of the audience Coordination - Adjusting 
actions in relation to others' actions Instructing - Teaching others how to do something Negotiation - Bringing others 
together and trying to reconcile differences Persuasion - Persuading others to change their minds or behavior Service 
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Orientation - Actively looking for ways to help people Social Perceptiveness Complex Problem Solving - Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions 
Equipment Selection - Determining the kind of tools and equipment needed to do a job Installation - Installing 
equipment, machines, wiring, or programs to meet specifications Operations Analysis - Analyzing needs and product 
requirements to create a design Programming - Writing computer programs for various purposes Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance 
Technology Design - Generating or adapting equipment and technology to serve user needs Troubleshooting - 
Determining causes of operating errors and deciding what to do about it Judgment and Decision Making - Considering 
the relative costs and benefits of potential actions to choose the most appropriate one Systems Analysis - Identifies, 
models and integrates key processes in the business as well as the business rules that impact the development and/or 
implementation of systems. Compares and contrasts products/services, strategies and courses of action to propose 
alternatives and/or recommendations. Defines the characteristics, capabilities, inputs, outputs and results necessary to 
describe the functionality of a system, application, training course, user interface, or any other technology or product 
Systems Analysis - Identifies components for work breakdown structure and decomposes into an activity list for the 
purpose of resource and time estimates Systems Evaluation - Identifying measures or indicators of system performance 
and the actions needed to improve or correct performance, relative to the goals of the system Management of Financial 
Resources - Determining how money will be spent to get the work done, and accounting for these expenditures 
Management of Material Resources - Obtaining and seeing to the appropriate use of equipment, facilities, and materials 
needed to do certain work Management of Personnel Resources - Motivating, developing, and directing people as they 
work, identifying the best people for the job Time Management - Managing one's own time and the time of others       
Abilities: Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make 
sense Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 
not their quality, correctness, or creativity) Inductive Reasoning - The ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events) Information Ordering - 
The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., 
patterns of numbers, letters, words, pictures, mathematical operations) Mathematical Reasoning - The ability to choose 
the right mathematical methods or formulas to solve a problem Oral Comprehension - The ability to listen to and 
understand information and ideas presented through spoken words and sentences Oral Expression - The ability to 
communicate information and ideas in speaking so others will understand Originality - The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Perceptual Speed 
- The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, 
pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This ability 
also includes comparing a presented object with a remembered object Problem Sensitivity - The ability to tell when 
something is wrong or is likely to go wrong.  It does not involve solving the problem, only recognizing there is a problem 
Speed of Closure - The ability to quickly make sense of, combine, and organize information into meaningful patterns 
Time Sharing - The ability to shift back and forth between two or more activities or sources of information (such as 
speech, sounds, touch, or other sources) Written Comprehension - The ability to read and understand information and 
ideas presented in writing Written Expression - The ability to communicate information and ideas in writing so others 
will understand Category Flexibility - The ability to generate or use different sets of rules for combining or grouping 
things in different ways Visualization - The ability to imagine how a system will operate when its functions or logic are 
moved or rearranged 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075576 - BUSINESS DOMAIN DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5153 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071942 - BUSINESS ENT CONSULTANT 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2154 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of planning business services. Substitution of Experience for Education: Qualifying experience 
planning business services may substitute for the required education up to a maximum of 4 years. Substitution of 
Graduate Education for Experience: Graduate course work credit received from an accredited college or university in any 
business related field may substitute for the required experience on a month-for-month basis (e.g., 36 graduate quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required 
experience).Substitution of Specific Associate's for General Bachelor's Degree: An associate's degree in any business 
related field may substitute for the required four-year bachelor's degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for business enterprises consultant work of average difficulty 
and performs related work as required. Distinguishing Features: This is a working level class in the Business Enterprise 
series. An employee in this class is responsible for identifying and suggesting methods for improving existing business 
operations in addition to monitoring and consulting blind vending facility managers in the business operations and 
management of vending facilities. This class differs from that of Business Enterprise Consultant 1 in that an incumbent of 
the latter learns to identify and suggest methods for improving existing business operations. This class differs from that 
of Business Enterprise Specialist in that an incumbent of the latter is responsible for either promoting or establishing 
program vending services or training blind vending managers in vending operations and management. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Identifies underlying causes of sales or profit deficiencies of each 
facility through discussions with facility managers and examination of financial records to ensure standards of 
performance are being met. Assesses the quality, professionalism, overall environment, customer service levels, and 
management skills of each facility operation to ensure the success of the manager and facility.Making Decisions and 
Solving Problems: Investigates, negotiates and resolves problems varying from handling complaints, settling disputes 
and conflicts to ensure goodwill and compliance with federal, state and Tennessee Business Enterprises rules and 
regulations. Mediates complex problems between facility managers and property management to help resolve issues 
and determine solutions. Identifies facility equipment options that comply with Tennessee Business Enterprise 
guidelines for cost effectiveness and profitability. Coordinates vending equipment acquisition and maintenance required 
for facilities to ensure cost-effectiveness.Organizing, Planning, and Prioritizing Work: Plans, prioritizes, and organizes 
work in a timely manner to meet job performance standards. Plans and arranges installation of equipment in facilities to 
meet the needs of the customers. Organizes, plans, arranges, and assists with merchandise inventory processes as 
needed to ensure the efficiency of facility manager transitions.Provide Consultation and Advice to Others: Explains 
departmental policies and procedures and interprets rules and regulations to internal and external customers to ensure 
understanding and compliance. Discusses facility equipment acquisition or repair needs with facility managers to 
determine whether to repair existing equipment or purchase new equipment. Provides business consultation to facility 
managers to help improve profitability.Interacting With Computers: Operates computer hardware and software, 
scanners, and other equipment to complete reports, document collective data, and to communicate with others to 
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capture and maintain program information.Inspecting Equipment, Structures, or Material: Inspects facilities for 
cleanliness, properly functioning equipment, adequate inventory levels, and overall appearance of facility to ensure 
overall customer satisfaction and profit growth. Inspects the condition of facilities through on-site visits to ensure 
compliance with established rules, regulations, policies and procedures. May survey potential facility locations to 
determine viability of the location for program growth.Analyzing Data or Information: Reviews merchandise inventory, 
reviews financial records, licenses, insurance and other applicable information as it pertains to the business of the 
facility to ensure profitability of facility managers. Jointly develops facility improvement plans with each facility manager 
to ensure continued and increased profitability. Analyzes business operations for efficiency and profitability to provide 
feedback and consultation to facility managers. Evaluates the success of vending facilities and facility managers through 
on-site visits and review of financial records to determine if profitable operation. Reviews financial records to ensure 
vending facilities are operated in accordance with established rules, regulations, policies, and procedures. Examines 
program invoices from outside vendors to determine accuracy of charges and submit for payment. Monitors vending 
facilities through on-site visits to ensure facilities are operated in accordance with program, state and federal 
regulations. Gathers sales, financial reports and equipment assessment information from a variety of sources to analyze 
and determine the effectiveness of facility management. Obtains information via electronic, verbal, or physical means of 
internal and external business needs as it relates to sales and profit.Communicating with Persons Outside Organization: 
Discusses facility program services with property management to ensure compliance with property management rules. 
Interacts with persons in other departments, local governments, and outside organizations for the purpose of furnishing 
and obtaining information. Communicates with the public, government, and other external sources to represent the 
organization and to generate new business partnerships.Estimating the Quantifiable Characteristics of Products, Events, 
or Information: Estimates sales projections or profit potential for new locations to determine if location should be 
recommended for the program.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with business organizations, co-workers, supervisors, facility managers and 
governmental agencies through meetings and other positive interactions to ensure optimal effectiveness. Promotes a 
positive image by focusing on great customer service to fulfill the mission of Tennessee Business 
Enterprises.Communicating with Supervisors, Peers, or Subordinates: Communicates questions through appropriate 
chain of command to obtain policy or procedural clarification. Communicates or consults with supervisor and co-
workers by telephone, in written form, email or in-person to ensure consistency.Documenting/Recording Information: 
Maintains records on the operation and condition of facilities to ensure increased sales and profitability and compliance 
with established rules and regulations. Completes forms required for facility equipment acquisition or maintenance to 
ensure timely completion of work and invoice payment.Training and Teaching Others: Provides on-going training to 
educate facility managers about program policies, procedures and business practices. Identifies training needs based on 
analysis of business operations to improve facility performance and increase profitability. Keeps abreast of current 
business trends, information, training and new innovations to assist facility managers in maximizing sales and 
profitability. 
 
Competencies (KSA’s): 
Competencies: Business Acumen                         Decision Quality                           Organization                  Priority Setting                             
Conflict Management                    Perseverance                 Action Oriented                             Organizational Agility                   
Integrity & Trust                           Composure Knowledge: Intermediate Knowledge of Administration and Management                      
Knowledge of Customer and Personal Service                             Intermediate Knowledge of Sales & MarketingSkills: Critical 
Thinking Skills                 Learning Strategies Skills                              Active Listening Skills                  Speaking Skills                             
Active Learning Skills                   Instructing Skills                           Negotiation Skills                          Complex Problem Solving 
Skills                  Judgment & Decision Making Skills                            Time Management SkillsAbilities: Deductive Reasoning 
Abilities                      Oral Expression Abilities                              Written Comprehension Abilities  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner SCANTRON Machine Calculator Barcode 
Scanner Cameras 
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071943 - BUSINESS ENT SPECIALIST 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2160 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of planning business services or administering training on business related topics. Substitution 
of Education for Experience: Graduate course work credit received from an accredited college or university in any 
business related field may substitute for the required experience on a month-for-month basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). Substitution of Experience for Education: Qualifying experience planning business services or 
administering training on business related topics may substitute for the required education up to a maximum of 4 years. 
Substitution of Specific Associate's for General Bachelor's Degree: An associates' degree in any business related field 
may substitute for the required four-year bachelor's degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for business enterprises work of considerable difficulty and 
performs related work as required. Distinguishing Features: This is the advanced working level class in the Business 
Enterprise series. An employee in this class is responsible for both promoting and establishing program vending services 
or training blind vending facility managers in vending operations and management. This class differs from that of 
Business Ent Consultant 2 in that an incumbent of the latter does not promote program vending services or train blind 
vending managers in vending operations and management. This class differs from that of Business Ent Supervisor in that 
an incumbent of the latter is responsible for supervisory work. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews merchandise inventory, financial records, 
licenses, insurance and other applicable information as it pertains to the business of the facility to ensure profitability of 
facility managers. Identifies underlying causes of sales or profit deficiencies of each facility through discussions with 
facility managers and examination of financial records to ensure standards of performance are being met. Reviews 
financial records to ensure vending facilities are operated in accordance with established rules, regulations, policies, and 
procedures. Gathers sales, financial reports and equipment assessment information from a variety of sources to analyze 
and determine the effectiveness of facility management. Assesses the quality, professionalism, overall environment, 
customer service levels, and management skills of each facility operation to ensure the success of the manager and 
facility. Evaluates the success of vending facilities and facility managers through on-site visits and review of financial 
records to determine if profitable operation. Estimates sales projections or profit potential for new locations to 
determine if location should be recommended for the program. Inspects facilities for cleanliness, properly functioning 
equipment, adequate inventory levels, and overall appearance of facility to ensure overall customer satisfaction and 
profit growth. Obtains information via electronic, verbal, or physical means to meet the internal and external business 
needs as it relates to sales and profit. Monitors vending facilities through on-site visits to ensure facilities are operated 
in accordance with program, state and federal regulations. Inspects the condition of facilities through on-site visits to 
ensure compliance with established rules, regulations, policies and procedures. May survey potential facility locations to 
determine viability of the location for program growth. Examines program invoices from outside vendors to determine 
accuracy of charges and submit for payment.Making Decisions and Solving Problems: Mediates complex problems 
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between facility managers and property management to help resolve issues and determine solutions. Investigates, 
negotiates and resolves problems varying from handling complaints, settling disputes and conflicts to ensure goodwill 
and compliance with federal, state and Tennessee Business Enterprises rules and regulations. Identifies facility 
equipment options that comply with Tennessee Business Enterprise guidelines for cost effectiveness and profitability. 
Coordinates vending equipment acquisition and maintenance required for facilities to ensure cost-
effectiveness.Communicating with Persons Outside Organization: Discusses facility program services with property 
management to ensure compliance with property management rules. Communicates with the public, government, and 
other external sources to represent the organization and to generate new business partnerships. Interacts with persons 
in other departments, local governments, and outside organizations for the purpose of furnishing and obtaining 
information.Monitoring and Controlling Resources: Maintains equipment inventory records for warehouse and facilities 
to ensure accurate accountability of assets. Coordinates disposal and or trade of surplus equipment to eliminate 
materials no longer useful to the program.Establishing and Maintaining Interpersonal Relationships: Develops 
constructive and cooperative working relationships with business organizations, co-workers, supervisors, facility 
managers and governmental agencies through meetings and other positive interactions to ensure optimal effectiveness. 
Communicates questions through appropriate chain of command to obtain policy or procedural clarification. 
Communicates or consults with supervisor and co-workers by telephone, in written form, email or in-person to ensure 
consistency. Promotes a positive image by focusing on great customer service to fulfill the mission of Tennessee 
Business Enterprises.Provide Consultation and Advice to Others: Jointly develops facility improvement plans with each 
facility manager to ensure continued and increased profitability. Analyzes business operations for efficiency and 
profitability to provide feedback and consultation to facility managers. Explains departmental policies and procedures 
and interprets rules and regulations to internal and external customers to ensure understanding and compliance. 
Provides business consultation to facility managers to help improve profitability. Discusses facility equipment acquisition 
or repair needs with facility managers to determine whether to repair existing equipment or purchase new 
equipment.Training and Teaching Others: Participates in coordinating and leading various trainings for facility mangers, 
entry level students, and staff as needed. Coordinates, leads, and develops annual upward mobility training for facility 
managers to maintain requirements for certification and licensing and professional development. Identifies training 
needs based on analysis of business operations to improve facility performance and increase profitability. Keeps abreast 
of current business trends, information, training and new innovations to assist facility managers in maximizing sales and 
profitability. Provides on-going training to educate facility managers about program policies, procedures and business 
practices.Documenting/Recording Information: Maintains records on the operation and condition of facilities to ensure 
increased sales and profitability and compliance with established rules and regulations. Completes forms required for 
facility equipment acquisition or maintenance to ensure timely completion of work and invoice payment.Organizing, 
Planning, and Prioritizing Work: Plans, prioritizes, and organizes work in a timely manner to meet job performance 
standards. Plans and arranges installation of equipment in facilities to meet the needs of the customers. Organizes, 
plans, arranges, and assists with merchandise inventory processes as needed to ensure the efficiency of facility manager 
transitions.Interacting With Computers: Operates computer hardware and software, scanners, and other equipment to 
complete reports, document collective data, and to communicate with others to capture and maintain program 
information. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Decision Quality Problem Solving Organizing Time Management Conflict Management 
Customer Focus Ethics and Values Integrity and Trust PatienceKnowledge: Intermediate Knowledge of Administration 
and Management Intermediate Knowledge of Customer and Personal Service Intermediate Knowledge of Economics and 
Accounting Intermediate Knowledge of Law and Government Intermediate Knowledge of Sales and MarketingSkills: 
Active Learning Skills Active Listening Skills Critical Thinking Skills Monitoring Skills Speaking Skills Instructing Skills 
Negotiation Skills Service Orientation Skills Complex Problem Solving Skills Judgment and Decision Making Skills 
Management and Financial Resources Skills Management of Material Resources Skills Time Management SkillsAbilities: 
Deductive Reasoning Abilities Number Facility Abilities Written Comprehension Abilities Written Expression Abilities 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Bar Code Scanner Calculator Forklifts Thermometer Pallet 
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071944 - BUSINESS ENT SUPERVISOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2161 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of planning business services. Substitution of Graduate Education for Experience:  Graduate 
course work credit received from an accredited college or university in any business related field may substitute for the 
required experience on a month-for-month basis to a maximum of two years (e.g., 36 graduate quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience).Substitution of Specific 
Associate's for General Bachelor's Degree:An Associate's Degree in any business related field  may substitute for the 
required four-year bachelors degree.OROne year of experience as a Business Ent Specialist. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for business enterprises supervisory work of average difficulty and 
performs related work as required. Distinguishing Features: This is the supervisory class in the Business Enterprise 
series. An employee in this class is responsible for supervising staff in the performance of Business Enterprise Program 
activities. This class differs from that of Business Ent Specialist in that an incumbent on the latter does not supervise 
staff. 
 
Work Activities: 
Making Decisions and Solving Problems: Reviews and evaluates disciplinary recommendations received from staff 
concerning facility managers to determine appropriate corrective action in order to ensure compliance with program 
policies and procedures. Investigates, negotiates and resolves problems varying from handling complaints, settling 
disputes and conflicts to ensure goodwill and compliance with federal, state and Tennessee Business Enterprises rules 
and regulations. Mediates complex problems among staff, facility managers, and property management to help resolve 
issues and determine solutions.Judging the Qualities of Things, Services, or People: Monitors Business Enterprises staff's 
work responsibilities for accuracy and efficiency to ensure facility profitability.Coaching and Developing Others: Advises 
and/or trains Business Enterprise staff in the performance of assigned work responsibilities and activities in order to 
ensure the program is administered consistently.Provide Consultation and Advice to Others: Evaluates underlying causes 
of sales or profit deficiencies of each facility through discussions with staff and/or facility managers to make 
recommendations and ensure standards of performance are being met.Guiding, Directing, and Motivating Subordinates: 
Evaluates staff performance in accordance with established performance management guidelines in order to ensure the 
effectiveness of the program. Completes monthly conference reviews with staff to discuss performance in relation to 
established standards by identifying areas of strength and opportunities for improvement. Establishes performance 
standards and job plans for staff in accordance with established performance management guidelines to ensure the 
effectiveness of the program.Staffing Organizational Units: Selects and hires the best candidates for vacant staff 
positions to ensure the program is appropriately staffed for effective operations. Interviews candidates for vacant staff 
positions to ensure the program is appropriately staffed for effective operations. Recruits candidates for vacant staff 
positions to ensure appropriate staffing and effective operations. Evaluating Information to Determine Compliance with 
Standards: Evaluates performance standards annually to ensure that goals are appropriately established and equitable 
for staff. Approves plans, facility layouts, and designs to ensure facility profitability. Reviews facility improvement plans 
developed by staff and facility managers to ensure program compliance. Reviews merchandise inventory, financial 
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records, licenses, insurance and other applicable information as it pertains to the business of the facility to ensure 
profitability of facility managers.Training and Teaching Others: Develops and implements training for staff to ensure 
compliance with program policies and procedures. Assists with the development and implementation of annual training 
for facility managers to ensure compliance with program policies and procedures.Documenting/Recording Information: 
Maintains all relevant records related to staff development and/or program activities as an official record for the 
department.Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working 
relationships with business organizations, co-workers, supervisors, facility managers and governmental agencies through 
meetings and other positive interactions to ensure optimal effectiveness. Develops constructive and cooperative 
working relationships with the Committee of Blind Vendors representatives through meetings and other positive 
interactions to ensure optimal program effectiveness. Promotes a positive image by focusing on great customer service 
to fulfill the mission of Tennessee Business Enterprises.Communicating with Supervisors, Peers, or Subordinates: 
Communicates or consults with supervisor and staff by telephone, in written form, email or in-person to ensure 
consistency of program policies and procedures. Assures staff has a clear understanding of program policies and 
procedures through the sharing of relevant information to ensure program is administered consistently.Communicating 
with Persons outside Organization: Negotiates and prepares written agreements with property management, repair 
companies, and others as needed to ensure program compliance. Communicates with the public, government, and 
other external sources to represent the organization and to generate new business partnerships. Interacts with persons 
in other departments, local governments, and outside organizations for the purpose of furnishing and obtaining 
information. Interacting With Computers: Operates computer hardware and software, scanners, and other equipment 
to complete reports, document collective data, and to communicate with others to capture and maintain program 
information.Monitoring and Controlling Resources: Monitors equipment sales and trade-ins to ensure the program 
operates within budgetary guidelines. Reviews and determines the feasibility of existing locations based on sales history 
and profit potential to ensure the program operates within budgetary guidelines. Reviews and determines if proposed 
locations should be approved for the program based on sales projections or profit potential to ensure the program 
operates within budgetary guidelines. Reviews and determines the feasibility of requests for equipment, merchandise, 
and other necessary items to ensure the program operates within budgetary guidelines.Organizing, Planning, and 
Prioritizing Work: Plans, prioritizes, and organizes work in a timely manner to meet job performance 
standards.Analyzing Data or Information: Obtains and analyzes information via electronic, verbal, or physical means of 
internal and external business needs as it relates to sales and profit to ensure facility profitability.                                                                                       
Coordinating the Work and Activities of Others: Assists with merchandise inventory processes as needed to ensure the 
efficiency of facility manager transitions.  Organizes, plans, arranges, and assists with merchandise inventory processes 
as needed to ensure the efficiency of facility manager transitions.  
 
Competencies (KSA’s): 
Competencies: Business Acumen                 Decision Quality                   Organization          Developing Direct Reports and 
Others             Conflict Management                         Delegation              Action Oriented                     Organizational Agility          
Integrity and Trust               Building Effective Teams    Knowledge: Intermediate Knowledge of Administration and 
Management                  Intermediate Knowledge of Customer and Personal Service                      Intermediate Knowledge 
of Sales & Marketing             Basic Knowledge of Personnel and Human Resources  Skills: Intermediate Critical Thinking 
Skills                Intermediate Time Management Skills            Intermediate Learning Strategies Skills            Intermediate 
Monitoring Skills          Intermediate Active Listening Skills                 Intermediate Active Learning Skills                  
Intermediate Speaking Skills              Intermediate Instructing Skills           Intermediate Negotiation Skills                         
Intermediate Complex Problem Solving Skills               Intermediate Judgment & Decision Making Skills                         
Intermediate Management of Financial Resources Skills            Intermediate Management of Personnel Resources Skills                 
Abilities: Deductive Reasoning Ability              Inductive Reasoning Ability               Oral Expression Ability                        
Written Comprehension Ability                         Written Expression Ability                  Time Sharing Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Blackberry Fax Machine Printer Copy Machine Scanner SCANTRON Machine Calculator 
Barcode Scanner Cameras 
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075605 - BUSINESS INTELLIGENCE SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3994 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in business intelligence or data warehousing. Substitution of Specific Associates Degree 
for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in 
computer accounting, computer information systems, computer networking technology, computer technology, web 
technology or other related field may substitute for the required bachelor's degree. Substitution of Experience for the 
Specific Associate's Degree: Professional level experience in any one of the following areas may substitute for the 
required specific associate's degree on a year-for-year basis to a maximum of two years: (1) business intelligence; or (2) 
data warehousing; (one year of experience is equivalent to 45 undergraduate quarter hours). Substitution of Specific 
Technical Diploma or Certification and Experience for the Associate's Degree: Successful completion of a technical 
program resulting in the attainment of a technical diploma or professional certification in the Business Intelligence field 
plus three additional years of professional level experience in: (1) business intelligence; or (2) data warehousing may 
substitute for the associate's degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional business intelligence work of considerable difficulty 
involving design, development, and maintenance of business intelligence technology solutions; and performs related 
work as required. Distinguishing Features: An employee in this class independently designs, develops and modifies 
components of a business intelligence technology solution following defined standards and procedures. This class differs 
from Business Intelligence Specialist-Intermediate in that an incumbent of the latter performs the administrative and 
technical duties related to the design, development and maintenance of business intelligence technology solutions 
under immediate supervision.  This class differs from that of Business Intelligence Specialist-Lead in that an incumbent 
of the latter leads or supervises staff or independently works on the design and implementation of business intelligence 
technology best practices, coordinates multiple projects while optimizing resource utilization and ensures proper 
controls are implemented to promote system stability.  
 
Work Activities: 
Developing Objectives and Strategies: Understands and assists in defining the Business Intelligence and Reporting 
Architecture and its integration into the overall Technology Service.Coordinating the Work and Activities of Others: 
Facilitates requirements gathering sessions using expert listening skills and develops unique simple solutions to meet 
the immediate and long-term needs of business customers.Processing Information: Validates and tests solutions to 
ensure the business requirements are met. Validates report results to ensure customer requirements are met. 
Researches, analyzes and reports on information from a variety of sources.Analyzing Data or Information: Analyzes 
source systems and develops a logical/business data model to determine the reporting capability of available data. 
Understands pertinent data models and business processes in order to fulfill customer requests for maintenance, 
support and enhancements. Understands, implements, and maintains the security model for business intelligence 
solutions to prevent unauthorized access. Integrates multiple disparate processes to address short and long-term 
business needs.Making Decisions and Solving Problems: Analyzes and troubleshoots processes to resolve issues. 
Troubleshoots, diagnoses, and resolves problems/issues within the Business Intelligence solution environment. 
Conducts investigations into data anomalies both proactively and as identified by users. Analyzes tradeoffs between 



 TN Job Classification Specifications  
September 22, 2020 

usability and performance needs.Interacting With Computers: Tunes Extract Transform Load (ETL) processes and 
reporting queries to maximize performance. Develops a physical data model and identifies facts, dimensions and key 
values. Deploys solutions utilizing Business Intelligence concepts such as: data mining, predictive analytics and trend 
analysis to provide management with insight into their business. Implements Extract Transform Load (ETL) solutions 
using business intelligence data ETL tools. Generate standard or custom reports summarizing business data for review 
by executives, managers, clients, and other stakeholders. Develops queries for validation of work outputs, and source 
system confirmation. Codes solutions using appropriate computer programming language. Develops and Extract 
Transform Load (ETL) schedule that recognizes dependencies, pre-processing tasks, post-processing tasks and 
notifications for data administration. Develops reports based on customer requirements. Develops and maintains 
complex data storage structures needed to support data warehouse functions to ensure data is maintained in consistent 
formats. Designs reports based on customer requirements. Integrates Business Intelligence solutions with existing office 
productivity suites. Develops Business Intelligence reporting components within existing business intelligence and 
reporting platforms in support of strategic initiatives. Implements reporting solutions using business intelligence data 
presentation tools.Identifying Objects, Actions, and Events: Participates in the identification of key performance 
indicators and methods for data warehouse to assist with operational and strategic planning.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates work plan tasks.Getting Information: Gathers and 
identifies the information available from various source systems. Conducts requirements gathering sessions with 
business stakeholders to define, formulate and prioritize Business Intelligence requirements.Updating and Using 
Relevant Knowledge: Understands business intelligence concepts and methodologies.Establishing and Maintaining 
Interpersonal Relationships: Collaborates with clients to understand technical requirements stemming from the business 
functional requirements of a particular request.Provide Consultation and Advice to Others: Provides guidance and 
consultation to users to increase their understanding of the Business Intelligence tool's capabilities in order to better 
meet their business needs.Communicating with Persons Outside Organization: Acts as liaison between technical and 
non-technical teams.Evaluating Information to Determine Compliance with Standards: Follows proper configuration 
management and change controls to promote system stability and to provide an audit trail of 
modifications.Documenting/Recording Information: Documents use cases to ensure the Business Intelligence solution 
meets the business requirements. Documents business flows for new and existing systems ensuring long-term 
maintainability.Coaching and Developing Others: Provides training and assistance to business users in the generation of 
ad hoc reports. Acts as a mentor/teacher to other development resources in the area of business intelligence and 
reporting development, including usage techniques and best practices. Provides technical assistance and cross-training 
to other team members.Monitor Processes, Materials, or Surroundings: Monitors the reporting component of business 
intelligence systems to identify performance issues and process failures. Monitors the data warehouse and business 
systems performance and integrity. Monitors and tracks usage of business intelligence systems. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Functional/Technical Competency Problem Solving Customer Focus Business 
Acumen Decision Quality Learning on the Fly Technical Learning Process Management Written Communication 
PerseveranceKnowledge: Knowledge of Business Intelligence Reporting Tools Knowledge of Data Analysis Knowledge of 
Business Intelligence Concepts Knowledge of Query Languages Knowledge of Data Modeling Concepts Knowledge of 
Dashboard Development Knowledge of Scorecard Development Knowledge of Extract Transform and Load (ETL) 
Development Knowledge of Office Automation Software Knowledge of Schedule Maintenance Knowledge of 
Programming LanguagesSkills: Critical Thinking Complex Problem Solving Troubleshooting Reading Comprehension 
Systems Analysis Writing Programming Active Listening Judgment and Decision Making Speaking Negotiation Time 
managementAbilities: Mathematical Reasoning Written Comprehension Information Ordering Oral Comprehension 
Deductive Reasoning Inductive Reasoning Oral Expression Written Expression Perceptual Speed Visualization Problem 
Sensitivity Speed of Closure 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075605 - BUSINESS INTELLIGENCE SPEC-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3995 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in business intelligence or data warehousing. Substitution of Specific Associates Degree 
for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in 
computer accounting, computer information systems, computer networking technology, computer technology, web 
technology or other related field may substitute for the required bachelor's degree. Substitution of Experience for the 
Specific Associate's Degree: Professional level experience in any one of the following areas may substitute for the 
required specific associate's degree on a year-for-year basis to a maximum of two years: (1) business intelligence; or (2) 
data warehousing; (one year of experience is equivalent to 45 undergraduate quarter hours). Substitution of Specific 
Technical Diploma or Certification and Experience for the Associate's Degree: Successful completion of a technical 
program resulting in the attainment of a technical diploma or professional certification in the Business Intelligence field 
plus three additional years of professional level experience in: (1) business intelligence; or (2) data warehousing may 
substitute for the associate's degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional business intelligence work of considerable difficulty 
involving design, development, and maintenance of business intelligence technology solutions; and performs related 
work as required. Distinguishing Features: An employee in this class independently designs, develops and modifies 
components of a business intelligence technology solution following defined standards and procedures. This class differs 
from Business Intelligence Specialist-Intermediate in that an incumbent of the latter performs the administrative and 
technical duties related to the design, development and maintenance of business intelligence technology solutions 
under immediate supervision.  This class differs from that of Business Intelligence Specialist-Lead in that an incumbent 
of the latter leads or supervises staff or independently works on the design and implementation of business intelligence 
technology best practices, coordinates multiple projects while optimizing resource utilization and ensures proper 
controls are implemented to promote system stability.  
 
Work Activities: 
Developing Objectives and Strategies: Understands and assists in defining the Business Intelligence and Reporting 
Architecture and its integration into the overall Technology Service.Coordinating the Work and Activities of Others: 
Facilitates requirements gathering sessions using expert listening skills and develops unique simple solutions to meet 
the immediate and long-term needs of business customers.Processing Information: Validates and tests solutions to 
ensure the business requirements are met. Validates report results to ensure customer requirements are met. 
Researches, analyzes and reports on information from a variety of sources.Analyzing Data or Information: Analyzes 
source systems and develops a logical/business data model to determine the reporting capability of available data. 
Understands pertinent data models and business processes in order to fulfill customer requests for maintenance, 
support and enhancements. Understands, implements, and maintains the security model for business intelligence 
solutions to prevent unauthorized access. Integrates multiple disparate processes to address short and long-term 
business needs.Making Decisions and Solving Problems: Analyzes and troubleshoots processes to resolve issues. 
Troubleshoots, diagnoses, and resolves problems/issues within the Business Intelligence solution environment. 
Conducts investigations into data anomalies both proactively and as identified by users. Analyzes tradeoffs between 
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usability and performance needs.Interacting With Computers: Tunes Extract Transform Load (ETL) processes and 
reporting queries to maximize performance. Develops a physical data model and identifies facts, dimensions and key 
values. Deploys solutions utilizing Business Intelligence concepts such as: data mining, predictive analytics and trend 
analysis to provide management with insight into their business. Implements Extract Transform Load (ETL) solutions 
using business intelligence data ETL tools. Generate standard or custom reports summarizing business data for review 
by executives, managers, clients, and other stakeholders. Develops queries for validation of work outputs, and source 
system confirmation. Codes solutions using appropriate computer programming language. Develops and Extract 
Transform Load (ETL) schedule that recognizes dependencies, pre-processing tasks, post-processing tasks and 
notifications for data administration. Develops reports based on customer requirements. Develops and maintains 
complex data storage structures needed to support data warehouse functions to ensure data is maintained in consistent 
formats. Designs reports based on customer requirements. Integrates Business Intelligence solutions with existing office 
productivity suites. Develops Business Intelligence reporting components within existing business intelligence and 
reporting platforms in support of strategic initiatives. Implements reporting solutions using business intelligence data 
presentation tools.Identifying Objects, Actions, and Events: Participates in the identification of key performance 
indicators and methods for data warehouse to assist with operational and strategic planning.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates work plan tasks.Getting Information: Gathers and 
identifies the information available from various source systems. Conducts requirements gathering sessions with 
business stakeholders to define, formulate and prioritize Business Intelligence requirements.Updating and Using 
Relevant Knowledge: Understands business intelligence concepts and methodologies.Establishing and Maintaining 
Interpersonal Relationships: Collaborates with clients to understand technical requirements stemming from the business 
functional requirements of a particular request.Provide Consultation and Advice to Others: Provides guidance and 
consultation to users to increase their understanding of the Business Intelligence tool's capabilities in order to better 
meet their business needs.Communicating with Persons Outside Organization: Acts as liaison between technical and 
non-technical teams.Evaluating Information to Determine Compliance with Standards: Follows proper configuration 
management and change controls to promote system stability and to provide an audit trail of 
modifications.Documenting/Recording Information: Documents use cases to ensure the Business Intelligence solution 
meets the business requirements. Documents business flows for new and existing systems ensuring long-term 
maintainability.Coaching and Developing Others: Provides training and assistance to business users in the generation of 
ad hoc reports. Acts as a mentor/teacher to other development resources in the area of business intelligence and 
reporting development, including usage techniques and best practices. Provides technical assistance and cross-training 
to other team members.Monitor Processes, Materials, or Surroundings: Monitors the reporting component of business 
intelligence systems to identify performance issues and process failures. Monitors the data warehouse and business 
systems performance and integrity. Monitors and tracks usage of business intelligence systems. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Functional/Technical Competency Problem Solving Customer Focus Business 
Acumen Decision Quality Learning on the Fly Technical Learning Process Management Written Communication 
PerseveranceKnowledge: Knowledge of Business Intelligence Reporting Tools Knowledge of Data Analysis Knowledge of 
Business Intelligence Concepts Knowledge of Query Languages Knowledge of Data Modeling Concepts Knowledge of 
Dashboard Development Knowledge of Scorecard Development Knowledge of Extract Transform and Load (ETL) 
Development Knowledge of Office Automation Software Knowledge of Schedule Maintenance Knowledge of 
Programming LanguagesSkills: Critical Thinking Complex Problem Solving Troubleshooting Reading Comprehension 
Systems Analysis Writing Programming Active Listening Judgment and Decision Making Speaking Negotiation Time 
managementAbilities: Mathematical Reasoning Written Comprehension Information Ordering Oral Comprehension 
Deductive Reasoning Inductive Reasoning Oral Expression Written Expression Perceptual Speed Visualization Problem 
Sensitivity Speed of Closure 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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075604 - BUSINESS INTELLIGENCE SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3992 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
professional level experience in any one of the following areas: (1) applications or systems programming; or (2) systemic 
analysis of business or information systems; (3) business intelligence; or (4) data warehousing. Substitution of Specific 
Associates Degree for the Required Bachelor’s Degree: Graduation from an accredited college or university with an 
associate’s degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor’s degree. Substitution of 
Experience for the Specific Associate's Degree: Professional level experience in any one of the following areas may 
substitute for the required specific associate's degree on a year-for-year basis to a maximum of two years: (1) 
applications or systems programming; or (2) systemic analysis of business or information systems; (one year of 
experience is equivalent to 45 undergraduate quarter hours). Substitution of Specific Technical Diploma or Certification 
and Experience for the Associate’s Degree: Successful completion of a technical program resulting in the attainment of a 
technical diploma or professional certification in the Business Intelligence field plus one additional year of professional 
level experience in: (1) business intelligence; or (2) data warehousing may substitute for the associate’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional business intelligence work of average difficulty 
involving design, development, and maintenance of business intelligence technology solutions; and performs related 
work as required. Distinguishing Features: This is the working-level class in the Business Intelligence Specialist series. An 
employee in this class either independently performs administrative and technical duties related to the design, 
development and maintenance of components of a business intelligence technology solution following defined 
standards and procedures or assists other members of a project team in the design, development, and maintenance of 
components of a business intelligence technology solution. This class is flexibly staffed with and differs from Information 
Systems Associate, in that an incumbent of the latter learns to perform the administrative and technical duties related 
to the design, development and maintenance of an information system or business intelligence technology solution as a 
member of a project team. This class differs from that of Business Intelligence Specialist-Advanced in that an incumbent 
of the latter independently designs, develops and maintains components of business intelligence technology solutions. 
 
Work Activities: 
Making Decisions and Solving Problems:    Troubleshoots, diagnoses, and resolves problems/issues within the Business 
Intelligence solution environment.    Assists in the investigation of data anomalies as identified by users.Processing 
Information:    Validates and tests solutions to ensure the business requirements are met.    Validates report results to 
ensure customer requirements are met.    Researches, analyzes, and reports on information from a variety of 
sources.Analyzing Data or Information:    Assists in the analysis of source systems and development of a logical/business 
data model to determine the reporting capability for available data.    Develops an understanding of pertinent data 
models and corresponding business processes in order to fulfill customer requests for maintenance, support, and 
enhancements.    Integrates multiple disparate processes to address short and long-term business needs.Getting 
Information:    Gathers and identifies the information available from various source systems.Interacting with Computers:    
Implements Extract Transform Load (ETL) solutions using business intelligence data ETL tools.    Codes solutions using 
appropriate computer programming language.    Generates standard or custom reports summarizing business data for 
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review by executives, managers, clients, and other stakeholders.    Develops queries for validation of work outputs and 
source system confirmation.    Implements reporting solutions using business intelligence data presentation tools.    
Assists in tuning Extract Transform Load (ETL) processes and reporting queries to maximize performance.    Develops 
reports based on customer requirements.    Maintains the security model for business intelligence solutions to prevent 
unauthorized access.    Designs reports based on customer requirements.    Develops Business Intelligence reporting 
components within existing business intelligence and reporting platforms in support of strategic initiatives.Updating and 
Using Relevant Knowledge:    Understands business intelligence concepts and methodologies.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimates work plan tasks.Monitor Processes, 
Materials, or Surroundings:    Monitors the data warehouse and business systems performance and 
integrity.Documenting/Recording Information:    Documents use cases to ensure the Business Intelligence solution 
meets the business requirements.    Documents business flows for new and existing systems ensuring long-term 
maintainability.Evaluating Information to Determine Compliance with Standards:    Follows proper configuration 
management and change controls to promote system stability and to provide an audit trail of modifications.    Evaluates 
requests from problem management tracking system.Coaching and Developing Others:    Provides assistance to business 
users in the generation of ad hoc reports. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Intellectual Horsepower    Problem Solving    Learning on the Fly    Customer Focus    
Perseverance    Functional Technical CompetencyKnowledge:    Knowledge of Query Languages    Knowledge of Data 
Analysis    Knowledge of Programming Languages    Knowledge of Office Automation Software    Knowledge of Basic 
Grid/Graph Report Development    Knowledge of Extract Transform and Load (ETL) Concepts    Knowledge of Business 
Intelligence ConceptsSkills:    Critical Thinking    Troubleshooting    Complex Problem Solving    Writing    Reading 
Comprehension    Active Listening    Systems Analysis    Programming    Judgment and Decision Making    Speaking    Time 
managementAbilities:    Mathematical Reasoning    Inductive Reasoning    Written Expression    Oral Comprehension    
Written Comprehension    Deductive Reasoning    Information Ordering    Oral Expression    Visualization    Problem 
Sensitivity    Perceptual Speed    Speed of Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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075604 - BUSINESS INTELLIGENCE SPEC-INT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3993 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
professional level experience in any one of the following areas: (1) applications or systems programming; or (2) systemic 
analysis of business or information systems; (3) business intelligence; or (4) data warehousing. Substitution of Specific 
Associates Degree for the Required Bachelor’s Degree: Graduation from an accredited college or university with an 
associate’s degree in computer accounting, computer information systems, computer networking technology, computer 
technology, web technology or other related field may substitute for the required bachelor’s degree. Substitution of 
Experience for the Specific Associate's Degree: Professional level experience in any one of the following areas may 
substitute for the required specific associate's degree on a year-for-year basis to a maximum of two years: (1) 
applications or systems programming; or (2) systemic analysis of business or information systems; (one year of 
experience is equivalent to 45 undergraduate quarter hours). Substitution of Specific Technical Diploma or Certification 
and Experience for the Associate’s Degree: Successful completion of a technical program resulting in the attainment of a 
technical diploma or professional certification in the Business Intelligence field plus one additional year of professional 
level experience in: (1) business intelligence; or (2) data warehousing may substitute for the associate’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional business intelligence work of average difficulty 
involving design, development, and maintenance of business intelligence technology solutions; and performs related 
work as required. Distinguishing Features: This is the working-level class in the Business Intelligence Specialist series. An 
employee in this class either independently performs administrative and technical duties related to the design, 
development and maintenance of components of a business intelligence technology solution following defined 
standards and procedures or assists other members of a project team in the design, development, and maintenance of 
components of a business intelligence technology solution. This class is flexibly staffed with and differs from Information 
Systems Associate, in that an incumbent of the latter learns to perform the administrative and technical duties related 
to the design, development and maintenance of an information system or business intelligence technology solution as a 
member of a project team. This class differs from that of Business Intelligence Specialist-Advanced in that an incumbent 
of the latter independently designs, develops and maintains components of business intelligence technology solutions. 
 
Work Activities: 
Making Decisions and Solving Problems:    Troubleshoots, diagnoses, and resolves problems/issues within the Business 
Intelligence solution environment.    Assists in the investigation of data anomalies as identified by users.Processing 
Information:    Validates and tests solutions to ensure the business requirements are met.    Validates report results to 
ensure customer requirements are met.    Researches, analyzes, and reports on information from a variety of 
sources.Analyzing Data or Information:    Assists in the analysis of source systems and development of a logical/business 
data model to determine the reporting capability for available data.    Develops an understanding of pertinent data 
models and corresponding business processes in order to fulfill customer requests for maintenance, support, and 
enhancements.    Integrates multiple disparate processes to address short and long-term business needs.Getting 
Information:    Gathers and identifies the information available from various source systems.Interacting with Computers:    
Implements Extract Transform Load (ETL) solutions using business intelligence data ETL tools.    Codes solutions using 
appropriate computer programming language.    Generates standard or custom reports summarizing business data for 
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review by executives, managers, clients, and other stakeholders.    Develops queries for validation of work outputs and 
source system confirmation.    Implements reporting solutions using business intelligence data presentation tools.    
Assists in tuning Extract Transform Load (ETL) processes and reporting queries to maximize performance.    Develops 
reports based on customer requirements.    Maintains the security model for business intelligence solutions to prevent 
unauthorized access.    Designs reports based on customer requirements.    Develops Business Intelligence reporting 
components within existing business intelligence and reporting platforms in support of strategic initiatives.Updating and 
Using Relevant Knowledge:    Understands business intelligence concepts and methodologies.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimates work plan tasks.Monitor Processes, 
Materials, or Surroundings:    Monitors the data warehouse and business systems performance and 
integrity.Documenting/Recording Information:    Documents use cases to ensure the Business Intelligence solution 
meets the business requirements.    Documents business flows for new and existing systems ensuring long-term 
maintainability.Evaluating Information to Determine Compliance with Standards:    Follows proper configuration 
management and change controls to promote system stability and to provide an audit trail of modifications.    Evaluates 
requests from problem management tracking system.Coaching and Developing Others:    Provides assistance to business 
users in the generation of ad hoc reports. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Intellectual Horsepower    Problem Solving    Learning on the Fly    Customer Focus    
Perseverance    Functional Technical CompetencyKnowledge:    Knowledge of Query Languages    Knowledge of Data 
Analysis    Knowledge of Programming Languages    Knowledge of Office Automation Software    Knowledge of Basic 
Grid/Graph Report Development    Knowledge of Extract Transform and Load (ETL) Concepts    Knowledge of Business 
Intelligence ConceptsSkills:    Critical Thinking    Troubleshooting    Complex Problem Solving    Writing    Reading 
Comprehension    Active Listening    Systems Analysis    Programming    Judgment and Decision Making    Speaking    Time 
managementAbilities:    Mathematical Reasoning    Inductive Reasoning    Written Expression    Oral Comprehension    
Written Comprehension    Deductive Reasoning    Information Ordering    Oral Expression    Visualization    Problem 
Sensitivity    Perceptual Speed    Speed of Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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075606 - BUSINESS INTELLIGENCE SPEC-LD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3999 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in business intelligence or data warehousing. Substitution of Specific Associates Degree 
for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in 
computer accounting, computer information systems, computer networking technology, computer technology, web 
technology or other related field may substitute for the required bachelor's degree. Substitution of Experience for the 
Specific Associate's Degree: Professional level experience in any one of the following areas may substitute for the 
required specific associate's degree on a year-for-year basis to a maximum of two years: (1) business intelligence; or (2) 
data warehousing; (one year of experience is equivalent to 45 undergraduate quarter hours). Substitution of Specific 
Technical Diploma or Certification and Experience for the Specific Associate's Degree: Successful completion of a 
technical program resulting in the attainment of a technical diploma or professional certification in the Business 
Intelligence field plus five additional years of professional level experience in (1) business intelligence; or (2) data 
warehousing may substitute for the associate's degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional business intelligence work of considerable difficulty 
and lead work of average difficulty involving leading a small group of subordinate business intelligence specialists during 
the design, development, and implementation of business intelligence technology solutions; and performs related work 
as required. Distinguishing Features: An employee in this class leads or supervises a team or independently works on the 
design, development and maintenance of components of a business intelligence technology solution, leads a team or 
independently designs and implements business intelligence technology best practices and guidelines, coordinates 
multiple projects amongst other team members while optimizing resource utilization and ensures proper controls are 
implemented to promote system stability.  This class differs from that of Advanced Business Intelligence Specialist in 
that an incumbent of the latter independently designs, develops and modifies components of a business intelligence 
technology solution following defined standards and procedures under general supervision.  
 
Work Activities: 
Analyzing Data or Information:  Analyzes source systems and develops a logical/business data model to determine the 
reporting capability of available data. Understands pertinent data models and business processes in order to fulfill 
customer requests for maintenance, support, and enhancements. Integrates multiple disparate processes to address 
short and long-term business needs. Understands, implements, and maintains the security model for business 
intelligence solutions to prevent unauthorized access.Processing Information: Validates and tests solutions to ensure the 
business requirements are met. Researches, analyzes, and reports on information from a variety of sources. Validates 
report results to ensure customer requirements are met.Developing Objectives and Strategies: Understands and assists 
in defining the Business Intelligence and Reporting Architecture and its integration into the overall Technology Service. 
Helps establish technical vision. Designs and implements technology best practices, guidelines, and repeatable 
processes. Develops and maintains best practices approaches to development, testing and documentation of business 
intelligence and reporting processes.Getting Information: Conducts requirements gathering sessions with business 
stakeholders to define, formulate and prioritize Business Intelligence requirements. Gathers and identifies the 
information available from various source systems.Identifying Objects, Actions, and Events: Participates in the 
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identification of key performance indicators and methods for data warehouse to assist with operational and strategic 
planning.Scheduling Work and Activities: Coordinates multiple projects and tasks amongst team members to optimize 
resource utilization.Making Decisions and Solving Problems: Analyzes and troubleshoots processes to resolve issues. 
Troubleshoots, diagnoses, and resolves problems/issues within the Business Intelligence solution environment. 
Conducts investigations into data anomalies both proactively and as identified by users. Analyzes tradeoffs between 
usability and performance needs.Judging the Qualities of Things, Services, or People: Evaluates and recommends tools 
for Business Intelligence to keep the State strategically positioned to meet management objectives.Establishing and 
Maintaining Interpersonal Relationships: Collaborates with clients to understand technical requirements stemming from 
the business requirements of a particular request.Interacting With Computers: Develops a physical data model and 
identifies the facts, dimensions and key values. Implements Extract Transform Load (ETL) solutions using business 
intelligence data ETL tools. Deploys solutions utilizing Business Intelligence concepts; such as, data mining, predictive 
analytics and trend analysis to provide management with insight into their business. Tunes Extract Transform Load (ETL) 
processes and reporting queries to maximize performance. Develops queries for validation of work outputs and source 
system confirmation. Codes solutions using appropriate computer programming language. Develops and maintains 
complex data storage structures needed to support data warehouse functions to ensure data is maintained in consistent 
formats. Generates standard and custom reports summarizing business data for review by executives, managers, clients, 
and other stakeholders. Develops an Extract Transform Load (ETL) schedule that recognizes dependencies, pre-
processing tasks, post-processing tasks, and notifications for data administration. Develops Business Intelligence 
reporting components within existing business intelligence and reporting platforms in support of strategic initiatives. 
Develops reports based on customer requirements. Designs reports based on customer requirements. Implements 
reporting solutions using business intelligence data presentation tools. Integrates Business Intelligence solutions with 
existing office productivity suites. Ensures proper configuration management and change controls are implemented to 
promote system stability and to provide an audit trail of modifications.Coordinating the Work and Activities of Others: 
Facilitates requirements gathering sessions using expert listening skills and develops unique simple solutions to meet 
the immediate and long-term needs of business customers. Leads people and teams toward accomplishment of project 
goals.Organizing, Planning, and Prioritizing Work: Develops project work plans and estimates work plan tasks.Updating 
and Using Relevant Knowledge: Understands business intelligence concepts and methodologies.Documenting/Recording 
Information: Documents use cases to ensure the Business Intelligence solution meets the business requirements. 
Documents business flows for new and existing systems ensuring long-term maintainability.Resolving Conflicts and 
Negotiating with Others: Resolves competing priorities between business areas.Provide Consultation and Advice to 
Others: Provides guidance and consultation to users to increase their understanding of the Business Intelligence tool's 
capabilities in order to better meet their business needs.Coaching and Developing Others: Acts as a mentor/teacher to 
other development resources in the area of business intelligence and reporting development, including usage 
techniques and best practices. Provides technical assistance and cross-training to other team members. Provides 
training and assistance to business users in the generation of ad hoc reports.Evaluating Information to Determine 
Compliance with Standards: Follows proper configuration management and change controls to promote system stability 
and to provide an audit trail of modifications. Evaluates requests from problem management tracking system.Monitor 
Processes, Materials, or Surroundings: Monitors the data warehouse and business systems performance and integrity. 
Monitors the reporting component of business intelligence systems to identify performance issues and process failures. 
Monitors and tracks usage of business intelligence systems.Communicating with Persons Outside Organization: Acts as a 
liaison between technical and non-technical teams.Communicating with Supervisors, Peers, or Subordinates: Provides 
timely status reporting to keep management informed of project progress. 
 
Competencies (KSA’s): 
Competencies: Intellectual Horsepower Customer Focus Decision Quality Problem Solving Process Management 
Business Acumen Functional Technical Competency Comfort around Higher Management Developing Direct Reports and 
Others Written CommunicationKnowledge: Knowledge of Business Intelligence Reporting Tools Knowledge of Data 
Analysis Knowledge of Business Intelligence Concepts Knowledge of Extract Transform and Load (ETL) Solution 
Implementation Knowledge of Dashboard Design Knowledge of Performance Tuning Knowledge of Query Languages 
Knowledge of Online Analytical Processing (OLAP) Data Modeling Knowledge of Scorecard Design Knowledge of Project 
Management Methodologies Knowledge of Relational Database Concepts Knowledge of Schedule Management 
Knowledge of Key Performance Indicators (KPI) Knowledge of Programming Languages Knowledge of Office Automation 
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Software Knowledge of User Interface and Experience Design Knowledge of Predictive Analytics Knowledge of Report 
Delivery Methods Knowledge of Data Mining Knowledge of CubesSkills: Critical Thinking Complex Problem Solving 
Reading Comprehension Systems Analysis Judgment and Decision Making Troubleshooting Writing Active Listening 
Speaking Programming Negotiation Time managementAbilities: Written Comprehension Written Expression Oral 
Comprehension Oral Expression Mathematical Reasoning Perceptual Speed Visualization Information Ordering Speed of 
Closure Problem Sensitivity Deductive Reasoning Inductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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073413 - BUSINESS PROCESS TRANS DIR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3115 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075607 - BUSINESS SOLUTIONS ARCHITECT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5001 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under administrative direction, uses methodologies of considerable difficulty to develop solutions for 
business needs using technology or improved processes to improve stakeholder satisfaction. Distinguishing Features: 
This is a lead level position that assists the highest level of an Information Technology division to analyze business 
problems and develop strategies to implement technology or improve processes to enable improved business 
productivity. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:     Identifies, evaluates, and recommends 
business and technical options based on estimated cost, return on investment (ROI), performance, service agreements 
and organization constraints.    Builds detailed business models to support business solution recommendations.Getting 
Information:    Consults with business users and technical resources to develop detailed business requirements and 
related technical options/recommendations.     Leads the gathering of business needs as well as the design of solutions 
through direct interaction with business unit leaders.     Learns the business area and become familiar with systems 
capabilities through interaction with lines of business, IT and third-party representatives.    Consults with vendors to 
develop technical options/recommendations.     Works with senior business stakeholders to define and articulate the 
agency business strategies.Analyzing Data or Information:    Makes assessments based on business need and value, 
substantiated with measurable financial metrics.    Combines research and recommendations with requirements for 
systems or process changes.     Creates and maintains prioritized lists of products or project requirements tied to 
organizational objectives.Making Decisions and Solving Problems:    Provides input for the purpose of program planning, 
business management, budget execution and program coordination.    Provides stakeholders with assistance in solving 
business and technical problems.    Builds business cases to align with agency objectives.    Develops and manages 
business solution priorities based on agency and technical strategies, resource availability, and stakeholder needs.    
Evaluates solutions implemented, resolving any issues that arise and offer alternatives to correct problems and improve 
the outcomes.    Creates a solution approach that outlines several alternatives and assists stakeholders in determining 
the optimal approach.Thinking Creatively:    Leads the development of an architectural model.    Leads the development 
of a business relationship model.Developing Objectives and Strategies:    Participates in developing and applying the 
business and technical architecture, objectives and strategies which meet overall state and agency goals.Organizing, 
Planning, and Prioritizing Work:    Participates in the development of the business solution implementation plan.    
Participates in the development of the strategic technology plan to reflect the agency's business priorities.Interacting 
With Computers:    Applies expert level understanding of various technologies, and application of integrated tool sets.    
Ensures that the design and integration of proposed system, software and hardware solutions lead to the development 
and growth of the business through effective use of technology.    Ensures that integration of new technologies adhere 
to the approved State Architecture.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Creates and maintains Architectural diagrams and documentation to reflect stated approved business and/or technical 
architecture.Interpreting the Meaning of Information for Others:    Works with business leaders as a liaison between 
Information Technology (IT), third party partners, and business units in the identification of IT related business solutions 
and facilitates effective translation to appropriate levels within the organization.    Collaborates with business and 
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technical stakeholders for requirements development, ensuring that stakeholders understand the architectural 
capabilities and/or limitations and final system design.    Communicates and ultimately solidifies a broad understanding 
across the organization of technical capabilities and deployment options, positioning the enterprise to fully leverage 
new and existing functionality for maximum benefit/return. Communicating with Supervisors, Peers, or Subordinates:    
Prepares and delivers presentations on projects, products, and strategies to management and executive staff where 
appropriate.    Accounts for project status to senior level management and steering committees.    Communicates and 
markets complex technical concepts to non-technical stakeholders.Resolving Conflicts and Negotiating with Others:    
Works with stakeholders to remove roadblocks to progress.    Works to develop a solution to resolve disagreements 
between stakeholders to resolve conflicting requirements and achieve common vision.Coordinating the Work and 
Activities of Others:    Leads complex projects, conducts and facilitates meetings at all levels within an organization.    
Leads in the development and/or modification of the approved architecture with business and technical stakeholders 
using a cooperative approach to ensure that business needs and objectives are met.Developing and Building Teams:    
Creates cross-functional teams, communicates the purpose and position of each team member, and provide clear goals 
and objectives for work sessions.Guiding, Directing, and Motivating Subordinates:    Provides overall leadership of 
program initiatives from assessment through implementation.    Manages complex initiatives to ensure that business 
prioritized needs are met and technology solutions are consistently and effectively implemented.    Works with project 
stakeholders to ensure agreed upon business plans, specs, etc. are on track and implemented.Provide Consultation and 
Advice to Others:    Provides technical related consulting, and business/systems analysis based on a demonstrated 
understanding of business process reengineering best practices from a business and technology perspective.    
Demonstrates expertise in IT best practices, technical solution development, project management, escalation, process 
management and business systems requirements definition.Staffing Organizational Units:    Participates in the 
interviewing and hiring of staff.    Represents the business and technical strategy in the agency IT staffing 
plan.Monitoring and Controlling Resources:    Participates in the creation of project budget with the goal of maximizing 
return on investment and stakeholder benefit.Monitor Processes, Materials, or Surroundings:    Scans the business 
environment.Updating and Using Relevant Knowledge:    Identifies and attends courses in areas of new technologies 
which may be implemented to address business and technical needs of customers.    Researches and evaluates industry 
trends, best practices, and new technologies and integrates knowledge and skills into current and future business and 
technical solutions.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains positive 
relationships with business and technical stakeholders to discuss agency projects, strategies, methodologies and 
business needs.Communicating with Persons Outside Organization:    Communicates with other State agencies, industry 
leaders, vendors, manufacturers to stay abreast of current technical capabilities of solutions and products. 
 
Competencies (KSA’s): 
"Competencies:    Business Acumen    Functional/Technical Competency    Strategic Agility    Priority Setting    
Organizational Agility    Customer Focus    Managing Vision and Purpose    Intellectual Horsepower    Dealing with 
ParadoxKnowledge:    Knowledge of business process analysis and improvement    Knowledge of Project Management 
methodologies    Knowledge of software development life cycles    Knowledge of Information Systems architectures 
(hardware, software, network, data)    Knowledge of financial modeling (cost benefit analysis, return on investment)    
Knowledge of current and emerging technologies    Knowledge of agency business    Knowledge of IT governanceSkills:    
Analytical Thinking    Oral and Written Communication    Complex Problem Solving    Technology Design    Judgment and 
Decision Making    Systems Analysis    Big Picture Thinking    Negotiation    Active Learning    Active Listening    Persuasion    
Management of Financial Resources    Managing Competing PrioritiesAbilities:    Deductive Reasoning    Inductive 
Reasoning    Convergent and Divergent Reasoning    Fluency of Ideas    Leadership and Executive Presence    Consensus 
Builder    To evaluate multiple sources of information and choose the optimal solution based on the environment" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075607 - BUSINESS SOLUTIONS ARCHITECT 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5002 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under administrative direction, uses methodologies of considerable difficulty to develop solutions for 
business needs using technology or improved processes to improve stakeholder satisfaction. Distinguishing Features: 
This is a lead level position that assists the highest level of an Information Technology division to analyze business 
problems and develop strategies to implement technology or improve processes to enable improved business 
productivity. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:     Identifies, evaluates, and recommends 
business and technical options based on estimated cost, return on investment (ROI), performance, service agreements 
and organization constraints.    Builds detailed business models to support business solution recommendations.Getting 
Information:    Consults with business users and technical resources to develop detailed business requirements and 
related technical options/recommendations.     Leads the gathering of business needs as well as the design of solutions 
through direct interaction with business unit leaders.     Learns the business area and become familiar with systems 
capabilities through interaction with lines of business, IT and third-party representatives.    Consults with vendors to 
develop technical options/recommendations.     Works with senior business stakeholders to define and articulate the 
agency business strategies.Analyzing Data or Information:    Makes assessments based on business need and value, 
substantiated with measurable financial metrics.    Combines research and recommendations with requirements for 
systems or process changes.     Creates and maintains prioritized lists of products or project requirements tied to 
organizational objectives.Making Decisions and Solving Problems:    Provides input for the purpose of program planning, 
business management, budget execution and program coordination.    Provides stakeholders with assistance in solving 
business and technical problems.    Builds business cases to align with agency objectives.    Develops and manages 
business solution priorities based on agency and technical strategies, resource availability, and stakeholder needs.    
Evaluates solutions implemented, resolving any issues that arise and offer alternatives to correct problems and improve 
the outcomes.    Creates a solution approach that outlines several alternatives and assists stakeholders in determining 
the optimal approach.Thinking Creatively:    Leads the development of an architectural model.    Leads the development 
of a business relationship model.Developing Objectives and Strategies:    Participates in developing and applying the 
business and technical architecture, objectives and strategies which meet overall state and agency goals.Organizing, 
Planning, and Prioritizing Work:    Participates in the development of the business solution implementation plan.    
Participates in the development of the strategic technology plan to reflect the agency's business priorities.Interacting 
With Computers:    Applies expert level understanding of various technologies, and application of integrated tool sets.    
Ensures that the design and integration of proposed system, software and hardware solutions lead to the development 
and growth of the business through effective use of technology.    Ensures that integration of new technologies adhere 
to the approved State Architecture.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Creates and maintains Architectural diagrams and documentation to reflect stated approved business and/or technical 
architecture.Interpreting the Meaning of Information for Others:    Works with business leaders as a liaison between 
Information Technology (IT), third party partners, and business units in the identification of IT related business solutions 
and facilitates effective translation to appropriate levels within the organization.    Collaborates with business and 
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technical stakeholders for requirements development, ensuring that stakeholders understand the architectural 
capabilities and/or limitations and final system design.    Communicates and ultimately solidifies a broad understanding 
across the organization of technical capabilities and deployment options, positioning the enterprise to fully leverage 
new and existing functionality for maximum benefit/return. Communicating with Supervisors, Peers, or Subordinates:    
Prepares and delivers presentations on projects, products, and strategies to management and executive staff where 
appropriate.    Accounts for project status to senior level management and steering committees.    Communicates and 
markets complex technical concepts to non-technical stakeholders.Resolving Conflicts and Negotiating with Others:    
Works with stakeholders to remove roadblocks to progress.    Works to develop a solution to resolve disagreements 
between stakeholders to resolve conflicting requirements and achieve common vision.Coordinating the Work and 
Activities of Others:    Leads complex projects, conducts and facilitates meetings at all levels within an organization.    
Leads in the development and/or modification of the approved architecture with business and technical stakeholders 
using a cooperative approach to ensure that business needs and objectives are met.Developing and Building Teams:    
Creates cross-functional teams, communicates the purpose and position of each team member, and provide clear goals 
and objectives for work sessions.Guiding, Directing, and Motivating Subordinates:    Provides overall leadership of 
program initiatives from assessment through implementation.    Manages complex initiatives to ensure that business 
prioritized needs are met and technology solutions are consistently and effectively implemented.    Works with project 
stakeholders to ensure agreed upon business plans, specs, etc. are on track and implemented.Provide Consultation and 
Advice to Others:    Provides technical related consulting, and business/systems analysis based on a demonstrated 
understanding of business process reengineering best practices from a business and technology perspective.    
Demonstrates expertise in IT best practices, technical solution development, project management, escalation, process 
management and business systems requirements definition.Staffing Organizational Units:    Participates in the 
interviewing and hiring of staff.    Represents the business and technical strategy in the agency IT staffing 
plan.Monitoring and Controlling Resources:    Participates in the creation of project budget with the goal of maximizing 
return on investment and stakeholder benefit.Monitor Processes, Materials, or Surroundings:    Scans the business 
environment.Updating and Using Relevant Knowledge:    Identifies and attends courses in areas of new technologies 
which may be implemented to address business and technical needs of customers.    Researches and evaluates industry 
trends, best practices, and new technologies and integrates knowledge and skills into current and future business and 
technical solutions.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains positive 
relationships with business and technical stakeholders to discuss agency projects, strategies, methodologies and 
business needs.Communicating with Persons Outside Organization:    Communicates with other State agencies, industry 
leaders, vendors, manufacturers to stay abreast of current technical capabilities of solutions and products. 
 
Competencies (KSA’s): 
"Competencies:    Business Acumen    Functional/Technical Competency    Strategic Agility    Priority Setting    
Organizational Agility    Customer Focus    Managing Vision and Purpose    Intellectual Horsepower    Dealing with 
ParadoxKnowledge:    Knowledge of business process analysis and improvement    Knowledge of Project Management 
methodologies    Knowledge of software development life cycles    Knowledge of Information Systems architectures 
(hardware, software, network, data)    Knowledge of financial modeling (cost benefit analysis, return on investment)    
Knowledge of current and emerging technologies    Knowledge of agency business    Knowledge of IT governanceSkills:    
Analytical Thinking    Oral and Written Communication    Complex Problem Solving    Technology Design    Judgment and 
Decision Making    Systems Analysis    Big Picture Thinking    Negotiation    Active Learning    Active Listening    Persuasion    
Management of Financial Resources    Managing Competing PrioritiesAbilities:    Deductive Reasoning    Inductive 
Reasoning    Convergent and Divergent Reasoning    Fluency of Ideas    Leadership and Executive Presence    Consensus 
Builder    To evaluate multiple sources of information and choose the optimal solution based on the environment" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075607 - BUSINESS SOLUTIONS ARCHITECT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5003 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under administrative direction, uses methodologies of considerable difficulty to develop solutions for 
business needs using technology or improved processes to improve stakeholder satisfaction. Distinguishing Features: 
This is a lead level position that assists the highest level of an Information Technology division to analyze business 
problems and develop strategies to implement technology or improve processes to enable improved business 
productivity. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:     Identifies, evaluates, and recommends 
business and technical options based on estimated cost, return on investment (ROI), performance, service agreements 
and organization constraints.    Builds detailed business models to support business solution recommendations.Getting 
Information:    Consults with business users and technical resources to develop detailed business requirements and 
related technical options/recommendations.     Leads the gathering of business needs as well as the design of solutions 
through direct interaction with business unit leaders.     Learns the business area and become familiar with systems 
capabilities through interaction with lines of business, IT and third-party representatives.    Consults with vendors to 
develop technical options/recommendations.     Works with senior business stakeholders to define and articulate the 
agency business strategies.Analyzing Data or Information:    Makes assessments based on business need and value, 
substantiated with measurable financial metrics.    Combines research and recommendations with requirements for 
systems or process changes.     Creates and maintains prioritized lists of products or project requirements tied to 
organizational objectives.Making Decisions and Solving Problems:    Provides input for the purpose of program planning, 
business management, budget execution and program coordination.    Provides stakeholders with assistance in solving 
business and technical problems.    Builds business cases to align with agency objectives.    Develops and manages 
business solution priorities based on agency and technical strategies, resource availability, and stakeholder needs.    
Evaluates solutions implemented, resolving any issues that arise and offer alternatives to correct problems and improve 
the outcomes.    Creates a solution approach that outlines several alternatives and assists stakeholders in determining 
the optimal approach.Thinking Creatively:    Leads the development of an architectural model.    Leads the development 
of a business relationship model.Developing Objectives and Strategies:    Participates in developing and applying the 
business and technical architecture, objectives and strategies which meet overall state and agency goals.Organizing, 
Planning, and Prioritizing Work:    Participates in the development of the business solution implementation plan.    
Participates in the development of the strategic technology plan to reflect the agency's business priorities.Interacting 
With Computers:    Applies expert level understanding of various technologies, and application of integrated tool sets.    
Ensures that the design and integration of proposed system, software and hardware solutions lead to the development 
and growth of the business through effective use of technology.    Ensures that integration of new technologies adhere 
to the approved State Architecture.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Creates and maintains Architectural diagrams and documentation to reflect stated approved business and/or technical 
architecture.Interpreting the Meaning of Information for Others:    Works with business leaders as a liaison between 
Information Technology (IT), third party partners, and business units in the identification of IT related business solutions 
and facilitates effective translation to appropriate levels within the organization.    Collaborates with business and 
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technical stakeholders for requirements development, ensuring that stakeholders understand the architectural 
capabilities and/or limitations and final system design.    Communicates and ultimately solidifies a broad understanding 
across the organization of technical capabilities and deployment options, positioning the enterprise to fully leverage 
new and existing functionality for maximum benefit/return. Communicating with Supervisors, Peers, or Subordinates:    
Prepares and delivers presentations on projects, products, and strategies to management and executive staff where 
appropriate.    Accounts for project status to senior level management and steering committees.    Communicates and 
markets complex technical concepts to non-technical stakeholders.Resolving Conflicts and Negotiating with Others:    
Works with stakeholders to remove roadblocks to progress.    Works to develop a solution to resolve disagreements 
between stakeholders to resolve conflicting requirements and achieve common vision.Coordinating the Work and 
Activities of Others:    Leads complex projects, conducts and facilitates meetings at all levels within an organization.    
Leads in the development and/or modification of the approved architecture with business and technical stakeholders 
using a cooperative approach to ensure that business needs and objectives are met.Developing and Building Teams:    
Creates cross-functional teams, communicates the purpose and position of each team member, and provide clear goals 
and objectives for work sessions.Guiding, Directing, and Motivating Subordinates:    Provides overall leadership of 
program initiatives from assessment through implementation.    Manages complex initiatives to ensure that business 
prioritized needs are met and technology solutions are consistently and effectively implemented.    Works with project 
stakeholders to ensure agreed upon business plans, specs, etc. are on track and implemented.Provide Consultation and 
Advice to Others:    Provides technical related consulting, and business/systems analysis based on a demonstrated 
understanding of business process reengineering best practices from a business and technology perspective.    
Demonstrates expertise in IT best practices, technical solution development, project management, escalation, process 
management and business systems requirements definition.Staffing Organizational Units:    Participates in the 
interviewing and hiring of staff.    Represents the business and technical strategy in the agency IT staffing 
plan.Monitoring and Controlling Resources:    Participates in the creation of project budget with the goal of maximizing 
return on investment and stakeholder benefit.Monitor Processes, Materials, or Surroundings:    Scans the business 
environment.Updating and Using Relevant Knowledge:    Identifies and attends courses in areas of new technologies 
which may be implemented to address business and technical needs of customers.    Researches and evaluates industry 
trends, best practices, and new technologies and integrates knowledge and skills into current and future business and 
technical solutions.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains positive 
relationships with business and technical stakeholders to discuss agency projects, strategies, methodologies and 
business needs.Communicating with Persons Outside Organization:    Communicates with other State agencies, industry 
leaders, vendors, manufacturers to stay abreast of current technical capabilities of solutions and products. 
 
Competencies (KSA’s): 
"Competencies:    Business Acumen    Functional/Technical Competency    Strategic Agility    Priority Setting    
Organizational Agility    Customer Focus    Managing Vision and Purpose    Intellectual Horsepower    Dealing with 
ParadoxKnowledge:    Knowledge of business process analysis and improvement    Knowledge of Project Management 
methodologies    Knowledge of software development life cycles    Knowledge of Information Systems architectures 
(hardware, software, network, data)    Knowledge of financial modeling (cost benefit analysis, return on investment)    
Knowledge of current and emerging technologies    Knowledge of agency business    Knowledge of IT governanceSkills:    
Analytical Thinking    Oral and Written Communication    Complex Problem Solving    Technology Design    Judgment and 
Decision Making    Systems Analysis    Big Picture Thinking    Negotiation    Active Learning    Active Listening    Persuasion    
Management of Financial Resources    Managing Competing PrioritiesAbilities:    Deductive Reasoning    Inductive 
Reasoning    Convergent and Divergent Reasoning    Fluency of Ideas    Leadership and Executive Presence    Consensus 
Builder    To evaluate multiple sources of information and choose the optimal solution based on the environment" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  5024 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
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Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5025 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 



 TN Job Classification Specifications  
September 22, 2020 

Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5026 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
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Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5027 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 



 TN Job Classification Specifications  
September 22, 2020 

Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5028 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
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Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075609 - BUSINESS TECH SUPPORT-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5029 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is independently and within a team environment responsible for communicating 
with business users to determine business needs and ensure those needs are fulfilled by technical staff, performing 
related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment. This class differs from the Business Technical Support-Lead in that the 
incumbent of the latter leads or supervises a team to implement software and hardware configurations for new and 
existing agency needs.  
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment: Repairs and maintains specialized equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluate multiple hardware 
instances for the need to enhance/upgrade components for non-standard equipment and software, including memory, 
hard drive, etc. Provides telecommunications support.Interacting With Computers: Configure software and hardware 
implementations for new and existing agency applications. Creates and deploys agency-specific images for devices. 
Configures and deploys non-standard (specialized) printers. Connects video conferencing and audiovisual devices and 
resolves any issues. Create media production.Getting Information: Confer with customers by telephone, e-mail, or in 
person in order to provide assistance with Information Technology products and services to support the customer in 
completing job duties. Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to 
determine and help resolve issues. Gain analytical and technical experience in IT applications support and business 
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knowledge in one or more areas of the organization.Making Decisions and Solving Problems: Respond to the customer 
with the most accurate and complete information available to include escalating or reassigning issues or requests for 
service. Identifies appropriate agency specific technical solutions to resolve business needs. Supports mobile devices to 
identify and resolve issues related to agency applications. Independently provides customer support and technical 
resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and maintains 
communication with the customer from the beginning to the end of any established issue or concern.Updating and 
Using Relevant Knowledge: Independently uses various methods to perform research utilizing industry ""best practices"" 
to enhance current skillset and successfully perform the duties and responsibilities of this role.Communicating with 
Supervisors, Peers, or Subordinates: Communicate effectively by keeping supervisor informed of issues affecting 
performance. Communicate on a regular basis with coworkers/team to share knowledge. Maintain good working 
relationship with managers, peers, and the customer served. Communicate effectively in written form, by email, by 
phone or in person.Documenting/Recording Information: Maintains knowledge base of issue resolution to be used by IT 
peers to help solve problems. Create resource, reference and instruction materials for technical and end-user training. 
Creates procedural documentation associated with daily IT operations.Interpreting the Meaning of Information for 
Others: Interpret technical documentation and solutions to customers.Communicating with Persons Outside the 
Organization: Communicate effectively with outside vendors while representing the state in a professional 
manner.Training and Teaching Others: Conducts or assists with customer training, either on-site or via remote 
conferencing on agency-specific applications using established guidelines. Instruct technical team members on the 
proper methods of managing agency-specific applications. Conducts or assists with product demonstrations to potential 
customers.Performing Administrative Activities: Utilize a problem resolution system to track requests in order to 
perform trend analysis and performance metrics for reporting purposes. Identifies and analyzes equipment for 
hardware replacement project. Creates, performs, and tests local backup procedures for agency data on an annual basis 
to ensure data integrity. Develop standards for granting access to agency applications for systems and security levels. 
May serve as a liaison to the OIR security team.Performing General Physical Activities: Lifting, bending, standing, sitting, 
walking and talking for substantial periods of time.Thinking Creatively: Share new technology and ideas with team and 
customers to provide better solutions for business process improvement.Developing Objectives and Strategies: Utilizes 
knowledge gained in the business area to propose technical solutions to support the agency's strategic goals.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's policies and recommends 
appropriate actions to supervisor." 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Knowledge of Office Automation 
Knowledge of Principles of Customer Relationship Management Knowledge of Application Design 
(Knowledge/Understanding, Structure, Process Flow, etc.) Knowledge of Instructional Design Methodologies Knowledge 
of Adult Learning Principles Knowledge of Methods for Curriculum and Training Knowledge of Common E-Learning 
Development Software Knowledge of Learning Management Systems and Standards Knowledge of Business Applications 
Security Knowledge of Business Application Processes Knowledge of Remote Assistance Software Knowledge of 
Hardware Components Integration Knowledge of Hardware and Software Installation Knowledge of Installing Software 
Images Knowledge of Networking Principles Knowledge of Relational Databases Knowledge of Application Reporting 
Tools Knowledge of Client-Based Application Installation Knowledge of Web-Based Application Installation Knowledge of 
PC Operating Systems Knowledge of Project Management Principles Knowledge of Audio/Visual Equipment Setup and 
Troubleshooting Knowledge of Web Cameras Setup and Troubleshooting Knowledge of Web Conferencing Packages 
Knowledge of Mathematics Knowledge of Statistics Knowledge of Telecommunications and DevicesSkills: Presentation 
Skills Training Skills Communication Skills Analytic and Diagnostic Hardware Skills Analytic and Diagnostic Client-Based 
Software Skills Analytic and Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude 
to Perform Application Administration and Support Proficient with Editing Multimedia Content Active Listening Critical 
Thinking Reading Comprehension Public Speaking Good Writing Skills Social Skills (Negotiation, Persuasion, Mediation, 
Social Perceptiveness) Determine Tools and Equipment needed to do a Job Basic Understanding of Programming 
Judgment and Decision Making Skills Systems Analysis Skills Time Management SkillsAbilities: Ability to Train Others 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
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Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Ability to Perform Trend Analysis Fluency of Ideas Thinking Skills (Logical and Creative) 
Problem Sensitivity Ability to Focus Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility 
(Bend, Stretch, Twist, etc.) Fulfill Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075608 - BUSINESS TECH SUPPORT-INT* 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  5014 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology Associate’s degree may be substituted for the required 
Bachelor’s degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) training or instruction of individuals in systems analysis, applications programming, or proper utilization 
and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master’s degree in the above fields is equivalent to one year of 
experience.) OR One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communicating with business users to determine business needs 
and ensure those needs are fulfilled by technical staff, performing related tasks on a daily basis as 
required.Distinguishing Features: An employee in this class works under supervision of a higher level Business Technical 
Support position and other technical staff to learn technical and business functions of a program area. This class is 
flexibly staffed from the Information Systems Associate, and differs in that the incumbent of the latter is able to 
effectively interact with both business users and technical team members. This class differs from Business Technical 
Support-Advanced because the latter is responsible for implementing IT-related business solutions using in-depth 
technical expertise.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Respond to the customer with the most accurate and complete information 
available to include escalating or reassigning issues or requests for service. Identify appropriate agency-specific technical 
solutions to resolve business needs. Provides Customer Support and technical issue resolution via hands-on, E-mail, 
phone, remote access tools, and other electronic medium. Tracks and maintains communication with the customer from 
the beginning to the end of any established issue, or concern. Supports mobile devices to identify and resolve issues 
related to agency applications.Interacting With Computers: Configures and deploys devices with agency-specific images. 
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Assist with software and hardware implementations for new and existing applications. Configures and deploys 
specialized printers. Sets up and troubleshoots video conferencing and Audio Video equipment. Edit media 
production.Repairing and Maintaining Electronic Equipment: Repairs and maintains agency-specific electronic 
equipment. Assist with telecommunications support.Communicating with Persons Outside the Organization: 
Communicate effectively with outside vendors while representing the state in a professional manner.Performing 
Administrative Activities: Utilize a problem resolution system to track customer requests. Perform local backup 
procedures for agency data. Grants approved access to agency applications for system access and security levels. May 
serve as a liaison to the OIR security team. Identifies and analyzes equipment for inventory replacement and coordinates 
surplus efforts.Getting Information: Confer with customers by telephone, e-mail, or in person in order to provide 
assistance with Information Technology products and services to support the customer in completing job duties. 
Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to determine and help resolve 
issues.Updating and Using Relevant Knowledge: Use various methods to perform research from a technical knowledge 
base and any other pertinent resources.Communicating with Supervisors, Peers, or Subordinates: Maintain good 
working relationship with managers, peers, and the customer served. Communicate effectively by keeping supervisor 
informed of issues affecting performance. Communicate on a regular basis with coworkers/team to share knowledge. 
Communicate effectively in written form, by email, by phone or in person.Documenting/Recording Information: 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems. Create resource, reference 
and instruction materials for technical and end-user training. Documents procedures associated with daily IT 
operations.Evaluating Information to Determine Compliance with Standards: Becomes familiar and identify any 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.Interpreting the 
Meaning of Information for Others: Interpret technical documentation and solutions to customers.Training and Teaching 
Others: Assist with customer training, either on-site or via remote conferencing on agency-specific applications using 
established guidelines. Assist with product demonstrations to potential customers.Performing General Physical 
Activities: Lifts, bends, stands, sits, walks and talks for substantial periods of time. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Basic Office Automation Familiar with 
Customer Relationship Management Familiar with Instructional Design Methodologies Familiar with Adult Learning 
Principles Elementary knowledge of Methods for Curriculum and Training Basic Common E-Learning Development 
Software Elementary Understanding of Learning Management Systems and Standards Elementary Knowledge of 
Business Applications Security Roles Elementary Knowledge of Business Application Processes Knowledge of Remote 
Assistance Software Basic Knowledge of Hardware Components Knowledge of Hardware and Software Installation 
Elementary Knowledge of Networking Principles Familiar with Application Reporting Tools Elementary Knowledge of 
Client-Based Application Installation Elementary Knowledge of Web-Based Application Installation Basic Knowledge of 
PC Operating Systems Basic Knowledge of Project Management Principles Basic Knowledge of Audio/Visual Equipment 
Basic Knowledge of Web Cameras Learn Web Conferencing Packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and DevicesSkills: Presentation Skills Training Skills Communication Skills Basic 
Analytic and Diagnostic Hardware Skills Basic Analytic and Diagnostic Client-Based Software Skills Basic Analytic and 
Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude to Perform Application 
Administration and Support Active Listening Critical Thinking Reading Comprehension Public Speaking Good Writing 
Skills Social Skills (Negotiation, Persuasion, Mediation, Social Perceptiveness) Determine Tools and Equipment needed to 
do a Job Basic Understanding of Programming Judgment and Decision Making Skills Time Management SkillsAbilities: 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Fluency of Ideas Thinking Skills (Logical and Creative) Problem Sensitivity Ability to Focus 
Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility (Bend, Stretch, Twist, etc.) Fulfill 
Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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075608 - BUSINESS TECH SUPPORT-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5015 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology Associate’s degree may be substituted for the required 
Bachelor’s degree.  Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) training or instruction of individuals in systems analysis, applications programming, or proper utilization 
and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master’s degree in the above fields is equivalent to one year of 
experience.) OR  One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communicating with business users to determine business needs 
and ensure those needs are fulfilled by technical staff, performing related tasks on a daily basis as 
required.Distinguishing Features: An employee in this class works under supervision of a higher level Business Technical 
Support position and other technical staff to learn technical and business functions of a program area. This class is 
flexibly staffed from the Information Systems Associate, and differs in that the incumbent of the latter is able to 
effectively interact with both business users and technical team members. This class differs from Business Technical 
Support-Advanced because the latter is responsible for implementing IT-related business solutions using in-depth 
technical expertise.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Respond to the customer with the most accurate and complete information 
available to include escalating or reassigning issues or requests for service. Identify appropriate agency-specific technical 
solutions to resolve business needs. Provides Customer Support and technical issue resolution via hands-on, E-mail, 
phone, remote access tools, and other electronic medium. Tracks and maintains communication with the customer from 
the beginning to the end of any established issue, or concern. Supports mobile devices to identify and resolve issues 
related to agency applications.Interacting With Computers: Configures and deploys devices with agency-specific images. 
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Assist with software and hardware implementations for new and existing applications. Configures and deploys 
specialized printers. Sets up and troubleshoots video conferencing and Audio Video equipment. Edit media 
production.Repairing and Maintaining Electronic Equipment: Repairs and maintains agency-specific electronic 
equipment. Assist with telecommunications support.Communicating with Persons Outside the Organization: 
Communicate effectively with outside vendors while representing the state in a professional manner.Performing 
Administrative Activities: Utilize a problem resolution system to track customer requests. Perform local backup 
procedures for agency data. Grants approved access to agency applications for system access and security levels. May 
serve as a liaison to the OIR security team. Identifies and analyzes equipment for inventory replacement and coordinates 
surplus efforts.Getting Information: Confer with customers by telephone, e-mail, or in person in order to provide 
assistance with Information Technology products and services to support the customer in completing job duties. 
Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to determine and help resolve 
issues.Updating and Using Relevant Knowledge: Use various methods to perform research from a technical knowledge 
base and any other pertinent resources.Communicating with Supervisors, Peers, or Subordinates: Maintain good 
working relationship with managers, peers, and the customer served. Communicate effectively by keeping supervisor 
informed of issues affecting performance. Communicate on a regular basis with coworkers/team to share knowledge. 
Communicate effectively in written form, by email, by phone or in person.Documenting/Recording Information: 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems. Create resource, reference 
and instruction materials for technical and end-user training. Documents procedures associated with daily IT 
operations.Evaluating Information to Determine Compliance with Standards: Becomes familiar and identify any 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.Interpreting the 
Meaning of Information for Others: Interpret technical documentation and solutions to customers.Training and Teaching 
Others: Assist with customer training, either on-site or via remote conferencing on agency-specific applications using 
established guidelines. Assist with product demonstrations to potential customers.Performing General Physical 
Activities: Lifts, bends, stands, sits, walks and talks for substantial periods of time. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Basic Office Automation Familiar with 
Customer Relationship Management Familiar with Instructional Design Methodologies Familiar with Adult Learning 
Principles Elementary knowledge of Methods for Curriculum and Training Basic Common E-Learning Development 
Software Elementary Understanding of Learning Management Systems and Standards Elementary Knowledge of 
Business Applications Security Roles Elementary Knowledge of Business Application Processes Knowledge of Remote 
Assistance Software Basic Knowledge of Hardware Components Knowledge of Hardware and Software Installation 
Elementary Knowledge of Networking Principles Familiar with Application Reporting Tools Elementary Knowledge of 
Client-Based Application Installation Elementary Knowledge of Web-Based Application Installation Basic Knowledge of 
PC Operating Systems Basic Knowledge of Project Management Principles Basic Knowledge of Audio/Visual Equipment 
Basic Knowledge of Web Cameras Learn Web Conferencing Packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and DevicesSkills: Presentation Skills Training Skills Communication Skills Basic 
Analytic and Diagnostic Hardware Skills Basic Analytic and Diagnostic Client-Based Software Skills Basic Analytic and 
Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude to Perform Application 
Administration and Support Active Listening Critical Thinking Reading Comprehension Public Speaking Good Writing 
Skills Social Skills (Negotiation, Persuasion, Mediation, Social Perceptiveness) Determine Tools and Equipment needed to 
do a Job Basic Understanding of Programming Judgment and Decision Making Skills Time Management SkillsAbilities: 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Fluency of Ideas Thinking Skills (Logical and Creative) Problem Sensitivity Ability to Focus 
Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility (Bend, Stretch, Twist, etc.) Fulfill 
Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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075608 - BUSINESS TECH SUPPORT-INT* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5016 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology Associate’s degree may be substituted for the required 
Bachelor’s degree.  Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) training or instruction of individuals in systems analysis, applications programming, or proper utilization 
and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master’s degree in the above fields is equivalent to one year of 
experience.) OR  One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communicating with business users to determine business needs 
and ensure those needs are fulfilled by technical staff, performing related tasks on a daily basis as 
required.Distinguishing Features: An employee in this class works under supervision of a higher level Business Technical 
Support position and other technical staff to learn technical and business functions of a program area. This class is 
flexibly staffed from the Information Systems Associate, and differs in that the incumbent of the latter is able to 
effectively interact with both business users and technical team members. This class differs from Business Technical 
Support-Advanced because the latter is responsible for implementing IT-related business solutions using in-depth 
technical expertise.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Respond to the customer with the most accurate and complete information 
available to include escalating or reassigning issues or requests for service. Identify appropriate agency-specific technical 
solutions to resolve business needs. Provides Customer Support and technical issue resolution via hands-on, E-mail, 
phone, remote access tools, and other electronic medium. Tracks and maintains communication with the customer from 
the beginning to the end of any established issue, or concern. Supports mobile devices to identify and resolve issues 
related to agency applications.Interacting With Computers: Configures and deploys devices with agency-specific images. 
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Assist with software and hardware implementations for new and existing applications. Configures and deploys 
specialized printers. Sets up and troubleshoots video conferencing and Audio Video equipment. Edit media 
production.Repairing and Maintaining Electronic Equipment: Repairs and maintains agency-specific electronic 
equipment. Assist with telecommunications support.Communicating with Persons Outside the Organization: 
Communicate effectively with outside vendors while representing the state in a professional manner.Performing 
Administrative Activities: Utilize a problem resolution system to track customer requests. Perform local backup 
procedures for agency data. Grants approved access to agency applications for system access and security levels. May 
serve as a liaison to the OIR security team. Identifies and analyzes equipment for inventory replacement and coordinates 
surplus efforts.Getting Information: Confer with customers by telephone, e-mail, or in person in order to provide 
assistance with Information Technology products and services to support the customer in completing job duties. 
Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to determine and help resolve 
issues.Updating and Using Relevant Knowledge: Use various methods to perform research from a technical knowledge 
base and any other pertinent resources.Communicating with Supervisors, Peers, or Subordinates: Maintain good 
working relationship with managers, peers, and the customer served. Communicate effectively by keeping supervisor 
informed of issues affecting performance. Communicate on a regular basis with coworkers/team to share knowledge. 
Communicate effectively in written form, by email, by phone or in person.Documenting/Recording Information: 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems. Create resource, reference 
and instruction materials for technical and end-user training. Documents procedures associated with daily IT 
operations.Evaluating Information to Determine Compliance with Standards: Becomes familiar and identify any 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.Interpreting the 
Meaning of Information for Others: Interpret technical documentation and solutions to customers.Training and Teaching 
Others: Assist with customer training, either on-site or via remote conferencing on agency-specific applications using 
established guidelines. Assist with product demonstrations to potential customers.Performing General Physical 
Activities: Lifts, bends, stands, sits, walks and talks for substantial periods of time. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Basic Office Automation Familiar with 
Customer Relationship Management Familiar with Instructional Design Methodologies Familiar with Adult Learning 
Principles Elementary knowledge of Methods for Curriculum and Training Basic Common E-Learning Development 
Software Elementary Understanding of Learning Management Systems and Standards Elementary Knowledge of 
Business Applications Security Roles Elementary Knowledge of Business Application Processes Knowledge of Remote 
Assistance Software Basic Knowledge of Hardware Components Knowledge of Hardware and Software Installation 
Elementary Knowledge of Networking Principles Familiar with Application Reporting Tools Elementary Knowledge of 
Client-Based Application Installation Elementary Knowledge of Web-Based Application Installation Basic Knowledge of 
PC Operating Systems Basic Knowledge of Project Management Principles Basic Knowledge of Audio/Visual Equipment 
Basic Knowledge of Web Cameras Learn Web Conferencing Packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and DevicesSkills: Presentation Skills Training Skills Communication Skills Basic 
Analytic and Diagnostic Hardware Skills Basic Analytic and Diagnostic Client-Based Software Skills Basic Analytic and 
Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude to Perform Application 
Administration and Support Active Listening Critical Thinking Reading Comprehension Public Speaking Good Writing 
Skills Social Skills (Negotiation, Persuasion, Mediation, Social Perceptiveness) Determine Tools and Equipment needed to 
do a Job Basic Understanding of Programming Judgment and Decision Making Skills Time Management SkillsAbilities: 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Fluency of Ideas Thinking Skills (Logical and Creative) Problem Sensitivity Ability to Focus 
Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility (Bend, Stretch, Twist, etc.) Fulfill 
Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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075608 - BUSINESS TECH SUPPORT-INT* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5017 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology Associate’s degree may be substituted for the required 
Bachelor’s degree.  Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) training or instruction of individuals in systems analysis, applications programming, or proper utilization 
and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master’s degree in the above fields is equivalent to one year of 
experience.) OR  One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communicating with business users to determine business needs 
and ensure those needs are fulfilled by technical staff, performing related tasks on a daily basis as 
required.Distinguishing Features: An employee in this class works under supervision of a higher level Business Technical 
Support position and other technical staff to learn technical and business functions of a program area. This class is 
flexibly staffed from the Information Systems Associate, and differs in that the incumbent of the latter is able to 
effectively interact with both business users and technical team members. This class differs from Business Technical 
Support-Advanced because the latter is responsible for implementing IT-related business solutions using in-depth 
technical expertise.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Respond to the customer with the most accurate and complete information 
available to include escalating or reassigning issues or requests for service. Identify appropriate agency-specific technical 
solutions to resolve business needs. Provides Customer Support and technical issue resolution via hands-on, E-mail, 
phone, remote access tools, and other electronic medium. Tracks and maintains communication with the customer from 
the beginning to the end of any established issue, or concern. Supports mobile devices to identify and resolve issues 
related to agency applications.Interacting With Computers: Configures and deploys devices with agency-specific images. 
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Assist with software and hardware implementations for new and existing applications. Configures and deploys 
specialized printers. Sets up and troubleshoots video conferencing and Audio Video equipment. Edit media 
production.Repairing and Maintaining Electronic Equipment: Repairs and maintains agency-specific electronic 
equipment. Assist with telecommunications support.Communicating with Persons Outside the Organization: 
Communicate effectively with outside vendors while representing the state in a professional manner.Performing 
Administrative Activities: Utilize a problem resolution system to track customer requests. Perform local backup 
procedures for agency data. Grants approved access to agency applications for system access and security levels. May 
serve as a liaison to the OIR security team. Identifies and analyzes equipment for inventory replacement and coordinates 
surplus efforts.Getting Information: Confer with customers by telephone, e-mail, or in person in order to provide 
assistance with Information Technology products and services to support the customer in completing job duties. 
Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to determine and help resolve 
issues.Updating and Using Relevant Knowledge: Use various methods to perform research from a technical knowledge 
base and any other pertinent resources.Communicating with Supervisors, Peers, or Subordinates: Maintain good 
working relationship with managers, peers, and the customer served. Communicate effectively by keeping supervisor 
informed of issues affecting performance. Communicate on a regular basis with coworkers/team to share knowledge. 
Communicate effectively in written form, by email, by phone or in person.Documenting/Recording Information: 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems. Create resource, reference 
and instruction materials for technical and end-user training. Documents procedures associated with daily IT 
operations.Evaluating Information to Determine Compliance with Standards: Becomes familiar and identify any 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.Interpreting the 
Meaning of Information for Others: Interpret technical documentation and solutions to customers.Training and Teaching 
Others: Assist with customer training, either on-site or via remote conferencing on agency-specific applications using 
established guidelines. Assist with product demonstrations to potential customers.Performing General Physical 
Activities: Lifts, bends, stands, sits, walks and talks for substantial periods of time. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Basic Office Automation Familiar with 
Customer Relationship Management Familiar with Instructional Design Methodologies Familiar with Adult Learning 
Principles Elementary knowledge of Methods for Curriculum and Training Basic Common E-Learning Development 
Software Elementary Understanding of Learning Management Systems and Standards Elementary Knowledge of 
Business Applications Security Roles Elementary Knowledge of Business Application Processes Knowledge of Remote 
Assistance Software Basic Knowledge of Hardware Components Knowledge of Hardware and Software Installation 
Elementary Knowledge of Networking Principles Familiar with Application Reporting Tools Elementary Knowledge of 
Client-Based Application Installation Elementary Knowledge of Web-Based Application Installation Basic Knowledge of 
PC Operating Systems Basic Knowledge of Project Management Principles Basic Knowledge of Audio/Visual Equipment 
Basic Knowledge of Web Cameras Learn Web Conferencing Packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and DevicesSkills: Presentation Skills Training Skills Communication Skills Basic 
Analytic and Diagnostic Hardware Skills Basic Analytic and Diagnostic Client-Based Software Skills Basic Analytic and 
Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude to Perform Application 
Administration and Support Active Listening Critical Thinking Reading Comprehension Public Speaking Good Writing 
Skills Social Skills (Negotiation, Persuasion, Mediation, Social Perceptiveness) Determine Tools and Equipment needed to 
do a Job Basic Understanding of Programming Judgment and Decision Making Skills Time Management SkillsAbilities: 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Fluency of Ideas Thinking Skills (Logical and Creative) Problem Sensitivity Ability to Focus 
Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility (Bend, Stretch, Twist, etc.) Fulfill 
Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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075608 - BUSINESS TECH SUPPORT-INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5018 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree:An Information Technology Associate’s degree may be substituted for the required 
Bachelor’s degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) training or instruction of individuals in systems analysis, applications programming, or proper utilization 
and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master’s degree in the above fields is equivalent to one year of 
experience.) OR  One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communicating with business users to determine business needs 
and ensure those needs are fulfilled by technical staff, performing related tasks on a daily basis as 
required.Distinguishing Features: An employee in this class works under supervision of a higher level Business Technical 
Support position and other technical staff to learn technical and business functions of a program area. This class is 
flexibly staffed from the Information Systems Associate, and differs in that the incumbent of the latter is able to 
effectively interact with both business users and technical team members. This class differs from Business Technical 
Support-Advanced because the latter is responsible for implementing IT-related business solutions using in-depth 
technical expertise.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Respond to the customer with the most accurate and complete information 
available to include escalating or reassigning issues or requests for service. Identify appropriate agency-specific technical 
solutions to resolve business needs. Provides Customer Support and technical issue resolution via hands-on, E-mail, 
phone, remote access tools, and other electronic medium. Tracks and maintains communication with the customer from 
the beginning to the end of any established issue, or concern. Supports mobile devices to identify and resolve issues 
related to agency applications.Interacting With Computers: Configures and deploys devices with agency-specific images. 
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Assist with software and hardware implementations for new and existing applications. Configures and deploys 
specialized printers. Sets up and troubleshoots video conferencing and Audio Video equipment. Edit media 
production.Repairing and Maintaining Electronic Equipment: Repairs and maintains agency-specific electronic 
equipment. Assist with telecommunications support.Communicating with Persons Outside the Organization: 
Communicate effectively with outside vendors while representing the state in a professional manner.Performing 
Administrative Activities: Utilize a problem resolution system to track customer requests. Perform local backup 
procedures for agency data. Grants approved access to agency applications for system access and security levels. May 
serve as a liaison to the OIR security team. Identifies and analyzes equipment for inventory replacement and coordinates 
surplus efforts.Getting Information: Confer with customers by telephone, e-mail, or in person in order to provide 
assistance with Information Technology products and services to support the customer in completing job duties. 
Reviews multiple logs (security, users, performance, etc.) and monitors systems activity to determine and help resolve 
issues.Updating and Using Relevant Knowledge: Use various methods to perform research from a technical knowledge 
base and any other pertinent resources.Communicating with Supervisors, Peers, or Subordinates: Maintain good 
working relationship with managers, peers, and the customer served. Communicate effectively by keeping supervisor 
informed of issues affecting performance. Communicate on a regular basis with coworkers/team to share knowledge. 
Communicate effectively in written form, by email, by phone or in person.Documenting/Recording Information: 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems. Create resource, reference 
and instruction materials for technical and end-user training. Documents procedures associated with daily IT 
operations.Evaluating Information to Determine Compliance with Standards: Becomes familiar and identify any 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.Interpreting the 
Meaning of Information for Others: Interpret technical documentation and solutions to customers.Training and Teaching 
Others: Assist with customer training, either on-site or via remote conferencing on agency-specific applications using 
established guidelines. Assist with product demonstrations to potential customers.Performing General Physical 
Activities: Lifts, bends, stands, sits, walks and talks for substantial periods of time. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competency Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of Business and Management Principles Basic Office Automation Familiar with 
Customer Relationship Management Familiar with Instructional Design Methodologies Familiar with Adult Learning 
Principles Elementary knowledge of Methods for Curriculum and Training Basic Common E-Learning Development 
Software Elementary Understanding of Learning Management Systems and Standards Elementary Knowledge of 
Business Applications Security Roles Elementary Knowledge of Business Application Processes Knowledge of Remote 
Assistance Software Basic Knowledge of Hardware Components Knowledge of Hardware and Software Installation 
Elementary Knowledge of Networking Principles Familiar with Application Reporting Tools Elementary Knowledge of 
Client-Based Application Installation Elementary Knowledge of Web-Based Application Installation Basic Knowledge of 
PC Operating Systems Basic Knowledge of Project Management Principles Basic Knowledge of Audio/Visual Equipment 
Basic Knowledge of Web Cameras Learn Web Conferencing Packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and DevicesSkills: Presentation Skills Training Skills Communication Skills Basic 
Analytic and Diagnostic Hardware Skills Basic Analytic and Diagnostic Client-Based Software Skills Basic Analytic and 
Diagnostic Web-Based Software Escalate or Resolve Issues Analytical Thinking Skills Aptitude to Perform Application 
Administration and Support Active Listening Critical Thinking Reading Comprehension Public Speaking Good Writing 
Skills Social Skills (Negotiation, Persuasion, Mediation, Social Perceptiveness) Determine Tools and Equipment needed to 
do a Job Basic Understanding of Programming Judgment and Decision Making Skills Time Management SkillsAbilities: 
Ability to Travel Ability to Deal with Frequent Changes Installing and Configuring Software Installing and Configuring 
Hardware Ability to lift up to 50 lbs. Ability to Comprehend, Retain, and Apply Newly Introduced Skills Reasoning 
(Deductive and Inductive) Fluency of Ideas Thinking Skills (Logical and Creative) Problem Sensitivity Ability to Focus 
Ability to Shift Back and Forth between two or More Activities Dynamic Flexibility (Bend, Stretch, Twist, etc.) Fulfill 
Physical Demands Related to Specified Tasks for Substantial Periods of Time 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  5037 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 
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conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 
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knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5038 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 
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conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 
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knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5039 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 
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conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 
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knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5040 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 
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conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 
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knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5041 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 
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conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 



 TN Job Classification Specifications  
September 22, 2020 

knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075611 - BUSINESS TECH SUPPORT-LEAD 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5042 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the areas listed (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other related system operations problems for computer system hardware or software; or 
(2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the systematic 
analysis of user and systems requirements for computer or information systems; or (5) the training or instruction of 
individuals in systems analysis, applications programming, or proper utilization and implementation of hardware or 
software systems components within computer or information systems. Substitution of a Specific Associates Degree for 
the Required Bachelor's degree: An Information Technology Associate's degree may be substituted for the required 
Bachelor's degree. Substitution of Experience for Education: Experience in one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) the resolution of data manipulation 
errors, the maintenance of computer hardware, or the correction of other related system operations problems for 
computer system hardware or software; or (2) the strategic planning of hardware or software components; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
ORSubstitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, works independently or leads a team of Business Technical Support responsible for 
communicating with business users to determine business needs and ensure those needs are fulfilled by technical staff, 
performing related tasks on a daily basis as required. Distinguishing Features: An incumbent in this class performs work 
independently and within a team environment, and leads or supervises a team to implement software and hardware 
configurations for new and existing agency needs. This class differs from that of Business Tech Support-Adv in that an 
incumbent of the latter performs at the working level and performs work independently and within a team 
environment.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Leads a team utilizing various methods to perform research and implement 
industry standards for ""best practices"" to enhance current skillsets and successfully perform the duties and 
responsibilities of this role. Assesses own strengths and weaknesses, pursues training and development opportunities, 
strives to continually build knowledge and skills and shares expertise with others.Interacting With Computers: Leads a 
team to implement software and hardware configurations for new and existing agency applications. Leads in the 
deployment of agency-specific images for devices and non-standard (specialized) printers. Ensures video conferencing 
and audiovisual devices are working properly to accommodate customer needs. Creates and edits media 
production.Interpreting the Meaning of Information for Others: Translates and communicates technical terms into non-
technical language for customers.Training and Teaching Others: Conducts customer training, either on-site or via remote 



 TN Job Classification Specifications  
September 22, 2020 

conferencing on agency-specific applications using established guidelines. Instructs technical team members on the 
proper training on agency-specific applications. Works with management to identify and provide the development, 
delivery, and/or coordination of training courses and materials that address specific agency needs.Provide Consultation 
and Advice to Others: Evaluates business processes to provide technical solutions to improve daily operations. Shares 
and implements new technology and ideas with team customers to provide better solutions for business process 
improvement.Performing Administrative Activities: Creates, performs, and tests local backup procedures for agency 
data on an annual basis to ensure data integrity. Develops standards for granting access to agency applications for 
systems and security levels. May serve as a liaison to the OIR security team. Identifies and analyzes equipment for 
hardware replacement project. Utilizes a problem resolution system to track requests in order to perform trend analysis 
and performance metrics for reporting purposes.Thinking Creatively: Shares and implements new technology and ideas 
with team and customers to provide better solutions for business process improvement.Developing Objectives and 
Strategies: Utilizes knowledge gained in the business area to implement technical solutions in support of the agency's 
strategic goals.Judging the Qualities of Things, Services, or People: Provides multiple options indicating the best possible 
technical solution to accommodate agency-specific business needs. Provides performance feedback to management 
identifying strengths, weaknesses, improvement recommendations, training, and goal-setting.Organizing, Planning, and 
Prioritizing Work: Coordinates and works with multiple teams to prioritize, plan, establish goals, and implement projects 
to meet agency-specific needs.Resolving Conflicts and Negotiating with Others: Mediates or resolves a wide variety of 
issues, such as complaints, employee disputes, or negotiations that impact the business.Getting Information: 
Communicates with customers by telephone, e-mail, or in person in order to provide assistance with Information 
Technology products and services to support the customer in completing job duties. Analyzes documents, monitors 
systems, and takes action to resolve issues. Leads team to ensure analytical and technical experience in IT applications 
support and gain business knowledge in one or more areas of the organization. Evaluates completed work requests to 
ensure customer satisfaction, proper resolution, and gathering metrics to determine issue trends for quality 
improvement.Making Decisions and Solving Problems: Responds to the customer with the most accurate and complete 
information available to include escalating or reassigning issues or requests for service. Identifies and implements 
appropriate technical solutions to resolve agency-specific business needs. Collaborates with team members within the 
agency, other departments, and outside resources regarding mobile devices. Provides customer support or leads a team 
to provide technical resolutions via hands-on, e-mail, remote access tools, and other electronic medium. Tracks and 
maintains communication with the customer from the beginning to the end of any established issue or concern. 
Provides comprehensive technical support services across all technologies for the agency.Repairing and Maintaining 
Electronic Equipment: Leads subordinates on repair and maintenance of specialized equipment. Coordinates and 
resolves all telecommunications requests. Evaluates multiple hardware instances for the need to enhance/upgrade 
components for non-standard equipment and software, including memory, hard drive, etc.Documenting/Recording 
Information: Organizes and manages a knowledge base of issue resolutions to be used by the IT team. Creates resource, 
reference and instruction materials for technical and customer training. Defines, creates, and obtains approval to 
implement IT policies and procedures.Communicating with Persons Outside Organization: Communicates effectively 
with other departments and external entities while representing the state in a professional manner.Evaluating 
Information to Determine Compliance with Standards: Identifies any violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.Communicating with Supervisors, Peers, or Subordinates: Maintains 
good working relationship with managers, peers, and the customer served. Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge. Communicates effectively in written form, by e-mail, by phone or in person.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates time, costs, and employee resources for assigned 
projects.Performing General Physical Activities: Lifts, standing, sits, walks and talks for substantial periods of time." 
 
Competencies (KSA’s): 
"Competencies: Problem Solving Approachability Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Learning on the Fly Technical Learning Customer Focus Time Management Written 
CommunicationsKnowledge: Knowledge of business and management principles Advanced office automation Proficient 
knowledge and usage of ""Principles of Customer Relationship management"" Application Design 
(knowledge/understanding, structure, process flow, etc.) Knowledge of developing Instructional design methodologies 
Expert knowledge of Adult Learning Principles Expert knowledge of methods for curriculum and training Expert 



 TN Job Classification Specifications  
September 22, 2020 

knowledge of Common e-learning development software Expert knowledge of Learning Management Systems and 
Standards Knowledge of business applications security architecture Expert knowledge of business application processes 
Knowledge of remote assistance software Knowledge of hardware components integration Knowledge of hardware and 
software installation Advanced knowledge of creating software images Knowledge of networking principles Knowledge 
of relational databases Knowledge of application reporting tools Knowledge of client-based application installation 
Knowledge of client-based application connectivity and configuration Knowledge of web-based application connectivity 
and configuration Knowledge of web-based application installation Expert knowledge of operating systems Knowledge 
of PC operating systems compatibility with business applications Knowledge of project management planning and 
execution Knowledge of audio/visual equipment setup and troubleshooting Knowledge of web cameras setup and 
troubleshooting Knowledge of web conferencing packages Knowledge of Mathematics Knowledge of Statistics 
Knowledge of Telecommunications and devices Knowledge of Quality ImprovementSkills: Presentation Skills Training 
skills Communication Skills Advanced analytic and diagnostic hardware skills Advanced analytic and diagnostic client-
based software skills Advanced analytic and diagnostic web-based software Escalate or resolve issues Analytical thinking 
skills Aptitude to perform application administration and support Proficient with editing multimedia content Active 
Listening Critical Thinking Reading Comprehension Public Speaking Good writing skills Social skills (negotiation, 
persuasion, mediation, social perceptiveness) Determine tools and equipment needed to do a job Basic understanding 
of Programming Judgment and decision making skills Resource Management Skills Time Management skillsAbilities: 
Ability to train others Ability to travel Ability to deal with frequent changes Installing and configuring software Installing 
and configuring hardware Ability to lift up to 50 lbs. Ability to comprehend, retain, and apply newly introduced skills 
Reasoning (deductive and inductive) Ability to perform Trend Analysis Fluency of ideas Thinking skills (logical and 
creative) Problem sensitivity Ability to focus Ability to shift back and forth between two or more activities Dynamic 
flexibility (bend, stretch, twist, etc.) Fulfill physical demands related to specified tasks for substantial periods of time" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075679 - C&I BUSINESS DEVELOPMENT DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3985 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073115 - C&I LEGISLATIVE DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3217 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073139 - C&I POLICY ADVISOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2443 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079179 - C&Y ASSOCIATE DIRECTOR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4410 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079119 - C&Y PROGRAM ADMINISTRATOR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4337 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079118 - C&Y PROGRAM COORDINATOR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4336 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and 
experience equivalent to three years of professional experience in one or more of the following areas (1) social work, 
mental health, juvenile justice, marketing/community relations or educational program work (including managing, 
consulting or administering the services;) or (2) Grants administration; or resource cultivation/development, public 
health community education or government affairs; or (3) post-secondary instruction of sociology, social work, early 
childhood education, related social sciences or criminal justice. Substitution of Education for Experience:  Additional 
graduate coursework in one or a combination of the following professional areas may substitute for the required 
experience on a year-for-year basis to a maximum of two years: (1) law, criminology, or sociology; (2) public policy and 
program development; or (3) psychology, public health, community education, social work, or other fields which involve 
child and family studies." 
 
Other Requirements: 
Necessary Special Qualifications:     Applicants for this class must be willing to travel locally, regionally and statewide to 
meet specific job requirements. Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for community development and organizing; event organization, 
planning and implementation; government affairs; professional field monitoring, grants management and 
administration; and coordination, research and planning of children’s programs or juvenile justice programs of 
considerable difficulty and performs related work as required. Distinguishing Features:  An employee in this class is 
responsible for advocacy for children and families, including the evaluation of policy issues affecting children and youth 
in Tennessee. An employee in this class may be assigned responsibilities in grants administration, juvenile justice, 
community organizing, or government affairs. Employees will be required to travel locally, regionally and statewide to 
meet their specific job requirements. This class differs from Children’s Program Director in that the incumbent of the 
latter is responsible for supervisory work. 
 
Work Activities: 
Developing and Building Teams:    Recruits members, staffs and maintains a Regional Council on Children and Youth, 
comprised of child advocates to provide for the mutual exchange of information and networking among service 
providers, advocates and elected officials.    Educates, or creates learning opportunities to educate, council members, 
officials, and others involved in services for children and youth, and the general public concerning the needs and 
problems of children and youth in the region and the state.    Coordinates regional and local efforts between public and 
private service providers to enhance services for children and youth.    Advocates for legislation, policies and programs 
at the local, regional, and state level to promote and protect the health, well-being and development of children and 
youth.    Collects, compiles and distributes data.    Makes recommendations on the needs of and problems of children 
and youth.Developing Objectives and Strategies:    Coordinates and monitors the distribution of state and federal grants 
for children and families.    Ensures funds for programs are spent in a fiscally responsible and effective way.    Gathers 
recommendations of juvenile justice programming needs from Commission Members and other officials.    Notifies 
prospective grantees of grant funds available with the Commission.    Organizes and implements grant-writing 
workshops and provide technical assistance for prospective grantees.    Evaluates the quality, need, and priority of grant 
applications.    Provides on-site monitoring to recipients of grants to ensure funds are being spent in stipulated ways and 
to ensure the appropriate detention of juveniles.    Writes complex monitoring reports stating whether mandates are 
being met by grantees and/or the state.Training and Teaching Others:    Educates, or creates learning opportunities to 
educate, council members, officials, and others involved in services for children and youth, and the general public 
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concerning the needs and problems of children and youth in the region and the state.    Trains grant recipients on new 
programs, policies, grant requirements, and other children’s issues.    Provides training to agency grantees, juvenile 
court judges and juvenile court staff across Tennessee to keep them informed of current changes in law.Provide 
Consultation and Advice to Others:    Engages in capacity building activities by providing consultative services to public 
and private providers, child and family advocates, elected officials and/or the general public. These may include, but are 
not limited to, technical assistance, community building, information and access, case management support and crisis 
assistance.    Meets with agency grantees, juvenile court judges and juvenile court staff from across Tennessee to keep 
them informed of current changes in law.Evaluating Information to Determine Compliance with Standards:    Monitors 
juvenile and adult detention facilities in compliance with the Office of Juvenile Justice and Delinquency Prevention 
guidelines and submit required reports to ensure compliance.    Monitors grantees to ensure compliance with the 
Tennessee Department of Finance and Administration’s Policy 22 requirements.Communicating with Persons Outside 
the Organization:    Publicizes and shares the Commission’s viewpoint on legislation and issues affecting children, youth 
and families.    Communicates with local print and broadcast media about issues affecting children, youth and families.    
Participates as a speaker or facilitator of special events.Analyzing Data or Information:    Collects, compiles and 
distributes data.    Interprets data relevant to children, youth and families and be able to summarize data for members 
of the media, elected officials and/or child advocates.    Writes complex reports stating whether mandates are being met 
by agency grantees and/or the state, which will ensure Federal Juvenile Justice funding continues.Establishing and 
Maintaining Interpersonal Relationships:    Supports, encourages and helps strengthen child and family focused 
networks and organizations by identifying, engaging and participating in activities that cultivate linkages, which will 
improve the status of children, youth and families.    Serves on advisory boards, task forces or other groups, which will or 
have the potential to improve outcomes for children, youth and families. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Dealing with Ambiguity    Decision Quality    Intellectual Horsepower    Perspective    
Strategic Agility    Delegation    Informing    Organizing    Planning    Time Management    Command Skills    Organizational 
Agility    Political Savvy    Presentation Skills    Written Communications    CompassionKnowledge:    Administration and 
Management    Clerical    Communications and Media    Customer and Personal Service    Law and Government    
Psychology    Public Safety and Security    Sociology and Anthropology    Therapy and CounselingSkills:    Critical Thinking    
Learning Strategies    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Persuasion    Social 
Perceptiveness    Complex Problem Solving    Judgment and Decision Making    Systems Analysis    Time 
ManagementAbilities:    Fluency of Ideas    Oral Comprehension    Oral Expression    Originality    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer Including Skill with Microsoft Office Suite    Telephone/Cellular Devices    Fax Machine    
Printer/Copier/Scanner 
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079125 - C&Y PROGRAM DIRECTOR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4338 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079121 - C&Y REGIONAL PROGRAM ADMIN 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4349 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to five years of professional experience in one or more of the following areas (1) social work, mental health, 
juvenile justice, marketing/community relations or educational program work (including managing, consulting or 
administering the services;) or (2) Grants administration; or resource cultivation/development, public health community 
education or government affairs; or (3) post-secondary instruction of sociology, social work, early childhood education, 
related social sciences or criminal justice. Substitution of Education for Experience:  Additional graduate coursework in 
one or a combination of the following professional areas may substitute for the required experience on a year-for-year 
basis to a maximum of two years: (1) law, criminology or sociology; (2) public policy and program development; or (3) 
psychology, public health, community education, social work, or other fields which involve child and family studies. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to travel locally, regionally and statewide to 
meet specific job requirements.  
 
Job Overview: 
Summary: Under general supervision, is responsible for community development and organizing; event organization, 
planning and implementation; government affairs; professional field monitoring, grants management and 
administration; and coordination, research and planning of children’s programs or juvenile justice programs of 
considerable difficulty and performs related work as required. Provides support to a regional council, supervises C&Y 
Program Coordinators (regional coordinators) within a grand division of the state. Distinguishing Features:  An employee 
in this class is responsible for advocacy for children and families, including the evaluation of policy issues affecting 
children and youth in Tennessee.  An employee in this class may be assigned responsibilities in grants administration, 
juvenile justice, community organizing, or government affairs. Employees will be required to travel locally, regionally 
and statewide to meet their specific job requirements. This class differs from the C&Y Program Coordinator in that an 
employee in this class has responsibility for grand regional oversight and supervisory work of C&Y Program 
Coordinators. 
 
Work Activities: 
Developing and Building Teams:     Recruits members, staffs and maintains a Regional Council on Children and Youth, 
comprised of child advocates to provide for the mutual exchange of information and networking among service 
providers, advocates and elected officials.    Educates, or creates learning opportunities to educate, council members, 
officials, and others involved in services for children and youth, and the general public concerning the needs and 
problems of children and youth in the region and the state.    Coordinates grand division, regional and local efforts 
between public and private service providers to enhance services for children and youth.    Advocates for legislation, 
policies and programs at the local, regional, grand division and state level to promote and protect the health, well-being 
and development of children and youth.    Collects, compiles and distributes data.    Makes recommendations on the 
needs of and problems of children and youth.    Supervises C&Y Program Coordinators, including completing all time and 
attendance and performance management functions and related tasks in Edison.     Coaches staff in goal setting, 
employee development and performance.     Monitors trends, best practices and opportunities for grand division wide 
collaboration and collective impact to improve the quality of life for children and families.  Provide Consultation and 
Advice to Others:    Engages in capacity building activities by providing consultative services to public and private 
providers, child and family advocates, elected officials and/or the general public. These may include, but are not limited 
to, technical assistance, community building, information and access, case management support and crisis assistance. 
Evaluating Information to Determine Compliance with Standards:    Monitors juvenile and adult detention facilities in 
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compliance with the Office of Juvenile Justice and Delinquency Prevention guidelines and submit required reports to 
ensure compliance.    Monitors grantees to ensure compliance with the Central Procurement Office’s CPO Policy #2013-
007, Grant & Sub-recipient Monitoring. Communicating with Persons Outside the Organization:    Publicizes and shares 
the Commission’s position on legislation and issues affecting children, youth and families.    Communicates with local 
print and broadcast media about issues affecting children, youth and families.    Participates as a speaker or facilitator of 
special events. Analyzing Data or Information:    Interprets data relevant to children, youth and families and is able to 
summarize data for members of the media, elected officials and/or child advocates.Establishing and Maintaining 
Interpersonal Relationships:    Supports, encourages and helps strengthen child and family focused networks and 
organizations by identifying, engaging and participating in activities that cultivate linkages, which will improve the status 
of children, youth and families.    Serves on advisory boards, task forces or other groups, which will or have the potential 
to improve outcomes for children, youth and families. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Innovation Management    Intellectual Horsepower    
Problem Solving    Strategic Agility    Delegation    Developing Direct Reports and Others    Organizational Agility    
Political Savvy    Presentation Skills    Written Communications    Compassion    Building Effective Teams    Managing 
Vision and Purpose Knowledge:     Administration and Management    Clerical    Communications and Media    Customer 
and Personal Service    Law and Government    Personnel and Human Resources    Psychology    Public Safety and 
Security    Sociology and Anthropology    Therapy and Counseling Skills:    Critical Thinking    Learning Strategies    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Persuasion    Social Perceptiveness    
Complex Problem Solving    Judgment and Decision Making    Systems Analysis    Time Management and Management of 
Personnel Resources  Abilities:    Fluency of Ideas    Oral Comprehension    Oral Expression    Originality    Time Sharing    
Written Comprehension    Written Expression    Speech Clarity and Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer including skill with Microsoft Office Suite    Telephone    Fax Machine    Printer/Copier/Scanner 
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075640 - CABLING INFRAS SPECIALIST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3989 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and four years 
of experience designing low voltage cabling infrastructure installation. Preferably a Registered Communications 
Distribution Designer (RCDD) accreditation from Building Industry Consulting Services International (BICSI). Substitution 
of Experience for Education: Qualifying experience relating to low voltage cabling systems and infrastructure installation 
may substitute for the required education on a year for year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the most complex voice, data, and video cabling and/or wireless 
infrastructure analytical work involving the analysis of user requirements, wired and wireless network infrastructure 
design, project management and coordination, work order and installation monitoring and inspection, and level-3 
technical support for cabling infrastructure problem resolution, and performs related work as required.Distinguishing 
Features: This is the advanced working level in the Cabling Infrastructure Spec series. An employee in this class manages 
projects and coordinates all tasks required to install and maintain the most complex cabling and/or wireless 
infrastructures to support agency locations statewide. The employee assesses agency business requirements and 
converts those requirements into technical design solutions, provides cost estimates, enters, tracks and monitors work 
orders, manages multiple complex cabling and/or wireless projects at various locations throughout the State, and 
provides level-3 technical support for problem resolution involving complex infrastructure installations. This class differs 
from a Cabling Infrastructure Specialist-Intermediate in that an incumbent of the latter is responsible for voice, data, 
and video cabling and/or wireless infrastructure work of routine difficulty and provides level-2 support for problem 
resolutions. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:     Visits site during contractor installation to insure design, installation 
procedures, and verify schedule adherence.    Visits the site after contractor installation to verify type and quantities of 
material for verification in billing process.Identifying Objects, Actions, and Events:    During site inspection, identifies 
discrepancies in intended design installation (e.g. Cable type, termination method).    During site inspection, identifies 
discrepancies in intended design installation (e.g., electrical/HVAC pathways/devices).Inspecting Equipment, Structures, 
or Material:    Inspects the infrastructure installations and designs at a variety of work sites statewide.    Inspects the 
cable used to make sure it is properly labeled, correctly installed at each connection point, cables are not under physical 
stresses beyond standards, cable ends are properly terminated, and the correct type of cable is used to support the 
system requirements.    Verifies fire stops and other safety measures exist; inspects cabling area for ventilation, 
organization, and tidiness.Thinking Creatively:    Reviews new design of telecom space for better usage during new IT 
deployment.    Reviews existing layout of telecom space for better usage during new IT deployment.Scheduling Work 
and Activities:    Coordinates structured cabling work.    Coordinates structured cabling work for larger projects and work 
crews.Organizing, Planning, and Prioritizing Work:    Enter agency request from Remedy into state cabling contractor 
interface.    Prioritize critical Help Desk tickets in state cabling contractor's work.Interpreting the Meaning of Information 
for Others:    Establish communications to resolve terminology barriers between electrical/HVAC engineers, interior 
designers and IT engineers.Provide Consultation and Advice to Others:    Advise agency vendor of existing infrastructure 
so they may avoid service disruption during process.Getting Information:    Visit the site to collect information on 
telecom enviromentals for design/construction review.    Visit the site to collect information on telecom existing physical 
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space and space for growth for design/construction review.    Visit the site to collect information on telecom pathways 
both interior and exterior and existing cable plant for design/construction review.    Reviews site service provider’s 
demarcation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Perform site evaluation 
for agency budgetary figures for cabling infrastructure.Processing Information:    Enter verified As-Built, floor plans, test 
results, and manufacture warranties into Cable Infrastructure Database.Evaluating Information to Determine 
Compliance with Standards:    Compare the cabling design, plan, and the building layout against state standards for 
completeness, accuracy, and adherence to standards.    Verify that the structured cabling installations and designs meet 
state and industry standards.    Supplies cable installers with updated information regarding State standards.    Compare 
the installation of the cable closet, wiring, and related infrastructure components, on-site, against standards.    Ensures 
physical factors of all equipment racks, wire ways, and cabling is grounded and protected according to standards.Making 
Decisions and Solving Problems:    Evaluate cabling infrastructure problems.    Evaluate whether a low voltage cabling 
problem is a result of software, hardware, or installation of another agency or vendor's (e.g. telephone, LAN, WAN) 
products.    Reviews work order and other records at completion of project to assure the actions taken have been 
recorded accurately.    Resolves minor problems, including slow network or equipment performance or single user 
accounts down.    Resolve urgent problems, including network or equipment shutdowns.Developing Objectives and 
Strategies:    Establishes an approximate timeline for resolving problems based on the problems' priority level and what 
must be done to correct the problem; explains the timeline to the agency representatives.    Create a timeline for project 
completion.Performing General Physical Activities:    During a site survey/inspection, reviews interior and exterior 
pathways including single story to multi story/campus environments.Operating Vehicles, Mechanized Devices, or 
Equipment:    Utilize state vehicle to visit agency sites/state cabling contractor locations or associated sites.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Create cabling infrastructure designs for projects 
that may involve single buildings or workstations.    Creates site-specific drawings and records for entry into a cable 
management system, electronic schematic, or related engineering drawings.    Create cabling infrastructure designs for 
larger projects that may involve multiple buildings or floors.    Identify agencies' cabling needs including number of 
users, work stations, hardware to be connected, future growth, new technologies, and other cabling infrastructure 
issues.Documenting/Recording Information:    Maintain the Cabling Infrastructure project records.    Updates records to 
show components installed, work completed, and changes to the work order.    Combine multiple cabling databases and 
records into a composite file system.    Enter site information into database or paper files based on department 
requirements and categories such as agency, city, street address, or data type.    Writes standards based on codes, law, 
and philosophy of design for a low voltage cabling environment.Communicating with Supervisors, Peers, or 
Subordinates:    Discusses with management how standards could be rewritten to be more practical and applicable in 
the field, based on current trends in cabling technology literature and changes in procedure.Communicating with 
Persons Outside Organization:    Reviews State cabling infrastructure requirements and installation with agency, agency 
vendor, mechanical/plumbing/electrical engineering firms, service providers and any other entities who will be involved 
in the process.    Determine the best time to make changes to the infrastructure based on agency work schedules, 
contractor availability, projected time frames for completing the work, and related cabling factors.    Discuss problems 
with agency representatives.    Discusses differences in records or opinions pertaining to the manner in which labor is 
billed, materials are used, or work is performed with the vendor or appropriate party.    Contacts appropriate person to 
obtain any missing information related to project activities.    Discuss design and the most cost or time efficient process 
for installing the cabling infrastructure.    Discuss cabling infrastructure options, including, but not limited to, changing 
the cabling infrastructure design, using a wireless system, or modifying cabling components, if building specifications 
cannot be met.    Discuss the cabling infrastructure design, costs, and timeline with the agency representative to gain 
approval for the project.    Explain the building specifications, such as size of room and distance of space between floors, 
required by state standards to the building owner or general contractor.Coordinating the Work and Activities of Others:    
Identifies building owners, architects, vendors, state departments and others who will be involved in the construction or 
remodeling of the building and cabling infrastructure.    Adjust plan based on changes that have occurred to the design, 
feedback from the agency, and adjustments needed to accommodate other vendors' needs. Analyzing Data or 
Information:    Identify the underlying cause of problems including damaged cables or equipment.    Identifies how many 
people will be affected, how drastically they will be affected, and what other issues have been received to determine to 
whom the problem should be delegated.    Identify agencies' cabling needs including number of users, work stations, 
hardware to be connected, future growth, new technologies, and other cabling infrastructure issues.    Identifies physical 
requirements and constraints to the infrastructure, and where connections, cables, boxes, closets, conduits, and other 
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equipment are currently located or should be located based on the building layout.    Identify the number and type of 
materials needed to complete the project.Updating and Using Relevant Knowledge:    Attends BICSI approved seminars, 
classes, webinars, and conferences to continue relevant knowledge.    Attends manufacture/vendor approved seminars, 
webinars, and conferences to continue relevant knowledge.Performing Administrative Activities:    Updates state's 
software and cabling contractor's interface daily.Interacting With Computers:    Enters and maintains information 
utilizing Microsoft Office Suite.    Maintains and updates information on state specific software.    Uses and maintains 
knowledge of AutoCAD and vendor testing software. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality               Customer Focus    Timely Decision Making                                Written 
Communications                Understanding Others    Innovation Management                                Problem Solving                              
Directing Others    Planning                           Composure                       Presentation Skills    Time Management        
Knowledge:    Customer and Personal Service    Telecommunications                       Cable Types Shielding and Rating    Fire 
Propagation Prevention             Interior Telecommunications Space and Design                           Interior 
Telecommunications Pathways and Design                     Exterior Telecommunications Space and Design                          
Exterior Telecommunications Pathways and Design     Design               Administration and Management                   Building 
and Construction                             Computer and Electronics                              Engineering and Technology                          
Mathematics                     Public Safety and Security                             Basic EMI Considerations                              Grounding 
and Bonding                                Testing Methods and Software                       Basic Network Topologies                              
National Fire Protection Association and Local Codes                                Life Safety                        Building Industries 
Consulting Services International Telecommunications Distribution Methods Manuals             Data Center Design and 
Topologies                              Service Provider Methodologies    Mechanical    Wireless Systems              Legacy 
Telecommunications Systems    Other Low Voltage Systems-such as Paging and Building Automation    Electrical Delivery 
Types and Ratings    Legal Egresses              Skills:    Equipment Selection    Active Listening                             Speaking                          
Writing                            Systems Evaluation    Negotiation                      Troubleshooting                              Judgment and 
Decision Making                     Time Management                          Active Learning                              Management of Financial 
Resources                             Complex Problem Solving                              Critical Thinking                         Abilities:    Time 
Sharing                    Written Comprehension    Speech Recognition                         Visual Color Discrimination    Deductive 
Reasoning                       Inductive Reasoning                        Written Expression                          Depth Perception                            
Speech Clarity                                 Extend of Flexibility                        Visualization          
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Printer    Scanner    Plotter    Fax Machine    State Vehicle    Ladder    Fiber    Copper Test 
Equipment    Measuring Wheels 
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097445 - CADD SUPERVISOR 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4605 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Architectural 
Engineering, Computer Drafting and Design, Civil Engineering, Environmental Technology, or Geography and experience 
equivalent to one year of full-time CADD work in topographical mapping or roadway/structural planning, design, and/or 
drafting. Substitution of Education for Experience: None. Substitution of Experience for Education: Qualifying CADD 
experience in topographical mapping or roadway/structural planning, design, and/or drafting may substitute for the 
required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education) there being no substitution 
for the required one additional year of CADD experience. OR Education and Experience:  Graduation from an accredited 
college or university with an associate's degree in Architectural Engineering Technology, Computer Drafting and Design, 
Civil Engineering Technology, Environmental Technology, or Geography and two years of full-time CADD work in 
topographical mapping or roadway/structural planning, design, and/or drafting. OR Two years of experience as a CADD 
Technician 3, or one year of experience as a CADD Technician 4 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) supervisory work of average 
difficulty and performs related work as required. Distinguishing Features: This is the first full supervisory level in the 
CADD Technician series. An employee in this class supervises a CADD drafting squad preparing complex construction 
plans for structural projects. This class differs from CADD Technician 4 in that an incumbent of the latter performs lead 
or minor supervisory duties. This class differs from CADD Supervisor 2 in that an incumbent of the latter either 
supervises and coordinates the activities of multiple CADD drafting squads in assisting in the overall supervision of a 
CADD drafting unit or assists in the overall supervision of a CADD cartographic unit. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Creates, and supervises subordinates in 
the development of, complex, detailed drawings which encompass variables in geometry, scale, form, and adherence to 
department and division standards and specifications. Enters, and trains subordinates in the application of alignments, 
grades, structural details and other project parameters into CADD programs. Guides and/or supervises personnel in the 
use of raw engineering data to create specialized data sets, reports, maps, graphics, and other requested 
materials.Monitor Processes, Materials, or Surroundings:  Monitors the work activities and processes of subordinates to 
ensure projects are completed accurately and efficiently.Estimating the Quantifiable Characteristics of Products, Events, 
or Information:  Estimates, measures, and/or quantifies the volume of construction materials needed to carry out 
agency projects, and verifies estimates created by subordinates.Analyzing Data or Information:  Conducts detailed 
analysis of engineering design notes to ensure all project information is accurate and complete for use in personal work 
assignments and/or those of a group or subgroup.Judging the Qualities of Things, Services, or People:  Assesses plans 
submitted by subordinates to ensure consistent, uniform appearance in accordance with divisional expectations. 
Assesses the quality of the work of subordinates to inform, advise, and guide performance management and 
development, and to ensure compliance with department, state, and federal standards, guidelines, and regulations. 
Assesses the performance of assigned subordinates and the needs of the department to make decisions and 
recommendations including promotion, demotion, transfer, and retention.Processing Information:  Performs, and 
supervises personnel in the performance of mathematical calculations to determine all project-related attributes for use 
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in engineering construction and/or transportation-related projects. Processes and reviews data from CADD/Coordinate 
Geometry software for use in engineering construction and/or transportation-related projects. Extracts data from 
internal sources for use in creating maps, graphics, surveyor land descriptions, and other reports.Making Decisions and 
Solving Problems:  Analyzes and identifies routine and job-related errors and determines the appropriate course of 
action to solve the problem. Assists in making decisions related to the management of divisional and program 
operations, activities, and performance. Resolves problems encountered by subordinates during daily work 
activities.Identifying Objects, Actions, and Events:  Identifies design and graphical errors and takes necessary corrective 
steps. Assists in the identification of project objectives, required resources, and technical approaches necessary to 
satisfy the needs of the agency by performing background research and applying defined standards.Organizing, 
Planning, and Prioritizing Work:  Prioritizes personal workload and the workloads of assigned subordinates to meet 
deadlines as required. Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.Evaluating Information to Determine Compliance with Standards:  Evaluates and trains 
subordinates to review plan sets and/or layouts to ensure compliance with department, state, and federal guidelines, 
regulations, specifications, and standards.Scheduling Work and Activities:  Schedules daily work activities of 
subordinates to meet requirements as specified by procedures, project schedules, and/or department 
goals.Coordinating the Work and Activities of Others:  Coordinates a team of subordinates to ensure work activities are 
performed and completed to specification and in a timely manner.Interacting with Computers:  Performs and supervises 
personnel in the detailing of complex digital projects incorporating principles, specifications, and accuracy standards for 
transportation-related projects. Prepares digital drawings, plans, and maps using CADD equipment and programs. 
Produces graphic representations of design for review and approval by upper level staff. Operates office productivity 
software to manage projects, including but not limited to: word processing programs, spreadsheet programs, 
presentation software, web-based email programs, and search engines. Operates and/or updates technical databases to 
maintain and view job-related data. Operates employee and manager self-service database to maintain and view 
personal employment data.Updating and Using Relevant Knowledge:  Evaluates industry standards and technological 
advances to determine if system improvements are beneficial to the agency. Maintains up-to-date knowledge of 
department and division-specific guidelines, standards, and other reference materials. Maintains up-to-date knowledge 
of CADD software. Seeks out work-related developmental opportunities to improve performance and team efficiency. 
Attends training events to learn new procedures, ensure continual learning, maintain current knowledge of the field, 
and increase job proficiency.Coaching and Developing Others:  Provides on-the-job training and guidance to assigned 
subordinates as needed to facilitate learning and development. Discusses performance with subordinates to identify and 
correct deficiencies and to reinforce strengths. Identifies areas in which subordinates may require additional instruction 
and takes action to retrain and assist as required.Developing Objectives and Strategies: Assists in the development and 
implementation of strategies, objectives, and goals for assigned program areas to enhance performance and improve 
organizational efficiency. Assists in developing and implementing strategic programs and events to improve subordinate 
morale.Guiding, Directing, and Motivating Subordinates:  Sets performance standards and goals for subordinates and 
monitors performance. Provides motivation through positive reinforcement and feedback to promote a productive and 
efficient work environment.Thinking Creatively:  Creates or assists in the creation of original designs and conceptual 
drawings for displays to be used in public meetings and presentations.Interpreting the Meaning of Information for 
Others:  Interprets technical information and verbiage to co-workers, subordinates, and/or internal business associates 
to provide clarity and reduce errors.Getting Information:  Retrieves job-related information from reference materials, 
equipment, applications, and databases. Acquires data by submitting requests to appropriate agencies and physically 
collects data from sources such as federal, state, and local agencies. Seeks out agency personnel for data and relevant 
information pertaining to agency-specific projects. Conducts site visits to obtain firsthand information to enhance 
understanding of project requirements and for the preparation of digital maps and other related reports.Communicating 
with Supervisors, Peers, or Subordinates:  Confers with staff to determine design modifications of active projects. 
Provides periodic progress reports to management or supervisor. Communicates or consults with supervisors, 
subordinates, and co-workers by phone, written form, e-mail or in person to ensure established policies and procedures 
are followed. Attends meetings with assigned subordinates and other internal and external business associates to gather 
project information and status updates and to disseminate information.Performing Administrative Activities:  Completes 
all required performance documentation for assigned subordinates to ensure operational efficiency. Oversees the 
maintenance of databases and/or project files of job-related information. Approves subordinate time and leave requests 
to ensure accurate documentation. Mails or e-mails correspondence to internal and external business 
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associates.Documenting/Recording Information:  Documents the performance of assigned subordinates continuously to 
ensure accurate and unbiased performance evaluations. Logs and approves personal time worked, projects worked, and 
leave taken on department-specific forms. Documents and stores appropriate information in electronic databases, 
shared servers, and/or physical forms as required ensuring accurate information is recorded.Resolving Conflicts and 
Negotiating with Others:  Assists in the resolution of interpersonal conflicts between assigned subordinates to ensure a 
respectful and productive work environment. Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance. Reports internal and external conflicts, complaints, 
and other issues to assigned supervisor or appropriate reporting authority as required.Developing and Building Teams:  
Models effective performance for co-workers and assigned subordinates to provide a role model, encourage success in 
others, and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development.Controlling Machines and Processes:  Operates printers, plotters, and scanners as 
required.Communicating with Persons Outside Organization:  Corresponds with individuals and agencies outside of the 
organization to troubleshoot, answer questions regarding CADD services, and retrieve project files.Performing General 
Physical Activities:  Walks through project sites, possibly including rough terrain and obstacles, to facilitate task 
completion in a variety of environmental conditions as required.Establishing and Maintaining Interpersonal 
Relationships:  Communicates politely and courteously with coworkers, supervisors, subordinates, and other business 
associates to ensure a positive and productive work environment.Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates passenger and/or transport vehicles within safety and departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency       Directing Others                     Problem Solving                     Planning                    
Priority Setting          Intellectual Horsepower                     Perseverance             Dealing with Ambiguity          Integrity and 
Trust                 Self-Development     Knowledge: Intermediate knowledge of Building and Construction             
Intermediate knowledge of Engineering and Technology                     Intermediate knowledge of Computers and 
Electronics           Intermediate knowledge of Mathematics                    Intermediate knowledge of Transportation                 
Basic knowledge of Education and Training                Skills: Active Learning          Active Listening          Critical Thinking                     
Intermediate Mathematics skill          Monitoring                 Reading Comprehension                    Speaking                   Writing          
Coordination              Instructing                 Complex Problem Solving                  Operation and Control            Intermediate 
Time Management skill            Abilities: Deductive Reasoning              Mathematical Reasoning        Memorization             
Number Facility         Oral Comprehension              Oral Expression          Perceptual Speed                   Selective Attention                 
Time Sharing             Visualization              Written Comprehension         Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Handheld GPS All-Terrain vehicle Survey Equipment Large format 
plotter Automatic Differential level Theodolite/EDM Total Station Instrument Surveying Electronic Data Collector 
Graphics or video accelerator card Plotter printer Pocket calculator Print server Scale Scanner Software, including but 
not limited to: computer-aided design (CAD), database, document management, photo imaging, map creation, office 
productivity, and optical character reader (OCR) or scanning software   
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097446 - CADD SUPERVISOR 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4606 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Architectural 
Engineering, Computer Drafting and Design, Civil Engineering, Environmental Technology, or Geography and experience 
equivalent to one year of full-time supervisory CADD work in topographical mapping or roadway/structural planning, 
design, and/or drafting. Substitution of Education for Experience: None. Substitution of Experience for Education: 
Qualifying CADD experience in topographical mapping or roadway/structural planning, design, and/or drafting may 
substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education) there 
being no substitution for the required one year of supervisory CADD experience. OR Education and Experience:  
Graduation from an accredited college or university with an associate's degree in Architectural Engineering Technology, 
Computer Drafting and Design, Civil Engineering Technology, Environmental Technology, or Geography and experience 
equivalent to three years of full-time CADD work in topographical mapping or roadway/structural planning, design, 
and/or drafting of which one must be supervisory. OR One year of experience as a CADD Supervisor 1 or two years of 
experience as a CADD Technician 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) supervisory work of 
considerable difficulty and performs related work as required. Distinguishing Features: This is the second full supervisory 
level in the CADD Technician series. Employees in a drafting assignment assist in the overall supervision of a CADD 
drafting unit and supervise multiple CADD drafting squads. Employees in a cartography assignment assist in the overall 
supervision of a CADD cartographic unit. This class supervises and differs from CADD Supervisor 1 in that an incumbent 
of the latter supervises a CADD squad. This class reports to and differs from CADD Supervisor 3 in that an incumbent of 
the latter has overall supervisory responsibility for the activities of a CADD drafting or mapping unit. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Creates, and supervises subordinates in 
the development of, complex, detailed drawings that encompass variables in geometry, scale, form, and adherence to 
department and division standards and specifications. Guides and/or supervises personnel in the use of raw engineering 
data to create specialized data sets, reports, maps, graphics, and other requested materials. Enters, and trains 
subordinates in the application of, alignments, grades, structural details, and other project parameters into CADD 
programs.Processing Information: Performs, and supervises personnel in the performance of, mathematical calculations 
to determine all project-related attributes for use in engineering construction and/or transportation-related projects. 
Reviews data produced in CADD/Coordinate Geometry software for use in engineering construction and/or 
transportation-related projects. Extracts data from internal sources for use in creating maps, graphics, surveyor land 
descriptions, and other reports.Monitor Processes, Materials, or Surroundings: Monitors the work activities and 
processes of subordinates to ensure projects are completed accurately and efficiently.Analyzing Data or Information: 
Conducts detailed analysis of engineering design notes and takes corrective steps, if necessary, to ensure all project 
information is accurate and complete for use in personal work assignments and/or those of a group or subgroup.Making 
Decisions and Solving Problems: Analyzes and identifies routine and job-related errors and determines the appropriate 
course of action to solve the problem. Resolves problems encountered by subordinates during daily work activities. 
Delegates work assignments and responsibilities to appropriate team members to ensure project deadlines are met. 
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Makes decisions related to the management of divisional and program operations, activities, and performance.Judging 
the Qualities of Things, Services, or People: Assesses and modifies workflow processes of the work unit, when needed, 
to ensure operational efficiency. Assesses plans submitted by subordinates to ensure consistent appearance in 
accordance with divisional expectations. Assesses the quality of the work of subordinates to inform, advise, and guide 
performance management and development, and to ensure compliance with department, state, and federal standards, 
guidelines, and regulations. Assesses the performance of assigned subordinates and the needs of the department to 
make decisions and recommendations including promotion, demotion, transfer, and retention.Identifying Objects, 
Actions, and Events: Identifies design and graphical errors and takes necessary corrective steps. Identifies project 
objectives, required resources, and technical approaches necessary to satisfy the needs of the agency by performing 
background research and applying defined standards.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Estimates, measures, and/or quantifies the volume of construction materials needed to carry out agency 
projects, and verifies estimates created by subordinates. Assesses the amount of labor that should be devoted to 
specific projects to meet required deadlines.Organizing, Planning, and Prioritizing Work: Prioritizes personal workload 
and the workloads of assigned subordinates to meet deadlines as required. Incorporates last minute and unscheduled 
tasks into current workload to ensure timely and accurate completion of work.Evaluating Information to Determine 
Compliance with Standards: Evaluates, and trains subordinates to review, plan sets and/or layouts to ensure compliance 
with department, state, and federal guidelines, regulations, specifications, and standards.Coordinating the Work and 
Activities of Others: Coordinates multiple teams of subordinates and/or internal and external business associates to 
ensure work activities are performed and completed to specification and in a timely manner.Interacting With 
Computers: Performs and supervises personnel in the detailing of complex digital projects incorporating principles, 
specifications, and accuracy standards for transportation-related projects. Prepares digital drawings, plans, and maps 
using CADD equipment and programs. Produces graphic representations of design for review and approval by upper 
level staff. Operates office productivity software including but not limited to: word processing programs, spreadsheet 
programs, presentation software, web-based email programs, and search engines to manage projects. Operates and/or 
updates technical databases to maintain and view job-related data. Operates employee and manager self-service 
database to maintain and view personal employment data.Updating and Using Relevant Knowledge: Evaluates industry 
standards and technological advances to determine if system improvements are beneficial to the agency. Maintains up-
to-date knowledge of department- and division-specific guidelines, standards, and other reference materials. Maintains 
up-to-date knowledge of CADD software. Seeks out work-related developmental opportunities to improve performance 
and team efficiency. Attends training events to learn new procedures, ensure continual learning, maintain current 
knowledge of the field, and increase job proficiency.Scheduling Work and Activities: Participates in establishing long-
term goals and project needs. Schedules daily work activities of subordinates to meet requirements as specified by 
procedures, project schedules, and/or department goals. May schedule meetings with assigned subordinates and 
internal and external business associates to gather project information and status updates and to disseminate 
information.Coaching and Developing Others: Seeks out work-related developmental opportunities for assigned 
subordinates to improve performance and team efficiency. Identifies, and encourages subordinates to attend training 
events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency. Encourages and mentors subordinate supervisors on how to effectively lead and develop a team of 
subordinates.Thinking Creatively: Creates or assists in the creation of original designs and conceptual drawings for 
displays to be used in public meetings and presentations. Considers alternative approaches to work flow processes and 
procedures when necessary to increase productivity, improve morale, and enhance performance.Developing Objectives 
and Strategies: Develops and implements strategies, objectives, and goals for assigned program areas to enhance 
performance and improve organizational efficiency. Develops and implements strategic programs and events to improve 
subordinate morale.Developing and Building Teams: Identifies developmental opportunities appropriate for assigned 
subordinates to improve team development.Guiding, Directing, and Motivating Subordinates: Sets performance 
standards and goals for subordinates and monitors performance. Provides motivation through positive reinforcement 
and feedback to promote a productive and efficient work environment.Interpreting the Meaning of Information for 
Others: Interprets technical information and verbiage to co-workers, subordinates, and/or internal business associates 
to provide clarity and reduce errors.Getting Information: Retrieves job-related information from reference materials, 
equipment, applications, and databases. Acquires data by submitting requests to appropriate agencies and physically 
collects data from sources such as federal, state, and local agencies. Seeks out agency personnel for data and relevant 
information pertaining to agency specific projects. Conducts site visits to obtain firsthand information to enhance 
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understanding of project requirements and for the preparation of digital maps and other related reports.Performing 
Administrative Activities: Completes all required performance documentation for assigned subordinates, and reviews 
performance documentation submitted by subordinate supervisors, to ensure operational efficiency. Oversees the 
maintenance of databases and/or project files of job-related information. Approves subordinate time and leave requests 
to ensure accurate documentation. Mails or e-mails correspondence to internal and external business 
associates.Communicating with Supervisors, Peers, or Subordinates: Confers with staff to determine design 
modifications of active projects. Provides periodic progress reports to management or supervisor. Communicates or 
consults with supervisors, subordinates, and co-workers by phone, written form, e-mail or in person to ensure 
established policies and procedures are followed. Conducts and/or attends meetings with assigned subordinates and 
internal and external business associates to gather project information and status updates and to disseminate 
information.Resolving Conflicts and Negotiating with Others: Assists in the resolution of interpersonal conflicts between 
assigned subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Reports internal and 
external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as 
required.Documenting/Recording Information: Documents the performance of assigned subordinates continuously to 
ensure accurate and unbiased performance evaluations. Logs and approves personal time worked, projects worked, and 
leave taken on department-specific forms. Documents and stores appropriate information in electronic databases, 
shared servers, and/or physical forms as required ensuring accurate information is recorded.Controlling Machines and 
Processes: Operates printers, plotters, and scanners as required.Operating Vehicles, Mechanized Devices, or Equipment: 
Operates passenger and/or transport vehicles within safety and departmental guidelines as necessary.Communicating 
with Persons Outside Organization: Corresponds with individuals and agencies outside of the organization to 
troubleshoot, answer questions regarding CADD services, and retrieve project files.Establishing and Maintaining 
Interpersonal Relationships: Communicates politely and courteously with coworkers, supervisors, subordinates, and 
other business associates to ensure a positive and productive work environment.Provide Consultation and Advice to 
Others: Provides advanced-level knowledge and expertise in job-related functions to internal and external business 
associates when necessary.Performing General Physical Activities: Walks through project sites, possibly including rough 
terrain and obstacles, to facilitate task completion in a variety of environmental conditions as required. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                    Directing Others                      Problem Solving                      
Planning                     Priority Setting           Intellectual Horsepower                      Motivating Others Decision Quality                      
Integrity and Trust Self-KnowledgeKnowledge: Advanced knowledge of Building and Construction                   Advanced 
knowledge of Design           Advanced knowledge of Engineering and Technology               Advanced knowledge of 
Computers and Electronics                  Advanced knowledge of Mathematics               Advanced knowledge of 
Transportation            Basic knowledge of Administration and Management                Basic knowledge of Education and 
Training                  Basic knowledge of Personnel and Human Resources  Skills: Active Learning           Active Listening           
Critical Thinking                      Intermediate Mathematics skill           Monitoring                  Reading Comprehension                     
Speaking                    Writing           Instructing                  Service Orientation                 Complex Problem Solving                   
Quality Control Analysis                      Operation and Control                         Judgment and Decision Making                                    
Management of Personnel Resources Advanced Time Management SkillAbilities:       Deductive Reasoning               
Mathematical Reasoning                                             Number Facility          Oral Comprehension               Oral Expression                                  
Selective Attention                  Speed of Closure                                 Visualization               Written Comprehension Written 
Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Handheld GPS All-Terrain vehicle Survey Equipment Large format 
plotter Automatic Differential level Theodolite/EDM Total Station Instrument Surveying Electronic Data Collector 
Graphics or video accelerator card Plotter printer Pocket calculator Print server Scale Scanner Software, including but 
not limited to: computer-aided design (CAD), database, document management, photo imaging, map creation, office 
productivity, and optical character reader (OCR) or scanning software 
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097447 - CADD SUPERVISOR 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4608 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Architectural 
Engineering, Computer Drafting and Design, Civil Engineering, Environmental Technology, or Geography and experience 
equivalent to two years of full-time supervisory CADD work in topographical mapping or roadway/structural planning, 
design, and/or drafting. Substitution of Education for Experience: None. Substitution of Experience for Education: 
Qualifying CADD experience in topographical mapping or roadway/structural planning, design, and/or drafting may 
substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education) there 
being no substitution for the required two years of supervisory CADD experience. OR Education and Experience: 
Graduation from an accredited college or university with an associate's degree in Architectural Engineering Technology, 
Computer Drafting and Design, Civil Engineering Technology, Environmental Technology, or Geography and experience 
equivalent to four years of full-time CADD work in topographical mapping or roadway/structural planning, design, 
and/or drafting of which two must be supervisory. OR One year of experience as a CADD Supervisor with the State of 
Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for CADD supervisory duties of considerable difficulty and performs 
related work as required. Distinguishing Features: An employee in this class supervises the activities of a CADD drafting 
or mapping unit, consisting of multiple CADD drafting or mapping squads. This class supervises and differs from CADD 
Supervisor 2 in that an incumbent of the latter assists in the supervision of a CADD drafting or mapping unit and directly 
supervises multiple drafting or mapping squads. 
 
Work Activities: 
Processing Information:  Performs and oversees all activities related to mathematical calculations to determine all 
project-related attributes for use in engineering construction and/or transportation-related projects. Reviews data 
produced in CADD/Coordinate Geometry software for use in engineering construction and/or transportation-related 
projects. Extracts data from internal sources for use in creating maps, graphics, surveyor land descriptions, and other 
reports.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Oversees the development of 
complex, detailed drawings which encompass variables in geometry, scale, form, and adherence to department and 
division standards and specifications. Oversees the use of raw engineering data to create specialized data sets, reports, 
maps, graphics, and other requested materials. Oversees the entry of alignments, grades, structural details, and other 
project parameters into CADD programs.Estimating the Quantifiable Characteristics of Products, Events, or Information:  
Oversees entire project estimates to ensure the accurate tabulation of construction materials needed to carry out 
agency projects. Assesses the amount of labor that should be devoted to specific projects to meet required 
deadlines.Staffing Organizational Units:  Participates in hiring process including identifying hiring criteria, recruiting, and 
interviewing applicants. Makes hiring decisions and/or recommendations based on results of recruiting and interviewing 
processes.Analyzing Data or Information:  Conducts detailed analysis of engineering design notes, and takes corrective 
steps if necessary, to ensure all project information is accurate and complete for use in personal work assignments 
and/or those of a group or subgroup.Evaluating Information to Determine Compliance with Standards:  Oversees and 
evaluates plan sets and/or layouts, and takes corrective steps if necessary, to ensure compliance with department, 
state, and federal guidelines, regulations, specifications, and standards.Monitor Processes, Materials, or Surroundings:  
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Monitors the work activities, processes, and progress of subordinates to ensure projects are completed accurately and 
efficiently.Interacting With Computers:  Performs and oversees all activities related to the detailing of complex digital 
projects incorporating principles, specifications, and accuracy standards for transportation-related projects. Prepares 
and oversees the preparation of digital drawings, plans, and maps using CADD equipment and programs. May produce 
graphic representations of design for review and approval by upper level staff. Operates office productivity software 
including but not limited to: word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and search engines to manage projects. Operates and/or updates technical databases to maintain and view 
job-related data. Operates employee and manager self-service database to maintain and view personal employment 
data.Making Decisions and Solving Problems:  Analyzes and identifies routine and job-related errors and determines the 
appropriate course of action to solve the problem. Oversees all decisions related to the management of divisional and 
program operations, activities, and performance. Oversees the resolution of problems encountered by subordinates 
during daily work activities. Delegates work assignments and responsibilities to appropriate team members to ensure 
project deadlines are met.Judging the Qualities of Things, Services, or People:  Assesses the quality of the work of 
subordinates to inform, advise, and guide performance management and development, and to ensure compliance with 
department, state, and federal standards, guidelines, and regulations. Oversees the assessment of plans submitted by 
subordinates to ensure consistent, uniform appearance in accordance with divisional expectations. Assesses the 
performance of assigned subordinates and the needs of the department to make decisions and recommendations 
including promotion, demotion, transfer, and retention. Assesses and modifies workflow processes of the work unit to 
ensure operational efficiency.Identifying Objects, Actions, and Events:  Identifies immediate work priorities due to 
changes in scheduling and project deadlines or updates. Identifies design and graphical errors and takes necessary 
corrective steps. Identifies project objectives, required resources, and technical approaches necessary to satisfy the 
needs of the agency by performing background research and applying defined standards.Organizing, Planning, and 
Prioritizing Work:  Prioritizes personal workload and the workloads of assigned subordinates to meet deadlines as 
required. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.Coordinating the Work and Activities of Others:  Oversees the coordination of multiple teams of 
subordinates and/or internal and external business associates to ensure work activities are performed and completed to 
specification and in a timely manner.Guiding, Directing, and Motivating Subordinates:  May create and set performance 
standards and goals for subordinates and monitor performance. Provides motivation for multiple teams of subordinates 
through positive reinforcement and feedback to promote a productive and efficient work environment.Updating and 
Using Relevant Knowledge:  Evaluates industry standards and technological advances to determine if system 
improvements are beneficial to the agency. Maintains up-to-date knowledge of department and division-specific 
guidelines, standards, and other reference materials. Maintains up-to-date knowledge of CADD software. Seeks out 
work-related developmental opportunities to improve performance and team efficiency. Attends training events to 
learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency.Performing Administrative Activities:  Completes all required performance documentation for assigned 
subordinates, and reviews performance documentation submitted by subordinate supervisors, to ensure operational 
efficiency. Oversees the maintenance of databases and/or project files of job-related information. Approves subordinate 
time and leave requests to ensure accurate documentation. Mails or e-mails correspondence to internal and external 
business associates.Coaching and Developing Others:  Seeks out work-related developmental opportunities for assigned 
subordinates to improve performance and team efficiency. Encourages and mentors subordinate supervisors on how to 
effectively lead and develop a team of subordinates. Identifies, and encourages subordinates to attend, training events 
to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency.Resolving Conflicts and Negotiating with Others:  Assists in the resolution of interpersonal conflicts between 
assigned subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Reports internal and 
external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as 
required.Documenting/Recording Information:  Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations. Logs and approves personal time worked, projects worked, and 
leave taken on department-specific forms. Documents and stores appropriate information in electronic databases, 
shared servers, and/or physical forms as required ensuring accurate information is recorded.Scheduling Work and 
Activities:  Establishes long-term goals and project needs. Oversees the scheduling of daily work activities of 
subordinates to meet requirements as specified by procedures, project schedules, and/or department goals. May 
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schedule meetings with assigned subordinates and internal and external business associates to gather project 
information and status updates and to disseminate information.Thinking Creatively:  May consider alternative 
approaches to work flow processes and procedures to increase productivity, improve morale, and enhance 
performance. Creates or assists in the creation of original designs and conceptual drawings for displays to be used in 
public meetings and presentations.Developing Objectives and Strategies:  Oversees the development and 
implementation of strategies, objectives, and goals for assigned program areas to enhance performance and improve 
organizational efficiency. Develops and implements strategic programs and events to improve subordinate 
morale.Developing and Building Teams:  Models effective performance for co-workers and assigned subordinates to 
provide a role model, encourage success in others, and enhance trust. Identifies developmental opportunities 
appropriate for assigned subordinates to improve team development.Establishing and Maintaining Interpersonal 
Relationships:  Communicates politely and courteously with coworkers, supervisors, subordinates, and other business 
associates to ensure a positive and productive work environment.Communicating with Persons Outside Organization:  
Corresponds with individuals and agencies outside of the organization to troubleshoot, answer questions regarding 
CADD services, and retrieve project files.Interpreting the Meaning of Information for Others:  Interprets technical 
information and verbiage to co-workers, subordinates, and/or internal business associates to provide clarity and reduce 
errors.Getting Information:  Acquires data by submitting requests to appropriate agencies and physically collects data 
from sources such as federal, state, and local agencies. Obtains job-related information such as engineering design notes 
from design squad. Seeks out agency personnel for data and relevant information pertaining to agency specific projects. 
May conduct site visits to obtain firsthand information to enhance understanding of project requirements and for the 
preparation of digital maps and other related reports. Retrieves job-related information from reference materials, 
equipment, applications, and databases.Communicating with Supervisors, Peers, or Subordinates:  Confers with staff to 
determine design modifications of active projects. Communicates or consults with supervisors, subordinates, and co-
workers by phone, written form, e-mail or in person to ensure established policies and procedures are followed. 
Provides periodic progress reports to management. Conducts and/or attends meetings with assigned subordinates and 
internal and external business associates to gather project information and status updates and to disseminate 
information.Provide Consultation and Advice to Others:  May provide advanced-level knowledge and expertise in job-
related functions to internal and external business associates.Performing General Physical Activities:  May walk through 
project sites, possibly including rough terrain and obstacles, to facilitate task completion in a variety of environmental 
conditions as required.Controlling Machines and Processes:  Operates printers, plotters, and scanners as 
required.Operating Vehicles, Mechanized Devices, or Equipment:  Operates passenger and/or transport vehicles within 
safety and departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Organizational Agility Delegation Managing Vision and Purpose Planning Process Management 
Intellectual Horsepower Motivating Others Decision Quality Integrity and Trust Customer FocusKnowledge: Advanced 
knowledge of Building and Construction Advanced knowledge of Design Advanced knowledge of Engineering and 
Technology Advanced knowledge of Computers and Electronics Advanced knowledge of Mathematics Advanced 
knowledge of Transportation Intermediate knowledge of Administration and Management Intermediate knowledge of 
Education and Training Intermediate knowledge of Personnel and Human ResourcesSkills: Active Learning Active 
Listening Critical Thinking Intermediate Mathematics skill Monitoring Reading Comprehension Speaking Writing 
Negotiation Instructing Service Orientation Complex Problem Solving Social Perceptiveness Quality Control Analysis 
Operation and Control Judgment and Decision Making Systems Analysis Systems Evaluation Management of Personnel 
Resources Advanced Time Management SkillAbilities: Deductive Reasoning Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Perceptual Speed Problem Sensitivity Selective Attention Speed of 
Closure Time Sharing Visualization Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Handheld GPS All-Terrain vehicle Survey Equipment Large format 
plotter Automatic Differential level Theodolite/EDM Total Station Instrument Surveying Electronic Data Collector 
Graphics or video accelerator card Plotter printer Pocket calculator Print server Scale Scanner Software, including but 
not limited to: computer-aided design (CAD), database, document management, photo imaging, map creation, office 
productivity, and optical character reader (OCR) or scanning software 
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097441 - CADD TECHNICIAN 1** 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7420 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and the completion of at 
least nine quarter hours of CADD course work from an accredited vocational/technical school or college. Substitution of 
Education for Experience: None. Substitution of Experience for Education: Qualifying CADD experience in topographical 
mapping, roadway/structural planning, design, and/or drafting, GPS, roadway map preparation, or architectural 
planning may substitute for the required nine quarter hours of CADD course work on a month to month basis to a 
maximum of two months (e.g. experience equivalent to one month of full-time work in one or a combination of the 
above listed fields may substitute for four and one half quarter hours of the required education). OR Graduation from an 
accredited college or university with an associate’s degree in Architectural Engineering Technology, Computer Drafting 
and Design, Civil Engineering Technology, Environmental Technology, or Geography. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs computer aided drafting and design (CADD) work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the CADD 
Technician sub-series.  An employee in this class learns to use CADD software and equipment to draft plans for 
construction or to produce special project maps or digital base maps for counties and cities.  This class differs from the 
CADD Technician 2 in that an incumbent of the latter performs at the intermediate level.  This class flexes to and differs 
from the CADD Technician 3* in that an incumbent of the latter uses CADD software and equipment to prepare complex 
construction plans for structures and roadway projects or to produce complex mapping products. *An applicant 
appointed to this class will be reclassified to the CADD Technician 3* after successful completion of a mandatory two-
year training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Processing Information:  Learns to perform basic mathematical calculations to determine all project-related attributes 
for use in engineering construction and/or transportation-related projects. Learns to process data using 
CADD/Coordinate Geometry software for use in engineering construction and/or transportation-related projects. Learns 
to extract data from internal sources for use in creating maps, graphics, surveyor land descriptions, and other 
reports.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Learns to enter alignments, 
grades, structural details and other project parameters into CADD programs. Learns to create detailed drawings which 
encompass variables in geometry, scale, form, and adherence to department and division standards and specifications. 
Learns to use raw engineering data to create maps, graphics, and other requested materials.Identifying Objects, Actions, 
and Events:  Learns to identify design and graphical errors and brings those errors to the attention of management or 
supervisors.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Learns to estimate, 
measure, and quantify the volume of construction materials needed to carry out agency projects.Interacting with 
Computers:  Learns to prepare digital drawings, plans, and maps using CADD equipment and programs. Learns to 
perform the detailing of complex digital projects incorporating principles, specifications, and accuracy standards for 
transportation-related projects. Learns to produce graphic representations of design for review and approval by upper 
level staff. Operates employee and self-service database to maintain and view personal employment data. Learns to 
perform basic operations in office productivity software including but not limited to: word processing programs, 
spreadsheet programs, presentation software, web-based email programs, and search engines to manage 
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projects.Making Decisions and Solving Problems:  Learns to identify routine and job-related errors and learns the 
appropriate course of action to solve the problem.Evaluating Information to Determine Compliance with Standards:  
Learns to evaluate plan sets and/or layouts to ensure compliance with department, state, and federal guidelines, 
regulations, specifications, and standards.Judging the Qualities of Things, Services, or People:  Learns to assess own 
work to ensure consistent, uniform appearance in accordance with divisional expectations.Updating and Using Relevant 
Knowledge:  Develops and learns to maintain up-to-date knowledge of department and division-specific guidelines, 
standards, and other reference materials. Develops and learns to maintain up-to-date knowledge of CADD software. 
Attends training events and other developmental opportunities to learn new procedures, ensure continual learning, 
maintain current knowledge of the field, and increase job proficiency.Getting Information:  Learns to retrieve job-related 
information from reference materials, equipment, applications, and databases. Seeks out agency personnel for data and 
relevant information pertaining to agency specific projects.Thinking Creatively:   May learn to create original designs and 
conceptual drawings for displays to be used in public meetings and presentations.Performing Administrative Activities:   
Learns to update and/or maintain databases and/or project files of job-related information.Organizing, Planning, and 
Prioritizing Work:   Learns to prioritize personal workload and daily assignments to meet deadlines as 
required.Communicating with Supervisors, Peers, or Subordinates: Confers with upper level staff to determine design 
modifications of active projects. Provides periodic progress reports to management or supervisor. Communicates or 
consults with supervisors and co-workers by phone, written form, e-mail or in person to ensure established policies and 
procedures are followed. Attends meetings with internal business associates to gather project information and status 
updates.Documenting/Recording Information:  Learns to document and store appropriate information in electronic 
databases, shared servers, and/or physical forms as required ensuring accurate information is recorded.Controlling 
Machines and Processes:  Learns to operate printers, plotters, and scanners as required.Establishing and Maintaining 
Interpersonal Relationships:  Communicates politely and courteously with coworkers, supervisors, and other business 
associates to ensure a positive and productive work environment.Resolving Conflicts and Negotiating with Others:  
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance. 
 
Competencies (KSA’s): 
Competencies: Listening Learning on the Fly Problem Solving Technical Learning Boss Relationships Intellectual 
Horsepower Work/Life Balance Patience Integrity and Trust Personal LearningKnowledge: Basic knowledge of 
Computers and Electronics Basic knowledge of MathematicsSkills: Active Learning Active Listening Basic Mathematics 
skill Basic Reading Comprehension skill Speaking WritingAbilities:  Deductive Reasoning Mathematical Reasoning 
Memorization Number Facility Oral Comprehension Oral Expression Selective Attention Time Sharing Visualization 
Written Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Handheld GPS All-Terrain vehicle Survey Equipment Large format 
plotter Automatic Differential level Theodolite/EDM Total Station Instrument Surveying Electronic Data Collector 
Graphics or video accelerator card Plotter printer Pocket calculator Print server Scale Scanner Software, including but 
not limited to: computer-aided design (CAD), database, document management, photo imaging, map creation, office 
productivity, and optical character reader (OCR) or scanning software 
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097443 - CADD TECHNICIAN 3* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4597 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree in 
Architectural Engineering Technology, Computer Drafting and Design, Civil Engineering Technology, Environmental 
Technology, or Geography. Substitution of Experience for Education: Qualifying CADD experience in topographical 
mapping or roadway/structural planning, design, drafting, or land surveying experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education).OROne year of experience as a CADD 
Technician 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the working level class in the CADD 
Technician sub-series.  An employee in this class uses CADD software and equipment to prepare complex construction 
plans for structures and roadway projects or to produce complex mapping products.  ,This class is flexibly staffed with 
and differs from CADD Technician 2, in that an incumbent of the latter performs at the intermediate level.  This class is 
also flexibly staffed with the CADD Technician 1,.  This class differs from CADD Technician 4 in that an incumbent of the 
latter leads and assists in the supervision of a CADD drafting squad or supervises a small group of subordinate CADD 
Technicians performing mapping duties. 
 
Work Activities: 
Processing Information:    Performs geometric and trigonometric calculations for land survey and engineering 
construction projects.    Uses raw engineering data to create specialized data sets, reports, maps, graphics, and other 
requested materials.    Applies routine mathematical principles to ensure three dimensional accuracy of survey and GPS 
data.    Processes data using CADD/Coordinate Geometry software.    Performs calculations to determine map layouts, 
sizes, scales and linear ratios between geographic features.    Enters alignments, grades, structural details and other 
project parameters into CADD programs.     Extracts data from internal sources for use in creating maps, graphics, 
surveyor land descriptions, and other reports.   Getting Information:    Gathers data through the use of survey 
equipment from construction/engineering sites.    Acquires data by submitting requests to appropriate agencies and 
physically collects data from sources such as federal, state, and local agencies.    Seeks out agency personnel for data 
and relevant information pertaining to agency specific projects.    Conducts site visits to obtain firsthand information for 
the preparation of digital maps and other related reports.Identifying Objects, Actions, and Events:    Identifies surveying 
errors and brings those errors to the attention of management or supervisors.    Identifies project objectives, required 
resources, and technical approaches necessary to satisfy the needs of the agency by performing background research 
and applying defined standards.Interacting With Computers:    Designs complex digital projects incorporating principles, 
specifications, and accuracy standards for land boundary mapping and other engineering/construction projects.    
Prepares digital drawings, plans, and maps using CADD equipment and programs.    Produces graphic representations of 
design for review and approval by upper level staff.Analyzing Data or Information:    Conducts GPS post processing of 
land surveying, geometric mapping, cadastral positioning, and other relevant data.    Analyzes, interprets, and compiles 
various sources of data including GIS, property maps, inventory data, ordinances, surveyor field notes, surveyor land 
data, and design notes using CADD/Coordinate Geometry software.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates, measures, and quantifies the volume of construction materials needed to 
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carry out agency projects.    Estimates necessary equipment and supplies needed to carry out surveying 
projects.Performing General Physical Activities:    Conducts land surveys outdoors and in all weather conditions.    
Transports surveying and GPS equipment to work sites.Monitor Processes, Materials, or Surroundings:    Monitors and 
process survey and GPS data to ensure that data is accurate and free from errors.Updating and Using Relevant 
Knowledge:    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Maintains up to date knowledge of CADD software.Communicating with Supervisors, Peers, 
or Subordinates:    Confers with upper level staff to determine design modifications of active projects.    Provides 
periodic progress reports to management or supervisor.Inspecting Equipment, Structures, or Materials:    Monitors 
survey and GPS equipment to ensure that equipment is functioning properly.Making Decisions and Solving Problems:    
Identifies routine errors and determines the appropriate course of action to solve the problem.Organizing, Planning, and 
Prioritizing Work:    Prioritizes workload and daily assignments to meet deadlines.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates all-terrain vehicles, boats, trucks, and trailers to transport equipment to work 
sites.Communicating with Persons Outside Organization:    Corresponds with individuals and agencies outside of the 
organization to troubleshoot or answer questions regarding CADD services.Documenting/Recording Information:    
Enters survey and GPS data into agency files or database for future use/retrieval. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical Learning    
Priority Setting    Process Management    Action Oriented    Composure    Integrity and Trust    Self-
DevelopmentKnowledge:    Building and Construction    Design    Basic Knowledge of Engineering and TechnologySkills:    
Active Learning    Active Listening    Learning Strategies    Intermediate Skills in Mathematics    Reading Comprehension    
Writing    Coordination    Equipment Maintenance    Operation and Control    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Selective Attention    Visualization    Written Comprehension    Written Expression    Arm-Hand 
Steadiness    Finger Dexterity    Extent Flexibility    Gross Body Equilibrium    Stamina    Static Strength    Depth Perception    
Far Vision    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Hand Held GPS    All-Terrain Vehicles    Survey Equipment    
Large Format Plotter    Automatic Differential Level    Theodolite/EDM Total Station Instrument    Surveying Electronic 
Data Collector    AutoCADD Software 
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097443 - CADD TECHNICIAN 3* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4598 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree in 
Architectural Engineering Technology, Computer Drafting and Design, Civil Engineering Technology, Environmental 
Technology, or Geography. Substitution of Experience for Education: Qualifying CADD experience in topographical 
mapping or roadway/structural planning, design, drafting, or land surveying experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education).OROne year of experience as a CADD 
Technician 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the working level class in the CADD 
Technician sub-series.  An employee in this class uses CADD software and equipment to prepare complex construction 
plans for structures and roadway projects or to produce complex mapping products.  ,This class is flexibly staffed with 
and differs from CADD Technician 2, in that an incumbent of the latter performs at the intermediate level.  This class is 
also flexibly staffed with the CADD Technician 1,.  This class differs from CADD Technician 4 in that an incumbent of the 
latter leads and assists in the supervision of a CADD drafting squad or supervises a small group of subordinate CADD 
Technicians performing mapping duties. 
 
Work Activities: 
Processing Information:    Performs geometric and trigonometric calculations for land survey and engineering 
construction projects.    Uses raw engineering data to create specialized data sets, reports, maps, graphics, and other 
requested materials.    Applies routine mathematical principles to ensure three dimensional accuracy of survey and GPS 
data.    Processes data using CADD/Coordinate Geometry software.    Performs calculations to determine map layouts, 
sizes, scales and linear ratios between geographic features.    Enters alignments, grades, structural details and other 
project parameters into CADD programs.     Extracts data from internal sources for use in creating maps, graphics, 
surveyor land descriptions, and other reports.   Getting Information:    Gathers data through the use of survey 
equipment from construction/engineering sites.    Acquires data by submitting requests to appropriate agencies and 
physically collects data from sources such as federal, state, and local agencies.    Seeks out agency personnel for data 
and relevant information pertaining to agency specific projects.    Conducts site visits to obtain firsthand information for 
the preparation of digital maps and other related reports.Identifying Objects, Actions, and Events:    Identifies surveying 
errors and brings those errors to the attention of management or supervisors.    Identifies project objectives, required 
resources, and technical approaches necessary to satisfy the needs of the agency by performing background research 
and applying defined standards.Interacting With Computers:    Designs complex digital projects incorporating principles, 
specifications, and accuracy standards for land boundary mapping and other engineering/construction projects.    
Prepares digital drawings, plans, and maps using CADD equipment and programs.    Produces graphic representations of 
design for review and approval by upper level staff.Analyzing Data or Information:    Conducts GPS post processing of 
land surveying, geometric mapping, cadastral positioning, and other relevant data.    Analyzes, interprets, and compiles 
various sources of data including GIS, property maps, inventory data, ordinances, surveyor field notes, surveyor land 
data, and design notes using CADD/Coordinate Geometry software.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates, measures, and quantifies the volume of construction materials needed to 
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carry out agency projects.    Estimates necessary equipment and supplies needed to carry out surveying 
projects.Performing General Physical Activities:    Conducts land surveys outdoors and in all weather conditions.    
Transports surveying and GPS equipment to work sites.Monitor Processes, Materials, or Surroundings:    Monitors and 
process survey and GPS data to ensure that data is accurate and free from errors.Updating and Using Relevant 
Knowledge:    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Maintains up to date knowledge of CADD software.Communicating with Supervisors, Peers, 
or Subordinates:    Confers with upper level staff to determine design modifications of active projects.    Provides 
periodic progress reports to management or supervisor.Inspecting Equipment, Structures, or Materials:    Monitors 
survey and GPS equipment to ensure that equipment is functioning properly.Making Decisions and Solving Problems:    
Identifies routine errors and determines the appropriate course of action to solve the problem.Organizing, Planning, and 
Prioritizing Work:    Prioritizes workload and daily assignments to meet deadlines.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates all-terrain vehicles, boats, trucks, and trailers to transport equipment to work 
sites.Communicating with Persons Outside Organization:    Corresponds with individuals and agencies outside of the 
organization to troubleshoot or answer questions regarding CADD services.Documenting/Recording Information:    
Enters survey and GPS data into agency files or database for future use/retrieval. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical Learning    
Priority Setting    Process Management    Action Oriented    Composure    Integrity and Trust    Self-
DevelopmentKnowledge:    Building and Construction    Design    Basic Knowledge of Engineering and TechnologySkills:    
Active Learning    Active Listening    Learning Strategies    Intermediate Skills in Mathematics    Reading Comprehension    
Writing    Coordination    Equipment Maintenance    Operation and Control    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Selective Attention    Visualization    Written Comprehension    Written Expression    Arm-Hand 
Steadiness    Finger Dexterity    Extent Flexibility    Gross Body Equilibrium    Stamina    Static Strength    Depth Perception    
Far Vision    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Hand Held GPS    All-Terrain Vehicles    Survey Equipment    
Large Format Plotter    Automatic Differential Level    Theodolite/EDM Total Station Instrument    Surveying Electronic 
Data Collector    AutoCADD Software 
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097443 - CADD TECHNICIAN 3* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4599 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree in 
Architectural Engineering Technology, Computer Drafting and Design, Civil Engineering Technology, Environmental 
Technology, or Geography. Substitution of Experience for Education: Qualifying CADD experience in topographical 
mapping or roadway/structural planning, design, drafting, or land surveying experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education).OROne year of experience as a CADD 
Technician 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the working level class in the CADD 
Technician sub-series.  An employee in this class uses CADD software and equipment to prepare complex construction 
plans for structures and roadway projects or to produce complex mapping products.  ,This class is flexibly staffed with 
and differs from CADD Technician 2, in that an incumbent of the latter performs at the intermediate level.  This class is 
also flexibly staffed with the CADD Technician 1,.  This class differs from CADD Technician 4 in that an incumbent of the 
latter leads and assists in the supervision of a CADD drafting squad or supervises a small group of subordinate CADD 
Technicians performing mapping duties. 
 
Work Activities: 
Processing Information:    Performs geometric and trigonometric calculations for land survey and engineering 
construction projects.    Uses raw engineering data to create specialized data sets, reports, maps, graphics, and other 
requested materials.    Applies routine mathematical principles to ensure three dimensional accuracy of survey and GPS 
data.    Processes data using CADD/Coordinate Geometry software.    Performs calculations to determine map layouts, 
sizes, scales and linear ratios between geographic features.    Enters alignments, grades, structural details and other 
project parameters into CADD programs.     Extracts data from internal sources for use in creating maps, graphics, 
surveyor land descriptions, and other reports.   Getting Information:    Gathers data through the use of survey 
equipment from construction/engineering sites.    Acquires data by submitting requests to appropriate agencies and 
physically collects data from sources such as federal, state, and local agencies.    Seeks out agency personnel for data 
and relevant information pertaining to agency specific projects.    Conducts site visits to obtain firsthand information for 
the preparation of digital maps and other related reports.Identifying Objects, Actions, and Events:    Identifies surveying 
errors and brings those errors to the attention of management or supervisors.    Identifies project objectives, required 
resources, and technical approaches necessary to satisfy the needs of the agency by performing background research 
and applying defined standards.Interacting With Computers:    Designs complex digital projects incorporating principles, 
specifications, and accuracy standards for land boundary mapping and other engineering/construction projects.    
Prepares digital drawings, plans, and maps using CADD equipment and programs.    Produces graphic representations of 
design for review and approval by upper level staff.Analyzing Data or Information:    Conducts GPS post processing of 
land surveying, geometric mapping, cadastral positioning, and other relevant data.    Analyzes, interprets, and compiles 
various sources of data including GIS, property maps, inventory data, ordinances, surveyor field notes, surveyor land 
data, and design notes using CADD/Coordinate Geometry software.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates, measures, and quantifies the volume of construction materials needed to 
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carry out agency projects.    Estimates necessary equipment and supplies needed to carry out surveying 
projects.Performing General Physical Activities:    Conducts land surveys outdoors and in all weather conditions.    
Transports surveying and GPS equipment to work sites.Monitor Processes, Materials, or Surroundings:    Monitors and 
process survey and GPS data to ensure that data is accurate and free from errors.Updating and Using Relevant 
Knowledge:    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Maintains up to date knowledge of CADD software.Communicating with Supervisors, Peers, 
or Subordinates:    Confers with upper level staff to determine design modifications of active projects.    Provides 
periodic progress reports to management or supervisor.Inspecting Equipment, Structures, or Materials:    Monitors 
survey and GPS equipment to ensure that equipment is functioning properly.Making Decisions and Solving Problems:    
Identifies routine errors and determines the appropriate course of action to solve the problem.Organizing, Planning, and 
Prioritizing Work:    Prioritizes workload and daily assignments to meet deadlines.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates all-terrain vehicles, boats, trucks, and trailers to transport equipment to work 
sites.Communicating with Persons Outside Organization:    Corresponds with individuals and agencies outside of the 
organization to troubleshoot or answer questions regarding CADD services.Documenting/Recording Information:    
Enters survey and GPS data into agency files or database for future use/retrieval. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical Learning    
Priority Setting    Process Management    Action Oriented    Composure    Integrity and Trust    Self-
DevelopmentKnowledge:    Building and Construction    Design    Basic Knowledge of Engineering and TechnologySkills:    
Active Learning    Active Listening    Learning Strategies    Intermediate Skills in Mathematics    Reading Comprehension    
Writing    Coordination    Equipment Maintenance    Operation and Control    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Selective Attention    Visualization    Written Comprehension    Written Expression    Arm-Hand 
Steadiness    Finger Dexterity    Extent Flexibility    Gross Body Equilibrium    Stamina    Static Strength    Depth Perception    
Far Vision    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Hand Held GPS    All-Terrain Vehicles    Survey Equipment    
Large Format Plotter    Automatic Differential Level    Theodolite/EDM Total Station Instrument    Surveying Electronic 
Data Collector    AutoCADD Software 
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097443 - CADD TECHNICIAN 3* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4600 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree in 
Architectural Engineering Technology, Computer Drafting and Design, Civil Engineering Technology, Environmental 
Technology, or Geography. Substitution of Experience for Education: Qualifying CADD experience in topographical 
mapping or roadway/structural planning, design, drafting, or land surveying experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education).OROne year of experience as a CADD 
Technician 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the working level class in the CADD 
Technician sub-series.  An employee in this class uses CADD software and equipment to prepare complex construction 
plans for structures and roadway projects or to produce complex mapping products.  ,This class is flexibly staffed with 
and differs from CADD Technician 2, in that an incumbent of the latter performs at the intermediate level.  This class is 
also flexibly staffed with the CADD Technician 1,.  This class differs from CADD Technician 4 in that an incumbent of the 
latter leads and assists in the supervision of a CADD drafting squad or supervises a small group of subordinate CADD 
Technicians performing mapping duties. 
 
Work Activities: 
Processing Information:    Performs geometric and trigonometric calculations for land survey and engineering 
construction projects.    Uses raw engineering data to create specialized data sets, reports, maps, graphics, and other 
requested materials.    Applies routine mathematical principles to ensure three dimensional accuracy of survey and GPS 
data.    Processes data using CADD/Coordinate Geometry software.    Performs calculations to determine map layouts, 
sizes, scales and linear ratios between geographic features.    Enters alignments, grades, structural details and other 
project parameters into CADD programs.     Extracts data from internal sources for use in creating maps, graphics, 
surveyor land descriptions, and other reports.   Getting Information:    Gathers data through the use of survey 
equipment from construction/engineering sites.    Acquires data by submitting requests to appropriate agencies and 
physically collects data from sources such as federal, state, and local agencies.    Seeks out agency personnel for data 
and relevant information pertaining to agency specific projects.    Conducts site visits to obtain firsthand information for 
the preparation of digital maps and other related reports.Identifying Objects, Actions, and Events:    Identifies surveying 
errors and brings those errors to the attention of management or supervisors.    Identifies project objectives, required 
resources, and technical approaches necessary to satisfy the needs of the agency by performing background research 
and applying defined standards.Interacting With Computers:    Designs complex digital projects incorporating principles, 
specifications, and accuracy standards for land boundary mapping and other engineering/construction projects.    
Prepares digital drawings, plans, and maps using CADD equipment and programs.    Produces graphic representations of 
design for review and approval by upper level staff.Analyzing Data or Information:    Conducts GPS post processing of 
land surveying, geometric mapping, cadastral positioning, and other relevant data.    Analyzes, interprets, and compiles 
various sources of data including GIS, property maps, inventory data, ordinances, surveyor field notes, surveyor land 
data, and design notes using CADD/Coordinate Geometry software.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates, measures, and quantifies the volume of construction materials needed to 
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carry out agency projects.    Estimates necessary equipment and supplies needed to carry out surveying 
projects.Performing General Physical Activities:    Conducts land surveys outdoors and in all weather conditions.    
Transports surveying and GPS equipment to work sites.Monitor Processes, Materials, or Surroundings:    Monitors and 
process survey and GPS data to ensure that data is accurate and free from errors.Updating and Using Relevant 
Knowledge:    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Maintains up to date knowledge of CADD software.Communicating with Supervisors, Peers, 
or Subordinates:    Confers with upper level staff to determine design modifications of active projects.    Provides 
periodic progress reports to management or supervisor.Inspecting Equipment, Structures, or Materials:    Monitors 
survey and GPS equipment to ensure that equipment is functioning properly.Making Decisions and Solving Problems:    
Identifies routine errors and determines the appropriate course of action to solve the problem.Organizing, Planning, and 
Prioritizing Work:    Prioritizes workload and daily assignments to meet deadlines.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates all-terrain vehicles, boats, trucks, and trailers to transport equipment to work 
sites.Communicating with Persons Outside Organization:    Corresponds with individuals and agencies outside of the 
organization to troubleshoot or answer questions regarding CADD services.Documenting/Recording Information:    
Enters survey and GPS data into agency files or database for future use/retrieval. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical Learning    
Priority Setting    Process Management    Action Oriented    Composure    Integrity and Trust    Self-
DevelopmentKnowledge:    Building and Construction    Design    Basic Knowledge of Engineering and TechnologySkills:    
Active Learning    Active Listening    Learning Strategies    Intermediate Skills in Mathematics    Reading Comprehension    
Writing    Coordination    Equipment Maintenance    Operation and Control    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Selective Attention    Visualization    Written Comprehension    Written Expression    Arm-Hand 
Steadiness    Finger Dexterity    Extent Flexibility    Gross Body Equilibrium    Stamina    Static Strength    Depth Perception    
Far Vision    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Hand Held GPS    All-Terrain Vehicles    Survey Equipment    
Large Format Plotter    Automatic Differential Level    Theodolite/EDM Total Station Instrument    Surveying Electronic 
Data Collector    AutoCADD Software 
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097444 - CADD TECHNICIAN 4 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4601 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree in 
Architectural Engineering Technology, Computer Drafting and Design, Civil Engineering Technology, Environmental 
Technology, or Geography and experience equivalent to one year of full-time CADD work in topographical mapping or 
roadway/structural planning, design, and/or drafting.Substitution of Experience for Education: Qualifying CADD 
experience in topographical mapping or roadway/structural planning, design, and/or drafting may substitute for the 
required education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education) there being no substitution 
for the one year of additional CADD experience.OROne year of experience as a CADD 3 Technician, with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs computer aided drafting and design (CADD) lead and minor supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the lead and minor 
supervisory level in the CADD Technician series. Employees in a drafting assignment lead and assist in the supervision of 
a drafting squad preparing complex construction plans for structures and roadway projects using CADD software and 
equipment. Employees in a cartography assignment supervise a small group of subordinate technicians producing 
complex mapping products using CADD software and equipment. This class differs from CADD Technician 3, in that an 
incumbent of the latter does not perform lead or supervisory duties. This class differs from CADD Supervisor 1 in that an 
incumbent of the latter supervises a CADD drafting squad. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Creates complex, detailed drawings which 
encompass variables in geometry, scale, form, and adherence to department and division standards and specifications. 
Enters alignments, grades, structural details and other project parameters into CADD programs. Uses raw engineering 
data to create specialized data sets, reports, maps, graphics, and other requested materials.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Estimates, measures, and quantifies the volume of construction 
materials needed to carry out agency projects.Interacting With Computers:  Performs and leads personnel in the 
detailing of complex digital projects incorporating principles, specifications, and accuracy standards for transportation-
related projects. Prepares digital drawings, plans, and maps using CADD equipment and programs. Produces graphic 
representations of design for review and approval by upper level staff. Operates office productivity software including 
but not limited to: word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and search engines to manage projects. Operates employee and self-service database to maintain and view 
personal employment data.Processing Information:  Performs mathematical calculations to determine all project-related 
attributes for use in engineering construction and/or transportation-related projects. Processes data using 
CADD/Coordinate Geometry software for use in engineering construction and/or transportation-related projects. 
Extracts data from internal sources for use in creating maps, graphics, surveyor land descriptions, and other 
reports.Identifying Objects, Actions, and Events:  Identifies design and graphical errors and brings those errors to the 
attention of management or supervisors. Assists in the identification of project objectives, required resources, and 
technical approaches necessary to satisfy the needs of the agency by performing background research and applying 
defined standards.Judging the Qualities of Things, Services, or People:  Assists in the assessment of plans to ensure 
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consistent, uniform appearance in accordance with divisional expectations.Evaluating Information to Determine 
Compliance with Standards: Evaluates plan sets and/or layouts to ensure compliance with department, state, and 
federal guidelines, regulations, specifications, and standards.Thinking Creatively:  Creates original designs and 
conceptual drawings for displays to be used in public meetings and presentations.Interpreting the Meaning of 
Information for Others:  Interprets technical information and verbiage to co-workers and/or internal business associates 
to provide clarity and reduce errors.Coaching and Developing Others:  Assists in training employees by providing on-the-
job training and guidance as needed to facilitate learning and development.Performing Administrative Activities:  
Updates and/or maintains databases and/or project files of job-related information.Updating and Using Relevant 
Knowledge:  Maintains up-to-date knowledge of department and division-specific guidelines, standards, and other 
reference materials. Maintains up-to-date knowledge of CADD software. May evaluate industry standards and 
technological advances to determine if system improvements are beneficial to the agency. Seeks out work-related 
developmental opportunities to improve performance and team efficiency. Attends training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Making 
Decisions and Solving Problems:  Identifies routine and job-related errors and determines the appropriate course of 
action to solve the problem.Organizing, Planning, and Prioritizing Work: Prioritizes personal workload and daily 
assignments to meet deadlines as required.Communicating with Persons Outside Organization:  Corresponds with 
individuals and agencies outside of the organization to troubleshoot or answer questions regarding CADD 
services.Communicating with Supervisors, Peers, or Subordinates: Confers with upper level staff to determine design 
modifications of active projects. Provides periodic progress reports to management or supervisor. Communicates or 
consults with supervisors and co-workers by phone, written form, e-mail or in person to ensure established policies and 
procedures are followed. Attends meetings with internal business associates to gather project information and status 
updates and to disseminate information.Getting Information:  Seeks out agency personnel for data and relevant 
information pertaining to agency specific projects. Retrieves job-related information from reference materials, 
equipment, applications, and databases. May conduct site visits to obtain firsthand information to enhance 
understanding of project requirements and for the preparation of digital maps and other related 
reports.Documenting/Recording Information:  Documents and stores appropriate information in electronic databases, 
shared servers, and/or physical forms as required ensuring accurate information is recorded.Establishing and 
Maintaining Interpersonal Relationships:   Communicates politely and courteously with coworkers, supervisors, and 
other business associates to ensure a positive and productive work environment.Resolving Conflicts and Negotiating 
with Others:  Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Performing General Physical Activities:  Walks through project sites, possibly 
including rough terrain and obstacles, to facilitate task completion in a variety of environmental conditions as 
required.Controlling Machines and Processes:  Operates printers, plotters, and scanners as required.Operating Vehicles, 
Mechanized Devices, or Equipment:  Operates passenger and/or transport vehicles within safety and departmental 
guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                     Learning on the Fly                  Problem Solving                       
Technical Learning                   Time Management                   Intellectual Horsepower                       Perseverance               
Dealing with Ambiguity            Integrity and Trust                   Self-Development                   Knowledge: Intermediate 
knowledge of Building and Construction Intermediate knowledge of Design Intermediate knowledge of Engineering and 
Technology Intermediate knowledge of Computers and Electronics Intermediate knowledge of Mathematics 
Intermediate knowledge of TransportationSkills: Active Learning Active Listening Intermediate Mathematics skill 
Intermediate Reading Comprehension skill Speaking Writing Coordination Complex Problem Solving Operation and 
Control Intermediate Time Management skill Abilities: Deductive Reasoning Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Selective Attention         Visualization Written Comprehension 
Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Handheld GPS All-Terrain vehicle Survey Equipment Large format 
plotter Automatic Differential level Theodolite/EDM Total Station Instrument Surveying Electronic Data Collector 
Graphics or video accelerator card Plotter printer Pocket calculator Print server Scale Scanner Software, including but 
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not limited to: computer-aided design (CAD), database, document management, photo imaging, map creation, office 
productivity, and optical character reader (OCR) or scanning software 
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098692 - CANCER REGISTRAR 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4616 
 
Minimum Qualifications: 
Education and Experience: Certification as a Certified Tumor Registrar (CTR) with standard level of knowledge and 
experience equivalent to 1 year in one or a combination of the following: cancer coding, abstracting, case finding, edit 
resolution, de-duplication of incidence cases, death clearance activities, tumor conference attendance, or hospital 
discharge data activities. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs cancer case monitoring and abstracting duties of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class performs routine technical work 
such as: edits and monitors cancer case data reported to the Tennessee Cancer Registry, identifies new cancer cases, 
conducts quality assurance, and provides training to new registrars and continuing education to existing registrars. This 
class differs from that of Cancer Registrar 1, in that incumbents of the latter function at the entry level and perform 
work of lesser scope and complexity. This class differs from that of Cancer Registrar 3 in that incumbents of the latter 
function with a higher degree of independence and have greater scope and impact in the areas of policy development, 
supervision, and personal contacts. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets the cancer reporting laws, requirements, and coding 
rules for facility reporters and data users to ensure compliance with state and national regulations. Provide Consultation 
and Advice to Others:    Provides guidance and expert advice to facility reporters and staff concerning cancer reporting 
rules, regulations and standards.Judging the Qualities of Things, Services, or People:     Assesses the data coded and 
submitted by facility registrars to ensure accuracy in accordance with the national standards. Identifying Objects, 
Actions, and Events:     Reviews data from reporting facilities to ensure that coded items are consistent with data 
reporting standards.Making Decisions and Solving Problems:       Compares incoming facility data to determine single 
versus multiple primary cancers, new patient versus existing, duplicate cases, and which facility provided diagnosis 
and/or treatment.    Processes edit reports to identify potential errors needing correction or reconciliation by reporting 
facility staff.    Processes de-dup reports to identify potential duplicate patients and abstracts.    Reviews suspended 
cases from Prep Plus software to resolve errors and/or contact facility representative for resolution.     Reviews abstract 
prior to posting facility corrections onto the abstract to ensure accurate facility resolution.Monitor Processes, Materials, 
or Surroundings:       Reviews cancer data in order to detect coding problems.    Monitors the competency of reporting 
facility staff to ensure completeness and quality of reported data. Training and Teaching Others:        Develops formal 
educational or training programs to teach cancer reporting rules and requirements to facility reporters and staff.    
Presents educational training to facility reporters and staff to ensure the submission of accurately coded cancer data.    
Identifies the educational needs of facility reporters and staff to determine what training is needed to ensure the 
submission of accurately coded cancer data.Thinking Creatively:       Independently develops educational presentations 
through power point slides, webinars or teleconferences for training facility reporters.Evaluating Information to 
Determine Compliance with Standards:        Compares text information in abstracts to coded data to verify consistency 
and compliance with national standards.  Communicating with Persons Outside Organization:     Communicates with 
facility reporters by telephone, in written form, email or in person to obtain/provide required information, correct 
errors, and/or for clarification purposes.  Updating and Using Relevant Knowledge:       Maintains up to date knowledge 
on all cancer reporting rules and regulations through independent reading of resource materials.    Maintains up to date 
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coding materials in order to accurately process and analyze cancer data.    Participates in group statewide training 
webinars, seminars and conferences to maintain certification and improve cancer registration proficiency.Processing 
Information:       Reviews information and converts it to codes in order to prepare cancer abstracts.    Updates cancer 
abstracts appropriately and accurately based on the results of various data linkages. Interacting With Computers:     Uses 
computer and specialized computer software to enter and process cancer data.Resolving Conflicts and Negotiating with 
Others:     Resolves coding conflicts without supervisory input to ensure timely and efficient performance and maintain 
positive working relationships with facility reporters.    Maintains a respectful, supportive and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.Documenting/Recording 
Information:     Documents results of audits, facility queries, and quality assurance activities so that compliance with 
standard coding practices can be assessed.     Records daily activities so that productivity and office priorities can be 
assessed.Organizing, Planning, and Prioritizing Work:       Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using 
calendars, lists and other facilitators to ensure timely and accurate completion of work.Establishing and Maintaining 
Interpersonal Relationships:       Maintains professional and supportive working relationships with facility reporters and 
co-workers to ensure smooth and effective working environment. Getting Information:     Obtains needed information 
from coding sources, websites, or co-workers to make relevant decisions and perform analysis.    Makes regular contact 
with reporting entitles by telephone, email or fax to obtain information concerning cancer data.     Receives correction 
reports and medical documents that need to be abstracted or processed from reporting entities by fax or mail.   
Communicating with Supervisors, Peers, or Subordinates:     Provides regular updates by phone, in written form, email, 
or in person to supervisors and co-workers on the status of projects and other assigned work.  
 
Competencies (KSA’s): 
Competencies:    Ethics and Values                           Listening                          Action Oriented                              Written 
Communications                              Self-Development                           Functional /Technical Competency                               
Problem Solving                              Decision Quality                             Intellectual Horsepower    Informing                         Time 
Management                                                                                Knowledge:    Intermediate knowledge of Human Anatomy 
and Physiology to aid in the processing of cancer cases                 Intermediate knowledge of Health Information 
Technology in order to code and abstract cancer cases    Intermediate knowledge of principles and processes for 
providing customer and personal services            Intermediate knowledge of principals and methods for training, 
teaching and instructing individuals and groupsSkills:    Intermediate critical thinking skills to use logic and reasoning to 
determine solutions, conclusions and approaches to problems                      Intermediate skill in identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions                              
Intermediate active learning skills to understand the implications of new information for both current and future 
problem solving and decision making                           Intermediate active listening skills in order to give full attention to 
what others are saying and taking time to understand the points being made                        Intermediate monitoring skills 
in order to assess performance of yourself, other individuals, or health care facilities to make improvements or take 
corrective action                       Intermediate skills to understand written sentences and paragraphs in work related 
documents                          Intermediate speaking skills to convey information effectively to others                                 
Intermediate writing skills to communicate effectively as appropriate for the needs of the audience                          
Intermediate skill to set goals and priorities in order to manage one's own time                      Intermediate skill to select 
and use appropriate training/instructional methods and procedures when learning or teaching new things                         
Intermediate skill of persuading others to change their minds or behavior                               Intermediate skill of actively 
looking for ways to help people                Abilities:    Intermediate ability to generate or use different sets of rules for 
combining or grouping things in different ways                            Intermediate ability to apply general rules to specific 
problems to produce answers that make sense                               Intermediate ability to combine pieces of information to 
form general rules or conclusions            Intermediate ability to remember standard rules, codes, anatomy and 
abstracting processes            Intermediate ability to listen to and understand information and ideas presented through 
spoken words and sentences                          Intermediate ability to communicate information and ideas in speaking so 
others will understand                      Intermediate ability to quickly and accurately compare similarities and differences 
among coding and abstracting cancer cases                             Intermediate ability to concentrate on a task over a period of 
time without being distracted                        Intermediate ability to quickly make sense of, combine, and organize 
information when reviewing and abstracting cancer cases                         Intermediate ability to shift back and forth 
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between two or more activities or sources of information when reviewing and abstracting cancer cases                         
Intermediate ability to read and understand standard information and ideas presented in writing                            
Intermediate ability to communicate standard information and ideas in writing so others will understand                   
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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098693 - CANCER REGISTRAR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4556 
 
Minimum Qualifications: 
Education and Experience: Certification as a Certified Tumor Registrar (CTR) with expert level knowledge and 
understanding of the cancer reporting rules, standards, and guidelines AND experience equivalent to 3 years in one or a 
combination of the following: cancer coding, abstracting, case finding, edit resolution, de-duplication of incidence cases, 
death clearance activities, auditing or hospital discharge data activities. ORCertification as a Certified Tumor Registrar 
(CTR) with standard level knowledge and understanding of the cancer reporting rules, standards, and guidelines AND at 
least 1 year of management or supervisory experience AND experience equivalent to 2 years in one or a combination of 
the following: cancer coding, abstracting, case finding, edit resolution, de-duplication of incidence cases, death 
clearance activities, auditing or hospital discharge data activities. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, performs cancer case monitoring and abstracting duties of average difficulty; 
supervisory work of routine difficulty in support of line operations; and performs related work as required. 
Distinguishing Features:  This is the supervisory class in this series. An employee in this class supervises staff that edits 
and monitors cancer case data reported to the Tennessee Cancer Registry, identifies new cancer cases, conducts quality 
assurance, and provides training to new registrars and continuing education to existing registrars. Certain assignments 
with no supervision of professional staff may be included in this class when the work performed is of considerable scope 
and complexity. This work involves considerable responsibility for developing, implementing and enforcing pertinent 
policies and procedures. This class differs from that of Cancer Registrar 2 in that incumbents of the latter function at the 
working level and perform work of lesser scope and complexity.  
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Performs studies to ensure data coded and processed by staff is 
accurate and meets national standards.    Assesses the data coded and submitted by facility registrars to ensure accuracy 
in accordance with the national standards.Interpreting the Meaning of Information for Others:    Interprets the cancer 
reporting laws, requirements, and coding rules for facility reporters and data users to ensure compliance with state and 
national regulations.    Interprets the cancer reporting laws, requirements, and coding rules for facility reporters to 
ensure compliance with state and national regulations.Provide Consultation and Advice to Others:    Provides guidance 
and expert advice to facility reporters and staff concerning cancer reporting rules, regulations and standards.    Advises 
upper management on team standard operating procedures, best practices, and other workflow factors to inform 
strategy development and decision making.Identifying Objects, Actions, and Events:    Reviews data from reporting 
facilities to ensure that coded items are consistent with data reporting standards.Making Decisions and Solving 
Problems:    Compares incoming facility data to determine single versus multiple primary cancers, new patient versus 
existing, duplicate cases, and which facility provided diagnosis and/or treatment.     Processes edit reports to identify 
potential errors needing correction or reconciliation by reporting facility staff.    Processes de-dup reports to identify 
potential duplicate patients and abstracts.    Reviews suspended cases from Prep Plus software to resolve errors and/or 
contact facility representative for resolution.    Reviews abstract prior to posting facility corrections onto the abstract to 
ensure accurate facility resolution.Developing Objectives and Strategies:    Develops goals and objectives designed to 
identify strategies for improving the completeness and quality of cancer data in order to meet National Program Cancer 
Registries program standards.Training and Teaching Others:    Develops formal educational or training programs to teach 
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cancer reporting rules and requirements to facility reporters and staff.    Presents educational training to facility 
reporters and staff to ensure the submission of accurately coded cancer data.    Identifies the educational needs of 
facility reporters and staff to determine what training is needed to ensure the submission of accurately coded cancer 
data.Monitor Processes, Materials, or Surroundings:    Reviews cancer data in order to detect coding problems.     
Monitors the data processing activities of staff to ensure accuracy.    Monitors the competency of reporting facility staff 
to ensure completeness and quality of reported data.Thinking Creatively:    Independently designs audits to evaluate 
facility training needs and accuracy of reporting.     Independently develops educational presentations through power 
point slides, webinars or teleconferences for training facility reporters.    Independently designs electronic utilities to 
improve the processing of data.Scheduling Work and Activities:    Schedules events, programs, and activities, as well as 
the work of others.Guiding, Directing, and Motivating Subordinates:    Supervises assigned staff in using relevant 
information and individual judgment and analysis to determine whether cancer data complies with laws, regulations, 
and standards of data completeness and quality.Evaluating Information to Determine Compliance with Standards:    
Compares text information in abstracts to coded data to verify consistency and compliance with national 
standards.Communicating with Persons Outside Organization:    Communicates with facility reporters by telephone, in 
written form, email or in person to obtain/provide required information, correct errors, and/or for clarification 
purposes.Updating and Using Relevant Knowledge:    Maintains up to date knowledge on all cancer reporting rules and 
regulations through independent reading of resource materials.     Maintains up to date coding materials in order to 
accurately process and analyze cancer data.    Participates in group statewide training webinars, seminars and 
conferences to maintain certification and improve cancer registration proficiency.Developing and Building Teams:    
Recruits, interviews and selects potential candidates for team development.    Models effective performance for co-
workers and assigned staff to encourage professional development and success in others.     Identify developmental 
opportunities appropriate for assigned staff to improve team development.Processing Information:    Reviews 
information and converts it to codes in order to prepare cancer abstracts.    Updates cancer abstracts appropriately and 
accurately based on the results of various data linkages. Organizing, Planning, and Prioritizing Work:    Delegates tasks to 
assigned staff based on the competencies they possess to ensure work is completed efficiently, accurately and timely.     
Organizes and prioritizes personal workload and the workloads of assigned staff using calendars, lists and other 
facilitators to ensure timely and accurate completion of work.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.Documenting/Recording Information:    Documents 
results of audits, facility queries, and quality assurance activities so that compliance with standard coding practices can 
be assessed.     Records daily activities so that productivity and office priorities can be assessed. Resolving Conflicts and 
Negotiating with Others:    Resolves coding conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships with facility reporters.    Maintains a respectful, supportive and 
productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coordinating the Work and Activities of Others:    Develops SMART goals and performance plans for 
assigned staff to evaluate job performance.    Documents the performance of assigned staff to ensure accurate and 
unbiased performance evaluations.    Coordinates workload with staff to facilitate timely and accurate task completion.     
Coordinates time schedules for facility reporters to submit cancer data to ensure timely reporting. Interacting With 
Computers:    Uses computer and specialized computer software to enter and process cancer data.Establishing and 
Maintaining Interpersonal Relationships:    Maintains professional and supportive working relationships with facility 
reporters and co-workers to ensure smooth and effective working environment.Getting Information:    Obtains needed 
information from coding sources, websites, or co-workers to make relevant decisions and perform analysis.     Makes 
regular contact with reporting entitles by telephone, email or fax to obtain information concerning cancer data.     
Receives correction reports and medical documents that need to be abstracted or processed from reporting entities by 
fax or mail. Communicating with Supervisors, Peers, or Subordinates:    Provides regular updates by phone, in written 
form, email, or in person to supervisors and co-workers on the status of projects and other assigned work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                          Self-Development                         Dealing with Ambiguity                 
Decision Quality                            Intellectual Horsepower                            Conflict Management                    Action Oriented                        
Written Communications                           Priority Setting                 Ethics and Values                      Knowledge:    Advanced 
knowledge of Human Anatomy and Physiology to aid in the processing of cancer cases           Advanced knowledge of 
principles and processes for providing customer and personal services    Advanced knowledge of Health Information 
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Technology in order to code and abstract cancer cases            Advanced knowledge of principals and methods for 
training, teaching and instructing individuals and groups         Skills:    Advanced critical thinking skills to use logic and 
reasoning to determine solutions, conclusions and approaches to problems                       Advanced skill in identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions                   
Advanced skill to set goals and priorities in order to manage one's own time                    Advanced active learning skills to 
understand the implications of new information for both current and future problem solving and decision making                            
Advanced active listening skills in order to give full attention to what others are saying and taking time to understand 
the points being made                             Advanced monitoring skills in order to assess performance of yourself, other 
individuals, or health care facilities to make improvements or take corrective action                          Advanced skills to 
understand written sentences and paragraphs in work related documents                       Advanced speaking skills to 
convey information effectively to others                     Advanced writing skills to communicate effectively as appropriate 
for the needs of the audience                  Advanced skill to select and use appropriate training/instructional methods and 
procedures when learning or teaching new things                   Advanced skill of persuading others to change their minds or 
behavior                 Advanced skill of actively looking for ways to help people                         Advanced skill in motivating, 
developing and directing people as they work, identifying the best people for the job                 Abilities:    Advanced 
ability to generate or use different sets of rules for combining or grouping things in different ways                          
Advanced ability to apply general rules to specific problems to produce answers that make sense             Advanced ability 
to combine pieces of information to form general rules or conclusions                      Advanced ability to remember 
complex rules, codes, anatomy and abstracting processes                   Advanced ability to listen to and understand 
complex information and ideas presented through spoken words and sentences                  Advanced ability to 
communicate information and ideas in speaking so others will understand     Advanced ability to quickly and accurately 
compare similarities and differences among coding and abstracting cancer cases                Advanced ability to 
concentrate on a task over a period of time without being distracted                           Advanced ability to quickly make 
sense of, combine, and organize information when reviewing and abstracting cancer cases                         Advanced ability 
to shift back and forth between two or more activities or sources of information when reviewing and abstracting cancer 
cases                     Advanced ability to read and understand complex information and ideas presented in writing                     
Advanced ability to communicate complex information and ideas in writing so others will understand  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073032 - CAPTIVE INSURANCE AD 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3419 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time employment in financial or insurance-related field. Substitution of Experience for 
Education: Qualifying experience in financial or insurance-related field may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Substitution of Graduate Education for Experience: 
Graduate course work credit received from an accredited college or university in finance, business, insurance and 
related fields may substitute for the required experience on a year-for-year basis to a maximum of 1 year. 
 
Other Requirements: 
Necessary Special Qualifications:  Must hold current designation as Certified Public Accountant recognized by Tennessee 
Accountancy Board or equivalent regulatory authority, if outside Tennessee OR Current designation as Certified 
Financial Examiner recognized by Society of Financial Examiners (SOFE).  Examination Method: Education and 
experience, 100%, for Career Service positions.  
 
Job Overview: 
Summary: Under direction, is responsible for supervisory work of average difficulty and captive insurance analysis and 
examination work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
managerial class in the Captive Insurance Specialist sub-series. An employee in this class functions as an assistant 
director for the section and is thus responsible for managing complex operational duties. This class differs from Captive 
Insurance Specialist EIC in that an incumbent of the latter is responsible for serving as an Examiner-in-Charge and 
providing administrative oversight related to analysis for those they supervise, while an incumbent of this classification 
will serve as second-in-command in regards to the direction of the section and its operations.  
 
Work Activities: 
"Making Decisions and Solving Problems1.Provides recommendations on operational decisions, including, but not 
limited to staffing decisions, operational needs, training and educational requirements, systems, and processes to 
ensure the growth and sustainability of the section.2.Reviews escalated matters, such as ""trigger events"" that indicate 
a change in priority levels, troubled company status, or solvency issues, and determines appropriate steps to move 
forward. Staffing Organizational Units1.Makes recommendations for changes in operations, including staff, as 
determined by section need.2.Conducts interviews and makes staffing recommendations. Evaluating Information to 
Determine Compliance with Standards1.Reviews any escalated authorized reporting related to financial procedures and 
examinations, including internal reports through management and external reporting. Developing Objectives and 
Strategies1.Works with senior management to develop long-term operational, regulatory, and market strategies, 
implementing appropriate tactics to accomplish objectives. Provide Consultation and Advice to Others1.Makes 
presentations to external groups, explaining processes and procedures that have been effective or changes and updates 
related to Captive Insurance.2.Makes recommendations for changes in operating procedures which may affect section 
operations. Monitor Processes, Materials, or Surroundings1.Responsible for problem escalation and resolution, 
managerial and external reporting, accreditation compliance, and implementation of enhanced systems.2.Provides 
reports through management of operational, financial, budgetary, and regulatory/statutory condition of Captive 
Insurance section, including forecasting.3.Monitors resources to ensure sufficient workspace, materials, and information 
is available for staff. Thinking Creatively1.Develops creative solutions for operational efficiencies that ensure companies' 
compliance with statute while maintaining and improving attractiveness of Tennessee as a captive 
domicile.2.Collaborates with team members to find solutions to complex and emerging issues. Organizing, Planning, and 
Prioritizing Work1.Assumes overall responsibility for coordination of financial analysis and examination.2.Prioritizes 
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workload to accomplish tasks within established statutory, NAIC, or internal standards that support position as top 
captive domicile state.3.Assesses priorities and delegates tasks as needed to staff. Interpreting the Meaning of 
Information for Others1.Provides information and analysis on captive insurance companies to leadership; in particular, 
identifies any situations that may be cause for concern, require additional action, or impact the Section's 
practices.2.Provides staff with instruction and guidance related to regulations, policies, and procedures.3.Interprets 
regulations, policies, and procedures for external parties. Getting Information1.Gathers information from external 
sources including NAIC, Tennessee Legislature, and industry sources related to changes and trends that may impact 
Captive Insurance.2.Gains information from internal reporting to inform workflow, budgetary, and staffing decisions. 
Developing and Building Teams1.Assesses team performance and identifies developmental opportunities on an 
individual and team basis. Judging the Qualities of Things, Services, or People1.Evaluates and judges work performance 
of assigned staff.2.Evaluates and judges quality of service providers and information. Performing Administrative 
Activities1.Prepares periodic activity reports for management.2.Reviews reports prepared by staff, including, but not 
limited to annual statement reviews, premium tax calculations, actuarial opinion summaries, audited financial reviews, 
and as-needed business plan changes, dividend requests, loan requests, and various periodic reports required in the 
surveillance of assigned captives.3.Prepares required reports, including, but not limited to annual statement reviews, 
premium tax calculations, actuarial opinion summaries, audited financial reviews, and as-needed business plan changes, 
dividend requests, loan requests, and various periodic reports required in the surveillance of assigned 
captives.4.Performs administrative duties, including entering time and leave, calendar maintenance and coordination, 
travel and training authorizations, and expense reporting.5.Approves time and leave requests for assigned staff. 
Establishing and Maintaining Interpersonal Relationships1.Promotes transparency and close working relationships 
through management of expectations and proactively communicating with service providers, captive owners, other 
state regulatory authorities, and internal personnel.2.Develops and maintains cooperative working relationships 
internally and externally.3.Collaborates with team members to find solutions to complex and emerging issues.4.Attends 
networking events to promote Captive Insurance mission and develop new working relationships.Updating and Using 
Relevant Knowledge1.Attends NAIC meetings related to accreditation standards.2.Pursues continuing education 
opportunities related to program area, including, but not limited to opportunities through SOFE, ICCIE, Tennessee State 
Board of Accountancy, and NAIC accreditation levels.3.Participates in continuing research through webinars, reading 
materials, or research papers to keep relevant knowledge up to date.4.Maintains all necessary continuing education. 
Coaching and Developing Others1.Evaluates performance of subordinates through performance management 
program.2.Identifies opportunities for growth and development of staff for which they are responsible.3.Actively 
engages in the promotion of a collegial work environment.4.Provides input to Captive Insurance section on 
improvements in staff development. Interacting with Computers1.Researches and coordinates improvements to 
information systems used in the course of daily activities.2.Uses office productivity software in the course of daily 
duties, including, but not limited to word processing, spreadsheet, and presentation software, web-based email 
programs, and insurance-specific programs. Documenting/Recording InformationDocument and record all insurance-
related information regarding captive insurance companies within tracking software" 
 
Competencies (KSA’s): 
Competencies: Written communications Integrity and trust Composure Developing direct reports and others Decision 
quality Perspective Organizational agility Drive for results Standing alone Comfort around higher 
managementKnowledge Advanced knowledge of accounting and economics Intermediate knowledge of Microsoft Office 
products Intermediate knowledge of captive insurance principles Intermediate knowledge of business strategy and 
tactics Intermediate knowledge of insurance risk management Intermediate knowledge of administrative and 
organizational procedures Intermediate knowledge of principles of customer service Intermediate knowledge of law and 
government Intermediate knowledge of human resources practices Basic knowledge of education and training 
principlesSkills       Accounting Judgment and decision making Writing Management of personnel resources Reading 
comprehension Utilizing relevant computer software Speaking Intermediate proofreading Active listening Critical 
thinking Social perceptiveness Service orientation Time management Complex problem solving Active learning 
Intermediate learning strategies Management of financial resources Negotiation Management of material 
resourcesAbilities Written expression Written comprehension Oral comprehension Oral expression Originality Problem 
sensitivity Mathematical reasoning Selective attention Number facility Inductive reasoning Deductive reasoning  
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Tools and Equipment Used: 
 Desktop or Laptop Tablet Calculator Printer Scanner Copier Fax Machine 
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075705 - CAPTIVE INSURANCE PROGRAM DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4096 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073036 - CAPTIVE INSURANCE SPEC 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3330 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and 30 
semester credit hours of accounting coursework and experience equivalent to two years of full-time employment in 
financial or insurance-related field. Substitution of Experience for Education: Qualifying experience in financial or 
insurance-related field may substitute for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for one year of 
the required education). Substitution of Graduate Education for Experience: Graduate course work credit received from 
an accredited college or university in finance, business, insurance and related fields may substitute for the required 
experience on a year-for-year basis to a maximum of 1 year.ORCurrent designation as Certified Public Accountant 
recognized by Tennessee Accountancy Board or equivalent regulatory authority, if outside Tennessee OR current 
designation as Certified Financial Examiner recognized by Society of Financial Examiners (SOFE) and experience 
equivalent to two years of full-time employment in financial or insurance-related field.  
 
Other Requirements: 
Examination Method: Education and experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for captive insurance analysis and examination work of average 
difficulty; and performs related work as required.Distinguishing Features: This is the working level class in the Captive 
Insurance Specialist sub-series. An employee in this class monitors, analyzes, and examines the financial status and 
potential of assigned captive insurance companies. This class is flexibly staffed with and differs from Captive Insurance 
Specialist 1, in that an incumbent of the latter is responsible for less complex types of companies, such as pure or single-
state captives.  This class differs from Captive Insurance Specialist 3 in that an incumbent of the latter functions as the 
first-level supervisor and is responsible for more complex captive insurance matters. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings1.Monitors financial position and health of assigned companies through 
activities including, but not limited to reviews of monthly bank statements and corrective action plans for assigned 
companies. Analyzing Data or Information1.Analyzes holding companies, quarterly procedures, audit procedures, MGA, 
MDA analysis, and any other appropriate procedure as prescribed by NAIC2.Analyzes captive balance sheets, income 
statements, and cash flow for compliance.3.Reviews past recommendations, present conditions, and viability of future 
forecasts for historical accuracy or relevance, with particular emphasis on strengths and weaknesses.4.Prepares a 
narrative analysis, such as an insurer profile summary, to identify prospective risks within captive insurance 
companies.5.Analyzes whether assets and liabilities properly reflect the type of risk being insured. Organizing, Planning, 
and Prioritizing Work1.Prioritizes workload to accomplish tasks within established statutory, NAIC, or internal standards 
that support position as top captive domicile state. Evaluating Information to Determine Compliance with 
Standards1.Evaluates, analyzes, and determines each assigned captive insurance company's compliance with all State 
statutes and rules and applicable NAIC guidelines. Interpreting the Meaning of Information for Others1.Provides 
information and analysis on captive insurance companies to leadership; in particular, identifies any situations that may 
be cause for concern, require additional action, or impact the Section's practices.2.Interprets regulations, policies, and 
procedures for external parties. Performing Administrative Activities1.Prepares required reports, including, but not 
limited to annual statement reviews, premium tax calculations, actuarial opinion summaries, audited financial reviews, 
and as-needed business plan changes, dividend requests, loan requests, and various periodic reports required in the 
surveillance of assigned captives.2.Performs administrative duties, including entering time and leave, calendar 
maintenance and coordination, travel and training authorizations, and expense reporting. Making Decisions and Solving 
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Problems1.Recommends approval of items including business plan changes, dividend requests, coverage changes, 
related party transactions, and loan requests.2.Reports anomalies through proper supervisory channels in a timely 
manner.3.Communicates with service providers, processes regular business requests, and refers complex or difficult 
matters through appropriate supervisory channels. Getting Information1.Working independently, responds to phone 
calls, emails, form inquiries, and requests from Captive managers, regulators, internal and external customers related to 
the regulation of captive insurance companies.2.Gathers information related to regulation of risk retention 
groups.3.Receives financial statements and other documents relevant to analysis and/or examinations. Interacting with 
Computers1.Uses office productivity software in the course of daily duties, including, but not limited to word processing, 
spreadsheet, and presentation software, web-based email programs, and insurance-specific programs. 
Documenting/Recording Information1.Utilizes appropriate methodologies such as TeamMate and iSite to document the 
oversight of planning, analysis, and completion of expected outcomes for risk retention groups.2.Stores and sources 
original and backup information in appropriate locations.3.Documents and records all insurance-related information 
regarding captive insurance companies within tracking software or other designated method. Processing 
Information1.Tracks company information from initial application through annual insurer profile summary.2.Calculates 
ratios or other metrics to support issues such as liquidity, solvency, or capital adequacy.3.Tracks analysis progress for all 
assigned risk retention groups.4.Compares annual statements to expected metrics.5.Receives, reviews, and organizes 
operational and oversight documents related to the operations of each captive, which may include board minutes, 
sample policies and agreements, business plans, annual audits, feasibility studies, or pro forma financials.6.Reviews 
premium tax audits to ensure that they are being properly prepared. Provide Consultation and Advice to Others1.Makes 
recommendations for changes in operating procedures which may affect section operations.Coaching and Developing 
Others1.Provides technical guidance and resources to internal and external customers.2.Actively engages in the 
promotion of a collegial work environment. Thinking Creatively1.Independently researches and develops hypotheses 
related to the best course of action for a given problem.2.Collaborates with team members to find solutions to complex 
and emerging issues. Judging the Qualities of Things, Services, or People1.Evaluates and judges quality of service 
providers and information. Establishing and Maintaining Interpersonal Relationships1.Promotes transparency and close 
working relationships through management of expectations and proactively communicating with service providers, 
captive owners, other state regulatory authorities, and internal personnel.2.Develops and maintains cooperative 
working relationships internally and externally.3.Collaborates with team members to find solutions to complex and 
emerging issues.4.Attends networking events to promote Captive Insurance mission and develop new working 
relationships. Updating and Using Relevant Knowledge1.Pursues continuing education opportunities related to program 
area, including, but not limited to opportunities through SOFE, ICCIE, Tennessee State Board of Accountancy, and NAIC 
accreditation levels.2.Maintains all necessary continuing education.3.Participates in continuing research through 
webinars, reading materials, or research papers to keep relevant knowledge up to date.   
 
Competencies (KSA’s): 
Competencies: Integrity and trust Written communications Functional/technical competency Decision quality 
Intellectual horsepower Customer focus Business acumen Interpersonal savvy Technical learning Priority 
SettingKnowledge Intermediate knowledge of accounting and economics Basic knowledge of Microsoft Office products 
Basic knowledge of insurance risk management Intermediate knowledge of captive insurance principles Basic knowledge 
of administrative and organizational procedures Basic knowledge of principles of customer service Basic knowledge of 
law and government Skills       Accounting Utilizing relevant computer software Writing Critical thinking Speaking 
Reading comprehension Judgment and decision making Intermediate proofreading Time management Active listening 
Social perceptiveness Service orientation Complex problem solving Active learning Persuasion Negotiation Intermediate 
learning strategies Abilities Written expression Written comprehension Oral expression Oral comprehension 
Mathematical reasoning Selective attention Problem sensitivity Fluency of ideas Deductive reasoning Inductive 
reasoning Number facility Spatial orientation  
 
Tools and Equipment Used: 
 Desktop or Laptop Tablet Calculator Printer Scanner Copier Fax Machine 
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073035 - CAPTIVE INSURANCE SPEC 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3435 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time employment in financial or insurance-related field. Substitution of Experience for 
Education: Qualifying experience in financial or insurance-related field may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Substitution of Graduate Education for Experience: 
Graduate course work credit received from an accredited college or university in finance, business, insurance and 
related fields may substitute for the required experience on a month-for-month basis to a maximum of 1 year (e.g., 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience).ORCurrent designation as Certified Public Accountant recognized by Tennessee Accountancy Board or 
equivalent regulatory authority, if outside Tennessee OR current designation as Certified Financial Examiner recognized 
by Society of Financial Examiners (SOFE) AND experience equivalent to three years of full-time employment in financial 
or insurance-related field.  
 
Other Requirements: 
Examination Method: Education and experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory work of average difficulty and captive insurance analysis and 
examination work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
first supervisory class in the Captive Insurance Specialist sub-series. An employee in this class supervises staff 
responsible for monitoring, analyzing, and examining the financial status and potential of assigned captive insurance 
companies, and may assist with complex cases. This class differs from Captive Insurance Specialist 2, in that an 
incumbent of the latter is responsible for independently performing regulatory work of average difficulty.  This class 
differs from the Captive Insurance Specialist EIC classification in that an incumbent of the latter functions as an 
Examiner-in-Charge for company examinations and is responsible for oversight of assigned operations to determine 
need for examinations.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings1.Monitors financial position and health of assigned companies through 
activities including, but not limited to reviews of monthly bank statements and corrective action plans for assigned 
companies.2.Monitors staff workflow to ensure efficiency and workload equity. Evaluating Information to Determine 
Compliance with Standards1.Evaluates, analyzes, and determines each assigned captive insurance company's 
compliance with all State statutes and rules and applicable NAIC guidelines.2.Supervises, trains, and reviews staff 
analysis. Analyzing Data or Information1.Analyzes holding companies, quarterly procedures, audit procedures, MGA, 
MDA analysis, and any other appropriate procedure as prescribed by NAIC.2.Analyzes captive balance sheets, income 
statements, and cash flow for compliance.3.Reviews past recommendations, present conditions, and viability of future 
forecasts for historical accuracy or relevance, with particular emphasis on strengths and weaknesses.4.Prepares a 
narrative analysis, such as an insurer profile summary, to identify prospective risks within captive insurance 
companies.5.Reviews work product of staff, including independent analysis to verify quality of work product.6.Analyzes 
whether assets and liabilities properly reflect the type of risk being insured. Interpreting the Meaning of Information for 
Others1.Provides information and analysis on captive insurance companies to leadership; in particular, identifies any 
situations that may be cause for concern, require additional action, or impact the Section's practices.2.Interprets 
regulations, policies, and procedures for external parties.3.Provides staff with instruction and guidance related to 
regulations, policies, and procedures. Staffing Organizational Units1.Conducts interviews and makes staffing 
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recommendations. Getting Information1.Responds and supervises staff response to phone calls, emails, form inquiries, 
and requests from Captive managers, regulators, internal and external customers related to the regulation of captive 
insurance companies.2.Gathers information related to regulation of risk retention groups. Receives financial statements 
and other documents relevant to analysis and/or examinations.3.Receives financial statements and other documents 
relevant to analysis and/or examinations. Judging the Qualities of Things, Services, or People1.Evaluates and judges 
quality of service providers and information.2.Evaluates and judges work performance of assigned staff. Making 
Decisions and Solving Problems1.Recommends approval of items including business plan changes, dividend requests, 
coverage changes, related party transactions, and loan requests.2.Communicates with service providers, processes 
regular business requests, and refers complex or difficult matters through appropriate supervisory channels.3.Reports 
anomalies through proper supervisory channels in a timely manner.4.Recommends waiver of audit requirements, waiver 
of actuarial opinion, and any other exception of statutory requirements. Performing Administrative Activities1.Prepares 
required reports, including, but not limited to annual statement reviews, premium tax calculations, actuarial opinion 
summaries, audited financial reviews, and as-needed business plan changes, dividend requests, loan requests, and 
various periodic reports required in the surveillance of assigned captives.2.Reviews reports prepared by staff, including, 
but not limited to annual statement reviews, premium tax calculations, actuarial opinion summaries, audited financial 
reviews, and as-needed business plan changes, dividend requests, loan requests, and various periodic reports required 
in the surveillance of assigned captives.3.Prepares periodic activity reports for management.4.Performs administrative 
duties, including entering time and leave, calendar maintenance and coordination, travel and training authorizations, 
and expense reporting.5.Approves time and leave requests for assigned staff. Processing Information1.Tracks company 
information from initial application through annual insurer profile summary.2.Receives, reviews, and organizes 
operational and oversight documents related to the operations of each captive, which may include board minutes, 
sample policies and agreements, business plans, annual audits, feasibility studies, or pro forma financials.3.Tracks 
analysis progress for all assigned risk retention groups.4.Calculates ratios or other metrics to support issues such as 
liquidity, solvency, or capital adequacy.5.Compares annual statements to expected metrics.6.Reviews premium tax 
audits to ensure that they are being properly prepared. Developing and Building Teams1.Assesses team performance 
and identifies developmental opportunities on an individual and team basis. Interacting with Computers1.Uses office 
productivity software in the course of daily duties, including, but not limited to word processing, spreadsheet, and 
presentation software, web-based email programs, and insurance-specific programs. Provide Consultation and Advice to 
Others1.Makes recommendations for changes in operating procedures which may affect section operations. Coaching 
and Developing Others1.Evaluates performance of subordinates through performance management program.2.Actively 
engages in the promotion of a collegial work environment.3.Provides technical guidance and resources to internal and 
external customers.4.Provides input to Captive Insurance section on improvements in staff development.5.Identifies 
opportunities for growth and development of staff for which they are responsible. Documenting/Recording 
Information1.Utilizes appropriate methodologies, such as TeamMate or iSite, to document the oversight of planning, 
analysis, and completion of expected outcomes for risk retention groups.2.Documents and records all insurance-related 
information regarding captive insurance companies within tracking software or other designated method.3.Document 
training and performance outcomes for assigned staff.4.Stores and sources original and backup information in 
appropriate locations. Thinking Creatively1.Independently researches and develops hypotheses related to the best 
course of action for a given problem.2.Collaborates with team members to find solutions to complex and emerging 
issues. Organizing, Planning, and Prioritizing Work1.Uses office productivity software in the course of daily duties, 
including, but not limited to word processing, spreadsheet, and presentation software, web-based email programs, and 
insurance-specific programs.2.Prioritizes workflow for all companies within staff group.3.Assesses priorities and 
delegates tasks as needed to staff. Establishing and Maintaining Interpersonal Relationships1.Develops and maintains 
cooperative working relationships internally and externally.2.Promotes transparency and close working relationships 
through management of expectations and proactively communicating with service providers, captive owners, other 
state regulatory authorities, and internal personnel.3.Collaborates with team members to find solutions to complex and 
emerging issues.4.Attends networking events to promote Captive Insurance mission and develop new working 
relationships. Updating and Using Relevant Knowledge1.Pursues continuing education opportunities related to program 
area, including, but not limited to opportunities through SOFE, ICCIE, Tennessee State Board of Accountancy, and NAIC 
accreditation levels.2.Participates in continuing research through webinars, reading materials, or research papers to 
keep relevant knowledge up to date.3.Maintains all necessary continuing education.  
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Competencies (KSA’s): 
Competencies: Integrity and trust Written communications Functional/technical competency Intellectual horsepower 
Composure Decision quality Customer focus Developing direct reports and others Approachability Conflict 
managementKnowledge Intermediate knowledge of accounting and economics Intermediate knowledge of captive 
insurance principles Basic knowledge of Microsoft Office products Basic knowledge of insurance risk management Basic 
knowledge of administrative and organizational procedures Basic knowledge of principles of customer service Basic 
knowledge of law and government Basic knowledge of human resources practices Basic knowledge of education and 
training principlesSkills       Accounting Utilizing relevant computer software Judgment and decision making Writing 
Speaking Reading comprehension Intermediate proofreading Instruction Critical thinking Time management Active 
listening Service orientation Negotiation Social perceptiveness Persuasion Complex problem solving Active learning 
Intermediate learning strategiesAbilities Written expression Written comprehension Oral comprehension Oral 
expression Problem sensitivity Selective attention Fluency of ideas Mathematical reasoning Originality Deductive 
reasoning Inductive reasoning Number facility   
 
Tools and Equipment Used: 
 Desktop or Laptop Tablet Calculator Printer Scanner Copier Fax Machine 
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073033 - CAPTIVE INSURANCE SPEC EIC 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3429 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time employment in financial or insurance-related field. Substitution of Experience for 
Education: Qualifying experience in financial or insurance-related field may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Substitution of Graduate Education for Experience: 
Graduate course work credit received from an accredited college or university in finance, business, insurance and 
related fields may substitute for the required experience on a year-for-year basis to a maximum of 1 year. 
 
Other Requirements: 
Necessary Special Qualifications:  Must hold current designation as Certified Public Accountant recognized by Tennessee 
Accountancy Board or equivalent regulatory authority, if outside TennesseeORCurrent designation as Certified Financial 
Examiner recognized by Society of Financial Examiners (SOFE). Examination Method: Education and experience, 100%, 
for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory work of average difficulty and captive insurance analysis and 
examination work of considerable difficulty; and performs related work as required.Distinguishing Features: This is the 
lead supervisory class in the Captive Insurance Specialist sub-series. An employee in this class functions as an Examiner-
in-Charge for company examinations, provides oversight of operations to determine examination need, and manages 
first-line supervisors responsible for teams that monitor, analyze, and examine the financial status and potential of 
assigned captive insurance companies. This class differs from Captive Insurance Specialist 3 in that an incumbent of the 
latter is responsible for direct supervision of analysis staff and may perform analysis work.  This class differs from the 
Captive Insurance Specialist AD classification in that an incumbent of the latter functions as an assistant director for the 
section and is thus responsible for complex operational duties. 
 
Work Activities: 
Making Decisions and Solving Problems1.Determines financial position of company and whether any further action is 
needed.2.Reviews and determines whether proposed recommendations are approved. Monitor Processes, Materials, or 
Surroundings1.Monitors workflow progress and reporting of financial analysis and examinations to ensure established 
deadlines are met.2.Responsible for ongoing oversight, problem escalation and resolution, managerial reporting, and 
accreditation compliance. Evaluating Information to Determine Compliance with Standards1.Reviews and authorizes 
reporting related to financial procedures and examinations, including internal reporting through management, and 
determines if escalation is necessary. Interpreting the Meaning of Information for Others1.Provides information and 
analysis on captive insurance companies to leadership; in particular, identifies any situations that may be cause for 
concern, require additional action, or impact the Section's practices.2.Interprets regulations, policies, and procedures 
for external parties.3.Provides staff with instruction and guidance related to regulations, policies, and procedures. 
Staffing Organizational Units1.Conducts interviews and makes staffing recommendations. Developing and Building 
Teams1.Assesses team performance and identifies developmental opportunities on an individual and team basis. 
Organizing, Planning, and Prioritizing Work1.Coordinates, plans, and prioritizes examinations and follow up for all 
companies.2.Prioritizes workload to accomplish tasks within established statutory, NAIC, or internal standards that 
support position as top captive domicile state.3.Focuses on prioritizing exceptions in the financial analysis oversight 
process.4.Assesses priorities and delegates tasks as needed to staff. Documenting/Recording Information1.Document 
analysis and reporting to ensure compliance with accreditation standards.2.Document and record all insurance-related 
information regarding captive insurance companies within tracking software. Coaching and Developing 
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Others1.Evaluates performance of subordinates through performance management program.2.Identifies opportunities 
for growth and development of staff for which they are responsible.3.Actively engages in the promotion of a collegial 
work environment.4.Provides input to Captive Insurance section on improvements in staff development. Performing 
Administrative Activities1.Prepares required reports, including, but not limited to annual statement reviews, premium 
tax calculations, actuarial opinion summaries, audited financial reviews, and as-needed business plan changes, dividend 
requests, loan requests, and various periodic reports required in the surveillance of assigned captives.2.Reviews reports 
prepared by staff, including, but not limited to annual statement reviews, premium tax calculations, actuarial opinion 
summaries, audited financial reviews, and as-needed business plan changes, dividend requests, loan requests, and 
various periodic reports required in the surveillance of assigned captives.3.Prepares periodic activity reports for 
management.4.Performs administrative duties, including entering time and leave, calendar maintenance and 
coordination, travel and training authorizations, and expense reporting.5.Approves time and leave requests for assigned 
staff. Judging the Qualities of Things, Services, or People1.Evaluates and judges work performance of assigned 
staff.2.Evaluates and judges quality of service providers and information. Thinking Creatively1.Independently researches 
and develops hypotheses related to the best course of action for a given problem.2.Collaborates with team members to 
find solutions to complex and emerging issues. Provide Consultation and Advice to Others1.Makes recommendations for 
changes in operating procedures which may affect section operations. Interacting with Computers1.Uses office 
productivity software in the course of daily duties, including, but not limited to word processing, spreadsheet, and 
presentation software, web-based email programs, and insurance-specific programs. Establishing and Maintaining 
Interpersonal Relationships1.Promotes transparency and close working relationships through management of 
expectations and proactively communicating with service providers, captive owners, other state regulatory authorities, 
and internal personnel.2.Collaborates with team members to find solutions to complex and emerging issues.3.Develops 
and maintains cooperative working relationships internally and externally.4.Attends networking events to promote 
Captive Insurance mission and develop new working relationships. Getting Information1.Gathers historical data from 
analysts related to companies' risk areas to inform examinations.2.Receives data specifically related to companies under 
examination, including financial, corporate governance, and technical information.3.Collects information from industry 
and NAIC regarding trends and upcoming changes in regulation. Updating and Using Relevant Knowledge1.Attends NAIC 
meetings related to accreditation standards.2.Pursues continuing education opportunities related to program area, 
including, but not limited to opportunities through SOFE, ICCIE, Tennessee State Board of Accountancy, and NAIC 
accreditation levels.3.Participates in continuing research through webinars, reading materials, or research papers to 
keep relevant knowledge up to date.4.Maintains all necessary continuing education.  
 
Competencies (KSA’s): 
Competencies: Integrity and trust  Written communications  Functional/technical competency  Composure  
Interpersonal savvy  Conflict management  Technical learning  Building effective teams  Standing alone  Problem solving               
Knowledge  Advanced knowledge of accounting and economics  Intermediate knowledge of Microsoft Office products  
Intermediate knowledge of captive insurance principles  Basic knowledge of insurance examinations  Intermediate 
knowledge of insurance risk management  Intermediate knowledge of administrative and organizational procedures  
Intermediate knowledge of principles of customer service  Intermediate knowledge of law and government  Basic 
knowledge of human resources practices  Basic knowledge of education and training principles                Skills        
Accounting  Judgment and decision making  Writing  Reading comprehension  Utilizing relevant computer software  
Speaking  Intermediate proofreading  Complex problem solving  Critical thinking  Social perceptiveness  Service 
orientation  Active listening  Active learning  Time management  Intermediate learning strategies  Negotiation  Systems 
analysis  Systems evaluation  Instruction               Abilities  Written comprehension  Written expression  Oral 
comprehension  Problem sensitivity  Oral expression  Fluency of ideas  Mathematical reasoning  Selective attention  
Number facility  Inductive reasoning  Deductive reasoning                
 
Tools and Equipment Used: 
 Desktop or Laptop  Tablet  Calculator  Printer  Scanner  Copier  Fax Machine                
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078425 - CAREER SPECIALIST 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4549 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time work in a customer service related field such as sales, marketing, retail, hospitality service, social services or 
interviewing i.e., telecommunications, case management, interviewing in probing, assessing and identifying needs for 
job placement.  Substitution of Education for Experience: A master’s degree from an accredited college or university 
may be substituted on a year-for-year basis up to one (1) year. Substitution of Experience for Education: Experience in a 
customer service related field such as sales, marketing, retail, hospitality service, social services or interviewing may be 
substituted on a year-for-year basis, up to four (4) years. 
 
Other Requirements: 
Necessary Special Qualifications:      may be required to travel;    possession of a valid motor vehicle operator’s license. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for employment security work in a Career Center of average 
difficulty. This work provides services and resources to members of the public by analyzing both client and program 
information to determine the most appropriate customized solution for each client. The Career Specialist is responsible 
for explaining and interpreting program guidelines to clients concerning various programs, policies, regulations and 
performs related work as required. Distinguishing Features:  An employee in this class conducts job service functions to 
determine a client’s job readiness, work qualifications and suitability for particular training programs; refer job seekers 
to employer; takes job orders from employers; makes recommendations on specialized employment programs (ex: Food 
Stamp, Trade Readjustment Act (TRA); Trade Adjustment Act (TAA), Reemployment Services Assistance 
(RESA)participants). An employee gathers and analyzes all pertinent work history information to reach these 
determinations. This class differs from that of the Supervisor in that an incumbent of the latter is responsible for 
exercising general supervision over a professional staff of career specialists. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Effectively resolves difficult situations with peers and clients, and 
knows when to elevate the issue to the supervisor level.Documenting/Recording Information:    Maintains extensive 
program records and reports to keep accurate statistical data on all clients for federal and internal reporting 
requirements.    Enters and updates client information into relevant systems to update records and data bases.Analyzing 
Data or Information:    Analyzes client and program information to determine the most appropriate customized solution 
for each client.Thinking Creatively:    Uses an innovative approach to customize solutions for each client.Developing 
Objectives and Strategies:    Assists client in developing goals and strategies, tracks client’s progress, and stays in contact 
with client to help reach the desired outcomes.Interpreting the Meaning of Information for Others:    Explains and 
interprets program guidelines to clients concerning various programs, policies, rules and regulations.Communicating 
with Persons Outside Organization:    Uses effective communication to provide outreach to employers, community 
leaders and groups to promote Career Center services and develop potential job sources.    Communicates with 
employers to post their job announcements and gather results of recruitment process.    May contact employer or 
educational institutions to verify client information for various programs.Getting Information:     Uses electronic data, 
phone interviews, and/or in-person interviews, to obtain pertinent information on education, work skills and abilities.    
Obtains information for employment eligibility and to determine appropriate programs and/or points of contact for 
each client.Training and Teaching Others:     May facilitate workshops to assist clients with reaching a job ready status 
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and/or program participant compliance.Performing for or Working Directly with the Public:     Provides professional 
customer service to every client, both internal and external.    May schedule and facilitate skill and pre-employment 
assessments in service to employers or partners.    Refers applicants to prospective employers, counseling services or 
training programs to facilitate their subsequent employment.Communicating with Supervisors, Peers, or Subordinates:     
Effectively and consistently communicates with supervisor for reporting requirements, providing feedback, and activities 
and events within the course of duties.    Effectively and consistently communicates with peers to build and maintain 
teamwork, partnerships, and cooperation between coworkers and offices.Interacting with Computers:     Assists clients 
in updating electronic information in applicable web-based programs.    Maintains proficient computer skills for the 
successful operation of programs. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Action Oriented    Written Communication    
Customer Focus    Ethics and Values    Listening    Integrity and Trust    Approachability    ComposureKnowledge:    
Customer and Personal Service    Clerical    Administration and Management    Education and Training    Personnel and 
Human Resources    Sales and Marketing    Basic Mathematics    Law and GovernmentSkills:    Active Listening    Speaking    
Reading Comprehension    Judgment and Decision Making    Time Management    Writing    Service Orientation    Active 
Learning    Social Perceptiveness    Critical Thinking    Complex Problem Solving    Coordination    Learning Strategies    
Trouble ShootingAbilities:    Visualization    Written Expression    Oral Comprehension    Written Comprehension    Oral 
Expression    Problem Sensitivity    Time Sharing    Selective Attention    Deductive Reasoning    Speed of Closure    
Category Flexibility    Fluency of Ideas    Memorization    Inductive Reasoning    Originality 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Copier    Projector    Scanner    Fax Machine    Printer    Motor Vehicle 
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072215 - CASE MANAGEMENT PROGRAM SPEC 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2210 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in special 
education, social work, rehabilitation counseling, nursing, occupational therapy, physical therapy, recreational therapy, 
vocational rehabilitation, sociology, psychology or other behavioral science or human services field and experience 
equivalent to one year of full-time increasingly responsible professional intellectual or developmental disabilities 
program or staff work. 
 
Other Requirements: 
Necessary Special Qualifications: Certain positions require that applicant be a qualified intellectual and developmental 
disabilities professional under the ICF/IDD Federal regulations. Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional intellectual and developmental disabilities program 
coordination of average difficulty; and performs related work as required. Distinguishing Features: An employee in this 
class is responsible for individual support plan development and coordination for a moderate-sized group of service 
recipients at a developmental center or in the community. Some functional guidance and coordination of the work of 
other staff is inherent in accomplishing the duties at the assigned unit, but the full supervisory function is retained by 
the higher level manager or coordinator. This class differs from lower level therapeutic, coordinative and program staff 
in the specificity of work. This class differs from higher level related classes in that incumbents of the latter have duties 
of broader scope and complexity and have significant supervisory responsibilities. 
 
Work Activities: 
Updating and Using Relevant Knowledge:    Uses relevant resources to make determinations in order to comply with 
current guidelines.    Searches for innovative ways to provide new services for individuals with intellectual and 
developmental disabilities.    Maintains knowledge of currently available community resources.    Participates in both 
required and non-required trainings, seminars, and conferences to acquire new knowledge, skills, and tools and extend 
existing knowledge base. Scheduling Work and Activities:    Schedules face-to-face visits in the home and in the 
community.    Coordinates meetings with individuals and their planning team.    Coordinates scheduling and supports so 
that individuals can participate in activities in which they are interested. Getting Information:    Obtains information to 
determine eligibility of services and to plan services for individuals.    Obtains assessment information to ensure proper 
implementation and utilization of services.    Gathers information on services and resources available in the community. 
Making Decisions and Solving Problems:    Makes recommendations and decisions on level of need based on individual’s 
circumstances.    Facilitates decisions made on action plans and implementation of support plans. Coaching and 
Developing Others:    Mentors new employees to help them understand departmental processes.    Attends meetings 
and shares knowledge gained with peers. Evaluating Information to Determine Compliance with Standards:    Reviews 
and follows federal, state, and departmental regulations to assure compliance.    Follows all HIPAA policies to ensure 
each individual’s information is kept confidential. Monitoring and Controlling Resources:    Estimates the projected 
annual budget for services to comply with federal regulations.    Ensures that individual’s financial resources do not 
exceed amounts that cause them to no longer qualify for services. Processing Information:    Compiles and audits 
relevant information from all sources to develop individual support plans, monthly reviews, and to ensure 
implementation of individual support plans.    Verifies that services were provided as authorized by conducting monthly 
reviews. Communicating with Persons Outside Organization:    Makes referrals to outside organizations to ensure that 
the individual’s needs are met.     Creates and maintains effective relationships with outside organizations to meet the 
individual’s needs. Documenting/Recording Information:    Creates, updates, and maintains current individual support 
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plans, documentation of contacts, and monthly review notes to assure service delivery and compliance with current 
federal, state, and departmental policy. Resolving Conflicts and Negotiating with Others:    Facilitates discussion of 
alternatives during conflicts and/or disagreements between members of planning teams. Identifying Objects, Actions, 
and Events:    Identifies individual-specific changes to plan services that meet the needs of the individual through face-
to-face visits, phone calls, reviewing medical information, and talking to direct care staff and family members. 
Communicating with Supervisors, Peers, and Subordinates:    Provides accurate, concise information so that the work 
team can evaluate and coordinate services. Developing Objectives and Strategies:    Utilizes person-centered planning 
tools to develop individual support plans for individuals. Establishing and Maintaining Interpersonal Relationships:    
Develops and maintains constructive and cooperative working relationships with others by incorporating ideas, 
providing feedback and follow-up, seeking input, and finding solutions to problems. Interpreting the Meaning of 
Information for Others:    Provides written materials to and explains them as needed to individuals, families, 
conservators, advocates, and other state and community agencies so that everyone has a common understanding of 
services and supports. Developing and Building Teams:    Asks questions to solicit information from all team members 
and ensures follow-through by each team member to ensure that the individual’s needs are met. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communications    Drive for Results    Sizing up People    Conflict 
Management    Time Management    Organizing    Understanding Others    Listening    CreativityKnowledge:     Knowledge 
of case management principles    Knowledge of disabilities services delivery    Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivationSkills:    Skill in talking to 
others to convey information effectively    Skill in understanding the implications of new information for both current 
and future problem solving and decision making    Skill in giving full attention to what other people are saying, taking 
time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Skill in coordinating people and resources    Skill in using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems    Skill in monitoring and implementation of individual 
support plans to make improvements or take corrective action    Skill in communicating effectively in writing, including 
the meaning and spelling of words, rules of composition, and grammar, as appropriate for the work-related purpose    
Skill in understanding written sentences and paragraphs in work-related documents    Skill in coaching and inservicing 
other staff, families, and provider agencies    Skill in facilitating person-centered practices regarding the provision of 
services    Basic word processing and computer skills Abilities:    Ability to assess critical situations and implement 
decisions and actions quickly while keeping the needs of the individual in mind    Ability to recognize problems with 
individuals or situations and review related information to develop and evaluate options and implement solutions    
Ability to research available resources    Ability to learn and apply governmental and agency regulations    Ability to 
prioritize work assignments and manage one’s own time    Ability to be flexible to accommodate the demands of the job    
Ability to operate a motor vehicle    Ability to add, subtract, multiply, or divide quickly and correctly for budget planning 
purposes 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Telephone    Printer 
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075299 - CASH MANAGEMENT DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3682 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036915 - CDL EXAMINER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1631 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of driver’s license examining work. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:     Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(b) of the Code of Federal Regulation (CFR)  -  Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulation (CFR)  -  Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulation (CFR)  -  Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(b) of the Code of Federal Regulation (CFR)  -  Title 49 (disqualifying offenses);    Pass a pre-employment 
physical examination following an offer of employment;    Possess a valid motor vehicle operator’s license or be able to 
obtain one prior to appointment.Examination Method: Education and Experience,100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for classified and commercial driver’s license examination work of 
average difficulty; performs related work as required. Distinguishing Features: An employee in this class performs 
commercial driver’s license examination work including the administration of a variety of tests to driver’s license 
applicants, the determination of appropriate license category, the assurance of applicant qualifications, the collection 
and processing of various fees, and the issuance of licenses. This class differs from Driver’s License Examiner in that an 
incumbent of the latter performs driver’s license examination duties of lesser scope and complexity for non-commercial 
vehicles. An incumbent of this class reports to a Driver’s License Branch Supervisor 1 or 2. 
 
Work Activities: 
Getting Information:    Qualifies applicants for commercial driver's license services or other licensing services.    Applies 
the appropriate application procedures outlined by state law and policy for the services needed.    Collects appropriate 
identifying documents (e.g., social security card, proof of residence, current driver's license, USDOT medical card); 
examines documents to verify legitimacy.    Collects appropriate fees, counts correct change, approves applicant for 
appropriate testing procedures.    Accesses applicants' test files on computer to determine if they passed or failed 
previous tests.    Keys personal information from written application into computer database.    Compares applicant's 
database information with their personal identification to confirm eligibility for the applicable service.    Enters codes for 
services to be rendered into database to identify required fees.    Asks applicants which service they require, including, 
but not limited to, license renewal, replacement, license testing, or handgun permit application.Performing for or 
Working Directly with the Public:    Performs all skills tests outside regardless of weather conditions.    Evaluates 
applicant's ability to perform pre-trip inspection, basic controls, and driving skills during testing related to various 
commercial vehicles.    Administers road skills tests to applicants applying for Tennessee driver's licenses and 
commercial driver licenses.    Determines adherence to road safety rules, regulations, and laws by observing applicants' 
abilities to maneuver vehicle and to follow pertinent traffic signs, lights, and right of ways.    Rates applicants' driving 
skills on scoring sheet; calculates applicants' final score based on the maneuvers performed correctly or incorrectly; 
informs applicants of pass or fail status.    Advises applicants' of results, explains steps required for retaking appropriate 
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tests if applicant does not meet passing standards, and records into computer database.    Administers vision screenings 
to applicants applying for Tennessee driver's licenses.    Instructs applicants to provide proof of vision correction or 
approval from a licensed eye doctor if the applicant does not pass the screening.    Enters applicants' information into 
computer to register them for appropriate knowledge examination, including, but not limited to, driver's licenses, 
commercial driver's licenses, or motorcycle licenses.    Uses vision screening device scoring guideline to determine 
pass/fail status; records applicants' results on written application.    Administers knowledge tests to applicants applying 
for Tennessee driver's licenses.    Inspects motor vehicle functioning, including, but not limited to lights, brakes, turn 
signals, to determine if the vehicle is safe to operate.    Inquires if applicant will require special accommodations for 
taking test.    Instructs applicants on test taking procedures, directs applicants to appropriate testing stations.    Provides 
standardized instructions to applicants required to perform pre-trip inspection, basic controls, and driving skills during 
testing related to various commercial vehicles.    Instructs customers in the completion of driver license application 
forms or other forms, such as voter registration cards.Processing Information:    Enters biographical data into the Driver 
License Information System for various driver's licenses and permits, identification cards, and handgun permit 
applications.    Writes applicants' information from database on to application to record the successful transmission of 
the data entry.    Keys applicants' new and/or changed information into the driver license database.    Updates 
operational records or licensing information using computer terminals.    Compares applicants' personal information in 
database, including, but not limited to, name, address, hair color, height, weight, and gender, with data on written 
application to ensure accuracy.    Codes information on license applications for entry into computers.    Issues 
appropriate credential using digitized camera and printer.    Photographs applicant using digitized camera; inspects 
credential from printer for misprints; issues credential to applicant.    Reviews applicant's information with applicant to 
ensure all information is correct, instructs applicant to sign identification pad and prepare for image capture.    Accesses 
database to retrieve list of applicants requiring service.Performing Administrative Activities:    Trains other workers or 
coordinate their work as necessary.    Calculates daily office revenue by aggregating all register revenues for the office; 
reconciles daily office revenue by comparing daily report to INFOPAC report.    Compares amounts from receipt report 
with cash-on-hand; identifies discrepancies between receipt report and cash on hand.    Prints daily receipt report from 
registers; counts and records registers' cash-on-hand at end of work shift.    Counts and records registers' cash-on-hand 
at beginning of work shifts to ensure that amounts are correct and that there is adequate change.    Performs routine 
data entry or other office support activities, including creating, sorting, photocopying, distributing, filing documents, or 
maintains records.    Prepares bank deposits and take deposits to banks.    Monitors supply inventory to ensure 
adequate supplies are available.    Stocks counters with adequate supplies of forms, film, license, or other required 
materials.    Records camera and printer inventoried supplies used during work day.    Maintains clean and orderly work 
areas and complete other general cleaning duties such as dusting and emptying trash cans.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates electronic skills test tablet to record testing scores.    Operates 
specialized photographic equipment to obtain photographs for drivers' license or photo identification cards.    Loads 
ribbon and cards into card printer.    Operates facsimile machine, scanner, printer, copier, telephone and electronic 
cashiering system.    Operates a motor vehicle to travel to driver's license stations to qualify applicants, administer 
testing, and issue photo identification cards.    Operates vehicle during road skills test if necessary.Communicating with 
Persons Outside Organization:    Explains state law regarding driver's license policies and procedures to the public in-
person or via the telephone.    Explains specific licensing requirements, laws, and rules and regulations of the 
Department of Safety and Homeland Security to customer.    Answers telephone and walk-up questions from public 
regarding office hours, location, fee amounts, and application process.Making Decisions and Solving:     Obtains and 
examines all relevant information to assess validity of complaints and to determine possible causes and necessary action 
to resolve the complaint.    Checks to ensure that appropriate changes were made to resolve customer's complaints or 
grievances.Establishing and Maintaining Interpersonal Relationships:    Explains policies, procedures, or services to peers 
as necessary.    Volunteers to assist co-workers with their tasks.Communicating with Supervisors, Peers, or Subordinates:    
Notifies management when problems or defects in equipment, structures, or materials are identified.    Refers 
unresolved customer complaints or grievances to management for further investigation.  
 
Competencies (KSA’s): 
Competencies:    Ethics & Values    Integrity & Trust    Listening    Patience    Self-Knowledge    Technical Learning    
Approachability    Composure    Customer Focus    Managing DiversityKnowledge:    Customer and Personal Service    
Mathematics    ClericalSkills:    Speaking    Active Listening    Time Management    Reading Comprehension    Service 
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Orientation    MathematicsAbilities:    Oral Expression    Oral Comprehension    Speech Clarity    Speech Recognition    
Memorization    Written Comprehension    Near Vision    Far Vision    Written Expression    Gross Body Coordination    
Depth Perception    Peripheral Vision    Visual Color Discrimination    Stamina    Deductive Reasoning    Number Facility 
 
Tools and Equipment Used: 
    Specialized Photographic Equipment    Card Printer    Fax Machine    Printer    Scanner    Copier    Telephone    
Electronic Cashiering System    Electronic Skills Test Tablet    Motor Vehicle 
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036940 - CDL PROGRAM MANAGER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1593 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework from an accredited college or 
university and experience equivalent to three years of increasingly responsible driver license issuance work; additional 
college coursework may be substituted for the required experience on a year-for-year basis to a maximum of two years; 
qualifying driver license issuance experience may be substituted for the required education on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:    Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses)    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Pass a pre-employment physical examination following an offer of employment;    Possess a valid motor vehicle 
operator’s license or be able to obtain one prior to appointment. Examination Method: Education and Experience, 
100%, for Preferred Service positions. " 
 
Job Overview: 
Summary: Under general supervision, is responsible for commercial driver license managerial work of average difficulty; 
and performs related work as required.Distinguishing Features: The employee in this class manages all commercial 
driver license examination activities statewide. This work involves managing commercial driver license examination 
stations involved in administering vision, written, and road tests to commercial driver license applicants, determining 
applicant qualifications, and issuing appropriate class licenses. This class differs from Driver License Issuance Manager 2 
in that the incumbent of the latter manages all statewide driver license examination and issuance activities. 
 
Work Activities: 
1. Supervises the activities of all commercial driver license examination offices statewide; supervises the verification of 
all information obtained through interviewing commercial driver license applicants to ensure all minimum commercial 
driver license applicant qualifications are met; supervises the collection, recording, accounting, and processing of 
commercial driver license and application fees and the maintenance of all appropriate forms, files, applications, and 
financial records and reports; supervises and participates in preparing and maintaining all statewide statistical records 
and reports for the commercial driver license program.2. Through subordinate staff, assigns, trains, supervises, and 
evaluates all employees engaged in performing commercial driver license examination and issuance activities; makes 
recommendations of staff employment, retention, promotion, demotion, and other personnel actions.3. Writes, 
reviews, and enforces all administrative rules, policies, and procedures for licensing commercial motor vehicle 
operators. Ensures that policies, rules, regulations, and procedures are in accordance with current federal law, rules and 
regulations.4. Analyzes statewide commercial driver license organization, operations, and procedures, and makes 
recommendations to effect improvements in the efficiency, effectiveness, and quality of commercial driver license 
program areas.5. Establishes and maintains personal contacts with subordinates, departmental associates, commercial 
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motor vehicle operators and industry officials in explaining, interpreting, and enforcing state and federal laws, rules and 
regulations concerning the licensure of commercial motor vehicle operators. Resolves problems with commercial driver 
license issuance and examination procedures, policies, and activities.6. Supervises and participates in training 
commercial driver license issuance personnel. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062245 - CEMETERY EQUIPMENT OPERATOR 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  1818 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled full-time labor and trades 
experience including, at least, one year of experience in heavy equipment operation. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    A valid motor vehicle operator’s license/endorsement 
is required for employment. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled light and heavy equipment operation of average 
difficulty; and performs related work as required. Distinguishing Features: This is the working level class. An employee in 
this class operates a variety of light and heavy equipment in the construction of access areas. The employee may be 
required to perform other tasks such as those related to cemetery caretaking, grounds and building maintenance and 
duties related to landscaping. This class differs from that of Cemetery Foreman in that an incumbent of the latter acts as 
a working supervisor of Cemetery Equipment Operators. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Promotes environmental stewardship, standards, 
practices and safety.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles, mechanized devices, 
or equipment such as, but not limited to: backhoes, dump trucks, bulldozers, skid steers, excavators, all-terrain vehicles, 
tractors, four wheel drive (4WD) pickup trucks.    Operates equipment, working to fine specification standards (i.e., in 
close proximity to existing grave sites, on slopes, curves, and excavations in rough terrain, moist soils, and/or dense 
vegetation).    Remains constantly alert and operates equipment carefully, especially when close to other persons, 
buildings, etc. to prevent injury to self or others.    Maintains or constructs flood control and grade control using a 
variety of tools, materials, and equipment.    Digs and/or excavates holes, trenches, channels, and ditches, cleans 
culverts, removes debris from pipes, levels soils, and maintains roads.    Interprets construction drawings, schematics, 
maps, and blueprints to ensure project specifications are met.    Avoids utilities (i.e., electric, gas, water, sewer, etc.) 
when excavating or operating tools and equipment.    Operates tools and equipment in a manner that prevents damage 
to infrastructure, buildings, landscape, etc.    Loads, secures, and transports equipment, materials and supplies.    
Operates tools, devices, and equipment according to safety rules and regulations.    Works in harsh conditions such as all 
kinds of severe weather; (i.e. including rain, snow, sleet, extreme heat and cold and harsh winds).    Operates tools and 
equipment in a manner that prevents unnecessary damage or wear and tear.    Ensures that personal protective 
equipment (PPE) is in good working condition and is worn by self and co-workers.    Attaches, detaches, replaces, and 
adjusts equipment attachments (e.g., augers, blades, etc.).    Applies herbicides using tractors and/or all-terrain vehicles 
(ATV's) with portable spray units.Processing Information:    Measures and calculates the plots and depths of grave 
locations and gravestone placement.Communicating with Persons Outside Organization:    Provides assistance and 
information to grieving families and/or visitors to ensure cemetery protocol is followed while maintaining empathy and 
respect for the bereaved.Performing Physical Activities:    Performs physical labor, such as but not limited to: painting, 
cleaning, shoveling, raking, pouring concrete, installing erosion control measures, operating chainsaw, seeding, 
mulching, planting trees, excavation, dragging, pushing, lifting, etc.    Performs physical activities, such as but not limited 
to: walking (i.e., ditches, uneven terrain, slopes, in mud, etc.), wading in water, climbing, operating augers or probes, 
hand placement of headstones, etc.    Establish vegetative cover consisting of grasses, shrubs, and trees on completed 
projects and for maintenance purposes.Making Decisions and Solving Problems:    Analyzes situations and makes sound 
decisions with limited supervision.    Assesses site conditions to determine best available access for 
equipment.Documenting/Recording/Information:    Keeps time, travel, fuel, projects and maintenance records and 
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reports.Inspecting Equipment, Structures, or Material:    Observes discrepancies in cemetery standards and reports to 
supervisor any discrepancies that may be found.Repairing and Maintaining Mechanical Equipment:    Checks, fills or 
replaces oil, water, brake fluid, battery, tires, and greases, according to manufacturer’s recommendation.    Performs 
required routine maintenance and makes minor repairs of tools, devices, and equipment, as necessary.Performing 
Administrative Activities:    Obtains materials and supplies as directed by supervisor, from approved vendors.Interacting 
with Computers:    Enters time and leave within the designated computer program, in a proper and timely 
manner.Coaching and Developing Others:    Coaches, mentors, and encourages peers when cross-training or 
demonstrating how to operate different tools or equipment.    Coaches and encourages peers to follow policies and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates and maintains 
harmonious working relationships with supervisors and peers.    Notifies supervisor when there is a shortage of supplies. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Dealing with Ambiguity    Command Skills    Process Management    Boss 
Relationship    Compassion    Listening    Patience    Self-Knowledge    PerseveranceKnowledge:    Mechanical    Building 
and ConstructionSkills:    Active Listening    Operation and Control    Trouble Shooting    Time ManagementAbilities:    
Depth Perception    Reaction Time    Peripheral Vision    Oral Comprehension    Spatial Orientation    Arm-Hand 
Steadiness    Control Precision    Stamina    Number Facility    Rate Control    Written Comprehension    Memorization    
Manual Dexterity 
 
Tools and Equipment Used: 
    Heavy Equipment: backhoe with attachments, tractors with attachments, excavator, dump truck, skid steer with 
attachments, etc.    Vehicles: all-terrain vehicles (ATVs), 4-wheel drive pick-up trucks, passenger/utility vans, etc.    Power 
Tools: chain saw, weed eaters, push mowers, riding mowers and zero turn mowers, hedge trimmer, tamper, leaf blower, 
welder, circular saw, jig saw, demolition saw, pole saw, drills, grinder (bench and hand), pressure washer, sprayer, 
edger, reciprocating saw, trash pump, drills, impact wrench, auger, industrial etc.     Office Equipment: copy 
machine/computers/fax machine    Hand Tools    Wheelbarrow    Personal Protective Equipment (PPE)    Telephone/Cell 
phone    Two-way Radio    Camera    Surveying Equipment: transit, laser level, Tape measure 
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075773 - CENTRAL STORES DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4130 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department,as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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098612 - CERTIFIED PHARMACY TECHNICIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4596 
 
Minimum Qualifications: 
Education and Experience: Possession of a Pharmacy Technician Certification from the national Pharmacy Technician 
Certification Board. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a pharmacy technician with the State of Tennessee Board of Pharmacy 
is required upon employment.  A valid motor vehicle operator's license may be required. The Pharmacy Technician 
Certification and registration as a pharmacy technician must be maintained throughout employment in this job 
classification.Examination Method: Education and experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision of a licensed pharmacist, performs a variety of pharmacy-related work of average 
difficulty as required.Distinguishing Features:  An employee in this class functions in a variety of assignments such as 
assisting pharmacists with dispensing or pre-packing drugs, creating and maintaining patient profiles, adding new 
patients' orders and discontinuing orders as appropriate. This class differs from that of Pharmacy Technician in that a 
Certified Pharmacy Technician is able to receive new or transferred oral medical and prescription orders, receive and 
transfer copies of oral medical and prescription orders between pharmacy sites, and verify the contents of unit dose 
carts prepared by other registered pharmacy technicians; whereas a Pharmacy Technician may not perform these tasks. 
 
Work Activities: 
Monitoring and Controlling Resources:    Fills medication orders under the supervision of a pharmacist by selecting 
correct medications, correctly labeling, and placing them into appropriate containers.Getting Information:    May receive 
and transfer copies of oral medical and prescription orders between pharmacy practice sites.    Receives written or 
verbal prescriptions/orders, refill, or floor stock requests and verifies that information is complete and 
accurate.Interacting With Computers:    Enters and retrieves information in a computer using programming such as 
email, Microsoft Office, pharmacy-specific software, and drug information software.Processing Information:     Processes 
medication orders by entering information and appropriate codes into patient record, calculating and adjusting 
quantities of medications, and checking for drug-related problems.    May conduct discharge medication reconciliation 
to check for discrepancies.    Processes and reconciles medications from fill list, night pharmacy and returns by charging 
or crediting them to the appropriate source.    Compares new patient demographic information to existing patient 
records to check for inconsistencies/changes.    Takes inventory of pharmacy medications and supplies to confirm 
consistency with inventory records and adjusts accordingly.Evaluating Information to Determine Compliance with 
Standards:    May inspect medication rooms to check for compliance with all applicable rules and regulations.    May 
review medication orders to verify they are in compliance with laws, regulations, and standards.Communicating with 
Supervisors, Peers, or Subordinates:     Talks effectively and in a professional manner with pharmacist, medical staff, or 
others about potential medication-related issues (e.g., drug-drug interactions, patient allergies, dosing issues).    
Communicates effectively and in a professional manner via email to disseminate pharmacy related 
information.Documenting/Recording Information:    Creates and maintains patient profile records by entering 
demographics and updating medication orders in the pharmacy computer system.Inspecting Equipment, Structures, or 
Material:    Inspects incoming shipments for appropriate expiration dates, damage or other problems that may warrant 
returning items to wholesaler.    May inspect medication carts for accuracy before delivery.Performing Administrative 
Activities:    May maintain controlled substance records.    May process requisitions and reconcile invoices and bills 
through the state's procurement system.    Verifies and records patients' personal medications and maintains in the 
pharmacy until patient discharge.    Files medication orders received in the pharmacy into the appropriate file 
location.Handling and Moving Objects:    May prepare medications using appropriate personal protective equipment.    
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May package medication into boxes for shipping to remote sites.    Receives deliveries from pharmacy vendors and 
places stock on appropriate shelves in the pharmacy.Organizing, Planning, and Prioritizing Work:    Plans work so that 
pharmacy tasks are prioritized appropriately and completed in a timely manner.Updating and Using Relevant 
Knowledge:     Completes continuing education as required by law to maintain pharmacy technician certification.    May 
participate in training for CPR certification, comprehensive crisis management, or other job-related training.Performing 
General Physical Activities:    Delivers medication to and from the pharmacy and nursing stations by pushing pharmacy 
carts and removing/carrying medication cassettes.    Hand carries medications for routine deliveries or in response to 
emergency situations.Communicating with Persons Outside Organization:     Communicates effectively and in a 
professional manner via telephone or email with pharmacy vendors to resolve problems with orders.Identifying Objects, 
Actions, and Events:    Reconciles shipments with invoices to insure correct type and quantity of items were 
received.Monitor Processes, Materials, or Surroundings:     Monitors high risk medications to detect potential usage 
problems that may need to be reported to the pharmacist.    Monitor and replenishes pharmacy-supplied medications to 
check for expiration dates, inventory levels, and proper rotation of stock.    Monitors refrigerators and freezers used to 
hold medications to insure appropriate temperature and contents.    Monitors pharmacy supplies (e.g., plastic bags, 
prescription bottles, labels, forms, or other supplies) for reordering needs.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and maintains professional relationship with nurses, physicians, and other co-
workers.Operating Vehicles, Mechanized Devices, or Equipment:    May operate motor vehicle to transport medications 
from site to site and to attend work related meetings.Repairing and Maintaining Electronic Equipment:     Performs basic 
maintenance on office equipment such as changing toner cartridges, clearing paper jams, reconfiguring printer settings, 
or other basic maintenance tasks.    May perform basic maintenance on pharmacy equipment such as cleaning 
medication counting machine between medications. 
 
Competencies (KSA’s): 
Competencies:     Integrity    Attention to detail    Dependability    Self-Control    Adaptability/Flexibility    Technical 
Learning    Cooperation    Problem Solving    Decision Quality    InitiativeKnowledge:    Intermediate knowledge of 
medications, such as drug classifications, dosing, interactions, abbreviations, drug regimens, calculations, brand and 
generic equivalencies, formulary status, and proper storage conditions    Intermediate knowledge of state and federal 
pharmacy laws, rules, and regulations, as well as other applicable health care laws, rules, and regulations    Basic 
knowledge of computer hardware and software, including business applications (e.g., word processing, spreadsheet, 
email software) and operation of printers and scanners    Basic knowledge of arithmetic, algebra, geometry, calculus, 
statistics, and their applications    Basic knowledge of principles and processes for providing customer and personal 
services.    Basic knowledge of administrative and clerical procedures and systems such as word processing, managing 
files and records, and other office procedures and terminologySkills:    Basic reading comprehension skills    Intermediate 
skill in communicating with health care providers/practitioners concerning medications    Intermediate skills in reading 
and interpreting prescriptions, orders or medication requests.    Intermediate skills in arithmetic, algebra, statistics, and 
their applications    Basic speaking skills    Active listening skills    Critical thinking skills    Time management skills    
Intermediate judgment and decision making skills    Social perceptiveness skills    Service orientation skills    Basic skills in 
performing routine maintenance on equipment and determining when and what kind of maintenance is neededAbilities:    
Ability to identify and understand the speech of another person    Ability to speak clearly so others can understand    
Ability to read and understand information and ideas presented in writing    Ability to exert oneself physically over long 
periods of time such as standing for long periods of time    Ability to listen to and understand information and ideas 
presented through spoken words and sentences    Ability to arrange things or actions in a certain order or pattern 
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations)    
Ability to remember information such as words, numbers, pictures, and procedures    Ability to exert muscle force to lift, 
push, pull, or carry objects.    Ability to see details at close range    Ability to communicate information and ideas in 
speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to apply 
general rules to specific problems to produce answers that make sense    Ability to shift back and forth between two or 
more activities or sources of information    Ability to see objects in the presence of glare or bright lighting 
 
Tools and Equipment Used: 
1. Computer2. Printer3. Scanner4. Fax Machine5. Calculator6. Unit Dosing Equipment7. Medication Counter8. Bar Code 
Reader 
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073415 - CFG DEPUTY DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3124 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.  The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073414 - CFG-SENIOR MANAGEMENT CONS 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3116 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026974 - CHANCELLOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1378 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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042299 - CHEF/MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1932 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077851 - CHEMIST 1* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  10825 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional chemistry work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the entry level class in the Chemist sub-series. An 
employee in this class assists in performing a variety of analytic chemical and physical tests to evaluate chemically 
constructed or bonded materials and substances, new materials, and degree of contamination of substances. 
Procedures followed are usually standardized, but results may vary and require interpretation. Initially an employee 
receives close supervision, but as experience is gained supervision becomes more general. This class differs from that of 
Chemist 2 in that an incumbent of the latter is responsible for acting at the working level.*An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period; inadequate or marginal performance during the training period will result in automatic 
demotion or termination. 
 
Work Activities: 
Decisions and Solving Problems:  Learns to follow methodological procedures step by step as written. Learns to evaluate 
analytical output for correctness (e.g., quality control data).Analyzing Data or Information: Learns to interpret results of 
sample testing from various laboratory outputs to ensure accurate reporting. Learns to perform laboratory testing based 
on supervisor or managers directives and/or specific sample requirements.Processing Information: Learns to calculate 
results in methodology specified units, accurately interprets results and accurately report results based on laboratory 
reporting requirements. Learns to perform Quality Control test parameters, specific to and required by acceptable 
methodologies, with each set of samples. Learns to maintain day to day activities in designated format to meet QA 
standards.Getting Information: Learns to perform analytical testing step by step as outlined by Standard Operating 
Procedures based on required methodologies. Learns to receive incoming samples from sampling agencies, retrieve 
information from websites, methodology information, and information from clients to perform specific tests. Evaluating 
Information to Determine Compliance with Standards: Learns to adhere to requirements specified in Laboratory 
Procedural Manuals and any applicable federal and/or state standards.Interacting with Computers: Uses computer 
software to run scientific instruments. Learns the use of the Laboratory Information Management System (LIMS) as it 
pertains to analytical data entry, data correction and report generation.  Generates reports and documents utilizing 
contemporary computer software. Inspecting Equipment, Structures, or Material: Learns to monitor functioning of 
laboratory equipment such as Inductively Coupled Plasmas (ICPs) and Gas Chromatographs (GCs).  Learns to perform 
routine equipment maintenance as required.  Reports equipment malfunction to supervisor. Performing Administrative 
Activities: Completes and process records, reports and correspondence within required 
timeframes.Documenting/Recording Information: Learns to review records, reports, and research in order to ensure 
accuracy, completeness, and adherence to standards. Maintains laboratory records based on established guidelines. 
Prepares records and reports to meet agency needs. Monitor Processes, Materials, or Surroundings: Checks expiration 
dates of chemicals and supplies, informing supervisor of expired materials to ensure proper disposal as required by 
safety rules and regulations. Learns to check all laboratory materials including samples to determine safe handling 
procedures.Communicating with Supervisors, Peers or Subordinates: Provides relevant information through the chain of 
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command by either telephone, in written form, e-mail, or in person. Updating and Using Relevant Knowledge: Keeps up-
to-date technically and learns to apply new knowledge to the job. 
 
Competencies (KSA’s): 
Competencies: Approachability Boss Relationships Ethics and Values Functional/Technical Competency Integrity and 
Trust Learning on the Fly Listening Peer Relationships Problem Solving Technical Learning Written 
CommunicationsKnowledge: Chemistry Mathematics Computers and Electronics Clerical Skills: Science Mathematics 
Reading Comprehension Quality Control Analysis Critical Thinking Writing Active Learning Operation and Control 
Learning Strategies Active Listening Speaking Operation Monitoring Time Management CoordinationAbilities: 
Mathematical Reasoning Written Comprehension Deductive Reasoning Written Expression Number Facility Oral 
Comprehension Oral Expression Control Precision Problem Sensitivity Arm-Hand Steadiness Finger Dexterity Manual 
Dexterity Multi-limb Coordination Rate Control Reaction Time Response Orientation Speed of Limb Movement Wrist-
Finger Speed Memorization Perceptual Speed Speech Recognition Auditory Attention Depth Perception Hearing 
Sensitivity Peripheral Vision Speech Clarity Near Vision  
 
Tools and Equipment Used: 
Tools: Meters Balances Chromatograph-liquid mass spectrometry gas Spectrometers Titration equipment Calculators 
Computers Ovens Other laboratory equipment as required                

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077852 - CHEMIST 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4170 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry 
and experience equivalent to one year of full time professional work as a chemist. Substitution of Education for 
Experience:  Additional graduate coursework in chemistry may be substituted for the required experience, on a year-for-
year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: : Under general supervision, is responsible for professional chemistry work of average difficulty; and performs 
related work as required.  Distinguishing Features:  ,This is the working level class in the Chemist sub-series. An 
employee in this class applies more advanced analytic techniques in performing a variety of chemical and physical tests 
of chemically constructed or bonded materials and substances, new materials, and degree of contamination of 
substances. Work is usually performed with considerable independence in testing methods and procedures, but is 
reviewed by a higher level professional. This class is flexibly staffed with and differs from that of Chemist 1 in that an 
incumbent of the latter functions at the entry level rather than at the working level. This class differs from that of 
Chemist 3 in that an incumbent of the latter supervises a unit of chemists within a laboratory.  
 
Work Activities: 
Making Decisions and Solving Problems: Follows methodological procedures step by step as written.    Evaluates 
analytical output for correctness (e.g., quality control data).Processing Information:    Performs Quality Control test 
parameters, specific to and required by acceptable methodologies are    performed with each set of samples.    
Calculates results in methodology specified units, accurately interprets results and accurately reports results   based on 
Laboratory reporting requirements.   Maintains the day to day activities in designated format to meet QA 
standards.Analyzing Data or Information:    Interprets results of sample testing from various laboratory outputs to 
ensure accurate reporting.    Performs laboratory testing based on supervisor or manager’s directives and/or specific 
sample requirements.Evaluating Information to Determine Compliance with Standards:    Adheres to requirements 
specified in Laboratory Procedural Manuals and any applicable federal and/or state standards.Interacting with 
Computers:    Utilizes computer software to run scientific instruments.    Uses the Laboratory Information Management 
System (LIMS) as it pertains to analytical data entry, data correction and report generation.    Generates reports and 
documents utilizing contemporary computer software.Getting Information:    Performs analytical testing step by step as 
outlined by Standard Operating Procedures based on required methodologies.    Receives incoming samples from 
sampling agencies, information from websites, methodology information, and information from clients to perform 
specific tests.Documenting/Recording Information:    Reviews records, reports, and research in order to ensure accuracy, 
completeness, and adherence to standards.    Prepares records and reports to meet unit/agency needs.   Maintains 
unit/agency records based on established guidelines.Inspecting Equipment, Structures, or Material:    Monitors the 
operation of laboratory equipment such as inductively coupled plasmas (ICPs) and gas chromatographs (GCs) to ensure 
routine maintenance is performed as required.   Performs routine equipment maintenance as required.   Reports 
equipment malfunction to supervisor.Performing Administrative Activities:    Records, reports, and correspondence are 
completed and processed within the required timeframe.Monitor Processes, Materials, or Surroundings:    Verifies 
expiration dates of chemicals and supplies, disposing of expired materials as required by safety rules and regulations.    
Examines all laboratory materials including samples to determine safe handling procedures are followed.Communicating 
with Supervisors, Peers, or Subordinates:    Provides relevant information through the chain of command by either 
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telephone, in written form, e-mail, or in person.Updating and Using Relevant Knowledge:    Keeps up-to-date technically 
and applies new knowledge to the job.  
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Decision Quality    Drive for Results    Ethics and Values    Functional/Technical 
Competency    Integrity and Trust    Learning on the Fly    Listening    Problem Solving    Technical LearningKnowledge:    
Chemistry    Mathematics    Computers and Electronics    Mechanical    Customer and Personal Service    Clerical Skills:    
Mathematics    Science    Critical Thinking    Reading Comprehension    Active Learning    Active Listening    Complex 
Problem Solving    Quality Control Analysis    Learning Strategies    Writing    Operation Monitoring    Operations Analysis    
Equipment Maintenance    Troubleshooting    Time Management    Speaking    Operation and Control    Repairing    
Coordination    Equipment Selection Abilities:    Inductive Reasoning    Mathematical Reasoning    Deductive Reasoning    
Information Ordering    Number Facility    Written Comprehension    Category Flexibility    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Written Expression    Flexibility of Closure    Memorization    Perceptual Speed    
Selective Attention    Speed of Closure    Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    
Multilimb Coordination    Rate Control    Reaction Time    Response Orientation    Speed of Limb Movement    Wrist-
Finger Speed    Fluency of Ideas    Originality    Spatial Orientation    Auditory Attention    Hearing Sensitivity    Depth 
Perception    Near Vision    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Meters    Balances    Chromatograph-liquid, mass spectrometry, gas    Spectrometers    Titration equipment   
Calculators    Computers    OvensOther laboratory equipment as required  

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077853 - CHEMIST 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4171 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry 
and experience equivalent to two years of full-time increasingly responsible professional work as a chemist. Substitution 
of Experience for Education:  Two years of full-time experience as a chemist for the State of Tennessee in an analytical 
laboratory setting. Substitution of Education for Experience:  Additional graduate coursework in chemistry may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years.   
 
Other Requirements: 
 Necessary Special Qualifications:  None Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
 Summary: Under general supervision, is responsible for professional chemistry work of considerable difficulty and 
supervisor work of routine difficulty; and performs related work as required  Distinguishing Features:  This is the first full 
supervisory class in the Chemist sub-series. An incumbent of this class is a unit supervisor of chemists within a 
laboratory. This class differs from that of Chemist 2 in that an incumbent of the latter functions at the working level and 
has no supervisory responsibilities.   
 
Work Activities: 
Making Decisions and Solving Programs:     Follows methodological procedures step by step as written.    Evaluates 
analytical output for correctness (e.g., quality control data).Evaluating Information to Determine Compliance with 
Standards:     Adheres to requirements specified in Laboratory Procedural Manuals and any applicable Federal and/or 
State    Standards.Analyzing Data or Information:    Interprets results of sample testing from various laboratory outputs 
to ensure accurate reporting.    Performs laboratory testing based on supervisor or manager’s directives and/or specific 
sample requirements.Processing Information:    Calculates results in methodology specified units, accurately interprets 
results and accurately reports results    based on Laboratory reporting requirements.    Performs Quality Control test 
parameters, specific to and required by acceptable methodologies, with each set    of samples.    Maintain day to day 
activities in designated format to meet QA standards.    Writes technical papers or reports or prepare standards and 
specifications for processes, facilities, products, or    tests.Interacting with Computers:    Uses computer software to run 
scientific instruments.    Uses the Laboratory Information Management System (LIMS) as it pertains to analytical data 
entry, data    correction and report generation.    Generates reports and documents utilizing contemporary computer 
software.Developing Objectives and Strategies:    Develops policies and procedures independently for implementing 
new or modifying existing laboratory    programs and activities.    Assists in developing, implementing, and enforcing 
major policies and procedures affecting the unit as it    relates to laboratory activities.Getting Information:    Performs 
analytical testing step by step as outlined by Standard Operating Procedures based on required    methodologies.    
Receives incoming samples from sampling agencies, information from websites, methodology information,    and 
information from clients to perform specific tests.Guiding Directing, and Motivating Subordinates:    Develops job 
performance plans, interim reviews and annual performance evaluations to inform employees of    their work progress.    
Provides guidance and direction to subordinates, including setting performance standards and monitoring    
performance.Interpreting the Meaning of Information for Others:    Translates or explains what laboratory data means 
and how it can be used.Training and Teaching Others:    Provides all the training, documentation, hands-on tools for staff 
to develop full functional competency.Documenting/Recording Information:    Reviews records, reports, and research in 
order to ensure accuracy, completeness, and adherence to standards.    Prepares records and reports to meet unit 
needs.    Maintains laboratory records based on established guidelines.Developing and Building Team:    Using team 
building, leadership skills and effective communication skills to encourage and instruct others in    their work 
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activities.Organizing, Planning and Prioritizing Work:    Implements an analytical work cross-training program to 
maximize unit staff development and to avoid    interruption of workflow when other employees are absent.    Assigns 
analytical work to personnel within the unit such that a smooth workflow is maintained at maximum    
efficiency.Inspecting Equipment, Structures or Material:    Monitors the operation of laboratory equipment such as 
inductively coupled plasmas (ICPs) and gas    chromatographs (GCs) to ensure routine maintenance is performed as 
required.    Ensures that malfunctioned equipment is repaired or surplused according to State guidelines.Monitoring and 
Controlling Resources:    Monitors unit inventory equipment and/or supplies to ensure the unit has the necessary 
equipment and/or    supplies to perform functions.    Submits the unit purchase orders for procurement.    Makes 
recommendations for large expenditures for the unit to upper management for approval.Monitor Processes, Materials 
or Surroundings:    Examines all laboratory materials including samples to determine safe handling procedures are 
followed.    Monitors expiration dates of chemicals and supplies, disposing of expired materials as required by safety 
rules    and regulations.    Ensures that Laboratory Unit has the necessary equipment and/or supplies to perform unit-
specific functions.Performing Administrative Activities:    Processes and completes all records, reports and 
correspondence within the required timeframe.    Conducts regularly held unit meetings to discuss work status, to plan 
for future work, to solve problems in    daily work and to inform the manager and staff of any organizational 
changes.Communicating with Persons Outside Organization:    Communicates with people outside the Laboratory, based 
on policy, representing the Laboratory to other    State or Federal agencies in person, in writing, or by telephone or e-
mail.Updating and Using Relevant Knowledge:    Keeps up-to-date technically and applies new knowledge to the jobs 
performed by the unit.Communicating with Supervisors, Peers or Subordinates:    Provides relevant information through 
the chain of command by either telephone, in written form, e-mail or in person. 
 
Competencies (KSA’s): 
Competencies:    Command Skills    Decision Quality    Directing Others    Drive for Results    Functional/Technical 
Competency    Learning on the Fly    Organizing    Planning    Priority Setting    Problem Solving    Technical 
LearningKnowledge:    Chemistry    Mathematics    Clerical    Computers and Electronics    Customer and Personal Service    
Physics Skills:    Mathematics    Science    Quality Control Analysis    Critical Thinking    Learning Strategies    Reading 
Comprehension    Writing    Time Management    Active Learning    Active Listening    Speaking    Operation and Control    
Operation Monitoring    Operations Analysis    Service Orientation    Social Perceptiveness    Coordination Abilities:    
Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    Number Facility    Problem Sensitivity    
Selective Attention    Written Comprehension    Written Expression    Oral Comprehension    Oral Expression    Perceptual 
Speed    Speech Clarity    Speech Recognition    Memorization    Spatial Orientation    Arm-Hand Steadiness    Control 
Precision    Finger Dexterity    Manual Dexterity    Multilimb Coordination    Rate Control    Reaction Time    Response 
Orientation    Speed of Limb Movement    Wrist-Finger Speed    Auditory Attention    Depth Perception    Hearing 
Sensitivity    Near Vision    Peripheral Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Meters   Balances    Chromatograph-liquid, mass spectrometry, gas    Spectrometers    Titration equipment    
Calculators    Computers    OvensOther laboratory equipment as required  
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077854 - CHEMIST 4 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4173 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry 
and experience equivalent to four years of full-time increasingly responsible professional work as a chemist. Substitution 
of Experience for Education:  Four years of full-time experience as a chemist for the State of Tennessee in an analytical 
laboratory setting. Substitution of Education for Experience:  Additional graduate coursework in chemistry may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional chemistry work of considerable difficulty and 
supervisory work of routine difficulty; and performs related work as required.  Distinguishing Features:  This is the 
second supervisory class in the Chemist sub-series. An incumbent of this class is a section manager within a laboratory. 
This class differs from that of Chemist 3 in that an incumbent of the latter is a unit supervisor and usually reports to an 
incumbent of this class.   
 
Work Activities: 
Making Decisions and Solving Programs:  Follows methodological procedures step by step as written. Evaluates 
analytical output for correctness (e.g., quality control data). Evaluating Information to Determine Compliance with 
Standards:  Adheres to requirements specified in Laboratory Procedural Manuals and any applicable Federal and/or 
State Standards. Analyzing Data or Information:  Interprets results of sample testing from various laboratory outputs to 
ensure accurate reporting. Performs laboratory testing based on supervisor or manager’s directives and/or specific 
sample requirements. Processing Information:  Calculates results in methodology specified units, accurately interprets 
results and accurately reports results based on Laboratory reporting requirements. Performs Quality Control test 
parameters, specific to and required by acceptable methodologies, with each set of samples. Maintains day to day 
activities in designated format to meet QA standards. Writes technical papers or reports or prepares standards and 
specifications for processes, facilities, products, or tests. Interacting with Computers:  Uses and updates the Laboratory 
Information Management System (LIMS) as it pertains to analytical data entry, data correction and report generation. 
Uses computer software to run scientific instruments. Generates reports and documents utilizing contemporary 
computer software. Organizing, Planning and Prioritizing Work:  Implements an analytical work cross-training program 
to maximize section staff development and to avoid interruption of workflow when other employees are absent. Assigns 
analytical work to personnel within the unit such that a smooth workflow is maintained at maximum efficiency. Guiding 
Directing, and Motivating Subordinates:  Develops and reviews job performance plans, interim reviews and annual 
performance evaluations to inform employees of their work progress. Provides guidance and direction to subordinates, 
including setting performance standards and monitoring performance. Training and Teaching Others:  Assists with all the 
training ensuring that all documentation and hands-on tools for staff to develop full functional competency is provided. 
Documenting/Recording Information:  Reviews records, reports, and research in order to ensure accuracy, 
completeness, and adherence to standards. Monitors laboratory records to ensure they are based on established 
guidelines. Prepares records and reports to meet unit needs. Developing Objectives and Strategies:  Develops policies 
and procedures independently for implementing new or modifying existing laboratory programs and activities. Assists in 
developing, implementing, and enforcing major policies and procedures affecting the unit as it relates to laboratory 
activities. Monitoring and Controlling Resources:  Monitors section inventory equipment and/or supplies to ensure the 
section has the necessary equipment and/or supplies to perform functions. Ensures the section has the tools and 
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resources to perform the job. Submits request for large expenditures to upper management for approval. Performing 
Administrative Activities:  Ensures all records, reports and correspondence are completed and processed within required 
timeframes. Conducts regularly held section meetings to discuss work status, to plan for future work, to solve problems 
in daily work and to inform the manager and staff of any organizational changes. Interpreting the Meaning of 
Information for Others:  Translates or explains what laboratory data means and how it can be used. Getting Information:  
Performs analytical testing step by step as outlined by Standard Operating Procedures based on required 
methodologies. Receives incoming samples from sampling agencies, information from websites, methodology 
information, and information from clients to perform specific tests. Monitor Processes, Materials or Surroundings:  
Ensures that the section has the necessary equipment and/or supplies to perform section-specific functions. Monitors 
expiration dates of chemicals and supplies, disposing of expired materials as required by safety rules and regulations. 
Examines all laboratory materials including samples to determine safe handling procedures are followed. Developing 
and Building Team:  Uses team building, leadership skills and effective communication skills to encourage and instruct 
others in their work activities. Inspecting Equipment, Structures or Material:  Monitors the functioning of laboratory 
equipment such as inductively coupled plasmas (ICPs) and gas chromatographs (GCs) to ensure routine maintenance is 
performed as required. Ensures that malfunctioned equipment is repaired or surplused according to State guidelines. 
Updating and Using Relevant Knowledge:  Actively seeks new methods and new procedures to be used by the section. 
Communicating with Supervisors, Peers or Subordinates:  Provides relevant information through the chain of command 
by either telephone, in written form, e-mail or in person. Communicating with Persons Outside Organization:  
Communicates with people outside the Laboratory, based on policy, representing the Laboratory to other State or 
Federal agencies in person, in writing, or by telephone or e-mail. 
 
Competencies (KSA’s): 
Competencies: Approachability Building Effective Teams Composure Conflict Management Creativity Decision Quality 
Delegation Directing Others Drive for Results Functional/Technical Competency Informing Motivating Others 
Negotiating Organizing Planning Technical Learning Time ManagementKnowledge:  Administration and Management 
Chemistry Education and Training Mathematics Clerical Computers and Electronics Customer and Personal Service 
Personnel and Human Resources Mechanical Public Safety and SecuritySkills:   Mathematics Monitoring Science 
Complex Problem Solving Management of Personnel Resources Time Management Active Listening Critical Thinking 
Writing Equipment Selection Management of Material Resources Learning Strategies Reading Comprehension Speaking 
Coordination Instructing Quality Control Analysis Judgment and Decision Making System Analysis Negotiation Service 
Orientation Social Perceptiveness System Evaluation Equipment Maintenance Troubleshooting Active Learning 
Persuasion Operation and Control Operations Analysis Repairing Operation Monitoring Abilities:   Deductive Reasoning 
Category Flexibility Mathematical Reasoning Number Facility Oral Comprehension Oral Expression Originality Flexibility 
of Closure Information Ordering Perceptual Speed Problem Sensitivity Written Comprehension Written Expression 
Fluency of Ideas Inductive Reasoning Memorization Selective Attention Time Sharing Speech Clarity Speech Recognition 
Speed of Closure Visualization Finger Dexterity Manual Dexterity Response Orientation Arm-Hand Steadiness Control 
Precision Multilimb Coordination Rate Control Reaction Time Speed of Limb Movement Wrist-Finger Speed Auditory 
Attention Depth Perception Hearing Sensitivity Near Vision Peripheral Vision  
 
Tools and Equipment Used: 
  Meters    Balances    Chromatograph-liquid, mass spectrometry, gas    Spectrometers    Titration equipment    
Calculators    OvensOther laboratory equipment as required  
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027240 - CHIEF BILL CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1413 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027246 - CHIEF CLERK-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1440 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027248 - CHIEF CLERK-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1442 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078134 - CHIEF CORRECTIONAL COUNSELOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4539 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five (5) 
years of increasingly responsible professional social or psychological counseling work, two (2) of which must be in an 
adult correctional institution setting. Substitution of Experience for Education: Full-time social or psychological 
counseling experience can be substituted for the required education on a year-for-year basis, up to a maximum of two 
(2) years; requiring two years of study at an accredited college or university. Substitution of Education for Experience: 
Additional graduate coursework in a social or behavioral science may be substituted for the required experience on a 
year-for-year basis to a maximum of two (2) years, there being no substitution for the required two (2) years of 
experience in an adult correctional institution setting.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for managerial correctional counseling work of average difficulty and 
performs related work as required. Distinguishing Features: This is the first full supervisory class in the Correctional 
Counseling job series. An employee in this class is responsible for the supervision of staff who are providing counseling 
services for adult offenders under the State’s supervision in state custody. This class differs from the Correctional 
Counselor 3 in that an incumbent of the latter performs lead level counseling work. This class differs from Deputy 
Warden in that an incumbent of the latter is responsible for managing operations and programs in an adult correctional 
facility and supervises members of this class. 
 
Work Activities: 
"Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the most important work is completed 
first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and 
guidelines.Judging the Qualities of Things, Services, or People:    Assesses the underlying reentry needs of offenders in 
order to address key issues affecting successful reentry into the community upon release.    Evaluates the quality of 
service providers and resources such as counseling, placements, and case management in order to ensure offenders 
receive high quality services.    Performs quality assurance reviews of offender caseloads carried by assigned team 
members and subordinates to ensure accurate completion of risk-needs assessments and proper documentation.    
Assesses the performance of assigned subordinates to facilitate the performance evaluation process.    Assesses the 
quality of job candidates to inform selection decision and recommendations.    Assesses the quality of the work of 
assigned subordinates to provide advice and guidance related to performance management and 
development.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.Making Decisions and Solving Problems:    Reviews and assesses cases in preparation for release to ensure 
an effective reentry plan has been established to facilitate a seamless transition from incarceration to community.    
Makes recommendations for reentry services, career development services, and housing for offenders.    Utilizes data to 
make decisions and plans to address issues, trends, and concerns to choose the best solutions.Developing Objectives 
and Strategies:    Develops job plans for assigned subordinates to communicate responsibilities and expected outcomes 
of performance in their roles.    Develops strategies for addressing staffing and headcount needs to ensure adequate 
coverage for assigned workload.     Guiding, Directing, and Motivating Subordinates:    Resolves disciplinary actions of 
assigned subordinates to improve performance or change work-related behaviors.Staffing Organizational Units:    
Interviews potential staff using competency and behavioral based interviewing techniques to ensure adequate and 
appropriate staffing of housing units.    Identifies promotional opportunities with assigned subordinates to develop 



 TN Job Classification Specifications  
September 22, 2020 

bench strength and enhance the talent pool.     Monitor Processes, Materials, or Surroundings:    Reviews the work of 
assigned subordinates to provide assistance and guidance on proper order and completion of tasks.    Reviews offender 
cases periodically to ensure that they are being documented properly and that contacts are being made.    Observes 
offender intake interviews performed by subordinates, on a periodic basis, to ensure that they are being administered 
correctly.Getting Information:    Reviews, on a monthly basis, reentry services and career development services reports 
to gather statistical information on various subjects.    Reviews classification recommendations to ensure that offenders 
are being assigned to proper housing units and educational and treatment programs.    Reviews case information to 
recommend appropriate case management assignment in order to match the best fit for the case and rotation of 
schedules.    Reviews electronic and written communication and voicemail daily to obtain information relevant to 
assigned workload.    Discusses case information with subordinates to guide decision making processes regarding case 
needs, resource allocation, and outcomes.    On a periodic basis, visits housing units in order to speak with offenders 
concerning case management needs and issues.Coaching and Developing Others:    Mentors assigned subordinates by 
providing feedback and information on organizational culture, policies and procedures, workflow and chain of 
command, task prioritization, proper documentation, use of systems and available functionality, and how to most 
effectively and efficiently perform their assigned tasks.Organizing, Planning, and Prioritizing Work:    Organizes and 
prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to 
ensure timely and accurate completion of work.    Incorporates last minute and unscheduled tasks into current workload 
to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates to ensure sufficient space 
to engage in supervisory work.Provide Consultation and Advice to Others:    Assists assigned subordinates in resolving 
processing problems to enhance development and team performances.Selling or Influencing Others:    Influences 
assigned subordinates using identified individual motivational factors to increase job performance and 
productivity.Training and Teaching Others:    Prepares training and standard operating procedure documentation to 
facilitate the work and training of assigned subordinates and internal business partners.    Trains assigned subordinates 
in the basic workflow and processes related to their tasks.    Facilitates agency specific training for internal business 
partners.Resolving Conflicts and Negotiating with Others:    Resolves complex conflicts to ensure timely and efficient 
performance and maintain positive working relationships.    Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment.    Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.    Serves as a mediator for 
assigned subordinates and peers to upper management personnel.    Directs complex or difficult to resolve conflicts to 
assigned supervisors as required.Documenting/Recording Information:    Enters, reviews, and/or approves employee 
time as necessary.    Documents case conferences, performance evaluations, disciplinary actions, and other information 
in appropriate databases and reports as needed to ensure appropriate supervision.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.Scheduling Work and 
Activities:    Assigns work activities to subordinate staff and team members to accomplish the goals of the unit, facility, 
and agency.    Schedules case conferences, team meetings, performance briefings, and other assignments as needed.    
Assigns offender caseloads to assigned team members and subordinates.Interacting with Computers:    Uses office 
productivity software including, but not limited to, word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and agency specific databases.Communicating with 
Persons Outside Organization:    Communicates effectively with outside personnel and agencies to resolve offender 
issues.    Provides high quality customer service with clients and community partners to promote effective outcomes.    
Follows up on complaints from community partners and others in a timely, professional manner in order to build 
community teams.Interpreting the Meaning of Information for Others:    Interprets reports, rules, regulations, and 
standard operating procedures for internal and external business partners to assist in task completion.Communicating 
with Supervisors, Peers, or Subordinates:    Communicates work related information to peers and assigned subordinates 
to facilitate teamwork and coordination of effort.    Conducts periodic performance development meetings with 
assigned subordinates to communicate and develop job plans and provide performance feedback and developmental 
guidance.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments.    Conducts meetings with assigned subordinates to gather project information and status updates and to 
disseminate information.    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Sends notifications of special events to internal business partners to ensure timely and accurate 
receipt of information.Updating and Using Relevant Knowledge:    Reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices, on a 
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periodic basis, to ensure they and their subordinates are up to date on the latest systems.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and up-to-date knowledge of the field.    Actively seeks out work 
related developmental opportunities for self and assigned subordinates to improve performance and team 
efficiency.Evaluating Information to Determine Compliance with Standards:    Tracks, creates, and communicates reports 
on regional data to ensure state and federal compliance.    Identifies changes to policies and American Correctional 
Association standards to updated standard operating procedures and ensure that the team’s work is in compliance with 
the most current standards.    Ensures information being submitted to outside entities is professional, accurate, and 
consistent with TDOC polices and procedures to provide high quality work.    Performs periodic reviews of case files to 
ensure they are in compliance with agency, state, and federal policies, rules, regulations, laws, guidelines, and best 
practices.    Tracks assessments to ensure data elements are meeting required time frames.Coordinating the Work and 
Activities of Others:     Coordinates the work and activities of assigned subordinates to ensure tasks are completed in a 
timely and accurate manner.    Coordinates with assigned subordinates to reduce conflicts between subordinate projects 
and workloads.    Coordinates with direct supervisor and upper management to ensure proper allocation of assigned 
counseling team members and subordinate staff.    Coordinates with upper management to facilitate workload 
dissemination.Developing and Building Teams:     Develops corrective action plans with under-performing subordinates, 
addressing specific behaviors with action steps to meet performance goals.    Sets goals, establishes action steps, and 
addresses professional behavior of subordinates to meet desired outcomes.    Models effective performance for 
assigned subordinates to enhance commitment and performance.    Identifies motivational factors relevant to assigned 
subordinates to improve team development.    Identifies developmental opportunities appropriate for assigned 
subordinates to improve team development.    Encourages assigned subordinates to pursue career development 
opportunities as a means of improving team performance.Analyzing Data or Information:     Analyzes data such as 
overdue reports, reentry plans, and risk-needs assessments using available software to track needs and/or 
outcomes.Establishing and Maintaining Interpersonal Relationships:     Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Maintains professional 
working relationships with assigned subordinates and upper management to ensure smooth and effective team 
operations.Controlling Machines and Processes:     Operates a variety of office equipment including, but not limited to, 
copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and typewriters." 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Problem Solving    Directing Others    Process Management    Command Skills    
Conflict Management    Written Communications    Approachability    Caring about Direct Reports    Ethics and Values    
Integrity and Trust    Motivating OthersKnowledge:    Basic Clerical    Intermediate Customer and Personal Service    Basic 
Therapy and Counseling as it relates to offender treatment in an institutional setting    Basic Law and Government as it 
relates to offender placement, treatment, and reentry services    Basic Personnel and Human Resources as it relates to 
selection, training, and performance management    Basic Psychology as it relates to human behaviors and motivations    
Basic Public Safety and Security as it relates to an institutional SettingSkills:    Intermediate Active Learning    
Intermediate Active Listening    Critical Thinking    Basic Learning Strategies as it relates to agency specific training    Basic 
Math    Intermediate Monitoring as it relates to assessing performance of individuals    Intermediate Reading 
Comprehension    Intermediate Speaking    Intermediate Writing    Intermediate Coordination as it relates to staff 
workloads and offender programming    Basic Instructing as it relates to agency specific training needs    Basic 
Negotiation    Basic Persuasion    Intermediate Judgment and Decision Making    Basic Management of Personnel 
Resources    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Time Sharing    Written Comprehension    Written Expression    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Calculator    Copy Machine    Typewriter    Digital 
Camera    Microfiche Reader    Adding Machine 
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027250 - CHIEF ENGROSSING CLERK-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1444 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027252 - CHIEF ENGROSSING CLERK-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1460 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075595 - CHIEF ENTERPRISE TECHNOLOGIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3953 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029340 - CHIEF INVESTMENT OFFICER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1025 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075294 - CHIEF OF ACCOUNTS 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3670 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075593 - CHIEF OF INFORMATION SYSTEMS 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3952 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073445 - CHIEF OF STAFF 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3168 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073445 - CHIEF OF STAFF 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3169 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073468 - CHIEF OF STAFF TO FIRST LADY 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3223 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073511 - CHIEF OF STAFF-DOC 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2326 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027234 - CHIEF OF STAFF-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1408 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027237 - CHIEF OF STAFF-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1411 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072372 - CHIEF PH INFORMATICS OFFICER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2027 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073381 - CHIEF PROCUREMENT OFFICER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2474 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073387 - CHIEF QUALITY OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3098 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077701 - CHIEF RANGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4163 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027320 - CHIEF SERGEANT AT ARMS 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1185 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079637 - CHILD CARE PROG EVALUATOR 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4693 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in one or a combination of the following: 1) professional child care program evaluation or 
administration, 2) professional care of children, 3) professional education, 4) professional social services, 5) professional 
inspection of facilities for compliance with fire, safety, or health regulations, or 6) non-professional experience assisting 
teachers or in child care at a facility licensed or certified by a local, state, or federal government. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of one year: (1) Education Administration; (2) 
Educational or Developmental Psychology; (3) Early Childhood or Elementary Education; or (4) any field related to child 
care (e.g., 36 graduate quarter hours may be substituted for one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Submit to a review of the Indicated Persons Registry of the Department of 
Children's Services; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check; Submit to a 
review of their status on the Department of Health's vulnerable persons registry; Possess a valid driver's license if driving 
is an essential function of the position.Examination Method: Education and experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional child/adult day care program evaluation work of 
average difficulty in regulation of licensed or certified child/adult day care facilities and programs; and performs related 
work as required. Distinguishing Features: This is the working level class in the professional Child Care Program 
Evaluator sub-series. An employee in this class examines child/adult day care facilities for adherence with licensure and 
certification regulations, investigates complaints against licensed and unlicensed child/adult day care facilities, and 
makes recommendations for issuance, denial, or approval of licensure or certification. This class differs from that of 
Child Care Program Evaluator 1 in that the latter functions in an entry level capacity under immediate supervision. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Conducts on-site observations of child/adult day care facilities, 
before/after school and community based programs, special education programs, and early childhood education 
programs as required by law. Examines facilities and grounds to determine if indoor and outdoor equipment and age-
appropriate toys are adequate in quantity and variety; children with disabilities are provided equal opportunities in 
activities; and minimum square footage standards are met for indoor and outdoor play, naps, and classes. Examines 
physical structure for accessibility and safety and ensures equipment/furnishings are in good repair and are age-
appropriate. Examines agency records to verify that required child, staff, and agency documentation is on file as 
required by law. Inspects transportation vehicles and emergency equipment to ensure compliance with state law. 
Evaluating Information to Determine Compliance with Standards: Inspects child/adult day care agencies to determine if 
they meet minimum state standards for annual licensure or certification with respect to safety, health, administration, 
physical facilities, transportation, and care of children and adults. Investigates complaints and conducts interviews with 
involved parties for details regarding the complaint in order to determine validity (gathers evidence during on-site visit 
including pictures, videos, medical and agency records and evaluates information to support or negate allegations). 
Compares inspection results against licensing or certification criteria for programs and cites violations for compliance 
with state law. Investigates child/adult day care facilities for alleged violations of licensure or certification laws and 
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regulations including potential cases of abuse, neglect, and illegal operations. Evaluates child/adult day care agencies 
and programs to determine eligibility for licensure or certification: verifies that applications, fees, and other required 
materials have been received; compares results from child care program evaluations, fire, safety, health, and 
environmental inspections, and plans of corrective action against licensure or certification requirements to verify that 
the agency meets minimum standards; forms conclusions from data collected to determine if license or certification is 
approved, suspended, denied, or revoked; and presents licensing or certification recommendations to 
supervisor.Organizing, Planning, and Prioritizing Work: Organizes daily activities to meet deadlines to ensure work 
activities including reports are accomplished in a timely manner.Interacting With Computers: Operates computer 
hardware and software, scanners, and other equipment to complete reports, document collective data, and 
communicate with others to capture and maintain program information. Establishing and Maintaining Interpersonal 
Relationships: Develops constructive and cooperative working relationships with child/adult day care agencies, local 
education agencies, local governmental agencies, co-workers, supervisors, and other partnering agencies to ensure 
quality and timely services. Updating and Using Relevant Knowledge: Utilizes available training resources to keep 
current and apply the latest policies, technologies, and procedures to ensure correct application of laws and 
regulations.Performing General Physical Activities: Performs physical activities to assess, measure, and inspect facilities 
to ensure compliance. Judging the Qualities of Things, Services, or People: Assesses current programs' curricula for 
compliance with the Tennessee Early Learning Developmental Standards and appropriate school-age standards. 
Assesses the adult day care program for the four areas of development (cognitive, social, emotional, and physical) for 
compliance with licensing standards.Making Decisions and Solving Problems: Drafts recommendations for action against 
agencies based on investigation results and may testify in court about violations. Instructs programs in development of a 
plan of corrective action to resolve non-compliance.Scheduling Work and Activities: Schedules announced and 
unannounced visits to programs for evaluation, training, compliance, and investigation.Communicating with Supervisors, 
Peers, or Subordinates: Communicates relevant information regarding assessment and licensing to supervisor and co-
workers by telephone, in written form, email or in-person to provide information and for consultation.Interpreting the 
Meaning of Information for Others: Interprets child/adult day care rules and regulations for programs and the public in 
an effort to provide clarity. Processing Information: Compiles, categorizes, tabulates, and verifies information using a 
valid and reliable tool in order to complete the assessment report needed for licensure 
requirements.Documenting/Recording Information: Documents early childhood classroom materials; health/safety; on-
going daily activities; interactions between children and children and adults to ensure compliance and assess quality. 
Monitors implementation of corrective action plans for completion. Composes reports based on assessment 
documentation using a valid and reliable tool to provide feedback on quality to agencies for compliance with licensure 
requirements. Operating Vehicles, Mechanized Devices, or Equipment: Operates state/personal vehicles to conduct 
required observations to ensure compliance as required by state law.Coordinating the Work and Activities of Others: 
Interprets and explains child/adult day care agency information to answer the questions of: law enforcement 
investigators, Tennessee Bureau of Investigation, Child Protective Services, Department of Health, Department of Safety, 
attorneys, and the general public. Contacts fire, health, and environmental agencies and assessment unit to request 
inspections for child/adult day care providers to ensure the program meets licensure or certification deadlines. 
Coordinates interaction between child/adult day care agencies and government officials, not-for-profits, or other groups 
to address compliance issues, program or participant needs.Provide Consultation and Advice to Others: Determines 
potential barriers to licensure compliance and unique needs of individual program including facility expansion, 
playground renovation, age-appropriate curriculum, accessibility and modifications for special needs; presents potential 
solutions to the agency through discussions and written communications. Provides counseling to existing or proposed 
child/adult day care agencies to develop and improve programs and physical facilities; answers questions regarding 
issues related to licensure or certification including concerns about applications, grants, and rating assessment 
systems.Training and Teaching Others: Provides on the job training and mentoring to new employees through job 
shadowing. Provides training and technical assistance to child care providers regarding federal and state mandates and 
State Board of Education policies. Identifies providers' training needs relating to children's health and safety, business 
development, budgeting, early childhood education, developmentally appropriate practices, appropriate social-
emotional growth, or other needs based on observations, relevant law or policy changes, and discussions with providers 
to meet relevant state law or policy changes. Reserves training sites; schedules speakers; conducts training 
demonstrations or lectures using educational materials and multimedia equipment to meet program training 
requirements.Communicating with Persons Outside the Organization: Coordinates interaction between programs and 
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partner organizations or other resources to meet provider needs. Addresses inquiries regarding programs and/or 
complaint findings to respond to the public.Getting Information: Gathers resource information related to health, 
welfare, safety, and academic growth to inform programs of resource availability based on needs.Drafting, Laying Out, 
and Specifying Technical Devices, Parts, and Equipment: Diagrams facilities to establish capacity for number of 
participants to be served at one time. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Listening Patience Priority Setting Time Management Problem Solving Interpersonal 
Savvy Written Communications Conflict ManagementKnowledge: Basic knowledge of laws, government regulations, and 
agency rules           Basic math skills Knowledge of group behavior and dynamics Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation Skills: Active Learning         
Active Listening        Adjusting actions in relation to others' actions Being aware of others' reactions and understanding 
why they react as they do Critical Thinking        Effective Time Management Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions Instructing      Judgment and Decision 
Making        Monitoring/assessing performance of self, other individuals, or organizations to make improvements or take 
corrective action         Negotiation    Persuasion      Service Orientation    Written Communication                 Abilities: Arm-
Hand Steadiness Auditory Attention Deductive Reasoning Finger Dexterity Memorization Multi-tasking Originality 
Speech Clarity -- the ability to speak clearly so others can understand you Speech Recognition -- the ability to identify 
and understand the speech of another person The ability to arrange things or actions in a certain order or pattern 
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) 
The ability to bend, stretch, twist, or reach with your body, arms, and/or legs The ability to combine pieces of 
information to form conclusions (includes finding a relationship among seemingly unrelated events) The ability to 
concentrate on a task over a period of time without being distracted The ability to coordinate the movement of your 
arms, legs, and torso together when the whole body is in motion The ability to generate or use different sets of rules for 
combining or grouping things in different ways The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged The ability to know your location in relation to the environment or to know 
where other objects are in relation to you The ability to quickly and accurately compare similarities and differences 
among sets of materials The ability to tell when something is wrong or is likely to go wrong Verbal Communication 
Written Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Projector Measuring Tools Scanner Global Positioning System Cellular Phone Voice 
Recorder Digital Camera Motor Vehicle Fax Machine PrinterOther Office Related Equipment as Required 
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079637 - CHILD CARE PROG EVALUATOR 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4694 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in one or a combination of the following: 1) professional child care program evaluation or 
administration, 2) professional care of children, 3) professional education, 4) professional social services, 5) professional 
inspection of facilities for compliance with fire, safety, or health regulations, or 6) non-professional experience assisting 
teachers or in child care at a facility licensed or certified by a local, state, or federal government. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of one year: (1) Education Administration; (2) 
Educational or Developmental Psychology; (3) Early Childhood or Elementary Education; or (4) any field related to child 
care (e.g., 36 graduate quarter hours may be substituted for one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Submit to a review of the Indicated Persons Registry of the Department of 
Children's Services; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check; Submit to a 
review of their status on the Department of Health's vulnerable persons registry; Possess a valid driver's license if driving 
is an essential function of the position.Examination Method: Education and experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional child/adult day care program evaluation work of 
average difficulty in regulation of licensed or certified child/adult day care facilities and programs; and performs related 
work as required. Distinguishing Features: This is the working level class in the professional Child Care Program 
Evaluator sub-series. An employee in this class examines child/adult day care facilities for adherence with licensure and 
certification regulations, investigates complaints against licensed and unlicensed child/adult day care facilities, and 
makes recommendations for issuance, denial, or approval of licensure or certification. This class differs from that of 
Child Care Program Evaluator 1 in that the latter functions in an entry level capacity under immediate supervision. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Conducts on-site observations of child/adult day care facilities, 
before/after school and community based programs, special education programs, and early childhood education 
programs as required by law. Examines facilities and grounds to determine if indoor and outdoor equipment and age-
appropriate toys are adequate in quantity and variety; children with disabilities are provided equal opportunities in 
activities; and minimum square footage standards are met for indoor and outdoor play, naps, and classes. Examines 
physical structure for accessibility and safety and ensures equipment/furnishings are in good repair and are age-
appropriate. Examines agency records to verify that required child, staff, and agency documentation is on file as 
required by law. Inspects transportation vehicles and emergency equipment to ensure compliance with state law. 
Evaluating Information to Determine Compliance with Standards: Inspects child/adult day care agencies to determine if 
they meet minimum state standards for annual licensure or certification with respect to safety, health, administration, 
physical facilities, transportation, and care of children and adults. Investigates complaints and conducts interviews with 
involved parties for details regarding the complaint in order to determine validity (gathers evidence during on-site visit 
including pictures, videos, medical and agency records and evaluates information to support or negate allegations). 
Compares inspection results against licensing or certification criteria for programs and cites violations for compliance 
with state law. Investigates child/adult day care facilities for alleged violations of licensure or certification laws and 
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regulations including potential cases of abuse, neglect, and illegal operations. Evaluates child/adult day care agencies 
and programs to determine eligibility for licensure or certification: verifies that applications, fees, and other required 
materials have been received; compares results from child care program evaluations, fire, safety, health, and 
environmental inspections, and plans of corrective action against licensure or certification requirements to verify that 
the agency meets minimum standards; forms conclusions from data collected to determine if license or certification is 
approved, suspended, denied, or revoked; and presents licensing or certification recommendations to 
supervisor.Organizing, Planning, and Prioritizing Work: Organizes daily activities to meet deadlines to ensure work 
activities including reports are accomplished in a timely manner.Interacting With Computers: Operates computer 
hardware and software, scanners, and other equipment to complete reports, document collective data, and 
communicate with others to capture and maintain program information. Establishing and Maintaining Interpersonal 
Relationships: Develops constructive and cooperative working relationships with child/adult day care agencies, local 
education agencies, local governmental agencies, co-workers, supervisors, and other partnering agencies to ensure 
quality and timely services. Updating and Using Relevant Knowledge: Utilizes available training resources to keep 
current and apply the latest policies, technologies, and procedures to ensure correct application of laws and 
regulations.Performing General Physical Activities: Performs physical activities to assess, measure, and inspect facilities 
to ensure compliance. Judging the Qualities of Things, Services, or People: Assesses current programs' curricula for 
compliance with the Tennessee Early Learning Developmental Standards and appropriate school-age standards. 
Assesses the adult day care program for the four areas of development (cognitive, social, emotional, and physical) for 
compliance with licensing standards.Making Decisions and Solving Problems: Drafts recommendations for action against 
agencies based on investigation results and may testify in court about violations. Instructs programs in development of a 
plan of corrective action to resolve non-compliance.Scheduling Work and Activities: Schedules announced and 
unannounced visits to programs for evaluation, training, compliance, and investigation.Communicating with Supervisors, 
Peers, or Subordinates: Communicates relevant information regarding assessment and licensing to supervisor and co-
workers by telephone, in written form, email or in-person to provide information and for consultation.Interpreting the 
Meaning of Information for Others: Interprets child/adult day care rules and regulations for programs and the public in 
an effort to provide clarity. Processing Information: Compiles, categorizes, tabulates, and verifies information using a 
valid and reliable tool in order to complete the assessment report needed for licensure 
requirements.Documenting/Recording Information: Documents early childhood classroom materials; health/safety; on-
going daily activities; interactions between children and children and adults to ensure compliance and assess quality. 
Monitors implementation of corrective action plans for completion. Composes reports based on assessment 
documentation using a valid and reliable tool to provide feedback on quality to agencies for compliance with licensure 
requirements. Operating Vehicles, Mechanized Devices, or Equipment: Operates state/personal vehicles to conduct 
required observations to ensure compliance as required by state law.Coordinating the Work and Activities of Others: 
Interprets and explains child/adult day care agency information to answer the questions of: law enforcement 
investigators, Tennessee Bureau of Investigation, Child Protective Services, Department of Health, Department of Safety, 
attorneys, and the general public. Contacts fire, health, and environmental agencies and assessment unit to request 
inspections for child/adult day care providers to ensure the program meets licensure or certification deadlines. 
Coordinates interaction between child/adult day care agencies and government officials, not-for-profits, or other groups 
to address compliance issues, program or participant needs.Provide Consultation and Advice to Others: Determines 
potential barriers to licensure compliance and unique needs of individual program including facility expansion, 
playground renovation, age-appropriate curriculum, accessibility and modifications for special needs; presents potential 
solutions to the agency through discussions and written communications. Provides counseling to existing or proposed 
child/adult day care agencies to develop and improve programs and physical facilities; answers questions regarding 
issues related to licensure or certification including concerns about applications, grants, and rating assessment 
systems.Training and Teaching Others: Provides on the job training and mentoring to new employees through job 
shadowing. Provides training and technical assistance to child care providers regarding federal and state mandates and 
State Board of Education policies. Identifies providers' training needs relating to children's health and safety, business 
development, budgeting, early childhood education, developmentally appropriate practices, appropriate social-
emotional growth, or other needs based on observations, relevant law or policy changes, and discussions with providers 
to meet relevant state law or policy changes. Reserves training sites; schedules speakers; conducts training 
demonstrations or lectures using educational materials and multimedia equipment to meet program training 
requirements.Communicating with Persons Outside the Organization: Coordinates interaction between programs and 
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partner organizations or other resources to meet provider needs. Addresses inquiries regarding programs and/or 
complaint findings to respond to the public.Getting Information: Gathers resource information related to health, 
welfare, safety, and academic growth to inform programs of resource availability based on needs.Drafting, Laying Out, 
and Specifying Technical Devices, Parts, and Equipment: Diagrams facilities to establish capacity for number of 
participants to be served at one time. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Listening Patience Priority Setting Time Management Problem Solving Interpersonal 
Savvy Written Communications Conflict ManagementKnowledge: Basic knowledge of laws, government regulations, and 
agency rules           Basic math skills Knowledge of group behavior and dynamics Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation Skills: Active Learning         
Active Listening        Adjusting actions in relation to others' actions Being aware of others' reactions and understanding 
why they react as they do Critical Thinking        Effective Time Management Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions Instructing      Judgment and Decision 
Making        Monitoring/assessing performance of self, other individuals, or organizations to make improvements or take 
corrective action         Negotiation    Persuasion      Service Orientation    Written Communication                 Abilities: Arm-
Hand Steadiness Auditory Attention Deductive Reasoning Finger Dexterity Memorization Multi-tasking Originality 
Speech Clarity -- the ability to speak clearly so others can understand you Speech Recognition -- the ability to identify 
and understand the speech of another person The ability to arrange things or actions in a certain order or pattern 
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) 
The ability to bend, stretch, twist, or reach with your body, arms, and/or legs The ability to combine pieces of 
information to form conclusions (includes finding a relationship among seemingly unrelated events) The ability to 
concentrate on a task over a period of time without being distracted The ability to coordinate the movement of your 
arms, legs, and torso together when the whole body is in motion The ability to generate or use different sets of rules for 
combining or grouping things in different ways The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged The ability to know your location in relation to the environment or to know 
where other objects are in relation to you The ability to quickly and accurately compare similarities and differences 
among sets of materials The ability to tell when something is wrong or is likely to go wrong Verbal Communication 
Written Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Projector Measuring Tools Scanner Global Positioning System Cellular Phone Voice 
Recorder Digital Camera Motor Vehicle Fax Machine PrinterOther Office Related Equipment as Required 
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026981 - CHILD SUPPORT ADMINISTRATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1382 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026983 - CHILD SUPPORT COORDINATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1401 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026985 - CHILD SUPPORT INVESTIGATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1403 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026987 - CHILD SUPPORT SPECIALIST 1 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1405 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026988 - CHILD SUPPORT SPECIALIST 2 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1406 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026989 - CHILD SUPPORT SPECIALIST 3 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1407 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079178 - CHILDREN & YOUTH BUDGET DIR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4384 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079180 - CHILDREN & YOUTH DIRECTOR 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4411 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073417 - CHILDREN'S CABINET DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3125 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026984 - CIRCUIT COURT JUDGE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1402 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076290 - CIVIL ENGINEERING ADMINISTRATO 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4301 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076281 - CIVIL ENGINEERING MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4320 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time work managing and/or supervising 
professional and technical civil engineering staff involved in the survey, design, or construction of a roadway, runway, or 
transportation structure and current registration in active status with the State of Tennessee as a professional engineer 
in either the civil engineering or structural engineering disciplines. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a current certificate of registration in 
active status as a professional engineer with the State of Tennessee in either the civil engineering or structural 
engineering disciplines must be maintained during employment in the Civil Engineering Manager 1 classification. 
Additionally, employees assigned as a Regional Survey Manager, in the Tennessee Department of Transportation, must 
possess and maintain a current certificate of registration in active status as a professional land surveyor with the State of 
Tennessee. Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for managing a 
structural, runway, or roadway design staff for a region or a civil engineering section such as hydraulic design, special 
designs-traffic, geotechnical engineering, aeronautics, or bridge evaluation. An incumbent in this class will seal civil 
engineering plans, drawings, reports, and/or specifications and consequently will be required to maintain an active 
certificate of registration as a professional engineer with the State of Tennessee. This class differs from that of 
Transportation Project Specialist Supervisor 2 in that incumbents of the latter do not manage. This class differs from that 
of Civil Engineering Manager 2 in that an incumbent of the latter is responsible for managing a structural or roadway 
design staff for multiple regions or multiple civil engineering sections statewide (e.g., hydraulic engineering and 
structural steel, geotechnical engineering and materials control, special design-traffic and special design-roadway). 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Manages the development of 
transportation related documents including but not limited to specifications, standard drawings, roadway plans, 
mitigation plans, structure design, circular letters, and standard operating procedures for internal and external business 
partners.     Designs and graphically depicts the slab, abutments, beams, footings, and columns of a bridge in order to 
meet necessary structural requirements.    Designs appropriate hydraulic systems that protect the environment.    
Designs all components according to department specifications, local, state and federal standards.    Draws preliminary 
bridge plan in accordance with roadway plans and other engineering guidelines.    Designs concept plans for safety and 
operational improvement options.Coordinating the Work and Activities of Others:    Coordinates with regional personnel 
concerning the statewide standardization of specifications, policies, and procedures.Identifying Objects, Actions, and 
Events:    Identifies errors, omissions, and potential conflicts on applications, contract documents, reports, and/or plans.    
Identifies compliance with federal and state laws, rules, regulations, policies and guidelines to ensure that department 
policies and procedures meet the most current standards.    Identifies work tasks that deviate from established standard 
operating procedures to ensure that best practices are applied consistently.    Reads plans, contracts, standard drawings, 
guidelines, and schematics to identify quantities, materials, location, placement, features, specifications, and details to 
guide assigned work.    Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and department, state, and federal laws, rules, regulations, and guidelines.    Identifies 
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new and innovative products, equipment, procedures, and processes to improve department operations.Evaluating 
Information to Determine Compliance with Standards:    Evaluates documents including but not limited to final 
drawings, operation procedures, plans, materials, test results, labor, environmental reports and estimates submitted by 
staff, internal and/or external business partners for accuracy and to determine compliance with department, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Verifies contractor's shop drawings for 
prefabricated components and contractor-designed bridges to ensure accuracy and to determine compliance with 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the need for 
repairs to structures to recommend repairs to meet safety standards.    Reviews work activities, products, and/or 
information completed or provided by internal and/or external business partners to ensure accuracy and compliance 
with standards.    Evaluates proposed or new environmental, safety, and/or other related transportation regulations to 
determine department compliance.    Evaluates current business practices for effectiveness and provide 
recommendations for modifications, additions, or improvement of specifications.    Evaluates equipment, technology, 
and/or materials used to ensure compliance with standards.    Evaluates contractor and consultant information for pre-
qualification.Analyzing Data or Information:    Analyzes relevant information to determine the appropriate engineering 
and/or environmental approach to resolve an issue, problem or task.    Analyzes data, processes, policies, and 
procedures to document and/or develop recommendations for changes in operations and/or standards which affect the 
economy, efficiency and quality of department and division operations and services.    Analyzes test results and/or 
reports against roadway information to identify trends and provide recommendations for asset management and/or 
improvement.    Analyzes transportation related research by reviewing academic studies to implement department and 
division policies and procedures.Interpreting the Meaning of Information for Others:    Interprets a variety of 
engineering and environmental rules, regulations, policies, procedures, and documentation for internal and external 
business partners to facilitate understanding, enhance communications, and ensure compliance.    Explains project 
specific procedures and regulations to staff, the general public, persons in other departments or divisions, or outside 
organizations and representatives as required.Resolving Conflicts and Negotiating with Others:    Resolves conflicts 
between internal business partners, external business partners, regulators and/or employees according to department, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Resolves interpersonal conflicts 
between subordinates to ensure a respectful and productive work environment.    Negotiates with internal and external 
business partners to develop a consistent deployment of policy, procedure, processes, and specifications.    Negotiates 
consultant contracts, work orders, and/or estimates.    Maintains a respectful and productive work environment to 
minimize disputes and facilitate performance.Guiding, Directing, and Motivating Subordinates:    Manages department 
programs to ensure compliance with department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Supervises the production of plans development, reports, applications, and contracts by review of staff 
submittals to provide approval or feedback as required.    Supervises others in the implementation of department goals, 
objectives, and assigned tasks.    Provides feedback during the performance evaluation cycle to address subordinate 
performance.Provide Consultation and Advice to Others:    Provides technical guidance to external or internal business 
partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Answers technical 
questions for subordinates, peers, consultants or contractors to clarify project information, engineering solutions, 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Notifies supervisory 
personnel of possible violations of department, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.Monitoring and Controlling Resources:    Monitors resources and/or costs to meet budgetary constraints.    
Monitors consultant contracts to ensure work orders and payments are within contract limits.Making Decisions and 
Solving Problems:    Makes complex decisions related to the management of division and program operations, activities, 
and performance.    Evaluates complex environmental, geotechnical, structural and other issues during project 
development and/or the construction phase to determine the most efficient solution.    Determines the bridge location 
and length, clearances, reinforcing steel configuration, strength, size, and material of structural members, and other 
bridge parameters.    Develops division policies and procedures in compliance with department, state, and federal laws, 
rules, and regulations to enhance consistency.    Seals and/or approves standard civil engineering plans, drawings, 
reports and/or specifications.        Analyzes available routes and approves optimal route for super load permit 
movements.    Selects the most qualified consultant from the continuing contract list to perform services.    
Recommends the most qualified consultant to perform services.    Analyzes and approve consultant proposals and/or 
manday estimates.    Approves expense reports, time and attendance, training, and other related requests submitted by 
assigned subordinates to ensure compliance with department, state, and federal laws, rules, regulations, guidelines, 
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processes, and procedures.Getting Information:    Utilizes maps, computer software, plans and other documents to 
collect project information.    Researches plans, policies, specifications, procedures, guidelines, rules, regulations, and 
laws related to transportation using physical and electronic sources to assist with conflict resolution, problem solving, 
training development and decision making.    Collects information from staff regarding status updates, project 
schedules, and/or inspections to effectively make decisions, communicate to upper management, and/or prioritize 
work.     Contacts the general public, subordinates, persons in other departments or divisions, representatives, and 
outside organizations, including producers and suppliers, for the purpose of furnishing or obtaining information.    
Participates in and/or supervises research, reviews, and studies to collect data for evaluation and decision making 
purposes.    Attends management meetings and conferences/conference calls to gather information on federal, state, 
and local laws, policies, procedures, process updates, best practices, technologies and related matters.Monitor 
Processes, Materials, or Surroundings:    Monitors outputs of staff to ensure quality of work and that deadlines are met.    
Monitors the costs and expenditures related to contracts, programs and processes to ensure compliance with 
department budgetary constraints, rules and regulations.    Monitors compliance and continuity between teams, 
regions, and/or squads.    Monitors workflow and resources to effectively and efficiently assess status of department 
and division programs and processes.       Monitors work environment to identify safety hazards.    Monitors subordinate 
performance, attendance, leave, time worked, schedules, travel and other information and ensure performance 
documents are completed timely and accurately.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determines time, costs, resources, or materials necessary for projects, contracts, programs and other 
department activities.    Estimates sizes, distances, and/or quantities of materials, products, and/or equipment 
necessary for department and division operations.    Calculates preliminary cost estimates of structures.Judging the 
Qualities of Things, Services, or People:    Assesses subordinate’s quality of work and informs, advises, and guides 
performance management and development.    Assesses subordinate’s performance and needs of the department to 
make decisions and recommend promotion, demotion, transfer, and retention.    Assesses the quality of studies, 
proposals, analyses, and administrative actions to guide the decision making process.    Assesses technological and/or 
equipment advances used to enhance performance, efficiency, safety, and quality.    Assesses survey results for 
roadway, runway, mitigation, environmental features and/or structural elements to ensure the accuracy of the 
information.    Completes and/or reviews consultant and contractor performance evaluations.Processing Information:    
Prepares a variety of detailed and/or complex reports to inform or recommend action in department and division 
operations.    Models new and existing bridge structures to calculate design requirements and/or the allowable load 
capacity.    Compiles data and performs necessary calculations to issue plans, contract addendums, and/or plans 
revisions.    Calculates and/or assesses environmental impacts for permit type and mitigation to determine project 
characteristics.    Prepares, audits, and maintains records, documents, and/or correspondence as required by 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Maintains and manages 
accurate and complete information to ensure costs and resources associated with work performed are allocated 
appropriately.    Processes contractor and consultant information for pre-qualification, evaluation, scoring, and 
selection.    Compiles and/or reviews information necessary to create reports, documentation, and presentations for 
accuracy and completeness.    Performs calculations related to time, labor, and costs to verify accuracy of reported work 
activities.    Compiles, calculates, and/or reviews evaluation scores to achieve overall performance of consultant 
firms.Thinking Creatively:    Implements creative engineering solutions to unique and/or complex problems.    Develops 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Leads and/or 
participates in brainstorming sessions and makes recommendations to improve technical specifications, department and 
division practices and processes.    Develops spreadsheets, presentations, forms, letters, memos, logs, and other 
systems as required to facilitate efficient and effective operation of the program.Developing Objectives and Strategies:    
Assists in developing and implementing strategies and objectives for program areas to enhance performance and 
improve organizational efficiency.    Assists in incorporating department objectives and goals into assigned programs.    
Develops job plans for subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Scheduling Work and Activities:    Establishes project completion dates and milestones.    Schedules, coordinates, 
and/or establishes deadlines for staff, contractors, and consultants to ensure timely submission of required information.    
Prepares and/or maintains database and/or other tools to enhance project delivery schedule.    Schedules, coordinates 
and/or leads meetings with internal and external customers to ensure information is communicated.Organizing, 
Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.    Organizes and/or prioritizes personal workload, the workloads of 
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subordinates, and/or resources to ensure timely and accurate completion of work.    Delegates tasks to subordinates 
based on the competencies they possess to ensure work is completed efficiently, accurately, and timely.Interacting With 
Computers:    Provides oversight of internal computer systems to ensure compliance with specifications, policies, and 
standard operating procedures.    Uses design and analysis software to complete engineering related tasks.    Uses office 
productivity software including but not limited to word processing programs, spreadsheet and database programs, 
presentation software, web-based email programs, instant-messaging programs, and search engines.    Uses appropriate 
state and federal databases and/or software as required to manage information.Documenting/Recording Information:    
Documents and stores appropriate information in electronic databases and/or physical form as required ensuring 
accurate information is recorded.    Documents the performance of subordinates to ensure accurate and unbiased 
performance evaluations.    Documents information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others.Communicating with Persons Outside 
Organization:    Testifies in hearings on behalf of the state related to the results of program and employee related 
incidents as required.    Drafts and/or reviews correspondence in response to public notices and proposed regulations.    
Contacts vendors, consultants, contractors, and other outside agencies to obtain/provide required information, correct 
errors, and/or for clarification purposes in accordance with department and division policies and procedures.    Drafts 
and/or reviews correspondence in response to public complaints or inquiries.    Presents technical information to small 
and large groups to disseminate information.    Communicates requests for resources and services to external business 
partners through verbal and written communications to meet program objectives.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Conducts and/or 
attends meetings with external business partners to gather project information and status updates and to disseminate 
information.    Participates in peer exchange meetings with other State DOTs.Training and Teaching Others:    Creates 
and conducts agency specific and specialized training for agency employees and external business partners to comply 
with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, 
and improving initiatives.    Trains and mentors subordinates, peers and external business partners in the basic workflow 
and processes related to their tasks.    Oversees training schedule and needs to improve skills, productivity, safety, and 
efficiency for subordinates.Coaching and Developing Others:    Coaches direct reports and subordinate staff by providing 
feedback and information on workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Discusses 
performance with subordinates to identify and correct deficiencies and to reinforce strengths.    Mentors direct reports 
and subordinate staff by providing feedback and information on organizational culture, policies and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Presents technical information to small and large 
groups to disseminate information.    Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications.    Communicates work related information and expectations to peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance development 
meetings with subordinates to communicate and develop job plans and provide performance feedback and 
developmental guidance.    Provides updates to upper management and other internal business partners on the status 
of projects and other assigned work.    Communicates requests for resources and services to internal business partners 
through verbal and written communications to meet program objectives.    Leads and/or participates in staff meetings 
as required to provide and gather status updates for assigned workload.Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to develop a productive working relationship.    
Maintains professional working relationships with peers, subordinates, and upper management to ensure smooth and 
effective team operations.    Acts as a liaison with internal and external business partners and other organizational 
representatives to ensure accurate and timely processing of information and deliverables.Developing and Building 
Teams:    Models effective performance for co-workers and subordinates to provide a role model, encourage success in 
others, and enhance trust.    Identifies motivational factors relevant to subordinates to enhance commitment and 
performance.    Identifies developmental opportunities appropriate for subordinates to improve team development.    
Encourages subordinates to pursue career development opportunities as a means of improving team 
performance.Performing Administrative Activities:    Prepares, reviews, and/or approves payment of contractors and/or 
consultants based on work completed.    Approves subordinate time, leave requests, expense requests, and purchases 
to ensure proper payment.     Responds to emails, phone calls, and other correspondence as required.    Maintains 
program files and databases to ensure proper record keeping.    Prepares and mails correspondence to internal and 
external business partners.    Enters personal time and leave/overtime requests into the appropriate databases as 
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required.Staffing Organizational Units:    Conducts and/or participates in job interviews to select most qualified 
candidate.    Identifies advancement opportunities for subordinates within assigned area.Updating and Using Relevant 
Knowledge:    Attends agency specific training as required to ensure compliance with department, state, and federal 
laws and guidelines.    Participates in training and conferences as required to ensure continual learning, current 
knowledge of the field, and maintain required level of certification, including Professional Engineering License.    Seeks 
out work related developmental opportunities for self and assigned subordinates to improve performance and team 
efficiency.    Participates in national, regional, and local conferences as needed to gather and share knowledge between 
peers to improve department and division practices and processes. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                 Problem Solving                  Directing Others                  Process 
Management           Conflict Management           Drive for Results                  Comfort around Higher Management                  
Written Communication      Approachability                    Integrity and Trust           Knowledge:    Advance knowledge of 
streams, wetlands and species                       Advance knowledge of constructing and maintaining transportation 
infrastructure and facilities        Advance knowledge of designing transportation infrastructure and facilities     Advance 
knowledge of engineering and technology           Advance knowledge of contract administration                   Advance 
knowledge of relevant codes, regulations, and laws              Advance knowledge of safety laws, rules, regulations and 
policies, and best practices     Advance knowledge of mathematical formulas used in algebra, geometry, calculus, 
statistics, and graphing    Advance knowledge of geological conditions, features, and descriptions           Advance 
knowledge of mechanics of materials, statics, dynamics, hydraulics, and other physical principles    Advance knowledge 
of production and processing of construction materials    Advance knowledge of transportation systems                   
Advance knowledge of administration and management principals                    Advanced knowledge of office software, 
record keeping, and form development              Advance knowledge of presentation methods and classroom instruction        
Skills:    Critical Thinking                 Intermediate application of formulas used in algebra, geometry, calculus, statistics, and 
graphing    Effective oral communication to individuals and groups                      Effective written communication through 
letters, reports, memos, policies, and technical documents                  Reading comprehension of technical reports, laws, 
rules, policies and procedures             Advanced application of scientific and engineering principles            Coordination of 
processes and people                  Instructing individuals and/or groups on technical processes and procedures    Advanced 
skill of negotiation              Skill of complex problem solving       Operation and control of transportation related computer 
systems     Skill in the application and use of office, databases, drafting, modeling, and analyzing software       Quality 
control analysis of systems and/or processes         Troubleshooting                  Judgment and decision making           
Management of material resources     Time Management               Active Learning                   Active Listening                  
Management of financial resources    Management of personnel resources                   Monitoring performance of 
internal and external staff    Abilities:    Deductive Reasoning          Inductive Reasoning            Mathematical Reasoning    
Memorization     Oral Comprehension           Oral Expression                  Problem Sensitivity             Selective Attention              
Spatial Orientation               Time Sharing       Visualization       Written Comprehension     Written Expression              
Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Navigational 
GPS    Data Recording Equipment 
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076281 - CIVIL ENGINEERING MANAGER 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4321 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time work managing and/or supervising 
professional and technical civil engineering staff involved in the survey, design, or construction of a roadway, runway, or 
transportation structure and current registration in active status with the State of Tennessee as a professional engineer 
in either the civil engineering or structural engineering disciplines. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a current certificate of registration in 
active status as a professional engineer with the State of Tennessee in either the civil engineering or structural 
engineering disciplines must be maintained during employment in the Civil Engineering Manager 1 classification. 
Additionally, employees assigned as a Regional Survey Manager, in the Tennessee Department of Transportation, must 
possess and maintain a current certificate of registration in active status as a professional land surveyor with the State of 
Tennessee. Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for managing a 
structural, runway, or roadway design staff for a region or a civil engineering section such as hydraulic design, special 
designs-traffic, geotechnical engineering, aeronautics, or bridge evaluation. An incumbent in this class will seal civil 
engineering plans, drawings, reports, and/or specifications and consequently will be required to maintain an active 
certificate of registration as a professional engineer with the State of Tennessee. This class differs from that of 
Transportation Project Specialist Supervisor 2 in that incumbents of the latter do not manage. This class differs from that 
of Civil Engineering Manager 2 in that an incumbent of the latter is responsible for managing a structural or roadway 
design staff for multiple regions or multiple civil engineering sections statewide (e.g., hydraulic engineering and 
structural steel, geotechnical engineering and materials control, special design-traffic and special design-roadway). 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Manages the development of 
transportation related documents including but not limited to specifications, standard drawings, roadway plans, 
mitigation plans, structure design, circular letters, and standard operating procedures for internal and external business 
partners.     Designs and graphically depicts the slab, abutments, beams, footings, and columns of a bridge in order to 
meet necessary structural requirements.    Designs appropriate hydraulic systems that protect the environment.    
Designs all components according to department specifications, local, state and federal standards.    Draws preliminary 
bridge plan in accordance with roadway plans and other engineering guidelines.    Designs concept plans for safety and 
operational improvement options.Coordinating the Work and Activities of Others:    Coordinates with regional personnel 
concerning the statewide standardization of specifications, policies, and procedures.Identifying Objects, Actions, and 
Events:    Identifies errors, omissions, and potential conflicts on applications, contract documents, reports, and/or plans.    
Identifies compliance with federal and state laws, rules, regulations, policies and guidelines to ensure that department 
policies and procedures meet the most current standards.    Identifies work tasks that deviate from established standard 
operating procedures to ensure that best practices are applied consistently.    Reads plans, contracts, standard drawings, 
guidelines, and schematics to identify quantities, materials, location, placement, features, specifications, and details to 
guide assigned work.    Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and department, state, and federal laws, rules, regulations, and guidelines.    Identifies 
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new and innovative products, equipment, procedures, and processes to improve department operations.Evaluating 
Information to Determine Compliance with Standards:    Evaluates documents including but not limited to final 
drawings, operation procedures, plans, materials, test results, labor, environmental reports and estimates submitted by 
staff, internal and/or external business partners for accuracy and to determine compliance with department, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Verifies contractor's shop drawings for 
prefabricated components and contractor-designed bridges to ensure accuracy and to determine compliance with 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the need for 
repairs to structures to recommend repairs to meet safety standards.    Reviews work activities, products, and/or 
information completed or provided by internal and/or external business partners to ensure accuracy and compliance 
with standards.    Evaluates proposed or new environmental, safety, and/or other related transportation regulations to 
determine department compliance.    Evaluates current business practices for effectiveness and provide 
recommendations for modifications, additions, or improvement of specifications.    Evaluates equipment, technology, 
and/or materials used to ensure compliance with standards.    Evaluates contractor and consultant information for pre-
qualification.Analyzing Data or Information:    Analyzes relevant information to determine the appropriate engineering 
and/or environmental approach to resolve an issue, problem or task.    Analyzes data, processes, policies, and 
procedures to document and/or develop recommendations for changes in operations and/or standards which affect the 
economy, efficiency and quality of department and division operations and services.    Analyzes test results and/or 
reports against roadway information to identify trends and provide recommendations for asset management and/or 
improvement.    Analyzes transportation related research by reviewing academic studies to implement department and 
division policies and procedures.Interpreting the Meaning of Information for Others:    Interprets a variety of 
engineering and environmental rules, regulations, policies, procedures, and documentation for internal and external 
business partners to facilitate understanding, enhance communications, and ensure compliance.    Explains project 
specific procedures and regulations to staff, the general public, persons in other departments or divisions, or outside 
organizations and representatives as required.Resolving Conflicts and Negotiating with Others:    Resolves conflicts 
between internal business partners, external business partners, regulators and/or employees according to department, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Resolves interpersonal conflicts 
between subordinates to ensure a respectful and productive work environment.    Negotiates with internal and external 
business partners to develop a consistent deployment of policy, procedure, processes, and specifications.    Negotiates 
consultant contracts, work orders, and/or estimates.    Maintains a respectful and productive work environment to 
minimize disputes and facilitate performance.Guiding, Directing, and Motivating Subordinates:    Manages department 
programs to ensure compliance with department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Supervises the production of plans development, reports, applications, and contracts by review of staff 
submittals to provide approval or feedback as required.    Supervises others in the implementation of department goals, 
objectives, and assigned tasks.    Provides feedback during the performance evaluation cycle to address subordinate 
performance.Provide Consultation and Advice to Others:    Provides technical guidance to external or internal business 
partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Answers technical 
questions for subordinates, peers, consultants or contractors to clarify project information, engineering solutions, 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Notifies supervisory 
personnel of possible violations of department, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.Monitoring and Controlling Resources:    Monitors resources and/or costs to meet budgetary constraints.    
Monitors consultant contracts to ensure work orders and payments are within contract limits.Making Decisions and 
Solving Problems:    Makes complex decisions related to the management of division and program operations, activities, 
and performance.    Evaluates complex environmental, geotechnical, structural and other issues during project 
development and/or the construction phase to determine the most efficient solution.    Determines the bridge location 
and length, clearances, reinforcing steel configuration, strength, size, and material of structural members, and other 
bridge parameters.    Develops division policies and procedures in compliance with department, state, and federal laws, 
rules, and regulations to enhance consistency.    Seals and/or approves standard civil engineering plans, drawings, 
reports and/or specifications.        Analyzes available routes and approves optimal route for super load permit 
movements.    Selects the most qualified consultant from the continuing contract list to perform services.    
Recommends the most qualified consultant to perform services.    Analyzes and approve consultant proposals and/or 
manday estimates.    Approves expense reports, time and attendance, training, and other related requests submitted by 
assigned subordinates to ensure compliance with department, state, and federal laws, rules, regulations, guidelines, 
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processes, and procedures.Getting Information:    Utilizes maps, computer software, plans and other documents to 
collect project information.    Researches plans, policies, specifications, procedures, guidelines, rules, regulations, and 
laws related to transportation using physical and electronic sources to assist with conflict resolution, problem solving, 
training development and decision making.    Collects information from staff regarding status updates, project 
schedules, and/or inspections to effectively make decisions, communicate to upper management, and/or prioritize 
work.     Contacts the general public, subordinates, persons in other departments or divisions, representatives, and 
outside organizations, including producers and suppliers, for the purpose of furnishing or obtaining information.    
Participates in and/or supervises research, reviews, and studies to collect data for evaluation and decision making 
purposes.    Attends management meetings and conferences/conference calls to gather information on federal, state, 
and local laws, policies, procedures, process updates, best practices, technologies and related matters.Monitor 
Processes, Materials, or Surroundings:    Monitors outputs of staff to ensure quality of work and that deadlines are met.    
Monitors the costs and expenditures related to contracts, programs and processes to ensure compliance with 
department budgetary constraints, rules and regulations.    Monitors compliance and continuity between teams, 
regions, and/or squads.    Monitors workflow and resources to effectively and efficiently assess status of department 
and division programs and processes.       Monitors work environment to identify safety hazards.    Monitors subordinate 
performance, attendance, leave, time worked, schedules, travel and other information and ensure performance 
documents are completed timely and accurately.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determines time, costs, resources, or materials necessary for projects, contracts, programs and other 
department activities.    Estimates sizes, distances, and/or quantities of materials, products, and/or equipment 
necessary for department and division operations.    Calculates preliminary cost estimates of structures.Judging the 
Qualities of Things, Services, or People:    Assesses subordinate’s quality of work and informs, advises, and guides 
performance management and development.    Assesses subordinate’s performance and needs of the department to 
make decisions and recommend promotion, demotion, transfer, and retention.    Assesses the quality of studies, 
proposals, analyses, and administrative actions to guide the decision making process.    Assesses technological and/or 
equipment advances used to enhance performance, efficiency, safety, and quality.    Assesses survey results for 
roadway, runway, mitigation, environmental features and/or structural elements to ensure the accuracy of the 
information.    Completes and/or reviews consultant and contractor performance evaluations.Processing Information:    
Prepares a variety of detailed and/or complex reports to inform or recommend action in department and division 
operations.    Models new and existing bridge structures to calculate design requirements and/or the allowable load 
capacity.    Compiles data and performs necessary calculations to issue plans, contract addendums, and/or plans 
revisions.    Calculates and/or assesses environmental impacts for permit type and mitigation to determine project 
characteristics.    Prepares, audits, and maintains records, documents, and/or correspondence as required by 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Maintains and manages 
accurate and complete information to ensure costs and resources associated with work performed are allocated 
appropriately.    Processes contractor and consultant information for pre-qualification, evaluation, scoring, and 
selection.    Compiles and/or reviews information necessary to create reports, documentation, and presentations for 
accuracy and completeness.    Performs calculations related to time, labor, and costs to verify accuracy of reported work 
activities.    Compiles, calculates, and/or reviews evaluation scores to achieve overall performance of consultant 
firms.Thinking Creatively:    Implements creative engineering solutions to unique and/or complex problems.    Develops 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Leads and/or 
participates in brainstorming sessions and makes recommendations to improve technical specifications, department and 
division practices and processes.    Develops spreadsheets, presentations, forms, letters, memos, logs, and other 
systems as required to facilitate efficient and effective operation of the program.Developing Objectives and Strategies:    
Assists in developing and implementing strategies and objectives for program areas to enhance performance and 
improve organizational efficiency.    Assists in incorporating department objectives and goals into assigned programs.    
Develops job plans for subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Scheduling Work and Activities:    Establishes project completion dates and milestones.    Schedules, coordinates, 
and/or establishes deadlines for staff, contractors, and consultants to ensure timely submission of required information.    
Prepares and/or maintains database and/or other tools to enhance project delivery schedule.    Schedules, coordinates 
and/or leads meetings with internal and external customers to ensure information is communicated.Organizing, 
Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.    Organizes and/or prioritizes personal workload, the workloads of 
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subordinates, and/or resources to ensure timely and accurate completion of work.    Delegates tasks to subordinates 
based on the competencies they possess to ensure work is completed efficiently, accurately, and timely.Interacting With 
Computers:    Provides oversight of internal computer systems to ensure compliance with specifications, policies, and 
standard operating procedures.    Uses design and analysis software to complete engineering related tasks.    Uses office 
productivity software including but not limited to word processing programs, spreadsheet and database programs, 
presentation software, web-based email programs, instant-messaging programs, and search engines.    Uses appropriate 
state and federal databases and/or software as required to manage information.Documenting/Recording Information:    
Documents and stores appropriate information in electronic databases and/or physical form as required ensuring 
accurate information is recorded.    Documents the performance of subordinates to ensure accurate and unbiased 
performance evaluations.    Documents information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others.Communicating with Persons Outside 
Organization:    Testifies in hearings on behalf of the state related to the results of program and employee related 
incidents as required.    Drafts and/or reviews correspondence in response to public notices and proposed regulations.    
Contacts vendors, consultants, contractors, and other outside agencies to obtain/provide required information, correct 
errors, and/or for clarification purposes in accordance with department and division policies and procedures.    Drafts 
and/or reviews correspondence in response to public complaints or inquiries.    Presents technical information to small 
and large groups to disseminate information.    Communicates requests for resources and services to external business 
partners through verbal and written communications to meet program objectives.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Conducts and/or 
attends meetings with external business partners to gather project information and status updates and to disseminate 
information.    Participates in peer exchange meetings with other State DOTs.Training and Teaching Others:    Creates 
and conducts agency specific and specialized training for agency employees and external business partners to comply 
with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, 
and improving initiatives.    Trains and mentors subordinates, peers and external business partners in the basic workflow 
and processes related to their tasks.    Oversees training schedule and needs to improve skills, productivity, safety, and 
efficiency for subordinates.Coaching and Developing Others:    Coaches direct reports and subordinate staff by providing 
feedback and information on workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Discusses 
performance with subordinates to identify and correct deficiencies and to reinforce strengths.    Mentors direct reports 
and subordinate staff by providing feedback and information on organizational culture, policies and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Presents technical information to small and large 
groups to disseminate information.    Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications.    Communicates work related information and expectations to peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance development 
meetings with subordinates to communicate and develop job plans and provide performance feedback and 
developmental guidance.    Provides updates to upper management and other internal business partners on the status 
of projects and other assigned work.    Communicates requests for resources and services to internal business partners 
through verbal and written communications to meet program objectives.    Leads and/or participates in staff meetings 
as required to provide and gather status updates for assigned workload.Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to develop a productive working relationship.    
Maintains professional working relationships with peers, subordinates, and upper management to ensure smooth and 
effective team operations.    Acts as a liaison with internal and external business partners and other organizational 
representatives to ensure accurate and timely processing of information and deliverables.Developing and Building 
Teams:    Models effective performance for co-workers and subordinates to provide a role model, encourage success in 
others, and enhance trust.    Identifies motivational factors relevant to subordinates to enhance commitment and 
performance.    Identifies developmental opportunities appropriate for subordinates to improve team development.    
Encourages subordinates to pursue career development opportunities as a means of improving team 
performance.Performing Administrative Activities:    Prepares, reviews, and/or approves payment of contractors and/or 
consultants based on work completed.    Approves subordinate time, leave requests, expense requests, and purchases 
to ensure proper payment.     Responds to emails, phone calls, and other correspondence as required.    Maintains 
program files and databases to ensure proper record keeping.    Prepares and mails correspondence to internal and 
external business partners.    Enters personal time and leave/overtime requests into the appropriate databases as 
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required.Staffing Organizational Units:    Conducts and/or participates in job interviews to select most qualified 
candidate.    Identifies advancement opportunities for subordinates within assigned area.Updating and Using Relevant 
Knowledge:    Attends agency specific training as required to ensure compliance with department, state, and federal 
laws and guidelines.    Participates in training and conferences as required to ensure continual learning, current 
knowledge of the field, and maintain required level of certification, including Professional Engineering License.    Seeks 
out work related developmental opportunities for self and assigned subordinates to improve performance and team 
efficiency.    Participates in national, regional, and local conferences as needed to gather and share knowledge between 
peers to improve department and division practices and processes. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                 Problem Solving                  Directing Others                  Process 
Management           Conflict Management           Drive for Results                  Comfort around Higher Management                  
Written Communication      Approachability                    Integrity and Trust           Knowledge:    Advance knowledge of 
streams, wetlands and species                       Advance knowledge of constructing and maintaining transportation 
infrastructure and facilities        Advance knowledge of designing transportation infrastructure and facilities     Advance 
knowledge of engineering and technology           Advance knowledge of contract administration                   Advance 
knowledge of relevant codes, regulations, and laws              Advance knowledge of safety laws, rules, regulations and 
policies, and best practices     Advance knowledge of mathematical formulas used in algebra, geometry, calculus, 
statistics, and graphing    Advance knowledge of geological conditions, features, and descriptions           Advance 
knowledge of mechanics of materials, statics, dynamics, hydraulics, and other physical principles    Advance knowledge 
of production and processing of construction materials    Advance knowledge of transportation systems                   
Advance knowledge of administration and management principals                    Advanced knowledge of office software, 
record keeping, and form development              Advance knowledge of presentation methods and classroom instruction        
Skills:    Critical Thinking                 Intermediate application of formulas used in algebra, geometry, calculus, statistics, and 
graphing    Effective oral communication to individuals and groups                      Effective written communication through 
letters, reports, memos, policies, and technical documents                  Reading comprehension of technical reports, laws, 
rules, policies and procedures             Advanced application of scientific and engineering principles            Coordination of 
processes and people                  Instructing individuals and/or groups on technical processes and procedures    Advanced 
skill of negotiation              Skill of complex problem solving       Operation and control of transportation related computer 
systems     Skill in the application and use of office, databases, drafting, modeling, and analyzing software       Quality 
control analysis of systems and/or processes         Troubleshooting                  Judgment and decision making           
Management of material resources     Time Management               Active Learning                   Active Listening                  
Management of financial resources    Management of personnel resources                   Monitoring performance of 
internal and external staff    Abilities:    Deductive Reasoning          Inductive Reasoning            Mathematical Reasoning    
Memorization     Oral Comprehension           Oral Expression                  Problem Sensitivity             Selective Attention              
Spatial Orientation               Time Sharing       Visualization       Written Comprehension     Written Expression              
Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Navigational 
GPS    Data Recording Equipment 
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076282 - CIVIL ENGINEERING MANAGER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4322 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time work managing and/or supervising 
professional and technical civil engineering staff involved in the survey, design, or construction of a roadway, runway, or 
transportation structure and current registration in active status with the State of Tennessee as a professional engineer 
in either the civil engineering or structural engineering disciplines. Note: Education and experience requirements for 
registration as an engineer are determined by the Tennessee State Board of Architectural and Engineering Examiners. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a current certificate of registration in 
active status as a professional engineer with the State of Tennessee in either the civil engineering or structural 
engineering disciplines is required at the time of appointment and must be maintained during employment in the Civil 
Engineering Manager 2 classification.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial civil engineering work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
managing structural, roadway, or design staff for multiple regions or multiple civil engineering sections (e.g., hydraulic 
engineering and structural steel, geotechnical engineering and materials control, special design-traffic and special 
design-roadway). An incumbent in this class will seal civil engineering plans, drawings, reports, and/or specifications and 
consequently will be required to maintain an active certificate of registration as a professional engineer with the State of 
Tennessee. This class differs from the Civil Engineering Manager 1 in that an incumbent of the latter is responsible for 
managing a structural or roadway design staff for a region or a civil engineering section statewide such as hydraulic 
design, special designs-traffic, geotechnical engineering, aeronautics, or bridge evaluation. This class differs from Civil 
Engineering Director in that an incumbent of the latter is responsible for directing a civil engineering division and 
supervises incumbents of this class. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Manages the development of 
transportation related documents including but not limited to specifications, standard drawings, roadway plans, 
mitigation plans, structure design, circular letters, and standard operating procedures for internal and external business 
partners.     Designs and graphically depicts the slab, abutments, beams, footings, and columns of a bridge in order to 
meet necessary structural requirements.    Designs all components according to department specifications, local, state 
and federal standards.    Designs concept plans for safety and operational improvement options.Resolving Conflicts and 
Negotiating with Others:    Resolves conflicts between internal business partners, external business partners, regulators 
and/or employees according to department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Resolves interpersonal conflicts between subordinates to ensure a respectful and productive work 
environment.    Negotiates with internal and external business partners to develop a consistent deployment of policy, 
procedure, processes, and specifications.    Maintains a respectful and productive work environment to minimize 
disputes and facilitate performance.    Negotiates contractor claims and change orders.    Negotiates consultant 
contracts, work orders, and/or estimates.Coordinating the Work and Activities of Others:    Coordinates with regional 
personnel concerning the statewide standardization of specifications, policies, and procedures.Guiding, Directing, and 
Motivating Subordinates:    Supervises the production of plans development, reports, applications, and contracts by 
review of staff submittals to provide approval or feedback as required.    Manages department programs to ensure 
compliance with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Provides feedback during the performance evaluation cycle to address subordinate performance.    Supervises others in 
the implementation of department goals, objectives, and assigned tasks.Provide Consultation and Advice to Others:    
Provides technical guidance to external or internal business partners to resolve problems with environmental, 
geotechnical and/or engineering concerns.    Answers technical questions for subordinates, peers, consultants or 
contractors to clarify project information, engineering solutions, department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Notifies supervisory personnel of possible violations of department, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures.Monitor Processes, Materials, or Surroundings:    
Monitors the cost and expenditures related to contracts, programs and processes to ensure compliance with 
department budgetary constraints, rules and regulations.    Monitors compliance and continuity between teams, 
regions, and/or squads.    Monitors workflow and resources to effectively and efficiently assess status of department 
and division programs and processes.       Monitors outputs of staff to ensure quality of work and completion of 
deadlines.    Monitors subordinate performance, attendance, leave, time worked, schedules, travel and other 
information and ensures performance documents are completed timely and accurately.Identifying Objects, Actions, and 
Events:    Identifies compliance with federal and state laws, rules, regulations, policies and guidelines to ensure that 
department policies and procedures meet the current standards.    Identifies errors, omissions, and potential conflicts 
on applications, contract documents, reports, and/or plans.    Identifies work tasks that deviate from established 
standard operating procedures to ensure that best practices are applied consistently.    Identifies work priorities based 
on work experience, supervisor guidance, and department, state, and federal laws, rules, regulations, and guidelines.    
Identifies new and innovative products, equipment, procedures, and processes to improve department operations.    
Reads plans, contracts, standard drawings, guidelines, and schematics to identify quantities, materials, location, 
placement, features, specifications, and details to guide assigned work.Processing Information:    Models new and 
existing bridge structures to calculate design requirements and/or the allowable load capacity.    Assesses environmental 
impacts for permit type and mitigation to determine project characteristics.    Prepares a variety of detailed and/or 
complex reports to inform or recommend action in department and division operations.    Prepares, audits, and 
maintains records, documents, and/or correspondence as required by department, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Processes contractor and consultant information for pre-
qualification, evaluation, scoring, and selection.    Compiles data and performs necessary calculations to issue plans, 
contract addendums, and/or plans revisions.    Maintains and manages accurate and complete information to ensure 
cost and resources associated with work performed are allocated appropriately.    Compiles and/or reviews information 
necessary to create reports, documentation, and presentations for accuracy and completeness.    Performs calculations 
related to time, labor, and cost to verify accuracy of reported work activities.    Compiles, calculates, and/or reviews 
evaluation scores to achieve overall performance of consultant firms.Evaluating Information to Determine Compliance 
with Standards:    Evaluates documents including but not limited to final drawings, operation procedures, plans, 
materials, test results, labor, environmental reports and estimates submitted by staff, internal and/or external business 
partners for accuracy and to determine compliance with department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluates proposed or new environmental, safety, and/or other related 
transportation regulations to determine department compliance.    Verifies contractor shop drawings for prefabricated 
components and contractor-designed bridges to ensure accuracy and to determine compliance with department, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates current business practices for 
effectiveness and provides recommendations for modifications, additions, or improvement of specifications.    Reviews 
work activities, products, and/or information completed or provided by internal and/or external business partners to 
ensure accuracy and compliance with standards.    Evaluates equipment, technology, and/or materials used to ensure 
compliance with standards.    Evaluates contractor and consultant information for pre-qualification.Analyzing Data or 
Information:    Analyzes bids for mathematical and material unbalancing to determine contract award.    Analyzes 
relevant information to determine the appropriate engineering and/or environmental approach to resolve an issue, 
problem or task.    Analyzes contract change orders and claims.    Analyzes data, processes, policies, and procedures to 
document and/or develop recommendations for changes in operations and/or standards which affect the economy, 
efficiency and/or quality of department and division operations and services.    Analyzes test results and/or reports 
against roadway information to identify trends and provide recommendations for asset management and/or 
improvement.    Analyzes transportation related research by reviewing academic studies to implement department and 
division policies and procedures.Making Decisions and Solving Problems:    Evaluates complex environmental, 
geotechnical, structural and other issues during project development and/or the construction phase to determine the 
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most efficient solution.    Develops division policies and procedures in compliance with department, state, and federal 
laws, rules, and regulations to enhance consistency.    Makes complex decisions related to the management of division 
and program operations, activities, and performance.    Determines the bridge location and length, clearances, 
reinforcing steel configuration, strength, size, and material of structural members, and other bridge parameters.    Seals 
and/or approves standard civil engineering plans, drawings, reports and/or specifications.        Approves and/or denies 
contract change orders.    Makes recommendations of the most qualified consultant to perform services to the 
Consultant Selection Committee following the request for proposal process.    Approves and/or denies expense reports, 
time and attendance, training, and other related requests submitted by assigned subordinates to ensure compliance 
with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Selects the most 
qualified consultant from the continuing contract list to perform services.    Analyzes and approves consultant proposals 
and/or manday estimates.Thinking Creatively:    Implements creative engineering solutions to unique and/or complex 
problems.    Develops spreadsheets, databases, presentations, forms, letters, memos, logs, and other systems as 
required to facilitate efficient and effective operation of the program.    Leads and/or participates in brainstorming 
sessions and makes recommendations to improve technical specifications, department and division practices and 
processes.    Develops process improvement suggestions to streamline workflow and improve process cycle times and 
accuracy.Interacting With Computers:    Uses design and analysis software to complete engineering related tasks.    
Provides oversight of internal computer systems to ensure compliance with specifications, policies, and standard 
operating procedures.    Uses office productivity software including but not limited to word processing programs, 
spreadsheet and database programs, presentation software, web-based email programs, instant-messaging programs, 
and search engines.    Uses appropriate state and federal databases and/or software as required managing 
information.Interpreting the Meaning of Information for Others:    Interprets a variety of engineering and environmental 
rules, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains project specific procedures and regulations 
to staff, the general public, persons in other departments or divisions, or outside organizations and representatives as 
required.Monitoring and Controlling Resources:    Monitors resources and cost to meet budgetary constraints.    
Monitors consultant contracts to ensure work orders and payments are within contract limits.    Monitors project 
expenditures and compares to original contract.    Manages the procurement, receipt, and payment of products, 
equipment, and/or services in compliance with all laws, rules, and regulations.Getting Information:    Researches plans, 
policies, specifications, procedures, guidelines, rules, regulations, and laws related to transportation using physical and 
electronic sources to assist with conflict resolution, problem solving, training development and decision making.    
Contacts the general public, subordinates, persons in other departments or divisions, representatives, and outside 
organizations, including producers and suppliers, for the purpose of furnishing or obtaining information.    Utilizes maps, 
computer software, plans and other documents to collect project information.    Collects information from staff 
regarding status updates, project schedules, and/or inspections to effectively make decisions, communicate to upper 
management, and/or prioritize work.     Attends management meetings and conferences/conference calls to gather 
information on federal, state, and local laws, policies, procedures, process updates, best practices, technologies and 
related matters.    Participates in and/or supervises research, reviews, and studies to collect data for evaluation and 
decision making purposes.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines 
time, cost, resources, or materials necessary for projects, contracts, programs and other department activities.    
Estimates size, distance, and/or quantities of materials, products, and/or equipment necessary for department and 
division operations.    Calculates preliminary cost estimates of structures.Judging the Qualities of Things, Services, or 
People:    Assesses survey results for roadway, runway, mitigation, environmental features and/or structural elements to 
ensure the accuracy of the information.    Assesses performance of subordinates and needs of the department to make 
decisions and recommendations including promotion, demotion, transfer, and retention.    Assesses the quality of 
studies, proposals, analyses, and administrative actions to guide the decision making process.    Assesses technological 
and/or equipment advances to enhance performance, efficiency, safety, and quality.    Assesses subordinate work 
performance and informs, advises, and guides performance management and development.    Completes and/or 
reviews consultant and contractor performance evaluations.Developing Objectives and Strategies:    Assists in 
developing and implementing strategies and objectives for program areas to enhance performance and improve 
organizational efficiency.    Assists to incorporate department objectives and goals into assigned programs.    Develops 
job plans for subordinates to communicate responsibilities and expected outcomes of performance.Scheduling Work 
and Activities:    Schedules, coordinates, and/or establishes deadlines for staff, contractors, and consultants to ensure 
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timely submission of required information.    Establishes project completion dates and milestones.    Prepares and/or 
maintains database and/or other tools to enhance project delivery schedule.    Schedules, coordinates and/or leads 
meetings with internal and external customers to ensure information is communicated.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.    Organizes and prioritizes personal workload, the workloads of subordinates, and resources to 
ensure timely and accurate completion of work.    Delegates tasks to subordinates based on the competencies they 
possess to ensure work is completed efficiently, accurately, and timely.Documenting/Recording Information:    
Documents the performance of subordinates to ensure accurate and unbiased performance evaluations.    Documents 
and stores appropriate information in electronic databases and/or physical form as required ensuring that accurate 
information is recorded.    Documents information provided during meetings and training to ensure accurate 
information is disseminated to others.Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with internal business partners to ensure effective and efficient communication.    Communicates work related 
information and expectations to peers and subordinates to coordinated and facilitate teamwork, and assign tasks.    
Conducts periodic performance development meetings with subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance.    Presents and disseminates technical information to small 
and large groups.    Provides updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates requests for resources and services to internal business partners 
through verbal and written communication to meet program objectives.    Leads and/or participates in staff meetings as 
required to provide and gather status updates for assigned workload.Communicating with Persons Outside 
Organization:    Testifies in hearings on behalf of the state related to the results of program and employee related 
incidents as required.    Drafts correspondence in response to public complaints or inquiries.    Drafts correspondence in 
response to public notices and proposed regulations.    Presents technical information to small and large groups to 
disseminate information.    Communicates requests for resources and services to external business partners through 
verbal and written communications to meet program objectives.    Contacts vendors, consultants, contractors, and other 
outside agencies to obtain/provide required information, correct errors, and/or for clarification purposes in accordance 
with department and division policies and procedures.    Conducts and/or participates in meetings with external 
business partners to gather project information and status updates and to disseminate information.    Communicates 
with external business partners to facilitate outside events and programs in which the state/agency participates.    
Participates in peer exchange meetings with other State DOTs.Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with peers, subordinates, and upper management to ensure smooth and 
effective team operations.    Networks with internal and external business partners to develop a productive working 
relationship.    Acts as a liaison with internal and external business partners and other organizational representatives to 
ensure accurate and timely processing of information and deliverables.Developing and Building Teams:    Models 
effective performance for co-workers and subordinates to provide a role model, encourage success in others, and 
enhance trust.    Identifies motivational factors relevant to subordinates to enhance commitment and performance.    
Encourages subordinates to pursue career development opportunities as a means of improving team performance.    
Identifies developmental opportunities appropriate for subordinates to improve team development.Training and 
Teaching Others:    Creates and conducts agency specific and specialized training for agency employees and external 
business partners to comply with department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Trains and/or mentors subordinates, peers and external 
business partners in the basic workflow and processes related to their tasks.    Oversees training schedule to improve 
skills, productivity, safety, and efficiency for subordinates.Coaching and Developing Others:    Coaches direct reports and 
subordinate staff by providing feedback and information on workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks.    Discusses performance with subordinates to identify and correct deficiencies and to reinforce 
strengths.    Mentors direct reports and subordinate staff by providing feedback and information on organizational 
culture, policies and procedures.Staffing Organizational Units:    Conducts and/or participates in job interviews to select 
most qualified candidate.    Identifies advancement opportunities for subordinates within assigned area.Performing 
Administrative Activities:    Maintains program files and databases to ensure proper record keeping.    Reviews, prepares 
and/or approves payment of contractors and/or consultants based on work completed.    Responds to email, phone 
calls, and other correspondence as required.    Prepares and mails correspondence to internal and external business 
partners.    Enters personal time and leave/overtime requests into the appropriate databases as required.    Approves 
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and/or denies subordinate time, leave requests, expense requests, and purchases to ensure proper payment. Updating 
and Using Relevant Knowledge:    Participates in training and conferences as required to ensure continual learning, 
current knowledge of the field, and maintain required level of certification, including Professional Engineering License.    
Actively seeks out work related developmental opportunities for self and assigned subordinates to improve performance 
and team efficiency.    Attends agency specific training as required to ensure compliance with department, state, and 
federal laws and guidelines.    Participates in national, regional, and local conferences as needed to gather and share 
knowledge between peers to improve department and division practices and processes. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality              Problem Solving              Directing Other      Drive for Results              Comfort 
around Higher Manager                Organizational Agility                Approachability               Integrity and Trust                   
Composure                     Negotiating  Knowledge:    Advance knowledge of streams, wetlands and species                   
Advance knowledge of constructing and maintaining transportation infrastructure and facilities         Advance knowledge 
of designing transportation infrastructure and facilities     Advance knowledge of engineering and technology      Advance 
knowledge of contract administration    Advance knowledge of relevant codes, regulations, and laws           Advance 
knowledge of safety laws, rules, regulations and policies, and best practices            Advance knowledge of mathematical 
formulas used in algebra, geometry, calculus, statistics, and graphing    Advance knowledge of geological conditions, 
features, and descriptions           Advance knowledge of mechanics of materials, statics, dynamics, hydraulics, and other 
physical principles           Advance knowledge of production and processing of construction materials     Advance 
knowledge of transportation systems    Advance knowledge of administration and management principals          
Advanced knowledge of office software, record keeping, and form development    Advance knowledge of presentation 
methods and classroom instruction           Knowledge of personnel recruitment, selection and training  Skills:    Critical 
thinking       Intermediate application of formulas used in algebra, geometry, calculus, statistics, and graphing          
Effective oral communication to individuals and groups           Effective written communication through letters, reports, 
memos, policies, and technical documents         Reading comprehension of technical reports, laws, rules, policies and 
procedures     Advanced application of scientific and engineering principles          Coordination of processes and people         
Instructing individuals and/or groups on technical processes and procedures    Advanced skill of negotiation    Skill of 
complex problem solving        Operation and control of transportation related computer systems          Skill in the 
application and use of office, databases, drafting, modeling, and analyzing software        Quality control analysis of 
systems and/or processes    Troubleshooting       Judgment and decision making          Management of material resources    
Time management          Active learning        Active listening        Management of financial resources    Management of 
personnel resources          Monitoring performance of internal and external staff  Abilities:    Deductive Reasoning        
Inductive Reasoning         Mathematical Reasoning           Oral Comprehension        Oral Expression       Problem Sensitivity          
Selective Attention           Spatial Orientation           Time Sharing          Visualization            Written Comprehension            
Written Expression           Speech Clarity        Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Vehicles    
Navigational GPS    Digital Camera    Data Recording Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072256 - CIVIL MONETARY PEN FD ASST DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2155 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's degree in public health 
or other comparable discipline and experience equivalent to five years of full-time increasingly responsible professional 
public health work or other related field. Substitution of Education for Experience: Additional graduate coursework in 
public health or other related field may be substituted for the required non-specialized experience on a year-for year 
basis.Substitution of Experience for Education: Qualifying full-time experience in public health, other related field or 
long term care may be substituted for the required education on a year-for-year basis, to a maximum of four years.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and performs 
work of average difficulty; and performs related work as required.Distinguishing Features: This is the working level in the 
Civil Monetary Penalties (CMP) fund sub-series. An employee in this class is responsible for supporting management 
with the program, as well as, adhering to and monitoring of policies and procedures, monitoring quality assurance and 
CMP contract compliance.  Regular analysis of data and direct communication with grantees; facilitating stakeholder 
feedback and communication efforts across the state.  This class differs from that of the Director of Civil Monetary 
Penalties Fund in that an incumbent of the latter performs work at an advanced working level and does supervise.  
 
Work Activities: 
.Communicating with Persons Outside Organization: Fosters, develops and manages new influential partnerships to 
ensure development of innovative, evidence-based nursing home Civil Monetary Penalties (CMP) proposals projects. 
Provides guidance and technical assistance to consumers, providers and the public on how to initiate nursing home 
culture change within state regulations. Actively plans and facilitates major nursing home culture change events around 
the state. Provides regulatory updates which support nursing home culture change. Presents educational programs on 
care practices and nursing home culture change initiatives. Participates at local, regional and national quality 
improvement committees/coalitions to promote nursing home culture change and the quality of care of nursing home 
residents. Monitor Processes, Materials, or Surroundings: Monitors grantees through onsite visits at a minimum of semi-
annually to ensure implementation of contract scope of services. Assists in developing or writing policies pertaining to 
grants. Monitors grant process documentation submitted by the grantees to ensure compliance with federal and state 
guidelines. Develops, maintains, and/or updates complex grant spreadsheets/databases. Thinking Creatively: Develops 
requests for grant proposals to improve quality of life or care for nursing home residents for director review. Develops 
and manages webpage to support and promote nursing home CMP funding opportunities. Develops and publishes a 
quarterly electronic newsletter for stakeholders. Disseminates requests to various potential grantees making them 
aware of the possibility of funding. Processing Information: Compiles information/reports on grants and grant programs 
for various stakeholders. Assists with preparation and submission of nursing home CMP grant reports as required. 
Compiles, categorizes, calculates, tabulates, or verifies information or data. Scheduling Work and Activities: Monitors 
implementation of approved application which may include on-site facility visits. Coordinates requests for application 
process. Enters data using keyboard to update applicant database. Updating and Using Relevant Knowledge: Maintains 
expertise in evidence-based practices related to nursing home CMP funded projects. Disseminates information on 
nursing home CMP projects in other states to stakeholders. Researches nursing home CMP projects in other states for 
possible replication. Analyzing Data or Information: Completes and submits final evaluations of nursing home CMP 
funded projects to guide the development and strengthening of future proposals. Analyzes data from grantees on a 
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regular basis. Evaluating Information to Determine Compliance with Standards: Assists in the review, analysis and/or 
rating of grant proposals to ensure compliance with guidelines and standards. Assists in review of documentation for 
grants to and/or from the state and other entities, to ensure compliance with grant conditions, federal/state 
regulations, and standards. Developing Objectives and Strategies: Participates in development of grant objectives and 
strategies to achieve them. Facilitates stakeholder meetings to obtain feedback for program planning and development. 
Establishing and Maintaining Interpersonal Relationships: Works with other agencies and entities to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities. 
Ensures professional relationships with stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Communicates regularly with co-workers, and/or supervisors to ensure consistent program operation. Provides effective 
communication to supervisor by telephone, email, verbally, etc.     
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Organizing Process Management Standing Alone Perseverance 
Presentation Skills Written Communications Approachability Customer Focus Knowledge:  Communications and Media 
Customer and Personal Service Education and Training Mathematics Skills:  Active Learning Active Listening Critical 
Thinking Learning Strategies Monitoring Reading Comprehension Speaking Writing Instructing Systems Evaluation 
Abilities:  Fluency of Ideas Oral Comprehension Oral Expression Written Comprehension Written Expression   
 
Tools and Equipment Used: 
  Computer Projector Telephone Fax Machine Copy Machine Printer Scanner Other Office Equipment as needed  
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072257 - CIVIL MONETARY PEN FD DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2156 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in public health or 
other comparable discipline, and experience equivalent to five years of full-time increasingly responsible professional 
public health work or other related field, including at least one year of supervisory experience.Substitution of Education 
for Experience: Additional graduate coursework in public health or other related field may be substituted for the 
required non-specialized experience on a year-for year basis.Substitution of Experience for Education: Qualifying full-
time experience in public health or long-term care or other related field may be substituted for the required education 
on a year-for-year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction, performs professional grants administrative and analytic work of considerable difficulty, 
supervisory work of average difficulty, and related work as required.Distinguishing Features: This is the highest class in 
the Civil Monetary Penalties (CMP) Fund sub-series. An employee in this class directs and manages the grants analytic 
and administrative function in a department with a well-developed grants program. Provides oversight of CMP funds 
and all activities specific to CMP fund usage; ensures compliance with the Centers of Medicare and Medicaid Services 
(CMS) regulations on approved usage of funds; obtains approval by CMS prior to utilizing CMP funds. This class differs 
from that of Assistant Director of Civil Monetary Penalties Fund in that an incumbent of the latter performs work of 
lesser scope and complexity and does not supervise.  
 
Work Activities: 
Communicating with Persons Outside Organization:  Fosters, develops and manages new influential partnerships to 
ensure development of innovative, evidenced-based nursing home Civil Monetary Penalties (CMP) proposals. Provides 
guidance and technical assistance to consumers, providers and the public on how to initiate nursing home culture 
change within state regulations. Represents the Department of Health externally to federal and state agencies, national 
and regional stakeholder organizations, and the media. Actively plans and facilitates major nursing home culture change 
events around the state. Presents educational programs on care practices and nursing home culture change initiatives. 
Provides regulatory updates, which support nursing home culture change. Participates at local, regional and national 
quality improvement committees/coalitions to promote nursing home culture change and the quality of care of nursing 
home residents. Ensures that all external customers are serviced in a timely, professional, and knowledgeable manner. 
Evaluating Information to Determine Compliance with Standards:  Oversight of nursing home CMP funds and all 
activities specific to nursing home CMP fund usage. Generates and implements ideas for systems, program, and internal 
system improvement. Reviews documentation for grants to and/or from the state and other entities, to ensure 
compliance with grant conditions, federal/state regulations, and standards. Comprehensive evaluation of each grant 
proposal. Review, analysis and/or rating of grant proposals to ensure compliance with guidelines and standards. 
Updating and Using Relevant Knowledge:  Maintains expertise in national evidence-based best practices specific to 
nursing home CMP initiatives and related to resident-directed culture change. Maintains expertise in evidence-based 
practices related to nursing home CMP funded projects. Disseminates information on nursing home CMP projects in 
other states to stakeholders. Researches nursing home CMP projects in other states for possible replication. Developing 
Objectives and Strategies:  Strategically plans for long-range sustainability, funding, and impact of annual and multi-year 
work plans and budgets for the nursing home CMP fund program. Expands the depth of strategic partnerships. 
Implements and directly manages strategic plan for the nursing home CMP fund program. Analyzing Data or 



 TN Job Classification Specifications  
September 22, 2020 

Information:  Oversight of the final evaluations of nursing home CMP funded projects to guide the development and 
strengthening of future proposals. Identify trends, research issues, and proposes and implements improvements. 
Analyzes data from grantees on a regular basis. Monitor Processes, Materials, or Surroundings:  Develops grant 
monitoring procedures and processes. Monitors grantees through onsite visits at a minimum of semi-annually to ensure 
implementation of contract scope of services. Oversees the development of comprehensive written materials, 
publications, and webpage, to support nursing home CMP fund and culture change activities. Communicating with 
Supervisors, Peers, or Subordinates:  Advises management about issues of concern, as they occur. Communicates 
regularly with co-workers, and/or supervisors to ensure consistent program operation. Provides effective 
communication to supervisor, co-workers and subordinates by telephone, email, verbally, etc. Coordinating the Work 
and Activities of Others:  Convene stakeholders for an annual summit to develop a catalog of priorities for future funding 
focus areas. Gather input from stakeholders to identify ways to encourage improvements that address common nursing 
home decencies and promote innovations and collaborations. Thinking Creatively:  Oversees the development of 
requests for grant proposals to improve quality of life or care for nursing home residents. Oversight of the development 
and management of webpage to support and promote nursing home CMP funding opportunities. Oversight of the 
development and publishing of a quarterly electronic newsletter for stakeholders. Scheduling Work and Activities:  
Establishes priorities, and organizes workflow, to ensure program goals are met. Monitors implementation of approved 
application, which may include on-site facility visits. Schedules grant program work to address on-site reviews, tasks, 
directives, programs, events, and correspondence. Monitoring and Controlling Resources:  Develops annual and 
program budgets and financial reports. Monitors and controls resources and oversight of budget. Guiding, Directing, and 
Motivating Subordinates:  Provides guidance and direction to subordinates, including setting performance standards and 
monitoring performance. Identifies the developmental needs of others and coaching, mentoring, or otherwise helping 
others to improve their knowledge or skills. Encourages growth and career development of staff. Establishing and 
Maintaining Interpersonal Relationships:  Works with other agencies and entities to assure that operational and 
programmatic activities receive early concurrence and input from regional and statewide authorities. Ensures 
professional relationships with stakeholders. Interpreting the Meaning of Information for Others:  Assists prospective 
grant recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals. Ensures grantees are provided complete information on specifics of contracts. Training and Teaching Others:  
Develop and oversight of training materials, including virtual communities, with support from staff and contracted 
experts, as required. Provides technical assistance to grantees about implementation of their projects by developing and 
presenting information materials about nursing home CMP fund, as needed. Processing Information:  Reviews and 
evaluates information/reports on grants and grant programs for various stakeholders. Provides oversight of the 
preparation and submission of the nursing home CMP grant reports. Judging the Qualities of Things, Services, or People:  
Identifies trends, researches issues, and proposes and implements improvements and methodologies for making culture 
change. Staffing Organizational Units:  Recruits, interviews, selects, hires, and promote employees in an organization. 
Making Decisions and Solving Problems:  Analyzes information and evaluates results to choose the best solution and 
solve problems. Organizing, Planning, and Prioritizing Work:  Prioritizes and manages workload to meet specific 
timeframes and deadlines. 
 
Competencies (KSA’s): 
Competencies:  Innovation Management Perspective Planning Process Management Total Work Systems Standing Alone 
Drive for Results Organizational Agility Customer Focus Managing Vision and Purpose Knowledge:  Administration 
Management Communications and Media Customer and Personal Service Education and Training Law and Government 
Personnel and Human Resources Skills:  Active Learning Active Listening Critical Thinking Monitoring Speaking Writing 
Instructing Negotiation Persuasion Complex Problem Solving Judgement/Decision Making Management of Financial 
Resources Time Management Management of Personnel Resources Abilities:  Fluency of Ideas Inductive Reasoning Oral 
Expression Originality Written Comprehension Written Expression 
 
Tools and Equipment Used: 
  Tablet Blackberry Cell Phone Computer Projector Telephone Fax Machine Copy Machine Printer Scanner Other Office 
Equipment as needed      
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098713 - CJIS DIRECTOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4565 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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098712 - CJIS MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4564 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time experience within a criminal justice setting performing statistical analysis; examining 
criminal history and/or biometrics information; performing criminal justice information system (CJIS) program audits 
and/or training; or performing criminal justice communications work, including at least one year of lead or supervisory 
experience. Substitution of Experience for Education: Qualifying full-time experience in a criminal justice setting 
performing statistical analysis; examining criminal history and/or biometrics information; performing criminal justice 
information system (CJIS) program audits and/or training; or performing criminal justice communications work may be 
substituted for the required education on a year-for-year basis to a maximum of four years. Substitution of Graduate 
Education for Experience: Graduate degree from an accredited college or university, including 12 semester or 18 quarter 
hours in criminal justice, statistics, or mathematics coursework may substitute for one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for performing criminal justice information systems (CJIS) managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: The employee in this class 
manages staff performing CJIS supervisory work in the areas of statistical analysis, biometrics examination, criminal 
history examination, crime information communications, and CJIS program audits and/or training. This class differs from 
that of a CJIS Supervisor in that the latter supervises programs and/or operations of the Tennessee Bureau of 
Investigation’s CJIS Units. This class differs from that of CJIS Director in that an incumbent of the latter directs and 
manages the entire CJIS Division. 
 
Work Activities: 
Developing Objectives and Strategies:    Develops and implements strategies to close identified gaps.    Identifies process 
improvements to further enhance division efficiency.     Identifies gaps in current services provided to the general public, 
criminal justice, and non- criminal justice entities.    Aligns current business strategies with the overall division mission. 
Analyzing Data or Information:    Analyzes business unit metrics and current processes to make necessary 
improvements.    Develops and evaluates CJIS Unit data to create standard division metrics.    Ensures compliance with 
federal standards such as Criminal Justice Information System (CJIS) change notices, changes to legislation, or new 
legislation. Judging the Quality of Things, Services, or People:    Evaluates subordinate performance for given SMART 
goals.    Evaluates staff SMART goals with division initiatives to determine alignment.    Evaluates staff to determine the 
appropriate placement for each job role. Making Decisions and Solving Problems:    Develops resolutions to issues by 
reviewing metrics, gathering information, and investigating.    Communicates and implements resolutions to the 
identified issues.    Analyzes information communicated through internal (e.g., staff, management, etc.) and external 
sources (i.e., vendors, general public, local law enforcement agencies, etc.) to identify issues. Resolving Conflicts and 
Negotiating with Others:    Objectively resolves simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships.    Respectfully negotiates with staff to resolve work place 
differences.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance. Staffing Organizational Units:    Actively recruits qualified applicants for any current 
job openings or future opportunities.    Conducts panel interviews and selects qualified candidates for vacant positions.    
Utilizes the career development tool (CDT) to select promotional candidates as applicable. Coaching and Developing 
Others:    Implements unit cross-training to improve knowledge and skills.    Utilizes the CDT to identify and implement a 
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career path aligned with the employee's goals.    Identifies employees to act as mentors to less experienced staff. 
Developing and Building Teams:    Identifies developmental opportunities appropriate for assigned subordinates to 
improve team development.    Deploys the CDT to review, outline, and implement career paths aligned with the team's 
goals.    Improves employee morale by developing team-based initiatives and maximizing participation. Guiding, 
Directing, and Motivating Subordinates:    Establishes performance standard baselines and monitors performance on the 
identified baselines.    Motivates staff to engage in team-building initiatives.    Ensures employee work schedules support 
division initiatives and objectives. Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with staff to address current issues and concerns and ensure the timely exchange of information.    Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work.    Holds weekly staff meetings to ensure division communication. Updating and Using Relevant Knowledge:    
Utilizes training plans to ensure staff is trained in performance management, SMART goals, performance coaching, and 
other appropriate interpersonal skills.    Utilizes training plans to ensure Tennessee Information Enforcement System 
(TIES), National Data Exchange (N-DEx), National Crime Information Center (NCIC), and Ten Print certifications are 
current.    Utilizes training plans to ensure staff technical skills remain current. Training and Teaching Others:    Develops 
specialized training curriculums that will be utilized in the training process.    Conducts specialized training for division 
employees to comply with departmental, state, and federal laws, rules, regulations, and processes.    Provides off-site 
training to law enforcement and other non-criminal justice entities on local, state, and federal laws, rules, and 
regulations.    Functions as the manager of Tennessee’s Uniform Crime Reporting Program with the FBI.    Represents 
Tennessee’s Statistical Analysis Center with the U.S. Bureau of Justice Statistics Association. Monitoring Processes, 
Materials, or Surroundings:    Monitors staffing patterns and utilizes overtime when needed to ensure efficient delivery 
of services.    Monitors weekly statistics, metrics, and workload to prevent any backlog occurrences.    Reviews 
procurement requests at the divisional level prior to submission to the CJIS Director. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Strategic Agility    Developing Direct Reports and Others    
Planning    Timely Decision Making    Conflict Management    Drive for Results    Customer Focus    Managing Vision and 
Purpose    Ethics and Values    Integrity and TrustKnowledge:    Intermediate Knowledge of Administration and 
Management    Intermediate Knowledge of Public Safety and Security    Basic Knowledge of Law and Government Skills:    
Active Listening Skills    Speaking Skills    Writing Skills    Monitoring Skills    Complex Problem Solving Skills    Negotiation 
Skills    Personnel Resources Management Skills    Social Perceptiveness SkillsAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Smart Phone    Printer 
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098711 - CJIS SUPERVISOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4561 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time experience within a criminal justice setting performing statistical analysis; examining 
criminal history and/or biometrics information; performing criminal justice information system (CJIS) program audits 
and/or training; or performing criminal justice communications work. Substitution of Experience for Education: 
Qualifying full-time experience in a criminal justice setting performing statistical analysis; examining criminal history 
and/or biometrics information; performing criminal justice information system (CJIS) program audits and/or training; or 
performing criminal justice communications work may be substituted for the required education on a year-for-year basis 
to a maximum of four years. Substitution of Graduate Education for Experience: Graduate degree from an accredited 
college or university, including 12 semester or 18 quarter hours in criminal justice, statistics, or mathematics coursework 
may substitute for one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal justice information systems (CJIS) supervisory work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class directly 
supervises one of six (6) CJIS Units within the Tennessee Bureau of Investigation’s CJIS Division. Work includes 
supervising personnel in one or more of the following areas: criminal history examination, biometrics examination, 
crime information communications, and CJIS program audits and/or training. This class differs from CJIS Support 
Specialist in that incumbents of the latter perform audits; provide data support; and train criminal justice agency 
personnel on Criminal Justice Information System (CJIS) programs. This class differs from CJIS Manager in that 
incumbents of the latter manage two or more CJIS Units. 
 
Work Activities: 
Getting Information:    Obtains criminal justice information from local, state, and federal law enforcement agencies to 
update necessary information and perform tasks (e.g., arrest information, dispositions, incident information, 
etc.).Monitor Processes, Materials, or Surrounding:    Monitors relevant databases and computerized systems daily to 
ensure proper functionality [e.g., Tennessee Information Enforcement System (TIES), Computerized Criminal History 
(CCH), Automated Fingerprint Identification System (AFIS), Tennessee Applicant Processing Services (TAPS), Tennessee 
Open Records Information Services (TORIS), Tennessee Incident Based Reporting System (TIBRS), and Tennessee Instant 
Check System (TICS), etc.].    Monitors relevant incoming and outgoing criminal justice information for accuracy, 
completeness, and compliance with state and federal standards. Communicating with Persons Outside Organization:    
Ensures accurate information is obtained and provided to the public, local, state, and federal agencies, vendors, and the 
media.    Communicates with the public, local, state, and federal agencies, vendors, and the media to ensure questions 
are directed to the appropriate individuals. Processing Information:    Verifies accuracy and quality for incoming and 
outgoing criminal justice information (e.g., statistical data; systems standards for vendors; criminal justice information 
for the public, media, and agencies; etc.) for compliance with state and national standards.    Verifies accuracy of 
training materials related to criminal justice information (e.g., employee training; criminal justice programs for local, 
state, and federal agencies; etc.)    Processes transactions in a database to record changes to criminal justice records. 
Interpreting the Meaning of Information for Others:    Interpret state and federal rules, regulations, policies, procedures, 
and documentation for the public, local, state, and federal agencies, vendors, the media, and employees to enhance 
communication and ensure compliance. Making Decisions and Solving Problems:    Identifies issues with criminal justice 
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information and systems and determines the appropriate action to take (e.g., correcting the issue, referring to another 
party for resolution, etc.).    Evaluates CJIS issues to determine if resolutions were applied and effective. Resolving 
Conflicts and Negotiating with Others:    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance.    Resolves simple conflicts without upper management 
involvement to ensure timely and efficient performance and to maintain positive working relationships. Developing 
Objectives and Strategies:    Develops training objectives (e.g., fingerprint submissions, TIES, TIBRS, N-DEx, Federal 
Firearm Licensee's (FFLs), etc.) for employees; the public; and local, state, and federal agencies to comply with state and 
federal standards.    Develops SMART goals for assigned subordinates.Communicating with Supervisors, Peers, and 
Subordinates:    Maintains an open dialogue with supervisors, peers, and employees to ensure effective and efficient 
communication.    Provides regular updates to upper management on the status of CJIS related information (e.g., 
training, dispositions, denials, employee management, etc.) Updating and Using Relevant Knowledge:    Becomes 
knowledgeable of current and future TBI standards for technology upgrades.    Maintains all relevant certifications in 
accordance with state and national standards (e.g., TIES, N-DEx, Ten Print, etc.). Organizing, Planning, and Prioritizing 
Work:    Prioritizes CJIS employee workloads to ensure timely and accurate completion of work.    Incorporates last 
minute and unscheduled tasks into current employee workloads to ensure timely and accurate completion of work.    
Delegates tasks to assigned subordinates based on the competencies they possess to ensure work is completed 
efficiently, accurately, and timely. Scheduling Work and Activities:    Schedules training sessions for CJIS programs to 
ensure adequate opportunities are provided to customers to meet state and federal standards.    Schedules employees 
to ensure proper coverage of CJIS Units, to include holidays, weekends, and nights, as determined by the mission of the 
TBI.    Schedules agency audits for CJIS programs to ensure state and federal standards are met. Developing and Building 
Teams:    Models effective performance for co-workers and assigned subordinates to provide a role model and 
encourage success in others.    Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development. Staffing Organizational Units:    Recruits, conducts interviews, and selects candidates for CJIS 
vacancies (e.g., TIES, TIBRS Auditing/Training, TORIS, TICS, TAPS, etc.)    Recommends CJIS employees for promotion. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Innovation Management    Strategic Agility    Technical Learning    Directing Others    
Conflict Management    Approachability    Customer Focus    Motivating Others    Self-Development    Ethics and Values    
Integrity and Trust Knowledge:    Basic Knowledge of Law and Government    Basic Knowledge of Public Safety and 
Security Skills:    Intermediate Speaking Skills    Intermediate Writing Skills    Active Listening Skills    Active Learning Skills    
Instructing Skills    Negotiation Skills    Social Perceptiveness Skills    Critical Thinking Skills    Troubleshooting Skills    Time 
Management Skills    Personnel Resources Management Skills Abilities:    Written Expression Ability    Written 
Comprehension Ability    Problem Sensitivity Ability    Oral Expression Ability    Oral Comprehension Ability 
 
Tools and Equipment Used: 
    Automated Fingerprint Identification System    Copy Machine    Fax Machine    Live Scan    Personal Computer    Printer    
Scanner    Telephone 
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098710 - CJIS SUPPORT SPECIALIST 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4557 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time experience within a criminal justice setting performing statistical analysis; examining criminal history and/or 
biometrics information; performing criminal justice information system (CJIS) program audits and/or training; or 
performing criminal justice communications work. Substitution of Experience for Education: Qualifying full-time 
experience within a criminal justice setting performing statistical analysis; examining criminal history and/or biometrics 
information; performing criminal justice information system (CJIS) program audits and/or training; or performing 
criminal justice communications work may be substituted for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Criminal Justice Information System (CJIS) support work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
audits, provides data support, and trains criminal justice agency personnel on Criminal Justice Information System (CJIS) 
programs, to include the Automated Fingerprint Identification System (AFIS), Computerized Criminal History (CCH), 
National Data Exchange (N-DEx), Tennessee Information Enforcement System (TIES), and Tennessee Incident Based 
Reporting System (TIBRS). This class differs from that of CJIS Supervisor in that an incumbent of the latter is responsible 
for supervising individual CJIS Units. 
 
Work Activities: 
Training and Teaching Others:    Develops and conducts standardized training for all CJIS programs to ensure compliance 
with state and federal standards.    Identifies the educational needs of all criminal justice agency personnel regarding 
standards for Automated Fingerprint Identification System (AFIS), Tennessee Information Enforcement System (TIES), 
Tennessee Incident Based Reporting System (TIBRS), and National Data Exchange (N-DEx), etc.    Ensures all criminal 
justice training and educational programs comply with Peace Officer Standards of Training (POST) regulations. Evaluating 
Information to Determine Compliance with Standards:    Reviews federal and state standards [e.g., National Crime 
Information Center (NCIC) manuals, CJIS security policies, Tennessee Incident Based Reporting System (TIBRS), state 
program functions, etc.] to ensure compliance in training and auditing.    Updates all relevant manuals, documentation, 
and systems (e.g., Computerized Criminal History (CCH), AFIS, TIES, TIBRS, etc.) based upon federal and state changes.    
Reviews all applicable agencies' criminal history logs to verify appropriate use of the system.    Analyzes TIBRS data level 
trends to identify potentially missing data.    Verifies all required changes made to systems. Monitoring Processes, 
Materials, or Surroundings:    Troubleshoots fingerprint submission failures or errors to ensure successful processing.    
Monitors all incoming fingerprint submissions to ensure successful processing.    Reviews and troubleshoots NCIC issues 
to ensure proper functionality. Interacting with Computers:    Enters and updates TIES certified operators in the 
certification database to allow testing and access to the TIES system.    Extracts data from the Tennessee Fusion System 
into compliant files for submission to the TIBRS database.    Creates and maintains web pages for the TIES intranet site. 
Scheduling Work and Activities:    Coordinates any connectivity and/or software changes with criminal justice agencies, 
Office of Information Resources (OIR), vendors, and other relevant personnel.    Schedules training classes for TIES, 
TIBRS, N-DEx, etc., to ensure compliance with state and national training standards.    Schedules annual conferences for 
TIES and TIBRS to provide additional training opportunities for criminal justice agencies.    Schedules audits for TIES, 
TIBRS, N-DEx, etc., to ensure compliance with state and national audit standards. Communicating with Persons Outside 
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Organization:    Explains CJIS security policies, FBI requirements, and state and national standards to criminal justice 
agency personnel to ensure understanding and compliance.    Informs criminal justice agency personnel of data trends, 
common audit findings, misuse issues, incorrect NCIC entries, and other relevant information.    Communicates with 
criminal justice services vendors regarding standards, updates, requirements, troubleshooting issues, etc.    Produces 
and disseminates monthly newsletters to criminal justice agencies providing up-to-date information concerning CJIS 
programs. Processing Information:    Verifies and updates criminal history information and criminal justice agency 
information to maintain accurate records at the state and federal level.    Compiles and enters written reports of findings 
from audits (i.e., TIBRS and TIES) utilizing appropriate computer systems.    Prepares for audits by conducting off-line 
searches, reviewing NCIC entries, TIBRS quality control and entries, and agency documents stored on TBI's SharePoint 
site or other locations.    Compiles information and updates from all relevant sources for criminal justice programs, 
including AFIS, TIES, TIBRS, etc., to update the TIES intranet and SharePoint sites and generate any other reports. 
Communicating with Supervisors, Peers, or Subordinates:    Explains CJIS security policies, FBI requirements, and state 
and national standards to peers and supervisors to ensure understanding and compliance.    Informs CJIS Supervisor of 
data trends, common audit findings, misuse issues, and other relevant information.    Communicates with peers and 
supervisors to ensure workflow is completed efficiently, accurately, and timely. Updating and Using Relevant 
Knowledge:    Maintains up-to-date knowledge of all computer software necessary to complete tasks of the position.    
Maintains TIES certification biennially.    Maintains up-to-date N-Dex training biennially.    Maintains up-to-date CJIS 
security awareness training. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Technical Learning    Time Management    Standing Alone    
Presentation Skills    Written Communications    Composure    Customer Focus    Ethics and Values    Integrity and Trust 
Knowledge:    Knowledge of Law and Government Skills:    Intermediate Writing Skills    Intermediate Speaking Skills    
Active Listening Skills    Critical Thinking Skills    Instructing Skills    Social Perceptiveness Skills    Complex Problem Solving 
Skills    Troubleshooting SkillsAbilities:    Oral Expression Ability    Oral Comprehension Ability    Memorization Ability    
Problem Sensitivity Ability    Written Comprehension Ability    Written Expression Ability    Speech Clarity Ability    Speech 
Recognition Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Vehicle    Media Equipment (e.g., projector, audio 
equipment, etc.) 
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098714 - CJIS SYSTEMS OFFICER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4566 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073706 - CLASS/COMP CONSULTANT 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3890 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
Experience for Education: Experience in human resources can substitute for the required education, on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional classification and compensation work of average difficulty; 
and performs related work as required.Distinguishing Features: This is the working level classification in the Class/Comp 
Consultant sub-series. An incumbent in this class is employed in the Department of Human Resources (DOHR) and is 
assigned a variety of professional classification and compensation duties. This work involves: evaluating position action 
requests; conducting position audits; conducting job analysis; and determining class compensation. This class differs 
from that of Class/Comp Lead Consultant in that an incumbent of the latter performs at the lead level. 
 
Work Activities: 
 Performs analytic duties related to updating and maintaining the classification plan; conducts classification studies; 
analyzes class concepts; determines appropriate pay plan and salary grades; negotiates with assigned agencies and 
upper management to maintain integrity of recommended classification actions; determines appropriate FLSA (exempt 
or non-exempt) status of classifications. Analyzes position action requests to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures; evaluates and approves position action 
requests, including reclassifications, position establishments/abolishment, and other general position changes, in the 
HRIS database; approves reporting changes, county changes, and department identification changes in HRIS system in 
order to maintain accurate records of agency structure; conducts position/desk audits with employees to determine 
tasks performed in order to recommend proper classification. Makes recommendations for compensation actions; 
analyzes internal and external inequities by evaluating the salaries of employees against the pay of other individuals in 
comparable classes; creates salary comparison charts to determine compensation recommendations; determines the 
appropriateness of salaries for employees using salary surveys and pay plan information to ensure appropriate 
compensation; prepares salary recommendations for employees who are the subject of classification and compensation 
requests, such as assignment differentials; evaluates employee pay and salary recommendations, salary adjustments, 
and other classification and compensation actions submitted by internal and external business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications; documents 
job analysis results to accurately create and/or update classification specifications; evaluates the results of job analyses 
to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and ensure the legal defensibility of employment decisions. Generates descriptive statistics for classification 
and compensation reporting, to include mean, median, minimum, maximum, and percentiles, based on employee 
rosters, HRIS database reports, salary surveys, staffing patterns, and other relevant datasets to make informed 
classification and compensation recommendations. Interprets, applies and enforces a variety of human resources laws, 
rules, policies and procedures for internal and external business partners; may participate in studying policies, 
procedures, organizations and operations and making recommendations for improvements in efficiency and quality; to 
facilitate understanding, enhance communications, and ensure compliance; using physical and electronic sources to 
inform problem solving, and decision making; researches policies, procedures, guidelines, rules, regulations, and laws 
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related to human resources processes. Provides consultation to both internal and external business partners to resolve 
classification and compensation issues and problems, furnish or obtain information, and explain human resources 
procedures and regulations; interprets the results of surveys, reports, memoranda, data analyses, etc. for the general 
public, persons in other departments or divisions, or outside organizations and representatives as required. Prepares, 
checks, and reviews important human resources and related records and reports such as: demographic information; 
salary data; class specifications; and memoranda and correspondence related to classification and compensation 
policies, procedures and issues; prepares and maintains a variety of records and reports with recommendations for 
action including cost projection reports, time in service reports, classification usage reports, employee rosters, staffing 
pattern report, annual and ad hoc salary surveys, and class specifications. Researches information related to 
classification and compensation actions, as well as other projects, to make informed recommendations for best 
practices; evaluates documentation received with classification and compensation action requests for accuracy and 
completeness; evaluates submitted salary administration plans against requested classification and compensation 
actions to ensure sufficient funds are allocated to complete the action. May conduct or participate in surveys to obtain 
and/or provide salary information; participates in salary and benefits surveys received from other governmental 
agencies and the private sector; conducts salary surveys to identify market equivalencies and informed salary 
recommendations; composes reports regarding salary surveys and other research projects in order to provide 
information to internal/external business partners; identifies equivalent job classifications in response to external salary 
survey requests. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Written Communications Learning on the Fly Listening 
Perseverance Time Management Customer Focus Ethics and Values Integrity and TrustKnowledge: Knowledge of general 
human resources principles, procedures, and best practices Knowledge of mathematics (arithmetic, algebra, descriptive 
statistics) Knowledge of spreadsheet software (i.e., Microsoft Excel) Knowledge of principles, procedures, and best 
practices related to classification and compensation Knowledge of HRIS systems (i.e., PeopleSoft) Knowledge of office 
productivity software (i.e., Microsoft Office Suite) Knowledge of federal and state employment laws, statutes, rules, 
regulations, policies, and procedures Knowledge of federal and state employment laws, statutes, rules, regulations, 
policies, and procedures related to classification and compensation Knowledge of Tennessee state government 
operations and organizationSkills: Reading comprehension skills Mathematics skills (calculation of descriptive statistics, 
percentage-based ranges) Interpersonal speaking skills Judgment and decision making skills Active learning skills Active 
listening skills Critical thinking skills Persuasion skills Negotiation skills Complex problem solving skills Time management 
skillsAbilities: Oral comprehension Oral expression Written comprehension Written expression Problem sensitivity Time 
sharing Category flexibility Deductive reasoning Information ordering Inductive reasoning Mathematical reasoning 
Visualization Manual dexterity Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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073707 - CLASS/COMP LEAD CONSULTANT 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3898 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
experience performing classification and compensation work within the Department of Human Resources.Substitution 
of Experience for Education: Experience in human resources can substitute for the required education, on a year-for-
year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional classification and compensation work of considerable 
difficulty; and performs related work as required.Distinguishing Features: This is the lead level classification in the 
Class/Comp Consultant sub-series. An incumbent in this class is employed in the Department of Human Resources 
(DOHR) and performs lead classification and compensation consultative work and is assigned a variety of professional 
classification and compensation duties, such as evaluating position action requests; conducting position audits; 
conducting job analysis; and determining class compensation. This class differs from that of Class/Comp Consultant in 
that an incumbent of the latter performs at the working level.  
 
Work Activities: 
 Performs specialized, complex assignments, and serves as a subject matter expert in classification and compensation; 
assists supervisors in coordinating specific division projects and practices; develops plans for conducting and 
implementing complex classification and compensation studies affecting multiple agencies. Advises and guides lower 
level Class/Comp staff in completing work assignments; leads others in evaluating duties of position as requested to 
determine proper classification; trains new Class/Comp staff; leads others in identifying changes in employee and 
position status including but not limited to: preferred, executive, non-preferred, non-competitive, etc.; leads less 
experienced coworkers by providing feedback and information on organizational culture, policies and procedures, 
workflow and chain of command, task prioritization, proper documentation, use of systems and available functionality, 
and how to most effectively and efficiently perform their assigned tasks. Performs analytic duties related to updating 
and maintaining the classification plan; conducts classification studies; analyzes class concepts; determines appropriate 
pay plan and salary grades; negotiates with assigned agencies and upper management to maintain integrity of 
recommended classification actions; determines appropriate FLSA (exempt or non-exempt) status of classifications. 
Analyzes position action requests to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures; evaluates and approves position action requests, including reclassifications, 
position establishments/abolishment, and other general position changes, in the HRIS database; approves reporting 
changes, county changes, and department identification changes in HRIS system in order to maintain accurate records of 
agency structure; conducts position/desk audits with employees to determine tasks performed in order to recommend 
proper classification. Makes recommendations for compensation actions; analyzes internal and external inequities by 
evaluating the salaries of employees against the pay of other individuals in comparable classes; creates salary 
comparison charts to determine compensation recommendations; determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation; prepares salary 
recommendations for employees who are the subject of classification and compensation requests, such as assignment 
differentials; evaluates employee pay and salary recommendations, salary adjustments, and other classification and 
compensation actions submitted by internal and external business partners to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Conducts job analyses 
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to identify tasks and competencies related to performance in various classifications; documents job analysis results to 
accurately create and/or update classification specifications; evaluates the results of job analyses to ensure compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and ensure the 
legal defensibility of employment decisions. Generates descriptive statistics for classification and compensation 
reporting, to include mean, median, minimum, maximum, and percentiles, based on employee rosters, HRIS database 
reports, salary surveys, staffing patterns, and other relevant datasets to make informed classification and compensation 
recommendations. Interprets, applies and enforces a variety of human resources laws, rules, policies and procedures for 
internal and external business partners; may participate in studying policies, procedures, organizations and operations 
and making recommendations for improvements in efficiency and quality; to facilitate understanding, enhance 
communications, and ensure compliance; using physical and electronic sources to inform problem solving, and decision 
making; researches policies, procedures, guidelines, rules, regulations, and laws related to human resources processes. 
Provides consultation to both internal and external business partners to resolve classification and compensation issues 
and problems, furnish or obtain information, and explain human resources procedures and regulations; Interprets the 
results of surveys, reports, memoranda, data analyses, etc. for the general public, persons in other departments or 
divisions, or outside organizations and representatives as required. Prepares, checks, and reviews important detailed 
and complex human resources and related records and reports such as: demographic information; salary data; class 
specifications; and memoranda and correspondence related to classification and compensation policies, procedures and 
issues; prepares and maintains a variety of records and reports with recommendations for action including cost 
projection reports, time in service reports, classification usage reports, employee rosters, staffing pattern report, annual 
and ad hoc salary surveys, and class specifications. Researches information related to classification and compensation 
actions, as well as other projects, to make informed recommendations for best practices; evaluates documentation 
received with classification and compensation action requests for accuracy and completeness; evaluates submitted 
salary administration plans against requested classification and compensation actions to ensure sufficient funds are 
allocated to complete the action. Conducts or participates in surveys to obtain and/or provide salary information; 
participates in salary and benefits surveys received from other governmental agencies and the private sector; conducts 
salary surveys to identify market equivalencies and informed salary recommendations; composes reports regarding 
salary surveys and other research projects in order to provide information to internal/external business partners; 
identifies equivalent job classifications in response to external salary survey requests. 
 
Competencies (KSA’s): 
Competencies: Directing Others Problem Solving Decision Quality Dealing with Ambiguity Written Communications 
Informing Planning Learning on the Fly Listening Time Management Business Acumen Customer Focus Ethics and Values 
Integrity and TrustKnowledge: Knowledge of general human resources principles, procedures, and best practices 
Knowledge of mathematics (arithmetic, algebra, descriptive statistics) Knowledge of spreadsheet software (i.e. 
Microsoft Excel) Knowledge of principles, procedures, and best practices related to classification and compensation 
Knowledge of HRIS systems (i.e. PeopleSoft) Knowledge of office productivity software (i.e. Microsoft Office Suite) 
Knowledge of federal and state employment laws, statutes, rules, regulations, policies, and procedures Knowledge of 
federal and state employment laws, statutes, rules, regulations, policies, and procedures related to classification and 
compensation Knowledge of Tennessee state government operations and organizationSkills: Reading comprehension 
skills Mathematics skills (calculation of descriptive statistics, percentage-based ranges) Interpersonal speaking skills 
Judgment and decision making skills Active learning skills Active listening skills Critical thinking skills Persuasion skills 
Negotiation skills Complex problem solving skills Time management skills System evaluationAbilities: Oral 
comprehension ability Oral expression ability Written comprehension ability Written expression ability Problem 
sensitivity ability Time sharing ability Category flexibility ability Deductive reasoning ability Information ordering ability 
Inductive reasoning ability Mathematical reasoning ability Visualization ability Manual dexterity Near vision Speech 
clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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027049 - CLE EXECUTIVE ASSISTANT 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1130 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027051 - CLE EXECUTIVE DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1148 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002531 - CLERK 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2574 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs general and clerical figures work of routine difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical duties which follow 
prescribed and well established procedures. Detailed instructions and close supervision are given at the beginning of 
work and on subsequent new assignments; however, after employees become familiar with particular procedures, they 
usually work with relative independence. Work involving more varied tasks is given closer supervision than that which is 
repetitive in nature, although work is normally reviewed or verified upon completion. Assignments may require 
incidental operation of the typewriter and other equipment where conditions of work do not necessitate previous 
training in their use. This class differs from Clerk 2 in that an incumbent of the latter works under general supervision in 
the performance of tasks which demand a greater latitude of judgement and which are of a more responsible and 
difficult nature. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to well defined policy and procedures including: sorting 
information by alpha, numeric, color code or other routine category; preparing simple tabulations of material sorted or 
pulled from files; comparing information from one document to another; making simple arithmetic calculations or 
drawing obvious conclusions as to similarity or dissimilarity of information; filling out clearly instruction forms; filing or 
shelving a variety of information by standard methods; opening, dating and time stamping mail and other material and 
sorting same by well defined category; sorting, collecting, and distributing information and items; participating in other 
routine work such as checking inventory numbers on furniture, equipment and other items and making routine 
notations on forms; learning to perform stores clerical work and doing very routine clerical work in storerooms, 
warehouse and other similar work settings such as in clothing storage and distribution centers; learning to perform 
simple posting; adding, subtracting, multiplying and dividing numbers; counting items and performing a variety of 
routine and simple figures clerical work such as may relate to keeping time and attendance of employees.2. Performs 
routine public contact work such as may involve explaining general and nonspecialized details of services and 
procedures (after training) to visitors, clients, and others on the telephone or in person; calls persons on telephone on 
nonspecialized matters eliciting and giving information; obtains simple information from clients and places same on 
standard forms. Types labels, forms, cards, and addresses on envelopes and other material which does not call for 
typing speed; may be assigned to routinely type form letters and other narrative material to a limited degree for training 
purposes.3. Operates and/or utilizes a variety of standard office and business machines and appliances which do not 
require previous training to operate at the skill level required, such as: addressograph machines, calculators, carts, 
routine cash registers, cathode ray tube terminals (for querying), copiers, electric and mechanical files, film inspection 
machines, graphotypes, intercommunications systems (pagers), motor vehicles (to a limited degree), postage meters (to 
a limited degree), shredders, simple numbering machines, simple sorters, slide projectors, stencil machines, tape 
recorders, telephones, time and date stamps, and typewriters (to a limited extent).5. May run errands between 
organizational units or in other routine transmittal functions such as in making bank deposits.6. May occasionally move 
boxes, light furniture and other items about the office or between offices. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002531 - CLERK 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2575 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs general and clerical figures work of routine difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical duties which follow 
prescribed and well established procedures. Detailed instructions and close supervision are given at the beginning of 
work and on subsequent new assignments; however, after employees become familiar with particular procedures, they 
usually work with relative independence. Work involving more varied tasks is given closer supervision than that which is 
repetitive in nature, although work is normally reviewed or verified upon completion. Assignments may require 
incidental operation of the typewriter and other equipment where conditions of work do not necessitate previous 
training in their use. This class differs from Clerk 2 in that an incumbent of the latter works under general supervision in 
the performance of tasks which demand a greater latitude of judgement and which are of a more responsible and 
difficult nature. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to well defined policy and procedures including: sorting 
information by alpha, numeric, color code or other routine category; preparing simple tabulations of material sorted or 
pulled from files; comparing information from one document to another; making simple arithmetic calculations or 
drawing obvious conclusions as to similarity or dissimilarity of information; filling out clearly instruction forms; filing or 
shelving a variety of information by standard methods; opening, dating and time stamping mail and other material and 
sorting same by well defined category; sorting, collecting, and distributing information and items; participating in other 
routine work such as checking inventory numbers on furniture, equipment and other items and making routine 
notations on forms; learning to perform stores clerical work and doing very routine clerical work in storerooms, 
warehouse and other similar work settings such as in clothing storage and distribution centers; learning to perform 
simple posting; adding, subtracting, multiplying and dividing numbers; counting items and performing a variety of 
routine and simple figures clerical work such as may relate to keeping time and attendance of employees.2. Performs 
routine public contact work such as may involve explaining general and nonspecialized details of services and 
procedures (after training) to visitors, clients, and others on the telephone or in person; calls persons on telephone on 
nonspecialized matters eliciting and giving information; obtains simple information from clients and places same on 
standard forms. Types labels, forms, cards, and addresses on envelopes and other material which does not call for 
typing speed; may be assigned to routinely type form letters and other narrative material to a limited degree for training 
purposes.3. Operates and/or utilizes a variety of standard office and business machines and appliances which do not 
require previous training to operate at the skill level required, such as: addressograph machines, calculators, carts, 
routine cash registers, cathode ray tube terminals (for querying), copiers, electric and mechanical files, film inspection 
machines, graphotypes, intercommunications systems (pagers), motor vehicles (to a limited degree), postage meters (to 
a limited degree), shredders, simple numbering machines, simple sorters, slide projectors, stencil machines, tape 
recorders, telephones, time and date stamps, and typewriters (to a limited extent).5. May run errands between 
organizational units or in other routine transmittal functions such as in making bank deposits.6. May occasionally move 
boxes, light furniture and other items about the office or between offices. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002531 - CLERK 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2576 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs general and clerical figures work of routine difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical duties which follow 
prescribed and well established procedures. Detailed instructions and close supervision are given at the beginning of 
work and on subsequent new assignments; however, after employees become familiar with particular procedures, they 
usually work with relative independence. Work involving more varied tasks is given closer supervision than that which is 
repetitive in nature, although work is normally reviewed or verified upon completion. Assignments may require 
incidental operation of the typewriter and other equipment where conditions of work do not necessitate previous 
training in their use. This class differs from Clerk 2 in that an incumbent of the latter works under general supervision in 
the performance of tasks which demand a greater latitude of judgement and which are of a more responsible and 
difficult nature. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to well defined policy and procedures including: sorting 
information by alpha, numeric, color code or other routine category; preparing simple tabulations of material sorted or 
pulled from files; comparing information from one document to another; making simple arithmetic calculations or 
drawing obvious conclusions as to similarity or dissimilarity of information; filling out clearly instruction forms; filing or 
shelving a variety of information by standard methods; opening, dating and time stamping mail and other material and 
sorting same by well defined category; sorting, collecting, and distributing information and items; participating in other 
routine work such as checking inventory numbers on furniture, equipment and other items and making routine 
notations on forms; learning to perform stores clerical work and doing very routine clerical work in storerooms, 
warehouse and other similar work settings such as in clothing storage and distribution centers; learning to perform 
simple posting; adding, subtracting, multiplying and dividing numbers; counting items and performing a variety of 
routine and simple figures clerical work such as may relate to keeping time and attendance of employees.2. Performs 
routine public contact work such as may involve explaining general and nonspecialized details of services and 
procedures (after training) to visitors, clients, and others on the telephone or in person; calls persons on telephone on 
nonspecialized matters eliciting and giving information; obtains simple information from clients and places same on 
standard forms. Types labels, forms, cards, and addresses on envelopes and other material which does not call for 
typing speed; may be assigned to routinely type form letters and other narrative material to a limited degree for training 
purposes.3. Operates and/or utilizes a variety of standard office and business machines and appliances which do not 
require previous training to operate at the skill level required, such as: addressograph machines, calculators, carts, 
routine cash registers, cathode ray tube terminals (for querying), copiers, electric and mechanical files, film inspection 
machines, graphotypes, intercommunications systems (pagers), motor vehicles (to a limited degree), postage meters (to 
a limited degree), shredders, simple numbering machines, simple sorters, slide projectors, stencil machines, tape 
recorders, telephones, time and date stamps, and typewriters (to a limited extent).5. May run errands between 
organizational units or in other routine transmittal functions such as in making bank deposits.6. May occasionally move 
boxes, light furniture and other items about the office or between offices. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002531 - CLERK 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2577 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs general and clerical figures work of routine difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical duties which follow 
prescribed and well established procedures. Detailed instructions and close supervision are given at the beginning of 
work and on subsequent new assignments; however, after employees become familiar with particular procedures, they 
usually work with relative independence. Work involving more varied tasks is given closer supervision than that which is 
repetitive in nature, although work is normally reviewed or verified upon completion. Assignments may require 
incidental operation of the typewriter and other equipment where conditions of work do not necessitate previous 
training in their use. This class differs from Clerk 2 in that an incumbent of the latter works under general supervision in 
the performance of tasks which demand a greater latitude of judgement and which are of a more responsible and 
difficult nature. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to well defined policy and procedures including: sorting 
information by alpha, numeric, color code or other routine category; preparing simple tabulations of material sorted or 
pulled from files; comparing information from one document to another; making simple arithmetic calculations or 
drawing obvious conclusions as to similarity or dissimilarity of information; filling out clearly instruction forms; filing or 
shelving a variety of information by standard methods; opening, dating and time stamping mail and other material and 
sorting same by well defined category; sorting, collecting, and distributing information and items; participating in other 
routine work such as checking inventory numbers on furniture, equipment and other items and making routine 
notations on forms; learning to perform stores clerical work and doing very routine clerical work in storerooms, 
warehouse and other similar work settings such as in clothing storage and distribution centers; learning to perform 
simple posting; adding, subtracting, multiplying and dividing numbers; counting items and performing a variety of 
routine and simple figures clerical work such as may relate to keeping time and attendance of employees.2. Performs 
routine public contact work such as may involve explaining general and nonspecialized details of services and 
procedures (after training) to visitors, clients, and others on the telephone or in person; calls persons on telephone on 
nonspecialized matters eliciting and giving information; obtains simple information from clients and places same on 
standard forms. Types labels, forms, cards, and addresses on envelopes and other material which does not call for 
typing speed; may be assigned to routinely type form letters and other narrative material to a limited degree for training 
purposes.3. Operates and/or utilizes a variety of standard office and business machines and appliances which do not 
require previous training to operate at the skill level required, such as: addressograph machines, calculators, carts, 
routine cash registers, cathode ray tube terminals (for querying), copiers, electric and mechanical files, film inspection 
machines, graphotypes, intercommunications systems (pagers), motor vehicles (to a limited degree), postage meters (to 
a limited degree), shredders, simple numbering machines, simple sorters, slide projectors, stencil machines, tape 
recorders, telephones, time and date stamps, and typewriters (to a limited extent).5. May run errands between 
organizational units or in other routine transmittal functions such as in making bank deposits.6. May occasionally move 
boxes, light furniture and other items about the office or between offices. 
 



 TN Job Classification Specifications  
September 22, 2020 

Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002532 - CLERK 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2578 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2580 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2581 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002532 - CLERK 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2582 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2583 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2584 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2585 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2586 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2587 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2588 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2589 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Examination Method: Noncompetitive selection for Career Service positions. Determined by appointing authority 
for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2590 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2591 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2592 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002532 - CLERK 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2593 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Noncompetitive selection for Career Service positions. 
Determined by appointing authority for Executive Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs general and figures clerical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs clerical functions requiring some 
judgement and interpretation of policies and regulations. Decisions are normally limited by established departmental 
policy. The variety and difficulty of the work may differ among positions, but where work is more repetitive, there may 
be added responsibility for occasional supervision of other employees. Work is reviewed to determine compliance with 
established rules, regulations, and procedures. This class differs from Clerk 1 in that an incumbent of the latter performs 
clerical duties of a routine nature. This class differs from Clerk 3 in that an incumbent of the latter performs advanced 
clerical duties and/or supervises one or more employees performing clerical work. 
 
Work Activities: 
1. Carries out a variety of general clerical duties according to existing policies and procedures including routine posting, 
computations, filing, sorting and other clerical tasks as required.2. Posts various accounting and payroll records 
according to established procedures where work requires limited knowledge of bookkeeping principles; balances a 
restricted group of accounts to verify accuracy of work.3. Does figures clerical work including tabulations and 
calculations of data; prepares tables, charts, graphs, and reports.4. Maintains non-routine files of alpha, numeric, 
geographic, color coded or other nature.5. Takes and handles routine claims; may routinely collect and verify data; may 
process human resources records such as appointments, promotions, demotions, and other payroll transactions.6. 
Screens and routes incoming mail; greets and assists visitors; screens calls and makes appointments; receives inquiries, 
composes replies requiring some knowledge of rules, regulations, and policies; answers questions relating to 
departmental activities.7. Operates duplicating equipment and other standard office machines such as addressograph 
machines, calculators, carts, routine cash registers, cathode ray tube terminals, shreaders, simple numbering machines, 
simple sorters, slide projectors, stencil machines, tape recorders, telephones, time and date stamps, and typewriters (to 
a limited extent).8. May learn to perform statistical clerical or accounting clerical work of routine difficulty.9. May learn 
to assist in the operation of “large system” or remote job entry computers and related peripheral equipment; may learn 
to assist in planning, preparing and scheduling data for computer processing, estimating job volume, monitoring and 
controlling data work flow and coding formats for basic operation of a computer system, using symbolic job control 
language. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  2545 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
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Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002533 - CLERK 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2546 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 



 TN Job Classification Specifications  
September 22, 2020 

Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2547 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002533 - CLERK 3 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2548 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2549 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2550 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2551 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2552 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2553 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
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Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002533 - CLERK 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2554 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2555 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2556 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2557 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 



 TN Job Classification Specifications  
September 22, 2020 

handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2558 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002533 - CLERK 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2559 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2560 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
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Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2561 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2562 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
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handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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002533 - CLERK 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2563 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of increasingly responsible full-time clerical work. Substitution of Experience for Education: Qualifying full-
time clerical experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for general and figures clerical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the Clerk subseries. An employee 
in this class is responsible for advanced general clerical work and minor supervisory work. Work problems which involve 
critical deviations from standard policies and procedures are reviewed with a supervisor. This class differs from Clerk 2 
in that an incumbent of the latter performs general and figures clerical work of average difficulty. This class differs from 
Office Supervisor 1 in that an incumbent of the latter has greater supervisory responsibilities. 
 
Work Activities: 
Processing Information:    Maintains, compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or 
data for accuracy and completeness. Documenting/Recording Information:    Documents and records accurate 
information by entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
format. Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to ensure events or processes comply with laws, regulations, or standards. Interpreting the Meaning of 
Information for Others:    Explains departmental policies and procedures, interprets rules and regulations to internal and 
external customers to ensure consistency of information. Interacting With Computers:    Proficient in the use of 
computers and computer systems (including hardware and software); enters data process information, and types letters 
and correspondence. Identifying Objects, Actions, and Events:    Identifies, sorts, and distinguishes sets of information 
electronically, verbally, or manually to ensure the information is correct and distributed properly. Analyzing Data or 
Information:    Breaks down information or data received or obtained from verbal, written, or electronic communication 
into separate parts to evaluate results to choose the best solution and to solve problems. Communicating with Persons 
outside the Organization:    Communicates with the public, government, and other external sources to represent the 
organization and provide excellent customer service. This information can be exchanged in person, in writing, by 
telephone or e-mail. Performing for or Working Directly with the Public:     Communicates professionally with the public 
to provide excellent customer service and resolve issues. Performing Administrative Activities:     Conducts office 
functions including but not limited to taking messages, answering telephones, inputting time sheets, filing, review and 
distribute mail, maintaining contracts, creating documents or forms, ordering supplies, and other related functions. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and organizing work to 
meet performance standards in a timely manner. Getting Information:    Obtains information via electronic, verbal, or 
physical means to meet the needs of internal and external customers. Communicating with Supervisors, Peers, or 
Subordinates:    Provides accurate information to supervisors, co-workers, and subordinates by telephone, in written 
form, e-mail, or in person to efficiently produce quality work. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and professional working relationships with others to maintain a productive work environment. 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
moving the whole body, such as climbing, heavy lifting, balancing, walking, stooping, standing, sitting, typing, and 
handling of materials.    Transports work materials between various State offices by walking. Scheduling Work and 
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Activities:    Provides support by scheduling appointments, meetings, events, programs, activities, and travel 
arrangements for the unit or division.    Delegates the work of others to maintain work flow. Repairing and Maintaining 
Electronic Equipment:    Performs minor service repairs by troubleshooting or requesting technical support to maintain 
the operation of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Technical Learning    Informing    
Organizing    Priority Setting    Time Management    Action Oriented    Written Communication    Customer Focus    
Listening    Patience    Self-KnowledgeKnowledge:    Administration and Management    Clerical    Computer and 
Electronics    Customer and Personal Service    Mathematics    Personnel and Human Resources Skills:    Active Learning    
Active Listening    Instructing    Social Perceptiveness    Complex Problem Solving    Coordination    Critical Thinking    
Judgment and Decision Making    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Service 
Orientation    Speaking    Time Management    Material Resources    Troubleshooting    Writing Abilities:    Auditory 
Attention    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Near Vision    Number Facility    Oral Comprehension    Perceptual Speed    Problem 
Sensitivity    Selective Attention    Speech Clarity    Speech Recognition    Speed of Closure    Time Sharing    Wrist-Finger 
Speed    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Static Strength    Written Comprehension    
Written Expression 
 
Tools and Equipment Used: 
    Two-Way Radio    Calculator    Computer    Copier    Date Stamp    Dolly    Fax Machine    File Cabinets    General Office 
Supplies (Pens, Pencils, Paper Clips, Stapler, Hole Puncher, etc.)    Hand-Held Printer    Intercom System    Label Maker    
Mail Cart    Microfilm Machine    Office Printer    Paper Cutter    Scanner    Shredder    Telephone    Typewriter 
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072821 - CLINICAL APP COORDINATOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2079 
 
Minimum Qualifications: 
Education and Experience: Master's Degree in health informatics; OR Master's Degree in public health, health sciences, 
health services, health care administration, or nursing with coursework or experience in health informatics. ORBachelor 
Degree in public health, health services, health science, health informatics, health care administration, or nursing with 
three (3) years' experience with deployment or implementation of applications systems (clinical preferred), or a related 
field with a foundation in systems design, analysis, and evaluation. Prior experience in assisting with the successful 
implementation of a nationally recognized electronic health record system is preferred. OR High school diploma or 
equivalent with eight (8) years' experience in a health informatics related field, or a combination of health care office 
management and information technology services. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for participating in design, development, and deployment of 
electronic health record system to include actively soliciting input from all customer levels, rapidly responding to 
problems, and instituting new solutions to the electronic health record system. Distinguishing Features: This is the first 
of the class levels in the Clinical Applications Coordinator sub-series. An incumbent in this class must have intermediate 
knowledge of information science and technology and health care practices and processes; must be skilled in the 
development of operational processes for selected solutions and in creating reports; must show demonstrated 
proficiency with information systems technology; must be flexible, highly collaborative, and consistently work to fill gaps 
and avoid overlaps of system activities; must be able to continuously listen, react, and suggest ways to complement or 
assist the work of others; and must have a thorough understanding of the application for which he/she is responsible 
and has/will gain knowledge across all relevant applications. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Supports the daily interface between clinicians, medical staff, 
administrative, and the electronic medical record (EMR) by utilizing direct written and verbal communication in 
responding to direct provider inquiries with occasional assistance of a more experienced CAC. Interpreting the Meaning 
of Information for Others: Translates public health practice information between clinicians, administrative staff, 
program staff, Information Technology (IT), and others with occasional assistance of a more experienced CAC. Evaluating 
Information to Determine Compliance with Standards: Assists clinicians, administrative staff, program staff and others in 
assuring patient safety and confidentiality in accordance with Department of Health policy and HIPAA standards. Provide 
Consultation and Advice to Others: Assists clinicians, administrative staff, program staff, and others in identifying 
solutions to meet functional needs with occasional consultation with more experienced CACs. Assists local and/or 
regional staff in identifying modifications or enhancements to the electronic medical record (EMR) to assure efficient 
and effective clinical workflow with occasional consultation with more experienced CACs. Participates and collaborates 
in the process to update Clinician Process Improvement and Change Management Standards. Assists clinicians, 
administrative staff, program staff, and others in identifying improvements to promote effective and efficient practices 
and information flow by streamlining processes with occasional consultation with more experienced CACs. Utilizes 
knowledge of applications to investigate, recommend, and implement solutions to address operational requirements 
with occasional consultation with more experienced CACs. Thinking Creatively: Provides input in design/development of 
new or modified informatics solutions to support patients, providers, and information management. Defines and designs 
applications to meet ongoing specific needs; the definition process includes vocabulary, profiles, dictionaries, displays, 
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report format tables, and ad-hoc reports. Evaluates new or modified informatics solutions to support patients, health 
care professionals, and their information management and human-computer and human-technology interactions within 
public health contexts. Participates in determining the methods, context, default values, assumptions, and sequence of 
capture of clinical encounter information. Participates in the development of operational processes for the selected 
solutions. Participates in defining the appropriate vocabulary and taxonomy (consistent with the ontology of the data 
store) of clinical encounter information. Making Decisions and Solving Problems: Participates in a real-time support 
network for providers and other staff engaged in direct patient care, wherever their location within the assigned 
catchment area. Provides assistance with problem identification and resolution of daily production problems in a timely 
manner with occasional consultation with more experienced CACs. Participates in efforts to correct deficiencies and 
errors that occur in electronic record use. Training and Teaching Others: Participates in the development of a discipline-
specific training plan for EMR implementation, refresher training, and future hires. Participates in the development of 
discipline-specific training materials for EMR implementation, refresher training, and future hires. Assists users in 
accessing the most appropriate functions of the system. Participates in the development of discipline-specific training 
materials as needed for EMR updates, modifications, and software releases. Participates in the development of a 
discipline-specific training plan as needed for EMR updates, modifications, and software releases. Developing Objectives 
and Strategies: Participates and collaborates in the development of the short-term and long-term strategies to achieve 
Clinician Process Improvement and Change Management Standards, as appropriate. Participates in the preparation and 
testing of the organization's Business Continuity and Disaster Recovery Plans in area of responsibility. Participates in the 
development of strategies, policies, or procedures for introducing, evaluating, or modifying information technology 
applied to public health practice, administration, education, or research. Interacting With Computers: Participates in the 
testing of regional or program area applications changes to achieve accuracy and quality of change, including regression 
testing of system functions that should not have been affected by the changes. Participates in the selection, testing, and 
evaluation of new or modified informatics solutions to support patients, providers, and information management. 
Scheduling Work and Activities: Coordinates the installation of applications, modification, enhancements, and 
deployment of new portions of the EMR with specified clinical locations with minimal disruption to users. Analyzing Data 
or Information: Analyzes and evaluates processes related to information flow with occasional assistance from more 
experienced CACs. Coordinating the Work and Activities of Others: Provides consistent and continuous feedback related 
to the use of the system, particularly in the communication from local and regional public health to the central office. 
Serves as liaison between local public health department providers, regional program staff, and central office CACs. 
Communicating with Supervisors, Peers, or Subordinates: Assures all customers, including clinicians, administrative staff, 
program staff and others, are aware of problem-resolution processes/protocols and have ready access to all necessary 
resources. Developing and Building Teams: Fosters team building, communication, and interaction between all the CACs 
and EMR team members. Updating and Using Relevant Knowledge: Participates in professional organizations to keep 
abreast of developments in informatics, public health, and clinical practice. Participates as directed in professional 
development activities. Judging the Qualities of Things, Services, or People: Investigates and recommends computer and 
information technologies to determine applicability to public health education, administration, and research. 
Determines if design of application, enhancements, and/or modifications fulfills current needs and provides sufficient 
flexibility for future needs. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Creativity Customer Focus Interpersonal Savvy Problem Solving Technical Learning Time 
Management Knowledge: Intermediate knowledge of computers, health care informatics, computer hardware, and 
software, including application software Intermediate knowledge of medicine and dentistry, familiarity with the data 
and information related to health care documentation, payment, and operations Skills: Intermediate active listening 
skills: gives full attention to what others are saying, takes time to understand the points being made, asks questions as 
appropriate, and does not interrupt at inappropriate times Intermediate critical thinking skills: uses logic and 
rudimentary reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to 
problems Intermediate speaking skills: effectively conveys information verbally to others Intermediate service 
orientation skills: actively looks for ways to assist others Intermediate complex problem solving skills: identifies and 
reports complex problems to more experiences CACs Intermediate troubleshooting skills: determines causes of errors 
and seeks solutions with occasional assistance from more experienced CACs Abilities: Intermediate inductive reasoning 
ability: allows information to be combined to form general rules or conclusions, including finding a relationship among 
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seemingly unrelated events Intermediate oral comprehension ability: able to listen and comprehend verbal information 
and ideas being disseminated Intermediate oral expression ability: able to communicate information and ideas verbally 
so that others will understand Intermediate perceptual speed ability: can identify quickly and accurately trends and 
patterns comparing similarities and/or differences in the sets of trends or patterns, including comparing a presented 
pattern or trend with a remembered pattern or trend Intermediate written comprehension ability: able to read and 
comprehend written information and ideas being presented 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Copier Printer 
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072822 - CLINICAL APP COORDINATOR 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2086 
 
Minimum Qualifications: 
Education and Experience: Master’s Degree in public health, health sciences, health services, health informatics, health 
care administration or nursing and two (2) years’ experience in deployment or implementation of application systems 
(clinical preferred), or a related field with a strong foundation in system design, analysis, and evaluation; and prior 
experience on the successful implementation of a nationally recognized electronic health record system is preferred. OR 
Bachelor Degree in public health, health services, health science, health informatics, health care administration, or 
nursing with five (5) years’ experience with deployment or implementation of applications systems (clinical preferred), 
or a related field with a foundation in systems design, analysis, and evaluation. Prior experience in assisting with the 
successful implementation of a nationally recognized electronic health record system is preferred. OR High school 
diploma or equivalent with twelve (12) years’ experience in a health informatics related field, or a combination of health 
care office management and information technology services. Prior experience as a clinical application coordinator 
(CAC) is preferred. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for participating in design, development, and deployment of 
electronic health record system to include actively soliciting input from all customer levels, rapidly responding to 
problems, and instituting new solutions to the electronic health record system. Distinguishing Features: This is the 
second of the class levels in the Clinical Applications Coordinator sub-series. An incumbent in this class must have 
advanced knowledge of information science and technology and health care practices and processes; must be skilled in 
the development of operational processes for selected solutions and in creating reports; must show demonstrated 
proficiency with information systems technology; must be flexible, highly collaborative, and consistently work to fill gaps 
and avoid overlaps of system activities; must be able to continuously listen, react, and suggest ways to complement or 
assist the work of others; and must have a thorough understanding of the application for which he/she is responsible 
and has/will gain knowledge across all relevant applications. This class differs from that of a CAC 1 in that the incumbent 
is responsible for work of a greater scope and responsibility and may or may not supervise." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Supports the daily interface between clinicians, medical staff, 
administrative, and the electronic medical record (EMR) by utilizing direct written and verbal communication in 
responding to user inquiries. Interpreting the Meaning of Information for Others:    Translates public health practice 
information between clinicians, administrative staff, program staff, Information Technology (IT), and others. Evaluating 
Information to Determine Compliance with Standards:    Assists clinicians, administrative staff, program staff and others 
in assuring patient safety and confidentiality in accordance with Department of Health policy and HIPAA standards. 
Provide Consultation and Advice to Others:    Assists clinicians, administrative staff, program staff, and others in 
identifying solutions to meet functional needs.    Assists local and/or regional staff in identifying modifications or 
enhancements to the electronic medical record (EMR) to assure efficient and effective clinical workflow.    Participates 
and collaborates in the process to update Clinician Process Improvement and Change Management Standards.    Assists 
clinicians, administrative staff, program staff, and others in identifying improvements to promote effective and efficient 
practices and information flow by streamlining processes.    Utilizes knowledge of applications to investigate, 
recommend, and implement solutions to address operational requirements. Thinking Creatively:    Designs/develops 
new or modified informatics solutions to support patients, providers, and information management.    Defines and 
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designs applications to meet ongoing specific needs; the definition process includes vocabulary, profiles, dictionaries, 
displays, report format tables, and ad-hoc reports.    Evaluates new or modified informatics solutions to support 
patients, health care professionals, and their information management and human-computer and human-technology 
interactions within public health contexts.    Participates in determining the methods, context, default values, 
assumptions, and sequence of capture of clinical encounter information.    Participates in the development of 
operational processes for the selected solutions.    Participates in defining the appropriate vocabulary and taxonomy 
(consistent with the ontology of the data store) of clinical encounter information. Making Decisions and Solving 
Problems:    Participates in a real-time support network for providers and other staff engaged in direct patient care, 
wherever their location within the assigned catchment area.    Provides assistance with problem identification and 
resolution of daily production problems in a timely manner.    Participates in efforts to correct deficiencies and errors 
that occur in electronic record use. Training and Teaching Others:    Participates in the development of a discipline-
specific training plan for EMR implementation, refresher training, and future hires.    Participates in the development of 
discipline-specific training materials for EMR implementation, refresher training, and future hires.    Assists users in 
accessing the most appropriate functions of the system.    Participates in the development of discipline-specific training 
materials as needed for EMR updates, modifications, and software releases.    Participates in the development of a 
discipline-specific training plan as needed for EMR updates, modifications, and software releases. Developing Objectives 
and Strategies:    Participates and collaborates in the development of the short-term and long-term strategies to achieve 
Clinician Process Improvement and Change Management Standards, as appropriate.    Participates in the preparation 
and testing of the organization’s Business Continuity and Disaster Recovery Plans in area of responsibility.    Participates 
in the development of strategies, policies, or procedures for introducing, evaluating, or modifying information 
technology applied to public health practice, administration, education, or research. Interacting With Computers:    
Participates in the testing of regional or program area applications changes to achieve accuracy and quality of change, 
including regression testing of system functions that should not have been affected by the changes.    Participates in the 
selection, testing, and evaluation of new or modified informatics solutions to support patients, providers, and 
information management. Scheduling Work and Activities:    Coordinates the installation of applications, modification, 
enhancements, and deployment of new portions of the EMR with specified clinical locations with minimal disruption to 
users. Analyzing Data or Information:    Analyzes and evaluates processes related to information flow. Coordinating the 
Work and Activities of Others:    Provides consistent and continuous feedback related to the use of the system, 
particularly in the communication from local and regional public health to the central office.    Serves as liaison between 
local public health department providers, regional program staff, and central office CACs. Communicating with 
Supervisors, Peers, or Subordinates:    Assures all customers, including clinicians, administrative staff, program staff and 
others, are aware of problem-resolution processes/protocols and have ready access to all necessary resources. 
Developing and Building Teams:    Fosters team building, communication, and interaction between all the CACs and EMR 
team members. Updating and Using Relevant Knowledge:    Participates in professional organizations to keep abreast of 
developments in informatics, public health, and clinical practice.    Participates as directed in professional development 
activities. Judging the Qualities of Things, Services, or People:    Investigates and recommends computer and information 
technologies to determine applicability to public health education, administration, and research.    Determines if design 
of application, enhancements, and/or modifications fulfills current needs and provides sufficient flexibility for future 
needs. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Building Effective Teams    Comfort Around Higher Management    Creativity    
Customer Focus    Interpersonal Savvy    Presentation Skills    Priority Setting    Problem Solving    Technical Learning    
Time Management Knowledge:    Advanced knowledge of administration and management relative to health care or 
population health business principles that may include administrative and office management procedures/systems 
related to health care practice management, strategic planning, leadership techniques and coordination of people and 
resources    Advanced knowledge of computers, health care informatics, computer hardware, and software including 
application software    Advanced knowledge of medicine and dentistry, familiarity with the data and information related 
to health care documentation, payment, and operations Skills:    Advanced active listening skills: gives full attention to 
what others are saying, takes time to understand the points being made, asks questions as appropriate, and does not 
interrupt at inappropriate times    Advanced critical thinking skills: uses logic and rudimentary reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions, or approaches to problems    Advanced speaking skills: 
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effectively conveys information verbally to others.    Advanced instruction skills: skill set to conduct training of others    
Advanced service orientation skills: actively looks for ways to assist others.    Advanced complex problem solving skills: 
identifies and reports complex problems to more experiences CACs    Advanced technology design to enable 
configuration/adapting software to user needs    Advanced troubleshooting skills: determines causes of errors and seeks 
solutions with occasional assistance from more experienced CACs    Advanced time management: develops processes 
and tools to manage effectively the efficiency and productivity of one’s own time and that of others Abilities:    
Advanced deductive reasoning ability: able to apply general rules to specific problems to produce answers that make 
sense    Advanced inductive reasoning ability: allows information to be combined to form general rules or conclusions, 
including finding a relationship among seemingly unrelated events    Advanced oral comprehension ability: able to listen 
and comprehend verbal information and ideas being disseminated    Advanced oral expression ability: able to 
communicate information and ideas verbally so that others will understand    Advanced perceptual speed ability: can 
identify quickly and accurately trends and patterns comparing similarities and/or differences in the sets of trends or 
patterns, including comparing a presented pattern or trend with a remembered pattern or trend    Advanced written 
comprehension ability: able to read and comprehend written information and ideas being presented 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Copier    Printer  
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072822 - CLINICAL APP COORDINATOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2087 
 
Minimum Qualifications: 
Education and Experience: Master’s Degree in public health, health sciences, health services, health informatics, health 
care administration or nursing and two (2) years’ experience in deployment or implementation of application systems 
(clinical preferred), or a related field with a strong foundation in system design, analysis, and evaluation; and prior 
experience on the successful implementation of a nationally recognized electronic health record system is preferred. OR 
Bachelor Degree in public health, health services, health science, health informatics, health care administration, or 
nursing with five (5) years’ experience with deployment or implementation of applications systems (clinical preferred), 
or a related field with a foundation in systems design, analysis, and evaluation. Prior experience in assisting with the 
successful implementation of a nationally recognized electronic health record system is preferred. OR High school 
diploma or equivalent with twelve (12) years’ experience in a health informatics related field, or a combination of health 
care office management and information technology services. Prior experience as a clinical application coordinator 
(CAC) is preferred. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for participating in design, development, and deployment of 
electronic health record system to include actively soliciting input from all customer levels, rapidly responding to 
problems, and instituting new solutions to the electronic health record system. Distinguishing Features: This is the 
second of the class levels in the Clinical Applications Coordinator sub-series. An incumbent in this class must have 
advanced knowledge of information science and technology and health care practices and processes; must be skilled in 
the development of operational processes for selected solutions and in creating reports; must show demonstrated 
proficiency with information systems technology; must be flexible, highly collaborative, and consistently work to fill gaps 
and avoid overlaps of system activities; must be able to continuously listen, react, and suggest ways to complement or 
assist the work of others; and must have a thorough understanding of the application for which he/she is responsible 
and has/will gain knowledge across all relevant applications. This class differs from that of a CAC 1 in that the incumbent 
is responsible for work of a greater scope and responsibility and may or may not supervise." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Supports the daily interface between clinicians, medical staff, 
administrative, and the electronic medical record (EMR) by utilizing direct written and verbal communication in 
responding to user inquiries. Interpreting the Meaning of Information for Others:    Translates public health practice 
information between clinicians, administrative staff, program staff, Information Technology (IT), and others. Evaluating 
Information to Determine Compliance with Standards:    Assists clinicians, administrative staff, program staff and others 
in assuring patient safety and confidentiality in accordance with Department of Health policy and HIPAA standards. 
Provide Consultation and Advice to Others:    Assists clinicians, administrative staff, program staff, and others in 
identifying solutions to meet functional needs.    Assists local and/or regional staff in identifying modifications or 
enhancements to the electronic medical record (EMR) to assure efficient and effective clinical workflow.    Participates 
and collaborates in the process to update Clinician Process Improvement and Change Management Standards.    Assists 
clinicians, administrative staff, program staff, and others in identifying improvements to promote effective and efficient 
practices and information flow by streamlining processes.    Utilizes knowledge of applications to investigate, 
recommend, and implement solutions to address operational requirements. Thinking Creatively:    Designs/develops 
new or modified informatics solutions to support patients, providers, and information management.    Defines and 
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designs applications to meet ongoing specific needs; the definition process includes vocabulary, profiles, dictionaries, 
displays, report format tables, and ad-hoc reports.    Evaluates new or modified informatics solutions to support 
patients, health care professionals, and their information management and human-computer and human-technology 
interactions within public health contexts.    Participates in determining the methods, context, default values, 
assumptions, and sequence of capture of clinical encounter information.    Participates in the development of 
operational processes for the selected solutions.    Participates in defining the appropriate vocabulary and taxonomy 
(consistent with the ontology of the data store) of clinical encounter information. Making Decisions and Solving 
Problems:    Participates in a real-time support network for providers and other staff engaged in direct patient care, 
wherever their location within the assigned catchment area.    Provides assistance with problem identification and 
resolution of daily production problems in a timely manner.    Participates in efforts to correct deficiencies and errors 
that occur in electronic record use. Training and Teaching Others:    Participates in the development of a discipline-
specific training plan for EMR implementation, refresher training, and future hires.    Participates in the development of 
discipline-specific training materials for EMR implementation, refresher training, and future hires.    Assists users in 
accessing the most appropriate functions of the system.    Participates in the development of discipline-specific training 
materials as needed for EMR updates, modifications, and software releases.    Participates in the development of a 
discipline-specific training plan as needed for EMR updates, modifications, and software releases. Developing Objectives 
and Strategies:    Participates and collaborates in the development of the short-term and long-term strategies to achieve 
Clinician Process Improvement and Change Management Standards, as appropriate.    Participates in the preparation 
and testing of the organization’s Business Continuity and Disaster Recovery Plans in area of responsibility.    Participates 
in the development of strategies, policies, or procedures for introducing, evaluating, or modifying information 
technology applied to public health practice, administration, education, or research. Interacting With Computers:    
Participates in the testing of regional or program area applications changes to achieve accuracy and quality of change, 
including regression testing of system functions that should not have been affected by the changes.    Participates in the 
selection, testing, and evaluation of new or modified informatics solutions to support patients, providers, and 
information management. Scheduling Work and Activities:    Coordinates the installation of applications, modification, 
enhancements, and deployment of new portions of the EMR with specified clinical locations with minimal disruption to 
users. Analyzing Data or Information:    Analyzes and evaluates processes related to information flow. Coordinating the 
Work and Activities of Others:    Provides consistent and continuous feedback related to the use of the system, 
particularly in the communication from local and regional public health to the central office.    Serves as liaison between 
local public health department providers, regional program staff, and central office CACs. Communicating with 
Supervisors, Peers, or Subordinates:    Assures all customers, including clinicians, administrative staff, program staff and 
others, are aware of problem-resolution processes/protocols and have ready access to all necessary resources. 
Developing and Building Teams:    Fosters team building, communication, and interaction between all the CACs and EMR 
team members. Updating and Using Relevant Knowledge:    Participates in professional organizations to keep abreast of 
developments in informatics, public health, and clinical practice.    Participates as directed in professional development 
activities. Judging the Qualities of Things, Services, or People:    Investigates and recommends computer and information 
technologies to determine applicability to public health education, administration, and research.    Determines if design 
of application, enhancements, and/or modifications fulfills current needs and provides sufficient flexibility for future 
needs. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Building Effective Teams    Comfort Around Higher Management    Creativity    
Customer Focus    Interpersonal Savvy    Presentation Skills    Priority Setting    Problem Solving    Technical Learning    
Time Management Knowledge:    Advanced knowledge of administration and management relative to health care or 
population health business principles that may include administrative and office management procedures/systems 
related to health care practice management, strategic planning, leadership techniques and coordination of people and 
resources    Advanced knowledge of computers, health care informatics, computer hardware, and software including 
application software    Advanced knowledge of medicine and dentistry, familiarity with the data and information related 
to health care documentation, payment, and operations Skills:    Advanced active listening skills: gives full attention to 
what others are saying, takes time to understand the points being made, asks questions as appropriate, and does not 
interrupt at inappropriate times    Advanced critical thinking skills: uses logic and rudimentary reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions, or approaches to problems    Advanced speaking skills: 
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effectively conveys information verbally to others.    Advanced instruction skills: skill set to conduct training of others    
Advanced service orientation skills: actively looks for ways to assist others.    Advanced complex problem solving skills: 
identifies and reports complex problems to more experiences CACs    Advanced technology design to enable 
configuration/adapting software to user needs    Advanced troubleshooting skills: determines causes of errors and seeks 
solutions with occasional assistance from more experienced CACs    Advanced time management: develops processes 
and tools to manage effectively the efficiency and productivity of one’s own time and that of others Abilities:    
Advanced deductive reasoning ability: able to apply general rules to specific problems to produce answers that make 
sense    Advanced inductive reasoning ability: allows information to be combined to form general rules or conclusions, 
including finding a relationship among seemingly unrelated events    Advanced oral comprehension ability: able to listen 
and comprehend verbal information and ideas being disseminated    Advanced oral expression ability: able to 
communicate information and ideas verbally so that others will understand    Advanced perceptual speed ability: can 
identify quickly and accurately trends and patterns comparing similarities and/or differences in the sets of trends or 
patterns, including comparing a presented pattern or trend with a remembered pattern or trend    Advanced written 
comprehension ability: able to read and comprehend written information and ideas being presented 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Copier    Printer  
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072822 - CLINICAL APP COORDINATOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5756 
 
Minimum Qualifications: 
Education and Experience: Master’s Degree in public health, health sciences, health services, health informatics, health 
care administration or nursing and two (2) years’ experience in deployment or implementation of application systems 
(clinical preferred), or a related field with a strong foundation in system design, analysis, and evaluation; and prior 
experience on the successful implementation of a nationally recognized electronic health record system is preferred. OR 
Bachelor Degree in public health, health services, health science, health informatics, health care administration, or 
nursing with five (5) years’ experience with deployment or implementation of applications systems (clinical preferred), 
or a related field with a foundation in systems design, analysis, and evaluation. Prior experience in assisting with the 
successful implementation of a nationally recognized electronic health record system is preferred. OR High school 
diploma or equivalent with twelve (12) years’ experience in a health informatics related field, or a combination of health 
care office management and information technology services. Prior experience as a clinical application coordinator 
(CAC) is preferred. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for participating in design, development, and deployment of 
electronic health record system to include actively soliciting input from all customer levels, rapidly responding to 
problems, and instituting new solutions to the electronic health record system. Distinguishing Features: This is the 
second of the class levels in the Clinical Applications Coordinator sub-series. An incumbent in this class must have 
advanced knowledge of information science and technology and health care practices and processes; must be skilled in 
the development of operational processes for selected solutions and in creating reports; must show demonstrated 
proficiency with information systems technology; must be flexible, highly collaborative, and consistently work to fill gaps 
and avoid overlaps of system activities; must be able to continuously listen, react, and suggest ways to complement or 
assist the work of others; and must have a thorough understanding of the application for which he/she is responsible 
and has/will gain knowledge across all relevant applications. This class differs from that of a CAC 1 in that the incumbent 
is responsible for work of a greater scope and responsibility and may or may not supervise. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Supports the daily interface between clinicians, medical staff, 
administrative, and the electronic medical record (EMR) by utilizing direct written and verbal communication in 
responding to user inquiries. Interpreting the Meaning of Information for Others: Translates public health practice 
information between clinicians, administrative staff, program staff, Information Technology (IT), and others. Evaluating 
Information to Determine Compliance with Standards: Assists clinicians, administrative staff, program staff and others in 
assuring patient safety and confidentiality in accordance with Department of Health policy and HIPAA standards. Provide 
Consultation and Advice to Others: Assists clinicians, administrative staff, program staff, and others in identifying 
solutions to meet functional needs. Assists local and/or regional staff in identifying modifications or enhancements to 
the electronic medical record (EMR) to assure efficient and effective clinical workflow. Participates and collaborates in 
the process to update Clinician Process Improvement and Change Management Standards. Assists clinicians, 
administrative staff, program staff, and others in identifying improvements to promote effective and efficient practices 
and information flow by streamlining processes. Utilizes knowledge of applications to investigate, recommend, and 
implement solutions to address operational requirements. Thinking Creatively: Designs/develops new or modified 
informatics solutions to support patients, providers, and information management. Defines and designs applications to 
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meet ongoing specific needs; the definition process includes vocabulary, profiles, dictionaries, displays, report format 
tables, and ad-hoc reports. Evaluates new or modified informatics solutions to support patients, health care 
professionals, and their information management and human-computer and human-technology interactions within 
public health contexts. Participates in determining the methods, context, default values, assumptions, and sequence of 
capture of clinical encounter information. Participates in the development of operational processes for the selected 
solutions. Participates in defining the appropriate vocabulary and taxonomy (consistent with the ontology of the data 
store) of clinical encounter information. Making Decisions and Solving Problems: Participates in a real-time support 
network for providers and other staff engaged in direct patient care, wherever their location within the assigned 
catchment area. Provides assistance with problem identification and resolution of daily production problems in a timely 
manner. Participates in efforts to correct deficiencies and errors that occur in electronic record use. Training and 
Teaching Others: Participates in the development of a discipline-specific training plan for EMR implementation, 
refresher training, and future hires. Participates in the development of discipline-specific training materials for EMR 
implementation, refresher training, and future hires. Assists users in accessing the most appropriate functions of the 
system. Participates in the development of discipline-specific training materials as needed for EMR updates, 
modifications, and software releases. Participates in the development of a discipline-specific training plan as needed for 
EMR updates, modifications, and software releases. Developing Objectives and Strategies: Participates and collaborates 
in the development of the short-term and long-term strategies to achieve Clinician Process Improvement and Change 
Management Standards, as appropriate. Participates in the preparation and testing of the organization’s Business 
Continuity and Disaster Recovery Plans in area of responsibility. Participates in the development of strategies, policies, 
or procedures for introducing, evaluating, or modifying information technology applied to public health practice, 
administration, education, or research. Interacting With Computers: Participates in the testing of regional or program 
area applications changes to achieve accuracy and quality of change, including regression testing of system functions 
that should not have been affected by the changes. Participates in the selection, testing, and evaluation of new or 
modified informatics solutions to support patients, providers, and information management. Scheduling Work and 
Activities: Coordinates the installation of applications, modification, enhancements, and deployment of new portions of 
the EMR with specified clinical locations with minimal disruption to users. Analyzing Data or Information: Analyzes and 
evaluates processes related to information flow. Coordinating the Work and Activities of Others: Provides consistent and 
continuous feedback related to the use of the system, particularly in the communication from local and regional public 
health to the central office. Serves as liaison between local public health department providers, regional program staff, 
and central office CACs. Communicating with Supervisors, Peers, or Subordinates: Assures all customers, including 
clinicians, administrative staff, program staff and others, are aware of problem-resolution processes/protocols and have 
ready access to all necessary resources. Developing and Building Teams: Fosters team building, communication, and 
interaction between all the CACs and EMR team members. Updating and Using Relevant Knowledge: Participates in 
professional organizations to keep abreast of developments in informatics, public health, and clinical practice. 
Participates as directed in professional development activities. Judging the Qualities of Things, Services, or People: 
Investigates and recommends computer and information technologies to determine applicability to public health 
education, administration, and research. Determines if design of application, enhancements, and/or modifications 
fulfills current needs and provides sufficient flexibility for future needs. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Building Effective Teams Comfort Around Higher Management Creativity Customer 
Focus Interpersonal Savvy Presentation Skills Priority Setting Problem Solving Technical Learning Time Management 
Knowledge: Advanced knowledge of administration and management relative to health care or population health 
business principles that may include administrative and office management procedures/systems related to health care 
practice management, strategic planning, leadership techniques and coordination of people and resources Advanced 
knowledge of computers, health care informatics, computer hardware, and software including application software 
Advanced knowledge of medicine and dentistry, familiarity with the data and information related to health care 
documentation, payment, and operations Skills: Advanced active listening skills: gives full attention to what others are 
saying, takes time to understand the points being made, asks questions as appropriate, and does not interrupt at 
inappropriate times Advanced critical thinking skills: uses logic and rudimentary reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions, or approaches to problems Advanced speaking skills: effectively 
conveys information verbally to others. Advanced instruction skills: skill set to conduct training of others Advanced 
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service orientation skills: actively looks for ways to assist others. Advanced complex problem solving skills: identifies and 
reports complex problems to more experiences CACs Advanced technology design to enable configuration/adapting 
software to user needs Advanced troubleshooting skills: determines causes of errors and seeks solutions with occasional 
assistance from more experienced CACs Advanced time management: develops processes and tools to manage 
effectively the efficiency and productivity of one’s own time and that of others Abilities: Advanced deductive reasoning 
ability: able to apply general rules to specific problems to produce answers that make sense Advanced inductive 
reasoning ability: allows information to be combined to form general rules or conclusions, including finding a 
relationship among seemingly unrelated events Advanced oral comprehension ability: able to listen and comprehend 
verbal information and ideas being disseminated Advanced oral expression ability: able to communicate information 
and ideas verbally so that others will understand Advanced perceptual speed ability: can identify quickly and accurately 
trends and patterns comparing similarities and/or differences in the sets of trends or patterns, including comparing a 
presented pattern or trend with a remembered pattern or trend Advanced written comprehension ability: able to read 
and comprehend written information and ideas being presented 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Copier Printer 
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072823 - CLINICAL APP COORDINATOR 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3011 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072823 - CLINICAL APP COORDINATOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3012 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072293 - CLINICAL INVESTIGATION CONS 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2229 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038443 - CODES ENFORCEMENT INSTRUCTOR 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1542 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work dealing with commercial or residential building structures or systems in one or a 
combination of the following areas: any design work, including plan review; inspection; construction; or 
training.ORGraduation from an accredited college or university with an associate's degree in engineering or construction 
technology and experience equivalent to one year of full-time work dealing with commercial or residential building 
structures or systems in one or a combination of the following areas: any design work, including plan review; inspection; 
construction; or training. 
 
Other Requirements: 
Necessary Special Qualifications:   Applicants for this class must:    Possession of a Certification, recognized by the State 
of Tennessee State Fire Marshal’s Office in an area relating to building safety must be obtained within the first 12 
months of employment and maintained through the course of employment in this classification.     A valid motor vehicle 
license may be required for employment in some positions.Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for codes enforcement training work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level class in the Codes Enforcement 
Instructor sub-series. An employee in this class has responsibility for instructing Codes Enforcement training classes at 
the Fire Service and Codes Enforcement Academy. This class differs from Codes Enforcement Instructor 2 in that an 
incumbent of the latter has responsibility for coordinating and instructing training classes in a specific geographical 
region of the state. 
 
Work Activities: 
1. Instructs students on technical codes enforcement regulations and procedures utilizing multiple teaching methods 
and techniques; lectures in a classroom setting and conducts hands-on lab demonstrations; explains proper procedures 
for and provides examples of inspection of equipment installation and maintenance compliance and service, such as 
how to inspect a hood and duct extinguishing system; leads students through scenarios to provide examples of errors in 
building construction and identify fire or building code violations; describes the physical characteristics of properly 
installed components used in the construction of a building or building system; assists other instructors with classes.2. 
Develops plan to achieve performance requirements necessary for students to successfully perform their jobs or meet 
certification requirements; identifies topics for training based on codes enforcement and industry requirements, 
available resources, requests for assistance, and mandates; writes lesson plans for codes related courses and 
determines level of proficiency necessary for students to achieve goals of learning objectives; develops instructional 
tools if packaged materials or textbooks are unavailable; develops and administers oral, written and performance tests 
to measure students' achievement of specified learning objectives; grades tests using answer sheet or checklist; 
properly secures tests and test results from being compromised.3. Coordinates activities of contract instructors who are 
assisting with team training; designates specific duties for instructors and explains their roles in the training procedure; 
schedules and informs instructors of the specific time and place of training class using Academy scheduling format; 
identifies and obtains all material necessary for conducting a class to meet specific training goals; enforces all Academy 
safety standards and policies.4. Processes Academy reports and records; completes all course-related forms and 
paperwork including safety reports, student registration or attendance forms, scheduling forms, and requests for 
equipment; tabulates course data such as student surveys, test results, grades, and progress reports; documents 
students' records to show all Academy, accreditation, and legal requirements have been met.5. Performs necessary 
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duties to setup and return to service all equipment and technical training devices used for class; inspects protective 
safety equipment, such as hard hats or respirator masks, for defects or damage; pre-tests equipment and specialized 
props, including power tools and sprinkler systems for serviceability and safety; ensures equipment is cleaned and 
prepared for next users.6. Participates in continuing education and in-service activities as required; may relay 
information and share materials from seminars regarding codes enforcement requirements and industry technical 
advances to Academy staff and administration. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038444 - CODES ENFORCEMENT INSTRUCTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1548 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time work dealing with commercial or residential building structures or systems in one or a combination 
of the following areas: any design work, including plan review; inspection; construction; or training, of which one year 
must include supervising or training.ORGraduation from an accredited college or university with an associate's degree in 
engineering or construction technology and experience equivalent to two years of full-time work dealing with 
commercial or residential building structures or systems in one or a combination of the following areas: any design 
work, including plan review; inspection; construction; or training, of which one year must include supervising or 
training.OROne year of experience as a Codes Enforcement Instructor 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possession of a Certification by Building Officials and 
Code Administrators, Int'l (BOCA), National Fire Protection Association (NFPA), International Code Council (ICC) or 
International Conference of Building Officials (ICBO) as an inspector, plans examiner, or codes official must be obtained 
within the first year of employment within one or more of the following areas: building, fire, mechanical, plumbing, or 
electrical.    A valid motor vehicle license may be required for employment in some positions.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for codes enforcement training work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the lead or minor supervisory level class in the Codes 
Enforcement Instructor sub-series. An employee in this class has responsibility for promoting and instructing Codes 
Enforcement training programs to various codes enforcement related personnel within an assigned geographical region 
for the Fire Service and Codes Enforcement Academy. This class differs from Codes Enforcement Instructor 1 in that an 
incumbent of the latter has responsibility for instructing Codes Enforcement training classes on-campus at the Academy. 
This class differs from that of Codes Enforcement Instructor Supervisor in that the incumbent of the latter is responsible 
for the supervision of the codes enforcement training program. 
 
Work Activities: 
Training and Teaching Others:    Instructs students in technical code enforcement areas utilizing multiple teaching 
methods and techniques.    Writes lesson plans related to codes enforcement theory and techniques, fire pump, 
inspection and other equipment service and maintenance to achieve goals of learning objectives.    Develops 
instructional tools if packaged materials or textbooks are unavailable.    Lectures in a classroom setting and conducts 
hands-on lab demonstrations.    Conducts training programs and activities on or off campus.    Identifies topics for 
training based upon codes enforcement standards and industry demands, available resources, requests for assistance, 
and mandates.    Instructs on how to use, maintain, and repair equipment.    Conducts train-the-trainer classes for 
approved academy instructors.    Assists in orientation and training of other instructors.Coordinating the Work and 
Activities of Others:    Coordinates classroom activities and orientation for students.    Leads students through codes 
inspection scenarios.Assisting and Caring for Others:    Administers basic medical attention to students injured during 
training exercises and contacts emergency response personnel when needed.    Provides emotional support and 
coaching to students as needed.Evaluating Information to Determine Compliance with Standards:    Assists in evaluating 
training curriculum to ensure that the most applicable national standards and codes are incorporated into the 
material.Thinking Creatively:    Adapts behavior or teaching methods in response to new information, changing 
conditions or unexpected obstacles, or student feedback.Getting Information:    Researches applicable fire and building 
codes as they relate to class materials, development, and instruction from multiple sources such as printed materials 
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and the internet.    Obtains information from printed materials, social media and the internet as it relates to training 
materials, student information, class assignments, and resources available for the class.    Obtains information from 
supervisor as it relates to training materials, student information, class assignments, and resources available for the 
class.Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among students 
and staff.Interpreting the Meaning of Information for Others:    Interprets information for internal and external 
customers related to national standards/codes, recertification and generally accepted practices.Controlling Machines 
and Processes:    Operates sprinkler system, fire alarm, and exhaust hood within simulated testing environment.    
Operates a variety of office equipment, audio/visual equipment, and instructional/inspection equipment.Interacting 
with Computers:    Utilizes laptops and tablets to deliver class material.    Utilizes office productivity software such as 
Microsoft Excel, PowerPoint, Word, and Access.    Utilizes student management system to retrieve and update 
information as it relates to classes taken, test scores, attendance, and other relevant information.Identifying Objects, 
Actions, and Events:    Identifies and obtains all material necessary for conducting a class to meet specific learning 
objectives.    Identifies students’ needs by evaluating their test scores, demeanor, attitude, and physical and mental 
abilities.    Identifies safety hazards prior to training to ensure the safety of the students and instructors.    Identifies 
training needs and concerns that codes enforcement professionals are having.Analyzing Data or Information:    Analyzes 
test results of students in order to adapt tests and course materials to establish realistic course 
expectations.Establishing and Maintaining Interpersonal Relationships:    Establishes relationships with internal and 
external customers and staff through modeling and demonstrating high standards of integrity, trust, openness, and 
respect for others, honoring commitments and promises, and maintaining confidentiality.Organizing, Planning, and 
Prioritizing Work:    Develops plan to achieve performance requirements necessary for students to successfully perform 
their jobs or to meet certification requirements.Inspecting Equipment, Structures, or Material:    Inspects equipment, 
structures, or materials to identify the cause of errors or other problems or defects by utilizing established national 
standards and codes.Documenting/Recording Information:    Documents and reports any injuries or illnesses occurring 
during training activities.    Provides requested documentation in a timely manner so that deadlines can be met.    
Documents and reports issues related to equipment, vehicles, and/or facilities.Repairing and Maintaining Mechanical 
Equipment:    Performs necessary duties to set up and return to service all equipment and training devices used for 
classes.Repairing and Maintaining Electronic Equipment:    Maintains electronic components of instructional 
equipment.Resolving Conflicts and Negotiating with Others:    Demonstrates cross-cultural sensitivity and 
understanding.    Identifies and seeks to solve problems and prevent or resolve conflict situations.Performing 
Administrative Activities:    Secures tests and grades from being compromised and ensures that personal information is 
not disclosed.    Processes Academy reports and records by transporting them and ensuring that they are complete and 
accurate.    Completes all course-related forms and paperwork including safety reports, student registration and 
attendance forms, scheduling forms, and requests for equipment.    Reports time, leave, travel requests, and expense 
reports into appropriate database.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Determines type and quantity of instruction materials prior to conducting training. Making Decisions and Solving 
Problems:    Enforces all Academy safety standards and policies.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates motor vehicle and trailer in the performance of job duties.Updating and Using Relevant Knowledge:    Attends 
training on the use of automatic electronic defibrillators.    Participates in continuing education and in-service activities 
as required.    Attends training seminars and conferences designed to enhance the understanding and application and 
development of codes enforcement knowledge.Selling or Influencing Others:    Assists State Fire Marshal’s Office in 
public relations, other public education activities, and potential life-saving activities.    Recruits students from fire chiefs, 
building officials, training officers, and fire service or protection officials and field constituents.    Promotes and explains 
Academy training programs to customers or potential customers.Communicating with Persons Outside Organization:    
Answers technical questions from interested parties.    Abides by departmental policies regarding disseminating 
information to media sources.    Represents the organization to customers, the public, government, and other external 
sources by following established policies and dressing appropriately.    Asks appropriate questions to gain more 
information from the public or customer to interpret their needs.    Provides training schedules to outside 
agencies.Processing Information:    Calculates building area, height, volume and other code and construction related 
facets using established formulas.    Collects course data such as class records, student surveys, test results, grades, and 
progress reports and submits to the supervisor.    Calculates student contact hours in assigned classes by multiplying the 
number of students by course hours.Judging the Qualities of Things, Services, or People:    Develops and administers 
oral, written, and performance tests to measure students’ achievement of specified learning objectives.    Reviews class 
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evaluations with supervisor to identify strengths and areas in need of improvement.    Evaluates new industry products 
to ensure usability and safety.    Grades tests using answer sheet or checklist.    Observes and records scores and results 
of written or observed tests.Provide Consultation and Advice to Others:    Provides guidance and direction to students 
on potential career training and opportunities within the codes enforcement industry.    Provides reports to the 
student’s supervisor detailing progress of student.Coaching and Developing Others:    Communicates ideas, suggestions 
and concerns as students’ progress in the learning process. Handling and Moving Objects:    Loads and unloads class 
materials, training props, audio/visual equipment and display materials. Scheduling Work and Activities:    Notifies 
supervisor if there is a scheduling conflict within an established time frame.    Aligns work schedule with the schedule 
and events of the Academy.    Coordinates with maintenance regarding vehicle scheduling. Staffing Organizational Units:    
Provides feedback on decisions and recommendations regarding staff employment, promotion, and other personnel 
issues and ensures that they are fair and appropriate. Monitor Processes, Materials, or Surroundings:    Monitors 
equipment and supplies (e.g. vehicles, hand tools, training props and safety devices) and evolutions to ensure the safety 
of self and others.    Monitors classroom environment to ensure that all equipment and materials are operational and 
present both prior to the class or event beginning and after the class or event has concluded.    Reviews student 
evaluations in order to determine training needs and trends of the codes enforcement training environment.    Monitors 
the weather and reacts accordingly when inclement weather is approaching. Performing General Physical Activities:    
Stands for long periods of time during the course of instruction.    Performs physical activities that require typical use of 
your arms and legs and moving your whole body, such as climbing, lifting, walking, and stooping. Communicating with 
Supervisors, Peers, or Subordinates:    Submits class presentation and materials to supervisor for review and approval 
prior to class being conducted.    Fills in for or assists other instructors with their classes.    Reports problems outside the 
scope of their position to assigned supervisor in a timely manner.    Updates supervisors regularly on status of classes 
and/or needs of the training program.    Receives updates from subordinate instructors regarding the status of classes 
and/or needs of the training program.    Relays information and shares materials from seminars regarding codes 
enforcement technical advances and new procedures to Academy staff and administration. Monitoring and Controlling 
Resources:    Provides recommendation to supervisor on proper student-to-instructor ratio in order to remain within 
budgetary constraints.    Advises supervisor of time and materials forecast for each course development. Guiding, 
Directing, and Motivating Subordinates:    May assist in monitoring the performance of part-time instructors to ensure 
that classes are being taught to national standards and codes. 
 
Competencies (KSA’s): 
Competencies:     Ethics and Values    Integrity and Trust    Presentation Skills    Customer Focus    Action Oriented    
Planning    Decision Quality    Directing Others    Perspective    Command Skills Knowledge:     Intermediate knowledge of 
building and fire codes enforcement    Intermediate knowledge of customer service principles    Intermediate knowledge 
of education and training    Intermediate knowledge of building construction principles    Intermediate knowledge of 
presentation technology    Basic knowledge of fire inspection principles    Basic knowledge of office productivity software    
Basic knowledge of presentation techniques    Basic knowledge of law and government    Basic knowledge of building 
construction and tools    Basic knowledge of mathematics Skills:     Speaking Skills    Intermediate Instruction Skills    
Active Listening Skills    Critical Thinking Skills    Reading Comprehension    Management of Personnel Resources Skills    
Time Management Skills    Skill to Assess the Performance of Others    Operation Monitoring Skills    Skill to inspect 
products and processes in order to evaluate its quality or performance    Judgment and Decision Making Skills    
Management of Material Resources Skills    Writing Skills    Learning Strategies    Intermediate Social Perceptiveness Skills    
Persuasion Skills    Negotiation Skills  Abilities:     Ability to retain information as it relates to policies, procedures and 
codes    Oral Expression    Written Comprehension    Written Expression    Control Precision Ability    Deductive Reasoning 
Ability    Auditory Attention    Problem Sensitivity    Speech Clarity    Speech Recognition    Oral Comprehension    
Originality Ability    Ability to pick up on nonverbal body language and react accordingly    Hearing Sensitivity    Time 
Sharing Ability    Manual Dexterity Ability    Reaction Time    Depth Perception    Night Vision    Peripheral Vision    Extent 
Flexibility    Multilimb Coordination    Trunk Strength    Near Vision    Spatial Orientation Ability    Sound Localization                       
 
Tools and Equipment Used: 
    Copier    Computer/Tablet    Cell Phone    Audio Visual Equipment    Inspection Testing Equipment    Other Equipment 
as Necessary    Hand Tools    Construction Tools 
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038445 - CODES ENFORCEMENT INSTRUCTOR S 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1554 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time work dealing with commercial or residential building structures or systems in one or a combination 
of the following areas: any design work, including plan review; inspection; construction; or training, of which two years 
must include supervising or training.ORGraduation from an accredited college or university with an associate's degree in 
engineering or construction technology and experience equivalent to three years of full-time work dealing with 
commercial or residential building structures or systems in one or a combination of the following areas: any design 
work, including plan review; inspection; construction; or training, of which two years must include supervising or 
training.OROne year of experience as a Codes Enforcement Instructor 2 with the State of Tennessee. 
 
Other Requirements: 
"Necessary Special Qualifications:   Applicants for this class must:    Possession of a Certification, recognized by the State 
of Tennessee State Fire Marshal’s Office in an area relating to building safety must be obtained within the first 12 
months of employment and maintained through the course of employment in this classification.     A valid motor vehicle 
license may be required for employment in some positions.Examination Method: Education and Experience,100%, for 
Preferred Service positions." 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory codes enforcement training work of considerable 
difficulty; and performs related work as required.Distinguishing Features: This is the supervisory class in the Codes 
Enforcement Instructor sub-series. An employee in this class has responsibility for supervising the work of subordinate 
Codes Enforcement training instructors, evaluating course presentations and assisting with curriculum development. 
This class differs from that of Codes Enforcement Instructor 2 in that the incumbent of the latter is responsible for lead 
or minor supervisory work promoting and instructing Codes Enforcement training programs to various codes 
enforcement related personnel within an assigned geographical region for the Fire Service and Codes Enforcement 
Academy. This class differs from Codes Enforcement Program Director in that the incumbent of the latter has 
responsibility for managing the day-to-day operations, activities and services of the Codes Enforcement program. 
 
Work Activities: 
Thinking Creatively:     Plans, develops and implements new methods and procedures designed to improve the codes 
program.Resolving Conflicts and Negotiating with Others:    Responds to customer complaints and suggestions in a 
timely and courteous manner.    Resolves disputes involving instructors or students.Coordinating the Work and Activities 
of Others:    Supervises operations and activities of the codes enforcement training program, including instructional 
personnel.    Assigns classes to instructors.    Assigns duties to instructors assisting with team-training 
scenarios.Scheduling Work and Activities:    Assists with creating the annual class calendar based upon code 
enforcement standards and industry demands, available resources, requests for assistance, and mandates.    Develops 
and assigns work schedules of instructors to maximize utilization of time and instructor expertise.    Schedules and 
coordinates training location to ensure a positive learning environment.    Monitors schedule to ensure that relevant 
materials are in place.Judging the Qualities of Things, Services, or People:    Reviews instructors' lesson plans to ensure 
they are relevant and accurate.    Evaluates instructors' performance against established job plans and performance 
measures.    Verifies the completeness and accuracy of outgoing training materials.Assisting and Caring for Others:    
Assists in treating injured instructors and students including notifying 911 and the safety officer.Provide Consultation 
and Advice to Others:    Counsels prospective students in career planning by developing compatible course 
programs.Guiding, Directing, and Motivating Subordinates:    Develops instructor’s job plan in conjunction with 
employee to achieve performance requirements necessary for students to successfully perform their jobs or meet 
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certification requirements.    Assists other instructors with lesson plans designed to achieve learning objectives.    
Conducts interim and annual performance evaluations of instructors.    Supports, motivates and advocates for the staff.    
Supervises the development, grading and evaluation of examinations.Interpreting the Meaning of Information for 
Others:    Explains state procedures and requirements related to codes enforcement and adoption to staff, students and 
general public.    Answers technical questions and calls to assist with codes interpretations and possible codes changes 
from codes enforcement building officials and constituents.    Answers questions from instructors regarding policies, 
procedures and technical information.Selling or Influencing Others:    Consults with code enforcement personnel, 
inspectors, and constituents in the field, such as members of local chapters of home builders associations, code official 
or trade associations, and general contractors to recruit students and instructors as well as promote the Academy.    
Promotes occupations related to codes enforcement through job fairs, conferences.Training and Teaching Others:    
Supervises and participates in the instruction of on-campus and off-campus codes enforcement training classes.    
Coordinates curriculum development with Academy instructors and administration.    Develops and reviews 
instructional aids if packaged materials or textbooks are unavailable.    Trains instructors on Academy policies, 
procedures and new equipment.    Assists in developing and administering oral, written and performance tests to 
determine students' achievement of learning objectives.Monitoring and Controlling Resources:    Plans for future 
program needs and expenses.    Recommends methods for reducing budget or enhancing revenue if expenses exceed 
budget.    Monitors expenditures to ensure the training program is operating within assigned budget.    Verifies that 
needed equipment and personnel can be obtained within parameters of existing budget.    Provides input to the Codes 
Enforcement Program Director with developing the program budget.Staffing Organizational Units:    Assists with 
interviews and making hiring recommendations for Academy personnel and part-time instructors.    Suggests potential 
instructors for hiring.Identifying Objects, Actions, and Events:    Identifies customer’s codes training needs and 
concerns.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Conducts an analysis to 
determine the cost of delivering a training program.Developing Objectives and Strategies:    Assists the Codes 
Enforcement Program Director with planning and organizing training functions.    Assesses how the Academy can resolve 
training needs.    Assists the Codes Enforcement Program Director with policy enforcement.    Reviews safety reports to 
identify areas in need of improvement.Interacting With Computers:    Operates presentation equipment such as laptops, 
tablets, media duplication equipment, AV equipment, projectors and other office equipment.    Utilizes office 
productivity software and presentation software.Processing Information:    Coordinates with the State Fire Marshal’s 
Office to ensure that courses are approved and numbered for recertification credit.    Processes and maintains accurate 
records of residential building permits for the State of Tennessee.    Assigns accurate and relevant course codes to each 
class being conducted.Operating Vehicles, Mechanized Devices, or Equipment:    Operates training aids including testing 
equipment.    Operates state owned or leased vehicle in the performance of job duties.Repairing and Maintaining 
Mechanical Equipment:    Tests and maintains training equipment.Establishing and Maintaining Interpersonal 
Relationships:    Shows understanding, courtesy, tact, empathy, and concern to develop and maintain relationships with 
internal and external customers and staff.Monitor Processes, Materials, or Surroundings:    Observes performance of 
students and staff to verify that safety standards are followed.    Observes instructors behavior while instructing to 
ensure that academy and state guidelines are being followed and learning objectives are being met.    Reviews students' 
grades, performance, attendance and/or survey reports to identify if learning objectives are being met.    Conducts 
customer satisfaction surveys.Documenting/Recording Information:    Documents and processes student records such as 
attendance, grades, consultations, corrective actions, certificates and recertification forms.    Documents and reports 
maintenance issues.Performing Administrative Activities:    Secures test results so that personal information is not 
compromised.    Enters time, leave, attendance, travel plans, and job performance plans into enterprise resource 
software.    Makes entries as required into student management software.    Oversees the production and distribution of 
class materials.Repairing and Maintaining Electronic Equipment:    Maintains audio visual equipment.Updating and Using 
Relevant Knowledge:    Obtains and maintains certifications as they relate to codes inspection.    Remains up to date on 
technology and props being utilized to instruct classes.    Attends codes related conferences and meetings to acquire 
information on the most recent trends and issues pertaining to codes enforcement.Communicating with Persons 
Outside Organization:    Communicates with building and trade associations for the purpose of providing information 
concerning training opportunities.    Explains to customers and potential customers how the Academy can accommodate 
and resolve various training needs.    Assists in conducting public relations events on and off campus.Organizing, 
Planning, and Prioritizing Work:    Prioritizes work within defined specifications and timelines.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:    Drafts and designs training props to be utilized in codes 
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instruction.Communicating with Supervisors, Peers, or Subordinates:    Coordinates closely with administrative staff to 
provide class support.    Informs the Codes Enforcement Program Director on how well the Academy is meeting training 
goals.    Attends and conducts staff meetings.    Attends and participates in management meetings.Developing and 
Building Teams:    Assists the Codes Enforcement Program Director with planning and organizing training functions.    
Assesses how the Academy can resolve training needs.    Assists the Codes Enforcement Program Director with policy 
enforcement.    Reviews safety reports to identify areas in need of improvement.Getting Information:    Reviews 
literature on current trends and issues pertaining to codes enforcement. 
 
Competencies (KSA’s): 
Competencies:    Managerial Courage    Business Acumen    Directing Others    Action Oriented    Ethics and Values    
Customer Focus    Planning    Building Effective Teams    Managing Vision and Purpose    Innovation 
ManagementKnowledge:    Intermediate knowledge of training principles    Intermediate administration and 
management knowledge    Intermediate knowledge of building and construction    Knowledge of customer and personal 
service principles    Basic knowledge of public safety    Knowledge of technology utilized in conducting presentations    
Basic knowledge of mathematics    Basic knowledge of building systems    Knowledge of office productivity software    
Basic knowledge of law and government    Basic knowledge of sales and marketing    Basic knowledge building design 
blueprintsSkills:    Instructing skills    Active listening skills    Reading comprehension    Intermediate speaking skills    
Persuasion skills    Complex problem solving skills    Management of personnel resources    Time management skills    
Service orientation skills    Judgment and decision making skills    Management of financial resources    Management of 
material resources    Skill to monitor others performance    Coordination skills    Skill to control or operate equipment or 
systems    Learning strategies    Intermediate mathematical skills    Skill to monitor testing equipment    Troubleshooting 
skills    Critical thinking skillsAbilities:    Oral expression    Oral comprehension    Written comprehension    Written 
expression    Problem sensitivity ability    Deductive reasoning ability    Speech clarity ability    Speech recognition    
Inductive reasoning ability    Mathematical reasoning ability    Time sharing ability    Visualization ability    Near vision 
ability    Sound localization ability    Memorization ability    Control precision    Originality ability 
 
Tools and Equipment Used: 
    Copier    Computer/Tablet    Cell Phone    Audio Visual Equipment    Inspection Testing Equipment    Other Equipment 
as Necessary    Hand Tools    Construction Tools 
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073137 - CODES ENFORCEMENT PROGRAM DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2463 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: inspection, design or construction 
management of commercial/residential buildings, of which three years must involve the supervision or training of 
building or fire codes enforcement staff.Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in architecture; electrical, mechanical, or structural engineering; or fire 
administration, fire-prevention technology, fire safety engineering technology, fire-protection engineering, or related 
fire sciences may substitute for the required experience on a year-for-year basis to a maximum of two years (e.g. an 
additional 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience), there being no substitution for the three years of experience in supervision or training of 
building or fire codes enforcement staff.ORGraduation from an accredited college or university with an associate's 
degree in fire-protection engineering technology, fire science, engineering technology, and/or construction technology 
and experience equivalent to five years of full-time work in one or a combination of the following: inspection, design or 
construction management of commercial/residential buildings, of which three years must involve the supervision or 
training of building or fire codes enforcement staff.Substitution of Experience for Education: Qualifying experience in 
inspection, design or construction management of commercial/residential buildings may substitute for the required 
education on a year-for-year basis to a maximum of two years (e.g. experience equivalent to one year of full-time work 
in one or a combination of the above listed fields may substitute for one year of the required education).ORGraduation 
from an accredited college or university with a bachelor's degree in architecture; electrical, mechanical, or structural 
engineering; or fire administration, fire-prevention technology, fire safety engineering technology, fire-protection 
engineering, or related fire sciences, and experience equivalent to four years of full-time work in one or a combination 
of the following: inspection, design or construction management of commercial/residential buildings, of which three 
years must involve the supervision or training of building or fire codes enforcement staff. 
 
Other Requirements: 
Necessary Special Qualifications:   Applicants for this class must:    Certification as a Building Inspector or Fire Inspector 
by the State of Tennessee’s Fire Marshal’s Office is required within the first six months after employment.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for codes enforcement program management and oversight and supervisory 
codes enforcement training work of considerable difficulty; and performs related work as required.Distinguishing 
Features: The employee in this class has supervisory responsibility for the work of subordinate codes enforcement 
training/instructional staff and management responsibility for the day-to-day operations, functions, activities and 
services of the Fire Service and Codes Enforcement Academy. This class differs from Fire and Codes Academy Exec Dir in 
that the incumbent of the latter directs all Fire Service and Codes Enforcement Academy operations, functions, 
activities, and services. 
 
Work Activities: 
1. Directs the Codes Enforcement training curriculum; plans scope of program and course descriptions; participates in 
the budget planning process for a training facility; prepares rough draft of schedule and class offerings to determine the 
number of instructors needed; coordinates the activities of instructors in the development and delivery of codes 
enforcement training curriculum; may participate in the delivery of training curriculum.2. Evaluates staff and their work; 
ensures decisions and recommendations made by supervisory staff regarding staff employment, promotion, demotion, 
transfer, retention and/or other human resources issues are fair and appropriate.3. Provides consultation to Codes 
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Enforcement instructors and support staff on all technical, procedural, and regulatory matters; suggests solutions and 
resolves problems with staff concerning curriculum and program effectiveness; assists in the development and 
execution of policy and procedures for the Codes Enforcement program based upon national standards and strengths 
and weaknesses of the training program; ensures training is in accordance with national standards and approved to 
support the academy's resident and non-resident training mission of providing appropriate certification to trainees.4. 
Ensures affordable tuition for primary State customers through a national marketing and cost recovery program; 
supports the academy's efforts to be financially self-sustaining; pursues federal grants, corporate donations, community 
cost-share and premium tuition rates from commercial and out-of-state customers.5. Establishes and maintains 
personal contacts with government officials, Codes Enforcement personnel, and staff; explains the purpose, objectives, 
and operations of the academy and its potential contribution to communities and their emergency service providers and 
building officials; acts as liaison to the fire service training program for overall curriculum program development; 
develops primary customer base through participation and communication with professional organizations associated 
with building codes; promotes the latest technology and certifications in codes enforcement offered by the Academy 
with in-state and out-of-state officials and organizations.6. Supervises the maintenance of staff records and reports; 
compiles data from staff reports to determine the progress of the program; assures that expenses of staff are within 
budget; maintains administrative records and reports, including activity reports, expense reports, statistical 
documentation and certification awards. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026694 - COM SERVICES ASSOC EX DIRECTOR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1123 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002184 - COMMISSION MEMBER 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  2522 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002184 - COMMISSION MEMBER 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2523 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002184 - COMMISSION MEMBER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2524 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2303 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2304 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2305 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2306 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  2307 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073491 - COMMISSIONER 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2308 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2309 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2310 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2311 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2312 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2313 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2314 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2315 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073493 - COMMISSIONER 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2316 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073494 - COMMISSIONER 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2317 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073494 - COMMISSIONER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2318 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073494 - COMMISSIONER 3 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2319 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073494 - COMMISSIONER 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2320 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073494 - COMMISSIONER 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2321 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073494 - COMMISSIONER 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2322 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073494 - COMMISSIONER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2323 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027289 - COMMITTEE RESEARCH ANA-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1136 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
032285 - COMMODITY ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2972 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032282 - COMMODITY PROGRAM SPECIALIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2932 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more) years of fulltime inventory control, procurement or food service experience; additional 
coursework at an accredited college or university in marketing, business or food service management or a closely 
related field may be substituted for the required experience, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for accountability and efficiency of a specific commodity program of 
average difficulty; and performs related work as required.Distinguishing Features: An employee in this class is 
responsible for enforcing the policies and procedures for a specific commodity program. This class differs from that of 
Commodity Monitoring Assistant Director in that an incumbent of the latter is responsible for assisting in the direction 
of the Commodity Division. 
 
Work Activities: 
1. Interprets, enforces and explains U.S.D.A. rules and regulations as they pertain to one of the following programs: 
school lunch, emergency food assistance, or commodity supplemental feeding.2. Prepares and monitors operating 
budget for a commodity program.3. Receives entitlement from U.S.D.A. and prepares food orders for distribution.4. 
Initiates agreements with recipient agencies showing the recipients' responsibilities and the commodities to be 
received.5. Inspects damaged or spoiled food to determine the cause of this loss; files claim for this loss with the 
U.S.D.A.6. Prepares and maintains ordinary operating records and reports; submits the proper records and reports to 
U.S.D.A. to be accountable for a commodity program. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073874 - COMMUNICATIONS DIRECTOR 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3459 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073874 - COMMUNICATIONS DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3460 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002752 - COMMUNICATIONS DISPATCHER 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2652 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time communications dispatching experience. Substitution of Experience for Education: Qualifying full-
time experience in communications dispatching may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee;Applicants for positions in the Tennessee Wildlife Resources 
Agency (TWRA) must pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations work of average 
difficulty in operating computer-aided dispatch (CAD) and two-way radio equipment in receiving and transmitting law 
enforcement information, disaster and/or weather information; and performs related work as required. Distinguishing 
Features: ,This is the working class in the Communications Dispatcher sub-series. An employee in this class performs 
shift work, on a rotating basis, in receiving law enforcement information, disaster and/or weather information, by 
telephone, computer-aided dispatch (CAD) and two-way radio, and transmitting messages based on this information to 
the most appropriate agencies or individuals. Work involves making decisions on the most appropriate agencies or 
individuals to receive the information and preparing and maintaining communications logs and statistical reports. This 
class is flexibly staffed with and differs from that of Communications Dispatcher 1, in that an incumbent of the latter 
functions in an entry or learning capacity. This class differs from that of Communications Dispatcher Supervisor in that 
an incumbent of the latter is responsible for supervising and scheduling the work of a small unit of subordinate 
communications dispatchers. 
 
Work Activities: 
Getting Information: Receives and transmits information, which may include, but not limited to incidents such as motor 
vehicle or boat accidents, hunting accidents, and other incidents with fatalities. Receives law enforcement information 
by telephone, National Crime Information Center (NCIC), administrative message, and computer-aided dispatch (CAD) 
applications, and transmits messages based on this information to the appropriate law enforcement agency(ies) or 
personnel. Questions callers to determine their locations and the nature of the call to determine what type of response 
is needed. Scan status charts and computer screens, and contact emergency response field units to determine 
emergency units available for dispatch. Receives weather information and forecasts by National Crime Information 
Center (NCIC) or other resources and transmits information to field personnel who may be affected by adverse weather 
conditions or needed to assist the public affected by such conditions. Process complaints and make appropriate referrals 
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on a broad variety of public safety matters that often require referring to or memorizing detailed reference materials 
and standard operating procedures including databases, maps, telephone listings, and other resources. Observe alert 
systems, scan maps, and other resources to determine whether a specific emergency or complaint, or incident is in the 
dispatch service area. Handles communications requests that may include requests for driver's license identification, 
hunting and fishing license identification, motor vehicle or boat title and registration identification, wanted or missing 
person's identification, and requests for wrecker and ambulance services.Making Decisions and Solving Problems: Ability 
to problem solve while working independently. Maintains a professional level of composure, and a positive customer 
focused attitude while dealing with situations of various stress levels and communicating with coworkers, supervisors, 
other personnel, the public, and other agencies. Make rapid, accurate decisions that affect the outcome of other public 
safety services. Determine response requirements and relative priorities of situations and dispatch units in accordance 
with established procedures. Gathers and analyzes information skillfully, and makes decisions based upon research 
experience and within the scope of their responsibility. Identifies, prioritizes, and resolves incidents efficiently and 
timely. Follows the chain of command to inform and relay information.Processing Information: Records names, 
addresses, and phone numbers rapidly and accurately; and quickly be able to recall details and essential information 
such as descriptions, direction of travel, locations, etc. Inputs, updates, requests, and queries information from a variety 
of sources to maintain current, accurate records, or to be able to access databases for information. Must condense large 
amounts of information into readable, sensible, accurate remarks.Monitor Processes, Materials, or Surroundings: May 
monitor the location and status of field law enforcement personnel by computer-aided dispatch (CAD) applications and 
global positioning systems (GPS) on a regular basis and dispatch additional law enforcement or other necessary 
response personnel to assist with handling certain situations, as needed. Evaluates the nature of the emergency or 
disaster situation and notifies by telephone, National Crime Information Center (NCIC), two-way radio, and/or e-mail 
agencies or pertinent individuals with the expertise and/or authority to handle the situation. Monitors statewide 
emergency National Crime Information Center (NCIC) and radio communications systems and receives notification of 
emergency or disaster situations, including hazardous materials spills, tornadoes, flash flooding, and the search and 
rescue of specific individuals or groups.Documenting/Recording Information: Prepares and maintains radio, telephone, 
and computer-aided dispatch (CAD) communications logs and pertinent statistical data and reports on motor vehicles or 
boating accidents, fatalities, and/or emergency or disaster situations; maintains statistical data pertaining to non-
emergent calls. Maintain contact with all units on assignment at all times regarding status and location and record 
information into a computer-aided dispatch (CAD) system or database. Maintain files of information relating to 
emergency calls such as personnel rosters, and emergency call-out and pager files.Interacting with Computers: Operates 
a variety of computer-aided dispatch (CAD) systems and two-way radio communications equipment in the performance 
of work. Use a variety of word processing programs, database programs, email programs, specialty software, fax 
machines, scanners, printers, copier, multi-line phone systems. Use appropriate systems and software including but not 
limited to closed circuit television, monitoring equipment, audio recording systems, and detection systems.Updating and 
Using Relevant Knowledge: Obtains Tennessee Information Enforcement System (TIES) certification within first six 
months of employment and recertifies every two years. Keeps current with changes in policies and procedures, laws, 
regulations, guidelines, etc., and applies current knowledge. Maintains proficiency with current computer-aided 
dispatching (CAD) system.Establishing and Maintaining Interpersonal Relationships: Communicates politely and 
courteously with coworkers, supervisors, other business partners to ensure a positive and productive work 
environment. Maintains professional relationship with outside agencies to ensure cooperation and maintenance of legal 
user agreements.Communicating with Persons Outside Organization: Relay emergency information to law enforcement 
agencies and to all other individuals or groups requiring notification. Relay information and messages regarding non-
emergent situations to law enforcement agencies, and to all other individuals or groups requiring notification. Provides 
information to callers according to the caller's need, answers caller's questions, and refers the caller to other law 
enforcement or state agencies as needed. TWRA dispatchers interpret boating, fishing, hunting, and other wildlife 
regulations for callers.Interpreting the Meaning of Information for Others: Efficiently and effectively extracts 
information from callers with emphasis on obtaining only the details pertinent to the situation that prompted the call. 
Maintains liaison with language line to interpret for individuals experiencing language barriers.Performing 
Administrative Activities: Complete various logs and reports to inform coworkers, supervisors, and other shifts of daily 
activities. Enter personal time, leave and overtime requests into time and labor reporting system.Evaluating Information 
to Determine Compliance with Standards: Maintains familiarity with standard operating procedures and appropriate 
manuals that provide thorough knowledge of the policies and procedures ensuring compliance. Deals with sensitive 
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information in a discrete and confidential manner.Establishing and Maintaining Interpersonal Relationships: 
Communicates politely and courteously with coworkers, supervisors, other business partners to ensure a positive and 
productive work environment. Maintains professional relationship with outside agencies to ensure cooperation and 
maintenance of legal user agreements.Coaching and Developing Others: Provide mentoring to coworkers and other 
employees to facilitate development and job performance as required.Communicating with Supervisors, Peers, and 
Subordinates: Relay information and messages pertaining to emergent and non-emergent situations as needed to 
supervisors, peers, or subordinates. 
 
Competencies (KSA’s): 
Competencies: Composure Informing Written Communications Priority Setting Timely Decision Making Dealing with 
Ambiguity Technical Learning Learning on the Fly PatienceKnowledge: Public Safety and Security Telecommunications 
Customer and Personal ServiceSkills: Active Listening Judgment and Decision Making Writing Speaking Active Learning 
Service Orientation Time Management Coordination Operation and ControlAbilities: Oral Comprehension Written 
Expression Oral Expression Auditory Attention Time Sharing Memorization Written Comprehension Speech Recognition 
Speech Clarity Selective Attention Deductive Reasoning Wrist-Finger Speed 
 
Tools and Equipment Used: 
 Personal Computer, Multi-monitor Computer Computer Input and Output Devices Printer Copier Fax Machine 
Telephone Two-way Radio Closed-circuit Television 800 Megahertz (MHz) Radio VHF Base Radio Multi-Agency Mutual 
Aid Radio Computer-aided Design (CAD) Dispatch System Microsoft Office Software: Work, Excel, Access, Power Point, 
Outlook Exchange, One Note Tennessee Information Enforcement System (TIES) National Crime Information Center 
(NCIC) Software (TWRA): REAL Licensing, Active Outdoors, Citations, 3270 Criminal Justice Portal, ARC Explorer, Omnixx 
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002752 - COMMUNICATIONS DISPATCHER 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2653 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time communications dispatching experience. Substitution of Experience for Education: Qualifying full-
time experience in communications dispatching may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee;Applicants for positions in the Tennessee Wildlife Resources 
Agency (TWRA) must pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations work of average 
difficulty in operating computer-aided dispatch (CAD) and two-way radio equipment in receiving and transmitting law 
enforcement information, disaster and/or weather information; and performs related work as required. Distinguishing 
Features: ,This is the working class in the Communications Dispatcher sub-series. An employee in this class performs 
shift work, on a rotating basis, in receiving law enforcement information, disaster and/or weather information, by 
telephone, computer-aided dispatch (CAD) and two-way radio, and transmitting messages based on this information to 
the most appropriate agencies or individuals. Work involves making decisions on the most appropriate agencies or 
individuals to receive the information and preparing and maintaining communications logs and statistical reports. This 
class is flexibly staffed with and differs from that of Communications Dispatcher 1, in that an incumbent of the latter 
functions in an entry or learning capacity. This class differs from that of Communications Dispatcher Supervisor in that 
an incumbent of the latter is responsible for supervising and scheduling the work of a small unit of subordinate 
communications dispatchers. 
 
Work Activities: 
Getting Information: Receives and transmits information, which may include, but not limited to incidents such as motor 
vehicle or boat accidents, hunting accidents, and other incidents with fatalities. Receives law enforcement information 
by telephone, National Crime Information Center (NCIC), administrative message, and computer-aided dispatch (CAD) 
applications, and transmits messages based on this information to the appropriate law enforcement agency(ies) or 
personnel. Questions callers to determine their locations and the nature of the call to determine what type of response 
is needed. Scan status charts and computer screens, and contact emergency response field units to determine 
emergency units available for dispatch. Receives weather information and forecasts by National Crime Information 
Center (NCIC) or other resources and transmits information to field personnel who may be affected by adverse weather 
conditions or needed to assist the public affected by such conditions. Process complaints and make appropriate referrals 
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on a broad variety of public safety matters that often require referring to or memorizing detailed reference materials 
and standard operating procedures including databases, maps, telephone listings, and other resources. Observe alert 
systems, scan maps, and other resources to determine whether a specific emergency or complaint, or incident is in the 
dispatch service area. Handles communications requests that may include requests for driver's license identification, 
hunting and fishing license identification, motor vehicle or boat title and registration identification, wanted or missing 
person's identification, and requests for wrecker and ambulance services.Making Decisions and Solving Problems: Ability 
to problem solve while working independently. Maintains a professional level of composure, and a positive customer 
focused attitude while dealing with situations of various stress levels and communicating with coworkers, supervisors, 
other personnel, the public, and other agencies. Make rapid, accurate decisions that affect the outcome of other public 
safety services. Determine response requirements and relative priorities of situations and dispatch units in accordance 
with established procedures. Gathers and analyzes information skillfully, and makes decisions based upon research 
experience and within the scope of their responsibility. Identifies, prioritizes, and resolves incidents efficiently and 
timely. Follows the chain of command to inform and relay information.Processing Information: Records names, 
addresses, and phone numbers rapidly and accurately; and quickly be able to recall details and essential information 
such as descriptions, direction of travel, locations, etc. Inputs, updates, requests, and queries information from a variety 
of sources to maintain current, accurate records, or to be able to access databases for information. Must condense large 
amounts of information into readable, sensible, accurate remarks.Monitor Processes, Materials, or Surroundings: May 
monitor the location and status of field law enforcement personnel by computer-aided dispatch (CAD) applications and 
global positioning systems (GPS) on a regular basis and dispatch additional law enforcement or other necessary 
response personnel to assist with handling certain situations, as needed. Evaluates the nature of the emergency or 
disaster situation and notifies by telephone, National Crime Information Center (NCIC), two-way radio, and/or e-mail 
agencies or pertinent individuals with the expertise and/or authority to handle the situation. Monitors statewide 
emergency National Crime Information Center (NCIC) and radio communications systems and receives notification of 
emergency or disaster situations, including hazardous materials spills, tornadoes, flash flooding, and the search and 
rescue of specific individuals or groups.Documenting/Recording Information: Prepares and maintains radio, telephone, 
and computer-aided dispatch (CAD) communications logs and pertinent statistical data and reports on motor vehicles or 
boating accidents, fatalities, and/or emergency or disaster situations; maintains statistical data pertaining to non-
emergent calls. Maintain contact with all units on assignment at all times regarding status and location and record 
information into a computer-aided dispatch (CAD) system or database. Maintain files of information relating to 
emergency calls such as personnel rosters, and emergency call-out and pager files.Interacting with Computers: Operates 
a variety of computer-aided dispatch (CAD) systems and two-way radio communications equipment in the performance 
of work. Use a variety of word processing programs, database programs, email programs, specialty software, fax 
machines, scanners, printers, copier, multi-line phone systems. Use appropriate systems and software including but not 
limited to closed circuit television, monitoring equipment, audio recording systems, and detection systems.Updating and 
Using Relevant Knowledge: Obtains Tennessee Information Enforcement System (TIES) certification within first six 
months of employment and recertifies every two years. Keeps current with changes in policies and procedures, laws, 
regulations, guidelines, etc., and applies current knowledge. Maintains proficiency with current computer-aided 
dispatching (CAD) system.Establishing and Maintaining Interpersonal Relationships: Communicates politely and 
courteously with coworkers, supervisors, other business partners to ensure a positive and productive work 
environment. Maintains professional relationship with outside agencies to ensure cooperation and maintenance of legal 
user agreements.Communicating with Persons Outside Organization: Relay emergency information to law enforcement 
agencies and to all other individuals or groups requiring notification. Relay information and messages regarding non-
emergent situations to law enforcement agencies, and to all other individuals or groups requiring notification. Provides 
information to callers according to the caller's need, answers caller's questions, and refers the caller to other law 
enforcement or state agencies as needed. TWRA dispatchers interpret boating, fishing, hunting, and other wildlife 
regulations for callers.Interpreting the Meaning of Information for Others: Efficiently and effectively extracts 
information from callers with emphasis on obtaining only the details pertinent to the situation that prompted the call. 
Maintains liaison with language line to interpret for individuals experiencing language barriers.Performing 
Administrative Activities: Complete various logs and reports to inform coworkers, supervisors, and other shifts of daily 
activities. Enter personal time, leave and overtime requests into time and labor reporting system.Evaluating Information 
to Determine Compliance with Standards: Maintains familiarity with standard operating procedures and appropriate 
manuals that provide thorough knowledge of the policies and procedures ensuring compliance. Deals with sensitive 
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information in a discrete and confidential manner.Establishing and Maintaining Interpersonal Relationships: 
Communicates politely and courteously with coworkers, supervisors, other business partners to ensure a positive and 
productive work environment. Maintains professional relationship with outside agencies to ensure cooperation and 
maintenance of legal user agreements.Coaching and Developing Others: Provide mentoring to coworkers and other 
employees to facilitate development and job performance as required.Communicating with Supervisors, Peers, and 
Subordinates: Relay information and messages pertaining to emergent and non-emergent situations as needed to 
supervisors, peers, or subordinates. 
 
Competencies (KSA’s): 
Competencies: Composure Informing Written Communications Priority Setting Timely Decision Making Dealing with 
Ambiguity Technical Learning Learning on the Fly PatienceKnowledge: Public Safety and Security Telecommunications 
Customer and Personal ServiceSkills: Active Listening Judgment and Decision Making Writing Speaking Active Learning 
Service Orientation Time Management Coordination Operation and ControlAbilities: Oral Comprehension Written 
Expression Oral Expression Auditory Attention Time Sharing Memorization Written Comprehension Speech Recognition 
Speech Clarity Selective Attention Deductive Reasoning Wrist-Finger Speed 
 
Tools and Equipment Used: 
 Personal Computer, Multi-monitor Computer Computer Input and Output Devices Printer Copier Fax Machine 
Telephone Two-way Radio Closed-circuit Television 800 Megahertz (MHz) Radio VHF Base Radio Multi-Agency Mutual 
Aid Radio Computer-aided Design (CAD) Dispatch System Microsoft Office Software: Work, Excel, Access, Power Point, 
Outlook Exchange, One Note Tennessee Information Enforcement System (TIES) National Crime Information Center 
(NCIC) Software (TWRA): REAL Licensing, Active Outdoors, Citations, 3270 Criminal Justice Portal, ARC Explorer, Omnixx 
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075597 - COMMUNICATIONS SPECIALIST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3962 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in audio/video conferencing equipment, streaming media, voice and data networking and wireless 
communication equipment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree Graduation 
from an accredited college or university with an associate's degree in Information Technology may substitute for the 
required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in Information 
Technology may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
(Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) 
Substitution of Experience for Education: Professional-level experience in any one of the following areas may substitute 
for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: audio/video 
conferencing equipment, streaming media, voice and data networking and wireless communication equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for project-managing installations and/or support of communication 
equipment, software and services, evaluating and recommending various communication technology based products 
used in support of the communications infrastructure, collaborating with the agency management to discuss available 
solutions and opportunities for new or existing communication technologies and performs related work as required. 
Distinguishing Features: An employee in this class functions in capacity to project-manage installations and/or support 
of communication equipment, software and services, evaluates and recommends various communication technology 
based products used in support of the communications infrastructure and collaborates with the agency management to 
discuss available solutions and opportunities for new or existing communication technologies  This class differs from the 
Intermediate Communication Specialist in that incumbents of the latter performs as a working level.  This class differs 
from the Communication Specialist-Lead in that an incumbent of the latter performs at the lead or supervisory level.  
 
Work Activities: 
Training and Teaching Others: Provides customer training of devices and service features and functions.Updating and 
Using Relevant Knowledge: Keeps abreast of changes in industry practices and emerging communications technology by 
reviewing current literature, talking with colleagues, participating in educational programs, attending meetings or 
workshops, or participating in professional organizations or conferences.Getting Information: Retrieves data from the 
problem management database. Acquires data by receiving requests from agencies on the purchase of communication 
hardware, software or services.Monitor Processes, Materials, or Surroundings: Project-manages installations of 
communication equipment, software and services. Monitors and analyzes communication equipment performance 
using software applications. Monitors and administrates built-in redundancy and load balancing. Monitors and responds 
to communications related incidents received from an incident management system. Monitors incoming and outgoing 
audio communication sound feeds to ensure quality.Processing Information: Reviews, orders and approves 
communication hardware, software and service requests. Acquires approval for communication equipment, software 
and service request from appropriate authority. Verifies, invoices and reconciles customer and vendor billing for 
purchases for communication equipment, software and services. Reviews and approves agency communication 
requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards: Reviews 
requests from customers to verify accuracy and standards compliance.Analyzing Data or Information: Identifies 
parameters of the current and legacy communication systems. Assesses the scope for installing current and legacy 
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communications systems. Evaluates and recommends various communication technology based products used in 
support of the communications infrastructure. Performs capacity planning on video bridge and configure bridge.Making 
Decisions and Solving Problems: Installs, configures, troubleshoots and maintains communication hardware, software 
and services. Receives, updates and maintains inventory for communication equipment and software. Performs onsite 
inspections of communications installations. Assists in the planning, scheduling and logistics for equipment replacement 
or refresh. Provides user support by diagnosing network and device problems and implementing technical or procedural 
solutions. Diagnoses and resolves media system problems. Designs integrated digital network functions for media. 
Implements system renovation projects in collaboration with technical staff, engineering consultants, installers, and 
vendors.Interacting With Computers: Migrates core call admission and control functions for a fully-meshed, enterprise-
class hardware solution. Implements Internet Protocol (IP) telephony and drive network convergence.Communicating 
with Supervisors, Peers, or Subordinates: Establishes and maintains a business relationship with contract 
vendors.Communicating with Persons Outside Organization: Acts as a liaison between the state and vendor for day to 
day maintenance of contract issues. Coordinates with personnel and facilities management staff to install, remove, or 
relocate user connectivity equipment and devices. Communicates with vendors to obtain pricing and technical 
specifications for available hardware, software, or services. Coordinates with agencies the delivery and pickup of 
communication equipment. Works with vendor support and agency contacts to resolve technical problems with 
communication equipment, software or services. Maintains communication with customers during the problem 
resolution process. Responds to customer email or telephone inquiries regarding devices and customer service in a 
timely manner. Coordinates mass deployments of devices or services with vendor and agency. Coordinates catalog 
refresh and related changes with the assigned support team. Collaborates with the agency management to discuss 
available solutions and opportunities for new or existing communication technologies. Meets with agencies to consult 
on communication requirements.Establishing and Maintaining Interpersonal Relationships: Provides leadership by 
projecting a positive attitude, and providing learning incentives.Thinking Creatively: Provides cost of purchase and 
overall cost of ownership information.Handling and Moving Objects: Assigns assets tags and inventories communication 
equipment or software shipments.Controlling Machines and Processes: Activates wireless devices internally or by 
contacting service carrier vendors.Identifying Actions and Events: Obtains and previews programs prior to events in 
order to become familiar with the order and needs of pieces. Provides live, real time support for video bridge 
conferences.Documenting/Recording Information: Documents procedures for hardware and software installation and 
use. Documents technical specifications, justification and operating standards for communications equipment. 
Documents user support activity, such as system problems, corrective actions, resolution status, and completed 
equipment installations in the incident management log system. Develops a bill of materials, listing all equipment and 
services needed for the project. Documents and maintains records for communication surplus, purchases, warranty, and 
reflection of current inventory locations, such as initial delivery, pickup, redistribution, and reassignment. Creates 
monthly data usage reports for agencies and management. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Self-Development Customer Focus Functional/Technical Competency                   
Business Acumen               Creativity                           Learning on the Fly                           Problem Solving                 
Presentation Skills              Peer Relationship               Knowledge: Knowledge of communication technology deployment 
Knowledge of computers electronics                 Knowledge of Engineering and Technology Knowledge of digital 
communication technology                          Knowledge of communication technology configuration                Knowledge of 
communication technology installation Knowledge of telecommunications Knowledge of Customer and Personal 
Services                Knowledge of Purchasing Procedures               Knowledge of Invoicing Procedures                  Knowledge 
of audio visual technology                            Knowledge of wireless communication technology                        Knowledge of 
project management concepts                   Knowledge of communication and media                        Knowledge of 
communication software applications                      Knowledge of communication redundancy                     Knowledge of 
communication load balancing                Skills: Active Learning                  Active Listening   Troubleshooting                 
Service Orientation                            Equipment Maintenance                    Installation                         Time Management              
Complex Problem Solving                 Systems Analysis                Systems Evaluation            Abilities: Deductive Reasoning                        
Problem Sensitivity                           Time Sharing                      Written Comprehension                    Written Expression Oral 
Expression Inductive Reasoning                          Oral Comprehension                          Perceptual Speed                 Extent 
Flexibility                Static Strength 
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Tools and Equipment Used: 
 Personal Computer Laptop Telephone Fax Machine Printer Video Camera 
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075597 - COMMUNICATIONS SPECIALIST-ADV 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3963 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in audio/video conferencing equipment, streaming media, voice and data networking and wireless 
communication equipment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree Graduation 
from an accredited college or university with an associate's degree in Information Technology may substitute for the 
required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in Information 
Technology may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
(Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) 
Substitution of Experience for Education: Professional-level experience in any one of the following areas may substitute 
for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: audio/video 
conferencing equipment, streaming media, voice and data networking and wireless communication equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for project-managing installations and/or support of communication 
equipment, software and services, evaluating and recommending various communication technology based products 
used in support of the communications infrastructure, collaborating with the agency management to discuss available 
solutions and opportunities for new or existing communication technologies and performs related work as required. 
Distinguishing Features: An employee in this class functions in capacity to project-manage installations and/or support 
of communication equipment, software and services, evaluates and recommends various communication technology 
based products used in support of the communications infrastructure and collaborates with the agency management to 
discuss available solutions and opportunities for new or existing communication technologies  This class differs from the 
Intermediate Communication Specialist in that incumbents of the latter performs as a working level.  This class differs 
from the Communication Specialist-Lead in that an incumbent of the latter performs at the lead or supervisory level.  
 
Work Activities: 
Training and Teaching Others: Provides customer training of devices and service features and functions.Updating and 
Using Relevant Knowledge: Keeps abreast of changes in industry practices and emerging communications technology by 
reviewing current literature, talking with colleagues, participating in educational programs, attending meetings or 
workshops, or participating in professional organizations or conferences.Getting Information: Retrieves data from the 
problem management database. Acquires data by receiving requests from agencies on the purchase of communication 
hardware, software or services.Monitor Processes, Materials, or Surroundings: Project-manages installations of 
communication equipment, software and services. Monitors and analyzes communication equipment performance 
using software applications. Monitors and administrates built-in redundancy and load balancing. Monitors and responds 
to communications related incidents received from an incident management system. Monitors incoming and outgoing 
audio communication sound feeds to ensure quality.Processing Information: Reviews, orders and approves 
communication hardware, software and service requests. Acquires approval for communication equipment, software 
and service request from appropriate authority. Verifies, invoices and reconciles customer and vendor billing for 
purchases for communication equipment, software and services. Reviews and approves agency communication 
requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards: Reviews 
requests from customers to verify accuracy and standards compliance.Analyzing Data or Information: Identifies 
parameters of the current and legacy communication systems. Assesses the scope for installing current and legacy 
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communications systems. Evaluates and recommends various communication technology based products used in 
support of the communications infrastructure. Performs capacity planning on video bridge and configure bridge.Making 
Decisions and Solving Problems: Installs, configures, troubleshoots and maintains communication hardware, software 
and services. Receives, updates and maintains inventory for communication equipment and software. Performs onsite 
inspections of communications installations. Assists in the planning, scheduling and logistics for equipment replacement 
or refresh. Provides user support by diagnosing network and device problems and implementing technical or procedural 
solutions. Diagnoses and resolves media system problems. Designs integrated digital network functions for media. 
Implements system renovation projects in collaboration with technical staff, engineering consultants, installers, and 
vendors.Interacting With Computers: Migrates core call admission and control functions for a fully-meshed, enterprise-
class hardware solution. Implements Internet Protocol (IP) telephony and drive network convergence.Communicating 
with Supervisors, Peers, or Subordinates: Establishes and maintains a business relationship with contract 
vendors.Communicating with Persons Outside Organization: Acts as a liaison between the state and vendor for day to 
day maintenance of contract issues. Coordinates with personnel and facilities management staff to install, remove, or 
relocate user connectivity equipment and devices. Communicates with vendors to obtain pricing and technical 
specifications for available hardware, software, or services. Coordinates with agencies the delivery and pickup of 
communication equipment. Works with vendor support and agency contacts to resolve technical problems with 
communication equipment, software or services. Maintains communication with customers during the problem 
resolution process. Responds to customer email or telephone inquiries regarding devices and customer service in a 
timely manner. Coordinates mass deployments of devices or services with vendor and agency. Coordinates catalog 
refresh and related changes with the assigned support team. Collaborates with the agency management to discuss 
available solutions and opportunities for new or existing communication technologies. Meets with agencies to consult 
on communication requirements.Establishing and Maintaining Interpersonal Relationships: Provides leadership by 
projecting a positive attitude, and providing learning incentives.Thinking Creatively: Provides cost of purchase and 
overall cost of ownership information.Handling and Moving Objects: Assigns assets tags and inventories communication 
equipment or software shipments.Controlling Machines and Processes: Activates wireless devices internally or by 
contacting service carrier vendors.Identifying Actions and Events: Obtains and previews programs prior to events in 
order to become familiar with the order and needs of pieces. Provides live, real time support for video bridge 
conferences.Documenting/Recording Information: Documents procedures for hardware and software installation and 
use. Documents technical specifications, justification and operating standards for communications equipment. 
Documents user support activity, such as system problems, corrective actions, resolution status, and completed 
equipment installations in the incident management log system. Develops a bill of materials, listing all equipment and 
services needed for the project. Documents and maintains records for communication surplus, purchases, warranty, and 
reflection of current inventory locations, such as initial delivery, pickup, redistribution, and reassignment. Creates 
monthly data usage reports for agencies and management. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Self-Development Customer Focus Functional/Technical Competency                   
Business Acumen               Creativity                           Learning on the Fly                           Problem Solving                 
Presentation Skills              Peer Relationship               Knowledge: Knowledge of communication technology deployment 
Knowledge of computers electronics                 Knowledge of Engineering and Technology Knowledge of digital 
communication technology                          Knowledge of communication technology configuration                Knowledge of 
communication technology installation Knowledge of telecommunications Knowledge of Customer and Personal 
Services                Knowledge of Purchasing Procedures               Knowledge of Invoicing Procedures                  Knowledge 
of audio visual technology                            Knowledge of wireless communication technology                        Knowledge of 
project management concepts                   Knowledge of communication and media                        Knowledge of 
communication software applications                      Knowledge of communication redundancy                     Knowledge of 
communication load balancing                Skills: Active Learning                  Active Listening   Troubleshooting                 
Service Orientation                            Equipment Maintenance                    Installation                         Time Management              
Complex Problem Solving                 Systems Analysis                Systems Evaluation            Abilities: Deductive Reasoning                        
Problem Sensitivity                           Time Sharing                      Written Comprehension                    Written Expression Oral 
Expression Inductive Reasoning                          Oral Comprehension                          Perceptual Speed                 Extent 
Flexibility                Static Strength 
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Tools and Equipment Used: 
 Personal Computer Laptop Telephone Fax Machine Printer Video Camera 
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075597 - COMMUNICATIONS SPECIALIST-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3964 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in audio/video conferencing equipment, streaming media, voice and data networking and wireless 
communication equipment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree Graduation 
from an accredited college or university with an associate's degree in Information Technology may substitute for the 
required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in Information 
Technology may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
(Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) 
Substitution of Experience for Education: Professional-level experience in any one of the following areas may substitute 
for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: audio/video 
conferencing equipment, streaming media, voice and data networking and wireless communication equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for project-managing installations and/or support of communication 
equipment, software and services, evaluating and recommending various communication technology based products 
used in support of the communications infrastructure, collaborating with the agency management to discuss available 
solutions and opportunities for new or existing communication technologies and performs related work as required. 
Distinguishing Features: An employee in this class functions in capacity to project-manage installations and/or support 
of communication equipment, software and services, evaluates and recommends various communication technology 
based products used in support of the communications infrastructure and collaborates with the agency management to 
discuss available solutions and opportunities for new or existing communication technologies  This class differs from the 
Intermediate Communication Specialist in that incumbents of the latter performs as a working level.  This class differs 
from the Communication Specialist-Lead in that an incumbent of the latter performs at the lead or supervisory level.  
 
Work Activities: 
Training and Teaching Others: Provides customer training of devices and service features and functions.Updating and 
Using Relevant Knowledge: Keeps abreast of changes in industry practices and emerging communications technology by 
reviewing current literature, talking with colleagues, participating in educational programs, attending meetings or 
workshops, or participating in professional organizations or conferences.Getting Information: Retrieves data from the 
problem management database. Acquires data by receiving requests from agencies on the purchase of communication 
hardware, software or services.Monitor Processes, Materials, or Surroundings: Project-manages installations of 
communication equipment, software and services. Monitors and analyzes communication equipment performance 
using software applications. Monitors and administrates built-in redundancy and load balancing. Monitors and responds 
to communications related incidents received from an incident management system. Monitors incoming and outgoing 
audio communication sound feeds to ensure quality.Processing Information: Reviews, orders and approves 
communication hardware, software and service requests. Acquires approval for communication equipment, software 
and service request from appropriate authority. Verifies, invoices and reconciles customer and vendor billing for 
purchases for communication equipment, software and services. Reviews and approves agency communication 
requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards: Reviews 
requests from customers to verify accuracy and standards compliance.Analyzing Data or Information: Identifies 
parameters of the current and legacy communication systems. Assesses the scope for installing current and legacy 



 TN Job Classification Specifications  
September 22, 2020 

communications systems. Evaluates and recommends various communication technology based products used in 
support of the communications infrastructure. Performs capacity planning on video bridge and configure bridge.Making 
Decisions and Solving Problems: Installs, configures, troubleshoots and maintains communication hardware, software 
and services. Receives, updates and maintains inventory for communication equipment and software. Performs onsite 
inspections of communications installations. Assists in the planning, scheduling and logistics for equipment replacement 
or refresh. Provides user support by diagnosing network and device problems and implementing technical or procedural 
solutions. Diagnoses and resolves media system problems. Designs integrated digital network functions for media. 
Implements system renovation projects in collaboration with technical staff, engineering consultants, installers, and 
vendors.Interacting With Computers: Migrates core call admission and control functions for a fully-meshed, enterprise-
class hardware solution. Implements Internet Protocol (IP) telephony and drive network convergence.Communicating 
with Supervisors, Peers, or Subordinates: Establishes and maintains a business relationship with contract 
vendors.Communicating with Persons Outside Organization: Acts as a liaison between the state and vendor for day to 
day maintenance of contract issues. Coordinates with personnel and facilities management staff to install, remove, or 
relocate user connectivity equipment and devices. Communicates with vendors to obtain pricing and technical 
specifications for available hardware, software, or services. Coordinates with agencies the delivery and pickup of 
communication equipment. Works with vendor support and agency contacts to resolve technical problems with 
communication equipment, software or services. Maintains communication with customers during the problem 
resolution process. Responds to customer email or telephone inquiries regarding devices and customer service in a 
timely manner. Coordinates mass deployments of devices or services with vendor and agency. Coordinates catalog 
refresh and related changes with the assigned support team. Collaborates with the agency management to discuss 
available solutions and opportunities for new or existing communication technologies. Meets with agencies to consult 
on communication requirements.Establishing and Maintaining Interpersonal Relationships: Provides leadership by 
projecting a positive attitude, and providing learning incentives.Thinking Creatively: Provides cost of purchase and 
overall cost of ownership information.Handling and Moving Objects: Assigns assets tags and inventories communication 
equipment or software shipments.Controlling Machines and Processes: Activates wireless devices internally or by 
contacting service carrier vendors.Identifying Actions and Events: Obtains and previews programs prior to events in 
order to become familiar with the order and needs of pieces. Provides live, real time support for video bridge 
conferences.Documenting/Recording Information: Documents procedures for hardware and software installation and 
use. Documents technical specifications, justification and operating standards for communications equipment. 
Documents user support activity, such as system problems, corrective actions, resolution status, and completed 
equipment installations in the incident management log system. Develops a bill of materials, listing all equipment and 
services needed for the project. Documents and maintains records for communication surplus, purchases, warranty, and 
reflection of current inventory locations, such as initial delivery, pickup, redistribution, and reassignment. Creates 
monthly data usage reports for agencies and management. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Self-Development Customer Focus Functional/Technical Competency                   
Business Acumen               Creativity                           Learning on the Fly                           Problem Solving                 
Presentation Skills              Peer Relationship               Knowledge: Knowledge of communication technology deployment 
Knowledge of computers electronics                 Knowledge of Engineering and Technology Knowledge of digital 
communication technology                          Knowledge of communication technology configuration                Knowledge of 
communication technology installation Knowledge of telecommunications Knowledge of Customer and Personal 
Services                Knowledge of Purchasing Procedures               Knowledge of Invoicing Procedures                  Knowledge 
of audio visual technology                            Knowledge of wireless communication technology                        Knowledge of 
project management concepts                   Knowledge of communication and media                        Knowledge of 
communication software applications                      Knowledge of communication redundancy                     Knowledge of 
communication load balancing                Skills: Active Learning                  Active Listening   Troubleshooting                 
Service Orientation                            Equipment Maintenance                    Installation                         Time Management              
Complex Problem Solving                 Systems Analysis                Systems Evaluation            Abilities: Deductive Reasoning                        
Problem Sensitivity                           Time Sharing                      Written Comprehension                    Written Expression Oral 
Expression Inductive Reasoning                          Oral Comprehension                          Perceptual Speed                 Extent 
Flexibility                Static Strength 



 TN Job Classification Specifications  
September 22, 2020 

 
Tools and Equipment Used: 
 Personal Computer Laptop Telephone Fax Machine Printer Video Camera 
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075596 - COMMUNICATIONS SPECIALIST-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3960 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any of the following areas: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree Graduation from an accredited college or university with an associate’s degree in Information 
Technology may substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is 
equivalent to one year of experience.) Substitution of Experience for the Specific Associate’s Degree: Professional-level 
experience in any one of the following areas may substitute for the required Associate’s degree on a year-for-year basis 
to a maximum substitution of two years: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. OR ,One year of experience as an Information Systems Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, responsibilities include:  installations, configurations, troubleshooting and 
maintenance of communication hardware, software and services and performs related work as required. Distinguishing 
Features: This is the entry-level class in the Communication Specialist sub-series. An employee in this class functions in a 
working capacity in installations, configurations, troubleshooting, and maintenance of communication hardware, 
software and services. This class is flexibly staffed with and differs from Information Systems Associate, in that an 
incumbent of the latter learns to install, configure, troubleshoot, and maintain communication hardware, software and 
services. This class differs from the Communication Specialist-Advanced in that an incumbent of the latter performs 
advanced level communication support. 
 
Work Activities: 
Getting Information:    Retrieves data from the problem management database.    Acquires data by receiving requests 
from agencies on the purchase of communication hardware, software or services.Updating and Using Relevant 
Knowledge:    Keeps abreast of changes in industry practices and emerging communications technology by reviewing 
current literature, talking with colleagues, participating in educational programs, attending meetings or workshops, or 
participating in professional organizations or conferences.Documenting/Recording Information:    Documents 
procedures for hardware and software installation and use.    Documents technical specifications, justification and 
operating standards for communications equipment.     Documents user support activity, such as system problems, 
corrective actions, resolution status, and completed equipment installations in the incident management log system.    
Develops a bill of materials, listing all equipment and services needed for the project.    Documents and maintains 
records for communication surplus, purchases, warranty, and reflection of current inventory locations, such as initial 
delivery, pickup, redistribution, and reassignment.Monitor Processes, Materials, or Surroundings:    Monitors and 
responds to communications related incidents received from an incident management system.    Monitors incoming and 
outgoing audio communication sound feeds to ensure quality.Processing Information:    Reviews, orders and approves 
communication hardware, software and service requests.    Acquires approval for communication equipment, software 
and service requests from appropriate authority.    Verifies invoices and reconciles customer and vendor billing for 
purchases of communication equipment, software and services.    Reviews and approves agency communication 
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requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards:    Reviews 
request from customer to verify accuracy and standards compliance.Analyzing Data or Information:    Identifies 
parameters of the current and legacy communication systems.    Assesses the scope for installing current and legacy 
communications systems.Making Decisions and Solving Problems:    Installs, configures, troubleshoots and maintains 
communication hardware, software and services.    Receives, updates and maintains inventory for communication 
equipment and software.    Performs onsite inspections of communications installations.    Assists in the planning, 
scheduling and logistics for equipment replacement or refresh.    Provides user support by diagnosing network and 
device problems and implementing technical or procedural solutions.    Diagnoses and resolves media system 
problems.Thinking Creatively:    Provides cost of purchase and overall cost of ownership information.Handling and 
Moving Objects:    Assigns assets tags and inventories communication equipment or software shipments.Controlling 
Machines and Processes:    Activates wireless devices internally or by contacting service carrier vendors.Communicating 
with Persons Outside Organization:    Acts as a liaison between the state and vendor for day to day maintenance of 
contract issues.    Coordinates with personnel and facilities management staff to install, remove, or relocate user 
connectivity equipment and devices.    Communicates with vendors to obtain pricing and technical specifications for 
available hardware, software, or services.    Coordinates with agencies the delivery and pickup of communication 
equipment.    Works with vendor support and agency contacts to resolve technical problems with communication 
equipment, software or services.    Maintains communication with customers during the problem resolution process.    
Responds to customer email or telephone inquiries regarding devices and customer service in a timely 
manner.Establishing and Maintaining Interpersonal Relationships:    Provides leadership by projecting a positive attitude, 
and providing learning incentives.Identifying Actions and Events:    Obtains and previews programs prior to events to 
become familiar with the order and needs of participants.    Provides live, real time support for video bridge 
conferences.  
 
Competencies (KSA’s): 
Competencies:    Self-Development    Learning on the Fly                         Problem Solving               Functional/Technical 
Competency                                Business Acumen                           Creativity                         Technical Learning                         
Presentation Skills                           Customer Focus                              Peer Relationship                        Knowledge:    
Knowledge of computers electronics    Knowledge of telecommunications    Knowledge of wireless communication 
technology       Knowledge of communication technology configuration                            Knowledge of communication 
technology installation                 Knowledge of Customer and Personal Services                            Knowledge of Purchasing 
Procedures                            Knowledge of Invoicing Procedures                              Knowledge of audio visual technology                          
Knowledge of digital communication technology                        Knowledge of project management concepts                               
Knowledge of communication and media                 Skills:    Active Learning                              Active Listening                             
Troubleshooting    Service Orientation                         Equipment Maintenance                                Installation                       
Time Management                      Abilities:    Inductive Reasoning                        Oral Expression                               Problem 
Sensitivity                         Time Sharing                    Written Comprehension                                 Written Expression                          
Extent Flexibility                            Static Strength                 Perceptual Speed               Oral Comprehension         Deductive 
Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Telephone    Fax Machine    Printer    Video Camera 
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075596 - COMMUNICATIONS SPECIALIST-INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3961 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any of the following areas: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree Graduation from an accredited college or university with an associate’s degree in Information 
Technology may substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is 
equivalent to one year of experience.) Substitution of Experience for the Specific Associate’s Degree: Professional-level 
experience in any one of the following areas may substitute for the required Associate’s degree on a year-for-year basis 
to a maximum substitution of two years: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. OR ,One year of experience as an Information Systems Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, responsibilities include:  installations, configurations, troubleshooting and 
maintenance of communication hardware, software and services and performs related work as required. Distinguishing 
Features: This is the entry-level class in the Communication Specialist sub-series. An employee in this class functions in a 
working capacity in installations, configurations, troubleshooting, and maintenance of communication hardware, 
software and services. This class is flexibly staffed with and differs from Information Systems Associate, in that an 
incumbent of the latter learns to install, configure, troubleshoot, and maintain communication hardware, software and 
services. This class differs from the Communication Specialist-Advanced in that an incumbent of the latter performs 
advanced level communication support. 
 
Work Activities: 
Getting Information:    Retrieves data from the problem management database.    Acquires data by receiving requests 
from agencies on the purchase of communication hardware, software or services.Updating and Using Relevant 
Knowledge:    Keeps abreast of changes in industry practices and emerging communications technology by reviewing 
current literature, talking with colleagues, participating in educational programs, attending meetings or workshops, or 
participating in professional organizations or conferences.Documenting/Recording Information:    Documents 
procedures for hardware and software installation and use.    Documents technical specifications, justification and 
operating standards for communications equipment.     Documents user support activity, such as system problems, 
corrective actions, resolution status, and completed equipment installations in the incident management log system.    
Develops a bill of materials, listing all equipment and services needed for the project.    Documents and maintains 
records for communication surplus, purchases, warranty, and reflection of current inventory locations, such as initial 
delivery, pickup, redistribution, and reassignment.Monitor Processes, Materials, or Surroundings:    Monitors and 
responds to communications related incidents received from an incident management system.    Monitors incoming and 
outgoing audio communication sound feeds to ensure quality.Processing Information:    Reviews, orders and approves 
communication hardware, software and service requests.    Acquires approval for communication equipment, software 
and service requests from appropriate authority.    Verifies invoices and reconciles customer and vendor billing for 
purchases of communication equipment, software and services.    Reviews and approves agency communication 
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requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards:    Reviews 
request from customer to verify accuracy and standards compliance.Analyzing Data or Information:    Identifies 
parameters of the current and legacy communication systems.    Assesses the scope for installing current and legacy 
communications systems.Making Decisions and Solving Problems:    Installs, configures, troubleshoots and maintains 
communication hardware, software and services.    Receives, updates and maintains inventory for communication 
equipment and software.    Performs onsite inspections of communications installations.    Assists in the planning, 
scheduling and logistics for equipment replacement or refresh.    Provides user support by diagnosing network and 
device problems and implementing technical or procedural solutions.    Diagnoses and resolves media system 
problems.Thinking Creatively:    Provides cost of purchase and overall cost of ownership information.Handling and 
Moving Objects:    Assigns assets tags and inventories communication equipment or software shipments.Controlling 
Machines and Processes:    Activates wireless devices internally or by contacting service carrier vendors.Communicating 
with Persons Outside Organization:    Acts as a liaison between the state and vendor for day to day maintenance of 
contract issues.    Coordinates with personnel and facilities management staff to install, remove, or relocate user 
connectivity equipment and devices.    Communicates with vendors to obtain pricing and technical specifications for 
available hardware, software, or services.    Coordinates with agencies the delivery and pickup of communication 
equipment.    Works with vendor support and agency contacts to resolve technical problems with communication 
equipment, software or services.    Maintains communication with customers during the problem resolution process.    
Responds to customer email or telephone inquiries regarding devices and customer service in a timely 
manner.Establishing and Maintaining Interpersonal Relationships:    Provides leadership by projecting a positive attitude, 
and providing learning incentives.Identifying Actions and Events:    Obtains and previews programs prior to events to 
become familiar with the order and needs of participants.    Provides live, real time support for video bridge 
conferences.  
 
Competencies (KSA’s): 
Competencies:    Self-Development    Learning on the Fly                         Problem Solving               Functional/Technical 
Competency                                Business Acumen                           Creativity                         Technical Learning                         
Presentation Skills                           Customer Focus                              Peer Relationship                        Knowledge:    
Knowledge of computers electronics    Knowledge of telecommunications    Knowledge of wireless communication 
technology       Knowledge of communication technology configuration                            Knowledge of communication 
technology installation                 Knowledge of Customer and Personal Services                            Knowledge of Purchasing 
Procedures                            Knowledge of Invoicing Procedures                              Knowledge of audio visual technology                          
Knowledge of digital communication technology                        Knowledge of project management concepts                               
Knowledge of communication and media                 Skills:    Active Learning                              Active Listening                             
Troubleshooting    Service Orientation                         Equipment Maintenance                                Installation                       
Time Management                      Abilities:    Inductive Reasoning                        Oral Expression                               Problem 
Sensitivity                         Time Sharing                    Written Comprehension                                 Written Expression                          
Extent Flexibility                            Static Strength                 Perceptual Speed               Oral Comprehension         Deductive 
Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Telephone    Fax Machine    Printer    Video Camera 
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075502 - COMMUNICATIONS SYS ANALYST 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  5127 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any of the following areas: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree Graduation from an accredited college or university with an associate’s degree in Information 
Technology may substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is 
equivalent to one year of experience.) Substitution of Experience for the Specific Associate’s Degree: Professional-level 
experience in any one of the following areas may substitute for the required Associate’s degree on a year-for-year basis 
to a maximum substitution of two years: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. OR One year of experience as an Information Systems Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, responsibilities include: installations, configurations, troubleshooting and 
maintenance of communication hardware, software and services and performs related work as required. Distinguishing 
Features: This is the working-level class in the Communication Systems Analyst sub-series. An employee in this class 
functions in a working capacity in installations, configurations, troubleshooting, and maintenance of communication 
hardware, software and services. This class is flexibly staffed with and differs from Information Systems Associate, in 
that an incumbent of the latter learns to install, configure, troubleshoot, and maintain communication hardware, 
software and services. This class differs from the Communication Systems Analyst 3 in that an incumbent of the latter 
performs advanced level communication support. 
 
Work Activities: 
"Getting Information:    Retrieve data from the problem management database.    Acquire data by receiving requests 
from agencies on the purchase of communication hardware, software or services.Updating and Using Relevant 
Knowledge:    Keep abreast of changes in industry practices and emerging communications technology by reviewing 
current literature, talking with colleagues, participating in educational programs, attending meetings or workshops, or 
participating in professional organizations or conferences.Documenting/Recording Information:    Documents 
procedures for hardware and software installation and use.    Documents technical specifications, justification and 
operating standards for communications equipment.     Documents user support activity, such as system problems, 
corrective actions, resolution status, and completed equipment installations in the incident management log system.    
Develops a bill of materials, listing all equipment and services needed for the project.    Documents and maintains 
records for communication surplus, purchases, warranty, and reflection of current inventory locations, such as initial 
delivery, pickup, redistribution, and reassignment.Monitor Processes, Materials, or Surroundings:    Monitors and 
responds to communications related incidents received from an incident management system.    Monitor incoming and 
outgoing audio communication sound feeds to ensure quality.Processing Information:    Reviews, orders and approves 
communication hardware, software and service requests.    Acquire approval for communication equipment, software 
and service requests from appropriate authority.    Verifies invoices and reconciles customer and vendor billing for 
purchases of communication equipment, software and services.    Reviews and approves agency communication 
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requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards:    Reviews 
request from customer to verify accuracy and standards compliance.Analyzing Data or Information:    Identify 
parameters of the current and legacy communication systems.    Assesses the scope for installing current and legacy 
communications systems.Making Decisions and Solving Problems:    Installs, configures, troubleshoots and maintains 
communication hardware, software and services.    Receives, updates and maintains inventory for communication 
equipment and software.    Perform onsite inspections of communications installations.    Assist in the planning, 
scheduling and logistics for equipment replacement or refresh.    Provide user support by diagnosing network and device 
problems and implementing technical or procedural solutions.    Diagnoses and resolves media system 
problems.Thinking Creatively:    Provide cost of purchase and overall cost of ownership information.Handling and 
Moving Objects:    Assign assets tags and inventories communication equipment or software shipments.Controlling 
Machines and Processes:    Activate Wireless Device and service carrier by activating the device internally or contacting 
vendor to activate the device. Communicating with Persons Outside Organization:    Acts as a liaison between the state 
and vendor for day to day maintenance of contract issues.    Coordinates with personnel and facilities management staff 
to install, remove, or relocate user connectivity equipment and devices.    Communicate with vendors to obtain pricing 
and technical specifications for available hardware, software, or services.    Coordinate with agencies the delivery and 
pickup of communication equipment.    Work with vendor support and agency contacts to resolve technical problems 
with communication equipment, software or services.    Maintain communication with customers during the problem 
resolution process.    Respond to customer email or telephone inquiries regarding devices and customer service in a 
timely manner.Establishing and Maintaining Interpersonal Relationships:    Provide leadership by projecting a positive 
attitude, and providing learning incentives.Identifying Actions and Events:    Obtains and previews programs prior to 
events to become familiar with the order and needs of participants.    Provide live, real time support for video bridge 
conferences." 
 
Competencies (KSA’s): 
Competencies:    Self-Development    Learning on the Fly                 Problem Solving          Functional/Technical 
Competency                    Business Acumen                    Creativity                   Technical Learning                  Presentation Skills                  
Customer Focus                      Peer Relationship                Knowledge:    Knowledge of Computers Electronics    Knowledge 
of Telecommunications    Knowledge of Wireless Communication Technology     Knowledge of Communication 
Technology Configuration                      Knowledge of Communication Technology Installation             Knowledge of 
Customer and Personal Services                        Knowledge of Purchasing Procedures                           Knowledge of Invoicing 
Procedures                 Knowledge of Audio Visual Technology                         Knowledge of Digital Communication 
Technology                     Knowledge of Project Management Concepts                           Knowledge of Communication and 
Media                 Skills:    Active Learning                       Active Listening                       Troubleshooting    Service Orientation                 
Equipment Maintenance                      Installation                 Time Management              Abilities:    Inductive Reasoning                            
Oral Expression                       Problem Sensitivity                 Time Sharing                          Written Comprehension                      
Written Expression                  Extent Flexibility                     Static Strength            Perceptual Speed        Oral 
Comprehension               Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Telephone    Fax Machine    Printer    Video Camera 
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075502 - COMMUNICATIONS SYS ANALYST 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5128 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any of the following areas: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree Graduation from an accredited college or university with an associate’s degree in Information 
Technology may substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is 
equivalent to one year of experience.) Substitution of Experience for the Specific Associate’s Degree: Professional-level 
experience in any one of the following areas may substitute for the required Associate’s degree on a year-for-year basis 
to a maximum substitution of two years: audio/video conferencing equipment, streaming media, voice and data 
networking and wireless communication equipment. OR One year of experience as an Information Systems Associate, 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, responsibilities include: installations, configurations, troubleshooting and 
maintenance of communication hardware, software and services and performs related work as required. Distinguishing 
Features: This is the working-level class in the Communication Systems Analyst sub-series. An employee in this class 
functions in a working capacity in installations, configurations, troubleshooting, and maintenance of communication 
hardware, software and services. This class is flexibly staffed with and differs from Information Systems Associate, in 
that an incumbent of the latter learns to install, configure, troubleshoot, and maintain communication hardware, 
software and services. This class differs from the Communication Systems Analyst 3 in that an incumbent of the latter 
performs advanced level communication support. 
 
Work Activities: 
"Getting Information:    Retrieve data from the problem management database.    Acquire data by receiving requests 
from agencies on the purchase of communication hardware, software or services.Updating and Using Relevant 
Knowledge:    Keep abreast of changes in industry practices and emerging communications technology by reviewing 
current literature, talking with colleagues, participating in educational programs, attending meetings or workshops, or 
participating in professional organizations or conferences.Documenting/Recording Information:    Documents 
procedures for hardware and software installation and use.    Documents technical specifications, justification and 
operating standards for communications equipment.     Documents user support activity, such as system problems, 
corrective actions, resolution status, and completed equipment installations in the incident management log system.    
Develops a bill of materials, listing all equipment and services needed for the project.    Documents and maintains 
records for communication surplus, purchases, warranty, and reflection of current inventory locations, such as initial 
delivery, pickup, redistribution, and reassignment.Monitor Processes, Materials, or Surroundings:    Monitors and 
responds to communications related incidents received from an incident management system.    Monitor incoming and 
outgoing audio communication sound feeds to ensure quality.Processing Information:    Reviews, orders and approves 
communication hardware, software and service requests.    Acquire approval for communication equipment, software 
and service requests from appropriate authority.    Verifies invoices and reconciles customer and vendor billing for 
purchases of communication equipment, software and services.    Reviews and approves agency communication 
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requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards:    Reviews 
request from customer to verify accuracy and standards compliance.Analyzing Data or Information:    Identify 
parameters of the current and legacy communication systems.    Assesses the scope for installing current and legacy 
communications systems.Making Decisions and Solving Problems:    Installs, configures, troubleshoots and maintains 
communication hardware, software and services.    Receives, updates and maintains inventory for communication 
equipment and software.    Perform onsite inspections of communications installations.    Assist in the planning, 
scheduling and logistics for equipment replacement or refresh.    Provide user support by diagnosing network and device 
problems and implementing technical or procedural solutions.    Diagnoses and resolves media system 
problems.Thinking Creatively:    Provide cost of purchase and overall cost of ownership information.Handling and 
Moving Objects:    Assign assets tags and inventories communication equipment or software shipments.Controlling 
Machines and Processes:    Activate Wireless Device and service carrier by activating the device internally or contacting 
vendor to activate the device. Communicating with Persons Outside Organization:    Acts as a liaison between the state 
and vendor for day to day maintenance of contract issues.    Coordinates with personnel and facilities management staff 
to install, remove, or relocate user connectivity equipment and devices.    Communicate with vendors to obtain pricing 
and technical specifications for available hardware, software, or services.    Coordinate with agencies the delivery and 
pickup of communication equipment.    Work with vendor support and agency contacts to resolve technical problems 
with communication equipment, software or services.    Maintain communication with customers during the problem 
resolution process.    Respond to customer email or telephone inquiries regarding devices and customer service in a 
timely manner.Establishing and Maintaining Interpersonal Relationships:    Provide leadership by projecting a positive 
attitude, and providing learning incentives.Identifying Actions and Events:    Obtains and previews programs prior to 
events to become familiar with the order and needs of participants.    Provide live, real time support for video bridge 
conferences." 
 
Competencies (KSA’s): 
Competencies:    Self-Development    Learning on the Fly                 Problem Solving          Functional/Technical 
Competency                    Business Acumen                    Creativity                   Technical Learning                  Presentation Skills                  
Customer Focus                      Peer Relationship                Knowledge:    Knowledge of Computers Electronics    Knowledge 
of Telecommunications    Knowledge of Wireless Communication Technology     Knowledge of Communication 
Technology Configuration                      Knowledge of Communication Technology Installation             Knowledge of 
Customer and Personal Services                        Knowledge of Purchasing Procedures                           Knowledge of Invoicing 
Procedures                 Knowledge of Audio Visual Technology                         Knowledge of Digital Communication 
Technology                     Knowledge of Project Management Concepts                           Knowledge of Communication and 
Media                 Skills:    Active Learning                       Active Listening                       Troubleshooting    Service Orientation                 
Equipment Maintenance                      Installation                 Time Management              Abilities:    Inductive Reasoning                            
Oral Expression                       Problem Sensitivity                 Time Sharing                          Written Comprehension                      
Written Expression                  Extent Flexibility                     Static Strength            Perceptual Speed        Oral 
Comprehension               Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Telephone    Fax Machine    Printer    Video Camera 
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075504 - COMMUNICATIONS SYS ANALYST 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5130 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in audio/video conferencing equipment, streaming media, voice and data networking and wireless 
communication equipment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree Graduation 
from an accredited college or university with an associate’s degree in Information Technology may substitute for the 
required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in Information 
Technology may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
(Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) 
Substitution of Experience for the Specific Associate's Degree: Professional-level experience in any one of the following 
areas may substitute for the required Associate’s degree on a year-for-year basis to a maximum substitution of two 
years: audio/video conferencing equipment, streaming media, voice and data networking and wireless communication 
equipment." 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading installations, configurations, troubleshooting, and 
maintenance of communication hardware, software and services and performs related work as required. Distinguishing 
Features: This is the lead working level class in the Communication Systems Analyst sub-series. An employee in this class 
functions in a lead capacity to assist in evaluating vendors and contractors’ performance and technical abilities and 
identifies and develops communication requirements for the facilities needed by the user. This class differs from the 
Communication Systems Analyst 3 in that an incumbent of the latter performs advanced level communication support. 
 
Work Activities: 
"Getting Information:     Retrieve data from the problem management database.    Acquire data by receiving requests 
from agencies on the purchase of communication hardware, software or services.Thinking Creatively:    Provide cost of 
purchase and overall cost of ownership information.Updating and Using Relevant Knowledge:    Keep abreast of changes 
in industry practices and emerging communications technology by reviewing current literature, talking with colleagues, 
participating in educational programs, attending meetings or workshops, or participating in professional organizations or 
conferences.    Contribute to departmental productivity and development objectives by participating in training 
programs.    Meets with IT staff, attends webinars and reads industry related publications to remain abreast of advance 
technology.Documenting/Recording Information:    Documents procedures for hardware and software installation and 
use.    Documents technical specifications, justification and operating standards for communications equipment.    
Documents user support activity, such as system problems, corrective actions, resolution status, and completed 
equipment installations in the incident management log system.    Develop a bill of materials, listing all equipment and 
services needed for the project.    Documents and maintains records for communication surplus, purchases, warranty, 
and reflection of current inventory locations, such as initial delivery, pickup, redistribution, and reassignment.    Create 
monthly data usage reports for agencies and management.    Develops and maintains the documentation needed for 
system implementation and recovery.Training and Teaching Others:    Provide customer training of devices and service 
features and functions.Monitor Processes, Materials, or Surroundings:    Project-manages installations of communication 
equipment, software and services.    Monitors and analyzes communication equipment performance using software 
applications.    Monitors and administrates built-in redundancy and load balancing.    Monitors and responds to 
communications related incidents received from an incident management system.    Monitors incoming and outgoing 
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audio communication sound feeds to ensure quality.Processing Information:    Reviews, orders and approves 
communication hardware, software and service requests.    Acquire approval for communication equipment, software 
and service requests from appropriate authority.    Verifies invoices and reconciles customer and vendor billing for 
purchases for communication equipment, software and services.    Reviews and approves agency communication 
requisitions using a central tracking system.Evaluating Information to Determine Compliance with Standards:    Review 
requests from customers to verify accuracy and standards compliance.Analyzing Data or Information:    Identify 
parameters of the current and legacy communication systems.    Assess the scope for installing current and legacy 
communications systems.    Evaluates and recommends various communication technology based products used in 
support of the communications infrastructure.    Performs capacity planning on video bridge and configure bridge.    
Assist in evaluating vendors and contractors’ performance and technical abilities.    Identify communication 
requirements for the facilities needed by the user.Making Decisions and Solving Problems:    Installs, configures, 
troubleshoots, and maintains communication hardware, software and services.    Receives updates and maintains 
inventory for communication equipment and software.    Perform onsite inspections of communications installations.    
Assist in the planning, scheduling and logistics for equipment replacement or refresh.    Provide user support by 
diagnosing network and device problems and implementing technical or procedural solutions.    Diagnoses and resolves 
media system problems.    Designs integrated digital network functions for media.    Implements system renovation 
projects in collaboration with technical staff, engineering consultants, installers, and vendors.    Leads communication 
specialist and technical support responsibility for all communication equipment in the network designed.    Resolve 
complaints about communications services.    Develop a plan of action to implement communication systems.    Develop 
plans of action for communication and network problems which cannot be solved through standard 
measures.Interacting With Computers:    Migrates core call admission and control functions for a fully-meshed, 
enterprise-class hardware solution.    Implement Internet Protocol (IP) telephony and drive network 
convergence.Communicating with Supervisors, Peers, or Subordinates:    Establishes and maintains a business 
relationship with contract vendors.    Accurately communicates pertinent information to create a work environment that 
leads itself to the best interests of departmental personnel and customer service.    Recommends change or 
improvements to service level agreements to upper management to ensure the highest level of customer satisfaction is 
met.    Notify management of vendor/contractor and supplier issues.    Maintain strong communication links with 
agencies throughout all stages of the webcast: pre-event, live-event and post-event with a concise verbal and/or written 
post-mortem/summary.Communicating with Persons Outside Organization:    Act as a liaison between the state and 
vendor for day to day maintenance of contract issues.    Coordinates with personnel and facilities management staff to 
install, remove, or relocate user connectivity equipment and devices.    Communicate with vendors to obtain pricing and 
technical specifications for available hardware, software, or services.    Coordinate with agencies the delivery and pickup 
of communication equipment.    Work with vendor support and agency contacts to resolve technical problems with 
communication equipment, software or services.    Maintain communication with customers during the problem 
resolution process.    Respond to customer email or telephone inquiries regarding devices and customer service in a 
timely manner.    Coordinates mass deployments of devices or services with vendors and agencies.    Coordinates catalog 
refresh and related changes with the assigned support team.    Collaborate with the agency management to discuss 
available solutions and opportunities for new or existing communication technologies.    Meet with agencies to consult 
on communication requirements.    Develops and maintains a relationship with vendors and agencies to establish a 
connection for the secure exchange of information.Establishing and Maintaining Interpersonal Relationships:    Provide 
leadership by projecting a positive attitude, and providing learning incentives.Controlling Machines and Processes:    
Activate Wireless Device and service carrier by activating the device internally or contacting vendor to activate the 
device.Handling and Moving Objects:    Assign assets tags and inventories communication equipment or software 
shipments.Identifying Actions and Events:    Obtains and previews programs prior to events in order to become familiar 
with the order and needs of pieces.    Provide live, real time support for video bridge conferences." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                    Business Acumen                    Technical Learning                  
Learning on the Fly                 Problem Solving                      Customer Focus                      Peer Relationship                    Self-
Development    Presentation Skills    Creativity   Knowledge:    Knowledge of Telecommunications    Knowledge of Digital 
Communication Technology                     Knowledge of Communication Technology Configuration                      Knowledge 
of Communication Technology Installation    Knowledge of Communication Technology Deployment    Knowledge of 
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Computers Electronics                           Knowledge of Engineering and Technology    Knowledge of Customer and Personal 
Services                        Knowledge of Purchasing Procedures                           Knowledge of Invoicing Procedures                 
Knowledge of Audio Visual Technology                         Knowledge of Wireless Communication Technology                  
Knowledge of Project Management Concepts                           Knowledge of Communication and Media                     
Knowledge of Communication Software Applications                            Knowledge of Communication Redundancy                  
Knowledge of Communication Load Balancing                      Skills:    Judgment and Decision Making    Active Learning                       
Equipment Maintenance                      Troubleshooting                      Complex Problem Solving                   Systems Analysis                    
Systems Evaluation                 Critical Thinking                      Operations Analysis                 Management of Personnel 
Resources               Time Management    Installation    Active Listening                       Service OrientationAbilities:    
Deductive Reasoning                           Oral Comprehension                           Oral Expression                       Perceptual Speed                    
Problem Sensitivity                 Inductive Reasoning                            Written Comprehension                      Written Expression    
Time Sharing                          Extent Flexibility                     Static Strength 
 
Tools and Equipment Used: 
    Personal Computer    Laptop    Telephone    Fax Machine    Printer    Video Camera 
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075334 - COMMUNITY DEV PROGRAM DIR 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3601 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075334 - COMMUNITY DEV PROGRAM DIR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3602 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075334 - COMMUNITY DEV PROGRAM DIR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3603 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072261 - COMMUNITY HEALTH CNCL COOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2200 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time work in one or a combination of the following: 1.) planning public health or 
community services; 2.) developing programs or coordinating grants; or 3.) coordinating activities for non-profit 
agencies, grant analysis, or business development.  Substitution of Experience for Education: Qualifying experience in 
planning public health or community services, developing programs or coordinating grants, or coordinating activities of 
non-profit agencies, grant analysis, or business development may substitute for the required education to a maximum 
of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields 
may substitute for one year of the required education).  Substitution of Graduate Education for Experience: Additional 
graduate coursework credit received from an accredited college or university may substitute for the required experience 
on a month-for-month basis to a maximum of 1 year (e.g., 36 graduate quarter hours may substitute for one year of the 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional community outreach coordination work of average 
difficulty; and performs related work as required. Distinguishing Features:  This is the working level class in the 
Community Health CNCL Coordinator sub-series. An employee in this class coordinates the activities of and provides 
technical assistance to community outreach. This class differs from Community Health CNCL Coordinator 2 in that an 
incumbent of the latter functions as a regional supervisor. 
 
Work Activities: 
Training and Teaching Others:    Assisting staff in training members of the health council and teaching council members 
how to diagnose community problems, including strategic planning processes and assessment.    Identifying the 
educational needs of others, developing formal educational or training programs or classes and teaching or instructing 
others.Organizing, Planning, and Prioritizing Work:    Developing specific goals and plans to prioritize organize and 
accomplish your work.    Incorporating last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.Making Decisions and Solving Problems:    Assisting in selecting job candidates and 
community stakeholders who best fit available positions based on the results of selection assessment and testing.    
Monitoring and approving travel, time and attendance, training and other related requests submitted by subordinates 
to ensure compliance with department, state and federal laws, rules, regulations, guidelines, processes and procedures.    
Assisting in analyzing health-related information and evaluating results to choose the best solutions to address 
community problems.Analyzing Data or information:    Analyzing data collected or community assessment information 
to identify the underlying principles, reasons or facts of information by breaking down information or data into separate 
parts.    Analyzing information such as demographics, incidents of disease, TennCare population and behavioral risk 
statistics to present to community stakeholders to identify community priorities.Selling or influencing Others:    
Motivating the community to improve identified health outcomes through educational outreach events.    Influencing 
staff or community partners using identified individual motivational factors to improve job performance or 
productivity.Judging the Qualities of Things, Services, or People:    Judging how well a subordinate performs on tasks, 
which may include presenting information at conferences or agencies or to private industries/organizations; explaining 
community assessment data and answering questions about the community assessment process.    Assisting in the 
assessing abilities of subordinates and community stakeholders to work on committees, councils and 



 TN Job Classification Specifications  
September 22, 2020 

projects.Developing Objectives and Strategies:    Developing and establishing objectives and specifying strategies and 
actions to enhance investment and participation in special events and projects.    Facilitating community outreach 
discussion to identify and prioritized community problems; identifying obtainable resources.Establishing and 
Maintaining Interpersonal Relationships:    Maintaining professional working relationships with peers, assigned 
subordinates and management to ensure smooth and effective team operations.    Analyzing information such as 
demographics, incidents of disease, TennCare population and behavioral risk statistics to present to community 
stakeholders to identify community priorities.Coordinating the Work and Activities of Others:    Coordinating workload 
with internal and external partners as required to facilitate timely and accurate task completion.    Assisting in 
identifying key community stakeholders who will serve on a council/coalition and ensuring that members diagnose 
community problems and other areas of concern.Developing and Building Teams:    Modeling effective performance for 
co-workers, assigned subordinates and community stakeholders to encourage success in others and enhance 
trust.Communicating with Supervisors, Peers, or Subordinates:    Providing regular updates to management and other 
internal partners on the status of projects and other assigned work.    Maintaining an open dialogue with internal and 
external partners to ensure effective and efficient communication.Resolving Conflicts and Negotiating with Others:    
Resolving simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive 
working relationships.    Maintaining a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Processing Information:    Compiling, coding, categorizing, calculating, 
tabulating or verifying information or data from community outreach activities.Getting Information:    Collecting 
county/state/national health - related data to include demographics, incidents of disease, TennCare population and 
behavioral risk statistics.Thinking Creatively:    Developing, designing and creating innovative strategies, applications, 
ideas and relationships (e.g., community stakeholders) or products (e.g., educational or outreach).Staffing Organization 
Units:    Recruiting, interviewing, selecting and hiring employees in the organization.Identifying Objects, Actions, and 
Events:    Identifying work and community priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance and departmental, state, and federal laws, rules, regulations and guidelines.Guiding, 
Directing, and Motivating Subordinates:    Providing guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Updating and Using Relevant Knowledge:     Keeping up-to-date 
technically (i.e., population and community health data) and applying relevant knowledge to your job for community 
outreach.Monitoring and Controlling Resources:    Allocating resources to projects conducted for the department as 
required to ensure sufficient funding for key initiatives.Scheduling Work and Activities:    Scheduling events, programs 
and activities for community outreach.Documenting/Recording Information:    Entering, transcribing, recording, storing 
or maintaining information in written or electronic form.Performing Administrative Activities:    Performing day-to-day 
administrative tasks including maintaining information files and processing paperwork.Interacting With Computers:    
Using office productivity software including but not limited to work processing programs, spreadsheet programs, 
presentation software, web-based email programs and search engines.Communicating with Persons Outside 
Organization:    Communicating with people outside the organization, as a representative of the organization to the 
community.Operating Vehicles, Mechanized Devices, or Equipment:    Using state or personal vehicle for authorized 
travel.Performing General Physical Activities:    Performing physical activities that require considerable use of your arms 
and legs and moving your whole body, such as climbing, lifting, balancing, walking and stooping.Controlling Machines 
and Processes:    Operating a variety of office equipment. 
 
Competencies (KSA’s): 
Competencies:    Hiring and Staffing    Informing    Decision Quality    Managerial Courage    Intellectual Horsepower    
Timely Decision Making    Approachability    Ethics and Values    Integrity and Trust    Functional/Technical Competency    
Planning    Conflict ManagementKnowledge:    Administration and Management    Clerical    Education and Training    
Communication and MediaSkills:    Persuasion    Reading Comprehension    Active Listening    Speaking    Writing    Active 
Learning    Management of Personnel Resources    Time Management    Coordination    Judgment and Decision Making    
Instructing    Service Orientation    Learning Strategies    Monitoring    Critical Thinking    Negotiation    Category Flexibility    
Social Perceptiveness    Complex Problem Solving    Systems Evaluation    Management of Material Resources    System 
AnalysisAbilities:    Oral Expression    Oral Comprehension    Written Comprehension    Speech Clarity    Written 
Expression    Speech Recognition    Deductive Reasoning    Information Ordering    Inductive Reasoning 
 
Tools and Equipment Used: 
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    Computer    Printer    Copier    Scanner    Telephone    Fax    Binding Machine    Laminator 
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072262 - COMMUNITY HEALTH CNCL COOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2211 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two years of full-time work in one or a combination of the following: 1.) planning public health or 
community services; 2.) developing programs or coordinating grants; or 3.) coordinating activities for non-profit 
agencies, grant analysis, or business development. Substitution of Experience for Education: Qualifying experience in 
planning public health or community services, developing programs or coordinating grants, or coordinating activities for 
non-profit agencies, grant analysis, or business development may substitute for the required education to a maximum 
of four years (e.g., experience equivalent to one year of full-time work in one of a combination of the above listed fields 
may substitute for one year of the required education). Substitution of Graduate Education for Experience: Additional 
graduate coursework credit received from an accredited college or university may substitute for the required experience 
on a month-for-month basis to a maximum of 2 years (e.g., 36 graduate quarter hours may substitute for one year of the 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional community outreach coordination work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the supervisory level class in the 
Community Health CNCL Coordinator sub-series. An employee in this class supervises subordinate professional staff in a 
region. This class differs from Community Health CNCL Coordinator 1 in that an incumbent of the latter coordinates the 
activities of and provides technical assistance to community outreach. 
 
Work Activities: 
Training and Teaching Others:    Conducting agency-specific and specialized training for agency employees to comply 
with departmental, state and federal laws, rules, regulations, guidelines, processes and procedures, facilitating change 
and improvement initiatives.    Training members of the health council and teaching council members how to diagnose 
community problems, including strategic planning processes and assessment.    Training members of the health council 
and teaching council members how to diagnose community problems, including strategic planning processes and 
assessment.    Identifying the educational needs of others, developing formal educational or training programs or classes 
and teaching or instructing others.Organizing, Planning, and Prioritizing Work:    Developing specific goals and plans to 
prioritize organize and accomplish your work.    Delegating tasks to assigned subordinates based on the competencies 
they possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently.    
Incorporating last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Organizing and prioritizing personal workload and the workloads of assigned subordinates using calendars, lists 
and other facilitators to ensure timely and accurate completion of work.Making Decisions and Solving Problems:    
Selecting job candidates and community stakeholders who best fit available positions based on the results of selection 
assessment and testing.    Monitoring and approving travel, time and attendance, training and other related requests 
submitted by subordinates to ensure compliance with department, state and federal laws, rules, regulations, guidelines, 
processes and procedures.     Assisting in analyzing health - related information and evaluating results to choose the best 
solutions to address community problems.Analyzing Data or information:    Analyzing data collected or community 
assessment information to identify the underlying principles, reasons or facts of information by breaking down 
information or data into separate parts.    Analyzing information such as demographics, incidents of disease, TennCare 
population and behavioral risk statistics to present to community stakeholders to identify community priorities.Selling 



 TN Job Classification Specifications  
September 22, 2020 

or Influencing Others:    Motivating the community to improve identified health outcomes through educational outreach 
events.    Influencing staff or community partners using identified individual motivational factors to improve job 
performance or productivity.Judging the Qualities of Things, Services, or People:    Judging how well a subordinate 
performs on tasks, which may include presenting information at conferences or agencies or to private 
industries/organizations; explaining community assessment data and answering questions about the community 
assessment process.    Assessing abilities of subordinates and community stakeholders to work on committees, councils 
and projects.Developing Objectives and Strategies:    Developing and establishing objectives and specifying strategies 
and actions to enhance investment and participation in special events and projects.    Facilitating community outreach 
discussion to identify and prioritized community problems; identifying obtainable resources.Establishing and 
Maintaining Interpersonal Relationships:    Maintaining professional working relationships with peers, assigned 
subordinates and management to ensure smooth and effective team operations.    Analyzing information such as 
demographics, incidents of disease, TennCare population and behavioral risk statistics to present to community 
stakeholders to identify community priorities.Coordinating the Work and Activities of Others:    Coordinating workload 
with internal and external partners as required to facilitate timely and accurate task completion.    Identifying key 
community stakeholders who will serve on a council/coalition and ensuring that members diagnose community 
problems and other areas of concern.Developing and Building Teams:    Modeling effective performance for co-workers, 
assigned subordinates and community stakeholders to encourage success in others and enhance trust.    Identifying 
developmental opportunities appropriate for assigned subordinates to improve team development.Communicating with 
Supervisors, Peers, or Subordinates:    Providing regular updates to management and other internal partners on the 
status of projects and other assigned work.    Maintaining an open dialogue with internal and external partners to 
ensure effective and efficient communication.Resolving Conflicts and Negotiating with Others:    Resolving simple 
conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintaining a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Processing Information:    Compiling, coding, categorizing, calculating, tabulating or 
verifying information or data from community outreach activities.Getting Information:    Collecting 
county/state/national health-related data to include demographics, incidents of disease, TennCare population and 
behavioral risk statistics.Thinking Creatively:    Developing, designing and creating innovative strategies, applications, 
ideas and relationships (e.g., community stakeholders) or products (e.g., educational or outreach).Staffing Organization 
Units:    Recruiting, interviewing, selecting and hiring employees in the organization.Interpreting the Meaning of 
Information for Others:    Translating, interpreting and explain community health data and program guidelines to staff 
and community stakeholdersIdentifying Objects, Actions, and Events:    Identifying work and community priorities to 
ensure the most important work is completed first based on work experience, supervisor guidance and departmental, 
state, and federal laws, rules, regulations and guidelines.Coaching and Developing Others:    Identifying the 
developmental needs of others, coaching and mentoring to improve their knowledge or skills.Guiding, Directing, and 
Motivating Subordinates:    Providing guidance and direction to subordinates, including setting performance standards 
and monitoring performance.Updating and Using Relevant Knowledge:     Keeping up-to-date technically (i.e., population 
and community health data) and applying relevant knowledge to your job for community outreach.Monitoring and 
Controlling Resources:    Allocating resources to projects conducted for the department as required ensuring sufficient 
funding for key initiatives.Scheduling Work and Activities:    Scheduling events, programs and activities for community 
outreach.Documenting/Recording Information:    Entering, transcribing, recording, storing or maintaining information in 
written or electronic form.Performing Administrative Activities:    Performing day-to-day administrative tasks including 
maintaining information files and processing paperwork.Interacting With Computers:    Using office productivity 
software including but not limited to work processing programs, spreadsheet programs, presentation software, web-
based email programs and search engines.Communicating with Persons Outside Organization:    Communicating with 
people outside the organization, as a representative of the organization to the community.Operating Vehicles, 
Mechanized Devices, or Equipment:    Using state or personal vehicle for authorized travel.Performing General Physical 
Activities:    Performing physical activities that require considerable use of your arms and legs and moving your whole 
body, such as climbing, lifting, balancing, walking and stooping.Controlling Machines and Processes:    Operating a 
variety of office equipment. 
 
Competencies (KSA’s): 
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Competencies:     Hiring and Staffing    Informing    Decision Quality    Managerial Courage    Intellectual Horsepower    
Timely Decision Making    Approachability    Ethics and Values    Integrity and Trust    Functional/Technical Competency    
Planning    Conflict ManagementKnowledge:    Administration and Management    Clerical    Education and Training    
Communication and MediaSkills:    Persuasion    Reading Comprehension    Active Listening    Speaking    Writing    Active 
Learning    Management of Personnel Resources    Time Management    Coordination    Judgment and Decision Making    
Instructing    Service Orientation    Learning Strategies    Monitoring    Critical Thinking    Negotiation    Category Flexibility    
Social Perceptiveness    Complex Problem Solving    Systems Evaluation    Management of Material Resources    System 
AnalysisAbilities:    Oral Expression    Oral Comprehension    Written Comprehension    Speech Clarity    Written 
Expression    Speech Recognition    Deductive Reasoning    Information Ordering    Inductive Reasoning    Static Strength    
Stamina 
 
Tools and Equipment Used: 
    Computer    Printer    Copier    Scanner    Telephone    Fax    Binding Machine    Laminator 
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072216 - COMMUNITY HOMES PROGRAM DIR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2224 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a social or 
behavioral science field, special education, nursing, speech pathology, audiology, occupational therapy, physical 
therapy, or health care management; and at least three years of professional program services management and 
supervisory work, of which two years must be in an Individuals with Intellectual Disabilities residential or program 
setting. Substitution of Education for Experience: None. Substitution of Experience for Education: Professional program 
services management and supervisory work experience may be substituted for the required education, on a year-for-
year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, is responsible for administrative intellectual and developmental disabilities program 
operations and managerial work of considerable and unusual difficulty; and performs related work as required. 
Distinguishing Features: An employee in this class directs all program operations for a group of community homes for 
individuals with intellectual and developmental disabilities. Work involves planning, developing, coordinating, 
organizing, and managing all components of the programs, with 24-hour responsibilities for directing work of and 
supervising all staff assigned to the homes; negotiating with internal and external stakeholders; approving and managing 
resources, budget, and materials; physical maintenance of the homes; and serving as liaison with families, community 
services providers, volunteers, and the public.  
 
Work Activities: 
"Interpreting the Meaning of Information for Others: Interprets policies, procedures, processes, rules, regulations, and 
information related to individual support plans for staff, conservators, and others.Assisting and Caring for Others: 
Oversees the care of individuals served through supervision of subordinate staff.Resolving Conflicts and Negotiating 
with Others: Negotiates and resolves conflicts between family members, the inter-disciplinary team, staff, and others to 
maintain continuity of care and a harmonious work environment.Coordinating the Work and Activities of Others: 
Coordinates the work of all members of the inter-disciplinary team to ensure the timely and accurate implementation of 
individual support plans. Coordinates other work of subordinate staff to ensure continuity of care.Evaluating 
Information to Determine Compliance with Standards: Ensures that services being provided meet federal, state, and 
departmental regulations by reviewing reports, progress notes, and doctors' orders and by direct 
observation.Organizing, Planning, and Prioritizing Work: Re-prioritizes work to allow for crisis management activities and 
to support effective supervision of subordinates. Plans work to ensure that multiple routine and unexpected deadlines 
are met.Guiding, Directing and Motivating Subordinates: Supervises a group of home managers and program staff to 
ensure all job performance standards are met and to provide continuity of care. Evaluates performance of subordinate 
staff and issues disciplinary and other actions as appropriate to ensure all job expectations are met.Identifying Objects, 
Actions, and Events: Identifies instances in which follow up is needed to ensure safety and continuity of care of 
individuals served by direct observation, review of data, and reports received from staff and others.Interacting with 
Computers: Uses computer software to develop and review individual support plans, to approve purchases for the 
homes, to communicate with staff, to generate reports, to create data sheets, and to enter, review, and approve 
time.Developing Objectives and Strategies: Develops outcomes in conjunction with the Circle of Support for individuals 
served as their needs and goals change. Develops long-range objectives and strategies for employee development and 
growth and which support optimal continuity of care for individuals served.Getting Information: Collects information on 
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persons served through e-mails, evaluations, clinical and medical appointments, data sheets, and conversations with 
staff, outside sources, individuals served, families, and conservators to create individual support plans and evaluate, 
communicate, and document progress, and to follow up with other disciplines and ensure continuity of care.Thinking 
Creatively: Develops ""outside the box"" solutions to problems related to active treatment and continuity of 
care.Developing and Building Teams: Encourages collaboration within the inter-disciplinary team and private providers 
to optimize care and safety of individuals served.Selling or Influencing Others: Encourages outside entities, prospective 
employers, and individual volunteers to collaborate with State staff to create meaningful opportunities for community 
integration for individuals served. Explains the benefits of community participation for individuals served to community 
entities and family members. Explains the concept and benefits of understanding what is important to and for the 
individual served to other disciplines. Motivates subordinate staff to maintain current performance and to develop 
""outside the box"" ideas to increase job performance.Making Decisions and Solving Problems: Resolves problem with 
individual support plans, such as changes in services needed, and refinement of outcomes and action steps. Determines 
whether changes to individual support plans can be made through consultation or whether Circle of Support meetings 
are required.Staffing Organizational Units: Conducts interviews in collaboration with management and subordinate staff 
for vacant positions and makes recommendations to management regarding applicant selection.Judging the Qualities of 
Things, Services, or People: Determines whether changes of services provided have positive or negative consequences 
for individuals served. Coordinates and serves as a member of the Circle of Support to determine the appropriateness of 
current and proposed services. Rates the progress of individuals served by analyzing data and reports.Communicating 
with Persons outside Organization: Communicates with families, professionals outside the organization, and others, 
orally, in writing, and in person, to give and receive information regarding individuals served or employees 
supervised.Analyzing Data or Information: Analyzes data and reports to rate the progress and continuity of care of 
individuals; to assess the safety, cleanliness, and appropriateness of the environment; and to determine needed follow-
up action.Documenting/Recording Information: Supervises the maintenance of individuals' records and reports and 
administrative and employee reports in both paper and electronic form.Provide Consultation and Advice to Others: 
Makes recommendations to management regarding how to improve systems and processes. Offers advice on the 
feasibility of systems changes proposed by management and recommends alternative proposals when 
appropriate.Establishing and Maintaining Interpersonal Relationships: Develops effective working relationships with 
community service providers, senior citizen centers, religious organizations, and others to create opportunities for 
individuals to participate in community activities.Communicating with Supervisors, Peers, or Subordinates: 
Communicates with staff, supervisor, and inter-disciplinary team members, orally, in writing, and in person, to give and 
receive information regarding individuals served or employees supervised.Processing Information: Compiles and 
calculates data to determine the progress and status of individuals served. Verifies accuracy of data by reviewing 
documentation and of observation of individuals served. Creates forms to ensure the appropriate tracking and collection 
of data.Monitor Processes, Materials, or Surroundings: Reviews and assesses reports to monitor quality and continuity 
of care. Monitors the physical environment and structure and equipment to ensure compliance with federal and state 
regulations and to ensure safety, cleanliness, and continuity of care. Monitors interactions between staff and individuals 
served to ensure that active treatment is occurring.Coaching and Developing Others: Provides positive feedback to 
subordinate staff and develops plans of action to improve performance when necessary.Scheduling Work and Activities: 
Schedules meetings with staff to resolve work and employee issues. Schedules evaluations with other professionals to 
discuss progress and status of individuals served. Schedules trainings for staff to keep them up-to-date on policies and 
procedures. Schedules meetings of the inter-disciplinary team to develop and revise individual support plans and to 
address concerns.Updating and Using Relevant Knowledge: Reads information related to changes in federal rules and 
regulations. Collaborates with peers to gain knowledge related to program areas. Attends seminars, trainings, and staff 
meetings to keep abreast of changes in policies and procedures.Monitoring and Controlling Resources: Monitors 
personal accounts of individuals served to ensure integrity. Monitors purchases and overtime for homes to ensure that 
expenditures remain within budget.Performing Administrative Activities: Completes filing and mail outs, and makes 
copies when necessary. Reviews and approves time entered for subordinate staff." 
 
Competencies (KSA’s): 
Competencies: Decision Quality Directing Others Priority Setting Conflict Management Hiring and Staffing Action 
Oriented Organizational Skills Presentation Skills Customer Focus ComposureKnowledge: Intermediate knowledge of 
administration and management to handle day-to-day operations; to supervise, hire, coordinate, and evaluate 
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subordinate staff; and to coordinate the inter-disciplinary team. Basic clerical knowledge to type reports, send e-mails, 
design forms, and manage files and records. Basic knowledge of communications and media to articulate developmental 
processes. Advanced knowledge of customer and personal service to meet quality standards. Basic knowledge of 
mathematics to verify account balances, account for expenditures, manage budgets, and analyze data. Intermediate 
knowledge of psychology to assess and evaluate staff behavior to facilitate growth, and to ensure the development of 
appropriate behavioral treatment programs for individuals served. Basic knowledge of transportation to ensure the 
safety of individuals.Skills: Intermediate active learning skills to make timely and appropriate decisions. Intermediate 
active listening skills to ensure optimal services for individuals served and to resolve conflicts. Advanced critical thinking 
skills to problem solve, facilitate meetings, resolve conflicts, plan strategically, and for linkage and referrals. 
Intermediate learning strategy skills to write and implement action steps at a level appropriate for the audience. 
Intermediate monitoring skills for staff evaluations, to ensure compliance with regulations, to determine need for and 
implement improvements, and to ensure continuity of care. Advanced reading comprehension skills to review 
regulations, policies, and procedures to ensure their appropriate implementation and to develop reports. Advanced 
writing skills to develop individual support plans and other documents and to synthesize information for reports and 
other documents. Intermediate coordination skills to ensure that all components of the individual support plan are 
being implemented; that monthly reviews are being completed; and to facilitate completion of tasks by staff, use of best 
practices, and continuity of care. Intermediate complex problem solving skills to resolve unexpected issues. 
Intermediate systems evaluation skills to determine if existing systems are operating properly and whether new ones 
need to be developed.Abilities: Deductive Reasoning Inductive Reasoning Memorization Oral Comprehension Oral 
Expression Originality Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone/Cell Phone Calculator Printer/Copier/Scanner Video Camera/Camera Fax Machine State 
Vehicles 
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072217 - COMMUNITY HOMES RGNL DEPTY ADM 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2235 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a social or 
behavioral science field, special education, nursing, health care management, or business management, or other related 
field; and at least four years of professional program services management and supervisory work, of which two years 
must be in an setting serving individuals with disabilities. Substitution of Education for Experience: None. Substitution of 
Experience for Education: Additional qualifying full-time experience may be substituted for the required education, on a 
year-for-year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, is responsible for administrative intellectual and developmental disabilities program 
operations and managerial work of considerable and unusual difficulty; and performs related work as required. 
Distinguishing Features: An employee in this class directs all aspects of case management; and the supervision of 
community homes program directors for operations of community homes, for individuals with intellectual and 
developmental disabilities. Work involves review, coordination, and management for the development of individual 
program plans inclusive of an assessment process related to health, safety, and active treatment services in an ICF/IID 
home. Employee is responsible for intermediate level of conflict resolution and problem solving of considerable 
difficulties.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Ensures that all activities related to compliance with 
state licensure regulations are completed according to standards. Serves as a member of an internal survey team to 
assess the quality of services to ensure that they meet best practices and federal regulations. Evaluates the facilitation 
of programmatic meetings to ensure that all components of treatment are being discussed and appropriate 
interventions are planned. Inspecting Equipment, Structures, or Materials:  Inspects therapeutic equipment and 
personal mobility devices to ensure that they are clean, safe, and in proper working condition and accessible to the 
person. Inspects equipment and appliances used in the homes to ensure that they are clean, safe, and in proper working 
condition. Inspects vehicles used to transport persons served to ensure that they are clean, safe, and in proper working 
condition. Monitors home environment to assess the safety and cleanliness to ensure the health and well-being of 
persons served. Making Decisions and Solving Problems:  Supervises the resolution of problems such as issues with 
program implementation, implementation of activities, and scheduling. Observes subordinates' attempts to resolve 
problems and provides guidance as necessary. Ensures that decisions made are person-centered and customer-focused. 
Establishing and Maintaining Interpersonal Relationships:  Facilitates and develops relationships with community 
resources to maximize opportunities for natural supports for persons served. Utilizes current resources to ensure 
program implementation and the safety and well-being of persons served. Facilitates positive relationships with 
neighbors, persons supported, and their support staff to effectively solve problems and reported concerns. Developing 
and Building Teams:  Promotes person-centered practices in the daily operations of the homes. Emphasizes the 
importance of person-centered thinking to focus subordinates on the needs, desires, and best interests of persons 
served. Creates an environment that encourages a team approach among both subordinate staff and other disciplines. 
Resolving Conflicts and Negotiating with Others:  Resolves complaints submitted by persons served and/or their family 
members/conservators or employees. Facilitates conflict resolution for incidents which do not rise to the level of 
involvement of human resources nor require the attention of upper management. Provide Consultation and Advice to 
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Others:  Provides technical or functional information at management and a variety of other meetings in the absence of 
supervisor. Provides consultation for development of regional and department-wide policies for program operations of 
the homes. Interpreting the Meaning of Information for Others:  Discusses the results of survey findings and develops 
plans of correction in accordance with federal regulations. Explains new policies and processes to subordinate staff and 
confirms that they understand and are implementing the new information correctly. Scheduling Work and Activities:  
Oversees the scheduling of employees to ensure that staffing ratios are met and overtime costs remain within budget 
constraints. Oversees the scheduling of community outings to ensure that the interests of persons served are met and 
that they are part of their community. Assisting and Caring for Others:  Provides direct support for persons served in 
extenuating circumstances. Provides encouragement and emotional support to subordinate staff during times of crisis 
and during end-of-life care to maintain optimal support for persons served. Guiding, Directing and Motivating 
Subordinates:  Works with subordinates to develop individual performance plans that meet state performance 
management guidelines. Ensures that subordinates who are also supervisors complete performance documents in a 
timely manner and in accordance with state guidelines. Documenting/Recording Information:  Performs random audits 
of records created by subordinates to ensure that activities are being conducted and documented according to state and 
federal regulations. Submits a summary of findings resulting from monitoring visits of community home sites. 
Communicating with Persons outside Organization:  Promotes program services to other community organizations, 
vendors, and other outside entities, reflecting a positive image of the Department. Develops effective relationships with 
neighbors and community organizations, encouraging them to include persons with intellectual disabilities in their 
activities. Training and Teaching Others:  Ensures that all required training for subordinates is completed by deadlines. 
Trains staff and conducts presentations for others in both formal and informal settings. Interacting with Computers:  
Interacts with staff, family members, and others through e-mail. Uses computer software to complete on-line training 
and develop presentation materials and surveys to collect information for quality improvement. Judging the Qualities of 
Things, Services, or People:  Observes staff implementing programmatic plans to ensure that they are being 
implemented as written. Observes staff engaged in activities with persons supported in the homes to determine if 
quality of services is appropriate and can be improved upon. Getting Information:  Gathers information through 
observation and investigation of complaints from conservators, families, and persons supported to discuss with 
supervisor and/or subordinates. Gathers reports and spreadsheets from multiple disciplines (i.e., nursing, case 
management, etc.), for review and follow-up. Monitor Processes, Materials, or Surroundings:  Monitors reports and 
documentation to ensure that state and federal requirements and deadlines are met. Coaching and Developing Others:  
Encourages subordinates to develop problem-solving skills through positive role-modeling and mentoring. Staffing 
Organizational Units:  Approves applicants recommended for hire by subordinate supervisory staff. Updating and Using 
Relevant Knowledge:  Keeps abreast of best practices in the field of intellectual disabilities through research and by 
attending conferences, web-based trainings, and staff meetings. Communicating with Supervisors, Peers, or 
Subordinates:  Communicates regularly with other staff through e-mail, phone calls, in-services, and written 
communication. Thinking Creatively:  Employ creative solutions to programmatic situations, taking into account 
budgetary, time, and manpower challenges. Developing Objectives and Strategies:  Develops strategies, using a team 
approach, to remove barriers to systemic processes identified through monitoring and data review. Organizing, 
Planning, and Prioritizing Work:  Plans work so that time is managed wisely and activities are accomplished efficiently. 
Selling or Influencing Others:  Markets services to individuals and/or their conservators who are in need of services and 
provides tours of the homes. Coordinating the Work and Activities of Others:  Creates and leads sub-committees to 
accomplish special projects. Performing for or Working Directly with the Public:  Provides informational tours of the 
homes for the public as requested. 
 
Competencies (KSA’s): 
Competencies:  Innovation Management       Problem Solving        Conflict Management            Building Effective Teams      
Customer Focus        Motivating Others                 Humor          Planning       Interpersonal Savvy              Drive for Results 
Knowledge:  Intermediate knowledge of customer and personal service to build relationships in the community and 
resolve problems with persons served and/or their family members/conservators         Advanced knowledge of 
education and training to develop training and train trainers to introduce new systemic procedures          Advanced 
knowledge of public safety and security to be able to teach and implement emergency response systems to maintain the 
safety of persons served and staff Skills:  Intermediate active listening skills to ensure that pertinent information is 
collected so that appropriate action can be taken         Intermediate critical thinking skills to make appropriate decisions 
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which will have the desired impact and effect on others and to solve complex problems with systemic impact        
Intermediate monitoring skills to ensure that all staff are following state and federal standards and that processes are 
effective in providing home services which optimize the safety and well-being of persons served              Intermediate 
reading comprehension skills to ensure that information is understood correctly so that appropriate action can be taken       
Advanced writing skills to communicate clearly and effectively so that the intended audience will understand                  
Intermediate coordination skills to ensure that all components of the Individual Support Plans are carried out and for 
preparing for and facilitating meetings  Intermediate instructing skills to facilitate trainings and meetings and to pass 
directives to subordinates                 Advanced negotiation skills to resolve conflict and complex issues                Basic 
service orientation skills to develop community resources which promote inclusion of people with intellectual disabilities          
Intermediate complex problem-solving skills to resolve issues with day-to-day program operations               Intermediate 
personnel resources management skills to assign special projects and develop motivational campaigns       Intermediate 
time management skills to prioritize tasks for self and others Abilities:  Deductive reasoning Inductive reasoning Oral 
Comprehension Oral Expression Problem Sensitivity Written Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone/Cell Phone Calculator Printer/Copier/Scanner Video Camera/Camera Fax Machine State 
Vehicles PowerPoint Projector 
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006110 - COMMUNITY SERVICES ASSISTANT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2706 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time law enforcement, security, or related experience may be substituted for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    A valid vehicle operator's license may be required for 
employment in some positions;    Applicants for this class must have no conviction of a felony;    Complete a criminal 
history disclosure form in a manner approved by the appointing authority;    Agree to release all records involving their 
criminal history to the appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check;    Submit to a review of their status on the Department of Health's 
vulnerable person’s registry;    Possess a valid motor vehicle operator's license at the time of appointment. Examination 
Method: Non-Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs sub-professional community and client service work of routine 
difficulty; and performs related work as required. Distinguishing Features:  An employee in this class serves as an 
assistant to professional social workers by transporting and caring for clients. This class differs from that of Social 
Counselor in that the latter is responsible for professional social work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates passenger vehicles to safely maneuver and navigate 
in traffic.Identifying Objects, Actions, and Events:     Monitor/observes the work environment, to include behavior of 
others, to ensure the safety of self and others.    Objectively assesses the behavior of clients/customers and family 
members to determine the potential need for additional services and immediate interventions.    Monitor appearance, 
health, behavior, mood, actions, and demeanor of clients/customers to ensure safety, health, and well-being.    Monitor 
appearance, behavior and interaction of clients/customers, families, providers during in-person visits to provide 
information to case management staff.Updating and Using Relevant Knowledge:    Maintain current certification for CPR 
and First Aid to ensure safety of clients/customers including those who are medically fragile.    Maintain legal 
requirements for driving.    Maintain annual training as required by policy.Getting Information:    Utilize active listening 
to foster accurate and free-flowing two-way communication with clients/customers in order to elicit their perspective 
about their situation.    Utilize active listening to foster accurate and free-flowing two-way communication with parents, 
caregivers, and family members in order to elicit their perspective about their situation.    Gathers written and verbal 
information from coworkers, families, clients/customers, agencies, and service providers to ensure accurate information 
is included in case file.Organizing, Planning, and Prioritizing Work:    Incorporates last-minute or unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using 
calendars and lists to ensure timely and accurate completion of work.Performing Administrative Activities:    Enters in 
time, leave, travel, and expense claims into the appropriate database for payment/reimbursement.    Keep records 
and/or preparing reports regarding clients/customer, family, provider interactions, transportation, and case activity in 
order to ensure case files contain current information.    Respond to emails, phone calls, and other correspondence to 
ensure smooth and effective service delivery.Establishing and Maintaining Interpersonal Relationships:    Contacts 
providers or other agencies to arrange and coordinate visits and appointments; exchanging required information, 
correct errors for clarification purposes.    Maintains professional working relationships with coworkers, agencies, and 
providers in order to ensure smooth and effective service delivery to clients/customers and families.    Maintain an open 
dialogue with supervisor and upper management to provide regular updates on case activity.Inspecting Equipment, 
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Structures, or Material:    Inspect assigned state vehicle to ensure the signals, lights, seatbelts, and other safety features 
function according to state law.    Inspects car seats, booster seats, safety seats to ensure they are clean, operational, 
and within service life.    Takes assigned state and leased vehicle to designated mechanic/service provider for cleaning 
and maintenance.    Maintain mileage and maintenance logs according to procedure.Performing General Physical 
Activities:    Install car seats and booster seats into vehicles in accordance with legal requirements to promote 
clients/customers safety during transport.    Transports clients/customers to appointments by carrying, lifting, 
accompanying them into and out of cars, buildings, vehicles and aircraft.    Transport medical equipment and personal 
items by lifting and carrying them in and out of buildings and vehicles.Interacting With Computers:    Uses office 
software including but not limited to email, spreadsheets, databases, word processors, Internet search engines to 
document, research, and enter data. 
 
Competencies (KSA’s): 
Competencies:    Sizing up People    Ethics & Values    Integrity & Trust    Boss Relationships    Time Management    
Conflict Management    Customer Focus    Listening    Work/Life Balance    ComposureKnowledge:    Basic ClericalSkills:    
Basic Time Management    Basic Coordination    Basic Critical Thinking    Basic Monitoring    Basic Active Listening    Basic 
Active Learning    Basic Social Perceptiveness    Basic Writing    Basic Reading Comprehension    Basic Service Orientation    
Basic Speaking    Basic PersuasionAbilities:    Basic Oral Expression    Basic Written Comprehension    Basic Written 
Expression    Basic Multi-limb Coordination    Basic Rate Control    Basic Oral Comprehension    Basic Problem Sensitivity    
Basic Auditory Attention    Basic Depth Perception    Basic Time Sharing    Basic Reaction Time    Basic Speed of Limb 
Movement    Basic Selective Attention    Basic Control Precision    Basic Response Orientation    Basic Far Vision    Basic 
Glare Sensitivity    Basic Speech Recognition    Basic Wrist Finger Speed    Basic Extent Flexibility    Basic Gross Body 
Equilibrium    Basic Night Vision    Basic Speech Clarity    Basic Deductive Reasoning    Basic Gross Body Coordination    
Basic Hearing Sensitivity    Basic Near Vision    Basic Peripheral Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Passenger Vehicle 
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006110 - COMMUNITY SERVICES ASSISTANT 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2707 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time law enforcement, security, or related experience may be substituted for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    A valid vehicle operator's license may be required for 
employment in some positions;    Applicants for this class must have no conviction of a felony;    Complete a criminal 
history disclosure form in a manner approved by the appointing authority;    Agree to release all records involving their 
criminal history to the appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check;    Submit to a review of their status on the Department of Health's 
vulnerable person’s registry;    Possess a valid motor vehicle operator's license at the time of appointment. Examination 
Method: Non-Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs sub-professional community and client service work of routine 
difficulty; and performs related work as required. Distinguishing Features:  An employee in this class serves as an 
assistant to professional social workers by transporting and caring for clients. This class differs from that of Social 
Counselor in that the latter is responsible for professional social work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates passenger vehicles to safely maneuver and navigate 
in traffic.Identifying Objects, Actions, and Events:     Monitor/observes the work environment, to include behavior of 
others, to ensure the safety of self and others.    Objectively assesses the behavior of clients/customers and family 
members to determine the potential need for additional services and immediate interventions.    Monitor appearance, 
health, behavior, mood, actions, and demeanor of clients/customers to ensure safety, health, and well-being.    Monitor 
appearance, behavior and interaction of clients/customers, families, providers during in-person visits to provide 
information to case management staff.Updating and Using Relevant Knowledge:    Maintain current certification for CPR 
and First Aid to ensure safety of clients/customers including those who are medically fragile.    Maintain legal 
requirements for driving.    Maintain annual training as required by policy.Getting Information:    Utilize active listening 
to foster accurate and free-flowing two-way communication with clients/customers in order to elicit their perspective 
about their situation.    Utilize active listening to foster accurate and free-flowing two-way communication with parents, 
caregivers, and family members in order to elicit their perspective about their situation.    Gathers written and verbal 
information from coworkers, families, clients/customers, agencies, and service providers to ensure accurate information 
is included in case file.Organizing, Planning, and Prioritizing Work:    Incorporates last-minute or unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using 
calendars and lists to ensure timely and accurate completion of work.Performing Administrative Activities:    Enters in 
time, leave, travel, and expense claims into the appropriate database for payment/reimbursement.    Keep records 
and/or preparing reports regarding clients/customer, family, provider interactions, transportation, and case activity in 
order to ensure case files contain current information.    Respond to emails, phone calls, and other correspondence to 
ensure smooth and effective service delivery.Establishing and Maintaining Interpersonal Relationships:    Contacts 
providers or other agencies to arrange and coordinate visits and appointments; exchanging required information, 
correct errors for clarification purposes.    Maintains professional working relationships with coworkers, agencies, and 
providers in order to ensure smooth and effective service delivery to clients/customers and families.    Maintain an open 
dialogue with supervisor and upper management to provide regular updates on case activity.Inspecting Equipment, 
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Structures, or Material:    Inspect assigned state vehicle to ensure the signals, lights, seatbelts, and other safety features 
function according to state law.    Inspects car seats, booster seats, safety seats to ensure they are clean, operational, 
and within service life.    Takes assigned state and leased vehicle to designated mechanic/service provider for cleaning 
and maintenance.    Maintain mileage and maintenance logs according to procedure.Performing General Physical 
Activities:    Install car seats and booster seats into vehicles in accordance with legal requirements to promote 
clients/customers safety during transport.    Transports clients/customers to appointments by carrying, lifting, 
accompanying them into and out of cars, buildings, vehicles and aircraft.    Transport medical equipment and personal 
items by lifting and carrying them in and out of buildings and vehicles.Interacting With Computers:    Uses office 
software including but not limited to email, spreadsheets, databases, word processors, Internet search engines to 
document, research, and enter data. 
 
Competencies (KSA’s): 
Competencies:    Sizing up People    Ethics & Values    Integrity & Trust    Boss Relationships    Time Management    
Conflict Management    Customer Focus    Listening    Work/Life Balance    ComposureKnowledge:    Basic ClericalSkills:    
Basic Time Management    Basic Coordination    Basic Critical Thinking    Basic Monitoring    Basic Active Listening    Basic 
Active Learning    Basic Social Perceptiveness    Basic Writing    Basic Reading Comprehension    Basic Service Orientation    
Basic Speaking    Basic PersuasionAbilities:    Basic Oral Expression    Basic Written Comprehension    Basic Written 
Expression    Basic Multi-limb Coordination    Basic Rate Control    Basic Oral Comprehension    Basic Problem Sensitivity    
Basic Auditory Attention    Basic Depth Perception    Basic Time Sharing    Basic Reaction Time    Basic Speed of Limb 
Movement    Basic Selective Attention    Basic Control Precision    Basic Response Orientation    Basic Far Vision    Basic 
Glare Sensitivity    Basic Speech Recognition    Basic Wrist Finger Speed    Basic Extent Flexibility    Basic Gross Body 
Equilibrium    Basic Night Vision    Basic Speech Clarity    Basic Deductive Reasoning    Basic Gross Body Coordination    
Basic Hearing Sensitivity    Basic Near Vision    Basic Peripheral Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Passenger Vehicle 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075266 - COMPLIANCE EXAMINATION SPV 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3679 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in finance, 
accounting, or business related field with a minimum of nine (9) semester hours accounting and/or finance and 
experience equivalent to five years of full-time professional non-depository examination work 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator license may be required. Examination Method:  
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for non-depository financial institutions supervisory work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  An employee in this class 
supervises staff conducting examinations of non-depository financial institutions in an assigned region in the state or 
license type. This class differs from Loan Examiner 4 in that the incumbent of the latter does not have regional 
supervisory responsibilities. This class reports to and differs from FI Safety & Soundness Manager in that an incumbent 
of the latter has divisional supervisory responsibilities.  
 
Work Activities: 
"Updating and Using Relevant Knowledge: Maintains up-to-date knowledge of non-depository regulatory processes, 
statutes, policies, procedures, regulations and industry knowledge to effectively regulate the institutions and to serve as 
an information resource to internal and external customers. Making Decisions and Solving Problems: Consults with 
direct reports, licensees, other department management to resolve problems and answer questions raised as part of the 
examination process. Interpreting the Meaning of Information for Others: Explains regulatory statutes, guidelines, 
policies and procedures for internal and external customers to determine applicability to the division's regulatory 
responsibilities and seeks guidance/forwards questions to upper management as needed to ensure consistency or for 
additional clarification. Coaching and Developing Others: Provides coaching and feedback to improve employee 
performance and development and completes all required supporting forms and documents as part of the performance 
management process. Actively solicits and maintains open door availability to staff. Provide Consultation and Advice to 
Others: Provides advice and answers questions to staff as needed. Establishing and Maintaining Interpersonal 
Relationships: Works collectively with division management, licensing staff and direct reports to ensure the 
examinations are conducted timely and in compliance with established policy, procedure, rules, statutes and laws to 
ensure that all division regulatory responsibilities are completed/processed as required.  Judging the Qualities of Things, 
Services, or People: Ensures the accuracy of the worksheets that were completed during the examination process and 
determines if all aspects of the examination were appropriately conducted in compliance with policy, procedure and 
practice. Ensures that all identified violations are appropriately supported with verifiable documentation and that the 
examination report accurately reflects the findings/violations. Evaluating Information to Determine Compliance with 
Standards: Reviews examination reports to ensure that all facets of the examination have been completed, all 
supporting documentation is relevant, all required reports/information as required by policy and procedure is included 
with the examination, all worksheets are accurately and completely prepared and included with the examination work 
papers. Conducts examinations of non-depository institutions to ensure compliance with all state and federal laws, 
policies, rules and procedures. Audits and approves travel claims, travel authorizations and timesheets to ensure 
compliance with state and department policy. Processing Information: Reviews all loan documents to ensure compliance 
with state and federal laws, rules, statues, and policies. Compiles all examiner documentation and information to utilize 
in facilitating the monthly examiner development meetings. Verifies the accuracy of the calculations for all license types. 
Verifies information in the RBS/FIRST billing report to ensure that all examinations are accurately processed for billing in 
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comparison to the exam reports received and examiner itineraries submitted. Submits a monthly attestment to Internal 
Audit verifying the locations visited on the itinerary in comparison to the locations disclosed on the mileage logs. 
Training and Teaching Others: Provides on-the-job training to direct reports and individualizes training as needed to 
ensure direct reports learn all facets and requirements of the examination process. Provides direct reports with 
information and updates pertaining to changes in legislation, statutes, rules, policies and procedures to ensure they 
have up-to-date information related to the examination process. Ensures all direct reports have the resources available 
to meet their required CSBS training hour requirements yearly. Thinking Creatively: Works collectively with other 
division supervisors and/or leadership to identify/design/develop policies, procedures and practices for the Compliance 
division's examination team as assigned/approved by the manager. Communicating with Supervisors, Peers, or 
Subordinates: Communicates with and addresses performance issues with subordinate staff as needed. Communicates 
on a daily basis with supervisor, co-workers and direct reports to convey work related information and coordinate work 
activities. Guiding, Directing, and Motivating Subordinates: Provides performance feedback to subordinate staff to 
facilitate employee development. Directs staff to complete department initiatives within established goals. Provides 
motivation to staff to ensure continued employee engagement. Resolving Conflicts and Negotiating with Others: 
Investigates complaints submitted by regulated entities. Investigates and works with direct reports to facilitate conflict 
resolution. Developing and Building Teams: Develops a culture of mutual trust, respect and cooperation among team 
members. Provides constructive feedback and assistance to department leadership, peers and subordinates as 
opportunities for improvement are identified. Provides leadership by example. Monitor Processes, Materials, or 
Surroundings: Reviews the examination report and supporting documentation to verify compliance with written or 
established policies/procedures. Reviews itineraries to verify the efficiency of the examination schedules and verify that 
the examinations are completed in compliance with established policies/procedures. Monitors the mileage logs to 
ensure examiners are being good stewards of the state's property and funding, compliance with the leased car policies, 
examiners conduct examinations as scheduled, and service and maintenance for the leased cars is being carried out as 
prescribed. Interacting with Computers: Utilizes word processing, databases, spreadsheets, search engines, regulatory 
and inventory software to maintain up-to-date information systems and generate required reports. Inputs and extracts 
data into and from assigned computer programs to facilitate the execution of other assigned tasks. Monitoring and 
Controlling Resources: Monitors processes, work time, supplies, equipment, etc. to ensure direct reports are being good 
stewards of state resources and funding. Scheduling Work and Activities: Provides ""Failed to Renew"" licensee report to 
examination staff to prompt examinations of potential unlicensed activity and follow-ups with staff to ensure that the 
examinations are conducted within established timeframes. Assigns staff to conduct examinations based on complaints 
received from the Consumer Resources Division and ensures the examinations are conducted in compliance with policy 
and procedure. Prepares and submits a weekly itinerary to the manager in accordance with established policy and 
procedure. Developing Objectives and Strategies: Works collectively with other supervisory staff and management to 
evaluate caseloads to strategically assign staff to conduct examinations based on industry fluctuations and changes. 
Getting Information: Receives weekly examiner itineraries via e-mail to update caseloads and ensure examination 
frequency is in compliance with division practice, cross-check to ensure examinations are completed, cross-check to 
ensure mileage logs are accurate and Edison time is accurately keyed. Receives completed examination report from 
direct reports on a daily basis via e-mail to ensure examinations are completed and to verify the examiners' work 
schedules. Receives completed mileage logs, gas receipts, maintenance receipts and other information as needed to 
verify the accuracy of the records in compliance with the leased vehicle policy. Requests loan logs, insurance claim logs, 
files, financial statements, repossession logs, FinCen, Anti-Money Laundering information and other records as needed 
to conduct the examination. Analyzing Data or Information: Performs bi-monthly random mileage audits of mileage logs 
to ensure variance levels are within acceptable levels. Communicating with Persons Outside Organization: Establishes 
and maintains a variety of professional contacts with non-depository institution executives, managers, employees and 
other state, federal and professional entities. Operating Vehicles, Mechanized Devices, or Equipment: Drives personal or 
state leased vehicle for designated work assignments. Travels to assigned examination sites, including the potential for 
overnight travel, to participate in training/meetings and/or conduct examinations. Travels out-of-state to conduct 
assigned examinations and/or participate in training. Organizing, Planning, and Prioritizing Work: Manages and 
prioritizes multiple work assignments to meet established deadlines. Documenting/Recording Information: Maintains 
documentation of direct report examination review sheets in accordance with division policy and procedure. Maintains 
personnel documentation of direct reports to manage staff performance. Maintains documentation of direct reports 
weekly itineraries and mileage logs. Performing Administrative Activities: Maintains supervision files to include 
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information, documentation and data pertaining to the performance of direct reports as required to support 
performance evaluation ratings and coaching needs. Maintains files, itineraries, reports, information, etc. as required by 
policy and procedure. Maintains all electronic examination records in compliance with division policy and procedure. 
Serves as contact point and ensures all direct reports have needed supplies and equipment to carry out job 
responsibilities. Identifying Objects, Actions, and Events: Enters examination dates to ensure the master caseload is 
maintained up-to-date and to ensure that examinations are completed in compliance with policy and practice. 
Inspecting Equipment, Structures, or Material: Inspects the assigned state vehicles to verify that the vehicle is being 
appropriately maintained, no damage has occurred and that the examiner is complying with the policies pertaining to 
leased vehicles.Performing General Physical Activities: Lifts and transports equipment and examination files/records to 
be utilized during the examination of non-depository institutions." 
 
Competencies (KSA’s): 
Knowledge: Knowledge of Administration and Management as it relates to non-depository examination Knowledge of 
Computer Software Applications including MS Word, Excel, Outlook        Knowledge of Intermediate Accounting        
Basic knowledge of math and statistics                       Skills: Technical business writing skills         Time Management Skills         
Written Comprehension skills Written Expression skills        Active learning skills Active listening skills Judgment and 
decision making skills       Abilities: Ability to use logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Ability to perform complex mathematical computations 
Ability to monitor/assess performance of self, other individuals, or organizations to make improvements or take 
corrective action  Ability to clearly communicate ideas, information and instructions  Ability to provide instruction and 
direction to direct reports             Ability to identify complex problems and reviewing related information to develop and 
evaluate options and implement solutions Ability to combine pieces of information to form conclusions                       
Ability to motivate, develop and direct people as they work             Ability to demonstrate finger dexterity to key data               
Ability to drive a motor vehicle to transport self and equipment to examination sites          Ability to sit for extensive 
period of time and work at a computer               Ability to maintain confidentiality of information                 Ability to adapt 
to varying work environments and locations on a day-to-day basis                        Ability to lift 40 plus pounds to transport 
records and equipment to examination site         Ability to organize work for self and others               Ability to travel in 
and out-of-state and stay out multiple nights if needed              Ability to work independently and as part of a team             
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules  Ability to 
identify correct mathematical methods or formulas in an analysis situation          Ability to listen and understand 
information through spoken words and sentences             Ability to communicate information when speaking to others to 
ensure understanding       Ability to read, comprehend and apply deductive reasoning skills to laws, rules, statutes, 
policies, and regulations and demonstrate understanding in the examination process     
 
Tools and Equipment Used: 
 Computer Telephone/Cell Phone/Pager Motor Vehicle Printer/Copier/Scanner/Fax Financial Calculator 
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002743 - COMPUTER OPS SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2640 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and four years of experience 
in one or more of the following areas: (1) supervising, managing, or directing a computer operations or data processing 
unit; OR (2) supervising or managing the activities of staff who conduct systems analysis, systems development, or 
applications programming; OR (3) operating or repairing mainframe or midrange computers, associated peripheral 
equipment, or telecommunications hardware.ORSubstitution of Education for Experience: Additional coursework from 
an accredited college, university, or technical school may be substituted for the required experience on a year for year 
basis to a maximum substitution of three years (45 quarter hours is equivalent to one year; 90 quarter hours is 
equivalent to two years; and 135 quarter hours or more is equivalent to three years).ORSubstitution of Vocational 
Education for Experience: Education equivalent to a certificate in Data Processing or Computer Electronics (1296 clock 
hours) from a vocational school may substitute for one year of the required experience. (108 clock hours in the above 
Data Processing or Computer Electronics program is equivalent to one month of experience).ORSubstitution of a 
Computer Operations Certificate for the Required Experience: Education equivalent to successful completion of a one 
year computer operations certificate program (53 quarter hours) from an accredited technical school may substitute for 
one year of the required experience. (Four quarter hours in the above program is equivalent to one month of 
experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for computer operations supervisory work of average difficulty and 
performs related work as required.Distinguishing Features: An employee in this class may be required to work fixed or 
rotating shifts in specific assignments. This work involves (1) supervising a small unit or shift of subordinate remote job 
entry operators, or (2) assisting a computer operations manager in supervising all personnel at a small remote 
operations site or, (3) functioning as the only remote job entry operator on a small shift or unit, with supervisory 
responsibilities over data entry and/or computer operations control personnel, or (4) assisting the Computer Operations 
Manager at a large and complex computer operations site. This class differs from Distributed and Mainframe Computer 
Operator 3's in that incumbents of the latter have no supervisory responsibilities. This class differs from Computer Ops 
Manager 1 in that incumbents of the latter have more input into policy and planning at their operations site. 
 
Work Activities: 
1. Assists in or assigns, trains, evaluates, and supervises subordinate data processing, computer operations, or computer 
operations control staff and their work; assists in or makes recommendations on staff employment, retention, 
promotion, demotion, dismissal and other human resources actions.2. Assists in or plans schedules and determines 
priorities on all work to be processed or entered into the computer, based on the time frame required and needs of user 
groups; assists in or plans and schedules work of subordinate staff in order to insure the most efficient processing of 
data and use of computer operation time.3. Assists in or supervises and participates in running a number of programs 
such as operating system backup, maintenance, tape creation and tape retrieval programs; may assist in or supervise 
and participate in writing, testing, compiling and analyzing format coding for data entry equipment.4. Assists in or 
supervises the quality control of data input into the computer and the monitoring of data output for correctness and 
completeness; identifies computer operations errors and determines and attempts to correct factors causing the errors; 
consults with computer hardware vendors in correcting equipment malfunctions.5. Assists in or supervises and 
participates in operating distributed or mainframe computer systems and their peripheral equipment (i.e., tape drives, 
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disk drives, printers, decollators, sorters, shredders).6. Installs computer equipment and associated software; trains 
interdepartmental system users how to operate and use computer equipment and software packages.7. Consults with 
systems analytic, programming, or computer operations managerial staff in preparing, planning, and scheduling data for 
processing and resolving problems affecting the operation of equipment and software packages.8. Interprets and 
enforces data processing policies and procedures at the site; may develop and maintain procedures for the operation of 
data processing equipment.9. Assists in or supervises and participates in preparing and maintaining routine records and 
reports (i.e., program error logs, equipment breakdown and malfunction logs, operating and production reports, job 
documentation cost reports). 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062961 - CONSERVATION WORKER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1683 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of full-time labor and trades, routine office/clerical, or 
retail sales experience; or education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled and semiskilled conservation work of routine difficulty; and 
performs related work as required. Distinguishing Features: This is the entry level class in the Conservation Worker sub-
series. An employee in this class performs a wide variety of unskilled and semi-skilled conservation related work in such 
areas as building maintenance, grounds maintenance, clerical, and retail sales.  This class differs from that of 
Conservation Worker 2 in that an incumbent of the latter performs semi-skilled and skilled maintenance related work 
and is under general supervision. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs tasks such as wiring switches, outlets and fixtures. 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and utilizes a variety of equipment including 
mowers, trimmers, small trucks, and tractors for performance of daily duties.    Performs grounds maintenance work 
including cutting and trimming grass and obstructive tree limbs.Repairing and Maintaining Mechanical Equipment:     
Performs routine maintenance and minor repair on equipment.    Replaces broken windows to ensure public safety and 
maintain park appearance.    Unstops drains and repairs faucets, toilets and showers for proper facility operation.    
Installs and repairs plumbing fixtures, water lines, septic lines and tanks.Updating and Using Relevant Knowledge:    
Obtains training for proper use of mowers, chain saws and other specialty equipment.    Obtains training for chemical 
safety regarding the use of janitorial cleaning materials.Resolving Conflicts and Negotiating with Others:    Handles 
complaints and resolves conflicts with park visitors.Controlling Machines and Processes:    Performs logging operations 
including chain saw operation for cutting down dead trees to manageable size for removal.    Cuts firewood as needed 
for inns, cabins, villas, recreation lodges, campgrounds and park residences.    Operates and utilizes assorted hand tools 
to perform daily duties.    Constructs and erects signs to provide public information and safety.    Vacuums and 
shampoos carpets to maintain park appearance and cleanliness.Monitoring and Controlling Resources:    Accepts cash, 
credit cards, money orders, checks, etc. as payment for rentals of campgrounds, group camps, cabins, shelters, and 
recreation lodges.    Accepts on line reservations.Performing General Physical Activities:    Assists in suppressing forest 
fires at assigned work location to protect natural resources, facilities and the general public.    Patches holes in roads and 
sidewalks to ensure public safety.    Assists with controlled burning of wildflower plots and spillway dams utilizing 
various hand tools, flappers and fire rakes to allow return of native plants and wildflowers.    Cleans floors, walls, 
ceilings, and restrooms to maintain proper sanitary conditions.    Paints interior and exterior of buildings to ensure 
proper maintenance and appearance.    Removes brush for fire prevention and safety.    Changes exterior and interior 
light bulbs as needed on park grounds and facilities.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Keeps simple records and makes routine reports such as time expended and materials 
used.Communicating with Persons Outside Organization:    Communicates with persons outside agencies and 
government by two way radio, telephone, e-mail or in person.Performing for or Working Directly with the Public:    
Checks visitors into campgrounds, group camps, cabins, shelters, and recreation lodges.    Performs routine clerical work 
including answering phones, opening mail, etc.Getting Information:    Inspects grounds for trash, safety hazards, 
maintenance issues and general appearance to ensure public safety in the park(s).Performing Administrative Activities:    
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Types simple correspondence as required. Handling and Moving Objects:    Installs bulletin boards and signs to provide 
public information. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Approachability    Decision Quality    Learning on the Fly    
Composure    Standing Alone    Dealing with Ambiguity    Innovation Management    HumorKnowledge:    Public Safety 
and Security    Mechanical    Education and Training    Customer and Personal Service    Clerical    Building and 
ConstructionSkills:    Operation and Control    Equipment Maintenance    Critical Thinking    Installation    Judgment and 
Decision Making    Equipment Selection    Troubleshooting    Active Learning    Active Listening    Coordination    
Operation Monitoring    Repairing    SpeakingAbilities:    Deductive Reasoning    Gross Body Equilibrium    Speech Clarity    
Speech Recognition    Selective Attention    Gross Body Coordination    Control Precision    Trunk Strength    Depth 
Perception    Peripheral Vision    Sound Localization    Dynamic Strength    Problem Sensitivity    Dynamic Flexibility    Arm-
Hand Steadiness 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Copy Machine    Hand Tools    Welders    Augers    Pipe Cutters and Threaders    
Log Splitters    Cash Register    Tillers    Tractors and Attachments    Chippers    Floor Scrubber    Cement Mixer    Sump 
Pump    Vacuum    Sign Maker    Utility Vehicles    Telephone    Printer    Two - Way Radio    Power Tools    Torch    Multi-
Meters    Chain Saws    Pressure Washer    Mowers    Back Hoe    Bucket Trucks    Gas and Diesel Pumps    Floor Buffer    
Compacter    Credit Card Machine    Tile Cutter    Trucks                                               
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062962 - CONSERVATION WORKER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1687 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled fulltime labor and 
trades experience including, at least two years of building, grounds heating and refrigeration maintenance and/or 
equipment operations work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs semiskilled and skilled maintenance work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Conservation Worker 
sub-series. An employee in this class performs a wide variety of semi-skilled and skilled maintenance related work in 
such areas as building maintenance, grounds maintenance, and equipment operations. This class differs from that of 
Conservation Worker 1 in that an incumbent of the latter performs more routine work under closer supervision. This 
class differs from that of Conservation Worker 3 in that an incumbent of the latter acts in a lead or supervisory capacity 
and performs skilled grounds and building maintenance work. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:     Replaces defective breakers and perform minor electric repairs.    
Performs tasks such as wiring switches, outlets and fixtures.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates and utilizes a variety of heavy equipment such as back hoes, large tractors, bob cats, specialty attachments, 
and stump grinders.    Utilizes back hoes, tractors and accessories to repair roads, access areas, hiking, bicycle, horse and 
other types of trails.    Operates and utilizes a variety of equipment including mowers, trimmers, small trucks, and 
tractors to perform of daily duties.    Utilizes backhoes and dump trucks to move heavy loads of mulch and top soil for 
large landscaping jobs.    Performs grounds maintenance work including cutting and trimming grass and obstructive tree 
limbs.Updating and Using Relevant Knowledge:    Obtains training for mowers, chain saws and other specialty 
equipment.    Obtains training for chemical safety regarding the use of janitorial cleaning materials.Training and 
Teaching Others:    Trains less experienced employees on proper and safe use of various equipment and tools.    Instructs 
other employees on the proper use of safety apparel and gear examples, hard hats, steel toe shoes, respirators, gloves, 
safety glasses, etc.Repairing and Maintaining Mechanical Equipment:    Installs and repair plumbing fixtures water lines, 
septic lines and tanks.    Performs routine maintenance and minor repair of equipment.    Unstops drains and repairs 
faucets, toilets and showers for proper facility operation.    Replaces broken windows to ensure public safety and 
maintain park appearance.Controlling Machines and Processes:    Performs logging operations including chain saw 
operation for cutting down dead trees to manageable size for removal.    Cuts firewood as needed for inns, cabins, villas, 
recreation lodges campgrounds and park residences.    Constructs and erects signs to provide public information and 
safety.    Operates and utilizes assorted hand tools to perform daily duties.    Vacuums and shampoos carpets to 
maintain park appearance and cleanliness.Monitoring and Controlling Resources:    Accepts on line reservations.    
Accepts cash, credit cards, money orders, checks, etc. as payment for rentals of campgrounds, group camps, cabins, 
shelters, and recreation lodges.Resolving Conflicts and Negotiating with Others:    Handles complaints and resolves 
conflicts with park visitors.Performing General Physical Activities:    Assists in suppressing forest fires at assigned work 
location to protect natural resources, facilities and the general public.    Removes, repairs or replaces shingles, decking, 
tin roofing, fiberglass, or tiles.    Assists with controlled burning of wildflower plots and spillway dams utilizing various 
hand tools, flappers and fire rakes to allow return of native plants and wildflowers.    Patches holes in roads and 
sidewalks to ensure public safety.    Removes brush for fire prevention and safety.    Cleans floors, walls, ceilings, and 
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restrooms to maintain proper sanitary conditions.    Paints interior and exterior of buildings to ensure proper 
maintenance and appearance.    Changes exterior and interior light bulbs as needed on park grounds and 
facilities.Handling and Moving Objects:    Removes old drywall; installs and finishes new drywall.    Installs bulletin boards 
and signs to provide public information.Getting Information:    Inspects grounds for trash, safety hazards, maintenance 
issues and general appearance to ensure public safety in the park(s).Communicating with Persons Outside Organization:    
Communicates with persons outside agencies and government by two way radio, telephone, e-mail or in 
person.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Keeps simple records and 
makes routine reports such as time expended and materials used.Performing Administrative Activities:    Completes 
incident reports as required by park policy for accidents, vehicle incidents and personal injuries or damage to park 
visitors' vehicles.    Completes work orders for all tagged equipment for submittal to Motor Vehicle Management 
(MVM).    Completes mileage logs and fuel tickets for daily operation of vehicle(s).    Maintains credit cards for 
purchasing supplies and reconciles statement weekly.Performing for or Working Directly with the Public:    Checks 
visitors into campgrounds, group camps, cabins, shelters, and recreation lodges.    Performs routine clerical work 
including answering phones, opening mail, etc. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Approachability    Decision Quality    Learning on the Fly    
Composure    Standing Alone    Dealing with Ambiguity    Innovation Management    Humor    Technical Learning    
Delegation    Informing    Perseverance    Organizational Agility    PatienceKnowledge:    Public Safety and Security    
Mechanical    Education and Training    Customer and Personal Service    Clerical    Building and ConstructionSkills:    
Operation and Control    Equipment Maintenance    Critical Thinking    Installation    Judgment and Decision Making    
Equipment Selection    Troubleshooting    Active Learning    Active Listening    Coordination    Operation Monitoring    
Repairing    Speaking    InstructingAbilities:    Deductive Reasoning    Gross Body Equilibrium    Speech Clarity    Speech 
Recognition    Selective Attention    Gross Body Coordination    Control Precision    Trunk Strength    Depth Perception    
Peripheral Vision    Sound Localization    Dynamic Strength    Problem Sensitivity    Dynamic Flexibility    Arm-Hand 
Steadiness    Multilimb Coordination    Stamina    Static Strength    Hearing Sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Copy machine    Hand Tools    Welders    Augers    Pipe Cutters and Threaders    
Log Splitters    Cash Register    Tillers    Tractors and Attachments    Chippers    Floor Scrubber    Cement Mixer    Sump 
Pump    Vacuum    Sign Maker    Utility Vehicles    Skid Steer    Bat Wing Mower    Explosives    Telephone    Printer    Two - 
Way Radio    Power Tools    Torch    Multi-Meters    Chain Saws    Pressure Washer    Mowers    Back Hoe    Bucket Trucks    
Gas and Diesel Pumps    Floor Buffer    Compacter    Credit Card Machine    Tile Cutter    Trucks    Stump Grinder    
Bulldozer    Side Mount 
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062963 - CONSERVATION WORKER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1693 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to four years of increasingly responsible and skilled full-time labor and 
trades experience including, at least, three years in building, grounds, heating and refrigeration maintenance and/or 
equipment operations work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled maintenance work of considerable 
difficulty which includes leading others in work; and performs related work as required. Distinguishing Features:  This is 
the lead or supervisory level class in the Conservation Worker sub-series. An employee in this class leads others in a 
variety of semi-skilled and skilled maintenance related work in such areas as building maintenance, grounds 
maintenance, and equipment operation. This class differs from Conservation Worker 2 in that an incumbent of the latter 
performs semi-skilled and skilled grounds and building maintenance work. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Completes job plans, interim reviews and performance evaluations 
for staff.Controlling Machines and Processes:    Constructs and erects signs to provide public information and safety.    
Operates and utilizes assorted hand tools to perform daily duties.    Performs logging operations including chain saw 
operation for cutting down dead trees to manageable size for removal.    Cuts firewood as needed for inns, cabins, villas, 
recreation lodges, campgrounds and park residences.    Vacuums and shampoos carpets to maintain park appearance 
and cleanliness.Operating Vehicles, Mechanized Devices, or Equipment:    Operates and utilizes a variety of heavy 
equipment such as back hoes, large tractors, bob cats, specialty attachments, and stump grinders.    Utilizes back hoes 
and dump trucks to move heavy loads of mulch and top soil for large landscaping jobs.    Utilizes back hoes, tractors and 
accessories to repair roads, access areas, hiking, bicycle, horse and other types of trails.    Operates and utilizes a variety 
of equipment including mowers, trimmers, small trucks, and tractors for performing daily duties.    Performs grounds 
maintenance work including cutting and trimming grass and obstructive tree limbs.Updating and Using Relevant 
Knowledge:    Obtains training for mowers, chain saws and other specialty equipment.    Obtains training for chemical 
safety regarding the use of janitorial cleaning materials.Training and Teaching Others:    Trains less experienced 
employees on the proper and safe use of various equipment and tools.    Instructs other employees on the proper use of 
safety apparel and gear examples, hard hats, steel toe shoes, respirators, gloves, safety glasses, etc.Organizing, Planning, 
and Prioritizing Work:    Plans long range projects such as opening and closing seasonal facilities and appropriate time 
sensitive maintenance projects.    Formulates special projects for employees during off season.Repairing and 
Maintaining Electronic Equipment:    Replaces defective breakers and performs minor electric repairs.    Performs tasks 
such as wiring switches, outlets and fixtures.Repairing and Maintaining Mechanical Equipment:    Installs and repairs 
plumbing fixtures water lines, septic lines and tanks.    Performs routine maintenance and minor repair on equipment.    
Unstops drains and repairs faucets, toilets and showers for proper facility operation.    Replaces broken windows to 
ensure public safety and maintain park appearance.Staffing Organizational Units:    Recruits, interviews and hires staff to 
fill positions vacancies within work units.Coordinating the Work and Activities of Others:    Makes out work schedules for 
subordinate employees such as Conservation Worker 1, Conservation Worker 2, and Seasonal Laborers.Handling and 
Moving Objects:    Removes old drywall; installs and finishes new drywall.    Installs bulletin boards and signs to provide 
public information.Resolving Conflicts and Negotiating with Others:    Handles complaints and resolves conflicts with 
park visitors.Performing General Physical Activities:    Removes, repairs or replaces shingles, decking, tin roofing, 
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fiberglass, or tiles.    Assists in suppressing forest fires at assigned work location to protect natural resources, facilities 
and the general public.    Assists with controlled burning of wildflower plots and spillway dams utilizing various hand 
tools, flappers and fire rakes.    Patches holes in roads and sidewalks to ensure public safety.    Paints interior and 
exterior of buildings to ensure proper maintenance and appearance.    Cleans floors, walls, ceilings, and restrooms to 
maintain proper sanitary conditions.    Removes brush for fire safety.    Changes exterior and interior light bulbs as 
needed on park grounds and facilities.Performing Administrative Activities:    Maintains credit cards for purchasing 
supplies and reconciles statement weekly.    Completes work orders for all tagged equipment for submittal to Motor 
Vehicle Management (MVM).    Approves time worked and leave requests for subordinates.    Completes incident 
reports as required by park policy for accidents, vehicle incidents and personal injuries or damage to park visitors' 
vehicles.    Completes mileage logs and fuel tickets for daily operation of vehicle(s).Communicating with Persons Outside 
Organization:    Works with outside vendors to obtain bids and order supplies.    Communicates with persons outside 
agencies and government by two way radio, telephone, e-mail or in person.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Keeps simple records and makes routine reports such as time expended and 
materials used.Monitoring and Controlling Resources:    Accepts cash, credit cards, money orders, checks, etc. as 
payment for rentals of campgrounds, group camps, cabins, shelters, and recreation lodges.    Accepts on line 
reservations.Communicating with Supervisors, Peers, or Subordinates:    Responds to managerial staff to implement 
maintenance requests.Getting Information:    Inspects grounds for trash, safety hazards, maintenance issues and general 
appearance to ensure public safety in the park(s).Performing for or Working Directly with the Public:    Checks visitors 
into campgrounds, group camps, cabins, shelters, and recreation lodges.    Performs routine clerical work including 
answering phones, opening mail, etc. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Patience    Approachability    Composure    Directing Others    Problem Solving    
Decision Quality    Comfort around Higher Management    Innovation Management    Standing Alone    Perseverance    
Understanding Others    Learning on the Fly    Humor    Informing    Organizational Agility    Motivating Others    Technical 
Learning    Delegation    Functional/Technical Competencies    Dealing with AmbiguityKnowledge:    Public Safety and 
Security    Building and Construction    Customer and Personal Service    Education and Training    Mechanical    
ClericalSkills:    Active Listening    Judgment and Decision Making    Speaking    Equipment Selection    Troubleshooting    
Active Learning    Equipment Maintenance    Monitoring    Critical Thinking    Coordination    Operation Monitoring    
Instructing    Complex Problem Solving    Repairing    Installation    Operation and ControlAbilities:    Oral Comprehension    
Fluency of Ideas    Gross Body Coordination    Speech Clarity    Speech Recognition    Problem Sensitivity    Gross Body 
Equilibrium    Control Precision    Dynamic Strength    Arm-Hand Steadiness    Depth Perception    Sound Localization    
Static Strength    Hearing Sensitivity    Selective Attention    Dynamic Flexibility    Trunk Strength    Peripheral Vision    
Stamina    Deductive Reasoning    Multilimb Coordination 
 
Tools and Equipment Used: 
    Personal Computer                                                 Fax Machine                                                           Copy Machine                                                    
Hand Tools                                                              Welders                                                                  Augers                                                                
Pipe Cutters and Threaders                                      Log Splitters                                                           Cash Register                                                       
Tillers                                                                      Tractors and Attachments                                       Chippers                                                             
Floor Scrubber                                                        Cement Mixer                                                         Sump Pump                                                        
Vacuum                                                                  Sign Maker     Utility Vehicles     Telephone                                                               
Printer                                                                     Two - Way Radio                                                      Power Tools                                                        
Torch                                                                      Multi-Meters                                                           Chain Saws                                                         
Pressure Washer                                                      Mowers                                                                  Back Hoe                                                            
Bucket Trucks                                                         Gas and Diesel Pumps                                            Floor Buffer                                                        
Compacter                                                              Credit Card Machine                                               Tile Cutter                                                           
Trucks                                                                  
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078403 - CONSOLIDATED DVOP/LVER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4499 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional experience that primarily involved providing or coordinating veteran 
staffing or outreach services.  Substitution of Education for Experience: None Substitution of Experience for Education: 
Military experience as a commissioned officer or as an enlisted person with the rank of E-4 or higher, may substitute for 
the required education on a year-for-year basis to a maximum of four years.OROne year of full-time experience as a 
Veterans' Employment Representative or Veterans' Outreach Specialist as defined by the VETS Program.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possession of a valid vehicle operator's license may be 
required for some positions. In compliance with United States Code Annotated, Title 38, Chapter 41, Section 4103A, the 
State of Tennessee must fill positions in this class with eligible veterans and must give preference to eligible veterans 
with disabilities.                                                                   Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Employment Security work of average difficulty; 
provides outreach and employment services to veterans of active military service with Significant Barriers to 
Employment; and performs related work as required. Distinguishing Features: An employee in this class conducts 
personal interviews with veterans with Significant Barriers to Employment visiting a local Employment Security office to 
determine veterans' job readiness, work qualifications, and suitability for particular training programs or jobs. This 
classification conducts veterans' outreach services to locate and assist veterans with Significant Barriers to Employment. 
An employee in this class also conducts employers' outreach services to assist them with satisfying their employment 
needs as well as outreach to apprenticeship programs for placement of veterans.  
 
Work Activities: 
Analyzing Data or Information:  Enters data using keyboard to update applicant database. Communicating with Persons 
Outside Organization:  Conducts outreach within the community to locate veterans with disabilities. Effectively 
advocates for hiring veterans to employers through multiple communication avenues. Communicating with Supervisors, 
Peers, or Subordinates:  Effectively communicates with supervisor, peers and other staff to ensure compliance with 
service to veterans. Developing Objectives and Strategies:  Develops appropriate strategies for contacting employers 
and placing veterans. Establishing and Maintaining Interpersonal Relationships:  Provides excellent customer service to 
internal and external customers. Evaluating Information to Determine Compliance with Standards:  Monitors and 
evaluates office procedures and interviewing activities to assure veterans are receiving priority of service. Getting 
Information:  Interviews veterans to assess their employability and refer to potential jobs or appropriate counseling 
services. Gathers information about local job and business needs by developing relationships with employers. 
Researches and gathers information from the working database to obtain relevant information on individuals through 
observation and practical application. Talks with veterans, employers, or other individuals to identify employment 
barriers. Gathers information on veterans by interviewing and review current database. Performs automated file 
searches to match qualified veterans to job openings. Follows up with employers, veterans and supportive service 
agents to determine effectiveness of service provided to veterans. Identifying Objects, Actions, and Events:  Identifies 
and posts employment opportunities such as career fairs, chamber of commerce and human resource events etc.  
Interpreting the Meaning of Information for Others:  Interprets veterans' documentation, (DD-214) for eligibility of 
service. Judging the Qualities of Things, Services, or People:  Assesses veterans' job readiness status to include barriers 
to employment. Coordinate public relations activities to encourage employers to use the services provided by the local 
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Employment Security office. Making Decisions and Solving Problems:  Establishes a network with community-based 
organizations and veterans organizations; contacts employers to inform them of services available and to identify their 
employment needs. Follows up with employers to obtain feedback about employment services provided; gathers 
information about the services that can be provided to veterans through community-based organizations and veterans 
organizations. Coordinates employer outreach and public relation activities. Coordinates public relation activities to 
encourage employers and veterans to use the services provided by the local Career Center. Identifies and determines 
appropriate services and benefits for veterans. Meets with community-based organizations and veterans organizations 
to solicit their support and exchange information about respective services provided. Monitor Processes, Materials, or 
Surroundings:  Identifies database deficiencies by reviewing appropriate reports. Organizing, Planning, and Prioritizing 
Work:  Develops appropriate strategies for contacting employers and placing veterans. Time management and 
organizing, planning and prioritizing work. Processing Information:  Enters essential veteran information into database. 
Generates, updates, corrects and submits reports as required. Resolving Conflicts and Negotiating with Others:  Resolves 
complaints and elevates as necessary. Thinking Creatively:  Uses broad spectrum of available local services.  Training and 
Teaching Others:  Trains office staff to interpret documentation, (DD 214) for eligibility of service. Conducts workshops 
such as resume building, interviewing and networking skills. Updating and Using Relevant Knowledge:  Applies and 
identifies emerging technologies through the use of available resources and labor market information. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus               Integrity and Trust                         Patience                            Presentation Skills                         
Time Management                         Written Communication               Knowledge:  Clerical                 Communication and 
Media                            Customer and Personal Service                     Education and Training                   English Language              
Law and Government                       Sales and Marketing                         Skills:  Active Learning                 Active Listening                
Coordination                      Critical Thinking               Instructing                           Judgment and Decision Making                    
Learning Strategies                           Monitoring                          Negotiation                         Persuasion                          Process 
Evaluation            Reading and Comprehension                         Service Orientation                          Social Perceptiveness                      
Speaking              Time Management                            Writing                 Abilities:  Deductive Reasoning                       
Flexibility of Closure                       Fluency of Ideas                Inductive Reasoning                        Memorization Oral 
Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Speech Clarity Speech Recognition 
Written ComprehensionWritten Expression         
 
Tools and Equipment Used: 
 Personal Computer/ Laptop Fax Machine Telephone Printer Copy Machine Scanner Vehicle Calculator 
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032452 - CONSUMER INSURANCE INV 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1639 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional insurance sales management, claims processing (i.e. examiner, 
adjuster, adjudicator), or underwriter work. OR Graduation from an accredited college or university with a bachelor's 
degree and experience equivalent to one year of full-time professional insurance investigative work similar in nature to 
that performed by Consumer Insurance Investigators with the State of Tennessee. Substitution of Experience for 
Education: Qualifying full-time professional experience in insurance sales management claims processing, underwriting, 
or investigative work may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for insurance investigation duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working-level class in the Consumer Insurance 
Investigator sub-series. An employee in this class may be assigned to a central office or to a district office. An incumbent 
performs a wide variety of sensitive and complex assignments in investigating complaints and enforcing state laws, 
primarily for a specific line of insurance. Work involves conducting interviews with company representatives, 
complainants, policyholders, agents, brokers, and the general public to gather information, resolve complaints and 
disputes, and terminate illegal or unethical practices. Work is performed with considerable independence and is 
reviewed by an administrative superior for effectiveness and sound judgment. This class differs from Consumer 
Insurance Investigator 2 in that an incumbent of the latter is responsible for the operation of a district office and 
investigates complaints in all lines of insurance. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Mediates complaints between the consumer and the insurance 
company based on information provided through documents and phone interviews with the goal of achieving a mutually 
acceptable solution. Communicating with Persons Outside Organization:    Conducts interviews and investigations, to 
resolve difficult and sensitive disputes involving company representatives, complainants, policyholders, agents, brokers, 
and the general public.    Responds to insurance-related inquiries from the general public. Evaluating Information to 
Determine Compliance with Standards:    Evaluates response information in relation to state law, policy language as well 
as state and federal regulations. Interpreting the Meaning of Information for Others:    Interprets company policy 
language, and definitions for consumers. Updating and Using Relevant Knowledge:    Keeps knowledge up to date 
related to changes in laws and regulations.    Researches information regarding laws and regulations based on consumer 
requests.    Attends training related to changes in database systems. Monitor Processes, Materials, or Surroundings:    
Conducts investigations of complaints of policyholders and purchasers relating to insurance violations, unfair trade 
practices, or fraudulent activities by insurance agents or insurance companies, primarily for one line of insurance. 
Interacting With Computers:    Utilizes enterprise resource planning software to enter time, leave, and overtime 
requests as well as travel authorizations.    Utilizes database system to research companies in order to attain contact 
information. Judging the Qualities of Things, Services, or People:    Reviews the response letter and documentation 
provided for completeness and accuracy as it relates to the complaint.    Reviews case reports submitted by other 
investigators on suspected violations and makes recommendations for resolutions. Documenting/Recording 
Information:    Prepares reports of investigations as requested.    Generates concise notes related to file in database. 
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Getting Information:    Attains information from complaint form in order to review and interpret information and 
contact the complainant and respondent. Operating Vehicles, Mechanized Devices, or Equipment:    Travels to locations 
of disaster in order to assist consumers with needs. Processing Information:    Verifies complainant and company 
information for each complaint resulting in acknowledgement and respondent letters.    Enters NAIC reason and 
disposition codes into database. Communicating with Supervisors, Peers, or Subordinates:    Provides consultation and 
advice to other investigators as needed.    Submits complaint files and letter of recommendation to other sections for 
further action.    Submits case files for review to supervisor as requested.    Requests information from other sections 
regarding complaints. Making Decisions and Solving Problems:    Makes decisions related to applicability of a complaint 
as it relates to consumer insurance. Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes case files 
according to established time metrics. Performing Administrative Activities:    Responds to emails, phone calls and other 
correspondence as required. Provide Consultation and Advice to Others:    Makes recommendations for changes in 
operations which affect the efficiency and quality of agency operations and services. Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains cohesive relationships with consumer insurance companies in 
order to attain information related to complaints.    Establishes and maintains cohesive relationships with other 
insurance departments to share relevant information. Thinking Creatively:    Identifies database system improvements 
and submits ideas to system developer. Training and Teaching Others:    May train new hires in using the phone and 
computer system processes in order to manage case files. 
 
Competencies (KSA’s): 
Competencies:    Written Communication    Customer Focus    Decision Quality    Functional Technical Competency    
Conflict Management    Composure    Listening    Business Acumen    Time Management    Interpersonal Savvy 
Knowledge:    Intermediate knowledge insurance industry    Knowledge of basic computer applications    Knowledge of 
customer and personal service principals    Knowledge of laws and regulations related to insurance    Knowledge of basic 
medical terminology Skills:    Active listening skills    Speaking skills    Reading comprehension skills    Service orientation 
skills    Time management skills    Deductive reasoning skills Abilities:    Ability to extract information from complainants    
Oral comprehension ability    Oral expression ability    Written comprehension ability    Written expression ability    
Ability to identify suspicious patterns and trends associated with insurance companies 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Scanner    Fax Machine    Phone    Calculator 
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032453 - CONSUMER INSURANCE SVCS MGR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1643 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional insurance claims processing (i.e. examiner, adjudicator, adjuster) or 
underwriter work. OR Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional insurance sales management or insurance investigative work, of which 
two years must have been professional insurance investigative work similar in nature to that performed by Consumer 
Insurance Inv with the State of Tennessee. OR Graduation from an accredited college or university with a bachelor's 
degree and experience equivalent to three years of full-time professional insurance investigative work similar in nature 
to that performed by Consumer Insurance Investigators with the State of Tennessee. Substitution of Experience for 
Education: Qualifying full-time professional experience in insurance sales management, claims processing, underwriting, 
or investigative work may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for insurance investigative work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required. Distinguishing Features: An incumbent in 
this class has statewide responsibility for managing a unit of the Consumer Insurance Services Division in the 
Department of Commerce and Insurance, such as Fraud, Market Conduct, or Employee Insurance Benefit Control. An 
incumbent may also be responsible for supervising the Nashville office of the Policyholder Services Unit. Work involves 
supervising and conducting difficult aspects of interviewing company representatives. Work involves assigning and 
supervising field interviewing of complainants, policyholders, agents, brokers, and the general public to gather 
information, resolve complaints and disputes, and terminate illegal or unethical practices. This class differs from that of 
Insurance Investigator 2 in that an incumbent of the latter is responsible for the operation of a district office. This class 
differs from that of Insurance Investigation Director in that the incumbent of the latter directs the statewide program 
and supervises incumbents of this class. 
 
Work Activities: 
Developing Objectives and Strategies: Manages a statewide unit charged with the investigation of complaints, law 
violations, and resolution of problems of policyholders, the public, and insurance industry representatives. Generates 
SMART goals for assigned subordinates. Staffing Organizational Units: Makes recommendations on personnel actions 
such as employment, promotion, demotion, transfer, and retention. Evaluating Information to Determine Compliance 
with Standards: Evaluates response information in relation to state law, policy language as well as state and federal 
regulations. Coaching and Developing Others: Addresses deficiencies and achievements identified in the evaluation 
process through SMART goals and plans to mentor subordinates on the improvement of knowledge, skills, and abilities. 
Training and Teaching Others: Trains new hires in using the phone and computer system processes in order to manage 
case files. Thinking Creatively: Identifies database system improvements and submits ideas to system developer. 
Scheduling Work and Activities: Schedules out of office trips after a catastrophe for the purposes of providing advice to 
consumers with insurance related problems associated with the disaster. Organizing, Planning, and Prioritizing Work: 
Organizes and prioritizes case files according to established time metrics. Guiding, Directing, and Motivating 
Subordinates: Motivates subordinates by leveraging SMART goals and plans through the evaluation process. Resolving 
Conflicts and Negotiating with Others: Mediates complaints between the consumer and the insurance company based 
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on information provided through documents and phone interviews with the goal of achieving a mutually acceptable 
solution. Provide Consultation and Advice to Others: Makes recommendations for changes in operations which affect 
the efficiency, and quality of agency operations and services. Interpreting the Meaning of Information for Others: 
Interprets company policy language, and definitions for consumers. Establishing and Maintaining Interpersonal 
Relationships: Establishes and maintains cohesive relationships with consumer insurance companies in order to attain 
information related to complaints. Establishes and maintains cohesive relationships with other insurance departments 
to share relevant information. Judging the Qualities of Things, Services, or People: Assists in the establishment and 
execution of methods used by investigators in the performance of their duties. Reviews the response letter and 
documentation provided for completeness and accuracy as it relates to the complaint. Reviews case reports submitted 
by other investigators on suspected violations and makes recommendations for resolutions.Interacting With Computers: 
Utilizes enterprise resource planning software to enter time, leave, and overtime requests as well as travel 
authorizations. Utilizes database system to research companies in order to attain contact information. Updating and 
Using Relevant Knowledge: Keeps knowledge up to date related to changes in laws and regulations. Researches 
information regarding laws and regulations based on consumer requests. Attends training related to changes in 
database systems. Making Decisions and Solving Problems: Makes decisions related to applicability of a complaint as it 
relates to consumer insurance. Returns case file to the investigator for corrections through the review of files for 
completeness and coding errors. Developing and Building Teams: Models effective performance for co-workers and 
assigned subordinates to provide a role model, encourage success in others, and enhance trust. Coordinating the Work 
and Activities of Others: Assigns cases to assigned subordinates according to area of expertise. Communicating with 
Supervisors, Peers, or Subordinates: Submits case files for review to supervisor as requested. Submits complaint files 
and letter of recommendation to other sections for further action. Requests information from other sections regarding 
complaints. Provides consultation and advice to other investigators as needed. Documenting/Recording Information: 
Generates monthly reports regarding closed case files related to time metrics. Prepares reports of investigations as 
requested. Generates concise notes related to file in database. Processing Information: Enters NAIC reason and 
disposition codes into database. Generates concise notes related to case file in database. Verifies complainant and 
company information for each complaint resulting in acknowledgement and respondent letters. Operating Vehicles, 
Mechanized Devices, or Equipment: Travels to locations of disaster in order to assist consumers with needs. 
Communicating with Persons Outside Organization: Responds to insurance-related inquiries from the general public. 
Conducts interviews and investigations, to resolve difficult and sensitive disputes involving company representatives, 
complainants, policyholders, agents, brokers, and the general public. Performing Administrative Activities: Responds to 
emails, phone calls and other correspondence as required. Getting Information: Attains information from complaint 
form in order to review and interpret information and contact the complainant and respondent. Monitor Processes, 
Materials, or Surroundings: May conduct investigations of complaints of policyholders and purchasers relating to 
insurance violations, unfair trade practices, or fraudulent activities by insurance agents or insurance companies, 
primarily for one line of insurance. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Business Acumen Written Communication Interpersonal Savvy Decision 
Quality Functional Technical Competency Time Management Conflict Management Composure Knowledge: 
Intermediate knowledge insurance industry Knowledge of customer and personal service principals Knowledge of basic 
computer applications Knowledge of laws and regulations related to insuranceSkills: Active listening skills Writing skills 
Reading comprehension skills Service orientation skills Management of personnel resources skills Speaking skills 
Abilities: Time management ability Written comprehension ability Written expression ability Ability to identify 
organizational needs Oral comprehension ability Oral expression ability Ability to identify suspicious patterns and trends 
associated with insurance companies Ability to extract information from complainants 
 
Tools and Equipment Used: 
 Computer Copier Printer Scanner Fax Machine Phone Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079153 - CONSUMER PROTECTION DIRECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4365 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079152 - CONSUMER PROTECTION SPEC 2* 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  4369 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: 1.) journalism; 2.) investigation of 
criminal activities, which includes, but is not limited to, fraud, probation, or parole work; 3.) investigation of legal 
statutes or business services, which includes, but is not limited to, investigation of credit information, delinquent 
accounts, personnel activities or related consumer issues; 4.) customer service related to complaint resolution or sales; 
or 5.) development of adult instructional programs; at least one year must include investigation of consumer issues. 
Substitution of Experience for Education: Qualifying experience in journalism; investigation of criminal activities, legal 
statutes or business services; customer service related to complaint resolution or sales; or development of adult 
instructional programs may substitute for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in one of a combination of the above listed fields may substitute for one year of 
the required education). OR Graduation from an accredited college or university with a bachelor's degree in business 
administration, marketing and research, or related business field; consumer studies, or pubic administration and one 
year of experience in investigation of consumer issues. OR Graduation from an accredited college or university with a 
master's degree in business administration, marketing and research, or related business field; consumer studies, or 
pubic administration." 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license is required.            Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional consumer protection work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  ,This is the working level class in the 
Consumer Protection sub-series. An employee in this class investigates trade and commerce practices and promotes 
consumer education. This class differs from Consumer Protection Spec 1 in that an incumbent of the latter functions at 
the entry level. 
 
Work Activities: 
Communicating with Supervisors, Peers, or Subordinates:    Submits draft documents, proposed legal action, and records 
request requiring redaction to the agencies legal division for review.    Submits required reports to supervisor on an 
ongoing basis. Resolving Conflicts and Negotiating with Others:    Identifies courses of action which would be agreeable 
both to the consumer and business representatives.    Conducts mediation in an effort to resolve disputes between 
consumers and businesses. Performing Administrative Activities:    Creates and reviews correspondence letters 
pertaining to the complaint process, requested information, mediation results, alleged violations and other necessary 
documents.    May certify consumers to receive benefit agency programs. Establishing and Maintaining Interpersonal 
Relationships:    Establishes positive relationships with local, federal, and state agencies and organizations in order to 
assist with resolving complaints or investigating possible violations.  Provide Consultation and Advice to Others:    
Advises business on the consequences of not addressing consumer complaints or regulatory requirements.    Advises 
business representatives of obligations and fraudulent business practices. Documenting/Recording Information:    
Consults on legislative proposals which resolve consumer issues pertaining to trends of questionable business practices.    
Arranges findings to support a line of reasoning for a recommendation concerning compliance or legal action.    Writes 
narrative reports of investigations.    Describes facts and ideas which clearly support findings of their investigation.    
Enters and updates database concerning correspondence with businesses and consumers. Evaluating Information to 
Determine Compliance with Standards:    Reviews collected applications and forms to properly register companies in 
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accordance with state law.    Researches state and federal statutes pertaining to business practices under investigation.    
Evaluates sales techniques and services rendered.    May detect ambiguities and omissions in company rules which are 
not in compliance with state and federal legislation.    May examine previous statutes pertaining to service rates, as well 
as company rules and regulations which govern the business practice. Training and Teaching Others:    Consults on or 
prepares brochures, tip sheets, web-sites and workshops.    Distributes educational materials and programs to 
concerned citizen groups.    May consult in the development of instructional material for consumer education. Getting 
Information:    Investigates consumer complaints or reports of questionable business practices.    Researches 
information regarding consumer complaints and personal information through a variety of sources both digital and 
print.    Performs field inspections for the purposes of evaluating business services or products.    Collects information 
relevant to a complaint about a business practice or individual, including frequency and details behind the complaint.    
May pose as a consumer to purchase business services or products. Communicating with Persons Outside Organization:    
Provides clear and accurate testimony, depositions, or affidavits during court and administrative proceedings.    Explains 
the results of investigative efforts concerning specific consumer complaint cases and identified fraudulent and non-
compliant business activities.    Provides well-informed responses to consumer inquiries.    Verifies business information 
by telephone or digital means.    Addresses such concerns as consumer education, complaint status, and historical 
information about specific businesses or agencies.    Interviews complainants in order to gather facts which justify the 
complaint.    May request financial statements and other pertinent information from businesses. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Conflict Management    Written Communications    Action Oriented    
Functional/Technical Competencies    Problem Solving    Perseverance    Listening    Organizational Agility    
NegotiatingKnowledge:     Knowledge of grammar and composition    Knowledge of principles and processes for 
providing customer and personal services    Knowledge of clerical and administrative procedures    Basic knowledge of 
law and government    Basic knowledge of mathematics Skills:                Speaking skills    Writing skills    Basic computer 
skills    Critical thinking skills    Active learning skills    Active listening skills    Reading comprehension skills    Basic data 
entry skills    Negotiation skills    Persuasion skills    Time management skills    Complex problem solving skills    Judgment 
and decision making skills    Learning strategies    Social perceptiveness skills    Instructional skills Abilities:    Speech 
clarity ability    Written comprehension ability    Written expression ability    Oral expression ability    Oral comprehension 
ability    Deductive reasoning ability    Inductive reasoning ability    The ability to identify or detect a known pattern that 
is hidden in other distracting material 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Scanner    Fax Machine    Phone    Calculator    Camera 
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076121 - CONTENT DESIGNER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5165 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and one year of 
experience: (1) design of web site and the monitoring of web site usage; or (2) designing and maintaining web site 
content.Substitution of a Specific Associates Degree for the Required Bachelor's degree: An associate's degree in one or 
a combination of the following from an accredited college or university may substitute for the required bachelor's 
degree: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems). Substitution of Education for Experience: Any graduate coursework in Information 
Technology may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. 
(e.g., 36 graduate quarter hours in Information Systems or Web Design may substitute for one year of the required 
experience). Substitution of Experience for Education: Qualifying full-time experience in one of the following areas may 
substitute for the required education on a year-for-year basis to a maximum of four years: (1) design of web site and the 
monitoring of web site usage; or (2) designing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the working class in web administrator job series. An employee in this class either independently 
designs or modifies web site content or assists other members of a project team in the design or modification of web 
site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Web Administrator in that an incumbent of the latter independently designs or modifies web sites and leads web site 
development activities. 
 
Work Activities: 
Getting Information:  Receives web site modification requests from internal and external customers. Interviews 
customers and gathers requirements for new projects. Reviews web site statistics and usage data for reporting 
purposes.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes recommendations 
to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews web content to 
ensure the information is current and relevant. Monitors change logs and updates to sites to ensure accuracy and 
adherence to guidelines.Inspecting Equipment, Structures, or Material:  Reviews web site changes with content owners 
for accuracy and totality prior to publication.Processing Information: Designs web site using information architecture 
best practices and appropriate design tools.Evaluating Information to Determine Compliance with Standards:  Proofs 
submitted content for compliance with department's content strategy. Ensures that State and Agency policies are 
followed on all web content. Evaluates all web site functionality and content is in compliance with ADA 
standards.Making Decisions and Solving Problems:  Troubleshoots and resolves web site issues in a timely 
manner.Thinking Creatively:  Creates new templates and framework for designs of all new web sites for presentation to 
customers. Develops, creates and edits graphics and photos for inclusion in web site designs.Updating and Using 
Relevant Knowledge:  Keeps up with emerging web site technologies and standards. Maintains up to date knowledge of 
current information systems technology.Developing Objectives and Strategies:  Assists in establishing agency goals for 
web site development and maintenance based on the agency's Web Strategy. Assists agency with developing web site 
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design and publishing policies. Assists agency communication leaders in developing tactics and strategies to enhance 
web site user experience.Interacting With Computers:  Uses State approved web content tools to update web sites. Uses 
computer systems to enter data, utilize email and office productivity tools.Communicating with Supervisors, Peers, or 
Subordinates:  Interprets and communicates written and oral instructions from others.Communicating with Persons 
Outside Organization:  Communicates with outside organizations, and ensures that all information is passed to 
supervisors, peers, and others in a way that is easy to understand and follow.Interpreting the Meaning of Information 
for Others:  Reads and interprets state technology policies in order to communicate the meaning of them to others. 
Interprets the meaning of technical information for business users. 
 
Competencies (KSA’s): 
Competencies:  Technical Competency Learning on the Fly Technical Learning Time Management Customer Focus 
Creativity Action Oriented Comfort around Higher Management Written Communications Listening                                                            
Knowledge: Knowledge of software used in web design Knowledge of web communication best practices Knowledge of 
customer and personal service Knowledge of social media concepts Knowledge of ADA web site design standards                             
Skills: Active Learning Active Listening Critical Thinking Monitor web site usage Writing web content Comfortable 
working in a team environment Social Perceptiveness Graphical web design Evaluating quality and performance of web 
sites Troubleshooting web issues Judgment and Decision Making Time ManagementAbilities: Written Comprehension 
Written Expression Visualization Deductive & Inductive Fluency of Ideas Information Ordering Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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073741 - CONTRACT COMPLIANCE OFFICER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3862 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three 
years of experience in one of the following areas: (1) the analysis of data pertaining to fiscal or manpower policies and 
procedure for business or public sector operations, or (2) the implementation of equal employment opportunity 
policies, procedures, or plans, or (3) the inspection or design of highway construction projects. Substitution of Education 
for Experience: Additional graduate coursework in accounting, business administration and management, human 
resource development, training, personnel management, public administration, law, or financial services management 
may substitute for the required experience to a maximum of two years (36 graduate quarter hours in the specific 
education listed above is equivalent to one year of experience). Substitution of Experience for Education: Additional 
qualifying full-time professional experience in one of the three previously listed areas may substitute for the required 
education on a year-for-year basis, to a maximum of four years (each year of qualifying experience is equivalent to 45 
undergraduate quarter hours)." 
 
Other Requirements: 
"Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for contract compliance work of average difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: An employee in this 
classification determines if a business enterprise is disadvantaged or whether contractors employ disadvantaged 
businesses in a commercially meaningful manner. This class reports to and differs from Contract Compliance Officer 3 in 
that an incumbent of the latter coordinates activities pertaining to the Disadvantaged Business Enterprise program and 
the Contract Compliance program." 
 
Work Activities: 
Documenting/Recording Information:  (Entering, transcribing, recording, storing, or maintaining information in written 
or electronic/magnetic form)     Updates/maintains files, databases, and other relevant Civil Rights program information.    
Prepares and delivers written and oral presentations.    Documents data relating to Equal Employment Opportunity or 
Small Business Development programs for reporting, analyzing, and decision making purposes.    Prepares a variety of 
reports with findings and recommendations related to equal employment opportunity and small business development. 
Monitor Processes, Materials, or Surroundings:  (Monitoring and reviewing information from materials, events, or the 
environment, to detect or assess problems)     Reviews required documentation to determine contractor equal 
employment opportunity compliance with state and federal laws, rules, and regulations.    Monitors disadvantaged 
business enterprise for continued eligibility and compliance with state and federal laws, rules, and regulations.    
Monitors contractor's on-the-job training to ensure compliance with state and federal laws, rules, and regulations. 
Processing Information: (Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or 
data)     Reviews applications for disadvantaged business enterprise status to determine eligibility.    Verifies information 
and documentation submitted by contractors to determine compliance.    Verifies request for payment submitted by 
contractors to ensure accuracy. Analyzing Data or Information: (Identifying the underlying principles, reasons, or facts of 
information by breaking down information or data into separate parts)     Conducts review of disadvantaged business 
enterprise eligibility, commercially useful function, payment verification, and utilization for program compliance.    
Conducts contractors' employee verification to analyze workforce data, on-the-job training enrollment, payment 
requests, and payroll accuracy submitted by contractors. Interpreting the Meaning of Information for Others: 
(Translating or explaining what information means and how it can be used)     Interprets and explains current Civil Rights 
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laws, rules, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains a variety of current departmental, federal, 
and state laws, rules, regulations, policies, and procedures to the general public, persons in other departments or 
divisions, or outside organizations and representatives. Resolving Conflicts and Negotiating with Others: (Handling 
complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others)     
Recommends solutions to issues and complaints from government agencies, contractors, disadvantaged business 
enterprise representatives, and the public.    Recommends solutions which rectify areas of disagreement between the 
prime contractors and the disadvantaged business enterprises. Communicating with Persons Outside Organization: 
(Communicating with people outside the organization, representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail)     Prepares information or participate in legal matters related to complaints and/or investigations as required.    
Informs government agencies, the public and the private sector about disadvantaged business enterprise services.     
Explains contract compliance functions to prime contractors, subcontractors, and disadvantaged business enterprise 
representatives.    Prepares written correspondence as needed to communicate with external business partners.    
Communicates with outside agencies for the purposes of disadvantaged business recruitment.    Communicates with 
external business partners to facilitate outside events and programs.    Provides information to local, state and federal 
government agencies about the certification status of a business.    Disseminates information about training 
opportunities, affirmative action, and reporting requirements to prime contractors and subcontractors.    Meets with 
business partners, directors, employees and field supervisors about compliance with special contract provisions. 
Evaluating Information to Determine Compliance with Standards:  (Using relevant information and individual judgment 
to determine whether events or processes comply with laws, regulations, or standards)     Audits personal and business 
tax returns, real estate holdings, business ownership, and other financial documents to determine disadvantaged 
business enterprise eligibility.    Reviews documents and work activities between prime contractor and disadvantaged 
business enterprise to confirm contractual agreements to comply with laws, rules, and regulations.    Determines if a 
disadvantaged business enterprise is serving a commercially useful function through examination of submitted 
documents including, but not limited to: daily work records, training logs, and contractor payrolls.    Evaluates contractor 
to determine equal employment opportunity compliance or non-compliance using the Compliance Data reporting tools.    
Reviews contractors to ensure on-the-job training and equal employment opportunity requirements are being met.    
Ensures compliance of special provisions of contract proposals awarded to prime contractors and subcontractors.    
Determines if contractors are meeting on-the-job training/training special provision goals by reviewing weekly progress 
reports.Communicating with Supervisors, Peers, or Subordinates:  (Providing information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person)     Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Communicates work related information to 
peers to facilitate teamwork and coordination of effort.    Participates in staff meetings as required to provide and 
gather status updates for assigned workload.    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Sends notifications of special events, changes, and 
deadlines to internal business partners to ensure timely and accurate receipt of information. Getting Information:  
(Observing, receiving, and otherwise obtaining information from all relevant sources)     Collects information from 
internal and external sources to determine compliance with departmental, local, state, and federal laws, rules and 
regulations.    Collects statistical data for workforce, business enterprise, and socio-economic demographics from 
internal and external sources for analysis and reporting.    Collects information for required reporting of the 
department's performance in achieving TDOT's Civil Rights goals and objectives.    Receives information from contractors 
to determine level of review needed.    Receives required documentation to evaluate equal employment opportunity 
compliance, on-the-job training program plan approval, or disadvantaged business enterprise certification eligibility 
and/or compliance.    Receives information or instruction from upper management or supervisor regarding daily work 
activities related to Civil Rights Division and the department's overall goals and objectives. Thinking Creatively:  
(Developing, designing, or creating new applications, ideas, relationships, systems, or products, including artistic 
contributions)     Develops initiatives and activities for On-the-Job Training and Disadvantaged Business Enterprise 
Supportive Services and contract compliance partnerships with other state and federal agencies to promote compliance 
awareness.    Assists in the development of recommendations to improve programmatic and divisional practices and 
processes.    Implements new ideas to enhance Affirmative Action or Small Business Development programs. Developing 
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Objectives and Strategies: (Establishing long-range objectives and specifying the strategies and actions to achieve them)     
Assists in the development and updating of Federal Disadvantaged Business Enterprise and State/Federal Affirmative 
Action plans by collecting and analyzing records, reports, and other related documents.    Assists in establishing specific 
departmental goals and objectives concerning the development and implementation of Affirmative Action and 
Disadvantaged Business Enterprise plans.    Develops overall and project specific disadvantaged business enterprise and 
training special provision goals to meet Federal program requirements. Organizing, Planning, and Prioritizing Work: 
(Developing specific goals and plans to prioritize, organize, and accomplish your work)     Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other methods to ensure timely and accurate completion of work.  
Scheduling Work and Activities: (Scheduling events, programs, and activities, as well as the work of others)     Schedules 
personal workload to ensure timely processing and account for current workload.    Schedules training, meetings, special 
events, and projects as required. Provide Consultation and Advice to Others: (Providing guidance and expert advice to 
management or other groups on technical, systems-, or process-related topics)     Advises and consults with internal and 
external business partners to ensure compliance with the appropriate departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures. Coordinating the Work and Activities of Others: (Getting members of a 
group to work together to accomplish tasks)     Assists in the planning and coordination of activities, meetings, and other 
initiatives to promote Civil Rights programs. Performing Administrative Activities: (Performing day-to-day administrative 
tasks such as maintaining information files and processing paperwork)     Prepares and maintains a variety of reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, and regulations.    
Responds to e-mails, phone calls, and other correspondence.    Prepares activity reports for planning and time 
management of personal workload and meetings.    Enters personal time and leave/overtime requests into the 
appropriate databases.    Scans, uploads, faxes, and/or e-mails copies of documentation to appropriate individuals. 
Updating and Using Relevant Knowledge: (Keeping up-to-date technically and applying new knowledge to your job)     
Participates in industry specific and/or in-service training as required to ensure continual learning and current 
knowledge.    Attends agency-specific training as required to ensure compliance with departmental, state, and federal 
laws and guidelines.    Seeks self-development opportunities to increase knowledge to enhance job performance. 
Interacting With Computers: (Using computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information)     Uses a variety of databases to review and 
retrieve data related to Affirmative Action and Small Business Development programs.    Uses office productivity 
software including but not limited to: word processing programs, spreadsheet programs, presentation software, web-
based programs and e-mail, instant-messaging programs, and search engines. Establishing and Maintaining 
Interpersonal Relationships: (Developing constructive and cooperative working relationships with others, and 
maintaining them over time)     Establishes and maintains relationships with Civil Rights advisory boards, committees, 
liaisons, and other external business partners to promote effective Affirmative Action programs.    Maintains 
professional working relationships with peers and upper management to ensure smooth and effective team operations. 
Training and Teaching Others: (Identifying the educational needs of others, developing formal educational or training 
programs or classes, and teaching or instructing others)     Participates in and conducts workshops which describe 
disadvantaged business enterprise services.    Coordinates and conducts Civil Rights training to promote affirmative 
action awareness. Identifying Objects, Actions, and Events: (Identifying information by categorizing, estimating, 
recognizing differences or similarities, and detecting changes in circumstances or events)     Identifies potential issues 
related to disadvantaged business enterprise, contractor equal employment opportunity, and on-the-job training to 
determine appropriate action.    Identifies contractors meeting on-the-job training/training special provision goals and 
determine what action is needed. Developing and Building Teams: (Encouraging and building mutual trust, respect, and 
cooperation among team members)     Models effective performance for co-workers and assigned subordinates to 
provide a role model, encourage success in others, and enhance trust. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                          Problem Solving                            Technical Learning                        
Informing                         Time Management                        Presentation Skills                        Written Communication                
Ethics and Values                          Listening                           Negotiating   Knowledge:    Intermediate knowledge of business 
and management principles                           Intermediate knowledge of Equal Employment Opportunity, Diversity, Small 
Business Development, and other applicable affirmative laws, rules, and regulations Skills:    Active Listening                 
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Critical Thinking                            Skill in the application of mathematics (arithmetic and statistics)                           
Monitoring                        Reading Comprehension                           Effective oral communication skills with individuals and 
groups    Effective written communication skills through letters, reports, memos, policies, procedures, and technical 
documents    Coordination                     Negotiation                       Complex problem solving skills    Time Management  
Abilities:    Inductive Reasoning                      Oral Comprehension                     Oral Expression                 Written 
Comprehension                Written Expression 
 
Tools and Equipment Used: 
"    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator" 
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073742 - CONTRACT COMPLIANCE OFFICER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3872 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in one of the following areas: (1) the analysis of data pertaining to fiscal or manpower policies and 
procedures for business or public sector operations, or (2) the implementation of equal employment opportunity 
policies, procedures, or plans, or (3) the inspection or design of highway construction projects; two of the five years of 
the above experience must be involved in the certification of disadvantaged or minority business operations in the 
highway construction field, the analysis of equal employment opportunity policies or procedures in the highway 
construction field, or in a supervisory role overseeing professional-level personnel involved in the analysis of data 
contributing to equal employment opportunity or affirmative action policies. Substitution of Education for Experience: 
Additional graduate coursework in accounting, business administration and management, human resources 
development, training, personnel management, public administration, law, or financial services management may 
substitute for the required experience to a maximum of three years (36 graduate quarter hours in the specific education 
listed above is equivalent to one year of experience). Substitution of Experience for Education: Additional qualifying full-
time professional experience in one of the three previously listed areas may substitute for the required education on a 
year-for-year basis, to a maximum of four years (each year of qualifying experience is equivalent to 45 undergraduate 
quarter hours)." 
 
Other Requirements: 
"Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional contract compliance work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: An 
employee in this classification coordinates the activities pertaining to the Disadvantaged Business Enterprise program 
and the Contract Compliance program as the assistant to the Small Business Development Director. This class supervises 
and differs from Contract Compliance Officer 2 in that an incumbent of the latter determines if a business enterprise is 
disadvantaged or whether the contractors employ disadvantaged businesses in a commercially meaningful manner." 
 
Work Activities: 
Interpreting the Meaning of Information for Others: (Translating or explaining what information means and how it can 
be used)     Interprets and explains current Civil Rights laws, rules, regulations, policies, procedures, and documentation 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Getting Information: (Observing, receiving, and otherwise obtaining information from all relevant sources)    
Receives required documentation to evaluate Equal Employment Opportunity compliance, On-the-Job Training program 
plan approval, or Disadvantaged Business Enterprise certification eligibility and/or compliance.    Collects information 
from internal and external sources to determine compliance with departmental, local, state, and federal laws, rules and 
regulations.    Collects information for required reporting of the department's performance in achieving TDOT's Civil 
Rights goals and objectives.    Receives information or instruction from upper management or supervisor regarding daily 
work activities related to Civil Rights Division and the department's overall goals and objectives.    Collects statistical 
data for workforce, business enterprise, and socio-economic demographics from internal and external sources for 
analysis and reporting.    Receives information from contractors to determine level of review needed.Evaluating 
Information to Determine Compliance with Standards: (Using relevant information and individual judgment to 
determine whether events or processes comply with laws, regulations, or standards)    Determines if a disadvantaged 
business enterprise is performing a commercially useful function through examination of submitted documents 
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including, but not limited to, subcontracts, daily work records, training logs, and contractor payrolls.    Ensures 
compliance of special provisions of contract proposals awarded to prime contractors and subcontractors.    Evaluates 
prime contractor and subcontractor to determine equal employment opportunity compliance or non-compliance using 
the Compliance Data report.    Reviews documents and work activities between prime contractor and disadvantaged 
business enterprise to confirm contractual agreements to comply with laws, rules, and regulations.    Reviews 
contractors to ensure on-the-job training and equal employment opportunity requirements are being met.Processing 
Information: (Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data)    
Reviews and evaluates applications, sub-recipient contracts and disadvantaged business enterprise status to determine 
eligibility.    Coordinates the dissemination of information related to the letting process for tracking and internal and 
external reporting purposes.    Verifies information and documentation submitted by contractors and/or sub-recipients 
to determine compliance.    Verifies request for payment submitted by contractors to ensure 
accuracy.Documenting/Recording Information: (Entering, transcribing, recording, storing, or maintaining information in 
written or electronic/magnetic form)    Manages the updates and maintenance of files, databases, and other relevant 
Civil Rights program information.    Verifies the accuracy of documents and data relating to Equal Employment 
Opportunity, Title VI, or Small Business Development programs for reporting, analyzing, and decision making purposes.    
Prepares a variety of complex reports with findings and recommendations related to Equal Employment Opportunity, 
Title VI, and Small Business Development.    Prepares and/or delivers written and oral presentations.Organizing, 
Planning, and Prioritizing Work: (Developing specific goals and plans to prioritize, organize, and accomplish your work)    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Organizes and prioritizes personal workload using calendars, lists, and other methods to ensure timely and 
accurate completion of work. Resolving Conflicts and Negotiating with Others: (Handling complaints, settling disputes, 
and resolving grievances and conflicts, or otherwise negotiating with others)    Recommends solutions to issues and 
complaints from government agencies, contractors, disadvantaged business enterprise representatives, and the public.    
Recommends solutions which rectify areas of disagreement between the prime contractors and the disadvantaged 
business enterprises.Monitor Processes, Materials, or Surroundings: (Monitoring and reviewing information from 
materials, events, or the environment, to detect or assess problems)    Monitors disadvantaged business enterprise for 
continued eligibility and compliance with state and federal laws, rules, and regulations.    Reviews required 
documentation to determine contractor equal employment opportunity compliance with state and federal laws, rules, 
and regulations.    Monitors contractor's on-the-job training to ensure compliance with state and federal laws, rules, and 
regulations.Identifying Objects, Actions, and Events: (Identifying information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events)    Identifies disadvantaged business 
enterprises as eligible for a project.    Identifies contractors meeting on-the-job training/training special provision goals 
and determine what action is needed.    Identifies potential issues related to disadvantaged business enterprise, 
contractor equal employment opportunity, sub-recipient, and on-the-job training to determine appropriate 
action.Updating and Using Relevant Knowledge: (Keeping up-to-date technically and applying new knowledge to your 
job)    Participates in industry specific and/or in-service training as required to ensure continual learning and current 
knowledge.    Attends agency specific training as required to ensure compliance with departmental, state, and federal 
laws and guidelines.    Seeks self-development opportunities to increase knowledge to enhance job 
performance.Developing Objectives and Strategies: (Establishing long-range objectives and specifying the strategies and 
actions to achieve them)    Assists in the development of overall and project specific disadvantaged business enterprise 
and training special provision goals to meet Federal program requirements.    Coordinates the development and 
updating of Federal Disadvantaged Business Enterprise and State/Federal Affirmative Action plans by collecting and 
analyzing records, reports, and other related documents.    Coordinates in the establishment of specific departmental 
goals and objectives concerning the development and implementation of Affirmative Action and Disadvantaged 
Business Enterprise plans.Interacting with Computers: (Using computers and computer systems (including hardware and 
software) to program, write software, set up functions, enter data or process information)    Uses office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based programs and email, instant-messaging programs, and search engines.    Uses a variety of databases to review and 
retrieve data related to Affirmative Action, Title VI, and Small Business Development programs.    Manages a variety of 
databases used for information sharing, reporting, tracking, and assessment purposes.Analyzing Data or Information: 
(Identifying the underlying principles, reasons, or facts of information by breaking down information or data into 
separate parts)    May coordinate and conduct the review of disadvantaged business enterprise eligibility, commercially 
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useful function, payment verification, and utilization for program compliance.    May coordinate and conduct employee 
verification to analyze workforce data, on-the-job training enrollment, payment requests, and payroll accuracy 
submitted by contractors.Thinking Creatively: (Developing, designing, or creating new applications, ideas, relationships, 
systems, or products, including artistic contributions)    May initiate and assist in the development of recommendations 
to improve programmatic and divisional practices and processes with the On-the-Job Training program.    Develops and 
implements initiatives, ideas and activities to enhance Affirmative Action or Small Business Development programs in 
collaboration with other state and federal agencies.Establishing and Maintaining Interpersonal Relationships: 
(Developing constructive and cooperative working relationships with others, and maintaining them over time)    
Maintains professional working relationships with peers and upper management to ensure smooth and effective team 
operations.    Establishes and maintains relationships with Civil Rights advisory boards, committees, liaisons, and other 
external business partners to promote effective Affirmative Action programs.Training and Teaching Others: (Identifying 
the educational needs of others, developing formal educational or training programs or classes, and teaching or 
instructing others)    Coordinates and conducts all aspects of Civil Rights training to promote and ensure compliance with 
local, state, and federal laws and regulations.Communicating with Persons Outside Organization: (Communicating with 
people outside the organization, representing the organization to customers, the public, government, and other 
external sources. This information can be exchanged in person, in writing, or by telephone or e-mail)    Prepares written 
correspondence as needed to communicate with external business partners.    Prepares information or participate in 
legal matters related to complaints and/or investigations as required.    Disseminates information about training 
opportunities in regard to equal employment opportunity compliance and reporting requirements to prime contractors, 
subcontractors, and sub-recipients.    Meets with business partners, directors, employees and field supervisors about 
compliance with special contract provisions.    Explains contract compliance functions to prime contractors, 
subcontractors, and disadvantaged business enterprise representatives.    Informs government agencies, the public and 
the private sector about disadvantaged business enterprise services.     Provides information to local, state and federal 
government agencies about the certification status of a business.    Communicates with outside agencies for the 
purposes of disadvantaged business recruitment.    Communicates with external business partners to facilitate outside 
events and programs.Communicating with Supervisors, Peers, or Subordinates: (Providing information to supervisors, 
co-workers, and subordinates by telephone, in written form, e-mail, or in person)    Maintains an open dialogue with 
internal business partners to ensure effective and efficient communications.    Communicates with assigned supervisor 
to ensure accurate and timely receipt of instructions and work assignments.    Communicates with officials at higher 
levels on situations requiring cooperation and explanation of the services and activities of the agency.    Sends 
notifications of special events, changes, and deadlines to internal business partners to ensure timely and accurate 
receipt of information.    Communicates work related information to peers to facilitate teamwork and coordination of 
effort.    Participates in staff meetings as required to provide and gather status updates for assigned workload.    
Provides constructive feedback to colleagues related to work issues as required.Performing Administrative Activities: 
(Performing day-to-day administrative tasks such as maintaining information files and processing paperwork)    Prepares 
and maintains a variety of reports, files, and logs as required to ensure compliance with departmental, state, and federal 
laws, rules, and regulations.    Enters personal time and leave/overtime requests into the appropriate databases.    
Responds to emails, phone calls, and other correspondence.    Prepares activity reports for planning and time 
management of personal workload and meetings.    Scans, uploads, faxes, and/or emails copies of documentation to 
appropriate individuals.Provide Consultation and Advice to Others: (Providing guidance and expert advice to 
management or other groups on technical, systems-, or process-related topics)    Advises and consults with internal and 
external business partners to ensure compliance with the appropriate departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.Coaching and Developing Others: (Identifying the developmental needs 
of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills)    Educates internal 
and external business partners on departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures process to facilitate accurate and timely submission of documentation.Developing and Building Teams: 
(Encouraging and building mutual trust, respect, and cooperation among team members)    Models effective 
performances in order to be a role model, encourage success in others, and enhance trust among co-
workers.Coordinating the Work and Activities of Others: (Getting members of a group to work together to accomplish 
tasks)    Plans and coordinates activities, meetings, and other initiatives to promote Civil Rights programs.Scheduling 
Work and Activities: (Scheduling events, programs, and activities, as well as the work of others)    Schedules training, 
meetings, special events, and projects as required. 
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Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                          Decision Quality                            Directing Others                            
Organizing                        Confronting Direct Reports                        Drive for Results                           Written Communication                
Integrity and Trust                        Interpersonal Savvy                     Building Effective Teams Knowledge:    Intermediate 
knowledge of business and management principles    Intermediate knowledge of clerical processes and procedures 
related to office work    Intermediate knowledge of Equal Employment Opportunity, Diversity, Small Business 
Development, and/or other applicable affirmative laws, rules, and regulations    Basic knowledge of construction 
principles    Basic knowledge of accounting principles and practices    Basic knowledge of customer service best practices    
Intermediate knowledge of mathematics (arithmetic and statistics)    Intermediate knowledge of delivering educational 
and training programs  Skills:    Active Learning    Active Listening    Critical Thinking    Skill in the application of 
mathematics (arithmetic and statistics)    Monitoring    Reading Comprehension    Effective oral communication skills 
with individuals and groups    Effective written communication skills through letters, reports, memos, policies, 
procedures, and technical documents    Instructing    Negotiation    Complex problem solving skills    Judgment and 
decision making skills    Time Management Abilities:    Deductive Reasoning    Information Ordering    Inductive 
Reasoning    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Problem Sensitivity 
 
Tools and Equipment Used: 
"    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator" 
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032415 - CONTRACTOR INSPECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2933 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of responsible full-time building construction experience or building codes inspection experience. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for construction inspection work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class inspects construction sites to determine 
contractor compliance with state regulations and reviews and monitors the issuance of building permits for compliance 
with classification and monetary limits. 
 
Work Activities: 
1. Inspects construction sites to ensure that contractor is properly licensed; verifies building permits to ensure that they 
are issued to licensed contractors in compliance with state regulation.2. Investigates complaints against contractors; 
serves as an expert witness in court cases resulting from complaints filed with the Board for Licensing Contractors.3. 
Confirms and reviews reports listing major construction projects to determine location, type of construction, and 
monetary value; ensures that building permits for these projects are appropriate and have been properly issued.4. 
Monitors and prepares reports on bankruptcies filed by contractors.5. Establishes and maintains a variety of records and 
reports, including inspection reports, violation reports, bankruptcy reports, and reports on court decisions. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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042231 - COOK 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1987 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime volume food service work which included 
preparation of food. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of volume cooking duties of routine difficulty; and performs 
related work as required. Distinguishing Features:  This is the entry working class in the Cook sub series. An employee in 
this class performs a variety of volume cooking duties on an assigned shift in an institution or restaurant. This class 
differs from that of Cook 2 in that an incumbent of the latter is responsible for leading Cooks and other kitchen staff. 
 
Work Activities: 
Interacting With Computers:  Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes:  Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events:  Reviews diet list each day to determine any changes that may be required in the preparation of meals 
based on special needs or preferences.Performing General Physical Activities:  Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: May provide guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material:  Visually inspects kitchen tools and equipment, appliances, and kitchen area to 
check for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are 
of acceptable quality. Organizing, Planning, and Prioritizing Work:  Prioritizes the food preparation tasks based on 
knowledge of how long foods take to cook or prepare.Getting Information: Talks with supervisor or other staff to gather 
information about special dietary needs and quantities of food to prepare.Processing Information: May take inventory 
of supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Communicating with 
Supervisors, Peers, or Subordinates:  Talks with supervisor to provide information regarding food quantities needed, 
equipment repair needs, and/or problems/errors that need to be addressed.Judging the Qualities of Things, Services, or 
People:  Checks the foods during the preparation and cooking process to ensure the quality of foods being prepared. 
Checks prepared foods to ensure the quality, freshness, and presentation are appropriate.Handling and Moving Objects: 
Cooks vegetables and other foodstuffs according to menus, special dietary or nutritional restrictions, and numbers of 
portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. Cleans, 
peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. Combines 
appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, and 
pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, facility 
residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 



 TN Job Classification Specifications  
September 22, 2020 

and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: Basic knowledge of 
food preparation techniques, tools, and equipment Basic knowledge of food storage and handling techniques Basic 
knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and record keeping Basic 
knowledge of principles and processes for providing customer and personal servicesSkills: Time management skills Basic 
skills in preparing, cooking and baking foods Basic skills in talking to others to convey information effectively Basic skills 
in monitoring oneself, others, and work being performed Basic skills in adjusting actions in relation to others actions 
Basic skill in teaching others how to do something Basic learning strategies skillsAbilities: Ability to shift back and forth 
between two or more activities or sources of information Manual dexterity Ability to exert muscle force to lift, push, 
pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly adjust controls of a machine to exact 
position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic written comprehension abilities Basic 
number facility abilities Finger dexterity Basic oral comprehension abilities Ability to see details at close range Basic 
information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042231 - COOK 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1988 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime volume food service work which included 
preparation of food. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of volume cooking duties of routine difficulty; and performs 
related work as required. Distinguishing Features:  This is the entry working class in the Cook sub series. An employee in 
this class performs a variety of volume cooking duties on an assigned shift in an institution or restaurant. This class 
differs from that of Cook 2 in that an incumbent of the latter is responsible for leading Cooks and other kitchen staff. 
 
Work Activities: 
Interacting With Computers:  Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes:  Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events:  Reviews diet list each day to determine any changes that may be required in the preparation of meals 
based on special needs or preferences.Performing General Physical Activities:  Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: May provide guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material:  Visually inspects kitchen tools and equipment, appliances, and kitchen area to 
check for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are 
of acceptable quality. Organizing, Planning, and Prioritizing Work:  Prioritizes the food preparation tasks based on 
knowledge of how long foods take to cook or prepare.Getting Information: Talks with supervisor or other staff to gather 
information about special dietary needs and quantities of food to prepare.Processing Information: May take inventory 
of supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Communicating with 
Supervisors, Peers, or Subordinates:  Talks with supervisor to provide information regarding food quantities needed, 
equipment repair needs, and/or problems/errors that need to be addressed.Judging the Qualities of Things, Services, or 
People:  Checks the foods during the preparation and cooking process to ensure the quality of foods being prepared. 
Checks prepared foods to ensure the quality, freshness, and presentation are appropriate.Handling and Moving Objects: 
Cooks vegetables and other foodstuffs according to menus, special dietary or nutritional restrictions, and numbers of 
portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. Cleans, 
peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. Combines 
appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, and 
pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, facility 
residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
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and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: Basic knowledge of 
food preparation techniques, tools, and equipment Basic knowledge of food storage and handling techniques Basic 
knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and record keeping Basic 
knowledge of principles and processes for providing customer and personal servicesSkills: Time management skills Basic 
skills in preparing, cooking and baking foods Basic skills in talking to others to convey information effectively Basic skills 
in monitoring oneself, others, and work being performed Basic skills in adjusting actions in relation to others actions 
Basic skill in teaching others how to do something Basic learning strategies skillsAbilities: Ability to shift back and forth 
between two or more activities or sources of information Manual dexterity Ability to exert muscle force to lift, push, 
pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly adjust controls of a machine to exact 
position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic written comprehension abilities Basic 
number facility abilities Finger dexterity Basic oral comprehension abilities Ability to see details at close range Basic 
information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042231 - COOK 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1989 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime volume food service work which included 
preparation of food. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of volume cooking duties of routine difficulty; and performs 
related work as required. Distinguishing Features:  This is the entry working class in the Cook sub series. An employee in 
this class performs a variety of volume cooking duties on an assigned shift in an institution or restaurant. This class 
differs from that of Cook 2 in that an incumbent of the latter is responsible for leading Cooks and other kitchen staff. 
 
Work Activities: 
Interacting With Computers:  Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes:  Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events:  Reviews diet list each day to determine any changes that may be required in the preparation of meals 
based on special needs or preferences.Performing General Physical Activities:  Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: May provide guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material:  Visually inspects kitchen tools and equipment, appliances, and kitchen area to 
check for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are 
of acceptable quality. Organizing, Planning, and Prioritizing Work:  Prioritizes the food preparation tasks based on 
knowledge of how long foods take to cook or prepare.Getting Information: Talks with supervisor or other staff to gather 
information about special dietary needs and quantities of food to prepare.Processing Information: May take inventory 
of supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Communicating with 
Supervisors, Peers, or Subordinates:  Talks with supervisor to provide information regarding food quantities needed, 
equipment repair needs, and/or problems/errors that need to be addressed.Judging the Qualities of Things, Services, or 
People:  Checks the foods during the preparation and cooking process to ensure the quality of foods being prepared. 
Checks prepared foods to ensure the quality, freshness, and presentation are appropriate.Handling and Moving Objects: 
Cooks vegetables and other foodstuffs according to menus, special dietary or nutritional restrictions, and numbers of 
portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. Cleans, 
peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. Combines 
appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, and 
pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, facility 
residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
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and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: Basic knowledge of 
food preparation techniques, tools, and equipment Basic knowledge of food storage and handling techniques Basic 
knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and record keeping Basic 
knowledge of principles and processes for providing customer and personal servicesSkills: Time management skills Basic 
skills in preparing, cooking and baking foods Basic skills in talking to others to convey information effectively Basic skills 
in monitoring oneself, others, and work being performed Basic skills in adjusting actions in relation to others actions 
Basic skill in teaching others how to do something Basic learning strategies skillsAbilities: Ability to shift back and forth 
between two or more activities or sources of information Manual dexterity Ability to exert muscle force to lift, push, 
pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly adjust controls of a machine to exact 
position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic written comprehension abilities Basic 
number facility abilities Finger dexterity Basic oral comprehension abilities Ability to see details at close range Basic 
information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042231 - COOK 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1990 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime volume food service work which included 
preparation of food. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of volume cooking duties of routine difficulty; and performs 
related work as required. Distinguishing Features:  This is the entry working class in the Cook sub series. An employee in 
this class performs a variety of volume cooking duties on an assigned shift in an institution or restaurant. This class 
differs from that of Cook 2 in that an incumbent of the latter is responsible for leading Cooks and other kitchen staff. 
 
Work Activities: 
Interacting With Computers:  Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes:  Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events:  Reviews diet list each day to determine any changes that may be required in the preparation of meals 
based on special needs or preferences.Performing General Physical Activities:  Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: May provide guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material:  Visually inspects kitchen tools and equipment, appliances, and kitchen area to 
check for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are 
of acceptable quality. Organizing, Planning, and Prioritizing Work:  Prioritizes the food preparation tasks based on 
knowledge of how long foods take to cook or prepare.Getting Information: Talks with supervisor or other staff to gather 
information about special dietary needs and quantities of food to prepare.Processing Information: May take inventory 
of supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Communicating with 
Supervisors, Peers, or Subordinates:  Talks with supervisor to provide information regarding food quantities needed, 
equipment repair needs, and/or problems/errors that need to be addressed.Judging the Qualities of Things, Services, or 
People:  Checks the foods during the preparation and cooking process to ensure the quality of foods being prepared. 
Checks prepared foods to ensure the quality, freshness, and presentation are appropriate.Handling and Moving Objects: 
Cooks vegetables and other foodstuffs according to menus, special dietary or nutritional restrictions, and numbers of 
portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. Cleans, 
peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. Combines 
appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, and 
pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, facility 
residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
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and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: Basic knowledge of 
food preparation techniques, tools, and equipment Basic knowledge of food storage and handling techniques Basic 
knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and record keeping Basic 
knowledge of principles and processes for providing customer and personal servicesSkills: Time management skills Basic 
skills in preparing, cooking and baking foods Basic skills in talking to others to convey information effectively Basic skills 
in monitoring oneself, others, and work being performed Basic skills in adjusting actions in relation to others actions 
Basic skill in teaching others how to do something Basic learning strategies skillsAbilities: Ability to shift back and forth 
between two or more activities or sources of information Manual dexterity Ability to exert muscle force to lift, push, 
pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly adjust controls of a machine to exact 
position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic written comprehension abilities Basic 
number facility abilities Finger dexterity Basic oral comprehension abilities Ability to see details at close range Basic 
information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042232 - COOK 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1839 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time volume food service work, including at least 
one year of experience in volume cooking. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs a variety of volume cooking duties of average difficulty which includes 
leading others in work; and performs related work as required. Distinguishing Features: This is the highest class in the 
Cook subseries. An employee in this class performs a variety of cooking duties on an assigned shift at an institution or 
restaurant and directs cooks and kitchen workers in being responsible for the preparation of total meals. This class 
differs from Cook 1 in that an incumbent of the latter is not responsible for leading other cooks and performs cooking 
work of lesser difficulty. 
 
Work Activities: 
Interacting With Computers: Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes: Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events: Reviews diet list each day to determine any changes that may be required in the preparation of meals based 
on special needs or preferences.Performing General Physical Activities: Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: Provides guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material: Visually inspects kitchen tools and equipment, appliances, and kitchen area to check 
for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are of 
acceptable quality.Coordinating the Work and Activities of Others: Oversees activities of one or more workers involved 
in preparing and serving meals to ensure the necessary tasks are accomplished correctly and in a timely 
manner.Organizing, Planning, and Prioritizing Work: Prioritizes the food preparation tasks based on knowledge of how 
long foods take to cook or prepare.Judging the Qualities of Things, Services, or People: Checks the food preparation 
work of other cooks and kitchen workers to ensure the quality of food preparation.  Checks prepared foods to ensure 
the quality, freshness, and presentation are appropriate.Getting Information: Talks with supervisor or other staff to 
gather information about special dietary needs and quantities of food to prepare.Communicating with Supervisors, 
Peers, or Subordinates: Talks with supervisor to provide information regarding food quantities needed, equipment 
repair needs, and/or problems/errors that need to be addressed.Processing Information: May take inventory of 
supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Handling and Moving 
Objects: Cooks vegetables and other foodstuffs according to menus, special dietary and nutritional restrictions, and 
numbers of portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. 
Cleans, peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. 
Combines appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, 
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and pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, 
facility residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service.Scheduling Work and Activities:  Schedules the work assignments of other cooks and kitchen staff 
to ensure appropriate staff coverage for all required cooking related tasks. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Motivating Others Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: 
Basic knowledge of food preparation techniques, tools, and equipment Basic knowledge of food storage and handling 
techniques Basic knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and 
record keeping Basic knowledge of principles and processes for providing customer and personal servicesSkills: Time 
management skills Basic skills in preparing, cooking and baking foods Basic skills in talking to others to convey 
information effectively Basic skills in monitoring oneself, others, and work being performed Basic skills in adjusting 
actions in relation to others actions Basic skills in teaching others how to do something Basic learning strategies 
skillsAbilities: Ability to shift back and forth between two or more activities or sources of information Manual dexterity 
Ability to exert muscle force to lift, push, pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly 
adjust controls of a machine to exact position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic 
written comprehension abilities Basic number facility abilities Finger dexterity Basic oral comprehension abilities Ability 
to see details at close range Basic information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042232 - COOK 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1840 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time volume food service work, including at least 
one year of experience in volume cooking. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs a variety of volume cooking duties of average difficulty which includes 
leading others in work; and performs related work as required. Distinguishing Features: This is the highest class in the 
Cook subseries. An employee in this class performs a variety of cooking duties on an assigned shift at an institution or 
restaurant and directs cooks and kitchen workers in being responsible for the preparation of total meals. This class 
differs from Cook 1 in that an incumbent of the latter is not responsible for leading other cooks and performs cooking 
work of lesser difficulty. 
 
Work Activities: 
Interacting With Computers: Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes: Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events: Reviews diet list each day to determine any changes that may be required in the preparation of meals based 
on special needs or preferences.Performing General Physical Activities: Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: Provides guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material: Visually inspects kitchen tools and equipment, appliances, and kitchen area to check 
for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are of 
acceptable quality.Coordinating the Work and Activities of Others: Oversees activities of one or more workers involved 
in preparing and serving meals to ensure the necessary tasks are accomplished correctly and in a timely 
manner.Organizing, Planning, and Prioritizing Work: Prioritizes the food preparation tasks based on knowledge of how 
long foods take to cook or prepare.Judging the Qualities of Things, Services, or People: Checks the food preparation 
work of other cooks and kitchen workers to ensure the quality of food preparation.  Checks prepared foods to ensure 
the quality, freshness, and presentation are appropriate.Getting Information: Talks with supervisor or other staff to 
gather information about special dietary needs and quantities of food to prepare.Communicating with Supervisors, 
Peers, or Subordinates: Talks with supervisor to provide information regarding food quantities needed, equipment 
repair needs, and/or problems/errors that need to be addressed.Processing Information: May take inventory of 
supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Handling and Moving 
Objects: Cooks vegetables and other foodstuffs according to menus, special dietary and nutritional restrictions, and 
numbers of portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. 
Cleans, peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. 
Combines appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, 
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and pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, 
facility residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service.Scheduling Work and Activities:  Schedules the work assignments of other cooks and kitchen staff 
to ensure appropriate staff coverage for all required cooking related tasks. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Motivating Others Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: 
Basic knowledge of food preparation techniques, tools, and equipment Basic knowledge of food storage and handling 
techniques Basic knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and 
record keeping Basic knowledge of principles and processes for providing customer and personal servicesSkills: Time 
management skills Basic skills in preparing, cooking and baking foods Basic skills in talking to others to convey 
information effectively Basic skills in monitoring oneself, others, and work being performed Basic skills in adjusting 
actions in relation to others actions Basic skills in teaching others how to do something Basic learning strategies 
skillsAbilities: Ability to shift back and forth between two or more activities or sources of information Manual dexterity 
Ability to exert muscle force to lift, push, pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly 
adjust controls of a machine to exact position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic 
written comprehension abilities Basic number facility abilities Finger dexterity Basic oral comprehension abilities Ability 
to see details at close range Basic information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042232 - COOK 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1841 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time volume food service work, including at least 
one year of experience in volume cooking. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs a variety of volume cooking duties of average difficulty which includes 
leading others in work; and performs related work as required. Distinguishing Features: This is the highest class in the 
Cook subseries. An employee in this class performs a variety of cooking duties on an assigned shift at an institution or 
restaurant and directs cooks and kitchen workers in being responsible for the preparation of total meals. This class 
differs from Cook 1 in that an incumbent of the latter is not responsible for leading other cooks and performs cooking 
work of lesser difficulty. 
 
Work Activities: 
Interacting With Computers: Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes: Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events: Reviews diet list each day to determine any changes that may be required in the preparation of meals based 
on special needs or preferences.Performing General Physical Activities: Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: Provides guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material: Visually inspects kitchen tools and equipment, appliances, and kitchen area to check 
for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are of 
acceptable quality.Coordinating the Work and Activities of Others: Oversees activities of one or more workers involved 
in preparing and serving meals to ensure the necessary tasks are accomplished correctly and in a timely 
manner.Organizing, Planning, and Prioritizing Work: Prioritizes the food preparation tasks based on knowledge of how 
long foods take to cook or prepare.Judging the Qualities of Things, Services, or People: Checks the food preparation 
work of other cooks and kitchen workers to ensure the quality of food preparation.  Checks prepared foods to ensure 
the quality, freshness, and presentation are appropriate.Getting Information: Talks with supervisor or other staff to 
gather information about special dietary needs and quantities of food to prepare.Communicating with Supervisors, 
Peers, or Subordinates: Talks with supervisor to provide information regarding food quantities needed, equipment 
repair needs, and/or problems/errors that need to be addressed.Processing Information: May take inventory of 
supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Handling and Moving 
Objects: Cooks vegetables and other foodstuffs according to menus, special dietary and nutritional restrictions, and 
numbers of portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. 
Cleans, peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. 
Combines appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, 
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and pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, 
facility residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service.Scheduling Work and Activities:  Schedules the work assignments of other cooks and kitchen staff 
to ensure appropriate staff coverage for all required cooking related tasks. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Motivating Others Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: 
Basic knowledge of food preparation techniques, tools, and equipment Basic knowledge of food storage and handling 
techniques Basic knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and 
record keeping Basic knowledge of principles and processes for providing customer and personal servicesSkills: Time 
management skills Basic skills in preparing, cooking and baking foods Basic skills in talking to others to convey 
information effectively Basic skills in monitoring oneself, others, and work being performed Basic skills in adjusting 
actions in relation to others actions Basic skills in teaching others how to do something Basic learning strategies 
skillsAbilities: Ability to shift back and forth between two or more activities or sources of information Manual dexterity 
Ability to exert muscle force to lift, push, pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly 
adjust controls of a machine to exact position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic 
written comprehension abilities Basic number facility abilities Finger dexterity Basic oral comprehension abilities Ability 
to see details at close range Basic information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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042232 - COOK 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1842 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time volume food service work, including at least 
one year of experience in volume cooking. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs a variety of volume cooking duties of average difficulty which includes 
leading others in work; and performs related work as required. Distinguishing Features: This is the highest class in the 
Cook subseries. An employee in this class performs a variety of cooking duties on an assigned shift at an institution or 
restaurant and directs cooks and kitchen workers in being responsible for the preparation of total meals. This class 
differs from Cook 1 in that an incumbent of the latter is not responsible for leading other cooks and performs cooking 
work of lesser difficulty. 
 
Work Activities: 
Interacting With Computers: Uses a computer to access email and information about dietary needs of patients or 
residents.Controlling Machines and Processes: Operates a variety of kitchen appliances such as food slicer, food 
chopper, mixers, deep fat fryer, pressure cooker, steamer, and microwave oven.Monitor Processes, Materials, or 
Surroundings: Using a cooking thermometer, monitors the temperature for foods during preparation and while on the 
serving line to ensure foods are prepared safely and to ensure proper holding temperatures.Identifying Objects, Actions, 
and Events: Reviews diet list each day to determine any changes that may be required in the preparation of meals based 
on special needs or preferences.Performing General Physical Activities: Cleans kitchen by wiping down counters, 
sweeping and mopping floors, and cleaning equipment.Coaching and Developing Others: Provides guidance and 
instructions to new or less experienced workers to assist them in learning to perform cooking related work.Inspecting 
Equipment, Structures, or Material: Visually inspects kitchen tools and equipment, appliances, and kitchen area to check 
for sanitation, cleanliness, and functional operation. Visually inspects deliveries to ensure the items received are of 
acceptable quality.Coordinating the Work and Activities of Others: Oversees activities of one or more workers involved 
in preparing and serving meals to ensure the necessary tasks are accomplished correctly and in a timely 
manner.Organizing, Planning, and Prioritizing Work: Prioritizes the food preparation tasks based on knowledge of how 
long foods take to cook or prepare.Judging the Qualities of Things, Services, or People: Checks the food preparation 
work of other cooks and kitchen workers to ensure the quality of food preparation.  Checks prepared foods to ensure 
the quality, freshness, and presentation are appropriate.Getting Information: Talks with supervisor or other staff to 
gather information about special dietary needs and quantities of food to prepare.Communicating with Supervisors, 
Peers, or Subordinates: Talks with supervisor to provide information regarding food quantities needed, equipment 
repair needs, and/or problems/errors that need to be addressed.Processing Information: May take inventory of 
supplies. May verify accuracy of food orders received by counting quantities of items and comparing to the invoice. 
Assists in ordering supplies by reporting which food items need to be reordered.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines the appropriate quantity of food to prepare based on an 
estimate of the number of patrons expected or the current number of patients in an institution.Handling and Moving 
Objects: Cooks vegetables and other foodstuffs according to menus, special dietary and nutritional restrictions, and 
numbers of portions to be served. Cleans, cuts, and cooks (by roasting, broiling, baking or frying) meat, fish, and poultry. 
Cleans, peals, cuts, and performs other necessary tasks to prepare fruits and vegetables for cooking and/or serving. 
Combines appropriate ingredients to prepare salads, sauces, soups, or other food dishes. Bakes bread, rolls, cakes, pies, 
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and pastries. Moves large pans of foods to warmers/steam tables. May help apportion and serve food to patients, 
facility residents, employees, or patrons. May wash pots, pans, dishes, utensils, and other cooking 
equipment.Documenting/Recording Information: Logs temperature readings, quantities of food produced, food 
preparation tasks performed, food waste, and other cooking related information. May keep inventory records for foods 
and cooking related items.Updating and Using Relevant Knowledge: May attend in-service training with a registered 
dietitian to learn about food safety, health hygiene, special diets, or other food related information.Performing for or 
Working Directly with the Public: Greets and talks with guests, patients, or residents in a friendly manner to get input 
about the food service.Scheduling Work and Activities:  Schedules the work assignments of other cooks and kitchen staff 
to ensure appropriate staff coverage for all required cooking related tasks. 
 
Competencies (KSA’s): 
Competencies: Self-Knowledge Functional/Technical Competency Patience Work/Life Balance Customer Focus Timely 
Decision Making Composure Motivating Others Peer Relationships Decision Quality Dealing with AmbiguityKnowledge: 
Basic knowledge of food preparation techniques, tools, and equipment Basic knowledge of food storage and handling 
techniques Basic knowledge of arithmetic and its application Basic clerical knowledge of word processing, email, and 
record keeping Basic knowledge of principles and processes for providing customer and personal servicesSkills: Time 
management skills Basic skills in preparing, cooking and baking foods Basic skills in talking to others to convey 
information effectively Basic skills in monitoring oneself, others, and work being performed Basic skills in adjusting 
actions in relation to others actions Basic skills in teaching others how to do something Basic learning strategies 
skillsAbilities: Ability to shift back and forth between two or more activities or sources of information Manual dexterity 
Ability to exert muscle force to lift, push, pull, or carry objects Arm-hand steadiness Ability to quickly and repeatedly 
adjust controls of a machine to exact position Ability to bend, stretch, twist, or reach with body, arms, and/or legs Basic 
written comprehension abilities Basic number facility abilities Finger dexterity Basic oral comprehension abilities Ability 
to see details at close range Basic information ordering abilities 
 
Tools and Equipment Used: 
 Commercial Broilers Commercial Cutlery Commercial Food Slicers Commercial Ranges Food Thermometer Deep Fat 
Fryer Pressure Cooker Steamer Microwave Oven Mixers, strainers, colanders, and various other hand-held kitchen tools 
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073635 - CORR DEC SUP RES PLAN DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3927 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076581 - CORR FAC M&M PROG DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4257 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076582 - CORR FAC SAFETY PROG DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4258 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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045768 - CORR INSTITUTIONAL INV 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1867 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045725 - CORR TACTICAL OFFICER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1913 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045726 - CORR TACTICAL OFFICER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1914 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045727 - CORR TACTICAL OFFICER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1915 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045751 - CORR TRANSITION CENTER DEP SUP 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1865 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of adult correctional management in one or a combination of the following: 1) administering or 
managing a rehabilitative, offender supervision, fiscal, correctional intelligence, or correctional compliance program; 2) 
supervising staff who provide rehabilitative or security services; or 3) training employees on skills or standards. At least 
two years of the above experience must include administering or managing a rehabilitative, offender supervision, fiscal, 
correctional intelligence, or correctional compliance program, or supervising staff that provide rehabilitation or security. 
Substitution of Education for Experience: Additional graduate course work in a social or behavioral science, business 
administration, or any educational field may be substituted for the required experience, on a year-for-year basis to a 
maximum of one year, there being no substitution for the required two years administering or managing a rehabilitative, 
offender supervision, fiscal, correctional intelligence, or correctional compliance program, or supervising staff who 
provide rehabilitation or security (i.e., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). Substitution of Experience for Education: Qualifying full-time adult 
correctional experience for an institution may substitute for the required education on a year-for-year basis, to a 
maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction, is responsible for professional institutional managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class directs the therapeutic, treatment, 
or administrative programs for a Transition Center. This class differs from that of Correction Transition Center 
Superintendent in that incumbents of the latter direct all activities and functions at an institution and may supervise 
incumbents of this class.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Monitors all aspects of ACA accreditation in assigned 
divisions to ensure that the Transition Center is in compliance. Monitors all Prison Rape Elimination Act (PREA) 
complaints, inspections, reports, and investigations in accordance with code, policy and procedures. Monitors all Title VI 
activities, reports and actions for the Transition Center to ensure compliance with all code, policy and procedures. 
Oversees bed space population management for the Transition Center, to ensure compliance will all code, policy and 
procedures. Resolving Conflicts and Negotiating with Others:  Ensures that all staff and residents of the Transition 
Center receive fair and appropriate direction and supervision. Secures services and goods from internal and external 
stakeholders to ensure programmatic and treatment needs of the residents are being met. Takes appropriate action to 
ensure the Transition center is running efficiently and effectively. Documenting/Recording Information:  Reviews and 
ensures assigned staff members are accurately entering resident contact notes. Maintains and records program and 
treatment statistical data relating to the Transition Center as required by policy and procedure. Documents assigned 
staff members' job performance information in accordance with established performance evaluation processes. 
Developing Objectives and Strategies:  Ensures that program objectives are clearly linked to Transition Center residents' 
successful reentry into the community. Promotes successful reentry of Transition Center residents by connecting them 
to community resources. Sets challenging personal goals for individual assignments that support the mission of the 
Transition Center and works to meet or exceed each goal. Coaching and Developing Others:  Ensures that all staff are 
meeting the training standards required by their jobs in accordance with policy and procedure. Provides and directs 
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training for all staff to enhance and improve employee job performance to further support the mission of the Transition 
Center. Develops work plans for subordinate staff to ensure that appropriate work outcomes are achieved. Getting 
Information:  Oversees the collection of information and data on potential and existing residents to perform risk needs 
assessment to determine programming and placement. Monitors and observes staff interaction with residents of the 
Transition Center to ensure compliance with departmental policies and procedures. Collects statistical information from 
division leaders to make sure that all goals are accomplished and all procedures are being met and to identify areas for 
improvement.  Guiding, Directing, and Motivating Subordinates:  Ensures that the goals and mission of the Transition 
Center are being carried out by staff members in regards to programmatic and therapeutic divisions. Enter second-rated 
task statement here. Continue until all tasks under the functional area have been written. Processing Information:  
Provides an overview to departmental leadership outlining resident status, compliance and quality assurance to 
enhance public safety. Gathers statistical data from divisional leaders that details obtainable goals determined by 
departmental leadership. Organizing, Planning, and Prioritizing Work:  Sets daily and weekly goals to prioritize and 
accomplish required duties and job functions as required by policy and procedures. Tracks progress of assigned job 
duties and projects to ensure their timely completion. Organizes and plans individual work days to efficiently and 
effectively carry out assigned job duties. Thinking Creatively:  Develops community resource partnerships for residents 
of the Transition Center, fostering a seamless transition into the community. Identifies and recommends alternative 
methodologies based on established best practices and procedures that support effective and efficient delivery of 
programmatic and treatment needs. Making Decisions and Solving Problems:  Provides critical input used in formulating 
policy and procedural changes needed within the Transition Center to meet operational requirements set by state and 
federal statute, policy and procedures. Participates as required in the Emergency Operational Plans (EOP) to meet 
changes required within the Transition Center in accordance with code policy and procedure. Performing for or Working 
Directly with the Public:  Makes presentations and provides information to community stakeholders regarding the 
programmatic and therapeutic services provided by the Transition Center. Recruits community partners and 
stakeholders to assist Transition Center residents through the reentry process. Judging the Qualities of Things, Services, 
or People:  Oversees and determines the overall success of resident service programs ensuring that each is in line with 
the mission of the Transition Center. Evaluates work outcomes from divisional programs to ensure that organizational 
goals are being achieved. Communicating with Supervisors, Peers, or Subordinates:  Works directly with all levels of staff 
within the Transition Center, ensuring that all programmatic and treatment goals are obtained. Provides directors of 
programmatic and treatment programs with organizational directives. Updating and Using Relevant Knowledge:  
Identifies, modifies and implements operating procedures specific to the Transition Center to ensure effective and 
efficient operation. Researches opportunities for professional development, keeping abreast of current trends in 
correctional programming, reentry and other treatment modalities. Monitor Processes, Materials, or Surroundings:  
Assess potential risks and concerns from staff and residents to ensure a safe and secure living environment. Analyzing 
Data or Information:  Analyzes data obtained through periodic reports that detail measurable standards of Transition 
Center programs to identify areas of improvement. Coordinating the Work and Activities of Others:  Directs the 
coordination necessary for the distribution of the work requirements within the Transition Center among available 
divisions and staff to promote effective operations. Provide Consultation and Advice to Others:  Provides input to 
organizational leadership on an on-going basis in regards to needed improvements and changes in organizational 
policies and procedures. Identifying Objects, Actions, and Events:  Identifies and recognizes potential organizational 
issues and determines a course of action to improve overall processes and procedures. Communicating with Persons 
Outside the Organization:  Serves as the primary point of contact for the general public, external organizations, 
community stakeholders, and other governmental agencies for all matters related to programmatic and treatment 
needs of the residents of the Transition Center.  Developing and Building Teams:  Encourages teamwork and 
cooperation among all persons involved in the Transition Center's daily operations to promote organizational 
effectiveness. Interpreting the Meaning of Information for Others:  Provides thorough explanation of policy and 
procedures to staff and community partners outside the Transition Center. 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity Decision Quality Problem Solving Written Communications Ethics and Values 
Fairness to Direct Reports Integrity and Trust Listening Managing Diversity Understanding Others Knowledge:  
Administration and Management Customer and Personal Service Law and Government Basic Mathematics Basic 
Knowledge of Psychology Active Learner Active Listening Skills:  Critical Thinking Reading Comprehension Writing 
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Negotiation Complex Problem Solving Time Management Abilities:  Oral Comprehension Oral Expression Problem 
Sensitivity Written Comprehension Written Expression Speech Clarity Deductive Reasoning Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Mobile Phone Security Cameras 
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045750 - CORR TRANSITION CENTER SUPT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1967 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038853 - CORRECTION INST DEPUTY DIR 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  1524 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076580 - CORRECTION M&M PROG ADM 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4256 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
used the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038831 - CORRECTIONAL ACADEMY INST 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1515 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time employment performing, supervising, or instructing in one or a combination of the 
following: security, casework services in a correctional setting, law enforcement, probation or parole.   Substitution of 
Experience for Required Education:  Qualifying experience in security, casework services in a correctional setting, law 
enforcement, probation or parole may substitute for the required education to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for 
one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Possess a valid motor vehicle operator’s license at the time of appointment in some positions;    
Certain positions require that employees meet qualification standards and maintain job and performance certifications 
related to training programs, POST Certification, and other specialized duty requirements necessary to perform the 
specialized duties of the position;    Must participate in pre-employment, random, and for cause drug and substance 
abuse testing as required by departmental policy and procedures.Examination Method:  Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for developing, delivery and evaluating adult, youth, and community 
related treatment, security, and auxiliary training modules at the Correctional Training Academy; and performs related 
work as required.  Distinguishing Features: An employee in this class provides training for employees of adult 
institutions, youth institutions, or community related programs in a variety of correctional specific areas. Responsibilities 
include development, implementation, and evaluation of correctional training courses and evaluation of trainees’ 
performance during training. This class differs from Correctional Academy Instructor 2 in that incumbents of the latter 
supervise subordinate correctional instructors.  
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts weekly safety and sanitation inspections and submits reports 
as required by policy.    Inspects training equipment including firearms and chemical agents to ensure proper safety 
guidelines and maintenance of equipment.  Performing General Physical Activities:     Participates in and instructs 
students in the physical fitness class, self defense training, firearm qualification and other hands on physical activities as 
required. Resolving Conflicts and Negotiating with Others:    Investigates and settles disputes regarding students and 
staff in order to maintain a harmonious working environment. Getting Information:    Prepares and administers written 
oral, and performance tests, and issue grades in accordance with performance.    Researches, evaluates, and prepares 
recommendations on curricula, instructional methods, and material for academy training.  Guiding, Directing, and 
Motivating Subordinates:    Observes work of students to evaluate performance, and to recommend changes that could 
strengthen performance skills. Training and Teaching Others:    Plans and conducts training programs and conferences 
dealing with new and established procedures.    Prepares materials and classroom for class activities.     Advises and 
teaches students about rules and regulations as well as Policy and Procedures.     Presents information using a variety of 
instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, videos, or 
lectures.  Evaluating Information to Determine Compliance with Standards:     Interprets and enforces provisions of state 
policies and rules and regulations of the State of Tennessee.    Evaluates training materials such as outlines, text, or 
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handouts.    Plans and conducts training programs that meet ACA standards and policy requirements.  Thinking 
Creatively:    Organizes production and design of curriculum materials in various programs.     Organize and develop, or 
obtain, training procedure manuals, guides, and course materials. Coaching and Developing Others:    Assesses training 
needs through surveys, interviews with employees, focus groups, or consultation with managers and instructors. 
Monitoring and Controlling Resources:     Recommends and orders the purchase of instructional materials, supplies, and 
equipment. Scheduling Work and Activities:    Assigns students to participate in required training activities. 
Documenting/Recording Information:    Records, documents and maintains files for students. Communicating with 
Supervisors, Peers, or Subordinates:    Confers with team members regarding information concerning all training 
activities and student issues. Communicating with Persons outside Organization:    Represents the organization in a 
variety of formal and informal contacts regarding training. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Time Management    Conflict Management    Presentation Skills    Written Communications     
Managing Diversity    Customer Focus    Integrity and Trust    Listening    Motivating OthersKnowledge:    Administration 
and Management    Clerical    Communications and Media    Computers and Electronics    Education and Training    
Personnel and Human Resources    Public Safety and Security    Telecommunications    Basic knowledge of Philosophy 
and Theology as it pertains to training/instruction    Basic knowledge of Psychology as it pertains to training/instruction    
Basic knowledge of Sociology and Anthropology as it pertains to training/instruction Skills:    Active Learning    Active 
Listening    Critical Thinking    Learning Strategies    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem 
Solving    Equipment Selection    Quality Control Analysis    Management of Material Resources    Management of 
Personnel Resources    Time Management Abilities:    Category Flexibility    Deductive Reasoning    Fluency of Ideas    
Inductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    Originality    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Comprehension    Written Expression    Finger Dexterity    
Manual Dexterity    Multi-limb Coordination    Reaction Time    Speed of Limb Movement    Dynamic Flexibility    Dynamic 
Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Stamina    Trunk Strength    Auditory 
Attention    Depth Perception    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Motor Vehicles    ATV equipment    Batons    Electronic 
Restraint Devices    Handcuffs    Leg Irons    Firearms 
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038837 - CORRECTIONAL ACADEMY INST 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1551 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two years of full-time employment performing, supervising, or instructing in one or a combination of the 
following: security, casework services in a correctional setting, law enforcement, probation or parole.   Substitution of 
Experience for Required Education:  Qualifying experience in security, casework services in a correctional setting, law 
enforcement, probation or parole may substitute for the required education to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for 
one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Possess a valid motor vehicle operator’s license at the time of appointment in some positions;    
Certain positions require that employees meet qualification standards and maintain job and performance certifications 
related to training programs, POST Certification, and other specialized duty requirements necessary to perform the 
specialized duties of the position;    Must participate in pre-employment, random, and for cause drug and substance 
abuse testing as required by departmental policy and procedures. Examination Method:  Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general direction, is responsible for supervising a small staff of instructors and for developing, 
delivering, and evaluating adult, youth, and community related treatment, security, and auxiliary training modules at the 
Correctional Training Academy; and performs related work as required.   Distinguishing Features:  This is a supervisory 
class in the Correctional Academy sub-series. An employee in this class is responsible for supervising a small staff of 
correctional instructors in adult, community, and youth services program areas. This class differs from that of 
Correctional Academy Instructor 1 in that employees of the latter are not supervisors.  
 
Work Activities: 
Performing General Physical Activities:     Participates in and instructs students in the physical fitness class, self defense 
training, firearm qualification and other hands on physical activities as required. Getting Information:    Researches, 
evaluates, and prepares recommendations on curricula, instructional methods, and material for academy training.  
Guiding, Directing, and Motivating Subordinates:    Observes work of students to evaluate performance, and to 
recommend changes that could strengthen performance skills.    Guides, monitors, and sets performance standards in 
order to provide guidance to subordinates. Resolving Conflicts and Negotiating with Others:    Investigates and settles 
disputes regarding students and staff in order to maintain a harmonious working environment. Training and Teaching 
Others:    Plans and conducts training programs and conferences dealing with new and established procedures.    Advises 
and teaches students about rules and regulations as well as Policy and Procedures.     Presents information using a 
variety of instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, 
videos, or lectures.   Thinking Creatively:    Organizes production and design of curriculum materials in various programs.     
Organize and develop, or obtain, training procedure manuals, guides, and course materials. Communicating with 
Supervisors, Peers, or Subordinates:    Confers with members of training advisory groups to obtain knowledge of subject 
areas, and to relate curriculum material to specific subjects, individual student needs, and occupational areas. Evaluating 
Information to Determine Compliance with Standards:     Interprets and enforces provisions of state policies and rules 
and regulations of the State of Tennessee.    Evaluates training materials prepared by instructors, such as outlines, text, 
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or handouts.    Plans and conducts training programs that meet ACA standards and policy requirements.  Inspecting 
Equipment, Structures, or Material:    Inspects training equipment including firearms and chemical agents to ensure 
proper safety guidelines and maintenance of equipment.   Coaching and Developing Others:    Advises subordinate staff 
in curriculum development, use of materials and equipment.    Assesses training needs through surveys, interviews with 
employees, focus groups, or consultation with managers and instructors.    Develops plans, organizes, and directs 
orientation and training for employees. Staffing Organizational Units:    Conducts interviews and makes 
recommendations for hires and promotions. Documenting/Recording Information:    Records, documents, and maintains 
files for subordinates.    Submits Quarterly Monitoring reports on subordinates. Scheduling Work and Activities:    Selects 
and assigns instructors to conduct hiring. Monitoring and Controlling Resources:     Recommends orders and/or 
authorizes the purchase of instructional materials, supplies, and equipment. Communicating with Persons outside 
Organization:    Confers with personnel from other agencies regarding training. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Delegation    Developing Direct Reports and Others    Time 
Management    Command Competencies    Written Communications    Building Effective Teams    Integrity and Trust    
Motivating OthersKnowledge:    Administration and Management    Clerical    Communications and Media    Computers 
and Electronics    Education and Training    Personnel and Human Resources    Public Safety and Security    
Telecommunications    Basic knowledge of Philosophy and Theology as it pertains to training/instruction    Basic 
knowledge of Psychology as it pertains to training/instruction    Basic knowledge of Sociology and Anthropology as it 
pertains to training/instructionSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Negotiation    Persuasion    
Service Orientation    Social Perceptiveness    Complex Problem Solving    Equipment Selection    Quality Control Analysis    
Management of Material Resources    Management of Personnel Resources    Time Management Abilities:    Category 
Flexibility    Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Information Ordering    Oral Comprehension    
Oral Expression    Originality    Problem Sensitivity    Selective Attention    Time Sharing    Visualization    Written 
Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Multi-limb Coordination    Reaction Time    
Speed of Limb Movement    Dynamic Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross 
Body Equilibrium    Stamina    Trunk Strength    Auditory Attention    Depth Perception    Speech Clarity    Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Motor Vehicles    ATV equipment    Batons    Electronic 
Restraint Devices    Handcuffs    Leg Irons    Firearms 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073510 - CORRECTIONAL ADMINISTRATOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2325 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045745 - CORRECTIONAL CAPTAIN 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1851 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible adult security work including, at least, three years of 
supervisory experience. Substitution of Education for Experience: One year of experience as an Inmate Relations 
Coordinator may be substituted for one year of the required supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any than 
honorable conditions from any branch of the United States Armed Forces; Pass a physical examination administered by 
a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions 
of the position; Pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to and pass a 
pre-employment screening test for the use of illegal drugs. Possess a valid motor vehicle operator’s license; Upon 
appointment, successfully complete all additional prescribed course of instruction at the Tennessee Correction Academy 
and any and all on-line training.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for correctional supervisory work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the highest supervisory class in the Correctional 
Officer sub-series. An employee in this class performs supervisory correctional work at a state correctional facility in 
supervising the entire security force on a shift. This class differs from that of a Correctional Lieutenant in that an 
incumbent of the latter is responsible for acting as the shift supervisor or acts as the assistant shift supervisor. 
 
Work Activities: 
Assisting and Caring for Others: Oversees the response by staff and outside agencies to emergencies such as medical 
needs, escapes, fires and natural disasters.Inspecting Equipment, Structures, or Material: Ensures assigned security 
devices are thoroughly checked and inspected to ensure proper operation.Evaluating Information to Determine 
Compliance with Standards: Inspects Correctional Facility for compliance of policies and procedures mandated by state 
standards. Maintains knowledge of, complies with, and enforces all institutional policies, rules, procedures and 
regulations including ACA standards.Scheduling Work and Activities: Assigns security staff members to their assigned 
areas ensuring that all critical and essential posts are filled through proper roster management. Plans activities to ensure 
that operational and strategic priorities are met, and conflicts in scheduling and responsibility do not arise. 
Approves/denies requested leave of subordinates to ensure no conflict with shift staffing.Performing General Physical 
Activities: Performs security inspections (i.e., physical fence and ground checks) to ensure areas are in compliance with 
security standards. Assists in breaking up fights or other potentially dangerous situations by persuasion or use of 
physical force. Restrains, secures or control inmates using restraint devices, as necessary. Getting Information: Receives 
information from internal and external sources to ensure the safety and security of the institution and public. Receives 
information from subordinates for preparation of disciplinary actions on inmates and staff.Monitor Process, Materials, 
or Surroundings: Oversees and monitors all calculated use of force incidents such as cell extractions per policy. Oversees 
the performance of all security functions to ensure compliance with TDOC-Institutional policies and procedures to 
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ensure a safe and secure facility. Monitors facility entrances and exits to screen visitors, volunteers, and employees to 
ensure compliance with policies and procedures to prevent escapes. Monitors the performance of assigned 
subordinates. Monitors staff to ensure proper accountability and care for all assigned security equipment/devices. 
Supervises and directs staff in participation in the supervision of inmate activities to ensure the safe operation of the 
facility. Ensures compliance with established fire and safety codes and sanitation procedures. Monitors cell 
searches/housing units and buildings in compliance with policy. Monitors video surveillance equipment to ensure 
employees and inmates are in compliance with policies and procedures. Monitors the behavior of subordinates for 
compliance with TDOC/institution policies, procedures and standards. Observes inmates to ensure that established 
policies and procedures are followed. Observes the process of the in-take of inmates.Resolving Conflicts and Negotiating 
with Others: Settles disputes through mediation with affected parties, both internal and external sources to promote 
better customer service. Implements measures to reduce potential conflicts by making proper referrals.Coordinating the 
Work and Activities of Others: Coordinates the activities of subordinates to ensure that operational and strategic 
priorities are met, and conflicts in scheduling and responsibility do not arise.Documenting/Recording Information: 
Prepares and approves a variety of records and reports such as shift reports, after-action reports, daily logs, attendance 
records, pay rosters, discipline reports, inmate passes for court and doctor appointments, and daily population records 
to ensure accountability for the safety of the inmates, staff and public. Documents and reviews performance evaluations 
for subordinates.Communicating with Supervisors, Peers, or Subordinates: Providing and communicating information to 
supervisors and subordinates concerning the daily activities in regards to staff and inmates.Staffing Organizational Units: 
Assists and makes recommendations with interviewing, hiring, and promoting.Training and Teaching Others: 
Coordinates and oversees the training of employees in the daily operations of the facilities.Interacting with Computers: 
Approves all payable time for subordinates. Enters performance and interim reviews into state database.Performing 
Administrative Activities: Completes administrative paperwork and/or supervises the preparation of maintenance or 
records, forms, or reports using computer based programs.Guiding, Directing, and Motivating Subordinates: Guides and 
assesses the performance standards to identify strengths and weaknesses of subordinates to enhance job performance. 
Motivates subordinates to enhance their job performance. Supervises assigned subordinates in their assigned duties in 
order to meet the goals of the institution. Assigns supervisors subordinates to evaluate and mentor. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Dealing with Ambiguity Directing Others Managing Through Systems Informing 
Command Skills Conflict Management Drive for Results Approachability Ethics and Value Integrity and TrustKnowledge: 
Administration and Management Clerical Customer and Personal Service Law and Government Personnel and Human 
Resources Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Monitoring Reading 
Comprehension Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Complex Problem 
Solving Equipment Selection Judgment and Decision Making Management of Material Resources Management of 
Personnel ResourcesAbilities: Number Facility Oral Comprehension Oral Expression Problem Sensitivity Time Sharing 
Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy / Fax Machine Motor Vehicles Two-Way Radio Batons Electronic Restraint 
Devices Handcuffs Leg Irons Firearms Chemical Agents Waist Chain, Black Box, Pad Lock Keys Bullet Proof Vest Stab 
Resistant Vest Video Recorder 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073522 - CORRECTIONAL COMM DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2367 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045720 - CORRECTIONAL COMPLIANCE MGR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1912 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time work in a state or federal adult correctional facility. Substitution of Experience for 
Education: Qualifying state or federal adult correctional institutional experience may substitute for the required 
education to a maximum of four years (e.g., experience equivalent to one year of full-time work in a state or federal 
correctional facility may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history by the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint-based criminal history check;    Submit to and pass a pre-employment 
screening test for illegal drugs;    Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Correctional Academy. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs compliance monitoring work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class monitors the performance of employees in all 
operational areas at a correctional institution and their compliance with departmental policies and procedures. Work 
involves receiving, interpreting, and distributing new departmental policies and directives, conducting on-site audits of 
operational areas, and serving on institutional boards and committees. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Develops, formats, submits, and distributes new and 
amended policies and forms in accordance with TDOC policy, procedures, and the legal codes governing them.     
Conducts annual review of forms and policies to determine which should be discarded, modified, or continued for use as 
required by code, policy, and procedures.    Gathers and organizes information to identify problems with processes or 
procedures.    Review files, computer information, and reports to verify staff adherence to requirements for offender 
reporting, record keeping, fiscal, and personnel management processes as required by code, policy, and procedure. 
Interpreting the Meaning of Information for Others:    Explain the requirements and standards required by code, policy, 
and procedures to staff under their supervision and others as required.    Translate the meaning of data/reports for end 
users in a clear and concise manner.Interacting With Computers:    Use a computer in the conduct of their daily work 
activities and for communication related to their work with other staff and agencies.Organizing, Planning, and 
Prioritizing Work:    Processes and organizes all work projects according to their priorities in order to complete all 
required work in a timely manner.    Review the organization and plan for work of staff under their supervision to ensure 
that operational requirements and goals are met as required by code, policy, and procedures.Performing for or Working 
Directly with the Public:    Performs duties and functions in a professional manner toward the public as a representative 
of the agency as required by code, policy, and procedures.Identifying Objects, Actions, and Events:    Identify compliance 
issues that require follow-up or investigation.    Accurately determines the critical and non-critical elements of a process 
or project and gathers information to meet the project's priorities.Processing Information:    Maintain documentation of 
compliance activities, such as complaints received or investigation outcomes as required by code, policy, and 
procedures.    Insures all correspondence relative to compliance is available to appropriate individual (s), groups in a 
timely manner as required by code, policy, and procedures.    Provide required monthly, quarterly, and annual reports 
on the department and the facilities progress in meeting their goals and objectives.    Provide Ad hoc reports as 
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required.Developing and Building Teams:    Promote team building, staff development, and cooperation with other team 
members in order to promote a more effective and productive work environment.Performing Administrative Activities:    
Maintain files, reports, and records for daily operations, personnel, and administration as required by code, policy, and 
procedures.Provide Consultation and Advice to Others:    Recommend changes and improvements in the processes and 
procedures for work activities to improve unit operational performance.    Answer questions for offenders, staff, and 
others as required by code, policy, and procedures.Training and Teaching Others:    Provides employee training on 
compliance related topics, policies, or procedures.    Mentors and/or assists in training of new staff and current staff in 
order to promote staff development and to improve work performance within the unit.Analyzing Data or Information:    
Participate in the development of analytical reports, dashboards, or other means of presenting data for agency, 
legislative, or public consumption.Thinking Creatively:    Consistently recognizes the job tasks that need to be performed 
and carries them out without prompting.    Defines report requirements and the layouts needed to complete assigned 
projects desired outcomes.Communicating with Supervisors, Peers, or Subordinates:    Disseminate written policies and 
procedures related to compliance activities.    Effectively communicates with other staff and supervisors concerning 
events, activities, and policies related to offenders and the agency to promote effective completion of work tasks and a 
harmonious working environment as required by code, policy, and procedures.    Communicate with users/sponsors 
when researching system requirements to ensure sound planning and coordination of the project schedules and design 
needed for the project.    Serves as a confidential point of contact for employees to communicate with management, 
seek clarification on issues or dilemmas, or report irregularities.Establishing and Maintaining Interpersonal 
Relationships:    Interacts in a positive manner with other staff members, fellow employees, other agencies, and the 
public to foster and maintain a harmonious working environment.    Collaborate with other team members, managers, 
directors, and/or customers during all phases of their work activities.    Supports mission-critical decisions made by 
supervisors, managers, and directors.Resolving Conflicts and Negotiating with Others:    Communicate effectively with 
others to resolve conflicts quickly and efficiently.    Follow due process procedures to report unresolved 
conflicts.Guiding, Directing, and Motivating Subordinates:    Follow departmental policy and procedure guidelines when 
giving information and guidance to all staff.    Consistently sets a professional example for fellow employees by 
demonstrating positive work habits.    Provides coaching, performance expectations, and performance evaluation 
reviews for staff as required by code, policy, and procedures.Communicating with Persons Outside Organization:    
Report violations of compliance or regulatory standards as appropriate or required by code, policy, or procedures.    
Represent the organization in a variety of formal and informal contacts with the public, other agencies, and staff.    May 
exchange information with law enforcement officers, district attorneys, other state agencies, and other states related to 
offenders.Developing Objectives and Strategies:    Sets challenging personal goals for each major task and works to meet 
or exceed each goal.Getting Information:    Conduct periodic reviews or audits to insure that compliance procedures are 
followed as required by code, policy, and procedures.    Conducts or directs internal investigations of compliance Issues 
as required by code, policy, and procedures.    Reviews time and attendance data on staff under their 
supervision.Scheduling Work and Activities:    Provides work estimates and projected deadlines for assigned projects.    
Accomplishes work in such a manner that allows new/or additional work to be routinely taken 
on.Documenting/Recording Information:    Files appropriate compliance reports within the department, state 
government, and regulatory agencies.    Documents and records personal working time and travel as required by code, 
policy, and procedures.Assisting and Caring for Others:    Respond appropriately when personal assistance is 
needed.Updating and Using Relevant Knowledge:    Attend compliance group meetings to update current projects, 
processes, and assignments.    Participate in self-mastery and mentoring to gain new skills to apply to their work.    
Attends and participates in all required in-service and pre-service training related to applying new knowledge to their 
job requirements as required by code, policy, and procedures.    Insures that staff attends and participates in all required 
in-service and pre-service training related to applying new knowledge and to their job requirements as required by code, 
policy and procedures.Monitor Processes, Materials, or Surroundings:    Verify that all departmental and State 
regulatory policies and procedures have been documented, implemented, and communicated as required by code, 
policy, and procedures.    Regularly checks the work of others to ensure that necessary quality and performance 
standards are met.    Reviews paperwork completed by staff and offenders for accuracy as required by code, policy, and 
procedures.    Analyze data for projects to evaluate solutions or to develop alternate solutions to problems.    Monitors 
staff input and work to suggest solutions to data entry problems or discrepancies.Inspecting Equipment, Structures, or 
Material:    Insure that equipment and facilities are operational and compliant with requirements set by code, policy and 
procedures.Making Decisions and Solving Problems:    Insures that staff under their personal supervision understands 
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their personal job responsibilities as required by code, policy, and procedures.    Evaluate tests of programs and 
processes to verify their ability to meet the design functionality requirements for the project.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Provide estimates and projections of deadline goals for completion 
of assigned projects and tasks.    Coordinates events such as staff meetings and public activities and determines the 
needs for the conduct of the activities as required by code, policy, and procedures.    Plans personal and staff's work 
schedules to accommodate activities for monitoring staff activities and performance.Staffing Organizational Units:    
May participate in the hiring process for staffing the unit.Operating Vehicles, Mechanized Devices, or Equipment:    May 
operate State equipment and vehicles in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Informing    Organizing    Priority Setting    Time Management    
Action Oriented    Organizational Agility    Written Communications    Problem Solving    Directing OthersKnowledge:    
Administration and Management    Clerical    Education and TrainingSkills:    Active Listening    Active Learning    Critical 
Thinking    Speaking    Monitoring    Judgment and Decision Making    Reading Comprehension    Writing    Time 
Management    CoordinationAbilities:    Deductive Reasoning    Inductive Reasoning    Time Management    Oral 
Comprehension    Oral Expression    Written Expression    Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copiers 
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073666 - CORRECTIONAL CONTRACT MONITOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3732 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
045742 - CORRECTIONAL CORPORAL 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  9437 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full time adult correctional security work. Substitution of Experience for Required Education:  Qualifying 
full-time employment as a Correctional Officer with the State of Tennessee may be substituted for the required 
education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and used 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator’s license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training.Examination Method:  Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for correctional supervisory work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the first supervisory level in the Correctional Officer sub-series. 
An employee in this class supervises a small staff of correctional officers performing correctional work at a state 
correctional facility involving the custody, transport, and rehabilitation of inmates and may perform specialized 
institutional security functions and may be assigned to work any shift. This class differs from that of Correctional Officer 
in that an incumbent of the later is not responsible for supervisory work. This class differs from that of Correctional 
Sergeant in that an incumbent of the latter is responsible for supervising incumbents of this class.  
 
Work Activities: 
Monitoring and Controlling Resources: Supervises and directs a small staff and participates in the supervision of inmate 
activities in housing units, dining areas, recreation and work areas, visitation, personal property, and recreational needs 
of the inmates to ensure the safe custody, discipline, and welfare of inmates to prevent violence and escape. Performs 
special security functions such as the transportation of inmates.Performing General Physical Activities: Supervises or 
performs searches of inmates and vehicles and conducts shakedowns of cells for valuables and contraband to ensure 
safety. Restrains, secures or controls inmates using restraint devices as necessary.Assisting and Caring for Others: 
Responds as a first responder to emergencies such as medical needs, escapes, and fires.Resolving Conflicts and 
Negotiating with Others: Settles disputes regarding inmates and staff to ensure safety.Inspecting Equipment, Structures, 
or Material: Maintains accountability and care for all assigned equipment such as baton, handcuffs, keys, radio, 
weapons, to include all security devices.  Getting Information: Observes inmates to ensure that established policies are 
followed. Processes in-take of inmates. Conducts head counts to ensure that each inmate is present. Training and 
Teaching Others: Instructs employees and provides on the job training.Documenting/Recording Information: Prepares a 
variety of records and reports such as shift reports, daily logs, disciplinary reports, inmate passes for court and doctor 
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appointments, and daily population records to ensure accountability for the safety of the inmates, staff, and public. 
Guiding, Directing, and Motivating Subordinates: Guides, monitors and sets performance standards in order to provide 
guidance to subordinates. Coordinating the Work and Activities of Others: Supervises inmate work details to ensure the 
proper use of equipment, accountability, and public safety. Performing for or Working Directly with the Public: Monitors 
facility entrance to screen visitors to ensure compliance with policy. Evaluating Information to Determine Compliance 
with Standards: Maintains knowledge of, complies with, and enforces all institutional policies, rules, procedures and 
regulations. Inspects mail for the presence of contraband. Performs special security functions for the in-take processing 
of inmates to ensure the accountability of all inmates. Confiscation and storage of inmate property. Interacting with 
Computers: Records all information such as incidents, disciplinary actions and activities on the State’s 
database.Communicating with Supervisors, Peers, or Subordinates: Provides and communicates information to 
supervisors concerning the daily activities in regards to staff and inmates.Performing Administrative Activities: 
Completes administrative paperwork and/or supervises the preparation of records, forms, or reports. 
 
Competencies (KSA’s): 
Competencies: Directing Others Problem Solving Time Management Listening Delegation Conflict Management 
Approachability Decision Quality Organizing Written CommunicationsKnowledge: Administration and Management 
Communications and Media Education and Training Law and Government Mathematics Personnel and Human 
Resources Public Safety and Security Telecommunications Skills: Active Learning Active Listening Critical Thinking 
Learning Strategies Reading Comprehension Speaking Writing Coordination Instructing Negotiation Persuasion 
Operation and Control Judgment and Decision Making Management of Personnel Resources Time ManagementAbilities: 
Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity Written Comprehension Written 
Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine Motor Vehicles Batons Electronic Restraint Devices Handcuffs Leg 
Irons Firearms Chemical Agents  
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078131 - CORRECTIONAL COUNSELOR 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  7779 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Education for Experience: None. Substitution of Experience for Education: Full time social or psychological counseling 
experience can be substituted for the required education on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Experience and Education, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, employees in this class are responsible for correctional counseling duties of 
routine difficulty. Distinguishing Features: This is the entry level class in the Correctional Counselor sub-series. 
Employees in this class are responsible for counseling juvenile and adult offenders. This class differs from the 
Correctional Counselor 2 in that incumbents of the latter are responsible for performing at the working level. *An 
applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one-year training period. Inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Processing Information: Learns to calculate sentencing information to determine accuracy of an offender’s sentence 
computation. Under close supervision, verifies that offender sentencing complies with judgment order. Learns to 
complete initial intake packages and/or risk-needs assessments for offenders. Learns to prepare reports on offender 
history, progress, adjustment, rule violations, visitation, recommendations for special visits, and other related statistics. 
Evaluating Information to Determine Compliance with Standards: Evaluates all offender records, case notes, and 
information to ensure compliance with all applicable standards, laws, policies, rules, and regulations while under the 
guidance of a higher ranking Correctional Counselor. Getting Information: In a training capacity, conducts Prison Rape 
Elimination Act screenings to determine potential victim or aggressor status. Learns to administer risk-needs 
assessments to offenders using motivational interviewing techniques. Learns to gather information relevant to offender 
history from appropriate agencies and personnel. Learns to interview offenders to evaluate progress in accomplishing 
recommendations and parole board mandates. Coaching and Developing Others: Under supervision, facilitates 
workshops for offender reentry and career development. Monitor Processes, Materials, or Surroundings: Learns to 
monitor environment to identify security related concerns in order to assure continued safety of facility. In a training 
capacity, participates in classification and reclassification hearings in order to review information relevant to offender 
behavior, program, participation, and other factors for the purpose of determining offender custody levels and 
programmatic needs and goals. In a training capacity, supervises a case load of up to 150 offenders in an institutional 
setting. Learns to monitor offenders to ensure compliance with recommendations and parole board mandates. Learns 
to review offender files for various institutional needs. Resolving Conflicts and Negotiating with Others: Learns to 
provide appropriate interventions in interactions between staff and offenders to resolve issues of conflict. 
Communicating with Persons Outside Organization: Under supervision, assists offenders with communicating with 
persons or agencies outside of the institution to expedite release plans or respond to emergencies. Selling or Influencing 
Others: Learns to use motivational interactions with offenders to realign offender behaviors, thinking, and reactions to 
conform to facility rules and societal norms. Making Decisions and Solving Problems: In a training capacity, identifies 
appropriate intervention techniques to deal with offender behavioral issues. Under guidance, assists offenders in 
addressing their concerns regarding job pay, trust fund, sentence information, and educational needs and programs. 
Scheduling Work and Activities: Learns to schedule outside services to assist with offender transition from prison to the 
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community.Developing Objectives and Strategies: In a training capacity, develops reentry plans for offenders within 
established time frames and in accordance with departmental procedures. Under guidance, provides counseling and 
instruction specific to the needs of a reentry caseload. Learns to provide information to offenders with regards to 
community resources, methods of finding and keeping employment, and improving family relationships. Learns to 
counsel offenders concerning risk of reoffending. In a training capacity, observes appropriate counseling staff contacts 
with offender family members concerning release. Interacting With Computers: Learns to enter or retrieve information 
concerning offenders using computerized databases on a daily basis. Uses web-based programs to communicate with 
persons inside and outside of the agency concerning offender needs. Assisting and Caring for Others: Learns to address 
offender mental health and medical needs with appropriate staff. Under supervision, assists assigned offenders in 
adjusting to incarceration by conducting individualized or group sessions to discuss facility and program rules and 
regulations. Under supervision, counsels offenders regarding personal and family issues. In a training capacity, 
collaborates with medical professionals to provide information to offenders regarding advanced directives. Updating 
and Using Relevant Knowledge: Attends various mandated training to enhance job skills and performance. Analyzing 
Data or Information: Learns to analyze disciplinary reports to determine offender behavior trends. 
Documenting/Recording Information: Learns to maintain reports on offender history, progress, adjustment, rule 
violations, visitations, recommendations for special visits, and other related statistics. Learns to record risk-needs 
assessments for quality assurance. Learns to document referrals made to offenders regarding outside services. 
Identifying Objects, Actions, and Events: Learns to identify offender movement to ensure caseload accuracy. 
Communicating with Supervisor, Peers, or Subordinates: Communicates with other counseling personnel to gain 
knowledge or understanding of counseling responsibilities. Communicates with various institutional personnel to meet 
offender needs. Under supervision, provides information in treatment team/staff meetings to other team members 
regarding offender progress in programming. 
 
Competencies (KSA’s): 
Competencies: Listening Time Management Written Communications Integrity and Trust Functional/Technical 
Competencies Ethics and Values Understanding Others Priority Setting Patience OrganizingKnowledge: Basic clerical 
knowledge Basic computer knowledge as it relates to web-based databases, word processing, email systems, and data 
entry Basic education and training Basic law and government Basic mathematics Basic knowledge of psychology as it 
relates to human behavior, performance, individual differences in ability, personality, and interests, and learning and 
motivation Basic public safety and security Basic knowledge of sociology as it relates to group behavior and dynamics as 
well as societal trends and influencesSkills: Active learning Active listening Critical thinking Basic learning strategies Basic 
math Intermediate reading comprehension Intermediate speaking Basic writing as it relates to reports Coordination as it 
relates to offender behavior Basic instructing Basic negotiation Basic persuasion Basic service orientation Social 
Perceptiveness Complex problem solving Judgment and decision making Time management Abilities: Basic deductive 
reasoning Fluency of ideas Inductive reasoning Oral comprehension Oral expression Originality Problem sensitivity 
Selective attention Spatial orientation as it relates to institutional safety Time sharing Written comprehension Auditory 
attention Speech clarity Speech recognition  
 
Tools and Equipment Used: 
 Personal Computer Printer   Word Processing Software Electronic/Paper Documents Multi-line Telephone Calculator 
Copy Machine Fax Machine Digital Recorder 2-Way Radio Keys Lamination Machine Calendar/Planner Files Shredder 
Lamination Machine 
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078132 - CORRECTIONAL COUNSELOR 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4528 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional social or psychological counseling work. Substitution of Education for 
Experience: One year of graduate coursework in a social or behavioral science may be substituted for the year of 
professional counseling experience. Substitution of Experience for Education: Full time social or psychological counseling 
experience can be substituted for the required education on a year for year basis for a maximum of two years; requiring 
two years of study at an accredited college or university. OR One year as a Correctional Counselor with the State of 
Tennessee Department of Correction. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:     A valid vehicle operator’s license may be required for 
employment in some positions. Examination Method: Education and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general direction, is responsible for professional correctional counseling work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Correctional Counselor 
sub-series. An employee in this class supervises a caseload of incarcerated offenders inside a correctional facility. This 
class is flexibly staffed with and differs from the Correctional Counselor 1 in that an incumbent of the latter performs 
entry-level work. This class differs from the Correctional Counselor 3 in that an incumbent of the latter is responsible for 
leading others in counseling work. 
 
Work Activities: 
Processing Information:    Calculates sentencing information to determine the accuracy of an offender’s sentence 
computation.    Verifies that offender sentencing complies with judgment order.    Completes initial intake packages 
and/or risk-need assessments on offenders.    Prepares and maintains records and reports on offender history, progress, 
adjustment, rule violations, visitation, recommendations for special visits, and other related statistics. Resolving 
Conflicts and Negotiating with Others:    Provides appropriate interventions in interactions between staff and offenders 
to resolve issues of conflict. Getting Information:    Administers risk/needs assessment to offenders using motivational 
interviewing techniques.    Conducts Prison Rape Elimination Act screenings to determine potential victim or aggressor 
status.    Speaks to appropriate agencies and personnel to gather information relevant to offender history.    Interviews 
offenders to evaluate progress in accomplishing recommendations and parole board mandates. Evaluating Information 
to Determine Compliance with Standards:    Evaluates all offender records, case notes, and information to ensure 
compliance with all applicable standards, laws, policies, rules, and regulations. Coaching and Developing Others:    
Develops workshops for offender reentry and career development.    Facilitates workshops for offender reentry and 
career development. Selling or Influencing Others:    Uses motivational interactions with offenders to realign offender 
behaviors, thinking, and reactions to conform to facility rules and societal norms. Monitor Processes, Materials, or 
Surroundings:    Reviews offender files to fulfill various institutional needs.    Participates in classification and 
reclassification hearings to review information relevant to offender behavior, program participation, and other factors 
for the purpose of determining offender custody levels and programmatic goals.    Supervises a caseload of up to 150 
offenders in an institutional setting.    Monitor environment to identify security related concerns in order to assure 
continued safety of the facility.    Monitor offenders to ensure compliance with recommendations and parole board 
mandates. Developing Objectives and Strategies:    Develops reentry plans for offenders within established time frames 
and in accordance with departmental procedures.    Provides counseling and instruction specific to the needs of a 
reentry caseload.    Contacts and counsels with offender family members concerning release.    Counsels offenders 
concerning risk of reoffending.    Provides information to offenders in regards to community resources and methods of 
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finding and keeping employment and improving family relations. Assisting and Caring for Others:    Collaborates with 
medical professionals to provide information to offenders regarding advanced directives.    Assists offenders to adjust to 
incarceration by conducting individualized or group sessions with assigned offenders to discuss facility and program 
rules and regulations.    Counsels offenders regarding personal and family issues as needed.    Addresses offender mental 
health and medical needs with appropriate staff. Scheduling Work and Activities:    Schedules outside services to assist 
with offender transition from prison to the community. Communicating with Persons Outside of the Organization:    
Assists offenders with communicating with persons or agencies outside of the institution to expedite release plans or 
respond to emergencies. Documenting/Recording Information:    Documents referrals made to offenders regarding 
outside services.    Records risk-needs assessment interviews for quality assurance. Making Decisions and Solving 
Problems:    Assists offenders in addressing their concerns regarding job pay, trust fund, sentence information, 
educational needs, and programs.    Identifies issues with offender behavior to ascertain appropriate intervention 
techniques. Interacting with Computers:    Enters and retrieves information concerning offenders using computerized 
databases daily.    Uses web-based programs to communicate with persons inside and outside the agency concerning 
offender needs. Communicating with Supervisors, Peers, or Subordinates:    Communicates with other counseling 
personnel to gain knowledge or understanding of counseling responsibilities.    Communicates with various institutional 
personnel to meet offender needs.    Provides information to other team members in treatment team meetings and 
staffings regarding offender progress in programming. Updating and Using Relevant Knowledge:    Attends various 
mandated training to enhance job skills and performance. Analyzing Data or Information:    Analyzes disciplinary reports 
to determine offender behavior trends. Indentifying Objects, Actions, and Events:    Identifies offender movement to 
ensure caseload accuracy. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Problem Solving    Listening    Written Communications    Integrity and Trust    
Composure    Patience    Self-Knowledge    Decision Quality    Dealing with AmbiguityKnowledge:    Clerical    Computers 
and Electronics: Intermediate knowledge of web-based databases, word processing, e-mail systems, and data entry    
Education and Training    Law and Government    Mathematics    Psychology: Basic knowledge of human behavior and 
performance, individual differences in ability, personality, and interests, and learning and motivation    Public Safety and 
Security    Sociology: Basic knowledge of group behavior and dynamics as well as societal trends and influences    
Counseling: As it pertains to offenders Skills:    Active Listening    Active Learning    Critical Thinking    Learning Strategies    
Math    Reading Comprehension    Speaking    Writing    Coordination: As relates to offender behavior    Instructing    
Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Judgment and 
Decision Making    Time Management Abilities:    Deductive Reasoning    Fluency of Ideas    Information Ordering: As it 
relates to determining behavior trends    Oral Comprehension    Oral Expression    Originality    Problem Sensitivity    
Selective Attention    Spatial Orientation: As it relates to institutional safety    Time Sharing    Written Comprehension    
Written Expression    Auditory Attention    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Word Processing Software    Electronic/Paper Documents    Multi-line Telephone    
Calculator    Copy Machine    Fax Machine    Digital Recorder    2-Way Radio    Keys    Lamination Machine    
Calendar/Planner    Files    Shredder    Lamination Machine 
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078133 - CORRECTIONAL COUNSELOR 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4532 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three (3) 
years of full-time increasingly responsible professional social or psychological counseling work. Substitution of Education 
for Experience: Additional graduate coursework in a social or behavioral science may be substituted for the required 
experience on a year-for-year basis to a maximum of two (2) years. Substitution of Experience for Education: Full-time 
social or psychological counseling experience may be substituted for the required education on a year-for-year basis to a 
maximum of two (2) years; requiring two years of study at an accredited college or university. OR Three (3) years as a 
Correctional Counselor with the Tennessee Department of Correction. 
 
Other Requirements: 
Necessary Special Qualifications:   A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Experience and Education, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs correctional counseling work of considerable difficulty. Distinguishing 
Features: This is the first supervisory class in the Correctional Counselor sub-series. An employee in this class is 
responsible for supervising subordinates in counseling adult and juvenile offenders. Certain assignments with no 
supervision may be included in this class when the work assignment requires program oversight. This class differs from 
the Correctional Counselor 2* in that an incumbent of the latter is not responsible for supervisory or lead work. This 
class differs from the Chief Correctional Counselor in that an incumbent of the latter is responsible for program 
management and oversight of the entire counseling program at a facility. 
 
Work Activities: 
Processing Information: Calculates sentencing information to determine accuracy of an offender's sentence 
computation. Verifies that offender sentencing complies with judgment order. Reviews sentence calculations computed 
by subordinate counseling staff. Completes initial intake packages and/or risk-need assessment for offenders. Reviews 
intake packages and risk-need assessments compiled by subordinate counseling staff. Prepares, records, and reports on 
offender history, progress, adjustments, rule violations, recommendations for special visits, and other related statistics. 
Monitor Processes, Materials, or Surroundings: Reviews offender files for various institutional needs. Acts as a board 
chair during, and participates in, classification and reclassification hearings to review information relevant to offender 
behavior, program participation, and other factors to determine offender custody levels and programmatic needs and 
goals. Supervises a case load of up to 165 offenders in an institutional setting. Monitors environment to identify security 
related concerns in order to assure continued safety of the institution. Monitors offenders to ensure compliance with 
recommendations and parole board mandates. Monitors subordinate counseling staff in completion of workload 
assignments.Getting Information: Administers risk-need assessment to offenders using motivational interviewing 
techniques. Conducts Prison Rape Elimination Act screenings to determine victim or aggressor status. Gathers 
information relevant to offender history from appropriate agencies and personnel. Interviews offenders to evaluate 
progress in accomplishing recommendations and parole board mandates.Thinking Creatively: Delivers curriculum using 
various teaching modalities to accommodate offender learning styles.Guiding, Directing, and Motivating Subordinates: 
Develops performance standards and SMART goals for assigned subordinates. Provides performance feedback to 
subordinate staff.Training and Teaching Others: Provides classroom instruction to offenders in a variety of areas, 
including but not limited to: pro-social life skills, anger management, job readiness, cognitive restructuring, consumer 
education, and stress management. Prepares curriculum accurately for groups. Presents materials clearly and 
accurately.Coaching and Developing Others: Develops workshops for offender reentry and career development. 
Facilitates workshops for offender reentry and career development. Observes staff performance and provides feedback 
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and coaching on accomplishment of goals and performance standards. Establishing and Maintaining Interpersonal 
Relationships: Builds and maintains relationships with community-based resources that will assist in offender 
reentry.Interacting with Computers: Enters or retrieves information concerning offenders using computerized databases 
daily. Uses web-based programs to communicate with persons inside and outside of the agency concerning offender 
needs. Uses various computer programs to compile data for weekly reporting.Evaluating Information to Determine 
Compliance with Standards: Evaluates all offender records, case notes, and other information to ensure compliance with 
all applicable standards, laws, policies, rules, and regulations. Compiles documentation to demonstrate compliance with 
applicable standards, laws, policies, rules, and regulations.Updating and Using Relevant Knowledge: Attends various 
mandated training to enhance job skills and performance.Communicating with Persons Outside Organization: Assists 
offenders with communicating with persons or agencies outside of the institution to expedite release plans or respond 
to emergencies. Contacts and counsels with offender family members concerning release.Selling or Influencing Others: 
Uses motivational interactions with offenders to realign offender behaviors, thinking, and reactions to conform to 
facility rules and societal norms.Developing Objectives and Strategies: Develops reentry plans for offenders within 
established time frames and in accordance with departmental policies. Provides counseling specific to the needs of a 
reentry caseload. Counsels offenders concerning risk of reoffending. Provides information to offenders in regards to 
community resources and methods of finding and keeping employment and improving family relationships.Resolving 
Conflicts and Negotiating with Others: Provides appropriate interventions in interactions between staff and offenders to 
resolves issues of conflict. Thoroughly investigates conflicts and complaints according to established timeframes and 
procedures. Provides information to a review board with other counselors and security staff regarding offenders' 
segregation status.Assisting and Caring for Others: Collaborates with medical professionals to provide information to 
offenders regarding advanced directives. Leads individualized or group counseling sessions to assist offenders with 
adjustment to incarceration. Counsels offenders regarding personal and family issues as needed. Addresses offender 
mental health and medical needs with appropriate staff. Provides counseling in order to modify offenders' behavior and 
attitudes, reduces negative behaviors, and help offender adjust to the correctional environment. Identifying Objects, 
Actions, and Events: Identifies issues with offender behavior in order to identify appropriate intervention techniques. 
Identifies offender movement to ensure caseload accuracy.Making Decisions and Solving Problems: Acts as lead in 
making decisions and solving problems related to offender programming and behaviors in the assigned work area. 
Assists offenders in addressing their concerns regarding job pay, trust fund, sentence information, and educational 
needs and programs.Scheduling Work and Activities: Schedules outside services to assist with offender transition from 
prison to the community. Assigns case load to assigned team members or subordinate counselors. Analyzing Data or 
Information: Analyzes disciplinary reports to determine offender behavior trends.Documenting and Recording 
Information: Records risk-needs assessment interviews for quality assurance. Documents referrals made to offenders 
regarding outside services.Communicating with Supervisors, Peers, or Subordinates: Communicates with other 
counseling personnel to share knowledge of counseling responsibilities. Communicates with various institutional 
personnel to meet offender needs. Provides information in treatment team meetings to other team members regarding 
offenders' progress in programming. Facilitates treatment team meetings regarding offenders' progress based on 
offender risk-needs assessment. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Patience Written Communications Listening Confronting Direct 
Reports Time Management Command Competencies Directing Others ComposureKnowledge: Intermediate knowledge 
of clerical practices Basic knowledge of administration and management Intermediate knowledge of computers with 
regards to web-based databases, word processing software, email systems, and data entry Customer and personal 
service Basic knowledge of education and training Basic knowledge of law and government Basic knowledge of 
mathematics Basic knowledge of psychology with regards to human behavior, performance, individual differences in 
ability, personality and interests, and learning and motivation Public safety and security Basic knowledge of sociology 
with regards to group behavior and dynamics, societal trends and influences Intermediate knowledge of counseling as it 
pertains to offendersSkills: Active learning Active listening Critical thinking Intermediate learning strategies Basic math 
Basic monitoring Intermediate reading comprehension Advanced speaking Advanced writing with regards to reports 
Coordination as it relates to offender behavior Intermediate instructing Intermediate negotiation Basic Persuasion 
Service orientation Social Perceptiveness Judgment and decision making Management of personnel resources Time 
managementAbilities: Intermediate deductive reasoning Fluency of ideas Inductive reasoning Information ordering as it 
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relates to determining behavior trends Oral comprehension Oral expression Originality Problem sensitivity Selective 
attention Time sharing Written comprehension Written expression Auditory attention Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Printer Word Processing Software Electronic/Paper Documents Multi-line Telephone Calculator 
Copy Machine Fax Machine Digital Recorder 2-Way Radio Keys Lamination Machine Calendar/Planner Files Shredder 
Lamination Machine 
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076579 - CORRECTIONAL FACS CON DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4281 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064240 - CORRECTIONAL FARM MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1723 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073610 - CORRECTIONAL HEALTH DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3866 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073509 - CORRECTIONAL HEALTH DPY DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2324 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045765 - CORRECTIONAL INTRL AFFAIRS DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1866 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045761 - CORRECTIONAL INTRL AFFAIRS INV 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1918 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045744 - CORRECTIONAL LIEUTENANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1838 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible youth or adult security experience, including two 
years of supervisory experience and one year of adult correctional security experience; qualifying full-time employment 
as a Correctional Officer with the State of Tennessee may be substituted for the required education on a year-for-year 
basis; one year of experience as an Inmate Relations Coordinator may be substituted for one year of the required 
supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and used 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator’s license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training.Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for correctional supervisory work of average difficulty, including the 
supervision of Correctional Sergeants; and performs related work as required. Distinguishing Features: An employee in 
this class is responsible for supervisory work at a state correctional facility, acting as the assistant shift supervisor or the 
shift supervisor. This class differs from that of Correctional Sergeant in that an incumbent of the latter has supervisory 
responsibility of lesser scope and complexity. This class differs from that of Correctional Captain in that an incumbent of 
the latter is responsible for supervising the entire security force on a shift. 
 
Work Activities: 
Assisting and Caring for Others: Responds as a first responder to emergencies such as medical needs, escapes, fires, and 
natural disasters. Performing General Physical Activities:  Assists in breaking up fights or other potentially dangerous 
situations by persuasion or the use of physical force. Restrains, secures or controls inmates using restraint devices as 
necessary. Performs security inspections such as physical fence and ground checks to ensure no security breaches and 
all areas are in compliance. Evaluating Information to Determine Compliance with Standards:  Inspects correctional 
facility for compliance of policy and procedures that are mandated by the state standards. Maintains knowledge of, 
complies with, and enforces all institutional policies, rules, procedures and regulations including ACA standards. 
Coordinating the Work and Activities of Others: Plans and coordinates the activities to ensure that operational and 
strategic priorities are met, and conflicts in scheduling and responsibility do not arise. Monitor Processes, Material, or 
Surroundings: Oversees and monitors all calculated use of force incidents such as cell extractions in the absence of the 
shift supervisor per policy. Supervises and directs staff and participates in the supervision of inmate activities to ensure 
the safe operation of the facility. Supervises the performance of special security functions such as in-take processing to 
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ensure the proper accountability of inmates. Assigns and directs staff to perform special security functions such as the 
transportation of inmates. Monitors video surveillance equipment to ensure employees and inmates are in compliance 
with policy and procedure. Ensures compliance with established fire and safety and sanitation procedures. Monitors and 
schedules all cell searches/housing units and buildings in compliance with policy.Performing for or Working Directly with 
the Public: Monitors facility entrances and exits to screen visitors, volunteers, and employees to ensure compliance with 
policies and procedures to prevent escapes. Resolves visitor issues to promote better customer service.Scheduling Work 
and Activities: Prepares and assigns security staff members to assigned post ensuring that all critical and essential posts 
are filled. Approves or disapproves requested time off in the absence of the shift supervisor. Performing Administrative 
Activities: Completes administrative paperwork or supervises the preparation of records, forms, or reports. Training and 
Teaching Others: Coordinates and oversees the implementation of training of employees and/or provides knowledge of 
daily operational needs of the facility. Getting Information: Monitors and ensures that head counts are performed in 
accordance with policies, procedures and standards. Observes inmates to ensure that established policies and 
procedures are followed. Receives information from subordinates for preparation of disciplinary actions on inmates and 
staff. Observes the inmate in-take process. Monitors the behaviors of subordinates to ensure alertness, courteousness, 
and professional behaviors toward fellow employees, visitors and inmates.  Inspecting Equipment, Structures, or 
Material: Ensures that the assigned security devices are thoroughly inspected to ensure that they are operating 
properly. Maintains accountability and care for all assigned equipment such as baton, handcuffs, keys, radio, weapons, 
to include all security devices.Resolving Conflicts and Negotiating with Others: Settles disputes through mediation 
regarding inmates and staff to ensure safety. Implements measures to reduce potential conflicts by implementing 
proper referrals. Documenting/Recording Information: Prepares and approves a variety of records and reports such as 
shift reports, daily logs, attendance records, pay rosters, discipline reports, inmate passes for court and doctor 
appointments, and daily population records to ensure accountability for the safety of the inmates, staff, and public. 
Documents and reviews performance evaluations for subordinates. Communicating with Supervisors, Peers, or 
Subordinates: Provides information to supervisors and subordinates concerning the daily activities in regards to staff 
and inmates. Guiding, Directing, and Motivating Subordinates: Assigns first-line supervisors their subordinates to 
evaluate and mentor. Guides, monitors and assesses performance standards in order to provide guidance in identifying 
strengths and weaknesses for subordinates to enhance their job performance. Supervises assigned subordinates in their 
assigned duties in order to meet the goals of the institution.Interacting with Computers: Approves all payable time for 
subordinates. Enters all performance and interim reviews on computer database. Reviews and approves information 
such as incident and discipline reports before inputting the information on State’s database. Submits and approves or 
denies requests for leave and overtime for all subordinates. Staffing Organizational Units: Assists and makes 
recommendations with interviewing, hiring, and promoting. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Building Effective Teams Learning on the Fly Time Management Decision quality 
Hiring and Staffing Presentation Skills Organizing Command Competencies Drive for ResultsKnowledge: Administration 
and Management Computers and Electronics Clerical Communication and Media Customer and Personnel Service 
Education and Training Law and Government Mathematics Mechanical Personnel and Human Resources Public Safety 
and Security Telecommunications Transportation Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Monitoring Reading Comprehension Speaking Writing Coordination Instructing Negotiation Persuasion 
Service Orientation Social Perceptiveness Complex Problem Solving Equipment Selection Operation and Control 
Troubleshooting Judgment and Decision Making Management of Material Resources Management of Personnel 
Resources Time ManagementAbilities: Category Flexibility Deductive Reasoning Inductive Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Problem Sensitivity Selective Attention Spatial Orientation Time 
Sharing Written Comprehension Written Expression Reaction Time Sound Localization Speech Clarity Speech 
Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles Radio Batons Electronic Restraint 
Devices Handcuffs Leg Irons Firearms Chemical Agents Waist Chain, Black Box, Pad Lock Keys Bullet Proof Vest Stab 
Resistant Vest Video Recorder 
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071523 - CORRECTIONAL PRINCIPAL 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2108 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in education, education administration or other related 
acceptable field from an accredited college or university; OR possession of a valid professional teaching certificate from 
the Tennessee Department of Education with appropriate principal endorsements. 
 
Other Requirements: 
Necessary Special Qualifications: Certification or eligible for certification as a principal with the State of Tennessee.  
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional education administrative work of considerable difficulty and 
management work of routine difficulty at a correctional institution; and performs related work as required. 
Distinguishing Features: An employee in this class functions as the principal of an academic education program at a 
correctional institution. An incumbent of this class coordinates all functions occurring in an academic program including 
curricula planning and development, enforcing institutional policies and procedures, and supervising subordinate staff, 
including teachers, librarians, counselors, lower level staff, including classroom assistants, custodians, and other school 
maintenance personnel. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Plans, directs, and supervises the work of teachers 
through assignments, class schedules, and observation following the Department of Education standards and as 
required by code policy, and procedures.    Assists in supervising the enforcement of policy and procedure for 
educational operations and functions within their sphere of authority.Processing Information:    Processes and compiles 
educational reports on the institutional educational programs as required by code, policy, and procedures.Developing 
and Building Teams:    Promotes team building, staff development, and cooperation with other team members in order 
to promote a more effective and productive work environment.Interacting With Computers:    Uses computers and 
computer systems to enter data and/or processes information and to communicate within the organization in the 
performance of their job duties as required by code, policy, and procedures.Resolving Conflicts and Negotiating with 
Others:    Communicates effectively with others to resolve conflicts quickly and efficiently.    Follows due process 
procedures to report unresolved conflicts as required in code, policy, and procedures.Making Decisions and Solving 
Problems:    Ensures that staff under their personal supervision understands their personal job responsibilities as 
required by code, policy, and procedures.    Evaluates all relevant information in an educational program to make 
decisions and recommend solutions and possible alternate courses of action to meet the objectives of the 
program.Staffing Organizational Units:    Participates in the hiring process for staffing the educational unit.Establishing 
and Maintaining Interpersonal Relationships:    Interacts in a positive manner with other staff members, fellow 
employees, other agencies, and the public to foster and maintain a harmonious working environment.    Supports 
mission-critical decisions made by supervisors, managers, and directors.Coaching and Developing Others:    Coaches and 
mentors employees toward reaching their highest job performance potential. Training and Teaching Others:    
Supervises and supports staff implementing Tennessee Department of Education approved academic curriculums in 
areas such as high school subject areas, adult basic education including literacy through General Education Development 
and special education for youth and adults as required by code, policy, and procedures.    Mentors and/or assists in 
training of new staff and current staff in order to promote staff development and to improve work performance within 
the unit.    Develops new training as needed in order to meet the changing needs and missions within the 
organization.Guiding, Directing, and Motivating Subordinates:    Provides coaching, performance expectations, and 
performance evaluation reviews for staff as required by code, policy, and procedures.    Follows departmental policy and 



 TN Job Classification Specifications  
September 22, 2020 

procedure guidelines when giving information and guidance to all staff.    Consistently sets a professional example for 
fellow employees by demonstrating positive work habits.    Supervises the administration and interpretation of 
educational diagnostic aptitude and ability assessments as required by code, policy, and procedures.Provide 
Consultation and Advice to Others:    Answers questions for students, staff, and others as required by code, policy, and 
procedures.    Recommends changes and improvements in the processes and procedures for work activities to improve 
unit operational performance.    Counsels students in areas such as educational and behavioral needs to promote 
success. Scheduling Work and Activities:    Sets the work schedule and job performance requirements for staff under 
their supervision as required by code, policy, and procedures.    Accomplishes work in such a manner that allows new/or 
additional work to be routinely taken on.    Provides work estimates and projected deadlines for assigned 
projects.Monitor Processes, Materials, or Surroundings:    Monitors overall student progress toward educational goals as 
required by code, policy, and procedures.    Supervises and monitors the education building and classroom discipline. 
Interpreting the Meaning of Information for Others:    Explains the educational program requirements and standards 
required by code, policy, and procedures to staff under their supervision and others as required.Performing for or 
Working Directly with the Public:    Performs duties and functions in a professional manner toward the public as a 
representative of the agency as required by code, policy, and procedures.Getting Information:    Receives and completes 
requests for educational data on offenders and all phases of educational institutional operations from interested parties, 
public, offenders, and public officials at all levels.    Observes staff interacting with their students in the performance of 
their duties in the classroom.    Contacts a variety of public officials regarding offender educational information and 
records as required by law, policy, and procedures.     Reviews time and attendance data on staff under their 
supervision.Thinking Creatively:    Designs and implements new programs for the institutional educational unit to meet 
the changing organizational needs and priorities within the Tennessee educational system.    Consistently recognizes the 
job tasks that need to be performed and carries them out without prompting.    Defines report requirements and the 
layouts needed to complete assigned projects/programs/ tasks.Communicating with Supervisors, Peers, or 
Subordinates:    Effectively communicates with other staff and supervisors concerning events, activities, and policies 
related to educational programs and the agency to promote effective completion of work tasks and a harmonious 
working environment as required by code, policy, and procedures.    Ensures that new updated system procedures or 
functionality are communicated to users for assigned educational programs and projects as required by code, policy, 
and procedures.Judging the Qualities of Things, Services, or People:    Assists staff in their decision making processes as 
required by code, policy, and procedures.Developing Objectives and Strategies:    Sets challenging personal goals for 
each major task and works to meet or exceed each goal.Organizing, Planning, and Prioritizing Work:    Processes and 
organizes all work projects according to their priorities in order to complete all required work in a timely manner.    
Reviews the organization and plan for work of staff under their supervision to ensure that operational requirements and 
goals are met as required by code, policy, and proceduresPerforming Administrative Activities:    Assists in making 
recommendations on employment, retention, promotion, demotion and other human resources related actions as 
required by code, policy, and procedures.    Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork as required by code, policy, policy and procedures.    Coordinates educational programs 
with other institutional programs within the facility.    Serves as a member of various institutional boards and teams as 
required by code, policy, and procedures.Updating and Using Relevant Knowledge:    Supervises and participates in in-
service training, staff meetings and departmental workshops as required by code, policy, and procedures.  Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Persons Outside 
Organization:    Performs public contact and liaison work in explaining and interpreting institutional education programs 
and the educational missions of the department as required by code, policy, and procedures.Monitoring and Controlling 
Resources:    Monitors and approves expenditures of funds for the educational unit as required by code, policy, and 
procedures.Operating Vehicles, Mechanized Devices, or Equipment:    May be required to operate a vehicle or 
equipment in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Conflict Management    Hiring and Staffing    Written Communication    Building 
Effective Teams    Ethics and Values    Directing Others    Planning    Organizational Agility    Managing Vision and 
PurposeKnowledge:    Administration and Management    Communications and Media    Customer and Personal Service    
Education and Training    Computers and Electronics    Law and Government    Personnel and Human Resources    Public 
Safety and SecuritySkills:    Active Listening    Critical Thinking    Learning Strategies    Reading Comprehension    Speaking    
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Writing    Coordination    Judgment and Decision Making    Management of Personnel Resources    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copiers 
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071523 - CORRECTIONAL PRINCIPAL 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2109 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in education, education administration or other related 
acceptable field from an accredited college or university; OR possession of a valid professional teaching certificate from 
the Tennessee Department of Education with appropriate principal endorsements. 
 
Other Requirements: 
Necessary Special Qualifications: Certification or eligible for certification as a principal with the State of Tennessee.  
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional education administrative work of considerable difficulty and 
management work of routine difficulty at a correctional institution; and performs related work as required. 
Distinguishing Features: An employee in this class functions as the principal of an academic education program at a 
correctional institution. An incumbent of this class coordinates all functions occurring in an academic program including 
curricula planning and development, enforcing institutional policies and procedures, and supervising subordinate staff, 
including teachers, librarians, counselors, lower level staff, including classroom assistants, custodians, and other school 
maintenance personnel. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Plans, directs, and supervises the work of teachers 
through assignments, class schedules, and observation following the Department of Education standards and as 
required by code policy, and procedures.    Assists in supervising the enforcement of policy and procedure for 
educational operations and functions within their sphere of authority.Processing Information:    Processes and compiles 
educational reports on the institutional educational programs as required by code, policy, and procedures.Developing 
and Building Teams:    Promotes team building, staff development, and cooperation with other team members in order 
to promote a more effective and productive work environment.Interacting With Computers:    Uses computers and 
computer systems to enter data and/or processes information and to communicate within the organization in the 
performance of their job duties as required by code, policy, and procedures.Resolving Conflicts and Negotiating with 
Others:    Communicates effectively with others to resolve conflicts quickly and efficiently.    Follows due process 
procedures to report unresolved conflicts as required in code, policy, and procedures.Making Decisions and Solving 
Problems:    Ensures that staff under their personal supervision understands their personal job responsibilities as 
required by code, policy, and procedures.    Evaluates all relevant information in an educational program to make 
decisions and recommend solutions and possible alternate courses of action to meet the objectives of the 
program.Staffing Organizational Units:    Participates in the hiring process for staffing the educational unit.Establishing 
and Maintaining Interpersonal Relationships:    Interacts in a positive manner with other staff members, fellow 
employees, other agencies, and the public to foster and maintain a harmonious working environment.    Supports 
mission-critical decisions made by supervisors, managers, and directors.Coaching and Developing Others:    Coaches and 
mentors employees toward reaching their highest job performance potential. Training and Teaching Others:    
Supervises and supports staff implementing Tennessee Department of Education approved academic curriculums in 
areas such as high school subject areas, adult basic education including literacy through General Education Development 
and special education for youth and adults as required by code, policy, and procedures.    Mentors and/or assists in 
training of new staff and current staff in order to promote staff development and to improve work performance within 
the unit.    Develops new training as needed in order to meet the changing needs and missions within the 
organization.Guiding, Directing, and Motivating Subordinates:    Provides coaching, performance expectations, and 
performance evaluation reviews for staff as required by code, policy, and procedures.    Follows departmental policy and 
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procedure guidelines when giving information and guidance to all staff.    Consistently sets a professional example for 
fellow employees by demonstrating positive work habits.    Supervises the administration and interpretation of 
educational diagnostic aptitude and ability assessments as required by code, policy, and procedures.Provide 
Consultation and Advice to Others:    Answers questions for students, staff, and others as required by code, policy, and 
procedures.    Recommends changes and improvements in the processes and procedures for work activities to improve 
unit operational performance.    Counsels students in areas such as educational and behavioral needs to promote 
success. Scheduling Work and Activities:    Sets the work schedule and job performance requirements for staff under 
their supervision as required by code, policy, and procedures.    Accomplishes work in such a manner that allows new/or 
additional work to be routinely taken on.    Provides work estimates and projected deadlines for assigned 
projects.Monitor Processes, Materials, or Surroundings:    Monitors overall student progress toward educational goals as 
required by code, policy, and procedures.    Supervises and monitors the education building and classroom discipline. 
Interpreting the Meaning of Information for Others:    Explains the educational program requirements and standards 
required by code, policy, and procedures to staff under their supervision and others as required.Performing for or 
Working Directly with the Public:    Performs duties and functions in a professional manner toward the public as a 
representative of the agency as required by code, policy, and procedures.Getting Information:    Receives and completes 
requests for educational data on offenders and all phases of educational institutional operations from interested parties, 
public, offenders, and public officials at all levels.    Observes staff interacting with their students in the performance of 
their duties in the classroom.    Contacts a variety of public officials regarding offender educational information and 
records as required by law, policy, and procedures.     Reviews time and attendance data on staff under their 
supervision.Thinking Creatively:    Designs and implements new programs for the institutional educational unit to meet 
the changing organizational needs and priorities within the Tennessee educational system.    Consistently recognizes the 
job tasks that need to be performed and carries them out without prompting.    Defines report requirements and the 
layouts needed to complete assigned projects/programs/ tasks.Communicating with Supervisors, Peers, or 
Subordinates:    Effectively communicates with other staff and supervisors concerning events, activities, and policies 
related to educational programs and the agency to promote effective completion of work tasks and a harmonious 
working environment as required by code, policy, and procedures.    Ensures that new updated system procedures or 
functionality are communicated to users for assigned educational programs and projects as required by code, policy, 
and procedures.Judging the Qualities of Things, Services, or People:    Assists staff in their decision making processes as 
required by code, policy, and procedures.Developing Objectives and Strategies:    Sets challenging personal goals for 
each major task and works to meet or exceed each goal.Organizing, Planning, and Prioritizing Work:    Processes and 
organizes all work projects according to their priorities in order to complete all required work in a timely manner.    
Reviews the organization and plan for work of staff under their supervision to ensure that operational requirements and 
goals are met as required by code, policy, and proceduresPerforming Administrative Activities:    Assists in making 
recommendations on employment, retention, promotion, demotion and other human resources related actions as 
required by code, policy, and procedures.    Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork as required by code, policy, policy and procedures.    Coordinates educational programs 
with other institutional programs within the facility.    Serves as a member of various institutional boards and teams as 
required by code, policy, and procedures.Updating and Using Relevant Knowledge:    Supervises and participates in in-
service training, staff meetings and departmental workshops as required by code, policy, and procedures.  Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Persons Outside 
Organization:    Performs public contact and liaison work in explaining and interpreting institutional education programs 
and the educational missions of the department as required by code, policy, and procedures.Monitoring and Controlling 
Resources:    Monitors and approves expenditures of funds for the educational unit as required by code, policy, and 
procedures.Operating Vehicles, Mechanized Devices, or Equipment:    May be required to operate a vehicle or 
equipment in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Conflict Management    Hiring and Staffing    Written Communication    Building 
Effective Teams    Ethics and Values    Directing Others    Planning    Organizational Agility    Managing Vision and 
PurposeKnowledge:    Administration and Management    Communications and Media    Customer and Personal Service    
Education and Training    Computers and Electronics    Law and Government    Personnel and Human Resources    Public 
Safety and SecuritySkills:    Active Listening    Critical Thinking    Learning Strategies    Reading Comprehension    Speaking    
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Writing    Coordination    Judgment and Decision Making    Management of Personnel Resources    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copiers 
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073524 - CORRECTIONAL PROGRAM ADMINISTR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2368 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073633 - CORRECTIONAL PROGRAM DIR 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2421 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time varied increasingly responsible professional correctional 
experience including at least two years of supervisory work; qualifying full-time professional experience in correctional 
work may be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional 
graduate coursework in a field pertinent to correctional work may be substituted for the required non-supervisory 
experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for directing a correctional program of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class is responsible for the direction of a 
correctional program of average difficulty, such as resident or juvenile classification, institutional farms or foster and 
group homes. This class differs from that of Correctional Program Director 2 in that an incumbent of the latter is 
responsible for a program of greater scope and complexity. 
 
Work Activities: 
1. Assists in directing and coordinating correctional programs such as offender classification, foster and group homes or 
institutional farms.2. Assigns, trains, supervises and evaluates assigned staff and their work; reviews and makes 
recommendations on employment, promotion, demotion, transfer and other human resources actions.3. Develops, 
implements and monitors correctional program policies and procedures.4. Studies organization, operations, and services 
and makes recommendations for improvements effecting economy, efficiency, and quality of organization, operations 
and services.5. Supervises the preparation and maintenance of a wide variety of records and reports.6. Performs 
important personal contact and liaison work with inmates, attorneys, families and other interested citizens; acts as a 
liaison between central office and field personnel. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073634 - CORRECTIONAL PROGRAM DIR 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3926 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073631 - CORRECTIONAL PROGRAM MANAGER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3916 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time varied increasingly responsible professional correctional 
experience. Substitution of Education for Experience: Additional graduate coursework in a field pertinent to correctional 
work may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution 
of Experience for Education: Qualifying full-time professional experience may be substituted for the required education, 
on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for correctional program managerial work of average difficulty; and 
performs related work as required.  Distinguishing Features: An employee in this class is responsible for assisting in the 
direction of a correctional program of average difficulty, such as an institutional classification or treatment program or 
residential group homes. This class differs from that of Correctional Program Manager 2 in that an incumbent of the 
latter is responsible for a program of greater scope and complexity. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:     Assists staff in their decision making processes as required by 
code, policy, and procedures.Developing and Building Teams:    Promote team building, staff development, and 
cooperation with other team members in order to promote a more effective and productive work 
environment.Resolving Conflicts and Negotiating with Others:    Communicate effectively with others to resolve conflicts 
quickly and efficiently.    Follow due process procedures to report unresolved conflicts.Organizing, Planning, and 
Prioritizing Work:    Processes and organizes all work projects according to their priorities in order to complete all 
required work in a timely manner.    Review the organization and plan for work of staff under their supervision to ensure 
that operational requirements and goals are met as required by code, policy, and procedures.Performing for or Working 
Directly with the Public:    Performs duties and functions in a professional manner toward the public as a representative 
of the agency as required by code, policy, and procedures.Thinking Creatively:     Designs and implement new programs 
to meet the changing organizational needs and priorities within the Tennessee Department of Corrections.    
Consistently recognizes the job tasks that need to be performed and carries them out without prompting.    Defines 
report requirements and the layouts needed to complete assigned projects.Communicating with Supervisors, Peers, or 
Subordinates:    Effectively communicates with other staff and supervisors concerning events, activities, and policies 
related to offenders and the agency to promote effective completion of work tasks and a harmonious working 
environment as required by code, policy, and procedures.    Communicate with users/sponsors when researching system 
requirements to ensure sound planning and coordination of the project schedules and design needed for the project.    
Ensue that new/updated system procedures/functionality are communicated to users for assigned projects.Establishing 
and Maintaining Interpersonal Relationships:    Interacts in a positive manner with other staff members, fellow 
employees, other agencies, and the public to foster and maintain a harmonious working environment.    Collaborate 
with other team members, managers, directors, and/or customers during all phases of the project.    Supports mission-
critical decisions made by supervisors, managers, and directors.Developing Objectives and Strategies:    Ensures that 
program objectives are clearly linked to budget proposals and requirements set by policy, procedures, and legal code.    
Sets challenging personal goals for each major task; and work to meet or exceed each goal.Coordinating the Work and 
Activities of Others:    Promote team building, staff development, and cooperation with other team members in order to 
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promote a more effective and productive work environment.Guiding, Directing, and Motivating Subordinates:    Provides 
coaching, performance expectations, and performance evaluation reviews for staff as required by code, policy, and 
procedures.    Provide job performance guidance, analysis, and performance evaluations to their employees as required 
by code, policy, and procedures.    Follow departmental policy and procedure guidelines when giving information and 
guidance to all staff.    Consistently sets a professional example for fellow employees by demonstrating positive work 
habits.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Provide estimates and 
projections of deadline goals for completion of assigned projects and tasks.    Plans personal and staff's work schedules 
to accommodate activities for monitoring staff activities and performance.    Coordinates events such as staff meetings 
and public activities and determines the needs for the conduct of the activities as required by code, policy, and 
procedures.Scheduling Work and Activities:    Accomplishes work in such a manner that allows new/or additional work 
to be routinely taken on.    Provides work estimates and projected deadlines for assigned projects.    Set the work 
schedule and requirements for staff under their supervision.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and current staff in order to promote staff development and to improve work performance within 
the unit.    Develop new training as needed in order to meet the changing needs and missions within the organization.    
Plans and coordinates public meetings, workshops, and seminars for the purpose of providing information and 
educational services regarding the work and mission of the agency.Evaluating Information to Determine Compliance 
with Standards:    Participate in the development of evaluation methodology to determine offender program/treatment 
effectiveness.    Review files, computer information, and reports to verify staff adherence to requirements for offender 
reporting, record keeping, fiscal, and personnel management processes as required by code, policy, and procedure.       
Develops formats, submits, and distributes new and amended policies and forms in accordance with TDOC policy, 
procedures, and the legal codes governing them.    Conducts annual review of forms and policies to determine which 
should be discarded, modified, or continued for use as required by code, policy, and procedures.    Gathers and 
organizes information to identify problems with processes or procedures.Provide Consultation and Advice to Others:    
Answer questions for offenders, staff, and others as required by code, policy, and procedures.    Recommend changes 
and improvements in the processes and procedures for work activities to improve unit operational performance.Making 
Decisions and Solving Problems:    Ensures that staff under their personal supervision understands their personal job 
responsibilities as required by code, policy, and procedures.    Evaluates all relevant information in a project to make 
decisions and recommend solutions and possible alternate courses of action to meet the objectives of the project.    
Evaluate tests of programs and processes to verify their ability to meet the design functionality requirements for the 
project.Updating and Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service 
training related to applying new knowledge to their job requirements as required by code, policy, and procedures.    
Ensures staff attends and participates in all required in-service and pre-service training related to applying new 
knowledge and to their job requirements as required by code, policy and procedures.    Attend user/client group 
meetings to update current projects and assignments.    Participate in self-mastery and mentoring to gain new skills to 
apply to their work.Processing Information:    Provide required monthly, quarterly, and annual reports on Correction’s 
progress in meeting its goals and objectives.    Provide Adhoc reports as required.    Ensures all correspondence is 
available to appropriate individual(s); groups in a timely manner as required by code, policy, and procedures.    Reviews 
materials and suggests solutions to data entry problems and discrepancies.Analyzing Data or Information:    
Communicates with users/or sponsors when researching system requirements to insure sound planning and 
coordination of project schedules and design to meet the requirements of the projects.    Prepares written 
descriptions/diagrams of the systems program functionality needed to meet the needs of the assigned projects.    
Participate in the development of analytical reports, dashboards, or other means of presenting data for agency, 
legislative, or public consumption.    Coordinate the identification of the separate components of an offender's sentence 
structure to explain the offender's sentence history to the interested parties, public, and public officials.Identifying 
Objects, Actions, and Events:    Accurately determines the critical and non-critical elements of a process or project and 
gathers information to meet the project's priorities.    Reviews reports on offenders to determine release eligibility, 
expiration of sentences to provide needed information to interested parties.Communicating with Persons Outside 
Organization:    Represent the organization in a variety of formal and informal contacts with the public, other agencies, 
and staff.    Exchanges information with law enforcement officers, district attorneys, other state agencies, and other 
states related to offenders.Staffing Organizational Units:    May participate in the hiring process for staffing the 
unit.Interpreting the Meaning of Information for Others:    Translate the meaning of data/reports for end users in a clear 
and concise manner.    Explain the requirements and standards required by code, policy, and procedures to staff under 
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their supervision and others as required.Performing Administrative Activities:    Maintain files, reports, and records for 
daily operations, personnel, and administration as required by code, policy, and procedures.Monitor Processes, 
Materials, or Surroundings:    Analyze data for projects to evaluate solutions or to develop alternate solutions to 
problems.    Monitors staff input and work to suggest solutions to data entry problems or discrepancies.    Ensure that 
offender records and reports are complete, accurate, and properly stored as required by code, policy and procedures.    
Reviews paperwork completed by staff and offenders for accuracy as required by code, policy, and procedures.    
Regularly checks the work of others to ensure that necessary quality and performance standards are met.Operating 
Vehicles, Mechanized Devices, or Equipment:    May operate State equipment and vehicles in the conduct of their 
work.Interacting With Computers:    Uses a computer in the conduct of their daily work activities and for communication 
related to their work with other staff and agencies.Assisting and Caring for Others:    Respond appropriately when 
personal assistance is needed.Getting Information:    Receives and completes requests for data on offenders and all 
phases of corrections operations from interested parties, public, offenders, and public officials at all levels.    Contacts a 
variety of public officials regarding offender information and records as required by law, policy, and procedures.     
Reviews time and attendance data on staff under their supervision.    Observe staff interacting with the public.    Makes 
and receives inquiries regarding the needs for static and interactive forms and reports for TDOC 
staff.Documenting/Recording Information:    Creates, designs, and maintains materials to document program or project 
status toward meeting goals and objectives.    Documents and records personal working time and travel.Monitoring and 
Controlling Resources:    May review offender travel requests for accuracy and proper calculations as required by code, 
policy and procedures.    Ensure that offender records used for projects are complete, accurate, and properly stored as 
required by policy and procedures.Inspecting Equipment, Structures, or Material:    Ensure that video conferencing 
equipment works properly, prior to its scheduled use. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communications    Business Acumen    Dealing with Ambiguity    
Functional/Technical Competencies    Informing    Priority Setting    Confronting Direct Reports    Ethics and Values    
Managing Vision and PurposeKnowledge:    Administration and Management    Education and Training    Computers and 
Electronics    Customer and Personal ServiceSkills:    Active Listening    Critical Thinking    Speaking    Monitoring    
Judgment and Decision Making    Reading Comprehension    Complex Problem Solving    Writing    Social Perceptiveness    
Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Time Management    Oral Expression    
Written Expression    Written Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Automobile 
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073632 - CORRECTIONAL PROGRAM MANAGER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  8775 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to substantial (five or more years of) full-time varied increasingly responsible professional correctional 
experience including at least one year of correctional supervisory work.  Substitution of Education for Experience: 
Additional graduate coursework in a field pertinent to correctional work may be substituted for the required experience, 
on a year-for-year basis, to a maximum of two years, there being no substitution for the required year of correctional 
supervisory experience. Substitution of Experience for Education: Qualifying full-time professional experience in 
correctional work may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for correctional program managerial work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
assisting in the direction of a correctional program of considerable difficulty, such as, an adult institutional treatment or 
rehabilitation program, or the coordination of statewide correctional programs. This class differs from that of 
Correctional Program Manager 1 in that an incumbent of the latter is responsible for assisting in directing a correctional 
program of lesser scope and complexity.  
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assists staff in their decision making processes as required by code, 
policy, and procedures.Developing and Building Teams: Promote team building, staff development, and cooperation 
with other team members in order to promote a more effective and productive work environment.Resolving Conflicts 
and Negotiating with Others: Communicate effectively with others to resolve conflicts quickly and efficiently. Follow due 
process procedures to report unresolved conflicts.Organizing, Planning, and Prioritizing Work: Processes and organizes 
all work projects according to their priorities in order to complete all required work in a timely manner. Review the 
organization and plan for work of staff under their supervision to ensure that operational requirements and goals are 
met as required by code, policy, and procedures.Performing for or Working Directly with the Public: Performs duties and 
functions in a professional manner toward the public as a representative of the agency as required by code, policy, and 
procedures.Thinking Creatively: Designs and implement new programs to meet the changing organizational needs and 
priorities within the Tennessee Department of Corrections. Consistently recognizes the job tasks that need to be 
performed and carries them out without prompting. Defines report requirements and the layouts needed to complete 
assigned projects.Communicating with Supervisors, Peers, or Subordinates: Effectively communicates with other staff 
and supervisors concerning events, activities, and policies related to offenders and the agency to promote effective 
completion of work tasks and a harmonious working environment as required by code, policy, and procedures. 
Communicate with users/sponsors when researching system requirements to ensure sound planning and coordination 
of the project schedules and design needed for the project. Ensure that new/updated system procedures/functionality 
are communicated to users for assigned projects.Establishing and Maintaining Interpersonal Relationships: Interacts in a 
positive manner with other staff members, fellow employees, other agencies, and the public to foster and maintain a 
harmonious working environment. Collaborate with other team members, managers, directors, and/or customers 
during all phases of the project. Supports mission-critical decisions made by supervisors, managers, and 
directors.Developing Objectives and Strategies: Ensures that program objectives are clearly linked to budget proposals 
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and requirements set by policy, procedures, and legal code. Sets challenging personal goals for each major task and 
works to meet or exceed each goal.Coordinating the Work and Activities of Others: Promote team building, staff 
development, and cooperation with other team members in order to promote a more effective and productive work 
environment.Guiding, Directing, and Motivating Subordinates: Provides coaching, performance expectations, and 
performance evaluation reviews for staff as required by code, policy, and procedures. Provide job performance 
guidance, analysis, and performance evaluations to their employees as required by code, policy, and procedures. Follow 
departmental policy and procedure guidelines when giving information and guidance to all staff. Consistently sets a 
professional example for fellow employees by demonstrating positive work habits.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Provide estimates and projections of deadline goals for completion 
of assigned projects and tasks. Plans personal and staff’s work schedules to accommodate activities for monitoring staff 
activities and performance. Coordinates events such as staff meetings and public activities and determines the needs for 
the conduct of the activities as required by code, policy, and procedures.Scheduling Work and Activities: Accomplishes 
work in such a manner that allows new/or additional work to be routinely taken on. Provides work estimates and 
projected deadlines for assigned projects. Set the work schedule and requirements for staff under their 
supervision.Training and Teaching Others: Mentors and/or assists in training of new staff and current staff in order to 
promote staff development and to improve work performance within the unit. Develop new training as needed in order 
to meet the changing needs and missions within the organization. Plans and coordinates public meetings, workshops, 
and seminars for the purpose of providing information and educational services regarding the work and mission of the 
agency.Evaluating Information to Determine Compliance with Standards: Participate in the development of evaluation 
methodology to determine offender program/treatment effectiveness. Review files, computer information, and reports 
to verify staff adherence to requirements for offender reporting, record keeping, fiscal, and personnel management 
processes as required by code, policy, and procedure.   Develop formats, submits, and distributes new and amended 
policies and forms in accordance with TDOC policy, procedures, and the legal codes governing them. Conducts annual 
review of forms and policies to determine which should be discarded, modified, or continued for use as required by 
code, policy, and procedures. Gathers and organizes information to identify problems with processes or 
procedures.Provide Consultation and Advice to Others: Answer questions for offenders, staff, and others as required by 
code, policy, and procedures. Recommend changes and improvements in the processes and procedures for work 
activities to improve unit operational performance.Making Decisions and Solving Problems: Ensures that staff under 
their personal supervision understands their personal job responsibilities as required by code, policy, and procedures. 
Evaluates all relevant information in a project to make decisions and recommend solutions and possible alternate 
courses of action to meet the objectives of the project. Evaluate tests of programs and processes to verify their ability to 
meet the design functionality requirements for the project.Updating and Using Relevant Knowledge: Attends and 
participates in all required in-service and pre-service training related to applying new knowledge to their job 
requirements as required by code, policy, and procedures. Ensures staff attends and participates in all required in-
service and pre-service training related to applying new knowledge and to their job requirements as required by code, 
policy and procedures. Attend user/client group meetings to update current projects and assignments. Participate in 
self-mastery and mentoring to gain new skills to apply to their work.Processing Information: Provide required monthly, 
quarterly, and annual reports on Correction’s progress in meeting its goals and objectives. Provide Adhoc reports as 
required. Ensures all correspondence is available to appropriate individual(s); groups in a timely manner as required by 
code, policy, and procedures. Reviews materials and suggests solutions to data entry problems and 
discrepancies.Analyzing Data or Information: Communicates with users/or sponsors when researching system 
requirements to insure sound planning and coordination of project schedules and design to meet the requirements of 
the projects. Prepares written descriptions/diagrams of the systems program functionality needed to meet the needs of 
the assigned projects. Participate in the development of analytical reports, dashboards, or other means of presenting 
data for agency, legislative, or public consumption. Coordinate the identification of the separate components of an 
offender’s sentence structure to explain the offender’s sentence history to the interested parties, public, and public 
officials.Identifying Objects, Actions, and Events: Accurately determines the critical and non-critical elements of a 
process or project and gathers information to meet the project’s priorities. Reviews reports on offenders to determine 
release eligibility, expiration of sentences to provide needed information to interested parties.Communicating with 
Persons Outside Organization: Represent the organization in a variety of formal and informal contacts with the public, 
other agencies, and staff. Exchanges information with law enforcement officers, district attorneys, other state agencies, 
and other states related to offenders.Staffing Organizational Units: May participate in the hiring process for staffing the 
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unit.Interpreting the Meaning of Information for Others: Translate the meaning of data/reports for end users in a clear 
and concise manner. Explain the requirements and standards required by code, policy, and procedures to staff under 
their supervision and others as required.Performing Administrative Activities: Maintain files, reports, and records for 
daily operations, personnel, and administration as required by code, policy, and procedures.Monitor Processes, 
Materials, or Surroundings: Analyze data for projects to evaluate solutions or to develop alternate solutions to 
problems. Monitors staff input and work to suggest solutions to data entry problems or discrepancies. Ensure that 
offender records and reports are complete, accurate, and properly stored as required by code, policy and procedures. 
Reviews paperwork completed by staff and offenders for accuracy as required by code, policy, and procedures. 
Regularly checks the work of others to ensure that necessary quality and performance standards are met.Operating 
Vehicles, Mechanized Devices, or Equipment: May operate State equipment and vehicles in the conduct of their 
work.Interacting With Computers: Uses a computer in the conduct of their daily work activities and for communication 
related to their work with other staff and agencies.Assisting and Caring for Others: Respond appropriately when 
personal assistance is needed.Getting Information: Receives and completes requests for data on offenders and all 
phases of corrections operations from interested parties, public, offenders, and public officials at all levels. Contacts a 
variety of public officials regarding offender information and records as required by law, policy, and procedures.  
Reviews time and attendance data on staff under their supervision. Observe staff interacting with the public. Makes and 
receives inquiries regarding the needs for static and interactive forms and reports for TDOC 
staff.Documenting/Recording Information: Creates, designs, and maintains materials to document program or project 
status toward meeting goals and objectives. Documents and records personal working time and travel.Monitoring and 
Controlling Resources: May review offender travel requests for accuracy and proper calculations as required by code, 
policy and procedures. Ensure that offender records used for projects are complete, accurate, and properly stored as 
required by policy and procedures.Inspecting Equipment, Structures, or Material: Ensure that video conferencing 
equipment works properly, prior to its scheduled use. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Written Communications Business Acumen Dealing with Ambiguity Functional/Technical 
Competencies Informing Priority Setting Confronting Direct Reports Ethics and Values Managing Vision and 
PurposeKnowledge: Administration and Management Education and Training Computers and Electronics Customer and 
Personal ServiceSkills: Active Listening Critical Thinking Speaking Monitoring Judgment and Decision Making Reading 
Comprehension Complex Problem Solving Writing Social Perceptiveness Time ManagementAbilities: Deductive 
Reasoning Inductive Reasoning Time Management Oral Expression Written Expression Written Comprehension  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Automobile 
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073667 - CORRECTIONAL PROGRAM SUPT COOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3733 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045743 - CORRECTIONAL SERGEANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1985 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of varied full-time adult or youth security work, including one year of supervisory or inmate relations 
coordinator experience and one year of adult correctional security experience; qualifying full-time employment as a 
Correctional Officer with the State of Tennessee may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and used 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator's license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training.Examination Method:  Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs correctional supervisory work of average difficulty; and performs 
related work as required.  Distinguishing Features:  An employee in this class supervises correctional work at a state 
correctional facility involving the custody, transportation, and rehabilitation of inmates, and may be assigned to work 
any shift. This class differs from that of Correctional Corporal in that an incumbent of the latter is responsible for acting 
as assistant shift supervisor or shift supervisor. 
 
Work Activities: 
Performing General Physical Activities:  Assists in breaking up fights or other potentially dangerous situations by 
persuasion or the use of physical force. Restrains, secures or controls inmates using restraint devices as necessary. 
Supervises or performs searches of inmates and vehicles and conducts shakedowns of cells for valuables and contraband 
to ensure safety. Assisting and Caring for Others: Responds as a first responder to emergencies such as medical needs, 
escapes, fires, and natural disasters. Resolving Conflicts and Negotiating with Others: Settles disputes regarding inmates 
and staff to ensure safety. Performing for or Working Directly with the Public: Monitors facility entrances and exits to 
screen visitors, volunteers, and employees to ensure compliance with policies and procedures to prevent escapes. 
Documenting/Recording Information: Performs special security functions for the in-take processing of inmates to ensure 
the accountability of inmates. Prepares a variety of records and reports such as shift reports, daily logs, disciplinary 
reports, inmate passes for court and doctor appointments, and daily population records to ensure accountability for the 
safety of the inmates, staff, and public. Documents and reviews performance evaluations for subordinates. Coordinating 
the Work and Activities of Others: Plans and coordinates the activities of assigned subordinates who oversee various 
programs to ensure that operational and strategic priorities are met, and conflicts in scheduling and responsibility do 
not arise.Training and Teaching Others: Instructs employees and provides on the job training including training for 
emergency situations.Evaluating Information to Determine Compliance with Standards:  Inspects correctional facility for 
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compliance of policy and procedures that are mandated by the state standards. Maintains knowledge of, complies with, 
and enforces all institutional policies, rules, procedures and regulations including ACA standards. Confiscation and 
storage of inmate property. Performing Administrative Activities: Completes administrative paperwork or supervises the 
preparation of records, forms, or reports. Inspecting Equipment, Structures, or Material: Maintains accountability and 
care for all assigned equipment such as baton, handcuffs, keys, radio, weapons, to include all security devices.  Getting 
Information: Processes the in-take of inmates. Conducts head counts to ensure that each inmate is present. Observes 
inmates to ensure that established policies and procedures are followed. Staffing Organizational Units: Assists and 
makes recommendations with interviewing, hiring and promoting. Monitor Processes, Material, or Surroundings: 
Performs special security functions such as the transportation of inmates. Supervise and direct a small staff and 
participates in the supervision of inmate activities in housing units, dining areas, recreation and work areas, visitation, 
personal property, and recreational needs of the inmates to ensure all the safe custody, discipline, and welfare of 
inmates to prevent violence or escape. Monitors the process of mail delivery to housing units. Interacting with 
Computers: Records all information such as incidents, disciplinary actions and activities on the State's database. 
Communicating with Supervisors, Peers, or Subordinates: Communicates information to supervisors and subordinates 
concerning the daily activities in regards to staff and inmates. Guiding, Directing, and Motivating Subordinates: Assigns 
first-line supervisors their subordinates to evaluate and mentor. Guides, monitors and sets performance standards in 
order to provide guidance to subordinates. Supervises assigned subordinates in their assigned duties in order to meet 
the goals of the institution. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Drive for Results Organizational Agility Informing Decision Quality Delegation Conflict 
Management Hiring and Staffing Presentation Skills Building Effective TeamsKnowledge: Computers and Electronics 
Clerical Customer and Personnel Service Education and Training Law and Government Mathematics Personnel and 
Human Resources Public Safety and Security Telecommunications TransportationSkills: Active Learning Active Listening 
Critical Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion Service 
Orientation Social Perceptiveness Complex Problem Solving Equipment Selection Operation and Control Judgment and 
Decision Making Management of Personnel Resources Time ManagementAbilities: Category Flexibility Deductive 
Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity 
Selective Attention Spatial Orientation Time Sharing Written Comprehension Written Expression Reaction Time Sound 
Localization Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles Radio Batons Electronic Restraint 
Devices Handcuffs Leg Irons Firearms Chemical Agents Waist Chain, Black Box, Pad Lock Keys Bullet Proof Vest Stab 
Resistant Vest Video Recorder 
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045743 - CORRECTIONAL SERGEANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  6276 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of varied full-time adult or youth security work, including one year of supervisory or inmate relations 
coordinator experience and one year of adult correctional security experience; qualifying full-time employment as a 
Correctional Officer with the State of Tennessee may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and used 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator’s license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training.Examination Method:  Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs correctional supervisory work of average difficulty; and performs 
related work as required.  Distinguishing Features:  An employee in this class supervises correctional work at a state 
correctional facility involving the custody, transportation, and rehabilitation of inmates, and may be assigned to work 
any shift. This class differs from that of Correctional Corporal in that an incumbent of the latter is responsible for acting 
as assistant shift supervisor or shift supervisor. 
 
Work Activities: 
Performing General Physical Activities: Assists in breaking up fights or other potentially dangerous situations by 
persuasion or the use of physical force. Restrains, secures or controls inmates using restraint devices as necessary. 
Supervises or performs searches of inmates and vehicles and conducts shakedowns of cells for valuables and contraband 
to ensure safety. Assisting and Caring for Others: Responds as a first responder to emergencies such as medical needs, 
escapes, fires, and natural disasters. Resolving Conflicts and Negotiating with Others: Settles disputes regarding inmates 
and staff to ensure safety. Performing for or Working Directly with the Public: Monitors facility entrances and exits to 
screen visitors, volunteers, and employees to ensure compliance with policies and procedures to prevent escapes. 
Documenting/Recording Information: Performs special security functions for the in-take processing of inmates to ensure 
the accountability of inmates. Prepares a variety of records and reports such as shift reports, daily logs, disciplinary 
reports, inmate passes for court and doctor appointments, and daily population records to ensure accountability for the 
safety of the inmates, staff, and public. Documents and reviews performance evaluations for subordinates. Coordinating 
the Work and Activities of Others: Plans and coordinates the activities of assigned subordinates who oversee various 
programs to ensure that operational and strategic priorities are met, and conflicts in scheduling and responsibility do 
not arise.Training and Teaching Others: Instructs employees and provides on the job training including training for 
emergency situations.Evaluating Information to Determine Compliance with Standards: Inspects correctional facility for 
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compliance of policy and procedures that are mandated by the state standards. Maintains knowledge of, complies with, 
and enforces all institutional policies, rules, procedures and regulations including ACA standards. Confiscation and 
storage of inmate property. Performing Administrative Activities: Completes administrative paperwork or supervises the 
preparation of records, forms, or reports. Inspecting Equipment, Structures, or Material: Maintains accountability and 
care for all assigned equipment such as baton, handcuffs, keys, radio, weapons, to include all security devices.  Getting 
Information: Processes the in-take of inmates. Conducts head counts to ensure that each inmate is present. Observes 
inmates to ensure that established policies and procedures are followed. Staffing Organizational Units: Assists and 
makes recommendations with interviewing, hiring and promoting. Monitor Processes, Material, or Surroundings: 
Performs special security functions such as the transportation of inmates. Supervise and direct a small staff and 
participates in the supervision of inmate activities in housing units, dining areas, recreation and work areas, visitation, 
personal property, and recreational needs of the inmates to ensure all the safe custody, discipline, and welfare of 
inmates to prevent violence or escape. Monitors the process of mail delivery to housing units. Interacting with 
Computers: Records all information such as incidents, disciplinary actions and activities on the State’s database. 
Communicating with Supervisors, Peers, or Subordinates: Communicates information to supervisors and subordinates 
concerning the daily activities in regards to staff and inmates. Guiding, Directing, and Motivating Subordinates: Assigns 
first-line supervisors their subordinates to evaluate and mentor. Guides, monitors and sets performance standards in 
order to provide guidance to subordinates. Supervises assigned subordinates in their assigned duties in order to meet 
the goals of the institution. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Drive for Results Organizational Agility Informing Decision Quality Delegation Conflict 
Management Hiring and Staffing Presentation Skills Building Effective TeamsKnowledge: Computers and Electronics 
Clerical Customer and Personnel Service Education and Training Law and Government Mathematics Personnel and 
Human Resources Public Safety and Security Telecommunications TransportationSkills: Active Learning Active Listening 
Critical Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion Service 
Orientation Social Perceptiveness Complex Problem Solving Equipment Selection Operation and Control Judgment and 
Decision Making Management of Personnel Resources Time ManagementAbilities: Category Flexibility Deductive 
Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity 
Selective Attention Spatial Orientation Time Sharing Written Comprehension Written Expression Reaction Time Sound 
Localization Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles Radio Batons Electronic Restraint 
Devices Handcuffs Leg Irons Firearms Chemical Agents Waist Chain, Black Box, Pad Lock Keys Bullet Proof Vest Stab 
Resistant Vest Video Recorder 
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071521 - CORRECTIONAL TEACHER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2259 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and completion 
of requirements for teaching certification. 
 
Other Requirements: 
Necessary Special Qualifications:   Possession of a valid Interim or professional Tennessee Teacher’s Certificate is 
required. Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional correctional teaching work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the entry-level class in the Correctional Teacher 
sub-series. This class differs from that of Correctional Teacher Supervisor in that an incumbent of the latter participates 
in classroom instruction and acts as the assistant director of education at a large correctional facility. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors education building and maintains classroom discipline. 
Coaching and Developing Others:     Identifies needs of the student to ensure appropriate material is presented in the 
classroom.     Coaches and mentors students toward reaching their highest academic potential. Training and Teaching 
Others:    Implements Tennessee Department of Education approved academic curriculums in areas such as high school 
subject areas, adult basic education including literacy through General Education Development and special education for 
youth and adults.    Administers educational diagnostic pre and post tests for purposes of placement and monitoring 
achievement.    Counsels students in areas such as academics and behavioral needs to promote academic success. 
Interacting With Computers:     Uses computers and computer systems to enter data and/or processes information. 
Performing Administrative Activities:     Serves as a member of various institutional boards and teams.     Performs day-
to-day administrative tasks such as maintain information files and processing paperwork.     Compiles data for reports. 
Communicating with Supervisors, Peers or Subordinates:    Provides information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail or in person. Updating and Using Relevant Knowledge:    Participates 
in in-service training, staff meetings and departmental workshops.  
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Organizing     4. Planning     5. Conflict Management     6. 
Confronting Direct Reports     7. Drive For Results     8. Perseverance     9. Organizational Agility   10. Presentation Skills   
11. Customer Focus   12. Motivating OthersKnowledge:     Knowledge of computer program and office equipment used 
on a daily basis    Knowledge of the Departmental policies and procedures used on a daily basis in the work environment 
Skills:     The skill to manage one’s own time    The skill to actively listen to others    The skill to organize work efficiently 
and effectively    The skill to use problem solving techniques in daily work    The skill to understand written sentences 
and paragraphs, at an intermediate level, in work related documents    The skill to understand verbal communication in 
work related situations on a daily basis    The skill to listen to what other people are saying, taking time to understand 
the points being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to make 
appropriate decisions on a daily basis Abilities:     The ability to be culturally sensitive in the work environment    The 
ability to demonstrate warmth and empathy when working with students    The ability to demonstrate self-control in 
daily situations    The ability to demonstrate critical thinking in the work environment    The ability to handle daily 
stressful situations in the work environment    The ability to demonstrate flexibility in the work environment    The ability 
to be a team player in the work environment    The ability to work with the general public in the work environment on a 
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daily basis    The ability to manage multiple roles in the work environment on a daily basis    The ability to develop and 
maintain personal growth within the team assigned to in the work environment 
 
Tools and Equipment Used: 
    Hand held radios    Computers    Overhead Projectors    Telephone    Fax Machine    Printer    Scanner    Copy Machine 
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071521 - CORRECTIONAL TEACHER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2260 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and completion 
of requirements for teaching certification. 
 
Other Requirements: 
Necessary Special Qualifications:   Possession of a valid Interim or professional Tennessee Teacher's Certificate is 
required. Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional correctional teaching work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the entry-level class in the Correctional Teacher 
sub-series. This class differs from that of Correctional Teacher Supervisor in that an incumbent of the latter participates 
in classroom instruction and acts as the assistant director of education at a large correctional facility. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors education building and maintains classroom discipline. 
Coaching and Developing Others:     Identifies needs of the student to ensure appropriate material is presented in the 
classroom.     Coaches and mentors students toward reaching their highest academic potential. Training and Teaching 
Others:    Implements Tennessee Department of Education approved academic curriculums in areas such as high school 
subject areas, adult basic education including literacy through General Education Development and special education for 
youth and adults.    Administers educational diagnostic pre and post tests for purposes of placement and monitoring 
achievement.    Counsels students in areas such as academics and behavioral needs to promote academic success. 
Interacting With Computers:     Uses computers and computer systems to enter data and/or processes information. 
Performing Administrative Activities:     Serves as a member of various institutional boards and teams.     Performs day-
to-day administrative tasks such as maintain information files and processing paperwork.     Compiles data for reports. 
Communicating with Supervisors, Peers or Subordinates:    Provides information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail or in person. Updating and Using Relevant Knowledge:    Participates 
in in-service training, staff meetings and departmental workshops.  
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Organizing     4. Planning     5. Conflict Management     6. 
Confronting Direct Reports     7. Drive For Results     8. Perseverance     9. Organizational Agility   10. Presentation Skills   
11. Customer Focus   12. Motivating OthersKnowledge:     Knowledge of computer program and office equipment used 
on a daily basis    Knowledge of the Departmental policies and procedures used on a daily basis in the work environment 
Skills:     The skill to manage one’s own time    The skill to actively listen to others    The skill to organize work efficiently 
and effectively    The skill to use problem solving techniques in daily work    The skill to understand written sentences 
and paragraphs, at an intermediate level, in work related documents    The skill to understand verbal communication in 
work related situations on a daily basis    The skill to listen to what other people are saying, taking time to understand 
the points being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to make 
appropriate decisions on a daily basis Abilities:     The ability to be culturally sensitive in the work environment    The 
ability to demonstrate warmth and empathy when working with students    The ability to demonstrate self-control in 
daily situations    The ability to demonstrate critical thinking in the work environment    The ability to handle daily 
stressful situations in the work environment    The ability to demonstrate flexibility in the work environment    The ability 
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to be a team player in the work environment    The ability to work with the general public in the work environment on a 
daily basis    The ability to manage multiple roles in the work environment on a daily basis    The ability to develop and 
maintain personal growth within the team assigned to in the work environment 
 
Tools and Equipment Used: 
    Hand held radios    Computers    Overhead Projectors    Telephone    Fax Machine    Printer    Scanner    Copy Machine 
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071522 - CORRECTIONAL TEACHER SUPV 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2107 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional teaching work. Substitution of Education for Experience: Additional 
qualifying graduate coursework in education may be substituted for the required experience, on a year-for-year basis, to 
a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid Interim or professional Tennessee Teacher's Certificate is 
required.                Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary:   Under general supervision, is responsible for professional correctional teaching work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: 
This is the supervisory class in the Correctional Teacher sub-series. An employee in this class functions in a variety of 
assignments such as providing classroom instructions in mathematics or English or social studies or science, assisting the 
principal with administrative duties, disciplinary actions and acting as assistant principal. This class differs from that of 
Correctional Teacher in that an incumbent of the latter acts in an entry-working capacity. This class differs from that of 
Principal in that an incumbent of the latter is responsible for directing a moderate-sized staff in education operations at 
a large state facility. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Supervises and monitors education building and classroom discipline. 
Evaluating Information to Determine Compliance with Standards:    Plans, directs, supervises and the work of teachers 
through assignments, class schedules and observation through following the Department of Education standards.    
Assists in supervising the enforcement of policy and procedure for operations and functions within sphere of 
authority.Training and Teaching Others:    Supervises and supports staff implementing Tennessee Department of 
Education approved academic curriculums in areas such as high school subject areas, adult basic education including 
literacy through General Education Development and special education for youth and adults.    Administers and 
interprets educational diagnostic aptitude and ability assessments.    Counsels students in areas such as educational and 
behavioral needs to promote success. Coaching and Developing Others:    Identifies needs of the student to ensure 
appropriate material is presented in the classroom.    Coaches and mentors students toward reaching their highest 
academic potential.    Coaches and mentors employees toward reaching their highest job performance potential. 
Interacting With Computers:    Uses computers and computer systems to enter data and/or processes information. 
Performing Administrative Activities:    Serves as a member of various institutional boards and teams.    Performs day-to-
day administrative tasks such as maintain information files and processing paperwork.    Compiles data for completing 
required reports to turn in to appropriate departments.    Coordinates educational programs with other institutional 
programs within the facility.    Assists in making recommendations on employment, retention, promotion, demotion and 
other human resources related actions.    Assists in supervising divisional operations, functions and services. Updating 
and Using Relevant Knowledge:    Supervises and participates in in-service training, staff meetings and departmental 
workshops.  Communicating with Supervisors, Peers or Subordinates:    Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail or in person. Communicating with Persons Outside Organization:    
Performs public contact and liaison work in explaining and interpreting programs. 
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Competencies (KSA’s): 
Competencies:     1. Dealing with Ambiguity     2. Decision Quality     3. Informing     4. Organizing     5. Conflict 
Management     6. Managerial Courage     7. Action Oriented     8. Drive For Results     9. Organizational Agility   10. 
Written Communications    11. Compassion   12. Fairness to Direct ReportsKnowledge:     Knowledge of computer 
program and office equipment, at an intermediate level, used on a daily basis    Knowledge of Human Resources policies 
and procedures that will be used on a daily basis with supervision    Knowledge of the Departmental policies and 
procedures, at an intermediate level, used on a daily basis in the work environment Skills:     The skill to manage one’s 
own time    The skill to actively listen to others    The skill to organize work efficiently and effectively    The skill to use 
problem solving techniques, at an intermediate level, in daily work    The skill to understand written sentences and 
paragraphs, at an intermediate level, in work related documents    The skill to understand verbal communication, at an 
intermediate level, in work related situations on a daily basis    The skill to listen to what other people are saying, taking 
time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
The skill to make appropriate decisions, at an intermediate level, on a daily basis Abilities:     The ability to be culturally 
sensitive in the work environment    The ability to demonstrate warmth and empathy when working with students    The 
ability to demonstrate self-control in daily situations    The ability to demonstrate critical thinking, at an intermediate 
level, in the work environment    The ability to handle daily stressful situations in the work environment    The ability to 
demonstrate flexibility in the work environment    The ability to be a team player in the work environment    The ability 
to work with the general public in the work environment on a daily basis    The ability to manage multiple roles in the 
work environment on a daily basis    The ability to develop and maintain personal growth within the team assigned to in 
the work environment    The ability to coach and mentor best practices for the Correctional Teacher’s in the work 
environment on a daily basis 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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073505 - CORRECTIONAL UNIT MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2365 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to at least two years of treatment, security, or administrative support services involving direct contact with 
adult offenders at an adult correctional institution. Substitution of Education for Experience: Additional graduate 
coursework in Correctional Administration or Correction may be substituted for the required experience on a year-for-
year basis, to a maximum of one year. Substitution of Experience for Education: Additional experience in security, 
treatment, or administrative support services involving direct contact with adult offenders in a correctional setting may 
be substituted for the required degree on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional correctional unit management work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
managing offender housing units within a correctional facility. This work involves the supervision of security and non-
security team members. Employees in this class are also responsible for coordination between unit staff and staff from 
other disciplines such as treatment, medical, and religious services to ensure that the needs of housing unit residents 
are being met.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Identifies changes to policies and American 
Correctional Association standards to update standard operating procedures and ensure that team’s work is in 
compliance with the most current standards.    Ensures that unit rules and regulations are enforced to promote facility 
safety and security by monitoring the environment visually and aurally.    Ensures that routine searches are being 
conducted in accordance with agency policy by monitoring unit log books and the Tennessee Offender Management 
Information System.Developing Objectives and Strategies:    Develops job plans for assigned subordinates to 
communicate responsibilities and expected outcomes of performance in their role.    Develops strategies for addressing 
staffing and headcount needs to ensure adequate coverage for assigned workload.Identifying Objects, Actions, and 
Events:    Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.Coaching and 
Developing Others:    Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks.Resolving Conflicts and 
Negotiating with Others:    Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and 
productive work environment.    Resolves disciplinary issues of assigned subordinates to improve performance or 
change work-related behaviors.    Resolves complex conflicts to ensure timely and efficient performance and maintain 
positive working relationships.    Directs complex or difficult to resolve conflicts to assigned supervisor as required.    
Serves as a mediator for offenders and assigned unit staff to facilitate a safe, respectful, and productive environment.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.    Serves as a mediator for assigned subordinates and peers to upper management 
personnel.Organizing, Planning, and Prioritizing Work:    Organizes the daily operations in an offender housing unit to 
ensure unit safety, programming, and offender needs are met efficiently and effectively.    Directs the operation of an 
offender housing unit.    Incorporates last minute and unscheduled tasks into current workload to ensure timely and 



 TN Job Classification Specifications  
September 22, 2020 

accurate completion of work.    Plans special programs that may occur for offenders housed in the unit.    Organizes and 
prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to 
ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates to ensure sufficient space to 
engage in supervisory work.Staffing Organizational Units:    Interviews potential staff using competency and behavioral 
based interviewing techniques to ensure adequate and appropriate staffing of housing units.    Identifies promotional 
opportunities with assigned subordinates to develop bench strength and enhance talent pool.Establishing and 
Maintaining Interpersonal Relationships:    Maintain professional working relationships with assigned subordinates and 
upper management to ensure smooth and efficient team operations.    Promotes a professional relationship between 
offenders and unit staff members in accordance with agency established policies and procedures.    Networks with 
internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified 
effort.Coordinating the Work and Activities of Others:    Coordinates services for offender housing units including food 
service, work assignments, educational, medical, and psychological services.    Coordinates the work and activities of 
assigned subordinates to ensure tasks are complete in a timely and accurate manor.    Coordinates with upper 
management to facilitate workload dissemination.    Coordinates with assigned subordinates to reduce conflicts 
between subordinate projects and workloads.Provide Consultation and Advice to Others:    Assists assigned 
subordinates in resolving processing problems to enhance development and team performance.Monitoring and 
Controlling Resources:    Prepares annual and improvement budgets including future program expenses and needed 
equipment and supplies.Interacting with Computers:    Uses office productivity software including, but not limited to, 
word processing programs, spreadsheet programs, presentation software, web-based email programs and instant-
messaging programs.Communicating with Persons Outside Organization:    Effectively communicates with outside 
personnel and agencies to resolve offender issues.Monitor Processes, Materials, or Surroundings:    Reviews the work of 
assigned subordinates to provide assistance and guidance on proper order and completion.    Reviews offender cases 
periodically to ensure cases are being documented properly and contacts are being made.Training and Teaching Others:    
Prepares training and standard operating procedure documentation to facilitate the work and training of assigned 
subordinates and internal business partners.    Trains assigned subordinates in the basic workflow and processes related 
to their tasks.    Facilitates agency specific training for internal business partners.Getting Information:    Communicates 
with offenders to obtain information relevant to the safety and security of the institution.    Reviews electronic and 
written communications and voicemail daily to obtain information relevant to assigned 
workload.Documenting/Recording Information:    Prepares records and reports pertaining to staff and offenders 
assigned to a housing unit to document completion of assigned responsibilities and compliance with standards.    
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.Selling or Influencing Others:    Influences assigned subordinates using identified individual motivational 
factors to increase job performance and productivity.    Sells requests for resources and the services of the team to 
internal and external business partners.Interpreting the Meaning of Information for Others:    Interprets reports, rules, 
regulations, and standard operating procedures for internal and external business partners to assist in task 
completion.Judging the Qualities of Things, Services, or People:    Assesses the quality of the work assigned to 
subordinates to inform advice and guidance related to performance management and development.    Assesses the 
quality of job candidates to inform selection decisions and recommendations.    Assesses the performance of assigned 
subordinates to facilitate the performance evaluation process.Communicating with Supervisors, Peers, or Subordinates:    
Conducts periodic performance development meetings with assigned subordinates to communicate and develop job 
plans and to provide performance feedback and developmental guidelines.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communication.    Conducts meetings with assigned subordinates to 
gather project information, obtain status updates and disseminate information.    Sends notifications of special events to 
internal business partners to ensure timely and accurate receipt of information.Controlling Machines and Processes:    
Operates a variety of office equipment including, but not limited to, copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, fax machines, and typewriters.Scheduling Work and Activities:    Assigns work 
activities to subordinate staff and team members to accomplish the goals of the unit, facility, and agency.    Coordinates 
with the facility maintenance team to ensure buildings assigned to the unit and sanitation are in compliance with 
standards and safety regulations.Updating and using Relevant Knowledge:    Periodically reviews current departmental, 
state, and federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best 
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practices.    Actively seeks out work related developmental opportunities for self and assigned subordinates to improve 
performance and team efficiency.    Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and regulations.    Attends in-service training as required to ensure continual 
learning and up to date knowledge of the field.Developing and Building Teams:    Models effective performance for 
assigned subordinates to provide a role model and enhance trust.    Identifies motivational factors relevant to assigned 
subordinates to enhance commitment and performance.    Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development.    Encourages assigned subordinates to pursue career 
development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Organizing    Conflict Management    Action 
Oriented    Written Communications    Approachability    Motivating OthersKnowledge:    Intermediate Knowledge of 
Administration and Management    Basic Knowledge of Math as it relates to expenditures and timekeeping    Basic 
Knowledge of Public Safety and Security as it relates to an institutional settingSkills:    Active Learning    Active Listening    
Critical Thinking    Basic Math Skills    Intermediate Monitoring Skills as it relates to assessing performance of individuals.    
Reading Comprehension    Speaking    Writing    Basic Negotiation Skills    Judgment and Decision Making    Management 
of Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Calculator    Copy Machine    Typewriter    Digital 
Camera    Microfiche Reader    Adding Machine 
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038854 - CORRECTIONS INSTITUTE DIRECTOR 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  1537 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026094 - COT-ASSISTANT GENERAL COUNSEL 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1187 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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025677 - COT-ASSOCIATE LEG RESEARCH AN 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1496 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.     The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026078 - COT-BOND FINANCE ASST DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1164 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026076 - COT-BOND FINANCE DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1163 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026090 - COT-COMPTROLLER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1166 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026136 - COT-FISCAL SERVICES ASST DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1214 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026081 - COT-INFO TECH ASST DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1165 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026110 - COT-INVESTIGATIONS DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1191 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026321 - COT-IT BUSINESS ADMINISTRATOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1330 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026190 - COT-LEG AUDIT EDITOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1284 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026150 - COT-LEG AUDIT MANAGER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1239 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026186 - COT-LEG AUDIT REVIEW OFFICER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1283 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026184 - COT-LEG AUDIT REVIEW SPEC 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1262 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026375 - COT-LEG AUDIT SUPPORT SPEC 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1331 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.     The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026185 - COT-LEG CONTRACT AUDIT REV MGR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1263 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026164 - COT-LEG INFO SYS AUDIT MANAGER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1258 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026134 - COT-LEG INFO SYSTEMS AUDITOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1213 
 
Minimum Qualifications: 
 There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026137 - COT-LEG SR INFO SYS AUDITOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1215 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026138 - COT-LEG SR INFO SYS SPECIALIST 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1234 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026130 - COT-LEGISLATIVE AUDITOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1211 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026309 - COT-LEGISLATIVE INFO SYS TECH 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1329 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026131 - COT-LEGISLATIVE SENIOR AUDITOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1212 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026098 - COT-LOCAL FINANCE ASST DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1189 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026057 - COT-LOCAL GOV AUDIT AST DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1160 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026096 - COT-LOCAL GOVERNMENT AUDIT DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1188 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024717 - COT-MANAGER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1472 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026105 - COT-MGMT SERVICES DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1190 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026218 - COT-OFFICE OF SAP AST DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1288 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026194 - COT-OREA DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1286 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026219 - COT-OSAP DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1306 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026244 - COT-PRINCIPAL LEG RESEARCH AN 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1309 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026060 - COT-PROPERTY ASSESSMENT AT DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1161 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026115 - COT-PROPERTY ASSESSMENTS DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1192 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026091 - COT-PUB FINANCE COT ASST 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1167 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026193 - COT-RES & EDUC ACCOUNT A DI 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1285 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026125 - COT-SBOE EXECUTIVE SECRETARY 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1210 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026264 - COT-SBOE LEGAL ASSISTANT 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1311 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026140 - COT-SBOE PROGRAM COORDINATOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1235 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026141 - COT-SBOE SR BUSINESS ANALYST 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1236 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024827 - COT-SENIOR MANAGER 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1493 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026283 - COT-SERVICE DESK SPECIALIST 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1312 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024716 - COT-SPECIALIST 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1471 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026142 - COT-SR LEG CONTR AUDIT REV SPC 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1237 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026056 - COT-STATE AUDIT ASSISTANT DIR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1143 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026117 - COT-STATE AUDIT DIRECTOR 
 
Agency:  Comptroller of the Treasury (30701) 
Edison Template Job Opening ID:  1193 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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006825 - COUNSELING ASSISTANT 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2723 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and three years of full-time 
work experience providing direct care, development, or the delivery of social services to children, youth, or adults. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs sub-professional child health and development education work of 
average difficulty; and performs related work as required. Distinguishing Features:  An employee in this class is 
responsible for instructing a caseload of clients in basic health care, education and physical and social development. This 
class differs from that of Rehabilitation Assistant in that an incumbent of the latter is responsible for assisting vocational 
instructors in teaching occupational skills to clients.  
 
Work Activities: 
Getting Information:    Making regular contact with clients and all other internal or external agencies through home 
visits, direct face-to-face contact, phone calls or written communication to obtain necessary information and resources.    
Observing, receiving and otherwise obtaining information from families and outside resources, including health care 
providers, Department of Children's Services, schools and all other resource agencies involved with the family or 
client.Monitor Processes, Materials, or Surroundings:    Monitoring safety and security in the home environment for all 
clients.    Monitoring compliance with recommended preventive health care including routine medical exams for all 
clients served.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determining education, 
materials and resources needed to provide to families based on their needs.Evaluating Information to Determine 
Compliance with Standards:    Self-evaluating processes and procedures to ensure compliance with program 
guidelines.Making Decisions and Solving Problems:    Analyzing information and evaluating results to support families in 
identifying the best options or resources for their needs.Updating and Using Relevant Knowledge:    Attending ongoing 
program training as provided by employer to maintain professional educational development and incorporating that 
knowledge into daily job responsibilities.Organizing, Planning, and Prioritizing Work:    Organizing and prioritizing 
personal workload using calendars, lists and other facilitators to ensure timely and accurate completion of work.    
Incorporating last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.Performing General Physical Activities:    Performing physical activities that require lifting, climbing and 
walking.Operating Vehicles, Mechanized Devices, or Equipment:    Operating personal vehicle to travel to meetings, 
trainings, outreach activities, home visits and other activities required by employer.Interacting with Computers:    Using 
computers and computer systems to enter data or process information.    Using office productivity software including 
but not limited to word processing programs, spreadsheet programs, web-based email programs and search 
engines.Documenting/Recording Information:    Entering, recording, storing or maintaining information in written or 
electronic form.Interpreting the Meaning of Information for Others:    Interpreting or explaining what information 
means and how it can be used.    Communicating with Supervisors, Peers, or Subordinates    Maintaining an open 
dialogue with supervisors and co-workers to ensure effective and efficient communication.Communication with Persons 
Outside Organization:    Communicating with people outside the organization, representing the organization to clients, 
the public, government and other external sources by telephone, in person or in writing.Establishing and Maintaining 
Interpersonal Relationships:    Networking with internal and external agencies to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Maintaining professional working relationships with peers and upper 
management to ensure smooth and effective team operations.Assisting and Caring for Others:    Providing emotional 
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support to clients, as needed.Resolving Conflicts and Negotiating with Others:    Maintaining a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Coaching and 
Developing Others:    Identifying the developmental needs of others and coaching, mentoring or otherwise helping 
others to improve their knowledge or skills.Provide Consultation and Advice to Others:    Providing guidance and 
education to clients to improve their knowledge and skills to promote family strengths.Performing Administrative 
Activities:    Performing day-to-day administrative tasks such as maintaining information files and processing.    Entering 
personal time and leave/overtime requests into appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Composure    Listening    Approachability    Problem Solving    Organizing    
Managing Diversity    Compassion    Written Communications    Motivating OthersKnowledge:    Clerical    Customer and 
Personal Service    Education and Training    Psychology    Sociology and AnthropologySkills:    Active Listening    
Monitoring    Reading Comprehension    Speaking    Social Perceptiveness    Service Orientation    Writing    Learning 
Strategies    Instructing    Time ManagementAbilities:    Selective Attention    Speech Recognition    Oral Comprehension    
Written Comprehension    Inductive Reasoning    Problem Sensitivity    Written Expression    Control Precision    Spatial 
Orientation 
 
Tools and Equipment Used: 
    Computer    Telephone    Scanner    Fax Machine    Copier 
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078822 - COUNSELING ASSOCIATE 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4362 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following fields: Education (Special Education, Elementary Education, Secondary Education, Physical Education Industrial 
Arts Education, Home Economics Education), Psychology (School Psychology, Developmental Psychology, Counseling 
Psychology, Clinical Psychology, Social Psychology), Rehabilitation Services (Physical Therapy, Occupation Therapy, 
Therapeutic Recreation, Vocational Counseling), Social Work, Nursing, Mental Health/Human Services, or Audiology and 
Speech Pathology and one year of experience in any of the following areas: (1) paraprofessional experience 
implementing instructional programs or teaching or counseling developmentally delayed or mentally ill clients; or (2) 
professional-level teaching work or professional experience counseling clients on developing socially adaptive skills. 
Substitution of Experience for Education: Experience in any of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) any para-professional experience implementing 
instructional programs or teaching or counseling developmentally delayed or mentally ill clients; or (2) professional-level 
teaching work or professional experience counseling clients on developing socially adaptive skills. (1 year of experience 
is equivalent to 30 semester hours or 45 quarter hours of college coursework). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional counseling work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the counseling associate sub-series. 
An incumbent in this class collects and interprets clinical data on clients and prepares intervention strategies in 
collaboration with treatment professionals. This class is flexibly staffed with and differs from Counseling Associate 1 in 
that an incumbent of the latter functions at the entry-level in learning to collect clinical data on clients and to teach 
socially adaptive skills. 
 
Work Activities: 
Making Decisions and Solving Problems:    As part of a treatment team, reviews client/patient information to identify 
targeted behaviors that need to be addressed and determine specific strategies that would be most effective for the 
client/patient.Performing Administrative Activities:    Maintains data sheets, rating scales, evaluation form results, 
narrative reports, and other records in proper form and location to assure confidentiality of information collected on 
clients/patients.Assisting and Caring for Others:     Counsels clients/patients by employing counseling methodologies 
such as behavioral modification, graduated guidance, conditioned task performance, or individual and group counseling.     
Assesses the progress of client/patient toward skills attainment.Training and Teaching Others:     Teaches skills in 
appropriate sequence to enable the client/patient to acquire socially adaptive skills.    Identifies skills/training needs 
(e.g., socially adaptive skills such as self-help skills, behavioral management, socialization skills, or work skills) for 
clients/patients and selects/develops training to meet those needs.Coaching and Developing Others:    Explains and 
demonstrates treatment/intervention strategies to staff to help them indeveloping the knowledge and skills needed to 
assist clients/patients.    Observes staff in the implementation of the treatment/intervention strategies and provides 
feedback to help them improve their performance.Judging the Qualities of Things, Services, or People:    Evaluates or 
assists in the evaluation of intervention strategies by collecting data for treatment team and discussing the progress of 
the client/patient in relation to the effectiveness of the intervention strategy.Interacting With Computers:    Uses a 
computer to access email, create spreadsheets and documents, or to enter/retrieve information.   Communicating with 
Supervisors, Peers, or Subordinates:    Writes progress notes and provides recommendations which enable the 
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treatment team to modify or develop intervention strategies for clients/patients.    Discusses the outcomes of 
intervention strategies with treatment team.Inspecting Equipment, Structures, or Material:    May inspect living areas of 
clients/patients to check for any potentially hazardous items or other safety issues. Documenting/Recording 
Information:    May write narrative reports to summarize the outcomes of the intervention strategies.Processing 
Information:    Compiles various client/patient data (e.g., sleep data, target behaviors, work and recreational data) to 
create a variety of reports (e.g., progress reports, employment reports).Organizing, Planning, and Prioritizing Work:    
Selects strategies for collecting clinical data on clients/patients in collaboration with treatment professionals in team 
conferences.Identifying Objects, Actions, and Events:    Evaluates the accuracy of staff data against formal and informal 
observations of the client/patient using available reliability tools.    Checks to see if clients/patients have the equipment 
and materials required by programmatic plans.Resolving Conflicts and Negotiating with Others:    May resolve disputes 
of clients, client employers, and/or staff by talking with individuals involved and employing conflict resolution 
skills.Getting Information:    Collects data for treatment professionals.     Reviews previous intervention strategies and 
interviews staff to gather information with regard to the targeted behaviors of clients/patients.    Personally observes 
targeted behaviors exhibited by clients/patients.Updating and Using Relevant Knowledge:    Attends mandatory training 
and other job-related training to keep up to date on current methodologies.Operating Vehicles, Mechanized Devices, or 
Equipment:    May operate a motor vehicle to perform assigned job duties.Performing General Physical Activities:    May 
assist in crisis management interventions to keep clients/patients safe.    May assist with repositioning clients/patients 
and their daily living activities.Thinking Creatively:    May develop data collection tools for measuring client/patient 
progress over time.    May assist in creating opportunities to enhance the quality of life for clients/patients (e.g., 
developing activity calendars and reinforcement opportunities, identifying new activities and events).Coordinating the 
Work and Activities of Others:    May coordinate the work activities of clients/patients by conferring with staff, 
supervisors, and employers about the work schedule, staff coverage, and availability of client to perform their 
work.Handling and Moving Objects:    May assist in unloading household necessities to get client/patient set up in a new 
home setting.Scheduling Work and Activities:     Confers with unit supervisors to coordinate scheduling of staff for 
training.    Schedules the client/patient for training. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Learning on the Fly    Customer Focus    Integrity and Trust    Patience    Priority 
Setting    Approachability    Managing Diversity    Perseverance    CompassionKnowledge:    Intermediate knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of principles and methods for curriculum 
and training design, teaching and instruction for individuals and groups, and the measurement of training effects    
Intermediate knowledge of computer software applications, including spreadsheet, word processing, presentation 
software or other job related applications    Intermediate knowledge of human behavior and performance; individual 
differences in ability, personality and interests; learning and motivation; psychological research methods; assessment 
and treatment of behavioral and affective disorders; behavioral analysis methods such as various types of reinforcement    
Basic knowledge of arithmetic, algebra, and statistics and their applications    Intermediate knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for 
career counseling and guidanceSkills:    Intermediate reading comprehension skills    Intermediate skill in teaching others 
how to do something    Basic skill in understanding the implications of new information for both current and future 
problem-solving and decision-making    Intermediate active listening skills    Basic skill in monitoring/assessing 
performance of oneself or other individuals to make improvements or take corrective action    Intermediate writing skills    
Intermediate time management skills    Intermediate skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Intermediate skill in talking to others to 
convey information effectively    Intermediate skill in being aware of others’ reactions and understanding why they react 
as they do    Complex problem solving skills    Critical thinking skills    Basic skill in using mathematics to solve 
problemsAbilities:    Intermediate ability to listen to and understand information and ideas presented through spoken 
words and sentences    Intermediate ability to communicate information and ideas in speaking so others will understand    
Intermediate ability to read and understand information and ideas presented in writing    Intermediate ability to 
communicate information and ideas in writing so others will understand    Ability to coordinate the movement of arms, 
legs, and torso together when the whole body is in motion    Ability to speak clearly so others can understand    
Intermediate ability to apply general rules to specific problems to produce answers that make sense    Ability to keep or 
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regain body balance or stay upright when in an unstable position    Intermediate ability to combine pieces of information 
to form general rules or conclusions    Basic ability to choose the right mathematical methods or formulas to solve a 
problem    Intermediate ability to shift back and forth between two or more activities or sources of information    Ability 
to exert maximum muscle force to lift, push, pull, or carry objects 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Copier/Scanner 
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078822 - COUNSELING ASSOCIATE 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4363 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following fields: Education (Special Education, Elementary Education, Secondary Education, Physical Education Industrial 
Arts Education, Home Economics Education), Psychology (School Psychology, Developmental Psychology, Counseling 
Psychology, Clinical Psychology, Social Psychology), Rehabilitation Services (Physical Therapy, Occupation Therapy, 
Therapeutic Recreation, Vocational Counseling), Social Work, Nursing, Mental Health/Human Services, or Audiology and 
Speech Pathology and one year of experience in any of the following areas: (1) paraprofessional experience 
implementing instructional programs or teaching or counseling developmentally delayed or mentally ill clients; or (2) 
professional-level teaching work or professional experience counseling clients on developing socially adaptive skills. 
Substitution of Experience for Education: Experience in any of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) any para-professional experience implementing 
instructional programs or teaching or counseling developmentally delayed or mentally ill clients; or (2) professional-level 
teaching work or professional experience counseling clients on developing socially adaptive skills. (1 year of experience 
is equivalent to 30 semester hours or 45 quarter hours of college coursework). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional counseling work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the counseling associate sub-series. 
An incumbent in this class collects and interprets clinical data on clients and prepares intervention strategies in 
collaboration with treatment professionals. This class is flexibly staffed with and differs from Counseling Associate 1 in 
that an incumbent of the latter functions at the entry-level in learning to collect clinical data on clients and to teach 
socially adaptive skills. 
 
Work Activities: 
Making Decisions and Solving Problems:    As part of a treatment team, reviews client/patient information to identify 
targeted behaviors that need to be addressed and determine specific strategies that would be most effective for the 
client/patient.Performing Administrative Activities:    Maintains data sheets, rating scales, evaluation form results, 
narrative reports, and other records in proper form and location to assure confidentiality of information collected on 
clients/patients.Assisting and Caring for Others:     Counsels clients/patients by employing counseling methodologies 
such as behavioral modification, graduated guidance, conditioned task performance, or individual and group counseling.     
Assesses the progress of client/patient toward skills attainment.Training and Teaching Others:     Teaches skills in 
appropriate sequence to enable the client/patient to acquire socially adaptive skills.    Identifies skills/training needs 
(e.g., socially adaptive skills such as self-help skills, behavioral management, socialization skills, or work skills) for 
clients/patients and selects/develops training to meet those needs.Coaching and Developing Others:    Explains and 
demonstrates treatment/intervention strategies to staff to help them indeveloping the knowledge and skills needed to 
assist clients/patients.    Observes staff in the implementation of the treatment/intervention strategies and provides 
feedback to help them improve their performance.Judging the Qualities of Things, Services, or People:    Evaluates or 
assists in the evaluation of intervention strategies by collecting data for treatment team and discussing the progress of 
the client/patient in relation to the effectiveness of the intervention strategy.Interacting With Computers:    Uses a 
computer to access email, create spreadsheets and documents, or to enter/retrieve information.   Communicating with 
Supervisors, Peers, or Subordinates:    Writes progress notes and provides recommendations which enable the 



 TN Job Classification Specifications  
September 22, 2020 

treatment team to modify or develop intervention strategies for clients/patients.    Discusses the outcomes of 
intervention strategies with treatment team.Inspecting Equipment, Structures, or Material:    May inspect living areas of 
clients/patients to check for any potentially hazardous items or other safety issues. Documenting/Recording 
Information:    May write narrative reports to summarize the outcomes of the intervention strategies.Processing 
Information:    Compiles various client/patient data (e.g., sleep data, target behaviors, work and recreational data) to 
create a variety of reports (e.g., progress reports, employment reports).Organizing, Planning, and Prioritizing Work:    
Selects strategies for collecting clinical data on clients/patients in collaboration with treatment professionals in team 
conferences.Identifying Objects, Actions, and Events:    Evaluates the accuracy of staff data against formal and informal 
observations of the client/patient using available reliability tools.    Checks to see if clients/patients have the equipment 
and materials required by programmatic plans.Resolving Conflicts and Negotiating with Others:    May resolve disputes 
of clients, client employers, and/or staff by talking with individuals involved and employing conflict resolution 
skills.Getting Information:    Collects data for treatment professionals.     Reviews previous intervention strategies and 
interviews staff to gather information with regard to the targeted behaviors of clients/patients.    Personally observes 
targeted behaviors exhibited by clients/patients.Updating and Using Relevant Knowledge:    Attends mandatory training 
and other job-related training to keep up to date on current methodologies.Operating Vehicles, Mechanized Devices, or 
Equipment:    May operate a motor vehicle to perform assigned job duties.Performing General Physical Activities:    May 
assist in crisis management interventions to keep clients/patients safe.    May assist with repositioning clients/patients 
and their daily living activities.Thinking Creatively:    May develop data collection tools for measuring client/patient 
progress over time.    May assist in creating opportunities to enhance the quality of life for clients/patients (e.g., 
developing activity calendars and reinforcement opportunities, identifying new activities and events).Coordinating the 
Work and Activities of Others:    May coordinate the work activities of clients/patients by conferring with staff, 
supervisors, and employers about the work schedule, staff coverage, and availability of client to perform their 
work.Handling and Moving Objects:    May assist in unloading household necessities to get client/patient set up in a new 
home setting.Scheduling Work and Activities:     Confers with unit supervisors to coordinate scheduling of staff for 
training.    Schedules the client/patient for training. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Learning on the Fly    Customer Focus    Integrity and Trust    Patience    Priority 
Setting    Approachability    Managing Diversity    Perseverance    CompassionKnowledge:    Intermediate knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of principles and methods for curriculum 
and training design, teaching and instruction for individuals and groups, and the measurement of training effects    
Intermediate knowledge of computer software applications, including spreadsheet, word processing, presentation 
software or other job related applications    Intermediate knowledge of human behavior and performance; individual 
differences in ability, personality and interests; learning and motivation; psychological research methods; assessment 
and treatment of behavioral and affective disorders; behavioral analysis methods such as various types of reinforcement    
Basic knowledge of arithmetic, algebra, and statistics and their applications    Intermediate knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for 
career counseling and guidanceSkills:    Intermediate reading comprehension skills    Intermediate skill in teaching others 
how to do something    Basic skill in understanding the implications of new information for both current and future 
problem-solving and decision-making    Intermediate active listening skills    Basic skill in monitoring/assessing 
performance of oneself or other individuals to make improvements or take corrective action    Intermediate writing skills    
Intermediate time management skills    Intermediate skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Intermediate skill in talking to others to 
convey information effectively    Intermediate skill in being aware of others’ reactions and understanding why they react 
as they do    Complex problem solving skills    Critical thinking skills    Basic skill in using mathematics to solve 
problemsAbilities:    Intermediate ability to listen to and understand information and ideas presented through spoken 
words and sentences    Intermediate ability to communicate information and ideas in speaking so others will understand    
Intermediate ability to read and understand information and ideas presented in writing    Intermediate ability to 
communicate information and ideas in writing so others will understand    Ability to coordinate the movement of arms, 
legs, and torso together when the whole body is in motion    Ability to speak clearly so others can understand    
Intermediate ability to apply general rules to specific problems to produce answers that make sense    Ability to keep or 
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regain body balance or stay upright when in an unstable position    Intermediate ability to combine pieces of information 
to form general rules or conclusions    Basic ability to choose the right mathematical methods or formulas to solve a 
problem    Intermediate ability to shift back and forth between two or more activities or sources of information    Ability 
to exert maximum muscle force to lift, push, pull, or carry objects 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Copier/Scanner 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026628 - COUNSELOR SERVICES DIR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1422 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073832 - CREATIVE SERVICES COOR 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3875 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073832 - CREATIVE SERVICES COOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3876 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073833 - CREATIVE SERVICES COOR 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3663 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073833 - CREATIVE SERVICES COOR 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3664 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073833 - CREATIVE SERVICES COOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3665 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073833 - CREATIVE SERVICES COOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3666 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075273 - CREDIT UNION EXAMINER 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  5396 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
business administration, accounting, or business management with a minimum of nine semester hours of accounting 
and/or finance. Three years of increasingly responsible full-time professional financial institution examining work with a 
federal or state agency.  Substitution of Education for Experience: Additional graduate coursework in accounting or 
finance may be substituted for the required experience on a year for year basis to a maximum of one year. Substitution 
of Experience for Education: Professional examining, accounting or auditing of financial records may be substituted for 
the required education and the accounting and/or finance courses on a year for year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: A valid motor vehicle operator's license is 
required.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional credit union examination work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the advanced working level in the 
Credit Union Examiner sub-series. An employee in this class is responsible for conducting examinations of state 
chartered credit unions. Work involves examining credit union records, financial statements and preparing reports to 
ensure that credit union operations and financial conditions adhere to the pertinent laws, rules and regulations of the 
state. 
 
Work Activities: 
Processing Information: Calculates and analyzes the quality of earnings, net worth, liquidity, and asset/liability 
management to determine the financial viability of credit unions with at least $50 million in total assets. Serves as the 
Examiner in Charge of credit unions and completes the examination process in accordance with state law and 
departmental guidelines. Reconciles the Allowance for Loan & Lease Losses account, net worth accounts, credit union 
statements, and other reports as needed.Identifying Objects, Actions, and Events: Demonstrates competence in the 
identification of the 7 areas of risk during the examination process (credit, liquidity, interest rate, strategic, reputation, 
transaction and compliance). Identifies potential problems, trends, and levels of financial data and ratios to determine 
the financial stability of the institution.Interpreting the Meaning of Information for Others: Interprets the examination 
findings of credit unions and conveys this information to the executive management and the Board of Directors, and to 
other examiners. Reviews examination comments from team members to ensure report relevancy and condition of the 
credit union.Evaluating Information to Determine Compliance with Standards: Ensures that the credit union is meeting 
all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes and financial 
records.Making Decisions and Solving Problems: Determines if the credit unions’ overall risk management policies and 
procedures are sufficient to identify and manage risks. Determines the initial loan ratings to appropriately assess the 
credit quality of the credit union’s loan portfolio. Determines the CAMEL and risk ratings to appropriately assess the 
financial condition of the credit union. Explains and interprets departmental policies and procedures and federal and 
state laws, rules and regulations governing credit unions to credit union management and the board of directors to 
ensure an understanding of the examination findings and recommendations. Interprets regulatory statutes, guidelines, 
policies and procedures for internal and external credit union members and other interested parties to determine 
applicability to departmental responsibilities.Documenting/Recording Information: Prepares detailed examination 
narrative reports and supporting financial and statistical documents identifying legal, financial and administrative 
problems/discrepancies and recommending methods of improvement. Completes loan analysis reports to accurately 
support loan classification rating. Maintains documentation of examination work papers in compliance with department 
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standards.Monitor Processes, Materials, or Surroundings: Reviews and examines financial records of credit unions to 
ensure compliance with accepted accounting principles and practices and adherence to pertinent state laws, rules and 
regulations. Verifies assets and liabilities and external or internal audits in order to reconcile the accuracy of the 
financial reports. Utilizes the Financial Performance Report (FPR) data to assess the trends and levels of performance of 
credit unions. Analyzes test checks and samplings of income and expense accounts and general ledger accounts 
maintained during the period of examination in order to determine statutory compliance and the use of sound 
accounting and credit union practices.Analyzing Data or Information: Examines and analyzes sensitivity to market risk 
focus elements to determine the effects of interest rate volatility and net worth based on the ALM structure of the 
credit union. Serves as analyst to review progress reports, credit union examination reports and other projects as 
assigned by the central office to assist in the regulation of credit unions. Reviews and analyzes loans of credit unions to 
determine credit quality and potential risk of loss to net worth. Examines and analyzes the use of complex financial 
investments within the investment portfolio. Analyzes and verifies call report data which consists of line items related to 
the balance sheet and income statement data of credit unions to ensure that they are reporting financial data to the 
regulatory agencies correctly. Examines and analyzes the investment portfolio of credit unions to determine its credit 
quality, potential contribution to earnings and ability to provide liquidity to the institution. Conducts Bank Secrecy Act 
(BSA) examinations of credit unions to determine compliance with statutory mandates. Analyzes and determines the 
adequacy and appropriateness of credit unions’ ALLL. Examines and analyzes the earnings of credit unions to determine 
their ability to fund operations, provide net worth augmentation and to properly fund the ALLL. Examines and analyzes 
the net worth position of credit unions to determine the financial viability of the institution and the level of risk 
protection provided by the credit union’s net worth capital. Examines and analyzes the cash flow and liquidity position 
of credit unions in order to determine if the institution can manage its liquidity needs. Assists on the investigation of 
complaints made against the credit union to seek adequate resolution.Getting Information: Obtains the credit unions’ 
interest rate measurement model to determine the effects of interest rate changes on the earnings and net worth 
position based on the asset and liability structure of the institution. Obtains the credit unions’ income statement to 
determine the profitability, ability to fund operations, to appropriately fund the ALLL and provide net worth 
augmentation. Obtains the credit unions’ general ledger in order to reconcile income, expense and balance sheet 
accounts. Obtains budgetary information to ensure that budgetary assumptions are adequate and achievable. Obtains a 
copy of the credit unions’ quarter end balance sheet and income statement to check the accuracy of the reported 
condition and income (call report). Obtains a list of the credit unions’ investment portfolio to analyze the credit quality, 
income capacity and liquidity of the portfolio. Obtains all credit unions’ policies and procedures to ensure that they 
conform to regulatory standards and management’s compliance with internal policies. Obtains the credit unions’ 
liquidity monitoring model to determine if the institution can manage its daily cash flow needs. Reads prior Reports of 
Examination to determine if previous recommendations have been implemented and/or issues 
addressed/corrected.Judging the Qualities of Things, Services, or People: Identifies and applies regulatory rating 
standards/definitions, CAMEL and Strategic Risk, to assign ratings. Judges the oversight being provided by the board and 
management staff. Judges the adequacy of credit unions’ policies to determine compliance with industry 
standards.Updating and Using Relevant Knowledge: Maintains up-to-date understanding of regulatory processes, 
statutes, policies, procedures, regulations and industry knowledge to effectively regulate the institutions and to serve as 
an information resource to internal and external customers. Participates in required schools, including NCUA Levels 2, 3, 
4 & 5, and continuing education expectations, to learn all facets of the examination process in order to perform credit 
union examinations.Organizing, Planning, and Prioritizing Work: Completes preplan assessment of credit unions 
scheduled for examination. Manages and prioritizes multiple work assignments to meet established deadlines. 
Organizes, plans and oversees multiple meetings with management/directorate and other third parties.Coaching and 
Developing Others: Provides positive coaching and development opportunities for subordinate examination 
staff.Training and Teaching Others: Provides positive training opportunities for subordinate examination staff to ensure 
their continued development of examination practices and procedures.Communicating with Persons Outside 
Organization: Establishes and maintains a variety of professional contacts with credit union executives, federal 
counterparts and other personnel, accountants and lawyers to maintain up-to-date knowledge of the institutions we 
regulate.Establishing and Maintaining Interpersonal Relationships: Works collectively and harmoniously with peer 
examiners, supervisors and other department staff to ensure regulatory responsibilities are completed in compliance 
with policy, procedure, statutes and rules. Works collectively with federal insurance personnel and other industry 
entities to ensure a balanced and consistent approach to oversight. Maintains appropriate communication with co-
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workers, internal/external auditors, and credit union management during the examination process.Communicating with 
Supervisors, Peers, or Subordinates: Asks questions and seeks clarification from supervisor, examiner-in-charge and 
other examiners regarding assigned tasks, policies, responsibilities and procedures to ensure understanding. Provides 
verbal and/or written updates to the division manager, supervisor and/or examiner-in-charge pertaining to assigned 
examination tasks. Communicates via e-mail and verbally with supervisors, co-workers, departmental associates in order 
to suggest solutions or resolve problems uncovered in examinations.Interacting with Computers: Inputs and extracts 
data utilizing assigned computer programs to facilitate the execution of assigned tasks. Sets up computers and printers 
at the examination site. Utilizes identified software programs to analyze data and prepare report comments. Retrieves 
information from appropriate websites for use during examinations.Performing General Physical Activities: Lifts and 
transports equipment (i.e. printers, boxes of records, etc.) to be utilized at the examination site.Performing 
Administrative Activities: Submits accurate and complete timesheets in accordance with established deadlines in Edison. 
Submits expense claims, travel authorizations and reports/mileage logs according to established guidelines and 
timeframes. Completes and submits by established deadlines all required forms and paperwork to document continuing 
education requirements. Complies with all motor vehicle maintenance guidelines and requirements for assigned leased 
vehicle. Maintains electronic and hard-copy files according to department procedures. Makes copies of information as 
needed to maintain documentation and/or to utilize during the examination process.Operating Vehicles, Mechanized 
Devices or Equipment: Travels to assigned examination sites including the potential for overnight travel to conduct 
examinations. Travels out-of-state to participate in required schools to complete examination training. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                 Learning on the Fly                       Technical Learning                        
Time Management                         Action Oriented                             Comfort around Higher Management                          
Written Communications               Approachability                             Boss Relationships                        Ethics and Values                          
Integrity and Trust Self-DevelopmentKnowledge: Intermediate knowledge of accounting and economic principles                      
Intermediate knowledge of financial statements            General knowledge of statistics              Knowledge of computer 
software (Microsoft Word, Excel, Outlook)Skills: Intermediate mathematic skills Active learning skills       Possess active 
listening skills                  Demonstrates critical thinking skills by using logic and reasoning to identify logical solutions, 
conclusions, and make recommendations Utilize math skills to add, subtract, multiply and divide Demonstrate good time 
management skills and be able to prioritize work to meet deadlines Demonstrate deductive reasoning skills to apply 
knowledge of statutes, laws, policies, procedures, and regulations to identify problems or issues to produce resolution 
Demonstrate interpersonal skills and ability to work as part of a team  Demonstrate critical thinking skills by using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems 
Demonstrate complex problem solving skills to identify issues and review related information to develop and evaluate 
options and implement solutions               Demonstrate systems evaluation skills to identify measures or indicators of 
system performance and the actions needed to improve or correct performance, relative to goals of the system                                                                                     
Abilities: Ability to read and comprehend laws, rules, statutes, policies, and regulations, and to demonstrate 
understanding in the examination process                      Ability to communicate effectively with co-workers and credit 
union officials to convey information and present information in a group setting                Ability to prepare written 
reports utilizing correct grammar, spelling, and sentence composition to clearly convey examination results to the 
readers          Ability to identify appropriate mathematical methods or formulas in an analysis situation       Ability to 
listen and understand information and ideas communicated through oral interaction Ability to communicate 
information when speaking to others to ensure understanding Ability to read and understand information in written 
form and provide an interpretation to others so they can understand the message presented       Demonstrate sufficient 
finger dexterity to key data                  Ability to lift 30 pounds of equipment/files to transport to the examination site          
Be self-motivated and unsupervised in the completion of work by identified deadlines          Ability to adapt and 
effectively complete tasks in varying work environments and locations on a day-to-day basis Ability to sit and work at a 
computer and review paperwork for extensive periods of time     Demonstrate the ability to negotiate and persuade 
credit union management and/or federal counterparts    Utilize on-the-job training and specialized instruction from 
examiner schools and apply this knowledge in the examination process Demonstrate selective attention ability to 
concentrate on a task over a period of time without being distracted Ability to acquire and build on knowledge base 
Ability to give full attention to instructions, ask questions, and understand new information 
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Tools and Equipment Used: 
 Motor Vehicle Copier Printer Personal Computer Fax Machine Telephone Financial Calculator Scanner 
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075273 - CREDIT UNION EXAMINER 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  10146 
 
Minimum Qualifications: 
Education and Experience: Bachelor’s Degree in accounting or finance or comparable field; five (5) plus years of 
examination and/or licensing experience with a state or federal regulatory agency; nine semester hours of accounting 
and/or finance. Substitution of Education for Experience: None Substitution of Experience for Education: None   
 
Other Requirements: 
Necessary Special Qualifications: Valid Motor Vehicle LicenseApplicants for this class must: Successfully complete a 
fingerprint background check. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional lead loan examining and analysis work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the hybrid class in the Loan Examiner 
and Bank Financial Analyst sub-series. An employee in the class examines, reviews and analyzes the financial solvency, 
business practices, and operations of non-depository financial institutions including, but not limited to, mortgage 
brokers, lenders and servers, industrial loan and thrift companies, insurance premium finance companies, deferred 
presentment services, check cashers, title pledge lenders, and money transmitters licensed to operate in Tennessee.     
 
Work Activities: 
 Review each new license application and/or renewal for insurance that all qualifications and requirements are met. 
Three (3) key elements to review and analyze: license/renewal application (MU1), direct owner(s)/officer(s)/indirect 
owner(s) (MU2) and financial statements. Application (MU1) includes secretary of state information, FinCEN, disclosure 
questions/explanation(s), business plan, formation documents, management chart, organizational chart, surety bond or 
letter of credit, and other pertinent documents. Direct owner(s)/officer(s)/indirect owner(s) (MU2) includes credit 
reports, disclosure questions/explanation(s), criminal background checks, PACER, TN Felony Lookup, resume and 
credentials verification. Financial statements include certified public accountant (CPA) or public accounting firm 
verification, type of financial Statement, in accordance with generally accepted accounting principles (GAAP), notes to 
the financial statement, supplemental information such as verification for cash, intangible assets, notes receivable, real 
property, intercompany receivables, etc. To ensure tangible net worth requirements are meet per statute and other 
regulatory.  Communicate with applicant/licensee, Department of Financial Institution legal and management, 
licensee/applicant accountants, other state regulators where applicant currently holds a license during application 
processing time to obtain additional information; ask pertinent questions regarding any information presented which 
may be unclear, lacking supporting documentation, requiring clarification, missing information, etc. and  maintain 
ongoing communications with licensees and others depending on identified deficiencies until such time as analysis 
complete and a recommendation can be appropriately supported.   Write up recommendation for approval or denial 
and submit to department leadership for review within established policy and procedure. Serve as Examiner-in-Charge 
for examinations on assigned caseload and pre-scope for examinations which includes reviewing all databases; conduct 
onsite/desktop examination process which must include review of all four (4) main parts of examination: management, 
financial condition, regulatory compliance, consumer protection.  Complete required data sheet to compile all relevant 
information/documentation and complete worksheet calculations, prepare the Report of Examination and ensure all 
identified violations are sufficiently supported with data and examples and the report accurately depicts the institution’s 
regulatory compliance. Communicate with staff/management of applicant/licensee, Department of Financial Institution 
legal and management, licensee/applicant accountants, other out-of-state regulators where the licensee is licensed and 
other collaterals prior to examination, during examination and for post close-out of examination to acquire additional 
information, ask pertinent questions regarding any information presented which may be unclear, lacking supporting 
documentation, requiring clarification, missing information, etc. and  maintain ongoing communications until such time 
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as all facets of the examination have been completed per established policy and procedure. Manage caseload of 
assigned licensees, schedule exams per established policy and procedure and submit weekly itineraries to ensure timely 
examinations and efficiencies for travel.   Travel within the State of Tennessee and out-of-state for examinations as 
needed to ensure regulatory responsibilities can be carried out.  Participate in multi-state examinations and 
communicate with other regulators outside of Department of Financial Institutions as needed to ensure non-depository 
financial institutions are operating within required regulations.  Serve as Examiner-in-Charge and/or participate as an 
examiner on an exam team to investigate complaints or failed to renew.  Ensure all facets of the examination are carried 
out in compliance with policy and procedure. Maintain ongoing communication with Department of Financial Institution 
leadership/management, legal, local/community police, other state regulators where the licensee is providing financial 
services and other collaterals as needed to ensure the regulation and protection of consumers. To ensure up-to-date 
information is continuously maintained on all applicants/licensees, continuously enter and maintain up-to-date 
information/notes in Excel files and databases.  Monitor and manage change in control notifications, manage advanced 
change notices (i.e. change of address, ownership change, structure changes, etc.), monitor and manage surrender 
withdrawal requests. Research, compile data, prepare reports and submit per established schedule and at the direction 
of department management/leadership including, but not limited to the failed to renew report for each industry type, 
pending application status report,  Review and compile submitted annual reports for licensees. Participate in meetings, 
trainings, conferences, etc. as requested by supervisor and/or as needed to continue ongoing knowledge base 
development.  Ensure continual development of knowledge of all industries regulated by the Compliance division.  
Maintain up-to-date information on changing regulations and statutes. Provide training and direction to new hires, 
examiners needing additional examiner/licensing skill and knowledge development regarding all industries regulated by 
the Compliance division. 
 
Competencies (KSA’s): 
:Competencies: Comfort Around Higher Management Customer Focus Decision Quality Ethics and Values Functional 
Technical Competency Peer Relationships Planning Presentation Skills Priority Setting Technical Learning Time 
Management Written CommunicationAbilities: Speaking                       Writing  Mathematical Reasoning Ability              
Oral Comprehension Ability                   Oral Expression Ability               Problem Sensitivity Ability                     Writing and 
Comprehension Ability                    Written Expression Ability                      Selective Attention                    Wrist Finger 
Speed                    Complex Solving Ability   Skills: Active Listening Skills                Mathematical Skills                    Reading 
Comprehension Skills               Active Learning Skills  Time Management Skills            Deductive Reasoning Skills                    
Inductive Reasoning Skills                     Information Ordering Skills        Critical Thinking Skills                Instructive Skills          
Ten KeyKnowledge: Knowledge Related to All Non-Depository Industries Economics and Accounting 
 
Tools and Equipment Used: 
 Motor Vehicle Copier Printer Personal Computer Fax Machine Telephone Financial Calculator Scanner 
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075274 - CREDIT UNION EXAMINER 4 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3442 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting, or business management with a minimum of nine semester hours of accounting 
and/or finance. Four years of increasingly responsible full-time professional financial institution examining work with a 
federal or state agency. Substitution of Education for Experience: Additional graduate coursework in accounting or 
finance may be substituted for the required experience on a year-for-year basis to a maximum of one year. Substitution 
of Experience for Education: Professional examining, accounting or auditing of financial records may be substituted for 
the required education and the accounting and/or finance courses on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: A valid motor vehicle operator's license is 
required.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional lead credit union examination work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the lead class in the Credit Union 
Examiner sub-series. An employee in this class is responsible for leading a group of professional credit union examiners 
and performs examination work of considerable complexity of state chartered credit unions. Work involves examining 
credit union financial statements and preparing reports to ensure that operations and financial conditions adhere to 
credit union laws, rules and regulations of the state. This class differs from that of Credit Union Examiner 3 in that an 
incumbent of the latter performs duties at the advanced working level. This class differs from that of a Credit Union 
Examiner 5 in that an incumbent of the latter has field supervisory responsibility. 
 
Work Activities: 
Processing Information: Serves as the Examiner in Charge of large, complex and troubled financial institutions and are 
ultimately responsible for the processing of all financial information and reports of examinations. Calculates and 
analyzes the quality of earnings, net worth, liquidity, and asset/liability management to determine the financial viability 
of credit unions exceeding $50 million in total assets. Serves as the Examiner in Charge of credit unions and completes 
the examination process in accordance with state law and departmental guidelines. Reconciles the Allowance for Loan & 
Lease Losses account, net worth accounts, credit union statements, and other reports as needed to balance the 
institutions financial records.Judging the Qualities of Things, Services, or People: Judge the competency of board and 
management of institutions identified as troubled and determine if a third party review is warranted. Judge the 
oversight being provided by the board and management staff of large, complex and troubled credit unions. Judge the 
adequacy of a large, complex and troubled credit unions' policies to determine compliance with industry standards. 
Identify and apply regulatory rating standards/definitions, CAMEL and Strategic Risk, to assign ratings to large, complex 
and troubled credit unions.Identifying Objects, Actions and Events: Demonstrates competence in the identification of 
the 7 areas of risk during the examination process (credit, liquidity, interest rate, strategic, reputation, transaction and 
compliance). Identify corrective actions related to safety and soundness concerns and recommend appropriate 
enforcement actions for credit unions in a troubled condition. Do pre-planning to identify potential problems, trends, 
and levels of financial data and ratios to determine the financial stability of the institution.Interpreting the Meaning of 
Information for Others: Interprets the examination findings of large, complex and troubled credit unions and conveys 
this information to the executive management and the Board of Directors, and to other examiners. Reviews examination 
comments from team members to ensure report relevancy and condition of the credit union.Making Decisions and 
Solving Problems: Serve as a mediator and/or liaison between department examiners, the NCUA, Credit Union 
Management, Board of Directors, Auditors, and/or Legal Counsel to resolve issues and problems identified in the large, 
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complex and troubled credit unions. Determines if the credit unions' overall risk management policies and procedures 
are sufficient to identify and manage risks of large, complex and troubled credit unions. Determines the CAMEL and risk 
ratings to appropriately assess the financial condition of large, complex and troubled credit unions. For member 
business loans, determine the initial loan ratings to appropriately assess the credit quality of the large, complex and 
troubled credit union's loan portfolio. Explains and interprets departmental policies and procedures and federal and 
state laws, rules and regulations governing credit unions to credit union management and the board of directors to 
ensure an understanding of the examination findings and recommendations. Interprets regulatory statutes, guidelines, 
policies and procedures for internal and external credit union members and other interested parties to determine 
applicability to departmental responsibilities.Monitor Processes, Materials or Surroundings: Reviews and tracks current 
enforcement actions of the large, complex and troubled institutions to ensure compliance with corrective action plans. 
Reviews and examines financial records of large, complex and troubled credit unions to ensure compliance with 
accepted accounting principles and practices and adherence to pertinent state laws, rules and regulations. Verify assets 
and liabilities and external or internal audits in order to reconcile the accuracy of the financial reports of large, complex 
and troubled credit unions. Utilizes the Financial Performance Report (FPR) data to assess the trends and levels of 
performance of large, complex and troubled credit unions. Thoroughly analyze test checks and samplings of income and 
expense accounts and general ledger accounts maintained during the period of examination in order to determine 
statutory compliance and the use of sound accounting and credit union practices.Organizing, Planning and Prioritizing 
Work: Serve as Examiner in Charge of large, complex and troubled credit unions and manages and prioritizes multiple 
work assignments of subordinate examiners to meet established deadlines. Manages and prioritizes multiple work 
assignments to meet established deadlines. Organizes, plans and oversees multiple meetings with 
management/directorate and other third parties. Completes preplan assessment of large, complex and troubled credit 
unions scheduled for examination.Analyzing Data or Information: Analyzes and verifies call report data which consists of 
line items related to the balance sheet and income statement data of credit unions to ensure that they are reporting 
financial data to the regulatory agencies correctly. Analyzes and identifies institutions that may be subject to prompt 
corrective action due to net worth being below 7%. Reviews net worth restoration plans imposed on troubled credit 
unions to ensure the plans are adequate to restore net worth to a satisfactory level. Examines and analyzes the net 
worth position of large, complex and troubled credit unions to determine the financial viability of the institution and the 
level of risk protection provided by the credit union's net worth capital. Examines and analyzes the cash flow and 
liquidity position of large, complex and troubled credit unions in order to determine if the institution can manage its 
liquidity needs. Examines and analyzes sensitivity to market risk focus elements to determine the effects of interest rate 
volatility and net worth based on the ALM structure of the large, complex and troubled credit unions. Serves as analyst 
to review progress reports, credit union examination reports and other projects as assigned by the central office to 
assist in the regulation of credit unions. Reviews and analyzes loans of large, complex and troubled credit unions to 
determine credit quality and potential risk of loss to net worth. Examines and analyzes the use of complex financial 
investments within the investment portfolio. Examines and analyzes the investment portfolio of large, complex and 
troubled credit unions to determine its credit quality, potential contribution to earnings and ability to provide liquidity 
to the institution. Analyzes and determines the adequacy and appropriateness of large, complex and troubled credit 
unions' ALLL. Examines and analyzes the earnings of large, complex and troubled credit unions to determine their ability 
to fund operations, provide net worth augmentation and to properly fund the ALLL. Conducts Bank Secrecy Act (BSA) 
examinations of large, complex and troubled credit unions to determine compliance with statutory mandates. Assists on 
the investigation of complaints made against the credit union to seek adequate resolution.Documenting/Recording 
Information: Prepares detailed examination narrative reports and supporting financial and statistical documents 
identifying legal, financial and administrative problems/discrepancies and recommending methods of improvement. 
Completes loan analysis reports to accurately support loan classification ratings of large, complex and troubled financial 
institutions. Maintains documentation of examination work papers in compliance with department standards and 
ensures no exceptions are noted in the surprise audit.Getting Information: 0btains the large, complex and troubled 
credit unions' income statement to determine the profitability, ability to fund operations, to appropriately fund the ALLL 
and provide net worth augmentation. Obtains the large, complex and troubled credit unions' general ledger in order to 
reconcile income, expense and balance sheet accounts. Obtains budgetary information to ensure that budgetary 
assumptions are adequate and achievable for a large, complex and troubled credit union. Obtains a copy of the large, 
complex and troubled credit unions' quarter end balance sheet and income statement to check the accuracy of the 
reported condition and income (call report). Obtains a list of the large, complex and troubled credit unions' investment 
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portfolio to analyze the credit quality, income capacity and liquidity of the portfolio. Obtains the large, complex and 
troubled credit unions' interest rate measurement model to determine the effects of interest rate changes on the 
earnings and net worth position based on the asset and liability structure of the institution. Obtains ALM modeling 
assumptions to determine if a third party validation is warranted. Obtains all credit unions' policies and procedures to 
ensure that they conform to regulatory standards and management's compliance with internal policies. Obtains the 
large, complex and troubled credit unions' liquidity monitoring model to determine if the institution can manage its daily 
cash flow needs. Reads prior Reports of Examination for the large, complex and troubled credit unions to determine if 
previous recommendations have been implemented and/or issues addressed/corrected.Updating and Using Relevant 
Knowledge: Continually maintains up-to-date understanding of regulatory processes, statutes, policies, procedures, 
regulations and industry knowledge to effectively regulate the institutions and to serve as an information resource to 
internal and external customers. Actively participates in required schools, including NCUA Levels 2, 3, 4 & 5, and 
continuing education expectations, to learn all facets of the examination process in order to perform credit union 
examinations.Evaluating Information to Determine Compliance with Standards: Ensures that the credit union is meeting 
all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes and financial 
records.Coaching and Developing Others: Provides positive coaching and development opportunities for subordinate 
examination staff.Training and Teaching Others: Provides positive training opportunities for subordinate examination 
staff to ensure their continued development of examination practices and procedures.Communicating with Persons 
Outside Organization: Establishes and maintains a variety of professional contacts with credit union executives, federal 
counterparts and other personnel, accountants and lawyers to maintain up-to-date knowledge of the institutions we 
regulate.Establishing and Maintaining Interpersonal Relationships: Works collectively and harmoniously with peer 
examiners, supervisors and other department staff to ensure regulatory responsibilities are completed in compliance 
with policy, procedure, statutes and rules. Works collectively with federal insurance personnel and other industry 
entities to ensure a balanced and consistent approach to oversight. Maintains appropriate communication with co-
workers, internal/external auditors, and credit union management during the examination process.Communicating with 
Supervisors, Peers, or Subordinates: Asks questions and seeks clarification from supervisor, examiner-in-charge and 
other examiners regarding assigned tasks, policies, responsibilities and procedures to ensure understanding. Provides 
verbal and/or written updates to the division manager, supervisor and/or examiner-in-charge pertaining to assigned 
examination tasks. Communicates via e-mail and verbally with supervisors, co-workers, departmental associates in order 
to suggest solutions or resolve problems uncovered in examinations.Interacting with Computers: Inputs and extracts 
data utilizing assigned computer programs to facilitate the execution of assigned tasks. Utilizes identified software 
programs to analyze data and prepare report comments. Sets up computers and printers at the examination site. 
Retrieves information from appropriate websites for use during examinations.Operating Vehicles, Mechanized Devices 
or Equipment: Travels to assigned examination sites including the potential for overnight travel to conduct 
examinations. Travels out-of-state to participate in required schools to complete examination training.Performing 
General Physical Activities: Lifts and transports equipment (i.e. printers, boxes of records, etc.) to be utilized at the 
examination site.Performing Administrative Activities: Submits accurate and complete timesheets in accordance with 
established deadlines in Edison. Submits expense claims, travel authorizations and reports/mileage logs according to 
established guidelines and timeframes. Completes and submits by established deadlines all required forms and 
paperwork to document continuing education requirements. Complies with all motor vehicle maintenance guidelines 
and requirements for assigned leased vehicle. Maintains electronic and hard-copy files according to department 
procedures. Makes copies of information as needed to maintain documentation and/or to utilize during the examination 
process. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                  Learning on the Fly                          Technical Learning                           
Time Management             Action Oriented                 Comfort Around Higher Management             Written 
Communications                 Approachability                 Boss Relationships             Ethics and Values              Integrity and 
Trust             Self-Development              Decision Quality                Problem Solving                Delegation                         Timely 
Decision Making                  Knowledge: Intermediate knowledge of accounting and economic principles                  
Intermediate knowledge of financial statements             Knowledge of financial business report writing (spelling, 
composition, grammar)                     General knowledge of statistics                       Knowledge of computer software 
(Microsoft Word, Excel, Outlook)                                         Utilize on-the-job training and specialized instruction from 
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examiner schools and apply this knowledge in the examination process                    Skills: Intermediate mathematic skills 
Active learning skills and ability to acquire and build on knowledge base                   Possess active listening skills and 
ability to give full attention to instructions, ask questions, and understand new information                   Demonstrates 
critical thinking by using logic and reasoning to identify logical solutions, conclusions, and make recommendations 
Utilize math skills to add, subtract, multiply and divide Demonstrate good time management skills and be able to 
prioritize work to meet deadlines             Demonstrate deductive reasoning to apply knowledge of statutes, laws, 
policies, procedures, and regulations to identify problems or issues to produce resolution         Demonstrate 
interpersonal skills and ability to work as part of a team Demonstrate complex problem solving skills to identify issues 
and review related information to develop and evaluate options and implement solutions                       Demonstrate 
systems evaluation skills to identify measures or indicators of system performance and the actions needed to improve or 
correct performance, relative to goals of the system      Abilities: Ability to read and comprehend laws, rules, statutes, 
policies, and regulations, and to demonstrate understanding in the examination process                 Ability to communicate 
effectively with co-workers and credit union officials to convey information and present information in a group setting                 
Ability to prepare written reports utilizing correct grammar, spelling, and sentence composition to clearly convey 
examination results to the readers  Ability to identify appropriate mathematical methods or formulas in an analysis 
situation                           Ability to listen and understand information and ideas communicated through oral interaction                        
Ability to communicate information when speaking to others to ensure understanding             Ability to read and 
understand information in written form and provide an interpretation to others so they can understand the message 
presented                Demonstrate sufficient finger dexterity to key data                       Ability to lift 30 pounds of 
equipment/files to transport to the examination site Be self-motivated and unsupervised in the completion of work by 
identified deadlines             Ability to adapt and effectively complete tasks in varying work environments and locations on 
a day-to-day basis                        Ability to sit and work at a computer and review paperwork for extensive periods of time                          
Demonstrate critical thinking by using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions, or approaches to problems               Demonstrate the ability to negotiate and persuade credit 
union management and/or federal counterpart Demonstrate selective attention ability to concentrate on a task over a 
period of time without being distracted     
 
Tools and Equipment Used: 
 Personal Computer Printer Copier Fax Telephone Motor Vehicle Scanner Financial Calculator 
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075275 - CREDIT UNION EXAMINER 5 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3464 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting or banking and experience equivalent to substantial (five or more years of) 
increasingly responsible full-time professional financial institution examining, financial institution auditing or related 
work including at least one year of lead experience; qualifying full-time professional credit union examining, accounting, 
auditing or related experience may be substituted for the required education, on a year-for-year basis, to a maximum of 
four years; additional graduate coursework in accounting or other related acceptable field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year, there being no substitution for the required 
year of specialized experience; OR substantial (five or more years of) full-time professional credit union examining 
experience with the State of Tennessee, including at least one year of lead experience. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required.Examination Method: Education 
and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for credit union examinations and administrative supervisory work 
of considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class 
supervises safety and soundness examinations of credit unions in an assigned region in the state. This class differs from 
that of Credit Union Examiner 4 in that an incumbent of the latter does not have regional responsibilities. This class 
differs from that of FI Safety & Soundness Manager in that an incumbent of the latter has divisional supervisory 
responsibilities and supervises employees of this class. 
 
Work Activities: 
1. Plans, organizes and supervises the credit union examination activities in a region of the state; assigns, trains, 
supervises and evaluates subordinate professional staff and their work; makes decisions on staff employment, 
promotion, demotion and other human resources actions.2. Supervises the administration and enforcement of state 
laws governing the operation of state chartered credit unions for an assigned region of the state; explains and interprets 
pertinent laws and departmental rules and regulations and assists in resolving differences in legal interpretation and 
application of those rules and regulations.3. Supervises the study of organization, operations and procedures for an 
assigned region; makes recommendations intended to affect economy, efficiency and quality in these areas.4. 
Supervises the preparation and maintenance of highly complex and difficult credit union examinations and supporting 
financial and statistical documents for an assigned region; participates in preparing and maintaining administrative and 
supervisory records and reports.5. Conducts investigations and evaluates applications for new credit union charters, 
branches, mergers, and liquidations.6. Establishes and maintains a variety of important and difficult personal contacts 
with credit union officers, board members, subordinate staff, attorneys, accountants, and departmental associates in 
order to resolve problems encountered during the examinations.7. Supervises and participates in training subordinate 
examinations staff in proper examination principles, practices, and techniques; conducts difficult, controversial or highly 
complex examinations.8. May supervise the investigations of consumer complaints.9. May participate in administrative 
or judicial hearings regarding regulatory enforcement actions.10. May represent higher administrative officials at 
meetings and conferences on credit union examination issues.11. May operate a motor vehicle in accomplishing work. 
 
Competencies (KSA’s): 
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Tools and Equipment Used: 
"Click here to access current compensation information." 
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002715 - CRIME INFO COM SPECIALIST 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2641 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of computer operations or law enforcement teletype communications work; graduation from an accredited 
two-year college or technical institute with a major in computer science, data processing, or other acceptable field may 
be substituted for the required two years of experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Supply a fingerprint sample in a manner prescribed by 
the TBI for a fingerprint based criminal history records check;    Agree to release all records involving their criminal 
history to the appointing authority;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Have good moral character as determined by investigation;    Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment and computer operations analytic 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
receives messages from nationwide law enforcement information systems and transmits the information to local and 
state law enforcement officials. Responsibilities also include monitoring Tennessee Bureau of Investigation supported 
computer systems to identify, analyze, and report systems failures or errors for law enforcement personnel linked to the 
network. Work assignments consist of 12 hour shifts on a rotating basis in a unit that operates 24 hours per day, 365 
days per year.  
 
Work Activities: 
Communicating with Persons Outside Organization:    Communicates with the Office of Information Resources/software 
vendors/internet service providers to resolve technical errors, connectivity issues, or requirement changes.    
Communicates with law enforcement agencies to request information, coordinate efforts and provide assistance in law 
enforcement matters. Training and Teaching Others:    Trains new employees in unit operations, policies and 
procedures. Making Decisions and Solving Problems:    Determines appropriate actions required in response to phone 
calls and electronic messages from the public or law enforcement personnel.    Disseminates appropriate electronic and 
telephonic information to Tennessee Bureau of Investigation (TBI) personnel. Interpreting the Meaning of Information 
for Others:    Explains to users technical features of computer software.    Explains to users various response messages 
received concerning entries into National Crime Information Center/Tennessee Crime Information Center (NCIC/TCIC) 
systems. Evaluating Information to Determine Compliance with Standards:    Evaluates entries into NCIC by local and 
state law enforcement agencies for compliance with quality assurance standards, policies and regulations.    Evaluates 
administrative messages sent by local and state law enforcement agencies for compliance with policies and regulations. 
Communicating with Supervisors, Peers, or Subordinates:    Notifies commissioned personnel of officer safety issues and 
transactions requests via email.    Notifies supervisors of system outages/degradation via phone or email.    Notifies 
coworkers (in person, email, or written notes) of daily activity during shift and at shift change.    Notifies appropriate unit 
of relevant activity.    Notifies Public Information Officer of media requests. Getting Information:    Receives phone calls 
from law enforcement agencies requesting law enforcement support and/or technical support/connectivity issues 
related to TBI supported law enforcement systems.    Receives electronic justice-related administrative messages 
(escaped convicts, Amber Alerts, BOLO, training announcements, Sex Offender relocations, etc.) via The International 
Justice and Public Safety Network (Nlets), National Crime Information Center (NCIC), or local and state law enforcement 
agencies.     Receives radio communications from TBI and local law enforcement personnel in the field.    Receives phone 
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calls from the public pertaining to their law enforcement concerns, complaints, information, or tips.    Interacting With 
Computers:    Creates, deletes or modifies user agencies access to NCIC/TCIC.    Performs an offline search of historical 
computer data per agency request.    Retrieves TBI backup tapes and hard drives for off-site storage.    Logs transactions 
into required database (e.g. Agency operator errors, meth lab information, criminal history requests).    Enters personnel 
scheduled for training into a training database.Monitor Processes, Materials, or Surroundings:    Monitors TBI primary 
computer systems for availability/connectivity for local, state, federal law enforcement agencies.    Provides backup 
security support for TBI Uniformed Officers at TBI Headquarters.    Monitors all TBI facility security cameras for alerts 
and alarms. Documenting/Recording Information:    Maintains a log of TBI Special Agent locations during field 
assignments (e.g. when interviewing or transporting suspects/informants).    Maintains a log of TBI aircraft activity.    
Maintains a log of death row inmate transportation information from TDOC.    Maintains a log of connectivity issues.    
Maintains a log of radio transmission requests from TBI Special Agents and TDOC personnel.    Maintains a log of all 
entries into the safe containing the master key. Establishing and Maintaining Interpersonal Relationships:    Maintains 
harmonious work relationships with peers, TBI personnel and outside law enforcement agencies. Scheduling Work and 
Activities:    Schedules mandatory training for local and state law enforcement on TIES (Tennessee Information 
Enforcement System) and NCIC. Performing Administrative Activities:    Maintains and validates NCIC entry files (e.g. 
Wanted persons, stolen guns, missing persons).    Maintains personal leave and attendance records.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Priority Setting    Timely Decision Making    Command 
Competencies    Standing Alone    Action Oriented    Perseverance    Approachability    Composure    Integrity and 
TrustKnowledge:    Customer and Personal Service    Basic Computer and Electronics    Basic Clerical            Skills:    
Reading Comprehension    Judgment and Decision Making    Active Learning    Speaking    Active Listening    Critical 
Thinking    Basic Writing    Coordination    Service Orientation    Social Perceptiveness    Time Management Abilities:    
Oral Comprehension    Written Comprehension    Time Sharing    Speech Clarity    Speech Recognition    Finger Dexterity    
Deductive Reasoning    Oral Expression    Written Expression    Auditory Attention    Near Vision    Inductive Reasoning    
Problem Sensitivity    Selective Attention    Manual Dexterity    Detail Oriented    Integrity    Trustworthy    
Conscientiousness    Dependable    Self-Motivated 
 
Tools and Equipment Used: 
    Multiline Phones    Radios    Computers    Fax Machines    Copy Machines    Printers 
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077891 - CRIME LAB REGIONAL SUPERVISOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4154 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027002 - CRIMINAL APPEALS COURT JUDGE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1432 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027006 - CRIMINAL COURT JUDGE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1433 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038608 - CRIMINAL HISTORY EXAMINER 2* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1578 
 
Minimum Qualifications: 
Education and Experience: Two years of coursework at an accredited college or university, and one year of experience 
processing, receiving, filing and/or disseminating criminal history information within a criminal justice setting.  
Substitution of Experience for Education: Qualifying full-time professional experience in a criminal justice setting may be 
substituted for the required education to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal history examination work of average difficulty; 
performs related work as required. Distinguishing Features: ,This is the working-level class in the Criminal History 
Examiner sub-series. An employee in this class is responsible for analyzing, monitoring, and updating criminal history 
information. This class is flexibly staffed with and differs from that of Criminal History Examiner 1, in that an incumbent 
of the latter functions at the entry level. This class differs from that of Criminal History Examiner 3 in that an incumbent 
of the latter functions at the advanced working and/or lead level. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors Automated Records Management System (ARMS) for errors 
and rejections that did not populate into the Computerized Criminal History (CCH) and/or National Crime Information 
Center (NCIC).    Monitors and processes sex offender registry violators through the state registry, National Crime 
Information Center (NCIC), and Immigrations Customs Enforcement (ICE).    Monitors National Crime information Center 
(NCIC), Interstate Identification Index (III), National Instant Check System (NICS), State Identification Files (SID), and 
Immigrations Customs Enforcement (ICE) to ensure files have been received. Evaluating Information to Determine 
Compliance with Standards:    Verifies whether data on expungement orders matches the data in the criminal history 
database and has been properly signed by the judge.    Notarizes and documents criminal history background results for 
adoptions, immigration purposes, apostille procedures, attorneys, and/or employers.    Evaluates juvenile criminal 
history records to determine whether to release information to government and/or employment agencies.    Performs 
background checks for law enforcement agencies, employers, Federal Firearms Licensees (FFLs), and the general public.    
Evaluates hard copy (i.e., mailed in) fingerprint card descriptive data for accuracy.    Evaluates vendor contractors to 
determine whether criteria have been met.    Interprets arrest charge abbreviations for local, state, and federal law 
enforcement agencies and the general public. Judging the Quality of Things, Services, or People:    Evaluates quality of 
handwritten data to determine whether the expungement order should be rejected back to the submitting agency.    
Evaluates the descriptive data quality of applicant and/or criminal fingerprint cards.    Reviews applications and 
computerized criminal history sheets for errors. Identifying Objects, Actions, and Events:    Interprets and compares 
federal database and Federal Firearms Licensee (FFL) information to confirm criminal history matches. Updating and 
Using Relevant Knowledge:    Maintains Tennessee Information Enforcement Systems (TIES) certifications biennially.    
Utilizes current changes to Tennessee Code Annotated (TCA) codes to provide accurate responses to background checks. 
Making Decisions and Solving Problems:    Contacts local, state, and federal law enforcement agencies to correct 
submitted information [e.g. social security numbers, driver's license, alien registration, Originating Identifier (ORI)].    
Analyzes protection orders, warrants, expungement orders, and/or dispositions to determine the appropriate status of 
information provided.    Contacts local, state, and federal law enforcement agencies to receive updated fingerprint card 
and/or criminal history information. Interpreting the Meaning of Information for Others:    Translates and explains 
criminal justice terms, processes, procedures, and documentation to external vendors, the general public, local, state, 
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and federal law enforcement agencies, Federal Firearms Licensees (FFLs), attorneys, and court clerks. 
Documenting/Recording Information:    Documents and records personal information for notarized criminal background 
checks.    Enters and stores descriptive data, fingerprint cards, deceased records, and background check results in 
appropriate databases.    Logs daily disposition, expungement, gun check, rejection, diversions, criminal background, 
user agreement, hard copy fingerprint cards, and approval totals. Getting Information:    Provides diversion criminal 
history information to defendants, judges, attorneys, district attorneys, and court clerks.    Receives information from 
Federal Firearms Licensee (FFL) regarding purchaser and gun identifiers.    Forwards descriptive data from fingerprint 
card(s), after the second print quality rejection, to the FBI for a name search.    Responds to inquiries from TBI 
personnel, the general public, attorneys, and law enforcement agencies concerning Tennessee criminal history 
information and fingerprint submissions.    Contacts law enforcement and other government agencies to get clarification 
on criminal and/or applicant fingerprint submissions.    Contacts court clerks, local, state, and federal law enforcement 
agencies to compare, contrast, and/or delete expungement charges and/or criminal histories.    Provides criminal history 
information to TBI personnel, defendants, judges, attorneys, district attorneys, court clerks, and the general public.    
Receives criminal history information from local, state, and federal law enforcement agencies, court clerks, and the 
general public. Interacting with Computers:    Utilizes appropriate databases [i.e., Access databases, Computerized 
Criminal History (CCH) database, Automated Fingerprint Identification System (AFIS), Expungement database, Diversion 
database, Tennessee Open Records Information System (TORIS), Law Enforcement Online (LEO), I-Results, Tennessee 
Applicant Processing Services (TAPS), Tennessee Instant Check System (TICS), Immigration Customs Enforcement (ICE), 
and Automated Records Management System (ARMS)] to process data. Communicating with Persons Outside 
Organization:    Provides and communicates criminal history information to external vendors, local, state, and federal 
law enforcement agencies by telephone, in written form, e-mail, or in person. Analyzing Data or Information:    Analyzes 
criminal history descriptive data to determine appropriate response and notification.    Analyzes and classifies 
expungement orders into different categories (i.e., expungement orders sent to FBI for further processing, and 
expungement orders that are controlled by the TBI).    Analyzes dispositions and/or expungement orders to ensure 
accurate arrest information. Performing Administrative Duties:    Creates new accounts by entering all business or 
personal information (i.e., company name, contact, physical address, and contact information) and returns information 
to client about account information and billing process.    Enters court ordered expungement, disposition, diversion, 
identifying information, applicant and criminal background information into appropriate computer databases.    Logs 
disposition, expungement, and/or fingerprint rejections for quality, unauthorized purpose, or incomplete information.    
Prioritizes workload to make sure processes are carried out properly.    Opens and sorts mail. Communicating with 
Supervisors, Peers, or Subordinates:    Provides and communicates criminal history information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person. Establishing and Maintaining 
Interpersonal Relationships:    Cross-trains co-workers to improve and assist with job duties and responsibilities.    
Communicates with co-workers to improve and resolve work related issues and tasks.    Develops and maintains 
professional relationships within TBI to ensure integrity and quality of criminal history records. Performing General 
Physical Activities:    Stoops, climbs, walks, and/or balances to file and/or retrieve fingerprint cards, diversion 
applications, gun transactions, and court dispositions.    Walks to assist the general public, to retrieve mail and/or 
supplies, faxes, and print jobs. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Informing    Time Management    Conflict Management    
Perseverance    Written Communications    Listening    Patience    Self-Knowledge Knowledge:    Basic Clerical Knowledge    
Basic Customer and Personal Service Knowledge    Basic Law and Government Knowledge    Basic Public Safety and 
Security Knowledge Skills:    Active Learning Skills    Active Listening Skills    Reading Comprehension Skills    Critical 
Thinking Skills    Speaking Skills    Basic Service Orientation Skills    Judgment and Decision Making Skills    Time 
Management Skills Abilities:    Deductive Reasoning Ability    Oral Comprehension Ability    Memorization Ability    Oral 
Expression Ability    Written Comprehension Ability    Problem Sensitivity Ability    Selective Attention Ability    Time-
Sharing Ability    Written Expression Ability    Wrist Finger Speed Ability    Speech Clarity Ability    Speech Recognition 
Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine 
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038609 - CRIMINAL HISTORY EXAMINER 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1579 
 
Minimum Qualifications: 
Education and Experience:  Two years of college coursework at an accredited college or university and experience 
equivalent to three years of full-time experience processing, receiving, filing and/or disseminating criminal history 
information within a criminal justice setting. Substitution of Experience for Education: Qualifying full-time professional 
experience in a criminal justice setting may be substituted for the required education to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for criminal history examination advanced work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the advanced working and/or lead level 
in the Criminal History Examiner sub-series. An employee in this class is responsible for analyzing, monitoring, and 
updating complex criminal history information, relating to background checks, dispositions, diversions, fingerprint 
submissions, and/or expungement orders. This class differs from that of Criminal History Examiner 2, in that an 
incumbent of the latter functions at the working level. This class differs from that of CJIS Supervisor in that an incumbent 
of the latter is responsible for supervising individual Criminal Justice Information Systems (CJIS) Units. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Addresses and resolves complaints concerning complex criminal 
history information with external vendors, the general public, local, state, and federal law enforcement agencies, 
Federal Firearms Licensees (FFLs), attorneys, and court clerks. Monitor Processes, Materials, or Surroundings:    
Examines dispositions, diversions, fingerprint submissions, and/or expungement orders to verify and update criminal 
history information for employers, applicants, the general public, attorneys, local, state, and federal law enforcement 
agencies.    Monitors National Crime Information Center (NCIC) to add, delete and/or verify criminal history information 
(e.g., warrants, protection orders/ex-parte, dispositions, expungements, etc.).    Monitors Tennessee Applicant 
Processing System (TAPS), Tennessee Open Records Information Systems (TORIS), Computerized Criminal History (CCH), 
IQX/E-Agent, expungement, diversions, and/or appeals databases for quality and functionality.    Monitors Tennessee 
Applicant Processing System (TAPS), Tennessee Open Records Information Systems (TORIS), Computerized Criminal 
History (CCH), expungement, diversions, and/or appeals databases for errors.    Reviews fingerprint submissions for 
descriptive data. Evaluating Information to Determine Compliance with Standards:    Evaluates sex offender criminal 
history information to determine vendor contractor compliance with applicable laws.    Performs background checks for 
local and/or state law enforcement agencies, Federal Firearms Licensees (FFLs), attorneys, court clerks, employment 
agencies, and the general public in compliance with state and federal laws.    Determines appropriate dissemination of 
National Crime Information Center (NCIC) and/or Computerized Criminal History (CCH) information to the general 
public, courts, employers, attorneys, local, state, and federal law enforcement agencies.    Evaluates criminal history 
records to determine whether to include and/or release a record based on conviction as a juvenile or adult. Processing 
Information:    Modifies criminal history records in National Crime Information Center (NCIC), Automated Fingerprint 
Identification System (AFIS), and Computerized Criminal History (CCH) database in response to requests from law 
enforcement agencies.    Updates, modifies, and/or rejects hard card fingerprint submission descriptor information for 
processing. Getting Information:    Receives request inquiries from Federal Firearms Licensees (FFLs) and potential gun 
buyers for name search and gun search inquiries.    Receives and provides criminal history information from and/or to 
courts, attorneys, local, state, and federal law enforcement agencies.    Receives requests to obtain Originating Agency 
Identifier (ORI) numbers from employers, local, state, and federal law enforcement agencies. Communicating with 
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Persons Outside Organization:    Communicates with the general public, external vendors, employers, courts, attorneys, 
local, state, and federal law enforcement agencies regarding complex criminal history inquiries.    Ensures that customer 
related issues are resolved and/or directed to the appropriate unit. Training and Teaching Others:    Provides training to 
external customers (e.g., Federal Firearm Licensees, diversion applicants, etc.) on proper procedures.    Provides on-the-
job training to Criminal History Examiner levels 1 and 2 to improve skills.    Cross-trains TBI personnel for special projects 
other than primary duties and/or application of new databases. Identifying Objects, Actions, and Events:    Categorizes 
new classifications for fingerprint-based applicant background checks resulting from Tennessee legislation.    Compares 
and identifies National Crime Information Center (NCIC) criminal history arrests that match to determine if TBI can take 
control of a record. Updating and Using Relevant Knowledge:    Maintains and utilizes knowledge of current and new 
Tennessee and/or federal legislation, policies, and procedures that apply to criminal history processes.    Maintains 
Tennessee Information Enforcement System (TIES) certification biennially.    Receives training (e.g., FBI, TBI, etc.) on 
updated criminal history check procedures. Analyzing Data or Information:    Judges the quality of descriptive data, 
background checks, expungement orders, diversions, and dispositions to determine whether to accept or reject the 
submission.    Analyzes descriptor based duplicate entries in Computerized Criminal History (CCH) database. 
Communicating with Supervisors, Peers, or Subordinates:    Reviews and communicates corrections of errors relating to 
complex criminal history information and daily work processes.    Updates peers and supervisors on arising issues and 
resolutions relating to complex criminal history information.    Communicates with peers on updated/new changes in 
policies, legislation, and procedures.     Communicates new customer information and associated procedures within unit 
and with other TBI units as needed. Establishing and Maintaining Interpersonal Relationships:    Develops and maintains 
professional relationships within TBI to ensure integrity and quality of criminal history records.Performing 
Administrative Activities:    Compiles and sends letters (e.g., conditional proceeds, diversions, warrants, etc.) to potential 
gun buyers and Federal Firearms Licensees (FFLs).    Compiles Tennessee Department of Safety Handgun Report on a 
weekly basis.    Identifies and prioritizes daily tasks.    Enters daily statistics into appropriate databases. Performing 
General Physical Activities:    Stoops, climbs, walks, and/or balances to file and/or retrieve fingerprint cards, diversion 
applications, gun transactions, and court dispositions.    Walks to assist the general public, to retrieve mail and/or 
supplies, faxes, and print jobs. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                 Learning on the Fly                         Problem Solving                 Informing                           
Priority Setting                   Conflict Management                      Drive for Results                Composure                        Customer 
Focus                  Ethics and Values    Integrity and Trust          Knowledge:    Intermediate Customer and Personal Service 
Knowledge                            Intermediate Clerical Knowledge                            Intermediate Computers and Electronics 
Knowledge                       Intermediate Law and Government Knowledge Skills:    Active Learning Skills                      Active 
Listening Skills                     Critical Thinking Skills                     Reading Comprehension Skills                    Speaking Skills                   
Writing Skills                      Coordination Skills                          Instructing Skills                 Negotiation Skills                           
Service Orientation Skills                            Complex Problem Solving Skills                  Judgment and Decision Making Skills                      
Time Management Skills Abilities:    Inductive Reasoning Ability                         Information Ordering Ability                       
Oral Expression Ability                    Deductive Reasoning Ability                        Fluency of Ideas Ability                   Written 
Comprehension Ability                    Problem Sensitivity Ability                          Perceptual Speed Ability             
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine 
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062221 - CUSTODIAL WORKER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1885 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs custodial work of routine difficulty; and performs related work as 
required. Distinguishing Features: This is the entry-working class in the Custodial Worker sub-series. An employee in this 
class may be assigned to work any shift in providing custodial services at facilities. This class differs from that of 
Custodial Worker 2 in that an incumbent of the latter is responsible for acting as lead custodian. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums.Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:    Sweeps, mops, scrubs, strips, waxes and buffs floors by hand or by 
machine.    Cleans restrooms by sanitizing showers, toilets, cleaning sinks, washing floors and walls, cleaning mirrors, 
and emptying trash.    Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, 
vacuuming and shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    
Polices grounds to pick up trash and check for any other needed maintenance.Documenting/Recording Information:    
May keep simple records and makes routine reports of facility deficiencies and materials needed to accomplish 
work.Repairing and Maintaining Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Positive Attitude    Dealing with Ambiguity    ComposureSkills:    Basic skill in 
managing one’s own time    Basic skill in monitoring/assessing one’s own performance to make improvements or take 
corrective action    Basic skill in troubleshooting to determine causes of operating errors in equipment such as vacuum 
cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, twist, or reach with one’s body, 
arms, and/or legs    Ability to lift, push, pull, or carry objects    Ability to listen to and understand information and ideas 
presented through spoken words and sentences 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window squeegee 
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062221 - CUSTODIAL WORKER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1886 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs custodial work of routine difficulty; and performs related work as 
required. Distinguishing Features: This is the entry-working class in the Custodial Worker sub-series. An employee in this 
class may be assigned to work any shift in providing custodial services at facilities. This class differs from that of 
Custodial Worker 2 in that an incumbent of the latter is responsible for acting as lead custodian. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums.Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:    Sweeps, mops, scrubs, strips, waxes and buffs floors by hand or by 
machine.    Cleans restrooms by sanitizing showers, toilets, cleaning sinks, washing floors and walls, cleaning mirrors, 
and emptying trash.    Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, 
vacuuming and shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    
Polices grounds to pick up trash and check for any other needed maintenance.Documenting/Recording Information:    
May keep simple records and makes routine reports of facility deficiencies and materials needed to accomplish 
work.Repairing and Maintaining Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Positive Attitude    Dealing with Ambiguity    ComposureSkills:    Basic skill in 
managing one’s own time    Basic skill in monitoring/assessing one’s own performance to make improvements or take 
corrective action    Basic skill in troubleshooting to determine causes of operating errors in equipment such as vacuum 
cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, twist, or reach with one’s body, 
arms, and/or legs    Ability to lift, push, pull, or carry objects    Ability to listen to and understand information and ideas 
presented through spoken words and sentences 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window squeegee 
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062221 - CUSTODIAL WORKER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1887 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs custodial work of routine difficulty; and performs related work as 
required. Distinguishing Features: This is the entry-working class in the Custodial Worker sub-series. An employee in this 
class may be assigned to work any shift in providing custodial services at facilities. This class differs from that of 
Custodial Worker 2 in that an incumbent of the latter is responsible for acting as lead custodian. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums.Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:    Sweeps, mops, scrubs, strips, waxes and buffs floors by hand or by 
machine.    Cleans restrooms by sanitizing showers, toilets, cleaning sinks, washing floors and walls, cleaning mirrors, 
and emptying trash.    Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, 
vacuuming and shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    
Polices grounds to pick up trash and check for any other needed maintenance.Documenting/Recording Information:    
May keep simple records and makes routine reports of facility deficiencies and materials needed to accomplish 
work.Repairing and Maintaining Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Positive Attitude    Dealing with Ambiguity    ComposureSkills:    Basic skill in 
managing one’s own time    Basic skill in monitoring/assessing one’s own performance to make improvements or take 
corrective action    Basic skill in troubleshooting to determine causes of operating errors in equipment such as vacuum 
cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, twist, or reach with one’s body, 
arms, and/or legs    Ability to lift, push, pull, or carry objects    Ability to listen to and understand information and ideas 
presented through spoken words and sentences 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window squeegee 
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062221 - CUSTODIAL WORKER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1888 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs custodial work of routine difficulty; and performs related work as 
required. Distinguishing Features: This is the entry-working class in the Custodial Worker sub-series. An employee in this 
class may be assigned to work any shift in providing custodial services at facilities. This class differs from that of 
Custodial Worker 2 in that an incumbent of the latter is responsible for acting as lead custodian. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums.Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:    Sweeps, mops, scrubs, strips, waxes and buffs floors by hand or by 
machine.    Cleans restrooms by sanitizing showers, toilets, cleaning sinks, washing floors and walls, cleaning mirrors, 
and emptying trash.    Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, 
vacuuming and shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    
Polices grounds to pick up trash and check for any other needed maintenance.Documenting/Recording Information:    
May keep simple records and makes routine reports of facility deficiencies and materials needed to accomplish 
work.Repairing and Maintaining Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Positive Attitude    Dealing with Ambiguity    ComposureSkills:    Basic skill in 
managing one’s own time    Basic skill in monitoring/assessing one’s own performance to make improvements or take 
corrective action    Basic skill in troubleshooting to determine causes of operating errors in equipment such as vacuum 
cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, twist, or reach with one’s body, 
arms, and/or legs    Ability to lift, push, pull, or carry objects    Ability to listen to and understand information and ideas 
presented through spoken words and sentences 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window squeegee 
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062221 - CUSTODIAL WORKER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1889 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs custodial work of routine difficulty; and performs related work as 
required. Distinguishing Features: This is the entry-working class in the Custodial Worker sub-series. An employee in this 
class may be assigned to work any shift in providing custodial services at facilities. This class differs from that of 
Custodial Worker 2 in that an incumbent of the latter is responsible for acting as lead custodian. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums.Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:    Sweeps, mops, scrubs, strips, waxes and buffs floors by hand or by 
machine.    Cleans restrooms by sanitizing showers, toilets, cleaning sinks, washing floors and walls, cleaning mirrors, 
and emptying trash.    Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, 
vacuuming and shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    
Polices grounds to pick up trash and check for any other needed maintenance.Documenting/Recording Information:    
May keep simple records and makes routine reports of facility deficiencies and materials needed to accomplish 
work.Repairing and Maintaining Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Positive Attitude    Dealing with Ambiguity    ComposureSkills:    Basic skill in 
managing one’s own time    Basic skill in monitoring/assessing one’s own performance to make improvements or take 
corrective action    Basic skill in troubleshooting to determine causes of operating errors in equipment such as vacuum 
cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, twist, or reach with one’s body, 
arms, and/or legs    Ability to lift, push, pull, or carry objects    Ability to listen to and understand information and ideas 
presented through spoken words and sentences 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window squeegee 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062222 - CUSTODIAL WORKER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1894 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1895 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1896 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1897 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1898 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1899 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062222 - CUSTODIAL WORKER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1900 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime custodial work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs custodial work of average difficulty which usually includes leading 
others; and performs related work as required. Distinguishing Features: This is the lead class in the Custodial Worker 
sub-series. An employee in this class may be assigned to work any shift in leading a small number of custodial workers at 
a facility. This class differs from that of Custodial Worker 1 in that an incumbent of the latter does not act as a lead 
person on a permanent basis. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the 
latter is responsible for supervising a moderate-sized group of custodial personnel. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     Operates and/or utilizes a variety of custodial related tools 
and equipment, including floor washing machines, buffers, and vacuums. Handling and Moving Objects:    Moves 
furniture.Performing General Physical Activities:     Performs or leads others in performing duties such as sweeping, 
mopping, scrubbing, stripping, waxing, and buffing floors by hand or by machine.    Cleans restrooms by sanitizing 
toilets, cleaning sinks, washing floors and walls, cleaning mirrors, and emptying trash.    Cleans and sanitizes showers.    
Cleans offices, hospital facilities, state park inns and cabins, or other facilities by dusting furniture, vacuuming and 
shampooing carpets, washing walls and windows, emptying trash, and straightening work areas.    Polices grounds to 
pick up trash and check for any other needed maintenance.Documenting/Recording Information:    Keeps simple records 
and makes routine reports of facility deficiencies and materials needed to accomplish work.Repairing and Maintaining 
Mechanical Equipment:    Performs light maintenance of equipment utilized. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Directing Others    Positive Attitude    Motivating Others    Decision Quality    
Problem Solving    Dealing with Ambiguity    ComposureKnowledge:    Basic knowledge of principles, equipment, and 
chemicals involved in cleaning workSkills:    Basic skill in managing one’s own time and the time of others    Basic skill in 
teaching others how to do something    Basic skill in monitoring/assessing performance of self or others to make 
improvements or take corrective action    Basic skill in troubleshooting to determine causes of operating errors in 
equipment such as vacuum cleaners, floor buffers, or other custodial equipmentAbilities:    Ability to bend, stretch, 
twist, or reach with one’s body, arms, and/or legs    Ability to lift, push, pull, or carry objects      Ability to communicate 
information in speaking so others will understand    Ability to listen to and understand information presented through 
spoken words and sentences    Ability to read and understand information presented in writing 
 
Tools and Equipment Used: 
    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops and Dust mops    
Window Squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1903 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1904 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1905 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1906 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1907 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062223 - CUSTODIAL WORKER SUPV 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1908 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of increasingly responsible full-time custodial work, 
including at least one year in a lead capacity. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of average difficulty in supervising a 
moderate-sized custodial staff either as subordinate to a custodial worker supervisor of higher level in a very large 
custodial services organization or as chief custodian in an organization with fewer members of total custodial staff; and 
performs related work as required. Distinguishing Features:  This is the first full supervisory class in the Custodial Worker 
sub-series. This class differs from that of Custodial Worker 2 in that an incumbent of the latter acts as a lead worker, 
whereas the Custodial Worker Supervisor 1 acts as a full supervisor. This class differs from that of Custodial Worker 
Supervisor 2 in that an incumbent of the latter is responsible for supervising a large custodial staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a moderate-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct. Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports. Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention. Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:     Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window squeegee 
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062224 - CUSTODIAL WORKER SUPV 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1762 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time custodial work 
including, at least, two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of considerable difficulty in 
supervising a relatively large-sized custodial staff, or is responsible for the custodial services at a moderate-sized facility; 
and performs related work as required. Distinguishing Features:  This is the second full supervisory class in the Custodial 
Worker sub-series. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the latter is 
responsible for supervising a moderate-sized custodial staff. This class differs from higher level labor and trades classes 
in that incumbents of the latter have duties of broader scope. This class differs from those in the Executive Housekeeper 
sub-series in that incumbents of the latter are responsible for all housekeeping functions at a mental health institute or 
an intellectual and developmental disabilities facility and also supervise employees of this class. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a large-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct.Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports.Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention.Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:    Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window Squeegee 
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062224 - CUSTODIAL WORKER SUPV 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1763 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time custodial work 
including, at least, two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of considerable difficulty in 
supervising a relatively large-sized custodial staff, or is responsible for the custodial services at a moderate-sized facility; 
and performs related work as required. Distinguishing Features:  This is the second full supervisory class in the Custodial 
Worker sub-series. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the latter is 
responsible for supervising a moderate-sized custodial staff. This class differs from higher level labor and trades classes 
in that incumbents of the latter have duties of broader scope. This class differs from those in the Executive Housekeeper 
sub-series in that incumbents of the latter are responsible for all housekeeping functions at a mental health institute or 
an intellectual and developmental disabilities facility and also supervise employees of this class. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a large-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct.Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports.Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention.Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:    Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window Squeegee 
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062224 - CUSTODIAL WORKER SUPV 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1764 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time custodial work 
including, at least, two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of considerable difficulty in 
supervising a relatively large-sized custodial staff, or is responsible for the custodial services at a moderate-sized facility; 
and performs related work as required. Distinguishing Features:  This is the second full supervisory class in the Custodial 
Worker sub-series. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the latter is 
responsible for supervising a moderate-sized custodial staff. This class differs from higher level labor and trades classes 
in that incumbents of the latter have duties of broader scope. This class differs from those in the Executive Housekeeper 
sub-series in that incumbents of the latter are responsible for all housekeeping functions at a mental health institute or 
an intellectual and developmental disabilities facility and also supervise employees of this class. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a large-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct.Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports.Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention.Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:    Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window Squeegee 
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062224 - CUSTODIAL WORKER SUPV 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1765 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time custodial work 
including, at least, two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory custodial work of considerable difficulty in 
supervising a relatively large-sized custodial staff, or is responsible for the custodial services at a moderate-sized facility; 
and performs related work as required. Distinguishing Features:  This is the second full supervisory class in the Custodial 
Worker sub-series. This class differs from that of Custodial Worker Supervisor 1 in that an incumbent of the latter is 
responsible for supervising a moderate-sized custodial staff. This class differs from higher level labor and trades classes 
in that incumbents of the latter have duties of broader scope. This class differs from those in the Executive Housekeeper 
sub-series in that incumbents of the latter are responsible for all housekeeping functions at a mental health institute or 
an intellectual and developmental disabilities facility and also supervise employees of this class. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises and evaluates a large-sized staff 
performing custodial work.    Counsels subordinates on work problems.    Conducts performance evaluations of 
employees.    Enforces simple rules such as may relate to dress code and conduct.Documenting/Recording Information:    
Keeps time and attendance records on employees.    Maintains various records and reports such as biohazard reports, 
laundry and linen reports and other related reports.Performing Administrative Activities:    Completes requisitions to 
order supplies for work unit.    Completes work requests to have equipment repaired.Staffing Organizational Units:    
Interviews applicants and makes hiring recommendations.    Makes recommendations on human resources actions such 
as promotions, demotions, transfers, suspension or retention.Performing General Physical Activities:    Performs general 
custodial work as required. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Conflict Management    Dealing with Ambiguity    Problem Solving    Directing 
Others    Motivating Others    Positive Attitude    Decision Quality    Composure    Building Effective TeamsKnowledge:     
Basic knowledge of principles, equipment, and chemicals involved in cleaning workSkills:    Basic skill in teaching others 
how to do something    Basic skill in managing one’s own time and the time of others    Basic skill in monitoring/assessing 
performance of self or other individuals to make improvements or take corrective action    Basic skill in troubleshooting 
to determine causes of operating errors in equipment such as vacuum cleaners, floor buffers, or other custodial 
equipmentAbilities:    Ability to listen to and understand information and ideas presented through spoken words and 
sentences    Ability to read and understand information and ideas presented in writing    Ability to bend, stretch, twist, or 
reach with one’s body, arms, and/or legs    Ability to communicate information and ideas in speaking so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Floor Buffer    Vacuum cleaner and vacuum cleaning caddy    Riding floor scrubber    Wet mops 
and Dust mops    Window Squeegee 
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073055 - CUSTOMER SERVICE CENTER MGR 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3170 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in one or a combination of the following: management, administrative support, customer service, or call 
center experience. Substitution of Experience for Education: Qualifying management, administrative support, customer 
service, or call center experience may substitute for the required education, on a year-for-year basis, to a maximum of 
four years. Substitution of Education for Experience: Additional graduate course work credit received from an accredited 
college or university may substitute for the required experience, on a year-for-year basis, to a maximum of two years. 
OR Experience equivalent to one year as a Customer Service Center Representative 3 with the State of Tennessee.    
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory work of average difficulty exercising supervision over a 
group of customer service representatives, customer service work of considerable difficulty, and administrative work of 
average difficulty, and performs related work as required. Distinguishing Features: This is the first managerial class in the 
Customer Service Center Representative series.  An employee in this class is responsible for providing high level 
customer service to Departmental customers and supervising customer service representatives engaged in customer 
service responsibilities.  This class differs from the Customer Service Center Representative 3 in that an incumbent of the 
latter functions as a lead and may supervise a small group of Customer Service Representatives.  
 
Work Activities: 
Processing Information  Builds and compiles reports as requested or needed by Division leadership. Judging the Qualities 
of Things, Services, or People  Assesses staff performance. Performs call audits to ensure customer service principles are 
followed. Getting Information  Collects metrics, licensee data, and reports from appropriate systems. Gathers 
information from employees related to customer service trends, escalated matters, system malfunctions, or other areas 
of concern. Receives relevant information from general public and stakeholders. Thinking Creatively  Makes 
recommendations on process improvements to increase efficiency and efficacy of Customer Service Center. Develops 
new ways to provide increased customer service to internal and external customers. Devises ways to improve employee 
experience and engagement within Customer Service Center. Provide Consultation and Advice to Others  Provides 
recommendations on improvements to strategies and processes. Selling or Influencing Others  Sells service to 
Departmental stakeholders. Influences and motivates staff to increase job performance and productivity. Interpreting 
the Meaning of Information for Others  Interprets customer information for escalated inquiries and provides guidance to 
customers based on program area processes and procedures. Interprets new information on processes and procedures 
and provides updated information to staff and/or customers. Coaching and Developing Others  Mentors newer staff 
members and implements initial onboarding and training. Develops standard operating procedures and training manual 
to provide instruction on basic task performance. Coaches team members based on performance metrics. Identifies 
developmental opportunities for cross-training and program specialization. Identifies developmental opportunities that 
may be appropriate for customer service staff. Developing Objectives and Strategies  Develops motivational strategies to 
enhance employee investment and engagement within the program area. Coordinates with leadership in the 
development of performance goals. Organizing, Planning, and Prioritizing Work  Assesses staff volume, staff expertise, 
call volume, and urgent tasks to prioritize assignment of staff. Documenting/Recording Information  Documents team 
performance to ensure accurate information is used in performance evaluation. Analyzing Data or Information  Analyzes 
employee metrics to address productivity and performance. Analyzes external customer usage of website and systems. 
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Monitors and analyzes system usage to determine workflow and staff activity. Analyzes call volumes to determine 
appropriate scheduling. Analyzes customer inquiries and trends to ensure efficiency. Making Decisions and Solving 
Problems  Utilizes process feedback to make recommendations and improvements to practices. Establishing and 
Maintaining Interpersonal Relationships  Works closely with team to establish a good working relationship and 
environment. Establishes and maintains good working relationships with Departmental staff, including, but not limited 
to legal team, Fiscal Services, Divisional directors, Human Resources, and STS. Communicating with Persons Outside 
Organization  Handles all matters escalated from lead personnel. Communicates with vendors and other outside 
organizations to obtain or provide required information, correct errors, or for clarification purposes. Communicates 
policies and practices to customers for clarification and education purposes. Resolving Conflicts and Negotiating with 
Others  Handles complaints and grievances from internal and external customers. Resolves team conflicts without 
escalation to leadership. Communicating with Supervisors, Peers, or Subordinates  Provides regular updates to upper 
management and other internal business partners on the status of projects or other assigned work. Maintains an open 
dialogue with internal business partners to ensure effective and efficient communication. Conducts regular staff 
meetings to address updates, progress, and issues. Interacting with Computers  Utilizes programs specific to program 
area to monitor metrics and pull reports. Utilizes office productivity software, including programs specific to word 
processing, spreadsheets, and instant messaging to complete work activities. Monitor Processes, Materials, or 
Surroundings  Notes call volume to minimize issues and appropriately schedule representatives based on call volume 
and renewal schedules. Monitors system functionality. Monitors cameras, calls, and customer inquiries to ensure 
processes are followed and note trends. Monitors representative availability and ticket assignment. Monitors inquiry 
placement within appropriate board or commission to ensure inquiry is answered timely. Monitors help desk and FAQ to 
ensure information is accurate and up-to-date. Updating and Using Relevant Knowledge  Uses updated information to 
communicate new information via FAQ or website. Gathers information related to changes or improvements in program 
area tools, equipment, and systems. Attends relevant training to improve knowledge and skills. Staffing Organizational 
Units  Conducts interviews for job candidates and provides recommendation on candidate(s) to hire. Performing 
Administrative Activities  Conducts performance evaluations for staff and enters into system. Reconciles data with Fiscal 
Services as it relates to cash office and cash collected. Maintains customer inquiries as needed, including assignment 
and closure. Responsible for voiding transactions in cash office. Responds to emails, phone calls, and other 
correspondence. Enters and approves time and leave requests. Identifying Objects, Actions, and Events  Works with 
directors to identify annual events that may impact call volume and scheduling. Scheduling Work and Activities  
Develops schedules for staff assignment. Schedules regular team meetings. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Problem Solving Directing Others Building Effective Teams Drive for Results 
Functional/Technical Competency Priority Setting Developing Direct Reports and Others Interpersonal Savvy Motivating 
Others Knowledge:  Intermediate Knowledge of Customer Service Intermediate Knowledge of Administration and 
Management Intermediate Knowledge of Call Center Practices Basic Knowledge of Personnel and Human Resources 
Skills:  Process Improvement Complex Problem Solving Intermediate Computer Skills Speaking Active Listening 
Instructing Critical Thinking Monitoring Time Management Management of Personnel Resources Negotiation 
Management of Material Resources Abilities:  Deductive Reasoning Problem Sensitivity Speech Clarity Oral 
Comprehension Oral Expression Inductive Reasoning Visualization 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073056 - CUSTOMER SERVICE CENTER MGR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3187 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in one or a combination of the following: management, administrative support, customer service, or call 
center experience; including at least one year in a supervisory role. Substitution of Experience for Education: Qualifying 
management, administrative support, customer service, or call center experience may substitute for the required 
education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional 
graduate course work credit received from an accredited college or university may substitute for the required 
experience, on a year-for-year basis, to a maximum of two years; there being no substitution for the required 
supervisory experience.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managing a customer service center and supervisory work of considerable 
difficulty exercising supervision over a large group of customer service representatives; and performs related work as 
required.                                                                                                   Distinguishing Features: This is the second managerial 
class in the Customer Service Center Representative series. An employee in this class is responsible for providing 
strategic direction for the customer service center, serving as a liaison between partnered departmental customers, and 
managing a large staff of customer service representatives. This class differs from the Customer Service Center Manager 
1 in that an incumbent of the latter oversees a smaller staff and has a more operational role.   
 
Work Activities: 
1. Assists in the direction of operations for the customer service center: develops short and long term goals; manages 
workflow processes and implements changes to improve service quality; develops and reviews service center's standard 
operating procedure manual, work flows, and map templates; provides recommendations for changes to service center 
policies and procedures; ensures compliance with policy and procedures. 2. Assigns, trains, supervises, and evaluates 
subordinate staff and their work: makes recommendations and decisions on human resources actions such as 
employment, promotion, demotion, etc.; develops job performance plans; conducts periodic meetings; performs call 
audits; provides performance feedback and developmental guidance for assigned subordinates; distributes workload 
and task assignments. 3. Consults with internal and external clients, vendors, and other departmental leadership: 
educates clients about services provided; sells service to departmental stakeholders; surveys clients regarding needs, 
complaints, and suggestions; investigates and resolves complaints or escalated issues from clients; communicates with 
vendors and other outside organizations to correct errors or to provide required information; reconciles data with Fiscal 
Services as it relates to cash office and cash collected. 4. Reviews daily and monthly reports: analyzes call volumes to 
determine appropriate scheduling; determines peaks and trends; collects and monitors metrics of customer service 
center representatives; gathers information related to customer service trends; provides periodic progress reports to 
management regarding staff performance; builds and compiles reports as requested or needed by Division leadership. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Business Acumen Decision Quality Managerial Courage Delegation Drive for Results 
Hiring and Staffing Functional/Technical Competency Planning Developing Direct ReportsKnowledge: Administration and 
Management Customer and Personal Service Personnel and Human ResourcesSkills: Management of Personnel 
Resources Complex Problem Solving Judgment and Decision Making Management of Material Resources Negotiation 
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Instructing Active Listening Speaking Critical Thinking Time ManagementAbilities: Deductive Reasoning Inductive 
Reasoning Visualization Oral Expression Oral Comprehension Speech Clarity Written Comprehension 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Phone 
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073048 - CUSTOMER SERVICE CENTER REP 1* 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3361 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time work in one or a combination of the following: administrative support, customer service, or call 
center experience. Substitution of Education for Experience: Course work credit received from an accredited college or 
university may substitute for the required experience on a year-for-year basis to a maximum of three years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for performing customer service work of routine difficulty. 
Distinguishing Features: This is the entry-level class in the Customer Service Center Representative series.  An employee 
in this class is responsible for performing routine customer service duties within an assigned scope.  This class differs 
from that of the Customer Service Center Representative 2, in that an incumbent of the latter is responsible for handling 
a wider variety of customer service inquiries of average difficulty. ,An applicant appointed to this flexibly staffed class 
will be reclassified to the next higher class in the series after successful completion of a mandatory one-year training 
period; inadequate or marginal performance during the training period will result in automatic demotion or termination.  
 
Work Activities: 
Communicating with Persons Outside Organization  Provides customer service via phone to external customers. Answers 
customer inquiries via chat, email, and other electronic means. Evaluating Information to Determine Compliance with 
Standards  Ensures all responses provided to customers are in accordance with established practices, guidelines, rules, 
and regulations. Performing for or Working Directly with the Public  Provides customer service in accordance with 
standard operating procedures and guidelines to maintain positive customer relationships. Establishing and Maintaining 
Interpersonal Relationships  Works to establish professional working relationships with staff, internal customers, and 
external customers. Resolving Conflicts and Negotiating with Others  Resolves simple conflicts without supervisory input 
to ensure timely and efficient performance and maintain positive working relationships. Creates and maintains 
respectful workplace to minimize conflicts. Interpreting the Meaning of Information for Others  Educates customers on 
departmental practices and terminology related to program specialization. Updating and Using Relevant Knowledge  
Stays up-to-date with changes in systems and processes. Attends training to develop knowledge and skills. Monitors 
FAQs and submits suggestions for supervisory review. Getting Information  Asks relevant probing questions to gather 
information from customers and peers. Gathers information from boards and commissions relevant to each customer 
inquiry. Views help desk information and manuals to gather information relevant to customer inquiries. Looks up and 
verifies licensing information in applicable database. Receives inquiries and supporting details from external customers. 
Receives updated information from supervisor related to program area operations. Thinking Creatively  Works with 
team to develop new ideas, processes, and recommendations to present to supervisor. Interacting with Computers  
Utilizes office productivity software, including programs specific to word processing, spreadsheets, and instant 
messaging to complete tasks. Utilizes programs specific to program area to monitor metrics. Documenting/Recording 
Information  Notates information specific to customer inquiries upon transition of inquiry to board or commission. 
Creates and maintains templates, FAQs, and other sources of information to ensure the accuracy of information 
provided to customers and increase efficiency. Documents inquiries not resolved at the Representative level with 
answers to broaden knowledge base. Monitor Processes, Materials, or Surroundings  Monitors and reports trends in 
Customer Service Center that may indicate problems or areas for development. Monitors help desk to recommend 
improvements in content or navigation. Monitors help desk activity and seeks out ways to address customers with 
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concerns online. Performing Administrative Activities  Responds to emails and other correspondence as required. Enters 
time and leave requests for supervisory review and approval in accordance with departmental procedure. Processing 
Information  Verifies pertinent information for each inquiry, including licensing information. Communicating with 
Supervisors, Peers, or Subordinates  Communicates openly with staff and supervisors regarding information, questions, 
or solutions to questions. Collaborates with more experienced staff to build knowledge related to programs outside 
assigned scope. Coordinates with board and commission staff to address inquiries on an as-needed basis.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Composure Problem Solving Written Communications Drive for Results 
Dealing with Ambiguity Interpersonal Savvy Technical Learning Perseverance Knowledge:  Basic Knowledge of Customer 
Service Basic Knowledge of Call Center Practices Basic Clerical Knowledge Skills:  Active Listening Problem Solving 
Intermediate Computer Skills Speaking Active Learning Critical Thinking Time Management Writing Service Orientation 
Learning Strategies Monitoring Persuasion Abilities:  Written Comprehension Auditory Attention Written Expression Oral 
Expression Speech Clarity Oral Comprehension Deductive Reasoning Speech Recognition Problem Sensitivity Inductive 
Reasoning Selective Attention 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073048 - CUSTOMER SERVICE CENTER REP 1* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  7916 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time work in one or a combination of the following: administrative support, customer service, or call 
center experience. Substitution of Education for Experience: Course work credit received from an accredited college or 
university may substitute for the required experience on a year-for-year basis to a maximum of three years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing customer service work of routine difficulty. 
Distinguishing Features: This is the entry-level class in the Customer Service Center Representative series.  An employee 
in this class is responsible for performing routine customer service duties within an assigned scope.  This class differs 
from that of the Customer Service Center Representative 2* in that an incumbent of the latter is responsible for 
handling a wider variety of customer service inquiries of average difficulty. *An applicant appointed to this flexibly 
staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory one-
year training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Communicating with Persons Outside Organization  Provides customer service via phone to external customers. Answers 
customer inquiries via chat, email, and other electronic means. Evaluating Information to Determine Compliance with 
Standards  Ensures all responses provided to customers are in accordance with established practices, guidelines, rules, 
and regulations. Performing for or Working Directly with the Public  Provides customer service in accordance with 
standard operating procedures and guidelines to maintain positive customer relationships. Establishing and Maintaining 
Interpersonal Relationships  Works to establish professional working relationships with staff, internal customers, and 
external customers. Resolving Conflicts and Negotiating with Others  Resolves simple conflicts without supervisory input 
to ensure timely and efficient performance and maintain positive working relationships. Creates and maintains 
respectful workplace to minimize conflicts. Interpreting the Meaning of Information for Others  Educates customers on 
departmental practices and terminology related to program specialization. Updating and Using Relevant Knowledge  
Stays up-to-date with changes in systems and processes. Attends training to develop knowledge and skills. Monitors 
FAQs and submits suggestions for supervisory review. Getting Information  Asks relevant probing questions to gather 
information from customers and peers. Gathers information from boards and commissions relevant to each customer 
inquiry. Views help desk information and manuals to gather information relevant to customer inquiries. Looks up and 
verifies licensing information in applicable database. Receives inquiries and supporting details from external customers. 
Receives updated information from supervisor related to program area operations. Thinking Creatively  Works with 
team to develop new ideas, processes, and recommendations to present to supervisor. Interacting with Computers  
Utilizes office productivity software, including programs specific to word processing, spreadsheets, and instant 
messaging to complete tasks. Utilizes programs specific to program area to monitor metrics. Documenting/Recording 
Information  Notates information specific to customer inquiries upon transition of inquiry to board or commission. 
Creates and maintains templates, FAQs, and other sources of information to ensure the accuracy of information 
provided to customers and increase efficiency. Documents inquiries not resolved at the Representative level with 
answers to broaden knowledge base. Monitor Processes, Materials, or Surroundings  Monitors and reports trends in 
Customer Service Center that may indicate problems or areas for development. Monitors help desk to recommend 
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improvements in content or navigation. Monitors help desk activity and seeks out ways to address customers with 
concerns online. Performing Administrative Activities  Responds to emails and other correspondence as required. Enters 
time and leave requests for supervisory review and approval in accordance with departmental procedure. Processing 
Information  Verifies pertinent information for each inquiry, including licensing information. Communicating with 
Supervisors, Peers, or Subordinates  Communicates openly with staff and supervisors regarding information, questions, 
or solutions to questions. Collaborates with more experienced staff to build knowledge related to programs outside 
assigned scope. Coordinates with board and commission staff to address inquiries on an as-needed basis. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Composure Problem Solving Written Communications Drive for Results 
Dealing with Ambiguity Interpersonal Savvy Technical Learning Perseverance Knowledge:  Basic Knowledge of Customer 
Service Basic Knowledge of Call Center Practices Basic Clerical Knowledge Skills:  Active Listening Problem Solving 
Intermediate Computer Skills Speaking Active Learning Critical Thinking Time Management Writing Service Orientation 
Learning Strategies Monitoring Persuasion Abilities:  Written Comprehension Auditory Attention Written Expression Oral 
Expression Speech Clarity Oral Comprehension Deductive Reasoning Speech Recognition Problem Sensitivity Inductive 
Reasoning Selective Attention  
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073049 - CUSTOMER SERVICE CENTER REP 2* 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3372 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying management, administrative support, customer service, or call center experience 
may substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for performing customer service work of average difficulty.                   
Distinguishing Features: This is the working level classification in the Customer Service Center Representative series.  An 
employee in this class is responsible for performing customer service duties on behalf of the Department.  This class 
differs from the Customer Service Center Representative 3 in that an incumbent of the latter is responsible for handling 
the most complex customer service inquiries and may supervise a small staff.  This class differs from the Customer 
Service Center Representative 1, in that an incumbent of the latter functions at the entry level and handles customer 
service inquiries within a narrow scope.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards  Ensures all responses provided to customers are in 
accordance with established practices, guidelines, rules, and regulations. Performing for or Working Directly with the 
Public  Facilitates the processing of payments to ensure a positive customer experience. Provides customer service in 
accordance with standard operating procedures and guidelines to maintain positive customer relationships. 
Communicating with Persons Outside Organization  Provides customer service via phone to external customers. Answers 
customer inquiries via chat, email and other electronic means. Serves as first point of contact for all customers in cash 
office. Processing Information  Compiles report with information from cash office transactions. Verifies payment due 
date, method, and amount with payment presented. Verifies pertinent information for each inquiry, including licensing 
information. Interpreting the Meaning of Information for Others  Educates customers on departmental practices and 
terminology. Provides guidance to coworkers related to program specification. Thinking Creatively  Works independently 
to understand customer needs in cash office and develop an appropriate solution. Works with team to develop new 
ideas, processes, and recommendations for presentation to supervisor. Monitor Processes, Materials, or Surroundings  
Monitors and reports trends in Customer Service Center that may indicate problems or areas for development. Monitors 
help desk to recommend improvements in content or navigation. Monitors help desk activity and seeks out ways to 
proactively address customers with concerns online. Establishing and Maintaining Interpersonal Relationships  Works to 
establish professional working relationships with staff, internal customers, and external customers. Getting Information  
Asks relevant probing questions to gather information from customers. Coordinates with Fiscal to gather allocation 
codes or payment information. Looks up and verifies licensing information in applicable databases. Gathers information 
from boards and commissions relevant to each customer inquiry. Receives updated information from supervisor related 
to program area operations. Views help desk information and manuals to gather information relevant to customer 
inquiries. Receives inquiries and supporting details from external customers. Coaching and Developing Others  Provides 
guidance and information on areas of specialization, which may include cross training. May serve as a mentor for less 
experienced Representatives and provide information related to practices and procedures. Resolving Conflicts and 
Negotiating with Others  Resolves simple conflicts without supervisory input to ensure timely and efficient performance 
and maintain positive working relationships. Creates and maintains respectful workplace to minimize conflicts. Updating 
and Using Relevant Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits 
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suggestions for supervisory review. Attends training to develop knowledge and skills. Documenting/Recording 
Information  Documents inquiries not resolved at the Representative level with answers to broaden knowledge base. 
Notates information specific to customer inquiries upon transition of inquiry to board or commission. Creates and 
maintains templates, FAQs, and other sources of information to ensure the accuracy of information provided to 
customers and increase efficiency. Interacting with Computers  Utilizes office productivity software, including programs 
specific to word processing, spreadsheets, and instant messaging to complete work activities. Utilizes programs specific 
to program area to monitor metrics. Training and Teaching Others  May provide training on standard operating 
procedures. Communicating with Supervisors, Peers, or Subordinates  Communicates openly with staff and supervisors 
regarding information, questions, or solutions to questions. Coordinates with board and commission staff to address 
inquiries on an as-needed basis. Performing Administrative Activities  Follows standard operating procedures related to 
administrative responsibilities in cash office, including opening and closing procedures. Enters time and leave requests 
for supervisory review and approval in accordance with departmental procedure. Responds to emails and other 
correspondence as required.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Composure Problem Solving Integrity and Trust Written Communications 
Decision Quality Interpersonal Savvy Drive for Results Learning on the Fly Knowledge:  Intermediate Knowledge of 
Customer Service Basic Knowledge of Call Center Practices Basic Clerical Knowledge Skills:  Speaking Problem Solving 
Active Listening Critical Thinking Intermediate Computer Skills Service Orientation Writing Active Learning Time 
Management Instructing Persuasion Social Perceptiveness Abilities:  Written Expression Oral Expression Written 
Comprehension Speech Clarity Oral Comprehension Auditory Attention Problem Sensitivity Speech Recognition 
Deductive Reasoning Selective Attention Inductive Reasoning 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073049 - CUSTOMER SERVICE CENTER REP 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3373 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying management, administrative support, customer service, or call center experience 
may substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for performing customer service work of average difficulty.                   
Distinguishing Features: This is the working level classification in the Customer Service Center Representative series.  An 
employee in this class is responsible for performing customer service duties on behalf of the Department.  This class 
differs from the Customer Service Center Representative 3 in that an incumbent of the latter is responsible for handling 
the most complex customer service inquiries and may supervise a small staff.  This class differs from the Customer 
Service Center Representative 1, in that an incumbent of the latter functions at the entry level and handles customer 
service inquiries within a narrow scope.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards  Ensures all responses provided to customers are in 
accordance with established practices, guidelines, rules, and regulations. Performing for or Working Directly with the 
Public  Facilitates the processing of payments to ensure a positive customer experience. Provides customer service in 
accordance with standard operating procedures and guidelines to maintain positive customer relationships. 
Communicating with Persons Outside Organization  Provides customer service via phone to external customers. Answers 
customer inquiries via chat, email and other electronic means. Serves as first point of contact for all customers in cash 
office. Processing Information  Compiles report with information from cash office transactions. Verifies payment due 
date, method, and amount with payment presented. Verifies pertinent information for each inquiry, including licensing 
information. Interpreting the Meaning of Information for Others  Educates customers on departmental practices and 
terminology. Provides guidance to coworkers related to program specification. Thinking Creatively  Works independently 
to understand customer needs in cash office and develop an appropriate solution. Works with team to develop new 
ideas, processes, and recommendations for presentation to supervisor. Monitor Processes, Materials, or Surroundings  
Monitors and reports trends in Customer Service Center that may indicate problems or areas for development. Monitors 
help desk to recommend improvements in content or navigation. Monitors help desk activity and seeks out ways to 
proactively address customers with concerns online. Establishing and Maintaining Interpersonal Relationships  Works to 
establish professional working relationships with staff, internal customers, and external customers. Getting Information  
Asks relevant probing questions to gather information from customers. Coordinates with Fiscal to gather allocation 
codes or payment information. Looks up and verifies licensing information in applicable databases. Gathers information 
from boards and commissions relevant to each customer inquiry. Receives updated information from supervisor related 
to program area operations. Views help desk information and manuals to gather information relevant to customer 
inquiries. Receives inquiries and supporting details from external customers. Coaching and Developing Others  Provides 
guidance and information on areas of specialization, which may include cross training. May serve as a mentor for less 
experienced Representatives and provide information related to practices and procedures. Resolving Conflicts and 
Negotiating with Others  Resolves simple conflicts without supervisory input to ensure timely and efficient performance 
and maintain positive working relationships. Creates and maintains respectful workplace to minimize conflicts. Updating 
and Using Relevant Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits 
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suggestions for supervisory review. Attends training to develop knowledge and skills. Documenting/Recording 
Information  Documents inquiries not resolved at the Representative level with answers to broaden knowledge base. 
Notates information specific to customer inquiries upon transition of inquiry to board or commission. Creates and 
maintains templates, FAQs, and other sources of information to ensure the accuracy of information provided to 
customers and increase efficiency. Interacting with Computers  Utilizes office productivity software, including programs 
specific to word processing, spreadsheets, and instant messaging to complete work activities. Utilizes programs specific 
to program area to monitor metrics. Training and Teaching Others  May provide training on standard operating 
procedures. Communicating with Supervisors, Peers, or Subordinates  Communicates openly with staff and supervisors 
regarding information, questions, or solutions to questions. Coordinates with board and commission staff to address 
inquiries on an as-needed basis. Performing Administrative Activities  Follows standard operating procedures related to 
administrative responsibilities in cash office, including opening and closing procedures. Enters time and leave requests 
for supervisory review and approval in accordance with departmental procedure. Responds to emails and other 
correspondence as required.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Composure Problem Solving Integrity and Trust Written Communications 
Decision Quality Interpersonal Savvy Drive for Results Learning on the Fly Knowledge:  Intermediate Knowledge of 
Customer Service Basic Knowledge of Call Center Practices Basic Clerical Knowledge Skills:  Speaking Problem Solving 
Active Listening Critical Thinking Intermediate Computer Skills Service Orientation Writing Active Learning Time 
Management Instructing Persuasion Social Perceptiveness Abilities:  Written Expression Oral Expression Written 
Comprehension Speech Clarity Oral Comprehension Auditory Attention Problem Sensitivity Speech Recognition 
Deductive Reasoning Selective Attention Inductive Reasoning 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073049 - CUSTOMER SERVICE CENTER REP 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3374 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying management, administrative support, customer service, or call center experience 
may substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for performing customer service work of average difficulty.                   
Distinguishing Features: This is the working level classification in the Customer Service Center Representative series.  An 
employee in this class is responsible for performing customer service duties on behalf of the Department.  This class 
differs from the Customer Service Center Representative 3 in that an incumbent of the latter is responsible for handling 
the most complex customer service inquiries and may supervise a small staff.  This class differs from the Customer 
Service Center Representative 1, in that an incumbent of the latter functions at the entry level and handles customer 
service inquiries within a narrow scope.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards  Ensures all responses provided to customers are in 
accordance with established practices, guidelines, rules, and regulations. Performing for or Working Directly with the 
Public  Facilitates the processing of payments to ensure a positive customer experience. Provides customer service in 
accordance with standard operating procedures and guidelines to maintain positive customer relationships. 
Communicating with Persons Outside Organization  Provides customer service via phone to external customers. Answers 
customer inquiries via chat, email and other electronic means. Serves as first point of contact for all customers in cash 
office. Processing Information  Compiles report with information from cash office transactions. Verifies payment due 
date, method, and amount with payment presented. Verifies pertinent information for each inquiry, including licensing 
information. Interpreting the Meaning of Information for Others  Educates customers on departmental practices and 
terminology. Provides guidance to coworkers related to program specification. Thinking Creatively  Works independently 
to understand customer needs in cash office and develop an appropriate solution. Works with team to develop new 
ideas, processes, and recommendations for presentation to supervisor. Monitor Processes, Materials, or Surroundings  
Monitors and reports trends in Customer Service Center that may indicate problems or areas for development. Monitors 
help desk to recommend improvements in content or navigation. Monitors help desk activity and seeks out ways to 
proactively address customers with concerns online. Establishing and Maintaining Interpersonal Relationships  Works to 
establish professional working relationships with staff, internal customers, and external customers. Getting Information  
Asks relevant probing questions to gather information from customers. Coordinates with Fiscal to gather allocation 
codes or payment information. Looks up and verifies licensing information in applicable databases. Gathers information 
from boards and commissions relevant to each customer inquiry. Receives updated information from supervisor related 
to program area operations. Views help desk information and manuals to gather information relevant to customer 
inquiries. Receives inquiries and supporting details from external customers. Coaching and Developing Others  Provides 
guidance and information on areas of specialization, which may include cross training. May serve as a mentor for less 
experienced Representatives and provide information related to practices and procedures. Resolving Conflicts and 
Negotiating with Others  Resolves simple conflicts without supervisory input to ensure timely and efficient performance 
and maintain positive working relationships. Creates and maintains respectful workplace to minimize conflicts. Updating 
and Using Relevant Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits 
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suggestions for supervisory review. Attends training to develop knowledge and skills. Documenting/Recording 
Information  Documents inquiries not resolved at the Representative level with answers to broaden knowledge base. 
Notates information specific to customer inquiries upon transition of inquiry to board or commission. Creates and 
maintains templates, FAQs, and other sources of information to ensure the accuracy of information provided to 
customers and increase efficiency. Interacting with Computers  Utilizes office productivity software, including programs 
specific to word processing, spreadsheets, and instant messaging to complete work activities. Utilizes programs specific 
to program area to monitor metrics. Training and Teaching Others  May provide training on standard operating 
procedures. Communicating with Supervisors, Peers, or Subordinates  Communicates openly with staff and supervisors 
regarding information, questions, or solutions to questions. Coordinates with board and commission staff to address 
inquiries on an as-needed basis. Performing Administrative Activities  Follows standard operating procedures related to 
administrative responsibilities in cash office, including opening and closing procedures. Enters time and leave requests 
for supervisory review and approval in accordance with departmental procedure. Responds to emails and other 
correspondence as required.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Composure Problem Solving Integrity and Trust Written Communications 
Decision Quality Interpersonal Savvy Drive for Results Learning on the Fly Knowledge:  Intermediate Knowledge of 
Customer Service Basic Knowledge of Call Center Practices Basic Clerical Knowledge Skills:  Speaking Problem Solving 
Active Listening Critical Thinking Intermediate Computer Skills Service Orientation Writing Active Learning Time 
Management Instructing Persuasion Social Perceptiveness Abilities:  Written Expression Oral Expression Written 
Comprehension Speech Clarity Oral Comprehension Auditory Attention Problem Sensitivity Speech Recognition 
Deductive Reasoning Selective Attention Inductive Reasoning 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073050 - CUSTOMER SERVICE CENTER REP 3 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3375 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one or a combination of the following: management, administrative support, customer service, or call 
center experience. Substitution of Experience for Education: Qualifying management, administrative support, customer 
service, or call center experience may substitute for the required education, on a year-for-year basis, to a maximum of 
four years. OR Experience equivalent to one year as a Customer Service Center Representative 2 with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for  performing customer service work of considerable difficulty, 
leads a group of customer service representatives, and may supervise a small group of customer service representatives. 
Distinguishing Features: This is the lead-level class in the Customer Service Center Representative series.  An employee 
in this class is responsible for providing customer service in complex cases and guiding lower-level customer service 
representatives in the completion of their work.  This class differs from the Customer Service Center Manager in that an 
incumbent of the latter manages a group of Customer Service Center Reps and is responsible for implementing program 
area changes.  This class differs from the Customer Service Center Representative 2, in that an incumbent of the latter 
operates at the working level, handling less complex customer service matters, and is not responsible for leading an 
assigned team. 
 
Work Activities: 
Training and Teaching Others  Provides training on standard operating procedures and additional onboarding training. 
Makes suggestions for additions to training materials for CSC staff, incorporating new materials from boards and 
commissions to ensure all material is up-to-date. Thinking Creatively  Works with team to develop new ideas, processes, 
and recommendations for presentation to supervisor. Works independently to understand customer needs in cash 
office and develop appropriate solutions.  Monitor Processes, Materials, or Surroundings  Monitors and reports trends in 
Customer Service Center that may indicate problems or areas for development. Monitors help desk activity and seeks 
out ways to proactively address customers with concerns online. Monitors phone calls and audits for quality and 
compliance with procedure. Monitors help desk to recommend improvements in content or navigation. Communicating 
with Supervisors, Peers, or Subordinates  Serves as liaison to boards and commissions and a point of contact for 
directors and requests. Communicates new information from designated boards and commissions. Communicates 
openly with staff and supervisors regarding information, questions, or solutions to questions. Coaching and Developing 
Others  Provides guidance and information on areas of specialization, which may include cross training. May conduct or 
assist with performance evaluations. Serves as a mentor for less experienced Representatives and provides information 
related to practices and procedures. Serves as first point of contact for less experienced Representatives on their 
specialized programs. Interpreting the Meaning of Information for Others  Provides guidance to staff related to program 
specialization. Educates customers on departmental practices and terminology. Evaluating Information to Determine 
Compliance with Standards  Performs audits of customer service provided by less experienced Representatives. Ensures 
all responses provided to customers are in accordance with established practices, guidelines, rules, and regulations. 
Establishing and Maintaining Interpersonal Relationships  Works to establish professional working relationships with 
staff, internal customers, and external customers. Resolving Conflicts and Negotiating with Others  Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
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relationships. Creates and maintains respectful workplace to minimize conflicts. Communicating with Persons Outside 
Organization  Serves as first point of contact for escalated calls. Provides customer service via phone to external 
customers. Answers customer inquiries via chat, email, and other electronic means. Provides customer service to 
customers visiting cash office. Performing for or Working Directly with the Public  Provides customer service in 
accordance with standard operating procedure and guidelines to maintain positive customer relationships. Facilitates 
the processing of payments to ensure a positive customer experience. Processing Information  Compiles report with 
information from cash office transactions. Verifies payment due date, method, and amount with payment presented. 
Verifies pertinent information for each inquiry, including licensing information. Interacting with Computers  Utilizes 
programs specific to program area to monitor metrics. Utilizes office productivity software, including programs specific 
to word processing, spreadsheets, and instant messaging to complete work activities. Updating and Using Relevant 
Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits suggestions for 
supervisory review. Attends training to develop knowledge and skills. Documenting/Recording Information  Documents 
inquiries not resolved at the Representative level with answers to broaden knowledge base. Notates information 
specific to customer inquiries upon transition of inquiry to board or commission. Creates and maintains templates, 
FAQs, and other sources of information to ensure the accuracy of information provided to customers and increase 
efficiency. Getting Information  Coordinates with Fiscal to gather allocation codes or payment information. Asks relevant 
probing questions to gather information from customers. Gathers information from boards and commissions relevant to 
each customer inquiry. Receives updated information from supervisor related to program area operations. Views help 
desk information and manuals to gather information relevant to customer inquiries. Receives inquiries and supporting 
details from external customers. Looks up and verifies licensing information in applicable database. Performing 
Administrative Activities  Enters time and leave requests for supervisory review May approve time worked on an as-
needed basis. Follows standard operating procedures related to administrative responsibilities in cash office, including 
opening and closing procedures. Responds to emails and other correspondence as required. Updates FAQs with new 
and updated information, suggestions from staff, and any other changes.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Conflict Management Interpersonal Savvy Decision Quality Written 
Communications Functional/Technical Competency Building Effective Teams Drive for Results Informing Knowledge:  
Intermediate Knowledge of Customer Service Intermediate Knowledge of Call Center Practices Basic Clerical Knowledge 
Skills:  Speaking Problem Solving Active Listening Critical Thinking Writing Active Learning Service Orientation Time 
Management Instructing Judgment and Decision Making Intermediate Computer Skills Persuasion Social Perceptiveness 
Learning Strategies Abilities:  Written Expression Oral Comprehension Oral Expression Written Comprehension Speech 
Clarity Problem Sensitivity Speech Recognition Auditory Attention Inductive Reasoning Deductive Reasoning Selective 
Attention   
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073050 - CUSTOMER SERVICE CENTER REP 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3376 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one or a combination of the following: management, administrative support, customer service, or call 
center experience. Substitution of Experience for Education: Qualifying management, administrative support, customer 
service, or call center experience may substitute for the required education, on a year-for-year basis, to a maximum of 
four years. OR Experience equivalent to one year as a Customer Service Center Representative 2 with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for  performing customer service work of considerable difficulty, 
leads a group of customer service representatives, and may supervise a small group of customer service representatives. 
Distinguishing Features: This is the lead-level class in the Customer Service Center Representative series.  An employee 
in this class is responsible for providing customer service in complex cases and guiding lower-level customer service 
representatives in the completion of their work.  This class differs from the Customer Service Center Manager in that an 
incumbent of the latter manages a group of Customer Service Center Reps and is responsible for implementing program 
area changes.  This class differs from the Customer Service Center Representative 2, in that an incumbent of the latter 
operates at the working level, handling less complex customer service matters, and is not responsible for leading an 
assigned team. 
 
Work Activities: 
Training and Teaching Others  Provides training on standard operating procedures and additional onboarding training. 
Makes suggestions for additions to training materials for CSC staff, incorporating new materials from boards and 
commissions to ensure all material is up-to-date. Thinking Creatively  Works with team to develop new ideas, processes, 
and recommendations for presentation to supervisor. Works independently to understand customer needs in cash 
office and develop appropriate solutions.  Monitor Processes, Materials, or Surroundings  Monitors and reports trends in 
Customer Service Center that may indicate problems or areas for development. Monitors help desk activity and seeks 
out ways to proactively address customers with concerns online. Monitors phone calls and audits for quality and 
compliance with procedure. Monitors help desk to recommend improvements in content or navigation. Communicating 
with Supervisors, Peers, or Subordinates  Serves as liaison to boards and commissions and a point of contact for 
directors and requests. Communicates new information from designated boards and commissions. Communicates 
openly with staff and supervisors regarding information, questions, or solutions to questions. Coaching and Developing 
Others  Provides guidance and information on areas of specialization, which may include cross training. May conduct or 
assist with performance evaluations. Serves as a mentor for less experienced Representatives and provides information 
related to practices and procedures. Serves as first point of contact for less experienced Representatives on their 
specialized programs. Interpreting the Meaning of Information for Others  Provides guidance to staff related to program 
specialization. Educates customers on departmental practices and terminology. Evaluating Information to Determine 
Compliance with Standards  Performs audits of customer service provided by less experienced Representatives. Ensures 
all responses provided to customers are in accordance with established practices, guidelines, rules, and regulations. 
Establishing and Maintaining Interpersonal Relationships  Works to establish professional working relationships with 
staff, internal customers, and external customers. Resolving Conflicts and Negotiating with Others  Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
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relationships. Creates and maintains respectful workplace to minimize conflicts. Communicating with Persons Outside 
Organization  Serves as first point of contact for escalated calls. Provides customer service via phone to external 
customers. Answers customer inquiries via chat, email, and other electronic means. Provides customer service to 
customers visiting cash office. Performing for or Working Directly with the Public  Provides customer service in 
accordance with standard operating procedure and guidelines to maintain positive customer relationships. Facilitates 
the processing of payments to ensure a positive customer experience. Processing Information  Compiles report with 
information from cash office transactions. Verifies payment due date, method, and amount with payment presented. 
Verifies pertinent information for each inquiry, including licensing information. Interacting with Computers  Utilizes 
programs specific to program area to monitor metrics. Utilizes office productivity software, including programs specific 
to word processing, spreadsheets, and instant messaging to complete work activities. Updating and Using Relevant 
Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits suggestions for 
supervisory review. Attends training to develop knowledge and skills. Documenting/Recording Information  Documents 
inquiries not resolved at the Representative level with answers to broaden knowledge base. Notates information 
specific to customer inquiries upon transition of inquiry to board or commission. Creates and maintains templates, 
FAQs, and other sources of information to ensure the accuracy of information provided to customers and increase 
efficiency. Getting Information  Coordinates with Fiscal to gather allocation codes or payment information. Asks relevant 
probing questions to gather information from customers. Gathers information from boards and commissions relevant to 
each customer inquiry. Receives updated information from supervisor related to program area operations. Views help 
desk information and manuals to gather information relevant to customer inquiries. Receives inquiries and supporting 
details from external customers. Looks up and verifies licensing information in applicable database. Performing 
Administrative Activities  Enters time and leave requests for supervisory review May approve time worked on an as-
needed basis. Follows standard operating procedures related to administrative responsibilities in cash office, including 
opening and closing procedures. Responds to emails and other correspondence as required. Updates FAQs with new 
and updated information, suggestions from staff, and any other changes.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Conflict Management Interpersonal Savvy Decision Quality Written 
Communications Functional/Technical Competency Building Effective Teams Drive for Results Informing Knowledge:  
Intermediate Knowledge of Customer Service Intermediate Knowledge of Call Center Practices Basic Clerical Knowledge 
Skills:  Speaking Problem Solving Active Listening Critical Thinking Writing Active Learning Service Orientation Time 
Management Instructing Judgment and Decision Making Intermediate Computer Skills Persuasion Social Perceptiveness 
Learning Strategies Abilities:  Written Expression Oral Comprehension Oral Expression Written Comprehension Speech 
Clarity Problem Sensitivity Speech Recognition Auditory Attention Inductive Reasoning Deductive Reasoning Selective 
Attention   
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073050 - CUSTOMER SERVICE CENTER REP 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3377 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one or a combination of the following: management, administrative support, customer service, or call 
center experience. Substitution of Experience for Education: Qualifying management, administrative support, customer 
service, or call center experience may substitute for the required education, on a year-for-year basis, to a maximum of 
four years. OR Experience equivalent to one year as a Customer Service Center Representative 2 with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for  performing customer service work of considerable difficulty, 
leads a group of customer service representatives, and may supervise a small group of customer service representatives. 
Distinguishing Features: This is the lead-level class in the Customer Service Center Representative series.  An employee 
in this class is responsible for providing customer service in complex cases and guiding lower-level customer service 
representatives in the completion of their work.  This class differs from the Customer Service Center Manager in that an 
incumbent of the latter manages a group of Customer Service Center Reps and is responsible for implementing program 
area changes.  This class differs from the Customer Service Center Representative 2, in that an incumbent of the latter 
operates at the working level, handling less complex customer service matters, and is not responsible for leading an 
assigned team. 
 
Work Activities: 
Training and Teaching Others  Provides training on standard operating procedures and additional onboarding training. 
Makes suggestions for additions to training materials for CSC staff, incorporating new materials from boards and 
commissions to ensure all material is up-to-date. Thinking Creatively  Works with team to develop new ideas, processes, 
and recommendations for presentation to supervisor. Works independently to understand customer needs in cash 
office and develop appropriate solutions.  Monitor Processes, Materials, or Surroundings  Monitors and reports trends in 
Customer Service Center that may indicate problems or areas for development. Monitors help desk activity and seeks 
out ways to proactively address customers with concerns online. Monitors phone calls and audits for quality and 
compliance with procedure. Monitors help desk to recommend improvements in content or navigation. Communicating 
with Supervisors, Peers, or Subordinates  Serves as liaison to boards and commissions and a point of contact for 
directors and requests. Communicates new information from designated boards and commissions. Communicates 
openly with staff and supervisors regarding information, questions, or solutions to questions. Coaching and Developing 
Others  Provides guidance and information on areas of specialization, which may include cross training. May conduct or 
assist with performance evaluations. Serves as a mentor for less experienced Representatives and provides information 
related to practices and procedures. Serves as first point of contact for less experienced Representatives on their 
specialized programs. Interpreting the Meaning of Information for Others  Provides guidance to staff related to program 
specialization. Educates customers on departmental practices and terminology. Evaluating Information to Determine 
Compliance with Standards  Performs audits of customer service provided by less experienced Representatives. Ensures 
all responses provided to customers are in accordance with established practices, guidelines, rules, and regulations. 
Establishing and Maintaining Interpersonal Relationships  Works to establish professional working relationships with 
staff, internal customers, and external customers. Resolving Conflicts and Negotiating with Others  Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
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relationships. Creates and maintains respectful workplace to minimize conflicts. Communicating with Persons Outside 
Organization  Serves as first point of contact for escalated calls. Provides customer service via phone to external 
customers. Answers customer inquiries via chat, email, and other electronic means. Provides customer service to 
customers visiting cash office. Performing for or Working Directly with the Public  Provides customer service in 
accordance with standard operating procedure and guidelines to maintain positive customer relationships. Facilitates 
the processing of payments to ensure a positive customer experience. Processing Information  Compiles report with 
information from cash office transactions. Verifies payment due date, method, and amount with payment presented. 
Verifies pertinent information for each inquiry, including licensing information. Interacting with Computers  Utilizes 
programs specific to program area to monitor metrics. Utilizes office productivity software, including programs specific 
to word processing, spreadsheets, and instant messaging to complete work activities. Updating and Using Relevant 
Knowledge  Stays up-to-date with changes in systems and processes. Monitors FAQs and submits suggestions for 
supervisory review. Attends training to develop knowledge and skills. Documenting/Recording Information  Documents 
inquiries not resolved at the Representative level with answers to broaden knowledge base. Notates information 
specific to customer inquiries upon transition of inquiry to board or commission. Creates and maintains templates, 
FAQs, and other sources of information to ensure the accuracy of information provided to customers and increase 
efficiency. Getting Information  Coordinates with Fiscal to gather allocation codes or payment information. Asks relevant 
probing questions to gather information from customers. Gathers information from boards and commissions relevant to 
each customer inquiry. Receives updated information from supervisor related to program area operations. Views help 
desk information and manuals to gather information relevant to customer inquiries. Receives inquiries and supporting 
details from external customers. Looks up and verifies licensing information in applicable database. Performing 
Administrative Activities  Enters time and leave requests for supervisory review May approve time worked on an as-
needed basis. Follows standard operating procedures related to administrative responsibilities in cash office, including 
opening and closing procedures. Responds to emails and other correspondence as required. Updates FAQs with new 
and updated information, suggestions from staff, and any other changes.   
 
Competencies (KSA’s): 
Competencies:  Customer Focus Listening Conflict Management Interpersonal Savvy Decision Quality Written 
Communications Functional/Technical Competency Building Effective Teams Drive for Results Informing Knowledge:  
Intermediate Knowledge of Customer Service Intermediate Knowledge of Call Center Practices Basic Clerical Knowledge 
Skills:  Speaking Problem Solving Active Listening Critical Thinking Writing Active Learning Service Orientation Time 
Management Instructing Judgment and Decision Making Intermediate Computer Skills Persuasion Social Perceptiveness 
Learning Strategies Abilities:  Written Expression Oral Comprehension Oral Expression Written Comprehension Speech 
Clarity Problem Sensitivity Speech Recognition Auditory Attention Inductive Reasoning Deductive Reasoning Selective 
Attention   
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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026948 - DA - STAFF ATTORNEY 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1357 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026905 - DA ACCOUNTANT 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1269 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026910 - DA ACCOUNTING & PAYROLL CLERK 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1291 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026906 - DA ACCOUNTING CLERK 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1270 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026913 - DA ADMINISTRATIVE ASSISTANT 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1294 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026933 - DA ASSISTANT FISCAL DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1333 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026926 - DA COMPUTER SUPPORT SPECIALIST 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1315 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027010 - DA CRIMINAL INVESTIGATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1434 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027016 - DA DRUG TASK FORCE AGENT 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1436 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027017 - DA DRUG TASK FORCE DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1454 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027031 - DA EDUC & TRAINING DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1481 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027045 - DA EXECUTIVE ASSISTANT 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1127 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027047 - DA EXECUTIVE SECRETARY 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1129 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026912 - DA FINANCE MANAGER 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1293 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027057 - DA FISCAL DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1153 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027064 - DA FORENSIC INVESTIGATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1180 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027046 - DA GENERAL CONF EXEC DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1128 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027093 - DA HR ANALYST 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1202 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027097 - DA HR DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1204 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027107 - DA HR OFFICER 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1227 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027053 - DA INFO SYSTEMS DIRECTOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1149 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027055 - DA INFO SYSTEMS MANAGER 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1151 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027094 - DA PARALEGAL 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1203 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027110 - DA SECRETARY 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1244 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027130 - DA SW VICTIM WITNESS COOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1272 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026925 - DA SYSTEMS ADMINISTRATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1314 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026911 - DA-PHYSICAL ASSESTS MANAGER 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1292 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075612 - DATA ARCHITECT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5045 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for data architecture in implementing and revising data structures of 
considerable difficulty and is responsible for ensuring accuracy of data representation, organization, and retrieval. This 
classification may develop data management policies and procedures that may be complex in nature. Distinguishing 
Features: This classification has a single level. This is an advanced job class and the qualifications and skills are highly 
specialized. An employee in this class leads data architecture of complex high value assets. This person is responsible for 
developing data architectural models and strategic data plans of unusual difficulty. This person also advises teams of 
database administrators and application developers in designing, implementing or revising data structures following 
defined standards and procedures, or performs complex database or application data architecture work of unusual 
difficulty.  
 
Work Activities: 
Processing Information:     Architects and creates the logical and physical design of the data models.    Create data 
models from business rules.    Coordinates with clients, data users and key stakeholders to develop and achieve long 
term objectives for data architecture and data quality.     Determines procedure to identify and collect all required data, 
validate process and recommend improvements to organizational data. Create data models from business 
rules.Analyzing Data or Information:    Performs the data analysis activities to capture data requirements clearly, 
completely and correctly, and represent them in a visual way through a logical data model.     Analyzes information flow 
and recommend appropriate technology to provide support to data management within the context of all business 
processes. Interacting With Computers:    Generate all database objects to the database.Provide Consultation and 
Advice to Others:    Serve as the liaison between business users and the technical teams from the data architect 
perspective.    Collaborate with project supervisors, business heads, new and existing external vendors regarding 
enterprise data.Evaluating Information to Determine Compliance with Standards:    Assist in the ETL development 
efforts, making sure that the business rules are implemented correctly and clarifying issues as they arise.    Develops key 
metrics for tests on data and ensure integrity of same on data architecture.     Oversees and monitors all platforms to 
manage data across organization. This includes administering the mapping of all data sources and movement and 
analyzes it to ensure consistency and quality of all data.    Develop standards for data element naming.    Develop 
standards for describing data.    Develop standards for governing data.    Develop standards for managing data.    
Develop standards for modeling data.    Develop standards for storing data.    Develop standards for cleansing data.    
Develop standards for transforming data.    Develop standards for finding and delivering ALL data within the enterprise. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competency    Problem Solving    Technical Learning    
Time Management    Perseverance    Presentation Skills    Written Communications    Customer Focus    Approachability    
Listening    ComposureKnowledge:    Knowledge of Logical and Physical Data Modeling    Knowledge of Data Modeling 
Tools and Techniques    Knowledge of Business Processes and Rules    Knowledge of Data Architecture    Knowledge of 
Data Quality Best Practices    Knowledge of Data Collection    Knowledge of Data Validation    Knowledge of Data 
Remediation    Knowledge of ETL Tools and Techniques    Knowledge of Data Integrity Measures    Knowledge of Data 
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Management across Multiple Platforms    Knowledge of Data Management Best Practices    Knowledge of Database 
Objects and Constructs    Knowledge of Basic Mathematics    Knowledge in documentation or technical writing using 
word processing and diagraming toolsSkills:    Skills in Creating Logical and Physical Data Models    Skills in Utilizing Data 
Modeling Tools and Techniques    Skills in Interpreting Business Rules and Applying Same to the Data Modeling Process    
Skills in Developing Data Architecture Strategies    Skills in Eliciting Business Objectives/Needs from Stakeholders and 
Data Users    Skills in Developing Data Quality Plans    Skills in Metadata Management    Skills in ETL Development and 
Delivery    Skills in Use of ETL Tools    Skills in Measuring Data Integrity    Skills in Data Mapping    Skills in Developing and 
Implementing Best Practices    Skills in Generating DDL    Skill in defining, establishing and maintaining database 
standards and data integration    Skills in advanced database migrations or conversions from different RDBMS platforms    
Attention to Detail    Integrity    Analytical Thinking    Dependability    Adaptability/Flexibility    Initiative    Stress 
Tolerance    Persistence    Achievement/Effort    Active Learning    Active Listening    Judgment and Decision Making    
Operations Analysis    Speaking    Systems Analysis    Skills in Documentation or Technical WritingAbilities:    Ability to 
Work Independently and Under Direct Supervision    Ability to read and Understand Ideas and Information Presented in 
Writing    Ability to Create Long Term Strategic Vision    Ability to Implement Data Policies    Ability to Implement Data 
Management Strategies    Ability to Identify Issues and Translate Disparity between Business and IT    Ability to Mentor 
Others in Maintaining Best Practices    Attention to Detail    Integrity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075612 - DATA ARCHITECT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5046 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority. Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for data architecture in implementing and revising data structures of 
considerable difficulty and is responsible for ensuring accuracy of data representation, organization, and retrieval. This 
classification may develop data management policies and procedures that may be complex in nature. Distinguishing 
Features: This classification has a single level. This is an advanced job class and the qualifications and skills are highly 
specialized. An employee in this class leads data architecture of complex high value assets. This person is responsible for 
developing data architectural models and strategic data plans of unusual difficulty. This person also advises teams of 
database administrators and application developers in designing, implementing or revising data structures following 
defined standards and procedures, or performs complex database or application data architecture work of unusual 
difficulty.  
 
Work Activities: 
Processing Information:     Architects and creates the logical and physical design of the data models.    Create data 
models from business rules.    Coordinates with clients, data users and key stakeholders to develop and achieve long 
term objectives for data architecture and data quality.     Determines procedure to identify and collect all required data, 
validate process and recommend improvements to organizational data. Create data models from business 
rules.Analyzing Data or Information:    Performs the data analysis activities to capture data requirements clearly, 
completely and correctly, and represent them in a visual way through a logical data model.     Analyzes information flow 
and recommend appropriate technology to provide support to data management within the context of all business 
processes. Interacting With Computers:    Generate all database objects to the database.Provide Consultation and 
Advice to Others:    Serve as the liaison between business users and the technical teams from the data architect 
perspective.    Collaborate with project supervisors, business heads, new and existing external vendors regarding 
enterprise data.Evaluating Information to Determine Compliance with Standards:    Assist in the ETL development 
efforts, making sure that the business rules are implemented correctly and clarifying issues as they arise.    Develops key 
metrics for tests on data and ensure integrity of same on data architecture.     Oversees and monitors all platforms to 
manage data across organization. This includes administering the mapping of all data sources and movement and 
analyzes it to ensure consistency and quality of all data.    Develop standards for data element naming.    Develop 
standards for describing data.    Develop standards for governing data.    Develop standards for managing data.    
Develop standards for modeling data.    Develop standards for storing data.    Develop standards for cleansing data.    
Develop standards for transforming data.    Develop standards for finding and delivering ALL data within the enterprise. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competency    Problem Solving    Technical Learning    
Time Management    Perseverance    Presentation Skills    Written Communications    Customer Focus    Approachability    
Listening    ComposureKnowledge:    Knowledge of Logical and Physical Data Modeling    Knowledge of Data Modeling 
Tools and Techniques    Knowledge of Business Processes and Rules    Knowledge of Data Architecture    Knowledge of 
Data Quality Best Practices    Knowledge of Data Collection    Knowledge of Data Validation    Knowledge of Data 
Remediation    Knowledge of ETL Tools and Techniques    Knowledge of Data Integrity Measures    Knowledge of Data 
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Management across Multiple Platforms    Knowledge of Data Management Best Practices    Knowledge of Database 
Objects and Constructs    Knowledge of Basic Mathematics    Knowledge in documentation or technical writing using 
word processing and diagraming toolsSkills:    Skills in Creating Logical and Physical Data Models    Skills in Utilizing Data 
Modeling Tools and Techniques    Skills in Interpreting Business Rules and Applying Same to the Data Modeling Process    
Skills in Developing Data Architecture Strategies    Skills in Eliciting Business Objectives/Needs from Stakeholders and 
Data Users    Skills in Developing Data Quality Plans    Skills in Metadata Management    Skills in ETL Development and 
Delivery    Skills in Use of ETL Tools    Skills in Measuring Data Integrity    Skills in Data Mapping    Skills in Developing and 
Implementing Best Practices    Skills in Generating DDL    Skill in defining, establishing and maintaining database 
standards and data integration    Skills in advanced database migrations or conversions from different RDBMS platforms    
Attention to Detail    Integrity    Analytical Thinking    Dependability    Adaptability/Flexibility    Initiative    Stress 
Tolerance    Persistence    Achievement/Effort    Active Learning    Active Listening    Judgment and Decision Making    
Operations Analysis    Speaking    Systems Analysis    Skills in Documentation or Technical WritingAbilities:    Ability to 
Work Independently and Under Direct Supervision    Ability to read and Understand Ideas and Information Presented in 
Writing    Ability to Create Long Term Strategic Vision    Ability to Implement Data Policies    Ability to Implement Data 
Management Strategies    Ability to Identify Issues and Translate Disparity between Business and IT    Ability to Mentor 
Others in Maintaining Best Practices    Attention to Detail    Integrity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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002762 - DATA ENTRY OPERATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2648 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Full-time office clerical or storekeeper experience may substitute for the required education on a year-
for-year basis to a maximum substitution of four years: (i.e., one year of full-time office clerical or storekeeper 
experience may substitute for one year of high school education; two years of full-time office clerical or storekeeper 
experience may substitute for two years of high school education; three years of full-time office clerical or storekeeper 
experience may substitute for three years of high school education; four years of full-time office clerical or storekeeper 
experience may substitute for graduation from high school. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs data entry machine operations work of average difficulty in entering and 
verifying alphanumeric information; and performs related work as required. Distinguishing Features: This is the 
entry/working-level class in the Data Entry series. An employee in this class keys alphabetic and numeric data from hard-
copy records to computer screens to meet keystroke production targets and verifies the accuracy of the keyed data. This 
class differs from Lead Data Entry Operator in that an incumbent of the latter makes data entry job assignments and 
corrects coding errors found on hard-copy user documents.  
 
Work Activities: 
Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files 
and processing paperwork.    Maintains a daily activity log that tracks the status of all data.    Stores and maintains paper 
documents in appropriate locations.    Destroys records in compliance with agency rules and regulations.    Receives, 
opens, categorizes and may distribute mail for processing.Repairing and Maintaining Mechanical Equipment:    Inspects 
and cleans equipment to ensure that mechanical equipment is working properly for optimal performance.    Notifies 
supervisor or IT staff when equipment is not working properly.Processing Information:    Compiles, microfilms, scans, 
codes, categorizes, indexes, enters or verifies information or data.Interacting with Computers:    Uses computers and 
computer systems (including hardware and software) to enter data and process information.Identifying Objects, Actions 
and Events:     Identifies, categorizes, scans/ enters and verifies work in a timely manner based on directives.Training and 
Teaching Others:    Provides training, guidance and assistance to new employees of the department’s procedures and 
processes for entering/verifying data.Evaluating Information to Determine Compliance with Standards:    Reviews and 
corrects errors identified by program in accordance with laws, rules and regulations.Communicating with Persons 
Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
or by telephone or e-mail.Documenting/Recording Information:    Enters, records, stores, or maintains information in 
written or electronic/magnetic form.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others and maintains them over time.Communicating with Supervisors, 
Peers, or Subordinates:    Provides information to supervisors and co-workers, by telephone, in written form, e-mail, or 
in person.Controlling Machines and Processes:    Operates copiers, faxes, computers and scanners in the day-to-day 
operation of the division.Monitor Processes, Materials or Surroundings:    Monitors screens for pop-ups, program errors, 
taking screen shots and reporting issues to supervisors or IT staff.Getting Information:    Receives printed or scanned 
documents from other divisions or outside claimants/providers for the purpose of entering information.  
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Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Informing    Time Management    Perseverance    
Approachability    ListeningKnowledge:    ClericalSkills:    Active Learning    Active Listening    Reading Comprehension    
Speaking    Time ManagementAbilities:    Memorization    Oral Comprehension    Oral Expression    Perceptual Speed    
Selective Attention    Written Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Wrist-Finger 
Speed    Near Vision Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Other Office Related Equipment As Required    Other Equipment as Required 
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002762 - DATA ENTRY OPERATOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2649 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Full-time office clerical or storekeeper experience may substitute for the required education on a year-
for-year basis to a maximum substitution of four years: (i.e., one year of full-time office clerical or storekeeper 
experience may substitute for one year of high school education; two years of full-time office clerical or storekeeper 
experience may substitute for two years of high school education; three years of full-time office clerical or storekeeper 
experience may substitute for three years of high school education; four years of full-time office clerical or storekeeper 
experience may substitute for graduation from high school. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs data entry machine operations work of average difficulty in entering and 
verifying alphanumeric information; and performs related work as required. Distinguishing Features: This is the 
entry/working-level class in the Data Entry series. An employee in this class keys alphabetic and numeric data from hard-
copy records to computer screens to meet keystroke production targets and verifies the accuracy of the keyed data. This 
class differs from Lead Data Entry Operator in that an incumbent of the latter makes data entry job assignments and 
corrects coding errors found on hard-copy user documents.  
 
Work Activities: 
Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files 
and processing paperwork.    Maintains a daily activity log that tracks the status of all data.    Stores and maintains paper 
documents in appropriate locations.    Destroys records in compliance with agency rules and regulations.    Receives, 
opens, categorizes and may distribute mail for processing.Repairing and Maintaining Mechanical Equipment:    Inspects 
and cleans equipment to ensure that mechanical equipment is working properly for optimal performance.    Notifies 
supervisor or IT staff when equipment is not working properly.Processing Information:    Compiles, microfilms, scans, 
codes, categorizes, indexes, enters or verifies information or data.Interacting with Computers:    Uses computers and 
computer systems (including hardware and software) to enter data and process information.Identifying Objects, Actions 
and Events:     Identifies, categorizes, scans/ enters and verifies work in a timely manner based on directives.Training and 
Teaching Others:    Provides training, guidance and assistance to new employees of the department’s procedures and 
processes for entering/verifying data.Evaluating Information to Determine Compliance with Standards:    Reviews and 
corrects errors identified by program in accordance with laws, rules and regulations.Communicating with Persons 
Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
or by telephone or e-mail.Documenting/Recording Information:    Enters, records, stores, or maintains information in 
written or electronic/magnetic form.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others and maintains them over time.Communicating with Supervisors, 
Peers, or Subordinates:    Provides information to supervisors and co-workers, by telephone, in written form, e-mail, or 
in person.Controlling Machines and Processes:    Operates copiers, faxes, computers and scanners in the day-to-day 
operation of the division.Monitor Processes, Materials or Surroundings:    Monitors screens for pop-ups, program errors, 
taking screen shots and reporting issues to supervisors or IT staff.Getting Information:    Receives printed or scanned 
documents from other divisions or outside claimants/providers for the purpose of entering information.  
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Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Informing    Time Management    Perseverance    
Approachability    ListeningKnowledge:    ClericalSkills:    Active Learning    Active Listening    Reading Comprehension    
Speaking    Time ManagementAbilities:    Memorization    Oral Comprehension    Oral Expression    Perceptual Speed    
Selective Attention    Written Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Wrist-Finger 
Speed    Near Vision Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Other Office Related Equipment As Required    Other Equipment as Required 
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002762 - DATA ENTRY OPERATOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2650 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Full-time office clerical or storekeeper experience may substitute for the required education on a year-
for-year basis to a maximum substitution of four years: (i.e., one year of full-time office clerical or storekeeper 
experience may substitute for one year of high school education; two years of full-time office clerical or storekeeper 
experience may substitute for two years of high school education; three years of full-time office clerical or storekeeper 
experience may substitute for three years of high school education; four years of full-time office clerical or storekeeper 
experience may substitute for graduation from high school. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs data entry machine operations work of average difficulty in entering and 
verifying alphanumeric information; and performs related work as required. Distinguishing Features: This is the 
entry/working-level class in the Data Entry series. An employee in this class keys alphabetic and numeric data from hard-
copy records to computer screens to meet keystroke production targets and verifies the accuracy of the keyed data. This 
class differs from Lead Data Entry Operator in that an incumbent of the latter makes data entry job assignments and 
corrects coding errors found on hard-copy user documents.  
 
Work Activities: 
Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files 
and processing paperwork.    Maintains a daily activity log that tracks the status of all data.    Stores and maintains paper 
documents in appropriate locations.    Destroys records in compliance with agency rules and regulations.    Receives, 
opens, categorizes and may distribute mail for processing.Repairing and Maintaining Mechanical Equipment:    Inspects 
and cleans equipment to ensure that mechanical equipment is working properly for optimal performance.    Notifies 
supervisor or IT staff when equipment is not working properly.Processing Information:    Compiles, microfilms, scans, 
codes, categorizes, indexes, enters or verifies information or data.Interacting with Computers:    Uses computers and 
computer systems (including hardware and software) to enter data and process information.Identifying Objects, Actions 
and Events:     Identifies, categorizes, scans/ enters and verifies work in a timely manner based on directives.Training and 
Teaching Others:    Provides training, guidance and assistance to new employees of the department’s procedures and 
processes for entering/verifying data.Evaluating Information to Determine Compliance with Standards:    Reviews and 
corrects errors identified by program in accordance with laws, rules and regulations.Communicating with Persons 
Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
or by telephone or e-mail.Documenting/Recording Information:    Enters, records, stores, or maintains information in 
written or electronic/magnetic form.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others and maintains them over time.Communicating with Supervisors, 
Peers, or Subordinates:    Provides information to supervisors and co-workers, by telephone, in written form, e-mail, or 
in person.Controlling Machines and Processes:    Operates copiers, faxes, computers and scanners in the day-to-day 
operation of the division.Monitor Processes, Materials or Surroundings:    Monitors screens for pop-ups, program errors, 
taking screen shots and reporting issues to supervisors or IT staff.Getting Information:    Receives printed or scanned 
documents from other divisions or outside claimants/providers for the purpose of entering information.  
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Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Informing    Time Management    Perseverance    
Approachability    ListeningKnowledge:    ClericalSkills:    Active Learning    Active Listening    Reading Comprehension    
Speaking    Time ManagementAbilities:    Memorization    Oral Comprehension    Oral Expression    Perceptual Speed    
Selective Attention    Written Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Wrist-Finger 
Speed    Near Vision Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Other Office Related Equipment As Required    Other Equipment as Required 
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002762 - DATA ENTRY OPERATOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2651 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Full-time office clerical or storekeeper experience may substitute for the required education on a year-
for-year basis to a maximum substitution of four years: (i.e., one year of full-time office clerical or storekeeper 
experience may substitute for one year of high school education; two years of full-time office clerical or storekeeper 
experience may substitute for two years of high school education; three years of full-time office clerical or storekeeper 
experience may substitute for three years of high school education; four years of full-time office clerical or storekeeper 
experience may substitute for graduation from high school. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs data entry machine operations work of average difficulty in entering and 
verifying alphanumeric information; and performs related work as required. Distinguishing Features: This is the 
entry/working-level class in the Data Entry series. An employee in this class keys alphabetic and numeric data from hard-
copy records to computer screens to meet keystroke production targets and verifies the accuracy of the keyed data. This 
class differs from Lead Data Entry Operator in that an incumbent of the latter makes data entry job assignments and 
corrects coding errors found on hard-copy user documents.  
 
Work Activities: 
Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files 
and processing paperwork.    Maintains a daily activity log that tracks the status of all data.    Stores and maintains paper 
documents in appropriate locations.    Destroys records in compliance with agency rules and regulations.    Receives, 
opens, categorizes and may distribute mail for processing.Repairing and Maintaining Mechanical Equipment:    Inspects 
and cleans equipment to ensure that mechanical equipment is working properly for optimal performance.    Notifies 
supervisor or IT staff when equipment is not working properly.Processing Information:    Compiles, microfilms, scans, 
codes, categorizes, indexes, enters or verifies information or data.Interacting with Computers:    Uses computers and 
computer systems (including hardware and software) to enter data and process information.Identifying Objects, Actions 
and Events:     Identifies, categorizes, scans/ enters and verifies work in a timely manner based on directives.Training and 
Teaching Others:    Provides training, guidance and assistance to new employees of the department’s procedures and 
processes for entering/verifying data.Evaluating Information to Determine Compliance with Standards:    Reviews and 
corrects errors identified by program in accordance with laws, rules and regulations.Communicating with Persons 
Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
or by telephone or e-mail.Documenting/Recording Information:    Enters, records, stores, or maintains information in 
written or electronic/magnetic form.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others and maintains them over time.Communicating with Supervisors, 
Peers, or Subordinates:    Provides information to supervisors and co-workers, by telephone, in written form, e-mail, or 
in person.Controlling Machines and Processes:    Operates copiers, faxes, computers and scanners in the day-to-day 
operation of the division.Monitor Processes, Materials or Surroundings:    Monitors screens for pop-ups, program errors, 
taking screen shots and reporting issues to supervisors or IT staff.Getting Information:    Receives printed or scanned 
documents from other divisions or outside claimants/providers for the purpose of entering information.  
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Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Informing    Time Management    Perseverance    
Approachability    ListeningKnowledge:    ClericalSkills:    Active Learning    Active Listening    Reading Comprehension    
Speaking    Time ManagementAbilities:    Memorization    Oral Comprehension    Oral Expression    Perceptual Speed    
Selective Attention    Written Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Wrist-Finger 
Speed    Near Vision Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Other Office Related Equipment As Required    Other Equipment as Required 
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002771 - DATA PROCESSING OPERATOR 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2655 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and one year of full-time 
employment in one or more of the following areas: (1) keying, scanning, or verifying data or text from hard-copy 
document to a computer system to meet production targets (i.e., word processing, data entry); or (2) correcting codes 
on records which are input into a computer system to meet production targets (i.e., data processing) or (3) transmitting 
data files into computers; or (4) operating terminal consoles, disk or tape drives, or other related equipment to monitor 
job processing or distribute output to a computer system (i.e., computer equipment operations).ORSubstitution of 
Experience for Education:  Full-time employment in one or more of the following areas may substitute for the required 
education on a year-for-year basis to a maximum substitution of four years: office clerical or storekeeping or any of the 
above experiences.ORSubstitution of Education for Experience: Successful completion of coursework at an accredited 
college or university or technical school in management information systems, computer and information science, 
business data processing or word processing may substitute for the required work experience on a year-for-year basis to 
a maximum substitution of one year (at least 9 of 45 quarter hours in the above listed fields may substitute for one year 
of the required experience).ORSubstitution of Vocational Education for Experience: Education equivalent to a certificate 
in data processing (1296 clock hours) from a vocational school may substitute for one year of the required experience, 
(108 clock hours in the above data processing program is equivalent to one month of experience); OR successful 
completion of a one-year computer operations certificate program (53 quarter hours) from an accredited technical 
school may substitute for one year of the required experience. (Four quarter hours in the above program is equivalent 
to one month of experience). 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:      Submit a fingerprint sample in a manner prescribed 
by the TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or 
found not guilty by reason of insanity in a civilian or military jurisdiction of any permanent disqualifying criminal offense 
listed in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have 
been convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding 
the date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Possess a valid motor vehicle operator’s license or be able to obtain one prior to appointment. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. " 
 
Job Overview: 
Summary: Under general supervision, performs data processing operations work of routine difficulty; and performs 
related work as required.Distinguishing Features: This is the working level class in the Data Processing Operator sub-
series. An employee in this class updates data bases for the mainframe computer, learns to transmit jobs to the 
mainframe, and distributes output to staff. This class differs from Data Processing Operator 2 in that incumbents of the 
latter track jobs on the mainframe computer and correct systematic errors that occur across data bases, on printers, 
terminals, and other peripheral equipment. 
 
Work Activities: 
"Processing Information:    Enter information daily to be transferred and processed to create reports to be processed.    
Submit daily schedule to data center of what reports to be produced and received. Driver License renewal report 
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balanced and issued.Getting Information:    Receive data center reports daily. Identify job name and information to be 
extracted based on unit and section distribution.    Identify incoming information from received Driver License renewals, 
entering corrections and submit for Driver License printing. Communicating with Supervisors, Peers, or Subordinates:    
Provides polite and effective customer service for all individual contacts.    Assist with training new employees within the 
work unit.Interacting With Computers:    Keys alphabetic and numeric data using a variety of screen formats which 
update the data systems.Performing Administrative Activities:    Work in a secure area and deal with confidential 
information of high sensitivity.Making Decisions and Solving Problem:    Verify information and determine errors. 
Documents returned to originator and returned for rekey. Documenting/Recording Information:    Prepares documents 
for storage and archiving into the system for image retrieval." 
 
Competencies (KSA’s): 
Competencies:    Time Management    Technical Learning    Listening    Integrity and Trust    Perseverance    
Approachability    Customer Focus    Patience    Humor    Dealing with AmbiguityKnowledge:    Basic knowledge of 
computers, 10-key and office equipmentSkills:    Active Listening                  Critical Thinking                 Time Management                     
Abilities:               Deductive Reasoning                      Perceptual Speed                           Problem Sensitivity                        
Selective Attention                         Time Sharing                      Finger and Manual Dexterity                       Wrist-Finger Speed                    
Extent Flexibility                 Static Strength                   Near Vision                        Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Printer    Scanner    Copier    Telephone    Fax Machine 
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002771 - DATA PROCESSING OPERATOR 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2656 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and one year of full-time 
employment in one or more of the following areas: (1) keying, scanning, or verifying data or text from hard-copy 
document to a computer system to meet production targets (i.e., word processing, data entry); or (2) correcting codes 
on records which are input into a computer system to meet production targets (i.e., data processing) or (3) transmitting 
data files into computers; or (4) operating terminal consoles, disk or tape drives, or other related equipment to monitor 
job processing or distribute output to a computer system (i.e., computer equipment operations).ORSubstitution of 
Experience for Education:  Full-time employment in one or more of the following areas may substitute for the required 
education on a year-for-year basis to a maximum substitution of four years: office clerical or storekeeping or any of the 
above experiences.ORSubstitution of Education for Experience: Successful completion of coursework at an accredited 
college or university or technical school in management information systems, computer and information science, 
business data processing or word processing may substitute for the required work experience on a year-for-year basis to 
a maximum substitution of one year (at least 9 of 45 quarter hours in the above listed fields may substitute for one year 
of the required experience).ORSubstitution of Vocational Education for Experience: Education equivalent to a certificate 
in data processing (1296 clock hours) from a vocational school may substitute for one year of the required experience, 
(108 clock hours in the above data processing program is equivalent to one month of experience); OR successful 
completion of a one-year computer operations certificate program (53 quarter hours) from an accredited technical 
school may substitute for one year of the required experience. (Four quarter hours in the above program is equivalent 
to one month of experience). 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:      Submit a fingerprint sample in a manner prescribed 
by the TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or 
found not guilty by reason of insanity in a civilian or military jurisdiction of any permanent disqualifying criminal offense 
listed in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have 
been convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding 
the date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Possess a valid motor vehicle operator’s license or be able to obtain one prior to appointment. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. " 
 
Job Overview: 
Summary: Under general supervision, performs data processing operations work of routine difficulty; and performs 
related work as required.Distinguishing Features: This is the working level class in the Data Processing Operator sub-
series. An employee in this class updates data bases for the mainframe computer, learns to transmit jobs to the 
mainframe, and distributes output to staff. This class differs from Data Processing Operator 2 in that incumbents of the 
latter track jobs on the mainframe computer and correct systematic errors that occur across data bases, on printers, 
terminals, and other peripheral equipment. 
 
Work Activities: 
"Processing Information:    Enter information daily to be transferred and processed to create reports to be processed.    
Submit daily schedule to data center of what reports to be produced and received. Driver License renewal report 
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balanced and issued.Getting Information:    Receive data center reports daily. Identify job name and information to be 
extracted based on unit and section distribution.    Identify incoming information from received Driver License renewals, 
entering corrections and submit for Driver License printing. Communicating with Supervisors, Peers, or Subordinates:    
Provides polite and effective customer service for all individual contacts.    Assist with training new employees within the 
work unit.Interacting With Computers:    Keys alphabetic and numeric data using a variety of screen formats which 
update the data systems.Performing Administrative Activities:    Work in a secure area and deal with confidential 
information of high sensitivity.Making Decisions and Solving Problem:    Verify information and determine errors. 
Documents returned to originator and returned for rekey. Documenting/Recording Information:    Prepares documents 
for storage and archiving into the system for image retrieval." 
 
Competencies (KSA’s): 
Competencies:    Time Management    Technical Learning    Listening    Integrity and Trust    Perseverance    
Approachability    Customer Focus    Patience    Humor    Dealing with AmbiguityKnowledge:    Basic knowledge of 
computers, 10-key and office equipmentSkills:    Active Listening                  Critical Thinking                 Time Management                     
Abilities:               Deductive Reasoning                      Perceptual Speed                           Problem Sensitivity                        
Selective Attention                         Time Sharing                      Finger and Manual Dexterity                       Wrist-Finger Speed                    
Extent Flexibility                 Static Strength                   Near Vision                        Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Printer    Scanner    Copier    Telephone    Fax Machine 
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075506 - DATABASE ADMINISTRATOR 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5138 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, DB2, Oracle).Substitution of a Specific Associate’s Degree for the Required 
Bachelor’s Degree: Graduation from an accredited college or university with an associate's degree in business data 
processing, management information systems, computer and information systems, computer science, or other directly 
related field may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, Oracle) may substitute for the specific associate’s degree on a year-for-
year basis to a maximum of two years. OROne year of experience as an Information Systems Associate, in training for 
Systems Programmer, Programmer Analyst, Information Systems Specialist, or Database Administrator with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures; and performs 
related work as required. Distinguishing Features: An employee in this class assists database developers or other 
database administrators in designing, implementing or revising data structures and database systems following defined 
standards and procedures. This class is flexibly staffed with Information Systems Associate, and differs in that an 
incumbent of the latter learns to implement or revise databases. This class differs from Database Administrator 3 in that 
an incumbent of the latter is responsible for implementing methods, techniques, and standards for data and database 
management. 
 
Work Activities: 
Interacting With Computers:    Uses database documentation and knowledge of the system to assist in the recovery 
from problems or failures.    Perform daily maintenance procedures.    Creates and schedules database specific jobs or 
recovery jobs.    Monitor and administer basic RDBMS security, i.e. adding and removing users, changing passwords, 
administering quotas, reviewing security logs.    Assist senior DBAs in executing or documenting Disaster Recovery (DR) 
solutions, testing or documentation.    Provide administration of database to ensure stated uptime goals as provided by 
management.    Assist senior DBAs in installations, upgrades and patching of database software and migrations.Provide 
Consultation and Advice to Others:    Assist other database administrators in development and enforcement of 
standards, procedures and guidelines.    Provide technical assistance to database consumers.Monitoring and Controlling 
Resources:     Monitors database system for availability.     Implement database monitoring solutions under guidance of 
senior DBA.Communicating with Supervisors, Peers, or Subordinates:    Assist other database administrators in 
implementing and reviewing database systems to ensure accuracy and efficiency.    Reports system issues to 
supervisor.Processing Information:     Implements designs and revises data structure under supervision.     Implements 
physical database changes on appropriate system platforms.     Implements change scripts as provided by senior DBAs.     
Develop and create basic SQL, SQL Packages/languages.Evaluating Information to Determine Compliance with 
Standards:    Evaluates information gathered from users, other staff and historical data to ensure optimal performance 
and productivity of database systems.    Assist other database administrators in identification, selection and use of 
database software.Analyzing Data or Information:    Assist in troubleshooting database issues by using all available 
resources.    Reviews database growth and provide reports to senior DBA.    Assist other database administrators in 
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monitoring database system performance.Documenting/Recording Information:    Documents processes and procedures 
for database operations and maintenance.    Documents area of poor response and turnaround times by reviewing 
historical data and information from users.    Document anomalies from daily maintenance procedures.    Provide 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competency    Problem Solving    Technical Learning    
Time Management    Perseverance    Presentation Skills    Written Communications    Customer Focus    Approachability    
Listening    ComposureKnowledge:    Customer and Personal Service    Knowledge of basic backup/recovery methodology 
including Cold backups, file system backups, import/exports, etc.    Computers and Electronics    Knowledge of Database 
Architecture - database design and scripted DML changes    Knowledge of basic networking such as TCP/IP, DNS, etc.    
Knowledge of basic SQL, inserts, updates, deletes, joins, selects, etc.    Knowledge of basic RDBMS database systems 
such as data normalization, primary/foreign key constraints, indexes, relationship model, etc.    Knowledge of basic OS 
architecture such as file system layouts, directory structures, users, groups, basic O/S parameters, etc.    Knowledge of 
basic monitoring software and the ability to interpret and understand alerts, thresholds and notifications    Knowledge 
of basic mathematics    Knowledge of basic RDBMS administration such as adding/removing users, changing passwords, 
adding roles, start/stop database, reviewing log files, etc.    Knowledge in basic documentation or technical writing using 
word processing    Knowledge of basic O/S scripting such as korn shell, bash shell, windows, etc.    Knowledge of basic 
database development lifecycleSkills:    Skill in basic database backup and recovery and deployment including Cold 
Backups, Hot backups, and basic database dumps, implementing, and scheduling and basic troubleshooting    
Dependability    Adaptability/Flexibility    Attention to Detail    Stress Tolerance    Persistence    Achievement/Effort    
Active Learning    Active Listening    Skills in understanding/reading and writing basic SQL, SQL Packages/languages    
Skills in basic understanding of database design, including physical data models and scripted DML changes    Skills in 
basic understanding of database parameters    Skills in basic understanding of operating system, networking and storage    
Skill in basic database security, including password changes, creating/deleting users, granting privileges    Skills in 
reading and verifying log files and monitoring alerts    Skills in basic documentation or technical writing    Integrity    
Analytical Thinking    Initiative    Judgment and Decision Making    Operations Analysis    Speaking    Systems Analysis    
Skill in basic O/S scriptingAbilities:    Ability to work under direct supervision    Ability to read and understand ideas and 
information presented in writing 
 
Tools and Equipment Used: 
     Personal Computer     Telephone     Fax Machine     Printer 
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075506 - DATABASE ADMINISTRATOR 2* 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5139 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, DB2, Oracle).Substitution of a Specific Associate’s Degree for the Required 
Bachelor’s Degree: Graduation from an accredited college or university with an associate's degree in business data 
processing, management information systems, computer and information systems, computer science, or other directly 
related field may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, Oracle) may substitute for the specific associate’s degree on a year-for-
year basis to a maximum of two years. OROne year of experience as an Information Systems Associate, in training for 
Systems Programmer, Programmer Analyst, Information Systems Specialist, or Database Administrator with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures; and performs 
related work as required. Distinguishing Features: An employee in this class assists database developers or other 
database administrators in designing, implementing or revising data structures and database systems following defined 
standards and procedures. This class is flexibly staffed with Information Systems Associate, and differs in that an 
incumbent of the latter learns to implement or revise databases. This class differs from Database Administrator 3 in that 
an incumbent of the latter is responsible for implementing methods, techniques, and standards for data and database 
management. 
 
Work Activities: 
Interacting With Computers:    Uses database documentation and knowledge of the system to assist in the recovery 
from problems or failures.    Perform daily maintenance procedures.    Creates and schedules database specific jobs or 
recovery jobs.    Monitor and administer basic RDBMS security, i.e. adding and removing users, changing passwords, 
administering quotas, reviewing security logs.    Assist senior DBAs in executing or documenting Disaster Recovery (DR) 
solutions, testing or documentation.    Provide administration of database to ensure stated uptime goals as provided by 
management.    Assist senior DBAs in installations, upgrades and patching of database software and migrations.Provide 
Consultation and Advice to Others:    Assist other database administrators in development and enforcement of 
standards, procedures and guidelines.    Provide technical assistance to database consumers.Monitoring and Controlling 
Resources:     Monitors database system for availability.     Implement database monitoring solutions under guidance of 
senior DBA.Communicating with Supervisors, Peers, or Subordinates:    Assist other database administrators in 
implementing and reviewing database systems to ensure accuracy and efficiency.    Reports system issues to 
supervisor.Processing Information:     Implements designs and revises data structure under supervision.     Implements 
physical database changes on appropriate system platforms.     Implements change scripts as provided by senior DBAs.     
Develop and create basic SQL, SQL Packages/languages.Evaluating Information to Determine Compliance with 
Standards:    Evaluates information gathered from users, other staff and historical data to ensure optimal performance 
and productivity of database systems.    Assist other database administrators in identification, selection and use of 
database software.Analyzing Data or Information:    Assist in troubleshooting database issues by using all available 
resources.    Reviews database growth and provide reports to senior DBA.    Assist other database administrators in 
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monitoring database system performance.Documenting/Recording Information:    Documents processes and procedures 
for database operations and maintenance.    Documents area of poor response and turnaround times by reviewing 
historical data and information from users.    Document anomalies from daily maintenance procedures.    Provide 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competency    Problem Solving    Technical Learning    
Time Management    Perseverance    Presentation Skills    Written Communications    Customer Focus    Approachability    
Listening    ComposureKnowledge:    Customer and Personal Service    Knowledge of basic backup/recovery methodology 
including Cold backups, file system backups, import/exports, etc.    Computers and Electronics    Knowledge of Database 
Architecture - database design and scripted DML changes    Knowledge of basic networking such as TCP/IP, DNS, etc.    
Knowledge of basic SQL, inserts, updates, deletes, joins, selects, etc.    Knowledge of basic RDBMS database systems 
such as data normalization, primary/foreign key constraints, indexes, relationship model, etc.    Knowledge of basic OS 
architecture such as file system layouts, directory structures, users, groups, basic O/S parameters, etc.    Knowledge of 
basic monitoring software and the ability to interpret and understand alerts, thresholds and notifications    Knowledge 
of basic mathematics    Knowledge of basic RDBMS administration such as adding/removing users, changing passwords, 
adding roles, start/stop database, reviewing log files, etc.    Knowledge in basic documentation or technical writing using 
word processing    Knowledge of basic O/S scripting such as korn shell, bash shell, windows, etc.    Knowledge of basic 
database development lifecycleSkills:    Skill in basic database backup and recovery and deployment including Cold 
Backups, Hot backups, and basic database dumps, implementing, and scheduling and basic troubleshooting    
Dependability    Adaptability/Flexibility    Attention to Detail    Stress Tolerance    Persistence    Achievement/Effort    
Active Learning    Active Listening    Skills in understanding/reading and writing basic SQL, SQL Packages/languages    
Skills in basic understanding of database design, including physical data models and scripted DML changes    Skills in 
basic understanding of database parameters    Skills in basic understanding of operating system, networking and storage    
Skill in basic database security, including password changes, creating/deleting users, granting privileges    Skills in 
reading and verifying log files and monitoring alerts    Skills in basic documentation or technical writing    Integrity    
Analytical Thinking    Initiative    Judgment and Decision Making    Operations Analysis    Speaking    Systems Analysis    
Skill in basic O/S scriptingAbilities:    Ability to work under direct supervision    Ability to read and understand ideas and 
information presented in writing 
 
Tools and Equipment Used: 
     Personal Computer     Telephone     Fax Machine     Printer 
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075507 - DATABASE ADMINISTRATOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5146 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, DB2, Oracle), including at least one year of specialized experience that 
involved data modeling, database design, or performance monitoring and tuning of database management 
systems.Substitution of Graduate Education for the Required Experience: Any graduate coursework in management 
information systems, business data processing, computer and information systems, or computer science may substitute 
for the required experience on a year-for-year basis to a maximum of one year (thirty-six graduate quarter hours or a 
master's degree in the above listed fields is equivalent to one year of experience), there being no substitution for the 
required one year of specialized experience. Substitution of a Specific Associate's Degree for the Required Bachelor's 
Degree: Graduation from an accredited college or university with an associate's degree in business data processing, 
management information systems, computer and information systems, computer science, or other directly related 
fieldmay substitute for the required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: 
Professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, DB2, Oracle) may substitute for the specific associate's degree on a year-for-year 
basis to a maximum of two years. ORTwo years of experience as a Database Administrator 2, with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing methods, techniques, and standards for effective 
management of data resources; and performs related work as required. Distinguishing Features: An employee in this 
class reviews data models and database designs; monitors, evaluates, and recommends changes affecting database 
performance; and implements new or revised methods, techniques, and standard for data and database management. 
This class differs from Database Administrator 2, in that an incumbent of the latter assists database developers or other 
database administrators in designing, implementing or revising data structures and database systems, using defined 
standards and procedures. This class differs from Database Administrator 4 in that an incumbent of the latter functions 
as a project leader and is responsible for coordinating the efforts of other database administrators. 
 
Work Activities: 
Provide Consultation and Advice to Others: Provide technical assistance to database consumers, development and 
support teams including troubleshooting and diagnostics. Assist other database administrators in development and 
enforcement of standards, procedures and guidelines.Interacting With Computers: Execute Disaster Recovery (DR) 
solutions including testing established/developed disaster recovery procedures, documenting DR tests and cataloging 
results. Uses database documentation and knowledge of the system to assist in the recovery from problems or failures. 
Create, schedule and test database specific jobs and backup/recovery jobs and designed strategies. Execute database 
migrations, upgrades or conversions including installations and patching. Perform daily maintenance processes and 
procedures. Provide administration of database to ensure stated uptime goals as provided by management. Monitor 
and administer RDBMS security, i.e. adding and removing users, changing passwords, administering quotas, auditing, 
and checking for security problems.Monitoring and Controlling Resources: Monitors database system for availability, 
track and report database performance and usage metrics and confirm all databases are operational. Implement 
database monitoring solutions and assist senior DBA in design of monitoring solutions.Analyzing Data or Information: 
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Perform database tuning including infrastructure and SQL tuning. Assist other database administrators in monitoring 
database system performance. Review, request and provide reports for capacity planning which includes database 
hardware and associated storage. Assist in troubleshooting database issues by using all available resources. Evaluate 
database software to enhance database system usage, facilitate problem resolution, and maximize customer 
service.Processing Information: Create change scripts, back out procedures for DML, DDL and other RDBMS changes and 
analysis of change. Develop and create SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages. Implements 
physical database changes on appropriate system platforms. Creates and implements designs and revises data structure 
under supervision.Communicating with Supervisors, Peers, or Subordinates: Review logs for RDBMS systems and report 
all system issues to supervisor. Assist other database administrators in implementing and reviewing database systems to 
ensure accuracy and efficiency.Evaluating Information to Determine Compliance with Standards: Evaluates information 
gathered from users, other staff and historical data to ensure optimal performance and productivity of database 
systems. Assist other database administrators in identification, selection and use of database 
software.Documenting/Recording Information: Document anomalies from daily maintenance procedures. Reviewing 
and ensuring complete and appropriate handover of documentation prior to operational acceptance of new or changed 
applications. Documents processes and procedures for database operations and maintenance. Documents area of poor 
response and turnaround times by reviewing historical data and information from users. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Time Management 
Approachability Listening Composure Dealing with Ambiguity Perseverance Presentation Skills Written Communications 
Customer FocusKnowledge: Knowledge of monitoring software including ability to script out monitoring alerts, 
thresholds and notifications. May include 3rd party utilities such as SNMP traps Customer and Personal Service 
Knowledge of advanced backup/recovery methodology including hot backups, translation logs, archive logs, point-in-
time recovery, advanced import/export routines Knowledge of RDBMS administration such as developing security roles 
and groups, memory optimizations (pinning SQL to memory), space management, Data Dictionary Views, task and job 
automation, upgrades, patches, migrations, installations, etc. Knowledge of hardware and infrastructure tuning such as 
disk I/O, CPU memory, kernel or O/S parameters, Data Dictionary Views Computers and Electronics Knowledge of 
Database Architecture - database design and logical data models for OLTP Knowledge of Database Architecture memory 
optimization Knowledge of basic firewalls, network routing, load balancers, etc. Knowledge of SQL such as multiple joins, 
PL/SQL, TSQL, or equivalent packages, etc. Knowledge of RDBMS database systems such as data modifications and 
normalization, transformations into ERD, Data Dictionary Views, and relation tables Knowledge of OS architecture, 
interoperability between groups, users and security, Kernel parameters, disk management, etc. Knowledge of basic 
Disaster Recovery concepts Knowledge of basic mathematics Knowledge of O/S scripting such as korn shell, bash shell, 
windows, etc. including variables, strings, and automation Knowledge of database development lifecycle Knowledge in 
documentation or technical writing using word processing and diagraming toolsSkills: Skills in advanced database 
backup and recovery and deployment including Cold Backups, Hot backups, and database dumps, clones, refreshes, 
compression, scripting, implementing, and scheduling and troubleshooting Skill in executing advanced Disaster Recovery 
(DR) solutions including testing established/developed disaster recovery procedures, documenting DR tests and 
cataloging results Skills in database migrations/upgrades or conversions from O/S platforms, versions, servers, storage, 
installations and patching Attention to Detail Dependability Adaptability/Flexibility Stress Tolerance Persistence Active 
Learning Active Listening Skills in database design, including physical and logical data models for OLTP Skills in database 
architecture including memory optimization, and database parameters, etc. Skills in database tuning including database 
infrastructure tuning, hardware infrastructure tuning Skills in storage and capacity planning including RDBMS hardware 
Skills in basic high availability database implementations, setup, configuration and deployments Integrity Analytical 
Thinking Initiative Achievement/Effort Judgment and Decision Making Operations Analysis Systems Analysis Skills in 
understanding/reading SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages Skills in database security 
including auditing and database firewalls Skills in implementing and ensuring compliance with defined database 
standards Skills in deploying or writing monitoring scripts or monitoring software, establishing alerts, notifications and 
escalations Skills in implementing business resumption strategies Skills in documentation or technical writing Skills and 
exposure to multiple operating systems, networking and storage Skill in O/S ScriptingAbilities: Ability to work under 
direct supervision Ability to read and understand ideas and information presented in writing 
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075507 - DATABASE ADMINISTRATOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  5147 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, DB2, Oracle), including at least one year of specialized experience that 
involved data modeling, database design, or performance monitoring and tuning of database management 
systems.Substitution of Graduate Education for the Required Experience: Any graduate coursework in management 
information systems, business data processing, computer and information systems, or computer science may substitute 
for the required experience on a year-for-year basis to a maximum of one year (thirty-six graduate quarter hours or a 
master's degree in the above listed fields is equivalent to one year of experience), there being no substitution for the 
required one year of specialized experience. Substitution of a Specific Associate's Degree for the Required Bachelor's 
Degree: Graduation from an accredited college or university with an associate's degree in business data processing, 
management information systems, computer and information systems, computer science, or other directly related 
fieldmay substitute for the required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: 
Professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, DB2, Oracle) may substitute for the specific associate's degree on a year-for-year 
basis to a maximum of two years. ORTwo years of experience as a Database Administrator 2, with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing methods, techniques, and standards for effective 
management of data resources; and performs related work as required. Distinguishing Features: An employee in this 
class reviews data models and database designs; monitors, evaluates, and recommends changes affecting database 
performance; and implements new or revised methods, techniques, and standard for data and database management. 
This class differs from Database Administrator 2, in that an incumbent of the latter assists database developers or other 
database administrators in designing, implementing or revising data structures and database systems, using defined 
standards and procedures. This class differs from Database Administrator 4 in that an incumbent of the latter functions 
as a project leader and is responsible for coordinating the efforts of other database administrators. 
 
Work Activities: 
Provide Consultation and Advice to Others: Provide technical assistance to database consumers, development and 
support teams including troubleshooting and diagnostics. Assist other database administrators in development and 
enforcement of standards, procedures and guidelines.Interacting With Computers: Execute Disaster Recovery (DR) 
solutions including testing established/developed disaster recovery procedures, documenting DR tests and cataloging 
results. Uses database documentation and knowledge of the system to assist in the recovery from problems or failures. 
Create, schedule and test database specific jobs and backup/recovery jobs and designed strategies. Execute database 
migrations, upgrades or conversions including installations and patching. Perform daily maintenance processes and 
procedures. Provide administration of database to ensure stated uptime goals as provided by management. Monitor 
and administer RDBMS security, i.e. adding and removing users, changing passwords, administering quotas, auditing, 
and checking for security problems.Monitoring and Controlling Resources: Monitors database system for availability, 
track and report database performance and usage metrics and confirm all databases are operational. Implement 
database monitoring solutions and assist senior DBA in design of monitoring solutions.Analyzing Data or Information: 
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Perform database tuning including infrastructure and SQL tuning. Assist other database administrators in monitoring 
database system performance. Review, request and provide reports for capacity planning which includes database 
hardware and associated storage. Assist in troubleshooting database issues by using all available resources. Evaluate 
database software to enhance database system usage, facilitate problem resolution, and maximize customer 
service.Processing Information: Create change scripts, back out procedures for DML, DDL and other RDBMS changes and 
analysis of change. Develop and create SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages. Implements 
physical database changes on appropriate system platforms. Creates and implements designs and revises data structure 
under supervision.Communicating with Supervisors, Peers, or Subordinates: Review logs for RDBMS systems and report 
all system issues to supervisor. Assist other database administrators in implementing and reviewing database systems to 
ensure accuracy and efficiency.Evaluating Information to Determine Compliance with Standards: Evaluates information 
gathered from users, other staff and historical data to ensure optimal performance and productivity of database 
systems. Assist other database administrators in identification, selection and use of database 
software.Documenting/Recording Information: Document anomalies from daily maintenance procedures. Reviewing 
and ensuring complete and appropriate handover of documentation prior to operational acceptance of new or changed 
applications. Documents processes and procedures for database operations and maintenance. Documents area of poor 
response and turnaround times by reviewing historical data and information from users. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Time Management 
Approachability Listening Composure Dealing with Ambiguity Perseverance Presentation Skills Written Communications 
Customer FocusKnowledge: Knowledge of monitoring software including ability to script out monitoring alerts, 
thresholds and notifications. May include 3rd party utilities such as SNMP traps Customer and Personal Service 
Knowledge of advanced backup/recovery methodology including hot backups, translation logs, archive logs, point-in-
time recovery, advanced import/export routines Knowledge of RDBMS administration such as developing security roles 
and groups, memory optimizations (pinning SQL to memory), space management, Data Dictionary Views, task and job 
automation, upgrades, patches, migrations, installations, etc. Knowledge of hardware and infrastructure tuning such as 
disk I/O, CPU memory, kernel or O/S parameters, Data Dictionary Views Computers and Electronics Knowledge of 
Database Architecture - database design and logical data models for OLTP Knowledge of Database Architecture memory 
optimization Knowledge of basic firewalls, network routing, load balancers, etc. Knowledge of SQL such as multiple joins, 
PL/SQL, TSQL, or equivalent packages, etc. Knowledge of RDBMS database systems such as data modifications and 
normalization, transformations into ERD, Data Dictionary Views, and relation tables Knowledge of OS architecture, 
interoperability between groups, users and security, Kernel parameters, disk management, etc. Knowledge of basic 
Disaster Recovery concepts Knowledge of basic mathematics Knowledge of O/S scripting such as korn shell, bash shell, 
windows, etc. including variables, strings, and automation Knowledge of database development lifecycle Knowledge in 
documentation or technical writing using word processing and diagraming toolsSkills: Skills in advanced database 
backup and recovery and deployment including Cold Backups, Hot backups, and database dumps, clones, refreshes, 
compression, scripting, implementing, and scheduling and troubleshooting Skill in executing advanced Disaster Recovery 
(DR) solutions including testing established/developed disaster recovery procedures, documenting DR tests and 
cataloging results Skills in database migrations/upgrades or conversions from O/S platforms, versions, servers, storage, 
installations and patching Attention to Detail Dependability Adaptability/Flexibility Stress Tolerance Persistence Active 
Learning Active Listening Skills in database design, including physical and logical data models for OLTP Skills in database 
architecture including memory optimization, and database parameters, etc. Skills in database tuning including database 
infrastructure tuning, hardware infrastructure tuning Skills in storage and capacity planning including RDBMS hardware 
Skills in basic high availability database implementations, setup, configuration and deployments Integrity Analytical 
Thinking Initiative Achievement/Effort Judgment and Decision Making Operations Analysis Systems Analysis Skills in 
understanding/reading SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages Skills in database security 
including auditing and database firewalls Skills in implementing and ensuring compliance with defined database 
standards Skills in deploying or writing monitoring scripts or monitoring software, establishing alerts, notifications and 
escalations Skills in implementing business resumption strategies Skills in documentation or technical writing Skills and 
exposure to multiple operating systems, networking and storage Skill in O/S ScriptingAbilities: Ability to work under 
direct supervision Ability to read and understand ideas and information presented in writing 
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075617 - DATABASE ADMINISTRATOR-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3972 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, SQL Server, DB2, Oracle).Substitution of Graduate Coursework for the 
Required Experience: Any additional graduate coursework in data modeling, database design, or performance 
monitoring and tuning of database management systems may substitute for the required experience on a year for year 
basis to a maximum substitution of two years. Substitution of Experience for Education: Professional level experience in 
the analysis, design, or programming of business information systems utilizing database management systems (e.g., 
IMS/DB, SQL Server, DB2, Oracle) may be substituted for the required bachelor's degree on a year-for-year basis to a 
maximum of four years. OR Education and Experience: Graduation from an accredited college or university with an 
associate's degree in business data processing, management information systems, computer and information systems, 
computer science, or other directly related field and two years of professional level experience in the analysis, design, or 
programming of business information systems utilizing database management systems (i.e., IMS/DB, SQL Server, DB2, 
Oracle). Substitution of Experience for the Specialized Associate's Degree: Experience in data modeling, database design, 
or performance monitoring and tuning of database management systems may substitute for the specialized associate's 
degree on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures of considerable 
difficulty and is responsible for ensuring accuracy of data and that processes are followed. Distinguishing Features: An 
employee in this class designs, implements or revises data structures and database systems following defined standards 
and procedures.  This class differs from Database Administrator-Intermediate in that an incumbent of the latter learns to 
implement or revise databases.  This class differs from Database Administrator-Lead in that an incumbent of the latter is 
responsible for leading or supervising other database administrators in implementing methods, techniques, and 
standards for data, and performs complex database management work.  
 
Work Activities: 
Provide Consultation and Advice to Others: Provide technical assistance to database consumers, development and 
support teams including troubleshooting and diagnostics. Assist other database administrators in development and 
enforcement of standards, procedures and guidelines.Interacting With Computers: Execute Disaster Recovery (DR) 
solutions including testing established/developed disaster recovery procedures, documenting DR tests and cataloging 
results. Executes database migrations, upgrades or conversions including installations and patching. Uses database 
documentation and knowledge of the system to assist in the recovery from problems or failures. Create, schedules and 
tests database specific jobs and backup/recovery jobs and designed strategies. Perform daily maintenance processes 
and procedures. Provide administration of database to ensure stated uptime goals as provided by management. 
Monitors and administers RDBMS security, i.e. adding and removing users, changing passwords, administering quotas, 
auditing, and checking for security problems.Monitoring and Controlling Resources: Monitors database system for 
availability, track and report database performance and usage metrics and confirm all databases are operational. 
Implements database monitoring solutions and assist senior DBA in design of monitoring solutions.Analyzing Data or 
Information: Preforms database tuning including infrastructure and SQL tuning. Assist other database administrators in 
monitoring database system performance. Reviews, requests and provides reports for capacity planning which includes 
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database hardware and associated storage. Assist in troubleshooting database issues by using all available resources. 
Evaluates database software to enhance database system usage, facilitate problem resolution, and maximize customer 
service.Processing Information: Develops and creates SQL, PL/SQL, TSQL, or equivalent advanced SQL 
Packages/languages. Creates change scripts, backout procedures for DML, DDL and other RDBMS changes and analysis 
of change. Implements physical database changes on appropriate system platforms. Creates and implements designs 
and revises data structure under supervision.Communicating with Supervisors, Peers, or Subordinates: Reviews logs for 
RDBMS systems and report all system issues to supervisor. Assist other database administrators in implementing and 
reviewing database systems to ensure accuracy and efficiency.Evaluating Information to Determine Compliance with 
Standards: Evaluates information gathered from users, other staff and historical data to ensure optimal performance 
and productivity of database systems. Assist other database administrators in identification, selection and use of 
database software.Documenting/Recording Information: Reviews and ensures complete and appropriate handover of 
documentation prior to operational acceptance of new or changed applications. Provide support/assistance to 
development/application teams to ensure that applications and related services are documented and kept current. 
Documents anomalies from daily maintenance procedures. Documents processes and procedures for database 
operations and maintenance. Documents area of poor response and turnaround times by reviewing historical data and 
information from users. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of advanced backup/recovery methodology including Hot backups, transition logs, 
archive logs, point-in-time recovery, advanced import/export routines Knowledge of RDBMS administration such as 
developing security roles and groups, memory optimizations (pinning SQL to memory), space management, Data 
Dictionary Views, task and job automation, upgrades, patches, migrations, installations, etc. Knowledge of hardware and 
infrastructure tuning such as disk I/O, CPU memory, kernel or O/S parameters, Data Dictionary Views Knowledge of 
basic Disaster Recovery concepts Computers and Electronics Knowledge of Database Architecture - database design and 
logical data models for OLTP Knowledge of Database Architecture memory optimization Knowledge of basic firewalls, 
network routing, load balancers, etc. Knowledge of SQL such as multiple joins PL/SQL, TSQL, or equivalent packages, etc. 
Knowledge of RDBMS database systems such as data modifications and normalization, transformations into ERD, Data 
Dictionary Views, and relation tables Knowledge of OS architecture, interoperability between groups, users and security, 
Kernel parameters, disk management, etc. Knowledge of monitoring software including ability to script out monitoring 
alerts, thresholds and notifications. May include 3rd party utilities such as SNMP traps Customer and Personal Service 
Knowledge of Basic Mathematics Knowledge O/S scripting such as korn shell, bash shell, windows, etc. including 
variables, strings, and automation Knowledge of Database Development Lifecycle Knowledge in documentation or 
technical writing using word processing and diagraming tools Skills: Stress Tolerance Persistence Active Learning Active 
Listening Skills in database design, including physical and logical data models for OLTP Skills in advanced database 
backup and recovery and deployment including Cold Backups, Hot backups, and database dumps, clones, refreshes, 
compression, scripting, implementing, and scheduling and troubleshooting Skills in storage and capacity planning 
including RDBMS hardware Skills in basic high availability database implementations, setup, configuration and 
deployments Skill in executing advanced Disaster Recovery (DR) solutions including testing established/developed 
disaster recovery procedures, documenting DR tests and cataloging results Skills in database migrations/upgrades or 
conversions from O/S platforms, versions, servers, storage, installations and patching Attention to Detail Dependability 
Adaptability/Flexibility Initiative Achievement/Effort Judgment and Decision Making Operations Analysis Systems 
Analysis Skills in understanding/reading SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages Skills in 
database architecture including memory optimization, and database parameters, etc. Skills in database security 
including auditing and database firewalls Skills in database tuning including database infrastructure tuning, hardware 
infrastructure tuning Skills in implementing and ensuring compliance with defined database standards Skills in deploying 
or writing monitoring scripts or monitoring software, establishing alerts, notifications and escalations Skills in 
implementing business resumption strategies Skills in documentation or technical writing Integrity Analytical Thinking 
Speaking Skills and exposure to multiple operating systems, networking and storage Skill in O/S ScriptingAbilities: Ability 
to work under direct supervision Ability to read and understand ideas and information presented in writing Attention to 
Detail Integrity 
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075617 - DATABASE ADMINISTRATOR-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3973 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, SQL Server, DB2, Oracle).Substitution of Graduate Coursework for the 
Required Experience: Any additional graduate coursework in data modeling, database design, or performance 
monitoring and tuning of database management systems may substitute for the required experience on a year for year 
basis to a maximum substitution of two years. Substitution of Experience for Education: Professional level experience in 
the analysis, design, or programming of business information systems utilizing database management systems (e.g., 
IMS/DB, SQL Server, DB2, Oracle) may be substituted for the required bachelor's degree on a year-for-year basis to a 
maximum of four years. OR Education and Experience: Graduation from an accredited college or university with an 
associate's degree in business data processing, management information systems, computer and information systems, 
computer science, or other directly related field and two years of professional level experience in the analysis, design, or 
programming of business information systems utilizing database management systems (i.e., IMS/DB, SQL Server, DB2, 
Oracle). Substitution of Experience for the Specialized Associate's Degree: Experience in data modeling, database design, 
or performance monitoring and tuning of database management systems may substitute for the specialized associate's 
degree on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures of considerable 
difficulty and is responsible for ensuring accuracy of data and that processes are followed. Distinguishing Features: An 
employee in this class designs, implements or revises data structures and database systems following defined standards 
and procedures.  This class differs from Database Administrator-Intermediate in that an incumbent of the latter learns to 
implement or revise databases.  This class differs from Database Administrator-Lead in that an incumbent of the latter is 
responsible for leading or supervising other database administrators in implementing methods, techniques, and 
standards for data, and performs complex database management work.  
 
Work Activities: 
Provide Consultation and Advice to Others: Provide technical assistance to database consumers, development and 
support teams including troubleshooting and diagnostics. Assist other database administrators in development and 
enforcement of standards, procedures and guidelines.Interacting With Computers: Execute Disaster Recovery (DR) 
solutions including testing established/developed disaster recovery procedures, documenting DR tests and cataloging 
results. Executes database migrations, upgrades or conversions including installations and patching. Uses database 
documentation and knowledge of the system to assist in the recovery from problems or failures. Create, schedules and 
tests database specific jobs and backup/recovery jobs and designed strategies. Perform daily maintenance processes 
and procedures. Provide administration of database to ensure stated uptime goals as provided by management. 
Monitors and administers RDBMS security, i.e. adding and removing users, changing passwords, administering quotas, 
auditing, and checking for security problems.Monitoring and Controlling Resources: Monitors database system for 
availability, track and report database performance and usage metrics and confirm all databases are operational. 
Implements database monitoring solutions and assist senior DBA in design of monitoring solutions.Analyzing Data or 
Information: Preforms database tuning including infrastructure and SQL tuning. Assist other database administrators in 
monitoring database system performance. Reviews, requests and provides reports for capacity planning which includes 
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database hardware and associated storage. Assist in troubleshooting database issues by using all available resources. 
Evaluates database software to enhance database system usage, facilitate problem resolution, and maximize customer 
service.Processing Information: Develops and creates SQL, PL/SQL, TSQL, or equivalent advanced SQL 
Packages/languages. Creates change scripts, backout procedures for DML, DDL and other RDBMS changes and analysis 
of change. Implements physical database changes on appropriate system platforms. Creates and implements designs 
and revises data structure under supervision.Communicating with Supervisors, Peers, or Subordinates: Reviews logs for 
RDBMS systems and report all system issues to supervisor. Assist other database administrators in implementing and 
reviewing database systems to ensure accuracy and efficiency.Evaluating Information to Determine Compliance with 
Standards: Evaluates information gathered from users, other staff and historical data to ensure optimal performance 
and productivity of database systems. Assist other database administrators in identification, selection and use of 
database software.Documenting/Recording Information: Reviews and ensures complete and appropriate handover of 
documentation prior to operational acceptance of new or changed applications. Provide support/assistance to 
development/application teams to ensure that applications and related services are documented and kept current. 
Documents anomalies from daily maintenance procedures. Documents processes and procedures for database 
operations and maintenance. Documents area of poor response and turnaround times by reviewing historical data and 
information from users. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of advanced backup/recovery methodology including Hot backups, transition logs, 
archive logs, point-in-time recovery, advanced import/export routines Knowledge of RDBMS administration such as 
developing security roles and groups, memory optimizations (pinning SQL to memory), space management, Data 
Dictionary Views, task and job automation, upgrades, patches, migrations, installations, etc. Knowledge of hardware and 
infrastructure tuning such as disk I/O, CPU memory, kernel or O/S parameters, Data Dictionary Views Knowledge of 
basic Disaster Recovery concepts Computers and Electronics Knowledge of Database Architecture - database design and 
logical data models for OLTP Knowledge of Database Architecture memory optimization Knowledge of basic firewalls, 
network routing, load balancers, etc. Knowledge of SQL such as multiple joins PL/SQL, TSQL, or equivalent packages, etc. 
Knowledge of RDBMS database systems such as data modifications and normalization, transformations into ERD, Data 
Dictionary Views, and relation tables Knowledge of OS architecture, interoperability between groups, users and security, 
Kernel parameters, disk management, etc. Knowledge of monitoring software including ability to script out monitoring 
alerts, thresholds and notifications. May include 3rd party utilities such as SNMP traps Customer and Personal Service 
Knowledge of Basic Mathematics Knowledge O/S scripting such as korn shell, bash shell, windows, etc. including 
variables, strings, and automation Knowledge of Database Development Lifecycle Knowledge in documentation or 
technical writing using word processing and diagraming tools Skills: Stress Tolerance Persistence Active Learning Active 
Listening Skills in database design, including physical and logical data models for OLTP Skills in advanced database 
backup and recovery and deployment including Cold Backups, Hot backups, and database dumps, clones, refreshes, 
compression, scripting, implementing, and scheduling and troubleshooting Skills in storage and capacity planning 
including RDBMS hardware Skills in basic high availability database implementations, setup, configuration and 
deployments Skill in executing advanced Disaster Recovery (DR) solutions including testing established/developed 
disaster recovery procedures, documenting DR tests and cataloging results Skills in database migrations/upgrades or 
conversions from O/S platforms, versions, servers, storage, installations and patching Attention to Detail Dependability 
Adaptability/Flexibility Initiative Achievement/Effort Judgment and Decision Making Operations Analysis Systems 
Analysis Skills in understanding/reading SQL, PL/SQL, TSQL, or equivalent advanced SQL Packages/languages Skills in 
database architecture including memory optimization, and database parameters, etc. Skills in database security 
including auditing and database firewalls Skills in database tuning including database infrastructure tuning, hardware 
infrastructure tuning Skills in implementing and ensuring compliance with defined database standards Skills in deploying 
or writing monitoring scripts or monitoring software, establishing alerts, notifications and escalations Skills in 
implementing business resumption strategies Skills in documentation or technical writing Integrity Analytical Thinking 
Speaking Skills and exposure to multiple operating systems, networking and storage Skill in O/S ScriptingAbilities: Ability 
to work under direct supervision Ability to read and understand ideas and information presented in writing Attention to 
Detail Integrity 
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Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075616 - DATABASE ADMINISTRATOR-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3965 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, SQL Server, DB2, Oracle).Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in data modeling, database design, or performance monitoring and 
tuning of database management systems may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. Substitution of Experience for Education: Professional level experience in the 
analysis, design, or programming of business information systems utilizing database management systems (e.g., IMS/DB, 
SQL Server, DB2 and Oracle) may substitute for the required bachelor's degree on a year-for-year basis to a maximum of 
four years. OR Education and Experience: Graduation from an accredited college or university with an associate's degree 
in business data processing, management information systems, computer and information systems, computer science, 
or other directly related field and one year of professional level experience in the analysis, design, or programming of 
business information systems utilizing database management systems (i.e., IMS/DB, SQL Server, DB2, Oracle). 
Substitution of Experience for the Specialized Associate's Degree: Experience in data modeling, database design or 
performance monitoring and tuning of database management systems may substitute for the specialized associate's 
degree on a year-for-year basis to a maximum of two years.   OR One year of experience as an Information Systems 
Associate, in training for Database Administrator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures of average 
difficulty and is responsible for ensuring accuracy of data. Distinguishing Features: This is the entry/working level of the 
Database Administrator classification. An employee in this class assists database developers or other database 
administrators in designing, implementing or revising data structures and database systems following defined standards 
and procedures. This class is flexibly staffed with Information Systems Associate, and differs in that an incumbent of the 
latter learns to implement or revise databases. This class differs from Database Administrator-Advanced in that an 
incumbent of the latter is responsible for implementing methods, techniques, and standards for data and database 
management.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination.  
 
Work Activities: 
Interacting With Computers: Assist senior DBAs in installations, upgrades and patching of database software and 
migrations. Provide administration of database to ensure stated uptime goals as provided by management. Uses 
database documentation and knowledge of the system to assist in the recovery from problems or failures. Creates and 
schedules database specific jobs and backup/recovery jobs and designed strategies. Assist senior DBAs in executing or 
documenting Disaster Recovery (DR) solutions, testing or documentation. Perform daily maintenance processes and 
procedures. Monitors and administers basic RDBMS security i.e. adding and removing users, changing passwords, 
administering quotas, reviewing security logs.Provide Consultation and Advice to Others: Provide technical assistance to 
database consumers, development and support teams including troubleshooting and diagnostics. Assist other database 
administrators in development and enforcement of standards, procedures and guidelines.Monitoring and Controlling 
Resources: Implements database monitoring solutions under guidance of senior DBA. Monitors database system for 
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availability. Track and report database performance and usage metrics and confirm all databases are 
operational.Communicating with Supervisors, Peers, or Subordinates: Reviews logs for RDBMS systems and report all 
system issues to supervisor. Assist other database administrators in implementing and reviewing database systems to 
ensure accuracy and efficiency.Analyzing Data or Information: Assist in troubleshooting database issues by using all 
available resources. Reviews database growth and provide reports to senior DBA. Evaluates database software to 
enhance database system usage, facilitate problem resolution, and maximize customer service. Assist other database 
administrators in monitoring database system performance.Processing Information: Implements physical database 
changes on appropriate system platforms. Develop and create basic SQL, SQL Packages/languages. Implements change 
scripts as provided by senior DBAs. Implements designs and revises data structure under supervision.Evaluating 
Information to Determine Compliance with Standards: Evaluates information gathered from users, other staff and 
historical data to ensure optimal performance and productivity of database systems. Assist other database 
administrators in identification, selection and use of database software.Documenting/Recording Information: Provide 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. Documents processes and procedures for database operations and maintenance. Documents 
anomalies from daily maintenance procedures. Documents area of poor response and turnaround times by reviewing 
historical data and information from users. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of basic backup/recovery methodology including Cold backups, file system backups, 
import/exports, etc. Computers and Electronics Knowledge of Database Architecture - database design and scripted 
DML changes Knowledge of basic networking such as TCP/IP, DNS, etc. Knowledge of basic SQL, inserts, updates, 
deletes, joins, selects, etc. Knowledge of basic RDBMS database systems such as data normalization, primary/foreign key 
constraints, indexes, relationship model, etc. Knowledge of basic OS architecture such as file system layouts, directory 
structures, users, groups, basic O/S parameters, etc. Knowledge of basic monitoring software and the ability to interpret 
and understand alerts, thresholds and notifications Knowledge of Basic Mathematics Knowledge of basic RDBMS 
administration such as adding/removing users, changing passwords, adding roles, start/stop database, reviewing log 
files, etc. Customer and Personal Service Knowledge in basic documentation or technical writing using word processing 
Knowledge of basic O/S scripting such as korn shell, bash shell, windows, etc. Knowledge of basic database development 
lifecycleSkills: Skill in basic database backup and recovery and deployment including Cold Backups, Hot backups, and 
basic database dumps, implementing, and scheduling and basic troubleshooting Dependability Adaptability/Flexibility 
Stress Tolerance Persistence Achievement/Effort Active Learning Active Listening Skills in understanding/reading and 
writing basic SQL, SQL Packages/languages Skills in basic understanding of database design, including physical data 
models and scripted DML changes Skills in basic understanding of database parameters Skills in basic understanding of 
operating system, networking and storage Skills in basic database security, including password changes, 
creating/deleting users, granting privileges Skills in reading and verifying log files and monitoring alerts Skills in basic 
documentation or technical writing Attention to Detail Integrity Analytical Thinking Initiative Judgment and Decision 
Making Operations Analysis Speaking Systems Analysis Skill in basic O/S scriptingAbilities: Ability to work under direct 
supervision Ability to read and understand ideas and information presented in writing Attention to Detail Integrity 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075616 - DATABASE ADMINISTRATOR-INT* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3966 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, SQL Server, DB2, Oracle).Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in data modeling, database design, or performance monitoring and 
tuning of database management systems may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. Substitution of Experience for Education: Professional level experience in the 
analysis, design, or programming of business information systems utilizing database management systems (e.g., IMS/DB, 
SQL Server, DB2 and Oracle) may substitute for the required bachelor's degree on a year-for-year basis to a maximum of 
four years. OR Education and Experience: Graduation from an accredited college or university with an associate's degree 
in business data processing, management information systems, computer and information systems, computer science, 
or other directly related field and one year of professional level experience in the analysis, design, or programming of 
business information systems utilizing database management systems (i.e., IMS/DB, SQL Server, DB2, Oracle). 
Substitution of Experience for the Specialized Associate's Degree: Experience in data modeling, database design or 
performance monitoring and tuning of database management systems may substitute for the specialized associate's 
degree on a year-for-year basis to a maximum of two years.   OR One year of experience as an Information Systems 
Associate, in training for Database Administrator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures of average 
difficulty and is responsible for ensuring accuracy of data. Distinguishing Features: This is the entry/working level of the 
Database Administrator classification. An employee in this class assists database developers or other database 
administrators in designing, implementing or revising data structures and database systems following defined standards 
and procedures. This class is flexibly staffed with Information Systems Associate, and differs in that an incumbent of the 
latter learns to implement or revise databases. This class differs from Database Administrator-Advanced in that an 
incumbent of the latter is responsible for implementing methods, techniques, and standards for data and database 
management.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination.  
 
Work Activities: 
Interacting With Computers: Assist senior DBAs in installations, upgrades and patching of database software and 
migrations. Provide administration of database to ensure stated uptime goals as provided by management. Uses 
database documentation and knowledge of the system to assist in the recovery from problems or failures. Creates and 
schedules database specific jobs and backup/recovery jobs and designed strategies. Assist senior DBAs in executing or 
documenting Disaster Recovery (DR) solutions, testing or documentation. Perform daily maintenance processes and 
procedures. Monitors and administers basic RDBMS security i.e. adding and removing users, changing passwords, 
administering quotas, reviewing security logs.Provide Consultation and Advice to Others: Provide technical assistance to 
database consumers, development and support teams including troubleshooting and diagnostics. Assist other database 
administrators in development and enforcement of standards, procedures and guidelines.Monitoring and Controlling 
Resources: Implements database monitoring solutions under guidance of senior DBA. Monitors database system for 
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availability. Track and report database performance and usage metrics and confirm all databases are 
operational.Communicating with Supervisors, Peers, or Subordinates: Reviews logs for RDBMS systems and report all 
system issues to supervisor. Assist other database administrators in implementing and reviewing database systems to 
ensure accuracy and efficiency.Analyzing Data or Information: Assist in troubleshooting database issues by using all 
available resources. Reviews database growth and provide reports to senior DBA. Evaluates database software to 
enhance database system usage, facilitate problem resolution, and maximize customer service. Assist other database 
administrators in monitoring database system performance.Processing Information: Implements physical database 
changes on appropriate system platforms. Develop and create basic SQL, SQL Packages/languages. Implements change 
scripts as provided by senior DBAs. Implements designs and revises data structure under supervision.Evaluating 
Information to Determine Compliance with Standards: Evaluates information gathered from users, other staff and 
historical data to ensure optimal performance and productivity of database systems. Assist other database 
administrators in identification, selection and use of database software.Documenting/Recording Information: Provide 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. Documents processes and procedures for database operations and maintenance. Documents 
anomalies from daily maintenance procedures. Documents area of poor response and turnaround times by reviewing 
historical data and information from users. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of basic backup/recovery methodology including Cold backups, file system backups, 
import/exports, etc. Computers and Electronics Knowledge of Database Architecture - database design and scripted 
DML changes Knowledge of basic networking such as TCP/IP, DNS, etc. Knowledge of basic SQL, inserts, updates, 
deletes, joins, selects, etc. Knowledge of basic RDBMS database systems such as data normalization, primary/foreign key 
constraints, indexes, relationship model, etc. Knowledge of basic OS architecture such as file system layouts, directory 
structures, users, groups, basic O/S parameters, etc. Knowledge of basic monitoring software and the ability to interpret 
and understand alerts, thresholds and notifications Knowledge of Basic Mathematics Knowledge of basic RDBMS 
administration such as adding/removing users, changing passwords, adding roles, start/stop database, reviewing log 
files, etc. Customer and Personal Service Knowledge in basic documentation or technical writing using word processing 
Knowledge of basic O/S scripting such as korn shell, bash shell, windows, etc. Knowledge of basic database development 
lifecycleSkills: Skill in basic database backup and recovery and deployment including Cold Backups, Hot backups, and 
basic database dumps, implementing, and scheduling and basic troubleshooting Dependability Adaptability/Flexibility 
Stress Tolerance Persistence Achievement/Effort Active Learning Active Listening Skills in understanding/reading and 
writing basic SQL, SQL Packages/languages Skills in basic understanding of database design, including physical data 
models and scripted DML changes Skills in basic understanding of database parameters Skills in basic understanding of 
operating system, networking and storage Skills in basic database security, including password changes, 
creating/deleting users, granting privileges Skills in reading and verifying log files and monitoring alerts Skills in basic 
documentation or technical writing Attention to Detail Integrity Analytical Thinking Initiative Judgment and Decision 
Making Operations Analysis Speaking Systems Analysis Skill in basic O/S scriptingAbilities: Ability to work under direct 
supervision Ability to read and understand ideas and information presented in writing Attention to Detail Integrity 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075616 - DATABASE ADMINISTRATOR-INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3967 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in the analysis, design, or programming of business information systems utilizing database 
management systems (e.g., IMS/DB, SQL Server, DB2, Oracle).Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in data modeling, database design, or performance monitoring and 
tuning of database management systems may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. Substitution of Experience for Education: Professional level experience in the 
analysis, design, or programming of business information systems utilizing database management systems (e.g., IMS/DB, 
SQL Server, DB2 and Oracle) may substitute for the required bachelor's degree on a year-for-year basis to a maximum of 
four years. OR Education and Experience: Graduation from an accredited college or university with an associate's degree 
in business data processing, management information systems, computer and information systems, computer science, 
or other directly related field and one year of professional level experience in the analysis, design, or programming of 
business information systems utilizing database management systems (i.e., IMS/DB, SQL Server, DB2, Oracle). 
Substitution of Experience for the Specialized Associate's Degree: Experience in data modeling, database design or 
performance monitoring and tuning of database management systems may substitute for the specialized associate's 
degree on a year-for-year basis to a maximum of two years.   OR One year of experience as an Information Systems 
Associate, in training for Database Administrator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for implementing and revising database structures of average 
difficulty and is responsible for ensuring accuracy of data. Distinguishing Features: This is the entry/working level of the 
Database Administrator classification. An employee in this class assists database developers or other database 
administrators in designing, implementing or revising data structures and database systems following defined standards 
and procedures. This class is flexibly staffed with Information Systems Associate, and differs in that an incumbent of the 
latter learns to implement or revise databases. This class differs from Database Administrator-Advanced in that an 
incumbent of the latter is responsible for implementing methods, techniques, and standards for data and database 
management.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination.  
 
Work Activities: 
Interacting With Computers: Assist senior DBAs in installations, upgrades and patching of database software and 
migrations. Provide administration of database to ensure stated uptime goals as provided by management. Uses 
database documentation and knowledge of the system to assist in the recovery from problems or failures. Creates and 
schedules database specific jobs and backup/recovery jobs and designed strategies. Assist senior DBAs in executing or 
documenting Disaster Recovery (DR) solutions, testing or documentation. Perform daily maintenance processes and 
procedures. Monitors and administers basic RDBMS security i.e. adding and removing users, changing passwords, 
administering quotas, reviewing security logs.Provide Consultation and Advice to Others: Provide technical assistance to 
database consumers, development and support teams including troubleshooting and diagnostics. Assist other database 
administrators in development and enforcement of standards, procedures and guidelines.Monitoring and Controlling 
Resources: Implements database monitoring solutions under guidance of senior DBA. Monitors database system for 
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availability. Track and report database performance and usage metrics and confirm all databases are 
operational.Communicating with Supervisors, Peers, or Subordinates: Reviews logs for RDBMS systems and report all 
system issues to supervisor. Assist other database administrators in implementing and reviewing database systems to 
ensure accuracy and efficiency.Analyzing Data or Information: Assist in troubleshooting database issues by using all 
available resources. Reviews database growth and provide reports to senior DBA. Evaluates database software to 
enhance database system usage, facilitate problem resolution, and maximize customer service. Assist other database 
administrators in monitoring database system performance.Processing Information: Implements physical database 
changes on appropriate system platforms. Develop and create basic SQL, SQL Packages/languages. Implements change 
scripts as provided by senior DBAs. Implements designs and revises data structure under supervision.Evaluating 
Information to Determine Compliance with Standards: Evaluates information gathered from users, other staff and 
historical data to ensure optimal performance and productivity of database systems. Assist other database 
administrators in identification, selection and use of database software.Documenting/Recording Information: Provide 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. Documents processes and procedures for database operations and maintenance. Documents 
anomalies from daily maintenance procedures. Documents area of poor response and turnaround times by reviewing 
historical data and information from users. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of basic backup/recovery methodology including Cold backups, file system backups, 
import/exports, etc. Computers and Electronics Knowledge of Database Architecture - database design and scripted 
DML changes Knowledge of basic networking such as TCP/IP, DNS, etc. Knowledge of basic SQL, inserts, updates, 
deletes, joins, selects, etc. Knowledge of basic RDBMS database systems such as data normalization, primary/foreign key 
constraints, indexes, relationship model, etc. Knowledge of basic OS architecture such as file system layouts, directory 
structures, users, groups, basic O/S parameters, etc. Knowledge of basic monitoring software and the ability to interpret 
and understand alerts, thresholds and notifications Knowledge of Basic Mathematics Knowledge of basic RDBMS 
administration such as adding/removing users, changing passwords, adding roles, start/stop database, reviewing log 
files, etc. Customer and Personal Service Knowledge in basic documentation or technical writing using word processing 
Knowledge of basic O/S scripting such as korn shell, bash shell, windows, etc. Knowledge of basic database development 
lifecycleSkills: Skill in basic database backup and recovery and deployment including Cold Backups, Hot backups, and 
basic database dumps, implementing, and scheduling and basic troubleshooting Dependability Adaptability/Flexibility 
Stress Tolerance Persistence Achievement/Effort Active Learning Active Listening Skills in understanding/reading and 
writing basic SQL, SQL Packages/languages Skills in basic understanding of database design, including physical data 
models and scripted DML changes Skills in basic understanding of database parameters Skills in basic understanding of 
operating system, networking and storage Skills in basic database security, including password changes, 
creating/deleting users, granting privileges Skills in reading and verifying log files and monitoring alerts Skills in basic 
documentation or technical writing Attention to Detail Integrity Analytical Thinking Initiative Judgment and Decision 
Making Operations Analysis Speaking Systems Analysis Skill in basic O/S scriptingAbilities: Ability to work under direct 
supervision Ability to read and understand ideas and information presented in writing Attention to Detail Integrity 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075618 - DATABASE ADMINISTRATOR-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3979 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in the analysis, design, or programming of business information systems utilizing 
database management systems (e.g., IMS/DB, SQL Server, DB2, Oracle). OR Substitution of Graduate Coursework for the 
Required Experience: Any additional graduate coursework in data modeling, database design, or performance 
monitoring and tuning of database management systems may substitute for the required experience on a year for year 
basis to a maximum substitution of two years OR Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree: Graduation from an accredited college or university with an Information Technology related 
associate's degree may substitute for the required bachelor's degree. OR Substitution of Experience for Education: 
Professional level experience in the following area may substitute for the required Information Technology associate's 
degree on a year-for-year basis to a maximum substitution of four years: analysis, design, or programming of business 
information systems utilizing database management systems (e.g., IMS/DB, SQL Server, DB2, Oracle). . 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for leading a team of database administrators in implementing and revising 
database structures of considerable difficulty and is responsible for ensuring accuracy of data and that processes are 
followed, or performs complex database management work of unusual difficulty. This classification may develop data 
management policies and procedures that may be complex in nature. Distinguishing Features: :  An employee in this 
class leads or supervises a team of database administrators in designing, implementing or revising data structures and 
database systems following defined standards and procedures, or performs complex database management work of 
unusual difficulty.  This class differs in that an incumbent of the Database Administrator  - Adv works independently to 
implement or revise databases. This class differs from the Data Architect in that an incumbent of the latter is responsible 
for developing data architectural models and strategic data plans of unusual difficulty.  
 
Work Activities: 
Processing Information:  Architects and creates designs and revisions of data structure under direction and supervises 
implementation and maintenance. Oversees implements physical database changes on appropriate system platforms. 
Creates change scripts, back out procedures for DML or DDL changes that affect multiple customers or systems and 
provides analyst of change. Develops and creates SQL, PL/SQL, TSQL, or equivalent advanced SQL 
Packages/languages.Analyzing Data or Information: Performs database tuning including infrastructure and SQL tuning, 
analyze the data stored in the database and to make recommendations relating to performance and efficiency of the 
database. Analyzes the data stored in the database and to make recommendations relating to performance and 
efficiency of that data storage. Reviews, requests and provides reports for advanced storage and system capacity 
planning including RDBMS hardware and associated storage. Evaluate 3rd party vendors and recommend solutions. 
Directs troubleshooting database issues by using all available resources. Evaluates database software to enhance 
database system usage, facilitate problem resolution, and maximize customer service. Evaluates other database 
administrators' findings in monitoring database system performance from reports.Interacting With Computers: Executes 
and architects advanced Disaster Recovery (DR) solutions including multiple data centers, 3rd party vendors, cloud 
solutions, establishing disaster recovery procedures and recovery documents, scheduling and implementation. Executes 
database migrations, upgrades or conversions including installations and patching. Provides administration of database 
to ensure stated uptime goals as provided by management. Creates, schedules, tests and designs database specific jobs 
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and backup/recovery jobs as designed. Examines database documentation and knowledge of the system to assist in the 
recovery from problems or failures. Monitors, administers and designs RDBMS security i.e. adding and removing users, 
changing passwords, administering quotas, auditing, and checking for security problems. Supervises performance of 
daily maintenance processes and procedures.Provide Consultation and Advice to Others: Provides technical assistance 
to database consumers, development and support teams including troubleshooting and diagnostics. Assists other 
database administrators in development and enforcement of standards, procedures and guidelines.Monitoring and 
Controlling Resources: Monitors database system for availability. Track and report database performance and usage 
metrics and confirm all databases are operational. Implements and designs database monitoring 
solutions.Communicating with Supervisors, Peers, or Subordinates: Assists other database administrators in 
implementing and reviewing database systems to ensure accuracy and efficiency. Reviews logs for RDBMS systems and 
report all system issues to supervisor.Evaluating Information to Determine Compliance with Standards: Evaluates 
information gathered from users, other staff and historical data to ensure optimal performance and productivity of 
database systems. Assists other database administrators in identification, selection and use of database 
software.Documenting/Recording Information: Reviews and ensures complete and appropriate handover of 
documentation prior to operational acceptance of new or changed applications. Documents anomalies from daily 
maintenance procedures. Documents processes and procedures for database operations and maintenance. Documents 
area of poor response and turnaround times by reviewing historical data and information from users. Provides 
support/assistance to development/application teams to ensure that applications and related services are documented 
and kept current. 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity Functional/Technical Competency Problem Solving Technical Learning Time 
Management Perseverance Presentation Skills Written Communications Customer Focus Approachability Listening 
ComposureKnowledge: Knowledge of Database Architecture - database design and logical data models for OLTP 
Knowledge of Database Architecture - database design and warehouse structures Knowledge of Database Architecture 
memory optimization Knowledge of RDBMS database systems such as creation of Meta data, integrated data, 
relationship rules, cursors, etc. Knowledge of advanced monitoring software packages such as HP Openview, Site Scope, 
Patrol, GRID, Forefront, or open source alternatives, parameters to monitor including appropriate thresholds Knowledge 
of basic firewalls, network routing, loadbalancers, host based firewalls, etc. Knowledge of advanced backup/recovery 
methodology cloning or refreshes, compression, encryption, backup/recovery design and 3rd party integration 
Knowledge of advanced Disaster Recovery solutions including multiple data centers, high availability, SAN or file 
replication, 3rd party vendors or cloud Knowledge of database and application development lifecycle Computers and 
Electronics Customer and Personal Service Knowledge of encryption Knowledge of developing security standards 
Knowledge of advanced SQL such as PL/SQL, TSQL, Bind Variables, procedures, triggers, sequences, functions, sub-
queries, etc. Knowledge of OS architecture, interoperability between groups, users and security, Kernel parameters, disk 
management, etc. between multiple operating systems including Linux, UNIX and Windows Knowledge of basic 
mathematics Knowledge of RDBMS administration such as SQL Tuning, resource management such as CPU limits, 
instance/database caging, cluster administration, cross platform migrations/conversions, advanced storage 
management for SANs, ASM, VERITAS, or other database storage management solutions Knowledge of O/S scripting 
such as korn shell, bash shell, windows, etc. including variables, strings, subroutines, pipes, batch, menus and 
automation Knowledge of database tuning such as SQL tuning, wait events, blocking, cost vs. rules based optimization, 
locks, etc. Knowledge in documentation or technical writing using word processing and diagraming toolsSkills: Skills in 
advanced database design, including physical and logical data models for OLTP and OLAP databases, and warehousing 
structures Skills in advanced database architecture including memory optimization, advanced database parameters, etc. 
Skills and exposure to multiple operating systems, networking, storage, firewalls, load balancers, etc. Skills in designing 
advanced database backup and recovery solutions, including deployment scripting, implementing, troubleshooting, 
integrating 3rd party software interfaces and hardware or encryption devices Skill in advanced O/S scripting Skills in 
advanced database security including auditing, database firewalls, encryption, security standards Skill in advanced 
database tuning including SQL tuning, database infrastructure tuning, hardware infrastructure tuning Skill in defining, 
establishing and maintaining database standards and data integration Skills in advanced storage and capacity planning 
including RDBMS hardware, SAN, internal SAN replication, external SAN replication, Business Contingency volumes, and 
advanced storage options (such as raw, cooked, NFS, CFIS etc.) Skill in high availability databases and architecture and 
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design including Active/Active Clusters, Active/Passive Clusters, Mirroring, Replication Skill in architecting advanced 
Disaster Recovery (DR) solutions including multiple data centers, 3rd party vendors, cloud solutions, establishing disaster 
recovery procedures and recovery documents, scheduling and implementation Skills in advanced database migrations or 
conversions from different RDBMS platforms, O/S platforms, versions, server storage, installations and patching Skills in 
advanced deployment and architecture of monitoring software or 3rd party software packages including alerts, 
notifications, escalations, rules, and monitoring capabilities Skills in assisting in the design of business resumption 
strategies and understanding needs, provide recommendations and cost savings Attention to Detail Integrity Analytical 
Thinking Dependability Adaptability/Flexibility Initiative Stress Tolerance Persistence Achievement/Effort Active Learning 
Active Listening Judgment and Decision Making Operations Analysis Speaking Systems Analysis Skills in documentation 
or technical writing Skill in writing advanced SQL, PL/SQL, TSQL, or equivalent advanced SQL 
Packages/languagesAbilities: Ability to work under direct supervision Ability to read and understand ideas and 
information presented in writing Attention to Detail Integrity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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073550 - DCS ADMIN SERVICES MANAGER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3147 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional administrative services 
work. Substitution of Education for Experience: Additional qualifying graduate coursework in public or business 
administration, accounting or other related acceptable field may be substituted for the required experience, on a year-
for-year basis, to a maximum of two years. Substitution of Experience for Education: Qualifying full-time professional 
administrative experience may be substituted for the required education, on a year-for-year basis to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100% for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction this position is responsible for professional supervisory administrative services managerial 
work of average difficulty; performs related work as required. Distinguishing Features: An employee in this class 
manages an administrative services support program within a large children's services institution supervising 
professional and sub-professional personnel as assigned. 
 
Work Activities: 
Making Decisions and Solving Problems: Resolve interpersonal conflict by gathering information and bringing parties 
together for mutually agreeable resolution that enables business to continue. Determine most appropriate option to 
resolve equipment and physical plant issues to ensure business continuity. Fill vacant subordinate positions through 
formal interview process to select qualified candidates. Review and approve time and attendance for subordinates to 
ensure accurate documentation of actual time worked.Establishing and Maintaining Interpersonal Relationships: 
Maintain professional working relationships with peers, assigned subordinates, and upper management to ensure 
smooth and effective team operations. Maintain professional working relationships with external business partners to 
ensure smooth and effective team operations. Use active listening techniques to understand others' viewpoint in order 
to develop the most effective response.Documenting/Recording Information: Electronically document remedial plans as 
a result of audit findings to ensure safety and security. Record subordinate performance information in electronic 
format to ensure accurate and unbiased performance evaluations. Document subordinate job performance information 
in written format to provide feedback, improve performance, and develop employee professionally.Judging the Qualities 
of Things, Services, or People: Evaluate quality of vendor performance through ongoing and final inspection of work 
performed to ensure contract obligations are fulfilled. Assess subordinate job performance through direct observation 
to ensure satisfactory performance of job duties.Organizing, Planning, and Prioritizing Work: Monitor reports and 
activities of 'key performance indicators' (KPIs) and implement adjustments when necessary to ensure compliance with 
applicable accreditation standards. Plan, prioritize, and schedule business unit activities to ensure safety, security, and 
quality of life for students and staff. Oversee construction and renovation projects to improve efficiency and to ensure 
that facilities meet environmental, health, and security standards, and comply with government regulations. Oversee 
maintenance and repair of machinery, equipment, and electrical/mechanical systems.Interacting With Computers: Use 
Edison software to conduct supervisory transactions and complete personal training. Use spreadsheet software to 
track/monitor workflow, projects, and KPIs. Use email program to communicate with internal and external business 
partners.Monitor Processes, Materials, or Surroundings: Monitor reports and activities of 'key performance indicators' 
(KPIs) to ensure compliance with PREA/COA/ACA accreditation standards. Develop remedial plans based on 



 TN Job Classification Specifications  
September 22, 2020 

local/state/federal regulatory reports to ensure safety and security of students and facility staff. Obtain contract/service 
information from contractors/vendors to ensure timely project completion. Monitor internal reports to ensure facility 
expenses are within budgetary expectations. Monitor staff and student conduct through verbal and written information 
to ensure safety and security at facility.Communicating with Supervisors, Peers, or Subordinates: Conduct routine 
individual performance briefings with subordinates to discuss strengths and weaknesses of job performance. Conduct 
routine group meetings with subordinate teams to disseminate business information and solve related problems. 
Participate in routine meetings with supervisory team to disseminate business information and solve related 
problems.Communicating with Persons Outside Organization: Engage in routine email and telephone communication 
with vendors to exchange information about current or potential contracts/business. Communicate with local law 
enforcement and fire departments to exchange emergency planning information. 
 
Competencies (KSA’s): 
Competencies: Fairness to Direct Reports Integrity and Trust Planning Time Management Written Communications 
Ethics and Values Conflict Management Customer Focus Decision Quality Directing OthersKnowledge: Basic 
Administration and Management Basic Customer and Personal ServiceSkills: Basic Reading Comprehension Basic Writing 
Basic Speaking Basic Judgment and Decision Making Basic Critical Thinking Basic Time Management Basic Active 
ListeningAbilities: Basic Oral Comprehension Basic Problem Sensitivity Basic Written Expression Basic Speech 
Recognition Basic Deductive Reasoning Basic Oral Expression Basic Speech Clarity 
 
Tools and Equipment Used: 
 Desktop/Notebook Computers Photocopiers - Photocopying Equipment Spreadsheet Software - e.g., Microsoft Excel 
Word Processing Software - e.g., Microsoft Word Email Software - e.g., Microsoft Outlook Enterprise Resource Planning 
ERP Software   e.g., Edison/PeopleSoft Special Purpose Telephones - Multi-Line Telephone Systems 
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079231 - DCS BRIAN A. TAC MONITOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4390 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079183 - DCS CASE MANAGER 1* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  9249 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Must agree to release all records involving their criminal history to the appointing 
authority; Must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Submit to a review of their status on the Department of Health’s vulnerable person’s registry; Possess a 
valid motor vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of routine difficulty, and 
performs related work as required.Distinguishing Features: This is the trainee/entry level class in the DCS Case Manager 
job series. An employee in this class learns to perform a variety of case management duties for children under State 
supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case Manager 2* 
in that an incumbent of the latter is fully trained and functions at the working level.* An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period; inadequate or marginal performance during the training period will result in automatic 
demotion or termination. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Learns and adheres to departmental policy. Learns to complete all training 
hours as required by the Department. Making Decisions and Solving Problems: Learns to determine if abuse or neglect 
has occurred, who the abuser is, the level of risk or harm to the child, and the need for a safety plan. Learns to make 
recommendations for reunification or termination of parental rights. Learns to monitor adoptive and foster families to 
check the compatibility of the child with the family. Learns to actively listen to concerns to make appropriate referrals. 
Learns to coordinate and observe visitations for children in and out-of-home placements to ensure meaningful 
visitations.  Communicating with Persons Outside Organization: Learns to prepare to participate and testify in court 
proceedings. Learns to recruit adoptive/foster parents.  Getting Information: Learns to conduct intake interviews with 
individuals reporting suspected child abuse or neglect. Learns to conduct interviews with child’s family and collateral 
contacts (e.g. principals, neighbors, doctors, etc.). Learns to gather demographic information on the child and family 
(e.g. Genogram, Ecomap, Lexus Nexus, etc.). Learns to gather complete and accurate information (e.g. child’s school 
records, psychological evaluation report or medical examination results.). Learns to locate and identify natural, formal, 
and informal supports. Evaluating Information to Determine Compliance with Standards: Learns to recognize and 
acknowledge the rights of families.Documenting/Recording Information: Learns to document accurate information from 
an interview. Learns to prepare reports for court. Analyzing Data or Information: Learns to conduct ongoing assessments 
of all incoming information. Learns to complete required assessments in a timely manner (e.g. Family Functional, CANS, 
YLS, FAST, etc.). Scheduling Work and Activities: Works flexible hours including weekends, holidays, and after hours. 
Learns to regularly conduct home visits to assess the safety of homes. Learns to conduct multiple and on-going face-to-
face visits with children, resources families, providers, kinship home and other relevant entities. Learns to schedule 
appointments as necessary and needed. Establishing and Maintaining Interpersonal Relationships: Learns to 
communicate effectively what the issues are to build solutions. Learns to engage with children and families to build a 
trustful relationship. Learns to encourage clients to be self-sufficient to overcome barriers and achieve permanency. 
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Learns to regularly conduct home visits to assess the safety of homes. Learns to conduct multiple and on-going face-to-
face visits with children, resource families, providers kinship homes and other relevant entities. Learns to arrive on time 
and prepared for meetings. Learns to respond timely, appropriately and respectfully with families, providers, and co-
workers. Learns to respond timely to fill-up with action steps. Assisting and Caring for Others: Learns to transport 
children to various appointments, safely and securely. Learns to assist child in preparing for placement (e.g. adoption, 
reunification, permanent guardianship, etc.).Resolving Conflicts and Negotiation with Others: Learns to address 
inappropriate behaviors and/or actions with clients, service providers, resource parents, etc.Developing and Building 
Teams: Learns to convene and identify members for a Child and Family Team Meetings that will work collaboratively 
with the Case Manager to develop action steps and goals to be accomplished by the child and family. Learns to 
participate as an active member of a team; support and rely on team members for additional knowledge and help when 
needed. Interacting with Computers:  Learns to operate computer programs (e.g. Microsoft Excel, Microsoft Word, 
Microsoft Outlook, departmental systems for entering child welfare information (TFACTS), etc.).  Interpreting the 
Meaning of Information for Others: Learns to review and explain relevant documents to clients.Operating Vehicles, 
Mechanized Devices, or Equipment: Learns to operate office machinery. Learns how to scan documents, operate a 
camera.Performing for or Working Directly with the Public: Learns to make referrals for service providers. Learns to 
work collaboratively with law enforcement officials and multi-disciplinary teams. Learns to train adoptive/foster parents 
and community. Learns to work with service providers to receive information.Performing General Physical Activities: 
Learns to administer drug screens analysis.      Performing Administrative Activities: Learns to maintain and update case 
files. Learns to obtain appropriate signatures on required documents. Learns to answer and return all correspondence in 
a timely manner. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Priority Setting Time Management Conflict Management Sizing Up 
People Drive For Results Perseverance Organizational Agility Written Communications Building Effective Teams Ethics 
and ValuesKnowledge: Knowledge of computer and office equipmentSkills: The skill to manage one’s own time The skill 
to actively listen to others The skill to organize work efficiently and effectively The skill to use problem solving 
techniques in daily work The skill to understand written sentences and paragraphs in work related documents The skill 
to listen to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times The skill to make appropriate decisions on a daily basisAbilities: 
The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and empathy when 
working with children and families The ability to demonstrate self control in daily situations The ability to demonstrate 
critical thinking in the work environment The ability to handle daily stressful situations in the work environment The 
ability to demonstrate flexibility in the work environment The ability to be a team player in the work environment 
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079184 - DCS CASE MANAGER 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4442 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional work providing child welfare services including, but not limited to, one or 
a combination of the following: social, psychological, or correctional counseling or case management; volunteer services 
coordination for a children’s service program; and/or juvenile classification coordination.   
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority;  Must agree to release all records involving their criminal history to the 
appointing authority; Must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Submit to a review of their status on the Department of Health’s vulnerable person’s registry;  
Possess a valid motor vehicle operator’s license at the time of appointment in some positions;  Upon appointment, 
successfully complete a prescribed course of training offered by the Tennessee Department of Children’s Services. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of routine difficulty, and 
performs related work as required.Distinguishing Features: This is the working level class in the Children’s Services Case 
Manager job series. An employee in this class is responsible for providing case management services to children under 
the State’s supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case 
Manager 1, in that an incumbent of the latter performs entry level case management work. This class differs from DCS 
Case Manager 3 in that an incumbent of the latter is responsible for training and leading other case managers. 
 
Work Activities: 
Documenting/Recording Information: Documents Accurate Information From An Interview. Prepares Reports For Court. 
Communicating with Persons Outside Organization: Prepares to participate and testify in court proceedings. Recruits 
adoptive/foster parents. Resolving Conflicts and Negotiation with Others: Addresses inappropriate behaviors and/or 
actions with clients, service providers, resource parents, etc.Getting Information: Conducts intake interviews with 
individuals reporting suspected child abuse or neglect. Conducts interviews with child’s family and collateral contacts 
(e.g. principals, neighbors, doctors, etc.). Gathers demographic information on the child and family (e.g. Genogram, 
Ecomap, Lexus Nexus, etc.). Gathers complete and accurate information (e.g. child’s school records, psychological 
evaluation report or medical examination results.). Locates and identifies natural, formal, and informal 
supports.Scheduling Work and Activities:  Works flexible hours including weekends, holidays, and after hours. Conducts 
regularly conduct home visits to assess the safety of homes. Conducts multiple and on-going face-to-face visits with 
children, resources families, providers, kinship home and other relevant entities. Schedules appointments as necessary 
and needed.Making Decisions and Solving Problems: Determines if abuse or neglect has occurred, who the abuser is, the 
level of risk or harm to the child, and the need for a safety plan. Makes recommendations for reunification or 
termination of parental rights. Monitors adoptive and foster families to check the compatibility of the child with the 
family. Actively listens to concerns to make appropriate referrals. Coordinates and observes visitations for children in 
and out-of-home placements to ensure meaningful visitations.Evaluating Information to Determine Compliance with 
Standards: Recognizes and acknowledges the rights of families.Updating and Using Relevant Knowledge: Adheres to 
departmental policy. Completes all training hours as required by the Department.Analyzing Data or Information: 
Conducts ongoing assessments of all incoming information. Completes required assessments in a timely manner (e.g. 
Family Functional, CANS, YLS, FAST, etc.).Assisting and Caring for Others: Transports children to various appointments, 
safely and securely. Assist child in preparing for placement (e.g. adoption, reunification, permanent guardianship, 
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etc.).Developing and Building Teams: Convenes and identifies members for a Child and Family Team Meetings that will 
work collaboratively with the Case Manager to develop action steps and goals to be accomplished by the child and 
family. Participates as an active member of a team; support and rely on team members for additional knowledge and 
help when needed.Interpreting the Meaning of Information for Others: Reviews and explains relevant documents to 
clients.Interacting with Computers: Operates computer programs (e.g. Microsoft Excel, Microsoft Word, Microsoft 
Outlook, departmental systems for entering child welfare information (TFACTS), etc.).Performing General Physical 
Activities: Administers drug screens analysis.Performing for or Working Directly with the Public: Makes referrals for 
service providers. Works collaboratively with law enforcement officials and multi-disciplinary teams. Trains 
adoptive/foster parents and community. Works with service providers to receive information.Performing Administrative 
Activities: Maintains and update case files. Obtains appropriate signatures on required documents. Answers and returns 
all correspondence in a timely manner.Establishing and Maintaining Interpersonal Relationships: Communicates 
effectively what the issues are to build solutions. Engages with children and families to build a trustful relationship. 
Encourages clients to be self-sufficient to overcome barriers and achieve permanency. Conducts regular home visits to 
assess the safety of homes. Conducts multiple and on-going face-to-face visits with children, resource families, providers 
kinship homes and other relevant entities. Arrives on time and prepared for meetings. Responds timely, appropriately 
and respectfully with families, providers, and co-workers. Responds timely to follow-ups with action steps. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Priority Setting Time Management Conflict Management Sizing Up 
People Drive For Results Perseverance Organizational Agility Written Communications Building Effective Teams Ethics 
and ValuesKnowledge: Knowledge of computer program and office equipment used on a daily basis Skills: The skill to 
manage one’s own time The skill to actively listen to others The skill to organize work efficiently and effectively The skill 
to use problem solving techniques in daily work The skill to understand written sentences and paragraphs in work 
related documents The skill to listen to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times The skill to make appropriate decisions on a 
daily basis Abilities: The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and 
empathy when working with children and families The ability to demonstrate self control in daily situations The ability to 
demonstrate critical thinking in the work environment The ability to handle daily stressful situations in the work 
environment The ability to demonstrate flexibility in the work environment The ability to be a team player in the work 
environment 
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079184 - DCS CASE MANAGER 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4443 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional work providing child welfare services including, but not limited to, one or 
a combination of the following: social, psychological, or correctional counseling or case management; volunteer services 
coordination for a children’s service program; and/or juvenile classification coordination.   
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:     Complete a criminal history disclosure form in a 
manner approved by the appointing authority;     Must agree to release all records involving their criminal history to the 
appointing authority;    Must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check;    Submit to a review of their status on the Department of Health's vulnerable person’s 
registry;     Possess a valid motor vehicle operator's license at the time of appointment in some positions;     Upon 
appointment, successfully complete a prescribed course of training offered by the Tennessee Department of Children's 
Services. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of routine difficulty, and 
performs related work as required.Distinguishing Features: This is the working level class in the Children's Services Case 
Manager job series. An employee in this class is responsible for providing case management services to children under 
the State's supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case 
Manager 1, in that an incumbent of the latter performs entry level case management work. This class differs from DCS 
Case Manager 3 in that an incumbent of the latter is responsible for training and leading other case managers. 
 
Work Activities: 
Documenting/Recording Information:    Documents Accurate Information From An Interview.    Prepares Reports For 
Court. Communicating with Persons Outside Organization:    Prepares to participate and testify in court proceedings.    
Recruits adoptive/foster parents. Resolving Conflicts and Negotiation with Others:    Addresses inappropriate behaviors 
and/or actions with clients, service providers, resource parents, etc.Getting Information:    Conducts intake interviews 
with individuals reporting suspected child abuse or neglect.    Conducts interviews with child’s family and collateral 
contacts (e.g. principals, neighbors, doctors, etc.).    Gathers demographic information on the child and family (e.g. 
Genogram, Ecomap, Lexus Nexus, etc.).    Gathers complete and accurate information (e.g. child’s school records, 
psychological evaluation report or medical examination results.).    Locates and identifies natural, formal, and informal 
supports.Scheduling Work and Activities:     Works flexible hours including weekends, holidays, and after hours.    
Conducts regularly conduct home visits to assess the safety of homes.    Conducts multiple and on-going face-to-face 
visits with children, resources families, providers, kinship home and other relevant entities.    Schedules appointments as 
necessary and needed.Making Decisions and Solving Problems:    Determines if abuse or neglect has occurred, who the 
abuser is, the level of risk or harm to the child, and the need for a safety plan.    Makes recommendations for 
reunification or termination of parental rights.    Monitors adoptive and foster families to check the compatibility of the 
child with the family.    Actively listens to concerns to make appropriate referrals.    Coordinates and observes visitations 
for children in and out-of-home placements to ensure meaningful visitations.Evaluating Information to Determine 
Compliance with Standards:    Recognizes and acknowledges the rights of families.Updating and Using Relevant 
Knowledge:    Adheres to departmental policy.    Completes all training hours as required by the Department.Analyzing 
Data or Information:    Conducts ongoing assessments of all incoming information.    Completes required assessments in 
a timely manner (e.g. Family Functional, CANS, YLS, FAST, etc.).Assisting and Caring for Others:    Transports children to 
various appointments, safely and securely.    Assist child in preparing for placement (e.g. adoption, reunification, 
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permanent guardianship, etc.).Developing and Building Teams:    Convenes and identifies members for a Child and 
Family Team Meetings that will work collaboratively with the Case Manager to develop action steps and goals to be 
accomplished by the child and family.    Participates as an active member of a team; support and rely on team members 
for additional knowledge and help when needed.Interpreting the Meaning of Information for Others:    Reviews and 
explains relevant documents to clients.Interacting with Computers:    Operates computer programs (e.g. Microsoft Excel, 
Microsoft Word, Microsoft Outlook, departmental systems for entering child welfare information (TFACTS), 
etc.).Performing General Physical Activities:    Administers drug screens analysis.Performing for or Working Directly with 
the Public:    Makes referrals for service providers.    Works collaboratively with law enforcement officials and multi-
disciplinary teams.    Trains adoptive/foster parents and community.    Works with service providers to receive 
information.Performing Administrative Activities:    Maintains and update case files.    Obtains appropriate signatures on 
required documents.    Answers and returns all correspondence in a timely manner.Establishing and Maintaining 
Interpersonal Relationships:    Communicates effectively what the issues are to build solutions.    Engages with children 
and families to build a trustful relationship.    Encourages clients to be self-sufficient to overcome barriers and achieve 
permanency.    Conducts regular home visits to assess the safety of homes.    Conducts multiple and on-going face-to-
face visits with children, resource families, providers kinship homes and other relevant entities.    Arrives on time and 
prepared for meetings.    Responds timely, appropriately and respectfully with families, providers, and co-workers.    
Responds timely to follow-ups with action steps. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Priority Setting    Time Management    Conflict Management    
Sizing Up People    Drive For Results    Perseverance    Organizational Agility    Written Communications    Building 
Effective Teams    Ethics and ValuesKnowledge:    Knowledge of computer program and office equipment used on a daily 
basis Skills:    The skill to manage one’s own time    The skill to actively listen to others    The skill to organize work 
efficiently and effectively    The skill to use problem solving techniques in daily work    The skill to understand written 
sentences and paragraphs in work related documents    The skill to listen to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    The 
skill to make appropriate decisions on a daily basis Abilities:    The ability to be culturally sensitive in the work 
environment    The ability to demonstrate warmth and empathy when working with children and families    The ability to 
demonstrate self control in daily situations    The ability to demonstrate critical thinking in the work environment    The 
ability to handle daily stressful situations in the work environment    The ability to demonstrate flexibility in the work 
environment    The ability to be a team player in the work environment 
 
Tools and Equipment Used: 
    Electronic devices    Computers    Motor vehicles 
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079184 - DCS CASE MANAGER 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  8673 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional work providing child welfare services including, but not limited to, one or 
a combination of the following: social, psychological, or correctional counseling or case management; volunteer services 
coordination for a children’s service program; and/or juvenile classification coordination.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority;  Must agree to release all records involving their criminal history to the 
appointing authority; Must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Submit to a review of their status on the Department of Health’s vulnerable person’s registry;  
Possess a valid motor vehicle operator’s license at the time of appointment in some positions;  Upon appointment, 
successfully complete a prescribed course of training offered by the Tennessee Department of Children’s Services. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of routine difficulty, and 
performs related work as required.Distinguishing Features: This is the working level class in the Children’s Services Case 
Manager job series. An employee in this class is responsible for providing case management services to children under 
the State’s supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case 
Manager 1* in that an incumbent of the latter performs entry level case management work. This class differs from DCS 
Case Manager 3 in that an incumbent of the latter is responsible for training and leading other case managers.  
 
Work Activities: 
Documenting/Recording Information: Documents Accurate Information From An Interview. Prepares Reports For Court. 
Communicating with Persons Outside Organization: Prepares to participate and testify in court proceedings. Recruits 
adoptive/foster parents. Resolving Conflicts and Negotiation with Others: Addresses inappropriate behaviors and/or 
actions with clients, service providers, resource parents, etc.Getting Information: Conducts intake interviews with 
individuals reporting suspected child abuse or neglect. Conducts interviews with child’s family and collateral contacts 
(e.g. principals, neighbors, doctors, etc.). Gathers demographic information on the child and family (e.g. Genogram, 
Ecomap, Lexus Nexus, etc.). Gathers complete and accurate information (e.g. child’s school records, psychological 
evaluation report or medical examination results.). Locates and identifies natural, formal, and informal 
supports.Scheduling Work and Activities: Works flexible hours including weekends, holidays, and after hours. Conducts 
regularly conduct home visits to assess the safety of homes. Conducts multiple and on-going face-to-face visits with 
children, resources families, providers, kinship home and other relevant entities. Schedules appointments as necessary 
and needed.Making Decisions and Solving Problems: Determines if abuse or neglect has occurred, who the abuser is, the 
level of risk or harm to the child, and the need for a safety plan. Makes recommendations for reunification or 
termination of parental rights. Monitors adoptive and foster families to check the compatibility of the child with the 
family. Actively listens to concerns to make appropriate referrals. Coordinates and observes visitations for children in 
and out-of-home placements to ensure meaningful visitations.Evaluating Information to Determine Compliance with 
Standards: Recognizes and acknowledges the rights of families.Updating and Using Relevant Knowledge: Adheres to 
departmental policy. Completes all training hours as required by the Department.Analyzing Data or Information: 
Conducts ongoing assessments of all incoming information. Completes required assessments in a timely manner (e.g. 
Family Functional, CANS, YLS, FAST, etc.).Assisting and Caring for Others: Transports children to various appointments, 
safely and securely. Assist child in preparing for placement (e.g. adoption, reunification, permanent guardianship, 
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etc.).Developing and Building Teams: Convenes and identifies members for a Child and Family Team Meetings that will 
work collaboratively with the Case Manager to develop action steps and goals to be accomplished by the child and 
family. Participates as an active member of a team; support and rely on team members for additional knowledge and 
help when needed.Interpreting the Meaning of Information for Others: Reviews and explains relevant documents to 
clients.Interacting with Computers: Operates computer programs (e.g. Microsoft Excel, Microsoft Word, Microsoft 
Outlook, departmental systems for entering child welfare information (TFACTS), etc.).Performing General Physical 
Activities: Administers drug screens analysis.Performing for or Working Directly with the Public: Makes referrals for 
service providers. Works collaboratively with law enforcement officials and multi-disciplinary teams. Trains 
adoptive/foster parents and community. Works with service providers to receive information.Performing Administrative 
Activities: Maintains and update case files. Obtains appropriate signatures on required documents. Answers and returns 
all correspondence in a timely manner.Establishing and Maintaining Interpersonal Relationships: Communicates 
effectively what the issues are to build solutions. Engages with children and families to build a trustful relationship. 
Encourages clients to be self-sufficient to overcome barriers and achieve permanency. Conducts regular home visits to 
assess the safety of homes. Conducts multiple and on-going face-to-face visits with children, resource families, providers 
kinship homes and other relevant entities. Arrives on time and prepared for meetings. Responds timely, appropriately 
and respectfully with families, providers, and co-workers. Responds timely to follow-ups with action steps. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Priority Setting Time Management Conflict Management Sizing Up 
People Drive For Results Perseverance Organizational Agility Written Communications Building Effective Teams Ethics 
and ValuesKnowledge: Knowledge of computer program and office equipment used on a daily basis Skills: The skill to 
manage one’s own time The skill to actively listen to others The skill to organize work efficiently and effectively The skill 
to use problem solving techniques in daily work The skill to understand written sentences and paragraphs in work 
related documents The skill to listen to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times The skill to make appropriate decisions on a 
daily basis Abilities: The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and 
empathy when working with children and families The ability to demonstrate self control in daily situations The ability to 
demonstrate critical thinking in the work environment The ability to handle daily stressful situations in the work 
environment The ability to demonstrate flexibility in the work environment The ability to be a team player in the work 
environment  
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079184 - DCS CASE MANAGER 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  5415 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Must agree to release all records involving their criminal history to the appointing 
authority; Must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Submit to a review of their status on the Department of Health’s vulnerable person’s registry; Possess a 
valid motor vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of routine difficulty, and 
performs related work as required. Distinguishing Features: This is the trainee/entry level class in the DCS Case Manager 
job series. An employee in this class learns to perform a variety of case management duties for children under State 
supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case Manager 2* 
in that an incumbent of the latter is fully trained and functions at the working level. * An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period; inadequate or marginal performance during the training period will result in automatic 
demotion or termination. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Learns and adheres to departmental policy. Learns to complete all training 
hours as required by the Department. Making Decisions and Solving Problems: Learns to determine if abuse or neglect 
has occurred, who the abuser is, the level of risk or harm to the child, and the need for a safety plan. Learns to make 
recommendations for reunification or termination of parental rights. Learns to monitor adoptive and foster families to 
check the compatibility of the child with the family. Learns to actively listen to concerns to make appropriate referrals. 
Learns to coordinate and observe visitations for children in and out-of-home placements to ensure meaningful 
visitations.   Communicating with Persons Outside Organization: Learns to prepare to participate and testify in court 
proceedings. Learns to recruit adoptive/foster parents.   Getting Information: Learns to conduct intake interviews with 
individuals reporting suspected child abuse or neglect. Learns to conduct interviews with child’s family and collateral 
contacts (e.g. principals, neighbors, doctors, etc.). Learns to gather demographic information on the child and family 
(e.g. Genogram, Ecomap, Lexus Nexus, etc.). Learns to gather complete and accurate information (e.g. child’s school 
records, psychological evaluation report or medical examination results.). Learns to locate and identify natural, formal, 
and informal supports. Evaluating Information to Determine Compliance with Standards: Learns to recognize and 
acknowledge the rights of families.Documenting/Recording Information: Learns to document accurate information from 
an interview. Learns to prepare reports for court. Analyzing Data or Information: Learns to conduct ongoing assessments 
of all incoming information. Learns to complete required assessments in a timely manner (e.g. Family Functional, CANS, 
YLS, FAST, etc.). Scheduling Work and Activities: Works flexible hours including weekends, holidays, and after hours. 
Learns to regularly conduct home visits to assess the safety of homes. Learns to conduct multiple and on-going face-to-
face visits with children, resources families, providers, kinship home and other relevant entities. Learns to schedule 
appointments as necessary and needed. Establishing and Maintaining Interpersonal Relationships: Learns to 
communicate effectively what the issues are to build solutions. Learns to engage with children and families to build a 
trustful relationship. Learns to encourage clients to be self-sufficient to overcome barriers and achieve permanency. 
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Learns to regularly conduct home visits to assess the safety of homes. Learns to conduct multiple and on-going face-to-
face visits with children, resource families, providers kinship homes and other relevant entities. Learns to arrive on time 
and prepared for meetings. Learns to respond timely, appropriately and respectfully with families, providers, and co-
workers. Learns to respond timely to fill-up with action steps. Assisting and Caring for Others: Learns to transport 
children to various appointments, safely and securely. Learns to assist child in preparing for placement (e.g. adoption, 
reunification, permanent guardianship, etc.).Resolving Conflicts and Negotiation with Others: Learns to address 
inappropriate behaviors and/or actions with clients, service providers, resource parents, etc.Developing and Building 
Teams: Learns to convene and identify members for a Child and Family Team Meetings that will work collaboratively 
with the Case Manager to develop action steps and goals to be accomplished by the child and family. Learns to 
participate as an active member of a team; support and rely on team members for additional knowledge and help when 
needed.Interacting with Computers: Learns to operate computer programs (e.g. Microsoft Excel, Microsoft Word, 
Microsoft Outlook, departmental systems for entering child welfare information (TFACTS), etc.).   Interpreting the 
Meaning of Information for Others: Learns to review and explain relevant documents to clients.Operating Vehicles, 
Mechanized Devices, or Equipment: Learns to operate office machinery. Learns how to scan documents, operate a 
camera.Performing for or Working Directly with the Public: Learns to make referrals for service providers. Learns to 
work collaboratively with law enforcement officials and multi-disciplinary teams. Learns to train adoptive/foster parents 
and community. Learns to work with service providers to receive information.Performing General Physical Activities: 
Learns to administer drug screens analysis.       Performing Administrative Activities: Learns to maintain and update case 
files. Learns to obtain appropriate signatures on required documents. Learns to answer and return all correspondence in 
a timely manner. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Priority Setting Time Management Conflict Management Sizing Up 
People Drive For Results Perseverance Organizational Agility Written Communications Building Effective Teams Ethics 
and ValuesKnowledge: Knowledge of computer and office equipmentSkills: The skill to manage one’s own time The skill 
to actively listen to others The skill to organize work efficiently and effectively The skill to use problem solving 
techniques in daily work The skill to understand written sentences and paragraphs in work related documents The skill 
to listen to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times The skill to make appropriate decisions on a daily basisAbilities: 
The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and empathy when 
working with children and families The ability to demonstrate self control in daily situations The ability to demonstrate 
critical thinking in the work environment The ability to handle daily stressful situations in the work environment The 
ability to demonstrate flexibility in the work environment The ability to be a team player in the work environment 
 
Tools and Equipment Used: 
    Electronic devices    Computers    Motor vehicles 
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079185 - DCS CASE MANAGER 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4454 
 
Minimum Qualifications: 
Education and Experience:Graduation from an accredited college or university with a bachelor’s degree and two years of 
professional experience providing child welfare services including, but not limited to, one or a combination of the 
following: social, psychological, or correctional counseling or case management; volunteer services coordination for a 
children’s service program; and/or juvenile classification coordination. Substitution of Graduate Education for 
Experience: A graduate degree in social work or a related behavioral science field may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours may be substituted for 
one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Submit to a review of their status on the Department of Health’s vulnerable persons registry; Possess a valid 
motor vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of considerable difficulty 
and lead work of routine difficulty; and performs related work as required.  Distinguishing Features: This is the lead level 
class in the DCS Case Manager job series. An employee in this class is responsible for leading and training subordinates 
in the performance of case management work for children under the State’s supervision, in State custody, or at risk of 
State custody, and their families. This class differs from DCS Case Manager 2, in that an incumbent of the latter performs 
working level case management work. This class differs from DCS Case Manager 4 in that an incumbent of the latter 
performs supervisory work over an entire case management team or single/small in an institutional setting. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Administers disciplinary action as required to correct undesired 
outcomes. Conducts case conferences to provide guidance, feedback, direction and next steps to promote safety, 
permanency and well-being with DCS Case Manager 1 and DCS Case Manager 2.Resolving Conflicts and Negotiating with 
Others: Addresses’ inappropriate behaviors and/or actions with clients, service providers, resource parents, etc. 
Addresses’ conflict among co-workers and leadership using conflict resolution skills to provide a harmonious working 
environment.Making Decision and Solving Problems: Determines if abuse or neglect has occurred, who the abuser is, the 
level of risk or harm to the child, and the need for a safety plan. Makes recommendations for reunification or 
termination of parental rights. Coordinates and observes visitations for children in and out of home placement to ensure 
meaningful visitation. Reviews and assess cases for closure or transfer based on knowledge of policy requirements for 
case tasks to ensure safety, permanency, and well-being. Uses information from gathered assessments to aid in decision 
process about safety, permanency and well-being. Learns to compare the needs of the child to family capabilities to 
appropriately match child with family. Actively listens to concerns to make appropriate referrals. Conducts peer reviews 
to get feed back and direction on challenging case to gain a global perspective on possible interventions.Coaching and 
Developing Others: Completes performance documents with subordinates using tools such as Performance Briefings, 
Performance Evaluations, Interims, Job Performance Plans, in order to ensure continuous professional development. 
Coaches, directs, and demonstrates all job duties of DCS Case Manager 1 and DCS Case Manager 2’s for continuous 
professional development. Demonstrates tasks in computer programs for DCS Case Manager 1 and DCS Case Manager 
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2’s (e.g. Microsoft Excel, Microsoft Word, Microsoft Outlook, departmental system for entering child welfare 
information departmental systems (TFACTS), etc.).Evaluating Information to Determine Compliance with Standards: 
Recognizes and acknowledges the rights of families. Tracks and creates report on regional data to ensure State and 
Federal compliance. Tracks assessments to ensure data elements meet required time frames. Reviews new and updated 
laws and policies, disseminate to staff to ensure compliance.Developing Objectives and Strategies: Sets goals and 
establishes action steps for families, teams, and professional development to meet desired outcomes.Interacting with 
Computers: Performs advanced task in computer programs (e.g. Microsoft Office, Excel, etc.).Communications with 
Supervisor, Peers, or Subordinates: Identifies pertinent information about cases that require decision and/or actions 
from leadership and DCS legal staff. Serves as a liaison among supervisors and staff to ensure a positive work 
environment and professional relationships are maintained.Coordinating the Work and Activities of Other: Assigns cases 
and work assignments to DCS Case Managers through the use of departmental systems for entering child welfare 
information (TFACTS) in order to meet work requirements. Creates on-call schedules for DCS Case Managers to allocate 
personnel in a fair and consistent manner.Documenting/Recording Information: Documents accurate information from 
interviews, observations, correspondence for a wide range of sources. Prepares reports for court. Enters time, mileage, 
travel, leave request into Edison.Communicating with Person Outside Organization: Prepares to participate and testify in 
court proceedings. Provides higher quality customer service with clients and community partners to promote effective 
outcomes. Participates in multi-disciplinary teams including Child Protective Investigative Team, Foster Care Review 
Board, Care Team, Community Advisory Board in order to gain a global perspective about case planning decisions. 
Recruits adoptive and foster parents.Scheduling Work and Activities: Regularly conducts home visits to assess the safety 
of homes. Works flexible hours including weekends, holidays, and after hours.Getting Information: Conducts intake 
interviews with individuals reporting suspected child abuse or neglect. Conducts interviews with child’s family and 
collateral contacts (e.g. principals, neighbors, doctors, etc.). Discuss’ case information with DCS Case Manager 1 and DCS 
Case Manager 2’s to guide decision making process about case needs, resources allocation and outcomes. Gathers 
demographic information on child and family (e.g. Genogram, Ecomap, Lexus Nexus, etc.). Gathers complete and 
accurate information (e.g. child’s school records, psychological evaluation report or medical examination results). 
Locates and identifies natural, formal and information supports.Analyzing Data or Information: Completes required 
assessments in a timely manner (e.g. Family Functional, Child and Adolescent Needs and Strengths, Youth Level Services 
Tool, Family Advocacy and Support Tool, etc.). Reviews ongoing assessments of all DCS Case Manager 1 and DCS Case 
Manager 2’s to approve. Analyzes data, response time, overdue reports, Child and Family Team Meetings, placement 
reports, resource home reports, Early Periodic Screening, diagnosis and treatment and dental, face-to-face visits, review 
mega-report through the use of Sharepoint and Excel to track child welfare outcomes. Conducts ongoing assessments of 
all incoming information.Establishing and Maintaining Interpersonal Relationships: Engages with staff, children and 
families to build a trustful relationship. Encourages clients to be self-sufficient to overcome barriers and achieve 
permanency. Regularly conducts home visits to assess the safety of homes. Conducts multiple and on-going face-to-face 
visits with children, resource families, providers, kinship homes and other relevant entities. Communicates effectively 
what the issues are to build solutions. Responds timely to follow-ups with action steps. Arrives on time and prepared to 
meetings. Responds timely, appropriately and respectfully with families, providers, co-workersAssisting and Caring for 
Others: Assists child to prepare for placement, adoption, reunification, etc. Provides subordinates with tools such as 
Employee Assistance Program, information about coping skills for secondary trauma, and other stress management 
supports. Transports children to various appointments safely and securely.Developing and Building Teams: Identifies 
members for a Child and Family Team Meeting that will work collaboratively with the Case Managers to develop action 
steps and goals to be accomplished by the child and family. Participates as an active member of a team; support and rely 
on team members for additional knowledge and help when needed.Performing Administrative Activities: Maintains and 
updates case files. Maintains and updates personnel files and supervisory notebooks for employees to document to 
support employee evaluation. Answers and returns all correspondence in a timely manner. Obtains appropriate 
signatures on required documents.Operating Vehicles, Mechanized Devices, or Equipment: Operates child restraint 
devices when necessary to ensure safety. Scans documents. Operates a camera. Operates office machinery.Performing 
for or Working Directly with the Public: Works with service providers to receive information. Makes referrals for service 
providers. Trains adoptive and foster community.Interpreting the Meaning of Information for Others: Reviews and 
explains relevant documents to clients.Updating and Using Relevant Knowledge: Adheres to departmental polices. 
Communicates to field staff new policies, techniques, procedures, issues and systems. Completes all training hours as 
required by the department .Performing General Physical Activities: Administers drug screen analysis. 
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Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Organizing Conflict Management Sizing Up People 
Drive For Results Perseverance Organizational Agility Written Communications Ethics and Values Integrity and 
TrustKnowledge: Knowledge of computer program and office equipment, at an intermediate level, used on a daily basis 
Knowledge of Human Resources policies and procedures that will be used on a daily basis with supervision Knowledge of 
the Department of Children Services policies and procedures, at an intermediate level, used on a daily basis in the work 
environmentSkills: The skill to manage one’s own time The skill to actively listen to others The skill to organize work 
efficiently and effectively The skill to use problem solving techniques, at an intermediate level, in daily work The skill to 
understand written sentences and paragraphs, at an intermediate level, in work related documents The skill to 
understand verbal communication, at an intermediate level, in work related situations on a daily basis The skill to listen 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times The skill to make appropriate decisions, at an intermediate level, on a daily 
basisAbilities: The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and 
empathy when working with children and families The ability to demonstrate self control in daily situations The ability to 
demonstrate critical thinking, at an intermediate level, in the work environment The ability to handle daily stressful 
situations in the work environment The ability to demonstrate flexibility in the work environment The ability to be a 
team player in the work environment The ability to work with the general public in the work environment on a daily 
basis The ability to manage multiple roles in the work environment on a daily basis The ability to develop and maintain 
personal growth within the team assigned to in the work environment The ability to coach and mentor best practices for 
the DCS Case Manager 1’s and 2’s in the work environment on a daily basis 
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079185 - DCS CASE MANAGER 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4455 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of professional experience providing child welfare services including, but not limited to, one or a combination of the 
following: social, psychological, or correctional counseling or case management; volunteer services coordination for a 
children’s service program; and/or juvenile classification coordination.Substitution of Graduate Education for 
Experience: A graduate degree in social work or a related behavioral science field may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours may be substituted for 
one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Submit to a review of their status on the Department of Health’s vulnerable persons registry; Possess a valid 
motor vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of considerable difficulty 
and lead work of routine difficulty; and performs related work as required. Distinguishing Features: This is the lead level 
class in the DCS Case Manager job series. An employee in this class is responsible for leading and training subordinates 
in the performance of case management work for children under the State’s supervision, in State custody, or at risk of 
State custody, and their families. This class differs from DCS Case Manager 2, in that an incumbent of the latter performs 
working level case management work. This class differs from DCS Case Manager 4 in that an incumbent of the latter 
performs supervisory work over an entire case management team or single/small in an institutional setting. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Administers disciplinary action as required to correct undesired 
outcomes. Conducts case conferences to provide guidance, feedback, direction and next steps to promote safety, 
permanency and well-being with DCS Case Manager 1 and DCS Case Manager 2.Resolving Conflicts and Negotiating with 
Others: Addresses’ inappropriate behaviors and/or actions with clients, service providers, resource parents, etc. 
Addresses’ conflict among co-workers and leadership using conflict resolution skills to provide a harmonious working 
environment.Making Decision and Solving Problems: Determines if abuse or neglect has occurred, who the abuser is, the 
level of risk or harm to the child, and the need for a safety plan. Makes recommendations for reunification or 
termination of parental rights. Coordinates and observes visitations for children in and out of home placement to ensure 
meaningful visitation. Reviews and assess cases for closure or transfer based on knowledge of policy requirements for 
case tasks to ensure safety, permanency, and well-being. Uses information from gathered assessments to aid in decision 
process about safety, permanency and well-being. Learns to compare the needs of the child to family capabilities to 
appropriately match child with family. Actively listens to concerns to make appropriate referrals. Conducts peer reviews 
to get feed back and direction on challenging case to gain a global perspective on possible interventions.Coaching and 
Developing Others: Completes performance documents with subordinates using tools such as Performance Briefings, 
Performance Evaluations, Interims, Job Performance Plans, in order to ensure continuous professional development. 
Coaches, directs, and demonstrates all job duties of DCS Case Manager 1 and DCS Case Manager 2’s for continuous 
professional development. Demonstrates tasks in computer programs for DCS Case Manager 1 and DCS Case Manager 
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2’s (e.g. Microsoft Excel, Microsoft Word, Microsoft Outlook, departmental system for entering child welfare 
information departmental systems (TFACTS), etc.).Evaluating Information to Determine Compliance with Standards: 
Recognizes and acknowledges the rights of families. Tracks and creates report on regional data to ensure State and 
Federal compliance. Tracks assessments to ensure data elements meet required time frames. Reviews new and updated 
laws and policies, disseminate to staff to ensure compliance.Developing Objectives and Strategies: Sets goals and 
establishes action steps for families, teams, and professional development to meet desired outcomes.Interacting with 
Computers: Performs advanced task in computer programs (e.g. Microsoft Office, Excel, etc.).Communications with 
Supervisor, Peers, or Subordinates: Identifies pertinent information about cases that require decision and/or actions 
from leadership and DCS legal staff. Serves as a liaison among supervisors and staff to ensure a positive work 
environment and professional relationships are maintained.Coordinating the Work and Activities of Other: Assigns cases 
and work assignments to DCS Case Managers through the use of departmental systems for entering child welfare 
information (TFACTS) in order to meet work requirements. Creates on-call schedules for DCS Case Managers to allocate 
personnel in a fair and consistent manner.Documenting/Recording Information: Documents accurate information from 
interviews, observations, correspondence for a wide range of sources. Prepares reports for court. Enters time, mileage, 
travel, leave request into Edison.Communicating with Person Outside Organization: Prepares to participate and testify in 
court proceedings. Provides higher quality customer service with clients and community partners to promote effective 
outcomes. Participates in multi-disciplinary teams including Child Protective Investigative Team, Foster Care Review 
Board, Care Team, Community Advisory Board in order to gain a global perspective about case planning decisions. 
Recruits adoptive and foster parents.Scheduling Work and Activities: Regularly conducts home visits to assess the safety 
of homes. Works flexible hours including weekends, holidays, and after hours.Getting Information: Conducts intake 
interviews with individuals reporting suspected child abuse or neglect. Conducts interviews with child’s family and 
collateral contacts (e.g. principals, neighbors, doctors, etc.). Discuss case information with DCS Case Manager 1 and DCS 
Case Manager 2’s to guide decision making process about case needs, resources allocation and outcomes. Gathers 
demographic information on child and family (e.g. Genogram, Ecomap, Lexus Nexus, etc.). Gathers complete and 
accurate information (e.g. child’s school records, psychological evaluation report or medical examination results). 
Locates and identifies natural, formal and information supports.Analyzing Data or Information: Completes required 
assessments in a timely manner (e.g. Family Functional, Child and Adolescent Needs and Strengths, Youth Level Services 
Tool, Family Advocacy and Support Tool, etc.). Reviews ongoing assessments of all DCS Case Manager 1 and DCS Case 
Manager 2’s to approve. Analyzes data, response time, overdue reports, Child and Family Team Meetings, placement 
reports, resource home reports, Early Periodic Screening, diagnosis and treatment and dental, face-to-face visits, review 
mega-report through the use of Sharepoint and Excel to track child welfare outcomes. Conducts ongoing assessments of 
all incoming information.Establishing and Maintaining Interpersonal Relationships: Engages with staff, children and 
families to build a trustful relationship. Encourages clients to be self-sufficient to overcome barriers and achieve 
permanency. Regularly conducts home visits to assess the safety of homes. Conducts multiple and on-going face-to-face 
visits with children, resource families, providers, kinship homes and other relevant entities. Communicates effectively 
what the issues are to build solutions. Responds timely to follow-ups with action steps. Arrives on time and prepared to 
meetings. Responds timely, appropriately and respectfully with families, providers, co-workersAssisting and Caring for 
Others: Assists child to prepare for placement, adoption, reunification, etc. Provides subordinates with tools such as 
Employee Assistance Program, information about coping skills for secondary trauma, and other stress management 
supports. Transports children to various appointments safely and securely.Developing and Building Teams: Identifies 
members for a Child and Family Team Meeting that will work collaboratively with the Case Managers to develop action 
steps and goals to be accomplished by the child and family. Participates as an active member of a team; support and rely 
on team members for additional knowledge and help when needed.Performing Administrative Activities: Maintains and 
updates case files. Maintains and updates personnel files and supervisory notebooks for employees to document to 
support employee evaluation. Answers and returns all correspondence in a timely manner. Obtains appropriate 
signatures on required documents.Operating Vehicles, Mechanized Devices, or Equipment: Operates child restraint 
devices when necessary to ensure safety. Scans documents. Operates a camera. Operates office machinery.Performing 
for or Working Directly with the Public: Works with service providers to receive information. Makes referrals for service 
providers. Trains adoptive and foster community.Interpreting the Meaning of Information for Others: Reviews and 
explains relevant documents to clients.Updating and Using Relevant Knowledge: Adheres to departmental polices. 
Communicates to field staff new policies, techniques, procedures, issues and systems. Completes all training hours as 
required by the department .Performing General Physical Activities: Administers drug screen analysis. 
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Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Organizing Conflict Management Sizing Up People 
Drive For Results Perseverance Organizational Agility Written Communications Ethics and Values Integrity and 
TrustKnowledge: Knowledge of computer program and office equipment, at an intermediate level, used on a daily basis 
Knowledge of Human Resources policies and procedures that will be used on a daily basis with supervision Knowledge of 
the Department of Children Services policies and procedures, at an intermediate level, used on a daily basis in the work 
environmentSkills: The skill to manage one’s own time The skill to actively listen to others The skill to organize work 
efficiently and effectively The skill to use problem solving techniques, at an intermediate level, in daily work The skill to 
understand written sentences and paragraphs, at an intermediate level, in work related documents The skill to 
understand verbal communication, at an intermediate level, in work related situations on a daily basis The skill to listen 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times The skill to make appropriate decisions, at an intermediate level, on a daily 
basisAbilities: The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and 
empathy when working with children and families The ability to demonstrate self control in daily situations The ability to 
demonstrate critical thinking, at an intermediate level, in the work environment The ability to handle daily stressful 
situations in the work environment The ability to demonstrate flexibility in the work environment The ability to be a 
team player in the work environment The ability to work with the general public in the work environment on a daily 
basis The ability to manage multiple roles in the work environment on a daily basis The ability to develop and maintain 
personal growth within the team assigned to in the work environment The ability to coach and mentor best practices for 
the DCS Case Manager 1’s and 2’s in the work environment on a daily basis 
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079185 - DCS CASE MANAGER 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  8674 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of professional experience providing child welfare services including, but not limited to, one or a combination of the 
following: social, psychological, or correctional counseling or case management; volunteer services coordination for a 
children’s service program; and/or juvenile classification coordination. Substitution of Graduate Education for 
Experience: A graduate degree in social work or a related behavioral science field may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours may be substituted for 
one year of required experience).  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Submit to a review of their status on the Department of Health’s vulnerable persons registry; Possess a valid 
motor vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional case management work of considerable difficulty 
and lead work of routine difficulty; and performs related work as required. Distinguishing Features: This is the lead level 
class in the DCS Case Manager job series. An employee in this class is responsible for leading and training subordinates 
in the performance of case management work for children under the State’s supervision, in State custody, or at risk of 
State custody, and their families. This class differs from DCS Case Manager 2* in that an incumbent of the latter 
performs working level case management work. This class differs from DCS Case Manager 4 in that an incumbent of the 
latter performs supervisory work over an entire case management team or single/small in an institutional setting. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Administers disciplinary action as required to correct undesired 
outcomes. Conducts case conferences to provide guidance, feedback, direction and next steps to promote safety, 
permanency and well-being with DCS Case Manager 1 and DCS Case Manager 2.Resolving Conflicts and Negotiating with 
Others: Addresses’ inappropriate behaviors and/or actions with clients, service providers, resource parents, etc. 
Addresses’ conflict among co-workers and leadership using conflict resolution skills to provide a harmonious working 
environment.Making Decision and Solving Problems: Determines if abuse or neglect has occurred, who the abuser is, the 
level of risk or harm to the child, and the need for a safety plan. Makes recommendations for reunification or 
termination of parental rights. Coordinates and observes visitations for children in and out of home placement to ensure 
meaningful visitation. Reviews and assess cases for closure or transfer based on knowledge of policy requirements for 
case tasks to ensure safety, permanency, and well-being. Uses information from gathered assessments to aid in decision 
process about safety, permanency and well-being. Learns to compare the needs of the child to family capabilities to 
appropriately match child with family. Actively listens to concerns to make appropriate referrals. Conducts peer reviews 
to get feed back and direction on challenging case to gain a global perspective on possible interventions.Coaching and 
Developing Others: Completes performance documents with subordinates using tools such as Performance Briefings, 
Performance Evaluations, Interims, Job Performance Plans, in order to ensure continuous professional development. 
Coaches, directs, and demonstrates all job duties of DCS Case Manager 1 and DCS Case Manager 2’s for continuous 
professional development. Demonstrates tasks in computer programs for DCS Case Manager 1 and DCS Case Manager 
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2’s (e.g. Microsoft Excel, Microsoft Word, Microsoft Outlook, departmental system for entering child welfare 
information departmental systems (TFACTS), etc.).Evaluating Information to Determine Compliance with Standards: 
Recognizes and acknowledges the rights of families. Tracks and creates report on regional data to ensure State and 
Federal compliance. Tracks assessments to ensure data elements meet required time frames. Reviews new and updated 
laws and policies, disseminate to staff to ensure compliance.Developing Objectives and Strategies: Sets goals and 
establishes action steps for families, teams, and professional development to meet desired outcomes.Interacting with 
Computers: Performs advanced task in computer programs (e.g. Microsoft Office, Excel, etc.).Communications with 
Supervisor, Peers, or Subordinates: Identifies pertinent information about cases that require decision and/or actions 
from leadership and DCS legal staff. Serves as a liaison among supervisors and staff to ensure a positive work 
environment and professional relationships are maintained.Coordinating the Work and Activities of Other: Assigns cases 
and work assignments to DCS Case Managers through the use of departmental systems for entering child welfare 
information (TFACTS) in order to meet work requirements. Creates on-call schedules for DCS Case Managers to allocate 
personnel in a fair and consistent manner.Documenting/Recording Information: Documents accurate information from 
interviews, observations, correspondence for a wide range of sources. Prepares reports for court. Enters time, mileage, 
travel, leave request into Edison.Communicating with Person Outside Organization: Prepares to participate and testify in 
court proceedings. Provides higher quality customer service with clients and community partners to promote effective 
outcomes. Participates in multi-disciplinary teams including Child Protective Investigative Team, Foster Care Review 
Board, Care Team, Community Advisory Board in order to gain a global perspective about case planning decisions. 
Recruits adoptive and foster parents.Scheduling Work and Activities: Regularly conducts home visits to assess the safety 
of homes. Works flexible hours including weekends, holidays, and after hours.Getting Information: Conducts intake 
interviews with individuals reporting suspected child abuse or neglect. Conducts interviews with child’s family and 
collateral contacts (e.g. principals, neighbors, doctors, etc.). Discuss’ case information with DCS Case Manager 1 and DCS 
Case Manager 2’s to guide decision making process about case needs, resources allocation and outcomes. Gathers 
demographic information on child and family (e.g. Genogram, Ecomap, Lexus Nexus, etc.). Gathers complete and 
accurate information (e.g. child’s school records, psychological evaluation report or medical examination results). 
Locates and identifies natural, formal and information supports.Analyzing Data or Information: Completes required 
assessments in a timely manner (e.g. Family Functional, Child and Adolescent Needs and Strengths, Youth Level Services 
Tool, Family Advocacy and Support Tool, etc.). Reviews ongoing assessments of all DCS Case Manager 1 and DCS Case 
Manager 2’s to approve. Analyzes data, response time, overdue reports, Child and Family Team Meetings, placement 
reports, resource home reports, Early Periodic Screening, diagnosis and treatment and dental, face-to-face visits, review 
mega-report through the use of Sharepoint and Excel to track child welfare outcomes. Conducts ongoing assessments of 
all incoming information.Establishing and Maintaining Interpersonal Relationships: Engages with staff, children and 
families to build a trustful relationship. Encourages clients to be self-sufficient to overcome barriers and achieve 
permanency. Regularly conducts home visits to assess the safety of homes. Conducts multiple and on-going face-to-face 
visits with children, resource families, providers, kinship homes and other relevant entities. Communicates effectively 
what the issues are to build solutions. Responds timely to follow-ups with action steps. Arrives on time and prepared to 
meetings. Responds timely, appropriately and respectfully with families, providers, co-workersAssisting and Caring for 
Others: Assists child to prepare for placement, adoption, reunification, etc. Provides subordinates with tools such as 
Employee Assistance Program, information about coping skills for secondary trauma, and other stress management 
supports. Transports children to various appointments safely and securely.Developing and Building Teams: Identifies 
members for a Child and Family Team Meeting that will work collaboratively with the Case Managers to develop action 
steps and goals to be accomplished by the child and family. Participates as an active member of a team; support and rely 
on team members for additional knowledge and help when needed.Performing Administrative Activities: Maintains and 
updates case files. Maintains and updates personnel files and supervisory notebooks for employees to document to 
support employee evaluation. Answers and returns all correspondence in a timely manner. Obtains appropriate 
signatures on required documents.Operating Vehicles, Mechanized Devices, or Equipment: Operates child restraint 
devices when necessary to ensure safety. Scans documents. Operates a camera. Operates office machinery.Performing 
for or Working Directly with the Public: Works with service providers to receive information. Makes referrals for service 
providers. Trains adoptive and foster community.Interpreting the Meaning of Information for Others: Reviews and 
explains relevant documents to clients.Updating and Using Relevant Knowledge: Adheres to departmental polices. 
Communicates to field staff new policies, techniques, procedures, issues and systems. Completes all training hours as 
required by the department .Performing General Physical Activities: Administers drug screen analysis. 
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Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Organizing Conflict Management Sizing Up People 
Drive For Results Perseverance Organizational Agility Written Communications Ethics and Values Integrity and 
TrustKnowledge: Knowledge of computer program and office equipment, at an intermediate level, used on a daily basis 
Knowledge of Human Resources policies and procedures that will be used on a daily basis with supervision Knowledge of 
the Department of Children Services policies and procedures, at an intermediate level, used on a daily basis in the work 
environmentSkills: The skill to manage one’s own time The skill to actively listen to others The skill to organize work 
efficiently and effectively The skill to use problem solving techniques, at an intermediate level, in daily work The skill to 
understand written sentences and paragraphs, at an intermediate level, in work related documents The skill to 
understand verbal communication, at an intermediate level, in work related situations on a daily basis The skill to listen 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times The skill to make appropriate decisions, at an intermediate level, on a daily 
basisAbilities: The ability to be culturally sensitive in the work environment The ability to demonstrate warmth and 
empathy when working with children and families The ability to demonstrate self control in daily situations The ability to 
demonstrate critical thinking, at an intermediate level, in the work environment The ability to handle daily stressful 
situations in the work environment The ability to demonstrate flexibility in the work environment The ability to be a 
team player in the work environment The ability to work with the general public in the work environment on a daily 
basis The ability to manage multiple roles in the work environment on a daily basis The ability to develop and maintain 
personal growth within the team assigned to in the work environment The ability to coach and mentor best practices for 
the DCS Case Manager 1’s and 2’s in the work environment on a daily basis 
 
Tools and Equipment Used: 
 Electronic devices Computers Motor vehicles 
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079186 - DCS CASE MANAGER 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4457 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in social work or a 
related behavioral science field with a child or family focus and experience equivalent to three years of full-time 
professional child welfare case work including, but not limited to, one or a combination of the following: social, 
psychological, or correctional counseling or case management; volunteer services coordination for a children's service 
program; and/or juvenile classification coordination.ORGraduation from an accredited college or university with a 
bachelor's degree and experience equivalent to five years of full-time professional child welfare case work including, but 
not limited to, one or a combination of the following: social, psychological, or correctional counseling or case 
management; volunteer services coordination for a children's service program; and/or juvenile classification 
coordination. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Complete a criminal history disclosure form in a manner 
approved by the appointing authority;  Agree to release all records involving their criminal history to the appointing 
authority;  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check;  Submit to a review of their status on the Department of Health’s vulnerable persons registry;   Possess a valid 
motor vehicle operator’s license at the time of appointment in some positions;    Upon appointment, successfully 
complete a prescribed course of training offered by the Tennessee Department of Children’s Services. Examination 
Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional case management supervisory work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the first full supervisory class in the 
DCS Case Manager job series. An employee in this class is responsible for the supervision of staff who are providing case 
management services for children under the State’s supervision, in State custody, or at risk of State custody, and their 
families. This class differs from DCS Case Manager 3 in that an incumbent of the latter performs lead level case 
management work. This class differs from DCS Team Coordinator in that an incumbent of the latter is responsible for 
managing operations and programs in a regional or field office or multiple/large residential programs and supervises 
members of this class.   
 
Work Activities: 
Making Decisions and Solving Problems:    Models a holistic approach to problem solving through exploring multiple 
sources and “thinking outside the box” to promote child welfare outcomes.    Determines if abuse or neglect has 
occurred, who the abuser is, the level of risk or harm to the child, and the need for a safety plan. Compares child’s needs 
to family capabilities to appropriately match child with family.  Reviews and assess cases for closure or transfer based on 
knowledge of policy requirements for case tasks to ensure safety, permanency, and well-being.       Utilizes data to make 
decisions and plans to address issues, trends, and concerns to choose the best solutions.    Makes recommendations for 
reunification or termination of parental rights to ensure permanency. Judging the Qualities of Things, Services, or 
People:    Assesses the underlying needs and core family concerns in order to address key issues that will ensure safety.    
Evaluates the quality of service providers and resources such as counseling, placements, and case management in order 
to ensure families receive high quality services. Interpreting the Meaning of Information for Others:    Interprets the 
meaning and intent of policies and procedures for staff, community partners, and clients. Resolving Conflicts and 
Negotiation with Others:    Addresses conflicts among co-workers and leadership using conflict resolution skills to 
provide a harmonious working environment.       Getting Information:    Oversees intake interviews with individuals 
reporting suspected child abuse or neglect to ensure interviews are correctly prioritized.    Discusses case information 
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with subordinates to guide decision making process regarding case needs, resource allocation and outcomes.    Ensures 
subordinates locate and identify natural, formal and informal supports to ensure diligent searches are conducted and 
documented in order to promote permanency.   Reviews case information to assess appropriate case manager 
assignment in order to match the best fit for the case and rotation of schedule. Evaluating Information to Determine 
Compliance with Standards:    Ensures that the rights of families are recognized and acknowledged to promote best 
practices.   Reviews new and updated laws and policies, disseminate to staff to ensure compliance.    Tracks, creates, and 
communicates reports on regional data to ensure State and Federal compliance.    Tracks assessments to ensure data 
elements are meeting required time frames.    Ensures information being submitted to outside entities (e.g. courts, 
service providers, law enforcement) are professional, accurate and consistent with DCS policies and procedures to 
provide high quality work. Coaching and Developing Others:    Coaches subordinates on understanding the underlying 
needs and core family concerns in order to address key issues that will ensure safety.    Completes performance 
documents with subordinates using tools such as Performance Briefings, Performance Evaluations, Interims, Job 
Performance Plans, in order to ensure continuous professional development.    Coaches, directs, and demonstrates job 
duties of staff for continuous professional development.    Demonstrates tasks in computer programs for staff (e.g. 
Microsoft Excel, Microsoft Word, Microsoft Outlook, departmental system for entering child welfare information 
(TFACTS), etc.). Updating and Using Relevant Knowledge:   Completes training and knowledge as required by the 
Department to be in compliance with policy.    Reviews departmental policies for revisions and updates to provide 
accurate supervision.    Communicates to field staff new policies, techniques, procedures, issues and systems.    
Demonstrates training techniques and knowledge as implemented by the Department to stay up-to-date with current 
child welfare best practices.       Developing and Building Teams:             Develops corrective action plans with 
underperforming subordinates, addresses specific behaviors with action steps to meet performance goals.    Sets goals, 
establishes action steps, and addresses professional behavior of subordinates to meet desired outcomes. Training and 
Teaching Other:   Utilizes a strength based approach to identify areas for professional growth and development of 
subordinates.    Identifies areas of deficiencies, develops training. Performing Administrative Activities:    Maintains and 
update personnel files and supervisory notebooks for employees to document to support employee evaluation. Staffing 
Organizational Units:   Interviews, selects, and hire in-coming staff in accordance with human resources guidelines. 
Guiding, Directing, and Motivating Subordinates:    Develops and administers disciplinary actions as required to correct 
undesired outcomes.    Conducts case conferences with subordinates to provide guidance, feedback, direction and next 
steps to promote safety, permanency and well being.    Ensures subordinates accurately complete demographic 
information from the child and family (e.g. Genogram, Ecomap, Lexus Nexus, etc.).   Ensures subordinates enter all 
documentation regarding the child and family, to include case notes, legal petitions, adjudications, and assessments into 
child welfare information departmental systems (TFACTS). Analyzing Data or Information:    Identifies, reviews, and 
compiles data from multiple sources to recognize trends in the child welfare and juvenile justice systems.    Reviews and 
monitors ongoing assessments of subordinates to ensure quality case management.   Analyzes data, response time, 
overdue reports, CFTM, placement reports, resource home reports, EPSDT and dental, face-to-face visits, review mega-
report through use of Sharepoint and Excel to track child welfare outcomes.    Approves required assessments in a 
timely manner (e.g. Family Functional, CANS, YLS, FAST, etc.). Establishing and Maintaining Interpersonal Relationships:   
Engages with staff, children, and families to build a trustful relationship.    Responds timely to follow-up with action 
steps.    Encourages clients to be self-sufficient to overcome barriers and promote permanency.     Communicates issues 
effectively to build solutions.    Arrives prepared and on time to meetings.    Responds timely, appropriately, and 
respectfully with families, providers, and staff. Communication with Supervisor, Peers or Subordinates:    Represents 
directives from regional management to subordinates in order to ensure a positive work environment and maintain 
professional relationships.    Identifies pertinent information about cases that require decisions and/or actions from 
leadership and DCS legal staff.    Responds to phone calls and all correspondences in a professional, timely manner to 
model this behavior for subordinates.     Developing and Building Teams:    Participates as an active member of a team; 
provide support and rely on team members for knowledge and assistance as needed.    Builds multi-disciplinary team to 
conduct peer reviews for cases to ensure quality case management services.    Assists with identifying team members for 
a Child and Family Team Meeting who will work collaboratively with the Case Manager to develop action steps and goals 
to be accomplished by the child and family. Communicating with Persons Outside Organization:   Participates in multi-
disciplinary teams including Child Protective Investigative Team, Foster Care Review Board, Care Team, Community 
Advisory Board in order to gain a global perspective about case planning decisions.    Provides high quality customer 
service with clients and community partners to promote effective outcomes.    Follow-ups on complaints from 
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community partners, legislative services, and others in a timely professional manner in order to build community teams.    
Exhibits a self- presentation of respectful, professional conduct to gain respect from community partners.  Interacting 
with Computers:   Performs advanced tasks in computer programs (e.g. Microsoft Office and TFACTS).    Directs and 
assists staff with trouble shooting in computer programs (e.g. Microsoft Office, Excel, etc.). Assisting and Caring for 
Others:   Provides subordinates with tools such as Employee Assistance Program, information about coping skills for 
secondary trauma, and other stress management supports.     Directs staff to appropriate services during times of 
medical leave, FMLA, and bereavement.    Directs staff to appropriate first aid-safety kits, and procedures during times 
of need to ensure safety and well-being of staff. Coordinating the Work and Activities of Others:    Assigns cases and 
work assignments to DCS Case Managers through use of departmental systems for entering child welfare information 
(TFACTS) in order to meet work requirements.    Creates on-call schedules for DCS Case Managers to allocate personnel 
in a fair and consistent manner. Processing Information:    Audits case files and departmental systems for entering child 
welfare information (TFACTS) to ensure State and Federal laws to remain in compliance. Scheduling Work and Activities:    
Ensures subordinate schedule home visits in a timely manner per policy requirements.    Works flexible hours including 
on-call, weekends, holidays and after hours.    Ensures on-call, after hours schedule is developed, posted and entered 
into TFACTS (when required).    Schedules case conferences, team meetings, performance briefings and other 
assignments as needed.    Schedules appointments as necessary to provide high quality services. 
Documenting/Recording Information:    Documents case conferences, performance evaluations, disciplinary actions and 
other information as needed into TFACTS or Edison to ensure appropriate supervision.    Enters time, mileage, travel, 
files leave requests, into human resources web application to ensure accurate compensation.    Approves time, mileage, 
travel, files, leave requests, into Edison.       Performing General Physical Activities:    Administers drug screen analysis to 
support field staff in making safety assessments, when necessary. Operating Vehicles, Mechanized Devices, or 
Equipment:    Maintains logs, documentation and oversees the use of child restraint devices by staff to ensure safety.    
Supervises transportation processes to ensure safety and compliance with policy.    Operates office machinery.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Organizing    Conflict Management    Sizing Up 
People    Drive For Results    Perseverance    Organizational Agility    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Knowledge of computer program and office equipment, at an intermediate level, used 
on a daily basis    Knowledge of Human Resources policies and procedures that will be used on a daily basis with 
supervision    Knowledge of the Department of Children Services policies and procedures, at an intermediate level, used 
on a daily basis in the work environmentSkills:    The skill to manage one’s own time    The skill to actively listen to others    
The skill to organize work efficiently and effectively    The skill to use problem solving techniques, at an intermediate 
level, in daily work    The skill to understand written sentences and paragraphs, at an intermediate level, in work related 
documents    The skill to understand verbal communication, at an intermediate level, in work related situations on a 
daily basis    The skill to listen to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to make appropriate decisions, at an 
intermediate level, on a daily basis Abilities:    The ability to be culturally sensitive in the work environment    The ability 
to demonstrate warmth and empathy when working with children and families    The ability to demonstrate self control 
in daily situations    The ability to demonstrate critical thinking, at an intermediate level, in the work environment    The 
ability to handle daily stressful situations in the work environment    The ability to demonstrate flexibility in the work 
environment    The ability to be a team player in the work environment    The ability to work with the general public in 
the work environment on a daily basis    The ability to manage multiple roles in the work environment on a daily basis    
The ability to develop and maintain personal growth within the team assigned to in the work environment    The ability 
to coach and mentor best practices for the DCS Case Manager 1’s, 2’s and 3’s in the work environment on a daily basis 
 
Tools and Equipment Used: 
    Electronic devices    Computers    Motor vehicle 
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044272 - DCS CORPORAL 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1922 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time children's services work in a residential setting. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Submit to and pass a pre-
employment screening test for use of illegal drugs OR certify that they have not used any controlled substance illegally 
within the past twelve months;    Possess a valid motor vehicle operator's license at the time of appointment;    Upon 
appointment, successfully complete a prescribed course of instruction at the Tennessee Correction Academy. 
Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs children's services supervisory work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the first supervisory class in the DCS Officer sub-series. An 
employee in this class supervises a small staff of DCS Officers in a institutional setting or may perform certain specific 
non-supervisory assignments. An employee in this class may be assigned to work on a fixed or rotating schedule. This 
class differs from DCS Officer in that an incumbent of the latter performs non-supervisory children's services duties at 
the working-level. This class differs from DCS Sergeant in that an incumbent of the latter is a second line supervisor and 
may function as an assistant shift supervisor at a large institution or a supervisor of two shifts at a small institution. 
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:    Prepares and facilitates subordinate staff’s Job Performances Plans, 
Monthly Performance Briefings, Interim Reviews and Annual Performance Evaluations. Coordinating the Work and 
Activities of Others:    Assists shift supervisors with shift operations.    Coordinates staff to ensure institutional schedule 
is being followed properly in a timely manner without compromising the safety and security of the institution.Evaluating 
Information to Determine Compliance with Standards:     Enforces rules and regulations. Communicating with 
Supervisors, Peers, or Subordinates:    Advises superiors of events that require immediate attention.    Communicates 
institutional needs to staff throughout a shift. Performing for or Working Directly with the Public:    Checks visitors for 
any contraband.    Performs vendor tool checks.    Ensures visitors are authorized on facility.    Consults with outside law 
enforcement officials regarding institution incidents. Resolving Conflicts and Negotiation with Others:    Addresses and 
resolves youth and/or staff conflicts immediately before situations escalate.    Addresses and attempts to revolve youth 
written grievances. Processing Information:     Verifies the youth counts recorded by the Central Operation Center.       
Identifying Objects, Actions, and Events:    Observes all areas for any unusual activities and/or procedure violations by 
youth and/or staff.    Observes and identifies security breaches throughout the institution.       Monitor Processes, 
Materials, or Surroundings:    Performs searches on youth, staff and areas to prevent and detect any contraband.    
Provides constant supervision of institutionalized youth by maintaining security.    Monitors youth’s chores such as 
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cleaning dormitories, removing trash, collecting and dispersing laundry to maintain a clean living environment. 
Interpreting the Meaning of Information for Others:     Explains polices and procedures to subordinates. Making Decision 
and Solving Problems:     Determines how to utilize available staff in the event of staff shortage.     Assigns staff to posts 
according to institutional needs.     Knows how and when to utilize the contingency plan in case of emergencies.     
Authorizes the use of confinement for youth.     Provides input on transferring youth to other dormitories.     Assists with 
the implementation of the Individual Program Plan. Documenting/Recording Information:    Completes facility incident 
reports, injury reports, disciplinary reports, chemical bin cards, maintenance requests and tool inventories.    Maintains 
daily dormitory log books: youth counts, unusual events (i.e. fights, medical emergencies, etc.), any person movement, 
deficiencies, receiving and issuing youth mail, and chemical counts.    Prepares physical restraint reports.    Documents 
attendance and leave information.    Maintains and updates youth rosters.    Completes confinement observation 
documentation.    Documents significant events in the shift report.    Documents laundry items counts.    Prepares 
monthly progress reports.    Completes daily youth evaluation forms. Assisting and Caring for Others:    Uses physical 
intervention to prevent self-harm to the youth and/or others.    Administers first aid to students when needed.    
Supervises individual youth when receiving medications in the dormitory from authorized medical staff.    Oversees 
youths’ personal hygiene.    Issues personal hygiene items to youth as needed. Establishing and Maintaining 
Interpersonal Relationships:    Effectively establishes and maintains a rapport with subordinate staff to maintain the 
integrity of the institution. Developing and Building Teams:     Works together as part of a team. Coaching and 
Developing Others:     Supervises a small staff of DCS Officers.     Ensures youth and staff comply with behavior 
expectations.     Addresses and corrects inappropriate youth and staff behaviors.     Conducts and facilitates group 
counseling sessions with youth.     Supervises youth activity groups.     Models appropriate behaviors for subordinates 
and students.     Explains to youth appropriate behavior expectations. Performing Administrative Activities:    Attends 
youth discipline and grievance committee meetings.    Attends treatment team meetings.    Attends any other related 
meetings as assigned.    Attends staff meetings.    Conducts roll call to ensure staff are complying with policy and brief 
staff on significant events.    Orders supplies for assigned areas. Updating and Using Relevant Knowledge:     Participates 
in required trainings.       Getting Information:    Monitors and documents youth behavior for evaluations and treatment 
teams.    Supervises staff who monitors and documents youth behavior for evaluations and treatment teams.    Receives 
briefing forms from the previous shift.    Checks e-mails and mailbox for current and updated information.       Operating 
Vehicles, Mechanized Devices, or Equipment:    Uses mechanical restraints during transporting youth or physical 
interventions.    Transports youth off-campus to various appointments (i.e. court, medical, etc.).    Operates 
washing/drying machines and hand-held radio. Training and Teaching Other:    Trains subordinate staff and co-workers 
in both an informal and formal setting.    Teaches youth how to perform personal hygiene, housekeeping, laundry and 
cleaning tasks. Inspecting Equipment, Structures, or Material:     Inspects laundry items for damages and stains.     
Inspects areas for damaged or non-functioning doors, windows, locks, etc. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Determines the amount of supplies needed for assigned areas. Staffing 
Organizational Units:     May participate in an interview board for the hiring process for the institution." 
 
Competencies (KSA’s): 
Competencies:      1. Decision Quality      2. Learning on the Fly      3. Organizing      4. Time Management      5. Conflict 
Management      6. Sizing Up People      7. Drive for Results      8. Perseverance      9. Organizational Agility    10. Written 
Communications    11. Approachability    12. Motivating OthersKnowledge:     Knowledge of operating a motor vehicle 
Skills:    The skill to understand written sentences and paragraphs in work related documents    The skill to understand 
verbal communication and convey verbal communication effectively and efficiently    The skill to listen to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to make appropriate decisions on a daily basis    The skill to make the 
appropriate judgment decisions on a daily basis    The skill to provide leadership by example    The skill to organize work 
efficiently and effectively    The skill to use problem solving techniques in daily work    The skill to be aware of others' 
reactions and understanding why they react as they do            Abilities:    The ability to track all movement on campus at 
all times (i.e. youth movement, staff movement, visitor/vendor movement, etc.)    The ability to recognize inappropriate 
behavior at all times    The ability to multitask between two or more activities    The ability to coordinate shift 
assignments to subordinate staff    The ability to be sensitive when something is wrong or is likely to go wrong    The 
ability to deal with difficult personalities and situations on a daily basis 
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Tools and Equipment Used: 
    Hand held radios    Mechanical restraints    Motor vehicles    Washers/dryers 
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079215 - DCS EXECUTIVE DIRECTOR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4387 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079216 - DCS EXECUTIVE DIRECTOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4388 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079221 - DCS FIELD SERVICES HR DIR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4398 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time professional staff administrative and/or analytic work including at least, one 
year of human resources work. OR Four years of full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources experience with the State of Tennessee. 
Substitution of Education for Experience:  Additional graduate coursework in human resources administration or other 
related acceptable field may be substituted for the required non-specialized experience, on a year-for-year basis, to a 
maximum of two years. Substitution of Experience for Education:  Qualifying full-time professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a regional human resources office; and performs related work as required. Distinguishing Features: 
This is the first level in the DCS Field Services HR Director sub-series. Incumbents in this class direct all human resources 
functions for a regional human resources office. This class differs from the DCS Field Services HR Director 2 in that 
incumbents of the latter supervise an employee in this classification. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Leads interactive discussions and informal mediation with employees 
and business leaders to facilitate appropriate actions and resolution.    Maintains a respectful and productive work 
environment within the assigned work unit by proactively identifies issues and resolves conflict to minimize disputes and 
facilitate performance.     Analyzes individual complaints through interactive discussions with employees and business 
leaders to determine appropriate actions in order to resolve.Making Decisions and Solving Problems:    Analyzes 
employee complaint data to identify trends by monitoring complaint logs, and engaging in interactive discussions with 
employees and business leaders, to determine appropriate actions that improve employee morale and manage risk.    
Analyzes turnover/attrition data to identify trends and engage in interactive discussions with business leaders to 
determine appropriate intervention and improve retention.    Analyzes individual complaints through interactive 
discussions with employees and business leaders to determine appropriate actions in order to resolve. Interpreting the 
Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, policies, 
procedures, and documentation for internal business partners to facilitate understanding, enhance communication, and 
ensure compliance.    Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards.    Explains a variety of benefits-related 
documentation for employees to facilitate understanding as they select the most appropriate options for their 
circumstances.  Evaluating Information to Determine Compliance with Standards:    Reviews proposed personnel actions 
submitted by supervisors to verify/recommend appropriate action using applicable laws/policies/procedures to ensure 
compliance and consistency across business unit.    Evaluates employee concerns/issues to verify/recommend 
appropriate action using applicable laws/policies/procedures to ensure compliance and consistency across business 
unit.    Monitors/evaluates hiring process using applicable laws/policies/procedures to ensure compliance and 
consistency across business unit. Communicating with Supervisors, Peers, or Subordinates:    Provides personnel data to 
business unit leaders using spreadsheets, written summary to assist them in making decisions regarding staffing levels 
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and allocation.    Maintains an open dialogue with subordinates, employees, and internal business partners to ensure 
effective and efficient communication regarding changes to policy/benefits/practices.    Provides regular updates to 
upper management and other internal business partners regarding the status of projects and other assigned work.    
Obtains regular updates from subordinates and internal business partners regarding the status of projects and other 
assigned work. Judging the Qualities of Things, Services, or People:    Assesses the job performance of subordinates using 
manager observation and quantifiable work results to ensure efficient and effective state government.    Assesses the 
quality of HR service provided using surveys and direct customer feedback to ensure HR is meeting the needs of the 
business unit.    Assesses HR training needs of business unit using surveys and direct customer feedback to ensure 
business unit has the knowledge needed to effectively conduct business. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, assigned subordinates, and upper 
management to ensure smooth and effective team operations.    Maintains professional presence and availability in-
person and electronically with employees at every level to positively impact employee retention and morale, and to 
manage risk.    Networks with internal business partners to ensure open dialogues exist and to facilitate coordination 
and unified effort.Coaching and Developing Others:    Mentors supervisory staff at every level by providing feedback and 
information on policies/procedures, proper documentation, and use of systems to most effectively and efficiently lead 
their work units.    Mentors assigned subordinates by providing feedback and information on organizational culture, 
workflow and chain of command, task prioritization, policies/procedures, proper documentation, and use of systems to 
most effectively and efficiently perform their assigned tasks. Provide Consultation and Advice to Others:    Makes 
recommendations for changes in operations which affect the economy, efficiency and quality of agency operations and 
services.    Advises upper management on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision-making. Updating and Using Relevant Knowledge:    Monitors 
changes to HR law/policy by attending professional training and reviewing professional literature to provide 'best 
practice' recommendations for agency policy and practice revisions.    Monitors changes to HR law/policy by attending 
professional training and reviewing professional literature to ensure provision of accurate and up-to-date information to 
business unit leaders.    Develops personal knowledge base by attending professional training/conferences and 
reviewing literature to acquire/maintain the acumen and credibility required to train and consult with internal business 
partners. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Ethics and Values    Integrity and Trust    Listening    Decision Quality    Comfort 
around Higher Management    Composure    Developing Direct Reports and Others    Conflict Management    
Approachability    Interpersonal Savvy Knowledge:    Intermediate knowledge of personnel and human resources    
Intermediate knowledge of law and government    Intermediate knowledge of customer and personal service    
Intermediate knowledge of administration and management Skills:    Intermediate speaking skills    Intermediate active 
listening skills    Intermediate writing skills    Intermediate social perceptiveness skills    Intermediate skill at managing 
personnel resources    Intermediate negotiation skills Abilities:    Intermediate oral comprehension ability    Intermediate 
oral expression ability    Intermediate written comprehension ability    Intermediate written expression ability 
 
Tools and Equipment Used: 
    Photocopier/scanner    Charting software: e.g., Visio    Database user interface and query program: e.g., Edison    
Document management software: e.g., SharePoint, PDF readers    Electronic mail software: e.g., Microsoft Outlook    
Human resources software: e.g., HRIS HR information system software, Edison, PeopleSoft    Internet browser software    
Office suite software: e.g., Microsoft Office    Spreadsheet software: e.g., Microsoft Excel    Word processing software: 
e.g., Microsoft Word 
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079222 - DCS FIELD SERVICES HR DIR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4389 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073652 - DCS INSTITUTION SUPERINTENDENT 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3731 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079212 - DCS INTERNAL QUALITY CTRL DIR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4386 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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044274 - DCS LIEUTENANT 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1934 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to four years of full-time increasingly responsible for youth or adult security work including, at least, one year of 
supervisory or lead experience and one year of residential youth security work." 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction at the Tennessee Correction Academy.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for supervisory children's services work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the highest class in the DCS Officer sub-series. An 
employee in this class is assigned to work in an institutional setting providing student and officer supervision as the shift 
supervisor at a large institution or the supervisor of a 24 hour schedule at a smaller institution. This class differs from 
DCS Sergeant in that an incumbent of the latter is responsible for acting as an assistant shift supervisor at a large 
institution or as a supervisor of two shifts at a small institution." 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Acts as the shift supervisor on a daily basis.    Coordinates staff to 
ensure institutional schedule is being followed properly in a timely manner without compromising the safety and 
security of the institution. Making Decisions and Solving Problems:    Makes decisions for the facility in the absence of 
the appointing authority or senior management and takes appropriate actions.    Anticipates staff shortages and 
schedules staff to ensure that shortages are kept to a minimum.    Assigns staff to posts according to institutional needs.    
Knows how and when to utilize the contingency plan in case of emergencies.    Authorizes the use of confinement for 
youth. Monitor Processes, Materials, or Surroundings:    Ensures that constant supervision of youth is being maintained.    
Authorizes searches on youth, staff and areas to prevent and detect any contraband.    Monitors all security posts on a 
daily basis to ensure compliance with procedures and to address youth needs. Identifying Objects, Actions, and Events:    
Observes all areas for any unusual activities and/or procedure violations by staff and/or youth.    Observes and identifies 
security breaches throughout the institution. Updating and Using Relevant Knowledge:    Participates in required 
trainings and makes suggestions for future training needs. Resolving Conflicts and Negotiating with Others:    Addresses 
and resolves youth and/or staff conflicts immediately before situations escalate.    Addresses and attempts to resolve 
youth and staff written grievances. Performing for or Working Directly with the Public:    Ensures visitation procedures 
are being implemented properly by staff.    Ensures vendors are authorized and that tool checks are being performed.    
Ensures visitors are authorized on facility.    Consults with outside law enforcement officials regarding institution 
incidents. Developing and Building Teams:    Works together as part of a team and ensures that the team is effectively 
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staying on task. Processing Information:    Verifies youth counts recorded by the Central Operations Center. 
Communication with Supervisors, Peers, or Subordinates:     Communicates institutional needs to staff throughout a 
shift.    Advises superiors of events that require immediate attention.    Informs security manager of procedures, 
schedules or other institutional functions that may need to be changed. Documenting/Recording Information:    
Completes and checks facility incident reports, inquiry reports, disciplinary reports, chemical bin cards, maintenance 
requests and tool inventories.    Prepares physical restraint reports.     Documents attendance and leave information.    
Documents significant events in the shift report (e.g. fights, medical emergencies, etc.).    Documents via email any 
additional information as required to the appropriate parties. Interpreting the Meaning of Information for Others:    
Explains policies and procedures to subordinates. Training and Teaching Others:    Trains subordinate staff and co-
workers in both an informal and formal setting    Ensures required training is being accomplished. Guiding, Directing, and 
Motivating Subordinates:    Prepares and facilitates subordinate staff’s Job Performance Plans, Monthly Performance, 
Briefings, Interim Reviews and Annual Performance Evaluations. Coaching and Developing Others:    Explains to youth 
and staff appropriate behavior expectations.    Addresses and corrects inappropriate youth and staff behaviors.    
Ensures youth and staff comply with behavior expectations.    Oversees large staff of DCS Officers, DCS Corporals and 
DCS Sergeants.    Models appropriate behaviors for subordinates and youth. Assisting and Caring for Others:    Ensures 
youths’ personal hygiene needs are being met.    Administers first aid when needed.    Ensures individual youth are 
receiving medications in the dormitory from authorized medical staff.    Uses physical intervention to prevent self-harm 
to the youth and/or staff. Inspecting Equipment, Structures, or Material:    Inspects areas for damaged or non-
functioning doors, locks, etc. Establishing and Maintaining Interpersonal Relationships:    Establishes a rapport to 
effectively supervise staff to maintain the integrity of the institution.    Listens to subordinates feedback on various 
issues. Staffing Organizational Units:    May participate in an interview board for the hiring process for the institution. 
Getting Information:    Ensures staff are monitoring and documenting youth behavior for evaluations and treatment 
teams.    Receives briefings from the previous shift.    Checks e-mail and mailbox for current and updated information.       
Operating Vehicles, Mechanized Devices, or Equipment:    Authorizes the transporting of youth off-campus to various 
appointments (e.g. court, medical appointment, etc.).    Operates hand-held radios.    Authorizes the use of mechanical 
restraints during transporting youth or physical Interventions.Performing Administrative Activities:    Attends staff 
meetings.    Attends any other related meetings as assigned.    Conducts roll call to ensure staff comply with policy and 
brief staff on    significant events.    Approves supplies for an assigned area.    Ensures all documentation is maintained 
properly or sent to the required areas. Ensuring the Quantifiable Characteristics of Products, Events, or Information:    
Ensures the amount of supplies are adequate for an assigned area.         
 
Competencies (KSA’s): 
"Competencies:       1. Innovation Management       2. Problem Solving       3. Managing Through Systems       4. Total 
Work Systems       5. Hiring and Staffing       6. Managerial Courage       7. Drive for Results       8. Perseverance       9. 
Comfort Around Higher Management     10. Written Communications     11. Boss Relationships     12. Personal 
LearningKnowledge:    Knowledge of operating a motor vehicle Skills:    The skill to understand written sentences and 
paragraphs in work related documents    The skill to understand verbal communication and convey verbal 
communication effectively and efficiently    The skill to listen to what other people are saying, taking time to understand 
the points being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to make 
appropriate decisions on a daily basis    The skill to make the appropriate judgment decision, at an advanced level, on a 
daily basis    The skill to provide leadership, at an advanced level, by example    The skill to organize work efficiently and 
effectively    The skill to use problem solving techniques, at an advanced level, in daily work    The skill to be aware of 
others’ reactions and understanding why they react as they do, at a broader level               Abilities:     The ability to track 
all movement on campus at all times (e.g. youth movement, staff movement, visitor/vendor movement, etc.)    The 
ability to recognize inappropriate behavior at all times    The ability to multitask between two or more activities, at an 
advanced level    The ability to coordinate shift assignments to subordinate staff    The ability to be sensitive when 
something is wrong or is likely to go wrong    The ability to deal with difficult personalities and situations, at a broader 
level, on a daily basis" 
 
Tools and Equipment Used: 
    Hand held radios    Mechanical restraints    Motor Vehicles    Washers/dryers 
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079205 - DCS PROGRAM COORDINATOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4359 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional work in one or a combination of the following: counseling or case management 
services, or program evaluations of counseling or case management services, three years of which must involve 
providing these services to children and/or juveniles. Substitution of Education for Experience: Graduate course work 
credit received from an accredited college or university in social work, criminal justice, psychology, sociology, human 
services, and/or child development may substitute for the required experience on a year-for-year basis to a maximum of 
one year, there being no substitution for the required three years of children's services work (e.g. 36 graduate quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
Substitution of Experience for Education: Experience equivalent to one year as a DCS Program Specialist or a DCS Case 
Manager 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:    a valid vehicle operator's license may be required for employment in some positions;    
applicants for this class must have no conviction of a felony;    applicants must be willing to be fingerprinted and must 
have their fingerprints on file with the Department of Children's Services (TCA 71-3-533);    applicants must authorize 
release on any investigative and criminal records obtained by the Federal Bureau of Investigation to the Department of 
Children's Services (TCA 38-6-114; TCA 71-3-533).Examination Method: Education and Experience, 100%, for Preferred 
Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Children's Services program evaluation, coordination, and 
consultative work of considerable difficulty and/or program policy and procedure development work of average 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class is responsible for 
program coordination, evaluation, and monitoring to assure programs and contracts are being administered in 
accordance with all pertinent policies and procedures and/or serves as the major policy writer for a program or the 
Commissioner's Designee for Child Protective Services custody determinations. This class may serve in a supervisory role 
responsible for a subordinate staff. This class differs from that of DCS Program Specialist in that an incumbent of the 
latter receives technical assistance from an employee in this class. This class differs from that of DCS Program Manager 
in that an incumbent of the latter performs supervisory program policy and procedure development work and 
supervises members of this class. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Communicates effectively with the service population promoting 
community education and high quality service delivery.    Enrolls participants in appropriate program area to appropriate 
agency provider, completes and sends all necessary related documents.    Meets with all program participants within 
required timeframe, conducts orientation classes as needed, provide all necessary training materials related to program.    
Responsible for statewide implementations of quality improvement initiatives and managing relationships with external 
stakeholder.Performing Administrative Activities:    Adheres to all emails, phone calls within 48 hours according to 
policy.    Ensures staff time and leave requests are entered timely and accurately.    Documents staff leave requests.    
Enters all program exceptional request information on a daily basis.Training and Teaching Others:    Conducts and 
provides all training to new employees, include community component.    Conducts and provides program policy training 
to all new employees on a monthly basis.    Conducts and provides annual program policy training.    Provides technical 
assistance, training and support to program area, to include the use of Tennessee Family and Child Tracking System 
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(TFACTS).    Collaborates with the department's training division to identify and fulfill training needs.Processing 
Information:    Complies and distributes data (for example: compile and distribute regional monthly spreadsheet, etc.).    
Assists in data cleanup on necessary reports as needed.    Maintains monthly reports on program placements, program 
exception request approvals and other pertinent data, distributes data on a monthly basis, or on approved distribution 
timeframe.    Compiles reports for dissemination in compliance with directives and make recommendations when 
needed.Establishing and Maintaining Interpersonal Relationships:    Provides visibility and support as needed to assist 
with the overall community outcome efforts.    Establishes and coordinates meetings that will garner better working 
relationships through presentations, engagement and community meetings.    Collaborates with external partners 
fostering relationships and building community partners.    Strengthens partnerships with community agencies and 
other stakeholders through presentations, engagement, and collaboration.    Advocates on behalf of regional staff to 
enhance the central office and regional relationships.Scheduling Work and Activities:    Schedules and conducts program 
orientation classes.    Facilitates special projects and events as requested by management, conducts an evaluation of the 
population to be recognized, communicates with community partners, stakeholders, and department staff to determine 
level of participation for event.    Creates agenda and facilitates program meetings as needed.    Manages and 
coordinates special projects at the request of management.    Participates in team meetings, act as the liaison for an 
assigned program.Guiding, Directing, and Motivating Subordinates:    Provides mentoring and supervisions to identified 
staff.    Provides back-up supervision to assigned program area.    Provides support to staff, provides feedback to staff in 
a positive manner to develop positive direction desired.    Demonstrates the capacity to supervise and mentor the 
professional development of subordinate staff.Documenting/Recording Information:    Documents all assigned program 
exception request approvals in Tennessee Family and Child Tracking System (TFACTS) and elsewhere as needed.    
Performs and conducts regularly monthly scheduled performance evaluation, quarterly interims reviews and annual 
evaluations, utilizing the data base provided.    Documents the results of reviews or actions taken by administrative staff 
in Tennessee Family and Child Tracking system (TFACTS) and elsewhere as needed.Communicating with Supervisors, 
Peers, or Subordinates:    Communicates concerns regarding assigned program with the appropriate staff and 
supervisors.    Attends and participates in meetings, communications concerns surrounding and related to assigned 
program.    Develops policy protocols and training to enhance the skills of staff.    Communicates effectively with the 
regions and other divisions through various methods of correspondence to assure the delivery of accurate information 
for relevant investigative tasks.Getting Information:    Receives information from case management staff to approve 
necessary services for children initially entering custody and other various needs for assigned program area.    Receives 
information from case management staff concerning program in order to contact for program orientation purposes.    
Makes frequent contact with volunteer/intern personnel to gather information, provide step-by-step procedures to 
ensure policy requirements are met prior to attending orientation, to include contact with other department staff, 
general public and other outside organizations as necessary.Provide Consultation and Advice to Others:    Provides 
program technical assistance as assigned, may provide 24/7 on call assistance to regional staff concerning assigned 
program area.    Conducts on-site visits to assist field staff with departmental goals and outcomes.    Reviews DCS 
information system and other drives to assess regional or program performance and data.Coaching and Developing 
Others:    Provides coaching to staff to achieve departmental goals.    Provides coaching and mentoring to regional staff 
around quality work and improvements.    Encourages staff to achieve desired outcomes that are beneficial to all parties 
involved.Evaluating Information to Determine Compliance with Standards:    Utilizes review tools to assess practice and 
skill set of field staff; monitors service provision for children and families.    Reviews and evaluates case file 
documentation and provides feedback.    Conducts file reviews to assess compliance with program standards to ensure 
client rights.    Distributes and monitors program area cleanups as required, provides reports to Central Office.Assisting 
and Caring for Others:    Performs court advocate responsibilities for the region.    Schedules additional program 
orientation classes as needed for families that can not attend the traditionally scheduled classes.Make Decisions and 
Solving Problems:    Approves and denies program exception requests for the region, provides follow-up as needed.    
Analyzes data to identify patterns and trends to drive program improvement and policy revisions in support of best 
practice efforts.    Monitors network adequacy, identifies service gaps, assesses outcomes, and promotes program 
improvement.Monitoring and Controlling Resources:    Embraces community relations to assist department in providing 
site for resources to be distributed for communities.    Communicates with community partners and stakeholders to 
provide assistance as needed.Interacting with Computers:    Utilizes Microsoft Word, Excel, Power Point, Outlook 
frequently to develop training, enter data, create reports, and process information as it relates to all relevant job duties.    
Enters required Multiple Response Systems data on statewide spreadsheet, documents information which identifies 
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geographic location and specific need of families.Coordinating the Work and Activities of Others:    Provides assistance 
with the coordination of efforts, either in written format or verbally how community partnerships are to function.    
Represents the division on cross-divisional projects, including facilitating, coordinating, and providing program expertise 
to the effort.Analyzing Data or Information:    Analyzes trends to implement training needed as they relate to program 
area.    Utilizes data to drive outcome, improvements and training needs in program area.Interpreting the Meaning of 
Information for Others:    Interprets DCS policies and procedures to staff and network providers.    Demonstrates a 
thorough understanding of all relevant polices and is able to interpret them to staff.Developing and Building Teams:    
Promotes and exhibits team building skills, provide direct support when necessary to display clear understanding to staff 
and model teaming.    Participates in staff and team meetings, and contributes to the work environment.Organizing, 
Planning, and Prioritizing Work:    Coordinates projects and leads efforts for implementation of statewide initiatives.    
Demonstrates a level of initiative to work independently with minimal supervision.Monitor Processes, Materials, or 
Surroundings:    Develops community relationships to assist the department in securing storage and distribution sites for 
donated material items.    Maintains and orders materials as needed for meetings, program orientations, etc.Resolving 
Conflicts and Negotiating with Others:    Coordinates and facilitates meetings related to conflicts between the regions, 
central office and provider community, etc.    Collaborates with team members to oversee and manage the review of 
special programs.Updating and Using Relevant Knowledge:    Researches federal and state information/regulations for 
specific program areas to further work with families.    Researches federal programs and best practices to write grants 
and access resources to support program development.Developing Objectives and Strategies:    Develops all training 
surrounding program policy, updates training to ensure the most current information is available. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Organizing    Directing Others    Conflict Management    Managerial 
Courage    Action Oriented    Drive for Results    Written Communications    Presentation Skills    Ethics and Values    
Customer Focus Knowledges:    Knowledge of Microsoft, department information system, and office equipment at an 
intermediate level    Knowledge of the Department of Children Services policies and procedures, at an advanced level, 
used on a daily basis in the work environment    Knowledge of Human Resources policies and procedures    Knowledge of 
social work principals that guide the healing profession    Knowledge of the DCS practice wheel and quality case work    
Knowledge of Federal and State laws and guidelines for child welfareSkills:    Skill to prioritize, manage one's own time 
and meet deadlines    Skill to organize work effectively with both individual responsibilities and work group projects    
Skill to use problem solving techniques, at an advanced level, in daily work    Skill to understand verbal and written 
communication, at an advanced level, in work-related situations    Skill to listen to what other people are saying, taking 
time to understand the points being made and asking questions as appropriate    Skill to make appropriate 
recommendations, at an advanced level    Skill to manage emotional and behavioral reactions when under 
stressAbilities:    Ability to embrace diversity and to be culturally sensitive    Ability to demonstrate warmth and empathy 
when working with children, families and staff    Ability to demonstrate self-control in daily situations    Ability to 
demonstrate critical thinking, at an advanced level, in the work environment    Ability to demonstrate flexibility in the 
work environment    Ability to work with the general public to represent DCS in the community    Ability to manage 
multiple roles in the work environment on a daily basis    Ability to work with others, cooperate and contribute to a team 
oriented environment    Ability to develop and maintain personal growth within the team assigned to in the work 
environment    Ability to work with others, cooperate and contribute to a team oriented environment    Ability to study a 
large amount of information and synthesize key themes and concern both verbally and in writing    Ability to create 
feedback loops that build relationship and minimize conflict    Ability to access challenges in the work environment and 
engage others in finding solutions    Ability to maintain a commitment to personal growth and continuous quality 
improvement 
 
Tools and Equipment Used: 
    Electronic Devices    Computers    Motor Vehicle 
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079203 - DCS PROGRAM DIRECTOR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4350 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional work in one or a combination of the following: counseling or case management 
services, or program evaluation of counseling or case management services, three years of which must involve children's 
and/or juvenile services program evaluation. Substitution of Education for Experience: Graduate course work credit 
received from an accredited college or university in social work, criminal justice, psychology, sociology, human services, 
and/or child development may substitute for the required experience on a year-for-year basis to a maximum of two 
years, there being no substitution for the required three years of children's services program evaluation (e.g. 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience). Substitution of Experience for Education: Experience equivalent to three years in one or a combination of 
the following: DCS Program Specialist, DCS Program Coordinator, or DCS Program Manager with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions;    Applicants for this class must have no conviction of a felony;    Applicants must be 
willing to be fingerprinted and must have their fingerprints on file with the Department of Children's Services (TCA 71-3-
533);    Applicants must authorize release on any investigative and criminal records obtained by the Federal Bureau of 
Investigation to the Department of Children's Services (TCA 38-6-114; TCA 71-3-533). Examination Method: Education 
and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Children's Services program development and 
administrative work of unusual difficulty and supervisory work of average difficulty; and performs related work as 
required. Distinguishing Features: An employee in this class provides central office program direction and technical 
consultation to field staff for a small to moderate sized statewide program such as planning and evaluation, child 
protective services, foster care, adoption services, residential services management, volunteer services, individual 
children's grants, or program consultation, or assists in directing a very large statewide program. This class differs from 
that of DCS Program Manager in that an incumbent of the latter performs supervisory program policy and procedure 
development work. This class differs from that of DCS Program Director 2 in that an incumbent of the latter is 
responsible for a large program with greater scope of responsibility and may supervise members of this class. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Reviewing contracts and program delivery through 
observation and written review to ensure departmental requirements are met and to ensure adherence to 
departmental policies and procedures.    Directing and administering the review of federal and state policies and 
procedure for statewide program areas by regular internal monitoring and monitoring of legal revisions to ensure 
compliance with mandated standards.    Evaluating records and reports involving past service achievements, presenting 
outcomes and measurements and expected future goals for services delivery as part of the continuous improvement 
process to ensure compliance and best practice standards.    Determining necessary corrective actions based on present 
outcomes and expected future departmental goals to ensure compliance with mandated standards. Judging the 
Qualities of Things, Services, or People:    Assessing the value, importance and quality of the documentation in case 
records by reviewing data and relevant information to measure outcomes of safety, permanency and well-being.    
Assessing the value, importance and quality of work of direct reports through effective performance management to 
ensure established targets and goals are being met.    Assessing the value, importance and quality of service delivery 
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systems through the various departmental review processes to ensure best practice. Developing Objectives and 
Strategies:    Developing long term strategies and goals for the department by utilizing strategic planning to support 
federal and state requirements.    Evaluating strategies and goals in terms of their impact on the divisions within the 
department through regular interval monitoring and monitoring of legal revisions to ensure compliance and best 
practice standards are met.    Reviewing and approving divisional proposals based on their fit with departmental 
priorities and federal and state requirements to ensure compliance and best practice standards are met. Providing 
Consultation and Advice to Others:    Preparing information and making recommendations to external partners not 
limited to but including all three branches of state government and the federal government through standardized 
reports to ensure consistent information is presented to all relevant parties.    Making recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services through standardized 
reports to ensure desired outcomes are achieved.    Advising internal and external partners on operating procedures, 
best practices, and other workflow factors through standardized reports to inform strategy development and decision 
making.    Performing liaison work within the department and with external partners through multiple communication 
methods to explain and interpret programs, handle concerns and answer questions regarding program delivery. 
Developing and Building Teams:    Guiding, directing and motivating direct reports through coaching and regular 
supervision to meet established deadlines and to reach desired outcomes.    Coordinating workload with internal and 
external business partners through multiple communication methods and project planning as required to facilitate 
timely and accurate task completion and equitable workload dissemination.    Mentoring assigned direct reports and co-
workers by providing feedback and information on organizational standards to ensure professional and ethical behavior 
is maintained. Establishing and Maintaining Interpersonal Relationships:    Maintaining a respectful and productive work 
environment within the assigned work unit by resolving simple conflicts without supervisory input to ensure timely and 
efficient performance to maintain positive working relationships and to minimize disputes and facilitate performance.    
Communicating with internal and external partners, including the public and branches of government by contacting 
vendors and other outside agencies who administer department functions to ensure questions are directed to the 
appropriate individuals, to obtain/provide required information, correct errors, and/or for clarification purposes.    
Maintaining an open dialogue with internal and external business partners by providing regular updates to upper 
management and other business partners on the status of projects and other assigned work to ensure effective and 
efficient communication.    Maintaining professional working relationships with peers, with assigned subordinates, and 
with upper management by facilitating open discussion and professional personal interaction to ensure smooth and 
effective team operation.    Networking with internal and external business partners through multiple communication 
methods to ensure open dialogues exist and to facilitate coordination and unified efforts. Updating and Using Relevant 
Knowledge:    Preparing proposals for new and existing program operations by submitting requests for proposals to 
expand current capacity for innovation and expansion of services.    Studying relevant federal and state policies and 
procedures through regular internal monitoring and monitoring of legal revisions to determine applicability and to make 
recommendations to impact service delivery.    Maintaining and actively working to continuously improve knowledge 
base and understanding of best practice through multiple training methods and networking with peers to support 
departmental goals and objective. Analyzing Data or Information:    Compiling, coding, categorizing, calculating, 
tabulating or verifying information or data through various software applications to validate and ensure reliability of 
data.    Identifying the underlying principles, reasons or facts of information by breaking down information or data into 
separate parts in order to compile and analyze the data.    Developing, designing or creating new applications, ideas, 
relationships, systems or projects including artistic contributions through requests for proposals and standardized 
reporting to construct an effective system. Organizing, Planning and Prioritizing Work:    Determining the work schedule 
and activities for a given event, program or work project as well as the work of others through project planning and 
delegation of work to teams to ensure timely and efficient completion of tasks.    Identifying work priorities based on 
work experience, supervisor guidance and departmental, state and federal laws, rules regulations and guidelines to 
ensure the most important work is completed first.    Delegating tasks to assigned direct reports based on the 
competencies they possess to ensure sufficient space to engage in supervisor work and to ensure work is completed 
efficiently, accurately and timely.    Incorporating last minute and unscheduled tasks into current workload by 
prioritizing tasks as they arise to ensure timely and accurate completion of work.    Organizing and prioritizing personal 
workload and the workloads of assigned direct reports by using calendars, lists and other facilitators to ensure timely 
and accurate completion of work. Making Decisions and Solving Problems:    Analyzing information, evaluating results 
and solving problems through various technology applications and standardized reporting to choose the best solution.    
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Supervising the study of organization, operations and services for a program area based on cultural trends, gaps in 
policy, annual reports and the development issues included in annual reports to determine relevant issues.    Assigning 
studies to direct reports based on individual competencies for assessment and reviewing recommendations from staff.    
Approving recommendations based on compliance and best practice standards intended to improve the efficiency and 
quality in operations. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Business Acumen    Ethics and Values    Perspective    Priority Setting    Integrity and 
Trust    Directing Others    Organizing    Learning on the Fly    Boss Relationships Knowledge:    Customer and Personal    
Administrative and Management    Public Safety and Security    Law and GovernmentSkills:    Reading Comprehension    
Writing    Judgment and Decision Making    Management of Personnel Resources    Speaking    Service Orientation    
Complex Problem Solving    Quality Control Analysis    Systems Evaluation    Critical Thinking    Social Perceptiveness    
Systems Analysis    Active Learning    Active Listening    Learning Strategies    Coordination    Time Management    
Monitoring    Instructing    Negotiation    Persuasion Abilities:    Written Comprehension    Written Expression    Oral 
Expression    Deductive Reasoning    Oral Comprehension    Time Sharing    Problem Sensitivity    Speed of Closure 
 
Tools and Equipment Used: 
Tools:    Personal Computer (desktop/laptop)    Multi-Line Telephone Systems    Multi-Function Printer/Scanner    Fax 
Machine  Technology:    Database Software  -  e.g., Microsoft Access, Proprietary Software    Electronic Mail Software  -  
e.g., Microsoft Outlook    Presentation Software  -  e.g., Microsoft PowerPoint    Spreadsheet Software  -  e.g., Microsoft 
Excel    Word Processing Software  -  e.g., Microsoft Word    Diagramming Software  -  e.g., Microsoft Visio 
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079202 - DCS PROGRAM DIRECTOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4346 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional work in one or a combination of the following: counseling or case management 
services, or program evaluation of counseling or case management services, four of which must include children's 
and/or juvenile services program evaluation.Substitution of Graduate Education for Experience: Graduate course work 
credit received from an accredited college or university in social work, criminal justice, psychology, sociology, human 
services, and/or child development may substitute for the required experience on a year-for-year basis to a maximum of 
one year, there being no substitution for the required four years of children's services program evaluation (e.g. 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience).Substitution of Experience for Education: Experience equivalent to four years in one or a combination of the 
following: DCS Program Specialist, DCS Program Coordinator, DCS Program Manager, or DCS Program Director with the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions;    Applicants for this class must have no conviction of a felony;    Applicants must be 
willing to be fingerprinted and must have their fingerprints on file with the Department of Children's Services (TCA 71-3-
533);    Applicants must authorize release on any investigative and criminal records obtained by the Federal Bureau of 
Investigation to the Department of Children's Services (TCA 38-6-114; TCA 71-3-533). Examination Method: Education 
and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Children's Services program development and 
administrative work of unusual difficulty and supervisory work of average difficulty; and performs related work as 
required.Distinguishing Features:  An employee in this class provides central office program direction and technical 
consultation to field staff for a large statewide program such as administrative review, policy development, residential 
services, community residential services, child protective services, or resource management. This class differs from that 
of DCS Program Director 1 in that an incumbent of the latter directs a small to moderate sized program with lesser scope 
of responsibility and is supervised by members of this class, or assist in directing a very large statewide program. This 
class differs from that of DCS Program Director 3 in that an incumbent of the latter directs a very large statewide 
program of greater scope and complexity and supervises members of this class. 
 
Work Activities: 
Analyzing Data or Information:    Compiling, coding, categorizing, calculating, tabulating or verifying information or data 
through various software applications to validate and ensure reliability of data.    Identifying the underlying principles, 
reasons or facts of information by breaking down information or data into separate parts in order to compile and 
analyze the data.    Developing, designing or creating new applications, ideas, relationships, systems, contracts, budgets, 
or projects including artistic contributions through requests for proposals and standardized reporting to construct an 
effective system.Developing Objectives and Strategies:    Developing long term strategies and goals for the department 
by utilizing strategic planning to support federal and state requirements.    Evaluating strategies and goals in terms of 
their impact on the divisions within the department through regular interval monitoring and monitoring of legal 
revisions to ensure compliance and best practice standards are met.    Developing, reviewing and approving divisional 
proposals based on their fit with departmental priorities and federal and state requirements to ensure compliance and 
best practice standards are met.Evaluating Information to Determine Compliance with Standards:    Directing and 
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administering the review of federal and state policies and procedure for statewide program areas by regular internal 
monitoring and monitoring of legal revisions to ensure compliance with mandated standards.    Determining necessary 
corrective actions based on present outcomes and expected future departmental goals to ensure compliance with 
mandated standards.    Reviewing contracts and program delivery through observation and written review to ensure 
departmental requirements are met and to ensure adherence to departmental policies and procedures.    Evaluating 
records and reports involving past service achievements, presenting outcomes and measurements and expected future 
goals for services delivery as part of the continuous improvement process to ensure compliance and best practice 
standards.Providing Consultation and Advice to Others:    Preparing information and making recommendations to 
external partners not limited to but including all three branches of state government and the federal government 
through standardized reports to ensure consistent information is presented to all relevant parties.    Making 
recommendations for changes in operations which affect the economy, efficiency and quality of agency operations and 
services through standardized reports to ensure desired outcomes are achieved.    Performing liaison work within the 
department and with external partners through multiple communication methods to explain and interpret programs, 
handle concerns and answer questions regarding program delivery.    Advising internal and external partners on 
operating procedures, best practices, and other workflow factors through standardized reports to inform strategy 
development and decision making.Making Decisions and Solving Problems:    Supervising the study of organization, 
operations and services for a program area based on cultural trends, gaps in policy, annual reports and the development 
issues included in annual reports to determine relevant issues.    Approving recommendations based on compliance and 
best practice standards intended to improve the efficiency and quality in operations.    Analyzing information, evaluating 
results and solving problems through various technology applications and standardized reporting to choose the best 
solution.    Assigning studies to direct reports based on individual competencies for assessment and reviewing 
recommendations from staff.Updating and Using Relevant Knowledge:    Studying relevant federal and state policies and 
procedures through regular internal monitoring and monitoring of legal revisions to determine applicability and to make 
recommendations to impact service delivery.    Preparing proposals for new and existing program operations by 
submitting requests for proposals to expand current capacity for innovation and expansion of services.    Maintaining 
and actively working to continuously improve knowledge base and understanding of best practice through multiple 
training methods and networking with peers to support departmental goals and objectives.Developing and Building 
Teams:    Coordinating workload with internal and external business partners through multiple communication methods 
and project planning as required to facilitate timely and accurate task completion and equitable workload 
dissemination.    Mentoring assigned direct reports and co-workers by providing feedback and information on 
organizational standards to ensure professional and ethical behavior is maintained.    Guiding, directing and motivating 
direct reports through coaching and regular supervision to meet established deadlines and to reach desired 
outcomes.Judging the Qualities of Things, Services, or People:    Assessing the value, importance and quality of the 
documentation in case records by reviewing data and relevant information to measure outcomes of safety, permanency 
and well-being.    Assessing the value, importance and quality of work of direct reports through effective performance 
management to ensure established targets and goals are being met.    Assessing the value, importance and quality of 
service delivery systems through the various departmental review processes to ensure best practice.Establishing and 
Maintaining Interpersonal Relationships:    Maintaining an open dialogue with internal and external business partners by 
providing regular updates to upper management and other business partners on the status of projects and other 
assigned work to ensure effective and efficient communication.    Maintaining a respectful and productive work 
environment within the assigned work unit by resolving simple conflicts without supervisory input to ensure timely and 
efficient performance to maintain positive working relationships and to minimize disputes and facilitate performance.    
Communicating with internal and external partners, including the public and branches of government by contacting 
vendors and other outside agencies who administer department functions to ensure questions are directed to the 
appropriate individuals, to obtain/provide required information, correct errors, and/or for clarification purposes.    
Networking with internal and external business partners through multiple communication methods to ensure open 
dialogues exist and to facilitate coordination and unified efforts.    Maintaining professional working relationships with 
peers, with assigned subordinates, and with upper management by facilitating open discussion and professional 
personal interaction to ensure smooth and effective team operation.Organizing, Planning and Prioritizing Work:    
Determining the work schedule and activities for a given event, program or work project as well as the work of others 
through project planning and delegation of work to teams to ensure timely and efficient completion of tasks.    
Identifying work priorities based on work experience, supervisor guidance and departmental, state and federal laws, 
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rules regulations and guidelines to ensure the most important work is completed first.    Incorporating last minute and 
unscheduled tasks into current workload by prioritizing tasks as they arise to ensure timely and accurate completion of 
work.    Delegating tasks to assigned direct reports based on the competencies they possess to ensure sufficient space to 
engage in supervisor work and to ensure work is completed efficiently, accurately and timely.    Organizing and 
prioritizing personal workload and the workloads of assigned direct reports by using calendars, lists and other facilitators 
to ensure timely and accurate completion of work. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Learning on the Fly    Comfort around Higher Management    
Ethics and Values    Decision Quality    Innovation Management    Directing Others    Presentation Skills    Managing 
Vision and Purpose Knowledge:    Customer and Personal    Administrative and Management    Law and Government    
Education and Training    Personnel and Human Resources Skills:    Complex Problem Solving    Quality Control Analysis    
Critical Thinking    Reading Comprehension    Judgment and Decision Making    Speaking    Systems Evaluation    Social 
Perceptiveness    Systems Analysis    Writing    Service Orientation    Active Learning    Active Listening    Persuasion    
Coordination    Time Management    Monitoring    Instructing    Negotiation    Management and Personnel Resources    
Learning Strategies Abilities:    Oral Comprehension    Written Comprehension    Written Expression    Oral Expression    
Deductive Reasoning    Problem Sensitivity    Inductive Reasoning    Speed of Closure    Personnel and Human Resources 
 
Tools and Equipment Used: 
Tools    Personal Computer (desktop/laptop)    Multi-line Telephone Systems    Multi-function Printer/Scanner    Fax 
Machine Technology    Database Software  -  e.g., Microsoft Access, Proprietary Software    Electronic Mail Software  -  
e.g., Microsoft Outlook    Presentation Software  -  e.g., Microsoft PowerPoint    Spreadsheet Software  -  e.g., Microsoft 
Excel    Word Processing Software  -  e.g., Microsoft Word    Diagramming Software  -  e.g., Microsoft Visio 
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079201 - DCS PROGRAM DIRECTOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4342 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079204 - DCS PROGRAM MANAGER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4343 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional work in one or a combination of the following: counseling or case management 
services, or program evaluation of counseling or case management services, two years of which must include children's 
and/or juvenile services program evaluation. Substitution of Education for Experience: Graduate course work credit 
received from an accredited college or university in social work, criminal justice, psychology, sociology, human services, 
and/or child development may substitute for the required experience on a year-for-year basis to a maximum of two 
years, there being no substitution for the required two years of children's services program evaluation (e.g. 36 graduate 
quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience).Substitution of Experience for Education: Experience equivalent to two years in one or a combination of the 
following: DCS Program Specialist or DCS Program Coordinator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions;    Applicants for this class must have no conviction of a felony;    Applicants must be 
willing to be fingerprinted and must have their fingerprints on file with the Department of Children's Services (TCA 71-3-
533);    Applicants must authorize release on any investigative and criminal records obtained by the Federal Bureau of 
Investigation to the Department of Children's Services (TCA 38-6-114; TCA 71-3-533). Examination Method: Education 
and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Children's Services program policy and procedure development 
work of considerable difficulty and supervisory work of average difficulty; and performs related work as required. 
Distinguishing Features: An employee in this class acts as the first full supervisor responsible for policy and procedure 
development in an assigned program area, or acts as an area consultant for assigned field staff in the program area. This 
class differs from that of DCS Program Coordinator in that an incumbent of the latter acts as a lead policy writer for the 
program policy and procedure development or acts as the Commissioner's designee in Children Protective Services 
custody determinations. This class differs from those in the DCS Program Director sub-series in that incumbents of the 
latter direct policy and procedure development for a specific program or several small programs and supervise 
employees in this class. 
 
Work Activities: 
Judging the Qualities of Things, Services or People:    Review case notes and other relevant documentation to assess the 
quality of case management services provided to children and families.    Evaluate the work of staff and volunteers to 
ensure that programs are of appropriate quality.    Evaluate the work of staff and volunteers to ensure that resources 
are used effectively.    Review documentation of program service delivery to ensure adherence to departmental policies 
and procedures.    Evaluate reports that detail past service achievements and present outcomes/measurements in order 
to meet expected goals for future service delivery. Making Decisions and Solving Problems:    Analyze systemic 
influences that impact case management and make recommendations to improve efficiency and quality of the 
organization, its operations and services.    Analyze individual influences that impact case management and make 
recommendations to improve efficiency and quality of services provided.    Recruit, interview, and hire or sign up 
volunteers and staff to ensure effective service delivery.    Supervise and participate in the development and writing of 
policies and procedures to enhance safety, well-being, and permanency for children.    Review and approve 
recommendations for changes to program delivery to enhance program efficiency. Communicating with Supervisors, 
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Peers or Subordinates:    Prepare and maintain records/reports involving casework quality in order to provide data to 
senior leaders.    Provide consultation, guidance, and coaching to peers and/or subordinates in order to increase skill 
level.    Maintain and distribute records/reports that detail the quality of casework in order to enhance continuity of 
service.    Maintain ongoing dialogue with leader and internal business partners to keep them informed of issues that 
may result in escalated complaints or require higher level review. Establishing and Maintaining Interpersonal 
Relationships:    Issue response to complaints and inquiries based on review of relevant documentation to ensure 
services are being provided to internal and external customers as required by policy/procedure.    Perform liaison work 
with internal and external stakeholders to raise awareness and understanding of agency-provided programs.    Establish 
and maintain working relationships with other agencies/organizations in order to meet community needs and ensure 
that services are not duplicated. Organizing, Planning and Prioritizing Work:    Incorporate last minute and unscheduled 
tasks into current workload to ensure timely and accurate completion of work.    Organize and prioritize personal 
workload using calendars, lists to ensure timely and accurate completion of work.Getting Information:    Collect case 
information in-person or from electronic/paper files in order to generate reports and assess service quality.    Review 
current policies and procedures in order to provide accurate, up-to-date information to inquiries from internal and 
external customers.    Engage in regular contact with general public, people in other departments/divisions, or 
representatives from outside organizations for the purpose of furnishing or obtaining information.    Participate in team 
meetings in order to maintain awareness of policy, procedure, and best practice in order to promote consistency of 
application. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Ethics and Values    Decision Quality    Written Communication    Integrity and Trust    
Listening    Functional and Technical Competency    Priority Setting    Managing Diversity    Approachability Knowledge:    
Basic Clerical    Intermediate Sociology and Anthropology Skills:    Intermediate Critical Thinking    Intermediate Complex 
Problem Solving    Basic Reading    Intermediate Writing    Intermediate Judgment and Decision Making    Basic Time 
Management    Intermediate Speaking    Intermediate Systems Analysis    Intermediate Systems Evaluation    
Intermediate Monitoring    Basic Active Listening    Intermediate Quality Control Analysis Abilities:    Intermediate 
Written Expression    Intermediate Oral Expression    Intermediate Written Comprehension    Basic Deductive Reasoning    
Basic Inductive Reasoning    Basic Oral Comprehension    Basic Speech Clarity 
 
Tools and Equipment Used: 
Tools:    Personal Computer (desktop/laptop)    Multi-Line Telephone Systems    Multi-Function Printer/Scanner    Fax 
Machine Technology:    Database Software  -  e.g., Microsoft Access, Proprietary Software    Electronic Mail Software  -  
e.g., Microsoft Outlook    Presentation Software  -  e.g., Microsoft PowerPoint    Spreadsheet Software  -  e.g., Microsoft 
Excel    Word Processing Software  -  e.g., Microsoft Word    Diagramming Software  -  e.g., Microsoft Visio 
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079206 - DCS PROGRAM SPECIALIST 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4366 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional work in one or a combination of the following: counseling or case management 
services; program evaluation of counseling or case management services, two years of which must involve providing 
these services to children and/or juveniles. Substitution of Education for Experience: Graduate course work credit 
received from an accredited college or university in social work, criminal justice, psychology, sociology, human services, 
and/or child development may substitute for the required experience on a year-for-year basis to a maximum of one 
year, there being no substitution for the required two years of children's services work (e.g. 36 graduate quarter hours 
in one or a combination of the above listed fields may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    A valid vehicle operator's license may be required for 
employment in some positions.    Applicants for this class must have no conviction of a felony.    Applicants must be 
willing to be fingerprinted and must have their fingerprints on file with the Department of Children's Services (TCA 71-3-
533).    Applicants must authorize release on any investigative and criminal records obtained by the Federal Bureau of 
Investigation to the Department of Children's Services (TCA 38-6-114; TCA 71-3-533).Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Children's Services program evaluation and consultative work of 
average to considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this 
class evaluates Children's Services program delivery provided by field staff or provides technical advice and 
interpretations of policy and procedure to staff in order to improve the quality of work. This class differs from DCS 
Program Coordinator in that an incumbent of the latter serves as the lead policy writer for program policy and 
procedure development or acts as the Commissioner's designee in Children's Protective Services custody 
determinations. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Networking with internal and external stakeholders to 
ensure open dialogues exist and to facilitate coordination and unified effort.    Maintaining professional working 
relationships with internal and external stakeholders to ensure smooth and effective team operations.Interpreting the 
Meaning of Information for Others:    Interpreting a variety of relevant laws, policies, procedures, and regulations for 
internal and external stakeholders to facilitate understanding, enhance communications, and ensure compliance.    
Conducting training for agency employees and external stakeholders to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improvement 
initiatives.Communicating with Supervisors and Peers:    Providing regular updates to management, peers and other 
internal stakeholders on the status of projects and other assigned work to ensure that quality of service is maintained 
and improved.    Maintaining an open dialogue with external stakeholders to ensure effective and efficient 
communication.    Process paperwork and maintain files to ensure services are provided to customers and stakeholders.    
Responding to emails, phone calls, and other correspondence as required.    Entering personal time and leave/overtime 
requests into the appropriate databases as required.    Contribute to the development of written action steps and 
outcomes for youth to achieve permanency and well-being.Monitor Processes:    Monitor customer compliance with 
program requirements through personal communication and third party reporting to ensure services are properly 
administered.    Review credentials of customers to ensure they meet requirements of relevant laws, standards, and 
policies.    Monitor DCS service provision using electronic data to ensure compliance with relevant laws, standards, and 
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policies.Developing Objectives and Strategies:    Contribute to the development of written action steps and outcomes for 
youth to achieve permanency and well-being.Getting Information:    Obtains information and/or written documents 
from current and potential service providers to ensure the necessary services are available to the customers.    Obtains 
information and/or written documents from internal and external stakeholders to assess problems.    Ask questions of 
stakeholders to determine program eligibility.Evaluating Information to Determine Compliance with Standards:     
Monitor performance and/or outcome-based data to assess whether customers are receiving the quality of service that 
should be provided.    Monitor performance and/or outcome-based data to assess whether customers are receiving all 
the services that should be provided.    Complete reports through electronic data entry to verify services that are 
provided to customers so that funding can be maintained.    Review child welfare data by locality/region/state to 
determine the needs of that particular area.    Reviews case documentation to ensure services are being provided 
according to relevant laws and policy. Documenting/Recording Information:     Enter information into the case child 
welfare database to track and evaluate service delivery and quality.    Uses office productivity software including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines.    Generate documents from the child welfare database to facilitate 
service delivery.Operating Vehicles, Mechanized Devices, or Equipment:     Drive passenger vehicle within the state of 
Tennessee to transport youth and attend meetings. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Time Management    Presentation Skills    Customer Focus    Work/Life Balance    
Decision Quality    Priority Setting    Ethics and Values    Interpersonal Savvy    Managing DiversityKnowledge:    
Intermediate knowledge of counseling and/or case managementSkills:    Active Listening    Speaking    Reading 
Comprehension    Writing    Active Learning    Critical Thinking    Monitoring    Coordination    Instructing    Time 
ManagementAbilities:    Oral Expression    Oral Comprehension    Deductive Reasoning    Written Expression    Inductive 
Reasoning    Written Comprehension    Category Flexibility    Time Sharing    Speech Clarity    Speech Recognition    
Auditory Attention 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Passenger Vehicle 
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079189 - DCS REGIONAL ADMINISTRATOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4412 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073525 - DCS SECURITY MANAGER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2440 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related acceptable field; and experience equivalent to substantial (five or more years) of full-
time increasingly responsible youth or adult security related work, including at least two years of supervisory experience 
and one year of correctional security experience. Substitution of Education for Experience: Additional graduate 
coursework in a social or behavioral science or other related acceptable field may be substituted for the required non-
specialized experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time experience in security work may be substituted for the required education, on a year-for-year basis, 
to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint-based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Upon appointment, successfully complete a prescribed course of instruction at the Tennessee Correction 
Academy. Examination Method: Education and Experience 100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial work of considerable difficulty. Responsibility includes 
oversight of security in a secure residential detention facility for juveniles classified as criminal offenders and 
delinquents.  Performs related work as required. Distinguishing Features: An employee in this class manages security in 
a developmental, therapeutic, treatment-focused juvenile detention facility. 
 
Work Activities: 
Communicating with Supervisors, Peers, or Subordinates:    Participate in or conduct critical incident debriefing to 
evaluate, assess, and make plans for improvement.    Accurately respond to requests for information in a timely fashion 
for the effective operation of facility.    Hold routine in-person meetings with subordinate supervisors to communicate 
relevant policy changes/updates, work activities, facility schedules/challenges.Making Decisions and Solving Problems:    
Respond to medical emergencies, bomb threats, fire alarms, security breaches by following emergency response 
procedures to ensure safety and security within facility.    Analyze overtime rosters and make adjustments as needed to 
ensure overtime is equitable and necessary.    Review shift rosters and make adjustments as needed to ensure adequate 
staffing coverage.    Provide recommendations to facility leadership team in response to requests for additional security 
resources/measures.    Authorize requests for staffing and overtime as required to effectively staff activities and special 
events.    Review leave and attendance records to ensure adequate staffing for facility operations.    Participate in or lead 
panel interviews in order to ensure adequate quality and quantity of employees required to maintain facility operation.    
Review documentation of student behavior to assess the most effective housing arrangement to ensure safety and 
security of students and staff.    Assign chain of command structure to ensure efficient, harmonious work teams.    
Oversee the leave approval process to ensure fair and equitable distribution of time off.    Establish diverse interview 
panel to ensure inclusive, effective hiring/promotion decisions.Evaluating Information to Determine Compliance with 
Standards:    Create, implement, and modify security standards, policies and procedures to ensure safety and security of 
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staff and students.    Review and revise policies, procedures, individual job assignments, emergency contingency plans to 
ensure they meet accreditation standards.    Review incident/accident reports to ensure complete, accurate, and 
thorough documentation of security/safety events as required by standards.    Evaluate subordinate performance using 
standard assessment tools in order to ensure quality of service and safety.    Conduct routine visual observations of 
employee/student conduct, and environmental conditions including facility cleanliness, to ensure appropriate quality of 
life for students and staff as required by accreditation standards.    Monitor and review information from closed caption 
security cameras in order to ensure security is maintained.    Review transportation reports to ensure that travel made 
with company vehicles is business-related.Resolving Conflicts and Negotiating with Others:    Review the conduct and 
job performance of staff members to determine most appropriate personnel action.    Review and revise shift/post 
assignments to promote team cohesiveness and positive interaction.    Schedule/lead team-building meetings and 
activities in order to enhance overall staff satisfaction and retention.    Review staff/student grievances and hold 
discussions for equitable resolution, promote harmonious working relationships, and enhance productivity.    Model 
professional behavior to help ensure other staff members conduct themselves appropriately, to foster morale, and build 
working relationships.Getting Information:    Participate in leadership review of routine reports containing key statistics 
of facility operation to identify opportunities for improvement of service quality.     Receive debrief information from 
internal investigations in order to determine appropriate personnel actions.    Review internal shift and incident reports 
to keep aware of security incidents, and identify risks/trends in order to ensure safety and security of staff and students.    
Receive electronic communication (e.g., email) regarding policy/procedure changes to ensure facility compliance with 
relevant guidelines.    Obtain incident reports from shift supervisors and other staff to stay abreast of issues that impact 
facility safety.    Conduct routine staff meetings to obtain relevant information regarding facility operations (e.g., 
security risks, material needs, requests for policy changes, interpersonal conflicts) in order to ensure safe, effective 
facility operation. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Decision Quality    Time Management    Written 
Communications    Composure    Listening    Patience    Timely Decision Making    Directing OthersKnowledge:    Basic 
Administration and ManagementSkills:    Basic Active Listening    Basic Reading Comprehension    Basic Speaking    Basic 
Active Learning    Basic Writing    Basic Judgment and Decision Making    Basic Monitoring    Basic Time Management    
Basic Critical Thinking    Basic Mathematics    Basic Social Perceptiveness    Basic Persuasion    Basic Coordination    Basic 
Service OrientationAbilities:    Basic Written Comprehension    Basic Written Expression    Basic Oral Comprehension    
Basic Deductive Reasoning    Basic Oral Comprehension    Basic Oral Expression    Basic Selective Attention    Basic Near 
Vision    Basic Speech Clarity    Basic Speech Recognition    Basic Number Facility    Basic Problem Sensitivity    Basic Depth 
Perception    Basic Far Vision    Basic Time Sharing 
 
Tools and Equipment Used: 
Tools:    Personal Computer  -  Laptop, Desktop    Security/Access Control System    Video Surveillance System    Multi-
Line Telephone    Multi-Function Copier    Video Conferencing EquipmentTechnology:    Database Software  -  e.g., 
Microsoft Access    Security Interface  -  e.g., Electronic Keys, Video Surveillance    Word Processing Software  -  e.g., 
Microsoft Word    Spreadsheet Software  -  e.g., Microsoft Excel    Email Software  -  e.g., Microsoft Outlook    Human 
Resource Information System Interface  -  e.g., PeopleSoft 
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044273 - DCS SERGEANT 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1928 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time increasingly responsible youth or adult security work including, at least, one year of residential 
youth security work; qualifying full-time employment in the youth security field with the State of Tennessee may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Submit to and pass a pre-
employment screening test for use of illegal drugs OR certify that they have not used any controlled substance illegally 
within the past twelve months;    Possess a valid motor vehicle operator’s license at the time of appointment;    Upon 
appointment, successfully complete a prescribed course of instruction at the Tennessee Correction 
Academy.Examination Method:  Education and Experience, 100%, for Preferred Service positions. " 
 
Job Overview: 
"Summary: Under general supervision, performs supervisory children’s services work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the second supervisory class in the DCS Officer sub-series. An 
employee in this class is assigned to work in an institutional setting providing student and worker supervision as an 
assistant shift supervisor at a large institution or a supervisor of two shifts at a small institution, and may be assigned to 
work on a fixed or other schedule. This class differs from DCS Corporal in that an incumbent of the latter performs 
supervisory duties of lesser scope and complexity or may function in a specific non-supervisory capacity. This class 
differs from DCS Lieutenant in that an incumbent of the latter supervises all employees on a shift at a large institution or 
provides twenty-four hour supervision of all employees at a small institution." 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Acts as the shift supervisor in the absence of the DCS Lieutenant or 
assiting with shift operation.    Coordinates staff to ensure institutional schedule is being followed properly in a timely 
without compromising the safety and security of the institution. Making Decisions and Solving Problems:    Makes 
decisions for the facility in the absence of the appointing authority or senior management.    Determines how to utilize 
available staff in the event of staff shortages.    Assigns staff to posts according to institutional needs.    Knows how and 
when to utilize the contingency plan in case of emergencies    Authorizes the use of confinement for youth. Monitor 
Processes, Materials, or Surroundings:    Provides constant supervision of institutionalized youth by maintaining security.    
Authorizes searches on youth, staff and areas to prevent and detect any contraband.    Monitors all security posts on a 
daily basis to ensure compliance with procedures and to address youth needs. Identifying Objects, Actions, and Events:    
Observes all areas for any unusual activities and/or procedure violations by staff and/or youth.    Observes and identifies 
security breaches throughout the institution. Communicating with Supervisors, Peers, or Subordinates:    Communicates 
institutional needs to staff throughout a shift.    Advises superiors of events that require immediate attention. Resolving 
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Conflicts and Negotiating with Others:    Addresses and resolves youth and/or staff conflicts immediately before 
situations escalate.    Addresses and attempts to resolve youth and staff written grievances. Performing for or Working 
Directly with the Public:    Ensures visitors are being checked for any contraband.    Ensures vendor tool checks are being 
performed.    Ensures visitors are authorized on facility.    Consults with outside law enforcement officials regarding 
institution incidents. Documenting/Recording Information:    Completes and checks facility incident reports, injury 
reports, disciplinary reports, chemical bin cards, maintenance requests and tool inventories.    Prepares physical 
restraint reports.    Documents attendance and leave information.    Documents significant events in the shift report (e.g. 
fights, medical emergencies, etc.).    Documents via email any additional information as required to appropriate parties. 
Processing Information:    Verifies the youth counts recorded by the Central Operations Center. Interpreting the 
Meaning of Information for Others:    Explains policies and procedures to subordinates. Guiding, Directing, and 
Motivating Subordinates:    Prepares and facilitates subordinate staff’s Job Performance Plans, Monthly Performance 
Briefings, Interim Reviews and Annual Performance Evaluations. Training and Teaching Others:     Trains subordinate 
staff and co-workers in both an informal and formal setting.  Assisting and Caring for Others:     Ensures youth personal 
hygiene needs are being met.     Administers first aid when needed.     Ensures that individual youth are receiving 
medications in the dormitory from authorized medical staff.     Uses physical intervention to prevent self-harm to the 
youth and/or others. Developing and Building Teams:     Works together as part of a team. Coaching and Developing 
Others:    Explains to youth and staff appropriate behavior expectations.    Addresses and corrects inappropriate youth 
and staff behaviors.    Ensures youth and staff comply with behavior expectations.    Supervises a small staff of DCS 
Officers and DCS Corporals.    Models appropriate behaviors for subordinates and youth. Inspecting Equipment, 
Structures, or Material:    Inspects areas for damaged or non-functioning doors, windows, locks, etc. Establishing and 
Maintaining Interpersonal Relationships:    Established a rapport to effectively supervise staff to maintain the integrity of 
the institution. Operating Vehicles, Mechanized Devices, or Equipment:    Authorizes the transporting of youth off-
campus to various appointments (i.e. court, Medical appointments, etc.).    Operates hand-held radios.    Authorizes the 
use of mechanical restraints during transporting youth or physical interventions. Updating and Using Relevant 
Knowledge:    Participates in required trainings. Performing Administrative Activities:    Attends staff meetings.    Attends 
youth discipline and grievance committee meetings.    Attends any other related meeting as assigned.    Conducts roll 
call to ensure staff comply with policy and brief staff on significant events.    Approves supplies for an assigned area.    
Ensures documentation is maintained properly or sent to the required areas. Staffing Organizational Units:    May 
participate in an interview board for the hiring process for the institution.  Getting Information:    Supervises staff who 
monitors and documents youth behavior for evaluation and treatment teams.    Receives briefings from the previous 
shift.    Checks e-mail and mailbox for current and updated information. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Determines and authorizes the amount of supplies needed for an assigned area.  
 
Competencies (KSA’s): 
"Competencies:     1. Decision Quality     2. Problem Solving     3. Directing Others     4. Process Management     5. 
Confronting Direct Reports     6. Sizing Up People     7. Drive For Results     8. Perseverance     9. Organizational Agility   10. 
Written Communications   11. Composure   12. Self-DevelopmentKnowledge:    Knowledge of operating a motor vehicle 
Skills:    The skill to understand written sentences and paragraphs in work related documents    The skill to understand 
verbal communication and convey verbal communication effectively and efficiently.    The skill to listen to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to make appropriate decisions on a daily basis    The skill to make the 
appropriate judgment decision, at an intermediate level, on a daily basis    The skill to provide leadership, at an 
intermediate level, by example    The skill to organize work efficiently and effectively    The skill to use problem solving 
techniques, at an intermediate level, in daily work    The skill to be aware of others’ reactions and understanding why 
they react as they do, at a broad    Abilities:    The ability to track all movement on campus at all times (i.e. youth 
movement, staff     movement, visitor/vendor movement, etc.)    The ability to recognize inappropriate behavior at all 
times    The ability to multitask between two or more activities, at an intermediate level    The ability to coordinate shift 
assignments to subordinate staff    The ability to be sensitive when something is wrong or is likely to go wrong    The 
ability to deal with difficult personalities and situations, at a broad level, on a daily basis" 
 
Tools and Equipment Used: 
    Hand held radios    Mechanical restraints    Motor Vehicles    Washers/dryers 
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079210 - DCS SPECIAL INVESTIGATOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4385 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional experience investigating fraudulent and criminal activities.Substitution 
of Experience for Education: Additional experience investigating fraudulent and criminal activities may be substituted for 
the required degree on a year-for-year basis to a maximum of four years (e.g. experience equivalent to one year of full-
time work in fraudulent or criminal investigation may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must have:    A valid vehicle operator's license;    Applicants for 
this class must have no conviction of a felony;    Applicants must be willing to be fingerprinted and must have their 
fingerprints on file with the Department of Children's Services (TCA &sect;71-3-533);    Applicants must authorize release 
of any investigative and criminal records obtained by the Federal Bureau of Investigation and the Tennessee Bureau of 
Investigation to the Department of Children's Services (TCA &sect; 38-6-144; TCA &sect; 71-3-533);    Successful 
completion of basic interviewing techniques and other required pre-service training offered by the Tennessee 
Department of Children's Services is required within six months of an employee's appointment to this 
position.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional investigative work of considerable difficulty and lead work 
of average difficulty; and performs related work as required.Distinguishing Features: An employee in this class performs 
investigations at Children's Services field offices, group homes, secure institutions and contracted agencies for an 
assigned region of the state. This class differs from DCS Special Investigator 1 in that an incumbent of the latter performs 
entry level investigative work.  
 
Work Activities: 
Getting Information:    Receives verbal and/or written complaints to determine if an administrative inquiry will be 
authorized and if DCS policies or procedures have been violated.Identifying Objects, Actions, and Events:    Identifies 
pertinent information to assess validity of allegations received.    Assigns classifications to allegations to develop an 
investigative plan.    Identifies and evaluates the evidence to determine if it supports the allegation.    Select individuals 
to be interviewed to determine relativity to the allegation.    Identifies resources needed to conduct administrative 
inquiries.Processing Information:    Compiles information to determine relevancy for an administrative 
inquiry.Evaluating Information to Determine Compliance with Standards:    Evaluates evidence to determine any 
violations of DCS policies and procedures.Analyzing Data or Information:    Identifies the principals involved, evidence, 
and data to separate investigative findings to specify who, what, when, why, and how the allegation occurred.Making 
Decisions and Solving Problems:    Determines if the evidence supports the allegations to ensure management 
awareness.    Conducts interviews with individuals to obtain information relevant to the allegation.Organizing, Planning, 
and Prioritizing Work:    Prioritizes the risk assessment of administrative inquiries assigned for investigation to determine 
which inquiry will be investigated first.    Organizes the investigative plan into action steps to obtain information 
required to complete the investigation.    Prioritizes work load to ensure administrative inquiries are completed within 
the allocated time frame.Documenting/Recording Information:     Prepares investigative summaries to document 
investigative findings.    Maintains investigative summaries and other hard copy documents in the case files to provide 
backup to electronic file.    Maintains investigative summaries and recordings in the electronic file for review by 
authorized individuals.Communicating with Supervisors, Peers, or Subordinates:    Debriefs appropriate personnel to 
make them aware of the progress and outcome of the investigations.    Briefs appropriate personnel to make them 
aware that an investigation will be conducted in their agency, youth development center and/or region.    Notifies the 
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individual verbally or in writing of the need to appear before the investigator to schedule an interview.Communicating 
with Persons outside Organization:    Contacts law enforcement to provide support when potential criminal activities 
have occurred.    Submits investigative summaries to the District Attorney for review and consideration of prosecution 
when suspected criminal activities have occurred.    Appears in court to testify regarding findings in investigative 
summaries.    Coordinates with the special investigations unit to conduct joint investigations relative to the same 
allegations.    Communicates with private providers to make them aware of the need to conduct investigations in their 
agencies. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Organizing    Planning    Priority Setting    
Timely Decision Making    Presentation Skills    Written Communications    ListeningKnowledge:    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology.    Intermediate knowledge of relevant 
equipment, policies, procedures, and strategies to promote effective local, state, or national security operations for the 
protection of people, data, property, and institutions.    Basic knowledge of transmission, broadcasting, switching, 
control, and operation of telecommunications systems.Skills:    Active Learning    Active Listening    Critical Thinking    
Reading Comprehension    Coordination    Persuasion    Social Perceptiveness    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Information Ordering    Memorization    Number 
Facility    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Written Expression    
Auditory Attention    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone (landline and cellular)    Fax Machine    Printer    Digital Recorder    Copy Machine (scanner)    
Calculator    Camera    Mobile Fingerprinting Kit    Evidence Bags    Secure Tape    Drug Analysis Field Kit 
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079208 - DCS SPECIAL INVESTIGATOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4375 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional experience investigating fraudulent and criminal activities.Substitution 
of Experience for Education: Experience investigating fraudulent and criminal activities may be substituted for the 
required degree on a year-for-year basis to a maximum of four years (e.g. experience equivalent to one year of full-time 
work in fraudulent or criminal investigation may substitute for one year of the required education). OROne year of full-
time experience as a DCS Special Investigator 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must have:    A valid vehicle operator's license;    Applicants for 
this class must have no conviction of a felony;    Applicants must be willing to be fingerprinted and must have their 
fingerprints on file with the Department of Children's Services (TCA &sect;71-3-533);    Applicants must authorize release 
of any investigative and criminal records obtained by the Federal Bureau of Investigation and the Tennessee Bureau of 
Investigation to the Department of Children's Services (TCA &sect; 38-6-144; TCA &sect; 71-3-533);    Successful 
completion of basic interviewing techniques and other required pre-service training offered by the Tennessee 
Department of Children's Services is required within six months of an employee's appointment to this 
position.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional investigative work of considerable difficulty and lead work 
of average difficulty; and performs related work as required.Distinguishing Features:  An employee in this class 
supervises a staff of investigators performing investigations at regional offices, group homes, secure institutions and 
contracted agencies. This class differs from DCS Special Investigator 2 in that an incumbent of the latter performs lead 
investigative work in a specific region of the state. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Evaluates evidence to determine any violations of 
DCS policies and procedures.    Evaluates investigative summaries to determine if all allegations have been addressed.    
Evaluates office of civil rights complaints to determine violations of Title VI and Title VII of the Civil Rights Act of 
1964.Getting Information:    Receives verbal and/or written complaints to determine if an administrative inquiry will be 
authorized and if DCS policies or procedures have been violated.    Identifies investigative task to determine who, what, 
when, why and if an allegation occurred.Provide Consultation and Advice to Others:    Consults with regional personnel 
to resolve Tennessee Bureau of Investigation audit issues pertaining to absconders from DCS custody.    Advises regional 
and private providers on absconders to make them aware of policies and procedures.     Ensures compliance with 
Tennessee Bureau of Investigation rules for the emergency placement of children.    Consults with regional, youth 
development center and private provider personnel to coordinate investigative activities regarding Prison Rape 
Elimination Act.    Advises regional personnel on action steps to take to ensure the safety and security of staff.    Provides 
oversight for Fraud Waste and Abuse and complaints from the Customer Focused Services division to provide feedback 
to management.Guiding, Directing, and Motivating Subordinates:    Evaluates staff work performance to ensure 
compliance with DCS standards and State of TN laws.    Motivates staff through encouragement and leadership by 
example to ensure work performance is at valued potential.Coaching and Developing Others:    Conducts employee 
performance briefings and evaluations to measure employee performance and identify developmental needs.    Mentors 
less experienced personnel to prepare them for increased responsibilities and additional workload.    Mentors less 
experienced personnel to increase their efficiency and effectiveness in conducting and completing 
investigations.Organizing, Planning, and Prioritizing Work:    Prioritizes risk assessments of administrative inquiries 
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assigned for investigation to determine which inquiry will be investigated first.    Organizes the investigative plan into 
action steps to obtain information required to complete the investigation.    Prioritizes work load to ensure 
administrative inquiries are completed within the allocated time frame.    Assigns cases based on investigator's strengths 
and geographical location to ensure the most efficient and effective investigation.Making Decisions and Solving 
Problems:    Ensures the evidence supports investigative findings for consideration by managerial personnel.    Conducts 
interviews with individuals to obtain information relevant to the allegation.    Evaluates and analyzes information to 
determine the routing of complaints that do not meet internal affairs criteria.Documenting/Recording Information:     
Prepares investigative summaries to document investigative findings.    Maintains investigative summaries and other 
hard copy documents in the case files to provide backup to electronic file.    Maintains investigative summaries and 
recordings in the electronic file for review by authorized individuals.    Enters relevant case assignment information in 
the electronic file to maintain historical data relevant to the case.    Maintains an electronic log of cases received each 
fiscal year to document a record of investigations conducted.Communicating with Supervisors, Peers, or Subordinates:    
Debriefs appropriate personnel to make them aware of the progress and outcome of the investigations.    Briefs 
appropriate personnel to make them aware that an investigation will be conducted in their agency, youth development 
center and/or region.    Notifies the individual verbally or in writing of the need to appear before the investigator to 
schedule an interview.    Communicates employee concerns to management for resolution.    Conducts regular meetings 
to discuss, review, communicate case status, DCS policies and procedures changes, and day to day operational 
information.Communicating with Persons Outside Organization:    Contacts law enforcement to provide support when 
potential criminal activities have occurred.    Submits investigative summaries to the District Attorney for review and 
consideration of prosecution when suspected criminal activities have occurred.    Appears in court to testify regarding 
findings in investigative summaries.    Coordinates with the special investigations unit to conduct joint investigations 
relative to the same allegations.    Communicates with private providers to make them aware of the need to conduct 
investigations in their agencies. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Planning    Managerial Courage    Presentation 
Skills    Written Communications    Ethics and Values    Integrity    ListeningKnowledge:    Intermediate knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology.    Intermediate knowledge of laws, 
legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic 
political process.    Intermediate knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.    
Intermediate knowledge of human behavior and performance; individual differences in ability, personality, and 
interests; learning and motivation; psychological research methods; and the assessment and treatment of behavioral 
and affective disorders.Skills:    Active Learning    Critical Thinking    Monitoring    Reading Comprehension    Speaking    
Writing    Coordination    Instructing    Social Perceptiveness    Complex Problem Solving    Judgment and Decision Making    
Management of Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral 
Comprehension    Oral Expression    Perceptual Speed    Problem Sensitivity    Written Comprehension    Written 
Expression 
 
Tools and Equipment Used: 
    Computer    Telephone (landline and cellular)    Fax Machine    Printer    Digital Recorder    Copy Machine (scanner)    
Calculator    Camera    Mobile Fingerprinting Kit    Evidence Bags    Secure Tape    Drug Analysis Field Kit 
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079187 - DCS TEAM COORDINATOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4333 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following: social, psychological, or 
correctional counseling or case management; volunteer services coordination for a children's service program; and/or 
juvenile classification coordination. Three years of the required experience must have been in child welfare services or 
an affiliated Community Service Agency /Assessment and Care Coordination Team, of which one year must include 
supervisory work.Substitution of Graduate Education for Experience: Graduate course work credit received from an 
accredited college or university in social work, criminal justice, human services, child development, clinical psychology, 
community psychology, counseling psychology, or educational psychology may substitute for the required experience on 
a month-for-month basis to a maximum of two years, there being no substitution for the required three years of work in 
child welfare services or an affiliated Community Service Agency/Assessment and Care Coordination Team (e.g., 36 
graduate quarter hours may substitute for the one year of required experience)." 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Submit to a review of their status on the Department of Health's vulnerable persons registry;    
Possess a valid motor vehicle operator's license at the time of appointment in some positions;    Upon appointment, 
successfully complete a prescribed course of training offered by the Tennessee Department of Children's 
Services.Examination Method: Education and Experience,100%, for Preferred Service positions." 
 
Job Overview: 
"Summary:  Under general supervision, is responsible for professional case management program supervisory work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the second supervisory 
level in the DCS Case Manager job series. An employee in this class supervises a moderate to large team of supervisory 
level DCS Case Managers and their subordinates in the performance of case management work for children under the 
State's supervision, in State custody, or at risk of State custody, and their families. This class differs from DCS Case 
Manager 4 in that an incumbent of the latter functions as a supervisor over a regional or field office or a single/small 
residential program. This class differs from DCS Regional Administrator in that an incumbent of the latter supervises all 
case management teams within a region and administers all regional social service and juvenile justice programs." 
 
Work Activities: 
"Developing Objectives and Strategies:    Oversees/sets goals and establishes action steps for teams and the professional 
development of subordinates to meet desired outcomes.    Oversee/develops performance improvement plans (PIPs) 
with underperforming team members that address specific behaviors with action steps to meet performance goals. 
Processing Information:    Ensures case files and TFACTS are in compliance with State and Federal laws. Training and 
Teaching Others:    Utilizes a strength based approach that identifies areas for professional growth and development for 
case managers and team leaders.    Identifies areas of deficiencies and directs staff to training and development that is 
needed to increase the professionalism of staff. Staffing Organizational Units:    Interviews, selects, and hires in-coming 
staff in accordance with human resources guidelines. Coaching and Developing Others:    Completes performance 
documents with subordinates using tools such as Performance Briefings, Performance Evaluations, Interims, Job 
Performance Plans, in order to ensure continuous professional development.    Coaches, directs, and demonstrates all 
job duties of staff for continuous professional development.    Coaches subordinates on understanding the underlying 
needs and core family concerns in order to address key issues that will ensure safety.  Making Decisions and Problem 
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Solving:             Utilizes data to make decisions and plans to address issues, trends, and concerns to choose the best 
solutions.    Models a holistic approach to problem solving through exploring multiple sources and “thinking outside the 
box” to promote child welfare outcomes.    Approves safety plans and removals in situations where abuse or neglect has 
occurred as to reduce risk and harm to protect children.    Works collaboratively to assist in making recommendations 
for reunification or termination of parental rights to ensure permanency.    Oversees case closure/transfer process 
based on knowledge of policy requirements for case tasks to ensure safety, permanency, and well being. Analyzing Data 
of Information:    Identifies, reviews, and compiles data with multiple sources to recognize trends in the child welfare 
and juvenile justice system.    Oversees approval of required assessments in a timely manner (e.g. Family Functional, 
CANS, YLS, FAST, etc.).    Reviews and monitors ongoing assessments of subordinates to ensure high quality case 
management is being provided.    Analyzes data about e.g. response time, overdue reports, CFTM, placement reports, 
resource home reports, EPSDT and dental, face to face visits, review mega-report through use of Sharepoint and Excel to 
track child welfare outcomes. Guiding, Directing, and Motivating Subordinates:    Conducts case conferences, as needed, 
with staff to provide guidance, feedback, direction and next steps to promote safety, permanency and well being.    
Develops and administers disciplinary actions as required to correct undesired outcomes.       Resolving Conflicts and 
Negotiating with Others:    Addresses conflicts among co-workers and leadership using conflict resolution skills to 
provide a harmonious working environment.Interpreting the Meaning of Information for Others:    Interprets the 
meaning and intent of policies and procedures for staff, community partners, and clients. Judging the Qualities of 
Things, Services, or People:    Oversees the quality of service providers and resources such as counseling, placements, 
and case management in order to ensure families receive high quality services. Evaluating Information to Determine 
Compliance with Standards:    Ensures that the rights of families are recognized and acknowledged to promote best 
practices.    Reviews new/updated laws and policies and disseminates to staff to ensure compliance.    Tracks, creates, 
and communicates reports on regional data to ensure State and Federal compliance.    Reviews regional data and 
reports to ensure data elements are meeting required time frames.    Oversees and coordinates information that is 
submitted to outside entities e.g. courts, service providers, law enforcement is professional, accurate and consistent 
with DCS policies and procedures to provide high quality work.       Performing Administrative Activities:    Maintains and 
updates supervisory notebooks for employees to serve as documentation of job performance and to track the progress 
of professional development.        Developing and Building Teams:    Participates as an active member of a team; support 
and rely on team members for additional knowledge and help when needed.    Builds multi-disciplinary teams to 
conduct peer reviews for cases to ensure quality case management services. Communicating with Persons Outside 
Organization:    Provides high quality customer service with clients and community partners to promote effective 
outcomes.    Participates in multi-disciplinary teams including CPIT, FCRB, Care Team, CAB in order to gain a global 
perspective about case planning decisions.    Follow-ups with complaints from community partners, legislative services 
and others in a timely and professional manner in order to build community teams.    Exhibits a self-presentation of 
professional conduct and respectfulness in order to command respect from community partners.       Communicating 
with Supervisors, Peers, or Subordinates:    Identifies pertinent information about cases that require decisions and/or 
actions from leadership and DCS attorney.    Represents directives from regional management to staff in order to ensure 
a positive work environment and maintain professional relationships.    Responds to phone calls and all correspondences 
in a professional and timely manner and model this behavior to staff. Establishing and Maintaining Interpersonal 
Relationships:    Engages with staff, children and families to build a trustful relationship.    Communicates issues 
effectively to build solutions.    Arrives prepared and on time to meeting to ensure timely work flow.    Responds timely, 
appropriately, and respectfully with families, providers, and staff.    Responds timely to follow-up with action steps.    
Encourages self-sufficiency with clients and staff to overcome barriers and promote permanency. Scheduling Work and 
Activities:    Ensures on-call schedule is developed, posted and entered into TFACTS (when required) so that all after 
hours service is covered.    Schedules team meetings and performance briefings and other meetings as needed.    Works 
flexible hours including on-call, weekends, holidays and after hours.    Oversees that staff conducts all required tasks and 
case related activities in a timely manner per policy recommendation. Updating and Using Relevant Knowledge:    
Demonstrates training techniques and knowledge as implemented by the Department to stay up-to-date with current 
child welfare best practices.    Completes training and knowledge as required by the Department to be in compliance 
with policy.    Reviews departmental policies for revisions and updates to provide accurate supervision.    Communicates 
to field staff about new policies, techniques, procedures, issues and systems. Getting Information:    Oversees intake 
interviews with individuals reporting suspected child abuse or neglect are correctly prioritized.    Oversees the case 
assignment process to ensure cases are assessed for best possible case manager assignment in order to match the best 
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fit per case and rotation of schedule.    Discusses case information with supervisory CM3s and supervisory CM4s to guide 
decision making process about case needs, resource allocation and outcomes.    Oversees the process to locate and 
identify natural, formal and informal supports and ensure diligent searches are conducted and documented in order to 
promote permanency. Assisting and Caring for Others:    Provides subordinates with tools such as EAP, information 
about coping skills for secondary trauma, and other stress management supports.    Directs staff to appropriate services 
during times of medical leave, FMLA, and bereavement.    Directs staff to appropriate first aid and safety kits and 
procedures during times of need to encourage well-being of workers. Coordinating the Work and Activities of Others:    
Oversees case/work assignments to case managers through use of TFACTS in order to meet work requirements.    
Ensures on-call schedules are developed for case managers to allocate personnel in a fair and consistent manner. 
Documenting/Recording Information:    Enters time, mileage, travel, submits leave requests, into human resources web 
application to ensure accurate compensation.    Approving time, mileage, travel and leave requests, into human 
resources web application to ensure accurate compensation.    Enters and Approves performance related documents, 
disciplinary actions and other HR related functions about staff into Edison, as needed, to ensure appropriate 
supervision. Performing General Physical Activities:    Administers drug screen analysis as needed to support field staff in 
making safety assessments. Operating Vehicles, Mechanized Devices, or Equipment:    Operates office machinery to 
appropriately perform work functions including cameras, scanners, copiers, fax machines and others as needed.    
Approves transportation processes for staff as required for safety and compliance with policy. Interacting with 
Computers:    Performs advanced tasks in computer programs (e.g. Microsoft Office and TFACTS) to complete work 
related tasks.    Directs and assists staff with troubleshooting in related computer program." 
 
Competencies (KSA’s): 
"Competencies:    Decision Quality    Problem Solving    Developing Direct Reports and Others    Directing Others    
Conflict Management    Managerial Courage    Action Oriented    Organizational Agility    Presentation Skills    Ethics and 
Values    Integrity and TrustKnowledge:    Knowledge of computer program and office equipment, at an advanced level, 
used on a daily basis    Knowledge of Human Resources policies and procedures that will be used on a daily basis with 
supervision    Knowledge of the Department of Children Services policies and procedures, at an advanced level, used on 
a daily basis in the work environment Skills:    The skill to manage one’s own time    The skill to actively listen to others    
The skill to organize work efficiently and effectively    The skill to use problem solving techniques, at an advanced level, 
in daily work    The skill to understand written sentences and paragraphs, at an advanced level, in work related 
documents    The skill to understand verbal communication, at an advanced level, in work related situations on a daily 
basis    The skill to listen to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to make appropriate decisions, at an 
advanced level, on a daily basis               Abilities:    The ability to be culturally sensitive in the work environment    The 
ability to demonstrate warmth and empathy when working with children and families    The ability to demonstrate self-
control in daily situations    The ability to demonstrate critical thinking, at an advanced level, in the work environment    
The ability to handle daily stressful situations in the work environment    The ability to demonstrate flexibility in the 
work environment    The ability to be a team player in the work environment    The ability to work with the general 
public in the work environment on a daily basis    The ability to manage multiple roles in the work environment on a 
daily basis    The ability to develop and maintain personal growth within the team assigned to in the work environment    
The ability to coach and mentor best practices for the DCS Case Manager 3’s and 4’s in the work environment on a daily 
basis" 
 
Tools and Equipment Used: 
    Electronic devices    Computers    Motor vehicles 
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073532 - DCS TREATMENT MANAGER 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2458 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science, education, criminal justice, or other acceptable field; and at least five years full-time experience of 
increasing professional responsibility in fields of adult or youth social, mental, rehabilitative, correctional or related 
treatment. Specialized experience includes at least two years of supervisory experience, and one year involving 
treatment of children. Substitution of Education for Experience: Additional graduate coursework in any of the above 
mentioned fields may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
There is no substitution for the required specialized experience. Substitution of Experience for Education: Qualifying full-
time professional experience in treatment may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience 100% for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial work of considerable difficulty. Responsibilities 
include oversight of programs and operations that provide therapeutic treatment to juveniles classified as delinquent or 
criminal offender; and performs related work as required. Distinguishing Features: An employee in this class manages 
therapeutic treatment programs for juveniles in a secure residential detention facility. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Direct, supervise, and evaluate work activities of treatment staff to 
ensure provision of quality service to youth.    Establish efficient work schedules and assignments for staff, according to 
workload, space and equipment availability to maximize service provision to youth.Interpreting the Meaning of 
Information for Others:    Explain results of clinical evaluations to staff to ensure their understanding of the information 
and explain how it is used to develop youth treatment plans.    Explain results of clinical evaluations to youth to ensure 
their understanding of the information and explain how it is used to develop their treatment program.    Explain relevant 
legal documents to stakeholders to enhance their understanding of court ordered requirements.Scheduling Work and 
Activities:    Determine the most efficient employee staffing schedule to maximize service provision to youth with the 
available resources.    Coordinate logistics for individual, project teams, and workgroups to ensure information accuracy 
and availability for timely task completion.    (Re-) Assign work of subordinates based on established project deadlines to 
ensure on-time completion.Making Decisions and Solving Problems:    Review and analyze facility activities and data to 
aid planning and risk management to improve service utilization.    Review written and electronic case documentation to 
determine appropriate interventions and identify 'next steps' for complex cases.    Review written and verbal complaints 
from stakeholders (e.g., students, families, staff) to determine appropriate solutions that are acceptable to all parties.    
Monitor the use of therapeutic services and assess the need for additional staff and services.    Review employee 
performance documentation to identify the most appropriate placement decision.Evaluating Information to Determine 
Compliance with Standards:    Review facility performance through comparison with established standards and best 
practice to ensure legal compliance, quality of service, and positive facility culture.    Monitor written and electronic case 
documentation to identify trends/issues to mitigate negative impact on program effectiveness or operation of the 
facility.    Monitor interaction between/among staff and youth visually and aurally to promote effective interaction for 
safety and well-being of youth and staff.    Monitor electronic and written documentation of service provision to ensure 
providers deliver contractually required services.Getting Information:    Obtain case information from external and 
internal stakeholders to ensure most effective outcome for youth (healthy, safe, and on track for success).    Maintain 
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awareness of changes in government regulations and advances in evidence-based treatment modalities through formal 
and informal training and professional networking to ensure effective service provision to internal and external 
customers.    Review electronic and written case documentation to assess individual progress toward identified 
treatment goals/objectives.Communicating with Supervisors, Peers, or Subordinates:    Monitor job performance of 
subordinates using personal observation and review of written documentation to ensure quality service is delivered to 
clients.    Provide regular feedback, public praise, and private correction to staff in order to promote a 
cooperative/collaborative work culture.    Maintain communication between advisory boards, medical staff, and 
department heads by attending in-person meetings and coordinating interdepartmental functioning.Guiding, Directing, 
and Motivating Subordinates:    Provide routine direction and oversight to leaders of leaders through individual and 
group meetings to ensure alignment with facility goals/objectives.    Maintain ongoing communication with subordinates 
through in-person meetings and electronic communication to keep them informed of relevant current events and gain 
their support for meeting facility/agency goals.    Conduct routine individual performance briefings with subordinates to 
discuss strengths and weaknesses to enhance job performance. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Confronting Direct Reports    Action Oriented    Written Communications    Problem 
Solving    Drive for Results    Composure    Command Skills    Conflict Management    Integrity and TrustKnowledge:    
Intermediate Therapy and CounselingSkills:    Basic Reading Comprehension    Basic Writing    Basic Critical Thinking    
Basic Speaking    Basic NegotiationAbilities:    Basic Speech Clarity    Basic Written Expression    Basic Oral Expression    
Basic Written Comprehension    Basic Oral Comprehension    Basic Near Vision    Basic Speech Recognition    Basic 
Category Flexibility 
 
Tools and Equipment Used: 
    Personal Computer, Desktop or Notebook    Mobile Phone    Multi-Function Photocopier    Document Management 
Software    Database user Interface and Query Software (e.g., Microsoft Access, Proprietary Systems)    Spreadsheet 
Software (e.g., Microsoft Excel)    E-mail Software (e.g., Microsoft Outlook, Lotus Notes)    Word Processing Software 
(e.g., Microsoft Word) 
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027290 - DEMOCRATIC PRESS SECRETARY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1137 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
098642 - DENTAL ASSISTANT 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4602 
 
Minimum Qualifications: 
Education and Experience: Possession of current registration as a dental assistant in the State of Tennessee with Dental 
Radiology Certification. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must have: Valid Driver's License.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision of a licensed dentist, performs procedures designated under the scope of practice 
for a registered dental assistant to include certification for exposing and developing radiographs.Distinguishing Features: 
This is the second level class in the Dental Assistant sub-series.  An employee in this class works as a chair side assistant 
during examination and treatment of patients and can expose and develop radiographs.  This class differs from Dental 
Assistant 1 in that an incumbent of the latter performs duties that require no certification.  This series differs from the 
Dental Assistant 3 in that an incumbent of the latter works as a chair side assistant during examination and treatment of 
patients and can expose and develop radiographs, perform coronal polishing, sealant application, and nitrous oxide 
monitoring. 
 
Work Activities: 
Assisting and Caring for Others: Prepares the patient for dental procedures. Prepares operatories with appropriate 
instruments and supplies to be used for dental procedures. Performs four handed chair side assisting. Provides 
appropriate post treatment care and education or patients. Measures and records vital signs.Training and Teaching 
Others: Provides patient education in proper oral hygiene procedures. Provides information concerning oral health 
practices to internal partners. Provides information concerning oral health practices to external partners. Provides peer 
training as designated.Developing and Building Teams: Communicates effectively with peers and subordinates. Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person. 
Communicating with people outside the organization, representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail. Develops constructive and cooperative working relationships with others, and maintaining them over 
time.Documenting/Recording Information: Reviews medical history. Records patient dental conditions and treatments. 
Maintains charts, records and reports.Evaluating Information to Determine Compliance with Standards: Ensures 
compliance with federal, state and Tennessee Department of Health guidelines. Inspects materials to ensure compliance 
with expiration dates. Maintains current dental license and certification.Getting Information: Compiles information from 
patients, parents, guardians and family members in regards to patients' health and dental needs. Compiles information 
from community resources concerning school transport programs and school based referrals. Incorporating 
administrative information into the dental program to ensure compliance with administrative polices and 
updates.Controlling Machines and Processes: Exposes and prepares x-rays for review. Meets infection control and safety 
guidelines.Scheduling Work and Activities: Schedules appointments, answers telephone and organizes daily schedule. 
Coordinates and develops opportunities for community outreach and oral health activities.Monitoring and Controlling 
Resources: Maintains appropriate inventory for dental service delivery.Inspecting Equipment, Structures, or Material: 
Inspects equipment to identify the cause of errors or other defects.Interacting With Computers: Enters and verifies data 
into computer system.Organizing, Planning, and Prioritizing Work: Develops specific goals and plans to prioritize, 
organize, and accomplish your work. 
 
Competencies (KSA’s): 
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Competencies: Action Oriented Approachability Compassion Composure Decision Quality Ethics and Values Functional 
and Technical Integrity and Trust Intellectual HorsepowerKnowledge: Administration and Management Clerical 
Customer and Personal Service Education and Training Law and Government Mechanical Medicine and Dentistry 
PsychologySkills: Active Learning Active Listening Critical Thinking Learning Strategies Monitoring Reading 
Comprehension Science Speaking Writing Coordination Instructing Persuasion Service Orientation Social Perceptiveness 
Equipment Maintenance Operation and Control Operation Monitoring Troubleshooting Time ManagementAbilities: 
Deductive Reasoning Fluency of Ideas Memorization Oral Comprehension Oral Expression Originality Problem Sensitivity 
Selective Attention Spatial Orientation Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness 
Control Precision Finger Dexterity Manual Dexterity Multi-Limb Coordination Rate Control Reaction Time Speed of Limb 
Movement Wrist Finger Speed Dynamic Flexibility Dynamic Strength Extent Flexibility Gross Body Coordination Gross 
Body Equilibrium Stamina Trunk Strength Auditory Attention Depth Perception Glare Sensitivity Hearing Sensitivity Near 
Vision Peripheral Vision Sound Localization Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 All Office Equipment (computer, fax, copier, scanner, telephone, calculator, etc.) Sterilization Equipment (Autoclave) 
Dental Instrumentation Dental Hand Pieces and Accessories Standard Dental Equipment 
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098642 - DENTAL ASSISTANT 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4603 
 
Minimum Qualifications: 
Education and Experience: Possession of current registration as a dental assistant in the State of Tennessee with Dental 
Radiology Certification. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must have: Valid Driver's License.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision of a licensed dentist, performs procedures designated under the scope of practice 
for a registered dental assistant to include certification for exposing and developing radiographs.Distinguishing Features: 
This is the second level class in the Dental Assistant sub-series.  An employee in this class works as a chair side assistant 
during examination and treatment of patients and can expose and develop radiographs.  This class differs from Dental 
Assistant 1 in that an incumbent of the latter performs duties that require no certification.  This series differs from the 
Dental Assistant 3 in that an incumbent of the latter works as a chair side assistant during examination and treatment of 
patients and can expose and develop radiographs, perform coronal polishing, sealant application, and nitrous oxide 
monitoring. 
 
Work Activities: 
Assisting and Caring for Others: Prepares the patient for dental procedures. Prepares operatories with appropriate 
instruments and supplies to be used for dental procedures. Performs four handed chair side assisting. Provides 
appropriate post treatment care and education or patients. Measures and records vital signs.Training and Teaching 
Others: Provides patient education in proper oral hygiene procedures. Provides information concerning oral health 
practices to internal partners. Provides information concerning oral health practices to external partners. Provides peer 
training as designated.Developing and Building Teams: Communicates effectively with peers and subordinates. Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person. 
Communicating with people outside the organization, representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail. Develops constructive and cooperative working relationships with others, and maintaining them over 
time.Documenting/Recording Information: Reviews medical history. Records patient dental conditions and treatments. 
Maintains charts, records and reports.Evaluating Information to Determine Compliance with Standards: Ensures 
compliance with federal, state and Tennessee Department of Health guidelines. Inspects materials to ensure compliance 
with expiration dates. Maintains current dental license and certification.Getting Information: Compiles information from 
patients, parents, guardians and family members in regards to patients' health and dental needs. Compiles information 
from community resources concerning school transport programs and school based referrals. Incorporating 
administrative information into the dental program to ensure compliance with administrative polices and 
updates.Controlling Machines and Processes: Exposes and prepares x-rays for review. Meets infection control and safety 
guidelines.Scheduling Work and Activities: Schedules appointments, answers telephone and organizes daily schedule. 
Coordinates and develops opportunities for community outreach and oral health activities.Monitoring and Controlling 
Resources: Maintains appropriate inventory for dental service delivery.Inspecting Equipment, Structures, or Material: 
Inspects equipment to identify the cause of errors or other defects.Interacting With Computers: Enters and verifies data 
into computer system.Organizing, Planning, and Prioritizing Work: Develops specific goals and plans to prioritize, 
organize, and accomplish your work. 
 
Competencies (KSA’s): 
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Competencies: Action Oriented Approachability Compassion Composure Decision Quality Ethics and Values Functional 
and Technical Integrity and Trust Intellectual HorsepowerKnowledge: Administration and Management Clerical 
Customer and Personal Service Education and Training Law and Government Mechanical Medicine and Dentistry 
PsychologySkills: Active Learning Active Listening Critical Thinking Learning Strategies Monitoring Reading 
Comprehension Science Speaking Writing Coordination Instructing Persuasion Service Orientation Social Perceptiveness 
Equipment Maintenance Operation and Control Operation Monitoring Troubleshooting Time ManagementAbilities: 
Deductive Reasoning Fluency of Ideas Memorization Oral Comprehension Oral Expression Originality Problem Sensitivity 
Selective Attention Spatial Orientation Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness 
Control Precision Finger Dexterity Manual Dexterity Multi-Limb Coordination Rate Control Reaction Time Speed of Limb 
Movement Wrist Finger Speed Dynamic Flexibility Dynamic Strength Extent Flexibility Gross Body Coordination Gross 
Body Equilibrium Stamina Trunk Strength Auditory Attention Depth Perception Glare Sensitivity Hearing Sensitivity Near 
Vision Peripheral Vision Sound Localization Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 All Office Equipment (computer, fax, copier, scanner, telephone, calculator, etc.) Sterilization Equipment (Autoclave) 
Dental Instrumentation Dental Hand Pieces and Accessories Standard Dental Equipment 
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098643 - DENTAL ASSISTANT 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4607 
 
Minimum Qualifications: 
Education and Experience: Possession of current registration as a dental assistant in the State of Tennessee with Dental 
Radiology Certification, Coronal Polishing Certification, Nitrous Oxide Certification, and Sealant Application Certification. 
Substitution of Education for Experience: None.  
 
Other Requirements: 
Necessary Special Qualifications: Depending upon where the position is located, additional certifications in the following 
areas may be required upon employment: Restorative Certification Prosthetic Certification Valid Driver's 
LicenseExamination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under direct supervision of a licensed Dentist, performs procedures designated under the scope of practice 
for a registered dental assistant to include certification for exposing and developing radiographs, certification for 
coronal polishing, certification for nitrous oxide monitoring, and certification for sealant application. Distinguishing 
Features: This is the highest level class in the Dental Assistant sub-series. An employee in this class works as a chair side 
assistant during examination and treatment of patients and can expose and develop radiographs, perform coronal 
polishing, sealant application, and nitrous oxide monitoring.  This class differs from that of the Dental Assistant 2 in that 
incumbents of the latter works as a chair side assistant during examination and treatment and expose and develop 
radiographs.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Ensures compliance with Federal, State and Tennessee 
Department of Health guidelines. Inspects materials to ensure compliance with expiration dates. Maintains current 
dental license and certification.Performing for or Working Directly with the Public: Performs coronal polishing and 
sealant placement for patients under the direct supervision of a Dentist.Identifying Objects, Actions, and Events: Detects 
changes in patient status during and after medication administration to ensure patient safety.Monitor Processes, 
Materials, or Surroundings: Monitors and terminates nitrous oxide levels of patients under the direct supervision of the 
Dentist.Documenting/Recording Information: Reviews medical history. Records patient's dental conditions and 
treatment. Maintains charts, records and reports.Controlling Machines and Processes: Exposes and prepares x-rays for 
review. Controls various dental equipment to ensure proper function. Meets infection control and safety 
guidelines.Monitoring and Controlling Resources: Maintains appropriate inventory for dental service delivery.Judging 
the Qualities of Things, Services, or People: Assesses the abilities of dental students and reports findings to the 
supervising Dentist as necessary.Assisting and Caring for Others: Prepares the patient for dental procedures. Prepares 
operatories with appropriate instruments and supplies to be used for dental procedures. Performs four handed 
chairside assisting. Provides appropriate post treatment care and education for patients. Measures and records vital 
signs.Resolving Conflicts and Negotiating with Others: Addresses patient complaints and concerns and notifies 
supervising Dentist as necessary.Getting Information: Compiles information from patients, parents, guardians and family 
members in regards to patients health and dental needs. Compiles information from community resources concerning 
school transport programs and school based referrals. Incorporates administrative information into the dental program 
to ensure compliance with administrative polices and updates.Training and Teaching Others: Provides patient education 
in proper oral hygiene procedures. Provides information concerning oral health practices to internal partners. Provides 
information concerning oral health practices to external partners. Provides peer training as designated.Repairing and 
Maintaining Mechanical Equipment: Maintains various dental equipment to ensure that manufacturer instructions are 
followed.Interacting with Computers: Enters and verifies data into computer system.Inspecting Equipment, Structures, 
or Material: Inspects equipment to identify the cause of errors or other defects.Drafting, Laying Out, and Specifying 
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Technical Devices, Parts, and Equipment: Guides dental students in learning the proper use of various dental equipment 
as necessary.Updating and Using Relevant Knowledge: Maintains Continuing Education Units as required.Developing 
and Building Teams: Communicates effectively with peers and subordinates. Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person. Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Develops constructive and cooperative 
working relationships with others, and maintaining them over time.Organizing, Planning, and Prioritizing Work: 
Develops specific goals and plans to prioritize, organize, and accomplish your work.Scheduling Work and Activities: 
Schedules appointments, answers telephone and organizes daily schedule. Coordinates and develops opportunities for 
community outreach and oral health activities. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Informing Planning Time 
Management Perseverance Ethics and Values Interpersonal Savvy Patience Peer RelationshipsKnowledge: Clerical 
Customer and Personal Service Education and Training Law and Government Medicine and DentistrySkills: Active 
Listening Speaking Coordination Service Orientation Operation and Control Judgment and Decision Making Management 
of Material ResourcesAbilities: Deductive Reasoning Oral Comprehension Problem Sensitivity Time Sharing Control 
Precision Multilimb Coordination Hearing Sensitivity Peripheral Vision Sound Localization Visual Color Discrimination 
 
Tools and Equipment Used: 
 All office equipment (computer, fax, copier, scanner, telephone, calculator, etc.) Sterilization equipment (Autoclave) 
Dental instrumentation Dental hand pieces and accessories Standard dental equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073131 - DENTAL BOARD DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2383 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072550 - DENTIST 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2094 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an approved school of dentistry." 
 
Other Requirements: 
"Necessary Special Qualifications: Valid/current license to practice dentistry in the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority." 
 
Job Overview: 
"Summary: Under  direction, is responsible for professional dental and managerial work of average difficulty in mental 
health/mental retardation institutions, correctional institutions, public health clinics, educational institutions, and 
related settings and in staff assignments; and performs related work as required..  Distinguishing Features:  An 
employee in this class is responsible for professional dental work performed in various institutions and settings. 
Incumbents may be assigned a variety of functions such as chair side, dental director for a region or at an institution, or 
dental director for all dental services statewide. Assignment and compensation is determined by the appointing 
authority." 
 
Work Activities: 
"Getting Information:     Assess information from medical history, patient and/or parent or legal guardian and medical 
consults, concerning information as it relates to patient treatment.    Obtain information from internal or external stake 
holders/partners to develop, implement, and prioritize programs based on the information received.  Making Decisions 
and Solving Problems:    Uses professional judgment to determine the most appropriate and effective treatment plan for 
each patient.    Examine teeth, gums, and related tissues, using dental instruments, x-rays, or other diagnostic 
equipment, to evaluate dental health, diagnose diseases or abnormalities, and plan appropriate treatments.  Assisting 
and Caring for Others:    Provides general dental services to patients to prevent or eliminate dental disease.    Plan and 
coordinate public health dental programs and provide innovative leadership to improve oral health by utilizing 
scientifically proven methods to prevent dental disease. Resolving Conflicts and Negotiating with Others:    Responds to 
complaints, disputes and grievances and conflicts from internal and/or external sources to maintain a positive 
environment.  Staffing Organizational Units:    Recruiting, interviewing, selecting, hiring, and promoting employees in an 
organization.    Assigns, trains, supervises, and evaluates assigned staff and their work. Processing Information:    
Accurately codes procedures for services performed to meet fiscal guidelines.    Conducts appropriate monitoring of 
clinical service delivery in compliance with local, regional and state guidelines. Guiding, Directing, and Motivating 
Subordinates:    Provide guidance and direction to subordinates, including setting performance standards and 
monitoring performance.     Identifying the educational needs of others, developing formal educational or training 
programs or classes, and teaching or instructing others.     Identifying the developmental needs of others and coaching, 
mentoring, or otherwise helping others to improve their knowledge or skills.  Communicating with Persons Outside 
Organization:    Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing or by telephone 
or email.     Providing guidance and expert advice to internal and external partners (local, federal and state agencies).  
Performing Administrative Activities:    Ensure all records, reports and correspondence are completed and processed 
within the required timeframe.    Conducts or attends regularly held meetings to discuss work status, to plan for future 
work, to solve problems in daily work and to inform the manager and staff of any organizations changes.    
Communicating with Supervisors, Peers, or Subordinates:    Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, email or in person.    Communicating with supervisors, peers, or 
subordinates to establish and maintain effective/constructive interpersonal relationships to achieve the goals of the 
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program. Updating and Using Relevant Knowledge:    Maintains continuing education (CEUs) as required by the 
Tennessee Board of Dentistry.    Research the latest dental techniques, equipment and materials for dissemination and 
implementation to dental field personnel, thus providing technical support and/or supervision to staff.  Monitoring and 
Controlling Resources:    Monitor inventory equipment and/or supplies to ensure the unit has the necessary equipment 
and/or supplies to perform functions.    Submit request for expenditures to management for approval. Evaluating 
Information to Determine Compliance with Standards:    Ensure compliance with the rules and regulations prescribed by 
the Commissioner and the County Board of Health essential to the control of preventable diseases and maintenance of 
dental health." 
 
Competencies (KSA’s): 
Competencies:    Compassion    Composure    Conflict Management    Decision Quality    Ethics and Values    
Functional/Technical Competency    Integrity and Trust    Listening    Problem Solving    Time ManagementKnowledge:    
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction.    Knowledge of the 
structure and content of the English language including the meaning and spelling of words, rules of composition, and 
grammar.    Knowledge of the information and techniques needed to diagnose and treat human injuries, diseases, and 
deformities. This includes symptoms, treatment alternatives, drug properties and interactions, and preventive health-
care measures.    Knowledge of principles and procedures for personnel recruitment, selection, training, compensation 
and benefits, labor relations and negotiation, and personnel information systems.    Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation. Skills:    Understanding 
the implications of new information for both current and future problem-solving and decision-making.    Giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times.    Using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems.    Monitoring/Assessing performance of 
yourself, other individuals, or organizations to make improvements or take corrective action.    Understanding written 
sentences and paragraphs in work related documents.    Using scientific rules and methods to solve problems.    Talking 
to others to convey information effectively.    Communicating effectively in writing as appropriate for the needs of the 
audience.    Adjusting actions in relation to others' actions.    Teaching others how to do something.    Bringing others 
together and trying to reconcile differences.    Persuading others to change their minds or behavior.    Being aware of 
others' reactions and understanding why they react as they do.    Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions.    Controlling operations of equipment or 
systems.    Watching gauges, dials, or other indicators to make sure a machine is working properly.    Analyzing needs 
and product requirements to create a design.    Determining causes of operating errors and deciding what to do about it.    
Considering the relative costs and benefits of potential actions to choose the most appropriate one.    Determining how 
a clinic or program should work and how changes in conditions, operations, and the environment will affect outcomes.    
Identifying measures or indicators of clinic or program performance and the actions needed to improve or correct 
performance, relative to the goals of the clinic or program.    Motivating, developing, and directing people as they work, 
identifying the best people for the job.    Managing one's own time and the time of others. Abilities:    The ability to 
apply general rules to specific problems to produce answers that make sense.    The ability to arrange things or actions in 
a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations).    The ability to remember information such as words, numbers, pictures, and procedures.    
The ability to listen to and understand information and ideas presented through spoken words and sentences.    The 
ability to communicate information and ideas in speaking so others will understand.    The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem.    The ability to 
tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a 
problem.    The ability to concentrate on a task over a period of time without being distracted.    The ability to quickly 
make sense of, combine, and organize information into meaningful patterns    The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources).    The ability 
to imagine how something will look after it is moved around or when its parts are moved or rearranged.    The ability to 
read and understand information and ideas presented in writing.    The ability to communicate information and ideas in 
writing so others will understand.    The ability to keep your hand and arm steady while moving your arm or while 
holding your arm and hand in one position.    The ability to quickly and repeatedly adjust the controls of a machine or a 
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vehicle to exact positions.    The ability to make precisely coordinated movements of the fingers of one or both hands to 
grasp, manipulate, or assemble very small objects.    The ability to quickly move your hand, your hand together with 
your arm, or your two hands to grasp, manipulate, or assemble objects.    The ability to coordinate two or more limbs 
(for example, two arms, two legs, or one leg and one arm) while sitting, standing, or lying down. It does not involve 
performing the activities while the whole body is in motion.    The ability to time your movements or the movement of a 
piece of equipment in anticipation of changes in the speed and/or direction of a moving object or scene.    The ability to 
quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) when it appears.    The ability to quickly 
move the arms and legs.    The ability to make fast, simple, repeated movements of the fingers, hands, and wrists.    The 
ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The ability to 
exert muscle force repeatedly or continuously over time. This involves muscular endurance and resistance to muscle 
fatigue.    The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.    The ability to coordinate the 
movement of your arms, legs, and torso together when the whole body is in motion.    The ability to keep or regain your 
body balance or stay upright when in an unstable position.    The ability to focus on a single source of sound in the 
presence of other distracting sounds.    The ability to judge which of several objects is closer or farther away from you, 
or to judge the distance between you and an object.    The ability to see objects in the presence of glare or bright 
lighting.    The ability to detect or tell the differences between sounds that vary in pitch and loudness.    The ability to see 
details at close range (within a few feet of the observer).    The ability to speak clearly so others can understand you.    
The ability to identify and understand the speech of another person.    The ability to match or detect differences 
between colors, including shades of color and brightness. 
 
Tools and Equipment Used: 
"    Dental Instruments and Equipment    Computer    Telephone    Fax    Copier Other office related equipment as 
required." 
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072550 - DENTIST 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2095 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an approved school of dentistry." 
 
Other Requirements: 
"Necessary Special Qualifications: Valid/current license to practice dentistry in the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority." 
 
Job Overview: 
"Summary: Under  direction, is responsible for professional dental and managerial work of average difficulty in mental 
health/mental retardation institutions, correctional institutions, public health clinics, educational institutions, and 
related settings and in staff assignments; and performs related work as required..  Distinguishing Features:  An 
employee in this class is responsible for professional dental work performed in various institutions and settings. 
Incumbents may be assigned a variety of functions such as chair side, dental director for a region or at an institution, or 
dental director for all dental services statewide. Assignment and compensation is determined by the appointing 
authority." 
 
Work Activities: 
"Getting Information:     Assess information from medical history, patient and/or parent or legal guardian and medical 
consults, concerning information as it relates to patient treatment.    Obtain information from internal or external stake 
holders/partners to develop, implement, and prioritize programs based on the information received.  Making Decisions 
and Solving Problems:    Uses professional judgment to determine the most appropriate and effective treatment plan for 
each patient.    Examine teeth, gums, and related tissues, using dental instruments, x-rays, or other diagnostic 
equipment, to evaluate dental health, diagnose diseases or abnormalities, and plan appropriate treatments.  Assisting 
and Caring for Others:    Provides general dental services to patients to prevent or eliminate dental disease.    Plan and 
coordinate public health dental programs and provide innovative leadership to improve oral health by utilizing 
scientifically proven methods to prevent dental disease. Resolving Conflicts and Negotiating with Others:    Responds to 
complaints, disputes and grievances and conflicts from internal and/or external sources to maintain a positive 
environment.  Staffing Organizational Units:    Recruiting, interviewing, selecting, hiring, and promoting employees in an 
organization.    Assigns, trains, supervises, and evaluates assigned staff and their work. Processing Information:    
Accurately codes procedures for services performed to meet fiscal guidelines.    Conducts appropriate monitoring of 
clinical service delivery in compliance with local, regional and state guidelines. Guiding, Directing, and Motivating 
Subordinates:    Provide guidance and direction to subordinates, including setting performance standards and 
monitoring performance.     Identifying the educational needs of others, developing formal educational or training 
programs or classes, and teaching or instructing others.     Identifying the developmental needs of others and coaching, 
mentoring, or otherwise helping others to improve their knowledge or skills.  Communicating with Persons Outside 
Organization:    Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing or by telephone 
or email.     Providing guidance and expert advice to internal and external partners (local, federal and state agencies).  
Performing Administrative Activities:    Ensure all records, reports and correspondence are completed and processed 
within the required timeframe.    Conducts or attends regularly held meetings to discuss work status, to plan for future 
work, to solve problems in daily work and to inform the manager and staff of any organizations changes.    
Communicating with Supervisors, Peers, or Subordinates:    Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, email or in person.    Communicating with supervisors, peers, or 
subordinates to establish and maintain effective/constructive interpersonal relationships to achieve the goals of the 
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program. Updating and Using Relevant Knowledge:    Maintains continuing education (CEUs) as required by the 
Tennessee Board of Dentistry.    Research the latest dental techniques, equipment and materials for dissemination and 
implementation to dental field personnel, thus providing technical support and/or supervision to staff.  Monitoring and 
Controlling Resources:    Monitor inventory equipment and/or supplies to ensure the unit has the necessary equipment 
and/or supplies to perform functions.    Submit request for expenditures to management for approval. Evaluating 
Information to Determine Compliance with Standards:    Ensure compliance with the rules and regulations prescribed by 
the Commissioner and the County Board of Health essential to the control of preventable diseases and maintenance of 
dental health." 
 
Competencies (KSA’s): 
Competencies:    Compassion    Composure    Conflict Management    Decision Quality    Ethics and Values    
Functional/Technical Competency    Integrity and Trust    Listening    Problem Solving    Time ManagementKnowledge:    
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction.    Knowledge of the 
structure and content of the English language including the meaning and spelling of words, rules of composition, and 
grammar.    Knowledge of the information and techniques needed to diagnose and treat human injuries, diseases, and 
deformities. This includes symptoms, treatment alternatives, drug properties and interactions, and preventive health-
care measures.    Knowledge of principles and procedures for personnel recruitment, selection, training, compensation 
and benefits, labor relations and negotiation, and personnel information systems.    Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation. Skills:    Understanding 
the implications of new information for both current and future problem-solving and decision-making.    Giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times.    Using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems.    Monitoring/Assessing performance of 
yourself, other individuals, or organizations to make improvements or take corrective action.    Understanding written 
sentences and paragraphs in work related documents.    Using scientific rules and methods to solve problems.    Talking 
to others to convey information effectively.    Communicating effectively in writing as appropriate for the needs of the 
audience.    Adjusting actions in relation to others' actions.    Teaching others how to do something.    Bringing others 
together and trying to reconcile differences.    Persuading others to change their minds or behavior.    Being aware of 
others' reactions and understanding why they react as they do.    Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions.    Controlling operations of equipment or 
systems.    Watching gauges, dials, or other indicators to make sure a machine is working properly.    Analyzing needs 
and product requirements to create a design.    Determining causes of operating errors and deciding what to do about it.    
Considering the relative costs and benefits of potential actions to choose the most appropriate one.    Determining how 
a clinic or program should work and how changes in conditions, operations, and the environment will affect outcomes.    
Identifying measures or indicators of clinic or program performance and the actions needed to improve or correct 
performance, relative to the goals of the clinic or program.    Motivating, developing, and directing people as they work, 
identifying the best people for the job.    Managing one's own time and the time of others. Abilities:    The ability to 
apply general rules to specific problems to produce answers that make sense.    The ability to arrange things or actions in 
a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations).    The ability to remember information such as words, numbers, pictures, and procedures.    
The ability to listen to and understand information and ideas presented through spoken words and sentences.    The 
ability to communicate information and ideas in speaking so others will understand.    The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem.    The ability to 
tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a 
problem.    The ability to concentrate on a task over a period of time without being distracted.    The ability to quickly 
make sense of, combine, and organize information into meaningful patterns    The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources).    The ability 
to imagine how something will look after it is moved around or when its parts are moved or rearranged.    The ability to 
read and understand information and ideas presented in writing.    The ability to communicate information and ideas in 
writing so others will understand.    The ability to keep your hand and arm steady while moving your arm or while 
holding your arm and hand in one position.    The ability to quickly and repeatedly adjust the controls of a machine or a 
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vehicle to exact positions.    The ability to make precisely coordinated movements of the fingers of one or both hands to 
grasp, manipulate, or assemble very small objects.    The ability to quickly move your hand, your hand together with 
your arm, or your two hands to grasp, manipulate, or assemble objects.    The ability to coordinate two or more limbs 
(for example, two arms, two legs, or one leg and one arm) while sitting, standing, or lying down. It does not involve 
performing the activities while the whole body is in motion.    The ability to time your movements or the movement of a 
piece of equipment in anticipation of changes in the speed and/or direction of a moving object or scene.    The ability to 
quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) when it appears.    The ability to quickly 
move the arms and legs.    The ability to make fast, simple, repeated movements of the fingers, hands, and wrists.    The 
ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The ability to 
exert muscle force repeatedly or continuously over time. This involves muscular endurance and resistance to muscle 
fatigue.    The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.    The ability to coordinate the 
movement of your arms, legs, and torso together when the whole body is in motion.    The ability to keep or regain your 
body balance or stay upright when in an unstable position.    The ability to focus on a single source of sound in the 
presence of other distracting sounds.    The ability to judge which of several objects is closer or farther away from you, 
or to judge the distance between you and an object.    The ability to see objects in the presence of glare or bright 
lighting.    The ability to detect or tell the differences between sounds that vary in pitch and loudness.    The ability to see 
details at close range (within a few feet of the observer).    The ability to speak clearly so others can understand you.    
The ability to identify and understand the speech of another person.    The ability to match or detect differences 
between colors, including shades of color and brightness. 
 
Tools and Equipment Used: 
"    Dental Instruments and Equipment    Computer    Telephone    Fax    Copier Other office related equipment as 
required." 
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073380 - DEP CHIEF PROCUREMENT OFFICER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2473 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027022 - DEP DA GENERAL CONF EXEC DIR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1458 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075250 - DEPARTMENT CONTROLLER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3613 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
AND current licensure as a Certified Public Accountant (CPA) in the State of Tennessee AND 10 years of experience in 
accounting roles of increasing responsibility and complexity, with at least 5 years of experience in a supervisory role. 
NOTE: The Commissioners of the Department of Finance and Administration and the Department of Human Resources 
reserve the right to alter or supersede the above minimum qualifications based on their judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications:  NoneExamination Method:  The job title is Executive Service and serves at the 
pleasure of the appointing authority of the department in which the position is located. 
 
Job Overview: 
Summary: Under executive direction, is responsible for managerial level professional financial, accounting, and 
management work of considerable difficulty in state department accounting programs, and performs related work as 
required. Distinguishing Features: The Department Controller functions as the Chief Financial Officer for the largest of 
departments. This class may supervise and differs from the Fiscal Officer series, Accounting Manager, Accountant series, 
and/or Para-professional Accounting series in that an incumbent of the latter is not responsible for executive-level 
accounting and/or leadership duties. This class may report to and differs from Assistant Commissioner, Deputy 
Commissioner, and/or Commissioner in that an incumbent of the latter serves as the appointing authority and is 
responsible for executive leadership across all functions within a given department/agency. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Directly executes and/or closely supervises all accounting activities, 
from journal entries to general ledger account reconciliations to ensure the execution and delivery of efficient, timely 
and insightful monthly and annual financial closings.     Prepares and/or closely supervises the preparation of financial 
statements to meet financial reporting requirements.     Performs and/or closely supervises grant accounting related 
functions, including budget monitoring and analysis, general ledger to grant file reconciliation, periodic grantor 
drawdown, and reporting and closeout activities.      Leads committees to review current processes and recommend 
improvements to achieve greater efficiencies.     Adheres to all laws, agency directives, policies, procedures, and 
protocols while fulfilling duties to provide an example to assigned subordinates. Coaching and Developing Others:     
Mentors and develops staff using a supportive and collaborative approach.    Creates, conducts, and approves job plans 
and performance evaluations for assigned subordinates.    Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy.    Provides coaching to assigned subordinates on 
appropriate performance management techniques in accordance with recommendations from department Human 
Resources personnel. Evaluating Information to Determine Compliance with Standards:     Evaluates accounting 
processes and transactions to assure that all federal, state, and agency directives, policies, procedures, and protocols 
are followed.    Assures that timely budget requests reflect anticipated accounting events.    Evaluates project plans and 
performance goals developed by assigned subordinates to ensure alignment with organizational goals.    Assures 
assigned subordinates are completing tasks on time and within assigned performance standards.    Reviews disciplinary 
actions executed by assigned subordinates to ensure that they are administered in accordance with agency policy and 
Department of Human Resources policies and procedures. Analyzing Data or Information:     Understands, interprets, 
and applies generally accepted accounting principles to properly record accounting events and prepare financial 
statements.    Interprets and applies federal and state legal requirements affecting accounting by studying existing and 
new legislation, anticipating future legislation, and enforcing adherence to requirements to inform decision making.    
Assesses financial performance against both the annual budget and the department's business strategy.    Performs 
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complex as well as routine accounting reviews and analyses to inform operational and strategic decision making. 
Monitoring Processes, Materials, or Surroundings:     Participates in enterprise-wide risk management assessments, 
including associated on-going risk mitigation, to prevent fraud, waste, and abuse.    Monitors business processes and 
procedures to ensure that they are working in accordance with objectives.    Monitors external economic environment 
to determine impact on organizational objectives and financial reporting. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Prepares cost benefit analyses to inform organizational decision making.    
Generates financial estimates to assist in preparation of financial statements and in organizational decisions. Thinking 
Creatively:     Implements, monitors, and enhances appropriate systems of internal controls and accounting procedures.    
Develops a transaction classification schema using existing account structure that efficiently and effectively maintains 
proper accountability and supports the business needs of the organization.    Develops new business processes to 
incorporate organizational, environmental, computer system, and legislative changes.    Continuously improves business 
processes to create greater efficiencies.Developing Objectives and Strategies:     Develops departmental cash flow 
forecasting by working in partnership with management.    Develops clear and measurable objectives for financial 
operations within the department.    Assists with the development and periodic review of all department directives, 
policies, procedures, and protocols as needed.    Develops possible strategies to solve potential financial problems with 
department programs, directives, policies, procedures, and protocols.    Formulates courses of action which support the 
business mission, inform operational and strategic decision making, and maintain compliance with laws and regulations. 
Communicating with Supervisors, Peers, or Subordinates:     Prepares and presents briefings to various internal business 
partners on accounting issues to clearly communicate financial information.    Communicates and advises internal 
business partners on the impact of state/departmental policies and procedures and federal guidelines.    Communicates 
regularly with other financial officers to coordinate operational activities and program development with other 
departments and ensure uniformity between departments.    Communicates regularly with subordinates and peers in 
regards to operational goals, initiatives and priorities to ensure operational consistency and success. Communicating 
with Persons Outside Organization:     Serves on department and statewide committees in the design, development, and 
implementation of new management information, accounting, and reporting systems.    Consults with external and 
internal auditors and state, federal and local officials regarding the financial operations of the department; testifies 
before legislative committees relative to the financial operations of the department.    Interacts with external 
contractors, service providers, and other representatives to ensure contract fulfillment. Establishing and Maintaining 
Interpersonal Relationships:     Works with other departments and organizations to assure that operational and 
programmatic activities receive early concurrence and input from federal and statewide authorities.    Ensures healthy 
relationships with other departments, legislators, and organizations to maintain a collaborative working environment. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Priority Setting    Command Skills    Standing Alone    Action-Oriented    
Perseverance    Organizational Agility    Managing Vision and Purpose    Self-Development    Process Management 
Knowledge:    Advanced knowledge of accounting and financial reporting as it relates to governmental and financial 
accounting standards    Advanced knowledge of laws, legal codes, government regulations, executive orders, agency 
rules, and the legislative process    Advanced knowledge of business and management principles involved in strategic 
planning, resource allocation, leadership techniques, production methods    Advanced knowledge of principles and 
processes for providing customer and personal services, to include customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of human resources 
management principles involved in HR modeling and coordination of people and resources Skills:    Advanced skill in the 
analysis of financial, budgetary, and compliance data/measures    Advanced skill in organizing all aspects of 
departmental accounting operations    Advanced business and financial management systems analysis and evaluation 
skills    Advanced interpersonal and social perceptiveness skills    Advanced presentation skills    Advanced judgment and 
decision making skills    Advanced time management skills    Intermediate public speaking skills    Intermediate Project 
Management skills    Intermediate negotiation and persuasion skills    Complex problem solving skills    Active listening 
skills Abilities:    Advanced oral expression and comprehension ability    Advanced written expression and 
comprehension ability    Ability to effectively translate complex financial concepts and results to individuals at all levels 
and backgrounds    Ability to coach and mentor a team with diverse levels of expertise    Intermediate mathematical 
reasoning ability    Problem sensitivity    Inductive and deductive reasoning    Fluency of ideas 
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Tools and Equipment Used: 
N/A per Julie Johnson 1/15/13. 
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075250 - DEPARTMENT CONTROLLER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3614 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting 
AND current licensure as a Certified Public Accountant (CPA) in the State of Tennessee AND 10 years of experience in 
accounting roles of increasing responsibility and complexity, with at least 5 years of experience in a supervisory role. 
NOTE: The Commissioners of the Department of Finance and Administration and the Department of Human Resources 
reserve the right to alter or supersede the above minimum qualifications based on their judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications:  NoneExamination Method:  The job title is Executive Service and serves at the 
pleasure of the appointing authority of the department in which the position is located. 
 
Job Overview: 
Summary: Under executive direction, is responsible for managerial level professional financial, accounting, and 
management work of considerable difficulty in state department accounting programs, and performs related work as 
required. Distinguishing Features: The Department Controller functions as the Chief Financial Officer for the largest of 
departments. This class may supervise and differs from the Fiscal Officer series, Accounting Manager, Accountant series, 
and/or Para-professional Accounting series in that an incumbent of the latter is not responsible for executive-level 
accounting and/or leadership duties. This class may report to and differs from Assistant Commissioner, Deputy 
Commissioner, and/or Commissioner in that an incumbent of the latter serves as the appointing authority and is 
responsible for executive leadership across all functions within a given department/agency. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Directly executes and/or closely supervises all accounting activities, 
from journal entries to general ledger account reconciliations to ensure the execution and delivery of efficient, timely 
and insightful monthly and annual financial closings.     Prepares and/or closely supervises the preparation of financial 
statements to meet financial reporting requirements.     Performs and/or closely supervises grant accounting related 
functions, including budget monitoring and analysis, general ledger to grant file reconciliation, periodic grantor 
drawdown, and reporting and closeout activities.      Leads committees to review current processes and recommend 
improvements to achieve greater efficiencies.     Adheres to all laws, agency directives, policies, procedures, and 
protocols while fulfilling duties to provide an example to assigned subordinates. Coaching and Developing Others:     
Mentors and develops staff using a supportive and collaborative approach.    Creates, conducts, and approves job plans 
and performance evaluations for assigned subordinates.    Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy.    Provides coaching to assigned subordinates on 
appropriate performance management techniques in accordance with recommendations from department Human 
Resources personnel. Evaluating Information to Determine Compliance with Standards:     Evaluates accounting 
processes and transactions to assure that all federal, state, and agency directives, policies, procedures, and protocols 
are followed.    Assures that timely budget requests reflect anticipated accounting events.    Evaluates project plans and 
performance goals developed by assigned subordinates to ensure alignment with organizational goals.    Assures 
assigned subordinates are completing tasks on time and within assigned performance standards.    Reviews disciplinary 
actions executed by assigned subordinates to ensure that they are administered in accordance with agency policy and 
Department of Human Resources policies and procedures. Analyzing Data or Information:     Understands, interprets, 
and applies generally accepted accounting principles to properly record accounting events and prepare financial 
statements.    Interprets and applies federal and state legal requirements affecting accounting by studying existing and 
new legislation, anticipating future legislation, and enforcing adherence to requirements to inform decision making.    
Assesses financial performance against both the annual budget and the department's business strategy.    Performs 
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complex as well as routine accounting reviews and analyses to inform operational and strategic decision making. 
Monitoring Processes, Materials, or Surroundings:     Participates in enterprise-wide risk management assessments, 
including associated on-going risk mitigation, to prevent fraud, waste, and abuse.    Monitors business processes and 
procedures to ensure that they are working in accordance with objectives.    Monitors external economic environment 
to determine impact on organizational objectives and financial reporting. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Prepares cost benefit analyses to inform organizational decision making.    
Generates financial estimates to assist in preparation of financial statements and in organizational decisions. Thinking 
Creatively:     Implements, monitors, and enhances appropriate systems of internal controls and accounting procedures.    
Develops a transaction classification schema using existing account structure that efficiently and effectively maintains 
proper accountability and supports the business needs of the organization.    Develops new business processes to 
incorporate organizational, environmental, computer system, and legislative changes.    Continuously improves business 
processes to create greater efficiencies.Developing Objectives and Strategies:     Develops departmental cash flow 
forecasting by working in partnership with management.    Develops clear and measurable objectives for financial 
operations within the department.    Assists with the development and periodic review of all department directives, 
policies, procedures, and protocols as needed.    Develops possible strategies to solve potential financial problems with 
department programs, directives, policies, procedures, and protocols.    Formulates courses of action which support the 
business mission, inform operational and strategic decision making, and maintain compliance with laws and regulations. 
Communicating with Supervisors, Peers, or Subordinates:     Prepares and presents briefings to various internal business 
partners on accounting issues to clearly communicate financial information.    Communicates and advises internal 
business partners on the impact of state/departmental policies and procedures and federal guidelines.    Communicates 
regularly with other financial officers to coordinate operational activities and program development with other 
departments and ensure uniformity between departments.    Communicates regularly with subordinates and peers in 
regards to operational goals, initiatives and priorities to ensure operational consistency and success. Communicating 
with Persons Outside Organization:     Serves on department and statewide committees in the design, development, and 
implementation of new management information, accounting, and reporting systems.    Consults with external and 
internal auditors and state, federal and local officials regarding the financial operations of the department; testifies 
before legislative committees relative to the financial operations of the department.    Interacts with external 
contractors, service providers, and other representatives to ensure contract fulfillment. Establishing and Maintaining 
Interpersonal Relationships:     Works with other departments and organizations to assure that operational and 
programmatic activities receive early concurrence and input from federal and statewide authorities.    Ensures healthy 
relationships with other departments, legislators, and organizations to maintain a collaborative working environment. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Priority Setting    Command Skills    Standing Alone    Action-Oriented    
Perseverance    Organizational Agility    Managing Vision and Purpose    Self-Development    Process Management 
Knowledge:    Advanced knowledge of accounting and financial reporting as it relates to governmental and financial 
accounting standards    Advanced knowledge of laws, legal codes, government regulations, executive orders, agency 
rules, and the legislative process    Advanced knowledge of business and management principles involved in strategic 
planning, resource allocation, leadership techniques, production methods    Advanced knowledge of principles and 
processes for providing customer and personal services, to include customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of human resources 
management principles involved in HR modeling and coordination of people and resources Skills:    Advanced skill in the 
analysis of financial, budgetary, and compliance data/measures    Advanced skill in organizing all aspects of 
departmental accounting operations    Advanced business and financial management systems analysis and evaluation 
skills    Advanced interpersonal and social perceptiveness skills    Advanced presentation skills    Advanced judgment and 
decision making skills    Advanced time management skills    Intermediate public speaking skills    Intermediate Project 
Management skills    Intermediate negotiation and persuasion skills    Complex problem solving skills    Active listening 
skills Abilities:    Advanced oral expression and comprehension ability    Advanced written expression and 
comprehension ability    Ability to effectively translate complex financial concepts and results to individuals at all levels 
and backgrounds    Ability to coach and mentor a team with diverse levels of expertise    Intermediate mathematical 
reasoning ability    Problem sensitivity    Inductive and deductive reasoning    Fluency of ideas 
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Tools and Equipment Used: 
N/A per Julie Johnson 1/15/13. 
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075246 - DEPARTMENT CONTROLLERSHIP MGR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3513 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073423 - DEPUTY & COUNSEL TO GOVERNOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3145 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073442 - DEPUTY ADJUTANT GENERAL 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3167 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073027 - DEPUTY CHIEF OF LTSS 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3347 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073460 - DEPUTY CHIEF OF STAFF 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3220 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3177 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3178 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3179 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3180 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3181 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3182 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3183 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3184 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3185 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073451 - DEPUTY COMMISSIONER 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3186 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3190 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3191 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3192 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3193 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3194 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3195 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3196 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3197 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3198 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3199 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3200 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3201 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3202 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3203 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3204 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073452 - DEPUTY COMMISSIONER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3205 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073486 - DEPUTY COUNSEL 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3326 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073462 - DEPUTY DIR FOR APPOINTMENTS 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3221 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038858 - DETENTION FACS MANAGER 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  1547 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a bachelor's degree from an accredited college or university and 
three years of full-time experience in one or a combination of the following: (1) inspecting and/or assisting with the 
inspection of detention facilities, (2) administering or managing correctional programs, (3) training or teaching in the 
field of corrections or (4) monitoring the activities of inmates in a correctional setting of which two years of that 
experience must be in full-time professional detention facility inspection and/or correctional training instruction 
work.Substitution of Experience for Education: One year of full time experience in any one of the following: (1) 
inspecting and/or assisting with the inspection of detention facilities, (2) administering or managing correctional 
programs, (3) training or teaching in the field of corrections or (4) monitoring the activities of inmates in a correctional 
setting may substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of 
full-time work in one or a combination of the above listed fields may substitute for one year of required education). OR 
Two years full-time professional detention facility inspection and/or correctional training instruction work within the 
Tennessee Corrections Institute. 
 
Other Requirements: 
Necessary Special Qualifications:     Applicants for this classification must be willing to submit to a background check;    
Applicants must also possess a valid motor vehicle operator’s license at the time of appointment in some positions;    
Applicants for this classification must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint 
based criminal history records check.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs supervision of detention facility inspections of considerable difficulty and 
correctional training work of considerable difficulty; and performs related work as required. Distinguishing Features: 
This is the supervisory level class in the Detention Facilities Specialist series. An employee in this class is responsible for 
the general supervision and coordination of activities of all Detention Facility Specialists across the State. This includes 
evaluating and modifying training and inspection program areas, and setting program standards, goals, and objectives. 
This class differs from that of Detention Facilities Specialist in that an incumbent of the latter is not responsible for 
supervision of staff working in different regions of the State. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Evaluates the policies and procedures as it relates to 
the minimum standards as mandated by federal, state, and local standards, laws, codes, regulations, and procedures for 
adult local correctional facilities.Monitor Processes, Materials, or Surroundings: Examines over one hundred standards 
in which there are numerous additional general areas in order to ensure compliance with minimum standards as well as 
the safety of the facility, staff, inmates, and public.Inspecting Equipment, Structures, or Material: Reviews architectural 
plans/blueprints for proposed jail construction and/or modifications as well as conducts on site visits in order to identify 
the deficiencies in compliance with the standards or other problems for corrective action. Examines the physical plant 
(actual building structure) to determine adequate sanitation, maintenance, security, site and sound separation and 
overall living conditions as mandated by the minimum standards. Inspects food preparation and storage areas for 
cleanliness, separation of food from chemicals and cleaners, adequate ventilation, absence of vermin, presence of 
required appliances, and general condition of food, chemical containers and documentation of actual food served as 
well as compliance of the licensed dietitian menu plan. Inspects sanitation and maintenance areas and logs including but 
not limited to; physical plant, mats, laundry, generator, HVAC equipment. Inspects medical equipment, procedures, logs 
and medical holding areas as required by minimum standards. Checks security equipment, procedures and logs including 
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but not limited to, audio/visual equipment, locks, communications equipment, restraints, contraband control to ensure 
the safety and security of the facility.Guiding, Directing, and Motivating Subordinates: Provides guidance to DFS and 
monitoring new DFS during new orientation period.Judging the Qualities of Things, Services, or People: Conducts 
employee performance evaluations based on defined expectations. Reviews and approves standard inspection, training, 
and technical assistance work procedures and recommends improvements to executive staff.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Reviews and approves staffing, equipment, and other program 
resource needs to provide the mandated inspection process, technical assistance, and training.Making Decisions and 
Solving Problems: Approves inspection documentation of subordinate staff based on review. Recommends 
improvements based on the evaluation of standard inspection, training, and technical assistance work procedures. 
Approves new and modified training materials and lesson plans prepared by subordinate staff based on 
review.Processing Information: Measures cells to determine certified capacity in both male and female housing areas as 
they relate to fixed ratios. Reviews all relevant data including but not limited to; shift log, generator log, inmate files, 
security log, and other facility records to verify accuracy and completeness during the inspection process. Compiles data 
from reports received from specialists in order to develop report to be sent to executive staff. Categorizes and 
determines the existence of proper inmate classification data based on certified capacity, compiled jail data and other 
relevant reports.Resolving Conflicts and Negotiating with Others: Attempts to resolve disagreements between county 
mayors and sheriffs (when they exist) in regard to disputed inspection reports and findings through various means of 
conflict resolution strategies. Consults with attorneys, plaintiffs, defendants and detention facility staff, as well as local, 
state, and federal court officials in all matters of litigation.Provide Consultation and Advice to Others: Provides technical 
assistance to detention facility administrators and others associated with detention facility operations and construction. 
Advises administrators on all aspects of facility operations including supervision of inmates, physical plant specifications, 
food services, medical services, programs and activities for inmates, record keeping, and documentation. Recommends 
to managers, architects and engineers improvements to jail design and most appropriate materials to be used for 
construction.Interpreting the Meaning of Information for Others: Interprets jail minimum standards and terminology for 
the general public, attorneys, court officials, media, federal, state, and local officials as it relates to facility and county 
needs. Interprets jail statistics and information gathered from inspection reports and specific areas of research as they 
relate to facility and county needs. Coaching and Developing Others: Provides Direction, guidance and monitoring in the 
training and development of new detention facilities specialists. Provides technical support for local county government 
during transition training, development of a new facility and policies and procedures.Communicating with Persons 
Outside Organization: Testifies in State and Federal court as an expert witness in lawsuits affecting the division and local 
detention facilities. Participates in depositions and mediation affecting the division and local detention facilities. Writes 
reports to State and Federal courts to summarize actions taken by detention facilities to comply with court orders. 
Informs local elected officials, community interest groups, media representatives, and other officials associated with 
detention facilities about State standards, inspection activities, inmate programs, and other detention facility issues 
through formal lectures, addresses, and informal discussions. Communicates with jail staff and administration regarding 
inspection results, technical assistance and training. Communicates with facility administrators and training officers in 
order to coordinate the next years training schedule. Communicates with federal, state, and local agencies to facilitate 
and review new laws, standards, regulations and or research as they relate to adult correctional facilities. Communicates 
with the general public, complainants or referral agencies in order to address inquires. Developing Objectives and 
Strategies: Develops job performance plans for specialists as well as the agency performance plan. Sets strategic 
program standards, goals, and objectives.Provide Consultation and Advice to Others: Provides technical assistance to 
detention facility administrators and others associated with detention facility operations and construction. Advises 
administrators on all aspects of facility operations including supervision of inmates, physical plant specifications, food 
services, medical services, programs and activities for inmates, record keeping, and documentation. Recommends to 
managers, architects and engineers improvements to jail design and most appropriate materials to be used for 
construction. Advises and provides guidance to subordinate staff who give technical assistance to detention facility 
administrators and others associated with detention facility operations and construction.Establishing and Maintaining 
Interpersonal Relationships: Establishes and maintains relationships with mayors, county commissioners, County 
Technical Assistance Services, Municipal Technical Assistance Services, Tennessee County Services Association, 
Tennessee Sheriffs’ Association, Tennessee Police Chiefs’ Association, Tennessee Fire Prevention and Codes, County 
Attorney, local law enforcement officials, judicial officials in order to maintain a harmonious and productive 
relationship.Training and Teaching Others: Conducts statewide training seminars for jail administrators, county 
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commission members, and other policy makers concerned with detention facility operations. Trains staff in conducting 
detention facility inspections and correctional training programs, including instruction in basic security, inmate booking, 
handcuffing, cell and body searches, legal issues, inmate behaviors, and other related topics. Presents lectures on 
selected topics and facilitates group discussion to resolve hypothetical situations. Prepares outline of specific training 
topics and related notes for discussion during the training session. Selects and develops appropriate presentation 
techniques, including ice-breaking activities, skill development exercises, and team-building exercises. Determines 
training needs by interviewing detention facility staff, reviewing trainee evaluations, case law, and administrative policy 
changes, and talking with subordinate staff. Prepares handouts, flip chart pages, overhead transparencies, and other 
training aids. Previews training evaluation/survey sheets to identify needs for additional training topics.Getting 
Information: Researches information from sources including but not limited to; internet, professional public safety and 
correctional agencies and associations, current federal, state and local laws in order to provide technical assistance 
related to general operations, and compliance measures of adult local corrections facilities. Researches information 
from sources including but not limited to; internet, professional public safety and correctional agencies and associations, 
current federal, state and local laws as well as case studies in order to develop and instruct training materials. Receives 
and obtains information from jail data as mandated by Tennessee Corrections Institute standards during the inspection. 
Receives information from conducted reports required by codes or standards for any jail renovation, annexation and 
new construction.Scheduling Work and Activities: Approves proposed schedules for local inspections and local and 
regional training activities as well as technical assistance.Identifying Objects, Actions, and Events: Compares previous 
year’s inspection reports and data with current inspection data in order to provide recommendations to any related 
governmental entity in all areas of compliance.Coordinating the Work and Activities of Others: Supervises Detention 
Facilities Specialists’ working in different regions of the State. Assists with the development and coordination of county 
correctional partnerships within local counties to develop strategies to address current or futures correctional needs. 
Coordinates team facility inspections, regional training, statewide conferences and technical assistance 
activities.Analyzing Data or Information: Assists county agencies in conducting staffing analysis by interviewing staff, 
reviewing records, and calculating individual and staff working hours to determine the number of staff necessary to 
operate a particular facility. Assists agencies and executive level officials from various branches of government in 
conducting analysis by interviewing staff and reviewing records. Analyzes jail data to determine inmate population 
trends for possible future facility needs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: 
Makes recommendations in the drafting process to architect, engineer, designer or owner regarding the renovation, 
construction or expansion of correctional facilities.Documenting/Recording Information: Completes documentation of 
all training (e.g. officer, supervisor, administration and other county officials) courses. Completes documentation of 
inspection (e.g. inspection report, jail data report, square footage report, capacity changes, plan of action, and exit 
interview) results. Reports weekly activities (e.g. technical assistance, public inquiries, and complaints) and submits to 
supervisor. Captures digital documentation of deficiency areas during the inspection process and relevant phases of 
construction. Maintains and stores backup documentation for reference and possible future litigation and/or 
research.Thinking Creatively: Develops, designs, and creates strategies for corrective plans of action as it relates to 
facility deficiencies. Participates in the development of county corrections partnership initiatives in order to address jail 
issues that arise out of the inspection process and potential litigation. Revises minimum jail standards through 
participation in various committees and through monitoring changes in laws.Developing and Building Teams: Develops 
inspection teams that will facilitate equal assignments and job responsibilities encourage mutual trust, respect, and 
cooperation. Develops and utilizes team building exercises within the county corrections partnership initiative. Develops 
and utilize team building exercises in all TCI training courses based on the adult learning model.Identifying Objects, 
Actions, and Events: Compares previous year’s inspection reports and data with current inspection data in order to 
provide recommendations to any related governmental entity in all areas of compliance.Performing Administrative 
Activities: Completes and submits administrative work forms such as expense claims, time and attendance, and 
purchase requests.Staffing Organizational Units: Interviews and recommends applicants for Detention Facilities 
Specialist positions.Monitoring and Controlling Resources: Maintains and controls resources that pertain to regional 
office and travel.Organizing, Planning, and Prioritizing Work: Develops a comprehensive work plan to organize weekly 
work activities that includes available staff, training attendees, and resources. Assigns and prioritizes training, 
inspection, and technical assistance activities. Develops timelines in relation to jail inspection(s) mandated by code. 
Coordinates team inspections and/or training with other staff members for larger facilities and/or facilities with special 
issues. Makes travel arrangements for overnight stays due to irregular work hours.Selling or Influencing Others: Assists 
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in the organization and presentation of an annual correctional educational and technology expo to persons in the 
correctional fields in order to influence them to update technology and equipment to better meet current jail minimum 
standards.Performing General Physical Activities: Demonstrates correctional related techniques as it relates to basic and 
in service training. Performs physical activities that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, and stooping.Updating and Using Relevant Knowledge: 
Conducts continuous research as it relates to best correctional practices. Attends symposiums offered by federal, state, 
and local agencies as it relates to correctional issues. Attends training for continuous education within the field (e.g. 
National Institutions of Corrections, American Correction Association, American Jail Association, National Sheriffs’ 
Association, National PREA Resource Center).Operating Vehicles, Mechanized Devices, or Equipment: Operates state 
assigned vehicles in the performance of daily job duties.Controlling Machines and Processes: Utilizes required 
measurement capture instruments such as cameras, light meters, laser measures, thermometers and other office 
equipment.Interacting With Computers: Utilizes office productivity software such as Microsoft Excel, Outlook, Access, 
Word, and PowerPoint in order to complete inspections, provide training, conduct technical assistance, correspond with 
others and document weekly activity and schedules. Prepares and troubleshoots technical equipment in order to 
conduct training. Enters time and leave requests as well as reimbursements through database.Repairing and 
Maintaining Electronic Equipment: Ensures that equipment is tested and functions properly prior to inspections and 
training.Communicating with Supervisors, Peers, or Subordinates: Attends TCI Board of Control meetings. Makes 
recommendations to supervisor regarding modifications to training programs. Participates in staff meeting on a regular 
basis. Relays inspection results to other federal state and local agencies as required to supervisor.Handling and Moving 
Objects: Moves and handles objects in inmate’s cell, food service areas, and other areas within the correctional facility in 
order to carry out inspection duties.  
 
Competencies (KSA’s): 
Competencies: Business Acumen Directing Others Conflict Management Command Skills Written Communications 
Presentation Skills Building Effective Teams Strategic Agility Planning Interpersonal SavvyKnowledge: Basic knowledge of 
mathematics Knowledge of administration and management Intermediate knowledge of presentation methodologies 
Intermediate knowledge of education and training Intermediate knowledge of machines, tools and equipment as it 
relates to correctional facilities Intermediate knowledge of materials, methods and tools involved in the construction or 
repair of correctional facilities or other structures Basic knowledge of administrative and clerical procedures and 
systems such as word processing, managing files and record, designing forms and other office procedures and 
terminology Basic knowledge of design, techniques, tools, and principals involved in production of precision technical 
plans, blueprints, drawings, and models as it relates to correctional facility design Intermediate knowledge of law and 
government Advanced knowledge of public safety and security as it relates to correctional facilities Knowledge of office 
productivity software including but not limited to Microsoft Word, Excel, PowerPoint, and AccessSkills: Reading 
Comprehension Skills Active Learning Skills Active Listening Skills Monitoring Skills Instructing Skills Judgment and 
Decision Making Skills Critical Thinking Skills Writing Skills Coordination Skills Service Orientation Skills Complex Problem 
Solving Skills Skill to conduct tests and inspection of products, services, processes and correctional equipment to 
evaluate quality or performance Skill to select equipment that relates to the inspection of correctional facilities 
Management of Personnel Resources Skills Speaking Skills Learning Strategies Skills Time Management SkillsAbilities: 
Written Comprehension Ability Deductive Reasoning Ability Oral Comprehension Ability Speech Recognition Ability 
Auditory Attention Ability Oral Expression Ability Written Expression Ability Problem Sensitivity Ability Speech Clarity 
Ability Depth Perception Ability Peripheral Vision Ability The ability to exert yourself physically over extended periods of 
time as it relates to travel, inspections, and training. Manual Dexterity Ability The basic ability to respond to potential 
security issues that may present themselves in a correctional setting Dynamic Flexibility Ability The Ability to Stand for 
Long Periods of Time The Ability to Drive Safely At Night  
 
Tools and Equipment Used: 
    Computer    Printer    Projector    Light Meter    Laser Measuring Device    Camera    Lecturing Props    Smartphone    
Infrared Temperature Monitor    Fax Machine    Copier    Vehicle 
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038857 - DETENTION FACS SPECIALIST 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  1557 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a bachelor's degree from an accredited college or university and one 
year of full-time experience in one or a combination of the following: (1) inspecting and/or assisting with the inspection 
of detention facilities, (2) administering or managing correctional programs, (3) training or teaching in the field of 
corrections or (4) monitoring the activities of inmates in a correctional setting.Substitution of Experience for Education: 
Experience in any one of the following: (1) inspecting and/or assisting with the inspection of detention facilities, (2) 
administering or managing correctional programs, (3) training or teaching in the field of corrections or (4) monitoring 
the activities of inmates in a correctional setting may substitute for the required education on a year for year basis up to 
a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of required education). 
 
Other Requirements: 
Necessary Special Qualifications:     Applicants for this classification must be willing to submit to a background check;    
Applicants must also possess a valid motor vehicle operator’s license at the time of appointment in some positions;        
Applicants for this classification must supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint 
based criminal history records check.    Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs detention facility inspection work of considerable difficulty and 
correctional training work of above average difficulty; and performs related work as required. Distinguishing Features: 
This is the working level class in the Detention Facilities Specialist series. An employee in this class conducts inspections 
and analyses of local detention facilities, provides technical assistance to local detention facility administrators and 
others associated with detention facility operations or construction, and conducts applied training programs for local 
correctional officers and local government officials within assigned areas of the State. This class differs from that of 
Detention Facilities Manager in that an incumbent of the latter supervises the work activities of an incumbent of this 
class. 
 
Work Activities: 
"Evaluating Information to Determine Compliance with Standards:     Evaluates the policies and procedures as it relates 
to the minimum standards as mandated by federal, state, and local standards, laws, codes, regulations, and procedures 
for adult local correctional facilities.Inspecting Equipment, Structures, or Material:     Reviews architectural 
plans/blueprints for proposed jail construction and/or modifications as well as conducts on site visits in order to identify 
the deficiencies in compliance with the standards or other problems for corrective action.    Examines the physical plant 
(actual building structure) to determine adequate sanitation, maintenance, security, site and sound separation and 
overall living conditions as mandated by the minimum standards.    Inspects food preparation and storage areas for 
cleanliness, separation of food from chemicals and cleaners, adequate ventilation, absence of vermin, presence of 
required appliances, and general condition of food, chemical containers and documentation of actual food served as 
well as compliance of the licensed dietitian menu plan.    Inspects sanitation and maintenance areas and logs including 
but not limited to; physical plant, mats, laundry, generator, HVAC equipment.    Inspects medical equipment, 
procedures, logs and medical holding areas as required by minimum standards.    Checks security equipment, 
procedures and logs including but not limited to, audio/visual equipment, locks, communications equipment, restraints, 
contraband control to ensure the safety and security of the facility.Monitor Processes, Materials, or Surroundings:     
Examines over one hundred standards in which there are numerous additional general areas in order to ensure 
compliance with minimum standards as well as the safety of the facility, staff, inmates, and public.Processing 
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Information:     Measures cells to determine certified capacity in both male and female housing areas as they relate to 
fixed ratios.    Reviews all relevant data including but not limited to; shift log, generator log, inmate files, security log, 
and other facility records to verify accuracy and completeness during the inspection process.    Categorizes and 
determines the existence of proper inmate classification data based on certified capacity, compiled jail data and other 
relevant reports.Judging the Qualities of Things, Services, or People:     Evaluates standard inspection, training, and 
technical assistance work procedures and recommends improvements to supervisory staff as well as federal, state and 
local officials or venues.Resolving Conflicts and Negotiating with Others:     Consults with attorneys, plaintiffs, 
defendants and detention facility staff, as well as local, state, and federal court officials in all matters of litigation.    
Attempts to resolve disagreements between county mayors and sheriffs (when they exist) in regard to disputed 
inspection reports and findings through various means of conflict resolution strategies.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:     Recommends staffing, equipment, and other program resource 
needs to provide the mandated inspection process, technical assistance, and training.Interpreting the Meaning of 
Information for Others:     Interprets jail minimum standards and terminology for the general public, attorneys, court 
officials, media, federal, state, and local officials as it relates to facility and county needs.    Interprets jail statistics and 
information gathered from inspection reports and specific areas of research as they relate to facility and county 
needs.Provide Consultation and Advice to Others:     Provides technical assistance to detention facility administrators 
and others associated with detention facility operations and construction.    Advises administrators on all aspects of 
facility operations including supervision of inmates, physical plant specifications, food services, medical services, 
programs and activities for inmates, record keeping, and documentation.    Recommends to managers, architects and 
engineers improvements to jail design and most appropriate materials to be used for construction.Communicating with 
Persons Outside Organization:     Testifies in State and Federal court as an expert witness in lawsuits affecting the 
division and local detention facilities.    Participates in depositions and mediation affecting the division and local 
detention facilities.    Writes reports to State and Federal courts to summarize actions taken by detention facilities to 
comply with court orders.    Communicates with jail staff and administration regarding inspection results, technical 
assistance and training.    Informs local elected officials, community interest groups, media representatives, and other 
officials associated with detention facilities about State standards, inspection activities, inmate programs, and other 
detention facility issues through formal lectures, addresses, and informal discussions.    Communicates with facility 
administrators and training officers in order to coordinate the next years training schedule.    Communicates with 
federal, state, and local agencies to facilitate and review new laws, standards, regulations and or research as they relate 
to adult correctional facilities.    Communicates with the general public, complainants or referral agencies in order to 
address inquires. Coaching and Developing Others:     Provides technical support for local county government during 
transition training, development of a new facility and policies and procedures.    Provides Direction, guidance and 
monitoring in the training and development of new detention facilities specialists.Training and Teaching Others:     
Conducts training programs, including instruction in basic security, inmate booking, handcuffing, cell and body searches, 
legal issues, inmate behaviors, and other related topics, for correctional staff at local juvenile and adult detention 
facilities.    Prepares outline of specific training topics and related notes for discussion during the training session.    
Selects and develops appropriate presentation techniques, including ice-breaking activities, skill development exercises, 
and team-building exercises.    Presents lectures on selected topics and facilitates group discussion to resolve 
hypothetical situations    Determines training needs by interviewing detention facility staff and reviewing trainee 
evaluations, case law, and administrative policy changes.    Prepares handouts, flip chart pages, overhead 
transparencies, and other training aids.    Previews training evaluation/survey sheets to identify needs for additional 
training topics.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains relationships with 
mayors, county commissioners, County Technical Assistance Services, Municipal Technical Assistance Services, 
Tennessee County Services Association, Tennessee Sheriffs' Association, Tennessee Police Chiefs' Association, Tennessee 
Fire Prevention and Codes, County Attorney, local law enforcement officials, judicial officials in order maintain a 
harmonious and productive relationship.Analyzing Data or Information:     Assists county agencies in conducting staffing 
analysis by interviewing staff, reviewing records, and calculating individual and staff working hours to determine the 
number of staff necessary to operate a particular facility.    Analyzes jail data to determine inmate population trends for 
possible future facility needs.    Assists agencies and executive level officials from various branches of government in 
conducting analysis by interviewing staff and reviewing records.Getting Information:     Researches information from 
sources including but not limited to; internet, professional public safety and correctional agencies and associations, 
current federal, state and local laws in order to provide technical assistance related to general operations, and 
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compliance measures of adult local corrections facilities.    Researches information from sources including but not 
limited to; internet, professional public safety and correctional agencies and associations, current federal, state and local 
laws as well as case studies in order to develop and instruct training materials.    Receives and obtains information from 
jail data as mandated by Tennessee Corrections Institute standards during the inspection.    Receives information from 
conducted reports required by codes or standards for any jail renovation, annexation and new construction.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Makes recommendations in the drafting process 
to architect, engineer, designer or owner regarding the renovation, construction or expansion of correctional 
facilities.Documenting/Recording Information:     Completes documentation of inspection (e.g. inspection report, jail 
data report, square footage report, capacity changes, plan of action, and exit interview) results.    Completes 
documentation of all training (e.g. officer, supervisor, administration and other county officials) courses.    Reports 
weekly activities (e.g. technical assistance, public inquiries, and complaints) and submits to supervisor.    Captures digital 
documentation of deficiency areas during the inspection process and relevant phases of construction.    Maintains and 
stores backup documentation for reference and possible future litigation and/or research.Thinking Creatively:     
Develops, designs, and creates strategies for corrective plans of action as it relates to facility deficiencies.    Participates 
in the development of county corrections partnership initiatives in order to address jail issues that arise out of the 
inspection process and potential litigation.    Revises minimum jail standards through participation in various 
committees and through monitoring changes in laws.Identifying Objects, Actions, and Events:     Compares previous 
year’s inspection reports and data with current inspection data in order to provide recommendations to any related 
governmental entity in all areas of compliance.Scheduling Work and Activities:     Develops schedules for local 
inspections and local and regional training activities as well as technical assistance.Coordinating the Work and Activities 
of Others:     Coordinates team facility inspections, regional training, statewide conferences and technical assistance 
activities.    Assists with the development and coordination of county correctional partnerships within local counties to 
develop strategies to address current or futures correctional needs.Developing and Building Teams:     Develops and 
utilize team building exercises in all TCI training courses based on the adult learning model.    Develops and utilizes team 
building exercises within the county corrections partnership initiative.Staffing Organizational Units:     Participates in the 
process of interviewing and recommending applicants for Detention Facilities Specialist positionsMonitoring and 
Controlling Resources:     Maintains and controls resources that pertain to regional office and travel.Performing General 
Physical Activities:     Demonstrates correctional related techniques as it relates to basic and in service training.    
Performs physical activities that require considerable use of your arms and legs and moving your whole body, such as 
climbing, lifting, balancing, walking, and stooping.Selling or Influencing Others:     Assists in the organization and 
presentation of an annual correctional educational and technology expo to persons in the correctional fields in order to 
influence them to update technology and equipment to better meet current jail minimum standards.Organizing, 
Planning, and Prioritizing Work:     Assigns and prioritizes training, inspection, and technical assistance activities.    
Develops timelines in relation to jail inspection(s) mandated by code.    Develops a comprehensive work plan to organize 
weekly work activities that includes available staff, training attendees, and resources.    Makes travel arrangements for 
overnight stays due to irregular work hours    Coordinates team inspections and/or training with other staff members for 
larger facilities and/or facilities with special issues.Controlling Machines and Processes:     Utilizes required 
measurement capture instruments such as cameras, light meters, laser measures, thermometers and other office 
equipment.Updating and Using Relevant Knowledge:     Attends training for continuous education within the field (e.g. 
National Institutions of Corrections, American Correction Association, American Jail Association, National Sheriffs' 
Association, National PREA Resource Center).    Conducts continuous research as it relates to best correctional practices.    
Attends symposiums offered by federal, state, and local agencies as it relates to correctional issues. Developing 
Objectives and Strategies:     Assists supervisor with developing individual's job performance plan and agency 
performance plan.    Assists in setting strategic program standards, goals, and objectives.Operating Vehicles, 
Mechanized Devices, or Equipment:     Operates state assigned vehicles in the performance of daily job 
duties.Interacting With Computers:     Utilizes office productivity software such as Microsoft Excel, Outlook, Access, 
Word, and PowerPoint in order to complete inspections, provide training, conduct technical assistance, correspond with 
others and document weekly activity and schedules.    Prepares and troubleshoots technical equipment in order to 
conduct training.    Enters time and leave requests as well as reimbursements through database.Repairing and 
Maintaining Electronic Equipment:     Ensures that equipment is tested and functions properly prior to inspections and 
training.Communicating with Supervisors, Peers, or Subordinates:     Makes recommendations to supervisor regarding 
modifications to training programs.    Participates in staff meeting on a regular basis.    Attends TCI Board of Control 
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meetings.    Relays inspection results to other federal state and local agencies as required to supervisor.Handling and 
Moving Objects:     Moves and handles objects in inmate’s cell, food service areas, and other areas within the 
correctional facility in order to carry out inspection duties." 
 
Competencies (KSA’s): 
Competencies:    Functional Technical Competency    Informing    Self-Knowledge    Action Oriented    Presentation Skills    
Technical Learning    Conflict Management    Written Communications    Ethics and Values    Time 
ManagementKnowledge:    Basic knowledge of mathematics    Intermediate knowledge of education and training    Basic 
knowledge of machines, tools and equipment as it relates to correctional facilities    Basic knowledge of materials, 
methods and tools involved in the construction or repair of correctional facilities or other structures    Basic knowledge 
of administrative and clerical procedures and systems such as word processing, managing files and record, designing 
forms and other office procedures and terminology    Basic knowledge of design, techniques, tools, and principals 
involved in production of precision technical plans, blueprints, drawings, and models as it relates to correctional facility 
design    Basic knowledge of law and government    Intermediate knowledge of public safety and security as it relates to 
correctional facilities    Knowledge of office productivity software including but not limited to Microsoft Word, Excel, 
PowerPoint, and AccessSkills:    Reading Comprehension Skills    Active Learning Skills    Active Listening Skills    
Instructing Skills    Critical Thinking Skills    Speaking Skills    Writing Skills    Service Orientation Skills    Basic Problem 
Solving Skills    Skill to conduct tests and inspection of products, services, processes and correctional equipment to 
evaluate quality or performance    Learning Strategies Skills    Time Management SkillsAbilities:     Written 
Comprehension Ability    Oral Comprehension Ability    Speech Recognition Ability    Auditory Attention Ability    
Deductive Reasoning Ability    Oral Expression Ability    Written Expression Ability    Speech Clarity Ability    Peripheral 
Vision Ability    Problem Sensitivity Ability    Manual Dexterity Ability    The basic ability to respond to potential security 
issues that may present themselves in a correctional setting    Dynamic Flexibility    The ability to stand for long periods 
of time    The ability to exert yourself physically over extended periods of time as it relates to travel, inspections, and 
training    The Ability to Safely Drive at Night    Depth Perception Ability 
 
Tools and Equipment Used: 
    Computer    Printer    Projector    Light Meter    Laser Measuring Device    Camera    Lecturing Props    Smartphone    
Infrared Temperature Monitor    Fax Machine    Copier    Vehicle 
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073690 - DEV DIS COUNCIL EXEC DIRECTOR 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  3804 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073691 - DEV DISABILITIES PROGRAM D 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  3822 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073682 - DEV SVCS PROG COOR 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3752 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional developmental disabilities or mental health work. Substitution of Experience for 
Education: Qualifying professional developmental disabilities or mental health work may substitute for the required 
education on a year-for-year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work 
in one or a combination of the above listed fields may substitute for one year of the required education). Substitution of 
Graduate Course Work for Experience: Additional graduate course work credit received from an accredited college or 
university in special education; rehabilitation or therapeutic health; nursing; psychology, child development, or other 
related behavioral science field; sociology; and/or social work, may be substituted for the required experience on a year-
for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional developmental services program coordination work 
of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
coordinates the Investigations or Valued Day Program in an intellectual and developmental disabilities regional office. 
This class differs from Dev Svcs Prog Coor 2 in that an incumbent of the latter coordinates a regional program of greater 
complexity and/or coordinates a program with a moderate to large staff. 
 
Work Activities: 
Analyzing Data or Information:     Analyzes contracted provider agency performance to determine systemic issues based 
on non-compliance with state and federal regulations.    Analyzes gathered information to determine trends and 
patterns related to issues, concerns, and/or incidents as required by state and federal regulations and to decide if there 
is a need for technical assistance.    Analyzes information to determine if unit and departmental goals are being 
met.Performing Administrative Activities:    Enters time, leave and overtime requests, and travel expense reports into 
the state database as required.    Responds to e-mails, phone calls, and correspondence as required.    Maintains 
electronic and paper files.    Makes and maintains copies of presentation materials and paper records.Processing 
Information:    Compiles information to create reports as requested by management.    Calculates and categorizes 
gathered information to determine trends and patterns related to issues, concerns, and/or incidents reported as 
required by state and federal regulations.    Verifies gathered information related to employment, day services, or 
investigations to determine trends and if technical assistance is required based on state and federal regulations.Getting 
Information:    Talks to co-workers, outside entities, and other state departments to gather information.    Attends 
meetings with contracted provider agencies, other state agencies, and other community providers as necessary or 
scheduled.    Receives information from other units, departments, and outside entities through e-mail, phone calls, face-
to- face meetings, and correspondence.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Prioritizes meetings and 
required reports based on personal workload and the workloads of others using calendars, lists, and the schedules of 
others to ensure timely and accurate completion of work.    Delegates work to subordinates based on the competencies 
they possess to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, 
accurately, and timely.Training and Teaching Others:    Develops educational and training programs based on the needs 
of others to comply with state and federal policies and procedures, best practices, and litigation compliance.    Trains 
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others based on identified needs, changes in policy and procedures, and best practices.Coaching and Developing Others:    
Provides guidance to contracted provider agencies in developing programs and addressing systemic issues to ensure 
compliance with state and federal guidelines.    Provides guidance and feedback to subordinates to prioritize tasks, 
ensure understanding and implementation of state and federal rules and regulations, problem-solve, and provide 
information on organizational culture.Making Decisions and Solving Problems:    Assists contracted provider agencies by 
developing and offering proposed solutions based on the agency’s needs.    Works in conjunction with other units within 
the department to develop strategies and assist with problem solving.Documenting/Recording Information:    
Documents the performance of staff, electronically and/or in paper files, to reflect accurate and objective performance.    
Enters, records, stores, and maintains information in established databases and/or paper files.    Communicating with 
Supervisors, Peers, or Subordinates:    Provides updates to other entities as requested and/or required through written 
form, e-mail, telephone, and/or in person.    Communicates with internal partners to receive and maintain information 
through written form, e-mail, telephone, and/or in person.Communicating with Persons Outside Organization:    
Provides updates to other entities as requested and/or required through written form, e-mail, telephone, and/or in 
person.    Communicates with external partners to receive and maintain information through written form, e-mail, 
telephone, and/or in person.Staffing Organizational Units:    Interviews and makes recommendation of selections of best 
candidate for a position.    Reviews resumes and applicants who are interested in vacant positions.Updating and Using 
Relevant Knowledge:    Reviews new and existing updated policies and procedures related to state and federal 
guidelines to be an effective resource to others.    Attends training on new and changing systems to be an effective 
resource to others.Inspecting Equipment, Structures, or Materials:    Inspects therapeutic equipment, building structures 
and surrounding environments, documentation, and agency and personal vehicles to ensure health and safety 
requirements for persons supported are met.Provide Consultation and Advice to Others:    Provides technical assistance 
to contracted provider agencies to ensure compliance with state and federal policies and procedures and improve 
economy, efficiency, and quality of agency services and supports.Interpret the Meaning of Information for Others:    
Explains state and federal rules, regulations, policies, procedures, litigation compliance, and documentation to clarify 
expectations, enhance communication, and ensure compliance.Monitor Processes, Materials, or Surroundings:    
Monitors contracted providers’ day and residential facilities to assess programmatic requirements as described by state 
and federal regulations.Resolving Conflicts and Negotiating with Others:    Resolves conflicts through meeting facilitation 
and communication to ensure a productive work environment within the department and with outside 
entities.Evaluating Information to Determine Compliance with Standards:    Reviews information to determine if it’s 
relevant to state and federal policies, procedures, standards, and litigation compliance.Thinking Creatively:    Creates 
presentations, records, reports, and educational materials for contracted provider agencies, other units within the 
department, other agencies, and persons supported to capture and retain information internally, compile trend analysis, 
and provide information and technical assistance to others.Judging the Qualities of Things, Services, or People:    
Reviews and assesses work performed by subordinate staff to determine if performance objectives are being met and if 
additional training is needed.Guiding, Directing, and Motivating Subordinates:    Provides direction to subordinates to 
ensure compliance with state and federal rules, regulations, and litigation compliance.Establishing and Maintaining 
Interpersonal Relationships:    Cooperates and collaborates with all partners to ensure communication exists and a 
unified effort is maintained.Scheduling Work and Activities:    Schedules meetings, events, and trainings for self, 
subordinate staff, other departments, and contracted provider agencies to gain and impart knowledge and to evaluate 
compliance with state and federal regulations.Developing and Building Teams:    Portrays qualities of a positive role 
model to ensure self-development, positive communication, leadership skills, and the ability to work closely with others 
as a team to solve problems.Interacting with Computers:    Uses office productivity software to complete work 
assignments and to communicate with others.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state 
vehicles or has capacity to use personal vehicles to complete visits away from scheduled work site. 
 
Competencies (KSA’s): 
Competencies:     Total Work Systems    Decision Quality    Managerial Courage    Business Acumen    Organizational 
Agility    Customer Focus    Composure    Motivating Others    Presentation Skills    PerseveranceKnowledge:    Knowledge 
of principles and processes for providing customer and personal services    Knowledge of basic management and 
supervisory principles in coordinating people and resources    Knowledge of word processing, managing files and 
records, and designing forms and presentations    Knowledge of training techniques for instructing individuals and 
groups    Knowledge of basic mathematical concepts and principles   Skills:    Skill in monitoring performance of self and 
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others to assess the need for improvement or corrective action    Skill in using effective written communication    Skill in 
using verbal communication    Skill in understanding written sentences and paragraphs in work related documents    Skill 
in helping others reach agreement according to predefined rules and regulations    Skill in applying logic and reasoning 
to identify strengths and weaknesses of proposed solutions to both simple and complex problems    Skill in giving full 
attention to what is being said, comprehending points being made, asking questions as appropriate, and not 
interrupting the speaker    Skill in making presentations, facilitating meetings, and teaching others    Skill in learning new 
information to problem-solve and make informed decisions    Skill in assessing equipment, documentation, 
modifications, services, supports, or systemic processes to evaluate quality or performance    Skill in prioritizing tasks 
within the time allotted to complete them    Skill in using basic mathematicsAbilities:    Oral Comprehension - The ability 
to listen to and understand information and ideas presented through spoken words and sentences    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand    Oral Expression - The ability to 
communicate information and ideas in speaking so others will understand    Deductive Reasoning - The ability to apply 
general rules to specific problems to produce answers that make sense    Speech Clarity - The ability to speak clearly so 
others can understand you    Speed of Closure - The ability to quickly make sense of, combine, and organize information 
into meaningful patterns    Memorization - The ability to remember information such as words, numbers, pictures, and 
procedures    Originality - The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources)    Problem Sensitivity - The ability 
to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there 
is a problem    Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is 
important, not their quality, correctness, or creativity)    Number Facility - The ability to add, subtract, multiply, or divide 
quickly and correctly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Projector/Presentation Equipment    Copier 
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073683 - DEV SVCS PROG COOR 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3785 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional developmental disabilities or mental health work. OR Qualifying professional 
developmental disabilities or mental health work may substitute for the required education on a year for year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Additional graduate course work credit received 
from an accredited college or university in special education; rehabilitation or therapeutic health; nursing; psychology, 
child development, or other related behavioral science field; sociology; and/or social work, may be substituted for the 
required experience on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional developmental services regional program 
coordination work of considerable difficulty; and performs related work as required.  Distinguishing Features: An 
employee in this class coordinates a regional Appeals, Incident Management, Intake/Case Management, Provider 
Support, Compliance, Training, Plans Review, Billing and Administrative Support, Day Services, Quality Assurance, or 
Transitions Program; or coordinates the statewide Constituent Services Program. This class differs from Dev Svcs Prog 
Coor 1 in that an incumbent of the latter coordinates a regional program of lesser complexity. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Makes presentations to contract agencies, family members, and 
legislators to provide an overview of the service delivery system, where to obtain additional resources, and to discuss 
changes in policies and procedures.    Relays information and provides technical assistance to contract agencies, family 
members, and court monitors.    Provides documents to auditors as requested and provides clarification as needed.    
Communicates regularly with persons served regarding provision of and satisfaction with services and to maintain 
contact; communicates with persons looking for services and resources. Getting Information:     Utilizes provider 
manuals, Federal Medicaid waivers, personal information regarding persons supported, and updated policies and 
procedures to meet job expectations.    Gets clarification on new and existing policies and procedures from staff 
members in other areas, other state agencies, and provider agencies.    Gathers information from other parties to 
determine if the needs of the persons supported are being met and to provide assistance to persons requesting services.    
Queries databases to gather information to develop reports, perform trend analysis, make assessments, and provide 
information to others. Guiding, Directing, and Motivating Subordinates:    Monitors ongoing performance of staff and 
completes the performance evaluation process.    Sets performance expectations through creation of job plans.    
Provides positive feedback when performance meets or exceeds expectations and coaches employees on how to 
improve performance as necessary. Interacting with Computers:    Enters data into databases and spreadsheets for 
tracking, analysis, and report purposes.       Approves time, leave, overtime, and travel requests.    E-mails internal and 
external parties to share information.    Completes required computerized training.            Organizing, Planning, and 
Prioritizing Work:     Prioritizes work of staff, self, and outside parties so that workloads can be managed; determines 
which projects are essential.    Establishes timelines for completion of work assignments.    Reviews internal systems to 
determine more effective ways to accomplish tasks in the future.  Communicating with Supervisors, Peers, or 
Subordinates:    Notifies staff of changes in policies and procedures.    Notifies supervisor and peers of issues as 
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necessary, either verbally or in writing.    Ensures that referrals received from other units are responded to in a timely 
manner. Scheduling Work and Activities:    Schedules assignments, trainings, and meetings to relay information and 
coordinate services and supports.    Schedules surveys for contract agencies to ensure compliance with rules and 
regulations.    Schedules special events, trainings, and meetings to provide education, outreach, and advocacy.  Training 
and Teaching Others:    Identifies, implements, and monitors the delivery of training.    Creates and schedules training 
programs.    Notifies staff of opportunities to take optional training and coordinates schedules to accommodate access 
to additional training. Making Decisions and Solving Problems:    Reviews information from reports, crisis calls, and 
observations and determines the best course of action.    Reviews and analyzes requests from persons supported, 
families, and conservators and determines if they are appropriate for the persons supported. Monitors Processes, 
Materials, or Surroundings:    Monitors services provided to ensure the health and safety of persons served on an 
ongoing basis.    Monitors provider agencies through on-site visits and records reviews to assure their compliance with 
policies, procedures, contracts, and regulations. Processing Information:    Compiles information from cumulative 
reviews to develop reports that are used to identify trends and systemic issues and to make recommendations for state 
and provider agencies to provide new services or suspend or terminate existing services.    Compiles information for 
presentations to individuals and internal and external units and organizations.  Identifying Objects, Actions, and Events:    
Monitors information to detect problems related to risk prevention.    Monitors information to identify issues related to 
enrollment of persons into services and those in need of services. Analyzing Data or Information:     Analyzes information 
collected to determine what types of technical assistance need to be provided to contract agencies.    Analyzes internal, 
external, and departmental systems and processes to determine if they are effective, makes suggestions for 
improvement as necessary, and refers to other units when needed. Assisting and Caring for Others:    Assists contract 
agencies in resolving difficult and emotionally charged issues.    Serves as a resource to family members of persons in 
need of services by providing information verbally and in writing. Resolving Conflicts and Negotiating with Others:    
Coordinates and collaborates with other departmental units and outside agencies to address issues and attempt 
resolution.    Refers persons and family members to appropriate units for complaint resolution, settling disputes, and 
resolving grievances. Evaluating Information to Determine Compliance with Standards:     Assesses compliance of 
contract agencies with contracts, rules, and regulations. Interpreting the Meaning of Information for Others:    Provides 
technical assistance to program, direct care, and administrative staff at contract agencies as well as departmental staff 
to assist with understanding of and/or compliance with policies and standards. Staffing Organizational Units:    
Participates in interviewing, selecting, and hiring subordinate staff. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Assesses needs for new or additional equipment or staff to ensure that projects, unit 
goals, and requirements are completed in a timely and effective manner.  Updating and Using Relevant Knowledge:     
Attends training courses, conferences, and meetings to increase productivity andeffectiveness. Documenting/Recording 
Information:     Documents all requests for information or training and notes resolution. Operating Vehicles, Mechanized 
Devices, or Equipment:       Drives state and private vehicles to surveys, meetings, trainings, presentations. and private 
homes. 
 
Competencies (KSA’s): 
Competencies:     Organizational Agility    Decision Quality    Functional Technical Competency    Directing Others    
Organizing    Drive for Results    Motivating Others    Process Management    Conflict Management    Building Effective 
TeamsKnowledge:    Knowledge of leadership management, personnel management, equipment management, and 
strategic planning    Knowledge of spelling, grammar, and word meanings    Basic computer knowledge; knowledge of 
Word, Excel, and PowerPoint    Knowledge of the components of customer service    Knowledge of curriculum and 
training development, instruction, and implementation    Knowledge of word processing, file management, and forms 
design    Knowledge of basic math Skills:     Skill in learning and applying policies and information    Skill in listening to 
others to assess needs, answering questions appropriately, and not interrupting    Skill in understanding the meaning of 
written materials    Skill in monitoring performance of self, staff, and organizations    Skill in relaying information to 
others so that they understand    Skill in resolving conflicts and reconciling differences    Skill in reviewing processes, 
evaluating their effectiveness, and identifying need for changes and improvements    Skill in using knowledge and logic 
to prioritize responsibilities and determine the best solutions    Skill in writing so that the reader can understand the 
thoughts being conveyed    Skill in teaching others to perform job-related tasks    Skill in assessing and utilizing the 
abilities of staff    Skill in managing time to meet deadlines    Skill in identifying the best people for the job and in 
motivating, developing, and directing employees    Skill in utilizing basic math to identify trends and determine cost 
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effectiveness Abilities:    Ability to multi-task    Ability to take broad information and apply it to specific situations    
Ability to stay focused and to handle interruptions and return to tasks quickly    Ability to articulate words clearly so that 
others will understand    Ability to clearly convey ideas in writing so that others will understand    Ability to analyze 
information and discover trends 
 
Tools and Equipment Used: 
     Telephone     Personal Computer     Fax Machine     Printer/Scanner     Camera     Calculator 
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073688 - DEV SVCS REGNL MONITOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3821 
 
Minimum Qualifications: 
"Education and Experience:  Graduation from an accredited college or university with a master's degree in psychology, 
special education, nursing, sociology, speech pathology, audiology, social work, or other related acceptable field and 
experience equivalent to two years of full-time professional developmental disabilities program services work. 
ORGraduation from an accredited college or university with a bachelor's degree in psychology, special education, 
nursing, sociology, speech pathology, audiology, social work, or other related acceptable field and experience equivalent 
to four years of full-time professional developmental disabilities program services work.OR Graduation from an 
accredited college or university with a bachelor's degree and experience equivalent to five years of full-time professional 
developmental disabilities program services work.OR Currently licensed as a registered nurse and experience equivalent 
to four years of full-time professional developmental disabilities program services work." 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional developmental services monitoring work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  An employee in this class 
monitors plans of care for people with intellectual and developmental disabilities preparing to move to or currently 
residing in community settings to ensure compliance with federal court requirements. Work involves providing technical 
assistance, performing on-site visits, recording and reporting findings, analyzing information, and making 
recommendations for improvement. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:       Monitor internal compliance with federal and departmental rules and 
regulations through use of written tools or relevant oral or written information.    Monitors environments of persons 
supported using a written tool and visual observation to ensure their health and safety.    Monitors contracted provider 
agencies and state-operated community homes in accordance with internal guidelines to ensure compliance with 
policies, procedures, litigation requirements, and federal rules and regulations.Interacting with Computers:    Enter data 
into multiple databases to generate reports and spreadsheets.    Create reports for internal and external entities.    
Sends and receives e-mails to share information.Provide Consultation and Advice to Others:    Provides technical 
assistance to external stakeholders as mandated or requested for compliance with federal, state, and departmental 
rules, regulations, policies, procedures, and litigation requirements.    Provide information to other departmental staff 
for compliance with federal, state, and departmental rules, regulations, policies, procedures, and litigation 
requirements.Organizing, Planning, and Prioritizing Work:    Prioritizes work to ensure the most urgent tasks are 
completed first and deadlines are met.    Works with a team to coordinate the completion of all tasks associated with a 
project.Getting Information:    Gather written information from information systems, co-workers, other divisions and 
departments, and external entities to share with contracted provider agencies, outside entities, and department 
management.    Meet with staff and contracted provider agencies to gather information for person-centered planning, 
for person-directed planning, to provide technical assistance, and to follow up on complaints.Processing Information:    
Compiles information and verifies it by cross-referencing it with others and with additional written documentation to 
ensure accuracy.    Calculates data for use by self, other staff, and contracted provider agencies.Updating and Using 
Relevant Knowledge:    Review new and updated policies, manuals, and federal and state requirements to ensure 
compliance.    Complete training to keep current regarding best practices in the intellectual and developmental 
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disabilities field.Interpreting the Meaning of Information for Others:    Explains and interprets policies, procedures, 
findings, reports, and new practices to internal and external contacts.Judging the Qualities of Things, Services, or People:    
Determines what services, things, or people are important to and for persons supported to improve the quality of their 
lives, using various assessment tools, person-centered skills, and discussions with the person supported and 
others.Communicating with Persons Outside Organization:     Communicate with others by e-mail, phone, in writing, and 
face-to-face to receive information, to provide information, and to clarify priorities, making sure that confidentiality 
guidelines are followed.Analyzing Data or Information:    Analyzes information/data received from various sources to 
determine trends, barriers, and/or issues for internal and external entities and for reporting purposes.Establishing and 
Maintaining Interpersonal Relationships:     Develops and maintains professional relationships with persons supported, 
contracted provider agency staff, co-workers, and outside entities.Documenting/Recording Information:    Documents 
visits, findings, training details, technical assistance questions and answers, activities, contact logs, and leave and 
attendance in electronic and/or paper files.Communicating with Supervisors, Peers, or Subordinates:    Communicate 
with others by e-mail, phone, in writing, and face-to-face to receive information, to provide information, and to clarify 
priorities.Scheduling Work and Activities:    Schedules trainings, technical assistance, meetings, and contracted provider-
related reviews to educate, inform, and ensure compliance.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Determines what materials are needed for training and for providing technical 
assistance.Operating Vehicles, Mechanized Devices, or Equipment:    May be required to operate a state or personal 
vehicle to attend off-site events. 
 
Competencies (KSA’s): 
Competencies:     Process Management    Decision Quality    Informing    Composure    Presentation Skills    Written 
Communications    Customer Focused    Action Oriented    Conflict Management    Learning on the FlyKnowledge:    Basic 
knowledge of computer processing and data entry    Basic knowledge of federal rules and regulations pertaining to 
services provided to persons with intellectual and developmental disabilities    Intermediate knowledge of providing 
customer service to various stakeholdersSkills:    Basic time management skills to handle priorities and meet deadlines    
Intermediate monitoring skills to assess for compliance with policies, procedures, litigation requirements, and federal, 
state, and departmental rules and regulations    Intermediate writing skills to develop reports, provide monitoring 
results, and to provide written feedback to various stakeholders    Intermediate active listening skills to perform 
interviews, moderate discussions, and understand points being made    Basic service orientation skills    Intermediate 
critical thinking skills to resolve problems    Intermediate skills in teaching compliance policy and procedures to various 
stakeholders and to mentor new team members    Basic learning strategies skills to use the training/instructional 
methods provided    Basic negotiation skills to assist in problem resolution    Intermediate speaking skills for 
presentations, to discuss monitoring results, and to provide feedback to various stakeholders   Abilities:    Written 
Comprehension    Written Expression    Deductive Reasoning    Inductive Reasoning    Oral Expression    Time Sharing    
Oral Comprehension    Speech Recognition    Speech Clarity   
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier    Projector    Voice Recorder 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073689 - DEV SVCS REGNL PROG ADMR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3803 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073686 - DEV SVCS REGNL PROG DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3787 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073686 - DEV SVCS REGNL PROG DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3802 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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044233 - DEV TECHNICIAN SUPERVISOR 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1871 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of experience teaching or providing training to individuals.           Substitution of Education for Experience: 
Eighteen quarter hours in one or more of the following: education, psychology, human services, rehabilitation, child and 
family studies, health care administration, or management may substitute for one year of teaching or providing training 
to individuals. ORThree years experience as a Dev Technician or Dev Training Technician with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator's license may be required.            Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory developmental technical work of routine difficulty; 
and performs related work as required. Distinguishing Features: This is the first supervisory level in the Dev Technician 
sub-series, responsible for supervising staff on one shift in a single cottage or work unit of a developmental center. An 
employee in this class may be assigned to work days, nights, and/or weekends in a developmental center. This class 
differs from Dev Technician in that an incumbent of the latter does not supervise. This class differs from Dev Technician 
Supervisor 2 in that an incumbent of the latter supervises developmental technicians across several shifts, several 
cottages, or work units. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships 
with others, and maintains them over time, to provide a pleasant home for persons supported and a harmonious work 
environment. Evaluating Information to Determine Compliance with Standards:     Assists in ensuring that the home 
complies with quality assurance, licensure and certification standards.    Takes action to ensure that the rights and 
privacy of the persons supported are maintained.  Estimating the Quantifiable Characteristics of Products, Events or 
Information:     Maintains supplies adequate to provide for needs of persons supported in the home.  Scheduling Work 
and Activities:    Schedules and/or maintains at least a minimum number of staff to be present to work a given shift to 
ensure safety and meaningful day for all persons supported.    Manages day to day operations of the home for assigned 
shift(s) to include assigning job duties and responsibilities for each direct support professional.       Assists persons 
supported with shopping and procuring important to/important for personal items.    Schedules recreational activities 
inside/outside the home. Monitoring and Controlling Resources:    Monitors the amount of clothing and personal items 
belonging to persons supported ensuring all personal belongings are labeled, stored in the appropriate manner and 
entered into the inventory.     Monitors and secures the personal spending monies of persons supported maintained in 
the home to prevent exploitation.     Checks periodically personal belongings of persons supported to ensure 
accountability and report discrepancies in inventory to appropriate parties.  Making Decisions and Solving Problems:    
Ensures all incidents are reported within required time frames, taking action necessary for the safety of persons 
supported, and completes appropriate documentation.     Serves on the Circle of Support to identify what is important 
to and important for persons supported in the development of Individual Support Plans. Guiding, Directing and 
Motivating Subordinates:     Supervises/leads direct support professionals on assigned shift(s).       Notifies staff of 
inappropriate conduct and the disciplinary action that could be taken if the behavior continues.    Evaluates or assists in 
evaluation of the performance of subordinate staff. Inspecting Equipment, Structures or Material:    Assists in inspecting 
the environment and equipment in the living and training areas of the persons supported for any possible safety hazards 
(e.g., wet floors, broken furniture, sharp edges).    Assists in inspecting and requests repairs or replacements for 
damaged property of the state or persons supported.    Assists in conducting routine inventories of personal property of 
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persons supported to ensure accountability and good repair.Processing Information:     Ensures that documentation is 
entered correctly (e.g., data sheets and Learning Log).  Resolving Conflicts and Negotiating with Others:    Assists with 
resolution of conflict between co-workers/persons supported in the home.     Serves as a witness during issuance of 
disciplinary actions.    Resolves or, if necessary, refers family members/conservators to appropriate personnel to resolve 
dissatisfaction.  Documenting/Recording Information:     Records information relevant to persons supported and the 
home in all appropriate locations.    Maintains records on employee performance used in the evaluation and disciplinary 
process.     Maintains attendance records for direct support professionals on assigned shift(s) to assist with evaluation 
and disciplinary process. Assisting and Caring for Others:    Assists persons supported to be as independent as possible in 
all aspects of their lives by teaching them activities of daily living, social skills, work skills, etc. as defined in their 
Individual Support Plans.     Completes physical appearance check, documenting any signs of injury, and informs 
appropriate parties.    Ensures that adequate staff is available to escort persons supported on outings or activities.    
Performs direct support professional duties as required depending on availability of staff.    Completes or assist in 
completing all required forms to gain approval and funding for recreational outings and/or activities.     Ensures that 
vehicles are scheduled, ready and operable.  Performing General Physical Activities:    Physically assists persons 
supported on their jobs, medical appointments, daily living, work and spiritual activities.     Ensures that a proper eating 
environment for persons supported is maintained.    Assists with cleanliness of the home and equipment by participating 
in housekeeping duties inside and outside the home. Operating Vehicles, Mechanized Devices or Equipment:    Assists in 
ensuring that employees on assigned shift(s) are knowledgeable in the care and use of all equipment needed for care of 
persons living in the home.     Performs safety check of vehicles/mechanical lifts and maintain clean appearance.     
Assists in ensuring that staff are properly checked off and trained in operating vehicles and lifts.     Verifies that 
employees possess a current driver’s license. Getting Information:    Obtains from and gives information to direct 
support professionals in the home throughout the shift.    Maintains lines of communication with family, friends, 
conservators, work location, medical, nursing, therapy services of persons supported.    Communicates with persons 
served relating to their daily wants and needs.    Attends called Circle of Support meetings for persons served as well as 
meetings for specific issues relating to the home.    Participates in daily shift change meetings with fellow supervisors 
and staff relating to persons supported and home environment.    Communicates with other homes concerning sharing 
of personnel, materials, transportation or other resources.Performing Administrative Activities:    Maintains or assists in 
maintaining records of attendance, recording time, supplies ordered, staff training, etc.     Maintains or assists in 
maintaining records of personal purchases, outings, weight records, etc. for persons supported. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Creativity    Directing Others    Time Management    Managerial Courage    
Confronting Direct Reports    Perseverance    Comfort around Higher Management    Integrity and Trust    Motivating 
OthersKnowledge:                The knowledge of strategic planning, resource allocation, leadership techniques and 
coordination of people and resources    The knowledge of principles of customer/personal services and meeting quality 
standards for service    The knowledge of files and records management Skills:     The skills of communication to include 
reading, writing legibly and speaking clearly    The skills of active learning and listening    The skills of judgment and 
decision making    The social skills of coordination, instruction, negotiation, persuasion and social perceptiveness    The 
skill to manage personnel and materials resources    The skill of critical thinking    The skill of complex problem solving to 
include the relative costs and benefits of potential actions to choose the most appropriate one    The skill to manage 
time    The skill to use the computer for basic functions    The skill to operate a motor vehicle with a valid driver’s license    
The skill to perform basic math functions    The skill to prepare food for consumption by persons supportedAbilities:    
The ability to interpret and carry out agency rules, policies and procedures    The ability to recognize a problem    The 
ability to physically lift and transfer persons supported and materials    The ability to maintain confidentiality    The 
ability to monitor/assess performance of self and other individuals to make improvements or take corrective action    
The ability to think flexibly/creatively within rules and regulations to solve problems    The ability to use 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax machine    Printer    Calculator    Copy machine    Motor vehicles    Camera    
Video camera    Two-way radio 
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075319 - DGS CAPITAL PROJECTS EXEC DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3685 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075758 - DGS CATEGORY SPECIALIST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4121 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073894 - DGS CONTRACT MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3479 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information " 
 
Tools and Equipment Used: 
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073883 - DGS COST PLANNER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3467 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079427 - DGS CUSTOMER SUPPORT ASST DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  9221 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework from an accredited college or 
university and experience equivalent to five years of full-time customer support work, two of which must contain 
customer support supervisory experience.Substitution of Education for Experience: Additional coursework from an 
accredited college, university, technical institute, business school, vocational, or trade school in accounting, graphic arts, 
printing, business or a related field may be substituted for the required non-supervisory experience on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required two years of supervisory 
experience.Substitution of Experience for Education: Qualifying full-time printing, graphic design or sales/marketing 
experience may be substituted for the required education on a year-for-year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial customer support work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the second managerial level class in the DGS 
Customer Support Series. An employee in this class assists in directing the staff and operations of the Customer Support 
Division, including the supervision of customer service, graphic design, videography, forms and publications approvals, 
accounting, the TN Shop, and the USPS postal contract station. This class differs from other classes within the DGS 
Printing Division because they perform at a routine working level.  
 
Work Activities: 
 Manages the Administrative Support Area, including scheduling workflow to ensure all jobs are estimated, entered and 
scheduled to meet customer deadlines. Consults with customers regarding print, mail and warehousing services. Surveys 
customers regarding current and future needs. Promotes our services by organizing and speaking at meetings, training 
sessions and other opportunities. Investigates complaints from customers, takes steps to resolve promptly and follows 
up to make sure they are satisfied with the resolution. Coordinates implementation of Service Partnership Agreements 
with agency customers and monitors results. Oversees procurement, billing and bidding out, renewing and monitoring 
of agency contracts. Oversees management of the postal contract station, including staffing to provide excellent 
customer service and verifying accuracy and timeliness of daily accounting paperwork and deposits to meet USPS audit 
requirements.  Oversees management of the TN Shop by staffing to provide excellent customer service, and monitoring 
inventory, sales records and operating budget to comply with internal audit standards. Monitors division intranet and 
internet websites and updates information.  Monitors the forms and publications approval process to ensure 
compliance with state guidelines and TCA requirements.  
 
Competencies (KSA’s): 
Competencies: Customer Focus Business Acumen Decision Quality Priority Setting Developing Direct Reports/Others 
Knowledge: Customer Service Sales and Marketing Administration and Management Mathematics Clerical Skills: Critical 
Thinking Active Listening Monitoring Reading Comprehension Speaking Writing Coordination Negotiation Complex 
Problem Solving Quality Control Analysis Troubleshooting Judgment and Decision Making Instructing Persuasion 
Abilities: Management of Material Resources Oral Comprehension Management of Personnel Resources Time 
Management Written Comprehension Deductive Reasoning Written Expression Originality 
 
Tools and Equipment Used: 
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 Personal Computer Telephone Printer  
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073884 - DGS DEVELOPMENT MANAGER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3468 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073885 - DGS DEVELOPMENT MANAGER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3469 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073890 - DGS DEVELOPMENT MANAGER 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3476 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002655 - DGS DISTRIBUTION MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2626 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of distribution, warehousing, or fulfillment experience; including at least one year in a supervisory role.           
Substitution of College Education for Experience: Course work credit received from an accredited college or university in 
logistics or a related field may substitute for the required experience, on a year-for-year basis, to a maximum of two 
years; there being no substitution for the required supervisory experience.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for overseeing the transportation requirements for the distribution of 
all state mail within the metro area and the delivery of raw and finished printed materials for the Department of General 
Services utilizing divisional fleet and contracted carriers, and supervisory work of average difficulty; and performs 
related work as required.                                                                                                   Distinguishing Features: This is the 
second supervisory level class in the DGS Distribution series. An employee in this class is responsible for planning 
delivery routes, overseeing the distribution process, and ensuring private carriers deliver statewide according to 
contracted specifications. This class differs from the DGS Distribution Supervisor in that an incumbent of the latter does 
not have oversight responsibilities for all divisional operational transportation requirements spanning the entirety of the 
state. 
 
Work Activities: 
1. Plans and monitors all routing of deliveries for commercial printing, digital printing, and distribution center 
operations: consolidates deliveries as appropriate; analyzes transportation costs to determine most cost effective 
shipment method; analyzes high volume mail receipts and adjusts delivery routes as needed.2. Assesses mail addressed 
to the Capitol or from an inmate for any threatening language or hazardous materials: identifies and quarantines 
targeted mail; moves targeted mail to the biohazard room where it is screened for hazards/threats using x-ray, 
glovebox, or both, strictly following protocol; gauges potential threat and take protective steps (e.g. contacting Safety 
and Homeland Security) in order to protect facility integrity and all state workers working within the facility.3. Oversees 
and audits safety inspections on all incoming mail and vehicles and/or equipment used: reviews incoming mail to verify 
safety and security guidelines are followed; analyzes reported suspicious mail and packages to determine potential 
threat; implements emergency action in case of perceived immediate treat (i.e. powdered substance); confirms 
motorized or non-motorized equipment checklists have been completed; ensures pre-inspection has been conducted on 
all delivery vehicles; schedules service calls needed for malfunctioning vehicles or equipment; plans maintenance of 
delivery vehicles.4. Manages the sorting and moving of mail to prepare for delivery: acts as administrator for trackable 
mail scanned into automated tracking and proof of delivery system; moves potentially hazardous or threatening mail to 
screening area; determines threat level of questionable packages and mail, and exercises deployment of counter 
measures when warranted; conducts random checks on sorted letter cased mail to confirm proper categorization and 
distribution of the mail.5. Manages supervisory staff in the mail distribution center, and truckload delivery agents: 
develops job performance plans; documents performance; provides performance feedback and developmental 
guidance.6. Communicates with customers regarding delivery issues: notifies customer of issues and/or changes with 
mail/delivery routes; resolves address issues on inbound mail and packages; informs customers of irregular mail 
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volumes that may affect delivery; communicates with transportation vendors to resolve issues with shipments and/or 
billing reconciliation 
 
Competencies (KSA’s): 
Competencies: Action Oriented Building Effective Teams Comfort Around Higher Management Composure Customer 
Focus Dealing with Ambiguity Decision Quality Directing Others Informing Integrity and TrustKnowledge: Administration 
and Management Customer and Personal Service Mathematics Production and Processing Public Safety and Security 
TransportationSkills: Active Listening Coordination Critical Thinking Equipment Selection Judgment and Decision Making 
Management of Personnel Resources Management of Material Resources Operation Monitoring Quality Control Analysis  
Abilities: Auditory Attention Dynamic Flexibility Flexibility of Closure Deductive Reasoning Oral Expression Problem 
Sensitivity Reaction Time Speed of Closure 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Wheeled Cart Convertible Hand 
Truck Handheld scanner X-ray Machine Biohazard/Isolation Equipment Computer Phone 
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002651 - DGS DISTRIBUTION SPECIALIST 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2616 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying experience in delivery, distribution, or postal services may be substituted for the required 
education on a year-for-year basis 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Examination Method: Non-Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs distribution work of routine difficulty; and performs related work as 
required.                                                                                                   Distinguishing Features: This is the entry/working level 
class in the DGS Distribution series. An employee in this class is responsible for preparing mail for distribution and 
delivering mail. This includes collecting, sorting, routing, and processing mail. This class differs from the DGS Distribution 
Specialist 2 in that an incumbent of the latter is responsible for leading and training staff. 
 
Work Activities: 
1. Makes daily package and mail pickups and deliveries to customers: operates cargo vans and other delivery vehicles; 
follows traffic laws and follows established traffic and transportation procedures; loads and unloads delivery vehicle; 
ensures mail and packages are received by customer.2. Communicates with customers regarding deliveries: assists when 
tracking or delivery questions or issues arise; resolves address issues on inbound mail and packages; informs customers 
of packages or mail upon delivery.3. Receives and reviews routing information in order to accurately deliver mail: 
gathers and verifies all routing information; makes necessary adjustments according to changes in route or customer 
addresses; verifies contents of inventory loads against shipping information; reports any delays, accidents, or routing 
changes to management.4. Sorts and moves inventory to prepare for delivery: categorizes mail by department, division, 
and route; uses motorized and non-motorized equipment to move heavy loads of mail and materials from one location 
to another; carries tubs of mail and other package receipts to proper location as they are received.5. Documents all mail 
received and/or delivered: scans all packages and certified mail into tracking system to document receipt and delivery.6. 
Conducts inspections on all vehicles or equipment used: completes motorized or non-motorized equipment checklists; 
ensures delivery vehicle is in good running order by conducting pre-inspection of breaks, times, lights, horn, etc.; reports 
any issues with vehicles or equipment to upper management. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Drive for Results Perseverance Time Management Composure Standing Alone Integrity 
and Trust Humor Listening Dealing with AmbiguityKnowledge: Customer and Personal Service Production and Processing 
Public Safety and Security TransportationSkills: Active Listening Time management Speaking Management of material 
resources Equipment selection CoordinationAbilities: Deductive reasoning Depth perception Gross body coordination 
Memorization Stamina 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Wheeled Cart Convertible Hand 
Truck Computer Phone Delivery Vehicles up to 26' Box Truck 
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002652 - DGS DISTRIBUTION SPECIALIST 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2623 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of delivery, distribution or postal services experience. Substitution of Experience for Education: Qualifying 
experience in delivery, distribution, or postal services may be substituted for the required education on a year-for-year 
basis. OR Experience equivalent to one year as a DGS Distribution Specialist 1 with the State of TN. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs distribution work of average difficulty; and performs related work as 
required.                                                                                                   Distinguishing Features: This is the working/lead level 
class in the DGS Distribution series. An employee in this class is responsible for preparing mail for distribution, delivering 
mail and training staff. This includes collecting, sorting, routing, processing mail and training staff on proper distribution 
procedures. This class differs from the DGS Distribution Specialist 1 in that an incumbent of the latter is not in charge of 
leading and training staff. This class differs from the DGS Distribution Supervisor in that an incumbent of the latter is 
responsible for supervisory work.   
 
Work Activities: 
1. Makes daily package and mail pickups and deliveries to customers: operates cargo vans and other delivery vehicles; 
follows traffic laws and follows established traffic and transportation procedures; loads and unloads delivery vehicle; 
ensures mail and packages are received by customer.2. Communicates with customers regarding deliveries: assists when 
tracking or delivery questions or issues arise; resolves address issues on inbound mail and packages; informs customers 
of packages or mail upon delivery.3. Receives and reviews routing information in order to accurately deliver mail: 
gathers and verifies all routing information; makes necessary adjustments according to changes in route or customer 
addresses; verifies contents of inventory loads against shipping information; reports any delays, accidents, or routing 
changes to management.4. Trains others on the distribution process: demonstrates proper sorting techniques; teaches 
others how to use delivery software and other delivery related equipment/machinery including barcode scanners, 
vehicles, and transport equipment; displays the method screening for hazardous or potentially threatening 
mail/packages; reviews standard operating procedures with others.5. Leads sorting and moving inventory to prepare for 
delivery: directs categorization of mail by department, division, and route; uses motorized and non-motorized 
equipment to move heavy loads of mail and materials from one location to another; carries tubs of mail and other 
package receipts to proper location as they are received.6. Documents all mail received and/or delivered: scans all 
packages and certified mail into tracking system to document receipt and delivery; assesses any error or function 
readings received while trying to scan packages/mail.7. Conducts inspections on all vehicles or equipment used: 
completes motorized or non-motorized equipment checklists; ensures delivery vehicle is in good running order by 
conducting pre-inspection of breaks, times, lights, horn, etc.; reports any issues with vehicles or equipment to upper 
management. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Drive for Results Perseverance Time Management Composure Standing Alone Integrity 
and Trust Humor Listening Dealing with AmbiguityKnowledge: Customer and Personal Service Production and Processing 
Public Safety and Security TransportationSkills: Active Listening Time management Speaking Management of material 
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resources Equipment selection CoordinationAbilities: Deductive reasoning Depth perception Gross body coordination 
Memorization Stamina 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Wheeled Cart Convertible Hand 
Truck Computer Phone Delivery Vehicles up to 26' Box Truck 
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002654 - DGS DISTRIBUTION SUPERVISOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2625 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of delivery, distribution or postal services experience. Substitution of Experience for Education: Qualifying 
experience in delivery, distribution, or postal services may be substituted for the required education on a year-for-year 
basis. OR Experience equivalent to one year as a DGS Distribution Specialist 2 with the State of TN. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for planning the distribution of mail and supervisory work of average 
difficulty; and performs related work as required.                                                                                                   Distinguishing 
Features: This is the first supervisory level class in the DGS Distribution series. An employee in this class is responsible 
for planning delivery routes for their team and supervising the distribution process. This class differs from the DGS 
Distribution Specialist 2 in that an incumbent of the latter does not have supervisory responsibilities. This class differs 
from the DGS Distribution Manager in that an incumbent of the latter is has a greater oversight of the distribution 
process. 
 
Work Activities: 
1. Assesses and assigns delivery routes for mail distribution team: analyzes high volume mail receipts and adjusts 
delivery routes as needed.2. Monitors daily mail deliveries/pick-ups by maintaining contact with drivers to ensure mail is 
being delivered/picked up timely.3. Conducts safety inspections on all incoming mail and vehicles and/or equipment 
used by team: reviews incoming mail to verify it meets set safety guidelines; may analyze reported suspicious mail and 
packages to determine potential threat; may implement emergency action in case of perceived immediate threat (i.e. 
powdered substance); confirms motorized or non-motorized equipment checklists have been completed; ensures all 
delivery vehicles are in good running order by conducting pre-inspection of breaks, tires, lights, etc.; schedules service 
calls needed for malfunctioning vehicles or equipment; plans maintenance of delivery vehicles.4. Supervises and aides in 
the sorting and moving of mail to prepare for delivery: separates trackable and personal mail by route to be scanned 
into arrival system; uses motorized and non-motorized equipment to move heavy loads of mail from one location to 
another; moves potentially hazardous or threatening mail to screening area; conducts random checks on sorted letter 
cased mail to confirm proper categorization of the mail.5. Supervises assigned staff in the mail center: develops job 
performance plans; documents performance; provides performance feedback and developmental guidance.6. 
Communicates with customers regarding delivery issues: notifies customer of issues and/or changes with mail routes; 
resolves address issues on inbound mail and packages; informs customers of irregular mail volumes that may affect 
delivery7. May train employees on the mail distribution process: demonstrates proper sorting techniques; teaches 
others how to use delivery software and other delivery related equipment/machinery including handheld barcode 
scanners, vehicles, and transport equipment; displays the screening method for hazardous or potentially threatening 
mail/packages; reviews standard operating procedures with others. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Building Effective Teams Composure Customer Focus Dealing with Ambiguity Directing 
Others Informing Integrity and Trust Process Management Strategic AgilityKnowledge: Administration and Management 
Customer and Personal Service Mathematics Production and Processing Public Safety and Security TransportationSkills: 
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Active Listening Coordination Critical Thinking Equipment Selection Judgment and Decision Making Management of 
Personnel Resources Management of Material Resources Operation Monitoring Quality Control AnalysisAbilities: 
Auditory Attention Dynamic Flexibility Flexibility of Closure Deductive Reasoning Oral Expression Problem Sensitivity 
Reaction Time Speed of Closure 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Wheeled Cart Convertible Hand 
Truck Handheld scanner X-ray Machine Biohazard/Isolation Equipment Computer Phone 
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075320 - DGS ENVIRONMENT COMPLIANCE MGR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3686 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075795 - DGS FACILITIES CONTRCT MGT DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4140 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076432 - DGS INTERIOR PLANNING SPEC 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4225 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a bachelor's degree from an accredited college or university in 
interior design, architecture, architectural technology, or commercial design and one year of experience in one or a 
combination of the following: professional experience evaluating and planning the renovation, construction, installation 
of building system components, or designing the layout of facilities, sets, or exhibits. Substitution of Experience for 
Education: Qualifying experience evaluating and planning the renovation, construction, installation of building system 
components, or designing the layout of facilities, sets, or exhibits may substitute for the required education on a year-
for-year basis to a maximum of four years. Substitution of Graduate Education for Experience: Graduate course work 
credit received from an accredited college or university in interior design, architecture, architectural technology, or 
commercial design may substitute for the required experience on a month-for-month basis to a maximum of one year 
(e.g., 36 graduate quarter hours in interior design or architecture may substitute for one year of required experience). 
OR Education and Experience: Registration and active licensing in the State of Tennessee as an interior designer or 
architect.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for coordinating project management and space planning in the 
design of office spaces in state government; and performs related work as required. Distinguishing Features:  This is the 
working level class in the DGS Interior Planning Specialist series.  An employee in this class is responsible for 
coordinating project management and space planning in the design of office spaces in state government. This class 
differs from DGS Interior Planning Specialist 1 in that an incumbent of the latter works at the entry level learning 
construction project management and space planning for state facilities. This class differs from DGS Interior Planning 
Specialist 3 in that an incumbent of the latter forecasts and plans for future facility office space in state government and 
provides technical guidance to other facility planners in project management and space planning. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Uses Computer-aided Design (CAD) 
systems to assist with design layouts of interior space.    Produces drawings, notes, and other documentation to depict 
items that require construction or interface with the building and detail moveable items.     Uses CAD to identify major 
architectural features and layout the proposed locations of operating units. Thinking Creatively:    Designs layout of 
interior space of State office buildings.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Compares architectural details of the facility to the actual space location and size to determine the usability of the 
interior space.Judging the Qualities of Things, Services, or People:    Inspects the conditions of major building system 
components to identify code violations (i.e., doorways too narrow).Evaluating Information to Determine Compliance 
with Standards:    Overseeing the delivery and installation of furniture, equipment, and other contracted goods and 
services.    Compares project plans against contractors’ invoices in order to approve project plans.Getting Information:    
Examines survey sheets completed by user agencies to obtain information about space requirements.    Conducts space 
needs assessments with agency to confirm space requirements and gain information on organizational functions.    
Compares needs assessment information gathered to facility conditions to determine the type and amount of space 
needed.    Examines the worker and presumed workspace relationships to determine specific shared need and individual 
space needs.    Interviews building tenants and building management personnel to identify known conditions that would 
have an impact on the project.    Identifies the parameters of spaces by examining records such as lease documents and 
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available drawings.Resolving Conflicts and Negotiating with Others:    Investigates complaints by clients regarding wrong 
quantities or quality of goods and services received.Documenting/Recording Information:    Develops project budgets to 
include costs associated with each component of the project.    Writes justification of estimated total project costs to 
submit for approval.    Tracks and approves expenditures as the components of work are completed.Scheduling Work 
and Activities:    Coordinates project activities in accordance with design plans.    Coordinates the work of contractors to 
ensure the most effective use of manpower and resources.    Coordinates scheduling of building owners, vendors, and 
movers as it relates to completing a project.Communicating with Persons Outside Organization:    Communicates with 
vendors to facilitate coordination and unified efforts as they relate to schedule and assignments for a project.    
Communicates with vendors to obtain and provide required information, correct errors, and/or for clarification 
purposes.    Provides excellent customer service in order to maintain professional working relationships.Organizing, 
Planning, and Prioritizing Work:    Schedules the sequence, duration, and timing of tasks necessary to complete a 
particular project.    Identifies tasks, time constraints, requirements associated with a project to ensure schedules are 
prioritized.    Assigns tasks to others involved in completing the project as necessary to keep project on schedule.    
Maintains activity log as it occurs on each project.Communicating with Supervisors, Peers, or Subordinates:    Provides 
project updates to supervisors during monthly meetings.    Discusses project issues with supervisors as they arise. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Planning    Creativity    Informing    Time Management    Action-Oriented    Written 
Communication    Perseverance    Boss RelationshipsKnowledge:    Knowledge of customer and personal service    
Knowledge of design techniques, tools, and principles involved in production of blueprints and drawings related to 
interior designSkills:    Active Learning    Active Listening    Speaking    Operations Analysis    Judgment & Decision Making    
Management of Financial Resources    Critical Thinking    Reading Comprehension    Service Orientation    Time 
ManagementAbilities:    Spatial Orientation    Visualization    Written Comprehension    Written Expression    Deductive 
Reasoning    Memorization    Oral Comprehension    Oral Expression    Problem Sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Plotter    Auto CAD Software Programs    Archibus Software 
Programs    Measuring Scales 
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076434 - DGS INTERIOR PLANNING SPEC 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4227 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a bachelor's degree from an accredited college or university in 
interior design, architecture, architectural technology, or commercial design and three years of experience in one or a 
combination of the following: professional experience evaluating and planning the renovation, construction, installation 
of building system components, or designing the layout of facilities, sets, or exhibits. Substitution of Experience for 
Education: Qualifying experience evaluating and planning the renovation, construction, installation of building system 
components, or designing the layout of facilities, sets, or exhibits may substitute for the required education on a year-
for-year basis to a maximum of four years. Substitution of Graduate Education for Experience: Graduate course work 
credit received from an accredited college or university in interior design, architecture, architectural technology, or 
commercial design may substitute for the required experience on a month-for-month basis to a maximum of two years 
(e.g., 36 graduate quarter hours in interior design or architecture may substitute for one year of required experience). 
OR Education and Experience: Registration and active licensing in the State of Tennessee as an interior designer or 
architect.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for space planning, project management, long range facility 
planning for state government, and performs related work as required. Distinguishing Features:  This is the advanced 
working level class in the DGS Interior Planning Specialist series. An employee in this class forecasts and plans future 
facility office space needs in state government and provides technical guidance to other interior planners in project 
management and space planning. This class differs from DGS Interior Planning Specialist 2 in that an incumbent of the 
latter coordinate’s project management and space planning and may not provide technical guidance or participate in 
long range planning. This class differs from the DGS Interior Planning Specialist 4 in that an incumbent of the latter 
functions as a supervisor. 
 
Work Activities: 
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Uses computer-aided design (CAD) 
systems to assist with design layouts of interior space.    Produces drawings, notes, and other documentation to depict 
items that require construction or interface with the building and detail moveable items.    Uses CAD to identify major 
architectural features.Developing Objectives and Strategies:    Writes specifications for furniture and carpet contracts.    
Establishes furniture standards to ensure efficient use of space within state facilities.    Collects and records internal data 
for evaluation and planning.    Evaluates CAD software and coordinates software procurement for generating furniture 
reports.Judging the Qualities of Things, Services, or People:    Inspects the conditions of major building systems 
components to identify code violations (i.e. doorways to narrow).    Approves satisfactory completion of vendor 
work.Documenting/Recording Information:    Develops project budgets to include cost associated with each component 
of work.    Writes justification of estimated total project costs to submit for approval.    Tracks and approves 
expenditures as components of work are completed.    Documents when the furniture maintenance policy does not 
agree with the statewide contract.Getting Information:    Develops long and short range plans for the housing State 
agencies.    Interviews building tenants and building management personnel to identify known conditions having an 
impact on the project.    Evaluates facilities conditions to meet project needs.    Identifies parameters of space by 
examining documents such as lease worksheets, drawings, using established housing procedures.    Reviews survey 
sheets completed by users to obtain information about space requirements.    Compares needs assessment information 
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gathered to facility conditions to determine the type and amount of space needed.    Examines the worker and 
presumed workspace relationships to determine specific shared need and individual space needs.Thinking Creatively:    
Designs layouts of interior space of State office buildings.Evaluating Information to Determine Compliance with 
Standards:    Compares furniture maintenance policies against the statewide contract to ensure contractual agreements 
are maintained.    Makes site visits to observe and document space conditions and utilization in order to recommend 
acquisition of space based on conditions documented.    Establishes records and review CAD standards for generating 
programs and installation drawings.    Compares project plans against contractors invoices in order to approve project 
plans.    Oversees the delivery and the installation of furniture, equipment and other contracted goods and services to 
ensure items are received per invoice.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates costs of future facility planning projects.    Determines which samples from vendors will best meet the project 
requirements.    Compares architectural details to the actual space location and size to determine the usability of the 
interior space.Scheduling Work and Activities:    Assigns agency units to the specific space available.    Coordinates 
project activities in accordance with design plans.    Coordinates the work of contractors to ensure the most effective 
use of manpower and resources.    Coordinates scheduling of building owner, vendor, movers as it relates to completing 
a project.Communicating with Persons Outside Organization:    Provides excellent customer service in order to maintain 
professional working relationships.    Answers questions from contractors or building management concerning 
instructions and modifications as work progresses.    Discusses plans with user agency to reach agreement on allocated 
space and modification to plans as necessary.    Communicates with vendors to facilitate coordination and unified efforts 
as they relate to schedules and assignments for projects.    Communicates with vendors to obtain and provide required 
information, correct errors and/or for clarification purposes.Organizing, Planning, and Prioritizing Work:    Determines 
whether a sufficient supply of goods and services are readily available.    Carries out the process to procure goods and 
services that are necessary to complete a project.    Schedules the sequence, duration, and timing of tasks necessary to 
complete a particular project.    Identifies tasks, time constraints, requirements associated with a project to ensure 
schedules are prioritized.    Assigns tasks to others involved in completing the project as necessary to keep it on 
schedule.Communicating with Supervisors, Peers, or Subordinates:    Provides project updates to supervisors during 
monthly meetings.    Discusses project issues and problems with supervisors as they arise.Resolving Conflicts and 
Negotiating with Others:    Investigates complaints by clients regarding wrong quantities or quality of goods and services 
received.Coaching and Developing Others:    Mentors less experienced planners in the implementation process of a 
variety of project tasks to improve and develop their skill-sets.    Provides information to less experienced planners on 
things such as organizational culture, policies, procedures, workflow, task prioritization, and proper documentation to 
assist them in becoming more effective and efficient in working their assigned projects. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Creativity    Boss Relationships    Informing    Planning    Written Communication    
Directing Others    Time Management    Action-Oriented    Perseverance    Comfort around Higher 
ManagementKnowledge:    Knowledge of customer and personal service    Knowledge of design techniques, tools, and 
principals involved in production of blueprints and drawings related to interior designSkills:    Speaking    Operations 
Analysis    Time Management    Active Listening    Critical Thinking    Reading Comprehension    Service Orientation    
Judgment & Decision Making    Management of Financial Resources    Active LearningAbilities:    Spatial Orientation    
Visualization    Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    
Written Comprehension    Memorization 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Plotter    Auto CAD Software Programs    Archibus Software 
Programs    Measuring Scales 
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007845 - DGS INVENTORY CONTROL ASSOC 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2762 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying experience in distribution, warehouse, or fulfillment may be substituted for the required 
education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire. Examination Method: Non-Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for inventory control work of average difficulty; and performs related 
work as required.                                                                                                   Distinguishing Features: This is the 
entry/working level class in the DGS Inventory Control Series. An employee in this class completes inventory counts, 
cycle counts, order fulfillment and shipping, and ensures that pick locations are maintained for the Department of 
General Service's Centralized Distribution Center. This class differs from the DGS Inventory Control Associate 2 in that an 
incumbent in the latter performs inventory reconciliations and works with secured and controlled inventory. 
 
Work Activities: 
1. Conducts cycle counts in order to audit inventory: identifies discrepant locations and audits other like-item locations 
to initiate resolution; reports unresolvable issues to management; moves open cases to loose pick area prior to 
counting.2. Replenishes and/or consolidates product stock at loose pick storage and bulk locations: moves stock using 
motorized and non-motorized equipment; transfers products electronically into inventory control system for tracking.3. 
Receives and picks assigned orders: conducts initial review of orders to verify inventory; reports items not available or 
eligible for fulfillment to management; utilizes inventory management system to identity product location; picks correct 
inventory product and quantity according to order description; stages picked inventory with all labels facing out and like 
items grouped together.4. Packs and prepares orders for shipment: packs products according to set guidelines (e.g. 
fragile items are packed on top to prevent damage and shipping containers are chosen that allow for little or no 
movement of product); verifies delivery address by comparing packing slip to shipping label; writes order number on 
every carton for order integrity; determines carrier based on weight and price in order to facilitate the most economical 
shipping method; stages parcel shipments; generates parcel labels.5. Maintains accurate inventory of all packing 
supplies and keeps packing area stocked: submits suggested resupply orders to management.6. Aides in general 
warehouse upkeep: keeps all warehouse floors clear of obstacles and clean; removes empty pallets and moves to 
overflow area; stacks inventory in an orderly manner; stores, handles, and disposes of chemicals and/or hazardous 
materials according to OSHA guidelines.7. May conduct daily pre-inspections: completes motorized or non-motorized 
equipment checklists; reports information concerning pre-inspections to management.8. Files all warehouse related 
documents (e.g. shipping documents, fulfillment documents) according to procedures: moves documents to appropriate 
locations electronically; files all paper documents in set location. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Decision Quality Drive for Results Integrity and Trust Listening Organizational Agility 
Organizing Process Management Time ManagementKnowledge: Clerical Mathematics Production and Processing 
TransportationSkills: Active Listening Equipment Selection Judgment and Decision Making Management of Material 
Resources Mathematics Quality Control Analysis Reading Comprehension Time ManagementAbilities: Auditory 
Attention Control Precision Depth Perception Oral Comprehension Reaction Time Written Comprehension 
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Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Motorized Pallet Lift Two Wheel Dolly Convertible Hand Truck Laptop Barcode Scanner 
Wheeled Cart Ladder/Stepstool Printer Phone Scales Automated Shrink Wrapper 
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007846 - DGS INVENTORY CONTROL ASSOC 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2763 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of distribution, warehousing, or fulfillment experience. Substitution of Experience for Education: Qualifying 
experience in distribution, warehousing, or fulfillment may be substituted for the required education on a year-for-year 
basis. OR  Experience equivalent to one year as a DGS Inventory Control Specialist 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Certain positions in this class may be required to meet the following requirements: 3. Complete a criminal 
history disclosure form in a manner approved by the appointing authority.4. Agree to release all records involving their 
criminal history to the appointing authority.5. Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for inventory control work of considerable difficulty; and performs 
related work as required.                                                                                                   Distinguishing Features: This is the 
advanced working level class in the DGS Inventory Control Series. An employee in this class performs inventory cycle 
counts, order fulfillment and shipping, and inventory reconciliation for the Department of General Service's centralized 
distribution center. This class differs from the DGS Inventory Control Specialist 1 in that an incumbent of the latter is not 
responsible for secured/controlled inventory or inventory reconciliation. This class differs from the DGS Inventory 
Control Supervisor in that an incumbent of the latter is responsible for supervising a team of DGS Inventory Control 
Associates. 
 
Work Activities: 
1. Conducts inventory counts for all locations in the distribution center and monitors secured/controlled inventory: 
completes annual physical inventory; performs scheduled and unscheduled cycle counts; reports unresolvable inventory 
issues to management; moves open cases to loose pick area prior to counting; identifies discrepant locations and 
initiates resolution; maintains detailed inventory logs for secured/controlled inventory; conducts research for 
secured/controlled items based on customer requests; watches for and reports variations of temperature or security 
parameters of secure/controlled inventory.2. Receives and picks assigned orders: conducts initial review of orders to 
verify inventory; reports items not available or eligible for fulfillment to management; utilizes inventory management 
system to identity product location; picks correct inventory product and quantity according to order description; stages 
picked inventory with all labels facing out and like items grouped together.3. Packs and prepares orders for shipment: 
packs products according to set guidelines (e.g. fragile items are packed on top to prevent damage and shipping 
containers are chosen that allow for little or no movement of product); verifies delivery address by comparing packing 
slip to shipping label; writes order number on every carton for order integrity; determines carrier based on weight and 
price in order to facilitate the most economical shipping method; stages parcel shipments; generates parcel labels; 
maintains shipping records and sends copies of shipping information to customers for secured/controlled items.4. 
Replenishes and/or consolidates product at loose pick and bulk locations and replenishes items from bulk to pick areas: 
moves stock using motorized and non-motorized equipment; transfers products electronically into inventory control 
system for tracking; fills out supply form for operational supplies; receives material stock requests and orders inventory 
for the DGS Production Warehouse.5. Aides in general warehouse upkeep: keeps all warehouse floors clear of obstacles 
and clean; removes empty pallets and moves to overflow area; stores, handles, and disposes of chemicals and/or 
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hazardous materials according to OSHA guidelines.6. May conduct daily pre-inspections: completes motorized or non-
motorized equipment checklists; reports information concerning pre-inspections to management. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Decision Quality Drive for Results Integrity and Trust Listening Organizational Agility 
Organizing Process Management Time ManagementKnowledge: Clerical Customer and Personal Service Mathematics 
Production and Processing Transportation Skills: Active Listening Coordination Critical Thinking Equipment Selection 
Judgment and Decision Making Management of Material Resources Mathematics Quality Control Analysis Reading 
Comprehension Time Management Abilities: Auditory Attention Control Precision Depth Perception Information 
Ordering Mathematical Reasoning Oral Comprehension Oral Expression Reaction Time Written Comprehension 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Convertible Hand Truck Laptop 
Barcode Scanner Wheeled Cart Ladder/Stepstool Printer Phone Scales Automated Shrink Wrapper Temperature 
Recording and Monitoring Devices 
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007848 - DGS INVENTORY CONTROL MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2797 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of distribution, warehousing, or fulfillment experience; including at least one year in a supervisory role.           
Substitution of College Education for Experience: Course work credit received from an accredited college or university in 
logistics, supply chain management, or a related field may substitute for the required experience, on a year-for-year 
basis, to a maximum of two years; there being no substitution for the required supervisory experience.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for managing the Department of General Service's centralized 
distribution center; and performs related work as required.                                                                                                   
Distinguishing Features: This is the managerial level class in the DGS Inventory Control Series. An employee in this class 
oversees facility operations and services of the Department of General Service's centralized distribution center. This 
class differs from the DGS Inventory Control Supervisor in that an incumbent of the latter supervises one team within 
the distribution center. 
 
Work Activities: 
1. Oversees distribution center operations: distributes daily work assignments to staff based on the number of customer 
orders and priorities for the day; reviews invoices, pick plans, reports, or other records to estimate peak delivery and 
demand periods; monitors receipt, storage, retrieval, and timely fulfillment of items; reviews policies and procedures; 
makes recommendations for operational improvements, including equipment acquisition, repair, and replacement; 
implements improvement plans; revises workflows in accordance with customer requirements; reviews and approves all 
supply orders for the facility; communicates any changes with staff; oversees secure/controlled area; serves as first 
point of contact for security service for intrusion, temperature excursion alarms, and escalating situations for the 
secured/controlled area.2. Manages supervisory staff in the distribution center: develops job performance plans; 
documents performance; provides performance feedback and developmental guidance; makes recommendations 
related to hiring, demotions, promotions, and dismissals; evaluates and maintains performance standards for all 
operational staff.3. Manages inventory and stock: works with clients to set inventory parameters to avoid out of stock 
and overstocked situations; consults with agency liaisons to ensure inventory stock remains active and turnover remains 
in line with industry standards; identifies stocked items that have fallen below systematic reorder point; oversees and 
approves orders for restocking; conducts spot check inventory audits; audits inventory movement in and out of 
operational facility; ensures client billing for storage of inactive items is justified; analyzes inventory and billing 
variances; schedules and oversees inventory counts; audits environmental controls and inventory logs for items in the 
secured/controlled area and ensures that controls are in compliance.4. Consults with clients regarding services offered: 
markets services available; educates clients about processes; surveys and creates records regarding needs, complaints, 
and suggestions from clients; communicates and resolves any delays or complications with client's order; investigates 
and resolves complaints from clients; partners with clients to explore modifying or adding to current services.5. Ensures 
the safeguard of the distribution center: develops, implements, and enforces warehouse safety and security policies; 
reviews, establishes, monitors, and enforces security procedures and protocols; maintains a clean and safe facility; 
enforces OSHA/TOSHA safety guidelines; makes recommendations to the director for all repairs or replacement items; 
inspects physical conditions of the facility, delivery vehicles, and equipment used.6. Prepares and maintains reports and 
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documents regarding operations: compiles cost, expenditures, overages and damaged product data; assesses inventory 
turnover and produces monthly billing costs for overage and stagnant inventory for each client; prepares and maintains 
reporting for annual inventory and regular cycle counts; submits detailed summary reports monthly to management for 
inventory metrics related to the distribution center; analyzes results of data collected and makes recommendations for 
mitigating negative results identified.7. Trains facility personnel and customers on distribution operations: instructs 
personnel on inventory processes, inventory management software, and safety and security requirements; educates 
clients about inventory management tools and systematic inquiry and requisitions. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Comfort Around Higher Management Problem Solving Customer Focus Decision Quality 
Delegation Developing Direct Reports and Others Priority Setting Timely Decision Making Process Management 
Knowledge: Administration and Management Customer and Personal Service Economics and Accounting Education and 
Training Mathematics Personnel and Human Resources Production and Processing Public Safety and Security 
Transportation Skills: Active Listening Judgment and Decision Making Management of Material Resources Management 
of Personnel Resources Mathematics Monitoring Operation and Control Operations Analysis Quality Control Analysis 
Service Orientation Abilities: Deductive Reasoning Dynamic Flexibility Fluency of Ideas Information Ordering 
Mathematical Reasoning Problem Sensitivity Speed of Closure Time Sharing Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Forklift mmamamamammdjkdf4Motorized Pallet Jack MotorizeamdmdmdmjslkdjlsjlaajlaManual Pallet Jack Motorized 
Pallet Lift Two Wheel Dolly Convertible Hand Truck Laptop Barcode Scanner Wheeled Cart Ladder/Stepstool Printer 
Phone Scales Automated Shrink Wrapper Temperature Recording and Monitoring Devices 
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007847 - DGS INVENTORY CONTROL SUPV 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2796 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of distribution, warehousing, or fulfillment experience.   Substitution of Experience for Education: Qualifying 
experience in distribution, warehousing, or fulfillment may be substituted for the required education on a year-for-year 
basis. OR  Experience equivalent to one year as a DGS Inventory Control Associate 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements: 1. Have a valid motor 
vehicle operator license.2. Complete training and obtain certification as a Powered Industrial Truck Operator within a 
year of hire.Certain positions in this class may be required to meet the following requirements: 3. Complete a criminal 
history disclosure form in a manner approved by the appointing authority.4. Agree to release all records involving their 
criminal history to the appointing authority.5. Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check.Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for inventory control work of considerable difficulty and supervisory 
work of average difficulty; and performs related work as required.                                                                                                   
Distinguishing Features: This is the supervisory level class in the DGS Inventory Control Series. An employee in this class 
supervises DGS Inventory Control Associates, audits inventory and finalizes the fulfillment process for the Department of 
General Service's Centralized Distribution Center. This class differs from the DGS Inventory Control Specialist 2 in that an 
incumbent of the latter functions at the working level with no supervisory duties. This class differs from the DGS 
Inventory Control Manager in that an incumbent of the latter is responsible for overseeing the operations of the 
Department of General Service's Centralized Distribution Center. 
 
Work Activities: 
1. Monitors the receiving, storing, and shipping of products or materials: audits picked orders, inventory, and products 
ready for shipment; communicates changes in orders with staff; uses daily job logs to monitor customer orders; 
conducts the systematic receiving of inventory; tracks inbound inventory and sends to billing; inspects powered 
industrial trucks; monitors and investigates variations of temperature or security parameters for secured/controlled 
inventory; reviews and updates standard operating procedures.2. Supervises assigned staff in the distribution center: 
develops job performance plans; documents performance; provides performance feedback and developmental 
guidance.3. Leads inventory counts: completes annual physical inventory; schedules cycle counts; assigns staff sporadic 
cycle counts; reconciles discrepant inventory; ensures accuracy of products ordered and placed into and taken out of 
inventory by reviewing physical and systematic inventory movement; reviews logs of secured/controlled inventory for 
accuracy and completion.4. Receives and assigns pick orders to staff: reviews order for any initial issues; resolves 
reported issues on order pick plans; calls customers regarding orders; corrects systematic ordering quantities and units 
of measure; cancels order lines to reflect actual quantities picked; makes adjustments for variations in inventory due to 
workflow variations.5. Reviews picked orders for accuracy and finalizes orders for shipment: confirms correct carrier is 
being used; resolves issues with shipping address discrepancies; verifies products were picked accurately; confirms 
shipment systematically to deplete inventory levels.6. Trains staff on inventory, order fulfillment and shipping processes: 
demonstrates and instructs staff on how to set up and operate motorized and non-motorized equipment; instructs staff 
on the processes of completing an order; teaches staff how to perform inventory counts; provides frequent and 
reoccurring training and information regarding safety guidelines for operating equipment. 
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Competencies (KSA’s): 
Competencies: Action Oriented Approachability Building Effective Teams Conflict Management Customer Focus Decision 
Quality Integrity and Trust Listening Organizational Agility Priority SettingKnowledge: Administration and Management 
Clerical Customer and Personal Service Mathematics Personnel and Human Resources Production and Processing 
Transportation Skills: Active Listening Coordination Critical Thinking Judgment and Decision Making Operation 
Monitoring Quality Control Analysis Service Orientation Speaking Time Management Troubleshooting Abilities: Auditory 
Attention Control Precision Deductive Reasoning Information Ordering Mathematical Reasoning Oral Comprehension 
Oral Expression Reaction Time Speech Clarity Written Comprehension 
 
Tools and Equipment Used: 
 Forklift Motorized Pallet Jack Manual Pallet Jack Motorized Pallet Lift Two Wheel Dolly Convertible Hand Truck Laptop 
Barcode Scanner Wheeled Cart Ladder/Stepstool Printer Phone Scales Automated Shrink Wrapper Temperature 
Recording and Monitoring Devices 
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076454 - DGS LAND AGENT 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4255 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076452 - DGS LEASING ADMINISTRATION MGR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4253 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076451 - DGS LEASING AGENT 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4252 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076453 - DGS LEASING COORDINATOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4254 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079428 - DGS LOGISTICS ASSISTANT DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  9222 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework from an accredited college or 
university and experience equivalent to five years of full-time distribution, inventory management and/or material 
handling, two of which must include supervisory experience.Substitution of Education for Experience: Additional 
coursework from an accredited college, university, or technical institute in logistics, supply chain or transportation or 
other business related field may be substituted for the required non-supervisory experience on a year-for-year basis, to 
a maximum of two years, there being no substitution for the required two years of supervisory experience.Substitution 
of Experience for Education: Qualifying full-time distribution, inventory management and/or material handling 
experience may be substituted for the required education on a year-for-year basis, to a maximum of two years.   
 
Other Requirements: 
Neccesary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial logistics work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the second managerial level class in the DGS Logistics 
Series. An employee in this class assists in directing the staff and operations for incoming mail deliveries and warehouse 
and distribution workflow, splitting time between the two sections. This class differs from other classes with the DGS 
mail services division in they function in a routine capacity with less oversight responsibility.   
 
Work Activities: 
 Oversees on-time delivery of incoming mail to state agencies within the Metro-Nashville/Davidson County area. 
Oversees screening of all mail before delivery to members of the Legislature and to the Governor’s Office, including 
initiating shut down and the documented investigative process when an issue occurs.  Oversees management of 
warehouse and distribution center. Oversees on-time delivery of commercial and transactional print jobs. Oversees 
inventory management to meet production deadlines, utilizing Edison and other inventory management software.  
Coordinates year-end inventory to meet internal audit guidelines.  Investigates complaints from customers, takes steps 
to resolve promptly and follows up to make sure they are satisfied with the resolution.  
 
Competencies (KSA’s): 
Competencies: Customer Focus Business Acumen Decision Quality Priority Setting Developing Direct 
Reports/OthersKnowledge: Customer Service Administration and Management Production and Processing  
Transportation  Public Safety and Security Skills: Critical Thinking Operation and Control Management of Material 
Resources Management of Personnel Resources Coordination Negotiation Complex Problem Solving Quality Control 
Analysis Troubleshooting Judgment and Decision Making Instructing Time Management  Abilities: Deductive Reasoning 
Oral Comprehension Oral Expression Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Forklift Pallet Jack  
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002656 - DGS MAIL SERVICES ASSIST DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2617 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of mail processing, mail delivery, postal services, any administrative support, or production work involving 
setting up, operating or monitoring machines, or hand production work.  At least four years of the above experience 
must include mail processing, mail delivery, or postal services work. Substitution of Experience for Education: Qualifying 
experience in mail processing, mail delivery, postal services, any administrative support, or production work involving 
setting up, operating or monitoring machines, or hand production work may substitute for the required education on a 
year for year basis. Substitution of Education for Experience:  None. Non-Substitutable Experience: Four years of mail 
processing, mail delivery, or postal services work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail service managerial work of average difficulty in assisting in 
directing statewide mail service operations and performs related work as required. Distinguishing Features:  An 
employee in this class is responsible for providing leadership and assisting the DGS Mail Services Director in the mail 
service operations for either the Incoming Mail unit or Outgoing Mail unit. An employee in this class may also have 
direct oversight of the USPS Contract Postal Unit (CPU). This class differs from that of DGS Mail Processing Manager in 
that an incumbent of the latter is responsible for managing supervisors who oversee a single team within a work unit.  
This class differs from that of DGS Mail Services Director in that the incumbent of the latter is responsible for providing 
leadership and directing all mail service business operations related to state service. 
 
Work Activities: 
Coaching and Developing Others:    Conducts Performance Evaluations for all assigned staff.    Mentors supervisors 
regarding performance management to increase their knowledge and skill base.    Mentors subordinate staff by 
providing feedback on organizational culture, chain of command, task prioritization, and how to most effectively and 
efficiently perform their assigned tasks.    Identifies the developmental needs of staff and direct reports to improve their 
knowledge and skills.Scheduling Work and Activities:    Coordinates staffing and schedules to respond to unexpected 
crisis situations (e.g., power outage, flooding, and water damage).    Determines processing timeline & staffing needs to 
meet long range mail production goals.    Determines the need to reassign staff to ensure coverage when personnel are 
out and coverage is necessary.    Coordinates staff training times with department training officers' schedules in order to 
maintain uninterrupted mail service. Resolving Conflicts and Negotiating with Others:    Observes mail room operations 
and staff interactions in order to defuse potential problems.    Educates staff on what constitutes a respectful and safe 
work environment to minimize disputes and facilitate performance within the Postal Division. Inspecting Equipment, 
Structures, or Material:    Inspects equipment, plant structures, and/or material for safety, viability, and usability in daily 
operations. Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships 
with peers, direct reports, staff, vendors, and with upper management to ensure smooth and effective team operations.    
Networks with internal and external business partners to ensure open dialogues exist.    Negotiates and cooperates with 
customers to accommodate special mail service needs (e.g., deliveries, timeline for mail processing). Training and 
Teaching Others:    Provides oversight & instruction on the use of bio-hazard equipment (e.g., x-ray, sanitizer) and any 
related procedures.    Provides on the job training to new employees.    Ensures employees within the unit have been 
cross trained.    Serves as the Postal Division training coordinator. Communicating with Persons Outside Organization:    
Develops and maintains good working relationship with USPS officials and all internal and external customers    Serves as 
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a back-up on call problem resolution specialist for DGS Postal Services.    Communicates with vendors regarding services 
and products provided to Postal Services (e.g., equipment maintenance).    Communicates with customers to resolve any 
service related issue regarding the mail (e.g., count discrepancies, order accuracy, route timeframes).    Communicates 
with agency customers regarding service level pricing. Identifying Objects, Actions, and Events:    Reviews the final order 
of assigned jobs to be completed on mail processing equipment in order to maximize efficiencies in processing.    
Conducts random inspections of sorted incoming letter case mail and presorted out-going letter mail to ensure it is 
properly categorized for the correct delivery destination. Communicating with Supervisors, Peers, or Subordinates:    
Apprises the director of daily production, staffing, and operations to address any identified issues or problems.    
Disseminates information from Homeland Security regarding suspicious packages or letters.    Discusses prioritizing jobs, 
delivery & processing timelines, and other time sensitive processes with supervisors & management.    Disseminates to 
direct reports information involving route change, customer location change, and other necessary information in order 
to accurately deliver mail.    Meets with supervisors to address changes to policies, procedures, rules, regulations, or any 
state statues that effect the division. Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Provides consultation to agency customers at the design phase for new or modified mailing projects submitted by 
customers.    Compiles delivery time frame information collected for the division to assess whether customer requests 
can be accommodated.    Provides mailing cost estimates to agency customers based on size, distance, route changes, 
and quantity of items to be processed. Documenting/Recording Information:    Records complaints from customers 
regarding mail related operations in order to address and resolve the issue with the employee. Staffing Organizational 
Units:    Conducts interviews to determine and make a recommendation on which candidates are best when filling 
positions.    Identifies promotional opportunities within the division to develop and enhance the current talent pool.    
Screens applications and resumes in order to identify appropriate candidates.    Consults with agency HR division when 
necessary to recruit applicants, particularly for hard to fill positions. Monitoring Processes, Materials, or Surroundings:    
Monitors mailing materials (e.g., paper, envelopes) to ensure compatibility with mail processing equipment.    Monitors 
production processes randomly to ensure compliance with USPS mail standards.    Monitors incoming mailings randomly 
to ensure correct postal slips accompany each mailing for proper billing of services. Getting Information:    Reviews logs 
for “protected” mail to ensure compliance with HIPPA and state regulations.    Reviews equipment service call 
sheets/forms to ensure contract compliance for equipment maintenance.    Reviews monthly postage sales, unit 
overages and shortages to verify compliance with United States Postal Service (USPS) policy and for internal audit 
purposes.    Reviews forms, maintenance schedules, and internal records in order to provide oversight of mail processing 
equipment and mail operations.    Receives invoices for products and services purchased by division procurement 
officer.    Monitors daily job delivery logs to ensure all anticipated jobs have been delivered as scheduled.    Collects 
information regularly from customer agencies to accommodate mail services and billing needs.    Reviews agency 
requests for extended services in order to bill appropriately.    Reviews mail processing information forms monthly to 
ensure that the forms are being used consistently and accurately by the customer.    Reviews reconciliation/verification 
process of postage dollars and pieces processed from the previous day for audit purposes.    References daily manifest 
reports as necessary for any customer inquiry (e.g., track receipt of mail piece).    Reviews daily production reports in 
order to monitor mail volumes and workflow to determine peaks and trends. Performing Administrative Activities:    
Oversees the supervision of incoming and out-going mail services for the division.    Serves as Manager for the State 
Capitol Contract Postal Unit (State Post Office).    Serves as the HR liaison for Postal Services.    Supervises clerical staff.    
Responds to emails, phone calls, and other correspondence as required.    Enters performance documents according to 
state policy and procedures into state system.    Enters and approves leave and attendance for direct reports. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Ethic & Values    Integrity & Trust    Business Acumen    Functional/Technical 
Competency    Timely Decision Making    Managing Diversity    Managing Vision & Purpose    Conflict Management    
Managerial Courage    Political Savvy    Composure    Fairness to Direct Report    Interpersonal Savvy    Innovation 
Management    Developing Direct Reports & Others    Process Management    Hiring & Staffing    Comfort around Higher 
Management    Building Effective Teams    Presentation Skills    Drive for ResultsKnowledge:    Customer & Personal 
Services    Administrative & Management    Production & Processing    Clerical Skills:    Active Learning    Speaking    
Active Listening    Writing    Instructing    Judgment & Decision Making    Management of Personnel Resources    Reading 
Comprehension    Quality Control Analysis    Management of Material Resources    Time Management    Critical Thinking    
Monitoring    Systems Evaluation Abilities:    Oral Expression    Written Expression    Written Comprehension    Oral 
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Comprehension    Deductive Reasoning    Number Facility    Speech Clarity    Speech Recognition    Problem Sensitivity    
Originality    Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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002657 - DGS MAIL SERVICES DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2525 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075310 - DGS MARKETING MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3684 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076468 - DGS POLICY MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4266 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002653 - DGS POSTAL SERVICES ASSOCIATE 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2624 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, mail delivery, or postal services work. Substitution of Experience for Education: Qualifying 
experience in mail processing, mail delivery, postal services, any administrative support, or production work involving 
setting up, operating or monitoring machines, or hand production work may substitute for the required education on a 
year for year basis. Substitution of Education for Experience:  None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for postal transaction duties of average difficulty and performs 
related work as required. Distinguishing Features: This is a working/lead level class in the DGS mail processing subseries. 
An employee in this class is responsible for postal services via the Contract Postal Unit (CPU) under the authority of the 
United States Postal Services (USPS). This includes handling all customer postal transactions (e.g., selling postage 
stamps, money orders, mailing envelops, and explaining post office regulations to customers) and training new staff. 
This class differs from that of DGS Mail Processing Associate 2 in that an incumbent of the latter does not carry out CPU 
operations. This class differs from DGS Mail Processing Supervisor in that an incumbent of the latter is responsible for 
supervisory work. 
 
Work Activities: 
Documenting/Recording Information:    Reconciles cash receipts for money orders and checks.    Inventories and records 
all postal stock and cash to prepare and complete the USPS and internal financial reports.    Posts items of value as they 
are sold to the USPS register book to create a chain of accountability.    Secures items of value in a regulated bag.    
Inventories stock and requisitions for new stock as needed.    Maintains records related to sales.    Labels items of value 
in order to assign a tracking number. Updating and Using Relevant Knowledge:    Maintains knowledge of USPS policies 
regarding security practices.    Maintains knowledge of USPS policies regarding payments and exchanges.    Maintains 
knowledge of current sales and promotions related to USPS merchandise and special services. Processing Information:    
Computes charges for merchandise or services and receive payments for sales transactions.    Keeps records of money 
order and check transactions in order to comply with USPS compliance requirements.    Prepares sales receipts upon 
request.  Communicating with Persons Outside Organization:    Interacts with customers to explain fees, policies, and 
procedure for mailing products.    Provides information about postal items for sale, such as product availability, 
description, etc.    Provide customer service by greeting and assisting customers, and responding to customer inquiries 
and complaints. Identifying Objects, Actions, and Events:     Describes merchandise and explain use, operation, and care 
of merchandise to customers.    Recommends, selects, and helps locate or obtain merchandise based on customer needs 
and desires. Performing General Physical Activities:     Transports drawer containing the day’s cash and stock from safe 
to counter in order to load or unload for the day.    Bends and stoops to empty “collection” mailbox.    Lifts boxes and 
packages in order to put them on the scales for weight determination.    Lifts mail tubs in order to retrieve, separate, 
and sort counter mail. Inspecting Equipment, Structures, or Material:     Inspects packages to ensure items comply with 
USPS regulations for mailing.    Inspects “ready to mail” packages and asks customers direct questions regarding to 
ensure packages comply with USPS safety regulations. Performing for or Working Directly with the Public:    Greets 
customers and discusses the type, quality and quantity of merchandise needed.    Displays advertisements to showcase 
new merchandise. Communicating with Supervisors, Peers, or Subordinates:     Communicates to supervisor when 
assistance with a difficult customer arises.    Communicates to supervisor when exchange for smaller denomination and 
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coins are needed for business operations.    Provides emails to supervisor to identify preferred designs for stock 
requisitions. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Customer Focus    Ethics and Values    Integrity and Trust    
Approachability    Boss Relationships    Interpersonal Savvy    Self-Knowledge    Intellectual Horsepower    Technical 
Learning    Perseverance  Knowledge:    Customer & Personal Service    Clerical    Sales & Marketing Skills:    Service 
Orientation    Critical Thinking    Reading Comprehension    ActiveListening    Monitoring    Speaking Abilities:    Number 
Facility    Finger Dexterity    Near Vision    Speech Clarity    Speech Recognition    Oral Comprehension    Oral Expression    
Problem Sensitivity    Written Comprehension    Manual Dexterity    Extent Flexibility    Static Strength 
 
Tools and Equipment Used: 
    Computer    Postage Scale    Adding Machine    Copier    Money Order Machine    Telephone    Fax Machine    Printer 
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075712 - DGS PROCUREMENT COMPLIANCE SPC 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4104 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075709 - DGS PROCUREMENT EXECUTIVE DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4097 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075718 - DGS PROCUREMENT PRGM TEAM LEAD 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4108 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075720 - DGS PROCUREMENT PROGRAM DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4109 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.  The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075710 - DGS PROCUREMENT SUPPORT ASST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4098 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075716 - DGS PROCUREMENT SYSTEMS ANLYST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4106 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075717 - DGS PROCUREMENT SYSTEMS MGR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4107 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062511 - DGS PRODUCTION ASSISTANT DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1667 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of mail processing, postal services, printing services, production work involving setting up, operating or 
monitoring machines, bindery work including at least three years of production supervisory or managerial work. 
Substitution of Education for Experience: Additional qualifying coursework at an accredited college, university, technical 
institute, business school, or vocational or trade school in graphic arts, printing or a related field may be substituted for 
the required experience on a year-for-year basis, to a maximum of two years, there being no substitution for the 
required supervisory experience.   
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:   
Complete a criminal history disclosure form in a manner approved by the appointing authority. Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, assists in directing production work of considerable difficulty; and performs 
related work as required.                                                                                                   Distinguishing Features: This is the 
second managerial class in the Production series. An employee in this class assists with the management and direction 
of production operations and services. This class differs from that of a Production Manager in that an incumbent of the 
latter is responsible for managing supervisors who oversee a single team within a work unit.  
 
Work Activities: 
1. Assists in the direction of operations for assigned production area: develops short and long term divisional goals; 
reviews the final order of assigned jobs; conducts random inspections; establishes policies and procedures for 
monitoring quality of work; conducts production meetings and follow ups on all critical jobs; manages workflow 
processes and implements changes to improve quality and turnaround time; utilize workflow software to schedule and 
track jobs throughout the production process; coordinates workload with internal and external business partners; 
adjusts production schedules to ensure customer deadlines are consistently met.2. Consults with clients about 
production services: educates clients about services provided; surveys clients regarding needs, complaints, and 
suggestions; communicates and resolves any delays or complications with client's order; investigates and resolves 
complaints from clients.3. Reviews daily and monthly production reports: determines processing timelines and staffing 
needs; compiles delivery time frame information; determines peaks and trends; analyzes financial reports to identify 
and correct issues; monitors delivery and job turnaround time metrics and notifies Director if goals are not being met.4. 
Collaborates with procurement personnel in the preparation of specifications and contracts for equipment and services; 
approves all purchase requisitions for the division.5. Researches market trends and the availability of new equipment 
and software to stay up-to-date with the latest technology.6. Develops job performance plans, documents performance; 
provides performance feedback and developmental guidance for assigned subordinates. 
 
Competencies (KSA’s): 
Competencies: Developing Direct Reports and Others Business Acumen Decision Quality Managerial Courage Customer 
Focus Delegation Drive for Results Hiring and Staffing Written Communications PlanningKnowledge: Administration and 
Management Safety and Security Mechanical Mathematics Production and Processing Customer and Personal 
ServiceSkills: Management of Financial Resources Management of Material Resources Management of Personnel 
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Resources Complex Problem Solving Equipment Selection Systems Evaluation Operation and Control Quality Control 
Analysis Instruction Time Management TroubleshootingAbilities: Written Expression Deductive Reasoning Mathematical 
Reasoning Visual Color Discrimination Time Management Written Comprehension Oral Comprehension Oral Expression 
Problem Sensitivity Stamina 
 
Tools and Equipment Used: 
 Computer Telephone Printer Print/Mail Management Software 
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062510 - DGS PRODUCTION MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1820 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of mail processing, postal services, printing services, production work involving setting up, operating or 
monitoring machines, bindery, or hand production work including at least two years of production supervisory or 
managerial work. Substitution of Experience for Education: Qualifying experience in mail processing, postal services, 
printing services, production work involving setting up, operating or monitoring machines, bindery, or hand production 
work may substitute for the required education on a year for year basis. Substitution of Education for Experience: 
Additional qualifying coursework at an accredited college, university, technical institute, business school, or vocational 
or trade school in graphic arts, printing or a related field may be substituted for the required experience on a year-for-
year basis, to a maximum of two years, there being no substitution for the required supervisory experience.   
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:   
Complete a criminal history disclosure form in a manner approved by the appointing authority. Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs production managerial work of considerable difficulty; and performs 
related work as required.                                                                                                   Distinguishing Features: This is the 
managerial level class in the Production series. An employee in this class manages operations in a production area. This 
class differs from that of a Production Supervisor in that an incumbent of the latter functions as a first level supervisor.  
 
Work Activities: 
1. Oversees the operations for assigned production area: monitors quality of completed products; conducts production 
meetings and follow ups on all critical jobs; evaluates workflow processes and implements changes to improve quality 
and turnaround time; utilize workflow software to schedule and track jobs throughout the production process; 
coordinates workload with internal and external business partners.2. Consults with clients about production services: 
informs clients about services provided; surveys clients regarding needs, complaints, and suggestions; communicates 
and resolves any delays or complications with client's order; investigates complaints from clients.3. Compiles monthly 
production reports and presents information to keep upper management abreast of daily production operations and to 
identify any issues or problems that need addressed.4. Assist upper management and procurement personnel in the 
preparation of specifications and contracts for equipment and services.5. Researches market trends and the availability 
of new equipment and software to stay up-to-date with the latest technology.6. Develops job performance plans, 
documents performance; provides performance feedback and developmental guidance for assigned subordinates.  
 
Competencies (KSA’s): 
Competencies: Developing Direct Reports and Others Delegation Decision Quality Managerial Courage Customer Focus 
Boss Relationships Drive for Results Hiring and Staffing Written Communications Planning Knowledge: Administration 
and Management Public Safety and Security Mechanical Mathematics Production and Processing Customer and 
Personal Service Skills: Management of Financial Resources Management of Material Resources Management of 
Personnel Resources Complex Problem Solving Equipment Selection Operation and Control Quality Control Analysis 
Instruction Time Management Reading Comprehension Abilities: Written Expression Deductive Reasoning Mathematical 
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Reasoning Visual Color Discrimination Speech Recognition Written Comprehension Oral Comprehension Oral Expression 
Stamina Manual Dexterity Finger Dexterity 
 
Tools and Equipment Used: 
 Computer Telephone Printer Basic Hand Tools (i.e. wrench, screw driver, pliers) Hand Held Power Tools (i.e. drills, 
grinders) Stitcher Collator Large Paper Cutters Multiple Fold Folder Trimmer Machinery Off-Set Printing Presses Digital 
Printing Presses Continuous Printing Presses High Speed Computerized/Electronic Mail Machinery 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062509 - DGS PRODUCTION SUPERVISOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1801 
 
Minimum Qualifications: 
 Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to three years of mail processing, postal services, printing services, production work involving setting up, operating or 
monitoring machines, bindery machine operation, or hand production work. Substitution of Experience for Education: 
Qualifying experience in mail processing, postal services, printing services, production work involving setting up, 
operating or monitoring machines, bindery machine operation, or hand production work may substitute for the required 
education on a year for year basis. Substitution of Education for Experience: Additional qualifying coursework at an 
accredited college, university, technical institute, business school, or vocational or trade school in graphic arts, printing 
or a related field may be substituted for the required experience on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:  
Complete a criminal history disclosure form in a manner approved by the appointing authority.  Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for production work of considerable difficulty and supervisory work 
of average difficulty; and performs related work as required.                                                                                                   
Distinguishing Features: This is the supervisory level class in the Production series. An employee in this class supervises 
employees and operates production machinery. This class differs from that of a Production Technician 3 in that an 
incumbent of the latter functions as a lead level with no supervisory duties. This class differs from that of a Production 
Manager in that an incumbent of the latter is responsible for a greater scope of supervisory responsibilities and business 
operation functions.  
 
Work Activities: 
Monitors the operations for assigned production area: assigns work activities; assesses incoming jobs for materials 
needed and time required to process jobs, conducts frequent walk-throughs; performs random quality checks; 
communicates production or priority changes with staff; schedules jobs; reviews reports and adjusts operations 
accordingly to improve efficiency.2. Supervises staff operating production machines and equipment: develops job 
performance plans, documents performance; provides performance feedback and developmental guidance for assigned 
subordinates.3. Trains staff on production machines and equipment: demonstrates and instructs staff on how to set up 
and operate offset presses, digital and continuous sheet fed presses, mail processing machines, and bindery equipment 
and machines; instructs staff on the processes of completing an order; cross train employees to encourage skill 
development and preparation for advancement; provides frequent and reoccurring training and information regarding 
safety guidelines for operating equipment.4. Evaluates reported errors when machines fail to operate: replaces and 
installs various machine components; repairs minor mechanical problems; contacts vendor about errors or malfunctions 
that need escalated; determines what necessary computer adjustments are required; researches and assists in contract 
renewals for maintenance.5. Documents and reviews documentation provided by staff to create production and 
operational reports: writes up product purchase forms for procurement officers so that adequate parts are ordered for 
equipment; keeps monthly log of maintenance calls; records job statuses.6. Operates and maintains mail processing 
machines, offset presses, digital sheet fed and/or continuous roll fed presses, and bindery equipment and machines. 
 
Competencies (KSA’s): 
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Competencies: Developing Direct Reports and Others Delegation Decision Quality Customer Focus Boss Relationships 
Drive for Results Hiring and Staffing Motivating Others Written Communications Planning Knowledge: Administration 
and Management Mechanical Mathematics Production and Processing Customer and Personal Service Skills: Operation 
and Control Operation Monitoring Persuasion Quality Control Analysis Instruction Repairing Troubleshooting 
Mathematics Time Management Reading Comprehension Abilities: Written Expression Deductive Reasoning 
Mathematical Reasoning Visual Color Discrimination Speech Recognition Written Comprehension Oral Comprehension 
Oral Expression Stamina Manual Dexterity Finger Dexterity 
 
Tools and Equipment Used: 
 Computer Telephone Printer Basic Hand Tools (i.e. wrench, screw driver, pliers) Hand Held Power Tools (i.e. drills, 
grinders) Stitcher Collator Large Paper Cutters Multiple Fold Folder Trimmer Machinery Off-Set Printing Presses Digital 
Printing Presses Continuous Printing Presses High Speed Computerized/Electronic Mail Machinery 
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062506 - DGS PRODUCTION TECHNICIAN 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1767 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying experience in mail processing, postal services, printing services, production scanning, 
production work involving setting up, operating or monitoring machines, bindery machine operation, or hand 
production work may substitute for the required education on a year for year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:  
Complete a criminal history disclosure form in a manner approved by the appointing authority. Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Non-Competitive Selection for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for production work of routine difficulty; and performs related 
work as required.                                                                                                   Distinguishing Features: This is the entry level 
class in the Production series. An employee in this class learns to operate production machines. This class differs from 
the Production Technician 2 in that an incumbent of the latter is responsible for operating and maintaining production 
machinery at a working level.  
 
Work Activities: 
1. Scans documents into various formats: preps work to be scanned; types in indexing information for documents.2. 
Assists in operating mail processing machines: enters data into sorters, inserting machines, and mail metering machines; 
installs fold plates in the inserting machines; monitors machine during processing of the mail for sufficient inserts, scan 
mark errors, or machine problems that would cause the machine to jam or stop.3. Assists in binding paper together 
using a variety of methods (i.e. punching holes and inserting plastic combs, stitching, gluing and padding and plastic 
shrink wrapping): collates papers into correct order; cuts paper to correct size and trim finished products; operates 
bindery machinery; boxes and labels jobs for delivery.4. Assists in operating offset, digital sheet fed and/or continuous 
roll fed press: prepares equipment for processing jobs; changes blankets, photo receptive belts, toner cartridges, waste 
containers, and roller covers; performs quality checks of correctness of color, ink density, paper size/color, finish and 
registration; cleans ink fountain, plates and printing unit cylinders.5. Documents information into electronic tracking 
systems and/or on paper forms to be used for production and operational reports: completes mail processing 
information forms, technical call sheets, maintenance checklist form, and daily close out forms; records ascending and 
descending readings from postage meters; completes request form for supplies needed; documents daily impression 
count; records information on job ticket to verify copies printed and number of plates used. 
 
Competencies (KSA’s): 
Competencies: Approachability Composure Customer Focus Integrity and Trust Listening Technical Learning Time 
ManagementKnowledge: Mechanical Mathematics Production and Processing Customer and Personal ServiceSkills: 
Mathematics Operation and Control Operation Monitoring Time Management Reading Comprehension Active 
LearningAbilities: Finger Dexterity Manual Dexterity Mathematical Reasoning Multilimb Coordination Visual Color 
Discrimination Rate Control Speech Recognition Static Strength Trunk strength Written Comprehension Oral 
Comprehension Oral Expression Stamina 
 
Tools and Equipment Used: 
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 Computer Telephone Printer Basic Hand Tools (i.e. wrench, screw driver, pliers) Hand Held Power Tools (i.e. drills, 
grinders) Stitcher Collator Large Paper Cutters Multiple Fold Folder Trimmer Machinery Off-Set Printing Presses Digital 
Printing Presses Continuous Printing Presses High Speed Computerized/Electronic Mail Machinery 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062507 - DGS PRODUCTION TECHNICIAN 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1779 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of mail processing, postal services, printing services, production scanning, production work involving setting 
up, operating, or monitoring machines, bindery machine operation, or hand production work. Substitution of Experience 
for Education: Qualifying experience in mail processing, postal services, printing services, production scanning, 
production work involving setting up, operating or monitoring machines, bindery machine operation, or hand 
production work may substitute for the required education on a year for year basis. Substitution of Education for 
Experience: Additional qualifying coursework at an accredited college, university, technical institute, business school, or 
vocational or trade school in graphic arts, printing or a related field may be substituted for the required experience on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:  
Complete a criminal history disclosure form in a manner approved by the appointing authority. Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for production work of average difficulty and performs related work 
as required.                                                                                                   Distinguishing Features: This is the working level class 
in the Production series. An employee in this class operates and maintains production machinery. This class differs from 
that of a Production Technician 1 in that an incumbent of the latter functions at the entry/learning level. This class 
differs from that of a Production Technician 3 in that an incumbent of the latter is responsible for performing production 
work of considerable difficulty and leading others.  
 
Work Activities: 
1. Operates and maintains mail processing machines: enters data into sorters, inserting machines, and mail metering 
machines; installs fold plates in the inserting machines; replaces and installs various machine components (e.g. printer 
heads, ram blades, roller auxiliary feeder); monitors machine during processing of the mail for sufficient inserts, scan 
mark errors, or machine problems that would cause the machine to jam or stop.2. Binds paper together using a variety 
of methods (i.e. punching holes and inserting plastic combs, stitching, gluing and padding and plastic shrink wrapping): 
collates papers into correct order; cuts paper to correct size and trim finished products; operates bindery machinery; 
boxes and labels jobs for delivery.3. Operates and maintains offset, digital sheet fed and/or continuous roll fed press: 
prepares equipment for processing jobs; changes blankets, photo receptive belts, toner cartridges, waste containers, 
rollers, roller covers; performs quality checks of correctness of color, ink density, paper size/color, finish and 
registration; cleans ink fountain, plates and printing unit cylinders; utilizes print impositioning software to manipulate 
digital files.4. Scans documents into various platforms: preps work to be scanned; recycles, destroys, or stores files after 
scanned; types in indexing information for documents.5. Documents information into electronic tracking systems and/or 
paper forms to be used for production and operational reports: completes mail processing information forms, technical 
call sheets, maintenance checklist form, and daily close out forms; records ascending and descending readings from 
postage meters; completes request form for supplies needed; documents daily impression count; records information 
on job ticket to verify copies printed, number of plates used and pounds of ink used.6. Routinely communicates with 
supervisor to provide information related to machine errors, repairs, and heavy workloads.  
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Competencies (KSA’s): 
Competencies: Approachability Composure Customer Focused Integrity and Trust Listening Technical Learning Time 
Management Action Oriented Functional/Technical Competency Knowledge: Mechanical Mathematics Production and 
Processing Customer and Personal Service Skills: Equipment Maintenance Mathematics Operation Control Operation 
Monitoring Time Management Reading Comprehension Abilities: Finger Dexterity Manual Dexterity Mathematical 
Reasoning Multilimb Coordination Visual Color Discrimination Rate Control Speech Recognition Static Strength Trunk 
Strength Written Comprehension Oral Comprehension Oral Expression Stamina 
 
Tools and Equipment Used: 
 Computer Telephone Printer Basic Hand Tools (i.e. wrench, screw driver, pliers) Hand Held Power Tools (i.e. drills, 
grinders) Stitcher Collator Large Paper Cutters Multiple Fold Folder Trimmer Machinery Off-Set Printing Presses Digital 
Printing Presses Continuous Printing Presses High Speed Computerized/Electronic Mail Machinery 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062508 - DGS PRODUCTION TECHNICIAN 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1793 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, postal services, printing services, production work involving setting up, operating, or 
monitoring machines, bindery machine operation, or hand production work. Substitution of Experience for Education: 
Qualifying experience in mail processing, postal services, printing services, production work involving setting up, 
operating or monitoring machines, bindery machine operation, or hand production work may substitute for the required 
education on a year for year basis. Substitution of Education for Experience: Additional qualifying coursework at an 
accredited college, university, technical institute, business school, or vocational or trade school in graphic arts, printing 
or a related field may be substituted for the required experience on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:                     
Complete a criminal history disclosure form in a manner approved by the appointing authority. Agree to release all 
records involving their criminal history to the appointing authority. Supply a fingerprint sample in a manner prescribed 
by the TBI for a fingerprint based criminal history records check. A valid motor vehicle operator license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for production work of considerable difficulty and performs related 
work as required.                                                                                                   Distinguishing Features: This is the 
advanced/lead level class in the Production series. An employee in this class leads in the operation of production 
machinery. This class differs from that of a Production Technician 2 in that an incumbent of the latter functions at the 
working level. This class differs from that of a Production Supervisor in that an incumbent of the latter is responsible for 
supervisory work.  
 
Work Activities: 
1. Leads in operating and maintaining mail processing machines and/or processes highly sensitive mail: enters data into 
sorters, inserting machines, and mail metering machines; installs fold plates in the inserting machines; replaces and 
installs various machine components (e.g. printer heads, ram blades, roller auxiliary feeder); monitors machine during 
processing of the mail for sufficient inserts, scan mark errors, or machine problems that would cause the machine to jam 
or stop.2. Leads in the process of binding paper together using a variety of methods (i.e. punching holes and inserting 
plastic combs, stitching, gluing and padding and plastic shrink wrapping): collates papers into correct order; cuts paper 
to correct size and trim finished products; operates bindery machinery.3. Leads in operating and maintaining offset, 
digital sheet fed and/or continuous roll fed press: prepares equipment for processing jobs; changes blankets, photo 
receptive belts, toner cartridges, waste containers, rollers, roller covers, and sheet separators; performs quality checks 
of correctness of color, ink density, paper size/color, finish and registration; cleans ink fountain, plates and printing unit 
cylinders; utilizes print impositioning software to manipulate digital files; enters production information into enterprise 
print management software program.4. Assists supervisor with training subordinates on production machines and 
equipment: demonstrates how to set up and operate offset presses, digital and continuous sheet fed presses, mail 
processing machines, and bindery equipment.5. Evaluates errors or function readings when machines fail to operate: 
replaces and installs various machine components; repairs minor mechanical problems identified during operations; 
contacts vendor about errors or malfunctions that need escalated; determines what necessary computer adjustments 
are required.6. Documents information into electronic tracking systems to be used for production and operational 
reports: completes mail processing information forms, technical call sheets, maintenance checklist form, and daily close 
out forms; records ascending and descending readings from postage meters; completes request form for supplies 
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needed; documents daily impression count; records information on job ticket to verify copies printed, number of plates 
used and pounds of ink used; writes up product purchase forms for procurement officers so that adequate parts are 
ordered for equipment.7. Assists supervisor with scheduling jobs in order to prioritize and process orders: categorizes 
volume and length of run time; determines materials needed for jobs. 
 
Competencies (KSA’s): 
Competencies: Priority Setting Problem Solving Timely Decision Making Building Effective Teams Functional/Technical 
Competency Integrity and Trust Technical Learning Composure Customer Focused Time Management Knowledge: 
Mechanical Mathematics Production and Processing Customer and Personal Service Skills: Instruction Quality Control 
Repairing Troubleshooting Mathematics Operation and Control Operation Monitoring Time Management Reading 
Comprehension Abilities: Finger Dexterity Manual Dexterity Mathematical Reasoning Multilimb Coordination Visual 
Color Discrimination Rate Control Speech Recognition Static Strength Trunk Strength Written Comprehension Oral 
Comprehension Oral Expression Stamina 
 
Tools and Equipment Used: 
 Computer Telephone Printer Basic Hand Tools (i.e. wrench, screw driver, pliers) Hand Held Power Tools (i.e. drills, 
grinders) Stitcher Collator Large Paper Cutters Multiple Fold Folder Trimmer Machinery Off-Set Printing Presses Digital 
Printing Presses Continuous Printing Presses High Speed Computerized/Electronic Mail Machinery 
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075725 - DGS PROGRAM ADMINISTRATOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4115 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076464 - DGS PROGRAM DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4265 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076463 - DGS PROGRAM MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4264 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073886 - DGS PROJECT COORDINATOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3470 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073887 - DGS PROJECT MANAGER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3471 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073888 - DGS PROJECT MANAGER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3474 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073889 - DGS PROJECT MANAGER 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3475 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073891 - DGS PROJECT MANAGER 4 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3477 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075321 - DGS PROJECT MGR-REAL ESTATE 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  5389 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062585 - DGS PUBLISH& DISTRIB EX DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1731 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075714 - DGS PURCHASING CARD PRGM SPEC 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4105 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079455 - DGS REAL ESTATE COMP ASST DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4445 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079456 - DGS REAL ESTATE COMP EXEC DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4446 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079425 - DGS RISK MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4399 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038450 - DGS SAFETY & COMPLIANCE MGR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1543 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076492 - DGS SENIOR BUSINESS ANALYST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4275 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075702 - DGS SOURCING ACCOUNT SPEC 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4095 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075757 - DGS SOURCING ANALYST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4119 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075768 - DGS SOURCING TEAM LEAD 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4128 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076483 - DGS STRATEGIC PLAN EXEC DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4269 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076441 - DGS STREAM PROGRAM DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4241 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076440 - DGS STREAM PROGRAM MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4240 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079458 - DGS STREAM SPEC PROJECTS DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4448 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073892 - DGS TECHNICAL SERVICES DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3478 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062885 - DGS VEHICLE & ASSET MGT EX DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1720 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079695 - DHS BLOCK GRANT COORDINATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  8336 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of full-time work in one or a combination of the following: public policy development, 
budgeting and invoicing, monitoring or compliance of a state or federally-funded program, auditing, accounting, and/or 
social or human services grant or contract coordination. Substitution of Experience for Education: Additional experience 
in public policy development, budgeting and invoicing, monitoring or compliance of a state or federally-funded program, 
auditing, accounting, and/or social or human services grant or contract coordination may substitute for the required 
education on a year-for-year basis to a maximum of four years (one year of experience is equivalent to 45 
undergraduate quarter hours)Substitution of Graduate Education for Experience: Graduate course work from an 
accredited college or university in business administration, public policy, public administration, social or human services, 
mathematics, statistics, accounting, or finance  may be substituted for the required experience, on a year-for-year basis, 
to a maximum of two years. ORExperience equivalent to four years’ grant coordination, grant management, or grant 
operations work as a state employee or as an individual under contract with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human services block grant program evaluation, coordination, 
consultative, and operational work of considerable difficulty and program, policy/procedure development work of 
moderate difficulty; and performs other related work as required.Distinguishing Features: An employee of this class is 
responsible for activities specific to the operations of the Department’s Social Services Block Grant and Community 
Services Block Grant, including grant contract procurement, management of invoicing, program coordination and 
monitoring, policy and procedure drafting, and the provision of technical assistance through statewide travel and 
electronic means as necessary. This class differs from that of DHS Program Specialist in that an incumbent of the latter 
evaluates program delivery or interprets policy and procedures for subordinate staff and may receive technical 
assistance from an employee in this class. This class differs from that of DHS Program Manager in that an incumbent of 
the latter supervises policy and procedure development. 
 
Work Activities: 
  Develops and facilitates a statewide learning community based on best practices, that evolves to meet the needs of 
providers and customers they support through a customer-centered approach and a process of continuous quality 
improvement. Audits and processes invoices by collecting and compiling regular service reports from providers, 
reviewing and approving invoices and budget revisions to facilitate payment by defined deadlines. Monitors provider 
adherence to policy and provides Training and Technical Assistance (TTA) based on identified areas of non-compliance 
or upon request by internal and external entities. Reviews program and provider activities, to verify information and 
confirm accuracy through the course of intermittent site visits. Facilitates the annual contracting process through 
consultation with leadership, team members, and provider staff regarding needed changes to contracts and facilitating 
the amendment process, as needed. Reviews, writes, and develops Block Grant policies and procedures based on 
federal requirements to improve the quality and effectiveness of services provided by DHS. Contributes to the 
development of annual reports to federal partners and drafts memoranda to providers in response to findings and other 
notifications as needed. Assists in the development and implementation of long-range objectives and strategies to 
achieve program goals to increase efficiency. Reviews and makes recommendations for changes to program delivery and 
services to enhance compliance with federal requirements. Resolves provider and/or client complaints regarding block 
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grant services and refers to appropriate staff for resolution. Reviews work performed by subordinate staff, if applicable, 
to check for adherence to program policies and procedures. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Problem Solving  Conflict Management  Decision Quality  Business Acumen  Written 
Communications  Functional/Technical Competency  Presentation Skills  Learning on the Fly  Managing Vision and 
PurposeKnowledge: Law and Government  Economics and Accounting  Customer and Personal Service  Education and 
Training  Clerical  Communications and Media  Mathematics  Administration and Management  Computers and 
Electronics Skills: Critical Thinking  Judgment and Decision Making  Management of Financial Resources  Learning 
Strategies  Mathematics  Writing  Speaking  Monitoring  Service Orientation  Time ManagementAbilities: Fluency of 
Ideas  Problem Sensitivity  Deductive Reasoning  Written Comprehension  Written Expression Inductive Reasoning  
Number Facility Oral Expression  Information Ordering  Flexibility of Closure 
 
Tools and Equipment Used: 
 Laptop/Docking Station Telephone/Headset Calculator Multi-Functional Printer Projector Motor Vehicles Cell Phone 
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079624 - DHS CHILD CARE SPECIALIST 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4377 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time work in professional case management involving children, adults, and/or families OR 
one year of full-time determining eligibility for State or Federal benefit programs.  Substitution of Experience for 
Education: Qualifying full-time professional case management or eligibility determination experience as described above  
may be substituted for the required education, on a year-for-year basis, to a maximum of four years.  Substitution of 
Education for Experience: Additional qualifying graduate coursework in social work or psychology may be substituted for 
the required year of experience.  OROne year of experience as an Eligibility Counselor 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess a valid motor vehicle operator's 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Child Care determination work of average difficulty; 
and performs related work as required. Distinguishing Features: This is a working level class in the DHS Child Care 
Specialist sub-series, the entry level being subsumed by Eligibility Counselor 1,.  An employee in this class is responsible 
for interviewing Child Care applicants and Child Care providers to determine eligibility and compliance. This class is 
flexibly staffed with and differs from the Eligibility Counselor 1, in that an incumbent of the latter performs at the entry 
level.  This class differs from that of Field Supervisor 1 in that an incumbent of the latter supervises employees of this 
class. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:  Identifies and corrects case errors to prevent 
misappropriation of funds. Monitors, evaluates, and reviews vendor provided Child Care services to ensure compliance 
with policies and procedures to address fraudulent information/activities. Identifies and corrects case errors to protect 
data integrity. Uses relevant information and policy application to ensure processes comply with State and Federal 
guidelines. Resolving Conflicts and Negotiating with Others:  Researches, responds, and attempts to resolve complaints 
and other disputes regarding customers and Child Care providers to provide the most effective use of program 
resources and positive outcomes through mediation, discussions, or other problem solving techniques deemed 
appropriate. Addresses general client concerns regarding agency programs, policies, and procedures to assist 
clients.Performing for or Working Directly with the Public:  Explains departmental policies, procedures, rules, and 
regulations to customers to ensure consistency of information. Conducts site visits for licensed and unlicensed providers 
to determine program compliance. Educates clients or other interested parties on various Child Care programs to advise 
of available service options. Promotes a professional image of the department by focusing on great customer service 
while fulfilling the Department's mission.  Getting Information:  Interviews Child Care applicants and Child Care 
providers to determine eligibility. Reviews case documentation in various databases (i.e., ACCENT, TCSES, CLRGHSE, etc.) 
to determine eligibility for Child Care Services. Obtains information via electronic, verbal, or physical means (i.e., The 
Work number, ACCENT, internet, etc.) to meet customers' needs. Provides information from all available resources to 
disseminate to customers, staff, Child Care providers and vendors to ensure effective service delivery. Interacting With 
Computers:  Documents all relevant records and actions related to services provided as an official record for the 
department. Uses computers and computer systems to enter data process information and type 
letters/correspondence. Operates computer hardware and software, scanners, and other equipment to complete 
reports, document collective data, and to communicate with others to capture and maintain program information. 
Communicating with Persons Outside Organization:  Explains departmental policies and procedures, interprets rules and 
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regulations to internal and external customers to ensure consistency of information. Informs the general public and 
outside organizations of Child Care Services programs through dissemination of current information to inform the public 
of available services. Communicates with Child Care providers to promote effective service delivery to clients. Interacts 
on a regular basis with persons in other divisions, departments, and outside organizations for the purpose of furnishing 
and obtaining information. Communicates verbally and/or electronically with outside organizations to obtain 
information regarding client circumstances. Organizing, Planning, and Prioritizing Work:  Applies policies and procedures 
to improve the functionality and efficiency of the Child Care program. Manages workflow by scheduling appointments 
and redeterminations to provide timely service delivery and to comply with State and Federal policies and procedures. 
Plans, prioritizes, and organizes daily work activities to meet performance standards. Brainstorms with supervisor and 
co-workers to formulate creative ideas and develop solutions to problems in an effort to promote and improve service 
delivery.  Communicating with Supervisors, Peers, or Subordinates: Provides accurate information to supervisors, staff, 
and co-workers by telephone, in written form, e-mail, or in person to efficiently produce quality work. Communicates or 
consults with supervisors, staff, and co-workers by telephone, in written form, email or in-person to ensure effective 
service delivery. Communicates questions through appropriate chain of command to obtain policy or procedural 
clarification. Communicates schedules and activities verbally and/or electronically with supervisors and peers to 
maintain a balanced workflow.   
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Problem Solving Technical Learning Priority Setting Time Management Conflict 
Management Written Communications Customer Focus Integrity and Trust Listening   Knowledge:  Basic Knowledge of 
Clerical Intermediate Knowledge of Customer and Personal Service   Skills: Active Learning Skill Active Listening Reading 
Comprehension      Service Orientation  Complex Problem Solving    Time Management   Monitoring   Abilities:  Deductive 
Reasoning Ability Inductive Reasoning Oral Comprehension Oral Expression Written Comprehension Written Expression   
Number Facility 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Calculator Scanner GPS Personal Vehicle Multi-Functional Printers (MFPs)   
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079870 - DHS CONTRACT MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4647 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079691 - DHS CUSTOMER SERVICE CRD 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4450 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079857 - DHS DIRECTOR OF OPERATIONS 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4644 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079835 - DHS DIRECTOR OF PROG INTEGRITY 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4621 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079975 - DHS DISABILITY CLAIMS ASST 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  10826 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: None.Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for disability claims related para-professional work of routine 
difficulty; and performs related work to assist the Disability Claims Examiner as required.Distinguishing Features: This is 
the entry level class in the DHS Disability Claims Assistant sub-series. An employee in this class learns the rules and 
regulations necessary to provide direct assistance to the Disability Claims Examiner in the adjudication process for Social 
Security disability claims. Work will involve varied, routined and detailed tasks as assigned with close supervision. This 
class differs from the DHS Disability Claims Assistant 2* in that an incumbent of the latter performs works of a greater 
scope, complexity and responsibility, which demands greater latitude of judgment in the Disability Claims adjudication 
process. *An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one-year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Learns to communicate basic problems including developing plans of action, 
case determinations, and other issues to co-workers to ensure compliance with policy, law, and effective service 
delivery.  Learns to assist Disability Claims Examiners in researching and requesting medical source information not 
available through the state database.  Learns to create temporary vendor requests after verification of claimants 
reported information to ensure correct Medical Evidence Record requests.Communicating with Persons Outside 
Organization: Learns to interact on a regular basis with claimants, third parties, attorneys; persons in other divisions, 
departments, local and federal governments; and outside organizations for the purpose of furnishing and obtaining 
information.  Learns to communicate verbally and/or electronically with outside organizations to obtain information 
regarding client circumstances.  Learns to utilize scripted instructions as directed by federal and state policies in order to 
provide information and direction to claimants.  Learns to communicate with the public, government, and other external 
sources to represent the organization and provide excellent customer service. Updating and Using Relevant Knowledge: 
Learns to remain up-to-date on new policies and procedures via training, unit meetings, emails, and memorandums as 
they are implemented in order to ensure quality claim decisions.  Learns to research, gather, and apply relevant 
information to ensure clients receive effective services.  Learns to pursue professional development with respect to 
technical advancements in the field to ensure best practices are available.  Organizing, Planning, and Prioritizing Work: 
Learns to organize specific Claimant medical, psychological, social and vocational data used in the Disability Claims 
process to properly maintain files. Learns to take on additional job responsibilities, as needed, to ensure clients’ needs 
are met.  Learns to prioritize and organize daily work assignments to meet performance standards in a timely 
manner.Interacting With Computers: Learns to operate federal and/or state computer systems and programs to enter 
case documentation, narratives, and complete reports as needed.  Learns to use federal and/or state electronic 
equipment and other available resources to research and gather needed information for disability claims processing.  
Learns to schedule and reschedule appointments for claimants to expedite the workflow within the unit, to provide 
timely service delivery, and to comply with state and federal law.  Learns to utilize federal and/or state electronic 
communication systems to appropriately communicate with needed parties. Getting Information: Learns to facilitate the 
collection of specific Claimant medical, psychological, social and vocational data used in the Disability Claims process.  
Learns to assist Disability Claims Examiner to resolve basic conflicts in the claimants file by contacting claimants, medical 
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providers, attorneys, or third party sources.  Learns to assist Disability Claims Examiner in review of claimant forms for 
completeness, accuracy and consistency.  Learns to contact vendors and other outside agencies who administer 
department functions to obtain/provide required information, correct errors, and/or for clarification purposes.  Learns 
to complete the State Agency Workload Sample report for assigned units as required by state and federal policies.  
Learns to obtain information via electronic, verbal, or physical means from claimants, attorneys, medical providers or 
others for the processing of Social Security Disability Claims.Documenting/Recording Information: Learns to document 
contact with Consultative Examination providers in order to reschedule exams.  Learns to notify claimants, third parties, 
and attorneys of time and date of original and reschedule examinations.  Learns to input Disability Claims Examiner’s 
referrals/narratives to update claimant files.  Learns to document all relevant records and actions related to services 
provided as an official record for the department.  Learns to document appropriately all phone conversations in 
narrative format using agency computer system as documentary evidence.  Learns to make phone call to claimants in 
attempt to document reasons for missed exams. Communicating with Supervisors, Peers, or Subordinates: Learns to 
consult with Disability Claims Examiner for clarification or advice on complex development and practices in effort to 
promote service delivery.  Learns to provide accurate information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person to efficiently produce quality work.  Learns to communicate daily 
schedules and activities verbally and/or electronically with supervisors and peers to maintain a balanced workflow.  
Learns to communicate questions through appropriate chain of command to obtain policy or procedural clarification.  
Learns to contribute to a positive working environment by exhibiting respectful and empathic working relationships.  
Learns to communicate or consult with supervisor and co-workers by telephone, in written form, email or in-person to 
ensure effective service delivery. Monitor Processes, Materials, or Surroundings: Learns to monitor progress of medical, 
social, vocational, and psychological information requests for completeness and take necessary steps to ensure 
completion before each claim is 30 days old.  Learns to conduct monitoring of vendor provided services to ensure 
compliance with policies and procedures.  Learns to ensure appropriate resources, materials and tools are available by 
monitoring supplies and approving supply orders. 
 
Competencies (KSA’s): 
Competencies: Technical Learning  Time Management Functional/Technical Competency Written Communications 
Approachability Customer Focus Decision Quality Composure Integrity and Trust Listening Problem SolvingKnowledge: 
Basic Knowledge of Clerical Basic Knowledge of Customer and Personal Service Basic Knowledge of Public Safety and 
SecuritySkills: Reading Comprehension Writing Time Management Active Listening Speaking Service Orientation Active 
Learning Coordination Abilities: Oral Comprehension Written Comprehension Written Expression Wrist-Finger Speed 
Speech Clarity Oral Expression Speech Recognition Deductive Reasoning Near Vision Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs)  
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079976 - DHS DISABILITY CLAIMS ASST 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4703 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to one year of full-time 
clerical experience. OR  One year of experience as a DHS Disability Claims Assistant 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for disability claims related para-professional work of intermediate 
difficulty; and performs related work to assist the Disability Claims Examiner as required. Distinguishing Features: This is 
a working level class in the DHS Disability Claims Assistant sub-series. An employee in this class is responsible for 
providing direct assistance to the Disability Claims Examiner in the adjudication process for determining eligibility for the 
Social Security Administration disability program. Work will involve intermediate difficult tasks as assigned with general 
supervision. This class differs from the DHS Disability Claims Assistant 1, in that an incumbent of the latter is responsible 
for a lesser degree of difficulty in assisting in the Claims adjudication process. This class differs from the DHS Disability 
Claims Office Supervisor 1 in that the incumbent of the latter supervises a relative small group of DHS Disability Claims 
Assistants. ,Inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Learns to communicate basic problems including developing plans of action, 
case determinations, and other issues to co-workers to ensure compliance with policy, law, and effective service 
delivery. Learns to assist Disability Claims Examiners in researching and requesting medical source information not 
available through the state database. Learns to create temporary vendor requests after verification of claimants 
reported information to ensure correct Medical Evidence Record requests.Communicating with Persons Outside 
Organization: Interacts on a regular basis with claimants, third parties, attorneys; persons in other divisions, 
departments, local and federal governments; and outside organizations for the purpose of furnishing and obtaining 
information. Communicates verbally and/or electronically with outside organizations to obtain information regarding 
client circumstances. Utilizes scripted instructions as directed by federal and state policies in order to provide 
information and direction to claimants. Communicates with the public, government, and other external sources to 
represent the organization and provide excellent customer service. Updating and Using Relevant Knowledge: Remains 
up-to-date on new policies and procedures via training, unit meetings, emails, and memorandums as they are 
implemented in order to ensure quality claim decisions. Researches, gathers, and applies relevant information to ensure 
clients receive effective services. Pursues professional development with respect to technical advancements in the field 
to ensure best practices are available.Organizing, Planning, and Prioritizing Work: Learns to organize specific Claimant 
medical, psychological, social and vocational data used in the Disability Claims process to properly maintain files. Learns 
to take on additional job responsibilities, as needed, to ensure clients' needs are met. Learns to prioritize and organize 
daily work assignments to meet performance standards in a timely manner.Interacting With Computers: Operates 
federal and/or state computer systems and programs to enter case documentation, narratives, and complete reports as 
needed. Uses federal and/or state electronic equipment and other available resources to research and gather needed 
information for disability claims processing. Schedules and reschedules appointments for claimants to expedite the 
workflow within the unit, to provide timely service delivery, and to comply with state and federal law. Utilizes federal 
and/or state electronic communication systems to appropriately communicate with needed parties.Getting Information: 
Facilitates the collection of specific Claimant medical, psychological, social and vocational data used in the Disability 
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Claims process. Assists Disability Claims Examiner to resolve basic conflicts in the claimants file by contacting claimants, 
medical providers, attorneys, or third party sources. Assists Disability Claims Examiner in review of claimant forms for 
completeness, accuracy and consistency. Contacts vendors and other outside agencies who administer department 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Completes the State 
Agency Workload Sample report for assigned units as required by state and federal policies. Obtains information via 
electronic, verbal, or physical means from claimants, attorneys, medical providers or others for the processing of Social 
Security Disability Claims.Documenting/Recording Information: Documents contact with Consultative Examination 
providers in order to reschedule exams. Notifies claimants, third parties, and attorneys of time and date of original and 
reschedule examinations. Inputs Disability Claims Examiner's referrals/narratives to update claimant files. Documents all 
relevant records and actions related to services provided as an official record for the department. Documents 
appropriately all phone conversations in narrative format using agency computer system as documentary evidence. 
Makes phone call to claimants in attempt to document reasons for missed exams.Communicating with Supervisors, 
Peers, or Subordinates: Learns to consult with Disability Claims Examiner for clarification or advice on complex 
development and practices in effort to promote service delivery. Learns to provide accurate information to supervisors, 
co-workers, and subordinates by telephone, in written form, e-mail, or in person to efficiently produce quality work. 
Learns to communicate daily schedules and activities verbally and/or electronically with supervisors and peers to 
maintain a balanced workflow. Learns to communicate questions through appropriate chain of command to obtain 
policy or procedural clarification. Learns to contribute to a positive working environment by exhibiting respectful and 
empathic working relationships. Learns to communicate or consult with supervisor and co-workers by telephone, in 
written form, email or in-person to ensure effective service delivery.Monitor Processes, Materials, or Surroundings: 
Learns to monitor progress of medical, social, vocational, and psychological information requests for completeness and 
take necessary steps to ensure completion before each claim is 30 days old. Learns to conduct monitoring of vendor 
provided services to ensure compliance with policies and procedures. Learns to ensure appropriate resources, materials 
and tools are available by monitoring supplies and approving supply orders. 
 
Competencies (KSA’s): 
Competencies: Technical Learning                   Time Management                   Functional/Technical Competency                     
Written Communications                      Approachability            Customer Focus                       Decision Quality                       
Composure                  Integrity and Trust                   Listening                      Problem SolvingKnowledge: Basic Knowledge of 
Clerical                  Basic Knowledge of Customer and Personal Service                  Basic Knowledge of Public Safety and 
Security Skills: Reading Comprehension          Writing            Time Management                   Active Listening            Speaking                    
Service Orientation                  Active Learning            Coordination Abilities: Oral Comprehension    Written 
Comprehension           Written Expression                   Wrist-Finger Speed                  Speech Clarity             Oral Expression            
Speech Recognition                  Deductive Reasoning                Near Vision                  Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs) 
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079974 - DHS DISABILITY CLAIMS ASST 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4697 
 
Minimum Qualifications: 
Education and Experience: Graduation from standard high school and experience equivalent to three years of full-time 
clerical experience (two years must be with Disability Determination Services).  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for disability claims related Para-professional work of significant 
difficulty; and performs related work to assist the Disability Claims Examiner and Directors as required. Distinguishing 
Features: This is the advanced working level class in the DHS Disability Claims Assistant sub-series.  An employee in this 
class is responsible for assisting the Disability Claims Examiner and Directors in performing highly complex casework, 
requiring advanced expertise in disability claims adjudication and computer functions.  This class differs from that of the 
DHS Disability Claims Assistant 2 in that the latter is responsible for a lesser degree of autonomy and responsibility in the 
Disability Claims adjudication process.  
 
Work Activities: 
Analyzing Data or Information: Assists Disability Claims Examiner in determining claimants medical eligibility for Social 
Security Disability, Supplemental Security Income, or Medicaid benefits using basic medical, psychiatric, vocational, and 
educational data to write technical rationale and determinations as needed. Assists Disability Claims Examiner in 
analyzing, interpreting, and providing (feedback on claim documentation to improve  program outcomes and staff 
effectiveness Participates in team projects by working with staff in brainstorming sessions and discussions to formulate 
creative ideas to promote the delivery of services. Updating and Using Relevant Knowledge: Researches, gathers, and 
applies relevant information to ensure clients receiving effective services. Remains up-to-date on new policies and 
procedures via training, unit meetings, emails, and memorandums as they are implemented in order to ensure quality 
claim decisions. Pursues professional development with respect to technical advancements to the field to ensure best 
practices are available. Interacting with Computers: Operates federal and/or state computer systems and programs to 
enter case documentation, diaries, and completed reports as needed Schedules and reschedules appointments for 
claimants to expedite the workflow within the unit, to provide timely services delivery, and to comply with state and 
federal laws. Uses federal and/or state electronic equipment and other available resources to research and gather 
needed information for disability claims processing. Utilizes federal and/or state electronic communication systems to 
appropriately communicate with needed parties. Serves as a key operator in managing office equipment, such as fax 
machines, copiers and printers in designated work area or region. Communicating with Persons Outside Organization:  
Interacts on a regular basis with claimants, third parties, attorneys, persons in other divisions, departments, local and 
federal governments, and outside organizations for the purpose of furnishing and obtaining information. Utilizes 
scripted instructions as directed by federal and state policies in order to provide information and direction to claimants. 
Serves as a primary contact person in communications with the public, government, and other external sources to 
represent the organization and provide excellent customer services. Communicates verbally and/or electronically on a 
regular basis with outside organizations to obtain information regarding client circumstances.                          
Documenting/Recording Information:  Documents all relevant records and actions related to services provided as an 
official record for the department. Documents appropriately all phone conversation in narrative format using agency 
computer system as documentary evidence. Documents contact with Consultative Examination providers in order to 
reschedule exams. Notifies  claimants, third parties, and attorneys of time and date of original and reschedule 
examinations Make phone call to claimants in attempt to document reasons for missed exams. Inputs Disability 
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Examiner's referrals/narratives to update claimant files. Making Decisions and Solving Problems: Advise staff regarding 
complex problems including developing plans of action, case determinations and other issues to ensure compliance with 
policy, law, and effective service delivery. Assists Disability Examiners in researching and requesting medical source 
information not available through state database. Creates temporary vendor requests after verification of claimants 
reported information to ensure correct Medical Evidence Record requests. Monitors, assists and encourages staff to 
turn off desk lights and office equipment when out of the office to save cost and to maintain a clutter free work 
environment. Ensures no Personal Identifiable Information (PII) loss occurs and oversees SSA work sampling 
assignments for designates work area or region.Organizing, Planning, and Prioritizing Work: Organizes specific claimant 
medical, psychological, social and vocational data used in the Disability Claims process.  Prioritizes and organizes daily 
work assignments to meet performance standards in a timely manner, including the daily pick-up and delivery of case 
development packets from the Progressive Development Unit. Manages workflow and provide coverage for staff 
vacancies by delegating tasks or taking on additional job responsibilities to ensure clients' needs are met.  Serves as a 
primary backup for the sorting machine when assistance is required. Monitors and orders supplies for the designated 
work area or region. Getting Information:  Assists Disability Claims Examiner in review of claimant forms for 
completeness, accuracy and consistency.  Assists Disability Claims Examiner to resolve complex conflicts in the claimants 
file by contacting claimants, medical providers, attorneys, or third party sources. Facilitates the collection of specific 
Claimants medical, psychological, social and vocational data used in the Disability Claims process to properly maintain 
files. Serves as a primary contact for vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.   Completes the State Agency 
Workload Sample report for assigned units as required by state and federal policies. Obtains information via electronic, 
verbal, or physical means from claimants, attorneys, medical providers or others for the processing of Social Security 
Disability Claims.Communicating with Supervisors, Peers, or Subordinates:     Consults with Disability Examiner for 
clarification or advice on complex development and practices in effort to promote service delivery. Provides accurate 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person to 
efficiently produce quality work. Communicates daily schedules and activities verbally and/or electronically with 
supervisors and peers to maintain a balanced workflow. Contributes to a positive working environment by exhibiting 
respectful and empathic working relationships. Communicates questions through appropriate chain of command to 
obtain policy or procedural clarification. Communicates or consults with supervisor, staff, and co-workers by telephone, 
in written form, email or in person to ensure effective service delivery. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Time Management Written Communications Approachability Customer Focus 
Functional/Technical Competency Integrity and Trust Problem Solving Composure Decision Quality Knowledge: 
Intermediate Knowledge of Clerical Intermediate Knowledge of Customer and Personal Service Basic Knowledge of 
Public Safety and Security Basic Knowledge of Medicine Basic Knowledge of Psychology Skills: Reading Comprehension 
Writing Time Management Active Listening Speaking Service Orientation Active Learning Critical Thinking Complex 
Problem Solving Abilities: Oral Comprehension Written Comprehension Written Expression Wrist-Finger Speed Speech 
Clarity Oral  Expression Speech Recognition Deductive Reasoning Near Vision Problem Sensitivity Time Sharing 
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs) 
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079977 - DHS DISABILITY CLAIMS OFF SP 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4704 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible clerical work. Substitution of Education for Experience: Qualifying 
coursework at an accredited college, university or technical school may be substituted for the required experience on a 
year-for-year basis. Substitution of Experience for Education: Increasingly responsible clerical experience may be 
substituted for the required education on a year-for-year basis. OR  Three years of experience as a DHS Disability Claims 
Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for supervising a relatively 
small (1-5) group of DHS Disability Claims Assistants. This class differs from that of DHS Disability Claims Assistant 2, in 
that an incumbent of the latter has no supervisory responsibilities. This class differs from that of DHS Disability Claims 
Office Supervisor 2 in that an incumbent of the latter supervises a larger staff. 
 
Work Activities: 
Interacting With Computers: Uses the state and federal computer systems to ensure accurate processing of Disability 
Claims documents related to payroll, invoices, etc. Maintains current understanding of the department's information 
systems, policies, workflow processes, programs, and procedures to ensure accurate and timely processing of disability 
claims. Enters and processes necessary information into state and federal databases as required by current agency 
procedures. Uses Edison to complete performance management documents; run time and labor queries; approve leave 
and expense requests; approve payable time; and compile reports. Types letters and correspondence to internal and 
external entities such as state agency and contract Medical Consultants, Consultative Examination panelists, and 
Congressional and legal representatives. Updating and Using Relevant Knowledge: Reviews and correctly interprets 
and/or implements SSA and state policies and procedures updates to ensure accuracy and compliance. Reads and seeks 
out new information relevant to departmental and SSA programs and initiatives. Researches, gathers, and applies 
relevant information to ensure disability claimants receive effective services. Making Decisions and Solving Problems: 
Identifies specific issues and gathers data to research issues related to Disability Claims processing and/or Queue 
management through observation, and written and verbal communication to resolve problems within the workplace in 
a timely manner. Assists with disability case determinations to ensure compliance with Social Security Administration 
policies, laws, and effective service delivery. Advises staff regarding complex problems including developing plans of 
action to ensure compliance with Social Security Administration policies, laws, and effective service delivery. Analyzes, 
interprets, and provides feedback on performance data generated from various reports to improve Social Security 
Administration (SSA) program outcomes and staff effectiveness. Determines solutions through observation, written and 
verbal communication to resolve problems within the workplace in a timely manner. Communicating with Supervisors, 
Peers, or Subordinates: Communicates questions regarding state and federal policy or procedure through appropriate 
chain of command for clarification. Communicates daily schedules and activities verbally and/or electronically with 
supervisors and peers to maintain a balanced workflow. Communicates or consults with supervisor, staff, and co-
workers by telephone, in written form, email or in-person to ensure effective service delivery. Provides accurate 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person to 
efficiently produce quality work. Coaching and Developing Others: Coaches employees through formal and informal 
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discussions and additional training to develop and improve job performance. Provides constructive feedback to 
employees by recognizing goals, achievements, and areas of needed improvement to increase morale and job 
performance. Organizing, Planning, and Prioritizing Work: Develops specific goals by planning, prioritizing, and 
organizing work to meet performance standards in a timely manner. Distributes staff assignments from specialized SSA 
queues and other workloads based on review of daily program needs to ensure agency goals are met. Manages the 
workflow within the unit to provide timely service delivery to comply with state and federal laws. Schedules meetings 
and trainings to inform and update agency staff regarding SSA program changes and other relevant information. 
Provides coverage for staff vacancies by creating staff rotations or taking on additional job responsibilities to ensure 
disability claimants' needs are met. Provides cross-training of staff to ensure appropriate office coverage to meet 
claimants' needs. Documenting/Recording Information: Maintains daily, weekly, monthly, quarterly, and annual reports 
for state and federal governments through written and electronic communication as required. Organizes and retains all 
relevant records and actions related to services provided as an official record for the department and Social Security 
Administration for audit purposes. Staffing Organizational Units: Conducts interviews with applicants and reviews 
resumes to identify relevant skills and work experience to select the most qualified candidate for the position. Reviews 
existing performance plans to identify appropriate skills in order to select the most qualified candidate. Consults with 
management to make final new hire recommendation(s). 
 
Competencies (KSA’s): 
Competencies: Business Acumen                      Problem Solving                        Technical Learning                    Time 
Management                    Written Communications                       Customer Focus                        Ethics and Values                      
Listening   Knowledge: Basic Knowledge of Clerical                   Basic Knowledge of Customer and Personal Service Skills: 
Active Learning             Active Listening             Monitoring                    Reading Comprehension                       Writing             
Instructing Abilities: Management                 Written Expression                    Oral Expression 
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs) 
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079978 - DHS DISABILITY CLAIMS OFF SP 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4707 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible clerical work, including, at least, one year of 
supervisory experience.   Substitution of Education for Experience: Qualifying coursework at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the one year of supervisory experience.   Substitution of Experience for 
Education: Increasingly responsible clerical experience may be substituted for the required education on a year-for-year 
basis.   OR   One year of experience as a DHS Disability Claims Office Supervisor 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.   Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of average difficulty; and performs 
related work as required.   Distinguishing Features: An employee in this class is responsible for exercising supervision 
over a moderate-sized (6-11) group of DHS Disability Claims Assistant and DHS Disability Claims Office Supervisor 1 staff 
in one or two program areas. This class differs from that of the DHS Disability Claims Office Supervisor 1 in that an 
incumbent of the latter has less supervisory responsibilities. This class differs from that of a DHS Disability Claims Office 
Supervisor 3 in that an incumbent in the latter has greater supervisory responsibilities. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Proactively addresses potential workplace conflicts and negotiates 
solutions to resolve them timely.     Making Decisions and Solving Problems:  Identifies specific issues and gathers data 
to research issues related to Disability Claims processing and/or Queue management through observation, written and 
verbal communication to resolve problems within the workplace in a timely manner. Advises staff regarding complex 
problems including developing plans of action to ensure compliance with Social Security Administration policies, laws, 
and effective service delivery. Analyzes, interprets, and provides feedback on performance data generated from various 
reports to improve Social Security Administration (SSA) program outcomes and staff effectiveness. Assists with disability 
case determinations to ensure compliance with Social Security Administration policies, laws, and effective service 
delivery. Determines solutions through observation, written and verbal communication to resolve problems within the 
workplace in a timely manner.     Interacting With Computers:  Uses the state and federal computer systems to ensure 
accurate processing of Disability Claims documents related to payroll, invoices, etc. Maintains current understanding of 
the department's information systems policies, workflow processes, programs and procedures to ensure accurate and 
timely processing of disability claims. Enters and processes necessary information into state and federal databases as 
required by current agency procedures. Uses Edison to complete performance management documents; run time and 
labor queries; approve leave and expense requests; approve payable time; and compile reports. Types letters and 
correspondence to internal and external entities such as state agency and contract Medical Consultants, Consultative 
Examination panelists, and Congressional and legal representatives.     Updating and Using Relevant Knowledge:  
Reviews and correctly interprets and/or implements SSA and state policies and procedures updates to ensure accuracy 
and compliance. Researches, gathers, and applies relevant information to ensure disability claimants receive effective 
services. Reads and seeks out new information relevant to departmental and SSA programs and initiatives.     Coaching 
and Developing Others:  Coaches employees through formal and informal discussions and additional training to develop 
and improve job performance. Provides constructive feedback to employees by recognizing goals, achievements, and 
areas of needed improvement to increase morale and job performance. Develops effective team building strategies to 
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enable high functioning work groups.     Documenting/Recording Information:  Maintains daily, weekly, monthly, 
quarterly, and annual reports for state and federal governments through written and electronic communication as 
required.     Organizing, Planning, and Prioritizing Work:  Develops specific goals by planning, prioritizing, and organizing 
work to meet performance standards in a timely manner. Manages and monitors the workflow within the unit to 
provide timely service delivery to comply with state and federal laws. Distributes staff assignments from specialized SSA 
queues and other workloads based on review of daily program needs to ensure agency goals are met. Schedules 
meetings and trainings to inform and update agency staff regarding SSA program changes and other relevant 
information. Provides cross-training of staff to ensure appropriate office coverage to meet claimants' needs. Provides 
coverage for staff vacancies by creating staff rotations or taking on additional job responsibilities to ensure disability 
claimants' needs are met.     Communicating with Supervisors, Peers, or Subordinates:  Communicates workflow 
implication of decisions to DDS management in written, verbal or electronic form. Communicates questions regarding 
state and federal policy or procedure through appropriate chain of command for clarification. Maintains a clear 
understanding of program policy in order to interpret and communicate information to direct reports. Provides accurate 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person to 
efficiently produce quality work. Communicates daily schedules and activities verbally and/or electronically with 
supervisors and peers to maintain a balanced workflow. Communicates or consults with supervisor, staff, and co-
workers by telephone, in written form, email or in-person to ensure effective service delivery.     Staffing Organizational 
Units:  Conducts interviews with applicants and reviews resumes to identify relevant skills and work experience to select 
the most qualified candidate for the position. Reviews existing performance plans to identify appropriate skills in order 
to select the most qualified candidate. Consults with management to make final new hire recommendation(s).    
 
Competencies (KSA’s): 
Competencies:  Business Acumen                      Problem Solving                        Technical Learning                    Time 
Management                    Hiring and Staffing                    Written Communications                       Customer Focus                        
Ethics and Values                      Building Effective Teams                       Delegation      Knowledge:  Basic Knowledge of 
Clerical                   Basic Knowledge of Customer and Personal Service                   Basic Knowledge of Administration and 
Management      Skills:  Active Learning             Active Listening             Complex Problem Solving                     Monitoring                    
Reading Comprehension                       Writing             Instructing     Abilities:  Time Management                    Written 
Expression                    Oral Expression    
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs)    
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079979 - DHS DISABILITY CLAIMS OFF SP 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4708 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (six or more years of) full-time increasingly responsible clerical work including, at least, two years of 
supervisory experience.Substitution of Education for Experience: Qualifying coursework at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the two years of supervisory experience. Substitution of Experience for 
Education: Increasingly responsible clerical experience may be substituted for the required education on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of considerable difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for exercising supervision over 
a large (12 -17) group of DHS Disability Claims Assistant and DHS Disability Claims Office Supervisor 1 and 2 staff in two 
or more program areas. This class differs from that of DHS Disability Claims Office Supervisor 2 in that an incumbent of 
the latter supervises a moderate-sized group of DHS Disability Claims Assistant and DHS Disability Claims Office 
Supervisor 1 staff. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed 
appropriate.Documenting/Recording Information: Maintains all relevant records and actions related to services 
provided as an official record for the department and Social Security Administration for audit purposes. Maintains and 
monitors daily, weekly, monthly, quarterly, and annual reports for state and federal governments through written and 
electronic communication as required.Making Decisions and Solving Problems: Identifies specific issues and gathers data 
to research issues related to Disability Claims processing and/or Queue management through observation, written and 
verbal communication to resolve problems within the workplace in a timely manner. Manages and advises staff 
regarding complex problems including developing plans of action to ensure compliance with Social Security 
Administration policies, laws, and effective service delivery. Manages and assists with disability case determinations to 
ensure compliance with Social Security Administration policies, laws, and effective service delivery. Analyzes, interprets, 
and provides feedback on performance data generated from various reports to improve Social Security Administration 
(SSA) program outcomes and staff effectiveness. Determines solutions through observation, written and verbal 
communication to resolve problems within the workplace in a timely manner.Interacting With Computers: Uses the 
state and federal computer systems to ensure accurate processing of Disability Claims documents related to payroll, 
invoices, etc. Enters and processes necessary information into state and federal databases as required by current agency 
procedures. Uses Edison to complete performance management documents; run time and labor queries; approve leave 
and expense requests; approve payable time; and compile reports. Reviews letters and correspondence to internal and 
external entities such as state agency and contract Medical Consultants, Consultative Examination panelists, and 
Congressional and legal representatives. Maintains current understanding of the department's information systems 
policies, workflow processes, programs and procedures to ensure accurate and timely processing of disability 
claims.Updating and Using Relevant Knowledge: Monitors, reviews and correctly interprets and/or implements SSA and 
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state policies and procedures updates to ensure accuracy and compliance. Reads and seeks out new information 
relevant to departmental and SSA programs and initiatives. Researches, gathers, and applies relevant information to 
ensure disability claimants receive effective services.Communicating with Persons Outside Organization: Promotes 
Human Services and SSA programs to the general public, outside organizations, and attorney and congressional 
representatives through dissemination of current information to inform the public of available services. Communicates 
with outside agencies or individuals to share accurate information regarding state and federal programs or policies to 
keep the public informed and/or resolve customer complaints. Communicates verbally and/or electronically with 
outside organizations to obtain information regarding claimants' circumstances.Coaching and Developing Others: 
Provides and monitors constructive feedback to employees by recognizing goals, achievements, and areas of needed 
improvement to increase morale and job performance. Coaches employees through formal and informal discussions and 
additional training to develop and improve job performance. Develops effective team building strategies to enable high 
functioning work groups.Organizing, Planning, and Prioritizing Work: Manages and monitors the workflow within the 
unit to provide timely service delivery to comply with state and federal laws. Develops specific goals by planning, 
prioritizing, and organizing work to meet performance standards in a timely manner. Monitors staff assignments from 
specialized SSA queues and other workloads based on review of daily program needs to ensure agency goals are met. 
Provides cross-training of staff to ensure appropriate office coverage to meet claimants' needs. Schedules meetings and 
trainings to inform and update agency staff regarding SSA program changes and other relevant information. Supervises 
coverage for staff vacancies by creating staff rotations or taking on additional job responsibilities to ensure disability 
claimants' needs are met.Communicating with Supervisors, Peers, or Subordinates: Provides accurate information to 
directors, supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person to efficiently 
produce quality work. Communicates or consults with directors, supervisors, staff, and co-workers by telephone, in 
written form, email or in-person to ensure effective service delivery. Maintains a clear understanding of program policy 
in order to interpret and communicate information to direct reports. Communicates workflow implication of decisions 
to DDS management in written, verbal or electronic form. Approves daily schedules and activities verbally and/or 
electronically with supervisors and peers to maintain a balanced workflow.Staffing Organizational Units: Reviews 
existing performance plans to identify appropriate skills in order to select the most qualified candidate. Conducts 
interviews with applicants and reviews resumes to identify relevant skills and work experience to select the most 
qualified candidate for the position. Consults with management to make final new hire recommendation(s). 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity     Process Management        Decision Quality                Business Acumen              
Time Management            Hiring and Staffing            Written Communications               Customer Focus                Ethics and 
Values              Delegation   Knowledge:  Intermediate Knowledge of Clerical           Intermediate Knowledge of Customer 
and Personal Service           Basic Knowledge of Administration and Management         Basic Knowledge of Law and 
Government   Skills:  Active Learning     Active Listening     Complex Problem Solving             Monitoring            Judgment 
and Decision Making      Management of Personnel Resources         Reading Comprehension               Writing     Instructing  
Abilities:  Time Management            Written Expression            Oral Expression     
 
Tools and Equipment Used: 
 Computer Telephone Multi-Functional Printers (MFPs) 
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036685 - DHS DISTRICT INVN DIRECTOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1627 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in law enforcement, and/or governmental investigative work, including at least 
two years of supervisory experience or lead investigative experience in human services. Substitution of Experience for 
Education: Qualifying experience in law enforcement and/or governmental investigative work may substitute for the 
required education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education). 
ORExperience equivalent to four years in the DHS Investigator job series with the State of Tennessee, including at least 
two years of supervisory or lead investigative experience in human services. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for regional supervisory human services investigation work of 
considerable difficulty; and performs related work as requested. Distinguishing Features: This is the highest level 
supervisory class in the DHS Investigator sub-series. An employee in this class is responsible for directing all investigative 
services for human services in a large metropolitan area and geographical region of the state or for statewide human 
services investigative programs. This class differs from that of DHS Special Investigator in that an incumbent of the latter 
is responsible for field investigations of fraudulent human services cases. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Delegates, prioritizes and organizes weekly and monthly activities to 
ensure all work is completed by the established deadlines.Developing Objectives and Strategies:    Establishes specific 
work procedures to meet policy and procedural goals of the department.    Develops policies and procedures for special 
projects designed for the proactive finding of fraud to ensure the fiscal responsibility of the department.    Develops job 
plans for assigned subordinates to communicate responsibility and expected outcomes of performance in their role.    
Develops strategies for addressing staffing needs to ensure adequate coverage for assigned workload.Guiding, Directing, 
and Motivating Subordinates:    Directs investigators to ensure thoroughness of the investigation to meet Divisional 
standards and expectations so that an appropriate outcome can be achieved.    Supervises staff that oversees the 
preparation of investigative reports, progress reports, case records, and synopses of court cases to ensure performance 
goals are met.    Reviews performance evaluations written by DHS Investigative Specialist Supervisors to ensure 
performance goals are met.Documenting/Recording Information:    Documents information obtained during 
investigations for program integrity purposes.    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Properly stores and maintains claim related documentation to 
ensure program integrity, confidentiality, and for future retrieval.    Reviews the work of investigators to ensure all 
investigative activities are complete and accurate.Staffing Organizational Units:    Makes recommendations on 
employment, retention, promotion, demotion, disciplinary action, and other personnel actions to maintain an effective 
and efficient workforce.    Interviews applicants about their qualifications, to explain the job responsibilities of 
investigators, and to assess and determine if their abilities meet the requirements of the job.    Determines resource 
needs of the office to meet operational standards.Judging the Qualities of Things, Services, or People:    Conducts 
performance evaluations for Investigative Specialist Supervisors, Special Investigators and Clerical staff to meet 
Departmental standards.    Reviews activity reports detailing productivity of the region to meet Departmental and 



 TN Job Classification Specifications  
September 22, 2020 

Federal regulations and standards.    Assigns work responsibilities to investigators based on the complexity of the 
assignment and the experience of the individual investigator.Resolving Conflicts and Negotiating with Others:    
Addresses concerns and complaints and answers questions both internally and externally to ensure quality customer 
service.    Attempts to resolve customer concerns regarding claim amounts by clarifying policies and procedures used in 
claim determination.Coaching and Developing Others:    Identifies and conducts training opportunities for investigators 
to improve their investigative skills.    Mentors assigned subordinates on how to most effectively and efficiently perform 
their assigned tasks.    Informs investigators of new procedures and information so that they can be knowledgeable in 
their job skills.    Provides technical assistance to subordinates as needed to improve their knowledge-base.Interpreting 
the Meaning of Information for Others:    Interprets policies, procedures, and laws for investigators so that they are 
knowledgeable of their job duties.    Advises staff on all aspects of the investigative program so that they are current on 
new program developments.    Interprets a variety of program rules, regulations, policies, procedures, and laws to 
internal and external agencies and customers in an effort to facilitate understanding.    Explains information gathered to 
customers to provide an understanding of their claim.    May testify at court and grand jury proceedings to interpret 
relative information.Coordinating the Work and Activities of Others:    Oversees all work activities of assigned DHS 
Investigation staff for performance management and to ensure District goals are met.    Coordinates investigators' 
activities with law enforcement agencies for program integrity.Making Decisions and Solving Problems:    Oversees the 
enforcement of policies and procedures for investigative operations within the division to ensure Federal, State, and 
Departmental guidelines are accomplished.    Develops recommendations for changes in investigative policies and 
procedures based on State and Federal laws, and Human Services programs (e.g., Families First, Food Stamps).    
Approves attendance forms, expense claims, and purchasing requests to ensure operational functions within the office 
are met.Establishing and Maintaining Interpersonal Relationships:    Serves as liaison to the District Program staff and 
the State Office staff regarding fraudulent cases so that they are aware of the outcome of the investigations.    Serves as 
liaison to the District Attorney to provide relevant information regarding the prosecution of individuals involved in 
fraudulent cases.    Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate, coordinate, and create unified efforts.    Attends statewide training meetings and national seminars to obtain 
information about State and Federal policies, procedural operations, and law enforcement procedures. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                              Decision Quality                         Problem Solving                         
Delegation                                   Directing Others                          Time Management                       Developing Direct Reports 
and Others                       Hiring and Staffing                     Perseverance                               Customer Focus                      
Knowledge:    Intermediate Knowledge of Customer and Personal ServiceSkills:    Active Learning Skills                                 
Active Listening Skills                Critical Thinking Skills                               Learning Strategies Skills                            Monitoring 
Skills                        Speaking Skills                           Social Perceptiveness Skills                        Coordination Skills                     
Instructing Skills                         Negotiation Skills                        Judgment and Decision Making Skills                        
Management of Personnel Resources Skills                               Time Management Skills                         Abilities:    Deductive 
Reasoning Abilities                                    Inductive Reasoning Abilities                     Written Expression Abilities 
 
Tools and Equipment Used: 
    Computer    Telephone    Scanners    Multi-Functional Printers (MFPs) 
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079841 - DHS FIELD MGMT DIRECTOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4622 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time professional work supervising or managing human services and/or other social 
services program staff.Substitution of Experience for Education:  Additional experience supervising or managing human 
services and/or other social services program staff may be substituted for the required education on a year for year 
basis to a maximum of four years (one year of experience is equivalent to 45 undergraduate quarter hours). 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  
Education and Experience, 100%. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional human services program operations, supervisory and 
administrative work of unusual difficulty; and performs related work as required.Distinguishing Features:  An employee 
in this class provides field office program and operations direction and technical consultation to subordinate staff to 
carry out Family Assistance programs within a specified geographic area. This class differs from Field Supervisor 1 in that 
an incumbent of the latter is supervised by this class. This class differs from DHS Field Mgmt Director 2 in that an 
incumbent of the latter is responsible for oversight and supervision of this class. 
 
Work Activities: 
1. Directs Family Assistance field operation activities for a defined geographical area within the Adult and Family 
Services Division: manages the daily operations of field supervisors and administrative staff; reviews case status reports 
to identify cases that are non-compliant with federally mandated guidelines; develops and implements corrective action 
plans; assesses work samples, statistical data or other reports to monitor the status of staff workloads; identifies 
outstanding cases to determine appropriate follow-up action; distributes assignments based on workload volume; 
manages appropriate resources to implement new initiatives; collaborates with state office personnel on policy and 
procedures to achieve program objectives; works with family assistance service centers and others to establish 
appropriate individual client case action; communicates with other districts and DHS divisions to attain program goals; 
ensures staff are updated on policy, procedures, or other program changes; updates executive management on the 
status of program operations and activities; prepares reports or administrative reviews to document staff and program 
progress.2. Develops Family Assistance program staff: assesses training needs based on employee suggestions, 
observations, and performance reports; identifies appropriate training resources and curricula; evaluates training 
effectiveness through employee performance, client feedback and observation; arranges ongoing technical training and 
professional development classes for staff members; provides feedback through monthly conferences with staff 
regarding performance and competencies; organizes staff focus or work groups for special projects to develop 
operational plans.3. Ensures the delivery of quality customer service to Family Assistance clients: observes the daily 
operations of staff to assess their level of professionalism and interactions with clients and other personnel; evaluates 
the effectiveness of program functions through staff, client, and community feedback as well as client surveys; resolves 
problematic issues based on feedback using resources and information received to seek out ways to better meet the 
needs of clients and advocate for them.4. Directs human resource functions for field operation programs: identifies 
staffing needs; interviews applicants to assess their work histories, strengths and weaknesses; makes hiring or other 
personnel recommendations; facilitates new hire orientation; ensures staff has completed all required training by 
monitoring reports and other training documentation; prepares job plans to outline employee responsibilities and 
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competency levels; evaluates subordinate employee job performance; provides feedback related to job evaluations; 
reviews employee performance documents for final approval; develops corrective action plans for personnel problems; 
consults with central office personnel to implement progressive disciplinary action; monitors and approves employee 
time and labor activities.5. Develops and implements strategic plans to establish new or improved work processes:  
participates in focus or work groups to provide input; critiques work processes and application of systems to identify 
opportunities for improvement; defines goals and objectives that carry out the plan; creates tasks to operationalize the 
goals and objectives; delegates tasks to employees to implement the strategic plan; monitors field office activities to 
ensure the benchmarks of the strategic plan are attained and continuous improvement is maintained.6. Establishes local 
office protocol that supports a safe, secure, professional and operational work environment: prepares and executes an 
alternate operational plan for emergency situations; collaborates with central office to carry out activities defined in the 
state disaster and emergency workforce plans; works with finance section liaison to develop the requirements (e.g., 
location of data outlets, cubicle layout) for new or redesigned field offices; facilitates building repairs by communicating 
with maintenance staff, Department of General Services, or leasors; approves supply orders based on staff needs; 
creates incident reports to document the specific details as well as follow-up actions; communicates to staff regarding 
appropriate actions for handling incidents; determines when situations are within the scope of responsibility of the field 
office or when further action by DHS central office, law enforcement or local officials is necessary to achieve a 
resolution. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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079842 - DHS FIELD MGMT DIRECTOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4630 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079861 - DHS FIELD MGMT DIRECTOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4645 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079869 - DHS INSPECTOR GENERAL 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4646 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036682 - DHS INVESTIGATIVE SPEC SUPV 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1620 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human services experience reviewing fraudulent Supplemental Nutritional 
Assistance Program (SNAP) and/or Temporary Assistance for Needy Families (TANF) claims or determining eligibility for 
individuals seeking SNAP (food assistance) and/or TANF (cash assistance) benefits.                                                                                                                       
Substitution of Experience for Education:  Qualifying full-time professional human services experience reviewing 
fraudulent SNAP (food assistance), TANF (cash assistance) claims or determining eligibility for individuals seeking SNAP 
(food assistance) and/or TANF (cash assistance) benefits may be substituted for the required education on a year-for-
year basis to a maximum of four years (e.g., experience equivalent to one year of full time work in one or a combination 
of the above listed fields may substitute for one year of the required education)." 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for positions must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check. Examination Method:  Education 
and Experience,100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for human services investigation supervisory work of moderate 
difficulty; and performs related work as required.  Distinguishing Features:  This is the first-line supervisory class in the 
DHS Investigator sub-series. An employee in this class supervises specialists investigating fraudulent claims in SNAP 
(food assistance), TANF (cash assistance), and Medically Needy cases. This class differs from that of DHS Investigative 
Specialist in that an incumbent of the latter is responsible for reviewing casework files and writing claims for over-
issuance of claims benefits. This class differs from that of DHS Special Investigator in that an incumbent of the latter is 
responsible for field investigation work. This class differs from that of DHS District Investigations Director in that an 
incumbent of the former is directly supervised by an incumbent in this class." 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors claims for accuracy, completeness, and adherence to policy 
and procedure.    Conducts random reviews of subordinates' work to ensure proper policy has been applied and claims 
have been calculated accurately.Staffing Organizational Units:    Interviews applicants in order to determine the best 
candidates to fill vacant positions.Training and Teaching Others:    Provides training to new employees in investigative 
techniques to ensure they have the same knowledge as the others in the unit.    Teaches and updates staff about human 
services policies and procedures to ensure their knowledge is current.Coaching and Developing Others:    Mentors 
assigned subordinates by providing feedback and information on organizational culture, policies and procedures; 
workflow and chain of command; task prioritization; proper documentation; use of systems; available functionality; and 
how to most effectively and efficiently perform their assigned tasks.    Mentors less experienced subordinates in their 
work.Developing Objectives and Strategies:    Develops job plans for assigned subordinates to communicate 
responsibility and expected outcomes of performance in their role.    Develops strategies for addressing staffing needs 
to ensure adequate coverage for assigned workload.Updating and Using Relevant Knowledge:    Remains up-to-date on 
new policies and procedures as they are implemented in order to ensure accurate claim determination.Organizing, 
Planning, and Prioritizing Work:    Prioritizes and organizes daily, weekly, and monthly activities to ensure all work is 
completed by the established deadlines.    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies 
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they possess to ensure work is completed efficiently, accurately, and timely.Getting Information:    Obtains information 
from databases and other internal and external agencies related to an investigation to ensure accurate information is 
received.    Obtains policy and procedural clarifications for subordinates to ensure that policy is accurately 
applied.Guiding, Directing, and Motivating Subordinates:    Supervises DHS Investigative Specialists performing claims 
investigations.    Demonstrates how information is gathered in the investigative process to guide subordinates in proper 
claim preparation.    Conducts the employee evaluation process to review and provide feedback to the employee 
regarding their job performance in order to promote quality job performance.    Provides guidance to staff about 
assigned work to guarantee required timeliness standards are met.Scheduling Work and Activities:    Schedules personal 
workload and the workloads of assigned subordinates to ensure timely processing and account for current workload.    
Schedules meetings with staff to discuss job performance and any changes in policies or procedures.Provide 
Consultation and Advice to Others:    Advises DHS Investigative Specialists on how to proceed with an investigation to 
guarantee proper claim determination.Coordinating the Work and Activities of Others:    Assigns DHS Investigative 
Specialists to investigations of fraudulent Family Assistance cases.Documenting/Recording Information:    Continually 
documents the performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    
Documents information obtained during investigations into claim determination system for future reference and to 
support case actions.    Properly stores and maintains claim related documentation to ensure program integrity, 
confidentiality, and for future retrieval.Communicating with Persons Outside Organization:    Collaborates with other 
departments or other organizations to explain and interpret program requirements to ensure program compliance.    
Communicates verbally, electronically, and/or in writing with outside organizations to obtain accurate information 
regarding allegations of the claim.Resolving Conflicts and Negotiating with Others:    Attempts to resolve customer 
concerns regarding claim amounts and clarify policies, and procedures used in claim determination.    Addresses 
concerns and complaints and answers questions both internally and externally to ensure quality customer service.    
Negotiates repayments for non-fraudulent claims in the best interests of the department and fairness to the 
client.Communicating with Supervisors, Peers, or Subordinates:    Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification.    Discusses cases with staff to assure proper action is 
taken.    Communicates schedules and activities verbally and/or electronically with supervisors and peers to maintain a 
balanced workflow.    Provides accurate information to supervisors and co-workers by telephone, in written form, e-
mail, or in person to efficiently produce quality work.    Communicates or consults with supervisor, staff, and co-workers 
by telephone, in written form, email or in-person to ensure effective service delivery.Interpreting the Meaning of 
Information for Others:    Interprets a variety of program rules, regulations, policies, procedures, and laws to internal 
and external agencies and customers in an effort to facilitate understanding.    Explains information gathered to 
customers and why it proves that benefits received did not meet eligibility requirements of the Department of Human 
Services.Developing and Building Teams:    Identifies opportunities appropriate for assigned subordinates to improve 
team development and personal growth.Performing Administrative Activities:    Reviews and approves time, 
leave/overtime requests and expense claims for subordinates by required deadlines.    Maintains reports, files, and logs 
as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices.    
Enters personal time and leave/overtime requests into the appropriate databases as required.    Scans, uploads, faxes, 
and/or emails documentation and verifications to appropriate individuals.    Responds to emails, phone calls, and other 
correspondence as required.Establishing and Maintaining Interpersonal Relationships:    Networks with internal and 
external business partners to ensure open dialogues exist and to facilitate, coordinate, and create unified 
efforts.Interacting With Computers:    Uses computer systems to enter claim information for future retrieval.    Uses 
online resources to gather information regarding referred claims.    Uses appropriate database tracking software specific 
to the agency as required. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning of the Fly    Delegation    Directing Others    Informing    Command 
Competencies    Comfort around Higher Management    ApproachabilityKnowledge:    Basic office skills such as word 
processing and managing files and records    Administration and management    Proficient knowledge of principles for 
providing customer service    Basic knowledge of agency rules and regulations as well as departmental processes and 
procedures    Basic arithmetic applications    Basic knowledge of computers and internet based applications Skills:    
Active learning    Active listening    Critical thinking, problem-solving, and decision-making skills    Basic mathematics    
Understanding written sentences and paragraphs in work related documents    Communicating effectively, both verbally 
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and in writing, as appropriate for the needs of the audience    Adapts to situations in the work environment    Time 
management    Effective organizational skills    Intermediate customer service skills    Monitoring/assessing performance 
of self and/or others to make improvements    Negotiating    Staff coaching and development    Management of 
personnel resources    Basic computer skillsAbilities:    Applies general rules to specific problems to produce answers that 
make sense    Combines pieces of information to form conclusions    Retains information    Adds, subtracts, multiplies, or 
divides quickly and correctly    Communicates information and ideas verbally and in writing so others will understand 
them    Understands information and ideas presented through verbal and written communication    Complex problem 
solving    Concentrates on tasks over a period of time without being distracted    Efficiently makes sense of, combines, 
and organizes information    Manages time effectively    Focuses in the presence of distracting sounds    Performs simple 
office tasks    Works as part of a team    Works in diverse environments    Objectivity 
 
Tools and Equipment Used: 
    Personal Computer    Multifunctional Printer    Fax Machine    Telephone System    CalculatorOther office equipment as 
needed 
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036681 - DHS INVESTIGATIVE SPECIALIST 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1612 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional human services experience reviewing fraudulent Supplemental Nutritional 
Assistance Program (SNAP) and/or Temporary Assistance for Needy Families (TANF) claims or determining eligibility for 
individuals seeking SNAP (food assistance) and/or TANF (cash assistance) benefits.                                                                                                
Substitution of Experience for Education:  Qualifying full-time professional human services experience reviewing 
fraudulent SNAP (food assistance) benefits and/or TANF (cash assistance) claims or determining eligibility for individuals 
seeking SNAP (food assistance) benefits and/or TANF (cash assistance) may be substituted for the required education on 
a year-for-year basis to a maximum of four years (e.g., experience equivalent to one year of full time work in one or a 
combination of the above listed fields may substitute for one year of the required education)." 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for positions must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check. Examination Method:  Education 
and Experience,100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for human services claims investigation work of average difficulty; 
and performs related work as required.  Distinguishing Features:  An employee in this class investigates claims regarding 
fraudulent SNAP (food assistance) benefits, TANF (cash assistance), and Medically Needy cases. This class differs from 
that of DHS Investigative Specialist Supervisor in that an incumbent of the latter supervises employees of this class." 
 
Work Activities: 
Processing Information:    Accurately calculates overpayments to ensure the correct amount of benefits that must be 
repaid by customers.    Compiles information obtained from relevant sources to determine if an overpayment has 
occurred.Getting Information:    Contacts external and internal agencies and all other available resources to determine if 
an overpayment has occurred and to substantiate a claim.Communicating with Persons Outside Organization:    
Communicates verbally, electronically, and/or in writing with outside organizations to obtain accurate information 
regarding allegations of the claim.Evaluating Information to Determine Compliance with Standards:    Reviews identified 
cases to determine if accurate information has been provided by the customer and that policy has been correctly 
applied.    Reviews cases identified by confidential referral system, computer analysis, or Eligibility Counselors to 
determine if there is a possible overpayment.Interpreting the Meaning of Information for Others:    Explains information 
gathered to customers that proves benefits received did not meet eligibility requirements of the Department of Human 
Services.    Interprets a variety of program rules, regulations, policies, procedures, and laws to internal and external 
agencies and customers in an effort to facilitate understanding.Updating and Using Relevant Knowledge:    Remains up-
to-date on new policies and procedures as they are implemented in order to ensure accurate claim 
determination.Making Decisions and Solving Problems:    Uses obtained information to decide the classification of the 
claim (Fraud or Non Fraud.)Organizing, Planning, and Prioritizing Work:    Prioritizes and organizes daily, weekly, and 
monthly activities to ensure all work is completed by the established deadlines.Resolving Conflicts and Negotiating with 
Others:    Attempts to resolve customer concerns regarding claim amounts and clarify policies and procedures used in 
claim determination.    Negotiates repayments for non-fraudulent claims in the best interest of the department and 
fairness to the client.Documenting/Recording Information:    Documents information obtained during investigations into 
the claim determination system for future reference and to support case actions.    Properly stores and maintains claim 
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related documentation to ensure program integrity, confidentiality, and for future retrieval.    Interacting With 
Computers:    Uses computer systems to enter claim information for future retrieval.    Uses online resources to gather 
information regarding referred claims.    Uses appropriate database tracking software specific to the agency as 
required.Performing Administrative Activities:    Maintains reports, files, and logs as required ensuring compliance with 
departmental, state and federal laws, rules, regulations, and best practices.    Enters personal time and leave/overtime 
requests into the appropriate databases as required.    Responds to emails, phone calls, and other correspondence as 
required.    Scans, uploads, faxes, and/or emails documentation and verifications to appropriate 
individuals.Communicating with Supervisors, Peers, or Subordinates:    Provides accurate information to supervisors and 
co-workers by telephone, in written form, e-mail, or in person to efficiently produce quality work.    Communicates 
questions through appropriate chain of command to obtain policy or procedural clarification.    Communicates schedules 
and activities verbally and/or electronically with supervisors and peers to maintain a balanced workflow.Establishing and 
Maintaining Interpersonal Relationships:    Networks with internal and external business partners to ensure open 
dialogue exists and to facilitate, coordinate, and create unified efforts. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Problem Solving    Organizing    Time Management    
Perseverance    Written Communication    ComposureKnowledge:    Basic office skills such as word processing and 
managing files and records    Proficient knowledge of principles for providing customer service    Basic arithmetic 
applications    Basic knowledge of computers and internet based applications Skills:    Active learning    Active listening    
Critical thinking, problem-solving, and decision-making skills    Basic mathematics    Understanding written sentences 
and paragraphs in work related documents    Communicating effectively, both verbally and in writing, as appropriate for 
the needs of the audience    Adapts to situations in the work environment    Time management    Effective organizational 
skills    Intermediate customer service skills    Basic computer skills Abilities:    Applies general rules to specific problems 
to produce answers that make sense    Combines pieces of information to form conclusions    Retains information    
Adds, subtracts, multiplies, or divides quickly and correctly    Communicates information and ideas verbally and in 
writing so others will understand them    Understands information and ideas presented through verbal and written 
communication    Recognition of problems or the potential for a likely problem    Concentrates on tasks over a period of 
time without being distracted    Efficiently makes sense of, combines, and organizes information    Manages time 
effectively    Focuses in the presence of distracting sounds    Performs simple office tasks    Multi-tasking    Works as part 
of a team    Works in diverse environments    Objectivity 
 
Tools and Equipment Used: 
    Personal Computer    Multifunctional Printer    Fax Machine    Telephone System    CalculatorOther office equipment as 
needed 
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079831 - DHS PLANNER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4620 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in business, public or health administration or education, 
nursing, planning, or a social or behavioral science and experience equivalent to three years of full-time professional 
social or human services work. Substitution of Experience for Education: Qualifying professional social, human services, 
or other related work may be substituted for the required education on a year-for-year basis to a maximum of two 
years. Substitution of Education for Experience: Additional graduate coursework in one of the above fields may be 
substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for human services related planning work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the only class in the DHS Planner series. Incumbents 
in this class provide staff support and develop strategic plans for all program areas in the Department of Human 
Services. Areas of analysis include family assistance, child support, adult protective services, vocational rehabilitation, 
and other social service issues. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Serves as a resource in meetings and planning sessions by 
providing available data and research to guide policy decisions.    Writes summary reports for executive staff for other 
requesting authorities to illuminate data trends to better target programs. Training and Teaching Others:    Identifies 
training needs within the department based on analysis of program data to improve employee performance.    
Identifies, develops and implements training needs for program delivery based on analysis of data to improve service 
delivery.    Develops appropriate training components as necessary for internal and external partners to enhance 
services.    Assesses the effectiveness of training strategies on improving employee performance. Thinking Creatively:    
Creates, develops and implements new applications, ideas, relationships, systems or products to improve functionality 
of programs. Coaching and Developing Others:    Proactively addresses potential workplace conflicts and negotiates 
solutions to resolve them.    Provides developmental opportunities to staff to enrich professional competence.    Models 
effective team building strategies to enable high functioning work groups. Processing Information:    Provides routine 
and mandated reporting to internal and external entities to meet federal and state requirements.    Prepares a variety of 
analytic reports which include recommendations on program policies and procedures.Guiding, Directing, and Motivating 
Subordinates:    Provides direction to subordinates, guidance and supervision including monitoring performance and 
setting standards.    Contributes to a positive working environment by exhibiting respectful and empathic working 
relationships. Analyzing Data or Information:    Performs a variety of short and long range planning activities related to 
human services functions; conducts studies which have the potential for improving services for the department and for 
affecting the welfare and safety of the department's clients.    Integrates multiple data sets in order to most effectively 
address research questions.    Demonstrates basic understanding of statistical techniques to analyze data.    Assesses the 
quality of data generated by policy driven rules and procedures for specific programs by implementing tests to create 
user friendly system.    Creates surveys to answer end user's questions through the use of survey tools. Communicating 
with Persons Outside Organization:    Interacts on a regular basis with persons in other divisions, departments, local 
governments, and outside organizations for the purpose of furnishing and obtaining information.    Responds to ad hoc 
requests from governmental bodies, media, universities, research organizations, other state agencies and the general 
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public to provide resource information. Updating and Using Relevant Knowledge:    Pursues professional development 
with respect to technical advancements in the field to ensure best practices are available.    Reads and seeks out new 
information relevant to departmental programs and initiatives. Monitor Processes, Materials, or Surroundings:    
Maintains ongoing data tracking systems to enable identification for potential problems. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Organizational Agility    Written Communications    Approachability    Creativity    
Interpersonal Savvy    Informing    Planning    Action Oriented    PerspectiveKnowledge:    Clerical    Customer and 
Personal Service    Education and Training    Mathematics Skills:    Active Learning    Active Listening    Complex Problem 
Solving    Coordination    Critical Thinking    Instructing    Judgment and Decision Making    Learning Strategies    
Mathematics    Monitoring    Negotiation    Persuasion    Reading Comprehension    Service Orientation    Social 
Perceptiveness    Speaking    Systems Analysis    Systems Evaluation    Time Management    Writing Abilities:    Category 
Flexibility    Deductive Reasoning-Applies general rules to specific problems to produce answers that make sense    
Fluency of Ideas-Comes up with a number of ideas about a topic (the number of ideas is important, not their quality, 
correctness, or creativity)    Inductive Reasoning-Combines pieces of information to form general rules or conclusions 
(includes finding a relationship among seemingly unrelated events)    Information Ordering    Mathematical Reasoning    
Oral Comprehension    Oral Expression    Originality    Problem Sensitivity-Tells when something is wrong or is likely to go 
wrong; does not involve solving the problem, only recognizing there is a problem    Written Comprehension    Written 
Expression 
 
Tools and Equipment Used: 
    Computer    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone    Scanner    Fax Machine    
Projector    Calculator    Copier 
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079693 - DHS PROGRAM COORDINATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4710 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: social services, human services, 
education, auditing, accounting, business, and/or social services grant coordination. At least two years of this experience 
must have been human services program/project (a project vital to the successful implementation of agency 
program/policies) evaluation, case review work, or process improvement (such as LEAN). Substitution of Experience for 
Education: Additional experience in social services, human services, education, auditing, accounting, business, and/or 
social services grant coordination may substitute for the required education on a year for year basis to a maximum of 
four years (one year of experience is equivalent to 45 undergraduate quarter hours), there being no substitution for the 
required two years of specialized experience. Substitution of Graduate Education for Experience: Graduate course work 
from an accredited college or university in any liberal arts field, including but not limited to social sciences, mathematics, 
or statistics; education; public administration; and/or business may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years, there being no substitution for the required two years of specialized 
experience. OR Experience equivalent to one year as a DHS Program Specialist with the Tennessee Department of 
Human Services. OR Experience equivalent to four years in human services work as a state employee or as an individual 
under contract with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human services program evaluation, coordination, and 
consultative work of considerable difficulty and/or program policy and procedure development work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
specific program coordination, evaluation, and monitoring to assure programs and contracts are being administered in 
accordance with all pertinent policy and procedures or acting as the lead policy writer for a program. This class differs 
from that of DHS Program Specialist in that an incumbent of the latter evaluates program delivery or interprets policy 
and procedures for subordinate staff and may receive technical assistance from an employee in this class. This class 
differs from that of DHS Program Manager in that an incumbent of the latter supervises policy and procedure 
development. This class differs from that of  DHS Program Supervisor in that an incumbent of the latter supervises DHS 
Field Supervisors. 
 
Work Activities: 
Analyzing Data or Information: Reviews, writes and develops procedures for specific program areas to improve quality of 
service and maintains data integrity.Processing Information: Compiles, categorizes, calculates and/or verifies 
information from various systems and external sources to ensure accuracy of data and adherence to government rules 
and regulations.Developing Objectives and Strategies: Develops or assists in development of long-range objectives and 
strategies to achieve program goals and objectives.Training and Teaching Others: Plans and conducts training programs 
for staff, contracted agencies, and other community based organizations in policy, procedure, or other casework 
practices to improve program delivery.Updating and Using Relevant Knowledge: Keeps up-to-date on program and 
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policy information to better serve our clients and remains compliant with government 
regulations.Documenting/Recording Information: Documents all pertinent information into appropriate programs or 
systems to ensure accurate case information and to maintain historical records to adhere to policy requirements.        
Making Decisions and Solving Problems; Analyzes information and evaluates results to choose the best solution and 
solve problems. Recommends corrective actions for a statewide or regional program or service area to comply with 
government regulations.Organizing, Planning, and Prioritizing Work: Implements long-range objectives and strategies to 
achieve program goals and objectives. Organizes, plans, and prioritizes work in a timely manner to accomplish assigned 
tasks.Coaching and Developing Others: Identifies the extent to which staff services and operations are effectively 
meeting policies and procedures to determine training needs.Thinking Creatively: Reviews current program practices to 
suggest changes to improve the quality and timeliness of service delivery.Getting Information: Evaluates documentation 
of services delivered. Gathers information to determine the impact of service delivery proposals on agency priorities and 
budget.Interpreting the Meaning of Information for Others: Provides technical advice and interpretations of policy and 
procedure to staff for clarification. Explains any changes to policy and procedure to staff to clarify expectations. Analyzes 
the organization, structure and functions of a unit to ensure effective business processes. Explains and interprets human 
services programs for other state departments, contractors and general public to ensure effective program 
delivery.Evaluating Information to Determine Compliance with Standards: Ensures that services provided to internal and 
external clients are in compliance with applicable government policies. Reviews casework in electronic case 
management system performed by subordinate staff to check for adherence to program policies and procedures. 
Evaluates the effectiveness of program delivery provided by human services staff to comply with government 
regulations. Provides consultation with peers, subordinates and supervisors on methods of meeting requirements of 
policies, procedures, rules, and regulations in a service or program area to provide quality service. Recommends and 
outlines changes to program policies to improve service and comply with government guidelines.Provide Consultation 
and Advice to Others: Serves as technical liaison to internal and external sources to adhere to policy and 
procedures.Guiding, Directing, and Motivating Subordinates: Provides guidance and direction to staff or direct reports 
including monitoring performance and providing performance feedback to meet performance management 
objectives.Developing and Building Teams: Encourages and builds mutual trust, respect, and cooperation among team 
members to meet performance goals.Establishing and Maintaining Interpersonal Relationships: Develops constructive 
and cooperative working relationships with other agencies, divisions, department, units and external sources to meet 
the needs of clients.Resolving Conflicts and Negotiating with Others: Resolves client complaints or refers to appropriate 
staff for resolution. Identifies and/or evaluates problematic issues with other program staff for appropriate 
resolution.Interacting With Computers: Utilizes all DHS electronic systems for entering data, reviewing and processing 
information. Identifies electronic system or process defects for resolution.Communicating with Supervisors, Peers, or 
Subordinates: Answers questions from other divisions, programs and peers regarding program delivery for agency 
continuity.Coordinating the Work and Activities of Others: Coordinates with other agencies, divisions, units or 
departments to accomplish specific tasks or projects.Assisting and Caring for Others: Provides emotional support to staff 
and clients for effective program delivery.Performing Administrative Activities: Performs administrative tasks such as 
maintaining information files and processing paperwork to adhere to policy and regulations.Staffing Organizational 
Units: Interviews and makes recommendations to select, hire and promote employees to meet and maintain staffing 
requirements.Performing for or Working Directly with the Public: Answers clients and service organizations questions 
concerning DHS policy and procedures to maintain positive client and community relationships.Communicating with 
Persons Outside Organization: Answers questions from clients regarding program delivery. Communicates with other 
governmental agencies and external sources by phone, fax and email to verify and interpret information and assist 
clients. Informs general public on policies for better program awareness.Scheduling Work and Activities: Schedules work 
and meetings of staff for overall program efficiency.Monitoring and Controlling Resources: Performs quality assurance 
monitoring of a specific program area to ensure compliance with policy and procedures. Monitors contractors for 
adherence to program policies and procedures to ensure appropriate service delivery. Gathers necessary background 
information to assist upper management in budget development for contracted work. Evaluates specific budget items to 
assure that funding is properly used and all records are accurate. Estimates funding needs based on current trends and 
expenditures for future budget proposals. 
 
Competencies (KSA’s): 
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Competencies: Problem Solving Time Management Written Communications Presentation Skills Customer Focus 
Learning on the Fly Peer RelationshipsKnowledge: Customer and personal service Computer and electronics Law and 
Government Clerical Mathematics Administration and management Education and training Skills: Critical thinking 
Writing Monitoring Time management Reading comprehension Complex problem solving Active Listening Speaking 
Active learning Coordination Service orientation Mathematics Learning Strategies Instructing Social perceptiveness 
Judgment and decision-making Quality control analysis Negotiation PersuasionAbilities: Written comprehension Written 
expression Speech clarity Fluency of ideas Oral expression Oral comprehension Deductive reasoning Auditory attention 
Inductive reasoning Category flexibility Information ordering Selective attention Time sharing Speech recognition 
Mathematical reasoning Problem sensitivity Memorization Number facility Speed of closure Perceptual speed Originality 
Visualization 
 
Tools and Equipment Used: 
 Telephone PC/laptop/docking station Fax Machine Multi-Functional Printer (MFP) with FOB Projector Telephone & 
Headset Basic Supplies (stapler, pens, pencils, hole puncher, etc.) Copy Machine Scanner 
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079693 - DHS PROGRAM COORDINATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4711 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: social services, human services, 
education, auditing, accounting, business, and/or social services grant coordination. At least two years of this experience 
must have been human services program/project (a project vital to the successful implementation of agency 
program/policies) evaluation, case review work, or process improvement (such as LEAN). Substitution of Experience for 
Education: Additional experience in social services, human services, education, auditing, accounting, business, and/or 
social services grant coordination may substitute for the required education on a year for year basis to a maximum of 
four years (one year of experience is equivalent to 45 undergraduate quarter hours), there being no substitution for the 
required two years of specialized experience. Substitution of Graduate Education for Experience: Graduate course work 
from an accredited college or university in any liberal arts field, including but not limited to social sciences, mathematics, 
or statistics; education; public administration; and/or business may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years, there being no substitution for the required two years of specialized 
experience. OR Experience equivalent to one year as a DHS Program Specialist with the Tennessee Department of 
Human Services. OR Experience equivalent to four years in human services work as a state employee or as an individual 
under contract with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human services program evaluation, coordination, and 
consultative work of considerable difficulty and/or program policy and procedure development work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
specific program coordination, evaluation, and monitoring to assure programs and contracts are being administered in 
accordance with all pertinent policy and procedures or acting as the lead policy writer for a program. This class differs 
from that of DHS Program Specialist in that an incumbent of the latter evaluates program delivery or interprets policy 
and procedures for subordinate staff and may receive technical assistance from an employee in this class. This class 
differs from that of DHS Program Manager in that an incumbent of the latter supervises policy and procedure 
development. This class differs from that of  DHS Program Supervisor in that an incumbent of the latter supervises DHS 
Field Supervisors. 
 
Work Activities: 
Analyzing Data or Information: Reviews, writes and develops procedures for specific program areas to improve quality of 
service and maintains data integrity.Processing Information: Compiles, categorizes, calculates and/or verifies 
information from various systems and external sources to ensure accuracy of data and adherence to government rules 
and regulations.Developing Objectives and Strategies: Develops or assists in development of long-range objectives and 
strategies to achieve program goals and objectives.Training and Teaching Others: Plans and conducts training programs 
for staff, contracted agencies, and other community based organizations in policy, procedure, or other casework 
practices to improve program delivery.Updating and Using Relevant Knowledge: Keeps up-to-date on program and 
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policy information to better serve our clients and remains compliant with government 
regulations.Documenting/Recording Information: Documents all pertinent information into appropriate programs or 
systems to ensure accurate case information and to maintain historical records to adhere to policy requirements.        
Making Decisions and Solving Problems; Analyzes information and evaluates results to choose the best solution and 
solve problems. Recommends corrective actions for a statewide or regional program or service area to comply with 
government regulations.Organizing, Planning, and Prioritizing Work: Implements long-range objectives and strategies to 
achieve program goals and objectives. Organizes, plans, and prioritizes work in a timely manner to accomplish assigned 
tasks.Coaching and Developing Others: Identifies the extent to which staff services and operations are effectively 
meeting policies and procedures to determine training needs.Thinking Creatively: Reviews current program practices to 
suggest changes to improve the quality and timeliness of service delivery.Getting Information: Evaluates documentation 
of services delivered. Gathers information to determine the impact of service delivery proposals on agency priorities and 
budget.Interpreting the Meaning of Information for Others: Provides technical advice and interpretations of policy and 
procedure to staff for clarification. Explains any changes to policy and procedure to staff to clarify expectations. Analyzes 
the organization, structure and functions of a unit to ensure effective business processes. Explains and interprets human 
services programs for other state departments, contractors and general public to ensure effective program 
delivery.Evaluating Information to Determine Compliance with Standards: Ensures that services provided to internal and 
external clients are in compliance with applicable government policies. Reviews casework in electronic case 
management system performed by subordinate staff to check for adherence to program policies and procedures. 
Evaluates the effectiveness of program delivery provided by human services staff to comply with government 
regulations. Provides consultation with peers, subordinates and supervisors on methods of meeting requirements of 
policies, procedures, rules, and regulations in a service or program area to provide quality service. Recommends and 
outlines changes to program policies to improve service and comply with government guidelines.Provide Consultation 
and Advice to Others: Serves as technical liaison to internal and external sources to adhere to policy and 
procedures.Guiding, Directing, and Motivating Subordinates: Provides guidance and direction to staff or direct reports 
including monitoring performance and providing performance feedback to meet performance management 
objectives.Developing and Building Teams: Encourages and builds mutual trust, respect, and cooperation among team 
members to meet performance goals.Establishing and Maintaining Interpersonal Relationships: Develops constructive 
and cooperative working relationships with other agencies, divisions, department, units and external sources to meet 
the needs of clients.Resolving Conflicts and Negotiating with Others: Resolves client complaints or refers to appropriate 
staff for resolution. Identifies and/or evaluates problematic issues with other program staff for appropriate 
resolution.Interacting With Computers: Utilizes all DHS electronic systems for entering data, reviewing and processing 
information. Identifies electronic system or process defects for resolution.Communicating with Supervisors, Peers, or 
Subordinates: Answers questions from other divisions, programs and peers regarding program delivery for agency 
continuity.Coordinating the Work and Activities of Others: Coordinates with other agencies, divisions, units or 
departments to accomplish specific tasks or projects.Assisting and Caring for Others: Provides emotional support to staff 
and clients for effective program delivery.Performing Administrative Activities: Performs administrative tasks such as 
maintaining information files and processing paperwork to adhere to policy and regulations.Staffing Organizational 
Units: Interviews and makes recommendations to select, hire and promote employees to meet and maintain staffing 
requirements.Performing for or Working Directly with the Public: Answers clients and service organizations questions 
concerning DHS policy and procedures to maintain positive client and community relationships.Communicating with 
Persons Outside Organization: Answers questions from clients regarding program delivery. Communicates with other 
governmental agencies and external sources by phone, fax and email to verify and interpret information and assist 
clients. Informs general public on policies for better program awareness.Scheduling Work and Activities: Schedules work 
and meetings of staff for overall program efficiency.Monitoring and Controlling Resources: Performs quality assurance 
monitoring of a specific program area to ensure compliance with policy and procedures. Monitors contractors for 
adherence to program policies and procedures to ensure appropriate service delivery. Gathers necessary background 
information to assist upper management in budget development for contracted work. Evaluates specific budget items to 
assure that funding is properly used and all records are accurate. Estimates funding needs based on current trends and 
expenditures for future budget proposals. 
 
Competencies (KSA’s): 
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Competencies: Problem Solving Time Management Written Communications Presentation Skills Customer Focus 
Learning on the Fly Peer RelationshipsKnowledge: Customer and personal service Computer and electronics Law and 
Government Clerical Mathematics Administration and management Education and training Skills: Critical thinking 
Writing Monitoring Time management Reading comprehension Complex problem solving Active Listening Speaking 
Active learning Coordination Service orientation Mathematics Learning Strategies Instructing Social perceptiveness 
Judgment and decision-making Quality control analysis Negotiation PersuasionAbilities: Written comprehension Written 
expression Speech clarity Fluency of ideas Oral expression Oral comprehension Deductive reasoning Auditory attention 
Inductive reasoning Category flexibility Information ordering Selective attention Time sharing Speech recognition 
Mathematical reasoning Problem sensitivity Memorization Number facility Speed of closure Perceptual speed Originality 
Visualization 
 
Tools and Equipment Used: 
 Telephone PC/laptop/docking station Fax Machine Multi-Functional Printer (MFP) with FOB Projector Telephone & 
Headset Basic Supplies (stapler, pens, pencils, hole puncher, etc.) Copy Machine Scanner 
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079851 - DHS PROGRAM DIRECTOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4631 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following: social services, human 
services, education, auditing, accounting, and/or social services grant coordination.  At least four years of this 
experience must have been human services program evaluation or case review work. Substitution of Education for 
Experience: Graduate course work from an accredited college or university in any liberal arts field, including but not 
limited to social sciences, mathematics, or statistics, education, public administration, and/or business may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required four years of specialized experience.Substitution of Experience for Education: Additional 
professional experience in social services, human services, education, auditing, accounting, and/or social services grant 
coordination may substitute for the required education on a year for year basis to a maximum of four years (one year of 
experience is equivalent to 45 undergraduate quarter hours), there being no substitution for the required four years of 
specialized experience.ORExperience equivalent to three years of human services field supervision, disability claims 
supervision, or human services program evaluation or case review work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional human services program development and 
administrative work of unusual difficulty and supervisory work of considerable difficulty, and performs related work as 
required.Distinguishing Features: An employee in this class provides program direction and technical consultation to 
subordinate staff in evaluation and planning of a statewide program area. This class differs from that of DHS Program 
Manager in that an incumbent of the latter assists in directing a large Human Services program. This class differs from 
that of DHS Program Director 2 & 3 in that incumbents of the latter are responsible for supervising this class. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Supervises and evaluates assigned staff and their work to determine 
if work is done effectively.Staffing Organizational Units:  Makes recommendations on human resources actions such as 
employment, promotion, demotion, transfer, retention, termination and increases to maintain a high level of 
performance. Updating and Using Relevant Knowledge:  Studies relevant federal and state policies and procedures to 
ensure the program is properly implemented. Evaluates and assesses the organization, operations, and services for 
program areas to ensure departmental goals are met. Determines relevant issues for study based on current research, 
trends, situations for which no previous policy applies, and other data to proactively achieve the department's 
mission.Interpreting the Meaning of Information for Others: Develops policies based on state and federal rules and 
regulations. Interprets policies and procedures for staff to ensure that work is carried out properly. Evaluates data to 
identify patterns and determine how it can be utilized to improve performance. Interprets policies and procedures for 
external customers in order to answer questions. Analyzing Data or Information: Determines applicability of new and 
revised policies to ensure proper implementation in the affected program or area. Determines potential program impact 
of proposed legislation to ensure appropriate staffing levels and adequate funding. Reviews reports in order to make 
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program and/or performance improvements. Prepares draft responses to proposed legislation aligned with the 
department's mission. Developing Objectives and Strategies: Administers the review of state and federal policies and 
procedures for statewide program areas to ensure continued compliance. Evaluates records and reports involving past 
service achievements, present outcomes and measurements and expected goals for service delivery. Determines 
necessary corrective actions based on present outcomes to meet future departmental goals. Approves 
recommendations intended to improve the efficiency and quality of operations. Makes recommendations for changes to 
state policies and departmental rules to improve efficiency. Evaluating Information to Determine Compliance with 
Standards: Reviews program delivery to ensure adherence to state and federal policies, goals and procedures. Reviews 
program area contracts to ensure state and federal requirements are met. Reviews customer compliance to ensure they 
meet established statutes and rules. Resolving Conflicts and Negotiating with Others: Mediates conflicts between staff in 
order to promote a harmonious work environment. Develops consensus between internal and external partners to 
further the department's goals. Guiding, Directing, and Motivating Subordinates: Personalizes job plans for staff and 
conducts monthly conferences to provide feedback on performance. Identifies developmental needs of staff to improve 
their knowledge and/or skills. Directs program staff in evaluation, planning, and development for a program area or for 
multiple program areas in order to reach departmental goals. Trains team members on new tasks, procedures, rules and 
policies.Thinking Creatively: Develops new methods to provide services more timely and efficiently. Organizing, 
Planning, and Prioritizing Work: Develops specific goals and plans to prioritize, organize, and accomplish assigned work 
to ensure state and federal deadlines are met. Identifies strengths and weaknesses of staff to ensure assigned work can 
be accomplished effectively. Delegates workloads to staff and assigns priority to ensure timely service delivery. Making 
Decisions and Solving Problems: Reviews business and systems processes in order to ensure efficiency in service 
delivery. Handles and issues final responses to complaints based on relevant policies, procedures, and research in order 
to resolve issues. Identifies problematic issues for subordinate staff to address circumstances of complaints. 
Coordinating the Work and Activities of Others: Coordinates group tasks to ensure deadlines are met. Provide 
Consultation and Advice to Others: Clarifies information and creates collaboration with management and other groups 
to promote optimal performance. Monitoring and Controlling Resources: Prepares proposals for new and existing 
programs for budget approval to ensure expenses are not exceeded. Projects future revenue and expenses based on 
current trends for future budgets. Reviews program-operating budgets to ensure we operate within the established 
guidelines. Evaluates department options for maximizing fiscal resources (i.e., federal and state grants, reallocation of 
appropriated funds). Coordinates department budget with fiscal staff to ensure compliance and accuracy. 
Communicating with Persons Outside Organization: Collaborates with external agencies, partners and customers to 
better communicate and accomplish departmental goals. Reviews case information in order to respond to legislative 
and community inquiries/complaints. Performs liaison work to explain and interpret programs in order to better serve 
the customers. Communicating with Supervisors, Peers, or Subordinates:  Regularly communicates federal, state and 
departmental deadlines to ensure workflow stays on target. Maintains contact with service delivery and program staff in 
order to ensure that services are being provided adequately and without duplication. Participates in or conducts 
regularly scheduled meetings with management teams and others to communicate pertinent information. Scheduling 
Work and Activities: Reviews past performance and workloads in order to plan for future staffing. Assigns work groups 
to research and resolve program inefficiencies. Assigns reports regarding target areas for resolution and assigns a 
completion date to improve service delivery. Assigns research issues and other work to subordinate staff to ensure 
division goals are met. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Functional/Technical Competency Perspective Problem Solving 
Priority Setting Process Management Organizational Agility Customer Focus Building Effective Teams Knowledge: 
Intermediate Administration and Management Intermediate Customer and Personal Service Intermediate Law and 
Government Regulations and Agency Rules Intermediate Personnel and Human Resources Skills:  Active Learning Active 
Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Negotiation Persuasion Service 
Orientation Social Perceptiveness Complex Problem Solving Judgment and Decision Making Management of Personnel 
Resources Time Management Abilities: Deductive Reasoning Fluency of Ideas Inductive Reasoning Oral Comprehension 
Originality Problem Sensitivity Selective Attention Speed of Closure Written Comprehension Written Expression 
 
Tools and Equipment Used: 
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 Personal Computer and Accessories Telephone Multi-Function Printer 
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079852 - DHS PROGRAM DIRECTOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4637 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following:  social services, human 
services, education, auditing, accounting, and/or social services grant coordination.  At least four years of this 
experience must have been human services program evaluation or case review work.Substitution of Graduate Education 
for Experience:  Graduate course work from an accredited college or university in any liberal arts field, including but not 
limited to social sciences, mathematics, or statistics; education; public administration; and/or business may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required four years of specialized experience.Substitution of Experience for Education:  Additional 
professional experience in social services, human services, education, auditing, accounting, and/or social services grant 
coordination may substitute for the required education on a year for year basis to a maximum of four years (one year of 
experience is equivalent to 45 undergraduate quarter hours), there being no substitution for the required four years of 
specialized experience.ORExperience equivalent to three years of human services field supervision or human services 
program evaluation or case review work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional human services program development and administrative 
work of unusual difficulty and supervisory work of average difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class provides central office program direction and technical 
consultation to subordinate staff in evaluation and planning of a statewide program area. This class differs from DHS 
Program Director 1 in that an incumbent of the latter may be supervised by this class. This class differs from DHS 
Program Director 3 in that an incumbent of the latter is responsible for oversight and supervision of this class. 
 
Work Activities: 
1. Directs program staff in evaluation, planning, and development for a program area or for multiple program areas; 
maintains contact with service delivery and program staff to ensure that services are being provided adequately and 
without duplication.2. Studies relevant federal and state policies and procedures; determines applicability of new and 
revised policies and makes recommendations for changes to state policies; interprets policies and procedures for field 
staff.3. Directs and administers the review of state policies and procedures for statewide program areas; evaluates 
records and reports involving past service achievements, present outcomes and measurements and expected future 
goals for service delivery; reviews contracts to ensure departmental requirements are met; reviews program delivery to 
ensure adherence to departmental policies and procedure; determines necessary corrective actions based on present 
outcomes and expected future departmental goals.4. Supervises the study of organization, operations, and services for 
program areas; determines relevant issues for study based on cultural trends, situations for which no previous policy 
applies, and annual reports; assigns research issues to subordinate staff; reviews recommendations from staff; approves 
recommendations intended to economically improve the efficiency and quality in these areas.5. Performs liaison work 
to explain and interpret programs; handles complaints and answers questions regarding program delivery; specifies 
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problematic issues for subordinate staff to evaluate in order to identify circumstances of the complaint; issues final 
response to complaints based on relevant policies, procedures, and research6. Manages the preparation, submittal, and 
administration of program-operating budgets; evaluates department options for maximizing fiscal resources (i.e., federal 
grants, state grants, reallocation of appropriated funds); summarizes current and projected financial position of the 
budget funding for the programs; projects future revenue and expenses based on current trends; prepares proposals for 
new and existing programs; coordinates department budget with fiscal staff.7. Assigns, train, supervises, and evaluates 
assigned staff and their work; makes recommendations on human resources actions such as employment, promotion, 
demotion, transfer, retention, and increases for exceptional performance.8. Makes recommendations to legislature 
regarding divisional needs, proposed future programs, and budget and fiscal plans for the department. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079853 - DHS PROGRAM DIRECTOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4632 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079854 - DHS PROGRAM DIRECTOR 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4638 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079694 - DHS PROGRAM MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4617 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following: social services, human 
services, education, auditing, accounting, business, and/or social services grant coordination. At least three years of this 
experience must have been human services program evaluation, case review work, or process improvement (such as 
LEAN). Substitution of Experience for Education: Additional professional experience in social services, human services, 
education, auditing, accounting, business, and/or social services grant coordination may substitute for the required 
education on a year for year basis to a maximum of four years (one year of experience is equivalent to 45 undergraduate 
quarter hours), there being no substitution for the required three years of specialized experience. Substitution of 
Graduate Education for Experience: Graduate course work from an accredited college or university in any liberal arts 
field, including but not limited to social sciences, mathematics, or statistics; education; public administration; and/or 
business may be substituted for the required experience, on a year-for-year basis, to a maximum of two years, there 
being no substitution for the required three years of specialized experience. OR Experience equivalent to two years of 
human services field supervision, human services program evaluation, or case review work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human services program policy and procedure development 
work of considerable difficulty and supervisory work of average difficulty; performs related work as required. 
Distinguishing Features: An employee in this class acts as the first full supervisor responsible for policy and procedure 
development in an assigned program area, or acts as an area consultant for assigned subordinate staff. This class differs 
from that of DHS Program Coordinator in that an incumbent of the latter monitors and evaluates human services 
program delivery by subordinate staff or acts as the lead policy writer for a program. This class differs from those in the 
DHS Program Director sub-series in that incumbents of the latter direct policy and procedure development for a 
program and may supervise employees in this class. 
 
Work Activities: 
Thinking Creatively: Develops policies and procedures for program areas to implement changes as required by law to 
meet departmental goals. Monitoring and Controlling Resources: Oversees expenditures to ensure proper usage of 
funding as stipulated by grant requirements and contracts.Evaluating Information to Determine Compliance with 
Standards: Participates in the development of state policies and procedures for program delivery based on federal 
requirements to meet departmental needs. Reviews federal policies and procedures which affect state and contracted 
programs to ensure that federal guidelines are being met. Reviews program delivery to ensure adherence to 
departmental policies and procedures. Compiles and analyzes data from various sources to determine compliance with 
state standards and objectives.Communicating with Persons outside Organization: Collaborates with contractors, other 
departments, or other organizations to explain and interpret program requirements to ensure program compliance. 
Communicates verbally and/or electronically with outside organizations to assist in program 
implementation.Coordinating the Work and Activities of Others: Supervises subordinate employees who administer, 
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provide, and coordinate service delivery to ensure departmental goals are met.Analyzing Data or Information: Reviews 
and makes recommendations for changes to program delivery to ensure compliance with federal guidelines. Analyzes 
statistical data and other information to determine system accuracy and project trends. Examines impact of policies on 
current and proposed budgets. Analyzes statistical data and/or additional information to determine the quality of 
employee performance. Studies policies and procedures pertaining to program delivery in order to evaluate their 
effectiveness. Studies operations and services and makes recommendations intended to improve the efficiency of the 
organization.Staffing Organizational Units: Interviews applicants in order to determine the best candidates to fill vacant 
positions. Makes recommendations on employee hiring, retention, promotion, demotion, and other human resources 
actions to maintain a fully staffed unit. Updating and Using Relevant Knowledge: Remains up-to-date on new policies 
and procedures as they are implemented in order to ensure accurate program delivery.Developing Objectives and 
Strategies: Develops strategies to meet objectives set by executive staff to ensure compliance with federal requirements 
and departmental goals. Plans and develops objectives for organizational units to ensure customers' needs are met 
effectively.Resolving Conflicts and Negotiating with Others: Addresses concerns and complaints and answers questions 
both internally and externally to ensure quality customer service.Getting Information: Obtains information from 
databases, reports, and other relevant sources to be used for data analysis.Training and Teaching Others: Develops and 
delivers training internally and externally to ensure that staff are able to provide quality services. Identifies training and 
coaching needs of staff and to ensure they receive any training needed to improve job performance.Developing and 
Building Teams: Distributes work equitably in order to promote team building and trust within the staff unit. Encourages 
staff to work together as a team to achieve departmental goals.Interacting With Computers: Accesses and reviews data 
in agency operation systems, databases, spreadsheets, and other systems to ensure program requirements are being 
met. Enters information into agency operation systems, databases, spreadsheets, and other required systems for future 
retrieval. Drafts instructional memos and bulletins to notify staff of important changes or clarifications to policy or 
procedures.Guiding, Directing, and Motivating Subordinates: Guides, motivates, and evaluates staff performance to 
promote staff development and retain quality employees.Establishing and Maintaining Interpersonal Relationships: 
Develops and maintains cooperative working relationships with others, building rapport and interacting in a respectful 
and constructive manner to enhance productivity and effectively meet customers' needs.Making Decisions and Solving 
Problems: Identifies problem areas and develops and implements a plan for corrective action.Organizing, Planning, and 
Prioritizing Work: Prioritizes and organizes daily, weekly, and monthly tasks to ensure all work performed by self and 
subordinates is completed by the established deadlines.Documenting/Recording Information: Prepares and maintains 
historical records and reports involving present outcomes and measurements and expected future goals to ensure 
accurate and efficient service delivery. Stores electronic or paper files for future reference as required by 
law.Communicating with Supervisors, Peers, or Subordinates: Communicates verbally/electronically with supervisors, 
subordinates, and/or peers in the exchange of information to see that customers' needs are met. Communicates daily 
schedules and activities verbally or electronically with supervisors, subordinates, and/or peers to maintain a balanced 
workflow. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Directing Others Priority Setting Time Management Perseverance Building Effective 
Teams Ethics and ValuesKnowledge: Administration and management Administrative and clerical procedures and 
systems Basic computer knowledge Proficient knowledge of principles for providing customer service Basic knowledge 
of agency rules and regulations as well as departmental processes and procedures Basic arithmetic and statistical 
applications            Principles and procedures for personnel recruitment, selection, training, compensation and benefits 
including laws regarding hiring practices Security operations for the protection of people, data, and State property Skills: 
Basic computer skills Active listening Critical thinking, problem-solving, and decision-making    Selecting appropriate 
training/instructional methods and procedures when learning and teaching new things Basic mathematics 
Monitoring/assessing performance of yourself and/or others to make improvements Understanding written sentences 
and paragraphs in work related documents Communicating effectively, both verbal and written, as appropriate for the 
needs of the audience Adjusting actions in relation to others' actions Instructing and training Negotiation Persuasion 
Actively looking for ways to help people                Complex problem solving Quality control analysis and troubleshooting 
Judgment and decision making Systems analysis and evaluation Management of financial and material resources 
Management of personnel resources Time management Proficient organizational skills Customer service skills Abilities: 
Flexibility and adaptability in various situations and environments            Applies general rules to specific problems to 
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produce answers that make sense                 Combines pieces of information to form conclusions                      Retention of 
information                 Mathematical reasoning                   Communication of information and ideas verbally and in writing 
so others will understand them            Understands information and ideas presented through verbal and written 
communication           Accurately compares similarities and differences                Task orientated                    Quickly makes 
sense of, combine, and organize information          Time management                Performs simple office tasks            Adjusts 
one's actions in relation to others' actions              Multi-tasks with competing priorities          Works as part of a team                   
Works in diverse environments                    Objectivity               Brainstorming          Arranges things or actions in certain 
orders according to specific rules                  Recognition of problems or the potential for a likely problem 
 
Tools and Equipment Used: 
 Personal Computer Multifunction Printer Telephone System Fax Machine CalculatorsOther office equipment as needed 
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079692 - DHS PROGRAM SPECIALIST 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4706 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: social services, human services, 
education, accounting, auditing, and/or social services grant coordination. Substitution of Graduate Education for 
Experience: Graduate course work from an accredited college or university in any liberal arts field, including but not 
limited to social sciences, mathematics, or statistics; education; public administration; and/or business may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience 
for Education: Additional experience in social services, human services, education, accounting, auditing, and/or social 
services grant coordination may substitute for the required education on a year for year basis to a maximum of four 
years (one year of experience is equivalent to 45 undergraduate quarter hours). OR Experience equivalent to three years 
in human services work as a state employee or as a individual under contract with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human services program evaluation and consultative work of 
average to considerable difficulty; performs related work as required. Distinguishing Features: An employee in this class 
is responsible for the evaluation of human services program delivery by subordinate staff or the interpretation of policy 
and procedure for a region, central office reviewer or policy writer. This class differs from DHS Program Coordinator in 
that an incumbent of the latter acts as the lead policy writer for program policy and procedure development and is 
responsible for coordinating human services program delivery in accordance with pertinent policies and procedures. 
 
Work Activities: 
Training and Teaching Others: Plans and conducts training programs for staff, contracted agencies, and other 
community based organizations in policy, procedure, or other casework practices to improve program delivery.Guiding, 
Directing, and Motivating Subordinates: Provides guidance and direction to staff or direct reports including monitoring 
performance and providing performance feedback to meet performance management 
objectives.Documenting/Recording Information: Documents all pertinent information into appropriate programs or 
systems to ensure accurate case information and to maintain historical records to adhere to policy 
requirements.Updating and Using Relevant Knowledge: Keeps up-to-date on program and policy information to better 
serve our clients and remain compliant with government regulations.Thinking Creatively: Reviews current program 
practices to suggest changes to improve the quality and timeliness of service delivery.Interpreting the Meaning of 
Information for Others: Provides technical advice and interpretation of policy and procedure to staff for clarification. 
Explains any changes to policy and procedure to staff to clarify expectations. Explains and interprets human services 
programs for other state departments, contractors, and general public to ensure effective program delivery.Processing 
Information: Compiles, categorizes, calculates and or verifies information from various systems and external sources to 
ensure accuracy of data and adherence to government rules and regulations.Coaching and Developing Others: Identifies 
the extent to which staff services and operations are effectively meeting policies and procedures to determine training 
needs.Organizing, Planning, and Prioritizing Work: Implements long-range objectives and strategies to achieve program 
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goals and objectives. Organizes, plans, and prioritizes work in a timely manner to accomplish assigned tasks.Establishing 
and Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships with other 
agencies, divisions, department, units and external sources to meet the needs of clients.Making Decisions and Solving 
Problems: Analyzes information and evaluates results to choose the best solution and solve problems.Developing 
Objectives and Strategies: Develops or assists in development of long-range objectives and strategies to achieve 
program goals and objectives.Coordinating the Work and Activities of Others: Coordinates with other agencies, 
divisions, units or departments to accomplish specific tasks or projects.Evaluating Information to Determine Compliance 
with Standards: Ensures services provided to internal and external clients are in compliance with applicable government 
policies. Provides consultation with peers, subordinates and supervisors on methods of meeting requirements of 
policies, procedures, rules, and regulations in a service or program area to provide quality service. Evaluates the 
effectiveness of program delivery provided by human services staff to comply with government regulations. Reviews 
casework performed by subordinate staff in electronic case management system to check for adherence to program 
policies and procedures. Recommends and outlines changes to program policies to improve service and comply with 
government guidelines.Communicating with Supervisors, Peers, or Subordinates: Answers questions from other 
divisions, programs and peers regarding program delivery for agency continuity.Provide Consultation and Advice to 
Others: Serves as technical liaison to internal and external sources to adhere to policy and procedures.Developing and 
Building Teams: Encourages and builds mutual trust, respect, and cooperation among team members to meet 
performance goals.Performing Administrative Activities: Performs administrative tasks such as maintaining information 
files and processing paperwork to adhere to policy and regulations.Resolving Conflicts and Negotiating with Others: 
Resolves client complaints or refers to appropriate staff for resolution. Identifies and/ or evaluates problematic issues 
with other program staff for appropriate resolution.Interacting With Computers: Utilizes all DHS electronic systems for 
entering data, reviewing and processing information. Identifies electronic system or process defects for 
resolution.Monitoring and Controlling Resources: Monitors contractors' adherence to program policies and procedures 
to ensure appropriate service delivery. Performs quality assurance monitoring of a specific program area to ensure 
compliance with policy and procedures.Scheduling Work and Activities: Schedules work and meetings of staff for overall 
program efficiency.Staffing Organizational Units: Interviews and make recommendations to select, hire, and promote 
employees to meet and maintain staffing requirements.Assisting and Caring for Others: Provides emotional support to 
staff and clients for effective program delivery.Performing for or Working directly with the Public: Answer clients and 
service organizations questions concerning DHS policy and procedures to maintain positive client and community 
relationships.Communicating with Persons outside Organization: Communicates with other governmental agencies and 
external sources by phone, fax and email to verify and interpret information and assist clients. Answers questions from 
clients regarding program delivery. Informs general public on policies for better program awareness.Analyzing Data or 
Information: Reviews, writes and develops procedures for specific program areas to improve quality of service and 
maintain data integrity.Getting Information: Gathers information to determine the impact of service delivery proposals 
on agency priorities and budget. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Time Management Organizing Written Communications Planning Functional/Technical 
Competencies Learning on the Fly Presentation SkillsKnowledge: Computer and Electronics Customer and Personal 
Service Clerical Law and Government Public Safety and Security Mathematics Education and Training Administration and 
Management Communication and Media Personnel and Human Resources PsychologySkills: Critical Thinking Writing 
Time Management Active Listening Reading Comprehension Learning Strategies Speaking Active Learning Monitoring 
Instructing Social Perceptiveness Coordination Service Orientation Complex Problem Solving Mathematics 
Troubleshooting Judgment and Decision Making System Evaluation Management of Personnel Resources 
PersuasionAbilities: Deductive Reasoning Inductive Reasoning Oral Expression Time Sharing Written Comprehension 
Fluency of Ideas Information Ordering Oral Comprehension Speech Clarity Auditory Attention Speech Recognition 
Category Flexibility Number Facility Selective Attention Memorization Perceptual Speed Problem Sensitivity 
Mathematical Reasoning Speed of Closure Originality Visualization Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Headset Laptop Docking Station Multi-Functional Printer (MFP) Projector Secure Print 
Systems with FOBS 
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079683 - DHS PROGRAM SUPERVISOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4702 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work in one or a combination of the following: social services, human 
services, education, auditing, accounting, and/or social services grant coordination. At least three years of this 
experience must have been human services program/project (a project vital to the successful implementation of agency 
program/policies) evaluation or case review work. Substitution of Experience for Education: Additional professional 
experience in social services, human services, education, auditing, accounting, and/or social services grant coordination 
may substitute for the required education on a year for year basis to a maximum of four years (one year of experience is 
equivalent to 45 undergraduate quarter hours), there being no substitution for the required three years of specialized 
experience. Substitution of Graduation Education for Experience: Graduate course work from an accredited college or 
university in any liberal arts field, including but not limited to social sciences, mathematics, or statistics; education; 
public administration; and/or business may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years, there being no substitution for the required three years of specialized experience. ORExperience 
equivalent to two years of human services field supervision or human services program/project (a project vital to the 
successful implementation of agency program/policies) evaluation or case review work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional human services program supervisory work of 
considerable difficulty; performs related work as required. Distinguishing Features: An employee in this class supervises 
a staff of DHS Field Supervisors and their subordinate staff in carrying out the social services, family assistance or 
vocational rehabilitation programs in a geographical area of the state. This class differs from DHS Field Supervisor 1 & 2 
in that incumbents of the latter supervise vocational rehabilitation counseling, instructional training centers, child care 
assessment, child care licensing, family assistance, adult protective services, administrative review, or residential 
support staff. This class differs from DHS Field Management Director 1 and DHS Program Director 1 in that incumbents 
of the latter could direct vocational rehabilitation counseling, instructional training centers, child care assessment, child 
care licensing, family assistance, adult protective services, administrative review, or residential support staff programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Oversees the preparation and maintenance of 
program delivery to ensure compliance with federal and state regulations within an area.Guiding, Directing, and 
Motivating Subordinates: Provides guidance, support, motivation, and direction to staff or direct reports including 
monitoring performance and giving feedback to meet performance management objectives. Analyzing Data or 
Information: Reviews, writes and develops procedures for specific program areas to improve quality of service and 
maintain data and integrity. Uses and analyzes data to develop program practice.Making Decisions and Solving 
Problems: Analyzes and evaluates program and caseload trends and changes and makes adjustments to enhance 
continuous improvement. Analyzes information and evaluates results to choose the best solution and solve 
problems.Developing Objectives and Strategies: Identifies and implements short and long range objectives and 
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strategies to achieve program goals and enhance program development.Coaching and Developing Others: Develops 
strategies that enhance and support staff through coaching and mentoring to increase their knowledge and skills in job 
performance. Identifies the extent to which staff services and operations are effectively meeting policy and procedures 
to determine training needs.Monitor Processes, Materials, or Surroundings: Evaluates processes, policies, and 
procedures to ensure quality through observation, analysis, and assessment.Judging the Qualities of Things, Services, or 
People: Assess the value, importance, or quality of programs, processes, services, or staff to maintain program 
integrity.Developing and Building Teams: Encourages and builds mutual trust, respect, and cooperation among team 
members to meet performance goals.Processing Information: Gathers information to compile, categorize, calculate, 
tabulate, audit and verify to ensure high performance at the individual and program level.Training and Teaching Others: 
Assess, plans and/ or conducts training programs for staff, contracted agencies, and other community based 
organizations in policy, procedures or other areas to improve program delivery.Monitoring and Controlling Resources: 
Monitors resources and program policies and procedures to ensure appropriate service 
delivery.Documenting/Recording Information: Documents personnel related information in compliance with 
departmental guidelines. Documents all pertinent information into appropriate programs or systems to ensure accurate 
information and to maintain historical records and accountability to adhere to policy requirements.Scheduling Work and 
Activities: Studies organization, operations, and services as assigned, and makes recommendations for improvements in 
efficiency and quality. Plans and organizes the programs, operations, and activities for a geographical area. Examines 
staffing patterns and coordinates personnel shifts to ensure staff coverage for program areas with other program 
staff.Resolving Conflicts and Negotiating with Others: Identifies and/or evaluates problematic issues with staff or 
agencies for appropriate resolution. Resolves client complaints or refers to the appropriate staff for resolution.Updating 
and Using Relevant Knowledge: Improves professional skills and knowledge through continuous learning to better serve 
staff and customers.Thinking Creatively: Develops and creates new ideas to improve efficiency, quality, and timeliness of 
service delivery.Interacting With Computers: Utilizes relevant electronic systems and software for entering data, 
reviewing, and processing information.Establishing and Maintaining Interpersonal Relationships: Develops constructive 
and cooperative working relationships with internal and external sources to meet the needs of clients, staff and 
community.Provide Consultation and Advice to Others: Provides guidance and expert advice to management and other 
groups related to program and departmental goals.Organizing, Planning, and Prioritizing Work: Organizes, plans, and 
prioritizes work in a timely manner to accomplish program goals.Interpreting the Meaning of Information for Others: 
Provides technical guidance and interpretation of policy and procedure to staff for clarification. Explains and interprets 
programs for other state departments, contractors, and general public to ensure effective program delivery. Explains 
any changes to policy and procedure to staff to clarify expectations.Performing Administrative Activities: Performs 
required administrative tasks to complete day-to-day functions in a program area.Communicating with Supervisors, 
Peers, or Subordinates: Communicates with other divisions, programs and peers regarding program delivery for agency 
continuity through various forms of communication.Coordinating the Work and Activities of Others: Coordinates with 
other agencies, divisions, units, or departments to accomplish specific tasks or projects.Performing for or Working 
Directly with the Public: Answers client and service organization questions concerning policy and procedures to maintain 
positive client and community relationships.Communicating with Persons outside the Organization: Communicates with 
external sources regarding program delivery for agency continuity through various forms of communication. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Problem Solving Directing Others Conflict Management 
Confronting Direct Reports Managerial Courage Action Oriented Building Effective Teams Ethics and Values Integrity and 
TrustKnowledge: Administration and Management                              Customer and Personal Service                                 
Communication and Media                           Computer and Electronics                             Law and Government                        
Personnel and Human Resources                               Therapy and Counseling                                Psychology                             
Clerical                                   Education and Training                                 Sociology and Anthropology                         
Mathematics                           Philosophy and TheologySkills: Critical Thinking                                Judgment and Decision 
Making                                Complex Problem Solving                             Active Listening                                Reading 
Comprehension                                Writing                                   Service Orientation                            Social Perceptiveness                        
Time Management                             Active Learning                                 Learning Strategies                            Monitoring                            
Troubleshooting                                 Management of Personnel Resources                        Management of Material 
Resources Negotiation                            System Evaluation                             Speaking                                Instructing                              
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Persuasion                              Quality Control Analysis                               Coordination                          System Analysis                                
Management of Financial Resources MathematicsAbilities: Oral Comprehension              Problem Sensitivity                
Written Expression                Time Sharing              Written Comprehension                     Deductive Reasoning             
Inductive Reasoning              Oral Expression                      Category Flexibility               Flexibility of Closure             Fluency of 
Ideas                    Selective Attention                Information Ordering            Originality                  Perceptual Speed                   
Speed of Closure                   Speech Recognition               Number Facility                     Speech Clarity            Auditory 
Attention                Memorization             Mathematical Reasoning                    Wrist-Finger Speed 
 
Tools and Equipment Used: 
 Personal computer Telephone Headset Laptop Multi-Functional Printer (MFP) Projector Secure Print Systems with FOBS 
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036683 - DHS SPECIAL INVESTIGATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1626 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of responsible full-time work in one or a combination of the following: investigation of 
fraudulent human service cases, criminal investigations, or law enforcement. Substitution of Experience for Education: 
Qualifying full-time investigation of fraudulent human service cases, criminal investigations, and/or law enforcement 
experience may be substituted for the required education on a year-for-year basis to a maximum of four years (e.g., 
experience equivalent to one year of full time work in one or a combination of the above listed fields may substitute for 
one year of the required education). OR Experience equivalent to two years in the DHS Investigator job series with the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check.  Examination Method: Education 
and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for human services field investigation work of considerable 
difficulty; performs related work as required. Distinguishing Features:  An employee in this class conducts field 
investigations of fraudulent human services cases including Supplemental Nutritional Assistant Program or SNAP (food 
assistance), Temporary Assistance to Needy Families or TNAF (cash assistance), and Medically Needy cases. An 
employee in this class serves as a lead field investigator when working with Human Services Investigative Specialists and 
Human Services Investigative Specialist Supervisors on special assignments. This class differs from that of Human 
Services Investigative Specialist Supervisor in that an incumbent of the latter is responsible for front-line supervision of 
specialists writing claims on fraudulent cases and reviewing casework files. This class differs from that of Human Services 
District Director of Investigations in that an incumbent of the latter is responsible for the total supervisory work over a 
region of the state or a statewide special investigative team. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual judgment 
to determine whether events or processes comply with laws, regulations, or standards. Processing Information:    
Compiles, codes, categorizes, calculates, tabulates, audits, or verifies information or data to prepare written 
investigative summaries. Developing Objectives and Strategies:    Reviews cases to determine proper adjudication 
method for Suspected Intentional Program Violation (SIPV).    Works independently to complete Webmasters, Childcare 
Background Investigations, Internal Investigations, and Investigative Queries (IQ) to protect the integrity of the 
Department of Human Services' Programs.Resolving Conflicts and Negotiating with Others:    Handles complaints, settles 
disputes, and resolves grievances and conflicts, or otherwise negotiates with others. Making Decisions and Solving 
Problems:    Analyzes information and evaluates results to choose the best solution and solve problems. Organizing, 
Planning, and Prioritizing Work:    Develops specific goals and plans to prioritize, organize, and accomplish work to meet 
deadlines. Communicating with Supervisors, Peers, or Subordinates:    Submits investigative summaries to Human 
Services District Director of Investigations for approval of Webmasters, Internals, and Investigative Queries (IQ) via 
telephone, in written form, e-mail, or in person.    Submits investigative summaries to Human Services District Director 
via telephone, in written form, e-mail, or in person of Investigations for approval to be submitted to the District 
Attorney. Getting Information:    Conducts investigations of fraudulent cases involving family assistance programs 
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including Families First, Supplemental Nutrition Assistance Program (SNAP), and employee misconduct.    Conducts 
interviews in the field to obtain information on suspected fraud cases.    Conducts investigations with State and Federal 
law enforcement agencies.    Conducts surveillance to obtain evidence.    Compares agency database with other 
agencies' databases to identify potential fraudulent Human Services cases. Interpreting the Meaning of Information for 
Others:    Translates or explains information to clients, Family Assistance Staff, Administrative Hearing Officials, and 
District Attorneys to provide understanding of the Department of Human Services (DHS) policies and procedures. 
Documenting/Recording Information:    Prepares written investigative summaries.    Collects and documents evidence to 
support fraudulent Human Services cases.     Records information into the Claims On-line Tracking System (COTS) to 
substantiate overages.    Records daily activities including travel, mileage, surveillance conducted, and investigative 
information obtained.    Operates a camera, tape recorder, and other surveillance equipment to substantiate the 
investigation findings. Updating and Using Relevant Knowledge:    Keeps up-to-date technically and applies relevant 
knowledge to the job. Communicating with Persons outside the Organization:    Testifies at Grand jury and court 
proceedings to assist in adjudication of suspected fraud cases.    Communicates with people outside the organization, 
represents the organization to customers, the public, government, and other external sources.    Reports suspicious 
Supplemental Nutrition Assistance Program (SNAP) activities to the United States Department of Agriculture (USDA). 
Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members. 
Analyzing Data or Information:    Reviews databases to determine the validity of the information or complaint received. 
Coaching and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise 
helps to improve their knowledge or skills. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with others and maintains them over time. Thinking Creatively:    
Develops ideas and relationships for investigative purposes. 
 
Competencies (KSA’s): 
Competencies:    Perseverance    Dealing with Ambiguity    Decision Quality    Intellectual Horsepower    Learning on the 
Fly    Problem Solving    Priority Setting    Time Management    Written Communications    Integrity and TrustKnowledge:     
Administration Management    Customer and Personal Service    Law and Government    Psychology Skills:    Active 
Learning    Active Listening    Critical Thinking    Learning Strategies    Reading Comprehension    Speaking    Writing    
Service Orientation    Complex Problem Solving    Judgment and Decision Making    Time Management Abilities:    
Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    Inductive Reasoning    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Time Sharing    Written Expression    Written Comprehension    
Auditory Attention    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Camera    Scanner    Computer    Binoculars    Telephones    Digital Recorder    Multi-Functional Printers (MFPs) 
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079938 - DHS VOCATIONAL TRAINER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4691 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years in a specialty area.Substitution of Education for Experience: Course work credit received from an accredited 
college or university in Education or specialty area may substitute for the required experience, on a year-for-year basis, 
to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for adult vocational instructional work of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class is responsible for instructing adult 
students in vocational training in order to prepare them for competitive employment. This class differs from the 
Vocational Instructor-Per Spec in that an incumbent of the latter is required to possess a Teaching Certification from the 
Tennessee Department of Education and instructs minors and adults. 
 
Work Activities: 
1. Provides instruction to adult students and participants focused on one or more areas of study within a vocational 
rehabilitation program assigned facility.2.Identifies the educational needs of adults and participants, including any 
disability-related needs, and develops areas of study and formal educational curriculum for instruction.3.Develops and 
creates new methods of instruction, relationship building, systems, or products to address adult students’ 
needs.4.Provides documentation, detailed instructions, drawings, or specifications to instruct adults about how devices, 
parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or used.5.Applies 
relevant information and individual judgment to determine whether events or processes comply with laws, regulations, 
or standards within area of study.6.Maintains familiarity with information on policies and procedures to comply with 
laws, regulations, and standards.7.Prepares a variety of records and reports including, but not limited to daily 
attendance records, student grades, progress reports, and behavioral documentation.8.Maintains knowledge on 
products, techniques, services, and industry standards while applying current knowledge relevant to the job.9.Facilitates 
the service and repair of machines, devices, and equipment as needed.10.Participates in meetings, events, advisory 
councils, committees, and maintains open communication across campus.11.Develops, facilitates and maintains area of 
study advisory councils to ensure industry standards are met.12.Maintains and operates a variety of equipment in 
compliance with policy and industry standards.13.May calibrate, regulate, fine-tune, or test machines, devices, and 
equipment that operates primarily on the basis of manufacturer specifications.14.May monitor student activities and 
events as assigned. 
 
Competencies (KSA’s): 
Competencies: Approachability Compassion Creativity Customer Focus Ethics and Values Problem Solving Integrity and 
Trust Interpersonal Savvy Patience PlanningKnowledge: Administration and Management Clerical Communications and 
Media Computers and Electronics Customer and Personal Service Education and Training English Language Mechanical 
Public Safety and Security Sales and MarketinSkills: Active Learning Active Listening Critical Thinking Instructing Learning 
Strategies Monitoring Negotiation Service Orientation Social Perceptiveness Time ManagementAbilities: Deductive 
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Reasoning Fluency of Ideas Inductive Reasoning Oral Comprehension Oral Expression Originality Problem Sensitivity 
Time Sharing Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Phone Fax Machine Scanner Copy Machine Printer Projector Calculator Safety Equipment Motor Vehicle 
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072589 - DIDD PSYCHIATRIC SVCS DIR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2097 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077340 - DIETETICS CONSULTANT 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4197 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in dietetics, 
nutrition, home economics (food), or closely related field and experience equivalent to three years of professional 
dietetics work including at least one year of experience as a registered dietitian.    Substitution of Education for 
Experience:  Additional graduate coursework in dietetics, nutrition, home economics (food) or closely related field may 
be substituted for one year of the required non-specialized experience.  
 
Other Requirements: 
Necessary Special Qualifications:  Licensed as a Dietitian in good standing with the State of Tennessee; and, registration 
as a Dietitian with the Academy of Nutrition and Dietitians.  Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional dietetics consulting work of average difficulty; and 
performs related work as required.  Distinguishing Features: An employee in this class performs dietetics consultative 
work as a registered dietitian by surveying food service operations to evaluate food production and service and in giving 
technical advice and guidance to operating staff.  
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:     Prioritizes job responsibilities and tasks in order to complete the work.     
Adheres to specific protocols/guidance provided by the state and federal agencies to accomplish all phases of 
assignments.    Coordinates all aspects of survey activities when serving as team coordinator or when surveying 
independently.Judging the Qualities of Things, Services, or People:     Assesses the quality of care and services provided 
to recipients of health care facilities by utilizing specific survey protocol.Resolving Conflicts and Negotiating with Others:     
Exercise good judgment in problem solving and conflict management.    Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance; resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.Assisting and Caring for Others:    Provides knowledgeable assistance as needed to internal and external 
entities in a courteous manner. Documenting/Recording Information:    Organizes written communications which are 
legible and are grammatically correct using state and federal documenting protocols.     Assimilates teammates’ 
information into one computerized document using correct format and layout.    Writes reports according to PRINCIPLES 
of DOCUMENTATION requirements provided by federal agency.Processing Information:    Compiles findings from 
surveys/investigations of providers or patients that support conclusions or compliance with state and federal protocols.    
Compile the provider's nutrition program data to prepare and submit quarterly and annual reports as required by state 
and federal program management.Evaluating Information to Determine Compliance with Standards:    Determines 
compliance with state and/or federal rules and regulations, and if deficient practices are identified, determines the 
extent of the noncompliance.    Identify, and/or establishes quality assurance/performance measures, including use of 
quality assurance tools for meal providers to determine compliance with federal and state regulations.        Accesses 
information according to established state and federal protocols in order to reach supported conclusions.Coordinating 
the Work and Activities of Others:    Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, 
which includes coordinating activities, analysis, and decision making related to findings, and scheduling meetings to 
assess the progress and accomplish tasks for efficiency.    Provides guidance during completion of survey 
documentation.    Provides support to team members when organizing, training, presenting information and evaluating 
outcomes of activities.     Integrates nutrition services into the comprehensive home and community based long term 
care system through coordination with other programs and services.Identifying Objects, Actions, and Events:    Identify 
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potential resident/provider findings by observation, interviews, and records review to determine regulatory/contractual 
compliance.    Assist in identifying and/or developing appropriate tools for the nutrition needs assessments.Thinking 
Creatively:    Analyzes current processes and assists in development of innovative processes in order to improve 
program efficiency.    Think creatively and innovate new strategies for accomplishing assigned tasks.Establishing and 
Maintaining Interpersonal Relationships:    Communicates in a positive, professional manner with all staff members, 
fellow employees, or external customers/providers.    Works harmoniously with other staff in completion of their 
assignments.    Provides useful input and shares responsibility for group decisions; accepts other member’s ideas and 
criticisms and applies them in a constructive manner.    Creates and maintains constructive interpersonal relationships 
that promote task accomplishment.    Assists in the dietary survey process training of new employees as 
requested.Analyzing Data or Information:    Reviews past performance files, current documents, observations, 
interviews, dietary and environmental issues and analyzes the findings to arrive at decisions concerning adherence or 
deviations from regulations.    Identifies relevant information needed to survey the program utilizing specific survey 
protocol for each program surveyed.    Analyzes nutrition program data to ensure accurate and efficient program 
management implementation.Updating and Using Relevant Knowledge:    Obtains Continuing Education Units for 
maintaining Registered Dietitian status.    Maintains working knowledge of new regulations, regulatory revisions, and 
application of regulations in various settings.    Maintains considerable knowledge of planning menus appropriate for 
older adults, including cultural and/or religious appropriate meals, and special diets for health conditions.    Maintains 
knowledge of state/federal nutrition programs for older adults and current scientific evidence based nutrition and 
health promotion/disease prevention.    Participates in called meetings, programmatic conference calls, and planned 
conferences related to particular field.     Attends mandatory in-service and training programs.     Assists in the dietary 
survey process training of new employees as requested.Communicating with Supervisors, Peers, or Subordinates:    
Communicates effectively in both written and verbal form to supervisor and peers.    Adheres to appropriate lines of 
communication.     Communicates and documents programmatic issues and/or concerns during survey process with 
management and survey team.    Operating Vehicles, Mechanized Devices, or Equipment:    Possesses adequate driving 
skills to navigate large cities and small towns on both interstate and rural roads.    Drives state or personally owned 
automobile in all road conditions at any given time (i.e., day or night) for long periods to reach worksite destination. 
Getting Information:    Conducts and/or participates in activities for obtaining needed information and or materials 
through observations, interviews, research, and records review to determine compliance with state and federal rules 
and regulations.    Gather relevant data to assess grantees compliance of nutrition program.    Obtain and review 
provider, resident/consumer data on-site to determine provider compliance with regulations/consumer contractual 
compliance.    Obtain and review provider relevant information off site from databases to initiate survey process to 
evaluate program compliance.Monitor Processes, Materials, or Surroundings:    Conducts document reviews, 
observations, and interviews to identify non-compliance with regulatory requirements.    Monitor provider compliance 
to assure that nutrition service providers comply with all applicable federal, state, and local laws.    Monitors and 
evaluates nutritional requirements, including computer assisted menu analysis, to ensure provider compliance with 
federal programs.    Reviews corrective plans, provides technical assistance, and approves plan within Policy 22 time 
frames as identified by the Department of Finance and Administration.    Assists in monitoring the budget and 
implementing fiscal regulations, policies/ procedures/guidance for nutrition services as needed.    Monitor dietary 
department for food handling practices for regulatory compliance.    Monitor sanitation of dietary department 
equipment for regulatory compliance.    Monitor logs (food temperatures, refrigerator/freezer temperatures, sanitizer 
level, and dish machine temperatures) for regulatory compliance.Developing and Building Teams:    Establishes 
collaborative relationships and promotes team work; works effectively with individuals, diverse groups, and in multi-
disciplinary groups.    Assists teammates with assignments when their workloads become more pressing during group 
assignments.    Assists peers in training activities by sharing knowledge and skills.    Notifies team members/supervisor as 
soon as possible of schedule changes when functioning as team coordinator. Making Decisions and Solving Problems:    
Provides technical nutrition assistance/consultation to providers, other agencies, legislators, public/private agencies and 
the general public to analyze and evaluate the best solution to solve the problem when needed.Interpreting the 
Meaning of Information for Others:    Writes program instructions regarding program clarification, program standards, 
program policy, and other relevant information for distribution to internal/external customers.    Interprets laws, rules, 
and regulations both state and federal in order to communicate that information to provider personnel, 
patients/residents, family members, complainants and peers.    Interprets the federal/state nutrition programs and its 
implementing regulations to internal/external customers.Scheduling Work and Activities:    Design, schedule, and 
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conduct nutrition training events such as workshops, conferences, and webinars to address the identified training 
needs.    Coordinates and plans team surveys of health care facilities.    Coordinates with co-workers and external 
customers in order to achieve program goals. Performing Administrative Activities:    Identifies, develops, maintains, and 
secures programmatic information, written or electronic, needed to support surveys and other work.    Maintains 
records and reports of consultations and technical assistance provided including interpreting nutrition policies and 
regulations for area agencies and providers.Communicating with Persons Outside Organization:    Ensures confidential 
information/materials are not compromised.    Serves as a resource person for the state agency when communicating 
with various provider programs and other community partners.     Communicates regularly with the state agency 
network through a coordinated process, using information technology to support the delivery of quality evidence-based 
services.     Coordinates meetings and conference calls with area agencies and providers to work on ways to improve the 
effectiveness of the nutrition program consumers.    Composes departmental correspondence to providers, legislators, 
and other constituencies, and responds to public inquiries concerning nutrition services.Interacting With Computers:    
Imports/exports data prior to/following data collection.    Records observations, interviews, and medical record review 
data utilizing a computer.     Enters data/information into various computer programs using required documentation 
format.    Accesses computer for nutrient analysis, word processing, Power Point, webinars and spreadsheets as needed.    
Edits exported data to compile final reports.    Receives and sends e-mail messages to coordinate scheduling, guidance, 
and other work-related functions.     Uses state and/or federal program applications on a daily/weekly basis.    Uses web 
based computer program to input time and labor and travel expense claims.Performing General Physical Activities:    
Carries and inputs data into portable computer while conducting survey and documenting findings in computer at time 
of review, observation, or interview.    Walks throughout large Health Care Facilities; stands, stoops and bends 
torso/legs in order to observe the staff providing patient care/procedures for several hours and inspects dietary 
department/provider environment/patient care equipment.    Carries required survey materials on site weighing 
approximately 25 lbs.     Enters all areas of facility for inspection purposes and for validation of information.    Stand for 
long periods while holding computer in order to compile findings.    Possesses the ability to tolerate extreme 
temperatures.Inspecting Equipment, Structures, or Material:    Inspect provider environment to ensure sanitation and 
resident safety.    Inspect dietary equipment and resident care equipment for sanitation and proper functioning 
according to manufacturer recommendations.Provide Consultation and Advice to Others:    Coordinates the nutrition 
services program and performs dietetic consultative work as a Registered Dietitian to internal/external customers.    
Provides management and peers with education related to program training and the current survey protocols. Coaching 
and Developing Others:    Provides verbal and written guidance of protocols and program knowledge.    Identifies needs 
of new hires and provides guidance and resources as appropriate.    Serves as a mentor for other staff.    Shares prior 
surveyor knowledge and skills with surveyors new to the survey process.    Provides technical and educational assistance 
to community partners and other entities.Developing Objectives and Strategies:    Assist in developing state goals, 
objectives, and performance measures for the State Plan and/or Strategic Plan, using a variety of techniques to identify 
nutrition needs related to targeting/outreach, culturally relevant services, and appropriate evidence-based interventions 
as ways to strengthen and expand nutrition services.    Provides input to program director in development of surveys 
and/or promoting the health, safety and welfare of residents.Training and Teaching Others:    Conducts on-site training 
and provides technical assistance to service providers across the state concerning dietetic services and standards and 
the regulations that govern food service operations.    Assists in the dietary survey process training of new employees as 
requested.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determine the provider's 
food supply is in house and corresponds with written and approved menus for all residents to ensure food quality and 
quantity meet resident needs.    Determine the provider has an emergency food supply in house as designated by 
regulations and has potable water in house/through contractual agreement. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Informing    Time Management    Standing Alone    Perseverance    
Organizational Agility    Written Communications    Ethics and Values    Integrity and TrustKnowledge:    Intermediate 
knowledge of business and management principles involved in the coordination of people and resources    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, and managing files and 
records    Basic knowledge of media production, communication and dissemination techniques, and methods    
Intermediate knowledge of principles and processes for providing customer and personal services including needs 
assessment, and meeting quality standards for service    Basic knowledge of computer hardware and software including 
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applications and programming    Basic knowledge of economic and accounting principles and practices    Intermediate 
knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects    Intermediate knowledge of techniques and equipment for 
consumption including storage/handling technique    Knowledge of laws, legal codes, court procedures, precedents, 
government regulations, executive orders, agency rules, and the democratic political process    Basic knowledge of 
arithmetic, algebra, geometry, calculus, statistics, and their applications    Basic knowledge of the information and 
techniques needed to diagnose and treat human injuries, diseases, and deformities. This includes drug properties and 
interactions, and preventive health-care measures    Basic knowledge of different philosophical systems and religions. 
This includes their basic values, ethics, and customs    Basic knowledge of assessment and treatment of behavioral 
disordersSkills:    Intermediate skill to understand the implications of new information for both current and future 
problem-solving and decision-making    Intermediate skill to give full attention to what other people are saying, taking 
time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions, or approaches to problems    Intermediate skill for selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Basic skill to use mathematics to solve 
problems    Intermediate skill to monitor and assess performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    Intermediate skill to understand written sentences and paragraphs in work 
related documents    Intermediate skill to talk to others to convey information effectively    Intermediate skill to 
communicate effectively in writing as appropriate for the needs of the audience    Intermediate skill to adjust actions in 
relation to other's actions    Intermediate skill to teach others how to do something    Intermediate skill to bring others 
together and try to reconcile differences    Intermediate skill to persuade others to change their minds or behavior    
Intermediate skill to actively look for ways to help people    Intermediate skill to identify complex problems, review 
related information, and implement solutions    Intermediate skill to conduct tests and inspect products, services, or 
processes to evaluate quality or performance    Intermediate skill to manage one's own time and the time of 
othersAbilities:    Intermediate ability to apply general rules to specific problems to produce answers that make sense    
Intermediate ability to identify or detect a known pattern that is hidden in other distracting material    Intermediate 
ability to combine pieces of information to form general rules or conclusions    Intermediate ability to remember 
information such as words, numbers, pictures, and procedures    Basic ability to listen to and understand information 
and ideas presented through spoken words and sentences    Intermediate ability to communicate information and ideas 
in speaking so others will understand    Basic ability to tell when something is wrong or is likely to go wrong    
Intermediate ability to concentrate on a task over a period of time without being distracted    Intermediate ability to 
quickly make sense of, combine, and organize information into meaningful patterns    Intermediate ability to shift back 
and forth between two or more activities or sources of information    Intermediate ability to read and understand 
information and ideas presented in writing    Intermediate ability to communicate information and ideas in writing so 
others will understand    Ability to bend, stretch, twist, or reach with your body, arms, and/or legs    Ability to coordinate 
the movement of your arms, legs, and torso together when the whole body is in motion    Ability to keep or regain your 
body balance or stay upright when in an unstable position    Ability to exert yourself physically over long periods of time 
without getting winded or out of breath    Ability to see details at a distance    Ability to see objects in the presence of 
glare of bright lighting    Ability to see details at close range, within a few feet of the observer    Ability to see under low 
light conditions    Ability to see objects or movement of objects to one's side when the eyes are looking ahead    Basic 
ability to speak clearly, so others can understand you    Basic ability to identify and understand the speech of another 
person 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    Printer 
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077332 - DIETITIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4262 
 
Minimum Qualifications: 
Education and Experience: Currently registered as a Dietitian. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Dietitian by the State of Tennessee. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional dietetics work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working level class in the Dietitian sub-series. An employee 
in this class plans therapeutic diets and menus for a State facility or community and/or administers medical nutrition 
therapy for the prevention and treatment of diseases and health conditions.  This class differs from that of Dietitian 
Supervisor in that an incumbent of the latter directs and supervises all clinical dietetic activities in a State facility, serves 
as consultant to medical and nursing staff, and supervises incumbents of this class. 
 
Work Activities: 
Making Decisions and Solving Problems:     Assesses/analyzes data from medical records (e.g., medical diagnoses, 
medical/nutrition history, food intake records, anthropometric data, laboratory results), and other relevant 
documentation to make recommendations for maintaining or improving nutritional status.    Assesses nutritional needs, 
dietary regimens, and current medical treatment to develop and implement nutrition care plans and provide nutritional 
counseling.Resolving Conflicts and Negotiating with Others:    Talks with the supervisory staff and others involved when 
there is a problem or dispute to gather relevant information and facilitate a resolution.Processing Information:    
Calculates weight range, body mass index (BMI) and nutritional needs (e.g., daily caloric intake, proteins, fluids, and 
other needed nutrients) as necessary to establish nutrition care plans.    Checks the caloric and nutrient content (e.g., 
protein, vitamins, and minerals) of foods on individual menus and/or facility menus to determine adjustments needed to 
meet clients' therapeutic needs.Communicating with Supervisors, Peers, or Subordinates:    Exchanges information 
relevant to the nutrition care process with those directly involved in the health maintenance of each client through 
interdisciplinary team meetings, group conferences, email, and written reports.Thinking Creatively:    Develops 
individualized nutrition interventions specific to clients' needs (e.g., behavioral issues, living situation, available supports 
and services).    May write regular and therapeutic seasonal cycle menus within budgetary framework and taking into 
account clients' preferences.    Creates therapeutic diets and develops/revises menus to meet the needs/preferences of 
client population.    May confer with design, building, and equipment personnel to plan for construction and/or 
remodeling of food service units.Assisting and Caring for Others:    May work with therapists to ensure nutrition/therapy 
needs are met (e.g., work with speech therapists for those identified with dysphagia, work with physical therapist 
regarding client positioning, work with occupational therapist regarding sensory issues and adaptive equipment).    
Provides professional dietary counseling/education to clients, family members, and/or care-givers to promote better 
health.    May provide nutrition education in a group setting, including basic rules of good nutrition and healthy lifestyle 
habits to improve quality of life.Developing and Building Teams:    May conduct staff meetings and facilitate team-
building activities to encourage effective communications and build trust, respect, and cooperation among team 
members (e.g., food service employees).Communicating with Persons Outside Organization:    Communicates technical 
information to community therapists, residential/day providers, independent support coordinators/case managers and 
others via email, written reports, telephone calls and meetings.Getting Information:    Reviews client medical records 
(e.g., medical diagnoses, medical/nutrition history, laboratory results) and other relevant documentation to obtain 
information needed to assess the client's dietary/nutritional needs.    Interviews clients, family members, conservators, 
and/or care-givers to collect information relevant to clients' dietary needs.    Talks with physicians and other health care 
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professionals to determine nutritional needs and diet restrictions of client.    Observes selected clients during meals to 
assist in making the appropriate diet recommendations or to collect/record information for meal intake 
studies.Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to organize, prioritize, and 
accomplish work.Inspecting Equipment, Structures, or Material:    May conduct inspections of food service operations 
(e.g., checks temperature logs, rotation of food supplies, cleanliness, dry storage areas) to ensure food safety standards 
are met.    Inspects meals served for conformance to prescribed diets and standards of palatability and 
appearance.Training and Teaching Others:    Develops and conducts training programs covering such topics as 
sanitation, safety, foodborne illnesses, food preparation, portion control, infection control, basic nutrition, therapeutic 
diets, or other dietetic topics.    May provide new employee orientation to introduce department-specific programs, 
services, policies, and procedures.Documenting/Recording Information:    Charts progress notes in client medical 
records.    Writes nutritional assessments and nutrition care plans.    Prepares a variety of records and reports such as 
monthly reports, training records, and/or other records and reports as required.Scheduling Work and Activities:    May 
plan and coordinate supervised nutrition field experiences for dietetics students or students in other related fields of 
study.Monitor Processes, Materials, or Surroundings:    May monitor clinical nutrition and/or food service operations to 
ensure conformance to nutritional, safety, sanitation, and quality standards.    Monitors client log/case load to assure 
continuity of care.Selling or Influencing Others:    Talks with internal customers about new initiatives or procedural 
changes to obtain their “buy-in” and cooperation.Establishing and Maintaining Interpersonal Relationships:    Networks 
with medical and nursing staff, technicians, therapists, community providers, and other health care professionals to 
foster and maintain cooperative working relationships.    May network with external business partners (e.g., contracted 
food service companies, suppliers, other vendors) to foster and maintain cooperative working relationships.Evaluating 
Information to Determine Compliance with Standards:    Reviews own case load documentation (e.g., services 
requested, date requested, date completed) to make sure work is being done in compliance with hospital/institutional 
standards.Updating and Using Relevant Knowledge:    Attends training seminars, reads publications, and participates in 
webinars to keep up-to-date on the latest methods and technologies relevant to job duties and maintain professional 
dietitian credentials.Interacting With Computers:    Uses office productivity software, such as word processing, 
spreadsheet, or presentation programs, to process information and create documents.Operating Vehicles, Mechanized 
Devices, or Equipment:    May operate a state motor vehicle to travel to clients' homes or other locations as necessary to 
provide consultation and training.Judging the Qualities of Things, Services, or People:    May test new food products and 
equipment to determine usefulness for dietary/nutritional operations. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Decision Quality    Ethics and Values    Learning on the Fly    Compassion    Creativity    
Peer Relationships    Motivating Others    Perseverance    Priority Setting    Presentation SkillsKnowledge:    Intermediate 
knowledge of the information and techniques needed for nutrition diagnoses, including anthropometric, biochemical, 
clinical, and dietary assessment techniques; symptoms and treatment alternatives; interpretation of laboratory values; 
food and medication interactions; and preventive health-care measures    Intermediate knowledge of medical conditions 
impacted by diet (e.g., obesity, diabetes, hypertension, cardiovascular, gastrointestinal disorders) and other conditions 
(e.g., dysphagia, renal diseases, multisystem organ failure, cancer, hepatic disease) which may require specific nutrition 
support/therapies    Basic knowledge of mathematics    Intermediate knowledge of human anatomy, physiology and the 
microbiology of tissues, cells, functions, interdependencies, and interactions with each other and the environment    
Intermediate knowledge of food/nutrition science, including the chemical, physical, microbiological, and nutritional 
principles of food preparation; the functions and sources of nutrients and their relationship to a healthy lifestyle; and 
the chemical and physical composition of foods and their changes during processing, storage, and preparation    Basic 
knowledge of the dietetics scope of practice framework (i.e., the full range of roles, responsibilities and activities 
dietetics practitioners are educated and authorized to perform), taking into account federal regulations; state laws; 
institutional policies and procedures; and individual competence, accountability, and responsibility    Intermediate 
knowledge of biochemistry, including the chemical composition, structure, and properties of living organisms and of the 
chemical processes and transformations that they undergo, including uses of chemicals and their interactions, danger 
signs, production techniques, and disposal methods    Intermediate knowledge of the standards and ethics for 
professional dietitians    Basic knowledge of principles and processes for providing customer and personal services, 
including customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Intermediate knowledge of communication and dissemination techniques and methods, including alternative ways to 
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communicate foods and nutrition information to lay and professional audiences via written, oral, and visual media    
Intermediate knowledge of human behavior and performance; individual differences in ability, personality, and 
interests; learning and motivation; and behavioral and affective disorders    Basic knowledge of administrative and 
clerical procedures and systems such as word processing and other productivity software, managing files and records, 
designing forms, and other office procedures and terminologySkills:    Intermediate skill in using the nutrition care 
process to obtain, verify and interpret data, and ultimately, to make decisions about the nature and cause of nutrition-
related problems    Intermediate skill in tailoring nutrition education to be person centered by considering the client's 
current lifestyle habits, social and economic situation, learning style, and education method of communication in an 
effort to best assist the client in making the necessary changes to his or her lifestyle to manage the nutrition related 
problems    Intermediate skill in talking to others to convey information effectively    Basic skill in understanding written 
sentences and paragraphs in work related documents    Intermediate skill in communicating effectively in writing as 
appropriate for the needs of the audience    Basic ability to use mathematics to solve problems    Basic skill in giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Basic skill in managing one's own time and the time of others    
Intermediate skill in teaching others how to do something    Basic skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Basic skill in 
monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Basic skill in adjusting actions in relation to others' actionsAbilities:    Intermediate ability to 
communicate information and ideas in writing so others will understand    Intermediate ability to communicate 
information and ideas in speaking so others will understand    The ability to speak clearly so others can understand    
Intermediate ability to read and understand information and ideas presented in writing    The ability to apply general 
rules to specific problems to produce answers that make sense    The ability to identify and understand the speech of 
another person    The ability to remember information such as words, numbers, pictures, and procedures    The ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
The ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem)    The ability to choose the right mathematical methods or formulas to solve a problem    
Intermediate ability to listen to and understand information and ideas presented through spoken words and sentences    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to add, subtract, multiply, or divide quickly and correctly    The ability to 
concentrate on a task over a period of time without being distracted    The ability to combine pieces of information to 
form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Printer/Scanner/Copy Machine    Calculator    Telephone/Cell or Smart Phone    
Skinfold Caliper    Scales appropriate for obtaining accurate weights in a safe manner (e.g., wheelchair scale, standing 
scale)    Tape Measure    Body Mass Index (BMI) Calculator    Food Models    Educational tools that are age appropriate 
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077332 - DIETITIAN 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4263 
 
Minimum Qualifications: 
Education and Experience: Currently registered as a Dietitian. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Dietitian by the State of Tennessee. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional dietetics work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working level class in the Dietitian sub-series. An employee 
in this class plans therapeutic diets and menus for a State facility or community and/or administers medical nutrition 
therapy for the prevention and treatment of diseases and health conditions.  This class differs from that of Dietitian 
Supervisor in that an incumbent of the latter directs and supervises all clinical dietetic activities in a State facility, serves 
as consultant to medical and nursing staff, and supervises incumbents of this class. 
 
Work Activities: 
Making Decisions and Solving Problems:     Assesses/analyzes data from medical records (e.g., medical diagnoses, 
medical/nutrition history, food intake records, anthropometric data, laboratory results), and other relevant 
documentation to make recommendations for maintaining or improving nutritional status.    Assesses nutritional needs, 
dietary regimens, and current medical treatment to develop and implement nutrition care plans and provide nutritional 
counseling.Resolving Conflicts and Negotiating with Others:    Talks with the supervisory staff and others involved when 
there is a problem or dispute to gather relevant information and facilitate a resolution.Processing Information:    
Calculates weight range, body mass index (BMI) and nutritional needs (e.g., daily caloric intake, proteins, fluids, and 
other needed nutrients) as necessary to establish nutrition care plans.    Checks the caloric and nutrient content (e.g., 
protein, vitamins, and minerals) of foods on individual menus and/or facility menus to determine adjustments needed to 
meet clients' therapeutic needs.Communicating with Supervisors, Peers, or Subordinates:    Exchanges information 
relevant to the nutrition care process with those directly involved in the health maintenance of each client through 
interdisciplinary team meetings, group conferences, email, and written reports.Thinking Creatively:    Develops 
individualized nutrition interventions specific to clients' needs (e.g., behavioral issues, living situation, available supports 
and services).    May write regular and therapeutic seasonal cycle menus within budgetary framework and taking into 
account clients' preferences.    Creates therapeutic diets and develops/revises menus to meet the needs/preferences of 
client population.    May confer with design, building, and equipment personnel to plan for construction and/or 
remodeling of food service units.Assisting and Caring for Others:    May work with therapists to ensure nutrition/therapy 
needs are met (e.g., work with speech therapists for those identified with dysphagia, work with physical therapist 
regarding client positioning, work with occupational therapist regarding sensory issues and adaptive equipment).    
Provides professional dietary counseling/education to clients, family members, and/or care-givers to promote better 
health.    May provide nutrition education in a group setting, including basic rules of good nutrition and healthy lifestyle 
habits to improve quality of life.Developing and Building Teams:    May conduct staff meetings and facilitate team-
building activities to encourage effective communications and build trust, respect, and cooperation among team 
members (e.g., food service employees).Communicating with Persons Outside Organization:    Communicates technical 
information to community therapists, residential/day providers, independent support coordinators/case managers and 
others via email, written reports, telephone calls and meetings.Getting Information:    Reviews client medical records 
(e.g., medical diagnoses, medical/nutrition history, laboratory results) and other relevant documentation to obtain 
information needed to assess the client's dietary/nutritional needs.    Interviews clients, family members, conservators, 
and/or care-givers to collect information relevant to clients' dietary needs.    Talks with physicians and other health care 
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professionals to determine nutritional needs and diet restrictions of client.    Observes selected clients during meals to 
assist in making the appropriate diet recommendations or to collect/record information for meal intake 
studies.Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to organize, prioritize, and 
accomplish work.Inspecting Equipment, Structures, or Material:    May conduct inspections of food service operations 
(e.g., checks temperature logs, rotation of food supplies, cleanliness, dry storage areas) to ensure food safety standards 
are met.    Inspects meals served for conformance to prescribed diets and standards of palatability and 
appearance.Training and Teaching Others:    Develops and conducts training programs covering such topics as 
sanitation, safety, foodborne illnesses, food preparation, portion control, infection control, basic nutrition, therapeutic 
diets, or other dietetic topics.    May provide new employee orientation to introduce department-specific programs, 
services, policies, and procedures.Documenting/Recording Information:    Charts progress notes in client medical 
records.    Writes nutritional assessments and nutrition care plans.    Prepares a variety of records and reports such as 
monthly reports, training records, and/or other records and reports as required.Scheduling Work and Activities:    May 
plan and coordinate supervised nutrition field experiences for dietetics students or students in other related fields of 
study.Monitor Processes, Materials, or Surroundings:    May monitor clinical nutrition and/or food service operations to 
ensure conformance to nutritional, safety, sanitation, and quality standards.    Monitors client log/case load to assure 
continuity of care.Selling or Influencing Others:    Talks with internal customers about new initiatives or procedural 
changes to obtain their “buy-in” and cooperation.Establishing and Maintaining Interpersonal Relationships:    Networks 
with medical and nursing staff, technicians, therapists, community providers, and other health care professionals to 
foster and maintain cooperative working relationships.    May network with external business partners (e.g., contracted 
food service companies, suppliers, other vendors) to foster and maintain cooperative working relationships.Evaluating 
Information to Determine Compliance with Standards:    Reviews own case load documentation (e.g., services 
requested, date requested, date completed) to make sure work is being done in compliance with hospital/institutional 
standards.Updating and Using Relevant Knowledge:    Attends training seminars, reads publications, and participates in 
webinars to keep up-to-date on the latest methods and technologies relevant to job duties and maintain professional 
dietitian credentials.Interacting With Computers:    Uses office productivity software, such as word processing, 
spreadsheet, or presentation programs, to process information and create documents.Operating Vehicles, Mechanized 
Devices, or Equipment:    May operate a state motor vehicle to travel to clients' homes or other locations as necessary to 
provide consultation and training.Judging the Qualities of Things, Services, or People:    May test new food products and 
equipment to determine usefulness for dietary/nutritional operations. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Decision Quality    Ethics and Values    Learning on the Fly    Compassion    Creativity    
Peer Relationships    Motivating Others    Perseverance    Priority Setting    Presentation SkillsKnowledge:    Intermediate 
knowledge of the information and techniques needed for nutrition diagnoses, including anthropometric, biochemical, 
clinical, and dietary assessment techniques; symptoms and treatment alternatives; interpretation of laboratory values; 
food and medication interactions; and preventive health-care measures    Intermediate knowledge of medical conditions 
impacted by diet (e.g., obesity, diabetes, hypertension, cardiovascular, gastrointestinal disorders) and other conditions 
(e.g., dysphagia, renal diseases, multisystem organ failure, cancer, hepatic disease) which may require specific nutrition 
support/therapies    Basic knowledge of mathematics    Intermediate knowledge of human anatomy, physiology and the 
microbiology of tissues, cells, functions, interdependencies, and interactions with each other and the environment    
Intermediate knowledge of food/nutrition science, including the chemical, physical, microbiological, and nutritional 
principles of food preparation; the functions and sources of nutrients and their relationship to a healthy lifestyle; and 
the chemical and physical composition of foods and their changes during processing, storage, and preparation    Basic 
knowledge of the dietetics scope of practice framework (i.e., the full range of roles, responsibilities and activities 
dietetics practitioners are educated and authorized to perform), taking into account federal regulations; state laws; 
institutional policies and procedures; and individual competence, accountability, and responsibility    Intermediate 
knowledge of biochemistry, including the chemical composition, structure, and properties of living organisms and of the 
chemical processes and transformations that they undergo, including uses of chemicals and their interactions, danger 
signs, production techniques, and disposal methods    Intermediate knowledge of the standards and ethics for 
professional dietitians    Basic knowledge of principles and processes for providing customer and personal services, 
including customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Intermediate knowledge of communication and dissemination techniques and methods, including alternative ways to 
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communicate foods and nutrition information to lay and professional audiences via written, oral, and visual media    
Intermediate knowledge of human behavior and performance; individual differences in ability, personality, and 
interests; learning and motivation; and behavioral and affective disorders    Basic knowledge of administrative and 
clerical procedures and systems such as word processing and other productivity software, managing files and records, 
designing forms, and other office procedures and terminologySkills:    Intermediate skill in using the nutrition care 
process to obtain, verify and interpret data, and ultimately, to make decisions about the nature and cause of nutrition-
related problems    Intermediate skill in tailoring nutrition education to be person centered by considering the client's 
current lifestyle habits, social and economic situation, learning style, and education method of communication in an 
effort to best assist the client in making the necessary changes to his or her lifestyle to manage the nutrition related 
problems    Intermediate skill in talking to others to convey information effectively    Basic skill in understanding written 
sentences and paragraphs in work related documents    Intermediate skill in communicating effectively in writing as 
appropriate for the needs of the audience    Basic ability to use mathematics to solve problems    Basic skill in giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Basic skill in managing one's own time and the time of others    
Intermediate skill in teaching others how to do something    Basic skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Basic skill in 
monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Basic skill in adjusting actions in relation to others' actionsAbilities:    Intermediate ability to 
communicate information and ideas in writing so others will understand    Intermediate ability to communicate 
information and ideas in speaking so others will understand    The ability to speak clearly so others can understand    
Intermediate ability to read and understand information and ideas presented in writing    The ability to apply general 
rules to specific problems to produce answers that make sense    The ability to identify and understand the speech of 
another person    The ability to remember information such as words, numbers, pictures, and procedures    The ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
The ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem)    The ability to choose the right mathematical methods or formulas to solve a problem    
Intermediate ability to listen to and understand information and ideas presented through spoken words and sentences    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to add, subtract, multiply, or divide quickly and correctly    The ability to 
concentrate on a task over a period of time without being distracted    The ability to combine pieces of information to 
form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Printer/Scanner/Copy Machine    Calculator    Telephone/Cell or Smart Phone    
Skinfold Caliper    Scales appropriate for obtaining accurate weights in a safe manner (e.g., wheelchair scale, standing 
scale)    Tape Measure    Body Mass Index (BMI) Calculator    Food Models    Educational tools that are age appropriate 
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077333 - DIETITIAN SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4289 
 
Minimum Qualifications: 
Education and Experience: Currently registered as a Dietitian and experience equivalent to three or more years of full-
time responsible professional dietetics work. Substitution of Graduate Education for Experience: Graduate course work 
credit received from an accredited college or university in dietetics may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 24 graduate semester hours or 36 graduate quarter hours in the 
above listed field may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Dietitian by the State of Tennessee. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional dietetics work of considerable difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class is responsible for directing and supervising clinical dietetic activities in a State facility or community and serves 
as a consultant to medical and nursing staff. This class differs from that of Dietitian in that an incumbent of the latter is 
not responsible for directing and supervising clinical dietetic services and reports to an incumbent of this class. 
 
Work Activities: 
Processing Information:     May check food orders to determine whether types of items and quantities to be ordered are 
appropriate and whether order form is completed correctly before approving.    May reconcile invoices by comparing 
the items, quantities, and amount charged to the purchase order to verify accuracy prior to submitting for payment.    
May determine quantities of food needed and calculate costs for catering requests before submitting the request to 
contracted food service company.    Checks the caloric and nutrient content (e.g., protein, vitamins, and minerals) of 
foods on individual menus and/or facility menus to determine adjustments needed to meet clients' therapeutic needs.    
Calculates weight range, body mass index (BMI) and nutritional needs (e.g., daily caloric intake, proteins, fluids, and 
other needed nutrients) as necessary to establish nutrition care plans.Making Decisions and Solving Problems:    
Assesses/analyzes data from medical records (e.g., medical diagnoses, medical/nutrition history, food intake records, 
anthropometric data, laboratory results), and other relevant documentation to make recommendations for maintaining 
or improving nutritional status.    Assesses nutritional needs, dietary regimens, and current medical treatment to 
develop and implement nutrition care plans and provide nutritional counseling.Staffing Organizational Units:    Conducts 
employment interviews with job candidates to collect information pertinent to making a hiring decision.Inspecting 
Equipment, Structures, or Material:    May conduct inspections of food service operations (e.g., checks temperature logs, 
rotation of food supplies, cleanliness, dry storage areas) to ensure food safety standards are met.    Inspects meals 
served for conformance to prescribed diets and standards of palatability and appearance.Guiding, Directing, and 
Motivating Subordinates:    Generates SMART performance goals for assigned subordinate staff as necessary to develop 
and manage employee performance.    Directs and supervises Dietitian staff in the development of nutrition 
assessments and nutrition care plans, participation in the Individual Support Plans, documentation in client records, and 
other assigned tasks.Coaching and Developing Others:    Mentors assigned staff by providing feedback and information 
on organizational culture, policies, and procedures, task prioritization, and other work-related topics.Thinking Creatively:    
May write regular and therapeutic seasonal cycle menus, working within budgetary framework and taking into account 
clients' preferences.    Creates therapeutic diets and develops/revises menus to meet the needs/preferences of client 
population.    Develops individualized nutrition interventions specific to clients' needs (e.g., behavioral issues, living 
situation, available supports and services).    May confer with design, building, and equipment personnel to plan for 
construction and/or remodeling of food service units.Communicating with Supervisors, Peers, or Subordinates:    
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Exchanges information relevant to the nutrition care process with those directly involved in the health maintenance of 
each client through interdisciplinary team meetings, group conferences, email, and written reports.Selling or Influencing 
Others:    Talks with internal customers about new initiatives or procedural changes to obtain their “buy-in” and 
cooperation.Documenting/Recording Information:    Writes nutritional assessments and nutrition care plans.    Prepares 
or oversees the preparation of a variety of records and reports such as training records, and weekly, monthly, quarterly, 
and annual reports.    Charts progress notes in client medical records.Monitor Processes, Materials, or Surroundings:    
May monitor clinical nutrition and/or food service operations to ensure conformance to nutritional, safety, sanitation, 
and quality standards.    Monitors client log/case load to assure continuity of care.Communicating with Persons Outside 
Organization:    Communicates technical information to community therapists, residential/day providers, independent 
support coordinators/case managers and others via email, written reports, telephone calls and meetings.Resolving 
Conflicts and Negotiating with Others:    Talks with the supervisory staff and others involved when there is a problem or 
dispute to gather relevant information and facilitate a resolution.Coordinating the Work and Activities of Others:    
Coordinates workload of assigned staff to ensure the timely and accurate completion of work.Developing and Building 
Teams:    May conduct staff meetings and facilitate team-building activities to encourage effective communications and 
build trust, respect, and cooperation among team members (e.g., food service employees).Training and Teaching 
Others:    Develops and conducts training programs covering such topics as sanitation, safety, foodborne illnesses, food 
preparation, portion control, infection control, basic nutrition, therapeutic diets, or other dietetic topics.    May provide 
new employee orientation to introduce department-specific programs, services, policies, and procedures.Performing 
Administrative Activities:    Approves time and leave/overtime requests in the appropriate database following standard 
operating procedures.Evaluating Information to Determine Compliance with Standards:    May randomly audit content 
of nutritional chart documentation to ensure compliance with Joint Commission, Academy of Nutrition and Dietetics, 
and hospital/institutional standards.    Reviews own case load documentation (e.g., services requested, date requested, 
date completed) to make sure work is being done in compliance with hospital/institutional standards.Establishing and 
Maintaining Interpersonal Relationships:    Networks with medical and nursing staff, technicians, therapists, community 
providers, and other health care professionals to foster and maintain cooperative working relationships.    May network 
with external business partners (e.g., contracted food service companies, suppliers, other vendors) to foster and 
maintain cooperative working relationships.Assisting and Caring for Others:    Provides professional dietary 
counseling/education to clients, family members, and/or care-givers to promote better health.    May provide nutrition 
education in a group setting, including basic rules of good nutrition and healthy lifestyle habits to improve quality of life.    
May work with therapists to ensure nutrition/therapy needs are met (e.g., work with speech therapists for those 
identified with dysphagia, work with physical therapist regarding client positioning, work with occupational therapist 
regarding sensory issues and adaptive equipment).Provide Consultation and Advice to Others:    Attends meetings and 
serve on various committees (e.g., Pharmacy and Therapeutics, Quality Management, Person-Centered Planning, 
department-head meetings) to provide professional input.Getting Information:    Reviews client medical records (e.g., 
medical diagnoses, medical/nutrition history, laboratory results) and other relevant documentation to obtain 
information needed to assess the client's dietary/nutritional needs.    Talks with physicians and other health care 
professionals to determine nutritional needs and diet restrictions of client.    Interviews clients, family members, 
conservators, and/or care-givers to collect information relevant to clients' dietary needs.    Observes selected clients 
during meals to assist in making the appropriate diet recommendations or to collect/record information for meal intake 
studies.Judging the Qualities of Things, Services, or People:    Evaluates and documents the job performance of assigned 
subordinates (including assessing their achievement of SMART goals) in accordance with State policies and procedures 
for performance management.    May test new food products and equipment to determine usefulness for 
dietary/nutritional operations.Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to 
organize, prioritize, and accomplish work.Updating and Using Relevant Knowledge:    Attends training seminars, reads 
publications, and participates in webinars to keep up-to-date on the latest methods and technologies relevant to job 
duties and maintain professional dietitian credentials.Interacting With Computers:    Uses office productivity software, 
such as word processing, spreadsheet, or presentation programs, to process information and create 
documents.Scheduling Work and Activities:    May plan and coordinate supervised nutrition field experiences for 
dietetics students or students in other related fields of study.Operating Vehicles, Mechanized Devices, or Equipment:    
May operate a state motor vehicle to travel to clients' homes or other locations as necessary to provide consultation 
and training. 
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Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Learning on the Fly    Ethics and Values    Perseverance    Self-
Development    Customer Focus    Motivating Others    Building Effective Teams    Managing Diversity    Managerial 
Courage    Priority Setting    Presentation Skills    Compassion    Peer Relationships    Comfort around Higher Management    
Managing Through Systems    CreativityKnowledge:    Advanced knowledge of medical conditions impacted by diet (e.g., 
obesity, diabetes, hypertension, cardiovascular, gastrointestinal disorders) and other conditions (e.g., dysphagia, renal 
diseases, multisystem organ failure, cancer, hepatic disease) which may require specific nutrition support/therapies    
Basic knowledge of mathematics    Intermediate knowledge of human anatomy, physiology and the microbiology of 
tissues, cells, functions, interdependencies, and interactions with each other and the environment    Intermediate 
knowledge of biochemistry, including the chemical composition, structure, and properties of living organisms and of the 
chemical processes and transformations that they undergo, including uses of chemicals and their interactions, danger 
signs, production techniques, and disposal methods    Advanced knowledge of the information and techniques needed 
for nutrition diagnoses, including anthropometric, biochemical, clinical, and dietary assessment techniques; symptoms 
and treatment alternatives; interpretation of laboratory values; food and medication interactions; and preventive 
health-care measures    Intermediate knowledge of food/nutrition science, including the chemical, physical, 
microbiological, and nutritional principles of food preparation; the functions and sources of nutrients and their 
relationship to a healthy lifestyle; and the chemical and physical composition of foods and their changes during 
processing, storage, and preparation    Intermediate knowledge of the standards and ethics for professional dietitians    
Basic knowledge of business and management principles involved in strategic planning, resource allocation, human 
resources, leadership technique, production methods, and coordination of people and resources    Basic knowledge of 
the dietetics scope of practice framework (i.e., the full range of roles, responsibilities and activities dietetics 
practitioners are educated and authorized to perform), taking into account federal regulations; state laws; institutional 
policies and procedures; and individual competence, accountability, and responsibility    Intermediate knowledge of 
principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and the 
measurement of training effects    Intermediate knowledge of communication and dissemination techniques and 
methods, including alternative ways to communicate foods and nutrition information to lay and professional audiences 
via written, oral, and visual media    Intermediate knowledge of human behavior and performance; individual differences 
in ability, personality, and interests; learning and motivation; and behavioral and affective disorders    Basic knowledge 
of administrative and clerical procedures and systems such as word processing and other productivity software, 
managing files and records, designing forms, and other office procedures and terminology    Basic knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Intermediate knowledge of food service systems 
management techniques, including purchasing and budgeting; food preparation, delivery, service and management; 
food storage/handling/safety techniques and Hazard Analysis & Critical Control Points (HACCP) guidelines; care and 
operation of equipment; menu planning; and customer service management    Basic knowledge of laws, government 
regulations, executive orders, agency rules, and policies relevant to the Dietitian's work settingSkills:    Basic skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times    Basic skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Intermediate skill in 
selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Basic skill in understanding written sentences and paragraphs in work related documents    
Intermediate skill in talking to others to convey information effectively    Intermediate skill in teaching others how to do 
something    Intermediate skill in bringing others together and trying to reconcile differences    Basic skill in considering 
the relative costs and benefits of potential actions to choose the most appropriate one    Basic skill in obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Intermediate skill in 
motivating, developing, and directing people as they work, identifying the best people for the job    Intermediate skill in 
managing one's own time and the time of others    Intermediate skill in using the nutrition care process to obtain, verify 
and interpret data, and ultimately, to make decisions about the nature and cause of nutrition-related problems    Basic 
understanding the implications of new information for both current and future problem-solving and decision-making    
Basic ability to use mathematics to solve problems    Intermediate skill in monitoring/assessing performance of oneself, 
other individuals, or organizations to make improvements or take corrective action    Intermediate skill in 
communicating effectively in writing as appropriate for the needs of the audience    Basic skill in adjusting actions in 
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relation to others' actions    Intermediate skill in persuading others to change their minds or behavior    Intermediate skill 
in identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Intermediate skill in conducting tests and inspections of products, services, or processes to evaluate quality 
or performanceAbilities:    Intermediate ability to listen to and understand information and ideas presented through 
spoken words and sentences    Intermediate ability to communicate information and ideas in speaking so others will 
understand    Intermediate ability to read and understand information and ideas presented in writing    Intermediate 
ability to communicate information and ideas in writing so others will understand    The ability to speak clearly so others 
can understand    The ability to identify and understand the speech of another person    The ability to apply general rules 
to specific problems to produce answers that make sense    The ability to choose the right mathematical methods or 
formulas to solve a problem    The ability to remember information such as words, numbers, pictures, and procedures    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to come up with unusual or clever ideas 
about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when something is 
wrong or is likely to go wrong (does not involve solving the problem, only recognizing there is a problem)    The ability to 
concentrate on a task over a period of time without being distracted    The ability to shift back and forth between two or 
more activities or sources of information (such as speech, sounds, touch, or other sources)    The ability to see details at 
close range (within a few feet)    The ability to generate or use different sets of rules for combining or grouping things in 
different ways    The ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events) 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Printer/Scanner/Copy Machine    Calculator    Telephone/Cell or Smart Phone    
Skinfold Caliper    Scales appropriate for obtaining accurate weights in a safe manner (e.g., wheelchair scale, standing 
scale)    Tape Measure    Body Mass Index (BMI) Calculator    Food Models    Educational tools that are age appropriate 
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098742 - DIGITAL FORENSIC TECHNICIAN 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4593 
 
Minimum Qualifications: 
Education and Experience: Education Equivalent to graduation from a standard high school and two (2) years of 
experience in audio, video, and/or digital technology. Substitution of Education for Experience: Course work credit 
received from an accredited college or university may substitute for the required experience on a yearly  basis to a 
maximum of two years (e.g. 45 quarter hours may substitute for one year of the required experience); 15 semester 
hours (or 22.5 quarter hours) must be in an area concentrated in Computer Science or Technology.  
 
Other Requirements: 
1. Be a citizen of the United States or have the ability to legally work in the United States; Have a good moral character, 
as determined by investigation;2. Complete a criminal history disclosure form in a manner approved by the appointing 
authority;3. Agree to release all records involving their criminal history to the appointing authority;4. Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;5. Have no 
conviction for a felony or have not been discharged under dishonorable, bad conduct, or general other than honorable 
conditions from any branch of the United States armed forces;6. Have the ability to obtain and retain any required 
security clearances;7. Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;8. Possess 
and maintain a valid motor vehicle operator's license;9. Upon appointment, successfully complete a prescribed course 
of instruction as required by the hiring agency or have successfully completed the equivalent of the prescribed 
course(s).10. Ability to lift light loads of approximately 50 pounds or less.11. Pass a vision and hearing examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
SUMMARYUnder general supervision, receives, analyzes, tracks, and/or redacts video, audio and digital evidence and 
responds to requests for department records related to administrative, operational, civil and criminal matters within 
required deadlines established by state law.DISTINGUISHING FEATURES  An incumbent in this classification  is 
responsible for the archiving and distribution of audio, video and digitial media evidence for use in trial and 
investigations, retrieving surveillance video, as well as entering audio, video, and digital material into a digital evidence 
database, and scanning legacy photographic formats for still and digital images. The Digital Forensic Technican collects 
and archives digital media evidence for investigative purposes and testifies to the collected evidence in trial. Proprietary 
video file formats are also converted to a universally playable format for use in investigations, trial, and public records 
requests. The Digital Forensic Technician is also responsible for processing requests for law enforcement and criminal 
justice entities, copying digital evidences to portable storage devices all while maintaining proper evidentiary chain of 
custody protocols in accordance with Tennessee Public Records Law.  
 
Work Activities: 
1. Receive, log, and track audio, video, and digital evidence submitted for forensic analysis or redaction. 2. Review audio, 
video, and digital evidence for confidential information that is required to be redacted pursuant to Tennessee Code 
Annotated (TCA) 10-7-504 “Confidential Records” before release and perform redactions as necessary. 3. Coordinate the 
delivery of a copy of redacted file(s) to the appropriate requestor for release. 4. Assist technical forensic examiners in 
conducting forensic analysis of audio, video and digital evidence. 5. Assisting with the maintenance and upgrade of 
audio, video and digital equipment and software. 6. Maintain logs of hours spent on redaction of audio, video, and 
digital evidence,  as well as maintain the evidence tracking log and case file/log associated with said evidence. 7. May 
testify to the collected evidence in trials, depositions, and hearings.   
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Competencies (KSA’s): 
COMPETENCIES: 1. Action Oriented2. Composure3. Dealing with Ambiguity4. Dealing with Paradox5. Decision Quality6. 
Ethics and Values7. Functional/Technical Competency8. Integrity and Trust9. Interpersonal Savvy10. Learning on the 
Fly11. Peer Relationships12. Presentation Skills13. Self-Development KNOWLEDGE(S): 1. Clerical2. Communications and 
Media3. Computers and Electronics4. Customer and Personal Service5. English Language6. Law and Government7. 
Public Safety and Security               SKILLS: 1. Active Learning2. Active Listening3. Complex Problem Solving4. Critical 
Thinking5. Equipment Selection6. Instructing7. Judgment and Decision Making8. Operation and Control9. Reading 
Comprehension10. Speaking11. Time Management12. Troubleshooting13. Writing ABILITIES: 1. Auditory Attention2. 
Depth Perception3. Finger Dexterity4. Glare Sensitivity5. Hearing Sensitivity6. Information Ordering7. Near Vision8. 
Perceptual Speed9. Selective Attention10. Speech Clarity11. Speech Recognition12. Visual Color Discrimination13. Wrist-
Finger Speed               
 
Tools and Equipment Used: 
TOOLS AND EQUIPMENT USED: 1. Computer2. Telephone3. Fax Machine4. Printer/ Scanner5. Copy Machine6. Audio, 
Video and Digital Evidence  Equipment7. Projector8. Calculator9. Cell Phone10.Automobile  
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073876 - DIGITAL MEDIA/PUBLICATION DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3462 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073426 - DIR FOR CONST SVC & COM RELAT 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3146 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073439 - DIRECTOR FOR LEGISLATION 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3165 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073430 - DIRECTOR OF APPTS/DD OF EXT AF 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3158 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073438 - DIRECTOR OF FEDERAL RELATIONS 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3164 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071402 - DIRECTOR-TEACHER E&Q 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2168 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071401 - DIRECTOR-TIF 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2167 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079988 - DISABILITY CLAIMS APP REF SUPV 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4649 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional disability claims examination work, including at least one year conducting Social 
Security disability claims appeals hearings. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional appeals work of considerable difficulty and 
supervisory work of average difficulty in supervising subordinates conducting hearings in accordance with the Federal 
Social Security laws for Social Security and Supplemental Security Income disability case decision appeals by claimants; 
and performs related work as required.     Distinguishing Features:  The employee in this class is responsible for 
supervising a moderate-sized staff conducting appeals hearings and a small support staff. This class differs from that of 
Disability Claims App Referee in that an incumbent of the latter is supervised by the incumbents in this class.. 
 
Work Activities: 
Making Decisions and Solving Problems:  Reviews Disability Claims Appeal Referee's completed decisions by making 
comparisons in the new and previous evidence: reviews the summary of testimonies; reviews the findings of fact; 
analysis of evidence; and conclusions of law to make a disability determination. Assists the Director of the agency in 
solving problems by analyzing information and evaluating results to choose the best solutions and solve problems. 
Reviews and renders decisions for disability claims based on the relevant medical and vocational factors.Resolving 
Conflicts and Negotiating with Others: Investigates, responds, and resolves complaints and other disputes among staff, 
customers, and other sources to provide the most effective use of program resources and positive outcomes through 
mediation, discussions, or other problem solving techniques deemed appropriate. Resolves general client concerns 
regarding agency programs, policies and procedures to assist clients.Documenting/Recording Information:  Reviews the 
completed report of the Disability Claims Appeal Referee's hearings in order to document the facts necessary to 
adjudicate the claim. Writes and reviews decisions, applying appeals hearing regulations and prior legal 
precedents.Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working 
relationships with partnering agencies, co-workers, supervisors, other employees and local governmental agencies 
through meetings and other positive interactions to ensure quality and timely services.Analyzing Data or Information:  
Analyzes continuing disability claims by evaluating the accuracy of the most recent cessation decisions for compliance 
with established Social Security Administration policy, Code of Federal Regulations and other agency policies. 
Continually analyzes the production, quality and hearing techniques of the Disability Claims Appeal Referee unit to 
ensure agency, unit and individual goals are met. Determines case jurisdiction by checking the Social Security 
Administration's database for address verification.Communicating with Persons Outside Organization:  Answers 
questions from claimants, claimant representatives, and other advocate groups regarding hearing procedures and 
further appeal rights so that the claimant or claimant's representative is fully aware of the hearing process.  Exhibits 
professional appearance and demeanor at all times and ensures all unit members do the same.Communicating with 
Supervisors, Peers, or Subordinates:  Conducts the employee evaluation process to review and provide feedback to the 
employee regarding their job performance in order to confirm effective service delivery, compliance with state law, and 
understanding of policies and procedures. Schedules and conducts monthly meetings with unit to discuss case issues 
and conduct teambuilding activities. Contributes to a positive working environment by exhibiting respectful and 
empathic working relationships. Motivates staff through goal-setting to increase performance and improve client 
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outcomes. Transfers cases from the holding case load to other agency components for additional medical development 
by clearly explaining what additional evidence is needed.Updating and Using Relevant Knowledge:  Attends, participates, 
and administers unit trainings when necessary in order to stay informed and current in the disability claims process. 
Attends and participates in all agency trainings and meetings as deemed appropriate.Coordinating the Work and 
Activities of Others:  Assigns all cases to Disability Hearings Appeals Referees ensuring that the geographical and 
chronological order of the cases is well coordinated. Assigns the Unit Clerk to schedule hearings, handle phone calls, and 
deliver cases and associate mail and faxes. Prepares and maintains a variety of forms pertaining to the quality/review of 
the Disability Claims Appeal Referee's hearings. Ensures the Unit Clerk organizes the case files in the correct 
geographical and chronological order. Travels and makes arrangements (including hotel and car reservations) for 
observing hearings in person at remote sites around the State. Observes hearings held by the Disability Claims Appeal 
Referee (DCAR) locally, in person and by teleconference using the Video Service Delivery System. Reviews the DCAR's 
schedules of the time and location for appeals hearings.Interacting With Computers:  Uses a variety of software 
programs provided by State, Federal/Social Security Administration and the legacy system vendor.  Interacts and uses 
the Social Security Administration computer network at desktop for daily work activity. Ensures laptops are updated 
monthly for network security purposes. Transfers and ensures the transfer of claimant's medical evidence to compact 
disc so that claimant can view their records prior to the hearing. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Priority Setting Conflict Management Presentation 
Skills Written Communications  ApproachabilityKnowledge: Administration and Management                                          
Communications and Media                  Customer and Personal Service                              Education and Training                            
Law and Government                               Basic Medicine                                                           Basic Psychology                       
Public Safety and Security Skills: Active Learning                          Active Listening                         Learning Strategies                                                   
Monitoring                  Reading Comprehension                          Writing                         Coordination- Adjusting actions in 
relation to others' actions                                                          Negotiation                 Persuasion                   Service Orientation                   
Social Perceptiveness                                Complex Problems Solving                      Judgment and Decision Making                                                            
Systems Evaluation                  Management of Material Resources                     Management of Personnel Resources                   
Time Management     Abilities: Category Flexibility- the ability to generate or use different sets of rules for combining or 
grouping things in different ways Deductive Reasoning                   Flexibility of Closure                 Fluency of Ideas                        
Inductive Reasoning                 Information Ordering                               Memorization                            Oral Comprehension                 
Oral Expression                          Originality                   Problem Sensitivity                   Selective Attention                    Speed of 
Closure                       Time Sharing                              Written Comprehension                           Written Expression                    
 
Tools and Equipment Used: 
 Personal Computer Laptop Copier Scanner Fax Machine Telephone Agency Designated Systems and Software Two-way 
Hand Radio 
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079987 - DISABILITY CLAIMS APP REFEREE 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4640 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional disability claims examination work, one year of which must include work 
involved in the examination of continuing disability review and/or childhood disability claims for Social Security. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional appeals work of average difficulty in conducting 
hearings throughout the state on Social Security and Supplemental Security Income case decision appeals by claimants; 
and performs related work as required.     Distinguishing Features:  This is the entry/working class in the Disability Claims 
Appeals Referee sub-series. An employee in this class conducts hearings, analyzes facts, and renders decisions on 
appealed cases based on case facts and application of federal policies, procedures, rules, and regulations. This class 
differs from that of Disability Claims App Ref Supv in that an incumbent of the latter is responsible for supervising 
appeals referee staff. 
 
Work Activities: 
Making Decision and Solving Problems: Compares new and previous evidence: writes a summary of testimonies; 
prepares findings of fact; analysis of evidence; and conclusions of law to make a disability determination. Renders 
decisions for disability claims based on the relevant medical and vocational factors.Documenting/Recording 
Information: Prepares written decisions applying appeals hearing regulations and prior legal precedents. Completes a 
report of hearing in order to document the facts necessary to adjudicate the claim.Evaluating Information to Determine 
Compliance with Standards: Reverses or upholds disability cessations when evidence in claim supports decision. Reviews 
continuing disability claims by evaluating the accuracy of the most recent cessation decisions for compliance with 
established Social Security Administration policy, Code of Federal Regulations and other agency policies.Analyzing Data 
or Information: Interprets medical and nonmedical information to determine the child's ability to perform age 
appropriate activities. Interprets medical and nonmedical information to determine the adult claimant's ability to 
perform work related activities. Determines claimant's ability to perform past relevant work or other work using 
vocational tables based on vocational history, claimant's age, education, transferability of skill, and level of functional 
capacity. Observes the claimant/ witness and reviews the evidence to determine the credibility of the claimant's and 
witnesses' testimony applying the appropriate weight to the evidence and testimonies. Reviews evidence provided by 
claimant and other sources to analyze the medical severity and duration of the claimant's impairments.Establishing and 
Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships with partnering 
agencies, co-workers, supervisors, other employees and local governmental agencies through meetings and other 
positive interactions to ensure quality and timely services.Organizing, Planning, and Prioritizing Work: Conducts hearings 
locally in person and by teleconference using the Video Service Delivery System. Prepares and maintains a variety of 
forms, notices and case records necessary for the hearing process. Coordinates and schedules the time and location for 
appeals hearings with the field office, representatives and claimants. Travels to and makes arrangements (including 
hotel and car reservations) for conducting hearings in person at remote sites around the State.Getting Information: 
Interviews claimants and witnesses, and reviews updated medical records to determine the continued severity of the 
claimant's medical conditions.  Reviews claimant's file to become familiar with claim history and to determine if an 
Appeals Hearing is necessary. Determines case jurisdiction by checking the Social Security Administration's database for 
address verification.Interacting With Computers: Uses a variety of software programs provided by State, Federal/Social 
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Security Administration and the legacy system vendor.  Interacts and uses the Social Security Administration computer 
network at desktop for daily work activity. Ensures laptops are updated monthly for network security purposes. 
Transfers claimant's medical evidence to compact disc so that claimant can view their records prior to the 
hearing.Communicating with Persons Outside Organization: Answers questions from claimant and claimant 
representatives regarding hearing procedures and further appeals rights so that the claimant or claimant's 
representative is fully aware of the hearings process.  Exhibits professional appearance and demeanor at all times. 
Administers claimant and witness oaths prior to hearing as required by federal regulations. Updating and Using Relevant 
Knowledge: Attends, participates, and may administer unit trainings when necessary in order to stay informed and 
current in the disability claims process. Attends and participates in all agency trainings deemed appropriate by the 
supervisor.Communicating with Supervisors, Peers, or Subordinates: Transfers cases to the Prehearings Examiner for 
additional medical development by clearly explaining what additional evidence is needed. Attends monthly meetings 
with unit to discuss case issues and participate in teambuilding activities. Provides bi-monthly schedule to supervisor 
regarding hearings and arrangements. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Organizing Planning Timely Decision Making Written Communications 
Customer FocusKnowledge: Biology Communications and Media Customer and Personal Service Education and Training 
Law and Government Basic Medicine Basic Psychology Public Safety and Security  Skills: Active Learning Active Listening 
Critical Thinking Monitoring Reading Comprehension Writing Coordination- Adjusting actions in relation to others' 
actions Negotiation Service Orientation Social Perceptiveness Complex Problems Solving Judgment and Decision Making 
Time Management  Abilities: Category Flexibility- the ability to generate or use different sets of rules for combining or 
grouping things in different ways Deductive Reasoning Flexibility of Closure Fluency of Ideas Inductive Reasoning 
Information Ordering Memorization Oral Comprehension Oral Expression Originality Problem Sensitivity Selective 
Attention Speed of Closure Time Sharing Written Comprehension Written Expression              
 
Tools and Equipment Used: 
 Personal Computer Laptop Copier Scanner Fax Machine Telephone Agency Designated Systems and Software Two-way 
Hand Radio 
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079986 - DISABILITY CLAIMS DIRECTOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4648 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079981 - DISABILITY CLAIMS EXAMINER 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  10122 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional disability claims examination work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Disability 
Claims Examiner sub-series. An employee in this class is responsible for learning to adjudicate initial disability claims. 
This class differs from that of Disability Claims Examiner 2 in that an incumbent of the latter is responsible for working-
level disability claims examination duties. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Analyzing Data or Information1. Learns to assess claimant’s medical condition and identify impairments; determines 
degree and duration of impairments; determines exertional and non-exertional limitations; assesses the effects and 
impact of pain and fatigue on claimant’s abilities; determines the combined effects of impairments on claimant; 
establishes the onset and duration of adult residual functional capacity.2. Learns to determine claimant’s medical 
eligibility for Social Security Disability, Supplemental Security Income or Medicaid benefits using medical, psychiatric, 
vocational, and educational data; may write technical rationale for determinations; may determine and make 
recommendations regarding the claimant’s ability to handle income. 3. Learns to assess records to ensure that evidence 
presented is sufficient and relevant; verifies accuracy and reliability of evidence provided by claimant and other sources; 
assesses credibility and weight of evidence provided by claimant for consideration in disability determinations.4. Learns 
to assess claimant’s vocational status; identifies and examines claimant’s past relevant work; compares work and 
earnings claimed to those reported as earnings by the Social Security Administration; determines time required for skill 
acquisition for job options; compares functional requirements of work with claimants’ disabilities and capabilities. 
Evaluating Information to Determine Compliance with Standards:1. Learns to interpret test results and examination 
results according to Social Security policy and procedures; compares claimant physical and mental condition to Social 
Security Administration list of impairments; learns to assess need for additional medical examinations for claimant.2. 
Learns to determine jurisdiction, relevant treatment sources and proper time period for requests of claimant records; 
learns to determine requirements for medical and psychological tests and findings needed for application processing; 
determines recency and relevance of evidence.3. Learns to read and analyze medical records for initial adult disability 
determinations to ensure the key information is available and noted for medical review.4. Learns to determine if 
claimant’s past work description is adequate and meets the definition of substantial gainful activity using income tables; 
learns to determine claimants’ ability to do work using vocational tables based on age, education, transferability of skill 
and level of functional capacity.5. Learns to review initial adult disability applications for the purposes of determining 
accuracy and relevance of information included in accordance with Social Security Administration policy. Making 
Decisions and Solving Problems:1. Learns to analyze information and evaluate options to choose the best actions and 
solve problems throughout the disability claim process. Organizing, Planning, and Prioritizing Work:1. Learns to develop 
and/or adhere to specific goals by appropriately planning, prioritizing, and organizing work to meet performance 
standards in a timely manner.2. Learns to manage and prioritize workload using available resources to ensure activities 
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are completed within established timeframes. Communicating with Persons Outside Organization:1. Learns to compose 
decision letters to claimants; learns to select and send proper federal disability determination notices to claimants; 
learns to explain medical and vocational decision issues to claimants and authorized representatives verbally or in 
writing as needed.2. Learns to conduct telephone interviews with claimants and others to clarify information on 
applications or to obtain additional information as necessary.3. Learns to communicate with medical and other sources 
to request appropriate records, evidence, and any needed clarifications.4. Learns to reschedule and/or approve 
additional needed medical examinations and/or tests for claimants with providers. Getting Information:1. Learns to 
gather information from medical and non-medical sources, claimants, and authorized representatives through written 
and verbal communication.2. Learns to review initial adult disability applications and other claim related records for the 
purposes of requesting information in accordance with established program policy.3. Learns to review received records 
and additional information to ensure items are placed with the appropriate claim and information is maintained 
accurately. Interacting With Computers:1. Learns to operate federal and/or state computer systems and programs to 
enter case documentation, diaries, and complete reports as needed.2. Learns to use federal and/or state electronic 
equipment and other available resources to research and gather needed information for disability claims processing.3. 
Learns to utilize federal and/or state electronic communication systems to appropriately communicate with needed 
parties.4. Learns to operate the designated system to enter timesheet, leave, and additional personnel information 
independently and accurately. Updating and Using Relevant Knowledge:1. Reads, organizes, and applies new 
information relevant to agency specific policy and procedures.2. Remains up to date on new policies and procedures as 
they are implemented in order to ensure accurate disability decisions.3. Attends all required trainings and remains up to 
date on any new or updated technical requirements. Documenting/Recording Information:1. Learns to code and enter 
decisions into claim records following Social Security Administration policies and procedures.2. Learns to enter 
treatment dates chronologically into claim records while annotating and summarizing all claim related information.3. 
Learns to appropriately document all phone conversations in narrative format using agency computer system. 
Establishing and Maintaining Interpersonal Relationships:1. Develops and maintains healthy working relationships with 
co-workers and vendors to promote productivity and effectively serve client needs.2. Develops constructive and 
cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, and local 
governmental agencies through meetings and other positive interactions to ensure quality and timely services. 
Communicating with Supervisors, Peers, or Subordinates:1. Learns to communicate with supervisors, staff, and co-
workers by telephone, in written form, email, or in person to ensure effective claims processing.2. Learns to authorize 
payments accurately for medical records and/or examinations and claimant travel in accordance with agency guidelines 
in a timely manner.  
 
Competencies (KSA’s): 
Competencies:1. Problem Solving2. Organizing3. Priority Setting4.Time Management5. Timely Decision Making6. 
Perseverance7. Written Communications8. Customer Focus Knowledge:1. Clerical2. Customer and Personal Service  3. 
Basic Computer Knowledge Skills:1. Active Learning2. Active Listening3. Critical Thinking  4. Monitoring  5. Reading 
Comprehension  6. Speaking  7. Writing  8. Service Orientation  9. Social Perceptiveness  10. Complex Problem Solving  
11. Judgment and Decision Making  12. Time Management Abilities:1. Category Flexibility - The ability to generate or use 
different sets of rules for combining or grouping things in different ways.2. Deductive Reasoning3. Inductive Reasoning4. 
Information Ordering5. Memorization  6. Oral Comprehension7. Oral Expression8. Problem Sensitivity9. Selective 
Attention10. Speed of Closure - The ability to quickly make sense of, combine, and organize information into meaningful 
patterns.11. Task Flexibility - The ability to shift back and forth between two or more activities or sources of 
information.12. Written Comprehension13. Written Expression  
 
Tools and Equipment Used: 
 Personal Computer Copier Scanner Fax Machine Telephone Agency Designated Systems and Software 
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079982 - DISABILITY CLAIMS EXAMINER 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4623 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of professional disability claims examination work. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional disability claims examination work of average 
difficulty; and performs related work as required.  Distinguishing Features: This is the working level class in the Disability 
Claims Examiner sub-series. An employee in this class is responsible for determining initial claimant eligibility for 
disability. This class is flexibly staffed with and differs from that of Disability Claims Examiner 1 in that an incumbent of 
the latter is responsible for performing at the entry level and is under immediate supervision. This class differs from the 
of Disability Claims Examiner 3 in that incumbents of the latter are responsible for adjudication of continuing disability 
cases and special court ordered or administratively ordered reviews and reviewing claims for compliance with pertinent 
laws, rules and regulations. 
 
Work Activities: 
Analyzing Data or Information: Assesses claimant’s medical condition and identify impairments; determines degree and 
duration of impairments; determines exertional and non-exertional limitations; assesses the effects and impact of pain 
and fatigue on claimants’ abilities; determines the combined effects of impairments on claimants; establishes the onset 
and duration of adult residual functional capacity. Assesses records to ensure that evidence presented is sufficient and 
relevant; verifies accuracy and reliability of evidence provided by claimant and other sources; assesses credibility and 
weight of evidence provided by claimant for consideration in disability determinations. Determines claimant’s medical 
eligibility for Social Security Disability, Supplemental Security Income or Medicaid benefits using medical, psychiatric, 
vocational, and educational data; writes technical rationale for determinations as needed; determines and makes 
recommendations regarding the claimant’s ability to handle income as needed. Assesses claimant vocational status; 
identifies and examines claimants’ past relevant work; compares work and earnings claimed to those reported as 
earnings by the Social Security Administration; determines time required for skill acquisition for job options; compares 
functional requirements of work with claimants’ disabilities and capabilities. Independently reviews applications, 
medical assessments, medical records and vocational assessments as needed for initial and reconsideration claims. 
Independently reviews initial appeals for disability claims; issues reconsideration decisions; reviews prior decisions for 
accuracy and development of evidence; examines and develops new allegations or evidence; redetermines medical 
eligibility.Evaluating Information to Determine Compliance with Standards: Interprets test results and examination 
results according to agency policy and procedures; compares claimant’s physical and mental condition in accordance 
with agency guidelines; learns to assess need for additional medical examinations for claimants. Reviews medical 
records, statements, and other pertinent information to prepare a medical assessment. Reads and analyzes medical 
records for initial and reconsideration disability determinations to ensure the key information is available and noted for 
medical review. Determines jurisdiction, relevant treatment sources and proper time period for requests of claimant 
records; determines requirements for medical and psychological tests and findings needed for application processing; 
determines recency and relevance of evidence. Determines if claimant’s past work description is adequate and meets 
the definition of substantial gainful activity using income tables; determines claimant’s ability to do work using 
vocational tables based on age, education, transferability of skill and level of functional capacity. Reviews initial, 
reconsideration, and/or childhood disability applications for the purposes of determining accuracy and relevance of 
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information included in accordance with agency policy.Making Decisions and Solving Problems: Learns to analyze 
information and evaluate options to choose the best actions and solve problems throughout the disability claim 
process.Organizing, Planning, and Prioritizing Work: Develops and/or adheres to specific goals by appropriately 
planning, prioritizing, and organizing work to meet performance standards in a timely manner. Manages and prioritizes 
workload using available resources to ensure activities are completed within established timeframes. Assists others as 
needed with disability claim process to ensure the agency workload is completed in a timely manner.Communicating 
with Persons Outside Organization: Composes decision letters to claimants; selects and sends proper federal disability 
determination notices to claimants; explains medical and vocational decision issues to claimants and authorized 
representatives verbally or in writing as needed. Conducts telephone interviews with claimants and others to clarify 
information on applications or to obtain additional information as necessary. Communicates with medical and other 
sources to request appropriate records, evidence, and any needed clarifications. Reschedules and/or approves 
additional needed medical examinations and/or tests for claimants with providers.Getting Information: Reviews initial, 
reconsideration, and/or childhood disability applications and other claim related records independently for the purposes 
of requesting information in accordance with established program policy. Gathers information independently from 
medical and non-medical sources, claimants, and authorized representatives through written and verbal 
communication. Reviews received records and additional information to ensure items are placed with the appropriate 
claim and information is maintained accurately.Updating and Using Relevant Knowledge: Remains up to date on new 
policies and procedures as they are implemented in order to ensure accurate disability decisions. Reads, organizes, and 
applies new information relevant to agency specific policy and procedures. Attends all required trainings and remains up 
to date on any new or updated technical requirements.Documenting/Recording Information: Codes and enters decisions 
into claim records following Social Security Administration policies and procedures. Enters treatment dates 
chronologically into claim records while annotating and summarizing all claim related information. Documents 
appropriately all phone conversations in narrative format using agency computer system.Interacting With Computers: 
Operates federal and/or state computer systems and programs to enter case documentation, diaries, and complete 
reports as needed. Uses federal and/or state electronic equipment and other available resources to research and gather 
needed information for disability claims processing. Utilizes federal and/or state electronic communication systems to 
appropriately communicate with needed parties. Operates the designated system to enter timesheet, leave, and 
additional personnel information independently and accurately.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains healthy working relationships with co-workers and vendors to promote 
productivity and effectively serve client needs. Develops constructive and cooperative working relationships with 
partnering agencies, co-workers, supervisors, other employees, and local governmental agencies through meetings and 
other positive interactions to ensure quality and timely services.Communicating with Supervisors, Peers, and 
Subordinates: Communicates with supervisors, staff, and co-workers by telephone, in written form, email, or in person 
to ensure effective claims processing. Authorizes payments accurately for medical records and/or examinations and 
claimant travel in accordance with agency guidelines in a timely manner. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Problem Solving Organizing Priority Setting Time 
Management Timely Decision Making Written Communications Customer Focus ListeningKnowledge: Clerical Customer 
and Personal Service Basic Computer Knowledge Basic Federal and State Disability Regulations Basic Medicine Basic 
Psychology Skills: Active Learning Active Listening Critical Thinking Monitoring Reading Comprehension Speaking Writing 
Service Orientation Social Perceptiveness Complex Problem Solving Judgment and Decision Making Time Management 
Abilities: Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in 
different ways. Deductive Reasoning Inductive Reasoning Information Ordering Memorization Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Speed of Closure - The ability to quickly make sense of, combine, and 
organize information into meaningful patterns. Task Flexibility - The ability to shift back and forth between two or more 
activities or sources of information. Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Copier Scanner Fax Machine Telephone Agency Designated Systems and Software 
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079983 - DISABILITY CLAIMS EXAMINER 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4629 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional disability claims examination work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional disability claims examination work of considerable 
difficulty; and performs related work as required.    Distinguishing Features:  This is the advanced working level class in 
the Disability Claims Examiner sub-series. An employee in this class is responsible for performing highly complex 
casework requiring advanced expertise in disability claims examinations for continuing eligibility and special court 
ordered or administratively ordered cases. This class differs from that of Disability Claims Examiner 2 in that an 
incumbent of the latter is responsible for determining only initial eligibility. This class differs from the of Disability 
Determination Quality Assurance Reviewer in that incumbents of the latter are responsible for reviewing the entire 
scope of disability claims for accuracy and adherence to established policies and procedures in all phases of the 
adjudication process and for training, troubleshooting, and advising in all areas of disability determination.   
 
Work Activities: 
Analyzing Data or Information: Conducts medical improvement reviews; identifies last favorable disability decision; lists 
and compares current signs, symptoms, and lab findings with those of prior disability determinations to determine 
whether there is significant improvement; orders examinations for comparison purposes; makes determinations of 
continuance and cessation of benefits. Assesses claimant's medical condition and identify impairments; determines 
degree and duration of impairments; determines exertional and non-exertional limitations; assesses the effects and 
impact of pain and fatigue on claimant's abilities; determines the combined effects of impairments on claimants; 
establishes the onset and duration of adult residual functional capacity. Assesses records to ensure that evidence 
presented is sufficient and relevant; verifies accuracy and reliability of evidence provided by claimant and other sources; 
assesses credibility and weight of evidence provided by claimant for consideration in disability determinations. 
Determines claimant's medical eligibility for Social Security Disability, Supplemental Security Income or Medicaid 
benefits using medical, psychiatric, vocational, and educational data; writes technical rationale for determinations as 
needed; determines and makes recommendations regarding the claimant's ability to handle income as needed. 
Conducts reviews for initial, reconsideration, childhood, and continuing disability review claims; issues decisions and 
reviews prior decisions for accuracy and development of evidence; examines and develops new allegations or evidence; 
redetermines medical eligibility; prepares cases for appeals hearings. Reviews administratively ordered case reviews and 
specialized court applications as needed. Independently reviews applications, medical assessments, medical records and 
vocational assessments as needed for initial and reconsideration claims. Independently reviews initial appeals for 
disability claims; issues reconsideration decisions; reviews prior decisions for accuracy and development of evidence; 
examines and develops new allegations or evidence; redetermines medical eligibility. Assesses claimant vocational 
status; identifies and examines claimant's past relevant work; compares work and earnings claimed to those reported as 
earnings by the Social Security Administration; determines time required for skill acquisition for job options; compares 
functional requirements of work with claimant's disabilities and capabilities.Evaluating Information to Determine 
Compliance with Standards: Interprets test results and examination results according to Social Security policy and 
procedure; compares claimant physical and mental condition in accordance with agency guidelines; learns to assess 
need for additional medical examinations for claimants. Reviews medical records, statements, and other pertinent 
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information to prepare a medical assessment. Determines jurisdiction, relevant treatment sources and proper time 
period for requests of claimant records; determines requirements for medical and psychological tests and findings 
needed for application processing; determines recency and relevance of evidence. Reads and analyzes medical records 
for initial and reconsideration disability determinations to ensure the key information is available and noted for medical 
review. Determines if claimant's past work description is adequate and meets the definition of substantial gainful 
activity using income tables; determines claimant's ability to do work using vocational tables based on age, education, 
transferability of skill and level of functional capacity. Reviews initial, reconsideration, childhood, and/or continuing 
disability review applications for the purposes of determining accuracy and relevance of information included in 
accordance with agency policy.Making Decisions and Solving Problems: Analyzes information and evaluates options to 
choose the best actions and solve problems throughout the disability claim process.Organizing, Planning, and Prioritizing 
Work: Develops and/or adheres to specific goals by appropriately planning, prioritizing, and organizing work to meet 
performance standards in a timely manner. Manages and prioritizes workload using available resources to ensure 
activities are completed within established timeframes. Assists others as needed with disability claim process to ensure 
the agency workload is completed in a timely manner.Communicating with Persons Outside Organization: Composes 
decision letters to claimants; selects and sends proper federal disability determination notices to claimants; explains 
medical and vocational decision issues to claimants and authorized representatives verbally or in writing as needed. 
Conducts telephone interviews with claimants and others to clarify information on applications or to obtain additional 
information as necessary. Communicates with medical and other sources to request appropriate records, evidence, and 
any needed clarifications. Reschedules and/or approves additional needed medical examinations and/or tests for 
claimants with providers.Getting Information: Reviews initial, reconsideration, childhood, and continuing disability 
review applications and other claim related records independently for the purposes of requesting information in 
accordance with established program policy. Gathers information independently from medical and non-medical sources, 
claimants, and authorized representatives through written and verbal communication. Reviews received records and 
additional information to ensure items are placed with the appropriate claim and information is maintained 
accurately.Updating and Using Relevant Information: Reads, organizes, and applies new information relevant to agency 
specific policy and procedures. Remains up to date on new policies and procedures as they are implemented in order to 
ensure accurate disability decisions. Attends all required trainings and remains up to date on any new or updated 
technical requirements.Documenting/Recording Information: Codes and enters decisions into claim records following 
Social Security Administration policies and procedures. Enters treatment dates chronologically into claim records while 
annotating and summarizing all claim related information. Documents appropriately all phone conversations in narrative 
format using agency computer system.Interacting With Computers: Operates federal and/or state computer systems 
and programs to enter case documentation, diaries, and complete reports as needed. Utilizes federal and/or state 
electronic communication systems to appropriately communicate with needed parties. Uses federal and/or state 
electronic equipment and other available resources to research and gather needed information for disability claims 
processing. Operates the designated system to enter timesheet, leave, and additional personnel information 
independently and accurately.Establishing and Maintaining Interpersonal Relationships: Develops and maintains healthy 
working relationships with co-workers and vendors to promote productivity and effectively serve client needs. Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely 
services.Communicating with Supervisors, Peers, and Subordinates: Communicates with supervisors, staff, and co-
workers by telephone, in written form, email, or in person to ensure effective claims processing. Authorizes payments 
accurately for medical records and/or examinations and claimant travel in accordance with agency guidelines in a timely 
manner.  
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competencies Problem Solving Organizing Priority Setting Time 
Management Timely Decision Making Written Communications Customer FocusKnowledge: Clerical                         
Customer and Personal Service                              Basic Computer Knowledge                    Basic Federal and State Disability 
Regulations                   Basic Medicine                           Basic Psychology Skills: Active Learning                          Active 
Listening                         Critical Thinking                        Monitoring                  Reading Comprehension                          
Speaking                      Writing                         Service Orientation                    Social Perceptiveness                                
Complex Problem Solving                       Judgment and Decision Making                             Time Management Abilities: 
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Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different 
ways.               Deductive Reasoning                                Inductive Reasoning                 Information Ordering                               
Memorization                            Oral Comprehension                 Oral Expression          Problem Sensitivity                   Selective 
Attention                    Speed of Closure - The ability to quickly make sense of, combine, and organize information into 
meaningful patterns. Task Flexibility - The ability to shift back and forth between two or more activities or sources of 
information.                   Written Comprehension                           Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Copier Scanner Fax Machine Telephone Agency Designated Systems and Software 
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079980 - DISABILITY CLAIMS QA REVIEWER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4618 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of professional disability claims examination work, one year of which must include work 
involved in the examination of continuing disability review and one year of which must include work involved in the 
examination of childhood disability claims for social security. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid vehicle operator's license may be required for employment in some positions.            
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Social Security Disability quality review of casework at all levels 
of difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
reviewing the entire scope of disability claims for accuracy and adherence to established policies and procedures in all 
phases of the adjudication process. These employees train, troubleshoot for, and advise other members of the sub-
series, including management, and serve as the main source of consultation in the agency for the highly complex and 
difficult cases. This class differs from that of Disability Claims Examiner 3 in that an incumbent of the latter is responsible 
for performing highly complex casework requiring advanced expertise in disability case examinations for continuing 
eligibility and special court ordered or administratively ordered cases. This class differs from that of Disability Claims 
Supervisor 1 in that incumbents of the latter are responsible for supervising the work of a moderate sized unit of 
examiners and may supervise employees of this class. 
 
Work Activities: 
Analyzing Data or Information: Evaluates the accuracy of disability decisions for compliance with established policies and 
procedures; determines completeness of case development; assesses validity of medical and vocational analyses; 
develops cases and conducts physical and mental analyses of claims as necessary. Receives and analyzes disability claims 
for technical issues in order to ensure or take proper action.  Updating and Using Relevant Knowledge: Receives and 
analyzes policy and procedure updates in order to apply knowledge and utilize up to date information. Coaching and 
Developing Others: Explains the significance of regulations and requirements and how those apply to case processing. 
Coaches and advises disability claims examiners, physicians, and others; provides one-on-one consultation on the topics 
of caseload management and disability claims computer techniques; provides advanced guidance on technical issues for 
experienced examiners; provides training, coaching, and/or advice for physicians and others on Social Security policy 
and procedure; acts as a resource for examiners, physicians, and others regarding the development of complex or 
unusual cases. Coaches examiners in sensitivity techniques to work effectively with mentally ill, terminally ill, and 
chronically ill claimants; guides examiners in review of medical evidence and preparation of physical and mental residual 
functional capacity assessments.Processing Information: Compiles data and prepares formal assessments as needed 
regarding technical issues in disability claims. Conducts case sampling and individual case reviews. Ensures coding is 
correct according to medical and psychological consultant exam fee schedule. Judging the Qualities of Things, Services, 
or People: Assesses the qualifications of consultative examination panelists to ensure they meet the requirements for an 
acceptable medical source. Staffing Organizational Units:  Recruits, interviews, selects, and trains new consultative 
panelists. Provide Consultation and Advice to Others: Provides staff and/or management with recommendations for 
future actions based upon completed case reviews and identified trends and deficiencies. Evaluating Information to 
Determine Compliance with Standards: Reviews the quality of case work through each stage of processing.  Monitors 
the disability examiner's workload and makes recommendations for action to ensure Social Security disability claims are 
moving forward. Ensures that the disability examiner is completing business processes in order to adjudicate cases in a 
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timely manner according to established guidelines. Developing and Building Teams: Coordinates a working relationship 
between consultative panelists, DDS transcription services and translators. Provides consultative panelists with policy 
and procedure updates to maintain a consistent scheduling and flow of reports to DDS. Works with hospitals, clinics, 
schools and other organizations to provide a consistent flow of records and information into the agency. Communicating 
with Supervisors, Peers, or Subordinates: Monitors project development; performs quality checks on existing or special 
projects; determines percentages of cases to sample for review for projects; provides feedback for internal monitoring; 
reports quality trends to management; recommends actions in compliance with federal and state agency goals and 
objectives to management; directs special projects. Provides clear and understandable information in a professional 
manner to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person. 
Communicating with Persons Outside Organization: Maintains professional contact in communication with the public; 
explains or solicits information from claimants, attorneys, lay persons, and/or associates; resolves problems with cases 
and/or assists claimants by phone; coordinates and enforces Social Security policies, procedures, rules and regulations 
as they pertain to the adjudication process; attends meetings, training, and conferences or seminars at the local, state, 
and federal level. Resolving Conflicts and Negotiating with Others: Listens to parties, addresses concerns, and resolves 
complaints and disputes in a respectful manner. Organizing, Planning, and Prioritizing Work: Prioritizes consultative 
exam provider annual reviews, quality assessment reviews, and on-site assessments. Reviews consultative exam panel 
providers and areas for services to ensure adequate coverage. Flags and prioritizes disability claims according to Social 
Security standards and policy. Prioritizes and balances individual workload to ensure individual and agency goals and 
guidelines are met. Establishing and Maintaining Interpersonal Relationships: Develops and maintains cooperative 
working relationships with staff and others, building rapport and interacting in a respectful and constructive manner. 
Recognizes communication and learning styles, strengths, and deficiencies among peers. Getting Information: Receives 
and reviews paper and electronic case files, medical records, and other items as needed throughout the life of the case. 
Receives and processes information from the claimant, claimant's relatives, medical providers, Social Security 
Administration, congressional offices, attorney and non-attorney claimant representatives, supervisors, and others 
across the agency. Initiates contact with a variety of professional and non-professional sources in order to obtain 
necessary information. Documenting/Recording Information: Prepares and maintains records and reports; prepares site 
visit observation reports, complaint letter responses, and written responses to unusual case issues; documents missing 
or inadequate reports; prepares reports documenting the adjudication of disability claims. Interacting With Computers: 
Accesses, enters and reviews data utilizing agency operation systems, MS Office, and other systems as required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning, Informing Time 
Management Conflict Management Written CommunicationsKnowledge: Clerical Procedures Customer Service 
Techniques DDS Operating Systems, MS Office, and Other Systems Medical, Psychological, and Therapeutic Concepts 
Personnel and Human Resources Concepts SSA Claim Production, Processing, and Quality SSA Laws and Regulations 
Training in SSA Disability Program Requirements Skills:  Active Learning               Active Listening              Actively Provide 
Internal and External Customer Service                     Adaptively Respond to Changing Situations and Information              
Basic Mathematics                      Complex Problem Solving                       Critical Thinking              Instructing                       
Judgment and Decision Making              Management of Personnel Resources Monitoring Self, Others, and Work 
Processes                Negotiation                      Persuasion                        Quality Control Analysis for SSA Disability Claims                  
Reading Comprehension             Recognizing and Applying Learning Strategies or Styles                       Social Perceptiveness                 
Systems Evaluation                     Time Management Troubleshooting               Writing    Abilities: Concentrate Amid 
Distractions Deductive Reasoning Identify Problems Inductive Reasoning Learn and Apply Different Sets of Rules 
Memorization Multitask Oral Comprehension and Expression Quickly and Accurately Recognize and Analyze Information 
and Patterns Understand, Interact, and Communicate with Others Effectively Written Comprehension and Expression 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer/Copier/Scanner Telephone Fax Machine TDD Assistive Telephone System 
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079984 - DISABILITY CLAIMS SUPERVISOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4633 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional disability claims examination work. Substitution of Education for Experience: 
Additional graduate coursework may be substituted for the required experience on a year for year basis, to a maximum 
of one year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional disability claims examination work of considerable 
difficulty and professional supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features: This is the first supervisory class in the Disability Claims Examiner sub-series. An employee in this class is 
responsible for supervising the work of a moderate-sized unit of Disability Claims Examiners. This class differs from that 
of Disability Claims QA Reviewer in that incumbents of the latter are responsible for reviewing claims for completeness, 
correctness, and compliance with pertinent laws, rules, and regulations and may be supervised by persons in this class. 
This class differs from that of Disability Claims Supervisor 2 in that incumbents of the latter are responsible for 
supervising the work of several units of subordinate Disability Claims Examiners. 
 
Work Activities: 
Making Decisions and Solving Problems: Advises staff regarding complex problems including developing plans of action, 
case determinations, and other issues to ensure compliance with policy and effective service decisions. Makes decisions 
regarding problems agency staff has with agency business process, Program Operations Manual System (POMS), and 
other directives received from State and Federal components. Reviews agency reports and statistics to identify trends in 
order to make decisions regarding resource allocation, training, staffing, and all agency needs.Analyzing Data or 
Information: Reviews disability claims for accuracy, policy compliance, and agency specified guidelines. Provides 
feedback to various departmental components regarding information from the Disability Claim review to ensure 
program compliance.Staffing Organizational Units: Recruits, interviews, selects, hires, and promotes potential 
employees/contractors.Organizing, Planning and Prioritizing Work: Performs quality review on claims decisions; writes 
rebuttals of internal quality assurance reviews; processes arbitration rebuttals on quality returns from the regional 
offices. Examines claims to direct examiners in case development; evaluates the review of medical evidence and the 
preparation of physical and mental residual functional capacities and/or childhood functional assessments by examiners 
and approves requested claimant consultative examinations and special tests. Advises staff on current federal rules, 
regulations, policies, procedures and laws for Social Security, Supplemental Security Income and/or Medicaid claims. 
Monitors periodic unit production and quality records and reports; reviews statistical profiles; makes recommendations 
to upper-level management for improving staff performance and accuracy.Communicating with Persons Outside the 
Organization: Confers with staff of other agencies or departments, doctors, mental health care professionals, claimants, 
and lay sources (e.g., family members, teachers, employers) for compiling case information and clarifying questionable 
information with evidence providers.Coordinating the Work and Activities of Others: Interviews candidates for vacant 
staff positions; explains staff responsibilities, skills required, and job expectations to interviewees; makes hiring; 
disciplinary action; and termination recommendations. Develops training plans and conducts unit meetings to 
communicate with staff about program issues, problems and solutions. Supervises and evaluates the work schedules 
and priorities for Disability Claims subordinate staff. Evaluates staff performance and approves and coordinates 
employee leave. Provides resource allocation for unit and regional workloads to ensure production and quality goals are 
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met. Oversees and monitors recruitment and orientation of consultative examination panelists and medical staff for the 
processing of Social Security Disability Claims. Serves as a point of contact for state and federal Congressional inquiries 
and other outside entities.Training and Teaching Others: Compares agency statistics and reviews unit cases to identify 
the developmental needs of others, providing effective teaching to improve knowledge and skills.  Develops and 
conducts training for employees, contractors, and consultative examination providers to comply with departmental, 
state and federal laws, rules, regulations, guidelines, processes and procedures, facilitating change and improvement 
initiatives. Develops and conducts Social Security Disability seminars to educate attorneys, medical professionals, social 
workers, and others on Social Security policy and procedure.Getting Information: Monitors the daily unit staff queues to 
ensure agency production requirements are met. Makes and replies to inquiries regarding Disability Claims 
programmatic issues to ensure accurate and timely decisions. Reviews State and Federal reports for accuracy and to 
ensure unit production and performance goals are met. Requests agency-specific queries to monitor specialized 
claims.Interacting With Computers: Interacts and uses the Social Security Administration (SSA) computer network at 
desktop for daily work activity. Uses a variety of software programs provided by State and Federal/SSA entities. 
Updating and Using Relevant Knowledge: Attends, participates, and may administer unit trainings when necessary in 
order to stay informed and current in the disability claims process. Maintains up-to-date licensure, insurance, and 
certifications of Consultative Examination panelists and medical consultants. Attends and participates in all agency 
trainings deemed appropriate by the supervisor. Maintains the agency fee schedule for payment of consultative 
examination panelists and medical service providers. 
 
Competencies (KSA’s): 
Competencies: Customer Focus                   Time Management                             Decision Quality                  
Functional/Technical Competency                 Problem Solving                   Delegation                             Conflict Management                       
Motivating Others                               Dealing with Ambiguity                      Written Communications Knowledge: 
Administration and Management                    Customer and Personal Service                        Intermediate Law and 
Government                                Intermediate Medicine and Dentistry                              Intermediate Personnel and Human 
Resources                            Intermediate Psychology  Skills: Active Learning                   Active Listening                   Critical 
Thinking                  Monitoring                            Reading Comprehension                   Speaking                               Writing                   
Instructing                             Service Orientation                              Complex Problem Solving                 Judgment and 
Decision Making                       Time Management  Abilities: Deductive Reasoning                          Inductive Reasoning                           
Selective Attention                              Written Comprehension                     Written Expression              
 
Tools and Equipment Used: 
 Personal Computer Copier Scanner Fax Machine Telephone Agency Designated Systems and Software 
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079985 - DISABILITY CLAIMS SUPERVISOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4639 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional disability claims examination work, two years of which must involve supervision 
of social security disability claims staff. Substitution of Education for Experience: Additional graduate coursework may 
be substituted for the required professional experience on a year for year basis, to a maximum of one year, there being 
no substitution for the required two years of disability claims supervision. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for disability claims examination work of unusual difficulty and 
professional supervisory disability claims work of average difficulty; and performs related work as required. 
Distinguishing Features: An employee in this class is responsible for supervising several units of Disability Claims 
Examiners. This class differs from that of Disability Claims Supervisor 1 in that an incumbent of the latter is responsible 
for supervising a single unit of Disability Claims Examiners. This class differs from that of Disability Claims Director in that 
the incumbent of the latter is responsible for directing and administering statewide disability claims determination 
services. 
 
Work Activities: 
Making Decisions and Solving Problems: Advises staff regarding complex problems including developing plans of action, 
case determinations, and other issues to ensure compliance with policy and effective service decisions. Ensures staff 
adheres to agency business process, Program Operations Manual System (POMS), and other directives received from 
State and Federal components to include some individual case reviews. Reviews agency reports and statistics to identify 
trends in order to make decisions regarding resource allocation, training, staffing, and all agency needs.Analyzing Data 
or Information: Reviews disability claims for accuracy, policy compliance, and agency specified guidelines. Provides 
feedback to various departmental components regarding information from the Disability Claim review to ensure 
program compliance.Organizing, Planning and Prioritizing Work: Ensures unit supervisors perform quality review on 
claims decisions; writes rebuttals of internal quality assurance reviews; and processes arbitration rebuttals on quality 
returns from the regional offices. Monitors periodic unit production and quality records and reports; reviews statistical 
profiles; makes recommendations to upper-level management for improving staff performance and accuracy. Examines 
claims to direct examiners in case development; evaluates the review of medical evidence and the preparation of 
physical and mental residual functional capacities and/or childhood functional assessments by examiners and approves 
requested claimant consultative examinations and special tests. Advises staff on current federal Social Security rules, 
regulations, policies, procedures and laws for Social Security, Supplemental Security Income and/or Medicaid 
claims.Coordinating the Work and Activities of Others: Oversees performance expectations, standards, and ratings 
techniques; makes recommendation to upper management for improving staff performance and accuracy. Resolves 
employee and other group grievances to ensure timely and efficient performance and maintain positive and productive 
working relationships. Develops goals and objectives for management of the disability claims programs. Acts as a liaison 
among regions for maintenance of interagency consistency in program management; manages special projects; and 
conducts pilot studies of special programs to evaluate new policies and procedures. Explains staff responsibilities, skills 
required, and job expectations to interviewees; makes hiring; disciplinary action; and termination recommendations. 
Develops training plans and conducts unit meetings to communicate with staff about program issues, problems and 
solutions. Provides resource allocation for unit and regional workloads to ensure production and quality goals are met. 
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Supervises and evaluates the work schedules and priorities for Disability Claims subordinate staff. Evaluates staff 
performance and approves and coordinates employee leave. Serves as a point of contact for state and federal 
Congressional inquiries and other outside entities.Staffing Organizational Units: Recruits, interviews, selects, hires, and 
promotes potential employees/contractors.Training and Teaching Others: Compares agency statistics with regional case 
reviews to identify the developmental needs of others, providing effective teaching to improve knowledge and skills.  
Develops and conducts training for employees, contractors, and consultative examination providers to comply with 
departmental, state and federal laws, rules, regulations, guidelines, processes and procedures, facilitating change and 
improvement initiatives. Develops and conducts Social Security Disability seminars to educate attorneys, medical 
professionals, social workers, and others on Social Security policy and procedure.Communicating With Persons Outside 
the Organization: Confers with staff of other agencies or departments, doctors, mental health care professionals, 
claimants, and lay sources (e.g., family members, teachers, employers) for compiling case information and clarifying 
questionable information with evidence providers.Getting Information: Monitors the daily Regional staff queues to 
ensure agency production requirements are met. Reviews State and Federal reports for accuracy and ensures Regional 
production and performance goals are met. Makes and replies to inquiries regarding Disability Claims programmatic 
issues to ensure accurate and timely decisions. Requests agency-specific queries to monitor specialized 
claims.Interacting With Computers: Interacts and uses the Social Security Administration (SSA) computer network at 
desktop for daily work activity. Uses a variety of software programs provided by State and Federal/SSA entities.   
Updating and Using Relevant Knowledge: Manages the compliance of licensure, insurance, and certifications of 
Consultative Examination panelists and medical consultants. Supervises the management of the agency fee schedule for 
payment of consultative examination panelists and medical service providers. Attends and participates in trainings when 
necessary in order to stay informed and current in the disability claims process. 
 
Competencies (KSA’s): 
Competencies: Customer Focus                   Time Management                             Decision Quality                  
Functional/Technical Competency                 Problem Solving                   Delegation                             Conflict Management                       
Motivating Others                               Dealing with Ambiguity                      Written CommunicationsKnowledge: 
Administration and Management                    Customer and Personal Service                        Intermediate Law and 
Government                                Intermediate Medicine and Dentistry                              Intermediate Personnel and Human 
Resources                            Intermediate PsychologySkills: Active Learning                   Active Listening                   Critical 
Thinking                  Monitoring                            Reading Comprehension                   Speaking                               Writing                   
Instructing                             Service Orientation                              Complex Problem Solving                 Judgment and 
Decision Making                       Time Management  Abilities: Deductive Reasoning                          Inductive Reasoning                           
Selective Attention                              Written Comprehension                     Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Copier Scanner Fax Machine Telephone Agency Designated Systems and Software 
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075615 - DISASTER RECOVERY SPEC-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3947 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in one of the following areas: (1) business continuity; or (2) disaster recovery. 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in business data processing (e.g. business data programming, business systems 
analysis, or computer accounting), management information systems, computer and information systems, computer 
servicing technologies, or other related field may substitute for the required bachelor's degree. Substitution of 
Experience for the Specific Associate's Degree: Professional level experience in any one of the following areas may 
substitute for the required specific associate's degree on a year-for-year basis to a maximum of two years: (1) 
applications or systems programming; or (2) systemic analysis of business or information systems; (one year of 
experience is equivalent to 45 undergraduate quarter hours). Substitution of Graduate Coursework for the Required 
Experience: Any graduate coursework in one of the following: (1) business continuity; (2) disaster recovery; or (3) 
emergency management may substitute for the required experience on a year-for-year basis to a maximum substitution 
of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional administrative and technical work in business continuity and 
disaster recovery planning work of considerable difficulty and lead work of average difficulty involving leading a small 
group of subordinate disaster recovery specialists during the design, development, maintenance, and testing of 
application or infrastructure disaster recovery plans; coordinates the execution of recovery activities, and performs 
related work as required. Distinguishing Features: This is the lead-level class in the Disaster Recovery Specialist series. An 
employee in this class either leads a team or independently works on the design, development, maintenance, and 
testing of various components within the overall disaster recovery program, leads a team or independently coordinates 
the execution of recovery activities either at the agency or enterprise level, designs and implements disaster recovery 
planning best practices and procedures, designs disaster recovery solutions at the agency or enterprise level, 
coordinates multiple projects amongst other team members while optimizing resource utilization, and acts as program 
manager or the disaster recovery planning program at either the agency or enterprise level by coordinating the projects 
of several junior-level staff. This class differs from that of Disaster Recovery Specialist-Advanced in that an incumbent of 
the latter independently designs, develops and maintains components of agency disaster recovery plans following 
defined standards and procedures An employee in this class leads or supervises a team or independently works on the 
design, development, maintenance, and testing of various components within the overall disaster recovery program, 
leads or supervises a team or independently coordinates the execution of recovery activities either at the agency or 
enterprise level, designs and implements disaster recovery planning best practices and procedures, designs disaster 
recovery solutions at the agency or enterprise level, coordinates multiple projects amongst other team members while 
optimizing resource utilization, and acts as program manager or the disaster recovery planning program at either the 
agency or enterprise level by coordinating the projects of several junior-level staff.  This class differs from that of 
Disaster Recovery Specialist-Advanced in that an incumbent of the latter independently designs, develops and maintains 
components of agency disaster recovery plans following defined standards and procedures under general supervision.  
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Work Activities: 
"Resolving Conflicts and Negotiating with Others:  Prioritizes and schedules conflicting and scarce resources during a 
disaster event to ensure that all plan procedures and critical processes have adequate support during the disaster event, 
emergency or extended outage.Establishing and Maintaining Interpersonal Relationships: Manages complex situations 
by fostering a calm and stress-free environment so that critical decision makers can operate in an objective 
manner.Making Decisions and Solving Problems: Conducts Business Impact Analysis (BIA) for business, technology and 
application solutions to identify and prioritize critical applications and business processes and identify critical resources 
and assist with the development of practical recovery strategies. Conducts a risk assessment for business, technology 
and application solutions to identify the most probable threats to the organization, determine related vulnerabilities, 
and develop mitigation strategies and recommendations to lower the probability of occurrence. Activates Disaster 
Recovery and/or business resumption plans commensurate with severity of event.Getting Information: Gathers 
essential business requirements to identify systems that need a Disaster Recovery Plan through various forms of 
communication.Thinking Creatively: Translates business requirements into technology needs by identifying critical 
applications and systems to be recovered during a disaster event, emergency, or extended outage.Interacting with 
Computers: Maintains written documentation of Disaster Recovery technical environment to ensure that the recovery 
procedures are adequate for use in the disaster event, emergency or extended outage. Provides application and server 
configuration parameters for Disaster Recovery environment to system administrator for review, revisions, and 
acceptance.Coordinating the Work and Activities of Others: Conducts Disaster Recovery test(s) of enterprise services to 
ensure that there are adequate recovery procedures and failover processes in place to successfully restore the affected 
systems/applications within pre-determined recovery time objectives and recovery point objectives. Coordinates and 
communicates with stakeholders impacted by disaster events to keep them up-to-date on the situation. Conducts 
Disaster Recovery test(s) for agency applications to ensure that there are sufficient recovery procedures and failover 
processes in place to successfully restore the affected applications within pre-determined recovery time objectives and 
recovery point objectives. Coordinates the execution of activities according to activated plan(s) to ensure that the 
procedures and documented steps are sufficient to restore affected systems. Ensures that agency subject matter 
expert(s) are developing written recovery procedures that can be used for a successful recovery of the affected 
application/system and/or infrastructure component. Performs bi-annual Disaster Recovery test to ensure that the 
written procedures and documentation in the Disaster Recovery(s) plan are current and can be successfully utilized 
during a disaster event, emergency, or extended outage. Acts as program manager by coordinating the projects of 
several junior-level staff. Tests succession plans to ensure the continuity of authority, decision-making, and 
communications in the event that key members of the organization are unavailable during a disaster event, emergency, 
or extended outage. Assists with Continuity of Operations Plans testing as the organization deems necessary to 
successfully recover critical and essential business processes during a disaster event, emergency, or extended 
outage.Identifying Objects, Actions, and Events: Identifies policies, procedures and personnel that are mission critical to 
continue business operations in the absence of Information Technology (IT) infrastructure. Identifies enterprise services 
critical to application function and/or recovery to ensure that their Disaster Recover Plans are current and able to be 
used during a disaster event, emergency, or extended outage. Identifies inter-agency application dependencies to 
ensure that those systems identified have a current Disaster Recovery Plan.Documenting/Recording Information: 
Designs Disaster Recovery solutions for enterprise services to ensure that there are adequate recovery procedures and 
failover processes in place to successfully restore the affected systems/applications within pre-determined recovery 
time objectives and recovery point objectives. Develops and updates Agency Disaster Recovery plan(s) on a quarterly 
basis to ensure that the plan(s) contain current/relevant information to facilitate successful Disaster Recovery plan 
activation. Develops testing strategy to ensure that all components of the recovery plan(s) contain the necessary 
information to recover from a disaster event, emergency, or extended outage. Documents event timelines so that plans 
can be remediated with lessons learned during the disaster event. Publishes Disaster Recovery plan to authoritative 
source and disseminates to appropriate stakeholders. Assists, as requested, in the development of Continuity of 
Operations Plans (COOP) for agencies and others to ensure continuity of operations during a disaster event, emergency, 
or extended outage. Compiles a Disaster Recovery testing ""lessons learned"" report and provides the report to the 
relevant auditing body or bodies for their review. Develops succession plans to ensure the continuity of authority, 
decision-making, and communications in the event that key members of the organization are unavailable during a 
disaster event, emergency, or extended outage.Evaluating Information to Determine Compliance with Standards: 
Ensures that documentation adheres to the most current industry best practices, regulatory requirements and agency 
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policy. Incorporates modifications into the Disaster Recovery plan(s) based on auditors' exception(s) and/or 
finding(s).Selling or Influencing Others: Promotes the program to help facilitate upper management commitment to 
having adequate Disaster Recovery plans available for use during a disaster event, emergency, or extended 
outage.Performing Administrative Activities: Maintains an emergency notification list on a quarterly basis to ensure 
contact information is current and can be successfully utilized during a disaster event, emergency, or extended outage. 
Maintains a vendor contact list on a quarterly basis to ensure contact information is current and can be successfully 
utilized during a disaster event, emergency, or extended outage.Monitor Processes, Materials, or Surroundings: Tracks 
personnel, organizational, and system changes in agency environment to ensure that the information is updated in the 
appropriate Plan.Training and Teaching Others: Disseminates and conducts follow-up training on Disaster Recovery 
Plans to ensure that all staff understand their specific roles and responsibilities during a disaster event, emergency, or 
extended outages.Analyzing Data or Information: Ensures the quality of Disaster Recovery plan testing by 
scheduling/conducting several types of Plan testing to ensure the feasibility and adequacy of the recovery processes and 
procedures are included in the Plan. Updates agency Disaster Recovery Plan(s) to ensure the procedures and 
documentation contained therein are current and are able to be used successfully to recover critical and essential 
business processes during a disaster event, emergency, or extended outage. Reviews and updates succession plans to 
ensure the continuity of authority, decision-making, and communications in the event that key members of the 
organization are unavailable during a disaster event, emergency, or extended outage. Conducts a post-test interview 
with test participants to discuss the goals of the test and gather lessons learned during the Disaster Recovery testing 
exercise. Assists, as requested, in the review, update and publication of Continuity of Operations Plans (COOP) to 
authoritative source and disseminate to appropriate stakeholders.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment: Evaluates Disaster Recovery products and tools that best fit evolving Disaster Recovery program 
requirements.Organizing, Planning, and Prioritizing Work: Organizes, plans and prioritizes work load to ensure that tasks 
are completed to facilitate optimum performance levels.Coaching and Developing Others: Mentors junior-level staff to 
help advance leadership skills and to provide career path training and direction.Communicating with Supervisors, Peers, 
or Subordinates: Prepares and presents quarterly executive summaries detailing Disaster Recovery readiness to 
executive management for their approval.Developing Objectives and Strategies: Requests Disaster Recovery testing 
outside bi-annual schedule with a minimum 60 day notice when a dedicated application environment is available." 
 
Competencies (KSA’s): 
Competencies: Organizing Planning Written Communication Business Acumen Dealing with Ambiguity Process 
Management Standing Alone Composure Command Skills Comfort around Higher Management Interpersonal 
SavvyKnowledge: Knowledge of Writing Application Disaster Recovery Plans Knowledge of Disaster Recovery Testing 
Methodologies Knowledge of Disaster Recovery/Business Continuity Software Knowledge of Office Automation 
Software Knowledge of Disaster Recovery Industry best practices Knowledge of how technology solutions serve business 
functions Knowledge of Writing Infrastructure Disaster Recovery Plans Knowledge of Office Automation Software 
MacrosSkills: System Analysis Complex Problem Solving Writing Critical Thinking Troubleshooting Judgment and Decision 
Making Management of Material Resources Time Management Coordination Reading Comprehension Monitoring 
Negotiation Technology Design System Evaluation Presentation Skills Service Orientation Persuasion Learning 
StrategiesAbilities: Oral Expression Written Expression Speech Clarity Inductive Reasoning Deductive Reasoning 
Information Ordering Oral Comprehension Written Comprehension Speech Recognition Problem Sensitivity Originality 
Stamina Perceptual Speed 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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072258 - DISEASE INTERVENTION SPEC 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2162 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social work 
or other related field.Substitution of Experience for Education: Qualifying full-time professional health program field 
experience as a disease specialist that has completed “ISTDI” or “Passport to Partner Services” DIS training that involves 
investigation, prevention or treatment of individuals with communicable diseases may be substituted for the required 
education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health field contact work of average 
difficulty; and performs related work as required. Distinguishing Features: The Disease Intervention Specialist 1 (DIS 1) is 
critical to the control of the spread of sexually transmitted diseases (STD) and HIV infection in Tennessee. The position 
requires current and extensive knowledge of STD/HIV, diagnostic and treatment criteria, exceptional communication 
skills for medical consultation, effective patient interactions, and the ability to perform under diverse and adverse 
situations and environments. The DIS 1 must possess the ability to analyze highly confidential and technical medical 
records and reports. This is the entry level class in the DIS sub-series.  The DIS 1 will typically have multi-county 
responsibilities for intervention activities, disease surveillance, and consultation. The DIS 1 establishes and maintains 
effective working relationships with patients and their partners, community leadership and stakeholders, the medical 
community, and community-based organizations. Guided by the Center for Disease Control and Prevention (CDC) STD 
Treatment Guidelines, the DIS 1 routinely advises private physicians, local health departments, and other providers 
regarding appropriate diagnostics, treatments and follow-up activities for persons with STDs. The CDC guidelines are 
used by the DIS 1 to advise providers regarding the delivery of appropriate counseling and testing services (CTS) and 
partner services for persons infected with or exposed to STD and/or HIV.  This class differs from the DIS 2 in that an 
incumbent of the latter may function in a supervisory capacity.    
 
Work Activities: 
Getting Information:  Interviews patients diagnosed with a communicable disease to determine the source and spread 
of the disease. Locates disease suspects and refer them to the appropriate diagnostic facility for examination and 
needed treatment. Conducts field investigation of disease suspects and contacts. Links electronic lab results with 
appropriate patient to begin case investigation. Conducts preliminary analysis of medical history and patient 
demographics. Updating and Using Relevant Knowledge:  Demonstrates proficiency in performing venipuncture and 
Tuberculosis skin tests according to guidelines and procedures. Attends and completes all required training. 
Demonstrates proficiency in collecting urine specimens according to guidelines and procedures. Reviews departmental 
policies and procedures to keep current of any changes, revisions or additions. Assisting and Caring for Others:  Performs 
venipuncture, urine specimen collection and Tuberculosis skin tests according to guidelines and procedures. Observes 
patients during field visits for compliance with prescribed treatment regimens including direct observation of treatment 
(DOT). Provides expedited partner-delivered therapy according to guidelines. Provide Consultation and Advice to Others:  
Provides risk reduction or behavioral counseling to groups to reduce the risk of transmitting communicable disease. 
Facilitates problem solving to provide risk reduction to individuals to reduce the risk of transmitting communicable 
disease. Scheduling Work and Activities:  Schedules community events and activities. Schedules audits with state and 
private entities as appropriate. Schedules appointments for patients. Documenting/Recording Information:  Records 
disease investigation activities in electronic surveillance systems. Records disease investigation activities in patient 
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medical records. Evaluating Information to Determine Compliance with Standards:  Determines if patient received 
adequate treatment. Conducts laboratory and hospital surveillance activities to ensure they are following policies. 
Establishing and Maintaining Interpersonal Relationships:  Develops rapport with patients and community partners. 
Maintains professional working relationships with co-workers and community partners. Communicating with Persons 
Outside Organization:  Develops and maintains an ongoing working relationship with laboratories, health care providers 
and community-based organizations. Interacts with others and serve as a Health Department representative. Interacting 
With Computers:  Enters data into surveillance and case management systems to maintain information for field records, 
laboratory results and task lists. Utilizes computer systems to enter data or process information for reports and 
presentations. Operating Vehicles, Mechanized Devices, or Equipment:  Transports patients for evaluation and 
treatment as needed. Utilizes personal vehicle for extensive authorized travel. Interpreting the Meaning of Information 
for Others:  Explains tests, procedures and results to appropriate individuals according to guidelines. Processing 
Information:  Verifies treatment based on test results. Organizing, Planning, and Prioritizing Work:  Prioritizes and 
conducts tasks based on grant objectives, importance and urgency. Resolving Conflicts and Negotiating with Others:  
Handles complaints, settles disputes and resolves conflicts or otherwise negotiate with others. Communicating with 
Supervisors, Peers, or Subordinates:  Maintains positive, constructive and cooperative communication by telephone, in 
written form, in email or in person with supervisors, peers or subordinates. 
 
Competencies (KSA’s): 
Competencies:  Learning on the Fly Problem Solving Priority Setting Time Management Conflict Management Action 
Oriented Perseverance Written Communications Customer Focus Interpersonal Savvy Knowledge:  Biology Clerical 
Communications and Media Customer and Personal Service Education and Training Medicine and Dentistry Public Safety 
and Security Therapy and Counseling Skills:  Active Learning Active Listening Critical Thinking Reading Comprehension 
Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Social Perceptiveness Judgement 
and Decision Making Time Management Abilities:  Deductive Reasoning Flexibility to Closure Inductive Reasoning 
Information Ordering Number Facility Oral Comprehension Oral Expression Perceptual Speed Problem Sensitivity 
Selective Attention Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness Control Precision 
Finger Dexterity Manual Dexterity Multilimb Coordination Reaction Time Response Orientation Wrist-Finger Speed 
Dynamic Flexibility Stamina Static Strength Trunk Strength Auditory Attention Depth Perception Near Vision Peripheral 
Vision Speech Clarity Speech Recognition Visual Color Discrimination   
 
Tools and Equipment Used: 
 Computer Scanner Printer Copier Fax Telephone Other office equipment as needed. 
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072259 - DISEASE INTERVENTION SPEC 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2171 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social work or 
other related field  and experience equivalent to one year of full-time professional health program experience that 
involves the investigation, prevention or treatment of individuals with communicable diseases. Substitution of Education 
for Experience: Additional qualifying graduate coursework in public health, public health education, epidemiology, 
nursing, or social work may be substituted for the required experience, on a year-for-year basis, to a maximum of one 
year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). Substitution of Experience for Education: Qualifying full-time professional health program field 
experience as a disease specialist that has completed “ISTDI” or “Passport to Partner Services” DIS training that involves 
investigation, prevention or treatment of individuals with communicable diseases may be substituted for the required 
education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health field contact work of considerable 
difficulty and may have supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: This is the working class in the Disease Intervention Specialist (DIS) sub-series.  The DIS 2 demonstrates, 
models, and trains the skills required of DIS 1 for effective disease intervention, including interviewing, field 
investigations, case analysis and management, and phlebotomy (drawing blood). This position will possess all the 
knowledge, skills, and abilities, necessary for the DIS 1. The DIS 2 supervises and monitors the day-to-day activities of 
multiple DIS 1 within their public health region. The DIS 2 will possess the ability to analyze highly confidential and 
technical medical records and reports, and to develop this ability in their subordinates. The DIS 2 will possess effective 
working relationships with the medical community, key community stakeholders, community-based organizations, 
patients and their partners. This class differs from that of a DIS 3 in that an incumbent of the latter functions in a 
supervisory capacity.    
 
Work Activities: 
Getting Information:  Interviews patients diagnosed with a communicable disease to determine the source and spread 
of the disease, as needed. Locates disease suspects and refers them to the appropriate diagnostic facility for 
examination and needed treatment, as needed. Conducts field investigation of disease suspects and contacts, as 
needed. Conducts preliminary analysis of medical history and patient demographics, as needed. Ensures paper lab 
results are entered and assigned to appropriate staff to begin case investigation. Training and Teaching Others:  Proctors 
staff through online training to assure successful learning and completion. Assures venipuncture, urine specimen 
collection, and Tuberculosis skin training. Demonstrates disease intervention interviewing, field investigation, and case 
management skills. Provides training experiences that are coordinated with the online training modules. Updating and 
Using Relevant Knowledge:  Demonstrates proficiency in performing venipuncture and Tuberculosis skin tests according 
to guidelines and procedures. Demonstrates proficiency in collecting urine specimens according to guidelines and 
procedures. Attends and completes all required training. Reviews departmental policies and procedures to keep current 
of any changes, revisions or additions. Assisting and Caring for Others:  Performs venipuncture, urine specimen 
collection and Tuberculosis skin tests according to guidelines and procedures. Provides expedited partner-delivered 
therapy according to guidelines. Observes patients during field visits for compliance with prescribed treatment regimens 
including direct observation of treatment (DOT). Evaluating Information to Determine Compliance with Standards:  
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Determines if patient received adequate treatment. Using relevant information and individual judgment to determine 
whether events or processes comply with laws, regulations, or standards. Conducts laboratory and hospital surveillance 
activities to ensure they are following policies. Scheduling Work and Activities:  Assists staff with scheduling and 
prioritizing work and activities. Schedules audits with state and private entities, as needed. Schedules appointments for 
patients, as needed. Schedules community events and activities, as needed. Processing Information:  Verifies treatment 
based on test results. Verifies disease coding to ensure appropriate disposition of morbidity. Compiles and verifies data 
for grant reporting purposes. Judging the Qualities of Things, Services, or People:  Assessing the disease intervention 
activities of staff to ensure all possible steps have been taken to locate and provide care to patients. Judging the 
performance of staff for the purposes of evaluation. Staffing Organizational Units:  Ensures adequate staffing during 
times of increased activities or staff shortages. Recruiting, interviewing, selecting, hiring, and promoting employees in an 
organization. Organizing, Planning, and Prioritizing Work:  Prioritize and conduct tasks based on grant objectives, 
importance and urgency. Develops specific goals and plans to prioritize, organize, and accomplish your work. 
Interpreting the Meaning of Information for Others:  Explains tests, procedures and results to appropriate individuals 
according to guidelines. Explains what information means and how it can be used. Establishing and Maintaining 
Interpersonal Relationships:  Maintains professional working relationships with co-workers and community partners. 
Develops rapport with staff, patients and community partners. Provide Consultation and Advice to Others:  Facilitates 
problem solving to provide risk reduction to individuals to reduce the risk of transmitting communicable disease, as 
needed. Provides risk reduction or behavioral counseling to groups to reduce the risk of transmitting communicable 
disease, as needed. Communicating with Supervisors, Peers, or Subordinates:  Maintains positive, constructive and 
cooperative communication by telephone, in written form, in email or in person with supervisors, peers or subordinates. 
Conducts team meetings on a regular basis with staff to achieve grant goals. Communicating with Persons Outside 
Organization:  Interacts with others and serve as a Health Department representative. Develops and maintains an 
ongoing working relationship with laboratories, health care providers and community-based organizations. Interacting 
With Computers:  Enters data into surveillance and case management systems to maintain information for field records, 
laboratory results and task lists. Utilizes computer systems to enter data or process information for reports and 
presentations. Operating Vehicles, Mechanized Devices, or Equipment:  Transports patients for evaluation and 
treatment, as needed. Utilizes personal vehicle for extensive authorized travel. Documenting/Recording Information:  
Records disease investigation activities in electronic surveillance systems, as needed. Records disease investigation 
activities in patient medical records, as needed Resolving Conflicts and Negotiating with Others:  Handles complaints, 
settles disputes and resolves conflicts or otherwise negotiates with internal and external customers. Identifying Objects, 
Actions, and Events:  Uses data to identify emerging disease trends. Coordinating the Work and Activities of Others:  
Getting members of a group to work together to accomplish tasks. Coaching and Developing Others:  Models effective 
case management skills and abilities.   
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity Decision Quality Problem Solving Directing Others Process Management 
Managerial Courage Action Oriented Organizational Agility Customer Focus Interpersonal Savvy Knowledge:  
Administration Management Biology Clerical Customer and Personal Service Education and Training Law and 
Government Medicine and Dentistry Personnel and Human Resources Psychology Skills:  Active Learning Active Listening 
Critical Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Persuasion Service Orientation Social Perceptiveness Complex Problem Solving Quality Control 
Analysis Judgement and Decision Making Time Management Management of Personnel Resources Abilities:  Category 
Flexibility Deductive Reasoning Flexibility to Closure Inductive Reasoning Information Ordering Mathematical Reasoning 
Memorization Number Facility Oral Comprehension Oral Expression Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Arm-Hand 
Steadiness Control Precision Finger Dexterity Manual Dexterity Multilimb Coordination Reaction Time Response 
Orientation Wrist-Finger Speed Stamina Auditory Attention Depth Perception Near Vision Peripheral Vision Speech 
Clarity Speech Recognition Visual Color Discrimination   
 
Tools and Equipment Used: 
 Computer Scanner Printer Copier Fax Telephone Other office equipment as needed. 
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072263 - DISEASE INTERVENTION SPEC 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2148 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002742 - DISTRIBUTED COMPUTER OPER 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2639 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and one year of full-time employment in one or 
more of the following areas: (1) submitting and monitoring the status of jobs sent to the mainframe computer, mini, or 
microcomputer systems to meet production targets; or (2) keying, scanning, or verifying data from a hard-copy to a 
mainframe or minicomputer system to meet production targets (i.e., data entry); or (3) correcting codes on records 
which are keyed into the computer system to meet production targets (i.e., data processing); or (4) teaching data 
processing; or (5) creating or revising narrative text to meet production targets using a microcomputer, minicomputer, 
or mainframe computer system (i.e., word processing); or (6) troubleshooting inaccurate job control commands, 
pathway dysfunctions, terminal controller problems and other related hardware and software problems on a 
minicomputer, microcomputer, or mainframe computer system. ORSubstitution of Experience for the Required 
Education: Full-time employment in one of the following areas may be substituted for the required education on a year-
for-year basis to a maximum of four years: (1) office clerical or storekeeping experience; or (2) computer operations; or 
(3) troubleshooting related hardware and software problems on a microcomputer, minicomputer or mainframe 
computer.ORSubstitution of Vocational Education for Experience: Education equivalent to a certificate in data 
processing (1296 clock hours) (108 clock hours in the above data processing program is equivalent to one month of 
experience); or a certificate in computer electronics repair from a vocational school (1296 clock hours) may substitute 
for one year of the required experience. (108 clock hours in the above computer electronics repair program is equivalent 
to one month of experience); successful completion of a one-year computer operations certificate program (53 quarter 
hours) from an accredited technical school may substitute for one year of the required experience. (Four quarter hours 
in the above program is equivalent to one month of experience).ORSubstitution of College Education for the Required 
Experience: Successful completion of at least 18 out of 90 quarter hours or a degree in data processing, computer 
technology, or related computer and information sciences from an accredited college or university may substitute for 
one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for distributed computer operations work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working class in the distributed computer 
operations sub-series, the entry level being subsumed by Computer Operator 1. An employee in this class maintains and 
operates peripheral equipment as well as the processing of jobs through a system. This class differs from Distributed 
Computer Oper 3 in that an incumbent of the latter coordinates the operation of peripheral equipment and the 
transmission of jobs to the central processing unit. 
 
Work Activities: 
Thinking Creatively:    Identify ways to prevent issues before they occur and work to implement preventative 
actions.Updating and Using Relevant Knowledge:    Leverage existing toolsets to provide improved service levels to the 
organization.    Understand existing and new technology and the value technology play in providing day-to-day 
operational support to the organization.    Implements new ideas to continually improve service levels and work 
efficiencies within the department.    Maintain up to date documentation of technical changes as they occur.    Displays 
knowledge of all application toolsets in place for service provision to the organization and is able to effectively apply 
knowledge of toolsets to support ongoing process improvements within the organization.    Schedules platforms, tools 
and applications used for file transfer and management, application monitoring, application change and release 
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management, application testing tools. Getting Information:    Answer telephone calls to assist computer users 
encountering problems.    Receive requests from an automated incident/service request system.    Reviews production 
control task list to understand standard work activities and associated schedule.    Reviews shift notes from previous 
shifts.    Receives request from users to transmit data via email.    Review on-line documentation, system reference 
information, and ABEND history documentation. Monitor Processes, Materials, or Surroundings:    Monitors the system 
for software errors in performance and take procedural recovery action to ensure timely resolution.    Resolves or works 
with appropriate resources to identify, escalate, and ensure the timely resolution of process related issues per 
established response time requirements.    Works with appropriate resources to provide testing support of new or 
modified file transfer processes prior to deployment to a production environment.    Works with appropriate resources 
to identify, escalate and ensure the resolution of end user experience (EUE) performance related issues per established 
response time requirements.    Monitors job scheduler for failures, delays and takes procedural recovery action to 
ensure timely resolution.    Monitors application, internet and telecommunication performance to insure resolution of 
performance related issues per established response time requirements.    Provide ongoing monitoring of data file 
transfers both internal and external to the State to ensure the timely movement of data between source and destination 
points per defined requirements.    Monitors overall end user experience (EUE) to understand performance anomalies as 
they occur.    Monitor consoles to identify where problems are occurring and take action to resolve.    Practices quality 
control by spot checking each hour when separating print to ensure clear and legible print quality is present for all 
printed output.    Monitors and recovers batch schedules to insure each are processed in a timely manner and activate 
recovery procedures when appropriate.    Review completion of all job schedules by comparing to job run logs. Analyzing 
Data or Information:    Analyze long running processes to understand negative trends for the purposes of performance 
tuning.    Analyzes changes to operating system by monitoring systems consoles and take appropriate action by 
correcting or notifying technician of change. Scheduling Work and Activities:     Coordinate with functional and technical 
resources to ensure approval of changes to normal process cycles due to scheduled or emergency maintenance events.    
Provides maintenance support for existing batch/scheduled processes emergency maintenance events.    Ensure the 
accurate execution of approved schedule changes associated with scheduled or emergency maintenance events.    
Verifies the restart of normal production control related operational processes post-maintenance.    Resolves or works 
with appropriate resources to identify, escalate and ensure the timely resolution of issues per established response time 
requirements associated with scheduled or emergency maintenance events.    Work with appropriate resources to 
provide testing support for various projects and other initiatives (such as application upgrades, new application 
installations), as required.    Schedules downtimes with help desk and agencies by reviewing the change management 
database change management requests.    Decommission processes as requested by customers.    Establishes new batch 
and scheduled processes.    Establishes new and provides maintenance support for existing processes.    Provides 
maintenance support for existing batch/scheduled processes.    Checks all switches and input data cards for accuracy 
before releasing jobs into the system.    Notify developers if any reports are determined to be missing or miss-printed.    
Reviews schedules, create proper holiday schedules and special circumstances.    Work with appropriate resources to 
provide support for various disaster recovery testing events as required.    Coordinates with agencies extended 
downtimes for hardware/software environments.    Cycles equipment for system restarts during maintenance and 
emergency situations. Documenting/Recording Information:    Records information such as computer operating time, 
problems that occurred, and actions taken.    Creates shift notes to document activities.    Creates and maintains process 
documentation.    Records accurate counts on control forms.    Documents and run-books are to be kept orderly, up to 
date and be properly labeled for the needs of other department personnel.    Maintain lists of Phone Numbers of Users/ 
Programmer/technical support personnel. Identifying Objects, Actions, and Events:    Identifies discrepancies between 
the supplied system documentation to actual use cases and notifies responsible party.    Checks printer and burster 
equipment on a daily basis for any hardware malfunctions.    Identify data transmission errors and corrections of factors 
causing these errors.    Identify events that could delay processing and notify appropriate personnel or take corrective 
action. Inspecting Equipment, Structures, or Material:    Inspects computer hardware equipment for any warning lights 
and takes action to involve technicians.    Perform periodic maintenance of equipment, repairing/correcting all minor 
problems as they occur. Processing Information:    Checks all switches and input data cards for accuracy before releasing 
jobs into the system.    Maintains and assists with keeping the Tape Management System up to date, scratch tapes when 
requested with the proper authorization, set up GDGs or tape volume sets as needed, create and modify the 
generations kept when requested.    Creates and modifies Generation Dataset Groups (GDGs) or tape volume sets. 
Making Decisions and Solving Problems:    Analyzes ABEND, determine cause, and take corrective action or notifying 
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appropriate personnel.    Analyzes disk space problem and perform maintenance for ongoing operations and special 
requests.Organizing, Planning, and Prioritizing Work:     Manage job schedules by evaluating current tasks/running jobs 
and changing priority of job and assets to assist in meeting run time objectives. Interacting With Computers:     Enters 
commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and 
operate equipment.    Respond to program error messages by finding and correcting problems or terminating the 
program.    Retrieves, separates and sorts program output as needed, and send data to specified users.    Transmit 
remote data to the State's mainframe system.    Operates spreadsheet programs and other types of software to load 
and manipulate data and to produce reports.    Helps programmers and systems analysts test and debug new programs.    
Oversees the operation of computer hardware systems, including coordinating and scheduling the use of computer 
terminals and networks to ensure efficient use. Communicating with Supervisors, Peers, or Subordinates:    Notify 
supervisor or computer maintenance technicians of equipment malfunctions. Communicating with Persons Outside 
Organization:    Monitors jobs and notify agencies of problems.    Interfaces with outside agencies and help desk in 
notifying them of system problems and estimated time for resolution.    Interface with agencies in creating and updating 
job schedules.    Initiates service calls to the appropriate vendor for repairs. Coaching and Developing Others:     
Recognizes skill levels of peers and assisting in knowledge transfer/mentoring. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Inventories of all stocked forms and printer supplies are 
adequately on hand at all times. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Learning on the Fly    Drive for Results    
Customer Focus    Composure    Listening    Time Management    Self-Development    Problem Solving    Process 
Management Knowledge:    Knowledge of an Automated Job Scheduling    Knowledge of Data File Transfer    Knowledge 
of Office Automation Software    Knowledge of Automated/Service Request Systems    Knowledge of Basic Trouble 
Shooting Procedures    Knowledge of State Computer Operating Environment    Knowledge of Operating System 
Command Languages    Knowledge of Basic Change Management Concepts    Knowledge of Basic Application Testing 
Concepts    Clerical Knowledge    Knowledge of Customer and Personal Service    Knowledge of Console Monitoring    
Knowledge of Printer and Burster Equipment    Knowledge of Stock and Supply Inventory    Knowledge of Switches and 
Data Input Cards    Knowledge of Scratch Tapes    Knowledge of Tape Volume Sets Skills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Social Perceptiveness    Operation 
Monitoring    Troubleshooting    Systems Analysis    Time ManagementAbilities:    Deductive Reasoning    Inductive 
Reasoning    Information Ordering    Memorization    Oral Comprehension    Oral Expression    Written Comprehension    
Finger Dexterity    Static Strength    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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027028 - DISTRICT ATTORNEY GENERAL 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1480 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071330 - DOE DIRECTOR OF LEGISLATION 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2265 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076569 - DOM DESIGN AND PROJECT MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4228 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: engineering or architectural work; experience in construction design using structural 
components, or the management of commercial or governmental construction projects; skilled work in carpentry, 
plumbing, electrical, inspection or other related building maintenance or construction trades work under the supervision 
of a licensed contractor; licensed building maintenance or construction trades work; or the supervision of staff involved 
with building or transportation maintenance. Substitution of Education for Education: An associate's degree that 
includes at least 24 semester hours in any combination of courses such as drafting, surveying, mathematics, physical 
science, industrial technology, industrial arts, or technical subjects pertinent to construction; or engineering technician 
work such as electricity, material testing, or engineering mechanics may be substituted for a bachelor's degree. 
Substitution of Education for Experience: Graduate course work received from an accredited college or university in 
architecture, fire protection and/or a related engineering field dealing with building construction may substitute for the 
required experience to a maximum of one year. Substitution of Experience for Education: Qualifying experience in one 
or a combination of the following areas may substitute for the required education on a year to year basis for a maximum 
of four years: engineering or architectural work; experience in construction design using structural components, or the 
management of commercial or governmental construction projects; skilled work in carpentry, plumbing, electrical, 
inspection of other related building maintenance or construction trades work under the supervision of a licensed 
contractor; licensed building maintenance or construction trades work; the supervision of staff involved with building or 
transportation maintenance.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Must possess a valid Driver's License Must possess a 
DOD Secret Clearance within one year of being hired Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment.  
 
Work Activities: 
Coordinating the Work and Activities of Others: Lead multi-disciplinary project teams from concept through close-out to 
deliver construction projects that meet scope, schedule and budget.                 Performing Administrative Activities: 
Prepare documents, such as Notices to Proceed, job inspection reports, and other memoranda as required, in 
accordance with AR 25-50 Preparing and Managing Correspondence and STREAM policy and procedures. Maintain 
digital records of documents such as invoices, contracts, record documents, Notices to Proceed, change orders and 
consultant reports in accordance with established CFMO best practices. Developing Objectives and Strategies: Generate 
Project Charters by working with consultants, stake holders and Construction and Facilities Management (CFMO) staff to 
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identify constraints and establish project budget, scope and timeline. Assist the Design and Project Management (DPM) 
Branch Chief in preparing  the Department of Military's annual Capital Budget Request by developing project 
documentation for out-year Capital Projects. Evaluating Information to Determine Compliance with Standards: Conduct 
quality assurance reviews for each design phase with respect to scope, budget and State of TN Real Estate Asset 
Management (STREAM) Policy and Procedures in order to authorize the Designer to proceed to the next phase. Review 
Designer contracts for compliance with project budget, scope and timeline in accordance with the Project Charter. 
Confirm projects are ready for close out by reviewing required documents for accuracy and completeness in accordance 
with contract documents and CFMO best practices. Rank Designers' qualifications and experience, in order to make 
recommendations to the State Building Commission for selection of project Designers, by evaluating Designers' 
submissions in accordance with the Office of the State Architect's Designer selection process.               Monitor Processes, 
Materials, or Surroundings: Provide oversight during the construction phase to ensure projects are completed in 
accordance with contract documents by performing such actions as, making site visits and observations, reviewing 
submittals and conducting progress meetings.                               Processing Information: Process invoices and 
applications for payment by reviewing  them for accuracy, balancing them against the project budget, verifying quantity 
of work completed and entering data into payment management systems.                 Communicating with Persons 
Outside Organization: Conduct design kick-off and phase meetings to establish intent, ensure development within scope 
and budget, resolve issues and evaluate progress. Manage the bidding and procurement process in accordance with the 
project schedule to ensure a construction contract is awarded within budget to a qualified contractor. Develop Project 
Announcements and Designer Requests for Qualifications to solicit Designer interest. Communicating with Supervisors, 
Peers, or Subordinates: Correspond with project stake holders by email and phone as needed for such things as 
resolving issues, providing updates or scheduling meetings. Collaborate with other CFMO branches, such as facilities 
maintenance, energy management and environmental, to ensure coordination and awareness of projects in design and 
construction. Inform the DPM Branch Chief of the status of projects in development, design and construction during 
weekly DPM staff meetings.                 Organizing, Planning, and Prioritizing Work: Utilize project management tools, such 
as Outlook, MS Project and Excel, to track progress of multiple assigned projects in order to monitor budget, scope and 
timeline. Coordinate post-construction inspections for items such as expiration of 1-year general warranty, roof bond 
and roof warranty by communicating with stake holders in accordance with record documents. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                  Functional/Technical Competency                 Intellectual Horsepower                     
Problem Solving                   Organizing                             Ethics and Values                                Knowledge: Intermediate 
knowledge of Building and Construction                               Basic Clerical Knowledge                  Intermediate Knowledge of 
Design Documents                            Basic Knowledge of Major Design Disciplines                               Intermediate Knowledge 
of Administration and Management                 Intermediate Knowledge of Construction Site Safety                  Skills: 
Advanced Skill in MS Outlook Calendar                        Intermediate Skill in MS Office Suite                              Intermediate 
skill in Adobe Acrobat Pro                         Basic Skill in Project Management Software                 Intermediate Writing Skills                               
Basic Mathematical Skills                 Basic Construction Documents Review Skills                               Intermediate Time 
Management Skills                           Abilities: Ability to Manage Multiple Projects in varying phases of Design and 
Construction                             Ability to Identify non-conforming construction work                                Ability to work 
without direct supervision                      Inductive Reasoning                           Problem Sensitivity                             
 
Tools and Equipment Used: 
 Personal Computer Large Format Scanner/plotter Multi-function Device (printer, scanner, fax) Scientific Calculator 
Architect/Engineer Scale    
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045350 - DOM SECURITY MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1893 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (three or more years of) increasingly responsible skilled, 
full time commercial work as a licensed locksmith including management of a facility mechanical security 
programORFive years increasingly responsible skilled, full time work as a facility mechanical security manager of a large 
complex of buildings   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must possess a valid state driver's license Must be able to 
obtain a DOD Secret security clearance within 1 year of hire date Must be able to pass a F.B.I. check by name and 
fingerprints Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision is responsible for skilled work including mechanical lock control including vaults, 
for TN Army National Guard Readiness Centers and related facilities; including conducting facility security assessments 
as it pertains to locking devices and hardware, key control, key plans, coring plans, installation, maintenance and repair 
of locking devices and all associated door hardware.. Distinguishing Features: An employee in this class installs, 
maintains and repairs mechanical security devices, including lock and key systems, related door hardware and weapons 
vault locking systems.  An employee in this class also maintains an up to date electronic record of all device installations 
and maintenance. This class differs from locksmith in that incumbents of the latter perform duties of routine difficulty to 
include keying and installing locks.  
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment Installs, maintains and repairs locks on doors and vaults at all state 
Military facilities. Evaluating Information to Determine Compliance with Standards Follows established safety 
procedures, state and federal regulations and building codes at all times. Maintains security of the facility coring process 
at each facility and that all cores are handled and disposed of in accordance with agency guidelines. Communicating 
with Supervisors, Peers, or Subordinates Provides weekly report of work ongoing and completed, capital project 
schedule, and long range site visit schedule. Prepares keying plans by coordinating with Plans and Designs project 
managers and site personnel in order to assure proper coring for new construction and remodeled facilities. Coordinates 
with zone manger after delivery and installation of locking hardware for core installation at various locations. 
Coordinates with zone manager and the local facility personnel to ensure that site personnel are available during the 
expected installation or repairs. Documenting/Recording Information Maintains site keying plans including key codes, 
core codes and key pathways for each location.                                                    Monitoring and Controlling Resources 
Maintains door, vault, and lock hardware stock at prescribed levels to eliminate delays for standard or emergent repairs.                    
Scheduling Work and Activities Schedules site visits to evaluate locking devices and related door hardware within 24 
hours of receiving requests. Schedules site visits to install locking devices and related door hardware within 24 hours of 
obtaining parts. Responds to exterior door and vault locking malfunctions within 24 hours, notifying the supervisor prior 
to departure. Handling and Moving Objects Builds cores using manufacturer's designated security pinning plan for state 
Military facilities. Utilizes a variety of equipment such as key cutters, bench grinders, control keys, hand drills, drill 
presses, hole saws, table saws, radial saws, miter boxes, engraving machines and other hand tools for installation and 
repair of door hardware. Performing General Physical Activities Installs, adjusts or repairs doors, strikes, latches, hinges, 
knobs, closers and related hardware at state Military facilities as needed. Controlling Machines and Processes Cuts keys 
from blanks using A4 and A2 key cutters as needed. Communicating with Persons Outside Organization Coordinates with 
lock vender to maintain keying codes and update keying information and software.  Performing Administrative 
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Activities: Maintains hand receipts for locks installed, keys issued and the personnel to whom they were issued for each 
location. 
 
Competencies (KSA’s): 
Competencies: Functional and Technical Competency                          Decision Quality                  Technical Learning                             
Organizing                             Informing                              Integrity and Trust                              Standing Alone                    
Comfort Around Higher Management                           Self Development                                Customer Focus                   
Knowledge: Administration and Management                    Door Schedule Detail Design                             Mechanical                           
Public Safety and Security                                Microsoft Office Suite                        Skills: Basic Computer Skills                        
Intermediate Critical Thinking                          Reading Comprehension                   Coordination                        Intermediate 
Installation Skills                         Intermediate Trouble Shooting                         Intermediate Equipment Selection                  
Intermediate Repairing                      Basic Time Management                  Management of Materials and Resources                     
Abilities: Basic Information Ordering                              Number Facility                   Basic Problem Sensitivity                  Basic 
Visualization                             Finger Dexterity                   Manual Dexterity                                Oral Expression                    
Written Expression                             Gross Body Coordination                  
 
Tools and Equipment Used: 
 Key Cutters Bench Grinders Control Keys Hand Drills Drill Presses Hand Tools Personal Computer Cell Phone Ladders 
Coring Tool Coring Pin Remover Spring Detainer Tool 
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036983 - DRIVER CONTROL MANAGER 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1613 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to four years of supervisory (or higher) customer service work. Substitution of Education for Experience: Additional 
coursework at an accredited college or university may be substituted for the required experience on a year-for-year 
basis to a maximum of two years. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:     Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses); and    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses). 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory safety examination duties of considerable difficulty; 
and performs related work as required. Distinguishing Features: This is the assistant manager level class in the Driver 
Control Managerial sub-series. The employee in this class is responsible for supervising a large staff of safety examiners. 
This class differs from that of Safety Examiner Supervisor 2 in that an incumbent of the latter has supervisory 
responsibilities of lesser scope and complexity. This class differs from that of Driver Control Manager 2 in that an 
incumbent of the latter is responsible for managing driver control services. 
 
Work Activities: 
Making Decisions and Solving Problems:    Obtains and examines all relevant information to access validity of complaints 
to determine possible causes and resolutions.    Resolve complaints, disputes, grievances, and conflicts to maintain a 
respectful and productive work environment in an expeditious manner.    Resolves customer complaints or answers 
customers’ questions regarding policy and procedures.    Checks to ensure appropriate changes are made to resolve 
customer problems.    Resolves simple conflicts without supervisory input to ensure timely and efficient performance, 
scheduling, and unit coverage to maintain efficient performance and maintain positive working relationships.    Keeps 
records of customers interactions or transactions, recording details of inquiries, complaints or comments as well as 
actions taken.Teaching and Training Others:    Provides on-going formal and informal training to employees, contracted 
staff, and customers to educate and inform them of program policies and procedures.    Provides on-going technical 
assistance to staff for computer operations (e.g., instructions for accessing specific systems and databases) in order to 
complete tasks in a timely manner.    Provide orientation to new employees and contracted staff through review of 
policies, procedures and job functions to establish clear expectations.    Reviews, revises, and delivers existing training 
materials to staff and customers in order to ascertain accuracy of information.Updating and Using Relevant Knowledge:    
Applies and implements completed training to daily activities.    Facilitate periodic staff meetings and training sessions to 
provide new or updated information to employees.    Reads and understands changes to laws, rules, regulations, policies 
and procedures and applies changes to performance of job tasks.    Attends training classes and/or maintains 
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certifications as required.    Update procedure and compliance manuals with changes as applicable.Communicating With 
Persons Outside The Organization:    Advise licensees or other individuals or groups concerning licensing, permits, or 
laws, rules, regulations, policies and procedures.    Analyzes data to determine answers to questions from customers: 
such as the public, government, and other entities.    Assist customers by providing oral and written information to 
resolve their complaints.    Confers with customers by telephone, via correspondence and in person to obtain details 
about their requests and provide information about products or services, policies and procedures, or regulations.      
Interpret a variety of rules, regulations, policies, procedures, and documentation for external customers.    Attends 
external conferences, workshops, and community events to answer questions or provide information regarding licensing 
laws, rules, regulations, policies and procedures.     Establishes and maintains a variety of professional contacts to ensure 
smooth and effective operations.Processing Information:    Ensures appropriate information is provided to customers to 
resolve inquiries.    Serve as a liaison by consulting with officials, technical or professional specialists, or applicants to 
obtain information or to clarify facts relevant to driving record decisions.    Manages the issuance, revocation, 
reinstatement of licenses/permits to individuals meeting standards and ensures the collection of appropriate fees.    
Oversee the interpretation, processing, and coding of driver history information.    Receives, interprets, and processes 
documents from various sources and determines appropriate action.    Review coding of convictions for dissemination to 
state and federal agencies to ensure compliance.    Reviews documents for completeness, accuracy, or conformance to 
law, rules, regulations, policies and procedures.    Verify approval or denial of various restrictions and issuance 
associated with a license/permit.    Analyzes information provided in comparison to requirements in order to ensure 
compliance.    Composes, analyzes, and approves forms/letters in response to requests or problems identified by 
correspondence.    Conducts quality review assessments of coded information on compliance documents, 
license/permits, applications, and tickets entered into the system.    Evaluates documentation related to a record to 
confirm history postings comply with laws, rules, regulations, policies and procedures.     Verify that applications, 
records, or documents have been evaluated accurately regarding eligibility or liability issues.    Compile data from 
weekly staff reports and system reports to prepare various weekly status reports.    Coordinates or maintains office 
correspondence for follow up action when needed.Guiding, Directing, and Motivating Subordinates:    Provide 
employees with guidance in handling difficult and complex problems or escalated complaints and disputes 
independently.    Confer with subordinates to formulate plans for more efficient and effective delivery of services to 
customers.    Motivate employees to enhance performance to achieve department goals.Scheduling Work and Activities:    
Adjusts employees work schedules to ensure adequate coverage for the unit.    Ensures staff completes assignments by 
required deadlines.    Makes work assignments to staff in order to achieve agency objectives.Interacting With 
Computers:    Locates, analyzes, and compares data with source documents and corrects errors.    Navigates and utilizes 
appropriate computer programs to accomplish goals.    Enter information into various databases using keyboard.    
Reports technical problems to help desk or administration.Communicating With Supervisors, Peers, or Subordinates:    
Informs, schedules, and monitors employees' daily workload to ensure tasks are being processed in a timely manner.    
Interpret a variety of rules, regulations, policies, procedures, and documentation for internal customers.    Communicate 
in a clear, concise, and professional manner with subordinates.    Consults with managers or other personnel to resolve 
problems in areas such as equipment performance, output quality or work schedules.    Contact supervisor for advice on 
procedures and other processes.    Contact supervisor for guidance and assistance regarding outside vendors and 
internal personnel.    Demonstrate a sense of cooperativeness by remaining open and positive when receiving direction 
or constructive feedback.    Demonstrate adaptability and flexibility when working with internal and external customers.    
Respond to telephonic, verbal, written and electronic communication.    Make recommendations to management 
concerning such issues as staffing decisions or procedural changes.Documenting/Recording Information:    Evaluates 
multiple databases to retrieve information and documents needed to correct, verify or update driver records.    Creates 
and monitors the development of a driver history record for unlicensed drivers.    Maintains records, reports, or files and 
distributes as necessary.Staffing Organizational Units:    Apply human resources policy and procedures when making 
recommendations for hire or promotion.    Conduct interviews with applicants to make recommendations for 
employment or promotion.    Verify applicants’ previous employment history to determine eligibility for hire.    Evaluate 
information on employment applications to verify completeness and accuracy to determine whether applications are 
complete.    Review applications and supporting documentation prior to making recommendations for 
promotion.Getting Information:    Verifies the accuracy of information before and after it is entered into the databases.    
Receives, approves, and distributes weekly system printouts for quality control of work activities.    Obtains weekly 
reports from applicable systems to determine, evaluate, and monitor the level of service provided and resources needed 
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by the unit.    Receives administrative updates related to laws, rules, regulations, policies and procedures for distribution 
to staff.    Review weekly system reports and printouts for quality control and monitoring work activities.    Receive 
weekly reports from subordinates for the purpose of evaluating work, office procedures, and scheduling work 
flow.Monitoring Processes, Materials, or Surroundings:    Analyzes information and evaluates results to choose the best 
solution to solve problems.    Monitors office workflow and implements necessary procedural changes to improve 
production.    Monitors and reviews quality and quantity of work processed by employees.    Monitor office environment 
to ensure compliance with safety requirements.    Monitor interactions between both internal and external customers.    
Monitors to ensure professional standards are adhered to in the work environment.Performing Administrative 
Activities:    Develops corrective action plans for unsatisfactory performance and makes recommendations for 
disciplinary actions to improve performance and service delivery.    Research, compiles, prepares, and submits reports, 
manuals, correspondence, or other information required by management or governmental agencies.    Detects 
discrepancies on records or reports and determines cause and appropriate action necessary.    Evaluates information on 
applications received to verify completeness and accuracy to determine whether applicants are qualified to obtain 
desired licenses/permits.    Travel to courts, conferences, or other districts when required.    Develops performance 
plans and conducts interim reviews and annual performance evaluations with employees.    Maintain documentation 
regarding subordinate job performance for the evaluation process noting exceptional or marginal performance.    
Approves daily batches in financial database and creates and submits deposit slips to financial institutions.    Implement 
procedures for sending and receiving various forms of correspondence to license holders and other customers.    
Maintain files, records, and contact information pertaining to personnel.    Approves staff leave, travel, and timesheets 
through the designated system to guarantee employees are compensated for time worked.    Conducts and/or attends 
staff meetings.    Monitors and approves requisitions and invoices for purchase of supplies.    Notify appropriate 
personnel regarding orders, supplies, and machine maintenance.    Recommends purchase or repair of furnishings or 
equipment; arranges for necessary maintenance or repair work of office equipment and building facility.    Operate a 
motor vehicle in the performance of assigned duties.     Perform routine data entry or other office support activities, 
including creating, sorting, photocopying, distributing, or filing documents.Controlling Machines and Processes:    
Oversees, utilizes and monitors the use of camera equipment for issuance of licenses/permits.    Oversees, utilizes and 
monitors the use of telephones for communicating and providing information to customers.    Oversees, utilizes and 
monitors the use of scanners for transmitting information to various customers.    Oversees, utilizes and monitors 
retrieval of information from various systems.    Oversees, utilizes and monitors the use of fax machines for transmitting 
and receiving information.    Oversees, utilizes and monitors the use of copy machines for duplicating and dispersing 
information. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Problem Solving    Directing Others    Process 
Management    Time Management    Timely Decision Making    Composure    Customer Focus    Ethics and Values    
Interpersonal Savvy    Motivating Others    Peer Relationships    Conflict Management    Hiring and Staffing    
Perseverance    Presentation Skills    Written CommunicationsKnowledge:    Clerical    Customer and Personal Service    
MathematicsSkills:    Active Learning    Active Listening    Critical Thinking    Speaking    Writing    Instructing    Service 
Orientation    Complex Problem Solving    Management of Material Resources    Management of Personnel 
ResourcesAbilities:    Deductive Reasoning    Written Comprehension    Written Expression    Wrist-Finger Speed    Extent 
Flexibility    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Camera Equipment    Motor Vehicle    Telephone    Microfilm Equipment    Microfiche Equipment    
Scanner    Fax Machine    Printer    Copier 
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036984 - DRIVER CONTROL MANAGER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1621 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to successful completion of two years at an accredited college or 
university and experience equivalent to substantial (five or more years of) increasingly responsible full-time driver 
services work, three of which must have been in a supervisory capacity in the Driver Services Division; qualifying full-
time driver services experience may be substituted for the required education on a year-for-year basis to a maximum of 
two years.Substitution of Education for Experience: Additional coursework at an accredited college or university may be 
substituted for the required experience on a year-for-year basis to a maximum of two years.  
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must: Complete a background clearance application which 
includes releasing all records involving any criminal history; Submit a fingerprint sample in a manner prescribed by the 
TBI; Agree to a fingerprint-based, name-based criminal history records check; Never have been convicted or found not 
guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed in 
section 1572.103(a) of the  Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying  criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title  49 (disqualifying offenses); Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal  Regulations (CFR) - Title 49 (disqualifying offenses); Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying 
offenses).Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for driver control managerial duties of considerable difficulty; and 
performs related work as required.Distinguishing Features: The employee in this class is responsible for managing driver 
control services. This class differs from that of Driver Control Manager 1 in that an incumbent of the latter is responsible 
for assisting in managing driver control services and reports to the incumbent of this class. 
 
Work Activities: 
Processing Information:  Manages the issuance, revocation, reinstatement of licenses/permits to individuals meeting 
standards and ensures the collection of appropriate fees. Receives, interprets, and processes documents from various 
sources and determines appropriate action. Reviews coding of convictions for dissemination to state and federal 
agencies to ensure compliance. Conducts quality review assessments of coded information on compliance documents, 
license/permits, applications, and tickets entered into the system. Serves as a liaison by consulting with officials, 
technical or professional specialists, or applicants to obtain information or to clarify facts relevant to driving record 
decisions. Verifies approval or denial of various restrictions and issuance associated with a license/permit. Ensures 
appropriate information is provided to customers to resolve inquiries. Reviews documents for completeness, accuracy, 
or conformance to law, rules, regulations, policies and procedures. Approves data from weekly staff reports and system 
reports. Evaluates documentation related to a record to confirm history postings comply with laws, rules, regulations, 
policies and procedures. Analyzes information provided in comparison to requirements in order to ensure compliance. 
Verifies that applications, records, or documents have been evaluated accurately regarding eligibility or liability issues. 
Oversees the interpretation, processing, and coding of driver history information. Composes, analyzes, and approves 
forms/letters in response to requests or problems identified by correspondence. Coordinates or maintains office 
correspondence for follow up action when needed. Getting Information:  Audits and certifies the accuracy of 
information before and after it is entered into the databases. Obtains weekly reports from applicable systems to 
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determine, evaluate, and monitor the level of service provided and resources needed by each unit in the division. 
Receives, approves, and distributes weekly system printouts for quality control of work activities. Reviews weekly 
system reports and printouts for quality control and monitoring work activities. Receives weekly reports from 
subordinates for the purpose of evaluating work, office procedures, and scheduling work flow. Receives administrative 
updates related to laws, rules, regulations, policies and procedures for distribution to staff. Monitoring Processes, 
Materials, or Surroundings:  Monitors and reviews quality and quantity of work processed by each unit of the division. 
Monitors office workflow and implements necessary procedural changes to improve production. Analyzes information 
and evaluates results to choose the best solution to solve problems. Monitors to ensure professional standards are 
adhered to in the work environment. Monitors office environment to ensure compliance with safety requirements. 
Monitors interactions between both internal and external customers. Making Decisions and Solving Problems:  Resolves 
complex conflicts without supervisory input to ensure timely and efficient performance, scheduling, and unit coverage 
to maintain efficient performance and maintain positive working relationships. Resolves internal and external customer 
complaints or answers customers' questions regarding policy and procedures. Resolves complex complaints, disputes, 
grievances, and conflicts to maintain a respectful and productive work environment in an expeditious manner. Obtains 
and examines all relevant information to access validity of complaints to determine possible causes and resolutions. 
Checks to ensure appropriate changes are made to resolve customer problems. Keeps records of customers interactions 
or transactions, recording details of inquiries, complaints or comments as well as actions taken.  Communicating With 
Persons Outside The Organization:  Analyzes data to determine answers to questions from customers: such as the 
public, government, and other entities. Advises licensees or other individuals or groups concerning licensing, permits, or 
laws, rules, regulations, policies and procedures. Assists customers by providing oral and written information to resolve 
their complaints. Confers with customers by telephone, via correspondence and in person to obtain details about their 
requests and provide information about products or services, policies and procedures, or regulations. Establishes and 
maintains a variety of professional contacts to ensure smooth and effective operations Interprets a variety of rules, 
regulations, policies, procedures, and documentation for external customers. Attends external conferences, workshops, 
and community events to answer questions or provide information regarding licensing laws, rules, regulations, policies 
and procedures.   Updating and Using Relevant Knowledge:  Conduct legislative bill analysis for the division. Investigates 
ISB complaints. Updates procedure and compliance manuals with changes as applicable. Reads and understands 
changes to laws, rules, regulations, policies and procedures and applies changes to performance of job tasks. Facilitates 
periodic staff meetings and training sessions to provide new or updated information to employees. Applies and 
implements completed training to daily activities. Attends training classes and/or maintains certifications as required. 
Documenting/Recording Information:  Monitors multiple databases to retrieve information and documents needed to 
correct, verify or update driver records. Reviews and approves records, reports, or files and distributes as necessary. 
Creates and monitors the development of a driver history record for unlicensed drivers. Communicating With 
Supervisors, Peers, or Subordinates:  Interprets a variety of rules, regulations, policies, procedures, and documentation 
for internal customers. Makes recommendations to management concerning such issues as staffing decisions or 
procedural changes. Demonstrates adaptability and flexibility when working with internal and external customers. 
Informs, schedules, and monitors employees' daily workload to ensure tasks are being processed in a timely manner. 
Responds to telephonic, verbal, written and electronic communication. Consults with managers or other personnel to 
resolve problems in areas such as equipment performance, output quality or work schedules. Communicates in a clear, 
concise, and professional manner with subordinates. Demonstrates a sense of cooperativeness by remaining open and 
positive when receiving direction or constructive feedback. Contacts supervisor for advice on procedures and other 
processes. Contacts supervisor for guidance and assistance regarding outside vendors and internal personnel. 
Interacting With Computers:  Locates, analyzes, and compares data with source documents and corrects errors. Acts as 
liaison with Information Systems, STS and vendors in relation to Driver License & FR data systems Enters information 
into various databases using keyboard. Navigates and utilizes appropriate computer programs to accomplish goals. 
Resolves technical problems or elevates request to next service level.  Teaching and Training Others:  Coordinates formal 
and informal training to employees, contracted staff, and customers to educate and inform them of program policies 
and procedures. Reviews and approves existing training materials to staff and customers in order to ascertain accuracy 
of information Provides on-going technical assistance to staff for computer operations (e.g., instructions for accessing 
specific systems and databases) in order to complete tasks in a timely manner. Provides orientation to new employees 
and contracted staff through review of policies, procedures and job functions to establish clear expectations. Staffing 
Organizational Units:  Applies human resources policy and procedures when making recommendations for hire or 
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promotion. Reviews applications and supporting documentation prior to making recommendations for promotion. 
Conducts interviews with applicants to make recommendations for employment or promotion. Verifies applicants' 
previous employment history to determine eligibility for hire. Evaluates information on employment applications to 
verify completeness and accuracy to determine whether applications are complete. Guiding, Directing, and Motivating 
Subordinates:  Motivates employees to enhance performance to achieve department goals. Provides employees with 
guidance in handling difficult and complex problems or escalated complaints and disputes independently. Confers with 
subordinates to formulate plans for more efficient and effective delivery of services to customers.  Performing 
Administrative Activities  Develops corrective action plans for unsatisfactory performance and makes recommendations 
for disciplinary actions to improve performance and service delivery. Develops job plans and conducts interim reviews 
and annual performance evaluations with employees. Evaluates information on applications received to verify 
completeness and accuracy to determine whether applicants are qualified to obtain desired licenses/permits. Maintains 
documentation regarding subordinate job performance for the evaluation process noting exceptional or marginal 
performance. Researches, compiles, prepares, and submits reports, manuals, correspondence, or other information 
required by management or governmental agencies. Approves daily batches in financial database and creates and 
submits deposit slips to financial institutions. Maintains files, records, and contact information pertaining to personnel. 
Notifies appropriate personnel regarding orders, supplies, and machine maintenance. Operates a motor vehicle in the 
performance of assigned duties. Approves staff leave, travel, and timesheets through the designated system to 
guarantee employees are compensated for time worked. Detects discrepancies on records or reports and determines 
cause and appropriate action necessary. Travels to courts, conferences, or other districts when required. Implements 
procedures for sending and receiving various forms of correspondence to license holders and other customers. Monitors 
and approves requisitions and invoices for purchase of supplies. Recommends purchase or repair of furnishings or 
equipment; arranges for necessary maintenance or repair work of office equipment and building facility. Performs 
routine data entry or other office support activities, including creating, sorting, photocopying, distributing, or filing 
documents. Conducts and/or attends staff meetings. Scheduling Work and Activities:  Ensures staff completes 
assignments by required deadlines. Makes work assignments to staff in order to achieve agency objectives. Adjusts 
employees work schedules to ensure adequate coverage for the unit. Controlling Machines and Processes:  Manages, 
utilizes and monitors the use of telephones for communicating and providing information to customers. Manages, 
utilizes and monitors the use of camera equipment for issuance of licenses/permits. Manages, utilizes and monitors the 
use of scanners for transmitting information to various customers. Manages, utilizes and monitors retrieval of 
information from various systems. Manages, utilizes and monitors the use of fax machines for transmitting and receiving 
information. Manages, utilizes and monitors the use of copy machines for duplicating and dispersing information.   
 
Competencies (KSA’s): 
Competencies:  Business Acumen Decision Quality Problem Solving Managerial Courage Process Management Drive for 
Results Organizational Agility Building Effective Teams Customer Focus Interpersonal Savvy Knowledge:  Administration 
and Management Customer and Personal Service Law and Government Education and Training  Skills:  Critical Thinking 
Active Listening Writing Complex Problem Solving Judgement and Decision Making Management of Personnel Resources 
Time Management Management of Financial Resources Trouble Shooting Abilities:  Written Comprehension Written 
Expression Inductive Reasoning   
 
Tools and Equipment Used: 
 Computer Camera Equipment Motor Vehicle Telephone Microfilm Equipment Microfiche Equipment Scanner Fax 
Machine Printer Copier 
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036922 - DRIVER SERVICES BRANCH MGR 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1638 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to two years of customer service work. ORSubstitution of Education for Experience:   Additional coursework at an 
accredited college or university may be substituted for one year of the required experience. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:    Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Pass a pre-employment physical examination following an offer of employment;    Possess a valid motor vehicle 
operator’s license or be able to obtain one prior to appointment.Examination Method:  Education and Experience, 
100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for driver's license examination work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class supervises and may participate in administering vision, written, pre-trip, and skills tests to driver's license 
applicants at a small to moderate size branch station that issues non-commercial licenses or the smallest of branch 
stations that issue both commercial and non-commercial licenses. Work involves supervising Driver's License Examiners 
at a branch office and includes the determination of applicant qualifications to receive a driver's license, the collection 
and processing of fees, and the issuance of temporary licenses. This class differs from Driver's License Examiner and 
Commercial Driver's License Examiner in that incumbents of the latter perform driver's license examination duties at the 
entry/working level. This class differs from Driver Services Branch Manager 2 in that an incumbent of the latter 
supervises and may participate in driver's license examining duties at a large branch station that issues non-commercial 
driver's licenses or a moderate to large size branch station that issues both commercial and non-commercial driver's 
licenses. 
 
Work Activities: 
"Guiding, Directing and Motivating Subordinates:     Discusses job performance problems with employees to identify 
causes, issues and to work on resolving problems.    Evaluates employees' job performance and conformance to 
regulations and recommend appropriate personnel action.    Trains or instructs employees in job duties or company 
policies or arrange for training to be provided.    Trains departmental employees on mandated training.     Provides 
employees with guidance in handling difficult or complex problems or in resolving escalated complaints or disputes.    
Interprets and communicates work procedures and company policies to staff. Performing For or Working Directly with 
the Public:     Supervises and participates in administering tests to determine applicant knowledge of motor vehicle 
driving laws, regulations, and signs, and their ability to operate a non-commercial motor vehicle safely and obey 
pertinent signs and regulations.    Supervises and may participate in the administration of vision, written, and road tests 
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to individuals applying for various commercial and non-commercial licenses to operate various motor vehicles.     
Supervises and participates in the verification of applicants' ability to see pertinent traffic signs and other motor vehicles 
while driving.    Informs customers by mail or telephone of additional steps they need to take to obtain licenses.    
Instructs customers in the completion of driver's license application forms or other forms, such as voter registration 
cards or organ donor forms. Performing Administrative Activities:    Detects discrepancies on records or reports, 
determine cause and appropriate action necessary.    Researches, compiles, prepares and submits reports, manuals, 
correspondence, or other information required by management or governmental agencies.    Prepares bank deposits 
and takes deposits to banks.     Supervises and may participate in the interviewing of applicants to obtain necessary 
information for processing driver's license applications.    Evaluates information on applications received to verify 
completeness and accuracy to determine whether applicants are qualified to obtain desired licenses.    Maintains 
records pertaining to inventory, personnel, orders, supplies, or machine maintenance.     Monitors inventory levels and 
requisition or purchase supplies as needed.     Conducts or attends staff meetings.    Approves travel expense accounts, 
prepare travel vouchers, approve invoices, enter and approve time and labor.    Recommends purchase or repair of 
furnishings or equipment. Arrange for necessary maintenance or repair work of office equipment and building facility.    
Supervises and participates in the grading of tests to determine if applicant qualifies for desired license.    Supervises and 
may participate in the operation of vision testing machines, comprehensive testing machines, cash registers, calculators, 
typewriters, remote job entry terminals, and other office equipment.    Operates a motor vehicle in the performance of 
assigned duties; may travel to outlying driver's license issuance sub-stations in less populated areas of the state to 
perform driver's license issuance duties.     Performs routine data entry or other office support activities, including 
creating, sorting, photocopying, distributing, or filing documents.  Making Decisions and Solving Problems:     Resolves 
customer complaints or answer customers' questions regarding policies and procedures.    Checks to ensure that 
appropriate changes were made to resolve customers' problems.    Obtains and examine all relevant information to 
assess validity of complaints and to determine possible causes, and determine resolution.    Keeps records of customer 
interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions taken. 
Coordination of Work and Activities of Others:    Supervises the work of office, administrative, or customer service 
employees to ensure adherence to quality standards, deadlines, and proper procedures, correcting errors or problems.     
Coordinates activities with other supervisory personnel or with other work units or departments.     Prepares work 
schedules and duty assignments for office or modify work procedures or processes as necessary. Staffing Organizational 
Units:     Makes recommendations on employment, retention, promotion, dismissal and other personnel actions.    
Assigns, trains, supervises and evaluates a small to moderate size subordinate driver's license examining staff. 
Communicating with Supervisors, Peers or Subordinates:     Make recommendations to management concerning such 
issues as staffing decisions or procedural changes.    Consults with managers or other personnel to resolve problems in 
areas such as equipment performance, output quality, or work schedules. Communicating with Persons Outside 
Organization:    Advises the public of financial responsibility and driver's license laws, the Driver Improvement Point 
System, procedures for reinstatement of driving and registration privileges, types of licenses required and examination 
schedules.    Answers questions or provides advice to the public regarding licensing policies, procedures, or regulations.  
Establishing and Maintaining Interpersonal Relationships:     Maintains a variety of personal contacts with applicants, 
associates, subordinates, and members of the public, by telephone, correspondence, and personal visit, in explaining 
and interpreting pertinent motor vehicle operation laws and regulations and explaining the requirements for receiving a 
variety of licenses." 
 
Competencies (KSA’s): 
Competencies:    Customer Focus                  Time Management    Decision Quality    Problem Solving    Ethics and Values    
Conflict Management    Informing    Written Communications    Drive for Results    ListeningKnowledge:     Knowledge of 
Administration and Management    Knowledge of Clerical    Knowledge of Customer and Personal Service    Knowledge of 
Mathematics    Knowledge of Personnel and Human Resources Skills:    Active Learning Skills    Active Listening Skills    
Complex Problem Solving Skills    Coordination Skills    Critical Thinking Skills    Instructing Skills    Judgment and Decision 
Making Skills    Learning Strategies Skills    Management of Material Resources Skills    Management of Personnel 
Resources Skills    Mathematics Skills    Monitoring Skills    Negotiation Skills    Persuasion Skills    Reading Comprehension 
Skills    Service Orientation Skills    Social Perceptiveness Skills    Speaking Skills    Time Management Skills    
Troubleshooting Skills    Writing SkillsAbilities:    Deductive Reasoning Ability    Memorization Ability    Number Facility 
Ability    Oral Comprehension Ability    Oral Expression Ability    Problem Sensitivity Ability    Selective Attention Ability    



 TN Job Classification Specifications  
September 22, 2020 

Speech Clarity Ability    Deductive Reasoning Ability    Time Sharing Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Computerized Cashiering System    Fax Machine    Telephone    Computers    Printers, Scanners and Copiers    Motor 
Vehicles    Cameras 
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036924 - DRIVER SERVICES BRANCH MGR 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1649 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school AND experience equivalent 
to two years of customer service work.OR Substitution of Education for Experience:   Additional coursework at an 
accredited college or university may be substituted for one year of the required experience. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:     Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Pass a pre-employment physical examination following an offer of employment;    Possess a valid motor vehicle 
operator’s license or be able to obtain one prior to appointment.Examination Method: Education and Experience, 100%, 
for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for driver's license examination work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class supervises and may participate in administering vision, written, pre-trip and skills tests to driver's license 
applicants at a large branch station that issues non-commercial driver's licenses or a moderate to large size station that 
issues both commercial and non-commercial driver's licenses. Work involves supervising Driver's License Examiners at a 
branch station and includes the determination of applicant qualifications to receive a driver's license, the collection and 
processing of fees, the issuance of temporary licenses and the scheduling of commercial driver's license examinations. 
This class differs from Driver Services Branch Manager 1 in that an incumbent of the latter supervises and may 
participate in driver's license examining duties at a small to moderate size branch station which issues non-commercial 
driver's license or the smallest of branch stations which issue both commercial and non-commercial driver's licenses. 
This class differs from Driver Services District Manager 1 in that an incumbent of the latter supervises the branch 
stations within an assigned district which has an average amount of activity. 
 
Work Activities: 
"Guiding, Directing and Motivating Subordinates:     Discusses job performance problems with employees to identify 
causes, issues and to work on resolving problems.    Evaluates employees' job performance and conformance to 
regulations and recommend appropriate personnel action.    Trains or instructs employees in job duties or company 
policies or arrange for training to be provided.    Trains departmental employees on mandated training.     Provides 
employees with guidance in handling difficult or complex problems or in resolving escalated complaints or disputes.    
Interprets and communicates work procedures and company policies to staff. Performing For or Working Directly with 
the Public:     Supervises and participates in administering tests to determine applicant knowledge of motor vehicle 
driving laws, regulations, and signs, and their ability to operate a non-commercial motor vehicle safely and obey 
pertinent signs and regulations.    Supervises and may participate in the administration of vision, written, and road tests 
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to individuals applying for various commercial and non-commercial licenses to operate various motor vehicles.     
Supervises and participates in the verification of applicants' ability to see pertinent traffic signs and other motor vehicles 
while driving.    Informs customers by mail or telephone of additional steps they need to take to obtain licenses.    
Instructs customers in the completion of driver's license application forms or other forms, such as voter registration 
cards or organ donor forms. Performing Administrative Activities:     Detects discrepancies on records or reports, 
determine cause and appropriate action necessary.    Researches, compiles, prepares and submits reports, manuals, 
correspondence, or other information required by management or governmental agencies.    Prepares bank deposits 
and take deposits to banks.     Supervises and may participate in the interviewing of applicants to obtain necessary 
information for processing driver's license applications.    Evaluates information on applications received to verify 
completeness and accuracy to determine whether applicants are qualified to obtain desired licenses.    Maintains 
records pertaining to inventory, personnel, orders, supplies, or machine maintenance.     Monitors inventory levels and 
requisition or purchase supplies as needed.     Conducts or attends staff meetings.    Approves travel expense accounts, 
prepare travel vouchers, approve invoices, enter and approve time and labor.    Recommends purchase or repair of 
furnishings or equipment. Arrange for necessary maintenance or repair work of office equipment and building facility.    
Supervises and participates in the grading of tests to determine if applicant qualifies for desired license.    Supervises and 
may participate in the operation of vision testing machines, comprehensive testing machines, cash registers, calculators, 
typewriters, remote job entry terminals, and other office equipment.    Operates a motor vehicle in the performance of 
assigned duties; may travel to outlying driver's license issuance sub-stations in less populated areas of the state to 
perform driver's license issuance duties.     Performs routine data entry or other office support activities, including 
creating, sorting, photocopying, distributing, or filing documents.  Making Decisions and Solving Problems:     Resolves 
customer complaints or answer customers' questions regarding policies and procedures.    Checks to ensure that 
appropriate changes were made to resolve customers' problems.    Obtains and examines all relevant information to 
assess validity of complaints and to determine possible causes, and determine resolution.    Keeps records of customer 
interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions taken. 
Coordination of Work and Activities of Others:    Supervises the work of office, administrative, or customer service 
employees to ensure adherence to quality standards, deadlines, and proper procedures, correcting errors or problems.     
Coordinates activities with other supervisory personnel or with other work units or departments.     Prepares work 
schedules and duty assignments for office or modify work procedures or processes as necessary. Staffing Organizational 
Units:     Makes recommendations on employment, retention, promotion, dismissal and other personnel actions.    
Assigns, trains, supervises and evaluates a small to moderate size subordinate driver's license examining staff. 
Communicating with Supervisors, Peers or Subordinates:     Makes recommendations to management concerning such 
issues as staffing decisions or procedural changes.    Consults with managers or other personnel to resolve problems in 
areas such as equipment performance, output quality, or work schedules. Communicating with Persons Outside 
Organization:     Advises the public of financial responsibility and driver's license laws, the Driver Improvement Point 
System, procedures for reinstatement of driving and registration privileges, types of licenses required and examination 
schedules.    Answers questions or provide advice to the public regarding licensing policies, procedures, or regulations.  
Establishing and Maintaining Interpersonal Relationships:     Maintains a variety of personal contacts with applicants, 
associates, subordinates, and members of the public, by telephone, correspondence, and personal visit, in explaining 
and interpreting pertinent motor vehicle operation laws and regulations and explaining the requirements for receiving a 
variety of licenses." 
 
Competencies (KSA’s): 
"Competencies:     Customer Focus                  Time Management    Decision Quality    Problem Solving    Ethics and Values    
Conflict Management    Informing    Written Communications    Drive for Results    ListeningKnowledge:     Knowledge of 
Administration and Management     Knowledge of Customer and Personal Service     Knowledge of Mathematics     
Knowledge of Personnel and Human Resources  Skills:    Active Learning Skills     Active Listening Skills     Complex 
Problem Solving Skills     Coordination Skills     Critical Thinking Skills     Instructing Skills     Judgment and Decision Making 
Skills     Learning Strategies Skills     Management of Material Resources Skills     Management of Personnel Resources 
Skills     Mathematics Skills     Monitoring Skills     Negotiation Skills     Persuasion Skills     Reading Comprehension Skills     
Service Orientation Skills     Social Perceptiveness Skills     Speaking Skills     Time Management Skills     Troubleshooting 
Skills     Writing Skills  Abilities:    Deductive Reasoning Ability     Memorization Ability     Number Facility Ability     Oral 
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Comprehension Ability     Oral Expression Ability     Problem Sensitivity Ability     Selective Attention Ability     Speech 
Clarity Ability    Time Sharing Ability     Written Comprehension Ability     Written Expression Ability " 
 
Tools and Equipment Used: 
"    Computerized Cashiering System     Fax Machine     Telephone     Computers     Printers, Scanners and Copiers     
Motor Vehicles     Cameras " 
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036923 - DRIVER SERVICES DISTRICT MGR 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1641 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school AND experience equivalent 
to four years of supervisory (or higher) customer service work.OR Substitution of Education for Experience:  Additional 
coursework at an accredited college or university may be substituted for the required experience on a year-for-year 
basis to a maximum of two years. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:     Complete a background clearance application which 
includes releasing all records involving any  criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Pass a pre-employment physical examination following an offer of employment;    Possess a valid motor vehicle 
operator’s license or be able to obtain one prior to appointment.Examination Method: Education and Experience, 100%, 
for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for driver's license examination work of considerable difficulty and 
supervisory work of considerable difficulty; and performs related work as required.Distinguishing Features: An employee 
in this class supervises all driver services branch offices in an assigned district with moderate levels of commercial and 
non-commercial driver's license examining activity. Work includes supervising staff and scheduling their work, ensuring 
each branch office has supplies and equipment to perform assigned duties, and enforcing driver's license issuance 
policies and procedures. This class differs from Driver Services Branch Manager 2 in that an incumbent of the latter 
supervises the staff and operation of a moderate to large size branch station. This class differs from Driver Services 
District Manager 2 in that an incumbent of the latter supervises all driver's license branch stations in an assigned district 
which has heavy levels of commercial and non-commercial driver's license examining activity. 
 
Work Activities: 
"Guiding, Directing and Motivating Subordinates:     Reviews and discusses job performance problems with employees to 
identify causes, issues and to work on resolving problems.    Reviews and evaluates employees' job performance and 
conformance to regulations and recommend appropriate personnel action.    Trains or instructs employees in job duties 
or company policies or arrange for training to be provided.    Provides employees with guidance in handling difficult or 
complex problems or in resolving escalated complaints or disputes.    Trains departmental employees on mandated 
training.     Interprets and communicates work procedures and company policies to staff. Performing Administrative 
Activities:    Researches, compiles, prepares, and submits reports, manuals, correspondence, or other information 
required by management or governmental agencies.    Approves travel expense accounts, prepare travel vouchers, 
approve invoices, enter and approve time and labor.    Detects discrepancies on records or reports, determine cause and 
appropriate action necessary.    Manages, supervises and may participate in the interviewing of applicants to obtain 
necessary information for processing driver's license applications.    Maintains records pertaining to inventory, 
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personnel, orders, supplies, or machine maintenance.     Monitors inventory levels and requisition or purchase supplies 
as needed.     Prepares bank deposits and take deposits to banks.     Evaluates information on applications received to 
verify completeness and accuracy to determine whether applicants are qualified to obtain desired licenses.    Manages, 
supervises and may participate in the grading of tests to determine if applicant qualifies for desired license.    
Recommends purchase or repair of furnishings or equipment. Arrange for necessary maintenance or repair work of 
office equipment and building facility.    Manages, supervises and may participate in the operation of vision testing 
machines, comprehensive testing machines, cash registers, calculators, typewriters, remote job entry terminals, and 
other office equipment.    Operates a motor vehicle; travels to outlying driver's license issuance stations in other areas of 
the state on a daily, weekly, or monthly basis in the performance of management duties.    Conducts or attends staff 
meetings.    Performs routine data entry or other office support activities, including creating, sorting, photocopying, 
distributing, or filing documents. Performing For or Working Directly with the Public:     Manages, supervises and may 
participate in the administration of vision, written, and road tests.    to individuals applying for various commercial and 
non-commercial licenses to operate various motor vehicles.     Manages, supervises and may participate in the 
verification of applicants' ability to see pertinent traffic signs and other motor vehicles while driving.    Manages, 
supervises and may participate in administering tests to determine applicant knowledge of motor vehicle driving laws, 
regulations, and signs, and their ability to operate a non-commercial motor vehicle safely and obey pertinent signs and 
regulations.    Informs customers by verbal or written correspondence of additional steps they need to take to obtain 
licenses.    Instructs customers in the completion of driver's license application forms or other forms, such as voter 
registration cards or organ donor forms. Making Decisions and Solving Problems:    Resolves customer complaints or 
answer customers' questions regarding policies and procedures.    Obtains and examines all relevant information to 
assess validity of complaints and to determine possible causes, and determine resolution.    Checks to ensure that 
appropriate changes were made to resolve customers' problems.    Keeps records of customer interactions or 
transactions, recording details of inquiries, complaints, or comments, as well as actions taken. Coordination of Work and 
Activities of Others:    Manages the work of offices, administrative, or customer service employees to ensure adherence 
to quality standards, deadlines, and proper procedures, correcting errors or problems.     Reviews work schedules and 
duty assignments for office or modify work procedures or processes as necessary.    Coordinates special activities with 
other supervisory personnel or with other work units or departments.  Staffing Organizational Units:    Makes 
recommendations on employment, retention, promotion, dismissal and other personnel actions.    Trains, manages, and 
evaluates employees in subordinate offices for an assigned driver's license district. Communicating with Persons Outside 
Organization:    Advises the public of financial responsibility and driver's license laws, the Driver Improvement Point 
System, procedures for reinstatement of driving and registration privileges, types of licenses required and examination 
schedules.    Attends conferences and workshops; answers questions or provides advice to the public regarding licensing 
policies, procedures, or regulations. Communicating with Supervisors, Peers or Subordinates:    Makes recommendations 
to management concerning such issues as staffing decisions or procedural changes.    Consults with managers or other 
personnel to resolve problems in areas such as equipment performance, output quality, or work schedules. Establishing 
and Maintaining Interpersonal Relationships:    Maintains a variety of professional contacts with applicants, associates, 
subordinates, and members of the public, by telephone, correspondence, and personal visit, in explaining and 
interpreting pertinent motor vehicle operation laws and regulations and explaining the requirements for receiving a 
variety of licenses." 
 
Competencies (KSA’s): 
"Competencies:    Managing Vision & Purpose     Time Management    Problem Solving    Hiring and Staffing    Informing    
Drive for Results    Motivating Others    Customer Focus    Directing Others    ListeningKnowledge:     Knowledge of 
Administration and Management     Knowledge of Clerical     Knowledge of Customer and Personal Service     Knowledge 
of Mathematics  Skills:    Active Learning Skills     Active Listening Skills     Complex Problem Solving Skills     Coordination 
Skills     Critical Thinking Skills     Instructing Skills     Learning Strategies Skills     Management of Material Resources Skills     
Management of Personnel Resources Skills     Mathematics Skills     Monitoring Skills     Negotiation Skills     Operation 
and Control Skills     Persuasion Skills     Reading Comprehension Skills     Speaking Skills     Time Management Skills     
Troubleshooting Skills     Writing Skills Abilities:    Deductive Reasoning Ability     Depth Perception Ability     Far Vision 
Ability     Glare Sensitivity Ability     Hearing Sensitivity Ability     Mathematical Reasoning Ability     Memorization Ability     
Night Vision Ability     Number Facility Ability     Oral Comprehension Ability     Oral Expression Ability     Peripheral Vision 
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Ability     Selective Attention Ability     Sound Localization Ability    Speech Clarity Ability     Time Sharing Ability     Visual 
Color Discrimination Ability    Written Comprehension Ability     Written Expression Ability" 
 
Tools and Equipment Used: 
"    Computerized Cashiering System     Fax Machine     Telephone     Computers     Printers, Scanners and Copiers     
Motor Vehicles     Cameras " 
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036925 - DRIVER SERVICES DISTRICT MGR 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1652 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to four years of supervisory (or higher) customer service work.OR Substitution of Education for Experience:  Additional 
coursework at an accredited college or university may be substituted for the required experience on a year-for-year 
basis, to a maximum of two years. 
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class must:    Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    
Pass a pre-employment physical examination following an offer of employment;    Possess a valid motor vehicle 
operator’s license or be able to obtain one prior to appointment.Examination Method: Education and Experience, 100%, 
for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for driver's license examination work of considerable difficulty and 
supervisory work of unusual difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class supervises all driver services branch offices in an assigned district with heavy levels of commercial and non-
commercial driver's license examining activity. Work includes supervising staff and scheduling their work, ensuring each 
branch office has supplies and equipment to perform assigned duties, and enforcing driver's license issuance policies 
and procedures within an assigned district. This class differs from Driver Services District Manager 1 in that an 
incumbent of the latter supervises all driver services branch stations which have moderate levels of commercial and 
non-commercial driver's license examining activity. This class differs from Driver's License Issuance Manager 1 in that an 
incumbent of the latter assists in supervising all driver's license issuance operations and personnel statewide. 
 
Work Activities: 
"Guiding, Directing and Motivating Subordinates:     Reviews and discusses job performance problems with employees to 
identify causes, issues and to work on resolving problems.    Reviews and evaluates employees' job performance and 
conformance to regulations and recommend appropriate personnel action.    Trains or instructs employees in job duties 
or company policies or arrange for training to be provided.    Provides employees with guidance in handling difficult or 
complex problems or in resolving escalated complaints or disputes.    Trains Departmental employees on mandated 
training.     Interprets and communicates work procedures and company policies to staff. Performing Administrative 
Activities:     Researches, compiles, prepare and submits reports, manuals, correspondence, or other information 
required by management or governmental agencies.    Approves travel expense accounts, prepare travel vouchers, 
approve invoices, enter and approve time and labor.    Detects discrepancies on records or reports, determine cause and 
appropriate action necessary.    Manages, supervises and may participate in the interviewing of applicants to obtain 
necessary information for processing driver's license applications.    Maintains records pertaining to inventory, 



 TN Job Classification Specifications  
September 22, 2020 

personnel, orders, supplies, or machine maintenance.     Monitors inventory levels and requisition or purchase supplies 
as needed.     Prepares bank deposits and take deposits to banks.     Evaluates information on applications received to 
verify completeness and accuracy to determine whether applicants are qualified to obtain desired licenses.    Manages, 
supervises and may participate in the grading of tests to determine if applicant qualifies for desired license.    
Recommends purchase or repair of furnishings or equipment. Arrange for necessary maintenance or repair work of 
office equipment and building facility.    Manages, supervises and may participate in the operation of vision testing 
machines, comprehensive testing machines, cash registers, calculators, typewriters, remote job entry terminals, and 
other office equipment.    Operates a motor vehicle; travels to outlying driver's license issuance stations in other areas of 
the state on a daily, weekly, or monthly basis in the performance of management duties.    Conducts or attend staff 
meetings.    Performs routine data entry or other office support activities, including creating, sorting, photocopying, 
distributing, or filing documents. Performing For or Working Directly with the Public:     Manages, supervises and may 
participate in the administration of vision, written, and road tests to individuals applying for various commercial and 
non-commercial licenses to operate various motor vehicles.     Manages, supervises and may participate in the 
verification of applicants' ability to see pertinent traffic signs and other motor vehicles while driving.    Manages, 
supervises and may participate in administering tests to determine applicant knowledge of motor vehicle driving laws, 
regulations, and signs, and their ability to operate a non-commercial motor vehicle safely and obey pertinent signs and 
regulations.    Informs customers by verbal or written correspondence of additional steps they need to take to obtain 
licenses.    Instructs customers in the completion of driver's license application forms or other forms, such as voter 
registration cards or organ donor forms. Making Decisions and Solving Problems:     Resolves customer complaints or 
answer customers' questions regarding policies and procedures.    Obtains and examine all relevant information to 
assess validity of complaints and to determine possible causes, and determine resolution.    Checks to ensure that 
appropriate changes were made to resolve customers' problems.    Keeps records of customer interactions or 
transactions, recording details of inquiries, complaints, or comments, as well as actions taken. Coordination of Work and 
Activities of Others:    Manages the work of offices, administrative, or customer service employees to ensure adherence 
to quality standards, deadlines, and proper procedures, correcting errors or problems.     Reviews work schedules and 
duty assignments for office or modify work procedures or processes as necessary.    Coordinates special activities with 
other supervisory personnel or with other work units or departments.  Staffing Organizational Units:     Makes 
recommendations on employment, retention, promotion, dismissal and other personnel actions.    Trains, manages, and 
evaluates employees in subordinate offices for an assigned driver's license district. Communicating with Persons Outside 
Organization:     Advises the public of financial responsibility and driver's license laws, the Driver Improvement Point 
System, procedures for reinstatement of driving and registration privileges, types of licenses required and examination 
schedules.    Attends conferences and workshops; answer questions or provide advice to the public regarding licensing 
policies, procedures, or regulations. Communicating with Supervisors, Peers or Subordinates:     Makes 
recommendations to management concerning such issues as staffing decisions or procedural changes.    Consults with 
managers or other personnel to resolve problems in areas such as equipment performance, output quality, or work 
schedules. Establishing and Maintaining Interpersonal Relationships:     Maintains a variety of professional contacts with 
applicants, associates, subordinates, and members of the public, by telephone, correspondence, and personal visit, in 
explaining and interpreting pertinent motor vehicle operation laws and regulations and explaining the requirements for 
receiving a variety of licenses." 
 
Competencies (KSA’s): 
"Competencies:     Managing Vision & Purpose              Time Management    Problem Solving    Hiring and Staffing    
Informing    Drive for Results    Motivating Others    Customer Focus    Directing Others    ListeningKnowledge:     
Knowledge of Administration and Management     Knowledge of Customer and Personal Service     Knowledge of Clerical     
Knowledge of Mathematics  Skills:    Active Learning Skills     Active Listening Skills     Critical Thinking Skills     Learning 
Strategies Skills     Mathematics Skills     Monitoring Skills     Reading Comprehension Skills     Speaking Skills     Writing 
Skills     Coordination Skills     Instructing Skills     Negotiation Skills     Persuasion Skills     Complex Problem Solving Skills     
Operation and Control Skills     Troubleshooting Skills     Management of Material Resources Skills     Management of 
Personnel Resources Skills     Time Management Skills  Abilities:    Deductive Reasoning Ability     Mathematical 
Reasoning Ability     Memorization Ability     Number Facility Ability     Oral Comprehension Ability     Oral Expression 
Ability     Selective Attention Ability     Time Sharing Ability     Written Comprehension Ability     Written Expression Ability     
Speech Clarity Ability     Depth Perception Ability     Far Vision Ability     Glare Sensitivity Ability     Hearing Sensitivity 
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Ability     Night Vision Ability     Peripheral Vision Ability     Sound Localization Ability    Speech Clarity Ability     Visual 
Color Discrimination Ability " 
 
Tools and Equipment Used: 
"    Computerized Cashiering System     Fax Machine     Telephone     Computers     Printers, Scanners and Copiers     
Motor Vehicles     Cameras" 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
036921 - DRIVER'S LICENSE EXAMINER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1634 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying driver's license examining or other acceptable public contact work may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
“Necessary Special Qualifications:  Applicants for this class must:   Complete a background clearance application which 
includes releasing all records involving any  criminal history; Submit a fingerprint sample in a manner prescribed by the 
TBI; Agree to a fingerprint-based, name-based criminal history records check; Never have been convicted or found not 
guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed in 
section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses); Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Not be under want or warrant for a felony listed in section 
1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Possess a 
valid motor vehicle operator’s license or be able to obtain one prior to appointment.Examination Method:  Non-
Competitive Selection for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for driver's license examination work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the entry-working class in the Driver's License 
Examination sub-series. An employee in this class learns and performs routine driver's license examination work 
involving the administration of vision, written, and road tests to driver's license applicants, the determination of 
applicant qualifications, and the collection and processing of driver's license application fees. This class differs from 
Driver's License Examiner Supervisor 1 in that an incumbent of the latter supervises driver's license examiners at an 
examination station. 
 
Work Activities: 
Making Decisions and Solving Problems:    Checks to ensure that appropriate changes were made to resolve customer’s 
complaints or grievances.    Obtains and examines all relevant information to assess validity of complaints and to 
determine possible causes and necessary action to resolve the complaint.    Keeps records of customer complaints and 
grievances as well as actions taken. Communicating with Persons Outside Organization:    Explains state law regarding 
driver's license policies and procedures to the public in-person or via the telephone.    Explains specific licensing 
requirements, laws, and rules and regulations of the Department of Safety and Homeland Security to customer.    
Answers telephone and walk-up questions from public regarding office hours, location, fee amounts, and application 
process.    Schedules testing times and accommodations for applicants who require special assistance in applying for 
license or permits. Getting Information:    Qualifies applicants for commercial driver's license services or other licensing 
services.        Collects appropriate identifying documents (e.g., social security card, proof of residence, current driver's 
license, USDOT medical card); examines documents to verify legitimacy.    Applies the appropriate application 
procedures outlined by state law and policy for the services needed.    Accesses applicants' test files on computer to 
determine if they passed or failed previous tests; collects appropriate fees; counts correct change; approves applicant 
for appropriate testing procedures.    Enters codes for services to be rendered into database to identify required fees.    
Keys personal information from written application into computer database.    Compares applicants' database 
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information with their personal identification to confirm eligibility for the applicable service.    Collects appropriate fees, 
counts correct change, approves applicant for appropriate testing procedures.    Asks applicants which service they 
require, including, but not limited to, license renewal, replacement, license testing, or handgun permit application. 
Performing Administrative Activities:    Trains other workers or coordinate their work as necessary.    Counts and records 
registers' cash-on-hand at beginning of work shifts to ensure that amounts are correct and that there is adequate 
change.    Prints daily receipt report from registers; counts and records registers' cash-on-hand at end of work shift.    
Compares amounts from receipt report with cash-on-hand; identifies discrepancies between receipt report and cash on 
hand.    Calculates daily office revenue by aggregating all register revenues for the office; reconciles daily office revenue 
by comparing daily report to INFOPAC report.    Prepares bank deposits and take deposits to banks.    Stocks counters 
with adequate supplies of forms, film, license, or other required materials.    Monitors supply inventory to ensure 
adequate supplies are available.     Maintains clean and orderly work areas and complete other general cleaning duties 
such as dusting and emptying trash cans.    Records camera and printer inventoried supplies used during work day.    
Performs routine data entry or other office support activities, including creating, sorting, photocopying, distributing, or 
filing documents. Performing for or Working Directly with the Public:    Administers road skills tests to applicants 
applying for Tennessee driver's licenses.     Provides general directions to applicants to perform appropriate driving skills 
during test.    Determines adherence to road safety rules, regulations, and laws by observing applicants' abilities to 
maneuver vehicle and to follow pertinent traffic signs, lights, and right of ways.    Rates applicants' driving skills on 
standard scoring sheet; calculates applicants' final score based on the maneuvers performed correctly or incorrectly; 
informs applicants of pass or fail status.    Advises applicants' of results, explains steps required for retaking appropriate 
tests if applicant does not meet passing standards, and records into computer database.    Inspects motor vehicle 
functioning, including, but not limited to lights, brakes, turn signals, to determine if the vehicle is safe to operate.    
Administers vision screenings to applicants applying for Tennessee driver's licenses.    Uses vision screening device 
scoring guideline to determine pass/fail status; records applicants' results on written application.    Instructs applicants 
to provide proof of vision correction or approval from a licensed eye doctor if the applicant does not pass the screening.    
Administers written tests to applicants applying for Tennessee driver's licenses.    Inquires if applicant will require special 
accommodations for taking test.    Enters applicants' information into computer to register them for appropriate written 
examination, including, but not limited to, driver's licenses, commercial driver's licenses, or motorcycle licenses.    
Instructs applicants on test taking procedures, directs applicants to appropriate testing stations.    Instructs customers in 
the completion of driver license application forms or other forms, such as voter registration cards or organ donor forms. 
Operating Vehicles, Mechanized Devices, or Equipment:    Operates specialized photographic equipment to obtain 
photographs for drivers' license or photo identification cards.    Loads ribbon and cards into card printer.    Operates 
facsimile machine, scanner, printer, copier, telephone and electronic cashiering system.    Operates a motor vehicle to 
travel to regional driver's license stations to qualify applicants, administer testing, and issue photo identification cards; 
may operate vehicle during road skills test if necessary. Processing Information:    Enters biographical data into the 
License Information System for Tennessee (LIST) for various driver's licenses and permits, identification cards, and 
handgun permit applications.    Keys applicants' new and/or changed information into the LIST database.    Codes 
information on license applications for entry into computers.    Updates operational records or licensing information 
using computer terminals.    Compares applicants' personal information in database, including, but not limited to, name, 
address, hair color, height, weight, and gender, with data on written application to ensure accuracy.    Writes applicants' 
information from database on to application to record the successful transmission of the data entry.    Issues photo 
identification cards using digitized camera and card printer.    Accesses database to retrieve list of applicants requiring 
new cards.    Reviews applicant's information with applicant to ensure all information is correct, instructs applicant to 
sign identification pad and sit for picture.    Photographs applicant using digitized camera; inspects card from printer for 
misprints; issues card to applicant. Communicating with Supervisors, Peers, or Subordinates:    Notifies management 
when problems or defects in equipment, structures, or materials are identified.    Refers unresolved customer 
complaints or grievances to management for further investigation. Establishing and Maintaining Interpersonal 
Relationships:    Explains policies, procedures, or services to peers as necessary.    Volunteers to assist co-workers with 
their tasks. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus                  Integrity and Trust    Problem Solving    Timely Decision Making    Listening    
Patience    Composure    Informing    Organizing    Written CommunicationsKnowledge:    Clerical     Customer and 
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Personal Service     English Language    Mathematics Skills:    Active Listening     Critical Thinking    Instructing     Service 
Orientation    Speaking     Writing Abilities:    Deductive Reasoning    Far Vision    Memorization    Near Vision    Oral 
Comprehension    Oral Expression    Written Comprehension     Written Expression 
 
Tools and Equipment Used: 
    Computerized Cashiering System    Fax Machine    Telephone    Computers    Printers, Scanners and Copiers    Motor 
Vehicles    Cameras 
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036986 - DRIVER'S LICENSE ISSUANCE DIR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1607 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027040 - DUI COORDINATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1126 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073427 - Deputy Communications Director 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3155 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075335 - ECD ADMINISTRATOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3604 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075357 - ECD ADMINISTRATOR 3 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3534 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075442 - ECD BROADBAND PROGRAM DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  5112 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075341 - ECD BUDGET DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3607 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075336 - ECD BUS DEV CONSULTANT 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3605 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075444 - ECD BUSINESS ANALYST 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  5114 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073880 - ECD COMMUNICATIONS OFFICER 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3466 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075345 - ECD CONTRACT COORDINATOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3530 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075332 - ECD DIR OF GLOBAL PROJ MGMNT 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3600 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075344 - ECD INNOVATION DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3608 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075347 - ECD MARKETING DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3531 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075443 - ECD P20 DATA GOVERNANCE COORD 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  5113 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075351 - ECD PROGRAM DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3533 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075358 - ECD PROJECT COORDINATOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3535 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075340 - ECD PROJECT MANAGER 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3606 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075331 - ECD REGIONAL FIELD DIR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3599 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075360 - ECD SENIOR RURAL POLICY ADV 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3486 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075325 - ECONOMIC RESEARCH DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3687 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075236 - EDP AUDIT MANAGER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3695 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075226 - EDP AUDITOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3691 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in either 
accounting, including at least nine quarter hours in computer science, or computer science and experience equivalent to 
two years of professional auditing, systems analysis, computer systems design or computer programming work; 
additional graduate coursework in business administration, public administration or computer science from an 
accredited college or university may be substituted for the required experience on a year-for-year basis to a maximum 
of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional EDP auditing work of considerable difficulty; and 
performs related work as required.Distinguishing Features: The employee in this class conducts detailed and complex 
audits of EDP activities to ensure program compliance, financial control, and computer effectiveness. Work involves 
analyzing the security of the computer system, verifying the integrity of the data, and preparing audit reports identifying 
operational problems and recommending methods for improvement. The incumbent in this class may report to an Audit 
Director. 
 
Work Activities: 
1. Conducts detailed and complex audits of EDP activities to verify and test the integrity and reliability of information; 
evaluates computer operations for effectiveness, efficiency, and controls.2. Reviews computer installation facilities and 
system security by observing the physical security of the computer systems and testing the accessibility to and 
protection of the data; performs risk analysis by weighing the cost of protecting the data and/or equipment against 
possible losses due to destruction or compromise of equipment or data integrity.3. Verifies programmed controls and 
checks for ineffective practices and procedures which can lead to service interruption, erroneous record keeping, and/or 
fraud.4. Analyzes the results of audits and prepares detailed reports to document the extent and scope of the 
examination; identifies problems and recommends possible solutions.5. Participates in system development for 
proposed EDP systems; conducts and reviews feasibility studies involving development or modification to systems.6. 
May conduct operational audits of program areas or fiscal audits at the request of a department head.7. Produces 
reports using audit software for internal audit staff. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075226 - EDP AUDITOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3692 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in either 
accounting, including at least nine quarter hours in computer science, or computer science and experience equivalent to 
two years of professional auditing, systems analysis, computer systems design or computer programming work; 
additional graduate coursework in business administration, public administration or computer science from an 
accredited college or university may be substituted for the required experience on a year-for-year basis to a maximum 
of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional EDP auditing work of considerable difficulty; and 
performs related work as required.Distinguishing Features: The employee in this class conducts detailed and complex 
audits of EDP activities to ensure program compliance, financial control, and computer effectiveness. Work involves 
analyzing the security of the computer system, verifying the integrity of the data, and preparing audit reports identifying 
operational problems and recommending methods for improvement. The incumbent in this class may report to an Audit 
Director. 
 
Work Activities: 
1. Conducts detailed and complex audits of EDP activities to verify and test the integrity and reliability of information; 
evaluates computer operations for effectiveness, efficiency, and controls.2. Reviews computer installation facilities and 
system security by observing the physical security of the computer systems and testing the accessibility to and 
protection of the data; performs risk analysis by weighing the cost of protecting the data and/or equipment against 
possible losses due to destruction or compromise of equipment or data integrity.3. Verifies programmed controls and 
checks for ineffective practices and procedures which can lead to service interruption, erroneous record keeping, and/or 
fraud.4. Analyzes the results of audits and prepares detailed reports to document the extent and scope of the 
examination; identifies problems and recommends possible solutions.5. Participates in system development for 
proposed EDP systems; conducts and reviews feasibility studies involving development or modification to systems.6. 
May conduct operational audits of program areas or fiscal audits at the request of a department head.7. Produces 
reports using audit software for internal audit staff. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075226 - EDP AUDITOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3693 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in either 
accounting, including at least nine quarter hours in computer science, or computer science and experience equivalent to 
two years of professional auditing, systems analysis, computer systems design or computer programming work; 
additional graduate coursework in business administration, public administration or computer science from an 
accredited college or university may be substituted for the required experience on a year-for-year basis to a maximum 
of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional EDP auditing work of considerable difficulty; and 
performs related work as required.Distinguishing Features: The employee in this class conducts detailed and complex 
audits of EDP activities to ensure program compliance, financial control, and computer effectiveness. Work involves 
analyzing the security of the computer system, verifying the integrity of the data, and preparing audit reports identifying 
operational problems and recommending methods for improvement. The incumbent in this class may report to an Audit 
Director. 
 
Work Activities: 
1. Conducts detailed and complex audits of EDP activities to verify and test the integrity and reliability of information; 
evaluates computer operations for effectiveness, efficiency, and controls.2. Reviews computer installation facilities and 
system security by observing the physical security of the computer systems and testing the accessibility to and 
protection of the data; performs risk analysis by weighing the cost of protecting the data and/or equipment against 
possible losses due to destruction or compromise of equipment or data integrity.3. Verifies programmed controls and 
checks for ineffective practices and procedures which can lead to service interruption, erroneous record keeping, and/or 
fraud.4. Analyzes the results of audits and prepares detailed reports to document the extent and scope of the 
examination; identifies problems and recommends possible solutions.5. Participates in system development for 
proposed EDP systems; conducts and reviews feasibility studies involving development or modification to systems.6. 
May conduct operational audits of program areas or fiscal audits at the request of a department head.7. Produces 
reports using audit software for internal audit staff. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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071396 - EDUC CHIEF OF STAFF 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2164 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071372 - EDUC CONSOL COMPLIANCE CONS 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2158 
 
Minimum Qualifications: 
Education and Experience: Bachelor’s degree from an accredited college or university, and a minimum of three years of 
full-time experience in K-12 education, with at least one year of experience in the administration of Individuals with 
Disabilities Education Act (IDEA) and Elementary and Secondary Education Act (ESEA), or other major federal education 
programs. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:      possess a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring local education agencies (LEAs) for compliance with 
certain state and federal laws and regulations, including IDEA and ESEA, and performs related work as required. 
Distinguishing Features: This classification is not within a series. Incumbents in this classification are generally employed 
in the Center for Regional Excellence (CORE) unit within the Tennessee Department of Education (TDOE). 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Determine whether districts are utilizing funds in 
compliance with ESEA and IDEA or application federal regulations, including EDGAR, OMB Circular A-87.    Determine 
whether student Individualized Education Programs (IEPs) meet federal guidelines and procedural safeguards for IDEA.    
Determine whether LEAs are implementing programs in alignment with plans, and if not, determine whether they have 
requested appropriate amendments/addenda.    Evaluate LEA progress toward goals based on benchmark 
data.Communicating with Supervisors, Peers or Subordinates:    Through direction of the CORE director and 
consolidated finance consultant to ensure alignment on consolidated planning, monitoring, and finance.    
Communicates proactively with CORE director regarding monitoring processes, time allocation, schedule, and review 
status.    Collaborates with CORE director and team to ensure alignment of regional services.    Communicates 
proactively with information that could be helpful to LEA services provided by CORE office.    Provides responsive and 
timely communication to colleague inquiries.    Drafts clear letters regarding monitoring findings and closure 
status.Provide Consultation and Advice to Others:    Advises LEAs on necessary steps for corrective action for any 
findings from the monitoring process for IDEA or ESEA.    Serves as subject matter expert on federal, state, and local 
fiscal policies and procedures for LEAs.    Serves as subject matter expert on ESEA and IDEA regulations.Making Decisions 
and Solving Problems:    Identifies redundancies in forms and processes and recommends areas for streamlining.    
Assists in refining desktop monitoring process. Organizing, Planning and Prioritizing Work:    Organize and prioritize 
monitoring reviews based on particular criteria developed by the department (e.g., risk- or needs-based factors).    Carry 
out monitoring reviews of districts designated by the Office of Consolidated Planning and Monitoring.    Submits 
required reports regarding findings to LEAs and department in timely manner.Establishing and Maintaining 
Interpersonal Relationships:    Establishes trust, rapport, and supportive relationships with LEA staff.    Establish 
relationships where LEAs feel comfortable proactively reaching out to address potential problems.Scheduling Work and 
Activities:    Efficiently schedules monitoring reviews within required timelines.    Verifies LEAs’ corrections of non-
compliant findings within federally required time frames.    Coordinates scheduling of reviews with CORE team and LEAs 
to negotiate conflicts where possible and make informed decisions.Developing Objectives and Strategies:    Assists CORE 
directors and Office of Consolidated Planning and Monitoring in defining processes to support districts.    Ensure 
monitoring is aligned with the overall mission of CORE.Updating and Using Relevant Knowledge:     Stays current on most 
recent regulations and developments with regard to ESEA and IDEA.Getting Information:     Collects fiscal, regulatory and 
programmatic documents from LEAs related to ESEA and IDEA.    Gathers information from supervisors, LEAs, state, and 
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federal sources to compile necessary reports.    Access web-based monitoring systems and electronic planning 
system.Training and Teaching Others:     Provide training and support to LEAs on web-based monitoring system and 
electronic planning systems.    Provide technical assistance to LEAs regarding required IEP processes.    Provide technical 
assistance to LEAs regarding ESEA guidelines and waiver monitoring processes.Communicating with Persons Outside 
Organization:     Provides responsive and timely communication to LEA inquiry.Performing Administrative Activities:     
Processes paperwork in an accurate and timely manner.    Maintains appropriate documentation and files (whether 
electronic or paper-based).    Follows the policies and procedures around monitoring protocols. 
 
Competencies (KSA’s): 
Competencies:    Drive for Results: Excellence. Hold high standards for daily work and for reaching goals. Believe in the 
importance of continuous improvement, and constantly strive for a higher level of performance in all work    
Perspective: Optimism. Believe in the potential of all Tennessee students to reach high levels of academic achievement.    
Decision Quality:  Judgment, Seek to make wise decisions. Seek input from diverse set of stakeholders. Use evidence to 
make decisions    Command Skills:  Courage. Remain unwaveringly student-centered in our decision making, prioritizing 
the needs of students over the comfort of adults    Building Effective Teams: Teamwork.  Strive to communicate 
effectively within teams and across teams, ensuring that we are successful in helping all Tennessee students reach their 
potential    Dealing with Ambiguity: Flexible in adapting to new situations    Personal Learning: Seeks feedback in order 
to improve performance    Integrity and Trust    Conflict Management    Self-KnowledgeKnowledge:    Economics and 
Accounting:  Basic knowledge of accounting and budgets    Clerical:  Knowledge of word processing and other software 
systems; knowledge of required procedures for monitoring    Law and Government:  Knowledge of major federal, state, 
and local education laws and regulationsSkills:    Active Learning    Active Listening    Critical Thinking    Monitoring    
Speaking    Writing    Coordination    Complex Problem Solving    Judgment and Decision Making    Time 
ManagementAbilities:    Category Flexibility    Inductive Reasoning    Problem Sensitivity    Oral Expression    Written 
Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner/Copier    CalculatorOther office equipment as required 
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071371 - EDUC CONSOL FINANCE CONSULTANT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2153 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting or 
finance and, at least three years of full-time work experience in accounting and/or finance, and/or budget. OR 
Graduation from an accredited college or university with a bachelor’s degree including 30 hours in accounting and, at 
least three years of full-time work experience in accounting and/or finance, and/or budget. OR Master’s of Business 
Administration with concentration in accounting or finance and at least one year of full-time work experience in 
accounting and/or finance, and/or budget. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     possess a valid driver’s license.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for accounting, budget and fiscal consultation of considerable 
difficulty; and performs related work as required. Distinguishing Features: This classification is not within a series. 
Incumbents in this classification are employed in the Center for Regional Excellence (CORE) unit within the Tennessee 
Department of Education (TDOE) and consult with local education agencies (LEAs) regarding local, state, and federal-
level financial strategies. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Serves as subject matter expert on local, state, and federal fiscal policies 
and procedures for local education agencies (LEAs).    Advises LEAs on efficient use of resources across all funding 
streams toward student achievement goals.    Assists LEAs in prioritizing key objectives for use of resources.    Consults 
with LEAs on the need for alignment between fiscal matters and programmatic plans and initiatives.    Assists LEAs in 
practically connecting fiscal matters with programmatic plans and initiatives.    Analyzes the use of funds to help LEAs 
identify potential redundancies across programs to ensure efficient use of resources.    Assists LEAs with preparation and 
submission of appropriate budgetary and fiscal documents, including preliminary budgets, amendments as needed, and 
reports.    Advises LEAs on formation of teacher salary schedules.    Advises LEAs on alternative or additional sources of 
revenue (e.g., competitive grants, foundations, partnerships, etc.).    Advises LEAs on how to perform the most complex 
and important reconciliations of general ledger accounts, for example, transaction queries and information provided by 
outside agencies.    Assists LEAs in preparation of the most complex and important financial activity reports.    Assists 
LEAs in updating and maintaining project and grant documentation to ensure proper tracking, reporting, submission, 
and approval.    Provides technical advice to county and city governments on LEA related fiscal matters.Developing 
Objectives and Strategies:    Develops strategies for the efficient use of financial resources in order to assist LEAs in 
meeting student achievement goals.    Identify and provide recommendations on best practices in LEA fiscal matters.    
Strategizes with CORE teammates to provide aligned support towards meeting student achievement goals.    Provide 
input on fiscal considerations for CORE strategic plan development.    Strategically organizes fiscal matters appropriately 
based on department’s systems for consolidated planning and monitoring.Communicating with Supervisors, Peers, or 
Subordinates:    Assists CORE directors with LEA planning processes and providing fiscal advice.    Collaborates closely 
with CORE director and coordinated monitoring specialist to ensure alignment on consolidated planning, monitoring and 
finance.    Provides responsive and timely communication to colleague inquiries. Communicating with Persons Outside of 
the Organization:    Builds strong relationships with LEAs by providing accurate information, helpful resources, training 
and support in fiscal matters as needed.    Develops strong working relationships with fiscal teams in the LEAs.    Provides 
responsive and timely communication to LEA inquiry.    Provides strong customer service to LEAs in fiscal matters, 
including connecting them to additional resources or sources of support.    Communicates essential financial information 



 TN Job Classification Specifications  
September 22, 2020 

to internal and external stakeholders.    Communicates effectively complex accounting principles and fiscal matters to 
non-experts.Training and Teaching Others:    Provides professional development and technical assistance concerning 
internal controls, fiscal policies and procedures in order to build capacity within the LEA.    Conducts training in 
departmental policies, procedures, processes, and software systems.Making Decisions and Solving Problems:    Identifies 
redundancies in forms and processes and recommends areas for streamlining.Scheduling Work and Activities:    
Organizes time and effort on an ongoing basis to reflect priorities and pressing LEA needs. Updating and Using Relevant 
Knowledge:    Maintains currency on relevant departmental guidance, and state and federal policies and procedures. 
Getting Information:    Gather information from various financial reporting systems and LEA staff members. 
 
Competencies (KSA’s): 
Competencies:    Drive for Results. Excellence. Hold high standards for daily work and for reaching goals. Believe in the 
importance of continuous improvement, and constantly strive for a higher level of performance in all work.    
Perspective. Optimism. Believe in the potential of all Tennessee students to reach high levels of academic achievement.    
Decision Quality. Judgment, Seek to make wise decisions. Seek input from diverse set of stakeholders. Use evidence to 
make decisions.    Command Skills. Courage. Remain unwaveringly student-centered in our decision making, prioritizing 
the needs of students over the comfort of adults.    Building Effective Teams. Teamwork. Strive to communicate 
effectively within teams and across teams, ensuring that we are successful in helping all Tennessee students reach their 
potential.    Dealing with Ambiguity. Has flexibility in adapting to new situations.    Personal Learning. Seeks feedback in 
order to improve performance.Knowledge:    Economics and Accounting. Knowledge of generally accepted accounting 
principles.    Administration and Management. Knowledge of creating an organizational budget.    Computers and 
Electronics. Computer knowledge, particularly Excel.Skills:    Writing. Written communication.    Speaking. Verbal 
communication, including presentations.    Social Perceptiveness. Interpersonal skills and building relationships.    Critical 
Thinking.    Instructing. Training and professional development.    Time Management. Organization and 
planning.Abilities:    Oral Expression. Ability to work with a diverse group of stakeholders with varying levels of 
experience and fluency with fiscal matters.    Speed of Closure. Ability to learn quickly and adapt to new information.    
Category Flexibility. Ability to learn parameters of education funding streams, including Basic Education Program (BEP), 
Elementary and Secondary Education Act (ESEA), Individuals with Disabilities Education Act (IDEA), and Carl T. Perkins 
Act and other discretionary funds.    Information Ordering. Ability to synthesize information.    Deductive reasoning.    
Visualization. Goal orientation towards student achievement. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner/Copier    CalculatorOther office equipment as required 
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071341 - EDUC CONSULTANT 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2116 
 
Minimum Qualifications: 
Education and Experience: Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to three years of full-time professional educational, instructional or supervisory/administrative work. 
Substitution of Education for Experience: Graduate coursework from an accredited college or university may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver’s 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional consultative work of considerable difficulty in 
providing technical assistance to local education agency staff in planning, analyzing, developing, and evaluating 
educational programs, activities and services; and performs related work as required.Distinguishing Features: An 
employee in this class is responsible for providing technical assistance to local education agency staff in planning, 
developing, and evaluating educational programs, activities and services. Work involves conducting research on state 
educational needs and problems, evaluating educational proposals, developing curriculum materials, and disseminating 
educational information to appropriate school staff.   This class differs from that of Education Consultant 2 in that 
incumbents of the latter plan and develop policies and procedures and guidelines for the administration and operation 
of a small complex educational program or a section of a larger more complex program or act as an educational-
administrative consultant to a Deputy Commissioner or similar classification. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Conducts onsite visits to ensure compliance of 
school programs with the state and/or agency rules and regulations.    Utilizes information systems to evaluate 
compliance of school programs with the state and/or agency rules and regulations.Making Decisions and Solving 
Problems:    Analyzes information and evaluates results to choose the best solution and solve problems.Updating and 
Using Relevant Knowledge:    Maintains proficient skills in the use of educational information systems to assist agencies 
with compliance with educational standards.    Maintains current knowledge of information pertaining to educational 
laws and state regulations to provide appropriate guidance to schools and stakeholders.Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes personal workload using calendars, lists, and other methods to ensure 
timely and accurate completion of work.    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.Documenting/Recording Information:    Compiles and generates various 
reports to document and confirm accountability of work activities.Communicating with Persons Outside Organization:    
Contacts outside agencies who administer educational services to obtain/provide information about students, schools, 
and procedures.    Schedules and attends meetings to ensure the provision of appropriate educational 
services.Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external 
educators/stakeholders to ensure open dialogues exist and to facilitate provision of appropriate educational services.    
Maintains professional relationships with peers and upper management to ensure organizational effectiveness.Training 
and Teaching Others:     Provides training, technical assistance and information to schools, staff, and various 
stakeholders to communicate educational policies, procedures and best practices.Provide Consultation and Advice to 
Others:    Makes recommendations to agency staff to improve educational services for children/youth.    Consults with 
peers and upper management on the applications of procedures and best practices for strategy 
development.Performing Administrative Activities:    Maintains information files and processes paperwork to meet 
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agency requirements.    Responds to emails, phone calls, and other correspondence to communicate educational 
recommendations. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Problem Solving    Informing    Time Management    Conflict 
Management    Presentation Skills    Composure    Customer Focus    Peer Relationships Knowledge:     Intermediate 
knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology    Advanced knowledge of principles 
and methods for curriculum and training design, teaching and instruction for individuals and groups, and the 
measurement of training effects    Intermediate knowledge of laws, legal codes, court procedures, precedents, 
government regulations, executive orders, agency rules, and the democratic political process    Intermediate knowledge 
of human behavior and performance; individual differences in ability, personality, and interests; learning and 
motivation; psychological research methods; and the assessment and treatment of behavioral and affective disorders 
Skills:    Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Instructing    Negotiation    Persuasion    Complex Problem Solving    Time Management Abilities:     Oral 
Expression    Time Sharing    Written Expression    Speech Clarity    Perceptual Speed    Problem Sensitivity    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Telephone (landline and cellular)    Fax Machine    Printer    Copy Machine (scanner)    Calculator    Media 
Equipment 
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071351 - EDUC CONSULTANT 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2123 
 
Minimum Qualifications: 
Education and Experience:  Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to four years of full-time professional educational, instructional or supervisory/administrative work. 
Substitution of Graduate Education for Experience: Graduate coursework from an accredited college or university may 
be substituted for the required experience, on a year-for-year basis, to a maximum of two years. OR One year of 
experience as an Education Consultant 1 or School Nutrition Consultant with the State of Tennessee.  
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class may be required to:    Possess a valid driver’s 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority." 
 
Job Overview: 
Summary: Under general supervision, is responsible for consultative work of considerable difficulty and administrative 
work of average difficulty in assisting in the development of policies, procedures, and guidelines for the administration 
and operation of a small complex educational program or section of a larger more complex program or, acting as an 
educational-administrative consultant to an assistant commissioner or similar classification; and performs related work 
as required.Distinguishing Features: An employee in this class is responsible for planning and assisting in development of 
policies, procedures, and guidelines for the administration and operation of specific educational programs, activities, 
and services. Work involves identifying and assessing educational needs and developing immediate and long-range plans 
for meeting those needs. Work includes providing technical assistance to educational personnel in implementing 
policies and procedures at the local level. This class differs from that of Education Consultant 1 in that incumbents of the 
latter provide technical assistance to local education agency staff in planning, analyzing, and developing educational 
projects, programs, activities, and services. This class differs from that of Education Consultant 3 in that incumbents of 
the latter are responsible for a large complex program or direct a major education initiative under the direction of the 
Commissioner of Education or the State Board of Education. 
 
Work Activities: 
Training and Teaching Others:    Provides professional development to teachers, LEA staff, peers, and other 
stakeholders.    Identifies and analyzes instructional, administrative, and programmatic training needs within local 
educational agencies.    Collaborates with others to develop training courses and curriculum materials for conducting in-
service training, staff developments, workshops, and seminars. Provide Consultation and Advice to Others:    Gives 
guidance to appropriate stakeholders in techniques for monitoring program compliance with departmental guidelines 
and state and federal regulations.    Evaluates and provides feedback on education assistance grant proposals submitted 
by local education agencies and makes recommendations and decisions on approval or denial. Communicating with 
Persons Outside Organization:    Communicates with LEA's staff and other stakeholders in a responsive and timely 
manner.    Provides information to parents and families concerning state and federal guidelines.    Recommends 
information for posting on TDOE website, and other social media. Developing Objectives and Strategies:    Provides 
technical assistance and guidance, and monitors the use of the allocated education funds to local education agencies, in 
accordance with state and federal laws, rules, and regulations.    Identifies and assesses educational needs and develops 
immediate and long-range plans to meet these needs and improve educational services. Evaluating Information to 
Determine Compliance with Standards:    Ensures that the original intent and purpose of specific educational programs 
are fulfilled.    Evaluates the implementation of vendor or sub-recipient's contractual obligations. Coaching and 
Developing Others:    Coaches and mentors teachers and other LEA staff.    Coaches and mentors peers in areas of 
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expertise. Interpreting the Meaning of Information for Others:    Provides technical assistance to local education agency 
and other educational institution personnel and/or appropriate staff in implementing specific educational program 
policies and procedures at the local level. Making Decisions and Solving Problems:    Participates in planning and 
developing policies, procedures, standards, and guidelines for the administration and operation of specific educational 
programs, activities, and services.    Assists in development of standards and criteria for evaluating educational projects, 
programs, activities, services, and/or curriculum plans. Communicating with Supervisors, Peers, or Subordinates:    
Communicates potential areas of concern or pertinent information to supervisors immediately.    Shares relevant 
information with supervisors and peers concerning current issues. Monitoring and Controlling Resources:    Monitors 
program budgets and cost allocation plans, and monitors individual program expenditures.  Resolving Conflicts and 
Negotiating with Others:    Assists in resolving potential conflict between parents and school districts. Performing 
Administrative Activities:    Processes paperwork accurately and in a timely manner.     Maintains appropriate 
documentation files.    Follows the policies and procedures for employee time and travel reporting and approval. 
Analyzing Data or Information:    Reviews relevant information and makes recommendations on the need for changes in 
program policies, procedures, and guidelines. Documenting/Recording Information:    Maintains records and reports 
including instructional and training manuals, policy directives, administrative and programmatic manuals, statistical 
information, and financial and budgetary data. Interacting With Computers:    Enters and maintains data into web-based 
applications or excel documents. Processing Information:    Compiles and organizes data for future use in decision 
making. Organizing, Planning, and Prioritizing Work:    Prioritizes, organizes, and plans work to meet assigned deadlines. 
Coordinating the Work and Activities of Others:    Leads assigned initiatives and provides feedback to supervisors. 
Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members. 
Thinking Creatively:    Researches and makes recommendations for new and innovative systems, products, or 
applications. Getting Information:    Gathers information from the supervisors, local education agencies, state, and 
federal sources to compile necessary reports. Updating and Using Relevant Knowledge:    Attends conferences, 
meetings, and seminars at local, state, and national levels to promote and coordinate the planning and implementation 
of specific educational programs, activities, and services. Establishing and Maintaining Interpersonal Relationships:    
Serves on a variety of committees to promote and coordinate the planning and implementation of specific educational 
programs, activities, and services.  Handling and Moving Objects:    Packs, handles, and moves training materials. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Building Effective Teams    Decision Quality    Written 
Communication    Drive for Results    Problem Solving    Time Management    Perseverance    PerspectiveKnowledge:    
Clerical    Communication and Media    Customer Service Oriented    Education and Training    Monitoring    
Respectfulness    Self-motivated    Time Management Skills:    Active Learning    Active Listening    Complex Problem 
Solving    Coordination    Critical Thinking    Fluency of Ideas    Instructing    Judgment and Decision Making    Learning 
Strategies    Management of Material Things    Negotiation    Oral Comprehension    Persuasion    Reading 
Comprehension    Social Perceptiveness    Speaking    Systems Evaluation    Writing Abilities:    Deductive Reasoning    
Inductive Reasoning    Selective Attention    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071351 - EDUC CONSULTANT 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2124 
 
Minimum Qualifications: 
Education and Experience:  Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to four years of full-time professional educational, instructional or supervisory/administrative work. 
Substitution of Graduate Education for Experience: Graduate coursework from an accredited college or university may 
be substituted for the required experience, on a year-for-year basis, to a maximum of two years. OR One year of 
experience as an Education Consultant 1 or School Nutrition Consultant with the State of Tennessee.  
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class may be required to:    Possess a valid driver’s 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority." 
 
Job Overview: 
Summary: Under general supervision, is responsible for consultative work of considerable difficulty and administrative 
work of average difficulty in assisting in the development of policies, procedures, and guidelines for the administration 
and operation of a small complex educational program or section of a larger more complex program or, acting as an 
educational-administrative consultant to an assistant commissioner or similar classification; and performs related work 
as required.Distinguishing Features: An employee in this class is responsible for planning and assisting in development of 
policies, procedures, and guidelines for the administration and operation of specific educational programs, activities, 
and services. Work involves identifying and assessing educational needs and developing immediate and long-range plans 
for meeting those needs. Work includes providing technical assistance to educational personnel in implementing 
policies and procedures at the local level. This class differs from that of Education Consultant 1 in that incumbents of the 
latter provide technical assistance to local education agency staff in planning, analyzing, and developing educational 
projects, programs, activities, and services. This class differs from that of Education Consultant 3 in that incumbents of 
the latter are responsible for a large complex program or direct a major education initiative under the direction of the 
Commissioner of Education or the State Board of Education. 
 
Work Activities: 
Training and Teaching Others:    Provides professional development to teachers, LEA staff, peers, and other 
stakeholders.    Identifies and analyzes instructional, administrative, and programmatic training needs within local 
educational agencies.    Collaborates with others to develop training courses and curriculum materials for conducting in-
service training, staff developments, workshops, and seminars. Provide Consultation and Advice to Others:    Gives 
guidance to appropriate stakeholders in techniques for monitoring program compliance with departmental guidelines 
and state and federal regulations.    Evaluates and provides feedback on education assistance grant proposals submitted 
by local education agencies and makes recommendations and decisions on approval or denial. Communicating with 
Persons Outside Organization:    Communicates with LEA's staff and other stakeholders in a responsive and timely 
manner.    Provides information to parents and families concerning state and federal guidelines.    Recommends 
information for posting on TDOE website, and other social media. Developing Objectives and Strategies:    Provides 
technical assistance and guidance, and monitors the use of the allocated education funds to local education agencies, in 
accordance with state and federal laws, rules, and regulations.    Identifies and assesses educational needs and develops 
immediate and long-range plans to meet these needs and improve educational services. Evaluating Information to 
Determine Compliance with Standards:    Ensures that the original intent and purpose of specific educational programs 
are fulfilled.    Evaluates the implementation of vendor or sub-recipient's contractual obligations. Coaching and 
Developing Others:    Coaches and mentors teachers and other LEA staff.    Coaches and mentors peers in areas of 
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expertise. Interpreting the Meaning of Information for Others:    Provides technical assistance to local education agency 
and other educational institution personnel and/or appropriate staff in implementing specific educational program 
policies and procedures at the local level. Making Decisions and Solving Problems:    Participates in planning and 
developing policies, procedures, standards, and guidelines for the administration and operation of specific educational 
programs, activities, and services.    Assists in development of standards and criteria for evaluating educational projects, 
programs, activities, services, and/or curriculum plans. Communicating with Supervisors, Peers, or Subordinates:    
Communicates potential areas of concern or pertinent information to supervisors immediately.    Shares relevant 
information with supervisors and peers concerning current issues. Monitoring and Controlling Resources:    Monitors 
program budgets and cost allocation plans, and monitors individual program expenditures.  Resolving Conflicts and 
Negotiating with Others:    Assists in resolving potential conflict between parents and school districts. Performing 
Administrative Activities:    Processes paperwork accurately and in a timely manner.     Maintains appropriate 
documentation files.    Follows the policies and procedures for employee time and travel reporting and approval. 
Analyzing Data or Information:    Reviews relevant information and makes recommendations on the need for changes in 
program policies, procedures, and guidelines. Documenting/Recording Information:    Maintains records and reports 
including instructional and training manuals, policy directives, administrative and programmatic manuals, statistical 
information, and financial and budgetary data. Interacting With Computers:    Enters and maintains data into web-based 
applications or excel documents. Processing Information:    Compiles and organizes data for future use in decision 
making. Organizing, Planning, and Prioritizing Work:    Prioritizes, organizes, and plans work to meet assigned deadlines. 
Coordinating the Work and Activities of Others:    Leads assigned initiatives and provides feedback to supervisors. 
Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members. 
Thinking Creatively:    Researches and makes recommendations for new and innovative systems, products, or 
applications. Getting Information:    Gathers information from the supervisors, local education agencies, state, and 
federal sources to compile necessary reports. Updating and Using Relevant Knowledge:    Attends conferences, 
meetings, and seminars at local, state, and national levels to promote and coordinate the planning and implementation 
of specific educational programs, activities, and services. Establishing and Maintaining Interpersonal Relationships:    
Serves on a variety of committees to promote and coordinate the planning and implementation of specific educational 
programs, activities, and services.  Handling and Moving Objects:    Packs, handles, and moves training materials. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Building Effective Teams    Decision Quality    Written 
Communication    Drive for Results    Problem Solving    Time Management    Perseverance    PerspectiveKnowledge:    
Clerical    Communication and Media    Customer Service Oriented    Education and Training    Monitoring    
Respectfulness    Self-motivated    Time Management Skills:    Active Learning    Active Listening    Complex Problem 
Solving    Coordination    Critical Thinking    Fluency of Ideas    Instructing    Judgment and Decision Making    Learning 
Strategies    Management of Material Things    Negotiation    Oral Comprehension    Persuasion    Reading 
Comprehension    Social Perceptiveness    Speaking    Systems Evaluation    Writing Abilities:    Deductive Reasoning    
Inductive Reasoning    Selective Attention    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071351 - EDUC CONSULTANT 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2125 
 
Minimum Qualifications: 
Education and Experience:  Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to four years of full-time professional educational, instructional or supervisory/administrative work. 
Substitution of Graduate Education for Experience: Graduate coursework from an accredited college or university may 
be substituted for the required experience, on a year-for-year basis, to a maximum of two years. OR One year of 
experience as an Education Consultant 1 or School Nutrition Consultant with the State of Tennessee.  
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class may be required to:    Possess a valid driver’s 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority." 
 
Job Overview: 
Summary: Under general supervision, is responsible for consultative work of considerable difficulty and administrative 
work of average difficulty in assisting in the development of policies, procedures, and guidelines for the administration 
and operation of a small complex educational program or section of a larger more complex program or, acting as an 
educational-administrative consultant to an assistant commissioner or similar classification; and performs related work 
as required.Distinguishing Features: An employee in this class is responsible for planning and assisting in development of 
policies, procedures, and guidelines for the administration and operation of specific educational programs, activities, 
and services. Work involves identifying and assessing educational needs and developing immediate and long-range plans 
for meeting those needs. Work includes providing technical assistance to educational personnel in implementing 
policies and procedures at the local level. This class differs from that of Education Consultant 1 in that incumbents of the 
latter provide technical assistance to local education agency staff in planning, analyzing, and developing educational 
projects, programs, activities, and services. This class differs from that of Education Consultant 3 in that incumbents of 
the latter are responsible for a large complex program or direct a major education initiative under the direction of the 
Commissioner of Education or the State Board of Education. 
 
Work Activities: 
Training and Teaching Others:    Provides professional development to teachers, LEA staff, peers, and other 
stakeholders.    Identifies and analyzes instructional, administrative, and programmatic training needs within local 
educational agencies.    Collaborates with others to develop training courses and curriculum materials for conducting in-
service training, staff developments, workshops, and seminars. Provide Consultation and Advice to Others:    Gives 
guidance to appropriate stakeholders in techniques for monitoring program compliance with departmental guidelines 
and state and federal regulations.    Evaluates and provides feedback on education assistance grant proposals submitted 
by local education agencies and makes recommendations and decisions on approval or denial. Communicating with 
Persons Outside Organization:    Communicates with LEA's staff and other stakeholders in a responsive and timely 
manner.    Provides information to parents and families concerning state and federal guidelines.    Recommends 
information for posting on TDOE website, and other social media. Developing Objectives and Strategies:    Provides 
technical assistance and guidance, and monitors the use of the allocated education funds to local education agencies, in 
accordance with state and federal laws, rules, and regulations.    Identifies and assesses educational needs and develops 
immediate and long-range plans to meet these needs and improve educational services. Evaluating Information to 
Determine Compliance with Standards:    Ensures that the original intent and purpose of specific educational programs 
are fulfilled.    Evaluates the implementation of vendor or sub-recipient's contractual obligations. Coaching and 
Developing Others:    Coaches and mentors teachers and other LEA staff.    Coaches and mentors peers in areas of 
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expertise. Interpreting the Meaning of Information for Others:    Provides technical assistance to local education agency 
and other educational institution personnel and/or appropriate staff in implementing specific educational program 
policies and procedures at the local level. Making Decisions and Solving Problems:    Participates in planning and 
developing policies, procedures, standards, and guidelines for the administration and operation of specific educational 
programs, activities, and services.    Assists in development of standards and criteria for evaluating educational projects, 
programs, activities, services, and/or curriculum plans. Communicating with Supervisors, Peers, or Subordinates:    
Communicates potential areas of concern or pertinent information to supervisors immediately.    Shares relevant 
information with supervisors and peers concerning current issues. Monitoring and Controlling Resources:    Monitors 
program budgets and cost allocation plans, and monitors individual program expenditures.  Resolving Conflicts and 
Negotiating with Others:    Assists in resolving potential conflict between parents and school districts. Performing 
Administrative Activities:    Processes paperwork accurately and in a timely manner.     Maintains appropriate 
documentation files.    Follows the policies and procedures for employee time and travel reporting and approval. 
Analyzing Data or Information:    Reviews relevant information and makes recommendations on the need for changes in 
program policies, procedures, and guidelines. Documenting/Recording Information:    Maintains records and reports 
including instructional and training manuals, policy directives, administrative and programmatic manuals, statistical 
information, and financial and budgetary data. Interacting With Computers:    Enters and maintains data into web-based 
applications or excel documents. Processing Information:    Compiles and organizes data for future use in decision 
making. Organizing, Planning, and Prioritizing Work:    Prioritizes, organizes, and plans work to meet assigned deadlines. 
Coordinating the Work and Activities of Others:    Leads assigned initiatives and provides feedback to supervisors. 
Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members. 
Thinking Creatively:    Researches and makes recommendations for new and innovative systems, products, or 
applications. Getting Information:    Gathers information from the supervisors, local education agencies, state, and 
federal sources to compile necessary reports. Updating and Using Relevant Knowledge:    Attends conferences, 
meetings, and seminars at local, state, and national levels to promote and coordinate the planning and implementation 
of specific educational programs, activities, and services. Establishing and Maintaining Interpersonal Relationships:    
Serves on a variety of committees to promote and coordinate the planning and implementation of specific educational 
programs, activities, and services.  Handling and Moving Objects:    Packs, handles, and moves training materials. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Building Effective Teams    Decision Quality    Written 
Communication    Drive for Results    Problem Solving    Time Management    Perseverance    PerspectiveKnowledge:    
Clerical    Communication and Media    Customer Service Oriented    Education and Training    Monitoring    
Respectfulness    Self-motivated    Time Management Skills:    Active Learning    Active Listening    Complex Problem 
Solving    Coordination    Critical Thinking    Fluency of Ideas    Instructing    Judgment and Decision Making    Learning 
Strategies    Management of Material Things    Negotiation    Oral Comprehension    Persuasion    Reading 
Comprehension    Social Perceptiveness    Speaking    Systems Evaluation    Writing Abilities:    Deductive Reasoning    
Inductive Reasoning    Selective Attention    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071351 - EDUC CONSULTANT 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2126 
 
Minimum Qualifications: 
Education and Experience:  Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to four years of full-time professional educational, instructional or supervisory/administrative work. 
Substitution of Graduate Education for Experience: Graduate coursework from an accredited college or university may 
be substituted for the required experience, on a year-for-year basis, to a maximum of two years. OR One year of 
experience as an Education Consultant 1 or School Nutrition Consultant with the State of Tennessee.  
 
Other Requirements: 
"Necessary Special Qualifications:  Applicants for this class may be required to:    Possess a valid driver’s 
license.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority." 
 
Job Overview: 
Summary: Under general supervision, is responsible for consultative work of considerable difficulty and administrative 
work of average difficulty in assisting in the development of policies, procedures, and guidelines for the administration 
and operation of a small complex educational program or section of a larger more complex program or, acting as an 
educational-administrative consultant to an assistant commissioner or similar classification; and performs related work 
as required.Distinguishing Features: An employee in this class is responsible for planning and assisting in development of 
policies, procedures, and guidelines for the administration and operation of specific educational programs, activities, 
and services. Work involves identifying and assessing educational needs and developing immediate and long-range plans 
for meeting those needs. Work includes providing technical assistance to educational personnel in implementing 
policies and procedures at the local level. This class differs from that of Education Consultant 1 in that incumbents of the 
latter provide technical assistance to local education agency staff in planning, analyzing, and developing educational 
projects, programs, activities, and services. This class differs from that of Education Consultant 3 in that incumbents of 
the latter are responsible for a large complex program or direct a major education initiative under the direction of the 
Commissioner of Education or the State Board of Education. 
 
Work Activities: 
Training and Teaching Others:    Provides professional development to teachers, LEA staff, peers, and other 
stakeholders.    Identifies and analyzes instructional, administrative, and programmatic training needs within local 
educational agencies.    Collaborates with others to develop training courses and curriculum materials for conducting in-
service training, staff developments, workshops, and seminars. Provide Consultation and Advice to Others:    Gives 
guidance to appropriate stakeholders in techniques for monitoring program compliance with departmental guidelines 
and state and federal regulations.    Evaluates and provides feedback on education assistance grant proposals submitted 
by local education agencies and makes recommendations and decisions on approval or denial. Communicating with 
Persons Outside Organization:    Communicates with LEA's staff and other stakeholders in a responsive and timely 
manner.    Provides information to parents and families concerning state and federal guidelines.    Recommends 
information for posting on TDOE website, and other social media. Developing Objectives and Strategies:    Provides 
technical assistance and guidance, and monitors the use of the allocated education funds to local education agencies, in 
accordance with state and federal laws, rules, and regulations.    Identifies and assesses educational needs and develops 
immediate and long-range plans to meet these needs and improve educational services. Evaluating Information to 
Determine Compliance with Standards:    Ensures that the original intent and purpose of specific educational programs 
are fulfilled.    Evaluates the implementation of vendor or sub-recipient's contractual obligations. Coaching and 
Developing Others:    Coaches and mentors teachers and other LEA staff.    Coaches and mentors peers in areas of 
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expertise. Interpreting the Meaning of Information for Others:    Provides technical assistance to local education agency 
and other educational institution personnel and/or appropriate staff in implementing specific educational program 
policies and procedures at the local level. Making Decisions and Solving Problems:    Participates in planning and 
developing policies, procedures, standards, and guidelines for the administration and operation of specific educational 
programs, activities, and services.    Assists in development of standards and criteria for evaluating educational projects, 
programs, activities, services, and/or curriculum plans. Communicating with Supervisors, Peers, or Subordinates:    
Communicates potential areas of concern or pertinent information to supervisors immediately.    Shares relevant 
information with supervisors and peers concerning current issues. Monitoring and Controlling Resources:    Monitors 
program budgets and cost allocation plans, and monitors individual program expenditures.  Resolving Conflicts and 
Negotiating with Others:    Assists in resolving potential conflict between parents and school districts. Performing 
Administrative Activities:    Processes paperwork accurately and in a timely manner.     Maintains appropriate 
documentation files.    Follows the policies and procedures for employee time and travel reporting and approval. 
Analyzing Data or Information:    Reviews relevant information and makes recommendations on the need for changes in 
program policies, procedures, and guidelines. Documenting/Recording Information:    Maintains records and reports 
including instructional and training manuals, policy directives, administrative and programmatic manuals, statistical 
information, and financial and budgetary data. Interacting With Computers:    Enters and maintains data into web-based 
applications or excel documents. Processing Information:    Compiles and organizes data for future use in decision 
making. Organizing, Planning, and Prioritizing Work:    Prioritizes, organizes, and plans work to meet assigned deadlines. 
Coordinating the Work and Activities of Others:    Leads assigned initiatives and provides feedback to supervisors. 
Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members. 
Thinking Creatively:    Researches and makes recommendations for new and innovative systems, products, or 
applications. Getting Information:    Gathers information from the supervisors, local education agencies, state, and 
federal sources to compile necessary reports. Updating and Using Relevant Knowledge:    Attends conferences, 
meetings, and seminars at local, state, and national levels to promote and coordinate the planning and implementation 
of specific educational programs, activities, and services. Establishing and Maintaining Interpersonal Relationships:    
Serves on a variety of committees to promote and coordinate the planning and implementation of specific educational 
programs, activities, and services.  Handling and Moving Objects:    Packs, handles, and moves training materials. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Building Effective Teams    Decision Quality    Written 
Communication    Drive for Results    Problem Solving    Time Management    Perseverance    PerspectiveKnowledge:    
Clerical    Communication and Media    Customer Service Oriented    Education and Training    Monitoring    
Respectfulness    Self-motivated    Time Management Skills:    Active Learning    Active Listening    Complex Problem 
Solving    Coordination    Critical Thinking    Fluency of Ideas    Instructing    Judgment and Decision Making    Learning 
Strategies    Management of Material Things    Negotiation    Oral Comprehension    Persuasion    Reading 
Comprehension    Social Perceptiveness    Speaking    Systems Evaluation    Writing Abilities:    Deductive Reasoning    
Inductive Reasoning    Selective Attention    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071360 - EDUC CONSULTANT 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2135 
 
Minimum Qualifications: 
Education and Experience: Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to substantial (five or more years of) full-time professional educational or instructional work, including at 
least two years of supervisory/administrative or advisory work. Substitution of Education for Experience: Graduate 
coursework from an accredited college or university may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required two years of specialized experience. OR  
One year of experience as an Education Consultant 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver’s license. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for administrative and consultative work of considerable difficulty and 
supervisory work of average difficulty in supervising the activities of subordinate professional staff engaged in 
developing, interpreting, and providing technical assistance in implementing policies, procedures, and guidelines for the 
administration of large and complex statewide educational programs or for directing a major education initiative under 
the direction of the commissioner of the appointing agency or the State Board of Education; performs related work as 
required. Distinguishing Features: An employee in this class is responsible for developing and administering complex 
statewide education programs and may supervise subordinate professional consultants. This class differs from that of 
Educ Consultant 2 in that incumbents of the latter plan and develop policies, procedures, and guidelines for directing a 
major education initiative under the direction of the commissioner of the appointing agency or the state board of 
education; performs related work as required. 
 
Work Activities: 
Monitoring and Controlling Resources:    Reviews and approves budgets.    Monitors program budgets and cost 
allocation plans, and monitors individual program expenditures.Developing Objectives and Strategies:    Supervises, 
participates in, and makes recommendations in the development, interpretation, implementation, and enforcement of 
policies, procedures, and guidelines affecting the administration and operation of educational programs, activities, 
services and/or initiatives.    Supervises and participates in analyzing and assessing educational needs and developing 
immediate and long-range plans to meet these needs.Evaluating Information to Determine Compliance with Standards:    
Ensures that the original intent and purpose of specific educational programs are fulfilled.    Evaluates the 
implementation of vendor or sub-recipient's contractual obligations.Provide Consultation and Advice to Others:    
Evaluates and provides feedback on education assistance grant proposals submitted by local education agencies and 
makes recommendations and decisions on approval or denial.    Supervises technical assistance to local education 
agencies and other educational institutions in complying with educational policies and procedures and planning, 
developing, implementing, and evaluating educational projects, programs, activities and services.Guiding, Directing, and 
Motivating Subordinates:    Supervises subordinate consultative staff in developing state plans for the administration of 
specific educational programs and the development of guidelines for the distribution of educational funds.    Assigns, 
trains, supervises, and evaluates subordinate professional consultants and clerical employees.Communicating with 
Persons Outside Organization:    Attends, participates in and/or conducts conferences, meetings, and seminars at the 
local, state, and national level in order to promote and disseminate information concerning educational programs, 
activities and services and remains informed of new and changing policies, procedures, and regulations.    
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Communicates with representatives with the US Department of Education.Coaching and Developing Others:    
Encourages innovation in meeting program goals and seeks feedback on program improvement.    Coaches and mentors 
district level supervisors, teachers and fiscal directors.Scheduling Work and Activities:    Develops timelines for 
programs.    Schedules staff development training, meetings and conferences.Training and Teaching Others:    Develops 
and implements training programs for stakeholders.Making Decisions and Solving Problems:    Analyzes a section's 
organization, operations, policies and procedures, and makes recommendations and decisions on improvements in 
economy, efficiency and quality in these areas.Interpreting the Meaning of Information for Others:    Provides technical 
assistance to local education agencies and other educational institution personnel and/or appropriate staff in 
implementing specific educational program policies and procedures at the local level.Documenting/Recording 
Information:    Supervises and participates in the development, preparation, and maintenance of records and reports, 
including policy directives, instructional and training manuals, administrative procedural manuals, contracts, survey and 
statistical data, and financial and administrative records and reports.Resolving Conflicts and Negotiating with Others:    
Addresses conflict among local districts and stakeholders.Organizing, Planning, and Prioritizing Work:    Creates project 
plans and manages appropriate timelines.Establishing and Maintaining Interpersonal Relationships:    Establishes and 
maintains a variety of important personal contacts including inter/intra departmental associates and higher level 
officials. Contacts may include directors of schools, local supervisors, principals, teachers, board of education members, 
and other individuals in order to promote, discuss, explain, and resolve problems concerning the administration and 
enforcement of educational policies, procedures, and regulations.Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, performance evaluations, and other human 
resources actions.Interacting With Computers:    Enters and maintains data into web-based applications and applicable 
software packages.Handling and Moving Objects:    Packs, handles, and moves training materials for set-up of 
conferences, meetings and training sessions. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Written Communication    Problem Solving    Perseverance    
Building Effective Teams    Decision Quality    Drive for Results    Time Management    PerspectiveKnowledge:    
Administration and management    Education and teaching    English languageSkills:    Active listening    Critical thinking    
Learning strategies    Reading comprehension    Speaking    Writing    Instructing    Negotiation    Persuasion    Social 
perceptiveness    Complex problem solving    Judgment and decision making    Systems analysis    Systems evaluation    
Management of financial resources    Management of material resources    Management of personnel resourcesAbilities:    
Category flexibility    Information ordering    Oral comprehension    Oral expression    Problem sensitivity    Selective 
attention    Written comprehension    Written expression    Speech clarity    Speech recognition 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071360 - EDUC CONSULTANT 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2136 
 
Minimum Qualifications: 
Education and Experience: Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to substantial (five or more years of) full-time professional educational or instructional work, including at 
least two years of supervisory/administrative or advisory work. Substitution of Education for Experience: Graduate 
coursework from an accredited college or university may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required two years of specialized experience. OR  
One year of experience as an Education Consultant 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver’s license. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for administrative and consultative work of considerable difficulty and 
supervisory work of average difficulty in supervising the activities of subordinate professional staff engaged in 
developing, interpreting, and providing technical assistance in implementing policies, procedures, and guidelines for the 
administration of large and complex statewide educational programs or for directing a major education initiative under 
the direction of the commissioner of the appointing agency or the State Board of Education; performs related work as 
required. Distinguishing Features: An employee in this class is responsible for developing and administering complex 
statewide education programs and may supervise subordinate professional consultants. This class differs from that of 
Educ Consultant 2 in that incumbents of the latter plan and develop policies, procedures, and guidelines for directing a 
major education initiative under the direction of the commissioner of the appointing agency or the state board of 
education; performs related work as required. 
 
Work Activities: 
Monitoring and Controlling Resources:    Reviews and approves budgets.    Monitors program budgets and cost 
allocation plans, and monitors individual program expenditures.Developing Objectives and Strategies:    Supervises, 
participates in, and makes recommendations in the development, interpretation, implementation, and enforcement of 
policies, procedures, and guidelines affecting the administration and operation of educational programs, activities, 
services and/or initiatives.    Supervises and participates in analyzing and assessing educational needs and developing 
immediate and long-range plans to meet these needs.Evaluating Information to Determine Compliance with Standards:    
Ensures that the original intent and purpose of specific educational programs are fulfilled.    Evaluates the 
implementation of vendor or sub-recipient's contractual obligations.Provide Consultation and Advice to Others:    
Evaluates and provides feedback on education assistance grant proposals submitted by local education agencies and 
makes recommendations and decisions on approval or denial.    Supervises technical assistance to local education 
agencies and other educational institutions in complying with educational policies and procedures and planning, 
developing, implementing, and evaluating educational projects, programs, activities and services.Guiding, Directing, and 
Motivating Subordinates:    Supervises subordinate consultative staff in developing state plans for the administration of 
specific educational programs and the development of guidelines for the distribution of educational funds.    Assigns, 
trains, supervises, and evaluates subordinate professional consultants and clerical employees.Communicating with 
Persons Outside Organization:    Attends, participates in and/or conducts conferences, meetings, and seminars at the 
local, state, and national level in order to promote and disseminate information concerning educational programs, 
activities and services and remains informed of new and changing policies, procedures, and regulations.    
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Communicates with representatives with the US Department of Education.Coaching and Developing Others:    
Encourages innovation in meeting program goals and seeks feedback on program improvement.    Coaches and mentors 
district level supervisors, teachers and fiscal directors.Scheduling Work and Activities:    Develops timelines for 
programs.    Schedules staff development training, meetings and conferences.Training and Teaching Others:    Develops 
and implements training programs for stakeholders.Making Decisions and Solving Problems:    Analyzes a section's 
organization, operations, policies and procedures, and makes recommendations and decisions on improvements in 
economy, efficiency and quality in these areas.Interpreting the Meaning of Information for Others:    Provides technical 
assistance to local education agencies and other educational institution personnel and/or appropriate staff in 
implementing specific educational program policies and procedures at the local level.Documenting/Recording 
Information:    Supervises and participates in the development, preparation, and maintenance of records and reports, 
including policy directives, instructional and training manuals, administrative procedural manuals, contracts, survey and 
statistical data, and financial and administrative records and reports.Resolving Conflicts and Negotiating with Others:    
Addresses conflict among local districts and stakeholders.Organizing, Planning, and Prioritizing Work:    Creates project 
plans and manages appropriate timelines.Establishing and Maintaining Interpersonal Relationships:    Establishes and 
maintains a variety of important personal contacts including inter/intra departmental associates and higher level 
officials. Contacts may include directors of schools, local supervisors, principals, teachers, board of education members, 
and other individuals in order to promote, discuss, explain, and resolve problems concerning the administration and 
enforcement of educational policies, procedures, and regulations.Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, performance evaluations, and other human 
resources actions.Interacting With Computers:    Enters and maintains data into web-based applications and applicable 
software packages.Handling and Moving Objects:    Packs, handles, and moves training materials for set-up of 
conferences, meetings and training sessions. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Written Communication    Problem Solving    Perseverance    
Building Effective Teams    Decision Quality    Drive for Results    Time Management    PerspectiveKnowledge:    
Administration and management    Education and teaching    English languageSkills:    Active listening    Critical thinking    
Learning strategies    Reading comprehension    Speaking    Writing    Instructing    Negotiation    Persuasion    Social 
perceptiveness    Complex problem solving    Judgment and decision making    Systems analysis    Systems evaluation    
Management of financial resources    Management of material resources    Management of personnel resourcesAbilities:    
Category flexibility    Information ordering    Oral comprehension    Oral expression    Problem sensitivity    Selective 
attention    Written comprehension    Written expression    Speech clarity    Speech recognition 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071360 - EDUC CONSULTANT 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2137 
 
Minimum Qualifications: 
Education and Experience: Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to substantial (five or more years of) full-time professional educational or instructional work, including at 
least two years of supervisory/administrative or advisory work. Substitution of Education for Experience: Graduate 
coursework from an accredited college or university may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required two years of specialized experience. OR  
One year of experience as an Education Consultant 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver’s license. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for administrative and consultative work of considerable difficulty and 
supervisory work of average difficulty in supervising the activities of subordinate professional staff engaged in 
developing, interpreting, and providing technical assistance in implementing policies, procedures, and guidelines for the 
administration of large and complex statewide educational programs or for directing a major education initiative under 
the direction of the commissioner of the appointing agency or the State Board of Education; performs related work as 
required. Distinguishing Features: An employee in this class is responsible for developing and administering complex 
statewide education programs and may supervise subordinate professional consultants. This class differs from that of 
Educ Consultant 2 in that incumbents of the latter plan and develop policies, procedures, and guidelines for directing a 
major education initiative under the direction of the commissioner of the appointing agency or the state board of 
education; performs related work as required. 
 
Work Activities: 
Monitoring and Controlling Resources:    Reviews and approves budgets.    Monitors program budgets and cost 
allocation plans, and monitors individual program expenditures.Developing Objectives and Strategies:    Supervises, 
participates in, and makes recommendations in the development, interpretation, implementation, and enforcement of 
policies, procedures, and guidelines affecting the administration and operation of educational programs, activities, 
services and/or initiatives.    Supervises and participates in analyzing and assessing educational needs and developing 
immediate and long-range plans to meet these needs.Evaluating Information to Determine Compliance with Standards:    
Ensures that the original intent and purpose of specific educational programs are fulfilled.    Evaluates the 
implementation of vendor or sub-recipient's contractual obligations.Provide Consultation and Advice to Others:    
Evaluates and provides feedback on education assistance grant proposals submitted by local education agencies and 
makes recommendations and decisions on approval or denial.    Supervises technical assistance to local education 
agencies and other educational institutions in complying with educational policies and procedures and planning, 
developing, implementing, and evaluating educational projects, programs, activities and services.Guiding, Directing, and 
Motivating Subordinates:    Supervises subordinate consultative staff in developing state plans for the administration of 
specific educational programs and the development of guidelines for the distribution of educational funds.    Assigns, 
trains, supervises, and evaluates subordinate professional consultants and clerical employees.Communicating with 
Persons Outside Organization:    Attends, participates in and/or conducts conferences, meetings, and seminars at the 
local, state, and national level in order to promote and disseminate information concerning educational programs, 
activities and services and remains informed of new and changing policies, procedures, and regulations.    
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Communicates with representatives with the US Department of Education.Coaching and Developing Others:    
Encourages innovation in meeting program goals and seeks feedback on program improvement.    Coaches and mentors 
district level supervisors, teachers and fiscal directors.Scheduling Work and Activities:    Develops timelines for 
programs.    Schedules staff development training, meetings and conferences.Training and Teaching Others:    Develops 
and implements training programs for stakeholders.Making Decisions and Solving Problems:    Analyzes a section's 
organization, operations, policies and procedures, and makes recommendations and decisions on improvements in 
economy, efficiency and quality in these areas.Interpreting the Meaning of Information for Others:    Provides technical 
assistance to local education agencies and other educational institution personnel and/or appropriate staff in 
implementing specific educational program policies and procedures at the local level.Documenting/Recording 
Information:    Supervises and participates in the development, preparation, and maintenance of records and reports, 
including policy directives, instructional and training manuals, administrative procedural manuals, contracts, survey and 
statistical data, and financial and administrative records and reports.Resolving Conflicts and Negotiating with Others:    
Addresses conflict among local districts and stakeholders.Organizing, Planning, and Prioritizing Work:    Creates project 
plans and manages appropriate timelines.Establishing and Maintaining Interpersonal Relationships:    Establishes and 
maintains a variety of important personal contacts including inter/intra departmental associates and higher level 
officials. Contacts may include directors of schools, local supervisors, principals, teachers, board of education members, 
and other individuals in order to promote, discuss, explain, and resolve problems concerning the administration and 
enforcement of educational policies, procedures, and regulations.Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion, demotion, performance evaluations, and other human 
resources actions.Interacting With Computers:    Enters and maintains data into web-based applications and applicable 
software packages.Handling and Moving Objects:    Packs, handles, and moves training materials for set-up of 
conferences, meetings and training sessions. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Written Communication    Problem Solving    Perseverance    
Building Effective Teams    Decision Quality    Drive for Results    Time Management    PerspectiveKnowledge:    
Administration and management    Education and teaching    English languageSkills:    Active listening    Critical thinking    
Learning strategies    Reading comprehension    Speaking    Writing    Instructing    Negotiation    Persuasion    Social 
perceptiveness    Complex problem solving    Judgment and decision making    Systems analysis    Systems evaluation    
Management of financial resources    Management of material resources    Management of personnel resourcesAbilities:    
Category flexibility    Information ordering    Oral comprehension    Oral expression    Problem sensitivity    Selective 
attention    Written comprehension    Written expression    Speech clarity    Speech recognition 
 
Tools and Equipment Used: 
    Computer    Copier/Scanner    Media Equipment 
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071361 - EDUC CONSULTANT 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2269 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071361 - EDUC CONSULTANT 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2270 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071383 - EDUC CORE DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2140 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071362 - EDUC PROGRAM ADMINISTRATOR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2271 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071363 - EDUC PROGRAM ADMINISTRATOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2272 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071365 - EDUC PROGRAM DIRECTOR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2138 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071366 - EDUC PROGRAM DIRECTOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2139 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071370 - EDUC RGNL ACADEMIC CONSULTANT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2144 
 
Minimum Qualifications: 
Education and Experience: Possession of a bachelor's degree from an accredited college or university, and a minimum of 
two years of full-time, pre K-12 teaching experience or higher education experience related to pre K-12 instruction. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must: possess a valid driver's license.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, provides direct and indirect support to districts through academic and 
instructional consultation and advice to improve student achievement outcomes, and performs related work as 
required. Distinguishing Features: This classification is not within a series. Incumbents in this classification are employed 
in the Center for Regional Excellence (CORE) unit within the Tennessee Department of Education (TDOE). 
 
Work Activities: 
Provide Consultation and Advice to Others: Serves as subject matter expert on state standards and priority academic 
initiatives for local education agencies (LEAs). Assists LEAs in effective implementation of priority academic initiatives to 
meet student achievement goals in overall growth and gap closure. Assists LEAs in developing concrete next steps and 
makes recommendations about specific academic areas in which to focus staff time. Assists LEAs in developing school 
schedules that maximize instructional time and target student learning. Assists LEAs in developing staffing patterns that 
best leverage staff expertise to meet student needs. Assists LEAs in developing instructional supports (such as pacing 
guides, curriculum maps, unit plans, etc.) to meet new standards. Assists LEAs in effective implementation of 
collaborative structures to advance student learning (including professional learning communities). Advises LEAs on the 
broad array of available instructional resources and how to critically select from them to best prepare their students. 
Advises LEAs on how to critically select from available training opportunities and supports based on their needs. Assists 
LEAs in making connections between priority initiatives and leveraging work in one area to help another (e.g., teacher 
evaluation to meet student achievement goals). Advises LEA and school leaders (e.g., supervisors, principals, and 
instructional coaches) on how to prioritize their time to maximize their impact as instructional leaders.Communicating 
with Supervisors, Peers, or Subordinates: Collaborates with CORE directors on LEA planning processes and providing 
insight into particular strengths and gaps in content areas. Collaborates closely with the Tennessee Department of 
Education's divisions of curriculum and instruction, special populations, teachers and leaders, career and technical 
education, data and communications, and others to ensure aligned support for LEAs. Collaborates with other regional 
academic specialists to ensure aligned support in next steps and instructional strategies. Provides responsive and timely 
communication to colleague inquiries.Communicating with Persons Outside of the Organization: Provides accurate 
information, helpful resources, training and support in specific content areas to LEAs as needed. Provides ongoing 
guidance to core coaches in the region to create innovative networks of support for teachers. Facilitates clear 
understanding of department initiatives by stakeholders (LEAs, schools, teachers, parents, community members). 
Provides responsive and timely communication to LEA inquiries. Coordinate and collaborate with TDOE contractors also 
providing support in LEAs and schools to ensure aligned support.Selling or Influencing Others: Influences LEA and school 
leaders to see the value in key department initiatives and gain their understanding and commitment. Influences LEA and 
school leaders to adopt recommendations and action steps.Developing Objectives and Strategies: Strategically matches 
districts and schools with peers based on areas of instructional need and strength, to facilitate peer learning and 
improvement. Strategizes with CORE teammates to provide aligned support towards meeting student achievement 
goals. Supports LEAs in leading change management.Training and Teaching Others: Provides professional development 
based on specific state guidelines with fidelity. Supports LEAs in developing and carrying out effective professional 
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development. Supports school leaders in understanding how to use assessment data to improve instructional 
practice.Scheduling Work and Activities: Prioritizes time and effort strategically to provide differentiated support to 
district and school leaders in order to maximize impact. Organizes time and effort on an ongoing basis to reflect 
priorities and pressing LEA needs.Analyzing Data or Information: Analyzes LEA student achievement data and other 
information about instructional practice to identify areas where the LEA is on track or off track towards meeting 
accountability goals.Judging the Qualities of Things, Services, or People: Identifies best practices in district and school 
teaching and learning, including practices in instruction, staffing patterns, schedules, leadership, etc. in the CORE region 
and shares them with others across the state.Updating and Using Relevant Knowledge: Maintains currency on new, 
evidence-based instructional practices and resources from experts and practitioners across the country.Interpreting the 
Meaning of Information for Others: Supports districts in understanding student achievement data to inform 
instruction.Establishing and Maintaining Interpersonal Relationships: Builds strong relationships with LEAs.Getting 
Information: Gather information from formative and summative student achievement data, school schedules, staffing 
information, existing curricular materials. 
 
Competencies (KSA’s): 
Competencies: Drive for Results. Excellence. Hold high standards for daily work and for reaching goals. Believe in the 
importance of continuous improvement, and constantly strive for a higher level of performance in all work. Perspective. 
Optimism. Believe in the potential of all Tennessee students to reach high levels of academic achievement. Decision 
Quality. Judgment, Seek to make wise decisions. Seek input from diverse set of stakeholders. Use evidence to make 
decisions. Command Skills. Courage. Remain unwaveringly student-centered in our decision making, prioritizing the 
needs of students over the comfort of adults Building Effective Teams. Teamwork. Strive to communicate effectively 
within teams and across teams, ensuring that we are successful in helping all Tennessee students reach their potential. 
Personal Learning. Seeks feedback in order to improve performance. Technical Learning. Quickly picks up on new 
instructional programs, initiatives, and practices. Approachability. Can work with a diverse group of stakeholders with 
varying levels of experience and fluency in instructional practice.Can build trust and influence others to adopt 
recommendations.Knowledge: Knowledge of one or more specific academic content areas (including but not limited to 
math, reading, and English/Language Arts). Knowledge of evidence-based pedagogy in one or more specific academic 
content areas (including but not limited to math, reading, and English/Language Arts). Knowledge of how to identify 
specific student needs and provide effective instruction at all levels to advance the learning of a wide range of students. 
Knowledge of how to interpret summative and formative student achievement data.Skills: Writing. Written 
communication Speaking. Verbal communication, including presentations Social Perceptiveness. Interpersonal skills and 
building relationships Persuasion. Persuasive speaking Critical Thinking Learning Strategies. Training and professional 
development Time Management. Organization and planning Analyze and interpret data Service OrientationAbilities: 
Speed of Closure. Ability to learn quickly and adapt to new information Information Ordering. Ability to synthesize 
information Deductive reasoning Inductive Reasoning. Goal orientation towards student achievement Category 
Flexibility. Flexibility in adapting to new situations. Detail orientation Problem solving 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Scanner/Copier CalculatorOther office equipment as required 
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071375 - EDUC RGNL DATA CONSULTANT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2159 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and four years 
of experience in teaching, education administration or education consulting. Substitution of Education for Experience: 
Additional graduate coursework may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possess a valid driver’s license. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, consults with the Center of Regional Excellence (CORE) director, CORE 
consultants, and Local Education Agencies (LEAs) on strategic data collection and interpretation, and performs related 
work as required. Distinguishing Features: This classification is not within a series. Incumbents in this classification are 
employed in the CORE unit within the Tennessee Department of Education (TDOE). 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Supports districts in understanding student achievement data to 
inform instruction.    Interprets assessment and other data for CORE directors and LEAs in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and metrics.    
Manipulate and interpret data (e.g.: longitudinal, non-high stakes, human capital) in a meaningful way in order to assist 
strategic decision making.Analyzing Data or Information:    Analyzes LEA student achievement data and other 
information about instructional practice to identify areas where the LEA is on track or off track towards meeting 
accountability goals.    Analyzes trends of student achievement and other data over time to help determine strategic 
direction for CORE office and for LEAs.    Uses computer software (i.e., SAS, SPSS, Excel, TVAAS website or other 
specialized software related to area of study) to analyze data.    Works with LEAs to collect, compile, analyze and 
interpret LEA-specific data (e.g., benchmark data).    Compares results of statistical procedures to previous results to 
determine changes over time.Training and Teaching Others:    Builds LEAs’ capacity to understand their own data with 
analysis provided by CORE office and ultimately to conduct the analysis themselves.    Supports school and district 
leaders in understanding how to use assessment data to improve instructional practice.    Trains colleagues on what 
TVAAS and other types of education data mean to enhance understanding.Thinking Creatively:    Develops and uses 
tools and models to make data actionable and understandable for LEA leaders (e.g., spreadsheet to analyze practice 
assessment data).    Develops key structures and strategies for advancing understanding and use of data in the region, 
such as data consortia.Provide Consultation and Advice to Others:    Advises CORE director, CORE consultants, and LEAs 
on data trends to inform work.    Assists CORE director, CORE consultants, and LEAs in effective implementation of 
priority academic initiatives to meet student achievement goals in overall growth and gap closure.    Assists CORE 
director, CORE consultants, and LEAs in developing concrete next steps and makes recommendations about specific 
academic areas in which to focus staff time.    Assists CORE director, CORE consultants, and LEAs in making connections 
between priority initiatives and leveraging work in one area to help another (e.g., teacher evaluation to meet student 
achievement goals).    Assists CORE director, CORE consultants, and LEAs in effective implementation of collaborative 
structures to advance student learning (including professional learning communities).Communicating with Persons 
Outside Organization:    Provides accurate information, helpful resources, training and support in specific content areas 
to LEAs as needed.    Facilitates clear understanding of department initiatives by stakeholders (LEAs, schools, teachers, 
parents, community members).    Provides responsive and timely communication to LEA inquiries.    Coordinate and 
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collaborate with TDOE contractors also providing support in LEAs and schools to ensure aligned support.    Provides 
accurate information, helpful resources, training and support in specific content areas to LEAs as needed.    Facilitates 
clear understanding of department initiatives by stakeholders (LEAs, schools, teachers, parents, community members).    
Provides responsive and timely communication to LEA inquiries.    Coordinates and collaborates with TDOE contractors 
also providing support in LEAs and schools to ensure aligned support.Communicating with Supervisors, Peers, or 
Subordinates:    Collaborates with CORE directors on LEA planning processes and providing insight into particular 
strengths and gaps in content areas.    Collaborates closely with the Tennessee Department of Education’s divisions of 
data and research, curriculum and instruction, special populations, teachers and leaders, career and technical education, 
and others to ensure aligned support for LEAs.    Collaborates with other CORE consultants to ensure aligned support in 
next steps and instructional strategies.    Provides responsive and timely communication to colleague 
inquiries.Establishing and Maintaining Interpersonal Relationships:    Builds strong relationships with LEAs and 
colleagues in CORE and across the department.Selling or Influencing Others:    Provides statistical information and 
research to CORE director, CORE consultants, and LEAs in support of departmental mission.Developing Objectives and 
Strategies:    Supports strategic mission of department and region with data analysis.    Develops key structures to 
support use and understanding of data, e.g., regional data consortia.    In collaboration with CORE consultants, 
strategically matches districts and schools based on data and areas of instructional need and strength, to facilitate peer 
learning and commitment.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely 
completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    
Working with academic regional consultants to ensure alignment on data and implementation.Evaluating Information to 
Determine Compliance with Standards:    Uses relevant information and individual judgment to evaluate state testing 
policies and determine compliance with policies related to assessment of data and accountability.Monitor Processes, 
Materials, or Surroundings:    Monitors data to detect deviations from trends or expectations.    Monitors work flow and 
data to ensure the quality of data meets requirements.Judging the Qualities of Things, Services, or People:    Identifies 
the best practices in district and school teaching and learning, including practices in instruction, staffing patterns, 
schedules, leadership, etc. in the CORE region and shares them with others across the state.Processing Information:    
Reviews assessment and accountability data reports to check for errors and makes sure corrections have been made to 
ensure accuracy.Getting Information:    Gathers information from formative and summative student achievement data, 
school schedules, staffing information, existing curricular materials.Interacting With Computers:    Creates and maintains 
back-up copies of data for recovery purposes. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Innovation Management    Strategic Agility    Planning    Priority Setting    Standing 
Alone    Drive for Results    Comfort around Higher Management    Political Savvy    Presentation Skills    Customer Focus    
Ethics and Values    Peer Relationships    Self-DevelopmentKnowledge:    Knowledge of educational assessment systems, 
educational data, connections between data and curriculum and instruction    Advanced knowledge of Microsoft Excel, 
including pivot tables, complex formulas, and graphs and tables    Knowledge of Microsoft Office suiteSkills:    Interpret 
educator effectiveness data, e.g., evaluation, TVAAS (Tennessee value-added assessment system), etc.    Interpret 
summative and formative student achievement data    Manage large volumes of data across pivot tables & automate 
workflows across multi-tabbed documents    Active Learning    Active Listening    Critical Thinking    Learning Strategies    
Speaking    Writing    Instructing    Persuasion    Complex Problem Solving    Judgment and Decision Making    Systems 
Evaluation    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Speed of Closure    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Scanner/Copier    Calculator 
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071364 - EDUC SENIOR EXECUTIVE DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2273 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071430 - EDUCATION STUDENT DATA ADMIN 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2194 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071580 - EESI EXECUTIVE DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2222 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036670 - ELECTRICAL INSPECTOR 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1587 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four or more years of increasingly responsible or skilled full-time electrical work. Substitution of Education for 
Experience: Additional qualifying coursework from an accredited college, university, technical institute or vocational 
school in electrical technology, mechanical technology, engineering or other related acceptable field may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a Certification by the National 
Certification Program for Construction Code Inspectors (NCPCCI), the International Association of Electrical Inspectors 
(IAEI) or the International Code Council (ICC) as a One and Two Family Dwelling Electrical Inspector and a Commercial 
Electrical Inspector or General Electrical Inspector must be obtained within eleven months of employment.    A valid 
motor vehicle license may be required for employment in some positions. Examination Method: Education and 
experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for electrical inspection work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the entry-level class in the Electrical Inspector sub-
series. An employee in this class is responsible for conducting electrical inspections. This class differs from that of 
Electrical Inspector 2 in that an incumbent of the latter is responsible for coordinating and auditing the work of Deputy 
Electrical Inspectors (DEIs). 
 
Work Activities: 
Analyzing Data or Information:    Tests environments or objects to ensure that electrical current is or is not being passed 
through. Interpreting the Meaning of Information for Others:    Interprets electrical code as well as rules, regulation and 
TCA (Tennessee Code Annotated) for deputy electrical inspectors, electrical contractors, issuing agents, power supply 
companies, home owners, builders and those in the business community.    Interprets and/or explains rejection notices 
to customers.Performing General Physical Activities:    Performs physical activities that relate to conducting inspections 
on structures such as climbing, lifting, balancing, walking, and stooping. Staffing Organizational Units:    Recruits Deputy 
Electrical Inspectors by meeting with other electrical contractors and educating them on requirements for certification.  
Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains relationships with inspectors, 
contractors, local jurisdictions, issuing agents, state agencies, home owners, businesses and power companies. 
Identifying Objects, Actions, and Events:    Classifies high hazard areas within structures (commercial buildings, homes, 
marinas, etc.) so that appropriate safety measures can be implemented and the correct equipment can be installed.  
Scheduling Work and Activities:    Schedules electrical inspections to ensure that timelines established by law and 
regulation are met. Communicating with Persons Outside Organization:    Attends court proceedings as a code specialist 
when required.    Communicates with electrical contractors, insurance companies, legal personnel and home inspectors 
to answer questions and address problems.    Communicates with architects, engineers and contractors to determine if 
the plans meet the necessary requirements.Coaching and Developing Others:    Coaches electrical contractors and  DEIs 
on conducting inspections as well as the codes, rules and regulations involving electrical inspections. Provide 
Consultation and Advice to Others:    Consults with state authorities to determine whether or not job falls under the 
authority of State Fire Marshal's Office.    Consults with business owner, home owner, power supplier, electrical 
contractors or other contractors to determine job parameters.Getting Information:    Receives information regarding 
electrical codes from NFPA (National Fire Protection Association) and IAEI (International Association of Electrical 
Inspectors) for the purposes of conducting an accurate electrical inspection.    Researches information regarding 
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electrical components being utilized in all structures (commercial buildings, homes, marinas, etc.).    Inquires about 
product's approval by contacting a nationally recognized testing laboratory.    Evaluates accuracy of information received 
from electrical inspectors, contractors and owners to ensure the information's accuracy.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates day-to-day operations, complaints and problems involving 
electrical and housing inspection staff.    Communicates with other divisions regarding day-to-day operations, 
complaints and problems.Updating and Using Relevant Knowledge:    Keeps up-to-date with new adopted codes.    
Attends contractors and semiannual meetings of the International Association of Electrical Inspectors.    Attends 
semiannual Deputy Electrical Inspector meeting.Operating Vehicles, Mechanized Devices, or Equipment:    Operates a 
motor vehicle in the performance of job duties.     Operates a variety of equipment in the performance of 
inspections.Inspecting Equipment, Structures, or Material:    Conducts requested safety electrical inspections with 
tenants, owners, power distributions and other jurisdictions by identifying imminent safety hazards.    May conduct 
electrical inspections in the absence of an Electrical Inspector 2 or Electrical Inspector Lead.    Conducts special 
inspections due to natural disasters.Processing Information:    Calculates Electrical load to determine the size of the 
electrical service, feeders, HVAC (Heating, Venting, and Air Conditioning) equipment and branch circuits. Evaluating 
Information to Determine Compliance with Standards:    Enforces code established by the NEC (National Electrical Code) 
and TCA (Tennessee Code Annotated) by issuing rejection notices if inspection reveals deficiencies or approvals if no 
deficiencies were found.  Thinking Creatively:    Assists director in developing standards, policies, practices and operating 
procedures. Interacting With Computers:    Utilizes computer to write letters, emails and reports as well as enter time 
and travel requests.    Researches relevant information by utilizing electrical code database.    Utilizes Microsoft Office 
programs to conduct presentations.    Develops electronic forms as needed for recording and disseminating pertinent 
information.Performing Administrative Activities:    Prepares and reviews inspection reports that involve deficiencies, 
approval or rejection and permit.    Submits daily reports on activities, duties and other related information.Handling 
and Moving Objects:    Moves objects in order to gain access to electrical equipment.    Installs smoke alarms.Organizing, 
Planning, and Prioritizing Work:    Assists with coordinating programs for the Fire Prevention Division regarding electrical 
fires. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Drive for Results    Informing    Time Management    Customer 
Focus    Dealing with Ambiguity    Planning                                         Knowledge:    Intermediate knowledge of building and 
construction principles    Intermediate knowledge of the electrical industry    Intermediate knowledge of the National 
Electrical Code    Basic knowledge of customer service principles    Intermediate knowledge of building plans and 
construction documentation    Intermediate knowledge of formulas as they relate to the electric industry    Basic 
knowledge of fire prevention    Basic knowledge of mechanical principles    Basic knowledge of Microsoft Office 
applicationsSkills:            Judgment and Decision Making    Skill to read and understand legal documentation and electric 
codes    Troubleshooting Skills    Active Learning Skills    Skill to determine how a system should work and how changes in 
conditions and the environment will affect outcomes    Complex Problem Solving    Critical Thinking    Active Listening 
Skills    Time Management Skills    Writing Skills    Monitoring Skills                             Abilities:     Mathematical Reasoning    
Memorization Ability    Spatial Orientation Ability    Arm-Hand Steadiness Ability    Ability to Operate a Vehicle at Night    
Extent Flexibility    Visual Color Discrimination    Deductive Reasoning    Oral Expression Ability    Problem Sensitivity    
Finger Dexterity 
 
Tools and Equipment Used: 
    Computers    Volt Meter    Amp Meter    Hand Tools    Flash Lights    Ladders    Safety Equipment    Cameras    Projectors 
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036675 - ELECTRICAL INSPECTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1592 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible or skilled full-time electrical work. Substitution of Education 
for Experience: Additional qualifying coursework from an accredited college, university, technical institute or vocational 
school in electrical technology, mechanical technology, engineering or other related acceptable field may be substituted 
for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a Certification by the National 
Certification Program for Construction Code Inspectors (NCPCCI), the International Association of Electrical Inspectors 
(IAEI) or the International Code Council (ICC) as a One and Two Family Dwelling Electrical Inspector and a Commercial 
Electrical Inspector or General Electrical Inspector must be obtained within 11 months of employment.    A valid motor 
vehicle license may be required for employment in some positions. Examination Method: Education and experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for electrical inspection work of considerable difficulty and 
coordination work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
second class in the Electrical Inspector sub-series. An employee in this class is responsible for coordinating and auditing 
the work of Deputy Electrical Inspectors and providing technical assistance, on a statewide basis, to power suppliers, 
contractors, architects, and homeowners. This class differs from that of Electrical Inspector 1 in that an incumbent of the 
latter is not responsible for coordinating and auditing the work of Deputy Electrical Inspectors. This class differs from 
that of the Electrical Inspector Lead in that an incumbent of the latter is responsible for leading and mentoring other 
state electrical inspectors. 
 
Work Activities: 
Coaching and Developing Others:    Coaches electrical contractors and Deputy Electrical Inspectors on conducting 
inspections as well as the codes, rules and regulations involving electrical inspections.Resolving Conflicts and 
Negotiating with Others:    Solves disagreements between the Deputy Electrical Inspector, issuing agent and electrical 
contractor.  Guiding, Directing, and Motivating Subordinates:    Coordinates the work activities of Deputy Electrical 
Inspectors.Staffing Organizational Units:    Recruits Deputy Electrical Inspectors by meeting with other electrical 
contractors and educating them on requirements for certification.Provide Consultation and Advice to Others:    Consults 
with business owner, home owner, power supplier, electrical contractors or other contractors to determine job 
parameters.    Visits power suppliers periodically to modify electrical inspection procedures and assists in revising state 
regulations for electrical installations.    Consults with state authorities to determine whether or not job falls under the 
authority of State Fire Marshal's Office.Identifying Objects, Actions, and Events:    Classifies high hazard areas within 
structures (commercial buildings, homes, marinas etc.) so that appropriate safety measures can be implemented and 
the correct equipment can be installed.Judging the Qualities of Things, Services, or People:    Evaluates the work of 
Deputy Electrical Inspectors within their respective grand division.Processing Information:    Calculates electrical load to 
determine the size of the electrical service, feeders, HVAC (Heating, Venting, and Air Conditioning) equipment and 
branch circuits.Training and Teaching Others:    Trains contracted Deputy Electrical Inspectors in the performance of job 
duties.    Conducts training as requested by other entities.Scheduling Work and Activities:     Ensures that electrical 
inspections conducted by Deputy Electrical Inspectors are completed within established timeframes.Performing 
Administrative Activities:     Prepares and reviews inspection reports that involve deficiencies, approval or rejection and 
permit.    Submits Deputy Electrical Inspector evaluation and follow up report.    Reviews semi-monthly pending reports 
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submitted by Deputy Electrical Inspectors.    Submits daily reports on activities, duties and other related information. 
Getting Information:     Researches information regarding electrical components being utilized in all structures 
(commercial buildings, homes, marinas etc.)    Receives information regarding electrical codes from NFPA (National Fire 
Protection Association) and IAEI (International Association of Electrical Inspectors) for the purposes of conducting an 
accurate electrical inspection.    Inquires about product's approval by contacting a nationally recognized testing 
laboratory.    Evaluates accuracy of information received from electrical inspectors, Deputy Electrical Inspectors, 
contractors and owners to ensure the information's accuracy.Making Decisions and Solving Problems:     Approves or 
denies non-standard electrical permits using information received from electrical contractors and Deputy Electrical 
Inspectors.    Determines if request for refund is justified by discussing the status of the permit with the Deputy Electrical 
Inspector.Inspecting Equipment, Structures, or Material:     Conducts requested safety electrical inspections with 
tenants, owners, power distributions and other jurisdictions by identifying imminent safety hazards.    Participates in 
inspections to observe inspection methods and assist with problems between contractors, homeowners, utility 
companies, and inspectors.    May conduct electrical inspections in the absence of Deputy Electrical Inspector.    
Conducts special inspections due to natural disasters.Evaluating Information to Determine Compliance with Standards:    
Evaluates work performed by Deputy Electrical Inspectors to ensure compliance with state rules and regulations as well 
as consistency in code enforcement.    Evaluates exempt jurisdictions to ensure that they are in compliance with state 
rules and regulations.    Evaluates Deputy Electrical Inspectors to determine how they interact with power suppliers.    
Enforces code established by the NEC (National Electrical Code) and TCA (Tennessee Code Annotated) by issuing 
rejection notices if inspection reveals deficiencies or approvals if no deficiencies were found.Coordinating the Work and 
Activities of Others:     Assigns a geographic region to Deputy Electrical Inspectors.    Assigns work to contracted Deputy 
Electrical Inspectors.Analyzing Data or Information:     Tests environments or objects to ensure that electrical current is 
or is not being passed through.    Investigates complaints against inspectors.    Assists in investigations of fires resulting 
from faulty electrical wiring.Interpreting the Meaning of Information for Others:     Interprets electrical code as well as 
rules, regulation and TCA (Tennessee Code Annotated) for Deputy Electrical Inspectors, electrical contractors, issuing 
agents, power supply companies, home owners, builders and those in the business community.    Interprets and/or 
explains rejection notices to customers.Updating and Using Relevant Knowledge:     Keeps up-to-date with new adopted 
codes.    Attends electrical contractors' meetings as necessary.    Attends contractors and semiannual meetings of the 
International Association of Electrical Inspectors.    Attends semiannual Deputy Electrical Inspector 
meeting.Communicating with Persons Outside Organization:     Attends court proceedings as a code specialist when 
required.    Communicates with architects, engineers and contractors to determine if the plans meet the necessary 
requirements.    Communicates with electrical contractors, insurance companies, legal personnel and home inspectors 
to answer questions and address problems.    Conducts visits with issue agents and power suppliers to assess 
needs.Monitor Processes, Materials, or Surroundings:     Monitors the work product of DEIs to determine consistency, 
timeliness and that proper code enforcement is being done.    Monitors the rejection rate of inspectors that are above 
an established percent to ensure that the customer is not being overcharged, and that the reason for the rejection is 
legitimate.Interacting With Computers:     Utilizes computer to write letters, emails and reports as well as enter time and 
travel requests.    Researches relevant information by utilizing electrical code database.    Utilizes Microsoft Office 
programs to conduct presentations.    Develops electronic forms as needed for recording and disseminating pertinent 
information.Handling and Moving Objects:     Installs smoke alarms.    Moves objects in order to gain access to electrical 
equipment.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains relationships with 
inspectors, contractors, local jurisdictions, issuing agents, state agencies, home owners, businesses and power 
companies.Organizing, Planning, and Prioritizing Work:     Assists with coordinating programs for the Fire Prevention 
Division regarding electrical fires.Communicating with Supervisors, Peers, or Subordinates:     Communicates day-to-day 
operations, complaints and problems involving electrical and housing inspection staff.    Communicates with other 
divisions regarding day-to-day operations, complaints and problems.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates a motor vehicle in the performance of job duties.     Operates a variety of equipment in the 
performance of inspections.Performing General Physical Activities:     Performs physical activities that relate to 
conducting inspections on structures such as climbing, lifting, balancing, walking, and stooping.Thinking Creatively:     
Assists director in developing standards, policies, practices and operating procedures.    Assists director in developing 
and implementing ideas as they relate to database development.    Develops test questions with Contractors Board to be 
administered to electrical contractors desiring certification for the LLE (Limited License Electrician) or CE (Electrical 
Contractor). 
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Competencies (KSA’s): 
Competencies:    Problem Solving    Ethics and Values    Command Skills    Dealing with Ambiguity    Customer Focus    
Drive for Results    Directing Others    Informing    Planning    Time Management                                              Knowledge:    
Advanced knowledge of the electrical industry    Intermediate knowledge of the National Electrical Code    Intermediate 
knowledge of building and construction principles    Intermediate knowledge of formulas as they relate to the electric 
industry    Basic knowledge of coordinating people and resources    Basic knowledge of customer service principles    
Basic knowledge of fire prevention    Basic knowledge of mechanical principles    Intermediate knowledge of building 
plans and construction documentation    Basic knowledge of Microsoft Office applications    Basic knowledge of training 
principlesSkills:       Judgment and Decision Making    Active Listening Skills    Critical Thinking    Troubleshooting Skills    
Skill to determine how a system should work and how changes in conditions and the environment will affect outcomes    
Management of Personnel Resources Skills    Active Learning Skills    Monitoring Skills    Complex Problem Solving    Time 
Management Skills    Instructing Skills    Writing Skills    Skill to read and understand legal documentation and electric 
codes                      Abilities:     Oral Expression Ability    Problem Sensitivity    Finger Dexterity    Memorization Ability    
Arm-Hand Steadiness Ability    Extent Flexibility    Mathematical Reasoning    Ability to Operate a Vehicle at Night    Visual 
Color Discrimination    Deductive Reasoning    Spatial Orientation Ability 
 
Tools and Equipment Used: 
    Computers    Volt Meter    Amp Meter    Hand Tools    Flash Lights    Ladders    Safety Equipment    Cameras    Projectors 
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036676 - ELECTRICAL INSPECTOR LEAD 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1602 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited two year college or technical institute 
with a major in electrical technology, mechanical technology, engineering or other related acceptable field and 
experience equivalent to substantial (five or more years of) full-time electrical work including, at least, one year of lead 
electrical inspection experience. Substitution of Experience for Education: Additional qualifying electrical experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of two years. OR Two years of 
full time electrical inspection experience as an Electrical Inspector 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possession of a Certification by the National 
Certification Program for Construction Code Inspectors (NCPCCI), the International Association of Electrical Inspectors 
(IAEI) or the International Code Council (ICC) as a One and Two Family Dwelling Electrical Inspector and a Commercial 
Electrical Inspector or General Electrical Inspector must be obtained within eleven months of employment.    A valid 
motor vehicle license may be required for employment in some positions. Examination Method: Education and 
experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for lead electrical inspection work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the lead-level class in the Electrical Inspector sub-
series. An employee in this class is responsible for coordinating and auditing the work of Deputy Electrical Inspectors 
and providing technical assistance, on a statewide basis, to power suppliers, contractors, architects, and homeowners. 
This class is also responsible for leading and coordinating the work of Electrical Inspector 1s and Electrical Inspector 2s. 
This class differs from that of Electrical Inspector 2 in that an incumbent of the latter is not responsible for leading and 
coordinating the work of Electrical Inspector 1s and Electrical Inspector 2s. This class differs from that of the Facilities 
Construction Director, in that the incumbent of the latter is responsible for directing all statewide programs related to 
electrical inspection. 
 
Work Activities: 
Coaching and Developing Others:     Coaches electrical contractors, Deputy Electrical Inspectors and state employee 
electrical inspectors on conducting inspections as well as the codes, rules and regulations involving electrical 
inspections.Guiding, Directing, and Motivating Subordinates:     Functions as lead for Electrical Inspector 1s and Electrical 
Inspector 2s.    Coordinates the work activities of Deputy Electrical Inspectors.Staffing Organizational Units:     Recruits 
Deputy Electrical Inspectors by meeting with other electrical contractors and educating them on requirements for 
certification.Identifying Objects, Actions, and Events:     Classifies high hazard areas within structures (commercial 
buildings, homes, marinas etc.) so that appropriate safety measures can be implemented and the correct equipment can 
be installed.Resolving Conflicts and Negotiating with Others:     Solves disagreements between the Deputy Electrical 
Inspector, issuing agent and electrical contractor.Performing Administrative Activities:     Prepares and reviews 
inspection reports that involve deficiencies, approval or rejection, and permit.    Submits daily reports on activities, 
duties and other related information.    Submits Deputy Electrical Inspector evaluation and follow up report.    Submits 
monthly report on inspection rejections and approvals as well as untimely inspections.    Reviews semi-monthly pending 
reports submitted by Deputy Electrical Inspectors.Judging the Qualities of Things, Services, or People:     Evaluates the 
work of Deputy Electrical Inspectors within their respective grand division.Processing Information:     Calculates electrical 
load to determine the size of the electrical service, feeders, HVAC (Heating, Venting, and Air Conditioning) equipment 
and branch circuits.Provide Consultation and Advice to Others:     Consults with business owner, home owner, power 
supplier, electrical contractors or other contractors to determine job parameters.    Visits power suppliers periodically to 
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modify electrical inspection procedures and assists in revising state regulations for electrical installations.    Consults 
with state authorities to determine whether or not job falls under the authority of State Fire Marshal's 
Office.Coordinating the Work and Activities of Others:     Assigns work to contracted Deputy Electrical Inspectors, and 
state employee electrical inspectors.      Assigns a geographic region to Deputy Electrical Inspectors.Evaluating 
Information to Determine Compliance with Standards:    Enforces code established by the NEC (National Electrical Code) 
and TCA (Tennessee Code Annotated) by issuing rejection notices if inspection reveals deficiencies or approvals if no 
deficiencies were found.    Evaluates work performed by Deputy Electrical Inspectors to ensure compliance with state 
rules and regulations as well as consistency in code enforcement.    Evaluates exempt jurisdictions to ensure that they 
are in compliance with state rules and regulations.    Evaluates Deputy Electrical Inspectors to determine how they 
interact with power suppliers.Getting Information:     Researches information regarding electrical components being 
utilized in all structures (commercial buildings, homes, marinas etc.)    Evaluates accuracy of information received from 
electrical inspectors, Deputy Electrical Inspectors, contractors and owners to ensure the information's accuracy.    
Inquires about product's approval by contacting a nationally recognized testing laboratory.    Receives information 
regarding electrical codes from NFPA (National Fire Protection Association) and IAEI (International Association of 
Electrical Inspectors) for the purposes of conducting an accurate electrical inspection.Inspecting Equipment, Structures, 
or Material:     Conducts requested safety electrical inspections with tenants, owners, power distributions and other 
jurisdictions by identifying imminent safety hazards.    Participates in inspections to observe inspection methods and 
assist with problems between contractors, homeowners, utility companies, and inspectors.    Conducts special 
inspections due to natural disasters.    May conduct electrical inspections in the absence of Deputy Electrical Inspector.    
Monitor Processes, Materials, or Surroundings:     Monitors the work product of DEIs to determine consistency, 
timeliness and ensuring that proper code enforcement is being done.    Monitors the rejection rate of inspectors that are 
above an established percent to ensure that the customer is not being overcharged, and that the reason for the 
rejection is legitimate.Analyzing Data or Information:     Investigates complaints against inspectors.    Tests environments 
or objects to ensure that electrical current is or is not being passed through.    Assists in investigations of fires resulting 
from faulty electrical wiring.Training and Teaching Others:     Trains contracted Deputy Electrical Inspectors and state 
employee electrical inspectors in the performance of job duties.    Conducts training as requested by other 
entities.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Assists director in determining 
the personnel and time needed to perform an inspection so that yearly objectives can be met.Interpreting the Meaning 
of Information for Others:     Interprets electrical code as well as rules, regulation and TCA (Tennessee Code Annotated) 
for Deputy Electrical Inspectors, electrical contractors, issuing agents, power supply companies, home owners, builders 
and those in the business community.    Interprets and/or explains rejection notices to customers.Operating Vehicles, 
Mechanized Devices, or Equipment:     Operates a motor vehicle in the performance of job duties.     Operates a variety 
of equipment in the performance of inspections.Scheduling Work and Activities:     Follows up with state employee 
electrical inspectors to determine reasons for delinquent inspections.    Ensures that electrical inspections conducted by 
Deputy Electrical Inspectors are completed within established timeframes.Establishing and Maintaining Interpersonal 
Relationships:     Establishes and maintains relationships with inspectors, contractors, local jurisdictions, issuing agents, 
state agencies, home owners, businesses and power companies.  Communicating with Persons Outside Organization:     
Attends court proceedings as a code specialist when required.    Communicates with architects, engineers and 
contractors to determine if the plans meet the necessary requirements.    Communicates with electrical contractors, 
insurance companies, legal personnel and home inspectors to answer questions and address problems.    Conducts visits 
with issue agents and power suppliers to assess needs.Handling and Moving Objects:     Installs smoke alarms.    Moves 
objects in order to gain access to electrical equipment.Making Decisions and Solving Problems:     Approves or denies 
non-standard electrical permits using information received from electrical contractors and Deputy Electrical Inspectors.    
Determines if request for refund is justified by discussing the status of the permit with the Deputy Electrical 
Inspector.Thinking Creatively:     Assists director in developing standards, policies, practices and operating procedures.    
Develops test questions with Contractors Board to be administered to electrical contractors desiring certification for the 
LLE (Limited License Electrician) or CE (Electrical Contractor).    Assists director in developing and implementing ideas as 
they relate to database development.Updating and Using Relevant Knowledge:     Keeps up-to-date with new adopted 
codes.    Attends semiannual Deputy Electrical Inspector meeting.    Attends electrical contractors' meetings as 
necessary.    Attends contractors and semiannual meetings of the International Association of Electrical 
Inspectors.Interacting With Computers:     Utilizes computer to write letters, emails and reports as well as enter time 
and travel requests.    Researches relevant information by utilizing electrical code database.    Utilizes Microsoft Office 
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programs to conduct presentations.    Develops electronic forms as needed for recording and disseminating pertinent 
information.Communicating with Supervisors, Peers, or Subordinates:     Communicates day-to-day operations, 
complaints and problems involving electrical and housing inspection staff.    Communicates with other divisions 
regarding day-to-day operations, complaints and problems.Organizing, Planning, and Prioritizing Work:     Coordinates 
and organizes meetings and other related activities on behalf of director.    Assists with coordinating programs for the 
Fire Prevention Division regarding electrical fires.Performing General Physical Activities:    Performs physical activities 
that relate to conducting inspections on structures such as climbing, lifting, balancing, walking, and stooping. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Informing    Customer Focus    Ethics and Values    Drive for Results    
Dealing with Ambiguity    Planning    Time Management    Command Skills                   Knowledge:    Advanced knowledge 
of the electrical industry    Advanced knowledge of the National Electrical Code    Intermediate knowledge of formulas as 
they relate to the electric industry    Basic knowledge of mechanical principles    Basic knowledge of coordinating people 
and resources    Advanced knowledge of building and construction principles    Advanced knowledge of building plans 
and construction documentation    Basic knowledge of training principles    Basic customer service skills    Basic 
knowledge of fire prevention    Basic knowledge of Microsoft Office applicationsSkills:       Skill to read and understand 
legal documentation and electric codes    Judgment and Decision Making    Management of personnel resources skills    
Instructing Skills    Complex problem solving    Skill to determine how a system should work and how changes in 
conditions and the environment will affect outcomes    Writing Skills    Troubleshooting Skills    Time Management Skills    
Monitoring Skills    Active Learning Skills    Active Listening Skills    Critical Thinking                               Abilities:    
Mathematical Reasoning    Oral Expression Ability    Problem Sensitivity    Deductive Reasoning    Memorization Ability    
Visual Color Discrimination    Spatial Orientation Ability    Arm-Hand Steadiness Ability    Finger Dexterity    Ability to 
Operate a Vehicle at Night    Extent Flexibility 
 
Tools and Equipment Used: 
    Computers    Volt Meter    Amp Meter    Hand Tools    Flash Lights    Ladders    Safety Equipment    Cameras    Projectors 
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098343 - ELECTRONIC ALARMS TECH SUPV 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4572 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in the field of electronic maintenance and experience equivalent to substantial (five or more years of) responsible 
full-time electronic alarms technical work; qualifying full-time electronic alarms technical experience may be substituted 
for the required education, on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications:   Must possess a Department of Defense Secret Clearance within one year of being 
hired. Must attend and pass Army National Guard Electronic Security Systems Certification Training within one year. 
Must possess a valid Driver's License Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising electronic alarms technical work; and performs 
related work as required.                                                                                                   Distinguishing Features: This is the 
supervisory and highest level class in the Electronic Alarms Technician sub-series. An employee in this class supervises a 
small staff performing electronic alarms technical work. This class differs from that of Electronic Alarms Technician in 
that an incumbent of the latter is not a supervisor.  
 
Work Activities: 
1. Manages section budget to ensure adequate funding throughout the fiscal year.2. Evaluates work performance of 
direct reports.3. Supervises the installation, repair, and maintenance of a variety of types of security alarm panels and 
components including audio, vibration, infrared, and telephone line and cellular security equipment.4. Supervises the 
creation of user accounts and security codes for a variety of security alarm panels, and submits this information to the 
monitoring alarm company.5. Ensures the proper response to emergency notifications of vaults that have lost both 
cellular and telephone line communication within four hours on a work day and within eight hours after work hours.6. 
Supervises the installation, repair, and maintenance of closed-circuit TV systems and access control systems such as high 
security Intercoms and magnetic locking systems.7. Provides electronic security training to authorized personnel by 
providing on-site, hands on training on the proper use of equipment.8. Receives findings from Electronic Alarms 
Technicians and completes final reports for new construction or remodeling to ensure that DOD electronic security 
requirements are met.9. Maintains records and makes reports such as vehicle logs, parts inventories, time expended, 
and materials used.10. Isolates faulty components and determines extent of repair or replacement required to restore 
power, signal or correct mechanical operation.11. Utilizes a variety of tools and equipment including calibrators, 
ohmmeters and Voltmeters in accordance with manufacturer's instructions and technical manuals.12. Makes necessary 
adjustments to integrated systems to ensure proper integration and correct operation of the entire system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Technical Learning Time Management Standing Alone Comfort Around 
Higher Management Integrity and Trust Patience Hiring and Staffing Directing Others Ethics and ValuesKnowledge: 
Computers and Electronics Design Mechanical Telecommunications Customer and Personal Service Education and 
Training Personnel and Human Resources Public Safety and Security Administration and ManagementSkills: Active 
Learning Installation Equipment Maintenance Equipment Selection Troubleshooting Operation and Control Complex 
Problem Solving Management of Financial Resources Management of Material Resources Management of Personnel 
ResourcesAbilities: Information Ordering Finger Dexterity Manual Dexterity Gross Body Equilibrium Static Strength 
Visual Color Discrimination Written Expression Stamina Speed of Closure Oral Expression  
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Tools and Equipment Used: 
 Electronic test equipment Personal computer Butt set telephone Power tools Printer Hand tools Material handling 
equipment CCTV and related equipment Power generation equipment 
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098342 - ELECTRONIC ALARMS TECHNICIAN 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4563 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in the field of electronic maintenance and experience equivalent to four years of full-time electronic alarms 
technical work; qualifying full-time electronic alarms technical work may be substituted for the required education on a 
year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications:   Must possess a Department of Defense Secret Clearance within one year of being 
hired. Must attend and pass Army National Guard Electronic Security Systems Certification Training within one year of 
being hired. Must possess a valid Driver's License.Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the installation, operation and maintenance of electronic alarms 
technical equipment throughout the State and performs related work as required.                                                                                                   
Distinguishing Features: This is the entry-working class in the Electronic Alarms Technician sub-series. An employee in 
this class performs all duties as assigned to the installation, operation and maintenance of electronic alarms technical 
equipment throughout the State. This class differs from that of Electronic Alarms Tech Supv in that an incumbent of the 
latter acts as a supervisor. 
 
Work Activities: 
1. Uses latest version of Microsoft office suite in the installation, repair, and maintenance of electronic alarms technical 
equipment.2. Installs and repairs security alarms systems including audio, vibration, infrared, and telephone line and 
cellular security equipment and provides maintenance of this equipment on a bi-annual and annual basis.3. Installs and 
repairs closed-circuit TV systems and access control systems such as high security Intercoms and magnetic locking 
systems and provides maintenance on these systems as required on a bi-annual and annual basis.4. Uses a variety of 
testing equipment to determine which component has failed; replaces defective components using manufacturer's 
instructions and technical manuals.5. Utilizes a variety of tools and equipment including calibrators, ohmmeters and 
Voltmeters in accordance with manufacturer's instructions and technical manuals.6. Isolates faulty components and 
determines extent of repair or replacement required to restore power, signal or correct mechanical operation.7. Repairs 
and replaces exposed, damaged, broken or cut cables as required.8. Makes necessary adjustments to integrated systems 
to ensure proper integration and correct operation of the entire system.9. Provides electronic security training to 
authorized personnel by providing on-site, hands on training on the proper use of equipment.10. Monitors new 
construction or remodeling projects to ensure that Department of Defense electronic security requirements are met and 
reports findings to the Electronic Alarms Supervisor.11. Must respond to emergency notifications of vaults that have lost 
both cellular and telephone line communication within four hours on a work day and within eight hours after work 
hours.12. Creates user accounts and security codes for a variety of security alarm panels, and submits this information 
to the monitoring alarm company.13. Maintains proper control of instruments, tools, and test equipment to accomplish 
orderly and timely repairs.14. Maintains records and makes reports such as vehicle logs, parts inventories, time 
expended, and materials used. 
 
Competencies (KSA’s): 
Competencies: Comfort Around Higher Management Time Management Standing Alone Integrity and Trust Patience 
Self-Development Functional/Technical Competency Technical Learning Ethics and Values Problem SolvingKnowledge: 
Computer and Electronics Customer and Personal Service Design English Language Law and Government Mathematics 
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Mechanical Public Safety and Security TelecommunicationsSkills: Critical Thinking Equipment Maintenance Equipment 
Selection Installation Operation and Control Operation Monitoring Quality Control Analysis Repairing Systems Evaluation 
TroubleshootingAbilities: Finger Dexterity Gross Body Equilibrium Information Ordering Manual Dexterity Oral 
Comprehension Selective Attention Speed of Closure Stamina Visual Color Discrimination Written Comprehension  
 
Tools and Equipment Used: 
 Electronic test equipment Personal computer Butt set telephone Power tools Printer Electronic hand tools Material 
handling equipment Aerial lift equipment CCTV and related equipment Power generation equipment 
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045740 - ELECTRONIC SECURITY SYS DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1845 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045739 - ELECTRONIC SECURITY SYS MGR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1949 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in one or a combination of the following:  software development of industrial automation systems; design 
or repair of industrial electronics; installation/maintenance of low voltage alarms and camera systems; maintenance of 
computer and server hardware, desktop and server operating systems, network hardware devices or wireless network 
devices; or repair of other related system operations problems for computer or security electronic system hardware and 
operating systems.At least one year of the required qualifying experience must be at a supervisory level. Substitution of 
a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in information technology, electronics, software development or other closely related field 
may substitute for the required bachelor's degree. Substitution of Education for Experience: Graduate coursework in 
information technology, electronics, software development or other closely related field may substitute for up to one 
year of the required experience (twenty-four graduate semester hours or a master's degree is equivalent to one year of 
experience). Graduate education may not substitute for the required one year of supervisory level experience. 
Substitution of Experience for the Specific Associates Degree: Experience in any of the following areas may substitute for 
the required associate's degree on a year-for-year basis to a maximum substitution of two years:  design or repair of 
industrial electronics; installation/maintenance of low voltage alarms and camera systems; software development of 
industrial automation systems; maintenance of computer and server hardware, desktop and server operating systems, 
network hardware devices or wireless network devices; or repair of other related system operations problems for 
computer or security electronic system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary:  Under general supervision, performs electronic security systems management work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class manages Electronic 
Security Systems staff and operations statewide and provides fourth level technical support for fence detection, 
electronic security and video systems, and computer-related hardware.  This class differs from Electronic Security 
Systems Supervisor in that incumbents of the later do not have statewide supervisory/managerial responsibilities and 
are supervised by an incumbent of this class.  
 
Work Activities: 
"Staffing Organizational Units:  Selects job candidates who best fit available positions based on the results of selection 
assessment. Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most 
qualified employees. Developing Objectives and Strategies:  Develops strategic plans for electronic security system 
improvements and new system implementation. Scheduling Work and Activities:  Manages schedule for completion of 
projects by establishing realistic timelines, communicating schedule to all involved staff, and monitoring work for 
adherence to the schedule. Resolving Conflicts and Negotiating with Others:  Discusses issues in dispute with the parties 
involved to facilitate a resolution or negotiate a compromise solution. Thinking Creatively:  Designs and develops 
programmable logic controllers (PLCs) and associated devices for door control, video control, intercom, panic buttons 
and other electronic security systems, based on data collected, physical measurements, contractors' schedules (i.e., 
wiring input/output data), and other relevant information. Develops software applications for the Department of 
Correction as requested. Develops standards and policies relevant to computer and electronic security systems for 
Department of Correction staff to follow. Develops operating systems for door control, video monitoring automation, 
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intercom control, and other security related systems. Develops/establishes policies and procedures of network 
administration in accordance with organizational policy to ensure desired performance, problem reporting, 
maintenance, security and improvement. Fabricates PLCs and other devises for door control, video control, intercom, 
panic buttons and other electronic security systems, into a security electronic rack/cabinet. Coordinating the Work and 
Activities of Others:  Coordinates workload of staff assigned to work together on a project to ensure the timely and 
accurate completion of project tasks and work orders. Coaching and Developing Others:  Mentors and coaches staff to 
assist them in acquiring job specific knowledge and developing and enhancing their skill level (e.g., cabling and fiber 
termination and splicing, configuring/installing video cameras, PLC set-up and troubleshooting, fence and door control 
electronics support, and other systems support in correctional settings). Provides guidance to supervisors when 
performance problems arise with their direct report staff. Conducts periodic performance development meetings with 
assigned staff to communicate and develop job plans and provide performance feedback and developmental guidance. 
Guiding, Directing, and Motivating Subordinates:  Plans, organizes and supervises the work of subordinate staff in 
providing desktop support, electronic systems support, and other related tasks. Oversees the performance management 
activities for all direct report supervisors to ensure they complete their responsibilities of the Performance Management 
Program by the deadlines established. Develops an Individual Performance Plan for every direct report staff member 
making sure to include specific, measurable, achievable, relevant and time-sensitive (SMART) goals for performance. 
Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination. Identifies outstanding performance characteristics through employee 
discussions and personal observations to encourage/acknowledge positive behavior. Drafting, Laying Out, and Specifying 
Technical Devices, Parts, and Equipment:  Reviews/edits complex installation instructions for multiple hardware and 
software solutions for the Department of Correction. Creates test scripts for ladder logic and human machine interface 
(HMI) software while adhering to testing requirements of the project. Creates site/building layouts for use in HMI 
software and equipment schematics using computer-aided design software. Develops and maintains complex 
installation instructions for various hardware and software solutions for the Department of Correction. Maintains 
problem management database by creating, reviewing, and updating agency/customer records (including customer 
information, tracking number and other sensitive tracking information) and by documenting calls from Integrated 
Helpdesk and incident information/resolution. Making Decisions and Solving Problems:  Simulates and reproduces error 
conditions using test benches (set up to duplicate system conditions in the field) to diagnose and resolve up-escalated 
system issues in both computer and electronic security systems. Resolves operational problems by applying existing 
system utilities or vendor enhancements (e.g., software upgrades, operating system code corrections, or memory 
modifications). Documenting/Recording Information:  Writes documentation for ladder logic and HMI programs, 
including how the programs interact with physical devices such as relays, alarms, and input/output modules. Writes 
technical bid specifications which satisfy the department's needs that are not on statewide contract. Continually 
documents the performance of direct reports to ensure accurate and unbiased performance evaluations. Oversees 
documentation and maintenance of system configurations consisting of peripheral devices, communication lines, and 
user profiles. Documents layout of switch and fiber configuration/network grid and utilization by entering device and 
switch types and connection locations into spreadsheet and diagramming  graphics applications. Documents and 
maintains system configurations consisting of peripheral devices, communication lines, and user profiles. Tracks 
location/assignment of state-tagged property by entering and monitoring information, including equipment transfers, in 
inventory control system. Documents all work performed by opening or accessing user-generated work orders in Asset 
inventory Management (AIM) system and entering action taken/problem resolution or by documenting other work 
activities in Outlook calendar. Organizing, Planning, and Prioritizing Work:  Establishes and maintains a communication 
plan to ensure customers are appropriately informed. Prioritizes projects for the staff to ensure appropriate/timely 
completion in accordance with departmental standards. Completes work orders and assigned tasks in priority order 
based on departmental standards (i.e., life safety, security electronics, networks and computer systems). 
Communicating with Persons Outside Organization:  Communicates effectively with Strategic Technology Services (STS), 
outside vendors and/or external customers to share/exchange information relevant to status, timelines, expectations, 
and other pertinent information for work-related projects and events. Developing and Building Teams:  Conducts staff 
meetings and facilitates team-building activities to encourage effective communications and build trust, respect, and 
cooperation among team members.    Analyzing Data or Information:  Oversees the review/analysis of trouble tickets 
and other information to identify trends and patterns which indicate problem areas or improvements needed. Analyzes 
system specifications to ensure compliance with system requirements. Training and Teaching Others:  Develops and/or 
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administers training and instruction to other electronic security support staff on specific system operations. Develops 
and maintains training materials for computer and electronic security systems. Trains support staff in the installation 
and use of hardware or software products. Explains, in technical workshops or group meetings, the operational 
functions of hardware or software products. Judging the Qualities of Things, Services, or People:  Assesses the 
performance of each direct report employee as necessary to complete two formal interim evaluations and an annual 
performance evaluation which includes the determination of a final rating value. Evaluates a product to assess whether 
it sufficiently meets needs and determine justification and documentation needs. Determines whether hardware (e.g., 
computers, printers, cameras, door control PLC, fence security components) needs to be repaired based detailed 
inspection/condition of hardware. Interpreting the Meaning of Information for Others:  Reads and interprets state 
technology policies in order to communicate the meaning of them to others. Conveys state technology policies to end-
users in the appropriate format based on the recipient. Interacting With Computers:  Creates software programs to 
control door access, cameras, intercoms, panic alarms, fence alarms, inmate call buttons, utilizing ladder logic and HMI 
programming languages. Establishes and configures monitor and control programs for network switches, large 
Uninterruptible Power Supplies (UPS), Network Time Protocol (NTP) servers, Vicon video systems, and key distribution 
servers. Maintains permission controls for Vicon video systems, door access, and password resets for Active Directory. 
Manages Active Directory by creating accounts, setting permissions for users and workstations, and creating scripts 
group policies. Creates and maintains software images on all models of computers for various situations, including 
general state network usage, stand-alone usage, inmate classroom, and special applications. Provides technical support 
using specialized software for fence detection, electronic security, and computer-related hardware and software 
systems. Creates and maintains proxy servers to restrict access to specialized systems (e.g., inmate legal research, 
educational classrooms, college computer labs). Tests the compatibility of software and hardware products on various 
computer models. Performs backup process and archiving for video databases used within correctional facilities. 
Inventories software and computers utilizing System Center Configuration Management (SCCM) software. Uses 
computer systems to enter/access data and utilize email and office productivity tools. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Projects resource capacity, capabilities and requirements and makes 
recommendations for procurement/purchases based on findings. Estimates appropriate inventory levels for agency's 
annual desktop replacement plan. Determines materials required for an assigned task or project based on previous 
projects. Projects or forecasts consumption rates of consumables (e.g., fiber splice kits, network cable connectors, fiber 
termination kits, fuses, relays, processor boards, sensor assemblies) to determine replenishment of products. 
Determines materials required for an assigned task or project based on previous projects. Updating and Using Relevant 
Knowledge:  Maintains expertise in the use of advanced multi user computer systems (e.g., Vicon video system, door 
control system, Linux systems). Maintains expertise and adherence to Acceptable-Use Policy. Oversees the enrollment 
of staff in appropriate training to ensure they keep up to date on the latest methods and technologies. Attends training 
in accordance with departmental requirements. Repairing and Maintaining Electronic Equipment:  Performs technical 
maintenance, preventive maintenance, and repair of fence detection, electronic security, video systems, and computer-
related hardware. Evaluates multiple hardware instances for the need to enhance/upgrade components in equipment 
including memory, hard drive, and/or other components. Evaluating Information to Determine Compliance with 
Standards:  Audits AIM system to ensure end-users are submitting work orders in accordance with departmental policy. 
Evaluates software to ensure Service Level Agreement (SLA) compliance. Conducts audits of video system to ensure 
compliance with 30-day recording standards.   Communicating with Supervisors, Peers, or Subordinates:  Communicates 
on a regular basis with coworkers/team to share knowledge. Communicates effectively with internal customers to 
share/exchange information relevant to status, timelines, expectations, and other pertinent information for work-
related projects and events. Communicates with supervisor to keep him/her informed of all problems, issues and special 
requests from end-users, including status of ongoing projects and work orders. Communicates effectively in written 
form, by email, by phone, prison radio system, or in person. Inspecting Equipment, Structures, or Material:  Using 
advanced diagnostic software, electronically inspects all network computers to determine what software is installed and 
status of devices such as Internet Protocol (IP) cameras, fire alarm panels, PLCs for door access control, and other 
system activity. Conducts random inspections of state-issued computers to Identify any violations to the state's 
acceptable-use policy and report to supervisor. Inspects internet protocol telephony (IPT) and mobile telephones to 
identify and resolve escalated issues. Performs hands-on inspection of equipment, (e.g., computers, printers, cameras, 
door control PLCs, fence security components) by assembling and disassembling to check usability/condition. Monitor 
Processes, Materials, or Surroundings:  Monitors inventory replacement parts and equipment to ensure all systems can 
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be repaired within one day. Oversees monitoring of vendor contracts, software licensing, and warranties to verify 
compliance in these areas. Monitors orders in Edison via order tracking and receiving to ensure appropriate processing. 
Monitors Active Directory to ensure all separated employees are inactivated within one day of separation. Manages the 
monitoring of logs and system activity (e.g., network switches, video database recording, IPT phones, door control 
system, fence alarm system, video conferencing system) via review of data. Monitors desktop hardware and software 
inventory to ensure all tagged items are accounted for. Provide Consultation and Advice to Others:  Presents proposals 
and recommendations to management based on in-house test results and cost comparisons of software and hardware. 
Makes improvement suggestions to management based on research, analysis, and/or first-hand observations of trends, 
problems, or other information gathered relevant to agency operations and services.   Getting Information:  Reviews and 
extracts pertinent information from detail requirements documents (e.g., technical cut sheets, construction ""as 
builts""). Talks with end-users to gather requirements for developing less complex projects (e.g., inmate classroom 
network, small camera projects). Uses various methods to perform research from technical knowledge base and other 
resources. Gathers information via email, AIM requests in Edison system, or other staff communications to determine 
required access for employees in Active Directory or other needed support services Gathers information by talking with 
supervisor and making physical inspection of project site to support the development of projects. Performing 
Administrative Activities:  Initiates request for services (e.g., cabling, state network drops, IPT phone set-up/change, 
creation of Outlook accounts) to STS by entering all  necessary information into Remedy system. Enters information into 
AIM by creating, updating, and, closing work order. Processing Information:  Enters location/assignment information 
into a spreadsheet to track security equipment. Handling and Moving Objects:  Installs cabling (e.g., fiber optics, 
Ethernet) by reaching overhead and crawling under raised flooring to access cables and pull through conduit. Installs 
surveillance cameras by climbing ladders, reaching overhead, and using power tools. Pushes/pulls hand-cart/dolly to 
move heavy equipment as needed. Lifts computers, monitors, printers and other equipment to load on/off carts and/or 
move to a different work location. Identifying Objects, Actions, and Events:  Conducts an inventory to identify items 
(e.g., computers, cameras, network switches, printers, tools) that need to be replaced and/or designated as surplus 
property. Performing General Physical Activities:  Climbs ladders to install computer and electronic security system 
components. Walks fence perimeter, at distances of approximately a mile or greater, as necessary to inspect or repair 
electronic components. Crawls under desks and into tight spaces to install computer and electronic security system 
components.   Controlling Machines and Processes:  Operates fiber fusion splicer to terminate and splice fiber. Operates 
multimeters, signal generators, and network testers to test circuits. Operates tensioner to adjust tension on taut wire 
detection system for optimum performance. Uses soldering station to create and repair circuit boards. Operates a drill 
press to destroy hard drives of surplus computers. Operating Vehicles, Mechanized Devices, or Equipment:  Operates 
scissor or boom lift to install or replace cameras, cables, and sensors. Operates assigned vehicles to accomplish required 
tasks, including transporting equipment, towing trailers, and driving to work sites to provide technical support and call-
outs." 
 
Competencies (KSA’s): 
Competencies:  Directing others Building effective teams Fairness to direct reports Confronting direct reports 
Developing direct reports and others Problem solving Hiring and staffing Decision quality Innovation management 
Priority setting Functional/technical competency Drive for results Knowledge:  Expert knowledge of computer 
hardware/operating systems and security electronic equipment (e.g., network switches, IP camera systems, PLCs, NTP 
servers, and others), including their designs, uses, repair, and maintenance Intermediate knowledge of administrative 
and clerical procedures and systems such as word processing, managing files and records,  designing forms, and other 
office procedures and terminology Advanced knowledge of circuit boards, processors, chips, electronic equipment, and 
computer hardware and software, including applications and programming Expert knowledge of relevant equipment 
(e.g., fence intrusion protection, door control, IP camera systems), policies, procedures, and strategies to promote 
effective correctional security operations for the protection of inmates, staff, and the public Advanced knowledge of 
business and management principles involved in strategic planning, resource allocation,  leadership technique,  and 
coordination of people and resources Intermediate knowledge of principles and procedures for personnel recruitment, 
selection, training, compensation and benefits, and personnel information systems Expert knowledge of transmission of 
radio based alarm systems, wireless routing for IP camera systems, switching, control, provisioning and operation of IPT 
phones, cellular phones, and tablets Expert Knowledge of operation and maintenance, including calibration, of tools 
used for network and security electronic systems (e.g., multimeter, fiber fusion splicer, fiber cleaver, network analyzer) 
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Intermediate knowledge of correctional procedures and Department of Correction policies Advanced knowledge of 
design techniques, tools, and principles involved in production of precision technical plans, design documents/ drawings, 
and schematics Intermediate knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups Advanced knowledge of the practical application of electrical engineering science 
and technology, including applying principles, techniques, procedures, and equipment to the design and production of 
electronic security equipment Intermediate knowledge of arithmetic, algebra, geometry, and their applications Skills:  
Advanced skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions 
or approaches to problems Advanced in understanding written sentences and paragraphs in work related documents 
Advanced skill in adjusting actions in relation to others' actions Advanced skill in teaching others how to do something 
(S2 & up) Advanced skill in bringing others together and trying to reconcile differences Advanced skill in persuading 
others to change their behavior Expert skill in identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Advanced skill in performing routine maintenance on equipment 
and determining when and what kind of maintenance is needed, including multimeters, fiber fusion splicers, fiber 
cleavers, uninterruptible power supplies and component equipment for IP camera systems and fence intrusion alarm 
systems Advanced skill in installing equipment, machines, wiring, or programs to meet specifications Expert skill in 
controlling operations of equipment or systems (e.g., Active Directory, network management systems, PLCs, IP camera 
systems) Expert skill in analyzing needs and product requirements to create a design Expert skill in writing computer 
programs for various purposes Intermediate skill in conducting tests and inspections of products, services, or processes 
to evaluate quality or performance Expert skill in repairing computer related equipment and security electronic systems 
using the needed tools Expert skill in determining causes of operating errors and deciding what to do about it Expert skill 
in considering the relative costs and benefits of potential actions to choose the most appropriate one Expert skill in 
determining how a system should work and how changes in conditions, operations, and the environment will affect 
outcomes Advanced skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to 
do certain work Advanced skill motivating, developing, and directing people as they work, identifying the best people for 
the job Advanced in managing one's own time and the time of others Advanced skill in monitoring/assessing 
performance of other individuals to make improvements or take corrective action Advanced skill in using scientific rules 
and methods to solve problems Intermediate skill in being aware of others' reactions and understanding why they react 
as they do Advanced skill in determining the kind of tools and equipment needed to service computer and security 
electronic systems Expert skill in identifying measures or indicators of system performance and the actions needed to 
improve or correct performance, relative to the goals of the system Advanced skill in determining how money will be 
spent to get the work done, and accounting for these expenditures Intermediate skill in giving full attention to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Advanced skill in communicating effectively in writing as appropriate for the needs 
of the audience Advanced skill in understanding the implications of new information for both current and future 
problem-solving and decision-making Advanced skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning and teaching new things Intermediate skill in using mathematics 
to solve problems Advanced  skill talking to others to convey information effectively Basic skill in actively looking for 
ways to help people Abilities:  Intermediate ability to choose the right mathematical methods or formulas to solve a 
problem Ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem) Intermediate ability to quickly make sense of, combine, and organize information into 
meaningful patterns Advanced ability to communicate information and ideas in writing so others will understand Ability 
to identify and understand the speech of another person Intermediate ability to listen to and understand information 
and ideas presented through spoken words and sentences Advanced ability to communicate information and ideas in 
speaking so others will understand Expert ability to come up with unusual or clever ideas about a given topic or 
situation, or to develop creative ways to solve a problem Ability to know one's location in relation to the environment or 
to know where other objects are in relation to oneself Advanced ability to imagine how something will look after it is 
moved around or when its parts are moved or rearranged Ability to walk over long distances (approximately one mile or 
more) Ability to speak clearly so others can understand Ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources) Ability to keep or regain body balance or stay 
upright when in an unstable position Ability to exert muscle force to lift, push, pull, or carry objects Ability to see details 
at close range (within a few feet) Ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material Intermediate skill Advanced ability to read and understand information and ideas 
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presented in writing Ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble very small objects Ability to detect or tell the differences between sounds that vary in pitch and 
loudness Ability to tell the direction from which a sound originated Ability to match or detect differences between 
colors, including shades of color and brightness Ability to apply general rules to specific problems to produce answers 
that make sense Intermediate ability to quickly and accurately compare similarities and differences among sets of 
letters, numbers, objects, pictures, or patterns  when comparing either at the same time or one after the other, as well 
as when comparing a presented object with a remembered object Ability to keep one's hand and arm steady while 
moving arm or while holding arm and hand in one position Ability to time one's movements or the movement of a piece 
of equipment in anticipation of changes in the speed and/or direction of a moving object or scene Ability to bend, 
stretch, twist, or reach with your body, arms, and/or legs Ability to coordinate the movement of arms, legs, and torso 
together when the whole body is in motion Ability to focus on a single source of sound in the presence of other 
distracting sounds Ability to judge which of several objects is closer or farther away, or to judge the distance between 
oneself and an object Ability to generate or use different sets of rules for combining or grouping things in different ways 
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns 
of numbers, letters, words, pictures, mathematical operations) Ability to come up with a number of ideas about a topic 
(the number of ideas is important, not their quality, correctness, or creativity) Expert ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
 
Tools and Equipment Used: 
 Computers, printers, and other office equipment Multimeters, signal generators, and network testers Tensioners Drill 
press and various power tools Handcarts and dollies Scissor/boom lifts and ladders 
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045738 - ELECTRONIC SECURITY SYS PROGR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1943 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in one or a combination of the following:  software development of industrial automation systems; design 
or repair of industrial electronics; installation/maintenance of low voltage alarms and camera systems; maintenance of 
computer and server hardware, desktop and server operating systems, network hardware devices or wireless network 
devices; or repair of other related system operations problems for computer or security electronic system hardware and 
operating systems. At least two of the four years of experience must be in software development. Substitution of a 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in information technology, electronics, software development or other closely related field may 
substitute for the required bachelor's degree. Substitution of Education for Experience: Graduate coursework in 
information technology, electronics, software development or other closely related field may substitute for up to one 
year of the required experience (twenty-four graduate semester hours or a master's degree is equivalent to one year of 
experience). Substitution of Experience for the Specific Associates Degree: Experience in any of the following areas may 
substitute for the required associate's degree on a year-for-year basis to a maximum substitution of two years:  design 
or repair of industrial electronics; installation/maintenance of low voltage alarms and camera systems; software 
development of industrial automation systems; maintenance of computer and server hardware, desktop and server 
operating systems, network hardware devices or wireless network devices; or repair of other related system operations 
problems for computer or security electronic system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, performs electronic security systems programming and support work of 
considerable difficulty; and performs related work as required.Distinguishing Features:  An employee in this class 
provides fourth level technical support and develops operating systems and programs for electronic security systems, 
including fence detection, electronic security, and video systems.  This class differs from Electronic Security Systems 
Supervisor in that incumbents of the later have supervisory responsibilities and provide third level technical support for 
electronic security systems.  This class differs from Electronic Security Systems Manager in that incumbents of the later 
have managerial/supervisory responsibilities, including supervising incumbents of this class. 
 
Work Activities: 
"Thinking Creatively: Develops software applications for the Department of Correction as requested.  Designs and 
develops Programmable Logic Controllers (PLCs) and associated devices for door control, video control, intercom, panic 
buttons and other electronic security systems, based on data collected, physical measurements, contractors' schedules 
(i.e., wiring input/output data), and other relevant information.  Fabricates PLCs and other devices for door control, 
video control, intercom, panic buttons and other electronic security systems, into a security electronic rack/cabinet.  
Develops operating systems for door control, video monitoring automation, intercom control, and other security related 
systems.   Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Develops and maintains 
complex installation instructions for various hardware and software solutions for the Department of Correction.  Creates 
test scripts for ladder logic and Human Machine Interface (HMI) software while adhering to testing requirements of the 
project.  Creates site/building layouts for use in HMI software and equipment schematics using computer-aided design 
software.  Maintain problem management database by creating, reviewing, and updating agency/customer records 
(including customer information, tracking number and other sensitive tracking information) and by documenting calls 
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from Integrated Helpdesk and incident information/resolution.   Communicating with Persons Outside Organization: 
Communicates effectively with Strategic Technology Services (STS), outside vendors and/or external customers to 
share/exchange information relevant to status, timelines, expectations, and other pertinent information for work-
related projects and events.Repairing and Maintaining Electronic Equipment: Evaluates multiple hardware instances for 
the need to enhance/upgrade components in equipment including memory, hard drive, and/or other components.  
Performs technical maintenance, preventive maintenance, and repair of fence detection, electronic security, video 
systems, and computer-related hardware.Coordinating the Work and Activities of Others: Coordinates workload of staff 
assigned to work together on a project to ensure the timely and accurate completion of project tasks and work 
orders.Coaching and Developing Others: Mentors and coaches staff to assist them in acquiring job specific knowledge 
and developing and enhancing their skill level (e.g., cabling and fiber termination and splicing, configuring/installing 
video cameras, PLC set-up and troubleshooting,  fence and door control electronics support, and other systems support 
in correctional settings).Making Decisions and Solving Problems: Resolves operational problems by applying existing 
system utilities or vendor enhancements (e.g., software upgrades, operating system code corrections, or memory 
modifications).  Simulates and reproduces error conditions using test benches (set up to duplicate system conditions in 
the field) to diagnose and resolve up-escalated system issues in both computer and electronic security 
systems.Documenting/Recording Information: Documents and maintains system configurations consisting of peripheral 
devices, communication lines, and user profiles.  Writes documentation for ladder logic and HMI programs, including 
how the programs interact with physical devices such as relays, alarms, and input/output modules.  Documents all work 
performed by opening or accessing user-generated work orders in AIM and entering action taken/problem resolution or 
by documenting other work activities in Outlook calendar.  Tracks location/assignment of state-tagged property by 
entering and monitoring information in inventory control system, including equipment transfers.  Continually 
documents the performance of direct reports to ensure accurate and unbiased performance evaluations.  Document 
layout of switch and fiber configuration/network grid and utilization by entering device and switch types and connection 
locations into spreadsheet and diagramming graphics applications.Interacting With Computers: Uses computer systems 
to enter/access data and utilize email and office productivity tools.  Performs backup process and archiving for video 
databases used within correctional facilities.  Maintains permission controls for Vicon video systems, door access, and 
password resets for Active Directory.  Manages Active Directory by creating accounts, setting permissions for users and 
workstations, and creating scripts group policies.  Tests the compatibility of software and hardware products on various 
computer models.  Provides technical support using specialized software for fence detection, electronic security, and 
computer-related hardware and software systems.  Creates software programs to control door access, cameras, 
intercoms, panic alarms, fence alarms, inmate call buttons, utilizing ladder logic and HMI programming languages.  
Establishes and configures monitor and control programs for network switches, large Uninterruptible Power Supplies 
(UPS), Network Time Protocol (NTP) servers, Vicon video systems, and key distribution servers.  Creates and maintains 
proxy servers to restrict access to specialized systems (e.g., inmate legal research, educational classrooms, college 
computer labs).  Inventories software and computers utilizing System Center Configuration Management (SCCM) 
software.Interpreting the Meaning of Information for Others: Conveys state technology policies to end-users in the 
appropriate format based on the recipient.Inspecting Equipment, Structures, or Material: Performs hands-on inspection 
of equipment, (e.g., computers, printers, cameras, door control PLC, fence security components) by assembling and 
disassembling to check usability/condition.  Using advanced diagnostic software, electronically inspects all network 
computers to determine what software is installed and status of devices such as internet protocol (IP) cameras, fire 
alarm panels, PLCs for door access control, and other system activity.  Conducts random inspections of state-issued 
computers to Identify any violations to the state's acceptable-use policy and report to supervisor.  Inspects internet 
protocol telephony (IPT) and mobile telephones to identify and resolve escalated issues.Training and Teaching Others: 
Develops and maintains training materials for computer and electronic security systems.  Trains support staff in the 
installation and use of hardware or software products.  Explains, in technical work shops or group meetings, the 
operational functions of hardware or software products.Getting Information: Talks with end-users to gather 
requirements for developing less complex projects (e.g., inmate classroom network, small camera projects).  Gathers 
information by talking with supervisor and making physical inspection of project site to support the development of 
projects.  Uses various methods to perform research from technical knowledge base and other resources.  Reviews and 
extracts pertinent information from detail requirements documents (e.g., technical cut sheets, construction ""as 
builts"").  Gathers information via email, Asset Inventory Management (AIM) requests in Edison system, or other staff 
communications to determine required access for employees in Active Directory or other needed support 
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services.Evaluating Information to Determine Compliance with Standards: Conducts audits of video system to ensure 
compliance with 30-day recording standards.Updating and Using Relevant Knowledge: Maintains expertise and 
adherence to Acceptable-Use Policy.  Maintains expertise in the use of advanced multi user computer systems (e.g., 
Vicon video system, door control system, Linux systems).  Attends training in accordance with departmental 
requirements.Monitor Processes, Materials, or Surroundings: Monitors desktop hardware and software inventory to 
ensure all tagged items are accounted for.  Monitors Active Directory to ensure all separated staff are inactivated within 
one day of separation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Determines time 
and resources required for an assigned task or project based on previous projects.  Determines materials required for an 
assigned task or project based on previous projects.Communicating with Supervisors, Peers, or Subordinates: 
Communicates effectively with internal customers to share/exchange information relevant to status, timelines, 
expectations, and other pertinent information for work-related projects and events.  Communicates effectively by 
keeping supervisor informed of all problems, issues and special requests from end-users, including status of ongoing 
projects and work orders.  Communicates on a regular basis with coworkers/team to share knowledge.  Communicates 
effectively in written form, by email, by phone, prison radio system, or in person.Processing Information: Enters 
location/assignment information into a spreadsheet to track security equipment.Organizing, Planning, and Prioritizing 
Work: Completes work orders and assigned tasks in priority order based on  departmental standards (i.e.,  life safety, 
security electronics, networks and computer systems).Handling and Moving Objects: Pushes/pulls hand-cart/dolly to 
move heavy equipment as needed.  Installs cabling (e.g., fiber optics, Ethernet) by reaching overhead and crawling 
under raised flooring to access cables and pull through conduit.  Installs surveillance cameras by climbing ladders, 
reaching overhead, and using power tools.  Lifts computers, monitors, printers and other equipment to load on/off carts 
and/or move to a different work location.Performing Administrative Activities: Enters information into AIM by creating, 
updating, and, closing work order.Provide Consultation and Advice to Others: Makes improvement suggestions to 
management based on research, analysis, and/or first-hand observations of trends, problems, or other information 
gathered relevant to agency operations and services.Controlling Machines and Processes: Operates fiber fusion splicer 
to terminate and splice fiber.  Operates a drill press to destroy hard drives of surplus computers.  Operates multimeters, 
signal generators, and network testers to test circuits.  Uses soldering station to create and repair circuit boards.  
Operates tensioner to adjust tension on taut wire detection system for optimum performance.Identifying Objects, 
Actions, and Events: Conducts an inventory to identify items (e.g., computers, cameras, network switches, printers, 
tools) that need to be replaced and/or designated as surplus property.Performing General Physical Activities: Crawls 
under desks and into tight spaces to install computer and electronic security system components.  Climbs ladders to 
install computer and electronic security system components.  Walks fence perimeter, at distances of approximately a 
mile or greater, as necessary to inspect or repair electronic components.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles to accomplish required tasks, including transporting equipment, towing trailers, 
and driving to work sites to provide technical support and call-outs.  Operates scissor or boom lift to install or replace 
cameras, cables, and sensors." 
 
Competencies (KSA’s): 
Competencies: Problem Solving  Technical Learning  Peer relationships  Total work systems  Functional/Tech 
Competency  Boss relationships  Planning  Decision Quality  Learning on the Fly  Action Oriented  Customer focus  Self 
developmentKnowledge: Advanced knowledge of circuit boards, processors, chips, electronic equipment, and computer 
hardware and software, including applications and programming  Expert knowledge of computer hardware/operating 
systems and security electronic equipment (e.g., network switches, IP camera systems, PLCs, NTP servers, and others), 
including their designs, uses, repair, and maintenance  Expert knowledge of relevant equipment (e.g., fence intrusion 
protection, door control, IP camera systems), policies, procedures, and strategies to promote effective correctional 
security operations for the protection of inmates, staff, and the public  Expert knowledge of operation and maintenance, 
including calibration, of tools used for network and security electronic systems (e.g., multimeter, fiber fusion splicer, 
fiber cleaver, network analyzer)  Intermediate knowledge of administrative and clerical procedures and systems such as 
word processing, managing files and records,  designing forms, and other office procedures and terminology  Expert 
knowledge of transmission of radio based alarm systems, wireless routing for IP camera systems, switching, control, 
provisioning and operation of IPT phones, cellular phones, and tablets  Advanced knowledge of the practical application 
of electrical engineering science and technology, including applying principles, techniques, procedures, and equipment 
to the design and production of electronic security equipment (Programmer & Mgr)  Intermediate knowledge of 
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arithmetic, algebra, geometry, and their applications  Advanced knowledge of design techniques, tools, and principles 
involved in production of precision technical plans, design documents/ drawings, and schematics  Intermediate 
knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups  Intermediate knowledge of correctional procedures and Department of Correction policiesSkills: Advanced skill 
in installing equipment, machines, wiring, or programs to meet specifications  Expert skill in writing computer programs 
for various purposes  Expert skill in determining causes of operating errors and deciding what to do about it  Advanced 
skill in determining how a system should work and how changes in conditions, operations, and the environment will 
affect outcomes  Advanced skill in understanding written sentences and paragraphs in work related documents  Expert 
skill in identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions  Expert skill in performing routine maintenance on equipment and determining when and what kind of 
maintenance is needed, including multimeters, fiber fusion splicers, fiber cleavers, uninterruptible power supplies and 
component equipment for IP camera systems and fence intrusion alarm systems  Advanced skill in determining the kind 
of tools and equipment needed to service computer and security electronic systems  Advanced skill in controlling 
operations of equipment or systems (e.g., Active Directory, network management systems, PLCs, IP camera systems)   
Expert skill in analyzing needs and product requirements to create a design  Intermediate skill in conducting tests and 
inspections of products, services, or processes to evaluate quality or performance  Expert skill in repairing computer 
related equipment and security electronic systems using the needed tools  Advanced skill in considering the relative 
costs and benefits of potential actions to choose the most appropriate one  Advanced skill in identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system  Intermediate skill in giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times  Advanced skill in using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems  Advanced skill in teaching others how to do something  Intermediate skill in obtaining equipment, facilities, 
and materials needed to do certain work  Advanced skill in using scientific rules and methods to solve problems  
Advanced skill talking to others to convey information effectively  Advanced skill in communicating effectively in writing 
as appropriate for the needs of the audience  Advanced skill in understanding the implications of new information for 
both current and future problem-solving and decision-making  Advanced skill in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning and teaching new things  
Intermediate skill in using mathematics to solve problems  Advanced skill in adjusting actions in relation to others' 
actions  Basic skill in actively looking for ways to help people  Advanced skill in managing one's own time and the time of 
others  Intermediate skill in persuading others to change their behavior  Intermediate skill in being aware of others' 
reactions and understanding why they react as they doAbilities: Ability to tell when something is wrong or is likely to go 
wrong (does not involve solving the problem, only recognizing there is a problem)  Intermediate ability to choose the 
right mathematical methods or formulas to solve a problem  Intermediate ability to quickly make sense of, combine, and 
organize information into meaningful patterns  Advanced ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged  Ability to walk over long distances (approximately one mile or more)  
Ability to identify and understand the speech of another person  Intermediate ability to listen to and understand 
information and ideas presented through spoken words and sentences  Expert ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem  Ability to know one's location in 
relation to the environment or to know where other objects are in relation to oneself  Ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)  Ability to 
keep or regain body balance or stay upright when in an unstable position  Ability to exert muscle force to lift, push, pull, 
or carry objects  Ability to see details at close range (within a few feet)  Ability to speak clearly so others can understand  
Ability to match or detect differences between colors, including shades of color and brightness  Advanced ability to 
communicate information and ideas in speaking so others will understand  Intermediate ability to quickly and accurately 
compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns  when comparing 
either at the same time or one after the other, as well as when comparing a presented object with a remembered object  
Advanced ability to communicate information and ideas in writing so others will understand  Ability to make precisely 
coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects  Ability 
to bend, stretch, twist, or reach with your body, arms, and/or legs  Ability to detect or tell the differences between 
sounds that vary in pitch and loudness  Ability to tell the direction from which a sound originated  Ability to apply 
general rules to specific problems to produce answers that make sense  Ability to identify or detect a known pattern (a 
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figure, object, word, or sound) that is hidden in other distracting material  Advanced ability to read and understand 
information and ideas presented in writing  Ability to keep one's hand and arm steady while moving arm or while 
holding arm and hand in one position  Ability to time one's movements or the movement of a piece of equipment in 
anticipation of changes in the speed and/or direction of a moving object or scene  Ability to coordinate the movement 
of arms, legs, and torso together when the whole body is in motion  Ability to focus on a single source of sound in the 
presence of other distracting sounds  Ability to judge which of several objects is closer or farther away, or to judge the 
distance between oneself and an object  Ability to generate or use different sets of rules for combining or grouping 
things in different ways  Ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)  Expert ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events)  Ability to arrange things or actions in a 
certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations) 
 
Tools and Equipment Used: 
 Computers, printers, and other office equipment  Multimeters, signal generators, and network testers  Tensioners  Drill 
press and various power tools  Handcarts and dollies  Scissor/boom lifts and ladders  Motor vehicles 
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045735 - ELECTRONIC SECURITY SYS SPEC 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1924 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in one or a combination of the following:  design or repair of industrial electronics; 
installation/maintenance of low voltage alarms and camera systems; maintenance of computer and server hardware, 
desktop and server operating systems, network hardware devices or wireless network devices; or repair of other related 
system operations problems for computer or security electronic system hardware and operating systems. Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in information technology, electronics, or other closely related field may substitute for the 
required bachelor's degree. Substitution of Education for Experience: Graduate coursework in information technology, 
electronics, or other closely related field may substitute for up to one year of the required experience (twenty-four 
graduate semester hours or a master's degree is equivalent to one year of experience). Substitution of Experience for 
the Specific Associates Degree:  Experience in any of the following areas may substitute for the required associate's 
degree on a year-for-year basis to a maximum substitution of two years:  design or repair of industrial electronics; 
installation/maintenance of low voltage alarms and camera systems; maintenance of computer and server hardware, 
desktop and server operating systems, network hardware devices or wireless network devices; or repair of other related 
system operations problems for computer or security electronic system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs electronic security systems support work of average difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class provides first level technical 
support for fence detection, electronic security and video systems, and computer-related hardware.  This class differs 
from Electronic Security Systems Specialist 2 in that an incumbent of the later performs lead/second level support, 
including handling escalated issues, and functions as an assistant regional supervisor. 
 
Work Activities: 
"Repairing and Maintaining Electronic Equipment:  Performs technical maintenance, preventive maintenance, and repair 
of fence detection, electronic security, video systems, and computer-related hardware. Repairs and maintains computer 
and electronic security equipment by assembling/disassembling and identifying and replacing errant components. 
Making Decisions and Solving Problems:  Simulates and reproduces error conditions using test benches (set up to 
duplicate system conditions in the field) to diagnose and resolve system issues in both computer and electronic security 
systems. Resolves operational problems by applying existing system utilities or vendor enhancements (e.g., software 
upgrades, operating system code corrections, or memory modifications). Thinking Creatively:  May fabricate 
programmable logic controllers (PLCs) and other devices for door control, video control, intercom, panic buttons and 
other electronic security systems, into a security electronic rack/cabinet. Communicating with Persons Outside 
Organization:  Communicates effectively with Strategic Technology Services (STS), outside vendors and/or external 
customers to share/exchange information relevant to status, timelines, expectations, and other pertinent information 
for work-related projects and events. Analyzing Data or Information:  Analyzes data from various logs (including, but not 
limited to, system logs, user account logs, and internet cache) to determine and help resolve issues. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Maintains problem management database by creating, 
reviewing, and updating agency/customer records (including customer information, tracking number and other sensitive 
tracking information) and by documenting calls from Integrated Helpdesk and incident information/resolution. 
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Processing Information:  Enters location/assignment information into a spreadsheet to track security equipment.  
Inspecting Equipment, Structures, or Material:  Using advanced diagnostic software, electronically inspects all network 
computers to determine what software is installed and status of devices such as Internet Protocol (IP) cameras, fire 
alarm panels, programmable logic controller (PLC) for door access control, and other system activity. Performs hands-on 
inspection of equipment, (e.g., computers, printers, cameras, door control PLC, fence security components) by 
assembling and disassembling to check usability/condition. Conducts detailed monthly inspection of security camera 
network to verify cameras' functioning and that recordings are being appropriately maintained. Conducts detailed 
weekly inspection of fence electronic security system by testing sensors in each zone and performing other tests to 
insure proper functioning. Inspects Internet Protocol Telephony (IPT) and mobile telephones to identify and resolve 
issues. Evaluating Information to Determine Compliance with Standards:  Conducts audits of video system to ensure 
compliance with 30-day recording standards. Training and Teaching Others:  Explains, in technical workshops or group 
meetings, the operational functions of hardware or software products. Interacting With Computers:  Provides technical 
support using specialized software for fence detection, electronic security, and computer-related hardware and 
software systems. Maintains permission controls for Vicon video systems, door access, and password resets for Active 
Directory. Performs backup process and archiving for video databases used within correctional facilities. Uses computer 
systems to enter/access data and utilize email and office productivity tools. Getting Information:  Uses various methods 
to perform research from technical knowledge base and other resources. Reviews and extracts pertinent information 
from detail requirements documents (e.g., technical cut sheets, construction ""as builts""). Gathers information by 
talking with supervisor and making physical inspection of project site to support the development of projects. Monitor 
Processes, Materials, or Surroundings:  Monitors desktop hardware and software inventory to ensure all tagged items 
are accounted for. Monitors logs and system activity (e.g., network switches, video database recording, IPT phones, door 
control system, fence alarm system, video conferencing system)via review of data.  Documenting/Recording 
Information:  Documents all work performed by opening or accessing user-generated work orders in Asset inventory 
Management (AIM) system and entering action taken/problem resolution or by documenting other work activities in 
Outlook calendar. Documents and maintains system configurations consisting of peripheral devices, communication 
lines, and user profiles. Tracks location/assignment of state-tagged property by entering and monitoring information, 
including equipment transfers, in inventory control system. Coaching and Developing Others:  May mentor/coach other 
staff to assist them in acquiring job specific knowledge and developing and enhancing their skill level (e.g., cabling and 
fiber termination and splicing, configuring/installing video cameras, PLC set-up and troubleshooting, fence and door 
control electronics support, and other systems support in correctional settings). Interpreting the Meaning of Information 
for Others:  Conveys state technology policies to end-users in the appropriate format based on the recipient. 
Communicating with Supervisors, Peers, or Subordinates:  Communicates with supervisor to keep him/her informed of 
all problems, issues and special requests from end-users, including status of ongoing projects and work orders. 
Communicates with internal customers to share/exchange information relevant to status, timelines, expectations, and 
other pertinent information for work-related projects and events. Communicates effectively in written form, by email, 
by phone, prison radio system, or in person. Communicates on a regular basis with coworkers/team to share knowledge. 
Handling and Moving Objects:  Installs surveillance cameras by climbing ladders, reaching overhead, and using power 
tools. Installs cabling (e.g., fiber optics, Ethernet) by reaching overhead and crawling under raised flooring to access 
cables and pull through conduit. Lifts computers, monitors, printers and other equipment to load on/off carts and/or 
move to a different work location. Pushes/pulls hand-cart/dolly to move heavy equipment as needed. Identifying 
Objects, Actions, and Events:  Conducts an inventory to identify items (e.g., computers, cameras, network switches, 
printers, tools) that need to be replaced and/or designated as surplus property.   Updating and Using Relevant 
Knowledge:  Maintains expertise in the use of advanced multi user computer systems (e.g., Vicon video system, door 
control system, Linux systems). Maintains expertise and adherence to Acceptable-Use Policy. Attends training in 
accordance with departmental requirements. Organizing, Planning, and Prioritizing Work:  Completes work orders and 
assigned tasks in priority order based on departmental standards (i.e., life safety, security electronics, networks and 
computer systems). Performing Administrative Activities:  Enters information into AIM by creating, updating, and, 
closing work order. Operating Vehicles, Mechanized Devices, or Equipment:  Operates scissor or boom lift to install or 
replace cameras, cables, and sensors. Operates assigned vehicles to accomplish required tasks, including transporting 
equipment, towing trailers, and driving to work sites to provide technical support and call-outs. Provide Consultation 
and Advice to Others:  Makes improvement suggestions to management based on research, analysis, and/or first-hand 
observations of trends, problems, or other information gathered relevant to agency operations and services. Performing 
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General Physical Activities:  Climbs ladders to install computer and electronic security system components. Walks fence 
perimeter, at distances of approximately a mile or greater, as necessary to inspect or repair electronic components. 
Crawls under desks and into tight spaces to install computer and electronic security system components. Controlling 
Machines and Processes:  Operates multimeters, signal generators, and network testers to test circuits. Operates 
tensioner to adjust tension on taut wire detection system for optimum performance. Uses soldering station to create 
and repair circuit boards. Operates a drill press to destroy hard drives of surplus computers. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Determines materials required for an assigned task or project based 
on previous projects." 
 
Competencies (KSA’s): 
Competencies:  Decision quality Functional/technical competency Problem solving Technical learning Boss relationships 
Customer focus Approachability Self development Learning on the fly Peer relationships Knowledge:  Advanced 
knowledge of computer hardware/operating systems and security electronic equipment (e.g., network switches, IP 
camera systems, PLCs, Network Time Protocol (NTP) servers, and others), including their designs, uses, repair, and 
maintenance Intermediate knowledge of arithmetic, algebra, geometry, and their applications Intermediate knowledge 
of administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology Advanced knowledge of circuit boards, processors, chips, electronic 
equipment, and computer hardware and software, including applications Advanced knowledge of relevant equipment 
(e.g., fence intrusion protection, door control, IP camera systems), policies, procedures, and strategies to promote 
effective correctional security operations for the protection of inmates, staff, and the public Advanced knowledge of 
transmission of radio based alarm systems, wireless routing for IP camera systems, switching, control, provisioning and 
operation of IPT phones, cellular phones, and tablets Intermediate Knowledge of operation and maintenance, including 
calibration, of tools used for network and security electronic systems (e.g., multimeter, fiber fusion splicer, fiber cleaver, 
network analyzer) Intermediate knowledge of correctional procedures and Department of Correction policies Skills:  
Intermediate skill in understanding written sentences and paragraphs in work related documents Intermediate skill in 
installing equipment, machines, wiring, or programs to meet specifications Advanced skill in repairing computer related 
equipment and security electronic systems using the needed tools Intermediate skill in giving full attention to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Intermediate skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning new things Intermediate skill talking to others to convey 
information effectively Intermediate skill in communicating effectively in writing as appropriate for the needs of the 
audience Advanced skill in determining causes of operating errors and deciding what to do about them Basic skill in 
obtaining equipment, facilities, and materials needed to do certain work Intermediate skill in identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions Advanced skill in 
performing routine maintenance on equipment and determining when and what kind of maintenance is needed, 
including multimeters, fiber fusion splicers, fiber cleavers, uninterruptible power supplies and component equipment for 
IP camera systems and fence intrusion alarm systems Intermediate skill in determining the kind of tools and equipment 
needed to service computer and security electronic systems Intermediate skill in managing one's own time and the time 
of others Intermediate skill in using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems Intermediate skill in using mathematics to solve problems 
Intermediate skill in adjusting actions in relation to others' actions Basic skill in actively looking for ways to help people 
Basic skill in considering the relative costs and benefits of potential actions to choose the most appropriate one Basic 
skill in identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Intermediate skill in understanding the implications of new information 
for both current and future problem-solving and decision-making Advanced skill in using scientific rules and methods to 
solve problems Intermediate skill in conducting tests and inspections of products, services, or processes to evaluate 
quality or performance Basic skill in determining how a system should work and how changes in conditions, operations, 
and the environment will affect outcomes Abilities:  Ability to walk over long distances (approximately one mile or more) 
Ability to identify and understand the speech of another person Ability to keep or regain body balance or stay upright 
when in an unstable position Ability to exert muscle force to lift, push, pull, or carry objects Ability to see details at close 
range (within a few feet) Ability to speak clearly so others can understand Ability to match or detect differences 
between colors, including shades of color and brightness Ability to tell when something is wrong or is likely to go wrong 
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(does not involve solving the problem, only recognizing there is a problem) Ability to make precisely coordinated 
movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects Ability to bend, 
stretch, twist, or reach with your body, arms, and/or legs Ability to tell the direction from which a sound originated 
Intermediate ability to listen to and understand information and ideas presented through spoken words and sentences 
Ability to know one's location in relation to the environment or to know where other objects are in relation to oneself 
Ability to keep one's hand and arm steady while moving arm or while holding arm and hand in one position Ability to 
time one's movements or the movement of a piece of equipment in anticipation of changes in the speed and/or 
direction of a moving object or scene Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion Ability to focus on a single source of sound in the presence of other distracting sounds Ability to 
apply general rules to specific problems to produce answers that make sense Intermediate ability to choose the right 
mathematical methods or formulas to solve a problem Ability to detect or tell the differences between sounds that vary 
in pitch and loudness Intermediate ability to communicate information and ideas in speaking so others will understand 
Intermediate ability to quickly make sense of, combine, and organize information into meaningful patterns Intermediate 
ability to read and understand information and ideas presented in writing Intermediate ability to communicate 
information and ideas in writing so others will understand Ability to judge which of several objects is closer or farther 
away, or to judge the distance between oneself and an object Ability to generate or use different sets of rules for 
combining or grouping things in different ways Advanced ability to combine pieces of information to form general rules 
or conclusions (includes finding a relationship among seemingly unrelated events) Intermediate ability to quickly and 
accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns when 
comparing either at the same time or one after the other, as well as when comparing a presented object with a 
remembered object Ability to shift back and forth between two or more activities or sources of information (such as 
speech, sounds, touch, or other sources) Ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Ability to 
identify or detect a known pattern (a figure, object, word, or sound) that is hidden in other distracting material 
Intermediate ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways 
to solve a problem Intermediate ability to imagine how something will look after it is moved around or when its parts 
are moved or rearranged Ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity) 
 
Tools and Equipment Used: 
 Computers, printers, and other office equipment Multimeters, signal generators, and network testers Tensioners Drill 
press and various power tools Handcarts and dollies Scissor/boom lifts and ladders Motor vehicles 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
045736 - ELECTRONIC SECURITY SYS SPEC 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1929 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in one or a combination of the following:  software development of industrial automation systems; design 
or repair of industrial electronics; installation/maintenance of low voltage alarms and camera systems; maintenance of 
computer and server hardware, desktop and server operating systems, network hardware devices or wireless network 
devices; or repair of other related system operations problems for computer or security electronic system hardware and 
operating systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in information technology, electronics, software development 
or other closely related field may substitute for the required bachelor's degree. Substitution of Education for Experience: 
Graduate coursework in information technology, electronics, software development or other closely related field may 
substitute for up to one year of the required experience (twenty-four graduate semester hours or a master's degree is 
equivalent to one year of experience). Substitution of Experience for the Specific Associates Degree: Experience in any of 
the following areas may substitute for the required associate's degree on a year-for-year basis to a maximum 
substitution of two years:  design or repair of industrial electronics; installation/maintenance of low voltage alarms and 
camera systems; software development of industrial automation systems; maintenance of computer and server 
hardware, desktop and server operating systems, network hardware devices or wireless network devices; or repair of 
other related system operations problems for computer or security electronic system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, performs lead/supervisory work of average difficulty and electronic security 
systems support work of considerable difficulty; performs related work as required. Distinguishing Features:  An 
employee in this class functions as an assistant regional supervisor for a staff of Electronic Security Systems Specialists 
and provides lead/second-level technical support for fence detection, electronic security and video systems, and 
computer-related hardware.  This class differs from Electronic Security Systems Specialist 1 in that incumbents of the 
later perform first level support and do not supervise other Electronic Security Systems staff.  This class differs from 
Electronic Security Supervisor in that an incumbent of the later is responsible for supervising incumbents of this class. 
 
Work Activities: 
"Staffing Organizational Units:  May select job candidates who best fit available positions based on the results of 
selection assessment. May conduct behaviorally based interviews for job candidates to ensure hiring and retention of 
the most qualified employees. Thinking Creatively:  Develops software applications for the Department of Correction as 
requested. Fabricates programmable logic controllers (PLCs) and other devices for door control, video control, intercom, 
panic buttons and other electronic security systems, into a security electronic rack/cabinet. Communicating with 
Persons Outside Organization:  Communicates effectively with Strategic Technology Services (STS), outside vendors 
and/or external customers to share/exchange information relevant to status, timelines, expectations, and other 
pertinent information for work-related projects and events. Judging the Qualities of Things, Services, or People:  
Assesses the performance of direct report employee as necessary to complete two formal interim evaluations and an 
annual performance evaluation which includes the determination of a final rating value. Making Decisions and Solving 
Problems:  Simulates and reproduces error conditions using test benches (set up to duplicate system conditions in the 
field) to diagnose and resolve up-escalated system issues in both computer and electronic security systems. Resolves 
operational problems by applying existing system utilities or vendor enhancements (e.g., software upgrades, operating 
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system code corrections, or memory modifications). Repairing and Maintaining Electronic Equipment:  Acts as lead in 
repairing and maintaining computer and electronic security equipment, including assembling/disassembling and 
identifying and replacing errant components. Performs technical maintenance, preventive maintenance, and repair of 
fence detection, electronic security, video systems, and computer-related hardware. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, and/or other 
components.  Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains 
complex installation instructions for various hardware and software solutions for the Department of Correction. 
Maintains problem management database by creating, reviewing, and updating agency/customer records (including 
customer information, tracking number and other sensitive tracking information) and by documenting calls from 
Integrated Helpdesk and incident information/resolution. Guiding, Directing, and Motivating Subordinates:  Plans, 
organizes and supervises the work of a small number of electronic security support staff in providing desktop support, 
electronic systems support, and other related tasks. Implements corrective measures to staff for inappropriate actions 
through discussions, written warnings, and recommendations for suspension or termination. Develops an Individual 
Performance Plan for every direct report staff member making sure to include specific, measurable, achievable, relevant 
and time-sensitive (SMART) goals for performance. Identifies outstanding performance characteristics through 
employee discussions and personal observations to encourage/acknowledge positive behavior. Analyzing Data or 
Information:  Analyzes data from various logs (including, but not limited to, system logs, user account logs, and internet 
cache) to determine and help resolve issues. Reviews/analyzes trouble tickets and other information to identify trends 
and patterns which indicate problem areas or improvements needed. Coaching and Developing Others:  Mentors and 
coaches other staff to assist them in acquiring job specific knowledge and developing and enhancing their skill level (e.g., 
cabling and fiber termination and splicing, configuring/installing video cameras, PLC set-up and troubleshooting, fence 
and door control electronics support, and other systems support in correctional settings). Conducts periodic 
performance development meetings with assigned staff to communicate and develop job plans and provide 
performance feedback and developmental guidance. Inspecting Equipment, Structures, or Material:  Using advanced 
diagnostic software, electronically inspects all network computers to determine what software is installed and status of 
devices such as internet protocol (IP) cameras, fire alarm panels, PLCs for door access control, and other system activity. 
Performs hands-on inspection of equipment, (e.g., computers, printers, cameras, door control PLC, fence security 
components) by assembling and disassembling to check usability/condition. Conducts random inspections of state-
issued computers to identify any violations to the state's acceptable-use policy and report to supervisor. Inspects 
internet protocol telephony (IPT) and mobile telephones to identify and resolve escalated issues. Interacting With 
Computers:  Establishes and configures monitor and control programs for network switches, large uninterruptible power 
supplies (UPS), network time protocol (NTP) servers, Vicon video systems, and key distribution servers. Creates and 
maintains proxy servers to restrict access to specialized systems (e.g., inmate legal research, educational classrooms, 
college computer labs). Manages Active Directory by creating accounts, setting permissions for users and workstations, 
and creating scripts group policies. Provides technical support using specialized software for fence detection, electronic 
security, and computer-related hardware and software systems. Performs backup process and archiving for video 
databases used within correctional facilities. Maintains permission controls for Vicon video systems, door access, and 
password resets for Active Directory. Tests the compatibility of software and hardware products on various computer 
models. Inventories software and computers utilizing System Center Configuration Management (SCCM) software. Uses 
computer systems to enter/access data and utilize email and office productivity tools. Evaluating Information to 
Determine Compliance with Standards:  Conducts audits of video system to ensure compliance with 30-day recording 
standards. Interpreting the Meaning of Information for Others:  Conveys state technology policies to end-users in the 
appropriate format based on the recipient. Coordinating the Work and Activities of Others:  Coordinates workload of 
staff assigned to work together on a project to ensure the timely and accurate completion of project tasks and work 
orders. Getting Information:  Talks with end-users to gather requirements for developing projects (e.g., inmate 
classroom network, small camera projects). Uses various methods to perform research from technical knowledge base 
and other resources. Reviews and extracts pertinent information from detail requirements documents (e.g., technical 
cut sheets, construction ""as builts""). Gathers information via email, Asset inventory Management (AIM) system 
requests in Edison system, or other staff communications to determine required access for employees in Active 
Directory or other needed support services. Gathers information by talking with supervisor and making physical 
inspection of project site to support the development of projects. Processing Information:  Enters location/assignment 
information into a spreadsheet to track security equipment. Documenting/Recording Information:  Documents the 
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performance of direct report staff on a continuous basis to ensure accurate and unbiased performance evaluations. 
Documents layout of switch and fiber configuration/network grid and utilization by entering device and switch types and 
connection locations into spreadsheet and diagramming graphics applications. Documents and maintains system 
configurations consisting of peripheral devices, communication lines, and user profiles. Documents all work performed 
by opening or accessing user-generated work orders in AIM system and entering action taken/problem resolution or by 
documenting other work activities in Outlook calendar Tracks location/assignment of state-tagged property by entering 
and monitoring information, including equipment transfers, in inventory control system. Monitor Processes, Materials, 
or Surroundings:  Monitors desktop hardware and software inventory to ensure all tagged items are accounted for. 
Leads the monitoring of logs and system activity (e.g., network switches, video database recording, IPT phones, door 
control system, fence alarm system, video conferencing system) via review of data. Monitors Active Directory to ensure 
all separated employees are inactivated within one day of separation. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:  Estimates  resource capacity, capabilities and requirements (e.g., network band width, 
shared drive size/usage) and makes recommendations based on findings. Determines time and resources required for an 
assigned task or project based on previous projects. Determines materials required for an assigned task or project based 
on previous projects. Training and Teaching Others:  Explains, in technical workshops or group meetings, the operational 
functions of hardware or software products. Trains support staff in the installation and use of hardware or software 
products. Develops and maintains training materials for computer and electronic security systems. Handling and Moving 
Objects:  Installs cabling (e.g., fiber optics, Ethernet) by reaching overhead and crawling under raised flooring to access 
cables and pull through conduit. Installs surveillance cameras by climbing ladders, reaching overhead, and using power 
tools. Lifts computers, monitors, printers and other equipment to load on/off carts and/or move to a different work 
location. Pushes/pulls hand-cart/dolly to move heavy equipment as needed. Organizing, Planning, and Prioritizing Work:  
Completes work orders and assigned tasks in priority order based on departmental standards (i.e.,  life safety, security 
electronics, networks and computer systems). Provide Consultation and Advice to Others:  Makes improvement 
suggestions to management based on research, analysis, and/or first-hand observations of trends, problems, or other 
information gathered relevant to agency operations and services. Communicating with Supervisors, Peers, or 
Subordinates:  Communicates on a regular basis with coworkers/team to share knowledge. Communicates with 
supervisor to keep him/her informed of all problems, issues and special requests from end-users, including status of 
ongoing projects and work orders. Communicates with internal customers to share/exchange information relevant to 
status, timelines, expectations, and other pertinent information for work-related projects and events. Communicates 
effectively in written form, by email, by phone, prison radio system, or in person. Updating and Using Relevant 
Knowledge:  Maintains expertise in the use of advanced multi user computer systems (e.g., Vicon video system, door 
control system, Linux systems). Maintains expertise and adherence to Acceptable-Use Policy. Attends training in 
accordance with departmental requirements. Controlling Machines and Processes:  Operates fiber fusion splicer to 
terminate and splice fiber. Operates multimeters, signal generators, and network testers to test circuits. Operates 
tensioner to adjust tension on taut wire detection system for optimum performance. Operates a drill press to destroy 
hard drives of surplus computers. Uses soldering station to create and repair circuit boards.   Performing Administrative 
Activities:  Enters information into AIM by creating, updating, and, closing work order. Identifying Objects, Actions, and 
Events:  Conducts an inventory to identify items (e.g., computers, cameras, network switches, printers, tools) that need 
to be replaced and/or designated as surplus property. Performing General Physical Activities:  Walks fence perimeter, at 
distances of approximately a mile or greater, as necessary to inspect or repair electronic components. Climbs ladders to 
install computer and electronic security system components. Crawls under desks and into tight spaces to install 
computer and electronic security system components. Operating Vehicles, Mechanized Devices, or Equipment:  
Operates scissor or boom lift to install or replace cameras, cables, and sensors. Operates assigned vehicles to accomplish 
required tasks, including transporting equipment, towing trailers, and driving to work sites to provide technical support 
and call-outs." 
 
Competencies (KSA’s): 
Competencies:  Functional/technical competency Problem solving Decision quality Technical learning Action oriented 
Boss relationships Customer focus Peer relationships Self development Approachability Learning on the fly Knowledge:  
Expert knowledge of computer hardware/operating systems and security electronic equipment (e.g., network switches, 
IP camera systems, PLCs, NTP servers, and others), including their designs, uses, repair, and maintenance Expert 
knowledge of relevant equipment (e.g., fence intrusion protection, door control, IP camera systems), policies, 
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procedures, and strategies to promote effective correctional security operations for the protection of inmates, staff, and 
the public Advanced knowledge of operation and maintenance, including calibration, of tools used for network and 
security electronic systems (e.g., multimeter, fiber fusion splicer, fiber cleaver, network analyzer) Intermediate 
knowledge of administrative and clerical procedures and systems such as word processing, managing files and records,  
designing forms, and other office procedures and terminology Expert knowledge of transmission of radio based alarm 
systems, wireless routing for IP camera systems, switching, control, provisioning and operation of IPT phones, cellular 
phones, and tablets Advanced knowledge of circuit boards, processors, chips, electronic equipment, and computer 
hardware and software, including applications Intermediate knowledge of arithmetic, algebra, geometry, and their 
applications Intermediate knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups Intermediate knowledge of correctional procedures and Department of Correction 
policies Advanced knowledge of design techniques, tools, and principles involved in production of precision technical 
plans, design documents/ drawings, and schematics Skills:  Expert skill in determining causes of operating errors and 
deciding what to do about it Advanced skill in installing equipment, machines, wiring, or programs to meet specifications 
Expert skill in repairing computer related equipment and security electronic systems using the needed tools Advanced 
skill in identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Expert skill in performing routine maintenance on equipment and determining when and what kind of 
maintenance is needed, including multimeters, fiber fusion splicers, fiber cleavers, uninterruptible power supplies and 
component equipment for IP camera systems and fence intrusion alarm systems Basic skill in obtaining equipment, 
facilities, and materials needed to do certain work Intermediate skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems Advanced skill in adjusting 
actions in relation to others' actions Intermediate skill in determining the kind of tools and equipment needed to service 
computer and security electronic systems Intermediate skill in considering the relative costs and benefits of potential 
actions to choose the most appropriate one Intermediate skill in giving full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times Advanced skill in selecting and using training/instructional methods and procedures appropriate for the situation 
when learning and teaching new things Intermediate skill in understanding written sentences and paragraphs in work 
related documents Advanced skill in using scientific rules and methods to solve problems Advanced skill in 
communicating effectively in writing as appropriate for the needs of the audience Intermediate skill in conducting tests 
and inspections of products, services, or processes to evaluate quality or performance Intermediate skill in identifying 
measures or indicators of system performance and the actions needed to improve or correct performance, relative to 
the goals of the system Advanced skill in managing one's own time and the time of others Intermediate skill in 
monitoring/assessing performance of other individuals to make improvements or take corrective action Advanced skill 
talking to others to convey information effectively Advanced skill in teaching others how to do something Intermediate 
skill in determining how a system should work and how changes in conditions, operations, and the environment will 
affect outcomes Intermediate skill in understanding the implications of new information for both current and future 
problem-solving and decision-making Intermediate skill in persuading others to change their behavior Basic skill in 
actively looking for ways to help people Intermediate skill in being aware of others' reactions and understanding why 
they react as they do Advanced skill in controlling operations of equipment or systems (e.g., Active Directory, network 
management systems, PLCs, IP camera systems)  Intermediate skill in using mathematics to solve problems Intermediate 
skill in motivating, developing, and directing people as they work, identifying the best people for the job Abilities:  Ability 
to walk over long distances (approximately one mile or more) Ability to identify and understand the speech of another 
person Ability to keep or regain body balance or stay upright when in an unstable position Ability to exert muscle force 
to lift, push, pull, or carry objects Ability to see details at close range (within a few feet) Ability to speak clearly so others 
can understand Ability to match or detect differences between colors, including shades of color and brightness Ability to 
make precisely coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small 
objects Ability to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to detect or tell the differences 
between sounds that vary in pitch and loudness Ability to tell the direction from which a sound originated Ability to keep 
one's hand and arm steady while moving arm or while holding arm and hand in one position Ability to time one's 
movements or the movement of a piece of equipment in anticipation of changes in the speed and/or direction of a 
moving object or scene Ability to coordinate the movement of arms, legs, and torso together when the whole body is in 
motion Ability to focus on a single source of sound in the presence of other distracting sounds Ability to judge which of 
several objects is closer or farther away, or to judge the distance between oneself and an object Advanced ability to 
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communicate information and ideas in speaking so others will understand Ability to tell when something is wrong or is 
likely to go wrong (does not involve solving the problem, only recognizing there is a problem) Ability to apply general 
rules to specific problems to produce answers that make sense Ability to know one's location in relation to the 
environment or to know where other objects are in relation to oneself Intermediate ability to listen to and understand 
information and ideas presented through spoken words and sentences Advanced ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem Intermediate ability to 
quickly make sense of, combine, and organize information into meaningful patterns Ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources) Advanced 
ability to imagine how something will look after it is moved around or when its parts are moved or rearranged 
Intermediate ability to read and understand information and ideas presented in writing Intermediate ability to choose 
the right mathematical methods or formulas to solve a problem Intermediate ability to quickly and accurately compare 
similarities and differences among sets of letters, numbers, objects, pictures, or patterns  when comparing either at the 
same time or one after the other, as well as when comparing a presented object with a remembered object Advanced 
ability to communicate information and ideas in writing so others will understand Ability to generate or use different 
sets of rules for combining or grouping things in different ways Ability to identify or detect a known pattern (a figure, 
object, word, or sound) that is hidden in other distracting material Ability to come up with a number of ideas about a 
topic (the number of ideas is important, not their quality, correctness, or creativity) Expert ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns 
of numbers, letters, words, pictures, mathematical operations) 
 
Tools and Equipment Used: 
 Computers, printers, and other office equipment Multimeters, signal generators, and network testers Tensioners Drill 
press and various power tools Handcarts and dollies Scissor/boom lifts and ladders Motor vehicles 
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045737 - ELECTRONIC SECURITY SYS SUPV 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1935 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in one or a combination of the following:  software development of industrial automation systems; design 
or repair of industrial electronics; installation/maintenance of low voltage alarms and camera systems; maintenance of 
computer and server hardware, desktop and server operating systems, network hardware devices or wireless network 
devices; or repair of other related system operations problems for computer or security electronic system hardware and 
operating systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in information technology, electronics, software development 
or other closely related field may substitute for the required bachelor's degree. Substitution of Education for Experience: 
Graduate coursework in information technology, electronics, software development or other closely related field may 
substitute for up to one year of the required experience (twenty-four graduate semester hours or a master's degree is 
equivalent to one year of experience). Substitution of Experience for the Specific Associates Degree: Experience in any of 
the following areas may substitute for the required associate's degree on a year-for-year basis to a maximum 
substitution of two years:  design or repair of industrial electronics; installation/maintenance of low voltage alarms and 
camera systems; software development of industrial automation systems; maintenance of computer and server 
hardware, desktop and server operating systems, network hardware devices or wireless network devices; or repair of 
other related system operations problems for computer or security electronic system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, performs electronic security systems supervisory and support work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  An employee in this class 
functions as the regional supervisor for a staff of Electronic Security Systems Specialists and provides third level 
technical support for fence detection, electronic security and video systems, and computer-related hardware.  This class 
differs from Electronic Security Systems Specialist 2 in that incumbents of the later perform second level technical 
support and are supervised by an incumbent of this class.  This class differs from Electronic Security Systems Manager in 
that an incumbent of the later performs management tasks, including strategic planning and policy/procedure 
development, and supervises incumbents of this class.  
 
Work Activities: 
"Staffing Organizational Units: Selects job candidates who best fit available positions based on the results of selection 
assessment. Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most 
qualified employees.Thinking Creatively: Develops software applications for the Department of Correction as requested. 
Fabricates programmable logic controllers (PLCs) and other devices for door control, video control, intercom, panic 
buttons and other electronic security systems, into a security electronic rack/cabinet.Resolving Conflicts and Negotiating 
with Others: Discusses issues in dispute with the parties involved to facilitate a resolution or negotiate a compromise 
solution.Coaching and Developing Others: Mentors and coaches staff to assist them in acquiring job specific knowledge 
and developing and enhancing their skill level (e.g., cabling and fiber termination and splicing, configuring/installing 
video cameras, PLC set-up and troubleshooting, fence and door control electronics support, and other systems support 
in correctional settings). Conducts periodic performance development meetings with assigned staff to communicate and 
develop job plans and provide performance feedback and developmental guidance.Scheduling Work and Activities: 
Manages schedule for completion of projects by establishing realistic timelines, communicating schedule to all involved 
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staff, and monitoring work for adherence to the schedule. Schedules staff for on-call coverage to ensure availability for 
response to life safety issues within four hours.Coordinating the Work and Activities of Others: Coordinates workload of 
staff assigned to work together on a project to ensure the timely and accurate completion of project tasks and work 
orders.Guiding, Directing, and Motivating Subordinates: Implements corrective measures to staff for inappropriate 
actions through discussions, written warnings, and recommendations for suspension or termination. Plans, organizes 
and supervises the work of subordinate staff in providing desktop support, electronic systems support, and other related 
tasks. Develops an Individual Performance Plan for every direct report staff member making sure to include specific, 
measurable, achievable, relevant and time-sensitive (SMART) goals for performance. Identifies outstanding performance 
characteristics through employee discussions and personal observations to encourage/acknowledge positive 
behavior.Analyzing Data or Information: Leads in the review/analysis of trouble tickets and other information to identify 
trends and patterns which indicate problem areas or improvements needed.Communicating with Persons Outside 
Organization: Communicates effectively with Strategic Technology Services (STS), outside vendors and/or external 
customers to share/exchange information relevant to status, timelines, expectations, and other pertinent information 
for work-related projects and events.Developing and Building Teams: Conducts staff meetings and facilitates team-
building activities to encourage effective communications and build trust, respect, and cooperation among team 
members.Organizing, Planning, and Prioritizing Work: Prioritizes projects for the staff to ensure appropriate/timely 
completion in accordance with departmental standards. Completes work orders and assigned tasks in priority order 
based on departmental standards (i.e.,  life safety, security electronics, networks and computer systems).Repairing and 
Maintaining Electronic Equipment: Oversees staff in the repair and maintenance of computer and electronic security 
equipment and makes final decision on whether to repair or surplus equipment. Performs technical maintenance, 
preventive maintenance, and repair of fence detection, electronic security, video systems, and computer-related 
hardware. Evaluates multiple hardware instances for the need to enhance/upgrade components in equipment including 
memory, hard drive, and/or other components.Training and Teaching Others: Develops and/or administers training and 
instruction to other electronic security support staff on specific system operations. Develops and maintains a technical 
training plan for electronic security support staff. Develops and maintains training materials for computer and electronic 
security systems. Trains support staff in the installation and use of hardware or software products. Explains, in technical 
workshops or group meetings, the operational functions of hardware or software products.Interpreting the Meaning of 
Information for Others: Reads and interprets state technology policies in order to communicate the meaning of them to 
others. Conveys state technology policies to end-users in the appropriate format based on the recipient.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment: Develops and maintains complex installation instructions 
for various hardware and software solutions for the Department of Correction. Maintains problem management 
database by creating, reviewing, and updating agency/customer records (including customer information, tracking 
number and other sensitive tracking information) and by documenting calls from Integrated Helpdesk and incident 
information/resolution.Judging the Qualities of Things, Services, or People: Assesses the performance of each direct 
report employee as necessary to complete two formal interim evaluations and an annual performance evaluation which 
includes the determination of a final rating value. Assesses the value of used equipment to determine the disposition 
and initiate the surplus process. Determines whether hardware (e.g., computers, printers, cameras, door control PLC, 
fence security components) needs to be repaired based detailed inspection/condition of 
hardware.Documenting/Recording Information: Continually documents the performance of direct reports to ensure 
accurate and unbiased performance evaluations. Oversees documentation and maintenance of system configurations 
consisting of peripheral devices, communication lines, and user profiles. Documents layout of switch and fiber 
configuration/network grid and utilization by entering device and switch types and connection locations into 
spreadsheet and diagramming graphics applications. Documents and maintains system configurations consisting of 
peripheral devices, communication lines, and user profiles. Tracks location/assignment of state-tagged property by 
entering and monitoring information, including equipment transfers, in inventory control system. Documents all work 
performed by opening or accessing user-generated work orders in Asset inventory Management (AIM) system and 
entering action taken/problem resolution or by documenting other work activities in Outlook calendar.Making Decisions 
and Solving Problems: Simulates and reproduces error conditions using test benches (set up to duplicate system 
conditions in the field) to diagnose and resolve up-escalated system issues in both computer and electronic security 
systems. Resolves operational problems by applying existing system utilities or vendor enhancements (e.g., software 
upgrades, operating system code corrections, or memory modifications).Interacting With Computers: Establishes and 
configures monitor and control programs for network switches, large Uninterruptible Power Supplies (UPS), Network 
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Time Protocol (NTP) servers, Vicon video systems, and key distribution servers. Maintains permission controls for Vicon 
video systems, door access, and password resets for Active Directory. Manages Active Directory by creating accounts, 
setting permissions for users and workstations, and creating scripts group policies. Creates and maintains software 
images on all models of computers for various situations, including general state network usage, stand-alone usage, 
inmate classroom, and special applications. Provides technical support using specialized software for fence detection, 
electronic security, and computer-related hardware and software systems. Creates and maintains proxy servers to 
restrict access to specialized systems (e.g., inmate legal research, educational classrooms, college computer labs). Tests 
the compatibility of software and hardware products on various computer models. Performs backup process and 
archiving for video databases used within correctional facilities. Inventories software and computers utilizing System 
Center Configuration Management (SCCM) software. Uses computer systems to enter/access data and utilize email and 
office productivity tools.Estimating the Quantifiable Characteristics of Products, Events, or Information: Projects 
resource capacity, capabilities and requirements and makes recommendations for procurement/purchases based on 
findings. Estimates appropriate inventory levels for agency's annual desktop replacement plan. Determines time and 
resources required for an assigned task or project based on previous projects. Projects or forecasts consumption rates of 
consumables (e.g., fiber splice kits, network cable connectors, fiber termination kits, fuses, relays, processor boards, 
sensor assemblies) to determine replenishment of products. Determines materials required for an assigned task or 
project based on previous projects.Updating and Using Relevant Knowledge: Maintains expertise in the use of advanced 
multi user computer systems (e.g., Vicon video system, door control system, Linux systems). Maintains expertise and 
adherence to Acceptable-Use Policy. Oversees the enrollment of staff in appropriate training to ensure they keep up to 
date on the latest methods and technologies. Attends training in accordance with departmental 
requirements.Evaluating Information to Determine Compliance with Standards: Audits AIM system to ensure end-users 
are submitting work orders in accordance with departmental policy. Evaluates software to ensure Service Level 
Agreement (SLA) compliance. Conducts audits of video system to ensure compliance with 30-day recording 
standards.Communicating with Supervisors, Peers, or Subordinates: Communicates on a regular basis with 
coworkers/team to share knowledge. Communicates effectively with internal customers to share/exchange information 
relevant to status, timelines, expectations, and other pertinent information for work-related projects and events. 
Communicates with supervisor to keep him/her informed of all problems, issues and special requests from end-users, 
including status of ongoing projects and work orders. Communicates effectively in written form, by email, by phone, 
prison radio system, or in person.Inspecting Equipment, Structures, or Material: Using advanced diagnostic software, 
electronically inspects all network computers to determine what software is installed and status of devices such as 
Internet Protocol (IP) cameras, fire alarm panels, programmable logic controller (PLC) for door access control, and other 
system activity. Conducts random inspections of state-issued computers to identify any violations to the state's 
acceptable-use policy and report to supervisor. Inspects internet protocol telephone (IPT) and mobile telephones to 
identify and resolve escalated issues. Performs hands-on inspection of equipment, (e.g., computers, printers, cameras, 
door control PLC, fence security components) by assembling and disassembling to check usability/condition.Provide 
Consultation and Advice to Others: Presents proposals and recommendations to management based on in-house test 
results and cost comparisons of software and hardware. Makes improvement suggestions to management based on 
research, analysis, and/or first-hand observations of trends, problems, or other information gathered relevant to agency 
operations and services.Monitor Processes, Materials, or Surroundings: Monitors inventory replacement parts and 
equipment to ensure all systems can be repaired within one day. Monitors Active Directory to ensure all separated 
employees are inactivated within one day of separation. Manages the monitoring of logs and system activity (e.g., 
network switches, video database recording, IPT phones, door control system, fence alarm system, video conferencing 
system) via review of data. Monitors desktop hardware and software inventory to ensure all tagged items are accounted 
for.Getting Information: Reviews and extracts pertinent information from detail requirements documents (e.g., 
technical cut sheets, construction ""as builts""). Talks with end-users to gather requirements for developing less 
complex projects (e.g., inmate classroom network, small camera projects). Uses various methods to perform research 
from technical knowledge base and other resources. Gathers information via email, AIM requests in Edison system, or 
other staff communications to determine required access for employees in Active Directory or other needed support 
services Gathers information by talking with supervisor and making physical inspection of project site to support the 
development of projects.Processing Information: Enters location/assignment information into a spreadsheet to track 
security equipment.Handling and Moving Objects: Installs cabling (e.g., fiber optics, Ethernet) by reaching overhead and 
crawling under raised flooring to access cables and pull through conduit. Installs surveillance cameras by climbing 
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ladders, reaching overhead, and using power tools. Pushes/pulls hand-cart/dolly to move heavy equipment as needed. 
Lifts computers, monitors, printers and other equipment to load on/off carts and/or move to a different work 
location.Identifying Objects, Actions, and Events: Conducts an inventory to identify items (e.g., computers, cameras, 
network switches, printers, tools) that need to be replaced and/or designated as surplus property.Performing 
Administrative Activities: Initiates request for services (e.g., cabling, state network drops, IPT phone set-up/change, 
creation of Outlook accounts) to STS by entering all necessary information into Remedy system. Enters information into 
AIM by creating, updating, and, closing work order.Performing General Physical Activities: Climbs ladders to install 
computer and electronic security system components. Walks fence perimeter, at distances of approximately a mile or 
greater, as necessary to inspect or repair electronic components. Crawls under desks and into tight spaces to install 
computer and electronic security system components.Controlling Machines and Processes: Operates fiber fusion splicer 
to terminate and splice fiber. Operates multimeters, signal generators, and network testers to test circuits. Operates 
tensioner to adjust tension on taut wire detection system for optimum performance.   Uses soldering station to create 
and repair circuit boards. Operates a drill press to destroy hard drives of surplus computers.Operating Vehicles, 
Mechanized Devices, or Equipment: Operates scissor or boom lift to install or replace cameras, cables, and sensors. 
Operates assigned vehicles to accomplish required tasks, including transporting equipment, towing trailers, and driving 
to work sites to provide technical support and call-outs." 
 
Competencies (KSA’s): 
Competencies: Directing others Fairness to direct reports Developing direct reports and others Confronting direct 
reports Building effective teams Problem solving Innovation management Priority setting Functional/technical 
competency Hiring and staffingKnowledge: Expert knowledge of computer hardware/operating systems and security 
electronic equipment (e.g., network switches, IP camera systems, PLCs, NTP servers, and others), including their designs, 
uses, repair, and maintenance Intermediate knowledge of administrative and clerical procedures and systems such as 
word processing, managing files and records,  designing forms, and other office procedures and terminology Expert 
knowledge of relevant equipment (e.g., fence intrusion protection, door control, IP camera systems), policies, 
procedures, and strategies to promote effective correctional security operations for the protection of inmates, staff, and 
the public Expert knowledge of transmission of radio based alarm systems, wireless routing for IP camera systems, 
switching, control, provisioning and operation of IPT phones, cellular phones, and tablets Expert Knowledge of operation 
and maintenance, including calibration, of tools used for network and security electronic systems (e.g., multimeter, fiber 
fusion splicer, fiber cleaver, network analyzer) Advanced knowledge of circuit boards, processors, chips, electronic 
equipment, and computer hardware and software, including applications Intermediate knowledge of principles and 
methods for curriculum and training design, teaching and instruction for individuals and groups Intermediate knowledge 
of correctional procedures and Department of Correction policies Intermediate knowledge of principles and procedures 
for personnel recruitment, selection, training, compensation and benefits, and personnel information systems Advanced 
knowledge of business and management principles involved in strategic planning, resource allocation,  leadership 
technique, and coordination of people and resources Advanced knowledge of design techniques, tools, and principles 
involved in production of precision technical plans, design documents/ drawings, and schematics Intermediate 
knowledge of arithmetic, algebra, geometry, and their applicationsSkills: Expert skill in performing routine maintenance 
on equipment and determining when and what kind of maintenance is needed, including multimeters, fiber fusion 
splicers, fiber cleavers, uninterruptible power supplies and component equipment for IP camera systems and fence 
intrusion alarm systems Expert skill in repairing computer related equipment and security electronic systems using the 
needed tools Expert skill in determining causes of operating errors and deciding what to do about it Expert skill in 
identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Advanced skill in determining the kind of tools and equipment needed to service computer and security 
electronic systems Advanced skill in installing equipment, machines, wiring, or programs to meet specifications 
Intermediate skill in conducting tests and inspections of products, services, or processes to evaluate quality or 
performance Expert skill in considering the relative costs and benefits of potential actions to choose the most 
appropriate one Expert skill in determining how a system should work and how changes in conditions, operations, and 
the environment will affect outcomes Intermediate skill in being aware of others' reactions and understanding why they 
react as they do Expert skill in controlling operations of equipment or systems (e.g., Active Directory, network 
management systems, PLCs, IP camera systems) Expert skill in identifying measures or indicators of system performance 
and the actions needed to improve or correct performance, relative to the goals of the system Intermediate skill in 
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obtaining equipment, facilities, and materials needed to do certain work Advanced skill in managing one's own time and 
the time of others Intermediate skill in giving full attention to what other people are saying, taking time to understand 
the points being made, asking questions as appropriate, and not interrupting at inappropriate times Advanced skill in 
using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems Intermediate skill in monitoring/assessing performance of other individuals to make improvements or take 
corrective action Advanced skill in understanding written sentences and paragraphs in work related documents 
Advanced skill in using scientific rules and methods to solve problems Advanced skill talking to others to convey 
information effectively Advanced skill in adjusting actions in relation to others' actions Advanced skill in bringing others 
together and trying to reconcile differences  Basic skill in actively looking for ways to help people  Advanced skill 
motivating, developing, and directing people as they work, identifying the best people for the job Advanced skill in 
understanding the implications of new information for both current and future problem-solving and decision-making 
Advanced skill in selecting and using training/instructional methods and procedures appropriate for the situation when 
learning and teaching new things Advanced skill in communicating effectively in writing as appropriate for the needs of 
the audience Advanced skill in teaching others how to do something Advanced skill in persuading others to change their 
behavior Intermediate skill in using mathematics to solve problemsAbilities: Intermediate ability to quickly make sense 
of, combine, and organize information into meaningful patterns Ability to identify and understand the speech of another 
person Intermediate ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem) Ability to know one's location in relation to the environment or to know where other 
objects are in relation to oneself Ability to walk over long distances (approximately one mile or more) Intermediate 
ability to choose the right mathematical methods or formulas to solve a problem Expert ability to come up with unusual 
or clever ideas about a given topic or situation, or to develop creative ways to solve a problem Ability to shift back and 
forth between two or more activities or sources of information (such as speech, sounds, touch, or other sources) 
Advanced  ability to imagine how something will look after it is moved around or when its parts are moved or 
rearranged Advanced ability to communicate information and ideas in writing so others will understand Ability to make 
precisely coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small 
objects Ability to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to keep or regain body balance 
or stay upright when in an unstable position Ability to exert muscle force to lift, push, pull, or carry objects Ability to see 
details at close range (within a few feet) Ability to speak clearly so others can understand Ability to match or detect 
differences between colors, including shades of color and brightness Advanced ability to communicate information and 
ideas in speaking so others will understand Intermediate ability to quickly and accurately compare similarities and 
differences among sets of letters, numbers, objects, pictures, or patterns  when comparing either at the same time or 
one after the other, as well as when comparing a presented object with a remembered object Ability to keep one's hand 
and arm steady while moving arm or while holding arm and hand in one position Ability to time one's movements or the 
movement of a piece of equipment in anticipation of changes in the speed and/or direction of a moving object or scene 
Ability to detect or tell the differences between sounds that vary in pitch and loudness Ability to tell the direction from 
which a sound originated Ability to apply general rules to specific problems to produce answers that make sense 
Advanced ability to read and understand information and ideas presented in writing Ability to coordinate the movement 
of arms, legs, and torso together when the whole body is in motion Ability to focus on a single source of sound in the 
presence of other distracting sounds Ability to judge which of several objects is closer or farther away, or to judge the 
distance between oneself and an object Ability to generate or use different sets of rules for combining or grouping 
things in different ways Ability to identify or detect a known pattern (a figure, object, word, or sound) that is hidden in 
other distracting material Ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity) Expert ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events) Ability to arrange things or actions in a 
certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations) 
 
Tools and Equipment Used: 
 Computers, printers, and other office equipment Multimeters, signal generators, and network testers Tensioners Drill 
press and various power tools Handcarts and dollies Scissor/boom lifts and ladders Motor vehicles 
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098322 - ELECTRONICS TECHNICIAN 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4559 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in the field of electronic maintenance and experience equivalent to four years of electronic technical work. 
Substitution of Experience for Education: Qualifying full-time electronic alarms technical work may be substituted for 
the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for electronics technical work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for testing, 
troubleshooting, and repairing electronic equipment. This class differs from that of Electronics Technician 1 in that an 
incumbent of the latter is responsible for the repair of electronic equipment of lesser complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment: Performs electronics repair and maintenance on equipment and 
facilities to meet the needs of safety and security as required by code, policy and procedures.Evaluating Information to 
Determine Compliance with Standards: Insures that the electronic maintenance and repair work is completed in 
accordance to the standards required by electrical codes and security requirements and in accordance with policy and 
procedures.Monitor Processes, Materials, or Surroundings: Monitors tool and material controls on projects for safety, 
security, and accountability in accordance with policy and procedures.Inspecting Equipment, Structures, or Material: 
Performs preventative electronic maintenance inspections of facilities and equipment to monitor electronic problems 
and maintenance status in accordance with policy and procedures.Updating and Using Relevant Knowledge: Updates 
work processes and procedures to comply with changes in technology and in the electrical codes to insure safety and 
performance requirements are met in accordance with policy and procedures. Reviews past work where applicable to 
apply standards set out in revisions of electrical codes and security standards.Guiding, Directing, and Motivating 
Subordinates: May supervise subordinate staff and evaluate their performance as required by code, policy, and 
procedure.Analyzing Data or Information: Uses electrical testing equipment to determine the nature and extent of 
electronics problems.Provide Consultation and Advice to Others: May provide guidance, training, and supervision of 
other individuals assisting in electronics work projects and repairs.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies and to complete the needed repairs.Handling and Moving Objects: Moves and lifts electronic 
equipment, components, and materials in the daily activities of repairing and installing electronic systems of the 
facilities.Coordinating the Work and Activities of Others: Assists in the coordination and supervision of staff required for 
support in the performance of work projects.Performing General Physical Activities: Performs electronic maintenance 
on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates: Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.Developing and Building Teams: Encourages and participates in team building 
within the organization.Establishing and Maintaining Interpersonal Relationships: Establishes and promotes positive 
working relationships within the organization to contribute to a more safe and effective working 
environment.Interacting With Computers: Uses a personal computer in the performance of their work.Getting 
Information: Checks the work order system for needed projects/tasks in accordance with policy and 
procedures.Assisting and Caring for Others: Provides personal assistance as required in the workplace.Organizing, 
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Planning, and Prioritizing Work: Prioritizes the daily and weekly work and activities plans to meet the priorities of the 
organization and safety requirements.Documenting/Recording Information: Maintains records of materials utilized, 
time, and work performed on repairs and projects in accordance with policy and procedures.Staffing Organizational 
Units:  May participate in the hiring or selection of staff for the organization's electronics maintenance 
unit.Communicating with Persons Outside Organization: May communicate with outside equipment vendors and 
manufacturers concerning electronics problems with equipment.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates vehicles and mechanized equipment in the performance of their work on a regular basis. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Time Management Patience Functional/Technical Competency Technical Learning 
Composure Perseverance Standing Alone Listening Action OrientedKnowledge: Building and Construction Customer and 
Personal Service Mathematics Computers and Electronics Design Engineering and Technology Public Safety and 
SecuritySkills: Active Listening Critical Thinking Operation Monitoring Speaking Writing Mathematics Monitoring 
Coordination Judgment and Decision Making Repairing Equipment Maintenance Equipment Selection Installation 
Complex Problem Solving Quality Control Analysis Troubleshooting Time Management Technology DesignAbilities: 
Deductive Reasoning Information Ordering Inductive Reasoning Oral Comprehension Oral Expression Near Vision 
Problem Sensitivity Written Comprehension Arm-Hand Steadiness Manual Dexterity Reaction Time Gross Body 
Coordination Auditory Attention Near Vision Multilimb Coordination Peripheral Vision Speech Clarity Speech 
Recognition Visual Color Discrimination 
 
Tools and Equipment Used: 
 Personal Computer Cable Reels Conduct Benders Stripping Tools Voltage/Current Meters Wire/Cable Cutters Drills 
Hammers Screw Drivers Oscilloscope Bucket Truck Scissor Lifts Fuse Pullers Saws 
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036651 - ELEVATOR INSPECTOR 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1651 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school or GED and experience 
equivalent to two years of full-time work constructing or repairing elevators, escalators, or inspection of passenger or 
freight elevators, escalators, and moving walks. Substitution of Education for Experience: Full-time experience in the 
inspection/construction of passenger or freight elevators, escalators, and moving walks may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications:  successful completion of the Tennessee Elevator Inspector Licensing Exam within one 
year of hire date; a valid motor vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs elevator inspection work of routine difficulty, and performs related 
work as required. Distinguishing Features: This is the mid-level class in the Elevator Inspector sub-series. An employee in 
this class learns to inspect new and existing installations for compliance with state standards. This class differs from 
Elevator Inspector Assistant in that an incumbent of the latter functions at the entry-level. This class differs from 
Elevator Inspector 2 in that an incumbent of the latter functions at the working-level.,An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period. Inadequate or marginal performance during the training period will result in automatic 
demotion or termination.   
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Learns to inspect hoist way/raceway for the safety of equipment and 
personnel. Learns to inspect exit and entrance of all raceways for safety. Learns to inspect machine room for 
appropriate maintenance of equipment and machinery. Learns to ensure safe, convenient access to manual disconnect 
switch, controller, and motor. Learns to visually inspect cable for wear or decrease in circumference. Learns to ensure 
safety tests are current by locating safe test tag. Learns to inspect elevators, escalators, and other lifting-and-conveying 
devices including dumb-waiters, tramways, moving walks, and ski lifts. Learns to assure the design, installation, and safe 
operation of lifting-and-conveying devices meet State and National laws and ordinances. Learns to examine hoist way, 
interlock system, emergency bell and stop switch for proper functioning. Learns to examine electrical and mechanical 
features of elevator installations (including elevator cars, beams, safety devices, control circuits, cables, guide rails, 
governors, switch boxes, counterweights, and buffers) for conformance to safety regulations. Learns to use stopwatch 
or tachometer to time elevator speeds between floors. Learns to determine allowable loads for elevators and other 
devices by adding weights to the car and ensuring that car position is maintained. Learns to observe running of safety 
test of elevators to determine if motor brakes and safety devices under car work properly. Evaluating Information to 
Determine Compliance with Standards: Learns to process information received or taken during an inspection and apply 
it to appropriate codes. Learns to differentiate between existing devices and new devices as it pertains to corresponding 
codes. Learns to issue citations to building owners for noncompliance with State and National code. Learns to identify 
deviations from State and National code concerning electrical, fire, building, mechanical, gas, and plumbing systems 
through visual and mechanical inspections. Learns to identify and documents infractions on a standard form or 
computerized field. Learns to issue citations to building owners indicating the severity of the infractions. Learns to 
recommend corrections for unsafe mechanical conditions of lifting-and-conveying devices based on results of 
inspection. Learns to conduct investigations in event of accidents. Learns to determine facts at time of accident, 
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including number of person on lifting or conveying device, recent maintenance of device and deviations from elevator, 
emergency and building code. Learns to compare items on the standardized investigative form to investigation details of 
elevator operating condition and environment. Learns to write descriptive reports via the computer describing the 
severity of the accident and the potential causes for noncompliance with State and National code. Learns to provide 
information for legal depositions involving facts of accident as requested. Learns to evaluate the alarm, sprinkler, 
electrical and emergency systems of elevators and other lifting-and-conveying devices. Learns to trigger smoke 
detectors to determine if proper emergency systems (i.e., alarm, sprinkler) are activated. Learns to disrupt power to 
elevator lights to ensure proper functioning of emergency lights. Learns to visually inspect and measure distance 
between elevator power source and controller.Getting Information: Learns to examine requests for new and existing 
inspections for elevators, escalators, moving walks, tramways, including lifting-and-conveying devices for use by the 
public. Learns required computer skills to receive, analyze, input and extract data. Learns to evaluate the codes books 
and terminology to apply to each individual device.Updating and Using Relevant Knowledge: Learns through 
departmental procedures and training sessions that enable the employee to receive state license and QEI (Qualified 
Elevator Inspector) certification.Resolving Conflicts and Negotiating with Others: Learns to handle complaints in a 
professional (maintaining composure, documenting accurately, being courteous) manner.Communicating with Persons 
Outside Organization: Learns to communicate with people outside the organization, representing the organization to 
customers, the public, government and other external sources. This information can be exchanged in person, in writing, 
by telephone or e-mail. Learns to provide technical assistance to elevator owners and elevator industry professionals 
(i.e., engineers, architects and building operators) regarding lifting-and-conveying devices. Learns to discuss State and 
National regulations with elevator owners and industry professionals. Learns to explain requirements, discusses 
problems and recommends solutions related to installation, maintenance and repair of 
equipment.Documenting/Recording Information: Learns to document and record inspection data.Establishing and 
Maintaining Interpersonal Relationships: Learns to develop constructive and cooperative working relationships with 
others and maintain them over time.Interacting with Computers: Learns to enter and retrieve data in the departmental 
systems.Communicating with Supervisors, Peers or Subordinates: Learns to provide information to supervisors, co-
workers and subordinates by telephone, in written form, e-mail or in person. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Learning on the Fly Ethics and Values Time Management Action Oriented 
Perseverance Customer Focus Patience Decision Quality Functional/Technical Competency Problem Solving Conflict 
Management Written Communication ListeningKnowledge: Building and Construction Customer and Personal Service 
Design Public Safety and Security Law and Government Engineering and Technology Mechanical ClericalSkills: Reading 
Comprehension Speaking Service Orientation Active Listening Quality Control Analysis Active Learning Critical Thinking 
Operation Monitoring Installation Learning Strategies Coordination Time Management Writing Monitoring 
MathematicsAbilities: Speech Clarity Speech Recognition Oral Comprehension Written Comprehension Oral Expression 
Written Expression Deductive Reasoning Memorization Night Vision Number Facility Selective Attention Reaction Time 
Depth Perception Gross Body Coordination Gross Body Equilibrium Manual Dexterity Near Vision Peripheral Vision 
Speed of Limb Movement Dynamic Flexibility Far Vision Multilimb Coordination Rate Control Auditory Attention 
Dynamic Strength Extent Flexibility Inductive Reasoning Arm-Hand Steadiness Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine/Scanner Printer Copy Machine Motor Vehicles Audio/Video Recorders GPS 
Calculator Elevator Emergency Escape Keys Tachometer Escalator Step Gauges Cable Gauges Door Gauges Hard Hat 
Safety Harness Safety Glasses Safety Shoes High Visibility Vest Flashlights Lockout Tagouts 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
036652 - ELEVATOR INSPECTOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1656 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and possession of current 
certification in active status as an ASME QEI-1 certified Elevator Inspector. 
 
Other Requirements: 
Necessary Special Qualifications:     successful completion of the TN Elevator Inspector Licensing Exam within three (3) 
months of hire date;    ASME QEI-1 certification must be maintained during employment in the Elevator Inspector 2 
classification;    a valid motor vehicle operator license may be required for employment for some positions. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for elevator inspection work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-class in the Elevator Inspector sub-series. An 
employee in this class is responsible for inspecting new and existing installations for compliance with state standards. 
This class differs from Elevator Inspector 1 in that an incumbent of the latter is responsible for mid-level work. This class 
differs from Elevator Inspector 3 in that an incumbent of the latter is responsible for supervisory work. 
 
Work Activities: 
Training and Teaching Others:    May provide on-the-job training of elevator and other lifting-and-conveying device 
inspections.    Demonstrates proper use of equipment and examination techniques.    Demonstrates method for issuing 
noncompliance citations.    Discusses procedures for conducting accident investigations. Inspecting Equipment, 
Structures, or Material:    Inspects hoist way/raceway for the safety of equipment and personnel.    Inspects exits and 
entrances of all raceways for safety.    Inspects machine room for appropriate maintenance of equipment and 
machinery.    Ensures safe, convenient access to manual disconnect switch, controller, and motor.    Visually inspects 
cable for wear or decrease in circumference.    Ensures safety tests are current by locating safety test tag.    Inspects 
elevators, escalators, and other lifting-and-conveying devices including dumb-waiters, tramways, moving walks and ski 
lifts.    Assures the design, installation and safe operation of lifting-and-conveying devices meet State and National laws 
and ordinances.    Examines hoist way, interlock system, emergency bell and stop switch for proper functioning.    
Examines electrical and mechanical features of elevator installations (including elevator cars, beams, safety devices, 
control circuits, cables, guide rails, governors, switch boxes, counterweights and buffers) for conformance to safety 
regulations.    Uses stopwatch or tachometer to time elevator speeds between floors.    Determines allowable loads for 
elevators and other devices by adding weights to the car and ensuring the car position is maintained.    Observes running 
and safety test of elevators to determine if motor brakes and safety devices under car work properly. Evaluating 
Information to Determine Compliance with Standards:    Processes information received or taken during an inspection 
and apply it to appropriate codes.    Differentiates between existing devices and new devices as it pertains to 
corresponding codes.    Issues citations to building owners for noncompliance with State and National code.    Identifies 
deviations from State and National code concerning electrical, fire, building, mechanical, gas and plumbing systems 
through visual and mechanical inspections.    Identifies and documents infractions on a standard form or computerized 
field.    Issues citations to building owner indicating the severity of the infractions.    Recommends corrections for unsafe 
mechanical conditions of lifting-and-conveying devices based on results of inspection.    Conducts investigations in event 
of accidents.    Determines facts at time of accident, including number of persons on lifting or conveying device, recent 
maintenance of device and deviations from elevator, emergency and building code.    Compares items on the 
standardized investigative form to investigation details of elevator operating condition and environment.    Writes 
descriptive reports via the computer describing the severity of the accident and the potential causes for noncompliance 
with State and National code.    Provides information for legal depositions involving facts of accident as required.    
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Evaluates the alarm, sprinkler, electrical and emergency systems of elevators and other lifting-and-conveying devices.    
Triggers smoke detectors to determine if proper emergency systems (i.e., alarm, sprinkler) are activated.    Disrupts 
power to elevator lights to ensure proper functioning of emergency lights.    Visually inspects and measures distance 
between elevator power source and controller. Updating and Using Relevant Knowledge:    Maintains QEI (Qualified 
Elevator Inspector) recertification through training sessions. Communicating with Persons Outside Organization:    
Communicates with people outside the organization, representing the organization to customers, the public, 
government and other external sources. This information can be exchanged in person, in writing, by telephone or by e-
mail.    Provides technical assistance to elevator owners and elevator industry professionals (i.e., engineers, architects 
and building operators) regarding lifting-and-conveying devices.    Discusses State and National regulations with elevator 
owners and industry professionals.    Explains requirements, discusses problems and recommends solutions related to 
installation, maintenance and repair of equipment. Getting Information:    Examines request for new and existing 
inspections for elevators, escalators, moving walks, tramways, including lifting-and-conveying devices for use by the 
public.    Receives, analyzes, inputs and extracts data from departmental computer system.    Evaluates the codes books 
and terminology to apply to each individual device. Resolving Conflicts and Negotiating with Others:    Handles 
complaints in a professional (maintaining composure, documenting accurately, being courteous) manner with 
subordinates and the public. Documenting/Recording Information:    Documents and records inspection data. 
Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships 
with others, and maintains them over time. Communicating with Supervisors, Peers, or Subordinates:    Provides 
information to supervisors, co-workers and subordinates by telephone, in written form, e-mail or in person. Interacting 
with Computers:    Enters and retrieves data in the departmental system. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Perseverance    Customer Focus    Problem Solving    Time 
Management    Written Communication    Patience    Technical Learning    Timely Decision Making    Listening    Managing 
Vision and PurposeKnowledge:    Public Safety and Security    Building and Construction    Mechanical    Law and 
Government    Customer and Personal Service    Education and Training    Design    Engineering and Technology    Clerical 
Skills:    Complex Problem Solving    Operation Monitoring    Reading Comprehension    Speaking    Active Learning    
Active Listening    Critical Thinking    Writing    Instructing    Persuasion    Service Orientation    Quality Control Analysis    
Coordination    Installation    Learning Strategies    Mathematics    Social Perceptiveness    Monitoring    Time 
Management    Operation and Control Abilities:    Selective Attention    Written Comprehension    Deductive Reasoning    
Oral Comprehension    Oral Expression    Written Expression    Arm-Hand Steadiness    Speech Clarity    Speech 
Recognition    Mathematical Reasoning    Number Facility    Problem Sensitivity    Gross Body Equilibrium    Inductive 
Reasoning    Peripheral Vision    Auditory Attention    Depth Perception    Dynamic Flexibility    Far Vision    Gross Body 
Coordination    Manual Dexterity    Memorization    Multilimb Coordination    Near Vision    Rate Control    Reaction Time    
Speed of Limb Movement    Extent Flexibility    Glare Sensitivity    Night Vision    Dynamic Strength 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Video 
Recorders    GPS    Calculator    Elevator Emergency Keys    Tachometer    Escalator Step Gauges    Cable Gauges    Door 
Gauges    Hard Hat    Safety Harness    Safety Glasses    Safety Shoes    High Visibility Vest    Flashlights    Lockout Tagouts 
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036654 - ELEVATOR INSPECTOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1666 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and possession of current 
certification in active status as an ASME QEI-1 certified Elevator Inspector; and experience equivalent to three (3) years 
of experience in inspections/construction of passenger or freight elevators, escalators, and/or moving walks. 
 
Other Requirements: 
Necessary Special Qualifications:     successful completion of the TN Elevator Inspector Licensing Exam within three 
months of hire date;    ASME QEI-1 certification must be maintained during employment in the Elevator Inspector 3 
classification;    a valid motor vehicle operator’s license may be required for employment in some positions.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for elevator inspection work of considerable difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the first 
supervisory class in the Elevator Inspector sub-series. The employee in this class is responsible for supervising 
subordinate elevator inspectors throughout the state as well as performing elevator inspections. This class differs from 
Elevator Inspector 2 in that an incumbent of the latter is not responsible for supervisor work. This class differs from 
Elevator Inspector 4 in that the incumbent of the latter supervises incumbents of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets technical expertise pertaining to State and National 
regulations for subordinates, elevator owners, and other industry professionals (i.e., engineers, architects, and building 
operators).    Explains the requirements for design, installation, operation, maintenance, and repair of elevators and 
other lifting-and-conveying devices.    Makes suggestions for improvement regarding elevators and lifting-and-conveying 
devices.    Assists subordinates in resolving conflicts with elevator owners and industry professionals.Evaluating 
Information to Determine Compliance with Standards:    Processes information received or taken during an inspection 
and apply it to appropriate code.    Differentiates between existing devices and new devices as it pertains to 
corresponding code.    Issues citations to building owners for non-compliance with State and National code.    Identifies 
deviations from State and National code concerning electrical, fire, building, mechanical, gas and plumbing systems 
through visual and mechanical inspections.    Identifies and documents infractions on a standard form or computerized 
field.    Issues citations to building owner indicating the severity of the infractions.    Recommends corrections for unsafe 
mechanical conditions of lifting-and-conveying devices based on results of inspection.    Conducts investigations in event 
of accidents.    Determines facts at time of accident, including number of persons on lifting-and-conveying device, recent 
maintenance of device, and deviations from elevator, emergency and building code.    Compares items on the 
standardized investigative form to investigation details of elevator operating condition and environment.    Writes 
descriptive reports via the computer describing the severity of the accident and the potential causes for non-compliance 
with State and National code.    Provides information for legal depositions involving facts of accident as requested.    
Evaluates the alarm, sprinkler, electrical and emergency systems of elevators and other lifting-and-conveying devices.    
Triggers smoke detectors to determine if proper emergency systems (i.e., alarm, sprinkler) are activated.    Disrupts 
power to elevator lights to ensure proper functioning of emergency lights.    Visually inspects and measures distance 
between elevator power source and controller.    Reviews construction or alteration blueprints for compliance with 
State and National codes and minimum standards.    Measures dimensions of elevator shaft and machine room based on 
the map legend.    Visually inspects the location of elevators, doors, and shafts to ensure code compliance.    Ensures 
code compliance regarding appropriate use of equipment and materials.    Approves plans is appropriate standards are 
met and issues permits. Inspecting Equipment, Structures, or Material:    Inspects hoist way/raceway for the safety of 
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equipment and personnel.    Inspects exits and entrances of all raceways for safety.    Inspects machine room for 
appropriate maintenance of equipment and machinery.    Ensures safe, convenient access to manual disconnect switch, 
controller, and motor.    Visually inspects cable for wear or decrease in circumference.    Ensures safety tests are current 
by locating the safety tag test.    Inspects elevators, escalators, and other lifting-and-conveying devices including dumb-
waiters, tramways, moving walks, and ski lifts.    Assures the design, installation, and safe operation of lifting-and-
conveying devices meet State and National laws and ordinances.    Examines hoist way, interlock system, emergency bell 
and stop switch for proper functioning.    Examines electrical and mechanical features of elevator installations (including 
elevator cars, beams, safety devices, control circuits, cables, guide rails, governors, switch boxes, counterweights, and 
buffers) for conformance to safety regulations.    Uses stopwatch or tachometer to time elevator speeds between floors.    
Determines allowable loads for elevators and other devices by adding weights to car and ensuring car position is 
maintained.    Observes running and safety test of elevators to determine if motor breaks and safety devices under car 
work properly.Developing Objectives and Strategies:    Assists upper level management in supervising and evaluating 
subordinates as needed.    Approves personnel transactions.    Presents job plans.    Monitors subordinates’ work in 
order to provide feedback.    Assigns work responsibilities and accident investigations.Training and Teaching Others:    
May provide on-the-job training of elevator and other lifting-and-conveying device inspections.    Demonstrates proper 
use of equipment and examination techniques.    Demonstrates method for issuing non-compliance citations.    
Discusses procedures for conducting accident investigations.    Assists in coordinating and conducting staff meetings and 
training sessions.    Makes arrangements for meetings to be held.    Discusses changes to State and National elevator, 
electrical, building, fire, or mechanical code.    Provides information to subordinates concerning State and National 
certification requirements.    Discusses issues confronted in recent inspections and policy and procedure changes.    
Assists in new hire orientation.    Coordinates training.    Assigns trainer to new inspectors.    Conducts on-the-job 
training for new employees as needed.Getting Information:    Examines request for new and existing inspections for 
elevators, escalators, moving walks, tramways, including lifting-and-conveying devices for use by the public.    Receives, 
analyzes, inputs and extracts data from departmental computer system.    Evaluates the codes books and terminology to 
apply to each individual device.    Receives communications from upper management, subordinates, or the general 
public regarding complaints, problems, and daily procedures/activities.    Assists in the collection of information for State 
of Tennessee legal counsel to prepare depositions and other court matters.Guiding, Directing, and Motivating 
Subordinates:    Completes performance evaluations for subordinates.    May issue disciplinary actions to subordinates 
regarding suspensions, terminations and verbal and documented warnings.Resolving Conflicts and Negotiating with 
Others:    Handles complaints in a professional manner with subordinates and the public.Updating and Using Relevant 
Knowledge:    Maintains QEI recertification through training sessions.    Assists subordinates in the QEI recertification 
training.    Maintains up-to-date knowledge through outside training sources that would assist training subordinates 
throughout the state.Making Decisions and Solving Problems:    Works with subordinates and the public to solve day-to-
day inspection issues as they apply to safety codes.Organizing, Planning, and Prioritizing Work:    May plan and organize 
special projects and/or emergency operations procedures with upper management.Communicating with Persons 
Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
by telephone or e-mail.    Provides technical assistance to elevator owners and elevator industry professionals (i.e., 
engineers, architects, and building operators) regarding lifting-and-conveying devices.    Discusses State and National 
regulations with elevator owners and industry professionals.    Explains requirements, discusses problems, and 
recommends solutions related to installation, maintenance, and repair of equipment.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, and maintain 
them over time.Scheduling Work and Activities:    May schedule events and activities, as well as the work of 
others.Documenting/Recording Information:    Documents and records inspection data.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-workers, and subordinates by telephone, 
in written form, e-mail or in person.Interacting with Computers:    Enters and retrieves data in the departmental 
systems. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Decision Quality    Problem Solving    Delegation    Organizing    Customer Focus    
Fairness to Direct Reports    Integrity and TrustKnowledge:    Law and Government    Public Safety and Security    
Administration and Management    Building and Construction    Customer and Personal Service    Education and Training    
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Design    Engineering and Technology    Personnel and Human Resources    Clerical    MechanicalSkills:    Complex 
Problem Solving    Speaking    Time Management    Critical Thinking    Instructing    Management of Personnel Resources    
Active Learning    Active Listening    Mathematics    Reading Comprehension    Writing    Management of Material 
Resources    Monitoring    Service Orientation    Coordination    Operation Monitoring    Quality Control Analysis    
Installation    Learning Strategies    Negotiation    Operation and Control    Persuasion    Social PerceptivenessAbilities:    
Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Deductive Reasoning    
Inductive Reasoning    Peripheral Vision    Selective Attention    Speech Clarity    Speech Recognition    Mathematical 
Reasoning    Speed of Limb Movement    Auditory Attention    Depth Perception    Far Vision    Glare Sensitivity    Gross 
Body Coordination    Gross Body Equilibrium    Manual Dexterity    Multi-Limb Coordination    Near Vision    Night Vision    
Number Facility    Problem Sensitivity    Reaction Time    Dynamic Flexibility    Dynamic Strength    Extent Flexibility    
Memorization    Rate Control    Arm-Hand Steadiness 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Video 
Recorders    GPS    Calculator    Elevator Emergency Escape Keys    Tachometer    Escalator Step Gauges    Cable Gauges    
Door Gauges    Hard Hat    Safety Harness    Safety Glasses    Safety Shoes    High Visibility Vest    Flashlights    Lockout 
Tagouts 
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036653 - ELEVATOR INSPECTOR 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1661 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and possession of current 
certification in active status as an ASME-QEI-1 certified Elevator Inspector; and experience equivalent to four (4) years of 
experience in inspection/construction of passenger or freight elevators, escalators, and/or moving walks. 
 
Other Requirements: 
Necessary Special Qualifications:     successful completion of the TN Elevator Inspector Licensing Exam within three 
months of hire date;    ASME QEI-1 certification must be maintained during employment in the Elevator Inspector 4 
classification;    a valid motor vehicle operators’ license may be required for employment in some positions.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for elevator inspection work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required. Distinguishing Features:  This is the 
second supervisory class in the Elevator Inspector sub-series. The employee in this class reports to the Boiler and 
Elevator Inspection Director and is responsible for ensuring that new and existing installations comply with safety 
standards. This class differs from Elevator Inspector 3 in that the incumbent of the latter supervises subordinate elevator 
inspectors as well as performing elevator inspections. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Ensures new and existing installations comply with safety standards.    
Assures that the design, installation, and safe operation of lifting-and-conveying devices conform to State and National 
laws and ordinances.    Examines hoist way, and interlock system for proper functioning.    Examines electrical and 
mechanical features of elevator installations for conformance to safety regulations.    Observes running and safety test 
of elevators.    Triggers smoke detectors to determine if proper emergency services (i.e., alarm, sprinkler) are activated.    
Inspects machine room for appropriate maintenance of equipment and machinery.    Visually inspects cable for wear or 
decrease in circumference.    Identifies deviations from State and National code.    Makes recommendations for 
improvements.    Issues citations to building owners for non-compliance with State and National code.    Prohibits 
operation of lifting-and-conveying device if necessary.Provide Consultation and Advice to Others:    Assists subordinates 
in preparing legal depositions and other court matters.Interpreting the Meaning of Information for Others:    Interprets 
technical expertise pertaining to State and National regulations for subordinates, elevator owners, and industry 
professionals (i.e., engineers, architects, and building operators).    Explains the requirements for design, installation, 
operation, maintenance, and repair of elevators and other lifting-and-conveying devices.    Makes suggestions for 
improvement regarding elevators and lifting-and-conveying devices.    Assists subordinates in resolving conflicts with 
elevator owners and industry professionals.Performing Administrative Activities:    Performs a variety of administrative 
and management duties related to the daily operations of the division.    Estimates the needs of the office including 
finances, supplies, personnel and equipment.    Creates periodic reports concerning a number of inspection permits 
issued and revenue collected.    Approves attendance forms, expense claims, and purchasing requests.    Reviews and 
revises formats of standard forms based on policy or code revisions, and subordinate feedback.Evaluating Information 
to Determine Compliance with Standards:    Processes information received or taken during an inspection and apply it to 
appropriate code.    Differentiates between existing devices and new devices as it pertains to corresponding codes.    
Issues citations to building owners for non-compliance with State and National code.    Identifies deviations from State 
and National code concerning electrical, fire, building, mechanical, gas, and plumbing systems through visual and 
mechanical inspections.    Identifies and documents infractions on a standard form or computerized field.    Issues 
citations to building owner indicating the severity of the infractions.    Recommends corrections for unsafe mechanical 
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conditions of lifting-and-conveying devices based on results of inspection.    Conducts investigations in event of 
accidents.    Determines facts at time of accident, including number of persons on lifting or conveying device, recent 
maintenance of device, and deviations from elevator, emergency and building code.    Compares items on the 
standardized investigative form to investigation details of elevator operating condition and environment.    Writes 
descriptive reports via the computer describing the severity of the accident and the potential causes for non-compliance 
with State and National code.    Provides information for legal depositions involving facts of accident as requested.    
Evaluates the alarm, sprinkler, electrical, and emergency systems of elevators and other lifting-and-conveying devices.    
Triggers smoke detectors to determine if proper emergency systems (i.e., alarm, sprinkler) are activated.    Disrupts 
power to elevator lights to ensure proper functioning of emergency lights.    Visually inspects and measures distance 
between elevator power source and controller.    Reviews construction or alteration blueprints for compliance with 
State and National codes and minimum standards.    Measures dimensions of elevator shaft and machine room based on 
the map legend.    Visually inspects the location of elevators, doors, and shafts to ensure code compliance.    Ensures 
code compliance regarding appropriate use of equipment and materials.    Approves plans if appropriate standards are 
met and issues permits.Training and Teaching Others:    May provide on-the-job training of elevator and other lifting-
and-conveying devices inspections.    Demonstrates proper use of equipment and examination techniques.    
Demonstrates method for issuing non-compliance citations.    Discusses procedures for conducting accident 
investigations.    Conducts training sessions and staff meetings for subordinates.    Conducts departmental orientation.    
Assigns trainers to new hires.    Conducts on-the-job training and annual re-certification training for subordinates.    
Discusses changes to Sate and National elevator, electrical, building, fire, or mechanical code.    Provides information to 
subordinates concerning State and National certification requirements.    Discusses new or altered State or 
departmental policies and procedures.Making Decisions and Solving Problems:    Works with subordinates and the 
public to solve day-to-day inspection issues as they apply to safety codes.    Provides technical expertise to subordinates, 
elevator owners, industry professionals, and policy makers regarding lifting-and-conveying devices.    Explains the 
requirements for design, installation, operation, maintenance, and repair of elevators and other lifting-and-conveying 
devices.    Assists subordinates with resolving conflicts with industry professionals.    Coordinates the agenda for policy 
making meetings dealing with elevator.    Provides expert opinion concerning utility, safety, and practicality of new and 
existing equipment.    Assists the policy makers with code revision. Resolving Conflicts and Negotiating with Others:    
Handles complaints in a professional manner with subordinates and the public.    Issues disciplinary actions to 
subordinates such as suspensions, terminations, verbal and documented warnings.    Prepares job performance plans.    
Evaluates the quality of staff inspections conducted on lifting-and-conveying devices.    Ensures all investigative and 
regulatory documents prepared by investigators are complete and accurate.    Conducts internal review for complaint 
against inspectors by reviewing complaint, discussing complaint with inspector, and documenting the nature and details 
of the complaint. Organizing, Planning, and Prioritizing Work:    May plan and organize special projects and/or 
emergency operations procedures with upper management.Getting Information:    Examines request for new and 
existing inspections for elevators, escalators, moving walks, tramways, including lifting-and-conveying devices for use by 
public.    Receives, analyzes, inputs, and extracts data from departmental computer system.    Evaluates the codes books 
and terminology to apply to each individual device.    Receives communications from upper management, subordinates, 
or the general public regarding complaints, problems, and daily procedures/activities.    Assists in the collection of 
information for State of Tennessee legal counsel to prepare depositions and other court matters.Staffing Organizational 
Units:    Supervises and evaluates staff and makes recommendations regarding personnel transactions.    Interviews 
applicants and discusses Elevator Inspector job responsibilities.    Makes recommendations for employment of the most 
qualified applicant.    Assigns work responsibilities and accident investigations to inspectors.Updating and Using Relevant 
Knowledge:    Maintains QEI recertification through training sessions.    Assists subordinates in the QEI recertification 
training.    Maintains up-to-date knowledge through outside training sources that would assist training subordinates 
throughout the state.Developing Objectives and Strategies:    Assists upper management in supervising and evaluating 
subordinates as needed.    Approves personnel transactions.    Presents job plans.    Monitors subordinates work in order 
to provide feedback.    Assigns work responsibilities and accident investigations to inspectors.Communicating with 
Persons Outside Organization:    Communicates with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information may be exchanged in person, in 
writing, or by telephone or e-mail.    Provides technical assistance to elevator owners and elevator industry professionals 
(i.e., engineers, architects, and building operators) regarding lifting-and-conveying devices.    Discusses State and 
National regulations with elevator owners and industry professionals.    Explains requirements, discusses problems, and 
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recommends solutions related to installation, maintenance, and repair of equipment.Interacting with Computers:    
Enters and retrieves data in the departmental system.    May assist in developing new software for Elevator 
Division.Scheduling Work and Activities:    May schedule events and activities, as well as the work of others.Guiding, 
Directing, and Motivating Subordinates:    Completes performance evaluations for subordinates.Documenting/Recording 
Information:    Documents and records inspection data.Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with others, and maintaining them over 
time.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail or in person. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Organizing    Planning    Time Management    Ethics and Values    Integrity and Trust    
Technical Learning    Informing    Organizational Agility    Customer FocusKnowledge:    Law and Government    
Administration and Management    Public Safety and Security    Building and Construction    Customer and Personal 
Service    Education and Training    Computers and Electronics    Personnel and Human Resources    Engineering and 
Technology    Clerical    Mechanical    Communications and Media    DesignSkills:    Complex Problem Solving    Time 
Management    Reading Comprehension    Critical Thinking    Judgment and Decision Making    Speaking    Instructing    
Management of Personnel Resources    Writing    Operation Monitoring    Negotiation    Active Listening    Learning 
Strategies    Mathematics    Installation    Service Orientation    Social Perceptiveness    Management of Material 
Resources    Active Learning    Coordination    Operation and Control    Quality Control Analysis    Monitoring    
PersuasionAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written 
Expression    Speech Clarity    Deductive Reasoning    Speech Recognition    Inductive Reasoning    Problem Sensitivity    
Speed of Limb Movement    Originality    Selective Attention    Mathematical Reasoning    Auditory Attention    Depth 
Perception    Far Vision    Glare Sensitivity    Near Vision    Peripheral Vision    Gross Body Coordination    Reaction Time    
Gross Body Equilibrium    Night Vision    Number Facility    Dynamic Flexibility    Dynamic Strength    Memorization    
Extent Flexibility    Rate Control    Flexibility of Closure    Arm-Hand Steadiness    Manual Dexterity    Multi-Limb 
Coordination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Video 
Recorders    GPS    Calculator    Elevator Emergency Escape Keys    Tachometer    Escalator Step Gauges    Cable Gauges    
Door Gauges    Hard Hat    Safety Harness    Safety Glasses    Safety Shoes    High Visibility Vest    Flashlights    Lockout 
Tagouts 
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036650 - ELEVATOR INSPECTOR ASSISTANT* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1647 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time work in one or a combination of the following: construction inspection work or any mechanical 
work, including but not limited to hydraulic, pneumatic, or electrical systems. Substitution of Education for Experience: 
Full-time experience in the inspection of lifting-and-conveying devices or construction work of any mechanical work may 
substitute for the required education to a maximum of two years (i.e., experience equivalent to one year of full-time 
work in one or a combination of the listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications:     Successful completion of the Tennessee Elevator Inspector Licensing Exam within 
one year of hire date;    A valid motor vehicle operator license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs elevator inspection work of routine difficulty, and performs related 
work as required. Distinguishing Features: This is the entry-level class in the Elevator Inspector sub-series. An employee 
in this class learns to inspect new and existing installations for compliance with state standards. This class differs from 
Elevator Inspector 1, in that an incumbent of the latter functions at the mid-level. ,An applicant appointed to this flexibly 
staffed class will be promoted to the next higher class in the series after successful completion of a mandatory one year 
training period. Inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Learns to inspect hoist way/raceway for the safety of equipment and 
personnel.    Learns to inspect exits and entrances of all raceways for safety.    Learns to inspect machine room for 
appropriate maintenance of equipment and machinery.    Learns to ensure safe, convenient access to manual disconnect 
switch, controller, and motor.    Learns to visually inspect cable for wear or decrease in circumference.    Learns to 
ensure safety tests are current by locating safe test tag.    Learns to inspect elevators, escalators, and other lifting-and-
conveying devices including dumb-waiters, tramways, moving walks, and ski lifts.    Learns to assure the design, 
installation, and safe operation of lifting-and-conveying devices meet State and National laws and ordinances.    Learns 
to examine hoist way, interlock system, emergency bell and stop switch for proper functioning.    Learns to examine 
electrical and mechanical features of elevator installations (including elevator cars, beams, safety devices, control 
circuits, cables, guide rails, governors, switch boxes, counterweights, and buffers) for conformance to safety regulations.    
Learns to use stopwatch or tachometer to time elevator speeds between floors.    Learns to determine allowable loads 
for elevators and other devices by adding weights to the car and ensuring that car position is maintained.    Learns to 
observe running of safety test of elevators to determine if motor brakes and safety devices under car work properly. 
Evaluating Information to Determine Compliance with Standards:    Learns to process information received or taken 
during an inspection and apply it to appropriate codes.    Learns to differentiate between existing devices and new 
devices as it pertains to corresponding codes.    Learns to issue citations to building owners for noncompliance with 
State and National code.    Learns to identify deviations from State and National code concerning electrical, fire, building, 
mechanical, gas, and plumbing systems through visual and mechanical inspections.    Learns to identify and document 
infractions on a standard form or computerized field.    Learns to issue citations to building owners indicating the 
severity of the infractions.    Learns to recommend corrections for unsafe mechanical conditions of lifting-and-conveying 
devices based on results of inspection.    Learns to conduct investigations in event of accidents.    Learns to determine 
facts at time of accident, including number of person on lifting or conveying device, recent maintenance of device and 
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deviations from elevator, emergency and building code.    Learns to compare items on the standardized investigative 
form to investigation details of elevator operating condition and environment.    Learns to write descriptive reports via 
the computer describing the severity of the accident and the potential causes for noncompliance with State and 
National code.    Learns to provide information for legal depositions involving facts of accident as requested.    Learns to 
evaluate the alarm, sprinkler, electrical and emergency systems of elevators and other lifting-and-conveying devices.    
Learns to trigger smoke detectors to determine if proper emergency systems (i.e., alarm, sprinkler) are activated.    
Learns to disrupt power to elevator lights to ensure proper functioning of emergency lights.    Learns to visually inspect 
and measure distance between elevator power source and controller. Communicating with Persons Outside 
Organization:    Learns to communicate with people outside the organization, representing the organization to 
customers, the public, government and other external sources. This information can be exchanged in person, in writing, 
by telephone or e-mail.    Learns to provide technical assistance to elevator owners and elevator industry professionals 
(i.e., engineers, architects and building operators) regarding lifting-and-conveying devices.    Learns to discuss State and 
National regulations with elevator owners and industry professionals.    Learns to explain requirements, discuss 
problems and recommend solutions related to installation, maintenance and repair of equipment. Updating and Using 
Relevant Knowledge:    Learns through departmental procedures and training sessions that enable the employee to 
receive state license and QEI (Qualified Elevator Inspector) certification. Getting Information:    Learns to examine 
requests for new and existing inspections for elevators, escalators, moving walks, tramways, including lifting-and-
conveying devices for use by the public.    Learns to assist any inspector in his daily job requirements.    Learns required 
computer skills to receive, analyze, input and extract data.    Learns to evaluate the codes books and terminology to 
apply to each individual device. Resolving Conflicts and Negotiating with Others:    Learns to handle complaints in a 
professional (maintaining composure, documenting accurately, being courteous) manner. Documenting/Recording 
Information:    Learns to document and record inspection data. Establishing and Maintaining Interpersonal 
Relationships:    Learns to develop constructive and cooperative working relationships with others and maintain them 
over time. Interacting with Computers:    Learns to enter and retrieve data in the departmental systems. Communicating 
with Supervisors, Peers or Subordinates:    Learns to provide information to supervisors, co-workers and subordinates by 
telephone, in written form, e-mail or in person. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Self-Development    Listening    Patience    Technical Learning    
Intellectual Horsepower    Learning on the Fly    Composure    Personal LearningKnowledge:    English Language    Public 
Safety and Security    Building and Construction    Customer and Personal Service    Design    Engineering and Technology    
Law and Government    Clerical    Mechanical Skills:    Service Orientation    Reading Comprehension    Speaking    Quality 
Control Analysis    Active Learning    Monitoring    Active Listening    Critical Thinking    Installation    Operation 
Monitoring    Coordination    Learning Strategies    Time Management    Writing    Mathematics Abilities:    Speech Clarity    
Speech Recognition    Oral Comprehension    Gross Body Equilibrium    Near Vision    Night Vision    Oral Expression    
Written Comprehension    Depth Perception    Deductive Reasoning    Far Vision    Gross Body Coordination    
Memorization    Number Facility    Peripheral Vision    Reaction Time    Selective Attention    Written Expression    Manual 
Dexterity    Speed of Limb Movement    Auditory Attention    Multilimb Coordination    Arm-Hand Steadiness    Dynamic 
Flexibility    Dynamic Strength    Extent Flexibility    Inductive Reasoning    Problem Sensitivity    Rate Control 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Video 
Recorders    GPS    Calculator    Elevator Emergency Escape Keys    Tachometer    Escalator Step Gauges    Cable Gauges    
Door Gauges    Hard Hat    Safety Harness    Safety Glasses    Safety Shoes    High Visibility Vest    Flashlights    Lockout 
Tagouts 
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006116 - ELIGIBILITY ASSISTANT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2708 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical experience.OROne year of experience as an Eligibility Clerk with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs eligibility-related paraprofessional work of routine difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class assists Eligibility Counselors in case 
management activities and learns the rules and regulations necessary to determine eligibility for monetary benefits and 
social services. This class differs from Eligibility Clerk in that an incumbent of the latter performs eligibility-related 
clerical duties which follow prescribed and well-established procedures. This class differs from Eligibility Counselor 1 in 
that an incumbent of the latter performs work of greater scope and complexity to determine needed social services and 
eligibility for these services. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets policy and procedure guidelines in relation to client 
circumstances to ensure clients' understanding. Updating and Using Relevant Knowledge: Remains up-to-date on new 
policies and procedures as they are implemented in order to ensure accurate benefit receipt. Performing for or Working 
Directly with the Public: Explains rules, regulations, policies, procedures, and benefits determinations to clients or other 
interested parties to ensure program availability. Promotes a positive image of the department by focusing on great 
customer service while fulfilling the Department's mission.Processing Information: Verifies accuracy of information 
provided by clients during the interview process to ensure the client receives the benefits in which they are entitled. 
Compares client information such as names, addresses, social security numbers, phone numbers, benefits and services 
provided, eligibility criteria, and other data against state databases to ensure accuracy.Getting Information: Listens to 
information applicants provide concerning their eligibility and obtains documentary evidence to support that 
information to ensure proper eligibility determination. Interviews applicants to determine needed social services. Asks 
applicants questions needed to obtain information related to their eligibility status to determine proper benefit 
eligibility. Obtains information from various databases and other needed sources to assist Eligibility Counselor in 
eligibility determination. Reviews case documentation to develop an understanding of previous case circumstances to 
assist during interview process.Resolving Conflicts and Negotiating with Others: Resolves general client concerns 
regarding agency programs, policies, and procedures to assist clients.Assisting and Caring for Others: Provides verbal 
assistance and support to co-workers, vendors, and clients to meet their immediate and long-term 
needs.Documenting/Recording Information: Documents information obtained during client interviews into eligibility 
determination system for future reference and as justification for case actions taken. Documents receipt of applications, 
change forms, and other necessary documents into electronic case file for future reference. Documents client contacts 
into electronic case file for informational purposes.Organizing, Planning, and Prioritizing Work: Prioritizes daily, weekly, 
and monthly activities to ensure all work is completed by the established deadlines. Organizes activities within workload 
to ensure all work is completed timely. Plans schedule to effectively and efficiently complete required daily activities. 
Develops a process to organize client applications and verifications to plan for daily work.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains healthy working relationships with co-workers and vendors to 



 TN Job Classification Specifications  
September 22, 2020 

promote productivity and effectively serve client needs.Communicating with Persons Outside Organization: 
Communicates verbally and/or electronically with outside organizations to obtain information regarding client 
circumstances. Communicates verbally and/or electronically with outside organizations or vendors to provide 
information regarding client eligibility.Interacting with Computers: Enters applications, verifications, simplified reporting 
forms, and other required documents into various databases and filing systems for future retrieval. Enters necessary 
information into state databases as required by current procedures. Enters client contact information changes into the 
eligibility determination computer system to ensure clients receive proper notification. Communicating with 
Supervisors, Peers, or Subordinates: Communicates verbally and/or electronically with supervisors and peers in the 
exchange of information regarding client eligibility to see that client needs are met. Communicates questions through 
appropriate chain of command to obtain policy or procedural clarification. Communicates daily schedules and activities 
verbally and/or electronically with supervisors and peers to maintain a balanced workflow.Identifying Objects, Actions, 
and Events: Identifies benefits and services that might be available to clients both from the Department and from 
related outside sources to assist in meeting client needs.Scheduling Work and Activities: Reschedules appointments 
verbally and electronically for clients to review benefit eligibility. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Organizing Time Management Written Communications 
Compassion Customer Focus ListeningKnowledge: Basic arithmetic applications Basic computer knowledge Basic 
knowledge of the structure and content of the English language including the meaning and spelling of words, rules of 
composition, and grammar Basic office skills such as word processing and managing files and records Basic principles for 
providing customer serviceSkills: Active learning Active listening Basic Computer Skills Basic customer service skills Basic 
mathematical skills Communicating effectively as appropriate for the needs of the audience Critical thinking, problem-
solving, and decision-making Reading Comprehension-Understanding written sentences and paragraphs in work related 
documents Service Orientation-Actively looking for ways to help people Social Perceptiveness-Being aware of others' 
reactions and understanding why they react as they do Time managementAbilities: Deductive Reasoning-Applies general 
rules to specific problems to produce answers that make sense Flexible and adaptable in various situations and 
environments Inductive Reasoning-Combines pieces of information to form conclusions Multi-Tasking Number Facility-
Ability to add, subtract, multiply, or divide quickly and correctly Oral Comprehension-Understands information and ideas 
presented Oral Expression-Communicates information and ideas so others will understand them Perceptual Speed-
Accurately compares similarities and differences Performs simple office tasks Retains information Selective Attention-
Concentrates on tasks over a period of time without being distracted Speed of Closure-Ability to quickly make sense of, 
combine, and organize information Works as part of a team 
 
Tools and Equipment Used: 
 Personal Computer Telephone Multifunction Printer Fax MachineOther Office Equipment as Needed 
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006115 - ELIGIBILITY CLERK 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2666 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school or GED. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:  Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Noncompetitive selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs eligibility-related clerical work of routine difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs eligibility-related clerical duties 
which follow prescribed and well-established procedures. Detailed instructions and close supervision are given at the 
beginning of work and on subsequent new assignments; however, after employees become familiar with particular 
procedures, they usually work with relative independence. Work involving more varied tasks is given closer supervision 
than that which is repetitive in nature, although work is normally reviewed or verified upon completion. Assignments 
may require incidental operation of typewriters and other equipment where conditions of work do not necessitate 
previous training in their use. This class differs from Eligibility Assistant in that an incumbent of the latter works under 
general supervision in the performance of tasks which demand greater latitude of judgment and which are of a more 
responsible and difficult nature. 
 
Work Activities: 
1. Provides generalized assistance to Eligibility Counselors and Eligibility Assistants in routine daily activities associated 
with the Families First, Food Stamp, and TennCare/Medicaid programs.2. Performs routine public contact work such as 
collecting and copying information from Temporary Assistance for Needy Families (TANF) and other DHS participants.3. 
Distributes programmatic service literature and general information to TANF and other DHS participants and 
providers.4. Provides telephone-scheduling assistance to Eligibility Counselors. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
Click here for current compensation information. 
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079621 - ELIGIBILITY COUNSELOR 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  5366 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time eligibility determination experience at a professional, paraprofessional, or 
technical level may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional eligibility determination work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry-level class in the Eligibility 
Counselor and DHS Child Care Specialist sub-series. An employee in this class learns the rules and regulations necessary 
to determine eligibility benefits for social services. This class differs from that of the Eligibility Counselor 2* and DHS 
Child Care Specialist 2* in that incumbents of the latter act at the working level under general supervision.*An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Learns to remain up-to-date on new policies and procedures as they are 
implemented in order to ensure accurate eligibility determination. Making Decisions and Solving Problems: Learns to 
make decisions by analyzing information related to customers’ eligibility to ensure appropriate policy and procedures 
are applied.Processing Information: Learns to calculate accurate budgets based on information provided by customers 
and obtained through other sources to determine eligibility. Learns to verify accuracy of information provided by 
customers during the interview process to ensure the customer receives the benefits to which they are entitled. Learns 
to compile customers’ identifying information and other data and compares it against multiple sources to ensure 
accuracy. Organizing, Planning, and Prioritizing Work: Learns to prioritize and organize daily, weekly, and monthly 
activities to ensure all work is completed by the established deadlines. Plans schedule to effectively and efficiently to 
complete required daily activities. Learns to develop a process to organize customer applications and verifications to 
plan for daily work. Documenting/Recording Information: Learns to document information obtained during customer 
interactions into eligibility determination system for future reference and to support case actions. Learns to document 
required verifications, services, benefits provided, and other case-related activity using a computerized case record 
and/or paper case files. Properly stores and maintains case related documentation to ensure program integrity. 
Resolving Conflicts and Negotiating with Others: Learns to resolve general customer concerns regarding agency 
programs, policies, and procedures to assist customers.Getting Information: Learns to obtain documentary evidence to 
support applicant information to ensure proper eligibility determination. Learns to interview applicants to obtain 
information related to their eligibility for government assistance programs. Learns to obtain information from various 
databases and other needed sources to assist in eligibility determination. Learns to review case documentation to 
develop an understanding of previous case circumstances to assist during interview process.Interpreting the Meaning of 
Information for Others: Learns to interpret policy and procedure guidelines in relation to the customers’ circumstances 
to ensure their understanding. Learns to explain eligibility for benefits and services, as well as ongoing responsibilities, 
to ensure customer understanding.Interacting With Computers: Learns to use computer systems to enter customer 



 TN Job Classification Specifications  
September 22, 2020 

information to determine eligibility and ensure customers receive proper notifications. Learns to enter required 
documents into various databases and filing systems for future retrieval. Learns to enter necessary information into 
various databases as required by current procedures.Performing for or Working Directly with the Public: Learns to 
explain rules, regulations, policies, procedures, and benefits determinations to customers or other interested parties to 
ensure program availability. Promotes a positive image of the department by focusing on great customer service while 
fulfilling the Department’s mission.Judging the Qualities of Things, Services, or People: Learns to assess the customers’ 
strengths and considers the customers’ goals and desired outcomes, work activities, and supportive services that will 
lead to self-sufficiency.Establishing and Maintaining Interpersonal Relationships: Develops and maintains healthy 
working relationships with co-workers and vendors to enhance productivity and effectively serve customer needs and 
promote self-sufficiency.                                       Communicating with Persons Outside Organization: Learns to 
communicate verbally and/or electronically with outside organizations to obtain information regarding customer 
circumstances. Learns to communicate verbally and/or electronically with outside organizations or vendors to provide 
information regarding customer eligibility.Developing Objectives and Strategies: Learns to develop an individualized, 
mutually agreed upon plan for self-sufficiency through discussion with the customer regarding their strengths, goals, 
and interests.Assisting and Caring for Others: Provides information and support to co-workers, vendors, and customers 
to meet their immediate and long-term needs.Scheduling Work and Activities: Learns to schedule necessary 
appointments/activities for customers with outside sources or agencies to meet program requirements and/or 
customer’s needs.Communicating with Supervisors, Peers, or Subordinates: Communicates questions through the 
appropriate chain of command to obtain policy or procedural clarification. Communicates verbally/electronically with 
supervisors and/or peers in the exchange of information regarding customer eligibility to see that customer’s needs are 
met. Communicates daily schedules and activities verbally/electronically with supervisors and/or peers to maintain a 
balanced workflow.Identifying Objects, Actions, and Events: Learns to identify benefits and services that might be 
available to customers both from the Department and from related outside sources to assist in meeting customer needs. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Time Management Drive for Results Approachability 
Compassion Composure Customer Focus Listening PatienceKnowledge: Advanced knowledge of the structure and 
content of the English language including the meaning and spelling of words, rules of composition, and grammar Basic 
computer knowledge Knowledge of basic arithmetic applications Knowledge of basic office skills such as word 
processing and managing files and records Proficient knowledge of principles for providing customer serviceSkills:  
Active learning Active listening Basic computer skills Basic mathematical skills Communicating effectively, both verbal 
and written, as appropriate for the needs of the audience Critical thinking, problem-solving, and decision-making skills 
Effective organizational skills Proficient customer service skills Proficient keyboarding skills Time management 
Understanding written sentences and paragraphs in work related documentsAbilities: Ability to be flexible and 
adaptable in various situations and environments Ability to be objective Accurately compares similarities and differences 
Adds, subtracts, multiplies, or divides quickly and correctly Adjusts one’s actions in relation to others’ actions Applies 
general rules to specific problems to produce answers that make sense Combines pieces of information to form 
conclusions Communicates information and ideas verbally and in writing so others will understand them Concentrate on 
tasks over a period of time without being distracted Maintain focus in the presence of distracting sounds Manages time 
effectively Multi-tasks with competing priorities Performs simple office tasks Quickly make senses of, combine, and 
organize information Retains information Understands information and ideas presented through verbal and written 
communication Works as part of a team Works in diverse environments 
 
Tools and Equipment Used: 
 Personal Computer Telephone System Fax Machine Multi-functional Printer Calculator Scheduling CalendarOther Office 
Equipment as Needed 
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079621 - ELIGIBILITY COUNSELOR 1* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  5439 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time eligibility determination experience at a professional, paraprofessional, or 
technical level may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional eligibility determination work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry-level class in the Eligibility 
Counselor and DHS Child Care Specialist sub-series. An employee in this class learns the rules and regulations necessary 
to determine eligibility benefits for social services. This class differs from that of the Eligibility Counselor 2* and DHS 
Child Care Specialist 2* in that incumbents of the latter act at the working level under general supervision.*An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Learns to remain up-to-date on new policies and procedures as they are 
implemented in order to ensure accurate eligibility determination. Making Decisions and Solving Problems: Learns to 
make decisions by analyzing information related to customers’ eligibility to ensure appropriate policy and procedures 
are applied.Processing Information: Learns to calculate accurate budgets based on information provided by customers 
and obtained through other sources to determine eligibility. Learns to verify accuracy of information provided by 
customers during the interview process to ensure the customer receives the benefits to which they are entitled. Learns 
to compile customers’ identifying information and other data and compares it against multiple sources to ensure 
accuracy. Organizing, Planning, and Prioritizing Work: Learns to prioritize and organize daily, weekly, and monthly 
activities to ensure all work is completed by the established deadlines. Plans schedule to effectively and efficiently to 
complete required daily activities. Learns to develop a process to organize customer applications and verifications to 
plan for daily work. Documenting/Recording Information: Learns to document information obtained during customer 
interactions into eligibility determination system for future reference and to support case actions. Learns to document 
required verifications, services, benefits provided, and other case-related activity using a computerized case record 
and/or paper case files. Properly stores and maintains case related documentation to ensure program integrity. 
Resolving Conflicts and Negotiating with Others: Learns to resolve general customer concerns regarding agency 
programs, policies, and procedures to assist customers.Getting Information: Learns to obtain documentary evidence to 
support applicant information to ensure proper eligibility determination. Learns to interview applicants to obtain 
information related to their eligibility for government assistance programs. Learns to obtain information from various 
databases and other needed sources to assist in eligibility determination. Learns to review case documentation to 
develop an understanding of previous case circumstances to assist during interview process.Interpreting the Meaning of 
Information for Others: Learns to interpret policy and procedure guidelines in relation to the customers’ circumstances 
to ensure their understanding. Learns to explain eligibility for benefits and services, as well as ongoing responsibilities, 
to ensure customer understanding.Interacting With Computers: Learns to use computer systems to enter customer 
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information to determine eligibility and ensure customers receive proper notifications. Learns to enter required 
documents into various databases and filing systems for future retrieval. Learns to enter necessary information into 
various databases as required by current procedures.Performing for or Working Directly with the Public: Learns to 
explain rules, regulations, policies, procedures, and benefits determinations to customers or other interested parties to 
ensure program availability. Promotes a positive image of the department by focusing on great customer service while 
fulfilling the Department’s mission.Judging the Qualities of Things, Services, or People: Learns to assess the customers’ 
strengths and considers the customers’ goals and desired outcomes, work activities, and supportive services that will 
lead to self-sufficiency.Establishing and Maintaining Interpersonal Relationships: Develops and maintains healthy 
working relationships with co-workers and vendors to enhance productivity and effectively serve customer needs and 
promote self-sufficiency.                                       Communicating with Persons Outside Organization: Learns to 
communicate verbally and/or electronically with outside organizations to obtain information regarding customer 
circumstances. Learns to communicate verbally and/or electronically with outside organizations or vendors to provide 
information regarding customer eligibility.Developing Objectives and Strategies: Learns to develop an individualized, 
mutually agreed upon plan for self-sufficiency through discussion with the customer regarding their strengths, goals, 
and interests.Assisting and Caring for Others: Provides information and support to co-workers, vendors, and customers 
to meet their immediate and long-term needs.Scheduling Work and Activities: Learns to schedule necessary 
appointments/activities for customers with outside sources or agencies to meet program requirements and/or 
customer’s needs.Communicating with Supervisors, Peers, or Subordinates: Communicates questions through the 
appropriate chain of command to obtain policy or procedural clarification. Communicates verbally/electronically with 
supervisors and/or peers in the exchange of information regarding customer eligibility to see that customer’s needs are 
met. Communicates daily schedules and activities verbally/electronically with supervisors and/or peers to maintain a 
balanced workflow.Identifying Objects, Actions, and Events: Learns to identify benefits and services that might be 
available to customers both from the Department and from related outside sources to assist in meeting customer needs. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Time Management Drive for Results Approachability 
Compassion Composure Customer Focus Listening PatienceKnowledge: Advanced knowledge of the structure and 
content of the English language including the meaning and spelling of words, rules of composition, and grammar Basic 
computer knowledge Knowledge of basic arithmetic applications Knowledge of basic office skills such as word 
processing and managing files and records Proficient knowledge of principles for providing customer serviceSkills:  
Active learning Active listening Basic computer skills Basic mathematical skills Communicating effectively, both verbal 
and written, as appropriate for the needs of the audience Critical thinking, problem-solving, and decision-making skills 
Effective organizational skills Proficient customer service skills Proficient keyboarding skills Time management 
Understanding written sentences and paragraphs in work related documentsAbilities: Ability to be flexible and 
adaptable in various situations and environments Ability to be objective Accurately compares similarities and differences 
Adds, subtracts, multiplies, or divides quickly and correctly Adjusts one’s actions in relation to others’ actions Applies 
general rules to specific problems to produce answers that make sense Combines pieces of information to form 
conclusions Communicates information and ideas verbally and in writing so others will understand them Concentrate on 
tasks over a period of time without being distracted Maintain focus in the presence of distracting sounds Manages time 
effectively Multi-tasks with competing priorities Performs simple office tasks Quickly make senses of, combine, and 
organize information Retains information Understands information and ideas presented through verbal and written 
communication Works as part of a team Works in diverse environments 
 
Tools and Equipment Used: 
 Personal Computer Telephone System Fax Machine Multi-functional Printer Calculator Scheduling Calendar Other Office 
Equipment as Needed 
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079622 - ELIGIBILITY COUNSELOR 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4360 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time responsible professional eligibility determination work. Substitution of Experience for 
Education: Qualifying full-time professional eligibility determination experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional 
qualifying graduate coursework in social work may be substituted for the required year of experience. OR One year of 
experience as an Eligibility Counselor 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional eligibility determination work of average difficulty; 
and performs related work as required. Distinguishing Features: ,This is the working level class in the Eligibility Counselor 
sub-series. An employee in this class is responsible for interviewing clients and determining eligibility for monetary 
benefits for social services. This class is flexibly staffed with and differs from that of Eligibility Counselor 1 in that an 
incumbent of the latter functions at the entry level. This class differs from that of Field Supervisor 1 in that an incumbent 
of the latter supervises employees of this class. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Remains up-to-date on new policies and procedures as they are implemented 
in order to ensure accurate eligibility determination. Making Decisions and Solving Problems: Makes decisions by 
analyzing information related to customer's eligibility to ensure appropriate policy and procedures are applied. 
Processing Information: Calculates accurate budgets based on information provided by customers and obtained through 
other sources to determine eligibility. Verifies accuracy of information provided by customers during the interview 
process to ensure the customer receives the benefits to which they are entitled. Compiles customers' identifying 
information and other data and compares it against multiple sources to ensure accuracy. Organizing, Planning, and 
Prioritizing Work: Prioritizes and organizes daily, weekly, and monthly activities to ensure all work is completed by the 
established deadlines. Plans schedule to effectively and efficiently complete required daily activities. Develops a process 
to organize customer applications and verifications to plan for daily work. Documenting/Recording Information: 
Documents information obtained during customer interactions into eligibility determination system for future reference 
and to support case actions. Documents required verifications, services, benefits provided, and other case-related 
activity using a computerized case record and/or paper case files. Properly stores and maintains case related 
documentation to ensure program integrity.Resolving Conflicts and Negotiating with Others: Resolves general customer 
concerns regarding agency programs, policies, and procedures to assist customers.Getting Information: Obtains 
documentary evidence to support applicant information to ensure proper eligibility determination. Interviews applicants 
to obtain information related to their eligibility for government assistance programs. Obtains information from various 
databases and other needed sources to assist in eligibility determination. Reviews case documentation to develop an 
understanding of previous case circumstances to assist during interview process.Interpreting the Meaning of 
Information for Others: Interprets policy and procedure guidelines in relation to the customer's circumstances to ensure 
their understanding. Explains eligibility for benefits and services, as well as ongoing responsibilities, to ensure customer 
understanding.Interacting With Computers: Uses computer systems to enter customer information to determine 
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eligibility and ensure customers receive proper notifications. Enters required documents into various databases and 
filing systems for future retrieval. Enters necessary information into various databases as required by current 
procedures.Performing for or Working Directly with the Public: Explains rules, regulations, policies, procedures, and 
benefits determinations to customers or other interested parties to ensure program availability. Promotes a positive 
image of the Department by focusing on great customer service while fulfilling the Department's mission.Judging the 
Qualities of Things, Services, or People: Assesses the customers' strengths and considers the customers' goals and 
desired outcomes, work activities, and supportive services that will lead to self-sufficiency.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains healthy working relationships with co-workers and vendors to 
enhance productivity and effectively serve customer needs and promote self-sufficiency.                                                   
Communicating with Persons Outside Organization: Communicates verbally and/or electronically with outside 
organizations to obtain information regarding customer circumstances. Communicates verbally and/or electronically 
with outside organizations or vendors to provide information regarding customer eligibility.Developing Objectives and 
Strategies: Develops an individualized, mutually agreed upon plan for self-sufficiency through discussion with the 
customer regarding their strengths, goals, and interests.Assisting and Caring for Others: Provides information and 
support to co-workers, vendors, and customers to meet their immediate and long-term needs.Scheduling Work and 
Activities: Schedules necessary appointments/activities for customers with outside sources or agencies to meet program 
requirements and/or customers' needs.Communicating with Supervisors, Peers, or Subordinates: Communicates 
questions through the appropriate chain of command to obtain policy or procedural clarification. Communicates 
verbally/electronically with supervisors and/or peers in the exchange of information regarding customer eligibility to see 
that customers' needs are met. Communicates daily schedules and activities verbally/electronically with supervisors 
and/or peers to maintain a balanced workflow.Identifying Objects, Actions, and Events: Identifies benefits and services 
that might be available to customers both from the Department and from related outside sources to assist in meeting 
customer needs. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Time Management Drive for Results Approachability 
Compassion Composure Customer Focus Listening PatienceKnowledge: Advanced knowledge of the structure and 
content of the English language including the meaning and spelling of words, rules of composition, and grammar Basic 
computer knowledge Knowledge of basic arithmetic applications Knowledge of basic office skills such as word 
processing and managing files and records Proficient knowledge of principles for providing customer service Skills:  
Active learning Active listening Basic computer skills Basic mathematical skills Communicating effectively, both verbal 
and written, as appropriate for the needs of the audience Critical thinking, problem-solving, and decision-making skills 
Effective organizational skills Proficient customer service skills Proficient keyboarding skills Time management 
Understanding written sentences and paragraphs in work related documentsAbilities: Ability to be flexible and 
adaptable in various situations and environments Ability to be objective Accurately compares similarities and differences 
Adds, subtracts, multiplies, or divides quickly and correctly Applies general rules to specific problems to produce 
answers that make sense Combines pieces of information to form conclusions Communicates information and ideas 
verbally and in writing so others will understand them Concentrates on tasks over a period of time without being 
distracted Maintains focus in the presence of distracting sounds Manages time effectively Multi-tasks with competing 
priorities Performs simple office tasks Quickly make senses of, combines, and organizes information Retains information 
The basic ability to adjust one's actions in relation to others' actions Understands information and ideas presented 
through verbal and written communication Works as part of a team Works in diverse environments 
 
Tools and Equipment Used: 
 Personal Computer Telephone System Fax Machine Multi-functional Printer Calculator Scheduling CalendarOther Office 
Equipment as needed 
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079622 - ELIGIBILITY COUNSELOR 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4361 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to one year of full-time responsible professional eligibility determination work. Substitution of Experience for 
Education: Qualifying full-time professional eligibility determination experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional 
qualifying graduate coursework in social work may be substituted for the required year of experience. OR One year of 
experience as an Eligibility Counselor 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional eligibility determination work of average difficulty; 
and performs related work as required. Distinguishing Features: ,This is the working level class in the Eligibility Counselor 
sub-series. An employee in this class is responsible for interviewing clients and determining eligibility for monetary 
benefits for social services. This class is flexibly staffed with and differs from that of Eligibility Counselor 1 in that an 
incumbent of the latter functions at the entry level. This class differs from that of Field Supervisor 1 in that an incumbent 
of the latter supervises employees of this class. 
 
Work Activities: 
Updating and Using Relevant Knowledge: Remains up-to-date on new policies and procedures as they are implemented 
in order to ensure accurate eligibility determination. Making Decisions and Solving Problems: Makes decisions by 
analyzing information related to customer's eligibility to ensure appropriate policy and procedures are applied. 
Processing Information: Calculates accurate budgets based on information provided by customers and obtained through 
other sources to determine eligibility. Verifies accuracy of information provided by customers during the interview 
process to ensure the customer receives the benefits to which they are entitled. Compiles customers' identifying 
information and other data and compares it against multiple sources to ensure accuracy. Organizing, Planning, and 
Prioritizing Work: Prioritizes and organizes daily, weekly, and monthly activities to ensure all work is completed by the 
established deadlines. Plans schedule to effectively and efficiently complete required daily activities. Develops a process 
to organize customer applications and verifications to plan for daily work. Documenting/Recording Information: 
Documents information obtained during customer interactions into eligibility determination system for future reference 
and to support case actions. Documents required verifications, services, benefits provided, and other case-related 
activity using a computerized case record and/or paper case files. Properly stores and maintains case related 
documentation to ensure program integrity.Resolving Conflicts and Negotiating with Others: Resolves general customer 
concerns regarding agency programs, policies, and procedures to assist customers.Getting Information: Obtains 
documentary evidence to support applicant information to ensure proper eligibility determination. Interviews applicants 
to obtain information related to their eligibility for government assistance programs. Obtains information from various 
databases and other needed sources to assist in eligibility determination. Reviews case documentation to develop an 
understanding of previous case circumstances to assist during interview process.Interpreting the Meaning of 
Information for Others: Interprets policy and procedure guidelines in relation to the customer's circumstances to ensure 
their understanding. Explains eligibility for benefits and services, as well as ongoing responsibilities, to ensure customer 
understanding.Interacting With Computers: Uses computer systems to enter customer information to determine 
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eligibility and ensure customers receive proper notifications. Enters required documents into various databases and 
filing systems for future retrieval. Enters necessary information into various databases as required by current 
procedures.Performing for or Working Directly with the Public: Explains rules, regulations, policies, procedures, and 
benefits determinations to customers or other interested parties to ensure program availability. Promotes a positive 
image of the Department by focusing on great customer service while fulfilling the Department's mission.Judging the 
Qualities of Things, Services, or People: Assesses the customers' strengths and considers the customers' goals and 
desired outcomes, work activities, and supportive services that will lead to self-sufficiency.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains healthy working relationships with co-workers and vendors to 
enhance productivity and effectively serve customer needs and promote self-sufficiency.                                                   
Communicating with Persons Outside Organization: Communicates verbally and/or electronically with outside 
organizations to obtain information regarding customer circumstances. Communicates verbally and/or electronically 
with outside organizations or vendors to provide information regarding customer eligibility.Developing Objectives and 
Strategies: Develops an individualized, mutually agreed upon plan for self-sufficiency through discussion with the 
customer regarding their strengths, goals, and interests.Assisting and Caring for Others: Provides information and 
support to co-workers, vendors, and customers to meet their immediate and long-term needs.Scheduling Work and 
Activities: Schedules necessary appointments/activities for customers with outside sources or agencies to meet program 
requirements and/or customers' needs.Communicating with Supervisors, Peers, or Subordinates: Communicates 
questions through the appropriate chain of command to obtain policy or procedural clarification. Communicates 
verbally/electronically with supervisors and/or peers in the exchange of information regarding customer eligibility to see 
that customers' needs are met. Communicates daily schedules and activities verbally/electronically with supervisors 
and/or peers to maintain a balanced workflow.Identifying Objects, Actions, and Events: Identifies benefits and services 
that might be available to customers both from the Department and from related outside sources to assist in meeting 
customer needs. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Time Management Drive for Results Approachability 
Compassion Composure Customer Focus Listening PatienceKnowledge: Advanced knowledge of the structure and 
content of the English language including the meaning and spelling of words, rules of composition, and grammar Basic 
computer knowledge Knowledge of basic arithmetic applications Knowledge of basic office skills such as word 
processing and managing files and records Proficient knowledge of principles for providing customer service Skills:  
Active learning Active listening Basic computer skills Basic mathematical skills Communicating effectively, both verbal 
and written, as appropriate for the needs of the audience Critical thinking, problem-solving, and decision-making skills 
Effective organizational skills Proficient customer service skills Proficient keyboarding skills Time management 
Understanding written sentences and paragraphs in work related documentsAbilities: Ability to be flexible and 
adaptable in various situations and environments Ability to be objective Accurately compares similarities and differences 
Adds, subtracts, multiplies, or divides quickly and correctly Applies general rules to specific problems to produce 
answers that make sense Combines pieces of information to form conclusions Communicates information and ideas 
verbally and in writing so others will understand them Concentrates on tasks over a period of time without being 
distracted Maintains focus in the presence of distracting sounds Manages time effectively Multi-tasks with competing 
priorities Performs simple office tasks Quickly make senses of, combines, and organizes information Retains information 
The basic ability to adjust one's actions in relation to others' actions Understands information and ideas presented 
through verbal and written communication Works as part of a team Works in diverse environments 
 
Tools and Equipment Used: 
 Personal Computer Telephone System Fax Machine Multi-functional Printer Calculator Scheduling CalendarOther Office 
Equipment as needed 
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073135 - EMER COM BOARD EXEC DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2384 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072834 - EMER MED SERVICES ASSIST DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2000 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree, 
unencumbered license as a Paramedic or RN/EMT, and experience equivalent to five years of responsible professional 
emergency medical services consulting or administrative work. Substitution of Experience for Education: Qualifying full-
time Director or administrative leadership role and unencumbered paramedic/RN/EMT experience may be substituted 
for the required education on a year-for-year basis to a maximum of four years." 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator’s license is required for this 
position. Applicant must be able to travel in and out of state in response to an emergency as requested. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Emergency Management response to disaster, Emergency 
Medical Services consultation, and enforcement of statutes and rules including but not limited to educational programs, 
ambulance service, and personnel licensure within the state; performs related work as required. Supervision of 
Emergency Medical Services Consultants as assigned, has oversight of Emergency Medical Services Ambulance Services 
Licensure and oversees daily operations of Emergency Office in Director’s absence. Distinguishing Features: This is a 
supervisory class in the Emergency Medical Services series. An incumbent in this class coordinates various licensure 
oversights for emergency medical services, inspects ambulance services as needed for licensure, supervises Consultant 
sub-series as assigned, and performs tasks as assigned by Director. 
 
Work Activities: 
Coaching and Developing Others:    Mentors assigned subordinates by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and mentors less experienced co-workers in their work.Developing Objectives and 
Strategies:    Assists and/or develops long range goals and objectives for continuing improvement in the delivery of 
Emergency Medical Services statewide.    Develops performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.    Assists in developing strategies and objectives for 
assigned program areas to enhance performance and improve organizational efficiency.Judging the Qualities of Things, 
Services, or People:     Assess the performance of assigned subordinates for the performance evaluation process.    
Assess the quality of the work of assigned subordinates to inform advice and guidance related to performance 
management and development.    Assess the quality of job candidates to inform selection decisions and 
recommendations.    Assess employee disciplinary and performance evaluation documentation to inform 
recommendations to management.Resolving Conflicts and Negotiating with Others:    Handle complaints and 
misunderstandings to minimize disputes.    Resolve disciplinary actions of assigned subordinates.    Serves as a mediator 
for assigned subordinates and peers to upper management personnel.    Resolve interpersonal conflicts between 
assigned subordinates to ensure a respectful and productive work environment.    Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintains positive working relationships.    Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Interpreting the Meaning of Information for Others:    Provide consultation and technical assistance to 
licensees, local government, and the public for the clarification of statutes and rules as needed.Making Decisions and 
Solving Problems:    Monitor evolving events of a disaster as pertains to the need for response and resources.    Approve 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, and processes.    Approves all 



 TN Job Classification Specifications  
September 22, 2020 

travel claim transactions completed by assigned subordinates to ensure accuracy and compliance with standards.    
Make daily operation decisions in the absence of the Director.Training and Teaching Others:    Trains assigned 
subordinates in the basic workflow and processes related to their tasks.    Conducts new employee 
orientations/onboarding meetings as required to educate new hires on departmental, state, and federal laws, rules, 
regulations, guidelines, benefits, processes, and procedures.Selling or Influencing Others:    Influences assigned 
subordinates using identified individual motivational factors to increase job performance and productivity.Guiding, 
Directing, and Motivating Subordinates:    Provides documentation for disciplinary letters for subordinates based on 
information received from upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates in using relevant information and individual judgment 
to determine whether events and processes comply with laws, regulations, and standards.    Leads assigned 
subordinates in getting members of a group to work together to accomplish tasks.    Provide guidance, feedback, and 
direction to subordinates, including setting performance standards and monitoring performance.Communicating with 
Persons Outside Organization:    Communicates with people outside the organization, representing the organization to 
external sources to answer questions and disseminate appropriate information.Establishing and Maintaining 
Interpersonal Relationships:    Develops and maintains constructive and cooperative working relationships with others to 
promote effective work environment.    Maintain professional working relationships with peers, with assigned 
subordinates, and with upper management to ensure smooth and effective team operations.Analyzing Data or 
Information:    Analyze policies and procedures to improve efficiency of the agency while ensuring compliance with 
departmental policies and regulatory rules and statutes.Identifying Objects, Actions, and Events:    Identifies changes to 
policies to update standard operating procedures and ensure that the team's work is in compliance with the most 
current standards.    Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.    Identify 
changes in employee status including but not limited to leave status, personal, and general information 
changes.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other means to ensure timely and accurate completion of work.    
Incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.Developing and Building Teams:    Identify motivational factors relevant to assigned subordinates to enhance 
commitment and performance.    Models effective performance for co-workers and assigned subordinates to provide a 
role model, encourage success in others, and enhance trust.    Identify developmental opportunities appropriate for 
assigned subordinates to improve team development.Evaluating Information to Determine Compliance with Standards:    
Evaluates documents received on ambulance markings and design for compliance.    Evaluates documents included in 
initial applications and/or renewals of ambulance services to ensure compliance with rules and statutes.    Evaluate 
policies and procedures to ensure compliance with departmental policies and regulatory rules and 
statutes.Documenting/Recording Information:    Enters, records, stores, and maintains information in written or 
electronic format for completion of job tasks.    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Document information provided during meetings and training 
when serving in the absence of the Director to ensure accurate information is disseminated to others.Thinking 
Creatively:    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best practices 
and standard operating procedures for efficiency and compliance purposes.    Participates in brainstorming sessions to 
develop process streamlining initiatives and improve business practices.Interacting With Computers:    Utilizes 
computer, various software and internet based programs to enter data or process information.Updating and Using 
Relevant Knowledge:    Actively seeks out work related developmental opportunities for self and assigned subordinates 
to improve performance and team efficiency.    Maintain continuing education for licensure level in accordance with 
statutes and rules.    Attends training as required to ensure continual learning and current knowledge of the 
field.Inspecting Equipment, Structures, or Material:    Serves as team member during group ambulance inspections to 
ensure the continuity of compliance with rules and regulations and identifies deficiencies for correction.    Serve as team 
member of educational site visits to ensure compliance with statutes and rules as required.Processing Information:    
Verifies documents included in initial applications and/or renewals of ambulance services to ensure compliance with 
rules and statutes.    Complies and verifies information received for planning, response, and recovery related to 
disasters.    Compile comments and evaluation from color scheme and markings committee for review.Coordinating the 
Work and Activities of Others:    Coordinate with upper management, peers, and assigned subordinates to facilitate 
equitable workload dissemination.Performing General Physical Activities:    Perform physical activities requiring 
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considerable use of all extremities and the whole body, such as climbing, lifting, balancing, walking, and stooping to 
accomplish job tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operate motor vehicles to complete 
daily activities, including but not limited to emergency response.Scheduling Work and Activities:    Schedules deadlines 
for subordinates to ensure timely submission of required information.    Schedules personnel to assist other assigned 
subordinates as needed to ensure timely completion of workloads.Communicating with Supervisors, Peers, or 
Subordinates:    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance plans and provide performance feedback and developmental guidance.    Provide regular updates 
to Director on the status of projects and other assigned work.    Communicates with assigned supervisor to ensure 
accurate and timely receipt of instructions and work assignments.    Communicates work related information to peers 
and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Maintain an open dialogue with 
all staff to ensure effective and efficient communications.    Send notifications of special events, changes, approvals, and 
deadlines to subordinates to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload.Monitor Processes, Materials, or Surroundings:    
Monitors travel claims of subordinates to ensure compliance with policies and procedures.    Monitors time and labor 
during each pay period to identify timekeeping issues and exceptions.    Monitors subordinates to ensure performance 
documents are completed timely and accurately.    Monitor the work of assigned subordinates to provide assistance and 
guidance on proper order and completion.Getting Information:    Receive initial ambulance application from Regulatory 
Board Administrative Assistant 2 for review and approval for Director's signature.    Receive requests for ambulance 
color schemes and markings from provider for approval.    Receive comments and evaluation from color scheme and 
markings committee for review.    Receive complaint information from complaint intake officer in absence of Director. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Perspective    Directing Others    Process Management    Conflict Management    
Perseverance    Political Savvy    Composure    Integrity and Trust    Interpersonal Savvy    ListeningKnowledge:    
Administration Management    Customer and Personal Service    Law and Government    PsychologySkills:    Active 
Listening    Critical Thinking    Monitoring    Speaking    Persuasion    Complex Problem Solving    Quality Control Analysis    
Systems Evaluation    Management of Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Problem Sensitivity    Written Expression    Extent Flexibility    Gross Body Coordination    Stamina    
Auditory Attention    Depth Perception    Near Vision    Night Vision    Peripheral Vision    Sound Localization    Speech 
Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Led Projectors    Printers    Copier/Scanners    Automobile    Two Way Radios, Mobile and 
Portable    Blackberry    Tread Depth Gauge    Infrared Thermometer    Fax Machine    Postage Machine    Lights and 
Sirens    Emergency Equipment    Radiological Monitoring Device    Other office related equipment as necessary 
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072831 - EMER MED SERVICES CONSULTANT 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2092 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, certification as 
an Emergency Medical Technician - Paramedic, and experience equivalent to two years of emergency medical technician 
or paramedic work. Substitution of Experience for Education:  Qualifying full-time emergency technician or paramedic 
experience may be substituted for the required education on a year-for-year basis, to a maximum of four years; or 
licensure as a registered nurse and experience equivalent to two years of full-time emergency or critical care nursing, 
and certification as an emergency medical technician. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for this position. Applicant must be 
able to travel to locations within their region within a two hour timeframe in the case of an emergency. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Emergency Management response to disaster, Emergency 
Medical Services consultation, and enforcement of statutes and rules including but not limited to educational programs, 
ambulance service, and personnel licensure within a region; performs related work as required. Distinguishing Features: 
This is a working class in the Emergency Medical Services Consultant sub-series. An incumbent in this class coordinates 
various licensure examinations for emergency medical services personnel, inspects ambulance services for licensure, 
and investigates complaints of ambulance services, educational programs, and licensed personnel, all on a regional level. 
This class differs from Emergency Medical Services Consultant 2 in that an incumbent of the latter may serve as a team 
leader for group inspections and educational site visits or Chair of internal committees as assigned by the Director.  
 
Work Activities: 
Analyzing Data or Information:    Reviews information collected during investigations to determine potential Emergency 
Medical Services statute and rule violations.Inspecting Equipment, Structures, or Material:    Inspects ambulances for 
compliance with rules and regulations and identifies deficiencies for correction.    Inspects educational programs and 
new ambulance services for compliance with rules. Performing General Physical Activities:    Performs physical activities 
requiring considerable use of all extremities and the whole body, such as climbing, lifting, balancing, walking, and 
stooping to accomplish job tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operates motor vehicles to 
complete daily activities, including but not limited to emergency response.Processing Information:    Verifies documents 
included in required ambulance service audits for compliance with statutes and rules.    Compiles and verifies 
information received for planning, response, and recovery related to disasters. Evaluating Information to Determine 
Compliance with Standards:    Evaluates information gathered during audits, and inspections to determine compliance 
with statutes and rules.    Evaluates information gathered from educational program applications and site visits to 
determine compliance with statutes and rules.    Evaluates documents received on ambulance markings and designs for 
compliance with statutes and rules.Developing Objectives and Strategies:    Assists and/or develops long range goals and 
objectives for continuing improvement in the delivery of Emergency Medical Services statewide.Organizing, Planning, 
and Prioritizing Work:    Prioritizes activities necessary to effectively and efficiently manage workload.Monitor Processes, 
Materials, or Surroundings:    Monitors state licensure exams to ensure continuity and security of exams.Interacting 
With Computers:    Utilizes computer, various software and internet based programs to enter data or process 
information.Communicating with Persons Outside Organization:    Communicates with people outside the organization, 
representing the organization to external sources to answer questions and disseminate appropriate 
information.Interpreting the Meaning of Information for Others:    Provides consultation and technical assistance to 
licensees, local government, and the public for the clarification of statutes and rules.Resolving Conflicts and Negotiating 
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with Others:    Handles complaints and misunderstandings to minimize disputes. Making Decisions and Solving Problems:    
Monitors evolving events of a disaster as pertains to the need for response and resources.Updating and Using Relevant 
Knowledge:    Maintains continuing education for licensure level in accordance with statutes and rules.    Attends 
required training in order to stay up to date with current knowledge and policies.Performing Administrative Activities:    
Processes and completes all reports within required time frame to effectively and efficiently manage job 
tasks.Communicating with Persons Outside Organization:    Communicates with people outside the organization to 
answer and disseminate appropriate information.Documenting/Recording Information:    Enters, records, stores, and 
maintains information in written or electronic format for completion of job tasks.Coaching and Developing Others:    
Provides mentoring and coaching using various strategies and tools to assist others in improving their knowledge, skills, 
and motivation.    Provides consultation to ambulance services for system improvement.    Provides annual consultation 
and review of EMS internal documents required for evaluation compliance with regulatory processes.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains constructive and cooperative working relationships 
with others to promote effective work environment.Getting Information:    Receives annually updated list from central 
office of all permitted vehicles to be inspected within the respective regions.    Receives annually updated list from 
central office of all licensed services to be audited within the respective regions.    Receives course requests from board 
approved Emergency Medical Services educational programs for course approval and assignment of class number within 
respective regions.    Receives course outline from board approved Emergency Medical Services educational programs 
for verifying hours, content, and scheduling of licensure practical exams.    Receives class and student files from board 
approved Emergency Medical Services educational programs for review of educational documentation required for 
licensure and authorization for state written exams.    Receives practical testing documents from Emergency Medical 
Services board approved vendors as their authorized representatives to administer state licensure practical exams.    
Receives testing documents from state contracted critical care exam vendors in order to administer critical care written 
licensure exams.    Receives complaint assignments from central office and gathers information from all applicable 
resources for investigation.    Receives information from services, state notification systems, and state Emergency 
Operations Center concerning disasters for response and coordination of resources.    Receives scheduling information 
for required planning meetings and training exercises associated with Emergency Management 
Response.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors and coworkers 
using multiple media to effectively relay work related information.Training and Teaching Others:    Participates in the 
development and delivery of training programs necessary for statewide emergency response.Identifying Objects, 
Actions, and Events:    Identifies the level of services provided in order to assign categorization to an ambulance 
service.Developing and Building Teams:    Identifies departmental opportunities appropriate for staff to improve team 
development.Handling and Moving Objects:    Utilizes hands and arms in handling and moving materials in order to 
perform daily tasks. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Strategic Agility    Time Management    Total Work Systems    Conflict Management    
Sizing up People    Perseverance    Political Savvy    Integrity and Trust    Learning on the FlyKnowledge:    Clerical    
Education and Training    Law and Government Skills:    Active Listening    Critical Thinking    Reading Comprehension    
Writing    Service Orientation    Complex Problem Solving    TroubleshootingAbilities:    Category Flexibility    Inductive 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Extent Flexibility    Gross Body Coordination    
Stamina    Auditory Attention    Depth Perception    Near Vision    Night Vision    Peripheral Vision    Sound Localization    
Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Led Projectors    Printers    Copier/Scanners    Automobile    Two Way Radios, Mobile and 
Portable    Blackberry    Tread Depth Gauge    Infrared Thermometer    Fax Machine    Postage Machine    Lights and 
Sirens    Emergency Equipment    Radiological Monitoring DeviceOther office related equipment as necessary 
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072832 - EMER MED SERVICES CONSULTANT 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2106 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, certification as 
an Emergency Medical Technician - Paramedic, and experience equivalent to two years of responsible professional 
emergency medical services consulting or administrative work. Substitution of Experience for Education: Qualifying full-
time emergency medical technician or paramedic experience may be substituted for the required education on a year-
for-year basis to a maximum of four years; or licensure as a registered nurse and experience equivalent to three years of 
full-time emergency or critical care nursing, and certification as an emergency medical technician. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for this position. Applicant must be 
able to travel to locations within their region within a two hour timeframe in the case of an emergency. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Emergency Management response to disaster, Emergency 
Medical Services consultation, and enforcement of statutes and rules including but not limited to educational programs, 
ambulance service, and personnel licensure within a region; performs related work as required. Distinguishing Features: 
This is a working class in the Emergency Medical Services Consultant sub-series. An incumbent in this class coordinates 
various licensure examinations for emergency medical services personnel, inspects ambulance services for licensure, 
and investigates complaints of ambulance services, educational programs, and licensed personnel, all on a regional level. 
This class differs from Emergency Medical Services Consultant 1 in that an incumbent of the latter is less likely to serve 
as a team leader for group inspections and educational site visits or chair of internal committees as assigned by the 
Director.  
 
Work Activities: 
Analyzing Data or Information:     Reviews information collected during investigations to determine potential Emergency 
Medical Services statute and rule violations.Performing General Physical Activities:    Performs physical activities 
requiring considerable use of all extremities and the whole body, such as climbing, lifting, balancing, walking, and 
stooping to accomplish job tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operates motor vehicles to 
complete daily activities, including but not limited to emergency response.Evaluating Information to Determine 
Compliance with Standards:    Evaluates information gathered during audits, and inspections to determine compliance 
with statutes and rules.    Evaluates information gathered from educational program applications and site visits to 
determine compliance with statutes and rules.    Evaluates documents received on ambulance markings and designs for 
compliance with statutes and rules.Organizing, Planning, and Prioritizing Work:    Prioritizes activities necessary to 
effectively and efficiently manage workload.Communicating with Persons Outside Organization:    Communicates with 
people outside the organization, representing the organization to external sources to answer questions and disseminate 
appropriate information.Interacting With Computers:    Utilizes computer, various software and internet based 
programs to enter data or process information.Monitor Processes, Materials, or Surroundings:    Monitors state 
licensure exams to ensure continuity and security of exams.Interpreting the Meaning of Information for Others:    
Provides consultation and technical assistance to licensees, local government, and the public for the clarification of 
statutes and rules.Resolving Conflicts and Negotiating with Others:    Handles complaints and misunderstandings to 
minimize disputes.Updating and Using Relevant Knowledge:    Maintains continuing education for licensure level in 
accordance with statutes and rules.    Attends required training in order to stay up to date with current knowledge and 
policies.Making Decisions and Solving Problems:    Monitors evolving events of a disaster as pertains to the need for 
response and resources.Documenting/Recording Information:    Enters, records, stores, and maintains information in 
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written or electronic format for completion of job tasks.Performing Administrative Activities:    Processes and completes 
all reports within required time frame to effectively and efficiently manage job tasks.Coaching and Developing Others:    
Provides mentoring and coaching using various strategies and tools to assist others in improving their knowledge, skills, 
and motivation.    Provides consultation to ambulance services for systems improvement.Inspecting Equipment, 
Structures, or Material:    Inspects ambulances for compliance with rules and regulations and identifies deficiencies for 
correction.    Inspects educational programs and new ambulance services for compliance with rules.    Serves as team 
leader during group ambulance inspections to ensure continuity in inspections, as required.    Serves as team leader for 
educational site visits to ensure compliance with statutes and rules, as required.Establishing and Maintaining 
Interpersonal Relationships:    Develops and maintains constructive and cooperative working relationships with others to 
promote effective work environment.Developing Objectives and Strategies:    Assists and/or develops long range goals 
and objectives for continuing improvement in the delivery of Emergency Medical Services statewide.    Serves as Chair of 
policy and procedure planning committee, as required.Getting Information:    Receives annually updated list from 
central office of all permitted vehicles to be inspected within the respective regions.    Receives annually updated list 
from central office of all licensed services to be audited within the respective region.    Receives course requests from 
board approved Emergency Medical Services educational programs for course approval and assignment of class number 
within respective regions.    Receives course outline from board approved Emergency Medical Services educational 
programs for verifying hours, content, and scheduling of licensure practical exams.    Receives class and student files 
from board approved Emergency Medical Services educational programs for review of educational documentation 
required for licensure and authorization for state written exams.    Receives practical testing documents from 
Emergency Medical Services board approved vendors as their authorized representative to administer state licensure 
practical exams.    Receives testing documents from state contracted critical care exam vendors in order to administer 
critical care written licensure exams.    Receives complaint assignment from central office and gathers information from 
all applicable resources for investigation.    Receives information from services, state notification systems, and state 
Emergency Operations Center concerning disasters for response and coordination of resources.    Receives scheduling 
information for required planning meetings and training exercises associated with Emergency Management 
Response.Processing Information:    Verifies documents included in required ambulance service audits for compliance 
with statutes and rules.    Compiles and verifies information received for planning, response, and recovery related to 
disasters.Identifying Objects, Actions, and Events:    Identifies the level of services provided in order to assign 
categorization to an ambulance service.Training and Teaching Others:    Participates in the development and delivery of 
training programs necessary for statewide emergency response.Developing and Building Teams:    Identifies 
departmental opportunities appropriate for staff to improve team development.Handling and Moving Objects:    Utilizes 
hands and arms in handling and moving materials in order to perform daily tasks.Communicating with Supervisors, 
Peers, or Subordinates:    Communicates with supervisors and coworkers using multiple media to effectively relay work 
related information. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Strategic Agility    Time Management    Total Work Systems    Conflict Management    
Sizing up People    Perseverance    Political Savvy    Integrity and Trust    Learning on the FlyKnowledge:    Clerical    
Education and Training    Law and GovernmentSkills:    Active Listening    Critical Thinking    Reading Comprehension    
Writing    Service Orientation    Complex Problem Solving    TroubleshootingAbilities:    Category Flexibility    Inductive 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Extent Flexibility    Gross Body Coordination    
Stamina    Auditory Attention    Depth Perception    Near Vision    Night Vision    Peripheral Vision    Sound Localization    
Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Led Projectors    Printers    Copier/Scanners    Automobile    Two Way Radios, Mobile and 
Portable    Blackberry    Tread Depth Gauge    Infrared Thermometer    Fax Machine    Postage Machine    Lights and 
Sirens    Emergency Equipment    Radiological Monitoring DeviceOther office related equipment as necessary 
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072833 - EMER MED SERVICES DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3013 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038383 - EMER MGMT ADMINISTRATOR 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1610 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of full-time experience in a public safety related field or military service at a rank of E-7 or 
higher, of which one year must be supervision or coordination.Substitution of Experience for Education: Qualifying full-
time experience in a public safety related field or military service at a rank of E-7 or higher may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years.Substitution of Education for Experience: 
Additional graduate coursework related to (1) emergency management, (2) homeland security, (3) criminal justice, (4) 
planning, (5) logistics, (5) environmental science, (6) fire science, (7) public health, (8) public administration and/or (9) 
business administration may be substituted for the required experience for a year-for-year basis to a maximum of two 
years, there being no substitution for the one year of full-time supervisory or coordination work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required: A valid vehicle operator’s license may be 
required for employment in some positions; 2. Be willing to and able to qualify with, carry, and use assigned weapons as 
designated by the appointing authority; Be eligible to receive and maintain a security clearance in accordance with 
applicable agency regulations as designated by the appointing authority. Be at least eighteen (18) years of age. Be a 
citizen of the United States; Have a good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to 
or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional emergency management administrative work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class manages an 
emergency management program related to the Prevention, Protection, Mitigation, Response, Recovery, or 
Administration divisions of the Tennessee Emergency Management Agency (TEMA). This class differs from Emergency 
Management Administrator 2 in that an incumbent of the latter performs work of greater scope in managing multiple 
programs of considerable difficulty within TEMA. This class differs from Emergency Management Administrator 3 in that 
an incumbent of the latter performs work of consideral scope in managing wide-ranging programs across the agency. 
Incumbents of this class must be able to perform moderate physical activities and must be able to perform at a high 
level for periods in excess of twelve hours. 
 
Work Activities: 
1. Monitors and coordinates information and resources to be utilized in all phases of the response to all-hazards 
emergency/disaster situations and special events;2. Staffs organizational units through the selection, guidance, 
direction, and motivation of subordinates;3. Coordinates the communication, consultation, and advice to federal, state, 
local, and non-governmental organization stakeholders;4. Manages the preparation and compilation of a variety of 
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reports for federal, state, local, and non-governmental organization stakeholders5. Develops curriculum and provide 
instruction to federal, state, local, and non-governmental organization stakeholders on effective all-hazards emergency 
management practices related to Prevention, Protection, Mitigation, Response, Recovery, or Administration;6. Provides 
oversight of the evaluation of emergency plans, programs, and exercises to determine compliance with standards;7. 
Operates and Maintains Emergency Equipment, which may include the operation of an emergency response vehicle.8. 
Manages assigned all-hazards emergency management programs related to the Prevention, Protection, Mitigation, 
Response, Recovery, or Administration divisions of TEMA.9. Manages assigned all-hazards emergency management 
grants and/or program budgets related to the Prevention, Protection, Mitigation, Response, Recovery, or Administration 
divisions of TEMA.10. Builds and maintains professional relationships with federal, state, local, and non-governmental 
organization stakeholders to achieve all-hazards emergency management programmatic goals. 
 
Competencies (KSA’s): 
Competencies:1. Building Effective Teams2. Composure3. Conflict Management4. Customer Focus5. Dealing with 
Ambiguity6. Functional/Technical Competency7. Integrity and Trust8. Interpersonal Savvy9. Learning on the Fly10. 
Organizational AgilityKnowledge:1. Administration and Management2. Sociology and Anthropology3. Customer and 
Personal Service4. Education and Training5. Personnel and Human Resources6. English Language7. Law and 
Government8. Public Safety and Security9. Geography10. TransportationSkills:1. Active Listening2. Complex Problem 
Solving3. Coordination4. Instructing5. Negotiation6. Management of Financial Resources7. Reading Comprehension8. 
Systems Analysis9. Monitoring10. Systems EvaluationAbilities:1. Time Sharing2. Category Flexibility3. Deductive 
Reasoning4. Inductive Reasoning5. Oral Comprehension6. Originality7. Problem Sensitivity8. Speed of Closure9. Oral 
Expression10. Written Expression 
 
Tools and Equipment Used: 
1. Computer2. Multiline Phones3. Fax Machine4. Copy Machine/Scanner5. Printer6. Projector7. Calculator8. Cell 
Phone9. Safety Equipment10.Motor Vehicles  
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038382 - EMER MGMT ADMINISTRATOR 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1594 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038384 - EMER MGMT ASSISTANT DIRECTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1595 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038373 - EMER MGMT COMM TECH 1** 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9038 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework in communications equipment 
repair or a related field at a vocational or technical school and experience equivalent to two years of responsible 
communications technical work. Substitution of Experience for Education:Qualifying full-time communication technical 
work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess a General Radiotelephone Operator License 
(GROL) issued by the Federal Communications Commission OR certification as a two-way radio technician by an 
approved organization such as the Association of Public Safety Communications Officials (APCO) or the National 
Association of Business and Educational Radio (NABER); Obtain licensure as an Amateur Radio Technician Class or higher 
within 6 months of hire;  Be willing to and able to qualify with, carry, and use assigned weapons; Be eligible to receive 
and maintain a security clearance in accordance with applicable agency regulations; Be at least eighteen (18) years of 
age; Have good moral character, as determined by investigation; Complete a criminal history disclosure form in a 
manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
conditions, other than honorable, from any branch of the United States Armed Forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Upon appointment, successfully complete a prescribed course of instruction. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for entry level radio communications technical work; and performs 
related work as required. Distinguishing Features: This is the entry level classification in the EMER MGMT COMM TECH 
sub-series. This classification assists with and learns to perform radio communications technical work within the 
Tennessee Emergency Management Agency. An employee in this class assists with the installation, maintenance, and 
repair of a variety of communications equipment, including mobile radios, base stations, emergency management 
response vehicles, and repeater systems. An employee in this class learns to function as a liaison between governmental 
and non-governmental agencies on the status of radio communications systems and processes during emergencies, and 
the laws and policies to verify that radio communication systems are in compliance with FCC laws. This class differs from 
EMER MGMT COMM TECH 2* in that an incumbent of the latter is functions at the working level. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory two-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination.  
 
Work Activities: 
 Assists in the installation, programming, and maintenance for radio communication equipment at repeater locations, 
transmitter sites, temporary locations, and in emergency management response vehicles. Learns to maintain equipment 
associated with various communications platforms such as satellites, cellular communication system components, 
microwave radio systems, T1 lines, fiber optics lines, phone lines, and mobile radio communications vehicles to ensure 
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continual operations. Learns to perform scheduled equipment testing to ensure the communications systems and 
equipment is in compliance with Federal Communication Commission standards and guidelines. Assists with 
troubleshooting mechanical and electronic failures to identify and correct system issues to ensure continual operations. 
Learns to facilitate communication between local, state, federal, and non-governmental organizational stakeholders to 
provide communications support and provide updates on the status of radio communication systems. Develops 
knowledge of the required tools and procedures used in emergency management radio communications technical work 
and how to maintain an inventory of equipment and supplies to ensure mission readiness and operational needs are 
met. Assists with facility maintenance and technical support for emergency management sites that may include 
generators, power sources, audio/visual equipment, and other equipment or facilities as required. Learns to coordinate 
and manage radio spectrum usage and scheduling to prevent overlap to ensure safe and efficient communication. 
Participates in emergency management training and exercises to develop knowledge of radio communications systems, 
communications tools and equipment, and emergency management procedures. Assists with the development and 
implementation of communication plans and systems to meet incident specific needs and requirements during 
emergencies. 
 
Competencies (KSA’s): 
Competencies: Career Ambition Composure Customer Focus Decision Quality Integrity and Trust Organizing Problem 
Solving Self-Development Self-Knowledge Technical LearningKnowledge: Computers and Electronics Geography Law and 
Government Mathematics Mechanical Public Safety and Security TelecommunicationsSkills: Active Learning                 
Active Listening                 Critical Thinking                Equipment Maintenance                Installation              Mathematics                       
Operation and Control                    Reading Comprehension                Repairing                Systems AnalysisAbilities: Arm-
Hand Steadiness                    Deductive Reasoning                     Extent Flexibility                Hearing Sensitivity                         
Manual Dexterity               Oral Comprehension                      Peripheral Vision               Speech Clarity                    Visual 
Color Discrimination                      Written Expression                       
 
Tools and Equipment Used: 
1.  Computer2.  Telephone3.  Fax Machine4.  Scanner5.  Copy Machine6.  Printer7.  Projector8.  Calculator9.  
Cellphone10. Safety Equipment11. Motor Vehicles12. Heavy Equipment13. Power Tools14. Radio Service Monitor15. 
TIMS Test Set16. Analog/Digital Standing Wave Ratio Meter17. Battery Load Tester18. Soldering Irons19.  Heat Gun20. 
Communication Analyzer21. Multi-Meter22. Watt Meter23. GPS24. Crimping Tools25. Frequency Counter26. Winch27. 
Chainsaw28. Radio Interconnect Devices29. DC Power Supply30. Inverters31. Wire Tracer32. Grounding analyzer33. 
Fox/Hound Tracer34. Phone Line Cable Tester35. Routers36. Switches 
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038374 - EMER MGMT COMM TECH 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9039 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework in communication equipment 
repair or a related field at a vocational or technical school and experience equivalent to four years of increasingly 
responsible full-time communications technical work. Substitution of Experience for Education:  Qualifying full-time 
communications technical work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a General Radiotelephone Operator License 
(GROL) issued by the Federal Communications Commission OR certification as a two-way radio technician by an 
approved organization such as the Association of Public Safety Communications Officials (APCO) or the National 
Association of Business and Educational Radio (NABER); Obtain licensure as an Amateur Radio General Class or higher 
within 6 months of hire;  Be willing to and able to qualify with, carry, and use assigned weapons; Be eligible to receive 
and maintain a security clearance in accordance with applicable agency regulations; Be at least eighteen (18) years of 
age; Have good moral character, as determined by investigation; Complete a criminal history disclosure form in a 
manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
conditions, other than honorable, from any branch of the United States Armed Forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Upon appointment, successfully complete a prescribed course of instruction. Examination Method: Education 
and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty 
for the Tennessee Emergency Management Agency; and performs related work as required. Distinguishing Features: 
This is the working level classification in the EMER MGMT COMM TECH sub-series. This classification performs radio 
communications technical work within the Tennessee Emergency Management Agency. An employee in this class 
performs the installation, maintenance, and repair of a variety of communications equipment, including mobile radios, 
base stations, emergency management response vehicles, and repeater systems. An employee in this class functions as 
a liaison between governmental and non-governmental agencies on the status of radio communications systems and 
processes during emergencies and ensures that radio communication systems are in compliance with FCC laws. This 
class differs from EMER MGMT COMM TECH 1* in that an incumbent of the latter is functions in a training capacity. This 
class differs from EMER MGMT COMM TECH 3 in that an incumbent of the latter acts as at the supervisory level. 
 
Work Activities: 
 Installs, programs, and maintains radio communication equipment at repeater locations, transmitter sites, temporary 
locations, and in emergency management response vehicles. Maintains equipment associated with various 
communications platforms such as satellites, cellular communication system components, microwave radio systems, T1 
lines, fiber optics lines, phone lines, mobile radio communications vehicles to ensure continual operations. Performs 
scheduled equipment testing to ensure the communications systems and equipment is in compliance with Federal 
Communication Commission standards and guidelines. Troubleshoots mechanical and electronic failures to identify and 
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correct system issues to ensure continual operations. Assists in the interpretation of radio mapping software to aid in 
the development and implementation of radio systems to provide adequate coverage. Serves as a liaison between local, 
state, federal, and non-governmental organizational stakeholders to provide technical expertise, communications 
support and provide updates on the status of radio communication systems. Manages and maintains an inventory of 
equipment and supplies to ensure mission readiness and operational needs are met. Provides facility maintenance and 
technical support for emergency management sites that may include generators, power sources, audio/visual 
equipment, and other equipment or facilities as required. Coordinates and manages radio spectrum usage and 
scheduling to prevent overlap to ensure safe and efficient communication. Participates in emergency management 
training and exercises to maintain knowledge of radio communications systems, communications tools and equipment, 
and emergency management procedures. Develops and implements communication plans and systems to meet incident 
specific needs and requirements during emergencies. 
 
Competencies (KSA’s): 
Competencies: Career Ambition Composure Customer Focus Decision Quality Functional/Technical Competency 
Integrity and Trust Listening Problem Solving Self-Development Self-KnowledgeKnowledge: Clerical Computers and 
Electronics Customer and Personal Service Design Geography Law and Government Mathematics Mechanical Public 
Safety and Security TelecommunicationsSkills: Active Learning Coordination Critical Thinking Equipment Maintenance 
Installation Reading Comprehension Repairing Speaking Systems Analysis Systems Evaluation Time Management 
Troubleshooting WritingAbilities: Arm-Hand Steadiness Deductive Reasoning Extent Flexibility Hearing Sensitivity 
Manual Dexterity Memorization Oral Comprehension Peripheral Vision Speech Clarity Time Sharing Visual Color 
Discrimination  
 
Tools and Equipment Used: 
1.  Computer2.  Telephone3.  Fax Machine4.  Scanner5.  Copy Machine6.  Printer7.  Projector8.  Calculator9.  
Cellphone10. Safety Equipment11. Motor Vehicles12. Heavy Equipment13. Power Tools14. Radio Service Monitor15. 
TIMS Test Set16. Analog/Digital Standing Wave Ratio Meter17. Battery Load Tester18. Soldering Irons19.  Heat Gun20. 
Communication Analyzer21. Multi-Meter22. Watt Meter23. GPS24. Crimping Tools25. Frequency Counter26. Winch27. 
Chainsaw28. Radio Interconnect Devices29. DC Power Supply30. Inverters31. Wire Tracer32. Grounding analyzer33. 
Fox/Hound Tracer34. Phone Line Cable Tester35. Routers36. Switches 
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038375 - EMER MGMT COMM TECH 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9040 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework in communication equipment 
repair or a related field at a vocational or technical school and experience equivalent to five years of increasingly 
responsible full-time communications technical work. Substitution of Experience for Education: Qualifying full-time 
communications technical work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a General Radiotelephone Operator License 
(GROL) issued by the Federal Communications Commission OR certification as a two-way radio technician by an 
approved organization such as the Association of Public Safety Communications Officials (APCO) or the National 
Association of Business and Educational Radio (NABER) is required; Obtain licensure as an Amateur Radio General Class 
or higher within 6 months of hire;  Be willing to and able to qualify with, carry, and use assigned weapons; Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations; Be at least eighteen (18) 
years of age; Have good moral character, as determined by investigation; Complete a criminal history disclosure form in 
a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
conditions, other than honorable, from any branch of the United States Armed Forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Upon appointment, successfully complete a prescribed course of instruction. Examination Method: Education 
and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising radio communications technical work of 
considerable difficulty for the Tennessee Emergency Management Agency; and performs related work as required. 
Distinguishing Features: This is the supervisory and highest-level classification in the EMER MGMT COMM TECH sub-
series. This classification supervises radio communications technical work within the Tennessee Emergency 
Management Agency. An employee in this class oversees the installation, maintenance, and repair of a variety of 
communications equipment, including mobile radios, base stations, emergency management response vehicles, and 
repeater systems. This class functions as a liaison between governmental and non-governmental agencies on the status 
of radio communications systems and processes during emergencies. This classification also ensures that radio 
communication systems and processes are in compliance with FCC laws. This class differs from EMER MGMT COMM 
TECH 2* in that an incumbent of the latter functions within a working capacity and does not supervise. 
 
Work Activities: 
 Provides supervision and oversight to a team of Emergency Management Comm Tech employees including scheduling, 
work assignments, performance management, and other supervisory responsibilities as required. Coordinates and 
manages the installation, programming, and maintenance of radio communication equipment at repeater locations, 
transmitter sites, temporary locations, and in emergency management response vehicles. Coordinates the maintenance 
of various communications platforms and facilities such as satellites, cellular communication system components, 
microwave radio systems, T1 lines, fiber optics lines, phone lines, mobile radio communications vehicles and other 
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general maintenance as required to ensure continual operations. Ensures that staff performs scheduled communications 
systems and equipment testing to verify compliance with Federal Communication Commission standards and guidelines. 
Assists in the development of the Emergency Management Radio Communications Division’s Standard Operating 
Procedures and expected work outcomes. Troubleshoots complex mechanical and electronic failures to identify and 
correct system issues to ensure continual operations. Assists in the interpretation of radio mapping software to aid in 
the development and implementation of radio systems to provide adequate coverage. Serves as a liaison between local, 
state, federal, and non-governmental organizational stakeholders to provide technical expertise, communications 
support and provide updates on the status of radio communication systems. Authorizes inventory management 
purchasing requests to oversee the management of equipment and supplies needed to ensure mission readiness and 
operational needs are met. Coordinates and manages radio spectrum usage and scheduling to prevent overlap to ensure 
safe and efficient communication. Conducts emergency management radio communications training to maintain staff 
knowledge of radio communications systems, communications tools and equipment, emergency management 
procedures, and relevant FCC laws. Oversees, develops, and implements communication plans and systems to meet 
incident specific needs and requirements during emergencies. During emergencies, this classification supports the 
Communication Manager in the coordination and facilitation of all state emergency communications. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams               Comfort Around Higher Management                   Command Skills                 
Composure             Customer Focus                  Directing Others                 Functional/Technical Competency                        
Integrity and Trust              Organizational Agility                   Problem Solving  Knowledge: Clerical                   Computers 
and Electronics                        Customer and Personal Service                 Administration and Management               
Geography              Law and Government                     Mathematics                       Mechanical                         Public Safety and 
Security TelecommunicationsSkills: Active Listening                 Complex Problem Solving                         Coordination                      
Instructing              Judgment and Decision Making                 Management of Material Resources                      Reading 
Comprehension                Systems Analysis               Time Management             Writing                 Abilities: Deductive 
Reasoning                     Hearing Sensitivity                         Oral Comprehension                      Oral Expression                  
Problem Sensitivity                        Speech Clarity                    Time Sharing                      Visual Color Discrimination Written 
Comprehension Written Expression 
 
Tools and Equipment Used: 
1.  Computer2.  Telephone3.  Fax Machine4.  Scanner5.  Copy Machine6.  Printer7.  Projector8.  Calculator9.  
Cellphone10. Safety Equipment11. Motor Vehicles12. Heavy Equipment13. Power Tools14. Radio Service Monitor15. 
TIMS Test Set16. Analog/Digital Standing Wave Ratio Meter17. Battery Load Tester18. Soldering Irons19.  Heat Gun20. 
Communication Analyzer21. Multi-Meter22. Watt Meter23. GPS24. Crimping Tools25. Frequency Counter26. Winch27. 
Chainsaw28. Radio Interconnect Devices29. DC Power Supply30. Inverters31. Wire Tracer32. Grounding analyzer33. 
Fox/Hound Tracer34. Phone Line Cable Tester35. Routers36. Switches 
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038385 - EMER MGMT DIRECTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1596 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038350 - EMER MGMT DIST COORDINATOR 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1630 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to two years of full-time work in a public safety related field or at the miltary grade of the E-6 level or above. 
Substitution of Experience for Education: Qualifying full-time work in a public safety related field or at the miltary grade 
of the E-6 level or above, may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. OR Graduation from an accredited college or university with an associate's degree AND experience equivalent to 
four years of full-time work in a public safety related field or at the miltary grade of the E-6 level or above. OR Five years 
of experience as an Emergency Management Operations Officer with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must: 1. A valid vehicle operator's license may be required for 
employment in some positions;2. Be willing to and able to qualify with, carry, and use assigned weapons as designated 
by the appointing authority;3. Be eligible to receive and maintain a security clearance in accordance with applicable 
agency regulations as designated by the appointing authority;4. Be at least eighteen (18) years of age;5. Be a citizen of 
the United States;6. Have a good moral character, as determined by investigation;7. Complete a criminal history 
disclosure form in a manner approved by the appointing authority;8. Agree to release all records involving their criminal 
history to the appointing authority;9. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint 
based criminal history records check as designated by the appointing authority;10. Not have been convicted or pleaded 
guilty to or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city 
ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code 
Annotated 7-86-205;11. Not have been discharged under any other than honorable conditions from any branch of the 
United States armed forces;12. Pass a physical examination administered by a licensed physician that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position as designated by the 
appointing authority;13. Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position as 
designated by the appointing authority. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional emergency management implementation work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the working level class in the 
Emergency Management District Coordinator sub-series. An employee in this class implements, coordinates and 
monitors emergency management programs in conjunction with federal, state, local, and non-governmental 
organization stakeholders in order to protect lives and property. This class differs from Emergency Management District 
Coordinator 1, in that an incumbent of the latter functions at the entry level. This class differs from Emergency 
Management District Coordinator 3 in that an incumbent of the latter functions at the lead level. Additionally, an 
employee in this class may be required to work variable work schedules, be on call 24-hours a day, and work in 
hazardous environments. 
 
Work Activities: 
1. Acts as subject matter expert for emergency management in their assigned areas: Serves as job expert or organization 
resource in assigned areas; Responds to all hazard emergency/disaster situations and special events; Provides technical 
assistance to federal, state, local, and non-governmental organization stakeholders on the following: hazardous 
materials, multi-hazard planning for schools, search and rescue, incident command, hazard mitigation, grants 
management, EMPG finance and budgeting, debris management, donations management, volunteer management, and 
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shelter management; Reviews government mandated reports that are prepared by local governments to ensure 
accuracy and completeness. 2. Supports federal, state, local, and non-governmental organization stakeholders  in the 
development and maintenance of all-hazards emergency management programs: Administers emergency/disaster 
preparedness training; Develops and implements emergency preparedness initiatives; Assists in developing and 
maintaining county all hazard related operational plans; Assists in design, implementation and evaluation of internal and 
external exercises ; Planning for and working special events; Assists in conducting hazard, risk, and capability 
assessments to determine the local government's ability for responding to, recovering from, and mitigating against any 
disaster 3. Collaborates with federal, state, local, and non-governmental organization stakeholders on the facilitation of 
workshops, conferences, seminars, and training courses: Monitors training activities; Supports in the development and 
evaluation of instructors 4. Collaborates with federal, state, local, and non-governmental organization stakeholders in 
the on-site coordination and facilitation of timely and efficient incident, emergency and disaster response: Assists in 
development of priorities for response actions during an incident, emergency or disaster; Coordinates visits to 
emergency or disaster sites by federal or state officials to ensure the continuity of emergency response; Provide direct 
geospatial support for damage assessment, search & rescue, and hazmat incidents. 5. Acts as liaison with federal, state, 
local, and non-governmental organization stakeholders in the coordination and facilitation of timely and efficient 
disaster recovery: Manages recovery activities in the areas of debris management, donations management, volunteer 
management, and shelter management; Prepares and analyzes damage assessments following natural disasters; Assists 
local government in applying for available local, state, and federal resources. 6. Develops and maintains a consistent, 
high quality, customer-focused orientation when conducting business and providing services to 7. Ensures the 
operational capability of assigned agency equipment, including the daily operation of an emergency response vehicle. 8. 
Prepares and compiles a variety of reports: Submits situation reports, updates, and/or requests for additional 
emergency assistance to the Emergency Operations Center. 
 
Competencies (KSA’s): 
Competencies: 1. Comfort Around Higher Management2. Command Skills3. Compassion4. Composure5. Dealing with 
Ambiguity6. Informing7. Integrity and Trust8. Organizing9. Patience10. Peer Relationships Knowledge: 1. Administration 
and Management2. Public Safety and Security3. Clerical4. Customer and Personal Service5. Telecommunications6. 
Geography7. Law and Government8. Mechanical               Skills: 1. Active Listening2. Coordination3. Critical Thinking4. 
Active Learning5. Monitoring6. Negotiation7. Reading Comprehension8. Speaking9. Systems Analysis10. Time 
ManagementAbilities: 1. Category Flexibility2. Deductive Reasoning3. Fluency of Ideas4. Inductive Reasoning5. 
Information Ordering6. Manual Dexterity7. Problem Sensitivity8. Time Sharing9. Written Comprehension10. Written 
Expression                  
 
Tools and Equipment Used: 
1. Computer2. Fax Machine3. Satellite Phones/Radios4. Printer5. Copy Machine/Scanner6. Multiline Phones7. Camera8. 
DNAWAS9. Cell Phone10. Motor Vehicles11. Projector12. ARC GIS13. WEB EOC14. Firearm15. Radiation Equipment16. 
GPS Units17. SCBA18. Hazmat Suits 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038311 - EMER MGMT OPS OFFICER 1* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  10370 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: A valid vehicle operator’s license may be required for 
employment in some positions;  Be willing to and able to qualify with, carry, and use assigned weapons as designated by 
the appointing authority;  Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations as designated by the appointing authority;  Be at least eighteen (18) years of age;  Be a citizen of the United 
States;  Have a good moral character, as determined by investigation;  Complete a criminal history disclosure form in a 
manner approved by the appointing authority;  Agree to release all records involving their criminal history to the 
appointing authority;  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check as designated by the appointing authority;  Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205;  Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces;  Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority;  
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority.Examination Method: Education and Experience,100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under immediate supervision, is responsible for assisting in the maintenance Situational Awareness of events 
occurring across the State of TN by serving as a liaison between the incident scene and stakeholders needed for the 
situation.Distinguishing Features: This is the entry level class in the Emergency Management Operations sub-series. An 
employee in this class learns to provide emergency operations support to federal, state, local, and non-governmental 
organization stakeholders. This class differs from Emergency Management Operations Officer 2* in that an incumbent of 
the latter functions at the working level. Additionally, an employee in this class may be required to work variable work 
schedules, be on call 24-hours a day, and work in hazardous environments.*An applicant appointed to this flexibly 
staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory one-
year training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination.  
 
Work Activities: 
1. Monitors Incidents and Events: Monitors social media for information and events occurring across the state; Monitors 
and tracks hazardous material releases and remediation throughout the state; Monitors and tracks radiological material 
transportation missions throughout the state; Monitors and records radio traffic into the WebEOC system; Serves as the 
24 hour warning point for weather warnings and TN Valley Authority and Department of Energy Nuclear Power Plant 
Events2. Receives and interprets incident information: Receives calls and notifications from Emergency Service 
Coordinators, Emergency Management Agencies from all 95 counties, and other stakeholders for events and missions 
across the state; Serve as the after-hours answering point for the Commerce and Insurance Arson Hotline; Collects and 
interprets weather information from National Weather Service for situational awareness of impacts to other incidents 
across the state; Collects and interprets weather information from the National Weather service for the distribution of 
watches, warnings, and advisories to county and state stakeholders; Requests situation reports from local governments 
and State Agencies; Interprets situational and technical information about natural and man-made disasters and other 
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emergency incidents and missions; Determines appropriate notification method and impacted stakeholders based on 
circumstance of incident; Reads and interprets topographical/geographical information to determine the best methods 
for emergency management response3. Transmits information to proper stakeholders in order to protect lives, 
property, and environment: Maintain an active list of all stakeholders for incident notification purposes;  Notifies on-call 
personnel of incidents and missions and answer questions relating to incidents and missions utilizing various forms of 
communication; Activates the Public Notification Sirens for the two TVA nuclear facilities as directed by the Multi-
Jurisdictional Radiological Emergency Response Plan (MJRERP); Notifies local 24 hour point of contact about weather 
watches and warnings; Prepares and distributes incident briefs to impacted stakeholders4. Assists in the logistical 
coordination of state asset deployment for the preservation of life, property, infrastructure, and environment: 
Coordinates with other agencies and stakeholders when assets are deployed; Provides on-site support for the efficient 
coordination of state resources and assets for missions; Coordinates resource request efforts for TEMA and other state 
and local agencies5. Operation and Maintenance of Emergency Equipment: Assures that operation equipment operates 
properly on a regular basis; Operates a variety of equipment such as computers, radio consoles, multi-channel 
recorders, security gates, cameras and overrides, National Warning System, Multiline phones, and NOAA weather radar 
and forecasting systems. 
 
Competencies (KSA’s): 
Competencies: 1. Action Oriented 2. Comfort Around Higher Management 3. Composure 4. Customer Focus 5. Dealing 
with Ambiguity 6. Integrity and Trust 7. Interpersonal Savvy 8. Learning on the Fly 9. Self-Development 10. Work/Life 
Balance Knowledge: 1. Administration and Management 2. Chemistry 3. Clerical 4. Customer and Personal Service 5. 
English Language 6. Geography7. Law and Government 8. Public Safety and Security 9. Telecommunications 10. 
Transportation                  Skills: 1. Active Listening 2. Complex Problem Solving 3. Judgment and Decision Making 4. 
Science 5. Reading Comprehension 6. Time Management 7. Speaking 8. Systems Analysis 9. Troubleshooting 10. Writing 
Abilities:1. Auditory Attention 2. Inductive Reasoning 3. Oral Comprehension 4. Oral Expression 5. Category Flexibility 6. 
Deductive Reasoning 7. Memorization 8. Time Sharing 9. Problem Sensitivity 10. Selective Attention 
 
Tools and Equipment Used: 
1. Computer 2. Fax Machine 3. Satellite Phones/Radios 4. Printer5. Copy Machine/Scanner 6. Multiline Phones 7. 
Camera 8. ID Printer 9. Cell Phone 10. Motor Vehicles 11. Projector 12. ARC GIS 13. WEB EOC 14. DNAWA  
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038310 - EMER MGMT OPS OFFICER 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1635 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time work in a public safety, military grade E-6 callcenter or dispatch telecommunications related field. 
OR Experience equivalent to one year as an Emergency Management Operations Officer with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required: A valid vehicle operator's license may be 
required for employment in some positions; Be willing to and able to qualify with, carry, and use assigned weapons as 
designated by the appointing authority; Be eligible to receive and maintain a security clearance in accordance with 
applicable agency regulations as designated by the appointing authority; Be at least eighteen (18) years of age; Be a 
citizen of the United States; Have a good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to 
or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision,  maintain Situational Awareness of events occurring across the State of TN by 
serving as a liaison between the incident scene and stakeholders needed for the situation. Distinguishing Features:  ,This 
is the working level class in the Emergency Management Operations sub-series. An employee in this class provides 
emergency operations support to federal, state, local, and non-governmental organization stakeholders. This class 
differs from Emergency Management Operations Officer 1, in that an incumbent of the latter functions at the entry 
level. This class differs from Emergency Management Operations Officer 3 in that an incumbent of the latter performs 
supervisory emergency management operations work. Additionally, an employee in this class may be required to work 
variable work schedules, be on call 24-hours a day, and work in hazardous environments. 
 
Work Activities: 
1. Acts as lead Emergency Operations Officer by coordinating the work and activities of others when needed. 2. 
Monitors Incidents and Events: Monitor social media for information and events occurring across the state; Monitors 
and tracks hazardous material releases and remediation throughout the state; Monitors and tracks radiological material 
transportation missions throughout the state; Monitors and records radio traffic into the WebEOC system; Serves as the 
24 hour warning point for weather warnings and TN Valley Authority and Department of Energy Nuclear Power Plant 
Events.  3. Receives and interprets incident information: Receive calls and notifications from Emergency Service 
Coordinators, Emergency Management Agencies from federal, state, local, and non-governmental organization 
stakeholders for events and missions across the state; Serves as the after-hours answering point for the Commerce and 
Insurance Arson Hotline; Collects and interprets weather information from National Weather Service for situational 
awareness of impacts to other incidents across the state; Collects and interprets weather information from the National 
Weather service for the distribution of watches, warnings, and advisories to county and state federal, state, local, and 
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non-governmental organization stakeholders; Requests situation reports from federal, state, local, and non-
governmental organization stakeholders; Interpret situational and technical information about natural and man-made 
disasters and other emergency incidents and missions; Determines appropriate notification method and impacted 
stakeholders based on circumstance of incident; Reads and interprets topographical/geographical information to 
determine the best methods for emergency management response 4. Transmits information to proper stakeholders in 
order to preserve and protect lives, property, infrastructure and environment: Maintains an active list of all stakeholders 
for incident notification purposes; Notifies on-call personnel of incidents and missions and answer questions relating to 
incidents and missions utilizing various forms of communication; Activates the Public Notification Sirens for the two TVA 
nuclear facilities as directed by the Multi-Jurisdictional Radiological Emergency Response Plan (MJRERP); Notifies local 
24 hour point of contact about weather watches and warnings; Prepares and distributes incident briefs to impacted 
stakeholders; Facilitates communication between State Watch Point and stakeholders during incidents 5. Assists in the 
logistical coordination of state asset deployment for the preservation of life, property, infrastructure, and environment: 
Coordinate with other agencies and stakeholders when assets are deployed; Provide on-site support for the efficient 
coordination of state resources and assets for missions; Coordinate resource request efforts for TEMA and other state 
and local agencies 6. Operation and Maintenance of Emergency Equipment: Assures that operation equipment operates 
properly on a regular basis; Operates a variety of equipment such as computers, radio consoles, multi-channel 
recorders, security gates, cameras and overrides, National Warning System, Multiline phones, and NOAA weather radar 
and forecasting systems. 7. Participates in DOE-TVA graded exercises and evaluated drills. 8. Assists in training of Emer 
Mgmt Ops Officers in policies and procedures and operational risks. 
 
Competencies (KSA’s): 
Competencies: 1. Approachability2. Comfort Around Higher Management3. Composure4. Customer Focus5. Dealing 
with Ambiguity6. Integrity and Trust7. Interpersonal Savvy8. Functional/Technical Competency9. Self-Development10. 
Work/Life Balance Knowledge: 1. Administration and Management2. Chemistry3. Clerical4. Communications and 
Media5. Customer and Personal Service6. Geography7. Law and Government8. Public Safety and Security9. 
Telecommunications10. Transportation                             Skills: 1. Active Listening2. Complex Problem Solving3. 
Coordination4. Instructing5. Judgment and Decision Making6. Reading Comprehension7. Speaking8. Time 
Management9. Troubleshooting10. Writing Abilities: 1. Auditory Attention2. Inductive Reasoning3. Oral 
Comprehension4. Oral Expression5. Category Flexibility6. Deductive Reasoning7. Information Ordering8. Time Sharing9. 
Problem Sensitivity10. Selective Attention  
 
Tools and Equipment Used: 
1. Computer2. Fax Machine3. Satellite Phones/Radios4. Printer5. Copy Machine/Scanner6. Multiline Phones7. Camera8. 
ID Printer9. Cell Phone10. Motor Vehicles11. Projector12.ARC GIS13.WEB EOC14.DNAWAS 
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038312 - EMER MGMT OPS OFFICER 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1642 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to three years of full-time experience in a public safety, military grade E-6,  callcenter or dispatch telecommunications 
related field, of which one year must be supervision or coordination. OR Experience equivalent to two years as an 
Emergency Management Operations Officer with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: A valid vehicle operator's license may be required for 
employment in some positions; Be willing to and able to qualify with, carry, and use assigned weapons as designated by 
the appointing authority; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations as designated by the appointing authority; Be at least eighteen (18) years of age; Be a citizen of the United 
States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a 
manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Maintain situational awareness of events occurring across the State of TN by serving as a supervisory level 
liaison between the incident scene and agencies needed for the situation. Distinguishing Features: This is the 
supervisory level class in the Emergency Management Operations sub-series. An employee in this class supervises, 
coordinates, and participates in emergency operations support to federal, state, local, and non-governmental 
organization stakeholders. This class differs from Emergency Management Operations Officer 2 in that an incumbent of 
the latter functions at the working level. Additionally, an employee in this class may be required to work variable work 
schedules, be on call 24-hours a day, and work in hazardous environments. 
 
Work Activities: 
.1. Supervision of Emergency Management Operators: Performs Supervisory Administrative functions such as 
performance evaluations;  Performs quality control on all records and reports created by direct reports to ensure 
consistency and accuracy; Supervises direct reports in alerting federal, state, local, and non-governmental organization 
stakeholders of All-Hazards Emergencies; Supervises the documentation of system and equipment tests to facilitate 
necessary repairs; Supervises the use of emergency communication equipment. 2. Supervision of the monitoring 
Incidents and Events: Supervise Monitor social media for information and events occurring across the state; Monitors 
and tracks hazardous material transportation missions throughout the state; Monitors and tracks radiological material 
transportation missions throughout the state; Monitor and record radio traffic into the WebEOC system; Serves as the 
24 hour warning point for weather warnings and TN Valley Authority Nuclear Power Plant Events; Monitors 
communication activities of all stakeholders on a continual basis to establish and maintain situational awareness.3. 
Supervision of the receiving and interpreting of incident information: Receive calls and notifications from Emergency 
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Service Coordinators, Emergency Management Agencies from  federal, state, local, and non-governmental organization 
stakeholders for events and missions across the state; Serves as the after-hours answering point for the Commerce and 
Insurance Arson Hotline; Receive watches and warnings from National Weather Service stations; Collects and interprets 
weather information from the National Weather service for the distribution of watches, warnings, and advisories to 
federal, state, local, and non-governmental organization stakeholders; Determines appropriate notification method and 
impacted stakeholders based on circumstance of incident; Requests situation reports from federal, state, local, and non-
governmental organization stakeholders; Interprets situational and technical information about natural and man-made 
disasters and other emergency incidents and missions; Reads and interprets topographical/geographical information to 
determine the best methods for emergency management response. 4. Supervision of the transmission of information to 
proper stakeholders in order to preserve and protect lives, property, infrastructure and environment: Maintains an 
active list of all stakeholders for incident notification purposes; Notifies on-call personnel of incidents and missions and 
answers questions relating to incidents and missions utilizing various forms of communication; Activates the Public 
Notification Sirens for the two TVA nuclear facilities as directed by the Multi-Jurisdictional Radiological Emergency 
Response Plan (MJRERP); Notifies local 24 hour point of contact about weather watches and warnings; Facilitates 
communication between State Watch Point and stakeholders during incidents; Provides Public Information Officer with 
current available emergency information for use in media briefings; Provides Comprehensive hand-off briefing to State 
Emergency Operations Center staff upon emergency activation and provide other mission specific briefings as required. 
5. Supervision of the logistical coordination of state asset deployment for the preservation of life, property, 
infrastructure, and environment: Coordinates with other agencies and stakeholders when assets are deployed; Provides 
on-site support for the efficient coordination of state resources and assets for missions; Coordinates resource request 
efforts for TEMA and other state and local agencies; Coordinates between the Incident Commander on scene and 
supporting agencies to provide needed resources; Maintains operability of alternate operations center. 6. Training and 
leading of Emergency Management Operations Officers: Provides initial and ongoing training opportunities for new hires 
in accordance with the established training program; Develops drills, classroom exercises, and standard operating 
guides; Implements safety procedures for the Operations Center to ensure the safety and welfare of all persons in the 
Operation Center 7. Leads and provides instruction for DOE-TVA graded exercises and evaluated drills. 8. Operation and 
Maintenance of Electronic Equipment: Assures that operation equipment operates properly on a regular basis; Operates 
a variety of equipment such as computers, radio consoles, multi-channel recorders, security gates, cameras and 
overrides, National Warning System, Multiline phones, and NOAA weather radar and forecasting systems. 9. Issues 
facility access credentials to approved personnel in accordance with established policy. 
 
Competencies (KSA’s): 
Competencies: 1. Approachability2. Comfort Around Higher Management3. Composure4. Customer Focus5. Dealing 
with Ambiguity6. Developing Direct Reports and Others7. Directing Others8. Informing9. Integrity and Trust10. 
Work/Life Balance Knowledge: 1. Administration and Management2. Personnel and Human Resources3. Customer and 
Personal Service4. Education and Training5. Chemistry6. Geography7. Clerical8. Law and Government9. Public Safety 
and Security10. Transportation                             Skills: 1. Active Listening2. Coordination3. Judgment and Decision 
Making4. Quality Control Analysis5. Complex Problem Solving6. Management of Personnel Resources7. Monitoring8. 
Learning Strategies9. Systems Analysis10. Time Management Abilities: 1. Category Flexibility2. Deductive Reasoning3. 
Inductive Reasoning4. Oral Comprehension5. Oral Expression6. Originality7. Problem Sensitivity8. Time Sharing9. 
Written Comprehension10. Written Expression 
 
Tools and Equipment Used: 
1. Computer2. Fax Machine3. Satellite Phones/Radios4. Printer5. Copy Machine/Scanner6. Multiline Phones7. Camera8. 
ID Printer9. Cell Phone10. Motor Vehicles11. Projector12.ARC GIS13.WEB EOC14.DNAWAS 
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038342 - EMER MGMT PLANNER 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1653 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time responsible professional emergency management planning work or closely related 
field. Substitution of Education for Experience: Additional graduate coursework in emergency management, business 
continuity, public health emergency preparedness, public administration, or community planning may be substituted for 
the required experience on a year-for-year basis. Substitution of Experience for Education: Qualifying full-time 
professional emergency management experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the facilitation, development, and review of plans and 
procedures related to all phases of emergency management to include prevention, preparedness, response, recovery 
and/or mitigation.Distinguishing Features: This is the working level class in the Emergency Management Planning sub-
series. An employee in this class is responsible for the facilitation, development, and review of plans and procedures 
related to all phases of emergency management . This class is flexibly staffed with and differs from Emergency 
Management Planner 1, in that an incumbent of the latter is not responsible for performing at the working level. This 
class differs from Emergency Management Planner 3 in that an incumbent of the latter is responsible for supervisory 
work. Additionally, an employee in this class travels up to 25% of the time, may be required to work variable work 
schedules, be on call 24-hours a day, work in hazardous environments, and perform light physical activities. 
 
Work Activities: 
1. Provision of Shared Situational Awareness in the State Emergency Operations Center and the Regional Coordination 
Centers: Provides shared situational awareness through collection and analysis of information for the development and 
dissemination of written documents and reports; During activation of the State Emergency Operations Center or 
Regional Coordination Centers, provide updates to the Common Operating Picture and the Situation Report and Incident 
Action Plans. 2. Development of Emergency Management Plans and Procedures: Coordinates with subject matter 
experts and stakeholders to develop emergency management plans; Applies technical knowledge to develop plans and 
procedures related to prevention, preparedness, response, recovery and/or mitigation planning for all hazards; 
Recognizes planning requirements set forth by state and federal directives, statutes, guidelines, and standards. 3. 
Review of Emergency  Management Plans and Procedures: Analyzes existing plans to determine compliance with local, 
state, and federal regulations and standards; ensures existing plans are compliant with local, state, and federal 
regulations and standards through communication with stakeholders; ensures consistency of emergency management 
frameworks both horizontally and vertically across the State; researches and reviews Emergency Management best 
practices; coordinates with the legal counsel for review of potential liabilities when necessary. 4. Facilitate Emergency 
Management stakeholder meetings: Communicates emergency management information to a diverse group of 
stakeholders, including local governments, elected officials, general public and other professionals, to create a unified 
direction for Emergency Management planning; organizes ambiguous information into usable information to identify 
priorities, generate buy-in, and create a foundation for the Emergency Management plans. 5. Reporting of Emergency 
Management data: Prepares a variety of records and reports to ensure regulatory and grant compliance, communication 
of status updates, and for the development of Corrective Action Plans. 6. Development of Emergency Management 
Plans and Procedures: Coordinates with subject matter experts and stakeholders to develop emergency management 
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plans; Applies technical knowledge to develop plans and procedures related to prevention, preparedness, response. 7. 
Facilitation of Emergency Management Training and Exercises: Provides comprehensive training and technical planning 
assistance on emergency response, prevention, preparedness, recovery and mitigation to all stakeholders; participates 
in, facilitate, and develop Emergency Management Exercises on the local or state levels. 8. Providing Emergency 
Management program oversight: Oversees and develops one or more specialized regional or statewide Emergency 
Management planning programs. 
 
Competencies (KSA’s): 
Competencies: 1. Drive for Results2. Comfort Around Higher Management3. Composure4. Customer Focus5. Dealing 
with Ambiguity6. Organizational Agility7. Decision Quality8. Negotiating9. Presentation Skills10. Strategic Agility 
Knowledge: 1. Administration and Management2. Clerical3. Customer and Personal Service4. Education and Training5. 
English Language6. Geography7. History and Archeology8. Law and Government9. Public Safety and Security10. 
Sociology and Anthropology                          Skills: 1. Active Listening2. Coordination3. Judgment and Decision Making4. 
Negotiation5. Complex Problem Solving6. Service Orientation7. Social Perceptiveness8. Speaking9. Systems Analysis10. 
Writing Abilities: 1. Category Flexibility2. Deductive Reasoning3. Inductive Reasoning4. Oral Comprehension5. Oral 
Expression6. Originality7. Problem Sensitivity8. Selective Attention9. Written Comprehension10. Written Expression                 
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Scanner4. Motor Vehicles5. Radio6. Projector7. Copy Machine8. Cell Phone9. Printer10. Fax 
Machine 
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038343 - EMER MGMT PLANNER 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1658 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time responsible professional emergency management planning work or closely related 
field. Substitution of Education for Experience: Additional graduate coursework in emergency management, business 
continuity, public health emergency preparedness, public administration, or community planning may be substituted for 
the required experience on a year-for-year basis for a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional emergency management experience may be substituted for the required education, on 
a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional emergency management planning work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: This is the supervisory class in the Emergency Management Planning sub-series. Incumbents in this 
classification often supervise Emergency Management Planners in accomplishing Emergency Management services and 
related departmental functions. Certain assignments with no supervision of professional staff may be included in this 
class when the work performed is of considerable scope and complexity. This work involves considerable responsibility 
for reviewing and developing plans and procedures related to all phases of emergency management to include 
prevention, preparedness, response, recovery and/or mitigation. This class differs from Emergency Management 
Planner 2, in that incumbents of the latter function at the working level and perform work of lesser scope and 
complexity. 
 
Work Activities: 
1. Coordinating the Work and Activities of Others: Supervises the development and review of plans and procedures 
related to all phases of emergency management to include preparedness, response, recovery and/or mitigation; Leads 
Emergency Management training and exercises on the local or state levels. 2. Provision of Shared Situational Awareness 
in the State Emergency Operations Center and the Regional Coordination Centers: Provides shared situational 
awareness through collection and analysis of information for the development and dissemination of written documents 
and reports; During activation of the State Emergency Operations Center or Regional Coordination Centers, leads in the 
development of the Common Operating Picture and the Situation Report and Incident Action Plans. 3. Development of 
Emergency Management Plans and Procedures: Coordinates with subject matter experts and stakeholders to develop 
emergency management plans; applies technical knowledge to develop plans and procedures related to prevention, 
preparedness, response, recovery and/or mitigation planning for all hazards; identifies and specifies planning 
requirements set forth by state and federal directives, statutes, guidelines, and standards. 4. Review of Emergency  
Management Plans and Procedures: analyzes existing plans to determine compliance with local, state, and federal 
regulations and standards; ensures existing plans are compliant with local, state, and federal regulations and standards 
through communication with stakeholders; ensures consistency of emergency management frameworks both 
horizontally and vertically across the State; researches, reviews, and implemens Emergency Management best practices; 
coordinates with the legal counsel for review of potential liabilities when necessary. 5. Facilitate Emergency 
Management stakeholder meetings: communicates emergency management information of considerable complexity to 
a diverse group of stakeholders, including local governments, elected officials, general public and other professionals, to 
create a unified direction for Emergency Management planning; organizes ambiguous information into usable 
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information to identify priorities, generate buy-in, and create a foundation for the Emergency Management plans. 6. 
Reporting of Emergency Management data: prepares a variety of records and reports to ensure regulatory and grant 
compliance, communication of status updates, and for the development of Corrective Action Plans. 7. Facilitation of 
Emergency Management Training and Exercises: leads comprehensive training and technical planning assistance on 
emergency response, prevention, preparedness, recovery and mitigation for all stakeholders; participates in, facilitate, 
and develop Emergency Management Exercises on the local or state levels. 8. Guiding, Directing, and Motivating 
Subordinates: coordinates internal training for agency personnel for all-hazards emergencies; may evaluate personnel 
by creating performance plans and personnel evaluations; manage personnel time, leave, travel, professional 
development and performance documentation. 9. Providing Emergency Management program oversight: oversees and 
develops multiple specialized regional or statewide Emergency Management planning programs of considerable 
complexity. 
 
Competencies (KSA’s): 
Competencies:           1. Building Effective Teams2. Comfort Around Higher Management3. Command Skills4. Process 
Management5. Dealing with Ambiguity6. Organizational Agility7. Decision Quality8. Political Savvy9. Presentation 
Skills10. Strategic Agility Knowledge: 1. Administration and Management2. Personnel and Human Resources3. Customer 
and Personal Service4. Education and Training5. English Language6. Geography7. History and Archeology8. Law and 
Government9. Public Safety and Security10. Sociology and Anthropology                     Skills: 1. Active Listening2. 
Coordination3. Judgment and Decision Making4. Negotiation5. Complex Problem Solving6. Management of Personnel 
Resources7. Social Perceptiveness8. Instructing9. Systems Analysis10. Writing Abilities: 1. Category Flexibility2. 
Deductive Reasoning3. Inductive Reasoning4. Oral Comprehension5. Oral Expression6. Originality7. Problem 
Sensitivity8. Time Sharing9. Written Comprehension10. Written Expression           
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Scanner4. Motor Vehicles5. Radio6. Projector7. Copy Machine8. Cell Phone9. Printer10. Fax 
Machine 
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038376 - EMER MGMT SPECIALIST 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9035 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to one year of full-time; professional staff administration, analytic experience, or public safety 
work.Substitution of Experience for Education: Qualifying full-time work in a public safety related field or office 
administration may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, emergency management, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required: Be at least eighteen (18) years of age;  Be a 
citizen of the United States;  A valid vehicle operator’s license may be required for employment in some positions;  Be 
willing to and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;  Be 
eligible to receive and maintain a security clearance in accordance with applicable agency regulations as designated by 
the appointing authority; Have a good moral character, as determined by investigation;  Complete a criminal history 
disclosure form in a manner approved by the appointing authority;  Agree to release all records involving their criminal 
history to the appointing authority;  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint 
based criminal history records check as designated by the appointing authority;  Not have been convicted or pleaded 
guilty to or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city 
ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code 
Annotated 7-86-205;   Not have been discharged under any other than honorable conditions from any branch of the 
United States armed forces;  Pass a physical examination administered by a licensed physician that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority;  Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position as designated by the 
appointing authority.Examination Method: Education and Experience, 100%, for Preferred Service positions  
 
Job Overview: 
Summary:  Under general supervision, is responsible for staff administrative and emergency management operations 
work of average difficulty related to all phases of emergency management to include prevention, preparedness, 
response, recovery or mitigation and performs related work as required. Distinguishing Features:  This is the working 
level class in the EMER MGMT SPECIALIST sub-series. An employee in this class performs emergency management work 
in support of line operations. Work includes a variety of assignments such as: acting as a liaison between internal and 
external stakeholders, providing guidance on process and procedure, record management, data collection and 
distribution, report creation, personnel and resource tracking, and other emergency management operations tasks as 
needed. An employee in this class may be required to have a non-traditional work schedule, be on call, and deploy to 
disaster sites. This class differs from that of the EMER MGMT SPEC 2 in that the latter performs at the advanced working 
level and works at a higher complexity level. 
 
Work Activities: 
 Acts as a liaison between local, state, and federal agencies to collect and distribute emergency management and life 
safety related data and information.  Performs emergency management coordination at the State Emergency 
Operations Center, Regional Coordination Centers, and Joint Field Offices. Assists in maintaining, inventorying, and 
warehousing emergency management equipment. Assists in emergency purchasing during disasters and recovery.  
Provides guidance to local, state, and federal agencies in the correct processes and procedures related to various 
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applications, requests, and required forms.  Maintains emergency management records of program files, financial 
information, grant contracts, agency databases, inventory and property, required State and Federal forms and 
documentation, personnel information, and emergency incidents. Generates reports and documentation for internal 
and external stakeholders to provide data and information regarding the status of emergency management programs. 
Develops and maintains knowledge of state and federal guidelines and various emergency management programs and 
functions. Collects data and information to provide support in the creation and development of emergency 
management programs, grant contracts, damage assessment reports, inventory assessments, training and exercise 
records, reimbursement records, purchasing records and emergency incident reports.  Provides support to various 
Emergency Coordination Centers and Recovery Centers to facilitate emergency management services to internal and 
external stakeholders during emergency activation and recovery. Tracks the distribution of personnel and acquisition of 
life safety resources during the emergency and recovery stages of emergency incidents.  Creates a record of critical 
information by accessing databases, communication records, field reports, and emergency management software to 
establish an accurate record of the critical events during an emergency.   
 
Competencies (KSA’s): 
Competencies: Composure              Customer Focus                   Dealing with Ambiguity                  Integrity and Trust               
Listening                 Organizing               Patience                   Peer Relationships               Time Management              
Understanding Others                         Knowledge: Clerical                    Customer and Personal Service                  English 
Language                Law and Government                     Skills: Active Learning                  Active Listening                  Critical 
Thinking                 Instructing               Reading Comprehension                 Service Orientation                         Speaking                  
Time Management              Troubleshooting                  Writing                  Abilities: Deductive Reasoning                      
Flexibility of Closure                      Information Ordering                      Oral Comprehension                       Oral Expression                   
Selective Attention                          Speech Clarity                     Time Sharing                       Written Comprehension                  
Written Expression                            
 
Tools and Equipment Used: 
 Computer                 Telephone                Fax Machine                        Scanner                    Copy Machine                     Printer                      
Calculator                Cell Phone Motor Vehicles      
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038377 - EMER MGMT SPECIALIST 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9036 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to three years of full-time; professional staff administration, analytic experience, or public safety 
work.Substitution of Experience for Education: Qualifying full-time work in a public safety related field or office 
administration may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, emergency management, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required: Be at least eighteen (18) years of age;  Be a 
citizen of the United States;  A valid vehicle operator’s license may be required for employment in some positions;  Be 
willing to and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;  Be 
eligible to receive and maintain a security clearance in accordance with applicable agency regulations as designated by 
the appointing authority; Have a good moral character, as determined by investigation;  Complete a criminal history 
disclosure form in a manner approved by the appointing authority;  Agree to release all records involving their criminal 
history to the appointing authority;  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint 
based criminal history records check as designated by the appointing authority;  Not have been convicted or pleaded 
guilty to or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city 
ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code 
Annotated 7-86-205;   Not have been discharged under any other than honorable conditions from any branch of the 
United States armed forces;  Pass a physical examination administered by a licensed physician that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority;  Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position as designated by the 
appointing authority.Examination Method: Education and Experience, 100%, for Preferred Service positions  
 
Job Overview: 
Summary:  Under general supervision, is responsible for staff administrative and emergency management operations 
work of considerable difficulty to support all phases of emergency management to include prevention, preparedness, 
response, recovery or mitigation and performs related work as required.  Distinguishing Features:  This is the advanced 
working level class in the EMER MGMT SPECIALIST sub-series. An employee in this class performs emergency 
management operations. Work includes a variety of assignments such as: acting as a liaison between internal and 
external stakeholders, providing consultation on and develop process and procedure, process and analyze financial 
information, record management, data interpretation and analysis, report creation, personnel and resource 
coordination, and other emergency management operations tasks as needed. An employee in this class may be required 
to have a non-traditional work schedule, be on call, and deploy to disaster sites. This class differs from that of the EMER 
MGMT SPEC 1 in that the latter performs work of a lower complexity level. This class differs from that of the EMER 
MGMT SPEC 3 in that the latter performs work at a supervisory or lead complexity level. 
 
Work Activities: 
1.   Acts as a liaison between local, state, and federal agencies to analyze, interpret, and communicate emergency 
management and life safety related guidance and information. 2.  Provides guidance to local, state, and federal agencies 
in the correct processes and procedures related to emergency management programs, projects, applications, requests, 
and required forms.3.  Implements procedures to ensure key program components are completed in accordance to 
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local, state, and federal standards.4.  Processes and analyzes grants, contracts, pay requests, reimbursement requests, 
and budgets for emergency management programs. 5.  Maintains appropriate disaster-specific records of program files, 
financial information, grant contracts, agency databases, inventory and property, required State and Federal forms and 
documentation, personnel information, and emergency incidents.6.  Generates and evaluates reports and 
documentation for internal and external stakeholders to provide data and information regarding the status of 
emergency management programs.7.  Maintains current knowledge of state and federal standards, and various 
emergency management programs and functions, to perform support and consultation to internal and external 
stakeholders. 8.  Interprets and evaluates data and information to provide support in the creation and development of 
emergency programs, contracts, damage assessment reports, inventory assessments, training and exercise records, 
reimbursement records, purchasing records, financial reports and emergency incident reports. 9.  Provides specialized 
administrative and operational support to various Emergency Coordination Centers and Recovery Centers to facilitate 
emergency management services to internal and external stakeholders during emergency activation.10. Coordinates the 
distribution and reassignment of personnel and resources during the emergency activation and recovery stages of an 
incident to provide support to local, state, and federal agencies, and help reduce casualties and speed recovery.11. 
Maintains records of critical information by accessing databases, communication records, field reports, and emergency 
management software to establish an accurate record of the critical events during an emergency. 12. Assists and 
maintains a continuous cycle of professional development required to effectively respond to, manage, and recover from 
disasters.13. Performs emergency management activities within an assigned Emergency Support Function during 
activations of the State Emergency Operations Center.14. Coordinates emergency purchasing during disasters and 
recovery. 15. Performs emergency management coordination at the State Emergency Operations Center and Regional 
Coordination Centers.16. Performs inventorying and warehousing of emergency management equipment.  
 
Competencies (KSA’s): 
Competencies: Composure              Customer Focus                   Dealing with Ambiguity                  Integrity and Trust               
Building Effective Teams                Organizing               Patience                   Peer Relationships               Timely Decision 
Making                 Conflict Management                         Knowledge: Clerical                    Customer and Personal Service                  
English Language                Law and Government                         Skills: Complex Problem Solving                          Active 
Listening                  Critical Thinking                 Instructing               Monitoring              Coordination                       Speaking                  
Time Management              Troubleshooting                  Writing                      Abilities: Deductive Reasoning                      
Flexibility of Closure                      Problem Sensitivity                         Oral Comprehension                       Oral Expression                   
Selective Attention                          Speech Clarity                     Time Sharing                       Written Comprehension                  
Written Expression                        
 
Tools and Equipment Used: 
 Computer                 Telephone                Fax Machine                        Scanner                    Copy Machine                     Printer                      
Calculator                Cell Phone Motor Vehicles      
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038378 - EMER MGMT SPECIALIST 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9037 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree AND experience 
equivalent to four years of full-time; professional staff administration, analytic experience, or public safety 
work.Substitution of Experience for Education: Qualifying full-time work in a public safety related field or office 
administration may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, emergency management, or other acceptable field may be substituted for the required experience, on a 
year-for-year basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required: Be at least eighteen (18) years of age;  Be a 
citizen of the United States;  A valid vehicle operator’s license may be required for employment in some positions;  Be 
willing to and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;  Be 
eligible to receive and maintain a security clearance in accordance with applicable agency regulations as designated by 
the appointing authority;  Be at least eighteen (18) years of age;  Be a citizen of the United States;  Have a good moral 
character, as determined by investigation;  Complete a criminal history disclosure form in a manner approved by the 
appointing authority;  Agree to release all records involving their criminal history to the appointing authority;  Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check as designated 
by the appointing authority;  Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;   Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;  Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;  Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority.Examination Method: 
Education and Experience, 100%, for Preferred Service positions  
 
Job Overview: 
Summary:  Under general supervision, is responsible for staff administrative and emergency management operations 
work of a high degree of difficulty and supervisory work of routine difficulty to support all phases of emergency 
management to include prevention, preparedness, response, recovery or mitigation and performs related work as 
required.  Distinguishing Features:  This is first supervisory level class in the EMER MGMT SPECIALIST sub-series. An 
employee in this class performs specialized staff work in the area of administrative services and emergency 
management operations. Work includes a variety of assignments such as: serves as a lead within an emergency 
management program, acts as a liaison between internal and external stakeholders, providing support on the 
development of emergency management programs, process and analyze financial information, prepare and maintain 
records and reports, data interpretation and analysis, personnel and resource coordination, coach EMER MGMT 
SPECIALISTS, develop and facilitate instruction, and other emergency management operations tasks as needed. 
Incumbents in this classification often supervise professional and sub professional staff in accomplishing administrative 
services and emergency management operations related functions. Certain assignments with no supervision of 
professional staff may be included in this class when the work performed is of the lead scope and complexity. An 
employee in this class may be required to have a non-traditional work schedule, be on call, and deploy to disaster sites. 
This class differs from that of the EMER MGMT SPEC 2 in that the latter is the advanced working level and performs 
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work of a lower complexity level which does not supervise. This class differs from that of the EMER MGMT 
ADMINSTRATOR 1 in that the latter manages an Emergency Management program. 
 
Work Activities: 
         Acts as a subject matter expert to analyze, interpret, and communicate complex emergency management and life 
safety information and provide guidance to local, state, and federal agencies on all relevant practices, procedures, 
policies, and standards.    Supports and assists in the development and administration of emergency management 
programs. This classification may also be expected to create and implement key program components as directed by the 
program manager.    Acts as a lead to other Emergency Management Specialists to oversee and analyze the 
administration of Emergency Management program financial components.     Prepares and evaluates a variety of 
reports, records, and documentation to facilitate communication on the status of emergency management programs to 
internal and external stakeholders.    Serves as a subject matter expert within their division to maintain Standard 
Operating Procedures and coach Emergency Management Specialists on the best practices for Emergency Management 
program administration.    Performs more complex data analysis and interpretation to provide support in the 
development and administration of emergency management programs and financial components.   Provides specialized 
emergency management and operational support to various Emergency Coordination Centers and Recovery Centers to 
facilitate emergency management services to internal and external stakeholders during emergency activation.   
Coordinates the distribution and reassignment of personnel and resources during the emergency and recovery stages of 
an incident to provide support to local, state, and federal agencies to help reduce casualties and speed recovery.   
Develops and facilitates instruction and presentations to internal and external stakeholders on emergency management 
programs and related job skills.   Acts as a lead to ensure emergency management processes are in compliance with 
state and federal standards, laws, guidance, and regulations.    Develops and leads a continuous cycle of professional 
development required to effectively respond to, manage, and recover from disaster.   Leads emergency management 
activities within an assigned Emergency Support Function during activations of the State Emergency Operations Center.   
Leads essential emergency management activities at Regional Coordination Centers to alleviate the effects of disasters.   
Leads emergency purchasing and inventory management efforts during disaster and recovery.   Performs emergency 
management coordination at the State Emergency Operations Center and Regional Coordination Centers.   Coordinates 
establishment of Joint Field Offices and lead applicant briefings with local and federal counterparts during recovery 
operations.       
 
Competencies (KSA’s): 
Competencies: Composure              Customer Focus                   Dealing with Ambiguity                  Integrity and Trust               
Functional/Technical Competency                         Organizing               Patience                   Peer Relationships               Timely 
Decision Making                 Conflict Management                           Knowledge: Clerical                    Customer and Personal 
Service                  English Language                Law and Government                         Skills: Complex Problem Solving                          
Active Listening                  Critical Thinking                 Instructing               Monitoring              Coordination                       
Speaking                  Time Management              Troubleshooting                  Writing                       Abilities: Deductive 
Reasoning                      Flexibility of Closure                      Problem Sensitivity                         Oral Comprehension                       
Oral Expression                   Selective Attention                          Inductive Reasoning                        Time Sharing                       
Written Comprehension                  Written Expression                                         
 
Tools and Equipment Used: 
 Computer                 Telephone                Fax Machine                        Scanner                    Copy Machine                     Printer                      
Calculator                Cell Phone Motor Vehicles      
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038344 - EMER MGMT TECH HAZARDS SPEC 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9030 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and two years of full-time professional environmental, 
sustainability, or natural resource conservation program work. Substitution of Experience for Education: Qualifying full-
time experience in environmental, sustainability, natural resource conservation, radiological material, or nuclear 
material program experience may substitute for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Graduate coursework in environmental science, biology, chemistry, 
geology, physics, ecology, sustainability, or other acceptable science or natural resource related field may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year (24 semester hours is equivalent to one 
year). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions; Be willing to and able to qualify with, carry, and use assigned weapons as 
designated by the appointing authority; Be eligible to receive and maintain a security clearance in accordance with 
applicable agency regulations, as designated by the appointing authority; Be at least eighteen (18) years of age; Be a 
citizen of the United States; Have good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to 
or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any conditions, other than honorable, from any branch of the United States 
Armed Forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority. Examination Method: Education and Experience, 100%, for Preferred Service positions. Determined by the 
appointing authority for Executive Service position. 
 
Job Overview: 
Summary: Under general supervision, is responsible for technical hazard emergency management program work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the working level classification 
in the EMER MGMT TECHNOLOGICAL HAZARDS SPECIALIST sub-series. An employee in this class is responsible for 
specialized emergency management program work related to environmental, radiological, and nuclear hazards; 
coordinates emergency management programs with an emphasis on radiological safety, training, and compliance in 
conjunction with federal, state, local, and non-governmental organization stakeholders; collects and analyzes data; 
facilitates communication; conducts equipment operations training; and operates radiological detection equipment. This 
class differs from an EMER MGMT TECHNOLOGICAL HAZARDS SPECIALIST 2 in that the latter functions at a lead level and 
acts as a subject matter expert. 
 
Work Activities: 
  Responds to technical hazard scenarios by conducting field testing, collecting and analyzing environmental, radiological 
and nuclear data, and creating situation reports related to the mission. Processes and interprets data collected from 
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various sources to determine potential environmental and population impact following chemical, radiological and 
nuclear material emergencies. Acts as a liaison between local, state, and federal agencies to assist in the communication 
of technical and programmatic knowledge. Conducts equipment operation training courses for local emergency 
responders related to radiological and nuclear material emergencies. Participates in emergency management exercises 
to verify plan accuracy and improve technical knowledge. Calibrates, builds and maintains radiological detection kits. 
Maintains and operates mobile radiation detector to collect radiological information in pre-planned events and 
emergencies. During incidents, employees may respond to site Emergency Operations Centers or Incident Command 
Centers to provide technical and programmatic knowledge and data collection. Facilitates the inspection and escort of 
radiological and nuclear materials in conjunction with Tennessee Highway Patrol. Maintains a functional level of 
knowledge of radiological and nuclear emergency management plans and procedures. 
 
Competencies (KSA’s): 
Competencies: Comfort Around Higher Management                   Composure             Customer Focus                  Ethics and 
Values               Functional/Technical Competency                        Interpersonal Savvy                       Listening                
Organizing              Presentation Skills              Priority Setting     Knowledge: Biology                   Chemistry               Clerical                   
Customer and Personal Service                 English Language               Transportation                    Mathematics                       
Mechanical                         Physics Public Safety and SecuritySkills: Active Learning                 Coordination                      
Equipment Maintenance                Equipment Selection                      Mathematics                       Operation and Control                    
Reading Comprehension                Speaking                 Time Management             Troubleshooting                Abilities: 
Auditory Attention                         Deductive Reasoning                     Inductive Reasoning                       Memorization                     
Oral Comprehension                      Problem Sensitivity                        Selective Attention                         Time Sharing                      
Written Comprehension          Written Expression          
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Scanner Copy Machine Printer Projector Calculators  Cell Phone Safety Equipment 
Motor Vehicles Heavy Equipment Radiation Detection Equipment Radio Communication Equipment WEB EOC 
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038345 - EMER MGMT TECH HAZARDS SPEC 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9031 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field; and four years of fulltime professional environmental, 
sustainability, or natural resource conservation program work. Substitution of Experience for Education: Qualifying full-
time experience in environmental, sustainability, natural resource conservation, radiological material, or nuclear 
material program experience may substitute for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Graduate coursework in environmental science, biology, chemistry, 
geology, physics, ecology, sustainability, or other acceptable science or natural resource related field may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year (24 semester hours is equivalent to one 
year). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions; Be willing to and able to qualify with, carry, and use assigned weapons as 
designated by the appointing authority; Be eligible to receive and maintain a security clearance in accordance with 
applicable agency regulations, as designated by the appointing authority; Be at least eighteen (18) years of age; Be a 
citizen of the United States; Have good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to 
or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any conditions, other than honorable, from any branch of the United States 
Armed Forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority. Examination Method: Education and Experience, 100%, for Preferred Service positions. Determined by the 
appointing authority for Executive Service position. 
 
Job Overview: 
Summary: Under general supervision, is responsible for lead level technical hazard emergency management program 
work of considerable difficulty; and performs related work as required. Distinguishing Features: This is the lead level 
classification in the EMER MGMT TECHNOLOGICAL HAZARDS sub-series. An employee in this class is responsible for 
specialized emergency management program work related to environmental, radiological, and nuclear hazards. An 
employee in this class leads emergency management programs with an emphasis on radiological safety, training, and 
compliance in conjunction with federal, state, local, and non-governmental organization stakeholders; coordinates the 
collection and analysis of data; acts as a subject matter expert in the communication of technical hazard information; 
conducts technical hazard training; and operates radiological detection equipment. This class differs from that of the 
EMER MGMT TECHNOLOGICAL HAZARDS SPECIALIST 1 in that the latter functions at the working level and does not 
function as a lead or subject matter expert. This class differs from that of the EMER MGMT TECHNOLOGICAL HAZARDS 
SPECIALIST 3 in that the latter may function as a supervisor or at the highest level of technical knowledge.  
 
Work Activities: 
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 Coordinates the response to technical hazard scenarios by leading the following activities: field testing, collecting and 
analyzing environmental, radiological and nuclear data, and creating situation reports related to the mission. Interprets 
and communicates technical hazard data to appropriate authorities to recommend response procedures.  Processes and 
interprets data collected from various sources to determine potential environmental and population impact following 
chemical, radiological and nuclear material emergencies.  Acts as a technical or program expert to advise various local, 
state, and federal agencies on programmatic and technical issues and actions related to environmental, radiological, and 
nuclear emergency plans and incidents. Trains local, state and federal agencies on the technical hazard emergency 
response plans, procedures, and exercises. Conducts training for federal, state, local, and non-governmental 
organizations in the operation of radiological detection equipment. Assists in the creation of emergency management 
exercises to verify plan accuracy and improve technical knowledge.  Leads and oversees the calibration, building and 
maintenance of radiological detection kits. May function as the State Radiation Safety Officer to oversee the licensing 
requirements for radiological source used for instrument calibration. Coordinates the deployment and operation of a 
mobile radiation detector to collect and analyze radiological information during pre-planned events and emergencies.  
During incidents, employees may respond to Emergency Operations Centers or Incident Command Centers to act as 
technical and programmatic knowledge expert and liaison to federal agencies.  During incidents, employees may 
respond to Department of Energy or Tennessee Valley Authority Emergency Operations Centers to act as a liaison 
between the site operations center and the Department of Military.  Facilitates the inspection and escort of radiological 
and nuclear materials in conjunction with Tennessee Highway Patrol. 
 
Competencies (KSA’s): 
Competencies: Comfort Around Higher Management                  Command Skills                    Composure                  
Customer Focus           Decision Quality                    Ethics and Values                  Functional/Technical Competency            
Informing                     Planning             Presentation Skills     Knowledge: Biology              Chemistry                    Law and 
Government             Customer and Personal Service                  Education and Training                    Transportation              
Mathematics                Mechanical                  Physics     Public Safety and SecuritySkills: Active Listening                    
Complex Problem Solving               Coordination                Instructing                   Judgment and Decision Making                 
Operation and Control                     Reading Comprehension                 Science               Time Management                 
Troubleshooting                   Abilities: Auditory Attention                 Deductive Reasoning             Inductive Reasoning              
Memorization              Oral Comprehension              Problem Sensitivity                Selective Attention                Time Sharing               
Written Comprehension    Written Expression                 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Scanner Copy Machine Printer Projector Calculators  Cell Phone Safety Equipment 
Motor Vehicles Heavy Equipment Radiation Detection Equipment Radio Communication Equipment WEB EOC 
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038346 - EMER MGMT TECH HAZARDS SPEC 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  9033 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field; and five years of full-time professional environmental, 
sustainability, or natural resource conservation program work. Substitution of Experience for Education: Qualifying full-
time experience in environmental, sustainability, natural resource conservation, radiological material, or nuclear 
material program experience may substitute for the required education, on a year-for-year basis, to a maximum of four 
years. Substitution of Education for Experience: Graduate coursework in environmental science, biology, chemistry, 
geology, physics, ecology, sustainability, or other acceptable science or natural resource related field may be substituted 
for the required experience, on a year-for-year basis, to a maximum of one year (24 semester hours is equivalent to one 
year). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions; Be willing to and able to qualify with, carry, and use assigned weapons as 
designated by the appointing authority; Be eligible to receive and maintain a security clearance in accordance with 
applicable agency regulations, as designated by the appointing authority; Be at least eighteen (18) years of age; Be a 
citizen of the United States; Have good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check as designated by the appointing authority; Not have been convicted or pleaded guilty to 
or entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any conditions, other than honorable, from any branch of the United States 
Armed Forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position as designated by the appointing authority; 
Pass a psychological evaluation administered by a licensed mental health professional that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position as designated by the appointing 
authority. Examination Method: Education and Experience, 100%, for Preferred Service positions. Determined by the 
appointing authority for Executive Service position. 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional technical hazard emergency management 
program supervisory work; or is a technical program subject matter expert who performs complex technical hazard 
program work; and performs related work as required. Distinguishing Features: This is the supervisory level classification 
in the EMER MGMT TECHNOLOGICAL HAZARD Specialist sub-series. An employee in this class is responsible for either 
the supervision of emergency management program work related to environmental, radiological, and nuclear hazards or 
functions as a subject matter expert in the field of technical hazards. An employee in this class may supervise emergency 
management program components with an emphasis on radiological safety, training, and compliance in conjunction 
with federal, state, local, and non-governmental organization stakeholders. An employee in this class may supervise 
environmental specialist staff, manage the collection and analysis of data, or act as a subject matter expert in the 
communication of technical hazard information, develop technical hazard training, and manage the operation 
radiological detection equipment. Employees in this classification who do not supervise staff must function as subject 
matter expert and must perform the most complex level of technical hazard programmatic work. This class differs from 
that of the EMER MGMT TECHNOLOGICAL HAZARDS SPECIALIST 2 in that the latter functions at the lead level and does 
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not directly supervise staff. This class differs from that of the EMER MGMT ADMINISTRATOR 1 in that the latter manages 
a single emergency management program.   
 
Work Activities: 
 Manages the response to technical hazard scenarios by overseeing and participating in the following activities: field 
testing, collecting and analyzing environmental, radiological and nuclear data, and creating situation reports related to 
the mission. Interprets and communicates technical hazard data to appropriate authorities to recommend response 
procedures. Processes and reports data collected from various sources to determine potential environmental and 
population impact following chemical, radiological and nuclear material emergencies. Manages technical or program 
experts to advise various local, state, and federal agencies on programmatic and technical issues and actions related to 
environmental, radiological, and nuclear emergency plans and incidents. Develops training material for local, state and 
federal agencies on the technical hazard emergency response plans, procedures, and exercises. Develops training for 
federal, state, local, and non-governmental organizations in the operation of radiological detection equipment. Creates 
emergency management exercises to verify plan accuracy and improve knowledge of technical hazards. Manages the 
calibration, building and maintenance of radiological detection kits. Coordinates the deployment and operation of a 
mobile radiation detector to collect and analyze radiological information during pre-planned events and emergencies. 
During incidents, employees may respond to Emergency Operations Centers or Incident Command Centers to act as the 
technical and programmatic knowledge expert and liaison to federal agencies. During incidents, employees may respond 
to Department of Energy or Tennessee Valley Authority Emergency Operations Centers to act as a liaison between the 
site operations center and the Department of Military. Manages and coordinates the inspection and escort of 
radiological and nuclear materials in conjunction with Tennessee Highway Patrol. This classification may be required to 
supervise a team of Emergency Management Environmental Specialists to facilitate the operation of Emergency 
Management technical hazard departmental programs. Manages the application and generation of federal grants and 
federal grants contracts. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams               Command Skills                 Customer Focus                  Decision Quality                
Functional/Technical Competency                        Informing               Integrity and Trust              Managing Through Systems                     
Planning                 Presentation SkillsKnowledge: Biology                   Chemistry               Law and Government                     
Customer and Personal Service                 Education and Training                  Transportation                    Mathematics                       
Administration and Management               Physics                   Public Safety and Security                       Skills: Active Listening                 
Complex Problem Solving                         Instructing              Judgment and Decision Making                 Management of 
Financial Resources                     Management of Personnel Resources                    Reading Comprehension                Science                  
Time Management             Troubleshooting                Abilities: Auditory Attention                         Deductive Reasoning                     
Inductive Reasoning                       Memorization                     Oral Comprehension                      Problem Sensitivity                        
Selective Attention                         Time Sharing                      Written Comprehension                 Written Expression           
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Scanner Copy Machine Printer Projector Calculator Cell Phone Safety Equipment 
Motor Vehicles Heavy Equipment Radiation Detection Equipment Radio Communication Equipment WEB EOC  
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062855 - EMISSIONS TESTING PRG MECHANIC 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1750 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time repair and/or maintenance of engines or 
related mechanical components and a current A.S.E. (the National Institute for Automotive Service Excellence) 
certification in automotive engine performance or medium/heavy duty truck certification in gasoline and diesel engines. 
Substitution of Education for Experience: Coursework at an accredited college or university in automotive technology, 
auto mechanics, or diesel mechanics may be substituted for required experience on a year for year basis up to two years 
and a current A.S.E. (the National Institute for Automotive Service Excellence) certificate in automotive engine 
performance or medium/heavy duty truck certification in gasoline and diesel engines, there being no substitution for 
the remaining two years of full-time repair of engines or related mechanical components. Substitution of Vocational 
Education for Experience: Coursework at an accredited technical or trades school in automotive technology, auto 
mechanics or diesel mechanics, may be substituted for the required experience on a month to month basis up to 24 
months (two years) or 2592 clock hours and a current A.S.E. (the National Institute for Automotive Service Excellence) 
certification in engine performance or medium/heavy duty truck certification in gasoline and diesel engines there being 
no substitution for the remaining two years of full-time repair of engines or related mechanical components. OR 
Graduation from an accredited college or university with an associate’s degree in automotive technology, auto 
mechanics, or diesel mechanics; experience equivalent to two years of full-time repair and/or maintenance of engines or 
related mechanical components, and a current A.S.E. (the National Institute for Automotive Service Excellence) 
certification in automotive engine performance or medium/heavy duty truck certification in gasoline and diesel engines. 
OR Possession of a certificate from an accredited technical or trades school in automotive technology, auto mechanics, 
or diesel mechanics; experience equivalent to two years of full-time repair and/or maintenance of engines or related 
mechanical components and a current A.S.E. (the National Institute for Automotive Service Excellence) certification in 
automotive engine performance or medium/heavy duty truck certification in gasoline and diesel engines. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment. Examination 
Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs automotive mechanical work of average difficulty; and performs related 
work as required.  Distinguishing Features: This is the working level class. An employee in this class performs a wide 
variety of semi-skilled and skilled automotive mechanical work and has current A.S.E. (The National Institute for 
Automotive Service Excellence) Certification in automotive engine performance or medium duty truck certification in 
gasoline engines and diesel engines. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Assists external stakeholders in diagnosing possible emission problems by: 
evaluating the vehicle, using automotive expertise, On-Board Diagnostic (OBD) scan tools, diagnostic software (such as: 
Mitchell On-Demand, internet, etc.), and other resources available.Resolving Conflicts and Negotiating with Others:    
Resolves complaints from external customers whose vehicles are not in compliance with regulations.Updating and Using 
Relevant Knowledge:    Maintains Automotive Service Excellence (ASE) certifications, (i.e. automotive gasoline engine 
performance and/or medium and heavy duty truck gasoline and diesel engines).    Reads and understands technical 
manuals pertaining to automotive emission controls.Interpreting the Meaning of Information for Others:    Interprets 
findings, results, etc. to stakeholders.    Communicates and/or presents interpretation of regulations, policies, guidance, 
etc. to stakeholders.Processing Information:    Verifies qualifying documentation for a cost or hardship waiver is 
submitted in compliance with regulations.Evaluating Information to Determine Compliance with Standards:    Diagnoses 



 TN Job Classification Specifications  
September 22, 2020 

automotive electrical and/or electronic problems by listening for atypical or unusual noises, performing visual 
inspections, and performing emission control diagnostic tests.    Evaluates cost waiver application and documentation to 
determine compliance with regulations.Training and Teaching Others:    Provides training and testing to applicants 
employed or retained by a permitted fleet operator to assist in acquiring a fleet vehicle inspector's license.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates and utilizes automotive electronic diagnostic equipment and 
engine analyzers.    Operates personal or assigned vehicles in accordance with agency policies and procedures, as well as 
all traffic laws.Communicating with Persons outside Organization:    Provides high quality outreach, including 
distribution of information, and technical assistance to stakeholders.    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.Inspecting Equipment, Structures, or Material:    Performs 
anti-tampering inspections of vehicles with cost or hardship waivers.    Performs diagnostic inspections to determine 
possible cause of vehicle emissions testing failure.    Inspects fleet self-testers’ equipment for compliance with 
regulations.    Inspects specialty vehicles to verify applicability of the vehicle to testing requirements.Performing for or 
Working Directly with the Public:    Interacts with public via the telephone, email or in person.Interacting With 
Computers:    Enters time and leave within the designated computer program in a proper and timely manner.    Uses 
various software programs such as word processing, spreadsheets, databases, etc.Documenting/Recording Information:    
Maintains records, such as, but not limited to: waivers, exemptions, diagnostic assistance, telephone call log, 
appointments, inspections, emissions test results, vehicle information, etc.Getting Information:    Obtains information 
from external stakeholders to determine the course of action necessary for compliance with vehicle emissions 
regulations.Communicating with Supervisors, Peers, or Subordinates:    Provides effective communication to supervisor 
or peers, by telephone, email, verbally, etc.Performing Administrative Activities:    Distributes documents to appropriate 
parties to ensure proper routing.    Ensures files are managed according to the Records Disposition Authorization 
(RDA).Scheduling Work and Activities:    Schedules work to allow for an effective balance of time in the office and in the 
field, to ensure efficient and effective customer service. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Technical Learning    Decision Quality    
Customer Focus    Conflict Management    Personal Learning    Presentation Skills    Time Management    Written 
Communication    Timely Decision Making    Priority Setting    Approachability    Organizational Agility    Comfort around 
Higher ManagementKnowledge:    Computers and Electronics    Mechanical    ClericalSkills:    Complex Problem Solving    
Troubleshooting    Speaking    Reading Comprehension    Writing    Active Learning    Social PerceptivenessAbilities:    
Deductive Reasoning    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Auditory 
Attention    Hearing Sensitivity    Sound Localization 
 
Tools and Equipment Used: 
    Diagnostic test equipment/Automotive electronic testing equipment (such as oscilloscopes and engine analyzers)    
Hand Tools    Jacks    Chain Hoists    Air Wrenches    Grease Racks    Arc Welders and Cutting Torches    Drill Presses    
Brake Lathes, Milling Machines, and Grinders    Battery Chargers 
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078432 - EMP COUNSELOR 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4462 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related acceptable field and experience equivalent to one year of full-time professional 
employment counseling, or closely related work; qualifying full-time professional experience in employment counseling, 
other closely related field may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years; additional pertinent graduate coursework in a social or behavioral science or other related acceptable field may 
be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional employment counseling work of average difficulty 
in local employment service offices; and performs related work as required.Distinguishing Features: ,This is the working 
class in the Emp Counselor sub-series. An employee in this class exercises judgement in selecting cases and in applying 
counseling principles and techniques within guidelines provided by agency policy and procedures. The employee 
counsels with job applicants and assists them in overcoming barriers preventing employment. Work involves conducting 
personal interviews, administering, and evaluating proficiency and aptitude test scores, evaluating applicants' work skills 
and abilities, counseling applicants in pinpointing and developing realistic vocational goals, and referring applicants to 
appropriate training and educational programs, supportive service agencies, and employers. This class is flexibly staffed 
with and differs from that of Emp Counselor 1 in that an incumbent of the latter acts in a training capacity under 
immediate supervision and is responsible for counseling work of routine difficulty. 
 
Work Activities: 
1. Counsels applicants such as handicapped persons, family assistance recipients, displaced older workers, and 
homemakers and school dropouts who are having job choice or adjustment problems to identify factors influencing 
these problems.2. Evaluates applicants' strengths and weaknesses in attaining employment; assists applicants in 
pinpointing and establishing both immediate and long-range vocational goals.3. Refers applicants to appropriate 
education and training programs such as vocational and technical schools or funded on-the-job training programs; refers 
applicants, as needed, to public and private supportive service agencies such as mental health centers, health clinics, 
and other governmental agencies offering rehabilitation services or temporary financial assistance.4. Follows up on all 
referrals of applicants by telephone or through personal contact to determine applicant satisfaction and the success of 
the placement.5. Maintains extensive and detailed confidential written narratives of all contacts made and counseling 
services provided to applicants; prepares training contracts and completes a variety of employment security statistical 
documents required by federal reporting guidelines.6. Administers, scores, and interprets aptitude, proficiency and 
interest inventory test results to accurately determine applicant capabilities and interests that will aid in attaining job 
placement.7. May speak to local community groups and schools to inform the public about the variety of employment 
service programs available to them through employment security offices. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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078451 - EMP PROGRAM SPECIALIST 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4509 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time administrative work.  Substitution of Experience for Education: Additional experience 
in any of the following fields may substitute for the required education on a year for year basis to a maximum of four 
years (one year of experience is equivalent to 45 undergraduate quarter hours): business administration, customer 
service, public relations, government agency or workforce development. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional analytic work of average difficulty; assists in the 
planning, coordination, and analysis of operations for employment service programs; performs related work as required. 
Distinguishing Features:  This is the entry-working level class in the Employment Program Specialist sub-series.  An 
employee in this class assists higher level Employment Program Specialists in the planning and management of 
employment programs. In some settings, Employment Program Specialist 1s are responsible for coordinating public 
relations projects or responding to Equal Employment Opportunity complaints. This class differs from the Employment 
Program Specialist 2 class in that an incumbent of the latter is responsible for planning and managing a statewide 
employment program of limited scope (e.g., Test Utilization, Special Applicant Services, Rural Manpower). 
 
Work Activities: 
Training and Teaching Others:    Provide education, training and technical assistance to internal and external clients 
regarding agency programs and services. Analyzing Data or Information:    Gathers and compares statistical and 
programmatic data.    Identifies objectives and gathers background information needed for planning a specific agency 
program.Scheduling Work and Activities:    Assist with facilitating of scheduling events, programs, and activities, as well 
as the work of others with agency programs. Communicating with Persons Outside Organization:    Speaks to audiences 
to present information or introduce other presenters.    May coordinate public relations projects in conjunction with the 
marketing of a specific agency program by researching and establishing contacts with public and private entities. 
Evaluating Information to Determine Compliance with Standards:    Conduct reviews of a specific agency program to 
determine compliance with Federal regulations, State laws, and departmental policies and procedures.    Examines 
computer reports, and other source documents to determine accuracy and conformity to departmental policies and 
procedures.    Verifies the appropriateness and completeness of information provided by clients seeking to utilize 
agency services by assuring that information received is in accordance with Federal regulations, State laws and agency 
policies.    Reviews documents, forms, and computer reports to verify that policies and procedures have been followed 
and to correct any errors in program data. Performing for or Working Directly with the Public:    Makes arrangements for 
speakers, facilities, and equipment needed for a presentation; prepares narrative or outline of information to be 
presented. Provide Consultation and Advice to Others:    Provides information and resolves problems relevant to a 
particular agency program administered by the Department Labor and Workforce Development to include researching 
records, policies and procedure to obtain information needed to resolve problems. Developing Objectives and 
Strategies:    May coordinate a specific agency program by setting up meetings and identifying resources needed 
through various communication with employers and agency partners. Resolving Conflicts and Negotiating with Others:    
Negotiates with various parties for the resolution of problems or the provision of services to clients. Guiding, Directing, 
and Motivating Subordinates:    May supervise Employment Program staff.    Provides continuous feedback to 
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employees, including two interim reviews per cycle.    Daily coaches employees for continuous improvement, individual 
growth, and career development.    Discusses performance ratings and specific strengths and weaknesses with 
employees.    May recommend disciplinary actions when necessary and in accordance with department procedures and 
state policies to managerial staff. Organizing, Planning, and Prioritizing Work:    Outlines the steps that are necessary to 
complete a program objective. Thinking Creatively:    May develop, design, or create ideas, relationships, or products, 
including artistic contributions in relation to the delivery of agency program services. Performing Administrative 
Activities:    Drafts and or designs for forms required in program operations.    May perform day-to-day administrative 
tasks such as entering and approving leave and attendance of subordinates. Processing Information:    Researches 
records, policies and procedure to obtain information needed to resolve problems or respond to inquiries.    May 
develop and administer survey questionnaires to identify public relations topics of interest. Communicating with 
Supervisors, Peers, or Subordinates:    Drafts correspondence to notify departmental directors and affected parties of 
steps taken to resolve problems and or complaints. Coordinating the Work and Activities of Others:    May coordinate 
the work and activities of others to accomplish tasks of a specific agency program. Documenting/Recording Information:    
Gathers information for pertinent parties in order to improve, recommend or update processes for program service 
delivery. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies                                Problem Solving                     Technical Learning                           
Organizing                               Planning                    Presentation Skills                                 Written Communications                     
Customer Focus                      Listening  Knowledge:    Administration and Management                       Clerical                      
Communications and Media                               Computers and Electronics                                 Customer and Personal 
Service  Skills:    Active Learning                      Active Listening                     Critical Thinking                    Learning Strategies                            
Monitoring                               Reading Comprehension                      Writing    Coordination                           Instructing    
Time Management     Abilities:    Category Flexibility                              Deductive Reasoning                            Inductive 
Reasoning                             Information Ordering                            Mathematical Reasoning                      Memorization                          
Number Facility                      Oral Comprehension                             Oral Expression                      Written Comprehension           
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078452 - EMP PROGRAM SPECIALIST 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4473 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of state employment program services work. Substitution of Experience for Education: 
Additional experience in any of the following fields may substitute for the required education on a year for year basis to 
a maximum of four years (one year of experience is equivalent to 45 undergraduate quarter hours): (1) providing state 
unemployment or employment program services; OR (2) accounting or auditing work. OR Two years of experience as an 
Employment Program Specialist for the Tennessee Department of Labor and Workforce Development. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Workforce Services planning and coordination work 
of average difficulty; performs related work as required. Distinguishing Features: An employee in this class is responsible 
for the planning and management of a statewide employment program of limited scope (e.g., Test Utilization, Special 
Applicant Services, Rural Manpower). This class differs from the Emp Program Specialist 1 class in that an incumbent of 
the latter is responsible for assisting higher level Emp Program Specialists in the planning and management of a 
statewide employment program. This class differs from the Emp Program Specialist 3 class in that an incumbent of the 
latter is responsible for planning and managing a broad based statewide employment program (e.g., Client Services, 
Veterans Services, Food Stamp Job Training and Placement). 
 
Work Activities: 
Training and Teaching Others:    Provide education, training and technical assistance to internal and external clients 
regarding specific agency programs and services.Evaluating Information to Determine Compliance with Standards:    
Conduct reviews of a specific agency program to determine compliance with Federal regulations, State laws, and 
departmental policies and procedures; examines computer reports, and other source documents to determine accuracy 
and conformity to departmental policies and procedures.    Verifies the appropriateness and completeness of 
information provided by clients seeking to utilize agency services by assuring that information received is in accordance 
with Federal regulations, State laws and agency policies.    Reviews documents, forms, and computer reports to verify 
that policies and procedures have been followed and to correct any errors in program data. Resolving Conflicts and 
Negotiating with Others:    Negotiates with various parties for the resolution of problems or the provision of services to 
clients. Analyzing Data or Information:    May compare program cost data to program budget to identify budget 
variances; recommends to departmental directors changes in fiscal operation or program operation that will correct 
budget variances or improve program effectiveness.    Gathers and compares statistical and programmatic data.    May 
compare program goals to overall performance to evaluate the program effectiveness.    Identifies objectives and 
gathers background information needed for planning a program. Communicating with Supervisors, Peers, or 
Subordinates:    Drafts correspondence to notify departmental directors and affected parties of steps taken to resolve 
problems and or complaints. Developing Objectives and Strategies:    Coordinating a specific agency program by setting 
up meetings and identifying resources needed through various communication with employers and agency partners. 
Scheduling Work and Activities:    Assist with facilitating of scheduling events, programs, and activities, as well as the 
work of others with agency programs. Guiding, Directing, and Motivating Subordinates:    Discusses performance ratings 
and specific strengths and weaknesses with employees.    May recommend disciplinary actions when necessary and in 
accordance with department procedures and state policies to managerial staff.    Provides continuous feedback to 
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employees, including two interim reviews per cycle.    Daily coaches employees for continuous improvement, individual 
growth, and career development. Provide Consultation and Advice to Others:    Provides information and resolves 
problems relevant to a particular agency program administered by the Department Labor and Workforce Development 
to include researching records, policies and procedure to obtain information needed to resolve problems.Thinking 
Creatively:    Developing, designing, or creating ideas, relationships, or products, including artistic contributions in 
relation to the delivery of agency program services. Performing for or Working Directly with the Public:    Makes 
arrangements for speakers, facilities, and equipment needed for a presentation; prepares narrative or outline of 
information to be presented. Communicating with Persons Outside Organization:    Speaks to audiences to present 
information concerning program services or introduce other presenters.    May coordinate public relations projects in 
conjunction with the marketing of agency programs by researching and establishing contacts with public and private 
entities. Processing Information:    Researches records, policies and procedure to obtain information needed to resolve 
problems or respond to inquiries.    Develops and administers survey questionnaires to identify public relations topics of 
interest. Documenting/Recording Information:    Gathers information for pertinent parties to improve, recommend or 
update processes for program service delivery. Organizing, Planning, and Prioritizing Work:    Outlines the steps that are 
necessary to complete program objectives. Performing Administrative Activities:    Drafts designs for forms required in 
program operations.    Performing day-to-day administrative tasks such entering and approving leave and attendance of 
subordinates. Coordinating the Work and Activities of Others:    May supervise other Employment Program staff and 
evaluates employees' performance in accordance with the established written performance plan.    Coordinating the 
work and activities of others to accomplish tasks of a specific agency program. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                   Decision Quality                     Functional/Technical Competencies                                
Problem Solving    Informing                                 Managing Through Systems                                Planning                    Priority 
Setting                        Process Management                            Timely Decision Making       Listening                   Managing 
Diversity                               Motivating Others  Knowledge:    Administration and Management                       Clerical                      
Communications and Media                               Customer and Personal Service                          Law and Government                            
Sales and Marketing  Skills:    Active Learning                      Active Listening                     Critical Thinking                    Learning 
Strategies                                Mathematics                            Monitoring                               Reading Comprehension                      
Writing Abilities:    Oral Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078453 - EMP PROGRAM SPECIALIST 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4479 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of state employment program services work, of which one year must involve planning, 
developing, or implementing a state employment program(s). Substitution of Experience for Education: Additional 
experience in any of the following fields may substitute for the required education on a year for year basis to a 
maximum of four years (one year of experience is equivalent to 45 undergraduate quarter hours): (1) providing state 
unemployment or employment program services; OR (2) accounting or auditing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Workforce Services planning and coordination work 
of considerable difficulty and supervisory work of average difficulty; performs related work as required. Distinguishing 
Features: An employee in this class is responsible for the planning and management of a broad based statewide 
employment program (e.g., Client Services, Veterans Services, Food Stamp Job Training and Placement). This class differs 
from Emp Program Specialist 2 in that an incumbent of the latter is responsible for overseeing a statewide employment 
program of limited scope (e.g., Test Utilization, Special Applicant Services, Rural Manpower). This class differs from the 
Emp Program Specialist 4 class in that an incumbent of the latter is responsible for overseeing the planning and 
management of multiple statewide employment programs.OR                          Three years of experience as an 
Employment Program Specialist for the Tennessee Department of Labor and Workforce Development. 
 
Work Activities: 
Monitoring and Controlling Resources:    Develops and compares program cost data to program budget to identify 
budget variances; recommends to departmental directors changes in fiscal operation or program operation that will 
correct budget variances or improve program effectiveness.    Manages the development and compares program goals 
to overall performance to evaluate the program effectiveness. Training and Teaching Others:    Provide education, 
training and technical assistance to internal and external clients regarding agency programs and services. Coordinating 
the Work and Activities of Others:    Manages the work and activities of others to accomplish tasks of state wide agency 
programs.    Manages other Employment Program staff and evaluates employees' performance in accordance with the 
established written performance plan. Developing Objectives and Strategies:    Manages the coordination of state wide 
agency programs by setting up meetings and identifying resources needed through various communication with 
employers and agency partners. Evaluating Information to Determine Compliance with Standards:    Manages reviews of 
state wide agency programs to determine compliance with Federal regulations, State laws, and departmental policies 
and procedures; examines computer reports, and other source documents to determine accuracy and conformity to 
departmental policies and procedures.    Reviews documents, forms, and computer reports to verify that policies and 
procedures have been followed and to correct any errors in program data.    Verifies the appropriateness and 
completeness of information provided by clients seeking to utilize agency services by assuring that information received 
is in accordance with Federal regulations, State laws and agency policies. Analyzing Data or Information:    Identifies 
objectives and gathers background information needed for planning a state wide program.    Gathers and compares 
statistical and programmatic data. Communicating with Supervisors, Peers, or Subordinates:    Talks with directors and 
other departmental staff to identify specific public relations or training topics needed.    May review and edit 
correspondence to notify departmental directors and affected parties of steps taken to resolve problems and or 
complaints. Provide Consultation and Advice to Others:    Provides information and resolves problems relevant to a 



 TN Job Classification Specifications  
September 22, 2020 

particular agency program administered by the Department Labor and Workforce Development to include researching 
records, policies and procedure to obtain information needed to resolve problems. Judging the Qualities of Things, 
Services, or People:    Assist in the development of performance evaluations of subordinates.    Conducts performance 
evaluations of subordinates.Guiding, Directing, and Motivating Subordinates:    Daily coaches employees for continuous 
improvement, individual growth, and career development.    Discusses performance ratings and specific strengths and 
weaknesses with employees.    Supervises Employment Program staff.    Provides continuous feedback to employees, 
including two interim reviews per cycle.    May recommend or assist in disciplinary actions when necessary and in 
accordance with department procedures and state policies to higher level management. Documenting/Recording 
Information:    May gather information for pertinent parties to improve, recommend or update processes for program 
service delivery. Communicating with Persons Outside Organization:    Manages the planning and implementation of 
public relations projects and broad based training programs (i.e., dealing with a large number of participants or with a 
subject matter of significant consequence to agency operations).    Speaks to audiences to present information or 
introduce other presenters.    Manages the coordination of public relations projects in conjunction with the marketing of 
agency programs by researching and establishing contacts with public and private entities. Organizing, Planning, and 
Prioritizing Work:    Outlines the steps that are necessary to complete program objectives. Resolving Conflicts and 
Negotiating with Others:    Negotiates with various parties for the resolution of problems or the provision of services to 
clients. Thinking Creatively:    Developing, designing, or creating ideas, relationships, or products, including artistic 
contributions in relation to the delivery of agency program services. Processing Information:    Researches records, 
policies and procedure to obtain information needed to resolve problems or respond to inquiries.    Develops and 
administers survey questionnaires to identify public relations topics of interest. Scheduling Work and Activities:    May 
assist with facilitating events, programs, and activities, as well as the work of others with agency programs. Performing 
Administrative Activities:    Review and approves drafts and designs for forms required in program operations.    
Performs day-to-day administrative tasks such as entering and approving leave and attendance of 
subordinates.Performing for or Working Directly with the Public:    Makes arrangements for speakers, facilities, and 
equipment needed for a presentation; prepares narrative or outline of information to be presented. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                   Decision Quality                     Functional/Technical Competencies                                
Problem Solving    Informing                                 Managing Through Systems                                Planning                    Priority 
Setting                        Process Management                            Timely Decision Making       Listening                   Managing 
Diversity                               Motivating Others Knowledge:    Administration and Management                       Clerical                      
Communications and Media                               Customer and Personal Service                          Law and Government                            
Sales and Marketing Skills:    Active Learning                      Active Listening                     Critical Thinking                    Learning 
Strategies                                Mathematics                            Monitoring                               Reading Comprehension                      
Writing Abilities:    Oral Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078454 - EMP PROGRAM SPECIALIST 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4488 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of state employment program services work, of which two years must involve planning, 
developing, or implementing a state employment program(s). Substitution of Experience for Education: Additional 
experience in any of the following fields may substitute for the required education on a year for year basis to a 
maximum of four years (one year of experience is equivalent to 45 undergraduate quarter hours): (1) providing state 
unemployment or employment program services; OR (2) accounting or auditing work.OR Four years of experience as an 
Employment Program Specialist for the Tennessee Department of Labor and Workforce Development. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional Workforce Services planning, coordination, and supervisory 
work of considerable difficulty; performs related work as required. Distinguishing Features: An employee in this class is 
responsible for overseeing the planning and management of multiple statewide employment programs (e.g., Test 
Utilization, Rural Manpower, Alien Employment Certification, Food Stamp Job Training and Placement, Veterans 
Services). This class differs from the Emp Program Specialist 3 class in that an incumbent of the latter is responsible for 
the planning and management of a single statewide employment program. 
 
Work Activities: 
Documenting/Recording Information:    May gather information for pertinent parties to improve, recommend or update 
processes for program service delivery.Training and Teaching Others:    Provide education, training and technical 
assistance to internal and external clients regarding agency programs and services.Judging the Qualities of Things, 
Services, or People:    Develops performance plans for performance evaluations of subordinates. Monitoring and 
Controlling Resources:    Develops and compares program cost data to program budget to identify budget variances; 
recommends to departmental directors changes in fiscal operation or program operation that will correct budget 
variances or improve program effectiveness.    Directs the development and compares program goals to overall 
performance to evaluate the program effectiveness. Evaluating Information to Determine Compliance with Standards:    
Directs reviews of state wide agency programs to determine compliance with Federal regulations, State laws, and 
departmental policies and procedures; examines computer reports, and other source documents to determine accuracy 
and conformity to departmental policies and procedures.    Verifies the appropriateness and completeness of 
information provided by clients seeking to utilize agency services by assuring that information received is in accordance 
with Federal regulations, State laws and agency policies.    Reviews documents, forms, and computer reports to verify 
that policies and procedures have been followed and to correct any errors in program data. Guiding, Directing, and 
Motivating Subordinates:    Daily coaches employees for continuous improvement, individual growth, and career 
development.    Reviews and discusses performance ratings and specific strengths and weaknesses with employees.    
Directs Employment program staff in accordance to program and departmental policy, rules and regulation.    Provides 
continuous feedback to employees, including two interim reviews per cycle.    May administer disciplinary actions when 
necessary and in accordance with department procedures and state policies. Communicating with Supervisors, Peers, or 
Subordinates:    Talks with directors and other departmental staff to identify specific public relations or training topics 
needed.    May review and edit correspondence to notify departmental directors and affected parties of steps taken to 
resolve problems and or complaints. Analyzing Data or Information:    Identifies objectives and gathers background 
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information needed for planning a state wide program.    Gathers and compares statistical and programmatic data. 
Coordinating the Work and Activities of Others:    Directs the work and activities of others to accomplish tasks of state 
wide agency programs.    Directs other Employment Program staff and evaluates employees' performance in accordance 
with the established written performance plan. Developing Objectives and Strategies:    Directs the coordination of state 
wide agency programs by setting up meetings and identifying resources needed through various communication with 
employers and agency partners. Provide Consultation and Advice to Others:    Provides information and resolves 
problems relevant to a particular agency program administered by the Department Labor and Workforce Development 
to include researching records, policies and procedure to obtain information needed to resolve problems. 
Communicating with Persons Outside Organization:    Directs the planning and implementation of public relations 
projects and broad based training programs (i.e., dealing with a large number of participants or with a subject matter of 
significant consequence to agency operations).    Speaks to audiences to present information or introduce other 
presenters.    Directs the coordination of public relations projects in conjunction with the marketing of agency programs 
by researching and establishing contacts with public and private entities. Organizing, Planning, and Prioritizing Work:    
Outlines the steps that are necessary to complete program objectives. Performing Administrative Activities:    Review 
and approves drafts and designs for forms required in program operations.    Performs day-to-day administrative tasks 
such as entering and approving leave and attendance of subordinates. Processing Information:    Researches records, 
policies and procedure to obtain information needed to resolve problems or respond to inquiries.    Develops and 
administers survey questionnaires to identify public relations topics of interest. Scheduling Work and Activities:    May 
assist with facilitating events, programs, and activities, as well as the work of others with agency programs. Performing 
for or Working Directly with the Public:    Makes arrangements for speakers, facilities, and equipment needed for a 
presentation; prepares narrative or outline of information to be presented. Resolving Conflicts and Negotiating with 
Others:    Negotiates with various parties for the resolution of problems or the provision of services to clients. Thinking 
Creatively:    Developing, designing, or creating ideas, relationships, or products, including artistic contributions in 
relation to the delivery of agency program services. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                   Decision Quality                     Functional/Technical Competencies                                
Problem Solving    Informing                                 Managing Through Systems                                Planning                    Priority 
Setting                        Process Management                            Timely Decision Making       Listening                   Managing 
Diversity                               Motivating Others Knowledge:    Administration and Management                       Clerical                      
Communications and Media                               Customer and Personal Service                          Law and Government                            
Sales and Marketing  Skills:    Active Learning                      Active Listening                     Critical Thinking                    Learning 
Strategies                                Mathematics                            Monitoring                               Reading Comprehension                      
Writing Abilities:    Oral Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078423 - EMP SECURITY INTERVIEWER SUPV 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4541 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional employment interviewing, employment counseling, or business 
management work, or personnel, unemployment insurance, social services, legal or labor or industrial relations 
managerial or administrative work. Substitution of Education for Experience: Qualifying graduate coursework in a social 
or behavioral science or other acceptable field may be substituted for the required experience, on a year-for-year basis, 
to a maximum of one year.OR  Two years of full-time increasingly responsible professional employment security 
interviewing or counseling experience. Substitution of Experience for Education: Qualifying full-time professional 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional employment security interviewing and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
supervises a small unit of employees of lower classification engaged in interviewing members of the public who are 
either seeking employment or applying for unemployment insurance benefits. This class differs from that of 
Unemployment Claims Agent in that an incumbent of the latter performs interviewing tasks at the working-level. This 
class differs from that of Employment Security Manager 1 in that an incumbent of the latter assists in assigning, training, 
supervising, and evaluating a relatively large and complex local employment security office staff and assists in the 
planning and development of local office service goals and objectives, budget documents, and policy and procedure; 
acts as a full manager for a small unemployment insurance reporting office; or supervises a major unit within a very 
large and complex metropolitan unemployment insurance office.  
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Explain existing departmental, state, and federal rules and 
regulations to staff and members of the general public to resolve any questions about these regulations.    Enforce 
departmental policy and procedures for operation and function within areas of authority. Updating and Using Relevant 
Knowledge:    Ensure conformance to guidelines and consistency in the services provided.Communicating with 
Supervisors, Peers, or Subordinates:    May train a small unit of Unemployment Claims Agents.    Supervises and 
evaluates a small unit of Unemployment Claims Agents.    May assign work to a small unit of Unemployment Claims 
Agents and clerical employees.Performing Administrative Activities:    Reviews and maintains employee evaluation 
forms, employer leave and attendance forms.    Supervises, reviews and participates in the preparation and 
maintenance of employment security records and reports such as unemployment insurance claim forms, job 
applications, statistical documents, and forms documenting office service goals.    Assist staff members during times of 
peak workload.Documenting/Recording Information:    May input critical documentation into a computer terminal to 
keep claimant information as accurate and current as possible.Communicating with Persons Outside Organization:    
May interview unemployment insurance claimants and determine their eligibility to receive benefits.    May contact 
employers and community leaders and groups in person or over the telephone to promote employment services and 
develop potential job sources or to verify unemployment insurance work history information so that accurate eligibility 
determinations can be made.    Make determinations on the most appropriate jobs, training programs or counseling 
services for applicants and refer applicants to these jobs or services.Getting Information:    May interview job applicants, 
obtain pertinent work history information.  
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Competencies (KSA’s): 
"Competencies:    Ethics and Values    Time Management    Customer Focus    Organizing    Written Communications    
Approachability    Fairness to Direct Reports    Decision Quality    Directing Others    Conflict Management    Problem 
Solving    Informing    Planning    Confronting Direct Reports    Composure    Interpersonal Savvy    Motivating Others    
Patience    Functional/Technical Competencies    Action Oriented    Caring About Direct Reports    Humor    Integrity and 
Trust    ListeningKnowledge:    Administrative and Management    Personnel and Human Resources    Customer and 
Personal Service    Career and Guidance    Law and Government    Education and Training    Sales and Marketing    
Communications and Media    Clerical    Public Safety and Security    Psychology    Economics and Accounting    Sociology 
and Anthropology    Mathematics        Skills:    Speaking    Active Listening    Reading and Comprehension    Writing    Time 
Management    Active Learning    Critical Thinking    Monitoring    Complex Problem Solving    Judgment and Decision 
Making    Management of Personnel Resources    Learning Strategies    Coordination    Instructing    Negotiation    
Management of Financial Resources    Management of Material Resources    Persuasion    Quality Control of Analysis 
Services/Processes    Service Orientation    Social Perceptiveness    Systems Analysis    Systems Evaluation    
Troubleshooting    MathematicsAbilities:    Written Expression    Written Comprehension    Oral Comprehension    Oral 
Expression    Originality    Problem Sensitivity    Time Sharing    Deductive Reasoning    Fluency of Ideas    Inductive 
Reasoning    Selective Attention    Memorization    Category Flexibility    Information Ordering    Speed of Closure    
Visualization" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner    Motor Vehicle    Cellular Phone    Printer    Copier Machine 
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078471 - EMP SECURITY MANAGER 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4334 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time professional work.Substitution of Education for Experience: Graduate course work 
credit received from an accredited college or university in public administration, business administration, psychology, 
education administration, counseling, industrial training, and/or industrial education may substitute for the required 
experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience).ORThree years of full-
time professional employment security experience with the State of Tennessee.  Substitution of Experience for 
Education: Qualifying professional experience may substitute for the required education to a maximum of four years 
(e.g., experience equivalent to one year of full-time professional work may substitute for one year of the required 
education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional supervisory work of average difficulty acting as an 
assistant manager over a large and complex local Employment Security office staff, acting as a full-time manager for a 
small Employment Security office, or supervising a major unit within a very large and complex metropolitan Employment 
Security office; and performs related work as required.Distinguishing Features: An employee in this class manages 
Employment Security office activities such as employment interviewing and counseling, claims-taking, job referral, and 
employer contacts. Work involves analyzing and evaluating labor market information and preparing estimates of office 
work load, budget needs, and planning and developing office service goals. This class differs from that of an Emp 
Security Interviewer Supv in that an incumbent of the latter supervises a small unit of interviewers. This class differs 
from that of Emp Security Manager 2 in that an incumbent of the latter exercises supervision over a moderate-sized 
local Employment Security office staff, or acts as the assistant manager for a very large and complex metropolitan 
Employment Security office." 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Resolves complaints from clients, employers, or the public.Guiding, 
Directing, and Motivating Subordinates:    Establishes job performance plans and evaluates the performance of staff.    
Counsels staff or takes other appropriate action to correct performance problems, resolve disputes, or 
motivate.Interpreting the Meaning of Information for Others:    Explains departmental, state, and federal regulations 
and guidelines.Communicating with Supervisors, Peers, or Subordinates:    Supervises local Employment Security office 
staff: observes and reviews work of staff to ensure that correct policies and procedures are followed.Staffing 
Organizational Units:    Interviews candidates for vacant positions and makes hiring recommendations.Evaluating 
Information to Determine Compliance with Standards:    Reviews overall operations of the local office, as well as 
relevant policies and procedures to identify problems and makes recommendations to improve the efficiency, 
productivity, and quality of operations and services.    Ensures that new programs are implemented according to state 
and federal policies and procedures.Training and Teaching Others:    Identifies staff training needs and provides training 
and technical assistance to staff.Communicating with Persons Outside Organization:    Maintains extensive personal 
contacts with employers, applicants and other members of the public.    Provides information to the public about 
Employment Security programs.    Contacts employers to promote Employment Security services.    Makes oral 
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presentations at businesses, job fairs, and other public functions to provide information on Employment Security 
services (e.g., unemployment insurance, job service, veteran's assistance).    Answers questions about Employment 
Security programs through phone, person, or letter correspondence.Coordinating the Work and Activities of Others:    
Delegates assignments and sets priorities on work to be done to ensure that service goals are met.    Supervises the 
preparation and maintenance of employment security records and reports.Performing Administrative Activities:    Plans 
and develops local office service goals and budget documents.    Coordinates the maintenance of facilities, equipment 
and supplies for the local office.    Supervises the preparation and maintenance of employment security records and 
reports.    Approves and ensures the storage of employee travel expense and time and attendance records.    Ensures 
the proper storage and retention of employee performance evaluation reports.Documenting/Recording Information:    
Updates and maintains extensive computer and hard copy files and reports of job service and unemployment insurance 
activities.Getting Information:    May interview job service applicants or unemployment insurance claimants during 
periods of peak work load to assist staff members in timely completion of their work. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Directing Others    Organizing    Customer Focus    Functional/Technical 
Competencies    Time Management    Conflict Management    Fairness to Direct Reports    Planning    Problem Solving    
Composure    Managing Diversity    Approachability    Decision Quality    Presentation Skills    Written Communications    
Interpersonal Savvy    Motivating OthersKnowledge:    Administrative and Management    Personnel and Human 
Resources    Customer and Personal Service    Career and Guidance    Law and Government    Education and Training    
Sales and Marketing    Communications and Media    Clerical    Public Safety and Security    Psychology    Economics and 
Accounting    Sociology and Anthropology    MathematicsSkills:    Speaking    Active Listening    Reading and 
Comprehension    Writing    Time Management    Active Learning    Critical Thinking    Monitoring    Complex Problem 
Solving    Judgment and Decision Making    Management of Personnel Resources    Learning Strategies    Coordination    
Instructing    Negotiation    Management of Financial Resources    Management of Material Resources    Persuasion    
Quality Control of Analysis Services/Processes    Service Orientation    Social Perceptiveness    Systems Analysis    Systems 
Evaluation    Troubleshooting    MathematicsAbilities:    Written Expression    Written Comprehension    Oral 
Comprehension    Oral Expression    Originality    Problem Sensitivity    Time Sharing    Deductive Reasoning    Fluency of 
Ideas    Inductive Reasoning    Selective Attention    Memorization    Category Flexibility    Information Ordering    Speed 
of Closure    Visualization 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner    Motor Vehicle    Cellular Phone    Printer    Copier Machine 
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078472 - EMP SECURITY MANAGER 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4335 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work, including at least one year of supervisory experience. Substitution 
of Education for Experience: Graduate course work credit received from an accredited college or university in public 
administration, business administration, psychology, education administration, counseling, industrial training, and/or 
industrial education may substitute for the required experience on a year-for-year basis to a maximum of two years, 
there being no substitution for the required one year of supervisory experience (e.g., 36 graduate quarter hours in one 
or a combination of the above listed fields may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying professional experience may substitute for the required education to a maximum 
of four years (e.g., experience equivalent to one year of full-time professional work may substitute for one year of the 
required education).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional supervisory work of average difficulty in managing 
a moderate-sized local Workforce Development office staff or assisting in managing a very large and complex 
metropolitan Workforce Development office; and performs related work as required. Distinguishing Features: An 
employee in this class manages Workforce Development office activities such as employment interviewing and case 
management, job referral, and employer contacts. Work involves analyzing and evaluating labor market information and 
preparing estimates of office work load, budget needs, and planning and developing office service goals. This class 
differs from that of an Employment Security  Manager 1 in that an incumbent of the latter acts as an assistant manager 
in a large Workforce Development local office, acts as a full-time manager for a small Workforce Development office, or 
supervises a major unit within a very large metropolitan Workforce Development office. This class differs from that of 
Employment Security Manager 3 in that an incumbent of the latter is responsible for managing a district of workforce 
development local offices in the state." 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Receives, handles and resolves complaints from clients, employers, 
staff and the public.Staffing Organizational Units:    Recruits, interviews, selects, hires, and promotes 
employees.Coordinating the Work and Activities of Others:    Ensures that new programs are implemented according to 
state and federal policies and procedures.    Effectively delegates assignments and sets priorities on work to be done to 
ensure that service goals are met within offices or units.    Effectively makes recommendations to improve the efficiency, 
productivity, and quality of operations and services.Evaluating Information to Determine Compliance with Standards:    
Uses relevant information to determine whether events or processes comply with laws, regulations, or 
standards.Monitoring and Controlling Resources:    Monitors and controls budgetary resources within fiscal 
guidelines.Developing and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team 
members.Interpreting the Meaning of Information for Others:    Explains and interprets program guidelines to staff, 
clients and others concerning various programs, policies, rules, and regulations.Making Decisions and Solving Problems:    
Analyzes information and evaluates results to choose the best solution and solve problems.Guiding, Directing, and 
Motivating Subordinates:    Develops, reviews and evaluates the job performance process of subordinates.    Observes 
and reviews work of staff to ensure that correct policies and procedures are followed.    Utilizes motivational techniques 
to provide guidance and direction to subordinates.Coaching and Developing Others:    Coaching, mentoring, training, 
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counseling or otherwise assisting staff to enhance their knowledge or abilities in order to improve job performance.    
Identifies the developmental needs of employees.Communicating with Supervisors, Peers, or Subordinates:    Effectively 
and consistently communicates with supervisor for reporting requirements, providing feedback, and activities and 
events within the course of duties.    Effectively and consistently communicates with peers and/or subordinates to build 
and maintain teamwork, partnerships, and cooperation between coworkers and offices.Analyzing Data or Information:    
Analyzes client and program information to determine the most appropriate customized solution for multiple program 
areas and offices.Scheduling Work and Activities:    Delegates assignments and sets priorities to ensure that service goals 
are met.Developing Objectives and Strategies:    Establishes long-range objectives and specifies the strategies and 
actions to achieve them.Organizing, Planning, and Prioritizing Work:    Individually develops specific goals and plans to 
prioritize, organize, and accomplish work assignments.Performing for or Working Directly with the Public:    Maintains 
extensive personal contacts with employers, applicants and other members of the public.    Provides professional 
customer service to every client, both internal and external.    Provides information to the public about labor and 
workforce development programs.    Makes oral presentations at businesses, career events and other public functions.    
Contacts employers to promote workforce development services.Updating and Using Relevant Knowledge:    Keeps up-
to-date technically and applying new knowledge to your position.Thinking Creatively:    Develops, designs, or creates 
new applications, ideas, relationships, systems, or products, including artistic contributions.Documenting/Recording 
Information:    Maintains extensive program records and reports to keep accurate statistical data for federal and internal 
reporting requirements.    Enters and updates information into relevant systems to update records and 
databases.Communicating with Persons Outside Organization:    Uses effective communication to provide outreach to 
employers, community leaders and groups to promote Career Center services and develop potential job sources.    
Communicates with employers to post their job announcements and gather results of recruitment process.    May 
contact employers or educational institutions to verify client information for various programs.Getting Information:    
Uses multiple resources to observe, receive, and otherwise obtain pertinent information.Performing Administrative 
Activities:    Generates and responds to various types of correspondence in a timely manner.    Routinely reviews and 
approves attendance and leave records, travel and expense reports and procurement requests.    Performs day-to-day 
administrative tasks such as maintaining information files and processing paperwork.Interacting With Computers:    
Maintains proficient computer skills for the successful operation of programs.Inspecting Equipment, Structures, or 
Material:    Inspects equipment, structures, or materials to identify the cause of errors or other problems or defects. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Ethics and Values    Directing Others    Listening    Written Communications    
Problem Solving    Organizing    Conflict Management    Hiring and Staffing    Managing Diversity    Building Effective 
Teams    Customer Focus    Interpersonal Savvy    Decision Quality    Fairness to Direct Reports    Patience    Dealing with 
Ambiguity    Intellectual Horsepower    Delegation    Informing    Planning    Confronting Direct Reports    Political Savvy    
Presentation Skills    Approachability    Caring About Direct Reports    Integrity and Trust    Motivating Others    Self-
Development    Business Acumen    Priority Setting    Comfort Around Higher Management    HumorKnowledge:    
Administrative and Management    Personnel and Human Resources    Customer and Personal Service    Career and 
Guidance    Law and Government    Education and Training    Sales and Marketing    Communications and Media    
Clerical    Public Safety and Security    Psychology    Economics and Accounting    Sociology and Anthropology    
Mathematics Skills:    Speaking    Active Listening    Critical Thinking    Reading and Comprehension    Writing    Time 
Management    Active Learning    Monitoring    Complex Problem Solving    Judgment and Decision Making    
Management of Personnel Resources    Learning Strategies    Coordination    Instructing    Negotiation    Management of 
Financial Resources    Management of Material Resources    Persuasion    Quality Control of Analysis Services/Processes    
Service Orientation    Social Perceptiveness    Mathematics    Systems Analysis    Systems Evaluation    
TroubleshootingAbilities:    Written Expression    Written Comprehension    Oral Comprehension    Oral Expression    
Originality    Problem Sensitivity    Time Sharing    Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    
Selective Attention    Visualization    Memorization    Category Flexibility    Information Ordering    Speed of Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner    Motor Vehicle    Cellular Phone    Printer    Copier Machine 
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078473 - EMP SECURITY MANAGER 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4347 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional work, including at least one year of supervisory experience. Substitution 
of Education for Experience: Graduate course work credit received from an accredited college or university in public 
administration, business administration, psychology, education administration, counseling, industrial training, and/or 
industrial education may substitute for the required experience on a year-for-year basis to a maximum of two years, 
there being no substitution for the required one year of supervisory experience (e.g., 36 graduate quarter hours in one 
or a combination of the above listed fields may substitute for one year of the required experience).ORFive years of full-
time professional employment security experience with the State of Tennessee, including at least one year of 
supervisory experience.  Substitution of Experience for Education: Qualifying professional experience may substitute for 
the required education to a maximum of four years (e.g., experience equivalent to one year of full-time professional 
work may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory work of average difficulty in managing a 
large and complex Workforce Development office staff; and performs related work as required.Distinguishing Features: 
An employee in this class manages Workforce Development office activities such as employment interviewing and 
counseling, claims-taking, job referral, and employer contacts. Work involves analyzing and evaluating labor market 
information and preparing estimates of office work load, budget needs, and planning and developing office service 
goals. This class differs from that of an Employment Security Manager 2 in that an incumbent of the latter supervises a 
moderate-sized local office staff and their work, or assists in managing a very large and complex metropolitan 
Employment Security office.  
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Explains departmental, state, and federal regulations and 
guidelines.Resolving Conflicts and Negotiating with Others:    Receives, handles and resolves complaints from clients, 
employers, staff and the public.Guiding, Directing, and Motivating Subordinates:    Establishes job performance plans 
and evaluates the performance of staff.    Counsels staff or takes other appropriate action to correct performance 
problems, resolve disputes, or motivate.Communicating with Supervisors, Peers, or Subordinates:    Manages local 
Employment Security office staff: observes and reviews work of staff to ensure that correct policies and procedures are 
followed.Evaluating Information to Determine Compliance with Standards:    Reviews overall operations of the local 
office, as well as relevant policies and procedures to identify problems and makes recommendations to improve the 
efficiency, productivity, and quality of operations and services.    Ensures that new programs are implemented according 
to state and federal policies and procedures.Staffing Organizational Units:    Interviews candidates for vacant positions 
and makes hiring recommendations.Training and Teaching Others:    Identifies staff training needs and provides training 
and technical assistance to staff.Communicating with Persons Outside Organization:    Maintains extensive personal 
contacts with employers, applicants and other members of the public.    Provides information to the public about 
Employment Security programs.    Contacts employers to promote Employment Security services.    Makes oral 
presentations at businesses, job fairs, and other public functions to provide information on Employment Security 
services (e.g., unemployment insurance, job service, veteran's assistance).    Answers questions about Employment 
Security programs through phone, person, or letter correspondence.Coordinating the Work and Activities of Others:    
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Delegates assignments and sets priorities on work to be done to ensure that service goals are met.    Manages the 
preparation and maintenance of employment security records and reports.Performing Administrative Activities:    Plans 
and develops local office service goals and budget documents.    Coordinates the maintenance of facilities, equipment 
and supplies for the local office.    Supervises the preparation and maintenance of employment security records and 
reports.    Approves and ensures the storage of employee travel expense and time and attendance records.    Ensures 
the proper storage and retention of employee performance evaluation reports.Getting Information:    May interview job 
service applicants or unemployment insurance claimants during periods of peak work load to assist staff members in 
timely completion of their work.Documenting/Recording Information:    Updates and maintains extensive computer and 
hard copy files and reports of job service and unemployment insurance activities. 
 
Competencies (KSA’s): 
"Competencies:    Time Management    Ethics and Values    Customer Focus    Listening    Business Acumen    Confronting 
Direct Reports    Hiring and Staffing    Written Communications    Building Effective Teams    Dealing with Ambiguity    
Problem Solving    Directing Others    Planning    Conflict Management    Fairness to Direct Reports    Decision Quality    
Functional/Technical Competencies    Intellectual Horsepower    Learning on the Fly    Delegation    Organizing    Comfort 
Around Higher Management    Managing Diversity    Caring About Direct Reports    Informing    Political Savvy    
Approachability    Composure    Integrity and Trust    Interpersonal Savvy    Motivating Others    Patience    Priority Setting    
Presentation Skills    Self-DevelopmentKnowledge:    Administrative and Management    Personnel and Human Resources    
Customer and Personal Service    Career and Guidance    Law and Government    Education and Training    Sales and 
Marketing    Communications and Media    Clerical    Public Safety and Security    Psychology    Economics and Accounting    
Sociology and Anthropology    Mathematics        Skills:    Speaking    Active Listening    Critical Thinking    Reading and 
Comprehension    Writing    Time Management    Active Learning    Monitoring    Complex Problem Solving    Judgment 
and Decision Making    Management of Personnel Resources    Learning Strategies    Coordination    Instructing    
Negotiation    Management of Financial Resources    Management of Material Resources    Persuasion    Quality Control 
of Analysis Services/Processes    Service Orientation    Social Perceptiveness    Mathematics    Systems Analysis    Systems 
Evaluation    TroubleshootingAbilities:    Written Expression    Written Comprehension    Oral Comprehension    Oral 
Expression    Originality    Problem Sensitivity    Time Sharing    Deductive Reasoning    Fluency of Ideas    Inductive 
Reasoning    Selective Attention    Visualization    Memorization    Category Flexibility    Information Ordering    Speed of 
Closure" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner    Motor Vehicle    Cellular Phone    Printer    Copier Machine 
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073800 - EMPLOYEE RELATIONS MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3728 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible human resources work including at least two 
years of employee relations work.                                                                  Substitution of Education for Experience: 
Additional graduate degree in human resources administration or other related acceptable field may be substituted for 
the required experience, on a year-for-year basis, to a maximum of two years. OR Four years of human resources 
experience with the State of Tennessee. OR Graduation from a school of law with a Doctor of Jurisprudence degree.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for employee relations work of unusual difficulty; and performs 
related work as required. Distinguishing Features: An incumbent in this class is employed in the Department of Human 
Resources (DOHR) or one of the shared services agencies. An employee in the class is responsible for the management 
of employee relations, workplace investigations, workers compensation, conflict resolution, employee recognition, and 
performance management programs in a department.  
 
Work Activities: 
Provide Consultation and Advice to Others:1. Coaches, counsels, trains and advises agency leaders regarding corrective 
and disciplinary action process, performance management, and related issues that impact job performance. Provides 
advice and guidance to agency leadership on recommendations for transfers, demotions, and terminations.2. Works 
collaboratively across all business units and management teams in delivering exceptional customer service and guidance 
on employee relation matters.Evaluating Information to Determine Compliance with Standards:1. Works with HR 
Executive Business Partner to identify best practices which prevent workplace misconduct and incidents which violate 
the anti-harassment policies.2. Partner with agency leadership to ensure compliance with (i.e., onboarding, 
performance management, equal employment opportunity plans) statewide programs and implementation.3. Serves as 
the American Disabilities Act (ADA) Coordinator for the customer agency by counseling employees and leaders on the 
interactive process and makes recommendations for appropriate ADA accommodations.4. Serves as the Workers' 
Compensation Coordinator for the customer agency and maintains compliance and best practices surrounding Workers' 
Compensation, including compliance with the agency's Lag Time and Return to Work Policies.5. Serves as the agency 
representative for unemployment claims, submits separation responses and may participate in unemployment claims 
hearings on behalf of the customer agency.6. May coordinate drug screenings for the agency in compliance with the 
Department of Transportation guidelines and procedures.7. Ensures customer agency compliance with all State and 
Federal employment law postings.Making Decisions and Solving Problems:1. Reviews and evaluates requests for 
progressive disciplinary action including terminations to ensure fairness, accountability, consistency, and compliance 
with policy. Provide recommendation to the HR Executive Business Partner and agency executive leadership and drafts 
corresponding letters.2. May investigate complaints and concerns, evaluating and offering possible course of action and 
provide recommendations and direction for resolution (i.e., harassment, discrimination, bullying, hostile work 
environment complaints).3. Engages internal business partners and SMEs to ensure sound decision making that may 
include HR Executive Business Partner, DOHR and agency legal staff.Establishing and Maintaining Interpersonal 
Relationships:1. Establishes, builds and maintains professional relationships.Monitor Processes, Materials, or 
Surroundings:1. Maintains the equal employment opportunity plan.2. May coordinate Step I Appeal Process.3. 
Coordinates implementation of employee survey processes including engagement/climate/stay/exit surveys. Provide 
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routine analysis of survey results to HR Executive Business Partner.4. May manage the agency's employee recognition 
program(s).Analyzing Data or Information:1. Reviews and evaluates requests for terminations, progressive discipline, 
and performance improvement plans.2. Maintains records (including both medical files and disciplinary files, equal 
employment opportunity reports) with complete and thorough documentation of incidents and resolution of issues in 
accordance with best practices, and legal risk mitigation.3. Identifies trends associated with personnel-related data and 
coach leaders to consider options and develop action plans.4. Develops and maintains statistical reports concerning 
personnel-related data (i.e., hires, transfers, performance management documents, absenteeism rates, disciplinary 
actions, workplace misconduct and harassment).Performing Administrative Activities:1. Manages special leave for the 
customer agency including determinations for eligibility, counseling employees and leaders on the process, and time 
management.2. Recommends changes on organizational processes and policy matters (i.e., equal employment 
opportunity, codes of ethics, and time off, leave) which facilitate human resources best practices and programs to meet 
the strategic business needs. 
 
Competencies (KSA’s): 
Competencies:1. Integrity and Trust2. Decision Quality3. Conflict Management4. Problem Solving5. Interpersonal 
Savvy6. Written Communications7. Dealing with Paradox8. Process Management9. Political Savvy10. Priority 
SettingKnowledge:1. Personnel and Human Resources2. Law and Government3. Administration and Management4. 
Customer and Personal Service5. Clerical6. PsychologySkills:1. Active Listening2. Critical Thinking3. Negotiation4. 
Coordination5. Reading Comprehension6. Active Learning7. Monitoring8. Complex Problem Solving9. Judgement and 
Decision Making10. Management and Personnel Resources11. Instructing12. Social Perceptiveness13. Persuasion14. 
Service Orientation15. Speaking16. Writing17. Systems Evaluation18. Time ManagementAbilities:1. Problem 
Sensitivity2. Deductive Reasoning3. Inductive Reasoning4. Flexibility of Closure5. Speed of Closure6. Oral Expression7. 
Written Expression8. Oral Comprehension9. Written Comprehension10. Time Sharing11. Information Ordering12. 
Selective Attention13. Category Flexibility14. Speech Clarity15. Speech Recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073800 - EMPLOYEE RELATIONS MANAGER 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3729 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible human resources work including at least two 
years of employee relations work.                                                                  Substitution of Education for Experience: 
Additional graduate degree in human resources administration or other related acceptable field may be substituted for 
the required experience, on a year-for-year basis, to a maximum of two years. OR Four years of human resources 
experience with the State of Tennessee. OR Graduation from a school of law with a Doctor of Jurisprudence degree.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for employee relations work of unusual difficulty; and performs 
related work as required. Distinguishing Features: An incumbent in this class is employed in the Department of Human 
Resources (DOHR) or one of the shared services agencies. An employee in the class is responsible for the management 
of employee relations, workplace investigations, workers compensation, conflict resolution, employee recognition, and 
performance management programs in a department.  
 
Work Activities: 
Provide Consultation and Advice to Others:1. Coaches, counsels, trains and advises agency leaders regarding corrective 
and disciplinary action process, performance management, and related issues that impact job performance. Provides 
advice and guidance to agency leadership on recommendations for transfers, demotions, and terminations.2. Works 
collaboratively across all business units and management teams in delivering exceptional customer service and guidance 
on employee relation matters.Evaluating Information to Determine Compliance with Standards:1. Works with HR 
Executive Business Partner to identify best practices which prevent workplace misconduct and incidents which violate 
the anti-harassment policies.2. Partner with agency leadership to ensure compliance with (i.e., onboarding, 
performance management, equal employment opportunity plans) statewide programs and implementation.3. Serves as 
the American Disabilities Act (ADA) Coordinator for the customer agency by counseling employees and leaders on the 
interactive process and makes recommendations for appropriate ADA accommodations.4. Serves as the Workers' 
Compensation Coordinator for the customer agency and maintains compliance and best practices surrounding Workers' 
Compensation, including compliance with the agency's Lag Time and Return to Work Policies.5. Serves as the agency 
representative for unemployment claims, submits separation responses and may participate in unemployment claims 
hearings on behalf of the customer agency.6. May coordinate drug screenings for the agency in compliance with the 
Department of Transportation guidelines and procedures.7. Ensures customer agency compliance with all State and 
Federal employment law postings.Making Decisions and Solving Problems:1. Reviews and evaluates requests for 
progressive disciplinary action including terminations to ensure fairness, accountability, consistency, and compliance 
with policy. Provide recommendation to the HR Executive Business Partner and agency executive leadership and drafts 
corresponding letters.2. May investigate complaints and concerns, evaluating and offering possible course of action and 
provide recommendations and direction for resolution (i.e., harassment, discrimination, bullying, hostile work 
environment complaints).3. Engages internal business partners and SMEs to ensure sound decision making that may 
include HR Executive Business Partner, DOHR and agency legal staff.Establishing and Maintaining Interpersonal 
Relationships:1. Establishes, builds and maintains professional relationships.Monitor Processes, Materials, or 
Surroundings:1. Maintains the equal employment opportunity plan.2. May coordinate Step I Appeal Process.3. 
Coordinates implementation of employee survey processes including engagement/climate/stay/exit surveys. Provide 
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routine analysis of survey results to HR Executive Business Partner.4. May manage the agency's employee recognition 
program(s).Analyzing Data or Information:1. Reviews and evaluates requests for terminations, progressive discipline, 
and performance improvement plans.2. Maintains records (including both medical files and disciplinary files, equal 
employment opportunity reports) with complete and thorough documentation of incidents and resolution of issues in 
accordance with best practices, and legal risk mitigation.3. Identifies trends associated with personnel-related data and 
coach leaders to consider options and develop action plans.4. Develops and maintains statistical reports concerning 
personnel-related data (i.e., hires, transfers, performance management documents, absenteeism rates, disciplinary 
actions, workplace misconduct and harassment).Performing Administrative Activities:1. Manages special leave for the 
customer agency including determinations for eligibility, counseling employees and leaders on the process, and time 
management.2. Recommends changes on organizational processes and policy matters (i.e., equal employment 
opportunity, codes of ethics, and time off, leave) which facilitate human resources best practices and programs to meet 
the strategic business needs. 
 
Competencies (KSA’s): 
Competencies:1. Integrity and Trust2. Decision Quality3. Conflict Management4. Problem Solving5. Interpersonal 
Savvy6. Written Communications7. Dealing with Paradox8. Process Management9. Political Savvy10. Priority 
SettingKnowledge:1. Personnel and Human Resources2. Law and Government3. Administration and Management4. 
Customer and Personal Service5. Clerical6. PsychologySkills:1. Active Listening2. Critical Thinking3. Negotiation4. 
Coordination5. Reading Comprehension6. Active Learning7. Monitoring8. Complex Problem Solving9. Judgement and 
Decision Making10. Management and Personnel Resources11. Instructing12. Social Perceptiveness13. Persuasion14. 
Service Orientation15. Speaking16. Writing17. Systems Evaluation18. Time ManagementAbilities:1. Problem 
Sensitivity2. Deductive Reasoning3. Inductive Reasoning4. Flexibility of Closure5. Speed of Closure6. Oral Expression7. 
Written Expression8. Oral Comprehension9. Written Comprehension10. Time Sharing11. Information Ordering12. 
Selective Attention13. Category Flexibility14. Speech Clarity15. Speech Recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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075622 - END POINT TECH SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3996 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in the maintenance of computer and server hardware, desktop and server operating systems, 
administration of network file servers, network hardware devices or wireless network devices, or the correction of other 
related system operations problems for computer or servers system hardware and operating systems.  Substitution of a 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's Degree in Information Technology specific may substitute for the required bachelor's degree. Substitution 
of Education for Experience: Any graduate coursework in Information Technology may substitute for the required 
experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a 
master's degree in the above fields is equivalent to one year of experience.) Substitution of Experience for the Required 
Associate's Degree: Professional-level experience in any one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum substitution of two years: maintenance of computer and 
server hardware, desktop and server operating systems, administration of network file servers, network hardware 
devices or wireless network devices, or the correction of other related system operations problems for computer or 
servers system hardware and operating systems. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the deployment and maintenance of workstation computers, 
desktop operating systems, desktop application software, network file servers, and network devices; administers user 
access rights to computer and network resources; evaluates workstation hardware/software technologies and 
recommends standards; may supervise or act as lead for a project team of staff performing similar technical work; and 
performs related work as required. Distinguishing Features: This is the advanced working level class in the End Point 
Technology Specialist sub-series. An employee in this class functions in a working capacity to perform advanced 
workstation administration duties utilizing configuration management tools, evaluates and recommends standards for 
workstation hardware/software technologies and performs network file server and network device administration 
duties of a complex nature. In addition, this class supervises or acts as lead for a project team of staff performing similar 
technical work. This class differs from the End Point Technology Specialist-Intermediate in that incumbents of the latter 
perform basic server administration duties and follow established workstation and software standards when completing 
duties. 
 
Work Activities: 
Making Decisions and Solving Problems: Provide contact and problem solving resolution for all users with hardware, 
software and applications problems. Researches problems and uses troubleshooting skills for resolution. Works with 
vendor support contacts to resolve technical problems with desktop computing equipment and software.Evaluating 
Information to Determine Compliance with Standards: Reviews request from customer to verify accuracy and standards 
compliance. Maintains, assigns and enforces security policies for all computers and installing or updating software. 
Evaluates hardware/software technologies and recommends changes to standards.Interacting with Computers making 
Decisions and Solving Problems: Perform installations, configurations, and ongoing usability of network devices, desktop 
computers, peripheral equipment and software within established standards and guidelines. Designs, tests, and deploys 
workstation images to physical and virtual workstations. Activate/Deactivates network connections. Tests security and 
operating systems patches including drivers and firmware for compatibility. Implements and maintains workstation 
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antivirus malware protection and encryption on deployed workstations. Provide troubleshooting of network 
connectivity issues. Creates purchase request on behalf of agencies for hardware and software. Creates and maintains 
base and custom image for computing devices. Creates and maintains group policy objects for computers, file directory 
services and users. Provisions/De-provisions user or system access entitlements or data relative to electronically 
published services. Manage computing devices within directory services. Creates and maintains login scripts and shared 
file rights for manager and user access rights.Monitor Processes, Materials, or Surroundings: Monitors and responds 
quickly and effectively to requests received through the Information Technology helpdesk. Reviews diagnostic programs 
to resolve or identify resolutions. Reviews reports on the status of remote deployment of software distribution to 
agency selected target systems. Monitors file server space utilization. Monitors file server performance and utilization 
reports. Isolates problem trends and ensures that troubleshooting efforts are completed for recurring problems until 
permanent solutions are found.Analyzing Data or Information: Solve hardware, software and wireless problems at 
remote locations. Utilize remote access tools to assist with resolving problems.Updating and Using Relevant Knowledge: 
Maintains in-depth knowledge of all desktop systems and technologies in use and acts as the final escalation point for 
workstation problems. Research questions using available information resources. Contribute to departmental 
productivity and development objectives by participating in training programs. Meets with Information Technology staff, 
attends webinars, and reads industry related publications to remain abreast of advance technology. Maintain 
knowledge of Encryption software.Repairing and Maintaining Electronic Equipment: Perform complex maintenance of 
computer equipment and peripherals. Perform break-fix of computer equipment and peripherals of a complex 
nature.Interpreting the Meaning of Information for Others: Act as a liaison between customers and internal support 
staff to assure accurate problem interpretation.Guiding, Directing, and Motivating Subordinates: Manage staff including 
consultation on performance evaluations and disciplinary responsibilities.Establishing and Maintaining Interpersonal 
Relationships: Provide leadership by projecting a positive attitude, and providing learning incentives. Assures users are 
provided efficient and timely first and second level support on a 7x24 basis. Interface with users of Information 
Technology, employing a high degree of tact and diplomacy to promote a positive image of the department. Assist in the 
development and implementation of quality improvement programs for agencies.Getting Information: Acquire data by 
receiving requests from agencies on the purchase of hardware or software. Receive data from the problem 
management database. Requests allocation of disk space for file servers.Scheduling Work and Activities: Contacts 
customer to schedule site visits to resolve and/or troubleshoot computer related problems. Perform staff scheduling to 
ensure workstation support coverage during normal business hours and on-call support as 
required.Documenting/Recording Information: Provide accurate and timely logging of problems and resolution for 
problems in the database. Updates and maintains inventory for devices such as software licensing and key records. 
Updates and maintains records for surplus, purchases, warranty, and reflection of current inventory locations, such as 
initial delivery, pickup, redistribution, and reassignment. Maintains hardware/software infrastructure required to image 
devices. Maintain Information Technology department documentation. Obtain customer sign off to ensure customer 
resolution. Invoke problem escalation procedures to coordinate recovery of data. Ensure that daily, weekly and monthly 
statistics, status reports and graphical reporting aids are completed and continually modified to meet the needs of the 
department and agencies. Creates and maintains procedures and documentation related to the installation of network, 
file services, workstations and peripherals. Creates purchase requests on behalf of agencies of hardware and 
software.Communicating with Supervisors, Peers, or Subordinates: Assist users with resolutions of technical problems.  
Identifies and escalates problems as appropriate following procedures. Convey concise problem information for service 
personnel. Recommends changes or improvements to enhance customer service and/or reduce time of problem 
resolution. Communicate pertinent information to create a work environment that leads itself to the best interests of 
departmental personnel and customer service. Recommends change or improvements to Service Level Agreements to 
upper management to ensure the highest level of customer satisfaction is met.Communicating with Persons outside 
Organization: Maintain communications with customers during the problem resolution process. Respond to agency 
queries in person, by phone or email. Coordinate with agencies the delivery and pickup of desktop computers and/or 
peripherals equipment. Prepares and advertises software packages for delivery to computers via software distribution 
systems for agencies. Assist in the planning, scheduling, and logistics for hardware/software and peripheral 
replacement/refresh. Coordinates and plans with agencies computer hardware and peripheral 
replacement/refresh.Training and Teaching Others: Provides basic training and orients staff on the use of IT software. 
Coordinates training requirements of workstation support personnel.Handling and Moving Objects: Performs deliveries 
or picks up hardware and peripheral equipment. 
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Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Time Management Written 
Communications Customer Focus Learning on the Fly Approachability Peer Relationship Self-DevelopmentKnowledge: 
Knowledge of Problem Management System Knowledge of Desktop Systems and Technology Knowledge of Mobile and 
Wireless Devices Knowledge of Desktop Operating Systems Knowledge of Directory Service Knowledge of Office 
Automation System Knowledge of Operation and Maintenance of Enterprise Shared File Services Knowledge of Remote 
Software Distribution Utilities Knowledge of Computer Encryption Programs Knowledge of Desktop Imaging Tools 
Knowledge of Development of Enterprise Base Imaging Knowledge of LAN/WAN Hardware and Topology Knowledge of 
Service Level Management Knowledge of Quality Improvement Processes Knowledge of End Point and Antivirus 
Protection Knowledge of Systems and Configuration Management Software Knowledge of Mobile and Wireless 
Management Software Knowledge of Unified Communication Software Knowledge of Dual Factor Authentication 
Software Knowledge of Identify Management Software Knowledge of Email Archival Software Knowledge of Email 
Antivirus and Spam SoftwareSkills: Judgment and Decision Making Skills Analytical and Troubleshooting Skills Good 
Problem Solving Skills Hardware Components Replacement Skills Communicate with Outside Vendors on Equipment 
Related Problems Skills Effective Managing and Monitoring Skills for Performance of Employees with Various Levels of 
Technical Skills Effective use of office automation software skills to communicate information to customers, coworkers 
and outside vendors Team Oriented Skills Time Management Skills Customer Service Oriented SkillsAbilities: Oral 
Expression Category Flexibility Deductive Reasoning Inductive Reasoning Oral Comprehension Speed of Closure Written 
Comprehension Written Expression Extent Flexibility Static Strength Gross Body Coordination Sound Localization 
Flexibility of Closure Memorization Selective Attention 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Server Camera Bar Code Scanner Mobile Devices 
Motor Vehicle Projector/Audio Video Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075621 - END POINT TECH SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3988 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in the maintenance of computer and server hardware, desktop and server operating systems, 
administration of network file servers, network hardware devices or wireless network devices, or the correction of other 
related system operations problems for computer or server system hardware and operating systems. Substitution of a 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate’s degree in Information Technology specific may substitute for the required bachelor's degree.Substitution 
of Education for Experience: Any graduate coursework in Information Technology may substitute for the required 
experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a 
master's degree in the above fields is equivalent to one year of experience.)Substitution of Experience for the Specific 
Associates Degree: Professional-level experience in any one of the following areas may substitute for the required 
associate’s degree on a year-for-year basis to a maximum substitution of two years: maintenance of computer and 
server hardware, desktop and server operating systems, administration of network file servers, network hardware 
devices or wireless network devices, or the correction of other related system operations problems for computer or 
server system hardware and operating systems.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the deployment and maintenance of workstation computers, 
desktop operating systems, desktop application software, network file servers, and network devices; administers user 
access rights to computer and network resources; and performs related work as required. Distinguishing Features: This 
is the entry-level class in the End Point Technology Specialist sub-series. An employee in this class functions in a working 
capacity to perform advanced workstation administration duties utilizing configuration management tools and performs 
basic network file server and network device administration duties. This class differs from the End Point Technology 
Specialist-Adv in that incumbents of the latter perform complex server administration duties, recommends workstation 
and software standards, and may supervise or act as team lead for staff primarily responsible for the deployment and 
maintenance of workstation hardware and software. 
 
Work Activities: 
Making Decisions and Solving Problems:    Provides contact and problem solving resolution for all users with hardware, 
software and applications problems.    Researches problems and uses troubleshooting skills for resolution.    Works with 
vendor support contacts to resolve technical problems with desktop computing equipment and software.Evaluating 
Information to Determine Compliance with Standards:    Reviews request from customer to verify accuracy and 
standards compliance.    Maintains, assigns and enforces security policies for all computers and installing or updating 
software.Interacting with Computers making Decisions and Solving Problems:    Performs installations, configurations, 
and ongoing usability of network devices, desktop computers, peripheral equipment and software within established 
standards and guidelines.    Deploys workstation images to physical and virtual workstations.    Activates/Deactivates 
network connections.    Tests security and operating systems patches including drivers and firmware for compatibility.    
Implements and maintains workstation antivirus malware protection and encryption on deployed workstations.    
Provides troubleshooting of network connectivity issues.    Creates purchase request on behalf of agencies for hardware 
and software.    Creates and maintains base image for computing devices.    Creates and maintains group policy objects 
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for computers, file directory services and users.    Provisions/De-provisions user or system access entitlements or data 
relative to electronically published services.    Manages hardware devices within directory services.    Creates and 
maintains login scripts and shared file rights for manager and user access rights.Repairing and Maintaining Electronic 
Equipment:    Performs complex maintenance of computer equipment and peripherals.    Performs break-fix of 
computer equipment and peripherals of a complex nature.Establishing and Maintaining Interpersonal Relationships:    
Provides leadership by projecting a positive attitude, and providing learning incentives.Getting Information:    Acquires 
data by receiving requests from agencies on the purchase of hardware or software.    Receives data from the problem 
management database.    Requests allocation of disk space for file servers.Monitor Processes, Materials, or 
Surroundings:    Monitors and responds quickly and effectively to requests received through the IT helpdesk.    Reviews 
diagnostic programs to resolve or identify resolutions.    Reviews reports on the status of remote deployment of 
software distribution to agency selected target systems.    Monitors file server space utilization.    Monitors file server 
performance and utilization reports.Analyzing Data or Information:    Solves hardware, software and wireless problems 
at remote locations.    Utilizes remote access tools to assist with resolving problems.Updating and Using Relevant 
Knowledge:    Maintains general knowledge of all desktop systems and technologies in use.    Researches questions using 
available information resources.    Contributes to departmental productivity and development objectives by 
participating in training programs.    Meets with Information Technology staff, attends webinars, and reads industry 
related publications to remain abreast of advance technology.    Maintains knowledge of Encryption 
software.Documenting/Recording Information:    Provides accurate and timely logging of problems and resolution for 
problems in the database.    Updates and maintains inventory for devices such as, Software licensing and key records.    
Updates and maintains records for surplus, purchases, warranty, and reflection of current inventory locations, such as 
initial delivery, pickup, redistribution, and reassignment.    Maintains IT department documentation.    Obtains customer 
sign off to ensure customer resolution.    Creates and maintains procedures and documentation related to the 
installation of network, file services, workstations and peripherals.    Creates purchase request on behalf of agencies of 
hardware and software.Interpreting the Meaning of Information for Others:    Acts as a liaison between customers and 
internal support staff to assure accurate problem interpretation.Communicating with Supervisors, Peers, or 
Subordinates:    Assists users with resolutions of technical problems.      Identifies and escalates problems as appropriate 
following procedures.    Conveys concise problem information for service personnel.    Recommends changes or 
improvements to enhance customer service and/or reduce time of problem resolution.Communicating with Persons 
outside Organization:    Maintains communications with customers during the problem resolution process.    Responds 
to agency queries in person, by phone or email.    Coordinates with agencies the delivery and pickup of desktop 
computers and/or peripherals equipment.    Prepares and advertises software packages for delivery to computers via 
software distribution systems for agencies.    Assists in the planning, scheduling, and logistics for hardware/software and 
peripheral replacement/refresh.Training and Teaching Others:    Provides basic training and orients staff on the use of IT 
software.Scheduling Work and Activities:    Contacts customer to schedule site visits to resolve and/or troubleshoot 
computer related problems.Handling and Moving Objects:    Performs deliveries or picks up hardware and peripheral 
equipment. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Customer Focus    Technical Learning    Learning 
on the Fly    Time Management    Written Communications    Approachability    Peer Relationship    Self-
DevelopmentKnowledge:    Office Automation System    Desktop Operation Systems    Mobile and Wireless Technology    
Problem Management System    Desktop Security    Directory Service    Operation and Maintenance of Enterprise Shared 
File Services    Remote Software Distribution Utilities    Computer Hardware Encryption Programs or Utilities    Desktop 
Imaging Tools    LAN/WAN Hardware and Topology    End Point and Antivirus Protection    Systems and Configuration 
Management Software    Mobile and Wireless Management Software    Unified Communication Software    Encryption 
Software    Dual Factor Authentication Software    Identity Management Software    Email Archival Software    Email 
Antivirus and Spam Software    A+ Certification (preferred)    Desktop Certification (preferred)Skills:    Analytical and 
Troubleshooting Skills    Customer Service Oriented Skills    Judgment and Decision Making Skills    Time Management 
Skills    Team Oriented Skills    Replace Hardware Components Skills    Skills to effectively use office automation software 
to communicate information to customers, coworkers and outside vendors    Skills to communicate with outside vendors 
on equipment related problemsAbilities:    Sound Localization    Category Flexibility    Gross Body Coordination    
Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Memorization    Oral Comprehension    Oral 
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Expression    Selective Attention    Speed of Closure    Written Comprehension    Written Expression    Extent Flexibility    
Static Strength 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Camera    Bar Code Scanner    
Mobile Devices    Motor Vehicle    Projector/Audio Video Equipment 
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076546 - ENERGY CONSULTANT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4277 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076546 - ENERGY CONSULTANT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4278 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027249 - ENGROSSING CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1443 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075549 - ENT IT BUS PRG SUP - ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5064 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of information technology related professional experience in one or a combination of the following: (1) IT 
planning/business continuity/risk management/policies & procedures (2) records management (3) IT procurement/asset 
management  (4) budgeting/tracking expenditures for IT services or (5) IT contract administration. Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years in the following:  (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management, (3) IT procurement/asset management  (4) 
budgeting/tracking expenditures (5) IT contract administration  
 
Other Requirements: 
Necessary Special Qualifications: None.         Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under direction, is responsible for performing advanced duties in one of the following areas: asset 
management, portfolio management, cost modeling, contract creation and review, or procurement and performs 
related work as required. Distinguishing Features: This is the advanced level in the Enterprise IT Business Program 
Support series. An employee in this class will perform advanced duties associate with one of the following Enterprise 
wide IT programs: asset management, portfolio management, planning and governance, asset provisioning, or strategic 
contract solutions. This class differs from the Enterprise IT Business Program Support   Intermediate in that an 
incumbent of the latter performs routine duties associated with an Enterprise wide IT program support area. This class 
differs from the Enterprise IT Business Program Support   Lead in that an incumbent of the latter leads a specific 
enterprise wide IT business program support area.  
 
Work Activities: 
1. Collaborates with agencies in determining business area needs for technology projects or equipment: reviews 
information gathered for statewide information systems plans; partners with agencies to set timelines and goals; 
creates requests for purchases (RFP); ensures that policies and procedures are updated to match new standards. 2. 
Implements the contract review process for IT deliverables: reviews specifications and determines quantities, license 
compliance, cost, product functionality and source of supply for the enterprise; maintains enterprise bids, contracts, 
warranty and vendor solicitations for procurements and renewals; reviews all contracts for accuracy; selects and 
coordinates vendors that meet the contract requirements. 3. Analyzes requests for the purchase of new technology: 
verify that the technology being requests will interface with current state equipment and services; performs the RFP 
process; research IT solutions to meet customer or business needs; research and review recommendations for IT 
equipment or service purchases. 4. Analyzes information to track the flow of funds utilized for technology purchases: 
track IT deliverables, costs and timeliness; maintain data from financial systems to create IT budgets; track and analyze 
enterprise IT expenditures; review billing for STS hourly billable staff; maintain expenditure controls. 5. Performs at an 
advanced level to control the flow of all state equipment and assets and ensures that all equipment is accounted for:  
receives new and used equipment; assigns asset tags and logs record of the equipment for inventory and tracking 
purposes; determines staging area and process for equipment based on use or need; sanitizes equipment ; add 
additional storage to complex equipment when necessary; maintains aged equipment and uses information gathered 
from replacement costs and other factors to recommend retention or replacement cycle; maintains retention and 
disposition schedules; maintains the log of accurate software license data to ensure sufficient inventory and compliance 
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for the enterprise and statewide IT holdings; maintains documentation on enterprise and statewide IT purchase and 
asset inventory records throughout the procurement lifecycle. 
 
Competencies (KSA’s): 
Competencies:  Approachability Business Acumen Customer Focus Dealing with Ambiguity Informing Integrity and Trust 
Priority Setting Problem Solving Understanding Others Knowledge:  Communications and Media Computers and 
Electronics Customer and Personal Service Economics and Accounting Education and Training Administration and 
Management Computers and Electronics Law and Government Skills:  Active Learning Active Listening Critical Thinking 
Reading Comprehension Quality Control Analysis Systems Analysis Complex Problem Solving Service Orientation Quality 
Control Analysis Troubleshooting Abilities:  Category Flexibility Deductive Reasoning Dynamic Flexibility Inductive 
Reasoning Information Ordering Oral Comprehension Oral Expression Problem Sensitivity Speed of Closure Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copier/Printer Microsoft Office products Enterprise Application Systems 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075560 - ENT IT BUS PRG SUP - ASSOCIATE 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5119 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of information technology experience in one or a combination of the following: (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management (3) IT procurement/asset management (4) 
budgeting/tracking expenditures for IT services or (5) IT contract administration. Substitution of Experience for 
Education: Qualifying full-time experience in one of the following areas may substitute for the required education on a 
year-for-year basis to a maximum of four years in the following:  (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT contract administration.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for assisting with one of the following areas: portfolio management, 
cost modeling, contract creation and review, or procurement and performs related work as required. Distinguishing 
Features: This is the associate level in the Enterprise IT Business Program Support series. An employee in this class will 
learn the skill sets required to perform the duties associated with one of the following Enterprise wide IT programs: 
asset management, portfolio management, planning and governance, asset provisioning, or strategic contract solutions. 
This class differs from the Enterprise IT Business Program Support   Intermediate in that an incumbent of the latter 
performs routine duties associated with an Enterprise wide IT program support area.  
 
Work Activities: 
1. Assists during meetings with agencies to determine business area needs for technology projects or equipment: assists 
in gathering information required for statewide information systems plans; assists agencies in setting timelines and 
goals; learns to review requests for purchases (RFP); prepare changes to policies and procedures to ensure they are 
updated to match new standards. 2. Assists with the contract process for IT deliverables: assists in gathers specifications 
and determines quantities, license compliance, cost, product functionality and source of supply for the enterprise; 
assists with enterprise bids, contracts, warranty and vendor solicitations for procurements and renewals; learns to 
review contracts for accuracy; learns to select and coordinate vendors to meet contract requirements.3. Assists in 
researching requests for the purchase of new technology: ensures that the technology being requested will interface 
with current state equipment and services; learns to assist with the RFP process; assists with research for IT solutions to 
meet customer or business needs; learns to make recommendations for IT equipment or service purchases.  4. Assists in 
gathering information to track the flow of funds utilized for technology purposes: learns to track IT deliverables, costs, 
and timeliness; learns to maintain data from financial systems used to create IT budgets; assists in gathering information 
used to track and analyze enterprise IT expenditures; learns to prepare the billing for STS hourly billable staff; and learns 
to maintain expenditure controls.  5. Assists with the process to control the flow of all state equipment and assets, and 
ensures that all equipment is accounted for: receive new and used equipment; assigns asset tags and logs record of all 
equipment for inventory and tracking purposes; stage equipment based on use or need; assists with sanitizing 
equipment; assists with adding additional storage to equipment when necessary; maintains aged equipment and 
gathers information needed to determine retention or replacement cycle; tracks retention and disposition schedules; 
tracks accurate software license data to ensure sufficient inventory and compliance for the enterprise and statewide IT 
holdings; enters documentation on enterprise and statewide IT purchase and asset inventory throughout the 
procurement lifecycle.    
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Competencies (KSA’s): 
Competencies:  Action Oriented Approachability Business Acumen Customer Focus Dealing with Ambiguity Integrity and 
Trust Learning on the Fly Perseverance Priority Setting Problem Solving   Knowledge:  Administration and Management 
Computers and Electronics Customer and Personal Service Economics and Accounting Education and Training Law and 
Government Clerical Mathematics   Skills:  Active Learning Active Listening Complex Problem Solving Critical Thinking 
Judgement and decision making Quality Control Analysis Service Orientation Systems Analysis Time Management 
Troubleshooting   Abilities:  Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering 
Mathematical Reasoning Perceptual Speed Problem Sensitivity Speed of Closure Static Strength Time Sharing   
 
Tools and Equipment Used: 
 Personal Computer Telephone Copier/Printer Microsoft Office products Enterprise Application Systems   
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075548 - ENT IT BUS PRG SUP - INTER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5061 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of information technology experience in one or a combination of the following: (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management (3) IT procurement/asset management (4) 
budgeting/tracking expenditures for IT services or (5) IT contract administration.Substitution of Experience for 
Education:Qualifying full-time experience in one of the following areas may substitute for the required education on a 
year-for-year basis to a maximum of four years in the following:  (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT contract administration.  
 
Other Requirements: 
 Coordinates meetings with agencies to determine business area needs for technology projects or equipment: gathers 
information required for statewide information systems plans; works with agencies to set timelines and goals; reviews 
requests for purchases (RFP); ensures that policies and procedures are updated to match new standards. Performs the 
steps necessary to create a contract for IT deliverables: gathers specifications and suggests quantities, license 
compliance, cost, product functionality and source of supply for the enterprise; compiles enterprise bids, contracts, 
warranty, and vendor solicitations for procurements and renewals; reviews contracts for accuracy; assists with selecting 
and coordinating vendors to meet contract requirements. Researches requests for the purchase of new technology: 
ensure that the technology being requested will interface with current state equipment and services; assist with the RFP 
process; researches IT solutions to meet customer or business needs; makes recommendations for IT equipment or 
service purchases. Gathers information to track the flow of funds utilized for technology purposes: tracks IT deliverables, 
costs and timeliness; maintains data from financial systems to assist with IT budgets; gathers information to track and 
analyze enterprise IT expenditures; prepares billing for STS hourly billable staff; maintains expenditure controls. 
Performs routine duties to control the flow of all state equipment and assets and ensures that all equipment is 
accounted for: receives new and used equipment; assigns asset tags and logs record of the equipment for inventory and 
tracking purposes; stage equipment based on use or need; performs routine process to sanitize equipment; add 
additional storage to routine equipment when necessary; maintains aged equipment and uses information gathered 
from replacement costs and other factors to suggest retention or replacement cycle; maintains retention and disposition 
schedules; maintains the log of accurate software license data to ensure sufficient inventory and compliance for the 
enterprise and statewide IT holdings; maintains documentation on enterprise and statewide IT purchase and asset 
inventory records throughout the procurement lifecycle. 
 
Job Overview: 
SUMMARY: Under general supervision, is responsible for performing routine work in one of the following areas: asset 
management, portfolio management, cost modeling, contract creation and review, or procurement and performs 
related work as required.DISTINGUISHING FEATURES: This is the intermediate level in the Enterprise IT Business 
Program Support series. An employee in this class will perform routine duties associated with one of the following 
Enterprise wide IT programs: asset management, portfolio management, planning and governance, asset provisioning, 
or strategic contract solutions. This class differs from the Enterprise IT Business Program Support   Associate in that an 
incumbent of the latter performs entry level duties in a specific enterprise wide IT business program support area. This 
class differs from the Enterprise IT Business Program Support   Advanced in that an incumbent of the latter performs 
advanced level duties in a specific enterprise wide IT business program support area. 
 
Work Activities: 
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Necessary Special Qualifications: None.EXAMINATION METHOD: Education and Experience, 100%, for Career Service 
positions. 
 
Competencies (KSA’s): 
Competencies:  Action Oriented Approachability Business Acumen Customer Focus Dealing with Ambiguity Integrity and 
Trust Learning on the Fly Perseverance Priority Setting Problem Solving Knowledge:  Administration and Management 
Computers and Electronics Customer and Personal Service Economics and Accounting Education and Training Law and 
Government Clerical Mathematics Skills:  Active Learning Active Listening Complex Problem Solving Critical Thinking 
Judgement and decision making Quality Control Analysis Service Orientation Systems Analysis Time Management 
Troubleshooting Abilities:  Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering 
Mathematical Reasoning Perceptual Speed Problem Sensitivity Speed of Closure Static Strength Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copier/Printer Microsoft Office products Enterprise Application Systems 
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075550 - ENTER IT BUS PRG SUP - LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5070 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of information technology related professional experience in one or a combination of one the following: (1) IT 
planning/business continuity/risk management/policies & procedures (2) records management (3) IT procurement/asset 
management  (4)  budgeting/tracking expenditures for IT services or (5) IT contract administration. Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years in the following:  (1) IT planning/business continuity/risk 
management/policies & procedures (2) records management, (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT contract administration. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, is responsible for leading a program or employees working in one of the following 
areas: asset management,  portfolio management, cost modeling, contract creation and review, or procurement and 
performs related work as required. Distinguishing Features: This is the lead level in the Enterprise IT Business Program 
Support series. An employee in this class will act as a lead over one of the following Enterprise wide IT programs: asset 
management, portfolio management, planning and governance, asset provisioning, or strategic contract solutions. This 
class differs from the Enterprise IT Business Program Support   Advanced in that an incumbent of the latter performs 
advanced level duties in a specific enterprise wide IT business program support area.  
 
Work Activities: 
1. Leads staff working with agencies to determine business areas needs in technology projects or equipment: gather 
information required for statewide information systems plans; coordinate with agencies to set timelines and goals; 
review requests for purchases (RFP); ensure that policies and procedures are updated to match new standards.2. Leads 
the contract process for IT deliverables: reviews specifications and determines quantities, license compliance, cost, 
product functionality and source of supply for the enterprise; maintains enterprise bids, contracts, warranty and vendor 
solicitations for procurements and renewals; review all contracts for accuracy; select and coordinate vendors to meet 
contract requirements. 3. Facilitates the purchase of new technology: ensure that the technology being requested will 
interface with current state equipment and services; manage the RFP process; suggest IT solutions to meet customer or 
business needs; examine recommendations for IT equipment or service purchases; 4. Tracks the flow of funds utilized 
for technology purposes: track IT deliverables, costs, and timeliness; maintain data from financial systems to create IT 
budgets; track and analyze enterprise IT expenditures; review billing for STS hourly billable staff; maintain expenditure 
controls.5. Leads the process to control the flow of all state equipment and assets and ensures that all equipment is 
accounted for: coordinates the staff who receives new and used equipment; reviews asset tags and reviews the records 
of the equipment for inventory and tracking purposes; approves the staging area and the processes for equipment 
based on use or need; determines what equipment needs sanitized and distribute the work accordingly; determine 
additional storage needs and disperse the task accordingly; maintains aged equipment and uses information gathered 
from replacement costs and other factors to determine retention or replacement cycle and take the recommendation to 
management; reviews retention and disposition schedules; reviews the log of accurate software license data to ensure 
sufficient inventory and compliance for the enterprise and statewide IT holdings; reviews documentation on enterprise 
and statewide IT purchase and asset inventory records throughout the procurement lifecycle. 6. May lead projects or 
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staff and will provide the tools and resources needed to complete assigned tasks; ensures the quality of work and 
services provided meets the needs of customers.  
 
Competencies (KSA’s): 
Competencies:  Action Oriented Approachability Business Acumen Customer Focus Dealing with Ambiguity Integrity and 
Trust Learning on the Fly Perseverance Priority Setting Problem Solving Knowledge:  Administration and Management 
Computers and Electronics Customer and Personal Service Economics and Accounting Education and Training Law and 
Government Clerical Mathematics  Skills:  Active Learning Active Listening Complex Problem Solving Critical Thinking 
Judgement and Decision Making Quality Control Analysis Service Orientation Systems Analysis Time Management 
Troubleshooting Abilities:  Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering 
Mathematical Reasoning Perceptual Speed Problem Sensitivity Speed of Closure Static Strength Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Copier/Printer Microsoft Office products Edison Application Systems 
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075510 - ENTERPRISE APPLICATION ADM ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5059 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in any one of the following areas: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering. Substitution of Experience for 
Education: Qualifying experience in any one of the following areas may substitute for the required college degree on a 
year-for-year basis to a maximum substitution of four years: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering.  
 
Other Requirements: 
Necessary Special Qualifications: None.                               Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting enterprise class application and server performance 
for the production, development and test environments of databases, applications, servers and 3rd party components, 
performs advanced troubleshooting of server and application issues, assists in the design of infrastructure and planning 
to support enterprise class level applications and performs related work as required.  Distinguishing Features: This is the 
advanced level in the Enterprise Application Administrator series. An employee in this class installs, configures, patches, 
upgrades, migrates, monitors performance, tunes, backup and restores for databases, enterprise applications and 
physical and virtual servers, performs advanced troubleshooting of enterprise application and server issues, and assists 
in design of infrastructure to support enterprise class applications.  This class differs from an Enterprise Application 
Administrator Intermediate class in that an incumbent of the latter is responsible for the routine installation, 
configuration, patching, upgrades, migration, performance monitoring, tuning, backup and restores for databases, 
enterprise applications and physical and virtual servers.  
 
Work Activities: 
1. Assists, configures, diagnoses, troubleshoots and ensures connectivity between enterprise applications, complex 
systems, networking, enterprise class application software, servers, operating system and firewalls; performance 
complex issue resolution in collaboration with other enterprise support groups (i.e. network, DNS, Firewall) application 
vendors and agency technical staff, third party and other supporting applications through software interface product; 
define appropriate firewall rules to apply. 2. Performs enterprise application upgrade for new product releases and 
operating system tuning to meet user requirements, 3rd party applications per vendor instructions to leverage the latest 
technology and to stay current with vendor support; leads in the design of architecture for new enterprise applications 
by following state standards to ensure stable, available environments; analyzes changes to operating systems and 
enterprise applications by monitoring systems consoles, change controls and takes appropriate actions by correcting or 
notifying appropriate personnel and long running processes to understand negative trends for the purposes of 
performance tuning. 3. Installs and configures server hardware, operating system, enterprise application software, 3rd 
party enterprise and web and new applications, middleware products, reporting tools, supporting software and batch 
servers in development, test and production environments, performance monitoring software to better manage 
enterprise application and server performance to utilize all component of the primary enterprise application. 4. Applies, 
reviews and schedules time for the latest enterprise application patches per vendor recommendations to ensure latest 
fixes and functionality, stay up to date with latest fixes and functionality and to ensure a seamless transition to the 
production enterprise application environment. 5. Upgrades new monitoring and supporting software per vendor 
instructions to leverage the latest technology and to stay current with vendor support. 6. Assess and establishes support 
requirements for the install, integration or support of an enterprise application. 7. Assists in the planning, scheduling 
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and logistics for enterprise application replacement/refresh; management in the coordination of resources; users with 
resolutions of technical problems. 8. Attends meetings, webinars, demonstrations, conferences and seminars to 
evaluate products for management and to keep abreast of new hardware/software technology product developments. 
9. Collaborates with highest level of vendor technical support to resolve complex enterprise application issues impacting 
users statewide. 10. Prepares and conducts training sessions for enterprise application administration team to ensure 
team is cross-trained on all supported environments and technology related materials on existing or planned 
environments at the data center. 11. Contributes to departmental productivity and development objectives by 
participating in training programs. 12. Coordinates file-share administration and communicates about needed activities 
to users. 13. Creates and manages reference documentation of the group's administrative procedures to help ensure 
procedures are documented for an auditor's evaluation and for future training. 14. Creates, updates and tests security 
aspects of the business resumption plan. 15. Defines firewall rules required for server and enterprise application 
connectivity. 16. Develops and maintains scripts for server and enterprise application administration, relationships with 
outside companies to establish a connection for the secure exchange of information; documentation needed for system 
implementation and recovery and procedures for the transfer of secure information by following state standards; 
automated scripting, ad-hoc queries and reports to extract information from enterprise level multi-tier applications; cost 
benefit analysis methodology for initial hardware, software and ongoing operational costs for cost recovery of 
enterprise services and reports as support aids for private and shared use. 17. Evaluates network data analysis for the 
purposes of load balancing, network troubleshooting, bandwidth usage by using utilities to analyze packet captures and 
traffic; enterprise class application software serving multiple departments and agencies and related packages for 
standards; new enterprise application software for business need relevance to determine their usefulness to the current 
enterprise; system policies for compliance with current standards, state, local and/or federal laws and guidelines. 18. 
Implements new products in test environment and refer to lead server administrator for assistance or direction and 
stringent security settings or configurations necessary to ensure data security while in transit or at rest meeting multiple 
regulatory agency requirements. 19. Leads meetings about and communicate about change control events at the 
infrastructure and enterprise application levels; team members by providing guidance on complex tasks; 20. Leverages 
performance monitoring tools to identify enterprise application and server performance issues and vendor knowledge 
base through support contract or other means to troubleshoot issues and to review new technology; existing toolsets 
and personnel skillsets to provide improved service levels to the organization. 21. Maintains enterprise application 
integrity by interacting with databases, tuning environment variables and setting enterprise application parameters; 
proper paperwork and problem management database entries as dictated by current policies and guidelines; 
communication with customers during the problem resolution process; constructive working relationships with peers, 
agencies and external entities at all levels; knowledge of network architecture, servers, enterprise applications, database 
and operating system concepts; up-to-date documentation of technical, and procedural changes as they occur. 22. 
Migrates enterprise application changes through development, test and production environments to thoroughly test 
changes before applying to live production environments. 23. Modifies computer security customizations and/or 
configurations to incorporate new software, correct errors, or creates or modifies user's roles. 24. Monitors and 
analyzes disk space problems and communicates effectively to appropriate personnel to take corrective actions when 
necessary; enterprise application performance statistics to verify sufficient resources for user load and through 
monitoring software to identify trouble areas and possible tuning opportunities; enterprise server performance through 
monitoring software to identify trouble areas and possible tuning opportunities; enterprise system and applications logs 
and reports for system integrity and escalate as necessary; licenses for enterprise applications to confirm adequate 
amount of remaining licenses; overall end user experience to understand performance anomalies as they occur; server 
performance through monitoring software to identify trouble areas and possible tuning opportunities. 25. Participates in 
developing automated scripting, ad-hoc queries and reports to extract information from enterprise level multi-tier 
applications; disaster recovery planning and testing to ensure fail over plan meets requirements and works as expected; 
establishing change control and enterprise application performance monitoring processes and ensures use of same; 
planning, hardware evaluations and reviews, operating systems and enterprise application evaluations, and reviews to 
assist in planning for future growth and refresh cycles. 26. Plans and defines strategies for implementations, upgrades, 
and prolonged outage maintenance for data center systems and enterprise application installation requirements for 
hardware and/or software components to ensure system functionality. 27. Recommends and implements security 
design features to protect data and infrastructure resources meeting multiple regulatory agency requirements; potential 
training to management on current technology trends; vendor and contractor applications solutions for providing 
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enterprise level products and services. 28. Recommends change or improvements to enhance customer service and/or 
reduce time of problem resolution; service level agreements to upper management to ensure the highest level of 
customer satisfaction is met; enhance customer service and/or reduce time of problem resolution; researches a variety 
of customer requests in a timely manner while being able to effectively manage changing priorities and assisting in the 
execution of policies and procedures related to the delivery of enterprise application services; abnormal system events 
to determine if further action is required; vendor documentation in the event of a problem to identify the solution. 29. 
Reviews critical errors in the server, enterprise application and logs to identify source of issue and determine the correct 
resolution and object meta-data, researches the reason for the error and takes the steps necessary to fix the problem; 
customer enterprise application requirements needed to integrate with enterprise applications using standard methods 
and protocols; configuration to identify any discrepancies across load-balanced environments and policies for 
compliance standards; test environment to evaluate upgrade or deployment status; documentation for the product and 
determine if information applies to the current environment or can improve the performance of the Server or enterprise 
application; identifies data transmission errors and corrections of factors causing errors and events that could delay 
processing and notify appropriate personnel or take corrective action. 30. Supports developers, database administrator, 
functional analysts and server administrators with requests for tasks that require enterprise application administration 
and regularly scheduled enterprise server and database maintenance. 31. Tests network connectivity of all needed 
enterprise application services (e.g. database, site servers, and clients) and new enhancements and fixes to ensure that 
the desired results are achieved without issues. 32. Tunes and/or makes recommendations for enterprise application 
settings per vendor recommendations to allow for optimal user experience and makes recommendations for server 
settings per vendor recommendations to allow for optimal user experience. 33. Understands and supports enterprise 
application security to support audit requirements and business case for procurement return on investment. 34. Utilizes 
problem management database to submit a request for permission to perform monthly maintenance to prevent 
interruption of service for users or applications additional resources to ensure system integrity and state standard 
workstation tools to manage server, operating system and enterprise application software. 35. Verifies enterprise 
application load is balanced across servers to ensure acceptable performance. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Intellectual Horsepower Problem Solving Total Work Systems Drive for 
Results Organizational Agility Building Effective Teams Customer Focus Integrity and Trust Self-Development Knowledge: 
Administration and Management Computers and Electronics Customer and Personal Service Engineering and 
Technology Law and Government Skills: Active Listening Critical Thinking Complex Problem Solving Operations Analysis 
Technology Design Troubleshooting Judgment and Decision Making Systems Analysis Systems Evaluation Abilities: 
Deductive Reasoning Inductive Reasoning Oral Expression Perceptual Speed Problem Sensitivity Speed of Closure 
Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Video Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075509 - ENTERPRISE APPLICATION ADM INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5157 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years in any one of the following areas: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering. Substitution of Experience for 
Education: Qualifying experience in any one of the following areas may substitute for the required college degree on a 
year-for-year basis to a maximum substitution of four years: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering.  
 
Other Requirements: 
Necessary Special Qualifications: None.                     Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting enterprise class application and server performance 
for the production, development and test environments of databases, applications, servers and 3rd party components, 
performs advanced troubleshooting of server and application issues, assists in the design of infrastructure and planning 
to support enterprise class level applications and performs related work as required.  Distinguishing Features: This is the 
intermediate level in the Enterprise Application Administrator series. An employee in this class is responsible for the 
routine installation, configuration, patching, upgrades, migration, performance monitoring, tuning, backup and restores 
for databases, enterprise applications and physical and virtual servers. This class differs from an Enterprise Application 
Administrator  Advanced in that an incumbent of the latter installs, configures, patches, upgrades, migrates, monitors 
performance, tunes, backup and restores for databases, enterprise applications and physical and virtual servers, 
performs advanced troubleshooting of enterprise application and server issues, and assists in design of infrastructure to 
support enterprise class applications.   
 
Work Activities: 
1. Applies the latest enterprise application patches per vendor recommendations to ensure latest fixes and functionality 
and schedules time to apply updates and patches to the test environments to ensure a seamless transition to the 
production enterprise application environment.2. Reviews, assists and performs troubleshooting for users with 
resolutions of technical problems in the server and enterprise application logs to identify source of issue and determine 
the correct resolution or if when vendor support should be called to aid in resolution of problems; critical errors in the 
server, enterprise application logs and object meta-data, researches the reason for the error and takes the steps 
necessary to fix the problem.3. Evaluates enterprise class application software serving multiple departments and 
agencies, related packages for standards and for business need relevance to determine their usefulness to the current 
enterprise.4. Installs and configures server hardware, operating system, enterprise application software; 3rd party 
enterprise applications and reporting tools in development, test and production environments.5. Leverages 
performance monitoring tools to identify enterprise application and server performance issues and vendor knowledge 
base through support contract or other means to troubleshoot issues and to review new technology.6. Maintains 
knowledge of network architecture, database, operating system concepts, servers and enterprise applications in use in 
the enterprise application environment and up-to-date documentation of technical and procedural changes as they 
occur.7. Monitors enterprise application performance statistics to verify sufficient resources for user load and software 
to identify trouble areas and possible tuning opportunities; enterprise system and applications logs and reports for 
system integrity and escalate as necessary; licenses for enterprise applications to confirm adequate amount of 
remaining licenses; overall end user experience to understand performance anomalies as they occur; server 
performance through monitoring software to identify trouble areas and possible tuning opportunities; verifies 
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enterprise application load is balanced across servers to ensure acceptable performance.8. Performs routine 
maintenance and tuning on complex enterprise application databases.9. Upgrades new and 3rd party enterprise 
applications, monitoring software and new supporting software per vendor instructions to leverage the latest 
technology and to stay current with vendor support.10. Utilizes problem management database to submit a request for 
additional resources to ensure system integrity, permission to perform monthly maintenance and to prevent 
interruption of service for users or enterprise applications; state standard workstation tools to manage server, operating 
system and enterprise application software.11. Develops and maintain scripts and documentation for server and 
enterprise application administration needed for system implementation and recovery; reports as support aids for 
private and shared use.12. Researches abnormal system events to determine if further action is required and vendor 
documentation in the event of a problem to identify the solution.13. Supports developers, database administrator, 
functional analysts and server administrators with requests for tasks that require enterprise application administration, 
regularly scheduled enterprise server and database maintenance.14. Tests network connectivity of all needed enterprise 
application services (e.g. database, site servers, and clients), new enhancements and fixes to ensure that the desired 
results are achieved without issues; configures connectivity between enterprise applications and other supporting 
applications through software interface product; ensures connectivity between enterprise application and it's 
supporting enterprise applications.15. Troubleshoots enterprise class application software, server, operating system 
user and enterprise application issues, interface issues and escalates if necessary; modifies computer security 
customizations and/or configurations to incorporate new software, correct errors, or creates or modifies user's roles.16. 
Tunes and/or makes recommendations for server and enterprise application settings per vendor recommendations to 
allow for optimal user experience.17. Creates reference documentation for individual enterprise applications to ensure 
procedures are documented; updates and tests security aspects of the business resumption plan; collaborates with IT 
staff, attend webinars and reads industry related publications to remain abreast of advance technology; coordinates file-
share administration and communicates about needed activities to users.18. Leads meetings in the communication of 
change control events at the infrastructure and enterprise application levels; migrates enterprise application changes 
through development, test and production environments to thoroughly test changes before applying to live production 
environments.  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Learning on the Fly Problem Solving Technical Learning Time 
Management Drive for Results Written Communications Customer Focus Integrity and Trust Self-KnowledgeKnowledge: 
Computers and Electronics Customer and Personal Service Engineering and TechnologySkills: Engineering and 
Technology Complex Problem Solving Equipment Maintenance Operation Monitoring TroubleshootingAbilities: 
Deductive Reasoning Memorization Oral Comprehension Oral Expression Speed of Closure Written Comprehension 
Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Copy Machine Printer Server Mobile Devices Projector/Audio Visual Equipment 
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075496 - ENTERPRISE BUS SOLUTIONS ARCH 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5124 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075493 - ENTERPRISE BUSINESS ANALYST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5121 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075491 - ENTERPRISE BUSINESS ANALYST-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5115 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075494 - ENTERPRISE DATA SCIENTIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5122 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075556 - ENTERPRISE MIDDLEWARE SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5109 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years in any one of the following areas: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering. Substitution of Experience for 
Education: Qualifying experience in any one of the following areas may substitute for the required college degree on a 
year-for-year basis to a maximum substitution of four years: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting enterprise middleware responsibilities and performs 
related work as required.  Distinguishing Features: This is the advanced/lead level in the series. An incumbent in this 
class leads or performs advanced level analysis and applications of various middleware technologies to help fulfill 
enterprise requirements. Solves technical problems of middleware involving large-scale inter-disciplinary objectives 
within multiple systems. Provides coherent distributed middleware that connects software components and 
applications. This class differs from the Enterprise Middleware Specialist Intermediate in that an incumbent in the latter 
will perform basic level analysis and applies various middleware technologies to help fulfill company's requirements.  
 
Work Activities: 
1. Performs a variety of complex responsibilities with middleware technologies: configures clustering and load-balancing 
by optimizing memory and resource usage across multiple instances; engineers and consults with system architects and 
other teams on new environment builds, assists with service design package (SDPs) configuration; engineers and 
implements enterprise application environments, deploys scripts for agency and citizen-facing applications; submits; 
grants final approval to the middleware section of the SDP; manages a large and complex application server 
infrastructure instances, conducts performance turning, and configures middleware components; oversees engineering 
designs of enterprise systems and interfaces; reviews detailed network specifications from SDPs, including diagrams, 
charts, equipment configurations, or recommended technologies; tests enterprise network connectivity of critical and 
non-critical enterprise application services (e.g. database, site servers, and clients); tests new enhancements and fixes 
across statewide servers to ensure the desired results are achieved without issues; application server installation, 
configurations, clustering, and administration on various platforms and the ability to install and securely implement 
enterprise middleware components. 2. Analyzes the following middleware technology functions: business cases for 
procurement return on investment; business documentation to justify procurement requests; changes to operating 
systems and applications by monitoring system consoles and takes appropriate actions by correcting or notifying 
appropriate personnel; enterprise aggregate system logs and researches failure codes to determine resolutions and 
implement solutions; long running processes across multiple statewide distributed servers to understand negative 
trends for performance tuning; statewide distributed services for performance, assists in identifying inefficient usage of 
resources and provides capacity planning guidance; system and application logs and researches solutions to improve 
system reliability. 3. Assists with the following middleware areas: collecting statistical information from enterprise 
systems to monitor growth and reports to management; configuring servers to adhere to state standards; performing 
proactive capacity planning, including short-term and long-terms trend analysis, ensuring all backup and storage are 
monitored for capacity and stability; planning, scheduling and logistics of enterprise application installation 
requirements and replacement/refresh for hardware and/or software components to ensure system functionality; 
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creation of application procedure documentation; management with cost benefit analysis of enterprise services; team 
members with resolving assigned incidents; scheduling updates and patching of enterprise applications; system 
architects and other teams on new environment builds, assists with SDPs configuration. 4. Creates and maintains 
documentation and reports on various middleware practices and procedures: complex system configuration, 
implementation and recovery; comprehensive documentation for building, troubleshooting, installing, recovering, and 
supporting statewide enterprise servers and complex applications; ServiceNow (SNOW) reports for statistical and 
management purposes; ServiceNow (SNOW) tickets as dictated by current policies and guidelines; technical and 
procedural changes as they occur; ad-hoc queries and reports to extract information from Enterprise level multi-tier 
applications 5. Performs complex diagnostic, troubleshooting and tuning on the following areas: servers, data backup, 
firewalls and other infrastructure-related issues; enterprise systems networking, and firewall issues; system 
interruptions and resolutions in collaboration with other enterprise support groups (e.g. network, domain name servers, 
firewall); enterprise class application software, user interface issues and escalates if necessary; scripts, batch jobs, and 
performance issues; makes recommendations for enterprise applications and servers to ensure optimal user experience; 
enterprise environment to deliver optimal performance for internal and statewide external customers. 6. Designs and 
engineers enterprise interfaces with various agency databases, Linux systems including storage, memory, and processor 
count for capacity planning, enterprise system interfaces to firewalls, load balancers, proxies, solutions to new technical 
needs and provides architectural guidance on enterprise servers and services to application development teams. 7. 
Develops and maintains a proper working relationship with internal and external customers: vendors, contractors and 
suppliers, confidential working relationships with co-workers and other departments; procedures for the secure transfer 
of information following state standards, procedures for the secure transfer of information following state standards, 
scripts for enterprise server and application administration, automated scripting,; complex application installation 
requirements for hardware and software components to ensure system functionality; complex server installation 
requirements for hardware and software components to ensure system functionality, procedures for installation, use, 
and troubleshooting of enterprise hardware or software. 8. Installs, configures and implements automated services, 
complex enterprise applications, enterprise management tools, enterprise middleware products, new internal 
applications, statewide web applications in development, test and production environments; performance monitoring 
software to better manage application and server performance; supports complex web server technologies. 9. Monitors 
and analyzes all middleware environments: disk space problems and communicates effectively to appropriate Strategic 
Technology Services teams to take corrective action when necessary; enterprise application and server performance 
through monitoring software to identify trouble areas and possible tuning opportunities, licensing to ensure sufficient 
resource availability, performance statistics to ensure sufficient state resources; overall end user experience to 
understand performance anomalies as they occur; system logs, applications logs and reports to ensure system integrity 
and escalates as necessary; health of physical and virtual servers and creates a remediation plan as needed. 10. 
Performs a wide range of application upgrades for new product releases, application maintenance tasks such as 
managing certificates and key stores, integrating applications into web hosts, complex application deployments utilizing 
the JBOSS domain EAP control console, enterprise application and operating system tuning to meet user requirements, 
high availability testing on servers to validate configuration and prevent downtime, maintenance tasks that include 
downloading, validating, and applying enterprise level patches on systems, proactive capacity planning, including short-
term and long-term trend analysis. 11. Recommends and implements the following actions: security design features to 
protect enterprise data and complex infrastructure resources; changes and improvements to enhance customer service 
and/or reduce time of problem resolution, Service Level Agreements to upper management to ensure the highest level 
of customer satisfaction is met, to enhance customer service and reduce problem resolution time, to reduce time of 
problem resolution, vendor and contractor application solutions for providing enterprise-level products and services. 12. 
Researches abnormal system events to determine if further action is required, changes and improvements to enhance 
customer service and reduce problem resolution time, enterprise application software and supporting packages for 
standards compliance, server/software components to ensure system functionality, complex enterprise open source 
solutions. 13. Supports developers, database administrators, business analysts and server administrators with enterprise 
application administration for agency and citizen-facing applications, enterprise application integrity tuning, 
environment variables, setting application parameters, and ensuring database connections, regularly scheduled server 
and database maintenance, statewide enterprise interfaces with various agency enterprise databases and systems 
including storage, memory, and processor count for capacity planning, system interfaces to firewalls and load balancers 
and proxies. 14. Works daily in a variety of roles and responsibilities: as an advanced end-user of enterprise Linux/Unix 
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systems; with application, content, and other technical teams to support and resolve issues with enterprise systems; 
with installing, configuring, and troubleshooting packages to support agency applications; with the state infrastructure 
support and web application staff to troubleshoot complex hardware, scripting, and operating system issues as they 
relate to the web application and agency environments; in an environment, primarily service operations (incident, 
event, request, problem, and access management); to proactively identify issues and implement enhanced processes 
and procedures; with application development teams to perform enterprise application deployments; with third party 
vendors to troubleshoot and resolve enterprise application issues. 15. Coordinates communications between server, 
data backup, and other agencies to resolve issues and assist in escalating to advance backup team members, enterprise 
application downtime with technical teams, departments and state agencies to ensure minimal disruption of service and 
network or design activities with other state agencies. 16. Communicates and collaborates with internal and external 
customers: vendor technical support to resolve complex enterprise issues impacting internal and external users 
statewide; enterprise application configuration changes to middleware team; other teams in the evaluation of 
enterprise hardware, operating systems, and applications to assist in the planning of future growth and refresh cycles; 
departmental productivity and development objectives by participating in training programs; outside vendors, subject 
matter experts, account managers, and other agencies as needed to resolve complex enterprise issues; internal team 
report development, troubleshooting, and risk/resolution matrices; customers during the problem resolution process. 
17. Mentors and leads middleware application administrators and middleware team members on new trends and skills, 
peers and team members through complex tasks with training and support, in the design of enterprise software 
solutions of the greatest scope and complexity, communication on change control events at the infrastructure and 
application levels. 18. Oversees the analysis of statewide data for enterprise complex middleware infrastructure and 
applications, provides network data analysis for load balancing, network troubleshooting, and bandwidth usage 
planning, evaluates statistical information to monitor growth and capacity, provides formal reports to management, 
gathers and evaluates complex application performance data to ensure sufficient system availability, participates in 
developing automated scripting, ad-hoc queries and reports to extract information from enterprise level multi-tier 
applications. 19. Participates in enterprise disaster recovery testing, migration of enterprise application changes through 
development, test and production environments, establishment and utilization of change control and application 
performance monitoring processes, execution of disaster recovery plan in the event of a disaster and with technical 
teams, departments and state agencies in enterprise disaster recovery activities. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Dealing with Ambiguity Functional/Technical Competency Integrity and Trust Logical 
Thought Organizing Perseverance Problem Solving Self-Development Technical Learning Time-Management Written 
Communication Knowledge: Communications and Media Computers and Electronics Customer and Personal Service 
Engineering and Technology Telecommunications Clerical Design Education and Training Sales and Marketing Skills: 
Active Learning Active Listening Complex Problem Solving Critical Thinking Judgment and Decision Making Reading 
Comprehension Time Management Troubleshooting Writing Systems Analysis Programming Monitoring Operation 
Monitoring Systems Evaluation Technology Design Operations Analysis Instructing Learning Strategies Management of 
Personnel Resources Management of Financial Resources  Abilities: Deductive Reasoning Information Ordering Oral 
Comprehension Oral Expression Selective Attention Time Sharing Visualization Inductive Reasoning Fluency of Ideas 
Visualization Written Comprehension Written Expression Problem Sensitivity Number Facility 
 
Tools and Equipment Used: 
 Broadband Internet Computer Copy Machine Fax Machine Mobile Devices Printer Projector / Audiovisual Equipment 
Scanner Server Telephone 
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075555 - ENTERPRISE MIDDLEWARE SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5108 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in any one of the following areas: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering. Substitution of Experience for 
Education: Qualifying experience in any one of the following areas may substitute for the required college degree on a 
year-for-year basis to a maximum substitution of four years: (1) computer science, (2) information technology, (3) 
computer engineering, (4) information systems management, (5) network engineering.  
 
Other Requirements: 
Necessary Special Qualifications: None.                       Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supporting enterprise middleware responsibilities and performs 
related work as required.  Distinguishing Features: This is the intermediate level in the Enterprise Middleware Specialist 
series. An incumbent in this class analyzes and applies various middleware technologies to help fulfill enterprise 
requirements. Solves technical problems of middleware involving large-scale inter-disciplinary objectives within multiple 
systems. Provides coherent distributed middleware that connects software components and applications. This class 
differs from the Enterprise Middleware Specialist Advanced in that an incumbent in the latter will perform complex 
analysis and applies various middleware technologies to help fulfill company's requirements.  
 
Work Activities: 
1. Performs a variety of responsibilities with middleware technologies: network load balancing, high availability 
architecture, and fault tolerant firewalls; performs complex application deployments utilizing the JBOSS domain EAP 
control console; hands-on experience with web servers including Apache and Nginx; maintains scripts for server and 
application administration; understands the configuration management process and its relationship to middleware 
solutions and application configuration life cycle; verifies all applications after database and server downtime to make 
sure all systems are functioning properly; submit requests for additional resources to ensure local and enterprise system 
reliability; identifies and assists in enterprise server upgrades; works with application development teams to perform 
enterprise application deployments. 2. Researches, analyzes and communicates changes and improvements to 
operating systems and applications by monitoring system consoles and takes appropriate actions by correcting or 
notifying appropriate personnel; migration of enterprise application changes through development, test and production 
environments; enterprise aggregate system logs and researches failure codes to determine resolutions and implement 
solutions. 3. Identifies, monitors, analyzes the process of troubleshooting servers, data backup, disk space problems, 
firewalls and other infrastructure-related issues; following procedures; critical errors in the enterprise application and 
server logs to identify issue source and determine the corrective action and in the server and application logs, 
researches cause, and takes steps to remediate; utilizes application support resources via enterprise wide vendor 
contracts to resolve complex questions and state standard workstation tools to manage servers and application 
software; performing proactive capacity planning, including short-term and long-terms trend analysis, ensuring all 
backup and storage are monitored for capacity and stability; collecting statistical information from enterprise systems to 
monitor growth and reports to management and configuring servers to adhere to state standards. 4. Assists and 
coordinates team sponsored responsibilities: troubleshooting servers, data backup, disk space problems, firewalls and 
other infrastructure-related issues with system architects and other teams on new environment builds; assists with SDPs 
(service design package) configuration, team with troubleshooting of complex enterprise systems networking and 
firewall issues; communications between server, data backup, and other agencies to resolve issues and assist in 
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escalating to advanced backup team members. 5. Ensures and tests connectivity between enterprise application, 
network, supporting infrastructure and critical and non-critical enterprise application services (e.g. database, site 
servers, and clients). 6. Assists in planning of enterprise application installation requirements for hardware and/or 
software components to ensure system functionality; schedules updates and patching of enterprise applications; 
creation of application procedure documentation; researches enterprise application software and supporting packages 
for standards compliance; server/software components to ensure system functionality; implements, and supports 
complex enterprise open source solutions; upgrades enterprise software. 7. Documents, maintains, monitors 
middleware tools, scripts, cron jobs, paperwork, ServiceNow (SNOW) tickets as dictated by current policies and 
guidelines; technical and procedural change documentation needed for system implementation and recovery; system 
logs, applications logs and reports to ensure system integrity and escalates as necessary. 8. Supports the following 
responsibilities: day-to-day operations of all agency and citizen-facing complex applications; developers, database 
administrators, business analysts and server administrators with enterprise application administration; enterprise 
application environments for agency and citizen-facing applications; regularly scheduled server and database 
maintenance; statewide enterprise interfaces with various agency enterprise databases; statewide enterprise Linux 
systems including storage, memory, and processor count for capacity planning; statewide enterprise system interfaces 
to firewalls, load balancers, and proxies. 9. Troubleshoots enterprise class application software, scripts, batch jobs, user 
interface, performance and complex enterprise system issues and technical problems; tests new enhancements and 
fixes across statewide servers to ensure the desired results are achieved without issues; packages to support agency 
applications and state infrastructure support and web application staff to troubleshoot complex hardware, scripting, and 
operating system issues as they relate to the web application and agency environments; leverages enterprise 
performance monitoring tools to identify application and server performance issues; builds and installs complex 
middleware solutions for statewide services. 10. Performs application maintenance tasks such as managing certificates 
and key stores, integrating applications into web hosts, integrating applications into web hosts and downloading, 
validating, and applying enterprise level patches on systems. 11. Monitors enterprise application and server 
performance through software to identify trouble areas and possible tuning opportunities and enterprise application 
licensing to ensure sufficient resource availability. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Dealing with Ambiguity Functional/Technical Competency Integrity and Trust Logical 
Thought Organizing Perseverance Problem Solving Self-Development Technical Learning Time-Management Written 
Communication Knowledge: Communications and Media Computers and Electronics Customer and Personal Service 
Engineering and Technology Telecommunications Clerical Skills: Active Learning Active Listening Complex Problem 
Solving Critical Thinking Judgment and Decision Making Reading Comprehension Time Management Troubleshooting 
Writing Systems Analysis Programming Monitoring Operation Monitoring Abilities: Deductive Reasoning Information 
Ordering Oral Comprehension Oral Expression Selective Attention Time Sharing Visualization Inductive Reasoning 
Fluency of Ideas Visualization Written Comprehension Written Expression Problem Sensitivity Number Facility 
 
Tools and Equipment Used: 
 Broadband Internet Computer Copy Machine Fax Machine Mobile Devices Printer Projector / Audiovisual Equipment 
Scanner Server Telephone 
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076159 - ENTERPRISE PROJECT DIR - SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5205 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information" 
 
Tools and Equipment Used: 
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075495 - ENTERPRISE PROJECT MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5123 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075492 - ENTERPRISE PROJECT MANAGER-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5120 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075498 - ENTERPRISE SECURITY OFFICER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5125 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information." 
 
Tools and Equipment Used: 
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076148 - ENTERPRISE SOLUTIONS ARCH-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5204 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in design, support and/or implementation of one of the following: Networking 
(firewalls, NAT, DNS, TCP/IP, subnets, vlans, load balancers);  Server Virtualization;  Enterprise Class Operating Systems, 
Windows, Linux or Unix; SAN's (replication); enterprise backup solutions;  relational database solutions; security 
(network, server, application); Disaster Recovery; or Enterprise applications such as ERP, CRM, BI, etc. Substitution of a 
Specific Associates Degree for the Required Bachelor's degree: An Information Technology Associate's degree may be 
substituted for the required Bachelor's degree. Substitution of Graduate Coursework for the Required Experience: 
Additional graduate course work credit received from an accredited college or university in computer and information 
sciences may substitute for the required experience on a month for month basis to a maximum of one year (thirty six 
graduate quarter hours or a master's degree in computer sciences is equivalent to one year of experience)Substitution 
of Experience for Education: Qualifying experience in design, support and/or implementation of one of the following: 
networking (firewalls, NAT, DNS, TCP/IP, subnets, vlans, load balancers); Server Virtualization; Enterprise Class Operating 
Systems, Windows, Linux or Unix; SAN's (replication);  enterprise backup solutions; relational database solutions; 
security (network, server, application); disaster recovery; enterprise applications such as ERP, CRM, BI, etc. may 
substitute for the IT specific Associate's degree to a maximum of two years (e.g., experience equivalent to one year of 
full-time work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for developing systems designs that may be complex in nature to 
meet business needs using state standard technology and ensuring data privacy classifications are enforced.         
Distinguishing Features: An incumbent in this class is employed  by the Department of Finance and Administration. The 
Enterprise Solutions Architect - Advanced creates designs of systems to include functions such as security, redundancy, 
load balancing and disaster recovery. This class differs from that of Enterprise Solutions Architect-Int in that an 
incumbent of the latter assists in the creation of the technical documentation for the systems designs and works with 
the operational teams for proper implementation.  This class differs from that of Enterprise Solution Arch Supv in that 
an incumbent of the latter supervises the design of systems to include functions such as security, redundancy, load 
balancing and disaster recovery. 
 
Work Activities: 
Getting Information: Consults with business users and technical resources to develop detailed business requirements 
and related technical options/recommendations. Consults with vendors to develop technical options/recommendations. 
Gathers data pertaining to customer needs from project managers or director and uses the information to identify, 
predict, interpret, and evaluate system and network requirements. Leads the gathering of business needs as well as the 
design of solutions through direct interaction with business unit leaders. Learns the business area and becomes familiar 
with systems capabilities through interaction with lines of business, IT and third-party representatives. Researches and 
evaluates current and emerging technologies. Works with senior business stakeholders to assist in defining and 
articulating the specific project strategies.Updating and Using Relevant Knowledge: Meets with Information Technology 
staff, attends webinars, and reads industry related publications to remain abreast of advance technology. Identifies and 
attends courses in areas of new technologies which may be implemented to address business and technical needs of 
customers. Researches and evaluates industry trends, best practices, and new technologies and integrates knowledge 
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and skills into current and future business and technical solutions.Documenting/Recording Information: Prepares 
detailed specifications, including diagrams, charts, equipment configurations, or recommended technologies. Develops 
conceptual, logical, or physical designs. Prepares design presentations and proposals for staff or customers. Researches 
new technologies and methodologies to ensure that new solutions are scalable, reliable, and secure. Create technical 
documentation on architecture, standards, configurations, and principles. Works with infrastructure specialists such as 
network, systems, and database and security personnel to ensure proper planning, implementation, and operations of a 
design. Designs the necessary environments (development, test, UAT, etc.) for support of an application. Diagrams the 
design of an application, (i.e., physical, software, network, communication, data flow, and security).Interpreting the 
Meaning of Information for Others: Acts as a liaison between customers and internal support staff to assure accurate 
problem interpretation. Facilitates an understanding of the technical recommendations and communicates design 
rationale to project team members. Provides expert problem solving and technical judgment. Works with business 
leaders as a liaison between Information Technology (IT), third party partners, and business units in the identification of 
IT related business solutions and facilitates effective translation to appropriate levels within the organization. 
Collaborates with business and technical stakeholders for requirements development, ensuring that stakeholders 
understand the architectural capabilities and/or limitations and final system design. Communicates and ultimately 
solidifies a broad understanding across the organization of technical capabilities and deployment options, positioning 
the enterprise to fully leverage new and existing functionality for maximum benefit/return.Communicating with 
Supervisors, Peers, or Subordinates: Presents recommendations and technical information to staff with varied levels of 
technical knowledge and/or upper management. Interacts with project managers, business analysts, functional experts, 
or other key personnel to understand and validate user requirements and ensure the design meets the requirements. 
Prepares and delivers presentations on projects, products, and strategies to management and executive staff where 
appropriate. Communicates and markets complex technical concepts to non-technical stakeholders.Resolving Conflicts 
and Negotiating with Others: Works with stakeholders to remove roadblocks to progress. Works to develop a solution to 
resolve disagreements between stakeholders to resolve conflicting requirements and achieve common vision. 
Establishes and maintains positive relationships with business and technical stakeholders to discuss agency projects, 
strategies, methodologies and business needs. Serve as the liaison between business users and the technical teams. 
 
Competencies (KSA’s): 
Competencies: Composure Creativity Customer Focus Dealing with Ambiguity Decision Quality Functional/Technical 
Competencies Presentation Skills Problem Solving Technical Learning Time Management Knowledge: Working 
Knowledge of Computers and Technology Working Knowledge of Systems Design Working Knowledge of nTier 
architecture Working Knowledge of a variety of technical methodologies Working Knowledge of Current and Emerging 
Technologies Working Knowledge of Customer and Personal Service Working Knowledge of Database Design Working 
Knowledge of Disaster Recovery Planning Working Knowledge of High Availability Clustering Technology Working 
Knowledge of Industry Standard Network Protocols Working Knowledge of Information Systems Architectures 
(hardware, software, network, data) Working Knowledge of Network Design Working Knowledge of Documentation 
using Technical Writing tools including diagramming toolsSkills: Adaptability/Flexibility Attention to Detail Complex 
Problem Solving Critical Thinking Dependability Initiative Integrity Judgment and Decision Making Learning Strategies 
Negotiation Persistence Persuasion Quality Control Analysis Service Orientation Skills in Documentation or Technical 
Writing Social Perceptiveness Stress Tolerance System Analysis System Skills Systems Evaluation Technical Skills 
Technology Design Time Management Abilities: Identify Issues and Translate Disparity between Business and IT Read 
and Understand Ideas and Information Presented in Writing Ability to Work Independently and Under Limited 
Supervision Attention to Detail Deductive Reasoning Fluency of Ideas Inductive Reasoning Information Ordering Integrity 
Memorization Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Speed of Closure 
Time Sharing To evaluate multiple sources of information and choose the optimal solution based on the environment 
Visualization Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Cell Phone Computer Mobile Devices Printer Telephone 
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076147 - ENTERPRISE SOLUTIONS ARCH-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5200 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional-level experience equivalent in design, support and/or implementation of one of the following:  
networking (firewalls, NAT, DNS, TCP/IP, subnets, vlans, load balancers); Server Virtualization; Enterprise Class Operating 
Systems, Windows, Linux or Unix; SAN's (replication); enterprise backup solutions; relational database solutions; security 
(network, server, application); or Disaster Recovery; Enterprise applications such as ERP, CRM, BI, etc. Substitution of a 
Specific Associates Degree for the Required Bachelor's degree: An Information Technology Associate's degree may be 
substituted for the required Bachelor's degree. Substitution of Graduate Coursework for the Required Experience: 
Additional graduate course work credit received from an accredited college or university in computer and information 
sciences may substitute for the required experience on a month for month basis to a maximum of one year (thirty six 
graduate quarter hours or a master's degree in computer sciences is equivalent to one year of experience)Substitution 
of Experience for Education: Qualifying experience in design, support and/or implementation of one of the following: 
networking (firewalls, NAT, DNS, TCP/IP, subnets, vlans, load balancers); Server Virtualization; Enterprise Class Operating 
Systems, Windows, Linux or Unix; SAN's (replication);  enterprise backup solutions; relational database solutions; 
security (network, server, application); disaster recovery; enterprise applications such as ERP, CRM, BI, etc. may 
substitute for the IT specific Associate's degree to a maximum of two years (e.g., experience equivalent to one year of 
full-time work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for developing systems designs to meet business needs using state 
standard technology and ensuring                         data privacy classifications are enforced. Distinguishing Features: The is 
the entry-level classification in the Enterprise Solutions Architect sub-series. An incumbent in this class is employed in 
the Department of Finance and Administration. The Enterprise Solutions Architect-Intermediate assists in the creation of 
systems designs to include functions such as security, redundancy, load balancing and disaster recovery. An employee in 
this class is responsible for assisting in the creation of the technical documentation for the systems designs and works 
with the operational teams for proper implementation. 
 
Work Activities: 
Getting Information: Participates in discussions with business users and technical resources to develop detailed business 
requirements and related technical options/recommendations. Participates in discussions with vendors to develop 
technical options/recommendations. Analyzes data to identify, predict, interpret, and evaluate system and network 
requirements. Participates in the gathering of business needs as well as the design of solutions. Learns the business area 
and becomes familiar with systems capabilities through interaction with lines of business, IT and third-party 
representatives. Researches and evaluates current and emerging technologies.Updating and Using Relevant Knowledge: 
Meets with Information Technology staff, attends webinars, and reads industry related publications to remain abreast of 
advanced technology. Identifies and attends courses in areas of new technologies which may be implemented to 
address business and technical needs of customers. Researches and evaluates industry trends, best practices, and new 
technologies and integrates knowledge and skills into current and future business and technical 
solutions.Documenting/Recording Information: Assists in preparation of detailed specifications, including diagrams, 
charts, equipment configurations, or recommended technologies. Assists in preparing design presentations and 
proposals for staff or customers. Researches new technologies and methodologies to ensure that new solutions are 
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scalable, reliable, and secure. Assists with the creation of technical documentation on architecture, standards, 
configurations, and principles. Works with infrastructure specialists such as network, systems, and database and security 
personnel to ensure proper planning, implementation, and operations of a design. Assists with the designs of necessary 
environments (development, test, UAT, etc.) for support of an application. Diagrams the design of an application, (i.e., 
physical, software, network, communication, data flow, and security).Interpreting the Meaning of Information for 
Others: Acts as a liaison between customers and internal support staff to assure accurate problem interpretation. 
Facilitates an understanding of the technical recommendations and communicates design rationale to project team 
members. Provides problem solving and technical judgment. Collaborates with the stakeholder for developing a 
solution.Communicating with Supervisors, Peers, or Subordinates: Interacts with the stakeholder to understand user 
requirements and ensure the design meets requirements. Assists in preparation of and delivers presentations on 
projects, products, and strategies to management and executive staff where appropriate. Communicates and markets 
technical concepts to non-technical stakeholders.Resolving Conflicts and Negotiating with Others: Assists the 
stakeholder in working with stakeholders to remove roadblocks to progress. Assists in developing a solution to resolve 
disagreements between stakeholders to resolve conflicting requirements and achieve common vision. Establishes and 
maintains positive relationships with business and technical stakeholders to discuss agency projects, strategies, 
methodologies and business needs. Serves as the liaison between business users and technical teams. 
 
Competencies (KSA’s): 
Competencies: Approachability Composure Customer Focus Dealing with Ambiguity Functional/Technical Competencies 
Peer Relationships Presentation Skills Problem Solving Technical Learning Time Management Knowledge: Knowledge of 
Computers and Technology Knowledge of Systems Functionality Knowledge of nTier Architecture Knowledge of a variety 
of technical methodologies Knowledge of current and emerging technologies Knowledge of Customer and Personal 
Service           Knowledge of Database Functionality Knowledge of industry standard network protocols Knowledge of 
Network Functionality Knowledge of Documentation using Technical Writing tools including diagramming tools Skills: 
Adaptability/Flexibility Attention to Detail Complex Problem Solving Critical Thinking Dependability Initiative Integrity 
Judgment and Decision Making Learning Strategies Persistence              Service Orientation Skills in Documentation or 
Technical Writing Social Perceptiveness              Stress Tolerance System Analysis                   Technical Skills               Time 
Management Abilities: Read and Understand Ideas and Information Presented in Writing Ability to Work under direct 
Supervision Attention to Detail Information Ordering           Integrity Memorization           Oral Comprehension  Oral 
Expression        Originality Perceptual Speed        Problem Sensitivity              Speed of Closure        Time Sharing 
Visualization Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Cell Phone Computer Mobile Devices Printer Telephone 
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077133 - ENTOMOLOGIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4316 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in entomology, 
zoology, or related biological field and experience equivalent to three years of full-time professional entomological 
work.Substitution of Experience for Education: Qualifying full-time professional experience in entomology may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.Substitution of Education 
for Experience: Additional graduate course work in entomology or related acceptable field may be substituted for the 
required experience, on year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required.Examination Method: 
Education and experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional entomological work of considerable difficulty and 
supervisory work of routine difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class plans and directs field surveys of plants to investigate plant diseases, selects appropriate media, methods, and 
techniques for isolation and growth of plant pathogens, and performs difficult technical identification of plant 
pathogens. 
 
Work Activities: 
1. Performs insect identifications using entomological methods for regulatory, private, and public entities; collects 
samples of suspected pests or insect damage using entomological collection methods (e.g., traps, nets, core samples); 
inspects anatomy of insect and allied organisms (e.g., spiders and mites) to identify unique physiological characteristics; 
compares insect anatomy to taxonomy descriptions and illustrations; identifies genus and species of collected 
samples.2. Monitors movement of quarantined insects (e.g., Gypsy Moth, Imported Fire Ant); reviews State and Federal 
data concerned with quarantined insects; collects data on quarantined insects through insect survey, inspection and 
trapping programs; writes reports which include detection, eradication, and suppression activities of quarantined 
insects; enforces policy and procedure for operations and functions within sphere of authority; recommends quarantine 
restrictions for a specified geographical area to State and Federal officials.3. Recommends appropriate eradication 
methods and procedures including aerial spraying, ground application, biological predators; reviews inspection or 
infestation reports and samples of insect damage to identify the type of insect involved; selects the best method of 
insect control to recommend based on the type of insect, size of infestation area, location of infestation (e.g., urban, 
rural), and other health or environmental concerns.4. Provides technical guidance to inspectors, horticultural and other 
growers, and the public about insect related problems via television, radio, newspapers, or other communications 
media; suggests possible insect type based on plant damage; makes pesticide recommendations based on the type of 
insect to be controlled.5. Participates in insect eradication and suppression activities; plans the Gypsy Moth control 
program for Middle Tennessee; counts the number of egg masses in a specific geographical area during the survey 
annual egg mass survey; determines the number and location of Gypsy Moth traps to place in a geographical area; 
evaluates bids by private contractors for aerial pesticide spraying.6. Supervises seasonal staff involved in the Gypsy 
Moth program; makes recommendation on employment, retention, promotion, demotion, and other human resources 
actions; makes duty assignments; trains employees in the proper placement and inspection procedures of Gypsy Moth 
traps; checks traps to ensure they are properly placed in the correct location; writes performance evaluations.7. Studies 
relevant regulatory insect control policies and procedures and makes recommendations for changes; explains and 
interprets regulatory policies concerning hazardous or quarantined insects; may writes new regulatory policies and 
procedures concerned with the detection, eradication, and suppression of hazardous or quarantined insects. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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072978 - ENV HEALTH FIELD OFFICE MGR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3398 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to five years of any 
full-time work in the enforcement of an environmental program or any professional environmental program work, 
including at least one year of supervisory experience over staff who perform environmental regulatory program work. 
Substitution of Education for Experience: Graduate course work in an environmental science, biology, or chemistry field 
may be substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 quarter 
hours is equivalent to one year), there being no substitution for the specialized experience.  OR  Five years of any full-
time work in the enforcement of an environmental program or any professional environmental program work with the 
State of Tennessee, including at least one year of supervisory experience over staff who perform environmental 
regulatory program work. Substitution of Experience for Education: Any qualifying full-time work in the enforcement of 
an environmental program or any professional environmental program work may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. Note: A 
transcript is required for a proper evaluation for this class. Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for administrative and managerial work of considerable difficulty in 
the direction of professional environmental health and other staff in an environmental health field office; and performs 
related work as required. Distinguishing Features: An employee in this class manages a field office with at least thirteen 
professional environmental health staff. This class differs from Env Health Specialist 6 in that an incumbent of the latter 
either manages a field office with fewer than thirteen professional positions, functions as an assistant manager of field 
office with at least eight professional positions, or manages a small statewide technical central office program or 
section. This class differs from Env Health Program Mgr 1 in that an incumbent of the latter manages a moderate-size 
statewide central office section. 
 
Work Activities: 
Coaching and Developing Others:    Identifying the developmental needs of others by observation, participation in joint 
inspections and discussion with subordinates.    Coaching, mentoring, or otherwise helping others to improve their 
knowledge or skills.    Providing guidance and direction to subordinates, including setting performance standards and 
monitoring performance.Evaluating Information to Determine Compliance with Standards:    Responds to inquiries from 
field staff, industry and the public to determine compliance with state regulations.    Using relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations, or standards.    Reviews 
temporary event logs to ensure all monies are accounted for and in compliance with laws and Environmental Health 
program objectives.Interacting With Computers:    Uses computers to research or to process information.    Uses office 
productivity software including but not limited to word processing programs, spreadsheets programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines.    Uses computer to enter 
inspection data and retrieve information.Judging the Qualities of Things, Services, or People:    Reviewing the quality of 
information from surveys, research, and observations to ensure compliance with state Rules and Regulations and 
Environmental Health program objectives.    Judges how well a subordinate performs on a given SMART goal.Developing 
Objectives and Strategies:    Generating SMART goals for assigned subordinates.    Establishing long-range objectives and 
specifying the strategies and actions to achieve them.Coordinating the Work and Activities of Others:    Coordinating 
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workload of staff as required to facilitate timely and accurate task completion.    Coordinating with upper management, 
peers, and assigned subordinates to facilitate equitable workload dissemination.Performing Administrative Activities:    
Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.    
Completes required documentation for travel and/or field use of vehicle (i.e., mileage logs, travel time and vehicle 
inspection checklists).Resolving Conflicts and Negotiating with Others:    Handling complaints, settling disputes, and 
resolving grievances and conflicts, or otherwise negotiating with others.Staffing Organizational Units:    Recruiting, 
interviewing, selecting, hiring, and promoting employees in an organization.Inspecting Equipment, Structures, or 
Material:    Inspects facilities to ensure compliance with state regulations, laws and Environmental Health program 
objectives.Communicating with Persons Outside Organization:    Representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail.Processing Information:    Compiling, categorizing, calculating, tabulating, or verifying information or data for 
Environmental Health program objectives.Making Decisions and Solving Problems:    Analyzing information and 
evaluating results to choose the best solution and solve problems.Organizing, Planning, and Prioritizing Work:    
Organizing and prioritizing personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work.Communicating with Supervisors, Peers, or 
Subordinates:    Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-
mail, or in person.Establishing and Maintaining Interpersonal Relationships:    Developing constructive and cooperative 
working relationships with others, and maintaining them over time.Developing and Building Teams:    Encouraging and 
building mutual trust, respect, and cooperation among team members.Analyzing Data or Information:    Identifying the 
underlying principles, reasons, or facts of information by breaking down information or data into separate 
parts.Interpreting the Meaning of Information for Others:    Translating or explaining what information means and how 
it can be used.Updating and Using Relevant Knowledge:    Keeping up-to-date technically and applying new knowledge 
to your job.Thinking Creatively:    Formulating innovative alternatives to standard ideas, solutions, systems, or 
products.Scheduling Work and Activities:    Scheduling events, programs, and activities, as well as the work of 
others.Operating Vehicles, Mechanized Devices, or Equipment:    Operating passenger vehicles in the daily performance 
of duties.Documenting/Recording Information:    Entering, recording, storing or maintaining information in written or 
electronic form.Performing General Physical Activities:    Performing physical activities that require considerable use of 
your arms and legs and moving your whole body, such as navigate through inspection site, walking, and stooping. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Organizing    Process Management    Managerial 
Courage    Action Oriented    Presentation Skills    Composure    Interpersonal SavvyKnowledge:    Administration 
Management    Biology    Chemistry    Customer and Personal Service    Mathematics    Personnel and Human Resources    
PsychologySkills:    Active Learning    Active Listening    Critical Thinking    Science    Speaking    Writing    Coordination    
Instructing    Negotiation    Persuasion    Judgment/Decision Making    Management of Personnel Resources    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier    Calculator    Electronic Devices    Smart 
Phone    Thermocouple    Pool Test Kit    Maximum Register Thermometer    Flashlight    Test Strips (pH and 
sanitizing)Other Office and Inspection Related Equipment as required 
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072981 - ENV HEALTH PROGRAM DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3396 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072979 - ENV HEALTH PROGRAM MANAGER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3404 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to five years of any 
full-time work in the enforcement of an environmental program or any professional environmental program 
environmental regulatory program work. Substitution of Education for Experience: Graduate course work in an 
environmental science, biology, or chemistry field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of one year (e.g., 36 quarter hours is equivalent to one year), there being no substitution for the 
specialized experience. OR Five years of any full-time work in the enforcement of an environmental program or any 
professional environmental program work with the State of Tennessee, including at least one year of supervisory 
experience over staff who perform environmental regulatory program work.   Substitution of Experience for Education: 
Any qualifying full time work in the enforcement of an environmental program or any professional environmental 
program work may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some of these positions. 
Note: A transcript is required for a proper evaluation for this class.Examination Method: Education and 
Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial professional environmental health program work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental health division. This class differs from Env Health Field Office Manager 
in that an incumbent of the latter functions as the manager of a field office with at least thirteen environmental health 
professionals. This class differs from Env Health Program Manager 2 in that an incumbent of the latter functions as the 
assistant division director. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Oversee grant programs to ensure compliance with 
grant requirements.    Use relevant information and individual judgment to determine whether events or processes 
comply with laws, regulations, or standards.     Ensure statutory obligations are fulfilled.    Provide central office technical 
and/or managerial support and direction for employees participating in the enforcement of established environmental 
standards, laws, rules, regulations, and administrative policies and procedures having statewide impact.    Assure 
compliance with agency directives, policies, procedures, protocols and ensures statutory obligations are fulfilled.    
Determine how new technologies will be regulated under current laws, policies and procedures.    Manages and/or 
reviews staff reports, performance review documents, and other submitted documentation for accuracy and 
completeness.Getting Information:    Writes and/or reviews rules, tracks updates, and assesses impact to stakeholders.    
Attends meetings (such as, but not limited to: board meetings, regulatory meetings, public hearings, association 
meetings, etc.) to obtain input from the public and stakeholders regarding any rule updates affecting the division.    
Obtain data and other information from environmental health staff for program monitoring and quality control.    Obtain 
and receive records, data, operational plans, enforcement action requests, etc.Communicating with Persons Outside 
Organization:    Meet with outside groups, legislators, and other local, state and federal agencies to solve critical 
problems and develop relationships for implementing policies of the department relating to environmental programs 
and administration.    Provide high-quality outreach, including design, distribution of information, technical assistance, 
etc. to stakeholders.    Coordinate with local, state, and/or federal agencies, and/or non-governmental organizations, for 
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consultations and/or joint projects.Documenting/Recording Information:    Document and record program reviews of 
field staff to ensure compliance with division policies and procedures.    Compile, manage, and direct the preparation 
and maintenance of documents, records and reports.    Ensure that all relevant work activities, contacts, reports, and 
meetings are properly documented in a complete, accurate and timely manner.Analyzing Data or Information:    Manage 
databases, as designated, to meet agency requirements.    Manage and/or compile, process, and review records, data, 
operational plans, enforcement action requests, etc.    Query and analyze data to develop reports for 
stakeholders.Scheduling Work and Activities:    Review the work activities of direct reports to ensure tasks, directives, 
correspondence, etc. are completed.    Assist in developing statewide activities and events, such as, but not limited to: 
standardizing environmental health staff, coordination and training, records management, reporting requirements, etc.    
Develop, manage and/or implement an annual work plan for the division.Interacting With Computers:    Use computers 
to research or to process information.    Use computers to review and/or retrieve inspection data.    Use office 
productivity software including but not limited to word processing programs, spreadsheets programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines.Interpreting the Meaning of 
Information for Others:    Translating or explaining what information means and how it can be used.    Communicates 
and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders.Developing Objectives and 
Strategies:    Develop and/or provide central office technical and/or managerial support and direction for employees 
preparing draft standards, policies, guidance documents, etc.    Establish long-range objectives and specifying the 
strategies and actions to achieve them.Establishing and Maintaining Interpersonal Relationships:    Work with other 
agencies and organizations to ensure that operational and programmatic activities receive early concurrence and input 
from regional and statewide authorities.    Relate observations, conclusions, and ideas to co-workers/internal customers 
in a respectful and professional manner.Resolving Conflicts and Negotiating with Others:    Handle complaints, settle 
disputes, and resolve grievances and conflicts, or otherwise negotiating with others.Performing for or Working Directly 
with the Public:    Deals directly with the public; coordinates, schedules, participates in, and/or leads public outreach 
presentations, (such as, but not limited to: public hearings, school presentations, special events, etc.).Making Decisions 
and Solving Problems:    Analyzing information and evaluating results to choose the best solution and solve 
problems.Communicating with Supervisors, Peers, or Subordinates:    Provide information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person.Coaching and Developing Others:    Identifying the 
developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or 
skills.Training and Teaching Others:    Identify the educational needs of others, developing formal educational or training 
programs or classes, and teaching or instructing others.Guiding, Directing, and Motivating Subordinates:    Provide 
guidance and direction to subordinates, including setting performance standards and monitoring performance.Updating 
and Using Relevant Knowledge:    Keeping up-to-date technically and applying new knowledge to your job.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operate personal or assigned vehicles in accordance with agency policy 
and procedures, as well as all traffic laws. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Strategic Agility    Managing Through Systems    Priority Setting    Total Work Systems    
Managerial Courage    Perseverance    Organizational Agility    Written Communications    Dealing with Paradox    
Motivating OthersKnowledge:    Administration Management    Biology    Chemistry    Customer and Personal Service    
Education and Training    Law and GovernmentSkills:    Active Listening    Critical Thinking    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    
Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Judgment/Decision 
Making    Management of Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    Fluency of Ideas    
Inductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Written 
Comprehension    Written Expression    Wrist-Finger Speed    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic 
DevicesOther Office Related Equipment as requiredOther Equipment as Required 
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072980 - ENV HEALTH PROGRAM MANAGER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3406 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to five years of any 
full-time work in the enforcement of an environmental program or any professional environmental program work, 
including at least two years of supervisory experience over staff who perform environmental regulatory program work. 
Substitution of Education for Experience: Graduate course work in an environmental science, biology, or chemistry field 
may be substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 quarter 
hours is equivalent to one year), there being no substitution for the specialized experience. OR Five years of any full-
time work in the enforcement of an environmental program or any professional environmental program work with the 
State of Tennessee, including at least two years of supervisory experience over staff who perform environmental 
regulatory program work. Substitution of Experience for Education: Any qualifying full time work in the enforcement of 
an environmental program or any professional environmental program work may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required. Note: A transcript is required 
for a proper evaluation for this class. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial professional environmental health program work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
performs a full range of managerial duties for a statewide environmental health division. This class differs from Env 
Health Program Manager 1 in that an incumbent of the latter performs managerial duties for a statewide environmental 
health division by managing a moderate-sized statewide central office section. This class differs from the Env Health 
Program Director in that an incumbent of the latter performs a full range of managerial duties for a statewide 
environmental health division by functioning as the director.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures statutory obligations are fulfilled.    Use 
relevant information and individual judgment to determine whether events or processes comply with laws, regulations, 
or standards.    Assures compliance with agency directives, policies, procedures, protocols and ensures statutory 
obligations are fulfilled.    Provide central office technical and/or managerial support and direction for employees 
participating in the enforcement of established environmental standards, laws, rules, regulations, and administrative 
policies and procedures having statewide impact.     Manages and/or reviews staff reports, performance review 
documents, and other submitted documentation for accuracy and completeness.Getting Information:    Writes and/or 
reviews rules, tracks updates, and assesses impact to stakeholders.    Attends meetings (such as, but not limited to: 
board meetings, regulatory meetings, public hearings, association meetings, etc.) to obtain input from the public and 
stakeholders regarding any rule updates affecting the division.    Obtain data and other information from environmental 
health staff for program monitoring and quality control.    Obtains and receives records, data, operational plans, 
enforcement action requests, etc.Communicating with Persons Outside Organization:    Meets with outside groups, 
legislators, and other local, state and federal agencies to solve critical problems and develop relationships for 
implementing policies of the department relating to environmental programs and administration.    Provide high-quality 
outreach, including design, distribution of information, technical assistance, etc. to stakeholders.    Coordinate with 
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local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint 
projects.Scheduling Work and Activities:    Review and approve the work activities of direct reports to ensure tasks, 
directives, correspondence, etc. are completed.    Assist in developing statewide activities and events.    Manages and/or 
implements an annual work plan for the division.Analyzing Data or Information:    Retrieve information from databases, 
as designated, to meet agency requirements.    Manages and/or compiles, processes, and reviews records, data, 
operational plans, enforcement action requests, etc.    Query and analyzes data to develop reports for 
stakeholders.Making Decisions and Solving Problems:    Directs the study of division/program organization, operations, 
and service, and judges the merit of recommendations intended to effect improvements of economy, efficiency, and 
quality to ensure goals and/or the mission of the department are met or exceeded.    Analyzing information and 
evaluating results to choose the best solution and solve problems.Interacting With Computers:    Use computers to 
research or to process information.    Use office productivity software including but not limited to word processing 
programs, spreadsheets programs, presentation software, web-based email programs, instant messaging programs, and 
search engines.    Uses computer to review and/or retrieve inspection data.Interpreting the Meaning of Information for 
Others:    Translating or explaining what information means and how it can be used.    Communicates and/or presents 
interpretation of regulations, policy, guidance etc. to stakeholders.Developing Objectives and Strategies:    Develops 
and/or provides central office technical and/or managerial support and direction for employees preparing draft 
standards, policies, guidance documents, etc.    Establish long-range objectives and specifying the strategies and actions 
to achieve them.Monitoring and Controlling Resources:    Monitoring and controlling resources and overseeing the 
spending of money.    Direct eligibility determination for fund reimbursement programs.Coaching and Developing 
Others:    Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to 
improve their knowledge or skills.    Provide coaching to subordinates using appropriate performance management 
techniques in accordance with recommendations from agency HR.Documenting/Recording Information:    Ensure that all 
relevant work activities, contacts, reports, and meetings are properly documented in a complete, accurate and timely 
manner.    Compiles, manages, and directs the preparation and maintenance of documents, records and 
reports.Establishing and Maintaining Interpersonal Relationships:    Work with other agencies and organizations to 
ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relate observations, conclusions, and ideas to co-workers/internal customers in a respectful and 
professional manner.Staffing Organizational Units:    Recruiting, interviewing, selecting, hiring, and promoting 
employees in the organization and ensures that Preferred Service rules are strictly adhered to in selecting and 
recommending applicants for employment or promotion.Resolving Conflicts and Negotiating with Others:    Handle 
complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others.Judging the 
Qualities of Things, Services, or People:    Assess the value, importance, or quality of people and services.Guiding, 
Directing, and Motivating Subordinates:    Provide guidance and direction to subordinates, including setting performance 
standards and monitoring performance.Performing for or Working Directly with the Public:    Deals directly with the 
public; coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, but not limited to: 
public hearings, school presentations, special events, etc.).Communicating with Supervisors, Peers, or Subordinates:    
Provide information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person in a 
respectful, professional manner.Updating and Using Relevant Knowledge:    Keeping up-to-date technically and applying 
new knowledge to your job.Operating Vehicles, Mechanized Devices, or Equipment:    Operate personal or assigned 
vehicles in accordance with agency policy and procedures, as well as all traffic laws. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Problem Solving    Developing Direct Reports and 
Others    Directing Others    Total Work Systems    Conflict Management    Hiring and Staffing    Political Savvy    Written 
Communications    Motivating Others    NegotiatingKnowledge:    Administration Management    Customer and Personal 
Service    Law and Government    Personnel and Human ResourcesSkills:    Active Listening    Critical Thinking    Reading 
Comprehension    Writing    Negotiation    Persuasion    Social Perceptiveness    Complex Problem Solving    
Judgment/Decision Making    Management of Financial Resources    Management of Personnel ResourcesAbilities:    
Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic 
DevicesOther Office Related Equipment as RequiredOther Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072931 - ENV HEALTH SPECIALIST 1** 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  9870 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science. Substitution of Experience for Education:  
Any qualifying full-time work in the enforcement of an environmental program or any professional environmental 
program work may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. Note: A 
transcript is required for a proper evaluation for this class. Examination Method:  Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary:  Under immediate supervision, is responsible for professional environmental health program work of routine 
difficulty; and performs related work as required. Distinguishing Features:  This is the entry level class in the Env Health 
Specialist sub-series. An employee in this class is assigned to learn a variety of environmental compliance inspection, 
problem identification, and enforcement duties in an environmental health division. This class differs from Env Health 
Specialist 3 in that an incumbent of the latter performs environmental program duties at the advanced working level 
under general supervision.  **An applicant appointed to this flexibly staffed class will be reclassified to Env Health 
Specialist 3 after successful completion of a mandatory two year training period; inadequate or marginal performance 
during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Inspecting Equipment:1.  Learns to inspect Tennessee establishments for compliance with state environmental health 
standards.2.  Learns to evaluate health conditions during on-site inspections of food service establishments, bed and 
breakfasts, organized campgrounds, public swimming pools, hotels, motels, body piercing shops, tattoo parlors, state 
correctional facilities, child care centers and school buildings.3.  Learns to identify improper food handling procedures 
and potential sources of food contamination based on risk factors likely to cause foodborne illness.4.  Learns to inspect 
equipment, structures or materials to identify the cause of violation and other problems or defects.5.  Learns to exam 
tattoo or body piercing work stations to ensure proper storage and maintenance of equipment such as autoclaves and 
safe hygienic practices. Resolving Conflicts:1.  Learns to handle complaints, settle disputes, and resolve grievances and 
conflicts, or otherwise negotiate with others. Evaluating Information to Determine Compliance with Standards:1.  Learns 
to evaluate food samples and sterilization procedures for Tennessee establishments in order to minimize potential 
sources of contamination.2.  Identifies the time periods of spore test records to ensure tests are conducted according to 
state guidelines and by an approved laboratory.3.  Compares titrated water sample against pH scales to ensure the pH 
and alkalinity levels are within state guidelines for public swimming pools.4.  Learns to conduct mandated, risk based 
inspections in assigned territory. Monitor Process, Materials, or Surroundings:1.  Learns to collect avian specimens and 
prepare for testing/analysis at the lab.2.  Learns to collect and transport rabies specimens to the lab for analysis. Getting 
Information:1.  Learns to ask relevant questions of the owner/operator/person in charge to ensure compliance with all 
applicable state rules and regulations.2.  Learns to interview individuals to determine the nature of suspected violations 
and to obtain evidence of violations.3.  Learns to search for establishments that must be regulated in order to bring 
them into compliance.4.  Learns to collect basic information concerning complaints in our mandated programs (public 
pools, food service establishments, hotels, etc.).5.  Learns to collect information concerning animal bite investigations 
from various sources.6.  Learns to collect information on foodborne outbreaks from various sources. Interpreting the 
Meaning of Information for Others:1.  Learns to prepare written supplemental reports to describe violations and explain 
corrective recommendations. Training and Teaching Others:1.  Learns to train and teach operations/owners and persons 
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in charge the risk-based approach.2.  Learns to conduct monthly scheduled training for food service handlers in risk-
based procedures.3.  Learns to conduct bi-annually/quarterly training of tattoo artists and body piercing technicians on 
current rules and regulations. Communicating with Persons Outside Organization:1.  Learns to communicate with people 
outside the organization, representing the organization to customers, the public, government and other external 
sources.&nbsp;This information can be exchanged in person, in writing, or by telephone or e-mail. Scheduling Work and 
Activities:1.  Learns to organize the assigned territory to maintain efficiency and completion during each inspection 
cycle.2.  Learns to organize events such as rabies clinics, temporary events fairs, and organized festivals. Communicating 
with Supervisors, Peers, or Subordinates:1.  Learns to provide information to supervisors, co-workers by telephone, in 
written form, e-mail or in person. Performing Administrative Activities:1.  Learns to perform day-to-day administrative 
tasks such as maintaining information files and processing paperwork.2.  Learns to complete required documentation 
for travel and/or field use of vehicle (i.e., mileage logs, travel time vehicle inspection checklist, etc.). Updating and Using 
Relevant Knowledge:1.  Learns to keep up-to-date technically and applies new knowledge to job. Interacting with 
Computers:1.  Learns to use computers to enter and process data and research new technology. Establishing and 
Maintaining Interpersonal Relationships:1.  Learns to develop constructive and cooperative working relationships with 
others and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:1.  Action Oriented2.  Decision Quality3.  Ethics and Values4.  Functional/Technical Competency5.  
Integrity and Trust6.  Intellectual Horsepower7.  Listening8.  Technical Learning9.  Time Management10.  Written 
Communications Knowledge:1.  Biology2.  Chemistry3.  Customer and Personal Service4.  Education and Training5.  Food 
Production6.  Law and Government7.  Mathematics Skills:1.  Active Learning2.  Active Listening3.  Critical Thinking4.  
Learning Strategies5.  Mathematics6.  Monitoring7.  Reading Comprehension8.  Science9.  Speaking10.  Writing11. 
Coordination12.  Instructing13.  Negotiation14.  Persuasion15.  Service Orientation16.  Social Perceptiveness17.  
Complex Problem Solving18.  Operations Monitoring’19.  Quality Control Analysis20.  Troubleshooting21.  Systems 
Analysis22.  Systems Evaluation23.  Time Management Abilities:1.  Deductive Reasoning2.  Inductive Reasoning3.  
Mathematical Reasoning4.  Memorization5.  Number Facility6.  Oral Comprehension7.  Oral Expression8.  Selective 
Attention9.  Time Sharing10.  Written Comprehension11.  Written Expression12.  Extent Flexibility13.  Stamina14.  
Hearing Sensitivity15.  Near Vision16.  Peripheral Vision17.  Speech Clarity18.  Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copier Calculator Electronic Devices Smart Phone 
Thermocouple Pool Test Kit Maximum Register Thermometer Flashlight Test Strips (pH and sanitizing)Other Office and 
Inspection Related Equipment as Required 
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072932 - ENV HEALTH SPECIALIST 3* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3421 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to two years of 
any full-time work in the enforcement of an environmental program or any professional environmental program work. 
Substitution of Education for Experience: Graduate course work in an environmental science, biology, or chemistry field 
may be substituted for the required experience, on a year-for-year basis; to the maximum of one year (e.g., 36 quarter 
hours is equivalent to one year).Substitution of Experience for Education: Any qualifying full-time work in the 
enforcement of an environmental program or any professional environmental program work may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years.ORTwo years of any full-time work in the 
enforcement of an environmental program or any professional environmental work in the enforcement of an 
environmental program or any professional environmental program work with the State of Tennessee.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for some positions.Note: A 
transcript is required for the proper evaluation for this class. Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional environmental health program work of 
considerable difficulty; and performs related work as required. Distinguishing Features: ,This is the advanced working 
level in the Env Health Specialist sub-series. An employee in this class performs a full range of complex environmental 
compliance inspection, problem identification, and enforcement duties in an environmental health division. This class 
differs from Env Health Specialist 1 in that an incumbent of the latter functions at the entry level. This class differs from 
Env Health Specialist 4 in that an incumbent of the latter functions as a first level supervisor of at least two health 
specialists or as a full-time trainer of subordinate professional staff. 
 
Work Activities: 
Inspecting Equipment, Structure, or Material: Inspects Tennessee establishments for compliance with state 
environmental health standards. Evaluates health conditions during on-site inspections of food service establishments, 
bed and breakfasts, organized campgrounds, public swimming pools, hotels, motels, body piercing shops, tattoo parlors, 
state correctional facilities, child care centers and school buildings. Identifies improper food handling procedures and 
potential sources of food contamination based on risk factors likely to cause foodborne illness. Inspects equipment, 
structures or materials to identify the cause of violation and other problems or defects. Exams tattoo or body piercing 
work stations to ensure proper storage and maintenance of equipment such as autoclaves and safe hygienic 
practices.Evaluating Information to Determine Compliance with Standards: Evaluates food samples and sterilization 
procedures for Tennessee establishments in order to minimize potential sources of contamination. Identifies the time 
periods of spore test records to ensure tests are conducted according to state guidelines and by an approved laboratory. 
Compares titrated water samples against pH scales to ensure the pH and alkalinity levels are within state guidelines for 
public swimming pools. Conducts mandated, risk based inspections in assigned territory.Resolving Conflicts and 
Negotiating with Others: Handles complaints, settles disputes and resolves grievances and conflicts or otherwise 
negotiates with others.Monitor Process, Materials or Surroundings: Collects avian specimens and prepares for 
testing/analysis at the lab. Collects and transports rabies specimens to the lab for analysis.Getting Information: Asks 
relevant questions of the owner/operator/person in charge to ensure compliance with all applicable state rules and 
regulations. Interviews individuals to determine the nature of suspected violations and to obtain evidence of violations. 
Searches for establishments that must be regulated in order to bring them into compliance. Collects basic information 
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concerning complaints in our mandated programs (public pools, food service establishments, hotels, etc.). Collects 
information concerning animal bite investigations from various sources. Collects information on food borne outbreaks 
from various sources.Training and Teaching Others: Trains and teaches operators/owners, persons in charge, the risk 
based approach in order to be in compliance. Conducts monthly scheduled training for food service handlers in risk 
based procedures. Conducts bi-annually/quarterly training for tattoo artists and body piercing technicians on current 
rules and regulations.Interpreting the Meaning of Information for Others: Prepares written supplemental reports to 
describe violations and explain corrective recommendations.Communicating with Persons Outside Organization: 
Communicates with people outside the organization, representing the organization to customers, the public, 
government and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail.Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working 
relationships with others and maintains them over time.Scheduling Work and Activities: Organizes the assigned territory 
to maintain efficiency and completion during each inspection cycle. Organizes events such as rabies clinics and 
temporary events (fairs, organized festivals, etc.).Interacting with Computers: Utilizes computers to enter and process 
data and research new technology.Communicating with Supervisors, Peers or Subordinates: Provides information to 
supervisors and co-workers by telephone, in written form, e-mail or in person.Performing Administrative Tasks: 
Performs day-to-day administrative tasks such as maintaining information files and processing paperwork. Completes 
required documentation for travel and/or field use of vehicle (i.e., mileage logs, travel time, vehicle inspection 
checklists, etc.).Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to 
job. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Composure Dealing with Paradox Decision Quality Ethics and Values 
Functional/Technical Competency Intellectual Horsepower Listening Negotiating Organizing Planning Priority Setting 
Presentation Skills Technical Learning Time Management Written CommunicationsKnowledge: Biology Chemistry 
Clerical Communications and Media Customer and Personal Service Education and Training Food Production Law and 
Government MathematicsSkills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics 
Monitoring Reading Comprehension Science Speaking Writing Coordination Instructing Negotiation Persuasion Service 
Orientation Social Perceptiveness Complex Problem Solving Operations Monitoring Quality Control Analysis 
Troubleshooting Systems Analysis Systems Evaluation Time ManagementAbilities: Category Flexibility Deductive 
Reasoning Inductive Reasoning Mathematical Reasoning Memorization Number Facility Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Time Sharing Written Comprehension Written Expression Extent 
Flexibility Stamina Hearing Sensitivity Near Vision Night Vision Peripheral Vision Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copier Calculator Electronic Devices Smart Phone 
Thermocouple Pool Test Kit Maximum Register Thermometer Flashlight Test Strips (pH and sanitizing)Other Office and 
Inspection Related Equipment as Required 
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072933 - ENV HEALTH SPECIALIST 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3431 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to four years of 
any full-time work in the enforcement of an environmental program or any professional environmental program work. 
Substitution of Education for Experience: Graduate course work in an environmental science, biology, or chemistry field 
may be substituted for the required experience, on a year-for-year basis; to the maximum of one year (e.g., 36 quarter 
hours is equivalent to one year).ORFour years of any full-time work in the enforcement of an environmental program or 
any professional environmental program work with the State of Tennessee. Substitution of Experience for Education: 
Any qualifying full-time work in the enforcement of an environmental program or any professional environmental 
program work may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. Note: A transcript is 
required for a proper evaluation for this class. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional environmental health program supervisory work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the first level supervisory class 
in the Env Health Specialist sub-series. An employee in this class functions in an environmental health division as a first 
level supervisor with at least two environmental health specialists. This class differs from Env Health Specialist 3 in that 
an incumbent of the latter functions at the advanced working level. This class differs from the Env Health Specialist 5 in 
that an incumbent of the latter functions as a supervisor of at least eight environmental health specialists or as a 
technical program specialist with statewide responsibility. 
 
Work Activities: 
Guiding, Directing and Motivating Subordinates:    Ensures completion of all inspections during each cycle.    Writes job 
plans to ensure performance objectives are met.    Conducts performance evaluations to provide feedback on employee 
performance.    Supervises staff within an assigned district of a field office.Staffing Organizational Units:    Recruits, 
interviews, selects and hires employees in an organization.Inspecting Equipment, Structure, or Material:    Inspects 
Tennessee establishments for compliance with state environmental health standards.    Evaluates health conditions 
during on-site inspections of food service establishments, bed and breakfasts, organized campgrounds, public swimming 
pools, hotels, motels, body piercing shops, tattoo parlors, state correctional facilities, child care centers and school 
buildings.    Identifies improper food handling procedures and potential sources of food contamination based on risk 
factors likely to cause food borne illness.    Inspects equipment, structures or materials to identify the cause of violation 
and other problems or defects.    Exams tattoo or body piercing work stations to ensure proper storage and 
maintenance of equipment such as autoclaves and safe hygienic practices.Interpreting the Meaning of Information for 
Others:    Prepares written supplemental reports to describe violations and explain corrective recommendations.Making 
Decisions and Solving Problems:    Resolves problems according to agency policies and procedures.    Handles 
negotiations to resolve problems or issues.Resolving Conflicts and Negotiating with Others:    Handles complaints, settles 
disputes and resolves grievances and conflicts or otherwise negotiates with others.Evaluating Information to Determine 
Compliance with Standards:    Evaluates food samples and sterilization procedures for Tennessee establishments in 
order to minimize potential sources of contamination.    Identifies the time periods of spore test records to ensure tests 
are conducted according to state guidelines and by an approved laboratory.    Compares titrated water samples against 
pH scales to ensure the pH and alkalinity levels are within state guidelines for public swimming pools.    Conducts 
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mandated risk based inspections in assigned territory.Training and Teaching Others:    Trains and teaches 
operators/owners, persons in charge, the risk based approach in order to be in compliance.    Ensures the monthly 
scheduled training for food service handlers in risk based procedures is conducted by all staff.    Conducts bi-
annually/quarterly training for tattoo artists and body piercing technicians on current rules and regulations.    Ensures 
that all required training on current rules and regulations are completed on a timely basis.Getting Information:    Asks 
relevant questions of the owner/operator/person in charge to ensure compliance with all applicable state rules and 
regulations.    Interviews individuals to determine the nature of suspected violations and to obtain evidence of 
violations.    Searches for establishments that must be regulated in order to bring them into compliance.    Collects basic 
information concerning complaints in our mandated programs (public pools, food service establishments, hotels, etc.).    
Collects information concerning animal bite investigations from various sources.    Collects information on food borne 
outbreaks from various sources.Processing Information:    Compiles, categorizes, calculates, audits or verifies 
information or data.Coordinating the Work and Activities of Others:    Coordinates with other agencies, districts and 
regions to ensure that all inspections or investigations are covered during large or emergency events.Coaching and 
Developing Others:    Identifies the developmental needs of others and coaches, mentors or otherwise helps others to 
improve their knowledge or skills.Monitor Process, Materials or Surroundings:    Collects avian specimens and prepares 
for testing/analysis at the lab.    Collects and transports rabies specimens to the lab for analysis.Scheduling Work and 
Activities:    Organizes the assigned territory to maintain efficiency and completion during each inspection cycle.    
Organizes events such as rabies clinics and temporary events (fairs, organized festivals, etc.).    Performs joint risk based 
inspections with all Environmental Health Specialists 1 and Environmental Health Specialists 3 in all program 
areas.Communicating with Persons Outside Organization:    Communicates with people outside the organization, 
representing the organization to customers, the public, government and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail.Analyzing Data or Information:    Analyzes data to ensure that 
all assigned territories are fair and equitable.Communicating with Supervisors, Peers or Subordinates:    Provides 
information to supervisors and co-workers by telephone, in written form, e-mail or in person.Performing Administrative 
Tasks    Performs day-to-day administrative tasks such as maintaining information files and processing paperwork.    
Completes required documentation for travel and/or field use of vehicle (i.e., mileage logs, travel time, vehicle 
inspection checklists, etc.).Updating and Using Relevant Knowledge:    Keeps up-to-date technically and applies new 
knowledge to your job.Interacting with Computers:    Uses computers to enter and process data and research new 
technology.Documenting/Recording Information:    Enters, transcribes, records, stores or maintains information in 
written or electronic form.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and 
cooperative working relationships with others and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:    Command Skills    Composure    Decision Quality    Directing Others    Ethics and Values    Hiring and 
Staffing    Integrity and Trust    Intellectual Horsepower    Listening    Priority Setting    Problem Solving    Time 
Management    Written CommunicationsKnowledge:    Administration and Management    Biology    Chemistry    Clerical    
Communications and Media    Customer and Personal Service    Education and Training    Food Production    Law and 
Government    Mathematics    Personnel and Human ResourcesSkills:    Active Learning    Active Listening    Critical 
Thinking    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    
Coordination    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem 
Solving    Operations Monitoring    Quality Control Analysis    Troubleshooting    Systems Analysis    Systems Evaluation    
Management of Material Resources    Management of Personnel Resources    Time ManagementAbilities:    Category 
Flexibility    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    Memorization    Number Facility    
Oral Comprehension    Oral Expression    Originality    Problem Sensitivity    Selective Attention    Time Sharing    Written 
Comprehension    Written Expression    Stamina    Hearing Sensitivity    Near Vision    Peripheral Vision    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier    Calculator    Electronic Devices    Smart 
Phone    Thermocouple    Pool Test Kit    Maximum Register Thermometer    Flashlight    Test Strips (pH and 
sanitizing)Other Office and Inspection Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072934 - ENV HEALTH SPECIALIST 5 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3437 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to five years of any 
full-time work in the enforcement of an environmental program or any professional environmental program work. 
Substitution of Experience for Education: Any qualifying full-time work in the enforcement of an environmental program 
or any professional environmental program work may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years. Substitution of Education for Experience: Graduate course work in an environmental 
science, biology, or chemistry field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of one year (e.g., 36 quarter hours is equivalent to one year). OR Five years of any full-time work in the 
enforcement of an environmental program or any professional environmental program work with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. Note: A 
transcript is required for a proper evaluation for this class. Examination Method: Education and Experience,100%, for 
Preferred Service positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental health supervisory work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs as a work 
unit supervisor in an environmental health division by either supervising eight or more environmental health specialists 
or functioning as a technical program specialist with statewide responsibility. This class differs from Env Health Specialist 
4 in that an incumbent of the latter supervises at least two professional subordinates. This class differs from Env Health 
Specialist 6 in that an incumbent of the latter functions as a manager of a field office with fewer than thirteen 
professional positions, an assistant manager of a field office with at least eight professional positions, or a manager of a 
small statewide technical central office program or section. 
 
Work Activities: 
Training and Teaching Others:    Develops formal educational or training programs or classes.    Teaches or instructs 
others about environmental health program objectives, laws, and program responsibilities.    Identifies the educational 
needs of others to ensure all required or needed training is provided.Evaluating Information to Determine Compliance 
with Standards:    Uses information and individual judgment to determine whether events or processes comply with 
laws, regulations, or standards.    Evaluates proposed alternatives to current Environmental Health program standards.    
Responds to inquiries from field staff, industry and the public to determine compliance with state regulations.Guiding, 
Directing, and Motivating Subordinates:    Supervises assigned staff, providing guidance and direction to subordinates, 
including setting performance standards and monitoring performance.    Conducts performance evaluations to provide 
feedback on employee performance.    Writes job plans to ensure performance objectives are met.Performing 
Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files and 
processing paperwork.    Completes required documentation for travel and/or field use of vehicle (i.e., mileage logs, 
travel time and vehicle inspection checklists).    Schedules events, programs and activities to ensure territories are 
covered.Organizing, Planning, and Prioritizing Work:    Schedules events, programs and activities to ensure field staff are 
adequately trained.    Develops specific goals and plans to prioritize, organize and accomplish the work.Interacting with 
Computers:    Uses computers to research or to process information.    Uses computers to enter inspection data and 
retrieve information.Coordinating the Work and Activities of Others:    Coordinates workload of staff as required to 
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facilitate timely and accurate task completion.    Coordinates with upper management, peers and assigned subordinates 
to facilitate equitable workload dissemination.Interpreting the Meaning of Information for Others:    Translates or 
explains what information means and how it can be used.Resolving Conflicts and Negotiating with Others:    Handles 
complaints, settles disputes and resolves conflicts, or otherwise negotiates with others.Making Decisions and Solving 
Problems:    Analyzes information and evaluates results to choose the best solution and solve problems.Communicating 
with Persons Outside Organization:    Represents the organization to customers, the public, government and other 
external sources. This information can be exchanged in person, in writing or by telephone.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisors and co-workers by telephone, in written form, 
e-mail, or in person.Provide Consultation and Advice to Others:    Provides guidance and expert advice to management 
or other groups on Environmental Health program objectives.Judging the Qualities of Things, Services, or People:    
Assesses the quality of information through surveys, research and observations to ensure compliance with State rules 
and regulations and Environmental Health program objectives.Processing Information:    Compiles, categorizes, 
calculates, tabulates, or verifies information or data for Environmental Health program objectives.Thinking Creatively:    
Formulates innovative alternatives to standard ideas, solutions, systems, or products.Updating and Using Relevant 
Knowledge:    Keeps up-to-date technically and applies new knowledge to your job.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others and maintains 
them over time.Documenting/Recording Information:    Enters, records, stores or maintains information in written or 
electronic form.Performing General Physical Activities;    Performs physical activities that require considerable use of 
your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking and stooping.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates passenger vehicles in the daily performance of duties. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Process Management    Total Work Systems    Managerial Courage    
Perseverance    Presentation Skills    Dealing with Paradox    Interpersonal SavvyKnowledge:    Biology    Chemistry    
Education and Training    MathematicsSkills:    Critical Thinking    Science    Speaking    Writing    Coordination    
Instructing    Negotiation    Persuasion    Complex Problem Solving    Troubleshooting    Judgment/Decision Making    
Systems Evaluation    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    
Oral Expression    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier    Calculator    Electronic Devices    Smart 
Phone    Thermocouple    Pool Test Kit    Maximum Register Thermometer    Flashlight    Test Strips (pH and 
sanitizing)Other Office and Inspection Related Equipment as Required 
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072935 - ENV HEALTH SPECIALIST 6 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3327 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including at 
least 36 quarter hours in biology, chemistry, or any environmental science and experience equivalent to five years of any 
full-time work in the enforcement of an environmental program or any professional environmental program work, 
including at least one year of supervisory experience over staff who perform environmental regulatory program work. 
Substitution of Education for Experience: Graduate course work in an environmental science, biology, or chemistry field 
may be substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 quarter 
hours is equivalent to one year), there being no substitution for the specialized experience.  OR Five years of any full-
time work in the enforcement of an environmental program or any professional environmental program work with the 
State of Tennessee, including at least one year of supervisory experience over staff who perform environmental 
regulatory program work. Substitution of Experience for Education: Any qualifying full-time work in the enforcement of 
an environmental program or any professional environmental program work may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. Note: A 
transcript is required for proper evaluation for this class. Examination Method: Education and Experience,100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for administrative and managerial work of considerable difficulty in 
the direction of professional environmental health and other staff; and performs related work as required. 
Distinguishing Features: An employee in this class performs professional environmental supervisory and/or 
programmatic duties in an environmental health division by either managing a field office with fewer than thirteen 
professional positions, functioning as an assistant manager of field office with at least eight professional positions, or 
managing a small statewide technical central office program or section. This class differs from Env Health Specialist 5 in 
that an incumbent of the latter either functions as a technical program specialist with statewide responsibility or 
supervises eight or more professional subordinates in an environmental health office. This class differs from Env Health 
Field Office Manager in that an incumbent of the latter manages a field office with at least thirteen professional 
positions. 
 
Work Activities: 
Coaching and Developing Others:    Identifying the developmental needs of others by observation, participation in joint 
inspections and discussion with subordinates.    Coaching, mentoring, or otherwise helping others to improve their 
knowledge or skills.    Providing guidance and direction to subordinates, including setting performance standards and 
monitoring performance.Evaluating Information to Determine Compliance with Standards:     Responds to inquiries from 
field staff, industry and the public to determine compliance with state regulations.    Using relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations, or standards.    Reviews 
temporary event logs to ensure all monies are accounted for and in compliance with laws and Environmental Health 
program objectives.Interacting With Computers:     Uses computers to research or to process information.    Uses office 
productivity software including but not limited to word processing programs, spreadsheets programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines.    Uses computer to enter 
inspection data and retrieve information.Judging the Qualities of Things, Services, or People:     Reviews the quality of 
information from surveys, research, and observations to ensure compliance with State Rules and Regulations and 
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Environmental Health program objectives.    Judges how well a subordinate performs on a given SMART 
goal.Coordinating the Work and Activities of Others:     Coordinating workload of staff as required to facilitate timely and 
accurate task completion.    Coordinating with upper management, peers, and assigned subordinates to facilitate 
equitable workload dissemination.Developing Objectives and Strategies:     Generates SMART goals for assigned 
subordinates.    Establishes long-range objectives and specifies the strategies and actions to achieve them.Performing 
Administrative Activities:     Performs day-to-day administrative tasks such as maintaining information files and 
processing paperwork.    Completes required documentation for travel and/or field use of vehicle (i.e., mileage logs, 
travel time, vehicle inspection checklists, etc.).Resolving Conflicts and Negotiating with Others:     Handles complaints, 
settles disputes and resolves grievances and conflicts, or otherwise negotiates with others.Staffing Organizational Units:     
Recruits, interviews, selects, hires and promotes employees in an organization.Inspecting Equipment, Structures, or 
Material:     Inspects facilities to ensure compliance with state regulations, laws and Environmental Health Program 
objectives.Communicating with Persons Outside Organization:     Representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail.Processing Information:     Compiling, categorizing, calculating, tabulating, or verifying information or data for 
Environmental Health programs objectives.Making Decisions and Solving Problems:     Analyzing information and 
evaluating results to choose the best solution and solve problems.Organizing, Planning, and Prioritizing Work:     
Organizing and prioritizing personal workload and the workloads of assigned subordinates using calendars, lists and 
other facilitators to ensure timely and accurate completion of work.Analyzing Data or Information:     Identifying the 
underlying principles, reasons, or facts of information by breaking down information or data into separate 
parts.Communicating with Supervisors, Peers, or Subordinates:     Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person.Establishing and Maintaining Interpersonal 
Relationships:     Developing constructive and cooperative working relationships with others, and maintaining them over 
time.Developing and Building Teams:     Encouraging and building mutual trust, respect, and cooperation among team 
members.Interpreting the Meaning of Information for Others:     Translating or explaining what information means and 
how it can be used.Updating and Using Relevant Knowledge:     Keeping up-to-date technically and applying new 
knowledge to the job.Thinking Creatively:     Formulating innovative alternatives to standard ideas, solutions, systems, or 
products.Scheduling Work and Activities:     Scheduling events, programs, and activities, as well as the work of 
others.Operating Vehicles, Mechanized Devices, or Equipment:     Operating passenger vehicles in the daily performance 
of duties.Documenting/Recording Information:     Entering, recording, storing or maintaining information in written or 
electronic form.Performing General Physical Activities:     Performing physical activities that require considerable use of 
your arms and legs and moving your whole body, such as navigate through inspection site, walking, and stooping. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Organizing    Process Management    Managerial 
Courage    Action Oriented    Presentation Skills    Composure    Interpersonal SavvyKnowledge:    Administration 
Management    Biology    Chemistry    Customer and Personal Service    Mathematics    Personnel and Human Resources    
PsychologySkills:    Active Learning    Active Listening    Critical Thinking    Science    Speaking    Writing    Coordination    
Instructing    Negotiation    Persuasion    Judgment/Decision Making    Management of Personnel Resources    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier    Calculator    Electronic Devices    Smart 
Phone    Thermocouple    Pool Test Kit    Maximum Register Thermometer    Flashlight    Test Strips (pH and 
sanitizing)Other Office and Inspection Related Equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072928 - ENV INVESTIGATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3367 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072975 - ENV PROGRAM ADMINISTRATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3394 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072973 - ENV PROGRAM DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3393 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072971 - ENV PROGRAM MANAGER 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3383 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, 
applied science in sustainability, or other acceptable science or natural resource related field and five years of full-time 
professional environmental program work including at least two years of supervisory experience. Substitution of 
Graduate Education for Experience: Graduate course work in environmental science, biology, chemistry, geology, 
engineering, engineering technology, physics, ecology, sustainability, applied science in sustainability or other 
acceptable science related field may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years, there being no substitution for the required supervisory experience. (24 semester hours is equivalent to 
one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under supervision, is responsible for managerial professional environmental program work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the manager over a moderate sized 
technical central office section, or manager over multiple field offices, or manager with statewide responsibilities over a 
program. This class differs from Environmental Field Office Manager in that an incumbent of the latter functions as the 
manager over a field office. This class differs from Environmental Program Manager 2 in that an incumbent of the latter 
functions as either the manager over all field offices, or manager over multiple (2 or more) small central offices sections, 
or manager over Surface Mining sections, or assistant manager over multiple (3 or more) large central office sections. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides technical expertise in handling disasters and/or emergency 
situations involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Provides central 
office technical and/or managerial support and direction to employees providing consultative, technical, or educational 
services to stakeholders for protecting human health, promoting safety, and conserving natural resources.Staffing 
Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit and ensures that 
Preferred Service rules are strictly adhered to in selecting and recommending applicants for employment or promotion. 
Monitoring and Controlling Resources:    Manages fee programs to ensure that funds are properly and accurately 
distributed and tracked.    Provides technical oversight, review, and/or project management of ongoing state and/or 
federal grant/loan programs.    Manages purchase requests, budget development, and expenditure of funds.    Ensures 
contractors' proposed work activities comply with established rates.    Determines eligibility to participate in fund 
reimbursement programs. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Ensures that 
documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are prepared in a concise and 
defensible manner, so that Department and Division missions are met. Developing Objectives and Strategies:    Develops 
and/or provides central office technical and/or managerial support and direction for employees preparing draft 
standards, policies, guidance documents, etc. Resolving Conflicts and Negotiating with Others:    Provides central office 
technical and/or managerial support and direction to employees participating in the investigation and/or resolution of 
complaints.    Coordinates with Division of Human Resources (DHR), to ensure all critical factors are considered when 
determining the need for disciplinary action of a subordinate, and imposes necessary discipline. Making Decisions and 
Solving Problems:    Ensures the best decisions are made through analysis of available information/data, to meet 
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regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, other government agencies, 
coworkers, non-governmental organizations, etc.) needs.    Determines if environmental violation(s) warrant an 
enforcement action.    Develops and/or reviews work plans and reports. Interpreting the Meaning of Information for 
Others:    Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).    
Communicates and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders. Communicating 
with Persons Outside Organization:    Meets with outside groups, legislators, and other local, state and federal agencies 
to solve critical problems and develop relationships for implementing policies of the department relating to 
environmental programs and administration.    Ensures all internal and external customers are serviced in a timely, 
professional and knowledgeable manner, so as to meet the Department/Division’s mission.    Coordinates with local, 
state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects.    
Provides high-quality outreach, including design, distribution of information, technical assistance, etc. to stakeholders. 
Analyzing Data or Information:    Provides central office technical and managerial support to employees participating in 
special evaluation studies of environmental pollutants and their socio-economic effects.Performing for or Working 
Directly with the Public:    Coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, 
but not limited to: public hearings, school presentations, special events, etc.). Evaluating Information to Determine 
Compliance with Standards:    Provides central office technical and/or managerial support and direction to employees in 
determining if the documents (i.e., permits, applications, licenses, etc.) may be approved.    Provides central office 
technical and/or managerial support and direction for employees participating in the enforcement of established 
environmental standards, laws, rules, regulations, and administrative policies and procedures having statewide impact.    
Reviews and evaluates information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining compliance with environmental and/or other established standards.    Ensures statutory 
obligations are fulfilled.    Oversees grant programs consistent with local, state, and/or federal laws, regulations and/or 
grant conditions.    Assists with development of recommendations for corrective actions of identified problems by 
providing technical and/or administrative support for action(s) to effect compliance with environmental and/or other 
established standards.    Assures compliance with agency directives, policies, procedures, protocols and ensures 
statutory obligations are fulfilled.    Manages and/or reviews staff reports, performance review documents, and other 
submitted documentation for accuracy and completeness.    Assures that electronic and paper reports are submitted 
accurately and promptly. Communicating with Supervisors, Peers, or Subordinates:    Informs and advises management 
about issues of concern as they occur.    Communicates regularly with direct and indirect reports, coworkers, and/or 
supervisors to ensure consistent program operation, (i.e., staff meetings, performance evaluations, etc.).    Provides 
effective communication to supervisors, peers, or subordinates by telephone, email, written correspondence, oral 
communications, etc.    Recognizes and implements program improvements. Guiding, Directing, and Motivating 
Subordinates:    Provides central office technical and/or managerial support and direction for employees performing 
environmental compliance sampling, monitoring and inspecting with statewide impact in a specific program specialty 
area such as air pollution, water resources, remediation, underground storage tanks, solid waste management, 
radiological health, etc.    Adheres to all directives, policies, procedures, and protocols to provide an example to direct 
and indirect reports.    Completes and submits performance review documents for direct and indirect reports accurately 
and promptly.    Assures direct and indirect reports are completing tasks on time and within assigned performance 
standards.    Plans, organizes, and advises direct and indirect reports, as needed to meet program goals.    Assists direct 
and indirect reports in coordinating activities. Selling or Influencing Others:    Builds consensus among stakeholders, to 
further the Department’s/Division’s mission and goals.    Makes presentations to internal and external stakeholders. 
Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations to ensure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner. Processing Information:    Manages databases, as designated, to meet agency requirements.    Manages and/or 
compiles, processes, and reviews records, data, operational plans, enforcement action requests, etc.    Generates 
queries and develops reports for stakeholders. Thinking Creatively:    Seeks opportunities to improve processes to 
ensure goals and/or mission of the department are met or exceeded. Organizing, Planning, and Prioritizing Work:    
Prioritizes work assignments to ensure goals are met. Coordinating the Work and Activities of Others:    Coordinates 
committee meetings to develop policies, procedures, and plans. Getting Information:    Writes and/or reviews rules, 
tracks updates, and assesses impact to stakeholders.    Attends meetings (such as, but not limited to: board meetings, 
regulatory meetings, public hearings, association meetings, etc.).    Obtains and receives records, data, operational 



 TN Job Classification Specifications  
September 22, 2020 

plans, enforcement action requests, etc. Scheduling Work and Activities:    Develops, manages and/or implements an 
annual work plan for the division.    Ensures that the work weeks of direct and indirect reports are scheduled to address 
regular and complaint inspections, tasks, directives, correspondence, etc.    Assists in developing statewide activities and 
events, such as, but not limited to: certifying officials, coordination and training, records management, reporting 
requirements, etc.Coaching and Developing Others:    Provides coaching to subordinates on appropriate performance 
management techniques in accordance with recommendations from agency HR.    Manages the establishment and 
implementation of an orientation program for subordinates.    Addresses and/or recognizes the performance of assigned 
direct reports appropriately in accordance with established policy.    Provides and/or participates in training direct 
reports.    Seeks professional development opportunities for subordinates. Documenting/Recording Information:    
Compiles, manages, and directs the preparation and maintenance of operating records and reports.    Ensures that all 
relevant work activities, contacts, and meetings are properly documented in complete, accurate, and timely completed 
and submitted records and reports, (such as, but not limited to: administrative records, enforcement action requests, 
etc.). Interacting With Computers:    Designs, develops, and/or maintains databases for stakeholders.    Maintains 
working knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense accounts, etc. within the designated 
computer program, in a proper and timely manner. Performing Administrative Activities:    Ensures confidential material 
is not disclosed or made accessible to unauthorized personnel.    Reviews and approves direct and indirect report’s 
administrative actions, (including, but not limited to, performance evaluations, expense requests, time and labor, etc.).    
Completes required documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection 
checklist, etc.)    Ensures files are managed according to the Records Disposition Authorization (RDA). Updating and 
Using Relevant Knowledge:    Updates and determines application of regulatory information.    Fulfills established 
educational/training requirements and seeks opportunities for professional development. Training and Teaching Others:    
Identifies training needs and develops and proposes plans, to overcome performance deficiencies.    Ensures that direct 
and indirect reports maintain at least minimum standards in training and certification. Developing and Building Teams:    
Encourages and works harmoniously with team members by listening, sharing, and/or brainstorming.    Seeks out ways 
to involve staff and seeks their commitment to departmental goals.     Volunteers and participates in work groups, 
special assignments, planning teams, etc., as opportunities arise that further established goals. Repairing and 
Maintaining Electronic Equipment:    Ensures that the maintenance and calibration of electronic equipment (such as, but 
not limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.) is performed as needed. 
Repairing and Maintaining Mechanical Equipment:    Ensures that mechanical equipment (such as, but not limited to: 
ozone monitor, etc.) is calibrated, as needed.    Ensures that equipment (such as, but not limited to air monitoring, laser 
level, boats, etc.) is maintained as needed to perform duties. Operating Vehicles, Mechanized Devices, or Equipment:    
Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in 
accordance with agency policy and procedures, as well as all traffic laws. Performing General Physical Activities:    
Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, lifting, 
operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Boss Relationships    Ethics & Values    Decision Quality    Problem Solving    Directing Others    
Organizing    Managerial Courage    Written Communication    Customer Focus    Fairness to Direct Reports    Integrity & 
Trust    Functional Technical Competencies    Composure    Listening    Strategic Agility    Delegation    Developing Direct 
Reports & Others    Informing    Priority Setting    Time Management    Timely Decision Making    Conflict Management    
Presentation Skills    Approachability    Building Effective Teams    Process Management    Confronting Direct Reports    
Drive for Results    Dealing with Ambiguity    Comfort Around Higher Management    Caring About Direct Reports    
Managing Diversity    Managing Vision & Purpose    Motivating Others    Patience    Perspective    Planning    Hiring & 
Staffing    Sizing Up People    Perseverance    Interpersonal Savvy    Peer Relationships    Innovation Management    
Managing Through Systems    Total Work Systems    Negotiation    Understanding Others    Intellectual Horsepower    
Technical Learning    Organizational Agility    Creativity    Command Skills    Action Oriented    Political Savvy    Dealing 
with Paradox    Learning on the Fly    Humor    Personal Learning    Business Acumen    Standing Alone    Self-
Development    Self-Knowledge    Career Ambition    Compassion    Work/Life Balance Knowledge:    Customer & Personal 
Services    Administration & Management    Personnel & Human Resources    Computers & Electronics    Economics & 
Accounting    Education & Training    Engineering & Technology    Public Safety & Security    Communication & Media    
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Law & Government    Design    Chemistry    Geology Skills:    Speaking    Writing    Reading Comprehension    Active 
Listening    Critical Thinking    Science    Negotiation    Complex Problem Solving    Judgment & Decision Making    
Management of Financial Resources    Coordination    Time Management    Instructing    Service Orientation    
Management of Personnel Resources    Active Learning    Learning Strategies    Systems Analysis    Management of 
Material Resources    Monitoring    Persuasion    Systems Evaluation    Social Perceptiveness    Mathematics Abilities:    
Oral Expression    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition    Oral 
Comprehension    Fluency of Ideas    Inductive Reasoning    Deductive Reason    Problem Sensitivity    Originality    
Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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072971 - ENV PROGRAM MANAGER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3384 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, 
applied science in sustainability, or other acceptable science or natural resource related field and five years of full-time 
professional environmental program work including at least two years of supervisory experience. Substitution of 
Graduate Education for Experience: Graduate course work in environmental science, biology, chemistry, geology, 
engineering, engineering technology, physics, ecology, sustainability, applied science in sustainability or other 
acceptable science related field may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years, there being no substitution for the required supervisory experience. (24 semester hours is equivalent to 
one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under supervision, is responsible for managerial professional environmental program work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the manager over a moderate sized 
technical central office section, or manager over multiple field offices, or manager with statewide responsibilities over a 
program. This class differs from Environmental Field Office Manager in that an incumbent of the latter functions as the 
manager over a field office. This class differs from Environmental Program Manager 2 in that an incumbent of the latter 
functions as either the manager over all field offices, or manager over multiple (2 or more) small central offices sections, 
or manager over Surface Mining sections, or assistant manager over multiple (3 or more) large central office sections. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides technical expertise in handling disasters and/or emergency 
situations involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Provides central 
office technical and/or managerial support and direction to employees providing consultative, technical, or educational 
services to stakeholders for protecting human health, promoting safety, and conserving natural resources.Staffing 
Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit and ensures that 
Preferred Service rules are strictly adhered to in selecting and recommending applicants for employment or promotion. 
Monitoring and Controlling Resources:    Manages fee programs to ensure that funds are properly and accurately 
distributed and tracked.    Provides technical oversight, review, and/or project management of ongoing state and/or 
federal grant/loan programs.    Manages purchase requests, budget development, and expenditure of funds.    Ensures 
contractors' proposed work activities comply with established rates.    Determines eligibility to participate in fund 
reimbursement programs. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Ensures that 
documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are prepared in a concise and 
defensible manner, so that Department and Division missions are met. Developing Objectives and Strategies:    Develops 
and/or provides central office technical and/or managerial support and direction for employees preparing draft 
standards, policies, guidance documents, etc. Resolving Conflicts and Negotiating with Others:    Provides central office 
technical and/or managerial support and direction to employees participating in the investigation and/or resolution of 
complaints.    Coordinates with Division of Human Resources (DHR), to ensure all critical factors are considered when 
determining the need for disciplinary action of a subordinate, and imposes necessary discipline. Making Decisions and 
Solving Problems:    Ensures the best decisions are made through analysis of available information/data, to meet 
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regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, other government agencies, 
coworkers, non-governmental organizations, etc.) needs.    Determines if environmental violation(s) warrant an 
enforcement action.    Develops and/or reviews work plans and reports. Interpreting the Meaning of Information for 
Others:    Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).    
Communicates and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders. Communicating 
with Persons Outside Organization:    Meets with outside groups, legislators, and other local, state and federal agencies 
to solve critical problems and develop relationships for implementing policies of the department relating to 
environmental programs and administration.    Ensures all internal and external customers are serviced in a timely, 
professional and knowledgeable manner, so as to meet the Department/Division’s mission.    Coordinates with local, 
state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects.    
Provides high-quality outreach, including design, distribution of information, technical assistance, etc. to stakeholders. 
Analyzing Data or Information:    Provides central office technical and managerial support to employees participating in 
special evaluation studies of environmental pollutants and their socio-economic effects.Performing for or Working 
Directly with the Public:    Coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, 
but not limited to: public hearings, school presentations, special events, etc.). Evaluating Information to Determine 
Compliance with Standards:    Provides central office technical and/or managerial support and direction to employees in 
determining if the documents (i.e., permits, applications, licenses, etc.) may be approved.    Provides central office 
technical and/or managerial support and direction for employees participating in the enforcement of established 
environmental standards, laws, rules, regulations, and administrative policies and procedures having statewide impact.    
Reviews and evaluates information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining compliance with environmental and/or other established standards.    Ensures statutory 
obligations are fulfilled.    Oversees grant programs consistent with local, state, and/or federal laws, regulations and/or 
grant conditions.    Assists with development of recommendations for corrective actions of identified problems by 
providing technical and/or administrative support for action(s) to effect compliance with environmental and/or other 
established standards.    Assures compliance with agency directives, policies, procedures, protocols and ensures 
statutory obligations are fulfilled.    Manages and/or reviews staff reports, performance review documents, and other 
submitted documentation for accuracy and completeness.    Assures that electronic and paper reports are submitted 
accurately and promptly. Communicating with Supervisors, Peers, or Subordinates:    Informs and advises management 
about issues of concern as they occur.    Communicates regularly with direct and indirect reports, coworkers, and/or 
supervisors to ensure consistent program operation, (i.e., staff meetings, performance evaluations, etc.).    Provides 
effective communication to supervisors, peers, or subordinates by telephone, email, written correspondence, oral 
communications, etc.    Recognizes and implements program improvements. Guiding, Directing, and Motivating 
Subordinates:    Provides central office technical and/or managerial support and direction for employees performing 
environmental compliance sampling, monitoring and inspecting with statewide impact in a specific program specialty 
area such as air pollution, water resources, remediation, underground storage tanks, solid waste management, 
radiological health, etc.    Adheres to all directives, policies, procedures, and protocols to provide an example to direct 
and indirect reports.    Completes and submits performance review documents for direct and indirect reports accurately 
and promptly.    Assures direct and indirect reports are completing tasks on time and within assigned performance 
standards.    Plans, organizes, and advises direct and indirect reports, as needed to meet program goals.    Assists direct 
and indirect reports in coordinating activities. Selling or Influencing Others:    Builds consensus among stakeholders, to 
further the Department’s/Division’s mission and goals.    Makes presentations to internal and external stakeholders. 
Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations to ensure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner. Processing Information:    Manages databases, as designated, to meet agency requirements.    Manages and/or 
compiles, processes, and reviews records, data, operational plans, enforcement action requests, etc.    Generates 
queries and develops reports for stakeholders. Thinking Creatively:    Seeks opportunities to improve processes to 
ensure goals and/or mission of the department are met or exceeded. Organizing, Planning, and Prioritizing Work:    
Prioritizes work assignments to ensure goals are met. Coordinating the Work and Activities of Others:    Coordinates 
committee meetings to develop policies, procedures, and plans. Getting Information:    Writes and/or reviews rules, 
tracks updates, and assesses impact to stakeholders.    Attends meetings (such as, but not limited to: board meetings, 
regulatory meetings, public hearings, association meetings, etc.).    Obtains and receives records, data, operational 
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plans, enforcement action requests, etc. Scheduling Work and Activities:    Develops, manages and/or implements an 
annual work plan for the division.    Ensures that the work weeks of direct and indirect reports are scheduled to address 
regular and complaint inspections, tasks, directives, correspondence, etc.    Assists in developing statewide activities and 
events, such as, but not limited to: certifying officials, coordination and training, records management, reporting 
requirements, etc.Coaching and Developing Others:    Provides coaching to subordinates on appropriate performance 
management techniques in accordance with recommendations from agency HR.    Manages the establishment and 
implementation of an orientation program for subordinates.    Addresses and/or recognizes the performance of assigned 
direct reports appropriately in accordance with established policy.    Provides and/or participates in training direct 
reports.    Seeks professional development opportunities for subordinates. Documenting/Recording Information:    
Compiles, manages, and directs the preparation and maintenance of operating records and reports.    Ensures that all 
relevant work activities, contacts, and meetings are properly documented in complete, accurate, and timely completed 
and submitted records and reports, (such as, but not limited to: administrative records, enforcement action requests, 
etc.). Interacting With Computers:    Designs, develops, and/or maintains databases for stakeholders.    Maintains 
working knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense accounts, etc. within the designated 
computer program, in a proper and timely manner. Performing Administrative Activities:    Ensures confidential material 
is not disclosed or made accessible to unauthorized personnel.    Reviews and approves direct and indirect report’s 
administrative actions, (including, but not limited to, performance evaluations, expense requests, time and labor, etc.).    
Completes required documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection 
checklist, etc.)    Ensures files are managed according to the Records Disposition Authorization (RDA). Updating and 
Using Relevant Knowledge:    Updates and determines application of regulatory information.    Fulfills established 
educational/training requirements and seeks opportunities for professional development. Training and Teaching Others:    
Identifies training needs and develops and proposes plans, to overcome performance deficiencies.    Ensures that direct 
and indirect reports maintain at least minimum standards in training and certification. Developing and Building Teams:    
Encourages and works harmoniously with team members by listening, sharing, and/or brainstorming.    Seeks out ways 
to involve staff and seeks their commitment to departmental goals.     Volunteers and participates in work groups, 
special assignments, planning teams, etc., as opportunities arise that further established goals. Repairing and 
Maintaining Electronic Equipment:    Ensures that the maintenance and calibration of electronic equipment (such as, but 
not limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.) is performed as needed. 
Repairing and Maintaining Mechanical Equipment:    Ensures that mechanical equipment (such as, but not limited to: 
ozone monitor, etc.) is calibrated, as needed.    Ensures that equipment (such as, but not limited to air monitoring, laser 
level, boats, etc.) is maintained as needed to perform duties. Operating Vehicles, Mechanized Devices, or Equipment:    
Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in 
accordance with agency policy and procedures, as well as all traffic laws. Performing General Physical Activities:    
Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, lifting, 
operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Boss Relationships    Ethics & Values    Decision Quality    Problem Solving    Directing Others    
Organizing    Managerial Courage    Written Communication    Customer Focus    Fairness to Direct Reports    Integrity & 
Trust    Functional Technical Competencies    Composure    Listening    Strategic Agility    Delegation    Developing Direct 
Reports & Others    Informing    Priority Setting    Time Management    Timely Decision Making    Conflict Management    
Presentation Skills    Approachability    Building Effective Teams    Process Management    Confronting Direct Reports    
Drive for Results    Dealing with Ambiguity    Comfort Around Higher Management    Caring About Direct Reports    
Managing Diversity    Managing Vision & Purpose    Motivating Others    Patience    Perspective    Planning    Hiring & 
Staffing    Sizing Up People    Perseverance    Interpersonal Savvy    Peer Relationships    Innovation Management    
Managing Through Systems    Total Work Systems    Negotiation    Understanding Others    Intellectual Horsepower    
Technical Learning    Organizational Agility    Creativity    Command Skills    Action Oriented    Political Savvy    Dealing 
with Paradox    Learning on the Fly    Humor    Personal Learning    Business Acumen    Standing Alone    Self-
Development    Self-Knowledge    Career Ambition    Compassion    Work/Life Balance Knowledge:    Customer & Personal 
Services    Administration & Management    Personnel & Human Resources    Computers & Electronics    Economics & 
Accounting    Education & Training    Engineering & Technology    Public Safety & Security    Communication & Media    
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Law & Government    Design    Chemistry    Geology Skills:    Speaking    Writing    Reading Comprehension    Active 
Listening    Critical Thinking    Science    Negotiation    Complex Problem Solving    Judgment & Decision Making    
Management of Financial Resources    Coordination    Time Management    Instructing    Service Orientation    
Management of Personnel Resources    Active Learning    Learning Strategies    Systems Analysis    Management of 
Material Resources    Monitoring    Persuasion    Systems Evaluation    Social Perceptiveness    Mathematics Abilities:    
Oral Expression    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition    Oral 
Comprehension    Fluency of Ideas    Inductive Reasoning    Deductive Reason    Problem Sensitivity    Originality    
Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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072970 - ENV PROGRAM MANAGER 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3380 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, 
applied science in sustainability or other acceptable science related field and five years of full-time professional 
environmental program or natural resource work including at least two years of supervisory experience. Substitution of 
Graduate Education for Experience: Graduate course work in environmental science, biology, chemistry, geology, 
engineering, engineering technology, physics, ecology, sustainability, applied science in sustainability or other 
acceptable science related field may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years, there being no substitution for the required supervisory experience. (24 semester hours is equivalent to 
one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial professional environmental program work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the manager over all field offices, or 
manager over multiple (2 or more) small central office sections, or manager over the Surface Mining section, or an 
assistant manager over multiple (3 or more) large central office sections. This class differs from Env Program Manager 1 
in that an incumbent of the latter functions as the manager over a moderate sized technical central office section, or a 
manager over multiple field offices, or manager with stated wide responsibilities over a program. This class differs from 
the Env Program Manager 3 in that an incumbent of the latter functions as either Deputy Director, or the manager over 
multiple (3 or more) large central office sections, or Departmental (cross-media) Coordinator of multi-divisional 
program(s) (i.e. enforcement, permitting, emergency response, etc.). 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site 
inspections, permits, lab results, etc.). Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Ensures that documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are prepared in a 
concise and defensible manner, so that Departmental/Division missions are met. Provide Consultation and Advice to 
Others:    Provides central office technical and/or managerial support and direction to employees providing consultative, 
technical, or educational services to stakeholders for protecting human health, promoting safety, and conserving natural 
resources. Resolving Conflicts and Negotiating with Others:    Handles difficult negotiations with stakeholders to 
enhance the effectiveness of environmental program activities.    Conducts or participates in enforcement conferences 
and other legal meetings including: case preparation for submission to attorneys, attending enforcement and settlement 
hearings, and testifying as necessary.    Coordinates with the Division of Human Resources (DHR), to ensure all critical 
factors are considered when determining the need for disciplinary action of a subordinate, and imposes necessary 
discipline.    Directs and/or assists in the investigation and/or resolution of complaints. Developing Objectives and 
Strategies:    Develops, interprets, and/or provides central office technical and/or managerial support and direction for 
employees preparing draft standards, policies, guidance documents, etc. Analyzing Data or Information:    Directs and/or 
manages special evaluation studies of environmental pollutants and their socio-economic effects. Making Decisions and 
Solving Problems:    Ensures the best decisions are made through analysis of available information/data, to meet 
regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, other government agencies, 
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coworkers, non-governmental organizations, etc.) needs.    Develops and/or reviews work plans and reports.    
Determines if environmental violation(s) warrant an enforcement action. Thinking Creatively:    Directs the study of 
division/program organization, operations, and services, and judges the merit of recommendations intended to effect 
improvements of economy, efficiency, and quality to ensure goals and/or the mission of the department are met or 
exceeded. Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work 
unit and ensures that Preferred Service rules are strictly adhered to in selecting and recommending applicants for 
employment or promotion. Evaluating Information to Determine Compliance with Standards:    Provides central office 
technical and/or managerial support and direction to employees to determine if documents (i.e., permits, applications, 
licenses, etc.) may be approved.    Provides central office technical and/or managerial support and direction for 
employees participating in the enforcement of established environmental standards, laws, rules, regulations, and 
administrative policies and procedures having statewide impact.    Assists with development of recommendations for 
corrective actions of identified problems by providing technical and/or administrative support for action(s) to effect 
compliance with environmental and/or other established standards.    Reviews and evaluates information submitted by 
applicants or acquired by site inspections and/or other informative sources used for determining compliance with 
environmental and/or other established standards.    Assures compliance with agency directives, policies, procedures, 
protocols and ensures statutory obligations are fulfilled.    Oversees grant programs consistent with local, state, and/or 
federal laws, regulations and/or grant conditions.    Directs and/or manages the reviews of staff reports, performance 
review documents, and other submitted documentation for accuracy and completeness.    Assures that electronic and 
paper reports are submitted accurately and promptly. Documenting/Recording Information:    Compiles, manages, and 
directs the preparation and maintenance of operating records and reports.    Ensures all relevant work activities, 
contacts, and meetings are properly documented with complete and accurate records and reports, (such as but not 
limited to: administrative records, enforcement action requests, etc.). Monitoring and Controlling Resources:    Manages 
fee programs to ensure funds are properly and accurately distributed and tracked.    Provides technical oversight, 
review, and/or project management of ongoing state and/or federal grant/loan programs.    Directs eligibility 
determination for fund reimbursement programs.    Manages purchase requests, budget development, and expenditure 
of funds.    Ensures contractors' proposed work activities comply with established rates. Scheduling Work and Activities:    
Develops, manages and/or implements an annual work plan for the division.    Ensures that the work week of direct and 
indirect reports are scheduled to address regular and complaint inspections, tasks, directives, correspondence, etc.    
Develops statewide activities and events, such as, but not limited to: certifying officials, coordination and training, 
records management, reporting requirements, etc. Selling or Influencing Others:    Builds consensus among stakeholders 
to further the Department’s/Division/s mission and goals.    Makes presentations to internal and external stakeholders. 
Communicating with Supervisors, Peers, or Subordinates:    Informs and advises management about issues of concern as 
they occur.    Recognizes and implements program improvements.    Provides effective communication to supervisors, 
peers, or subordinates by telephone, email, written documents, oral communications, etc.    Communicates regularly 
with direct and indirect reports, coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff 
meetings, performance evaluations, etc.). Communicating with Persons Outside Organization:    Meets with outside 
groups, legislators, and other local, state and federal agencies to solve critical problems and develop relationships for 
implementing policies of the department relating to environmental programs and administration.    Ensures all internal 
and external customers are served in a timely, professional and knowledgeable manner, to meet the 
Department’s/Division’s mission.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects.    Provides high-quality outreach, including design, distribution of 
information, technical assistance, etc. to stakeholders. Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates, through subordinate supervisory and management personnel, a technical staff with 
statewide responsibility for environmental programs in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural resources, etc.    Assures direct and 
indirect reports are completing tasks on time and within assigned performance standards.    Plans, organizes, and 
advises direct and indirect reports, as needed to meet program goals.    Completes and submits performance review 
documents for direct and indirect reports accurately and promptly.    Adheres to all directives, policies, procedures, and 
protocols to provide an example to direct and indirect reports.    Assists direct and indirect reports in coordinating 
activities. Processing Information:    Directs and/or manages databases as designated to meet agency requirements.    
Generates queries and develops reports for stakeholders.    Manages and/or compiles, processes, and reviews records, 
data, operational plans, enforcement action requests, etc. Organizing, Planning, and Prioritizing Work:    Prioritizes work 
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assignments to ensure goals are met. Training and Teaching Others:    Identifies training needs and develops and 
proposes plans to overcome performance deficiencies.    Ensures that direct and indirect reports maintain at least 
minimum standards in training and certification. Getting Information:    Writes and/or reviews rules, tracks updates, and 
assesses impact to stakeholders.    Attends meetings (such as, but not limited to: board meetings, regulatory meetings, 
public hearings, association meetings, etc.).    Obtains and receives records, data, operational plans, enforcement action 
requests, etc. Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations 
to ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner. Coordinating the Work and Activities of Others:    Coordinates committee meetings to develop 
policies, procedures, and plans. Performing Administrative Activities:    Ensures confidential material is not disclosed or 
made accessible to unauthorized personnel.    Reviews and approves direct and indirect reports’ administrative actions, 
(including, but not limited to, performance evaluations, expense requests, time and labor, etc.).    Ensures files are 
managed according to the Records Disposition Authorization (RDA).    Completes required documentation for travel 
and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.). Interacting With Computers:    
Directs and/or oversees the design, development, and/or maintenance of databases for stakeholders.    Maintains 
working knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense accounts, etc. within the designated 
computer program, in a proper and timely manner. Updating and Using Relevant Knowledge:    Updates and determines 
application of regulatory information.    Fulfills established educational/training requirements and seeks opportunities 
for professional development. Coaching and Developing Others:    Provides coaching to subordinates using appropriate 
performance management techniques in accordance with recommendations from agency HR.    Addresses and/or 
recognizes the performance of assigned direct reports appropriately in accordance with established policy.    Provides 
and/or participates in training direct reports.    Directs the establishment and implementation of an orientation program 
for subordinates.    Seeks professional development opportunities for subordinates. Developing and Building Teams:    
Seeks ways to involve staff and seeks their commitment to departmental goals.     Encourages and works harmoniously 
with team members by listening, sharing, and/or brainstorming.    Volunteers and participates in work groups, special 
assignments, planning teams, etc., as opportunities arise that further established goals. Performing for or Working 
Directly with the Public:    Coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, 
but not limited to: public hearings, school presentations, special events, etc.). Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates personal or assigned vehicles (such as, but not limited to, watercraft, all-terrain vehicles, 
tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. Performing General Physical 
Activities:    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, 
lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Planning    Managerial Courage    Written 
Communication    Building Effective Teams    Ethics & Values    Negotiation    Delegation    Organizing    Priority Setting    
Organizational Agility    Presentation Skills    Customer Focus    Developing Direct Reports & Others    Process 
Management    Time Management    Confronting Direct Reports    Boss Relationships    Fairness to Direct Reports    
Listening    Strategic Agility    Conflict Management    Drive for Results    Approachability    Composure    Managing 
Diversity    Dealing with Ambiguity    Innovation Management    Perspective    Informing    Integrity & Trust    Managing 
Vision & Purpose    Motivating Others    Peer Relationships    Intellectual Horsepower    Timely Decision Making    Hiring 
& Staffing    Perseverance    Caring About Direct Reports    Patience    Managing Through Systems    Political Savvy    
Interpersonal Savvy    Understanding Others    Business Acumen    Functional Technical Competencies    Technical 
Learning    Sizing Up People    Dealing with Paradox    Total Work System    Command Skills    Self-Development    Action 
Oriented    Comfort Around Higher Management    Creativity    Learning on the Fly    Standing Alone    Personal Learning    
Compassion    Self-Knowledge    Work/Life Balance    Humor    Career Ambition    Personal DisclosureKnowledge:    
Customer & Personal Services    Law & Government    Administration & Management    Economics & Accounting    
Personnel & Human Resources    Education & Training    Communication & Media    Computers & Electronics    
Engineering & Technology    Design    Public Safety & Security    Geology    Chemistry Skills:    Critical Thinking    Speaking    
Complex Problem Solving    Writing    Management of Financial Resources    Active Listening    Negotiation    
Management of Material Resources    Management of Personnel Resources    Time Management    Active Learning    
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Reading Comprehension    Science    Coordination    Instructing    Persuasion    Judgment & Decision Making    Service 
Orientation    Systems Analysis    Learning Strategies    Monitoring    Social Perceptiveness    Systems Evaluation    
Mathematics Abilities:    Oral Expression    Written Expression    Speech Clarity    Speech Recognition    Fluency of Ideas    
Oral Comprehension    Written Comprehension    Inductive Reasoning    Problem Sensitivity    Deductive Reason    
Originality    Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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072970 - ENV PROGRAM MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3381 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, 
applied science in sustainability or other acceptable science related field and five years of full-time professional 
environmental program or natural resource work including at least two years of supervisory experience. Substitution of 
Graduate Education for Experience: Graduate course work in environmental science, biology, chemistry, geology, 
engineering, engineering technology, physics, ecology, sustainability, applied science in sustainability or other 
acceptable science related field may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years, there being no substitution for the required supervisory experience. (24 semester hours is equivalent to 
one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial professional environmental program work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the manager over all field offices, or 
manager over multiple (2 or more) small central office sections, or manager over the Surface Mining section, or an 
assistant manager over multiple (3 or more) large central office sections. This class differs from Env Program Manager 1 
in that an incumbent of the latter functions as the manager over a moderate sized technical central office section, or a 
manager over multiple field offices, or manager with stated wide responsibilities over a program. This class differs from 
the Env Program Manager 3 in that an incumbent of the latter functions as either Deputy Director, or the manager over 
multiple (3 or more) large central office sections, or Departmental (cross-media) Coordinator of multi-divisional 
program(s) (i.e. enforcement, permitting, emergency response, etc.). 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site 
inspections, permits, lab results, etc.). Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Ensures that documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are prepared in a 
concise and defensible manner, so that Departmental/Division missions are met. Provide Consultation and Advice to 
Others:    Provides central office technical and/or managerial support and direction to employees providing consultative, 
technical, or educational services to stakeholders for protecting human health, promoting safety, and conserving natural 
resources. Resolving Conflicts and Negotiating with Others:    Handles difficult negotiations with stakeholders to 
enhance the effectiveness of environmental program activities.    Conducts or participates in enforcement conferences 
and other legal meetings including: case preparation for submission to attorneys, attending enforcement and settlement 
hearings, and testifying as necessary.    Coordinates with the Division of Human Resources (DHR), to ensure all critical 
factors are considered when determining the need for disciplinary action of a subordinate, and imposes necessary 
discipline.    Directs and/or assists in the investigation and/or resolution of complaints. Developing Objectives and 
Strategies:    Develops, interprets, and/or provides central office technical and/or managerial support and direction for 
employees preparing draft standards, policies, guidance documents, etc. Analyzing Data or Information:    Directs and/or 
manages special evaluation studies of environmental pollutants and their socio-economic effects. Making Decisions and 
Solving Problems:    Ensures the best decisions are made through analysis of available information/data, to meet 
regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, other government agencies, 
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coworkers, non-governmental organizations, etc.) needs.    Develops and/or reviews work plans and reports.    
Determines if environmental violation(s) warrant an enforcement action. Thinking Creatively:    Directs the study of 
division/program organization, operations, and services, and judges the merit of recommendations intended to effect 
improvements of economy, efficiency, and quality to ensure goals and/or the mission of the department are met or 
exceeded. Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work 
unit and ensures that Preferred Service rules are strictly adhered to in selecting and recommending applicants for 
employment or promotion. Evaluating Information to Determine Compliance with Standards:    Provides central office 
technical and/or managerial support and direction to employees to determine if documents (i.e., permits, applications, 
licenses, etc.) may be approved.    Provides central office technical and/or managerial support and direction for 
employees participating in the enforcement of established environmental standards, laws, rules, regulations, and 
administrative policies and procedures having statewide impact.    Assists with development of recommendations for 
corrective actions of identified problems by providing technical and/or administrative support for action(s) to effect 
compliance with environmental and/or other established standards.    Reviews and evaluates information submitted by 
applicants or acquired by site inspections and/or other informative sources used for determining compliance with 
environmental and/or other established standards.    Assures compliance with agency directives, policies, procedures, 
protocols and ensures statutory obligations are fulfilled.    Oversees grant programs consistent with local, state, and/or 
federal laws, regulations and/or grant conditions.    Directs and/or manages the reviews of staff reports, performance 
review documents, and other submitted documentation for accuracy and completeness.    Assures that electronic and 
paper reports are submitted accurately and promptly. Documenting/Recording Information:    Compiles, manages, and 
directs the preparation and maintenance of operating records and reports.    Ensures all relevant work activities, 
contacts, and meetings are properly documented with complete and accurate records and reports, (such as but not 
limited to: administrative records, enforcement action requests, etc.). Monitoring and Controlling Resources:    Manages 
fee programs to ensure funds are properly and accurately distributed and tracked.    Provides technical oversight, 
review, and/or project management of ongoing state and/or federal grant/loan programs.    Directs eligibility 
determination for fund reimbursement programs.    Manages purchase requests, budget development, and expenditure 
of funds.    Ensures contractors' proposed work activities comply with established rates. Scheduling Work and Activities:    
Develops, manages and/or implements an annual work plan for the division.    Ensures that the work week of direct and 
indirect reports are scheduled to address regular and complaint inspections, tasks, directives, correspondence, etc.    
Develops statewide activities and events, such as, but not limited to: certifying officials, coordination and training, 
records management, reporting requirements, etc. Selling or Influencing Others:    Builds consensus among stakeholders 
to further the Department’s/Division/s mission and goals.    Makes presentations to internal and external stakeholders. 
Communicating with Supervisors, Peers, or Subordinates:    Informs and advises management about issues of concern as 
they occur.    Recognizes and implements program improvements.    Provides effective communication to supervisors, 
peers, or subordinates by telephone, email, written documents, oral communications, etc.    Communicates regularly 
with direct and indirect reports, coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff 
meetings, performance evaluations, etc.). Communicating with Persons Outside Organization:    Meets with outside 
groups, legislators, and other local, state and federal agencies to solve critical problems and develop relationships for 
implementing policies of the department relating to environmental programs and administration.    Ensures all internal 
and external customers are served in a timely, professional and knowledgeable manner, to meet the 
Department’s/Division’s mission.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects.    Provides high-quality outreach, including design, distribution of 
information, technical assistance, etc. to stakeholders. Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates, through subordinate supervisory and management personnel, a technical staff with 
statewide responsibility for environmental programs in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural resources, etc.    Assures direct and 
indirect reports are completing tasks on time and within assigned performance standards.    Plans, organizes, and 
advises direct and indirect reports, as needed to meet program goals.    Completes and submits performance review 
documents for direct and indirect reports accurately and promptly.    Adheres to all directives, policies, procedures, and 
protocols to provide an example to direct and indirect reports.    Assists direct and indirect reports in coordinating 
activities. Processing Information:    Directs and/or manages databases as designated to meet agency requirements.    
Generates queries and develops reports for stakeholders.    Manages and/or compiles, processes, and reviews records, 
data, operational plans, enforcement action requests, etc. Organizing, Planning, and Prioritizing Work:    Prioritizes work 
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assignments to ensure goals are met. Training and Teaching Others:    Identifies training needs and develops and 
proposes plans to overcome performance deficiencies.    Ensures that direct and indirect reports maintain at least 
minimum standards in training and certification. Getting Information:    Writes and/or reviews rules, tracks updates, and 
assesses impact to stakeholders.    Attends meetings (such as, but not limited to: board meetings, regulatory meetings, 
public hearings, association meetings, etc.).    Obtains and receives records, data, operational plans, enforcement action 
requests, etc. Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations 
to ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner. Coordinating the Work and Activities of Others:    Coordinates committee meetings to develop 
policies, procedures, and plans. Performing Administrative Activities:    Ensures confidential material is not disclosed or 
made accessible to unauthorized personnel.    Reviews and approves direct and indirect reports’ administrative actions, 
(including, but not limited to, performance evaluations, expense requests, time and labor, etc.).    Ensures files are 
managed according to the Records Disposition Authorization (RDA).    Completes required documentation for travel 
and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.). Interacting With Computers:    
Directs and/or oversees the design, development, and/or maintenance of databases for stakeholders.    Maintains 
working knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense accounts, etc. within the designated 
computer program, in a proper and timely manner. Updating and Using Relevant Knowledge:    Updates and determines 
application of regulatory information.    Fulfills established educational/training requirements and seeks opportunities 
for professional development. Coaching and Developing Others:    Provides coaching to subordinates using appropriate 
performance management techniques in accordance with recommendations from agency HR.    Addresses and/or 
recognizes the performance of assigned direct reports appropriately in accordance with established policy.    Provides 
and/or participates in training direct reports.    Directs the establishment and implementation of an orientation program 
for subordinates.    Seeks professional development opportunities for subordinates. Developing and Building Teams:    
Seeks ways to involve staff and seeks their commitment to departmental goals.     Encourages and works harmoniously 
with team members by listening, sharing, and/or brainstorming.    Volunteers and participates in work groups, special 
assignments, planning teams, etc., as opportunities arise that further established goals. Performing for or Working 
Directly with the Public:    Coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, 
but not limited to: public hearings, school presentations, special events, etc.). Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates personal or assigned vehicles (such as, but not limited to, watercraft, all-terrain vehicles, 
tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. Performing General Physical 
Activities:    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, 
lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Planning    Managerial Courage    Written 
Communication    Building Effective Teams    Ethics & Values    Negotiation    Delegation    Organizing    Priority Setting    
Organizational Agility    Presentation Skills    Customer Focus    Developing Direct Reports & Others    Process 
Management    Time Management    Confronting Direct Reports    Boss Relationships    Fairness to Direct Reports    
Listening    Strategic Agility    Conflict Management    Drive for Results    Approachability    Composure    Managing 
Diversity    Dealing with Ambiguity    Innovation Management    Perspective    Informing    Integrity & Trust    Managing 
Vision & Purpose    Motivating Others    Peer Relationships    Intellectual Horsepower    Timely Decision Making    Hiring 
& Staffing    Perseverance    Caring About Direct Reports    Patience    Managing Through Systems    Political Savvy    
Interpersonal Savvy    Understanding Others    Business Acumen    Functional Technical Competencies    Technical 
Learning    Sizing Up People    Dealing with Paradox    Total Work System    Command Skills    Self-Development    Action 
Oriented    Comfort Around Higher Management    Creativity    Learning on the Fly    Standing Alone    Personal Learning    
Compassion    Self-Knowledge    Work/Life Balance    Humor    Career Ambition    Personal DisclosureKnowledge:    
Customer & Personal Services    Law & Government    Administration & Management    Economics & Accounting    
Personnel & Human Resources    Education & Training    Communication & Media    Computers & Electronics    
Engineering & Technology    Design    Public Safety & Security    Geology    Chemistry Skills:    Critical Thinking    Speaking    
Complex Problem Solving    Writing    Management of Financial Resources    Active Listening    Negotiation    
Management of Material Resources    Management of Personnel Resources    Time Management    Active Learning    
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Reading Comprehension    Science    Coordination    Instructing    Persuasion    Judgment & Decision Making    Service 
Orientation    Systems Analysis    Learning Strategies    Monitoring    Social Perceptiveness    Systems Evaluation    
Mathematics Abilities:    Oral Expression    Written Expression    Speech Clarity    Speech Recognition    Fluency of Ideas    
Oral Comprehension    Written Comprehension    Inductive Reasoning    Problem Sensitivity    Deductive Reason    
Originality    Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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072970 - ENV PROGRAM MANAGER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3382 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, 
applied science in sustainability or other acceptable science related field and five years of full-time professional 
environmental program or natural resource work including at least two years of supervisory experience. Substitution of 
Graduate Education for Experience: Graduate course work in environmental science, biology, chemistry, geology, 
engineering, engineering technology, physics, ecology, sustainability, applied science in sustainability or other 
acceptable science related field may be substituted for the required experience, on a year-for-year basis, to a maximum 
of two years, there being no substitution for the required supervisory experience. (24 semester hours is equivalent to 
one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial professional environmental program work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the manager over all field offices, or 
manager over multiple (2 or more) small central office sections, or manager over the Surface Mining section, or an 
assistant manager over multiple (3 or more) large central office sections. This class differs from Env Program Manager 1 
in that an incumbent of the latter functions as the manager over a moderate sized technical central office section, or a 
manager over multiple field offices, or manager with stated wide responsibilities over a program. This class differs from 
the Env Program Manager 3 in that an incumbent of the latter functions as either Deputy Director, or the manager over 
multiple (3 or more) large central office sections, or Departmental (cross-media) Coordinator of multi-divisional 
program(s) (i.e. enforcement, permitting, emergency response, etc.). 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site 
inspections, permits, lab results, etc.). Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Ensures that documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are prepared in a 
concise and defensible manner, so that Departmental/Division missions are met. Provide Consultation and Advice to 
Others:    Provides central office technical and/or managerial support and direction to employees providing consultative, 
technical, or educational services to stakeholders for protecting human health, promoting safety, and conserving natural 
resources. Resolving Conflicts and Negotiating with Others:    Handles difficult negotiations with stakeholders to 
enhance the effectiveness of environmental program activities.    Conducts or participates in enforcement conferences 
and other legal meetings including: case preparation for submission to attorneys, attending enforcement and settlement 
hearings, and testifying as necessary.    Coordinates with the Division of Human Resources (DHR), to ensure all critical 
factors are considered when determining the need for disciplinary action of a subordinate, and imposes necessary 
discipline.    Directs and/or assists in the investigation and/or resolution of complaints. Developing Objectives and 
Strategies:    Develops, interprets, and/or provides central office technical and/or managerial support and direction for 
employees preparing draft standards, policies, guidance documents, etc. Analyzing Data or Information:    Directs and/or 
manages special evaluation studies of environmental pollutants and their socio-economic effects. Making Decisions and 
Solving Problems:    Ensures the best decisions are made through analysis of available information/data, to meet 
regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, other government agencies, 
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coworkers, non-governmental organizations, etc.) needs.    Develops and/or reviews work plans and reports.    
Determines if environmental violation(s) warrant an enforcement action. Thinking Creatively:    Directs the study of 
division/program organization, operations, and services, and judges the merit of recommendations intended to effect 
improvements of economy, efficiency, and quality to ensure goals and/or the mission of the department are met or 
exceeded. Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work 
unit and ensures that Preferred Service rules are strictly adhered to in selecting and recommending applicants for 
employment or promotion. Evaluating Information to Determine Compliance with Standards:    Provides central office 
technical and/or managerial support and direction to employees to determine if documents (i.e., permits, applications, 
licenses, etc.) may be approved.    Provides central office technical and/or managerial support and direction for 
employees participating in the enforcement of established environmental standards, laws, rules, regulations, and 
administrative policies and procedures having statewide impact.    Assists with development of recommendations for 
corrective actions of identified problems by providing technical and/or administrative support for action(s) to effect 
compliance with environmental and/or other established standards.    Reviews and evaluates information submitted by 
applicants or acquired by site inspections and/or other informative sources used for determining compliance with 
environmental and/or other established standards.    Assures compliance with agency directives, policies, procedures, 
protocols and ensures statutory obligations are fulfilled.    Oversees grant programs consistent with local, state, and/or 
federal laws, regulations and/or grant conditions.    Directs and/or manages the reviews of staff reports, performance 
review documents, and other submitted documentation for accuracy and completeness.    Assures that electronic and 
paper reports are submitted accurately and promptly. Documenting/Recording Information:    Compiles, manages, and 
directs the preparation and maintenance of operating records and reports.    Ensures all relevant work activities, 
contacts, and meetings are properly documented with complete and accurate records and reports, (such as but not 
limited to: administrative records, enforcement action requests, etc.). Monitoring and Controlling Resources:    Manages 
fee programs to ensure funds are properly and accurately distributed and tracked.    Provides technical oversight, 
review, and/or project management of ongoing state and/or federal grant/loan programs.    Directs eligibility 
determination for fund reimbursement programs.    Manages purchase requests, budget development, and expenditure 
of funds.    Ensures contractors' proposed work activities comply with established rates. Scheduling Work and Activities:    
Develops, manages and/or implements an annual work plan for the division.    Ensures that the work week of direct and 
indirect reports are scheduled to address regular and complaint inspections, tasks, directives, correspondence, etc.    
Develops statewide activities and events, such as, but not limited to: certifying officials, coordination and training, 
records management, reporting requirements, etc. Selling or Influencing Others:    Builds consensus among stakeholders 
to further the Department’s/Division/s mission and goals.    Makes presentations to internal and external stakeholders. 
Communicating with Supervisors, Peers, or Subordinates:    Informs and advises management about issues of concern as 
they occur.    Recognizes and implements program improvements.    Provides effective communication to supervisors, 
peers, or subordinates by telephone, email, written documents, oral communications, etc.    Communicates regularly 
with direct and indirect reports, coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff 
meetings, performance evaluations, etc.). Communicating with Persons Outside Organization:    Meets with outside 
groups, legislators, and other local, state and federal agencies to solve critical problems and develop relationships for 
implementing policies of the department relating to environmental programs and administration.    Ensures all internal 
and external customers are served in a timely, professional and knowledgeable manner, to meet the 
Department’s/Division’s mission.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects.    Provides high-quality outreach, including design, distribution of 
information, technical assistance, etc. to stakeholders. Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates, through subordinate supervisory and management personnel, a technical staff with 
statewide responsibility for environmental programs in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural resources, etc.    Assures direct and 
indirect reports are completing tasks on time and within assigned performance standards.    Plans, organizes, and 
advises direct and indirect reports, as needed to meet program goals.    Completes and submits performance review 
documents for direct and indirect reports accurately and promptly.    Adheres to all directives, policies, procedures, and 
protocols to provide an example to direct and indirect reports.    Assists direct and indirect reports in coordinating 
activities. Processing Information:    Directs and/or manages databases as designated to meet agency requirements.    
Generates queries and develops reports for stakeholders.    Manages and/or compiles, processes, and reviews records, 
data, operational plans, enforcement action requests, etc. Organizing, Planning, and Prioritizing Work:    Prioritizes work 
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assignments to ensure goals are met. Training and Teaching Others:    Identifies training needs and develops and 
proposes plans to overcome performance deficiencies.    Ensures that direct and indirect reports maintain at least 
minimum standards in training and certification. Getting Information:    Writes and/or reviews rules, tracks updates, and 
assesses impact to stakeholders.    Attends meetings (such as, but not limited to: board meetings, regulatory meetings, 
public hearings, association meetings, etc.).    Obtains and receives records, data, operational plans, enforcement action 
requests, etc. Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations 
to ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner. Coordinating the Work and Activities of Others:    Coordinates committee meetings to develop 
policies, procedures, and plans. Performing Administrative Activities:    Ensures confidential material is not disclosed or 
made accessible to unauthorized personnel.    Reviews and approves direct and indirect reports’ administrative actions, 
(including, but not limited to, performance evaluations, expense requests, time and labor, etc.).    Ensures files are 
managed according to the Records Disposition Authorization (RDA).    Completes required documentation for travel 
and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.). Interacting With Computers:    
Directs and/or oversees the design, development, and/or maintenance of databases for stakeholders.    Maintains 
working knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense accounts, etc. within the designated 
computer program, in a proper and timely manner. Updating and Using Relevant Knowledge:    Updates and determines 
application of regulatory information.    Fulfills established educational/training requirements and seeks opportunities 
for professional development. Coaching and Developing Others:    Provides coaching to subordinates using appropriate 
performance management techniques in accordance with recommendations from agency HR.    Addresses and/or 
recognizes the performance of assigned direct reports appropriately in accordance with established policy.    Provides 
and/or participates in training direct reports.    Directs the establishment and implementation of an orientation program 
for subordinates.    Seeks professional development opportunities for subordinates. Developing and Building Teams:    
Seeks ways to involve staff and seeks their commitment to departmental goals.     Encourages and works harmoniously 
with team members by listening, sharing, and/or brainstorming.    Volunteers and participates in work groups, special 
assignments, planning teams, etc., as opportunities arise that further established goals. Performing for or Working 
Directly with the Public:    Coordinates, schedules, participates in, and/or leads public outreach presentations, (such as, 
but not limited to: public hearings, school presentations, special events, etc.). Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates personal or assigned vehicles (such as, but not limited to, watercraft, all-terrain vehicles, 
tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. Performing General Physical 
Activities:    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, 
lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Planning    Managerial Courage    Written 
Communication    Building Effective Teams    Ethics & Values    Negotiation    Delegation    Organizing    Priority Setting    
Organizational Agility    Presentation Skills    Customer Focus    Developing Direct Reports & Others    Process 
Management    Time Management    Confronting Direct Reports    Boss Relationships    Fairness to Direct Reports    
Listening    Strategic Agility    Conflict Management    Drive for Results    Approachability    Composure    Managing 
Diversity    Dealing with Ambiguity    Innovation Management    Perspective    Informing    Integrity & Trust    Managing 
Vision & Purpose    Motivating Others    Peer Relationships    Intellectual Horsepower    Timely Decision Making    Hiring 
& Staffing    Perseverance    Caring About Direct Reports    Patience    Managing Through Systems    Political Savvy    
Interpersonal Savvy    Understanding Others    Business Acumen    Functional Technical Competencies    Technical 
Learning    Sizing Up People    Dealing with Paradox    Total Work System    Command Skills    Self-Development    Action 
Oriented    Comfort Around Higher Management    Creativity    Learning on the Fly    Standing Alone    Personal Learning    
Compassion    Self-Knowledge    Work/Life Balance    Humor    Career Ambition    Personal DisclosureKnowledge:    
Customer & Personal Services    Law & Government    Administration & Management    Economics & Accounting    
Personnel & Human Resources    Education & Training    Communication & Media    Computers & Electronics    
Engineering & Technology    Design    Public Safety & Security    Geology    Chemistry Skills:    Critical Thinking    Speaking    
Complex Problem Solving    Writing    Management of Financial Resources    Active Listening    Negotiation    
Management of Material Resources    Management of Personnel Resources    Time Management    Active Learning    
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Reading Comprehension    Science    Coordination    Instructing    Persuasion    Judgment & Decision Making    Service 
Orientation    Systems Analysis    Learning Strategies    Monitoring    Social Perceptiveness    Systems Evaluation    
Mathematics Abilities:    Oral Expression    Written Expression    Speech Clarity    Speech Recognition    Fluency of Ideas    
Oral Comprehension    Written Comprehension    Inductive Reasoning    Problem Sensitivity    Deductive Reason    
Originality    Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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072972 - ENV PROGRAM MANAGER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3388 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in environment 
science, biology, chemistry, geology, engineering, engineering technology, ecology, physics sustainability, applied 
science in sustainability or other acceptable science related field and five years of full-time professional environmental 
program or natural resource work including at least two years of supervisory experience.Substitution of Graduate 
Education for Experience: Graduate coursework in environmental science, biology, chemistry, geology, engineering, 
engineering technology, physics, ecology, or sustainability, applied science in sustainability other acceptable science 
related field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years, there 
being no substitution for the required supervisory experience. (24 semester hours is equivalent to one year.) 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial professional environmental program work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs 
managerial duties for a statewide environmental division by functioning as either the Deputy Director, or a manager 
over multiple (3 or more) large central office sections, or Departmental (cross-media) Coordinator of Multi-divisional 
program(s) (i.e. enforcement, permitting, emergency response, etc.) This class differs from Env Program Manager 2 in 
that an incumbent of the latter functions as the manager over all field offices, or a manager over multiple (2 or more) 
small central office sections, or a manager over Surface Mining section, or assistant manager over multiple (3 or more) 
large central office sections. This class differs from Env Program Director, in that an incumbent of the latter functions as 
the director of a division. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Directs and/or provides central office technical and/or managerial support 
to employees providing consultative, technical, or educational services to stakeholders for protecting human health, 
promoting safety, and conserving natural resources.    Provides leadership and specialized technical expertise in handling 
disasters and/or emergency situations involving nuclear, transportation, and industrial accidents as well as natural 
catastrophes. Resolving Conflicts and Negotiating with Others:    Directs and/or assists in the investigation and/or 
resolution of complaints.    Directs and/or coordinates with the Division of Human Resources (DHR) to ensure all critical 
factors are considered when determining the need for disciplinary action of a subordinate and imposes necessary 
discipline.    Conducts or participates in enforcement conferences and other legal meetings including: case preparation 
for submission to attorneys, attending enforcement and settlement hearings, and testifying as necessary.    Handles 
difficult negotiations with stakeholders to enhance the effectiveness of environmental program activities. Interpreting 
the Meaning of Information for Others:    Communicates and/or presents interpretation of regulations, policy, guidance, 
etc. to stakeholders.    Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.). 
Thinking Creatively:    Directs the study of division/program organization, operations, and services, and judges the merit 
of recommendations intended to effect improvements in economy, efficiency, and quality to ensure that the goals 
and/or mission of the department are met or exceeded. Drafting, Laying Out, and Specifying Technical Devices, Parts, 
and Equipment:    Ensures that documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) 
are prepared in a concise and defensible manner, so that missions are met. Monitoring and Controlling Resources:    
Directs and/or provides technical oversight, review, and/or project management of ongoing state and/or federal 
grant/loan programs.    Assists in planning, organizing, and directing division operations, functions, activities, and 
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services.    Directs and/or manages fee programs to ensure funds are properly and accurately distributed and tracked.    
Directs eligibility determination for fund reimbursement programs.    Directs and/or manages purchase requests, budget 
development, and the expenditure of funds. Making Decisions and Solving Problems:    Ensures the best decisions are 
made through analysis of available information/data, to meet regulatory and/or stakeholder's (such as, but not limited 
to: the public, legislators, other government agencies, coworkers, non-governmental organizations, etc.) needs.    
Determines if environmental violation(s) warrant an enforcement action.    Develops and/or reviews work plans and 
reports. Evaluating Information to Determine Compliance with Standards:    Directs central office technical and/or 
managerial support for employees participating in the enforcement of established environmental standards, laws, rules, 
regulations, and administrative policies and procedures having statewide impact.    Directs central office technical 
and/or managerial support for employees in determining if the documents (i.e., permits, applications, licenses, etc.) may 
be approved.    Assures compliance with agency directives, policies, procedures, and protocols to ensure statutory 
obligations are fulfilled.    Assists with development of recommendations for corrective actions of identified problems by 
providing technical and/or administrative support for action(s) to effect compliance with environmental and/or other 
established standards.    Oversees grant programs consistent with local, state, and/or federal laws, regulations and/or 
grant conditions.    Directs and/or manages the reviews of staff reports, performance review documents, and other 
submitted documentation for accuracy and completeness.    Assures that electronic and paper reports are submitted 
accurately and promptly. Communicating with Persons Outside Organization:    Meets with outside groups, legislators, 
and other local, state and federal agencies to solve critical problems and develop relationships for implementing policies 
of the department relating to environmental programs and administration.    Ensures all internal and external customers 
are serviced in a timely, professional and knowledgeable manner, to meet the Department’s/Division’s mission.    Directs 
and/or provides high-quality outreach, including design, distribution of information, technical assistance, etc. to 
stakeholders.    Directs and/or coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects. Selling or Influencing Others:    Builds consensus among 
stakeholders to further the Department’s/Division’s mission and goals.    Makes presentations to internal and external 
stakeholders. Developing Objectives and Strategies:    Develops, interprets, and/or provides central office technical 
and/or managerial support and direction for employees preparing draft standards, policies, guidance documents, etc. 
Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit and 
ensures that Preferred Service rules are strictly adhered to in selecting and recommending applicants for employment or 
promotion. Processing Information:    Manages and/or compiles, processes, and reviews records, data, operational 
plans, enforcement action requests, etc.    Directs and/or generates queries and develops reports for stakeholders.    
Directs and/or manages databases as designated to meet agency requirements. Analyzing Data or Information:    Directs 
special evaluation studies of environmental pollutants and their socio-economic effects. Scheduling Work and Activities:    
Develops, manages and/or implements an annual work plan for the division.    Ensures work is scheduled to address 
regular and complaint inspections, tasks, directives, correspondence, etc.    Directs and/or develops statewide activities 
and events, such as, but not limited to: certifying officials, coordination and training, records management, reporting 
requirements, etc. Getting Information:    Writes and/or reviews rules, tracks updates, and assesses impact to 
stakeholders.    Attends meetings (such as, but not limited to: board meetings, regulatory meetings, public hearings, 
association meetings, etc.).    Obtains and receives records, data, operational plans, enforcement action requests, etc. 
Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations to ensure 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner. Performing for or Working Directly with the Public:    Coordinates, schedules, participates in, and/or leads 
public outreach presentations, (such as, but not limited to: public hearings, school presentations, special events, etc.). 
Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises, and evaluates, through subordinate 
supervisory and management personnel, a technical staff with statewide responsibility for environmental programs in 
areas such as air pollution, water resources, remediation, underground storage tanks, solid waste management, 
radiological health, natural resources, etc.    Completes and submits performance review documents for direct and 
indirect reports accurately and promptly.    Assures direct and indirect reports are completing tasks on time and within 
assigned performance standards.    Plans, organizes, and advises direct and indirect reports, as needed to meet program 
goals.    Adheres to all directives, policies, procedures, and protocols to provide an example to direct and indirect 
reports.    Assists direct and indirect reports in coordinating activities. Communicating with Supervisors, Peers, or 
Subordinates:    Communicates regularly with direct and indirect reports, coworkers, and/or supervisors to ensure 
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consistent program operation, (i.e., staff meetings, performance evaluations, etc.).    Provides effective communication 
to supervisors, peers, or subordinates by telephone, email, written documents, oral communications, etc.    Informs and 
advises management about issues of concern as they occur.    Recognizes and implements program improvements. 
Documenting/Recording Information:    Compiles, manages, and directs the preparation and maintenance of operating 
records and reports.    Ensures that all relevant work activities, contacts, and meetings are properly documented in 
complete accurate records and reports, (such as but not limited to: administrative records, enforcement action 
requests, etc.). Updating and Using Relevant Knowledge:    Updates and determines application of regulatory 
information.    Fulfills established educational/training requirements and seeks opportunities for professional 
development. Organizing, Planning, and Prioritizing Work:    Prioritizes work assignments to ensure goals are met. 
Coordinating the Work and Activities of Others:    Directs and/or coordinates committee meetings to develop policies, 
procedures, and plans. Performing Administrative Activities:    Ensures confidential material is not disclosed or made 
accessible to unauthorized personnel.    Reviews and approves direct and indirect report’s administrative actions, 
(including but not limited to performance evaluations, expense requests, time and labor, etc.).    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    
Ensures files are managed according to the Records Disposition Authorization (RDA). Interacting With Computers:    
Maintains working knowledge and uses various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc.    Enters time and leave, expense reports, etc. into the designated computer 
program, in a proper and timely manner.    Directs and/or oversees the design, development, and/or maintenance of 
databases for stakeholders. Developing and Building Teams:    Encourages and works harmoniously with team members 
by listening, sharing, and/or brainstorming.    Volunteers and participates in work groups, special assignments, planning 
teams, etc., as opportunities arise that further established goals.    Seeks out ways to involve staff and seeks their 
commitment to departmental goals.  Training and Teaching Others:    Ensures direct and indirect reports maintain at 
least minimum standards in training and certification.    Identifies training needs and develops and proposes plans to 
overcome performance deficiencies. Coaching and Developing Others:    Provides coaching to subordinates on 
appropriate performance management techniques in accordance with recommendations from agency HR.    Addresses 
and/or recognizes the performance of assigned direct reports appropriately in accordance with established policy.    
Provides and/or participates in training direct reports.    Directs the establishment and implementation of an orientation 
program for subordinates.    Seeks professional development opportunities for subordinates. Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-
terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. Performing 
General Physical Activities:    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in 
water, climbing, lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies:    Conflict Management    Decision Quality    Strategic Agility    Timely Decision Making    Problem Solving    
Intellectual Horsepower    Delegation    Priority Setting    Managerial Courage    Building Effective Teams    Ethics & 
Values    Managing Diversity    Innovation Management    Technical Learning    Directing Others    Planning    Time 
Management    Command Skills    Confronting Direct Reports    Presentation Skills    Written Communication    Managing 
Vision & Purpose    Business Acumen    Organizing    Organizational Agility    Fairness To Direct Reports    Developing 
Direct Reports & Others    Informing    Process Management    Hiring & Staffing    Standing Alone    Drive for Results    
Comfort Around Higher Management    Approachability    Boss Relationships    Customer Focus    Interpersonal Savvy    
Listening    Motivating Others    Negotiating    Dealing with Ambiguity    Learning on the Fly    Sizing Up People    Political 
Savvy    Caring About Direct Reports    Composure    Understanding Others    Functional Technical Competencies    
Perspective    Action Oriented    Perseverance    Integrity & Trust    Dealing with Paradox    Patience    Self-Knowledge    
Creativity    Managing Through Systems    Total Work System    Self-Development    Personal Learning    Compassion    
Personal Disclosure    Work/Life Balance    Career Ambition    Humor    Peer Relationships Knowledge:    Administration & 
Management    Customer & Personal Services    Law & Government    Economics & Accounting    Personnel & Human 
Resources    Education & Training    Computers & Electronics    Communication & Media    Engineering & Technology    
Design    Geology    Public Safety & Security    Chemistry Skills:    Critical Thinking    Negotiation    Active Listening    
Speaking    Coordination    Persuasion    Management of Personnel Resources    Writing    Instructing    Complex Problem 
Solving    Judgment & Decision Making    Science    Learning Strategies    Reading Comprehension    Service Orientation    
Active Learning    Systems Analysis    Management of Financial Resources    Time Management    Monitoring    Social 
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Perceptiveness    Systems Evaluation    Management of Material Resources    Mathematics Abilities:    Oral Expression    
Written Expression    Speech Clarity    Fluency of Ideas    Speech Recognition    Oral Comprehension    Written 
Comprehension    Deductive Reason    Problem Sensitivity    Originality    Inductive Reasoning    Time Sharing    Selective 
Attention 
 
Tools and Equipment Used: 
    Computer/Tablet    Printer/Scanner/Copier/Fax    Sampling, Monitoring Equipment and Supplies/Tools    Tractors/All-
Terrain Vehicles (ATVs)    Camera and Optical Equipment    Surveying and Measuring Equipment    Outdoor Power 
Equipment and Hand Tools    Projector    Telephone/Cell Phone    Water Craft/Motor Vehicles    Radiation Detection 
Meter    Two-Way Radio    Global Positioning System (GPS)    Safety and Personal Protective Equipment (PPE)    
Laboratory Equipment 
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076553 - ENV PROTECTION SPECIALIST 3* 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  4292 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to two years of full-time professional environmental engineering work. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in engineering may 
substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for one year of the required experience). 
Substitution of Professional Registration for the Required Education: Registration as a professional engineer with the 
State of Tennessee may substitute for the required bachelor's degree. OR  Graduation from an accredited college or 
university with a bachelor's degree and graduation from an accredited college or university with a master’s degree in 
engineering, and experience equivalent to two years of full-time professional environmental engineering work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental engineering work of considerable 
difficulty; and performs related work as required. Distinguishing Features: ,This is the advanced working level in the 
Environmental Protection Specialist sub-series. An employee in this class performs environmental program and/or 
regulatory duties in a specific program specialty area such as air pollution, water pollution, water supply, groundwater, 
remediation, solid and hazardous waste management, underground storage tanks, natural gas pipeline safety or 
hazardous liquid products. An employee in this class may supervise one non-engineering professional subordinate. This 
class is flexibly staffed with and differs from Environmental Protection Specialist 1 in that an incumbent of the latter 
functions at the entry level. This class differs from Environmental Protection Specialist 4 in that an incumbent of the 
latter functions as a first line supervisor of at least one professional engineering or two non-engineering subordinates. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Evaluates the adequacy of engineering design in 
accordance with environmental and/or gas pipeline standards, laws, rules, regulations, and policies.    Reviews 
applications, engineering reports, plans and specifications to ensure compliance with established design criteria and 
operations of facilities, systems, and equipment.    Enforces established environmental or other standards, laws, rules, 
regulations, and/or administrative policies and procedures, taking corrective action as warranted.    Inspects and 
evaluates operations, functions, and activities regulated by environmental and/or gas pipeline safety laws to ensure 
compliance with minimum operating standards.Resolving Conflicts and Negotiating with Others:    Investigates 
complaints; develops corrective recommendations for identified problems, and if necessary, initiates legal action to 
effect compliance of established standards, laws, rules, regulations, or policies.Monitor Processes, Materials, or 
Surroundings:    Performs environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards.Making Decisions and Solving 
Problems:    Prepares or assists in the preparation of environmental permits and/or Total Maximum Daily Loads (TMDL) 
by interpreting regulations and published guidelines, using mathematical calculations or engineering experience and 
judgment.    Prepares documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, 
etc.), in a concise and defensible manner, to ensure Agency's missions are met.    Analyzes available information/data, 
engineering plans and reports to ensure that the proposed solution meets regulatory and/or stakeholder needs.    
Determines whether non-compliance warrants an enforcement action.Training and Teaching Others:    Educates 
personnel and other stakeholders in the operation of systems, equipment, and programs designed to reduce 
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environmental damage caused by unacceptable practices in areas of solid waste management, underground storage 
tanks, air pollution, and water quality control.    Educates personnel and other stakeholders in the operation of systems 
to promote natural gas pipeline safety.Analyzing Data or Information:    Analyzes engineering, environmental, and other 
information, such as monitoring records, site inspections, sampling data, etc., documents findings and implements 
appropriate actions.    Participates in developing environmental and engineering standards.    Participates in evaluation 
studies of environmental pollution and its effects.Communicating with Supervisors, Peers, or Subordinates:    Exhibits 
effective writing skills, including proper grammar and structure when communicating with supervisors, peers, or 
subordinates.    Provides effective communication to supervisors, peers, or subordinates by telephone, email, verbally, 
etc.    Builds consensus among peers, subordinates, and supervisors in order to further the agency's mission and 
goals.Coaching and Developing Others:    Provides coaching to direct reports on appropriate performance management 
techniques in accordance with recommendations from agency Human Resources.    Provides and/or participates in 
training direct reports.    Addresses and/or recognizes the performance of assigned direct reports appropriately in 
accordance with established policy.Inspecting Equipment, Structures, or Material:    Conducts inspections of equipment, 
structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates performance of 
equipment, structures, and/or materials.Developing and Building Teams:    Fosters and encourages team building, 
mutual trust, respect, and cooperation among stakeholders.Communicating with Persons Outside Organization:    
Ensures all internal and external customers receive service in a timely, professional and knowledgeable manner, so as to 
meet the department mission.    Exhibits effective writing skills, including proper grammar and structure when 
communicating with persons outside the organization.    Participates in legal proceedings, as needed.    Schedules and/or 
participates in public meetings, public hearings, community groups, etc. as required.    Provides high-quality outreach, 
distribution of information, and technical assistance to stakeholders.    Coordinates with local, state, and/or federal 
agencies, and/or non-governmental organizations, for consultations and/or joint projects.    Uses tools, such as 
Geographic Information System (GIS), etc., to inform and educate stakeholders and improve or maintain environmental 
resources.Provide Consultation and Advice to Others:    Provides engineering assistance in responding to environmental 
incidents.    Provides technical assistance to regulated operations and other stakeholders having potential 
environmental and/or gas pipeline impact.    Provides regulatory updates to stakeholders.    Responds to environmental 
or other requests/inquiries.Interpreting the Meaning of Information for Others:    Interprets the meaning of findings and 
results (e.g. site inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or presents interpretation 
of regulations, policy, guidance, etc. to stakeholders.Monitoring and Controlling Resources:    Provides technical 
oversight, review, and/or project management of ongoing state and/or federal grant/loan programs.    Ensures 
contractors' proposed work activities comply with established rates.Establishing and Maintaining Interpersonal 
Relationships:    Fosters professional relationships with stakeholders.    Works with other agencies and organizations to 
assure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner.Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for 
the work unit.Interacting With Computers:    Develops and applies computer models for simulation and analysis of 
environmental processes.    Uses various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems, etc. to carry out assigned work duties.    Enters time and leave within the designated 
computer program, in a proper and timely manner.Processing Information:    Compiles, processes, and reviews technical 
information (records, engineering plans and reports, data, operational plans, enforcement action requests, etc.).    
Manages data, as designated, to meet agency requirements.    Calculates applicable fees based on environmental data 
and engineering design.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to 
subordinate(s), including setting performance standards and monitoring performance.    Completes and submits 
performance review documents for direct reports accurately and promptly.    Adheres to all directives, policies, 
procedures, and protocols to provide an example to direct reports.    Plans, organizes, and advises direct reports, as 
needed to meet program goals.    Assists direct reports in coordinating activities.Organizing, Planning, and Prioritizing 
Work:    Implements grant-funded projects (federal, state, local, etc.), including planning, researching, field work, data 
management, report writing, and public outreach.    Schedules work to address responsibilities such as writing and 
reviewing permits and/or reports, inspections, tasks, directives, correspondence, etc.    Prioritizes work assignments, 
daily, to ensure goals are met or exceeded.Documenting/Recording Information:    Prepares and/or maintains records 
and reports of work activities, contacts, and meetings.Getting Information:    Reviews, conducts and/or oversees 
environmental surveys, inspections, inventories or monitoring.    Performs research on regulatory information sources, 
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to provide assistance and stay current with local, state, and federal standards and/or procedures.    Obtains and receives 
technical information (records, engineering plans and reports, data, operational plans, enforcement action requests, 
etc.).    Searches for entities that should be regulated, to identify and inform those that need to be brought into 
compliance.Updating and Using Relevant Knowledge:    Pursues continuous improvement by applying new knowledge to 
the job.    Fulfills educational/training requirements as established by the agency.    Seeks opportunities for professional 
development within and outside the agency.Thinking Creatively:    Seeks improvements, offers ideas for change and 
elimination of unnecessary work.    Creates and designs outreach material (i.e. websites, social media, etc.) that fit 
applicable targets and subjects, in an instructive and appealing manner.Controlling Machines and Processes:    Operates 
field and/or water equipment (such as, but not limited to flow meters, water samplers, backpack shocker, etc.), in 
accordance with agency policies and procedures.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, cars, etc.), in accordance with 
agency policies and procedures, as well as all traffic laws.Repairing and Maintaining Electronic Equipment:    Maintains 
and calibrates electronic equipment (such as, but not limited to: radiation detection meter, photo ionization detector, 
pH meter, Global Positioning System (GPS), etc.), as needed.Performing General Physical Activities:    Performs physical 
activities such as walking on uneven terrain, wading in water, climbing, lifting, operating equipment (water or soil 
sampling), etc.Performing Administrative Activities:    Ensures all activities, contacts, and meetings are properly 
documented and documentation is appropriately filed.    Distributes documents to appropriate parties, to ensure proper 
routing.    Recognizes and coordinates interpretation or translation services, as needed.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    
Ensures files are managed according to the Records Disposition Authorization (RDA). 
 
Competencies (KSA’s): 
Competencies:    Drive For Results    Composure    Listening    Technical Learning    Decision Quality    Time Management    
Conflict Management    Action Oriented    Self-Development    Written Communication    Presentation Skills    Standing 
AloneKnowledge:    Chemistry    Engineering & Technology    Mathematics    Design    Law & Government    Mechanical    
Computers & Electronics    Physics    ClericalSkills:    Speaking    Science    Active Learning    Mathematics    Critical 
Thinking    Active Listening    Reading Comprehension    WritingAbilities:    Oral Expression    Written Comprehension    
Mathematical Reasoning    Oral Comprehension    Written Expression    Speech Clarity    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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076553 - ENV PROTECTION SPECIALIST 3* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4293 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to two years of full-time professional environmental engineering work. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in engineering may 
substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for one year of the required experience). 
Substitution of Professional Registration for the Required Education: Registration as a professional engineer with the 
State of Tennessee may substitute for the required bachelor's degree. OR  Graduation from an accredited college or 
university with a bachelor's degree and graduation from an accredited college or university with a master’s degree in 
engineering, and experience equivalent to two years of full-time professional environmental engineering work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental engineering work of considerable 
difficulty; and performs related work as required. Distinguishing Features: ,This is the advanced working level in the 
Environmental Protection Specialist sub-series. An employee in this class performs environmental program and/or 
regulatory duties in a specific program specialty area such as air pollution, water pollution, water supply, groundwater, 
remediation, solid and hazardous waste management, underground storage tanks, natural gas pipeline safety or 
hazardous liquid products. An employee in this class may supervise one non-engineering professional subordinate. This 
class is flexibly staffed with and differs from Environmental Protection Specialist 1 in that an incumbent of the latter 
functions at the entry level. This class differs from Environmental Protection Specialist 4 in that an incumbent of the 
latter functions as a first line supervisor of at least one professional engineering or two non-engineering subordinates. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Evaluates the adequacy of engineering design in 
accordance with environmental and/or gas pipeline standards, laws, rules, regulations, and policies.    Reviews 
applications, engineering reports, plans and specifications to ensure compliance with established design criteria and 
operations of facilities, systems, and equipment.    Enforces established environmental or other standards, laws, rules, 
regulations, and/or administrative policies and procedures, taking corrective action as warranted.    Inspects and 
evaluates operations, functions, and activities regulated by environmental and/or gas pipeline safety laws to ensure 
compliance with minimum operating standards.Resolving Conflicts and Negotiating with Others:    Investigates 
complaints; develops corrective recommendations for identified problems, and if necessary, initiates legal action to 
effect compliance of established standards, laws, rules, regulations, or policies.Monitor Processes, Materials, or 
Surroundings:    Performs environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards.Making Decisions and Solving 
Problems:    Prepares or assists in the preparation of environmental permits and/or Total Maximum Daily Loads (TMDL) 
by interpreting regulations and published guidelines, using mathematical calculations or engineering experience and 
judgment.    Prepares documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, 
etc.), in a concise and defensible manner, to ensure Agency's missions are met.    Analyzes available information/data, 
engineering plans and reports to ensure that the proposed solution meets regulatory and/or stakeholder needs.    
Determines whether non-compliance warrants an enforcement action.Training and Teaching Others:    Educates 
personnel and other stakeholders in the operation of systems, equipment, and programs designed to reduce 
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environmental damage caused by unacceptable practices in areas of solid waste management, underground storage 
tanks, air pollution, and water quality control.    Educates personnel and other stakeholders in the operation of systems 
to promote natural gas pipeline safety.Analyzing Data or Information:    Analyzes engineering, environmental, and other 
information, such as monitoring records, site inspections, sampling data, etc., documents findings and implements 
appropriate actions.    Participates in developing environmental and engineering standards.    Participates in evaluation 
studies of environmental pollution and its effects.Communicating with Supervisors, Peers, or Subordinates:    Exhibits 
effective writing skills, including proper grammar and structure when communicating with supervisors, peers, or 
subordinates.    Provides effective communication to supervisors, peers, or subordinates by telephone, email, verbally, 
etc.    Builds consensus among peers, subordinates, and supervisors in order to further the agency's mission and 
goals.Coaching and Developing Others:    Provides coaching to direct reports on appropriate performance management 
techniques in accordance with recommendations from agency Human Resources.    Provides and/or participates in 
training direct reports.    Addresses and/or recognizes the performance of assigned direct reports appropriately in 
accordance with established policy.Inspecting Equipment, Structures, or Material:    Conducts inspections of equipment, 
structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates performance of 
equipment, structures, and/or materials.Developing and Building Teams:    Fosters and encourages team building, 
mutual trust, respect, and cooperation among stakeholders.Communicating with Persons Outside Organization:    
Ensures all internal and external customers receive service in a timely, professional and knowledgeable manner, so as to 
meet the department mission.    Exhibits effective writing skills, including proper grammar and structure when 
communicating with persons outside the organization.    Participates in legal proceedings, as needed.    Schedules and/or 
participates in public meetings, public hearings, community groups, etc. as required.    Provides high-quality outreach, 
distribution of information, and technical assistance to stakeholders.    Coordinates with local, state, and/or federal 
agencies, and/or non-governmental organizations, for consultations and/or joint projects.    Uses tools, such as 
Geographic Information System (GIS), etc., to inform and educate stakeholders and improve or maintain environmental 
resources.Provide Consultation and Advice to Others:    Provides engineering assistance in responding to environmental 
incidents.    Provides technical assistance to regulated operations and other stakeholders having potential 
environmental and/or gas pipeline impact.    Provides regulatory updates to stakeholders.    Responds to environmental 
or other requests/inquiries.Interpreting the Meaning of Information for Others:    Interprets the meaning of findings and 
results (e.g. site inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or presents interpretation 
of regulations, policy, guidance, etc. to stakeholders.Monitoring and Controlling Resources:    Provides technical 
oversight, review, and/or project management of ongoing state and/or federal grant/loan programs.    Ensures 
contractors' proposed work activities comply with established rates.Establishing and Maintaining Interpersonal 
Relationships:    Fosters professional relationships with stakeholders.    Works with other agencies and organizations to 
assure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner.Staffing Organizational Units:    Recruits, interviews, selects and/or assists in hiring employees for 
the work unit.Interacting With Computers:    Develops and applies computer models for simulation and analysis of 
environmental processes.    Uses various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems, etc. to carry out assigned work duties.    Enters time and leave within the designated 
computer program, in a proper and timely manner.Processing Information:    Compiles, processes, and reviews technical 
information (records, engineering plans and reports, data, operational plans, enforcement action requests, etc.).    
Manages data, as designated, to meet agency requirements.    Calculates applicable fees based on environmental data 
and engineering design.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to 
subordinate(s), including setting performance standards and monitoring performance.    Completes and submits 
performance review documents for direct reports accurately and promptly.    Adheres to all directives, policies, 
procedures, and protocols to provide an example to direct reports.    Plans, organizes, and advises direct reports, as 
needed to meet program goals.    Assists direct reports in coordinating activities.Organizing, Planning, and Prioritizing 
Work:    Implements grant-funded projects (federal, state, local, etc.), including planning, researching, field work, data 
management, report writing, and public outreach.    Schedules work to address responsibilities such as writing and 
reviewing permits and/or reports, inspections, tasks, directives, correspondence, etc.    Prioritizes work assignments, 
daily, to ensure goals are met or exceeded.Documenting/Recording Information:    Prepares and/or maintains records 
and reports of work activities, contacts, and meetings.Getting Information:    Reviews, conducts and/or oversees 
environmental surveys, inspections, inventories or monitoring.    Performs research on regulatory information sources, 
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to provide assistance and stay current with local, state, and federal standards and/or procedures.    Obtains and receives 
technical information (records, engineering plans and reports, data, operational plans, enforcement action requests, 
etc.).    Searches for entities that should be regulated, to identify and inform those that need to be brought into 
compliance.Updating and Using Relevant Knowledge:    Pursues continuous improvement by applying new knowledge to 
the job.    Fulfills educational/training requirements as established by the agency.    Seeks opportunities for professional 
development within and outside the agency.Thinking Creatively:    Seeks improvements, offers ideas for change and 
elimination of unnecessary work.    Creates and designs outreach material (i.e. websites, social media, etc.) that fit 
applicable targets and subjects, in an instructive and appealing manner.Controlling Machines and Processes:    Operates 
field and/or water equipment (such as, but not limited to flow meters, water samplers, backpack shocker, etc.), in 
accordance with agency policies and procedures.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, cars, etc.), in accordance with 
agency policies and procedures, as well as all traffic laws.Repairing and Maintaining Electronic Equipment:    Maintains 
and calibrates electronic equipment (such as, but not limited to: radiation detection meter, photo ionization detector, 
pH meter, Global Positioning System (GPS), etc.), as needed.Performing General Physical Activities:    Performs physical 
activities such as walking on uneven terrain, wading in water, climbing, lifting, operating equipment (water or soil 
sampling), etc.Performing Administrative Activities:    Ensures all activities, contacts, and meetings are properly 
documented and documentation is appropriately filed.    Distributes documents to appropriate parties, to ensure proper 
routing.    Recognizes and coordinates interpretation or translation services, as needed.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    
Ensures files are managed according to the Records Disposition Authorization (RDA). 
 
Competencies (KSA’s): 
Competencies:    Drive For Results    Composure    Listening    Technical Learning    Decision Quality    Time Management    
Conflict Management    Action Oriented    Self-Development    Written Communication    Presentation Skills    Standing 
AloneKnowledge:    Chemistry    Engineering & Technology    Mathematics    Design    Law & Government    Mechanical    
Computers & Electronics    Physics    ClericalSkills:    Speaking    Science    Active Learning    Mathematics    Critical 
Thinking    Active Listening    Reading Comprehension    WritingAbilities:    Oral Expression    Written Comprehension    
Mathematical Reasoning    Oral Comprehension    Written Expression    Speech Clarity    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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076557 - ENV PROTECTION SPECIALIST 4 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4314 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to four years of full-time professional environmental engineering work. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in engineering may 
substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for one year of the required experience). 
Substitution of Experience for Education: Registration as a professional engineer with the State of Tennessee may 
substitute for the required bachelor's degree. OR  Graduation from an accredited college or university with a bachelor's 
degree and graduation from an accredited college or university with a master’s degree in engineering, and experience 
equivalent to four years of full-time professional environmental engineering work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental engineering work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the first full supervisory class in the Environmental Protection Specialist sub-series. An employee in this class functions 
in an environmental regulatory or assistance division as a first-line supervisor of at least one Environmental Protection 
Specialist or two non-engineering professional subordinates. An employee in this class performs environmental program 
and/or regulatory duties in a specific program specialty area such as air pollution, water pollution, water supply, 
groundwater, remediation, solid and hazardous waste management, or underground storage tanks. This class differs 
from an Environmental Protection Specialist 3 in that an incumbent of the latter functions at the advanced working level 
and may supervise one non-engineering professional subordinate. This class differs from an Environmental Protection 
Specialist 5 in that an incumbent of the latter functions either as a supervisor of at least five environmental professional 
subordinates or as a manager over a small technical central office section. 
 
Work Activities: 
Making Decisions and Solving Problems:    Prepares or assists in the preparation of complex environmental permits, 
Total Maximum Daily Loads (TMDL), and/or statewide pollutant reduction and control strategies by interpreting 
regulations and published guidelines, using mathematical calculations or engineering experience and judgment.    
Analyzes complex information/data, engineering plans and reports to ensure that the proposed solution meets 
regulatory and/or stakeholder needs.    Determines whether non-compliance warrants an enforcement action.    
Prepares documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, etc.), in a 
concise and defensible manner, to ensure Agency's missions are met.    Identifies environmental problem areas and 
develops management plans for corrective action.Evaluating Information to Determine Compliance with Standards:    
Reviews complex applications, engineering reports, plans and specifications to ensure compliance with established 
design criteria and operations of facilities, systems, and equipment.    Evaluates the adequacy of engineering design in 
accordance with environmental standards, laws, rules, regulations, and policies.    Inspects and evaluates operations, 
functions, and activities regulated by environmental laws to ensure compliance with minimum operating standards.     
Enforces established environmental or other standards, laws, rules, regulations, and/or administrative policies and 
procedures, taking corrective action as warranted.    Ensures direct reports are completing tasks on time and within 
assigned performance standards.    Ensures that all agency directives, policies, procedures, and protocols are adhered to 
by direct reports.    Reviews staff reports, performance review documents, and other submitted documentation for 
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accuracy and completeness.Resolving Conflicts and Negotiating with Others:    Negotiates with stakeholders to resolve 
permitting, compliance or other issues.    Investigates complaints; develops corrective recommendations for identified 
problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, regulations, 
or policies.Analyzing Data or Information:    Analyzes complex engineering, environmental, and other information, such 
as monitoring records, site inspections, sampling data, etc., documents findings and implements appropriate actions.    
Participates in developing environmental and engineering standards.    Participates in evaluation studies of 
environmental pollution and its effects.Staffing Organizational Units:    Recruits, interviews, selects and/or assists in 
hiring employees for the work unit.Provide Consultation and Advice to Others:    Provides technical assistance to 
stakeholders on complex environmental issues.    Provides engineering assistance in responding to complex 
environmental incidents.    Responds to environmental or other requests/inquiries.    Provides regulatory updates to 
stakeholders.Monitor Processes, Materials, or Surroundings:    Performs environmental investigation, remediation, 
and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with environmental 
or other standards.Training and Teaching Others:    Educates personnel and other stakeholders in the operation of 
systems, equipment, and programs designed to reduce environmental damage caused by unacceptable practices in 
areas of solid waste management, underground storage tanks, air pollution, and water quality control.    Educates 
personnel and other stakeholders about environmental regulations, agency procedures, etc.Guiding, Directing, and 
Motivating Subordinates:    Provides guidance and direction to subordinate(s), including setting performance standards, 
monitoring performance, coordinating activities, resolving conflicts, and prioritizing workloads as needed, to meet 
program goals.    Adheres to all directives, policies, procedures, and protocols to provide an example to direct reports.    
Completes and submits performance review documents for direct reports accurately and promptly.Inspecting 
Equipment, Structures, or Material:    Conducts inspections of equipment, structures and/or material, to ensure proper 
installation, maintenance, and/or operation.    Evaluates performance of equipment, structures, and/or 
materials.Interpreting the Meaning of Information for Others:    Interprets the meaning of findings and results (e.g. site 
inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or presents interpretation of regulations, 
policy, guidance, etc. to stakeholders.Communicating with Supervisors, Peers, or Subordinates:    Provides effective 
communication to supervisors, peers, or subordinates by telephone, email, verbally, etc.    Builds consensus among 
peers, subordinates, and supervisors in order to further the agency's mission and goals.    Exhibits effective writing skills, 
including proper grammar and structure when communicating with supervisors, peers, or subordinates.    Advises 
management about issues of concern, as they occur.Coaching and Developing Others:    Provides and/or participates in 
training direct reports.    Provides coaching to direct reports on appropriate performance management techniques in 
accordance with recommendations from agency Human Resources.    Addresses and/or recognizes the performance of 
assigned direct reports appropriately in accordance with established policy.Communicating with Persons Outside 
Organization:    Ensures all internal and external customers receive service in a timely, professional and knowledgeable 
manner, so as to meet the department mission.    Exhibits effective writing skills, including proper grammar and 
structure when communicating with persons outside the organization.    Participates in legal proceedings, as needed.    
Schedules and/or participates in public meetings, public hearings, community groups, etc. as required.    Provides high-
quality outreach, distribution of information, and technical assistance to stakeholders.    Coordinates with local, state, 
and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects.    Uses tools, 
such as Geographic Information System (GIS), etc., to inform and educate stakeholders and improve or maintain 
environmental resources.Interacting With Computers:    Develops and applies computer models for simulation and 
analysis of environmental processes.    Uses software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems, etc. to carry out assigned work duties.    Enters time and leave within the designated 
computer program, in a proper and timely manner.Establishing and Maintaining Interpersonal Relationships:    Fosters 
professional relationships with stakeholders.    Relates observations, conclusions, and opinions to co-workers/internal 
customers in a respectful and professional manner.    Works with other agencies and organizations to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.Developing and Building Teams:    Fosters and encourages team building, mutual trust, respect, and 
cooperation among stakeholders.Processing Information:    Compiles, processes, and reviews technical information 
(records, engineering plans and reports, data, operational plans, enforcement action requests, etc.).    Calculates 
applicable fees based on environmental data and engineering design.    Manages data, as designated, to meet agency 
requirements.Organizing, Planning, and Prioritizing Work:    Schedules work to address responsibilities such as writing 
and reviewing permits and/or reports, inspections, tasks, directives, correspondence, etc.    Implements grant-funded 
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projects (federal, state, local, etc.), including planning, researching, field work, data management, report writing, and 
public outreach.    Prioritizes work assignments, daily, to ensure goals are met or exceeded.Monitoring and Controlling 
Resources:    Provides technical oversight, review, and/or project management of ongoing state and/or federal 
grant/loan programs.    Ensures contractors' proposed work activities comply with established rates.Coordinating the 
Work and Activities of Others:    Plans and coordinates the activities of a group to ensure that operational and strategic 
priorities are met.    Coordinates meetings with stakeholders.Getting Information:    Reviews, conducts and/or oversees 
environmental surveys, inspections, inventories or monitoring.    Performs research on regulatory information sources, 
to provide assistance and stay current with local, state, and federal standards and/or procedures.    Routinely searches 
for entities that should be regulated, to identify and inform those that need to be brought into compliance.    Obtains 
and receives technical information (records, engineering plans and reports, data, operational plans, enforcement action 
requests, etc.).Updating and Using Relevant Knowledge:    Pursues continuous improvement by applying new knowledge 
to the job.    Fulfills educational/training requirements as established by the agency.    Seeks opportunities for 
professional development within and outside the agency.Controlling Machines and Processes:    Operates field and/or 
water equipment (such as, but not limited to flow meters, water samplers, backpack shocker, etc.), in accordance with 
agency policies and procedures.Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic 
equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH meter, Global 
Positioning System (GPS), etc.), as needed.Documenting/Recording Information:    Prepares and/or maintains records 
and reports of work activities, contacts, and meetings.Thinking Creatively:    Seeks improvements, offers ideas for 
change and elimination of unnecessary work.    Creates and designs outreach material (i.e. websites, social media, etc.) 
that fit applicable targets and subjects, in an instructive and appealing manner.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, cars, 
etc.), in accordance with agency policies and procedures, as well as all traffic laws.Performing Administrative Activities:    
Ensures all activities, contacts, and meetings are properly documented and documentation is appropriately filed.    
Reviews and approves direct report’s administrative actions including but not limited to expense requests, time and 
labor.    Distributes documents to appropriate parties, to ensure proper routing.    Recognizes and coordinates 
interpretation or translation services, as needed.    Completes required documentation for travel and/or field use of 
vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are managed according to the 
Records Disposition Authorization (RDA).Performing General Physical Activities:    Performs physical activities such as 
walking on uneven terrain, wading in water, climbing, lifting, operating equipment (water or soil sampling), etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Listening    Written Communications    Composure    Conflict Management    
Motivating Others    Directing Others    Problem Solving    Priority Setting    Drive For Results    Presentation 
SkillsKnowledge:    Computers & Electronics    Design    Engineering & Technology    Chemistry    Mathematics    Law & 
Government    PhysicsSkills:    Writing    Complex Problem Solving    Reading Comprehension    Speaking    Time 
Management    Science    Mathematics    Active Listening    Critical ThinkingAbilities:    Written Expression    Deductive 
Reasoning    Speech Clarity    Oral Expression    Written Comprehension    Mathematical Reasoning    Oral 
Comprehension 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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076554 - ENV PROTECTION SPECIALIST 5 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4296 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to five years of full-time professional environmental engineering work, including at least one 
year in a supervisory capacity. Substitution of Education for Experience: Graduate course work received from an 
accredited college or university in engineering may substitute for the required experience on a month-for-month basis 
to a maximum of one year, there being no substitution for the required supervisory experience (e.g., 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for one year of the required experience). 
Substitution of Experience for Education: Registration as a professional engineer with the State of Tennessee may 
substitute for the required bachelor's degree.OR  Graduation from an accredited college or university with a bachelor's 
degree and graduation from an accredited college or university with a master’s degree in engineering, and experience 
equivalent to five years of full-time professional environmental engineering work, including at least two years in a 
supervisory capacity. OROne year of experience as an Environmental Protection Specialist 4 or higher with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional environmental engineering work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class functions in an environmental regulatory or assistance division as either a supervisor of at least five 
environmental professional subordinates or as a manager over a small technical central office section. An employee in 
this class performs environmental program and/or regulatory duties in a specific program specialty area such as air 
pollution, water pollution, water supply, groundwater, remediation, solid and hazardous waste management, or 
underground storage tanks. This class differs from Env Protection Specialist 4 in that an incumbent of the latterfunctions 
as a first-line supervisor of at least one Env Protection Specialist or two non-engineering professional subordinates. This 
class differs from Env Protection Specialist 6 in that an incumbent of the latter functions either as a manager over a large 
technical central office section or as a manager over multiple (3 or more) small central office sections. 
 
Work Activities: 
Making Decisions and Solving Problems:    Prepares and/or oversees the preparation of complex environmental permits, 
Total Maximum Daily Loads (TMDL), and/or statewide pollutant reduction and control strategies by interpreting 
regulations and published guidelines, using mathematical calculations or engineering experience and judgment.    
Prepares documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, etc.), in a 
concise and defensible manner, to ensure Agency's missions are met.    Analyzes complex information/data, engineering 
plans and reports to ensure that the proposed solution meets regulatory and/or stakeholder needs.    Determines 
whether non-compliance warrants an enforcement action.    Identifies environmental problem areas and develops 
management plans for corrective action.Staffing Organizational Units:    Recruit, interview, select and/or assist in hiring 
employees for the work unit.Analyzing Data or Information:    Analyzes complex engineering, environmental, and other 
information, such as monitoring records, site inspections, sampling data, etc., documents findings and implements 
appropriate actions.    Participates in developing environmental and engineering standards.    Participates in evaluation 
studies of environmental pollution and its effects.Evaluating Information to Determine Compliance with Standards:    
Reviews complex applications, engineering reports, plans and specifications to ensure compliance with established 
design criteria and operations of facilities, systems, and equipment.    Evaluates the adequacy of engineering design in 
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accordance with environmental standards, laws, rules, regulations, and policies.    Enforces established environmental or 
other standards, laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as 
warranted.    Inspects and evaluates operations, functions, and activities regulated by environmental laws to ensure 
compliance with minimum operating standards.     Ensures subordinates are completing tasks on time and within 
assigned performance standards.    Ensures that all agency directives, policies, procedures, and protocols are adhered to 
by subordinates.    Reviews staff reports, performance review documents, and other submitted documentation for 
accuracy and completeness.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to 
subordinate(s), including setting performance standards, monitoring performance, coordinating activities, resolving 
conflicts, and prioritizing workloads as needed, to meet program goals.    Manages and supervises subordinates 
providing technical assistance to regulated operations having potential environmental impact.    Adheres to all 
directives, policies, procedures, and protocols to provide an example to subordinates.    Completes and submits 
performance review documents for subordinates accurately and promptly.Provide Consultation and Advice to Others:    
Provides engineering assistance in responding to complex environmental incidents.    Provides technical assistance to 
stakeholders on complex environmental issues.    Provides regulatory updates to stakeholders.    Responds to 
environmental or other requests/inquiries.Interpreting the Meaning of Information for Others:    Interprets the meaning 
of findings and results (e.g. site inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or 
presents interpretation of regulations, policy, guidance, etc. to stakeholders.Resolving Conflicts and Negotiating with 
Others:    Negotiates with stakeholders to resolve permitting, compliance or other issues.    Investigates complaints; 
develops corrective recommendations for identified problems, and if necessary, initiates legal action to effect 
compliance of established standards, laws, rules, regulations, or policies.Monitor Processes, Materials, or Surroundings:    
Supervises and performs environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards.Training and Teaching Others:    
Educates personnel and other stakeholders in the operation of complex systems, equipment, and programs designed to 
reduce environmental damage caused by unacceptable practices in areas of solid waste management, underground 
storage tanks, air pollution, and water quality control.    Educates personnel and other stakeholders about 
environmental regulations, agency procedures, etc.Coordinating the Work and Activities of Others:    Manages a work 
group responsible for performing environmental engineering duties in a specific program specialty area so that goals 
and objectives are met.    Plans and coordinates the activities of a group to ensure that operational and strategic 
priorities are met.    Coordinates meetings with stakeholders.Coaching and Developing Others:    Addresses and/or 
recognizes the performance of subordinates appropriately in accordance with established policy.    Provides and/or 
participates in training of subordinates.    Provides coaching to subordinates on appropriate performance management 
techniques in accordance with recommendations from agency Human Resources.Establishing and Maintaining 
Interpersonal Relationships:    Fosters professional relationships with stakeholders.    Relates observations, conclusions, 
and opinions to co-workers/internal customers in a respectful and professional manner.    Works with other agencies 
and organizations to assure that operational and programmatic activities receive early concurrence and input from 
regional and statewide authorities.Communicating with Supervisors, Peers, or Subordinates:    Exhibits effective writing 
skills, including proper grammar and structure when communicating with supervisors, peers, or subordinates.    Provides 
effective communication to supervisors, peers, or subordinates by telephone, email, verbally, etc.    Builds consensus 
among peers, subordinates, and supervisors in order to further the agency's mission and goals.    Advises management 
about issues of concern, as they occur.Monitoring and Controlling Resources:    Provides technical oversight, review, 
and/or project management of ongoing state and/or federal grant/loan programs.    Ensures contractors' proposed work 
activities comply with established rates. Interacting With Computers:    Develops and applies computer models for 
simulation and analysis of environmental processes.    Uses software programs, such as word processing, spreadsheets, 
databases, Geographic Information Systems, etc. to carry out assigned work duties.    Enters time and leave within the 
designated computer program, in a proper and timely manner.Organizing, Planning, and Prioritizing Work:    Schedules 
work to address responsibilities such as writing and reviewing permits and/or reports, inspections, tasks, directives, 
correspondence, etc.    Implements grant-funded projects (federal, state, local, etc.), including planning, researching, 
field work, data management, report writing, and public outreach.    Prioritizes work assignments, daily, to ensure goals 
are met or exceeded.Developing and Building Teams:    Fosters and encourages team building, mutual trust, respect, and 
cooperation among stakeholders.Communicating with Persons Outside Organization:    Exhibits effective writing skills, 
including proper grammar and structure when communicating with persons outside the organization.    Participates in 
legal proceedings, as needed.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
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organizations, for consultations and/or joint projects.    Schedules and/or participates in public meetings, public 
hearings, community groups, etc. as required.    Ensures all internal and external customers receive service in a timely, 
professional and knowledgeable manner, so as to meet the department mission.    Uses tools, such as Geographic 
Information System (GIS), etc., to inform and educate stakeholders and improve or maintain environmental resources.    
Provides high-quality outreach, distribution of information, and technical assistance to stakeholders.Processing 
Information:    Compiles, processes, and reviews technical information (records, engineering plans and reports, data, 
operational plans, enforcement action requests, etc.).    Manages data, as designated, to meet agency requirements.    
Calculates applicable fees based on environmental data and engineering design.Inspecting Equipment, Structures, or 
Material:    Conducts inspections of equipment, structures and/or material, to ensure proper installation, maintenance, 
and/or operation.    Evaluates performance of equipment, structures, and/or materials.Documenting/Recording 
Information:    Prepares and/or maintains records and reports of work activities, contacts, and meetings.Getting 
Information:    Reviews, conducts and/or oversees environmental surveys, inspections, inventories or monitoring.    
Searches for entities that should be regulated, to identify and inform those that need to be brought into compliance.    
Obtains and receives technical information (records, engineering plans and reports, data, operational plans, 
enforcement action requests, etc.).    Performs research on regulatory information sources, and supervises others that 
do so, to provide assistance and stay current with local, state, and federal standards and/or procedures.Updating and 
Using Relevant Knowledge:    Fulfills educational/training requirements as established by the agency.    Pursues 
continuous improvement by applying new knowledge to the job.    Seeks opportunities for professional development 
within and outside the agency.Thinking Creatively:    Seeks improvements, offers ideas for change and elimination of 
unnecessary work.    Creates and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets 
and subjects, in an instructive and appealing manner.Performing Administrative Activities:    Reviews and approves 
subordinate’s administrative actions including but not limited to expense requests, time and labor.    Ensures all 
activities, contacts, and meetings are properly documented and documentation is appropriately filed.    Recognizes and 
coordinates interpretation or translation services, as needed.    Ensures files are managed according to the Records 
Disposition Authorization (RDA).    Completes required documentation for travel and/or field use of vehicle (i.e. mileage 
logs, travel time, vehicle inspection checklist, etc.).    Distributes documents to appropriate parties, to ensure proper 
routing.Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment (such as, but 
not limited to: radiation detection meter, photo ionization detector, pH meter, Global Positioning System (GPS), etc.), as 
needed.Controlling Machines and Processes:    Operates field and/or water equipment (such as, but not limited to flow 
meters, water samplers, backpack shocker, etc.), in accordance with agency policies and procedures.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-
terrain vehicles, cars, etc.), in accordance with agency policies and procedures, as well as all traffic laws.Performing 
General Physical Activities:    Performs physical activities such as walking on uneven terrain, wading in water, climbing, 
lifting, operating equipment (water or soil sampling), etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communications    Composure    Motivating Others    Problem Solving    
Directing Others    Conflict Management    Building Effective Teams    Drive For Results    Process Management    
Presentation SkillsKnowledge:    Engineering & Technology    Mathematics    Computers & Electronics    Law & 
Government    Monitoring    Physics    Chemistry    DesignSkills:    Reading Comprehension    Speaking    Writing    Active 
Listening    Critical Thinking    Science    Complex Problem Solving    Management of Personnel Resources    
NegotiationAbilities:    Written Expression    Oral Expression    Written Comprehension    Oral Comprehension    Speech 
Clarity    Deductive Reasoning    Mathematical Reasoning    Problem Sensitivity 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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072922 - ENV SPECIALIST 3* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3386 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and two years of fulltime professional environmental, 
sustainability, or natural resource conservation program work.Substitution of Experience for Education: Qualifying 
fulltime environmental, sustainability, or natural resource conservation program experience may substitute for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, sustainability, or other 
acceptable science or natural resource related field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of one year (24 semester hours is equivalent to one year).OR Two years of fulltime professional 
environmental, sustainability, or natural resource conservation program work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:    Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;    Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations, as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority.Examination Method: 
Education and Experience,100%, for Preferred Service positions. Determined by the appointing authority for Executive 
Service position. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental, natural resources and/or similar 
science related program work of considerable difficulty; and performs related work as required. Distinguishing Features:  
This is the advanced working level in the Environmental Specialist sub-series. An employee in this class may perform a 
full range of complex environmental compliance inspection, monitoring, problem identification, corrective action and 
enforcement duties in an environmental regulatory or assistance division.   An employee in this class may perform 
natural resource management and/or inventory in conservation or other non-regulatory programs. An employee in this 
class may supervise one subordinate environmental professional. This class is flexibly staffed with and differs from 
Environmental Specialist 1 in that an incumbent of the latter functions at the entry level. This class differs from 
Environmental Specialist 4 in that an incumbent of the latter functions as a first line supervisor of at least two 
environmental professionals or is a technical program specialist without statewide responsibility. 
 
Work Activities: 
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Resolving Conflicts and Negotiating with Others:    Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies. Evaluating Information to Determine Compliance with Standards:    Performs inspection duties in 
a specific program specialty area such as air pollution, water resources, remediation, underground storage tanks, solid 
waste management, radiological health, natural areas, or Department of Energy Oversight, etc.    Enforces established 
environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, taking 
corrective action as warranted.    Determines if the documents (i.e., permits, applications, National Environmental Policy 
Act (NEPA), licenses, etc.) may be approved by reviewing and evaluating information submitted by applicant or acquired 
by site inspections and/or other informative sources used for determining minimum environmental or other compliance 
with established standards.    Ensures statutory obligations are fulfilled. Monitor Processes, Materials, or Surroundings:    
Performs environmental investigation, remediation, and/or monitoring work, including sampling and evaluation of 
pollutants to determine compliance with environmental or other standards.    Performs environmental or other 
compliance monitoring. Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings. Making Decisions and Solving Problems:    Analyzes available information/data, to ensure 
the best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, 
other government agencies, coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to 
determine future regulatory actions required.    Determines if compliance violation warrants an enforcement order. 
Interpreting the Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site 
inspections, permits, lab results, etc.)    Communicates and/or presents interpretation of regulations, policy, guidance, 
etc. to stakeholders. Training and Teaching Others:    Provides high-quality education and training to stakeholders. 
Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and reports, (such as, 
but not limited to the NEPA  Administrative record, enforcement action request, grant applications, etc.)    Documents 
all relevant work activities, contacts, and meetings. Processing Information:    Compiles, processes, and reviews records, 
data, operational plans, enforcement action requests, etc.    Manages databases, as designated, to meet agency 
requirements.    Compiles all required technical information for environmental or other documents. Provide 
Consultation and Advice to Others:    Provides consultative, technical, or educational services to industry, municipalities, 
counties, individuals, or groups in the necessity and methodology of enhancing environmental stewardship, health or 
other standards, practices, and safety.    Provides technical expertise in handling disasters involving nuclear, 
transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental or other 
requests/inquiries, in a timely manner.    Updates regulatory information to stakeholders. Monitoring and Controlling 
Resources:    Provides technical oversight, review, and/or project management of ongoing state and/or federal 
grant/loan programs.    Ensures contractors' proposed work activities comply with established rates.Getting Information:    
Conducts and/or oversees environmental surveys, inventories or monitoring, including site evaluations that may be of 
conservation interest.    Performs research on regulatory information sources, to provide assistance and stay current 
with local, state, and federal standards and/or procedures.    Obtains and receives records, data, operational plans, 
enforcement action requests, etc.    Searches for entities that should be regulated, to identify and inform those that 
need to be brought into compliance. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Prepares documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible 
manner, to ensure missions are met. Inspecting Equipment, Structures, or Material:    Conducts inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates 
performance of equipment, structures, and/or materials. Communicating with Persons Outside the Organization:    
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner, so as to 
meet the mission.    Provides high-quality outreach, including design, distribution of information, and technical 
assistance to stakeholders.    Uses tools, such as GIS, etc., to inform and educate stakeholders and improve or maintain 
environmental resources.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects.    Updates and informs stakeholders of policy and/or regulation 
changes, as they occur. Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic 
equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as 
needed. Performing for or Working Directly with the Public:    Schedules and/or participates in public meetings, as 
required.Performing General Physical Activities:    Performs physically demanding, ecologically-based stewardship and 
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natural resource management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush 
hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary 
maintenance, invasive species control, etc.)    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, 
etc), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. Selling or 
Influencing Others:    Builds consensus among stakeholders, in order to further the mission and goals. Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to 
watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. 
Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Ensures healthy relationships with stakeholders.    Relates observations, conclusions, and opinions to co-
workers/internal customers in a respectful and professional manner. Interacting With Computers:    Uses various 
software programs, such as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc, to 
carry out assigned duties.    Enters time and leave within the designated computer program, in a proper and timely 
manner. Communicating with Supervisors, Peers, or Subordinates:    Provides effective communication to supervisors or 
peers, by telephone, email, verbally, etc. Repairing and Maintaining Mechanical Equipment:    Calibrates mechanical 
equipment (such as, but not limited to: ozone monitor, etc.), as needed.    Maintains equipment (such as, but not limited 
to air monitoring, laser level, boats, etc.), needed to perform duties. Scheduling Work and Activities:    Manages or 
assists in managing state programs, including certifying officials, coordination and training, records management, and 
federal reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address regular and complaint 
inspections, tasks, directives, correspondence, etc. Organizing, Planning, and Prioritizing Work:    Implements state 
and/or federal grant/loan projects, including planning, researching, field work, data management, report writing, and 
public outreach.    Prioritizes work assignments, daily, to ensure goals are met.    Performs natural areas planning, 
including the preparation and updating of management plans and ensuring annual reports are compiled and submitted, 
each year. Performing Administrative Activities:    Drafts and/or develops documents (such as, but not limited to 
administrative orders, letters, permits, etc.), for review and signature.    Distributes documents to appropriate parties, to 
ensure proper routing.    Ensures all activities, contacts, and meetings are properly filed.    Recognizes and coordinates 
interpretation or translation services, as needed.    Completes required documentation for travel and/or field use of 
vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are managed according to the 
Records Disposition Authorization (RDA). Updating and Using Relevant Knowledge:    Fulfills established 
educational/training requirements.    Seeks opportunities for professional development. Thinking Creatively:    Creates 
and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an instructive 
and appealing manner. 
 
Competencies (KSA’s): 
Competencies:    Ethics & Values    Integrity & Trust    Functional/Technical Competency    Written Communications    
Technical Learning    Time Management    Customer Focus    Problem Solving    Composure    Timely Decision Making    
Learning on the FlyKnowledge:    Mathematics    Customer and Personal Services    Education and Training    Biology    
Chemistry    Computers and Electronics    Clerical Skills:    Reading Competencies    Writing    Complex Problem Solving    
Speaking    Science    Mathematics    Active Listening    Time Management    Judgment & Decision Making    Active 
Listening    Critical Thinking    Monitoring    Instructing    Negotiation    Service Orientation    Coordination    System 
Evaluation    Trouble Shooting Abilities:    Oral Comprehension    Oral Expression    Written Expression    Written 
Comprehension    Speech Clarity    Deductive Reasoning    Problem Sensitivity    Speech Recognition    Inductive 
Reasoning    Selective Attention    Number Facility    Information Ordering    Mathematical Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATVs)    Two-way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072922 - ENV SPECIALIST 3* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3387 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and two years of fulltime professional environmental, 
sustainability, or natural resource conservation program work.Substitution of Experience for Education: Qualifying 
fulltime environmental, sustainability, or natural resource conservation program experience may substitute for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, sustainability, or other 
acceptable science or natural resource related field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of one year (24 semester hours is equivalent to one year).OR Two years of fulltime professional 
environmental, sustainability, or natural resource conservation program work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:    Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;    Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations, as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority.Examination Method: 
Education and Experience,100%, for Preferred Service positions. Determined by the appointing authority for Executive 
Service position. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional environmental, natural resources and/or similar 
science related program work of considerable difficulty; and performs related work as required. Distinguishing Features:  
This is the advanced working level in the Environmental Specialist sub-series. An employee in this class may perform a 
full range of complex environmental compliance inspection, monitoring, problem identification, corrective action and 
enforcement duties in an environmental regulatory or assistance division.   An employee in this class may perform 
natural resource management and/or inventory in conservation or other non-regulatory programs. An employee in this 
class may supervise one subordinate environmental professional. This class is flexibly staffed with and differs from 
Environmental Specialist 1 in that an incumbent of the latter functions at the entry level. This class differs from 
Environmental Specialist 4 in that an incumbent of the latter functions as a first line supervisor of at least two 
environmental professionals or is a technical program specialist without statewide responsibility. 
 
Work Activities: 
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Resolving Conflicts and Negotiating with Others:    Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies. Evaluating Information to Determine Compliance with Standards:    Performs inspection duties in 
a specific program specialty area such as air pollution, water resources, remediation, underground storage tanks, solid 
waste management, radiological health, natural areas, or Department of Energy Oversight, etc.    Enforces established 
environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, taking 
corrective action as warranted.    Determines if the documents (i.e., permits, applications, National Environmental Policy 
Act (NEPA), licenses, etc.) may be approved by reviewing and evaluating information submitted by applicant or acquired 
by site inspections and/or other informative sources used for determining minimum environmental or other compliance 
with established standards.    Ensures statutory obligations are fulfilled. Monitor Processes, Materials, or Surroundings:    
Performs environmental investigation, remediation, and/or monitoring work, including sampling and evaluation of 
pollutants to determine compliance with environmental or other standards.    Performs environmental or other 
compliance monitoring. Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings. Making Decisions and Solving Problems:    Analyzes available information/data, to ensure 
the best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, 
other government agencies, coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to 
determine future regulatory actions required.    Determines if compliance violation warrants an enforcement order. 
Interpreting the Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site 
inspections, permits, lab results, etc.)    Communicates and/or presents interpretation of regulations, policy, guidance, 
etc. to stakeholders. Training and Teaching Others:    Provides high-quality education and training to stakeholders. 
Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and reports, (such as, 
but not limited to the NEPA  Administrative record, enforcement action request, grant applications, etc.)    Documents 
all relevant work activities, contacts, and meetings. Processing Information:    Compiles, processes, and reviews records, 
data, operational plans, enforcement action requests, etc.    Manages databases, as designated, to meet agency 
requirements.    Compiles all required technical information for environmental or other documents. Provide 
Consultation and Advice to Others:    Provides consultative, technical, or educational services to industry, municipalities, 
counties, individuals, or groups in the necessity and methodology of enhancing environmental stewardship, health or 
other standards, practices, and safety.    Provides technical expertise in handling disasters involving nuclear, 
transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental or other 
requests/inquiries, in a timely manner.    Updates regulatory information to stakeholders. Monitoring and Controlling 
Resources:    Provides technical oversight, review, and/or project management of ongoing state and/or federal 
grant/loan programs.    Ensures contractors' proposed work activities comply with established rates.Getting Information:    
Conducts and/or oversees environmental surveys, inventories or monitoring, including site evaluations that may be of 
conservation interest.    Performs research on regulatory information sources, to provide assistance and stay current 
with local, state, and federal standards and/or procedures.    Obtains and receives records, data, operational plans, 
enforcement action requests, etc.    Searches for entities that should be regulated, to identify and inform those that 
need to be brought into compliance. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Prepares documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible 
manner, to ensure missions are met. Inspecting Equipment, Structures, or Material:    Conducts inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates 
performance of equipment, structures, and/or materials. Communicating with Persons Outside the Organization:    
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner, so as to 
meet the mission.    Provides high-quality outreach, including design, distribution of information, and technical 
assistance to stakeholders.    Uses tools, such as GIS, etc., to inform and educate stakeholders and improve or maintain 
environmental resources.    Coordinates with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects.    Updates and informs stakeholders of policy and/or regulation 
changes, as they occur. Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic 
equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as 
needed. Performing for or Working Directly with the Public:    Schedules and/or participates in public meetings, as 
required.Performing General Physical Activities:    Performs physically demanding, ecologically-based stewardship and 
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natural resource management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush 
hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary 
maintenance, invasive species control, etc.)    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, 
etc), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. Selling or 
Influencing Others:    Builds consensus among stakeholders, in order to further the mission and goals. Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to 
watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws. 
Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Ensures healthy relationships with stakeholders.    Relates observations, conclusions, and opinions to co-
workers/internal customers in a respectful and professional manner. Interacting With Computers:    Uses various 
software programs, such as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc, to 
carry out assigned duties.    Enters time and leave within the designated computer program, in a proper and timely 
manner. Communicating with Supervisors, Peers, or Subordinates:    Provides effective communication to supervisors or 
peers, by telephone, email, verbally, etc. Repairing and Maintaining Mechanical Equipment:    Calibrates mechanical 
equipment (such as, but not limited to: ozone monitor, etc.), as needed.    Maintains equipment (such as, but not limited 
to air monitoring, laser level, boats, etc.), needed to perform duties. Scheduling Work and Activities:    Manages or 
assists in managing state programs, including certifying officials, coordination and training, records management, and 
federal reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address regular and complaint 
inspections, tasks, directives, correspondence, etc. Organizing, Planning, and Prioritizing Work:    Implements state 
and/or federal grant/loan projects, including planning, researching, field work, data management, report writing, and 
public outreach.    Prioritizes work assignments, daily, to ensure goals are met.    Performs natural areas planning, 
including the preparation and updating of management plans and ensuring annual reports are compiled and submitted, 
each year. Performing Administrative Activities:    Drafts and/or develops documents (such as, but not limited to 
administrative orders, letters, permits, etc.), for review and signature.    Distributes documents to appropriate parties, to 
ensure proper routing.    Ensures all activities, contacts, and meetings are properly filed.    Recognizes and coordinates 
interpretation or translation services, as needed.    Completes required documentation for travel and/or field use of 
vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are managed according to the 
Records Disposition Authorization (RDA). Updating and Using Relevant Knowledge:    Fulfills established 
educational/training requirements.    Seeks opportunities for professional development. Thinking Creatively:    Creates 
and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an instructive 
and appealing manner. 
 
Competencies (KSA’s): 
Competencies:    Ethics & Values    Integrity & Trust    Functional/Technical Competency    Written Communications    
Technical Learning    Time Management    Customer Focus    Problem Solving    Composure    Timely Decision Making    
Learning on the FlyKnowledge:    Mathematics    Customer and Personal Services    Education and Training    Biology    
Chemistry    Computers and Electronics    Clerical Skills:    Reading Competencies    Writing    Complex Problem Solving    
Speaking    Science    Mathematics    Active Listening    Time Management    Judgment & Decision Making    Active 
Listening    Critical Thinking    Monitoring    Instructing    Negotiation    Service Orientation    Coordination    System 
Evaluation    Trouble Shooting Abilities:    Oral Comprehension    Oral Expression    Written Expression    Written 
Comprehension    Speech Clarity    Deductive Reasoning    Problem Sensitivity    Speech Recognition    Inductive 
Reasoning    Selective Attention    Number Facility    Information Ordering    Mathematical Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATVs)    Two-way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072923 - ENV SPECIALIST 4 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3378 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and four years of fulltime professional environmental, 
sustainability, or natural resource conservation program work.Substitution of Experience for Education: Qualifying 
fulltime environmental, sustainability, or natural resource conservation program experience may substitute for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied 
science in sustainability or other acceptable science or natural resource related field may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year).OR Four 
years of fulltime professional environmental, sustainability, or natural resource conservation program work with the 
State of Tennessee. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:    Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;    Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations, as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority.Examination Method: 
Education and Experience,100%, for Preferred Service positions. Determined by the appointing authority for Executive 
Service position." 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional environmental, natural resources and/or 
similar science related program supervisory work of average difficulty; and performs related work as required.  
Distinguishing Features: ,This is the first full supervisory class in the Environmental Specialist subseries. An employee in 
this class will perform a full range of complex environmental compliance inspection, monitoring, problem identification, 
corrective action and enforcement duties in an environmental regulatory or assistance division.   An employee in this 
class may perform natural resource management and/or inventory in conservation or other non-regulatory programs. 
An employee in this class functions as a first line supervisor of at least two environmental professionals or functions as a 
technical program specialist without statewide responsibility. This class differs from the Environmental Specialist 3 in 
that an incumbent of the latter functions at the advanced working level and may supervise one environmental 
professional. This class differs from Environmental Specialist 5 in that an incumbent of the latter functions as either a 
supervisor of at least five environmental professionals or as a technical program specialist with statewide responsibility.  
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Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies. Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings. Monitor Processes, Materials, or Surroundings:    Performs environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards.    Performs environmental or other compliance monitoring independently. Making 
Decisions and Solving Problems:    Analyzes available information/data, to ensure the best solution is chosen, to meet 
regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other government agencies, 
coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to determine future regulatory 
actions required.    Determines if compliance violation warrants an enforcement order.Inspecting Equipment, Structures, 
or Material:    Conducts inspections of equipment, structures and/or material, to ensure proper installation, 
maintenance, and/or operation.    Evaluates performance of equipment, structures, and/or materials. Evaluating 
Information to Determine Compliance with Standards:    Performs inspection duties in a specific program specialty area 
such as air pollution, water resources, remediation, underground storage tanks, solid waste management, radiological 
health, natural areas, or Department of Energy Oversight, etc.    Enforces established environmental or other standards, 
laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as warranted.    
Determines if the documents (i.e., permits, applications, National Environmental Policy Act (NEPA), licenses, etc.) may 
be approved by reviewing and evaluating information submitted by applicant or acquired by site inspections and/or 
other informative sources used for determining minimum environmental or other compliance with established 
standards.    Ensures statutory obligations are fulfilled.    Reviews staff reports, performance review documents, and 
other submitted documentation for accuracy and completeness.    Assures that all agency directives, policies, 
procedures, and protocols are adhered to by direct reports.    Assures direct reports are completing tasks on time and 
within assigned performance standards.    Assures that direct reports accurately and promptly submit electronic and 
paper reports as required.    Assures that completed budgets are properly justified and submitted in a timely manner 
with properly coded expenditures, as warranted. Interpreting the Meaning of Information for Others:    Interprets 
findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).    Communicates and/or presents 
interpretation of regulations, policy, guidance, etc. to stakeholders. Coaching and Developing Others    Addresses and/or 
recognizes the performance of assigned direct reports appropriately in accordance with established policy.    Provides 
coaching to direct reports on appropriate performance management techniques in accordance with recommendations 
from agency HR.    Provides and/or participates in training direct reports. Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:    Prepares documentation (such as permits, designs, layout, blueprints, soil evaluations, 
etc.), in a concise and defensible manner, to ensure missions are met. Processing Information:    Compiles, processes, 
and reviews records, data, operational plans, enforcement action requests, etc.    Manages databases, as designated, to 
meet agency requirements.    Compiles all required technical information for environmental or other documents.            
Provide Consultation and Advice to Others:    Provides consultative, technical, or educational services to industry, 
municipalities, counties, individuals, or groups in the necessity and methodology of enhancing environmental 
stewardship, health or other standards, practices, and safety.    Provides technical expertise in handling disasters 
involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental 
or other requests/inquiries, in a timely manner.    Updates regulatory information to stakeholders. Guiding, Directing, 
and Motivating subordinates:    Assists direct reports in coordinating activities.    Plans, organizes, and advises direct 
reports, as needed to meet program goals.    Adheres to all directives, policies, procedures, and protocols to provide an 
example to direct reports.    Completes and submits performance review documents for direct reports accurately and 
promptly. Monitoring and Controlling Resources:    Provides technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs.    Ensures contractors' proposed work activities comply with 
established rates.    Manages fee programs to ensure that funds are properly and accurately distributed and tracked. 
Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed. 
Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and reports, (such as, 
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but not limited to the NEPA Administrative record, enforcement action request, grant applications, etc.).    Documents 
all relevant work activities, contacts, and meetings. Training and Teaching Others:    Provides high-quality education and 
training to stakeholders. Communicating with Persons Outside the Organization:    Ensures all internal and external 
customers are serviced in a timely, professional and knowledgeable manner, so as to meet the mission.    Provides high-
quality outreach, including design, distribution of information, and technical assistance to stakeholders.    Uses tools, 
such as GIS, etc., to inform and educate stakeholders and improve or maintain environmental resources.    Coordinates 
with local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint 
projects when necessary.    Updates and informs stakeholders of policy and/or regulation changes, as they occur. 
Repairing and Maintaining Mechanical Equipment:    Calibrates mechanical equipment (such as, but not limited to: 
ozone monitor, etc.), as needed.    Maintains equipment (such as, but not limited to air monitoring, laser level, boats, 
etc.), needed to perform duties. Communicating with Supervisors, Peers, or Subordinates:    Provides effective 
communication to supervisors or peers, by telephone, email, verbally, etc.    Communicates regularly with direct reports, 
coworkers, and/or supervisors to ensure consistent program operation.    Advises management about issues of concern, 
as they occur.    Recognizes, provides, and communicates areas of improvement. Coordinating the Work and Activities of 
Others:    Plans and coordinates the activities of direct reports to ensure that operational and strategic priorities are 
met.    Coordinates meetings with stakeholders. Staffing Organizational Units:    Recruits, interviews, selects and/or 
assists in hiring employees for the work unit. Organizing, Planning, and Prioritizing Work:    Implements state and/or 
federal grant/loan projects, including planning, researching, field work, data management, report writing, and public 
outreach.    Prioritizes work assignments, daily, to ensure goals are met.    Performs natural areas planning, including the 
preparation and updating of management plans and ensuring annual reports are compiled and submitted, each year.    
Assists in the development of administrative policy drafts. Selling or Influencing Others:    Builds consensus among 
stakeholders, in order to further the mission and goals.    Makes presentations to internal and external stakeholders. 
Performing General Physical Activities:    Performs physically demanding, ecologically-based stewardship and natural 
resource management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, 
lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary 
maintenance, invasive species control, etc.).    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, 
etc.), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. Establishing and 
Maintaining Interpersonal Relationships:    Works with other agencies and organizations to assure that operational and 
programmatic activities receive early concurrence and input from regional and statewide authorities.    Ensures healthy 
relationships with stakeholders.    Relates observations, conclusions, and opinions to co-workers/internal customers in a 
respectful and professional manner. Scheduling Work and Activities:    Manages or assists in managing state programs, 
including certifying officials, coordination, training, records management, and federal reporting requirements (i.e. the 
ginseng program, etc.).    Schedules work week to address inspections, tasks, directives, correspondence, and complaint 
investigations, etc. Operating Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles 
(such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and 
procedures, as well as all traffic laws. Getting Information:    Conducts and/or oversees environmental surveys, 
inventories or monitoring, including site evaluations that may be of conservation interest.    Performs research on 
regulatory information sources, to provide assistance and stay current with local, state, and federal standards and/or 
procedures.    Obtains and receives records, data, operational plans, enforcement action requests, etc.    Searches for 
entities that should be regulated, to identify and inform those that need to be brought into compliance.    Tracks, 
reviews and accesses resource rules, updates and impacts to stakeholders.    Attends meetings (such as, but not limited 
to: board meetings, regulatory meetings, association meetings, etc.). Interacting With Computers:    Utilizes various 
software programs, such as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc.    
Enters time and leave within the designated computer program, in a proper and timely manner. Performing for or 
Working Directly with the Public:    Schedules and/or participates in public meetings, as required. Thinking Creatively:    
Creates and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an 
instructive and appealing manner as needed. Performing Administrative Activities:    Drafts and/or develops documents 
(such as, but not limited to administrative orders, letters, permits, etc.), for review and signature.    Distributes 
documents to appropriate parties, to ensure proper routing.    Ensures all activities, contacts, and meetings are properly 
filed.    Recognizes and coordinates interpretation or translation services, as needed.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)    
Ensures files are managed according to the Records Disposition Authorization (RDA)    Reviews and approves direct 
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report’s administrative actions including but not limited to performance evaluations, expense requests, time and labor. 
Updating and Using Relevant Knowledge:    Fulfills established educational/training requirements.    Seeks opportunities 
for professional development.    Ensures that direct reports maintain at least minimum standards in training and 
certification. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Functional/Technical Competency    Confronting Direct 
Reports    Decision Quality    Problem Solving    Directing Others    Conflict Management    Time Management    
InformingKnowledge:    Administration & Management    Customer & Personal Services    Law & Government    
Mathematics    Computers    Biology    Communication & Media    Chemistry    Personnel & Human Resources    
Economics & Accounting    Education & Training    Geology    Physics Skills:    Reading Competencies    Writing    Speaking    
Complex Problem Solving    Judgment & Decision Making    Active Learning    Active Listening    Critical Thinking    Science    
Coordination    Quality Control Analysis    Management of Personnel Resources    Monitoring    Instructing    Negotiation    
Persuasion    Troubleshooting    Time Management    Social Perceptiveness    Learning Strategies    Systems Evaluation    
Service Orientation    System Analysis    Management of Material Resources Abilities:    Written Expression    Written 
Comprehension    Speech Clarity    Oral Comprehension    Oral Expression    Problem Sensitivity    Speech Recognition    
Deductive Reasoning    Near Vision    Inductive Reasoning    Information Ordering    Selective Attention    Fluency of Ideas    
Mathematical Reasoning    Number Facility    Category Flexibility    Time Sharing    Visualization 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATVs)    Two-way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072923 - ENV SPECIALIST 4 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3379 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and four years of fulltime professional environmental, 
sustainability, or natural resource conservation program work.Substitution of Experience for Education: Qualifying 
fulltime environmental, sustainability, or natural resource conservation program experience may substitute for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied 
science in sustainability or other acceptable science or natural resource related field may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year).OR Four 
years of fulltime professional environmental, sustainability, or natural resource conservation program work with the 
State of Tennessee. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:    Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;    Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations, as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority.Examination Method: 
Education and Experience,100%, for Preferred Service positions. Determined by the appointing authority for Executive 
Service position." 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional environmental, natural resources and/or 
similar science related program supervisory work of average difficulty; and performs related work as required.  
Distinguishing Features: ,This is the first full supervisory class in the Environmental Specialist subseries. An employee in 
this class will perform a full range of complex environmental compliance inspection, monitoring, problem identification, 
corrective action and enforcement duties in an environmental regulatory or assistance division.   An employee in this 
class may perform natural resource management and/or inventory in conservation or other non-regulatory programs. 
An employee in this class functions as a first line supervisor of at least two environmental professionals or functions as a 
technical program specialist without statewide responsibility. This class differs from the Environmental Specialist 3 in 
that an incumbent of the latter functions at the advanced working level and may supervise one environmental 
professional. This class differs from Environmental Specialist 5 in that an incumbent of the latter functions as either a 
supervisor of at least five environmental professionals or as a technical program specialist with statewide responsibility.  
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Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies. Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings. Monitor Processes, Materials, or Surroundings:    Performs environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards.    Performs environmental or other compliance monitoring independently. Making 
Decisions and Solving Problems:    Analyzes available information/data, to ensure the best solution is chosen, to meet 
regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other government agencies, 
coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to determine future regulatory 
actions required.    Determines if compliance violation warrants an enforcement order.Inspecting Equipment, Structures, 
or Material:    Conducts inspections of equipment, structures and/or material, to ensure proper installation, 
maintenance, and/or operation.    Evaluates performance of equipment, structures, and/or materials. Evaluating 
Information to Determine Compliance with Standards:    Performs inspection duties in a specific program specialty area 
such as air pollution, water resources, remediation, underground storage tanks, solid waste management, radiological 
health, natural areas, or Department of Energy Oversight, etc.    Enforces established environmental or other standards, 
laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as warranted.    
Determines if the documents (i.e., permits, applications, National Environmental Policy Act (NEPA), licenses, etc.) may 
be approved by reviewing and evaluating information submitted by applicant or acquired by site inspections and/or 
other informative sources used for determining minimum environmental or other compliance with established 
standards.    Ensures statutory obligations are fulfilled.    Reviews staff reports, performance review documents, and 
other submitted documentation for accuracy and completeness.    Assures that all agency directives, policies, 
procedures, and protocols are adhered to by direct reports.    Assures direct reports are completing tasks on time and 
within assigned performance standards.    Assures that direct reports accurately and promptly submit electronic and 
paper reports as required.    Assures that completed budgets are properly justified and submitted in a timely manner 
with properly coded expenditures, as warranted. Interpreting the Meaning of Information for Others:    Interprets 
findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).    Communicates and/or presents 
interpretation of regulations, policy, guidance, etc. to stakeholders. Coaching and Developing Others    Addresses and/or 
recognizes the performance of assigned direct reports appropriately in accordance with established policy.    Provides 
coaching to direct reports on appropriate performance management techniques in accordance with recommendations 
from agency HR.    Provides and/or participates in training direct reports. Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:    Prepares documentation (such as permits, designs, layout, blueprints, soil evaluations, 
etc.), in a concise and defensible manner, to ensure missions are met. Processing Information:    Compiles, processes, 
and reviews records, data, operational plans, enforcement action requests, etc.    Manages databases, as designated, to 
meet agency requirements.    Compiles all required technical information for environmental or other documents.            
Provide Consultation and Advice to Others:    Provides consultative, technical, or educational services to industry, 
municipalities, counties, individuals, or groups in the necessity and methodology of enhancing environmental 
stewardship, health or other standards, practices, and safety.    Provides technical expertise in handling disasters 
involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental 
or other requests/inquiries, in a timely manner.    Updates regulatory information to stakeholders. Guiding, Directing, 
and Motivating subordinates:    Assists direct reports in coordinating activities.    Plans, organizes, and advises direct 
reports, as needed to meet program goals.    Adheres to all directives, policies, procedures, and protocols to provide an 
example to direct reports.    Completes and submits performance review documents for direct reports accurately and 
promptly. Monitoring and Controlling Resources:    Provides technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs.    Ensures contractors' proposed work activities comply with 
established rates.    Manages fee programs to ensure that funds are properly and accurately distributed and tracked. 
Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed. 
Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and reports, (such as, 
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but not limited to the NEPA Administrative record, enforcement action request, grant applications, etc.).    Documents 
all relevant work activities, contacts, and meetings. Training and Teaching Others:    Provides high-quality education and 
training to stakeholders. Communicating with Persons Outside the Organization:    Ensures all internal and external 
customers are serviced in a timely, professional and knowledgeable manner, so as to meet the mission.    Provides high-
quality outreach, including design, distribution of information, and technical assistance to stakeholders.    Uses tools, 
such as GIS, etc., to inform and educate stakeholders and improve or maintain environmental resources.    Coordinates 
with local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint 
projects when necessary.    Updates and informs stakeholders of policy and/or regulation changes, as they occur. 
Repairing and Maintaining Mechanical Equipment:    Calibrates mechanical equipment (such as, but not limited to: 
ozone monitor, etc.), as needed.    Maintains equipment (such as, but not limited to air monitoring, laser level, boats, 
etc.), needed to perform duties. Communicating with Supervisors, Peers, or Subordinates:    Provides effective 
communication to supervisors or peers, by telephone, email, verbally, etc.    Communicates regularly with direct reports, 
coworkers, and/or supervisors to ensure consistent program operation.    Advises management about issues of concern, 
as they occur.    Recognizes, provides, and communicates areas of improvement. Coordinating the Work and Activities of 
Others:    Plans and coordinates the activities of direct reports to ensure that operational and strategic priorities are 
met.    Coordinates meetings with stakeholders. Staffing Organizational Units:    Recruits, interviews, selects and/or 
assists in hiring employees for the work unit. Organizing, Planning, and Prioritizing Work:    Implements state and/or 
federal grant/loan projects, including planning, researching, field work, data management, report writing, and public 
outreach.    Prioritizes work assignments, daily, to ensure goals are met.    Performs natural areas planning, including the 
preparation and updating of management plans and ensuring annual reports are compiled and submitted, each year.    
Assists in the development of administrative policy drafts. Selling or Influencing Others:    Builds consensus among 
stakeholders, in order to further the mission and goals.    Makes presentations to internal and external stakeholders. 
Performing General Physical Activities:    Performs physically demanding, ecologically-based stewardship and natural 
resource management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, 
lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary 
maintenance, invasive species control, etc.).    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, 
etc.), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. Establishing and 
Maintaining Interpersonal Relationships:    Works with other agencies and organizations to assure that operational and 
programmatic activities receive early concurrence and input from regional and statewide authorities.    Ensures healthy 
relationships with stakeholders.    Relates observations, conclusions, and opinions to co-workers/internal customers in a 
respectful and professional manner. Scheduling Work and Activities:    Manages or assists in managing state programs, 
including certifying officials, coordination, training, records management, and federal reporting requirements (i.e. the 
ginseng program, etc.).    Schedules work week to address inspections, tasks, directives, correspondence, and complaint 
investigations, etc. Operating Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles 
(such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and 
procedures, as well as all traffic laws. Getting Information:    Conducts and/or oversees environmental surveys, 
inventories or monitoring, including site evaluations that may be of conservation interest.    Performs research on 
regulatory information sources, to provide assistance and stay current with local, state, and federal standards and/or 
procedures.    Obtains and receives records, data, operational plans, enforcement action requests, etc.    Searches for 
entities that should be regulated, to identify and inform those that need to be brought into compliance.    Tracks, 
reviews and accesses resource rules, updates and impacts to stakeholders.    Attends meetings (such as, but not limited 
to: board meetings, regulatory meetings, association meetings, etc.). Interacting With Computers:    Utilizes various 
software programs, such as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc.    
Enters time and leave within the designated computer program, in a proper and timely manner. Performing for or 
Working Directly with the Public:    Schedules and/or participates in public meetings, as required. Thinking Creatively:    
Creates and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an 
instructive and appealing manner as needed. Performing Administrative Activities:    Drafts and/or develops documents 
(such as, but not limited to administrative orders, letters, permits, etc.), for review and signature.    Distributes 
documents to appropriate parties, to ensure proper routing.    Ensures all activities, contacts, and meetings are properly 
filed.    Recognizes and coordinates interpretation or translation services, as needed.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)    
Ensures files are managed according to the Records Disposition Authorization (RDA)    Reviews and approves direct 
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report’s administrative actions including but not limited to performance evaluations, expense requests, time and labor. 
Updating and Using Relevant Knowledge:    Fulfills established educational/training requirements.    Seeks opportunities 
for professional development.    Ensures that direct reports maintain at least minimum standards in training and 
certification. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Functional/Technical Competency    Confronting Direct 
Reports    Decision Quality    Problem Solving    Directing Others    Conflict Management    Time Management    
InformingKnowledge:    Administration & Management    Customer & Personal Services    Law & Government    
Mathematics    Computers    Biology    Communication & Media    Chemistry    Personnel & Human Resources    
Economics & Accounting    Education & Training    Geology    Physics Skills:    Reading Competencies    Writing    Speaking    
Complex Problem Solving    Judgment & Decision Making    Active Learning    Active Listening    Critical Thinking    Science    
Coordination    Quality Control Analysis    Management of Personnel Resources    Monitoring    Instructing    Negotiation    
Persuasion    Troubleshooting    Time Management    Social Perceptiveness    Learning Strategies    Systems Evaluation    
Service Orientation    System Analysis    Management of Material Resources Abilities:    Written Expression    Written 
Comprehension    Speech Clarity    Oral Comprehension    Oral Expression    Problem Sensitivity    Speech Recognition    
Deductive Reasoning    Near Vision    Inductive Reasoning    Information Ordering    Selective Attention    Fluency of Ideas    
Mathematical Reasoning    Number Facility    Category Flexibility    Time Sharing    Visualization 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATVs)    Two-way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072926 - ENV SPECIALIST 5 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3410 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability or 
other acceptable science or natural resource related field and five years of full-time professional environmental or 
natural resource conservation program work. Substitution of Experience for Education: Qualifying fulltime 
environmental, sustainable practices or natural resource conservation program experience may substitute for the 
required education on a year-for-year basis, to a maximum of four years.Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, or other acceptable 
science, sustainable practices, or natural resource related field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:     Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;     Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;     Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history record check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional environmental, natural resources and/or 
similar science related program supervisory work; or is a technical program specialist with statewide responsibility of 
average overall difficulty and performs related work as required.  Distinguishing Features: An employee in this class 
performs professional environmental supervisory and/or programmatic duties in an environmental regulatory or 
assistance division, by either supervising five or more professional subordinates in a most complex environmental office, 
supervising eight or more professional subordinates in a complex environmental office, or functions as a technical 
program specialist with statewide responsibility. An employee in this class may perform supervisory and/or natural 
resource management and/or inventory duties in a statewide conservation or other non-regulatory technical program. 
This class differs from Environmental Specialist 4 in that an incumbent of the latter supervises two to four professional 
subordinates or functions as a technical program specialist without statewide responsibility. This class differs from 
Environmental Specialist 6 in that an incumbent of the latter functions as either the manager of a small or less complex 
environmental field office, a full assistant field office manager over at least six professional subordinates, or a manager 
of a small statewide, central office technical section or program. 
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Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Supervises and/or investigates complaints; develops corrective 
recommendations for identified problems, and if necessary, initiates legal action to effect compliance of established 
standards, laws, rules, regulations, or policies.    Coordinates with Division of Human Resources (DHR), to ensure that all 
critical factors are considered when determining the need for disciplinary action of a subordinate and imposes necessary 
discipline.    Attempts to prevent grievances by fostering an atmosphere where potential problems are brought forth 
and resolved.Making Decisions and Solving Problems:    Analyzes available information/data, to ensure the best solution 
is chosen to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other government 
agencies, coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to determine future 
regulatory actions required.    Determines if compliance violation warrants an enforcement order.Interpreting the 
Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab 
results, etc.).    Communicates and/or presents interpretation of regulations, policy, guidance, etc. to 
stakeholders.Developing Objectives and Strategies:    Develops standard operating procedures to ensure compliance 
with established standards and consistency with division and department policies.Monitor Processes, Materials, or 
Surroundings:    Performs environmental investigation, remediation and/or monitoring work including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards.    Performs environmental or 
other compliance monitoring.Evaluating Information to Determine Compliance with Standards:    Supervises or 
independently performs inspection duties in a specific program specialty area such as air pollution, water resources, 
remediation, underground storage tanks, solid waste management, radiological health, natural areas, or Department of 
Energy Oversight, etc.    Enforces established environmental or other standards, laws, rules, regulations, and/or 
administrative policies and procedures, taking corrective action as warranted.    Supervises or determines if the 
documents (i.e., permits, applications, National Environmental Policy Act (NEPA), licenses, etc.) may be approved by 
reviewing and evaluating information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining minimum environmental or other compliance with established standards.    Ensures 
statutory obligations are fulfilled.    Reviews staff reports, performance review documents, and other submitted 
documentation for accuracy and completeness.    Ensures all agency directives, policies, procedures, and protocols are 
adhered to by direct reports.    Ensures direct reports submit electronic and paper reports as required accurately and 
promptly.    Ensures direct reports are completing tasks on time and within assigned performance standards.    Ensures 
completed budgets are properly justified and submitted in a timely manner with properly coded expenditures, as 
warranted.Coordinating the Work and Activities of Others:    Coordinates environmental project management duties at 
assigned sites; including interaction with responsible parties, review of relevant documents and information pertinent to 
the site.    Coordinates and/or leads meetings with stakeholders.Analyzing Data or Information:    Analyzes 
environmental and/or other information, such as monitoring records, site inspections, sampling data, etc. to determine 
if further action is necessary.    Assists in developing standards; performs special evaluation studies of environmental 
pollution and its socioeconomic effects; and prepares reports of findings.Staffing Organizational Units:    Recruits, 
interviews, selects and/or assists in hiring employees for the work unit.    Ensures Preferred Service rules are strictly 
adhered to in selecting and recommending applicants for employment or promotion.Scheduling Work and Activities:    
Manages and/or assists in managing statewide programs, including certifying officials, coordination and training, records 
management, and federal reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address 
regular and complaint inspections, tasks, directives, correspondence, etc.Provide Consultation and Advice to Others:    
Serves as a statewide technical program specialist by providing consultative, technical, or educational services to 
industry, municipalities, counties, individuals, or groups in the necessity and methodology of enhancing environmental 
stewardship, health or other standards, practices, and safety.    Provides technical expertise in handling disasters 
involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental 
or other requests/inquiries in a timely manner.    Updates regulatory information to stakeholders.Coaching and 
Developing Others:    Provides coaching to subordinates on appropriate performance management techniques in 
accordance with recommendations from agency HR.    Oversees the establishment and implementation of an 
orientation program for subordinates.    Addresses and/or recognizes the performance of assigned direct reports 
appropriately in accordance with established policy.    Provides and/or participates in training direct reports.Processing 
Information:    Compiles, processes, and reviews records, data, operational plans, enforcement action requests, etc.    
Compiles all required technical information for environmental or other documents.    Manages databases as designated 
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to meet agency requirements.Selling or Influencing Others:    Builds consensus among stakeholders to further the 
mission and goals of the department/division.    Makes presentations to internal and external stakeholders.Monitoring 
and Controlling Resources:    Provides technical oversight, review, and/or project management of ongoing state and/or 
federal grant/loan programs.    Manages fee programs to ensure funds are properly and accurately distributed and 
tracked.    Determines eligibility to participate in fund reimbursement programs.    Ensures contractors' proposed work 
activities comply with established rates.Establishing and Maintaining Interpersonal Relationships:    Works with other 
agencies and organizations to ensure operational and programmatic activities receive early concurrence and input from 
regional and statewide authorities.    Ensures healthy relationships with stakeholders.    Relates observations, 
conclusions, and opinions to co-workers/internal customers in a respectful and professional manner.Training and 
Teaching Others:    Provides high-quality education and training to stakeholders.    Identifies training needs and develops 
plans to overcome performance deficiencies.Inspecting Equipment, Structures, or Material:    Conducts inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates 
performance of equipment, structures, and/or materials.Communicating with Supervisors, Peers, or Subordinates:    
Communicates regularly with direct reports, coworkers, and/or supervisors to ensure consistent program operation, 
(i.e., staff meetings, performance evaluations, etc.).    Provides effective communication to supervisors, peers, or 
subordinates by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of improvement.    
Advises management about issues of concern as they occur.Guiding, Directing, and Motivating Subordinates:    Adheres 
to all directives, policies, procedures, and protocols to provide an example to direct reports.    Completes and submits 
performance review documents for direct reports accurately and promptly.    Plans, organizes, and advises direct reports 
as needed to meet program goals.    Assists direct reports in coordinating activities.Organizing, Planning, and Prioritizing 
Work:    Implements state and/or federal grant/loan projects including planning, researching, field work, data 
management, report writing, and public outreach.    Prioritizes work assignments to ensure goals are met.    Assists in 
the development of administrative policy drafts.    Performs natural areas planning which includes preparing and 
updating management plans and ensuring annual reports are compiled and submitted annually.Performing for or 
Working Directly with the Public:    Schedules, participates in, and/or leads public meetings/hearings, as required.    
Schedules, participates in, and/or leads public outreach presentations, (such as, but not limited to: school presentations, 
guided hikes, special events, etc.).Performing General Physical Activities:    Performs physically demanding, ecologically-
based stewardship and natural resource management tasks on state natural areas, (utilizing equipment, such as 
backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled 
fire, trail maintenance, boundary maintenance, invasive species control, etc.).    Performs physical activities, such as, 
walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. 
auger or probe  ), etc. Documenting/Recording Information:    Documents all relevant work activities, contacts, and 
meetings.    Prepares and/or maintains complete and accurate records and reports, (such as, but not limited to the NEPA 
Administrative record, enforcement action requests, grant applications, etc.).Communicating with Persons Outside 
Organization:    Ensures all internal and external customers are serviced in a timely, professional and knowledgeable 
manner to meet the departments’/divisions’ missions/goals.    Coordinates with local, state, and/or federal agencies 
and/or non-governmental organizations for consultations and/or joint projects.    Provides high-quality outreach, 
including design, distribution of information, and technical assistance to stakeholders.    Uses tools, such as GIS, etc., to 
inform and educate stakeholders and improve or maintain environmental resources.    Updates and informs 
stakeholders of policy and/or regulation changes as they occur.Repairing and Maintaining Mechanical Equipment:    
Maintains equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to perform duties.    
Calibrates mechanical equipment (such as, but not limited to: ozone monitor, etc.) as needed.Interacting With 
Computers:    Uses various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc.    Enters time and leave within the designated computer program in a proper and timely 
manner.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Prepares documentation (such 
as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure 
department/division missions are met.Developing and Building Teams:    Encourages and works harmoniously with team 
members by listening, sharing, and/or brainstorming.    Seeks out ways to involve staff and seeks their commitment to 
departmental goals.     Volunteers and participates in work groups, special assignments, planning teams, etc., as 
opportunities arise that further established goals.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance 
with agency policy and procedures, as well as all traffic laws.Getting Information:    Conducts and/or oversees 
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environmental surveys, inventories or monitoring, including site evaluations that may be of conservation interest.    
Performs research on regulatory information sources to provide assistance and remain current with local, state, and 
federal standards and/or procedures.    Searches for entities that should be regulated to identify and inform those that 
need to be brought into compliance.    Reviews rules, track updates, and assess impacts to stakeholders.    Obtains and 
receives records, data, operational plans, enforcement action requests, etc.    Attends meetings (such as, but not limited 
to: board meetings, regulatory meetings, association meetings, etc.).Repairing and Maintaining Electronic Equipment:    
Maintains and calibrates electronic equipment (such as, but not limited to: radiation detection meter, photo ionization 
detector, pH meter, GPS, etc.), as needed.Performing Administrative Activities:    Drafts and/or develops documents 
(such as, but not limited to administrative orders, letters, permits, etc.), for review and signature.    Reviews and 
approves direct report’s administrative actions, (including but not limited to performance evaluations, expense 
requests, time and labor, etc.).    Supervises the preparation and maintenance of operating records and reports.    
Ensures confidential material is not disclosed or made accessible to unauthorized personnel.    Ensures all activities, 
contacts, and meetings are properly filed.    Distributes documents to appropriate parties to ensure proper routing.    
Recognizes and coordinates interpretation or translation services, as needed.    Completes required documentation for 
travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are 
managed according to the Records Disposition Authorization (RDA).Updating and Using Relevant Knowledge:    Ensures 
direct reports maintain at least minimum standards in training and certification.    Fulfills established 
educational/training requirements.    Updates and determines application of regulatory information.    Seeks 
opportunities for professional development.Thinking Creatively:    Creates and designs outreach material (i.e. websites, 
social media, etc.) and/or regulatory assistance/training programs that will educate, assist or benefit stakeholders." 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Functional/Technical Competency    Problem Solving    Customer Focus    Decision 
Quality    Technical Learning    Conflict Management    Developing Direct Reports and Others    Directing Others    
OrganizingKnowledge:    Customer & Personal Service    Law & Government    Biology    Mathematics    Personnel & 
Human Resources    Chemistry    Education & Training    Geology    Administration & Management    Computer & 
Electronics    Physics    Engineering & Technology    Geography    Clerical    Communication & Media    MechanicalSkills:    
Reading Comprehension    Writing    Active Listening    Speaking    Critical Thinking    Complex Problem Solving    Active 
Learning    Science    Instructing    Negotiation    Judgment & Decision Making    Time Management    Learning Strategies    
Monitoring    Coordination    Mathematics    Management of Material Resources    Persuasion    Social Perceptiveness    
Troubleshooting    Management of Personnel Resources    Service Orientation    Equipment Selection    Inductive 
Reasoning    Quality Control Analysis    Management of Financial Resources    Equipment Maintenance    Systems 
Evaluation    Systems Analysis    Operation & ControlAbilities:    Written Comprehension    Written Expression    Oral 
Expression    Oral Comprehension    Speech Clarity    Speech Recognition    Deductive Reasoning    Mathematical 
Reasoning    Number Facility    Selective Attention    Time Sharing    Memorization    Multilimb Coordination    Near Vision    
Fluency of Ideas    Visualization    Far Vision    Category of Flexibility    Flexibility of Closure    Spatial Orientation    Extent 
Flexibility    Gross Body Equilibrium    Stamina    Static Strength 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATV)    Two-Way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072926 - ENV SPECIALIST 5 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3411 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability or 
other acceptable science or natural resource related field and five years of full-time professional environmental or 
natural resource conservation program work. Substitution of Experience for Education: Qualifying fulltime 
environmental, sustainable practices or natural resource conservation program experience may substitute for the 
required education on a year-for-year basis, to a maximum of four years.Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, or other acceptable 
science, sustainable practices, or natural resource related field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment in some positions.Note: Applicants for positions in the Department of Military must:     Be willing to 
and able to qualify with, carry, and use assigned weapons as designated by the appointing authority;     Be eligible to 
receive and maintain a security clearance in accordance with applicable agency regulations as designated by the 
appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    Have a good moral 
character, as determined by investigation;     Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history record check as designated 
by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any 
felony charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position as designated by the appointing authority;    Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional environmental, natural resources and/or 
similar science related program supervisory work; or is a technical program specialist with statewide responsibility of 
average overall difficulty and performs related work as required.  Distinguishing Features: An employee in this class 
performs professional environmental supervisory and/or programmatic duties in an environmental regulatory or 
assistance division, by either supervising five or more professional subordinates in a most complex environmental office, 
supervising eight or more professional subordinates in a complex environmental office, or functions as a technical 
program specialist with statewide responsibility. An employee in this class may perform supervisory and/or natural 
resource management and/or inventory duties in a statewide conservation or other non-regulatory technical program. 
This class differs from Environmental Specialist 4 in that an incumbent of the latter supervises two to four professional 
subordinates or functions as a technical program specialist without statewide responsibility. This class differs from 
Environmental Specialist 6 in that an incumbent of the latter functions as either the manager of a small or less complex 
environmental field office, a full assistant field office manager over at least six professional subordinates, or a manager 
of a small statewide, central office technical section or program. 
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Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Supervises and/or investigates complaints; develops corrective 
recommendations for identified problems, and if necessary, initiates legal action to effect compliance of established 
standards, laws, rules, regulations, or policies.    Coordinates with Division of Human Resources (DHR), to ensure that all 
critical factors are considered when determining the need for disciplinary action of a subordinate and imposes necessary 
discipline.    Attempts to prevent grievances by fostering an atmosphere where potential problems are brought forth 
and resolved.Making Decisions and Solving Problems:    Analyzes available information/data, to ensure the best solution 
is chosen to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other government 
agencies, coworkers, non-governmental organizations, etc.), needs.    Reviews plans and reports to determine future 
regulatory actions required.    Determines if compliance violation warrants an enforcement order.Interpreting the 
Meaning of Information for Others:    Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab 
results, etc.).    Communicates and/or presents interpretation of regulations, policy, guidance, etc. to 
stakeholders.Developing Objectives and Strategies:    Develops standard operating procedures to ensure compliance 
with established standards and consistency with division and department policies.Monitor Processes, Materials, or 
Surroundings:    Performs environmental investigation, remediation and/or monitoring work including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards.    Performs environmental or 
other compliance monitoring.Evaluating Information to Determine Compliance with Standards:    Supervises or 
independently performs inspection duties in a specific program specialty area such as air pollution, water resources, 
remediation, underground storage tanks, solid waste management, radiological health, natural areas, or Department of 
Energy Oversight, etc.    Enforces established environmental or other standards, laws, rules, regulations, and/or 
administrative policies and procedures, taking corrective action as warranted.    Supervises or determines if the 
documents (i.e., permits, applications, National Environmental Policy Act (NEPA), licenses, etc.) may be approved by 
reviewing and evaluating information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining minimum environmental or other compliance with established standards.    Ensures 
statutory obligations are fulfilled.    Reviews staff reports, performance review documents, and other submitted 
documentation for accuracy and completeness.    Ensures all agency directives, policies, procedures, and protocols are 
adhered to by direct reports.    Ensures direct reports submit electronic and paper reports as required accurately and 
promptly.    Ensures direct reports are completing tasks on time and within assigned performance standards.    Ensures 
completed budgets are properly justified and submitted in a timely manner with properly coded expenditures, as 
warranted.Coordinating the Work and Activities of Others:    Coordinates environmental project management duties at 
assigned sites; including interaction with responsible parties, review of relevant documents and information pertinent to 
the site.    Coordinates and/or leads meetings with stakeholders.Analyzing Data or Information:    Analyzes 
environmental and/or other information, such as monitoring records, site inspections, sampling data, etc. to determine 
if further action is necessary.    Assists in developing standards; performs special evaluation studies of environmental 
pollution and its socioeconomic effects; and prepares reports of findings.Staffing Organizational Units:    Recruits, 
interviews, selects and/or assists in hiring employees for the work unit.    Ensures Preferred Service rules are strictly 
adhered to in selecting and recommending applicants for employment or promotion.Scheduling Work and Activities:    
Manages and/or assists in managing statewide programs, including certifying officials, coordination and training, records 
management, and federal reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address 
regular and complaint inspections, tasks, directives, correspondence, etc.Provide Consultation and Advice to Others:    
Serves as a statewide technical program specialist by providing consultative, technical, or educational services to 
industry, municipalities, counties, individuals, or groups in the necessity and methodology of enhancing environmental 
stewardship, health or other standards, practices, and safety.    Provides technical expertise in handling disasters 
involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    Responds to environmental 
or other requests/inquiries in a timely manner.    Updates regulatory information to stakeholders.Coaching and 
Developing Others:    Provides coaching to subordinates on appropriate performance management techniques in 
accordance with recommendations from agency HR.    Oversees the establishment and implementation of an 
orientation program for subordinates.    Addresses and/or recognizes the performance of assigned direct reports 
appropriately in accordance with established policy.    Provides and/or participates in training direct reports.Processing 
Information:    Compiles, processes, and reviews records, data, operational plans, enforcement action requests, etc.    
Compiles all required technical information for environmental or other documents.    Manages databases as designated 
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to meet agency requirements.Selling or Influencing Others:    Builds consensus among stakeholders to further the 
mission and goals of the department/division.    Makes presentations to internal and external stakeholders.Monitoring 
and Controlling Resources:    Provides technical oversight, review, and/or project management of ongoing state and/or 
federal grant/loan programs.    Manages fee programs to ensure funds are properly and accurately distributed and 
tracked.    Determines eligibility to participate in fund reimbursement programs.    Ensures contractors' proposed work 
activities comply with established rates.Establishing and Maintaining Interpersonal Relationships:    Works with other 
agencies and organizations to ensure operational and programmatic activities receive early concurrence and input from 
regional and statewide authorities.    Ensures healthy relationships with stakeholders.    Relates observations, 
conclusions, and opinions to co-workers/internal customers in a respectful and professional manner.Training and 
Teaching Others:    Provides high-quality education and training to stakeholders.    Identifies training needs and develops 
plans to overcome performance deficiencies.Inspecting Equipment, Structures, or Material:    Conducts inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluates 
performance of equipment, structures, and/or materials.Communicating with Supervisors, Peers, or Subordinates:    
Communicates regularly with direct reports, coworkers, and/or supervisors to ensure consistent program operation, 
(i.e., staff meetings, performance evaluations, etc.).    Provides effective communication to supervisors, peers, or 
subordinates by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of improvement.    
Advises management about issues of concern as they occur.Guiding, Directing, and Motivating Subordinates:    Adheres 
to all directives, policies, procedures, and protocols to provide an example to direct reports.    Completes and submits 
performance review documents for direct reports accurately and promptly.    Plans, organizes, and advises direct reports 
as needed to meet program goals.    Assists direct reports in coordinating activities.Organizing, Planning, and Prioritizing 
Work:    Implements state and/or federal grant/loan projects including planning, researching, field work, data 
management, report writing, and public outreach.    Prioritizes work assignments to ensure goals are met.    Assists in 
the development of administrative policy drafts.    Performs natural areas planning which includes preparing and 
updating management plans and ensuring annual reports are compiled and submitted annually.Performing for or 
Working Directly with the Public:    Schedules, participates in, and/or leads public meetings/hearings, as required.    
Schedules, participates in, and/or leads public outreach presentations, (such as, but not limited to: school presentations, 
guided hikes, special events, etc.).Performing General Physical Activities:    Performs physically demanding, ecologically-
based stewardship and natural resource management tasks on state natural areas, (utilizing equipment, such as 
backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled 
fire, trail maintenance, boundary maintenance, invasive species control, etc.).    Performs physical activities, such as, 
walking (i.e. ditches, uneven terrain, etc.), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. 
auger or probe  ), etc. Documenting/Recording Information:    Documents all relevant work activities, contacts, and 
meetings.    Prepares and/or maintains complete and accurate records and reports, (such as, but not limited to the NEPA 
Administrative record, enforcement action requests, grant applications, etc.).Communicating with Persons Outside 
Organization:    Ensures all internal and external customers are serviced in a timely, professional and knowledgeable 
manner to meet the departments’/divisions’ missions/goals.    Coordinates with local, state, and/or federal agencies 
and/or non-governmental organizations for consultations and/or joint projects.    Provides high-quality outreach, 
including design, distribution of information, and technical assistance to stakeholders.    Uses tools, such as GIS, etc., to 
inform and educate stakeholders and improve or maintain environmental resources.    Updates and informs 
stakeholders of policy and/or regulation changes as they occur.Repairing and Maintaining Mechanical Equipment:    
Maintains equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to perform duties.    
Calibrates mechanical equipment (such as, but not limited to: ozone monitor, etc.) as needed.Interacting With 
Computers:    Uses various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc.    Enters time and leave within the designated computer program in a proper and timely 
manner.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Prepares documentation (such 
as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure 
department/division missions are met.Developing and Building Teams:    Encourages and works harmoniously with team 
members by listening, sharing, and/or brainstorming.    Seeks out ways to involve staff and seeks their commitment to 
departmental goals.     Volunteers and participates in work groups, special assignments, planning teams, etc., as 
opportunities arise that further established goals.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance 
with agency policy and procedures, as well as all traffic laws.Getting Information:    Conducts and/or oversees 
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environmental surveys, inventories or monitoring, including site evaluations that may be of conservation interest.    
Performs research on regulatory information sources to provide assistance and remain current with local, state, and 
federal standards and/or procedures.    Searches for entities that should be regulated to identify and inform those that 
need to be brought into compliance.    Reviews rules, track updates, and assess impacts to stakeholders.    Obtains and 
receives records, data, operational plans, enforcement action requests, etc.    Attends meetings (such as, but not limited 
to: board meetings, regulatory meetings, association meetings, etc.).Repairing and Maintaining Electronic Equipment:    
Maintains and calibrates electronic equipment (such as, but not limited to: radiation detection meter, photo ionization 
detector, pH meter, GPS, etc.), as needed.Performing Administrative Activities:    Drafts and/or develops documents 
(such as, but not limited to administrative orders, letters, permits, etc.), for review and signature.    Reviews and 
approves direct report’s administrative actions, (including but not limited to performance evaluations, expense 
requests, time and labor, etc.).    Supervises the preparation and maintenance of operating records and reports.    
Ensures confidential material is not disclosed or made accessible to unauthorized personnel.    Ensures all activities, 
contacts, and meetings are properly filed.    Distributes documents to appropriate parties to ensure proper routing.    
Recognizes and coordinates interpretation or translation services, as needed.    Completes required documentation for 
travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are 
managed according to the Records Disposition Authorization (RDA).Updating and Using Relevant Knowledge:    Ensures 
direct reports maintain at least minimum standards in training and certification.    Fulfills established 
educational/training requirements.    Updates and determines application of regulatory information.    Seeks 
opportunities for professional development.Thinking Creatively:    Creates and designs outreach material (i.e. websites, 
social media, etc.) and/or regulatory assistance/training programs that will educate, assist or benefit stakeholders." 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Functional/Technical Competency    Problem Solving    Customer Focus    Decision 
Quality    Technical Learning    Conflict Management    Developing Direct Reports and Others    Directing Others    
OrganizingKnowledge:    Customer & Personal Service    Law & Government    Biology    Mathematics    Personnel & 
Human Resources    Chemistry    Education & Training    Geology    Administration & Management    Computer & 
Electronics    Physics    Engineering & Technology    Geography    Clerical    Communication & Media    MechanicalSkills:    
Reading Comprehension    Writing    Active Listening    Speaking    Critical Thinking    Complex Problem Solving    Active 
Learning    Science    Instructing    Negotiation    Judgment & Decision Making    Time Management    Learning Strategies    
Monitoring    Coordination    Mathematics    Management of Material Resources    Persuasion    Social Perceptiveness    
Troubleshooting    Management of Personnel Resources    Service Orientation    Equipment Selection    Inductive 
Reasoning    Quality Control Analysis    Management of Financial Resources    Equipment Maintenance    Systems 
Evaluation    Systems Analysis    Operation & ControlAbilities:    Written Comprehension    Written Expression    Oral 
Expression    Oral Comprehension    Speech Clarity    Speech Recognition    Deductive Reasoning    Mathematical 
Reasoning    Number Facility    Selective Attention    Time Sharing    Memorization    Multilimb Coordination    Near Vision    
Fluency of Ideas    Visualization    Far Vision    Category of Flexibility    Flexibility of Closure    Spatial Orientation    Extent 
Flexibility    Gross Body Equilibrium    Stamina    Static Strength 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATV)    Two-Way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072924 - ENV SPECIALIST 6 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3402 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and five years of full-time professional environmental program 
or natural resource conservation work including, at least, one year of supervisory experience. Substitution of Education 
for Experience:  Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required supervisory experience (24 semester hours is equivalent to one year).Substitution of 
Experience for Education: Qualifying full-time environmental or natural resource conservation program experience may 
substitute for the required education, on a year-for-year basis, to a maximum of four years. ORFive years of full-time 
professional environmental or natural resource conservation program work including, one year of supervisory 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Applicants for positions in the Department of 
Military must:     Be willing to and able to qualify with, carry, and use assigned weapons as designated by the appointing 
authority;    Be eligible to receive and maintain a security clearance in accordance with applicable agency regulations as 
designated by the appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    
Have a good moral character, as determined by investigation;     Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history record 
check as designated by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of 
nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances relating to force, 
violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have 
been discharged under any other than honorable conditions from any branch of the United States armed forces;    Pass a 
physical examination administered by a licensed physician that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority;    Pass a psychological 
evaluation administered by a licensed mental health professional that is consistent with the Americans with Disabilities 
Act and that relates to the essential functions of the position as designated by the appointing authority.Examination 
Method: Education and Experience,100%, for Preferred Service positions.  For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional environmental, natural resources and/or similar 
science related program supervisory work; or is a technical program manager with statewide responsibility of 
considerable difficulty and performs related work as required.  Distinguishing Features: An employee in this class 
performs professional environmental supervisory and/or programmatic duties in an environmental regulatory and/or 
assistance division by either managing a small central office program or section with statewide responsibility, 
functioning as a field office full assistant manager over at least six professional subordinates, managing a complex field 
office with fewer than three professional subordinates, or managing a complex field office with fewer than twelve 
professional subordinates. An employee in this class may perform supervisory duties and/or manage natural resource 
and/or inventory duties in a statewide conservation or other non-regulatory small central office technical program or 
section with statewide responsibility. This class differs from Env Specialist 5 in that an incumbent of the latter either 
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functions as a technical program specialist with statewide responsibility, supervises five or more professional 
subordinates in a most complex environmental office, or supervises eight or more professional subordinates in a 
complex environmental office. This class differs from the Env Field Office Manager in that an incumbent of the latter is a 
manager over a most complex field office with at least four professional positions (including the manager); or a manager 
over a complex field office with at least eight professional positions. This class differs from Env Program Manager 1 in 
that an incumbent of the latter manages either multiple field offices or a moderate-sized technical central office section. 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:     Oversees and/or investigates complaints; develops and/or reviews 
corrective recommendations for identified problems, and if necessary, initiates legal action to effect compliance of 
established standards, laws, rules, regulations, or policies.    Prevents grievances by fostering an atmosphere where 
potential problems are brought forth and resolved.    Coordinates with Division of Human Resources (DHR), to ensure 
that all critical factors are considered, when determining the need for disciplinary action of a subordinate, and impose 
necessary discipline.Monitor Processes, Materials, or Surroundings:    Performs environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards.    Performs environmental or other compliance monitoring.Staffing Organizational 
Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit.    Ensures that Preferred 
Service rules are strictly adhered to in selecting and recommending applicants for employment or promotion.Developing 
Objectives and Strategies:    Develops standard operating procedures to ensure compliance with established standards 
and consistency with divisional and departmental policies.Interpreting the Meaning of Information for Others:    
Communicates and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders.    Interprets findings, 
results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).Provide Consultation and Advice to Others:    
Manages a small technical central office program or section providing consultative, technical, or educational information 
to other environmental staff, industries, municipalities, counties, individuals, or groups.    Serves as a statewide technical 
program specialist by providing consultative, technical, or educational services to industry, municipalities, counties, 
individuals, or groups in the necessity and methodology of enhancing environmental stewardship, health or other 
standards, practices, and safety.    Provides technical expertise in handling disasters involving nuclear, transportation, 
and industrial accidents as well as natural catastrophes.    Assists central office personnel with the development of 
and/or revisions to regulations and guidance documents.    Responds to environmental or other requests/inquiries, in a 
timely manner.    Updates regulatory information to stakeholders.Guiding, Directing, and Motivating Subordinates:    
Serves as a manager at a small or less complex field office.    Serves as a full assistant manager of at least six 
environmental professionals in a field office or central office section.    Completes and submits performance review 
documents for direct reports accurately and promptly.    Adheres to all directives, policies, procedures, and protocols to 
provide an example to direct reports.    Plans, organizes, and advises direct reports, as needed to meet program goals.    
Assists direct reports in coordinating activities.Making Decisions and Solving Problems:    Analyzes available 
information/data, to ensure the best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited 
to: the public, legislators, other government agencies, coworkers, non-governmental organizations, etc.), needs.    
Determines if compliance violation warrants an enforcement order.    Reviews plans and reports to determine future 
regulatory actions required.Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings.Evaluating Information to Determine Compliance with Standards:    Oversees environmental 
compliance monitoring and inspection work in a small or less complex office responsible for a program within air 
pollution, water resources, remediation, underground storage tanks, solid waste management, radiological health, 
natural areas, or Department of Energy Oversight, etc.    Oversees environmental compliance monitoring and inspection 
work or independently performs inspection duties in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural areas, or Department of Energy 
Oversight, etc.    Enforces established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted.    Determines if the documents (i.e., permits, 
applications, National Environmental Policy Act (NEPA), licenses, etc.) may be approved by reviewing and evaluating 
information submitted by applicant or acquired by site inspections and/or other informative sources used for 
determining minimum environmental or other compliance with established standards.    Ensures that completed 
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budgets are properly justified and submitted in a timely manner with properly coded expenditures, as warranted.    
Reviews staff reports, performance review documents, and other submitted documentation for accuracy and 
completeness.    Ensures statutory obligations are fulfilled.    Ensures that all agency directives, policies, procedures, and 
protocols are adhered to by direct reports.    Ensures direct reports are completing tasks on time and within assigned 
performance standards.    Ensures that direct reports submit electronic and paper reports as required accurately and 
promptly.Coordinating the Work and Activities of Others:    Coordinates environmental project management duties at 
assigned sites; including interaction with responsible parties, review of relevant documents and information pertinent to 
the site.    Coordinates committee meetings, to develop policies, procedures, and plans.    Coordinates and/or leads 
meetings with stakeholders.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Prepares 
documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, 
to ensure missions are met.Training and Teaching Others:    Provides high-quality education and training to 
stakeholders.    Training needs are identified and plans developed and proposed to overcome performance 
deficiencies.Coaching and Developing Others:    Provides coaching to subordinates on appropriate performance 
management techniques in accordance with recommendations from agency HR.    Addresses and/or recognizes the 
performance of assigned direct reports appropriately in accordance with established policy.    Provides and/or 
participates in training direct reports.    Oversees the establishment and implementation of an orientation program for 
subordinates.    Seeks professional development opportunities for subordinates.Scheduling Work and Activities:    
Manages and/or assists in managing statewide programs, including certifying officials, coordination and training, records 
management, and reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address regular 
and complaint inspections, tasks, directives, correspondence, etc.Performing for or Working Directly with the Public:    
Schedules, participates in, and/or leads public meetings/hearings, as required.    Schedules, participates in, and/or leads 
public outreach presentations, (such as, but not limited to: school presentations, guided hikes, special events, 
etc.).Monitoring and Controlling Resources:    Provides technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs.    Ensures contractors' proposed work activities comply with 
established rates.    Manages fee programs to ensure that funds are properly and accurately distributed and tracked.    
Determines eligibility to participate in fund reimbursement programs.    Assists management with budget 
development.Communicating with Supervisors, Peers, or Subordinates:    Provides effective communication to 
supervisors, peers, or subordinates by telephone, email, verbally, etc.    Communicates regularly with direct reports, 
coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff meetings, performance evaluations, 
etc.).    Advises management about issues of concern, as they occur.    Recognizes, provides, and communicates areas of 
improvement.Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations 
to ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Ensures healthy relationships with stakeholders.    Relates observations, conclusions, and opinions to co-
workers/internal customers in a respectful and professional manner.Communicating with Persons Outside Organization:    
Provides high-quality outreach, including design, distribution of information, and technical assistance to stakeholders.    
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner, so as to 
meet the mission.    Follows established policy for media/legislative contacts, which may include providing a response.    
Coordinates with local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or 
joint projects.    Updates and inform stakeholders of policy and/or regulation changes, as they occur.    Uses tools, such 
as GIS, etc., to inform and educate stakeholders and improve or maintain environmental resources.Organizing, Planning, 
and Prioritizing Work:    Implements state and/or federal grant/loan projects, including planning, researching, field work, 
data management, report writing, and public outreach.    Performs natural areas planning, including the preparation and 
updating of management plans and ensuring annual reports are compiled and submitted, each year.    Assists in the 
development of administrative policy drafts.    Prioritizes work assignments to ensure goals are met.Selling or 
Influencing Others:    Builds consensus among stakeholders, in order to further the mission and goals.    Makes 
presentations to internal and external stakeholders.Interacting With Computers:    Uses various software programs, such 
as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc.    Enters time and leave within 
the designated computer program, in a proper and timely manner.    Designs or develops databases, for 
stakeholders.Inspecting Equipment, Structures, or Material:    Evaluates performance of equipment, structures, and/or 
materials.    Conducts inspections of equipment, structures and/or material, to ensure proper installation, maintenance, 
and/or operation.Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and 
reports, (such as, but not limited to the NEPA Administrative record, enforcement action request, grant applications, 
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etc.).    Documents all relevant work activities, contacts, and meetings.Developing and Building Teams:    Encourages and 
works harmoniously with team members by listening, sharing, and/or brainstorming.    Volunteers and participates in 
work groups, special assignments, planning teams, etc., as opportunities arise that further established goals.    Seeks out 
ways to involve staff and seeks their commitment to departmental goals.Processing Information:    Compiles, processes, 
and reviews records, data, operational plans, enforcement action requests, etc.    Compiles all required technical 
information for environmental or other documents.    Manages databases, as designated, to meet agency requirements.    
Generates queries and develop reports for stakeholders.Thinking Creatively:    Seeks opportunities to improve processes 
to ensure goals and/or mission of the department are met or exceeded.    Needs to create and design outreach material 
(i.e. websites, social media, etc.) and/or regulatory assistance/training programs that apply to stakeholders.Repairing 
and Maintaining Mechanical Equipment:    Calibrates mechanical equipment (such as, but not limited to: ozone monitor, 
etc.), as needed.    Maintains equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to 
perform duties.Performing General Physical Activities:    Performs physical activities, such as, walking (i.e. ditches, 
uneven terrain, etc), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc.    
Performs physically demanding, ecologically-based stewardship and natural resource management on state natural 
areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management 
of rare species habitat, controlled fire, trail maintenance, boundary maintenance, invasive species control, 
etc.).Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed.Getting Information:    
Conducts and/or oversees environmental surveys, inventories or monitoring, including site evaluations that may be of 
conservation interest.    Performs research on regulatory information sources, to provide assistance and stay current 
with local, state, and federal standards and/or procedures.    Reviews rules, track updates, and assess impacts to 
stakeholders.    Searches for entities that should be regulated, to identify and inform those that need to be brought into 
compliance.    Obtains and receives records, data, operational plans, enforcement action requests, etc.    Attends 
meetings (such as, but not limited to: board meetings, regulatory meetings, association meetings, etc.).Performing 
Administrative Activities:    Assists management with review, response, and/or analysis of legislation, public 
correspondence, etc.    Drafts and/or develops documents (such as, but not limited to administrative orders, letters, 
permits, etc.), for review and signature.    Ensures confidential material is not disclosed or made accessible to 
unauthorized personnel.    Recognizes and coordinates interpretation or translation services, as needed.    Supervises the 
preparation and maintenance of operating records and reports.    Ensures all activities, contacts, and meetings are 
properly filed.    Distributes documents to appropriate parties, to ensure proper routing.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)    
Ensures files are managed according to the Records Disposition Authorization (RDA).Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain 
vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws.Updating and Using 
Relevant Knowledge:    Ensures that direct reports maintain at least minimum standards in training and certification.    
Fulfills established educational/training requirements.    Updates and determines application of regulatory information.    
Seeks opportunities for professional development." 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Decision Quality                 Problem Solving    Developing Direct Reports & Others    
Directing Others    Customer Focus    Hiring & Staffing    Managerial Courage    Organizational Agility    Priority 
SettingKnowledge:    Personnel & Human Resources    Customer & Personal Services    Law & Government    
Administration & Management    Computer & Electronics    Biology    Mathematics    Chemistry    Education & Training    
Engineering & Technology    Geology    Communication & Media    Geography Clerical    PhysicsSkills:    Reading 
Comprehension    Instructing    Speaking    Writing    Critical Thinking    Active Listening    Judgment & Decision Making    
Management of Personnel Resources    Active Learning    Negotiation    Complex Problem Solving    Time Management    
Management of Material Resources    Monitoring    Science    Social Perceptiveness    Management of Financial 
Resources    Coordination    Persuasion    Service Orientation    Learning Strategies    Troubleshooting    Equipment 
Selection    Systems Evaluation    Quality Control Analysis    System Analysis    Equipment MaintenanceAbilities:    Written 
Comprehension    Written Expression    Speech Clarity    Oral Comprehension    Deductive Reasoning    Oral Expression    
Speech Recognition    Problem Sensitivity    Time Sharing    Inductive Reasoning    Selective Attention    Mathematical 
Reasoning    Number Facility    Fluency of Ideas    Originality    Multilimb Coordination    Near Vision    Memorization    
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Category of Flexibility    Perceptual Speed    Visualization    Far Vision    Spatial Orientation    Flexibility of Closure    
Informing Ordering 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATV)    Two-Way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072924 - ENV SPECIALIST 6 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3403 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in 
environmental science, biology, chemistry, geology, physics, ecology, sustainability, applied science in sustainability, or 
other acceptable science or natural resource related field and five years of full-time professional environmental program 
or natural resource conservation work including, at least, one year of supervisory experience. Substitution of Education 
for Experience:  Graduate coursework in environmental science, biology, chemistry, geology, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required supervisory experience (24 semester hours is equivalent to one year).Substitution of 
Experience for Education: Qualifying full-time environmental or natural resource conservation program experience may 
substitute for the required education, on a year-for-year basis, to a maximum of four years. ORFive years of full-time 
professional environmental or natural resource conservation program work including, one year of supervisory 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Applicants for positions in the Department of 
Military must:     Be willing to and able to qualify with, carry, and use assigned weapons as designated by the appointing 
authority;    Be eligible to receive and maintain a security clearance in accordance with applicable agency regulations as 
designated by the appointing authority;    Be at least eighteen (18) years of age;    Be a citizen of the United States;    
Have a good moral character, as determined by investigation;     Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history record 
check as designated by the appointing authority;    Not have been convicted or pleaded guilty to or entered a plea of 
nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances relating to force, 
violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205;    Not have 
been discharged under any other than honorable conditions from any branch of the United States armed forces;    Pass a 
physical examination administered by a licensed physician that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position as designated by the appointing authority;    Pass a psychological 
evaluation administered by a licensed mental health professional that is consistent with the Americans with Disabilities 
Act and that relates to the essential functions of the position as designated by the appointing authority.Examination 
Method: Education and Experience,100%, for Preferred Service positions.  For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional environmental, natural resources and/or similar 
science related program supervisory work; or is a technical program manager with statewide responsibility of 
considerable difficulty and performs related work as required.  Distinguishing Features: An employee in this class 
performs professional environmental supervisory and/or programmatic duties in an environmental regulatory and/or 
assistance division by either managing a small central office program or section with statewide responsibility, 
functioning as a field office full assistant manager over at least six professional subordinates, managing a complex field 
office with fewer than three professional subordinates, or managing a complex field office with fewer than twelve 
professional subordinates. An employee in this class may perform supervisory duties and/or manage natural resource 
and/or inventory duties in a statewide conservation or other non-regulatory small central office technical program or 
section with statewide responsibility. This class differs from Env Specialist 5 in that an incumbent of the latter either 
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functions as a technical program specialist with statewide responsibility, supervises five or more professional 
subordinates in a most complex environmental office, or supervises eight or more professional subordinates in a 
complex environmental office. This class differs from the Env Field Office Manager in that an incumbent of the latter is a 
manager over a most complex field office with at least four professional positions (including the manager); or a manager 
over a complex field office with at least eight professional positions. This class differs from Env Program Manager 1 in 
that an incumbent of the latter manages either multiple field offices or a moderate-sized technical central office section. 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:     Oversees and/or investigates complaints; develops and/or reviews 
corrective recommendations for identified problems, and if necessary, initiates legal action to effect compliance of 
established standards, laws, rules, regulations, or policies.    Prevents grievances by fostering an atmosphere where 
potential problems are brought forth and resolved.    Coordinates with Division of Human Resources (DHR), to ensure 
that all critical factors are considered, when determining the need for disciplinary action of a subordinate, and impose 
necessary discipline.Monitor Processes, Materials, or Surroundings:    Performs environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards.    Performs environmental or other compliance monitoring.Staffing Organizational 
Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit.    Ensures that Preferred 
Service rules are strictly adhered to in selecting and recommending applicants for employment or promotion.Developing 
Objectives and Strategies:    Develops standard operating procedures to ensure compliance with established standards 
and consistency with divisional and departmental policies.Interpreting the Meaning of Information for Others:    
Communicates and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders.    Interprets findings, 
results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.).Provide Consultation and Advice to Others:    
Manages a small technical central office program or section providing consultative, technical, or educational information 
to other environmental staff, industries, municipalities, counties, individuals, or groups.    Serves as a statewide technical 
program specialist by providing consultative, technical, or educational services to industry, municipalities, counties, 
individuals, or groups in the necessity and methodology of enhancing environmental stewardship, health or other 
standards, practices, and safety.    Provides technical expertise in handling disasters involving nuclear, transportation, 
and industrial accidents as well as natural catastrophes.    Assists central office personnel with the development of 
and/or revisions to regulations and guidance documents.    Responds to environmental or other requests/inquiries, in a 
timely manner.    Updates regulatory information to stakeholders.Guiding, Directing, and Motivating Subordinates:    
Serves as a manager at a small or less complex field office.    Serves as a full assistant manager of at least six 
environmental professionals in a field office or central office section.    Completes and submits performance review 
documents for direct reports accurately and promptly.    Adheres to all directives, policies, procedures, and protocols to 
provide an example to direct reports.    Plans, organizes, and advises direct reports, as needed to meet program goals.    
Assists direct reports in coordinating activities.Making Decisions and Solving Problems:    Analyzes available 
information/data, to ensure the best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited 
to: the public, legislators, other government agencies, coworkers, non-governmental organizations, etc.), needs.    
Determines if compliance violation warrants an enforcement order.    Reviews plans and reports to determine future 
regulatory actions required.Analyzing Data or Information:    Analyzes environmental and/or other information, such as 
monitoring records, site inspections, sampling data, etc. to determine if further action is necessary.    Assists in 
developing standards; performs special evaluation studies of environmental pollution and its socioeconomic effects; and 
prepares reports of findings.Evaluating Information to Determine Compliance with Standards:    Oversees environmental 
compliance monitoring and inspection work in a small or less complex office responsible for a program within air 
pollution, water resources, remediation, underground storage tanks, solid waste management, radiological health, 
natural areas, or Department of Energy Oversight, etc.    Oversees environmental compliance monitoring and inspection 
work or independently performs inspection duties in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural areas, or Department of Energy 
Oversight, etc.    Enforces established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted.    Determines if the documents (i.e., permits, 
applications, National Environmental Policy Act (NEPA), licenses, etc.) may be approved by reviewing and evaluating 
information submitted by applicant or acquired by site inspections and/or other informative sources used for 
determining minimum environmental or other compliance with established standards.    Ensures that completed 
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budgets are properly justified and submitted in a timely manner with properly coded expenditures, as warranted.    
Reviews staff reports, performance review documents, and other submitted documentation for accuracy and 
completeness.    Ensures statutory obligations are fulfilled.    Ensures that all agency directives, policies, procedures, and 
protocols are adhered to by direct reports.    Ensures direct reports are completing tasks on time and within assigned 
performance standards.    Ensures that direct reports submit electronic and paper reports as required accurately and 
promptly.Coordinating the Work and Activities of Others:    Coordinates environmental project management duties at 
assigned sites; including interaction with responsible parties, review of relevant documents and information pertinent to 
the site.    Coordinates committee meetings, to develop policies, procedures, and plans.    Coordinates and/or leads 
meetings with stakeholders.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Prepares 
documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, 
to ensure missions are met.Training and Teaching Others:    Provides high-quality education and training to 
stakeholders.    Training needs are identified and plans developed and proposed to overcome performance 
deficiencies.Coaching and Developing Others:    Provides coaching to subordinates on appropriate performance 
management techniques in accordance with recommendations from agency HR.    Addresses and/or recognizes the 
performance of assigned direct reports appropriately in accordance with established policy.    Provides and/or 
participates in training direct reports.    Oversees the establishment and implementation of an orientation program for 
subordinates.    Seeks professional development opportunities for subordinates.Scheduling Work and Activities:    
Manages and/or assists in managing statewide programs, including certifying officials, coordination and training, records 
management, and reporting requirements (i.e. the ginseng program, etc.).    Schedules work week to address regular 
and complaint inspections, tasks, directives, correspondence, etc.Performing for or Working Directly with the Public:    
Schedules, participates in, and/or leads public meetings/hearings, as required.    Schedules, participates in, and/or leads 
public outreach presentations, (such as, but not limited to: school presentations, guided hikes, special events, 
etc.).Monitoring and Controlling Resources:    Provides technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs.    Ensures contractors' proposed work activities comply with 
established rates.    Manages fee programs to ensure that funds are properly and accurately distributed and tracked.    
Determines eligibility to participate in fund reimbursement programs.    Assists management with budget 
development.Communicating with Supervisors, Peers, or Subordinates:    Provides effective communication to 
supervisors, peers, or subordinates by telephone, email, verbally, etc.    Communicates regularly with direct reports, 
coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff meetings, performance evaluations, 
etc.).    Advises management about issues of concern, as they occur.    Recognizes, provides, and communicates areas of 
improvement.Establishing and Maintaining Interpersonal Relationships:    Works with other agencies and organizations 
to ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.    Ensures healthy relationships with stakeholders.    Relates observations, conclusions, and opinions to co-
workers/internal customers in a respectful and professional manner.Communicating with Persons Outside Organization:    
Provides high-quality outreach, including design, distribution of information, and technical assistance to stakeholders.    
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner, so as to 
meet the mission.    Follows established policy for media/legislative contacts, which may include providing a response.    
Coordinates with local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or 
joint projects.    Updates and inform stakeholders of policy and/or regulation changes, as they occur.    Uses tools, such 
as GIS, etc., to inform and educate stakeholders and improve or maintain environmental resources.Organizing, Planning, 
and Prioritizing Work:    Implements state and/or federal grant/loan projects, including planning, researching, field work, 
data management, report writing, and public outreach.    Performs natural areas planning, including the preparation and 
updating of management plans and ensuring annual reports are compiled and submitted, each year.    Assists in the 
development of administrative policy drafts.    Prioritizes work assignments to ensure goals are met.Selling or 
Influencing Others:    Builds consensus among stakeholders, in order to further the mission and goals.    Makes 
presentations to internal and external stakeholders.Interacting With Computers:    Uses various software programs, such 
as word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc.    Enters time and leave within 
the designated computer program, in a proper and timely manner.    Designs or develops databases, for 
stakeholders.Inspecting Equipment, Structures, or Material:    Evaluates performance of equipment, structures, and/or 
materials.    Conducts inspections of equipment, structures and/or material, to ensure proper installation, maintenance, 
and/or operation.Documenting/Recording Information:    Prepares and/or maintains complete and accurate records and 
reports, (such as, but not limited to the NEPA Administrative record, enforcement action request, grant applications, 
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etc.).    Documents all relevant work activities, contacts, and meetings.Developing and Building Teams:    Encourages and 
works harmoniously with team members by listening, sharing, and/or brainstorming.    Volunteers and participates in 
work groups, special assignments, planning teams, etc., as opportunities arise that further established goals.    Seeks out 
ways to involve staff and seeks their commitment to departmental goals.Processing Information:    Compiles, processes, 
and reviews records, data, operational plans, enforcement action requests, etc.    Compiles all required technical 
information for environmental or other documents.    Manages databases, as designated, to meet agency requirements.    
Generates queries and develop reports for stakeholders.Thinking Creatively:    Seeks opportunities to improve processes 
to ensure goals and/or mission of the department are met or exceeded.    Needs to create and design outreach material 
(i.e. websites, social media, etc.) and/or regulatory assistance/training programs that apply to stakeholders.Repairing 
and Maintaining Mechanical Equipment:    Calibrates mechanical equipment (such as, but not limited to: ozone monitor, 
etc.), as needed.    Maintains equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to 
perform duties.Performing General Physical Activities:    Performs physical activities, such as, walking (i.e. ditches, 
uneven terrain, etc), wading in water, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc.    
Performs physically demanding, ecologically-based stewardship and natural resource management on state natural 
areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management 
of rare species habitat, controlled fire, trail maintenance, boundary maintenance, invasive species control, 
etc.).Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed.Getting Information:    
Conducts and/or oversees environmental surveys, inventories or monitoring, including site evaluations that may be of 
conservation interest.    Performs research on regulatory information sources, to provide assistance and stay current 
with local, state, and federal standards and/or procedures.    Reviews rules, track updates, and assess impacts to 
stakeholders.    Searches for entities that should be regulated, to identify and inform those that need to be brought into 
compliance.    Obtains and receives records, data, operational plans, enforcement action requests, etc.    Attends 
meetings (such as, but not limited to: board meetings, regulatory meetings, association meetings, etc.).Performing 
Administrative Activities:    Assists management with review, response, and/or analysis of legislation, public 
correspondence, etc.    Drafts and/or develops documents (such as, but not limited to administrative orders, letters, 
permits, etc.), for review and signature.    Ensures confidential material is not disclosed or made accessible to 
unauthorized personnel.    Recognizes and coordinates interpretation or translation services, as needed.    Supervises the 
preparation and maintenance of operating records and reports.    Ensures all activities, contacts, and meetings are 
properly filed.    Distributes documents to appropriate parties, to ensure proper routing.    Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)    
Ensures files are managed according to the Records Disposition Authorization (RDA).Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain 
vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws.Updating and Using 
Relevant Knowledge:    Ensures that direct reports maintain at least minimum standards in training and certification.    
Fulfills established educational/training requirements.    Updates and determines application of regulatory information.    
Seeks opportunities for professional development." 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Decision Quality                 Problem Solving    Developing Direct Reports & Others    
Directing Others    Customer Focus    Hiring & Staffing    Managerial Courage    Organizational Agility    Priority 
SettingKnowledge:    Personnel & Human Resources    Customer & Personal Services    Law & Government    
Administration & Management    Computer & Electronics    Biology    Mathematics    Chemistry    Education & Training    
Engineering & Technology    Geology    Communication & Media    Geography Clerical    PhysicsSkills:    Reading 
Comprehension    Instructing    Speaking    Writing    Critical Thinking    Active Listening    Judgment & Decision Making    
Management of Personnel Resources    Active Learning    Negotiation    Complex Problem Solving    Time Management    
Management of Material Resources    Monitoring    Science    Social Perceptiveness    Management of Financial 
Resources    Coordination    Persuasion    Service Orientation    Learning Strategies    Troubleshooting    Equipment 
Selection    Systems Evaluation    Quality Control Analysis    System Analysis    Equipment MaintenanceAbilities:    Written 
Comprehension    Written Expression    Speech Clarity    Oral Comprehension    Deductive Reasoning    Oral Expression    
Speech Recognition    Problem Sensitivity    Time Sharing    Inductive Reasoning    Selective Attention    Mathematical 
Reasoning    Number Facility    Fluency of Ideas    Originality    Multilimb Coordination    Near Vision    Memorization    
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Category of Flexibility    Perceptual Speed    Visualization    Far Vision    Spatial Orientation    Flexibility of Closure    
Informing Ordering 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Firearms (Military)    Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-
Terrain Vehicles (ATV)    Two-Way Radios    Cameras and Optical Equipment    Global Positioning System (GPS)    
Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    Outdoor Power Equipment 
and Hand Tools    Projector    Laboratory Equipment 
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072510 - EPIDEMIOLOGIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2081 
 
Minimum Qualifications: 
"Education and Experience: The minimum qualifications for this level will be a master’s degree in epidemiology, public 
health, biostatistics, statistics or health informatics. Degree must be from an accredited college or university.  
Substitution of Experience for Education: A master’s degree in a health science, biomedical science or environmental 
science field with two years’ work experience in epidemiology. Degree must be from an accredited college or 
university." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class manages data and 
conducts epidemiological evaluations and studies in communicable and environmental diseases and general population 
health. The incumbent also participates in making health and risk assessments and provides expertise to health 
department physicians, medical professionals, other departmental personnel and environmental regulatory personnel. 
This class differs from that of Epidemiologist 2 in that an incumbent of the latter is responsible for work of greater scope 
and responsibility and may or may not supervise. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance on standards to stakeholders and advice to 
management or other groups on technical, systems, or process related topics.    Provides guidance on technical support 
to stakeholders and advice to management or other groups on technical, systems, or process-related topics.Processing 
Information:    Conducts basic descriptive epidemiologic analyses and reports findings to supervisor.    Compiles, codes, 
categorizes, calculates, tabulates, audits and verifies information or data.Monitor Processes, Materials, or Surroundings:    
Monitors and reports incidences of diseases or events to local, state and federal agencies to understand the distribution 
of diseases throughout the state.Making Decisions and Solving Problems:    Participates in the design and evaluation of 
study protocols and health status questionnaires, sample selections and analyses.    Analyzes information and evaluates 
results to choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Translates 
or explains what information means and how to can be used.    Communicates epidemiologic findings of diseases and 
health events to stakeholders.Analyzing Data or Information:    Identifies the underlying principles, reasons or facts of 
information by breaking down information or data into separate parts.    Applies basic statistical knowledge to data 
analyses.Interacting with Computers:    Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS).    Utilizes 
computers and computer systems (including hardware and software) to program, set up functions, enter data or process 
information.Getting Information:    Collects population based information from public health partners and stakeholders 
to ultimately reduce the incidence and spread of disease.Evaluating Information to Determine Compliance with 
Standards:    Assesses data to ensure compliance with laws, regulations or standards.Communicating with Supervisors, 
Peers or Subordinates:    Maintains contact with other related public health program staff in order to coordinate 
operations, functions, activities and services.    Provides timely information to supervisors and co-workers in a clear and 
accurate manner.    Identifies issues needing management’s attention and seeks support as needed.Thinking Creatively:    
Participates in the development, design or creation of new applications, ideas, relationships, strategies, systems or 
products.Documenting/Recording Information:    Enters, transcribes, records, stores or maintains 
information.Performing for or Working Directly with the Public:    Deals directly with the public in a professional manner 
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as directed by management. Identifying Objects, Actions and Events:    Conducts surveillance activities for diseases and 
identifies health events.    Identifies data sources that can be used to identify health related events.Communicating with 
Persons Outside Organization:    Performs public contact and liaison work with other departments, governmental 
entities, social and community agencies or individuals.Updating and Using Relevant Knowledge:    Keeps up-to-date 
technically and applies new knowledge to the job.Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with others and maintains them over time.Organizing, Planning, and 
Prioritizing Work:    Works with management to develop goals and plans to prioritize, organize and accomplish the 
work.Training and Teaching Others:    Works with management to identify the educational needs of others.    
Participates in the development of educational or training programs or classes.    Participates in teaching or instructing 
others, as required.Performing Administrative Activities:                                                                        Performs day-to-day 
administrative tasks such as maintaining files and processing paperwork. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Functional/Technical Competency    Integrity and Trust    Intellectual Horsepower    
Learning on the Fly    Organizing    Problem Solving    Technical Learning    Time ManagementKnowledge:    Biology    
Clerical    Computers and Electronics    Mathematics Skills:    Active Learning    Active Listening    Critical Thinking    
Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Complex Problem Solving    
Programming    Troubleshooting    Time Management    Service OrientationAbilities:    Deductive Reasoning    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Time Sharing    Written Comprehension    Written Expression    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Other Office Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072510 - EPIDEMIOLOGIST 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2082 
 
Minimum Qualifications: 
"Education and Experience: The minimum qualifications for this level will be a master’s degree in epidemiology, public 
health, biostatistics, statistics or health informatics. Degree must be from an accredited college or university.  
Substitution of Experience for Education: A master’s degree in a health science, biomedical science or environmental 
science field with two years’ work experience in epidemiology. Degree must be from an accredited college or 
university." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class manages data and 
conducts epidemiological evaluations and studies in communicable and environmental diseases and general population 
health. The incumbent also participates in making health and risk assessments and provides expertise to health 
department physicians, medical professionals, other departmental personnel and environmental regulatory personnel. 
This class differs from that of Epidemiologist 2 in that an incumbent of the latter is responsible for work of greater scope 
and responsibility and may or may not supervise. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance on standards to stakeholders and advice to 
management or other groups on technical, systems, or process related topics.    Provides guidance on technical support 
to stakeholders and advice to management or other groups on technical, systems, or process-related topics.Processing 
Information:    Conducts basic descriptive epidemiologic analyses and reports findings to supervisor.    Compiles, codes, 
categorizes, calculates, tabulates, audits and verifies information or data.Monitor Processes, Materials, or Surroundings:    
Monitors and reports incidences of diseases or events to local, state and federal agencies to understand the distribution 
of diseases throughout the state.Making Decisions and Solving Problems:    Participates in the design and evaluation of 
study protocols and health status questionnaires, sample selections and analyses.    Analyzes information and evaluates 
results to choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Translates 
or explains what information means and how to can be used.    Communicates epidemiologic findings of diseases and 
health events to stakeholders.Analyzing Data or Information:    Identifies the underlying principles, reasons or facts of 
information by breaking down information or data into separate parts.    Applies basic statistical knowledge to data 
analyses.Interacting with Computers:    Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS).    Utilizes 
computers and computer systems (including hardware and software) to program, set up functions, enter data or process 
information.Getting Information:    Collects population based information from public health partners and stakeholders 
to ultimately reduce the incidence and spread of disease.Evaluating Information to Determine Compliance with 
Standards:    Assesses data to ensure compliance with laws, regulations or standards.Communicating with Supervisors, 
Peers or Subordinates:    Maintains contact with other related public health program staff in order to coordinate 
operations, functions, activities and services.    Provides timely information to supervisors and co-workers in a clear and 
accurate manner.    Identifies issues needing management’s attention and seeks support as needed.Thinking Creatively:    
Participates in the development, design or creation of new applications, ideas, relationships, strategies, systems or 
products.Documenting/Recording Information:    Enters, transcribes, records, stores or maintains 
information.Performing for or Working Directly with the Public:    Deals directly with the public in a professional manner 
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as directed by management. Identifying Objects, Actions and Events:    Conducts surveillance activities for diseases and 
identifies health events.    Identifies data sources that can be used to identify health related events.Communicating with 
Persons Outside Organization:    Performs public contact and liaison work with other departments, governmental 
entities, social and community agencies or individuals.Updating and Using Relevant Knowledge:    Keeps up-to-date 
technically and applies new knowledge to the job.Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with others and maintains them over time.Organizing, Planning, and 
Prioritizing Work:    Works with management to develop goals and plans to prioritize, organize and accomplish the 
work.Training and Teaching Others:    Works with management to identify the educational needs of others.    
Participates in the development of educational or training programs or classes.    Participates in teaching or instructing 
others, as required.Performing Administrative Activities:                                                                        Performs day-to-day 
administrative tasks such as maintaining files and processing paperwork. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Functional/Technical Competency    Integrity and Trust    Intellectual Horsepower    
Learning on the Fly    Organizing    Problem Solving    Technical Learning    Time ManagementKnowledge:    Biology    
Clerical    Computers and Electronics    Mathematics Skills:    Active Learning    Active Listening    Critical Thinking    
Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Complex Problem Solving    
Programming    Troubleshooting    Time Management    Service OrientationAbilities:    Deductive Reasoning    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Time Sharing    Written Comprehension    Written Expression    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Other Office Related Equipment as Required 
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072510 - EPIDEMIOLOGIST 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2083 
 
Minimum Qualifications: 
"Education and Experience: The minimum qualifications for this level will be a master’s degree in epidemiology, public 
health, biostatistics, statistics or health informatics. Degree must be from an accredited college or university.  
Substitution of Experience for Education: A master’s degree in a health science, biomedical science or environmental 
science field with two years’ work experience in epidemiology. Degree must be from an accredited college or 
university." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class manages data and 
conducts epidemiological evaluations and studies in communicable and environmental diseases and general population 
health. The incumbent also participates in making health and risk assessments and provides expertise to health 
department physicians, medical professionals, other departmental personnel and environmental regulatory personnel. 
This class differs from that of Epidemiologist 2 in that an incumbent of the latter is responsible for work of greater scope 
and responsibility and may or may not supervise. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance on standards to stakeholders and advice to 
management or other groups on technical, systems, or process related topics.    Provides guidance on technical support 
to stakeholders and advice to management or other groups on technical, systems, or process-related topics.Processing 
Information:    Conducts basic descriptive epidemiologic analyses and reports findings to supervisor.    Compiles, codes, 
categorizes, calculates, tabulates, audits and verifies information or data.Monitor Processes, Materials, or Surroundings:    
Monitors and reports incidences of diseases or events to local, state and federal agencies to understand the distribution 
of diseases throughout the state.Making Decisions and Solving Problems:    Participates in the design and evaluation of 
study protocols and health status questionnaires, sample selections and analyses.    Analyzes information and evaluates 
results to choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Translates 
or explains what information means and how to can be used.    Communicates epidemiologic findings of diseases and 
health events to stakeholders.Analyzing Data or Information:    Identifies the underlying principles, reasons or facts of 
information by breaking down information or data into separate parts.    Applies basic statistical knowledge to data 
analyses.Interacting with Computers:    Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS).    Utilizes 
computers and computer systems (including hardware and software) to program, set up functions, enter data or process 
information.Getting Information:    Collects population based information from public health partners and stakeholders 
to ultimately reduce the incidence and spread of disease.Evaluating Information to Determine Compliance with 
Standards:    Assesses data to ensure compliance with laws, regulations or standards.Communicating with Supervisors, 
Peers or Subordinates:    Maintains contact with other related public health program staff in order to coordinate 
operations, functions, activities and services.    Provides timely information to supervisors and co-workers in a clear and 
accurate manner.    Identifies issues needing management’s attention and seeks support as needed.Thinking Creatively:    
Participates in the development, design or creation of new applications, ideas, relationships, strategies, systems or 
products.Documenting/Recording Information:    Enters, transcribes, records, stores or maintains 
information.Performing for or Working Directly with the Public:    Deals directly with the public in a professional manner 
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as directed by management. Identifying Objects, Actions and Events:    Conducts surveillance activities for diseases and 
identifies health events.    Identifies data sources that can be used to identify health related events.Communicating with 
Persons Outside Organization:    Performs public contact and liaison work with other departments, governmental 
entities, social and community agencies or individuals.Updating and Using Relevant Knowledge:    Keeps up-to-date 
technically and applies new knowledge to the job.Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with others and maintains them over time.Organizing, Planning, and 
Prioritizing Work:    Works with management to develop goals and plans to prioritize, organize and accomplish the 
work.Training and Teaching Others:    Works with management to identify the educational needs of others.    
Participates in the development of educational or training programs or classes.    Participates in teaching or instructing 
others, as required.Performing Administrative Activities:                                                                        Performs day-to-day 
administrative tasks such as maintaining files and processing paperwork. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Functional/Technical Competency    Integrity and Trust    Intellectual Horsepower    
Learning on the Fly    Organizing    Problem Solving    Technical Learning    Time ManagementKnowledge:    Biology    
Clerical    Computers and Electronics    Mathematics Skills:    Active Learning    Active Listening    Critical Thinking    
Mathematics    Monitoring    Reading Comprehension    Science    Speaking    Writing    Complex Problem Solving    
Programming    Troubleshooting    Time Management    Service OrientationAbilities:    Deductive Reasoning    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Time Sharing    Written Comprehension    Written Expression    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Other Office Related Equipment as Required 
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072511 - EPIDEMIOLOGIST 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2084 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in epidemiology, 
public health, biostatistics, statistics or health informatics.OR: Education and Experience: Graduation from an accredited 
college or university with a master's degree in a health science, biomedical science or environmental science field with 
experience equivalent to two years' work experience in epidemiology. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class manages data and 
conducts epidemiological evaluations and studies in communicable and environmental diseases and general population 
health. The incumbent also participates in making health and risk assessments and provides expertise to health 
department physicians, medical professionals, other departmental personnel and environmental regulatory personnel. 
This class differs from that of Epidemiologist 2 in that an incumbent of the latter is responsible for work of greater scope 
and responsibility and may or may not supervise. 
 
Work Activities: 
Provide Consultation and Advice to Others: Provides guidance on standards to stakeholders and advice to management 
or other groups on technical, systems, or process related topics. Provides guidance on technical support to stakeholders 
and advice to management or other groups on technical, systems, or process-related topics.Processing Information: 
Conducts basic descriptive epidemiologic analyses and reports findings to supervisor. Compiles, codes, categorizes, 
calculates, tabulates, audits and verifies information or data.Monitor Processes, Materials, or Surroundings: Monitors 
and reports incidences of diseases or events to local, state and federal agencies to understand the distribution of 
diseases throughout the state.Making Decisions and Solving Problems: Participates in the design and evaluation of study 
protocols and health status questionnaires, sample selections and analyses. Analyzes information and evaluates results 
to choose the best solution and solve problems.Interpreting the Meaning of Information for Others: Translates or 
explains what information means and how to can be used. Communicates epidemiologic findings of diseases and health 
events to stakeholders.Analyzing Data or Information: Identifies the underlying principles, reasons or facts of 
information by breaking down information or data into separate parts. Applies basic statistical knowledge to data 
analyses.Interacting with Computers: Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS). Utilizes computers 
and computer systems (including hardware and software) to program, set up functions, enter data or process 
information.Getting Information: Collects population based information from public health partners and stakeholders to 
ultimately reduce the incidence and spread of disease.Evaluating Information to Determine Compliance with Standards: 
Assesses data to ensure compliance with laws, regulations or standards.Communicating with Supervisors, Peers or 
Subordinates: Maintains contact with other related public health program staff in order to coordinate operations, 
functions, activities and services. Provides timely information to supervisors and co-workers in a clear and accurate 
manner. Identifies issues needing management's attention and seeks support as needed.Thinking Creatively: 
Participates in the development, design or creation of new applications, ideas, relationships, strategies, systems or 
products.Documenting/Recording Information: Enters, transcribes, records, stores or maintains information.Performing 
for or Working Directly with the Public: Deals directly with the public in a professional manner as directed by 
management. Identifying Objects, Actions and Events: Conducts surveillance activities for diseases and identifies health 
events. Identifies data sources that can be used to identify health related events.Communicating with Persons Outside 
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Organization: Performs public contact and liaison work with other departments, governmental entities, social and 
community agencies or individuals.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to the job.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with others and maintains them over time.Organizing, Planning, and Prioritizing 
Work: Works with management to develop goals and plans to prioritize, organize and accomplish the work.Training and 
Teaching Others: Works with management to identify the educational needs of others. Participates in the development 
of educational or training programs or classes. Participates in teaching or instructing others, as required.Performing 
Administrative Activities:                                                                     Performs day-to-day administrative tasks such as 
maintaining files and processing paperwork. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Functional/Technical Competency Integrity and Trust Intellectual Horsepower Learning 
on the Fly Organizing Problem Solving Technical Learning Time ManagementKnowledge: Biology Clerical Computers and 
Electronics Mathematics Skills: Active Learning Active Listening Critical Thinking Mathematics Monitoring Reading 
Comprehension Science Speaking Writing Complex Problem Solving Programming Troubleshooting Time Management 
Service OrientationAbilities: Deductive Reasoning Inductive Reasoning Information Ordering Mathematical Reasoning 
Oral Comprehension Oral Expression Problem Sensitivity Time Sharing Written Comprehension Written Expression 
Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart 
PhoneOther Office Related Equipment as Required 
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072512 - EPIDEMIOLOGIST 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2089 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a doctorate’s degree in 
epidemiology. OR Education and Experience: Graduation from an accredited college or university with a doctorate’s 
degree in  medicine (MD), osteopathic medicine (DO), veterinarian medicine (DVM) public health, biostatistics, statistics, 
health informatics health sciences, biomedical sciences or environmental sciences with experience equivalent to two 
years’ work experience in epidemiology.Substitution of Education for Experience: Additional graduate coursework in 
public health or an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a year-
for-year basis to a maximum of two years.  OR Education and Experience: Graduation from an accredited college or 
university with a master’s degree in epidemiology, public health, biostatistics, statistics, or health informatics with 
experience equivalent to four year’s work experience in epidemiology.Substitution of Education for Experience: 
Additional studies with an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a 
year-for-year basis to a maximum of two years.OREducation and Experience: Graduation from an accredited college or 
university with a master’s degree in health science, biomedical science or environmental science with experience 
equivalent to six year’s work experience in epidemiology.Substitution of Education for Experience: Additional studies 
with an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a year-for-year 
basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class conducts scientific 
research in communicable diseases, environmental epidemiology and toxicology. The incumbent also makes health and 
risk assessments and provides expertise to health department physicians, other departmental personnel and 
environmental regulatory personnel. This class differs from that of Epidemiologist 1 in that an incumbent of the latter is 
responsible for work of lesser scope and responsibility and does not supervise. This class differs from that of 
Epidemiologist 3 in that an incumbent of the latter is responsible for directing all functions of a major public health 
section, program or division as a whole. 
 
Work Activities: 
Analyzing Data or Information: Participates in, designs and coordinates epidemiologic studies. Identifies the underlying 
principles, reasons or facts of information by breaking down information or data into separate parts. Applies basic 
statistical knowledge to complex data analyses.Making Decisions and Solving Problems: Designs and evaluates study 
protocols and health status questionnaires, sample selections and analyses. Analyzes information and evaluates results 
to choose the best solution and solve problems.Processing Information: Conducts or coordinates epidemiologic analyses 
and reports findings to management or stakeholders. Compiles, codes, categorizes, calculates, tabulates, audits and 
verifies information or data or coordinates the activities.Monitoring and Controlling Resources: Participates in the 
preparation, submission and administration of program budget. Participates in grant development, administration and 
monitoring to ensure compliance with grant requirements. Works with others to monitor and control resources and 
oversee project expenditures.Resolving Conflicts and Negotiating with Others: Handles or assists with complaints, 
settling disputes and resolving grievances and conflicts, or otherwise negotiating with others, as needed.Establishing 
and Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships with others 
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and maintains them over time.Communicating with Persons Outside Organization: Coordinates or performs public 
contact and liaison work with other departments, governmental entities, social and community agencies and 
others.Thinking Creatively: Develops, designs or creates new applications, ideas, relationships, strategies, systems or 
products.Performing for or Working Directly with the Public: Deals directly with the public in a professional manner as 
directed by management.Interacting with Computers: Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS) to 
perform analyses. Utilizes computers and computer systems (including hardware and software) to program, set up 
functions, enter data or process information.Provide Consultation and Advice to Others: Provides guidance on standards 
to stakeholders and advice to management or other groups on technical, systems, or process related topics. Provides 
guidance on technical support to stakeholders and advice to management or other groups on technical, systems, or 
process-related topics.Interpreting the Meaning of Information for Others: Communicates and interprets policies and 
procedures to the field staff. Translates or explains what information means and how to can be used. Communicates 
epidemiologic findings of diseases and health events to stakeholders.Developing Objectives and Strategies: Participates 
in needs assessments, resource allocation and program evaluation, planning and development for the assigned 
program. Participates actively in strategic planning for the program.Guiding, Directing and Motivating Subordinates: 
Provides guidance and direction to assigned staff, including settling performance standards and monitoring 
performance.Monitor Processes, Materials, or Surroundings: Monitors and reports incidences of diseases or events to 
local, state and federal agencies to understand the distribution of diseases throughout the state. Coordinates the 
monitoring and reporting of incidences of diseases or events through supervision of staff, as required.Getting 
Information: Collects population based information from public health partners and stakeholders to ultimately reduce 
the incidence and spread of disease.Developing and Building Teams: Encourages and builds mutual trust, respect and 
cooperation among team members.Staffing Organizational Units: Makes recommendations on human resource actions 
such as employment, promotion, demotion, transfer, retention and increases for exceptional performance, as 
needed.Identifying Objects, Actions and Events: Coordinates or conducts surveillance activities for diseases and 
identifies health events. Identifies and utilizes data sources to identify health related events.Organizing, Planning, and 
Prioritizing Work: Works with staff and/or management to develop goals and plans to prioritize, organize and 
accomplish programmatic work.Performing Administrative Activities: Participates in grant development and administers 
grant activities for assigned program. Supervises and participates in the preparation and maintenance of a variety of 
standard records and reports related to assigned program. Performs day-to-day administrative tasks such as maintaining 
files and processing paperwork.Coordinating the Work and Activities of Others: Coordinates the work and activities of 
others to accomplish program goals and objectives, as needed.Coaching and Developing Others: Identifies the 
professional developmental needs of others and coaches, mentors or otherwise helps others to improve their 
knowledge or skills.Communicating with Supervisors, Peers or Subordinates: Maintains contact with other related public 
health program staff in order to coordinate operations, functions, activities and services. Provides timely information to 
supervisors, staff and co-workers in a clear and accurate manner. Identifies and responds to issues needing 
management's attention and seeks support, as needed.Training and Teaching Others: Assigns, trains, supervises and 
evaluates assigned staff and their work. Works with management to identify the educational needs of others. Develops 
and conducts educational training programs or classes.Evaluating Information to Determine Compliance with Standards: 
Studies relevant policies and procedures and makes recommendations for change. Assesses data to ensure compliance 
with laws, regulations or standards.Estimating the Quantifiable Characteristics of Products, Events or Information: 
Estimates time, cost, resources or materials needed to perform a work activity, as required.Updating and Using Relevant 
Knowledge: Keeps up-to-date technically and applies new knowledge to your job.Documenting/Recording Information: 
Enters, transcribes, records, stores or maintains information or coordinates activities.Scheduling Work and Activities: 
Schedules events, programs and activities. Schedules the work of others, as required. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Functional/Technical Competency Informing Integrity and Trust Intellectual 
Horsepower Listening Problem Solving Technical Learning Time Management Written CommunicationsKnowledge: 
Administration and Management Biology Clerical Communications and Media Computers and Electronics Customer and 
Personal Service Education and Training Law and Government Mathematics Personnel and Human Resources Public 
Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring 
Reading Comprehension Science Speaking Writing Coordination Instructing Negotiation Service Orientation Social 
Perceptiveness Complex Problem Solving Programming Quality Control Analysis Troubleshooting Judgment and Decision 
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Making Systems Evaluation Management of Personnel Resources Time Management Category FlexibilityAbilities: 
Deductive Reasoning Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Oral 
Comprehension Oral Expression Perceptual Speed Problem Sensitivity Time Sharing Written Comprehension Written 
Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart 
PhoneOther Office Related Equipment as Required 
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072512 - EPIDEMIOLOGIST 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2090 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a doctorate’s degree in 
epidemiology. OR Education and Experience: Graduation from an accredited college or university with a doctorate’s 
degree in  medicine (MD), osteopathic medicine (DO), veterinarian medicine (DVM) public health, biostatistics, statistics, 
health informatics health sciences, biomedical sciences or environmental sciences with experience equivalent to two 
years’ work experience in epidemiology.Substitution of Education for Experience: Additional graduate coursework in 
public health or an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a year-
for-year basis to a maximum of two years.  OR Education and Experience: Graduation from an accredited college or 
university with a master’s degree in epidemiology, public health, biostatistics, statistics, or health informatics with 
experience equivalent to four year’s work experience in epidemiology.Substitution of Education for Experience: 
Additional studies with an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a 
year-for-year basis to a maximum of two years.OREducation and Experience: Graduation from an accredited college or 
university with a master’s degree in health science, biomedical science or environmental science with experience 
equivalent to six year’s work experience in epidemiology.Substitution of Education for Experience: Additional studies 
with an Epidemic Intelligence Service (EIS) Fellowship may substitute for the required experience on a year-for-year 
basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional scientific and epidemiological assessments of considerable 
difficulty; performs related work as required. Distinguishing Features: An incumbent in this class conducts scientific 
research in communicable diseases, environmental epidemiology and toxicology. The incumbent also makes health and 
risk assessments and provides expertise to health department physicians, other departmental personnel and 
environmental regulatory personnel. This class differs from that of Epidemiologist 1 in that an incumbent of the latter is 
responsible for work of lesser scope and responsibility and does not supervise. This class differs from that of 
Epidemiologist 3 in that an incumbent of the latter is responsible for directing all functions of a major public health 
section, program or division as a whole. 
 
Work Activities: 
Analyzing Data or Information: Participates in, designs and coordinates epidemiologic studies. Identifies the underlying 
principles, reasons or facts of information by breaking down information or data into separate parts. Applies basic 
statistical knowledge to complex data analyses.Making Decisions and Solving Problems: Designs and evaluates study 
protocols and health status questionnaires, sample selections and analyses. Analyzes information and evaluates results 
to choose the best solution and solve problems.Processing Information: Conducts or coordinates epidemiologic analyses 
and reports findings to management or stakeholders. Compiles, codes, categorizes, calculates, tabulates, audits and 
verifies information or data or coordinates the activities.Monitoring and Controlling Resources: Participates in the 
preparation, submission and administration of program budget. Participates in grant development, administration and 
monitoring to ensure compliance with grant requirements. Works with others to monitor and control resources and 
oversee project expenditures.Resolving Conflicts and Negotiating with Others: Handles or assists with complaints, 
settling disputes and resolving grievances and conflicts, or otherwise negotiating with others, as needed.Establishing 
and Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships with others 
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and maintains them over time.Communicating with Persons Outside Organization: Coordinates or performs public 
contact and liaison work with other departments, governmental entities, social and community agencies and 
others.Thinking Creatively: Develops, designs or creates new applications, ideas, relationships, strategies, systems or 
products.Performing for or Working Directly with the Public: Deals directly with the public in a professional manner as 
directed by management.Interacting with Computers: Utilizes statistical software packages (e.g., EpiInfo, SPSS, SAS) to 
perform analyses. Utilizes computers and computer systems (including hardware and software) to program, set up 
functions, enter data or process information.Provide Consultation and Advice to Others: Provides guidance on standards 
to stakeholders and advice to management or other groups on technical, systems, or process related topics. Provides 
guidance on technical support to stakeholders and advice to management or other groups on technical, systems, or 
process-related topics.Interpreting the Meaning of Information for Others: Communicates and interprets policies and 
procedures to the field staff. Translates or explains what information means and how to can be used. Communicates 
epidemiologic findings of diseases and health events to stakeholders.Developing Objectives and Strategies: Participates 
in needs assessments, resource allocation and program evaluation, planning and development for the assigned 
program. Participates actively in strategic planning for the program.Guiding, Directing and Motivating Subordinates: 
Provides guidance and direction to assigned staff, including settling performance standards and monitoring 
performance.Monitor Processes, Materials, or Surroundings: Monitors and reports incidences of diseases or events to 
local, state and federal agencies to understand the distribution of diseases throughout the state. Coordinates the 
monitoring and reporting of incidences of diseases or events through supervision of staff, as required.Getting 
Information: Collects population based information from public health partners and stakeholders to ultimately reduce 
the incidence and spread of disease.Developing and Building Teams: Encourages and builds mutual trust, respect and 
cooperation among team members.Staffing Organizational Units: Makes recommendations on human resource actions 
such as employment, promotion, demotion, transfer, retention and increases for exceptional performance, as 
needed.Identifying Objects, Actions and Events: Coordinates or conducts surveillance activities for diseases and 
identifies health events. Identifies and utilizes data sources to identify health related events.Organizing, Planning, and 
Prioritizing Work: Works with staff and/or management to develop goals and plans to prioritize, organize and 
accomplish programmatic work.Performing Administrative Activities: Participates in grant development and administers 
grant activities for assigned program. Supervises and participates in the preparation and maintenance of a variety of 
standard records and reports related to assigned program. Performs day-to-day administrative tasks such as maintaining 
files and processing paperwork.Coordinating the Work and Activities of Others: Coordinates the work and activities of 
others to accomplish program goals and objectives, as needed.Coaching and Developing Others: Identifies the 
professional developmental needs of others and coaches, mentors or otherwise helps others to improve their 
knowledge or skills.Communicating with Supervisors, Peers or Subordinates: Maintains contact with other related public 
health program staff in order to coordinate operations, functions, activities and services. Provides timely information to 
supervisors, staff and co-workers in a clear and accurate manner. Identifies and responds to issues needing 
management's attention and seeks support, as needed.Training and Teaching Others: Assigns, trains, supervises and 
evaluates assigned staff and their work. Works with management to identify the educational needs of others. Develops 
and conducts educational training programs or classes.Evaluating Information to Determine Compliance with Standards: 
Studies relevant policies and procedures and makes recommendations for change. Assesses data to ensure compliance 
with laws, regulations or standards.Estimating the Quantifiable Characteristics of Products, Events or Information: 
Estimates time, cost, resources or materials needed to perform a work activity, as required.Updating and Using Relevant 
Knowledge: Keeps up-to-date technically and applies new knowledge to your job.Documenting/Recording Information: 
Enters, transcribes, records, stores or maintains information or coordinates activities.Scheduling Work and Activities: 
Schedules events, programs and activities. Schedules the work of others, as required. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Functional/Technical Competency Informing Integrity and Trust Intellectual 
Horsepower Listening Problem Solving Technical Learning Time Management Written CommunicationsKnowledge: 
Administration and Management Biology Clerical Communications and Media Computers and Electronics Customer and 
Personal Service Education and Training Law and Government Mathematics Personnel and Human Resources Public 
Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring 
Reading Comprehension Science Speaking Writing Coordination Instructing Negotiation Service Orientation Social 
Perceptiveness Complex Problem Solving Programming Quality Control Analysis Troubleshooting Judgment and Decision 
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Making Systems Evaluation Management of Personnel Resources Time Management Category FlexibilityAbilities: 
Deductive Reasoning Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Oral 
Comprehension Oral Expression Perceptual Speed Problem Sensitivity Time Sharing Written Comprehension Written 
Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart 
PhoneOther Office Related Equipment as Required 
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072513 - EPIDEMIOLOGIST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2055 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062851 - EQUIPMENT MECHANIC 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1703 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes.Substitution of 
Education for Experience: Coursework at an accredited college or university in automotive mechanics may be 
substituted for the required experience on a year-for-year basis up to two years.Substitution of Vocational Education for 
Experience: Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel 
mechanics may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock 
hours.ORGraduation from an accredited college or university with an associate's degree in automotive technology, auto 
mechanics, or diesel mechanics.ORPossession of a certificate from an accredited technical or trades school in 
automotive technology, auto mechanics, or diesel mechanics.ORPossession of a current A.S.E (The National Institute for 
Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for automobiles, 
or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may 
be required for employment in some positions. (2) For positions in the Tennessee Department of Transportation, all 
employees in this job classification must possess, or obtain at their own expense within six months of employment, a 
Class A Commercial Driver License that is valid in the State of Tennessee. Employees who possess a Class A license at the 
time of employment must obtain at their own expense an “N” endorsement within thirteen months of employment. 
Employees who obtain a Class A license subsequent to employment must obtain at their own expense an “N” 
endorsement within thirteen months of obtaining the Class A license. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level class in the Equipment Mechanic 
sub-series. An employee in this class performs a wide variety of semi-skilled and skilled equipment maintenance work. 
This class differs from Equipment Service Worker in that an incumbent of the latter performs routine maintenance of 
vehicles and assists equipment mechanics with the repair of equipment. This class differs from Equipment Mechanic 2 in 
that an incumbent of the latter either supervises all staff at a small garage or leads staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool. Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Repairing and Maintaining Mechanical Equipment:    Repairs a variety 
of heavy equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump 
trucks, loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, 
suspension, transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light 
trucks, vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf 
carts.    Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; 
checking and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and 
balancing tires, etc.Repairing and Maintaining Electronic Equipment:    Utilizes electronic testing equipment such as 
multimeter, electrical probes, battery and load testers, etc.    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.Inspecting Equipment, Structures, or Material:    Diagnoses 
malfunctions and problems by listening to noises and visually inspecting the vehicle or equipment.    Inspects equipment 



 TN Job Classification Specifications  
September 22, 2020 

and may test drive vehicles to determine nature of problem.Training and Teaching Others:    Provides equipment 
training to other employees.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personnel work load 
to ensure timely and accurate completion of work.Interacting With Computers:    Utilizes a computer to access 
vehicle/equipment diagnostic data, enter work orders, keep records and perform other administrative duties.Operating 
Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have been repaired or serviced 
to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, machinery, and equipment, such 
as tractors, backhoes, dozers, graders, loaders, etc.Updating and Using Relevant Knowledge:    Acquires on the job 
training in the areas of safety and environmental compliance.    Attends training classes to maintain up to date 
mechanical skills and understanding of new technology.Controlling Machines and Processes:    Operates and utilizes a 
variety of tools and equipment, such as hand tools, jacks, chain hoists, air wrenches, grease racks, welders, cutting 
torches, drill presses, lathes, grinders, and diagnostic machines.    Operates office equipment such as copiers, scanners, 
fax machines, calculators, etc. for sending purchase orders and work orders.Documenting/Recording Information:    
Keeps history file records and routine paperwork, such as work orders and maintenance records, on serviced and/or 
repaired vehicles or equipment.Handling and Moving Objects:    Orders and picks up parts for repairs.Communicating 
with Supervisors, Peers, or Subordinates:    Reports findings of diagnostic work to supervisors.    Communicates with 
peers regarding status of assigned work, new technology, policies and procedures, etc.Communicating with Persons 
Outside Organization:    Communicates with other agencies to cost effectively and efficiently complete vehicle repair.    
Communicates with outside vendors regarding ordering parts.Coordinating the Work and Activities of Others:    Directs 
the work of employees as assigned.Monitoring and Controlling Resources:    Orders parts and supplies and reconciles 
monthly credit card reports. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Listening    Self-Development    Technical Learning    Problem 
Solving    Drive for Results    Time Management    Learning on the Fly    Standing AloneKnowledge:    Basic Mechanical 
knowledge of vehicles & equipment. (light & heavy)    Basic Public Safety & Security knowledge relevant to maintenance 
& repair facility safetySkills:    Complex Problem Solving    Equipment Maintenance    Intermediate Service Orientation 
skill as it relates to a mechanic’s ability to share his/her knowledge on best practices for mechanical repairs. (efficiency, 
cost effectiveness, & safety)    Basic Installation skill relative to vehicles and equipment    Basic Repair skills relative to all 
vehicle and equipment systems    Basic Trouble Shooting skills relative to all vehicle and equipment systems    Active 
Learning    Basic Reading Comprehension skill as it relates to manuals and technical diagramsAbilities:    Intermediate 
Finger Dexterity ability to control or manipulate small and large objects in open or confined spaces    Basic Wrist-Finger 
Speed ability to make simple repetitive movements of the finger, hands, and wrist    Basic Selective Attention ability to 
focus on the job at hand    Intermediate Extent Flexibility ability to maneuver into strenuous positions for repair of 
mechanical and electrical systems    Depth Perception    Basic Trunk Strength ability to endure long periods of standing 
and bending.    Basic Peripheral Vision    Basic Sound Localization ability to pinpoint the area from which the sound 
originates    Basic Reaction Time ability to immediately respond to specific and relevant sounds and actions    Basic 
Memorization ability to disassemble and reassemble vehicle and equipment systems and components    Oral 
Comprehension    Intermediate Static Strength ability to maneuver heavy objects.    Basic Auditory Attention ability to 
focus on specific sounds to determine the source/cause of the problem 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062851 - EQUIPMENT MECHANIC 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1704 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes.Substitution of 
Education for Experience: Coursework at an accredited college or university in automotive mechanics may be 
substituted for the required experience on a year-for-year basis up to two years.Substitution of Vocational Education for 
Experience: Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel 
mechanics may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock 
hours.ORGraduation from an accredited college or university with an associate's degree in automotive technology, auto 
mechanics, or diesel mechanics.ORPossession of a certificate from an accredited technical or trades school in 
automotive technology, auto mechanics, or diesel mechanics.ORPossession of a current A.S.E (The National Institute for 
Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for automobiles, 
or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may 
be required for employment in some positions. (2) For positions in the Tennessee Department of Transportation, all 
employees in this job classification must possess, or obtain at their own expense within six months of employment, a 
Class A Commercial Driver License that is valid in the State of Tennessee. Employees who possess a Class A license at the 
time of employment must obtain at their own expense an “N” endorsement within thirteen months of employment. 
Employees who obtain a Class A license subsequent to employment must obtain at their own expense an “N” 
endorsement within thirteen months of obtaining the Class A license. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level class in the Equipment Mechanic 
sub-series. An employee in this class performs a wide variety of semi-skilled and skilled equipment maintenance work. 
This class differs from Equipment Service Worker in that an incumbent of the latter performs routine maintenance of 
vehicles and assists equipment mechanics with the repair of equipment. This class differs from Equipment Mechanic 2 in 
that an incumbent of the latter either supervises all staff at a small garage or leads staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool. Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Repairing and Maintaining Mechanical Equipment:    Repairs a variety 
of heavy equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump 
trucks, loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, 
suspension, transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light 
trucks, vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf 
carts.    Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; 
checking and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and 
balancing tires, etc.Repairing and Maintaining Electronic Equipment:    Utilizes electronic testing equipment such as 
multimeter, electrical probes, battery and load testers, etc.    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.Inspecting Equipment, Structures, or Material:    Diagnoses 
malfunctions and problems by listening to noises and visually inspecting the vehicle or equipment.    Inspects equipment 
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and may test drive vehicles to determine nature of problem.Training and Teaching Others:    Provides equipment 
training to other employees.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personnel work load 
to ensure timely and accurate completion of work.Interacting With Computers:    Utilizes a computer to access 
vehicle/equipment diagnostic data, enter work orders, keep records and perform other administrative duties.Operating 
Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have been repaired or serviced 
to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, machinery, and equipment, such 
as tractors, backhoes, dozers, graders, loaders, etc.Updating and Using Relevant Knowledge:    Acquires on the job 
training in the areas of safety and environmental compliance.    Attends training classes to maintain up to date 
mechanical skills and understanding of new technology.Controlling Machines and Processes:    Operates and utilizes a 
variety of tools and equipment, such as hand tools, jacks, chain hoists, air wrenches, grease racks, welders, cutting 
torches, drill presses, lathes, grinders, and diagnostic machines.    Operates office equipment such as copiers, scanners, 
fax machines, calculators, etc. for sending purchase orders and work orders.Documenting/Recording Information:    
Keeps history file records and routine paperwork, such as work orders and maintenance records, on serviced and/or 
repaired vehicles or equipment.Handling and Moving Objects:    Orders and picks up parts for repairs.Communicating 
with Supervisors, Peers, or Subordinates:    Reports findings of diagnostic work to supervisors.    Communicates with 
peers regarding status of assigned work, new technology, policies and procedures, etc.Communicating with Persons 
Outside Organization:    Communicates with other agencies to cost effectively and efficiently complete vehicle repair.    
Communicates with outside vendors regarding ordering parts.Coordinating the Work and Activities of Others:    Directs 
the work of employees as assigned.Monitoring and Controlling Resources:    Orders parts and supplies and reconciles 
monthly credit card reports. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Listening    Self-Development    Technical Learning    Problem 
Solving    Drive for Results    Time Management    Learning on the Fly    Standing AloneKnowledge:    Basic Mechanical 
knowledge of vehicles & equipment. (light & heavy)    Basic Public Safety & Security knowledge relevant to maintenance 
& repair facility safetySkills:    Complex Problem Solving    Equipment Maintenance    Intermediate Service Orientation 
skill as it relates to a mechanic’s ability to share his/her knowledge on best practices for mechanical repairs. (efficiency, 
cost effectiveness, & safety)    Basic Installation skill relative to vehicles and equipment    Basic Repair skills relative to all 
vehicle and equipment systems    Basic Trouble Shooting skills relative to all vehicle and equipment systems    Active 
Learning    Basic Reading Comprehension skill as it relates to manuals and technical diagramsAbilities:    Intermediate 
Finger Dexterity ability to control or manipulate small and large objects in open or confined spaces    Basic Wrist-Finger 
Speed ability to make simple repetitive movements of the finger, hands, and wrist    Basic Selective Attention ability to 
focus on the job at hand    Intermediate Extent Flexibility ability to maneuver into strenuous positions for repair of 
mechanical and electrical systems    Depth Perception    Basic Trunk Strength ability to endure long periods of standing 
and bending.    Basic Peripheral Vision    Basic Sound Localization ability to pinpoint the area from which the sound 
originates    Basic Reaction Time ability to immediately respond to specific and relevant sounds and actions    Basic 
Memorization ability to disassemble and reassemble vehicle and equipment systems and components    Oral 
Comprehension    Intermediate Static Strength ability to maneuver heavy objects.    Basic Auditory Attention ability to 
focus on specific sounds to determine the source/cause of the problem 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062851 - EQUIPMENT MECHANIC 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1705 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes.Substitution of 
Education for Experience: Coursework at an accredited college or university in automotive mechanics may be 
substituted for the required experience on a year-for-year basis up to two years.Substitution of Vocational Education for 
Experience: Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel 
mechanics may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock 
hours.ORGraduation from an accredited college or university with an associate's degree in automotive technology, auto 
mechanics, or diesel mechanics.ORPossession of a certificate from an accredited technical or trades school in 
automotive technology, auto mechanics, or diesel mechanics.ORPossession of a current A.S.E (The National Institute for 
Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for automobiles, 
or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may 
be required for employment in some positions. (2) For positions in the Tennessee Department of Transportation, all 
employees in this job classification must possess, or obtain at their own expense within six months of employment, a 
Class A Commercial Driver License that is valid in the State of Tennessee. Employees who possess a Class A license at the 
time of employment must obtain at their own expense an “N” endorsement within thirteen months of employment. 
Employees who obtain a Class A license subsequent to employment must obtain at their own expense an “N” 
endorsement within thirteen months of obtaining the Class A license. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level class in the Equipment Mechanic 
sub-series. An employee in this class performs a wide variety of semi-skilled and skilled equipment maintenance work. 
This class differs from Equipment Service Worker in that an incumbent of the latter performs routine maintenance of 
vehicles and assists equipment mechanics with the repair of equipment. This class differs from Equipment Mechanic 2 in 
that an incumbent of the latter either supervises all staff at a small garage or leads staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool. Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Repairing and Maintaining Mechanical Equipment:    Repairs a variety 
of heavy equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump 
trucks, loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, 
suspension, transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light 
trucks, vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf 
carts.    Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; 
checking and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and 
balancing tires, etc.Repairing and Maintaining Electronic Equipment:    Utilizes electronic testing equipment such as 
multimeter, electrical probes, battery and load testers, etc.    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.Inspecting Equipment, Structures, or Material:    Diagnoses 
malfunctions and problems by listening to noises and visually inspecting the vehicle or equipment.    Inspects equipment 
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and may test drive vehicles to determine nature of problem.Training and Teaching Others:    Provides equipment 
training to other employees.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personnel work load 
to ensure timely and accurate completion of work.Interacting With Computers:    Utilizes a computer to access 
vehicle/equipment diagnostic data, enter work orders, keep records and perform other administrative duties.Operating 
Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have been repaired or serviced 
to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, machinery, and equipment, such 
as tractors, backhoes, dozers, graders, loaders, etc.Updating and Using Relevant Knowledge:    Acquires on the job 
training in the areas of safety and environmental compliance.    Attends training classes to maintain up to date 
mechanical skills and understanding of new technology.Controlling Machines and Processes:    Operates and utilizes a 
variety of tools and equipment, such as hand tools, jacks, chain hoists, air wrenches, grease racks, welders, cutting 
torches, drill presses, lathes, grinders, and diagnostic machines.    Operates office equipment such as copiers, scanners, 
fax machines, calculators, etc. for sending purchase orders and work orders.Documenting/Recording Information:    
Keeps history file records and routine paperwork, such as work orders and maintenance records, on serviced and/or 
repaired vehicles or equipment.Handling and Moving Objects:    Orders and picks up parts for repairs.Communicating 
with Supervisors, Peers, or Subordinates:    Reports findings of diagnostic work to supervisors.    Communicates with 
peers regarding status of assigned work, new technology, policies and procedures, etc.Communicating with Persons 
Outside Organization:    Communicates with other agencies to cost effectively and efficiently complete vehicle repair.    
Communicates with outside vendors regarding ordering parts.Coordinating the Work and Activities of Others:    Directs 
the work of employees as assigned.Monitoring and Controlling Resources:    Orders parts and supplies and reconciles 
monthly credit card reports. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Listening    Self-Development    Technical Learning    Problem 
Solving    Drive for Results    Time Management    Learning on the Fly    Standing AloneKnowledge:    Basic Mechanical 
knowledge of vehicles & equipment. (light & heavy)    Basic Public Safety & Security knowledge relevant to maintenance 
& repair facility safetySkills:    Complex Problem Solving    Equipment Maintenance    Intermediate Service Orientation 
skill as it relates to a mechanic’s ability to share his/her knowledge on best practices for mechanical repairs. (efficiency, 
cost effectiveness, & safety)    Basic Installation skill relative to vehicles and equipment    Basic Repair skills relative to all 
vehicle and equipment systems    Basic Trouble Shooting skills relative to all vehicle and equipment systems    Active 
Learning    Basic Reading Comprehension skill as it relates to manuals and technical diagramsAbilities:    Intermediate 
Finger Dexterity ability to control or manipulate small and large objects in open or confined spaces    Basic Wrist-Finger 
Speed ability to make simple repetitive movements of the finger, hands, and wrist    Basic Selective Attention ability to 
focus on the job at hand    Intermediate Extent Flexibility ability to maneuver into strenuous positions for repair of 
mechanical and electrical systems    Depth Perception    Basic Trunk Strength ability to endure long periods of standing 
and bending.    Basic Peripheral Vision    Basic Sound Localization ability to pinpoint the area from which the sound 
originates    Basic Reaction Time ability to immediately respond to specific and relevant sounds and actions    Basic 
Memorization ability to disassemble and reassemble vehicle and equipment systems and components    Oral 
Comprehension    Intermediate Static Strength ability to maneuver heavy objects.    Basic Auditory Attention ability to 
focus on specific sounds to determine the source/cause of the problem 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062851 - EQUIPMENT MECHANIC 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1706 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes.Substitution of 
Education for Experience: Coursework at an accredited college or university in automotive mechanics may be 
substituted for the required experience on a year-for-year basis up to two years.Substitution of Vocational Education for 
Experience: Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel 
mechanics may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock 
hours.ORGraduation from an accredited college or university with an associate's degree in automotive technology, auto 
mechanics, or diesel mechanics.ORPossession of a certificate from an accredited technical or trades school in 
automotive technology, auto mechanics, or diesel mechanics.ORPossession of a current A.S.E (The National Institute for 
Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for automobiles, 
or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may 
be required for employment in some positions. (2) For positions in the Tennessee Department of Transportation, all 
employees in this job classification must possess, or obtain at their own expense within six months of employment, a 
Class A Commercial Driver License that is valid in the State of Tennessee. Employees who possess a Class A license at the 
time of employment must obtain at their own expense an “N” endorsement within thirteen months of employment. 
Employees who obtain a Class A license subsequent to employment must obtain at their own expense an “N” 
endorsement within thirteen months of obtaining the Class A license. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level class in the Equipment Mechanic 
sub-series. An employee in this class performs a wide variety of semi-skilled and skilled equipment maintenance work. 
This class differs from Equipment Service Worker in that an incumbent of the latter performs routine maintenance of 
vehicles and assists equipment mechanics with the repair of equipment. This class differs from Equipment Mechanic 2 in 
that an incumbent of the latter either supervises all staff at a small garage or leads staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool. Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Repairing and Maintaining Mechanical Equipment:    Repairs a variety 
of heavy equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump 
trucks, loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, 
suspension, transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light 
trucks, vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf 
carts.    Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; 
checking and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and 
balancing tires, etc.Repairing and Maintaining Electronic Equipment:    Utilizes electronic testing equipment such as 
multimeter, electrical probes, battery and load testers, etc.    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.Inspecting Equipment, Structures, or Material:    Diagnoses 
malfunctions and problems by listening to noises and visually inspecting the vehicle or equipment.    Inspects equipment 
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and may test drive vehicles to determine nature of problem.Training and Teaching Others:    Provides equipment 
training to other employees.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personnel work load 
to ensure timely and accurate completion of work.Interacting With Computers:    Utilizes a computer to access 
vehicle/equipment diagnostic data, enter work orders, keep records and perform other administrative duties.Operating 
Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have been repaired or serviced 
to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, machinery, and equipment, such 
as tractors, backhoes, dozers, graders, loaders, etc.Updating and Using Relevant Knowledge:    Acquires on the job 
training in the areas of safety and environmental compliance.    Attends training classes to maintain up to date 
mechanical skills and understanding of new technology.Controlling Machines and Processes:    Operates and utilizes a 
variety of tools and equipment, such as hand tools, jacks, chain hoists, air wrenches, grease racks, welders, cutting 
torches, drill presses, lathes, grinders, and diagnostic machines.    Operates office equipment such as copiers, scanners, 
fax machines, calculators, etc. for sending purchase orders and work orders.Documenting/Recording Information:    
Keeps history file records and routine paperwork, such as work orders and maintenance records, on serviced and/or 
repaired vehicles or equipment.Handling and Moving Objects:    Orders and picks up parts for repairs.Communicating 
with Supervisors, Peers, or Subordinates:    Reports findings of diagnostic work to supervisors.    Communicates with 
peers regarding status of assigned work, new technology, policies and procedures, etc.Communicating with Persons 
Outside Organization:    Communicates with other agencies to cost effectively and efficiently complete vehicle repair.    
Communicates with outside vendors regarding ordering parts.Coordinating the Work and Activities of Others:    Directs 
the work of employees as assigned.Monitoring and Controlling Resources:    Orders parts and supplies and reconciles 
monthly credit card reports. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Listening    Self-Development    Technical Learning    Problem 
Solving    Drive for Results    Time Management    Learning on the Fly    Standing AloneKnowledge:    Basic Mechanical 
knowledge of vehicles & equipment. (light & heavy)    Basic Public Safety & Security knowledge relevant to maintenance 
& repair facility safetySkills:    Complex Problem Solving    Equipment Maintenance    Intermediate Service Orientation 
skill as it relates to a mechanic’s ability to share his/her knowledge on best practices for mechanical repairs. (efficiency, 
cost effectiveness, & safety)    Basic Installation skill relative to vehicles and equipment    Basic Repair skills relative to all 
vehicle and equipment systems    Basic Trouble Shooting skills relative to all vehicle and equipment systems    Active 
Learning    Basic Reading Comprehension skill as it relates to manuals and technical diagramsAbilities:    Intermediate 
Finger Dexterity ability to control or manipulate small and large objects in open or confined spaces    Basic Wrist-Finger 
Speed ability to make simple repetitive movements of the finger, hands, and wrist    Basic Selective Attention ability to 
focus on the job at hand    Intermediate Extent Flexibility ability to maneuver into strenuous positions for repair of 
mechanical and electrical systems    Depth Perception    Basic Trunk Strength ability to endure long periods of standing 
and bending.    Basic Peripheral Vision    Basic Sound Localization ability to pinpoint the area from which the sound 
originates    Basic Reaction Time ability to immediately respond to specific and relevant sounds and actions    Basic 
Memorization ability to disassemble and reassemble vehicle and equipment systems and components    Oral 
Comprehension    Intermediate Static Strength ability to maneuver heavy objects.    Basic Auditory Attention ability to 
focus on specific sounds to determine the source/cause of the problem 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062852 - EQUIPMENT MECHANIC 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1718 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes, of which one year 
must be repair of engines or related mechanical components. Substitution of Education for Experience: Coursework at 
an accredited college or university in automotive technology, auto mechanics, or diesel mechanics may be substituted 
for the required experience on a year-for-year basis up to two years, there being no substitution for the one year of full-
time repair of engines and related mechanical components.Substitution of Vocational Education for Experience: 
Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel mechanics 
may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock hours, there 
being no substitution for the one year of full-time repair of engines or related mechanical components.ORGraduation 
from an accredited college or university with an associate's degree in automotive technology, auto mechanics, or diesel 
mechanics and one year of full-time repair of engines or related mechanical components.ORPossession of a certificate 
from an accredited technical or trades school in automotive technology, auto mechanics, or diesel mechanics and one 
year of full-time repair of engines or related mechanical components.ORPossession of a current A.S.E (The National 
Institute for Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for 
automobiles, or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license may be required for employment in some 
positions. (2) For positions in the Tennessee Department of Transportation, employees must possess and maintain a 
current “Class A” Commercial Driver License with an “N” endorsement that is valid in the State of Tennessee in order to 
retain employment.  Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the lead/minor supervisory class in the Equipment 
Mechanic sub-series. An employee in this class either supervises all staff at a small garage or leads and assists in the 
supervision of staff at a large garage. This class differs from Equipment Mechanic 1 in that an incumbent of the latter 
functions at the working level. This class differs from Equipment Maintenance Supervisor 1 in that an incumbent of the 
latter is a full supervisor over staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool.  Repairing and Maintaining Mechanical Equipment:    Repairs a variety of heavy 
equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump trucks, 
loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, suspension, 
transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light trucks, 
vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf carts.    
Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; checking 
and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and balancing 
tires, etc.Repairing and Maintaining Electronic Equipment:    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.    Utilizes electronic testing equipment such as multimeter, 
electrical probes, battery and load testers, etc.Guiding, Directing, and Motivating Subordinates:    Develops job plans and 
conducts interim and final performance evaluations of subordinates.Staffing Organizational Units:    Assists with 
recruiting, interviewing, selecting, hiring and promoting subordinate staff.Evaluating Information to Determine 
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Compliance with Standards:    Evaluates bids to ensure compliance with State Purchasing rules and regulations.    
Purchases parts and supplies in compliance with State Purchasing rules and regulations.Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes daily work assignments for self and subordinates to ensure timely and 
accurate completion of work.Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Processing Information:    Obtains competitive bids for repairs, 
services or parts from appropriate outside vendors.    Opens, codes and closes work orders in appropriate 
software.Coordinating the Work and Activities of Others:    Supervises the work of employees as assigned.Interacting 
With Computers:    Utilizes a computer to access vehicle/equipment diagnostic data, enter work orders, keep records 
and perform other administrative duties.Training and Teaching Others:    Provides equipment training to other 
employees.Inspecting Equipment, Structures, or Material:    Diagnoses malfunctions and problems by listening to noises 
and visually inspecting the vehicle or equipment.    Inspects equipment and may test drive vehicles to determine nature 
of problem.Updating and Using Relevant Knowledge:    Acquires on the job training in the areas of safety and 
environmental compliance.    Attends training classes to maintain up to date mechanical skills and understanding of new 
technology.Operating Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have 
been repaired or serviced to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, 
machinery, and equipment, such as tractors, backhoes, dozers, graders, loaders, etc.Coaching and Developing Others:    
Identifies the developmental and training needs of subordinates and arranges for appropriate training.Controlling 
Machines and Process:    Operates and utilizes a variety of tools and equipment, such as hand tools, jacks, chain hoists, 
air wrenches, grease racks, welders, cutting torches, drill presses, lathes, grinders, and diagnostic machines.    Operates 
office equipment such as copiers, scanners, fax machines, calculators, etc. for sending purchase orders and work 
orders.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers and 
subordinates regarding status of assigned work, new technology, policies and procedures, etc.    Reports status of 
available and operable vehicles to management.Communicating with Persons Outside Organization:    Communicates 
with other agencies to cost effectively and efficiently complete vehicle repair.    Communicates with outside vendors 
regarding ordering parts.Monitoring and Controlling Resources:    Makes recommendations on cost effectiveness of a 
variety of purchases and expenditures.    Orders parts and supplies and reconciles monthly credit card 
reports.Documenting/Recording Information:    Keeps history file records and routine paperwork, such as work orders 
and maintenance records, on serviced and/or repaired vehicles or equipment.Handling and Moving Objects:    Orders 
and picks up parts for repairs. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Directing Others    Managerial Courage    Ethics & Values    Self-Development    
Problem Solving    Motivating Others    Listening    Learning on the Fly    Drive for ResultsKnowledge:    Intermediate 
knowledge of Administration & Management of a mechanical repair shop    Intermediate Mechanical knowledge of 
vehicles and equipment. (light & heavy)    Intermediate Public Safety & Security knowledge relevant to maintenance & 
repair facility safetySkills:    Intermediate skill in instructing subordinate personnel in the mechanical field    Intermediate 
Repair skills relative to all vehicle and equipment systems    Active Learning    Critical Thinking    Intermediate Trouble 
Shooting skills relative to all vehicle and equipment systems    Complex Problem Solving    Active Listening    Intermediate 
Speaking skill as it relates to mechanical issues    Management of Material Resources    Management of Personnel 
Resources    Intermediate Time Management skills for self and other mechanical staff    Judgment & Decision Making 
Abilities:    Intermediate Memorization ability to remember daily tasks for self and staff as well as multiple managerial 
functions    Intermediate Time Sharing ability to effectively manage multiple tasks    Written Comprehension    Speech 
Clarity    Depth Perception    Basic Auditory Attention ability to focus on specific sounds to determine the source/cause 
of the problem    Basic Number Facility ability to use basic mathematical calculations. (calibrating, calculating differential 
ratios, tire pressures, fluids. etc.)    Oral Comprehension    Intermediate Extent Flexibility ability to maneuver into 
strenuous positions for repair of mechanical and electrical systems    Oral Expression 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062852 - EQUIPMENT MECHANIC 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1719 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes, of which one year 
must be repair of engines or related mechanical components. Substitution of Education for Experience: Coursework at 
an accredited college or university in automotive technology, auto mechanics, or diesel mechanics may be substituted 
for the required experience on a year-for-year basis up to two years, there being no substitution for the one year of full-
time repair of engines and related mechanical components.Substitution of Vocational Education for Experience: 
Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel mechanics 
may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock hours, there 
being no substitution for the one year of full-time repair of engines or related mechanical components.ORGraduation 
from an accredited college or university with an associate's degree in automotive technology, auto mechanics, or diesel 
mechanics and one year of full-time repair of engines or related mechanical components.ORPossession of a certificate 
from an accredited technical or trades school in automotive technology, auto mechanics, or diesel mechanics and one 
year of full-time repair of engines or related mechanical components.ORPossession of a current A.S.E (The National 
Institute for Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for 
automobiles, or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license may be required for employment in some 
positions. (2) For positions in the Tennessee Department of Transportation, employees must possess and maintain a 
current “Class A” Commercial Driver License with an “N” endorsement that is valid in the State of Tennessee in order to 
retain employment.  Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the lead/minor supervisory class in the Equipment 
Mechanic sub-series. An employee in this class either supervises all staff at a small garage or leads and assists in the 
supervision of staff at a large garage. This class differs from Equipment Mechanic 1 in that an incumbent of the latter 
functions at the working level. This class differs from Equipment Maintenance Supervisor 1 in that an incumbent of the 
latter is a full supervisor over staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool.  Repairing and Maintaining Mechanical Equipment:    Repairs a variety of heavy 
equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump trucks, 
loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, suspension, 
transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light trucks, 
vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf carts.    
Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; checking 
and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and balancing 
tires, etc.Repairing and Maintaining Electronic Equipment:    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.    Utilizes electronic testing equipment such as multimeter, 
electrical probes, battery and load testers, etc.Guiding, Directing, and Motivating Subordinates:    Develops job plans and 
conducts interim and final performance evaluations of subordinates.Staffing Organizational Units:    Assists with 
recruiting, interviewing, selecting, hiring and promoting subordinate staff.Evaluating Information to Determine 
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Compliance with Standards:    Evaluates bids to ensure compliance with State Purchasing rules and regulations.    
Purchases parts and supplies in compliance with State Purchasing rules and regulations.Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes daily work assignments for self and subordinates to ensure timely and 
accurate completion of work.Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Processing Information:    Obtains competitive bids for repairs, 
services or parts from appropriate outside vendors.    Opens, codes and closes work orders in appropriate 
software.Coordinating the Work and Activities of Others:    Supervises the work of employees as assigned.Interacting 
With Computers:    Utilizes a computer to access vehicle/equipment diagnostic data, enter work orders, keep records 
and perform other administrative duties.Training and Teaching Others:    Provides equipment training to other 
employees.Inspecting Equipment, Structures, or Material:    Diagnoses malfunctions and problems by listening to noises 
and visually inspecting the vehicle or equipment.    Inspects equipment and may test drive vehicles to determine nature 
of problem.Updating and Using Relevant Knowledge:    Acquires on the job training in the areas of safety and 
environmental compliance.    Attends training classes to maintain up to date mechanical skills and understanding of new 
technology.Operating Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have 
been repaired or serviced to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, 
machinery, and equipment, such as tractors, backhoes, dozers, graders, loaders, etc.Coaching and Developing Others:    
Identifies the developmental and training needs of subordinates and arranges for appropriate training.Controlling 
Machines and Process:    Operates and utilizes a variety of tools and equipment, such as hand tools, jacks, chain hoists, 
air wrenches, grease racks, welders, cutting torches, drill presses, lathes, grinders, and diagnostic machines.    Operates 
office equipment such as copiers, scanners, fax machines, calculators, etc. for sending purchase orders and work 
orders.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers and 
subordinates regarding status of assigned work, new technology, policies and procedures, etc.    Reports status of 
available and operable vehicles to management.Communicating with Persons Outside Organization:    Communicates 
with other agencies to cost effectively and efficiently complete vehicle repair.    Communicates with outside vendors 
regarding ordering parts.Monitoring and Controlling Resources:    Makes recommendations on cost effectiveness of a 
variety of purchases and expenditures.    Orders parts and supplies and reconciles monthly credit card 
reports.Documenting/Recording Information:    Keeps history file records and routine paperwork, such as work orders 
and maintenance records, on serviced and/or repaired vehicles or equipment.Handling and Moving Objects:    Orders 
and picks up parts for repairs. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Directing Others    Managerial Courage    Ethics & Values    Self-Development    
Problem Solving    Motivating Others    Listening    Learning on the Fly    Drive for ResultsKnowledge:    Intermediate 
knowledge of Administration & Management of a mechanical repair shop    Intermediate Mechanical knowledge of 
vehicles and equipment. (light & heavy)    Intermediate Public Safety & Security knowledge relevant to maintenance & 
repair facility safetySkills:    Intermediate skill in instructing subordinate personnel in the mechanical field    Intermediate 
Repair skills relative to all vehicle and equipment systems    Active Learning    Critical Thinking    Intermediate Trouble 
Shooting skills relative to all vehicle and equipment systems    Complex Problem Solving    Active Listening    Intermediate 
Speaking skill as it relates to mechanical issues    Management of Material Resources    Management of Personnel 
Resources    Intermediate Time Management skills for self and other mechanical staff    Judgment & Decision Making 
Abilities:    Intermediate Memorization ability to remember daily tasks for self and staff as well as multiple managerial 
functions    Intermediate Time Sharing ability to effectively manage multiple tasks    Written Comprehension    Speech 
Clarity    Depth Perception    Basic Auditory Attention ability to focus on specific sounds to determine the source/cause 
of the problem    Basic Number Facility ability to use basic mathematical calculations. (calibrating, calculating differential 
ratios, tire pressures, fluids. etc.)    Oral Comprehension    Intermediate Extent Flexibility ability to maneuver into 
strenuous positions for repair of mechanical and electrical systems    Oral Expression 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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062852 - EQUIPMENT MECHANIC 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1716 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes, of which one year 
must be repair of engines or related mechanical components. Substitution of Education for Experience: Coursework at 
an accredited college or university in automotive technology, auto mechanics, or diesel mechanics may be substituted 
for the required experience on a year-for-year basis up to two years, there being no substitution for the one year of full-
time repair of engines and related mechanical components.Substitution of Vocational Education for Experience: 
Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel mechanics 
may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock hours, there 
being no substitution for the one year of full-time repair of engines or related mechanical components.ORGraduation 
from an accredited college or university with an associate's degree in automotive technology, auto mechanics, or diesel 
mechanics and one year of full-time repair of engines or related mechanical components.ORPossession of a certificate 
from an accredited technical or trades school in automotive technology, auto mechanics, or diesel mechanics and one 
year of full-time repair of engines or related mechanical components.ORPossession of a current A.S.E (The National 
Institute for Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for 
automobiles, or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license may be required for employment in some 
positions. (2) For positions in the Tennessee Department of Transportation, employees must possess and maintain a 
current “Class A” Commercial Driver License with an “N” endorsement that is valid in the State of Tennessee in order to 
retain employment.  Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the lead/minor supervisory class in the Equipment 
Mechanic sub-series. An employee in this class either supervises all staff at a small garage or leads and assists in the 
supervision of staff at a large garage. This class differs from Equipment Mechanic 1 in that an incumbent of the latter 
functions at the working level. This class differs from Equipment Maintenance Supervisor 1 in that an incumbent of the 
latter is a full supervisor over staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool.  Repairing and Maintaining Mechanical Equipment:    Repairs a variety of heavy 
equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump trucks, 
loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, suspension, 
transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light trucks, 
vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf carts.    
Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; checking 
and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and balancing 
tires, etc.Repairing and Maintaining Electronic Equipment:    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.    Utilizes electronic testing equipment such as multimeter, 
electrical probes, battery and load testers, etc.Guiding, Directing, and Motivating Subordinates:    Develops job plans and 
conducts interim and final performance evaluations of subordinates.Staffing Organizational Units:    Assists with 
recruiting, interviewing, selecting, hiring and promoting subordinate staff.Evaluating Information to Determine 
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Compliance with Standards:    Evaluates bids to ensure compliance with State Purchasing rules and regulations.    
Purchases parts and supplies in compliance with State Purchasing rules and regulations.Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes daily work assignments for self and subordinates to ensure timely and 
accurate completion of work.Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Processing Information:    Obtains competitive bids for repairs, 
services or parts from appropriate outside vendors.    Opens, codes and closes work orders in appropriate 
software.Coordinating the Work and Activities of Others:    Supervises the work of employees as assigned.Interacting 
With Computers:    Utilizes a computer to access vehicle/equipment diagnostic data, enter work orders, keep records 
and perform other administrative duties.Training and Teaching Others:    Provides equipment training to other 
employees.Inspecting Equipment, Structures, or Material:    Diagnoses malfunctions and problems by listening to noises 
and visually inspecting the vehicle or equipment.    Inspects equipment and may test drive vehicles to determine nature 
of problem.Updating and Using Relevant Knowledge:    Acquires on the job training in the areas of safety and 
environmental compliance.    Attends training classes to maintain up to date mechanical skills and understanding of new 
technology.Operating Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have 
been repaired or serviced to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, 
machinery, and equipment, such as tractors, backhoes, dozers, graders, loaders, etc.Coaching and Developing Others:    
Identifies the developmental and training needs of subordinates and arranges for appropriate training.Controlling 
Machines and Process:    Operates and utilizes a variety of tools and equipment, such as hand tools, jacks, chain hoists, 
air wrenches, grease racks, welders, cutting torches, drill presses, lathes, grinders, and diagnostic machines.    Operates 
office equipment such as copiers, scanners, fax machines, calculators, etc. for sending purchase orders and work 
orders.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers and 
subordinates regarding status of assigned work, new technology, policies and procedures, etc.    Reports status of 
available and operable vehicles to management.Communicating with Persons Outside Organization:    Communicates 
with other agencies to cost effectively and efficiently complete vehicle repair.    Communicates with outside vendors 
regarding ordering parts.Monitoring and Controlling Resources:    Makes recommendations on cost effectiveness of a 
variety of purchases and expenditures.    Orders parts and supplies and reconciles monthly credit card 
reports.Documenting/Recording Information:    Keeps history file records and routine paperwork, such as work orders 
and maintenance records, on serviced and/or repaired vehicles or equipment.Handling and Moving Objects:    Orders 
and picks up parts for repairs. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Directing Others    Managerial Courage    Ethics & Values    Self-Development    
Problem Solving    Motivating Others    Listening    Learning on the Fly    Drive for ResultsKnowledge:    Intermediate 
knowledge of Administration & Management of a mechanical repair shop    Intermediate Mechanical knowledge of 
vehicles and equipment. (light & heavy)    Intermediate Public Safety & Security knowledge relevant to maintenance & 
repair facility safetySkills:    Intermediate skill in instructing subordinate personnel in the mechanical field    Intermediate 
Repair skills relative to all vehicle and equipment systems    Active Learning    Critical Thinking    Intermediate Trouble 
Shooting skills relative to all vehicle and equipment systems    Complex Problem Solving    Active Listening    Intermediate 
Speaking skill as it relates to mechanical issues    Management of Material Resources    Management of Personnel 
Resources    Intermediate Time Management skills for self and other mechanical staff    Judgment & Decision Making 
Abilities:    Intermediate Memorization ability to remember daily tasks for self and staff as well as multiple managerial 
functions    Intermediate Time Sharing ability to effectively manage multiple tasks    Written Comprehension    Speech 
Clarity    Depth Perception    Basic Auditory Attention ability to focus on specific sounds to determine the source/cause 
of the problem    Basic Number Facility ability to use basic mathematical calculations. (calibrating, calculating differential 
ratios, tire pressures, fluids. etc.)    Oral Comprehension    Intermediate Extent Flexibility ability to maneuver into 
strenuous positions for repair of mechanical and electrical systems    Oral Expression 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 



 TN Job Classification Specifications  
September 22, 2020 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062852 - EQUIPMENT MECHANIC 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1717 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time repair and/or maintenance of engines or 
related mechanical components, including but not limited to, transmissions, ignitions, and brakes, of which one year 
must be repair of engines or related mechanical components. Substitution of Education for Experience: Coursework at 
an accredited college or university in automotive technology, auto mechanics, or diesel mechanics may be substituted 
for the required experience on a year-for-year basis up to two years, there being no substitution for the one year of full-
time repair of engines and related mechanical components.Substitution of Vocational Education for Experience: 
Coursework at an accredited technical or trades school in automotive technology, auto mechanics or diesel mechanics 
may be substituted for the required experience on a month-for-month basis up to 24 months or 2592 clock hours, there 
being no substitution for the one year of full-time repair of engines or related mechanical components.ORGraduation 
from an accredited college or university with an associate's degree in automotive technology, auto mechanics, or diesel 
mechanics and one year of full-time repair of engines or related mechanical components.ORPossession of a certificate 
from an accredited technical or trades school in automotive technology, auto mechanics, or diesel mechanics and one 
year of full-time repair of engines or related mechanical components.ORPossession of a current A.S.E (The National 
Institute for Automotive Service Excellence) Certification in at least gasoline engines, diesel engines, engine repair for 
automobiles, or engine performance for automobiles. 
 
Other Requirements: 
Necessary Special Qualifications:  (1) A valid motor vehicle operator's license may be required for employment in some 
positions. (2) For positions in the Tennessee Department of Transportation, employees must possess and maintain a 
current “Class A” Commercial Driver License with an “N” endorsement that is valid in the State of Tennessee in order to 
retain employment.  Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vehicle and equipment mechanic work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the lead/minor supervisory class in the Equipment 
Mechanic sub-series. An employee in this class either supervises all staff at a small garage or leads and assists in the 
supervision of staff at a large garage. This class differs from Equipment Mechanic 1 in that an incumbent of the latter 
functions at the working level. This class differs from Equipment Maintenance Supervisor 1 in that an incumbent of the 
latter is a full supervisor over staff at a large garage. 
 
Work Activities: 
Analyzing Data or Information:    Diagnoses malfunctions and problems by reading codes from the vehicle computer 
using a diagnostic scanning tool.  Repairing and Maintaining Mechanical Equipment:    Repairs a variety of heavy 
equipment powered by gas or diesel engines, such as tractors, bulldozers, back hoes, graders, pavers, dump trucks, 
loaders, etc.    Performs a variety of basic mechanic work on engines and electrical, cooling, hydraulic, suspension, 
transmission, and braking systems of vehicles or equipment.    Repairs a variety of vehicles such as cars, light trucks, 
vans, SUV’s.    Repairs a variety of small engines and equipment, such as, lawn mowers, chain saws, and golf carts.    
Performs preventive maintenance on vehicles and equipment such as changing oil in vehicles or equipment; checking 
and replacing filters, checking fluid levels and adding fluids that are low; checking air in tires; replacing and balancing 
tires, etc.Repairing and Maintaining Electronic Equipment:    Reads wiring diagrams to pinpoint shorts, open circuits, or 
tests for continuity or to locate grounds and bulkheads.    Utilizes electronic testing equipment such as multimeter, 
electrical probes, battery and load testers, etc.Guiding, Directing, and Motivating Subordinates:    Develops job plans and 
conducts interim and final performance evaluations of subordinates.Staffing Organizational Units:    Assists with 
recruiting, interviewing, selecting, hiring and promoting subordinate staff.Evaluating Information to Determine 
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Compliance with Standards:    Evaluates bids to ensure compliance with State Purchasing rules and regulations.    
Purchases parts and supplies in compliance with State Purchasing rules and regulations.Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes daily work assignments for self and subordinates to ensure timely and 
accurate completion of work.Performing General Physical Activities:    Replaces parts which may require bending, 
stooping, overhead lifting or lifting of heavy items.Processing Information:    Obtains competitive bids for repairs, 
services or parts from appropriate outside vendors.    Opens, codes and closes work orders in appropriate 
software.Coordinating the Work and Activities of Others:    Supervises the work of employees as assigned.Interacting 
With Computers:    Utilizes a computer to access vehicle/equipment diagnostic data, enter work orders, keep records 
and perform other administrative duties.Training and Teaching Others:    Provides equipment training to other 
employees.Inspecting Equipment, Structures, or Material:    Diagnoses malfunctions and problems by listening to noises 
and visually inspecting the vehicle or equipment.    Inspects equipment and may test drive vehicles to determine nature 
of problem.Updating and Using Relevant Knowledge:    Acquires on the job training in the areas of safety and 
environmental compliance.    Attends training classes to maintain up to date mechanical skills and understanding of new 
technology.Operating Vehicles, Mechanized Devices, or Equipment:    Tests vehicles or inspects equipment that have 
been repaired or serviced to ensure that they are in normal working condition.    Maneuvers a variety of vehicles, 
machinery, and equipment, such as tractors, backhoes, dozers, graders, loaders, etc.Coaching and Developing Others:    
Identifies the developmental and training needs of subordinates and arranges for appropriate training.Controlling 
Machines and Process:    Operates and utilizes a variety of tools and equipment, such as hand tools, jacks, chain hoists, 
air wrenches, grease racks, welders, cutting torches, drill presses, lathes, grinders, and diagnostic machines.    Operates 
office equipment such as copiers, scanners, fax machines, calculators, etc. for sending purchase orders and work 
orders.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers and 
subordinates regarding status of assigned work, new technology, policies and procedures, etc.    Reports status of 
available and operable vehicles to management.Communicating with Persons Outside Organization:    Communicates 
with other agencies to cost effectively and efficiently complete vehicle repair.    Communicates with outside vendors 
regarding ordering parts.Monitoring and Controlling Resources:    Makes recommendations on cost effectiveness of a 
variety of purchases and expenditures.    Orders parts and supplies and reconciles monthly credit card 
reports.Documenting/Recording Information:    Keeps history file records and routine paperwork, such as work orders 
and maintenance records, on serviced and/or repaired vehicles or equipment.Handling and Moving Objects:    Orders 
and picks up parts for repairs. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Directing Others    Managerial Courage    Ethics & Values    Self-Development    
Problem Solving    Motivating Others    Listening    Learning on the Fly    Drive for ResultsKnowledge:    Intermediate 
knowledge of Administration & Management of a mechanical repair shop    Intermediate Mechanical knowledge of 
vehicles and equipment. (light & heavy)    Intermediate Public Safety & Security knowledge relevant to maintenance & 
repair facility safetySkills:    Intermediate skill in instructing subordinate personnel in the mechanical field    Intermediate 
Repair skills relative to all vehicle and equipment systems    Active Learning    Critical Thinking    Intermediate Trouble 
Shooting skills relative to all vehicle and equipment systems    Complex Problem Solving    Active Listening    Intermediate 
Speaking skill as it relates to mechanical issues    Management of Material Resources    Management of Personnel 
Resources    Intermediate Time Management skills for self and other mechanical staff    Judgment & Decision Making 
Abilities:    Intermediate Memorization ability to remember daily tasks for self and staff as well as multiple managerial 
functions    Intermediate Time Sharing ability to effectively manage multiple tasks    Written Comprehension    Speech 
Clarity    Depth Perception    Basic Auditory Attention ability to focus on specific sounds to determine the source/cause 
of the problem    Basic Number Facility ability to use basic mathematical calculations. (calibrating, calculating differential 
ratios, tire pressures, fluids. etc.)    Oral Comprehension    Intermediate Extent Flexibility ability to maneuver into 
strenuous positions for repair of mechanical and electrical systems    Oral Expression 
 
Tools and Equipment Used: 
    Basic hand tools (pliers, wrenches, sockets, ratchets, screwdrivers, etc.)    Basic electric tools (drills, grinders, sanders, 
etc.)    Basic air tools (impact, ratchets, jacks, etc.)    Welders and Torches    Hoists, Jacks and Vehicle Lifts    Tire Changers 
and Balancers    Scan Tools, Systems Analyzer, Multimeters    Battery Chargers, Testers    Fork Lift, Pallet Jack    Front End 
Alignment Machine    Computer, Scanner, Copier, Fax, Telephone 
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064540 - EQUIPMENT OPERATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2201 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled full-time labor and trades 
experience, including at least one year of experience in construction equipment operation. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment.  An appropriate 
commercial driver's license/endorsement is required within six months of employment. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled light and heavy equipment operation of average 
difficulty; and performs related physical labor as required. Distinguishing Features: This is the working level class in the 
Equipment Operator series. An employee in this class operates a variety of light and heavy equipment and performs 
physical labor as required for maintenance and construction activities. This class differs from that of Equipment 
Operator Supervisor in that an incumbent of the latter acts as a working supervisor of Equipment Operators. 
 
Work Activities: 
Performing General Physical Activities:     Performs physical labor, including: shoveling, raking, pouring concrete, 
installing erosion control materials, operating chainsaws, including: planting trees, loading, dragging, pushing, lifting, 
etc.    Performs physical activities, including: walking (i.e. ditches, uneven terrain, slopes, in mud, etc.), wading in water, 
climbing, operating augers or probes, hand placement of large stone, etc.    Assists in the use or placement of binary 
explosives.    Installs vegetative cover consisting of grasses, shrubs, and trees on completed projects and for 
maintenance purposes.Monitor Processes, Materials, or Surroundings:    Monitors and assesses work environment, 
regularly, to ensure the safety of self and others.Updating and Using Relevant Knowledge:    Maintains and/or develops 
proficiencies in the installation of Best Management Practices (BMPs) such as log vanes, root wads, erosion controls, etc. 
using a variety of tools, materials, and/or equipment.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes 
chainsaws to cut fallen and leaning trees while standing on stream banks or in boats.    Remains constantly alert and 
operates equipment carefully, especially when close to other persons, buildings, etc. to prevent injury to self or others.    
Avoids utilities (i.e., electric, gas, water, sewer, etc.) when excavating or operating tools and equipment.    Operates 
tractors/mowers on steep slopes and uneven terrain.    Operates vehicles, mechanized devices, or equipment such as, 
but not limited to: backhoes, dump trucks, bulldozers, skid steers, excavators, various watercraft, amphibious trackhoe, 
all-terrain vehicles, tractors, mowers, tractor trailers, four wheel drive (4WD) pickup trucks, etc.    Works in harsh 
conditions (i.e. exposure to snakes, insects, poisonous plants, etc.) and remote locations such as streams, rivers, and 
wetlands.    Performs stream maintenance minimizing disturbance of streambank vegetation and aquatic habitat using 
amphibious trackhoes, boats, chainsaws, and cables.    Operates equipment, working to detailed specifications, on 
slopes, curves, and excavations in rough terrain, moist soils, and/or dense vegetation.    Loads, secures, and transports 
heavy equipment, materials and supplies.    Operates equipment in restricted space, extreme weather conditions (i.e., 
heat, cold, rain, etc.).    Operates tools, devices, and equipment according to safety rules and regulations.    Interprets 
construction drawings, schematics and maps to ensure project specifications are met.    Maintains or constructs flood 
control, grade control, or channel stabilization structures, using a variety of tools, materials, and equipment.    
Constructs projects that restore, enhance, and/or preserve natural stream and floodplain function, using a variety of 
tools, materials, and equipment.    Operates tools and equipment in a manner that prevents damage to infrastructure, 
buildings, landscape, etc.    Digs and/or excavates holes, trenches, channels, ditches, levels soils and maintains roads.    
Ensures that personal protective equipment (PPE) is in good working condition and is worn by self and co-workers.    
Operates tools and equipment in a manner that prevents unnecessary damage or wear and tear.    Removes debris and 
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sediment from drainage structures such as pipes and culverts.    Moves, loads, haul, and stockpiles dirt, rock and other 
materials.    Attaches, detaches, replaces, and adjusts equipment attachments (e.g. augers, blades, etc.).    Applies 
herbicides using tractor and/or all-terrain vehicles (ATV's) with portable spray units.Inspecting Equipment, Structures, or 
Material:    Inspects infrastructure (i.e., flood control, grade control, channel stabilization structures, etc.) as directed, 
notes findings and reports to supervisor.Evaluating Information to Determine Compliance with Standards:    Monitors, 
evaluates and modifies work activities to ensure compliance with operational, environmental, construction and safety 
standards.Repairing and Maintaining Mechanical Equipment:    Performs minor welding and uses a cutting torch for 
fabrication or repairs.    Checks, fills or replaces oil, water, and brake fluid, battery, tires, and greases equipment, 
according to manufacturer's recommendation.    Performs required routine maintenance and makes minor repairs of 
tools, devices, and equipment, as necessary.    Monitors tools and equipment during operation and makes 
recommendations for repairs to the supervisor.Making Decisions and Solving Problems:    Accomplishes work objectives 
by making sound decisions and solving problems with limited supervision.    Assesses project conditions and constraints 
to determine equipment and personnel needs.    Develops plan of ingress/egress while assessing project conditions, as 
requested by supervisor.Coordinating the Work and Activities of Others:    Coordinates and/or leads the activities of a 
small group of workers to accomplish assigned tasks.Communicating with Persons Outside Organization:    
Communicates with stakeholders (i.e., general public, regulatory agencies, elected officials, etc.), in a courteous and 
professional manner.Interacting With Computers:    Enters time and leave using the designated computer program, in a 
proper and timely manner.Coaching and Developing Others:    Coaches, mentors, and encourages co-workers when 
cross-training or demonstrating how to operate different tools or equipment.    Coaches and encourages peers to follow 
policies and procedures.Documenting/Recording Information:    Keeps time, travel, fuel, maintenance, and project 
records and reports.Communicating with Supervisors, Peers, or Subordinates:    Communicates effectively and maintains 
harmonious working relationships with supervisors and co-workers.    Notifies supervisor when there is a shortage of 
supplies.Performing Administrative Activities:    Obtains materials and supplies, as directed by supervisor, from 
approved vendors. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Decision Quality    Functional/Technical Competency    Time Management    
Building Effective Teams    Composure    Action Oriented    Delegation    Motivating Others    Drive for ResultsKnowledge:    
Building and Construction    MechanicalSkills:    Operation and Control    Active Listening    Operation Monitoring    Active 
Learning    Equipment Maintenance    Equipment SelectionAbilities:    Reaction Time    Control Precision    Rate Control    
Dynamic Strength    Gross Body Equilibrium    Depth Perception    Peripheral Vision    Oral Comprehension    Arm-Hand 
Steadiness    Multilimb Coordination    Gross Body Coordination    Stamina    Spatial Orientation    Selective Attention    
Manual Dexterity    Problem Sensitivity    Hearing Sensitivity 
 
Tools and Equipment Used: 
    Heavy Equipment: backhoe with attachments, tractors with attachments, bulldozer, excavator, dump truck, skid steer 
with attachments, tractor-trailer, amphibious trackhoe, etc.    Vehicles: all-terrain vehicles (ATVs), 4-wheel drive pick-up 
trucks, passenger/utility vans, etc.    Power Tools: chainsaw, weed-eater, tamper, leaf blower, welder, circular saw, jig 
saw, demolition saw, pole saw, drills, grinder (bench and hand), pressure washer, sprayer, reciprocating saw, plasma 
cutter, concrete mixer, trash pump, drills, impact wrench, auger, industrial hand-held sewing machine, concrete 
vibrator, etc.     Office Equipment: copy machine/computers/fax machine    Hand Tools    Wheelbarrow    Personal 
Protective Equipment (PPE)    Telephone/Cell phone    Two-Way Radio    Camera    Global Positioning System (GPS)    
Surveying Equipment: GPS, laser level, total station, etc.    Water Craft: boats, canoes, air boats, kayak, floating work 
platform    Explosive Equipment 
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064540 - EQUIPMENT OPERATOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2202 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled full-time labor and trades 
experience, including at least one year of experience in construction equipment operation. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment.  An appropriate 
commercial driver's license/endorsement is required within six months of employment. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled light and heavy equipment operation of average 
difficulty; and performs related physical labor as required. Distinguishing Features: This is the working level class in the 
Equipment Operator series. An employee in this class operates a variety of light and heavy equipment and performs 
physical labor as required for maintenance and construction activities. This class differs from that of Equipment 
Operator Supervisor in that an incumbent of the latter acts as a working supervisor of Equipment Operators. 
 
Work Activities: 
Performing General Physical Activities:     Performs physical labor, including: shoveling, raking, pouring concrete, 
installing erosion control materials, operating chainsaws, including: planting trees, loading, dragging, pushing, lifting, 
etc.    Performs physical activities, including: walking (i.e. ditches, uneven terrain, slopes, in mud, etc.), wading in water, 
climbing, operating augers or probes, hand placement of large stone, etc.    Assists in the use or placement of binary 
explosives.    Installs vegetative cover consisting of grasses, shrubs, and trees on completed projects and for 
maintenance purposes.Monitor Processes, Materials, or Surroundings:    Monitors and assesses work environment, 
regularly, to ensure the safety of self and others.Updating and Using Relevant Knowledge:    Maintains and/or develops 
proficiencies in the installation of Best Management Practices (BMPs) such as log vanes, root wads, erosion controls, etc. 
using a variety of tools, materials, and/or equipment.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes 
chainsaws to cut fallen and leaning trees while standing on stream banks or in boats.    Remains constantly alert and 
operates equipment carefully, especially when close to other persons, buildings, etc. to prevent injury to self or others.    
Avoids utilities (i.e., electric, gas, water, sewer, etc.) when excavating or operating tools and equipment.    Operates 
tractors/mowers on steep slopes and uneven terrain.    Operates vehicles, mechanized devices, or equipment such as, 
but not limited to: backhoes, dump trucks, bulldozers, skid steers, excavators, various watercraft, amphibious trackhoe, 
all-terrain vehicles, tractors, mowers, tractor trailers, four wheel drive (4WD) pickup trucks, etc.    Works in harsh 
conditions (i.e. exposure to snakes, insects, poisonous plants, etc.) and remote locations such as streams, rivers, and 
wetlands.    Performs stream maintenance minimizing disturbance of streambank vegetation and aquatic habitat using 
amphibious trackhoes, boats, chainsaws, and cables.    Operates equipment, working to detailed specifications, on 
slopes, curves, and excavations in rough terrain, moist soils, and/or dense vegetation.    Loads, secures, and transports 
heavy equipment, materials and supplies.    Operates equipment in restricted space, extreme weather conditions (i.e., 
heat, cold, rain, etc.).    Operates tools, devices, and equipment according to safety rules and regulations.    Interprets 
construction drawings, schematics and maps to ensure project specifications are met.    Maintains or constructs flood 
control, grade control, or channel stabilization structures, using a variety of tools, materials, and equipment.    
Constructs projects that restore, enhance, and/or preserve natural stream and floodplain function, using a variety of 
tools, materials, and equipment.    Operates tools and equipment in a manner that prevents damage to infrastructure, 
buildings, landscape, etc.    Digs and/or excavates holes, trenches, channels, ditches, levels soils and maintains roads.    
Ensures that personal protective equipment (PPE) is in good working condition and is worn by self and co-workers.    
Operates tools and equipment in a manner that prevents unnecessary damage or wear and tear.    Removes debris and 
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sediment from drainage structures such as pipes and culverts.    Moves, loads, haul, and stockpiles dirt, rock and other 
materials.    Attaches, detaches, replaces, and adjusts equipment attachments (e.g. augers, blades, etc.).    Applies 
herbicides using tractor and/or all-terrain vehicles (ATV's) with portable spray units.Inspecting Equipment, Structures, or 
Material:    Inspects infrastructure (i.e., flood control, grade control, channel stabilization structures, etc.) as directed, 
notes findings and reports to supervisor.Evaluating Information to Determine Compliance with Standards:    Monitors, 
evaluates and modifies work activities to ensure compliance with operational, environmental, construction and safety 
standards.Repairing and Maintaining Mechanical Equipment:    Performs minor welding and uses a cutting torch for 
fabrication or repairs.    Checks, fills or replaces oil, water, and brake fluid, battery, tires, and greases equipment, 
according to manufacturer's recommendation.    Performs required routine maintenance and makes minor repairs of 
tools, devices, and equipment, as necessary.    Monitors tools and equipment during operation and makes 
recommendations for repairs to the supervisor.Making Decisions and Solving Problems:    Accomplishes work objectives 
by making sound decisions and solving problems with limited supervision.    Assesses project conditions and constraints 
to determine equipment and personnel needs.    Develops plan of ingress/egress while assessing project conditions, as 
requested by supervisor.Coordinating the Work and Activities of Others:    Coordinates and/or leads the activities of a 
small group of workers to accomplish assigned tasks.Communicating with Persons Outside Organization:    
Communicates with stakeholders (i.e., general public, regulatory agencies, elected officials, etc.), in a courteous and 
professional manner.Interacting With Computers:    Enters time and leave using the designated computer program, in a 
proper and timely manner.Coaching and Developing Others:    Coaches, mentors, and encourages co-workers when 
cross-training or demonstrating how to operate different tools or equipment.    Coaches and encourages peers to follow 
policies and procedures.Documenting/Recording Information:    Keeps time, travel, fuel, maintenance, and project 
records and reports.Communicating with Supervisors, Peers, or Subordinates:    Communicates effectively and maintains 
harmonious working relationships with supervisors and co-workers.    Notifies supervisor when there is a shortage of 
supplies.Performing Administrative Activities:    Obtains materials and supplies, as directed by supervisor, from 
approved vendors. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Decision Quality    Functional/Technical Competency    Time Management    
Building Effective Teams    Composure    Action Oriented    Delegation    Motivating Others    Drive for ResultsKnowledge:    
Building and Construction    MechanicalSkills:    Operation and Control    Active Listening    Operation Monitoring    Active 
Learning    Equipment Maintenance    Equipment SelectionAbilities:    Reaction Time    Control Precision    Rate Control    
Dynamic Strength    Gross Body Equilibrium    Depth Perception    Peripheral Vision    Oral Comprehension    Arm-Hand 
Steadiness    Multilimb Coordination    Gross Body Coordination    Stamina    Spatial Orientation    Selective Attention    
Manual Dexterity    Problem Sensitivity    Hearing Sensitivity 
 
Tools and Equipment Used: 
    Heavy Equipment: backhoe with attachments, tractors with attachments, bulldozer, excavator, dump truck, skid steer 
with attachments, tractor-trailer, amphibious trackhoe, etc.    Vehicles: all-terrain vehicles (ATVs), 4-wheel drive pick-up 
trucks, passenger/utility vans, etc.    Power Tools: chainsaw, weed-eater, tamper, leaf blower, welder, circular saw, jig 
saw, demolition saw, pole saw, drills, grinder (bench and hand), pressure washer, sprayer, reciprocating saw, plasma 
cutter, concrete mixer, trash pump, drills, impact wrench, auger, industrial hand-held sewing machine, concrete 
vibrator, etc.     Office Equipment: copy machine/computers/fax machine    Hand Tools    Wheelbarrow    Personal 
Protective Equipment (PPE)    Telephone/Cell phone    Two-Way Radio    Camera    Global Positioning System (GPS)    
Surveying Equipment: GPS, laser level, total station, etc.    Water Craft: boats, canoes, air boats, kayak, floating work 
platform    Explosive Equipment 
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064541 - EQUIPMENT OPERATOR SUPERVISOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2217 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly skilled full-time labor and trades 
experience, including at least two years in construction equipment operation. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment. An appropriate 
commercial driver's license/endorsement is required within six months of employment. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs semi-skilled and skilled light and heavy equipment operation work of 
considerable difficulty; supervisory work of routine difficulty; and performs related physical labor as required. 
Distinguishing Features:  This is the supervisory level and the highest classification in the Equipment Operator series. An 
employee in this class supervises Equipment Operators, operates a variety of light and heavy equipment, and performs 
physical labor as required for maintenance and construction activities. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:     Monitors and assesses work environment, regularly, to ensure the 
safety of self and others.Communicating with Supervisors, Peers, or Subordinates:    Communicates effectively and 
maintains harmonious working relationships with management, co-workers and subordinates.Resolving Conflicts and 
Negotiating with Others:    Addresses conflicts and grievances according to policies and procedures.Inspecting 
Equipment, Structures, or Material:    Inspects infrastructure (i.e., flood control, grade control, channel stabilization 
structures, etc.) as directed, notes deficiencies, prepares plan of action and reports to supervisor.Coordinating the Work 
and Activities of Others:    Coordinates and/or leads the activities of staff and/or contractors to accomplish assigned 
tasks.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including 
setting performance standards and monitoring performance through scheduled evaluations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Utilizes chainsaws to cut fallen and leaning trees while standing on stream banks 
or in boats.    Works in harsh conditions (i.e. exposure to snakes, insects, poisonous plants, etc.) and remote locations 
such as streams, rivers, and wetlands.    Operates equipment, working to detailed specifications, on slopes, curves, and 
excavations in rough terrain, moist soils, and/or dense vegetation.    Operates vehicles, mechanized devices, or 
equipment such as, but not limited to: backhoes, dump trucks, bulldozers, skid steers, excavators, various watercraft, 
amphibious trackhoe, all-terrain vehicles, tractors, mowers, tractor trailers, four wheel drive (4WD) pickup trucks, etc.    
Operates equipment in restricted space, extreme weather conditions (i.e., heat, cold, rain, etc.).    Operates tools, 
devices, and equipment according to safety rules and regulations.    Operates tools and equipment in a manner that 
prevents damage to infrastructure, buildings, landscape, etc.    Performs stream maintenance minimizing disturbance of 
streambank vegetation and aquatic habitat using amphibious trackhoes, boats, chainsaws, and cables.    Avoids utilities 
(i.e., electric, gas, water, sewer, etc.) when excavating or operating tools and equipment.    Constructs projects that 
restore, enhance, and/or preserve natural stream and floodplain function, using a variety of tools, materials, and 
equipment.    Remains constantly alert and operates equipment carefully, especially when close to other persons, 
buildings, etc. to prevent injury to self or others.    Interprets construction drawings, schematics and maps to ensure 
project specifications are met.    Digs and/or excavates holes, trenches, channels, ditches, levels soils and maintains 
roads.    Operates tractors/mowers on steep slopes and uneven terrain.    Ensures that personal protective equipment 
(PPE) is in good working condition and is worn by self and others.    Loads, secures, and transports heavy equipment, 
materials and supplies.    Removes debris and sediment from drainage structures such as pipes and culverts.    Maintains 
or constructs flood control, grade control, or channel stabilization structures, using a variety of tools, materials, and 
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equipment.    Operates tools and equipment in a manner that prevents unnecessary damage or wear and tear.    Applies 
herbicides using tractor and/or all-terrain vehicles (ATV's) with portable spray units.    Attaches, detaches, replaces, and 
adjusts equipment attachments (e.g. augers, blades, etc.).    Moves, loads, haul, and stockpiles dirt, rock and other 
materials.Performing General Physical Activities:    Performs physical activities, including: walking (i.e. ditches, uneven 
terrain, slopes, in mud, etc.), wading in water, climbing, operating augers or probes, hand placement of large stone, etc.    
Performs physical labor, including: shoveling, raking, pouring concrete, installing erosion control materials, operating 
chainsaws, seeding, mulching, planting trees, loading, dragging, pushing, lifting, etc.    Installs vegetative cover consisting 
of grasses, shrubs, and trees on completed projects and for maintenance purposes.    Assists in the use or placement of 
binary explosives.Thinking Creatively:    Develops tools and plans to accomplish assigned projects given complex working 
conditions.Updating and Using Relevant Knowledge:    Maintains and/or develops proficiencies in the installation of Best 
Management Practices (BMPs) such as log vanes, root wads, erosion controls, etc. using a variety of tools, materials, 
and/or equipment.Training and Teaching Others:    Identifies safety concerns and ensures that training is up to date.    
Promotes practices that create a safe working environment.    Identifies opportunities for cross training of employees 
and skills development.Evaluating Information to Determine Compliance with Standards:    Monitors, evaluates and 
modifies work activities to ensure compliance with operational, environmental, construction and safety 
standards.Developing and Building Teams:    Encourages teamwork and cooperation of staff.Staffing Organizational 
Units:    Participates in the interview, selection and hiring process for Equipment Operators.Coaching and Developing 
Others:    Coaches and mentors co-workers and subordinates in following policies and procedures.    Coaches, mentors, 
and encourages co-workers and subordinates when cross-training with different tools and equipment.Scheduling Work 
and Activities:    Coordinates with management to prioritize projects and schedule work assignments for staff.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Assists in development of specifications for 
purchasing tools and equipment.Communicating with Persons Outside Organization:    Communicates with stakeholders 
(i.e., general public, regulatory agencies, elected officials, etc.), in a courteous and professional 
manner.Documenting/Recording Information:    Maintains time, travel, fuel, project and maintenance 
records/reports.Performing Administrative Activities:    Obtains materials and supplies from approved vendors in 
accordance with procurement guidelines.    Approves time and leave requests for staff.Making Decisions and Solving 
Problems:    Accomplishes work objectives by making sound decisions and solving problems.    Assesses project 
conditions and constraints to determine equipment and personnel needs.    Develops plan of ingress/egress while 
assessing project conditions.Repairing and Maintaining Mechanical Equipment:    Performs minor welding and uses a 
cutting torch for fabrication or repairs.    Checks, fills or replaces oil, water, brake fluid, battery, tires, and greases 
equipment, according to manufacturer's recommendation.    Monitors tools and equipment during operation and 
coordinates repairs.    Performs required routine maintenance and makes minor repairs of tools, devices, and 
equipment, as necessary.Getting Information:    Observes and processes information from site visits and from co-
worker/subordinate reports.Monitoring and Controlling Resources:    Obtains bids from vendors for equipment, 
supplies, and materials for purchases between $2,000 - $25,000 as per policies and guidelines.    Obtains services, 
supplies, parts and materials using proxy cards (P-Cards) for purchases under $2,000 as per policies and guidelines.    
Monitors fuel purchases and reports.Interacting With Computers:    Enters time and leave and performance evaluations, 
using the designated computer program, in a proper and timely manner.    Utilizes available technology or software to 
review maps, weather conditions, stream gages, etc.    Assists employees when interacting with computers.Processing 
Information:    Reviews and verifies information received from Equipment Operators such as maintenance log, time 
sheets, mileage logs, fuel logs, etc. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Boss Relationships    Listening    Peer Relationships    Decision Quality    Drive for 
Results    Action Oriented    Perseverance    Self-Development    Technical LearningKnowledge:    Building and 
Construction    MechanicalSkills:    Judgment and Decision Making    Management of Personnel Resources    Time 
Management    Active Listening    Critical Thinking    Speaking    Equipment Maintenance    Equipment Selection    Active 
Learning    Management of Material ResourcesAbilities:    Oral Comprehension    Oral Expression    Spatial Orientation    
Stamina    Problem Sensitivity    Arm-Hand Steadiness    Control Precision    Rate Control    Dynamic Strength    Gross 
Body Equilibrium    Depth Perception    Peripheral Vision    Selective Attention 
 
Tools and Equipment Used: 
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    Heavy Equipment: backhoe with attachments, tractors with attachments, bulldozer, excavator, dump truck, skid steer 
with attachments, tractor-trailer, amphibious trackhoe, etc.    Vehicles: all-terrain vehicles (ATVs), 4-wheel drive pick-up 
trucks, passenger/utility vans, etc.    Power Tools: chainsaw, weed-eater, tamper, leaf blower, welder, circular saw, jig 
saw, demolition saw, pole saw, drills, grinder (bench and hand), pressure washer, sprayer, reciprocating saw, plasma 
cutter, concrete mixer, trash pump, drills, impact wrench, auger, industrial hand-held sewing machine, concrete 
vibrator, etc.     Office Equipment: copy machine/computers/fax machine    Hand Tools    Wheelbarrow    Personal 
Protective Equipment (PPE)    Telephone/Cell phone    Two-Way Radio    Global Positioning System (GPS)    Surveying 
Equipment: GPS, laser level, total station, etc.    Water Craft: boats, canoes, air boats, kayak, floating work platform    
Explosive Equipment 
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062850 - EQUIPMENT SERVICE WORKER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1698 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs equipment maintenance work of routine difficulty; and performs 
related work as required.Distinguishing Features: This is the entry level class in the Equipment Mechanic sub-series. An 
employee in this class performs a variety of routine equipment maintenance work including tire changing, lubrication, 
and minor inspection. This class differs from that of Equipment Mechanic 1 in that an incumbent of the latter works 
under general supervision and is a working level equipment mechanic. 
 
Work Activities: 
1. Performs routine maintenance on vehicles; pumps gas, checks and adds oil, changes oil filters, changes tires, greases 
chassis, checks and changes batteries, and washes vehicles.2. Performs routine maintenance and repairs on equipment 
with small engines such as lawn mowers and chain saws; sharpens saw and mower blades; replaces handles; replaces 
spark plugs; and changes oil.3. Operates a tow truck; tows in disabled vehicles and repairs those with minor problems.4. 
Assists aircraft mechanics in the maintenance of airplanes and ground equipment; assists other mechanics in 
maintenance work.5. Operates and utilizes a variety of tools and equipment such as hand tools, steam cleaners, jacks, 
tire changers, grease racks, battery chargers, air wrenches, grinders, and pick-up and tow trucks.6. Keeps records of and 
makes routine reports such as time expended and materials used. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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029364 - EQUITIES DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1039 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073199 - ERP MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2447 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073193 - ERP PROJECT DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2446 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
KNOWLEDGE:1. ERP - CORE BUSINESS SYSTEM2. PREFERENCE FOR PEOPLE SOFT3. LEADERSHIP/MANAGEMENT 
PRINCIPLES4. PROJECT MANAGEMENT UNDERSTANDING5. BASIC BUSINESS KNOWLEDGE (CONTRACTING, FINANCES, 
ETC.)6. SYSTEMS THINKING7. ANALYTICS8. DECISION MAKING MODEL9. SCOPE OF IMPACTSKILLS/ABILITIES:1. 
EFFECTIVELY COMMUNICATE2. BUILD TEAMS3. BUILD INTERPERSONAL RELATIONSHIPS (NETWORKING)4. SEEK THE 
CUSTOMER'S INPUT (VOC)5. INTERMEDIARY BETWEEN TECHNICAL TO FUNCTIONAL (TRANSLATE)6. COMPROMISE/OPEN 
MINDED7. PROBLEM SOLVING8. STRATEGIC PLANNING9. DECISIVENESS10. BUILDING CONSENSUS 
(SOLUTION)COMPETENCIES:1. BUSINESS ACUMEN2. CUSTOMER FOCUS3. DECISION QUALITY4. DRIVE FOR RESULTS5. 
INFORMING6. INTEGRITY AND TRUST7. INTERPERSONAL SAVVY8. MANAGERIAL COURAGE9. MANAGING THROUGH 
SYSTEMS10. ORGANIZATIONAL AGILITY11. PRIORITY SETTING12. STRATEGIC AGILITY  
 
Tools and Equipment Used: 
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062955 - EX RES PROPERTY MAINT TECH 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1679 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062956 - EX RES PROPERTY MAINT TECH 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1680 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027239 - EXEC ASSISTANT FOR POL & RES 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1412 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027217 - EXEC ASSISTANT-LEADERSHIP 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1364 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073448 - EXEC ASST TO CHIEF OF STAFF 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3175 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073473 - EXEC ASST TO THE FIRST LADY 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3225 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073432 - EXEC ASST TO THE GOVERNOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3159 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077119 - EXEC RES COORDINATOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4308 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077122 - EXEC RES HORTICULTURAL ASST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4309 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077130 - EXEC RES HORTICULTURALIST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4315 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2490 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  2491 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  2492 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2493 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2494 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2495 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2496 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2497 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2498 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2499 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2500 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2501 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2502 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2503 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2504 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  2505 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2506 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2507 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2508 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2509 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2510 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2511 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2512 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2513 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073171 - EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3038 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  3039 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3040 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3041 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3042 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  3043 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3044 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3045 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3046 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3047 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3048 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3049 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3050 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3051 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3052 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3053 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3054 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3055 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3056 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3057 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3058 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3059 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3060 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3061 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3062 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3063 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073172 - EXECUTIVE ADMIN ASSISTANT 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3064 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  3065 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3066 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3067 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  3068 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  3069 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3070 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3071 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3072 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3073 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3074 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3075 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3076 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3077 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3078 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3079 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3080 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3081 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3082 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3083 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3084 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3085 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3086 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3087 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3088 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073173 - EXECUTIVE ADMIN ASSISTANT 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3089 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027230 - EXECUTIVE ADMIN ASST-LDRSHIP 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1389 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027228 - EXECUTIVE ASSISTANT-JOINT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1388 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027264 - EXECUTIVE ASST-SPEAKER PRO TEM 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1466 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027262 - EXECUTIVE DIRECTOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1464 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027262 - EXECUTIVE DIRECTOR 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1465 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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042861 - EXECUTIVE HOUSEKEEPER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1958 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of increasingly responsible full-time custodial work, including at least one year in a supervisory capacity at a 
hospital or other work situation involving the supervision of relatively large numbers of custodial workers. Substitution 
of Experience for Education: Qualifying full-time custodial experience may substitute for the required education on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory housekeeping duties of average difficulty in 
directing housekeeping activities at a moderate-sized hospital or assisting in directing services at a large hospital; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for managing 
housekeeping services at a small hospital or assisting the Executive Housekeeper 2 at a large hospital. This class differs 
from that of Executive Housekeeper 2 in that an incumbent of the latter serves as the director of housekeeping services 
at a large intellectual and developmental disabilities facility or mental health institution and directs the largest of 
housekeeping staffs. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises housekeeping staff at a small hospital or assists with 
supervision of housekeeping staff at a large institution.    Establishes work procedures and standards for housekeeping 
staff in compliance with rules and regulations of institution.    Evaluates performance of assigned staff.Scheduling Work 
and Activities:    Prepares work schedules. Staffing Organizational Units:    Interviews and hires new 
employees.Documenting/Recording Information:    Prepares a variety of standard records and reports such as monthly 
and yearly reports, employee evaluations and time sheets.    Updates housekeeping manuals.Training and Teaching 
Others:    Provides in service training for new employees.    Demonstrates new techniques.Communicating with 
Supervisors, Peers, or Subordinates:    Attends division head meetings, committee meetings, and other related 
meetings.Monitoring and Controlling Resources:    Ensures proper control of the institutional supply of sheets, pillow 
cases, mattress cases, towels, and other linens.    Requisitions supplies.Communicating with Persons Outside 
Organization:    May meet with outside sales representatives to discuss the purchase of supplies and equipment.Provide 
Consultation and Advice to Others:    Recommends new methods, materials, and equipment to improve productivity and 
reduce health hazards.Controlling Machines and Processes:    May operate various housekeeping equipment such as 
buffers and vacuums.Monitor Processes, Materials, or Surroundings:    Inspects the facility daily for proper housekeeping 
conditions.    May supervise non-volume laundry services. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Time Management    Planning    Motivating Others    Dealing with Ambiguity    
Organizing    Perseverance    Customer Focus    Managing Diversity    Conflict ManagementKnowledge:    Knowledge of 
business and management principles involved in strategic planning, resource allocation, human resources modeling, 
leadership technique, production methods, and coordination of people and resources    Knowledge of principles and 
processes for providing customer and personal services, including customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of administrative and clerical procedures 
and systems such as word processing, managing files and records, stenography and transcription, designing forms, and 
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other office procedures and terminologySkills:    Managing one's own time and the time of others    Motivating, 
developing, and directing people as they work, identifying the best people for the job    Understanding written 
sentences and paragraphs in work related documents    Talking to others to convey information effectively    
Communicating effectively in writing as appropriate for the needs of the audience    Teaching others how to do 
something    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times    Basic computer skills    Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
Selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Identifying problems and reviewing related information to develop and evaluate options and 
implement solutions    Determining causes of operating errors and deciding what to do about it    Monitoring/Assessing 
performance of yourself, other individuals, or organizations to make improvements or take corrective action    Adjusting 
actions in relation to others' actions    Be able to operate and control housekeeping equipment    Obtaining and seeing 
to the appropriate use of equipment, facilities, and materials needed to do certain work    Bringing others together and 
trying to reconcile differences    Persuading others to change their minds or behavior    Actively looking for ways to help 
people    Being aware of others' reactions and understanding why they react as they do    Conducting tests and 
inspections of products, services, or processes to evaluate quality or performanceAbilities:    The ability to speak clearly 
so others can understand you    The ability to identify and understand the speech of another person    The ability to 
apply general rules to specific problems to produce answers that make sense    The ability to communicate information 
and ideas in speaking so others will understand    The ability to listen to and understand information and ideas 
presented through spoken words and sentences    The ability to read and understand information and ideas presented in 
writing    The ability to communicate information and ideas in writing so others will understand    The ability to come up 
with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity)    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to bend, stretch, twist, or reach with your body, arms, and/or legs    The ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
The ability to tell when something is wrong or is likely to go wrong    The ability to add, subtract, multiply, or divide 
quickly and correctly 
 
Tools and Equipment Used: 
    Computer    Office Equipment    Telephone    Housekeeping supplies and equipment 
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042862 - EXECUTIVE HOUSEKEEPER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1975 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five or more years of increasingly responsible full-time custodial work, including at least two years in a supervisory 
capacity at a hospital or other work situation involving the supervision of relatively large numbers of custodial workers. 
Substitution of Experience for Education: Qualifying full-time custodial experience may substitute for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory housekeeping duties of considerable difficulty in 
directing all housekeeping services at a large hospital; and performs related work as required. Distinguishing Features: 
An employee in this class is responsible for directing housekeeping services at a large institution. This class differs from 
that of Executive Housekeeper 1 in that an incumbent of the latter directs housekeeping services at a smaller institution 
or assists a higher level executive housekeeper at a large hospital. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the largest of housekeeping staffs at a large institution.    
Establishes work procedures and standards for housekeeping staff in compliance with rules and regulations of 
institution.    Evaluates performance of assigned staff.Scheduling Work and Activities:    Prepares work schedules. 
Staffing Organizational Units:    Interviews and hires new employees.Documenting/Recording Information:    Prepares a 
variety of standard records and reports such as monthly and yearly reports, employee evaluations and time sheets.    
Updates housekeeping manuals.Training and Teaching Others:    Provides in service training for new employees.    
Demonstrates new techniques.Communicating with Supervisors, Peers, or Subordinates:    Attends division head 
meetings, committee meetings, and other related meetings.Monitoring and Controlling Resources:    Ensures proper 
control of the institutional supply of sheets, pillow cases, mattress cases, towels, and other linens.    Requisitions 
supplies.Communicating with Persons Outside Organization:    May meet with outside sales representatives to discuss 
the purchase of supplies and equipment.Provide Consultation and Advice to Others:    Recommends new methods, 
materials, and equipment to improve productivity and reduce health hazards.Controlling Machines and Processes:    
May operate various housekeeping equipment such as buffers and vacuums.Monitor Processes, Materials, or 
Surroundings:    Inspects the facility daily for proper housekeeping conditions.    May supervise non-volume laundry 
services. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Time Management    Planning    Motivating Others    Dealing with Ambiguity    
Organizing    Perseverance    Customer Focus    Managing Diversity    Conflict ManagementKnowledge:    Knowledge of 
business and management principles involved in strategic planning, resource allocation, human resources modeling, 
leadership technique, production methods, and coordination of people and resources    Knowledge of principles and 
processes for providing customer and personal services, including customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of administrative and clerical procedures 
and systems such as word processing, managing files and records, stenography and transcription, designing forms, and 
other office procedures and terminologySkills:    Managing one's own time and the time of others    Motivating, 
developing, and directing people as they work, identifying the best people for the job    Understanding written 
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sentences and paragraphs in work related documents    Talking to others to convey information effectively    
Communicating effectively in writing as appropriate for the needs of the audience    Teaching others how to do 
something    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times    Basic computer skills    Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
Selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Identifying problems and reviewing related information to develop and evaluate options and 
implement solutions    Determining causes of operating errors and deciding what to do about it    Monitoring/assessing 
performance of yourself, other individuals, or organizations to make improvements or take corrective action    Adjusting 
actions in relation to others' actions    Be able to operate and control housekeeping equipment    Obtaining and seeing 
to the appropriate use of equipment, facilities, and materials needed to do certain work    Bringing others together and 
trying to reconcile differences    Persuading others to change their minds or behavior    Actively looking for ways to help 
people    Being aware of others' reactions and understanding why they react as they do    Conducting tests and 
inspections of products, services, or processes to evaluate quality or performanceAbilities:    The ability to speak clearly 
so others can understand you    The ability to identify and understand the speech of another person    The ability to 
apply general rules to specific problems to produce answers that make sense    The ability to communicate information 
and ideas in speaking so others will understand    The ability to listen to and understand information and ideas 
presented through spoken words and sentences    The ability to read and understand information and ideas presented in 
writing    The ability to communicate information and ideas in writing so others will understand    The ability to come up 
with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity)    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to bend, stretch, twist, or reach with your body, arms, and/or legs    The ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
The ability to tell when something is wrong or is likely to go wrong    The ability to add, subtract, multiply, or divide 
quickly and correctly 
 
Tools and Equipment Used: 
    Computer    Office Equipment    Telephone    Housekeeping supplies and equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042862 - EXECUTIVE HOUSEKEEPER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1976 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five or more years of increasingly responsible full-time custodial work, including at least two years in a supervisory 
capacity at a hospital or other work situation involving the supervision of relatively large numbers of custodial workers. 
Substitution of Experience for Education: Qualifying full-time custodial experience may substitute for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory housekeeping duties of considerable difficulty in 
directing all housekeeping services at a large hospital; and performs related work as required. Distinguishing Features: 
An employee in this class is responsible for directing housekeeping services at a large institution. This class differs from 
that of Executive Housekeeper 1 in that an incumbent of the latter directs housekeeping services at a smaller institution 
or assists a higher level executive housekeeper at a large hospital. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the largest of housekeeping staffs at a large institution.    
Establishes work procedures and standards for housekeeping staff in compliance with rules and regulations of 
institution.    Evaluates performance of assigned staff.Scheduling Work and Activities:    Prepares work schedules. 
Staffing Organizational Units:    Interviews and hires new employees.Documenting/Recording Information:    Prepares a 
variety of standard records and reports such as monthly and yearly reports, employee evaluations and time sheets.    
Updates housekeeping manuals.Training and Teaching Others:    Provides in service training for new employees.    
Demonstrates new techniques.Communicating with Supervisors, Peers, or Subordinates:    Attends division head 
meetings, committee meetings, and other related meetings.Monitoring and Controlling Resources:    Ensures proper 
control of the institutional supply of sheets, pillow cases, mattress cases, towels, and other linens.    Requisitions 
supplies.Communicating with Persons Outside Organization:    May meet with outside sales representatives to discuss 
the purchase of supplies and equipment.Provide Consultation and Advice to Others:    Recommends new methods, 
materials, and equipment to improve productivity and reduce health hazards.Controlling Machines and Processes:    
May operate various housekeeping equipment such as buffers and vacuums.Monitor Processes, Materials, or 
Surroundings:    Inspects the facility daily for proper housekeeping conditions.    May supervise non-volume laundry 
services. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Time Management    Planning    Motivating Others    Dealing with Ambiguity    
Organizing    Perseverance    Customer Focus    Managing Diversity    Conflict ManagementKnowledge:    Knowledge of 
business and management principles involved in strategic planning, resource allocation, human resources modeling, 
leadership technique, production methods, and coordination of people and resources    Knowledge of principles and 
processes for providing customer and personal services, including customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of administrative and clerical procedures 
and systems such as word processing, managing files and records, stenography and transcription, designing forms, and 
other office procedures and terminologySkills:    Managing one's own time and the time of others    Motivating, 
developing, and directing people as they work, identifying the best people for the job    Understanding written 
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sentences and paragraphs in work related documents    Talking to others to convey information effectively    
Communicating effectively in writing as appropriate for the needs of the audience    Teaching others how to do 
something    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times    Basic computer skills    Using logic 
and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
Selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Identifying problems and reviewing related information to develop and evaluate options and 
implement solutions    Determining causes of operating errors and deciding what to do about it    Monitoring/assessing 
performance of yourself, other individuals, or organizations to make improvements or take corrective action    Adjusting 
actions in relation to others' actions    Be able to operate and control housekeeping equipment    Obtaining and seeing 
to the appropriate use of equipment, facilities, and materials needed to do certain work    Bringing others together and 
trying to reconcile differences    Persuading others to change their minds or behavior    Actively looking for ways to help 
people    Being aware of others' reactions and understanding why they react as they do    Conducting tests and 
inspections of products, services, or processes to evaluate quality or performanceAbilities:    The ability to speak clearly 
so others can understand you    The ability to identify and understand the speech of another person    The ability to 
apply general rules to specific problems to produce answers that make sense    The ability to communicate information 
and ideas in speaking so others will understand    The ability to listen to and understand information and ideas 
presented through spoken words and sentences    The ability to read and understand information and ideas presented in 
writing    The ability to communicate information and ideas in writing so others will understand    The ability to come up 
with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity)    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to bend, stretch, twist, or reach with your body, arms, and/or legs    The ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
The ability to tell when something is wrong or is likely to go wrong    The ability to add, subtract, multiply, or divide 
quickly and correctly 
 
Tools and Equipment Used: 
    Computer    Office Equipment    Telephone    Housekeeping supplies and equipment 
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076145 - EXECUTIVE IT DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5166 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and six years of 
professional level experience in information technology. Non-Substitutable Experience: Four of the six years must 
include managerial responsibilities. OR Substitution of Graduate Coursework for the Required Experience: Any 
additional graduate coursework in information technology may substitute for the required experience on a year for year 
basis to a maximum substitution of two years. OR Substitution of State Experience for the Required Experience and 
Bachelor’s Degree: Four years of experience directing IT operations and functions with the State of Tennessee may 
substitute for the required experience and bachelor’s degree. NOTE: The appointing authority of the department in 
which the position is located reserves the right to alter or supersede the above minimum qualifications based on their 
judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT, managerial, and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features:  An employee in this class directs a full range 
of IT services for an operating department having an IT organization of moderate size with an IT Budget between $1M 
and $10M OR 26-100 employees with roles in IT programs and operations. This class differs from that of IT Director in 
that incumbents of the latter direct IT activities for a department with small IT staff and programs of lesser scope and 
complexity. This class differs from that of Agency CIO in that the incumbent of the latter directs IT activities for a 
department with the largest of professional IT staffs and very complex and diverse programs. This position may report 
directly to an Agency CIO and serve in a subordinate capacity.  
 
Work Activities: 
"Selling or Influencing Others:    Build consensus among peers, subordinates, and supervisors in order to further the 
divisions and department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business 
partners during the course of training and communications to facilitate adoption and enhance investment.    Influences 
assigned subordinates, divisional, departmental, and agency-wide staff using identified individual motivational factors to 
increase job performance and productivity.Monitoring and Controlling Resources:    Achieves divisional, departmental, 
and/or agency IT budget objectives by reviewing and forecasting expenditures, analyzing variances, and initiating 
corrective actions.    Approve the allocation of headcount within the divisional, departmental, and/or agency IT 
organization to ensure efficient resource allotment and congruence with agency strategic objectives.    Approves internal 
purchases for divisional, departmental, and/or agency IT contract employees, hardware, and software as 
required.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and/or 
agency-wide staffing and identify timelines needed to complete projects to meet the strategic plan of the department.    
Estimates future staffing and skill requirements needed for divisional and/or agency-wide succession planning and talent 
management purposes.    Projects divisional and/or agency-wide budget impact of proposed program or operational 
changes to establish appropriate funding and implementation guidelines.Staffing Organizational Units:    Assesses and 
anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Conducts 
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behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified employees.    
Develops supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    
Assesses the appropriateness and viability of the use of alternate employment methodologies to address human 
resource needs.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of 
all levels of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets a 
variety of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Interpret a variety of IT reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Explain IT program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required in response to basic 
inquiries.Processing Information:    Exercises responsibility for executing all assigned IT activities and transactions to 
maintain accountability and business continuity.Thinking Creatively:    Creates a climate of creative thinking to engender 
IT employee engagement and develop business partner relationships.    Develop divisional and/or agency-wide IT 
strategic and operational plans to facilitate agency operations and forward agency goals.    Assists in the development of 
agency IT process improvement initiatives at a strategic level to ensure efficient workflows and accommodate available 
resources.    Participates in the development of talent management workforce plans using a variety of analytic 
techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs and 
strategic goals.    Provides creative input into the development of divisional and/or agency-wide policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops 
divisional and/or agency-wide implementation plans based on knowledge, experiences, skills, best practices and 
targeted research to address strategic goals and agency needs.    Develop a marketing approach for presenting the 
qualifications and accomplishments of the unit to higher level decision makers as a means of developing voice and 
improving engagement and executive staff confidence.    Incorporate departmental, state, and federal laws, rules, 
regulations, and policies into divisional and/or agency-wide best practices and standard operating procedures for 
efficiency and compliance purposes.    Develops divisional and/or agency-wide process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Develops corrective action plans to address 
divisional and/or agency-wide systemic issues.    Develops IT organizational structures in conjunction with Human 
Resources using a variety of data and best practices to ensure cost effective resource allocation and alignment with 
agency strategic goals and IT needs.    Participates in brainstorming sessions to develop divisional and/or agency-wide 
process streamlining initiatives and improve business practices.Resolving Conflicts and Negotiating with Others:    
Resolve external business partner disputes and conflicts to prevent business operation interruptions and compliance 
with contractual terms and agreements.    Coordinate with agency legal counsel when investigating conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolve interpersonal conflicts 
between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and productive 
work environment.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Resolves conflicts without input from higher management to ensure 
timely and efficient performance and maintain positive working relationships.    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product to identify efficiencies and inform performance evaluations.    Monitors IT 
performance at the agency level through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that agency key performance indicators are met.    Monitors the IT operational environment, 
to include daily agency IT operations, infrastructure, and other relevant work systems through subordinates, KPIs, 
service level agreements, and other indicators to identify trends and proactively anticipate problems.    Monitors the IT 
and overall business environment using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.Coaching and 
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Developing Others:    Mentors less experienced internal business partners in their work using a supportive and 
collaborative approach.    Coaches’ agency employees on IT related programs and information to ensure compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching 
to subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and/or agency-wide staff.Judging the Qualities of Things, Services, or People:    Assesses statements made in 
the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy and relevance.    
Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to determine 
whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    Assesses 
the quality of applicants to assigned subordinate positions to inform hiring decisions.    Assesses divisional and/or 
agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession planning, talent 
management and retention purposes.    Conduct performance evaluations for assigned subordinates to determine 
performance levels.    Recommends salary adjustments based on the evaluation of the pay of employees against the pay 
of other individuals in comparable classes to determine whether salary adjustments are warranted.    Reviews the 
performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the activities of assigned 
subordinates who oversee various programs with business partners as required to ensure that operational and strategic 
priorities, missions and visions are met, and conflicts in scheduling and responsibility do not arise.    Coordinate 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Making 
Decisions and Solving Problems:    Determine how to fit IT governance with the scope of IT initiatives to ensure that 
governance cost and resource allocation are appropriately aligned.    Determine appropriate balance of impact, financial 
and human capital cost, and risk in proposed IT operational initiatives to inform decisions about level of effort and 
priority of processing for IT projects and processes.    Determine best options available and appropriate resource 
allocations to meet business requirements identified by organizational stakeholders.    Makes decisions related to the 
resolution of personnel issues within assigned area of responsibility based on the results of analyses, personal 
experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    Determine 
appropriate level of materiality to inform decisions about level of effort and priority of processing for IT projects and 
processes.    Make acquisition decisions for IT products and services that support business objectives.    Reviews and 
approves summary performance metrics reporting submitted by assigned subordinates to identify current status in 
achieving assigned goals and facilitate communication with higher-level leadership personnel.    Determines the 
appropriate structure of the IT organization to support business objectives and ensure alignment with strategic goals.    
Make the decision to offer employment to job candidates who best fit available positions based on the results of 
selection assessment and testing.    Determine appropriate allocation of budgeted funds to ensure that highest priority 
projects have sufficient monetary resources to be completed in a timely and efficient manner.    Approve high level 
Information Systems directives to ensure alignment with strategic business objectives, best practices, and available 
resources.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization by identifying and eliminating barriers to success, providing sufficient tools and resources, and 
continually challenging the validity of the current process.    Leads assigned subordinates in monitoring agency IT and 
other business processes to identify efficiencies and achieve more timely and accurate goal achievement.    Leads and/or 
oversees assigned subordinates in the completion of the operations required to achieve goals within the assigned area 
of responsibility.    Leads committees to review current processes and recommend improvements to achieve greater 
efficiencies.    Assists assigned subordinates in coordinating IT activities with other department personnel by reallocating 
resources and directly participating as necessary.Evaluating Information to Determine Compliance with Standards:    
Evaluates employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Audits organizational hierarchies and supervisory 
assignments to ensure chains of command are up to date and valid.    Evaluates site audits of assigned subordinates and 
internal business partners to ensure work procedures and processes comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Evaluate candidate and employee qualifications to 



 TN Job Classification Specifications  
September 22, 2020 

determine compliance with minimum qualifications and/or necessary and special qualifications.    Ensures disciplinary 
actions executed by assigned subordinates are administered in accordance with agency policy and Department of 
Human Resources policies and procedures.    Evaluate plans and performance goals developed by assigned subordinates 
to ensure alignment with organizational goals.    Evaluate the work of assigned subordinates to determine compliance 
with job goals and intra-unit policy and methods.Organizing, Planning, and Prioritizing Work:    Incorporate divisional, 
departmental, state, and federal laws, rules, regulations, and policies into IT best practices and standard operating 
procedures for efficiency and compliance purposes.    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space 
to engage in supervisory work and ensure work is completed efficiently, accurately, and timely.    Assign special projects, 
highly confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.Provide Consultation and Advice to Others:    Make acquisition 
recommendations for IT products and services that support business objectives within assigned area of responsibility.    
Advise higher-level leadership personnel on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision making.    Collaborate continually with management to assess the 
overall efficacy of departmental IT operations.    Notifies appropriate leadership staff of possible violations of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Make recommendations 
as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Provide informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Make recommendations for 
changes in IT operations which affect the economy, efficiency and quality of agency IT operations and services.    Advise 
business partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    Assists assigned 
subordinates and internal business partners in developing job performance plans to communicate responsibilities and 
expected outcomes of performance in their role.    Advise internal business partners on the impact of 
state/departmental policies and procedures and federal guidelines on IT operations within assigned work unit.    Assists 
in the development of supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Developing and Building Teams:    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Celebrate the successes that occur as appropriate to enhance team morale and 
employee investment/engagement.    Encourage assigned subordinates, divisional and/or agency-wide staff to pursue 
career development opportunities as a means of improving team performance.    Identifies developmental opportunities 
appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    Creates and 
coordinates team building activities to incentivize teamwork and performance.Communicating with Supervisors, Peers, 
or Subordinates:    Maintains an open dialogue with internal business partners at all levels within the organization to 
ensure effective and efficient communications.    Sends notifications of initiatives, changes, approvals, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Communicates regularly with other IT 
staff to coordinate operational activities and program development with other departments and to ensure uniformity 
between departments.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions 
and work assignments.    Communicates work related information to a variety of business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Participates in a variety of meetings as required to provide and gather status 
updates for assigned workload.    Conducts periodic performance development meetings with assigned subordinates to 
communicate and develop job plans and provide performance feedback and developmental guidance.    Communicates 
with officials at higher levels on situations requiring an explanation of the services and activities of the agency.Getting 
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Information:    Researches agency's strategic goals to inform IT priorities and strategic goal planning.    Interviews 
employees and other individuals who have information related to ongoing investigations or work processes as required 
to further an investigation or process.    Gathers the input of stakeholders at all levels both inside and outside the 
organization to ensure strategic planning accurately reflects the needs of the organization at all levels.    Participates in 
strategic and operational meetings to obtain information needed to achieve operational objectives.    Researches work 
related information as needed to prepare reports, projects, proposals and other assigned tasks.    Reviews reports, 
queries and electronic databases to gather information necessary to complete assigned work.    Reviews e-mail, 
voicemails, and other correspondence to gather the information necessary to complete the assigned work.    Conducts 
site visits of external and internal organizations in order to obtain information for reorganization, benchmarking and 
other work related activities.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Represents the agency 
while attending meetings and events in order to promote the goodwill of the department.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service 
provision.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services to measure and improve organizational efficiency and performance.    Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
operational plans based on knowledge, experiences, skills, best practices and targeted research through collaboration 
with other leadership personnel to address strategic goals and agency needs.    Develops corrective action plans to 
address systemic issues.    Develops communication plans for addressing the ongoing communication of IT related 
information to agency employees and customers.    Assists with the development and periodic review of department 
and/or divisional directives, policies, procedures, and protocols as needed.    Develops strategic programs and events to 
improve IT staff morale.    Develops strategies for addressing divisional and/or agency-wide IT staffing needs to ensure 
adequate coverage for assigned workload.Analyzing Data or Information:    Analyzes processes, policies, and procedures 
using information technology reporting and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of agency operations and services.    Analyzes survey and benchmarking 
data collected by the agency to determine its relevancy to and effects on information technology processes and 
procedures and inform reporting.    Analyzes vacancy report against available KSACs and applicants to align with 
organizational needs.    Analyzes status reports submitted by assigned subordinates to identify patterns and trends.    
Analyze candidate applications and other documentation for assigned subordinate or sensitive positions to inform the 
decision on who to invite for interview.Communicating with Persons Outside Organization:    Answers sensitive and/or 
complex inquiries from persons of substantially high rank outside the organization as required.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency/division participates.    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Participates in 
media events to communicate information to the general public as required.    Serves on divisional, departmental, and 
statewide committees in the design, development, and implementation of new information management 
systems.Updating and Using Relevant Knowledge:    Utilizes acquired knowledge and skills to improve and inform daily 
performance of assigned tasks.    Attends agency specific training as required to ensure compliance with departmental, 
state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Attends in-service training as required to ensure continual learning 
and current knowledge of the field.    Maintains professional and technical knowledge and required certifications by 
attending educational workshops, reviewing professional publications, establishing personal networks, and participating 
in professional societies to remain informed of current industry and IT standards.Performing Administrative Activities:    
Completes performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
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regulations, and best practices.    Generates disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enters personal time and leave/overtime requests into the appropriate databases as 
required.Documenting/Recording Information:    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Completes and submits performance review documents for 
subordinates accurately and promptly.    Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence.    Documents information provided during meetings 
and training when serving as the sole agency representative to ensure accurate information is disseminated to 
others.Interacting With Computers:    Utilizes a variety of software tools to monitor program/project management.    
Uses office productivity software including but not limited to ERP software, word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Scheduling Work and Activities:    Schedules periodic performance discussions with subordinates to ensure 
continuous accurate evaluations and development.    Schedules personal workload to ensure timely processing, account 
for current unit workload, and ensure availability to assigned subordinates and business partners for consultation and 
advice as requested.    Schedules deadlines for IT related events for agency employees to ensure timely submission of 
required information." 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Advanced knowledge of hardware, software, data, and network principles and systems    Intermediate knowledge of 
administration and management best practices as they relate to executive level leadership    Intermediate knowledge of 
strategic planning principles and best practices as they relate to the control of agency-wide IT operations    Intermediate 
knowledge of customer service principles and best practices as they relate to service level agreements, metrics, 
customer interaction, and request fulfillment    Intermediate knowledge of business finance and accounting procedures 
and best practices    Intermediate knowledge of federal, state, and local laws, rules, regulations, policies, procedures, 
and best practices as they relate to information systems governance    Intermediate knowledge of personnel and human 
resources management best practices as they relate to talent managementSkills:    Intermediate active listening skills    
Intermediate critical thinking skills    Intermediate speaking skills as they relate to the interpretation and communication 
of IT systems, services, and strategies    Intermediate writing skills as they relate to the interpretation and 
communication of IT systems, services, and strategies    Intermediate reading comprehension skills as they relate to the 
understanding of hardware, software, data, and network principles and systems    Intermediate systems evaluation skills 
as they relate to the development and maintenance of a variety of business systems    Intermediate skill in the 
management of financial resources    Intermediate skill in the management of personnel resources    Intermediate time 
management skills    Intermediate negotiation skills    Intermediate persuasion skills    Basic monitoring skills as they 
relate to process improvement and organizational development    Service orientation skills    Complex problem solving 
skills    Judgment and decision making skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    
Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076145 - EXECUTIVE IT DIRECTOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5167 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and six years of 
professional level experience in information technology. Non-Substitutable Experience: Four of the six years must 
include managerial responsibilities. OR Substitution of Graduate Coursework for the Required Experience: Any 
additional graduate coursework in information technology may substitute for the required experience on a year for year 
basis to a maximum substitution of two years. OR Substitution of State Experience for the Required Experience and 
Bachelor’s Degree: Four years of experience directing IT operations and functions with the State of Tennessee may 
substitute for the required experience and bachelor’s degree. NOTE: The appointing authority of the department in 
which the position is located reserves the right to alter or supersede the above minimum qualifications based on their 
judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT, managerial, and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features:  An employee in this class directs a full range 
of IT services for an operating department having an IT organization of moderate size with an IT Budget between $1M 
and $10M OR 26-100 employees with roles in IT programs and operations. This class differs from that of IT Director in 
that incumbents of the latter direct IT activities for a department with small IT staff and programs of lesser scope and 
complexity. This class differs from that of Agency CIO in that the incumbent of the latter directs IT activities for a 
department with the largest of professional IT staffs and very complex and diverse programs. This position may report 
directly to an Agency CIO and serve in a subordinate capacity.  
 
Work Activities: 
"Selling or Influencing Others:    Build consensus among peers, subordinates, and supervisors in order to further the 
divisions and department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business 
partners during the course of training and communications to facilitate adoption and enhance investment.    Influences 
assigned subordinates, divisional, departmental, and agency-wide staff using identified individual motivational factors to 
increase job performance and productivity.Monitoring and Controlling Resources:    Achieves divisional, departmental, 
and/or agency IT budget objectives by reviewing and forecasting expenditures, analyzing variances, and initiating 
corrective actions.    Approve the allocation of headcount within the divisional, departmental, and/or agency IT 
organization to ensure efficient resource allotment and congruence with agency strategic objectives.    Approves internal 
purchases for divisional, departmental, and/or agency IT contract employees, hardware, and software as 
required.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and/or 
agency-wide staffing and identify timelines needed to complete projects to meet the strategic plan of the department.    
Estimates future staffing and skill requirements needed for divisional and/or agency-wide succession planning and talent 
management purposes.    Projects divisional and/or agency-wide budget impact of proposed program or operational 
changes to establish appropriate funding and implementation guidelines.Staffing Organizational Units:    Assesses and 
anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Conducts 
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behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified employees.    
Develops supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    
Assesses the appropriateness and viability of the use of alternate employment methodologies to address human 
resource needs.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of 
all levels of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets a 
variety of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Interpret a variety of IT reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Explain IT program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required in response to basic 
inquiries.Processing Information:    Exercises responsibility for executing all assigned IT activities and transactions to 
maintain accountability and business continuity.Thinking Creatively:    Creates a climate of creative thinking to engender 
IT employee engagement and develop business partner relationships.    Develop divisional and/or agency-wide IT 
strategic and operational plans to facilitate agency operations and forward agency goals.    Assists in the development of 
agency IT process improvement initiatives at a strategic level to ensure efficient workflows and accommodate available 
resources.    Participates in the development of talent management workforce plans using a variety of analytic 
techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs and 
strategic goals.    Provides creative input into the development of divisional and/or agency-wide policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops 
divisional and/or agency-wide implementation plans based on knowledge, experiences, skills, best practices and 
targeted research to address strategic goals and agency needs.    Develop a marketing approach for presenting the 
qualifications and accomplishments of the unit to higher level decision makers as a means of developing voice and 
improving engagement and executive staff confidence.    Incorporate departmental, state, and federal laws, rules, 
regulations, and policies into divisional and/or agency-wide best practices and standard operating procedures for 
efficiency and compliance purposes.    Develops divisional and/or agency-wide process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Develops corrective action plans to address 
divisional and/or agency-wide systemic issues.    Develops IT organizational structures in conjunction with Human 
Resources using a variety of data and best practices to ensure cost effective resource allocation and alignment with 
agency strategic goals and IT needs.    Participates in brainstorming sessions to develop divisional and/or agency-wide 
process streamlining initiatives and improve business practices.Resolving Conflicts and Negotiating with Others:    
Resolve external business partner disputes and conflicts to prevent business operation interruptions and compliance 
with contractual terms and agreements.    Coordinate with agency legal counsel when investigating conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolve interpersonal conflicts 
between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and productive 
work environment.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Resolves conflicts without input from higher management to ensure 
timely and efficient performance and maintain positive working relationships.    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product to identify efficiencies and inform performance evaluations.    Monitors IT 
performance at the agency level through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that agency key performance indicators are met.    Monitors the IT operational environment, 
to include daily agency IT operations, infrastructure, and other relevant work systems through subordinates, KPIs, 
service level agreements, and other indicators to identify trends and proactively anticipate problems.    Monitors the IT 
and overall business environment using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.Coaching and 
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Developing Others:    Mentors less experienced internal business partners in their work using a supportive and 
collaborative approach.    Coaches’ agency employees on IT related programs and information to ensure compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching 
to subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and/or agency-wide staff.Judging the Qualities of Things, Services, or People:    Assesses statements made in 
the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy and relevance.    
Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to determine 
whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    Assesses 
the quality of applicants to assigned subordinate positions to inform hiring decisions.    Assesses divisional and/or 
agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession planning, talent 
management and retention purposes.    Conduct performance evaluations for assigned subordinates to determine 
performance levels.    Recommends salary adjustments based on the evaluation of the pay of employees against the pay 
of other individuals in comparable classes to determine whether salary adjustments are warranted.    Reviews the 
performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the activities of assigned 
subordinates who oversee various programs with business partners as required to ensure that operational and strategic 
priorities, missions and visions are met, and conflicts in scheduling and responsibility do not arise.    Coordinate 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Making 
Decisions and Solving Problems:    Determine how to fit IT governance with the scope of IT initiatives to ensure that 
governance cost and resource allocation are appropriately aligned.    Determine appropriate balance of impact, financial 
and human capital cost, and risk in proposed IT operational initiatives to inform decisions about level of effort and 
priority of processing for IT projects and processes.    Determine best options available and appropriate resource 
allocations to meet business requirements identified by organizational stakeholders.    Makes decisions related to the 
resolution of personnel issues within assigned area of responsibility based on the results of analyses, personal 
experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    Determine 
appropriate level of materiality to inform decisions about level of effort and priority of processing for IT projects and 
processes.    Make acquisition decisions for IT products and services that support business objectives.    Reviews and 
approves summary performance metrics reporting submitted by assigned subordinates to identify current status in 
achieving assigned goals and facilitate communication with higher-level leadership personnel.    Determines the 
appropriate structure of the IT organization to support business objectives and ensure alignment with strategic goals.    
Make the decision to offer employment to job candidates who best fit available positions based on the results of 
selection assessment and testing.    Determine appropriate allocation of budgeted funds to ensure that highest priority 
projects have sufficient monetary resources to be completed in a timely and efficient manner.    Approve high level 
Information Systems directives to ensure alignment with strategic business objectives, best practices, and available 
resources.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization by identifying and eliminating barriers to success, providing sufficient tools and resources, and 
continually challenging the validity of the current process.    Leads assigned subordinates in monitoring agency IT and 
other business processes to identify efficiencies and achieve more timely and accurate goal achievement.    Leads and/or 
oversees assigned subordinates in the completion of the operations required to achieve goals within the assigned area 
of responsibility.    Leads committees to review current processes and recommend improvements to achieve greater 
efficiencies.    Assists assigned subordinates in coordinating IT activities with other department personnel by reallocating 
resources and directly participating as necessary.Evaluating Information to Determine Compliance with Standards:    
Evaluates employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Audits organizational hierarchies and supervisory 
assignments to ensure chains of command are up to date and valid.    Evaluates site audits of assigned subordinates and 
internal business partners to ensure work procedures and processes comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Evaluate candidate and employee qualifications to 
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determine compliance with minimum qualifications and/or necessary and special qualifications.    Ensures disciplinary 
actions executed by assigned subordinates are administered in accordance with agency policy and Department of 
Human Resources policies and procedures.    Evaluate plans and performance goals developed by assigned subordinates 
to ensure alignment with organizational goals.    Evaluate the work of assigned subordinates to determine compliance 
with job goals and intra-unit policy and methods.Organizing, Planning, and Prioritizing Work:    Incorporate divisional, 
departmental, state, and federal laws, rules, regulations, and policies into IT best practices and standard operating 
procedures for efficiency and compliance purposes.    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space 
to engage in supervisory work and ensure work is completed efficiently, accurately, and timely.    Assign special projects, 
highly confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.Provide Consultation and Advice to Others:    Make acquisition 
recommendations for IT products and services that support business objectives within assigned area of responsibility.    
Advise higher-level leadership personnel on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision making.    Collaborate continually with management to assess the 
overall efficacy of departmental IT operations.    Notifies appropriate leadership staff of possible violations of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Make recommendations 
as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Provide informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Make recommendations for 
changes in IT operations which affect the economy, efficiency and quality of agency IT operations and services.    Advise 
business partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    Assists assigned 
subordinates and internal business partners in developing job performance plans to communicate responsibilities and 
expected outcomes of performance in their role.    Advise internal business partners on the impact of 
state/departmental policies and procedures and federal guidelines on IT operations within assigned work unit.    Assists 
in the development of supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Developing and Building Teams:    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Celebrate the successes that occur as appropriate to enhance team morale and 
employee investment/engagement.    Encourage assigned subordinates, divisional and/or agency-wide staff to pursue 
career development opportunities as a means of improving team performance.    Identifies developmental opportunities 
appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    Creates and 
coordinates team building activities to incentivize teamwork and performance.Communicating with Supervisors, Peers, 
or Subordinates:    Maintains an open dialogue with internal business partners at all levels within the organization to 
ensure effective and efficient communications.    Sends notifications of initiatives, changes, approvals, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Communicates regularly with other IT 
staff to coordinate operational activities and program development with other departments and to ensure uniformity 
between departments.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions 
and work assignments.    Communicates work related information to a variety of business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Participates in a variety of meetings as required to provide and gather status 
updates for assigned workload.    Conducts periodic performance development meetings with assigned subordinates to 
communicate and develop job plans and provide performance feedback and developmental guidance.    Communicates 
with officials at higher levels on situations requiring an explanation of the services and activities of the agency.Getting 
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Information:    Researches agency's strategic goals to inform IT priorities and strategic goal planning.    Interviews 
employees and other individuals who have information related to ongoing investigations or work processes as required 
to further an investigation or process.    Gathers the input of stakeholders at all levels both inside and outside the 
organization to ensure strategic planning accurately reflects the needs of the organization at all levels.    Participates in 
strategic and operational meetings to obtain information needed to achieve operational objectives.    Researches work 
related information as needed to prepare reports, projects, proposals and other assigned tasks.    Reviews reports, 
queries and electronic databases to gather information necessary to complete assigned work.    Reviews e-mail, 
voicemails, and other correspondence to gather the information necessary to complete the assigned work.    Conducts 
site visits of external and internal organizations in order to obtain information for reorganization, benchmarking and 
other work related activities.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Represents the agency 
while attending meetings and events in order to promote the goodwill of the department.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service 
provision.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services to measure and improve organizational efficiency and performance.    Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
operational plans based on knowledge, experiences, skills, best practices and targeted research through collaboration 
with other leadership personnel to address strategic goals and agency needs.    Develops corrective action plans to 
address systemic issues.    Develops communication plans for addressing the ongoing communication of IT related 
information to agency employees and customers.    Assists with the development and periodic review of department 
and/or divisional directives, policies, procedures, and protocols as needed.    Develops strategic programs and events to 
improve IT staff morale.    Develops strategies for addressing divisional and/or agency-wide IT staffing needs to ensure 
adequate coverage for assigned workload.Analyzing Data or Information:    Analyzes processes, policies, and procedures 
using information technology reporting and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of agency operations and services.    Analyzes survey and benchmarking 
data collected by the agency to determine its relevancy to and effects on information technology processes and 
procedures and inform reporting.    Analyzes vacancy report against available KSACs and applicants to align with 
organizational needs.    Analyzes status reports submitted by assigned subordinates to identify patterns and trends.    
Analyze candidate applications and other documentation for assigned subordinate or sensitive positions to inform the 
decision on who to invite for interview.Communicating with Persons Outside Organization:    Answers sensitive and/or 
complex inquiries from persons of substantially high rank outside the organization as required.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency/division participates.    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Participates in 
media events to communicate information to the general public as required.    Serves on divisional, departmental, and 
statewide committees in the design, development, and implementation of new information management 
systems.Updating and Using Relevant Knowledge:    Utilizes acquired knowledge and skills to improve and inform daily 
performance of assigned tasks.    Attends agency specific training as required to ensure compliance with departmental, 
state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Attends in-service training as required to ensure continual learning 
and current knowledge of the field.    Maintains professional and technical knowledge and required certifications by 
attending educational workshops, reviewing professional publications, establishing personal networks, and participating 
in professional societies to remain informed of current industry and IT standards.Performing Administrative Activities:    
Completes performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
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regulations, and best practices.    Generates disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enters personal time and leave/overtime requests into the appropriate databases as 
required.Documenting/Recording Information:    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Completes and submits performance review documents for 
subordinates accurately and promptly.    Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence.    Documents information provided during meetings 
and training when serving as the sole agency representative to ensure accurate information is disseminated to 
others.Interacting With Computers:    Utilizes a variety of software tools to monitor program/project management.    
Uses office productivity software including but not limited to ERP software, word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Scheduling Work and Activities:    Schedules periodic performance discussions with subordinates to ensure 
continuous accurate evaluations and development.    Schedules personal workload to ensure timely processing, account 
for current unit workload, and ensure availability to assigned subordinates and business partners for consultation and 
advice as requested.    Schedules deadlines for IT related events for agency employees to ensure timely submission of 
required information." 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Advanced knowledge of hardware, software, data, and network principles and systems    Intermediate knowledge of 
administration and management best practices as they relate to executive level leadership    Intermediate knowledge of 
strategic planning principles and best practices as they relate to the control of agency-wide IT operations    Intermediate 
knowledge of customer service principles and best practices as they relate to service level agreements, metrics, 
customer interaction, and request fulfillment    Intermediate knowledge of business finance and accounting procedures 
and best practices    Intermediate knowledge of federal, state, and local laws, rules, regulations, policies, procedures, 
and best practices as they relate to information systems governance    Intermediate knowledge of personnel and human 
resources management best practices as they relate to talent managementSkills:    Intermediate active listening skills    
Intermediate critical thinking skills    Intermediate speaking skills as they relate to the interpretation and communication 
of IT systems, services, and strategies    Intermediate writing skills as they relate to the interpretation and 
communication of IT systems, services, and strategies    Intermediate reading comprehension skills as they relate to the 
understanding of hardware, software, data, and network principles and systems    Intermediate systems evaluation skills 
as they relate to the development and maintenance of a variety of business systems    Intermediate skill in the 
management of financial resources    Intermediate skill in the management of personnel resources    Intermediate time 
management skills    Intermediate negotiation skills    Intermediate persuasion skills    Basic monitoring skills as they 
relate to process improvement and organizational development    Service orientation skills    Complex problem solving 
skills    Judgment and decision making skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    
Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076145 - EXECUTIVE IT DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5168 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and six years of 
professional level experience in information technology. Non-Substitutable Experience: Four of the six years must 
include managerial responsibilities. OR Substitution of Graduate Coursework for the Required Experience: Any 
additional graduate coursework in information technology may substitute for the required experience on a year for year 
basis to a maximum substitution of two years. OR Substitution of State Experience for the Required Experience and 
Bachelor’s Degree: Four years of experience directing IT operations and functions with the State of Tennessee may 
substitute for the required experience and bachelor’s degree. NOTE: The appointing authority of the department in 
which the position is located reserves the right to alter or supersede the above minimum qualifications based on their 
judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT, managerial, and supervisory work of considerable 
difficulty; and performs related work as required.Distinguishing Features:  An employee in this class directs a full range 
of IT services for an operating department having an IT organization of moderate size with an IT Budget between $1M 
and $10M OR 26-100 employees with roles in IT programs and operations. This class differs from that of IT Director in 
that incumbents of the latter direct IT activities for a department with small IT staff and programs of lesser scope and 
complexity. This class differs from that of Agency CIO in that the incumbent of the latter directs IT activities for a 
department with the largest of professional IT staffs and very complex and diverse programs. This position may report 
directly to an Agency CIO and serve in a subordinate capacity.  
 
Work Activities: 
"Selling or Influencing Others:    Build consensus among peers, subordinates, and supervisors in order to further the 
divisions and department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business 
partners during the course of training and communications to facilitate adoption and enhance investment.    Influences 
assigned subordinates, divisional, departmental, and agency-wide staff using identified individual motivational factors to 
increase job performance and productivity.Monitoring and Controlling Resources:    Achieves divisional, departmental, 
and/or agency IT budget objectives by reviewing and forecasting expenditures, analyzing variances, and initiating 
corrective actions.    Approve the allocation of headcount within the divisional, departmental, and/or agency IT 
organization to ensure efficient resource allotment and congruence with agency strategic objectives.    Approves internal 
purchases for divisional, departmental, and/or agency IT contract employees, hardware, and software as 
required.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and/or 
agency-wide staffing and identify timelines needed to complete projects to meet the strategic plan of the department.    
Estimates future staffing and skill requirements needed for divisional and/or agency-wide succession planning and talent 
management purposes.    Projects divisional and/or agency-wide budget impact of proposed program or operational 
changes to establish appropriate funding and implementation guidelines.Staffing Organizational Units:    Assesses and 
anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Conducts 
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behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified employees.    
Develops supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    
Assesses the appropriateness and viability of the use of alternate employment methodologies to address human 
resource needs.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of 
all levels of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets a 
variety of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Interpret a variety of IT reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Explain IT program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required in response to basic 
inquiries.Processing Information:    Exercises responsibility for executing all assigned IT activities and transactions to 
maintain accountability and business continuity.Thinking Creatively:    Creates a climate of creative thinking to engender 
IT employee engagement and develop business partner relationships.    Develop divisional and/or agency-wide IT 
strategic and operational plans to facilitate agency operations and forward agency goals.    Assists in the development of 
agency IT process improvement initiatives at a strategic level to ensure efficient workflows and accommodate available 
resources.    Participates in the development of talent management workforce plans using a variety of analytic 
techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs and 
strategic goals.    Provides creative input into the development of divisional and/or agency-wide policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops 
divisional and/or agency-wide implementation plans based on knowledge, experiences, skills, best practices and 
targeted research to address strategic goals and agency needs.    Develop a marketing approach for presenting the 
qualifications and accomplishments of the unit to higher level decision makers as a means of developing voice and 
improving engagement and executive staff confidence.    Incorporate departmental, state, and federal laws, rules, 
regulations, and policies into divisional and/or agency-wide best practices and standard operating procedures for 
efficiency and compliance purposes.    Develops divisional and/or agency-wide process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Develops corrective action plans to address 
divisional and/or agency-wide systemic issues.    Develops IT organizational structures in conjunction with Human 
Resources using a variety of data and best practices to ensure cost effective resource allocation and alignment with 
agency strategic goals and IT needs.    Participates in brainstorming sessions to develop divisional and/or agency-wide 
process streamlining initiatives and improve business practices.Resolving Conflicts and Negotiating with Others:    
Resolve external business partner disputes and conflicts to prevent business operation interruptions and compliance 
with contractual terms and agreements.    Coordinate with agency legal counsel when investigating conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolve interpersonal conflicts 
between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and productive 
work environment.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Resolves conflicts without input from higher management to ensure 
timely and efficient performance and maintain positive working relationships.    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product to identify efficiencies and inform performance evaluations.    Monitors IT 
performance at the agency level through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that agency key performance indicators are met.    Monitors the IT operational environment, 
to include daily agency IT operations, infrastructure, and other relevant work systems through subordinates, KPIs, 
service level agreements, and other indicators to identify trends and proactively anticipate problems.    Monitors the IT 
and overall business environment using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.Coaching and 
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Developing Others:    Mentors less experienced internal business partners in their work using a supportive and 
collaborative approach.    Coaches’ agency employees on IT related programs and information to ensure compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching 
to subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and/or agency-wide staff.Judging the Qualities of Things, Services, or People:    Assesses statements made in 
the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy and relevance.    
Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to determine 
whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    Assesses 
the quality of applicants to assigned subordinate positions to inform hiring decisions.    Assesses divisional and/or 
agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession planning, talent 
management and retention purposes.    Conduct performance evaluations for assigned subordinates to determine 
performance levels.    Recommends salary adjustments based on the evaluation of the pay of employees against the pay 
of other individuals in comparable classes to determine whether salary adjustments are warranted.    Reviews the 
performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the activities of assigned 
subordinates who oversee various programs with business partners as required to ensure that operational and strategic 
priorities, missions and visions are met, and conflicts in scheduling and responsibility do not arise.    Coordinate 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Making 
Decisions and Solving Problems:    Determine how to fit IT governance with the scope of IT initiatives to ensure that 
governance cost and resource allocation are appropriately aligned.    Determine appropriate balance of impact, financial 
and human capital cost, and risk in proposed IT operational initiatives to inform decisions about level of effort and 
priority of processing for IT projects and processes.    Determine best options available and appropriate resource 
allocations to meet business requirements identified by organizational stakeholders.    Makes decisions related to the 
resolution of personnel issues within assigned area of responsibility based on the results of analyses, personal 
experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    Determine 
appropriate level of materiality to inform decisions about level of effort and priority of processing for IT projects and 
processes.    Make acquisition decisions for IT products and services that support business objectives.    Reviews and 
approves summary performance metrics reporting submitted by assigned subordinates to identify current status in 
achieving assigned goals and facilitate communication with higher-level leadership personnel.    Determines the 
appropriate structure of the IT organization to support business objectives and ensure alignment with strategic goals.    
Make the decision to offer employment to job candidates who best fit available positions based on the results of 
selection assessment and testing.    Determine appropriate allocation of budgeted funds to ensure that highest priority 
projects have sufficient monetary resources to be completed in a timely and efficient manner.    Approve high level 
Information Systems directives to ensure alignment with strategic business objectives, best practices, and available 
resources.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization by identifying and eliminating barriers to success, providing sufficient tools and resources, and 
continually challenging the validity of the current process.    Leads assigned subordinates in monitoring agency IT and 
other business processes to identify efficiencies and achieve more timely and accurate goal achievement.    Leads and/or 
oversees assigned subordinates in the completion of the operations required to achieve goals within the assigned area 
of responsibility.    Leads committees to review current processes and recommend improvements to achieve greater 
efficiencies.    Assists assigned subordinates in coordinating IT activities with other department personnel by reallocating 
resources and directly participating as necessary.Evaluating Information to Determine Compliance with Standards:    
Evaluates employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Audits organizational hierarchies and supervisory 
assignments to ensure chains of command are up to date and valid.    Evaluates site audits of assigned subordinates and 
internal business partners to ensure work procedures and processes comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Evaluate candidate and employee qualifications to 
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determine compliance with minimum qualifications and/or necessary and special qualifications.    Ensures disciplinary 
actions executed by assigned subordinates are administered in accordance with agency policy and Department of 
Human Resources policies and procedures.    Evaluate plans and performance goals developed by assigned subordinates 
to ensure alignment with organizational goals.    Evaluate the work of assigned subordinates to determine compliance 
with job goals and intra-unit policy and methods.Organizing, Planning, and Prioritizing Work:    Incorporate divisional, 
departmental, state, and federal laws, rules, regulations, and policies into IT best practices and standard operating 
procedures for efficiency and compliance purposes.    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space 
to engage in supervisory work and ensure work is completed efficiently, accurately, and timely.    Assign special projects, 
highly confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.Provide Consultation and Advice to Others:    Make acquisition 
recommendations for IT products and services that support business objectives within assigned area of responsibility.    
Advise higher-level leadership personnel on team standard operating procedures, best practices, and other workflow 
factors to inform strategy development and decision making.    Collaborate continually with management to assess the 
overall efficacy of departmental IT operations.    Notifies appropriate leadership staff of possible violations of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Make recommendations 
as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Provide informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Make recommendations for 
changes in IT operations which affect the economy, efficiency and quality of agency IT operations and services.    Advise 
business partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    Assists assigned 
subordinates and internal business partners in developing job performance plans to communicate responsibilities and 
expected outcomes of performance in their role.    Advise internal business partners on the impact of 
state/departmental policies and procedures and federal guidelines on IT operations within assigned work unit.    Assists 
in the development of supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Developing and Building Teams:    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Celebrate the successes that occur as appropriate to enhance team morale and 
employee investment/engagement.    Encourage assigned subordinates, divisional and/or agency-wide staff to pursue 
career development opportunities as a means of improving team performance.    Identifies developmental opportunities 
appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    Creates and 
coordinates team building activities to incentivize teamwork and performance.Communicating with Supervisors, Peers, 
or Subordinates:    Maintains an open dialogue with internal business partners at all levels within the organization to 
ensure effective and efficient communications.    Sends notifications of initiatives, changes, approvals, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Communicates regularly with other IT 
staff to coordinate operational activities and program development with other departments and to ensure uniformity 
between departments.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions 
and work assignments.    Communicates work related information to a variety of business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Participates in a variety of meetings as required to provide and gather status 
updates for assigned workload.    Conducts periodic performance development meetings with assigned subordinates to 
communicate and develop job plans and provide performance feedback and developmental guidance.    Communicates 
with officials at higher levels on situations requiring an explanation of the services and activities of the agency.Getting 
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Information:    Researches agency's strategic goals to inform IT priorities and strategic goal planning.    Interviews 
employees and other individuals who have information related to ongoing investigations or work processes as required 
to further an investigation or process.    Gathers the input of stakeholders at all levels both inside and outside the 
organization to ensure strategic planning accurately reflects the needs of the organization at all levels.    Participates in 
strategic and operational meetings to obtain information needed to achieve operational objectives.    Researches work 
related information as needed to prepare reports, projects, proposals and other assigned tasks.    Reviews reports, 
queries and electronic databases to gather information necessary to complete assigned work.    Reviews e-mail, 
voicemails, and other correspondence to gather the information necessary to complete the assigned work.    Conducts 
site visits of external and internal organizations in order to obtain information for reorganization, benchmarking and 
other work related activities.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Represents the agency 
while attending meetings and events in order to promote the goodwill of the department.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service 
provision.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services to measure and improve organizational efficiency and performance.    Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
operational plans based on knowledge, experiences, skills, best practices and targeted research through collaboration 
with other leadership personnel to address strategic goals and agency needs.    Develops corrective action plans to 
address systemic issues.    Develops communication plans for addressing the ongoing communication of IT related 
information to agency employees and customers.    Assists with the development and periodic review of department 
and/or divisional directives, policies, procedures, and protocols as needed.    Develops strategic programs and events to 
improve IT staff morale.    Develops strategies for addressing divisional and/or agency-wide IT staffing needs to ensure 
adequate coverage for assigned workload.Analyzing Data or Information:    Analyzes processes, policies, and procedures 
using information technology reporting and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of agency operations and services.    Analyzes survey and benchmarking 
data collected by the agency to determine its relevancy to and effects on information technology processes and 
procedures and inform reporting.    Analyzes vacancy report against available KSACs and applicants to align with 
organizational needs.    Analyzes status reports submitted by assigned subordinates to identify patterns and trends.    
Analyze candidate applications and other documentation for assigned subordinate or sensitive positions to inform the 
decision on who to invite for interview.Communicating with Persons Outside Organization:    Answers sensitive and/or 
complex inquiries from persons of substantially high rank outside the organization as required.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency/division participates.    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Participates in 
media events to communicate information to the general public as required.    Serves on divisional, departmental, and 
statewide committees in the design, development, and implementation of new information management 
systems.Updating and Using Relevant Knowledge:    Utilizes acquired knowledge and skills to improve and inform daily 
performance of assigned tasks.    Attends agency specific training as required to ensure compliance with departmental, 
state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Attends in-service training as required to ensure continual learning 
and current knowledge of the field.    Maintains professional and technical knowledge and required certifications by 
attending educational workshops, reviewing professional publications, establishing personal networks, and participating 
in professional societies to remain informed of current industry and IT standards.Performing Administrative Activities:    
Completes performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
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regulations, and best practices.    Generates disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enters personal time and leave/overtime requests into the appropriate databases as 
required.Documenting/Recording Information:    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Completes and submits performance review documents for 
subordinates accurately and promptly.    Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence.    Documents information provided during meetings 
and training when serving as the sole agency representative to ensure accurate information is disseminated to 
others.Interacting With Computers:    Utilizes a variety of software tools to monitor program/project management.    
Uses office productivity software including but not limited to ERP software, word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Scheduling Work and Activities:    Schedules periodic performance discussions with subordinates to ensure 
continuous accurate evaluations and development.    Schedules personal workload to ensure timely processing, account 
for current unit workload, and ensure availability to assigned subordinates and business partners for consultation and 
advice as requested.    Schedules deadlines for IT related events for agency employees to ensure timely submission of 
required information." 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Advanced knowledge of hardware, software, data, and network principles and systems    Intermediate knowledge of 
administration and management best practices as they relate to executive level leadership    Intermediate knowledge of 
strategic planning principles and best practices as they relate to the control of agency-wide IT operations    Intermediate 
knowledge of customer service principles and best practices as they relate to service level agreements, metrics, 
customer interaction, and request fulfillment    Intermediate knowledge of business finance and accounting procedures 
and best practices    Intermediate knowledge of federal, state, and local laws, rules, regulations, policies, procedures, 
and best practices as they relate to information systems governance    Intermediate knowledge of personnel and human 
resources management best practices as they relate to talent managementSkills:    Intermediate active listening skills    
Intermediate critical thinking skills    Intermediate speaking skills as they relate to the interpretation and communication 
of IT systems, services, and strategies    Intermediate writing skills as they relate to the interpretation and 
communication of IT systems, services, and strategies    Intermediate reading comprehension skills as they relate to the 
understanding of hardware, software, data, and network principles and systems    Intermediate systems evaluation skills 
as they relate to the development and maintenance of a variety of business systems    Intermediate skill in the 
management of financial resources    Intermediate skill in the management of personnel resources    Intermediate time 
management skills    Intermediate negotiation skills    Intermediate persuasion skills    Basic monitoring skills as they 
relate to process improvement and organizational development    Service orientation skills    Complex problem solving 
skills    Judgment and decision making skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    
Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2658 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  2659 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 



 TN Job Classification Specifications  
September 22, 2020 

external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  2660 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2661 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2662 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2663 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2664 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time increasingly responsible secretarial work.    Substitution of Education for Experience: Qualifying 
education at an accredited college, business school or technical institute in secretarial science may be substituted for 
the required experience on a year-for-year basis to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None  Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for secretarial work of average difficulty; and performs related work 
as required.  Distinguishing Features: An employee in this class applies secretarial science techniques at an advanced 
level to assist an assistant commissioner, general counsel, or hospital superintendent in the management of time and in 
the handling of administrative detail so that the executive may be more effective and efficient in action. This class differs 
from Administrative Secretary in that an incumbent of the latter performs secretarial work of lesser scope and 
complexity.       
 
Work Activities: 
Coordinating the Work and Activities of Others:    Coordinates with staff to ensure directives or tasks are accomplished 
in a timely manner.Interpreting the Meaning of Information for Others:    Interprets a variety of policies and procedures 
to facilitate understanding, enhance communications, and ensure compliance.Resolving Conflicts and Negotiating with 
Others:    Resolves conflicts to ensure timely and efficient performance and maintains positive working relationships.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Communicating with Persons Outside Organization:    Communicates to external agencies and the 
public to provide information through writing, in person, telephone or by e-mail. Interacting with Computers:    Uses 
computer to enter transactions, requests and leave and attendance in state database for staff and/or clients.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based e-mail programs, and search engines.Organizing, Planning, and Prioritizing Work:    Organizes files 
to maintain accountability and accessibility of information.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Making Decision and 
Solving Problems:    Solves problems/issues within the scope of authority.    Makes recommendations on the best 
solutions for the issue at hand.Provide Consultation and Advice to Others:    Advises upper management on team 
standards and best operating procedures to inform strategy development and decision making.Processing Information:    
Audits leave and attendance for staff to ensure accuracy.    Verifies requests for authenticity and accuracy before 
processing.    Compiles information from various sources to ensure tasks are completed in a timely manner.    Performs 
calculations for reports and/or requests. Analyzing Data or Information:    Analyzes information from various sources to 
ensure proper distribution for accurate response. Selling or Influencing Others:    Influences others to maintain a positive 
working environment. Evaluating Information to Determine Compliance with Standards:    Maintains current information 
to ensure standards are met.    Evaluates information for relevancy.Updating and using Relevant Knowledge:    Applies 
new knowledge from training to improve job performance.    Attends meeting to gain/share information with 
department heads to incorporate knowledge.    Attends required and optional training to enhance job 
performance.Scheduling Work and Activities:    Schedules meetings, hearings and interviews as needed with internal and 
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external business partners.    Schedules routine assignments for necessary staff.    Schedules the use of facilities to 
ensure availability.    Schedules events, activities and programs as requested.Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, shredders, 
calculators and adding machines.Training and Teaching Others:    Teaches less experienced staff in the daily operations 
of the unit.    Cross trains co-workers to enhance job performance in the absence of staff or staff shortage to continue 
smooth and effective operations.Monitoring and Controlling Resources:    Oversees the spending of money for resources 
essential to the work unit.Monitor Processes, Materials, or Surroundings:    Monitors attendance and leave of staff.    
Monitors policies and procedures to ensure compliance.    Monitors supervisor’s agenda.    Monitors correspondence to 
ensure timely disposition.    Monitors reports as needed.    Monitors work area for safety and compliance.Thinking 
Creatively:    Develops documents to retain information as required by policies and procedures in order to track the 
information.    Creates documents/letters as needed to retain for future use.Coaching and Developing Others:    Mentors 
staff by providing feedback and information on organizational culture, policies and procedures.    Mentors less 
experienced staff in the daily operations.Documenting/Recording Information:    Enters leave and attendance for self 
and staff.    Maintains various information electronically and paper copies as needed.    Records minutes from meetings.    
Enters personal updates on state database.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisor, and/or co-workers concerning daily activities and messages by telephone, in written form, e-mail, or in 
person.Developing and Building Teams:    Identifies developmental opportunities appropriate for staff to improve team 
development.    Encourages staff to build mutual trust, respect, and cooperation among team members.    Models 
effective performance for fellow staff to provide a role model.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the amount of office supplies needed such as toner, cartridges, copy paper, pens 
and other required supplies.Establishing and Maintaining Interpersonal Relationships:    Maintains a professional 
working relationship with peers and management to ensure a smooth and effective team operation. Inspecting 
Equipment, Structures, or Material:    Maintains functionality of office equipment such as copiers, printers, fax machines, 
scanners, shredders and telephones.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the 
most important work is completed first and deadlines are met and to avoid duplication of efforts.    Estimates time 
needed to accomplish a task or goal.Performing Administrative Activities:    Enters personal time, leave/overtime 
request, and travel into state database.    Files various reports, records and logs.    Types correspondence to internal and 
external business partners concerning job related issues.    Enters transactions and requests into state database.    
Processes information request from various sources.    Sorts incoming and outgoing mail as needed.    Answers and 
return phone calls.Getting Information:    Receives information from various sources including electronic, regular mail, 
and/or verbal directives for further processing or filing.    Receives phone calls from internal and external business 
partners.    Observes surroundings to ensure all areas are in compliance and/or secured as needed.  
 
Competencies (KSA’s): 
Competencies:    Time Management    Written Communications    Dealing with Ambiguity    Functional/Technical 
Competency    Ethics and Values    Customer Focus    Informing    Organizing    Problem Solving    Priority 
SettingKnowledge:    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Learning    Active 
Listening    Reading Comprehension    Speaking    Writing    Service Orientation    Equipment Maintenance    
Troubleshooting    Time ManagementAbilities:    Oral Comprehension    Oral Expression    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Adding Machine/Calculator    Printer    Fax Machine    Copy Machine    Scanner    Shredder    Dry 
Erase Board    Telephone    Tow-Way Radios    Keys and Chits 
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075230 - F&A MANAGEMENT CONSULTANT 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3694 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075212 - F&A-DEPT ACCOUNTING DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3609 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075296 - F&A-FISCAL DIRECTOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3672 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075297 - F&A-FISCAL DIRECTOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3673 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075298 - F&A-FISCAL DIRECTOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3681 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073191 - FA PROGRAM DIRECTOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2413 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073190 - FA PROGRAM DIRECTOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3090 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073192 - FA PROGRAM DIRECTOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2445 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076484 - FAC MGMT & CAP PROJ EXEC DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4270 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076573 - FACILITIES CONSTRUCTION ADIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4245 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture 
or architectural, civil, electrical, fire protection, mechanical, or other related acceptable field of engineering science and 
experience equivalent to five years of professional facilities construction engineering and/or architectural work. 
Substitution of Education for Experience: Graduate course work received from an accredited college or university in 
architecture and/or a pertinent engineering science may substitute for the required experience on a month-for-month 
basis to a maximum of two years (e.g.., 36 graduate quarter hours in architecture and/or a pertinent engineering science 
may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying full time 
professional experience in facilities construction engineering and/or architecture may substitute for the required 
education to a maximum of four years (e.g., experience equivalent to one year of full-time work in architecture and/or 
facilities construction engineering may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional facilities construction engineering work of 
considerable difficulty, supervisory work of average difficulty, and managerial work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the supervisory level class in the Facilities Construction sub 
series. An employee in this class supervises professional engineering and other employees engaged in implementing the 
construction and major remodeling activities and inspection thereof related to the budget of a department with 
significant capital outlay and control. This class differs from that of Facilities Construction Specialist 3 and related 
engineering classes in that incumbents of the latter perform work of lesser scope and supervisory responsibility. This 
class differs from that of Facilities Construction Director in that an incumbent of the latter manages the facilities 
construction engineering functions and supervises incumbents of the former. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Inspects buildings for damage assessment after a man made event or 
natural disaster.    Acts as an expert in building construction and code compliance by performing site inspection, as 
needed. Interpreting the Meaning of Information for Others:    Interprets State and/or Federal laws, rules, and 
regulations for customers. Staffing Organizational Units:    Makes recommendations on human resources actions such as 
employment, promotion, demotion, transfer, retention, and increases for exceptional performance.    Conducts 
interviews of prospective employees. Coaching and Developing Others:    Provides feedback to assigned subordinates to 
improve performance.    Mentors less experienced workers in their work activities. Developing Objectives and 
Strategies:    Assists in generating performance goals for self.    Generates performance goals for assigned subordinates. 
Documenting/Recording Information:    Documents assigned subordinate interim reviews to inform performance 
evaluations.    Maintains a variety of technical and project related records and reports within the electronic database 
and/or in written form. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks in 
to current work load to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates 
based on the competencies they possess to ensure sufficient time to engage in supervisory work and ensure work is 
completed efficiently, accurately, and timely.    Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Judging the Qualities of Things, Services, or People:    Judges how well an assigned subordinate meets performance 
goals. Monitor Processes, Materials, or Surroundings:    Monitors processing status for timely assignment to a Facilities 
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Construction Specialist.    Monitors subordinates back logs for project status. Resolving Conflicts and Negotiating with 
Others:    Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain 
positive working relationships.    Maintains a respectful and productive work environment within the assigned work unit 
to minimize disputes and facilitate performance. Guiding, Directing, and Motivating Subordinates:    Explains, interprets, 
coordinates, and enforces existing Facilities Construction Specialist policies and procedures.    Makes recommendations 
to improve existing policies and establish new policies.    Modifies procedures and performance standards to improve 
work flow. Interacting With Computers:    Utilizes various software programs to develop reports, memos, and other 
correspondence to meet daily work expectations.    Utilizes various software programs to review project plans.    Enters 
personal time and leave requests into computer personnel management software. Performing General Physical 
Activities:    Navigates through worksites by climbing, stooping, squatting as needed to complete site inspections. 
Evaluating Information to Determine Compliance with Standards:    Reviews project process status to ensure agency 
standards are being met. Scheduling Work and Activities:    Supervises, and evaluates the professional and sub 
professional facilities construction specialist staff.    Assigns subordinate work schedules to ensure proper coverage 
during work hours.    Schedules staff meetings for assigned subordinates to foster communication amongst employees. 
Coordinating the Work and Activities of Others:    Coordinates workload with internal and external business partners as 
required, to facilitate timely and accurate task completion.    Coordinates with upper management, peers, and assigned 
subordinates to facilitate equitable workload dissemination. Making Decisions and Solving Problems:    Makes decision 
to either approve or deny code equivalency proposals.    Makes determinations regarding workload assignment and 
delegation to ensure timely completion.    Makes decisions regarding course of action in resolving compliance conflicts.    
Authorizes subordinate work time and leave requests.    Authorizes training opportunities for assigned subordinates.    
Authorizes subordinates to be off-site for project visits. Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co workers, supervisors, subordinates, and customers to promote a 
productive and efficient work environment.    Maintains involvement in professional organizations such as but not 
limited to the Tennessee Fire Safety Inspectors Association, Tennessee Building Officials Association, and Tennessee 
Society of Professional Engineers. Updating and Using Relevant Knowledge:    Utilizes technological advancements 
implemented by assigned work unit to expedite work tasks efficiently.    Participates in trainings and seminars to stay 
abreast of industry innovations, and state mandated code changes. Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written communication to upper management regarding assigned projects.    
Communicates with subordinates to expedite work flow.    Communicates with supervisor regarding work schedules 
including but not limited to time off and schedule change requests. Communicating with Persons Outside of the 
Organization:    Communicates with architects and engineers to resolve project related concerns including but not 
limited to code issues and violations.    Communicates with Emergency Management agencies in the event of an 
emergency to delegate personnel to respond accordingly.    Communicates with vendors to discuss industry innovations 
in the field. Developing and Building Teams:    Models effective performance for co workers and assigned subordinates 
to provide a role model, encourage success in others and enhance trust.    Identifies developmental opportunities 
appropriate for assigned subordinates to improve team development. Performing Administrative Activities:    Enters 
personal time and leave/overtime requests into the appropriate database for processing.    Responds to email, phone 
calls, and other correspondence as required. Getting Information:    Utilizes electronic database to retrieve project 
information for status updates.    Checks email regularly for code equivalency proposal forms and project status updates.    
Reviews historical building data to determine previous events/circumstances.    Gathers written/oral project information 
through subordinates for status updates.    Attends staff meetings with upper management to stay abreast of agency 
directives.Controlling Machines and Processes:    Uses office equipment including but not limited to scanners, copier, 
and fax machines as needed to expedite daily work tasks.Handling and Moving Objects:    Uses hands and arms to 
retrieve construction drawings for review.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes State owned 
or personal vehicle to navigate to work site as needed. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust Knowledge:    Basic building and construction knowledge    Basic design knowledge 
as it pertains to reading construction plans Skills:    Active listening    Reading comprehension    Intermediate speaking    
Intermediate writing Abilities:    Oral expression    Written comprehension    Written expression 
 
Tools and Equipment Used: 
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    Computer    Telephone (Landline & Mobile)    Fax Machine    Printer    Tape Measure    Meter    Scanner    Calculator 
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076574 - FACILITIES CONSTRUCTION DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4246 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture 
or architectural, civil, electrical, fire protection, mechanical, or other related acceptable field of engineering science and 
experience equivalent to five years of professional facilities construction engineering and/or architectural work, 
including at least two years of advanced technical and/or supervisory work. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture and/or a pertinent engineering 
science may substitute for the required experience on a month-for-month basis to a maximum of two years, there being 
no substitution for the required two years of specialized experience (e.g., 36 graduate quarter hours in architecture 
and/or a pertinent engineering science may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying professional experience in facilities construction engineering and/or architecture 
may substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-
time work in architecture and/or facilities construction engineering may substitute for one year of the required 
education). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under administrative direction, is responsible for professional facilities construction engineering managerial 
and supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: This is 
the highest class in the Facilities Construction sub series. An employee in this class directs the construction, major 
remodeling, and inspection activities related to a large department with significant capital budget outlay, or directs the 
activities of a plans review and/or inspection section. This class differs from Facilities Construction Assistant Director in 
that an incumbent of the latter performs duties of lesser scope and supervisory responsibility. An incumbent of this class 
would normally receive non technical guidance and advice from an administrative superior. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets State and/or Federal laws, rules, and regulations for 
customers. Provide Consultation and Advice to Others:    Advises upper management on team standard operating 
procedures, rule/policy changes, best practices, and other work flow factors to inform strategy development and 
decision making. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates resource 
demands necessary to enact bills or other legislation as required.    Generates revenue and expense estimates for 
budget planning.Evaluating Information to Determine Compliance with Standards:    Reviews project process status to 
ensure agency standards are being met.    Reviews performance reports to determine whether or not standards are 
being met.Thinking Creatively:    Seeks opportunities to improve business processes by development and/or 
implementation of new technologies.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks in to current work load to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Staffing Organizational Units:    Makes recommendations on human resources actions such as employment, 
promotion, demotion, transfer, retention, and increases for exceptional performance.    Conducts interviews of 
prospective employees.Documenting/Recording Information:    Maintains a variety of technical and project related 
records and reports within the electronic database and/or in written form.    Documents assigned subordinate interim 
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reviews to inform performance evaluations.Developing Objectives and Strategies:    Develops objectives and strategies 
to accomplish agency specific goals.    Assists in generating performance goals for self.    Generates performance goals 
for assigned subordinates.Processing Information:    Compiles various project information to develop performance 
reports.Judging the Qualities of Things, Services, or People:    Judges how well an assigned subordinate meets 
performance goals to inform performance evaluations.Resolving Conflicts and Negotiating with Others:    Determines 
when a conflict should be referred to human resources for review and/or resolution.    Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coaching and Developing Others:    Provides feedback to assigned subordinates to improve performance.    
Mentors less experienced workers in their work activities.Making Decisions and Solving Problems:    Makes decisions 
regarding course of action in resolving compliance conflicts.    Makes decision to either approve or deny code 
equivalency proposals.    Makes determinations regarding workload assignment and delegation to ensure timely 
completion.    Authorizes subordinate work time and leave requests.    Authorizes training opportunities for assigned 
subordinates.    Authorizes subordinates to be off-site for project visits.Communicating with Persons Outside of the 
Organization:    Communicates with legislative liaison to provide information for clarification purposes.    Communicates 
with architects and engineers to resolve project related concerns including but not limited to code issues and violations.    
Communicates with Emergency Management agencies in the event of an emergency to delegate personnel to respond 
accordingly.    Communicates with vendors to discuss industry innovations in the field.Monitor Processes, Materials, or 
Surroundings:    Monitors work flow status for timely processing of plans review and inspections.    Monitors work load 
within assigned work unit to ensure adequate staffing level availability.    Monitors subordinates back logs for project 
status.Monitoring and Controlling Resources:    Approves office supply, travel, and other various agency specific 
expenditures to ensure resource needs are met.    Makes determinations regarding security access/privileges of assigned 
subordinates to ensure proper access.Guiding, Directing, and Motivating Subordinates:    Explains, interprets, 
coordinates, and enforces existing Facilities Construction Specialist policies and procedures.    Modifies procedures and 
performance standards to improve work flow.    Makes recommendations to improve existing policies and establish new 
policies.Coordinating the Work and Activities of Others:    Coordinates workload with internal and external business 
partners as required, to facilitate timely and accurate task completion.    Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination.Scheduling Work and Activities:    Supervises, 
and evaluates the professional and sub professional facilities construction specialist staff.    Schedules staff meetings for 
assigned subordinates to foster communication amongst employees.    Assigns subordinate work schedules to ensure 
proper coverage during work hours.Interacting With Computers:    Utilizes various software programs to develop 
reports, memos, and other correspondence to meet daily work expectations.    Utilizes various software programs to 
review project plans.    Enters personal time and leave requests into computer personnel management software.Getting 
Information:    Attends staff meetings with upper management to stay abreast of agency directives.    Gathers 
written/oral project information through subordinates for status updates.    Checks email regularly for code equivalency 
proposal forms and project status updates.    Utilizes electronic database to retrieve project information for status 
updates.    Receives various reports, including but not limited to revenue and billing reports, from assigned subordinates 
for review.Communicating with Supervisors, Peers, or Subordinates:    Provides verbal and written communication to 
upper management regarding assigned projects.    Communicates with supervisor regarding work schedules including 
but not limited to time off and schedule change requests.    Communicates with subordinates to expedite work 
flow.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with co 
workers, supervisors, subordinates, and customers to promote a productive and efficient work environment.    
Maintains involvement in professional organizations such as but not limited to the Tennessee Fire Safety Inspectors 
Association, Tennessee Building Officials Association, and Tennessee Society of Professional Engineers.Developing and 
Building Teams:    Models effective performance for co workers and assigned subordinates to provide a role model, 
encourage success in others and enhance trust.    Identifies developmental opportunities appropriate for assigned 
subordinates to improve team development.Performing Administrative Activities:    Enters personal time and 
leave/overtime requests into the appropriate database for processing.    Responds to email, phone calls, and other 
correspondence as required.Updating and Using Relevant Knowledge:    Utilizes technological advancements 
implemented by assigned work unit to expedite work tasks efficiently.    Participates in trainings and seminars to stay 
abreast of industry innovations, and state mandated code changes.Performing General Physical Activities:    Navigates 
through worksites by climbing, stooping, squatting as needed to complete site inspections.Controlling Machines and 
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Processes:    Uses office equipment including but not limited to scanners, copier, and fax machines as needed to 
expedite daily work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes State owned or personal 
vehicle to navigate to work site as needed. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Managerial Courage    Customer Focus    Integrity and Trust    Managing Vision and 
PurposeKnowledge:    Intermediate knowledge of administration and management    Basic building and construction 
knowledge    Basic knowledge of office productivity software    Basic design knowledge as it pertains to reading 
construction plans    Engineering and technology knowledgeSkills:    Intermediate speaking    Intermediate writing    
Judgment and decision makingAbilities:    Oral expression    Written expression 
 
Tools and Equipment Used: 
    Computer    Telephone (Landline & Mobile)    Fax Machine    Printer    Tape Measure    Meter    Scanner    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076574 - FACILITIES CONSTRUCTION DIR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4247 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture 
or architectural, civil, electrical, fire protection, mechanical, or other related acceptable field of engineering science and 
experience equivalent to five years of professional facilities construction engineering and/or architectural work, 
including at least two years of advanced technical and/or supervisory work. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture and/or a pertinent engineering 
science may substitute for the required experience on a month-for-month basis to a maximum of two years, there being 
no substitution for the required two years of specialized experience (e.g., 36 graduate quarter hours in architecture 
and/or a pertinent engineering science may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying professional experience in facilities construction engineering and/or architecture 
may substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-
time work in architecture and/or facilities construction engineering may substitute for one year of the required 
education). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under administrative direction, is responsible for professional facilities construction engineering managerial 
and supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: This is 
the highest class in the Facilities Construction sub series. An employee in this class directs the construction, major 
remodeling, and inspection activities related to a large department with significant capital budget outlay, or directs the 
activities of a plans review and/or inspection section. This class differs from Facilities Construction Assistant Director in 
that an incumbent of the latter performs duties of lesser scope and supervisory responsibility. An incumbent of this class 
would normally receive non technical guidance and advice from an administrative superior. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets State and/or Federal laws, rules, and regulations for 
customers. Provide Consultation and Advice to Others:    Advises upper management on team standard operating 
procedures, rule/policy changes, best practices, and other work flow factors to inform strategy development and 
decision making. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates resource 
demands necessary to enact bills or other legislation as required.    Generates revenue and expense estimates for 
budget planning.Evaluating Information to Determine Compliance with Standards:    Reviews project process status to 
ensure agency standards are being met.    Reviews performance reports to determine whether or not standards are 
being met.Thinking Creatively:    Seeks opportunities to improve business processes by development and/or 
implementation of new technologies.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks in to current work load to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Staffing Organizational Units:    Makes recommendations on human resources actions such as employment, 
promotion, demotion, transfer, retention, and increases for exceptional performance.    Conducts interviews of 
prospective employees.Documenting/Recording Information:    Maintains a variety of technical and project related 
records and reports within the electronic database and/or in written form.    Documents assigned subordinate interim 
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reviews to inform performance evaluations.Developing Objectives and Strategies:    Develops objectives and strategies 
to accomplish agency specific goals.    Assists in generating performance goals for self.    Generates performance goals 
for assigned subordinates.Processing Information:    Compiles various project information to develop performance 
reports.Judging the Qualities of Things, Services, or People:    Judges how well an assigned subordinate meets 
performance goals to inform performance evaluations.Resolving Conflicts and Negotiating with Others:    Determines 
when a conflict should be referred to human resources for review and/or resolution.    Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coaching and Developing Others:    Provides feedback to assigned subordinates to improve performance.    
Mentors less experienced workers in their work activities.Making Decisions and Solving Problems:    Makes decisions 
regarding course of action in resolving compliance conflicts.    Makes decision to either approve or deny code 
equivalency proposals.    Makes determinations regarding workload assignment and delegation to ensure timely 
completion.    Authorizes subordinate work time and leave requests.    Authorizes training opportunities for assigned 
subordinates.    Authorizes subordinates to be off-site for project visits.Communicating with Persons Outside of the 
Organization:    Communicates with legislative liaison to provide information for clarification purposes.    Communicates 
with architects and engineers to resolve project related concerns including but not limited to code issues and violations.    
Communicates with Emergency Management agencies in the event of an emergency to delegate personnel to respond 
accordingly.    Communicates with vendors to discuss industry innovations in the field.Monitor Processes, Materials, or 
Surroundings:    Monitors work flow status for timely processing of plans review and inspections.    Monitors work load 
within assigned work unit to ensure adequate staffing level availability.    Monitors subordinates back logs for project 
status.Monitoring and Controlling Resources:    Approves office supply, travel, and other various agency specific 
expenditures to ensure resource needs are met.    Makes determinations regarding security access/privileges of assigned 
subordinates to ensure proper access.Guiding, Directing, and Motivating Subordinates:    Explains, interprets, 
coordinates, and enforces existing Facilities Construction Specialist policies and procedures.    Modifies procedures and 
performance standards to improve work flow.    Makes recommendations to improve existing policies and establish new 
policies.Coordinating the Work and Activities of Others:    Coordinates workload with internal and external business 
partners as required, to facilitate timely and accurate task completion.    Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination.Scheduling Work and Activities:    Supervises, 
and evaluates the professional and sub professional facilities construction specialist staff.    Schedules staff meetings for 
assigned subordinates to foster communication amongst employees.    Assigns subordinate work schedules to ensure 
proper coverage during work hours.Interacting With Computers:    Utilizes various software programs to develop 
reports, memos, and other correspondence to meet daily work expectations.    Utilizes various software programs to 
review project plans.    Enters personal time and leave requests into computer personnel management software.Getting 
Information:    Attends staff meetings with upper management to stay abreast of agency directives.    Gathers 
written/oral project information through subordinates for status updates.    Checks email regularly for code equivalency 
proposal forms and project status updates.    Utilizes electronic database to retrieve project information for status 
updates.    Receives various reports, including but not limited to revenue and billing reports, from assigned subordinates 
for review.Communicating with Supervisors, Peers, or Subordinates:    Provides verbal and written communication to 
upper management regarding assigned projects.    Communicates with supervisor regarding work schedules including 
but not limited to time off and schedule change requests.    Communicates with subordinates to expedite work 
flow.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with co 
workers, supervisors, subordinates, and customers to promote a productive and efficient work environment.    
Maintains involvement in professional organizations such as but not limited to the Tennessee Fire Safety Inspectors 
Association, Tennessee Building Officials Association, and Tennessee Society of Professional Engineers.Developing and 
Building Teams:    Models effective performance for co workers and assigned subordinates to provide a role model, 
encourage success in others and enhance trust.    Identifies developmental opportunities appropriate for assigned 
subordinates to improve team development.Performing Administrative Activities:    Enters personal time and 
leave/overtime requests into the appropriate database for processing.    Responds to email, phone calls, and other 
correspondence as required.Updating and Using Relevant Knowledge:    Utilizes technological advancements 
implemented by assigned work unit to expedite work tasks efficiently.    Participates in trainings and seminars to stay 
abreast of industry innovations, and state mandated code changes.Performing General Physical Activities:    Navigates 
through worksites by climbing, stooping, squatting as needed to complete site inspections.Controlling Machines and 
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Processes:    Uses office equipment including but not limited to scanners, copier, and fax machines as needed to 
expedite daily work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes State owned or personal 
vehicle to navigate to work site as needed. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Managerial Courage    Customer Focus    Integrity and Trust    Managing Vision and 
PurposeKnowledge:    Intermediate knowledge of administration and management    Basic building and construction 
knowledge    Basic knowledge of office productivity software    Basic design knowledge as it pertains to reading 
construction plans    Engineering and technology knowledgeSkills:    Intermediate speaking    Intermediate writing    
Judgment and decision makingAbilities:    Oral expression    Written expression 
 
Tools and Equipment Used: 
    Computer    Telephone (Landline & Mobile)    Fax Machine    Printer    Tape Measure    Meter    Scanner    Calculator 
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076574 - FACILITIES CONSTRUCTION DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4248 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture 
or architectural, civil, electrical, fire protection, mechanical, or other related acceptable field of engineering science and 
experience equivalent to five years of professional facilities construction engineering and/or architectural work, 
including at least two years of advanced technical and/or supervisory work. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture and/or a pertinent engineering 
science may substitute for the required experience on a month-for-month basis to a maximum of two years, there being 
no substitution for the required two years of specialized experience (e.g., 36 graduate quarter hours in architecture 
and/or a pertinent engineering science may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying professional experience in facilities construction engineering and/or architecture 
may substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-
time work in architecture and/or facilities construction engineering may substitute for one year of the required 
education). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under administrative direction, is responsible for professional facilities construction engineering managerial 
and supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: This is 
the highest class in the Facilities Construction sub series. An employee in this class directs the construction, major 
remodeling, and inspection activities related to a large department with significant capital budget outlay, or directs the 
activities of a plans review and/or inspection section. This class differs from Facilities Construction Assistant Director in 
that an incumbent of the latter performs duties of lesser scope and supervisory responsibility. An incumbent of this class 
would normally receive non technical guidance and advice from an administrative superior. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets State and/or Federal laws, rules, and regulations for 
customers. Provide Consultation and Advice to Others:    Advises upper management on team standard operating 
procedures, rule/policy changes, best practices, and other work flow factors to inform strategy development and 
decision making. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates resource 
demands necessary to enact bills or other legislation as required.    Generates revenue and expense estimates for 
budget planning.Evaluating Information to Determine Compliance with Standards:    Reviews project process status to 
ensure agency standards are being met.    Reviews performance reports to determine whether or not standards are 
being met.Thinking Creatively:    Seeks opportunities to improve business processes by development and/or 
implementation of new technologies.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks in to current work load to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Staffing Organizational Units:    Makes recommendations on human resources actions such as employment, 
promotion, demotion, transfer, retention, and increases for exceptional performance.    Conducts interviews of 
prospective employees.Documenting/Recording Information:    Maintains a variety of technical and project related 
records and reports within the electronic database and/or in written form.    Documents assigned subordinate interim 
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reviews to inform performance evaluations.Developing Objectives and Strategies:    Develops objectives and strategies 
to accomplish agency specific goals.    Assists in generating performance goals for self.    Generates performance goals 
for assigned subordinates.Processing Information:    Compiles various project information to develop performance 
reports.Judging the Qualities of Things, Services, or People:    Judges how well an assigned subordinate meets 
performance goals to inform performance evaluations.Resolving Conflicts and Negotiating with Others:    Determines 
when a conflict should be referred to human resources for review and/or resolution.    Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coaching and Developing Others:    Provides feedback to assigned subordinates to improve performance.    
Mentors less experienced workers in their work activities.Making Decisions and Solving Problems:    Makes decisions 
regarding course of action in resolving compliance conflicts.    Makes decision to either approve or deny code 
equivalency proposals.    Makes determinations regarding workload assignment and delegation to ensure timely 
completion.    Authorizes subordinate work time and leave requests.    Authorizes training opportunities for assigned 
subordinates.    Authorizes subordinates to be off-site for project visits.Communicating with Persons Outside of the 
Organization:    Communicates with legislative liaison to provide information for clarification purposes.    Communicates 
with architects and engineers to resolve project related concerns including but not limited to code issues and violations.    
Communicates with Emergency Management agencies in the event of an emergency to delegate personnel to respond 
accordingly.    Communicates with vendors to discuss industry innovations in the field.Monitor Processes, Materials, or 
Surroundings:    Monitors work flow status for timely processing of plans review and inspections.    Monitors work load 
within assigned work unit to ensure adequate staffing level availability.    Monitors subordinates back logs for project 
status.Monitoring and Controlling Resources:    Approves office supply, travel, and other various agency specific 
expenditures to ensure resource needs are met.    Makes determinations regarding security access/privileges of assigned 
subordinates to ensure proper access.Guiding, Directing, and Motivating Subordinates:    Explains, interprets, 
coordinates, and enforces existing Facilities Construction Specialist policies and procedures.    Modifies procedures and 
performance standards to improve work flow.    Makes recommendations to improve existing policies and establish new 
policies.Coordinating the Work and Activities of Others:    Coordinates workload with internal and external business 
partners as required, to facilitate timely and accurate task completion.    Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination.Scheduling Work and Activities:    Supervises, 
and evaluates the professional and sub professional facilities construction specialist staff.    Schedules staff meetings for 
assigned subordinates to foster communication amongst employees.    Assigns subordinate work schedules to ensure 
proper coverage during work hours.Interacting With Computers:    Utilizes various software programs to develop 
reports, memos, and other correspondence to meet daily work expectations.    Utilizes various software programs to 
review project plans.    Enters personal time and leave requests into computer personnel management software.Getting 
Information:    Attends staff meetings with upper management to stay abreast of agency directives.    Gathers 
written/oral project information through subordinates for status updates.    Checks email regularly for code equivalency 
proposal forms and project status updates.    Utilizes electronic database to retrieve project information for status 
updates.    Receives various reports, including but not limited to revenue and billing reports, from assigned subordinates 
for review.Communicating with Supervisors, Peers, or Subordinates:    Provides verbal and written communication to 
upper management regarding assigned projects.    Communicates with supervisor regarding work schedules including 
but not limited to time off and schedule change requests.    Communicates with subordinates to expedite work 
flow.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with co 
workers, supervisors, subordinates, and customers to promote a productive and efficient work environment.    
Maintains involvement in professional organizations such as but not limited to the Tennessee Fire Safety Inspectors 
Association, Tennessee Building Officials Association, and Tennessee Society of Professional Engineers.Developing and 
Building Teams:    Models effective performance for co workers and assigned subordinates to provide a role model, 
encourage success in others and enhance trust.    Identifies developmental opportunities appropriate for assigned 
subordinates to improve team development.Performing Administrative Activities:    Enters personal time and 
leave/overtime requests into the appropriate database for processing.    Responds to email, phone calls, and other 
correspondence as required.Updating and Using Relevant Knowledge:    Utilizes technological advancements 
implemented by assigned work unit to expedite work tasks efficiently.    Participates in trainings and seminars to stay 
abreast of industry innovations, and state mandated code changes.Performing General Physical Activities:    Navigates 
through worksites by climbing, stooping, squatting as needed to complete site inspections.Controlling Machines and 



 TN Job Classification Specifications  
September 22, 2020 

Processes:    Uses office equipment including but not limited to scanners, copier, and fax machines as needed to 
expedite daily work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Utilizes State owned or personal 
vehicle to navigate to work site as needed. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Managerial Courage    Customer Focus    Integrity and Trust    Managing Vision and 
PurposeKnowledge:    Intermediate knowledge of administration and management    Basic building and construction 
knowledge    Basic knowledge of office productivity software    Basic design knowledge as it pertains to reading 
construction plans    Engineering and technology knowledgeSkills:    Intermediate speaking    Intermediate writing    
Judgment and decision makingAbilities:    Oral expression    Written expression 
 
Tools and Equipment Used: 
    Computer    Telephone (Landline & Mobile)    Fax Machine    Printer    Tape Measure    Meter    Scanner    Calculator 
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076577 - FACILITIES CONSTRUCTION REG AD 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4280 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076571 - FACILITIES CONSTRUCTION SPC 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4231 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, mechanical, systems or industrial engineering or related engineering 
degree dealing with building construction and experience equivalent to one year in one or a combination of the 
following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection, and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in architecture and/or a pertinent engineering science 
may substitute for the one year of required experience. Substitution of Experience for Education: Qualifying experience 
in one or a combination of the following areas may substitute for the required education on a year for year basis to a 
maximum of four years: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) 
supervising staff involved in building or transportation maintenance (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional facility construction engineering work of average difficulty; 
and performs related work as required.  Distinguishing Features: This is the working level class in the Facilities 
Construction sub-series. An employee in this class reviews architectural and engineering construction plans to 
determine code compliance and/or functions as project coordinator over construction projects and programs of average 
complexity. This class is flexibly staffed and differs from that of Facilities Construction Spc 1, in that an incumbent of the 
latter functions at the entry level. This class differs from that of Facilities Construction Spc 3 in that an incumbent of the 
latter performs work of greater scope and complexity and may function in a lead assignment. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Performs project facilities site inspections to ensure 
compliance with codes, plans, and specifications on construction or maintenance projects.    Conducts on-site project 
progress inspection to ensure that each phase of design, construction, workmanship, and materials used are in 
compliance with plans and specifications.    Manages construction and maintenance projects to ensure compliance with 
state procurement requirements.    Oversees project progress to verify completed work for the submission of pay 
applications.    Verifies project compliance with all applicable local, state, and federal building, life fire safety, electrical, 
plumbing and ADA codes.    Confers with designers to resolve problems with code issues and violations.    Performs 
damage assessment and develops a plan to repair the facility within applicable codes.  Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Collaborates with customers to develop preliminary site 
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evaluations for project feasibility.    Evaluates project requirements to determine that costs are within available budget.    
Creates scope-of-work and project specifications for proposed projects in accordance with applicable codes.    
Coordinates project bid procedures with state procurement office to ensure compliance with applicable policies and 
procedures.    Initiates purchase requests for maintenance and construction projects in accordance with state 
purchasing policy and procedures. Communicating with Persons outside Organization:    Conducts public meeting to 
provide information and resolve facility issues.    Interacts with the general public, architects, engineers, and code 
officials about facilities construction and maintenance issues. Monitor Processes, Materials, or Surroundings:    Reviews 
project designs during construction phase for compliance with plans and specifications.    Attends project review 
meetings during all developmental phases to facilitate concept, plans, and specification progress. Thinking Creatively:    
Forecasts project estimates for the upcoming fiscal year in order to facilitate budget creation. Scheduling Work and 
Activities:    Oversees projects to ensure completion within the required time frame. Making Decisions and Solving 
Problems:    Investigates work requests, conducts site surveys and makes recommendations on project feasibility.    
Revises original plans by initiating change orders as needed. Performing Administrative Activities:    Maintains project 
files for current project reference and post project record in a captive format. Assisting and Caring for Others:    
Coordinates facility site-visits with applicable agencies in the event of a natural or manmade disaster to inspect for 
safety and habitability. Interpreting the Meaning of Information for Others:    Provides information to stake holders 
about the steps required during restoration process. Communicating with Supervisors, Peers, or Subordinates:    
Provides weekly status reports to supervisor in order to ensure project time lines are being met. 
 
Competencies (KSA’s): 
Competencies:    Creativity                         Problem Solving                            Priority Setting                 Timely Decision Making                 
Conflict Management                    Action Oriented                 Organizational Agility                    Customer Focus                            
Integrity and Trust                        Negotiating   Knowledge:    Intermediate knowledge of Administration and Management                
Intermediate knowledge of Building and Construction                    Intermediate knowledge of Project Design                         
Intermediate knowledge of Engineering and Technology                           Intermediate knowledge of Mechanical Tools and 
Equipment                      Intermediate knowledge of Construction Materials                         Intermediate knowledge of 
Construction Mathematics                   Intermediate knowledge of OSHA Rules and Regulations                           
Intermediate knowledge of International Building Codes                            Intermediate knowledge of ADAA Requirements 
Skills:    Active Listening                 Intermediate Construction Mathematic Skills                     Active Learning                 
Critical Thinking                            Reading Comprehension                           Public Speaking                 Written Communication                
Coordination                     Social Perceptiveness                    Complex Problem Solving                         Equipment Selection                     
Operational Analysis                     Quality Control Analysis                            Troubleshooting                            Judgment and 
Decision Making                  Systems Evaluation                       Management of Financial Resources                      Management 
of Material Resources                       Time Management                        Presentation Skills       Abilities:    Deductive 
Reasoning                     Mathematical Reasoning                           Oral Comprehension                     Oral Expression                 
Originality                         Perceptual Speed                          Problem Sensitivity                       Speed of Closure                           
Written Expression                        Written Comprehension             
 
Tools and Equipment Used: 
    Voltmeter    Architect’s Scale    Laser Distance Measure    Foot Candle Meter 
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076572 - FACILITIES CONSTRUCTION SPC 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4234 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate hours in architecture and/or a pertinent engineering science may 
substitute for the one year of required experience). Substitution of Experience for Education: Qualifying experience in 
one or a combination of the following areas may substitute for the required education on a year basis to a maximum of 
four years: (1) engineering or architectural work; (2) experience in construction design using structural components, or 
the management of commercial or governmental construction projects; (3) any skilled work in carpentry, plumbing, 
electrical, inspection of other related building maintenance or construction trades work under the supervision of a 
licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the supervision of staff 
involved with building or transportation maintenance (e.g., experience equivalent to one year of full-time work in one or 
a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets building, accessibility, and safety codes and 
requirements to act as an expert when called upon to do so.    Interprets state and federal laws, rules, and regulations 
for customers.  Analyzing Data or Information:    Troubleshoots project issues/problems to expedite corrections to the 
project. Monitor Processes, Materials, or Surroundings:    Reviews project engineering and architectural plans and 
specifications for accuracy and compliance.    Reviews and monitors project documents throughout various phases of 
the project for accuracy and compliance.    Observes on-site construction progress to ensure that each phase of design, 
construction, workmanship and materials used meets contractual plans and specifications. Inspecting Equipment, 
Structures, or Materials:    Prepares for building and facilities inspection in the event of terrorism, natural or man made 
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disaster.    Assists with facilities construction site inspections on architectural, engineering, or construction projects, as 
needed. Communicating with Persons Outside Organization:    Confers with architects and engineers to resolve project 
related concerns including, but not limited to, code issues and violations.    Interacts with Emergency Management 
agencies, as required.    Responds to questions and/or coordinates information exchange for the general public, 
architects, engineers, code officials, and manufacturers about facilities construction and maintenance issues.  Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction in work performance to subordinates to 
promote individual growth.  Judging the Qualities of Things, Services, or People:    Performs initial structure damage 
assessment to determine severity, as required.    Performs project completion inspection to assess whether or not all 
conditions of a contract have been met. Coaching and Developing Others:    Identifies subordinate developmental needs 
and makes recommendations accordingly.    Advises subordinates on how to most effectively and effectively perform 
their assigned tasks to expedite work flow.    Mentors less experienced co-workers in their work activities.  Training and 
Teaching Others:    Assists with training of subordinates.    Identifies training and developmental opportunities for peers 
and subordinates to expand knowledge and enhance processes.    Develops and/or facilitates training 
programs/seminars for peers and subordinates, as required.  Provide Consultation and Advice to Others:    May 
supervise Facilities Construction Specialist staff, facilities maintenance managers and other maintenance personnel 
department wide.    Provides technical engineering advice related to a full range of building repairs, additions, and 
grounds improvement.    Advises upper management on team standard operating procedures, best practices, and other 
work flows factors to inform strategy development and decision making.    Makes recommendations to upper 
management regarding hiring, promotion and /or termination.  Developing Objectives and Strategies:    Generates 
developments and performance goals for self and subordinates to promote individual growth.    Leads subordinates by 
example in developing goals and benchmarks.             Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co-workers, supervisors, and customers to promote a healthy work 
environment.  Performing Administrative Activities:      Responds to emails, phone calls, and other correspondence as 
required.  Getting Information:    Communicates daily with other state agencies/owners, outside organizations, 
contractors, designers, and other various sources to discuss status, plans or issues related to current projects.    Reviews 
change order documents for validity and compliance.    Obtains various project documents such as but not limited to, 
completion, final inspection certificates, and approval documents to complete the project(s).    Checks written or 
electronic sources for work flow ques (folder) in order to plan daily work. Documenting/Recording Information:    Enters 
project information including but not limited to change orders, warranty dates, and project status in written form or into 
an electronic database.  Developing and Building Teams:    Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others and enhance trust. Evaluating Information to 
Determine Compliance with Standards:    Ensures projects documents and/or construction are in compliance with all 
applicable local, state, and federal codes.    Performs structural review of proposed projects(s) to make and/or 
recommendation of constructibility.    Ensures adherence to executed contracts by reviewing project information and/or 
site locations, as needed.    Ensures warranty compliance. Resolving Conflicts and Negotiating with Others:     Maintains 
a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.    Resolves simple conflicts without supervision input to ensure timely and efficient performance and 
maintain positive working relationships.           Coordinating the Work and Activities of Others:    Coordinates with upper 
management, peers, and assigned subordinates to facilities equitable workload dissemination.    Leads subordinates in 
timely completion of assigned tasks. Updating and Using Relevant Knowledge:    Participates in continuing education 
training to remain industry current in technology and knowledge.  Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written information to supervisor(s) regarding assigned project(s) status.    
Communicates with co-workers to efficiently expedite work flow.    Communicates with supervisor regarding work 
schedules including time off/or schedule change requests to ensure proper coverage during assigned work times. 
Processing Information:    Reviews data to determine need for project change.  Interacting with Computers:    Utilizes 
various software programs to review project plans.    Utilizes basic software programs to develop reports and memos.     
Enters payable time and leave requests in computer database. Organizing, Planning, and Prioritizing Work:    Prioritizes 
daily tasks to ensure timely project completion.                 Estimating the Quantifiable Characteristics of Products, Events, 
or Information:    Reviews project budget and oversees pay applications for contracted work to ensure project resources 
are utilized efficiently, as needed.                 Performs General Physical Activities:     Navigates through worksites by 
climbing, stooping, squatting as needed to complete site inspection. Controlling Machines and Processes:    Uses office 
equipments including but not limited to copier, scanner, fax, calculator to assist in task completion.  Operating Vehicles, 
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Mechanized Devices, or Equipment:    Operates state vehicles to site locations, as needed.  Scheduling Work and 
Activities:    Schedules project meetings to facilitate communication, as needed.    Schedules training for self and/or 
subordinates, as required. Handling and Moving Objects:    Retrieves project plans/documents from various locations for 
use in daily work. 
 
Competencies (KSA’s): 
Competencies:    Functional/ Technical Competency    Problem Solving    Planning    Timely Decision Making    Conflict 
Management    Presentation Skills    Written Communication    Customer Focus    Ethics and Values    Motivating Others 
Knowledge:    Advanced Knowledge of Building and Construction      Intermediate Clerical Knowledge    Intermediate 
Knowledge of Computers and Electronics    Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Design    Intermediate Knowledge of Engineering and Technology    Intermediate Knowledge of Mathematics Skills:    
Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate Mathematic Skills    Monitoring Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Coordination Skills    Intermediate Instructing Skills    
Intermediate Negotiation Skills    Service Orientation Skills    Intermediate Troubleshooting Skills    Intermediate 
Judgment and Decision Making Skills    Time Management Skills    Persuasion Skills Abilities:    Oral Comprehension 
Ability    Intermediate Oral Expression Ability    Problem Sensitivity Ability    Written Comprehension Ability    Written 
Expression Ability    Speech Clarity Ability    Speech Recognition Ability 
 
Tools and Equipment Used: 
    Computers    Telephones (Landline & Mobile)    Fax Machines    Printers    Tape Measures    Meters    Scanners    
Calculators 
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076572 - FACILITIES CONSTRUCTION SPC 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4235 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate hours in architecture and/or a pertinent engineering science may 
substitute for the one year of required experience). Substitution of Experience for Education: Qualifying experience in 
one or a combination of the following areas may substitute for the required education on a year basis to a maximum of 
four years: (1) engineering or architectural work; (2) experience in construction design using structural components, or 
the management of commercial or governmental construction projects; (3) any skilled work in carpentry, plumbing, 
electrical, inspection of other related building maintenance or construction trades work under the supervision of a 
licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the supervision of staff 
involved with building or transportation maintenance (e.g., experience equivalent to one year of full-time work in one or 
a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets building, accessibility, and safety codes and 
requirements to act as an expert when called upon to do so.    Interprets state and federal laws, rules, and regulations 
for customers.  Analyzing Data or Information:    Troubleshoots project issues/problems to expedite corrections to the 
project. Monitor Processes, Materials, or Surroundings:    Reviews project engineering and architectural plans and 
specifications for accuracy and compliance.    Reviews and monitors project documents throughout various phases of 
the project for accuracy and compliance.    Observes on-site construction progress to ensure that each phase of design, 
construction, workmanship and materials used meets contractual plans and specifications. Inspecting Equipment, 
Structures, or Materials:    Prepares for building and facilities inspection in the event of terrorism, natural or man made 
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disaster.    Assists with facilities construction site inspections on architectural, engineering, or construction projects, as 
needed. Communicating with Persons Outside Organization:    Confers with architects and engineers to resolve project 
related concerns including, but not limited to, code issues and violations.    Interacts with Emergency Management 
agencies, as required.    Responds to questions and/or coordinates information exchange for the general public, 
architects, engineers, code officials, and manufacturers about facilities construction and maintenance issues.  Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction in work performance to subordinates to 
promote individual growth.  Judging the Qualities of Things, Services, or People:    Performs initial structure damage 
assessment to determine severity, as required.    Performs project completion inspection to assess whether or not all 
conditions of a contract have been met. Coaching and Developing Others:    Identifies subordinate developmental needs 
and makes recommendations accordingly.    Advises subordinates on how to most effectively and effectively perform 
their assigned tasks to expedite work flow.    Mentors less experienced co-workers in their work activities.  Training and 
Teaching Others:    Assists with training of subordinates.    Identifies training and developmental opportunities for peers 
and subordinates to expand knowledge and enhance processes.    Develops and/or facilitates training 
programs/seminars for peers and subordinates, as required.  Provide Consultation and Advice to Others:    May 
supervise Facilities Construction Specialist staff, facilities maintenance managers and other maintenance personnel 
department wide.    Provides technical engineering advice related to a full range of building repairs, additions, and 
grounds improvement.    Advises upper management on team standard operating procedures, best practices, and other 
work flows factors to inform strategy development and decision making.    Makes recommendations to upper 
management regarding hiring, promotion and /or termination.  Developing Objectives and Strategies:    Generates 
developments and performance goals for self and subordinates to promote individual growth.    Leads subordinates by 
example in developing goals and benchmarks.             Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co-workers, supervisors, and customers to promote a healthy work 
environment.  Performing Administrative Activities:      Responds to emails, phone calls, and other correspondence as 
required.  Getting Information:    Communicates daily with other state agencies/owners, outside organizations, 
contractors, designers, and other various sources to discuss status, plans or issues related to current projects.    Reviews 
change order documents for validity and compliance.    Obtains various project documents such as but not limited to, 
completion, final inspection certificates, and approval documents to complete the project(s).    Checks written or 
electronic sources for work flow ques (folder) in order to plan daily work. Documenting/Recording Information:    Enters 
project information including but not limited to change orders, warranty dates, and project status in written form or into 
an electronic database.  Developing and Building Teams:    Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others and enhance trust. Evaluating Information to 
Determine Compliance with Standards:    Ensures projects documents and/or construction are in compliance with all 
applicable local, state, and federal codes.    Performs structural review of proposed projects(s) to make and/or 
recommendation of constructibility.    Ensures adherence to executed contracts by reviewing project information and/or 
site locations, as needed.    Ensures warranty compliance. Resolving Conflicts and Negotiating with Others:     Maintains 
a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.    Resolves simple conflicts without supervision input to ensure timely and efficient performance and 
maintain positive working relationships.           Coordinating the Work and Activities of Others:    Coordinates with upper 
management, peers, and assigned subordinates to facilities equitable workload dissemination.    Leads subordinates in 
timely completion of assigned tasks. Updating and Using Relevant Knowledge:    Participates in continuing education 
training to remain industry current in technology and knowledge.  Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written information to supervisor(s) regarding assigned project(s) status.    
Communicates with co-workers to efficiently expedite work flow.    Communicates with supervisor regarding work 
schedules including time off/or schedule change requests to ensure proper coverage during assigned work times. 
Processing Information:    Reviews data to determine need for project change.  Interacting with Computers:    Utilizes 
various software programs to review project plans.    Utilizes basic software programs to develop reports and memos.     
Enters payable time and leave requests in computer database. Organizing, Planning, and Prioritizing Work:    Prioritizes 
daily tasks to ensure timely project completion.                 Estimating the Quantifiable Characteristics of Products, Events, 
or Information:    Reviews project budget and oversees pay applications for contracted work to ensure project resources 
are utilized efficiently, as needed.                 Performs General Physical Activities:     Navigates through worksites by 
climbing, stooping, squatting as needed to complete site inspection. Controlling Machines and Processes:    Uses office 
equipments including but not limited to copier, scanner, fax, calculator to assist in task completion.  Operating Vehicles, 
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Mechanized Devices, or Equipment:    Operates state vehicles to site locations, as needed.  Scheduling Work and 
Activities:    Schedules project meetings to facilitate communication, as needed.    Schedules training for self and/or 
subordinates, as required. Handling and Moving Objects:    Retrieves project plans/documents from various locations for 
use in daily work. 
 
Competencies (KSA’s): 
Competencies:    Functional/ Technical Competency    Problem Solving    Planning    Timely Decision Making    Conflict 
Management    Presentation Skills    Written Communication    Customer Focus    Ethics and Values    Motivating Others 
Knowledge:    Advanced Knowledge of Building and Construction      Intermediate Clerical Knowledge    Intermediate 
Knowledge of Computers and Electronics    Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Design    Intermediate Knowledge of Engineering and Technology    Intermediate Knowledge of Mathematics Skills:    
Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate Mathematic Skills    Monitoring Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Coordination Skills    Intermediate Instructing Skills    
Intermediate Negotiation Skills    Service Orientation Skills    Intermediate Troubleshooting Skills    Intermediate 
Judgment and Decision Making Skills    Time Management Skills    Persuasion Skills Abilities:    Oral Comprehension 
Ability    Intermediate Oral Expression Ability    Problem Sensitivity Ability    Written Comprehension Ability    Written 
Expression Ability    Speech Clarity Ability    Speech Recognition Ability 
 
Tools and Equipment Used: 
    Computers    Telephones (Landline & Mobile)    Fax Machines    Printers    Tape Measures    Meters    Scanners    
Calculators 
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076572 - FACILITIES CONSTRUCTION SPC 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4236 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate hours in architecture and/or a pertinent engineering science may 
substitute for the one year of required experience). Substitution of Experience for Education: Qualifying experience in 
one or a combination of the following areas may substitute for the required education on a year basis to a maximum of 
four years: (1) engineering or architectural work; (2) experience in construction design using structural components, or 
the management of commercial or governmental construction projects; (3) any skilled work in carpentry, plumbing, 
electrical, inspection of other related building maintenance or construction trades work under the supervision of a 
licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the supervision of staff 
involved with building or transportation maintenance (e.g., experience equivalent to one year of full-time work in one or 
a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets building, accessibility, and safety codes and 
requirements to act as an expert when called upon to do so.    Interprets state and federal laws, rules, and regulations 
for customers.  Analyzing Data or Information:    Troubleshoots project issues/problems to expedite corrections to the 
project. Monitor Processes, Materials, or Surroundings:    Reviews project engineering and architectural plans and 
specifications for accuracy and compliance.    Reviews and monitors project documents throughout various phases of 
the project for accuracy and compliance.    Observes on-site construction progress to ensure that each phase of design, 
construction, workmanship and materials used meets contractual plans and specifications. Inspecting Equipment, 
Structures, or Materials:    Prepares for building and facilities inspection in the event of terrorism, natural or man made 
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disaster.    Assists with facilities construction site inspections on architectural, engineering, or construction projects, as 
needed. Communicating with Persons Outside Organization:    Confers with architects and engineers to resolve project 
related concerns including, but not limited to, code issues and violations.    Interacts with Emergency Management 
agencies, as required.    Responds to questions and/or coordinates information exchange for the general public, 
architects, engineers, code officials, and manufacturers about facilities construction and maintenance issues.  Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction in work performance to subordinates to 
promote individual growth.  Judging the Qualities of Things, Services, or People:    Performs initial structure damage 
assessment to determine severity, as required.    Performs project completion inspection to assess whether or not all 
conditions of a contract have been met. Coaching and Developing Others:    Identifies subordinate developmental needs 
and makes recommendations accordingly.    Advises subordinates on how to most effectively and effectively perform 
their assigned tasks to expedite work flow.    Mentors less experienced co-workers in their work activities.  Training and 
Teaching Others:    Assists with training of subordinates.    Identifies training and developmental opportunities for peers 
and subordinates to expand knowledge and enhance processes.    Develops and/or facilitates training 
programs/seminars for peers and subordinates, as required.  Provide Consultation and Advice to Others:    May 
supervise Facilities Construction Specialist staff, facilities maintenance managers and other maintenance personnel 
department wide.    Provides technical engineering advice related to a full range of building repairs, additions, and 
grounds improvement.    Advises upper management on team standard operating procedures, best practices, and other 
work flows factors to inform strategy development and decision making.    Makes recommendations to upper 
management regarding hiring, promotion and /or termination.  Developing Objectives and Strategies:    Generates 
developments and performance goals for self and subordinates to promote individual growth.    Leads subordinates by 
example in developing goals and benchmarks.             Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co-workers, supervisors, and customers to promote a healthy work 
environment.  Performing Administrative Activities:      Responds to emails, phone calls, and other correspondence as 
required.  Getting Information:    Communicates daily with other state agencies/owners, outside organizations, 
contractors, designers, and other various sources to discuss status, plans or issues related to current projects.    Reviews 
change order documents for validity and compliance.    Obtains various project documents such as but not limited to, 
completion, final inspection certificates, and approval documents to complete the project(s).    Checks written or 
electronic sources for work flow ques (folder) in order to plan daily work. Documenting/Recording Information:    Enters 
project information including but not limited to change orders, warranty dates, and project status in written form or into 
an electronic database.  Developing and Building Teams:    Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others and enhance trust. Evaluating Information to 
Determine Compliance with Standards:    Ensures projects documents and/or construction are in compliance with all 
applicable local, state, and federal codes.    Performs structural review of proposed projects(s) to make and/or 
recommendation of constructibility.    Ensures adherence to executed contracts by reviewing project information and/or 
site locations, as needed.    Ensures warranty compliance. Resolving Conflicts and Negotiating with Others:     Maintains 
a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.    Resolves simple conflicts without supervision input to ensure timely and efficient performance and 
maintain positive working relationships.           Coordinating the Work and Activities of Others:    Coordinates with upper 
management, peers, and assigned subordinates to facilities equitable workload dissemination.    Leads subordinates in 
timely completion of assigned tasks. Updating and Using Relevant Knowledge:    Participates in continuing education 
training to remain industry current in technology and knowledge.  Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written information to supervisor(s) regarding assigned project(s) status.    
Communicates with co-workers to efficiently expedite work flow.    Communicates with supervisor regarding work 
schedules including time off/or schedule change requests to ensure proper coverage during assigned work times. 
Processing Information:    Reviews data to determine need for project change.  Interacting with Computers:    Utilizes 
various software programs to review project plans.    Utilizes basic software programs to develop reports and memos.     
Enters payable time and leave requests in computer database. Organizing, Planning, and Prioritizing Work:    Prioritizes 
daily tasks to ensure timely project completion.                 Estimating the Quantifiable Characteristics of Products, Events, 
or Information:    Reviews project budget and oversees pay applications for contracted work to ensure project resources 
are utilized efficiently, as needed.                 Performs General Physical Activities:     Navigates through worksites by 
climbing, stooping, squatting as needed to complete site inspection. Controlling Machines and Processes:    Uses office 
equipments including but not limited to copier, scanner, fax, calculator to assist in task completion.  Operating Vehicles, 
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Mechanized Devices, or Equipment:    Operates state vehicles to site locations, as needed.  Scheduling Work and 
Activities:    Schedules project meetings to facilitate communication, as needed.    Schedules training for self and/or 
subordinates, as required. Handling and Moving Objects:    Retrieves project plans/documents from various locations for 
use in daily work. 
 
Competencies (KSA’s): 
Competencies:    Functional/ Technical Competency    Problem Solving    Planning    Timely Decision Making    Conflict 
Management    Presentation Skills    Written Communication    Customer Focus    Ethics and Values    Motivating Others 
Knowledge:    Advanced Knowledge of Building and Construction      Intermediate Clerical Knowledge    Intermediate 
Knowledge of Computers and Electronics    Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Design    Intermediate Knowledge of Engineering and Technology    Intermediate Knowledge of Mathematics Skills:    
Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate Mathematic Skills    Monitoring Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Coordination Skills    Intermediate Instructing Skills    
Intermediate Negotiation Skills    Service Orientation Skills    Intermediate Troubleshooting Skills    Intermediate 
Judgment and Decision Making Skills    Time Management Skills    Persuasion Skills Abilities:    Oral Comprehension 
Ability    Intermediate Oral Expression Ability    Problem Sensitivity Ability    Written Comprehension Ability    Written 
Expression Ability    Speech Clarity Ability    Speech Recognition Ability 
 
Tools and Equipment Used: 
    Computers    Telephones (Landline & Mobile)    Fax Machines    Printers    Tape Measures    Meters    Scanners    
Calculators 
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076572 - FACILITIES CONSTRUCTION SPC 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4237 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate hours in architecture and/or a pertinent engineering science may 
substitute for the one year of required experience). Substitution of Experience for Education: Qualifying experience in 
one or a combination of the following areas may substitute for the required education on a year basis to a maximum of 
four years: (1) engineering or architectural work; (2) experience in construction design using structural components, or 
the management of commercial or governmental construction projects; (3) any skilled work in carpentry, plumbing, 
electrical, inspection of other related building maintenance or construction trades work under the supervision of a 
licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the supervision of staff 
involved with building or transportation maintenance (e.g., experience equivalent to one year of full-time work in one or 
a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets building, accessibility, and safety codes and 
requirements to act as an expert when called upon to do so.    Interprets state and federal laws, rules, and regulations 
for customers.  Analyzing Data or Information:    Troubleshoots project issues/problems to expedite corrections to the 
project. Monitor Processes, Materials, or Surroundings:    Reviews project engineering and architectural plans and 
specifications for accuracy and compliance.    Reviews and monitors project documents throughout various phases of 
the project for accuracy and compliance.    Observes on-site construction progress to ensure that each phase of design, 
construction, workmanship and materials used meets contractual plans and specifications. Inspecting Equipment, 
Structures, or Materials:    Prepares for building and facilities inspection in the event of terrorism, natural or man made 
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disaster.    Assists with facilities construction site inspections on architectural, engineering, or construction projects, as 
needed. Communicating with Persons Outside Organization:    Confers with architects and engineers to resolve project 
related concerns including, but not limited to, code issues and violations.    Interacts with Emergency Management 
agencies, as required.    Responds to questions and/or coordinates information exchange for the general public, 
architects, engineers, code officials, and manufacturers about facilities construction and maintenance issues.  Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction in work performance to subordinates to 
promote individual growth.  Judging the Qualities of Things, Services, or People:    Performs initial structure damage 
assessment to determine severity, as required.    Performs project completion inspection to assess whether or not all 
conditions of a contract have been met. Coaching and Developing Others:    Identifies subordinate developmental needs 
and makes recommendations accordingly.    Advises subordinates on how to most effectively and effectively perform 
their assigned tasks to expedite work flow.    Mentors less experienced co-workers in their work activities.  Training and 
Teaching Others:    Assists with training of subordinates.    Identifies training and developmental opportunities for peers 
and subordinates to expand knowledge and enhance processes.    Develops and/or facilitates training 
programs/seminars for peers and subordinates, as required.  Provide Consultation and Advice to Others:    May 
supervise Facilities Construction Specialist staff, facilities maintenance managers and other maintenance personnel 
department wide.    Provides technical engineering advice related to a full range of building repairs, additions, and 
grounds improvement.    Advises upper management on team standard operating procedures, best practices, and other 
work flows factors to inform strategy development and decision making.    Makes recommendations to upper 
management regarding hiring, promotion and /or termination.  Developing Objectives and Strategies:    Generates 
developments and performance goals for self and subordinates to promote individual growth.    Leads subordinates by 
example in developing goals and benchmarks.             Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co-workers, supervisors, and customers to promote a healthy work 
environment.  Performing Administrative Activities:      Responds to emails, phone calls, and other correspondence as 
required.  Getting Information:    Communicates daily with other state agencies/owners, outside organizations, 
contractors, designers, and other various sources to discuss status, plans or issues related to current projects.    Reviews 
change order documents for validity and compliance.    Obtains various project documents such as but not limited to, 
completion, final inspection certificates, and approval documents to complete the project(s).    Checks written or 
electronic sources for work flow ques (folder) in order to plan daily work. Documenting/Recording Information:    Enters 
project information including but not limited to change orders, warranty dates, and project status in written form or into 
an electronic database.  Developing and Building Teams:    Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others and enhance trust. Evaluating Information to 
Determine Compliance with Standards:    Ensures projects documents and/or construction are in compliance with all 
applicable local, state, and federal codes.    Performs structural review of proposed projects(s) to make and/or 
recommendation of constructibility.    Ensures adherence to executed contracts by reviewing project information and/or 
site locations, as needed.    Ensures warranty compliance. Resolving Conflicts and Negotiating with Others:     Maintains 
a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.    Resolves simple conflicts without supervision input to ensure timely and efficient performance and 
maintain positive working relationships.           Coordinating the Work and Activities of Others:    Coordinates with upper 
management, peers, and assigned subordinates to facilities equitable workload dissemination.    Leads subordinates in 
timely completion of assigned tasks. Updating and Using Relevant Knowledge:    Participates in continuing education 
training to remain industry current in technology and knowledge.  Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written information to supervisor(s) regarding assigned project(s) status.    
Communicates with co-workers to efficiently expedite work flow.    Communicates with supervisor regarding work 
schedules including time off/or schedule change requests to ensure proper coverage during assigned work times. 
Processing Information:    Reviews data to determine need for project change.  Interacting with Computers:    Utilizes 
various software programs to review project plans.    Utilizes basic software programs to develop reports and memos.     
Enters payable time and leave requests in computer database. Organizing, Planning, and Prioritizing Work:    Prioritizes 
daily tasks to ensure timely project completion.                 Estimating the Quantifiable Characteristics of Products, Events, 
or Information:    Reviews project budget and oversees pay applications for contracted work to ensure project resources 
are utilized efficiently, as needed.                 Performs General Physical Activities:     Navigates through worksites by 
climbing, stooping, squatting as needed to complete site inspection. Controlling Machines and Processes:    Uses office 
equipments including but not limited to copier, scanner, fax, calculator to assist in task completion.  Operating Vehicles, 
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Mechanized Devices, or Equipment:    Operates state vehicles to site locations, as needed.  Scheduling Work and 
Activities:    Schedules project meetings to facilitate communication, as needed.    Schedules training for self and/or 
subordinates, as required. Handling and Moving Objects:    Retrieves project plans/documents from various locations for 
use in daily work. 
 
Competencies (KSA’s): 
Competencies:    Functional/ Technical Competency    Problem Solving    Planning    Timely Decision Making    Conflict 
Management    Presentation Skills    Written Communication    Customer Focus    Ethics and Values    Motivating Others 
Knowledge:    Advanced Knowledge of Building and Construction      Intermediate Clerical Knowledge    Intermediate 
Knowledge of Computers and Electronics    Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Design    Intermediate Knowledge of Engineering and Technology    Intermediate Knowledge of Mathematics Skills:    
Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate Mathematic Skills    Monitoring Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Coordination Skills    Intermediate Instructing Skills    
Intermediate Negotiation Skills    Service Orientation Skills    Intermediate Troubleshooting Skills    Intermediate 
Judgment and Decision Making Skills    Time Management Skills    Persuasion Skills Abilities:    Oral Comprehension 
Ability    Intermediate Oral Expression Ability    Problem Sensitivity Ability    Written Comprehension Ability    Written 
Expression Ability    Speech Clarity Ability    Speech Recognition Ability 
 
Tools and Equipment Used: 
    Computers    Telephones (Landline & Mobile)    Fax Machines    Printers    Tape Measures    Meters    Scanners    
Calculators 
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076572 - FACILITIES CONSTRUCTION SPC 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4238 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in architecture; 
fire protection; or architectural, civil, electrical, fire protection, mechanical, systems or industrial engineering or related 
engineering degree dealing with building construction and experience equivalent to four years in one or a combination 
of the following areas: (1) any engineering or architectural work; (2) experience in construction design using structural 
components, or the management of commercial or governmental construction projects; (3) any skilled work in 
carpentry, plumbing, electrical, inspection or other related building maintenance or construction trades work under the 
supervision of a licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the 
supervision of staff involved with building or transportation maintenance. Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in architecture, fire protection and/or a related 
engineering degree dealing with building construction may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate hours in architecture and/or a pertinent engineering science may 
substitute for the one year of required experience). Substitution of Experience for Education: Qualifying experience in 
one or a combination of the following areas may substitute for the required education on a year basis to a maximum of 
four years: (1) engineering or architectural work; (2) experience in construction design using structural components, or 
the management of commercial or governmental construction projects; (3) any skilled work in carpentry, plumbing, 
electrical, inspection of other related building maintenance or construction trades work under the supervision of a 
licensed contractor; (4) any licensed building maintenance or construction trades work; or (5) the supervision of staff 
involved with building or transportation maintenance (e.g., experience equivalent to one year of full-time work in one or 
a combination of the above listed fields may substitute for one year of the required education. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for professional facility construction engineering work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the advanced working 
level and/or lead class in the Facilities Construction sub- series. An employee in this class provides technical engineering 
advice of considerable complexity to top management and/or functions as a lead worker over a group of subordinate 
Facilities Construction Specialists. This class differs from that of Facilities Construction Specialist 2 in that an incumbent 
of the latter performs work of lesser scope and complexity and does not function in a lead assignment. This class differs 
from that of the Facilities Construction Assistant Director in that an incumbent of the latter functions in a supervisory 
assignment. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets building, accessibility, and safety codes and 
requirements to act as an expert when called upon to do so.    Interprets state and federal laws, rules, and regulations 
for customers.  Analyzing Data or Information:    Troubleshoots project issues/problems to expedite corrections to the 
project. Monitor Processes, Materials, or Surroundings:    Reviews project engineering and architectural plans and 
specifications for accuracy and compliance.    Reviews and monitors project documents throughout various phases of 
the project for accuracy and compliance.    Observes on-site construction progress to ensure that each phase of design, 
construction, workmanship and materials used meets contractual plans and specifications. Inspecting Equipment, 
Structures, or Materials:    Prepares for building and facilities inspection in the event of terrorism, natural or man made 
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disaster.    Assists with facilities construction site inspections on architectural, engineering, or construction projects, as 
needed. Communicating with Persons Outside Organization:    Confers with architects and engineers to resolve project 
related concerns including, but not limited to, code issues and violations.    Interacts with Emergency Management 
agencies, as required.    Responds to questions and/or coordinates information exchange for the general public, 
architects, engineers, code officials, and manufacturers about facilities construction and maintenance issues.  Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction in work performance to subordinates to 
promote individual growth.  Judging the Qualities of Things, Services, or People:    Performs initial structure damage 
assessment to determine severity, as required.    Performs project completion inspection to assess whether or not all 
conditions of a contract have been met. Coaching and Developing Others:    Identifies subordinate developmental needs 
and makes recommendations accordingly.    Advises subordinates on how to most effectively and effectively perform 
their assigned tasks to expedite work flow.    Mentors less experienced co-workers in their work activities.  Training and 
Teaching Others:    Assists with training of subordinates.    Identifies training and developmental opportunities for peers 
and subordinates to expand knowledge and enhance processes.    Develops and/or facilitates training 
programs/seminars for peers and subordinates, as required.  Provide Consultation and Advice to Others:    May 
supervise Facilities Construction Specialist staff, facilities maintenance managers and other maintenance personnel 
department wide.    Provides technical engineering advice related to a full range of building repairs, additions, and 
grounds improvement.    Advises upper management on team standard operating procedures, best practices, and other 
work flows factors to inform strategy development and decision making.    Makes recommendations to upper 
management regarding hiring, promotion and /or termination.  Developing Objectives and Strategies:    Generates 
developments and performance goals for self and subordinates to promote individual growth.    Leads subordinates by 
example in developing goals and benchmarks.             Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with co-workers, supervisors, and customers to promote a healthy work 
environment.  Performing Administrative Activities:      Responds to emails, phone calls, and other correspondence as 
required.  Getting Information:    Communicates daily with other state agencies/owners, outside organizations, 
contractors, designers, and other various sources to discuss status, plans or issues related to current projects.    Reviews 
change order documents for validity and compliance.    Obtains various project documents such as but not limited to, 
completion, final inspection certificates, and approval documents to complete the project(s).    Checks written or 
electronic sources for work flow ques (folder) in order to plan daily work. Documenting/Recording Information:    Enters 
project information including but not limited to change orders, warranty dates, and project status in written form or into 
an electronic database.  Developing and Building Teams:    Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others and enhance trust. Evaluating Information to 
Determine Compliance with Standards:    Ensures projects documents and/or construction are in compliance with all 
applicable local, state, and federal codes.    Performs structural review of proposed projects(s) to make and/or 
recommendation of constructibility.    Ensures adherence to executed contracts by reviewing project information and/or 
site locations, as needed.    Ensures warranty compliance. Resolving Conflicts and Negotiating with Others:     Maintains 
a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.    Resolves simple conflicts without supervision input to ensure timely and efficient performance and 
maintain positive working relationships.           Coordinating the Work and Activities of Others:    Coordinates with upper 
management, peers, and assigned subordinates to facilities equitable workload dissemination.    Leads subordinates in 
timely completion of assigned tasks. Updating and Using Relevant Knowledge:    Participates in continuing education 
training to remain industry current in technology and knowledge.  Communicating with Supervisors, Peers, or 
Subordinates:    Provides verbal and written information to supervisor(s) regarding assigned project(s) status.    
Communicates with co-workers to efficiently expedite work flow.    Communicates with supervisor regarding work 
schedules including time off/or schedule change requests to ensure proper coverage during assigned work times. 
Processing Information:    Reviews data to determine need for project change.  Interacting with Computers:    Utilizes 
various software programs to review project plans.    Utilizes basic software programs to develop reports and memos.     
Enters payable time and leave requests in computer database. Organizing, Planning, and Prioritizing Work:    Prioritizes 
daily tasks to ensure timely project completion.                 Estimating the Quantifiable Characteristics of Products, Events, 
or Information:    Reviews project budget and oversees pay applications for contracted work to ensure project resources 
are utilized efficiently, as needed.                 Performs General Physical Activities:     Navigates through worksites by 
climbing, stooping, squatting as needed to complete site inspection. Controlling Machines and Processes:    Uses office 
equipments including but not limited to copier, scanner, fax, calculator to assist in task completion.  Operating Vehicles, 
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Mechanized Devices, or Equipment:    Operates state vehicles to site locations, as needed.  Scheduling Work and 
Activities:    Schedules project meetings to facilitate communication, as needed.    Schedules training for self and/or 
subordinates, as required. Handling and Moving Objects:    Retrieves project plans/documents from various locations for 
use in daily work. 
 
Competencies (KSA’s): 
Competencies:    Functional/ Technical Competency    Problem Solving    Planning    Timely Decision Making    Conflict 
Management    Presentation Skills    Written Communication    Customer Focus    Ethics and Values    Motivating Others 
Knowledge:    Advanced Knowledge of Building and Construction      Intermediate Clerical Knowledge    Intermediate 
Knowledge of Computers and Electronics    Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Design    Intermediate Knowledge of Engineering and Technology    Intermediate Knowledge of Mathematics Skills:    
Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate Mathematic Skills    Monitoring Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Coordination Skills    Intermediate Instructing Skills    
Intermediate Negotiation Skills    Service Orientation Skills    Intermediate Troubleshooting Skills    Intermediate 
Judgment and Decision Making Skills    Time Management Skills    Persuasion Skills Abilities:    Oral Comprehension 
Ability    Intermediate Oral Expression Ability    Problem Sensitivity Ability    Written Comprehension Ability    Written 
Expression Ability    Speech Clarity Ability    Speech Recognition Ability 
 
Tools and Equipment Used: 
    Computers    Telephones (Landline & Mobile)    Fax Machines    Printers    Tape Measures    Meters    Scanners    
Calculators 
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062691 - FACILITIES MANAGER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1794 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of supervisory experience. Substitution of Experience for 
Education:  Qualifying full- time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for facilities maintenance supervisory work of average difficulty and 
managerial work of routine difficulty; and performs related work as required. Distinguishing Features:  An employee in 
this class supervises a moderate-sized staff of building maintenance and skilled craft workers performing carpentry, 
electrical, plumbing, painting, boiler operations, maintenance mechanic, grounds or related work at a moderate-sized 
facility. This class differs from that of Facilities Supervisor in that an incumbent of the latter performs work of lesser 
scope and complexity and may act as an assistant to an incumbent of this class. This class differs from Facilities Manager 
2 in that an incumbent of the latter is responsible for maintenance at a relatively large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a moderate-sized staff of maintenance workers and their 
work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers correspondence.    
Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
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of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062691 - FACILITIES MANAGER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1795 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of supervisory experience. Substitution of Experience for 
Education:  Qualifying full- time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for facilities maintenance supervisory work of average difficulty and 
managerial work of routine difficulty; and performs related work as required. Distinguishing Features:  An employee in 
this class supervises a moderate-sized staff of building maintenance and skilled craft workers performing carpentry, 
electrical, plumbing, painting, boiler operations, maintenance mechanic, grounds or related work at a moderate-sized 
facility. This class differs from that of Facilities Supervisor in that an incumbent of the latter performs work of lesser 
scope and complexity and may act as an assistant to an incumbent of this class. This class differs from Facilities Manager 
2 in that an incumbent of the latter is responsible for maintenance at a relatively large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a moderate-sized staff of maintenance workers and their 
work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers correspondence.    
Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
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of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062691 - FACILITIES MANAGER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1796 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of supervisory experience. Substitution of Experience for 
Education:  Qualifying full- time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for facilities maintenance supervisory work of average difficulty and 
managerial work of routine difficulty; and performs related work as required. Distinguishing Features:  An employee in 
this class supervises a moderate-sized staff of building maintenance and skilled craft workers performing carpentry, 
electrical, plumbing, painting, boiler operations, maintenance mechanic, grounds or related work at a moderate-sized 
facility. This class differs from that of Facilities Supervisor in that an incumbent of the latter performs work of lesser 
scope and complexity and may act as an assistant to an incumbent of this class. This class differs from Facilities Manager 
2 in that an incumbent of the latter is responsible for maintenance at a relatively large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a moderate-sized staff of maintenance workers and their 
work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers correspondence.    
Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
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of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062691 - FACILITIES MANAGER 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1797 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of supervisory experience. Substitution of Experience for 
Education:  Qualifying full- time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for facilities maintenance supervisory work of average difficulty and 
managerial work of routine difficulty; and performs related work as required. Distinguishing Features:  An employee in 
this class supervises a moderate-sized staff of building maintenance and skilled craft workers performing carpentry, 
electrical, plumbing, painting, boiler operations, maintenance mechanic, grounds or related work at a moderate-sized 
facility. This class differs from that of Facilities Supervisor in that an incumbent of the latter performs work of lesser 
scope and complexity and may act as an assistant to an incumbent of this class. This class differs from Facilities Manager 
2 in that an incumbent of the latter is responsible for maintenance at a relatively large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a moderate-sized staff of maintenance workers and their 
work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers correspondence.    
Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
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their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062692 - FACILITIES MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1802 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062692 - FACILITIES MANAGER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1803 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1804 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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Agency:  Military (34101) 
Edison Template Job Opening ID:  1805 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  1806 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1807 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least two years of supervisory experience. Substitution of Experience for 
Education:  Qualifying full-time building maintenance or construction work may substitute for the required education on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managerial facilities maintenance work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
maintenance at a relatively large facility and supervises workers performing carpentry, electrical, plumbing, painting, 
boiler operation, grounds, and related work. The employee also writes specifications and reports, orders supplies, and 
may participate in budget preparation. This class differs from Facilities Manager 1 in that an incumbent of the latter is 
responsible for facilities maintenance at a moderate-sized facility. This class differs from Facilities Manager 3 in that an 
incumbent of the latter is responsible for facilities maintenance at a very large, complex facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    May prepare specifications for equipment and materials and obtain bids.    Forecasts material 
needs.Training and Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating 
Subordinates:    Assigns, trains, supervises, and evaluates a relatively large staff of skilled crafts and maintenance 
workers and their work.Performing Administrative Activities:    Keeps personnel records, prepares reports, and answers 
correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles work orders and 
assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  1821 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062693 - FACILITIES MANAGER 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1822 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062693 - FACILITIES MANAGER 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1823 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062693 - FACILITIES MANAGER 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1824 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062693 - FACILITIES MANAGER 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1825 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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062693 - FACILITIES MANAGER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1826 
 
Minimum Qualifications: 
Education and Experience:  Completion of two years of coursework at an accredited college or university and experience 
equivalent to five or more years of increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least three years of supervisory experience. Substitution of Experience 
for Education:  Qualifying full-time building maintenance or construction work may substitute for the required education 
on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for managerial facilities maintenance work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  An employee in this class is responsible for directing 
building and grounds maintenance at a very large, complex facility and the maintenance and repair of a large amount of 
equipment and machinery. The employee supervises a staff of maintenance and support personnel and is responsible 
for the writing of specifications and reports, the ordering of supplies, and budget preparation. This class differs from 
Facilities Manager 2 in that an incumbent of the latter is responsible for facilities maintenance at a large facility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Ensures compliance with building plans, 
specifications, codes, and regulations.Analyzing Data or Information:    Reads and interprets sketches, diagrams, and 
blueprints.Provide Consultation and Advice to Others:    Advises administrative officials on controlled maintenance and 
capital outlay projects.Inspecting Equipment, Structures, or Material:    Coordinates and inspects contracted work.    
Inspects building equipment to determine maintenance and repair needs.Monitoring and Controlling Resources:    May 
participate in contract preparation.    May prepare or assist in budget preparation.    Orders and supervises the 
maintenance of equipment, materials, and supplies.Communicating with Persons Outside Organization:    Obtains bids 
from outside vendors and contractors.    Functions as liaison with outside vendors and contractors.Staffing 
Organizational Units:    Interviews and makes recommendations on the hiring of new employees.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Provides technical cost estimates of time and 
materials.    Writes detailed specifications for equipment and materials.    Forecasts material needs.Training and 
Teaching Others:    May be responsible for training programs.Guiding, Directing, and Motivating Subordinates:    Assigns, 
trains, supervises, and evaluates a large staff of maintenance and support personnel involved in carpentry, electrical, 
plumbing, painting, grounds, and related work.Performing Administrative Activities:    Keeps personnel records, prepares 
reports, and answers correspondence.    Keeps supply records.Coordinating the Work and Activities of Others:    Handles 
work orders and assigns priorities. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Decision Quality    Priority Setting    Comfort around Higher Management    
Functional/Technical Competencies    Integrity and Trust    Organizing    Command Competencies    Problem Solving    
Building Effective TeamsKnowledge:    Knowledge of materials, methods, and the tools involved in the construction or 
repair of houses, buildings, or other structures such as highways and roads    Knowledge of machines and tools, including 
their designs, uses, repair, and maintenance    Knowledge of business and management principles involved in strategic 
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planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources    Knowledge of relevant equipment, policies, procedures, and strategies to promote effective 
local, state, or national security operations for the protection of people, data, property, and institutions    Knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Knowledge of the practical application of 
engineering science and technology, including applying principles, techniques, procedures, and equipment to the design 
and production of various goods and services    Knowledge of design techniques, tools, and principles involved in 
production of precision technical plans, blueprints, drawings, and models    Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Knowledge of transmission, broadcasting, switching, control, and 
operation of telecommunications systemsSkills:    Performing routine maintenance on equipment and determining when 
and what kind of maintenance is needed    Understanding written sentences and paragraphs in work related documents    
Communicating effectively in writing as appropriate for the needs of the audience    Talking to others to convey 
information effectively    Determining causes of operating errors and deciding what to do about it    Obtaining and 
seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Determining 
the kind of tools and equipment needed to do a job    Repairing machines or systems using the needed tools    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Managing one's 
own time and the time of others    Motivating, developing, and directing people as they work, identifying the best 
people for the job    Understanding the implications of new information for both current and future problem-solving and 
decision-making    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Teaching others how to do something    Determining how money will be spent 
to get the work done, and accounting for these expenditures    Installing equipment, machines, wiring, or programs to 
meet specifications    Controlling operations of equipment or systems    Watching gauges, dials, or other indicators to 
make sure a machine is working properly    Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance    Adjusting actions in relation to others' actions    Actively looking for ways to help 
people    Monitoring/Assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Understanding the implications of new information for both current and future problem-solving 
and decision-making    Selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Using mathematics to solve problems    Being aware of others' reactions and 
understanding why they react as they do    Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomesAbilities:    The ability to speak 
clearly so others can understand    The ability to identify and understand the speech of another person    The ability to 
read and understand information and ideas presented in writing    The ability to communicate information and ideas in 
writing so others will understand    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to shift back and forth between two or more activities or sources of information (such as speech, sounds, 
touch, or other sources)    The ability to apply general rules to specific problems to produce answers that make sense    
The ability to choose the right mathematical methods or formulas to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong (This does not involve solving the problem, only recognizing there is a 
problem.)    The ability to come up with a number of ideas about a topic (The number of ideas is important, not their 
quality, correctness, or creativity.)    The ability to come up with unusual or clever ideas about a given topic or situation, 
or to develop creative ways to solve a problem    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Basic Office Equipment    Measuring Devices    Two-Way Radio    Vehicle    General Maintenance Tools    
Heavy Equipment 
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038431 - FACILITIES SAFETY OFFICER 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1504 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to one year of responsible full-time fire prevention, safety inspection, or 
technical plans review work. Substitution of Education for Experience: Additional coursework at an accredited college or 
university in fire prevention or fire science may be substituted for the required experience, on a year-for-year 
basis.Substitution of Experience for Education: Qualifying full-time experience in one of the above areas may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facilities safety work of average difficulty; and performs related 
work as required.Distinguishing Features: ,This is the working class in the Facilities Safety Officer sub-series. An 
employee in this class is responsible for conducting fire safety inspections of new and existing buildings, flammable 
liquids and explosive storage facilities and delivery vehicles. Work involves enforcing fire and life safety code 
requirements, as set forth by departmental policies and procedures. This class differs from that of Facilities Safety 
Officer 1, in that an incumbent of the latter functions at the entry level. This class differs from that of Facilities Safety 
Officer 3 in that an incumbent of the latter is responsible for facilities safety lead work or work at the largest institutions. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
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Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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038431 - FACILITIES SAFETY OFFICER 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1505 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to one year of responsible full-time fire prevention, safety inspection, or 
technical plans review work. Substitution of Education for Experience: Additional coursework at an accredited college or 
university in fire prevention or fire science may be substituted for the required experience, on a year-for-year 
basis.Substitution of Experience for Education: Qualifying full-time experience in one of the above areas may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for facilities safety work of average difficulty; and performs related 
work as required.Distinguishing Features: ,This is the working class in the Facilities Safety Officer sub-series. An 
employee in this class is responsible for conducting fire safety inspections of new and existing buildings, flammable 
liquids and explosive storage facilities and delivery vehicles. Work involves enforcing fire and life safety code 
requirements, as set forth by departmental policies and procedures. This class differs from that of Facilities Safety 
Officer 1, in that an incumbent of the latter functions at the entry level. This class differs from that of Facilities Safety 
Officer 3 in that an incumbent of the latter is responsible for facilities safety lead work or work at the largest 
institutions." 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
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requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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038431 - FACILITIES SAFETY OFFICER 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1506 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to one year of responsible full-time fire prevention, safety inspection, or 
technical plans review work. Substitution of Education for Experience: Additional coursework at an accredited college or 
university in fire prevention or fire science may be substituted for the required experience, on a year-for-year 
basis.Substitution of Experience for Education: Qualifying full-time experience in one of the above areas may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
"Summary: Under general supervision, is responsible for facilities safety work of average difficulty; and performs related 
work as required.Distinguishing Features: ,This is the working class in the Facilities Safety Officer sub-series. An 
employee in this class is responsible for conducting fire safety inspections of new and existing buildings, flammable 
liquids and explosive storage facilities and delivery vehicles. Work involves enforcing fire and life safety code 
requirements, as set forth by departmental policies and procedures. This class differs from that of Facilities Safety 
Officer 1, in that an incumbent of the latter functions at the entry level. This class differs from that of Facilities Safety 
Officer 3 in that an incumbent of the latter is responsible for facilities safety lead work or work at the largest 
institutions." 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
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requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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038432 - FACILITIES SAFETY OFFICER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1509 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to two years of responsible full-time fire prevention, safety inspection, or 
technical plans review work including at least one year of fire safety inspection work.Substitution of Education for 
Experience: Additional coursework at an accredited college or university in fire prevention or fire science may be 
substituted for the required non-specialized experience on a year-for-year basis, to a maximum of one year.Substitution 
of Experience for Education: Qualifying full-time experience in one of the above areas may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facilities safety lead work of average difficulty; and performs 
related work as required. Distinguishing Features:  This is the lead class in the Facilities Safety Officer series. An 
employee in this class is responsible for leading subordinate facilities safety officers or in performing facility safety work 
for the largest facilities by conducting inspections of new and existing buildings, flammable liquids and explosive storage 
facilities and delivery vehicles. Work involves conducting complex and difficult fire safety inspections and participating in 
training subordinate staff in proper inspection procedures, practices, and techniques. This class differs from that of 
Facilities Safety Officer 2, in that incumbents of the latter function at the working level. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
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requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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038432 - FACILITIES SAFETY OFFICER 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1510 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to two years of responsible full-time fire prevention, safety inspection, or 
technical plans review work including at least one year of fire safety inspection work.Substitution of Education for 
Experience: Additional coursework at an accredited college or university in fire prevention or fire science may be 
substituted for the required non-specialized experience on a year-for-year basis, to a maximum of one year.Substitution 
of Experience for Education: Qualifying full-time experience in one of the above areas may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facilities safety lead work of average difficulty; and performs 
related work as required. Distinguishing Features:  This is the lead class in the Facilities Safety Officer series. An 
employee in this class is responsible for leading subordinate facilities safety officers or in performing facility safety work 
for the largest facilities by conducting inspections of new and existing buildings, flammable liquids and explosive storage 
facilities and delivery vehicles. Work involves conducting complex and difficult fire safety inspections and participating in 
training subordinate staff in proper inspection procedures, practices, and techniques. This class differs from that of 
Facilities Safety Officer 2, in that incumbents of the latter function at the working level. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
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requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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038432 - FACILITIES SAFETY OFFICER 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1511 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited technical institute or vocational school with a degree in fire 
protection engineering technology, fire science, engineering technology, construction management, or related 
acceptable field and experience equivalent to two years of responsible full-time fire prevention, safety inspection, or 
technical plans review work including at least one year of fire safety inspection work.Substitution of Education for 
Experience: Additional coursework at an accredited college or university in fire prevention or fire science may be 
substituted for the required non-specialized experience on a year-for-year basis, to a maximum of one year.Substitution 
of Experience for Education: Qualifying full-time experience in one of the above areas may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator's license may be required for employment in some 
positions.    Professional Safety Certifications may be required for employment in some positions.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facilities safety lead work of average difficulty; and performs 
related work as required. Distinguishing Features:  This is the lead class in the Facilities Safety Officer series. An 
employee in this class is responsible for leading subordinate facilities safety officers or in performing facility safety work 
for the largest facilities by conducting inspections of new and existing buildings, flammable liquids and explosive storage 
facilities and delivery vehicles. Work involves conducting complex and difficult fire safety inspections and participating in 
training subordinate staff in proper inspection procedures, practices, and techniques. This class differs from that of 
Facilities Safety Officer 2, in that incumbents of the latter function at the working level. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts Facility fire and safety inspections as required by Codes, 
Policies and Procedures.Getting Information:    Schedules and coordinates required inspections by Fire Marshal or other 
Inspecting Authorities.Interpreting the Meaning of Information for Others:    Explains and interprets fire and safety 
codes/standards to staff and management.Making Decisions and Solving Problems:    Determines and/or executes 
follow-up on recommendations for corrective actions for problems noted on inspection reports.Updating and Using 
Relevant Knowledge:    Insures that facility fire/safety policies and procedures meet requirements and standards set by 
code and policy requirements.Documenting/Recording Information:    Prepares and maintains data, records and reports 
on fire and safety as required by standards set by code, policies, and procedures.Training and Teaching Others:    
Conducts required fire and safety training for individuals and groups on an annual and as needed basis as specified by 
code, policy, and procedures.Processing Information:    Compiles and organizes fire and safety inspection 
reports/records.Scheduling Work and Activities:    Coordinates fire and safety compliance inspections with other staff, 
agencies, and facilities.Monitor Processes, Materials, or Surroundings:    Reviews reports and inspections for recurring 
problems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Performs studies for 
preparing estimates to determine the number and scope of needed contracted fire and risk-related services.Evaluating 
Information to Determine Compliance with Standards:    Examines construction and architectural blueprints to identify 
and locate fire and safety protection deficiencies and/or irregularities in building construction plans.Communicating 
with Persons Outside Organization:    Communicates with contractors and governmental entities at all levels regarding 
fire/safety plans, concerns, and activities as required by code, policy, and procedures.Developing and Building Teams:    
Encourages and builds cooperation and trust among team members through active leadership, visibility, and 
participation in facility activities and training.Performing Administrative Activities:    May review, draft, and submit 
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requisitions for building furnishings and other materials that may be subject to fire and safety regulations.Provide 
Consultation and Advice to Others:    Consults with other departments and divisions regarding fire and safety 
regulations, rules, procedures, and activities as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open line of communications with supervisors and staff to promote 
a safe work environment.Repairing and Maintaining Mechanical Equipment:    May be required to maintain and repair 
fire and safety protection equipment as required by procedures, policy, and code.Coordinating the Work and Activities 
of Others:    May coordinate the fire and safety-related activities of the work team.Organizing, Planning, and Prioritizing 
Work:    Plans individual work schedules and time utilization in order to meet operational priorities and performance 
goals.Interacting With Computers:    Uses a personal computer in the performance of their work.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains cooperative and constructive working relationships 
with all internal and external business partners.Guiding, Directing, and Motivating Subordinates:    May supervise 
subordinate staff and evaluate their performance as required by code, policy, and procedure.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate motorized vehicles in the performance of their 
duties.Staffing Organizational Units:    May participate in the hiring process for safety-sensitive staff. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competencies    Learning on the Fly    
Technical Learning    Informing    Comfort Around Higher Management    Written Communications    Ethics and Values    
Integrity and TrustKnowledge:    Administration and Management    Mathematics    Customer and Personal Service    
Public Safety and Security    Clerical    Education and Training    Building and ConstructionSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Judgment and Decision Making    Active Learning    Equipment SelectionAbilities:    Deductive Reasoning    Oral 
Comprehension    Oral Expression    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Sound Meters    Gas Detectors    Voltage Meters    Fire Hydrant Flow Meter    Hydrant Wrench    Light Meters    Air 
Samplers    Respirators    Liquid Leak Detectors    Computer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1780 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1781 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1782 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1783 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1784 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062690 - FACILITIES SUPERVISOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1785 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, plumbing, electrical, painting, masonry, heating, ventilating, 
refrigeration, or other related area, including at least one year of lead or supervisory experience; qualifying fulltime 
building maintenance or construction work may be substituted for the required education on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory facilities maintenance work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class supervises a moderate-sized 
staff of building maintenance and skilled craft workers performing carpentry, electrical, plumbing, painting, boiler 
operation and related duties; and acts as the assistant to the facilities maintenance manager at a large facility or 
supervises a crew of workers performing roving maintenance at several facilities. This class differs from that of Facilities 
Manager 1 in that an incumbent of the latter is in charge of maintenance at a moderate-sized facility and may supervise 
Facilities Supervisors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Maintains proper environmental, occupational, 
safety, and health compliance in accordance with state, federal, and local guidelines.Interpreting the Meaning of 
Information for Others:    Reads and interprets sketches, diagrams, schematics, and blueprints in order to maintain and 
repair facilities/equipment and locate utilities.Performing General Physical Activities:    Performs various types of 
facilities maintenance work such as: plumbing, electrical, HVAC/R, appliances, structural, environmental, and landscape 
management.Inspecting Equipment, Structures, or Material:    Inspects facilities to determine maintenance and repair 
needs such as: fire alarms, emergency generators, HVAC/R systems, electrical systems, plumbing, appliances, structural, 
and environmental management.Guiding, Directing, and Motivating Subordinates:    Provides training on facilities 
maintenance policies and procedures to maintenance staff.    Supervises maintenance staff to ensure proper readiness 
of the facility.    Conducts the performance evaluation program for facilities maintenance staff to promote positive 
development and maintain productivity.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Maintains supply inventory in order to forecast material needs, and creates purchase requests for equipment, materials, 
and supplies.Communicating with Supervisors, Peers, or Subordinates:    Reports facility maintenance and repair matters 
to appropriate personnel in order to ensure safe and efficient daily operations.Judging the Qualities of Things, Services, 
or People:    Monitors contractors for security and observation of facility repairs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates state vehicles, such as: cars, box trucks, pick-ups.Organizing, Planning, and 
Prioritizing Work:    Assigns and prioritizes daily work orders to maintenance staff. 
 
Competencies (KSA’s): 
Competencies:    Technical Knowledge    Directing Others    Timely Decision Making    Customer Focus    Interpersonal 
Savvy    Functional/Technical CompetencyKnowledge:    Knowledge of Building and ConstructionSkills:    Reading 
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Comprehension                   Writing Comprehension    Active Listening    Equipment Maintenance                    Equipment 
Selection                TroubleshootingAbilities:    Oral Expression 
 
Tools and Equipment Used: 
    Personal Computer    Use of Hand/Power Tools    Landscaping Equipment    Telephone    Scanner    Vehicles    Radio    
Copy Machine    Fax Machine    Printer 
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062689 - FACILITIES SURVEYOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1768 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, electrical, plumbing, painting, masonry, boiler operation, heating-
ventilating-air conditioning, or other related areas; qualifying full-time facilities maintenance or construction work or 
vocational-technical training may be substituted for the required education on a year-for-year basis, to a maximum of 
two years." 
 
Other Requirements: 
"Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method:  Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for facilities maintenance and quality control or facilities licensure 
work of average difficulty; and performs related work as required. Distinguishing Features:  An employee in this class 
surveys facilities to determine maintenance and construction needs, plan jobs and determine material requirements, 
estimate cost of materials and labor, and prioritize maintenance needs; or to determine compliance with licensure 
requirements. This class differs from Facilities Supervisor and Facilities Manager in that incumbents of the latter are 
responsible for maintenance at a facility, including supervising employees performing facilities maintenance and 
construction work." 
 
Work Activities: 
"Identifying Objects, Actions, and Events:    Detects non-compliance with life safety issues through physical inspections.    
Detects changes in physical condition of facilities through annual inspections.    Detects changes in policies and 
procedures through documentation reviews.Getting Information:    Performs visual inspections of facilities, looking at 
both the exterior and the interior, to determine need for repairs, to develop a work program, and to determine the 
safety of facilities.    Obtains written information from prior inspections of facilities so that reviews can be performed.    
Receives specialized or technical information, both written and electronic, from contractors and internal and external 
sources for use in projects.    Communicating with Supervisors, Peers, or Subordinates:    Provides reports specifying 
issues of non-compliance to supervisor.    Relays pertinent information to supervisor as soon as needed by phone, e-
mail, in person, or through written documents.Communicating with Persons Outside Organization:    Generates reports 
specifying issues of non-compliance and receives and evaluates plans of correction.    Communicates with other state 
agencies to receive and provide necessary information in person, by phone, through e-mail, or in writing.Processing 
Information:    Verifies that information submitted by licensees is accurate.    Creates, compiles, and maintains files on 
jobs and on licensed facilities.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Recognizes potential violations of ADA requirements and national, state, and local codes and performs follow-up 
inspections to ensure that verified violations are corrected.Inspecting Equipment, Structures, or Material:    Looks at 
boilers, chillers, HVAC systems, smoke detectors, fire alarm systems, household appliances, and other equipment to 
ensure that they are operating properly and safely.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
passenger vehicles to travel to and from work sites.    Utilizes GPS and/or maps to locate facilities to be 
inspected.Resolving Conflicts and Negotiating with Others:    Receives complaints from contractors or other members of 
the public and attempts to resolve them; refers unresolved complaints to supervisor.Performing General Physical 
Activities:    Accesses areas to be inspected, both indoors and outdoors, such as structures of various occupancy, roofs, 
nature trails, boardwalks, basements, and confined spaces.Organizing, Planning, and Prioritizing Work:    Organizes 
inspection files for submission to supervisor, ensuring that priority situations are completed first.Interacting with 
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Computers:    Creates and maintains electronic files. Establishing and Maintaining Interpersonal Relationships:    Creates 
good working relationships with contractors, other state employees, and employees of licensed agencies.Evaluating 
Information to Determine Compliance with Standards:    Uses a checklist to evaluate conditions observed on-site for 
relevancy to determine if they are compliant with departmental rules. Developing Objectives and Strategies:    
Participates in prioritizing projects to develop a multi-year plan for completion.Coordinating the Work and Activities of 
Others:    Ensures that timing of projects does not conflict with other scheduled departmental activities." 
 
Competencies (KSA’s): 
Competencies:                  Drive for Results       Written Communications       Command Skills       Action Oriented       
Functional/Technical Competency       Priority Setting       Standing Alone       Conflict Management       Decision Quality       
Time ManagementKnowledge:     Knowledge of materials, methods, and tools involved in construction, repair, and 
maintenance of buildings and other structures such as campgrounds and roadways    Basic knowledge of computer 
usage    Knowledge of blueprint interpretation    Knowledge of file creation and maintenance    Knowledge of use and 
repair of mechanical equipment    Knowledge of basic mathematicsSkills:    Skill in understanding the implications of new 
information for both current and future problem-solving and decision-making situations    Skill in reading and 
comprehending written materials, such as applications and contract specifications    Skill in monitoring and assessing the 
performance of others to ensure that codes, standards, and contract specifications are met    Skill in talking to others to 
convey information effectively    Skill in giving full attention to and understanding the points being made when others 
are speaking    Skill in communicating effectively in writing so that others can understand the information being 
conveyed    Skill in prioritizing projects against established deadlines    Skill in inspecting services and work performed    
Skill in recognizing the condition of equipment and buildings    Skill in determining the relative costs of facilities repair 
and maintenance    Skill in using mathematics to solve problems and make estimatesAbilities:    Ability to read and 
understand information and ideas presented in writing    Ability to apply given rules to specific situations and arrive at 
best solutions    Ability to identify and understand the speech of another person    Ability to communicate information 
and ideas in writing so that others will understand    Ability to listen to and understand information presented through 
spoken words    Ability to present ideas verbally so that others can understand    Ability to perform visual and auditory 
inspections    Ability to tell if something is wrong or likely to go wrong    Ability to speak clearly so others can understand 
you    Ability to use correct mathematical methods to arrive at the correct answer and to determine when an answer is 
wrong    Ability to judge the distance between you and an object    Ability to know your location in relation to objects 
around you    Ability to coordinate the movement of your arms, legs, and torso together when the whole body is in 
motion    Ability to keep or regain your body balance or stay upright when in an unstable position 
 
Tools and Equipment Used: 
    Computer    Telephone    Tape Measure    Measuring Wheel    Automobile    Flashlight    Calculator    Volt Meter    
Socket Wrench    Screwdriver    Hammer    Camera    Cell Phone    Temperature Sensor    Ladder 
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062689 - FACILITIES SURVEYOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1769 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to substantial (five or more years of) increasingly responsible and skilled full-time building maintenance or construction 
work in one or more of the following areas: carpentry, electrical, plumbing, painting, masonry, boiler operation, heating-
ventilating-air conditioning, or other related areas; qualifying full-time facilities maintenance or construction work or 
vocational-technical training may be substituted for the required education on a year-for-year basis, to a maximum of 
two years." 
 
Other Requirements: 
"Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method:  Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for facilities maintenance and quality control or facilities licensure 
work of average difficulty; and performs related work as required. Distinguishing Features:  An employee in this class 
surveys facilities to determine maintenance and construction needs, plan jobs and determine material requirements, 
estimate cost of materials and labor, and prioritize maintenance needs; or to determine compliance with licensure 
requirements. This class differs from Facilities Supervisor and Facilities Manager in that incumbents of the latter are 
responsible for maintenance at a facility, including supervising employees performing facilities maintenance and 
construction work." 
 
Work Activities: 
"Identifying Objects, Actions, and Events:    Detects non-compliance with life safety issues through physical inspections.    
Detects changes in physical condition of facilities through annual inspections.    Detects changes in policies and 
procedures through documentation reviews.Getting Information:    Performs visual inspections of facilities, looking at 
both the exterior and the interior, to determine need for repairs, to develop a work program, and to determine the 
safety of facilities.    Obtains written information from prior inspections of facilities so that reviews can be performed.    
Receives specialized or technical information, both written and electronic, from contractors and internal and external 
sources for use in projects.    Communicating with Supervisors, Peers, or Subordinates:    Provides reports specifying 
issues of non-compliance to supervisor.    Relays pertinent information to supervisor as soon as needed by phone, e-
mail, in person, or through written documents.Communicating with Persons Outside Organization:    Generates reports 
specifying issues of non-compliance and receives and evaluates plans of correction.    Communicates with other state 
agencies to receive and provide necessary information in person, by phone, through e-mail, or in writing.Processing 
Information:    Verifies that information submitted by licensees is accurate.    Creates, compiles, and maintains files on 
jobs and on licensed facilities.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Recognizes potential violations of ADA requirements and national, state, and local codes and performs follow-up 
inspections to ensure that verified violations are corrected.Inspecting Equipment, Structures, or Material:    Looks at 
boilers, chillers, HVAC systems, smoke detectors, fire alarm systems, household appliances, and other equipment to 
ensure that they are operating properly and safely.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
passenger vehicles to travel to and from work sites.    Utilizes GPS and/or maps to locate facilities to be 
inspected.Resolving Conflicts and Negotiating with Others:    Receives complaints from contractors or other members of 
the public and attempts to resolve them; refers unresolved complaints to supervisor.Performing General Physical 
Activities:    Accesses areas to be inspected, both indoors and outdoors, such as structures of various occupancy, roofs, 
nature trails, boardwalks, basements, and confined spaces.Organizing, Planning, and Prioritizing Work:    Organizes 
inspection files for submission to supervisor, ensuring that priority situations are completed first.Interacting with 
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Computers:    Creates and maintains electronic files. Establishing and Maintaining Interpersonal Relationships:    Creates 
good working relationships with contractors, other state employees, and employees of licensed agencies.Evaluating 
Information to Determine Compliance with Standards:    Uses a checklist to evaluate conditions observed on-site for 
relevancy to determine if they are compliant with departmental rules. Developing Objectives and Strategies:    
Participates in prioritizing projects to develop a multi-year plan for completion.Coordinating the Work and Activities of 
Others:    Ensures that timing of projects does not conflict with other scheduled departmental activities." 
 
Competencies (KSA’s): 
Competencies:                  Drive for Results       Written Communications       Command Skills       Action Oriented       
Functional/Technical Competency       Priority Setting       Standing Alone       Conflict Management       Decision Quality       
Time ManagementKnowledge:     Knowledge of materials, methods, and tools involved in construction, repair, and 
maintenance of buildings and other structures such as campgrounds and roadways    Basic knowledge of computer 
usage    Knowledge of blueprint interpretation    Knowledge of file creation and maintenance    Knowledge of use and 
repair of mechanical equipment    Knowledge of basic mathematicsSkills:    Skill in understanding the implications of new 
information for both current and future problem-solving and decision-making situations    Skill in reading and 
comprehending written materials, such as applications and contract specifications    Skill in monitoring and assessing the 
performance of others to ensure that codes, standards, and contract specifications are met    Skill in talking to others to 
convey information effectively    Skill in giving full attention to and understanding the points being made when others 
are speaking    Skill in communicating effectively in writing so that others can understand the information being 
conveyed    Skill in prioritizing projects against established deadlines    Skill in inspecting services and work performed    
Skill in recognizing the condition of equipment and buildings    Skill in determining the relative costs of facilities repair 
and maintenance    Skill in using mathematics to solve problems and make estimatesAbilities:    Ability to read and 
understand information and ideas presented in writing    Ability to apply given rules to specific situations and arrive at 
best solutions    Ability to identify and understand the speech of another person    Ability to communicate information 
and ideas in writing so that others will understand    Ability to listen to and understand information presented through 
spoken words    Ability to present ideas verbally so that others can understand    Ability to perform visual and auditory 
inspections    Ability to tell if something is wrong or likely to go wrong    Ability to speak clearly so others can understand 
you    Ability to use correct mathematical methods to arrive at the correct answer and to determine when an answer is 
wrong    Ability to judge the distance between you and an object    Ability to know your location in relation to objects 
around you    Ability to coordinate the movement of your arms, legs, and torso together when the whole body is in 
motion    Ability to keep or regain your body balance or stay upright when in an unstable position 
 
Tools and Equipment Used: 
    Computer    Telephone    Tape Measure    Measuring Wheel    Automobile    Flashlight    Calculator    Volt Meter    
Socket Wrench    Screwdriver    Hammer    Camera    Cell Phone    Temperature Sensor    Ladder 
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075792 - FACILITY ADMINISTRATOR 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4054 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
experience equivalent to two years of full-time employment in either (1) the professional administration of fire/life 
safety policies for a facility or the administrative management of employees involved in the maintenance of a facility or 
data center complex, or (2) the supervision or facilities maintenance crews.ORSubstitution of Experience for Education: 
Any experience in (1) the management of employees who are involved in the administration of policies and procedures 
needed to establish an organizational program or the administration of service contracts for a business or public sector 
operation, or (2) the professional administration of fire/life safety policies for a facility or the administrative 
management of employees involved in the maintenance of a facility or data center complex; or (3) the supervision of 
facilities maintenance crews may substitute for the required education, on a year-for-year basis, to a maximum 
substitution of four years (each year of experience is equivalent to 45 quarter hours of undergraduate 
coursework).ORSubstitution of Education for Experience: Graduate coursework in business administration and 
management, public administration, hotel and motel management, personnel management, or educational 
administration may substitute for experience on a year-for-year basis to a maximum substitution of one year (36 
graduate quarter hours of specific coursework is equivalent to one year of experience).OROne year of experience as a 
Facility Administrator 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facility administrative work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class is responsible for either the 
administration of a high rise facility complex or computer center with assets which require stringent control of 
temperature, humidity, and electrical power through electronic monitoring devices; or the administrative support for 
statewide maintenance programs, fire/life safety programs, facility operations contracts, or building renovation projects. 
This class differs from Facility Administrator 1 in that an incumbent of the latter administers maintenance and tenant 
services for a high rise facility which is predominantly office space. This class differs from Facility Administrator 3 in that 
an incumbent of the latter is responsible for the supervision of facility administration staff at several facility complexes 
in a region to assure conformance with operations and personnel policies. 
 
Work Activities: 
1. Establishes and monitors contracts which assure effective operation of services and equipment which readily 
depreciate in value or whose failure to operate will result in excessive financial losses to tenants; meets with technical 
experts to establish specifications for controlling HVAC effects upon computers, monitoring security access to restricted 
areas, and establishing generator contracts; verifies that services provided by vendors are in accordance with contracts; 
recommends changes in contracted services based on performance and outcomes provided by vendors.2. Develops a 
facility operations manual and implements procedures pertaining to the operations of the facility; establishes an 
inventory of all building operations equipment, materials, surface coverings, fixtures, and fire/life safety equipment; 
defines the planned maintenance needs of emergency generator systems, uninterrupted power supply systems for 
computer operations, and temperature/humidity control systems for museum displays; defines the maintenance needs 
of such special purpose equipment as stage floor lifts, lighting panels, and other theatrical electronic systems; defines 
the maintenance needs associated for HVAC, fire/life safety, elevator equipment, and security systems; develops 



 TN Job Classification Specifications  
September 22, 2020 

procedures for the planned maintenance of equipment; establishes a training program for fire wardens and evacuation 
procedures under various conditions; establishes a program for tenant operating services.3. Supplies the technical and 
background support for planned maintenance of equipment for facilities statewide; furnishes on-site staff with data 
pertaining to building standards, materials, fixtures, and services; reviews and approves the fire/life safety programs 
established for a facility; develops the training programs for fire wardens and maintenance staff; recommends long-term 
maintenance programs and budget allocations for equipment and building renovations; administers the projects 
pertaining to facility renovation and alteration projects.4. Selects maintenance and office support staff and evaluates 
their performance on operational services; interviews applicants for such building operations jobs as facility supervisor, 
building trades staff, and office support staff; establishes job performance plans; observes in-house staff in performance 
of building maintenance and administrative support; conducts timely meetings to discuss ongoing operations 
problems.5. Reviews work orders and manpower resources to meet operational services for facility tenants; discusses 
such priorities as planned maintenance of all emergency equipment and monitoring systems, plumbing, painting, and 
space alteration; estimates time frames to complete maintenance services; conducts timely inspections of fire safety 
equipment; assigns available staff to complete operational services.6. Explains operational housekeeping rules to 
tenants; coordinates the development and scheduling of space alterations or renovations with other state agencies; 
explains housekeeping rules and service rules to vendors.7. Purchases supplies and materials essential to the daily 
operation of facility according to statewide policy; develops specifications for custodial supplies, facility equipment, and 
office construction materials and fixtures; prepares purchasing documents which state cost and product specifications in 
relationship to the operating budget; verifies that products received are consistent with purchasing documentation.8. 
Manages the daily operation of a motor pool to ensure availability of vehicles for tenants; establishes a work-order 
program to schedule maintenance of vehicles; supervises staff who record vehicle use and maintenance records; 
prepares timely reports about vehicle usage and maintenance needs; recommends the assignment of vehicles to the 
facility. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075792 - FACILITY ADMINISTRATOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4055 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
experience equivalent to two years of full-time employment in either (1) the professional administration of fire/life 
safety policies for a facility or the administrative management of employees involved in the maintenance of a facility or 
data center complex, or (2) the supervision or facilities maintenance crews.ORSubstitution of Experience for Education: 
Any experience in (1) the management of employees who are involved in the administration of policies and procedures 
needed to establish an organizational program or the administration of service contracts for a business or public sector 
operation, or (2) the professional administration of fire/life safety policies for a facility or the administrative 
management of employees involved in the maintenance of a facility or data center complex; or (3) the supervision of 
facilities maintenance crews may substitute for the required education, on a year-for-year basis, to a maximum 
substitution of four years (each year of experience is equivalent to 45 quarter hours of undergraduate 
coursework).ORSubstitution of Education for Experience: Graduate coursework in business administration and 
management, public administration, hotel and motel management, personnel management, or educational 
administration may substitute for experience on a year-for-year basis to a maximum substitution of one year (36 
graduate quarter hours of specific coursework is equivalent to one year of experience).OROne year of experience as a 
Facility Administrator 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for facility administrative work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class is responsible for either the 
administration of a high rise facility complex or computer center with assets which require stringent control of 
temperature, humidity, and electrical power through electronic monitoring devices; or the administrative support for 
statewide maintenance programs, fire/life safety programs, facility operations contracts, or building renovation projects. 
This class differs from Facility Administrator 1 in that an incumbent of the latter administers maintenance and tenant 
services for a high rise facility which is predominantly office space. This class differs from Facility Administrator 3 in that 
an incumbent of the latter is responsible for the supervision of facility administration staff at several facility complexes 
in a region to assure conformance with operations and personnel policies. 
 
Work Activities: 
1. Establishes and monitors contracts which assure effective operation of services and equipment which readily 
depreciate in value or whose failure to operate will result in excessive financial losses to tenants; meets with technical 
experts to establish specifications for controlling HVAC effects upon computers, monitoring security access to restricted 
areas, and establishing generator contracts; verifies that services provided by vendors are in accordance with contracts; 
recommends changes in contracted services based on performance and outcomes provided by vendors.2. Develops a 
facility operations manual and implements procedures pertaining to the operations of the facility; establishes an 
inventory of all building operations equipment, materials, surface coverings, fixtures, and fire/life safety equipment; 
defines the planned maintenance needs of emergency generator systems, uninterrupted power supply systems for 
computer operations, and temperature/humidity control systems for museum displays; defines the maintenance needs 
of such special purpose equipment as stage floor lifts, lighting panels, and other theatrical electronic systems; defines 
the maintenance needs associated for HVAC, fire/life safety, elevator equipment, and security systems; develops 
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procedures for the planned maintenance of equipment; establishes a training program for fire wardens and evacuation 
procedures under various conditions; establishes a program for tenant operating services.3. Supplies the technical and 
background support for planned maintenance of equipment for facilities statewide; furnishes on-site staff with data 
pertaining to building standards, materials, fixtures, and services; reviews and approves the fire/life safety programs 
established for a facility; develops the training programs for fire wardens and maintenance staff; recommends long-term 
maintenance programs and budget allocations for equipment and building renovations; administers the projects 
pertaining to facility renovation and alteration projects.4. Selects maintenance and office support staff and evaluates 
their performance on operational services; interviews applicants for such building operations jobs as facility supervisor, 
building trades staff, and office support staff; establishes job performance plans; observes in-house staff in performance 
of building maintenance and administrative support; conducts timely meetings to discuss ongoing operations 
problems.5. Reviews work orders and manpower resources to meet operational services for facility tenants; discusses 
such priorities as planned maintenance of all emergency equipment and monitoring systems, plumbing, painting, and 
space alteration; estimates time frames to complete maintenance services; conducts timely inspections of fire safety 
equipment; assigns available staff to complete operational services.6. Explains operational housekeeping rules to 
tenants; coordinates the development and scheduling of space alterations or renovations with other state agencies; 
explains housekeeping rules and service rules to vendors.7. Purchases supplies and materials essential to the daily 
operation of facility according to statewide policy; develops specifications for custodial supplies, facility equipment, and 
office construction materials and fixtures; prepares purchasing documents which state cost and product specifications in 
relationship to the operating budget; verifies that products received are consistent with purchasing documentation.8. 
Manages the daily operation of a motor pool to ensure availability of vehicles for tenants; establishes a work-order 
program to schedule maintenance of vehicles; supervises staff who record vehicle use and maintenance records; 
prepares timely reports about vehicle usage and maintenance needs; recommends the assignment of vehicles to the 
facility. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075793 - FACILITY ADMINISTRATOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4136 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075793 - FACILITY ADMINISTRATOR 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4137 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075793 - FACILITY ADMINISTRATOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4138 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075793 - FACILITY ADMINISTRATOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4139 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032498 - FEED SEED & FERTILIZER ADMR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1659 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a general Bachelor's degree and 
four years of experience in agribusiness or agricultural commodity research provided that at least two years include 
experience in one or more of the following: 1) farming, researching, or providing instruction on crop or livestock 
production; 2) selling, inspecting, supervising, or producing feed, seed, fertilizer, and/or handling financial transactions 
in feed, seed, fertilizer, or grain for agribusiness's, farms, or regulatory programs; or 3) conducting laboratory analysis on 
seed, micronutrients, or minor elements for feed and fertilizers.ORGraduation from an accredited college or university 
with a Bachelor's degree in botany, horticulture, agriculture, plant and soil science or a related agricultural field and two 
years of experience in agribusiness or agricultural commodity research.ORGraduation from an accredited college or 
university with a Master's of Science degree in Animal Nutrition or Plant and Soil Science.Substitution of Experience for 
Education: Experience in agribusiness or agricultural commodity research may substitute for the required general 
Bachelor's degree on a year-for-year basis to a maximum substitution of four years.Substitution of an Associate's Degree 
for the Required General Bachelor's Degree: Graduation from an accredited college or university with an Associate's 
degree in Agriculture can substitute for the general Bachelor's degree. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory and administrative work of average difficulty in 
directing the statewide field inspection and enforcement programs related to feed, seed, fertilizer, lime, and grain 
dealer laws and regulations; and performs related work as required.Distinguishing Features: The incumbent of this class 
plans, supervises, and administers the statewide feed, seed, fertilizer, lime, and grain programs. Work involves 
supervising a staff involved in the enforcement of laws, regulations, and standards related to the storage, sale, and 
distribution of feed, seed, fertilizer, lime, and grain in Tennessee. This class reports to and differs from the Agricultural 
Quality and Standards Director in that the incumbent of the latter coordinates the work of personnel over multiple 
sections involved in enforcing regulations which pertain to dairy, food and drug, weights and measures, and petroleum 
as well as feed, seed, and fertilizer. 
 
Work Activities: 
1. Removes false, misleading, and potentially hazardous commodities from the market; determines appropriate 
enforcement actions or disposition options based on the trend or type of violation; determines if the percentage of 
nutrients found in a sample falls within a specified tolerance level; develops and calculates formulas based on the 
amount and type of civil penalty or degree of noncompliance.2. Issues or revokes permits or licenses for a feed, seed, 
fertilizer, lime, or grain dealer operation; ensures appropriate information is captured on a permit or registration 
application; identifies companies or products requiring a permit or registration; ensures products meet safety and 
effectiveness standards and the minimum requirements; issues warnings, revocations, penalties, or suggests possible 
solutions for correcting violations; communicates with Quality and Standards Director and legal staff regarding evidence 
needed to prosecute a violator.3. Ensures proper sampling methodologies are followed for feed, seed, fertilizer, and 
other commodities; identifies repeat offenders and past products which have fallen below specified standards and 
guarantees; determines sampling method, number of samples, and proper sampling equipment to be used; assigns 
sample schedules to inspectors; examines labels on commodities to ensure the reasonableness of ingredients and 
nutrient quantities.4. Ensures financial audits conducted on grain dealers and grain warehouses are uniform and 
comprehensive; assigns staff to audits; ensures correct evaluations and appropriate recommendations are made based 
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on the financial stability of grain dealers; communicates with management or auditee regarding the status of an audit.5. 
Coordinates the activities involved in the Tennessee Grain Indemnity Fund; determines proper procedures for filing 
refunds on indemnity amounts submitted by farmers; examines financial transactions involving commodities to ensure 
grain dealers are submitting appropriate amounts to the fund; processes claims against grain dealers when their 
businesses fail; communicates with the Tennessee Commodities Indemnity Corporation and farming associations 
regarding the status and financial conditions of the indemnity fund; ensures that proper amounts are paid or replaced 
within the fund.6. Ensures the efficiency and effectiveness of work performed within the Feed, Seed, and Fertilizer Unit; 
provides recommendations to management concerning the selection of applicants; evaluates the performance of an 
auditing and clerical staff; provides input on the job performance of inspectors involved in inspecting feed, seed, and 
fertilizer dealers; trains inspectors through hands-on demonstrations and seminars; ensures adequate audit and 
inspection coverage based on policy, legislation, and commodity production.7. Communicates with federal and other 
states' regulatory agencies about product approvals and compliance problems which affect other states; talks with FDA 
and other regulatory agencies to determine whether products can be approved or if special precautions are necessary; 
talks with other states' agencies regarding repeat violators to ensure problems stemming across states can be solved.8. 
Develops automated and other reporting procedures for the feed, seed, fertilizer, and grain programs; determines the 
data and output needed to enforce pertinent statutes and regulations; examines inspection, auditing, and office 
procedures to determine what can be automated; designs report formats which display the compliance history of a 
commodity or a dealer; communicates with programmer regarding technical requirements, logic, and clarity required 
for enhancements to an existing system.9. Educates affected industries on manufacturing practices and compliance 
issues; determines topics, times, and dates for training based on trends in violations and discussions with industries and 
consumers; trains consumers and producers through visual aids, demonstrations, and selecting key topics from 
research; notifies consumer or industry of changes in procedures or legislation; informs endusers of services provided by 
the Feed, Seed, and Fertilizer section by publishing articles in trade journals.10. Represents the State of Tennessee 
through participation in national associations; may serve on committees which research the marketability of new 
products or prepare policy statements, legal interpretations, or model legislation; votes on the acceptance of new 
products and the passage of model legislation. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075247 - FI APPLICATION ANALYST 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3551 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075368 - FI ASST CHIEF FISCAL ADMIN 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3573 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075245 - FI BUDGET ANALYST 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3512 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075300 - FI CHIEF ADMIN 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3683 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075259 - FI CHIEF FINANCIAL OFFICER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3616 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075367 - FI CHIEF FISCAL ADMIN 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3633 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075366 - FI CONSUMER RES EXAMINER 2 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3632 
 
Minimum Qualifications: 
Education and Experience: Bachelor's degree in accounting, finance or other business related degree with nine (9) 
semester hours of accounting and/or finance and one  (1) year of experience as a financial institution examiner or 
consumer resource experience for a state or federal regulatory agency.Substitution of Experience for Education: Four (4) 
years of experience examining financial institutions for a state and/or federal regulatory agency or four (4) years of 
experience in consumer resources for a state or federal regulatory agency.  
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional consumer resource examination work of routine 
difficulty. Distinguishing Features: This is the working level class to FI Consumer Resource Examiner series.  An employee 
in this class functions in a capacity to carry out all job responsibilities to review and analyze the complaints, financial 
statements and loan documents of state chartered/licensed financial institutions when complaints are filed by 
consumers. This classification is responsible for processing and examining the more difficult/complex complaints and 
also serves in a capacity to provide consumer financial education.  
 
Work Activities: 
1. Accept consumer complaints via telephone, fax, email and/or hand delivery to assist consumers with seeking 
resolution to issues encountered in their relationships with financial institutions.  Review information received and 
determine if the complaint is related to one of the ten (10) financial institution industries regulated by Department of 
Financial Institutions or if it is a complaint related to a federally regulated institution.  Refer complaints received for 
institutions not regulated by the department to the appropriate regulator for the institution. If regulator is unknown 
conduct a search to determine the correct destination for the referral.  Complaints for financial institutions regulated by 
the department should be evaluated to determine what information will be needed to resolve the issue and what 
persons/institutions will be contacted. Prepare, compile and maintain appropriate documentation of all analysis, 
documents submitted, statements, interviews, etc. to ensure a complaint file is established and held in compliance with 
state Records Destruction Act guidelines.2. Conduct a thorough review of the financial institution history as a licensee or 
chartered institution with the state to gain background and insight into the operations of the institution. Review may 
include but not limited to: research previous examination reports, verify license/charter to ensure it is current, previous 
investigation documents, unlicensed activity, Enforcement Action Requests, previously cited violations.  Communicate 
with department attorneys, examiners, licensing staff and/or bank/credit union/compliance division management to 
obtain additional information that may be relevant in order to conduct a thorough analysis.3. Demonstrate independent 
judgment to determine what information will be needed from the institution and/or if any additional information is 
needed from the complainant to ensure a thorough review and analysis can be conducted.  Prepare documents in 
compliance with department procedures to request needed information and communicate to the institution the 
timeframes for submitting information relevant to the complaint.  Upon review of information received if it is 
determined that additional information is needed submit subsequent requests to the financial institutions.4. Conduct an 
interview with the referent, complainant and/or the institution as needed to ensure that all questions can be answered 
and all facts obtained to facilitate a resolution.  Document all discussions to ensure maintenance of all information.5. 
Review all signed forms, agreements, contracts, notices, etc. to ensure the transactions and/or actions taken by the 
consumer and/or the financial institution are in compliance with regulation. Communicate with appropriate bank, credit 
union and/or Compliance division staff for clarification and/or verification of identified concerns and issues. Any issues 
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identified which may indicate non-compliance with regulatory standards or potential illegal and/or unlicensed activity 
should be immediately reported to the Consumer Resources Director and/or department attorneys.6. Utilize the Rule of 
78s, Actuarial Fund Tables, Formula Interest Rate or the Maximum Effective rate of Interest,  and/or other tools to 
calculate and verify payoff amounts, refunds, interest, overages, underpayments, fees, maturity dates and other 
relevant calculations to ensure the agreements/payments/rates etc. were appropriately calculated in compliance with 
statute, laws and guidelines. 7. Research Tennessee Code Annotated, city/county tax records, Regulation X- Real Estate 
Settlement Procedures Act, Tennessee Public Notices, NACHA-ACH Operations Bulletin #3-2013-Reinitiation of Returned 
Debit Entries, Nationwide Multistate Licensing System & Registry, Certificate of Title and other laws, statutes, and/or 
guidelines governing the financial institution industry operations to identify the institution's and/or consumer's 
compliance with relevant laws/guidelines to ensure up-to-date knowledge and information is considered to facilitate a 
fair and appropriate complaint resolution.8. Communicate with department regulatory division management, regulatory 
division examiners, and/or attorneys to ensure all relevant parties are apprised of issues which could impact the delivery 
of financial services to other citizens.  Seek advice and guidance as needed to ensure information is sought from all 
available resources so that informed recommendations and/or decisions can be made. Ensure all complaints with a 
potential statutory violation are reviewed with department attorney.  If a response is not received timely from an 
institution communicate with the institution and educate them on their responsibility to work collectively with you to 
resolve the complaint in compliance with statutory requirements.9. Upon notice of a potential dispute to a response by 
the institution and/or the decision to close the complaint file make a determination as to whether any new 
documentation/information provided is within the Department's regulatory authority, is it something that was 
previously addressed by the institution, etc.  Seek guidance from the department's regulatory division or Legal section as 
needed.  Advocate for consumers who have been served a notice of foreclosure and communicate with the financial 
institution to help facilitate a quicker response time and/or facilitate a more timely resolution.10. Provide outreach 
services and/or facilitate financial education opportunities to community groups, civic groups, citizens and others to 
help ensure available resources and information are available to aid persons in making appropriate financial decisions. 
Participate in meetings, trainings and required continuing education to ensure up-to-date knowledge is maintained 
related to consumer complaints, analysis, statutes, procedures, etc.  Continually build on knowledge base to ensure you 
can appropriately examine all records and information and serve as a liaison between complainant and financial 
institution.11. On complaints alleging modification assistance was requested due to financial setbacks, but no assistance 
was received, request copies of Note, Truth In Lending Disclosure, Deed of Trust, Loan Payment History and any 
correspondence related to possible modification assistance, any loan modification agreements approved or offered, or 
any Trial Period Plans approved or offered.  If a loan modification was offered but did not benefit the borrower due to a 
higher payment, an extended loan term, the conversion of the loan to a balloon payment at loan maturity, review to 
determine if all options may have been explored that could assist the borrower/complainant, refer to a housing 
counselor affiliated with HUD or (THDA) Tennessee Housing Development Agency, if they haven't worked through a 
counseling agency previously in their loan modification attempt. Stay up-to-date on the changes to the Keep My 
Tennessee Home Program that is offered through the THDA counselors. Information can be found at 
www.KeepmyTNhome.org . 
 
Competencies (KSA’s): 
"Competencies:1. Customer Focus2. Functional/Technical Competency3. Problem Solving4. Organizational Agility5. 
Written Communications6. Listening7. Self-Development Knowledge:  1. Economics and Accounting2. Law and 
Government3. Math Skills: 1. Active Listening2. Critical Thinking3. Writing4. Complex Problem SolvingAbilities: 1. Oral 
Comprehension2. Oral Expression" 
 
Tools and Equipment Used: 
1. Computer2. Fax3. Copier4. iPhone5. Financial Calculator6. MS Word and Excel Software 
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075270 - FI PROGRAM ADMINISTRATOR 1 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3439 
 
Minimum Qualifications: 
Education and Experience: Bachelor's degree in Business Management, Finance, Accounting or other related field and 
five (5) plus years of examination, licensing and/or office administration experience and four (4) plus years of 
supervisory or management experience. Substitution of Education for Experience: None Substitution of Experience for 
Education: Office administration, examination and/or licensing experience, or general management experience may be 
substituted for the required education on a year for year basis up to four (4) years.   
 
Other Requirements: 
Necessary Special Qualifications: Valid motor vehicle license.Applicants for this class must:  Successfully complete 
criminal history background check.                   Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Manage administrative and regulatory responsibilities and program area related to non-depository 
institutions regulated by the department. Distinguishing Features:   An employee in this classification will work under 
general supervision and receive some instructions with respect to the details of most assignments.  An employee in this 
classification will need to be able to develop their own work sequences within established procedures, methods, and 
policies. The person in this classification may be physically removed from the immediate supervisor and subject to only 
periodic supervisory checks.  
 
Work Activities: 
Judging the Qualities of Things, Services, or People -- Assessing the value, importance, or quality of things or people.  
Ensure the accuracy of the worksheets that were completed during the examination process and determine if all aspects 
of the examination were appropriately conducted in compliance with policy, procedure and practice. Ensure that all 
identified violations are appropriately supported with verifiable documentation and that the examination report 
accurately reflects the findings/violations. Evaluate reports, data and information to determine accuracy of information, 
effectiveness and quality of information presented. Interpreting the Meaning of Information for Others -- Translating or 
explaining what information means and how it can be used.  Explain regulatory statutes, guidelines, policies and 
procedures for internal and external customers to determine applicability to the division's regulatory responsibilities and 
seek guidance/forward questions to upper management as needed to ensure consistency or for additional clarification. 
Updating and Using Relevant Knowledge -- Keeping up-to-date technically and applying new knowledge to your job.   
Maintains up-to-date knowledge of non-depository regulatory processes, statutes, policies, procedures, regulations and 
industry knowledge to effectively regulate the institutions assist with the risk program and to serve as an information 
resource to internal and external customers. Maintains up-to-date knowledge of technical systems to manage data and 
information. Making Decisions and Solving Problems -- Analyzing information and evaluating results to choose the best 
solution and solve problems.  Consult with supervisor, licensees, examiners and other department management to 
resolve problems and answer questions raised as part of the post examination process. Provide Consultation and Advice 
to Others -- Providing guidance and expert advice to management or other groups on technical, systems-, or process-
related topics.  Provide advice and answer questions to internal and external customers as needed. Establishing and 
Maintaining Interpersonal Relationships -- Developing constructive and cooperative working relationships with others, 
and maintaining them over time.  Work collectively with division management, licensing and administrative staff to 
ensure the examinations are conducted timely and in compliance with established policy, procedure, rules, statutes and 
laws and to ensure the post examination responsibilities is conducted timely and in compliance. Ability to lead and to 
work as part of a team to ensure projects can be completed to meet expectations and within established timeframes. 
Evaluating Information to Determine Compliance with Standards -- Using relevant information and individual judgment 
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to determine whether events or processes comply with laws, regulations, or standards  Review examination responses 
received from licensees to ensure that all facets of the examination have been completed, all supporting documentation 
is relevant, all required reports/information as required by policy and procedure is included with the examination, all 
worksheets are accurately and completely prepared and included with the examination work papers. Review 
examination reports to ensure that all facets of the examination have been completed, all supporting documentation is 
relevant, all required reports/information as required by policy and procedure is included with the examination, all 
worksheets are accurately and completely prepared and included with the examination work papers. Audit and approve 
all compliance division travel claims, travel authorizations and timesheets to ensure compliance with state and 
department policy. Training and Teaching Others -- Identifying the educational needs of others, developing formal 
educational or training programs or classes, and teaching or instructing others.  Provide on-the-job training to and 
individualize training as needed to ensure staff learns all facets and requirements of the examination and administrative 
processes. Work collectively with division leadership to develop and coordinate in-house training curriculum, plan 
examiner conference training and research/identify needed training resources to ensure staff are provided training and 
employee development opportunities. Ensure all staff has the resources available to meet their required CSBS training 
hour requirements yearly and verify compliance. Thinking Creatively -- Developing, designing, or creating new 
applications, ideas, relationships, systems, or products, including artistic contributions.  Work collectively with 
supervisor and other management staff to identify/design/develop policies, procedures and practices for the 
Compliance division's examination team as assigned/approved by the S&S Chief Administrator. Prepare reports, graphs 
and other information to ensure data and information can be clearly conveyed to internal and external customers. 
Developing Objectives and Strategies -- Establishing long-range objectives and specifying the strategies and actions to 
achieve them.  Work collectively with the S&S Chief Administrator to evaluate caseloads to strategically assign staff to 
conduct examinations based on industry fluctuations and changes. Assists S&S Chief Administrator and Assistant 
Commissioner in developing, implementing, and enforcing policies and procedures affecting division operations. 
Analyzing Data or Information -- Identifying the underlying principles, reasons, or facts of information by breaking down 
information or data into separate parts.  Analyze data and information in the Risk Focused program to ensure accuracy. 
Perform bi-monthly random mileage audits of mileage logs to ensure variance levels are within acceptable levels. 
Communicating with Persons Outside Organization -- Communicating with people outside the organization, representing 
the organization to customers, the public, government, and other external sources. This information can be exchanged 
in person, in writing, or by telephone or e-mail.  Establish and maintain a variety of professional contacts with non-
depository institution executives, managers, employees and other state, federal and professional entities. 
Documenting/Recording Information -- Entering, transcribing, recording, storing, or maintaining information in written 
or electronic/magnetic form.  Maintain documentation of examination review sheets, itineraries, caseloads, mileage 
logs, training records and other related division records in accordance with division policy and procedure and in 
compliance with Records Disposition Act. Document all decisions and recommendations determined in meetings with 
STS on IT projects related to the development of compliance division databases and programs and ensure compliance 
with requested expectations. Identifying Objects, Actions, and Events -- Identifying information by categorizing, 
estimating, recognizing differences or similarities, and detecting changes in circumstances or events.  Enter examination 
dates to ensure the master caseload is maintained up-to-date and to ensure that examinations are completed in 
compliance with policy and practice. Processing Information -- Compiling, coding, categorizing, calculating, tabulating, 
auditing, or verifying information or data.  Assists with review of all loan documents to ensure compliance with state and 
federal laws, rules, statues, and policies. Process examination responses to ensure all required responses have been 
returned in compliance with policy and procedure. Develop the annual risk headquarters disclosure for approximately 
1300 companies and ensure dissemination by established deadline. Tracks and compiles information related to the 
examination responses and provides monthly updates to the S&S Chief Administrator for inclusion to the Risk Program 
annual analytic report. Prepares and maintains information in multiple tracking forms and databases to ensure accurate 
information and utilizes this information to prepare reports for the Assistant Commissioner and S&S Chief 
Administrator. Verify information in the RBS/FIRST billing report to ensure that all examinations are accurately 
processed for billing in comparison to the exam reports received and examiner itineraries submitted. Submit a monthly 
attestment to Internal Audit verifying the locations visited on the itinerary in comparison to the locations disclosed on 
the mileage logs. Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.  Communicate on a daily basis with 
supervisor and other internal/external customers to convey work related information and coordinate work activities. 
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Resolving Conflicts and Negotiating with Others -- Handling complaints, settling disputes, and resolving grievances and 
conflicts, or otherwise negotiating with others.  Review monthly Consumer Resources Section reports and provide 
analytics and recommendations to supervisor related to complaints submitted by regulated entities and consumers. 
Work collectively with supervisors and examiners to investigate complaints in order to facilitate complaint resolution. 
Work collectively with Consumer Resources staff to assist in the processing and resolution of consumer complaints. 
Developing and Building Teams -- Encouraging and building mutual trust, respect, and cooperation among team 
members.  Develops a culture of mutual trust, respect and cooperation among team members. Provides constructive 
feedback and assistance to department leadership, peers and others as opportunities for improvement are identified. 
Provide leadership by example. Monitor Processes, Materials, or Surroundings -- Monitoring and reviewing information 
from materials, events, or the environment, to detect or assess problems.  Review the examination report and 
supporting documentation to verify compliance with written or established policies/procedures. Monitor the mileage 
logs to ensure examiners are being good stewards of the state's property and funding, compliance with the leased car 
policies, examiners conducted examinations as scheduled, and service and maintenance is being carried out as 
prescribed. Audit licensing databases to ensure accuracy of information and appropriate tracking of data. Review 
itineraries to verify the efficiency of the examination schedules and verify that the examinations are completed in 
compliance with established policies/procedures. Work collectively with the Internal Auditor to investigate questions 
raised related to monitoring records. Monitor information in data base to identify and track licenses that have been 
surrendered. Monitor the compliance division email account and ensure dissemination of inquiries and follow-up 
responses are provided to inquiries. Interacting With Computers -- Using computers and computer systems (including 
hardware and software) to program, write software, set up functions, enter data, or process information.  Utilizes word 
processing, databases, spreadsheets, search engines, regulatory and inventory software to maintain up-to-date 
information systems and generate required reports. Utilize the computer to research data and information needed for 
program and policy development. Inputs and extracts data into and from assigned computer programs to facilitate the 
execution of other assigned tasks. Monitoring and Controlling Resources -- Monitoring and controlling resources and 
overseeing the spending of money.  Monitor processes, work time, supplies, equipment, etc. to ensure compliance 
division staff are being good stewards of state resources and funding. Scheduling Work and Activities -- Scheduling 
events, programs, and activities, as well as the work of others.  Develops “Failed to Renew” licensee report to 
examination staff to prompt examinations of potential unlicensed activity and follow-up with staff to ensure that the 
examinations are conducted within established timeframes. Prepare and submit a weekly itinerary to the S&S Chief 
Administrator in accordance with established policy and procedure. Getting Information -- Observing, receiving, and 
otherwise obtaining information from all relevant sources.  Receive completed examination report from direct reports 
on a daily basis via e-mail to ensure examinations are completed and to verify the examiner's work schedules. Receive 
weekly examiner itineraries via e-mail to update caseloads and ensure examination frequency is in compliance with 
division practice, to cross-check to ensure examinations are completed, mileage logs are accurate and Edison time is 
accurately keyed. Receive completed mileage logs, gas receipts, maintenance receipts and other information as needed 
to verify the accuracy of the records in compliance with the leased vehicle policy. Participate in meetings related to 
department operations, examination operations, licensing operations internally or externally and communicate acquired 
information to S&S Chief Administrator and Assistant Commissioner to ensure awareness of all available resources and 
information. Operating Vehicles, Mechanized Devices, or Equipment -- Running, maneuvering, navigating, or driving 
vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft.  Drive personal or state 
leased vehicle for designated work assignments. Travel, including the potential for overnight travel, to participate in 
training/meetings and/or conduct examinations. Organizing, Planning, and Prioritizing Work -- Developing specific goals 
and plans to prioritize, organize, and accomplish your work.  Manage and prioritize multiple work assignments to meet 
established deadlines. Performing Administrative Activities -- Performing day-to-day administrative tasks such as 
maintaining information files and processing paperwork.  Coordinate and take the lead on database clean-up projects to 
ensure downloads from federal regulatory systems processed correctly, correct keying errors and ensure consistency in 
data maintenance. Maintain files, itineraries, reports, information, etc. as required by policy and procedure. Maintain all 
electronic examination records in compliance with division policy and procedure and Records Disposition Act. Serve as 
contact point and ensure all examination staff have needed supplies and equipment to carry out job responsibilities. 
Coordinate division meetings including securing location, preparing materials, securing equipment and preparing the 
agenda. Prepare Travel Authorizations, schedule accommodations and coordinate travel for division leadership in 
compliance with state and department policy and procedure. Inspecting Equipment, Structures, or Material -- Inspecting 
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equipment, structures, or materials to identify the cause of errors or other problems or defects.  Inspect the assigned 
state vehicles to verify that the vehicle is being appropriately maintained, no damage has occurred and that the 
examiner is complying with the policies pertaining to leased vehicles. Performing General Physical Activities -- 
Performing physical activities that require considerable use of your arms and legs and moving your whole body, such as 
climbing, lifting, balancing, walking, stooping, and handling of materials.  Lift and transport equipment, supplies and 
examination files/records to be utilized during the examination of non-depository institutions.   
 
Competencies (KSA’s): 
Competencies:  Organizational Agility                    Dealing with Ambiguity                 Process Management                      
Intellectual Horsepower                 Business Acumen                            Action Oriented                Ethics and Values                           
Knowledge:  Intermediate mathematic skills                    General knowledge of statistics                   Knowledge of 
computer software  (Microsoft Word, Excel, Outlook)                            Skills:  Demonstrate good time management skills 
and be able to prioritize work to meet deadlines               Active Listening Skills and the ability to listen and understand 
information and ideas communicated through oral interaction                       Demonstrate sufficient finger dexterity to key 
data                             Demonstrate interpersonal skills and ability to work as part of a team                        Abilities:  Active 
learning skills and ability to acquire and build on knowledge base and learn new things                     Possess active 
listening skills and ability to give full attention to instructions, ask questions, and understand new information               
Demonstrates critical thinking by using logic and reasoning to identify logical solutions, conclusions, and make 
recommendations                   Ability to read and comprehend laws, rules, statutes, policies, and regulations, and to 
demonstrate understanding in the examination/licensing process                       Ability to communicate effectively with 
co-workers and licensees to convey information and present information in a manner that is understood                         
Ability to prepare written reports utilizing correct grammar, spelling, and sentence composition to clearly convey 
information. Ability to read and understand information in written form and provide an interpretation to others so they 
can understand the message presented. Be self-motivated and unsupervised in the completion of work by identified 
deadlines                 Ability to adapt and effectively complete tasks in varying work environments and locations on a day-
to-day basis Ability to Maintain Confidentiality              Demonstrate selective attention to detail ability to concentrate on 
a task over a period of time without being distracted.               
 
Tools and Equipment Used: 
 Personal Computer Fax Machine Copier Printer WebEx Telephone Automobile Software RBS System Email FIRST System 
RBS Edison   
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075269 - FI PROGRAM ADMINISTRATOR 2 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3697 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075271 - FI SAFETY & SOUNDNESS ADMIN 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3698 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075261 - FI SAFETY & SOUNDNESS MANAGER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3642 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting or banking and experience equivalent to substantial (five or more years of) 
increasingly responsible full-time professional financial institution examining, financial institution auditing or related 
work including at least two years of lead experience; qualifying full-time professional credit union examining, 
accounting, auditing or related experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.Substitution of Education for Experience: Additional graduate coursework in accounting or other 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one 
year, there being no substitution for the required year of specialized experience;Substitution of Experience for 
Education: Substantial (five or more years of) full-time professional credit union examining experience with the State of 
Tennessee, including at least two years of lead and/or supervisory experience.   
 
Other Requirements: 
Necessary Special Qualifications: Valid Motor Vehicle License        Examination Method: Education and Experience, 
100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general direction, is responsible for the management and direction of credit union examination team 
of examiners who provide regulatory oversight to the financial institutions chartered in the State of Tennessee.  
Requires minimal direction and oversight from supervisor.                          Distinguishing Features: Operates independent 
of immediate supervisor in most cases and is responsible for the scheduling, training and direction of examination staff 
from a credit union examiner 1 to credit union examiner 5.  Must possess strong knowledge base of regulatory 
responsibilities related to the examination of credit unions and management of direct reports who carry out this 
responsibility 
 
Work Activities: 
Analyzing Data or Information:  Analyzes the net worth restoration plans imposed on troubled credit unions to ensure 
the plans are adequate to restore net worth to a satisfactory level. Reviews net worth restoration plans imposed on 
troubled credit unions to ensure the plans are adequate to restore net worth to a satisfactory level. Conducts Bank 
Secrecy Act (BSA) examinations of large, complex and troubled credit unions to determine compliance with statutory 
mandates. Leads in the investigations of complaints made ageist the credit union to seek adequate resolution. Analyzes 
and assists examiners with identifying institutions that may be subject to prompt corrective action due to net worth 
being below 7%. Analyzes the net worth position of large, complex and troubled credit unions to determine the financial 
viability of the institution and the e level of risk projections provided by the credit union's net worth capital. Serves as 
analyst to review progress reports, credit union examination reports and other projects as assigned by the central office 
to assist in the regulation of credit unison. Analyzes and determines the adequacy and appropriateness of large, 
complex and troubled credit unions' ALLL. Analyzes credit union reports of examinations and visitations submitted by 
Examiner-In-Charge to determine appropriate regulatory response. Analyzes call report data to ensure that they are 
reporting financial data to the regulatory agencies correctly. Analyze new credit union applications and charter 
conversions to determine approval or denial recommendation and/or to provide feedback to assist the FI Chief 
Administrator with the application approval process.. Developing and Building Teams:  Develop a culture of mutual trust, 
respect and cooperation among team members. Provide leadership by example. Provide constructive feedback and 
assistance to department leadership, peers and subordinates as opportunities for improvement are identified. Resolving 
Conflicts and Negotiating with Others   Resolve conflicts with all regulatory stakeholders. Serves as mediator and 
resolves conflicts among direct and indirect reports to facilitate resolution. Investigate and report grievances and 
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personnel issues to facilitate resolution. Assist Consumer Resources Division with resolving complaints. Interpreting the 
Meaning of Information for Others   Interpret regulatory findings to the institution management and board of directors 
to ensure understanding of the examination findings and provide guidance. Interprets regulatory statutes, guidelines, 
policies, procedures for internal and external customers to determine applicability to the department's regulatory 
responsibilities. Reviews examination reports to ensure report relevancy and condition of the credit union. Coordinating 
the Work and Activities of Others  Coordinates the operational activities of assigned division staff to ensure continuing 
operations. Staffing Organizational Units  Interview and make recommendations for hire, promotion, demotion and 
transfer to ensure appropriate staffing in maintained within the division to carry out regulatory responsibilities. Provide 
Consultation and Advice to Others  Serves as departmental subject matter expert pertaining to the regulatory 
responsibilities of the division. Provides guidance and answers to regulatory questions posted by financial institutions. 
Provides advice and answers questions to direct and indirect reports as needed. Developing Objectives and Strategies  
Develop objectives for direct and indirect reports to ensure compliance with division strategic plans. Scheduling Work 
and Activities  Coordinates with federal regulators to comply with statutory requirements and other mandates to 
develop annual examination schedule. Develop and submit quarterly examination schedule to the Chief Administrator to 
ensure compliance with statutory requirements and other mandates. Develop detail examination schedule ten days 
prior to the start of the quarter and submit to the Chief Administrator, federal regulators and exam staff to ensure that 
the exams are conducted timely and appropriately staffed. Develop weekly itineraries for examination staff and submit 
to the Chief Administrator to ensure accountability and confirm implementation of the exam. Develop final itinerary for 
examination staff  and submit to the Chief Administrator for auditing purposes. Guiding, Directing, and Motivating 
Subordinates  Provide performance feedback to subordinate staff to facilitate employee development. Direct staff to 
complete department initiatives within established goals. Provide motivation to staff to ensure continued employee 
engagement. Identifying Objects, Actions and Events  Demonstrates competence in the identification of the 7 areas of 
risk during the examination process. Identifies correction actions related to safety and soundness concerns and provides 
assistance with recommendations for enforcement actions for credit unions in a troubled condition.  Thinking Creatively  
Designs and develops policies, procedures and workflow tracking mechanisms to ensure effective operations within the 
bank division. Judging the Qualities of Things, Services, or People  Conduct due diligence assessment of the management 
capabilities of financial institutions regulated or applied to be regulated by the bank division. Conducts performance 
evaluations for assigned subordinates. Judges the oversight being provided by the board and management staff of large, 
complex and troubled credit unions. Judges the regulatory rating standards/definitions, CAMEL and Strategic Risk 
assigned ratings for large, complex and troubled credit unions. Reviews performance evaluations conducted by assigned 
subordinates. Evaluates and provides feedback to the supervisors of examiners' work product submitted on 
examinations. Review due diligence assessment of the management capabilities of financial institutions regulated or 
applied to be regulated by the bank division submitted by Examiner-In-Charge and/or federal regulator. Establishing and 
Maintaining Interpersonal Relationships  Facilitate and work collectively with federal regulators and other banking 
industry entities to ensure a balanced and consistent regulatory approach. Works collectively and harmoniously with 
peers, supervisors, direct reports, indirect reports and other department staff to ensure regulatory and administrative 
responsibilities are complete din compliance with policy, procedure, statutes and rules. Maintains appropriate 
communication with co-workers, internal/external auditors, and credit union management to develop and maintain 
strong interpersonal relationships. Getting Information  Communicates with federal regulators pertaining to all facets of 
regulatory responsibilities. Communicates with credit union officials and other credit union representatives. Reviews 
federal exam mandates to assist in scheduling the examinations and visitations. Reviews off-site monitoring bank and 
trust reports to assess the condition of the institution and to assist with scheduling. Reviews correspondence, progress 
reports, published financials and other documentation to determine the condition of the institution. Reads/reviews 
prior Reports of Examination for the large, complex and troubled credit unions to determine if previous 
recommendations have been implemented and/or issues addressed/corrected. Communicates with examiners and 
central office personnel.    Updating and Using Relevant Knowledge  Continually maintains up-to-date understanding of 
regulatory processes, statutes, policies, procedures, regulations and industry knowledge to effectively regulate the 
intuitions and to serve as an information resource to internal and external customers. Actively participates in required 
schools, training, conferences, meetings, etc. Processing Information  Monitors report of examination turnaround time 
to ensure compliance with departmental goals. Compiles and prepares ad-hoc reports as requested by department 
leadership. Communicating with Supervisors, Peers, or Subordinates Communicate and address performance issues with 
subordinated staff as needed. Asks questions and seeks clarification from division management and others as needed to 
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ensure understanding. Provide verbal and/or written updates to others as requested. Communicate via email and 
verbally with division management, co-workers, directors reports and other department staff in order to suggestion 
solutions or resolve problems. Solicit input from staff at all levels to facilitate improved two-way communication. 
Communicate on a daily basis with supervisors, co-workers and subordinates to convey work related information and 
coordinate work activities. Evaluating Information to Determine Compliance with Standards  Evaluates credit union 
reports of examinations and visitations submitted by Examiner-In-Charge to determine compliance with the federal and 
state regulatory standards. Evaluates the results of the examination work paper audit to ensure compliance with 
departmental policy. Audit and approve travel claims, travel authorizations and timesheets to ensure compliance with 
state and department policy. Audits vehicle reports to ensure compliance with state and department policy. Interacting 
With Computers  Utilizes word processing, databases, spreadsheets, search engines, regulatory and inventory software 
to maintain up to date information systems and generate required reports. Inputs and extracts data into and from 
assigned computer programs to facilitate the execution of other assigned tasks. Training and Teaching Others  
Evaluating and identifying the training needs of the examination staff to facilitate their progress. Provides positive 
training opportunities for direct and indirect reports to ensure their continued development of examination practices 
and procedures. Coaching and Developing Others  Provide coaching and feedback to improve employee performance 
and development and identify opportunities for employee growth through stretch assignments. Actively solicit and 
maintain open door availability to staff. Organizing, Planning, and Prioritizing Work  Ensures all facets of the assignments 
are appropriately staffed and works collectively with the CU 5 as needed to meet regulatory responsibilities. Ensures 
new hire training schedule established is meting compliance with prerequisites for regulatory schools to ensure new hire 
on track with training. Coordinates staff meetings to share information from the division manager's meeting and 
department leadership. Solicit input from staff for quarterly manager's meetings related to examinations, operations, 
personnel issues, policies and procedures. Communicating with Persons Outside Organization  Establishes and maintains 
a verity of professional contacts with credit union executives, federal counterparts and other personnel, accountants 
and lawyers to maintain up-to-date knowledge of the institutions we regulate. Make presentations as requested to 
financial institutions industry to educate, provide information and solicit feedback. Monitor Processes, Materials, or 
Surroundings  Utilizes the Financial Performance Report (FPR) data to assess the trends and levels of performance of 
large, complex and troubled credit unions. Monitor performance of assigned subordinates to ensure accurate 
performance evaluation. Monitors leased vehicle upkeep, mileage, servicing and other tasks related to direct reports 
and indirect reports assigned vehicles in compliance with state and department guidelines. Making Decisions and 
Solving Problems  Serves as mediator and/or liaison between department examiners, the NCUA, credit union 
management, Board of Directors, auditors an/or legal counsel to resolve issues and problems identified in credit unions. 
Reviews and tracks current enforcement actions of the large, complex and troubled institutions to ensure compliance 
with corrective action plans. Reviews the CAMEL and risk ratings to ensure that the financial condition of large, complex 
and troubled credit unions is appropriate. Determines regulatory school training needs. Makes daily decisions related to 
basic personnel and staff management to ensure ongoing operations and the achievement of departmental goals. 
Approves or denies leave requests to ensure proper staffing.   Monitoring and Controlling Resources  Estimates 
personnel resources needed to ensure appropriate staffing to complete all requirements of assigned examinations, 
visitations and/or investigations. Documenting/Recording Information  Maintains personnel documentation of direct 
and indirect reports to manage staff performance. Maintains documentation of examination work papers. Records and 
maintains minutes of all staff meetings and division manager meetings to ensure proper documentation is maintained 
and follow-up items are carried out. Maintains documentation of examination and scheduling files. Maintains 
documentation of examination work papers in compliance with department standards. Performing Administrative 
Activities  Maintains supervision files for all direct reports pertaining to performance management process. Approves 
time and labor, travel reimbursements and travel authorizations in Edison for direct reports in compliance with 
established timeframes and policies. Completes and submits by established deadlines all required forms and paperwork 
to document continuing education requirements as well as understanding and compliance with policy and procedure. 
Approves mileage logs for direct reports and submits attestation to fiscal indicating reviews completed. Prepares reports 
as requested and per established timeframes. Maintain electronic and hard copy files in compliance with department's 
policies. Submits expense claims, travel authorizations and reports/mileage logs according to established guidelines and 
timeframes. Lifts and transports equipment (i.e. printers, boxes of records, etc. to be utilized at the examination site. 
Inspecting Equipment, Structures, or Material  Inspects state issue vehicles and submits required reports to ensure 
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proper maintenance. Operating Vehicles, Mechanized Devices, or Equipment  Inspects state issued vehicles and submits 
required reports to ensure proper maintenance.   
 
Competencies (KSA’s): 
Competencies:  Developing Direct Reports and Others                    Building Effective Teams                           Knowledge:  
Intermediate knowledge of administration and management as it relates to credit union examinations                  
Intermediate knowledge of economics and bank/credit union financial accounting                  Advanced knowledge of 
communications as it relates to making formal presentations and ability to communicate effectively with co-workers and 
credit union officials to convey information and present information in a group setting. Knowledge of English language 
for financial business report writing  (spelling, composition, grammar) Intermediate knowledge of financial mathematics 
Intermediate knowledge of personnel management principles and best practices Advanced knowledge of credit union 
examination process General knowledge of statistics Knowledge of computer software  (Microsoft Word, Excel, Outlook)                              
Skills:  Active learning skills and ability to acquire and build on knowledge base Reading comprehension skills                   
Possess active listening skills and ability to give full attention to others, ask questions, and understand new information 
Financial mathematical skills                    Personnel monitoring skills                        Process monitoring skills             
Technical business writing skills              Instructing skills             Coordination skills                       Negotiation skills                          
Persuasion social skills                Service orientation social skills                Complex problem solving skills Management of 
personnel resources skills             Time management skills              Deductive reasoning abilities                                  
Abilities:  Ability to read and comprehend laws, rules, statutes, policies, and regulations, and to facilitate understanding 
in the examination process for direct and indirect reports   Demonstrates critical thinking by using logic and reasoning to 
identify logical solutions, conclusions, and make recommendations Demonstrate critical thinking  by using logic and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems            
Demonstrate systems evaluation skills to identify measures or indicators of system performance and the actions needed 
to improve or correct performance, relative to goals of the system.                  Demonstrate complex problem solving 
skills to identify issues and review related information to develop and evaluate options and implement solutions                        
Demonstrate the ability to negotiate and persuade credit union management and/or federal counterparts      Ability to 
communicate information when speaking to others to ensure understanding                           Mathematical reasoning 
abilities              Oral comprehension abilities                     Written comprehension abilities               Problem sensitivity 
abilities                       Finger dexterity abilities              Ability to adapt and effectively complete tasks in varying work 
environments and locations on a day-to-day basis Ability to maintain confidentiality                                         
 
Tools and Equipment Used: 
 Motor Vehicle Copier Fax Computer Software Email WebEx Financial Calculator Printer IPhone 
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075260 - FI SP EXAMINER TRUST 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3637 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking or business related field and a minimum of nine semester hours of accounting and/or finance and 
experience equivalent to five years of full-time bank examination work with a federal or state agency.  Substitution of 
Education for Experience: None. Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:     Must possess and maintain a valid motor vehicle 
license;     Must demonstrate satisfactory completion of the FDIC Introduction to Examination School, or equivalent 
training provided by the Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory 
completion of the FDIC Financial Institution Analysis School, or equivalent training provided by the Conference of State 
Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC Asset Liability 
Management School, or equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve;    
Must demonstrate satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC 
Examination Management School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve;    Experience serving as Operations Manager, Loan Reviewer, assisting with Trust examinations, and 
have served as Examiner-in-Charge of a large, complex and/or troubled financial institution a minimum of five years. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for financial institutions special examinations work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class leads or conducts 
specialized examinations of state chartered trust companies, private (family) trusts, and trust departments of banks and 
savings banks. This class differs from FI Program Administrator 1 in that an incumbent of the latter establishes and 
maintains a regulatory program for financial institutions with fiduciary responsibilities and has supervisory 
responsibilities. 
 
Work Activities: 
Interpreting the Meaning of Information for Others - Translating or explaining what information means and how it can 
be used     Interprets the examination findings of large, complex and troubled banks and trust companies and conveys 
this information to management and other examiners.    Reviews examination comments from junior examiners to 
determine accuracy and relevancy of comments. Judging the Qualities of Things, Services, or People - Assessing the 
value, importance, or quality of things or people     Evaluates information filed by trust companies to support 
recommendations being made to the program.    Judges if any deterioration or changes have occurred in the institution's 
status since the previous monitoring period.    Judges the oversight being provided by the board and management staff 
of the large, complex and troubled financial institution.    Identifies and applies regulatory rating standards/definitions 
(CAMELS and MOECA) to assign ratings to the institution's financial components.    Judges the adequacy of large, 
complex and troubled financial institution policies to determine compliance with Best Practices.    Evaluates and 
provides feedback to the supervisor of examiners' work product submitted on examinations. Making Decisions and 
Solving Problems - Analyzing information and evaluating results to choose the best solution and solve problems     
Explains and interprets departmental policies and procedures and federal and state laws, rules and regulations 
governing financial institutions to institution management and the board of directors to ensure an understanding of the 
examination findings and recommendations.    Determines examination schedule recommendations of trust companies 
based upon monitoring results.    Determines the initial CAMELS and MOECA ratings to appropriately assess the financial 
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condition of the institution.    Analyzes the financial condition of each trust company within assigned region on a semi-
annual basis to make recommendations when appropriate for scheduling purposes and to determine cause of any 
identified deterioration in a Trust company's financial condition.    Determines the initial loan ratings to appropriately 
assess the credit quality of the financial institution's loan portfolio.    Determines trust company management's 
compliance with Trust Agreements in regard to investment decisions and other fiduciary aspects.    Determines if the 
financial institution's overall risk management policies and procedures are sufficient and effective in averting risk.    
Interprets regulatory statutes, guidelines, policies and procedures for internal and external customers to determine 
applicability to departmental responsibilities.    Serves as the Examiner in Charge of large, complex and troubled 
financial institutions and is ultimately responsible for the processing of all financial information and reports of 
examinations.    Reviews information from examinations/visitations and via off-site surveillance from semi-annual 
reports from Trust companies.    As Trust Specialist in conducting offsite monitoring, compiles information/data from all 
examiners assisting with evaluation.    Compiles information obtained from analysis of the assigned region's trust 
companies and prepares performance trend summary on a semi-annual basis.    Calculates and analyzes the quality of 
fiduciary activities to determine the financial viability of trust companies.    Calculates and analyzes the quality of 
earnings, capital, liquidity, and interest rate sensitivity to determine the financial viability of large, complex and troubled 
financial institutions.    Reconciles the ALLL, capital accounts, due from/due to accounts, official checks, etc. to balance 
the institutions financial records. Evaluating Information to Determine Compliance with Standards - Using relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards     Ensures that financial institution is meeting all fiduciary compliance guidelines by reviewing policies, 
procedures, practices, processes, financial records and trust documents.    Ensures that the financial institution is 
meeting all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes and financial 
records. Identifying Objects, Actions, and Events - Identifying information by categorizing, estimating, recognizing     
Identifies semi-annual trends and levels of financial data and ratios to determine the financial stability and/or declining 
trends of the institution within assigned region. Analyzing Data or Information - Identifying the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts     Analyzes data from off-site 
surveillance, quarterly call reports, semi-annual Trust reviews and other sources.    Analyze any component rated 3, 4 or 
5 to determine safety and soundness of the institution.    Analyzes the status of all enforcement actions.    Reviews and 
analyzes fiduciary activities of companies to determine safety and soundness of the institution.    Reviews and analyzes 
loans of large, complex and troubled financial institutions to determine credit quality, potential risk of loss to capital.    
Conducts bank and trust company investigations in relation to new bank and Trust company applications and charter 
conversion applications to determine relevancy and needs.    Analyzes and determines the adequacy of large, complex 
and troubled financial institution's ALLL.    Examines and analyzes the capital position of large, complex and troubled 
financial institutions to determine the financial viability of the institution and its level of risk protection provided in 
comparison to the institution's overall risk profile.    Examines and analyzes the liquidity position of large, complex and 
troubled financial institutions in order to determine if the institution can manage its daily cash flow needs.    Analyzes 
semi-annual data to identify deteriorating trends in financial institutions to assist in scheduling.    Examines and analyzes 
the earnings of large, complex and troubled financial institutions to determine its ability to fund operations, provide 
capital augmentation and to properly fund the ALL.    Examines and analyzes earnings of trust companies to determine 
its ability to fund operations, provide capital augmentation and maintain proper fiduciary responsibilities.    Examines 
and analyzes the use of financial derivatives as an investment or a hedge against interest rate risk.    Examines and 
analyzes the investment portfolio of large, complex and troubled financial institutions to determine its credit quality, 
potential contribution to earnings and ability to provide liquidity to the institution.    Examines and analyzes sensitivity to 
market risk on large, complex and troubled financial institutions to determine the effects of interest rate changes on the 
earnings and capital position based on the asset and liability structure of the institution.    Conducts examinations of 
nonbank financial institutions to determine compliance with statutory mandates.    Conducts BSA examinations of large, 
complex and troubled financial institutions to determine compliance with statutory mandates.    Serves as analyst to 
review progress reports, bank examination reports, trust company reports and other projects as assigned by the central 
office to assist in the regulation of financial institutions.    Continually expands examination knowledge base and 
evaluates key financial ratios to assess the safety and soundness of the institutions.    Spreads the balance sheet and 
income statement on large, complex and troubled financial institutions to verify that they are reporting financial data to 
the regulatory agencies correctly. Monitor Processes, Materials, or Surroundings - Monitoring and reviewing information 
from materials, events, or the environment, to detect or assess problems     Audits and examines financial records of 
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large, complex and troubled banks and trust companies to ensure compliance with accepted accounting principles and 
practices and adherence to pertinent state laws, rules and regulations.    Monitors institutions utilizing information from 
numerous sources both on-site and via off-site surveillance and resources.    Utilizes semi-annual financial information to 
assess the trends and levels of large, complex and troubled trust company financial performance.    Verifies large, 
complex and troubled bank assets and liabilities in order to reconcile financial statements and check the accuracy of the 
report of condition and income.    Verifies large, complex and troubled trust company fiduciary assets and liabilities 
under management in order to reconcile financial statements and check the accuracy of financial reports.    Conducts 
test checks and samplings of income and disbursement items and accounts maintained during the period of examination 
in order to determine statutory compliance and the use of sound practices. Establishing and Maintaining Interpersonal 
Relationships - Developing constructive and cooperative working relationships with others, and maintaining them over 
time     Works collectively and harmoniously with peer examiners, supervisors and other department staff to ensure 
regulatory responsibilities are completed in compliance with policy, procedure, statutes and rules.    Maintains 
appropriate communication with co-workers and other collaterals at all times within the work environment.    Works 
collectively with federal regulators and other bank industry entities to ensure a balanced and consistent regulatory 
approach. Documenting/Recording Information - Entering, transcribing, recording, storing, or maintaining information in 
written or electronic/magnetic form     Prepares detailed examination narrative reports and supporting financial and 
statistical documents identifying legal, financial and administrative problems/discrepancies and recommending methods 
of improvement.    Prepares detailed semi-annual monitoring narrative reports identifying the financial status of 
institutions within the assigned region and recommend schedule changes when appropriate.    Maintains documentation 
of semi-annual monitoring information and supporting work papers in compliance with department standards.    
Completes loan cards accurately to support loan classification rating.    Completes fiduciary account cards accurately to 
support fiduciary assessments.    Maintains documentation of examination work papers in compliance with department 
standards. Organizing, Planning, and Prioritizing Work - Developing specific goals and plans to prioritize, organize, and 
accomplish your work     Completes preplan assessment of large, complex and troubled financial institutions scheduled 
for examination.    Completes semi-annual monitoring reports within established deadlines and timeframes.    Manages 
and prioritizes multiple work assignments to meet established deadlines.    Organizes plans and oversees multiple 
meetings with management/directorate and other regulatory agencies. Communicating with Supervisors, Peers, or 
Subordinates - Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person     Provides a written semi-annual analysis to Bank Division Manager, Trust Program Administrator and 
examiners assigned to the region to assist with preplanning, scheduling, and trend analysis.    Provides verbal and/or 
written updates to the Trust Program Administrator, Bank Division Manager, Bank Regional Supervisor and/or Examiner-
in-Charge pertaining to assigned examination tasks.    Asks questions and seeks clarification from Program Administrator 
Trust, supervisor, examiner-in-charge and others examiners regarding assigned tasks, policies, responsibilities and 
procedures to ensure understanding.    Communicates via e-mail and verbally with supervisors, co-workers, department 
associates in order to suggest solutions or resolve problems uncovered in examinations. Getting Information - 
Observing, receiving, and otherwise obtaining information from all relevant sources     Obtains information from the 
semi-annual financial statement for review and analysis.    Obtains information from Trust company management for 
review and analysis as part of the semi-annual monitoring process.    0 Obtains the financial institution's income 
statement to determine the profitability, ability to fund operations, to appropriately fund the ALLL and provide capital 
augmentation.    Obtains the trust company's income statement to determine the profitability, ability to fund 
operations, and provide capital augmentation.    Contacts trust company management when necessary or appropriate to 
determine reason for questionable trends identified during the semi-annual monitoring process.    Obtains all financial 
institution's policies and procedures to ensure that they conform to regulatory standards and management's compliance 
with internal policies.    Obtains the financial institution's liquidity monitoring model to determine if the institution can 
manage its daily cash flow needs.    Reads prior Reports of Examination to determine if previous recommendations have 
been implemented and/or issues addressed/corrected.    Obtains the financial institution's interest rate measurement 
model to determine the effects of interest rate changes on the earnings and capital position based on the asset and 
liability structure of the institution.    Obtains a list of the financial institution's' investment portfolio to analyze the 
credit quality, income capacity and liquidity of the portfolio.    Obtains a copy of the financial institution's quarter end 
balance sheet and income statement to check the accuracy of the reported condition and income (call report).    Obtains 
a copy of the trust company's semi-annual balance sheet and income statement to check the accuracy of the reported 
condition and income (call report).    Obtains fiduciary records to determine management's conformance with 
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regulatory standards and compliance with Trust agreements and internal policies.    Obtains budgetary information to 
ensure that budgetary assumptions are adequate and achievable.    Obtains the financial institution's general ledger in 
order to reconcile income, expense and balance sheet accounts.Updating and Using Relevant Knowledge - Keeping up-
to-date technically and applying new knowledge to your job     Continually maintains up-to-date knowledge of regulatory 
processes, statutes, policies, procedures, regulations and industry knowledge to effectively regulate the institutions and 
to serve as an information resource to internal and external customers.    Continually reviews Trust company 
correspondence information to maintain up-to-date knowledge of significant issues regarding trust companies within 
the assigned region.    Successfully completes all pre-course and course work and actively participates in required 
schools to learn all facets of the examination process in order to perform bank and trust company examinations. 
Training and Teaching Others - Provides training to subordinate staff and/or newly appointed trust examiners to ensure 
understanding of the processes, procedures and requirements     Provides positive training opportunities for subordinate 
examination staff to ensure their continued development of examination practices and procedures. Coaching and 
Developing Others:     Provides positive coaching and development opportunities for subordinate examination staff. 
Communicating with Persons Outside Organization - Communicating with people outside the organization, representing 
the organization to customers, the public, government, and other external sources. This information can be exchanged 
in person, in writing, or by telephone or e-mail     Establishes and maintains a variety of professional contacts with 
financial institution executives, federal counterparts and other personnel, accountants and lawyers to maintain up-to-
date knowledge of the institutions we regulate. Performing Administrative Activities - Performing day-to-day 
administrative tasks such as maintaining information files and processing paperwork     Submits expense claims, travel 
authorizations and reports/mileage logs according to established guidelines and timeframes.    Maintains electronic and 
hard-copy files according to department procedures.    Submits accurate and complete timesheets in accordance with 
established deadlines in Edison.    Completes and submits by established deadlines all required forms and paperwork to 
document continuing education requirements as well as understanding and compliance with policy and procedure.    
Complies with all motor vehicle maintenance guidelines and requirements for assigned leased vehicle.    Makes copies of 
information as needed to maintain documentation and/or to utilize during the examination process.Interacting With 
Computers - Using computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information     Utilizes identified software programs to analyze data and prepare 
report comments.    Inputs and extracts data into and from assigned computer programs to facilitate the execution of 
assigned tasks.    Retrieves information from appropriate websites for use during examinations and offsite monitoring.    
Sets up computers and printers at the examination site. Operating Vehicles, Mechanized Devices, or Equipment - 
Running, maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, 
aircraft, or water craft     Travels out-of-state to participate in required schools to complete examination training.    
Travels to assigned examination sites including the potential for overnight travel to conduct examinations. Performing 
General Physical Activities - Performing physical activities that require considerable use of your arms and legs and 
moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials     Lifts and 
transport equipment (i.e. printers, boxes of records, etc.) to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies:    Creativity                   Decision Quality                      Problem Solving                      Delegation                  
Timely Decision Making                       Conflict Management                          Standing Alone                        Action Oriented                       
Drive for Results                     Presentation Skills                  Written Communications                     Listening                     Self-
Development                   Self-Knowledge     Knowledge:    Intermediate knowledge of fiduciary laws, rules, regulations, 
policies, procedures, bulletins and financial institution letters    Intermediate knowledge of managing fiduciary 
assets/liabilities    Advanced knowledge of financial accounting and economic principles    Advanced knowledge of 
financial statements    Knowledge of statistical data analysis    Knowledge of computer software (Microsoft Word, Excel, 
Outlook)    Advanced knowledge of state and federal laws, rules, regulations, statutes, policies, procedures, bulletins and 
financial institution letters Skills:    Advanced financial mathematic skills     Active learning skills and ability to acquire and 
build on advanced knowledge base    Possess active listening skills and ability to give full attention to instructions, ask 
questions, and understand new information    Utilize on-the-job training and instruction from examiner schools and 
apply in the examination process    Demonstrate critical thinking by using logic and reasoning to identify logical 
solutions, conclusions, and make recommendations    Demonstrate time management skills and be able to prioritize 
work for self and others to meet deadlines    Demonstrate finger dexterity to key data    Demonstrate interpersonal skills 
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and ability to work as part of a team and self-motivation to work independently and unsupervised to complete work by 
identified deadlines    Demonstrate leadership skills and ability to provide guidance and mentoring to examination team 
members to complete work by identified deadlines Abilities:    Ability to prepare or assist in the preparation of a wide 
variety of written products including reports, studies, analyses, and correspondence, often under significant time 
pressure    Ability to read, comprehend and apply deductive reasoning skills to laws, rules, statutes, policies, and 
regulations and demonstrate understanding in the examination process    Ability to communicate effectively with co-
workers and bank officials to convey information and present information in a group setting    Advanced ability to 
resolve complex problems and issues    Ability to utilize accepted standards and composition to prepare written reports 
utilizing correct grammar, spelling, and sentence composition to clearly convey examination results to the readers    
Ability to utilize judgment and decision making skills to choose the most appropriate course of action based on 
information obtained through the examination process    Ability to identify correct mathematical methods or formulas in 
an analysis situation    Ability to listen and understand information and ideas presented through spoken words and 
sentences    Ability to communicate and modify information when speaking to others to ensure understanding    Ability 
to read, understand and modify information presented in written form    Ability to lift 40 pounds of equipment/files to 
transport to the examination site    Ability to adapt and effectively complete tasks in varying work environments and 
locations on a day-to-day basis    Ability to sit and work at a computer and review paperwork for extensive periods of 
time 
 
Tools and Equipment Used: 
"    Personal Computer    Printer    Copier    Fax    Scanner    Motor Vehicle    Financial Calculator    IPhone" 
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079681 - FIELD SUPERVISOR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4695 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of professional social services work. Substitution of Graduate Course Work for Experience: 
Additional graduate course work credit received from an accredited college or university in any social and/or behavioral 
science may substitute for the required experience on a month-for-month basis, to a maximum of two years (e.g. 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience). OR Three years of professional social services work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Submit to a review of their status on the Department of Health's vulnerable persons registry; Possess a valid 
driver's license if driving is an essential function of the position. Examination Method: Education and Experience,100%, 
for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special 
Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional field supervisory work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises a small staff providing 
professional social or vocational rehabilitation counseling services, or determining clients' eligibility for social services 
monetary benefits. This class differs from Field Supervisor 2 in that an incumbent of the latter supervises a moderate-
sized vocational rehabilitation counseling, instructional, training center or residential support staff. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate. Processing 
Information: Oversees workflow and processing of paperwork within unit to ensure effective and quality services are 
delivered to clients. Guiding, Directing, and Motivating Subordinates: Conducts the employee evaluation process to 
review and provide feedback to the employee regarding their job performance in order to confirm effective service 
delivery, compliance with state law, and understanding of policies and procedures. Provides guidance to staff about 
assigned work to guarantee proper service delivery. Motivates staff through goal-setting to increase performance and 
improve client outcomes.Interpreting the Meaning of Information for Others: Interprets rules, regulations, and laws for 
programs and the public in an effort to provide clarity.Documenting/Recording Information: Documents all relevant 
records and actions related to services provided as an official record for the department.Analyzing Data or Information: 
Analyzes, interprets, and provides feedback on performance data to improve program outcomes and staff 
effectiveness.Organizing, Planning, and Prioritizing Work: Provides coverage for staff vacancies by creating staff 
rotations or by taking on additional job responsibilities to ensure clients' needs are met. Ensures appropriate office and 
field coverage within the regional area to meet client needs. Distributes staff assignments based on review of program 
needs to equalize workload.Coaching and Developing Others: Coaches employees through formal and informal 
discussions and feedback to develop and improve job performance. Provides positive feedback to employees by 
recognizing goals and achievements to increase morale and performance.Making Decisions and Solving Problems: 
Advises staff regarding complex problems including developing plans of action, case determinations, and other issues to 
ensure compliance with policy, law, and effective service delivery.Evaluating Information to Determine Compliance with 
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Standards: Oversees the workflow and processing of all assigned work in a children's or human services program within 
an assigned region: reviews daily, weekly, and monthly reports and records submitted by staff for accuracy, progress 
and compliance with state and federal law. Ensures that children's or human services' legal interventions and 
administrative review actions meet state and federal law by conferring with staff and reviewing case records and 
supporting documents. Evaluates staff training needs by reviewing performance evaluations and examining records for 
timeliness and accuracy. Identifies training needs by reviewing documented staff issues and identifying errors in records. 
Communicates with the state's attorney to provide information and records regarding the case; ensures paperwork is 
filed in a timely manner; may provide testimony in court concerning a case.Staffing Organizational Units: Conducts 
interviews with applicants and reviews resumes to identify relevant skills and work experience to select the most 
qualified candidate for the position. Reads existing job plans to identify appropriate skills in order to select the most 
qualified candidate. Discusses new hire recommendations with management to select the most qualified candidate for 
the position.Developing and Building Teams: Conducts teambuilding exercises and other group activities to promote 
positive interaction among staff. Updating and Using Relevant Knowledge: Researches, gathers, and applies relevant 
information to ensure clients receive effective services.Interacting With Computers: Operates computer hardware and 
software, scanners, and other equipment to complete reports, document collective data, to communicate with others, 
and to capture and maintain program information.Establishing and Maintaining Interpersonal Relationships: Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely 
services.Training and Teaching Others: Provides on-going formal and informal training to employees, contracted staff, 
and customers (e.g., child care providers) to educate and inform them of program policies and procedures. Provides 
orientation to new employees through review of policies, procedures and job functions to establish clear expectations. 
Provides on-going technical assistance to staff for computer operations (e.g., instructions for accessing specific 
databases) in order to complete tasks in a timely manner. Reviews, revises, and delivers existing training materials to 
staff and customers in order to ascertain accuracy of information.Getting Information: Gathers information from all 
available resources to disseminate to customers, staff, and vendors to ensure effective service delivery.Communicating 
with Supervisors, Peers, or Subordinates: Communicates or consults with supervisor, staff, and co-workers by telephone, 
in written form, email or in-person to ensure effective service delivery.Scheduling Work and Activities: Schedules 
appointments for staff to manage the workflow within the unit, to provide timely service delivery, and to comply with 
state and federal law. Schedules meetings and trainings to inform and update staff and customers regarding program 
changes and other relevant information. Provide Consultation and Advice to Others: Develops corrective action plans for 
the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery. Explains services and other resources to staff and customers through a variety of 
means (i.e., discussions) to resolve issues. Conducts mentoring sessions with staff in order to address problems and 
provide support; discusses stress management techniques; and provides information on the Employee Assistance 
Program (EAP). Reviews and approves corrective action plans and disciplinary actions for providers to guarantee 
compliance with state law. Assists employees to coordinate the required services of other agencies needed to license 
facilities such as child/ adult day care centers.Performing Administrative Activities: Approves staff leave, travel, and 
timesheets through the designated system to guarantee employees are compensated for time worked. Ensures staff and 
provider files are maintained and updated through a periodic review so that information can be easily located. Prepares 
written correspondence to provide information to staff, customers, and the public to comply with state and federal 
laws.Communicating with Persons Outside Organization: Promotes children's or human services programs to the general 
public, outside organizations, advisory boards and committees through dissemination of current information to inform 
the public of available services. Communicates with community service providers to ensure effective service delivery to 
clients. Assists public relations representatives in addressing public concerns about program actions or activities to 
ensure customer satisfaction and accuracy of information.Thinking Creatively: Works with staff through brainstorming 
sessions and other discussions to formulate creative ideas and find solutions to problems in an effort to promote and 
improve service delivery.Operating Vehicles, Mechanized Devices, or Equipment: Operates state/ personal vehicles to 
conduct required observations to ensure compliance as required by state law.Monitoring and Controlling Resources: 
Monitors employee overtime usage through reports and time sheets to guarantee staff remains within their budgeted 
allotment. Approves and reviews unit expenditures; reviews and manages unit budget; and requests additional unit 
funding as needed to guarantee timely and effective use of available resources. Ensures staff has appropriate resources 
and materials and tools to complete their job responsibilities by monitoring available supplies and approving supply 
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orders. Conducts monitoring of vendor provided services to ensure compliance with policies and procedures. Inspecting 
Equipment, Structures, or Material: Conducts on-site observations of child/ adult day care facilities, before/ after school 
and community based programs, special education programs, and early childhood education programs as required by 
law. Examines physical structures of child/ adult day cares on-site for accessibility and safety and ensures 
equipment/furnishings are in good repair and are age-appropriate to determine compliance with rules and regulations. 
Examines facilities and grounds to determine if indoor and outdoor equipment and age-appropriate toys are adequate 
in quantity and variety; children with disabilities are provided equal opportunities in activities; and minimum square 
footage standards are met for indoor and outdoor play, naps, and classes.Performing General Physical Activities: 
Performs physical activities to assess, measure, and inspect facilities to ensure compliance. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Time Management Conflict Management 
Written Communications Approachability Building Effective Teams Fairness to Direct Reports Motivating Others 
Knowledge: Basic computer skills including typing                      Knowledge of administration and management                    
Knowledge of communication methods and dissemination techniques of program information     Knowledge of human 
behavior, performance, learning, and motivation      Knowledge of principles and processes for providing customer 
service      Skills: Active learning                       Active listening                      Basic mathematical skills       Communicating and 
comprehending effectively in writing as appropriate for the needs of the audience              Complex problem solving skills 
Critical thinking skills Persuading others to change their minds or behavior            Reading comprehension skills Talking to 
others to convey information effectively             Time management skills           Abilities: Deductive reasoning abilities 
Multi-tasking ability   Oral comprehension and expression abilities 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone/Cellular Phones Fax Machine Printer/Scanner Digital Camera                       Global 
Positioning System Wireless Internet Cards Motor Vehicle Measuring ToolsOther Office Related Equipment as Required 
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079681 - FIELD SUPERVISOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4696 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience 
equivalent to three years of professional social services work. Substitution of Graduate Course Work for Experience: 
Additional graduate course work credit received from an accredited college or university in any social and/or behavioral 
science may substitute for the required experience on a month-for-month basis, to a maximum of two years (e.g. 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience). OR Three years of professional social services work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Submit to a review of their status on the Department of Health's vulnerable persons registry; Possess a valid 
driver's license if driving is an essential function of the position. Examination Method: Education and Experience,100%, 
for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special 
Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional field supervisory work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises a small staff providing 
professional social or vocational rehabilitation counseling services, or determining clients' eligibility for social services 
monetary benefits. This class differs from Field Supervisor 2 in that an incumbent of the latter supervises a moderate-
sized vocational rehabilitation counseling, instructional, training center or residential support staff. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate. Processing 
Information: Oversees workflow and processing of paperwork within unit to ensure effective and quality services are 
delivered to clients. Guiding, Directing, and Motivating Subordinates: Conducts the employee evaluation process to 
review and provide feedback to the employee regarding their job performance in order to confirm effective service 
delivery, compliance with state law, and understanding of policies and procedures. Provides guidance to staff about 
assigned work to guarantee proper service delivery. Motivates staff through goal-setting to increase performance and 
improve client outcomes.Interpreting the Meaning of Information for Others: Interprets rules, regulations, and laws for 
programs and the public in an effort to provide clarity.Documenting/Recording Information: Documents all relevant 
records and actions related to services provided as an official record for the department.Analyzing Data or Information: 
Analyzes, interprets, and provides feedback on performance data to improve program outcomes and staff 
effectiveness.Organizing, Planning, and Prioritizing Work: Provides coverage for staff vacancies by creating staff 
rotations or by taking on additional job responsibilities to ensure clients' needs are met. Ensures appropriate office and 
field coverage within the regional area to meet client needs. Distributes staff assignments based on review of program 
needs to equalize workload.Coaching and Developing Others: Coaches employees through formal and informal 
discussions and feedback to develop and improve job performance. Provides positive feedback to employees by 
recognizing goals and achievements to increase morale and performance.Making Decisions and Solving Problems: 
Advises staff regarding complex problems including developing plans of action, case determinations, and other issues to 
ensure compliance with policy, law, and effective service delivery.Evaluating Information to Determine Compliance with 
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Standards: Oversees the workflow and processing of all assigned work in a children's or human services program within 
an assigned region: reviews daily, weekly, and monthly reports and records submitted by staff for accuracy, progress 
and compliance with state and federal law. Ensures that children's or human services' legal interventions and 
administrative review actions meet state and federal law by conferring with staff and reviewing case records and 
supporting documents. Evaluates staff training needs by reviewing performance evaluations and examining records for 
timeliness and accuracy. Identifies training needs by reviewing documented staff issues and identifying errors in records. 
Communicates with the state's attorney to provide information and records regarding the case; ensures paperwork is 
filed in a timely manner; may provide testimony in court concerning a case.Staffing Organizational Units: Conducts 
interviews with applicants and reviews resumes to identify relevant skills and work experience to select the most 
qualified candidate for the position. Reads existing job plans to identify appropriate skills in order to select the most 
qualified candidate. Discusses new hire recommendations with management to select the most qualified candidate for 
the position.Developing and Building Teams: Conducts teambuilding exercises and other group activities to promote 
positive interaction among staff. Updating and Using Relevant Knowledge: Researches, gathers, and applies relevant 
information to ensure clients receive effective services.Interacting With Computers: Operates computer hardware and 
software, scanners, and other equipment to complete reports, document collective data, to communicate with others, 
and to capture and maintain program information.Establishing and Maintaining Interpersonal Relationships: Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely 
services.Training and Teaching Others: Provides on-going formal and informal training to employees, contracted staff, 
and customers (e.g., child care providers) to educate and inform them of program policies and procedures. Provides 
orientation to new employees through review of policies, procedures and job functions to establish clear expectations. 
Provides on-going technical assistance to staff for computer operations (e.g., instructions for accessing specific 
databases) in order to complete tasks in a timely manner. Reviews, revises, and delivers existing training materials to 
staff and customers in order to ascertain accuracy of information.Getting Information: Gathers information from all 
available resources to disseminate to customers, staff, and vendors to ensure effective service delivery.Communicating 
with Supervisors, Peers, or Subordinates: Communicates or consults with supervisor, staff, and co-workers by telephone, 
in written form, email or in-person to ensure effective service delivery.Scheduling Work and Activities: Schedules 
appointments for staff to manage the workflow within the unit, to provide timely service delivery, and to comply with 
state and federal law. Schedules meetings and trainings to inform and update staff and customers regarding program 
changes and other relevant information. Provide Consultation and Advice to Others: Develops corrective action plans for 
the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery. Explains services and other resources to staff and customers through a variety of 
means (i.e., discussions) to resolve issues. Conducts mentoring sessions with staff in order to address problems and 
provide support; discusses stress management techniques; and provides information on the Employee Assistance 
Program (EAP). Reviews and approves corrective action plans and disciplinary actions for providers to guarantee 
compliance with state law. Assists employees to coordinate the required services of other agencies needed to license 
facilities such as child/ adult day care centers.Performing Administrative Activities: Approves staff leave, travel, and 
timesheets through the designated system to guarantee employees are compensated for time worked. Ensures staff and 
provider files are maintained and updated through a periodic review so that information can be easily located. Prepares 
written correspondence to provide information to staff, customers, and the public to comply with state and federal 
laws.Communicating with Persons Outside Organization: Promotes children's or human services programs to the general 
public, outside organizations, advisory boards and committees through dissemination of current information to inform 
the public of available services. Communicates with community service providers to ensure effective service delivery to 
clients. Assists public relations representatives in addressing public concerns about program actions or activities to 
ensure customer satisfaction and accuracy of information.Thinking Creatively: Works with staff through brainstorming 
sessions and other discussions to formulate creative ideas and find solutions to problems in an effort to promote and 
improve service delivery.Operating Vehicles, Mechanized Devices, or Equipment: Operates state/ personal vehicles to 
conduct required observations to ensure compliance as required by state law.Monitoring and Controlling Resources: 
Monitors employee overtime usage through reports and time sheets to guarantee staff remains within their budgeted 
allotment. Approves and reviews unit expenditures; reviews and manages unit budget; and requests additional unit 
funding as needed to guarantee timely and effective use of available resources. Ensures staff has appropriate resources 
and materials and tools to complete their job responsibilities by monitoring available supplies and approving supply 



 TN Job Classification Specifications  
September 22, 2020 

orders. Conducts monitoring of vendor provided services to ensure compliance with policies and procedures. Inspecting 
Equipment, Structures, or Material: Conducts on-site observations of child/ adult day care facilities, before/ after school 
and community based programs, special education programs, and early childhood education programs as required by 
law. Examines physical structures of child/ adult day cares on-site for accessibility and safety and ensures 
equipment/furnishings are in good repair and are age-appropriate to determine compliance with rules and regulations. 
Examines facilities and grounds to determine if indoor and outdoor equipment and age-appropriate toys are adequate 
in quantity and variety; children with disabilities are provided equal opportunities in activities; and minimum square 
footage standards are met for indoor and outdoor play, naps, and classes.Performing General Physical Activities: 
Performs physical activities to assess, measure, and inspect facilities to ensure compliance. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Time Management Conflict Management 
Written Communications Approachability Building Effective Teams Fairness to Direct Reports Motivating Others 
Knowledge: Basic computer skills including typing                      Knowledge of administration and management                    
Knowledge of communication methods and dissemination techniques of program information     Knowledge of human 
behavior, performance, learning, and motivation      Knowledge of principles and processes for providing customer 
service      Skills: Active learning                       Active listening                      Basic mathematical skills       Communicating and 
comprehending effectively in writing as appropriate for the needs of the audience              Complex problem solving skills 
Critical thinking skills Persuading others to change their minds or behavior            Reading comprehension skills Talking to 
others to convey information effectively             Time management skills           Abilities: Deductive reasoning abilities 
Multi-tasking ability   Oral comprehension and expression abilities 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone/Cellular Phones Fax Machine Printer/Scanner Digital Camera                       Global 
Positioning System Wireless Internet Cards Motor Vehicle Measuring ToolsOther Office Related Equipment as Required 
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079682 - FIELD SUPERVISOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4700 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional social services work. Substitution of Education for Experience: Additional 
graduate course work credit received from an accredited college or university in any social and/or behavioral science 
may substitute for the required experience on a month-for-month basis, to a maximum of two years (e.g., 36 graduate 
quarter hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
Substitution of Experience for Education: Four years of professional social services work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation supervisory work of 
average difficulty in supervising a moderate-sized staff; and performs related work as required. Distinguishing Features: 
An employee in this class supervises a moderate-sized staff providing vocational rehabilitation counseling, residential 
support, training center, or educational services. This class differs from Field Supervisor 1 in that an incumbent of the 
latter supervises a small staff providing social or vocational rehabilitation counseling services or determining clients' 
eligibility for social services monetary benefits. This class differs from DHS Program Supervisor in that an incumbent of 
the latter supervises a large subordinate professional staff providing social counseling, rehabilitation counseling, or 
eligibility determination services. 
 
Work Activities: 
Assisting and Caring for Others:  Provides cognitive/behavioral services for clients as a means to eliminate or mitigate 
maladaptive behaviors that may interfere with employment. Determines appropriate educational and or vocational 
support services as a means to close the achievement gap of clients served. Oversees delivery of basic therapy as 
needed to address daily personal issues and improve quality of life. Developing Objectives and Strategies:  Develops 
objectives and strategies to implement services in accordance with state and federal guidelines.Resolving Conflicts and 
Negotiating with Others:  Investigates, responds, and resolves complaints and other disputes among staff, customers, 
and other sources to provide the most effective use of program resources and positive outcomes through mediation, 
discussions, or other problem solving techniques deemed appropriate. Resolves general client concerns regarding 
agency programs, policies, and procedures to assist clients. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance. Monitoring and Controlling Resources:  
Oversees the implementation of vendor contracts to monitor compliance with state and federal indicators. Solicits new 
vendor services when needed to support on-going agency programs. Approves justification forms for exceptional 
services and supplies to safeguard resources and monitor spending.Analyzing Data or Information:  Compares collected 
information to agency records to determine review outcome, recognizing differences or similarities and detecting 
changes in circumstances or events. Breaks down information or data received or obtained from verbal, written, or 
electronic communication into separate parts to evaluate results to choose the best solution and to solve 
problems.Establishing and Maintaining Interpersonal Relationships:  Develops constructive and cooperative working 
relationships with partnering agencies, co-workers, supervisors, other employees, and local governmental agencies 
through meetings and other positive interactions to ensure quality and timely services. Maintains professional working 
relationships with peers, assigned subordinates, and upper management to ensure smooth and effective team 



 TN Job Classification Specifications  
September 22, 2020 

operations. Interpreting the Meaning of Information for Others:  Explains and interprets departmental policies and 
procedures and interprets rules and regulations to appropriate parties to ensure consistency of information. Provides 
agency with recommendations for future actions based upon completed case reviews for any needed 
improvements.Evaluating Information to Determine Compliance with Standards:  Evaluates the validity and accuracy of 
decisions made by staff based on established policies and procedures to comply with federal and state guidelines. 
Ensures that children's or human services' and educational legal interventions and administrative review actions meet 
state and federal law by conferring with staff and reviewing case records and supporting documents. Oversees the 
workflow and processing of all assigned work in a children's or human services and or educational program within an 
assigned region by reviewing daily, weekly, and monthly reports/evaluations and case records submitted by staff for 
accuracy, progress and compliance with state and federal law. Identifies training needs by reviewing documented staff 
issues and identifying errors in records to improve the quality of services provided. Evaluates staff training needs by 
reviewing performance evaluations and examining records for timeliness and accuracy to ensure training is appropriate, 
meaningful, and meets the needs of employees.Provide Consultation and Advice to Others:  Develops corrective action 
plans for the job performance of staff and makes recommendations for actions to improve performance and service 
delivery. Conducts mentoring sessions with staff in order to address problems and provide support; discusses stress 
management techniques; and provides information on the Employee Assistance Program (EAP). Assists vendors to 
coordinate the required services of other agencies needed to license facilities such as daycare centers to ensure timely 
and effective service is provided. Explains services and other resources to staff and customers through a variety of 
means (i.e., discussions) to resolve issues.Organizing, Planning, and Prioritizing Work:  Distributes staff assignments 
based on review of program needs to equalize workload. Provides coverage for staff vacancies when possible by 
creating staff rotations or by taking on additional job responsibilities to ensure clients' needs are met and to stay in 
compliance with state and federal guidelines. Ensures appropriate office and field coverage within the regional area to 
meet client needs. Assigns staff to work location areas based on vacancy locations to ensure effective 
coverage.Coaching and Developing Others:  Mentors assigned subordinates by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks. Assigns work based on expertise of staff to ensure the work is appropriate for their developmental 
needs. Provides positive feedback to employees by recognizing goals and achievements to increase morale and 
performance. Staffing Organizational Units: Conducts interviews with applicants and reviews resumes to identify 
relevant skills and work experience to select the most qualified candidate for the position. Reads existing job plans to 
identify appropriate skills in order to select the most qualified candidate. Discusses new hire recommendations with 
management to select the most qualified candidate for the position.Coordinating the Work and Activities of Others:  
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination 
to facilitate timely and accurate task completion.Guiding, Directing, and Motivating Subordinates:  Conducts the 
employee evaluation process to review and provide feedback to the employee regarding their job performance in order 
to confirm effective service delivery, compliance with state law, and understanding of policies and procedures. Provides 
trainings, webinars, and outside educational opportunities that serve to motivate and improve team development and 
performance of assigned staff and vendors. Leads assigned staff and vendors to use relevant information to determine 
whether events and processes comply with laws, regulations, and standards. Communicating with Supervisors, Peers, or 
Subordinates:  Communicates through verbal, written, and electronic communication or in person with peers, 
supervisors, and other agency representatives to obtain policy or procedural clarifications. Communicates with the 
state's attorney to provide information and records regarding a case in the event legal intervention is warranted; may 
provide testimony in court concerning a case to ensure compliance with state and federal laws. Provides information 
through written and electronic communication to state agency representatives in accordance with established 
guidelines to ensure appropriate services are provided and programs are implemented correctly. Organizes meetings on 
various topics for the purpose of providing information related to on-going services within the agency. Discusses existing 
job plans and administrative procedures with staff in an effort to promote understanding of expected program 
outcomes and assigned work. Disseminates policy and procedure information to staff and vendors to ensure continuity 
of service.Updating and Using Relevant Knowledge:  Remains up-to-date on new policies and procedures as they are 
implemented in order to best provide services. Researches, gathers, and applies relevant information to evaluate the 
correctness of cases under review. Pursues professional development, attending required trainings, with respect to 
technical advancements in the field to ensure best practices are available.Thinking Creatively:  Implements new 
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procedures, ideas, relationships, or systems to improve functionality of programs. Works with staff through 
brainstorming sessions and other discussions to formulate creative ideas and find solutions to problems in an effort to 
promote and improve accuracy in the delivery of services.Training and Teaching Others:  Creates corrective action plans 
to assist staff with complex case determination to ensure the correct determination is made. Reviews, revises, and 
delivers existing training materials to staff and customers in order to ascertain accuracy of information. Coaches staff to 
determine eligibility of client in order to provide services under federal or state guidelines. Provides on-going formal and 
informal training to employees, contracted staff, and customers (e.g. child care providers) to educate and inform them 
of program policies and procedures. Provides orientation to new employees through review of policies, procedures, and 
job functions to establish clear expectations. Provides on-going technical assistance to staff for computer operations 
(e.g., instructions for accessing specific databases) in order to complete tasks in a timely manner.Identifying Objects, 
Actions, and Events:  Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations and 
guidelines.Documenting/Recording Information:  Documents and records data of agency records and findings to 
determine correctness of the agency actions. Maintains all relevant records, findings, case records, and actions 
completed as an official record for the department to ensure compliance.Getting Information:  Gathers information 
from all available resources to disseminate to customers, staff, and vendors to ensure effective service delivery. 
Contacts third parties for the purpose of gathering information relevant to the case review in order to determine 
appropriate service delivery.Performing for or Working Directly with the Public:  Promotes a positive image of the 
department by focusing on great customer service while fulfilling the department's mission. Communicates 
professionally with the public to provide excellent customer service and resolve issues.Developing and Building Teams: 
Models effective performance for co-workers and assigned subordinates to provide a role model, encourage success in 
others, and enhance trust. Conducts teambuilding exercises and other group activities to promote positive interaction 
among staff. Identifies appropriate educational and training opportunities for assigned subordinates to improve team 
development and success in service delivery.Communicating with Persons Outside Organization:  Maintains professional 
contact and communication with the public and outside agencies or individuals to share accurate information regarding 
programs or policies to keep the public informed and to resolve customer complaints. Communicates with community 
service providers to ensure effective service delivery to clients. Addresses public concerns about program actions or 
activities to ensure customer satisfaction and accuracy of information. Promotes children's or human services and 
educational programs to the general public, outside organizations, advisory boards, and committees through 
dissemination of current information to inform the public of available resources.Interacting With Computers:  Enters 
necessary information into state and federal databases as required by current procedures to ensure on-going funding of 
services and to meet compliance with reporting deadlines. Uses/oversees computers and computer systems, enters 
data, processes information, and types letters and correspondence in order to document appropriate delivery of 
services. Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Performing 
Administrative Activities:  Approves staff leave, travel, and timesheets through the designated system to guarantee 
employees are compensated for time worked. Ensures staff and client files are maintained and updated through a 
periodic review so that information can be easily located. Writes justification letters for and approves travel expenses to 
ensure employees can meet program expectations for training attendance and coverage of program areas. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                Dealing with Ambiguity                    Directing Others                 Process 
Management                       Command Skills                Managerial Courage                         Organizational Agility                       
Written Communications                Approachability                 Ethics and Values Knowledge:              Intermediate 
Administration and Management                          Basic Clerical Basic Computers and Electronics    Intermediate Customer 
and Personal Service               Intermediate Education and Training             Intermediate Law and Government                 
Intermediate Psychology             Skills:  Intermediate Active Listening           Intermediate Critical Thinking          
Intermediate Monitoring                  Intermediate Reading Comprehension            Intermediate Writing          Intermediate 
Negotiation                 Intermediate Complex Problem Solving        Intermediate Judgment and Decision Making              
Intermediate Management of Personnel Resource                      Intermediate Time ManagementAbilities:  Intermediate 
Inductive Reasoning   Intermediate Oral Comprehension                  Intermediate Written Comprehension             
Intermediate Written Expression                     Intermediate Problem Sensitivity                       
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Tools and Equipment Used: 
 Personal Computer/Laptop Telephone/Cellular Phones Fax Machine Printer/Scanner Digital Camera                   Global 
Positioning System Measuring Tools Wireless Internet Cards Motor VehicleOther Office Related Equipment as Required 
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079682 - FIELD SUPERVISOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4701 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional social services work. Substitution of Education for Experience: Additional 
graduate course work credit received from an accredited college or university in any social and/or behavioral science 
may substitute for the required experience on a month-for-month basis, to a maximum of two years (e.g., 36 graduate 
quarter hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
Substitution of Experience for Education: Four years of professional social services work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation supervisory work of 
average difficulty in supervising a moderate-sized staff; and performs related work as required. Distinguishing Features: 
An employee in this class supervises a moderate-sized staff providing vocational rehabilitation counseling, residential 
support, training center, or educational services. This class differs from Field Supervisor 1 in that an incumbent of the 
latter supervises a small staff providing social or vocational rehabilitation counseling services or determining clients' 
eligibility for social services monetary benefits. This class differs from DHS Program Supervisor in that an incumbent of 
the latter supervises a large subordinate professional staff providing social counseling, rehabilitation counseling, or 
eligibility determination services. 
 
Work Activities: 
Assisting and Caring for Others:  Provides cognitive/behavioral services for clients as a means to eliminate or mitigate 
maladaptive behaviors that may interfere with employment. Determines appropriate educational and or vocational 
support services as a means to close the achievement gap of clients served. Oversees delivery of basic therapy as 
needed to address daily personal issues and improve quality of life. Developing Objectives and Strategies:  Develops 
objectives and strategies to implement services in accordance with state and federal guidelines.Resolving Conflicts and 
Negotiating with Others:  Investigates, responds, and resolves complaints and other disputes among staff, customers, 
and other sources to provide the most effective use of program resources and positive outcomes through mediation, 
discussions, or other problem solving techniques deemed appropriate. Resolves general client concerns regarding 
agency programs, policies, and procedures to assist clients. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance. Monitoring and Controlling Resources:  
Oversees the implementation of vendor contracts to monitor compliance with state and federal indicators. Solicits new 
vendor services when needed to support on-going agency programs. Approves justification forms for exceptional 
services and supplies to safeguard resources and monitor spending.Analyzing Data or Information:  Compares collected 
information to agency records to determine review outcome, recognizing differences or similarities and detecting 
changes in circumstances or events. Breaks down information or data received or obtained from verbal, written, or 
electronic communication into separate parts to evaluate results to choose the best solution and to solve 
problems.Establishing and Maintaining Interpersonal Relationships:  Develops constructive and cooperative working 
relationships with partnering agencies, co-workers, supervisors, other employees, and local governmental agencies 
through meetings and other positive interactions to ensure quality and timely services. Maintains professional working 
relationships with peers, assigned subordinates, and upper management to ensure smooth and effective team 
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operations. Interpreting the Meaning of Information for Others:  Explains and interprets departmental policies and 
procedures and interprets rules and regulations to appropriate parties to ensure consistency of information. Provides 
agency with recommendations for future actions based upon completed case reviews for any needed 
improvements.Evaluating Information to Determine Compliance with Standards:  Evaluates the validity and accuracy of 
decisions made by staff based on established policies and procedures to comply with federal and state guidelines. 
Ensures that children's or human services' and educational legal interventions and administrative review actions meet 
state and federal law by conferring with staff and reviewing case records and supporting documents. Oversees the 
workflow and processing of all assigned work in a children's or human services and or educational program within an 
assigned region by reviewing daily, weekly, and monthly reports/evaluations and case records submitted by staff for 
accuracy, progress and compliance with state and federal law. Identifies training needs by reviewing documented staff 
issues and identifying errors in records to improve the quality of services provided. Evaluates staff training needs by 
reviewing performance evaluations and examining records for timeliness and accuracy to ensure training is appropriate, 
meaningful, and meets the needs of employees.Provide Consultation and Advice to Others:  Develops corrective action 
plans for the job performance of staff and makes recommendations for actions to improve performance and service 
delivery. Conducts mentoring sessions with staff in order to address problems and provide support; discusses stress 
management techniques; and provides information on the Employee Assistance Program (EAP). Assists vendors to 
coordinate the required services of other agencies needed to license facilities such as daycare centers to ensure timely 
and effective service is provided. Explains services and other resources to staff and customers through a variety of 
means (i.e., discussions) to resolve issues.Organizing, Planning, and Prioritizing Work:  Distributes staff assignments 
based on review of program needs to equalize workload. Provides coverage for staff vacancies when possible by 
creating staff rotations or by taking on additional job responsibilities to ensure clients' needs are met and to stay in 
compliance with state and federal guidelines. Ensures appropriate office and field coverage within the regional area to 
meet client needs. Assigns staff to work location areas based on vacancy locations to ensure effective 
coverage.Coaching and Developing Others:  Mentors assigned subordinates by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks. Assigns work based on expertise of staff to ensure the work is appropriate for their developmental 
needs. Provides positive feedback to employees by recognizing goals and achievements to increase morale and 
performance. Staffing Organizational Units: Conducts interviews with applicants and reviews resumes to identify 
relevant skills and work experience to select the most qualified candidate for the position. Reads existing job plans to 
identify appropriate skills in order to select the most qualified candidate. Discusses new hire recommendations with 
management to select the most qualified candidate for the position.Coordinating the Work and Activities of Others:  
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination 
to facilitate timely and accurate task completion.Guiding, Directing, and Motivating Subordinates:  Conducts the 
employee evaluation process to review and provide feedback to the employee regarding their job performance in order 
to confirm effective service delivery, compliance with state law, and understanding of policies and procedures. Provides 
trainings, webinars, and outside educational opportunities that serve to motivate and improve team development and 
performance of assigned staff and vendors. Leads assigned staff and vendors to use relevant information to determine 
whether events and processes comply with laws, regulations, and standards. Communicating with Supervisors, Peers, or 
Subordinates:  Communicates through verbal, written, and electronic communication or in person with peers, 
supervisors, and other agency representatives to obtain policy or procedural clarifications. Communicates with the 
state's attorney to provide information and records regarding a case in the event legal intervention is warranted; may 
provide testimony in court concerning a case to ensure compliance with state and federal laws. Provides information 
through written and electronic communication to state agency representatives in accordance with established 
guidelines to ensure appropriate services are provided and programs are implemented correctly. Organizes meetings on 
various topics for the purpose of providing information related to on-going services within the agency. Discusses existing 
job plans and administrative procedures with staff in an effort to promote understanding of expected program 
outcomes and assigned work. Disseminates policy and procedure information to staff and vendors to ensure continuity 
of service.Updating and Using Relevant Knowledge:  Remains up-to-date on new policies and procedures as they are 
implemented in order to best provide services. Researches, gathers, and applies relevant information to evaluate the 
correctness of cases under review. Pursues professional development, attending required trainings, with respect to 
technical advancements in the field to ensure best practices are available.Thinking Creatively:  Implements new 
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procedures, ideas, relationships, or systems to improve functionality of programs. Works with staff through 
brainstorming sessions and other discussions to formulate creative ideas and find solutions to problems in an effort to 
promote and improve accuracy in the delivery of services.Training and Teaching Others:  Creates corrective action plans 
to assist staff with complex case determination to ensure the correct determination is made. Reviews, revises, and 
delivers existing training materials to staff and customers in order to ascertain accuracy of information. Coaches staff to 
determine eligibility of client in order to provide services under federal or state guidelines. Provides on-going formal and 
informal training to employees, contracted staff, and customers (e.g. child care providers) to educate and inform them 
of program policies and procedures. Provides orientation to new employees through review of policies, procedures, and 
job functions to establish clear expectations. Provides on-going technical assistance to staff for computer operations 
(e.g., instructions for accessing specific databases) in order to complete tasks in a timely manner.Identifying Objects, 
Actions, and Events:  Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations and 
guidelines.Documenting/Recording Information:  Documents and records data of agency records and findings to 
determine correctness of the agency actions. Maintains all relevant records, findings, case records, and actions 
completed as an official record for the department to ensure compliance.Getting Information:  Gathers information 
from all available resources to disseminate to customers, staff, and vendors to ensure effective service delivery. 
Contacts third parties for the purpose of gathering information relevant to the case review in order to determine 
appropriate service delivery.Performing for or Working Directly with the Public:  Promotes a positive image of the 
department by focusing on great customer service while fulfilling the department's mission. Communicates 
professionally with the public to provide excellent customer service and resolve issues.Developing and Building Teams: 
Models effective performance for co-workers and assigned subordinates to provide a role model, encourage success in 
others, and enhance trust. Conducts teambuilding exercises and other group activities to promote positive interaction 
among staff. Identifies appropriate educational and training opportunities for assigned subordinates to improve team 
development and success in service delivery.Communicating with Persons Outside Organization:  Maintains professional 
contact and communication with the public and outside agencies or individuals to share accurate information regarding 
programs or policies to keep the public informed and to resolve customer complaints. Communicates with community 
service providers to ensure effective service delivery to clients. Addresses public concerns about program actions or 
activities to ensure customer satisfaction and accuracy of information. Promotes children's or human services and 
educational programs to the general public, outside organizations, advisory boards, and committees through 
dissemination of current information to inform the public of available resources.Interacting With Computers:  Enters 
necessary information into state and federal databases as required by current procedures to ensure on-going funding of 
services and to meet compliance with reporting deadlines. Uses/oversees computers and computer systems, enters 
data, processes information, and types letters and correspondence in order to document appropriate delivery of 
services. Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Performing 
Administrative Activities:  Approves staff leave, travel, and timesheets through the designated system to guarantee 
employees are compensated for time worked. Ensures staff and client files are maintained and updated through a 
periodic review so that information can be easily located. Writes justification letters for and approves travel expenses to 
ensure employees can meet program expectations for training attendance and coverage of program areas. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                Dealing with Ambiguity                    Directing Others                 Process 
Management                       Command Skills                Managerial Courage                         Organizational Agility                       
Written Communications                Approachability                 Ethics and Values Knowledge:              Intermediate 
Administration and Management                          Basic Clerical Basic Computers and Electronics    Intermediate Customer 
and Personal Service               Intermediate Education and Training             Intermediate Law and Government                 
Intermediate Psychology             Skills:  Intermediate Active Listening           Intermediate Critical Thinking          
Intermediate Monitoring                  Intermediate Reading Comprehension            Intermediate Writing          Intermediate 
Negotiation                 Intermediate Complex Problem Solving        Intermediate Judgment and Decision Making              
Intermediate Management of Personnel Resource                      Intermediate Time ManagementAbilities:  Intermediate 
Inductive Reasoning   Intermediate Oral Comprehension                  Intermediate Written Comprehension             
Intermediate Written Expression                     Intermediate Problem Sensitivity                       



 TN Job Classification Specifications  
September 22, 2020 

 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone/Cellular Phones Fax Machine Printer/Scanner Digital Camera                   Global 
Positioning System Measuring Tools Wireless Internet Cards Motor VehicleOther Office Related Equipment as Required 
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079192 - FINANCIAL AID PROG SPECIALIST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  4340 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional financial aid or financial lending work; qualifying full-time professional 
experience may be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator's license at the 
time of appointment.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for financial aid program review and technical assistance work, 
and/or program administrative duties of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class either (1) organizes and conducts program reviews and evaluations of the Federal 
Family Education Loan (FFEL) Program, the Tennessee Student Assistance Award (TSAA) Program and other financial aid 
programs administered by the Tennessee Student Assistance Corporation at participating lending institutions and/or 
post secondary educational institutions; (2) serves as a liaison for the TSAC with lending and educational institutions, 
and loan recipients in providing daily technical program assistance; (3) administers a student work incentive program; 
(4) coordinates the application, selection, and awarding process in specified scholarship programs; or (5) manages 
technical assistance communications and provides technical assistance training to lending and educational institutions. 
An employee in this class will also assist in dissemination of financial aid information to the general public and other 
interested parties. This class differs from Student Loan Program Administrator in that the incumbent of the latter plans, 
organizes, and directs all FFEL programs administered by TSAC. This class differs from Student Financial Aid Compliance 
Administrator in that the incumbent of the latter plans, organizes, and directs the student financial aid compliance 
review and scholarship programs for TSAC. 
 
Work Activities: 
Financial Aid Review Assignment:1. Organizes and conducts reviews and evaluations of the FFEL, TSAA, and other TSAC 
programs at participating lending institutions and/or post secondary educational institutions.2. Analyzes and evaluates 
all data at the institutions to determine completeness, accuracy, and compliance with FFEL, TSAA, and other TSAC 
program guidelines.3. Establishes and maintains personal contacts with institution officials in order to explain, interpret, 
and enforce financial aid program policies and procedures, discuss any discrepancies noted in the program review, and 
suggest plans for corrective action.4. Maintains lender review files and/or post secondary financial aid files; prepares 
follow-up evaluation reports to lending institutions or post secondary institutions identifying specific problems, 
explaining regulations, and suggesting actions for correction; prepares correspondence to pertinent officials regarding 
program reviews; maintains accurate financial reimbursement records occurring as a result of the program 
review.Lender/School Relations Specialist Assignment:1. Provides information orally or through written correspondence 
to post secondary educational institution personnel, lending institution personnel, students, parents, and other 
interested parties regarding policies and regulations pertaining to FFEL programs administered by TSAC.2. Maintains 
correspondence and communications files on all post secondary educational and lending institutions.3. Monitors reports 
and prepares appropriate analysis on participating institutions.4. Assists in the development, design, and revision of all 
loan program forms; monitors forms inventory and places orders for additional forms as necessary.5. Provides training 
for lender, loan servicers and/or financial aid administrators.Student Work Incentive Assignment:1. Develops policies, 
procedures, and forms needed to implement and monitor the work incentive program.2. Assists institutional 
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administrators in locating and establishing work opportunities for students.3. Provides training for employers and 
institutional financial aid officers.4. Develops recruitment and training materials and presentations for employers and 
students.5. Monitors and directs the work program to ensure that students are employed and paid and that employers 
are reimbursed timely and accurately.6. Provides information and reports as requested to aid colleges, students, 
employers, and TSAC staff.7. Visits job sites for evaluation and follow-up.Technical Assistance Specialist Assignment:1. 
Schedules and conducts training sessions for inexperienced financial aid personnel.2. Responds to requests for technical 
assistance from school officials and lenders participating in FFEL, TSAA and other TSAC programs.3. Develops and 
publishes periodic technical assistance updates on new TSAC initiatives and policies, new federal and state regulations, 
program changes, and general reports to post secondary educational institutions and lending institutions.4. Assists in 
providing program updates to secondary school guidance counselors, parents, and students; actively volunteers to 
participate in high school financial aid workshops.5. Provides updates and improvements for TSAC informational 
brochures.6. Establishes and maintains personal contacts with officials at educational and lending institutions 
participating in FFEL, TSAA and other TSAC programs.7. May assist in conducting school program reviews.Scholarship 
Coordinator Assignment1. Provides information orally or through written correspondence to postsecondary educational 
institution personnel, students, high school counselors, parents, and other interested parties regarding policies and 
regulations pertaining to scholarship programs administered by TSAC.2. Coordinates scholarship and loan forgiveness 
application process including communications with interested students, parents, high schools, colleges and universities, 
and notification to eligible applicants.3. Recommends policies, procedures, forms, and materials needed to administer 
scholarship and loan forgiveness programs.4. Maintains active correspondence and timely information to recipients and 
their colleges and universities regarding certification rosters, service obligations, and service verifications.5. Conducts 
financial aid workshops throughout the state providing information on the financial aid process, scholarships, and loan 
forgiveness programs.6. Monitors, directs, and evaluates financial transactions to assure reconciliation and that 
recipients receive awards in an efficient and timely manner. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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075645 - FINANCIAL ANALYSIS ASST DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  9126 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting, 
finance, economics, insurance, risk management or a related field and seven years of experience in any of the following: 
accounting, auditing of financial records and management practices, or financial/insurance work in risk or 
policy/procedure analysis.  At least five of the seven years must be performing supervisory work in the requested areas 
of experience. 
 
Other Requirements: 
Necessary Special Qualifications:  Complete a criminal history and background disclosure form in a manner approved by 
the appointing authority. Designated as either a Certified Financial Examiner from the Society of Financial Examiners or a 
Certified Public Accountant. Designated as a Professional in Insurance Regulation from the National Association of 
Insurance Commissioners. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for overseeing risk-focused financial analysis of insurance companies 
and supervisory work of average and considerable difficulty; and performs related work as required.                                                    
Distinguishing Features: This is the second supervisory class in the Insurance Financial Analyst series. An employee in 
this class is responsible for providing assistance to the Financial Analysis Director with regard to oversight of the Analysis 
Division. This class differs from the Insurance Financial Analysis Manager in that an incumbent of the latter oversees the 
operational tasks of an analyst team within the division. This class differs from the Financial Analysis Director in that an 
incumbent of the latter oversees the entire Financial Affairs section.  
 
Work Activities: 
 Oversees the workflow of the analysis process: ensures analyses within the division are in compliance with the National 
Association of Insurance Commissioner’s (NAIC) Accreditation Program Manual; determines assignments of insurer and 
insurance groups and the level of oversight provided to analysts based on risks, complexity, and staff abilities.    Reviews 
NAIC’s Form A  -   Mergers/Acquisitions, Form D  -  Prior Notice of a Transaction, and Own Risk and Solvency Assessment 
(ORSA) analysis: participates in hearings as needed.    Audits complex analysis reports of an insurance company to 
monitor current and prospective financial solvency of the company: ensures assessment procedures outlined in the 
Financial Analysis Handbook are followed; checks that all relevant information has been gathered and pulled from 
available resources; makes revisions to analysis results if necessary; confirms that companies are in compliance with 
NAIC standards/guidelines and Tennessee state laws, rules, and regulations.    Trains analysts on the application of risk-
focused surveillance concepts and advanced analytical skills.     Oversees and monitors analysis documentation: review 
and revise Insurer Profile Summary and/or Group Profile Summary to regularly to ensure significant risks are being 
detected.    Corresponds with company executives, department staff, and other state, federal, or international 
regulators to investigate issues identified, evaluate company responses and propose additional regulatory actions if 
warranted.    Supervises staff: develops job performance plans, documents performance; provides performance 
feedback and developmental guidance for assigned subordinates.   Leads NAIC working group calls to represent the 
State of TN: provides input for revisions to the NAIC Handbook, troubled companies, liquidation processes, etc.  
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Business Acumen Developing Direct Reports and Others Ethics and Values 
Integrity and Trust Intellectual Horsepower Listening Problem Solving Time Management Written Communications 
Knowledge: Administration and Management Computers and Electronics Customer and Personal Service Economics and 
Accounting Education and Training English Language Law and Government Mathematics Skills: Complex Problem Solving 
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Coordination Critical Thinking Instructing Judgment and Decision Making Management of Personnel Resources Reading 
Comprehension Speaking Time Management  Writing  Abilities: Deductive Reasoning Fluency of Ideas Inductive 
Reasoning Information Ordering Mathematical Reasoning Number Facility Oral Comprehension Oral Expression Written 
Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Phone  Scanner/Copier Printer 
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029411 - FINANCIAL ANALYST 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1077 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073052 - FINANCIAL SERVICES INVESTG 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3161 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
criminal justice, or accounting and professional experience equivalent to one year in one or a combination of the 
following: 1) financial examination of banks, insurance, or securities, or 2) financial fraud investigations. Substitution of 
Experience for Education: Experience in banking, financial services, auditing, accounting, law enforcement, risk 
management, or other investigative fields may substitute for the required education on a year-for-year basis, for a 
maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting financial services investigation work of average 
difficulty, and performs related work as required.                   Distinguishing Features: This is the working-level class in the 
Financial Services Investigator series.  An employee in this class is responsible for performing financial investigations 
related to securities or insurance fraud, which includes performing all investigatory duties and collaborating with 
internal and external personnel relevant to each case.  This class is flexibly staffed with and differs from that of Financial 
Services Investigator 1, in that an incumbent of the latter performs entry-level duties and is learning to conduct 
investigations.  This class differs from the Financial Services Investigator 3 in that an incumbent of the latter conducts 
the most complex investigations and serves as a lead to less experienced investigators.  
 
Work Activities: 
Thinking Creatively  Creates graphs, charts, and tables as necessary to clarify data and conclusions drawn. Provides 
recommendations to leadership team in creating or modifying policies and procedures utilized in the work unit. Works 
closely with FSIU staff to develop unique solutions to cases. Performing Administrative Activities  Enters leave requests, 
travel reimbursement, acknowledgment of performance evaluations, and payable time. Analyzing Data or Information  
Compares allegations against information in insurance or trading records, computer system data, financial spreadsheets, 
offering documents, prospectus, and other financial records to determine if there is adequate predication for a full-scale 
investigation. Analyzes case information to make appropriate determination for administrative action. Compares bank, 
insurance, and stock records and other financial data of an individual or company to financial records of the suspect's 
insurer, vendors, customers, or banks to determine the accuracy of financial reports. Identifies individuals that may 
potentially serve as witnesses in an investigation hearing based on their relevance to the case. Interprets interviewees' 
non-verbal responses in order to determine the credibility of statements. Identifies evidence that can be used in an 
administrative action from the surveillance data. Compares interview notes and observations against official witness 
correspondence in order to detail the relevant findings. Arranges files and court exhibits according to the needs of the 
case in order to prepare for testifying in court. Reviews criminal history of subjects for information relevant to cases. 
Establishing and Maintaining Interpersonal Relationships  Works closely with external organizations to maintain existing 
relationships. Participates in multi-agency task forces for the purposes of case development and information sharing 
with respective agencies. Updating and Using Relevant Knowledge  Maintains continuing education requirements for 
various certifications (i.e. Certified Fraud Examiner and CPA). Maintains up-to-date knowledge on hot topics and trends 
within the insurance and securities industries. Monitor Processes, Materials, or Surroundings  Maintains the integrity of 
evidence gathered for an investigation. Secures rooms, buildings, vehicles, or other locations to prevent the removal, 
alteration, or destruction of evidence according to state and federal standards. May observe suspects on foot, in a 
motor vehicle, or from a stationary position to record a suspect's actions. Evaluating Information to Determine 
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Compliance with Standards  Identifies any state or federal statutes that may have been violated. Identifies findings from 
documents and financial analyses that demonstrate a violation was committed according to statutes, case law, and 
agency policy. Evaluate relevant financial information in order to determine whether any applicable statutes have been 
violated. Identifies areas in which additional proof is needed to proceed with the investigation based on external 
agencies' and Departmental policies and procedures, accounting principles, and insurance statutes. Evaluates allegations 
of violations to determine whether or not adequate justification exists for an investigation to be opened. 
Communicating with Persons Outside Organization  Testifies to a judge, district attorney, or grand jury in court or at 
departmental hearings regarding FSIU cases. Works with departmental leadership and legal team to respond to inquiries 
from attorneys or a judge concerning technical conclusions reached during an investigation. Communicates with 
potential witnesses in a fraud investigation hearing in order to schedule witness's participation and provide basic 
information regarding the case. Verifies the documents used in court for evidence are true and accurate. Conducts 
interviews related to an insurance fraud or securities allegations. May serve a subpoena to the suspect or suspect's 
attorney by mail or in-person delivery. Provides technical expertise regarding financial accounting, statutory accounting, 
forensic accounting, and FSIU policies and procedures to other law enforcement agencies, those internal to the 
organization, and others. Coordinates with and assists other governmental agencies as needed. Collaborates with and 
observes proceedings in other agencies, the court system, or other organizations to gather data relevant to FSIU cases. 
Educates governmental agencies, citizens' groups, and other organizations on investment schemes, investment 
protection, and fraud awareness. Organizing, Planning, and Prioritizing Work  Develops a detailed work plan for full-scale 
investigations. Develops itineraries as needed. Documenting/Recording Information  Writes a technical report which 
documents the results of the investigation. Writes a report that details results of the preliminary investigation. Compiles 
all documents collected, analyses performed, and relevant information obtained during an investigation into a standard 
format to be used as a reference guide in court proceedings. Records where evidence was received, who was in 
possession of the evidence, and how it was protected and stored in order to establish the chain of custody. Writes an 
official statement that legally documents the suspect's anticipated testimony for the suspect to sign. Labels each item of 
evidence with an identification number and description to be used for classification and retrieval. May serve as a witness 
for the lead investigator to ensure that the interview is performed according to established standards and procedures. 
Describes resources and documents such as financial records, interviews, financial analyses, and surveillance techniques 
necessary to obtain evidence based on the elements of the allegation. Records responses to questions asked during the 
interview to accurately document facts and statements that may be used in court. Interacting With Computers  Creates 
and reviews electronic spreadsheets and databases detailing disbursements, receipts, and policies in order to make 
comparisons between relevant financial information. Conducts research and surveillance on potential violations. Utilizes 
basic word processing and presentation software to accomplish tasks. Getting Information  Performs surveillance work 
related to an investigation by selecting an appropriate method, such as photography or tape recording, for gathering 
evidence based on circumstances of case and rights of suspects or individuals. Searches commercial, state, and federal 
databases in order to check the availability of information, such as personal, criminal, and business history, tax returns, 
loan documents, and other financial statements pertinent to the investigation. Performs investigative activities for full-
scale investigations, including cases that involve a statewide geographic area, multiple investigators, and outside 
agencies and personnel. Records actions and conversations of suspects using video cameras, audio intelligence devices, 
tape records, and other surveillance devices. Locates and secures documentation sufficient to support cases. 
Coordinates with legal team to request subpoenas from the agency's legal department for suspects' financial records 
and/or personal appearance. Collects digital and written information from on-site visits using scanning, copying, and 
other equipment. Asks staff from appropriate commercial, state, and federal agencies for relevant information. 
Operating Vehicles, Mechanized Devices, or Equipment  Operates vehicles in order to carry out applicable duties. 
Communicating with Supervisors, Peers, or Subordinates  Works closely with leadership and peers to accomplish team 
objectives. Collaborates with FISU staff to develop methods for moving forward with cases. Discusses findings with 
management, director, and other personnel participating in the investigation to determine if an adequate amount of 
proof has been established to go forward with legal action against the suspect. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Listening Time Management Composure Problem Solving Decision Quality 
Organizational Agility Action Oriented Written Communications Customer Focus Knowledge:  Knowledge of Investigative 
Principles Knowledge of Law and Government Knowledge of Basic Computer Applications Knowledge of Psychology 
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Knowledge of Accounting Principles Knowledge of Public Safety and Security Skills:  Judgment and Decision Making 
Critical Thinking Writing Complex Problem Solving Active Listening Negotiating Reading Comprehension Speaking 
Monitoring Time Management Coordination Social Perceptiveness Abilities:  Oral Comprehension Inductive Reasoning 
Written Comprehension Selective Attention Written Expression Ability to Solicit Information from Others Speech Clarity 
Oral Expression Deductive Reasoning Flexibility of Closure Visualization 
 
Tools and Equipment Used: 
 Vehicle Computers Fax Machines Copiers Scanners Phones Calculators Recording Devices Label Device GPS 
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073053 - FINANCIAL SERVICES INVESTIG 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3162 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
criminal justice, accounting, or a related investigative field and professional experience equivalent to two years in one or 
a combination of the following: 1) financial examination of banks, insurance, or securities, or 2) financial fraud 
investigations.   
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting financial services investigations of considerable 
difficulty, frequently serving as a lead to less experienced investigators, and performs related work as required. 
Distinguishing Features: This is the lead-level class in the Financial Services Investigator series.  An employee in this class 
conducts more complex securities and insurance fraud investigations and leads Financial Services Investigator 1, and 2, 
personnel in the performance of their duties.  This class differs from that of Financial Services Investigator 2, in that an 
incumbent of the latter performs investigations of average duties and does not lead or train other staff members.  This 
class differs from that of Financial Services Investigations Manager in that an incumbent of the latter manages the 
operations of the unit and supervises its staff.  
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates  Serves as a lead for other investigators. May provide peer review of the 
final report and all other documents submitted by other investigators in order to check that information is presented 
according to established reporting guidelines and legal requirements. Reviews investigators' interview questions and 
related documents in order to ensure that interview content and case-relevant materials are accurate and appropriate. 
May lead members of a multi-agency task force in investigation, providing guidance on documents and steps needed to 
move forward. Performing Administrative Activities  Enters leave requests, work schedule, travel reimbursement, 
acknowledgment of performance evaluations, and payable time. Provide Consultation and Advice to Others  Provides 
technical assistance to investigators during an investigation in order to support case activities. Supports FSIU staff by 
providing expert technical guidance and information related to processes, procedures, and Departmental technology. 
Educates external personnel on the nature of securities and securities-related issues as it relates to their field. 
Coordinating the Work and Activities of Others  Leads staff in the investigation of FSIU-assigned charges or complaints. 
Coordinates with witnesses to schedule times for administrative hearings, statements, or to gather additional 
information. Evaluating Information to Determine Compliance with Standards  Identifies any state or federal statutes 
that may have been violated. Evaluates allegations of violations to determine whether or not adequate justification 
exists for an investigation to be opened. Evaluate relevant financial information in order to determine whether any 
applicable statutes have been violated. Identifies findings from documents and financial analyses that demonstrate a 
violation was committed according to statutes, case law, and agency policy. Identifies areas in which additional proof is 
needed to proceed with the investigation based on external agencies' and Departmental policies and procedures, 
accounting principles, and insurance statutes. Communicating with Supervisors, Peers, or Subordinates  Assists 
investigative staff with processes, procedures, and technical guidance. Brainstorms with investigative staff regarding 
solutions for current cases. Discusses findings with management, director, and other personnel participating in the 
investigation to determine if an adequate amount of proof has been established to go forward with legal action against 
the suspect. Analyzing Data or Information  Compares allegations against information in insurance or trading records, 
computer system data, financial spreadsheets, offering documents, prospectus, and other financial records to 
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determine if there is adequate predication for a full-scale investigation. Analyzes data to provide appropriate 
recommendation of administrative action or closure. Compares bank, insurance, and stock records and other financial 
data of an individual or company to financial records of the suspect's insurer, vendors, customers, or banks to determine 
the accuracy of financial reports. Identifies individuals that may potentially serve as witnesses in an investigation hearing 
based on their relevance to the case. Identifies evidence that can be used in an administrative action from the 
surveillance data. Compares interview notes and observations against official witness correspondence in order to detail 
the relevant findings. Arranges files and court exhibits according to the needs of the case in order to prepare for 
testifying in court. Interprets interviewees' non-verbal responses in order to determine the credibility of statements. 
Monitor Processes, Materials, or Surroundings  Maintains the integrity of evidence gathered for an investigation. 
Secures rooms, buildings, vehicles, or other locations to prevent the removal, alteration, or destruction of evidence 
according to state and federal standards. May observe suspects on foot, in a motor vehicle, or from a stationary position 
to record a suspect's actions. Updating and Using Relevant Knowledge  Maintains continuing education requirements for 
various certifications (i.e. Certified Fraud Examiner and CPA). Participates in and reviews discussions of hot topics and 
trends within the field. Documenting/Recording Information  Records where evidence was received, who was in 
possession of the evidence, and how it was protected and stored in order to establish the chain of custody. Writes an 
official statement that legally documents the suspect's anticipated testimony for the suspect to sign. Writes a technical 
report which documents the results of the investigation. Compiles all documents collected, analyses performed, and 
relevant information obtained during an investigation into a standard format to be used as a reference guide in court 
proceedings. Labels each item of evidence with an identification number and description to be used for classification 
and retrieval. May serve as a witness for the lead investigator to ensure that the interview is performed according to 
established standards and procedures. Describes resources and documents such as financial records, interviews, 
financial analyses, and surveillance techniques necessary to obtain evidence based on the elements of the allegation. 
Records responses to questions asked during the interview to accurately document facts and statements that may be 
used in court. Documents regular updates and changes in case status. Writes a report that details results of the 
preliminary investigation. Communicating with Persons Outside Organization  Provides technical expertise regarding 
financial accounting, statutory accounting, forensic accounting, and FSIU policies and procedures to other law 
enforcement agencies, those internal to the organization, and others. Testifies to a judge, district attorney, or grand jury 
in court or at departmental hearings regarding FSIU cases. Verifies the documents used in court for evidence are true 
and accurate. Conducts interviews related to an insurance fraud or securities allegations. Communicates with potential 
witnesses in a fraud investigation hearing in order to schedule witness's participation and provide basic information 
regarding the case. May serve a subpoena to the suspect or suspect's attorney by mail or in-person delivery. 
Coordinates with and assists other governmental agencies as needed. Works with departmental leadership and legal 
team to respond to inquiries from attorneys or a judge concerning technical conclusions reached during an 
investigation. Getting Information  Performs investigative activities for full-scale investigations, including cases that 
involve a statewide geographic area, multiple investigators, and outside agencies and personnel. Interviews 
complainants, witnesses, and victims to gather relevant information for case. Locates and secures documentation 
sufficient to support cases. Requests subpoenas from the agency's legal department for suspects' financial records 
and/or personal appearance. Performs surveillance work related to an investigation by selecting an appropriate method, 
such as photography or tape recording, for gathering evidence based on circumstances of case and rights of suspects or 
individuals. Collects digital and written information from on-site visits using scanning, copying, and other equipment. 
Records actions and conversations of suspects using video cameras, audio intelligence devices, tape records, and other 
surveillance devices. Asks staff from appropriate commercial, state, and federal agencies for relevant information. 
Searches commercial, state, and federal databases in order to check the availability of information, such as personal, 
criminal, and business history, tax returns, loan documents, and other financial statements pertinent to the 
investigation. Establishing and Maintaining Interpersonal Relationships  Participates in multi-agency task forces for the 
purposes of case development and information sharing with respective agencies. Works closely with and assists District 
Attorney's office and other governmental agencies. Thinking Creatively  Provides recommendations on improvements to 
policies and procedures in the work unit. Collaborates with FSIU staff to develop unique solutions and applications of 
statute to cases and practices. Creates graphs, charts, and tables as necessary to clarify data and conclusions drawn. 
Operating Vehicles, Mechanized Devices, or Equipment  Operates vehicles in order to carry out applicable duties. 
Interacting With Computers  Conducts research and surveillance on potential violations. Creates and reviews electronic 
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spreadsheets and databases detailing disbursements, receipts, and policies in order to make comparisons between 
relevant financial information. Utilizes word processing software to create investigation reports. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Ethics and Values Customer Focus Understanding Others Building Effective Teams 
Problem Solving Written Communications Dealing with Ambiguity Time Management Conflict Management Knowledge:  
Knowledge of Investigation Principles Knowledge of Law and Government Knowledge of Securities and Accounting 
Principles Knowledge of Basic Computer Applications Knowledge of Customer Service Principles Knowledge of 
Psychology Knowledge of Public Safety and Security Basic Clerical Knowledge Skills:  Judgment and Decision Making 
Instructing Service Orientation Time Management Complex Problem Solving Coordination Critical Thinking Persuasion 
Active Listening Writing Reading Comprehension Speaking Social Perceptiveness Abilities:  Written Expression Time 
Sharing Deductive Reasoning Inductive Reasoning Selective Attention Ability to Solicit Information from Others 
Visualization Flexibility of Closure Problem Sensitivity Written Comprehension Oral Comprehension Oral Expression 
Originality Speech Clarity 
 
Tools and Equipment Used: 
 Vehicle Computers Fax Machines Copiers Scanners Phones Calculators 
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038434 - FIRE & BUILDING CODE INSP MGR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1525 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades; 
including at least one year in a  supervisory role. Substitution of a Specific Associate's Degree for the Required Bachelor's 
Degree: Graduation from an accredited college, university, or technical institute with an associate's degree in fire-
protection engineering technology, fire science, engineering technology, and/or construction technology may be 
substituted for the required Bachelor's degree.Substitution of Education for Experience: Graduate course work received 
from an accredited college or university in fire science, architecture, engineering, or related field may substitute for the 
required experience on a year-for-year basis to a maximum of one year; there being no substitution for the required 
supervisory experience. Substitution of Experience for Education: Qualifying full-time experience in one or a 
combination of the following areas may substitute for the required education on a year-for-year basis to a maximum of 
four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or engineering 
plans to determine compliance with fire and building safety codes (4) construction project management (5) arson 
investigation of commercial or residential building structures; (6) fire or building inspections or design for buildings 
under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; (8) or 
other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time work in 
one or a combination of the above listed fields may substitute for one year of the required education). OR  Graduation 
from an accredited college, university, or technical institute with an associate's degree and experience equivalent to five 
years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) engineering or 
architecture (3) reviewing architectural or engineering plans to determine compliance with fire and building safety codes 
(4) construction project management (5) arson investigation of commercial or residential building structures; (6) fire or 
building inspections or design for buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, 
mechanical, electrical, inspection; (8) or other related building maintenance or construction trades;  including at least 
one year in a  supervisory role. 
 
Other Requirements: 
 Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managing fire and building code inspection work of 
considerable difficulty and administrative work of average difficulty; performs related work as required. Distinguishing 
Features: This is the managerial class in the Fire and Building Code Inspector series. An employee in this class is 
responsible for planning, organizing, and managing all fire and building code inspection activities on a statewide basis. 
This class differs from the Fire and Building Code Inspector Supervisor in that an incumbent of the latter supervises 
subordinate staff within an assigned geographical region. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings:1. Monitors and reviews information from materials, events, or the 
environment to detect or assess problems.2. May monitor work queues and tracking spreadsheets to ensure inspections 
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are coordinated and completed according to requirements.3. May monitor work calendars to ensure proper coverage of 
assigned territories.4. May monitor GPS data to ensure routes and schedules are followed appropriately.Making 
Decisions and Solving Problems:1. Makes decisions on whether to approve alternative methods of code compliance.2. 
Makes decisions on how to solve complex code problems or issues.3. Makes decisions on whether to recommend job 
candidates who best fit available positions based on supervisor recommendation and available documentation.4. 
Reviews and approves recommendations for corrective action in complex matters.5. Reviews reports for accuracy and 
code compliance.6. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with state laws, departmental rules, regulations, guidelines, processes, and 
procedures.Interpreting the Meaning of Information for Others:1. May be required to thoroughly explain details of 
inspections and reports by testifying under oath to judges, district attorneys, grand juries, or commissioners in 
depositions, court, and/or departmental or regulatory board hearing.2. Interprets codes and code violations for external 
customers.3. Interprets changes in policies, code requirements, department rules, state laws, and procedures for 
internal and external customers and subordinates.Guiding, Directing, and Motivating Subordinates:1. For complex 
issues, guides assigned subordinates in using relevant information and individual judgment to determine whether events 
and processes comply with laws, regulations, departmental rules, and standards.2. May monitor performance, including 
daily reports and activity, inspection progress, work queues, work calendars, and other duties to ensure subordinates 
are performing at acceptable levels.Thinking Creatively:1. Recommends alternative methods of code compliance.2. 
Devises methods to maintain proper staffing levels and continued high levels of customer service.3. Contributes 
recommendations to improve processes and procedures.Communicating with Persons Outside Organization:1. 
Corresponds with building owners, architects, or engineers regarding methods that could bring a building or building 
system in compliance with state laws, codes, regulations, and standard violations.2. Corresponds with the general public 
regarding fire safety or construction violations made by contractors, architects, engineers, or building administrators.3. 
Discusses fire safety, building code requirements, and policy and procedure changes with architects, engineers, and 
building administrators to educate the public.4. Communicates with persons engaging in construction or blasting activity 
to implement corrective measures, which may include delivering stop-work orders.5. Communicates with other 
government agencies, including state agencies and local government, related to codes or blasting activity.6. 
Communicates with complainants to explain blasting regulations.7. May conduct meetings on fire safety and 
prevention.Inspecting Equipment, Structures, or Materials:1. May supervise the inspection of new buildings or existing 
building designs to determine code compliance with state laws, codes, regulations, departmental rules, and standards.2. 
May supervise the inspection and/or monitoring of construction sites to ensure adherence to state laws, codes, 
regulations, departmental rules, and standards.3. May supervise required annual fire and building code compliance 
inspections to ensure compliance with state laws, codes, regulations, departmental rules, and standards.4. May 
supervise fire code compliance follow-up inspections to ensure that corrective actions have been taken in cases where 
violations were found.5. May supervise and witness the inspection and the testing of fire protection or fire detection 
systems to ensure installation is in accordance with appropriate state laws, codes, regulations, departmental rules, and 
standards.Staffing Organizational Units:1. Interviews and recommends the hiring and/or promotion of 
employees.Evaluating Information to Determine Compliance with Standards:1. May inspect location and conditions of 
major building systems components (e.g., electrical systems, mechanical systems, plumbing) to determine suitability and 
conformance to state laws.2. May validate standards that validate complaints of state laws, codes, regulations, 
departmental rules, and standards that validate complaints received from the public.3. Reviews architectural and 
engineering construction plans for buildings to determine compliance with state laws, codes, regulations, departmental 
rules, and standards.4. Verifies inspector's documentation and information related to inspections and complaints of a 
complex nature.5. Confers and consults with owners and authorities to explain state laws, codes, regulations, 
departmental rules, and standards to recommend modification.6. Monitors inspection of complaints to ensure that 
complaint inspections are performed.7. Monitors continuing education of employees to ensure compliance with 
required continuing education hours.Updating and Using Relevant Knowledge:1. Maintains required fire safety 
certification.2. Reviews state laws, codes, regulations, and standards to identify standard occupancy type and other 
requirements (e.g. height, area, sprinkler systems) for building, building systems, or fire safety equipment.3. Reviews 
changes in codes, standards, and rules when changes occur to maintain compliance.4. Attends approved training for 
continuing education units (CEUs).5. Stays up-to-date with technological changes, including those in building elements, 
fire alarm systems, and suppression systems that may affect application of codes.Processing Information:1. May 
calculate building area and occupant load of a given space.2. May verify calculations performed by inspection staff.3. 
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May calculate weight of explosives related to blasting.4. May calculate inspection metrics through the use of established 
tracking methods.Coordinating the Work and Activity of Others:1. May coordinate inspections and coverage for 
territories to account for inspectors on leave or other situations which may require reallocation of resources.2. 
Coordinates training opportunities for staff.Resolving Conflicts and Negotiating with Others:1. Resolves complex 
conflicts to ensure timely and efficient performance and maintain positive working relationships.2. Maintains a 
respectful and productive work environment within the work unit to minimize disputes and facilitate 
performance.Communicating with Supervisors, Peers, or Subordinates:1. Provides information to management, co-
workers, and subordinates by telephone, in written form, through e-mail or in person.2. Provides code updates to 
subordinates to ensure performance meets any changes in code.3. Conducts staff meetings for regular updates, 
feedback, and changes.4. Communicates with management regarding sensitive issues.Getting Information:5. Receives 
information via e-mail and phone calls from internal and external customers regarding complex matters, including, but 
not limited to plan review, projects, and equivalency concepts.6. Receives directives to disseminate to inspection staff 
related to administrative matters.7. Receives pertinent information related to complaints to assist in resolution.8. 
Receives pertinent information and reports from subordinates regarding complex inspections.9. Receives 
documentation and reports from engineers, contractors and sub-contractors to ensure that facilities are built to design 
specifications and all applicable codes and regulations are met.10. Receives reports from architects, engineers, or other 
personnel to gather detailed data (e.g., test reports, licenses, shot reports and seismographic data, blasting records).11.. 
Receives weekly reports from regional supervisors.Providing Consultation and Advice to Others:1. Provides guidance and 
expert advice to management or other groups on technical, systems-related, or process-related topics.Performing 
Administrative Activities:1. Conducts performance evaluations in accordance with state requirements and timelines.2. 
Approves time, leave, and travel authorizations for subordinates.3. Enters time and leave requests and travel 
authorizations into electronic database.4. Creates and/or reviews weekly reports for management review.Interacting 
with Computers:1. Uses office productivity software, such as the Microsoft Office Suite, in the performance of job 
responsibilities.2. Uses mobile devices, including phones and tablets, in the course of inspections.3. Searches databases 
for relevant building information.Coaching and Developing Others:1. Identifies performance deficiencies and addresses 
them with subordinates to improve performance.2. Coaches subordinates in matters related to policies and 
procedures.Documenting/Recording Information:1. Writes detailed reports documenting state laws, codes, regulations, 
rules, and standard violations.2. Reviews a variety of records and reports such as technical reports on design and 
construction.3. Enters, transcribes, records, stores, and maintains information in written or electronic form.Training and 
Teaching Others:1. Conducts agency-specific and specialized training for agency employees to comply with 
departmental rules, state laws, regulations, guidelines, processes, and procedures that facilitate change and improve 
initiatives.2. Identifies the educational needs of others; develops educational, training programs or classes, and 
teaches/instructs others.3. Schedules meetings and/or presentations for internal and external personnel.Organizing, 
Planning, and Prioritizing Work:1. Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.2. Organizes and prioritizes personal workload and the workload of assigned 
subordinates using calendars, lists, and other methods to ensure timely and accurate completion of work.Identifying 
Objects, Actions, and Events:1. Identifies work priorities to ensure the most important work is completed first based on 
work experience, supervisor guidance, state laws, regulations, departmental rules and guidelines.Developing and 
Building Teams:1. Models effective performance for co-workers and assigned subordinates, encourages success in 
others, and enhances trust.2. Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development.Operating Vehicles, Mechanized Devices, or Equipment:1. Operates vehicle in performance of job 
duties.Establishing and Maintaining Interpersonal Relationships:1. Develops constructive and cooperative working 
relationships with others, and maintains them over time.2. Networks with internal and external business 
partners.Scheduling Work and Activities:1. Schedules follow-up inspections for complex matters.2. Schedules meetings 
and/or presentations for internal and external personnel.Judging the Qualities of Things, Services, or People:1. Assesses 
how well a supervisor performs their assigned job duties.2. Reviews and assesses supervisor reports to ensure quality 
matches department expectations.Performing General Physical Activities:1. Performing physical activities that require 
considerable use of your arms and legs, and movement of your whole body, such as climbing, lifting, balancing, walking, 
and stooping. 
 
Competencies (KSA’s): 
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Competencies:1. Decision Quality2. Problem Solving3. Written Communication4. Priority Setting5. Delegation6. Dealing 
with Ambiguity7. Informing8. Composure9. Process Management10. Managerial CourageKnowledge:1. Administrative 
Management2. Building and Construction3. Education and Training4. Mathematics5. Clerical6. Personnel and  Human 
Resources7. Law and GovernmentSkills:1. Speaking2. Writing3. Reading Comprehension4. Instructing5. Active Learning6. 
Service Orientation7. Active Listening8. Judgment/Decision Making9. Complex Problem Solving10. Troubleshooting11. 
Quality Control Analysis12. Critical Thinking13. Management of Personnel Resources14. Mathematics15. Social 
Perceptiveness16. Learning Strategies17. Time Management18. MonitoringAbilities:1. Written Expression2. Written 
Comprehension3. Oral Comprehension4. Oral Expression5. Deductive Reasoning6. Speech Clarity7. Problem Sensitivity8. 
Time Sharing9. Selective Attention10. Originality11. Number Facility 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Scanner6. Copy Machine7. Calculator8. Electronic 
Devices9. Smart Phone10. Flashlight11. Decibel Reader12. Tape Measure13. Camera14. Engineer and Architect Rules15. 
Personal Protection Equipment16. Pitch Level17. Fire Safety Equipment18. Ground Fault Circuit Interrupter 
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038434 - FIRE & BUILDING CODE INSP MGR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1526 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades; 
including at least one year in a  supervisory role. Substitution of a Specific Associate's Degree for the Required Bachelor's 
Degree: Graduation from an accredited college, university, or technical institute with an associate's degree in fire-
protection engineering technology, fire science, engineering technology, and/or construction technology may be 
substituted for the required Bachelor's degree.Substitution of Education for Experience: Graduate course work received 
from an accredited college or university in fire science, architecture, engineering, or related field may substitute for the 
required experience on a year-for-year basis to a maximum of one year; there being no substitution for the required 
supervisory experience. Substitution of Experience for Education: Qualifying full-time experience in one or a 
combination of the following areas may substitute for the required education on a year-for-year basis to a maximum of 
four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or engineering 
plans to determine compliance with fire and building safety codes (4) construction project management (5) arson 
investigation of commercial or residential building structures; (6) fire or building inspections or design for buildings 
under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; (8) or 
other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time work in 
one or a combination of the above listed fields may substitute for one year of the required education). OR  Graduation 
from an accredited college, university, or technical institute with an associate's degree and experience equivalent to five 
years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) engineering or 
architecture (3) reviewing architectural or engineering plans to determine compliance with fire and building safety codes 
(4) construction project management (5) arson investigation of commercial or residential building structures; (6) fire or 
building inspections or design for buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, 
mechanical, electrical, inspection; (8) or other related building maintenance or construction trades;  including at least 
one year in a  supervisory role. 
 
Other Requirements: 
 Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for managing fire and building code inspection work of 
considerable difficulty and administrative work of average difficulty; performs related work as required. Distinguishing 
Features: This is the managerial class in the Fire and Building Code Inspector series. An employee in this class is 
responsible for planning, organizing, and managing all fire and building code inspection activities on a statewide basis. 
This class differs from the Fire and Building Code Inspector Supervisor in that an incumbent of the latter supervises 
subordinate staff within an assigned geographical region. 
 
Work Activities: 
Monitoring Processes, Materials, or Surroundings:1. Monitors and reviews information from materials, events, or the 
environment to detect or assess problems.2. May monitor work queues and tracking spreadsheets to ensure inspections 
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are coordinated and completed according to requirements.3. May monitor work calendars to ensure proper coverage of 
assigned territories.4. May monitor GPS data to ensure routes and schedules are followed appropriately.Making 
Decisions and Solving Problems:1. Makes decisions on whether to approve alternative methods of code compliance.2. 
Makes decisions on how to solve complex code problems or issues.3. Makes decisions on whether to recommend job 
candidates who best fit available positions based on supervisor recommendation and available documentation.4. 
Reviews and approves recommendations for corrective action in complex matters.5. Reviews reports for accuracy and 
code compliance.6. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with state laws, departmental rules, regulations, guidelines, processes, and 
procedures.Interpreting the Meaning of Information for Others:1. May be required to thoroughly explain details of 
inspections and reports by testifying under oath to judges, district attorneys, grand juries, or commissioners in 
depositions, court, and/or departmental or regulatory board hearing.2. Interprets codes and code violations for external 
customers.3. Interprets changes in policies, code requirements, department rules, state laws, and procedures for 
internal and external customers and subordinates.Guiding, Directing, and Motivating Subordinates:1. For complex 
issues, guides assigned subordinates in using relevant information and individual judgment to determine whether events 
and processes comply with laws, regulations, departmental rules, and standards.2. May monitor performance, including 
daily reports and activity, inspection progress, work queues, work calendars, and other duties to ensure subordinates 
are performing at acceptable levels.Thinking Creatively:1. Recommends alternative methods of code compliance.2. 
Devises methods to maintain proper staffing levels and continued high levels of customer service.3. Contributes 
recommendations to improve processes and procedures.Communicating with Persons Outside Organization:1. 
Corresponds with building owners, architects, or engineers regarding methods that could bring a building or building 
system in compliance with state laws, codes, regulations, and standard violations.2. Corresponds with the general public 
regarding fire safety or construction violations made by contractors, architects, engineers, or building administrators.3. 
Discusses fire safety, building code requirements, and policy and procedure changes with architects, engineers, and 
building administrators to educate the public.4. Communicates with persons engaging in construction or blasting activity 
to implement corrective measures, which may include delivering stop-work orders.5. Communicates with other 
government agencies, including state agencies and local government, related to codes or blasting activity.6. 
Communicates with complainants to explain blasting regulations.7. May conduct meetings on fire safety and 
prevention.Inspecting Equipment, Structures, or Materials:1. May supervise the inspection of new buildings or existing 
building designs to determine code compliance with state laws, codes, regulations, departmental rules, and standards.2. 
May supervise the inspection and/or monitoring of construction sites to ensure adherence to state laws, codes, 
regulations, departmental rules, and standards.3. May supervise required annual fire and building code compliance 
inspections to ensure compliance with state laws, codes, regulations, departmental rules, and standards.4. May 
supervise fire code compliance follow-up inspections to ensure that corrective actions have been taken in cases where 
violations were found.5. May supervise and witness the inspection and the testing of fire protection or fire detection 
systems to ensure installation is in accordance with appropriate state laws, codes, regulations, departmental rules, and 
standards.Staffing Organizational Units:1. Interviews and recommends the hiring and/or promotion of 
employees.Evaluating Information to Determine Compliance with Standards:1. May inspect location and conditions of 
major building systems components (e.g., electrical systems, mechanical systems, plumbing) to determine suitability and 
conformance to state laws.2. May validate standards that validate complaints of state laws, codes, regulations, 
departmental rules, and standards that validate complaints received from the public.3. Reviews architectural and 
engineering construction plans for buildings to determine compliance with state laws, codes, regulations, departmental 
rules, and standards.4. Verifies inspector's documentation and information related to inspections and complaints of a 
complex nature.5. Confers and consults with owners and authorities to explain state laws, codes, regulations, 
departmental rules, and standards to recommend modification.6. Monitors inspection of complaints to ensure that 
complaint inspections are performed.7. Monitors continuing education of employees to ensure compliance with 
required continuing education hours.Updating and Using Relevant Knowledge:1. Maintains required fire safety 
certification.2. Reviews state laws, codes, regulations, and standards to identify standard occupancy type and other 
requirements (e.g. height, area, sprinkler systems) for building, building systems, or fire safety equipment.3. Reviews 
changes in codes, standards, and rules when changes occur to maintain compliance.4. Attends approved training for 
continuing education units (CEUs).5. Stays up-to-date with technological changes, including those in building elements, 
fire alarm systems, and suppression systems that may affect application of codes.Processing Information:1. May 
calculate building area and occupant load of a given space.2. May verify calculations performed by inspection staff.3. 
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May calculate weight of explosives related to blasting.4. May calculate inspection metrics through the use of established 
tracking methods.Coordinating the Work and Activity of Others:1. May coordinate inspections and coverage for 
territories to account for inspectors on leave or other situations which may require reallocation of resources.2. 
Coordinates training opportunities for staff.Resolving Conflicts and Negotiating with Others:1. Resolves complex 
conflicts to ensure timely and efficient performance and maintain positive working relationships.2. Maintains a 
respectful and productive work environment within the work unit to minimize disputes and facilitate 
performance.Communicating with Supervisors, Peers, or Subordinates:1. Provides information to management, co-
workers, and subordinates by telephone, in written form, through e-mail or in person.2. Provides code updates to 
subordinates to ensure performance meets any changes in code.3. Conducts staff meetings for regular updates, 
feedback, and changes.4. Communicates with management regarding sensitive issues.Getting Information:5. Receives 
information via e-mail and phone calls from internal and external customers regarding complex matters, including, but 
not limited to plan review, projects, and equivalency concepts.6. Receives directives to disseminate to inspection staff 
related to administrative matters.7. Receives pertinent information related to complaints to assist in resolution.8. 
Receives pertinent information and reports from subordinates regarding complex inspections.9. Receives 
documentation and reports from engineers, contractors and sub-contractors to ensure that facilities are built to design 
specifications and all applicable codes and regulations are met.10. Receives reports from architects, engineers, or other 
personnel to gather detailed data (e.g., test reports, licenses, shot reports and seismographic data, blasting records).11.. 
Receives weekly reports from regional supervisors.Providing Consultation and Advice to Others:1. Provides guidance and 
expert advice to management or other groups on technical, systems-related, or process-related topics.Performing 
Administrative Activities:1. Conducts performance evaluations in accordance with state requirements and timelines.2. 
Approves time, leave, and travel authorizations for subordinates.3. Enters time and leave requests and travel 
authorizations into electronic database.4. Creates and/or reviews weekly reports for management review.Interacting 
with Computers:1. Uses office productivity software, such as the Microsoft Office Suite, in the performance of job 
responsibilities.2. Uses mobile devices, including phones and tablets, in the course of inspections.3. Searches databases 
for relevant building information.Coaching and Developing Others:1. Identifies performance deficiencies and addresses 
them with subordinates to improve performance.2. Coaches subordinates in matters related to policies and 
procedures.Documenting/Recording Information:1. Writes detailed reports documenting state laws, codes, regulations, 
rules, and standard violations.2. Reviews a variety of records and reports such as technical reports on design and 
construction.3. Enters, transcribes, records, stores, and maintains information in written or electronic form.Training and 
Teaching Others:1. Conducts agency-specific and specialized training for agency employees to comply with 
departmental rules, state laws, regulations, guidelines, processes, and procedures that facilitate change and improve 
initiatives.2. Identifies the educational needs of others; develops educational, training programs or classes, and 
teaches/instructs others.3. Schedules meetings and/or presentations for internal and external personnel.Organizing, 
Planning, and Prioritizing Work:1. Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.2. Organizes and prioritizes personal workload and the workload of assigned 
subordinates using calendars, lists, and other methods to ensure timely and accurate completion of work.Identifying 
Objects, Actions, and Events:1. Identifies work priorities to ensure the most important work is completed first based on 
work experience, supervisor guidance, state laws, regulations, departmental rules and guidelines.Developing and 
Building Teams:1. Models effective performance for co-workers and assigned subordinates, encourages success in 
others, and enhances trust.2. Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development.Operating Vehicles, Mechanized Devices, or Equipment:1. Operates vehicle in performance of job 
duties.Establishing and Maintaining Interpersonal Relationships:1. Develops constructive and cooperative working 
relationships with others, and maintains them over time.2. Networks with internal and external business 
partners.Scheduling Work and Activities:1. Schedules follow-up inspections for complex matters.2. Schedules meetings 
and/or presentations for internal and external personnel.Judging the Qualities of Things, Services, or People:1. Assesses 
how well a supervisor performs their assigned job duties.2. Reviews and assesses supervisor reports to ensure quality 
matches department expectations.Performing General Physical Activities:1. Performing physical activities that require 
considerable use of your arms and legs, and movement of your whole body, such as climbing, lifting, balancing, walking, 
and stooping. 
 
Competencies (KSA’s): 
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Competencies:1. Decision Quality2. Problem Solving3. Written Communication4. Priority Setting5. Delegation6. Dealing 
with Ambiguity7. Informing8. Composure9. Process Management10. Managerial CourageKnowledge:1. Administrative 
Management2. Building and Construction3. Education and Training4. Mathematics5. Clerical6. Personnel and  Human 
Resources7. Law and GovernmentSkills:1. Speaking2. Writing3. Reading Comprehension4. Instructing5. Active Learning6. 
Service Orientation7. Active Listening8. Judgment/Decision Making9. Complex Problem Solving10. Troubleshooting11. 
Quality Control Analysis12. Critical Thinking13. Management of Personnel Resources14. Mathematics15. Social 
Perceptiveness16. Learning Strategies17. Time Management18. MonitoringAbilities:1. Written Expression2. Written 
Comprehension3. Oral Comprehension4. Oral Expression5. Deductive Reasoning6. Speech Clarity7. Problem Sensitivity8. 
Time Sharing9. Selective Attention10. Originality11. Number Facility 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Scanner6. Copy Machine7. Calculator8. Electronic 
Devices9. Smart Phone10. Flashlight11. Decibel Reader12. Tape Measure13. Camera14. Engineer and Architect Rules15. 
Personal Protection Equipment16. Pitch Level17. Fire Safety Equipment18. Ground Fault Circuit Interrupter 
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038433 - FIRE & BUILDING CODE INSP SUPV 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1516 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of full-time work in one or a combination of the following: (1) fire prevention or suppression, 
(2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction 
trades.Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an accredited 
college, university, or technical institute with an associate’s degree in fire-protection engineering technology, fire 
science, engineering technology, and/or construction technology may be substituted for the required Bachelor’s 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year.Substitution of Experience for Education: Qualifying full-time experience in one 
or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required 
education).ORGraduation from an accredited college, university, or technical institute with an associate’s degree and 
experience equivalent to four years of full-time work in one or a combination of the following: (1) fire prevention or 
suppression, (2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance 
with fire and building safety codes (4) construction project management (5) arson investigation of commercial or 
residential building structures; (6) fire or building inspections or design for buildings under construction; or (7) any 
skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building 
maintenance or construction trades. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for fire and building code inspection work of considerable difficulty 
and supervisory work of average difficulty; performs related work as required.Distinguishing Features: This is the 
supervisory class in the Fire and Building Code Inspector series. An employee in this class is responsible for supervising a 
staff of Fire and Building Code inspectors in the field, who conduct fire and building inspections, and assists the Fire and 
Building Code Inspector Manager in the state-wide management of fire and building inspection services on a statewide 
basis. This class differs from that of Fire and Building Inspector 3 in that incumbent of the latter is primarily responsible 
for conducting complex investigations, in addition to leading less experienced inspectors. This class differs from that of 
the Fire and Building Code Investigator Manager in that an incumbent of the latter is responsible for the overall 
direction and management of fire inspection services on a statewide basis.  
 
Work Activities: 
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Judging the Qualities of Things, Services, or People:Judges how well an employee performs their assigned job duties. 
Reviews and assesses inspector reports to ensure that the quality matches departmental expectations.Interpreting the 
Meaning of Information for Others: May be required to thoroughly explain details of inspections and reports by 
testifying under oath to judges, district attorneys, grand juries, or commissioners in depositions, court, and/or at 
departmental or regulatory board hearings. Interprets codes and code violations for external customers. Interprets 
changes in policies, code requirements, department rules, state laws, and procedures for internal and external 
customers and subordinates.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with others, and maintains them over time. Networks with internal and external 
business partners.Coaching and Developing Others: Coordinates inspections and coverage for territories to account for 
inspectors on leave or other situations which may require reallocation of resources. Coordinates training opportunities 
for newer inspectors, including shadowing more experienced inspectors and performing simple inspections providing 
supervisory oversight.Making Decisions and Solving Problems: Selects job candidates who best fit available positions. 
Reviews and approves recommendations for corrective action. Reviews reports for accuracy and code compliance. 
Approves travel, time and attendance, training, and other related requests submitted by assigned subordinates to 
ensure compliance with departmental rules, state laws, rules, regulations, guidelines, processes, and 
procedures.Inspecting Equipment, Structures, or Materials: Supervises the inspection of new buildings or existing 
building designs to determine code compliance with state laws, codes, regulations, department rules, and standards. 
Supervises the inspection and/or monitoring of construction sites to ensure adherence to state laws, codes, regulations, 
department rules, and standards. Supervises required annual fire and building code compliance inspections to ensure 
compliance with state law, codes, regulations, department rules, and standards. Supervises the inspection of and 
witnesses the testing of fire protection or fire detection systems to ensure they are installed in accordance with 
appropriate state laws, codes, regulations, department rules, and standards. Supervises fire code compliance follow-up 
inspections to ensure that corrective actions have been taken in cases where violations were found. Inspects assigned 
vehicles for damage to ensure they are maintained according to departmental standards.Identifying Objects, Actions, 
and Events: Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and state laws, departmental rules, regulations, and guidelines.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the occupant load of a building. Measures ground/air 
vibrations related to blasting. Measures distances, sizes, decibels, and lightning in the course of inspections.Guiding, 
Directing, and Motivating Subordinates: Monitors performance, including daily reports and activity, inspection progress, 
work queues, work calendars, and other job duties to ensure subordinates are performing at acceptable levels. Guides 
assigned subordinates in using relevant information and individual judgment to determine whether events and 
processes comply with state laws, codes, regulations, departmental rules, and standards.Communicating with Persons 
Outside Organization: Corresponds with the general public regarding fire safety or construction violations made by 
contractors, architects, engineers, or building administrators. Corresponds with building owners, architects, or engineers 
regarding methods that could bring a building or building system in compliance with state laws, codes, regulations, and 
standards. Discusses fire safety, building code requirements, policy and procedure changes with architects, engineers, 
and building administrators to educate the public. Communicates with other government agencies, including state 
agencies and local government, related to codes or blasting activity. Communicates with persons engaging in 
construction or blasting activity to implement corrective measures, which may include delivering stop-work orders. 
Communicates with complainants to explain blasting regulations. May conduct meetings on fire safety and 
prevention.Thinking Creatively: Devises methods to maintain proper staffing levels and continued high levels of 
customer service. Contributes recommendations to improve processes and procedures.Resolving Conflicts and 
Negotiating with Others: Resolves simple disputes without management input to ensure timely and efficient 
performance and maintain positive working relationships.Updating and Using Relevant Knowledge: Reviews state laws, 
codes, regulations, and standards to identify standard occupancy type and other requirements (e.g. height, area, 
sprinkler systems) for building, building systems, or fire safety equipment. Maintains required fire safety certification. 
Attends approved training for continuing education units (CEUs). Stays up-to-date with technological changes, including 
those in building elements, fire alarm systems, and suppression systems that may affect application of codes. Reviews 
changes in codes, standards, and rules when changes occur to maintain compliance.Communicating with Supervisors, 
Peers, or Subordinates: Communicates with management regarding sensitive issues. Provides code updates to 
subordinates to ensure performance meets any changes in code. Conducts staff meetings for regular updates, feedback, 
and changes. Provides information to management, co-workers, and subordinates by telephone, in written form, e-mail, 
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or in person. Reviews changes in codes, standards, and rules when changes occur to maintain compliance.Evaluating 
Information to Determine Compliance with Standards: Oversees the inspection of complaint allegations to determine 
potential violations of state laws, codes, regulations, departmental rules, and standards. Inspects the location and 
conditions of major building systems components (e.g., electrical systems, mechanical systems, plumbing) to determine 
suitability and conformance to state laws. Identifies violations of state laws, codes, regulations, department rules, codes, 
and standards, etc. that validate complaints received from the public. Makes sure research of codes, standards, 
regulations, etc., is accurate. Reviews architectural and engineering construction plans for buildings to determine 
compliance with state laws, codes, regulations, and standards. Evaluates blasting sites to determine compliance with 
blasting standards, including material storage, signage, and other requirements. Reviews and approves certificates of 
occupancy and related documentation. Evaluates blasting records to determine whether ground and/or air vibrations 
have exceeded statutory limits. Monitors continuing education of employees to ensure compliance with required CEU 
hours. Confers and consults with owners and authorities to explain state laws, codes, and regulations and may 
recommend modifications.Processing Information: Calculates the building area and occupant load of a given space. 
Calculates the weight of explosives related to blasting. Calculates the inspection metrics through the use of established 
tracking methods. Compiles inspection data for evaluation purposes.Monitoring Processes, Materials, or Surroundings: 
Monitors work queues and tracking spreadsheets to ensure inspections are coordinated and completed according to 
requirements. Monitors work calendars to ensure proper coverage of assigned territories. Monitors and reviews 
information from materials, events, or the environment, to detect or assess problems. Routinely monitors GPS data to 
ensure routes and schedules are followed appropriately.Getting Information: Gathers documentation and reports from 
engineers, contractors, and sub-contractors to ensure that facilities are built to design specifications and that all 
applicable codes and regulations are met. Gathers reports from architects, engineers, or other personnel to gather 
detailed data (e.g., test reports, licenses, shot reports, licenses, shot reports, seismographic data, and blasting records). 
Gathers pertinent information related to complaints to assist in resolution. Gathers information and reports from 
subordinates regarding routine inspections.Interacting with Computers: Uses office productivity software, such as the 
Microsoft Office Suite, in the performance of job responsibilities. Uses mobile devices, including phones and tablets, in 
the course of inspections. Searches databases for relevant building information.Training and Teaching Others: Conducts 
agency-specific and specialized training for agency employees to comply with departmental rules, state laws, 
regulations, guidelines, processes, and procedures to facilitate change and improve initiatives. Identifies the training 
needs by developing educational or training programs or classes; may instruct others. Schedules meetings and/or 
presentations for internal and external personnel.Operating Vehicles, Mechanized Devices, or Equipment: Operates 
vehicle in performance of job duties.Scheduling Work and Activities: Arranges work schedule and the schedule of 
subordinates. Schedules inspection observations to meet departmental goals. Schedules meetings and/or presentations 
for internal and external personnel.Performing Administrative Activities: Conducts performance evaluations in 
accordance with state requirements and timelines. Approves time, leave requests, and travel authorizations for 
subordinates. Enters time and leave requests and travel authorizations into electronic database. Creates and/or reviews 
weekly reports for management review. Maintains daily log and inspection records.Coordinating the Work and Activity 
of Others: Coordinates inspections and coverage for territories to account for inspectors on leave, or other situations 
which may require reallocation of resources. Coordinates training opportunities for newer inspectors, including 
shadowing more experienced inspectors and performing simple inspections with supervisory oversight. Coordinates 
multiple inspections requiring collaboration between agenciesOrganizing, Planning, and Prioritizing Work: Ensures work 
is completed efficiently, accurately, and timely. Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other methods to ensure timely and accurate completion of work. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.Developing and Building Teams: Identifies developmental opportunities appropriate for assigned subordinates to 
improve team development. Models effective performance for co-workers and assigned subordinates to provide a role 
model, encourage success in others, and enhance trust.Establishing and Maintaining Interpersonal Relationships: 
Develops constructive and cooperative working relationships with others, and maintains them over time. Networks with 
internal and external business partners.Documenting/Recording Information: Reviews a variety of records and reports 
such as technical reports on design and construction. Writes detailed reports documenting state laws, codes, 
regulations, rules, and standards. Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form.Performing General Physical Activities: Performing physical activities that require use of your 
arms and legs, and movement of your whole body, such as climbing, balancing, walking, and stooping. 
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Competencies (KSA’s): 
Competencies: Directing Others Functional/Technical Competency Informing Decision Quality Approachability Integrity 
and Trust Customer Focus Time Management Hiring and Staffing Motivating Others Dealing with Ambiguity 
CreativityKnowledge: Building and Construction Education and Training Mathematics Engineering and Technology 
Clerical Law and Government Administrative ManagementSkills: Service Orientation Coordination Reading 
Comprehension Speaking Complex Problem Solving Active Listening Writing Mathematics Systems Evaluation Critical 
Thinking Judgement/Decision Making Time Management Active Learning Operations Monitoring Systems Analysis 
Quality Control AnalysisAbilities: Oral Expression Speech Clarity Written Expression Inductive Reasoning Problem 
Sensitivity Oral Comprehension Written Comprehension Time Sharing Mathematical Reasoning Auditory Attention 
Category Flexibility Information Ordering Speech Recognition Deductive Reasoning 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Scanner6. Copy Machine7. Calculator8. Electronic 
Devices9. Smart Phone10. Flashlight11. Decibel Reader12. Tape Measure13. Camera14. Engineer and Architect Rules15. 
Personal Protection Equipment16. Pitch Level17. Fire Safety Equipment18. Ground Fault Circuit Interrupter 
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038433 - FIRE & BUILDING CODE INSP SUPV 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1517 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of full-time work in one or a combination of the following: (1) fire prevention or suppression, 
(2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction 
trades.Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an accredited 
college, university, or technical institute with an associate’s degree in fire-protection engineering technology, fire 
science, engineering technology, and/or construction technology may be substituted for the required Bachelor’s 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year.Substitution of Experience for Education: Qualifying full-time experience in one 
or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required 
education).ORGraduation from an accredited college, university, or technical institute with an associate’s degree and 
experience equivalent to four years of full-time work in one or a combination of the following: (1) fire prevention or 
suppression, (2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance 
with fire and building safety codes (4) construction project management (5) arson investigation of commercial or 
residential building structures; (6) fire or building inspections or design for buildings under construction; or (7) any 
skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building 
maintenance or construction trades. 
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for fire and building code inspection work of considerable difficulty 
and supervisory work of average difficulty; performs related work as required.Distinguishing Features: This is the 
supervisory class in the Fire and Building Code Inspector series. An employee in this class is responsible for supervising a 
staff of Fire and Building Code inspectors in the field, who conduct fire and building inspections, and assists the Fire and 
Building Code Inspector Manager in the state-wide management of fire and building inspection services on a statewide 
basis. This class differs from that of Fire and Building Inspector 3 in that incumbent of the latter is primarily responsible 
for conducting complex investigations, in addition to leading less experienced inspectors. This class differs from that of 
the Fire and Building Code Investigator Manager in that an incumbent of the latter is responsible for the overall 
direction and management of fire inspection services on a statewide basis.  
 
Work Activities: 
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Judging the Qualities of Things, Services, or People:Judges how well an employee performs their assigned job duties. 
Reviews and assesses inspector reports to ensure that the quality matches departmental expectations.Interpreting the 
Meaning of Information for Others: May be required to thoroughly explain details of inspections and reports by 
testifying under oath to judges, district attorneys, grand juries, or commissioners in depositions, court, and/or at 
departmental or regulatory board hearings. Interprets codes and code violations for external customers. Interprets 
changes in policies, code requirements, department rules, state laws, and procedures for internal and external 
customers and subordinates.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with others, and maintains them over time. Networks with internal and external 
business partners.Coaching and Developing Others: Coordinates inspections and coverage for territories to account for 
inspectors on leave or other situations which may require reallocation of resources. Coordinates training opportunities 
for newer inspectors, including shadowing more experienced inspectors and performing simple inspections providing 
supervisory oversight.Making Decisions and Solving Problems: Selects job candidates who best fit available positions. 
Reviews and approves recommendations for corrective action. Reviews reports for accuracy and code compliance. 
Approves travel, time and attendance, training, and other related requests submitted by assigned subordinates to 
ensure compliance with departmental rules, state laws, rules, regulations, guidelines, processes, and 
procedures.Inspecting Equipment, Structures, or Materials: Supervises the inspection of new buildings or existing 
building designs to determine code compliance with state laws, codes, regulations, department rules, and standards. 
Supervises the inspection and/or monitoring of construction sites to ensure adherence to state laws, codes, regulations, 
department rules, and standards. Supervises required annual fire and building code compliance inspections to ensure 
compliance with state law, codes, regulations, department rules, and standards. Supervises the inspection of and 
witnesses the testing of fire protection or fire detection systems to ensure they are installed in accordance with 
appropriate state laws, codes, regulations, department rules, and standards. Supervises fire code compliance follow-up 
inspections to ensure that corrective actions have been taken in cases where violations were found. Inspects assigned 
vehicles for damage to ensure they are maintained according to departmental standards.Identifying Objects, Actions, 
and Events: Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and state laws, departmental rules, regulations, and guidelines.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the occupant load of a building. Measures ground/air 
vibrations related to blasting. Measures distances, sizes, decibels, and lightning in the course of inspections.Guiding, 
Directing, and Motivating Subordinates: Monitors performance, including daily reports and activity, inspection progress, 
work queues, work calendars, and other job duties to ensure subordinates are performing at acceptable levels. Guides 
assigned subordinates in using relevant information and individual judgment to determine whether events and 
processes comply with state laws, codes, regulations, departmental rules, and standards.Communicating with Persons 
Outside Organization: Corresponds with the general public regarding fire safety or construction violations made by 
contractors, architects, engineers, or building administrators. Corresponds with building owners, architects, or engineers 
regarding methods that could bring a building or building system in compliance with state laws, codes, regulations, and 
standards. Discusses fire safety, building code requirements, policy and procedure changes with architects, engineers, 
and building administrators to educate the public. Communicates with other government agencies, including state 
agencies and local government, related to codes or blasting activity. Communicates with persons engaging in 
construction or blasting activity to implement corrective measures, which may include delivering stop-work orders. 
Communicates with complainants to explain blasting regulations. May conduct meetings on fire safety and 
prevention.Thinking Creatively: Devises methods to maintain proper staffing levels and continued high levels of 
customer service. Contributes recommendations to improve processes and procedures.Resolving Conflicts and 
Negotiating with Others: Resolves simple disputes without management input to ensure timely and efficient 
performance and maintain positive working relationships.Updating and Using Relevant Knowledge: Reviews state laws, 
codes, regulations, and standards to identify standard occupancy type and other requirements (e.g. height, area, 
sprinkler systems) for building, building systems, or fire safety equipment. Maintains required fire safety certification. 
Attends approved training for continuing education units (CEUs). Stays up-to-date with technological changes, including 
those in building elements, fire alarm systems, and suppression systems that may affect application of codes. Reviews 
changes in codes, standards, and rules when changes occur to maintain compliance.Communicating with Supervisors, 
Peers, or Subordinates: Communicates with management regarding sensitive issues. Provides code updates to 
subordinates to ensure performance meets any changes in code. Conducts staff meetings for regular updates, feedback, 
and changes. Provides information to management, co-workers, and subordinates by telephone, in written form, e-mail, 
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or in person. Reviews changes in codes, standards, and rules when changes occur to maintain compliance.Evaluating 
Information to Determine Compliance with Standards: Oversees the inspection of complaint allegations to determine 
potential violations of state laws, codes, regulations, departmental rules, and standards. Inspects the location and 
conditions of major building systems components (e.g., electrical systems, mechanical systems, plumbing) to determine 
suitability and conformance to state laws. Identifies violations of state laws, codes, regulations, department rules, codes, 
and standards, etc. that validate complaints received from the public. Makes sure research of codes, standards, 
regulations, etc., is accurate. Reviews architectural and engineering construction plans for buildings to determine 
compliance with state laws, codes, regulations, and standards. Evaluates blasting sites to determine compliance with 
blasting standards, including material storage, signage, and other requirements. Reviews and approves certificates of 
occupancy and related documentation. Evaluates blasting records to determine whether ground and/or air vibrations 
have exceeded statutory limits. Monitors continuing education of employees to ensure compliance with required CEU 
hours. Confers and consults with owners and authorities to explain state laws, codes, and regulations and may 
recommend modifications.Processing Information: Calculates the building area and occupant load of a given space. 
Calculates the weight of explosives related to blasting. Calculates the inspection metrics through the use of established 
tracking methods. Compiles inspection data for evaluation purposes.Monitoring Processes, Materials, or Surroundings: 
Monitors work queues and tracking spreadsheets to ensure inspections are coordinated and completed according to 
requirements. Monitors work calendars to ensure proper coverage of assigned territories. Monitors and reviews 
information from materials, events, or the environment, to detect or assess problems. Routinely monitors GPS data to 
ensure routes and schedules are followed appropriately.Getting Information: Gathers documentation and reports from 
engineers, contractors, and sub-contractors to ensure that facilities are built to design specifications and that all 
applicable codes and regulations are met. Gathers reports from architects, engineers, or other personnel to gather 
detailed data (e.g., test reports, licenses, shot reports, licenses, shot reports, seismographic data, and blasting records). 
Gathers pertinent information related to complaints to assist in resolution. Gathers information and reports from 
subordinates regarding routine inspections.Interacting with Computers: Uses office productivity software, such as the 
Microsoft Office Suite, in the performance of job responsibilities. Uses mobile devices, including phones and tablets, in 
the course of inspections. Searches databases for relevant building information.Training and Teaching Others: Conducts 
agency-specific and specialized training for agency employees to comply with departmental rules, state laws, 
regulations, guidelines, processes, and procedures to facilitate change and improve initiatives. Identifies the training 
needs by developing educational or training programs or classes; may instruct others. Schedules meetings and/or 
presentations for internal and external personnel.Operating Vehicles, Mechanized Devices, or Equipment: Operates 
vehicle in performance of job duties.Scheduling Work and Activities: Arranges work schedule and the schedule of 
subordinates. Schedules inspection observations to meet departmental goals. Schedules meetings and/or presentations 
for internal and external personnel.Performing Administrative Activities: Conducts performance evaluations in 
accordance with state requirements and timelines. Approves time, leave requests, and travel authorizations for 
subordinates. Enters time and leave requests and travel authorizations into electronic database. Creates and/or reviews 
weekly reports for management review. Maintains daily log and inspection records.Coordinating the Work and Activity 
of Others: Coordinates inspections and coverage for territories to account for inspectors on leave, or other situations 
which may require reallocation of resources. Coordinates training opportunities for newer inspectors, including 
shadowing more experienced inspectors and performing simple inspections with supervisory oversight. Coordinates 
multiple inspections requiring collaboration between agenciesOrganizing, Planning, and Prioritizing Work: Ensures work 
is completed efficiently, accurately, and timely. Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other methods to ensure timely and accurate completion of work. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.Developing and Building Teams: Identifies developmental opportunities appropriate for assigned subordinates to 
improve team development. Models effective performance for co-workers and assigned subordinates to provide a role 
model, encourage success in others, and enhance trust.Establishing and Maintaining Interpersonal Relationships: 
Develops constructive and cooperative working relationships with others, and maintains them over time. Networks with 
internal and external business partners.Documenting/Recording Information: Reviews a variety of records and reports 
such as technical reports on design and construction. Writes detailed reports documenting state laws, codes, 
regulations, rules, and standards. Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form.Performing General Physical Activities: Performing physical activities that require use of your 
arms and legs, and movement of your whole body, such as climbing, balancing, walking, and stooping. 
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Competencies (KSA’s): 
Competencies: Directing Others Functional/Technical Competency Informing Decision Quality Approachability Integrity 
and Trust Customer Focus Time Management Hiring and Staffing Motivating Others Dealing with Ambiguity 
CreativityKnowledge: Building and Construction Education and Training Mathematics Engineering and Technology 
Clerical Law and Government Administrative ManagementSkills: Service Orientation Coordination Reading 
Comprehension Speaking Complex Problem Solving Active Listening Writing Mathematics Systems Evaluation Critical 
Thinking Judgement/Decision Making Time Management Active Learning Operations Monitoring Systems Analysis 
Quality Control AnalysisAbilities: Oral Expression Speech Clarity Written Expression Inductive Reasoning Problem 
Sensitivity Oral Comprehension Written Comprehension Time Sharing Mathematical Reasoning Auditory Attention 
Category Flexibility Information Ordering Speech Recognition Deductive Reasoning 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Scanner6. Copy Machine7. Calculator8. Electronic 
Devices9. Smart Phone10. Flashlight11. Decibel Reader12. Tape Measure13. Camera14. Engineer and Architect Rules15. 
Personal Protection Equipment16. Pitch Level17. Fire Safety Equipment18. Ground Fault Circuit Interrupter 
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038480 - FIRE & BUILDING CODE INSPEC 1* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  7652 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree Substitution of 
a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an accredited college, university, or 
technical institute with an associate’s degree in fire-protection engineering technology, fire science, engineering 
technology, and/or construction technology may be substituted for the required Bachelor’s degree.Substitution of 
Experience for Education: Qualifying full-time experience in one or a combination of the following areas may substitute 
for the required education on a year-for-year basis to a maximum of four years: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades 
(e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). OR Graduation from an accredited college, university, or technical 
institute with an associate’s degree and experience equivalent to one year of full-time work in one or a combination of 
the following: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:  Possess a valid motor 
vehicle operator license. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under close supervision, is responsible for fire and building codes inspection work of average difficulty; 
performs related work as required.Distinguishing Features: This is the entry-level class in the Fire and Building Code 
Inspector series. An employee in this class inspects building structures for fire hazards and code violations. This class is 
flexibly staffed with and differs from Fire and Building Code Inspector 2 in that an incumbent of the latter functions 
independently at the working level. *An applicant appointed to this flexibly staffed class will be reclassified to the next 
higher class in the series after successful completion of a mandatory one year training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination.  
 
Work Activities: 
 Inspecting Equipment, Structures, or Materials:  Trains to inspect and witnesses the installation and testing of fire 
protection or fire detection systems to verify that such systems are installed in accordance with appropriate state laws, 
codes, regulations, standards, and department rules. Learns to inspect the installation of foundations, floors, walls, 
roofs, mechanical and electrical systems, and plumbing systems to verify that such systems are installed in accordance 
with appropriate state laws, codes, regulations, standards, and department rules. Trains to conduct required annual fire 
and building code compliance inspections to ensure compliance with state laws, codes, regulations, standards, and 
department rules. Learns to inspect blasting sites, materials, and surrounding area to determine whether a blast is in 
compliance with state laws, codes, regulations, standards, and department rules. Learns to conduct inspections 
prompted by complaints to determine whether violations have occurred. Trains to conduct fire code compliance follow-
up inspections to ensure that corrective actions have been taken in cases where violations were found. Interpreting the 
Meaning of Information for Others:  May be required to thoroughly explain details of inspections and reports by 
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testifying under oath to judges, district attorneys, grand juries, or commissioners in depositions, court, and/or 
departmental or regulatory board hearings. Learns to interpret codes and code violations for external customers. 
Providing Consultation and Advice to Others:  Learns to explain code violations and recommend changes needed to 
meet codes. Learns to confer with owners and authorities to explain codes, standards, rules, regulations and 
recommend resolutions. Evaluating Information to Determine Compliance with Standards:  Learns to inspect location 
and conditions of major building systems components (e.g., electrical systems, mechanical systems, plumbing) to 
determine suitability and conformance with state laws. Learns to review architectural and engineering construction 
plans for buildings to determine compliance with state laws, rules, codes, regulations, and standards. Learns to identify 
and investigate complaint allegations to determine potential violations of state laws, codes, regulations, department 
rules, and standards. Learns to evaluate blasting sites to determine compliance with blasting standards, including 
material storage, signage, and other requirements. Learns to evaluate blasting records to determine whether ground 
and/or air vibrations have exceeded statutory limits. Updating and Using Relevant Knowledge:  Obtains required fire 
safety certification. Reviews state laws, codes, rules, regulations, and standards to identify standard occupancy type and 
other requirements (e.g. height, area, sprinkler systems) for buildings, building systems, or fire safety equipment. Stays 
up-to-date with technological changes, including those in building elements, fire alarm systems and suppression systems 
that may affect the application of codes. Reviews changes in codes, standards, and rules when changes occur to 
maintain compliance. Attends approved trainings. Processing Information:  Learns to calculate building area and 
occupant load of a given space. Learns to calculate weight of explosives related to blasting. Controlling Machines and 
Processes:  Learns to operate seismograph in the performance of inspection duties. Monitoring Processes, Materials, or 
Surroundings:  Learns to monitor seismograph in the performance of inspection duties. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Learns to measure ground vibrations and air vibrations related to 
blasting. Learns to estimate the occupant load of a building. Measures distances, sizes, decibels, and lighting in the 
course of inspections. Communicating with Persons Outside Organization:  Learns to discuss fire safety, building code 
requirements, and policy and procedure changes with architects, engineers, and building administrators to educate the 
public. Learns to correspond with building owners, architects, or engineers regarding standard violations and methods 
that could bring a building or building system in compliance with state laws, codes, and regulations. Learns to 
communicate with persons engaging in construction or blasting activity to implement corrective measures, which may 
include delivering stop-work orders. Learns to correspond with the general public regarding fire safety or construction 
violations made by contractors, architects, engineers, or building administrators. Learns to communicate with other 
government agencies, including state agencies and local government, related to codes or blasting activity. Learns to 
explain blasting regulations to complainants. Learns to conduct meetings on fire safety and prevention upon completion 
of training. Interacting with Computers:  Uses office productivity software, such as the Microsoft Office Suite, in the 
performance of job responsibilities. Uses mobile devices, including phones and tablets, in the course of inspections. 
Learns to search databases for relevant building information. Getting Information:  Builds inspection-related knowledge 
base through on-the-job training and coordination with Departmental staff. Learns to gather appropriate 
documentation and reports from engineers, contractors and sub-contractors to ensure that facilities are built to design 
specifications and all applicable codes and regulations are met. Learns to gather work-related information, including 
building data and work queues, from relevant databases. Receives information related to safety issues or deficiencies 
from complainants, building owners, and other external customers. Learns to request relevant reports from architects, 
engineers, or other personnel to gather detailed data (e.g., test reports, licenses, shot reports and seismographic data, 
blasting records). Gathers responses related to plans of corrective action, including timelines and progress. Resolving 
Conflicts and Negotiating with Others:  Learns to resolve minor disputes without supervisory input. Maintains a 
respectful and productive work environment within the work unit to minimize disputes and facilitate performance. 
Organizing, Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to meet timeliness 
expectations. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Communicating with Supervisors, Peers, or Subordinates:  Provides information to supervisors and 
co-workers by telephone, in written form, through e-mail or in person. Communicates with leadership to determine 
inspection schedule. Provides inspection reports to supervisory chain for review and approval during training period. 
Coordinates with leadership to determine inspection schedule.Scheduling Work and Activities:  Schedules simple 
inspections, including, but not limited to routine inspections, annual inspections, and inspections prompted by 
complaints. Arranges work schedule upon completion of training. Schedules meetings on fire safety and prevention. 
Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicle in performance of job duties. Establishing and 
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Maintaining Interpersonal Relationships:  Develops constructive and cooperative working relationships with contractors, 
local officials, designers, and other personnel and maintains them over time. Performing General Physical Activities:  
Performing physical activities that require use of your arms and legs, and movement your whole body, such as climbing, 
balancing, walking, and stooping. Performing Administrative Activities:  Learns to retrieve files, work queues, and 
relevant information from electronic filing and workflow system. Learns to enter payable time and leave into electronic 
database. Maintains daily log and inspection records. Learns to enter travel authorizations and reimbursement requests 
into electronic database. Identifying Objects, Actions, and Events:  Learns to identify milestones in construction 
progress. Learns to classify building occupancy, types of construction, and building materials. Documenting/Recording 
Information:  Learns to review a variety of records and reports such as technical reports on design and construction. 
Learns to review a variety of records and reports documenting state laws, codes, regulations, rules, and standard 
violations. 
 
Competencies (KSA’s): 
 Competencies:  Technical Learning Written Communication Listening Time Management Self Development Informing 
Integrity and Trust Perseverance Interpersonal Savvy Ethics and Values Knowledge:  Mathematics Customer Service 
Design Mechanical Skills:  Reading Comprehension Active Listening Active Learning Writing Speaking Operations 
Monitoring Coordination Time Management Social Perceptiveness Systems Evaluation Mathematics Abilities:  Oral 
Comprehension Written Comprehension Oral Expression Speech Recognition Time Sharing Speech Clarity Problem 
Sensitivity  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart Phone 
Flashlight Decibel Reader Tape Measure Camera Engineer and Architect Rules Personal Protection Equipment Pitch Level 
Fire Safety Equipment Ground Fault Circuit Interrupter 
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038481 - FIRE & BUILDING CODE INSPEC 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1559 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college, 
university, or technical institute with an associate's degree in fire-protection engineering technology, fire science, 
engineering technology, and/or construction technology may be substituted for the required Bachelor's 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year. Substitution of Experience for Education: Qualifying full-time experience in 
one or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education). OR 
Graduation from an accredited college, university, or technical institute with an associate's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire or building codes inspection work of average difficulty; 
performs related work as requiredDistinguishing Features: This is the working-level class in the Fire and Building Code 
Inspector series. An employee in this class inspects building structures for fire hazards and code violations. This class is 
flexibly staffed with and  differs from the Fire and Building Code Inspector 1 in that the incumbent of the latter functions 
at the entry- level. This class differs from the Fire and Building Code Inspector 3 in that the incumbent of the latter 
functions at the lead level.  
 
Work Activities: 
Inspecting Equipment, Structures, or Material:  Inspects the installation of foundations, floors, walls, roofs, mechanical 
and electrical systems, and plumbing systems to verify that such systems are installed in accordance with appropriate 
state laws, codes, regulations, standards, and department rules. Inspects and witnesses the installation and testing of 
fire protection or fire detection systems to verify that such systems are installed in accordance with appropriate state 
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laws, codes, regulations, standards, and department rules. Conducts required annual fire and building code compliance 
inspections to ensure compliance with state laws, codes, regulations, standards, and department rules. Conducts 
inspections prompted by complaints to determine whether violations have occurred. Inspects blasting sites, materials, 
and surrounding area to determine whether a blast is in compliance with state laws, codes, regulations, standards, and 
department rules. Conducts fire code compliance follow-up inspections to ensure that corrective actions have been 
taken in cases where violations were found. Evaluating Information to Determine Compliance with Standards:  Inspects 
the location and conditions of major building systems components (e.g., electrical systems, mechanical systems, 
plumbing) to determine suitability and conformance to state laws. Reviews architectural and engineering construction 
plans for buildings to determine compliance with state laws, codes, regulations, and standards. Identifies and 
investigates complaint allegations to determine potential violations of state laws, codes, regulations, department rules, 
and standards. Evaluates blasting sites to determine compliance with blasting standards, including material storage, 
signage, and other requirements. Evaluates blasting records to determine whether ground and/or air vibrations have 
exceeded statutory limits. Interpreting the Meaning of Information for Others:  Interprets codes and code violations for 
external customers. May be required to thoroughly explain details of inspections and reports by testifying under oath to 
judges, district attorneys, grand juries, or commissioners in depositions, court, and/or departmental or regulatory board 
hearings.Providing Consultation and Advice to Others:  Explains code violations and recommends changes needed to 
meet codes. Confers with owners and authorities to explain codes, standards, rules, regulations, and may recommend 
resolutions. Processing Information:  Calculates building area and occupant load of a given space. Calculates weight of 
explosives related to blasting. Identifying Objects, Actions, and Events:  Identifies milestones in construction progress. 
Classifies building occupancy, types of construction, and building materials. Documenting/Recording Information:  
Writes detailed reports documenting state laws, codes, regulations, rules, and standard violations. Reviews a variety of 
records and reports such as technical reports on design and construction. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:  Estimates occupant load of a building. Measures ground vibrations and/or air 
vibrations related to blasting. Measures distances, sizes, decibels, and lightning in the course of inspections. Controlling 
Machines and Processes:  Operates seismograph in the performance of inspection duties. Updating and Using Relevant 
Knowledge:  Maintains required fire safety certification. Reviews state laws, codes, regulations, and standards to identify 
standard occupancy type and other requirements (e.g. height, area, sprinkler systems) for buildings, building systems, or 
fire safety equipment. Attends approved training for continuing education units (CEUs). Reviews changes in codes, 
standards, and rules when changes occur to maintain compliance. Stays up-to-date with technological changes, 
including those in building elements, fire alarm systems, and suppression systems that may affect application of codes. 
Monitoring Processes, Materials, or Surroundings:  Monitors construction progress to ensure building inspection 
timelines are met. Places seismograph and monitors seismographic activity. Monitors environment in assigned territory 
to ensure required approvals have been obtained.Communicating with Persons Outside Organization:  Discusses fire 
safety, building code requirements, and policy and procedure changes with architects, engineers, and building 
administrators to educate the public. Corresponds with building owners, architects, or engineers regarding methods 
that could bring a building or building system in compliance with state laws, codes, regulations, and standards. 
Corresponds with the general public regarding fire safety or construction violations made by contractors, architects, 
engineers, or building administrators. Communicate with persons engaging in construction or blasting activity to 
implement corrective measures, which may include delivering stop-work orders. May conduct meetings on fire safety 
and prevention. Communicates with complainants to explain blasting regulations to complainants. Communicates with 
other government agencies, including state agencies and local government, related to codes or blasting activity. 
Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicle in performance of job duties. Interacting with 
Computers:  Uses mobile devices, including phones and tablets, in the course of inspections. Uses office productivity 
software, such as the Microsoft Office Suite, in the performance of job responsibilities. Searches databases for relevant 
building information. Getting Information:  Gathers documentation and reports from engineers, contractors and sub-
contractors to ensure that facilities are built to design specifications and all applicable codes and regulations are met. 
Requests reports from architects, engineers, or other personnel to gather detailed data (e.g., test reports, licenses, shot 
reports and seismographic data, blasting records). Gathers responses related to plans of corrective action, including 
timelines and progress. Gathers work-related information, including building data and work queues, from relevant 
databases. Receives information related to safety issues or deficiencies from complainants, building owners, and other 
external customers. Resolving Conflicts and Negotiating with Others:  Resolves minor disputes without supervisory 
input. Maintains a respectful and productive work environment within the work unit to minimize disputes and facilitate 



 TN Job Classification Specifications  
September 22, 2020 

performance.  Performing Administrative Activities:  Retrieves files, work queues, and relevant information from 
electronic filing and workflow system. Enters travel authorizations and reimbursement requests into electronic 
database. Enters payable time and leave into electronic database. Maintains daily log and inspection records. 
Communicating with Supervisors, Peers, or Subordinates:  Provides information to supervisors and co-workers by 
telephone, in written form, e-mail or in person. Performing General Physical Activities:  Performing physical activities 
that require the use of your arms and legs, and movement of your whole body, such as climbing, balancing, walking, and 
stooping. Organizing, Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to meet timeliness of 
expectations. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Scheduling Work and Activities:  Schedules inspections, including, but not limited to routine 
inspections, annual inspections, and inspections prompted by complaints. Arranges work schedule upon completion of 
training. Schedules meetings on fire safety and prevention. Establishing and Maintaining Interpersonal Relationships:  
Develops constructive and cooperative working relationships with contractors, local officials, designers, and other 
personnel, and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Written Communication Customer Focus Ethics and Values Integrity 
and Trust Peer Relationships Time Management Listening Standing Alone Interpersonal SavvyKnowledge: Building and 
Construction Clerical Computers and Electronics Customer and Personal Service Design Law and Government 
Mathematics Mechanical PhysicsSkills:  Active Listening Writing Reading Comprehension Speaking Active Learning 
Mathematics Systems Evaluation Operations Monitoring Coordination Time Management Social PerceptivenessAbilities:  
Written Comprehension Written Expression Oral Comprehension Oral Expression Speech Recognition Time Sharing 
Problem Sensitivity Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart Phone 
Flashlight Decibel Reader Tape Measure Camera Engineer and Architect Rules Personal Protection Equipment Pitch Level 
Fire Safety Equipment Ground Fault Circuit Interrupter 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038481 - FIRE & BUILDING CODE INSPEC 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1560 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college, 
university, or technical institute with an associate's degree in fire-protection engineering technology, fire science, 
engineering technology, and/or construction technology may be substituted for the required Bachelor's 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year. Substitution of Experience for Education: Qualifying full-time experience in 
one or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education). OR 
Graduation from an accredited college, university, or technical institute with an associate's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades.  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire or building codes inspection work of average difficulty; 
performs related work as requiredDistinguishing Features: This is the working-level class in the Fire and Building Code 
Inspector series. An employee in this class inspects building structures for fire hazards and code violations. This class is 
flexibly staffed with and  differs from the Fire and Building Code Inspector 1 in that the incumbent of the latter functions 
at the entry- level. This class differs from the Fire and Building Code Inspector 3 in that the incumbent of the latter 
functions at the lead level.  
 
Work Activities: 
Inspecting Equipment, Structures, or Material:  Inspects the installation of foundations, floors, walls, roofs, mechanical 
and electrical systems, and plumbing systems to verify that such systems are installed in accordance with appropriate 
state laws, codes, regulations, standards, and department rules. Inspects and witnesses the installation and testing of 
fire protection or fire detection systems to verify that such systems are installed in accordance with appropriate state 
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laws, codes, regulations, standards, and department rules. Conducts required annual fire and building code compliance 
inspections to ensure compliance with state laws, codes, regulations, standards, and department rules. Conducts 
inspections prompted by complaints to determine whether violations have occurred. Inspects blasting sites, materials, 
and surrounding area to determine whether a blast is in compliance with state laws, codes, regulations, standards, and 
department rules. Conducts fire code compliance follow-up inspections to ensure that corrective actions have been 
taken in cases where violations were found. Evaluating Information to Determine Compliance with Standards:  Inspects 
the location and conditions of major building systems components (e.g., electrical systems, mechanical systems, 
plumbing) to determine suitability and conformance to state laws. Reviews architectural and engineering construction 
plans for buildings to determine compliance with state laws, codes, regulations, and standards. Identifies and 
investigates complaint allegations to determine potential violations of state laws, codes, regulations, department rules, 
and standards. Evaluates blasting sites to determine compliance with blasting standards, including material storage, 
signage, and other requirements. Evaluates blasting records to determine whether ground and/or air vibrations have 
exceeded statutory limits. Interpreting the Meaning of Information for Others:  Interprets codes and code violations for 
external customers. May be required to thoroughly explain details of inspections and reports by testifying under oath to 
judges, district attorneys, grand juries, or commissioners in depositions, court, and/or departmental or regulatory board 
hearings.Providing Consultation and Advice to Others:  Explains code violations and recommends changes needed to 
meet codes. Confers with owners and authorities to explain codes, standards, rules, regulations, and may recommend 
resolutions. Processing Information:  Calculates building area and occupant load of a given space. Calculates weight of 
explosives related to blasting. Identifying Objects, Actions, and Events:  Identifies milestones in construction progress. 
Classifies building occupancy, types of construction, and building materials. Documenting/Recording Information:  
Writes detailed reports documenting state laws, codes, regulations, rules, and standard violations. Reviews a variety of 
records and reports such as technical reports on design and construction. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:  Estimates occupant load of a building. Measures ground vibrations and/or air 
vibrations related to blasting. Measures distances, sizes, decibels, and lightning in the course of inspections. Controlling 
Machines and Processes:  Operates seismograph in the performance of inspection duties. Updating and Using Relevant 
Knowledge:  Maintains required fire safety certification. Reviews state laws, codes, regulations, and standards to identify 
standard occupancy type and other requirements (e.g. height, area, sprinkler systems) for buildings, building systems, or 
fire safety equipment. Attends approved training for continuing education units (CEUs). Reviews changes in codes, 
standards, and rules when changes occur to maintain compliance. Stays up-to-date with technological changes, 
including those in building elements, fire alarm systems, and suppression systems that may affect application of codes. 
Monitoring Processes, Materials, or Surroundings:  Monitors construction progress to ensure building inspection 
timelines are met. Places seismograph and monitors seismographic activity. Monitors environment in assigned territory 
to ensure required approvals have been obtained.Communicating with Persons Outside Organization:  Discusses fire 
safety, building code requirements, and policy and procedure changes with architects, engineers, and building 
administrators to educate the public. Corresponds with building owners, architects, or engineers regarding methods 
that could bring a building or building system in compliance with state laws, codes, regulations, and standards. 
Corresponds with the general public regarding fire safety or construction violations made by contractors, architects, 
engineers, or building administrators. Communicate with persons engaging in construction or blasting activity to 
implement corrective measures, which may include delivering stop-work orders. May conduct meetings on fire safety 
and prevention. Communicates with complainants to explain blasting regulations to complainants. Communicates with 
other government agencies, including state agencies and local government, related to codes or blasting activity. 
Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicle in performance of job duties. Interacting with 
Computers:  Uses mobile devices, including phones and tablets, in the course of inspections. Uses office productivity 
software, such as the Microsoft Office Suite, in the performance of job responsibilities. Searches databases for relevant 
building information. Getting Information:  Gathers documentation and reports from engineers, contractors and sub-
contractors to ensure that facilities are built to design specifications and all applicable codes and regulations are met. 
Requests reports from architects, engineers, or other personnel to gather detailed data (e.g., test reports, licenses, shot 
reports and seismographic data, blasting records). Gathers responses related to plans of corrective action, including 
timelines and progress. Gathers work-related information, including building data and work queues, from relevant 
databases. Receives information related to safety issues or deficiencies from complainants, building owners, and other 
external customers. Resolving Conflicts and Negotiating with Others:  Resolves minor disputes without supervisory 
input. Maintains a respectful and productive work environment within the work unit to minimize disputes and facilitate 
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performance.  Performing Administrative Activities:  Retrieves files, work queues, and relevant information from 
electronic filing and workflow system. Enters travel authorizations and reimbursement requests into electronic 
database. Enters payable time and leave into electronic database. Maintains daily log and inspection records. 
Communicating with Supervisors, Peers, or Subordinates:  Provides information to supervisors and co-workers by 
telephone, in written form, e-mail or in person. Performing General Physical Activities:  Performing physical activities 
that require the use of your arms and legs, and movement of your whole body, such as climbing, balancing, walking, and 
stooping. Organizing, Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to meet timeliness of 
expectations. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Scheduling Work and Activities:  Schedules inspections, including, but not limited to routine 
inspections, annual inspections, and inspections prompted by complaints. Arranges work schedule upon completion of 
training. Schedules meetings on fire safety and prevention. Establishing and Maintaining Interpersonal Relationships:  
Develops constructive and cooperative working relationships with contractors, local officials, designers, and other 
personnel, and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Written Communication Customer Focus Ethics and Values Integrity 
and Trust Peer Relationships Time Management Listening Standing Alone Interpersonal SavvyKnowledge: Building and 
Construction Clerical Computers and Electronics Customer and Personal Service Design Law and Government 
Mathematics Mechanical PhysicsSkills:  Active Listening Writing Reading Comprehension Speaking Active Learning 
Mathematics Systems Evaluation Operations Monitoring Coordination Time Management Social PerceptivenessAbilities:  
Written Comprehension Written Expression Oral Comprehension Oral Expression Speech Recognition Time Sharing 
Problem Sensitivity Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart Phone 
Flashlight Decibel Reader Tape Measure Camera Engineer and Architect Rules Personal Protection Equipment Pitch Level 
Fire Safety Equipment Ground Fault Circuit Interrupter 
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038482 - FIRE & BUILDING CODE INSPEC 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1564 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college, 
university, or technical institute with an associate's degree in fire-protection engineering technology, fire science, 
engineering technology, and/or construction technology may be substituted for the required Bachelor's 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year. Substitution of Experience for Education: Qualifying full-time experience in 
one or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education).  OR 
Graduation from an accredited college, university, or technical institute with an associate's degree and experience 
equivalent to three years of full-time work in one or a combination of the following: (1) fire prevention or suppression, 
(2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire and building code inspection and lead work of considerable 
difficulty; performs related work as required.Distinguishing Features: This is the lead-level class in the Fire and Building 
Code Inspector series. An employee in this class inspects building structures for complex fire hazards and code violations 
while mentoring less experienced Fire and Building and Code Inspectors. This class differs from the Fire and Building 
Code Investigator 2 in that an incumbent of the latter functions at the working level. This class differs from the Fire and 
Building Code Investigator Supervisor in that an incumbent of the latter performs supervisory work. 
 
Work Activities: 
Coaching and Developing Others:  Serves as a lead for less experienced staff assigned to shadow during inspections. 
Guides less experienced staff through complex construction inspections to bolster knowledge. Identifies issues during 
inspections and coaches less experienced staff to rectify issues. Trains less experienced staff to identify types of 
construction and occupancies, and requirements of each. May serve as a lead or guide less experienced staff through 



 TN Job Classification Specifications  
September 22, 2020 

blasting inspections to improve knowledge. Inspecting Equipment, Structures, or Materials:  Inspects and witnesses the 
installation and testing of fire protection or fire detection systems to verify that such systems are installed in accordance 
with appropriate state laws, codes, regulations, standards, and department rules. Inspects the installation of 
foundations, floors, walls, roofs, mechanical and electrical systems, and plumbing systems to verify that such systems 
are installed in accordance with appropriate state laws, codes, regulations, standards, and Department rules. Conducts 
required annual fire and building code compliance inspections to ensure compliance with state laws, codes, regulations, 
standards, and Department rules. Conducts inspections prompted by complaints to determine whether violations have 
occurred. Inspects blasting sites, materials, and surrounding area to determine whether a blast is in compliance with 
state laws, codes, regulations, standards, and Department rules. Conducts fire code compliance follow-up inspections to 
ensure that corrective actions have been taken in cases where violations were found. Interpreting the Meaning of 
Information for Others:  Explains codes, requirements, and code violations for less experienced staff. May be required to 
thoroughly explain details of inspections and reports by testifying under oath to judges, district attorneys, grand juries, 
or commissioners in depositions, court, and/or departmental or regulatory board hearings. Interprets codes and code 
violations for external customers.  Providing Consultation and Advice to Others:  Explains code violations and 
recommends changes needed to meet codes for inspections performed by experienced staff. Confers with owners and 
authorities to explain codes, standards, rules, regulations, and may recommend resolutions. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Estimates occupant load of a building. Measures ground vibrations 
and air vibrations related to blasting. Measures distances, sizes, decibels, and lighting in the course of inspections. 
Processing Information:  Calculates building area and occupant load of a given space. Calculates weight of explosives 
related to blasting. Controlling Machines and Processes:  Operates seismograph in the performance of inspection duties. 
Updating and Using Relevant Knowledge:  Maintains required fire safety certification. Attends approved training for 
continuing education units (CEUs). Reviews state laws, codes, regulations, and standards to identify standard occupancy 
type and other requirements (e.g. height, area, sprinkler systems) for building, building systems, or fire safety 
equipment. Stays up-to-date with technological changes, including those in building elements, fire alarm systems, and 
suppression systems that may affect application of codes. Reviews changes in codes, standards, and rules when changes 
occur to maintain compliance. Evaluating Information to Determine Compliance with Standards:  Inspects the location 
and conditions of major building systems components (e.g., electrical systems, mechanical systems, plumbing) to 
determine suitability and conformance to state laws. Identifies and investigates complaint allegations to determine 
potential violations of state laws, codes, regulations, departmental rules, and standards. Evaluates documentation 
related to complex code situations, including, but not limited to materials safety and hazardous materials, to determine 
compliance with state laws, codes, regulations, and standards. Reviews architectural and engineering construction plans 
for buildings to determine compliance with state laws, codes, regulations, and standards. Evaluates blasting sites to 
determine compliance with blasting standards, including material storage, signage, and other requirements. Attends 
inspections performed by less experienced staff to ensure compliance with state laws, codes, regulations, departmental 
rules, and standards. Reviews and evaluates documentation prepared by less experienced staff related to sprinklers, 
electrical systems, and fire alarms to ensure compliance with departmental standards. Evaluates blasting records to 
determine whether ground and/or air vibrations have exceeded statutory limits. Reviews reports prepared by less 
experienced staff prior to final review and approval. Identifying Objects, Actions, and Events:  Identifies milestones in 
the progress of construction. Classifies building occupancy and types of construction and building materials. 
Communicating with Persons Outside Organization:  Communicates with persons engaging in construction or blasting 
activity to implement corrective measures, which may include delivering stop-work orders. Corresponds with building 
owners, architects, or engineers regarding methods that could bring a building or building system in compliance with 
state laws, codes, regulations, and standard violations. Discusses fire safety, building code requirements, policy and 
procedure changes with architects, engineers, and building administrators to educate the public. Corresponds with the 
general public regarding fire safety or construction violations made by contractors, architects, engineers, or building 
administrators, as needed. Communicates with other government agencies, including state agencies and local 
government, relating to codes or blasting activity. Communicates with complainants to explain blasting regulations. May 
conduct meetings on fire safety and prevention. Interacting with Computers:  Uses office productivity software, such as 
the Microsoft Office Suite, in the performance of job responsibilities. Uses mobile devices, including phones and tablets, 
in the course of inspections. Searches databases for relevant building information. Monitoring Processes, Materials, or 
Surroundings:  Monitors construction progress to ensure building inspection timelines are met. Places seismograph and 
monitors seismographic activity. Monitors environment in assigned territory to ensure required approvals have been 
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obtained. Getting Information:  Gathers documentation and reports from engineers, contractors and sub-contractors to 
ensure that facilities are built to design specifications and all applicable codes and regulations are met. Requests reports 
from architects, engineers, or other personnel to gather detailed data (e.g., test reports, licenses, shot reports and 
seismographic data, blasting records). Gathers work-related information, including building data and work queues, from 
relevant databases. Receives information related to safety issues or deficiencies from complainants, building owners, 
and other external customers. Gathers responses related to plans of corrective action, including timelines and progress. 
Gathers pertinent information related to inspections performed by less experienced staff. Documenting/Recording 
Information:  Reviews a variety of records and reports, such as technical reports on design and construction. Writes 
detailed reports documenting state laws, codes, regulations, rules, and standard violations. Compiles various reports for 
management review. Resolving Conflicts and Negotiating with Others:  Resolves minor disputes without supervisory 
input. Maintains a respectful and productive work environment within the work unit to minimize disputes and facilitate 
performance. Organizing, Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to meet 
timeliness expectations. Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicle in performance 
of job duties. Performing Administrative Activities:  Retrieves files, work queues, and relevant information from 
electronic filing and workflow system. Maintains daily log and inspection records. Enters travel authorizations and 
reimbursement requests into electronic database. Enters payable time and leave into electronic database. 
Communicating with Supervisors, Peers, or Subordinates:  Provides information to supervisors and co-workers by 
telephone, in written form, through e-mail, or in person. Performing General Physical Activities:  Performing physical 
activities that require use of your arms and legs, and movement your whole body, such as climbing, balancing, walking, 
and stooping.Scheduling Work and Activities:  Schedules inspections, including, but not limited to routine inspections, 
annual inspections, and inspections prompted by complaints. Schedules meetings on fire safety and prevention, as 
required. Arranges work schedule upon completion of training. Establishing and Maintaining Interpersonal 
Relationships:  Develops constructive and cooperative working relationships with contractors, local officials, designers, 
and other personnel, and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Standing Alone Peer Relationships Problem Solving Self-Development 
Approachability Patience Informing Perseverance Command Skills Time Management Drive for Results 
Functional/Technical Competency Knowledge: 1.Building and Construction2.Clerical3.Computers and 
Electronics4.Customer and Personal Service5.Design6.Education and Training7.Law and 
Government8.Mathematics9.Mechanical10.Physics Skills:  Reading Comprehension Mathematics Active Learning 
Speaking Writing Instructing Time Management Systems Evaluation Active Listening Coordination Social Perceptiveness 
Operations Monitoring Abilities:  Written Comprehension Written Expression Time Sharing Speech Clarity Oral 
Comprehension Speech Recognition Oral Expression Information Ordering Deductive Reasoning Problem Sensitivity 
Extent Flexibility Gross Body Coordination Hearing Sensitivity Gross Body Equilibrium Peripheral Vision 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart Phone 
Flashlight Decibel Reader Tape Measure Camera Engineer and Architect Rules Personal Protection Equipment Pitch Level 
Fire Safety Equipment Ground Fault Circuit Interrupter 
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038482 - FIRE & BUILDING CODE INSPEC 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1565 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: (1) fire prevention or suppression, (2) 
engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college, 
university, or technical institute with an associate's degree in fire-protection engineering technology, fire science, 
engineering technology, and/or construction technology may be substituted for the required Bachelor's 
degree.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in fire science, architecture, engineering, or related field may substitute for the required experience on a year-
for-year basis to a maximum of one year. Substitution of Experience for Education: Qualifying full-time experience in 
one or a combination of the following areas may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) fire prevention or suppression, (2) engineering or architecture (3) reviewing architectural or 
engineering plans to determine compliance with fire and building safety codes (4) construction project management (5) 
arson investigation of commercial or residential building structures; (6) fire or building inspections or design for 
buildings under construction; or (7) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection; 
(8) or other related building maintenance or construction trades (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education).  OR 
Graduation from an accredited college, university, or technical institute with an associate's degree and experience 
equivalent to three years of full-time work in one or a combination of the following: (1) fire prevention or suppression, 
(2) engineering or architecture (3) reviewing architectural or engineering plans to determine compliance with fire and 
building safety codes (4) construction project management (5) arson investigation of commercial or residential building 
structures; (6) fire or building inspections or design for buildings under construction; or (7) any skilled work in drafting, 
carpentry, plumbing, mechanical, electrical, inspection; (8) or other related building maintenance or construction trades  
 
Other Requirements: 
Necessary Special Qualifications: Positions in this class must meet the following requirements:1. Possesses the State of 
Tennessee Fire Inspector Certification.2. A valid motor vehicle operator license.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire and building code inspection and lead work of considerable 
difficulty; performs related work as required.Distinguishing Features: This is the lead-level class in the Fire and Building 
Code Inspector series. An employee in this class inspects building structures for complex fire hazards and code violations 
while mentoring less experienced Fire and Building and Code Inspectors. This class differs from the Fire and Building 
Code Investigator 2 in that an incumbent of the latter functions at the working level. This class differs from the Fire and 
Building Code Investigator Supervisor in that an incumbent of the latter performs supervisory work. 
 
Work Activities: 
Coaching and Developing Others:  Serves as a lead for less experienced staff assigned to shadow during inspections. 
Guides less experienced staff through complex construction inspections to bolster knowledge. Identifies issues during 
inspections and coaches less experienced staff to rectify issues. Trains less experienced staff to identify types of 
construction and occupancies, and requirements of each. May serve as a lead or guide less experienced staff through 
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blasting inspections to improve knowledge. Inspecting Equipment, Structures, or Materials:  Inspects and witnesses the 
installation and testing of fire protection or fire detection systems to verify that such systems are installed in accordance 
with appropriate state laws, codes, regulations, standards, and department rules. Inspects the installation of 
foundations, floors, walls, roofs, mechanical and electrical systems, and plumbing systems to verify that such systems 
are installed in accordance with appropriate state laws, codes, regulations, standards, and Department rules. Conducts 
required annual fire and building code compliance inspections to ensure compliance with state laws, codes, regulations, 
standards, and Department rules. Conducts inspections prompted by complaints to determine whether violations have 
occurred. Inspects blasting sites, materials, and surrounding area to determine whether a blast is in compliance with 
state laws, codes, regulations, standards, and Department rules. Conducts fire code compliance follow-up inspections to 
ensure that corrective actions have been taken in cases where violations were found. Interpreting the Meaning of 
Information for Others:  Explains codes, requirements, and code violations for less experienced staff. May be required to 
thoroughly explain details of inspections and reports by testifying under oath to judges, district attorneys, grand juries, 
or commissioners in depositions, court, and/or departmental or regulatory board hearings. Interprets codes and code 
violations for external customers.  Providing Consultation and Advice to Others:  Explains code violations and 
recommends changes needed to meet codes for inspections performed by experienced staff. Confers with owners and 
authorities to explain codes, standards, rules, regulations, and may recommend resolutions. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Estimates occupant load of a building. Measures ground vibrations 
and air vibrations related to blasting. Measures distances, sizes, decibels, and lighting in the course of inspections. 
Processing Information:  Calculates building area and occupant load of a given space. Calculates weight of explosives 
related to blasting. Controlling Machines and Processes:  Operates seismograph in the performance of inspection duties. 
Updating and Using Relevant Knowledge:  Maintains required fire safety certification. Attends approved training for 
continuing education units (CEUs). Reviews state laws, codes, regulations, and standards to identify standard occupancy 
type and other requirements (e.g. height, area, sprinkler systems) for building, building systems, or fire safety 
equipment. Stays up-to-date with technological changes, including those in building elements, fire alarm systems, and 
suppression systems that may affect application of codes. Reviews changes in codes, standards, and rules when changes 
occur to maintain compliance. Evaluating Information to Determine Compliance with Standards:  Inspects the location 
and conditions of major building systems components (e.g., electrical systems, mechanical systems, plumbing) to 
determine suitability and conformance to state laws. Identifies and investigates complaint allegations to determine 
potential violations of state laws, codes, regulations, departmental rules, and standards. Evaluates documentation 
related to complex code situations, including, but not limited to materials safety and hazardous materials, to determine 
compliance with state laws, codes, regulations, and standards. Reviews architectural and engineering construction plans 
for buildings to determine compliance with state laws, codes, regulations, and standards. Evaluates blasting sites to 
determine compliance with blasting standards, including material storage, signage, and other requirements. Attends 
inspections performed by less experienced staff to ensure compliance with state laws, codes, regulations, departmental 
rules, and standards. Reviews and evaluates documentation prepared by less experienced staff related to sprinklers, 
electrical systems, and fire alarms to ensure compliance with departmental standards. Evaluates blasting records to 
determine whether ground and/or air vibrations have exceeded statutory limits. Reviews reports prepared by less 
experienced staff prior to final review and approval. Identifying Objects, Actions, and Events:  Identifies milestones in 
the progress of construction. Classifies building occupancy and types of construction and building materials. 
Communicating with Persons Outside Organization:  Communicates with persons engaging in construction or blasting 
activity to implement corrective measures, which may include delivering stop-work orders. Corresponds with building 
owners, architects, or engineers regarding methods that could bring a building or building system in compliance with 
state laws, codes, regulations, and standard violations. Discusses fire safety, building code requirements, policy and 
procedure changes with architects, engineers, and building administrators to educate the public. Corresponds with the 
general public regarding fire safety or construction violations made by contractors, architects, engineers, or building 
administrators, as needed. Communicates with other government agencies, including state agencies and local 
government, relating to codes or blasting activity. Communicates with complainants to explain blasting regulations. May 
conduct meetings on fire safety and prevention. Interacting with Computers:  Uses office productivity software, such as 
the Microsoft Office Suite, in the performance of job responsibilities. Uses mobile devices, including phones and tablets, 
in the course of inspections. Searches databases for relevant building information. Monitoring Processes, Materials, or 
Surroundings:  Monitors construction progress to ensure building inspection timelines are met. Places seismograph and 
monitors seismographic activity. Monitors environment in assigned territory to ensure required approvals have been 
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obtained. Getting Information:  Gathers documentation and reports from engineers, contractors and sub-contractors to 
ensure that facilities are built to design specifications and all applicable codes and regulations are met. Requests reports 
from architects, engineers, or other personnel to gather detailed data (e.g., test reports, licenses, shot reports and 
seismographic data, blasting records). Gathers work-related information, including building data and work queues, from 
relevant databases. Receives information related to safety issues or deficiencies from complainants, building owners, 
and other external customers. Gathers responses related to plans of corrective action, including timelines and progress. 
Gathers pertinent information related to inspections performed by less experienced staff. Documenting/Recording 
Information:  Reviews a variety of records and reports, such as technical reports on design and construction. Writes 
detailed reports documenting state laws, codes, regulations, rules, and standard violations. Compiles various reports for 
management review. Resolving Conflicts and Negotiating with Others:  Resolves minor disputes without supervisory 
input. Maintains a respectful and productive work environment within the work unit to minimize disputes and facilitate 
performance. Organizing, Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to meet 
timeliness expectations. Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicle in performance 
of job duties. Performing Administrative Activities:  Retrieves files, work queues, and relevant information from 
electronic filing and workflow system. Maintains daily log and inspection records. Enters travel authorizations and 
reimbursement requests into electronic database. Enters payable time and leave into electronic database. 
Communicating with Supervisors, Peers, or Subordinates:  Provides information to supervisors and co-workers by 
telephone, in written form, through e-mail, or in person. Performing General Physical Activities:  Performing physical 
activities that require use of your arms and legs, and movement your whole body, such as climbing, balancing, walking, 
and stooping.Scheduling Work and Activities:  Schedules inspections, including, but not limited to routine inspections, 
annual inspections, and inspections prompted by complaints. Schedules meetings on fire safety and prevention, as 
required. Arranges work schedule upon completion of training. Establishing and Maintaining Interpersonal 
Relationships:  Develops constructive and cooperative working relationships with contractors, local officials, designers, 
and other personnel, and maintains them over time. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Standing Alone Peer Relationships Problem Solving Self-Development 
Approachability Patience Informing Perseverance Command Skills Time Management Drive for Results 
Functional/Technical Competency Knowledge: 1.Building and Construction2.Clerical3.Computers and 
Electronics4.Customer and Personal Service5.Design6.Education and Training7.Law and 
Government8.Mathematics9.Mechanical10.Physics Skills:  Reading Comprehension Mathematics Active Learning 
Speaking Writing Instructing Time Management Systems Evaluation Active Listening Coordination Social Perceptiveness 
Operations Monitoring Abilities:  Written Comprehension Written Expression Time Sharing Speech Clarity Oral 
Comprehension Speech Recognition Oral Expression Information Ordering Deductive Reasoning Problem Sensitivity 
Extent Flexibility Gross Body Coordination Hearing Sensitivity Gross Body Equilibrium Peripheral Vision 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Electronic Devices Smart Phone 
Flashlight Decibel Reader Tape Measure Camera Engineer and Architect Rules Personal Protection Equipment Pitch Level 
Fire Safety Equipment Ground Fault Circuit Interrupter 
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073136 - FIRE & CODES ACADEMY EXEC DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2442 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073133 - FIRE FIGHTING COMMISSION COOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2441 
 
Minimum Qualifications: 
Education and Experience: High school diploma or equivalent and five years of experience in the fire service industry 
(e.g. experience conducing training and/or evaluating training programs related to fire science and/or emergency 
programs and/or experience suppressing fires.) OR Education and Experience: A bachelor's degree in Fire Science, Fire 
Administration or a related field and three years of experience in the fire service industry (e.g. experience conducing  
training and/or evaluating training programs related to fire science and/or emergency programs  and/or  experience 
suppressing fires.) 
 
Other Requirements: 
Necessary Special Qualifications:  A valid Tennessee vehicle operator's license will be required for employment in this 
classification. Must be certified as a Fire Instructor I and Fire Officer I. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:Under general supervision, is responsible for coordinating, training, and test administration work of average 
difficulty relative to the activities of the Fire Fighting Commission; and performs related work as required. Distinguishing 
Features: Employees in this class perform field operations, administration and activities as they relate to the Fire 
Fighting Commission whose responsibility is the certification of volunteer and paid firefighters in the State of Tennessee. 
 
Work Activities: 
Analyzing Data or Information: Analyzes test banks by evaluating the relevance of each test question and ensuring that 
questions are correlated with national standards. Analyzes updates and/or creates practical job performance 
requirements based on national standards. Correlates job performance requirements by evaluating the relevance of 
those requirements to national standards.Selling or Influencing Others: Influences non-participating fire departments to 
engage in commission certification programs by demonstrating the advantages of participation.Coordinating the Work 
and Activities of Others: Coordinates workload with internal and external stakeholders as required facilitating timely and 
accurate task completion. Coordinates activities of practical test evaluators and other contractors to ensure compliance 
with commission rules, policies and standards.Scheduling Work and Activities:                                                             
Determines the work schedule for contract vendors for training, advising and administrating tests by using calendars and 
lists to ensure timely and accurate completion of work.Estimating the Quantifiable Characteristics of Products, Events, 
or Information: Estimates contract vendor's time or quantity of events needed to train, advise, or administer tests to 
ensure cost effectiveness.Evaluating Information to Determine Compliance with Standards: Audits the training programs 
of individual fire departments to ensure compliance with commission rules. Evaluates fire department and contract 
vendor's compliance with applicable rules, laws and standards. Assists the director with evaluating the commission's 
compliance with accreditation standards. Ensures that recognized safety standards are followed by participants in all 
training and testing activities.Developing Objectives and Strategies: Assists director in establishing and maintaining 
strategic plans for long range goals and objectivesTraining and Teaching Others: Identifies the educational needs of 
others as related to Fire Fighting Commission programs. Develops formal training programs or courses for approval by 
the commission. Instructs fire service personnel in subject matter related to the Fire Fighting Commission by utilizing 
multiple teaching methods and techniques.Judging the Qualities of Things, Services, or People: Assesses the value, 
importance, and quality of the work performed by contract vendors. Reviews contract vendor's invoices to ensure that 
contract obligations are being met. Grades written practical examinations for various levels of certification according to 
commission standards. Assists contract vendors with conducting practical or written examinations.Processing 
Information: Compiles and tabulates fire fighter education pay supplement data in order to verify the information from 
participating fire departments. Tabulates practical examination scores to determine grade received and passing 
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status.Interpreting the Meaning of Information for Others: Interprets Fire Fighting Commission rules, regulations, 
policies and procedures to enhance communication with stakeholders and ensure compliance with national 
standards.Updating and Using Relevant Knowledge: Understands each of the Commission's certification levels and 
categories, for maintaining compliance with current commission standards, policies and rules. Maintains a current 
knowledge of national standards (i.e. NFPA IFSAC, Pro Board, and OSHA) as they relate to Fire Fighting Commission 
certification and accreditation. Augments professional development by attending training, seminars and 
conferences.Getting Information: Obtains information from fire departments across the state of Tennessee in order to 
improve certification programs of the Fire Fighting Commission as well enhance fire fighter safety standards. Gains 
information in order to promote fire department participation in the Fire Fighting Commission programs. Observes and 
receives information such as in-service training hours related to the disbursement of fire fighter educational pay 
supplement. Gathers statistical data related to statutory and accreditation requirements necessary for 
reporting.Monitor Processes, Materials, or Surroundings: Monitors participant practical and written test outcomes in 
order to detect or assess problems. Monitors participant practical and written test content in order to determine or 
confirm validity of test metrics. Monitors testing event for integrity and security of the testing environment. Monitors 
testing event to ensure an appropriate testing environment without distraction or interruption.Communicating with 
Persons Outside Organization: Updates fire departments on changes related to accreditation and/or actions by the 
commission. Updates organizations, associations and stakeholders on information related to the Fire Fighting 
Commission. Participates in accreditation activities and developments related to national standards. Responds to 
inquiries from internal and external stakeholders in a timely manner.Communicating with Supervisors, Peers, or 
Subordinates: Maintains an open dialogue with internal business partners to ensure effective and efficient 
communication. Provides effective and efficient communication with co-workers to ensure service continuity. 
Communicates information between the contract vendors and the director.Thinking Creatively: Creates new ideas, 
relationships or systems for the enhancement of the Fire Fighting Commission programs and services. Assists the 
director in developing new and innovative programs that enhance the capabilities of the Fire Fighting Commission. 
Designs spreadsheets and tracking mechanisms to enhance the Fire Fighting Commission's productivity.Coaching and 
Developing Others: Assists in the training or mentoring of newer or less experienced co-workers.Organizing, Planning, 
and Prioritizing Work: Organizes and prioritizes personal workload using calendars and lists to ensure timely and 
accurate completion of work. Incorporates last minute and unscheduled tasks in the current workload.Establishing and 
Maintaining Interpersonal Relationships: Networks with fire departments and peer groups thus facilitating the sharing of 
operational information and enhancing the Commission's programs.Identifying Objects, Actions, and Events: Identifies 
quality training programs across the state and recommends implementation of elements of those programs in other fire 
departments. Identifies changes related to accreditation and/or actions by the commission. Works with the director of 
the Fire Fighting Commission to identify staffing changes within participating fire departments. Identifies work priorities 
to ensure that most important work is completed first.Interacting With Computers: Utilizes office productivity software 
such as Microsoft PowerPoint, Outlook, Word, and Excel. Utilizes search engines in order to research and remain up to 
date on relevant training, certification and accreditation information. Enters data into commission database concerning 
test results, personal information, certification levels and annual training program submissions.Documenting/Recording 
Information: Maintains daily activity report and weekly status report for submission to director. Maintains weekly 
itinerary report for submission to director.Performing Administrative Activities: Enters personal time (i.e. leave and 
overtime) and travel requests into the appropriate database as required. Submits daily and weekly reports in a timely 
manner to the director.Operating Vehicles, Mechanized Devices, or Equipment: Operates personal and/or state assigned 
vehicle in the performance of daily job duties.Handling and Moving Objects: Moves boxes of testing and administrative 
materials weighing up to fifty pounds. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Customer Focus Planning Integrity and Trust Perspective Managerial 
Courage Presentation Skills Drive for Results Organizational Agility Self-DevelopmentKnowledge: Intermediate 
knowledge of fire service administration and operations Knowledge of customer service principles Knowledge of 
administration and management Intermediate knowledge of training principles Knowledge of office productivity 
software such as Microsoft Word, Excel, PowerPoint and Outlook Basic knowledge of mathematics Basic knowledge of 
law and government Basic knowledge of media production techniques such as video streaming for training and 
meetingsSkills:              Instruction Skills Intermediate skill to informatively and effectively speak to both large and small 



 TN Job Classification Specifications  
September 22, 2020 

groups Skill to understand complex written information Time Management Skills Intermediate monitoring/assessment 
skills Skill to produce informative and technically proficient reports and correspondence Skill to coordinate and schedule 
testing, meetings, and others Active Listening Skills Critical Thinking Skills Skill to manage resources provided by outside 
organizations to set up testing environments. Basic Persuasion SkillsAbilities: Oral Expression The ability to quickly make 
sense of, combine, and organize information into meaningful patterns Deductive Reasoning Ability Inductive Reasoning 
Ability Oral Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Laptop Copier Presentation Equipment Saws Breathing Apparatus Hand Tools Hydraulic Extrication Equipment Ladders 
Belts Fire Truck Fire Hose & Nozzle Thermal Imaging Camera Portable Radio Multi Media Air Monitoring Equipment 
Ropes Medical EquipmentOther equipment as necessary 
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073102 - FIRE PREV BUS PROC IMP DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3363 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038490 - FIRE PREV CODES ENFORCE DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1544 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073159 - FIRE PREV EDUC & OUTREACH DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2489 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073143 - FIRE PREV GEOSPATIAL ANALYST 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2488 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073142 - FIRE PREV INSP PER LIC DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2487 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062986 - FIRE RESOURCE COORDINATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  10612 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time work in one or a combination of the following: wildland firefighting, resource dispatching, 
resource inventory control, administrative database management or related acceptable field. OREducation and 
Experience: Graduation from an accredited college or university with an associate’s degree in Homeland Security, 
Emergency Management, or Fire Science and experience equivalent to one year of full-time work in one or a 
combination of the following: wildland firefighting, resource dispatching, resource inventory control, administrative 
database management or related acceptable field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess and maintain a valid vehicle operator’s license 
in some positions;2. Complete core curriculum of Fire Resource Coordinator Orientation within the first 12 months of 
hire.  Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs general coordination and accountability of all district resources of 
routine difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs a 
wide variety of coordination work regarding district resources in relation to all hazard incidents. This class differs from 
that of a Forestry Technician in that an employee of the latter performs supervisory wildland fire detection/suppression 
and conservation work of average difficulty. 
 
Work Activities: 
 Generates district fire danger level report through the use of information provided by the Weather Information 
Management System and National Weather Service. Provides reports and updates a database regarding all hazard 
incidents.  Serves as communication liaison between necessary internal and external entities.  Receives daily fire 
weather reports and sends reports to Nashville offices.  Receives and requests resources for assistance from other 
agencies (e.g., 911, County Sheriffs’ Offices, Volunteer Fire Departments, TEMA, USFS, and NPS) regarding all hazard 
incidents.   Dispatches appropriate personnel and equipment available within county or districts to aid in hazard 
incidents.  Responsible for monitoring and maintaining all active hazard incidents in the district and keeps legible 
physical and electronic records of incident timelines, resource location, and resource allocations.  Activates aircraft 
when appropriate, receives information from aircraft spotter on smokes and active fires, and dispatches appropriate 
response team.  Maintains district level resource availability and coordinates crews/overhead for out-of-state incidents.  
Validates data accuracy for all district fire reports.  Ensures adequate cache stocking level to support district operations. 
Orders supplies and issues equipment to district personnel. Coordinates training for district personnel and interagency 
cooperators and maintains training records. Administers Work Capacity Test (WCT) for district personnel. May oversee 
aspects of the district safety program.   
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Composure                         Customer Focus                 Decision Quality                
Ethics and Values              Functional/Technical Competency                        Informing               Organizational Agility                   
Patience                  Timely Decision Making        Knowledge: Administration and Management              Customer and 
Personal Service                 Education and Training                 Geography                         Law and Government                    
Mechanical                        Personnel and Human Resources              Public Safety and Security                        
Telecommunications                      Transportation                   Skills: Active Learning                 Active Listening                
Coordination                      Equipment Selection                      Judgment and Decision Making                Management of 
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Material Resources                      Monitoring                         Speaking                Time Management                         Writing                  
Abilities: Audtory Attention                        Deductive Reasoning                     Inductive Reasoning                      Information 
Ordering                     Memorization                    Number Facility                 Perceptual Speed               Problem Sensitivity                       
Spatial Orientation                         Speed of Closure   
 
Tools and Equipment Used: 
  Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Projector                 
Smart Phone                       Safety Equipment/Tools                 Motor Vehicles                  Training Props                   Radio 
Equipment               GPS Database Software  Camera Microsoft Applications   

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038440 - FIRE SERVICE INSTRUCTOR 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1530 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work training in, or engaging in structural fire suppression work, of which one year must include 
training or supervising.ORGraduation from an accredited college or university with an associate's degree in fire service 
administration, fire protection, or related fire sciences and one year of full-time experience in training or supervising 
structural fire suppression. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire service training work of average difficulty; and performs 
related work as required.Distinguishing Features: This is the working level class in the Fire Service Instructor sub-series. 
An employee in this class has responsibility for instructing Fire Service training classes at the Fire Service and Codes 
Enforcement Academy. This class differs from Fire Service Instructor 2 in that an incumbent of the latter has 
responsibility for lead or minor supervisory fire service training work in the specific areas of firefighting, fire equipment, 
or technical programs, or coordinating and instructing training classes in a specific geographical region of the state. 
 
Work Activities: 
1. Instructs students in technical fire service areas utilizing multiple teaching methods and techniques; lectures in a 
classroom setting and conducts hands-on lab demonstrations; explains how to use, maintain, or repair fire service 
equipment; leads students through hazardous live fire and rescue training scenarios that involve fire suppression, 
elevated heat levels, high angle rappelling, water rescue, or confined spaces; enters low visibility, high noise live fire 
scenarios with students and provides instant feedback using radios, verbal, and physical gestures to quickly extinguish 
fires; demonstrates and wears protective firefighter clothing including self-contained breathing apparatus; assists other 
instructors with classes.2. Coordinates activities of safety officers and contract instructors involved in team training to 
ensure policies and standards for live fire training requirements are met; designates specific duties for instructors; 
schedules training class and informs other instructors of time, location, and class content; identifies and obtains all 
material necessary for conducting a class to meet specific learning objectives; schedules specific time and place of class 
using Academy scheduling format; enforces all Academy safety standards and policies.3. Develops plan to achieve 
performance requirements necessary for students to successfully perform their jobs or to meet certification 
requirements; identifies topics for training based upon fire service industry demands, available resources, requests for 
assistance, and mandates; writes lesson plans related to fire-fighting theory and techniques, fire pump and other 
equipment service and maintenance, and methods for first aid and rescue to achieve goals of learning objectives; 
develops instructional tools if packaged materials or textbooks are unavailable; develops and administers oral, written 
and performance tests to measure students' achievement of specified learning objectives; secures tests and grades from 
being compromised.4. Processes Academy reports and records; completes all course-related forms and paperwork 
including safety reports, student registration or attendance forms, scheduling forms, and requests for equipment; 
tabulates course data such as student surveys, test results, grades, and progress reports; documents students' records 
to show all Academy, accreditation, and legal requirements have been met.5. Performs necessary duties to setup and 
return to service all equipment and technical training devices used for class; inspects protective safety equipment for 
defects or damage; pre-tests equipment and specialized props, including fire hoses and safety switches for serviceability; 
ensures equipment is cleaned and prepared for next users.6. Participates in continuing education and in-service 
activities as required; may relay information and share materials from seminars regarding fire service technical advances 
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and new procedures to Academy staff and administration.7. Lifts heavy objects and carries equipment during fire 
fighting exercises; hoists ladders or equipment to load onto a truck; demonstrates how to advance a water-filled hose 
up ladders or stairs while wearing bunker gear and an air pack; shows how to perform a rescue by carrying or dragging a 
person away from danger; lifts students up and out of confined spaces to instructors above; drags or pulls fallen 
students to safety in emergency situations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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038441 - FIRE SERVICE INSTRUCTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1533 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time work training in, or engaging in structural fire suppression work, of which one year must include 
training or supervising. OR Graduation from an accredited college or university with an associate's degree in fire service 
administration, fire protection, or related fire sciences and two years of full-time experience training in, or engaging in 
structural fire suppression work, of which one year must include training or supervising. OR One year of experience as a 
Fire Service Instructor 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fire service training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the lead or minor supervisory level class in the Fire Service 
Instructor sub-series. An employee in this class has responsibility for promoting and/or instructing Fire Service training 
programs to various fire service related personnel within an assigned geographical region for the Fire Service and Codes 
Enforcement Academy. This class also has minor supervisory responsibility on-campus for incumbent instructors in one 
of these specific areas: firefighting, fire equipment, or technical programs. This class differs from Fire Service Instructor 1 
in that an incumbent of the latter has responsibility for instructing Fire service training classes’ on-campus of the 
Academy. This class differs from that of Fire Service Instructor Supervisor in that an incumbent of the latter is 
responsible for the supervision of the fire service training program within a fire service training area. 
 
Work Activities: 
"Inspecting Equipment, Structures, or Material:    Inspects equipment, structures, or materials to identify the cause of 
errors or other problems or defects by utilizing established national standards.Performing General Physical Activities:    
Drags or pulls fallen students to safety in emergency situations.    Performs physical activities that require considerable 
use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping.    Lifts 
students up and out of confined spaces to instructors above.Evaluating Information to Determine Compliance with 
Standards:    Evaluates systems safety checks to ensure compliance with national standards or recognized practice.    
Evaluates training curriculum to ensure that most recent national standards are incorporated into the 
material.Coordinating the Work and Activities of Others:    Leads students through hazardous live fire and rescue 
training scenarios that may involve fire suppression, elevated heat levels, high angle rappelling, water rescue, or 
confined spaces.    Coordinates activities of safety officers, Academy instructors, and part-time or contract instructors 
involved in team training to ensure policies and standards for live fire training requirements are met.    May supervise 
staff in absence of Fire Service Instructor Supervisor.Controlling Machines and Processes:    Operates a variety of 
firefighting equipment effectively and safely.Coaching and Developing Others:    Enters low visibility, high noise live fire 
scenarios with students and provides instant feedback using radios, verbal, and physical gestures to quickly extinguish 
fires.    Communicates ideas, suggestions and concerns as student’s progress in the learning process.Assisting and Caring 
for Others:    Administers medical attention to students injured during training exercises.    Provides emotional support 
and coaching to students as needed.Establishing and Maintaining Interpersonal Relationships:    Establishes relationships 
with internal and external customers and staff through modeling and demonstrating high standards of integrity, trust, 
openness, and respect for others, honoring commitments and promises, and maintaining confidentiality.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates fire and emergency services vehicles and watercraft.     
Operates motor vehicle in the performance of job duties.Developing and Building Teams:    Encourages and builds 
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mutual trust, respect, and cooperation among students and staff.Thinking Creatively:    Adapts behavior or teaching 
methods in response to new information, changing conditions or unexpected obstacles or student feedback.Making 
Decisions and Solving Problems:    Enforces all Academy safety standards and policies.    Requires that part time 
instructors deliver class documentation and prepare payroll within required timeframe.    Makes decision on whether or 
not instructor substitutions are made according to policies and guidelines.Training and Teaching Others:    Demonstrates 
how to perform a rescue by carrying or dragging a person away from danger.    Instructs students in technical fire service 
areas utilizing multiple teaching methods and techniques.    Lectures in a classroom setting and conducts hands-on lab 
demonstrations.    Demonstrates and wears protective firefighter clothing including self-contained breathing apparatus.    
Conducts training programs and activities on or off campus.    Writes lesson plans related to fire-fighting theory and 
techniques, fire pump and other equipment service and maintenance, and methods for first aid and rescue to achieve 
goals of learning objectives.    Develops instructional tools if packaged materials or textbooks are unavailable.    Instructs 
on how to use, maintain, and repair equipment.    Conducts train the trainer classes for approved academy instructors.    
Identifies topics for training based upon fire service standards and industry demands, available resources, requests for 
assistance, and mandates.Getting Information:    Obtains information from supervisor as it relates to training materials, 
student information, class assignments, and resources available for the class.    Obtains information from printed 
materials, social media and the internet as it relates to training materials, student information, class assignments, and 
resources available for the class.Identifying Objects, Actions, and Events:    Identifies safety hazards prior to training to 
ensure the safety of the students and instructors.    Identifies and obtains all material necessary for conducting a class to 
meet specific learning objectives.    Identifies student’s needs by evaluating their test scores, demeanor, attitude, and 
physical and mental abilities.    Identifies training needs and concerns that fire service professionals are having.Handling 
and Moving Objects:    Lifts heavy objects and carries equipment during fire ground evolutions.    Loads and unloads 
class materials, audio visual equipment and display materials.Judging the Qualities of Things, Services, or People:    
Develops and administers oral, written and performance tests to measure students' achievement of specified learning 
objectives.    Observes and records scores and results of written or observed tests.    Grades tests using answer sheet or 
checklist.Resolving Conflicts and Negotiating with Others:    Demonstrates cross culture sensitivity and understanding.    
Identifies and seeks to solve problems and prevent or resolve conflict situations.Guiding, Directing, and Motivating 
Subordinates:    Monitors performance of part-time instructors to ensure that classes are being taught to national 
standards.Monitor Processes, Materials, or Surroundings:    Monitors equipment (e.g. apparatus, hand tools, burn 
facilities, training props and safety devices) and evolutions to ensure the safety of self and others.    Monitors the 
weather and reacts accordingly when inclement weather is approaching.    Reviews student evaluations in order to 
determine training needs and trends of the fire service training atmosphere.    Monitors injury and line of duty deaths to 
adjust training curriculum to reduce said injuries and deaths.Analyzing Data or Information:    Conducts risk analysis, 
tracking injuries, near misses, property damage, or line of duty deaths to address training needs.Performing 
Administrative Activities:    Secures tests and grades from being compromised and ensuring that personal information is 
not disclosed.    Processes Academy reports and records by transporting them and ensuring that they are complete and 
accurate.    Completes all course-related forms and paperwork including safety reports, student registration or 
attendance forms, scheduling forms, and requests for equipment.    Reports time, leave, travel requests, and expense 
report into appropriate database.Scheduling Work and Activities:    Schedules training class and informs other 
instructors of time, location, and class content.    Schedules specific time and place of class using Academy instructor 
policies and procedures.Organizing, Planning, and Prioritizing Work:    Develops plan to achieve performance 
requirements necessary for students to successfully perform their jobs or to meet certification requirements.    
Coordinates specific program area on or off campus in firefighting, fire equipment or technical fire services.Repairing 
and Maintaining Mechanical Equipment:    Performs necessary duties to setup and return to service all equipment and 
training devices used for classes.Documenting/Recording Information:    Documents students' records and class records 
to show that all Academy, accreditation, and legal requirements have been met.    Documents any injuries or illnesses 
occurring during training activities.    Documents and reports lost or damaged equipment.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates number of instructors needed to meet scheduling 
demands of classes according to student to instructor ratio and other factors.    Determines type and quantity of 
instruction materials prior to conducting training.    Determines class location by evaluating size and environment to 
ensure conduciveness to learning.Interacting With Computers:    Utilizes driving simulator for the instruction and 
monitoring students.    Utilizes student management system to retrieve and update information as it relates to classes 
taken, test scores, attendance, and other relevant information.    Utilizes office productivity software such as Microsoft 
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Excel, PowerPoint, Word, and Access.    Utilizes laptops and tablets to deliver class material.Communicating with 
Persons Outside Organization:    Answers technical questions from interested parties.    Asks appropriate questions to 
gain more information from the public or customer to interpret their needs.    Provides training schedules to outside 
agencies.Updating and Using Relevant Knowledge:    Participates in continuing education and in-service activities as 
required.    Attends training seminars and conferences designed to enhance the understanding and application and 
development of emergency response techniques.Interpreting the Meaning of Information for Others:    Interprets 
information for internal and external customers related to national standards and generally accepted 
practices.Monitoring and Controlling Resources:    Maintains proper student to instructor ratio in order to remain within 
budgetary constraints.Communicating with Supervisors, Peers, or Subordinates:    Fills in for or assists other instructors 
with their classes.    Updates supervisors regularly on status of classes and or needs of the training program.    Reports 
problems outside the scope of their position to assigned supervisor in a timely manner.    Receives updates from 
subordinate instructors regarding the status of classes and or needs of the training program.    Relays information and 
share materials from seminars regarding fire service technical advances and new procedures to Academy staff and 
administration.Staffing Organizational Units:    Provides feedback on decisions and recommendations regarding staff 
employment, promotion, demotion, transfer, retention and other personnel issues are fair and appropriate.Processing 
Information:    Tabulates course data such as student surveys, test results, grades, and progress reports.    Calculates 
student contract hours in order to address areas with low hours.Provide Consultation and Advice to Others:    Provides 
reports to training officers or chiefs detailing progress of recruits.Selling or Influencing Others:    Assists State Fire 
Marshal’s Office in public relations and other public education activities and potential lifesaving activities.    Recruits 
from fire chiefs, training officers, and fire service or protection officials and field constituents.    Promotes and explains 
Academy training programs to customers or potential customers.Repairing and Maintaining Electronic Equipment:    
Performs necessary duties to setup and return to service all equipment and training devices used for classes." 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Customer Focus    Command Skills    Decision Quality    
Planning    Action Oriented    Presentation Skills    Directing Others    PerspectiveKnowledge:    Basic knowledge of fire 
service machines and tools    Intermediate knowledge of education and training    Intermediate knowledge of fire 
science    Knowledge of customer service principles    Knowledge of administration and management as it relates to the 
coordination of others and planning    Intermediate knowledge of building construction principles    Knowledge of office 
productivity software such as Microsoft word, excel, PowerPoint, and access    Knowledge of presentation techniques 
incorporating various kinds of media production    Basic knowledge of mathematics    Basic knowledge of law and 
governmentSkills:    Intermediate Instruction Skills    Judgment and Decision Making Skills    Active Listening Skills    Skill 
to assess the performance of others    Management of Material Resources Skills    Speaking Skills    Management of 
Personnel Resources Skills    Critical Thinking Skills    Learning Strategies    Reading Comprehension    Operation 
Monitoring Skills    Writing Skills    Skill to inspect products and processes in order to evaluate its quality or performance    
Time Management Skills    Persuasion Skills    Intermediate Social Perceptiveness Skills    Negotiation SkillsAbilities:    
Deductive Reasoning Ability                              Ability to retain information as it relates to policies, procedures and codes                    
Oral Comprehension                           Oral Expression                                  Originality                           Problem Sensitivity                             
Spatial Orientation Ability                                   Time Sharing Ability                           Ability to Pick Up On Nonverbal Body 
Language and React Accordingly                        Written Comprehension                      Written Expression                              
Control Precision Ability                                    Manual Dexterity Ability                                    Multi Limb Coordination                               
Reaction Time                                     Dynamic Flexibility Ability                                 Dynamic Strength                               Extent 
Flexibility                                 Gross Body Equilibrium                     Stamina                               Static Strength                                     
Trunk Strength                                    Auditory Attention                              Depth Perception                                 Hearing 
Sensitivity                              Night Vision                       Far Vision                           Near Vision                         Peripheral Vision                           
Sound Localization                              Speech Clarity                                     Speech Recognition 
 
Tools and Equipment Used: 
    Laptop    Copier    Presentation Equipment    Saws    Breathing Apparatus    Hand Tools    Hydraulic Extrication 
Equipment    Ladders    Belts    Fire Truck    Fire Hose & Nozzle    Thermal Imaging Camera    Portable Radio    Multi Media    
Air Monitoring Equipment    Ropes    Medical EquipmentOther equipment as necessary 
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038442 - FIRE SERVICE INSTRUCTOR SUPV 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1534 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time work training in, or engaging in structural fire suppression work, of which two years must include 
training or supervising.ORGraduation from an accredited college or university with an associate's degree in fire service 
administration, fire protection, or related fire sciences and three years of full-time experience training in, or engaging in 
structural fire suppression work, of which two years must include training or supervising.OROne year of experience as a 
Fire Service Instructor 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory fire service training work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the supervisory class in the Fire Service Instructor sub-
series. An employee in this class has responsibility for supervising the work of subordinate Fire Service training 
instructors, evaluating course presentations and assisting with curriculum development. This class differs from that of 
Fire Service Instructor 2 in that the incumbent of the latter is responsible for lead or minor supervisory work promoting 
and/or instructing Fire Service training programs on-campus or off-campus for the Fire Service and Codes Enforcement 
Academy. This class differs from Fire Service Program Director in that the incumbent of the latter has responsibility for 
managing the day-to-day operations, activities and services of the Fire Service program. 
 
Work Activities: 
1. Supervises operations and activities of the fire service training program, including instructional personnel; assigns 
courses and duties to instructors; coordinates the hiring of contract instructors by comparing training needs against 
instructors' abilities; interviews and makes hiring recommendations for Academy and contract instructors based on 
Academy needs; trains instructors on Academy policies and procedures; assists the Fire Service Program Director with 
policy enforcement; evaluates instructors' performance against established job plans and performance measures; 
reviews instructors' lesson plans and training materials to ensure they are relevant; observes performance to verify 
safety standards are followed.2. Assists the Fire Service Program Director with the development of training; makes 
recommendations to the Fire Service Program Director about the training programs; compiles and reviews course and 
instructor paperwork, community feedback, and other data to recommend improvements to the training organization, 
operations, and services; informs the Fire Service Program Director on how well the Academy is meeting training goals; 
reviews reports to propose safety recommendations.3. Assists Fire Service Program Director with developing the 
program budget; monitors expenditures to ensure the training program is operating within assigned budget; 
recommends methods for reducing budget if expenses exceed budget; verifies needed equipment and personnel can be 
obtained within parameters of existing budget; plans for future program needs and expenses.4. Coordinates curriculum 
development with Academy instructors and administration; reviews literature on current trends and issues pertaining to 
fire services research; creates the annual class calendar based on fire service standards and industry demands, available 
resources, requests for assistance, and mandates; develops plan to achieve performance requirements necessary for 
students to successfully perform their jobs or meet certification requirements; assists other instructors with writing 
lesson plans designed to achieve learning objectives; supervises the development, grading and evaluation of 
examinations; develops instructional aids if packaged materials or textbooks are unavailable; reviews students' grades, 
performance, or feedback reports to identify if learning objectives are being met.5. Supervises and participates in the 
instruction of on-campus and off-campus fire service training in technical fire service areas, including fire suppression, 
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fire equipment, industrial emergency services, technical rescue, officer training, and related emergency services; 
instructs students in a classroom setting and conducts hands-on lab demonstrations; oversees instructors and 
participates in leading students through training scenarios that may involve fire suppression, elevated heat levels, high 
angle rappelling, water rescue, or confined spaces; enters low visibility, high noise live fire scenarios with students and 
provides instant feedback using radios, verbal, and physical gestures to quickly extinguish fires; explains how to use, 
maintain, or repair fire service equipment; demonstrates and wears protective firefighter clothing including self-
contained breathing apparatus; develops and administers oral, written and performance tests to determine students' 
achievement of learning objectives; secures tests and grades.6. Consults with fire service officials and field constituents 
to promote the Academy programs; identifies community needs; assesses how the Academy can resolve training needs; 
answers technical questions from interested parties; recruits students and instructors.7. Lifts heavy objects and carries 
equipment during fire fighting exercises; hoists ladders or equipment to load onto a truck; demonstrates how to 
advance a water-filled hose up ladders or stairs while wearing bunker gear and an air pack; shows how to perform a 
rescue by carrying or dragging a person away from danger; lifts students up and out of confined spaces to instructors 
above; drags or pulls fallen students to safety in emergency situations. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Organizing Confronting Direct Reports 
Presentation Skills Composure Ethics and Values Motivating OthersKnowledge: Customer and Personal Service 
Economics and Accounting Education and Training Engineering and Technology Law and Government Mathematics 
Personnel and Human Resources Physics Psychology Public Safety and SecuritySkills: Active Learning Active Listening 
Monitoring Speaking Instructing Equipment Selection Management of Financial Resources Management of Material 
Resources Management of Personnel Resources Time ManagementAbilities: Oral Comprehension Oral Expression 
Written Comprehension Written Expression Multilimb Coordination Response Orientation Gross Body Coordination 
Peripheral Vision Speech Clarity Speech Recognition   
 
Tools and Equipment Used: 
1. Computer2. Printer3. Scanner 
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073138 - FIRE SERVICE PROGRAM DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2479 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in either fire prevention or fire suppression, of which three years must involve 
supervision or training of fire prevention or suppression staff.Substitution of Education for Experience: Graduate course 
work credit received from an accredited college or university in fire administration, fire-prevention technology, fire 
safety engineering technology, fire-protection engineering, or related fire sciences may substitute for the required 
experience on a year-for-year basis to a maximum of two years (e.g. an additional 36 graduate quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience), there being no 
substitution for the three years of experience in supervision or training of fire prevention or suppression 
staff.ORGraduation from an accredited college or university with an associate's degree in fire-safety engineering 
technology or related fire sciences and experience equivalent to five years of full-time work in either fire prevention or 
fire suppression, of which three years must involve supervision or training of fire prevention or suppression 
staff.Substitution of Experience for Education: Qualifying experience in either fire prevention or fire suppression may 
substitute for the required education on a year-for-year basis to a maximum of two years (e.g. experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education), there being no substitution for the three years of experience in supervision or training of fire prevention or 
suppression staff.ORGraduation from an accredited college or university with a bachelor's degree in fire administration, 
fire-prevention technology, fire safety engineering technology, fire-protection engineering, or related fire sciences and 
experience equivalent to four years of full-time work in either fire prevention or fire suppression of which three years 
must involve supervision or training of fire prevention or suppression staff. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for fire service program management and oversight and supervisory fire 
service training work of considerable difficulty; and performs related work as required.Distinguishing Features: The 
employee in this class has supervisory responsibility for the work of subordinate Fire Service staff and management 
responsibility for the day-to-day operations, functions, activities and services of the Fire Service and Codes Enforcement 
Academy. This class differs from Fire and Codes Academy Exec Dir in that the incumbent of the latter directs all Fire 
Service and Codes Enforcement Academy operations, functions, activities, and services. 
 
Work Activities: 
1. Directs the Fire Service training curriculum: plans scope of program and course descriptions; participates in the 
budget planning process for a training facility; prepares rough draft of schedule and class offerings to determine the 
number of instructors needed; coordinates the activities of instructors in the development and delivery of Fire Service 
training curriculum; may participate in the delivery of training curriculum.2. Evaluates staff and their work: ensures 
decisions and recommendations made by supervisory staff regarding staff employment, promotion, demotion, transfer, 
retention and/or other human resources issues are fair and appropriate.3. Provides consultation to Fire Service 
instructors and support staff on all technical, procedural, and regulatory matters: suggests solutions and resolves 
problems with staff concerning curriculum and program effectiveness; assists in the development and execution of 
policy and procedures for the Fire Service program based upon national standards and strengths and weaknesses of the 
training program; ensures training is in accordance with national standards and approved to support the academy's 
resident and non-resident training mission of providing appropriate certification to trainees.4. Ensures affordable tuition 
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for primary State customers through a national marketing and cost recovery program: supports the academy's efforts to 
be financially self-sustaining; pursues federal grants, corporate donations, community cost-share and premium tuition 
rates from commercial and out-of-state customers.5. Establishes and maintains personal contacts with government 
officials, Fire Service personnel, and staff: explains the purpose, objectives, and operations of the academy and its 
potential contribution to communities and their emergency service providers and fire prevention and suppression 
officials; acts as liaison to the codes enforcement training program for overall curriculum program development; 
develops primary customer base through participation and communication with professional organizations associated 
with fire prevention and suppression; promotes the latest technology and certifications in fire prevention and 
suppression offered by the Academy with in-state and out-of-state officials and organizations.6. Supervises the 
maintenance of staff records and reports: compiles data from staff reports to determine the progress of the program; 
assures that expenses of staff are within budget; maintains administrative records and reports, including activity reports, 
expense reports, statistical documentation and certification awards. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Organizing Confronting Direct Reports 
Presentation Skills Composure Ethics and Values Motivating OthersKnowledge: Customer and Personal Service 
Economics and Accounting Education and Training Engineering and Technology Law and Government Mathematics 
Personnel and Human Resources Physics Psychology Public Safety and SecuritySkills: Active Learning Active Listening 
Monitoring Speaking Instructing Equipment Selection Management of Financial Resources Management of Material 
Resources Management of Personnel Resources Time ManagementAbilities: Oral Comprehension Oral Expression 
Written Comprehension Written Expression Multilimb Coordination Response Orientation Gross Body Coordination 
Peripheral Vision Speech Clarity Speech Recognition  
 
Tools and Equipment Used: 
1. Computer2. Printer3. Scanner 
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038421 - FIREFIGHTER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1558 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and current certification 
accredited by the International Fire Service Accreditation Congress or the National Board on Fire Service Professional 
Qualifications in all of the following: Fire Fighter II, Hazardous Materials-Operations. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator's license; Be 
eligible to receive a favorable security clearance, as required by appropriate regulations; Pass an NFPA 1582 
Occupational Health physical examination by a licensed physician so that physical condition is sufficient to perform all 
assigned duties; Pass a physical fitness and agility examination to demonstrate that physical condition is sufficient to 
perform all assigned duties; Be willing and eligible to complete the required Air National Guard Fire Protection Program 
Certifications consistent with the duties of this job classification; Obtain certification accredited by the International Fire 
Service Accreditation Congress or the National Board on Fire Service Professional Qualifications in all of the following 
within one (l) year of employment: Airport Firefighter, Driver-Operator Pumper, Driver-Operator ARFF, Driver-Operator 
Mobile Water Supply and Public Telecommunicator I/II.Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for firefighting duties of average difficulty; and performs related 
work as required. Distinguishing Features: This is the entry-working class in the Firefighter sub-series. An employee in 
this class is responsible for fighting fires at an Air National Guard base and will be required to work a 56 hour work week 
(24-hour shifts) or other incremental shift work to meet mission requirements as determined by supervisory personnel. 
This class differs from Firefighter 2 in that an incumbent of the latter functions in a lead capacity. The employee must be 
able to handle high stress situations. The employee may be subjected to extreme temperatures while wearing fire 
protective ensemble that is encapsulating and insulating and may be exposed to toxic fumes, irritants, particulates, 
biological (infectious) and non-biological and or heated gasses. The employee may be required to climb ladders, operate 
from heights, walk or crawl in the dark along narrow and uneven surfaces, and operate in proximity to electrical power 
lines or other hazards, and may be exposed to situations to include hot, dark, and tightly enclosed spaces.Incumbents of 
this class must be able to lift, carry, drag or pull up to 185 pounds and must be able to climb 6 or more flights of stairs 
while wearing PPE, carrying equipment and tools weighing an additional 40 pounds. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Performs routine building inspection and cleaning of the fire station. 
Conducts fire prevention duties as assigned on base facilities in accordance with established policies and NFPA 
Standards. Conducts inspections on tools, equipment and apparatus in accordance with established policy and NFPA 
standards.Updating and Using Relevant Knowledge: Maintains required 90% critical, 80% non critical training by 
attending all required training as outlined in the Fire Department annual training plan.Performing General Physical 
Activities: Performs firefighting tasks on aircraft, facilities, and equipment in accordance with established policy and 
procedures. Performs rescue operations to include vehicle extrication, confined space and high/low angle in accordance 
with established policy and procedures. Operates at hazardous material incidents, at a minimum of Haz-Mat Operations 
level, in accordance with established policy and procedures.Operating Vehicles, Mechanized Devices, or Equipment: 
Operates assigned Airport Rescue Firefighting and structural apparatus in a non-emergency or emergency mode with 
emergency lights and sirens.Repairing and Maintaining Mechanical Equipment:  Performs routine maintenance on tools, 
equipment and apparatus in accordance with established policy and NFPA standards.Documenting/Recording 
Information:  Performs Fire Communication Center duties which include the operation of telephones, radios, computers, 
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and building fire alarm receiving systems.Assisting and Caring for Others: Provides medical assistance or aid at a 
minimum of Emergency Medical Responder (EMR) level in accordance with established protocol. Training and Teaching 
Others:  Teaches classes as outlined in the Fire Department annual training plan not to exceed their level of training. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Action Oriented Composure               Ethics and Values    Integrity and 
Trust Listening Patience Peer Relationships Self-Development Self-KnowledgeKnowledge:   Basic knowledge of aircraft 
and structural firefighting fundamentals Basic knowledge of computer operation Routine maintenance on equipment 
and tools   Skills: Critical Thinking      Learning Strategies              Physical Coordination          Reading 
ComprehensionAbilities: Ability to communicate while wearing PPE and SCBA Ability to receive verbal communication 
Comprehensive Problem Solving Skills                   Oral Comprehension            Written Comprehension                   Physical 
Stamina 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Radios Printer Personal Protective Equipment (PPE) Self Contained Breathing 
Apparatus Miscellaneous Firefighting Tools (gas, pneumatic and hand tools) 
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038424 - FIREFIGHTER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1567 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and current certification 
accredited by the International Fire Service Accreditation Congress or the National Board on Fire Service Professional 
Qualifications in all of the following: Fire Officer II, Fire Instructor I, Fire Inspector I, Hazardous Materials Incident 
Commander, and Airport Fire Fighter. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: possess a valid motor vehicle operator's license; be 
eligible to receive a favorable security clearance, as required by appropriate regulations; pass an NFPA 1582 
Occupational Health physical examination by a licensed physician so that physical condition is sufficient to perform all 
assigned duties; pass a physical fitness and agility examination to demonstrate that physical condition is sufficient to 
perform all assigned duties; be willing and eligible to complete the required Air National Guard Fire Protection Program 
Certifications consistent with the duties of this job classification. Examination Method:   Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, leads others in performing firefighting duties of average difficulty; and performs 
related work as required. Distinguishing Features: This is the lead class in the Firefighter sub-series. An employee in this 
class may be assigned to work any shift in leading and providing a full range of firefighting duties. Employees in this class 
are responsible for fighting fires at an Air National Guard base and will be required to work a 56 hour work week (24-
hour shifts) or other incremental shift work to meet mission requirements as determined by supervisory personnel. This 
class differs from Firefighter 1 in that an incumbent of the latter functions in a working level capacity. This class differs 
from Firefighter Supervisor in that an incumbent of the latter is responsible for supervising the firefighting operation on 
a shift. The employee must be able to handle high stress situations. The employee may be subjected to extreme 
temperatures while wearing fire protective ensemble that is encapsulating and insulating and may be exposed to toxic 
fumes, irritants, particulates, biological (infectious) and non-biological and or heated gasses. The employee may be 
required to climb ladders, operate from heights, walk or crawl in the dark along narrow and uneven surfaces, and 
operate in proximity to electrical power lines or other hazards, and may be exposed to situations to include hot, dark, 
and tightly enclosed spaces. Incumbents of this class must be able to lift, carry, drag or pull up to 185 pounds and must 
be able to climb 6 or more flights of stairs while wearing PPE, carrying equipment and tools weighing an additional 40 
pounds. 
 
Work Activities: 
Performing Administrative Activities: Functions as the shift supervisor in his or her absence. Coordinating the Work and 
Activities of Others: Leads firefighting crews on aircraft, facility, and equipment fire responses in accordance with 
established policy and procedures. Leads personnel during medical responses in accordance with established protocol. 
Leads rescue operations during vehicle extrication, confined space and high/low angle responses in accordance with 
established policy and procedures. Leads crews during hazardous materials incidents in accordance with established 
policy and procedures.Scheduling Work and Activities: Assigns daily duty-positions and vehicle assignments.Training and 
Teaching Others: Maintains required 90% critical, 80% non-critical training by attending all required training as outlined 
in the Fire Department annual training plan. Teaches classes as outlined in the Fire Department annual training plan not 
to exceed their level or training. Leads the shift's daily training sessions. Guiding, Directing, and Motivating 
Subordinates: Oversees Fire Control Center Operators in accordance with established policies and procedures. Leads 
routine building inspections and cleaning of the fire station. Leads personnel in fire prevention duties as assigned on 
base facilities in accordance with established policies and NFPA standards. Leads personnel in inspections on tools, 
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equipment and apparatus in accordance with established policies and NFPA standards. Leads personnel in routine 
maintenance on tools, equipment, and apparatus in accordance with established policy and NFPA standards.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates assigned Airport Rescue Firefighting and Structural apparatus in 
a non-emergency or emergency mode with emergency lights and sirens. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency               Problem Solving                   Delegation                Action Oriented       
Drive for Results Integrity and Trust               Listening Motivating Others Understanding OthersKnowledge: Basic 
knowledge of aircraft and structural firefighting fundamentals                    Knowledge of basic computer operation                 
Perform routine maintenance on equipment and tools TelecommunicationSkills: Comprehensive Problem Solving Skills                   
Coordination of Resources and Personnel Critical Thinking                  Customer Orientation Equipment Selection Learning 
Strategies Learning Strategies  Monitoring Physical Coordination          Reading ComprehensionAbilities: Ability to 
communicate while wearing PPE and SCBA                 Ability to receive verbal communication Education and Training              
Oral Comprehension            Physical Stamina     Problem Recognition Public Safety and Security              Written 
Comprehension                      
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Printer Radios Personal Protective Equipment (PPE) Self Contained Breathing 
Apparatus Miscellaneous Firefighting Tools (gas, pneumatic and hand tools) 
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038425 - FIREFIGHTER MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1571 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to five or more years of full-time aircraft fire fighting work including one year of supervisory experience over aircraft fire 
fighters.Substitution of Specialized Training for Experience: Completion of basic fire fighting school where both fire crash 
and structural fire fighting are taught may substitute for six months of the required non-supervisory experience; or 
award of USAF Specialty Code 3E771 (or equivalent airport fire protection training) may substitute for one year of the 
required non-supervisory experience; completion of both courses may substitute for eighteen months of the required 
non-supervisory experience.Substitution of College Education for Experience: Course work credit received from an 
accredited college or university with an emphasis in Fire Protection, Fire Science, and/or Fire Engineering may substitute 
for the required non-supervisory experience on a month-for-month basis to a maximum of two years (e.g., 45 quarter 
hours with at least nine quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator's license; Must be 
eligible to receive a security clearance of SECRET, as required by appropriate regulations; Must pass a medical 
examination by a licensed physician so that physical condition is sufficient to perform all assigned duties; Must pass a 
physical fitness and agility examination to demonstrate that physical condition is sufficient to perform all assigned 
duties; Must be willing and eligible to complete the required Air National Guard Fire Protection Program Certifications 
consistent with the duties of this job classification.Examination Method:  Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial fire fighting duties of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the managerial class in the Firefighter sub-series. An 
employee in this class reports to the base Fire Chief (federal employee) and assists in managing all fire fighting activities 
in an Air National Guard base. This class differs from Firefighter Supervisor in that an incumbent of the latter supervises 
firefighters on an assigned shift and reports to the incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs firefighting crews on aircraft, facility, and equipment fire 
responses. Directs personnel during medical responses. Directs rescue operations during vehicle extrication, confined 
space and high/low angle responses. Directs crews during hazardous materials incidents.Performing Administrative 
Activities: Reviews and approves time to include payable time, leave, and overtime requests in accordance with State 
Leave and Attendance policy. Performs disciplinary actions as needed in accordance with established Military 
department and Department of Human Resources policies. Manages a payroll spreadsheet to ensure payable time, 
leave and overtime is accurate and balanced. Assists the Fire Chief in managing the Fire Department's budget for the 
MCA employees IAW Appendix 24.Operating Vehicles, Mechanized Devices, or Equipment: Operates assigned Airport 
Rescue Firefighting and Structural apparatus in a non-emergency or emergency mode with emergency lights and 
sirens.Training and Teaching Others: Maintains required 90% critical, 80% non-critical training by attending all required 
training as outlined in the Fire Department Annual Training Plan. Teaches classes as outlined in the Fire Department 
Annual Training Plan not to exceed their level or training. Manages the Fire Department's Training Program in 
accordance with AFI 32-2001.Documenting/Recording Information: Conducts Performance planning discussions, interim 
reviews and annual evaluations in accordance with Department of Human Resources policy and due dates.Guiding, 
Directing, and Motivating Subordinates:  Manages Fire Control Center Operators. Manages the routine building 
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inspection and cleaning of the fire station. Manages firefighting personnel in fire prevention duties as assigned on base 
facilities in accordance with established policies and NFPA standards. Manages firefighting personnel in inspections on 
tools, equipment and apparatus in accordance with established policies and NFPA standards. Manages firefighting 
personnel in routine maintenance on tools, equipment, and apparatus in accordance with established policy and NFPA 
standards. Manages new employee orientations. 
 
Competencies (KSA’s): 
Competencies:  Business Acumen                              Problem Solving                                Delegation                       Directing 
Others                               Organizing                        Command Skills                                 Conflict Management Confronting 
Direct Reports Organizational Agility    Customer OrientationKnowledge: Administration and Management                   
Basic knowledge of Aircraft and Structural Firefighting Education and Training                   Knowledge of Basic Computer 
Operation                        Public Safety and Security                                 Telecommunication       Equipment Selection                        
Learning StrategiesSkills: Comprehensive Problem Solving Skills                             Critical Thinking                                
Management of Material Resources             Management of Personnel Resources           Monitoring Negotiation Reading 
Comprehension                                   Time ManagementAbilities: Physical Coordination                      Ability to 
Communicate                Ability to Receive Verbal Communication                        Oral Comprehension      Oral Expression                                
Physical Stamina                               Problem Recognition     Written Comprehension Written Expression         
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Radios Printer Personal Protective Equipment Self Contained Breathing Apparatus 
Miscellaneous Firefighting Tools (gas, pneumatic and hand tools) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038422 - FIREFIGHTER SUPERVISOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1563 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school, experience equivalent to 
three years of full-time aircraft firefighting work and current certification accredited by the International Fire Service 
Accreditation Congress or the National Board on Fire Service Professional Qualifications in all of the following: Fire 
Officer III, Fire Instructor II, Fire Inspector II, Hazardous Materials Incident Commander, and Airport Fire Fighter. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: possess a valid motor vehicle operator’s license; be 
eligible to receive a favorable security clearance, as required by appropriate regulations; pass an NFPA 1582 
Occupational Health physical examination by a licensed physician so that physical condition is sufficient to perform all 
assigned duties; pass a physical fitness and agility examination to demonstrate that physical condition is sufficient to 
perform all assigned duties; be willing and eligible to complete the required Air National Guard Fire Protection Program 
Certifications consistent with the duties of this job classification.Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, supervises others in performing firefighting duties of average difficulty; and 
performs related work as required.  Distinguishing Features: This is the supervisory class in the Firefighter sub-series. An 
employee in this class may be assigned to work any shift in supervising and providing a full range of firefighting duties. 
Employees in this class are responsible for fighting fires at an Air National Guard base and will be required to work a 56 
hour work week (24-hour shifts) or other incremental shift work to meet mission requirements as determined by 
management personnel. This class differs from Firefighter 2 in that an incumbent of the latter functions in a lead 
capacity. This class differs from Firefighter Manager in that an incumbent of the latter is responsible for managing Fire 
and Emergency Services. The employee must be able to handle high stress situations. The employee may be subjected 
to extreme temperatures while wearing fire protective ensemble that is encapsulating and insulating and may be 
exposed to toxic fumes, irritants, particulates, biological (infectious) and non-biological and or heated gasses. The 
employee may be required to climb ladders, operate from heights, walk or crawl in the dark along narrow and uneven 
surfaces, and operate in proximity to electrical power lines or other hazards, and may be exposed to situations to 
include hot, dark, and tightly enclosed spaces. Incumbents of this class must be able to lift, carry, drag or pull up to 185 
pounds and must be able to climb 6 or more flights of stairs while wearing PPE, carrying equipment and tools weighing 
an additional 40 pounds. 
 
Work Activities: 
Performing Administrative Activities: Maintains payroll spreadsheet to ensure payable time, leave and overtime is 
accurate and balanced. Approves time to include payable time, leave, and overtime requests. Implements disciplinary 
actions when necessary in accordance with established Military department and State policies. Coordinating the Work 
and Activities of Others: Supervises personnel during medical responses in accordance with established protocol. 
Supervises firefighting crews on aircraft, facility and equipment fire responses in accordance with established policy and 
procedures. Supervises rescue operations during vehicle extrication, confined space and high/low angle responses in 
accordance with established policy and procedures. Supervises crews during hazardous materials incidents in 
accordance with established policy and procedures.Documenting/Recording Information: Prepares a variety of records 
and reports as assigned. Maintains a variety of records and reports as assigned.Training and Teaching Others:  Maintains 
required 90% critical, 80% non-critical training by attending all required training as outlined in the Fire Department 
annual training plan. Teaches classes as outlined in the Fire Department annual training plan not to exceed their level or 
training. Oversees assigned shift’s scheduled training. Operating Vehicles, Mechanized Devices, or Equipment: Operates 
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assigned Airport Rescue Firefighting and Structural apparatus in a non-emergency or emergency mode with emergency 
lights and sirens.Guiding, Directing, and Motivating Subordinates: Supervises Fire Control Center Operators. Supervises 
the routine building inspection and cleaning of the fire station. Supervises personnel in fire prevention duties as 
assigned on base facilities in accordance with established policies and NFPA standards. Supervises personnel in 
inspections on tools, equipment and apparatus in accordance with established policies and NFPA standards. Conducts 
interim and annual reviews. Conducts new employee orientation. Supervises personnel in routine maintenance on tools, 
equipment, and apparatus in accordance with established policy and NFPA standards. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Problem Solving Delegation Directing Others Organizing Command Skills Conflict 
Management Confronting Direct Reports Organizational AgilityKnowledge: Administration and Management Basic 
knowledge of aircraft and structural firefighting fundamentals Education and Training Knowledge of basic computer 
operation Perform routine maintenance on equipment and tools Public Safety and Security TelecommunicationSkills: 
Comprehensive Problem Solving Skills Critical Thinking Customer Orientation Equipment Selection Learning Strategies 
Management of Material Resources Management of Personnel Resources Monitoring Negotiation Physical Coordination 
Reading Comprehension Time ManagementAbilities: Ability to communicate while wearing PPE and SCBA Ability to 
receive verbal communication Oral Comprehension Oral Expression Physical Stamina Problem Recognition Written 
Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Radios Printer Personal Protective Equipment (PPE) Self Contained Breathing 
Apparatus Miscellaneous Firefighting Tools (gas, pneumatic and hand tools) 
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075288 - FISCAL DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3699 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3643 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 



 TN Job Classification Specifications  
September 22, 2020 

customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3644 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3645 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 



 TN Job Classification Specifications  
September 22, 2020 

customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3646 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 



 TN Job Classification Specifications  
September 22, 2020 

customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3647 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3648 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3649 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3650 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3651 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075289 - FISCAL DIRECTOR 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3652 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, one year of experience in the supervision of fiscal 
and/or auditing staff.Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum or four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education).Substitution of Certificate or License for Education and Experience: Current 
certification as a ""Certified Public Accountant"" or license as a ""Public Accountant"" with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience.Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience)." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features:  An employee in this class directs a full range of fiscal 
services for a department with a financial operation of moderate size and complexity or a large institution with a 
complex financial operation. This class differs from that of Fiscal Director 2 in that an incumbent of the latter performs 
work of greater complexity in directing the financial activities of a department with a large and complex fiscal operation 
or assisting in directing the financial activities of a department with the largest and most complex of financial 
operations. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Directs all fiscal services for a department with a financial operation of 
small or moderate size and complexity or a large institution with a complex financial operation. Directs the preparation 
of complex and difficult management reports and supporting documents. Coordinates grants and contracts activities of 
staff to ensure compliance, accountability and adequate and proper funding.Thinking Creatively: Designs and updates 
cost accounting systems. Develops process improvement suggestions to enhance efficiency. Establishes financial policies 
and procedures to improve departmental efficiency. Brainstorms workflow and process improvements with co-workers 
to enhance workplace efficiency and comply with audit suggestions.Resolving Conflicts and Negotiating with Others: 
Resolves issues with internal and external customers. Resolves interpersonal conflicts between assigned subordinates or 
work teams to enhance teambuilding and generate a positive working environment. Selling or Influencing Others: 
Develops buy-in with internal business partners for changing business processes and management objectives.Processing 
Information: Performs the most complex and important reconciliations of general ledger accounts against transaction 
queries, researched information, information provided by outside vendors, and individual transactions in electronic 
databases. Prepares the most complex and important financial activity reports for use by internal and external 
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customers. Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end 
financial statements. Processes and submits high-dollar wire-transfers to approving agency based on departmental 
policies and procedures to ensure accuracy. Updates and maintains project and grant documentation in electronic 
database to ensure proper account tracking, federal reporting, and timely submission. Sets rates to internal and external 
customers for services rendered. Submits updated project and grant documentation to approving agency as required to 
ensure timely approval and processing. Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information: Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents. Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms. Documents assigned subordinates performance on an on-going basis to 
aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Develops 
budget projections, workload requirements, and temporary and permanent staffing needs. Completes risk assessments 
to determine appropriateness and function of internal financial controls. Estimates charges to other agencies for 
services provided to set rates.Monitoring and Controlling Resources: Prepares departmental budget modification 
recommendations for submission to approving authority. Monitors direct and indirect cost expenditures against 
departmental budget. Monitors grant expenditures, contracts, special funds and collections to ensure compliance with 
federal and state laws, rules, and regulations. Developing Objectives and Strategies: Sets work goals and priorities based 
on policy, legislation, and available resources. Develops strategies for achieving departmental goals during end of year 
closing based on deadlines and best practices. Develops performance evaluation goals and desired work outcomes for 
assigned subordinates to evaluate and develop job performance.Analyzing Data or Information: Analyzes issues 
identified by assigned subordinates to determine appropriate actions necessary. Analyzes the most complex and 
important general ledger transactions to ensure and verify the accurate recording and/or application of funds. Analyzes 
account documentation submitted by external customers to determine accurate and appropriate expenditures.Monitor 
Processes, Materials, or Surroundings: Monitors bills and laws to determine financial impact on programs and grants, 
impact on internal policies and procedures, and to prepare budget modifications. Monitors reported expenditures of 
sub-recipients grant funds and other program funds for allowable and accurate reporting. Monitors federal and third 
party, grant and program funds to ensure accurate fund results. Monitors revenue collections to determine congruence 
with assigned budget.Staffing Organizational Units: Makes recommendations regarding assigned subordinate retention, 
reallocation, and/or termination. Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Guiding, Directing, and Motivating Subordinates: Plans, organizes and supervises the work of 
professional and sub-professional personnel in specialized accounting, budget, and financial functions. Provides design 
guidance to assigned subordinates for the development of electronic spreadsheets and word processing documents. 
Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination.Communicating with Persons Outside Organization: Communicates with external customers using 
multiple mediums regarding financial issues and/or request additional information.Provide Consultation and Advice to 
Others: Serves as a subject matter expert on accounting policies, procedures, and systems for internal and external 
business partners.Training and Teaching Others: Conducts training in departmental policies, procedures, and processes 
for internal and external customers. Provides training to internal business partners on accounting systems currently in 
use within the department.Making Decisions and Solving Problems: Prepares budget for a large institution, department, 
or agency. Reviews and approves corrections to unusual account balances in electronic database based on results of 
research. Determines whether or not candidates will be hired for vacant positions based on interviews and input from 
assigned subordinates. Solves the most complex and important problems related to customer billing based on reporting 
and research. Reviews and approves the billing of internal and external customers to ensure accuracy and compliance 
with set rates, contracts, and/or federal, state, and departmental rules and regulations. Reviews and approves rates to 
internal customers for services rendered. Reviews and approves financial activity reports for use by internal and external 
customers. Reviews and approves various accounting transactions in electronic databases to ensure accuracy and that 
appropriate accounting policies and procedures were followed.Judging the Qualities of Things, Services, or People: 
Identifies appropriate candidates for vacant assigned positions. Performs performance evaluations for assigned 
subordinates.Interpreting the Meaning of Information for Others: Interprets federal and state laws, rules, and 
regulations for internal and external customers to facilitate compliance. Interprets financial reports for non-accounting 
personnel in response to questions. Interprets departmental rules and regulations for assigned subordinates and 
external customers to explain program parameters.Organizing, Planning, and Prioritizing Work: Manages long term 
projects to ensure timely completion of project milestones. Prioritizes daily tasks to meet deadlines and facilitate 
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efficient task completion. Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a variety of important 
personal contacts with internal and external customers.Getting Information: Researches unusual account balance 
changes to identify the source of the issue. Gathers information from assigned subordinates to make informed 
budgetary decisions and other analyses. Runs queries in electronic databases to provide information for accounting and 
management analyses.Updating and Using Relevant Knowledge: Maintains up to date, professional knowledge of 
generally accepted accounting principles. Cross-trains with co-workers in assigned job duties to ensure continuity of 
operations and improve succession planning. Trains with external customers to ensure correct use of third party 
systems. Attends department specific in-service training as required to enhance personal development.Evaluating 
Information to Determine Compliance with Standards: Audits the most complex and important invoices and billings for 
compliance with departmental policies and procedures, contract terms, federal and state laws and regulations. Audits 
monthly billing report to ensure the billing is in compliance with departmental policies, procedures, rules and 
regulations. Reviews refund request documentation prior to and after submission for payment to ensure recipient 
eligibility and proper allocation and disbursement of funds. Reviews department budget to actual expenditure report in 
electronic database and from contract to determine availability of funds and/or discrepancies. Audits monthly financial 
period closing reports to ensure there are no outstanding transactions. Performs random audits of assigned subordinate 
work for quality control purposes. Audits physical inventory reports submitted by assigned subordinates or others for 
completeness and accuracy. Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines. Audits aging report to determine proper actions in regards to delinquent 
accounts.Coaching and Developing Others: Provides guidance to co-workers on sources for required work information. 
Instructs internal and external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing 
Administrative Activities: Prepares and maintains administrative and supervisory records and reports. Communicating 
with Supervisors, Peers, or Subordinates: Talks frequently with assigned subordinates to discuss job performance and 
make recommendations for improvement and development. Communicates with internal business partners using 
multiple mediums to facilitate interdepartmental financial transactions. Communicates with management team 
members using multiple mediums to keep them abreast of daily operations, special projects, and other unit functions. 
Communicates with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams: Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.Identifying Objects, Actions, and Events: Runs trial balance report to identify unusual account 
balance changes. Runs monthly financial period closing reports prior to closing for review. Runs accounting queries as 
required to identify incomplete transactions. Runs monthly billing reports for review. Runs finance status report as 
required to identify customers who should receive statements. Runs aging report as required to identify delinquent 
accounts and level of delinquency. Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities: Schedules training for assigned subordinates to enhance employee 
development. Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal achievement. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Intellectual Horsepower Directing Others Timely Decision Making 
Organizational Agility Action Oriented Perspective Managerial Courage PerseveranceKnowledge: Basic clerical 
knowledge of filing systems, Microsoft office software or other business systems Advanced knowledge of governmental 
accounting principles and practices, and the analysis and reporting of financial data Basic knowledge of personnel and 
human resources principles and procedures for recruitment, selection, and training Intermediate knowledge of 
mathematics including arithmetic, algebra, statistics and their application Advanced knowledge of administration and 
management principlesSkills: Advanced skill in accounting and fiscal systems evaluation Advanced skill in accounting and 
fiscal systems analysis Advanced skill in the management of financial resources Basic time management skill 
Intermediate skill in the management of material resource Intermediate business writing skill Complex problem solving 
skill Intermediate skill in the management of personnel resources Advanced skill in judgment and decision making 
Intermediate critical thinking skillAbilities: Time sharing abilities Intermediate mathematical reasoning ability 
Intermediate written comprehension abilities Intermediate written expression abilities Intermediate oral expression 
abilities Intermediate oral comprehension abilities Intermediate inductive reasoning abilities Advanced problem 
sensitivity abilities Intermediate deductive reasoning abilities 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3655 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 
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abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3656 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 



 TN Job Classification Specifications  
September 22, 2020 

abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3657 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 
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abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3658 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 
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abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3659 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 
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abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075290 - FISCAL DIRECTOR 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3660 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work including, at least, two years of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or license as a “Public Accountant” with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
non-supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial fiscal work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features:  An employee in 
this class directs a full range of fiscal services for a department or agency with large and complex financial operations or 
acts as an assistant director in a department with the largest and most complex of financial operations. This class differs 
from that of Fiscal Director 1 in that an incumbent of the latter performs work of lesser complexity in directing the fiscal 
services for a department with moderate-sized, less complex fiscal operations. This class differs from that of Fiscal 
Director 3 in that an incumbent of the latter has greater supervisory responsibility and may direct the work of an 
incumbent of this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Directs all fiscal services for a department with large and complex 
financial operations.    Directs the preparation of complex and difficult management reports and supporting documents.    
Coordinates grants and contracts activities of staff to ensure compliance, accountability and adequate and proper 
funding.Thinking Creatively:    Designs and updates cost accounting systems.    Develops process improvement 
suggestions to enhance efficiency.    Establishes financial policies and procedures to improve departmental efficiency.    
Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and comply with 
audit suggestions.Resolving Conflicts and Negotiating with Others:    Resolves issues with internal and external 
customers.    Resolves interpersonal conflicts between assigned subordinates or work teams to enhance teambuilding 
and generate a positive working environment.Selling or Influencing Others:    Develops buy-in with internal business 
partners for changing business processes and management objectives.Processing Information:    Performs the most 
complex and important reconciliations of general ledger accounts against transaction queries, researched information, 
information provided by outside vendors, and individual transactions in electronic databases.    Prepares the most 
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complex and important financial activity reports for use by internal and external customers.    Prepares adjusting entries 
to reflect modified accrual or full accrual reporting in preparation of year-end financial statements.    Processes and 
submits high-dollar wire-transfers to approving agency based on departmental policies and procedures to ensure 
accuracy.    Updates and maintains project and grant documentation in electronic database to ensure proper account 
tracking, federal reporting, and timely submission.    Sets rates to internal and external customers for services rendered.    
Submits updated project and grant documentation to approving agency as required to ensure timely approval and 
processing.    Processes the most complex and important accounting transactions in electronic 
databases.Documenting/Recording Information:    Prepares complex and difficult reports such as appropriation request, 
work program, along with supporting documents.    Records the most complex and important financial transactions in 
electronic databases, spreadsheets, and forms.    Documents assigned subordinates performance on an on-going basis 
to aid in performance evaluation.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Develops budget projections, workload requirements, and temporary and permanent staffing needs.    Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Estimates charges to other 
agencies for services provided to set rates.Monitoring and Controlling Resources:    Prepares departmental budget 
modification recommendations for submission to approving authority.    Monitors direct and indirect cost expenditures 
against departmental budget.    Monitors grant expenditures, contracts, special funds and collections to ensure 
compliance with federal and state laws, rules, and regulations.Developing Objectives and Strategies:    Sets work goals 
and priorities based on policy, legislation, and available resources.    Develops strategies for achieving departmental 
goals during end of year closing based on deadlines and best practices.    Develops performance evaluation goals and 
desired work outcomes for assigned subordinates to evaluate and develop job performance.Analyzing Data or 
Information:    Analyzes issues identified by assigned subordinates to determine appropriate actions necessary.    
Analyzes the most complex and important general ledger transactions to ensure and verify the accurate recording 
and/or application of funds.    Analyzes account documentation submitted by external customers to determine accurate 
and appropriate expenditures. Monitor Processes, Materials, or Surroundings:    Monitors bills and laws to determine 
financial impact on programs and grants, impact on internal policies and procedures, and to prepare budget 
modifications.    Monitors reported expenditures of sub-recipients grant funds and other program funds for allowable 
and accurate reporting.    Monitors federal and third party, grant and program funds to ensure accurate fund results.    
Monitors revenue collections to determine congruence with assigned budget.Staffing Organizational Units:    Makes 
recommendations regarding assigned subordinate retention, reallocation, and/or termination.    Interviews candidates 
for vacant assigned positions to develop hiring recommendations.Guiding, Directing, and Motivating Subordinates:    
Plans, organizes and supervises the work of professional and sub-professional personnel in specialized accounting, 
budget, and financial functions.    Provides design guidance to assigned subordinates for the development of electronic 
spreadsheets and word processing documents.    Ensures that assigned subordinates prepare and distribute necessary 
reports to facilitate information dissemination.Communicating with Persons Outside Organization:    Communicates with 
external customers using multiple mediums regarding financial issues and/or request additional information.Provide 
Consultation and Advice to Others:    Serves as a subject matter expert on accounting policies, procedures, and systems 
for internal and external business partners.Training and Teaching Others:    Conducts training in departmental policies, 
procedures, and processes for internal and external customers.    Provides training to internal business partners on 
accounting systems currently in use within the department.Making Decisions and Solving Problems:    Prepares budget 
for a large institution, department, or agency.    Reviews and approves corrections to unusual account balances in 
electronic database based on results of research.    Determines whether or not candidates will be hired for vacant 
positions based on interviews and input from assigned subordinates.    Solves the most complex and important problems 
related to customer billing based on reporting and research.    Reviews and approves the billing of internal and external 
customers to ensure accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules 
and regulations.    Reviews and approves rates to internal customers for services rendered.    Reviews and approves 
financial activity reports for use by internal and external customers.    Reviews and approves various accounting 
transactions in electronic databases to ensure accuracy and that appropriate accounting policies and procedures were 
followed.Judging the Qualities of Things, Services, or People:    Identifies appropriate candidates for vacant assigned 
positions.    Performs performance evaluations for assigned subordinates.Interpreting the Meaning of Information for 
Others:    Interprets federal and state laws, rules, and regulations for internal and external customers to facilitate 
compliance.    Interprets financial reports for non-accounting personnel in response to questions.    Interprets 
departmental rules and regulations for assigned subordinates and external customers to explain program 
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parameters.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Plans and 
schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains a variety of important personal contacts with internal and 
external customers.Getting Information:    Researches unusual account balance changes to identify the source of the 
issue.    Gathers information from assigned subordinates to make informed budgetary decisions and other analyses.    
Runs queries in electronic databases to provide information for accounting and management analyses.Updating and 
Using Relevant Knowledge:     Maintains up to date, professional knowledge of generally accepted accounting principles.    
Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    
Trains with external customers to ensure correct use of third party systems.    Attends department specific in-service 
training as required to enhance personal development.Evaluating Information to Determine Compliance with Standards:    
Audits the most complex and important invoices and billings for compliance with departmental policies and procedures, 
contract terms, federal and state laws and regulations.    Audits monthly billing report to ensure the billing is in 
compliance with departmental policies, procedures, rules and regulations.    Reviews refund request documentation 
prior to and after submission for payment to ensure recipient eligibility and proper allocation and disbursement of 
funds.    Reviews department budget to actual expenditure report in electronic database and from contract to 
determine availability of funds and/or discrepancies.    Audits monthly financial period closing reports to ensure there 
are no outstanding transactions.    Performs random audits of assigned subordinate work for quality control purposes.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Reviews performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources 
guidelines.    Audits aging report to determine proper actions in regards to delinquent accounts.Coaching and 
Developing Others:    Provides guidance to co-workers on sources for required work information.    Instructs internal and 
external customers on use of electronic forms and spreadsheets to enhance efficiency.Performing Administrative 
Activities:    Prepares and maintains administrative and supervisory records and reports. Communicating with 
Supervisors, Peers, or Subordinates:    Talks frequently with assigned subordinates to discuss job performance and make 
recommendations for improvement and development.    Communicates with internal business partners using multiple 
mediums to facilitate interdepartmental financial transactions.    Communicates with management team members using 
multiple mediums to keep them abreast of daily operations, special projects, and other unit functions.    Communicates 
with supervisors, co-workers, subordinates using multiple mediums to effectively relay work related 
information.Developing and Building Teams:    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Identifying Objects, Actions, and Events:    Runs trial balance report to identify unusual 
account balance changes.    Runs monthly financial period closing reports prior to closing for review.    Runs accounting 
queries as required to identify incomplete transactions.    Runs monthly billing reports for review.    Runs finance status 
report as required to identify customers who should receive statements.    Runs aging report as required to identify 
delinquent accounts and level of delinquency.    Runs open item report as required to identify submitted but not applied 
monies.Scheduling Work and Activities:    Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Problem Solving    Intellectual Horsepower    Directing Others    Timely Decision 
Making    Organizational Agility    Action Oriented    Perspective    Managerial Courage    PerseveranceKnowledge:    Basic 
clerical knowledge of filing systems, Microsoft office software or other business systems    Advanced knowledge of 
governmental accounting principles and practices, and the analysis and reporting of financial data    Basic knowledge of 
personnel and human resources principles and procedures for recruitment, selection, and training    Intermediate 
knowledge of mathematics including arithmetic, algebra, statistics and their application    Advanced knowledge of 
administration and management principlesSkills:    Advanced skill in accounting and fiscal systems evaluation    Advanced 
skill in accounting and fiscal systems analysis    Advanced skill in the management of financial resources    Basic time 
management skill    Intermediate skill in the management of material resource    Intermediate business writing skill    
Complex problem solving skill    Intermediate skill in the management of personnel resources    Advanced skill in 
judgment and decision making    Intermediate critical thinking skillAbilities:    Time sharing abilities    Intermediate 
mathematical reasoning ability    Intermediate written comprehension abilities    Intermediate written expression 
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abilities    Intermediate oral expression abilities    Intermediate oral comprehension abilities    Intermediate inductive 
reasoning abilities    Advanced problem sensitivity abilities    Intermediate deductive reasoning abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator 
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075291 - FISCAL DIRECTOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3700 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075291 - FISCAL DIRECTOR 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3701 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075291 - FISCAL DIRECTOR 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3702 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075291 - FISCAL DIRECTOR 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3703 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075291 - FISCAL DIRECTOR 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3704 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026055 - FISCAL REVIEW ASST DIRECTOR 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1142 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service position is located. To determine the department location, you 
may want to use the Job Search feature provided on our Employment Page. Although job descriptions are not provided 
for most Executive Service job titles, other information such as number of positions and vacancies by county or by 
department, as well as salary grade information, is provided for these jobs. To get information about a particular 
department, you may want to visit the State of Tennessee website at www.tennesseeanytime.org and click on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002371 - FLEET MAINTENANCE ASSISTANT 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2566 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and four years of 
automotive maintenance, automotive parts procurement, automotive inventory control, financial and/or procurement 
fleet operations work or any clerical/administrative. Substitution of Education for Experience: Coursework from an 
accredited college or university in business, public administration, automotive maintenance & repair, or related field 
may be substituted for the required experience, on a year-for-year basis, to a maximum of three years. Substitution of 
Experience for Education: Automotive, clerical/administrative, financial and/or procurement fleet operations experience 
may be substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for fleet operations work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for fleet operations work. This class 
differs from the Fleet Maintenance Assistant 2 in that an incumbent of the latter is responsible for more complex fleet 
operations work and/or serves as a lead worker.  
 
Work Activities: 
Processing Information: Enters data into automated fleet maintenance system to authorize incoming work requests for 
vehicle maintenance or repair. Compiles data into spreadsheet format to track interactions with insurance 
agencies.Establishing and Maintaining Interpersonal Relationships: Interacts appropriately in open discussions with 
customers and vendors to ensure effective relationships. Cooperates with internal and external vendors and customers 
to ensure coordination and unified efforts. Respond accurately, timely, and honestly to all customers and business 
partners. Upholds a respectful and productive work environment within the assigned work unit to minimize confusion 
and facilitate performance.Monitor Processes, Materials, or Surroundings: Monitors repair estimates to determine 
adherence to proper hourly rates and discounts. Verifies fuel pricing charges to ensure proper discount 
application.Communicating with Supervisors, Peers, or Subordinates: Notifies supervisory personnel when discrepancies 
and errors cannot be resolved. Provides regular updates to management and other internal business partners on the 
status of projects and other assigned work. Maintains professional working relationships with peers and upper 
management to ensure smooth and effective team operations. Maintains an open dialogue with internal business 
partners to ensure effective and efficient communication.Judging the Qualities of Things, Services, or People: Reviews 
repair documents for accuracy and completeness before processing.Getting Information: Obtains estimates of costs for 
the repair of accident damage or mechanical repair from authorized vendors. Gathers information from various 
departments required for assignment and disposal of vehicles and equipment. Obtains necessary information via email, 
phone, or fax to request a replacement fuel card.Interpreting the Meaning of Information for Others: Interprets policies, 
procedures, and regulations pertaining to the safe and legal use of motor vehicles and equipment. Performing 
Administrative Activities: Logs, and/or files motor vehicle management related documents and records. Drafts emails, 
letters, and memorandums as needed. Responds to phone calls and emails.Communicating with Persons Outside the 
Organization: Communicates with departments and agencies to ensure questions are answered or directed to the 
appropriate individuals.Interacting With Computers: Searches divisional databases and other resources to extract 
information regarding invoices and/or requests in order to resolve customer conflicts or discrepancies. Utilizes internet 
search engines to research information on products, contracts, state processes, etc.Operating Vehicles, Mechanized 
Devices, or Equipment: May operate passenger vehicle as required. 



 TN Job Classification Specifications  
September 22, 2020 

 
Competencies (KSA’s): 
Competencies: Customer Focus Functional/Technical Competency Ethics & Values Integrity & Trust Comfort Around 
Higher Management Decision Quality Patience Learning on the FlyKnowledge: Customer & Personal Service Mechanical 
(vehicle & equipment maintenance) Clerical Basic Law & Government (state and agency rules)Skills: Active Learning 
Active Listening Critical Thinking Service Orientation Reading Comprehension Time Management Writing Speaking 
CoordinationAbilities: Problem Sensitivity Number Facility Deductive Reasoning 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002372 - FLEET MAINTENANCE ASSISTANT 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2567 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to five years of automotive maintenance, automotive parts procurement, automotive inventory control, financial and/or 
procurement fleet operations work or any clerical/administrative. Substitution of Education for Experience: Coursework 
from an accredited college or university in business, public administration, automotive repair, or related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of three years. Substitution of 
Experience for Education: Automotive, clerical/administrative, financial and/or procurement fleet operations experience 
may be substituted for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory fleet utilization work of routine difficulty; and 
performs related work as required. Distinguishing Features: This is the lead class in the Fleet Maintenance Assistant sub-
series.  An employee in this class is responsible for more complex fleet operations work. This class differs from that of 
Fleet Maintenance Assistant 1 in that an incumbent of the latter does not serve as a lead worker. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the estimated cost, types of repairs, and verifies previous 
repairs of the same type in order to authorize the repair. Determines the feasibility of repair cost versus replacement 
cost to determine which is more cost effective. Reviews repair documents for accuracy and completeness before 
processing a request.Resolving Conflicts and Negotiating with Others: Resolves agency complaints related to vendor 
repair timely and efficiently in order to maintain positive working relationships. Explains reason(s) why an original work 
order was changed and/or approved for an agency repair (e.g., extra work was to address a safety issue). Researches 
why a vendor(s) has not received payment for a repair and/or maintenance invoice.Evaluating Information to Determine 
Compliance with Standards: Reviews maintenance/repair invoices to ensure compliance with established standards 
and/or contractual pricing. Evaluates requests from departments and agencies for vehicle and equipment acquisitions, 
assignment requests, special license plate requests, etc. to determine if they meet the standards for approval and/or 
compliance.Monitor Processes, Materials, or Surroundings: Examines expenditures on maintenance contracts to ensure 
they meet contractual pricing. Monitors repair estimates to determine adherence to proper hourly rates and discounts. 
Verifies fuel pricing charges to ensure proper discount applications.Interpreting the Meaning of Information for Others: 
Interprets policies, procedures, and regulations pertaining to the safe and legal use of motor vehicles and equipment. 
Translate contract information for internal and external customers to facilitate full compliance with contract standards. 
Continue until all tasks under the functional area have been written.Getting Information: Acquires requests via email, 
phone, or fax for repair or services pertaining to vehicles and equipment. Obtains required invoices from vendors for 
audit and reconciliation purposes. Collects required documents for titles and registration of leased and state owned 
vehicles and equipment.Processing Information: Enters data into automated fleet maintenance system to authorize 
incoming work requests for vehicle maintenance or repair. Compiles data into spreadsheet format to track interactions 
with insurance agencies.Making Decisions and Solving Problems: Compares existing repair requests against past 
requests to determine need for current services. Reviews accident information to determine trends and/or 
commonalities of accident causes.Establishing and Maintaining Interpersonal Relationships: Upholds a respectful and 
productive work environment within the assigned work unit to minimize confusion and facilitate performance. Interacts 
appropriately in open discussions with customers and vendors to ensure effective relationships. Cooperates with 
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internal and external vendors and customers to ensure coordination and unified efforts. Responds accurately, timely, 
and honestly to all customers and business partners. Identifying Objects, Actions, and Events: Identifies priorities to 
ensure the most important work is completed first based on work experience, supervisor guidance, and departmental, 
state, and federal laws, rules, regulations, and guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Maintains an open dialogue with internal business partners to ensure effective and efficient communication. Provides 
regular updates to management and other internal business partners on the status of projects and other assigned work 
Maintains professional working relationships with peers and upper management to ensure smooth and effective team 
operations. Notifies supervisory personnel when discrepancies and errors cannot be resolved.Communicating with 
Persons Outside Organization: Communicates with agencies to ensure questions are answered or directed to the 
appropriate individuals. Communicates to vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposesInteracting with Computers: 
Utilizes internet search engines to research information on products, contracts, state processes, etc. Searches divisional 
databases and other resources to extract information regarding invoices and/or requests in order to resolve customer 
conflicts or discrepancies. Uses Microsoft tools (e.g., PowerPoint, Word, Outlook, Excel) to create presentations, 
generates related reports, and/or disseminate information regarding fleet management.Performing Administrative 
Activities: Responds to phone calls and emails timely. Drafts emails, letters, and memorandums as needed.Operating 
Vehicles, Mechanized Devices, or Equipment: May operate a passenger vehicle as required. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Functional/Technical Competency Ethics & Values Integrity & Trust Decision Quality 
Comfort Around Higher Management Patience Learning on the FlyKnowledge: Customer & Personal Service Clerical 
Mechanical (vehicle & equipment maintenance) Basic Law & Government (state and agency rules)Skills: Reading 
Comprehension Active Learning Active Listening Critical Thinking Speaking Coordination Negotiation Complex Problem 
Solving Time Management Service Orientation WritingAbilities: Number Facility Deductive Reasoning 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002372 - FLEET MAINTENANCE ASSISTANT 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2568 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to five years of automotive maintenance, automotive parts procurement, automotive inventory control, financial and/or 
procurement fleet operations work or any clerical/administrative. Substitution of Education for Experience: Coursework 
from an accredited college or university in business, public administration, automotive repair, or related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of three years. Substitution of 
Experience for Education: Automotive, clerical/administrative, financial and/or procurement fleet operations experience 
may be substituted for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory fleet utilization work of routine difficulty; and 
performs related work as required. Distinguishing Features: This is the lead class in the Fleet Maintenance Assistant sub-
series.  An employee in this class is responsible for more complex fleet operations work. This class differs from that of 
Fleet Maintenance Assistant 1 in that an incumbent of the latter does not serve as a lead worker. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the estimated cost, types of repairs, and verifies previous 
repairs of the same type in order to authorize the repair. Determines the feasibility of repair cost versus replacement 
cost to determine which is more cost effective. Reviews repair documents for accuracy and completeness before 
processing a request.Resolving Conflicts and Negotiating with Others: Resolves agency complaints related to vendor 
repair timely and efficiently in order to maintain positive working relationships. Explains reason(s) why an original work 
order was changed and/or approved for an agency repair (e.g., extra work was to address a safety issue). Researches 
why a vendor(s) has not received payment for a repair and/or maintenance invoice.Evaluating Information to Determine 
Compliance with Standards: Reviews maintenance/repair invoices to ensure compliance with established standards 
and/or contractual pricing. Evaluates requests from departments and agencies for vehicle and equipment acquisitions, 
assignment requests, special license plate requests, etc. to determine if they meet the standards for approval and/or 
compliance.Monitor Processes, Materials, or Surroundings: Examines expenditures on maintenance contracts to ensure 
they meet contractual pricing. Monitors repair estimates to determine adherence to proper hourly rates and discounts. 
Verifies fuel pricing charges to ensure proper discount applications.Interpreting the Meaning of Information for Others: 
Interprets policies, procedures, and regulations pertaining to the safe and legal use of motor vehicles and equipment. 
Translate contract information for internal and external customers to facilitate full compliance with contract standards. 
Continue until all tasks under the functional area have been written.Getting Information: Acquires requests via email, 
phone, or fax for repair or services pertaining to vehicles and equipment. Obtains required invoices from vendors for 
audit and reconciliation purposes. Collects required documents for titles and registration of leased and state owned 
vehicles and equipment.Processing Information: Enters data into automated fleet maintenance system to authorize 
incoming work requests for vehicle maintenance or repair. Compiles data into spreadsheet format to track interactions 
with insurance agencies.Making Decisions and Solving Problems: Compares existing repair requests against past 
requests to determine need for current services. Reviews accident information to determine trends and/or 
commonalities of accident causes.Establishing and Maintaining Interpersonal Relationships: Upholds a respectful and 
productive work environment within the assigned work unit to minimize confusion and facilitate performance. Interacts 
appropriately in open discussions with customers and vendors to ensure effective relationships. Cooperates with 
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internal and external vendors and customers to ensure coordination and unified efforts. Responds accurately, timely, 
and honestly to all customers and business partners. Identifying Objects, Actions, and Events: Identifies priorities to 
ensure the most important work is completed first based on work experience, supervisor guidance, and departmental, 
state, and federal laws, rules, regulations, and guidelines. Communicating with Supervisors, Peers, or Subordinates: 
Maintains an open dialogue with internal business partners to ensure effective and efficient communication. Provides 
regular updates to management and other internal business partners on the status of projects and other assigned work 
Maintains professional working relationships with peers and upper management to ensure smooth and effective team 
operations. Notifies supervisory personnel when discrepancies and errors cannot be resolved.Communicating with 
Persons Outside Organization: Communicates with agencies to ensure questions are answered or directed to the 
appropriate individuals. Communicates to vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposesInteracting with Computers: 
Utilizes internet search engines to research information on products, contracts, state processes, etc. Searches divisional 
databases and other resources to extract information regarding invoices and/or requests in order to resolve customer 
conflicts or discrepancies. Uses Microsoft tools (e.g., PowerPoint, Word, Outlook, Excel) to create presentations, 
generates related reports, and/or disseminate information regarding fleet management.Performing Administrative 
Activities: Responds to phone calls and emails timely. Drafts emails, letters, and memorandums as needed.Operating 
Vehicles, Mechanized Devices, or Equipment: May operate a passenger vehicle as required. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Functional/Technical Competency Ethics & Values Integrity & Trust Decision Quality 
Comfort Around Higher Management Patience Learning on the FlyKnowledge: Customer & Personal Service Clerical 
Mechanical (vehicle & equipment maintenance) Basic Law & Government (state and agency rules)Skills: Reading 
Comprehension Active Learning Active Listening Critical Thinking Speaking Coordination Negotiation Complex Problem 
Solving Time Management Service Orientation WritingAbilities: Number Facility Deductive Reasoning 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062893 - FLEET SUPERVISOR 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1773 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of automotive maintenance, automotive parts procurement, automotive inventory control, 
financial/procurement fleet operations work or any clerical/administrative work, at least two of the five years must be 
automotive maintenance, automotive parts procurement, automotive inventory control, financial and/or procurement 
fleet operations work. Substitution of Education for Experience: Coursework from an accredited college or university in 
business, public administration, automotive repair, or related field may be substituted for the required experience, on a 
year-for-year basis, to a maximum of three years. Substitution of Experience for Education: Automotive, 
clerical/administrative, financial and/or procurement fleet operations experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory fleet operations work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises individuals performing 
fleet operations work. This class differs from that of a Fleet Maintenance Assistance 2 in that an incumbent of the latter 
performs lead work.  This class differs from that of a Fleet Supervisor 2 in that an incumbent of the latter has greater 
responsibility and typically oversees a larger staff to include lead and/or supervisory staff members. 
 
Work Activities: 
Developing Objectives and Strategies: Assist in incorporating departmental objectives and goals into assigned.Monitors 
Processes, Materials, or Surrounding: Monitors fleet operations and processes including vehicles and equipment to 
document performance and ensure written and electronic documentation is completed timely and 
accurately.Documenting/Recording Information: Manages vehicle and/or equipment programs through documentation 
to ensure proper use, accountability, and functionality. Documents repair requests and completion to ensure optimum 
efficiency. Documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.Training and Teaching Others: Trains assigned subordinates in the basic workflow and processes related to 
fleet activities.Evaluating Information to Determine Compliance with Standards: Reviews work activities, products, 
and/or information completed or provided by assigned subordinates and internal business partners to ensure accuracy 
and compliance with standards.Resolving Conflicts and Negotiating with Others: Acts as a mediator and assists in 
investigations of conflicts between internal business partners, external business partners, and/or employees according 
to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Resolve interpersonal 
conflicts between assigned subordinates to ensure a respectful and productive work environment. Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Analyzing Data or Information: Analyzes data, processes, policies, and procedures to document and/or 
develop recommendations for changes in fleet operations which affect the economy, efficiency and quality of 
departmental and divisional fleet operations and services. Assesses agency and customer data to identify trends and 
patterns to gain information and insights for decision making.Provide Consultation and Advice to Others: Makes 
recommendations to upper management and/or other business partners relating to processes affecting the economy, 
efficiency, safety, and quality of fleet operations.Communicating with Supervisors, Peers, or Subordinates: Disseminates 
necessary information received from upper management to peers and subordinates to ensure departmental, divisional, 
and program objectives are met. Communicates work related information and expectations to peers and assigned 
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subordinates to facilitate teamwork, assign tasks, and coordinate effort. Participates in staff meetings as required to 
provide and gather status updates for assigned workloads and the assignments of subordinate staff. Maintains an open 
dialogue with internal business partners to ensure effective and efficient communications.Processing Information: 
Prepares audits, and maintains records, documents, and/or correspondence as required by departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Maintains and manages accurate and complete 
information, records, and reports to ensure costs and resources associated with work performed are allocated 
appropriately. Prepares processes, and corrects information related to departmental policies and procedures as 
assigned.Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates for the 
performance management process.Interacting with Computers: Use office productivity software including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines. Uses appropriate state databases and/or software as required to 
manage information. Operates self-service database to view, maintain, and enter personal employment data. Operates 
manager self-service database to view and modify subordinate employment data, including but not limited to leave 
requests, performance management, and time entry.Communicating with Persons Outside Organization: Communicates 
with external business partners to facilitate outside events and programs in which the state/agency participates. Contact 
vendors, consultants, contractors, and other outside agencies to obtain/provide required information, correct errors, 
and/or for clarification purposes in accordance with departmental and divisional policies and procedures. 
Communicates with outside callers and senders to ensure questions are directed to the appropriate individuals in 
accordance with departmental and divisional policies and procedures.Organizing, Planning, and Prioritizing Work: 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload, the workloads of assigned subordinates, and resources to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure work is completed efficiently, accurately, and timely.Coordinating the Work and Activities of Others: 
Coordinates workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Establishing and Maintaining Interpersonal Relationships: Maintains professional working relationships with 
peers, with assigned subordinates and with upper management to ensure smooth and effective tam operations. 
Networks with internal and external business partners to develop a productive working relationship.Guiding, Directing, 
and Motivating Subordinates: Influences assigned subordinates and teams using identified motivational factors to 
increase job performance and productivity. Provides feedback during the performance evaluation cycle to address 
subordinate performance. Provides guidance and direction about departmental and divisional policies and procedures. 
Interprets and explains departmental goals, procedures, and guidelines to divisional or subordinate staff to ensure 
proper direction is being followed.Coaching and Developing Others: Mentors direct reports and subordinate staff by 
providing feedback and information on fleet operations, policies, and procedures. Coaches direct reports and 
subordinate staff by providing feedback and information on workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks. Models effective performance for co-workers and assigned subordinates to provide a role model, 
encourage success in others and enhance trust.Staffing Organizational Units: Assists in job interviews to select the most 
qualified candidates. Identifies and suggests advancement opportunities for subordinates within assigned areas. Selects 
job candidates who best fit available positions based on the results of selection assessment.Getting Information: 
Participates in field operations and reviews to collect data for evaluation and decision-making purposes.Performing 
Administrative Activities: Maintain program files and databases to ensure proper record keeping. Responds to emails, 
phone calls, and other correspondence in a timely manner. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Process Management Conflict Management Presentation skills Customer Focus Integrity 
and Trust Interpersonal SavvyKnowledge: Knowledge of large fleet maintenance and repair operations Knowledge of 
office productivity software including but not limited to Microsoft Office Suite Knowledge of fleet management software 
Knowledge of customer and personal service practices Knowledge of arithmetic Knowledge of policies, procedures, and 
processes Knowledge of personnel management and human resource proceduresSkills: Active Learning Active Listening 
Critical Thinking Negotiations Judgement and Decision Making Time ManagementAbilities: Deductive Reasoning 
Inductive Reasoning Oral Comprehension Oral Expression Visualization Written Comprehension Written Expression 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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062894 - FLEET SUPERVISOR 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1786 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time automotive maintenance, automotive parts 
procurement, or automotive inventory control work including, at least, two years of supervisory experience. 
Substitution of Education for Experience: Pertinent coursework at an accredited college or university may be substituted 
for the required experience, on a year-for-year basis, to a maximum of four years. Substitution of Experience for 
Education: Qualifying full-time experience may be substituted for the required education, on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervising fleet operations work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises subordinates 
performing fleet operations work, develops vehicle and equipment specifications, and oversees the purchasing and 
surplus selling of state-owned vehicles and equipment. This class differs from Fleet Supervisor 1 in that the incumbent of 
the latter supervises fleet operations in the areas of preventive maintenance, repair, parts, and the dispatch of state-
owned vehicles. This class differs from MV Mgmt Assistant Director in that the incumbent of the latter assists in 
directing the maintenance and operation of a large fleet of motor vehicles and supervises a large staff of maintenance, 
operations, support and subordinate supervisory staff, including incumbents in this class. 
 
Work Activities: 
Monitoring and Controlling Resources:    Manages and audits the procurement, receipt, and payment of products, 
equipment, vehicles, and/or services in compliance with all laws, rules, and regulations.    Assists in work activities 
related to fleet financial planning within budgetary constraints and appropriations for departmental and divisional 
operations.    Manage work pertaining to program development and scheduling, equipment resources, and other fleet 
related activities for departmental and divisional operations.Developing Objectives and Strategies:    Assists in 
developing and implementing strategies and objectives for fleet program areas to enhance performance and improve 
organizational efficiency.    Assist in developing and implementing strategic programs and events to improve fleet 
operations.    Assist in incorporating departmental objectives and goals into assigned fleet programs.Inspecting 
Equipment, Structures, or Material:    Inspect equipment, vehicles, material, inventory, or other related components to 
ensure compliance with specifications.    Coordinate the inspection of equipment, vehicles, material, inventory, 
structures, or other related components to identify the cause of errors, problems, or defects.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:    Manage the development of fleet related activities, parts, and 
equipment including but not limited to specifications, plans, product design, and standard operating procedures for 
internal and external business partners.Making Decisions and Solving Problems:    Makes decisions related to the 
management of divisional and fleet operations, activities, and performance.    Develop divisional policies and procedures 
in compliance with departmental, state, and federal laws, rules, and regulations to enhance consistency.    Recommend 
new products, equipment, vehicles, procedures, and policies to use in fleet operations.    Analyzes fleet operations 
research by reviewing academic studies to improve and implement departmental and divisional policies and procedures.    
Selects job candidates who best fit available positions based on the results of selection assessment.    Approve travel, 
time and attendance, training, and other related requests submitted by assigned subordinates to ensure compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.Monitor Processes, 
Materials, or Surroundings:    Monitors fleet administration including vehicle assignment and surplus, procurement, 
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usage, inventory control, and other related activities to ensure optimum fleet utilization.    Monitors the costs and 
expenditures related to divisional programs and processes to ensure compliance with budgetary constraints, rules, and 
regulations.    Monitors fleet resources to effectively and efficiently assess status of departmental and divisional 
specifications, programs, and processes.       Monitors fleet operations and processes including vehicles and equipment 
to document performance and ensure written and electronic documentation is completed timely and accurately.    
Monitors garage labor efficiency to identify efficient use of mechanics time.Documenting/Recording Information:    
Manage vehicle and/or equipment programs through documentation to ensure proper use, accountability, and 
functionality.    Documents repair requests and completion to ensure optimum efficiency.    Document assignments of 
fleet inventory to ensure accurate tracking of vehicles and equipment.    Continually documents the performance of 
assigned subordinates to ensure accurate and unbiased performance evaluations.Training and Teaching Others:    
Develops, modifies, and administers statewide training programs for fleet operations and divisional goals to internal and 
external business partners.    Coordinate safety and operation training through internal and external business partners 
to maximize operator safety and performance.    Trains assigned subordinates in the basic workflow and processes 
related to fleet activities.    Oversee training schedule and needs to improve skills, productivity, safety, and efficiency for 
assigned subordinates.Evaluating Information to Determine Compliance with Standards:    Evaluate detailed records, 
documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Reviews work activities, products, and/or information completed 
or provided by assigned subordinates and internal business partners to ensure accuracy and compliance with standards.    
Evaluates products, equipment, vehicles, technology, and/or materials used to ensure compliance with industry 
standardsResolving Conflicts and Negotiating with Others:    Acts as a mediator and assists in investigations of conflicts 
between internal business partners, external business partners, and/or employees according to departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Resolve interpersonal conflicts between 
assigned subordinates to ensure a respectful and productive work environment.    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Evaluates and recommend sizes, quantities of 
materials, products, vehicles, and equipment necessary for fleet operations.    Determine time, costs, resources, or 
materials necessary for fleet operations and events.Analyzing Data or Information:    Analyzes data, processes, policies, 
and procedures to document and/or develop recommendations for changes in fleet operations which affect the 
economy, efficiency and quality of departmental and divisional Fleet operations and services.    Analyze data, processes, 
policies, procedures, and specifications to reveal trends and patterns providing information and insights for decision 
making.Identifying Objects, Actions, and Events:    Identifies the differences and similarities of equipment, vehicles, 
materials, and supplies to provide the most efficient, safe, and cost effective methods to meet specific operation 
needs.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles and equipment to ensure proper 
functionality and evaluate performance and compliance with specifications.Provide Consultation and Advice to Others:    
Make recommendations to upper management and/or other business partners relating to processes affecting the 
economy, efficiency, safety and quality of fleet operations.Communicating with Supervisors, Peers, or Subordinates:    
Disseminates necessary information received from upper management to peers and subordinates to ensure 
departmental, divisional, and program objectives are met.    Communicate requests for resources and services to 
internal business partners through verbal and written communications to meet fleet program objectives.    
Communicate with upper management on fleet programs and situations requiring cooperation and explanation of the 
services and activities of fleet operations.    Conduct meetings with assigned subordinates and other internal business 
partners to gather information and status updates and to disseminate information.    Conduct periodic performance 
development meetings with assigned subordinates to provide performance feedback and developmental guidance.    
Provide regular updates to upper management and other internal business partners on the status of fleet and other 
assigned work.    Communicates work related information and expectations to peers and assigned subordinates to 
facilitate teamwork, assign tasks, and coordinate effort.    Participates in staff meetings as required to provide and 
gather status updates for assigned workload.    Maintain an open dialogue with internal business partners to ensure 
effective and efficient communications.Processing Information:    Prepares a variety of detailed reports to inform or 
recommend action in departmental and divisional operations.    Prepares, audits, and maintains records, documents, 
and/or correspondence as required by departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures.    Maintains and manage accurate and complete information, records, and reports to ensure costs and 
resources associated with work performed are allocated appropriately.    Performs calculations related to time, labor, 



 TN Job Classification Specifications  
September 22, 2020 

and costs to verify accuracy of reported fleet operations.    Prepares, processes, and corrects information related to 
departmental policies and procedures as assigned.    Reviews and approves various requests from manufacturer 
representatives to research and test new products.Judging the Qualities of Things, Services, or People:    Assess the 
performance of assigned subordinates for the performance management process.    Assesses the quality of the work of 
Fleet operations to inform, advise, and guide fleet management and development.    Assesses the quality of reports, 
studies, proposals, and analyses to recommend administrative actions to guide the decision making process.    Assesses 
technological and/or equipment advances used to enhance the performance and efficiency of the workflow.    Assess 
the work activities of assigned contractors and/or other divisional staff assisting fleet operations.Updating and Using 
Relevant Knowledge:    Attend training and conferences as required to ensure continual learning and current knowledge 
of the industry.    Actively seeks out work related developmental opportunities for self, divisional personnel, and 
assigned subordinates to improve performance and team efficiency.    Attend agency specific training as required to 
ensure compliance with departmental, state, and federal laws and guidelines.    Participates in national, regional, and 
local conferences as needed to gather and share knowledge between peers to improve departmental and divisional 
practices and processes.Interacting With Computers:    Use office productivity software including but not limited to word 
processing programs, spreadsheet programs, presentation software, web-based email programs, instant-messaging 
programs, and search engines.    Uses appropriate state databases and/or software as required to manage information.    
Operates self-service database to view, maintain, and enter personal employment data.    Operates manager self-service 
database to view and modify subordinate employment data, including but not limited to leave requests, performance 
management, and time entry.Communicating with Persons Outside Organization:    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Contact vendors, 
consultants, contractors, and other outside agencies to obtain/provide required information, correct errors, and/or for 
clarification purposes in accordance with departmental and divisional policies and procedures.    Conducts and/or 
attends meetings with external business partners to gather project information and status updates and to disseminate 
information.    Communicates with outside callers and senders to ensure questions are directed to the appropriate 
individuals in accordance with departmental and divisional policies and procedures.Organizing, Planning, and Prioritizing 
Work:    Incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion 
of work.    Organizes and prioritizes personal workload, the workloads of assigned subordinates, and resources to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure work is completed efficiently, accurately, and timely.Coordinating the Work and Activities of Others:    
Coordinates workload with internal and external business partners as required to facilitate timely and accurate task 
completion.    Coordinate meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.    Coordinate with upper management, peers, and assigned subordinates to facilitate equitable workload 
dissemination.Establishing and Maintaining Interpersonal Relationships:    Maintain professional working relationships 
with peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations.    
Develops and maintains relationships with divisional and agency fleet operations managers.    Networks with internal 
and external business partners to develop a productive working relationship.Developing and Building Teams:    Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust.    Identify motivational factors relevant to assigned subordinates to enhance commitment and 
performance.    Identifies developmental opportunities and encourages assigned subordinates to pursue career 
development opportunities as a means of improving team performance.Guiding, Directing, and Motivating 
Subordinates:    Influences assigned subordinates and teams using identified motivational factors to increase job 
performance and productivity.    Provide feedback during the performance evaluation cycle to address subordinate 
performance.    Provide guidance and direction about departmental and divisional policies and procedures.Scheduling 
Work and Activities:    Schedules personal workload and the workloads of assigned subordinates to ensure timely 
processing of workload.    Assigns and manages internal and/or external staff to ensure appropriate skill level and staff 
are available to accomplish workload and maintain the fleet program.Coaching and Developing Others:    Mentors direct 
reports and subordinate staff by providing feedback and information on fleet operations, policies, and procedures.    
Coaches direct reports and subordinate staff by providing feedback and information on workflow and chain of 
command, task prioritization, proper documentation, use of systems and available functionality, and how to most 
effectively and efficiently perform their assigned tasks.Staffing Organizational Units:    Assist in job interviews to select 
most qualified candidate.    Identifies and suggests advancement opportunities for subordinates within assigned 
area.Performing General Physical Activities:    Climbs and/or balances on equipment, vehicles, or ladders of varying 
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heights to inspect for specification compliance and equipment and vehicle repair needs and completion.    Walks and 
crawls through maintenance facilities to facilitate task completion in a variety of environmental conditions.Interpreting 
the Meaning of Information for Others:    Explains fleet related projects, programs, procedures and regulations to the 
general public, persons in other departments or divisions, upper management, or outside organizations and 
representatives as directed.    Interprets and explains departmental goals, procedures, and guidelines to divisional or 
subordinate staff to ensure proper direction is being followed.Getting Information:    Researches specifications, best 
practices, policies, procedures, guidelines, rules, regulations, and laws related to departmental and divisional work 
processes using physical and electronic sources to inform conflict resolution, problem solving, decision making and 
recommend new product or processes.    Attends management meetings and conferences/conference calls to gather 
information on federal, state, and local laws, policies, procedures, process updates, best practices, and related matters.    
Participates and supervises field operations, research, reviews, and studies to collect data for evaluation and decision 
making purposes.    Make regular contacts with manufacturer's representatives, persons in other departments or 
divisions, or outside organizations and representatives for the purpose of furnishing or obtaining information.Thinking 
Creatively:    Develop spreadsheets, presentations, forms, form letters, memos, logs, and other systems as required to 
facilitate efficient and effective operation of the fleet program.    Participates in brainstorming sessions and makes 
recommendations to improve technical specifications for fleet operations.Performing Administrative Activities:    
Maintain program files and databases to ensure proper record keeping.    Enter personal time and leave/overtime 
requests into the appropriate databases as required.    Responds to emails, phone calls, and other correspondence as 
required in a timely manner. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                   Functional/Technical Competency                           Problem Solving                 
Technical Learning                          Process Management                      Conflict Management                      Presentation Skills                     
Customer Focus                  Integrity and Trust                         Interpersonal Savvy                   Knowledge:    Advanced 
knowledge of equipment and vehicle use, repair, and maintenance                     Advanced knowledge of operating 
individual garage facilities                       Intermediate management knowledge in the procurement, assignment, and 
disposal for a large fleet           Intermediate knowledge of large fleet maintenance and repair operations                  
Intermediate knowledge of establishing, designing, operating, and maintaining a preventative maintenance program for 
a large fleet              Intermediate knowledge of office productivity software including but not limited to Microsoft Office 
Suite    Intermediate knowledge of fleet management software                  Intermediate knowledge of customer and 
personal service practices            Intermediate knowledge of teaching methods and instruction for individuals and groups             
Intermediate knowledge of arithmetic                    Intermediate knowledge of shop equipment necessary for the 
repair/maintenance of a large fleet operation    Intermediate knowledge of operational vehicle/equipment requirements 
necessary for logistic strategies    Basic knowledge of design of vehicle and equipment operating systems        Basic 
knowledge of statistics                       Basic knowledge of personnel management and human resource procedures                     
Skills:    Active Learning                  Active Listening                  Critical Thinking                 Learning Strategies                        Skill 
in the application of arithmetic                        Skill in the application of statistics                           Monitoring statewide 
garage operations                  Monitoring statewide fleet operations                      Comprehension of technical written 
specifications and drawings                   Comprehension of policies, procedures, and processes                    Skill in conveying 
information to individuals and groups in an instructional format                   Clear and effective written communication 
skills                 Technical writing skills for the development of specifications                        Skill in the coordination of 
vehicles, equipment, and personnel as it relates to fleet management          Skill in teaching others in the operation of 
vehicles, equipment, and personnel management                  Skill in the negotiation between internal and external 
business partners to achieve common goal         Complex problem solving skills                   Skill in the diagnosis and 
analysis of needed equipment/vehicle maintenance or repairs                   Skill in the evaluation and review of needed 
equipment/vehicle to meet a specific job or application                Skill in the inspection of equipment/vehicles to evaluate 
quality and performance                      Skill in equipment/vehicle design and adaptation to meet specific operational 
needs                           Judgment and decision making skills                       Skill in the analysis of vehicle/equipment systems 
to adapt to various operational and environmental requirements                      Skill in the management of material 
resources related to fleet operations                  Skill in the management of financial resources related to fleet operations                  
Time management skills             Abilities:    Deductive Reasoning                      Inductive Reasoning                       
Mathematical Reasoning                 Oral Comprehension                       Oral Expression                  Perceptual Speed                           
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Visualization                       Written Comprehension                  Written Expression                         Finger Dexterity                             
Extent Flexibility                             Gross Body Equilibrium                   Speech Clarity                    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Testing Equipment    Vehicles    Navigational GPS    
Digital Camera    Data Recording Equipment 
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032274 - FOOD & DAIRY ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2969 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032272 - FOOD & DAIRY INSPECTOR 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2917 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of full time work experience in the planning of nutritional food programs for individuals or establishments, or any 
experience involved with adherence to proper hygiene or sanitation of food, dairy, water, or related environmental 
health issues, including but not limited to, (1) the inspection of agricultural or industrial establishments, commodities, or 
equipment; (2) the training of retail staff who prepare food; (3) the proper storage and processing of food, dairy, or 
water commodities or (4) dairy farm work. Substitution of Experience for Education: Qualifying experience in the 
planning of nutritional food programs for individuals or establishments, or any experience involved with adherence to 
proper hygiene or sanitation of food, dairy, water, or related environmental health issues may substitute for the 
required education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for technical inspection and enforcement work of average difficulty 
involving food and dairy manufacturing, processing, and marketing laws and regulations; and performs related work as 
required. Distinguishing Features: This is the working level class for the Food and Dairy Inspector series. An employee in 
this class is responsible for inspecting and enforcing compliance with state and federal laws and regulations at food and 
dairy processing, manufacturing, wholesale, or retail establishments within a fixed geographic area of the state and may 
lead or assist in the training of lower level inspectors. This class differs from that of Food and Dairy Inspector 1, in that 
an incumbent of the latter functions at an entry level capacity under immediate supervision. This class differs from that 
of a Food and Dairy Inspector 3 in that the latter functions at the advanced working level in inspections and 
enforcement of state and federal laws in the most complex food processing, manufacturing, wholesale, and retail sites, 
and specifically dairy processing plants. NOTE: Applicants may be appointed directly into this job classification or be 
promoted from the job title of Food and Dairy Inspector 1,, without further examination, upon satisfactory completion 
of a mandatory two year probationary period. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts visual inspection of equipment such as meat saws/grinders, 
milking equipment, and mixers located within establishments to determine condition (e.g., cleanliness, proper materials, 
good repair) and appropriate design.    Conducts visual inspection of structures such as dairy barns, warehouses, and 
retail stores to determine condition (e.g., good repair, cleanliness, pest resistance).    Conducts visual inspection of food 
materials such as pipes, ingredients and packaging to verify materials are approved food grade.Getting Information:    
Gathers information regarding the conditions of establishment (e.g., sanitation, food handling practices, hygienic 
practices) for the purpose of determining compliance with all applicable Tennessee laws and regulations.    Collects 
samples of food, dairy and water for laboratory analysis by using appropriate collection methods (e.g., retail 
procurement, fluid mild sample from farm bulk tank, water samples).    Collects exhibits such as photographs, insects, 
and evidence of rodents to document specific conditions.    Gathers information about establishments used in the 
manufacture, sale and distribution of food and/or dairy (e.g., name, address, type, ownership) to update the 
information and verify permit is current.    Reviews last inspection of establishment to ensure facility has kept a copy of 
this inspection and had made corrections.Making Decisions and Solving Problems:    Determines the appropriate 
regulatory action to take based on inspection findings as determined by rules and regulations.    Investigates potential 
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health risks caused by disasters such as floods, fires, and food transport accidents to determine necessary action (e.g., 
seizure, condemnation, destruction of product).    Determines the severity of violation by reviewing current and past 
inspection information and comparing to rules, regulations, and laws.    Makes recommendations to establishments to 
help them resolve violations and become compliant.Organizing, Planning, and Prioritizing Work:    Maintains assigned 
area with inspectional frequency as mandated by regulation or as required by office policy.    Prioritizes inspections 
based on risk factors such as complaints, type and health hazard.    Organizes weekly workload by determining most 
efficient work plan based on number of inspections, locations, length of inspection time, establishment’s history, facility 
types, and etc.    Completes daily time summary and projected itinerary for submittal to supervisor.Interpreting the 
Meaning of Information for Others:    Explains rules and regulations to the customer during consultation/inspection to 
increase compliance understanding.Evaluating Information to Determine Compliance with Standards:    Compares 
inspection data to State laws and regulations to determine compliance and appropriate action to be taken such as 
notice of violation, critical item notice, removed from sale, or permit suspension.Establishing and Maintaining 
Interpersonal Relationships:    Develops and maintains positive relationships with industry by interacting in a 
professional, customer-friendly manner through repetitive contact.    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas, and open/honest 
communication.Training and Teaching Others:    Trains individuals such as industry, milk haulers, co-
workers.Documenting/Recording Information:    Fills out inspectional forms using check sheets, Scantrons, and written 
narrative to document findings or activities.    Enters time and labor or expense information electronically to document 
weekly schedule and work related travel.Communicating with Supervisors, Peers, or Subordinates:    Participates in 
performance evaluation discussions with supervisor to understand performance expectations and method by which set 
goals are achieved.    Communicates with other inspectors to schedule and conduct joint inspection activities.    Submits 
weekly work documents by mail to verify work completed.Updating and Using Relevant Knowledge:    Continuously 
maintains inspection manual by adding updated information such as memos, trade publications, and technical journals 
provided by supervisor and/or administration.    Attends area and statewide meetings with supervisors/administrators 
to discuss current trends, new administrative policies, legislation and other relevant topics.Performing General Physical 
Activities:    Performs physical activities such as walking for extended periods of time, climbing ladders, lifting 50-100 
pounds, bending and stooping while conducting on-site inspections. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Presentation Skills    
Approachability    Composure    Customer Focus    Ethics and Values    Integrity and TrustKnowledge:    Building and 
Construction    Clerical    Customer and Personal Service    Design    Food Production    Mathematics    Production and 
ProcessingSkills:    Active Learning    Active Listening    Critical Thinking    Mathematics    Reading Comprehension    
Speaking    Writing    Coordination    Instructing    Persuasion    Service Orientation    Social Perceptiveness    Judgment 
and Decision Making    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    
Oral Comprehension    Oral Expression    Memorization    Problem Sensitivity    Selective Attention    Spatial Orientation    
Time Sharing    Visualization    Written Comprehension    Written Expression    Reaction Time    Extent Flexibility    Gross 
Body Coordination    Gross Body Equilibrium    Stamina    Static Strength    Auditory Attention    Depth Perception    Far 
Vision    Near Vision    Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
N/A 
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032273 - FOOD & DAIRY INSPECTOR 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2970 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and three years 
of full time work experience in the planning of nutritional food programs for individuals or establishments, or any 
experience involved with adherence to proper hygiene or sanitation of food, dairy, water, or related environmental 
health issues, including but not limited to, (1) the inspection of agricultural or industrial establishments, commodities, or 
equipment; (2) the training of retail staff who prepare food; (3) the proper storage and processing of food, dairy, or 
water commodities or (4) dairy farm work. Substitution of Experience for Education: Qualifying experience in the 
planning of nutritional food programs for individuals or establishments, or any experience involved with adherence to 
proper hygiene or sanitation of food, dairy, water, or related environmental health issues may substitute for the 
required education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for technical inspection and enforcement work of complex difficulty 
involving food and dairy manufacturing, processing, and marketing laws and regulations; and performs related work as 
required. Distinguishing Features: This is the advanced working level class for the Food and Dairy Inspector series. An 
employee in this class functions in an advanced capacity for inspecting and enforcing compliance with state and federal 
laws and regulations at dairy processing and/or manufacturing establishments and the most difficult food processing 
and/or manufacturing establishments within a fixed geographic area of the state. An employee in this class may also 
provide training for lower level Food and Dairy Inspectors. This class differs from that of Food and Dairy Inspector 2 in 
that the incumbent of the latter functions at the working level, dealing primarily with small food manufacturing sites 
and with food and dairy wholesale and retail establishments. This class differs from that of Food and Dairy Regional 
Supervisor in that an incumbent of the latter supervises all levels of Food and Dairy Inspectors in assigned geographic 
areas throughout the state. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Conducts visual inspection of equipment such as pasteurizers, retorts, 
milking equipment, and mixers located within establishments to determine condition (e.g., cleanliness, proper materials, 
good repair) and appropriate design.    Conducts detailed required regulatory equipment tests on pasteurization 
equipment in accordance with the Pasteurized Milk Ordinance (PMO) to ensure equipment meets the minimum State 
and Federal standards to promote product safety.    Conducts visual inspection of structures such as dairy barn, 
manufacturers, processors and dairy plants to determine condition (e.g., good repair, proper materials, cleanliness, pest 
resistance).    Conducts visual inspection of food materials such as food contact surfaces, ingredients and packaging to 
verify materials are approved food grade.Evaluating Information to Determine Compliance with Standards:    Compares 
inspection data to State laws and regulations to determine compliance and appropriate action to be taken such as 
notice of violation, critical item notice, removed from sale, or permit suspension.Making Decisions and Solving 
Problems:    Determines the appropriate regulatory action to take based on inspection findings, pasteurization tests 
and/or other information (e.g., broken regulatory seals, record review, laboratory results) as determined by rules and 
regulations.    Makes recommendations to establishments to help them resolve violations and become compliant.    
Investigates potential health risks caused by disasters such as floods, fires, and food transport accidents to determine 
necessary action (e.g., seizure, condemnation, destruction of product).    Determines the severity of violation by 
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reviewing current and past inspection information and comparing to rules, regulations, and laws.Interpreting the 
Meaning of Information for Others:    Explains rules and regulations to the customer during consultation/inspection to 
increase compliance understanding.Performing General Physical Activities:    Performs physical activities such as walking 
for extended periods of time, climbing ladders, lifting 50-100 pounds, bending and stooping while conducting on-site 
inspections.Getting Information:    Gathers information regarding the conditions of establishment (e.g., sanitation, food 
handling practices, hygienic practices, dairy processing records) for the purpose of determining compliance with all 
applicable Tennessee laws and regulations.    Collects samples of food, dairy and water for laboratory analysis by using 
appropriate collection methods (e.g., retail procurement, fluid mild sample from farm bulk tank, water samples).    
Gathers and reviews current documentation regarding letters of guarantee, Code of Federal Regulation approvals to 
ensure food grade and approved materials are being used.    Collects exhibits such as photographs, insects, and evidence 
of rodents to document specific conditions.    Gathers information about establishments used in the manufacture, sale 
and distribution of food and/or dairy (e.g., name, address, type, ownership) to update the information and verify permit 
is current.    Reviews last inspection of establishment to ensure facility has kept a copy of this inspection and had made 
corrections.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains positive relationships 
with industry by interacting in a professional, customer-friendly manner through repetitive contact.    Establishes and 
maintains effective working relationships with peers and management by fostering cooperation, sharing of ideas, and 
open/honest communication.Training and Teaching Others:    Trains individuals such as industry, milk haulers, co-
workers to legally and properly acquire dairy samples in accordance with the requirements of the Pasteurized Milk 
Ordinance.Organizing, Planning, and Prioritizing Work:    Maintains assigned area with inspectional frequency as 
mandated by regulation or as required by office policy.    Prioritizes inspections based on risk factors such as complaints, 
type and health hazard.    Coordinates testing of dairy pasteurization equipment with industry personnel.    Organizes 
weekly workload by determining most efficient work plan based on number of inspections, locations, length of 
inspection time, establishment’s history, facility types, and etc.    Completes daily time summary and projected itinerary 
for submittal to supervisor.Documenting/Recording Information:    Fills out inspectional forms using check sheets, 
Scantrons, and written narrative to document findings or activities.    Enters time and labor or expense information 
electronically to document weekly schedule and work related travel.Updating and Using Relevant Knowledge:    
Continuously maintains inspection manual by adding updated information such as memos, trade publications, and 
technical journals provided by supervisor and/or administration.    Attends area and statewide meetings with 
supervisors/administrators to discuss current trends, new administrative policies, legislation and other relevant 
topics.Processing Information:    Compiles and tabulates data generated by on-site pasteurization testing to ensure 
process meets State and Federal standards.Provides Consultation and Advice to Others:    Reviews facility plans for 
processing plants, dairy farms and new technology to ensure regulatory compliance.Communicating with Supervisors, 
Peers, or Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Communicates with other inspectors to schedule and 
conduct joint inspection activities.    Submits weekly work documents by mail to verify work completed. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Conflict Management    Perseverance    Presentation 
Skills    Approachability    Composure    Customer Focus    Integrity and TrustKnowledge:    Building and Construction    
Clerical    Customer and Personal Service    Design    Food Production    Mathematics    Production and ProcessingSkills:    
Active Learning    Active Listening    Critical Thinking    Mathematics    Reading Comprehension    Speaking    Writing    
Coordination    Instructing    Persuasion    Service Orientation    Social Perceptiveness    Judgment and Decision Making    
Time ManagementAbilities:     Category Flexibility    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    
Oral Expression    Memorization    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    
Visualization    Written Comprehension    Written Expression    Reaction Time    Extent Flexibility    Gross Body 
Coordination    Gross Body Equilibrium    Stamina    Static Strength    Auditory Attention    Depth Perception    Far Vision    
Near Vision    Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
N/A 
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032276 - FOOD & DAIRY REGNL SUPERVISOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1003 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and four years 
of full-time work experience in the planning of nutritional food programs for individuals or establishments, or any 
experience involved with adherence to proper hygiene or sanitation of food, dairy, water, or related environmental 
health issues, including but not limited to, (1) the inspection of agricultural or industrial establishments, commodities, or 
equipment; (2) the training of retail staff who prepare food; (3) the proper storage and processing of food, dairy, or 
water commodities or (4) dairy farm work. Substitution of Experience for Education: Qualifying experience in the 
planning of nutritional food programs for individuals or establishments, or any experience involved with adherence to 
proper hygiene or sanitation of food, dairy, water, or related environmental health issues may substitute for the 
required education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
"Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under direction, is responsible for supervisory work of routine difficulty and administrative work of average 
difficulty in supervising inspectors providing technical inspection and enforcement work involving food and dairy 
manufacturing and marketing laws and regulations; and performs related work as required. Distinguishing Features: This 
is the supervisory class in the Food & Dairy Inspector series. An employee in this class is responsible for supervisory and 
routine administrative duties related to the enforcement of laws and regulations at food and dairy processing, 
manufacturing, wholesale, or retail establishments in a specific geographic region of the state. This class differs from 
that of Food & Dairy Inspector 3 in that an incumbent of the latter serves as an advanced working Inspector and reports 
to an incumbent of this class. This class differs from that of Food & Dairy Administrator in that the incumbent of the 
latter has full responsibility for the statewide program of inspection and enforcement activities related to food and dairy 
manufacturing and marketing laws and regulations and supervises employees in this class." 
 
Work Activities: 
"Evaluating Information to Determine Compliance with Standards:    Compares inspection data to State laws and 
regulations to determine compliance and appropriate action to be taken such as notice of violation, critical item notice, 
removed from sale, and permit suspension. Communicating with Persons Outside Organization:    Explains regulations to 
new businesses.    Makes presentations to stakeholders concerning inspection rules and regulations, facility 
requirements, etc. Resolving Conflicts and Negotiating with Others:    Personally investigates consumer complaints in 
regulated establishments for suitable resolution and/or monitors subordinates' investigations.    Resolves conflicts 
arising from staff members related to daily activities.    Participates in formal and informal hearings relating to inspection 
results. Making Decisions and Solving Problems:    Determines the severity of violation by reviewing current and past 
inspection information and comparing to rules, regulations and laws.    Determines the appropriate regulatory action to 
take based on inspection findings as determined by rules and regulations.    Makes recommendations to establishments 
to help them resolve violations and become compliant.    Investigates potential health risks caused by disasters such as 
flood, fires, and food transport accidents to determine necessary action (e.g., seizure, condemnation, destruction of 
product).    Communicates with and directs subordinates addressing any issues in the field to provide appropriate 
solution.Inspecting Equipment, Structures, or Material:    Conducts visual inspection of equipment such as meat 
saws/grinders, and milking equipment, mixers located within establishments to determine condition (e.g., cleanliness, 
proper materials, good repair) and appropriate design.    Conducts visual inspection of structures such as dairy barn, 
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warehouse, retail store, and manufacturers to determine condition (e.g., good repair, proper materials, cleanliness, pest 
resistance).    Conducts visual inspection of food materials such as pipes, ingredients, and packaging to verify materials 
are approved food grade.Guiding, Directing, and Motivating Subordinates:    Creates Individual Performance Plans for 
subordinates, with collaboration from other Regional Supervisors.    Conducts at least two interim reviews and the final 
evaluation following the Department of Human Resources approved schedule.    Provides on-going feedback to 
employees in relation to efficiency and job performance.Interpreting the Meaning of Information for Others:    Explains 
rules and regulations to the customer during consultation/inspection to increase compliance understanding.    Aides 
subordinates in the interpretation of applicable regulations.Training and Teaching Others:    Trains individuals such as 
industry, milk haulers, and co-workers to legally and properly acquire dairy samples in accordance with the 
requirements of the Pasteurized Milk Ordinance.    Trains new personnel in inspection techniques and regulations. 
Delegates senior staff to assist in training personnel.    Assesses training needs of subordinates and coordinates 
appropriate training.    Meets with staff to maintain awareness of current and evolving policies and procedures. 
Performing Administrative Activities:    Reviews subordinates' weekly paperwork for completeness, accuracy, 
appropriate action taken. Address results with subordinates. Corrects minor mistakes (e.g., typos, spelling, etc.).    
Selects facilities subject to civil penalties and forwards to Administrator for review. Scheduling Work and Activities:    
Reviews area assignments for effectiveness.    Coordinates the collection of food manufacturing samples with 
subordinates for submission to laboratory for routine analysis.    Determines facility and type of product to be sampled, 
based on risk assessment.Organizing, Planning, and Prioritizing Work:    Organizes weekly workload by determining most 
efficient work plan based on number of inspection, locations, length of inspection time, establishment's history, and 
facility types.    Completes daily time summary and projected itinerary and submits to Administrator.    Maintains 
assigned area with inspectional frequency as mandated by regulation or as required by office policy.    Prioritizes 
inspections based on risk factors such as complaints, type and health hazard.Documenting/Recording Information:    Fills 
out inspectional forms using check sheets, Scantrons, and written narrative to document findings or activities.    Enters 
time and labor or expense information electronically to document weekly schedule and work related travel.    Enters 
inspection data into eSAF (FDA reporting system) from subordinates FDA contract inspections.    Creates monthly 
territory efficiency reports and submits to Administrator.    Enters and reviews time and labor information as submitted 
by subordinates. Approves leave requests, overtime requests, payable time, etc. Getting Information:    Gathers 
information about establishments used in the manufacture, sale and distribution of food and/or dairy such as name, 
address, type, and ownership to update the information and verify permit is current.    Reviews last inspection of 
establishment to ensure facility has kept a copy of this inspection and has made corrections.    Gathers information 
regarding the conditions of establishment such as sanitation, food handling practices, and hygienic practices for the 
purpose of determining compliance with all applicable TN laws and regulations.    Collects samples of food, dairy and 
water for laboratory analysis by using appropriate collection methods (e.g., retail procurement, fluid milk sample from 
farm bulk tank, water samples).    Collects exhibits such as photographs, insects, and evidence of rodents to document 
specific conditions. Interacting With Computers:    Electronically enters inspection data into departmental databases and 
FDA databases using iPads and/or laptop computers.    Creates documents such as memos, reports, and etc. using word 
processing programs such as Microsoft Word and Excel.     Maintains itinerary using calendar in Outlook.    Responds to 
e-mail inquiries. Staffing Organizational Units:    Participates in interviews according to State requirements with 
candidates for vacancies to identify the best person to work in the unit.    Advises in the selection of candidate(s) to be 
recommended to fill vacancies for promotion or appointment. Updating and Using Relevant Knowledge:    Continuously 
maintains inspection manual by adding updated information such as memos, trade publications, and technical journals 
provided by supervisor and/or administration.    Attends area and statewide meetings with supervisors/administration 
to discuss current trends, new administrative policies, legislation and other relevant topics. Establishing and Maintaining 
Interpersonal Relationships:    Develops and maintains positive relationships with industry by interacting in a 
professional, customer-focused manner through repetitive contact.    Establishes and maintains effective working 
relationships with peers, management by fostering cooperation, sharing of ideas and open/honest communication. 
Performing General Physical Activities:    Performs physical activities such as walking for extended periods of time, 
climbing ladders, lifting 50-100 pounds, bending and stooping while conducting on-site inspections. Communicating with 
Supervisors, Peers, or Subordinates:    Participates in performance evaluation discussions with Administrator to 
understand performance expectations and method by which set goals are achieved.    Submits weekly work documents 
by mail to verify work completed.    Communicates with other inspectors to schedule and conduct joint inspection 
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activities.    Participates in bi-monthly conference calls with supervisors and Administrator and monthly conference 
calls/meetings with direct reports.     " 
 
Competencies (KSA’s): 
"Competencies:    Problem Solving    Technical Learning    Time Management    Directing Others    Presentation Skills    
Approachability    Composure    Customer Focus    Ethics and Values    Integrity and Trust Knowledge:    Building and 
Construction    Clerical    Customer and Personal Service    Design    Food Production    Mathematics    Production and 
ProcessingSkills:    Active Learning    Active Listening    Critical Thinking    Mathematics    Reading Comprehension    
Speaking    Writing Coordination    Instructing    Persuasion    Service Orientation    Social Perceptiveness    Judgment and 
Decision Making    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Oral 
Comprehension    Oral Expression    Memorization    Problem Sensitivity    Selective Attention    Spatial Orientation    
Time Sharing    Visualization    Written Comprehension    Written Expression    Reaction Time    Extent Flexibility    Gross 
Body Coordination    Gross Body Equilibrium    Stamina    Static Strength    Auditory Attention    Depth Perception    Far 
Vision    Near Vision    Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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032275 - FOOD MFG ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2971 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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042281 - FOOD SERVICE ASST MGR 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1901 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time volume food service work including at least two 
years of supervisory experience. Substitution of Education for Experience: Additional coursework at an accredited 
college or university in dietetics, food service systems administration, or other acceptable field may be substituted for 
the required experience, on a year-for-year basis, there being no substitution for the required two years of supervisory 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory food service work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises staff engaged in volume 
food service preparation in several assignments such as acting as full assistant manager at an operation preparing a 
volume of meals per day, supervising all shifts of a relatively large staff engaged in all service activities (little or no 
cooking) at an operation preparing and serving a very high volume of meals per day, or supervising all shifts of kitchen 
and related staff at an operation preparing and serving a very high volume of meals per day. This class differs from that 
of Food Service Assistant Manager 2 in that an incumbent of the latter acts as full assistant manager for all operations at 
a site preparing and serving a very high through highest volume of meals per day. 
 
Work Activities: 
Performing Administrative Activities:    Prepares and maintains all required food service records as required by policy 
and procedure. Guiding, Directing, and Motivating Subordinates:    Directs subordinate staff relative to their job 
performance requirements. Coaching and Developing Others:    Coaches other staff and offenders to develop their 
personal skills and capabilities in food service operations. Interacting with Computers:    Utilizes a computer to process 
payroll, performance evaluations, and purchase/work orders. Documenting/Recording Information:    Maintains food 
service records and reports as required by policy and procedure.    Maintains staff employment files and records as 
required by policy and procedure. Making Decisions and Solving Problems:    Takes corrective action if food sanitation 
and safety guidelines are not being met. Staffing Organizational Units:    Participates in employee hiring process, as 
required. Training and Teaching Others:    Mentors and/or assists in training of new staff and workers. Establishing and 
Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and 
effectively.     Interacts in a positive manner with other staff members and fellow employees to foster and maintain a 
harmonious working environment. Developing and Building Teams:    Encourages teamwork and cooperation among all 
persons involved in food service operations. Resolving Conflicts and Negotiating with Others:    Promptly takes action to 
resolve problems and settle disputes. Processing Information:    Checks food and product inventory levels against use 
and production reports to detect and prevent loss and waste.    Checks staff’s work schedules and hours relative to work 
requirements to meet production needs and to assist in controlling overtime costs.    Compiles daily meal counts for 
school nutrition program reimbursements and other production monitoring processes and reports. Judging the Qualities 
of Things, Services, or People:    Monitors all personnel and staff in the food preparation areas to ensure that they meet 
food sanitation standards.    Ensures that food quality and consistency meets required guidelines and is appropriate for 
serving.    Cooperates with others to meet work assignments. Updating and Using Relevant Knowledge:    Attends and 
participates in all required in-service and pre-service training related to applying new knowledge to their job 
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requirements. Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to food service operations to promote 
effective completion of work requirements and tasks. Coordinating the Work and Activities of Others:    Coordinates the 
work of staff on assigned shifts in order to accomplish food preparation requirements. Inspecting Equipment, Structures, 
or Material:    Inspects tools and equipment for safety and proper operation in order to take corrective action if needed.    
Performs inspections of chemical storage for proper storage of contents and safety, as needed. Organizing, Planning, 
and Prioritizing Work:    Schedules offender's food service activities, sanitation, and food processes.    Prioritizes and 
schedules daily, weekly, and monthly personal work activities. Monitor Processes, Materials, or Surroundings:    
Monitors daily, weekly, and monthly sanitation processes and procedures.    Monitors work schedules to ensure 
adequate staff for food preparation.    Reviews temperatures during the food preparation processes and in storage 
areas.    Monitors inventory and use of hazardous materials used in food preparation areas.    Monitors portion control 
during food service to ensure guidelines are being followed. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special    events. Interpreting the 
Meaning of Information for Others:    Instructs offenders about work requirements for assigned duties in order to meet 
requirements set by policy and procedures. Performing General Physical Activities:    Required to stand for long periods 
of time to monitor food service lines. Getting Information:    Reviews food stocks and inventory to ensure master and 
diet menus can be met for meals.    Checks population and location counts for meal breakdown and modified diets.    
Reviews production sheets to ensure accurate portion sizes are being served. Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that need to be communicated to immediate food supervisors. Assisting 
and Caring for Others:    Responds appropriately when personal assistance is needed. Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates State owned equipment in the conduct of work. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Motivating Others    Decision Quality    Planning    Conflict Management    
Composure    Business Acumen    Organizational Agility    Hiring and Staffing    Time ManagementKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    Mechanical Skills:    Critical Thinking    Active Listening    Active Learning    Mathematics    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Social Perceptiveness    
Operation and Control    Operation Monitoring    Quality Control Analysis    Troubleshooting    Time Management    
Management of Material Resources    Management of Personnel Resources    Time Management Abilities:    Deductive 
Reasoning    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Number Facility    
Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042282 - FOOD SERVICE ASST MGR 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1909 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time volume food service work including at least two 
years of supervisory experience. Substitution of Education for Experience: Additional coursework at an accredited 
college or university in dietetics, food service systems administration, or other acceptable field may be substituted for 
the required experience, on a year-for-year basis, there being no substitution for the two years of specialized 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class assists a food service manager by 
supervising all shifts of staff at an operation engaged in preparation and service of a very high through the highest 
volume of meals per day.  This class differs from that of Food Service Assistant Manager 1 in that an incumbent of the 
latter supervises lesser numbers of employees and directs functions of a lesser scope. This class differs from that of the 
Food Service Manager 1 in that an incumbent of the latter is responsible for managing all operations at an installation 
preparing and serving a high volume of meals per day. 
 
Work Activities: 
Staffing Organizational Units:    May participate in the employee hiring process.Coaching and Developing Others:    
Coaches other staff and offenders to develop their personal skills and capabilities in food service operations.Interacting 
with Computers:    Uses a computer to process times for payroll purposes, performance evaluations, and to process 
purchase and work orders.Documenting/Recording Information:    Maintains food service records and reports as 
required by policy and procedure.    Maintains staff employment files and records as required by policy and 
procedure.Performing Administrative Activities:    Prepares and maintains all required food service records as required 
by policy and procedure.Making Decisions and Solving Problems:    Takes corrective action if food sanitation and safety 
guidelines are not being met.Guiding, Directing, and Motivating Subordinates:    Directs subordinate staff relative to 
their job performance requirements.Assisting and Caring for Others:    Responds appropriately when personal assistance 
is needed.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.Coordinating the Work and Activities of Others:    Coordinates the work of staff on 
assigned shifts in order to accomplish food preparation requirements.Processing Information:    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Updating and 
Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to 
applying new knowledge to their job requirements.Communicating with Supervisors, Peers, or Subordinates:    
Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
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to food service operations to promote effective completion of work requirements and tasks.Developing and Building 
Teams:    Encourages teamwork and cooperation among all persons involved in food service operations.Inspecting 
Equipment, Structures, or Material:    Inspects tools and equipment for safety and proper operation in order to take 
corrective action if needed.    May perform inspections of chemical storage for proper storage of contents and 
safety.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, sanitation, and food 
processes.    Prioritizes and schedules daily, weekly, and monthly personal work activities.Monitor Processes, Materials, 
or Surroundings:    Monitors daily, weekly, and monthly sanitation processes and procedures.    Monitors work schedules 
to ensure adequate staff for food preparation.    Reviews temperatures during the food preparation processes and in 
storage areas.    Monitors inventory and use of hazardous materials used in food preparation areas.    Monitors portion 
control during food service to ensure guidelines are being followed.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates the amount of product needed to meet food production needs.    
Estimates the time and special staff requirements needed for food preparation and food delivery for special    
events.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for assigned 
duties in order to meet requirements set by policy and procedures.Performing General Physical Activities:    Required to 
stand for long periods of time to monitor food service lines.Getting Information:    Reviews food stocks and inventory to 
insure master and diet menus can be met for meals.    Checks population and location counts for meal breakdown and 
modified diets.    Reviews production sheets to ensure accurate portion sizes are being served.Identifying Objects, 
Actions, and Events:    Identifies problems relative to food production that need to be communicated to immediate food 
supervisors.Resolving Conflicts and Negotiating with Others    Promptly takes action to resolve problems and settle 
disputes.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Hiring and Staffing    Planning    Decision Quality    Composure    Written 
Communications    Time Management    Command Competencies    Integrity and Trust    PerseveranceKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    MechanicalSkills:    Critical Thinking    Active Listening    Active Learning    Mathematics    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Social Perceptiveness    
Operation and Control    Operation Monitoring    Quality Control Analysis    Troubleshooting    Time Management    
Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive Reasoning    
Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Number Facility    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042282 - FOOD SERVICE ASST MGR 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1910 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time volume food service work including at least two 
years of supervisory experience. Substitution of Education for Experience: Additional coursework at an accredited 
college or university in dietetics, food service systems administration, or other acceptable field may be substituted for 
the required experience, on a year-for-year basis, there being no substitution for the two years of specialized 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class assists a food service manager by 
supervising all shifts of staff at an operation engaged in preparation and service of a very high through the highest 
volume of meals per day.  This class differs from that of Food Service Assistant Manager 1 in that an incumbent of the 
latter supervises lesser numbers of employees and directs functions of a lesser scope. This class differs from that of the 
Food Service Manager 1 in that an incumbent of the latter is responsible for managing all operations at an installation 
preparing and serving a high volume of meals per day. 
 
Work Activities: 
Staffing Organizational Units:    May participate in the employee hiring process.Coaching and Developing Others:    
Coaches other staff and offenders to develop their personal skills and capabilities in food service operations.Interacting 
with Computers:    Uses a computer to process times for payroll purposes, performance evaluations, and to process 
purchase and work orders.Documenting/Recording Information:    Maintains food service records and reports as 
required by policy and procedure.    Maintains staff employment files and records as required by policy and 
procedure.Performing Administrative Activities:    Prepares and maintains all required food service records as required 
by policy and procedure.Making Decisions and Solving Problems:    Takes corrective action if food sanitation and safety 
guidelines are not being met.Guiding, Directing, and Motivating Subordinates:    Directs subordinate staff relative to 
their job performance requirements.Assisting and Caring for Others:    Responds appropriately when personal assistance 
is needed.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.Coordinating the Work and Activities of Others:    Coordinates the work of staff on 
assigned shifts in order to accomplish food preparation requirements.Processing Information:    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Updating and 
Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to 
applying new knowledge to their job requirements.Communicating with Supervisors, Peers, or Subordinates:    
Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
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to food service operations to promote effective completion of work requirements and tasks.Developing and Building 
Teams:    Encourages teamwork and cooperation among all persons involved in food service operations.Inspecting 
Equipment, Structures, or Material:    Inspects tools and equipment for safety and proper operation in order to take 
corrective action if needed.    May perform inspections of chemical storage for proper storage of contents and 
safety.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, sanitation, and food 
processes.    Prioritizes and schedules daily, weekly, and monthly personal work activities.Monitor Processes, Materials, 
or Surroundings:    Monitors daily, weekly, and monthly sanitation processes and procedures.    Monitors work schedules 
to ensure adequate staff for food preparation.    Reviews temperatures during the food preparation processes and in 
storage areas.    Monitors inventory and use of hazardous materials used in food preparation areas.    Monitors portion 
control during food service to ensure guidelines are being followed.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates the amount of product needed to meet food production needs.    
Estimates the time and special staff requirements needed for food preparation and food delivery for special    
events.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for assigned 
duties in order to meet requirements set by policy and procedures.Performing General Physical Activities:    Required to 
stand for long periods of time to monitor food service lines.Getting Information:    Reviews food stocks and inventory to 
insure master and diet menus can be met for meals.    Checks population and location counts for meal breakdown and 
modified diets.    Reviews production sheets to ensure accurate portion sizes are being served.Identifying Objects, 
Actions, and Events:    Identifies problems relative to food production that need to be communicated to immediate food 
supervisors.Resolving Conflicts and Negotiating with Others    Promptly takes action to resolve problems and settle 
disputes.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Hiring and Staffing    Planning    Decision Quality    Composure    Written 
Communications    Time Management    Command Competencies    Integrity and Trust    PerseveranceKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    MechanicalSkills:    Critical Thinking    Active Listening    Active Learning    Mathematics    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Social Perceptiveness    
Operation and Control    Operation Monitoring    Quality Control Analysis    Troubleshooting    Time Management    
Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive Reasoning    
Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Number Facility    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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077363 - FOOD SERVICE DIRECTOR 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4203 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in dietetics, 
food service system administration or other pertinent field and experience equivalent to at least five years of full-time 
supervisory volume food service work; additional graduate courseware in dietetics, food service systems administration 
or other related field may be substituted for the required experience, on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a dietitian with the American Dietetics Association is 
required.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for food service managerial work of unusual difficulty; and performs related 
work as required.Distinguishing Features: This is the highest class in the sub professional Food Services series of classes. 
The employee in this class is responsible for directing all staff at the largest food service installation preparing and 
serving the highest volume of meals per day in the state service. This class differs from lower level food service 
management classes in that incumbents of the latter manage installations of lesser scope and volume of meals prepared 
and served. 
 
Work Activities: 
1. Plans, coordinates, and manages all operations and activities required to prepare and serve the highest volume of 
meals extant at a state food service installation.2. In consultation with dietitians, subordinate staff, treatment team 
personnel, and others, supervises and participates in the development and change of menus, including special diets; 
ensures that food is prepared in a tasty and attractive manner and also pays attention to proper standards of sanitation 
and health in preparation and service of meals as prepared by staff and inmates and served to inmates, staff and, at 
times, the public.3. Supervises and participates in estimating quantity of foods needed and in ordering of same; 
supervises and participates in keeping records related to cost of foods and program; participates in the development 
and maintenance of budget necessary for operation of the program; provides the overall supervision necessary for the 
keeping and preparation of a high volume of ordinary records and reports.4. Assigns, trains, supervises, and evaluates 
chief subordinate staff and their work; makes decisions and recommendations on human resources actions such as may 
be related to employment, retention, promotion, demotion, discipline, performance merit increases, and related 
matters; reviews recommendations on such matters as submitted by subordinate supervisory staff; ensures that a 
workable training program is carried out for all staff, inmates and other help.5. Studies organization, operations, and 
services, and makes recommendation for change which will effect improvement in economy, efficiency, and quality of 
organization, operations, and services. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077363 - FOOD SERVICE DIRECTOR 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4204 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in dietetics, 
food service system administration or other pertinent field and experience equivalent to at least five years of full-time 
supervisory volume food service work; additional graduate courseware in dietetics, food service systems administration 
or other related field may be substituted for the required experience, on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a dietitian with the American Dietetics Association is 
required.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for food service managerial work of unusual difficulty; and performs related 
work as required.Distinguishing Features: This is the highest class in the sub professional Food Services series of classes. 
The employee in this class is responsible for directing all staff at the largest food service installation preparing and 
serving the highest volume of meals per day in the state service. This class differs from lower level food service 
management classes in that incumbents of the latter manage installations of lesser scope and volume of meals prepared 
and served. 
 
Work Activities: 
1. Plans, coordinates, and manages all operations and activities required to prepare and serve the highest volume of 
meals extant at a state food service installation.2. In consultation with dietitians, subordinate staff, treatment team 
personnel, and others, supervises and participates in the development and change of menus, including special diets; 
ensures that food is prepared in a tasty and attractive manner and also pays attention to proper standards of sanitation 
and health in preparation and service of meals as prepared by staff and inmates and served to inmates, staff and, at 
times, the public.3. Supervises and participates in estimating quantity of foods needed and in ordering of same; 
supervises and participates in keeping records related to cost of foods and program; participates in the development 
and maintenance of budget necessary for operation of the program; provides the overall supervision necessary for the 
keeping and preparation of a high volume of ordinary records and reports.4. Assigns, trains, supervises, and evaluates 
chief subordinate staff and their work; makes decisions and recommendations on human resources actions such as may 
be related to employment, retention, promotion, demotion, discipline, performance merit increases, and related 
matters; reviews recommendations on such matters as submitted by subordinate supervisory staff; ensures that a 
workable training program is carried out for all staff, inmates and other help.5. Studies organization, operations, and 
services, and makes recommendation for change which will effect improvement in economy, efficiency, and quality of 
organization, operations, and services. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077363 - FOOD SERVICE DIRECTOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4205 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in dietetics, 
food service system administration or other pertinent field and experience equivalent to at least five years of full-time 
supervisory volume food service work; additional graduate courseware in dietetics, food service systems administration 
or other related field may be substituted for the required experience, on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a dietitian with the American Dietetics Association is 
required.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for food service managerial work of unusual difficulty; and performs related 
work as required.Distinguishing Features: This is the highest class in the sub professional Food Services series of classes. 
The employee in this class is responsible for directing all staff at the largest food service installation preparing and 
serving the highest volume of meals per day in the state service. This class differs from lower level food service 
management classes in that incumbents of the latter manage installations of lesser scope and volume of meals prepared 
and served. 
 
Work Activities: 
1. Plans, coordinates, and manages all operations and activities required to prepare and serve the highest volume of 
meals extant at a state food service installation.2. In consultation with dietitians, subordinate staff, treatment team 
personnel, and others, supervises and participates in the development and change of menus, including special diets; 
ensures that food is prepared in a tasty and attractive manner and also pays attention to proper standards of sanitation 
and health in preparation and service of meals as prepared by staff and inmates and served to inmates, staff and, at 
times, the public.3. Supervises and participates in estimating quantity of foods needed and in ordering of same; 
supervises and participates in keeping records related to cost of foods and program; participates in the development 
and maintenance of budget necessary for operation of the program; provides the overall supervision necessary for the 
keeping and preparation of a high volume of ordinary records and reports.4. Assigns, trains, supervises, and evaluates 
chief subordinate staff and their work; makes decisions and recommendations on human resources actions such as may 
be related to employment, retention, promotion, demotion, discipline, performance merit increases, and related 
matters; reviews recommendations on such matters as submitted by subordinate supervisory staff; ensures that a 
workable training program is carried out for all staff, inmates and other help.5. Studies organization, operations, and 
services, and makes recommendation for change which will effect improvement in economy, efficiency, and quality of 
organization, operations, and services. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042291 - FOOD SERVICE MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1919 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory 
experience.Substitution of Education for Experience: Additional coursework at an accredited college or university in 
dietetics, food service systems administration, or other acceptable field may be substituted for the required experience, 
on a year-for-year basis, there being no substitution for the required three years of specialized experience.Substitution 
of Experience for Education: Qualifying food service experience may be substituted for the required education, on a 
year-for-year basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing all 
professional and sub-professional staff at a food service installation preparing and serving of a high volume of meals per 
day.  This class differs from that of Food Service Assistant Manager 2 in that an incumbent of the latter is not assigned to 
manage a high volume meal preparation installation and usually reports to an incumbent of this or a higher class. This 
class differs from that of the Food Service Manager 2 in that an incumbent of the latter is responsible for managing all 
operations at an installation preparing and serving a very high volume of meals per day and supervises a larger staff. 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in direct costs of food 
services operations.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policies and procedures.Documenting/Recording Information:    Maintains staff payroll records, 
employment files, and other records as required by policies and procedures.    Maintains food service records and 
reports as required by policies and procedures.Making Decisions and Solving Problems:    Takes corrective action if food 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with food and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in Food Service Operations.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.    Coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes 
food production and purchasing records to determine the status and any problems relative to food cost 
control.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:    Conducts 
sanitation inspections and checks of food preparation and storage areas.    Inspects tools and equipment for safety and 
proper operation in order to take corrective action if needed.    Inspects food deliveries for quality and quantity.    
Performs inspections of chemical storage for proper storage of contents and safety.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job requirements.    Reviews policies and procedures for needed changes to improve service and 
operations.Interacting with computers:    Utilizes computer to process times for payroll purposes, performance 
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evaluations, and to process purchase and work orders.Evaluating Information to Determine Compliance with Standards:    
Reviews required reports and inspections relative to food service operations to insure they are properly prepared and 
performed according to required standards and policy.Coaching and Developing Others:    Works with all assigned 
personnel to develop their personal career skills and abilities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special events.Processing Information:    
Checks food delivery paperwork for quality control against the quantities and products ordered.    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Scheduling Work and Activities:    Develops, checks, and maintains food service staff’s work 
schedules in order to meet food service production operations needs.Provide Consultation and Advice to Others:     
Provides input to management on an on-going basis on needed improvements and changes in policies and 
procedures.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Supervisors, 
Peers, or Subordinates:    Produces and maintains records and reports on food service operations and activities, as 
required.    Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and 
policies related to food service operations to promote effective completion of work requirements and 
tasks.Coordinating the Work and Activities of Others:    Coordinates the distribution of the work requirements among 
available staff to promote effective food service operations.Monitor Processes, Materials, or Surroundings:    Monitors 
daily, weekly, and monthly sanitation processes and procedures.    Monitors the status of the performance evaluation 
process for staff.    Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and 
use of hazardous materials used in food preparation areas.    Reviews performance of temperature checks and may do 
temperature checks during the food preparation processes and in food storage areas.    Reviews and monitors portion 
control during food service to ensure portion control guidelines are being followed.Guiding, Directing, and Motivating 
Subordinates:    Directs subordinate staff relative to their job performance requirements.Performing General Physical 
Activities     Stands for long periods of time to monitor food service lines, as required.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to food service operations.Getting Information:    
Reviews food stocks and inventory to insure master and diet menus can be met for meals.    Checks population and 
location counts for meal breakdown and modified diets.    Reviews production sheets to ensure accurate portion sizes 
are being served.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved 
in food service operations.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, 
sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management.    Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Organizing    Planning    Problem Solving    Customer Focus    
Functional/Technical Competencies    Delegation    Building Effective Teams    Hiring and StaffingKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    Mechanical    MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Operation Monitoring    
Quality Control Analysis    Time Management    Management of Material Resources    Management of Personnel 
ResourcesAbilities:    Deductive Reasoning    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042291 - FOOD SERVICE MANAGER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1920 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory 
experience.Substitution of Education for Experience: Additional coursework at an accredited college or university in 
dietetics, food service systems administration, or other acceptable field may be substituted for the required experience, 
on a year-for-year basis, there being no substitution for the required three years of specialized experience.Substitution 
of Experience for Education: Qualifying food service experience may be substituted for the required education, on a 
year-for-year basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing all 
professional and sub-professional staff at a food service installation preparing and serving of a high volume of meals per 
day.  This class differs from that of Food Service Assistant Manager 2 in that an incumbent of the latter is not assigned to 
manage a high volume meal preparation installation and usually reports to an incumbent of this or a higher class. This 
class differs from that of the Food Service Manager 2 in that an incumbent of the latter is responsible for managing all 
operations at an installation preparing and serving a very high volume of meals per day and supervises a larger staff. 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in direct costs of food 
services operations.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policies and procedures.Documenting/Recording Information:    Maintains staff payroll records, 
employment files, and other records as required by policies and procedures.    Maintains food service records and 
reports as required by policies and procedures.Making Decisions and Solving Problems:    Takes corrective action if food 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with food and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in Food Service Operations.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.    Coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes 
food production and purchasing records to determine the status and any problems relative to food cost 
control.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:    Conducts 
sanitation inspections and checks of food preparation and storage areas.    Inspects tools and equipment for safety and 
proper operation in order to take corrective action if needed.    Inspects food deliveries for quality and quantity.    
Performs inspections of chemical storage for proper storage of contents and safety.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job requirements.    Reviews policies and procedures for needed changes to improve service and 
operations.Interacting with computers:    Utilizes computer to process times for payroll purposes, performance 
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evaluations, and to process purchase and work orders.Evaluating Information to Determine Compliance with Standards:    
Reviews required reports and inspections relative to food service operations to insure they are properly prepared and 
performed according to required standards and policy.Coaching and Developing Others:    Works with all assigned 
personnel to develop their personal career skills and abilities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special events.Processing Information:    
Checks food delivery paperwork for quality control against the quantities and products ordered.    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Scheduling Work and Activities:    Develops, checks, and maintains food service staff’s work 
schedules in order to meet food service production operations needs.Provide Consultation and Advice to Others:     
Provides input to management on an on-going basis on needed improvements and changes in policies and 
procedures.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Supervisors, 
Peers, or Subordinates:    Produces and maintains records and reports on food service operations and activities, as 
required.    Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and 
policies related to food service operations to promote effective completion of work requirements and 
tasks.Coordinating the Work and Activities of Others:    Coordinates the distribution of the work requirements among 
available staff to promote effective food service operations.Monitor Processes, Materials, or Surroundings:    Monitors 
daily, weekly, and monthly sanitation processes and procedures.    Monitors the status of the performance evaluation 
process for staff.    Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and 
use of hazardous materials used in food preparation areas.    Reviews performance of temperature checks and may do 
temperature checks during the food preparation processes and in food storage areas.    Reviews and monitors portion 
control during food service to ensure portion control guidelines are being followed.Guiding, Directing, and Motivating 
Subordinates:    Directs subordinate staff relative to their job performance requirements.Performing General Physical 
Activities     Stands for long periods of time to monitor food service lines, as required.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to food service operations.Getting Information:    
Reviews food stocks and inventory to insure master and diet menus can be met for meals.    Checks population and 
location counts for meal breakdown and modified diets.    Reviews production sheets to ensure accurate portion sizes 
are being served.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved 
in food service operations.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, 
sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management.    Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Organizing    Planning    Problem Solving    Customer Focus    
Functional/Technical Competencies    Delegation    Building Effective Teams    Hiring and StaffingKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    Mechanical    MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Operation Monitoring    
Quality Control Analysis    Time Management    Management of Material Resources    Management of Personnel 
ResourcesAbilities:    Deductive Reasoning    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042291 - FOOD SERVICE MANAGER 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1921 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory 
experience.Substitution of Education for Experience: Additional coursework at an accredited college or university in 
dietetics, food service systems administration, or other acceptable field may be substituted for the required experience, 
on a year-for-year basis, there being no substitution for the required three years of specialized experience.Substitution 
of Experience for Education: Qualifying food service experience may be substituted for the required education, on a 
year-for-year basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing all 
professional and sub-professional staff at a food service installation preparing and serving of a high volume of meals per 
day.  This class differs from that of Food Service Assistant Manager 2 in that an incumbent of the latter is not assigned to 
manage a high volume meal preparation installation and usually reports to an incumbent of this or a higher class. This 
class differs from that of the Food Service Manager 2 in that an incumbent of the latter is responsible for managing all 
operations at an installation preparing and serving a very high volume of meals per day and supervises a larger staff. 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in direct costs of food 
services operations.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policies and procedures.Documenting/Recording Information:    Maintains staff payroll records, 
employment files, and other records as required by policies and procedures.    Maintains food service records and 
reports as required by policies and procedures.Making Decisions and Solving Problems:    Takes corrective action if food 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with food and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in Food Service Operations.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.    Coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes 
food production and purchasing records to determine the status and any problems relative to food cost 
control.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:    Conducts 
sanitation inspections and checks of food preparation and storage areas.    Inspects tools and equipment for safety and 
proper operation in order to take corrective action if needed.    Inspects food deliveries for quality and quantity.    
Performs inspections of chemical storage for proper storage of contents and safety.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job requirements.    Reviews policies and procedures for needed changes to improve service and 
operations.Interacting with computers:    Utilizes computer to process times for payroll purposes, performance 
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evaluations, and to process purchase and work orders.Evaluating Information to Determine Compliance with Standards:    
Reviews required reports and inspections relative to food service operations to insure they are properly prepared and 
performed according to required standards and policy.Coaching and Developing Others:    Works with all assigned 
personnel to develop their personal career skills and abilities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special events.Processing Information:    
Checks food delivery paperwork for quality control against the quantities and products ordered.    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Scheduling Work and Activities:    Develops, checks, and maintains food service staff’s work 
schedules in order to meet food service production operations needs.Provide Consultation and Advice to Others:     
Provides input to management on an on-going basis on needed improvements and changes in policies and 
procedures.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Supervisors, 
Peers, or Subordinates:    Produces and maintains records and reports on food service operations and activities, as 
required.    Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and 
policies related to food service operations to promote effective completion of work requirements and 
tasks.Coordinating the Work and Activities of Others:    Coordinates the distribution of the work requirements among 
available staff to promote effective food service operations.Monitor Processes, Materials, or Surroundings:    Monitors 
daily, weekly, and monthly sanitation processes and procedures.    Monitors the status of the performance evaluation 
process for staff.    Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and 
use of hazardous materials used in food preparation areas.    Reviews performance of temperature checks and may do 
temperature checks during the food preparation processes and in food storage areas.    Reviews and monitors portion 
control during food service to ensure portion control guidelines are being followed.Guiding, Directing, and Motivating 
Subordinates:    Directs subordinate staff relative to their job performance requirements.Performing General Physical 
Activities     Stands for long periods of time to monitor food service lines, as required.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to food service operations.Getting Information:    
Reviews food stocks and inventory to insure master and diet menus can be met for meals.    Checks population and 
location counts for meal breakdown and modified diets.    Reviews production sheets to ensure accurate portion sizes 
are being served.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved 
in food service operations.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, 
sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management.    Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Organizing    Planning    Problem Solving    Customer Focus    
Functional/Technical Competencies    Delegation    Building Effective Teams    Hiring and StaffingKnowledge:    
Administration and Management    Customer and Personal Service    Food Production    Production and Processing    
Public Safety and Security    Mechanical    MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Operation Monitoring    
Quality Control Analysis    Time Management    Management of Material Resources    Management of Personnel 
ResourcesAbilities:    Deductive Reasoning    Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042292 - FOOD SERVICE MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  7559 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory experience. 
Substitution of Education for Experience: Additional coursework at an accredited college or university in dietetics, food 
service systems administration, or other acceptable field may be substituted for the required experience, on a year-for-
year basis, there being no substitution for the required three years of specialized experience. Substitution of Experience 
for Education: Qualifying food service experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing 
professional and sub-professional staff at a food service installation preparing and serving of a very high volume of 
meals per day.  This class differs from that of Food Service Manager 1 in that an incumbent of the latter directs 
operations at an installation preparing and serving a significantly lesser number of meals per day. This class differs from 
that of the Food Service Manager 3 in that an incumbent of the latter manages operations at an installation preparing 
and serving the highest volume of meals per day in the State service. 
 
Work Activities: 
Monitoring and Controlling Resources: Monitors on an on-going basis all factors involved in direct costs of food services 
operations.Performing Administrative Activities: Prepares and maintains all required food service records as required by 
policies and procedures.Documenting/Recording Information: Maintains staff payroll records, employment files, and 
other records as required by policies and procedures. Maintains food service records and reports as required by policies 
and procedures.Making Decisions and Solving Problems: Takes corrective action if food sanitation and safety guidelines 
are not being met. Recommends and takes corrective actions when problems are identified with food and labor costs. 
Makes recommendations for changes needed in policies and procedures to improve quality and efficiency in Food 
Service Operations.Training and Teaching Others: Mentors and/or assists in training of new staff and workers. 
Coordinates training needed for new and existing staff to meet operational and staff developmental needs.Resolving 
conflicts and Negotiating with Others: Promptly takes action to resolve problems and settle disputes.Analyzing Data or 
Information: Analyzes payroll reports to evaluate labor costs and controls. Analyzes food production and purchasing 
records to determine the status and any problems relative to food cost control.Establishing and Maintaining 
Interpersonal Relationships: Communicates effectively with others to resolve conflicts quickly and effectively.  Interacts 
in a positive manner with other staff members and fellow employees to foster and maintain a harmonious working 
environment.Inspecting Equipment, Structures, or Material: Conducts sanitation inspections and checks of food 
preparation and storage areas. Inspecting tools and equipment for safety and proper operation in order to take 
corrective action if needed. Inspects food deliveries for quality and quantity. Performs inspections of chemical storage 
for proper storage of contents and safety, as needed.Updating and Using Relevant Knowledge: Attends and participates 
in all required in-service and pre-service training related to applying new knowledge to their job requirements. Reviews 
policies and procedures for needed changes to improve service and operations.Interacting with Computers: Utilizes 
computer to process times for payroll purposes, performance evaluations, and to process purchase and work 
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orders.Evaluating Information to Determine Compliance with Standards: Reviews required reports and inspections 
relative to food service operations to insure they are properly prepared and performed according to required standards 
and policy.Coaching and Developing Others: Works with all assigned personnel to develop their personal career skills 
and abilities.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates the amount of 
product needed to meet food production needs. Estimates the time and special staff requirements needed for food 
preparation and food delivery for special events.Processing Information: Checks food delivery paperwork for quality 
control against the quantities and products ordered. Checks food and product inventory levels against use and 
production reports to detect and to prevent loss and waste. Checks staff’s work schedules and hours relative to work 
requirements to meet production needs and to assist in controlling overtime costs. Compiles daily meal counts for 
school nutrition program reimbursements and other production monitoring processes and reports.Scheduling Work and 
Activities: Develops, checks, and maintains food service staff’s work schedules in order to meet food service production 
operations needs.Provide Consultation and Advice to Others: Provides input to management on an on-going basis on 
needed improvements and changes in policies and procedures.Judging the Qualities of Things, Services, or People: 
Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation standards. 
Ensures that food quality and consistency meets required guidelines and is appropriate for serving. Cooperates with 
others to meet work assignments.Assisting and Caring for Others: Responds appropriately when personal assistance is 
needed.Communicating with Supervisors, Peers, or Subordinates: Produces and maintains records and reports on food 
service operations and activities, as required. Effectively communicates with other staff, supervisors, and offenders 
concerning events, activities, and policies related to food service operations to promote effective completion of work 
requirements and tasks.Coordinating the Work and Activities of Others: Coordinates the distribution of the work 
requirements among available staff to promote effective food service operations.Monitor Processes, Materials, or 
Surroundings: Monitors daily, weekly, and monthly sanitation processes and procedures. Monitors the status of the 
performance evaluation process for staff. Monitors work schedules to ensure adequate staff for food preparation. 
Monitors inventory and use of hazardous materials used in food preparation areas. Reviews performance of 
temperature checks and may do temperature checks during the food preparation processes and in food storage areas. 
Reviews and monitors portion control during food service to ensure portion control guidelines are being 
followed.Guiding, Directing, and Motivating Subordinates: Directs subordinate staff relative to their job performance 
requirements.Performing General Physical Activities: Stands for long periods of time to monitor food service lines, as 
required.Staffing Organizational Units: Participates in the employee hiring processes for the work unit recommending 
hires and promotions of staff. Recommends staff needs and allocations to management relative to food service 
operations.Getting Information: Reviews food stocks and inventory to insure master and diet menus can be met for 
meals. Checks population and location counts for meal breakdown and modified diets. Reviews production sheets to 
ensure accurate portion sizes are being served.Developing and Building Teams: Encourages teamwork and cooperation 
among all persons involved in food service operations.Organizing, Planning, and Prioritizing Work: Schedules offender’s 
food service activities, sanitation, and food processes. Prioritizes and schedules daily, weekly, and monthly personal 
work activities.Interpreting the Meaning of Information for Others: Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events: 
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management. Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment: Operates state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Organizing Directing Others Planning Customer Focus Delegation 
Building Effective Teams Perspective Motivating OthersKnowledge: Administration and Management Customer and 
Personal Service Food Production Production and Processing Public Safety and Security Mechanical MathematicsSkills: 
Critical Thinking Active Listening Active Learning Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Operation Monitoring Quality Control Analysis Time Management Management of Material Resources 
Management of Personnel ResourcesAbilities: Deductive Reasoning Mathematical Reasoning Oral Comprehension Oral 
Expression Problem Sensitivity Written Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
  Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Two-Way Radios Kitchen Equipment 
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042292 - FOOD SERVICE MANAGER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1926 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory experience. 
Substitution of Education for Experience: Additional coursework at an accredited college or university in dietetics, food 
service systems administration, or other acceptable field may be substituted for the required experience, on a year-for-
year basis, there being no substitution for the required three years of specialized experience. Substitution of Experience 
for Education: Qualifying food service experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing 
professional and sub-professional staff at a food service installation preparing and serving of a very high volume of 
meals per day.  This class differs from that of Food Service Manager 1 in that an incumbent of the latter directs 
operations at an installation preparing and serving a significantly lesser number of meals per day. This class differs from 
that of the Food Service Manager 3 in that an incumbent of the latter manages operations at an installation preparing 
and serving the highest volume of meals per day in the State service. 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in direct costs of food 
services operations.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policies and procedures.Documenting/Recording Information:    Maintains staff payroll records, 
employment files, and other records as required by policies and procedures.    Maintains food service records and 
reports as required by policies and procedures.Making Decisions and Solving Problems:    Takes corrective action if food 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with food and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in Food Service Operations.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.    Coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes 
food production and purchasing records to determine the status and any problems relative to food cost 
control.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:    Conducts 
sanitation inspections and checks of food preparation and storage areas.    Inspecting tools and equipment for safety 
and proper operation in order to take corrective action if needed.    Inspects food deliveries for quality and quantity.    
Performs inspections of chemical storage for proper storage of contents and safety, as needed.Updating and Using 
Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to applying 
new knowledge to their job requirements.    Reviews policies and procedures for needed changes to improve service and 
operations.Interacting with Computers:    Utilizes computer to process times for payroll purposes, performance 
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evaluations, and to process purchase and work orders.Evaluating Information to Determine Compliance with Standards:    
Reviews required reports and inspections relative to food service operations to insure they are properly prepared and 
performed according to required standards and policy.Coaching and Developing Others:    Works with all assigned 
personnel to develop their personal career skills and abilities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special events.Processing Information:    
Checks food delivery paperwork for quality control against the quantities and products ordered.    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Scheduling Work and Activities:    Develops, checks, and maintains food service staff’s work 
schedules in order to meet food service production operations needs.Provide Consultation and Advice to Others:     
Provides input to management on an on-going basis on needed improvements and changes in policies and 
procedures.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Supervisors, 
Peers, or Subordinates:    Produces and maintains records and reports on food service operations and activities, as 
required.    Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and 
policies related to food service operations to promote effective completion of work requirements and 
tasks.Coordinating the Work and Activities of Others:    Coordinates the distribution of the work requirements among 
available staff to promote effective food service operations.Monitor Processes, Materials, or Surroundings:    Monitors 
daily, weekly, and monthly sanitation processes and procedures.    Monitors the status of the performance evaluation 
process for staff.    Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and 
use of hazardous materials used in food preparation areas.    Reviews performance of temperature checks and may do 
temperature checks during the food preparation processes and in food storage areas.    Reviews and monitors portion 
control during food service to ensure portion control guidelines are being followed.Guiding, Directing, and Motivating 
Subordinates:    Directs subordinate staff relative to their job performance requirements.Performing General Physical 
Activities:    Stands for long periods of time to monitor food service lines, as required.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to food service operations.Getting Information:    
Reviews food stocks and inventory to insure master and diet menus can be met for meals.    Checks population and 
location counts for meal breakdown and modified diets.    Reviews production sheets to ensure accurate portion sizes 
are being served.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved 
in food service operations.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, 
sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management.    Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Organizing    Directing Others    Planning    Customer Focus    
Delegation    Building Effective Teams    Perspective    Motivating OthersKnowledge:    Administration and Management    
Customer and Personal Service    Food Production    Production and Processing    Public Safety and Security    Mechanical    
MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    Monitoring    Reading Comprehension    
Speaking    Writing    Coordination    Instructing    Operation Monitoring    Quality Control Analysis    Time Management    
Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive Reasoning    
Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    
Written Expression    Speech Clarity 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042292 - FOOD SERVICE MANAGER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1927 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory experience. 
Substitution of Education for Experience: Additional coursework at an accredited college or university in dietetics, food 
service systems administration, or other acceptable field may be substituted for the required experience, on a year-for-
year basis, there being no substitution for the required three years of specialized experience. Substitution of Experience 
for Education: Qualifying food service experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for directing 
professional and sub-professional staff at a food service installation preparing and serving of a very high volume of 
meals per day.  This class differs from that of Food Service Manager 1 in that an incumbent of the latter directs 
operations at an installation preparing and serving a significantly lesser number of meals per day. This class differs from 
that of the Food Service Manager 3 in that an incumbent of the latter manages operations at an installation preparing 
and serving the highest volume of meals per day in the State service. 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in direct costs of food 
services operations.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policies and procedures.Documenting/Recording Information:    Maintains staff payroll records, 
employment files, and other records as required by policies and procedures.    Maintains food service records and 
reports as required by policies and procedures.Making Decisions and Solving Problems:    Takes corrective action if food 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with food and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in Food Service Operations.Training and Teaching Others:    Mentors and/or assists in 
training of new staff and workers.    Coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes 
food production and purchasing records to determine the status and any problems relative to food cost 
control.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:    Conducts 
sanitation inspections and checks of food preparation and storage areas.    Inspecting tools and equipment for safety 
and proper operation in order to take corrective action if needed.    Inspects food deliveries for quality and quantity.    
Performs inspections of chemical storage for proper storage of contents and safety, as needed.Updating and Using 
Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to applying 
new knowledge to their job requirements.    Reviews policies and procedures for needed changes to improve service and 
operations.Interacting with Computers:    Utilizes computer to process times for payroll purposes, performance 
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evaluations, and to process purchase and work orders.Evaluating Information to Determine Compliance with Standards:    
Reviews required reports and inspections relative to food service operations to insure they are properly prepared and 
performed according to required standards and policy.Coaching and Developing Others:    Works with all assigned 
personnel to develop their personal career skills and abilities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the amount of product needed to meet food production needs.    Estimates the time 
and special staff requirements needed for food preparation and food delivery for special events.Processing Information:    
Checks food delivery paperwork for quality control against the quantities and products ordered.    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks staff’s 
work schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Scheduling Work and Activities:    Develops, checks, and maintains food service staff’s work 
schedules in order to meet food service production operations needs.Provide Consultation and Advice to Others:     
Provides input to management on an on-going basis on needed improvements and changes in policies and 
procedures.Judging the Qualities of Things, Services, or People:    Monitors all personnel and staff in the food 
preparation areas to ensure that they meet food sanitation standards.    Ensures that food quality and consistency meets 
required guidelines and is appropriate for serving.    Cooperates with others to meet work assignments.Assisting and 
Caring for Others:    Responds appropriately when personal assistance is needed.Communicating with Supervisors, 
Peers, or Subordinates:    Produces and maintains records and reports on food service operations and activities, as 
required.    Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and 
policies related to food service operations to promote effective completion of work requirements and 
tasks.Coordinating the Work and Activities of Others:    Coordinates the distribution of the work requirements among 
available staff to promote effective food service operations.Monitor Processes, Materials, or Surroundings:    Monitors 
daily, weekly, and monthly sanitation processes and procedures.    Monitors the status of the performance evaluation 
process for staff.    Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and 
use of hazardous materials used in food preparation areas.    Reviews performance of temperature checks and may do 
temperature checks during the food preparation processes and in food storage areas.    Reviews and monitors portion 
control during food service to ensure portion control guidelines are being followed.Guiding, Directing, and Motivating 
Subordinates:    Directs subordinate staff relative to their job performance requirements.Performing General Physical 
Activities:    Stands for long periods of time to monitor food service lines, as required.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to food service operations.Getting Information:    
Reviews food stocks and inventory to insure master and diet menus can be met for meals.    Checks population and 
location counts for meal breakdown and modified diets.    Reviews production sheets to ensure accurate portion sizes 
are being served.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved 
in food service operations.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service activities, 
sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Interpreting the Meaning of Information for Others:    Instructs offenders about work requirements for 
assigned duties in order to meet requirements set by policy and procedures.Identifying Objects, Actions, and Events:    
Identifies problems relative to food production that needs to be communicated to immediate food supervisors and 
facility management.    Identifies the potential impact of special events on food service operations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Organizing    Directing Others    Planning    Customer Focus    
Delegation    Building Effective Teams    Perspective    Motivating OthersKnowledge:    Administration and Management    
Customer and Personal Service    Food Production    Production and Processing    Public Safety and Security    Mechanical    
MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    Monitoring    Reading Comprehension    
Speaking    Writing    Coordination    Instructing    Operation Monitoring    Quality Control Analysis    Time Management    
Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive Reasoning    
Mathematical Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    
Written Expression    Speech Clarity 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042293 - FOOD SERVICE MANAGER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1931 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in dietetics, food service systems administration, or other pertinent field and substantial (five or more years 
of) increasingly responsible full-time volume food service work including at least three years of supervisory experience. 
Substitution of Education for Experience: Additional coursework at an accredited college or university in dietetics, food 
service systems administration, or other acceptable field may be substituted for the required experience, on a year-for-
year basis, there being no substitution for the required three years of specialized experience. Substitution of Experience 
for Education: Qualifying food service experience may be substituted for the required education, on a year-for-year 
basis, to a maximum of two years." 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for supervisory food service managerial work of unusual difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the sub professional Food Services 
series of classes. The employee in this class is responsible for directing all staff at the food service installation preparing 
and serving the highest volume of meals per day in the state service.  This class differs from lower level food service 
management classes in that incumbents of the latter manage installations of lesser scope and volume of meals prepared 
and served. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Provides performance planning guidelines, performance monitoring, 
and personnel performance evaluations to staff as required by policies and procedures.Coordinating the Work and 
Activities of Others:    Coordinates the distribution of the work requirements among available staff to promote effective 
food service operations.Performing Administrative Activities:    Prepares and maintains all required food service records 
as required by policies and procedures.Documenting/Recording Information:    Maintains staff and inmate payroll 
records, employment files, and other records as required by policies and procedures.    Maintains food service records 
and reports as required by policies and procedures.Scheduling Work and Activities:    Develops, checks, and maintains 
food service staff and inmates work schedules in order to control labor costs and to meet food service production 
operational needs.Coaching and Developing Others:    Works with all assigned personnel to develop their personal 
career skills and abilities.Staffing Organizational Units:    Participates in the employee hiring processes for the work unit 
recommending hires and promotions of staff.    Recommends staff needs and allocations to management relative to 
food service operations.Monitoring and Controlling Resources:    Monitors on an on-going basis all factors involved in 
direct costs of food services operations.    Takes the corrective actions needed to address cost control 
problems.Communicating with Supervisors, Peers, or Subordinates:    Produces and maintains records and reports on 
food service operations and activities, as required.    Effectively communicates with other staff, supervisors, and 
offenders concerning events, activities, and policies related to food service operations to promote effective completion 
of work requirements and tasks.Training and Teaching Others:    Mentors and/or assists in training of new staff and 
workers.    Coordinates training needed for new and existing staff to meet operational and staff developmental 
needs.Evaluating Information to Determine Compliance with Standards:    Reviews required reports and inspections 
relative to food service operations to insure they are properly performed and prepared according to required standards 
and policy.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved in food 
service operations.Judging the Qualities of Things, Services, or People:    Ensures that food quality and consistency meets 
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required guidelines and is appropriate for serving.    Monitors all personnel and staff in the food preparation areas to 
ensure that they meet food sanitation standards.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the materials and products needed for daily operations and special events involving food 
services operations.    Estimates the time and staff requirements needed for food preparation and food delivery for daily 
operations and special events.Establishing and Maintaining Interpersonal Relationships:    Communicate effectively with 
others to resolve conflicts quickly and effectively.     Interacts in a positive manner with other staff members and fellow 
employees to foster and maintain a harmonious working environment.Processing Information:    Checks food and 
product inventory levels against use and production reports to detect and to prevent loss and waste.    Checks food 
delivery paperwork for quality control against the quantities and products ordered.    Prepares staff and inmate work 
schedules and plans hours relative to work requirements to meet production needs and to assist in controlling overtime 
costs.    Compiles daily meal counts for school nutrition program reimbursements and other production monitoring 
processes and reports.Resolving conflicts and Negotiating with Others:    Promptly takes action to resolve problems and 
settle disputes.Monitor Processes, Materials, or Surroundings:    Monitors the status of the performance evaluation 
process for staff.    Monitors daily, weekly, and monthly sanitation records, processes and procedures.    Monitors 
hazardous materials inventory and the use of hazardous materials in food preparation areas.    Monitors work schedules 
for staff and inmates to ensure adequate staffing for food preparation and service.    Reviews performance of 
temperature checks and may do temperature checks during the food preparation processes and in food storage areas.    
Reviews and monitors portion control during food service to ensure portion control guidelines are being 
followed.Analyzing Data or Information:    Analyzes food production and purchasing records to determine the status and 
any problems relative to food cost control.    Analyzes payroll reports to evaluate labor costs and controls.    Reviews 
food service equipment status and maintenance costs to determine the need for replacement planning.Making 
Decisions and Solving Problems:    Takes corrective action if food sanitation and safety guidelines are not being met.    
Recommends and takes corrective actions when problems are identified with food and labor costs.    Makes 
recommendations for changes needed in policies and procedures to improve quality and efficiency in Food Service 
Operations.Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules daily, weekly, and monthly personal 
work activities.    Assigns staff and offender's shift activities for sanitation and food service preparation and delivery 
processes.Interpreting the Meaning of Information for Others:    Instructs staff and/or offenders about work 
requirements for assigned duties in order to meet requirements set by policy and procedures.Assisting and Caring for 
Others:    Responds appropriately when personal assistance is needed.Getting Information:    Reviews food stocks and 
inventories in the institution and the warehouse to insure master and diet menus can be met and to control food costs.    
Checks population and location counts for meal breakdown and modified diets.    Reviews production sheets to ensure 
accurate portion sizes are being served.    Checks labor reports to track and monitor staff and inmate labor costs.    
Attends meetings and briefings to gather information for food service operations planning.Identifying Objects, Actions, 
and Events:    Identifies problems relative to food production that needs to be communicated to immediate food 
supervisors and facility management.    Identifies the potential impact of special events on food service 
operations.Interacting with Computers:    Utilizes computer to process times for payroll purposes, performance 
evaluations, and to process purchase and work orders.    Utilizes computer to communicate within the 
organization.Thinking Creatively:    Identifies the training needs and develops effective training methods and procedures 
for food service operations.    Researches new products and procedures for potential improvements in food service 
operations.Developing Objectives and Strategies:    Participates in long term and strategic planning for the institutional 
food service operations.Provide Consultation and Advice to Others:     Provides input to management on an on-going 
basis on needed improvements and changes in policies and procedures.Inspecting Equipment, Structures, or Material:    
Inspecting tools and equipment for safety and proper operation as required by policy and procedure in order to take 
corrective action if needed.    Performs inspections of chemical storage for proper storage of contents and safety as 
required by policy and procedure.    Participates in food service reviews and inspections of other institutions as 
required.Updating and Using Relevant Knowledge:    Maintains all standards required to meet and maintain food service 
training and operational standards as required by policies and procedures.    Reviews policies and procedures for needed 
changes to improve service and operations.    Attends and participates in all required in-service and pre-service training 
related to applying new knowledge to their job requirements.Communicating with Persons Outside Organization    
Responds to communications from outside the agency, as required.Performing General Physical Activities:    Stands or 
walks for long periods of time to monitor food service preparation processes, service lines, and facility inspections, as 
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required.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Building Effective Teams    Organizing    Decision Quality    
Functional Technical Competencies    Planning    Conflict Management    Drive for Results    Motivating 
OthersKnowledge:    Administration and Management    Customer and Personal Service    Food Production    Production 
and Processing    MathematicsSkills:    Critical Thinking    Active Listening    Active Learning    Monitoring    Reading 
Comprehension    Speaking    Writing    Coordination    Instructing    Quality Control Analysis    Troubleshooting    Time 
Management    Management of Material Resources    Management of Personnel ResourcesAbilities:    Problem 
Sensitivity    Written Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042251 - FOOD SERVICE STEWARD 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1854 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible full-time volume food 
preparation and service work including at least one year of supervisory or lead experience. OR One year as a Food 
Service Steward Associate,. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs high volume food preparation of average difficulty at a correctional or 
youth facility and leads inmates or students in food preparation; and performs related work as required. Distinguishing 
Features: This is the working level class in the Food Service Steward sub-series. An employee in this class performs food 
service preparation duties on a fixed or other shift and leads Food Service Steward Associates, inmates, or students in 
similar duties.   This class differs from the Food Service Steward 2 in that an incumbent of the latter supervises 
employees in this class and the Food Service Steward Associate in that an incumbent of the latter performs entry level 
work.    
 
Work Activities: 
Documenting/Recording Information:    Maintains food service records and reports as required by policy and 
procedure.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Performing Administrative Activities:    Prepares and maintains all required 
food service records as required by policy and procedure.Establishing and Maintaining Interpersonal Relationships:    
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.    Communicates effectively with others to resolve conflicts quickly and effectively. Controlling 
Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment during food 
preparation as needed.Making Decisions and Solving Problems:    Takes corrective action if food sanitation and safety 
guidelines are not being met.Identifying Objects, Actions, and Events:    Identifies problems relative to food production 
that need to be communicated to immediate food supervisors.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to food service to promote effective 
completion of work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the 
conduct of their work. Handling and Moving Objects:    Required to receive and stock inventory as needed.    Delivers 
food to serving locations.Assisting and Caring for Others:    Responds appropriately when personal assistance is 
needed.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for safety and proper operation 
in order to take corrective action if needed. Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to their job requirements.Performing 
General Physical Activities:    Required to stand for long periods of time to monitor food service lines.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Judging the Qualities of Things, Services, 
or People:    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Ensures that food quality and consistency meets required guidelines and is appropriate for serving.    
Cooperates with others to meet work assignments.Monitor Processes, Materials, or Surroundings:    Monitors daily, 
weekly, and monthly sanitation processes and procedures.    Monitors work schedules to ensure adequate staff for food 
preparation.    Monitors portion control during food service to ensure guidelines are being followed.    Reviews 
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temperatures during the food preparation processes and in storage areas.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service 
activities, sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be met for 
meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and location 
counts for meal breakdown and modified diets. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Decision Quality    Organizing    Functional/Technical Competencies    Listening    
Written Communication    Directing Others    Dealing with Ambiguity    Approachability    Integrity and TrustKnowledge:    
Customer and Personal Service    Food Production    Public Safety and SecuritySkills:    Critical Thinking    Active Listening    
Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    
Operation Monitoring    Time Management    Equipment Selection    Operation and Control    Quality Control Analysis    
Troubleshooting    Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive 
Reasoning    Number Facility    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Arm-Hand Steadiness    Reaction Time    Dynamic Flexibility    
Extent Flexibility    Peripheral Vision    Speech Clarity    Speech Recognition    Problem Sensitivity    Gross Body 
Coordination    Mathematical Reasoning    Memorization    Spatial Orientation    Speed of Closure    Control Precision    
Manual Dexterity    Speed of Limb Movement    Dynamic Strength    Gross Body Coordination    Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042251 - FOOD SERVICE STEWARD 1* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1855 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible full-time volume food 
preparation and service work including at least one year of supervisory or lead experience. OR One year as a Food 
Service Steward Associate,. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs high volume food preparation of average difficulty at a correctional or 
youth facility and leads inmates or students in food preparation; and performs related work as required. Distinguishing 
Features: This is the working level class in the Food Service Steward sub-series. An employee in this class performs food 
service preparation duties on a fixed or other shift and leads Food Service Steward Associates, inmates, or students in 
similar duties.   This class differs from the Food Service Steward 2 in that an incumbent of the latter supervises 
employees in this class and the Food Service Steward Associate in that an incumbent of the latter performs entry level 
work.    
 
Work Activities: 
Documenting/Recording Information:    Maintains food service records and reports as required by policy and 
procedure.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Performing Administrative Activities:    Prepares and maintains all required 
food service records as required by policy and procedure.Establishing and Maintaining Interpersonal Relationships:    
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.    Communicates effectively with others to resolve conflicts quickly and effectively. Controlling 
Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment during food 
preparation as needed.Making Decisions and Solving Problems:    Takes corrective action if food sanitation and safety 
guidelines are not being met.Identifying Objects, Actions, and Events:    Identifies problems relative to food production 
that need to be communicated to immediate food supervisors.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to food service to promote effective 
completion of work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the 
conduct of their work. Handling and Moving Objects:    Required to receive and stock inventory as needed.    Delivers 
food to serving locations.Assisting and Caring for Others:    Responds appropriately when personal assistance is 
needed.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for safety and proper operation 
in order to take corrective action if needed. Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to their job requirements.Performing 
General Physical Activities:    Required to stand for long periods of time to monitor food service lines.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Judging the Qualities of Things, Services, 
or People:    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Ensures that food quality and consistency meets required guidelines and is appropriate for serving.    
Cooperates with others to meet work assignments.Monitor Processes, Materials, or Surroundings:    Monitors daily, 
weekly, and monthly sanitation processes and procedures.    Monitors work schedules to ensure adequate staff for food 
preparation.    Monitors portion control during food service to ensure guidelines are being followed.    Reviews 
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temperatures during the food preparation processes and in storage areas.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service 
activities, sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be met for 
meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and location 
counts for meal breakdown and modified diets. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Decision Quality    Organizing    Functional/Technical Competencies    Listening    
Written Communication    Directing Others    Dealing with Ambiguity    Approachability    Integrity and TrustKnowledge:    
Customer and Personal Service    Food Production    Public Safety and SecuritySkills:    Critical Thinking    Active Listening    
Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    
Operation Monitoring    Time Management    Equipment Selection    Operation and Control    Quality Control Analysis    
Troubleshooting    Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive 
Reasoning    Number Facility    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Arm-Hand Steadiness    Reaction Time    Dynamic Flexibility    
Extent Flexibility    Peripheral Vision    Speech Clarity    Speech Recognition    Problem Sensitivity    Gross Body 
Coordination    Mathematical Reasoning    Memorization    Spatial Orientation    Speed of Closure    Control Precision    
Manual Dexterity    Speed of Limb Movement    Dynamic Strength    Gross Body Coordination    Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042251 - FOOD SERVICE STEWARD 1* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1856 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible full-time volume food 
preparation and service work including at least one year of supervisory or lead experience. OR One year as a Food 
Service Steward Associate,. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs high volume food preparation of average difficulty at a correctional or 
youth facility and leads inmates or students in food preparation; and performs related work as required. Distinguishing 
Features: This is the working level class in the Food Service Steward sub-series. An employee in this class performs food 
service preparation duties on a fixed or other shift and leads Food Service Steward Associates, inmates, or students in 
similar duties.   This class differs from the Food Service Steward 2 in that an incumbent of the latter supervises 
employees in this class and the Food Service Steward Associate in that an incumbent of the latter performs entry level 
work.    
 
Work Activities: 
Documenting/Recording Information:    Maintains food service records and reports as required by policy and 
procedure.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Performing Administrative Activities:    Prepares and maintains all required 
food service records as required by policy and procedure.Establishing and Maintaining Interpersonal Relationships:    
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.    Communicates effectively with others to resolve conflicts quickly and effectively. Controlling 
Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment during food 
preparation as needed.Making Decisions and Solving Problems:    Takes corrective action if food sanitation and safety 
guidelines are not being met.Identifying Objects, Actions, and Events:    Identifies problems relative to food production 
that need to be communicated to immediate food supervisors.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to food service to promote effective 
completion of work tasks.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the 
conduct of their work. Handling and Moving Objects:    Required to receive and stock inventory as needed.    Delivers 
food to serving locations.Assisting and Caring for Others:    Responds appropriately when personal assistance is 
needed.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for safety and proper operation 
in order to take corrective action if needed. Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to their job requirements.Performing 
General Physical Activities:    Required to stand for long periods of time to monitor food service lines.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Judging the Qualities of Things, Services, 
or People:    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Ensures that food quality and consistency meets required guidelines and is appropriate for serving.    
Cooperates with others to meet work assignments.Monitor Processes, Materials, or Surroundings:    Monitors daily, 
weekly, and monthly sanitation processes and procedures.    Monitors work schedules to ensure adequate staff for food 
preparation.    Monitors portion control during food service to ensure guidelines are being followed.    Reviews 
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temperatures during the food preparation processes and in storage areas.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Organizing, Planning, and Prioritizing Work:    Schedules offender's food service 
activities, sanitation, and food processes.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be met for 
meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and location 
counts for meal breakdown and modified diets. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Decision Quality    Organizing    Functional/Technical Competencies    Listening    
Written Communication    Directing Others    Dealing with Ambiguity    Approachability    Integrity and TrustKnowledge:    
Customer and Personal Service    Food Production    Public Safety and SecuritySkills:    Critical Thinking    Active Listening    
Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    
Operation Monitoring    Time Management    Equipment Selection    Operation and Control    Quality Control Analysis    
Troubleshooting    Management of Material Resources    Management of Personnel ResourcesAbilities:    Deductive 
Reasoning    Number Facility    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Oral Comprehension    Oral Expression    Arm-Hand Steadiness    Reaction Time    Dynamic Flexibility    
Extent Flexibility    Peripheral Vision    Speech Clarity    Speech Recognition    Problem Sensitivity    Gross Body 
Coordination    Mathematical Reasoning    Memorization    Spatial Orientation    Speed of Closure    Control Precision    
Manual Dexterity    Speed of Limb Movement    Dynamic Strength    Gross Body Coordination    Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042252 - FOOD SERVICE STEWARD 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1857 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time volume food 
preparation and service work including at least two years of supervisory or lead experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory duties of average difficulty in high volume food 
preparation at a correctional or youth facility; and performs related work as required. Distinguishing Features: This is the 
highest class in the Food Service Steward sub-series. An employee in this class directs the food service preparation 
duties performed by Food Service Steward 1s, Food Service Steward Associates, and inmates or students at an 
institution.   This class differs from the Food Service Steward 1 in that an incumbent of the latter does not supervise 
employees.  This class reports to and differs from Food Service Assistant Manager 1 in that an incumbent of the latter is 
responsible for a correctional or youth facility food service program. 
 
Work Activities: 
Controlling Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment 
during food preparation as needed.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the amount of product needed to meet food production needs.Making Decisions and Solving Problems:    
Takes corrective action if food sanitation and safety guidelines are not being met.Coordinating the Work and Activities 
of Others:    Coordinates the work of staff on assigned shifts in order to accomplish food preparation 
requirements.Coaching and Developing Others:    Coaches other staff and offenders to develop their personal skills and 
capabilities in food service operations.Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to job requirements.Guiding, Directing, 
and Motivating Subordinates:    Ensures that subordinate staff and offenders working in food service preparation meet 
quality     and performance demands for the facility.    Directs subordinate staff relative to their job performance 
requirements.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policy and procedure.    Provides input on work time for subordinate staff and offenders.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Establishing and Maintaining 
Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and effectively.     
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be 
met for meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and 
location counts for meal breakdown and modified diets.Monitor Processes, Materials, or Surroundings:    Monitors 
portion control during food service to ensure guidelines are being followed.    Reviews temperatures during the food 
preparation processes and in storage areas.    Monitors daily, weekly, and monthly sanitation processes and procedures.    
Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Judging the Qualities of Things, Services, or People:    Ensures that food quality 
and consistency meets required guidelines and is appropriate for serving.    Inspects food service deliveries for quality 
and quantity.    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Cooperates with others to meet work assignments.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.    Explains policy and procedure to new staff. Communicating with Supervisors, Peers, or Subordinates:    
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Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
to food service to promote effective completion of work tasks.Documenting/Recording Information:    Provides input for 
staff evaluations and disciplinary action.    Maintains food service records and reports as required by policy and 
procedure.    Maintains offenders' work records and time sheets.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Handling and Moving Objects:    Required to receive and stock 
inventory as needed.    Delivers food to serving locations. Identifying Objects, Actions, and Events:    Identifies problems 
relative to food production that need to be communicated to immediate food supervisors.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.Organizing, Planning, and 
Prioritizing Work:    Schedules offender's food service activities, sanitation, and food processes.    Prioritizes and 
schedules daily, weekly, and monthly personal work activities.Evaluating Information to Determine Compliance with 
Standards:    Participates in audits and inspections of other facilities.Analyzing Data or Information:    Monitors 
competitive bids for pricing of food products.Performing General Physical Activities:    Required to stand for long periods 
of time to monitor food service lines.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for 
safety and proper operation in order to take corrective action if needed.    Keys work orders to correct maintenance 
problems.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Scheduling Work and Activities:    Schedules work activities of lower job 
classes. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Functional/Technical Competencies    Decision Quality    Time Management    
Integrity and Trust    Listening    Timely Decision Making    Informing    Planning    OrganizingKnowledge:    Customer and 
Personal Service    Food Production    Production and Processing    Public Safety and SecuritySkills:    Critical Thinking    
Active Listening    Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Operation 
Monitoring    Time ManagementAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Number 
Facility    Reaction Time    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Arm-Hand Steadiness    Dynamic Flexibility    Extent Flexibility    Finger Dexterity    Peripheral Vision    
Speech Clarity    Speech Recognition    Problem sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042252 - FOOD SERVICE STEWARD 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1858 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time volume food 
preparation and service work including at least two years of supervisory or lead experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory duties of average difficulty in high volume food 
preparation at a correctional or youth facility; and performs related work as required. Distinguishing Features: This is the 
highest class in the Food Service Steward sub-series. An employee in this class directs the food service preparation 
duties performed by Food Service Steward 1s, Food Service Steward Associates, and inmates or students at an 
institution.   This class differs from the Food Service Steward 1 in that an incumbent of the latter does not supervise 
employees.  This class reports to and differs from Food Service Assistant Manager 1 in that an incumbent of the latter is 
responsible for a correctional or youth facility food service program. 
 
Work Activities: 
Controlling Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment 
during food preparation as needed.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the amount of product needed to meet food production needs.Making Decisions and Solving Problems:    
Takes corrective action if food sanitation and safety guidelines are not being met.Coordinating the Work and Activities 
of Others:    Coordinates the work of staff on assigned shifts in order to accomplish food preparation 
requirements.Coaching and Developing Others:    Coaches other staff and offenders to develop their personal skills and 
capabilities in food service operations.Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to job requirements.Guiding, Directing, 
and Motivating Subordinates:    Ensures that subordinate staff and offenders working in food service preparation meet 
quality     and performance demands for the facility.    Directs subordinate staff relative to their job performance 
requirements.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policy and procedure.    Provides input on work time for subordinate staff and offenders.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Establishing and Maintaining 
Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and effectively.     
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be 
met for meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and 
location counts for meal breakdown and modified diets.Monitor Processes, Materials, or Surroundings:    Monitors 
portion control during food service to ensure guidelines are being followed.    Reviews temperatures during the food 
preparation processes and in storage areas.    Monitors daily, weekly, and monthly sanitation processes and procedures.    
Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Judging the Qualities of Things, Services, or People:    Ensures that food quality 
and consistency meets required guidelines and is appropriate for serving.    Inspects food service deliveries for quality 
and quantity.    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Cooperates with others to meet work assignments.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.    Explains policy and procedure to new staff. Communicating with Supervisors, Peers, or Subordinates:    
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Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
to food service to promote effective completion of work tasks.Documenting/Recording Information:    Provides input for 
staff evaluations and disciplinary action.    Maintains food service records and reports as required by policy and 
procedure.    Maintains offenders' work records and time sheets.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Handling and Moving Objects:    Required to receive and stock 
inventory as needed.    Delivers food to serving locations. Identifying Objects, Actions, and Events:    Identifies problems 
relative to food production that need to be communicated to immediate food supervisors.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.Organizing, Planning, and 
Prioritizing Work:    Schedules offender's food service activities, sanitation, and food processes.    Prioritizes and 
schedules daily, weekly, and monthly personal work activities.Evaluating Information to Determine Compliance with 
Standards:    Participates in audits and inspections of other facilities.Analyzing Data or Information:    Monitors 
competitive bids for pricing of food products.Performing General Physical Activities:    Required to stand for long periods 
of time to monitor food service lines.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for 
safety and proper operation in order to take corrective action if needed.    Keys work orders to correct maintenance 
problems.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Scheduling Work and Activities:    Schedules work activities of lower job 
classes. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Functional/Technical Competencies    Decision Quality    Time Management    
Integrity and Trust    Listening    Timely Decision Making    Informing    Planning    OrganizingKnowledge:    Customer and 
Personal Service    Food Production    Production and Processing    Public Safety and SecuritySkills:    Critical Thinking    
Active Listening    Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Operation 
Monitoring    Time ManagementAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Number 
Facility    Reaction Time    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Arm-Hand Steadiness    Dynamic Flexibility    Extent Flexibility    Finger Dexterity    Peripheral Vision    
Speech Clarity    Speech Recognition    Problem sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042252 - FOOD SERVICE STEWARD 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1859 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible full-time volume food 
preparation and service work including at least two years of supervisory or lead experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Experience and Education,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory duties of average difficulty in high volume food 
preparation at a correctional or youth facility; and performs related work as required. Distinguishing Features: This is the 
highest class in the Food Service Steward sub-series. An employee in this class directs the food service preparation 
duties performed by Food Service Steward 1s, Food Service Steward Associates, and inmates or students at an 
institution.   This class differs from the Food Service Steward 1 in that an incumbent of the latter does not supervise 
employees.  This class reports to and differs from Food Service Assistant Manager 1 in that an incumbent of the latter is 
responsible for a correctional or youth facility food service program. 
 
Work Activities: 
Controlling Machines or Processes:    Required to be knowledgeable on how to operate all food service equipment 
during food preparation as needed.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the amount of product needed to meet food production needs.Making Decisions and Solving Problems:    
Takes corrective action if food sanitation and safety guidelines are not being met.Coordinating the Work and Activities 
of Others:    Coordinates the work of staff on assigned shifts in order to accomplish food preparation 
requirements.Coaching and Developing Others:    Coaches other staff and offenders to develop their personal skills and 
capabilities in food service operations.Updating and Using Relevant Knowledge:    Attends and participates in all 
required in-service and pre-service training related to applying new knowledge to job requirements.Guiding, Directing, 
and Motivating Subordinates:    Ensures that subordinate staff and offenders working in food service preparation meet 
quality     and performance demands for the facility.    Directs subordinate staff relative to their job performance 
requirements.Performing Administrative Activities:    Prepares and maintains all required food service records as 
required by policy and procedure.    Provides input on work time for subordinate staff and offenders.Training and 
Teaching Others:    Mentors and/or assists in training of new staff and workers.Establishing and Maintaining 
Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and effectively.     
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.Getting Information:    Reviews food stocks and inventory to insure master and diet menus can be 
met for meals.    Reviews production sheets to ensure accurate portion sizes are being served.    Checks population and 
location counts for meal breakdown and modified diets.Monitor Processes, Materials, or Surroundings:    Monitors 
portion control during food service to ensure guidelines are being followed.    Reviews temperatures during the food 
preparation processes and in storage areas.    Monitors daily, weekly, and monthly sanitation processes and procedures.    
Monitors work schedules to ensure adequate staff for food preparation.    Monitors inventory and use of hazardous 
materials used in food preparation areas.Judging the Qualities of Things, Services, or People:    Ensures that food quality 
and consistency meets required guidelines and is appropriate for serving.    Inspects food service deliveries for quality 
and quantity.    Monitors all personnel and staff in the food preparation areas to ensure that they meet food sanitation 
standards.    Cooperates with others to meet work assignments.Interpreting the Meaning of Information for Others:    
Instructs offenders about work requirements for assigned duties in order to meet requirements set by policy and 
procedures.    Explains policy and procedure to new staff. Communicating with Supervisors, Peers, or Subordinates:    
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Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
to food service to promote effective completion of work tasks.Documenting/Recording Information:    Provides input for 
staff evaluations and disciplinary action.    Maintains food service records and reports as required by policy and 
procedure.    Maintains offenders' work records and time sheets.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Handling and Moving Objects:    Required to receive and stock 
inventory as needed.    Delivers food to serving locations. Identifying Objects, Actions, and Events:    Identifies problems 
relative to food production that need to be communicated to immediate food supervisors.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.Organizing, Planning, and 
Prioritizing Work:    Schedules offender's food service activities, sanitation, and food processes.    Prioritizes and 
schedules daily, weekly, and monthly personal work activities.Evaluating Information to Determine Compliance with 
Standards:    Participates in audits and inspections of other facilities.Analyzing Data or Information:    Monitors 
competitive bids for pricing of food products.Performing General Physical Activities:    Required to stand for long periods 
of time to monitor food service lines.Inspecting Equipment, Structures, or Material:    Inspects tools and equipment for 
safety and proper operation in order to take corrective action if needed.    Keys work orders to correct maintenance 
problems.Processing Information:    Compiles daily meal counts for school nutrition program reimbursements and other 
production monitoring processes and reports.Scheduling Work and Activities:    Schedules work activities of lower job 
classes. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Functional/Technical Competencies    Decision Quality    Time Management    
Integrity and Trust    Listening    Timely Decision Making    Informing    Planning    OrganizingKnowledge:    Customer and 
Personal Service    Food Production    Production and Processing    Public Safety and SecuritySkills:    Critical Thinking    
Active Listening    Active Learning    Monitoring    Reading Comprehension    Speaking    Writing    Instructing    Operation 
Monitoring    Time ManagementAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Number 
Facility    Reaction Time    Selective Attention    Time Sharing    Visualization    Written Comprehension    Written 
Expression    Arm-Hand Steadiness    Dynamic Flexibility    Extent Flexibility    Finger Dexterity    Peripheral Vision    
Speech Clarity    Speech Recognition    Problem sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Two-Way Radios    
Kitchen Equipment 
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042261 - FOOD SERVICE SUPERVISOR 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1869 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full-time volume food service work. Substitution of Experience for Education: Qualifying food service 
experience may substitute for the required education on a year-for-year basis. Substitution of Education for Experience: 
Additional coursework at an accredited college or university in dietetics, food service systems administration, or other 
acceptable field may substitute for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervising a small number of other food service workers in 
routine food service work at a volume food service installation on an assigned shift; and performs related work as 
required. Distinguishing Features:  An employee in this class supervises a very small number of workers in routine food 
service preparation and clean-up work, or may be assigned as second-in-command of a substantial satellite service 
operation, or in other similar level assignment. This class differs from that of Food Service Worker, in that an incumbent 
of the latter is directed in work by incumbents of the Food Service Supervisor 1 class. This class differs from that of Food 
Service Supervisor 2 in that incumbents of the latter supervise a small number of food service employees or act as the 
assistant shift supervisor on a shift with higher numbers of employees. 
 
Work Activities: 
Performing Administrative Activities:    Orders supplies.    Keeps meal counts.Analyzing Data or Information:    Takes and 
utilizes information from treatment team, dietetics, and other personnel to ensure the proper nutrition of 
individuals.Guiding, Directing, and Motivating Subordinates:    Evaluates performance of subordinate staff.    Supervises 
and participates in traying and placing food in hot cars and in preparing trays for patients receiving special diets from 
clearly written orders.    Enforces standard policy and procedure in activities supervised.    Helps prepare work schedules 
of others.    Supervises and participates in making salads and sandwiches, boiling eggs, frying eggs or other simple grill 
and related work.    Supervises and participates in the cleaning of service, dining, kitchen, and other food service areas.    
Uses assignment records to ensure rotation of subordinates on assignments.    Supervises and participates in preparing 
areas for service of food.    Supervises and participates in washing, peeling, slicing, grating, mixing, portioning, whipping, 
and related food preparation work.    Supervises others in pot, pan, dish, and utensil washing and cleaning.    Supervises 
and participates in setting-up and refilling service lines.Evaluating Information to Determine Compliance with Standards:    
Checks work and service areas to ensure that proper sanitation and safety precautions are being observed in 
work.Performing General Physical Activities:    Routinely operates a variety of standard food service related equipment 
and implements such as slicers, blenders, graters, electric and manual whisks, dishwashing machines, toasters, hot 
plates, grills, scales, can openers, mixers, peelers and other items.    Helps others in proper display and portioning of 
foods.    Serves food on the line.Documenting/Recording Information:    Keeps and prepares a variety of routine records 
and reports such as time sheets, daily and weekly order sheets, daily and weekly diet orders and changes, meal counts, 
disciplinary actions, and other records and reports.    Takes food assessment notes on residents' eating habits.    
Completes sanitation reports. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
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equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042261 - FOOD SERVICE SUPERVISOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1870 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full-time volume food service work. Substitution of Experience for Education: Qualifying food service 
experience may substitute for the required education on a year-for-year basis. Substitution of Education for Experience: 
Additional coursework at an accredited college or university in dietetics, food service systems administration, or other 
acceptable field may substitute for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervising a small number of other food service workers in 
routine food service work at a volume food service installation on an assigned shift; and performs related work as 
required. Distinguishing Features:  An employee in this class supervises a very small number of workers in routine food 
service preparation and clean-up work, or may be assigned as second-in-command of a substantial satellite service 
operation, or in other similar level assignment. This class differs from that of Food Service Worker, in that an incumbent 
of the latter is directed in work by incumbents of the Food Service Supervisor 1 class. This class differs from that of Food 
Service Supervisor 2 in that incumbents of the latter supervise a small number of food service employees or act as the 
assistant shift supervisor on a shift with higher numbers of employees. 
 
Work Activities: 
Performing Administrative Activities:    Orders supplies.    Keeps meal counts.Analyzing Data or Information:    Takes and 
utilizes information from treatment team, dietetics, and other personnel to ensure the proper nutrition of 
individuals.Guiding, Directing, and Motivating Subordinates:    Evaluates performance of subordinate staff.    Supervises 
and participates in traying and placing food in hot cars and in preparing trays for patients receiving special diets from 
clearly written orders.    Enforces standard policy and procedure in activities supervised.    Helps prepare work schedules 
of others.    Supervises and participates in making salads and sandwiches, boiling eggs, frying eggs or other simple grill 
and related work.    Supervises and participates in the cleaning of service, dining, kitchen, and other food service areas.    
Uses assignment records to ensure rotation of subordinates on assignments.    Supervises and participates in preparing 
areas for service of food.    Supervises and participates in washing, peeling, slicing, grating, mixing, portioning, whipping, 
and related food preparation work.    Supervises others in pot, pan, dish, and utensil washing and cleaning.    Supervises 
and participates in setting-up and refilling service lines.Evaluating Information to Determine Compliance with Standards:    
Checks work and service areas to ensure that proper sanitation and safety precautions are being observed in 
work.Performing General Physical Activities:    Routinely operates a variety of standard food service related equipment 
and implements such as slicers, blenders, graters, electric and manual whisks, dishwashing machines, toasters, hot 
plates, grills, scales, can openers, mixers, peelers and other items.    Helps others in proper display and portioning of 
foods.    Serves food on the line.Documenting/Recording Information:    Keeps and prepares a variety of routine records 
and reports such as time sheets, daily and weekly order sheets, daily and weekly diet orders and changes, meal counts, 
disciplinary actions, and other records and reports.    Takes food assessment notes on residents' eating habits.    
Completes sanitation reports. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
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equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042262 - FOOD SERVICE SUPERVISOR 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1880 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of increasingly responsible full-time volume food service work. Substitution of Experience for Education: 
Qualifying food service experience may substitute for the required education on a year-for-year basis. Substitution of 
Education for Experience: Additional coursework at an accredited college or university in dietetics, food service systems 
administration, or other acceptable field may substitute for the required experience on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of routine difficulty in supervising 
a relatively small group of food service workers, cooks and other personnel in volume food preparation and service on 
an assigned shift; and performs related work as required. Distinguishing Features:  An employee in this class may be 
assigned to act as supervisor of service, clean-up, kitchen, traying, special diet, and other activities or a combination 
thereof on an assigned shift with relatively small numbers of subordinates, or may act as assistant shift supervisor on a 
shift with higher numbers of employees.  This class differs from that of Food Service Supervisor 1 and lower level food 
service job classes in those incumbents of the latter have less supervisory responsibility and are subordinates to 
incumbents of this class. This class differs from that of Food Service Supervisor 3 and higher level food service job classes 
in that incumbents of the latter have higher supervisory responsibilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    At central food service locations, may be assigned to supervise a 
relatively small number of employees or to act as assistant shift supervisor of larger numbers of employees in any 
combination of volume food service activities such as kitchen food preparation, service and clean-up, special diet 
preparation traying, and related functions.    Assigns, trains, supervises, and evaluates a staff of subordinate food service 
personnel on an assigned shift.    Evaluates performance of subordinate staff.Documenting/Recording Information:    
Keeps and prepares a variety of routine records and reports such as time sheets, daily and weekly order sheets, daily 
and weekly diet orders and changes, meal counts, disciplinary actions, and other records and reports.Staffing 
Organizational Units:    Assists in making recommendations on matters such as employment, retention, promotion, 
discipline, and other personnel actions.Analyzing Data or Information:    Takes and utilizes information from treatment 
team, dietetic, and other personnel to ensure the proper nutrition of residents.Evaluating Information to Determine 
Compliance with Standards:    Checks work and service areas to ensure that proper sanitation and safety precautions are 
being observed in work.Performing Administrative Activities:    May order or help order supplies.    Keeps meal counts. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
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Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042262 - FOOD SERVICE SUPERVISOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1881 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of increasingly responsible full-time volume food service work. Substitution of Experience for Education: 
Qualifying food service experience may substitute for the required education on a year-for-year basis. Substitution of 
Education for Experience: Additional coursework at an accredited college or university in dietetics, food service systems 
administration, or other acceptable field may substitute for the required experience on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of routine difficulty in supervising 
a relatively small group of food service workers, cooks and other personnel in volume food preparation and service on 
an assigned shift; and performs related work as required. Distinguishing Features:  An employee in this class may be 
assigned to act as supervisor of service, clean-up, kitchen, traying, special diet, and other activities or a combination 
thereof on an assigned shift with relatively small numbers of subordinates, or may act as assistant shift supervisor on a 
shift with higher numbers of employees.  This class differs from that of Food Service Supervisor 1 and lower level food 
service job classes in those incumbents of the latter have less supervisory responsibility and are subordinates to 
incumbents of this class. This class differs from that of Food Service Supervisor 3 and higher level food service job classes 
in that incumbents of the latter have higher supervisory responsibilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    At central food service locations, may be assigned to supervise a 
relatively small number of employees or to act as assistant shift supervisor of larger numbers of employees in any 
combination of volume food service activities such as kitchen food preparation, service and clean-up, special diet 
preparation traying, and related functions.    Assigns, trains, supervises, and evaluates a staff of subordinate food service 
personnel on an assigned shift.    Evaluates performance of subordinate staff.Documenting/Recording Information:    
Keeps and prepares a variety of routine records and reports such as time sheets, daily and weekly order sheets, daily 
and weekly diet orders and changes, meal counts, disciplinary actions, and other records and reports.Staffing 
Organizational Units:    Assists in making recommendations on matters such as employment, retention, promotion, 
discipline, and other personnel actions.Analyzing Data or Information:    Takes and utilizes information from treatment 
team, dietetic, and other personnel to ensure the proper nutrition of residents.Evaluating Information to Determine 
Compliance with Standards:    Checks work and service areas to ensure that proper sanitation and safety precautions are 
being observed in work.Performing Administrative Activities:    May order or help order supplies.    Keeps meal counts. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
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Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042262 - FOOD SERVICE SUPERVISOR 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1882 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of increasingly responsible full-time volume food service work. Substitution of Experience for Education: 
Qualifying food service experience may substitute for the required education on a year-for-year basis. Substitution of 
Education for Experience: Additional coursework at an accredited college or university in dietetics, food service systems 
administration, or other acceptable field may substitute for the required experience on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of routine difficulty in supervising 
a relatively small group of food service workers, cooks and other personnel in volume food preparation and service on 
an assigned shift; and performs related work as required. Distinguishing Features:  An employee in this class may be 
assigned to act as supervisor of service, clean-up, kitchen, traying, special diet, and other activities or a combination 
thereof on an assigned shift with relatively small numbers of subordinates, or may act as assistant shift supervisor on a 
shift with higher numbers of employees.  This class differs from that of Food Service Supervisor 1 and lower level food 
service job classes in those incumbents of the latter have less supervisory responsibility and are subordinates to 
incumbents of this class. This class differs from that of Food Service Supervisor 3 and higher level food service job classes 
in that incumbents of the latter have higher supervisory responsibilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    At central food service locations, may be assigned to supervise a 
relatively small number of employees or to act as assistant shift supervisor of larger numbers of employees in any 
combination of volume food service activities such as kitchen food preparation, service and clean-up, special diet 
preparation traying, and related functions.    Assigns, trains, supervises, and evaluates a staff of subordinate food service 
personnel on an assigned shift.    Evaluates performance of subordinate staff.Documenting/Recording Information:    
Keeps and prepares a variety of routine records and reports such as time sheets, daily and weekly order sheets, daily 
and weekly diet orders and changes, meal counts, disciplinary actions, and other records and reports.Staffing 
Organizational Units:    Assists in making recommendations on matters such as employment, retention, promotion, 
discipline, and other personnel actions.Analyzing Data or Information:    Takes and utilizes information from treatment 
team, dietetic, and other personnel to ensure the proper nutrition of residents.Evaluating Information to Determine 
Compliance with Standards:    Checks work and service areas to ensure that proper sanitation and safety precautions are 
being observed in work.Performing Administrative Activities:    May order or help order supplies.    Keeps meal counts. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
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Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042263 - FOOD SERVICE SUPERVISOR 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1890 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and four years of 
increasingly responsible fulltime volume food service work, including at least one year of supervisory or lead experience. 
Substitution of Experience for Education: Qualifying food service experience may substitute for the required education, 
on a year-for-year basis. Substitution of Education for Experience: Additional coursework at an accredited college or 
university in dietetics, food service systems administration, or other acceptable field may substitute for the required 
experience on a year-for-year basis, there being no substitution for the one year of specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of average difficulty in 
supervising a moderate sized group of food service workers, cooks, and other personnel in volume food preparation and 
service on an assigned shift; and performs related work as required. Distinguishing Features:  An employee in this class 
supervises a moderate-sized staff of food service workers, cooks, bakers, meat cutters, stores, food service supervisory, 
and other personnel in volume food preparation and service. This class differs from that of Food Service Supervisor 2 in 
that incumbents of the latter usually report to incumbents of this class, supervise lesser numbers of personnel, and have 
responsibilities of lesser scope. This class differs from higher level food service classes in that incumbents of the latter 
are responsible for larger functional areas of work and perform managerial functions. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises all operations at satellite employee or other cafeterias 
(e.g., legislative plaza, large institution, or state park cafeterias).    Acts as shift supervisor of a moderate-sized kitchen or 
other staff involved in special diet, dessert, vegetable, salad, or other food preparation or service activities, or a 
combination thereof.    Assigns, trains, supervises, and evaluates a moderate-sized staff of food service workers on an 
assigned shift in the volume preparation and service of food.    Enforces standard policy and procedure in activities 
supervised.    Acts as assistant shift supervisor over a relatively large number of food service personnel engaged in a 
variety of food service operations.Performing General Physical Activities:    Participates in any work necessary to 
produce quality food preparation and service.Staffing Organizational Units:    Assists in making recommendations on 
matters such as employment, retention, promotion, discipline, and other personnel actions.Analyzing Data or 
Information:    Takes and utilizes information from treatment team, dietetic, and other personnel to ensure the proper 
nutrition of residents.Documenting/Recording Information:    Keeps and prepares a variety of routine records and 
reports such as time sheets, daily and weekly order sheets, daily and weekly diet orders and changes, meal counts, 
disciplinary actions, and others records and reports.    May review records and reports prepared by others.Performing 
Administrative Activities:    Orders supplies.    Keeps meal counts.Evaluating Information to Determine Compliance with 
Standards:    Checks work and service areas to ensure that proper sanitation and safety precautions are being observed 
in work. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
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sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042263 - FOOD SERVICE SUPERVISOR 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1891 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and four years of 
increasingly responsible fulltime volume food service work, including at least one year of supervisory or lead experience. 
Substitution of Experience for Education: Qualifying food service experience may substitute for the required education, 
on a year-for-year basis. Substitution of Education for Experience: Additional coursework at an accredited college or 
university in dietetics, food service systems administration, or other acceptable field may substitute for the required 
experience on a year-for-year basis, there being no substitution for the one year of specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method:  Education and Experience,100% for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory food service work of average difficulty in 
supervising a moderate sized group of food service workers, cooks, and other personnel in volume food preparation and 
service on an assigned shift; and performs related work as required. Distinguishing Features:  An employee in this class 
supervises a moderate-sized staff of food service workers, cooks, bakers, meat cutters, stores, food service supervisory, 
and other personnel in volume food preparation and service. This class differs from that of Food Service Supervisor 2 in 
that incumbents of the latter usually report to incumbents of this class, supervise lesser numbers of personnel, and have 
responsibilities of lesser scope. This class differs from higher level food service classes in that incumbents of the latter 
are responsible for larger functional areas of work and perform managerial functions. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises all operations at satellite employee or other cafeterias 
(e.g., legislative plaza, large institution, or state park cafeterias).    Acts as shift supervisor of a moderate-sized kitchen or 
other staff involved in special diet, dessert, vegetable, salad, or other food preparation or service activities, or a 
combination thereof.    Assigns, trains, supervises, and evaluates a moderate-sized staff of food service workers on an 
assigned shift in the volume preparation and service of food.    Enforces standard policy and procedure in activities 
supervised.    Acts as assistant shift supervisor over a relatively large number of food service personnel engaged in a 
variety of food service operations.Performing General Physical Activities:    Participates in any work necessary to 
produce quality food preparation and service.Staffing Organizational Units:    Assists in making recommendations on 
matters such as employment, retention, promotion, discipline, and other personnel actions.Analyzing Data or 
Information:    Takes and utilizes information from treatment team, dietetic, and other personnel to ensure the proper 
nutrition of residents.Documenting/Recording Information:    Keeps and prepares a variety of routine records and 
reports such as time sheets, daily and weekly order sheets, daily and weekly diet orders and changes, meal counts, 
disciplinary actions, and others records and reports.    May review records and reports prepared by others.Performing 
Administrative Activities:    Orders supplies.    Keeps meal counts.Evaluating Information to Determine Compliance with 
Standards:    Checks work and service areas to ensure that proper sanitation and safety precautions are being observed 
in work. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Motivating Others    Integrity and Trust    Directing Others    Conflict Management    
Decision Quality    Delegation    Priority Setting    Listening    ApproachabilityKnowledge:    Knowledge of techniques and 
equipment for planting, growing, and harvesting food products (both plant and animal) for consumption, including 
storage/handling techniquesSkills:    Talking to others to convey information effectively    Understanding written 
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sentences and paragraphs in work related documents    Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Understanding the implications of new information for both current and future problem-solving and decision-making    
Communicating effectively in writing as appropriate for the needs of the audienceAbilities:    Be physically able to 
perform required job tasks    The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 
hidden in other distracting material    The ability to listen to and understand information and ideas presented through 
spoken words and sentences    The ability to communicate information and ideas in speaking so others will understand    
The ability to add, subtract, multiply, or divide quickly and correctly    The ability to read and understand information 
and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042210 - FOOD SERVICE WORKER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1980 
 
Minimum Qualifications: 
Education and Experience:  None 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs a variety of preparation service, clean-up and related duties of 
routine difficulty at a volume food service installation on an assigned shift; and performs related work as required. 
Distinguishing Features:  This is the entry-working class in the Food Service sub-series. An employee in this class 
performs a variety of routine duties in preparing and serving food at an institutional kitchen, cafeteria, dining room, 
ward or other area and in cleaning food service areas, equipment and utensils. Work is initially performed under close 
supervision but, as knowledge and experience are gained, supervision becomes less close. This class differs from that of 
Food Service Supervisor 1 in that an incumbent of the latter is responsible for supervising a small number of others in 
routine food service work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     May deliver food on food service tractors and trucks to 
satellite cafeterias and wards, as necessary. Performing General Physical Activities:     Cleans serving, dining, kitchen and 
other food service areas; refills salt, pepper, napkin, utensil and other containers preparatory to next serving; cleans 
refrigerators, food carts, milk machines, dishwashing machines, storerooms, restrooms, garbage disposals, shelves, 
grills, ovens, coffee and tea dispensers, walls, floors, tables, chairs, doors, and other items; empties garbage; washes 
garbage containers.    Washes pots and pans; washes dishes and utensils using dishwashing machine; stacks clean 
dishes; washes items by hand as required; assists in cleaning any food service area as required.    May routinely assist 
cooks and bakers in preparation by fetching, lifting, carrying, and performing other unskilled tasks. Handling and Moving 
Objects:     Performs a variety of set-up work in service-dining area such as cleaning and filling showcases with ice, filling 
and maintaining steam tables with water, placing containers of food in steam tables, displaying plated foods on line, 
making and filling coffee and tea urns, and filling juice and water urns.    Works in pantry by portioning ingredients 
according to clearly written instructions; bags and places ingredients on carts for pick-up by cooks.    Assists cooks, 
bakers, and meat cutters and others in a variety of activities preparatory to their major activities.    Prepares trays for 
patients receiving special diets from clearly written orders specifying weights and amounts of foods.    Performs simple 
food preparation tasks such as beating simple toppings with whisk, grating cheese and other items; slicing lemons and 
other fruits; simple pureeing as directed; toasting bread, boiling or frying eggs, and/or grilling bacon and hamburgers.    
Serves food on the line and replenishes foods to place on the line as needed.    Performs a variety of set-up work in 
service-dining area such as cleaning and filling showcases with ice, filling and maintaining steam tables with water, 
placing containers of food in steam tables, displaying plated foods on line, making and filling coffee and tea urns, and 
filling juice and water urns.    Assists storekeeping personnel in simple receipt, storing and rotation of food stores. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Action Oriented    Time Management    Integrity and Trust    Composure    Listening    
Learning on the FlyKnowledge:    Knowledge of techniques and equipment for planting, growing, and harvesting food 
products (both plant and animal) for consumption, including storage/handling techniquesSkills:    Talking to others to 
convey information effectively    Understanding written sentences and paragraphs in work related documents    Giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
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appropriate, and not interrupting at inappropriate times    Understanding the implications of new information for both 
current and future problem-solving and decision-making    Communicating effectively in writing as appropriate for the 
needs of the audienceAbilities:    Be physically able to perform required job tasks    The ability to identify or detect a 
known pattern (a figure, object, word, or sound) that is hidden in other distracting material    The ability to listen to and 
understand information and ideas presented through spoken words and sentences    The ability to communicate 
information and ideas in speaking so others will understand    The ability to add, subtract, multiply, or divide quickly and 
correctly    The ability to read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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042210 - FOOD SERVICE WORKER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1981 
 
Minimum Qualifications: 
Education and Experience:  None 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs a variety of preparation service, clean-up and related duties of 
routine difficulty at a volume food service installation on an assigned shift; and performs related work as required. 
Distinguishing Features:  This is the entry-working class in the Food Service sub-series. An employee in this class 
performs a variety of routine duties in preparing and serving food at an institutional kitchen, cafeteria, dining room, 
ward or other area and in cleaning food service areas, equipment and utensils. Work is initially performed under close 
supervision but, as knowledge and experience are gained, supervision becomes less close. This class differs from that of 
Food Service Supervisor 1 in that an incumbent of the latter is responsible for supervising a small number of others in 
routine food service work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     May deliver food on food service tractors and trucks to 
satellite cafeterias and wards, as necessary. Performing General Physical Activities:     Cleans serving, dining, kitchen and 
other food service areas; refills salt, pepper, napkin, utensil and other containers preparatory to next serving; cleans 
refrigerators, food carts, milk machines, dishwashing machines, storerooms, restrooms, garbage disposals, shelves, 
grills, ovens, coffee and tea dispensers, walls, floors, tables, chairs, doors, and other items; empties garbage; washes 
garbage containers.    Washes pots and pans; washes dishes and utensils using dishwashing machine; stacks clean 
dishes; washes items by hand as required; assists in cleaning any food service area as required.    May routinely assist 
cooks and bakers in preparation by fetching, lifting, carrying, and performing other unskilled tasks. Handling and Moving 
Objects:     Performs a variety of set-up work in service-dining area such as cleaning and filling showcases with ice, filling 
and maintaining steam tables with water, placing containers of food in steam tables, displaying plated foods on line, 
making and filling coffee and tea urns, and filling juice and water urns.    Works in pantry by portioning ingredients 
according to clearly written instructions; bags and places ingredients on carts for pick-up by cooks.    Assists cooks, 
bakers, and meat cutters and others in a variety of activities preparatory to their major activities.    Prepares trays for 
patients receiving special diets from clearly written orders specifying weights and amounts of foods.    Performs simple 
food preparation tasks such as beating simple toppings with whisk, grating cheese and other items; slicing lemons and 
other fruits; simple pureeing as directed; toasting bread, boiling or frying eggs, and/or grilling bacon and hamburgers.    
Serves food on the line and replenishes foods to place on the line as needed.    Performs a variety of set-up work in 
service-dining area such as cleaning and filling showcases with ice, filling and maintaining steam tables with water, 
placing containers of food in steam tables, displaying plated foods on line, making and filling coffee and tea urns, and 
filling juice and water urns.    Assists storekeeping personnel in simple receipt, storing and rotation of food stores. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Action Oriented    Time Management    Integrity and Trust    Composure    Listening    
Learning on the FlyKnowledge:    Knowledge of techniques and equipment for planting, growing, and harvesting food 
products (both plant and animal) for consumption, including storage/handling techniquesSkills:    Talking to others to 
convey information effectively    Understanding written sentences and paragraphs in work related documents    Giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
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appropriate, and not interrupting at inappropriate times    Understanding the implications of new information for both 
current and future problem-solving and decision-making    Communicating effectively in writing as appropriate for the 
needs of the audienceAbilities:    Be physically able to perform required job tasks    The ability to identify or detect a 
known pattern (a figure, object, word, or sound) that is hidden in other distracting material    The ability to listen to and 
understand information and ideas presented through spoken words and sentences    The ability to communicate 
information and ideas in speaking so others will understand    The ability to add, subtract, multiply, or divide quickly and 
correctly    The ability to read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042210 - FOOD SERVICE WORKER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1982 
 
Minimum Qualifications: 
Education and Experience:  None 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs a variety of preparation service, clean-up and related duties of 
routine difficulty at a volume food service installation on an assigned shift; and performs related work as required. 
Distinguishing Features:  This is the entry-working class in the Food Service sub-series. An employee in this class 
performs a variety of routine duties in preparing and serving food at an institutional kitchen, cafeteria, dining room, 
ward or other area and in cleaning food service areas, equipment and utensils. Work is initially performed under close 
supervision but, as knowledge and experience are gained, supervision becomes less close. This class differs from that of 
Food Service Supervisor 1 in that an incumbent of the latter is responsible for supervising a small number of others in 
routine food service work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     May deliver food on food service tractors and trucks to 
satellite cafeterias and wards, as necessary. Performing General Physical Activities:     Cleans serving, dining, kitchen and 
other food service areas; refills salt, pepper, napkin, utensil and other containers preparatory to next serving; cleans 
refrigerators, food carts, milk machines, dishwashing machines, storerooms, restrooms, garbage disposals, shelves, 
grills, ovens, coffee and tea dispensers, walls, floors, tables, chairs, doors, and other items; empties garbage; washes 
garbage containers.    Washes pots and pans; washes dishes and utensils using dishwashing machine; stacks clean 
dishes; washes items by hand as required; assists in cleaning any food service area as required.    May routinely assist 
cooks and bakers in preparation by fetching, lifting, carrying, and performing other unskilled tasks. Handling and Moving 
Objects:     Performs a variety of set-up work in service-dining area such as cleaning and filling showcases with ice, filling 
and maintaining steam tables with water, placing containers of food in steam tables, displaying plated foods on line, 
making and filling coffee and tea urns, and filling juice and water urns.    Works in pantry by portioning ingredients 
according to clearly written instructions; bags and places ingredients on carts for pick-up by cooks.    Assists cooks, 
bakers, and meat cutters and others in a variety of activities preparatory to their major activities.    Prepares trays for 
patients receiving special diets from clearly written orders specifying weights and amounts of foods.    Performs simple 
food preparation tasks such as beating simple toppings with whisk, grating cheese and other items; slicing lemons and 
other fruits; simple pureeing as directed; toasting bread, boiling or frying eggs, and/or grilling bacon and hamburgers.    
Serves food on the line and replenishes foods to place on the line as needed.    Performs a variety of set-up work in 
service-dining area such as cleaning and filling showcases with ice, filling and maintaining steam tables with water, 
placing containers of food in steam tables, displaying plated foods on line, making and filling coffee and tea urns, and 
filling juice and water urns.    Assists storekeeping personnel in simple receipt, storing and rotation of food stores. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Action Oriented    Time Management    Integrity and Trust    Composure    Listening    
Learning on the FlyKnowledge:    Knowledge of techniques and equipment for planting, growing, and harvesting food 
products (both plant and animal) for consumption, including storage/handling techniquesSkills:    Talking to others to 
convey information effectively    Understanding written sentences and paragraphs in work related documents    Giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
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appropriate, and not interrupting at inappropriate times    Understanding the implications of new information for both 
current and future problem-solving and decision-making    Communicating effectively in writing as appropriate for the 
needs of the audienceAbilities:    Be physically able to perform required job tasks    The ability to identify or detect a 
known pattern (a figure, object, word, or sound) that is hidden in other distracting material    The ability to listen to and 
understand information and ideas presented through spoken words and sentences    The ability to communicate 
information and ideas in speaking so others will understand    The ability to add, subtract, multiply, or divide quickly and 
correctly    The ability to read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042210 - FOOD SERVICE WORKER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1983 
 
Minimum Qualifications: 
Education and Experience:  None 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method:  Non-Competitive Selection for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs a variety of preparation service, clean-up and related duties of 
routine difficulty at a volume food service installation on an assigned shift; and performs related work as required. 
Distinguishing Features:  This is the entry-working class in the Food Service sub-series. An employee in this class 
performs a variety of routine duties in preparing and serving food at an institutional kitchen, cafeteria, dining room, 
ward or other area and in cleaning food service areas, equipment and utensils. Work is initially performed under close 
supervision but, as knowledge and experience are gained, supervision becomes less close. This class differs from that of 
Food Service Supervisor 1 in that an incumbent of the latter is responsible for supervising a small number of others in 
routine food service work. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment:     May deliver food on food service tractors and trucks to 
satellite cafeterias and wards, as necessary. Performing General Physical Activities:     Cleans serving, dining, kitchen and 
other food service areas; refills salt, pepper, napkin, utensil and other containers preparatory to next serving; cleans 
refrigerators, food carts, milk machines, dishwashing machines, storerooms, restrooms, garbage disposals, shelves, 
grills, ovens, coffee and tea dispensers, walls, floors, tables, chairs, doors, and other items; empties garbage; washes 
garbage containers.    Washes pots and pans; washes dishes and utensils using dishwashing machine; stacks clean 
dishes; washes items by hand as required; assists in cleaning any food service area as required.    May routinely assist 
cooks and bakers in preparation by fetching, lifting, carrying, and performing other unskilled tasks. Handling and Moving 
Objects:     Performs a variety of set-up work in service-dining area such as cleaning and filling showcases with ice, filling 
and maintaining steam tables with water, placing containers of food in steam tables, displaying plated foods on line, 
making and filling coffee and tea urns, and filling juice and water urns.    Works in pantry by portioning ingredients 
according to clearly written instructions; bags and places ingredients on carts for pick-up by cooks.    Assists cooks, 
bakers, and meat cutters and others in a variety of activities preparatory to their major activities.    Prepares trays for 
patients receiving special diets from clearly written orders specifying weights and amounts of foods.    Performs simple 
food preparation tasks such as beating simple toppings with whisk, grating cheese and other items; slicing lemons and 
other fruits; simple pureeing as directed; toasting bread, boiling or frying eggs, and/or grilling bacon and hamburgers.    
Serves food on the line and replenishes foods to place on the line as needed.    Performs a variety of set-up work in 
service-dining area such as cleaning and filling showcases with ice, filling and maintaining steam tables with water, 
placing containers of food in steam tables, displaying plated foods on line, making and filling coffee and tea urns, and 
filling juice and water urns.    Assists storekeeping personnel in simple receipt, storing and rotation of food stores. 
 
Competencies (KSA’s): 
Competencies:     Customer Focus    Action Oriented    Time Management    Integrity and Trust    Composure    Listening    
Learning on the FlyKnowledge:    Knowledge of techniques and equipment for planting, growing, and harvesting food 
products (both plant and animal) for consumption, including storage/handling techniquesSkills:    Talking to others to 
convey information effectively    Understanding written sentences and paragraphs in work related documents    Giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
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appropriate, and not interrupting at inappropriate times    Understanding the implications of new information for both 
current and future problem-solving and decision-making    Communicating effectively in writing as appropriate for the 
needs of the audienceAbilities:    Be physically able to perform required job tasks    The ability to identify or detect a 
known pattern (a figure, object, word, or sound) that is hidden in other distracting material    The ability to listen to and 
understand information and ideas presented through spoken words and sentences    The ability to communicate 
information and ideas in speaking so others will understand    The ability to add, subtract, multiply, or divide quickly and 
correctly    The ability to read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Basic Office Equipment    Motor Vehicle    Commercial food preparation equipment 
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077345 - FOOD SERVICES CONSULTANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4198 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in dietetics, 
nutrition, home economics (food), or closely related field and experience equivalent to four years of professional food 
service work; additional graduate coursework in dietetics, nutrition, home economics (food) or closely related field may 
be substituted for one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a dietitian with the American Dietetic Association is 
required.Examination Method: Education and Experience, 100%, for Preferred Service positions.  For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for food services and dietetics consulting work of average difficulty, 
and performs related work as required.Distinguishing Features: The employee in this class evaluates the operations of 
and provides food services and dietetics consultative work for all food service operations in state facilities. This class 
differs from Dietetics Consultant in that an incumbent of the latter surveys food service operations at health care 
facilities and provides technical advice to operating staff. 
 
Work Activities: 
1. Evaluates food service operations in state facilities in the areas of food quality, food cost, nutritional adequacy and 
efficiency of operation.2. Conducts on-site training sessions for food service employees as well as statewide dietetic 
workshops.3. Evaluates state menus for nutritional adequacy to ensure compliance with the recommended dietary 
allowance established through the food and nutrition board.4. Performs on-site clinical dietetics work such as 
monitoring the preparation and service of modified food; evaluating patients for nutritional assessment, diet history, 
total caloric intake and any fluctuation in nutritional status.5. Maintains research data on clinical and administrative 
dietetics as it relates to Mental Health, Correction, Special Schools, and county jails.6. Tests new food products; 
evaluates food preparation techniques and recipe standardization.7. Assists in monitoring the contracts in state 
cafeterias. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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098740 - FORENSIC TECHNICIAN 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4581 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and two years of full-time 
experience in one or a combination of the following areas: (1) any professional laboratory work or; (2) non-professional 
laboratory work receiving and classifying evidence or; (3) any professional law enforcement work or; (4) non-
professional law enforcement work receiving and classifying evidence. OR Substitution of Education for Experience: 
Course work credit received from an accredited college or university may substitute for the required experience on a 
month-for-month basis to a maximum of two years (e.g. 45 quarter hours may substitute for one year of the required 
experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Supply a fingerprint sample in a manner prescribed by 
the TBI for a fingerprint based criminal history records check; Agree to release all records involving their criminal history 
to the appointing authority; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Have good moral character as determined by investigation; Have no conviction for a felony or have been 
discharged under any other than honorable conditions from any branch of the United States armed forces; Participate in 
pre-employment, random and for cause drug and substance abuse testing as required by departmental policies and 
procedures. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for forensic technical work of average difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is assigned to a Tennessee Bureau of 
Investigation crime laboratory and either receives, processes and tracks evidence, or assists scientists in conducting 
forensic tests on evidence submitted to the agency for analysis.  This class differs from Forensic Technician Supervisor in 
that the incumbent of the latter plans, supervises, and coordinates the work of forensic technicians assigned to the 
crime laboratory and conducts audits of the crime labs to ensure compliance with accreditation standards. 
 
Work Activities: 
Getting Information: Represents one of the disciplines (documentation, latent prints, firearms, serology/DNA and 
microanalysis) on the crime scene team to locate, document and collect physical evidence for analysis. Receives all 
evidence (i.e. firearms, controlled substances, blood, biological specimens) submitted for analysis.Handling and Moving 
Objects:  Prepares evidence for analysis (e.g. opens blood alcohol test kits, test fires firearms, prepare DNA samples for 
testing). Performs or assists in basic laboratory testing. Prepares reagents used in the chemical analysis of unknown 
substances. Places all evidence in vault area. Retrieves evidence from vault.Analyzing Data or Information: Assists a 
forensic scientist in analyzing evidence/samples (e.g. toxicology, latent fingerprints, drug chemistry, firearms 
identification).Provide Consultation and Advice to Others:  Testifies in criminal and civil court cases pertaining to chain of 
custody, laboratory testing/duties, crime scene activities. Makes presentations to outside entities concerning the impact 
of laboratory services.Controlling Machines and Processes:  Maintains security of evidence while in vault area. Uses 
specialized laboratory equipment and instrumentation.Interacting With Computers: Uses designated forensic database 
to reference information (e.g. CODIS, AFIS, TOMIS, NIBIN). Uses the Laboratory Information Management System (LIMS) 
to perform daily duties.Documenting/Recording Information: Produces a detailed video portrayal of the crime scene; 
produces a detailed narrative of activities of the crime scene; takes photographs of the crime scene and evidence; 
measures and diagrams the crime scene.  Enters information into forensic databases.  Creates case files and assigns 
testing in the LIMS system based upon laboratory submissions.  Enters results into LIMS for scientists. Records results of 
quality control/safety checks into log books.Performing General Physical Activities: Participates in self-defense training 
(e.g. pepper spray, Close Quarters Combat training). Moves heavy, large, or bulky equipment, supplies, or evidence in 
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the lab or at crime scenes.Communicating with Supervisors, Peers, or Subordinates:  Submits presumptive test results to 
forensic scientist to certify accuracy. Notifies other employees of potential health and safety hazards pertaining to 
evidence.Repairing and Maintaining Electronic Equipment: Performs regular checks of scientific equipment.Performing 
Administrative Activities:  Maintains laboratory information management system of location of evidence at all times. 
Dispenses evidence to forensic scientists for laboratory analysis. Maintains, archives and secures case records. Maintains 
case file assignment logs. Manages inventory and initiates orders for laboratory supplies.Training and Teaching Others: 
Makes presentations to outside law enforcement agencies on laboratory guidelines.  Operating Vehicles, Mechanized 
Devices, or Equipment:  Operates evidence vehicles to facilitate testing or evidence storage. Drives the violent crime 
response team vehicle. Drives vehicles for travel to court, training or to transport evidence.Updating and Using Relevant 
Knowledge: Stays abreast of legislative changes, discipline specific updates, and accreditation/certification requirements 
and applies knowledge in day-to-day tasks.Repairing and Maintaining Mechanical Equipment:  Performs regular checks 
of safety equipment (e.g. safety showers, eye wash stations, fume hoods). Checks and maintains temperature controls 
on refrigerators, incubators, dry baths, freezers, etc.Communicating with Persons Outside Organization: Advises 
submitting agencies on recommended laboratory testing of evidence. Establishes and maintains personal contacts with 
criminal justice officials, law enforcement officers, TBI management and investigative staff. Notifies submitting agency 
or individual to retrieve completed evidence.Evaluating Information to Determine Compliance with Standards: Wears 
protective clothing, eyewear, mask, and gloves when handling biological specimens.Performing for or Working Directly 
with the Public:  Communicates/distributes to defendants and attorneys toxicology testing results. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Organizing Time Management Standing Alone Perseverance 
Written Communications Approachability Customer Focus Integrity and Trust PatienceKnowledge: Biology Mathematics 
Public Safety and Security General Clerical Knowledge Basic Office Software KnowledgeSkills: Active Learning Active 
Listening Critical Thinking Reading Comprehension Science Speaking Basic Writing Skills Coordination with Others Basic 
Negotiation Skills Complex Problem Solving Skills Basic Customer Service Skills Personal Time Management Skills Basic 
Math Skills Basic PersuasionAbilities: Oral Expression Oral Comprehension Conscientiousness Determination Stamina 
Speech Clarity Compassionate Written Comprehension Speech Recognition Judgment and Decision Making Written 
Expression Deductive Reasoning Selective Attention Finger Dexterity Multilimb Coordination Bravery Time Sharing Arm-
Hand Steadiness Dynamic Flexibility Dynamic Strength Manual Dexterity Near Vision Gross Body Equilibrium Auditory 
Attention Inductive Reasoning Trunk Strength Visualization Depth Perception Night Vision Spatial Orientation Far Vision 
 
Tools and Equipment Used: 
 Hand Tools Power Tools Scientific Equipment Cameras Video Recorders Computers Vehicles Large Specialty Vehicles 
(e.g. Crime Scene Truck) Personal Protection Equipment (e.g. body armor, gas mask) Metal Detectors 
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098741 - FORENSIC TECHNICIAN SUPERVISOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4586 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited university with an associate's degree and experience 
equivalent to four years of full-time experience within a criminal justice setting performing evidence management. 
Substitution of Experience for Education: Qualifying full-time professional experience within a criminal justice setting 
performing evidence management may be substituted for the required education to a maximum of two years. 
Substitution of Education for Experience: Graduation from an accredited university with a bachelor's degree may be 
substituted for the required experience to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check; 
Agree to release all records involving their criminal history to the appointing authority; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Have good moral character as determined by 
investigation; Have no conviction for a felony or have been discharged under any other than honorable conditions from 
any branch of the United States armed forces; Participate in pre-employment, random and for cause drug and substance 
abuse testing as required by departmental policies and procedures; Pass a physical examination administered by a 
licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of 
the position; Pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for forensic technician supervisory work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class plans, supervises and coordinates 
the work of forensic technicians receiving, processing and tracking evidence in a Tennessee Bureau of Investigation 
crime laboratory and conducts audits of the crime laboratory to ensure compliance with accreditation standards. This 
class differs from Forensic Technician in that the incumbents of the latter either receive evidence at the crime laboratory 
or assist scientists with forensic tests of evidence. 
 
Work Activities: 
Controlling Machines and Processes:  Oversees the security of evidence in the Forensic Services vault area, including on-
call status during non-business hours. Oversees the security of evidence in the Criminal Investigation Division vault area, 
including on-call status during non-business hours. Oversees security in the public access area of TBI Crime Laboratories. 
Maintains the security of evidence, including vehicle bays. Resolving Conflicts and Negotiating with Others:  Supervises 
the staff of the assigned unit to maintain a harmonious and effective work environment. Serves as a point of contact to 
resolve escalated (second tier) conflicts with law enforcement agencies, district attorney offices, and other judicial 
officials. Getting Information:  Receives all evidence, at either the central crime laboratory or a regional crime 
laboratory, (i.e. firearms, controlled substances, blood, biological specimens) submitted for analysis. Reviews 
information (oral conversations or written forms) from submitting agencies to determine relevance and sequence of 
testing. Gathers information from the submittal form to aide in coordinating relevant details of the case and coordinate 
testing. Handling and Moving Objects:  Prepares evidence for analysis (e.g. opens blood alcohol test kits). Identifies and 
places potentially hazardous evidence into safety packaging. Dispenses evidence to forensic scientists for laboratory 
analysis. Places all evidence in the Forensic Services vault area; retrieves evidence from vault. Destroys and/or facilitates 
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evidence destruction for TBI and other law enforcement agencies at management's request. Places all evidence in the 
Criminal Investigation Division vault area; retrieves evidence from vault.  Evaluating Information to Determine 
Compliance with Standards:  Makes recommendations for unit policy revisions based upon TBI crime laboratory and 
Criminal Investigation Division policies. Makes recommendations for unit policy revisions based upon legislation, ANSI-
ASQ National Accreditation Board (ANAB) and ISO/17025 laboratory accreditation requirements, and Commission on 
Accreditation for Law Enforcement Agencies (CALEA) accreditation requirements. Evaluates potential risks or safety 
hazards and creates and implements appropriate safety policy. Coordinating the Work and Activities of Others:  
Supervises all activities of the forensic technicians assigned to the unit with respect to coverage for outside agencies to 
submit evidence during business hours and on an on-call basis. Supervises all activities of the forensic technicians 
assigned to the unit with respect to work assignments and scheduling. Coordinates communication with other TBI 
employees to ensure that evidence is properly, safely, and securely maintained. Performing Administrative Activities:  
Maintains location of evidence and chain of custody, creates laboratory case files, and manages laboratory reports for 
Forensic Services at all times by using the JusticeTrax LIMS-Plus and iResults laboratory information management 
system. Maintains location of evidence and chain of custody, and manages reports for the Criminal Investigation Division 
at all times by using the Investigations and Evidence (I & E) system. Maintains, archives, and secures case records. 
Dispenses case files to forensic scientists for laboratory analysis. Records results of quality control/safety checks into log 
books. Manages inventory and initiates orders for laboratory supplies. Performing General Physical Activities:  
Participates in weapons and self-defense training (e.g. Close Quarters Combat training, firearms qualifications) to 
maintain commissioned status. Moves heavy, large, or bulky equipment, supplies, or evidence in the lab or at crime 
scenes. Guiding, Directing, and Motivating Subordinates:  Sets performance goals, coaching for performance and 
evaluating performance of assigned employees. Provide Consultation and Advice to Others:  Testifies in criminal and civil 
court cases pertaining to chain of custody and laboratory testing/duties. Monitors the testimony of subordinates and 
provides feedback and guidance as necessary. Makes presentations to outside entities concerning the impact of 
laboratory services. Training and Teaching Others:  Organizes, manages, and evaluates the training of new employees in 
accordance with TBI policy and accreditation guidelines. Shares newly acquired knowledge with peers. Provides 
continuing education and training for existing employees on changes to TBI policy, legislation, and accreditation 
guidelines. Makes presentations to outside law enforcement agencies on laboratory guidelines. Staffing Organizational 
Units:  Interviews potential candidates and makes recommendations for hire. Developing Objectives and Strategies:  
Participates in development of strategic objectives of the forensic services division. Communicating with Supervisors, 
Peers, or Subordinates:  Notifies other employees of potential health and safety hazards pertaining to evidence. Keeps 
management abreast of activity of the evidence receiving unit. Conducts staff meetings for subordinates. Interacting 
With Computers:  Uses the JusticeTrax LIMS-Plus and iResults laboratory information management system to perform 
daily duties. Uses Edison to perform timekeeping and performance management. Uses the Investigations and Evidence 
(I & E) system to perform daily duties. Uses ensur document control system to maintain training records and review 
laboratory policies and procedures. Uses TBI Learn to perform mandatory TBI training activities. Uses PowerDMS to 
review TBI policies and procedures. Repairing and Maintaining Mechanical Equipment:  Performs periodic maintenance 
on the TBI incinerator. Performs regular checks of safety equipment (e.g. safety showers, eye wash stations, fume 
hoods). Checks and maintains temperature controls on refrigerators and freezers. Operating Vehicles, Mechanized 
Devices, or Equipment:  Operates and maintains the TBI incinerator to facilitate the destruction of evidence. Drives the 
violent crime response team vehicle as requested. Operates evidence vehicles to facilitate testing or evidence storage. 
Drives vehicles for travel to court, training, or to transport evidence. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Delegation Directing Others Organizing Command Competencies Perseverance Comfort 
Around Higher Management Approachability Building Effective Teams Customer Focus Integrity and Trust Knowledge:  
Customer Service Knowledge Clerical Knowledge Mathematics Skills:  Management of Personnel Resources Reading 
Comprehension Time Management Active Listening Active Learning Critical Thinking Negotiation Coordination Judgment 
and Decision Making Monitoring Persuasion Service Orientation Instructing Complex Problem Solving Troubleshooting 
Abilities:  Written Comprehension Speech Clarity Speech Recognition Oral Comprehension Deductive Reasoning 
Auditory Attention Inductive Reasoning Oral Expression Problem Sensitivity Written Expression Information Ordering 
Time Sharing Visualization Stamina Number Facility Trunk Strength Arm-Hand Steadiness Finger Dexterity Manual 
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Dexterity Multilimb Coordination Dynamic Flexibility Dynamic Strength Gross Body Equilibrium Extent Flexibility Static 
Strength Depth Perception 
 
Tools and Equipment Used: 
 Hand Tools Handguns Vehicles Personal Protection Equipment (e.g. body armor, gas mask) Power Tools Cameras 
Computers Large Specialty Vehicles (e.g. Crime Scene Truck) Incinerator 
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077771 - FORESTER 1* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  6028 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in forestry or 
similar natural resource curriculum that includes dendrology, forest measurements, silviculture, and forest 
management.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Possess and maintain a valid vehicle operator’s license 
in some positions; Possess and maintain a Forest Inventory Analysis Certification in some positions; Pass a physical 
fitness test upon hire for participation in wildfire activities in some positions.  Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional forestry work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-level class in the professional forester series. An 
employee in this class learns to perform professional forestry duties in a state forest or in multiple counties. This class 
will be located in state forests or Forest Inventory and Analysis. This class differs from the Forester 2 in that the latter 
functions at the working level.  *An applicant appointed to this flexibly staffed class will be reclassified to the next higher 
class in the series after successful completion of a mandatory one-year training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
 Assists with addressing feedback received from landowners, general public, and other public agencies by gathering 
information from all parties and reports information to supervisor.  Assists with making recommendations regarding 
public use of state forests such as road access, vehicle restrictions, and permits based on impacts on forest property. 
Walks, hikes, and works on steep, rough terrain for extended periods of time to perform timber cruising activities, 
boundary line inspections and timber sale preparation. Learns to collect forest inventory data such as tree/site data, 
landowner information, invasive/exotic species, and pathogen information. Learns to use mapping software to 
document road and inventory plot locations, boundaries, and other information. Assists in drafting specifications for 
construction of state forest roads. Assists in designing public use areas and trails (e.g. hiking, horseback riding, all-terrain 
vehicles, off-highway vehicles) on state property. Assists in delineating forest management units and conditions based 
on characterizing data variables such as forest type, stand size/class, density, and regeneration status. Assists in 
providing technical expertise to agency personnel and general public regarding the application of forestry practices and 
forestland management decisions. Learns to use GIS software, enters spatial data, stand attributes table, cruise data, to 
sell timber and create compartmental plans. Learns to write and implement State Forest Compartment Plans using 
forest inventory data.  As the agency’s on-site representative, assists in maintaining the scheduled work of 
vendors/contractors.  May assist in wildland fire response, prescribed fire application, and all-hazard incidents. 
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Approachability                 Composure                         Learning on the Fly                       
Customer Focus                 Listening                Ethics and Values              Perseverance                      Organizing                         
Patience                  Knowledge: Biology  Communications and Media Geography Mathematics Public Safety and Security  
Skills: Active Learning                 Active Listening                Coordination                                              Monitoring                         
Science                   Speaking                Time Management  Abilities: Category Flexibility                       Depth Perception               
Far Vision              Gross Body Coordination                          Gross Body Equilibrium                Memorization                    Near 
Vision                        Number Facility                 Reaction Time              Spatial Orientation    
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Tools and Equipment Used: 
  Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Projector                 
Calculator               Smart Phone                       Safety Equipment/Tools                 Motor Vehicles      Laser Measuring Device                
Forestry Tools Fireline Equipment GPS/Survey Equipment Data Recorders Pesticide Application Equipment  
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077772 - FORESTER 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4176 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in forestry or 
similar natural resource curriculum that includes dendrology, forest measurements, silviculture, and forest management 
and experience equivalent to one year of professional forestry, wildlife, natural resources, or any other related work.  
Substitution of Education for Experience: Graduate course work in forestry, wildlife, natural resources, or any other 
related work may substitute for the required experience, on a year for year basis, to a maximum of one year (e.g., 12 
graduate semester hours in forestry, wildlife, natural resources, or any other related work may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must  Possess and maintain a valid vehicle operator’s license in 
some positions; Possess and maintain a Forest Inventory Analysis Certification in some positions; Possess and maintain a 
Commercial Pesticide Applicator Certification in some positions; Pass a physical fitness test upon hire for participation in 
wildfire activities in some positions.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional forestry work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the professional forester series. An 
employee in this class performs professional forestry duties in a state forest or in multiple counties and may occasionally 
supervise technical staff. This class will be located in state forests or Forest Inventory and Analysis. This class differs from 
that of a Forester 1* in that an incumbent of the latter functions at the entry-level. This class differs from a Forester 3 in 
that the latter supervises professional staff at a state forest and/or performs advanced working level duties in a small 
county area. *An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one-year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination. 
 
Work Activities: 
 Addresses feedback received from landowners, general public, and other public agencies by gathering information from 
all parties and decides or recommends actions needed. Makes recommendations regarding public use of state forests 
such as road access, vehicle restrictions, and permits based on impacts on forest property. Walks, hikes, and works on 
steep, rough terrain for extended periods of time to perform timber cruising activities, boundary line inspections and 
timber sale preparation. Collects forest inventory data such as tree/site data, landowner information, invasive/exotic 
species, and pathogen information. Uses mapping software to document road and inventory plot location, boundaries, 
and other information. Drafts specifications for construction of state forest roads. Designs public use areas and trails 
(e.g. hiking, horseback riding, all-terrain vehicles, off highway vehicles) on state property. Delineates forest management 
units and conditions based on characterizing data variables such as forest type, stand size/class, density, and 
regeneration status. Maintains a cordial and productive working relationship with Emergency personnel and other state 
agencies (e.g. Agriculture Crime Unit, Sherriff’s department, EMT, etc.). Provides technical expertise to agency personnel 
and general public regarding the application of forestry practices and forestland management decisions. Uses GIS 
software, enters spatial data, stand attributes table, cruise data, to sell timber and create compartmental plans. Writes 
and implements State Forest Compartment Plans using forest inventory data.  Oversees and coordinates the scheduled 
work of vendors/contractors as the agency’s on-site representatives.  Communicates with the general public and various 
agencies/organizations to provide information about the services and programs of the Division. Prepares and makes 
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presentations to outside organizations. May assist in wildland fire response, prescribed fire application, and all-hazard 
incidents. May supervise technical staff.  
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Approachability                 Composure                         Conflict Management                    
Customer Focus                 Decision Quality                Ethics and Values              Perseverance                      Organizing                         
Patience      Peer Relationships  Knowledge: Biology                  Communications and Media                      Customer and 
Personal Service                 Geography                         Law and Government                    Mathematics                      Public 
Safety and Security                        Production and Processing                        Skills: Active Learning                 Active Listening                
Coordination                      Instructing                          Judgment and Decision Making                Monitoring                         
Science                   Speaking                Time Management                         Writing                        Abilities: Category Flexibility                     
Depth Perception               Far Vision              Gross Body Coordination                          Gross Body Equilibrium                
Memorization                    Near Vision                        Number Facility                 Reaction Time                   Spatial Orientation                       
Stamina                  
 
Tools and Equipment Used: 
  Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Projector                 
Calculator               Smart Phone                       Safety Equipment/Tools                 Motor Vehicles                  Laser Measuring 
Device                Forestry Tools Fireline Equipment GPS/Survey Equipment Data Recorders Pesticide Application 
Equipment  
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077770 - FORESTER 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4168 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in forestry and 
experience equivalent to two years of professional forestry work. Substitution of Education for Experience: Additional 
qualifying graduate course work in forestry may substitute for the required experience, on a year for year basis, to a 
maximum of one year (e.g., 36 graduate quarter hours in forestry may substitute for one year of the required 
experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator’s license may be required for 
employment in some positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional forestry work of considerable difficulty in planning, 
directing, and administering forestry programs; and performs related work as required. Distinguishing Features: An 
employee in this class either supervises professional staff at a state forest or performs advanced working level duties in 
a small county area which may include a small state forest. This class differs from that of a Forester 2, in that an 
incumbent of the latter functions at the working level. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Interprets management plan information for landowner defining 
site index, basal area, soil information, and other variables to help the landowner make sound decisions.    Explains State 
Forest rules and Burning Law regulations to citizens to increase compliance and understanding.    Interprets for 
municipal and utility leaders the requirements for Tree City certification, Tree Line certification, and certified 
arboretum.Resolving Conflicts and Negotiating with Others:    Handles complaints received from employees, 
landowners, general public, and other public agencies by gathering information from all parties and makes a decision or 
recommendation regarding actions needed.    Resolves contract disputes through negotiation with loggers and vendors 
to ensure contract compliance.Making Decisions and Solving Problems:    Analyzes previously collected forest data (e.g., 
tree diameter, species composition, site suitability) to create prescriptions in order to meet desired objectives (e.g., 
timber, wildlife, recreation).    Makes recommendations regarding public use of state forest such as road access, vehicle 
restrictions, and permits based on impacts on forest property.    Compiles tree, stand, and environmental data collected 
to create state forest compartment plan and/or timber sale prospectus.    Analyzes forest health data to determine 
control measures (e.g., pesticide use, herbicide use, removal) and marketing/planting of species.Performing General 
Physical Activities:    Walks, hikes, and works on steep, rough terrain for extended periods of time to build or patrol fire 
line, perform cruising activities, boundary line inspections, forest health/management work and/or timber sale setup.    
Successfully completes Moderate level Work Capacity Test (WCT) by carrying 25 pounds and walking 2 miles in 30 
minutes annually as required for continued employment.    May choose to successfully complete the arduous level (45 
pounds walking 3 miles in 45 minutes) WCT in order to be qualified to participate in federal fire activities.    Lifts and 
moves heavy objects (e.g., bags of seedlings or fertilizer up to 50 pounds, irrigation pipe, shipping bags, construction 
materials).     Carries and/or operates equipment such as cruising equipment weighing up to 20lbs for moderate and 
extended distances.    Manually constructs a fire line using hand tools such as fire rake, Pulaski, leaf blower, McLeod, and 
fire flap for extended periods of time - up to 18 hours at a time.Developing Objectives and Strategies:    Establishes 
sustainable forest through developing ten year compartment plans which includes objectives, stand prescriptions, 
wildlife, public use and other considerations.    Develops fire prevention plans annually by analyzing fire causes and 
occurrence within a designated area of responsibility to reduce fires, timber damage, threats to improvements, and 
reduce suppression costs.Thinking Creatively:    Creates visually appealing landscapes by utilizing proper silviculture 
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practices by establishing stream side management zones, wildlife corridors, and buffer zones.    Designs public use areas 
and trails (e.g., hiking, horseback riding, all-terrain vehicles, off highway vehicles) on state forest property.Judging the 
Qualities of Things, Services, or People:    Delineates a forest condition based on characterizing data variables such as 
forest type, stand size/class, density, and regeneration status.    Assesses the value and merchantability of standing 
timber based on factors such as diameter, straightness, defect, species, and internal rot to determine stand value.    
Assesses the quality of contractor performance in applying silviculture treatments (e.g., tree planting, pesticide 
applications, thinnings).Organizing, Planning, and Prioritizing Work:    Prioritizes the day’s activities depending on fire 
danger level, weather, facility maintenance needs, State forest road and train maintenance needs, State forest 
management activities, and etc.    Schedules and/or issue permit for events on state forests such as tree planting dates, 
herbicide applications, permitted public use events, and interdepartmental events.Updating and Using Relevant 
Knowledge:    Maintains current procedure changes by inserting new information in the manuals and applies the new 
procedures and protocol.    Attends required training relative to specific job functions such as compartment planning 
and timber sales.    Obtains and maintains required certifications such as safety, firefighting, pesticide application, and 
Forest Inventory Analysis.Establishing and Maintaining Interpersonal Relationships:    Effectively listens and 
communicates with general public and others in a professional and courteous manner in the course of daily business 
such as explanation of property damage and requests for access to property.    Maintains a good working relationship 
with Emergency personnel (e.g., Agriculture Crime Unit, Sherriff’s Department, EMT) through regular personal contact 
and being available for support.    Works cooperatively with other agency personnel to facilitate smooth agency 
operations during situations that require inter departmental cooperation.Provide Consultation and Advice to Other:    
Provides technical expertise to agency personnel and general public regarding the application of forestry practices and 
forestland management decisions.    Shares relevant data/information with staff of other agencies to promote reliable 
and effective communication.Getting Information:    Gathers information regarding cost share programs such as 
seedling per acre, spacing, and seedling survival through visual inspection and measuring to ensure the cost share 
specifications or contract terms are met for success of plan practices.    Collects forest inventory data such as tree 
diameter/height, evasive/exotic species, pathogen information, and tree status as defined by standard protocols using 
cruising equipment (e.g., diameter tape, clinometer, increment borer, compass).    Measures physical dimensions of 
trees using forest inventory equipment to determine forest attributes (e.g., volume, value, biodiversity).    Collects data 
regarding physical setting of land (e.g., slope, soil data, latitude/longitude) to establish current status and predict future 
condition.    Surveys area of state forests or private forestland using global positioning system to establish property 
boundaries to ensure forest treatments are properly contained, prevent encroachment, and other silviculture purposes.    
Collects data to create vegetational profile by estimating the amount of shrubs, grasses, forbs, and trees within each 
vertical strata to estimate the forest structure for wildlife habitats, visual components, recreational value, and other 
uses.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency’s on-site representative to verify the work is accomplished per specifications.    
Coordinates the work of district personnel for construction and maintenance of state forest facilities and during 
emergencies.    Coordinates with other state agencies such as TDEC and TWRA regarding state forest activities and 
management.    Directs Forestry personnel and external resources when serving as Fire Boss on fire suppression or 
prescribed fire activities or lead worker on other all-hazard situations by ensuring safety, coordinating job assignments 
and constant communication.Training and Teaching Others:    Educates and trains local seasonal and volunteer fire 
fighters on general tactics, fire behavior, use of tools/implements, functions of TDF through formal meetings, on-the-job 
training and video.    Educates community leaders (e.g., county commission, fire departments, planning commission) of 
practices that prevent structures from being involved in wildland fire.    Provides on-the-job training for Forestry 
personnel by physical demonstration and continually monitoring progress and giving feedback.Scheduling Work and 
Activities:    Schedules daily activities for subordinates, such as fire prevention activities, facility maintenance, State 
Forest activities and vendor services.    Schedules youth events such as Forestry competitions, Farm Days, 
demonstrations, Smokey Bear appearances.    Manages overtime costs by rescheduling employee's workweek based on 
current or predicted fire activity/danger.    Scheduling Urban Forestry activities such as Tree City, Tree Line, and poster 
contests through coordination with city leaders, schools, and other officials.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates costs and labor for facilities maintenance to prioritize facility 
maintenance projects.    Estimates participant cost and labor for silviculture, afforestation, and reforestation practices to 
assist landowners or state forest in decisions regarding economic feasibility.    Estimates materials, costs, and labor 
needed such as gravel, culverts, and equipment to build and maintain roads on state forest property.    Estimates costs 
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and labor to establish and maintain boundary lines (e.g., boundary line painting, contract surveying, posting signs).    
Estimates volume, quality and value of timber to configure harvest and salvage sales.Interacting with Computers:    
Using Division of Forestry Geographical Information Systems (GIS) software, enters spatial data, stand attribute table, 
cruise data, to sell timber and create compartmental plans.    Uploads/downloads data such as inventory data, GIS data, 
Excel and Word data documents to update various inventory and GIS data systems.    Operates hand held computer 
devices such as GPS, data recorders, and laptops to navigate, record and manage data.Communicating with Persons 
Outside Organization:    Communicates in person or in writing with general public, various agencies and organizations 
such as farm services, extension offices, soil conservation offices and schools to provide information about the services 
and programs of the Division.    Prepares for and makes presentations to outside organizations such as county forestry 
associations, civic groups, emergency management agencies about TN Division of Forestry services.    Communicates 
with other organizations (e.g., state, federal, and non-government) regarding forest management plans to elicit input 
and review.    Explains the biological and economic impact of forest practices to landowners, legislators, peers, and 
others to educate.    Advertises and invites timber buyers to tour state forest timber sale and presents the volume and 
quality of the timber being sold.    Prepares written forest management plans for landowners to communicate current 
forest condition and recommended practices.Communicating with Supervisors, Peers, or Subordinates:    Participates in 
performance evaluation discussions with supervisor to understand performance expectations and method by which set 
goals are achieved.    Submits regular (e.g., daily, weekly, bi-monthly, monthly) work documents by mail or in person to 
verify work completed.    Communicates as required by supervisor to provide accurate plan of daily activities and 
accomplishments.    Communicates with subordinates and/or supervisor in a timely manner regarding absence or delay 
in work activities to facilitate coordination of daily work plans.Monitoring and Controlling Resources:    Conducts and 
maintains inventory of assigned State and Federal property for accountability purposes.    Procures materials and 
supplies State policies.    Manages allocated spending for work unit which includes facility maintenance, supplies and 
equipment.Documenting/Recording Information:    Enters time and labor or expense information electronically to 
document weekly schedule and work related travel.    Enters and maintains feature class information for state forests 
using GIS.    Completes reports and forms such as courtesy checks, State Forest activity reports, and customer service 
reports, and etc. as required.    Maintains a database of important contact information (e.g., city government, 
parks/rec., utility foresters, loggers) to better communicate program and grant information.    Enters collected forest 
data into spreadsheets for future analysis and creation of forest management plans.Performing Administrative 
Activities:    Maintains files on state forest to maintain history in order to accomplish state forest goals.    Maintains 
various records such as active projects, disturbance history, and State Forest Compartment Plans electronically or hard 
copy to document unit work activities.    Maintain files and spreadsheets with landowner information to document 
history of plans, maps, and etc.    Maintains hard copy and electronic manager's file on subordinate employees.    
Processes payroll and travel information electronically using appropriate software.Monitor Processes, Materials, or 
Surroundings:    Monitors Urban Forestry grants and/or various cost share programs (e.g., TAEP, NRCS, TWRA) criteria 
and compliance through visual inspections of sites and review of required documentation.    Monitors surroundings and 
environment daily on an ongoing basis to detect circumstances and problems as they occur (e.g., damage, insect 
infestation, adverse public use).    Assesses forest damage incurred during a disaster event (e.g., tornado, flood, fire, 
insect and disease) to determine actions that need to be taken.    Monitors timber markets by reviewing market price 
reports, milled delivered prices, and other factors to determine timber value and product demand.    Monitors property 
adjacent to state forests to determine impacts of land use (e.g., subdividing, sales, activities).    Monitor public use of 
state forests to determine negative impact of roads, streams, facilities, and timber to determine needed actions, 
policies, and rules.        Learns to monitor logging sites through visual inspection to determine contract compliance, 
visual and environmental impact, and best management practices compliance.     
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Problem Solving    Planning    Directing Others    
Time Management    Timely Decision Making    Presentation Skills    Written Communications    Customer 
FocusKnowledge:    Administration and Management    Biology    Ecology    Silviculture    Dendrology    Mensuration    
Building and Construction    Computers and Electronics    Geography    Geology    MathematicsSkills:    Active Learning    
Active Listening    Critical Thinking    Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Instructing    Negotiation    Persuasion    Social Perceptiveness    Judgment and Decision Making    
Management of Financial Resources    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    
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Mathematical Reasoning    Memorization    Number Facility    Oral Comprehension    Problem Sensitivity    Spatial 
Orientation    Visualization    Written Comprehension    Written Expression    Extent Flexibility    Gross Body Coordination    
Gross Body Equilibrium    Stamina    Depth Perception    Far Vision    Near Vision    Speech Clarity 
 
Tools and Equipment Used: 
    Data Recorders    Global Positioning System    Computer 
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077778 - FORESTER-ASSISTANT STATE 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4185 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in forestry and 
experience equivalent to five years of full-time professional forestry work, including at least, three years of either 
supervisory, administrative and/or forestry program development work.Substitution of Education for Experience: 
Graduate course work received from an accredited college or university in forestry may substitute for the required 
experience on a month-for-month basis to a maximum of two years, there being no substitution for the required 
supervisory, administrative, or forestry program development work (e.g., 36 graduate quarter hours in forestry may 
substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for administrative and managerial work of average difficulty in 
assisting in the direction of the forestry division of the Department of Agriculture; and performs related work as 
required.Distinguishing Features: An employee in this class assists in planning, organizing and directing the activities of 
the forestry division of the Department of Agriculture. This class supervises and differs from Forestry Mgmt 
Administrator in that an incumbent of the latter administers a statewide forestry management program. This class 
reports to and differs from Forester-State in that the incumbent of the latter exercises full direction over all division 
activities. 
 
Work Activities: 
1. Through subordinate administrative and supervisory staff, assists in planning, organizing and directing the activities of 
the forestry division of the Department of Agriculture.2. Assists in the development and administration of division goals, 
objectives, and policies, which pertain to forest protection, forest management, and reforestation with field 
operations.3. Prepares annual divisional budget and divisional Four Year Plan; evaluates allocation and distribution of 
personnel and equipment.4. Evaluates and makes decisions on employment, retention, promotion, demotion, and other 
human resources actions.5. Collects, maintains, and analyzes data from technical publications for special resource 
reports and presentations.6. Maintains contacts and coordinates activities with federal and state agencies and natural 
resource conservation organizations and interest groups; conducts public hearings and meetings. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062981 - FORESTRY AIDE 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1734 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Experience in labor and trades, agriculture, forestry conservation, fire suppression, or related natural 
resource work can substitute for the required education, on a year-for-year basis, to a maximum of four years.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess and maintain a valid vehicle operator’s license 
in some positions; 2. Be at least eighteen (18) years of age on the date of application;3. Take and pass the job-related 
work capacity test for wildland firefighters (WCT) for positions that perform fire line activity as one of their primary 
duties. This test consists of walking 2 miles with a 25-pound backpack in 30 minutes or less.  Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs fire prevention, fire suppression, and conservation work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the part-time entry-level class in the 
Forestry Aide Sub-Series.  An employee in this class performs a wide variety of fire prevention, fire suppression, and 
conservation related work in areas such as constructing fire lines, forest management, and reforestation. This class 
differs from that of a Forestry Aide 2 in that an employee of the latter operates heavy equipment and performs fire 
prevention, fire suppression, conservation work with more independence. 
 
Work Activities: 
  Performs routine fire suppression of wildfires by utilizing all necessary fire suppression tools.  Assists in the 
implementation of prescribed fires. Operates and utilizes a variety of tools, equipment, and vehicles including, but not 
limited to, ATV’s, engines, forklifts, tractors, and various lawn tools.  Performs general ground, facility, and equipment 
maintenance work.  Assists heavy equipment operators in various fire suppression activities.  Assists in marking trees for 
thinning and harvesting; plants trees and assists in forest insect and disease control for timber stand improvement; and 
assists in water quality checks.  Issues burning permits and answers questions from the public. Assists state and local 
agencies and other public entities in emergency situations. Participates in public outreach and training events such as, 
but not limited to school programs, fair exhibits, volunteer fire departments, and other industry activities. 
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Customer Focus                 Ethics and Values              Functional/Technical 
Competency                        Listening                Patience                  Peer Relationships                         Perseverance                      
Technical Learning                 Knowledge: Building and Construction                         Computers and Electronics                        
Customer and Personal Service                 Education and Training                 Geography                         Mechanical                        
Public Safety and Security                        Telecommunications                      Skills: Active Learning                 Active Listening                
Coordination                      Critical Thinking               Equipment Maintenance                Service Orientation                        
Social Perceptiveness                    Speaking                Abilities: Arm-Hand Steadiness                    Auditory Attention                        
Dynamic Flexibility/ Strength                   Gross Body Coordination/ Equilibrium                 Manual Dexterity               
Multilimbed Coordination                         Problem Sensitivity                       Rate Control                       Reaction Time                   
Response Orientation         Selective Attention Spatial Orientation Stamina      
 
Tools and Equipment Used: 
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 Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Safety 
Equipment/Tools                 Motor Vehicles                  Fire Line Hand Tools                     Lawn Maintenance Tools               
GPS                    Mobile and Portable Radios               
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062982 - FORESTRY AIDE 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1707 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time work in one of the following areas: (1) fire suppression or fire prevention, (2) the conservation of 
trees, soil, water, or wildlife, (3) the farming or harvesting of forest products or orchards, (4) land surveying or mapping, 
(5) the operation of sawmills or tractors or bulldozers, or (6) maintenance and repair of heavy equipment or carpentry. 
Substitution of Education for Experience: Additional college coursework in fire science, emergency management, 
homeland security, and natural resources from an accredited college or university may substitute for the required 
experience on a year-for-year basis to a maximum of one year. Substitution of Experience for Education: Experience in 
fire suppression or fire prevention; the conservation of trees, soil, water, or wildlife; the farming or harvesting of forest 
products or orchards; land surveying or mapping; the operation of sawmills or tractors or bulldozers; or maintenance 
and repair of heavy equipment or carpentry may be substituted for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess and maintain a valid vehicle operator’s license 
during employment; 2. Be at least eighteen (18) years of age on the date of application;3. Take and pass the job-related 
work capacity test for wildland firefighters (WCT) for positions that perform fire line activity as one of their primary 
duties. This test consists of walking 2 miles with a 25-pound backpack in 30 minutes or less;4. Obtain applicable 
Commercial Driver’s License (CDL) within twelve (12) months of hire;5. Maintain a level of physical fitness and general 
health (both physically and mentally) which shall permit them to effectively perform their duties. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs fire prevention, fire suppression, and conservation work on state forests 
and private lands of average difficulty; and performs related work as required. Distinguishing Features: This is the 
working and/or lead level class in the Forestry Aide Sub-Series.  An employee in this class operates and maintains heavy 
equipment and performs a wide variety of wildland fire suppression and related work in fire management, forest 
management and reforestation on state forests and private lands. This class differs from a Forestry Aide 1 in that that an 
incumbent of the latter is part time, functions at the entry level and does not operate heavy equipment. This class 
differs from a Forestry Technician in that an incumbent of the latter acts as supervisor.   
 
Work Activities: 
 May serve in a lead role directing other wildland firefighters and external resources regarding fire suppression activities 
or serve as a lead worker on other all-hazard situations by ensuring safety, coordinating job assignments and 
maintaining constant communication.  Assesses environmental conditions of active fires (e.g., weather, topography, fuel 
type), available resources and uses understanding of fire behavior to determine course of action to control fires. 
Constructs a fire line using hand tools (e.g., fire rake, Pulaski, and leaf blower) for extended periods of time. Attends 
mandatory technical training as required by the Division of Forestry. Attends annual TN/KY Wildland Fire Academy to be 
certified in specialty areas. Gathers and reports information about landowner, cause of fire, location, values/structures 
at risk and other information for fire report and to relay information to Fire Resource Coordinator for determination of 
resources needed.  May operate hand-held equipment, heavy machinery, and vehicles, such as, but not limited to 
bulldozers, wildland fire engines, tractors, forklifts, dump trucks, road graders, and back hoes etc.  Maintains the 
facilities and maintenance of grounds. Maintains assigned equipment and vehicles assigned for all incident readiness.  
Educates local cooperators, the general public, and various agencies on general tactics, fire behavior, use of 
tools/implements, and functions of the Tennessee Division of Forestry. Provides training for firefighters and permit 
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writers through various means. May assist with educational and outreach opportunities.  Monitors seedling storage 
facilities to ensure viable seedlings. Reviews and assists in timber harvest sites on private or public forest land for 
implementation of forestry Best Management Practices and/or contract compliance.  Collects forest management data 
and conducting seedling survival checks. Assists with vendor services such as: prescribed fire, timber marking, tree 
planting, and fire line construction.  Determines which orders can be filled based on seedlings delivered as compared to 
seedlings ordered. Confirms Seedling Shipping Manifest corresponds with seedlings delivered. Inspects and marks 
boundaries of State Forests to gather information (e.g., timber trespass, illegal recreational activities, etc.). Identifies 
dead and dying trees to diagnose the cause (e.g., insects, disease, natural causes) through visual inspection and 
recommends course of action. Assists in monitoring, detection, and control of forests pests and invasive species.  
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Customer Focus                 Ethics and Values              Functional/Technical 
Competency                        Listening                Patience                  Peer Relationships                         Perseverance                      
Technical Learning                        Decision Quality                Building Effective Teams                  Knowledge: Building and 
Construction                         Computers and Electronics                        Customer and Personal Service                 Education 
and Training                 Geography                         Mechanical                        Public Safety and Security                        
Telecommunications               Skills: Active Learning                 Active Listening                Coordination                      Operation 
Monitoring                    Equipment Maintenance                Service Orientation                        Social Perceptiveness                    
Speaking                Judgment and Decision Making                Instructing                          Operation and Control                   
Abilities: Arm-Hand Steadiness                    Auditory Attention                        Dynamic Flexibility/ Strength                   Gross 
Body Coordination/ Equilibrium                 Manual Dexterity               Multi-limb Coordination               Problem Sensitivity                     
Rate Control                       Reaction Time                  Response Orientation          
 
Tools and Equipment Used: 
  Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Safety 
Equipment/Tools                 Motor Vehicles                  Fire Line Hand Tools                     Lawn Maintenance Tools               
GPS/Survey Equipment                 Mobile and Portable Radios                      Heavy Equipment                          Forestry Field 
Equipment  
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077773 - FORESTRY DISTRICT MANAGER 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4177 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in forestry and 
experience equivalent to four years of professional forestry work, one year of which must involve supervisory or 
program management experience.Substitution of Graduate Education for Experience: Additional qualifying graduate 
course work in forestry may substitute for the required non-specialized experience, on a year-for-year basis, to a 
maximum of one year (e.g., 36 graduate quarter hours in forestry may substitute for one year of the required 
experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional forestry work of considerable difficulty in 
management of programs or budgets, and performs supervisory work of considerable difficulty in directing professional 
staff in a multi-county district; and performs related work as required.Distinguishing Features: An employee in this class 
manages district forestry programs, functions, personnel, budgets, equipment, and facilities in a multi-county district, 
supervising Forestry Program Specialists and Foresters 1, 2 and/or 3. This class differs from Forestry Program Specialist 
in that an incumbent of the latter is not responsible for management of budgets and personnel and does not generally 
contribute to policy development. This class differs from Forestry Mgmt Administrator in that an incumbent of the latter 
is responsible for the management of statewide forestry programs and budgets having significant impact on the mission 
of the overall agency. 
 
Work Activities: 
1. Oversees the delivery of all state forestry services at the district level; reviews forest management and fire prevention 
plans for compliance with fire laws and state and federal forestry guidelines including timber production, recreation, 
water quality, wildlife management, and forest research; outlines procedures for implementing district programs; 
evaluates technical forestry data and information to ensure that programs such as landowner assistance, fire 
management, or state forest activities are meeting district goals; coordinates district activities by reviewing needs of 
forest users and checking to verify that needed resources are available for urban and state forest resource protection 
and management, forest business assistance, reforestation, and education; allocates equipment, personnel, and other 
resources to programs; enforces forest management and fire protection policies and procedures to ensure staff is 
trained and public safety is maintained; advises field staff and the general public on technical forestry information.2. 
Manages professional and technical district forestry personnel; prioritizes the use of personnel and equipment in order 
to accomplish forestry tasks; assigns duties based upon available resources and forestry needs; makes personnel 
decisions related to employee selection and termination; interviews job applicants; recommends salaries for staff; 
evaluates staff performance based on established criteria; provides feedback to improve work performance; implements 
disciplinary actions; checks training records to ensure staff are trained according to forest industry standards; may 
coordinate the activities of outside personnel including forestry technicians, fire departments, and other state and 
federal agencies assigned to the work unit during emergency situations.3. Manages district forestry assets including 
forest resources, equipment, vehicles, and facilities; identifies district financial needs in order to make discretionary 
budget recommendations through the use of staff feedback, status of equipment and facilities, and budgetary forecasts; 
reviews and approves purchase orders, requisitions, and expenditures for maintenance and repair of vehicles, buildings, 
and equipment; recommends the amount of financial resources necessary to operate a district; allocates budgets and 
resources to accomplish program goals; authorizes expenditures for goods and services; reviews records to ensure that 
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funds are properly deposited; monitors business processes to ensure the district is operating within budgetary 
constraints; reviews timber sales information to verify that timber volumes and appraisals are accurate, that sales are 
advertised in approved manners, and that bid openings are conducted as required.4. Participates in long-range planning 
and development of district objectives, policies, programs, procedures, and performance measures to ensure division 
services are effectively and efficiently delivered; identifies critical issues within technical forestry information including 
program-relevant statistics, program evaluation data, operational cost data, statistical performance data, and 
landowner statistics to indicate whether forestry resources are being efficiently used to address business needs; 
identifies district trends; discusses minimum standards for the level of services delivered; develops annual work plans to 
meet objectives; develops policies and procedures for multiple programs within the district; proposes adjustments in 
programs based on projected needs for the future.5. Establishes an information network among stakeholders such as 
federal and state agencies, community and civic organizations, and private landowners; makes presentations and 
demonstrations on services available from the division of forestry; justifies the need for forestry initiatives to 
stakeholders; attempts to resolve conflicts at a local level by discussing sensitive forestry issues; interacts with law 
enforcement agencies to control illegal burning activities; informs local groups of the benefits and costs of district 
forestry initiatives.6. Coordinates services within a district in emergency situations such as fires, floods, tornados, and 
other natural disasters; allocates resources to manage search and rescue operations in a district; communicates with 
state and federal agencies to pool resources and coordinate activities; organizes and conducts fire control activities 
which include equipment coordination, aerial detection of fires, and the supervision of employees involved in the 
suppression of fires; acquires appropriate equipment for personnel; ensures that food and lodging is available for staff; 
ensures that prescribed burns are conducted in such a way as to keep the fire and smoke from being a hazard; evaluates 
weather conditions to determine the level of risk for fires.7. May serve as a non-commissioned Peace Officer; enforces 
the rules and regulations of state forests; responds to complaints from state forest users by checking to see if laws or 
rules are being violated; observes forest activities that violate fire laws or state forest rules and regulations; explains to 
forest users how they are violating rules and regulations; issues citations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077777 - FORESTRY MGMT ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4184 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in forestry and 
experience equivalent to five years of professional forestry work, three of which must involve supervisory or program 
management experience. Substitution of Education for Experience: Additional qualifying graduate course work in 
forestry may substitute for the required experience, on a year for year basis, to a maximum of one year (e.g., 36 
graduate quarter hours in forestry may substitute for one year of the required experience). Substitution of Experience 
for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, administers statewide forestry programs, budgets, and planning functions and 
performs professional administrative work of considerable difficulty; and performs related work as required. 
Distinguishing Features: An employee in this class develops, directs, and administers statewide forestry programs and 
makes policy decisions that may impact both public and employee safety. The incumbent may supervise a small staff. 
This class differs from Forestry District Manager in that an incumbent of the latter manages district programs, functions, 
and personnel. This class differs from Forester-Assistant State in that an incumbent of the latter is responsible for 
administering all statewide operations, programs and budgets and serves as the assistant director of the Division of 
Forestry within the Department of Agriculture. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Ensures administrative and program activities 
comply with applicable laws and standards (e.g., Title VI, forest certification, pesticide application) through activity 
documentation and periodic review of current laws and standards.Monitoring and Controlling Resources:    Manages 
allocated spending for program activities which includes supplies, equipment, service contracts, and staff time.    
Authorizes procurement of materials, supplies and services using State procurement policies.    Develops and maintains 
specialized resource allocation systems (e.g., division level budgeting, state forest timber sales, nursery operations). 
Making Decisions and Solving Problems:                     Makes program direction decisions based on research, market data, 
agency priorities, funding/resources, historical trends and other information to maximize program effectiveness.    
Facilitates decision making process regarding program issues/obstacles through researching alternatives, negotiating 
with others, or other methods to determine most appropriate implementation of program objectives. Coordinating the 
Work and Activities of Others:    Oversees and coordinates the scheduled work of vendors/contractors as the agency’s 
on-site representative to verify the work is accomplished per specifications.    Coordinates with other State agencies 
such as Tennessee Department of Environment and Conservation (TDEC) and Tennessee Wildlife Resources Agency 
(TWRA) regarding program activities and management.    Coordinates with peers, partners, and subordinates to 
facilitate equitable project based workload distribution. Provide Consultation and Advice to Others:    Advises executive 
staff with forest policy and issue management. Thinking Creatively:    Develops and maintains relationships with partner 
agencies/organizations to better facilitate program implementation.    Designs information systems (e.g., database, 
spreadsheet, outreach products) to enhance efficient operation of program activities.    Develops effective policies and 
procedures for efficient program management.    Seeks relevant new technologies for efficient program management.    
Explores new program level funding/grant opportunities through research and solicitation. Training and Teaching 
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Others:    Provides training for Forestry personnel through conference calls, physical demonstration, classroom session, 
webinars and other methods.    Develops formal education or training for staff, partners and others through establishing 
curriculum, securing training materials and location, and making the training information available through shared 
drives.  Interacting with Computers:    Uses computer software including but not limited to word processing programs, 
spreadsheet programs, presentation software, database programs, and search engines.    Uses Geographical Information 
Systems (GIS) software to monitor and analyze environmental resources.    Accesses inventory data, GIS data, 
spreadsheet and word processing documents to make program level decisions. Staffing Organizational Units:    Recruits 
for potential vacancies through professional networks, personal contacts and referrals to build an applicant pool.    
Conducts interviews according to State requirements with candidates for vacancies to identify the best person to work 
in the unit.    Selects candidate to be recommended to fill vacancies for promotion or appointment. Guiding, Directing, 
and Motivating Subordinates:    Observes the work of subordinates and others to communicate more efficient and 
effective ways to perform job responsibilities.    Directs day-to-day activities of staff while working within Tennessee 
Division of Forestry (TDF) policies and guidelines.    Creates and implements performance plans to set performance 
expectations of employees.    Discusses performance with employees through interim and final Performance Evaluations 
to enhance performance and encourage improved performance. Getting Information:    Receives and interprets 
organization initiatives to ensure programs align with department and division priorities.    Receives cost information to 
analyze and verify contract provisions have been met.    Collects reports, plans, and other information from multiple 
sources to respond to requests for information. Selling or Influencing Others:    Convinces landowners, citizens, 
legislators, peers, and partners to improve the management of TN forests by using scientifically proven forest 
management practices.    Promotes departmental programs such as seedling sales, Tennessee Agricultural Enhancement 
Program (TAEP), Southern Pine Beetle Initiative (SPBI) through media, presentations, workshops, and printed materials.    
Promotes division activity and accomplishments to leverage support for achieving multi agency objectives. Resolving 
Conflicts and Negotiating with Others:    Handles complaints received from employees, landowners, general public, and 
other public agencies by gathering information from all parties and makes a decision or recommendation regarding 
actions needed.    Resolves disputes through negotiations with participants to ensure program compliance.    Resolves 
conflict without supervisory input when appropriate to maintain positive working relationships.    Informs and works 
with executive staff to resolve potential or ongoing conflict.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates materials, costs, and labor needed such as supplies, travel expenses, personnel time, 
and facilities to develop contracts, grants outreach materials, and other work activities.    Estimates the utilization of 
grant funding for effective allocation of funds. Establishing and Maintaining Interpersonal Relationships:    Effectively 
listens and communicates with general public and others in a professional and courteous manner regarding business 
topics such as community fire prevention, forest management, forest health, forest products markets, and urban forest 
management.    Maintains a good working relationship with Emergency personnel (e.g., Ag. Crime Unit, Sheriff's 
Department, EMT, VFD) through regular personal contact and being available for support.    Works cooperatively with 
other agency or private sector personnel to facilitate smooth agency operations.    Establishes partnerships and builds 
networks with government agencies, non-profit organizations, public officials, forest users and other groups who could 
be impacted by forest programs. Judging the Qualities of Things, Services, or People:    Assesses the quality of grant 
proposals submitted by communities, landowners, volunteer fire departments, and partners to ensure complete and 
accurate information is being provided and meets the goal of the grant.    Assesses compliance to the grant 
specifications by site inspection and/or reviewing cost data, invoices, and reports to meet federal/state requirements.    
Judges the quality of data submitted by field staff and vendors (e.g., prescription plan, compartment plan, forest 
inventory data) to ensure completeness and accuracy.    Maintains quality control of information disseminated to 
audiences to meet departmental standards. Developing Objectives and Strategies:    Develops program level objectives, 
performance measures, and strategies to facilitate effective use of current grant funds and resources.    Provides 
leadership in developing department and division strategic planning by making recommendations to the administration 
on specific forestry program goals, objectives, strategies, and performance measures.    Develops effective strategies 
that reduce program obstacles and potential conflicts to enhance program implementation. Interpreting the Meaning of 
Information for Others:    Explains the biological and economic impact of forest practices to landowners, legislators, 
peers, and others to educate.    Interprets state, federal, and agency policy rules, regulations and laws for administrative 
and program application.    Interprets relative subject matter for policy development. Updating and Using Relevant 
Knowledge:    Researches forest related information including current scientific findings, technology, and trends to serve 
as a basis for writing program guidelines.    Determines and attends required training relative to technical and 
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administrative job functions.Coaching and Developing Others:    Maintains communication with coworkers while 
working on program related activities to ensure safety and coordination of activities.    Encourages employees to utilize 
available elective training opportunities based on career goals of the employee.    Actively observes strengths and 
weaknesses of staff to provide guidance on ways to build on strengths and capabilities.    Mentors staff by always 
representing the Division in a courteous and professional manner.    Provides program information, expertise and 
guidance to employees and other program partners to enable them to work more effectively and independently. 
Developing and Building Teams:    Fosters an environment to stimulate creativity through open and transparent 
communication with team members.    Actively observes strengths and weaknesses of staff to assign appropriate team 
roles and responsibilities. Communicating with Persons Outside Organization:    Writes articles, pamphlets, brochures 
and other outreach materials to provide information about the services of the Division and the values of Tennessee 
forests.    Represents the Department with the media by participating in audio, print, and video interviews in response 
to requests for information.    Confers with environmental groups, forest industry groups, and special interest groups in 
order to reach a consensus regarding forestry issues and environmental affairs.    Communicates technical expertise to 
state legislators regarding forestry and natural resource issues.    Provides general and technical expertise to the public 
regarding forestry and natural resource issues.    Promotes the roles, activities, and accomplishments of the division to 
inform and educate multiple audiences. Communicating with Supervisors, Peers, or Subordinates:    Participates in 
performance evaluation discussions with supervisor to understand performance expectations and method by which set 
goals are achieved.    Communicates with subordinates and/or supervisor in a timely manner regarding absence or delay 
in work activities to facilitate coordination of daily work plans.    Communicates with executive staff on project status to 
solicit input and provide updates.    Communicates with high level executives, State and Federal officials to resolve 
potential issues and build an information network. Organizing, Planning, and Prioritizing Work:    Organizes and 
prioritizes workload of self and subordinates to ensure accurate completion of work, incorporating last minute and 
unscheduled tasks.    Delegates tasks to subordinates based on the responsibilities of the position to ensure work is 
completed efficiently, accurately, and timely.    Establishes implementation parameters for multi-year projects including 
timetables, resource allocation and deliverables by considering biological, environmental, administrative, and social 
constraints.    Effectively utilizes modern communication, calendaring, organization and resource information 
technologies, including smartphones and associated applications, to efficiently execute communication, organization 
and planning responsibilities on a timely basis. Scheduling Work and Activities:    Schedules activities (e.g., team 
meetings, planning sessions, training sessions) for self and subordinates to ensure efficient program implementation.    
Coordinates program events such as Forestry Camp, Project Learning Tree (PLT) facilitator training, Tree City, State Arbor 
Day, and webinars through partnerships with other entities to educate the public. Documenting/Recording Information:    
Enters time and labor or expense information electronically to document weekly schedule and work related travel.    
Maintains a database of important contact information (e.g., city government, parks/rec., utility foresters, loggers) to 
better communicate program and grant information.    Completes reports (e.g., accident reports, federal and state 
annual accomplishment reports, status reports) as required in electronic and written form.    Develops spreadsheets to 
track progress of program activities and document history of project performance. Performing Administrative Activities:     
Catalogues and maintains libraries of photo, audio, video, and written materials electronically.    Responds to emails, 
phone calls, and other correspondence as required. 
 
Competencies (KSA’s): 
Competencies:    Process Management    Presentation Skills    Written Communication    Building Effective Teams    
Customer Focus    Managerial Courage    Motivating Others    Decision Quality    Managing Vision and Purpose    Strategic 
Agility Knowledge:    Administration and Management    Communications and Media    Computers and Electronics    Sales 
and MarketingSkills:    Active Learning    Active Listening    Critical Thinking    Mathematics    Monitoring    Reading 
Comprehension    Speaking    Writing    Coordination    Instructing    Negotiation    Persuasion    Service Orientation    
Social Perceptiveness    Complex Problem Solving    Judgment and Decision Making    Systems Evaluation    Management 
of Financial Resources    Management of Material Resources    Management of Personnel Resources    Time 
Management Abilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    Oral Comprehension    
Oral Expression    Originality    Time Sharing    Written Comprehension    Written Expression    Forest Management    
Forest Biology    Forest Ecology    Natural Resources Management    Silviculture 
 
Tools and Equipment Used: 



 TN Job Classification Specifications  
September 22, 2020 

    Global Positioning System    Computer 
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077774 - FORESTRY PROGRAM SPECIALIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4179 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in forestry and 
experience equivalent to three years of professional forestry work. Substitution of Education for Experience: Additional 
qualifying graduate course work in forestry may substitute for the required experience, on a year for year basis, to a 
maximum of one year (e.g., 36 graduate quarter hours in forestry may substitute for one year of the required 
experience). 
 
Other Requirements: 
Necessary Special Qualifications:  A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for coordination of district-wide forest protection activities to 
include planning, prevention, detection, suppression, monitoring, and logistics or for specialized, technical, professional 
forestry work of considerable difficulty and performs related work as required. Distinguishing Features: An employee in 
this class uses considerable technical expertise in coordination of forest protection activities or specialized forestry work 
of a statewide forestry program or district-wide forestry program(s). This class differs from Forestry District Manager in 
that an incumbent of the latter is responsible for district budgets, personnel decisions, and administrative supervision of 
a staff performing forestry programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Determines compliance with forestry best 
management practices by visual inspection of sites and determines mitigation needs to reduce sedimentation of streams 
or water ways.    Administers work capacity test and determine if personnel meet the standards to perform fire line 
duties.Monitoring and Controlling Resources:    Procures materials, supplies and services using State procurement 
policies.    Manages allocated spending for program activities which includes supplies, equipment, service contracts, and 
staff time.Making Decisions and Negotiating with Others:                     Analyzes forest health data to determine control 
measures (e.g., pesticide use, herbicide use, removal) and program/project direction.    Determines and selects trees 
with superior characteristics to produce genetically improved seedlings suitable for planting in TN landscapes by 
analyzing tree growth and form data.    Makes program direction decisions based on research, agency priorities, political 
climate, funding/resources, historical trends and other information to maximize program effectiveness.Coordinating the 
Work and Activities of Others:    Oversees and coordinates the scheduled work of vendors/contractors as the agency’s 
on-site representative to verify the work is accomplished per specifications.    Coordinates with other state agencies 
such as Tennessee Department of Environment and Conservation (TDEC) and Tennessee Wildlife Resources Agency 
(TWRA) regarding program activities and management.    Coordinates with peers, partners, and subordinates to 
facilitate equitable project based workload distribution.Thinking Creatively:    Develops new products or processes in 
response to current research, funding, political environment, partnerships, and new environmental threats to better 
protect and serve the public.    Develops effective policies and procedures for efficient program management.    Seeks 
relevant new technologies for efficient program management.    Creates alternative communication methods for 
providing technical assistance and educational programs.    Explores new program level funding/grant opportunities 
through research and solicitation.Training and Teaching Others:    Provides training for Forestry personnel through 
conference calls, physical demonstration, classroom session, webinars and other methods.    Develops formal education 
or training for staff, partners and others through establishing curriculum, securing training materials and location, and 
making the training information available through shared drives.    Writes program procedure guidelines and 
disseminates to staff.Interacting with Computers:    Using Division of Forestry Geographical Information Systems (GIS) 
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software enters spatial data, stand attribute table, cruise data, to sell timber and create compartment plans.    
Uploads/downloads data such as inventory data, GIS data, spreadsheet and word processing documents to update 
various inventory and GIS data systems.    Operates hand held computer devices such as GPS, data recorders, and 
laptops to navigate, record, and manage data.    Uses computer software including but not limited to word processing 
programs, spreadsheet programs, presentation software, database programs, and search engines.Guiding, Directing, 
and Motivating Subordinates:    Observes the work of subordinates and others to communicate more efficient and 
effective ways to perform job responsibilities.    Directs day-to-day activities of staff while working within Tennessee 
Division of Forestry (TDF) policies and guidelines.    Creates and implements performance plans to set performance 
expectations of employees.    Discusses performance with employees through interim and final Performance Evaluations 
to enhance performance and encourage improved performance.Getting Information:    Collects reports, plans, and other 
information from staff and partners to interpret/analyze and produce statewide report/historical database.    Collects 
tree improvement data through physical measurements to determine best genotypes for future seedling production.    
Collects field level data through measurement and observation to assess correct application of best management 
practices.    Receives and interprets organization initiatives to ensure programs align with department and division 
priorities.    Receives cost information to analyze and verify contract provisions have been met.Selling or Influencing 
Others:    Convinces landowners, citizens, legislators, peers, and partners to improve the management of TN forests by 
using scientifically proven forest management practices.    Promotes departmental programs such as seedling sales, 
Tennessee Agricultural Enhancement Program (TAEP), Southern Pine Beetle Initiative (SPBI) through media, 
presentations, workshops, and printed materials.Resolving Conflicts and Negotiating with others:    Handles complaints 
received from employees, landowners, general public, and other public agencies by gathering information from all 
parties and makes a decision or recommendation regarding actions needed.    Resolves contract disputes through 
negotiation with loggers and vendors to ensure contract compliance.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates materials, costs, and labor needed such as supplies, travel expenses, 
personnel time, and facilities to develop contracts and grants.    Estimates acreage of impacted or threatened forests 
through aerial and ground observations to develop effective forest health management strategies.    Estimates the 
amount of pesticides and fertilizer needed to maintain healthy seed orchards and genetics tests.    Estimates the 
utilization of grant funding for effective allocation of funds based on historical data and trends.Establishing and 
Maintaining Interpersonal Relationships:    Effectively listens and communicates with general public and others in a 
professional and courteous manner regarding business topics such as community fire prevention, forest management, 
forest health, forest products markets, and urban forest management.    Maintains a good working relationship with 
Emergency personnel (e.g., Ag. Crime Unit, Sheriff's Department, EMT, VFD) through regular personal contact and being 
available for support.    Works cooperatively with other agency or private sector personnel to facilitate smooth agency 
operations.Judging the Qualities of Things, Services, or People:    Assesses the quality of grant proposals submitted by 
communities, landowners, volunteer fire departments, and partners to ensure complete and accurate information is 
being provided and meets the goal of the grant.    Assesses compliance to the grant specifications by site inspection 
and/or reviewing cost data, invoices, and reports to meet federal/state requirements.    Judges the quality of data 
submitted by field staff and vendors (e.g., prescription plan, compartment plan, forest inventory data) to ensure 
completeness and accuracy.Monitor Processes, Materials, or Surroundings:    Assesses forest conditions (e.g., 
composition, distribution, health of forest, threats) to determine resource needs and actions that need to be taken.    
Monitors timber markets by reviewing market price reports, milled delivered prices, and other factors to determine 
timber value and product demand.    Monitors logging sites through visual inspection to determine contract compliance, 
visual and environmental impact, and best management practices compliance.    Monitors Urban Forestry grants and/or 
various cost share programs (e.g., TAEP, NRCS, TWRA) criteria and compliance through visual inspections of sites and 
review of required documentation.    Monitors environmental conditions, fire occurrence, and resource availability to 
oversee district wide staffing and issuance of burn permits.Developing Objectives and Strategies:    Develops fire 
prevention plans annually by analyzing fire causes and occurrence within a designated area of responsibility to reduce 
fires, timber damage, threats to improvements, and reduce suppression costs.    Develops forest health regional and 
statewide action plans (e.g., Thousand Cankers Disease (TCD)/Emerald Ash Borer (EAB), Hemlock Woolly Adelgid (HWA)) 
in cooperation with government and private sector partners to mitigate threats to forest health.    Develops templates 
for tree planting, forest health and forest management to establish best practices for forest land stewardship.    
Participates in formal department and division strategic planning process by making recommendations to the 
administration on specific forestry program goals, objectives, strategies, and performance measures.    Develops 
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program level objectives, performance measures, and strategies to facilitate effective use of current grant funds and 
resources.Interpreting the Meaning of Information for Others:    Interprets management plan information for landowner 
defining site index, basal area, soil information, and other variables to help the landowner make sound decisions.    
Interprets for municipal and utility leaders the requirements for Tree City certification, Tree Line certification, and 
certified arboretum.    Explains the biological and economic impact of forest practices to landowners, legislators, peers, 
and others to educate.    Interprets forest inventory data to describe (e.g., extent, composition, and health of the 
forests) to empower landowners, legislators, peers, and others to make informed forest management and/or policy 
decision.    Interprets program policies and procedures for potential participants.Processing Information:    Compiles 
forest inventory data collected by field staff using specialized software and database to assess forest conditions for use 
of long range planning.    Compiles and summarizes wildfire data to calculate the average fire size, total acres burned, 
structures saved, and structures lost for use in legislative hearings, media response, and resource planning.    Calculates 
average personnel rates and equipment use rates to establish appropriate forestry service fees (e.g., prescribed burn, 
tree planting, management planning).Updating and Using Relevant Knowledge:    Determines and attends required 
training relative to specific job function to remain a subject matter expert.    Obtains and maintains required 
certifications such as safety, fire-fighting, pesticide application, and Forest Inventory Analysis.    Researches forest 
related information including current scientific findings, technology, and trends to serve as a basis for writing program 
guidelines.Analyzing Data or Information:    Analyzes tree growth and form data to determine the genotype and 
phenotype characteristics that produce genetically improved seedlings.    Analyzes data collected by field staff using 
Geographical Information Systems (GIS), specialized software and/or spreadsheets to develop maps, compartment 
plans, and trends in order to determine appropriate forest management decisions.    Analyzes staff and resource reports 
to determine program effectiveness, deficiencies or changes needed.    Analyzes information and research from outside 
sources (e.g., US Forest Service, partnering agencies, UT) to ensure relevance and responsiveness of ongoing programs.    
Analyzes expenditure and revenue data to ensure funds are effectively and appropriately managed.Coaching and 
Developing Others:    Maintains communication with coworkers while working on program related activities to ensure 
safety and coordination of activities.    Encourages employees to utilize available elective training opportunities based on 
career goals of the employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to 
build on strengths and capabilities.    Mentors staff by always representing the Division in a courteous and professional 
manner.Communicating with Persons Outside Organization:    Communicates in person or in writing with general public, 
various agencies, and organizations such as farm services, extension offices, soil conservation offices, and schools to 
provide information about the services and programs of the Division.    Prepares for and makes presentations to outside 
organizations such as county forestry associations, civic groups, and emergency management agencies about TDF 
services.    Represents the Division and shares relevant data/information with staff of other agencies to promote reliable 
and efficient communication.    Writes articles, pamphlets, brochures and other outreach materials to provide 
information about the services of the Division and the values of Tennessee forests.    Represents the Department with 
the media by participating in audio, print, and video interviews in response to requests for information.Communicating 
with Supervisors, Peers, or Subordinates:    Participates in performance evaluation discussions with supervisor to 
understand performance expectations and method by which set goals are achieved.    Submits regular (e.g., daily, 
weekly, bi-monthly, monthly) work documents by mail or in person to verify work completed.    Communicates as 
required by supervisor to provide accurate plan of daily activities and accomplishments.    Communicates with 
subordinates and/or supervisor in a timely manner regarding absence or delay in work activities to facilitate 
coordination of daily work plans.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes workload of self 
and subordinates to ensure accurate completion of work, incorporating last minute and unscheduled tasks.    Delegates 
tasks to subordinates based on the responsibilities of the position to ensure work is completed efficiently, accurately, 
and timely.Performing General Physical Activities:    Walks, hikes, and works on steep, rough terrain for extended 
periods of time to build or patrol fire line, perform cruising activities, boundary line inspections, forest 
health/management work and/or timber sale setup.    Carries and/or operates equipment such as cruising equipment 
weighing up to 20lbs for moderate and extended distances.Scheduling Work and Activities:    Schedules activities (e.g., 
forest inventory plot measurements, field days, training) for self and subordinates to ensure efficient program 
implementation.    Coordinates program specific events such as Tree City, private landowner training days, Master 
Logger sessions, and webinars through partnerships with other entities to educate the public.Documenting/Recording 
Information:    Enters time and labor or expense information electronically to document weekly schedule and work 
related travel.    Completes reports and forms such as courtesy checks, State Forest activity reports, and customer 
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service reports, and etc. as required.    Maintains a database of important contact information (e.g., city government, 
parks/rec., utility foresters, loggers) to better communicate program and grant information.    Enters data into 
spreadsheets to track progress of program activities and document history of project performance.Inspecting 
Equipment, Structures, or Material:    Inspects installation of forestry best management practices (e.g., temporary 
stream crossing structure, erosion control measures, road design standards) to ensure effective implementation. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Approachability    Customer Focus    Integrity and Trust    Managerial Courage    
Presentation Skills    Problem Solving    Process Management    Strategic Agility    Written Communications Knowledge:    
Administration and Management    Computers and Electronics    Geography    Geology    Mathematics Skills:    Active 
Learning    Active Listening    Critical Thinking    Mathematics    Reading Comprehension    Science    Speaking    Writing    
Coordination    Instructing    Negotiation    Persuasion    Complex Problem Solving    Judgment and Decision Making    
Management of Financial Resources    Management of Material Resources    Time Management Abilities:    Deductive 
Reasoning    Inductive Reasoning    Mathematical Reasoning    Number Facility    Oral Comprehension    Problem 
Sensitivity    Time Sharing    Written Comprehension    Written Expression    Stamina    Speech Clarity    Speech 
Recognition 
 
Tools and Equipment Used: 
    Global Positioning System    Computer 
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062983 - FORESTRY TECHNICIAN 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1744 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time work in one or a combination of the following areas: (1) fire suppression or fire prevention, (2) 
the conservation of trees, soil, water, or wildlife, (3) the farming or harvesting of forest products or orchards, (4) land 
surveying or mapping, (5) the operation of sawmills or tractors or bulldozers, or (6) maintenance and repair of heavy 
equipment or carpentry. Substitution of Education for Experience: Additional college coursework in fire science, 
emergency management, homeland security, and natural resources from an accredited college or university may 
substitute for the required experience on a year-for-year basis to a maximum of two years. Substitution of Experience 
for Education: Experience in fire suppression or fire prevention; the conservation of trees, soil, water, or wildlife; the 
farming or harvesting of forest products or orchards; land surveying or mapping; the operation of sawmills or tractors or 
bulldozers; or maintenance and repair of heavy equipment or carpentry may be substituted for the required education 
on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess and maintain a valid vehicle operator’s license 
during employment;2. Be at least eighteen (18) years of age on the date of application;3. Take and pass the job-related 
work capacity test for wildland firefighters (WCT) for positions that perform fire line activity as one of their primary 
duties. This test consists of walking 2 miles with a 25-pound backpack in 30 minutes or less;4. Maintain a level of 
physical fitness and general health (both physically and mentally) which shall permit them to effectively perform their 
duties. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs fire prevention, fire suppression, and conservation work on state forests 
and private lands of considerable difficulty; and performs related work as required. Distinguishing Features: This is the 
supervisory class in the Forestry Aide sub-series.  An employee in this class supervises incident operation resources in 
preparedness, planning, and implementation of a wide variety of wildland fire suppression and related work in fire 
management, forest management and reforestation on state forests and private lands. This class differs from a Forestry 
Aide 2 in that an incumbent of the latter operates heavy equipment, leads a crew in wildland fire suppression and 
conservation work and does not evaluate performance of employees.  
 
Work Activities: 
 Supervises other wildland firefighters and external resources on wildland fire suppression, prevention, and prescribed 
fire activities and on other all-hazard situations by ensuring safety, coordinating job assignments and maintaining 
effective communication.  Serves as incident commander, assesses environmental conditions of active fires and 
available resources, and applies knowledge of fire behavior to determine course of action to control fires. Constructs a 
fire line using hand tools (e.g., fire rake, Pulaski, and leaf blower) for extended periods of time. Manages and schedules 
daily activities of staff to set short-term priorities such as: fire prevention activities, facility maintenance needs, vehicle 
maintenance needs, State Forest activities, landowner assistance, and vendor services.  Oversees feedback received 
from landowners, fire departments, and other public agencies by gathering information from all parties. Gathers forest 
inventory data to assist Area Foresters in writing forest management plans.  May be responsible for documenting and 
reporting status of compliance with state outdoor burning laws within assigned area. Develops and maintains positive 
and productive working relationships with the forest industry such as cooperators (e.g., fire departments, rescue 
squads, emergency management) and other state agencies regarding wildland fire prevention, training, public outreach, 
suppression, burn permits, and all-hazard situations.  Supervises direct reports both technically and administratively. 
Conducts performance evaluations. Develops appropriate training to ensure direct reports maintain working knowledge 
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of and adhere to internal policies and procedures. Identifies opportunities appropriate for direct reports to promote 
development and performance.  May operate and maintain heavy equipment. Operates and performs minor repairs and 
maintenance on various equipment.  Supervises the monitoring, detection, and control of forest pests, invasive species, 
environmental, and other forest health issues.  Maintains various records such as: active projects, fire reports, water 
quality reports, vehicle/equipment maintenance, and facility/equipment safety inspections. Manages inventory on 
equipment and supplies.  Attends mandatory trainings required by the division.  Assists in the evaluation and review of 
timber harvest sites on private or public forest land for implementation of forestry Best Management Practices and/or 
contract compliance.   
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Process Management                     Building Effective Teams              Self-
Development              Command Skills                Conflict Management                    Confronting Direct Reports                       
Learning on the Fly                       Organizing                         Timely Decision Making   Knowledge: Administration and 
Management              Public Safety and Security                        Building and Construction                         Computers and 
Electronics                        Customer and Personal Service                 Mathematics                      Mechanical                        
Geography                         Transportation        Education and Training                 Skills: Active Listening                Complex 
Problem Solving                        Coordination                      Equipment Maintenance                Instructing                          
Management of Material Resources                      Monitoring                         Speaking                Troubleshooting     Time 
Management                         Abilities: Auditory Attention                        Deductive Reasoning                     Dynamic Strength                        
Inductive Reasoning                      Spatial Orientation                         Peripheral Vision               Problem Sensitivity                       
Stamina                  Visualization                      Written Comprehension  
 
Tools and Equipment Used: 
 Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   GPS/Survey Equipment                 
Smart Phone                       Safety Equipment/Tools                 Motor Vehicles                  Heavy Equipment              
Maintenance Equipment                Training Props                   Maintenance Equipment                Mobile and Portable Radios 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
093419 - FORMS DESIGNER 2* 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4668 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of forms or document design, computer operations, systems design, operating computer software or print 
production work.Substitution of College Education for Experience: Additional course work credit received from an 
accredited college or university with emphasis in computer or information technology or a related field may be 
substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Employees in this class must meet the following requirements: Complete a criminal 
history disclosure form in a manner approved by the appointing authority.2. Agree to release all records involving their 
criminal history to the appointing authority.3. Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check.4. A valid motor vehicle operator license.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for forms design work of considerable difficulty; and performs 
related work as required.Distinguishing Features: This is the working level of the Forms Designer series. An incumbent in 
this class will be responsible for planning, designing, coding, testing, debugging, and documenting of software 
components using different coding languages to create forms. This class is flexibly staffed with and differs from the 
Forms Designer 1, in that an incumbent of the latter learns how to create forms. 
 
Work Activities: 
1. Develops and deploys documents utilizing Advanced Function Printing, Page Descriptive Entries, and document 
composition tools.2. Consults with clients and programmers to determine form needs: advises appropriately regarding 
various aspects of development and design of forms.3. Plans, organizes, and directs applications for placement of 
barcodes on forms and documents.4. Creates forms, page definitions and resources that are used in the creation of 
documents with variable data printing.5. Tests created forms to ensure that forms print properly as required by the 
customer and postal regulations: sends variable data to merge with created forms.6. Designs, codes, tests, debug, and 
document software solutions.7. Performs maintenance and changes on new or existing programs or overlays: updates 
signatures, websites, language, or format on forms; adds new information to forms.8. Establishes and maintains 
standard operating procedures and standards for viewing and utilizing software: consults with upper management for 
policy revisions.9. Assists manager in daily operations of print room: oversees production work to be printed; resolves 
issues that may arise. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Learning on the Fly Technical Learning Organizing Dealing with Ambiguity Priority Setting 
Function/Technical Competency Time Management Problem SolvingKnowledge: Clerical Computers and Electronics 
Customer and Personal Service Design Production and ProcessingSkills: Active Learning Active Listening Complex 
Problem Solving Critical Thinking Judgment and Decision Making Operations Analysis Quality Control Analysis Reading 
Comprehension Time Management TroubleshootingAbilities: Visualization Deductive Reasoning Fluency of Ideas Time 
Sharing Written Comprehension Oral Comprehension Problem Sensitivity Selective Attention Inductive Reasoning 
Memorization 
 
Tools and Equipment Used: 
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 Multifunction Printers Scanners (handheld and flatbed) Computer Mainframe Applications Document Composition 
Applications 
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075292 - FUNDS COORDINATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3661 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079447 - GENERAL COUNSEL 1 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4418 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079447 - GENERAL COUNSEL 1 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4419 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079447 - GENERAL COUNSEL 1 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  4420 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079448 - GENERAL COUNSEL 2 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  4421 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079448 - GENERAL COUNSEL 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4422 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079448 - GENERAL COUNSEL 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4423 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079448 - GENERAL COUNSEL 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4424 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079448 - GENERAL COUNSEL 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4425 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  4426 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4427 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4428 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  4429 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  4430 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4431 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4432 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079449 - GENERAL COUNSEL 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4433 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4434 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4435 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4436 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4437 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4438 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4439 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079450 - GENERAL COUNSEL 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4440 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077451 - GEOLOGIST 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6475 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree that meets the 
education requirements for licensure as a geologist.Note: The current Tennessee State Geology Board educational 
requirements include a bachelor’s degree from an accredited college or university with at least forty-five (45) quarter 
hours in geology, geophysics, geochemistry, engineering geology, or their subdivisions. Therefore, a transcript is 
required for proper evaluation of this class. 
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional geologic work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry level class in the Geologist sub-series. An employee in 
this class works under immediate supervision in learning to apply professional geologic principles and practices to work. 
This class differs from that of Geologist 2, in that an incumbent of the latter acts at the working level which requires that 
duties be performed under general supervision.*An applicant appointed to this flexibly staffed class will be reclassified 
to the next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Assists in conducting investigations in response to environmental 
concerns, inquiries, and/or complaints. Learns to perform geological investigation, remediation, and/or monitoring 
work, including sampling and evaluation of pollutants to determine compliance with applicable standards. Processing 
Information: Uses geologic knowledge of site to insure samples collected are adequate to determine if a problem exists 
in groundwater, soil or bedrock. Assists in compiling raw data, from field or other sources, for the purpose of generating 
geologic maps and/or other reports. Resolving Conflicts and Negotiating with Others: Assists in investigating complaints, 
developing recommendations for identified problems, and if necessary, refers to enforcement section for additional 
action(s). Evaluating Information to Determine Compliance with Standards: Assists in enforcing established 
environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, taking 
corrective action as warranted. Assists in inspections of drilling and/or geophysical investigations or operations at sites, 
to ensure compliance with standards.  Assists in the review of applications, forms, plans, inspection documents, general 
correspondence, reports or other records to insure technical adequacy. Assists in the oversight of geological and/or 
environmental sampling, to assure that they are properly collected, labeled, stored and/or shipped to the laboratory 
according to state standards. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Prepares 
documentation (such as designs, layouts, etc.), in a concise and defensible manner, to ensure that the Agency’s mission 
is met.  Making Decisions and Solving Problems: Assists in determining if compliance violation warrants an enforcement 
order. Getting Information: Conducts geologic surveys of a given area to obtain all pertinent information. Assists in the 
performance of routine drilling, logging, sampling operations, geological reconnaissance surveys, mapping, 
interpretation of aerial photographs, research of geological literature, and report preparation. Assists in geological work 
in the areas of surface mining, solid waste management, water quality, highway construction, geologic hazard, geologic 
research, and natural resources development. Assists in collecting geologic samples for field or laboratory analysis.  
Assists in field explorations for construction materials. Explores areas surrounding highway construction for economical 
sources of aggregate and borrow materials. Repairing and Maintaining Mechanical Equipment: Maintains and monitors 
safety equipment, as needed. Maintains and calibrates mechanical field equipment, as needed. Inspecting Equipment, 
Structures, or Material: Evaluates performance of equipment, structures, and/or materials. Conducts inspections of 
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equipment, structures, and/or material, to ensure proper installation, maintenance, and/or operation. Judging the 
Qualities of Things, Services, or People: Assists in the evaluation of materials for construction (i.e. aggregate, borrow 
material, etc.), for quantity and quality. Communicating with Persons Outside Organization: Assists in the creation of 
approval letters, notice of deficiencies, notice of violations, or enforcement action requests. Ensures all internal and 
external customers are serviced in a timely, professional and knowledgeable manner, in accordance with the 
department’s mission. Provides high-quality outreach, technical assistance, and distribution of information to 
stakeholders. Learns to use the proper tools and/or equipment available to communicate with stakeholders. Controlling 
Machines and Processes: Operates and calibrates all assigned equipment, in accordance with all safety standards and 
rules. Repairing and Maintaining Electronic Equipment: Maintains and calibrates electronic equipment (such as, but not 
limited to: turbid meter, photo ionization detector, pH meter, GPS, etc.), as needed. Documenting/Recording 
Information: Inputs data into appropriate databases for tracking, enforcement, recordkeeping, research, etc. Documents 
all relevant work activities, contacts, and meetings. Interpreting the Meaning of Information for Others: Learns to 
perform public contacts and liaison work in explaining geologic activities. Analyzing Data or Information: Assists in 
preparing and/or reviewing maps, and/or other geologic and environmental data. Assists in analyzing or reviewing 
mineral commodities, environmental records and/or other information to assist inquiries. Communicating with 
Supervisors, Peers, or Subordinates: Provides effective communication to supervisors or peers, by telephone, email, 
verbally, etc. Establishing and Maintaining Interpersonal Relationships: Relates observations, conclusions, and opinions 
to co-workers or internal customers in a respectful and professional manner. Works with and ensures healthy 
relationships with other agencies and organizations. Performing General Physical Activities: Performs physical activities, 
such as walking (i.e. ditches, uneven terrain, etc.), wading in water, lifting, operating equipment (i.e. auger, probe, etc.), 
climbing, etc. Performing for or Working Directly with the Public: Attends, observes, and/or participates in public 
meetings or public outreach, as required. Organizing, Planning, and Prioritizing Work: Prioritizes work assignments to 
ensure goals are met or exceeded. Interacting With Computers: Uses various software programs, such as modeling, 
Geographic Information System (GIS), databases, word processing, spreadsheets, email, etc. Enters time and leave 
within the designated computer program, in a proper and timely manner. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates personal or assigned vehicles, in accordance with agency policy and procedures, as well as all 
traffic laws while on duty. Performing Administrative Activities: Completes required documentation for travel and/or 
field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.). Ensures all documents related to 
activities, contacts, and meetings are properly filed. Distributes and routes documents to the appropriate parties. 
Ensures all documents are managed according to the Records Disposition Authorization (RDA). Scheduling Work and 
Activities: Schedules work week to address regular and complaint inspections, tasks, directives, correspondence, 
etc.Updating and Using Relevant Knowledge: Seeks opportunities for professional development within and outside of 
the agency. Fulfills educational/training requirements as established by the agency. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Decision Quality Integrity and Trust Problem Solving Written 
Communication Listening Learning on the Fly Time Management Timely Decision Making Ethics and Values Perseverance 
Intellectual Horsepower Drive for Results Presentation Skills Strategic Ability Technical Learning Approachability Boss 
Relationship Compassion Priority Setting Customer Focus Patience Peer Relationship Dealing with Ambiguity Action 
Oriented Self-Development Self-Knowledge Perspective Composure Managing Diversity Interpersonal Savvy        
Knowledge: Chemistry Engineering and Technology Geography Law and Government Building and Construction Geology 
Customer and Personal Service Mathematics Public Safety Communication and Media Computers and Electronics Design 
Mechanical Physics Biology History and Archeology Skills: Science Speaking Critical Thinking Writing Active Learning 
Reading Comprehension Active Listening Mathematics Troubleshooting Service Orientation Time Management Complex 
Problem Solving Equipment Selection Operation and Control Learning Strategies Social Perceptiveness Coordination 
Equipment Maintenance Technology Design Monitoring Instructing Abilities: Written Comprehension Written 
Expression Deductive Reasoning Inductive Reasoning Oral Expression Visualization Speech Clarity Speech Recognition 
Flexibility of Closure Mathematical Reasoning Information Ordering Oral Comprehension Depth Perception Category 
Flexibility Problem Sensitivity Fluency of Ideas Selective Attention Spatial Orientation Auditory Attention 
 
Tools and Equipment Used: 
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 Computer/Tablet Projector (Slides/Overhead) Fax Machine/Printer/Scanner/Copier Motor Vehicles Maps, Surveying 
and Measuring Equipment Cameras and Optical Equipment Laboratory Equipment Graphic Software Telephone/Cell 
Phone/Two-Way Radios Global Positioning System (GPS)/Compass Sampling, Monitoring Equipment and Supplies/Tools 
Safety and/or Personal Protective Equipment (PPE) Hand Tools  
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077456 - GEOLOGIST-STATE 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4175 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial geologic work of considerable difficulty; and performs related 
work as required.Distinguishing Features: This is the highest class in the Geologist sub-series. The employee in this class 
is responsible for managing all geologic work conducted by the Conservation Department. This class differs from 
Geologist 5 in that an incumbent of the latter is responsible for supervising a moderate-sized staff and reports to the 
incumbent of the former. 
 
Work Activities: 
1. Plans, directs, and coordinates state wide geologic operations.2. Reviews and makes decisions on employment, 
retention, promotion, demotions, and other human resources actions.3. Directs the study of relevant policy and 
procedure and reviews and passes judgement upon recommendations for change.4. Performs important and difficult 
public contact and liaison work in explaining and interpreting geologic programs.5. Prepares and administers division 
budget.6. Recommends changes in legislation and other regulations pertaining to geologic, topographic, and 
conservation programs.7. Advises and confers with governmental agencies, industrial organizations, conservation 
groups, recreation agencies, planning groups, educational institutions, and the public on geologic problems, and assists 
in solving and correcting such problems.8. Directs the collection, recording, and analysis of geologic information.9. 
Prepares recommendations for improving geologic activities relating to the water and mineral resources of the state.10. 
Directs and conducts geologic investigations and research.11. Publishes and distributes reports and bulletins embodying 
the results of geologic work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075586 - GIS ANALYST 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  5050 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of experience in: 1) software applications development for Geographic Information Systems, or 
2) the creation of maps or related reports using Geographic Information Systems software or hardware. Substitution of 
Experience for Education:  Qualifying experience in one or a combination of the following areas may substitute for the 
required education, on a year for year basis, to a maximum of four years: 1) any geographical measurement work 
including but not limited to computer aided drafting design, software applications development for Geographic 
Information Systems, or the creation of maps or related reports using Geographic Information Systems software or 
hardware, or 2) any information systems work including but not limited to computer programming, database 
administration, or information systems analysis (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Graduate 
Education for Experience:  Additional qualifying graduate course work in geography may substitute for the required 
experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in geography may 
substitute for one year of the required experience). OROne year of experience as a GIS Analyst 1, with the State of 
Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for Geographic Information Systems (GIS) work of average difficulty 
in the analysis and evaluation of equipment and software applications for GIS development; and performs related work 
as required. Distinguishing Features:  ,This is the working level class in the Geographic Information Systems Analyst sub-
series.  An employee in this class performs advanced spatial analysis; custom designs software applications, and analyzes 
and evaluates equipment and software applications necessary for GIS development programs.  This class differs from 
Geographic Information Systems Analyst 1 in that incumbents of the latter perform at the entry level.  This class differs 
from Geographic Information Systems Analyst 3 in that incumbents of the latter either perform at the advanced working 
level in the central information systems division for the State or supervise subordinate GIS analytic staff. 
 
Work Activities: 
1. Develops customized Geographic Information Systems (GIS) applications; creates GIS applications which provide 
decision-making tools for complex issues such as demographics, transportation, and the potential impact of 
construction, conservation initiatives, and other regional activities; identifies project objectives, required resources, and 
technical approaches necessary to satisfy the needs of the client by performing background research and applying 
industry standards; writes source code using state-approved programming languages; checks source code through test 
simulations to ensure application meets goals outlined in project plan; makes corrections to source code based on 
feedback from other analysts and staff; implements application by transferring it to a production environment using 
various media, storage, or network devices.2. Creates specialized data sets, reports, maps, graphics, and other 
requested materials by analyzing data using GIS; researches pre-existing data sets and data resources to gain familiarity 
with issues surrounding request; selects the appropriate data collection, integration, and storage methods based on 
project objectives and current research; acquires data by submitting requests to appropriate agencies and physically 
collecting data from raw sources such as libraries, networks, or related media; defines output parameters by loading 
data, graphics, and geography into database or system; performs spatial analysis using appropriate GIS application tools 
and commands.3. Integrates GIS into existing agency or departmental applications to improve quality and cost 



 TN Job Classification Specifications  
September 22, 2020 

effectiveness of state services; examines existing business processes to determine what data sets are involved, how the 
data is obtained and stored, and current business needs; identifies requirements necessary for GIS integration through 
consultations with clients, vendors, and other application developers based on request and agency needs; writes source 
code using state-approved programming languages to create a digital map-interface allowing access to business data in 
a spatial environment; determines if system problems are related to hardware compatibility issues, software errors, or 
user operation based on the performance of GIS components.4. Maintains GIS applications, hardware, and software to 
ensure performance needs are met; defines the cost effectiveness, compatibility of software components, and 
application performance to determine impact of system modifications on the agency; evaluates industry standards and 
technological advances to determine if system improvements are beneficial to the agency; monitors performance of 
hardware components such as plotters, scanners, and digitizers; may install GIS software and hardware upgrades for 
users.5. Provides training and technical assistance to users of geographic information systems (GIS) throughout state 
agencies; trains users regarding the functionality of GIS software and custom-designed applications through individual or 
class instruction; writes instructional content and incorporates sample data sets and maps, output methods, and related 
equipment for classes on the functionality of GIS; provides technical support to users regarding use of GIS tools through 
e-mail, telephone, or personal interaction. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Creativity    Learning on the Fly    Decision Quality    Informing    
Customer Focus    Self-Development    Self-Knowledge    Directing OthersKnowledge:     Knowledge of Geo spatial 
software to support enterprise GIS functions    Knowledge of Relational Databases to effectively manage geospatial 
vector data    Knowledge of Computer hardware to monitor plotters, scanners and digitizers    Knowledge of Design 
Software to create spatial systems and data structures    Knowledge of Location and Navigation Systems to integrate GIS 
devices and data with enterprise GIS    Knowledge of Programming Language to effectively develop GIS web applications    
Knowledge of Spatial Analysis to integrate GIS applications into existing agency systems to support effective decision 
making    Knowledge of Geographic Principles,  such as map projections and coordinating systems    Knowledge of 
Communication and Media    Customer and Personal Service to troubleshoot GIS issues    Education and Training to write 
technical support documents    Mathematics           Skills:     Creating effective maps through the use of cartographic skills    
Skill in developing robust GIS applications    Active Learning    Active Listening    Critical Thinking    Learning Strategies to 
create technical support documents    Mathematics    Reading Comprehension    Writing    Speaking    Science    
Instructing    Problem Solving to use GIS application tools to solve business problems    Social Perceptiveness    Service 
Orientation    Equipment Selection    Installation    Operation and Control    Operations Analysis    Programming to create 
digital map-interfaces or standard reports    Programming to extract data    Programming to create GIS data applications    
Technology Design to define output parameters    Troubleshooting user issues    Judgment and Decision Making    
System Analysis skill integrating GIS in agency applications    Systems Evaluation               Abilities:     Deductive Reasoning    
Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical Ideas    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial 
Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written Expression    Visualization 
 
Tools and Equipment Used: 
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075587 - GIS ANALYST 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  5053 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two years of experience in: 1) software applications development for Geographic Information Systems, or 
2) the creation of maps or related reports using Geographic Information Systems software or hardware.Substitution of 
Experience for Education:  Qualifying experience in one or a combination of the following areas may substitute for the 
required education, on a year for year basis, to a maximum of four years: 1) any geographical measurement work 
including but not limited to computer aided drafting design, software applications development for Geographic 
Information Systems, or the creation of maps or related reports using Geographic Information Systems software or 
hardware, or 2) any information systems work including but not limited to computer programming, database 
administration, or information systems analysis (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education).Substitution of Graduate 
Education for Experience:  Additional qualifying graduate course work in geography may substitute for the required 
experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in geography may 
substitute for one year of the required experience).OROne year of experience as a GIS Analyst 2, with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for Geographic Information Systems (GIS) work of considerable 
difficulty in the analysis and evaluation of equipment and software applications for GIS development; and performs 
related work as required.  Distinguishing Features: This is the supervisory or advanced working level class in the GIS 
Analyst sub-series.  An employee in this class either supervises subordinate GIS analytic staff or performs non-
supervisory advanced GIS analytic work in the central information systems division for the State.  Employees in this class 
analyze and evaluate the utility of GIS-related software and hardware and also design, program, and implement GIS-
related solutions. This class differs from GIS Analyst 2 in that incumbents of the latter perform at the working level.  This 
class differs from GIS Manager 1 in that incumbents of the latter manage the operation of and supervise employees in a 
GIS unit. 
 
Work Activities: 
1. Supervises subordinate staff working with Geographic Information Systems (GIS); establishes quality guidelines and 
key milestones for each project based on project goals outlined in the work plan; performs independent quality 
assurance reviews of GIS projects by testing source code, checking system performance, ensuring project is operating 
within established budget, and monitoring activities of project team; identifies types of application tests which will be 
required based on nature of the project; maintains official project archives and documentation by securing electronic 
storage of data and properly cataloguing materials; provides periodic progress reports to management or supervision; 
assigns performance rating for subordinate staff according to established criteria; reviews results of performance 
evaluation with management and respective employee; may monitor schedule and attendance of staff.2. Develops 
customized GIS software applications; creates GIS applications which provide decision-making tools for complex issues 
such as demographics, transportation, and the potential impact of construction, conservation initiatives, and other 
regional activities; makes formal requests to management for project approval, funding, human resources, and 
additional hardware or software needs; assigns projects and tasks according to work plan, available resources, and 
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individual area of expertise; develops detailed work plan according to project objectives, available resources, and 
required technical approach; writes source code using state-approved programming languages; makes corrections to 
source code based on test simulations and feedback from other analysts and staff; writes formal documentation 
regarding project goals, changes in source code, storage of data and materials, and project completion.3. Creates 
specialized data sets, reports, maps, graphics, and other requested materials by analyzing data using GIS; researches 
pre-existing data sets and data resources to gain familiarity with issues surrounding request; identifies appropriate 
spatial data model to apply to complex problems based on agency needs and available GIS applications and resources; 
selects the appropriate data collection, integration, and storage methods based on project objectives and current 
research; acquires data by submitting requests to appropriate agencies and physically collecting data from raw sources 
such as libraries, networks, or related media; defines output parameters by loading data, graphics, and geography into 
database or system; performs spatial analysis using appropriate GIS application tools and commands; presents the 
results of spatial data analysis and recommendations to agencies in the appropriate format.4. Integrates GIS into 
existing agency or departmental applications of greater scope and complexity to improve quality and cost effectiveness 
of state services; examines existing business processes to determine what data sets are involved, how the data is 
obtained and stored, and current business needs; identifies requirements necessary for GIS integration through 
consultations with clients, vendors, and other application developers based on request and agency needs; writes source 
code using state-approved programming languages to create a digital map-interface allowing access to business data in 
a spatial environment; determines if system problems are related to hardware compatibility issues, software errors, or 
user operation based on the performance of GIS components.5. Oversees the maintenance of GIS applications, 
hardware, and software to ensure performance needs are met; defines the cost effectiveness, compatibility of software 
components, and application performance to determine impact of system modifications on the agency; assesses needs 
for software or hardware upgrades through interaction with users and vendors; examines new technologies and product 
specifications at user conferences to determine potential for incorporation into current GIS systems; evaluates industry 
standards, emerging technologies, and agency goals to determine if system improvements are necessary.6. Provides 
training and technical assistance to users of GIS throughout state agencies; develops curriculum and training standards 
for classes on the functionality of GIS based on agency requirements and industry standards; trains users regarding the 
functionality of advanced GIS software and custom-designed applications through individual or class instruction. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Learning on the Fly    Decision Quality    Functional/Technical Competencies    Directing 
Others    Informing    Customer Focus    Self-Development    Self-KnowledgeKnowledge:    Knowledge of Geo spatial 
software to support enterprise GIS functions    Knowledge of Relational Databases to effectively manage geospatial 
vector data    Knowledge of Computer software and hardware installation    Knowledge of Design Software to create 
complex spatial systems and data structures    Knowledge of Location and Navigation Systems to integrate GPS devices 
and data with enterprise GIS    Knowledge of Programming Language to effectively develop GIS web applications    
Knowledge of Spatial Analysis to support independent quality assurance reviews of GIS projects    Knowledge of 
Geographic Principles, such as map projections and coordinating systems    Knowledge of Communication and Media to 
present spatial data analysis recommendations    Customer and Personal Service to obtain project proposal approval    
Education and Training to develop user training    Mathematics    Knowledge of GIS System Architecture to maintain and 
support enterprise GIS infrastructure    Knowledge of GIS Web Development Software to effectively develop GIS web 
applications    Knowledge of GIS scripting language(s) to streamline geoprocessing functions and tasks    Knowledge of 
personnel policies and proceduresSkills:    Creating effective maps through the use of cartographic skills    Skill in 
developing robust GIS applications    Active Learning    Active Listening    Critical Thinking    Learning Strategies develop 
effective curriculum    Mathematics    Reading Comprehension    Writing formal project documentation    Speaking    
Science    Instructing    Complex Business Problem Solving through the use of GIS applications and resources    Social 
Perceptiveness    Service Orientation    Equipment Selection    Installation of computer software and hardware    
Operation and Control to oversee GIS application accuracy and performance    Operations Analysis    Programming 
specialized data sets, reports, maps, and graphics    Technology Design    Troubleshooting    Judgment and Decision 
Making    Systems Analysis    Systems Evaluation    Time Management    Skill in creating Web Map and Image Services                         
Abilities:    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical 
Ideas    Number Facility    Oral Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    
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Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written 
Expression    Visualization 
 
Tools and Equipment Used: 
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075537 - GIS ANALYST ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5101 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of experience in: 1) software applications development for Geographic Information Systems, or 
2) the creation of maps or related reports using Geographic Information Systems software or hardware. Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may substitute for the 
required education, on a year for year basis, to a maximum of four years: 1) any geographical measurement work 
including but not limited to computer aided drafting design, software applications development for Geographic 
Information Systems, or the creation of maps or related reports using Geographic Information Systems software or 
hardware, or 2) any information systems work including but not limited to computer programming, database 
administration, or information systems analysis. Substitution of Graduate Education for Experience: Additional qualifying 
graduate course work in geography may substitute for the required experience, on a year-for-year basis, to a maximum 
of one year (e.g., 36 graduate quarter hours in geography may substitute for one year of the required experience. OR 
Attainment of Geographic Information Systems Professional Certification. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) work of considerable 
difficulty in the analysis and evaluation of equipment and software applications for GIS development; and performs 
related work as required. Distinguishing Features: This is the supervisory or advanced level class in the Geographic 
Information Systems Analyst sub-series. An employee in this class either supervises subordinate GIS analytic staff or 
performs non-supervisory GIS-Adv analytic work in the central information systems division for the State. Employees in 
this class analyze and evaluate the utility of GIS-related software and hardware and also design, program, and 
implement GIS-related solutions. This class differs from Geographic Information Systems Manager in that incumbents of 
the latter manage the operation of and supervise employees in a GIS unit. 
 
Work Activities: 
Getting Information:    Acquires data by submitting requests to appropriate agencies and physically collecting data from 
raw sources such as libraries, networks, or related media.Identifying Objects, Actions, and Events:    Observes events out 
of data patterns.Evaluating Information to Determine Compliance with Standards:     Identifies project objectives, 
required resources, and technical approaches necessary to satisfy the needs of the client by performing background 
research and applying defined standards.Analyzing Data or Information:    Performs spatial analysis using appropriate 
GIS application tools and commands to solve business problems.    Researches pre-existing data sets and data resources 
to gain familiarity with issues surrounding request.    Selects the appropriate data collection, integration, and storage 
methods based on project objectives and current research.Making Decisions and Solving Problems:    Examines existing 
business processes to determine what data sets are involved, how the data is obtained and stored, and current business 
needs.    Identifies appropriate spatial data model to apply to complex problems based on agency needs and available 
GIS applications and resources.Thinking Creatively:    Integrates GIS into existing agency or departmental applications to 
improve quality and cost effectiveness of state services.    Creates GIS data applications, which provide decision-making 
tools for complex issues such as demographics, transportation, and the potential impact of construction, conservation 
initiatives, and other regional activities.Updating and Using Relevant Knowledge:    Evaluates industry standards and 
technological advances to determine if system improvements are beneficial to the agency.    Assesses needs for software 
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or hardware upgrades through interaction with users and vendors.Processing Information:    Writes source code using 
programming languages to create a digital map-interface or standard report allowing access to business data in a spatial 
environment.     Checks source code through test simulations to ensure application meets goals outlined in project plan.    
Creates standardized processes to provide consistent output in compliance with established business procedures.    
Extracts data from internal sources.    Creates specialized data sets, reports, maps, graphics, and other requested 
materials by analyzing data using GIS.    Defines output parameters by loading data, graphics, and geography into 
database or system.Interacting with Computers:    Implements application by transferring it to a production 
environment using various media, storage, or network devices.    Determines if system problems are related to 
hardware compatibility issues, software errors, or user operation based on the performance of GIS components.    
Installs GIS software and hardware upgrades for users.Documenting/Recording Information:    Creates specialized data 
sets, reports, maps, graphics, and other requested materials by analyzing data using GIS.    Maintains official project 
archives and documentation by securing electronic storage of data and properly cataloguing materials.    Writes formal 
documentation regarding project goals, change in source code, storage of data, materials and project 
completion.Communicating with Supervisors, Peers, or Subordinates:    Provides periodic progress reports to 
management or supervisor.    Assigns performance ratings for subordinate staff according to established criteria.    
Presents the results of spatial data analysis and recommendations to agencies in the appropriate format.    Reviews 
results of performance evaluation with management and respective employee.Communicating with Persons Outside 
Organization:    Corresponds with individuals outside the organization to troubleshoot or answer questions regarding GIS 
services.Monitor Processes, Materials, or Surroundings:    Monitors spatial systems, data structure, software and 
applications to ensure required availability of data and systems.    Maintains GIS applications, hardware, and software to 
ensure performance needs are met.    Defines the cost effectiveness, compatibility of software components, and 
application performance to determine impact of system modifications on the agency.    Monitors performance of 
hardware components such as plotters, scanners, and digitizers.Training and Teaching Others:    Trains users regarding 
the functionality of GIS related equipment, software and custom-designed applications through individual or class 
instruction.    Provides training and technical assistance to users of GIS throughout state agencies.    Develops curriculum 
and training standards for classes on the functionality of GIS, based on agency requirements and industry 
standards.Provide Consultation and Advice to Others:    Identifies requirements necessary for GIS integration through 
consultations with clients, vendors, and other application developers based on request and agency needsEstimating the 
Quantifiable Characteristics of Products, Events, or Information:    Makes formal request to management for project 
approval, funding, human resources, and additional hardware or software needs.Judging the Qualities of Things, 
Services, or People:    Performs independent quality assurance reviews of GIS projects by testing source code, checking 
system performance, ensuring project is operating within established budget, and monitoring activities of project team.    
Identifies types of application test which will be required based on nature of the project.    Oversees the maintenance 
GIS applications, hardware, and software to ensure performance needs are met.    Defines the cost effectiveness, 
compatibility of software components, and application performance to determine impact of system modifications on 
the agency.    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Defines output parameters by loading data, graphics, and geography into database or 
system.Scheduling Work and Activities:    Establishes quality guidelines and key milestones for each project based on 
project goals outlined in the work plan.    Assigns projects and tasks according to work plan, available resources, and 
individual area of expertise.    Develops detailed work plan according to project objectives, available resources, and 
required technical approach.Guiding, Directing, and Motivating Subordinates:    Assigns performance rating for 
subordinate staff according to established criteria.    Reviews results of performance evaluation with management and 
respective employee.    Supervise subordinate staff working with geographic information systems.Performing 
Administrative Activities:    Monitors schedule and attendance of staff. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Learning on the Fly    Decision Quality    Functional/Technical Competencies    Directing 
Others    Informing    Customer Focus    Self-Development    Self-KnowledgeKnowledge:    Knowledge of Geo spatial 
software to support enterprise GIS functions    Knowledge of Relational Databases to effectively manage geospatial 
vector data    Knowledge of Computer software and hardware installation    Knowledge of Design Software to create 
complex spatial systems and data structures    Knowledge of Location and Navigation Systems to integrate GPS devices 
and data with enterprise GIS    Knowledge of Programming Language to effectively develop GIS web applications    
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Knowledge of Spatial Analysis to support independent quality assurance reviews of GIS projects    Knowledge of 
Geographic Principles, such as map projections and coordinating systems    Knowledge of Communication and Media to 
present spatial data analysis recommendations    Customer and Personal Service to obtain project proposal approval    
Education and Training to develop user training    Mathematics    Knowledge of GIS System Architecture to maintain and 
support enterprise GIS infrastructure    Knowledge of GIS Web Development Software to effectively develop GIS web 
applications    Knowledge of GIS scripting language(s) to streamline geoprocessing functions and tasks    Knowledge of 
personnel policies and proceduresSkills:    Creating effective maps through the use of cartographic skills    Skill in 
developing robust GIS applications    Active Learning    Active Listening    Critical Thinking    Learning Strategies develop 
effective curriculum    Mathematics    Reading Comprehension    Writing formal project documentation    Speaking    
Science    Instructing    Complex Business Problem Solving through the use of GIS applications and resources    Social 
Perceptiveness    Service Orientation    Equipment Selection    Installation of computer software and hardware    
Operation and Control to oversee GIS application accuracy and performance    Operations Analysis    Programming 
specialized data sets, reports, maps, and graphics    Technology Design    Troubleshooting    Judgment and Decision 
Making    Systems Analysis    Systems Evaluation    Time Management    Skill in creating Web Map and Image Services                              
Abilities:    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical 
Ideas    Number Facility    Oral Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written 
Expression    Visualization 
 
Tools and Equipment Used: 
    Digital Camera    Fax Machine    Global Positioning System (GPS) Receiver    Laser Printer    Notebook Computer    
Photocopier    Plotter Printer    Portable Data Input Terminals    Scanner    Telephone 
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075537 - GIS ANALYST ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5102 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of experience in: 1) software applications development for Geographic Information Systems, or 
2) the creation of maps or related reports using Geographic Information Systems software or hardware. Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may substitute for the 
required education, on a year for year basis, to a maximum of four years: 1) any geographical measurement work 
including but not limited to computer aided drafting design, software applications development for Geographic 
Information Systems, or the creation of maps or related reports using Geographic Information Systems software or 
hardware, or 2) any information systems work including but not limited to computer programming, database 
administration, or information systems analysis. Substitution of Graduate Education for Experience: Additional qualifying 
graduate course work in geography may substitute for the required experience, on a year-for-year basis, to a maximum 
of one year (e.g., 36 graduate quarter hours in geography may substitute for one year of the required experience. OR 
Attainment of Geographic Information Systems Professional Certification. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) work of considerable 
difficulty in the analysis and evaluation of equipment and software applications for GIS development; and performs 
related work as required. Distinguishing Features: This is the supervisory or advanced level class in the Geographic 
Information Systems Analyst sub-series. An employee in this class either supervises subordinate GIS analytic staff or 
performs non-supervisory GIS-Adv analytic work in the central information systems division for the State. Employees in 
this class analyze and evaluate the utility of GIS-related software and hardware and also design, program, and 
implement GIS-related solutions. This class differs from Geographic Information Systems Manager in that incumbents of 
the latter manage the operation of and supervise employees in a GIS unit. 
 
Work Activities: 
Getting Information:    Acquires data by submitting requests to appropriate agencies and physically collecting data from 
raw sources such as libraries, networks, or related media.Identifying Objects, Actions, and Events:    Observes events out 
of data patterns.Evaluating Information to Determine Compliance with Standards:     Identifies project objectives, 
required resources, and technical approaches necessary to satisfy the needs of the client by performing background 
research and applying defined standards.Analyzing Data or Information:    Performs spatial analysis using appropriate 
GIS application tools and commands to solve business problems.    Researches pre-existing data sets and data resources 
to gain familiarity with issues surrounding request.    Selects the appropriate data collection, integration, and storage 
methods based on project objectives and current research.Making Decisions and Solving Problems:    Examines existing 
business processes to determine what data sets are involved, how the data is obtained and stored, and current business 
needs.    Identifies appropriate spatial data model to apply to complex problems based on agency needs and available 
GIS applications and resources.Thinking Creatively:    Integrates GIS into existing agency or departmental applications to 
improve quality and cost effectiveness of state services.    Creates GIS data applications, which provide decision-making 
tools for complex issues such as demographics, transportation, and the potential impact of construction, conservation 
initiatives, and other regional activities.Updating and Using Relevant Knowledge:    Evaluates industry standards and 
technological advances to determine if system improvements are beneficial to the agency.    Assesses needs for software 
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or hardware upgrades through interaction with users and vendors.Processing Information:    Writes source code using 
programming languages to create a digital map-interface or standard report allowing access to business data in a spatial 
environment.     Checks source code through test simulations to ensure application meets goals outlined in project plan.    
Creates standardized processes to provide consistent output in compliance with established business procedures.    
Extracts data from internal sources.    Creates specialized data sets, reports, maps, graphics, and other requested 
materials by analyzing data using GIS.    Defines output parameters by loading data, graphics, and geography into 
database or system.Interacting with Computers:    Implements application by transferring it to a production 
environment using various media, storage, or network devices.    Determines if system problems are related to 
hardware compatibility issues, software errors, or user operation based on the performance of GIS components.    
Installs GIS software and hardware upgrades for users.Documenting/Recording Information:    Creates specialized data 
sets, reports, maps, graphics, and other requested materials by analyzing data using GIS.    Maintains official project 
archives and documentation by securing electronic storage of data and properly cataloguing materials.    Writes formal 
documentation regarding project goals, change in source code, storage of data, materials and project 
completion.Communicating with Supervisors, Peers, or Subordinates:    Provides periodic progress reports to 
management or supervisor.    Assigns performance ratings for subordinate staff according to established criteria.    
Presents the results of spatial data analysis and recommendations to agencies in the appropriate format.    Reviews 
results of performance evaluation with management and respective employee.Communicating with Persons Outside 
Organization:    Corresponds with individuals outside the organization to troubleshoot or answer questions regarding GIS 
services.Monitor Processes, Materials, or Surroundings:    Monitors spatial systems, data structure, software and 
applications to ensure required availability of data and systems.    Maintains GIS applications, hardware, and software to 
ensure performance needs are met.    Defines the cost effectiveness, compatibility of software components, and 
application performance to determine impact of system modifications on the agency.    Monitors performance of 
hardware components such as plotters, scanners, and digitizers.Training and Teaching Others:    Trains users regarding 
the functionality of GIS related equipment, software and custom-designed applications through individual or class 
instruction.    Provides training and technical assistance to users of GIS throughout state agencies.    Develops curriculum 
and training standards for classes on the functionality of GIS, based on agency requirements and industry 
standards.Provide Consultation and Advice to Others:    Identifies requirements necessary for GIS integration through 
consultations with clients, vendors, and other application developers based on request and agency needsEstimating the 
Quantifiable Characteristics of Products, Events, or Information:    Makes formal request to management for project 
approval, funding, human resources, and additional hardware or software needs.Judging the Qualities of Things, 
Services, or People:    Performs independent quality assurance reviews of GIS projects by testing source code, checking 
system performance, ensuring project is operating within established budget, and monitoring activities of project team.    
Identifies types of application test which will be required based on nature of the project.    Oversees the maintenance 
GIS applications, hardware, and software to ensure performance needs are met.    Defines the cost effectiveness, 
compatibility of software components, and application performance to determine impact of system modifications on 
the agency.    Evaluates industry standards and technological advances to determine if system improvements are 
beneficial to the agency.    Defines output parameters by loading data, graphics, and geography into database or 
system.Scheduling Work and Activities:    Establishes quality guidelines and key milestones for each project based on 
project goals outlined in the work plan.    Assigns projects and tasks according to work plan, available resources, and 
individual area of expertise.    Develops detailed work plan according to project objectives, available resources, and 
required technical approach.Guiding, Directing, and Motivating Subordinates:    Assigns performance rating for 
subordinate staff according to established criteria.    Reviews results of performance evaluation with management and 
respective employee.    Supervise subordinate staff working with geographic information systems.Performing 
Administrative Activities:    Monitors schedule and attendance of staff. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Learning on the Fly    Decision Quality    Functional/Technical Competencies    Directing 
Others    Informing    Customer Focus    Self-Development    Self-KnowledgeKnowledge:    Knowledge of Geo spatial 
software to support enterprise GIS functions    Knowledge of Relational Databases to effectively manage geospatial 
vector data    Knowledge of Computer software and hardware installation    Knowledge of Design Software to create 
complex spatial systems and data structures    Knowledge of Location and Navigation Systems to integrate GPS devices 
and data with enterprise GIS    Knowledge of Programming Language to effectively develop GIS web applications    
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Knowledge of Spatial Analysis to support independent quality assurance reviews of GIS projects    Knowledge of 
Geographic Principles, such as map projections and coordinating systems    Knowledge of Communication and Media to 
present spatial data analysis recommendations    Customer and Personal Service to obtain project proposal approval    
Education and Training to develop user training    Mathematics    Knowledge of GIS System Architecture to maintain and 
support enterprise GIS infrastructure    Knowledge of GIS Web Development Software to effectively develop GIS web 
applications    Knowledge of GIS scripting language(s) to streamline geoprocessing functions and tasks    Knowledge of 
personnel policies and proceduresSkills:    Creating effective maps through the use of cartographic skills    Skill in 
developing robust GIS applications    Active Learning    Active Listening    Critical Thinking    Learning Strategies develop 
effective curriculum    Mathematics    Reading Comprehension    Writing formal project documentation    Speaking    
Science    Instructing    Complex Business Problem Solving through the use of GIS applications and resources    Social 
Perceptiveness    Service Orientation    Equipment Selection    Installation of computer software and hardware    
Operation and Control to oversee GIS application accuracy and performance    Operations Analysis    Programming 
specialized data sets, reports, maps, and graphics    Technology Design    Troubleshooting    Judgment and Decision 
Making    Systems Analysis    Systems Evaluation    Time Management    Skill in creating Web Map and Image Services                              
Abilities:    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical 
Ideas    Number Facility    Oral Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written 
Expression    Visualization 
 
Tools and Equipment Used: 
    Digital Camera    Fax Machine    Global Positioning System (GPS) Receiver    Laser Printer    Notebook Computer    
Photocopier    Plotter Printer    Portable Data Input Terminals    Scanner    Telephone 
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075536 - GIS ANALYST INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5095 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of experience in: 1) software applications development for Geographic Information Systems, or 
2) the creation of maps or related reports using Geographic Information Systems software or hardware. Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may substitute for the 
required education, on a year for year basis, to a maximum of four years: 1) any geographical measurement work 
including but not limited to computer aided drafting design, software applications development for Geographic 
Information Systems, or the creation of maps or related reports using Geographic Information Systems software or 
hardware, or 2) any information systems work including but not limited to computer programming, database 
administration, or information systems analysis. Substitution of Graduate Education for Experience: Additional qualifying 
graduate course work in geography may substitute for the required experience, on a year-for-year basis, to a maximum 
of one year (e.g., 36 graduate quarter hours in geography may substitute for one year of the required experience). OR  
One year of experience as a GIS Analyst Asc, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) work of average difficulty 
in the analysis and evaluation of equipment and software applications for GIS development; and performs related work 
as required. Distinguishing Features: ,This is the working level class in the Geographic Information Systems Analyst sub-
series. An employee in this class performs advanced spatial analysis; custom designs software applications, and analyzes 
and evaluates equipment and software applications necessary for GIS development programs. This class differs from GIS 
Asc, in that incumbents of the latter perform at the entry level. This class differs from GIS-Adv in that incumbents of the 
latter either perform at the advanced working level in the central information systems division for the State or supervise 
subordinate GIS analytic staff.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Identifies project objectives, required resources, 
and technical approaches necessary to satisfy the needs of the client by performing background research and applying 
defined standards.Updating and Using Relevant Knowledge:    Evaluates industry standards and technological advances 
to determine if system improvements are beneficial to the agency.Processing Information:    Writes source code using 
programming languages to create a digital map-interface or standard report allowing access to business data in a spatial 
environment.    Checks source code through test simulations to ensure application meets goals outlined in project plan.    
Creates standardized processes to provide consistent output in compliance with established business procedures.    
Extracts data from internal sources.    Creates specialized data sets, reports, maps, graphics, and other requested 
materials by analyzing data using GIS.    Defines output parameters by loading data, graphics, and geography into 
database or system.Analyzing Data or Information:    Performs spatial analysis using appropriate GIS application tools 
and commands to solve business problems.    Researches pre-existing data sets and data resources to gain familiarity 
with issues surrounding request.    Selects the appropriate data collection, integration, and storage methods based on 
project objectives and current research.Making Decisions and Solving Problems:    Examines existing business processes 
to determine what data sets are involved, how the data is obtained and stored, and current business needs.Thinking 
Creatively:    Integrates GIS into existing agency or departmental applications to improve quality and cost effectiveness 
of state services.    Creates GIS data applications, which provide decision-making tools for complex issues such as 
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demographics, transportation, and the potential impact of construction, conservation initiatives, and other regional 
activities.Provide Consultation and Advice to Others:    Identifies requirements necessary for GIS integration through 
consultations with clients, vendors, and other application developers based on request and agency needs.Monitor 
Processes, Materials, or Surroundings:    Monitors spatial systems, data structure, software and applications to ensure 
required availability of data and systems.    Maintains GIS applications, hardware, and software to ensure performance 
needs are met.    Defines the cost effectiveness, compatibility of software components, and application performance to 
determine impact of system modifications on the agency.    Monitors performance of hardware components such as 
plotters, scanners, and digitizers.Training and Teaching Others:    Trains users regarding the functionality of GIS related 
equipment, software and custom-designed applications through individual or class instruction.    Writes instructional 
content and incorporates sample data sets and maps, output methods, and related equipment for classes on the 
functionality of GIS.    Provides technical support to users regarding use of GIS tools through e-mail, telephone, or 
personal interaction.Interacting with Computers:    Implements application by transferring it to a production 
environment using various media, storage, or network device.    Determines if system problems are related to hardware 
compatibility issues, software errors, or user operation based on the performance of GIS components.    Installs GIS 
software and hardware upgrades for users.Identifying Objects, Actions, and Events:    Observes events out of data 
patterns.Updating and Using Relevant Knowledge:    Evaluates industry standards and technological advances to 
determine if system improvements are beneficial to the agency.Communicating with Persons Outside Organization:    
Corresponds with individuals outside the organization to troubleshoot or answer questions regarding GIS 
services.Communicating with Supervisors, Peers, or Subordinates:    Provides periodic progress reports to management 
or supervisor.    Assigns performance ratings for subordinate staff according to established criteria.Getting Information:    
Acquires data by submitting requests to appropriate agencies and physically collecting data from raw sources such as 
libraries, networks, or related media. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Creativity    Learning on the Fly    Decision Quality    Informing    
Customer Focus    Self-Development    Self-Knowledge    Directing OthersKnowledge:    Knowledge of Geo Spatial 
Software to support enterprise GIS functions    Knowledge of Relational Databases to effectively manage geospatial 
vector data    Knowledge of Computer hardware to monitor plotters, scanners and digitizers    Knowledge of Design 
Software to create spatial systems and data structures    Knowledge of Location and Navigation Systems to integrate GIS 
devices and data with enterprise GIS    Knowledge of Programming Language to effectively develop GIS web applications    
Knowledge of Spatial Analysis to integrate GIS applications into existing agency systems to support effective decision 
making    Knowledge of Geographic Principles, such as map projections and coordinating systems    Knowledge of 
Communication and Media    Customer and Personal Service to troubleshoot GIS issues    Education and Training to write 
technical support documents    Mathematics            Skills:    Creating effective maps through the use of cartographic skills    
Skill in developing robust GIS applications    Active Learning    Active Listening    Critical Thinking    Learning Strategies to 
create technical support documents    Mathematics    Reading Comprehension    Writing    Speaking    Science    
Instructing    Problem Solving to use GIS application tools to solve business problems    Social Perceptiveness    Service 
Orientation    Equipment Selection    Installation    Operation and Control    Operations Analysis    Programming to create 
digital map-interfaces or standard reports    Programming to extract data    Programming to create GIS data applications    
Technology Design to define output parameters    Troubleshooting user issues    Judgment and Decision Making    
System Analysis skill integrating GIS in agency applications    Systems Evaluation                 Abilities:    Deductive 
Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical Ideas    Number Facility    
Oral Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    
Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written Expression    Visualization 
 
Tools and Equipment Used: 
    Digital Camera    Fax Machine    Global Positioning System (GPS) Receiver    Laser Printer    Notebook Computer    
Photocopier    Plotter Printer    Portable Data Input Terminals    Scanner    Telephone 
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093472 - GIS TECHNICIAN 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4634 
 
Minimum Qualifications: 
Education and Experience: Successful completion of at least two years of coursework (i.e., 90 quarter hours) from an 
accredited college or university and experience equivalent to one year in one or a combination of the following: 1) the 
creation of maps or reports using Geographic Information Systems software or hardware, or 2) software applications 
development for Geographic Information Systems.Substitution of Experience for Education: Qualifying experience in one 
or a combination of the following areas may substitute for the required education, on a year for year basis, to a 
maximum of two years: 1) any geographical measurement work including, but not limited to computer aided drafting 
design, software applications development for Geographic Information Systems, or the creation of maps or related 
reports using Geographic Information Systems software or hardware, or 2) any information systems work including, but 
not limited to computer programming, database administration, or information systems analysis (e.g., experience 
equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for one year 
(i.e., 45 quarter hours) of the required education).OREducation and Experience: Graduation from an accredited college 
or university with a bachelor's degree including at least twenty-seven quarter hours in CADD; civil engineering; 
community planning; database administration; geography; information systems analysis, and/or surveying and mapping 
sciences.OREducation and Experience: Education equivalent to a graduation from a standard high school and experience 
equivalent to three years in one or a combination of the following: 1) any geographical measurement work or 2) any 
information systems work. One year of the above listed experience must include the creation of maps or reports using 
Geographic Information Systems software or hardware, or software applications development for Geographic 
Information Systems.OROne year of experience as a GIS Technician or GIS Analyst with the State of Tennessee. 
 
Other Requirements: 
"Necessary Special Qualifications: None.Note: A transcript is required for a proper evaluation for this class.Examination 
Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority." 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) mapping work and/or 
Global Positioning Satellite (GPS) data processing work of average difficulty; and performs related work as 
required.Distinguishing Features: ,This is the working level class in the GIS Technician sub-series. An employee in this 
class inputs geospatial data into digitized databases and uses GIS software to create maps. This class differs from GIS 
Technician 1 in that incumbents of the latter perform entry level GIS mapping duties under immediate supervision. This 
class differs from GIS Supervisor 1 in that an incumbent of the latter functions as a first level supervisor. 
 
Work Activities: 
1. Collects digital or source data for the purpose of creating GIS maps and updating databases; conducts background 
research using libraries, archives, United States Geological Survey and Census information, various state and federal 
databases, and other related sources; exports GIS database tables and templates to mobile data collection devices; 
collects data using various spatial measurement devices including aerial and digital photography, distance measuring 
tools, and GPS equipment; digitizes and scans hard-copy maps, drawings, deeds, and site plans using GIS hardware and 
software; uploads collected data into state databases using various electronic media.2. Creates maps or reports using 
geospatial data and GIS software according to cartographic design principles; sets parameters and geographic 
coordinates to assign maps based on aerial photographs, geographic source data, and established scaling guidelines; 
creates necessary logos, legends, and background images as appropriate for maps; generates reports by presenting 
relevant geographic data in the requested format; generates maps using plotters, printers, and GIS software; revises 
maps and reports using GIS software based on end-user recommendations; archives reports and maps in appropriate 
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digital and paper-based formats.3. Configures commercially available GIS software; creates electronic templates for use 
in data entry and formatting; customizes GIS software query commands for access to spatial data; writes macro 
programs within GIS software using proprietary programming languages; locates pre-existing data sets and data 
resources using internal and external sources such as the Internet, state and federal databases, and other professional 
resources; determines the appropriate data collection, integration, and storage methods based on the project objectives 
and availability of necessary resources; creates specialized data sets, graphics, and other requested materials based on 
agency needs.4. Organizes spatial data layers and databases; formats collected data by manually entering information 
into a database template or by electronically converting raw data into a useable form using GIS software; loads spatial 
data into a database using GIS tools; organizes data according to the source of collected data, agency relevance, and 
level of security; updates databases routinely by posting new data and editing data layers as information changes; 
archives databases and source data on backup servers and various electronic media to ensure resources and raw data 
are accessible.5. Provides training and technical support to GIS Technicians and users of GIS hardware and software, GPS 
equipment, and related technologies; trains users of GIS software and GPS equipment using existing training materials, 
multimedia presentations, plotters, and digitizers; provides on the job training to GIS Technicians regarding equipment 
maintenance, agency policies, and GIS software and hardware configuration and usage; provides technical support to 
users of GIS software regarding troubleshooting, software issues, and map design. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Learning on the Fly    Decision Quality    Informing    Customer Focus    Self-Development    
Self-KnowledgeKnowledge:    Knowledge of geospatial software to support desktop GIS functions                          
Knowledge of GIS data structures and file formats to effectively manage geospatial vector and raster data        
Knowledge of Computer and Electronics        Knowledge of design software         Knowledge of global positioning systems 
(GPS)            Knowledge of cartographic principles and effective map design concepts    Knowledge of spatial analysis to 
support effective decision making    Knowledge of geographic principles such as map projections and coordinate systems    
Knowledge of Communication and Media     Knowledge of Customer and Personal Service    Knowledge of Education and 
Training                          Knowledge of MathematicsSkills:    Creating effective maps through the use of cartographic skills    
Applying geo-processing tools for problem solving in a GIS    Effective map reading and interpretation        Active 
Learning                Active Listening               Critical Thinking              Learning Strategies           Mathematics     Reading 
Comprehension                  Writing              Speaking    Science              Instructing         Complex Problem Solving               
Social Perceptiveness    Service Orientation    Equipment Selection    Installation         Operation and Control     Operations 
Analysis    Programming    Technology Design    Troubleshooting                              Judgment and Decision Making       
System Analysis               Systems Evaluation    Time ManagementAbilities:    Deductive Reasoning    Flexibility of Closure    
Inductive Reasoning    Information Ordering    Mathematical Ideas    Number Facility    Oral Comprehension    Oral 
Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial Orientation    Speed of 
Closure    Time Sharing    Written Comprehension    Written Expression    Visualization 
 
Tools and Equipment Used: 
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093475 - GIS TECHNICIAN MANAGER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4664 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in one or a combination of the following: 1) the creation of maps or related reports using 
Geographic Information Systems software and hardware, or 2) software applications development for Geographic 
Information Systems.OREducation and Experience: Successful completion of at least two years of coursework (i.e., 90 
quarter hours) from an accredited college or university and experience equivalent to four years in one or a combination 
of the following: 1) the creation of maps or reports using Geographic Information Systems software or hardware, or 2) 
software applications development for Geographic Information Systems.Substitution of Experience for Education: 
Qualifying experience in one or a combination of the following areas may substitute for the required education, on a 
year for year basis, to a maximum of two years: 1) any geographical measurement work including, but not limited to 
computer aided drafting design, software applications development for Geographic Information Systems, or the 
creation of maps or related reports using Geographic Information Systems software or hardware, or 2) any information 
systems work including, but not limited to computer programming, database administration, or information systems 
analysis (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year (i.e., 45 quarter hours of the required education).ORFour years of experience as a GIS Technician 
or GIS Analyst with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) mapping managerial work 
and/or Global Positioning Satellite (GPS) collected data processing managerial work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class either manages a large staff of GIS 
Technicians and mapping staff or manages all GIS technical operations for an agency with a small to moderate size GIS 
Technical staff. This class differs from GIS Technician Supervisor 2 in that an incumbent of the latter supervises a 
moderate size group of GIS Technicians and mapping staff. This class differs from GIS Technician Manager 2 in that an 
incumbent of the latter manages all GIS technical operations for an agency with a large GIS technical staff. 
 
Work Activities: 
"Staffing Organizational Units:    Makes employment decisions regarding the hiring of GIS subordinate staff and use of 
contract agencies.Monitor Processes, Materials, or Surroundings:    Monitors GIS processes such as creating 
visualizations including maps or reports, collecting data, and database manipulation by using geospatial data and 
GIS/GPS hardware and software.    Manages the updates of enterprise databases and source data to ensure data 
accessibility and accuracy.Guiding, Directing, and Motivating Subordinates:    Monitors project activities for accuracy 
from inception to completion as it pertains to map creation, data presentation, and data collection.    Creates S.M.A.R.T. 
Performance plans and evaluations in accordance with DOHR performance policies and procedures.Developing 
Objectives and Strategies:    Provides a vision to support project plans including performance goals, timelines, and 
technical specifications. Monitoring and Controlling Resources:    Manages maintenance on equipment such as GPS 
receivers, laser range finders, or distance measuring instruments and configuration on GIS/GPS hardware and software 
to ensure efficient and accurate operation.    Monitors the development of spatial queries to create advanced relational 
data sets to support the production of items such as complex maps, reports, models, and visualizations.    Determines 
annual budget requirements based on allocated resources and operational costs.Communicating with Supervisors, 
Peers, or Subordinates:    Provides feedback to agency management on assigned projects by outlining project status, 
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assignments, and overall performance of the GIS staff.    Recommends revisions to existing and proposed policies based 
on knowledge of GIS and industry standards. Processing Information:    Prepares reports detailing the status of current 
projects and activities.Evaluating Information to Determine Compliance with Standards:    Ensures adherence to GIS/GPS 
standards such as process improvements, SOPs, work flows, and map templates.     Ensures adherence to departmental 
policies, directives, procedures, and standards. Thinking Creatively:    Develops and reviews GIS/GPS standards such as 
process improvements, SOPs, work flows, and map templates. Communicating with Persons Outside Organization:    
Collaborates with state, local, federal agencies, and NGOs on data collection, sharing, and storage for cost reduction, 
project enhancement, and to reduce duplication.Training and Teaching Others:    Manages training and support to users 
on GIS/GPS hardware, software, equipment and related technologies.    Manages training to staff on maintenance, 
configuration, and usage of GIS/GPS hardware, software, equipment and related technologies.Provide Consultation and 
Advice to Others:    Makes presentations to management regarding practical applications and potential benefits of 
GIS.Updating and Using Relevant Knowledge:    Researches current GIS/GPS hardware and software technology by 
reviewing professional literature, attending user conferences, and communicating with vendors, government agencies, 
and NGOs.Coaching and Developing Others:    Manages the development of training plans and materials to support GIS.    
Scheduling Work and Activities:    Assigns projects according to current workload and individual expertise." 
 
Competencies (KSA’s): 
Competencies:    Functional and Technical Competency    Innovation Management                                Dealing with 
Ambiguity                                Managing Through Systems    Total Work Systems                        Comfort around Higher 
Management                           Ethics and Values                           Dealing with Paradox                      Managing Vision and 
Purpose                        Personal LearningKnowledge:    Intermediate knowledge of Visualization Techniques                                 
Intermediate knowledge of GIS/GPS Hardware and Software    Intermediate knowledge of the Principles of Geography    
Intermediate knowledge of Principles of Engineering and Technology    Intermediate knowledge of Production and 
Processing    General knowledge of Administration and Management principlesSkills:    Intermediate Math Skills    
Complex Problem-Solving Skills    Coordination of Multi-Tasking Skills                            Judgment and Decision Making 
Skills    Systems AnalysisAbilities:    Ability to Train Staff and GIS Users    Ability to Monitor    Active Listening    Spatial 
Orientation 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Laser Range Finders    Printer    GPS    Distance Measuring Instrument    
Large Format Printer 
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076119 - GIS TECHNICIAN-INT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5161 
 
Minimum Qualifications: 
Education and Experience: Successful completion of at least two years of coursework (i.e., 90 quarter hours) from an 
accredited college or university including at least nine-quarter hours in computer science or geographic coursework and 
experience equivalent to one year in one or a combination of the following: 1) the creation of maps or reports using 
Geographic Information Systems software or hardware, or 2) software applications development for Geographic 
Information Systems. Substitution of Experience for Education: Qualifying experience in one or a combination of the 
following areas may substitute for the required education, on a year for year basis, to a maximum of two years: 1) any 
geographical measurement work including, but not limited to computer aided drafting design, software applications 
development for Geographic Information Systems, or the creation of maps or related reports using Geographic 
Information Systems software or hardware, or 2) any information systems work including, but not limited to computer 
programming, database administration, or information systems analysis (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year (i.e., 45 quarter hours) of the 
required education).OREducation and Experience: Graduation from an accredited college or university with a bachelor's 
degree including at least twenty-seven quarter hours in CADD; civil engineering; community planning; database 
administration; geography; information systems analysis, and/or surveying and mapping sciences.OREducation and 
Experience: Education equivalent to graduation from a standard high school and experience equivalent to three years in 
one or a combination of the following: 1) any geographical measurement work or 2) any information systems work. One 
year of the above listed experience must include the creation of maps or reports using Geographic Information Systems 
software or hardware, or software applications development for Geographic Information Systems.OROne year of 
experience as a GIS Technician-Associate, with the State of Tennessee. Note: A transcript is required for a proper 
evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Geographic Information Systems (GIS) mapping work and/or 
Global Positioning Satellite (GPS) data processing work of average difficulty; and performs related work as required. 
Distinguishing Features: ,This is the working level class in the GIS Technician sub-series. An employee in this class inputs 
geospatial data into digitized databases and uses GIS software to create maps. This class is flexibly staffed with and 
differs from GIS Technician-Associate, in that incumbents of the latter perform entry level GIS mapping duties under 
immediate supervision. 
 
Work Activities: 
Interacting with Computers:    Exports GIS database tables and templates to mobile data collection devices.    Digitizes 
and scans hard-copy maps, drawings, deeds, and site plans using GIS hardware and software.    Generates maps using 
plotters, printers, and GIS software.    Uploads collected data into state databases using various electronic media.    
Configures commercially available GIS software.    Formats collected data by manually entering information into a 
database template or by electronically converting raw data into a useable form using GIS software.    Updates databases 
routinely by posting new data and editing data layers as information changes.Making Decisions and Solving Problems:    
Creates necessary logos, legends, and background images as appropriate for maps.    Generates reports by presenting 
relevant geographic data in the requested format.    Creates electronic templates for use in data entry and formatting.    
Writes macro programs within GIS software using proprietary programming languages.    Determines the appropriate 
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data collection, integration, and storage methods based on the project objectives and availability of necessary 
resources.Getting Information:    Collects digital or source data for the purpose of creating GIS maps and updating 
databases.    Conducts background research using libraries, archives, United States Geological Survey and Census 
information, various state and federal databases, and other related sources.    Collects data using various spatial 
measurement devices including aerial and digital photography, distance measuring tools, and GPS equipment.    Locates 
pre-existing data sets and data resources using internal and external sources such as the internet, state and federal 
databases, and other professional resources.Identifying Objects, Actions, and Events:    Observes events out of data 
patterns.    Sets parameters and geographic coordinates to assign maps based on aerial photographs, geographic source 
data, and established scaling guidelines.    Organizes data according to the source of collected data, agency relevance, 
and level of security.    Digitizes and scans hard-copy maps, drawings, deeds, and site plans using GIS hardware and 
software; uploads collected data into state databases using various electronic media.Analyzing Data or Information:    
Customizes GIS software query commands for access to spatial data.    Organizes spatial data layers and 
databases.Documenting/Recording Information:    Creates maps or reports using geospatial data and GIS software 
according to cartographic design principles.    Archives reports and maps in appropriate digital and paper-based formats.    
Archives databases and source data on backup servers and various electronic media to ensure resources and raw data 
are accessible.Communicating with Persons Outside Organization:    Revises maps and reports using GIS software based 
on end-user recommendations.    Creates specialized data sets, graphics, and other requested materials based on agency 
needs.Training and Teaching Others:    Provides training and technical support to GIS Technicians and users of GIS 
hardware and software, GPS equipment, and related technologies.    Trains users of GIS software and GPS equipment 
using existing training materials, multimedia presentations, plotters, and digitizers.    Provides on the job training to GIS 
Technicians regarding equipment maintenance, agency policies, and GIS software and hardware configuration and 
usage.    Provides technical support to users of GIS software regarding troubleshooting, software issues, and map design. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Learning on the Fly    Decision Quality    Informing    Customer Focus    Self-Development    
Self-KnowledgeKnowledge:    Knowledge of geospatial software to support desktop GIS functions                                
Knowledge of GIS data structures and file formats to effectively manage geospatial vector and raster data       Knowledge 
of Computer and Electronics            Knowledge of design software           Knowledge of global positioning systems (GPS)               
Knowledge of cartographic principles and effective map design concepts    Knowledge of spatial analysis to support 
effective decision making    Knowledge of geographic principles such as map projections and coordinate systems    
Knowledge of Communication and Media          Knowledge of Customer and Personal Service    Knowledge of Education 
and Training                                Knowledge of MathematicsSkills:    Creating effective maps through the use of 
cartographic skills            Applying geo-processing tools for problem solving in a GIS    Effective map reading and 
interpretation             Active Learning                   Active Listening                  Critical Thinking                 Learning Strategies              
Mathematics        Reading Comprehension    Writing                Speaking    Science                Instructing           Complex 
Problem Solving                  Social Perceptiveness    Service Orientation    Equipment Selection    Installation           
Operation and Control         Operations Analysis    Programming     Technology Design    Troubleshooting                                  
Judgment and Decision Making          System Analysis                 Systems Evaluation    Time ManagementAbilities:    
Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical Ideas    
Number Facility    Oral Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    
Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    Written 
Expression    Visualization 
 
Tools and Equipment Used: 
    Facsimile Machines    Global Positioning System Receivers    Laser Printers    Notebook Computers    Photocopiers    
Plotter Printers    Portable Data Input Terminals    Scanners 
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062630 - GOLF COURSE MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1748 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to five or more years of 
increasingly responsible full-time turf grass management or golf course experience including, at least, one year of 
supervisory experience.Substitution of Experience for Education: Qualifying full-time golf course or turf experience may 
be substituted for the required high school education, on a year-to-year basis.OREducation and Experience: Graduation 
from an accredited college or university with a bachelor's degree in either horticulture, agronomy, plant science, or 
related acceptable field including, at least, twelve quarter hours in turf management and one year of supervisory 
experience in golf course and/or turf management.Substitution of Experience for Education: Qualifying full-time golf 
course or turf management experience may be substituted for the required degree on a year-for-year basis to a 
maximum of four years.OREducation and Experience: Graduation from an accredited college or university with a 
bachelor's degree and two years of increasingly responsible full-time turf grass management or golf course experience 
including, at least, one year of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for golf course management work of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class manages all retail operations at a 
golf course. 
 
Work Activities: 
1. Supervises the operation of a pro shop and snack bar including cash register operation for retail sales and collection of 
greens fees.2. Assigns, trains, supervises, and evaluates a staff of support personnel.3. Recommends purchase of 
merchandise for resale in the pro shop and develops specifications for purchase of inventory and supplies.4. Supervises 
and participates in the preparation of standard operational reports including monthly inventories on all resalable items, 
inventories of all non-expendable properties, daily attendance and leave reports, cash register receipts, and annual work 
improvement program. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073488 - GOVERNOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  2302 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073436 - GOVERNOR ELECT STAFF 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3163 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073203 - GOVERNOR'S MANAGEMENT  FELLOW 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2448 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076153 - GRADUATE TRANS ASSOCIATE 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7421 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor’s 
degree in civil engineering. Substitution of Professional Registration for Education: Registration as a professional 
engineer with the State of Tennessee in either the civil engineering or structural engineering discipline may substitute 
for the required bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Passage, at their own expense, of the National Council of Examiners for Engineering 
and Surveying (NCEES) Fundamentals of Engineering Examination is required within eleven months of employment. A 
valid motor vehicle operator license may be required. Examination Method: Non-Competitive selection for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for performing non-routine professional civil engineering of average 
difficulty and learns to perform non-routine professional civil engineering of considerable difficulty related to design of 
roadway, design of structures, construction of a roadway, runway, highway and/or bridge, and performs related work as 
required Distinguishing Features: This is the entry level class into the civil engineering field. An employee will apply 
professional level civil engineering principles, in one of the following areas, to: Design simple roadway projects such as a 
bridge approach, simple intersection, or a resurfacing project or to ensure that survey information collected in a district 
survey office is complete and appropriate for roadway design purposes. Perform hydraulic and structural designs of 
moderate complexity such as multiple bridge openings in flood plains, site condition flow patterns, or skewed or tapered 
bridges. Solve non-routine problems and ensure the construction of roads, runways, and/or bridges, including 
geotechnical and materials testing, adhere to civil engineering specifications and standards. This class differs from that 
of the next higher classification in the series in that an incumbent of the latter is responsible for performing non-routine 
professional civil engineering work of considerable difficulty related to design of roadway, design of structures, 
construction of a roadway, runway, highway and/or bridge. *An applicant appointed to this class will be reclassified to 
the working level title, TDOT Operations District Specialist or Trans Proj Specialist, after successful completion of the 
mandatory one year training period. Inadequate or marginal performance during the training period will result in 
automatic demotion or termination.  
 
Work Activities: 
Assisting and Caring for Others: Responds appropriately during medical, roadside, work site and other emergences as 
required.Identifying Objects, Actions, and Events: Learns to identify infrastructure issues of highway components for 
maintenance, repair, safety, environmental, and operational needs. Reads construction plans, contracts, standard 
drawings, guidelines, and schematics to identify quantities, materials, location, placement, features, specifications, and 
details to guide assigned work. Learns to identify geotechnical characteristics of project area to determine possible issue 
with design and/or construction. Learns to identify work priorities to ensure the most important work is completed first 
based on work experience, supervisor guidance, and department, state, and federal laws, rules, regulations, and 
guidelines. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Learns to design and 
graphically depict plans including interchange layouts, roadway lines and grades, survey data and other design 
parameters used by contractors to build bridge approaches, simple intersections, or resurfacing projects. Learns to 
design and graphically depict the slab, abutments, beams, footings, and columns of a bridge in order to meet necessary 
structural requirements. Learns to design appropriate hydraulic systems that protect the environment. Learns to design 
all components according to department specifications, local, state and federal standards. Learns to design concept 
plans for safety and operational improvement options. Learns to draw preliminary bridge plan in accordance with 
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roadway plans and other engineering guidelines. Learns to create standard operating procedures, circular letters, and 
specifications related to construction and materials. Learns to write general notes specifying control items to be used for 
project. Learns to arrange tables, drawings, general and specific notes, and other required information for plans. 
Inspecting Equipment, Structures, or Materials: Learns to inspect bridges, tunnels, overpasses, and other roadway 
structures according to local, state, and federal guidelines to ensure standards are met. Learns to inspect geotechnical 
events, including sink hole, rock fall, or landslide, to gather information to determine appropriate action to resolve the 
issue. Learns to conduct random inspections of sites, equipment, and materials to determine that the job is being 
completed as specified. Learns to conduct field inspection to determine accuracy of documented property features. 
Monitor Processes, Materials, or Surroundings: Learns to monitor work environment to identify safety hazards. Learns 
to monitor work outputs to ensure quality and to report to assigned supervisor. Learns to monitor schedules and 
deliverables to meet deadlines. Learns to monitor the cost and expenditures related to contracts to ensure compliance 
with budgetary constraints. Learns to monitor information systems to determine necessary response in the event of an 
abnormal occurrence. Learns to monitor infrastructure to identify concerns and issues to report to appropriate contact. 
Learns to monitor materials, equipment, and resources to ensure sufficient quality. Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Learns to calculate roadway quantities of materials given set 
parameters to estimate time, materials and other bid factors for a project. Learns to estimate work hours to establish 
project schedule, staffing requirements, and inspection cost. Learns to estimate utility relocation cost to allocate 
funding. Learns to estimate available work items to determine Disadvantaged Business Enterprise/Small Business 
Enterprise participation on construction projects. Judging the Qualities of Things, Services, or People: Learns to assess 
right-of-way plans for completeness and accuracy to ensure proper right-of-way acquisition. Learns to review reports 
and plans for completeness and accuracy to make recommendation for change or improvement.  Learns to assess 
survey information collected in a district survey office to ensure the information is complete and accurate. Learns to 
oversee surveys of project sites for roadway, runway, or structural projects to ensure the accuracy of the information 
collected by the survey teams. Evaluating Information to Determine Compliance with Standards: Learns to evaluate the 
need for repairs to structures and to recommend repairs to meet safety standards. Learns to evaluate stress levels of 
structures to determine compliance with federal standards to issue super-load permits. Learns to verify contractor shop 
drawings for prefabricated components and contractor-designed bridges to ensure accuracy and to determine 
compliance with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate final drawings, operation procedures, plans, materials, test results, labor, and estimates submitted by 
internal and external business partners for accuracy and to determine compliance with department, state, and federal 
laws, rules, regulations, guidelines, processes, and/or procedures. Learns to evaluate bridge inspection reports to 
determine compliance with federal standards and to determine weight posting/closure actions. Learns to evaluate 
traffic impact and/or signal studies to determine compliance with federal and state standards. Learns to conduct site 
inspections to ensure that operational procedures are in compliance and/or are cost efficient. Learns to evaluate new 
technologies, materials, or processes to determine best practices for department use. Learns to evaluate current 
business practices for effectiveness and/or provide recommendations for modifications, additions, or improvement of 
specifications. Learns to evaluate contractor and/or consultant information for pre-qualification. Making Decisions and 
Solving Problems: Learns to determine the bridge location and length, clearances, reinforcing steel configuration, 
strength, size, and material of structural members, and other bridge parameters. Learns to determine highway facility 
elevations and alignments. Learns how to determine that plans and specifications are accurate and complete. Learns to 
analyze available routes and recommends optimal route for super-load permit movements. Learns to analyze and 
approve mix design submittals for use on projects. Learns to recommend variable solutions to civil engineering 
problems. Learns to correct inaccuracies and modifies plans based on recommendations from other engineers and 
public officials. Learns to evaluate site plans for commercial developments to determine recommendations for 
geometric improvements and driveway designs for entrance permitting. Learns to select areas to be depicted on plans 
and maps. Learns to analyze plans and/or environmental information to determine how to best avoid, minimize, and or 
mitigate environmental impacts. Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled 
tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes personal 
workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. Performing 
General Physical Activities: Climbs and/or balances on ladders, scaffolding, vehicles, slopes, hills, roadway structures of 
varying heights to perform inspections and complete other assigned tasks in a variety of environmental conditions. Lifts 
job related documents, equipment and materials to complete assigned tasks in a variety of environmental conditions. 
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Walks, crawls, and/or hikes through construction, inspection, and maintenance sites possibly including rough terrain and 
obstacles to facilitate task completion in a variety of environmental conditions. Operating Vehicles, Mechanized Devices, 
or Equipment: Learns to operate motorized boats and under bridge crane within safety and department guidelines to 
conduct bridge inspection. Learns to operate pavement evaluation equipment to conduct pavement testing. Operates 
pick-up truck, SUV, van and/or other on road delivery and transport vehicles within safety and department guidelines as 
necessary. Repairing and Maintaining Mechanical Equipment: Learns to perform routine maintenance, calibrations, 
adjustments and necessary repair of various testing equipment. Resolving Conflicts and Negotiating with Others: Learns 
to investigate conflicts between business partners and/or agency employees according to department, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. 
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance. Training and Teaching Others: Learns to create and/or conduct agency specific and specialized 
training for agency employees and/or external business partners to comply with department, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Guiding, 
Directing, and Motivating Subordinates: Learns to lead a survey team and/or bridge inspection crew to conduct the 
survey according to department, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Learns to assist regional and/or statewide specialist by providing technical guidance to field engineering staff for a 
specialty area such as construction, maintenance, materials and tests, or bridge inspection. Learns to provide technical 
guidance to other engineering personnel regarding material specifications, testing methods, or construction practices. 
Provide Consultation and Advice to Others: Learns to provide technical guidance to external or internal business 
partners to resolve problems with geotechnical reports, plans, construction sites and/or other items. Learns to answer 
technical questions from peers, consultants and/or contractors to clarify project information, engineering solutions, 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to notify 
supervisory personnel of possible violations of department, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.  Getting Information: Learns to obtain geotechnical, hydraulic, environmental, structural, 
survey, and/or other applicable information to assist with permitting, designing, and/or analyzing projects.  Learns to 
research plans, policies, specifications, procedures, guidelines, rules, regulations, and/or laws related to transportation 
using physical and electronic sources to assist with conflict resolution, problem solving, and decision making. Learns to 
collect construction material samples provided by field staff and/or suppliers for testing purposes to determine 
compliance with specifications, source approval, and/or other informational needs. Learns to utilize maps, computer 
software, plans and other documents to collect project information. Learns to contact the general public, persons in 
other departments and/or divisions, representatives, and outside organizations, including producers and suppliers, for 
the purpose of furnishing and/or obtaining information. Attends meetings and conferences/conference calls to gather 
information on new and/or existing policies, procedures, and project updates, best practices, technologies and other 
changes. Processing Information: Learns to model new and existing bridge structures to calculate design requirements 
and/or the allowable load capacity. Learns to calculate water surface elevations, bridge backwaters, water flow 
velocities, flooding extents, extent of scour, and the cost-effectiveness of different hydraulic structure types. Learns to 
conduct laboratory and/or field tests by taking measurements, performing calculations, and/or using appropriate 
equipment to determine material properties. Learns to use satellite-referenced GPS and/or standard surveying 
equipment and procedures to measure and calculate the location of control points, baseline, and other components of 
the right-of-way, construction project, and existing features of the land. Learns to compile accurate and complete 
information during work day and/or inspection to ensure costs associated with work performed are allocated 
appropriately. Learns to compile accurate and complete information to create required reports. Learns to process bid 
packages for contract books. Learns to compile data and performing necessary calculations to issue plan revisions. 
Learns to compile and/or calculate evaluation scores to achieve overall performance of consultant firms. Learns to 
complete and/or confirm title reports to ensure accurate of property owner documentation. Learns to verify requested 
utility materials and ensure there is no betterment. Learns to tabulate environmental impacts for permit type and 
calculating mitigation fees as required. Analyzing Data or Information: Learns to analyze traffic volumes and/or crash 
rates to identify safety and operational improvement strategies. Learns to analyze relevant information to determine 
the appropriate engineering approach to resolve an issue, problem or task. Learns to analyze test results against 
roadway information to determine trends and provide recommendations for asset improvement. Learns to analyze 
processes, policies, and procedures to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Learns to analyze contractual agreements for the purpose of 
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setting department goals. Learns to analyze ROW calls and areas for accuracy. Learns to analyze contractor claims to 
help in decision making. Thinking Creatively: Implements creative engineering solutions to unique problems as they 
arise. Develops spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, 
logs, and other systems as required to facilitate accurate data gathering, tracking, training, efficiency and dissemination. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Repairing and Maintaining Electronic Equipment: Learns to perform routine maintenance, calibrations, adjustments and 
necessary repair of various survey and testing equipment. Documenting/Recording Information: Learns to write reports 
to document field inspections, laboratory test, and other necessary items to ensure accurate information is used in 
decision making. Learns to document and store appropriate information in electronic databases and/or physical form as 
required to ensure accurate information is recorded. Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others. 
Communicating with Supervisors, Peers, or Subordinates: Learns to present technical information to small and large 
groups to disseminate information. Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications. Communicates with assigned supervisor and upper management to ensure accurate and 
timely receipt of instructions and work assignments. Sends notifications of special events, changes, approvals, and 
deadlines to internal and external business partners to ensure timely and accurate receipt of information. 
Communicates work related information to peers to facilitate teamwork and assign tasks. Attends meetings with 
internal business partners to gather project information and status updates and to disseminate information. 
Communicating with Persons Outside the Organization: Learns to discuss the project details, rules, regulations, and laws 
with land owners, utility representatives, government officials, business representatives, and other individuals. Learns to 
coordinate with department representatives to draft correspondence in response to public complaints or inquiries. 
Learns to communicate with local bridge owners to inform them of inspection activities, provide inspection 
updates/reports and provide recommendations for action. Learns to present and disseminate technical information to 
small and large groups. Learns to conduct meetings with external business partners, gather project information and 
status updates and disseminates information. Learns to contact general public, producers, consultants, contractors, 
and/or other outside agencies to obtain/provide required information, correct errors, and/or for clarification purposes. 
Interpreting the Meaning of Information for Others: Learns to interpret a variety of engineering rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communication, and ensure compliance. Learns to explain project specific procedures and regulations to the 
general public, persons in other departments or divisions, or outside organizations and representatives as required. 
Learns to interpret plans specifications to property owner to facilitate understanding. Establishing and Maintaining 
Interpersonal Relationships: Networks with internal and external business partners to ensure open dialogue exists and 
to facilitate coordination a unified effort. Learns to act as a liaison with internal and external business partners and 
other organizational representatives to ensure accurate and timely processing of information and deliverables. 
Maintains professional working relationships with peers and with upper management to ensure smooth and effective 
team operations. Coordinating the Work and Activities of Others: Learns to coordinate workload with internal and 
external business partners to facilitate timely and accurate task completion. Learns to coordinate meetings, events, and 
other special projects to ensure availability, attendance, and coverage. Developing and Building Teams: Models effective 
performance for co-workers to encourage success in others and enhance trust. Coaching and Developing Others: Learns 
to educate internal and external business partners on department, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures process to facilitate accurate and timely submission of documentation. Performing 
Administrative Activities: Learns to write reports to resolve geotechnical problems, such as slope and foundation 
instability and settlement problems. Learns to initiate payment of contractors and/or consultants based upon work 
completed. Learns to maintain project documentation for the purpose of project close-out. Prepares and mails 
correspondence to internal and external business partners. Updating and Using Relevant Knowledge: Maintains required 
level of certifications. Reviews current department, state, and federal information sources to identify relevant changes 
in policies, procedures, rules, regulations, and best practices. Completes required training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Actively 
Seeks out work related developmental opportunities for self to improve performance and team efficiency. Reviews 
and/or continues to learn engineering practices in order maintain familiarity with civil engineering standards. 
Developing Objectives and Strategies: Recommends strategies and objectives for assigned program areas to enhance 
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performance and improve organizational efficiency. Incorporates department objectives and goals into assigned 
programs.Handling and Moving Objects: Clears brush as required to facilitate survey shots and/or visual inspections. 
Handle delicate survey and inspection equipment and ensure its safety and proper use. Learns to operate basic sampling 
equipment and/or hand tools including level rods, plum bobs, bush hooks, hammers, calipers, shovel and other similar 
tools. Delivers construction material samples to material and test labs for testing purposes. Controlling Machines and 
Processes: Learns to utilize various testing equipment, such as nuclear gauge, to conduct materials testing. Learns to 
utilize office equipment including but not limited to copier, fax, phone, and scanner. Interacting With Computers: Uses 
CADD software, modeling software, and analyzing software to complete engineering related tasks. Operates 
computerized testing equipment to conduct materials testing. Operates navigational GPS to obtain location data. Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Uses appropriate database 
tracking software specific to the state and agency as required. Operates employee self-service database to maintain and 
view personal employment data. Utilizes digital camera and other data recording equipment to record information and 
transfer files to centralized storage locations. Monitoring and Controlling Resources: Secures assigned equipment and 
vehicles as per work unit policy to ensure equipment is not damaged or stolen. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competencies                                Problem Solving                             Technical Learning                         
Time Management                           Drive for Results                             Written Communication                  Composure                      
Integrity and Trust                           Patience                           Self-Development Knowledge:  Intermediate knowledge of 
building and constructing transportation infrastructure and facilities                    Intermediate knowledge of designing 
transportation infrastructure and facilities                            Intermediate knowledge of engineering and technology 
Intermediate knowledge of mathematical formulas used in algebra, geometry, calculus, statistics, and graphing 
Intermediate knowledge of geological conditions, features, and descriptions                  Intermediate knowledge of 
materials, statics, dynamics, hydraulics, and other physical principles Intermediate knowledge of production and 
processing of construction materials                            Intermediate knowledge of the transportation system  Skills:  Critical 
thinking                               Intermediate application of formulas used in algebra, geometry, calculus, statistics, and 
graphing                 Effective oral communication to individuals and groups                                 Effective written 
communication through letters, reports, memos, and technical documents                           Reading comprehension of 
technical reports, laws, rules, policies and procedures                         Intermediate application of scientific rules and 
methods Skill of complex problem solving                   Operation of assigned equipment and devices                 Skill in the 
application and use of office, databases, drafting, modeling, and analyzing software   Troubleshooting                              
Judgment and decision making                       Time management    Abilities:  Deductive Reasoning                      Inductive 
Reasoning                        Mathematical Reasoning                 Memorization                  Oral Comprehension                       Oral 
Expression                                                              Near Vision                     Far Vision Selective Attention                          Spatial 
Orientation                           Time Sharing                   Visualization                   Written Comprehension                  Written 
Expression                          Reaction Time                 Stamina                           Speech Clarity                 Speech Recognition                         
Visual Color Discrimination                           Near Vision                     Far Vision                               
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Survey Equipment 
Various Hand Tools Vehicles Boats Electronic Message Boards Navigational GPS Digital Camera Data Recording 
Equipment 
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026696 - GRANT & SCHP PROG ASSOC EX DIR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1124 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073352 - GRANTS ANALYST 2* 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  2414 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073352 - GRANTS ANALYST 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2415 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073352 - GRANTS ANALYST 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2416 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073352 - GRANTS ANALYST 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2417 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 



 TN Job Classification Specifications  
September 22, 2020 

grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073352 - GRANTS ANALYST 2* 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2418 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073352 - GRANTS ANALYST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2419 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073352 - GRANTS ANALYST 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2420 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional grants analytic work. Substitution of Education for Experience: 
Additional graduate coursework in business administration, public administration, or other related acceptable field may 
be substituted for the required experience. Substitution of Experience for Education: Qualifying fulltime professional 
analytic experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(45 quarter hours/30 semester hours is equivalent to one year). OR One year of experience as an Analyst 1, in the grants 
analytic assignment, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional grants analytic work of average difficulty; and 
performs related work as required. Distinguishing Features: ,This is the working level class in the Grants Analyst sub-
series, the entry level duties being performed by the class of Analyst 1. An employee in this class performs a variety of 
analytic work in developing, reviewing, monitoring, and reporting on grants to the state and to other entities receiving 
grant monies from the state. Typically, an employee is part of a central departmental grants analytic unit; however, in 
smaller departments an employee may be assigned to be the chief grants analyst if there is sufficient grants activity to 
support a position dedicated solely to grants analysis and administration. This class is flexibly staffed with and differs 
from Analyst 1, assigned to grants analysis and administration, in that an incumbent of the latter functions in an entry or 
learning capacity. This class differs from Grants Analyst 3 in that an incumbent of the latter is responsible for work of 
greater complexity and may supervise employees in this class or have statewide responsibility. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Reviews, analyzes, and/or rates grant proposals to 
ensure compliance with guidelines and standards. Reviews documentation for grants to and/or from the state and other 
entities, to ensure compliance with grant conditions, federal/state regulations, and standards. Conducts on-site reviews 
and analyses of grant recipient programs and otherwise monitors program to determine compliance to pertinent 
federal, state, and other regulations and provisions of contracts. Analyzing Data or Information: Reviews, analyzes and 
rates grant proposals, recommending approval or rejection. Interprets and enforces existing policies and methods. 
Analyzes pertinent policies and procedures to make recommendations for improvements.Monitor Processes, Materials, 
or Surroundings: Develops grant monitoring procedures and processes. Assists in developing policies pertaining to 
grants.Monitoring and Controlling Resources: Monitors and reports on grants to the state and on grants from the state 
to other entities. Monitors use of grant funds and/or documentation that is received. Assesses adequacy of 
administration, organization, fiscal viability, and other pertinent matters relating to entities receiving grants.Interpreting 
the Meaning of Information for Others: Ensures that those receiving grants are given full information on specifics of 
contracts so that potential for the proper execution of grants and contracts is enhanced. Assists prospective grant 
recipients in fully understanding the provisions of grants and matters pertaining to the proper submission of 
proposals.Provide Consultation and Advice to Others: Makes recommendations on improvements which recipients 
should make to more properly execute provisions of grant contracts.Resolving Conflicts and Negotiating with Others: 
Investigates complaints and develops corrective recommendations for identified problems.Performing Administrative 
Activities: Assists in the revision of grant contracts as indicated.Organizing, Planning, and Prioritizing Work: Prioritizes 
and is flexible with work assignments, to ensure goals are met.Processing Information: Compiles information/reports on 
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grants and grant programs for various stakeholders.Documenting/Recording Information: Prepares and/or maintains 
complete and accurate records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) 
Administrative record, enforcement action request, grant applications, etc.). Prepares and maintains a variety of 
standard reports, databases, etc. relative to grants development and administration. Documents all relevant work 
activities, contacts, and meetings in all forms of communications (i.e. electronic, paper, databases, etc.).Interacting With 
Computers: Utilizes various software programs, such as word processing, spreadsheets, databases, etc. Enters time and 
leave within the designated computer program, in a proper and timely manner.Thinking Creatively: Develops requests 
for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Communicating with Persons Outside Organization: Communicates with applicants, grant recipients, the federal 
government, and other entities in accomplishing work. Makes presentations to internal and external stakeholders. 
Ensures all internal and external customers are serviced in a timely, professional and knowledgeable manner.Training 
and Teaching Others: Provides training for stakeholders. Communicating with Supervisors, Peers, or Subordinates: 
Advises management about issues of concern, as they occur. Provides effective communication to supervisors or peers, 
by telephone, email, verbally, etc. Communicates regularly with coworkers, and/or supervisors to ensure consistent 
program operation. Recognizes, provides, and communicates areas of improvement.Updating and Using Relevant 
Knowledge: Adapts to and keeps up-to-date with changes in laws, regulations, and policies. Fulfills established 
educational/training requirements. Seeks opportunities for professional development.Getting Information: Receives 
information or documentation from applicants/grantees, funding entities, and other stakeholders. Searches sources for 
appropriate grants to the state and participates in developing proposals for grants. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity & Trust Written Communications Customer Focus Informing Priority Setting 
Time Management Dealing with Ambiguity Approachability Action OrientedKnowledge: Customer and Personal Service 
Law & Government Clerical Computers & Electronics MathematicsSkills: Reading Comprehension Time Management 
Active Listening Critical Thinking Coordination Active Learning Writing Judgment & Decision Making Speaking Service 
Orientation Monitoring MathematicsAbilities: Written Comprehension Written Expression Oral Comprehension Oral 
Expression Time Sharing Deductive Reasoning Problem Solving Auditory Attention 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Blackberry/Cell Phone Fax Machine/Copy Machine Printer/Scanner Safety/Personal 
Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2433 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2434 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2435 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2436 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2437 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2438 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073353 - GRANTS ANALYST 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2439 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution of Experience for Education:  Qualifying full-time professional analytic experience may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Two years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced working level professional grants analytic work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working 
level in the Grants Analysis sub-series. An employee in this class is responsible for work of greater complexity, may be 
responsible for supervising employees in this class or has statewide responsibility. This class differs from that of Grants 
Analyst 2, in that an incumbent of the latter performs work of less complexity and is not responsible for the supervision 
of other grants analysts. This class differs from that of Grants Program Manager in that an incumbent of the latter 
supervises Grants Analysts 2, and 3 in programs of greater scope and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Investigates complaints and develops corrective recommendations 
for identified problems.Evaluating Information to Determine Compliance with Standards:    Reviews, analyzes, and/or 
rates grant proposals to ensure compliance with guidelines and standards.    Review documentation for grants to and/or 
from the state and other entities, to ensure compliance with grant conditions, federal/state regulations, and standards.    
Conducts on-site reviews and analyses of grant recipient programs and otherwise monitors program to determine 
compliance to pertinent federal, state, and other regulations and provisions of contracts.Interpreting the Meaning of 
Information for Others:    Ensure that those receiving grants are given full information on specifics of contracts so that 
the potential for the proper execution of grants and contracts is enhanced.    Assist prospective grant recipients in fully 
understanding the provisions of grants and matters pertaining to the proper submission of proposals.Monitor Processes, 
Materials, or Surroundings:    Assists in developing and/or writes policies pertaining to grants.    Develops grant 
monitoring procedures and processes.    Develops and maintains review guidelines for grant programs' 
compliance.Training and Teaching Others:    Develops and provides statewide training (such as, but not limited to: the 
grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
use of grant funds and/or documentation that is received.    Monitors and reports on grants to the state and on grants 
from the state to other entities.    Assess adequacy of administration, organization, fiscal viability, and other pertinent 
matters relating to entities receiving grants.Processing Information:    Develops and/or maintains complex grant 
spreadsheets/databases and updates as needed.    Compile information/reports on grants and grant programs for 
various stakeholders.Coordinating the Work and Activities of Others:    Coordinates and conducts project meetings to 
ensure program/project and/or stakeholder's goals are met.Analyzing Data or Information:    Reviews, analyzes and 
rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and methods.    
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Analyze pertinent policies and procedures to make recommendations for improvements.Thinking Creatively:    Develops 
requests for grant proposals and disseminates to various potential grantees making them aware of the possibility of 
funding.Provide Consultation and Advice to Others:    Provide technical assistance pertaining to grant policies, 
procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or other 
statewide groups.    Make recommendations on improvements which recipients should make to more properly execute 
provisions of grant contracts.Documenting/Recording Information:    Prepares and/or maintains complete and accurate 
records and reports, (such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, 
enforcement action request, grant applications, etc.).    Prepares and maintains a variety of standard reports, databases, 
etc. relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings 
in all forms of communications (i.e. electronic, paper, databases, etc.).Communicating with Persons Outside 
Organization:    Communicate with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.    Ensures all internal and external customers are serviced in a timely, professional and 
knowledgeable manner.    Make presentations to internal and external stakeholders.Performing Administrative 
Activities:    Assists in the revision of grant contracts as indicated.Coaching and Developing Others:    Coaches and 
mentors other grants and program staff in specialty areas.    Develops tools (such as, but not limited to: checklists, 
guides, etc.), to assist other grants and program staff in their performance of job duties.Interacting With Computers:    
Utilize various software programs, such as word processing, spreadsheets, databases, etc.    Enter time and leave within 
the designated computer program, in a proper and timely manner. Getting Information:    Searches sources for 
appropriate grants to the state and participates in developing proposals for grants.    Receives information or 
documentation from applicants/grantees, funding entities, and other stakeholders.Communicating with Supervisors, 
Peers, or Subordinates:    Advise management about issues of concern, as they occur.    Provide effective communication 
to supervisors or peers, by telephone, email, verbally, etc.    Recognizes, provides, and communicates areas of 
improvement.    Communicate regularly with coworkers, and/or supervisors to ensure consistent program 
operation.Updating and Using Relevant Knowledge:    Adapts to and keeps up-to-date with changes in laws, regulations, 
and policies.    Fulfill established educational/training requirements.    Seek opportunities for professional 
development.Organizing, Planning, and Prioritizing Work:    Prioritizes and is flexible with work assignments, to ensure 
goals are met. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Written Communications    Customer Focus    Decision Quality    Problem Solving    
Informing    Dealing with Ambiguity    Priority Setting    Approachability    Time ManagementKnowledge:    Customer and 
Personal Service    Law & Government    Computers & Electronics    Mathematics    ClericalSkills:    Monitoring    Reading 
Comprehension    Judgment & Decision Making    Critical Thinking    Speaking    Writing    Service Orientation    Active 
Listening    Time Management    Active Learning    Mathematics    CoordinationAbilities:    Written Comprehension    
Written Expression    Deductive Reasoning    Oral Comprehension    Oral Expression    Time Sharing    Auditory Attention    
Problem Sensitivity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073356 - GRANTS PROGRAM DIRECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2455 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional grants administrative and analytic work of considerable difficulty, 
supervisory work of average difficulty, and related work as required.Distinguishing Features: This is the highest class in 
the Grants Analysis sub-series. An employee in this class directs the grants analytic and administrative function in a 
department with a well developed grants program. This class differs from that of Grants Program Manager in that an 
incumbent of the latter performs work of lesser scope, complexity, and supervisory responsibility. 
 
Work Activities: 
1. Plans and directs a total grants management program for a department with grants programs of considerable and far 
reaching impact such as may relate to the economic and community development of the state or to all grants pertaining 
to the conservation of natural resources.2. Assigns, trains, supervises, and evaluates subordinate grants analytic and 
other staff; makes recommendations on human resources actions such as employment, promotion, demotion, transfer, 
retention, and increases for exceptional performance.3. Participates in the overall policy development of the grants 
analytic function for the department to which assigned; enforces grants policy and procedure.4. Establishes and 
maintains a variety of personal contacts in explaining grants programs.5. Supervises the preparation and maintenance of 
varied and complex records and reporting systems.6. Resolves difficult grants analytic problems and situations; performs 
special studies requiring expertise in grants analysis and administration. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073356 - GRANTS PROGRAM DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  2456 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional grants administrative and analytic work of considerable difficulty, 
supervisory work of average difficulty, and related work as required.Distinguishing Features: This is the highest class in 
the Grants Analysis sub-series. An employee in this class directs the grants analytic and administrative function in a 
department with a well developed grants program. This class differs from that of Grants Program Manager in that an 
incumbent of the latter performs work of lesser scope, complexity, and supervisory responsibility. 
 
Work Activities: 
1. Plans and directs a total grants management program for a department with grants programs of considerable and far 
reaching impact such as may relate to the economic and community development of the state or to all grants pertaining 
to the conservation of natural resources.2. Assigns, trains, supervises, and evaluates subordinate grants analytic and 
other staff; makes recommendations on human resources actions such as employment, promotion, demotion, transfer, 
retention, and increases for exceptional performance.3. Participates in the overall policy development of the grants 
analytic function for the department to which assigned; enforces grants policy and procedure.4. Establishes and 
maintains a variety of personal contacts in explaining grants programs.5. Supervises the preparation and maintenance of 
varied and complex records and reporting systems.6. Resolves difficult grants analytic problems and situations; performs 
special studies requiring expertise in grants analysis and administration. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073354 - GRANTS PROGRAM MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2450 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073354 - GRANTS PROGRAM MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2451 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073354 - GRANTS PROGRAM MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2452 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073354 - GRANTS PROGRAM MANAGER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2453 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073354 - GRANTS PROGRAM MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2454 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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073354 - GRANTS PROGRAM MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  2449 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional grants analytic work. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time professional grants analytic experience may be substituted 
for the required education, on a year-for-year basis, to a maximum of four years (36 quarter hours/24 semester hours is 
equivalent to one year). OR Four years of increasingly responsible professional grants analytic experience with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grants analytic work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the managerial level in 
the Grants Analysis sub-series. An employee in this class is responsible for managing a staff of grants analysts in the 
development, analysis, monitoring, and administration of grants to and from the state. This class differs from that of 
Grants Analyst 3 in that an incumbent of the latter performs grants analytic work at the advanced working level in the 
Grants Analysis sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Investigates complaints and develops corrective recommendations 
for identified problems.Guiding, Directing, and Motivating Subordinates:    Assigns, supervises, and evaluates assigned 
grants analytic staff and their work.Monitor Processes, Materials, or Surroundings:    Develops grant monitoring 
procedures and processes.    Develops and/or assists in developing or writing policies pertaining to grants.    Develops 
and maintains review guidelines for grant programs' compliance.Staffing Organizational Units:    Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for exceptional performance.Processing Information:    Develops, maintains, and/or updates complex grant 
spreadsheets/databases.    Compiles information/reports on grants and grant programs for various 
stakeholders.Developing Objectives and Strategies:    Participates in development of grant objectives and strategies to 
achieve them.Evaluating Information to Determine Compliance with Standards:    Supervises and/or reviews 
documentation for grants to and/or from the state and other entities, to ensure compliance with grant conditions, 
federal/state regulations, and standards.    Supervises, reviews, analyzes, and/or rates grant proposals to ensure 
compliance with guidelines and standards.    Oversees and/or conducts on-site reviews and analyses of grant recipient 
programs and otherwise monitors program to determine compliance to pertinent federal, state, and other regulations 
and provisions of contracts.Documenting/Recording Information:    Ensures that grant reporting system(s) is adequate to 
meet compliance requirements.    Oversees, prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the National Environmental Policy Act (NEPA) Administrative record, enforcement action 
request, grant applications, etc.).    Oversees, prepares and/or maintains a variety of standard reports, databases, etc. 
relative to grants development and administration.    Documents all relevant work activities, contacts, and meetings in 
all forms of communications (i.e. electronic, paper, databases, etc.).Training and Teaching Others:    Develops and 
provides training for grants analyst staff.    Develops and provides statewide training (such as but not limited to: the 
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grant application process, compliance training, etc.), for stakeholders. Monitoring and Controlling Resources:    Monitors 
and reports on grants to the state and on grants from the state to other entities.    Oversees the administration of grants 
to and from the state.    Monitors and/or enforces the use of grant funds and/or documentation that is received.    
Assesses adequacy of administration, organization, fiscal viability, and other pertinent matters relating to entities 
receiving grants.Thinking Creatively:    Develops requests for grant proposals and disseminates to various potential 
grantees making them aware of the possibility of funding.Analyzing Data or Information:    Oversees, reviews, analyzes 
and/or rates grant proposals, recommending approval or rejection.    Interprets and enforces existing policies and 
methods.    Analyzes pertinent policies and procedures to make recommendations for improvements.Scheduling Work 
and Activities:    Establishes priorities, and organizes work flow, to ensure program goals are met.    Schedules grant 
program work to address on-site reviews, tasks, directives, programs, events, correspondence, and complaint 
investigations, etc.Provide Consultation and Advice to Others:    Provides technical assistance pertaining to grant 
policies, procedures, guidelines, and programs.    Provides process related guidance and advice to management and/or 
other statewide groups.    Makes recommendations on improvements which recipients should make to more properly 
execute provisions of grant contracts.Interpreting the Meaning of Information for Others:    Ensures that those receiving 
grants are given full information on specifics of contracts so that potential for the proper execution of grants and 
contracts is enhanced.    Assists prospective grant recipients in fully understanding the provisions of grants and matters 
pertaining to the proper submission of proposals.Coaching and Developing Others:    Coaches and mentors grants and 
program staff subordinates, in specialty areas.    Develops tools (such as, but not limited to: checklists, guides, etc.), to 
assist other grants and program staff in their performance of job duties.    Counsels subordinates on matters pertaining 
to problems in work.Interacting With Computers:    Enters and/or approves time and leave, travel, purchase orders, 
receipts, etc. within the designated computer program, in a proper and timely manner.     Utilizes various software 
programs, such as word processing, spreadsheets, databases, etc.Organizing, Planning, and Prioritizing Work:    
Prioritizes and is flexible with work assignments to ensure goals are met.Coordinating the Work and Activities of Others:    
Coordinates and conducts project meetings to ensure program/project and/or stakeholder's goals are 
met.Communicating with Supervisors, Peers, or Subordinates:    Communicates regularly with subordinates, coworkers, 
and/or supervisors to ensure consistent program operation.    Provides effective communication to supervisors, 
subordinates or peers, by telephone, email, verbally, etc.    Advises management about issues of concern, as they occur.    
Recognizes, provides, and communicates areas of improvement.Establishing and Maintaining Interpersonal 
Relationships:    Works with other agencies and organizations to assure that operational and programmatic activities 
receive early concurrence and input from regional and statewide authorities.    Relates observations, conclusions, and 
opinions to co-workers/internal customers in a respectful and professional manner.     Ensures professional relationships 
with stakeholders.Communicating with Persons Outside Organization:    Ensures all internal and external customers are 
serviced in a timely, professional and knowledgeable manner.    Makes presentations to internal and external 
stakeholders.    Communicates with applicants, grant recipients, the federal government, and other entities in 
accomplishing work.Getting Information:    Participates in and/or delegates the search of sources for appropriate grants 
to the state and participates in developing proposals for grants.    Receives information or documentation from 
applicants/grantees, funding entities, and other stakeholders.Updating and Using Relevant Knowledge:    Adapts to and 
keeps up-to-date with changes in laws, regulations, and policies.    Fulfills established educational/training requirements.    
Seeks opportunities for professional development.Performing Administrative Activities:    Assists in the revision of grant 
contracts as indicated. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Dealing with Ambiguity    Decision Quality    Informing    
Problem Solving    Organizing    Action Oriented    Time Management    ApproachabilityKnowledge:    Customer & 
Personal Service    Law & Government    Computers & Electronics    Mathematics    Personnel & Human ResourcesSkills:    
Critical Thinking    Complex Problem Solving    Judgment & Decision Making    Reading Comprehension    Speaking    
Active Listening    Writing    Coordination    Monitoring    Active Learning    Service Orientation    Time 
ManagementAbilities:    Problem Sensitivity    Oral Comprehension    Written Comprehension    Deductive Reasoning    
Oral Expression    Written Expression    Time Sharing    Auditory Attention 
 
Tools and Equipment Used: 
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    Computer/Tablet    Telephone/Blackberry/Cell Phone    Fax Machine/Copy Machine    Printer/Scanner    
Safety/Personal Protective Equipment (PPE) 
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093423 - GRAPHICS DESIGNER 1 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4680 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time graphic art and/or graphic design work. Substitution of Education for Experience: Course work 
credit received from an accredited college or university with emphasis in art, communications graphic technology, art 
advertising and/or graphic art design may substitute for the required experience on a month-for-month basis to a 
maximum of two years (e.g., an additional forty-five quarter hours with at least nine quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying graphic art, graphic design, and/or commercial art work experience may substitute 
for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in 
graphic art and/or design work may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-working level class in the Graphic Design sub-series. 
An employee in this class produces complex designs used in professional publications and presentations, entire 
magazines, magazine advertisements, publication covers, manuals, slide presentations, conference materials, displays, 
and brochures. Materials created by an incumbent of this class are typically generated using computer hardware and 
software. This class differs from Graphic Artist in that an incumbent of the latter manually produces less complex 
graphics for newsletters, transparencies, posters, charts, signs, buttons, certificates, and brochures. This class differs 
from Graphics Designer 2 in that an incumbent of the latter supervises the Graphics Designer 1. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with clients and vendors to develop ideas, obtain 
clarification, or receive feedback on graphics art projects.     Asking clients questions to gather information about the 
specifications for a graphic arts project or special event.    Recommending the type of medium which would be best to 
convey the client’s message or information.Interacting With Computers:    Utilizing computer graphic design, photo 
editing and illustration software programs.    Scanning two-dimensional images using appropriate computer scanner 
control software.    Using computer coloring options to color image according to project specifications.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others:    Writing graphic standards for 
others to follow, as needed.Updating and Using Relevant Knowledge:     Keeping up to date on software, trends, styles, 
paper, printing and digital techniques.Judging the Qualities of Things, Series, or People:    Reviewing materials for quality 
(i.e., photography) for the purpose of best final production.Thinking Creatively:    Designing and preparing visual 
products in the preparation of print and digital publications.    Photographing and scanning objects and scenes by 
selecting and adjusting equipment to obtain the desired photographic effect, as needed.    Arranging images and copy to 
create the desired layout.    Conceptualizing the best way to convey the client’s message for publications or digital 
projects.    Drawing preliminary and detailed sketches related to the project subject matter.Selling or Influencing Others:    
Proving rational or creative decisions, as needed.Making Decisions and Solving Problems:    Deciding the type and quality 
of print, graphics and digital projects to use for final production.    Assisting and coordinating the theme and decorations 
for specials events (e.g., conferences and conventions), as needed.    Deciding placement of graphic art (i.e., banners, 
pictures, paintings and buttons).Providing Consultation and Advice to Others:    Providing guidance and expert advice to 
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clients for efficiency of overall product. Communicating with Supervisors, Peers, or Subordinates:    Enlisting the aid of 
technical support to resolve problems.    Working with the publication liaison for proper authorization prior to final 
production.    Obtaining client approval prior to final production, as needed.    Communicating resource needs and 
deadlines to ensure project completion.Documenting/Recording Information:    Preparing reports for tracking project 
activity and cost, as needed.    Recording time spent on a project and other project information (i.e., type of medium, 
number of illustrations and quality of reproductions).    Completing purchase orders or expense forms for materials used 
on a project.    Maintaining back-up files of all projects for the purpose of reprinting and documenting for future 
needs.Getting Information:    Obtaining information via email, scheduled meetings, telephone, project coordinator, 
editor or executive leadership team.Organizing, Planning, and Prioritizing Work:    Organizing and prioritizing personal 
workload for the purpose of project completion.Performing General Physical Activities:    Preparing, mounting and 
trimming displays.    Installing graphic productions, as needed.Performing Administrative Activities:    Entering personal 
time and leave/overtime requests into appropriate databases.    Responding to emails, phone calls, and other 
correspondence, as needed.Repairing and Maintaining Equipment:    Maintaining graphic art equipment to ensure 
ongoing production and quality. Evaluating Information to Determine Compliance with Standards:    Coordinate with 
supervisors to ensure that projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others:    Marinating respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Dealing with Ambiguity    Functional/Technical Competency    Learning on the Fly    Time 
Management    Presentation Skills    Customer Focus    Integrity and Trust    Self-DevelopmentKnowledge:    Basic 
Knowledge of Communications and Media    Basic Knowledge of Computers and Electronics    Basic Knowledge of 
Customer and Personal Services    DesignSkills:    Active Learning    Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Coordination    Quality Control Analysis    Troubleshooting    Judgment and Decision Making    
Management of Material Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Fluency 
of Ideas    Information Ordering    Oral Comprehension    Oral Expression    Originality    Spatial Orientation    Time 
Sharing    Visualization    Written Comprehension    Near Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Exacto Knife    Mac Cutter    Cutting Table 
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093423 - GRAPHICS DESIGNER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4681 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time graphic art and/or graphic design work. Substitution of Education for Experience: Course work 
credit received from an accredited college or university with emphasis in art, communications graphic technology, art 
advertising and/or graphic art design may substitute for the required experience on a month-for-month basis to a 
maximum of two years (e.g., an additional forty-five quarter hours with at least nine quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying graphic art, graphic design, and/or commercial art work experience may substitute 
for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in 
graphic art and/or design work may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-working level class in the Graphic Design sub-series. 
An employee in this class produces complex designs used in professional publications and presentations, entire 
magazines, magazine advertisements, publication covers, manuals, slide presentations, conference materials, displays, 
and brochures. Materials created by an incumbent of this class are typically generated using computer hardware and 
software. This class differs from Graphic Artist in that an incumbent of the latter manually produces less complex 
graphics for newsletters, transparencies, posters, charts, signs, buttons, certificates, and brochures. This class differs 
from Graphics Designer 2 in that an incumbent of the latter supervises the Graphics Designer 1. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with clients and vendors to develop ideas, obtain 
clarification, or receive feedback on graphics art projects.     Asking clients questions to gather information about the 
specifications for a graphic arts project or special event.    Recommending the type of medium which would be best to 
convey the client’s message or information.Interacting With Computers:    Utilizing computer graphic design, photo 
editing and illustration software programs.    Scanning two-dimensional images using appropriate computer scanner 
control software.    Using computer coloring options to color image according to project specifications.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others:    Writing graphic standards for 
others to follow, as needed.Updating and Using Relevant Knowledge:     Keeping up to date on software, trends, styles, 
paper, printing and digital techniques.Judging the Qualities of Things, Series, or People:    Reviewing materials for quality 
(i.e., photography) for the purpose of best final production.Thinking Creatively:    Designing and preparing visual 
products in the preparation of print and digital publications.    Photographing and scanning objects and scenes by 
selecting and adjusting equipment to obtain the desired photographic effect, as needed.    Arranging images and copy to 
create the desired layout.    Conceptualizing the best way to convey the client’s message for publications or digital 
projects.    Drawing preliminary and detailed sketches related to the project subject matter.Selling or Influencing Others:    
Proving rational or creative decisions, as needed.Making Decisions and Solving Problems:    Deciding the type and quality 
of print, graphics and digital projects to use for final production.    Assisting and coordinating the theme and decorations 
for specials events (e.g., conferences and conventions), as needed.    Deciding placement of graphic art (i.e., banners, 
pictures, paintings and buttons).Providing Consultation and Advice to Others:    Providing guidance and expert advice to 
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clients for efficiency of overall product. Communicating with Supervisors, Peers, or Subordinates:    Enlisting the aid of 
technical support to resolve problems.    Working with the publication liaison for proper authorization prior to final 
production.    Obtaining client approval prior to final production, as needed.    Communicating resource needs and 
deadlines to ensure project completion.Documenting/Recording Information:    Preparing reports for tracking project 
activity and cost, as needed.    Recording time spent on a project and other project information (i.e., type of medium, 
number of illustrations and quality of reproductions).    Completing purchase orders or expense forms for materials used 
on a project.    Maintaining back-up files of all projects for the purpose of reprinting and documenting for future 
needs.Getting Information:    Obtaining information via email, scheduled meetings, telephone, project coordinator, 
editor or executive leadership team.Organizing, Planning, and Prioritizing Work:    Organizing and prioritizing personal 
workload for the purpose of project completion.Performing General Physical Activities:    Preparing, mounting and 
trimming displays.    Installing graphic productions, as needed.Performing Administrative Activities:    Entering personal 
time and leave/overtime requests into appropriate databases.    Responding to emails, phone calls, and other 
correspondence, as needed.Repairing and Maintaining Equipment:    Maintaining graphic art equipment to ensure 
ongoing production and quality. Evaluating Information to Determine Compliance with Standards:    Coordinate with 
supervisors to ensure that projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others:    Marinating respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Dealing with Ambiguity    Functional/Technical Competency    Learning on the Fly    Time 
Management    Presentation Skills    Customer Focus    Integrity and Trust    Self-DevelopmentKnowledge:    Basic 
Knowledge of Communications and Media    Basic Knowledge of Computers and Electronics    Basic Knowledge of 
Customer and Personal Services    DesignSkills:    Active Learning    Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Coordination    Quality Control Analysis    Troubleshooting    Judgment and Decision Making    
Management of Material Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Fluency 
of Ideas    Information Ordering    Oral Comprehension    Oral Expression    Originality    Spatial Orientation    Time 
Sharing    Visualization    Written Comprehension    Near Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Exacto Knife    Mac Cutter    Cutting Table 
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093423 - GRAPHICS DESIGNER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4682 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time graphic art and/or graphic design work. Substitution of Education for Experience: Course work 
credit received from an accredited college or university with emphasis in art, communications graphic technology, art 
advertising and/or graphic art design may substitute for the required experience on a month-for-month basis to a 
maximum of two years (e.g., an additional forty-five quarter hours with at least nine quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying graphic art, graphic design, and/or commercial art work experience may substitute 
for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in 
graphic art and/or design work may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-working level class in the Graphic Design sub-series. 
An employee in this class produces complex designs used in professional publications and presentations, entire 
magazines, magazine advertisements, publication covers, manuals, slide presentations, conference materials, displays, 
and brochures. Materials created by an incumbent of this class are typically generated using computer hardware and 
software. This class differs from Graphic Artist in that an incumbent of the latter manually produces less complex 
graphics for newsletters, transparencies, posters, charts, signs, buttons, certificates, and brochures. This class differs 
from Graphics Designer 2 in that an incumbent of the latter supervises the Graphics Designer 1. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with clients and vendors to develop ideas, obtain 
clarification, or receive feedback on graphics art projects.     Asking clients questions to gather information about the 
specifications for a graphic arts project or special event.    Recommending the type of medium which would be best to 
convey the client’s message or information.Interacting With Computers:    Utilizing computer graphic design, photo 
editing and illustration software programs.    Scanning two-dimensional images using appropriate computer scanner 
control software.    Using computer coloring options to color image according to project specifications.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others:    Writing graphic standards for 
others to follow, as needed.Updating and Using Relevant Knowledge:     Keeping up to date on software, trends, styles, 
paper, printing and digital techniques.Judging the Qualities of Things, Series, or People:    Reviewing materials for quality 
(i.e., photography) for the purpose of best final production.Thinking Creatively:    Designing and preparing visual 
products in the preparation of print and digital publications.    Photographing and scanning objects and scenes by 
selecting and adjusting equipment to obtain the desired photographic effect, as needed.    Arranging images and copy to 
create the desired layout.    Conceptualizing the best way to convey the client’s message for publications or digital 
projects.    Drawing preliminary and detailed sketches related to the project subject matter.Selling or Influencing Others:    
Proving rational or creative decisions, as needed.Making Decisions and Solving Problems:    Deciding the type and quality 
of print, graphics and digital projects to use for final production.    Assisting and coordinating the theme and decorations 
for specials events (e.g., conferences and conventions), as needed.    Deciding placement of graphic art (i.e., banners, 
pictures, paintings and buttons).Providing Consultation and Advice to Others:    Providing guidance and expert advice to 
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clients for efficiency of overall product. Communicating with Supervisors, Peers, or Subordinates:    Enlisting the aid of 
technical support to resolve problems.    Working with the publication liaison for proper authorization prior to final 
production.    Obtaining client approval prior to final production, as needed.    Communicating resource needs and 
deadlines to ensure project completion.Documenting/Recording Information:    Preparing reports for tracking project 
activity and cost, as needed.    Recording time spent on a project and other project information (i.e., type of medium, 
number of illustrations and quality of reproductions).    Completing purchase orders or expense forms for materials used 
on a project.    Maintaining back-up files of all projects for the purpose of reprinting and documenting for future 
needs.Getting Information:    Obtaining information via email, scheduled meetings, telephone, project coordinator, 
editor or executive leadership team.Organizing, Planning, and Prioritizing Work:    Organizing and prioritizing personal 
workload for the purpose of project completion.Performing General Physical Activities:    Preparing, mounting and 
trimming displays.    Installing graphic productions, as needed.Performing Administrative Activities:    Entering personal 
time and leave/overtime requests into appropriate databases.    Responding to emails, phone calls, and other 
correspondence, as needed.Repairing and Maintaining Equipment:    Maintaining graphic art equipment to ensure 
ongoing production and quality. Evaluating Information to Determine Compliance with Standards:    Coordinate with 
supervisors to ensure that projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others:    Marinating respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Dealing with Ambiguity    Functional/Technical Competency    Learning on the Fly    Time 
Management    Presentation Skills    Customer Focus    Integrity and Trust    Self-DevelopmentKnowledge:    Basic 
Knowledge of Communications and Media    Basic Knowledge of Computers and Electronics    Basic Knowledge of 
Customer and Personal Services    DesignSkills:    Active Learning    Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Coordination    Quality Control Analysis    Troubleshooting    Judgment and Decision Making    
Management of Material Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Fluency 
of Ideas    Information Ordering    Oral Comprehension    Oral Expression    Originality    Spatial Orientation    Time 
Sharing    Visualization    Written Comprehension    Near Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Exacto Knife    Mac Cutter    Cutting Table 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
093423 - GRAPHICS DESIGNER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4683 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time graphic art and/or graphic design work. Substitution of Education for Experience: Course work 
credit received from an accredited college or university with emphasis in art, communications graphic technology, art 
advertising and/or graphic art design may substitute for the required experience on a month-for-month basis to a 
maximum of two years (e.g., an additional forty-five quarter hours with at least nine quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying graphic art, graphic design, and/or commercial art work experience may substitute 
for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in 
graphic art and/or design work may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-working level class in the Graphic Design sub-series. 
An employee in this class produces complex designs used in professional publications and presentations, entire 
magazines, magazine advertisements, publication covers, manuals, slide presentations, conference materials, displays, 
and brochures. Materials created by an incumbent of this class are typically generated using computer hardware and 
software. This class differs from Graphic Artist in that an incumbent of the latter manually produces less complex 
graphics for newsletters, transparencies, posters, charts, signs, buttons, certificates, and brochures. This class differs 
from Graphics Designer 2 in that an incumbent of the latter supervises the Graphics Designer 1. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with clients and vendors to develop ideas, obtain 
clarification, or receive feedback on graphics art projects.     Asking clients questions to gather information about the 
specifications for a graphic arts project or special event.    Recommending the type of medium which would be best to 
convey the client’s message or information.Interacting With Computers:    Utilizing computer graphic design, photo 
editing and illustration software programs.    Scanning two-dimensional images using appropriate computer scanner 
control software.    Using computer coloring options to color image according to project specifications.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others:    Writing graphic standards for 
others to follow, as needed.Updating and Using Relevant Knowledge:     Keeping up to date on software, trends, styles, 
paper, printing and digital techniques.Judging the Qualities of Things, Series, or People:    Reviewing materials for quality 
(i.e., photography) for the purpose of best final production.Thinking Creatively:    Designing and preparing visual 
products in the preparation of print and digital publications.    Photographing and scanning objects and scenes by 
selecting and adjusting equipment to obtain the desired photographic effect, as needed.    Arranging images and copy to 
create the desired layout.    Conceptualizing the best way to convey the client’s message for publications or digital 
projects.    Drawing preliminary and detailed sketches related to the project subject matter.Selling or Influencing Others:    
Proving rational or creative decisions, as needed.Making Decisions and Solving Problems:    Deciding the type and quality 
of print, graphics and digital projects to use for final production.    Assisting and coordinating the theme and decorations 
for specials events (e.g., conferences and conventions), as needed.    Deciding placement of graphic art (i.e., banners, 
pictures, paintings and buttons).Providing Consultation and Advice to Others:    Providing guidance and expert advice to 
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clients for efficiency of overall product. Communicating with Supervisors, Peers, or Subordinates:    Enlisting the aid of 
technical support to resolve problems.    Working with the publication liaison for proper authorization prior to final 
production.    Obtaining client approval prior to final production, as needed.    Communicating resource needs and 
deadlines to ensure project completion.Documenting/Recording Information:    Preparing reports for tracking project 
activity and cost, as needed.    Recording time spent on a project and other project information (i.e., type of medium, 
number of illustrations and quality of reproductions).    Completing purchase orders or expense forms for materials used 
on a project.    Maintaining back-up files of all projects for the purpose of reprinting and documenting for future 
needs.Getting Information:    Obtaining information via email, scheduled meetings, telephone, project coordinator, 
editor or executive leadership team.Organizing, Planning, and Prioritizing Work:    Organizing and prioritizing personal 
workload for the purpose of project completion.Performing General Physical Activities:    Preparing, mounting and 
trimming displays.    Installing graphic productions, as needed.Performing Administrative Activities:    Entering personal 
time and leave/overtime requests into appropriate databases.    Responding to emails, phone calls, and other 
correspondence, as needed.Repairing and Maintaining Equipment:    Maintaining graphic art equipment to ensure 
ongoing production and quality. Evaluating Information to Determine Compliance with Standards:    Coordinate with 
supervisors to ensure that projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others:    Marinating respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Dealing with Ambiguity    Functional/Technical Competency    Learning on the Fly    Time 
Management    Presentation Skills    Customer Focus    Integrity and Trust    Self-DevelopmentKnowledge:    Basic 
Knowledge of Communications and Media    Basic Knowledge of Computers and Electronics    Basic Knowledge of 
Customer and Personal Services    DesignSkills:    Active Learning    Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Coordination    Quality Control Analysis    Troubleshooting    Judgment and Decision Making    
Management of Material Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Fluency 
of Ideas    Information Ordering    Oral Comprehension    Oral Expression    Originality    Spatial Orientation    Time 
Sharing    Visualization    Written Comprehension    Near Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Exacto Knife    Mac Cutter    Cutting Table 
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093421 - GRAPHICS DESIGNER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4673 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in art, 
communications graphic technology, art advertising and/or graphic arts design and experience equivalent to one year of 
full-time graphic art and/or graphic design work. Substitution of Experience for Education: Qualifying experience in 
graphic art, graphic design and/or commercial art work experience may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time graphic art and/or design work may 
substitute for one year of the required education). OR Education and Experience: Graduation from an accredited college 
or university with a bachelor's degree and experience equivalent to two years of full-time graphic art and/or graphic 
design work. Substitution of College Education for Experience: Additional course work credit received from an 
accredited college or university with emphasis in art, communications graphic technology, art advertising and/or graphic 
arts design may substitute for the required experience on a month-for-month basis to a maximum of one year. ORThree 
years of experience as a Graphic Designer with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the first supervisory level in the Graphics Design sub-series. An 
employee in this class supervises design staff and participates in the development and production of publications, 
manuals, newsletters, slide presentations, magazine advertisements, displays, and brochures. This class differs from 
Graphics Designer 1 in that an incumbent of the latter does not have supervisory responsibilities. 
 
Work Activities: 
Monitoring and Controlling Resources: Allocating budgetary resources to projects conducted for the department as 
required to ensure sufficient funding for key initiatives. Researching and recommending software and hardware 
updates, as needed. Recommend the type of medium which would be best to convey the client's message or 
information.Scheduling Work and Activities: Determine the work schedule for a given project.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others: Write graphic standards for 
others to follow, as needed. Oversee the implementation of graphic standards, as needed.Interacting With Computers:  
Utilizing computer graphic design, photo editing and illustration software programs. Scanning two-dimensional images 
using appropriate computer scanner control software. Using computer coloring options to color image according to 
project specifications.Communicating with Persons Outside Organization: Communicating with clients and vendors to 
develop ideas, obtain clarification, or receive feedback on graphics art projects. Asking clients questions to gather 
information about the specifications for a graphic arts project or special event. Recommend the type of medium which 
would be best to convey the client's message or information. Perform quality inspections of vendor products during 
production (i.e., proofs and press checks).Developing Objectives and Strategies:  Generate SMART goals for assigned 
subordinates.Updating and Using Relevant Knowledge:  Keep up to date on software, trends, styles, paper, printing and 
digital techniques.Judging the Qualities of Things, Series, or People: Review materials for quality (i.e., photography) for 
the purpose of best final production.Staffing Organizational Units:  Conduct interviews for job candidates. Identifying 
promotional opportunities within assigned subordinates to develop bench strength and enhance talent pool.Thinking 
Creatively: Designing and preparing visual products in the preparation of print and digital publications. Photographing 
and scanning objects and scenes by selecting and adjusting equipment to obtain the desired photographic effect, as 
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needed. Arrange images and copy to create the desired layout. Conceptualize the best way to convey the client's 
message for publications or digital projects. Drawing preliminary and detailed sketches related to the project subject 
matter. Produce visual products using various drawing, painting, sculpting and photographic techniques for use in print 
and digital publications.Coordinating the Work and Activities of Others: Coordinating workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinating with upper 
management peers and assigned subordinates to facilitate equitable workload dissemination.Developing and Building 
Teams: Modeling effective performance for co-workers and assigned subordinates to provide a role model, encourage 
success in others, and enhance trust. Identify developmental opportunities appropriate for assigned subordinates to 
improve team development.Selling or Influencing Others: Prove rational or creative decisions, as needed.Making 
Decisions and Solving Problems: Decide the type and quality of print, graphics and digital projects to use for final 
production. Assisting and coordinating the theme and decorations for specials events (e.g., conferences and 
conventions), as needed. Decide placement of graphic art (i.e., banners, pictures, paintings and buttons).Coaching and 
Developing Others: Mentoring less experienced co-workers in their work. Proving feedback and information to 
subordinates on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
etc.Providing Consultation and Advice to Others: Provide guidance and expert advice to clients for efficiency of overall 
product.Communicating with Supervisors, Peers, or Subordinates: Enlist the aid of technical support to resolve 
problems. Work with the publication liaison for proper authorization prior to final production. Obtain client approval 
prior to final production, as needed. Communicate resource needs and deadlines to ensure project 
completion.Documenting/Recording Information: Preparing reports for tracking project activity and cost, as needed. 
Recording time spent on a project and other project information (i.e., type of medium, number of illustrations and 
quality of reproductions). Complete purchase orders or expense forms for materials used on a project. Maintain back-up 
files of all projects for the purpose of reprinting and documenting for future needs.Getting Information: Obtain 
information via email, scheduled meetings, telephone, project coordinator, editor or executive leadership 
team.Organizing, Planning, and Prioritizing Work: Organizing and prioritizing personal workload for the purpose of 
project completion. Delegating task to assigned subordinates based on the competencies they possess to ensure work is 
completed efficiently, accurately and timely.Performing General Physical Activities: Preparing, mounting and trimming 
displays. Install graphic productions, as needed.Performing Administrative Activities: Enter personal time and 
leave/overtime requests into appropriate databases. Respond to emails, phone calls, and other correspondence, as 
needed. Approving time and leave requests.Repairing and Maintaining Equipment: Maintain graphic art equipment to 
ensure ongoing production and quality.Evaluating Information to Determine Compliance with Standards: Coordinating 
with supervisors to ensure projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others: Maintaining respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Establishing and Maintaining Interpersonal Relationship: Networking with 
vendors and clients and attending meetings, as needed. Maintain professional working relationship with peers, assigned 
subordinates, and upper management to ensure smooth and effective team operations.Operating Vehicles, Mechanized 
Devices, or Equipment: Operating state vehicles to perform duties, as needed. 
 
Competencies (KSA’s): 
Competencies: Creativity Decision Quality Functional/Technical Competency Directing Others Planning Timely Decision 
Making Conflict Management Integrity and Trust Self-Development Customer FocusKnowledge: Clerical Skills 
Communications and Media Computers and Electronics Customer and Personal Services Design Fine Arts Mathematics 
Sales and MarketingSkills: Active Learning Active Listening Mathematics Critical Thinking Reading Comprehension 
Speaking Coordination Basic Skills in Equipment Selection Operation and Control Quality Control Analysis 
Troubleshooting Judgment and Decision Making Management of Material Resources Time Management Monitoring 
Negotiation Equipment Selection Management of Material Resources Management of Personnel ResourcesAbilities: 
Category Flexibility Deductive Reasoning Fluency of Ideas Information Ordering Oral Comprehension Oral Expression 
Originality Spatial Orientation Time Sharing Visualization Written Comprehension Near Vision Visual Color 
Discrimination Memorization Selective Attention Speed of Closure Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Printer Scanner Exacto Knife Mac Cutter Cutting Table 
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093421 - GRAPHICS DESIGNER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4674 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in art, 
communications graphic technology, art advertising and/or graphic arts design and experience equivalent to one year of 
full-time graphic art and/or graphic design work. Substitution of Experience for Education: Qualifying experience in 
graphic art, graphic design and/or commercial art work experience may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time graphic art and/or design work may 
substitute for one year of the required education). OR Education and Experience: Graduation from an accredited college 
or university with a bachelor's degree and experience equivalent to two years of full-time graphic art and/or graphic 
design work. Substitution of College Education for Experience: Additional course work credit received from an 
accredited college or university with emphasis in art, communications graphic technology, art advertising and/or graphic 
arts design may substitute for the required experience on a month-for-month basis to a maximum of one year. ORThree 
years of experience as a Graphic Designer with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for graphic design work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the first supervisory level in the Graphics Design sub-series. An 
employee in this class supervises design staff and participates in the development and production of publications, 
manuals, newsletters, slide presentations, magazine advertisements, displays, and brochures. This class differs from 
Graphics Designer 1 in that an incumbent of the latter does not have supervisory responsibilities. 
 
Work Activities: 
Monitoring and Controlling Resources: Allocating budgetary resources to projects conducted for the department as 
required to ensure sufficient funding for key initiatives. Researching and recommending software and hardware 
updates, as needed. Recommend the type of medium which would be best to convey the client's message or 
information.Scheduling Work and Activities: Determine the work schedule for a given project.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimating size, time, cost, resources or materials 
needed to perform a work activity.Interpreting the Meaning of Information for Others: Write graphic standards for 
others to follow, as needed. Oversee the implementation of graphic standards, as needed.Interacting With Computers:  
Utilizing computer graphic design, photo editing and illustration software programs. Scanning two-dimensional images 
using appropriate computer scanner control software. Using computer coloring options to color image according to 
project specifications.Communicating with Persons Outside Organization: Communicating with clients and vendors to 
develop ideas, obtain clarification, or receive feedback on graphics art projects. Asking clients questions to gather 
information about the specifications for a graphic arts project or special event. Recommend the type of medium which 
would be best to convey the client's message or information. Perform quality inspections of vendor products during 
production (i.e., proofs and press checks).Developing Objectives and Strategies:  Generate SMART goals for assigned 
subordinates.Updating and Using Relevant Knowledge:  Keep up to date on software, trends, styles, paper, printing and 
digital techniques.Judging the Qualities of Things, Series, or People: Review materials for quality (i.e., photography) for 
the purpose of best final production.Staffing Organizational Units:  Conduct interviews for job candidates. Identifying 
promotional opportunities within assigned subordinates to develop bench strength and enhance talent pool.Thinking 
Creatively: Designing and preparing visual products in the preparation of print and digital publications. Photographing 
and scanning objects and scenes by selecting and adjusting equipment to obtain the desired photographic effect, as 
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needed. Arrange images and copy to create the desired layout. Conceptualize the best way to convey the client's 
message for publications or digital projects. Drawing preliminary and detailed sketches related to the project subject 
matter. Produce visual products using various drawing, painting, sculpting and photographic techniques for use in print 
and digital publications.Coordinating the Work and Activities of Others: Coordinating workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinating with upper 
management peers and assigned subordinates to facilitate equitable workload dissemination.Developing and Building 
Teams: Modeling effective performance for co-workers and assigned subordinates to provide a role model, encourage 
success in others, and enhance trust. Identify developmental opportunities appropriate for assigned subordinates to 
improve team development.Selling or Influencing Others: Prove rational or creative decisions, as needed.Making 
Decisions and Solving Problems: Decide the type and quality of print, graphics and digital projects to use for final 
production. Assisting and coordinating the theme and decorations for specials events (e.g., conferences and 
conventions), as needed. Decide placement of graphic art (i.e., banners, pictures, paintings and buttons).Coaching and 
Developing Others: Mentoring less experienced co-workers in their work. Proving feedback and information to 
subordinates on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
etc.Providing Consultation and Advice to Others: Provide guidance and expert advice to clients for efficiency of overall 
product.Communicating with Supervisors, Peers, or Subordinates: Enlist the aid of technical support to resolve 
problems. Work with the publication liaison for proper authorization prior to final production. Obtain client approval 
prior to final production, as needed. Communicate resource needs and deadlines to ensure project 
completion.Documenting/Recording Information: Preparing reports for tracking project activity and cost, as needed. 
Recording time spent on a project and other project information (i.e., type of medium, number of illustrations and 
quality of reproductions). Complete purchase orders or expense forms for materials used on a project. Maintain back-up 
files of all projects for the purpose of reprinting and documenting for future needs.Getting Information: Obtain 
information via email, scheduled meetings, telephone, project coordinator, editor or executive leadership 
team.Organizing, Planning, and Prioritizing Work: Organizing and prioritizing personal workload for the purpose of 
project completion. Delegating task to assigned subordinates based on the competencies they possess to ensure work is 
completed efficiently, accurately and timely.Performing General Physical Activities: Preparing, mounting and trimming 
displays. Install graphic productions, as needed.Performing Administrative Activities: Enter personal time and 
leave/overtime requests into appropriate databases. Respond to emails, phone calls, and other correspondence, as 
needed. Approving time and leave requests.Repairing and Maintaining Equipment: Maintain graphic art equipment to 
ensure ongoing production and quality.Evaluating Information to Determine Compliance with Standards: Coordinating 
with supervisors to ensure projects fall under the publication mandated by the State of Tennessee.Resolving Conflicts 
and Negotiating with Others: Maintaining respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Establishing and Maintaining Interpersonal Relationship: Networking with 
vendors and clients and attending meetings, as needed. Maintain professional working relationship with peers, assigned 
subordinates, and upper management to ensure smooth and effective team operations.Operating Vehicles, Mechanized 
Devices, or Equipment: Operating state vehicles to perform duties, as needed. 
 
Competencies (KSA’s): 
Competencies: Creativity Decision Quality Functional/Technical Competency Directing Others Planning Timely Decision 
Making Conflict Management Integrity and Trust Self-Development Customer FocusKnowledge: Clerical Skills 
Communications and Media Computers and Electronics Customer and Personal Services Design Fine Arts Mathematics 
Sales and MarketingSkills: Active Learning Active Listening Mathematics Critical Thinking Reading Comprehension 
Speaking Coordination Basic Skills in Equipment Selection Operation and Control Quality Control Analysis 
Troubleshooting Judgment and Decision Making Management of Material Resources Time Management Monitoring 
Negotiation Equipment Selection Management of Material Resources Management of Personnel ResourcesAbilities: 
Category Flexibility Deductive Reasoning Fluency of Ideas Information Ordering Oral Comprehension Oral Expression 
Originality Spatial Orientation Time Sharing Visualization Written Comprehension Near Vision Visual Color 
Discrimination Memorization Selective Attention Speed of Closure Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Printer Scanner Exacto Knife Mac Cutter Cutting Table 
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062257 - GREENS SUPERINTENDENT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1699 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062255 - GREENSKEEPER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1694 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time golf 
course maintenance work, including the care and maintenance of greens.Substitution of Education for Experience: 
College-level course work in agronomy, horticulture, or other agricultural field related to plant and soil science or turf 
management from an accredited college or university may substitute for the required golf course maintenance work, on 
a year for year basis, to a maximum of two years, there being no substitution for one year of the required golf course 
grounds maintenance work, including the care and maintenance of greens at a golf course. (e.g., 45 quarter hours of 
course work, including at least six quarter hours in a related agricultural field, may substitute for one year of 
experience).Substitution of Education for Experience: Additional clock hours in landscape and turf management or 
horticulture from an accredited vocational or technical school may substitute for required grounds maintenance 
experience on a year to year basis, to a maximum of one year, there being no substitution for one year of the required 
golf course grounds maintenance work, including the care and maintenance of greens at a golf course (e.g., 108 clock 
hours of course work may substitute for one month of experience). OR Education and Experience: Graduation from an 
accredited college or university with a bachelor’s degree in agronomy, horticulture, or other agricultural field related to 
plant and soil science or turf management.OR Education and Experience: Graduation from an accredited college or 
university with an associate’s degree in plant science, horticulture, or other agricultural field related to plant and soil 
science or turf management, and one year of increasingly responsible and skilled experience in grounds maintenance at 
a golf course, which must include the care and maintenance of greens. OR Education and Experience: Completion of a 
Certificate in landscape and turf grass management from a vocational school and two years of increasingly responsible 
and skilled experience in golf course maintenance work, including the care and maintenance of greens. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.Note: A transcript is required for proper evaluation of this job class. Examination Method: Education and 
experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading others in semi-skilled and skilled grounds maintenance 
work of considerable difficulty at a golf course; and performs related work as required.  Distinguishing Features: An 
employee in this class leads a small group of golf course workers in the maintenance of tees, fairways, bunkers, roughs 
and greens on a golf course. This class differs from others in the field of Grounds Maintenance in that incumbents of the 
latter maintain the grounds at a variety of facilities which do not demand the special knowledge required for the 
maintenance of greens. 
 
Work Activities: 
Handling and Moving Objects:    Cleans up any chemical or fertilizer spill immediately according to the directed 
instructions listed on the product container and inform supervisor immediately of incident.    Stores, handles, and 
applies chemicals and fertilizers in a manner consistent with the approved and safe directions stated on the 
chemical/fertilizer container. Staffing Organizational Units:    Interviews and hires staff as vacancies occur. Repairing and 
Maintaining Mechanical Equipment:    Calibrates spreaders and sprayers before applying product to the golf course.    
Assists in monitoring the main pump station and the transfer pump station to insure continued and accurate operation. 
Evaluating Information to Determine Compliance with Standards:    Applies plant protective chemicals and fertilizers in 
accordance with local, state, and federal laws and/or regulations. Operating Vehicles, Mechanized Devices, or 
Equipment:    Leads in the mixing and spraying of herbicides and fungicides to remove unwanted plants from the golf 
course.    Applies plant protective chemicals and fertilizers to the golf course grounds.    Leads others in the aerification, 
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topdressing and fertilization of greens and tees to keep them firm, growing and able to absorb water.    Operates and 
utilizes a variety of tools and equipment such as greens mowers, fairway mowers, tee mowers, chemical sprayers, 
fertilizer spreaders, topdressing machines, soil aerification devices, skid steer loaders, backhoes, and light trucks.    
Plants turf grass seeds and/or turf grass sod when necessary.    Assist in the maintenance of native areas throughout the 
golf course including spraying, mowing, creation, and seasonal burning. Interacting With Computers:    Irrigates golf 
course using centralized computer irrigation system. Coaching and Developing Others:    Addresses any performance 
issues with an employee as to insure unsafe or improper work activities or habits are not continued. Making Decisions 
and Solving Problems:    Diagnoses and resolves issues such as but not limited to golf course and weather conditions, 
crew limitations, and disease pressure. Training and Teaching Others:    Supervises and critiques employees to provide 
guidance in how to better or more timely perform assigned tasks. Organizing, Planning, and Prioritizing Work:    Assists 
and performs special projects (such as greens renovation, tee construction, irrigation and drainage, design installation, 
bunker renovation, etc) throughout the golf course as approved and assigned by supervisor. Performing Administrative 
Activities:    Performs administrative duties including but not limited to timekeeping, daily scheduling, and fuel records. 
Performing General Physical Activities:    Repairs any leaks or damaged irrigation pipe, fittings, or wires associated with 
the golf course irrigation system.    Performs or assists in the renovation or addition of needed irrigation piping, heads, 
or wiring throughout the golf course.    Leads others in the mowing of fairways, greens, tees, roughs and other grounds 
maintenance duties such as the changing of cups and the raking of bunkers.    Cares for established turf grass by 
mulching, aerifying, weeding, removing thatch, or trimming or edging around flower beds, walks, or walls.    Assists in 
the construction, repair, or painting of golf course buildings or accessories. Guiding, Directing, and Motivating 
Subordinates:    Trains employees on new job assignments so the work is carried out in a safe and timely manner to 
accomplish the objective of the assignment.    Conducts interim reviews and performance evaluations on staff. 
Scheduling Work and Activities:    Monitors soil moisture content during the turf grass growing season to assist with 
determining the proper amount of irrigation to apply to the golf course during nightly watering.    Schedules daily work 
or special events (such as tournament preparation, seasonal aerification, etc.)    Assists in the ongoing environmental 
projects of the golf course including construction and implementation of new projects. Documenting/Recording 
Information:    Maintains records of all chemical and fertilizer applications in electronic or hard copy form in accordance 
with local, state, or federal regulations.    Keeps simple records and make routine reports such as time expended and 
materials used.    Assists in recording activity of wildlife through journal entries and photographs. Communicating with 
Persons Outside Organization:    Assists in promotion of environmental efforts and projects with the general public and 
guests. 
 
Competencies (KSA’s): 
Competencies:     Planning    Delegation    Problem Solving    Priority Setting    Command Skills    Ethics & Values    
Listening    Dealing with Ambiguity    Intellectual Horsepower    Directing Others    Informing    Time Management    Drive 
for Results    Decision Quality    Organizing    Process Management    Timely Decision Making    Action Oriented    
Organizational Agility    Confronting Direct Reports    Hiring & Staffing    Standing Alone    Career Ambition    Fairness to 
Direct Reports    Managing Diversity    Motivating Others    Negotiating    Learning on the Fly    Managing Through System    
Perseverance    Approachability    Boss Relationships    Patience    Peer Relationships    Self-Knowledge    Strategic Agility    
Comfort Around Higher Management    Written Communication    Composure    Integrity & Trust    Building Effective 
Teams    Self-Development    Dealing with Paradox    Work/Life Balance    Perspective      Knowledge:    Biology    
Mathematics    Chemistry    Administration & Management    Building and Construction    Mechanical    Clerical    
Computers and Electronics    Psychology Skills:    Operation Monitoring    Equipment Maintenance    Instructing    
Troubleshooting    Science    Equipment Selection    Operation and Control    Management of Personnel Resources    Time 
Management    Mathematics    Management of Material Resources    Monitoring    Writing    Negotiation    Persuasion    
Installation    Judgment & Decision Making    Critical Thinking    Reading Comprehension    Complex Problem Solving    
Management of Financial Resources    Coordination    Active Learning    Speaking Abilities:    Oral Comprehension    
Problem Sensitivity    Control Precision    Deductive Reasoning    Mathematical Reasoning    Written Comprehension    
Reaction Time    Extent Flexibility    Gross Body Equilibrium    Depth Perception    Peripheral Vision    Memorization    
Number Facility    Oral Expression    Rate Control    Dynamic Strength    Near Vision    Speech Clarity    Speech Recognition    
Spatial Orientation    Written Expression    Stamina    Sound Localization    Time Sharing    Response Orientation    Static 
Strength    Trunk Strength    Hearing Sensitivity    Multilimb Coordination    Gross Body Coordination    Auditory Attention    
Far Vision    Visualization    Manual Dexterity    Visual Color Discrimination    Originality 
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Tools and Equipment Used: 
    Personal Computer    Printer/Scanner/Copier/Fax    Motorized Golf Course Equipment    Hand Held Gas Powered 
Chainsaw, Trimmers, etc.    Telephone    Motor Vehicles    Seeders/Spreaders 
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062241 - GROUNDS WORKER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1766 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime labor and trades work including some routine 
grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-competitive selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of routine difficulty; and performs related 
work as required.Distinguishing Features: This is the entry-working class in the Grounds Maintenance sub-series. An 
employee in this class performs a variety of unskilled and semi-skilled grounds maintenance work such as mowing grass, 
non-detailed trimming and policing grounds. This class differs from that of Grounds Worker 2 in that an incumbent of 
the latter works under general supervision and performs semi-skilled and skilled grounds maintenance work. 
 
Work Activities: 
1. Cuts grass and does non-detailed trimming of trees and shrubs.2. Cleans and makes minor repairs to streets, 
sidewalks and parking lots; removes snow from streets and sidewalks; picks up trash.3. Operates and utilizes a variety of 
tools and equipment such as pushing and riding mowers, tractors, bushogs, chainsaws, and shears; may operate a pick-
up truck or other vehicle in getting to and from the job.4. May perform minor maintenance on equipment such as 
changing oil and sharpening blades.5 May assist in the maintenance of fairway, greens, and tees at a golf course.5. May 
assist in the maintenance and construction of buildings. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062242 - GROUNDS WORKER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1774 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time labor 
and trades work including, at least, two years in grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class performs a variety of semi-skilled and skilled 
grounds maintenance work such as mowing grass, trimming and pruning trees and shrubs, and applying fertilizers and 
herbicides. This class differs from that of Grounds Worker 1 in that an incumbent of the latter is working under 
immediate supervision and performs unskilled and semi-skilled grounds work. This class differs from that of Grounds 
Worker 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:     Uses chainsaws, pruning saws, shears, and other hand-held tools to perform 
detailed pruning/trimming of trees and shrubs.    Operates pushing and riding mowers, string trimmers, sod cutters and 
other equipment to maintain grounds.Operating Vehicles, Mechanized Devices, or Equipment:     Operates various heavy 
equipment such as tractors, bush hogs, backhoes, dump trucks, front-end loaders, street sweepers, spray truck, and/or 
skid loaders to accomplish various grounds maintenance tasks.    May operate a pick-up truck or other vehicle in getting 
to and from the job.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisor and 
other staff (via two-way radio, cell phones, or face-to-face) to report problems, update on issues, or get information on 
grounds keeping tasks to be performed.Repairing and Maintaining Mechanical Equipment:     May perform maintenance 
and make minor repairs on equipment.Interacting With Computers:     May maintain and operate irrigation software or 
other components of irrigation computer system.    May use a computer to access email, perform timekeeping tasks, or 
other routine computer tasks.Performing Administrative Activities:     May keep simple records and make routine 
reports such as time expended and materials used (e.g., gas reports, supply lists).Performing General Physical Activities:     
Mixes and sprays or spreads fertilizers, herbicides, fungicides, and insecticides onto grass, shrubs, or trees, using hand or 
automatic sprayers or spreaders.    May repair and construct sidewalks, catch basins, drainage ditches and fences.    Uses 
shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete irrigation repairs.    
Clears snow from walks, driveways, or parking lots and spreads salt in those areas.    May maintain fairways, greens, and 
tees at a golf course.    May assist in the construction of buildings, greens, tees, fairways, rough, bunkers, or other small 
construction projects.    Cares for established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    
May perform routine golf course set-up (e.g., changing hole locations, changing tee positions).    May perform painting 
tasks (e.g., preparing surfaces, painting walls or other structures).    Gathers and removes litter.    May perform routine 
maintenance on buildings.Coaching and Developing Others:     May mentor or train new employees.Getting Information:     
Reads specifications to gather information needed to determine purchase needs for equipment, irrigation materials, or 
other grounds keeping related items.Monitor Processes, Materials, or Surroundings:     Monitors grounds to detect 
irrigation problems, drainage issues, disease or other problems that may need to be reported to supervisor.Inspecting 
Equipment, Structures, or Material:     Inspects all aspects of irrigation system to be sure system is in good working 
order, to identify any safety issues, and to determine if any items need to be replaced.    Inspects (e.g., checks oil, tires, 
air filters) grounds working equipment to be sure the equipment is in good working order.Communicating with Persons 
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Outside Organization:     Talks with vendors to get information about equipment and supplies needed for grounds 
keeping work.Coordinating the Work and Activities of Others:     May oversee and coordinate the work of assigned 
helpers. 
 
Competencies (KSA’s): 
Competencies:     Perseverance    Peer Relationships    Decision Quality    Time Management    Action Oriented    Learning 
on the Fly    Timely Decision Making    Work/Life BalanceKnowledge:    Basic knowledge of landscaping and grounds 
keeping    Basic knowledge of machines and tools, including uses, repair, and maintenance    Basic knowledge of 
materials, methods, and tools involved in the construction or repair of buildings, and other structures such as golf 
courses    Basic knowledge of computers (e.g., how to use basic applications such as email, how to use a printer)Skills:    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in performing routine maintenance on 
equipment and determining when and what kind of maintenance is needed    Basic time management skill    Basic skill in 
determining the kind of tools and equipment needed to do a job    Basic reading comprehension skill    Basic skill in 
monitoring to detect problems or issues    Basic skill in performing minor repairs to grounds keeping equipment    Basic 
skill in determining the causes of operating errors and deciding what to do about itAbilities:    Ability to coordinate two 
or more limbs (e.g., two arms, one arm and one leg) while sitting, standing, or lying down    Ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Basic ability to remember information such as words, 
numbers, pictures, and procedures    Basic ability to listen to and understand information and ideas presented through 
spoken words and sentences    Basic ability to apply general rules to specific problems to produce answers that make 
sense    Ability to use abdominal and lower back muscles to support part of the body repeatedly or continuously over 
time without “giving out” or fatiguing    Basic ability to read and understand information and ideas presented in writing    
Ability to exert oneself physically over long periods of time without getting winded or out of breath    Ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    Ability to exert 
maximum muscle force to lift, push, pull or carry objects    Ability to see details at close range (within a few feet)    Ability 
to speak clearly so others can understand    Ability to keep or regain your body balance or stay upright when in an 
unstable position    Ability to see under low light conditions 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pick-up truck and/or other motor vehicles    Cell phone 
and/or two-way radio    Computer 
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062242 - GROUNDS WORKER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1775 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time labor 
and trades work including, at least, two years in grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class performs a variety of semi-skilled and skilled 
grounds maintenance work such as mowing grass, trimming and pruning trees and shrubs, and applying fertilizers and 
herbicides. This class differs from that of Grounds Worker 1 in that an incumbent of the latter is working under 
immediate supervision and performs unskilled and semi-skilled grounds work. This class differs from that of Grounds 
Worker 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:     Uses chainsaws, pruning saws, shears, and other hand-held tools to perform 
detailed pruning/trimming of trees and shrubs.    Operates pushing and riding mowers, string trimmers, sod cutters and 
other equipment to maintain grounds.Operating Vehicles, Mechanized Devices, or Equipment:     Operates various heavy 
equipment such as tractors, bush hogs, backhoes, dump trucks, front-end loaders, street sweepers, spray truck, and/or 
skid loaders to accomplish various grounds maintenance tasks.    May operate a pick-up truck or other vehicle in getting 
to and from the job.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisor and 
other staff (via two-way radio, cell phones, or face-to-face) to report problems, update on issues, or get information on 
grounds keeping tasks to be performed.Repairing and Maintaining Mechanical Equipment:     May perform maintenance 
and make minor repairs on equipment.Interacting With Computers:     May maintain and operate irrigation software or 
other components of irrigation computer system.    May use a computer to access email, perform timekeeping tasks, or 
other routine computer tasks.Performing Administrative Activities:     May keep simple records and make routine 
reports such as time expended and materials used (e.g., gas reports, supply lists).Performing General Physical Activities:     
Mixes and sprays or spreads fertilizers, herbicides, fungicides, and insecticides onto grass, shrubs, or trees, using hand or 
automatic sprayers or spreaders.    May repair and construct sidewalks, catch basins, drainage ditches and fences.    Uses 
shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete irrigation repairs.    
Clears snow from walks, driveways, or parking lots and spreads salt in those areas.    May maintain fairways, greens, and 
tees at a golf course.    May assist in the construction of buildings, greens, tees, fairways, rough, bunkers, or other small 
construction projects.    Cares for established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    
May perform routine golf course set-up (e.g., changing hole locations, changing tee positions).    May perform painting 
tasks (e.g., preparing surfaces, painting walls or other structures).    Gathers and removes litter.    May perform routine 
maintenance on buildings.Coaching and Developing Others:     May mentor or train new employees.Getting Information:     
Reads specifications to gather information needed to determine purchase needs for equipment, irrigation materials, or 
other grounds keeping related items.Monitor Processes, Materials, or Surroundings:     Monitors grounds to detect 
irrigation problems, drainage issues, disease or other problems that may need to be reported to supervisor.Inspecting 
Equipment, Structures, or Material:     Inspects all aspects of irrigation system to be sure system is in good working 
order, to identify any safety issues, and to determine if any items need to be replaced.    Inspects (e.g., checks oil, tires, 
air filters) grounds working equipment to be sure the equipment is in good working order.Communicating with Persons 
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Outside Organization:     Talks with vendors to get information about equipment and supplies needed for grounds 
keeping work.Coordinating the Work and Activities of Others:     May oversee and coordinate the work of assigned 
helpers. 
 
Competencies (KSA’s): 
Competencies:     Perseverance    Peer Relationships    Decision Quality    Time Management    Action Oriented    Learning 
on the Fly    Timely Decision Making    Work/Life BalanceKnowledge:    Basic knowledge of landscaping and grounds 
keeping    Basic knowledge of machines and tools, including uses, repair, and maintenance    Basic knowledge of 
materials, methods, and tools involved in the construction or repair of buildings, and other structures such as golf 
courses    Basic knowledge of computers (e.g., how to use basic applications such as email, how to use a printer)Skills:    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in performing routine maintenance on 
equipment and determining when and what kind of maintenance is needed    Basic time management skill    Basic skill in 
determining the kind of tools and equipment needed to do a job    Basic reading comprehension skill    Basic skill in 
monitoring to detect problems or issues    Basic skill in performing minor repairs to grounds keeping equipment    Basic 
skill in determining the causes of operating errors and deciding what to do about itAbilities:    Ability to coordinate two 
or more limbs (e.g., two arms, one arm and one leg) while sitting, standing, or lying down    Ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Basic ability to remember information such as words, 
numbers, pictures, and procedures    Basic ability to listen to and understand information and ideas presented through 
spoken words and sentences    Basic ability to apply general rules to specific problems to produce answers that make 
sense    Ability to use abdominal and lower back muscles to support part of the body repeatedly or continuously over 
time without “giving out” or fatiguing    Basic ability to read and understand information and ideas presented in writing    
Ability to exert oneself physically over long periods of time without getting winded or out of breath    Ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    Ability to exert 
maximum muscle force to lift, push, pull or carry objects    Ability to see details at close range (within a few feet)    Ability 
to speak clearly so others can understand    Ability to keep or regain your body balance or stay upright when in an 
unstable position    Ability to see under low light conditions 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pick-up truck and/or other motor vehicles    Cell phone 
and/or two-way radio    Computer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062242 - GROUNDS WORKER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1776 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time labor 
and trades work including, at least, two years in grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class performs a variety of semi-skilled and skilled 
grounds maintenance work such as mowing grass, trimming and pruning trees and shrubs, and applying fertilizers and 
herbicides. This class differs from that of Grounds Worker 1 in that an incumbent of the latter is working under 
immediate supervision and performs unskilled and semi-skilled grounds work. This class differs from that of Grounds 
Worker 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:     Uses chainsaws, pruning saws, shears, and other hand-held tools to perform 
detailed pruning/trimming of trees and shrubs.    Operates pushing and riding mowers, string trimmers, sod cutters and 
other equipment to maintain grounds.Operating Vehicles, Mechanized Devices, or Equipment:     Operates various heavy 
equipment such as tractors, bush hogs, backhoes, dump trucks, front-end loaders, street sweepers, spray truck, and/or 
skid loaders to accomplish various grounds maintenance tasks.    May operate a pick-up truck or other vehicle in getting 
to and from the job.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisor and 
other staff (via two-way radio, cell phones, or face-to-face) to report problems, update on issues, or get information on 
grounds keeping tasks to be performed.Repairing and Maintaining Mechanical Equipment:     May perform maintenance 
and make minor repairs on equipment.Interacting With Computers:     May maintain and operate irrigation software or 
other components of irrigation computer system.    May use a computer to access email, perform timekeeping tasks, or 
other routine computer tasks.Performing Administrative Activities:     May keep simple records and make routine 
reports such as time expended and materials used (e.g., gas reports, supply lists).Performing General Physical Activities:     
Mixes and sprays or spreads fertilizers, herbicides, fungicides, and insecticides onto grass, shrubs, or trees, using hand or 
automatic sprayers or spreaders.    May repair and construct sidewalks, catch basins, drainage ditches and fences.    Uses 
shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete irrigation repairs.    
Clears snow from walks, driveways, or parking lots and spreads salt in those areas.    May maintain fairways, greens, and 
tees at a golf course.    May assist in the construction of buildings, greens, tees, fairways, rough, bunkers, or other small 
construction projects.    Cares for established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    
May perform routine golf course set-up (e.g., changing hole locations, changing tee positions).    May perform painting 
tasks (e.g., preparing surfaces, painting walls or other structures).    Gathers and removes litter.    May perform routine 
maintenance on buildings.Coaching and Developing Others:     May mentor or train new employees.Getting Information:     
Reads specifications to gather information needed to determine purchase needs for equipment, irrigation materials, or 
other grounds keeping related items.Monitor Processes, Materials, or Surroundings:     Monitors grounds to detect 
irrigation problems, drainage issues, disease or other problems that may need to be reported to supervisor.Inspecting 
Equipment, Structures, or Material:     Inspects all aspects of irrigation system to be sure system is in good working 
order, to identify any safety issues, and to determine if any items need to be replaced.    Inspects (e.g., checks oil, tires, 
air filters) grounds working equipment to be sure the equipment is in good working order.Communicating with Persons 
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Outside Organization:     Talks with vendors to get information about equipment and supplies needed for grounds 
keeping work.Coordinating the Work and Activities of Others:     May oversee and coordinate the work of assigned 
helpers. 
 
Competencies (KSA’s): 
Competencies:     Perseverance    Peer Relationships    Decision Quality    Time Management    Action Oriented    Learning 
on the Fly    Timely Decision Making    Work/Life BalanceKnowledge:    Basic knowledge of landscaping and grounds 
keeping    Basic knowledge of machines and tools, including uses, repair, and maintenance    Basic knowledge of 
materials, methods, and tools involved in the construction or repair of buildings, and other structures such as golf 
courses    Basic knowledge of computers (e.g., how to use basic applications such as email, how to use a printer)Skills:    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in performing routine maintenance on 
equipment and determining when and what kind of maintenance is needed    Basic time management skill    Basic skill in 
determining the kind of tools and equipment needed to do a job    Basic reading comprehension skill    Basic skill in 
monitoring to detect problems or issues    Basic skill in performing minor repairs to grounds keeping equipment    Basic 
skill in determining the causes of operating errors and deciding what to do about itAbilities:    Ability to coordinate two 
or more limbs (e.g., two arms, one arm and one leg) while sitting, standing, or lying down    Ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Basic ability to remember information such as words, 
numbers, pictures, and procedures    Basic ability to listen to and understand information and ideas presented through 
spoken words and sentences    Basic ability to apply general rules to specific problems to produce answers that make 
sense    Ability to use abdominal and lower back muscles to support part of the body repeatedly or continuously over 
time without “giving out” or fatiguing    Basic ability to read and understand information and ideas presented in writing    
Ability to exert oneself physically over long periods of time without getting winded or out of breath    Ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    Ability to exert 
maximum muscle force to lift, push, pull or carry objects    Ability to see details at close range (within a few feet)    Ability 
to speak clearly so others can understand    Ability to keep or regain your body balance or stay upright when in an 
unstable position    Ability to see under low light conditions 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pick-up truck and/or other motor vehicles    Cell phone 
and/or two-way radio    Computer 
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062242 - GROUNDS WORKER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1777 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time labor 
and trades work including, at least, two years in grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class performs a variety of semi-skilled and skilled 
grounds maintenance work such as mowing grass, trimming and pruning trees and shrubs, and applying fertilizers and 
herbicides. This class differs from that of Grounds Worker 1 in that an incumbent of the latter is working under 
immediate supervision and performs unskilled and semi-skilled grounds work. This class differs from that of Grounds 
Worker 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:     Uses chainsaws, pruning saws, shears, and other hand-held tools to perform 
detailed pruning/trimming of trees and shrubs.    Operates pushing and riding mowers, string trimmers, sod cutters and 
other equipment to maintain grounds.Operating Vehicles, Mechanized Devices, or Equipment:     Operates various heavy 
equipment such as tractors, bush hogs, backhoes, dump trucks, front-end loaders, street sweepers, spray truck, and/or 
skid loaders to accomplish various grounds maintenance tasks.    May operate a pick-up truck or other vehicle in getting 
to and from the job.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisor and 
other staff (via two-way radio, cell phones, or face-to-face) to report problems, update on issues, or get information on 
grounds keeping tasks to be performed.Repairing and Maintaining Mechanical Equipment:     May perform maintenance 
and make minor repairs on equipment.Interacting With Computers:     May maintain and operate irrigation software or 
other components of irrigation computer system.    May use a computer to access email, perform timekeeping tasks, or 
other routine computer tasks.Performing Administrative Activities:     May keep simple records and make routine 
reports such as time expended and materials used (e.g., gas reports, supply lists).Performing General Physical Activities:     
Mixes and sprays or spreads fertilizers, herbicides, fungicides, and insecticides onto grass, shrubs, or trees, using hand or 
automatic sprayers or spreaders.    May repair and construct sidewalks, catch basins, drainage ditches and fences.    Uses 
shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete irrigation repairs.    
Clears snow from walks, driveways, or parking lots and spreads salt in those areas.    May maintain fairways, greens, and 
tees at a golf course.    May assist in the construction of buildings, greens, tees, fairways, rough, bunkers, or other small 
construction projects.    Cares for established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    
May perform routine golf course set-up (e.g., changing hole locations, changing tee positions).    May perform painting 
tasks (e.g., preparing surfaces, painting walls or other structures).    Gathers and removes litter.    May perform routine 
maintenance on buildings.Coaching and Developing Others:     May mentor or train new employees.Getting Information:     
Reads specifications to gather information needed to determine purchase needs for equipment, irrigation materials, or 
other grounds keeping related items.Monitor Processes, Materials, or Surroundings:     Monitors grounds to detect 
irrigation problems, drainage issues, disease or other problems that may need to be reported to supervisor.Inspecting 
Equipment, Structures, or Material:     Inspects all aspects of irrigation system to be sure system is in good working 
order, to identify any safety issues, and to determine if any items need to be replaced.    Inspects (e.g., checks oil, tires, 
air filters) grounds working equipment to be sure the equipment is in good working order.Communicating with Persons 
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Outside Organization:     Talks with vendors to get information about equipment and supplies needed for grounds 
keeping work.Coordinating the Work and Activities of Others:     May oversee and coordinate the work of assigned 
helpers. 
 
Competencies (KSA’s): 
Competencies:     Perseverance    Peer Relationships    Decision Quality    Time Management    Action Oriented    Learning 
on the Fly    Timely Decision Making    Work/Life BalanceKnowledge:    Basic knowledge of landscaping and grounds 
keeping    Basic knowledge of machines and tools, including uses, repair, and maintenance    Basic knowledge of 
materials, methods, and tools involved in the construction or repair of buildings, and other structures such as golf 
courses    Basic knowledge of computers (e.g., how to use basic applications such as email, how to use a printer)Skills:    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in performing routine maintenance on 
equipment and determining when and what kind of maintenance is needed    Basic time management skill    Basic skill in 
determining the kind of tools and equipment needed to do a job    Basic reading comprehension skill    Basic skill in 
monitoring to detect problems or issues    Basic skill in performing minor repairs to grounds keeping equipment    Basic 
skill in determining the causes of operating errors and deciding what to do about itAbilities:    Ability to coordinate two 
or more limbs (e.g., two arms, one arm and one leg) while sitting, standing, or lying down    Ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Basic ability to remember information such as words, 
numbers, pictures, and procedures    Basic ability to listen to and understand information and ideas presented through 
spoken words and sentences    Basic ability to apply general rules to specific problems to produce answers that make 
sense    Ability to use abdominal and lower back muscles to support part of the body repeatedly or continuously over 
time without “giving out” or fatiguing    Basic ability to read and understand information and ideas presented in writing    
Ability to exert oneself physically over long periods of time without getting winded or out of breath    Ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    Ability to exert 
maximum muscle force to lift, push, pull or carry objects    Ability to see details at close range (within a few feet)    Ability 
to speak clearly so others can understand    Ability to keep or regain your body balance or stay upright when in an 
unstable position    Ability to see under low light conditions 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pick-up truck and/or other motor vehicles    Cell phone 
and/or two-way radio    Computer 
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062242 - GROUNDS WORKER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1778 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time labor 
and trades work including, at least, two years in grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs grounds maintenance work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class performs a variety of semi-skilled and skilled 
grounds maintenance work such as mowing grass, trimming and pruning trees and shrubs, and applying fertilizers and 
herbicides. This class differs from that of Grounds Worker 1 in that an incumbent of the latter is working under 
immediate supervision and performs unskilled and semi-skilled grounds work. This class differs from that of Grounds 
Worker 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:     Uses chainsaws, pruning saws, shears, and other hand-held tools to perform 
detailed pruning/trimming of trees and shrubs.    Operates pushing and riding mowers, string trimmers, sod cutters and 
other equipment to maintain grounds.Operating Vehicles, Mechanized Devices, or Equipment:     Operates various heavy 
equipment such as tractors, bush hogs, backhoes, dump trucks, front-end loaders, street sweepers, spray truck, and/or 
skid loaders to accomplish various grounds maintenance tasks.    May operate a pick-up truck or other vehicle in getting 
to and from the job.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisor and 
other staff (via two-way radio, cell phones, or face-to-face) to report problems, update on issues, or get information on 
grounds keeping tasks to be performed.Repairing and Maintaining Mechanical Equipment:     May perform maintenance 
and make minor repairs on equipment.Interacting With Computers:     May maintain and operate irrigation software or 
other components of irrigation computer system.    May use a computer to access email, perform timekeeping tasks, or 
other routine computer tasks.Performing Administrative Activities:     May keep simple records and make routine 
reports such as time expended and materials used (e.g., gas reports, supply lists).Performing General Physical Activities:     
Mixes and sprays or spreads fertilizers, herbicides, fungicides, and insecticides onto grass, shrubs, or trees, using hand or 
automatic sprayers or spreaders.    May repair and construct sidewalks, catch basins, drainage ditches and fences.    Uses 
shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete irrigation repairs.    
Clears snow from walks, driveways, or parking lots and spreads salt in those areas.    May maintain fairways, greens, and 
tees at a golf course.    May assist in the construction of buildings, greens, tees, fairways, rough, bunkers, or other small 
construction projects.    Cares for established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    
May perform routine golf course set-up (e.g., changing hole locations, changing tee positions).    May perform painting 
tasks (e.g., preparing surfaces, painting walls or other structures).    Gathers and removes litter.    May perform routine 
maintenance on buildings.Coaching and Developing Others:     May mentor or train new employees.Getting Information:     
Reads specifications to gather information needed to determine purchase needs for equipment, irrigation materials, or 
other grounds keeping related items.Monitor Processes, Materials, or Surroundings:     Monitors grounds to detect 
irrigation problems, drainage issues, disease or other problems that may need to be reported to supervisor.Inspecting 
Equipment, Structures, or Material:     Inspects all aspects of irrigation system to be sure system is in good working 
order, to identify any safety issues, and to determine if any items need to be replaced.    Inspects (e.g., checks oil, tires, 
air filters) grounds working equipment to be sure the equipment is in good working order.Communicating with Persons 
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Outside Organization:     Talks with vendors to get information about equipment and supplies needed for grounds 
keeping work.Coordinating the Work and Activities of Others:     May oversee and coordinate the work of assigned 
helpers. 
 
Competencies (KSA’s): 
Competencies:     Perseverance    Peer Relationships    Decision Quality    Time Management    Action Oriented    Learning 
on the Fly    Timely Decision Making    Work/Life BalanceKnowledge:    Basic knowledge of landscaping and grounds 
keeping    Basic knowledge of machines and tools, including uses, repair, and maintenance    Basic knowledge of 
materials, methods, and tools involved in the construction or repair of buildings, and other structures such as golf 
courses    Basic knowledge of computers (e.g., how to use basic applications such as email, how to use a printer)Skills:    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in performing routine maintenance on 
equipment and determining when and what kind of maintenance is needed    Basic time management skill    Basic skill in 
determining the kind of tools and equipment needed to do a job    Basic reading comprehension skill    Basic skill in 
monitoring to detect problems or issues    Basic skill in performing minor repairs to grounds keeping equipment    Basic 
skill in determining the causes of operating errors and deciding what to do about itAbilities:    Ability to coordinate two 
or more limbs (e.g., two arms, one arm and one leg) while sitting, standing, or lying down    Ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Basic ability to remember information such as words, 
numbers, pictures, and procedures    Basic ability to listen to and understand information and ideas presented through 
spoken words and sentences    Basic ability to apply general rules to specific problems to produce answers that make 
sense    Ability to use abdominal and lower back muscles to support part of the body repeatedly or continuously over 
time without “giving out” or fatiguing    Basic ability to read and understand information and ideas presented in writing    
Ability to exert oneself physically over long periods of time without getting winded or out of breath    Ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    Ability to exert 
maximum muscle force to lift, push, pull or carry objects    Ability to see details at close range (within a few feet)    Ability 
to speak clearly so others can understand    Ability to keep or regain your body balance or stay upright when in an 
unstable position    Ability to see under low light conditions 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pick-up truck and/or other motor vehicles    Cell phone 
and/or two-way radio    Computer 
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062243 - GROUNDS WORKER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1790 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time labor and 
trades work including, at least, three years of grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grounds maintenance work of considerable difficulty which 
includes leading others; and performs related work as required. Distinguishing Features: This is the highest level class in 
the Grounds Maintenance sub-series. An employee in this class leads a small number of grounds workers and 
participates in semi-skilled and skilled ground maintenance work such as mowing grass, trimming and pruning trees and 
shrubs and applying fertilizers, herbicides and insecticides. This class differs from that of Grounds Worker 2 in that an 
incumbent of the latter is not a lead worker. 
 
Work Activities: 
"Coaching and Developing Others:    Leads or training other part time and full time grounds keeping employees. 
Monitors Processes, Materials, or Surroundings:    Monitors grounds to detect irrigation problems, drainage issues, 
disease or other problems that need to be reported to the supervisor. Coordinating the Work Activities of Others:    
Oversees and coordinates the work of other grounds keeping staff. Repairing and Maintaining Mechanical Equipment:    
May perform and make minor repairs on equipment. Controlling Machines and Processes:    Uses chainsaws, pruning 
shears, and other hand-held tools to perform detailed pruning/trimming of trees and shrubs.    Operates pushing and 
riding mowers, string trimmers, sod cutters and other equipment to maintain grounds.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates various heavy equipment such as tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray truck, and/or skid loaders to accomplish various grounds maintenance tasks. Getting 
Information:    Reads specifications to gather information needed to determine purchase needs for equipment, irrigation 
materials, or other grounds keeping related items. Communicating with Supervisors, Peers, or Subordinates:     Providing 
information to supervisors and other staff (via two-way radio, cell phones, or face to face) to report problems, update 
on issues, or get information on grounds keeping tasks to be performed. Performing General Physical Activities:    Mixes 
and sprays or spreads fertilizers, herbicides, fungicides, or insecticides onto shrubs, grass or trees using hand or 
automatic sprayers or spreaders.    May assist in the construction of buildings, greens, tees, and fairways, roughs, 
bunkers, or other small construction projects.    May maintain fairways, greens, and tees at a golf course.    Cares for 
established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    May repair and construct sidewalks, 
catch basins, drainage ditches, and fences.    May perform routine maintenance on buildings.    May perform routing golf 
course set-up (e.g. changing hole locations, changing tee positions).    Clears snow from walk, drive ways and parking lots 
and spreads salt in those areas.    May perform painting tasks (i.e. preparing painting surfaces, painting walls or other 
structures).    Uses shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete 
irrigation repairs.    Gathers and removes litter. Interacting with Computers:     May maintain and operate irrigation 
software or other components of an irrigation computer system.    May use a computer to access e-mail, perform 
timekeeping tasks, or other routine computer tasks. Inspecting Equipment, Structures, or Material:    Inspects (e.g. 
checks oil, tires, air filters) grounds working equipment to be sure the equipment is in good working order.    Inspects all 
aspects of irrigation system to be sure system is in good working order, to identify any safety issues, and to determine if 
any items need to be replaced. Performing Administrative Activities:    Keeps simple records and makes routine reports 



 TN Job Classification Specifications  
September 22, 2020 

such as time expended and materials used (e.g. gas reports, supply lists). Communicating with Persons Outside the 
Organization:    Talks with vendors to get information about equipment and supplies needed for grounds keeping work." 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Decision Quality    Time Management    Timely Decision Making    Learning on the Fly    
Peer Relationships    Perseverance Knowledge:    Basic knowledge of landscaping and grounds keeping    Basic knowledge 
of machines and tools, including uses, repair and maintenance    Basic knowledge of materials, methods, and tools 
involved in the construction or repair of buildings and other structures such as golf courses    Basic knowledge of 
computers (e.g., how to use basic applications such as e-mail, how to use a printer) Skills:    Basic time management skill    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in determining the kind of tools and 
equipment needed to do a job    Basic reading comprehension skills    Basic skill in monitoring to detect problems or 
issues    Basic skill in determining the causes of operating errors and deciding what to do about it    Basic skill in 
performing routine maintenance on equipment and determining when and what kind of maintenance is needed    Basic 
skill in performing minor repairs to grounds keeping equipment Abilities:    Basic ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to coordinate two or more limbs (e.g. 
two arms, one arm and one leg) while sitting, standing or lying down    Basic ability to remember information such as 
words, numbers, pictures and procedures    Basic ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to read and understand information and ideas presented in writing    Ability to speak 
clearly so others can understand    Ability to use abdominal and lower back muscles to support part of the body 
repeatedly or continuously over time without “giving out” or fatiguing    Ability to exert oneself physically over long 
periods of time without getting winded or out of breath    Ability to coordinate the movement of arms, legs and torso 
together when the whole body is in motion    Ability to exert maximum muscle force to lift, push, pull or carry objects    
Ability to keep or regain your body balance or stay upright when in an unstable position    Ability to detect or tell the 
difference between sounds that vary in pitch and loudness    Ability to see details at close range (within a few feet) 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment, including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pickup truck and/or other motor vehicles    Cell phone 
and or two way radio    Computer 
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062243 - GROUNDS WORKER 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1791 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time labor and 
trades work including, at least, three years of grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grounds maintenance work of considerable difficulty which 
includes leading others; and performs related work as required. Distinguishing Features: This is the highest level class in 
the Grounds Maintenance sub-series. An employee in this class leads a small number of grounds workers and 
participates in semi-skilled and skilled ground maintenance work such as mowing grass, trimming and pruning trees and 
shrubs and applying fertilizers, herbicides and insecticides. This class differs from that of Grounds Worker 2 in that an 
incumbent of the latter is not a lead worker. 
 
Work Activities: 
"Coaching and Developing Others:    Leads or training other part time and full time grounds keeping employees. 
Monitors Processes, Materials, or Surroundings:    Monitors grounds to detect irrigation problems, drainage issues, 
disease or other problems that need to be reported to the supervisor. Coordinating the Work Activities of Others:    
Oversees and coordinates the work of other grounds keeping staff. Repairing and Maintaining Mechanical Equipment:    
May perform and make minor repairs on equipment. Controlling Machines and Processes:    Uses chainsaws, pruning 
shears, and other hand-held tools to perform detailed pruning/trimming of trees and shrubs.    Operates pushing and 
riding mowers, string trimmers, sod cutters and other equipment to maintain grounds.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates various heavy equipment such as tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray truck, and/or skid loaders to accomplish various grounds maintenance tasks. Getting 
Information:    Reads specifications to gather information needed to determine purchase needs for equipment, irrigation 
materials, or other grounds keeping related items. Communicating with Supervisors, Peers, or Subordinates:     Providing 
information to supervisors and other staff (via two-way radio, cell phones, or face to face) to report problems, update 
on issues, or get information on grounds keeping tasks to be performed. Performing General Physical Activities:    Mixes 
and sprays or spreads fertilizers, herbicides, fungicides, or insecticides onto shrubs, grass or trees using hand or 
automatic sprayers or spreaders.    May assist in the construction of buildings, greens, tees, and fairways, roughs, 
bunkers, or other small construction projects.    May maintain fairways, greens, and tees at a golf course.    Cares for 
established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    May repair and construct sidewalks, 
catch basins, drainage ditches, and fences.    May perform routine maintenance on buildings.    May perform routing golf 
course set-up (e.g. changing hole locations, changing tee positions).    Clears snow from walk, drive ways and parking lots 
and spreads salt in those areas.    May perform painting tasks (i.e. preparing painting surfaces, painting walls or other 
structures).    Uses shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete 
irrigation repairs.    Gathers and removes litter. Interacting with Computers:     May maintain and operate irrigation 
software or other components of an irrigation computer system.    May use a computer to access e-mail, perform 
timekeeping tasks, or other routine computer tasks. Inspecting Equipment, Structures, or Material:    Inspects (e.g. 
checks oil, tires, air filters) grounds working equipment to be sure the equipment is in good working order.    Inspects all 
aspects of irrigation system to be sure system is in good working order, to identify any safety issues, and to determine if 
any items need to be replaced. Performing Administrative Activities:    Keeps simple records and makes routine reports 
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such as time expended and materials used (e.g. gas reports, supply lists). Communicating with Persons Outside the 
Organization:    Talks with vendors to get information about equipment and supplies needed for grounds keeping work." 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Decision Quality    Time Management    Timely Decision Making    Learning on the Fly    
Peer Relationships    Perseverance Knowledge:    Basic knowledge of landscaping and grounds keeping    Basic knowledge 
of machines and tools, including uses, repair and maintenance    Basic knowledge of materials, methods, and tools 
involved in the construction or repair of buildings and other structures such as golf courses    Basic knowledge of 
computers (e.g., how to use basic applications such as e-mail, how to use a printer) Skills:    Basic time management skill    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in determining the kind of tools and 
equipment needed to do a job    Basic reading comprehension skills    Basic skill in monitoring to detect problems or 
issues    Basic skill in determining the causes of operating errors and deciding what to do about it    Basic skill in 
performing routine maintenance on equipment and determining when and what kind of maintenance is needed    Basic 
skill in performing minor repairs to grounds keeping equipment Abilities:    Basic ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to coordinate two or more limbs (e.g. 
two arms, one arm and one leg) while sitting, standing or lying down    Basic ability to remember information such as 
words, numbers, pictures and procedures    Basic ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to read and understand information and ideas presented in writing    Ability to speak 
clearly so others can understand    Ability to use abdominal and lower back muscles to support part of the body 
repeatedly or continuously over time without “giving out” or fatiguing    Ability to exert oneself physically over long 
periods of time without getting winded or out of breath    Ability to coordinate the movement of arms, legs and torso 
together when the whole body is in motion    Ability to exert maximum muscle force to lift, push, pull or carry objects    
Ability to keep or regain your body balance or stay upright when in an unstable position    Ability to detect or tell the 
difference between sounds that vary in pitch and loudness    Ability to see details at close range (within a few feet) 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment, including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pickup truck and/or other motor vehicles    Cell phone 
and or two way radio    Computer 
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062243 - GROUNDS WORKER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1792 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time labor and 
trades work including, at least, three years of grounds maintenance work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license or Commercial Driver’s License (CDL) may be 
required for employment in some positions. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grounds maintenance work of considerable difficulty which 
includes leading others; and performs related work as required. Distinguishing Features: This is the highest level class in 
the Grounds Maintenance sub-series. An employee in this class leads a small number of grounds workers and 
participates in semi-skilled and skilled ground maintenance work such as mowing grass, trimming and pruning trees and 
shrubs and applying fertilizers, herbicides and insecticides. This class differs from that of Grounds Worker 2 in that an 
incumbent of the latter is not a lead worker. 
 
Work Activities: 
"Coaching and Developing Others:    Leads or training other part time and full time grounds keeping employees. 
Monitors Processes, Materials, or Surroundings:    Monitors grounds to detect irrigation problems, drainage issues, 
disease or other problems that need to be reported to the supervisor. Coordinating the Work Activities of Others:    
Oversees and coordinates the work of other grounds keeping staff. Repairing and Maintaining Mechanical Equipment:    
May perform and make minor repairs on equipment. Controlling Machines and Processes:    Uses chainsaws, pruning 
shears, and other hand-held tools to perform detailed pruning/trimming of trees and shrubs.    Operates pushing and 
riding mowers, string trimmers, sod cutters and other equipment to maintain grounds.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates various heavy equipment such as tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray truck, and/or skid loaders to accomplish various grounds maintenance tasks. Getting 
Information:    Reads specifications to gather information needed to determine purchase needs for equipment, irrigation 
materials, or other grounds keeping related items. Communicating with Supervisors, Peers, or Subordinates:     Providing 
information to supervisors and other staff (via two-way radio, cell phones, or face to face) to report problems, update 
on issues, or get information on grounds keeping tasks to be performed. Performing General Physical Activities:    Mixes 
and sprays or spreads fertilizers, herbicides, fungicides, or insecticides onto shrubs, grass or trees using hand or 
automatic sprayers or spreaders.    May assist in the construction of buildings, greens, tees, and fairways, roughs, 
bunkers, or other small construction projects.    May maintain fairways, greens, and tees at a golf course.    Cares for 
established lawns by mulching, aerating, weeding, grubbing, and removing thatch.    May repair and construct sidewalks, 
catch basins, drainage ditches, and fences.    May perform routine maintenance on buildings.    May perform routing golf 
course set-up (e.g. changing hole locations, changing tee positions).    Clears snow from walk, drive ways and parking lots 
and spreads salt in those areas.    May perform painting tasks (i.e. preparing painting surfaces, painting walls or other 
structures).    Uses shovels and other hand-held tools to prepare soil to plant trees, shrubs, and flowers or to complete 
irrigation repairs.    Gathers and removes litter. Interacting with Computers:     May maintain and operate irrigation 
software or other components of an irrigation computer system.    May use a computer to access e-mail, perform 
timekeeping tasks, or other routine computer tasks. Inspecting Equipment, Structures, or Material:    Inspects (e.g. 
checks oil, tires, air filters) grounds working equipment to be sure the equipment is in good working order.    Inspects all 
aspects of irrigation system to be sure system is in good working order, to identify any safety issues, and to determine if 
any items need to be replaced. Performing Administrative Activities:    Keeps simple records and makes routine reports 
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such as time expended and materials used (e.g. gas reports, supply lists). Communicating with Persons Outside the 
Organization:    Talks with vendors to get information about equipment and supplies needed for grounds keeping work." 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Decision Quality    Time Management    Timely Decision Making    Learning on the Fly    
Peer Relationships    Perseverance Knowledge:    Basic knowledge of landscaping and grounds keeping    Basic knowledge 
of machines and tools, including uses, repair and maintenance    Basic knowledge of materials, methods, and tools 
involved in the construction or repair of buildings and other structures such as golf courses    Basic knowledge of 
computers (e.g., how to use basic applications such as e-mail, how to use a printer) Skills:    Basic time management skill    
Basic skill in giving full attention to what other people are saying, taking time to understand points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Basic skill in determining the kind of tools and 
equipment needed to do a job    Basic reading comprehension skills    Basic skill in monitoring to detect problems or 
issues    Basic skill in determining the causes of operating errors and deciding what to do about it    Basic skill in 
performing routine maintenance on equipment and determining when and what kind of maintenance is needed    Basic 
skill in performing minor repairs to grounds keeping equipment Abilities:    Basic ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to coordinate two or more limbs (e.g. 
two arms, one arm and one leg) while sitting, standing or lying down    Basic ability to remember information such as 
words, numbers, pictures and procedures    Basic ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to read and understand information and ideas presented in writing    Ability to speak 
clearly so others can understand    Ability to use abdominal and lower back muscles to support part of the body 
repeatedly or continuously over time without “giving out” or fatiguing    Ability to exert oneself physically over long 
periods of time without getting winded or out of breath    Ability to coordinate the movement of arms, legs and torso 
together when the whole body is in motion    Ability to exert maximum muscle force to lift, push, pull or carry objects    
Ability to keep or regain your body balance or stay upright when in an unstable position    Ability to detect or tell the 
difference between sounds that vary in pitch and loudness    Ability to see details at close range (within a few feet) 
 
Tools and Equipment Used: 
    Push and riding mowers, string trimmers, and sod cutters    Chainsaws, pruning saws, shears, and other 
pruning/trimming tools    Hand or automatic sprayers and spreaders    Shovels and various other hand-held tools for 
landscaping and grounds keeping work    Heavy equipment, including tractors, bush hogs, backhoes, dump trucks, front-
end loaders, street sweepers, spray trucks, and/or skid loaders    Pickup truck and/or other motor vehicles    Cell phone 
and or two way radio    Computer 
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072644 - HABILITATION THERAPIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3018 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in education, industrial arts, nursing, a social or behavioral science, or a mental health or human services field. 
Substitution of Experience for Education: Qualifying full-time experience in teaching, business sales and marketing, or 
providing services for handicapped persons may be substituted for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs vocational habilitation therapy work of average difficulty or supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the working level class 
in the Habilitation Therapy sub-series. An employee in this class works at a developmental center providing vocational 
habilitation training, therapy and supervision for intellectually and developmentally disabled clients, or supervises direct 
care staff in a community home setting. This class differs from Habilitation Therapy Technician in that an incumbent of 
the latter is not responsible for professional level therapeutic goal planning and evaluation or for supervising staff. This 
class differs from Habilitation Therapist Supv in that an incumbent of the latter supervises professional-level staff.                                                        
 
Work Activities: 
Performing Administrative Activities:  Reconciles bank and credit card statements to account for funds spent. 
Administers disciplinary actions for staff as appropriate. Monitors budgets for homes to ensure proper spending of 
funds. Approves and maintains time and attendance and payroll records for staff. Analyzing Data or Information: 
Analyzes staff performance data to ensure that they are providing optimal care and training to persons served. Analyzes 
medical, treatment, and training data to detect changes in needs, behavior, and abilities. Analyzes environmental data 
to ensure the safety and appropriate environment for persons served. Inspecting Equipment, Structures, or Material: 
Conducts fire and other emergency drills and inspects safety equipment to ensure the safety of persons served. 
Performs environmental inspections and safety inspections of personal/home equipment to maintain its optimal 
function and safety of persons served and to ensure compliance with laws, regulations, and standards; requests repairs 
as necessary and follows to resolution. Inspects vehicles to ensure that they are clean and operational.Scheduling Work 
and Activities:  Creates work schedules and task assignments for staff and for persons served; makes sure that there is 
adequate staff coverage. Creates a monthly schedule of community and home activities to ensure that active treatment 
and vocational requirements are met. Evaluating Information to Determine Compliance with Standards:  Monitors and 
observes work environment and processes and work performed by subordinate staff to ensure that they conform with 
laws, regulations, and standards. Completes time studies to ensure that persons served receive a fair wage in 
compliance with Department of Labor standards. Monitor Processes, Materials, or Surroundings:  Inventories, monitors, 
and shops for supplies for residential/community homes and for persons served and maintains financial documentation 
to provide for the needs of persons served. Training and Teaching Others:  Trains other staff on active treatment 
interventions to meet the requirements of individual support plans of persons served. Instructs staff on policies, 
procedures, and job requirements to ensure that the job requirements are met. Communicating with Supervisors, Peers, 
and Subordinates:  Communicates with supervisors and peers to share information and resolve problems. 
Communicates with staff to share information and ensure that work assignments are completed.Performing General 
Physical Activities:  Lifts, transfers, and positions persons served in accordance with their individual support plans to 
ensure their safety and comfort. Lifts and moves supplies for usage and storage. Assisting and Caring for Others:  
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Provides training, supports, and personal care for persons served to ensure their safety and health and further their 
independence.Getting Information:  Collects medical, treatment, and training info and info regarding the physical 
environment from staff, families, and through direct observation to complete reports, forms, and required 
documentation to comply with policies, procedures, and federal and state regulations. Interacting with Computers:  
Uses computers for data entry, writing reports, developing training objectives and reconciling and maintaining records 
for persons served, purchasing and procurement, home management, and preparing performance evaluation 
documents for staff.Guiding, Directing, and Motivating Subordinates: Supervises staff and completes the job 
performance planning and evaluation process from them.Developing Objectives and Strategies:  Creates training 
objectives for each person served; outlines action steps to reach training goals and instructs other staff on 
implementation.Resolving Conflicts and Negotiating with Others:  Listens to complaints from family members, 
conservators, staff, and persons served; resolves complaints or refers them to management if unable to 
resolve.Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicles, mechanical lifts, forklifts, home 
appliances, and other specialized equipment to assist persons served in accomplishing their daily activities, training, and 
to ensure their mobility and safety.Communicating with Persons Outside Organization:  Communicates with families, 
conservators, and employers of persons served and the public to share information and meet active treatment 
requirements.Updating and Using Relevant Knowledge: Attends required training classes to gain new knowledge and to 
comply with regulations. 
 
Competencies (KSA’s): 
"Competencies: Decision Quality Problem Solving Directing Others Planning Time Management Managerial Courage 
Approachability Customer Focus Interpersonal Savvy Motivating OthersKnowledge: Customer and Personal Service- 
knowledge of needs and supports for persons served and ensure that they are carried out by staff as specified; 
communicates with other staff to ensure and coordinate supports are carried out; able to communicate and maintain a 
good relationship with stakeholders/conservators and other interested parties to ensure and coordinate supports and 
resolve conflicts for the purpose and care and well-being of the service recipients. Administration and Management - to 
develop and implement programs, assessments, and other administrative documents to provide training and to 
supervise and coordinate staff and resources for the efficient operation of the work area and to provide support to our 
service recipients. Clerical - clerical activities are used to complete work assignments, schedules, and other records 
regarding personnel matters as well as records regarding service recipients and other compliance/standard required 
records, knowledge and maintenance of filing system/documents to accurately monitor and supervise active treatment 
of the service recipients, work performance of staff, and general operation of the work area. Education and Training - 
training, monitoring, and evaluating staff in specified needs and supports of persons served, follows individual support 
training/vocational/self-help programs as written. Trains staff in required department policy/procedures and other 
required curriculum. This provides the optimal care, training, and safety of persons served. Psychology - general 
knowledge and awareness of human behavior issues and individual differences for persons with intellectual and 
developmental disabilities' treatment, care, and management of behavioral issues in order to provide optimal care for 
persons served. Law and Government - able to learn, apply, and comply with state, federal, and department rules, laws 
and policy and procedures to ensure the safety and well-being of persons served. Economics and Accounting - 
knowledge of some general accounting to oversee personal funds, bank accounts and state credit cards and relevant 
reports to account for purchases and manage state and service recipients' funds and resources. Transportation - 
knowledge of state traffic laws and safe vehicle operation; maintains a current driver's license and safe driving record to 
safely and efficiently transport persons served. Able to learn, apply, and comply with agency transportation policy and 
procedures. Chemistry  -  basic understanding of chemicals and products, proper usage, and storage to ensure the safety 
of employees and people we serve and compliance with standards and regulations.Skills: Reading Comprehension - 
ability to read and comprehend all relative work documents, ensures that documentation is complete and complies with 
required standards and understand how to apply that information for the optimal care and training of individuals 
served. Judgment and Decision Making - must have adequate judgment and sound decision making skills based on 
relative facts and appropriate feedback in order to provide optimal safety, care, training, and oversight of resources. 
Management of Personnel Resources - motivating, developing, evaluating, supervising, and directing people as they 
work based on department and regulatory agencies' policies and procedures to provide optimal delivery of services for 
people served. Time Management- able to prioritize and complete their work assignments with minimal supervision and 
the work time of their staff for the completion of needed tasks for the optimal efficiency of the work environment. 
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Active Learning - must be able to understand new information and apply to training the individuals served and/or be 
able to train, test, and monitor staff in order to provide optimal care and safety of individuals served.  Active Listening - 
must be able to give full attention to what people are saying to have understanding of the points being made in order to 
gain all information needed to apply training to the individuals served and/or be able to train, test, and monitor staff in 
order to resolve concerns and provide optimal care and safety of individuals served. Writing- must be able to 
communicate clearly in written form to convey information effectively. Instructing- must be able to give clear and 
precise instructions in order to guide and train others to ensure the optimal delivery of services of persons served. 
Coordination - must be able to work harmoniously with others in a flexible manner to ensure the optimal delivery of 
services of persons served. Monitoring- monitoring and assessing staff, programs, and individuals' response to training 
and activities and take corrective action necessary to provide the safety and optimal care of persons served. Critical 
Thinking - using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or 
approaches to problems in order to provide optimal care and training for the individuals served and to maintain a 
smooth and efficient work environment. Speaking - must be able to talk to others to convey information effectively. 
Mathematics  -  must have basic knowledge of mathematical skills for the review of financial and other documents 
related to the care and training of individuals served.Abilities: Originality- ability to problem-solve and develop creative 
ways to address unexpected issues or concerns in order to ensure the optimal quality of care for persons served. Oral 
Expression - ability to communicate information and ideas in speaking so others will understand. Speech Recognition - 
ability to identify and understand the speech of another person. Written Comprehension - ability to read and 
understand information and ideas presented in writing. Oral Comprehension - ability to listen to and understand 
information and ideas presented through spoken words and sentences. Written Expression - ability to communicate 
information and ideas in writing so others will understand. Problem Sensitivity- ability to tell when something is wrong 
or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem. Memorization - 
must be able to remember and apply all policy and procedures in order to provide optimal care and training of persons 
served and the efficient operation of the work environment. Number Facility - ability to add, subtract, multiply, or divide 
correctly. Time Sharing- ability to shift back and forth between two or more activities or sources of information. 
Dynamic Flexibility - ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or 
legs. Sound Localization - ability to tell the direction from which a sound originated. Response Orientation - ability to 
choose quickly between two or more movements in response to two or more different signals. In includes the speed 
with which the correct response is started with the hand, foot, or other body part. Static Strength - ability to exert 
maximum muscle force to lift, push, pull, or carry objects. Trunk Strength - ability to use your abdominal and lower back 
muscles to support part of the body repeatedly or continuously over time without ""giving out"" or fatiguing. Hearing 
Sensitivity - ability to detect or tell the differences between sounds that vary in pitch and loudness in order to hear 
alarms and persons in distress for the safety of persons served. Multi-limb Coordination - ability to coordinate two or 
more limbs while sitting or standing. Reaction Time - ability to quickly respond to a signal when it appears. Speed of 
Limb Movement - ability to quickly move the arms and legs. Finger Dexterity - ability to make precisely coordinated 
movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects for vocational 
training. Manual Dexterity - ability to quickly move your hand, your hand together with your arm, or your two hands to 
grasp, manipulate, or assemble objects for vocational training." 
 
Tools and Equipment Used: 
N/A per Deanie White 1/18/13.  Cato 
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044544 - HABILITATION THERAPY TECH 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1962 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from high school and experience equivalent to one year 
of full-time work in teaching, business sales and marketing, or providing services for disabled persons. Substitution of 
Education for Experience: Additional college or technical coursework with at least nine quarter hours in education, a 
social or behavioral science, industrial arts, nursing or a mental health or human services field from an accredited 
college, university or technical school may be substituted for the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some position. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs vocational, habilitation therapy technical work of routine difficulty; 
and performs related work as required. Distinguishing Features: This is the technical level therapist class in the 
habilitation therapy sub-series. An employee in this class works at a developmental center or community home 
providing vocational, habilitation training, therapy and supervision for intellectually and developmentally disabled 
clients. This class differs from Habilitation Therapist in that an incumbent of the latter is a professional therapist. 
 
Work Activities: 
Getting Information:    Looks at assignment sheets and schedules daily. Monitor Processes, Materials, or Surroundings:    
Inventories, monitors, and shops for supplies for residential/community home and for persons served and maintains 
financial documentation to provide for the needs of persons served.    Teaches and trains others to count, weigh, and 
label packages to foster independence, self-help, and vocational skills.    Counts, weighs, and labels vocational materials 
for quality control purposes. Identifying Objects, Actions, and Events:    Checks individual support plans to meet the 
needs of the individual to ensure quality of life. Inspecting Equipment, Structures, or Material:    Performs environment 
inspections and safety inspections of personal/home equipment to maintain its optimal function and safety of persons 
served and compliance with laws, regulations, and standards, and requests repairs as necessary.    Inspects all vehicles to 
ensure safety of individuals. Processing Information:    Tracks and analyzes data sheets daily to compile and record data.    
Calculates invoice and production sheets to verify the amount of work completed to determine pay rate for each 
individual and to track production. Evaluating Information to Determine Compliance with Standards:    Follows policies 
and procedures as established by laws, regulations, and standards. Analyzing Data or Information:    Analyzes medical 
treatment and training data to detect changes in needs, behavior, and abilities.    Analyzes environmental data to ensure 
the safety and appropriate environment for persons served. Updating and Using Relevant Knowledge:    Attends 
required training classes to gain a new knowledge and to comply with regulations. Scheduling Work and Activities:    
Creates work schedules and task assignments for staff and for persons served.    Creates a monthly schedule of 
community and home activities to ensure that active treatment and vocational requirements are met. Performing 
General Physical Activities:    Lifts, transfers, and positions persons served in accordance with their individual support 
plans to ensure safety and comfort.    Lifts and moves supplies for usage and storage. Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates vehicles, mechanical lifts, home appliances, and other specialized equipment to assist 
persons served in accomplishing their daily activities, training, and to ensure mobility and safety. Interacting With 
Computers:    Uses computers for data collection and data entry, college of direct support training, Edison, and email 
communications. Documenting/Recording Information:    Documents learning log, data and direct support person notes, 
and progress of support of persons being served. Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisors and peers to share information and resolve problems.    Communicates with co-workers 
to share information and ensure that work assignments are completed. Communicating with Persons Outside 



 TN Job Classification Specifications  
September 22, 2020 

Organization:    Communicates with families, conservators, and employers of persons served and the public to share 
information and meet active treatment requirements. Assisting and Caring for Others:    Follows the individual support 
plan to ensure that the needs and the active treatment requirements of persons served are met. Performing for or 
Working Directly with the Public:    Communicates and presents information in a professional manner to the public and 
the community. Developing and Building Teams:    Promotes team work and working together. Training and Teaching 
Others:    Trains other staff on active treatment interventions to meet the requirements of individual support plans of 
persons served.    Instructs staff on policies, procedures, and job requirements to ensure that the job requirements are 
met. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Functional/Technical Competency    Priority Setting    Time Management    
Command Skills    Conflict Management    Perseverance    Written Communications    Compassion    Patience Knowledge:     
Knowledge of principles and processes for providing customer and personal services    Knowledge of principles and 
methods for training, teaching, and instruction for individuals and groups, and the measurement of training effects                   
Knowledge of the structure and content of language including the meaning and spelling of wordsSkills:     Skill of 
understanding the implications of new information for both current and future problem-solving and decision-making    
Skill of giving full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    Skill of using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions, or approaches to problems    Skill of selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    Skill 
of understanding written sentences and paragraphs in work related documents            Skill of talking to others to convey 
information effectively    Skill of communicating effectively in writing as appropriate for the needs of the audience               
Skill of adjusting actions in relation to others' actions                         Skill of teaching others how to do something                          
Skill of bringing others together and trying to reconcile differences                          Skill of actively looking for ways to help 
people                     Skill of being aware of others' reactions and understanding why they react as they do  Abilities:     The 
ability to apply general rules to specific problems to produce answers that make sense              The ability to remember 
information such as words, numbers, pictures, and procedures        The ability to listen to and understand information 
and ideas presented through spoken words and sentences    The ability to tell when something is wrong or is likely to go 
wrong. It does not involve solving the problem, only recognizing there is a problem    The ability to concentrate on a task 
over a period of time without being distracted                          The ability to know your location in relation to the 
environment or to know where other objects are in relation to you    The ability to shift back and forth between two or 
more activities or sources of information (such as speech, sounds, touch, or other sources)    The ability to read and 
understand information and ideas presented in writing    The ability to communicate information and ideas in writing so 
others will understand        The ability to keep your hand and arm steady while moving your arm or while holding your 
arm and hand in one position    The ability to quickly and repeatedly adjust the controls of a machine or a vehicle to 
exact positions           The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble very small objects    The ability to quickly move your hand, your hand together with your arm, 
or your two hands to grasp, manipulate, or assemble objects    The ability to coordinate two or more limbs (for example, 
two arms, two legs, or one leg and one arm) while sitting, standing, or lying down    The ability to time your movements 
or the movement of a piece of equipment in anticipation of changes in the speed and/or direction of a moving object or 
scene    The ability to quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) when it appears    
The ability to choose quickly between two or more movements in response to two or more different signals (lights, 
sounds, pictures). It includes the speed with which the correct response is started with the hand, foot, or other body 
part    The ability to make fast, simple, repeated movements of the fingers, hands, and wrists    The ability to quickly and 
repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs    The ability to exert muscle force 
repeatedly or continuously over time. This involves muscular endurance and resistance to muscle fatigue    The ability to 
use short bursts of muscle force to propel oneself    The ability to bend, stretch, twist, or reach with your body, arms, 
and/or legs    The ability to coordinate the movement of your arms, legs, and torso together when the whole body is in 
motion    The ability to keep or regain your body balance or stay upright when in an unstable position           The ability to 
exert maximum muscle force to lift, push, pull, or carry objects                        The ability to speak clearly so others can 
understand you                
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Tools and Equipment Used: 
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036935 - HANDGUN SCHOOL INSPECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1663 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to qualify and obtain a Tennessee Handgun 
Permit;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United States or a 
lawful permanent resident;    Have a good moral character, as determined by investigation;    Complete a criminal 
history disclosure form in a manner approved by the appointing authority;    Agree to release all records involving their 
criminal history to the appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check;    Have no conviction for a felony or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;      Possess a valid Tennessee motor 
vehicle operator's license at the time of appointment;    Upon appointment, successfully complete a prescribed course 
of instruction at the Department of Safety and Homeland Security Training Center.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for handgun safety schools and certified range inspection work of 
average difficulty; and performs related work as required.  Distinguishing Features: This is the entry-working level class 
of the Handgun School Inspector series. An employee in this class is responsible for inspecting new and existing handgun 
safety schools and certified ranges to ensure compliance with state and federal standards. This class differs from that of 
Handgun School Inspector Supervisor in that an incumbent in the latter class supervises.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:      Conduct inspections of all Handgun Schools to 
ensure compliance with established rules, regulations as it pertains to documentation and paperwork.    Conduct 
inspections of records and reports maintained by the Handgun Schools.    Competently research, plan, prepare and 
evaluate instruction in accordance with the department's mission.    Assists in the planning, implementing and 
administrating the goals and objectives as they relate to the Handgun Program.    Conduct random and/or unannounced 
audits of class and range.Communicating with Supervisors, Peers or Subordinates:      Operates with general guidance 
and direction from the Program Director.    Ability to work both independently and as part of highly performing team.    
Schedule a date and time for the inspection with the Handgun School and advise owner of essential items needed to 
complete inspections.    Submit monthly reports summarizing activity in a Word document or Excel by the 5th day of the 
following month utilizing departmental email or methods established by the Director of the Handgun Program.    
Identifies and communicates with supervisor any potential issues or safety concerns.Performing Administrative 
Activities:      Maintain required licenses and certifications to include departmental Handgun Instructor certification, 
valid TN Handgun Permit, and TN driver license.    Trained in Handgun Permit issuance process.    Attend initial and on-
going training at a minimum of once a year to maintain knowledge of rules, regulations and policies.    Shall be capable 
of working flexible hours and shifts including nights, week-ends and holidays.    Stationed in regionalized work locations 
with statewide responsibilities.    Seize and/or confiscate Handgun training material as instructed by the Program 
Director.    Responsible for maintaining and accounting for all state issued equipment.    Maintains adequate office 
supplies to include but not be limited to paper and cartridges for printer, file folders, pens and paper.    Maintain an 
office in order to conduct daily operations and meetings as it relates to the Handgun School Program; secure storage of 
files, records and confiscated training material.    Must carry departmental issued identification while engaged in the 
performance of their duties.    Wears departmental issued clothing that readily identifies him/her as a member of the 
department.Documenting/Recording Information:      Access SharePoint and upload Handgun School inspections within 
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48 hours of completion.    Schedule a date and time for the inspection with the Handgun School.    Submit written and or 
electronic reports and documentation to the Director of the Handgun Program.    Responsible for submitting time 
accountability, expense accounts/travel claims and acknowledging performance plans and evaluations utilizing Edison.    
Utilizing departmental issued laptop for emails, correspondence, calendars, appointments, documentation, Power DMS, 
iMobile, Handgun on-line system, etc.    Maintain a list of all Handgun Schools’ schedules.    Take photos of classrooms 
and ranges and upload into SharePoint.Interacting with Computers:      Working knowledge of Microsoft Office programs 
to include but not limited to Excel, Access, PowerPoint, SharePoint, Create folders, Upload documents and photographs.    
Utilizing the laptop to obtain reference materials, such as but not limited to TCA, rules, regulations and departmental 
policies.    Utilizing departmental laptop and establishing wireless network connectivity utilizing air card.    Utilizes 
Smartphone in the performance of their duties.    Possesses working knowledge of audio/visual equipment for 
educational purposes.    Utilizing navigational tools such as GPS and GIS mapping software.    Utilizes Scanner and Printer 
for communication and documentation for case files.Communicating with Persons Outside the Organization:      
Knowledgeable of the subject and capable of teaching and engaging the audience.    Maintain good public relations and 
community involvement to promote the department and the Handgun Program.    Conduct training of Handgun School 
owners and instructors regarding rules, regulations, policies and procedures.    Comfortable in a classroom setting, 
facilitates learning and demonstrates enthusiasm for teaching.    Conduct Handgun Permit training as authorized by the 
Handgun Program Director.    Participate in and or attend gun shows to promote the department and the Handgun 
Program.    Participate in or attend any judicial actions (Federal, State, Local or Administrative). Inspecting Equipment, 
Structures or Material:      Inspect handgun schools a minimum of once within each calendar year before December 1.    
Possesses working knowledge of handgun operations, safety and malfunctions.    Conduct inspections of all Handgun 
Schools to ensure compliance with established rules, regulations and policies as it relates to ranges and schools.    
Conduct inspections of the classrooms of each Handgun School and Handgun School Range.    Monitors course efficiency 
and recommends changes and deletions to keep curriculum current.Performing General Physical Activities:      Must be 
physically capable of performing job related duties (squatting, standing, sitting, climbing multiple mediums, distances 
and grades, bending and lifting a minimum of 50 pounds).    Range Safety Equipment shall be used if inspecting an active 
firing range to include eye and ear protection.    Body armor may be worn while inspecting all firing ranges, whether 
active or inactive.    Shall keep additional equipment available when conducting Handgun School Inspection to include 
but not be limited to First aid kit/combat medic kit, Fire extinguisher, Flash light, Rotating laser level, Tape measure.    
Safe operation of department issued vehicle for use during the course of assigned duties.    Capable of working in 
various environmental conditions. 
 
Competencies (KSA’s): 
Competencies:     Organizing                          Planning                 Time Management                          Conflict Management                      
Standing Alone                   Presentation Skills                          Written Communications                Approachability                  
Ethic and Values                 Integrity and Trust         Knowledge:     Knowledge of administrative and clerical procedures                       
Knowledge of communication, and dissemination techniques and methods    Knowledge of electronic equipment, and 
computer hardware and software, including applications    Knowledge of principles and processes for providing 
customer and personal services    Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects    Knowledge of laws, legal codes, court 
procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process    
Knowledge of relevant equipment, policies, procedures, and strategiesSkills:     Active Learning                  Active Listening                  
Critical Thinking                 Learning Strategies                        Reading Comprehension                 Speaking                            
Writing                   Coordination                      Instructing                         Service Orientation                         Complex Problem 
Solving                           Judgment and Decision Making                   Time Management                      Abilities:     Deductive 
Reasoning                      Oral Comprehension                       Oral Expression                  Time Sharing                      Visualization                  
Written Comprehension                  Written Expression                         Gross Body Equilibrium                   Auditory Attention                     
Speech Clarity   
 
Tools and Equipment Used: 
    Personal Computer    Telephone &/or Cell Phone    Fax Machine    Printer    Rotating Laser Level and Tape Measure 
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073685 - HAROLD JORDAN CENTER DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3786 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075411 - HCFA ADM JUDGE SUPERVISOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5110 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075412 - HCFA ADMINISTRATIVE JUDGE 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5111 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075410 - HCFA CHIEF ADMIN JUDGE 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2152 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072334 - HEALTH FACILITIES EXEC DIR 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2111 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualification: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional managerial work of considerable difficulty in directing 
all operations of the Health Facilities Commission; and performs related work as required.Distinguishing Features: The 
incumbent of this class is responsible for exercising overall direction of the State Certificate of Need program to ensure 
that the health care provided in Tennessee is balanced with need, economically feasible, and contributes to the orderly 
development of health care on a statewide basis. The incumbent receives programmatic guidance and advice from the 
Commission. 
 
Work Activities: 
1. Directs the ongoing operations of the office in the proper conduct of the Certificate of Need program on a statewide 
basis.2. Presents options and recommendations to the Commission on policies governing the Certificate of Need 
program; drafts, conducts public hearings for, and arranges promulgation of all rules and regulations covering 
operations of the Commission and the conduct of the Certificate of Need program; drafts and secures passage of 
necessary amendments to the Certificate of Need stature; monitors and evaluates proposed and actual federal health 
regulatory law and policy impacting the program or state and local health planning or regulatory organizations.3. 
Maintains a close working relationship with professional associations and lay groups; keeps the commissioner informed 
regarding the most effective utilization of facilities and manpower; establishes and maintains an effective public 
relations program; represents the commission at legislative hearings, at state and area wide health planning meetings 
and at their functions.4. Assigns, trains, supervises and evaluates subordinate staff and their work; makes decisions on 
human resources actions such as employment, promotion, demotion, transfer, dismissal and increases for exceptional 
performance.5. Prepares, submits, and administers budget for the office.6. Represents the Commission in dealing with 
legal counsel of applicants in judicial appeals and in dealing with the State Attorney General; represents the Commission 
in both formal and informal policy deliberation with the Governor's staff organization and law, federal law, and health 
regulatory questions; maintains close and continuous liaison with local and state health planning groups.7. Supervises 
the preparation and maintenance of a variety of records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072943 - HEALTH FACILITIES PROG MGR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3335 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to five or more years of full-time professional experience providing medical or health services in clinics, 
hospitals, or related health care facilities. Substitution of Education for Experience: Qualifying full-time professional 
experience may substitute for the required education, on a year for year basis, to a maximum of four years. Substitution 
of Experience for Education: Additional graduate coursework in public health administration, community health, health 
services administration or hospital/health facilities administration may substitute for the required experience, on a year 
for year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional health care facilities surveying management work 
of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class manages 
a statewide health care facilities programmatic section over Administrative Services or Training. 
 
Work Activities: 
Performing for or Working Directly with the Public:     Serves as a point of contact with the general public by providing 
requested information.Provide Consultation and Advice to Others:    Advises internal and external entities on the 
appropriate application of state and federal requirements to ensure compliance.    Makes recommendations for changes 
in operations which affect the efficiency and quality of agency operations and services.Evaluating Information to 
Determine Compliance with Standards:    Evaluates program information and recommends changes to programs based 
on data to determine compliance with laws, regulations, standards, and guidelines.Interpreting the Meaning of 
Information for Others:    Interprets a variety of rules, regulations, policies, procedures, and documentation for internal 
and external business partners to facilitate understanding, enhance communications, and ensure compliance.    Explains 
program specific procedures and regulations to the general public, persons in other departments or divisions, or outside 
organizations and representatives, as required.Analyzing Data or Information:    Analyzes processes, policies, and 
procedures to develop recommendations for changes in operations which affect the efficiency and quality of agency 
services for regulatory compliance.    Analyzes survey data collected by the agency to develop and implement changes to 
existing programs.Monitor Processes, Materials, or Surroundings:    Monitors one or more program areas to ensure 
compliance and accuracy.    Monitors funding, costs, and expenditures related to contracts and travel claims to ensure 
accuracy and sufficiency, as required.    Reviews the work of assigned subordinates to provide assistance and guidance 
on proper order and completion, as needed.    Monitors electronic databases to ensure compliance, accuracy, and 
timeliness with regulations and requirements.Processing Information:    Prepares and corrects leave and attendance 
documents, pay differentials, and performance evaluation documents to ensure compliance and accuracy, as needed.    
Prepares a variety of reports with recommendations for action in areas including but not limited to: policies, procedures, 
program issues, and organizational structure to ensure compliance.    Compiles, prepares, and processes information 
related to special projects, highly confidential information, and high profile issues, as assigned.Developing Objectives 
and Strategies:    Develops strategies and objectives for assigned program areas to enhance performance and improve 
organizational efficiency.    Develops objectives and strategies for addressing ongoing communication related to 
program information for providers and the public.Identifying Objects, Actions, and Events:    Identifies changes to 
policies to update standard operating procedures and ensure that the team's work is in compliance with the most 
current standards.    Identifies work priorities to ensure the most important work is completed first based on work 
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experience, supervisor guidance, and departmental, state and federal laws, rules, regulations, and guidelines.    
Categorizes transactions in electronic databases using appropriate coding to perform evaluations and auditing, as 
needed.Thinking Creatively:    Incorporates state and federal requirements and policies into best practices and standard 
operating procedures for efficiency and compliance purposes.    Develops process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Develops spreadsheets, presentations, forms, 
form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination.Guiding, Directing, and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards and monitoring performance 
to ensure effective program operation.Making Decisions and Solving Problems:    Resolves issues identified and makes 
decisions according to state and federal requirements to facilitate communication between officials, agencies, 
associations, and institutions.Getting Information:    Researches policies, procedures, guidelines, rules, regulations, and 
laws using physical and electronic sources for the purpose of conflict resolution, problem solving, and decision making.    
Collects information, documentation, and assessment results for determining compliance with policies, procedures, 
regulations, and requirements.    Attends management meetings and conferences/conference calls to gather 
information on new policies, procedures, regulations, requirements, best practices, and other changes.    Makes regular 
contacts with the general public, persons in other departments or divisions, or outside organizations and 
representatives for the purpose of furnishing or obtaining information.Documenting/Recording Information:    
Documents investigations performed to ensure accurate information is used in decision making.    Documents 
information provided during meetings and trainings to ensure accurate information is disseminated to others.    
Documents and stores information in electronic databases and/or physical form as required to ensure accurate 
information is recorded.    Documents transaction histories to ensure accuracy, timeliness, and compliance with 
requirements.Communicating with Persons Outside the Organization:    Contacts outside entities to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state or agency participates.    Communicates with outside callers 
and senders to ensure questions are directed to the appropriate individuals.Organizing, Planning, and Prioritizing Work:    
Develops specific goals and plans to prioritize, organize, and accomplish work.    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.Judging the Qualities of 
Things, Services, or People:    Assesses the performance of assigned subordinates to complete the performance 
evaluation process, as needed.    Assesses the quality of the work of assigned subordinates to provide advice and 
guidance related to performance management and development, as needed.    Assesses the quality of job candidates to 
make selection decisions and recommendations, as needed.    Assesses employee disciplinary and performance 
evaluation documentation to make recommendations to management, as needed.    Assesses candidate applications to 
determine qualifications and make decisions on who should be interviewed and what salary should be offered, as 
needed.Coordinating the Work and Activities of Others:    Assigns, trains, monitors, and evaluates assigned clerical and 
other staff and their work, as required.    Coordinates workload with internal and external business partners to facilitate 
timely and accurate task completion, as required.    Coordinates meetings, events, and other special projects to ensure 
availability, attendance, and coverage, as required.Training and Teaching Others:    Provides external and internal 
training of procedures/guidelines, as required.Resolving Conflicts and Negotiating with Others:    Maintains a respectful 
work environment within the assigned work unit to minimize disputes and facilitate performance.Staffing Organizational 
Units:    Assists in the recruiting and/or interviewing process to fill staff positions, as required.Scheduling Work and 
Activities:    Schedules training, orientations, meetings, special events, and projects, as required.    Schedules deadlines 
to ensure timely submission of required information.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determines time, costs, resources, or materials needed to perform a work activity, as needed.Establishing 
and Maintaining Interpersonal Relationships:    Develops and maintains constructive and cooperative working 
relationships with others.Monitoring and Controlling Resources:    Controls the ordering and distribution of equipment, 
allocates resources to projects to ensure sufficient funding for key initiatives, as required.Performing Administrative 
Activities:    Performs day-to-day administrative tasks such as maintaining information files and processing paperwork to 
ensure program effectiveness and efficiency.Coaching and Developing Others:    Mentors others to improve their 
knowledge, skills, and motivation.Developing and Building Teams:    Identifies motivational factors relevant to assigned 
subordinates to enhance commitment and performance, as needed.Interacting With Computers:    Uses appropriate 
database tracking software specific to the state and agency, as required.    Uses office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
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programs, instant-messaging programs, and search engines, as required.Communicating with Supervisors, Peers, or 
Subordinates:    Communicates with supervisors, coworkers, and subordinates using multiple media to effectively relay 
work related information.    Provides regular updates to upper management and other internal business partners on the 
status of projects and other assigned work.Updating and Using Relevant Knowledge:    Actively seeks out work related 
developmental opportunities for self and assigned subordinates to improve performance and team efficiency.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure competency.    Attends agency specific training as 
required to ensure compliance with departmental, state, and federal laws and guidelines. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Problem Solving    Planning    Process Management    
Managerial Courage    Drive for Results    Organizational Agility    Written Communications    Customer Focus    Ethics and 
Values    Interpersonal SavvyKnowledge:    Administration and Management    Computers and Electronics    Customer 
and Personal Service    Education and TrainingSkills:    Critical Thinking    Complex Problem Solving    Judgment and 
Decision Making    Management of Financial Resources    Systems EvaluationAbilities:    Oral Expression    Oral 
Comprehension    Written Expression    Written Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    CalculatorOther office related 
equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072944 - HEALTH FACILITIES SURVEY DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3340 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional health care facilities surveying program development and 
administrative work of considerable difficulty and supervisory work of average difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class is responsible as division director for overall functions in the 
health care facilities surveying program statewide. This class differs from that of Health Facilities Survey Mgr in that an 
incumbent of the latter is responsible for work of lesser scope and complexity and reports to the incumbent of this class. 
 
Work Activities: 
1. Provides overall guidance and direction in assessing needs, resource allocation, and program evaluation, planning and 
development for the statewide health care facilities surveying program.2. Directs and participates in major study of 
policy and procedures pertinent to assigned function; communicates and interprets policy and procedures to 
subordinate staff.3. Through subordinate staff, directs the assignment, training, supervision, and evaluation of division 
staff and their work; makes recommendations on human resources actions such as employment, promotion, demotion, 
transfer, retention, and increases for exceptional performance.4. Directs the preparation, submittal, and administration 
of program budgets.5. Performs a variety of difficult public contact and liaison work at all levels within the department, 
with other departments, legislators, health care facilities, and others in explaining and interpreting programs.6. 
Supervises and participates in the development of a high volume of standard records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072205 - HEALTH INFO MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2198 
 
Minimum Qualifications: 
Education and Experience: Certified as a Registered Health Information Administrator and experience equivalent to one 
year of full-time work in one or a combination of the following: 1) medical records management, records transcription 
or related health information work at a hospital or health care facility, 2) professional-level nursing, or 3) instructing a 
health information management program at a college or university. OR Education and Experience: Certified as a 
Registered Health Information Technician and experience equivalent to two years of full-time work in one or a 
combination of the following: 1) medical records management, records transcription or related health information work 
at a hospital or health care facility, 2) professional-level nursing, or 3) instructing a health information management 
program at a college or university. 
 
Other Requirements: 
Necessary Special Qualifications: Certified as a Registered Health Information Technician or a Registered Health 
Information Administrator by the American Health Information Management Association. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional health information administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
manages the health information records unit at a hospital or other healthcare facility. 
 
Work Activities: 
Interacting with Computers:     Uses computer to enter protected health information and print records for the health 
information files.    Uses computer to enter person-specific non-health information to update databases and prints for 
the files of persons served if necessary.    Sends protected health information electronically through secure e-mail.    
Creates forms related to the supplying of protected health information to other parties.Processing Information:     
Compiles statistical information from various sources and uses it to respond to internal requests for information from 
other departments and management and to external surveys, and to develop monthly ad hoc reports.    Codes 
diagnostic data according to uniformly recognized psychiatric and/or medical codes.    Accumulates and codes protected 
health information to update health information records and for the preparation of reports.Making Decisions and 
Solving Problems:    Determines who may have access to protected health information and decides how to handle 
situations regarding access.    Determines when and how health information files should be maintained in another 
location and how these files will be tracked and retrieved as necessary.    Develops retention schedules for health 
information files.Getting Information:    Receives admission information from outside sources to begin developing health 
information records on persons receiving services.    Receives protected health information through mail and faxes to 
add to the health information records of persons receiving services.    Contacts other health care providers to receive 
protected health information to add to the health information records of persons receiving services.Judging the 
Qualities of Things, Services, or People:    Audits health information records and provides feedback to staff on 
irregularities such as file organization, missing signatures, incomplete records, and missing documents.    Audits health 
information records of persons receiving services to ensure that they meet facility organization, accreditation, and legal 
standards.Organizing, Planning, and Prioritizing Work:    Determines priority for responding to requests for health 
information.    Sets goals for medical transcription, file reviews, medical reviews and quality assessment, coding, and 
preparation of daily statistical reports.Training and Teaching Others:    Trains new clerical/technical staff working in 
locations where files are kept regarding how protected health information should be filed and purged.    Provides HIPAA 
training to new facility staff so that they know how to handle protected health information.Scheduling Work and 
Activities:    Schedules work to be done by staff members and adjusts schedules according to staff availability.    
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Develops schedules for purging health information files and for sending files to storage.Provide Consultation and Advice 
to Others:    Provides input to management on the health information management process as needed.Evaluating 
Information to Determine Compliance with Standards:    Determines whether requests for release of protected health 
information comply with federal and state requirements.Interpreting the Meaning of Information for Others:    Serves as 
a witness in court hearings to verify that records supplied are true copies of what is contained in the health information 
file and to read handwritten material when asked to do so.Guiding, Directing, and Motivating Subordinates:    Provides 
performance plans and performance evaluations for subordinate staff.Staffing Organizational Units:    Interviews and 
hires subordinate staff to work in the Health Information Management Department.Thinking Creatively:    Works as part 
of a team to determine the design of facility computer system applications, forms, the organization of files, and the 
location of health information records.Updating and Using Relevant Knowledge:    Attends seminars, conferences, and 
on-line training to fulfill continuing education requirements of the American Health Information Management 
Association and to remain current on accreditation standards and state and federal regulations.Resolving Conflicts and 
Negotiating with Others:    Resolves conflicts between the Health Information Management Department and other 
internal and external contacts.Communicating with Persons Outside Organization:    Provides contact information to 
multiple external sources wishing to request protected health information.Coaching and Developing Others:    Provides 
instruction on day-to-day activities for subordinate staff.Developing Objectives and Strategies:    Projects future needs 
for medical transcription and develops plans for staffing and equipment so that transcription of health information will 
be completed according to facility requirements.Handling and Moving Objects:    Moves documents within files and 
shifts files as necessary.Communicating with Supervisors, Peers, or Subordinates:    Keeps supervisor and subordinates 
informed of any issues relating to health information, operations of the Health Information Management Department, 
or staff issues through verbal conversations, by phone, or by e-mail.Controlling Machines and Processes:    Uses 
microfiche machines, copiers, fax machines, and mobile shelving to view, print, copy, scan, send, and store health 
information.Performing General Physical Activities:    Climbs stepladders, lifts, and stoops to file and store health 
information files.Establishing and Maintaining Interpersonal Relationships:    Serves on numerous facility committees as 
requested. 
 
Competencies (KSA’s): 
Competencies:     Hiring and Staffing    Process Management    Functional/Technical Competency    Conflict Management    
Action Oriented    Customer Focused    Integrity and Trust    Motivating Others    Problem Solving    Comfort around 
Higher ManagementKnowledge:    Intermediate knowledge of administration and management    Intermediate 
knowledge of legal and governmental regulations pertaining to health information management    Basic knowledge of 
providing good customer service    Intermediate knowledge of statistics    Intermediate knowledge of record and file 
management systems and forms design    Intermediate knowledge of human anatomy and medical terminology    
Intermediate knowledge of computer usage, including word processing, spreadsheet, and presentation programsSkills:    
Basic active listening skills to respond appropriately to customer requests    Intermediate verbal and written 
communication skills to obtain and provide information    Intermediate critical thinking skills to prioritize work and 
resolve problems    Basic time management skills to prioritize work and to ensure all regulations are met    Intermediate 
equipment selection skills to obtain equipment necessary for departmental operations    Intermediate process analysis 
skills to review processes to improve the effectiveness of the department    Intermediate reading comprehension skills 
to understand work-related documents    Intermediate negotiation skills to resolve conflicts with other staff members 
and co-workersAbilities:    Oral Comprehension    Deductive Reasoning    Information Ordering    Perceptual Speed    
Multilimb Coordination    Time Sharing    Wrist-Finger Speed    Selective Attention    Extent Flexibility    Near Vision    
Speech Clarity    Dynamic Strength    Static Strength    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Electronic/Mobile/Manual Filing Systems    Scanner/Printer/Copier/Fax Machines    Telephone    
Calculator    Step Stool/Ladder 
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072205 - HEALTH INFO MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2199 
 
Minimum Qualifications: 
Education and Experience: Certified as a Registered Health Information Administrator and experience equivalent to one 
year of full-time work in one or a combination of the following: 1) medical records management, records transcription 
or related health information work at a hospital or health care facility, 2) professional-level nursing, or 3) instructing a 
health information management program at a college or university. OR Education and Experience: Certified as a 
Registered Health Information Technician and experience equivalent to two years of full-time work in one or a 
combination of the following: 1) medical records management, records transcription or related health information work 
at a hospital or health care facility, 2) professional-level nursing, or 3) instructing a health information management 
program at a college or university. 
 
Other Requirements: 
Necessary Special Qualifications: Certified as a Registered Health Information Technician or a Registered Health 
Information Administrator by the American Health Information Management Association. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional health information administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
manages the health information records unit at a hospital or other healthcare facility. 
 
Work Activities: 
Interacting with Computers:     Uses computer to enter protected health information and print records for the health 
information files.    Uses computer to enter person-specific non-health information to update databases and prints for 
the files of persons served if necessary.    Sends protected health information electronically through secure e-mail.    
Creates forms related to the supplying of protected health information to other parties.Processing Information:     
Compiles statistical information from various sources and uses it to respond to internal requests for information from 
other departments and management and to external surveys, and to develop monthly ad hoc reports.    Codes 
diagnostic data according to uniformly recognized psychiatric and/or medical codes.    Accumulates and codes protected 
health information to update health information records and for the preparation of reports.Making Decisions and 
Solving Problems:    Determines who may have access to protected health information and decides how to handle 
situations regarding access.    Determines when and how health information files should be maintained in another 
location and how these files will be tracked and retrieved as necessary.    Develops retention schedules for health 
information files.Getting Information:    Receives admission information from outside sources to begin developing health 
information records on persons receiving services.    Receives protected health information through mail and faxes to 
add to the health information records of persons receiving services.    Contacts other health care providers to receive 
protected health information to add to the health information records of persons receiving services.Judging the 
Qualities of Things, Services, or People:    Audits health information records and provides feedback to staff on 
irregularities such as file organization, missing signatures, incomplete records, and missing documents.    Audits health 
information records of persons receiving services to ensure that they meet facility organization, accreditation, and legal 
standards.Organizing, Planning, and Prioritizing Work:    Determines priority for responding to requests for health 
information.    Sets goals for medical transcription, file reviews, medical reviews and quality assessment, coding, and 
preparation of daily statistical reports.Training and Teaching Others:    Trains new clerical/technical staff working in 
locations where files are kept regarding how protected health information should be filed and purged.    Provides HIPAA 
training to new facility staff so that they know how to handle protected health information.Scheduling Work and 
Activities:    Schedules work to be done by staff members and adjusts schedules according to staff availability.    
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Develops schedules for purging health information files and for sending files to storage.Provide Consultation and Advice 
to Others:    Provides input to management on the health information management process as needed.Evaluating 
Information to Determine Compliance with Standards:    Determines whether requests for release of protected health 
information comply with federal and state requirements.Interpreting the Meaning of Information for Others:    Serves as 
a witness in court hearings to verify that records supplied are true copies of what is contained in the health information 
file and to read handwritten material when asked to do so.Guiding, Directing, and Motivating Subordinates:    Provides 
performance plans and performance evaluations for subordinate staff.Staffing Organizational Units:    Interviews and 
hires subordinate staff to work in the Health Information Management Department.Thinking Creatively:    Works as part 
of a team to determine the design of facility computer system applications, forms, the organization of files, and the 
location of health information records.Updating and Using Relevant Knowledge:    Attends seminars, conferences, and 
on-line training to fulfill continuing education requirements of the American Health Information Management 
Association and to remain current on accreditation standards and state and federal regulations.Resolving Conflicts and 
Negotiating with Others:    Resolves conflicts between the Health Information Management Department and other 
internal and external contacts.Communicating with Persons Outside Organization:    Provides contact information to 
multiple external sources wishing to request protected health information.Coaching and Developing Others:    Provides 
instruction on day-to-day activities for subordinate staff.Developing Objectives and Strategies:    Projects future needs 
for medical transcription and develops plans for staffing and equipment so that transcription of health information will 
be completed according to facility requirements.Handling and Moving Objects:    Moves documents within files and 
shifts files as necessary.Communicating with Supervisors, Peers, or Subordinates:    Keeps supervisor and subordinates 
informed of any issues relating to health information, operations of the Health Information Management Department, 
or staff issues through verbal conversations, by phone, or by e-mail.Controlling Machines and Processes:    Uses 
microfiche machines, copiers, fax machines, and mobile shelving to view, print, copy, scan, send, and store health 
information.Performing General Physical Activities:    Climbs stepladders, lifts, and stoops to file and store health 
information files.Establishing and Maintaining Interpersonal Relationships:    Serves on numerous facility committees as 
requested. 
 
Competencies (KSA’s): 
Competencies:     Hiring and Staffing    Process Management    Functional/Technical Competency    Conflict Management    
Action Oriented    Customer Focused    Integrity and Trust    Motivating Others    Problem Solving    Comfort around 
Higher ManagementKnowledge:    Intermediate knowledge of administration and management    Intermediate 
knowledge of legal and governmental regulations pertaining to health information management    Basic knowledge of 
providing good customer service    Intermediate knowledge of statistics    Intermediate knowledge of record and file 
management systems and forms design    Intermediate knowledge of human anatomy and medical terminology    
Intermediate knowledge of computer usage, including word processing, spreadsheet, and presentation programsSkills:    
Basic active listening skills to respond appropriately to customer requests    Intermediate verbal and written 
communication skills to obtain and provide information    Intermediate critical thinking skills to prioritize work and 
resolve problems    Basic time management skills to prioritize work and to ensure all regulations are met    Intermediate 
equipment selection skills to obtain equipment necessary for departmental operations    Intermediate process analysis 
skills to review processes to improve the effectiveness of the department    Intermediate reading comprehension skills 
to understand work-related documents    Intermediate negotiation skills to resolve conflicts with other staff members 
and co-workersAbilities:    Oral Comprehension    Deductive Reasoning    Information Ordering    Perceptual Speed    
Multilimb Coordination    Time Sharing    Wrist-Finger Speed    Selective Attention    Extent Flexibility    Near Vision    
Speech Clarity    Dynamic Strength    Static Strength    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Electronic/Mobile/Manual Filing Systems    Scanner/Printer/Copier/Fax Machines    Telephone    
Calculator    Step Stool/Ladder 
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072917 - HEALTH PHYSICIST DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3365 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072361 - HEALTH REGNL EMER RESP COOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3015 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of experience in one or a combination of the following: (1) emergency management 
preparedness, (2) administrative or managerial healthcare, or (3) public health planning or public health education work. 
Substitution of Experience for Education: Experience in one or a combination of the following: (1) emergency 
management preparedness, (2) administrative or managerial healthcare, or (3) public health planning or public health 
education work may be substituted for the required education, on a year for year basis to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in one or a combination of the above-related fields may substitute 
for one year of the required education). Substitution of Graduate Education for Experience: Additional graduate course 
work from an accredited college or university in business or public administration; a health related field, including but 
not limited to, public health, health education, or healthcare administration; or an emergency management field, 
including but not limited to, emergency systems management, emergency administration and planning, or crisis and 
disaster management may substitute for the required experience on a year for year basis, to a maximum of two years. 
OR Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
or public administration; a health related field, including but not limited to, public health, health education, or 
healthcare administration; or an emergency management field, including but not limited to, emergency systems 
management, emergency administration and planning, or crisis and disaster management and experience equivalent to 
one year in one or a combination of the following: (1) emergency management preparedness, (2) administrative or 
managerial healthcare, or (3) public health planning or public health education work. OR Education and Experience: 
Graduation from an accredited college or university with an associate's degree in business or public administration; a 
health related field, including but not limited to, public health, health education, or healthcare administration; or an 
emergency management field, including but not limited to, emergency systems management, emergency administration 
and planning, or crisis and disaster management and experience equivalent to two years in one or a combination of the 
following: (1) emergency management preparedness, (2) administrative or managerial healthcare, or (3) public health 
planning or public health education work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for health related emergency response coordination work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class functions as a regional point of contact with all area hospitals for Emergency 
Response and Preparedness planning, including grant and contract management, training and supervision of staff for 
emergency situations, communication of warnings and alerts throughout the region, and allocation of emergency 
resources. This class differs from that of Health Regional Emergency Response Coordinator 2 in that an incumbent of the 
latter is responsible for the assessment of public health's capacity to respond to an emergency event, the development 
of county and regional emergency response plans, and the distribution of antibiotics or mass vaccination of the 
population during an event. 
 
Work Activities: 
TEMARR includes: Tennessee Health Alert Network (TNHAN), Assistant Secretary for Preparedness and Response (ASPR), 
Healthcare Resource Tracking System (HRTS), Tennessee Countermeasure Response Network (TNCRN), Volunteer 
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Mobilizer (VM), and Public Health Emergency Preparedness (PHEP). Interacting With Computers: Enters 
data/information into various computer programs using required documentation format. Utilizes web based computer 
program to input time, labor and travel expense claims. Utilizes state and/or federal program applications on a daily 
basis. Edits exported data to compile final reports. Imports/exports data prior to/following data collection. Records 
observations and interviews utilizing issued computer and accessories. Receives and sends e-mail messages to 
coordinate scheduling, guidance and other work-related functions.Getting Information: Gathers healthcare facility 
information for the purpose of grant reporting and TEMARR,. Assists in gathering information from other Emergency 
Response Agencies, Public Health Emergency Preparedness, and other Stakeholders. Collects information in the hospital 
electronic reporting system as outlined by Assistant Secretary for Preparedness and Response. Gathers current 
healthcare facility contact/demographic information.Developing Objectives and Strategies: Facilitates and assists in 
developing processes for hospital and coalition training, plans and exercises. Develops processes and plans for the care 
of at-risk populations involved in disaster situations. Provides input to the program director of the development of 
Public Health Emergency Preparedness and Assistant Secretary for Preparedness and Response long range objectives 
and goals.Evaluating Information to Determine Compliance with Standards: Reviews and monitors hospital and coalition 
Emergency Preparedness plans to ensure compliance with state and federal guidelines. Participates in the evaluation of 
public health and healthcare drills and exercises. Evaluates the performance of participants during training to determine 
if objectives were met.Updating and Using Relevant Knowledge: Maintains working knowledge of regulations and 
federal guidelines and be able to apply regulations in various settings. Maintains working knowledge of Emergency 
Preparedness equipment and systems. Participates in on-going trainings, meetings, conference calls and conferences as 
related to particular programs.Communicating with Supervisors, Peers, or Subordinates: Communicates written and 
verbally in a clear, concise, professional and respectful manner at all times. Interprets and adheres to appropriate lines 
of communication. Communicates pertinent information to management regarding public health issues.Communicating 
with Persons Outside Organization: Communicate written and verbally in a clear, concise, professional and respectful 
manner at all times. Serves as liaison between staff, vendors and other external customers. Interprets and adheres to 
appropriate lines of communication.Monitor Processes, Materials, or Surroundings: Tracks the movement of resources 
and patients in the hospitals throughout the region through the TEMARR, system. Works with the region hospitals to 
allocate and expend regional Assistant Secretary for Preparedness and Response funds by the grant deadline.Estimating 
the Quantifiable Characteristics of Products, Events, or Information: Conducts risk hazard and capability assessments to 
determine a hospitals' capacity for responding to and recovering from worse-case scenario disasters. Ensures health 
departments, hospitals and other healthcare facilities have adequate resources during an emergency in order to 
respond at an appropriate level. Response is based on the Public Health Regional Emergency Response Plans.Scheduling 
Work and Activities: Coordinates with co-workers and external customers to achieve program goals. Assists Health 
Regional Emergency Response Coordinator 2 with regional training and exercises.Inspecting Equipment, Structures, or 
Material: Assists, maintains and assesses the CHEMPACK and healthcare regional surge capacity cache. Assists Health 
Regional Emergency Response Coordinator 2 in maintaining regional equipment and supplies.Identifying Objects, 
Actions, and Events: Assists hospitals in identifying unique planning concerns and procedures for all-hazards events to 
encourage hospital participation in regional exercises. Assists local hospitals and coalitions in identifying local and 
regional hazards for the development of the Hazard Vulnerability Analysis (HVA).Operating Vehicles, Mechanized 
Devices, or Equipment: Drives state and personally owned automobiles in all road conditions at any time, day or night, 
for long periods to reach work site destination, as required. Navigates large cities and small towns on both interstate 
and rural roads.Coordinating the Work and Activities of Others: Assists agencies in forming and maintaining healthcare 
coalitions to ensure compliance with all Emergency Preparedness and Response. Assists the Health Regional Emergency 
Response Coordinator 2 in coordinating all Public Health Emergency Preparedness activities.Organizing, Planning, and 
Prioritizing Work: Adheres to specific guidelines provided by state and federal agencies to accomplish all phases of 
assignments. Organizes daily work in order to meet time sensitive deadlines.Controlling Machines and Processes: Assists 
with regional respiratory protection program, as needed. Utilizes general office equipment.Training and Teaching 
Others: Develops and conducts training for internal and external customers. Assists in orientation and training of 
employees, as required.Performing Administrative Activities: Identifies, develops and maintains information needed to 
support daily work routine. Maintains appropriate records and agency inventory and property.Performing General 
Physical Activities: Performs physical activity required during emergency response. Conveys required material and 
equipment on site weighing approximately 25 lbs.Performing for or Working Directly with the Public: Provides training 
to hospitals, coalitions, public health, emergency agencies and the general public.Processing Information: Compiles and 
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verifies information to ensure compliance verification standards with TEMARR and Assistant Secretary for Preparedness 
and Response.Analyzing Data or Information: Facilitates hospitals and coalitions in analyzing existing data regarding 
compliance with Assistant Secretary for Preparedness and Response and Public Health Emergency 
Preparedness.Establishing and Maintaining Interpersonal Relationships: Makes frequent contacts with community 
partners, using good customer service practices in order to establish and maintain open lines of communication. 
Develops a trust relationship with these partners in order to maintain a strong public health presence in the 
area.Provide Consultation and Advice to Others: Provides technical and professional assistance to public health 
employees, community partners and other agencies, as requested.Assisting and Caring for Others: Provides 
knowledgeable assistance to internal and external entities, as needed.Selling or Influencing Others: Markets the PHEP 
and ASPR programs to external and internal customers.Making Decisions and Solving Problems: Functions as a member 
of the Public Health Emergency Preparedness team in analyzing information in order to achieve the best 
outcome.Monitoring and Controlling Resources: Assists Health Regional Emergency Response Coordinator 2 in annual 
budgetary development and monitoring.Thinking Creatively: Analyzes current processes and assists in development of 
innovative processes in order to improve program efficiency.Handling and Moving Objects: Conveys and assembles 
equipment as needed for Public Health Emergency Preparedness and Assistant Secretary for Preparedness and 
Response to position them for use and storage. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Approachability Composure Conflict Management Dealing with Ambiguity Decision 
Quality Organizing Planning Presentation Skills Problem Solving Written CommunicationKnowledge: Administration and 
Management Dealing with Ambiguity Decision Quality Clerical Communications and Media Computers and Electronics 
Customer and Personal Service Economics and Accounting Mathematics Conflict Management Public Safety and Security 
TelecommunicationsSkills: Active Learning Critical Thinking Learning Strategies Mathematics Monitoring Reading 
Comprehension Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Social 
Perceptiveness Complex Problem Solving Equipment Maintenance Equipment Selection Operation and Control 
Operation Monitoring Quality Control Analysis Troubleshooting Judgment and Decision Making Systems Evaluation 
Management of Financial Resources Management of Material ResourcesAbilities: Category Flexibility Deductive 
Reasoning Fluency of Ideas Inductive Reasoning Mathematical Reasoning Memorization Number Facility Oral 
Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Spatial Orientation Time Sharing 
Visualization Written Comprehension Written Expression Dynamic Flexibility Extent Flexibility Gross Body Coordination 
Gross Body Equilibrium Static Strength Auditory Attention Hearing Sensitivity Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Air Card (Wireless Card) Radios (Portable, Handheld and Fixed) Satellite Phone Blackberry 
Telephone Fax Machine Copier Scanner Calculator Projector Small Board TVs Printer ID Card Printer/Software 
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072360 - HEALTH REGNL EMER RESP COOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3000 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072310 - HEALTH RELATED BOARDS DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2261 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for health related boards administration work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: The incumbent of 
this class is responsible for accomplishing the provision of administrative, fiscal, investigative and legal support required 
for the proper conduct of business carried out by the health related boards. Supervision is exercised over subordinate 
administrative and managerial staff in executing the activities of the office. The incumbent reports to an administrative 
superior who gives guidance and advice in work. 
 
Work Activities: 
1. Directs and coordinates administrative, fiscal, investigative, and legal support activities necessary for the proper and 
smooth functioning of the health related boards; attends board meetings and disciplinary hearings advising boards on 
administrative, fiscal, or other matters pertaining to the particular boards' needs; advises boards of legislation, sunset 
review, personnel actions, departmental policy, and on general actions which affect board members or board action.2. 
Performs a variety of personal contact and liaison work including attending legislative committee meetings to explain 
the impact of or the divisional stance on various bills, attending bureau level meetings to relate division activities and 
participate in discussions of policy and procedural nature, attending meetings and conferences acting as speaker; deals 
with the media relative to various board activities and actions.3. Assigns, trains, supervises and evaluates assigned 
subordinate supervisory and other staff; makes recommendations on human resources actions such as employment, 
retention, promotion, demotion, transfer and increases for exceptional performance.4. Develops, submits, and 
administers budget for the division; handles usual financial and business administrative matters found in operating an 
organizational unit; accounts for revenue generated.5. Supervises the preparation and maintenance of voluminous 
records and reports; reviews legislation and drafts responses as to soundness, desirability, financial feasibility, and 
related considerations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072280 - HEALTH RELATED BOARDS INV DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2212 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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098684 - HEALTH SERVICES DENTAL HYG 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4609 
 
Minimum Qualifications: 
Education and Experience: Licensed and registered by the State of Tennessee as a Dental Hygienist. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed and registered by the State of Tennessee as a Dental Hygienist. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for dental hygiene work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class coordinates dental health education programs and 
instructs in proper oral hygiene care. This class differs from that of Dental Hygienist in that an incumbent of the latter is 
responsible for chairside duties in a mental health, mental retardation, or correctional setting. 
 
Work Activities: 
Performing General Physical Activities:    Performs physical activities that require considerable use of our arms and legs 
and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.    Packing, 
loading, transporting and setting up portable dental equipment and supplies for each preventive program. Evaluating 
Information to Determine Compliance with Standards:    Complies with State, Tennessee Department of Health and 
Federal guidelines to ensure compliance with standards.    Maintains records on site to ensure compliance with 
standards. Controlling Machines and Processes:    Cleans and sterilizes instruments.    Maintains equipment and supplies. 
Assisting and Caring for Others:    Conducts and implements preventive dental program in designated target 
populations.    Administers preventive dental hygiene programs by performing dental screenings, surveys, education, 
referrals and follow-up.    Administers fluoride supplement programs in regions of the state with non-fluoridated 
drinking water systems.    Provides clinical dental hygiene services.    Instructs patients in oral hygiene techniques. 
Documenting/Recording Information:    Keeps records and makes reports.    Charts restorations, missing teeth, dental 
cavities and tissue abnormalities.    Inputs preventive dental program data into designated software programs. 
Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to prioritize, organize, and accomplish 
your work. Inspecting Equipment, Structures, or Materials:    Maintains dental equipment in good working order.    
Reports dental equipment malfunctions to supervisor. Making Decisions and Solving Problems:    Resolves problems 
according to agency policies and procedures.    Handles negotiations to resolve problems or issues. Getting Information:    
Collects, evaluates, and distributes materials from periodicals, pamphlets, films, and other sources on dental health 
education.    Collects information from patient records to determine specific treatment needs.    Collects information 
from central office administration staff, regional administrative staff, schools, and community outreach partners to 
coordinate and provide preventive dental services. Establishing and Maintaining Interpersonal Relationships:    Develops 
and maintains rapport with communities, schools, and agencies. Monitoring and Controlling Resources:    Monitors and 
controls resources to ensure no interruption in service delivery. Communicating with Persons Outside Organization:    
Conducts workshops for teachers, nurses, and dental hygienists in the care and treatment of oral hygiene.    
Communicates with people outside the organization, representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail. Training and Teaching Others:    Develops educational materials for presentation to internal partners. Handling and 
Moving Objects:    Arranges and prepares the site for set-up of portable dental equipment. Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisors and co-workers by telephone, in written form, 
e-mail, or in person.    Communicates with supervisors and co-workers using multiple mediums to effectively relay work 
related information.    Communicates project status or other relevant information.    Encourages and builds mutual 
respect and cooperation among team members. 
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Competencies (KSA’s): 
Competencies:    Approachability    Compassion    Ethics and Values    Functional/Technical    Integrity and Trust    
Managing Diversity    Organizing    Planning    Problem Solving    Time ManagementKnowledge:    Clerical    
Communications and Media    Computers and Electronics    Customer and Personal Service    Education and Training    
Law and Government    Mathematics    Mechanical    Medicine and Dentistry    Psychology    Public Safety and Security    
Sociology and Anthropology Skills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    
Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Negotiation    
Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Equipment Maintenance    
Equipment Selection    Operation and Control    Operations Monitoring    Quality Control Analysis    Troubleshooting    
Judgment and Decision Making    Systems Analysis    Systems Evaluation    Management of Material Resources    Time 
Management Abilities:    Deductive Reasoning    Inductive Reasoning    Number Facility    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    Written Comprehension    
Written Expression    Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    Multi-limb 
Coordination    Rate Control    Reaction Time    Response Orientation    Speed of Limb Movement    Wrist-Finger Speed    
Dynamic Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Stamina    
Static Strength    Trunk Strength    Auditory Attention    Depth Perception    Glare Sensitivity    Hearing Sensitivity    Near 
Vision    Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Curing Lights    Dental Probes    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Dental Scalers Or Accessories    Dental X Ray Units    Teeth Cleaning Devices Or Accessories    Infection 
Control Equipment As RequiredOther Dental Equipment And Devices As Required 
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072850 - HEALTHY DEVELOPMENT COORD 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2002 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in public health, 
public administration, community planning, civic engagement, public policy, engineer, law, or economics with an 
internship, practicum, work study, or other practical experience and experience equivalent to two years of full-time 
professional public health, public administration, community planning, civic engagement, public policy, engineer, law, or 
economics work. OR Graduation from an accredited college or university with a bachelor's degree in public health, 
public administration, community planning, civic engagement, public policy, engineer, law, or economics and experience 
equivalent to three years of full-time professional public health, public administration, community planning, civic 
engagement, public policy, engineer, law, or economics work. OR Graduation from an accredited college or university 
with a master's degree in public health, public administration, community planning, civic engagement, public policy, 
engineer, law, or economics with an internship, practicum, work study, or other practical experience. OR Graduation 
from an accredited college or university with a master's degree in public health, public administration, community 
planning, civic engagement, public policy, engineer, law, or economics and experience equivalent to one year of full-
time professional public health, public administration, community planning, civic engagement, public policy, engineer, 
law, or economics work.  
 
Other Requirements: 
 Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, the Healthy Development Coordinator is responsible for coordinating and 
engaging partnerships that connect public health placed-based physical activity related to walking or bicycling for 
transportation, other built environment opportunities (such as parks and playgrounds), economic development and 
education.  This position conducts transportation and built environment related planning activities of average difficulty, 
and performs related work as required. Distinguishing Features: This is a new classification in the Tennessee Department 
of Health.  An employee in this classification will learn to perform transportation, built environment and economic 
development related duties and will create opportunities to improve public health, primarily through increased 
opportunity to physical activity.  The Healthy Development Coordinator will work on planning, funding, program and 
collaboration initiatives and will learn to participate in the varied development, monitoring and coordination of 
transportation and built environment projects.  
 
Work Activities: 
Selling or Influencing Others: Encouraging internal and external customers to use limited resources to achieve their goals 
and objectives while simultaneously meeting the health and wellness needs of the community.Thinking Creatively: 
Achieves consensus in a group dynamic with a diverse group of participants to develop a plan that will best benefit the 
entire community. Assists internal and external business partners with developing plans for playgrounds, walking tracks, 
greenways, parks, and other venues for physical activity often with limited resources.Estimating the Quantifiable 
Characteristic of Products, Events, or Information:  Assists external customers with determining estimates for size, cost, 
length, and resources needed to create viable healthy living options for residents such as greenways, sidewalks, 
playgrounds, parks, and farmer's markets.Analyzing Data or Information: Learns to analyze current conditions, such as 
socio-economic trends, land use, traffic data, and economic development plans, in rural or metropolitan areas to 
determine impacts of transportation system and other features of the built environment on physical Learns to 
determine impact of various local, regional and state legislative proposals upon planning processes and configures 
financial structure and availability of funds for various and local health related projects. Analyzes county health data 
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including measures which contribute to county health rankings and looks for viable opportunities for 
improvement.Processing Information: Learns to assist with conducting studies through compilation, analyses,    
projections and other data to develop local and regional planning projects and programs. Learns to translate or convert 
project descriptions into data characteristics that can be utilized in planning tools.Interacting with Computers: Utilizes 
office productivity software, including but not limited to word processing programs, spreadsheet programs, 
presentation software, web-based programs, instant- messaging programs, publication software, and search 
engines.Coordinating the Work and Activities of Others:  Learns to coordinate with local and state planners, consultants, 
engineers, and volunteers in presenting recommended  plans for review and comment by the public and the various 
planning committees.Identifying Objects, Actions, and Events: Reads planning documents, contracts, standard drawings, 
guidelines, and schematics to identify impacts the design and plans will have on physical activity opportunities, safety 
and other environmental factors.Making Decisions and Solving Problems: Collaborates with engineers, planners, 
community partners and other local leaders to research, analyze, or prioritize transportation and other built 
environment opportunities that will increase active transportation and physical activity.  Combines academic knowledge 
of population based public health with hands on public health experience to appropriately assess the strengths and 
weaknesses of various programs and activities as it relates to health in all policies.Interpreting the Meaning of 
Information for Others:  Learns to interpret a variety of rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Developing Objectives and Strategies: Learns to recommend strategies and objectives for assigned program 
areas which coincide with, and further, local comprehensive plans and goals. Participates in the development and/or 
implementation of the Department's State Health Plan strategic goals. Performs research for grant opportunities and 
writes grants as directed for our organization or partnering agencies.Communicating with Persons Outside Organization: 
Conducts and facilitates meetings as a Departmental representative by offering technical assistance and other support 
to local planners, chambers of commerce, development districts, and administrators to ensure compliance with Federal 
and State regulations. Creates and disseminates basic information packages, including but not limited to resource 
guides, policy manuals, and educational programs, for use in public information campaigns regarding the role of active 
transportation and the built environment on physical activity. Coordinates with departmental representatives to draft 
correspondence in response to public comments and/or inquiries.Establishing and Maintaining Interpersonal 
Relationships: Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort and ensure accurate and timely processing of information and deliverables.Provide 
Consultation and Advice to Others: Learns to serve as a liaison between the department and local agencies, regional 
planning commissions, metropolitan and rural planning and development organizations, and the general public and 
provides assistance in developing and meeting local, regional, and statewide physical activity goals.Developing and 
Building Teams: Works with other team members to gather additional perspective by soliciting advice and brainstorming 
to complete work or resolve issues. Develops trusting relationships with decision makers to instill confidence and 
achieve a common goal.Organizing, Planning, and Prioritizing Work: Organizes and prioritizes personal, team, and/or 
consultant workload using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.Communicating with Supervisors, Peers, and Subordinates: Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person.Updating and Using Relevant Knowledge: Reviews 
current departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure staff is knowledgeable of the latest systems. Completes required training 
events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency.Monitor Processes, Material, or Surroundings: Learns to review and monitor the progress of local studies, 
projects, and other activities identified and described in established comprehensive plans to determine suitable linkages 
and aligning resources. Learns to review and monitor contracts to ensure that obligations are clear, the work program is 
understood, schedules are met, and the budget is accurate. Learns to evaluate multimodal transportation improvement 
options to provide resources for opportunities to increase physical activity.  Helps to prioritize and make 
recommendation on which transportation and built environment opportunities are top priority.Getting Information: 
Builds relationships with internal and external business partners to ascertain their interest in providing healthy options 
for all residents. Collects county/state/national health-related data to include demographics, incidents of disease, 
economic environment, educational outcomes, and behavioral risk statistics to determine viable opportunities for 
improvement. Researches local decision making processes for policies, including decisions made by local school districts, 
planning departments, parks departments, roadway departments, capital budgets, and other municipal decisions that 
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may impact healthy eating and physical activity opportunities. Contacts the general public, persons in other 
departments and/or divisions, representatives, elected officials, and outside organizations for the purpose of furnishing 
or obtaining information.  Learns to collect field data by research or observation, such as a traffic counts, number and 
quality of parks, greenways, bike lanes and sidewalks; presence of benches, trees and other  amenities that will facilitate 
opportunities for physical activity via the built environment.    
 
Competencies (KSA’s): 
Competencies:  Innovation Management Perspective Process Management Perseverance Political Savvy Presentation 
Kills Written Communications Building Effective Teams Integrity and Trust Listening Managing Vision and Purpose 
Knowledge:  Administration Management  Skills:  Active Learning Active Listening Critical Thinking Reading 
Comprehension Speaking Writing Negotiation Persuasion Complex Problem Solving Judgement/Decision Making Time 
Management Abilities:  Deductive Reasoning Oral Comprehension Oral Expression Originality Selective Attention 
Visualization Written Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Computers Copier Fax Machine Projector Telecommunication Devices  - Fixed or Portable Printer Digital Camera Other 
Similar Office Equipment 
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071975 - HEARING IMPAIRED DIRECTOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2127 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial work of average difficulty in directing hearing 
impaired services provided by the state; and performs related work as required.Distinguishing Features: The employee 
in this class is responsible for promoting the rights and interests of the hearing impaired and coordinating efforts in their 
behalf by various service agencies. 
 
Work Activities: 
1. Promotes the rights and interests of the hearing impaired by developing short and long-range goals and budgets for 
services to the hearing impaired.2. Assists local officials in establishing community service centers for the deaf and 
hearing impaired and serves as a liaison between service agencies, consumers and service provider groups.3. Prepares 
annual progress reports for the legislature and researches legislative bills concerning the hearing impaired.4. Promotes 
training of interpreters for the deaf by sponsoring grants to establish training programs.5. Conducts public hearings to 
determine needs and services provided.6. Prepares news releases and brochures.7. Schedules and arranges travel for 
interpreters attending meetings of task forces and committees and writes the minutes of the meetings. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062831 - HEATING & REFRIGERATION MECH 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1685 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time heating 
and refrigeration mechanical work. Substitution of Education for Experience: 110 clock hours of coursework at trade, 
technical, or vocational school in heating and/or air conditioning/refrigeration mechanics may be substituted for one 
month of the required experience with a maximum substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    A valid vehicle operator's license may be required for 
employment in some positions.    Some positions require applicants for this job classification to be certified with an EPA 
Universal Certification under Section 608 of the Clean Air Act.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision performs semi-skilled and skilled heating and refrigeration mechanical work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the entry-working level class in 
the Heating & Refrigeration Mech sub-series. An employee in this class performs a wide variety of maintenance and 
repair on various types of heating and refrigeration systems. This class differs from that of Heating & Refrigeration Mech 
2 in that an incumbent of the latter leads a small number of Heating & Refrigeration Mech’s 1 and helpers. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and repairs on Heating and 
Refrigeration equipment and controls as needed.Analyzing Data or Information:    Uses electrical and other testing 
equipment to determine the nature and extent of Heating and Refrigeration problems.Evaluating Information to 
Determine Compliance with Standards:    Insures that Heating and Refrigeration work is performed in accordance to the 
standards required by codes and standards.Repairing and Maintaining Mechanical Equipment:    Performs maintenance 
and repairs on Heating and Refrigeration equipment.Monitor Processes, Materials, or Surroundings:    Monitors tool and 
material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes the daily and weekly work and activities plans to 
meet the priorities of the organization and safety requirements.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies.Provide Consultation and Advice to Others:    Provides recommendations to supervisory staff and 
management on the repair and replacement of Heating and Refrigeration components and equipment when 
needed.Inspecting Equipment, Structures, or Material:    Does inspections on Heating and Refrigeration equipment and 
facilities when problems are reported.    Performs preventative maintenance inspections of facilities and equipment to 
monitor electrical problems and maintenance status relative to heating and refrigeration equipment in accordance with 
policy and procedures.Performing General Physical Activities:    Performs Heating and Refrigeration maintenance and 
repairs on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicates with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration work projects and 
repairs.    Consistently sets an example for fellow employees by demonstrating positive work habits.Updating and Using 
Relevant Knowledge:    Updates work processes and procedures to comply with changes in the electrical codes to insure 
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safety and performance requirements are met in accordance with policy and procedures.    Attends and participates in 
all required in-service and pre-service training related to applying new knowledge to their job responsibilities.    Reviews 
past work where applicable to apply standards set out in revisions of electrical codes.Documenting/Recording 
Information:    Maintains records of materials, time, and work performed and utilized on repairs and projects in 
accordance with policy and procedures.Coordinating the Work and Activities of Others:    Assists in the coordination and 
supervision of staff required for support in the performance of work projects.    Directs and oversees the activities and 
work for staff of lower job classifications.Interpreting the Meaning of Information for Others:    Interprets policies, 
processes, and procedures to staff in lower job classes for job development and needed corrective actions.Judging the 
Qualities of Things, Services, or People:    May recommend applicants for potential appointment.Handling and Moving 
Objects:    Moves and lifts Heating and Refrigeration equipment and materials in the daily activities of repairing and 
installing Heating and Refrigeration systems of the facilities.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates vehicles and mechanized equipment in the performance of their work on a regular basis.Assisting and Caring 
for Others:    Provides personal assistance to others as required in the workplace.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and promotes positive working relationships within the organization to 
contribute to a more safe and effective working environment.Getting Information:    Checks the work order system for 
needed projects/tasks in accordance with policy and procedures.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promoting of staff.Training and Teaching Others:    Facilitates the orientation and 
training of new staff to ensure their success and effectiveness as employees.Developing and Building Teams:    
Encourages and participates in team building within the organization.Interacting With Computers:    Uses a personal 
computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Ethics 
and Values    Priority Setting    Planning    Perseverance    Process Management    Action OrientedKnowledge:    
Computers and Electronics    Chemistry    Physics    Building and Construction    MechanicalSkills:    Active Learning    
Active Listening    Critical Thinking    Reading Comprehension    Installation    Judgment and Decision Making    Repairing    
Equipment Maintenance    Operation Monitoring    Equipment Selection    Systems Analysis    Systems Evaluation    
Troubleshooting    Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Near Vision    Problem Sensitivity    Selective 
Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Expression    Control Precision    Arm-Hand 
Steadiness    Manual Dexterity    Reaction Time    Finger Dexterity    Dynamic Flexibility    Extent Flexibility    Multilimb 
Coordination    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062831 - HEATING & REFRIGERATION MECH 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1686 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly responsible and skilled full-time heating 
and refrigeration mechanical work. Substitution of Education for Experience: 110 clock hours of coursework at trade, 
technical, or vocational school in heating and/or air conditioning/refrigeration mechanics may be substituted for one 
month of the required experience with a maximum substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    A valid vehicle operator's license may be required for 
employment in some positions.    Some positions require applicants for this job classification to be certified with an EPA 
Universal Certification under Section 608 of the Clean Air Act.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision performs semi-skilled and skilled heating and refrigeration mechanical work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the entry-working level class in 
the Heating & Refrigeration Mech sub-series. An employee in this class performs a wide variety of maintenance and 
repair on various types of heating and refrigeration systems. This class differs from that of Heating & Refrigeration Mech 
2 in that an incumbent of the latter leads a small number of Heating & Refrigeration Mech’s 1 and helpers. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and repairs on Heating and 
Refrigeration equipment and controls as needed.Analyzing Data or Information:    Uses electrical and other testing 
equipment to determine the nature and extent of Heating and Refrigeration problems.Evaluating Information to 
Determine Compliance with Standards:    Insures that Heating and Refrigeration work is performed in accordance to the 
standards required by codes and standards.Repairing and Maintaining Mechanical Equipment:    Performs maintenance 
and repairs on Heating and Refrigeration equipment.Monitor Processes, Materials, or Surroundings:    Monitors tool and 
material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes the daily and weekly work and activities plans to 
meet the priorities of the organization and safety requirements.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies.Provide Consultation and Advice to Others:    Provides recommendations to supervisory staff and 
management on the repair and replacement of Heating and Refrigeration components and equipment when 
needed.Inspecting Equipment, Structures, or Material:    Does inspections on Heating and Refrigeration equipment and 
facilities when problems are reported.    Performs preventative maintenance inspections of facilities and equipment to 
monitor electrical problems and maintenance status relative to heating and refrigeration equipment in accordance with 
policy and procedures.Performing General Physical Activities:    Performs Heating and Refrigeration maintenance and 
repairs on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicates with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration work projects and 
repairs.    Consistently sets an example for fellow employees by demonstrating positive work habits.Updating and Using 
Relevant Knowledge:    Updates work processes and procedures to comply with changes in the electrical codes to insure 
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safety and performance requirements are met in accordance with policy and procedures.    Attends and participates in 
all required in-service and pre-service training related to applying new knowledge to their job responsibilities.    Reviews 
past work where applicable to apply standards set out in revisions of electrical codes.Documenting/Recording 
Information:    Maintains records of materials, time, and work performed and utilized on repairs and projects in 
accordance with policy and procedures.Coordinating the Work and Activities of Others:    Assists in the coordination and 
supervision of staff required for support in the performance of work projects.    Directs and oversees the activities and 
work for staff of lower job classifications.Interpreting the Meaning of Information for Others:    Interprets policies, 
processes, and procedures to staff in lower job classes for job development and needed corrective actions.Judging the 
Qualities of Things, Services, or People:    May recommend applicants for potential appointment.Handling and Moving 
Objects:    Moves and lifts Heating and Refrigeration equipment and materials in the daily activities of repairing and 
installing Heating and Refrigeration systems of the facilities.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates vehicles and mechanized equipment in the performance of their work on a regular basis.Assisting and Caring 
for Others:    Provides personal assistance to others as required in the workplace.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and promotes positive working relationships within the organization to 
contribute to a more safe and effective working environment.Getting Information:    Checks the work order system for 
needed projects/tasks in accordance with policy and procedures.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promoting of staff.Training and Teaching Others:    Facilitates the orientation and 
training of new staff to ensure their success and effectiveness as employees.Developing and Building Teams:    
Encourages and participates in team building within the organization.Interacting With Computers:    Uses a personal 
computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Ethics 
and Values    Priority Setting    Planning    Perseverance    Process Management    Action OrientedKnowledge:    
Computers and Electronics    Chemistry    Physics    Building and Construction    MechanicalSkills:    Active Learning    
Active Listening    Critical Thinking    Reading Comprehension    Installation    Judgment and Decision Making    Repairing    
Equipment Maintenance    Operation Monitoring    Equipment Selection    Systems Analysis    Systems Evaluation    
Troubleshooting    Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Near Vision    Problem Sensitivity    Selective 
Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Expression    Control Precision    Arm-Hand 
Steadiness    Manual Dexterity    Reaction Time    Finger Dexterity    Dynamic Flexibility    Extent Flexibility    Multilimb 
Coordination    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062832 - HEATING & REFRIGERATION MECH 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1690 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time heating 
and refrigeration mechanical work. Substitution of Education for Experience: 110 clock hours of coursework at trade, 
technical, or vocational school in heating and/or air conditioning/refrigeration mechanics may be substituted for one 
month of the required experience with a maximum substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Some positions require applicants to be certified with an EPA Universal Certification 
under Section 608 of the Clean Air Act.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled heating and refrigeration mechanical 
work of considerable difficulty which includes leading others in work; and performs related work as required. 
Distinguishing Features: This is the lead class in the Heating and Refrigeration Mech sub-series. An employee in this class 
leads a small number of Heating and Refrigeration Mech 1 and helpers and participates in a wide variety of maintenance 
and repair on heating and refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that 
an incumbent of the latter is not a lead worker. This class differs from that of Heating and Refrigeration Mech 3 in that 
an incumbent of the latter directs the work of a moderate-size group of mechanics. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and repairs on Heating and 
Refrigeration equipment and controls as needed.Analyzing Data or Information:    Uses electrical and other testing 
equipment to determine the nature and extent of Heating and Refrigeration problems.Evaluating Information to 
Determine Compliance with Standards:    Insures that Heating and Refrigeration work is performed in accordance to the 
standards required by codes and standards.Repairing and Maintaining Mechanical Equipment:    Performs maintenance 
and repairs on Heating and Refrigeration equipment.Monitor Processes, Materials, or Surroundings:    Monitors tool and 
material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes the daily and weekly work and activities plans to 
meet the priorities of the organization and safety requirements.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies.Provide Consultation and Advice to Others:    Provides recommendations to supervisory staff and 
management on the repair and replacement of Heating and Refrigeration components and equipment when 
needed.Inspecting Equipment, Structures, or Material:    Does inspections on Heating and Refrigeration equipment and 
facilities when problems are reported.    Performs preventative maintenance inspections of facilities and equipment to 
monitor electrical problems and maintenance status relative to heating and refrigeration equipment in accordance with 
policy and procedures.Performing General Physical Activities:    Performs Heating and Refrigeration maintenance and 
repairs on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicates with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration work projects and 
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repairs.    Consistently sets an example for fellow employees by demonstrating positive work habits.Updating and Using 
Relevant Knowledge:    Updates work processes and procedures to comply with changes in the electrical codes to insure 
safety and performance requirements are met in accordance with policy and procedures.    Attends and participates in 
all required in-service and pre-service training related to applying new knowledge to their job responsibilities.    Reviews 
past work where applicable to apply standards set out in revisions of electrical codes.Documenting/Recording 
Information:    Maintains records of materials, time, and work performed and utilized on repairs and projects in 
accordance with policy and procedures.Coordinating the Work and Activities of Others:    Assists in the coordination and 
supervision of staff required for support in the performance of work projects.    Directs and oversees the activities and 
work for staff of lower job classifications.Interpreting the Meaning of Information for Others:    Interprets policies, 
processes, and procedures to staff in lower job classes for job development and needed corrective actions.Judging the 
Qualities of Things, Services, or People:    May recommend applicants for potential appointment.Handling and Moving 
Objects:    Moves and lifts Heating and Refrigeration equipment and materials in the daily activities of repairing and 
installing Heating and Refrigeration systems of the facilities.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates vehicles and mechanized equipment in the performance of their work on a regular basis.Assisting and Caring 
for Others:    Provides personal assistance to others as required in the workplace.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and promotes positive working relationships within the organization to 
contribute to a more safe and effective working environment.Getting Information:    Checks the work order system for 
needed projects/tasks in accordance with policy and procedures.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promoting of staff.Training and Teaching Others:    Facilitates the orientation and 
training of new staff to ensure their success and effectiveness as employees.Developing and Building Teams:    
Encourages and participates in team building within the organization.Interacting With Computers:    Uses a personal 
computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Ethics 
and Values    Priority Setting    Planning    Perseverance    Process Management    Action OrientedKnowledge:    
Computers and Electronics    Chemistry    Physics    Building and Construction    MechanicalSkills:    Active Learning    
Active Listening    Critical Thinking    Reading Comprehension    Installation    Judgment and Decision Making    Repairing    
Equipment Maintenance    Operation Monitoring    Equipment Selection    Systems Analysis    Systems Evaluation    
Troubleshooting    Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Near Vision    Problem Sensitivity    Selective 
Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Expression    Control Precision    Arm-Hand 
Steadiness    Manual Dexterity    Reaction Time    Finger Dexterity    Dynamic Flexibility    Extent Flexibility    Multilimb 
Coordination    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062832 - HEATING & REFRIGERATION MECH 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1691 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time heating 
and refrigeration mechanical work. Substitution of Education for Experience: 110 clock hours of coursework at trade, 
technical, or vocational school in heating and/or air conditioning/refrigeration mechanics may be substituted for one 
month of the required experience with a maximum substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Some positions require applicants to be certified with an EPA Universal Certification 
under Section 608 of the Clean Air Act.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled heating and refrigeration mechanical 
work of considerable difficulty which includes leading others in work; and performs related work as required. 
Distinguishing Features: This is the lead class in the Heating and Refrigeration Mech sub-series. An employee in this class 
leads a small number of Heating and Refrigeration Mech 1 and helpers and participates in a wide variety of maintenance 
and repair on heating and refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that 
an incumbent of the latter is not a lead worker. This class differs from that of Heating and Refrigeration Mech 3 in that 
an incumbent of the latter directs the work of a moderate-size group of mechanics. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and repairs on Heating and 
Refrigeration equipment and controls as needed.Analyzing Data or Information:    Uses electrical and other testing 
equipment to determine the nature and extent of Heating and Refrigeration problems.Evaluating Information to 
Determine Compliance with Standards:    Insures that Heating and Refrigeration work is performed in accordance to the 
standards required by codes and standards.Repairing and Maintaining Mechanical Equipment:    Performs maintenance 
and repairs on Heating and Refrigeration equipment.Monitor Processes, Materials, or Surroundings:    Monitors tool and 
material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes the daily and weekly work and activities plans to 
meet the priorities of the organization and safety requirements.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies.Provide Consultation and Advice to Others:    Provides recommendations to supervisory staff and 
management on the repair and replacement of Heating and Refrigeration components and equipment when 
needed.Inspecting Equipment, Structures, or Material:    Does inspections on Heating and Refrigeration equipment and 
facilities when problems are reported.    Performs preventative maintenance inspections of facilities and equipment to 
monitor electrical problems and maintenance status relative to heating and refrigeration equipment in accordance with 
policy and procedures.Performing General Physical Activities:    Performs Heating and Refrigeration maintenance and 
repairs on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicates with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration work projects and 
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repairs.    Consistently sets an example for fellow employees by demonstrating positive work habits.Updating and Using 
Relevant Knowledge:    Updates work processes and procedures to comply with changes in the electrical codes to insure 
safety and performance requirements are met in accordance with policy and procedures.    Attends and participates in 
all required in-service and pre-service training related to applying new knowledge to their job responsibilities.    Reviews 
past work where applicable to apply standards set out in revisions of electrical codes.Documenting/Recording 
Information:    Maintains records of materials, time, and work performed and utilized on repairs and projects in 
accordance with policy and procedures.Coordinating the Work and Activities of Others:    Assists in the coordination and 
supervision of staff required for support in the performance of work projects.    Directs and oversees the activities and 
work for staff of lower job classifications.Interpreting the Meaning of Information for Others:    Interprets policies, 
processes, and procedures to staff in lower job classes for job development and needed corrective actions.Judging the 
Qualities of Things, Services, or People:    May recommend applicants for potential appointment.Handling and Moving 
Objects:    Moves and lifts Heating and Refrigeration equipment and materials in the daily activities of repairing and 
installing Heating and Refrigeration systems of the facilities.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates vehicles and mechanized equipment in the performance of their work on a regular basis.Assisting and Caring 
for Others:    Provides personal assistance to others as required in the workplace.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and promotes positive working relationships within the organization to 
contribute to a more safe and effective working environment.Getting Information:    Checks the work order system for 
needed projects/tasks in accordance with policy and procedures.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promoting of staff.Training and Teaching Others:    Facilitates the orientation and 
training of new staff to ensure their success and effectiveness as employees.Developing and Building Teams:    
Encourages and participates in team building within the organization.Interacting With Computers:    Uses a personal 
computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Ethics 
and Values    Priority Setting    Planning    Perseverance    Process Management    Action OrientedKnowledge:    
Computers and Electronics    Chemistry    Physics    Building and Construction    MechanicalSkills:    Active Learning    
Active Listening    Critical Thinking    Reading Comprehension    Installation    Judgment and Decision Making    Repairing    
Equipment Maintenance    Operation Monitoring    Equipment Selection    Systems Analysis    Systems Evaluation    
Troubleshooting    Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Near Vision    Problem Sensitivity    Selective 
Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Expression    Control Precision    Arm-Hand 
Steadiness    Manual Dexterity    Reaction Time    Finger Dexterity    Dynamic Flexibility    Extent Flexibility    Multilimb 
Coordination    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062832 - HEATING & REFRIGERATION MECH 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1692 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of increasingly responsible and skilled full-time heating 
and refrigeration mechanical work. Substitution of Education for Experience: 110 clock hours of coursework at trade, 
technical, or vocational school in heating and/or air conditioning/refrigeration mechanics may be substituted for one 
month of the required experience with a maximum substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Some positions require applicants to be certified with an EPA Universal Certification 
under Section 608 of the Clean Air Act.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled heating and refrigeration mechanical 
work of considerable difficulty which includes leading others in work; and performs related work as required. 
Distinguishing Features: This is the lead class in the Heating and Refrigeration Mech sub-series. An employee in this class 
leads a small number of Heating and Refrigeration Mech 1 and helpers and participates in a wide variety of maintenance 
and repair on heating and refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that 
an incumbent of the latter is not a lead worker. This class differs from that of Heating and Refrigeration Mech 3 in that 
an incumbent of the latter directs the work of a moderate-size group of mechanics. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and repairs on Heating and 
Refrigeration equipment and controls as needed.Analyzing Data or Information:    Uses electrical and other testing 
equipment to determine the nature and extent of Heating and Refrigeration problems.Evaluating Information to 
Determine Compliance with Standards:    Insures that Heating and Refrigeration work is performed in accordance to the 
standards required by codes and standards.Repairing and Maintaining Mechanical Equipment:    Performs maintenance 
and repairs on Heating and Refrigeration equipment.Monitor Processes, Materials, or Surroundings:    Monitors tool and 
material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes the daily and weekly work and activities plans to 
meet the priorities of the organization and safety requirements.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the materials and parts needed for projects and repairs in order to order the 
required supplies.Provide Consultation and Advice to Others:    Provides recommendations to supervisory staff and 
management on the repair and replacement of Heating and Refrigeration components and equipment when 
needed.Inspecting Equipment, Structures, or Material:    Does inspections on Heating and Refrigeration equipment and 
facilities when problems are reported.    Performs preventative maintenance inspections of facilities and equipment to 
monitor electrical problems and maintenance status relative to heating and refrigeration equipment in accordance with 
policy and procedures.Performing General Physical Activities:    Performs Heating and Refrigeration maintenance and 
repairs on facilities and equipment that requires extensive physical activity for the entire body.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicates with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration work projects and 
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repairs.    Consistently sets an example for fellow employees by demonstrating positive work habits.Updating and Using 
Relevant Knowledge:    Updates work processes and procedures to comply with changes in the electrical codes to insure 
safety and performance requirements are met in accordance with policy and procedures.    Attends and participates in 
all required in-service and pre-service training related to applying new knowledge to their job responsibilities.    Reviews 
past work where applicable to apply standards set out in revisions of electrical codes.Documenting/Recording 
Information:    Maintains records of materials, time, and work performed and utilized on repairs and projects in 
accordance with policy and procedures.Coordinating the Work and Activities of Others:    Assists in the coordination and 
supervision of staff required for support in the performance of work projects.    Directs and oversees the activities and 
work for staff of lower job classifications.Interpreting the Meaning of Information for Others:    Interprets policies, 
processes, and procedures to staff in lower job classes for job development and needed corrective actions.Judging the 
Qualities of Things, Services, or People:    May recommend applicants for potential appointment.Handling and Moving 
Objects:    Moves and lifts Heating and Refrigeration equipment and materials in the daily activities of repairing and 
installing Heating and Refrigeration systems of the facilities.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates vehicles and mechanized equipment in the performance of their work on a regular basis.Assisting and Caring 
for Others:    Provides personal assistance to others as required in the workplace.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and promotes positive working relationships within the organization to 
contribute to a more safe and effective working environment.Getting Information:    Checks the work order system for 
needed projects/tasks in accordance with policy and procedures.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promoting of staff.Training and Teaching Others:    Facilitates the orientation and 
training of new staff to ensure their success and effectiveness as employees.Developing and Building Teams:    
Encourages and participates in team building within the organization.Interacting With Computers:    Uses a personal 
computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Ethics 
and Values    Priority Setting    Planning    Perseverance    Process Management    Action OrientedKnowledge:    
Computers and Electronics    Chemistry    Physics    Building and Construction    MechanicalSkills:    Active Learning    
Active Listening    Critical Thinking    Reading Comprehension    Installation    Judgment and Decision Making    Repairing    
Equipment Maintenance    Operation Monitoring    Equipment Selection    Systems Analysis    Systems Evaluation    
Troubleshooting    Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Near Vision    Problem Sensitivity    Selective 
Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Expression    Control Precision    Arm-Hand 
Steadiness    Manual Dexterity    Reaction Time    Finger Dexterity    Dynamic Flexibility    Extent Flexibility    Multilimb 
Coordination    Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062833 - HEATING & REFRIGERATION MECH 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1695 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years) of increasingly responsible and 
skilled full-time heating and refrigeration mechanical work including, at least, one year as a lead worker. Substitution of 
Education for Experience: 110 clock hours of coursework at trade, technical, or vocational school in heating and/or air 
conditioning/refrigeration mechanics may be substituted for one month of the required experience with a maximum 
substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Applicants must have an EPA Universal Certification under Section 608 of the Clean Air 
Act. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory heating and refrigeration mechanical work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the supervisory and highest 
level class in the Heating and Refrigeration Mech sub-series. An employee in this class supervises a moderate-sized staff 
of heating and refrigeration mechanics and participates in a wide variety of maintenance and repair on heating and 
refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that an incumbent of the latter 
is not a lead worker. This class differs from that of Heating and Refrigeration Mech 2 in that an incumbent of the latter 
acts as a lead worker. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insure that Heating and Refrigeration work is 
performed in accordance to the standards required by codes and standards.Performing General Physical Activities:    
Perform Heating and Refrigeration maintenance and repairs on facilities and equipment that requires extensive physical 
activity for the entire body.Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and 
repairs on Heating and Refrigeration equipment and controls as needed.Inspecting Equipment, Structures, or Material:    
Does inspections on Heating and Refrigeration equipment and facilities when problems are reported.    Perform 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status relative to heating and refrigeration equipment in accordance with policy and procedures.Organizing, Planning, 
and Prioritizing Work:    Prioritize the daily and weekly work time and activities for their self and their assigned staff to 
meet the priorities of the organization and safety requirements.Repairing and Maintaining Mechanical Equipment:    
Perform maintenance and repairs on Heating and Refrigeration equipment.Guiding, Directing, and Motivating 
Subordinates:    Consistently sets an example for fellow employees by demonstrating positive work habits.    Provide 
performance counseling, job planning, and performance evaluations for subordinate staff as required by code, policy, 
and procedures.    Provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration 
work projects and repairs.Handling and Moving Objects:    Moves and lifts Heating and Refrigeration equipment and 
materials in the daily activities of repairing and installing Heating and refrigeration systems of the facilities.Provide 
Consultation and Advice to Others:    Provide recommendations to supervisory staff and management on the repair and 
replacement of Heating and Refrigeration components and equipment when needed.Developing Objectives and 
Strategies:    Provide input and planning on long range needs for the facility to meet anticipated Heating and 
Refrigeration needs for maintenance and equipment replacement.Documenting/Recording Information:    Maintains 
records of materials, time, and work performed and utilized on repairs and projects in accordance with policy and 
procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses staff complaints and conflicts within 
their organization in accordance with policy and procedures in order to promote organizational effectiveness and 
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workplace harmony.Analyzing Data or Information:    Use electrical and other testing equipment to determine the 
nature and extent of Heating and Refrigeration problems.Performing Administrative Activities:    Provide required 
reports and documentation relative to product use, materials accountability, safety, and equipment operational status 
in accordance with policy and procedures.    Documents time and attendance for assigned staff in accordance with policy 
and procedures.Monitoring and Controlling Resources:    Monitors and controls resources and equipment used in 
Heating and Refrigeration maintenance and repairs in accordance with policy and procedures.    Insures that vendor 
work is performed according to both contract and industry standards.Updating and Using Relevant Knowledge:    
Updates work processes and procedures to comply with changes in the electrical codes to insure safety and 
performance requirements are met in accordance with policy and procedures.    Attends and participates in all required 
in service and pre service training related to applying new knowledge to their job responsibilities.    Reviews past work 
where applicable to apply standards set out in revisions of electrical codes.Training and Teaching Others:    Facilitate the 
orientation and training of new staff to ensure their success and effectiveness as employees.Monitor Processes, 
Materials, or Surroundings:    Monitors tool and material controls on projects for safety, security, and accountability in 
accordance with policy and procedures.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the materials and parts needed for projects and repairs in order to order the required supplies.    Estimates 
the man-hours/work time needed to perform the work for projects in order to insure that adequate staff is available to 
complete the tasks in a timely and efficient manner.Interpreting the Meaning of Information for Others:    Insures that 
subordinate staff both understand and follow manufacturer's specifications and operating instructions on Heating and 
Refrigeration equipment being maintained, repaired, or installed at the facility.    Interprets policies, processes, and 
procedures to staff in lower job classes for job development and needed corrective actions.Communicating with 
Supervisors, Peers, or Subordinates:    Communicate with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicate with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Establishing and Maintaining Interpersonal Relationships:    
Establishes and promotes positive working relationships within the organization to contribute to a more safe and 
effective working environment.Assisting and Caring for Others:    Provide personal assistance to others as required in the 
workplace.Coordinating the Work and Activities of Others:    Directs and oversees the activities and work for staff of 
lower job classifications.    Insure that subordinate staff complete the documentation required for Heating and 
Refrigeration work in accordance with policy and procedures.    Assists in the coordination and supervision of staff 
required for support in the performance of work projects.Getting Information:    Check the work order system for 
needed projects/tasks in accordance with policy and procedures.Developing and Building Teams:    Encourages and 
participates in team building within the organization.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
vehicles and mechanized equipment in the performance of their work on a regular basis.Staffing Organizational Units:    
Participate in the recruiting, interviewing, hiring, and promoting of staff for the work unit.Judging the Qualities of 
Things, Services, or People:    May provide recommendations for sourcing on projects and repairs for facility Heating and 
Refrigeration work in accordance with policy and procedures.    May recommend applicants for potential 
appointment.Interacting With Computers:    Use a personal computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Planning    
Perseverance    Customer Focus    Time Management    Composure    Building Effective TeamsKnowledge:    
Administration and Management    Computers and Electronics    Customer and Personal Service    Mathematics    
Building and Construction    Design    Mechanical    Education and Training    Public Safety and SecuritySkills:    Active 
Learning    Active Listening    Critical Thinking    Mathematics    Monitoring    Reading Comprehension    Installation    
Writing    Judgment and Decision Making    Repairing    Equipment Maintenance    Operation Monitoring    Operation and 
Control    Equipment Selection    Systems Analysis    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Spatial Orientation    Visualization    Arm-Hand Steadiness    Manual Dexterity    Finger 
Dexterity    Trunk Strength    Extent Flexibility    Multilimb Coordination    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
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    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062833 - HEATING & REFRIGERATION MECH 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1696 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years) of increasingly responsible and 
skilled full-time heating and refrigeration mechanical work including, at least, one year as a lead worker. Substitution of 
Education for Experience: 110 clock hours of coursework at trade, technical, or vocational school in heating and/or air 
conditioning/refrigeration mechanics may be substituted for one month of the required experience with a maximum 
substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Applicants must have an EPA Universal Certification under Section 608 of the Clean Air 
Act. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory heating and refrigeration mechanical work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the supervisory and highest 
level class in the Heating and Refrigeration Mech sub-series. An employee in this class supervises a moderate-sized staff 
of heating and refrigeration mechanics and participates in a wide variety of maintenance and repair on heating and 
refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that an incumbent of the latter 
is not a lead worker. This class differs from that of Heating and Refrigeration Mech 2 in that an incumbent of the latter 
acts as a lead worker. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insure that Heating and Refrigeration work is 
performed in accordance to the standards required by codes and standards.Performing General Physical Activities:    
Perform Heating and Refrigeration maintenance and repairs on facilities and equipment that requires extensive physical 
activity for the entire body.Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and 
repairs on Heating and Refrigeration equipment and controls as needed.Inspecting Equipment, Structures, or Material:    
Does inspections on Heating and Refrigeration equipment and facilities when problems are reported.    Perform 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status relative to heating and refrigeration equipment in accordance with policy and procedures.Organizing, Planning, 
and Prioritizing Work:    Prioritize the daily and weekly work time and activities for their self and their assigned staff to 
meet the priorities of the organization and safety requirements.Repairing and Maintaining Mechanical Equipment:    
Perform maintenance and repairs on Heating and Refrigeration equipment.Guiding, Directing, and Motivating 
Subordinates:    Consistently sets an example for fellow employees by demonstrating positive work habits.    Provide 
performance counseling, job planning, and performance evaluations for subordinate staff as required by code, policy, 
and procedures.    Provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration 
work projects and repairs.Handling and Moving Objects:    Moves and lifts Heating and Refrigeration equipment and 
materials in the daily activities of repairing and installing Heating and refrigeration systems of the facilities.Provide 
Consultation and Advice to Others:    Provide recommendations to supervisory staff and management on the repair and 
replacement of Heating and Refrigeration components and equipment when needed.Developing Objectives and 
Strategies:    Provide input and planning on long range needs for the facility to meet anticipated Heating and 
Refrigeration needs for maintenance and equipment replacement.Documenting/Recording Information:    Maintains 
records of materials, time, and work performed and utilized on repairs and projects in accordance with policy and 
procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses staff complaints and conflicts within 
their organization in accordance with policy and procedures in order to promote organizational effectiveness and 
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workplace harmony.Analyzing Data or Information:    Use electrical and other testing equipment to determine the 
nature and extent of Heating and Refrigeration problems.Performing Administrative Activities:    Provide required 
reports and documentation relative to product use, materials accountability, safety, and equipment operational status 
in accordance with policy and procedures.    Documents time and attendance for assigned staff in accordance with policy 
and procedures.Monitoring and Controlling Resources:    Monitors and controls resources and equipment used in 
Heating and Refrigeration maintenance and repairs in accordance with policy and procedures.    Insures that vendor 
work is performed according to both contract and industry standards.Updating and Using Relevant Knowledge:    
Updates work processes and procedures to comply with changes in the electrical codes to insure safety and 
performance requirements are met in accordance with policy and procedures.    Attends and participates in all required 
in service and pre service training related to applying new knowledge to their job responsibilities.    Reviews past work 
where applicable to apply standards set out in revisions of electrical codes.Training and Teaching Others:    Facilitate the 
orientation and training of new staff to ensure their success and effectiveness as employees.Monitor Processes, 
Materials, or Surroundings:    Monitors tool and material controls on projects for safety, security, and accountability in 
accordance with policy and procedures.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the materials and parts needed for projects and repairs in order to order the required supplies.    Estimates 
the man-hours/work time needed to perform the work for projects in order to insure that adequate staff is available to 
complete the tasks in a timely and efficient manner.Interpreting the Meaning of Information for Others:    Insures that 
subordinate staff both understand and follow manufacturer's specifications and operating instructions on Heating and 
Refrigeration equipment being maintained, repaired, or installed at the facility.    Interprets policies, processes, and 
procedures to staff in lower job classes for job development and needed corrective actions.Communicating with 
Supervisors, Peers, or Subordinates:    Communicate with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicate with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Establishing and Maintaining Interpersonal Relationships:    
Establishes and promotes positive working relationships within the organization to contribute to a more safe and 
effective working environment.Assisting and Caring for Others:    Provide personal assistance to others as required in the 
workplace.Coordinating the Work and Activities of Others:    Directs and oversees the activities and work for staff of 
lower job classifications.    Insure that subordinate staff complete the documentation required for Heating and 
Refrigeration work in accordance with policy and procedures.    Assists in the coordination and supervision of staff 
required for support in the performance of work projects.Getting Information:    Check the work order system for 
needed projects/tasks in accordance with policy and procedures.Developing and Building Teams:    Encourages and 
participates in team building within the organization.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
vehicles and mechanized equipment in the performance of their work on a regular basis.Staffing Organizational Units:    
Participate in the recruiting, interviewing, hiring, and promoting of staff for the work unit.Judging the Qualities of 
Things, Services, or People:    May provide recommendations for sourcing on projects and repairs for facility Heating and 
Refrigeration work in accordance with policy and procedures.    May recommend applicants for potential 
appointment.Interacting With Computers:    Use a personal computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Planning    
Perseverance    Customer Focus    Time Management    Composure    Building Effective TeamsKnowledge:    
Administration and Management    Computers and Electronics    Customer and Personal Service    Mathematics    
Building and Construction    Design    Mechanical    Education and Training    Public Safety and SecuritySkills:    Active 
Learning    Active Listening    Critical Thinking    Mathematics    Monitoring    Reading Comprehension    Installation    
Writing    Judgment and Decision Making    Repairing    Equipment Maintenance    Operation Monitoring    Operation and 
Control    Equipment Selection    Systems Analysis    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Spatial Orientation    Visualization    Arm-Hand Steadiness    Manual Dexterity    Finger 
Dexterity    Trunk Strength    Extent Flexibility    Multilimb Coordination    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
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    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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062833 - HEATING & REFRIGERATION MECH 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1697 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to substantial (five or more years) of increasingly responsible and 
skilled full-time heating and refrigeration mechanical work including, at least, one year as a lead worker. Substitution of 
Education for Experience: 110 clock hours of coursework at trade, technical, or vocational school in heating and/or air 
conditioning/refrigeration mechanics may be substituted for one month of the required experience with a maximum 
substitution of 18 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     A valid vehicle operator's license may be required for 
employment in some positions.    Applicants must have an EPA Universal Certification under Section 608 of the Clean Air 
Act. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory heating and refrigeration mechanical work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the supervisory and highest 
level class in the Heating and Refrigeration Mech sub-series. An employee in this class supervises a moderate-sized staff 
of heating and refrigeration mechanics and participates in a wide variety of maintenance and repair on heating and 
refrigeration systems. This class differs from that of Heating and Refrigeration Mech 1 in that an incumbent of the latter 
is not a lead worker. This class differs from that of Heating and Refrigeration Mech 2 in that an incumbent of the latter 
acts as a lead worker. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insure that Heating and Refrigeration work is 
performed in accordance to the standards required by codes and standards.Performing General Physical Activities:    
Perform Heating and Refrigeration maintenance and repairs on facilities and equipment that requires extensive physical 
activity for the entire body.Repairing and Maintaining Electronic Equipment:    Performs electronic maintenance and 
repairs on Heating and Refrigeration equipment and controls as needed.Inspecting Equipment, Structures, or Material:    
Does inspections on Heating and Refrigeration equipment and facilities when problems are reported.    Perform 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status relative to heating and refrigeration equipment in accordance with policy and procedures.Organizing, Planning, 
and Prioritizing Work:    Prioritize the daily and weekly work time and activities for their self and their assigned staff to 
meet the priorities of the organization and safety requirements.Repairing and Maintaining Mechanical Equipment:    
Perform maintenance and repairs on Heating and Refrigeration equipment.Guiding, Directing, and Motivating 
Subordinates:    Consistently sets an example for fellow employees by demonstrating positive work habits.    Provide 
performance counseling, job planning, and performance evaluations for subordinate staff as required by code, policy, 
and procedures.    Provide guidance, training, and supervision of other individuals assisting in Heating and Refrigeration 
work projects and repairs.Handling and Moving Objects:    Moves and lifts Heating and Refrigeration equipment and 
materials in the daily activities of repairing and installing Heating and refrigeration systems of the facilities.Provide 
Consultation and Advice to Others:    Provide recommendations to supervisory staff and management on the repair and 
replacement of Heating and Refrigeration components and equipment when needed.Developing Objectives and 
Strategies:    Provide input and planning on long range needs for the facility to meet anticipated Heating and 
Refrigeration needs for maintenance and equipment replacement.Documenting/Recording Information:    Maintains 
records of materials, time, and work performed and utilized on repairs and projects in accordance with policy and 
procedures.Resolving Conflicts and Negotiating with Others:    Promptly addresses staff complaints and conflicts within 
their organization in accordance with policy and procedures in order to promote organizational effectiveness and 
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workplace harmony.Analyzing Data or Information:    Use electrical and other testing equipment to determine the 
nature and extent of Heating and Refrigeration problems.Performing Administrative Activities:    Provide required 
reports and documentation relative to product use, materials accountability, safety, and equipment operational status 
in accordance with policy and procedures.    Documents time and attendance for assigned staff in accordance with policy 
and procedures.Monitoring and Controlling Resources:    Monitors and controls resources and equipment used in 
Heating and Refrigeration maintenance and repairs in accordance with policy and procedures.    Insures that vendor 
work is performed according to both contract and industry standards.Updating and Using Relevant Knowledge:    
Updates work processes and procedures to comply with changes in the electrical codes to insure safety and 
performance requirements are met in accordance with policy and procedures.    Attends and participates in all required 
in service and pre service training related to applying new knowledge to their job responsibilities.    Reviews past work 
where applicable to apply standards set out in revisions of electrical codes.Training and Teaching Others:    Facilitate the 
orientation and training of new staff to ensure their success and effectiveness as employees.Monitor Processes, 
Materials, or Surroundings:    Monitors tool and material controls on projects for safety, security, and accountability in 
accordance with policy and procedures.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates the materials and parts needed for projects and repairs in order to order the required supplies.    Estimates 
the man-hours/work time needed to perform the work for projects in order to insure that adequate staff is available to 
complete the tasks in a timely and efficient manner.Interpreting the Meaning of Information for Others:    Insures that 
subordinate staff both understand and follow manufacturer's specifications and operating instructions on Heating and 
Refrigeration equipment being maintained, repaired, or installed at the facility.    Interprets policies, processes, and 
procedures to staff in lower job classes for job development and needed corrective actions.Communicating with 
Supervisors, Peers, or Subordinates:    Communicate with staff and supervisors at all levels in the facilities to coordinate 
work priorities, activities, and schedules.    Communicate with staff to insure that policy and program objectives are 
clearly understood, accurately communicated, and properly interpreted.Communicating with Persons Outside 
Organization:    May communicate with outside equipment vendors and manufacturers concerning maintenance and 
performance issues with Heating and Refrigeration equipment.Establishing and Maintaining Interpersonal Relationships:    
Establishes and promotes positive working relationships within the organization to contribute to a more safe and 
effective working environment.Assisting and Caring for Others:    Provide personal assistance to others as required in the 
workplace.Coordinating the Work and Activities of Others:    Directs and oversees the activities and work for staff of 
lower job classifications.    Insure that subordinate staff complete the documentation required for Heating and 
Refrigeration work in accordance with policy and procedures.    Assists in the coordination and supervision of staff 
required for support in the performance of work projects.Getting Information:    Check the work order system for 
needed projects/tasks in accordance with policy and procedures.Developing and Building Teams:    Encourages and 
participates in team building within the organization.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
vehicles and mechanized equipment in the performance of their work on a regular basis.Staffing Organizational Units:    
Participate in the recruiting, interviewing, hiring, and promoting of staff for the work unit.Judging the Qualities of 
Things, Services, or People:    May provide recommendations for sourcing on projects and repairs for facility Heating and 
Refrigeration work in accordance with policy and procedures.    May recommend applicants for potential 
appointment.Interacting With Computers:    Use a personal computer in the performance of their work. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Functional/Technical Competency    Decision Quality    Problem Solving    Planning    
Perseverance    Customer Focus    Time Management    Composure    Building Effective TeamsKnowledge:    
Administration and Management    Computers and Electronics    Customer and Personal Service    Mathematics    
Building and Construction    Design    Mechanical    Education and Training    Public Safety and SecuritySkills:    Active 
Learning    Active Listening    Critical Thinking    Mathematics    Monitoring    Reading Comprehension    Installation    
Writing    Judgment and Decision Making    Repairing    Equipment Maintenance    Operation Monitoring    Operation and 
Control    Equipment Selection    Systems Analysis    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Spatial Orientation    Visualization    Arm-Hand Steadiness    Manual Dexterity    Finger 
Dexterity    Trunk Strength    Extent Flexibility    Multilimb Coordination    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
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    Personal Computer    Hammers    Power Saws    Pressure Indicators    Voltage or Current Meters    Screwdrivers    
Welding Tools    Power Drills    Wrenches    Telephone    Bucket Truck    Scissor Lifts 
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075534 - HELPDESK SPECIALIST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5078 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's and two years of 
experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. Substitution of a Specific 
Associate’s Degree for the Required Bachelor’s Degree: An associate’s degree in business data processing (e.g., business 
data programming, business systems analysis, or computer accounting), management information systems, computer 
and information systems, computer servicing technologies, or other related field from an accredited college or 
university may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Experience in one of the following areas may substitute for the IT specific Associates degree on a year-for-year 
basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of considerable difficulty 
and performs related work as required for multiple agencies.  Distinguishing Features: This is the advanced working level 
class in the Helpdesk Specialist sub-series. An employee in this class receives and responds to end user needs within the 
state’s overall Information Systems infrastructure and addresses second level support requests for state agencies or 
leads the activities of employees from multiple project teams involved in the diagnosis and resolution of software and 
hardware problems for computer systems. This class differs from the Intermediate Help Desk Specialist in that 
incumbents of the latter function in a working capacity in providing first level contact for customers with hardware, 
software, telecommunication, and network issues. 
 
Work Activities: 
"Getting Information:    Ask pertinent questions via phone conversations with customers having issues with computer 
software, hardware, and account administration.    Ask pertinent questions, via phone conversations with customers 
inquiring about how to use specific products or services.    Act as a liaison between customers and internal support staff 
to assure accurate problem interpretation.Evaluating Information to Determine Compliance with Standards:    Adhere to 
confidentiality and security policies and procedures.Analyzing Data or Information:    Analyze problem management 
database to identify common trends and underlying problems.Making Decisions and Solving Problems:    Exercise 
independent judgment in resolving and routing routine incidents and requests to support group.    Escalate problems 
beyond skill knowledge to upper tier.    Works with vendor support contacts to resolve technical problems with desktop 
computing equipment and software.    Researches problems and uses troubleshooting skills for resolution.    Provide 
contact and problem solving resolutions for all users with complex hardware, software, and application 
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problems.Updating and Using Relevant Knowledge:    Reviews standard troubleshooting procedures on a monthly basis 
to maintain as well as increase current knowledge.    Completes training assigned by supervisor.    Seeks ways to 
maintain working knowledge of Help Desk supported products and services.    Seek ways to maintain in-depth 
knowledge of all desktop systems and technologies in use.     Review departmental policies and procedures to maintain 
knowledge of applicable policies and procedures.Interacting with Computers:    Routes incidents and requests to 
appropriate support team using written procedures and the IT Service. Management software system and Knowledge 
database.    Performs password resets for customer accounts.    Monitors and responds to emails in a timely and 
appropriate manner.    Provide troubleshooting of network connectivity issues.    Manage hardware devices using 
directory services software.    Provides support for office automation software.    Monitor/Maintains the traffic, content, 
and usability of websites by reviewing departmental websites via the intranet.     Run departmental reports from the 
Problem and Management and Knowledge database.     Utilize remote access tools to assist with resolving customer 
problems.    Update customer profile when notified of a change by entering the information in the Problem 
Management and Knowledge database.Documenting/Recording Information:    Documents applicable issues at time of 
contact into the IT Service Management software system.    Assists in creating and updating troubleshooting procedures 
for products and services supported by the Help Desk, in the Problem Management and Knowledge Database as 
requested.    Provide accurate and timely logging of problems and resolutions in the database.    Maintain IT department 
documentation on divisional website.    Obtain customer sign off to ensure customer resolution (QA), by acquiring a 
signature on work completed and submitting a customer service survey from the Problem Management and Knowledge 
Database.Interpreting the Meaning of Information for Others:    Paraphrase and adjust communication style according 
to the technical knowledge of the end-user.Communicating with Supervisors, Peers, or Subordinates:    Provide periodic 
progress reports to management or supervision.    Assign performance ratings for subordinate staff according to 
established criteria.    Provide timely communication to support staff on incidents and requests.    Provide timely 
communication and documentation to end users on incidents.    Communicates with support staff after incident 
resolution to develop troubleshooting procedures and suggest changes or additions to the IT Problem Management 
Knowledge database.    Share pertinent information with Help Desk team during times of major incidents in order to 
alert team for improved response time.    Suggest changes or additions to the IT Service management Knowledge 
database as required.Communicating with Persons outside Organization:    Maintain communications with customers 
during the problem resolution process in person, email or via telephone.Establishing and Maintaining Interpersonal 
Relationships:    Utilize superior customer service skills in resolving customer problems to ensure a positive experience 
for the customer.    Provide leadership for subordinates, peers, customer, and vendors by projecting a positive attitude.    
Provide leadership for subordinates by providing learning incentives.Training and Teaching Others:    Provide basic 
training for staff.    Orients staff on the use of IT software.Monitoring and Controlling Resources:    Monitor the Problem 
Management and Knowledge Database for telecommunication, server and web accessibility and outages.     Monitors 
the Problem Management and Knowledge Database for virus activity and submit blocks and unblocks of Internet 
Provider address of network equipment infected that is determined to have virus activity.Monitor Processes, Materials, 
or Surroundings:    Determine the causes of issues using written procedures and Problem Management and Knowledge 
database.    Monitors and follows-up on open tickets at predefined intervals until resolved.    Monitors and adheres to 
service level agreements as established.    Monitors and submits incidents with outside vendors and ensures quick and 
effective resolution.Processing Information:    Verifies customer’s profile information by asking varies questions, via 
phone conversation, in the Problem Management and Knowledge database.Scheduling Work and Activities:    Schedules 
site visits with customer to resolve and/or troubleshoot computer related problems." 
 
Competencies (KSA’s): 
Competencies:    Functional Technical Competency    Problem Solving    Technical Learning    Customer Focus    Learning 
on the Fly    Time Management    Written Communication    Approachability    Peer Relationship    Self-
DevelopmentKnowledge:    Knowledge of Computer Hardware, Peripherals and Telecommunication Components    
Knowledge of Principles and Theories of Network Systems and Management    Knowledge of Call Problem Tracking 
Systems    Knowledge of Customer Service Practices    Basic Knowledge of Mobile and Wireless Technology    Knowledge 
of Office Administrative Procedures    Knowledge of Automation System    Knowledge of Desktop Operating Systems    
Basic Knowledge of Desktop Security    Basic Knowledge of Directory Service    Knowledge of Internet Technologies and 
Web DevelopmentSkills:    Speaking Skills    Writing Skills    Analytical and Problem Solving Skills    Skill in Operating as a 
Part of a Work Team    Skill in the Implementation of Operational Procedures    Interpersonal Skills    Customer Service 
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Skills    Time Management Skills    Planning Skills    Organizing SkillsAbilities:    Ability to Create and Maintain Instructional 
Documentation    Ability to Analyze Problems    Ability to Identify Solutions for Problems    Ability to Train Others    
Ability to Maintain Confidentiality    Ability to Implement Recommendations to Resolve Problems    Ability to Perform 
Under Stress    Ability to Comprehend Operational Procedures    Ability to Deal with Persons Acting Under Stress    Ability 
to Adapt when Confronted with Emergency Situations    Ability to apply principles of logical or scientific thinking to 
define problems, collect data, establish facts and draw valid conclusions    Ability to Focus on Detail    Ability to interact 
professionally and cooperatively to establish and maintain effective working relationships with associates 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075534 - HELPDESK SPECIALIST-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5079 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's and two years of 
experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. Substitution of a Specific 
Associate’s Degree for the Required Bachelor’s Degree: An associate’s degree in business data processing (e.g., business 
data programming, business systems analysis, or computer accounting), management information systems, computer 
and information systems, computer servicing technologies, or other related field from an accredited college or 
university may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Experience in one of the following areas may substitute for the IT specific Associates degree on a year-for-year 
basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of considerable difficulty 
and performs related work as required for multiple agencies.  Distinguishing Features: This is the advanced working level 
class in the Helpdesk Specialist sub-series. An employee in this class receives and responds to end user needs within the 
state’s overall Information Systems infrastructure and addresses second level support requests for state agencies or 
leads the activities of employees from multiple project teams involved in the diagnosis and resolution of software and 
hardware problems for computer systems. This class differs from the Intermediate Help Desk Specialist in that 
incumbents of the latter function in a working capacity in providing first level contact for customers with hardware, 
software, telecommunication, and network issues. 
 
Work Activities: 
"Getting Information:    Ask pertinent questions via phone conversations with customers having issues with computer 
software, hardware, and account administration.    Ask pertinent questions, via phone conversations with customers 
inquiring about how to use specific products or services.    Act as a liaison between customers and internal support staff 
to assure accurate problem interpretation.Evaluating Information to Determine Compliance with Standards:    Adhere to 
confidentiality and security policies and procedures.Analyzing Data or Information:    Analyze problem management 
database to identify common trends and underlying problems.Making Decisions and Solving Problems:    Exercise 
independent judgment in resolving and routing routine incidents and requests to support group.    Escalate problems 
beyond skill knowledge to upper tier.    Works with vendor support contacts to resolve technical problems with desktop 
computing equipment and software.    Researches problems and uses troubleshooting skills for resolution.    Provide 
contact and problem solving resolutions for all users with complex hardware, software, and application 
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problems.Updating and Using Relevant Knowledge:    Reviews standard troubleshooting procedures on a monthly basis 
to maintain as well as increase current knowledge.    Completes training assigned by supervisor.    Seeks ways to 
maintain working knowledge of Help Desk supported products and services.    Seek ways to maintain in-depth 
knowledge of all desktop systems and technologies in use.     Review departmental policies and procedures to maintain 
knowledge of applicable policies and procedures.Interacting with Computers:    Routes incidents and requests to 
appropriate support team using written procedures and the IT Service. Management software system and Knowledge 
database.    Performs password resets for customer accounts.    Monitors and responds to emails in a timely and 
appropriate manner.    Provide troubleshooting of network connectivity issues.    Manage hardware devices using 
directory services software.    Provides support for office automation software.    Monitor/Maintains the traffic, content, 
and usability of websites by reviewing departmental websites via the intranet.     Run departmental reports from the 
Problem and Management and Knowledge database.     Utilize remote access tools to assist with resolving customer 
problems.    Update customer profile when notified of a change by entering the information in the Problem 
Management and Knowledge database.Documenting/Recording Information:    Documents applicable issues at time of 
contact into the IT Service Management software system.    Assists in creating and updating troubleshooting procedures 
for products and services supported by the Help Desk, in the Problem Management and Knowledge Database as 
requested.    Provide accurate and timely logging of problems and resolutions in the database.    Maintain IT department 
documentation on divisional website.    Obtain customer sign off to ensure customer resolution (QA), by acquiring a 
signature on work completed and submitting a customer service survey from the Problem Management and Knowledge 
Database.Interpreting the Meaning of Information for Others:    Paraphrase and adjust communication style according 
to the technical knowledge of the end-user.Communicating with Supervisors, Peers, or Subordinates:    Provide periodic 
progress reports to management or supervision.    Assign performance ratings for subordinate staff according to 
established criteria.    Provide timely communication to support staff on incidents and requests.    Provide timely 
communication and documentation to end users on incidents.    Communicates with support staff after incident 
resolution to develop troubleshooting procedures and suggest changes or additions to the IT Problem Management 
Knowledge database.    Share pertinent information with Help Desk team during times of major incidents in order to 
alert team for improved response time.    Suggest changes or additions to the IT Service management Knowledge 
database as required.Communicating with Persons outside Organization:    Maintain communications with customers 
during the problem resolution process in person, email or via telephone.Establishing and Maintaining Interpersonal 
Relationships:    Utilize superior customer service skills in resolving customer problems to ensure a positive experience 
for the customer.    Provide leadership for subordinates, peers, customer, and vendors by projecting a positive attitude.    
Provide leadership for subordinates by providing learning incentives.Training and Teaching Others:    Provide basic 
training for staff.    Orients staff on the use of IT software.Monitoring and Controlling Resources:    Monitor the Problem 
Management and Knowledge Database for telecommunication, server and web accessibility and outages.     Monitors 
the Problem Management and Knowledge Database for virus activity and submit blocks and unblocks of Internet 
Provider address of network equipment infected that is determined to have virus activity.Monitor Processes, Materials, 
or Surroundings:    Determine the causes of issues using written procedures and Problem Management and Knowledge 
database.    Monitors and follows-up on open tickets at predefined intervals until resolved.    Monitors and adheres to 
service level agreements as established.    Monitors and submits incidents with outside vendors and ensures quick and 
effective resolution.Processing Information:    Verifies customer’s profile information by asking varies questions, via 
phone conversation, in the Problem Management and Knowledge database.Scheduling Work and Activities:    Schedules 
site visits with customer to resolve and/or troubleshoot computer related problems." 
 
Competencies (KSA’s): 
Competencies:    Functional Technical Competency    Problem Solving    Technical Learning    Customer Focus    Learning 
on the Fly    Time Management    Written Communication    Approachability    Peer Relationship    Self-
DevelopmentKnowledge:    Knowledge of Computer Hardware, Peripherals and Telecommunication Components    
Knowledge of Principles and Theories of Network Systems and Management    Knowledge of Call Problem Tracking 
Systems    Knowledge of Customer Service Practices    Basic Knowledge of Mobile and Wireless Technology    Knowledge 
of Office Administrative Procedures    Knowledge of Automation System    Knowledge of Desktop Operating Systems    
Basic Knowledge of Desktop Security    Basic Knowledge of Directory Service    Knowledge of Internet Technologies and 
Web DevelopmentSkills:    Speaking Skills    Writing Skills    Analytical and Problem Solving Skills    Skill in Operating as a 
Part of a Work Team    Skill in the Implementation of Operational Procedures    Interpersonal Skills    Customer Service 
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Skills    Time Management Skills    Planning Skills    Organizing SkillsAbilities:    Ability to Create and Maintain Instructional 
Documentation    Ability to Analyze Problems    Ability to Identify Solutions for Problems    Ability to Train Others    
Ability to Maintain Confidentiality    Ability to Implement Recommendations to Resolve Problems    Ability to Perform 
Under Stress    Ability to Comprehend Operational Procedures    Ability to Deal with Persons Acting Under Stress    Ability 
to Adapt when Confronted with Emergency Situations    Ability to apply principles of logical or scientific thinking to 
define problems, collect data, establish facts and draw valid conclusions    Ability to Focus on Detail    Ability to interact 
professionally and cooperatively to establish and maintain effective working relationships with associates 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075533 - HELPDESK SPECIALIST-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5068 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's and one year of 
experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. Substitution of a Specific 
Associate’s Degree for the Required Bachelor’s Degree: An associate’s degree in business data processing (e.g., business 
data programming, business systems analysis, or computer accounting), management information systems, computer 
and information systems, computer servicing technologies, or other related field from an accredited college or 
university may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Experience in one of the following areas may substitute for the IT specific Associates degree on a year-for-year 
basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100% for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of average difficulty and 
performs related work as required.  Distinguishing Features: ,This is the working-level class in the Helpdesk Specialist 
sub-series. An employee in this class functions in a working capacity in providing first level contact for customers with 
hardware, software, telecommunication, and network issues. This class is flexibly staffed with and differs from 
Information Systems Associate, in that an incumbent of the latter learns to provide first level contact for customers with 
hardware, software, telecommunication, and network issues. This class differs from  Helpdesk Specialist-Adv in that an 
incumbent of the latter receives and responds to end user needs within the state’s overall Information Systems 
infrastructure and addresses second level support requests for state agencies or leads the activities of employees from 
multiple project teams involved in the diagnosis and resolution of software and hardware problems for computer 
systems. 
 
Work Activities: 
Getting Information:     Asks pertinent questions via phone conversations with customers having issues with computer 
software, hardware and account administration.    Asks pertinent questions via phone conversations with customers 
inquiring how to use specific products or services.    Acts as liaison between customers and internal support staff to 
assure accurate problem interpretation.Monitor Processes Materials, or Surroundings:    Determines cause of issues 
using written procedures and Problem Management and Knowledge database.    Monitors and follows up on open 
tickets at predefined intervals until resolved.    Monitors and adheres to service level agreements as 
established.Analyzing Data or Information:    Analyzes problem management database to identify common trends and 
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underlying problems.Making Decisions and Solving Problems:    Exercises independent judgment in resolving and routing 
routine incidents and requests to support group.    Escalates problems beyond skill knowledge to upper tier.Interacting 
with Computers:    Routes incidents and requests to appropriate support team using written procedures and the IT 
Service Management software system and Knowledge database.    Performs password resets for customer accounts.    
Monitors and responds to emails in a timely and appropriate manner.    Updates customer’s profile information in the 
Problem Management Knowledge database after verifying with the customer.Documenting/Recording Information:    
Documents applicable issues at time of contact with customer into the IT Service Management software system.    
Assists in creating and updating troubleshooting procedures for products and services supported by the Help Desk in the 
Problem Management and Knowledge Database as requested.Establishing and Maintaining Interpersonal Relationships:    
Utilizes superior customer service skills in resolving customer problems to ensure a positive experience for the 
customer.Communicating with Supervisors, Peers, or Subordinates:    Provides periodic progress reports to management 
or supervisor.    Provides timely communication to support staff on incidents and requests.    Provides timely 
communication and documentation to end users on incidents.    Communicates with support staff after incident 
resolution to develop troubleshooting procedures and suggests changes or additions to the IT Problem Management 
Knowledge database.    Shares pertinent information with help desk team during times of major incidents in order to 
alert team for improved response.    Suggests changes or additions to the IT Service Management Knowledge database 
as required.Communicating with Persons Outside Organization:    Maintains communications with customers during the 
problem resolution process in person, email or via telephone conversation with the customer.Evaluating Information to 
Determine Compliance with Standards:    Adheres to confidentiality and security policies and procedures.Updating and 
Using Relevant Knowledge:    Reviews standard troubleshooting procedures on a monthly basis to maintain/increase 
current knowledge.    Completes training assigned by supervisor.    Maintains working knowledge of help desk supported 
products and services.    Maintains in-depth knowledge of current desktop systems and technologies in use.    Maintains 
knowledge and adheres to applicable policies and procedures.Interpreting the Meaning of Information for Others:    
Paraphrases and adjusts communication style according to the technical ability of the end user. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical 
Learning    Time Management    Written Communications    Approachability    Peer Relationships    Self 
DevelopmentKnowledge:    Call/Problem tracking systems    Customer Service practices    Office Administrative 
procedures    Basic knowledge of desktop operating systems    Basic knowledge of office automation software    Basic 
knowledge of IT hardware, peripheral and telecommunication components    Basic knowledge of principles and theories 
of network systems and management    Basic knowledge of internet technologies and productsSkills:    Comprehend and 
implement operational procedures    Effective communication by phone, email or in person    Planning and Organizing    
Excellent interpersonal and customer service    Time Management    Detailed oriented    Basic computer troubleshooting    
Team orientedAbilities:    Maintain confidentiality    Identify and categorize incidents based on priority    Assign incidents 
to appropriate workgroup for resolution    Comprehend and follow instructional manuals    Perform under stress, deal 
with persons acting under stress and adapt when confronted with emergency situations    Quickly learn and put to use 
new skills and knowledge brought about by rapidly changing information and/or technology 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075533 - HELPDESK SPECIALIST-INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5069 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's and one year of 
experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. Substitution of a Specific 
Associate’s Degree for the Required Bachelor’s Degree: An associate’s degree in business data processing (e.g., business 
data programming, business systems analysis, or computer accounting), management information systems, computer 
and information systems, computer servicing technologies, or other related field from an accredited college or 
university may substitute for the required bachelor’s degree. Substitution of Experience for the Specific Associate’s 
Degree: Experience in one of the following areas may substitute for the IT specific Associates degree on a year-for-year 
basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR One year of experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100% for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of average difficulty and 
performs related work as required.  Distinguishing Features: ,This is the working-level class in the Helpdesk Specialist 
sub-series. An employee in this class functions in a working capacity in providing first level contact for customers with 
hardware, software, telecommunication, and network issues. This class is flexibly staffed with and differs from 
Information Systems Associate, in that an incumbent of the latter learns to provide first level contact for customers with 
hardware, software, telecommunication, and network issues. This class differs from  Helpdesk Specialist-Adv in that an 
incumbent of the latter receives and responds to end user needs within the state’s overall Information Systems 
infrastructure and addresses second level support requests for state agencies or leads the activities of employees from 
multiple project teams involved in the diagnosis and resolution of software and hardware problems for computer 
systems. 
 
Work Activities: 
Getting Information:     Asks pertinent questions via phone conversations with customers having issues with computer 
software, hardware and account administration.    Asks pertinent questions via phone conversations with customers 
inquiring how to use specific products or services.    Acts as liaison between customers and internal support staff to 
assure accurate problem interpretation.Monitor Processes Materials, or Surroundings:    Determines cause of issues 
using written procedures and Problem Management and Knowledge database.    Monitors and follows up on open 
tickets at predefined intervals until resolved.    Monitors and adheres to service level agreements as 
established.Analyzing Data or Information:    Analyzes problem management database to identify common trends and 
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underlying problems.Making Decisions and Solving Problems:    Exercises independent judgment in resolving and routing 
routine incidents and requests to support group.    Escalates problems beyond skill knowledge to upper tier.Interacting 
with Computers:    Routes incidents and requests to appropriate support team using written procedures and the IT 
Service Management software system and Knowledge database.    Performs password resets for customer accounts.    
Monitors and responds to emails in a timely and appropriate manner.    Updates customer’s profile information in the 
Problem Management Knowledge database after verifying with the customer.Documenting/Recording Information:    
Documents applicable issues at time of contact with customer into the IT Service Management software system.    
Assists in creating and updating troubleshooting procedures for products and services supported by the Help Desk in the 
Problem Management and Knowledge Database as requested.Establishing and Maintaining Interpersonal Relationships:    
Utilizes superior customer service skills in resolving customer problems to ensure a positive experience for the 
customer.Communicating with Supervisors, Peers, or Subordinates:    Provides periodic progress reports to management 
or supervisor.    Provides timely communication to support staff on incidents and requests.    Provides timely 
communication and documentation to end users on incidents.    Communicates with support staff after incident 
resolution to develop troubleshooting procedures and suggests changes or additions to the IT Problem Management 
Knowledge database.    Shares pertinent information with help desk team during times of major incidents in order to 
alert team for improved response.    Suggests changes or additions to the IT Service Management Knowledge database 
as required.Communicating with Persons Outside Organization:    Maintains communications with customers during the 
problem resolution process in person, email or via telephone conversation with the customer.Evaluating Information to 
Determine Compliance with Standards:    Adheres to confidentiality and security policies and procedures.Updating and 
Using Relevant Knowledge:    Reviews standard troubleshooting procedures on a monthly basis to maintain/increase 
current knowledge.    Completes training assigned by supervisor.    Maintains working knowledge of help desk supported 
products and services.    Maintains in-depth knowledge of current desktop systems and technologies in use.    Maintains 
knowledge and adheres to applicable policies and procedures.Interpreting the Meaning of Information for Others:    
Paraphrases and adjusts communication style according to the technical ability of the end user. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Functional/Technical Competency    Learning on the Fly    Problem Solving    Technical 
Learning    Time Management    Written Communications    Approachability    Peer Relationships    Self 
DevelopmentKnowledge:    Call/Problem tracking systems    Customer Service practices    Office Administrative 
procedures    Basic knowledge of desktop operating systems    Basic knowledge of office automation software    Basic 
knowledge of IT hardware, peripheral and telecommunication components    Basic knowledge of principles and theories 
of network systems and management    Basic knowledge of internet technologies and productsSkills:    Comprehend and 
implement operational procedures    Effective communication by phone, email or in person    Planning and Organizing    
Excellent interpersonal and customer service    Time Management    Detailed oriented    Basic computer troubleshooting    
Team orientedAbilities:    Maintain confidentiality    Identify and categorize incidents based on priority    Assign incidents 
to appropriate workgroup for resolution    Comprehend and follow instructional manuals    Perform under stress, deal 
with persons acting under stress and adapt when confronted with emergency situations    Quickly learn and put to use 
new skills and knowledge brought about by rapidly changing information and/or technology 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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026621 - HIGHER ED ASSOCIATE COUNSEL 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1398 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026633 - HIGHER ED AST EXEC DIR INFO SY 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1426 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026793 - HIGHER ED DIR OF EXT RELATIONS 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1221 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026791 - HIGHER ED INFO SYS AST DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1219 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078268 - HISTORIC PRES SPEC SUPV 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4471 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in historic 
preservation, history, architecture, architectural history, or other related acceptable field and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible professional historical preservation work or related 
work. Substitution of Education for Experience: Graduate coursework in historic preservation, history, architecture, 
architectural history or related acceptable field may be substituted for the required experience, on a year-for-year basis, 
to a maximum of one year. (24 semester/36 quarter hours is equivalent to one year). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for historical preservation work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
supervisory class in the Historic Preservation Specialist sub-series. An employee in this class supervises and coordinates 
staff of professional workers involved in historic preservation activities. This class differs from that of the Historic 
Preservation Manager in that an employee of the latter manages historic preservation programs for the state. This class 
differs from that of the Historic Preservation Specialist 3 in that an employee of the latter leads others in coordinating 
and conducting various historic preservation programs. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Supervises and/or coordinates mitigation plans with other agencies 
and individuals by developing a plan of agreement and oversees the implementation of mitigation plans by reviewing 
project plans and verifying that agreed upon conditions are being met.    Negotiates and/or reviews agreements with 
agencies and other stakeholders to streamline project reviews, define procedures, and/or resolve issues related to 
historic preservation.Staffing Organizational Units:    Assists in recruiting and selection of full-time staff for historic 
preservation positions, provides adequate orientation and training of new staff.    Assists and/or makes 
recommendations in the selection of consultant staff.Guiding, Directing, and Motivating Subordinates:    Supervises and 
evaluates the performance of subordinate staff.    Oversees and supervises the staff and board of directors of historic 
sites under the jurisdiction of the Tennessee Historical Commission.Evaluating Information to Determine Compliance 
with Standards:    Oversees, prepares and/or reviews documentation for compliance with other applicable federal laws, 
such as Section 4(f) of the US Department of Transportation Act of 1966, as amended.    Oversees, prepares and/or 
reviews documentation of all federally funded or licensed projects in the state to determine the effect of such projects 
on properties listed on or eligible to be listed in the National Register of Historic Places.    Oversees, prepares and/or 
reviews program memoranda of understanding to determine applicability and compliance of individual projects.    
Determines criteria and areas of significance for National Register nominations and determinations of eligibility.    
Reviews project documentation for compliance with applicable federal and state laws and regulations.    Reviews plans 
for project documentation for state, federal, and local projects.    Reviews construction documents with architects, 
contractors and consultants, and advises the applicability of the Secretary of the Interior's Standards for the Treatment 
of Historic Properties.    Supervises, coordinates and prepares operational memoranda of understanding through 
consultation with other state agencies to determine compliance.    Oversees, prepares and/or reviews documentation of 
all applicable state funded projects to determine the effect of such projects on properties listed on or eligible to be 
listed in the National Register of Historic Places.    Supervises and reviews applications and plans for the Investment Tax 
Credit program to ensure compliance with the Secretary of the Interior's Standards for Rehabilitation.    Reviews 



 TN Job Classification Specifications  
September 22, 2020 

documentation for completeness and accuracy.    Supervises the Certified Local Governments (CLGs) program to ensure 
compliance with appropriate federal, state, and local laws and regulations.Getting Information:    Supervises the 
preparation and review of cultural resource surveys consisting of urban and rural areas of the state to locate, identify, 
photograph, map, and collect data on building sites, structures and objects.    Supervises and conducts research using 
primary and secondary sources, writes architectural descriptions of properties, and composes statements of historical or 
architectural significance.Developing Objectives and Strategies:    Oversees and prepares the statewide preservation 
plan for historic preservation programs in order to be in compliance with federal laws.    Oversees and establishes long 
range objectives and specifies strategies and actions to achieve them for historic preservation programs.    Assist in the 
development and/or preparation of applications for historic preservation research studies.Coordinating the Work and 
Activities of Others:    Delegates and supervises the coordination of all project work with consultants, contractors, 
requisite state agencies, non-profit organizations, and stakeholders.    Facilitates collaboration of team members to 
ensure the successful outcome of the project(s).Provide Consultation and Advice to Others:    Provides and/or delegates 
staff to provide technical assistance related to cultural resources on an ongoing and/or emergency basis.Monitoring and 
Controlling Resources:    Oversees and delegates state and/or federal grant programs.    Delegates and monitors the 
Major Maintenance Work Program fund.    Delegates and monitors capital budget requests and other necessary 
documents.    Monitors, oversees, and/or assists in bidding and procurement.Processing Information:    Supervises and 
edits National Register nominations and reports prepared by others.    Supervises, compiles, calculates, and verifies 
information for historic preservation projects and/or issues.    Prepares capital budget requests.Interpreting the 
Meaning of Information for Others:    Supervises the National Register of Historic Places program.    Supervises reviews, 
edits and/or prepares National Register of Historic Places determinations of eligibility.    Reviews and/or makes 
presentations to stakeholders and partners publicizing and promoting historic preservation programs.Analyzing Data or 
Information:    Oversees and administers the Capital Budget process and projects of the Tennessee Historical 
Commission.    Oversees, prioritizes and determines capital outlay and maintenance needs.    Determines historic and 
architectural significance, type of architectural features, date of construction, and school of architecture for cultural 
resource surveys.Updating and Using Relevant Knowledge:    Reviews and maintains familiarity with appropriate state 
and federal regulations, policies, and laws and updates staff.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Interprets, reviews, and/or creates architectural drawings and specifications.Thinking 
Creatively:    Thinks creatively to avoid, minimize, and mitigate project impacts and effects to historic sites.    Supervises, 
creates and designs outreach material, such as: publications, social media, etc., in an instructive and appealing 
manner.Monitor Processes, Materials, or Surroundings:    Monitors and tracks historic preservation mitigation plans and 
historic preservation commitments.    Monitors progress of preservation projects.    Monitors changes in laws, 
regulations, and procedures and assesses the impact the changes it will have on Historic Preservation 
programs.Communicating with Persons Outside Organization:    Advises, coordinates, and consults with federal and 
state agencies, local government officials, private organizations and individuals on methods of surveying, evaluating, and 
preserving historic properties.    Delegates and/or responds to inquiries or concerns from the public.    Attends, 
schedules and/or delegates staff to attend meetings with stakeholders.Performing Administrative Activities:    
Supervises and maintains information files and processes paperwork.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates quantities and determines costs, resources, or materials for preservation 
projects.Selling or Influencing Others:    Builds consensus among stakeholders, in order to further the mission and goals.    
Reviews and/or makes presentations to stakeholders.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with higher level staff members.    Advises management about issues of concern, as they occur.    
Provides effective communication to supervisors, subordinates or peers, by telephone, email, verbally, etc.    Ensures 
that program information is communicated effectively and in a professional manner.Interacting With Computers:    
Enters and/or approves time, leave and/or travel within the designated computer program, in a proper and timely 
manner.    Oversees and participates in the conversion of archival data to electronic format.    Demonstrates proficiency 
in the use of various software programs, such as word processing, spreadsheets, databases, Geographic Information 
Systems (GIS), etc.Training and Teaching Others:    Identifies, schedules, and/or coordinates the training needs of 
subordinates.    Identifies, develops, conducts and/or delegates training and educational programs for preservation 
related issues.    Trains staff to develop educational programs.Inspecting Equipment, Structures, or Material:    Inspects 
buildings, sites, objects, structures or materials to identify condition and/or cause of problem(s).Establishing and 
Maintaining Interpersonal Relationships:    Fosters professional relationships with stakeholders.Making Decisions and 
Solving Problems:    Confers with staff to identify issues and/or opportunities.    Recommends materials and construction 
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techniques for preservation projects.Judging the Qualities of Things, Services, or People:    Assesses quality of building 
materials and components for preservation projects.    Evaluates insurance of state property.Documenting/Recording 
Information:    Supervises and maintains accurate and up-to-date project files.    Oversees and maintains digital data.    
Oversees the historical marker program.Organizing, Planning, and Prioritizing Work:    Prioritizes work assignments, in 
the office and in the field, daily, to ensure goals are met.    Completes required documentation for travel and/or field use 
of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates personal or assigned vehicles in accordance with agency policy and procedures, as well as all 
traffic laws.Scheduling Work and Activities:    Prioritizes and/or delegates work assignments of others to ensure goals 
are met.    Oversees the coordination, planning and implementation of special events.Performing General Physical 
Activities:    Performs physical activities, such as, walking (i.e. ditches, uneven terrain, buildings, etc.), wading in water, 
climbing, lifting, carrying, etc. under varying environmental conditions. 
 
Competencies (KSA’s): 
Competencies:    Listening    Decision Quality    Written Communications    Command Skills    Dealing with Ambiguity    
Functional/Technical Competency    Dealing with Others    Priority Setting    Delegation    Patience    Perseverance    
Presentation SkillsKnowledge:    History & Archeology    Administration & Management    Building & Construction    
GeographySkills:    Writing    Reading Comprehension    Complex Problem Solving    Critical Thinking    Judgment & 
Decision Making    Time Management    Negotiation    Active Listening    Speaking    Monitoring    Active LearningAbilities:    
Written Comprehension    Written Expression    Speech Recognition    Oral Comprehension    Oral Expression    Speech 
Clarity    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Fax Machine/Printer/Copier/Scanner    Digital Cameras    Global 
Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    
Projector    Calculator    Audio/Recording Equipment    Architectural Scale    Binding Machine 
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078270 - HISTORIC PRESERVATION MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4478 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in Historic 
Preservation, History, Architecture, Architectural History, or other related acceptable field and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible professional historical preservation work or related 
work including at least three years of supervisory experience. OR Master’s degree in any field and a doctorate degree in 
Historic Preservation, History, Architecture, Architectural History or related acceptable field and experience equivalent 
to five or more years of full-time increasingly responsible professional historical preservation work or related work 
including at least three years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for historical preservation work of considerable difficulty and 
supervisory and managerial work of average difficulty; and performs related work as required. Distinguishing Features: 
This is the managerial class in the Historic Preservation Specialist sub-series. An employee in this class manages and 
supervises staff of professional workers involved in historic preservation activities and/or programs. This class differs 
from that of the Historic Preservation Director in that an employee of the latter directs all functions, operations, and 
activities of the Historical Commission for the state. This class differs from that of the Historic Preservation Supervisor in 
that an employee of the latter supervises and coordinates staff of professional workers involved in historic preservation 
activities. 
 
Work Activities: 
Monitoring and Controlling Resources:    Manages state and/or federal grant programs.    Prepare annual budget 
submittals for Tennessee Historical Commission.    Reviews, prepares and oversees quarterly financial statements.    
Oversee the Major Maintenance Work Program fund.    Oversee capital budget requests.Developing Objectives and 
Strategies:    Manage the preparation of statewide preservation plan.    Approves long range objectives and specifies 
strategies and actions to achieve them for historic preservation programs.    Manage the development and/or 
preparation of applications for historic preservation research studies.Staffing Organizational Units:    Recruits and selects 
staff for historic preservation positions, provides adequate orientation and training of new staff.    Select consultants.    
Recommends staff for advancements, promotions, etc.Resolving Conflicts and Negotiating with Others:    Oversee the 
implementation and coordination of mitigation plans.    Advise staff regarding negotiations and/or review of agreements 
with agencies and other stakeholders.    Manages and/or delegates prompt and professional responses to 
complaints.Monitor Processes, Materials, or Surroundings:    Oversees and tracks historic preservation projects, 
preservation mitigation plans and historic preservation commitments.    Monitors changes in laws, regulations, and 
procedures and assesses the impact the changes it will have on Historic Preservation programs.    Monitors and/or 
coordinates departmental databases to determine potential problems with project schedules.Performing Administrative 
Activities:    Manages and oversees financial files, requests, processes and paperwork.    Manages and maintains 
information files and processes paperwork.Provide Consultation and Advice to Others:    Provides and/or delegates staff 
to provide technical assistance related to cultural resources on an ongoing and/or emergency basis.Processing 
Information:    Manages, reviews and verifies all information related to state and/or federal programs for historic 
preservation.    Verify capital budget requests for final approval by director.    Prepare special reports as required or 
needed.Evaluating Information to Determine Compliance with Standards:    Verify documentation for compliance with 
other applicable federal laws, such as Section 4(f) of the US Department of Transportation Act of 1966, as amended.    
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Verify project documentation for compliance with applicable federal and state laws and regulations.    Verify 
documentation for completeness and accuracy.    Manages, coordinates and verifies operational memoranda of 
understanding through consultation with other state agencies to determine compliance.    Reviews and makes 
recommendations concerning grant applications.Analyzing Data or Information:    Analyzes and tracks Tennessee 
Historical Commission's budget.    Analyzes and tracks project budgets.    Analyze information from cultural resource 
surveys.    Analyze the Capital Budget process and projects of the Tennessee Historical Commission.Coordinating the 
Work and Activities of Others:    Work to ensure the collaboration of team members for project completion.Interpreting 
the Meaning of Information for Others:    Manage the information regarding state and federal preservation programs.    
Reviews and/or makes presentations to stakeholders and partners publicizing and promoting historic preservation 
programs.Getting Information:    Manage the cultural resource survey program.    Manages and conducts research using 
primary and secondary sources, writes architectural descriptions of properties, and composes statements of historical or 
architectural significance.    Manages and/or delegates research for special projects.Updating and Using Relevant 
Knowledge:    Maintains familiarity with appropriate state and federal regulations, policies, and laws; updates staff and 
implements changes.Communicating with Supervisors, Peers, or Subordinates:    Advise management about issues of 
concern, as they occur.    Provide effective communication to supervisors, subordinates and/or peers.    Ensure that 
program information is communicated effectively and in a professional manner.Coaching and Developing Others:    
Ensures staff is cross-trained.    Mentors staff in preparation for career advancement, succession planning, 
etc.Communicating with Persons Outside Organization:    Advises, coordinates, and consults with federal and state 
agencies, local government officials, private organizations and individuals.    Attends, schedules and/or delegates staff to 
attend meetings with stakeholders.    Delegates and/or responds to inquiries or concerns.Guiding, Directing, and 
Motivating Subordinates:    Manages, evaluates and reviews the performance of subordinate staff.    Provide guidance 
and direction to staff and board of directors of historic sites under jurisdiction of the Tennessee Historical Commission.    
Conducts staff meetings.    Acknowledge and/or recommend subordinates for awards, certificates, etc., based upon 
achievements.Making Decisions and Solving Problems:    Reviews project estimates and determine the allotment of 
resources.    Convene with staff to identify issues and/or opportunities pertaining to specific projects.Training and 
Teaching Others:    Identifies, develops, conducts and/or delegates training and educational programs for preservation 
related issues.    Manage staff in the development of educational programs.    Identifies, schedules, and/or coordinates 
the training needs of subordinates.Establishing and Maintaining Interpersonal Relationships:    Foster professional 
relationships with stakeholders.Selling or Influencing Others:    Build consensus among stakeholders.    Reviews and/or 
makes presentations to stakeholders.Documenting/Recording Information:    Manage digital data and up-to-date project 
files.    Manage the historical marker program.Developing and Building Teams:    Encourages subordinates and peers to 
treat everyone fairly, equally and respectfully.    Treat everyone fairly, respectfully and equally.    Reinforces and 
encourages team building, through meetings, activities, etc.Thinking Creatively:    Assists staff in efforts to creatively 
avoid, minimize, and mitigate project impacts and effects to historic sites.    Manages and approves outreach material 
and/or efforts.Scheduling Work and Activities:    Monitors and/or coordinates departmental databases to determine 
work schedules.    Prioritizes and/or delegates work assignments of others to ensure goals and/or project deadlines are 
met.    Determine staff participation concerning special events, meetings, and/or conferences.Interacting With 
Computers:    Demonstrate proficiency in the use of various software programs, such as word processing, spreadsheets, 
databases, Geographic Information Systems (GIS), etc.    Oversees the conversion of archival or project data to electronic 
format.    Enters and/or approves time, leave and/or travel within the designated computer program, in a proper and 
timely manner.Judging the Qualities of Things, Services, or People:    Approve submission of insurance value of 
properties under the jurisdiction of the Tennessee Historical Commission to the Division of Risk 
Management.Organizing, Planning, and Prioritizing Work:    Prioritizes work assignments, in the office and in the field, 
daily, to ensure goals are met.    Complete required documentation for travel and/or field use of vehicle (i.e. mileage 
logs, travel time, vehicle inspection checklist, etc.)Operating Vehicles, Mechanized Devices, or Equipment:    Operate 
personal or assigned vehicles in accordance with agency policy and procedures, as well as all traffic laws.Performing 
General Physical Activities:    Perform physical activities, such as, walking (i.e. ditches, uneven terrain, buildings, etc.), 
wading in water, climbing, lifting, carrying, etc. under varying environmental conditions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Priority Setting    Functional/Technical Competency    Directing Others    Hiring & 
Staffing    Standing Alone    Managerial Courage    Dealing with Ambiguity    Command Skills Delegation    Listening    
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DelegationKnowledge:    Personnel & Human Resources    Administration & Management    History & Archeology    
Building & ConstructionSkills:    Judgment & Decision Making    Management of Personnel Resources    Critical Thinking    
Complex Problem Solving    Speaking    Writing    Negotiation    Active Listening    Reading Comprehension    Monitoring    
Time ManagementAbilities:    Written Expression    Written Comprehension    Deductive Reasoning    Speech Clarity    
Oral Comprehension    Oral Expression    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Fax Machine/Printer/Copier/Scanner    Digital Cameras    Global 
Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    
Projector    Calculator    Audio/Recording Equipment    Architectural Scale    Binding Machine 
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078267 - HISTORIC PRESERVATION SPEC 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4466 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Historic 
Preservation, History, Architecture, Architectural History, or other historic preservation related field and experience 
equivalent to two years of full-time professional experience in Historic Preservation or related work. Substitution of 
Education for Experience: Graduate coursework in Historic Preservation, History, Architecture, Architectural History or 
related acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one 
year. (24 semester/36 quarter hours is equivalent to one year). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional historic preservation work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the advanced working level 
classification of the Historic Preservation Specialist sub-series.  An employee in this class coordinates and conducts 
various historic preservation programs.This class differs from theHistoric Preservation Associate in that an incumbent of 
the latter is the entry level class. This class differs from the Historic Preservation Specialist Supervisor in that an 
incumbent of the latter is the supervisory class in the Historic Preservation Specialist sub-series. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Coordinates mitigation plans with other agencies and individuals by 
developing a plan of agreement and oversees the implementation of mitigation plans by reviewing project plans and 
verifying that conditions of contracts are being met.    Negotiates agreements with agencies and other stakeholders to 
streamline project reviews, define procedures, and/or resolve issues related to historic preservation.Getting 
Information:    Coordinates the preparation and review of cultural resource surveys consisting of urban and rural areas 
of the state to locate, identify, photograph, map, and collect data on building sites, structures and objects.    Coordinates 
and conducts research using primary and secondary sources, writes architectural descriptions of properties, and 
composes statements of historical or architectural significance.Evaluating Information to Determine Compliance with 
Standards:    Prepares and/or reviews documentation for compliance with other applicable federal laws, such as Section 
4(f) of the US Department of Transportation Act of 1966, as amended.    Coordinates, prepares and/or reviews 
documentation of all federally funded or licensed projects in the state to determine the effect of such projects on 
properties listed on or eligible to be listed in the National Register of Historic Places.    Reviews construction documents 
with architects, contractors and consultants, and advises the applicability of the Secretary of the Interior's Standards for 
the Treatment of Historic Properties.    Review documentation for completeness and accuracy.    Reviews project 
documentation for compliance with applicable federal and state laws and regulations.    Coordinates, prepares and/or 
reviews documentation of all applicable state funded projects to determine the effect of such projects on properties 
listed on or eligible to be listed in the National Register of Historic Places.    Determine criteria and areas of significance 
for National Register nominations and determinations of eligibility.    Coordinates and reviews applications and plans for 
the Investment Tax Credit to ensure compliance with the Secretary of the Interior's Standards for Rehabilitation.    
Reviews plans for project documentation for state, federal, and local projects.    Prepares and/or reviews program 
memoranda of understanding to determine applicability and compliance of individual projects.    Manages the daily 
operations of specific programs and ongoing projects by personally monitoring operations and conferring with the 
appropriate personnel to assess progress, identify problems, and recommend appropriate actions to maximize and 
maintain efficiency.    Coordinates and prepares operational memoranda of understanding through consultation with 
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other state agencies to determine compliance.    Work on an ongoing basis with Certified Local Governments (CLGs) to 
ensure compliance with appropriate federal, state, and local laws and regulations.Processing Information:    Coordinates 
and edits National Register nominations and reports prepared by others.    Coordinates, compiles, calculates, and 
verifies information for historic preservation projects and/or issues.    Prepare capital budget requests.Monitoring and 
Controlling Resources:    Coordinates, writes, implements and monitors the consultant contracting and/or grant process, 
including but not limited to: proposals, requests for proposals (RFP's), invoices, reimbursements, etc.    Prepare the 
capital budget request and other necessary documents.    Oversee Major Maintenance Work Program fund.Analyzing 
Data or Information:    Oversees and administers the Capital Budget process and projects of the Tennessee Historical 
Commission.    Determine historic and architectural significance, type of architectural features, date of construction, and 
school of architecture for cultural resource surveys.    Prioritizes and determines capital outlay and maintenance 
needs.Updating and Using Relevant Knowledge:    Reviews and maintains familiarity with appropriate state and federal 
regulations, policies, and laws and updates staff.Interpreting the Meaning of Information for Others:    Coordinates 
reviews and/or prepares nominations to the National Register of Historic Places and/or determines eligibility.    Make 
presentations to stakeholders and partners publicizing and promoting historic preservation programs.Developing and 
Building Teams:     Coordinate all project work with consultants, contractors, requisite state agencies, and non-profit 
organizations.Guiding, Directing, and Motivating Subordinates:    Provide oversight and supervision to historic sites 
owned by the State of Tennessee.Developing Objectives and Strategies:    Establishes long range objectives and specifies 
strategies and actions to achieve them for state owned historic sites.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:    Interprets, reviews, and/or creates architectural drawings and specifications.Monitor 
Processes, Materials, or Surroundings:    Monitors and tracks historic preservation mitigation plans and historic 
preservation commitments.    Monitors progress of preservation projects.Making Decisions and Solving Problems:    
Recommend materials and construction techniques for preservation projects.Thinking Creatively:    Thinks creatively to 
avoid, minimize, and mitigate project impacts and effects to historic sites.    Creates and designs outreach material, such 
as: publications, social media, etc., in an instructive and appealing manner.Inspecting Equipment, Structures, or 
Material:    Inspect buildings, sites, objects, structures or materials to identify condition and/or cause of 
problem(s).Judging the Qualities of Things, Services, or People:    Evaluate insurance of state property.    Assess quality of 
building materials and components for preservation projects.Communicating with Persons Outside Organization:    
Advises, coordinates, and consults with federal and state agencies, local government officials, private organizations and 
individuals on methods of surveying, evaluating, and preserving historic properties.    Responds to inquiries and/or 
concerns from the public.    Attend meetings with internal and external stakeholders, in various locations and at various 
times.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates quantities and 
determines costs, resources, or materials for preservation projects.Provide Consultation and Advice to Others:    
Provides technical assistance related to cultural resources on an ongoing and/or emergency basis.Communicating with 
Supervisors, Peers, or Subordinates:    Provide effective communication to supervisors or peers, by telephone, email, 
verbally, etc.    Advise management about issues of concern, as they occur.    Communicate with higher level staff 
members.Selling or Influencing Others:    Build consensus among stakeholders, in order to further the mission and goals.    
Make presentations to internal and external stakeholders.Establishing and Maintaining Interpersonal Relationships:    
Foster professional relationships with stakeholders.Training and Teaching Others:    Develops and conducts training and 
educational programs for preservation related issues.Interacting With Computers:    Demonstrate proficiency in the use 
of various software programs, such as word processing, spreadsheets, databases, Geographic Information Systems (GIS), 
etc.    Enters and/or approves time, leave and/or travel within the designated computer program, in a proper and timely 
manner.    Convert archival data to electronic format.Organizing, Planning, and Prioritizing Work:    Prioritizes work 
assignments in the office and in the field daily to ensure goals are met.    Complete required documentation for travel 
and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)Documenting/Recording 
Information:    Researches, writes, and edits text for historical markers and coordinates production and erection with the 
manufacturer and the Department of Transportation.Operating Vehicles, Mechanized Devices, or Equipment:    Operate 
personal or assigned vehicles in accordance with agency policy and procedures, as well as all traffic laws.Performing 
General Physical Activities:    Perform physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in 
water, climbing, lifting, carrying, etc. under varying environmental conditions.Scheduling Work and Activities:    
Coordinates, plans and implement special events. 
 
Competencies (KSA’s): 
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Competencies:    Written Communications    Decision Quality    Listening    Technical Learning    Dealing with Ambiguity    
Presentation Skills    Time Management    Perseverance    Approachability    Patience    Intellectual 
HorsepowerKnowledge:    History & Archaeology    Building & Construction    Customer & Personal Service    Design    
Clerical    Sociology & Anthropology    GeographySkills:    Complex Problem Solving    Active Listening    Critical Thinking    
Reading Comprehension    Writing    Judgment & Decision Making    Negotiation    Active Learning    Speaking    Service 
Orientation    Time ManagementAbilities:    Oral Expression    Written Expression    Oral Comprehension    Written 
Comprehension    Speech Clarity    Deductive Reasoning    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Fax Machine/Printer/Copier/Scanner    Digital Cameras    Global 
Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective Equipment (PPE)    
Projector    Calculator    Audio/Recording Equipment    Architectural Scale    Binding Machine 
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078269 - HISTORICAL COMM DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4472 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for managerial work of average difficulty in directing all functions and 
activities of the Historical Commission; and performs related work as required.Distinguishing Features: The employee in 
this class is responsible for directing all functions, operations, and activities of the Historical Commission. 
 
Work Activities: 
1. Administers federal programs established by the National Historic Preservation Act by surveying cultural resources, 
nominating properties to the National Register of Historic Places, and issuing grants for restoration purposes.2. Presents 
programs to various educational and cultural groups regarding the purposes of the Historical Commission and its 
programs.3. Assigns, trains, supervises, and evaluates the work of the staff involved in various aspects of the program.4. 
Represents the commission at local, regional, state, and national meetings and conferences.5. Conducts staff meetings 
and meetings of the state review board.6. Prepares a variety of records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072365 - HOMELAND SECURITY DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3025 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077125 - HORTICULTURIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4310 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in horticulture, 
landscape design, plant and soil science, or other related acceptable field and experience equivalent to two years of full-
time responsible professional horticultural work; qualifying full-time horticulture experience may be substituted for the 
required education, on a year-for-year basis to a maximum of four years; additional graduate coursework in the above 
fields may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional horticultural supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class performs a variety of duties 
such as overseeing tree surgery contracts around rest areas, planting shrubbery, trees, and other plants around right-of-
ways, overseeing right-of-way maintenance, including mowing grass, brush trimming, seeding and fertilizing pre-planned 
areas and special projects, conducting landscape training seminars on golf course care and maintenance, planning, 
designing, and directing landscaping, including for the Capitol grounds, and Governor's Mansion. An employee in this 
class usually supervises lower level personnel. 
 
Work Activities: 
1. Plans, supervises, and participates in landscape maintenance of state facilities, rest areas, welcome centers, and office 
buildings, including weed control, replacing and trimming shrubbery, pruning trees, applying pesticides and herbicides, 
and seeding and fertilizing.2. Monitors tree surgery contracts around rest areas, welcome centers, and other facilities.3. 
Experiments with new materials such as herbicides and erosion control for future use in administering the chemical 
weed control program.4. Plans and designs landscapes for State Capitol grounds, Governor's residence, and other 
facilities including determining the type of grass, flowers, shrubs, fertilizer, top soil, and trees needed.5. Supervises 
ground maintenance crews at state facilities, performing work such as mowing, trimming lawns, planting trees, 
shrubbery, flowers, raking leaves, removing broken tree limbs and litter, repairing and constructing sidewalks and 
parking areas, and removing snow and ice from streets and sidewalks when necessary.6. Assigns, trains, supervises, and 
evaluates a small to moderate sized staff and their work.7. Makes recommendation on employment, retention, 
promotion, demotion, and other human resources actions.8. Assists in studying relevant policy and procedure and in 
making recommendations for change; enforces policy and procedure for operations and functions within sphere of 
authority.9. Coordinates assigned horticulture operations, functions, activities, and services.10. Keeps records and 
makes reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077125 - HORTICULTURIST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4311 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in horticulture, 
landscape design, plant and soil science, or other related acceptable field and experience equivalent to two years of full-
time responsible professional horticultural work; qualifying full-time horticulture experience may be substituted for the 
required education, on a year-for-year basis to a maximum of four years; additional graduate coursework in the above 
fields may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional horticultural supervisory work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class performs a variety of duties 
such as overseeing tree surgery contracts around rest areas, planting shrubbery, trees, and other plants around right-of-
ways, overseeing right-of-way maintenance, including mowing grass, brush trimming, seeding and fertilizing pre-planned 
areas and special projects, conducting landscape training seminars on golf course care and maintenance, planning, 
designing, and directing landscaping, including for the Capitol grounds, and Governor's Mansion. An employee in this 
class usually supervises lower level personnel. 
 
Work Activities: 
1. Plans, supervises, and participates in landscape maintenance of state facilities, rest areas, welcome centers, and office 
buildings, including weed control, replacing and trimming shrubbery, pruning trees, applying pesticides and herbicides, 
and seeding and fertilizing.2. Monitors tree surgery contracts around rest areas, welcome centers, and other facilities.3. 
Experiments with new materials such as herbicides and erosion control for future use in administering the chemical 
weed control program.4. Plans and designs landscapes for State Capitol grounds, Governor's residence, and other 
facilities including determining the type of grass, flowers, shrubs, fertilizer, top soil, and trees needed.5. Supervises 
ground maintenance crews at state facilities, performing work such as mowing, trimming lawns, planting trees, 
shrubbery, flowers, raking leaves, removing broken tree limbs and litter, repairing and constructing sidewalks and 
parking areas, and removing snow and ice from streets and sidewalks when necessary.6. Assigns, trains, supervises, and 
evaluates a small to moderate sized staff and their work.7. Makes recommendation on employment, retention, 
promotion, demotion, and other human resources actions.8. Assists in studying relevant policy and procedure and in 
making recommendations for change; enforces policy and procedure for operations and functions within sphere of 
authority.9. Coordinates assigned horticulture operations, functions, activities, and services.10. Keeps records and 
makes reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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042870 - HOSPITALITY ASSISTANT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1984 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time work in one or a combination of the following areas: hotel, restaurant or other hospitality work; 
hotel/restaurant products or food distribution sales, clerical accounting work, or any work at a Tennessee State Park. 
Substitution of Education for Experience: College coursework from an accredited college or university in Business 
Administration, Park Management, Hotel/Restaurant Management, Food Service Management, or any Hospitality 
Management related field may substitute for the required experience on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for assisting in restaurant, inn, and/or golf course management 
work of average difficulty at a state park; and performs related work as required. Distinguishing Features: An employee 
in this class is responsible for assisting higher level management staff performing such work as purchasing, reservations, 
hotel and restaurant management, golf course management, scheduling, cashier, audit work, housekeeping, and related 
duties. This class differs from that of general clerical and food service classes utilized at state parks in that incumbents of 
the latter are specialized and lack the overall knowledge of hotel, restaurant, and/or golf course management to 
perform the duties of this class. This class differs from that of Hospitality Manager 1 in that an incumbent of the latter is 
the manager of a restaurant at a state park facility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Resolves disputes and guests complaints. Communicating with 
Persons Outside Organization:    Completes a contract, meets with group leader, shows accomodations to determine 
group needs and/or information, (such as name of group, accomodations made, and number of people, etc.) Processing 
Information:    Calculates rates for rooms and/or other services, and revises any errors in billling.    Performs audit work 
as required.    Prepares customer invoices and records amounts due to services.    Prepares summaries of people served, 
monies collected, deposits, disbursements, and other budgetary reports.    Reconciles receipts and balances cash 
accounts with revenues taken in. Guiding, Directing, and Motivating Subordinates:    Evaluates subordinate employees in 
their job performance.    Communicates to employee job duties and agency policies in order to provide guidance. 
Coordinating the Work and Activities of Others:    May supervise clerical, food service, and/or maintenance staff at a 
Tennessee State Park. Training and Teaching Others:    Provides on-the-job training for new employees. 
Documenting/Recording Information:    Receives, stores, and counts records inventory. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Researches the cost of ingredients, supplies, and labor to 
determine final pricing. Staffing Organizational Units:    Makes recommendations on personnel actions such as new hires 
and dismissals. Communicating with Supervisors, Peers, or Subordinates:    Assists managers in planning and pricing 
banquets, private parties, meetings, and golf course packages and tournaments.    Assists managers in hospitality 
services at a Tennessee State Park.    Communicates with kitchen staff on food line needs. Provide Consultation and 
Advice to Others:    Assists managers in purchasing supplies, equipment, and merchandise.    Assists managers in the 
preparation of daily menus and pricing menu items. Thinking Creatively:    Formulates meals, buffet items, and catered 
events. Monitoring and Controlling Resources:    Completes cash transactions for services.    Orders resale merchandise. 
Getting Information:    Checks facility availability to secure reservations for lodging, restaurant, conference center, golf 
course and other related park amenities. Evaluating Information to Determine Compliance with Standards:    Makes 
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visual inspection of the cleanliness and sanitation in kitchen, dining area, and equipment. Scheduling Work and 
Activities:    Prepares shift schedules for employee assignments.    Coordinates volunteer host programs for the golf 
courses. Performing Administrative Activities:    Assists managers in maintaining park fiscal records.    Reviews daily 
records of restaurant, inn, and golf course functions.    Approves leave and attendance. Controlling Machines and 
Processes:    Operates various restaurant equipment and office machinery. Performing for or Working Directly with the 
Public:    Greets and seats guests in restaurant. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Directing Others    Problem Solving    Approachability    Planning    Written 
Communications    Building Effective Teams    Listening    Motivating Others    CreativityKnowledge:    Customer & 
Personnel Services    English    Administration & Management    Clerical    Personnel & Human Resources    Sales & 
Marketing Skills:    Judgment & Decision Making    Time Management    Active Learning    Reading Comprehension    
Management of Financial Resources    Management of Personnel Resources    Speaking    Management of Material 
Resources    Critical Thinking    Service Orientation    Monitoring    Instructing    Social Perceptiveness    Troubleshooting    
Active Learning    Writing    Persuasion    Negotiation Abilities:    Oral Comprehension    Oral Expression    Written 
Expression    Speech Recognition    Written Comprehension    Originality    Problem Sensitivity    Time Sharing    Speech 
Clarity    Number Facility    Deductive Reasoning 
 
Tools and Equipment Used: 
    Computers    Telephone/Switchboard    Fax Machine/Copier/Scanner    Routine Office Equipment    Standard Kitchen 
Equipment    Cash Register/Point of Sale (POS)    Two-Way Radios    Motor Vehicles (i.e., Golf Carts, etc.)    Printer 
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042871 - HOSPITALITY MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1991 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time work in one or a combination of the following: restaurant, hotel, food service or lodging work or as 
a Park Manager with the State of Tennessee. At least two of the five years must be supervisory work experience in 
restaurant/hotel management, and/or food service or lodging. ORSubstitution of College Education for Experience: 
Coursework from an accredited college or university in Business Administration, Park Management, Hotel/Restaurant 
Management, Food Service Management, or any Hospitality Management related field may substitute for the required 
experience on a year-for-year basis to a maximum of four years, but does not substitute for the two years of supervisory 
experience in  restaurant/hotel management, and/or food service or lodging.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. Determined by the appointing authority for Executive Service position. 
 
Job Overview: 
Summary: Under general supervision, is responsible for hospitality management work of average difficulty in directing 
restaurant, meeting facilities, and/or lodging operations at a state park and performs related work as required. 
Distinguishing Features: An employee in this class is a manager of a restaurant at a state park facility. This class differs 
from that of Hospitality Assistant in that an incumbent of the latter assists Hospitality Managers in purchasing, 
reservations, scheduling, hotel and restaurant management cashier, audit work and other related duties. This class 
differs from the Hospitality Manager 2 in that an incumbent of the latter is responsible for the inn and restaurant at a 
medium sized and/or moderately complex state park facility or manages the inn at a large and/or complex park facility 
with meeting rooms and/or conference rooms. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Confers with staff to coordinate details of events and conferences. 
Analyzing Data or Information: Assists upper management in financial activities, such as establishing budgets and 
allocating funds.Guiding, Directing, and Motivating Subordinates: Supervises TSP Restaurant employees. Staffing 
Organizational Units:  Makes recommendations on personnel actions such as new hires, promotions, demotions, and 
dismissals. Selling or Influencing Others: Confers with staff to coordinate details of the event.Organizing, Planning, and 
Prioritizing Work: Develops standard operating procedures (SOP's) to provide a step-by-step process for employees to 
follow in a specific job duty. Determines proper room setup and equipment needs.Resolving Conflicts and Negotiating 
with Others: Provides guidance to employees in resolving disputes and guest complaints. Resolves discrepancies with 
vendors.Scheduling Work and Activities: Schedules staff for quality food and beverage service. Monitors guest services 
for banquets, conferences, meetings, and catered events. Prepares shift schedules for employee assignments.Evaluating 
Information to Determine Compliance with Standards: Ensures all processes related to bidding and purchasing conform 
to state purchasing policies. Monitors TSP compliance with local, state, and federal health and safety standards. 
Disseminates all OSHA and TOSHA guidelines. Maintains all permits and other documents required for facility 
operations.Communicating with Persons Outside Organization: Negotiates prices with vendors and guests to ensure 
profitability. Recruits business through the use of sales calls. Consults with guests to determine objectives and 
requirements for events. Confers with guests on costs and menu items for group sales and catering functions. Estimating 
the Quantifiable Characteristics of Products, Events, or Information: Determines the type, quality, and quantity of items 
to be purchased. Estimates the cost of ingredients and supplies required to prepare a menu. Oversees the preparation 
of daily menus and pricing items on menu.Interacting With Computers: Manages restaurant operations through the use 
of the HMS (Hospitality Management System) and Point of Sales (POS) system.Performing for or Working Directly with 



 TN Job Classification Specifications  
September 22, 2020 

the Public: Manages, monitors, and assists in the production of food to ensure guest satisfaction. Interacts, daily, with 
guests to ensure that quality service and food/beverages are provided.Coaching and Developing Others: Communicates 
job duties and agency policies to employees, in order to provide excellent service. Consults with staff to determine 
individual needs. Judging the Qualities of Things, Services, or People: Selects the most favorable priced products 
consistent with quality, quantity, and other guest requirements. Locates vendors of products to determine the type, 
quality, and quantity of items to be purchased.Making Decisions and Solving Problems: Establishes safety protocol for 
emergency evacuation of staff and guests. Processing Information: Reviews financial transactions and other reports to 
determine where errors were made. Prepares reports that compare expenditures to revenues collected. Identifies 
discrepancies in inventories by comparing the physical counts of stock to invoices and other records. Performs 
calculations to prepare invoices and other financial statements. Conducts self audit inspections.Training and Teaching 
Others: Provides on-the-job training for new employees. Trains staff on proper procedures or use of restaurant and 
kitchen equipment. Oversees the training and development of TSP restaurant employees. Conducts Orientation sessions 
for new hires. Schedules staff for specialized training. Schedules staff for training with park rangers and other outside 
agencies.Developing Objectives and Strategies: Assists in developing business plans and updates, quarterly. Assists in 
creating lodging packages and coordinating promotional events to increase revenues.Monitoring and Controlling 
Resources: Reviews budget plans to determine budget needs. Supervises TSP fiscal activities for restaurant and gift shop 
operations. Assesses facility needs to determine the type, quality, and quantity of items to be purchased. Supervises TSP 
procurement/inventory activities for restaurant and gift shop operations. Prepares records for products ordered, 
received, damaged, and used in order to monitor inventory usages of supplies, materials, and items for resale. Monitors 
the occupancy of rooms rented to develop daily menus.Inspecting Equipment, Structures, or Material: Prepares records 
for products ordered, received, damaged, and used to monitor inventory usage of supplies, materials, and items for 
resale. Inspects equipment for defects and damages. Documenting/Recording Information: Maintains appropriate 
documentation for accidents.Performing Administrative Activities: Evaluates all operational reports and to verify that 
the collection, documentation, and deposits of daily revenues to meet fiscal compliance requirements. Reviews 
purchase orders and requisitions. Maintains files on all purchases. Approves leave and attendance. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Listening Problem Solving Directing Others Hiring & Staffing Conflict Management 
Building Effective Teams Delegation Motivating Others CreativityKnowledge: Administration & Management Personnel 
& Human Resources Customer & Personal Services Education & Training Production & Processing Clerical Public Safety & 
Security Economics & Accounting Mathematics PsychologySkills: Speaking Management of Financial Resources Time 
Management Active Listening Critical Thinking Writing Management of Material Resources Management of Personnel 
Resources Judgment & Decision Making Service Orientation Monitoring Active Learning Coordination Instructing 
Negotiation Social Perceptiveness Complex Problem Solving Persuasion Learning Strategies Equipment Selection 
Troubleshooting Mathematics Quality Control AnalysisAbilities: Speech Recognitions Reading Comprehension Oral 
Comprehension Written Expression Speech Clarity Oral Expression Written Comprehension Problem Sensitivity 
Deductive Reasoning Originality Auditory Attention Number Facility Time Sharing Fluency of Ideas Visualization 
 
Tools and Equipment Used: 
 Computers Telephones Fax Machine Printer/Copier/Scanner Calculator Motor Vehicles (i.e., Golf Carts, etc.) Two-Way 
Radios Cash Register/Point of Sale (POS) 
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042872 - HOSPITALITY MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1831 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
six years of full-time work in one or a combination of the following:   hotel, conference, lodging, restaurant or food 
service work or as a Park Manager with the State of Tennessee. At least three of the six years must be supervisory work 
experience in hotel, lodging, conference services, restaurant management, or food service. ORSubstitution of College 
Education for Experience: Coursework from an accredited college or university in Business Administration, 
Hotel/Restaurant Management, Park Management, any Hospitality Management related field or Food Service 
Management may substitute for the required experience on a year-for-year basis to a maximum of four years, but does 
not substitute for the three years supervisory work experience in hotel, lodging, conference services, restaurant 
management, or food service.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. Determined by the appointing authority for Executive Service position. 
 
Job Overview: 
Summary: Under general direction, is responsible for hospitality management work of considerable difficulty in directing 
the operation of a moderately complex facility with an inn,  meeting facilities, and full service restaurant at a state park, 
and performs related work as required. Distinguishing Features: An employee in this class is responsible for inn, meeting 
facilities and restaurant at a medium sized and/or moderately complex facility or manages the inn at a large and/or 
complex park facility with meeting rooms and/or conference rooms. This class differs from that of Hospitality Manager 1 
in that an incumbent of the latter manages the restaurant  operations at a medium and/or moderately complex state 
park.  
 
Work Activities: 
Staffing Organizational Units:  Schedules staff appropriately to business volume to provide maximum quality services at 
minimum expense.Developing Objectives and Strategies:  Develops business plan and updates quarterly. Creates lodging 
packages and coordinates promotional events to increase revenues. Evaluating Information to Determine Compliance 
with Standards:  Monitors compliance with local, state and federal health and safety standards. Organizing, Planning, 
and Prioritizing Work:  Establishes safety emergency protocol for evacuation of staff and guests. Coaching and 
Developing Others:  Trains staff on proper policy, procedures, and rules for the use of equipment used in the restaurant, 
housekeeping, maintenance, front desk, and office. Establishes emergency safety protocol for evacuation of staff and 
guests. Provides guidance to employees to ensure quality guest services for banquets, conferences, meetings and 
catered events. Provides guidance for resolving disputes and guest complaints. Communicates job duties and agency 
policies to employees in order to provide excellent service. Inspecting Equipment, Structures, or Material:  Prepares 
records for products ordered, received, damaged and used to accurately monitor inventory-on-hand, usage of supplies, 
materials, items for resale, furniture, and equipment, (FF&E). Inspects equipment for defects and damages. Getting 
Information:  Maintains appropriate documentation for accidents. Communicating with Persons Outside Organization: 
Negotiates prices with vendors and guests to ensure profitability. Confers with guests on costs and menu items for 
group sales and catering functions. Resolves discrepancies with vendors. Consults with guests to determine objectives 
and requirements for events. Recruits business through the use of sales calls.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:  Oversees the preparation of daily menus and pricing items on menu. Estimates the 
cost of ingredients and supplies required to prepare a menu. Monitoring and Controlling Resources:  Prioritizes 
operational and facility needs by utilizing the budget. Maintains standards of cleanliness and sanitation in all public 
facilities and areas. Supervises all procurement/inventory activities for lodging facilities, restaurant, and gift shop 
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operations. Ensures all processes related to bidding and purchasing conform to state purchasing policies. Identifies 
discrepancies in inventories by comparing the physical counts of stock to invoices and other records. Assesses facilities 
needs to determine the type, quality, and quantity of items to be purchased. Reviews purchase orders and requisitions. 
Monitors the occupancy of rooms rented.Interacting With Computers:  Manages lodging accommodations through the 
use of Hospitality Management System (HMS). Performing Administrative Activities:  Disseminates all OSHA and TOSHA 
guidelines; maintains all permits and other documents required for facility operations. Performs calculations to prepare 
invoices and other financial statements. Coordinating the Work and Activities of Others:  Confers with staff to 
coordinate details of events and conferences. Establishing and Maintaining Interpersonal Relationships:  Schedules staff 
for training with Park Rangers and other agencies. Making Decisions and Solving Problems:  Determines proper room 
set-up and equipment needs. Judging the Qualities of Things, Services, or People:  Selects the most favorable prized 
products consistent with quality, quantity and other guest requirements. Locates vendors of products to determine the 
type, quality and quantity of items to be purchased. Conducts self-audit inspections.Updating and Using Relevant 
Knowledge:  Reviews statistical analysis reports to project future lodging use and needs. Determines how many rooms 
have been rented for the month. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Directing Others Motivating Others Drive for Results Decision Quality Composure 
Delegation Hiring & Staffing Problem Solving Conflict Management Building Effective TeamsKnowledge: Personnel & 
Human Resources Customer & Personal Services Administration & Management Education & Training Psychology Sales 
& MarketingSkills: Judgment & Decision Making Active Listening Instructing Speaking Social Perceptiveness Negotiation 
Time Management Critical Thinking Service Orientation Coordination Persuasion Writing Complex Problem Solving 
Management of Financial Resources Management of Personnel Resources Active Learning Management of Material 
Resources Monitoring Abilities: Oral Comprehension Oral Expression Problem Sensitivity Written Expression Originality 
Written Comprehension Reading Comprehension 
 
Tools and Equipment Used: 
 Computers Telephones Fax Machine Printer/Copier/Scanner Calculator Two-Way Radios Motor Vehicles (i.e., Golf carts, 
etc.) Cash Register/Point of Sale (POS) 
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042873 - HOSPITALITY MANAGER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1843 
 
Minimum Qualifications: 
  Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to seven years of full-time work in one or a combination of the following:   hotel, conference, lodging, restaurant or food 
service work or as a Park Manager with the State of Tennessee. At least four of the seven years must be supervisory 
work experience in hotel, lodging, restaurant management, or food service. ORSubstitution of College Education for 
Experience: Coursework from an accredited college or university in Business Administration, Hotel/Restaurant 
Management, Park Management, any Hospitality Management related field or Food Service Management may 
substitute for the required experience on a year-for-year basis to a maximum of four years, but does not substitute for 
the four years supervisory work experience in hotel, lodging, restaurant management, or food service.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general direction, is responsible for hospitality management work of considerable difficulty in directing 
the operation of a large and complex inn and conference center with full service restaurant, and performs related work 
as required. Distinguishing Features: This is the highest class in the Hospitality Manager series.  An employee in this class 
is responsible for the overall management of all lodging, conference facilities and restaurant  operations at a large 
complex state park. This class differs from Hospitality Manager 2 in that an incumbent of the latter manages the inn and 
restaurant at a medium and/or moderately complex state park, or manages the inn at a large complex state park with 
conference facilities.  
 
Work Activities: 
Staffing Organizational Units:   Schedules staff appropriately according to business volume to provide maximum quality 
services at minimum expense.Developing Objectives and Strategies:   Develops business plan and updates quarterly. 
Creates lodging packages and coordinates promotional events to increase revenues.Evaluating Information to 
Determine Compliance with Standards:   Monitors compliance with local, state and federal health and safety 
standards.Organizing, Planning, and Prioritizing Work:   Establishes safety emergency protocol for evacuation of staff 
and guests.Coaching and Developing Others:  Trains staff on proper policy, procedures, and rules for the use of the inn, 
restaurant, housekeeping, maintenance, front desk, and office equipment. Establishes emergency safety protocol for 
evacuation of staff and guests. Provides guidance to employees to ensure quality guest services for conferences, 
meetings, banquets, and catered events. Provides guidance for resolving disputes and guest complaints. Communicates 
job duties and agency policies to employees to ensure excellent service.Inspecting Equipment, Structures, or Material:   
Prepares records for products ordered, received, damaged and used in order to monitor useful life of furniture, and 
equipment, (FF&E), inventory usage of supplies, materials, items for resale, Inspects equipment for defects and 
damages.Getting Information:   Maintains appropriate documentation for accidents.Communicating with Persons 
Outside Organization:   Negotiates prices with vendors and guests to ensure profitability. Confers with guests on costs 
and menu items for lodging and meetings including group sales and catering functions. Resolves discrepancies with 
vendors. Consults with guests to determine objectives and requirements for events. Recruits business through the use 
of sales calls.Estimating the Quantifiable Characteristics of Products, Events, or Information:   Oversees the preparation 
of daily menus and pricing items on menu. Estimates the cost of ingredients and supplies required to prepare a 
menu.Monitoring and Controlling Resources:   Prioritizes operation and facility needs by utilizing the budget. Maintains 
standards of cleanliness and sanitation in all public facilities and areas. Supervises all procurement/inventory activities 



 TN Job Classification Specifications  
September 22, 2020 

for lodging facilities, restaurant, and gift shop operations. Ensures all processes related to bidding and purchasing 
conform to state purchasing policies. Identifies discrepancies in inventories by comparing the physical counts of stock to 
invoices and other records. Assesses facilities needs to determine the type, quality, and quantity of items to be 
purchased. Reviews purchase orders and requisitions. Monitors the occupancy rate of rooms rented.Interacting With 
Computers:   Manages lodging accommodations through the use of Hospitality Management System. (HMS).Performing 
Administrative Activities:   Disseminates all OSHA and TOSHA guidelines; maintains all permits and other documents 
required for facility operations. Performs calculations to prepare invoices and other financial statements.Coordinating 
the Work and Activities of Others:   Confers with staff to coordinate details of events and conferences.Establishing and 
Maintaining Interpersonal Relationships:   Schedules staff for training with Park Rangers and other agencies.Making 
Decisions and Solving Problems:   Determines proper room set-up and equipment needs.Judging the Qualities of Things, 
Services, or People:   Selects the most favorable priced products and services consistent with quality, quantity and other 
guest requirements. Locates vendors of products to determine the type, quality and quantity of items to be purchased. 
Conducts self-audit inspections.Updating and Using Relevant Knowledge:   Reviews statistical analysis reports to project 
future lodging use and needs. Determines how many rooms have been rented for the month. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Problem Solving Hiring & Staffing Directing Others Motivating Others Drive for Results 
Approachability Building Effective Teams Conflict Management DelegationKnowledge: Customer & Personal Services 
Administration & Management Personnel & Human Resources Sales & Marketing Education & Training Clerical 
PsychologySkills: Active Listening Speaking Writing Service Orientation Social Perceptiveness Critical Thinking Judgment 
& Decision Making Instructing Persuasion Coordination Negotiation Complex Problem Solving Management of Material 
Resources Time Management Active Learning Management of Financial Resources Management of Personnel Resources 
Monitoring Learning Strategies Abilities: Oral Expression Written Expression Problem Sensitivity Written Comprehension 
Oral Comprehension Reading Comprehension Originality 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer/Copier/Scanner Two-Way Radios Motor Vehicles (i.e., Golf Carts, 
etc.) 
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073711 - HR ANALYST 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6478 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources related experience may 
be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs professional human resources administrative work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the HR Analyst 
sub-series. An employee in this class functions in a training capacity learning to perform a variety of professional human 
resources management duties including: internal and external affirmative action; employee relations; managing agency 
performance evaluation, career counseling, employee feedback and other employee services programs; employee 
development and training; interviewing; supervising human resources transactions, payroll and benefits sections; 
monitoring organizational structure and classification; and interpreting and enforcing human resources rules, 
regulations, policies and procedures. This class differs from HR Analyst 2* in that incumbents of the latter function at the 
working level under general supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Training and Teaching Others: Learns to conduct agency specific and specialized training for agency employees to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating 
change, and improving initiatives. Learns to conduct new employee orientations/on-boarding meetings as required to 
educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and 
procedures. Learns to conduct benefits meetings to educate employees on available benefits and changes to existing 
benefits. Learns to prepare training and standard operating procedure documentation to facilitate the work and training 
of internal business partners. Interpreting the Meaning of Information for Others: Learns to interpret a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance communications, and ensure compliance. Learns to explain semi-specialized 
matters or human resources procedures and regulations to the general public, persons in other departments or 
divisions, or outside organizations and representatives as required. Analyzing Data or Information: Learns to conduct job 
analyses to identify tasks and competencies related to performance in various classifications. Learns to analyze 
processes, policies, and procedures using human resources reporting and documentation to develop recommendations 
for changes in operations which affect the economy, efficiency and quality of agency operations and services. Learns to 
determine the appropriateness of salaries for employees using salary surveys and pay plan information to ensure 
appropriate compensation. Learns to analyze human resources related investigations, disciplinary actions, separations, 
and exit interview information to identify trends and inform reporting. Learns to analyze leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation processing 
documents in addition to other human resources transactions activities to identify trends, changes, and other relevant 
factors and inform reporting. Learns to analyze human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
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inform reporting. Learns to analyze survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People: 
Learns to assess employee disciplinary and performance evaluation documentation to inform recommendations to 
management. Learns to assess candidate applications to determine qualifications and inform decisions on who should 
be interviewed. Providing Consultation and Advice to Others: Learns to assist internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Learns to notify supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures. Learns to advise internal and external business partners on the appropriate application of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to 
ensure compliance and effective business practices. Learns to assist in the development of supplemental questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Learns to make recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Learns to advise peers on 
proper departmental procedures related to the accomplishment of their daily workload. Evaluating Information to 
Determine Compliance with Standards: Learns to audit important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Learns to evaluate time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee hiring and 
retention decisions against affirmative action plan to determine compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee and candidate background check 
results to identify possible findings and determine next steps. Learns to evaluate candidate and employee qualifications 
to determine compliance with minimum qualifications and/or necessary and special qualifications. Learns to evaluate 
human resources related physical and electronic documentation using departmental guidelines, policies, and procedures 
to ensure compliance with standards. Learns to audit organizational hierarchies and supervisory assignments to ensure 
chains of command are up to date. Processing Information: Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Learns to 
prepare a variety of reports with recommendations for action in areas including but not limited to: attendance, benefits, 
affirmative action and equal employment opportunity issues; classification and organizational structure; selection and 
retention; occupational safety and health; employee relations; and other general human resources issues. Learns to 
prepare, process, and correct human resources transaction documents for employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, retirement, and information changes. Learns to 
correct human resources transaction documents submitted by operating agency staff for appointments, promotions, 
demotions, separations, terminations, reclassifications, transfers, retirement, and information changes. Learns to 
calculate salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Learns to generate salary plan reports for submission to Finance and Administration using a 
variety of information to identify corrections for classification and compensation issues. Learns to code human 
resources transactions using appropriate guidelines to inform evaluations and auditing. Learns to prepare, process, and 
correct information related to special projects, highly confidential transactions, and high profile transactions as 
assigned. Learns to prepare and maintain a variety of records and reports such as transaction records, employee files, 
lists of employees recommended for performance increases and promotions, job specification files, affirmative action 
records, performance evaluation records, longevity records, leave and attendance records, employee work schedules, 
overtime reports, and payroll reports. Learns to enter and approve time and leave/overtime requests for internal 
business partners into the appropriate databases as required. Learns to key coded candidate information into the 
computer system. Learns to process security access changes in electronic databases to ensure up to date clearances are 
in place. Documenting/Recording Information: Learns to document investigations performed for employee relations 
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purposes to ensure accurate information is used in decision making. Learns to document transaction histories for all 
transactions including but not limited to employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports to provide an audit trail for 
future reference. Learns to document information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others. Learns to document and store 
employee information in electronic databases and/or physical form for employees as required to ensure accurate 
information is recorded in the employee’s records. Resolving Conflicts and Negotiating with Others: Learns to serve as a 
mediator for complex issues related to applicant problems with candidates and the general public. Learns to assist 
assigned supervisor with investigating conflicts between internal business partners and employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Learns to negotiate with internal business partners to identify legally defensible and 
accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Learns to resolve simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships. Learns to direct complex or difficult to resolve conflicts to 
assigned supervisor as required. Learns to maintain a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance. Making Decisions and Solving Problems: Learns to approve or 
deny performance evaluations on behalf of the appointing authority to ensure compliance with standards. Learns to 
determine employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Learns 
to determine electronic database and physical security access levels for employees based on the job duties of the 
employee to ensure the safety and security of facilities and information. Learns to resolve simple transactional issues 
identified during evaluations and audits using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing. Selling or Influencing Others: Learns to sell 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Learns to sell the organization to 
candidates and the general public while answering candidate calls and attending job fairs and other recruitment events. 
Interacting With Computers: Learns to use appropriate database tracking software specific to the state and agency as 
required. Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines. 
Monitoring Processes, Materials, or Surroundings: Learns to monitor payroll reports to identify pay issues. Learns to 
monitor time and labor during each pay period to identify timekeeping issues and exceptions. Learns to monitor 
requisitions to ensure timely and accurate processing of candidates. Learns to monitor electronic databases to ensure 
transactions process timely and accurately. Learns to monitor supervisory personnel to ensure performance documents 
are completed timely and accurately. Learns to monitor vacancy reports to identify unfilled positions and inform 
reporting. Thinking Creatively: Learns to develop spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination. Learns to incorporate departmental, state, and federal laws, rules, regulations, and policies 
into team best practices and standard operating procedures for efficiency and compliance purposes. Learns to develop 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy. Learns to 
participate in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Identifying Objects, Actions, and Events: Learns to classify new hires in terms of prior service with the State of 
Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status. 
Learns to identify demographic and position characteristics of candidates and employees using electronic queries to 
inform affirmative action, Equal Employment Opportunity Commission, and other related reports. Learns to categorize 
human resources related transactions in electronic databases using appropriate coding to inform evaluations and 
auditing. Communicating with Persons Outside Organization: Learns to testify in hearings on behalf of the state related 
to the results of employee relations investigations as required. Learns to communicate with candidates and the general 
public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals 
of the work involved. Learns to communicate with outside agencies for the purposes of recruitment, employment 
verification, and background checks. Learns to contact vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. Learns to 
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communicate with external business partners to facilitate outside events and programs in which the state/agency 
participates. Learns to assist candidates with the application process. Learns to communicate with outside callers and 
senders to ensure questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal 
Relationships: Learns to maintain professional working relationships with peers and upper management to ensure 
smooth and effective team operations. Learns to liaise with agency Human Resources representatives, state Department 
of Human Resources representatives, and other organizational representatives to ensure accurate and timely processing 
of transactions and other human resources related tasks. Learns to network with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort. Coaching and Developing Others: Learns 
to mentor less experienced co-workers in their work. Learns to educate candidates on the application and hiring process 
to facilitate accurate and timely submission of documentation. Organizing, Planning, and Prioritizing Work: Learns to 
incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. 
Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. Getting Information: Learns to investigate behaviors and conduct related to workplace 
conflicts using interviews, documentation, and other sources to establish claim validity and identify possible resolution 
options. Learns to collect candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Learns to research policies, procedures, guidelines, rules, regulations, and laws related to human resources 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Learns to make regular contacts with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information. Coordinating the Work and 
Activities of Others: Learns to coordinate workload with internal and external business partners as required to facilitate 
timely and accurate task completion. Learns to coordinate the announcement of open positions to ensure coverage and 
compatibility with availability and workload. Learns to coordinate meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage. Performing Administrative Activities: Learns to perform a 
variety of working level professional human resources administrative duties related to: internal and external affirmative 
action and contract compliance; career development and counseling; employee relations; performance evaluation; 
employee feedback; training coordination; recruitment, interviewing and selection; general human resources 
management and other areas of professional human resources work. Learns to maintain human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Learns to enter personal time and leave/overtime requests into the appropriate 
databases as required. Responds to emails, phone calls, and other correspondence as required. Learns to scan, upload, 
fax, and/or email backup copies of human resources transaction documentation to appropriate individuals. 
Communicating with Supervisors, Peers, or Subordinates: Learns to communicate with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency. Learns to communicate 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. Learns to 
communicate work related information to peers to facilitate teamwork and coordination of effort. Learns to send 
notifications of special events, changes, and deadlines to internal business partners to ensure timely and accurate 
receipt of information. Learns to maintain an open dialogue with internal business partners to ensure effective and 
efficient communications. Learns to participate in staff meetings as required to provide and gather status updates for 
assigned workload. Developing and Building Teams: Learns to model effective performance for co-workers to provide a 
role model, encourage success in others, and enhance trust. Scheduling Work and Activities: Learns to schedule personal 
workload to ensure timely processing and account for current workload. Learns to schedule testing and assessments 
both for applicants and for current employees to determine compliance with necessary and special qualifications and 
departmental, state, and federal laws and guidelines. Learns to schedule training, orientations, meetings, special events, 
and projects as required. Updating and Using Relevant Knowledge: Periodically reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest systems. Attends in-service training as required to ensure continual 
learning and current knowledge of the field. Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Rotates between organizational units and/or departments in a 
program of building well-rounded staff professionals. Monitoring and Controlling Resources: Learns to control the 
ordering and/or distribution of insurance, benefits, and employee handbooks, employee badges, parking decals, service 
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awards, and state ID cards. Controlling Machines and Processes: Operates a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Written Communications Customer Focus Ethics and Values Listening Technical 
Learning Time Management Perseverance Learning on the Fly Patience Knowledge: Intermediate knowledge of 
personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of office productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of 
law and government as it pertains to human resources work in the public sector Basic knowledge of clerical processes 
and procedures related to office work Basic knowledge of customer and personal service best practices Basic knowledge 
of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate reading comprehension 
Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic systems analysis skills Basic time management skills Basic instructing 
skills Active learning skills Active listening skills Service orientation skills Abilities: Intermediate mathematical reasoning 
ability Intermediate oral comprehension ability Intermediate oral expression ability Intermediate time sharing ability 
Intermediate written comprehension ability Intermediate written expression ability Category flexibility ability Deductive 
reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability Speech clarity Speech 
recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073711 - HR ANALYST 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  10828 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources related experience may 
be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs professional human resources administrative work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the HR Analyst 
sub-series. An employee in this class functions in a training capacity learning to perform a variety of professional human 
resources management duties including: internal and external affirmative action; employee relations; managing agency 
performance evaluation, career counseling, employee feedback and other employee services programs; employee 
development and training; interviewing; supervising human resources transactions, payroll and benefits sections; 
monitoring organizational structure and classification; and interpreting and enforcing human resources rules, 
regulations, policies and procedures. This class differs from HR Analyst 2* in that incumbents of the latter function at the 
working level under general supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Training and Teaching Others: Learns to conduct agency specific and specialized training for agency employees to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating 
change, and improving initiatives. Learns to conduct new employee orientations/on-boarding meetings as required to 
educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and 
procedures. Learns to conduct benefits meetings to educate employees on available benefits and changes to existing 
benefits. Learns to prepare training and standard operating procedure documentation to facilitate the work and training 
of internal business partners. Interpreting the Meaning of Information for Others: Learns to interpret a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance communications, and ensure compliance. Learns to explain semi-specialized 
matters or human resources procedures and regulations to the general public, persons in other departments or 
divisions, or outside organizations and representatives as required. Analyzing Data or Information: Learns to conduct job 
analyses to identify tasks and competencies related to performance in various classifications. Learns to analyze 
processes, policies, and procedures using human resources reporting and documentation to develop recommendations 
for changes in operations which affect the economy, efficiency and quality of agency operations and services. Learns to 
determine the appropriateness of salaries for employees using salary surveys and pay plan information to ensure 
appropriate compensation. Learns to analyze human resources related investigations, disciplinary actions, separations, 
and exit interview information to identify trends and inform reporting. Learns to analyze leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation processing 
documents in addition to other human resources transactions activities to identify trends, changes, and other relevant 
factors and inform reporting. Learns to analyze human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
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inform reporting. Learns to analyze survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People: 
Learns to assess employee disciplinary and performance evaluation documentation to inform recommendations to 
management. Learns to assess candidate applications to determine qualifications and inform decisions on who should 
be interviewed. Providing Consultation and Advice to Others: Learns to assist internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Learns to notify supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures. Learns to advise internal and external business partners on the appropriate application of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to 
ensure compliance and effective business practices. Learns to assist in the development of supplemental questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Learns to make recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Learns to advise peers on 
proper departmental procedures related to the accomplishment of their daily workload. Evaluating Information to 
Determine Compliance with Standards: Learns to audit important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Learns to evaluate time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee hiring and 
retention decisions against affirmative action plan to determine compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee and candidate background check 
results to identify possible findings and determine next steps. Learns to evaluate candidate and employee qualifications 
to determine compliance with minimum qualifications and/or necessary and special qualifications. Learns to evaluate 
human resources related physical and electronic documentation using departmental guidelines, policies, and procedures 
to ensure compliance with standards. Learns to audit organizational hierarchies and supervisory assignments to ensure 
chains of command are up to date. Processing Information: Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Learns to 
prepare a variety of reports with recommendations for action in areas including but not limited to: attendance, benefits, 
affirmative action and equal employment opportunity issues; classification and organizational structure; selection and 
retention; occupational safety and health; employee relations; and other general human resources issues. Learns to 
prepare, process, and correct human resources transaction documents for employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, retirement, and information changes. Learns to 
correct human resources transaction documents submitted by operating agency staff for appointments, promotions, 
demotions, separations, terminations, reclassifications, transfers, retirement, and information changes. Learns to 
calculate salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Learns to generate salary plan reports for submission to Finance and Administration using a 
variety of information to identify corrections for classification and compensation issues. Learns to code human 
resources transactions using appropriate guidelines to inform evaluations and auditing. Learns to prepare, process, and 
correct information related to special projects, highly confidential transactions, and high profile transactions as 
assigned. Learns to prepare and maintain a variety of records and reports such as transaction records, employee files, 
lists of employees recommended for performance increases and promotions, job specification files, affirmative action 
records, performance evaluation records, longevity records, leave and attendance records, employee work schedules, 
overtime reports, and payroll reports. Learns to enter and approve time and leave/overtime requests for internal 
business partners into the appropriate databases as required. Learns to key coded candidate information into the 
computer system. Learns to process security access changes in electronic databases to ensure up to date clearances are 
in place. Documenting/Recording Information: Learns to document investigations performed for employee relations 
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purposes to ensure accurate information is used in decision making. Learns to document transaction histories for all 
transactions including but not limited to employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports to provide an audit trail for 
future reference. Learns to document information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others. Learns to document and store 
employee information in electronic databases and/or physical form for employees as required to ensure accurate 
information is recorded in the employee’s records. Resolving Conflicts and Negotiating with Others: Learns to serve as a 
mediator for complex issues related to applicant problems with candidates and the general public. Learns to assist 
assigned supervisor with investigating conflicts between internal business partners and employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Learns to negotiate with internal business partners to identify legally defensible and 
accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Learns to resolve simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships. Learns to direct complex or difficult to resolve conflicts to 
assigned supervisor as required. Learns to maintain a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance. Making Decisions and Solving Problems: Learns to approve or 
deny performance evaluations on behalf of the appointing authority to ensure compliance with standards. Learns to 
determine employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Learns 
to determine electronic database and physical security access levels for employees based on the job duties of the 
employee to ensure the safety and security of facilities and information. Learns to resolve simple transactional issues 
identified during evaluations and audits using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing. Selling or Influencing Others: Learns to sell 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Learns to sell the organization to 
candidates and the general public while answering candidate calls and attending job fairs and other recruitment events. 
Interacting With Computers: Learns to use appropriate database tracking software specific to the state and agency as 
required. Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines. 
Monitoring Processes, Materials, or Surroundings: Learns to monitor payroll reports to identify pay issues. Learns to 
monitor time and labor during each pay period to identify timekeeping issues and exceptions. Learns to monitor 
requisitions to ensure timely and accurate processing of candidates. Learns to monitor electronic databases to ensure 
transactions process timely and accurately. Learns to monitor supervisory personnel to ensure performance documents 
are completed timely and accurately. Learns to monitor vacancy reports to identify unfilled positions and inform 
reporting. Thinking Creatively: Learns to develop spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination. Learns to incorporate departmental, state, and federal laws, rules, regulations, and policies 
into team best practices and standard operating procedures for efficiency and compliance purposes. Learns to develop 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy. Learns to 
participate in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Identifying Objects, Actions, and Events: Learns to classify new hires in terms of prior service with the State of 
Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status. 
Learns to identify demographic and position characteristics of candidates and employees using electronic queries to 
inform affirmative action, Equal Employment Opportunity Commission, and other related reports. Learns to categorize 
human resources related transactions in electronic databases using appropriate coding to inform evaluations and 
auditing. Communicating with Persons Outside Organization: Learns to testify in hearings on behalf of the state related 
to the results of employee relations investigations as required. Learns to communicate with candidates and the general 
public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals 
of the work involved. Learns to communicate with outside agencies for the purposes of recruitment, employment 
verification, and background checks. Learns to contact vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. Learns to 
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communicate with external business partners to facilitate outside events and programs in which the state/agency 
participates. Learns to assist candidates with the application process. Learns to communicate with outside callers and 
senders to ensure questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal 
Relationships: Learns to maintain professional working relationships with peers and upper management to ensure 
smooth and effective team operations. Learns to liaise with agency Human Resources representatives, state Department 
of Human Resources representatives, and other organizational representatives to ensure accurate and timely processing 
of transactions and other human resources related tasks. Learns to network with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort. Coaching and Developing Others: Learns 
to mentor less experienced co-workers in their work. Learns to educate candidates on the application and hiring process 
to facilitate accurate and timely submission of documentation. Organizing, Planning, and Prioritizing Work: Learns to 
incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. 
Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. Getting Information: Learns to investigate behaviors and conduct related to workplace 
conflicts using interviews, documentation, and other sources to establish claim validity and identify possible resolution 
options. Learns to collect candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Learns to research policies, procedures, guidelines, rules, regulations, and laws related to human resources 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Learns to make regular contacts with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information. Coordinating the Work and 
Activities of Others: Learns to coordinate workload with internal and external business partners as required to facilitate 
timely and accurate task completion. Learns to coordinate the announcement of open positions to ensure coverage and 
compatibility with availability and workload. Learns to coordinate meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage. Performing Administrative Activities: Learns to perform a 
variety of working level professional human resources administrative duties related to: internal and external affirmative 
action and contract compliance; career development and counseling; employee relations; performance evaluation; 
employee feedback; training coordination; recruitment, interviewing and selection; general human resources 
management and other areas of professional human resources work. Learns to maintain human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Learns to enter personal time and leave/overtime requests into the appropriate 
databases as required. Responds to emails, phone calls, and other correspondence as required. Learns to scan, upload, 
fax, and/or email backup copies of human resources transaction documentation to appropriate individuals. 
Communicating with Supervisors, Peers, or Subordinates: Learns to communicate with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency. Learns to communicate 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. Learns to 
communicate work related information to peers to facilitate teamwork and coordination of effort. Learns to send 
notifications of special events, changes, and deadlines to internal business partners to ensure timely and accurate 
receipt of information. Learns to maintain an open dialogue with internal business partners to ensure effective and 
efficient communications. Learns to participate in staff meetings as required to provide and gather status updates for 
assigned workload. Developing and Building Teams: Learns to model effective performance for co-workers to provide a 
role model, encourage success in others, and enhance trust. Scheduling Work and Activities: Learns to schedule personal 
workload to ensure timely processing and account for current workload. Learns to schedule testing and assessments 
both for applicants and for current employees to determine compliance with necessary and special qualifications and 
departmental, state, and federal laws and guidelines. Learns to schedule training, orientations, meetings, special events, 
and projects as required. Updating and Using Relevant Knowledge: Periodically reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest systems. Attends in-service training as required to ensure continual 
learning and current knowledge of the field. Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Rotates between organizational units and/or departments in a 
program of building well-rounded staff professionals. Monitoring and Controlling Resources: Learns to control the 
ordering and/or distribution of insurance, benefits, and employee handbooks, employee badges, parking decals, service 
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awards, and state ID cards. Controlling Machines and Processes: Operates a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Written Communications Customer Focus Ethics and Values Listening Technical 
Learning Time Management Perseverance Learning on the Fly Patience Knowledge: Intermediate knowledge of 
personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of office productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of 
law and government as it pertains to human resources work in the public sector Basic knowledge of clerical processes 
and procedures related to office work Basic knowledge of customer and personal service best practices Basic knowledge 
of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate reading comprehension 
Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic systems analysis skills Basic time management skills Basic instructing 
skills Active learning skills Active listening skills Service orientation skills Abilities: Intermediate mathematical reasoning 
ability Intermediate oral comprehension ability Intermediate oral expression ability Intermediate time sharing ability 
Intermediate written comprehension ability Intermediate written expression ability Category flexibility ability Deductive 
reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability Speech clarity Speech 
recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required  

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073711 - HR ANALYST 1* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  10557 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources related experience may 
be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs professional human resources administrative work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the HR Analyst 
sub-series. An employee in this class functions in a training capacity learning to perform a variety of professional human 
resources management duties including: internal and external affirmative action; employee relations; managing agency 
performance evaluation, career counseling, employee feedback and other employee services programs; employee 
development and training; interviewing; supervising human resources transactions, payroll and benefits sections; 
monitoring organizational structure and classification; and interpreting and enforcing human resources rules, 
regulations, policies and procedures. This class differs from HR Analyst 2* in that incumbents of the latter function at the 
working level under general supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Training and Teaching Others: Learns to conduct agency specific and specialized training for agency employees to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating 
change, and improving initiatives. Learns to conduct new employee orientations/on-boarding meetings as required to 
educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and 
procedures. Learns to conduct benefits meetings to educate employees on available benefits and changes to existing 
benefits. Learns to prepare training and standard operating procedure documentation to facilitate the work and training 
of internal business partners. Interpreting the Meaning of Information for Others: Learns to interpret a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance communications, and ensure compliance. Learns to explain semi-specialized 
matters or human resources procedures and regulations to the general public, persons in other departments or 
divisions, or outside organizations and representatives as required. Analyzing Data or Information: Learns to conduct job 
analyses to identify tasks and competencies related to performance in various classifications. Learns to analyze 
processes, policies, and procedures using human resources reporting and documentation to develop recommendations 
for changes in operations which affect the economy, efficiency and quality of agency operations and services. Learns to 
determine the appropriateness of salaries for employees using salary surveys and pay plan information to ensure 
appropriate compensation. Learns to analyze human resources related investigations, disciplinary actions, separations, 
and exit interview information to identify trends and inform reporting. Learns to analyze leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation processing 
documents in addition to other human resources transactions activities to identify trends, changes, and other relevant 
factors and inform reporting. Learns to analyze human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
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inform reporting. Learns to analyze survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People: 
Learns to assess employee disciplinary and performance evaluation documentation to inform recommendations to 
management. Learns to assess candidate applications to determine qualifications and inform decisions on who should 
be interviewed. Providing Consultation and Advice to Others: Learns to assist internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Learns to notify supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures. Learns to advise internal and external business partners on the appropriate application of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to 
ensure compliance and effective business practices. Learns to assist in the development of supplemental questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Learns to make recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Learns to advise peers on 
proper departmental procedures related to the accomplishment of their daily workload. Evaluating Information to 
Determine Compliance with Standards: Learns to audit important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Learns to evaluate time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee hiring and 
retention decisions against affirmative action plan to determine compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee and candidate background check 
results to identify possible findings and determine next steps. Learns to evaluate candidate and employee qualifications 
to determine compliance with minimum qualifications and/or necessary and special qualifications. Learns to evaluate 
human resources related physical and electronic documentation using departmental guidelines, policies, and procedures 
to ensure compliance with standards. Learns to audit organizational hierarchies and supervisory assignments to ensure 
chains of command are up to date. Processing Information: Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Learns to 
prepare a variety of reports with recommendations for action in areas including but not limited to: attendance, benefits, 
affirmative action and equal employment opportunity issues; classification and organizational structure; selection and 
retention; occupational safety and health; employee relations; and other general human resources issues. Learns to 
prepare, process, and correct human resources transaction documents for employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, retirement, and information changes. Learns to 
correct human resources transaction documents submitted by operating agency staff for appointments, promotions, 
demotions, separations, terminations, reclassifications, transfers, retirement, and information changes. Learns to 
calculate salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Learns to generate salary plan reports for submission to Finance and Administration using a 
variety of information to identify corrections for classification and compensation issues. Learns to code human 
resources transactions using appropriate guidelines to inform evaluations and auditing. Learns to prepare, process, and 
correct information related to special projects, highly confidential transactions, and high profile transactions as 
assigned. Learns to prepare and maintain a variety of records and reports such as transaction records, employee files, 
lists of employees recommended for performance increases and promotions, job specification files, affirmative action 
records, performance evaluation records, longevity records, leave and attendance records, employee work schedules, 
overtime reports, and payroll reports. Learns to enter and approve time and leave/overtime requests for internal 
business partners into the appropriate databases as required. Learns to key coded candidate information into the 
computer system. Learns to process security access changes in electronic databases to ensure up to date clearances are 
in place. Documenting/Recording Information: Learns to document investigations performed for employee relations 
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purposes to ensure accurate information is used in decision making. Learns to document transaction histories for all 
transactions including but not limited to employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports to provide an audit trail for 
future reference. Learns to document information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others. Learns to document and store 
employee information in electronic databases and/or physical form for employees as required to ensure accurate 
information is recorded in the employee’s records. Resolving Conflicts and Negotiating with Others: Learns to serve as a 
mediator for complex issues related to applicant problems with candidates and the general public. Learns to assist 
assigned supervisor with investigating conflicts between internal business partners and employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Learns to negotiate with internal business partners to identify legally defensible and 
accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Learns to resolve simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships. Learns to direct complex or difficult to resolve conflicts to 
assigned supervisor as required. Learns to maintain a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance. Making Decisions and Solving Problems: Learns to approve or 
deny performance evaluations on behalf of the appointing authority to ensure compliance with standards. Learns to 
determine employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Learns 
to determine electronic database and physical security access levels for employees based on the job duties of the 
employee to ensure the safety and security of facilities and information. Learns to resolve simple transactional issues 
identified during evaluations and audits using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing. Selling or Influencing Others: Learns to sell 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Learns to sell the organization to 
candidates and the general public while answering candidate calls and attending job fairs and other recruitment events. 
Interacting With Computers: Learns to use appropriate database tracking software specific to the state and agency as 
required. Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines. 
Monitoring Processes, Materials, or Surroundings: Learns to monitor payroll reports to identify pay issues. Learns to 
monitor time and labor during each pay period to identify timekeeping issues and exceptions. Learns to monitor 
requisitions to ensure timely and accurate processing of candidates. Learns to monitor electronic databases to ensure 
transactions process timely and accurately. Learns to monitor supervisory personnel to ensure performance documents 
are completed timely and accurately. Learns to monitor vacancy reports to identify unfilled positions and inform 
reporting. Thinking Creatively: Learns to develop spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination. Learns to incorporate departmental, state, and federal laws, rules, regulations, and policies 
into team best practices and standard operating procedures for efficiency and compliance purposes. Learns to develop 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy. Learns to 
participate in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Identifying Objects, Actions, and Events: Learns to classify new hires in terms of prior service with the State of 
Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status. 
Learns to identify demographic and position characteristics of candidates and employees using electronic queries to 
inform affirmative action, Equal Employment Opportunity Commission, and other related reports. Learns to categorize 
human resources related transactions in electronic databases using appropriate coding to inform evaluations and 
auditing. Communicating with Persons Outside Organization: Learns to testify in hearings on behalf of the state related 
to the results of employee relations investigations as required. Learns to communicate with candidates and the general 
public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals 
of the work involved. Learns to communicate with outside agencies for the purposes of recruitment, employment 
verification, and background checks. Learns to contact vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. Learns to 
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communicate with external business partners to facilitate outside events and programs in which the state/agency 
participates. Learns to assist candidates with the application process. Learns to communicate with outside callers and 
senders to ensure questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal 
Relationships: Learns to maintain professional working relationships with peers and upper management to ensure 
smooth and effective team operations. Learns to liaise with agency Human Resources representatives, state Department 
of Human Resources representatives, and other organizational representatives to ensure accurate and timely processing 
of transactions and other human resources related tasks. Learns to network with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort. Coaching and Developing Others: Learns 
to mentor less experienced co-workers in their work. Learns to educate candidates on the application and hiring process 
to facilitate accurate and timely submission of documentation. Organizing, Planning, and Prioritizing Work: Learns to 
incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. 
Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. Getting Information: Learns to investigate behaviors and conduct related to workplace 
conflicts using interviews, documentation, and other sources to establish claim validity and identify possible resolution 
options. Learns to collect candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Learns to research policies, procedures, guidelines, rules, regulations, and laws related to human resources 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Learns to make regular contacts with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information. Coordinating the Work and 
Activities of Others: Learns to coordinate workload with internal and external business partners as required to facilitate 
timely and accurate task completion. Learns to coordinate the announcement of open positions to ensure coverage and 
compatibility with availability and workload. Learns to coordinate meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage. Performing Administrative Activities: Learns to perform a 
variety of working level professional human resources administrative duties related to: internal and external affirmative 
action and contract compliance; career development and counseling; employee relations; performance evaluation; 
employee feedback; training coordination; recruitment, interviewing and selection; general human resources 
management and other areas of professional human resources work. Learns to maintain human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Learns to enter personal time and leave/overtime requests into the appropriate 
databases as required. Responds to emails, phone calls, and other correspondence as required. Learns to scan, upload, 
fax, and/or email backup copies of human resources transaction documentation to appropriate individuals. 
Communicating with Supervisors, Peers, or Subordinates: Learns to communicate with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency. Learns to communicate 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. Learns to 
communicate work related information to peers to facilitate teamwork and coordination of effort. Learns to send 
notifications of special events, changes, and deadlines to internal business partners to ensure timely and accurate 
receipt of information. Learns to maintain an open dialogue with internal business partners to ensure effective and 
efficient communications. Learns to participate in staff meetings as required to provide and gather status updates for 
assigned workload. Developing and Building Teams: Learns to model effective performance for co-workers to provide a 
role model, encourage success in others, and enhance trust. Scheduling Work and Activities: Learns to schedule personal 
workload to ensure timely processing and account for current workload. Learns to schedule testing and assessments 
both for applicants and for current employees to determine compliance with necessary and special qualifications and 
departmental, state, and federal laws and guidelines. Learns to schedule training, orientations, meetings, special events, 
and projects as required. Updating and Using Relevant Knowledge: Periodically reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest systems. Attends in-service training as required to ensure continual 
learning and current knowledge of the field. Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Rotates between organizational units and/or departments in a 
program of building well-rounded staff professionals. Monitoring and Controlling Resources: Learns to control the 
ordering and/or distribution of insurance, benefits, and employee handbooks, employee badges, parking decals, service 
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awards, and state ID cards. Controlling Machines and Processes: Operates a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Written Communications Customer Focus Ethics and Values Listening Technical 
Learning Time Management Perseverance Learning on the Fly Patience Knowledge: Intermediate knowledge of 
personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of office productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of 
law and government as it pertains to human resources work in the public sector Basic knowledge of clerical processes 
and procedures related to office work Basic knowledge of customer and personal service best practices Basic knowledge 
of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate reading comprehension 
Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic systems analysis skills Basic time management skills Basic instructing 
skills Active learning skills Active listening skills Service orientation skills Abilities: Intermediate mathematical reasoning 
ability Intermediate oral comprehension ability Intermediate oral expression ability Intermediate time sharing ability 
Intermediate written comprehension ability Intermediate written expression ability Category flexibility ability Deductive 
reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability Speech clarity Speech 
recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required. 
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073711 - HR ANALYST 1* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  10080 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources related experience may 
be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
      Summary: Under immediate supervision, performs professional human resources administrative work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the HR Analyst 
sub-series. An employee in this class functions in a training capacity learning to perform a variety of professional human 
resources management duties including: internal and external affirmative action; employee relations; managing agency 
performance evaluation, career counseling, employee feedback and other employee services programs; employee 
development and training; interviewing; supervising human resources transactions, payroll and benefits sections; 
monitoring organizational structure and classification; and interpreting and enforcing human resources rules, 
regulations, policies and procedures. This class differs from HR Analyst 2* in that incumbents of the latter function at the 
working level under general supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the 
next higher class in the series after successful completion of a mandatory one-year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination.    
 
Work Activities: 
Training and Teaching Others: Learns to conduct agency specific and specialized training for agency employees to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating 
change, and improving initiatives. Learns to conduct new employee orientations/on-boarding meetings as required to 
educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and 
procedures. Learns to conduct benefits meetings to educate employees on available benefits and changes to existing 
benefits. Learns to prepare training and standard operating procedure documentation to facilitate the work and training 
of internal business partners. Interpreting the Meaning of Information for Others: Learns to interpret a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance communications, and ensure compliance. Learns to explain semi-specialized 
matters or human resources procedures and regulations to the general public, persons in other departments or 
divisions, or outside organizations and representatives as required. Analyzing Data or Information: Learns to conduct job 
analyses to identify tasks and competencies related to performance in various classifications. Learns to analyze 
processes, policies, and procedures using human resources reporting and documentation to develop recommendations 
for changes in operations which affect the economy, efficiency and quality of agency operations and services. Learns to 
determine the appropriateness of salaries for employees using salary surveys and pay plan information to ensure 
appropriate compensation. Learns to analyze human resources related investigations, disciplinary actions, separations, 
and exit interview information to identify trends and inform reporting. Learns to analyze leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation processing 
documents in addition to other human resources transactions activities to identify trends, changes, and other relevant 
factors and inform reporting. Learns to analyze human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
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inform reporting. Learns to analyze survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People: 
Learns to assess employee disciplinary and performance evaluation documentation to inform recommendations to 
management. Learns to assess candidate applications to determine qualifications and inform decisions on who should 
be interviewed. Providing Consultation and Advice to Others: Learns to assist internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Learns to notify supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures. Learns to advise internal and external business partners on the appropriate application of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to 
ensure compliance and effective business practices. Learns to assist in the development of supplemental questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Learns to make recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Learns to advise peers on 
proper departmental procedures related to the accomplishment of their daily workload. Evaluating Information to 
Determine Compliance with Standards: Learns to audit important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Learns to evaluate time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee hiring and 
retention decisions against affirmative action plan to determine compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Learns to evaluate employee and candidate background check 
results to identify possible findings and determine next steps. Learns to evaluate candidate and employee qualifications 
to determine compliance with minimum qualifications and/or necessary and special qualifications. Learns to evaluate 
human resources related physical and electronic documentation using departmental guidelines, policies, and procedures 
to ensure compliance with standards. Learns to audit organizational hierarchies and supervisory assignments to ensure 
chains of command are up to date. Processing Information: Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Learns to 
prepare a variety of reports with recommendations for action in areas including but not limited to: attendance, benefits, 
affirmative action and equal employment opportunity issues; classification and organizational structure; selection and 
retention; occupational safety and health; employee relations; and other general human resources issues. Learns to 
prepare, process, and correct human resources transaction documents for employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, retirement, and information changes. Learns to 
correct human resources transaction documents submitted by operating agency staff for appointments, promotions, 
demotions, separations, terminations, reclassifications, transfers, retirement, and information changes. Learns to 
calculate salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Learns to generate salary plan reports for submission to Finance and Administration using a 
variety of information to identify corrections for classification and compensation issues. Learns to code human 
resources transactions using appropriate guidelines to inform evaluations and auditing. Learns to prepare, process, and 
correct information related to special projects, highly confidential transactions, and high profile transactions as 
assigned. Learns to prepare and maintain a variety of records and reports such as transaction records, employee files, 
lists of employees recommended for performance increases and promotions, job specification files, affirmative action 
records, performance evaluation records, longevity records, leave and attendance records, employee work schedules, 
overtime reports, and payroll reports. Learns to enter and approve time and leave/overtime requests for internal 
business partners into the appropriate databases as required. Learns to key coded candidate information into the 
computer system. Learns to process security access changes in electronic databases to ensure up to date clearances are 
in place. Documenting/Recording Information: Learns to document investigations performed for employee relations 



 TN Job Classification Specifications  
September 22, 2020 

purposes to ensure accurate information is used in decision making. Learns to document transaction histories for all 
transactions including but not limited to employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports to provide an audit trail for 
future reference. Learns to document information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others. Learns to document and store 
employee information in electronic databases and/or physical form for employees as required to ensure accurate 
information is recorded in the employee’s records. Resolving Conflicts and Negotiating with Others: Learns to serve as a 
mediator for complex issues related to applicant problems with candidates and the general public. Learns to assist 
assigned supervisor with investigating conflicts between internal business partners and employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Learns to negotiate with internal business partners to identify legally defensible and 
accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Learns to resolve simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships. Learns to direct complex or difficult to resolve conflicts to 
assigned supervisor as required. Learns to maintain a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance. Making Decisions and Solving Problems: Learns to approve or 
deny performance evaluations on behalf of the appointing authority to ensure compliance with standards. Learns to 
determine employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Learns 
to determine electronic database and physical security access levels for employees based on the job duties of the 
employee to ensure the safety and security of facilities and information. Learns to resolve simple transactional issues 
identified during evaluations and audits using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing. Selling or Influencing Others: Learns to sell 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Learns to sell the organization to 
candidates and the general public while answering candidate calls and attending job fairs and other recruitment events. 
Interacting With Computers: Learns to use appropriate database tracking software specific to the state and agency as 
required. Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines. 
Monitoring Processes, Materials, or Surroundings: Learns to monitor payroll reports to identify pay issues. Learns to 
monitor time and labor during each pay period to identify timekeeping issues and exceptions. Learns to monitor 
requisitions to ensure timely and accurate processing of candidates. Learns to monitor electronic databases to ensure 
transactions process timely and accurately. Learns to monitor supervisory personnel to ensure performance documents 
are completed timely and accurately. Learns to monitor vacancy reports to identify unfilled positions and inform 
reporting. Thinking Creatively: Learns to develop spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination. Learns to incorporate departmental, state, and federal laws, rules, regulations, and policies 
into team best practices and standard operating procedures for efficiency and compliance purposes. Learns to develop 
process improvement suggestions to streamline workflow and improve process cycle times and accuracy. Learns to 
participate in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Identifying Objects, Actions, and Events: Learns to classify new hires in terms of prior service with the State of 
Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status. 
Learns to identify demographic and position characteristics of candidates and employees using electronic queries to 
inform affirmative action, Equal Employment Opportunity Commission, and other related reports. Learns to categorize 
human resources related transactions in electronic databases using appropriate coding to inform evaluations and 
auditing. Communicating with Persons Outside Organization: Learns to testify in hearings on behalf of the state related 
to the results of employee relations investigations as required. Learns to communicate with candidates and the general 
public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals 
of the work involved. Learns to communicate with outside agencies for the purposes of recruitment, employment 
verification, and background checks. Learns to contact vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. Learns to 
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communicate with external business partners to facilitate outside events and programs in which the state/agency 
participates. Learns to assist candidates with the application process. Learns to communicate with outside callers and 
senders to ensure questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal 
Relationships: Learns to maintain professional working relationships with peers and upper management to ensure 
smooth and effective team operations. Learns to liaise with agency Human Resources representatives, state Department 
of Human Resources representatives, and other organizational representatives to ensure accurate and timely processing 
of transactions and other human resources related tasks. Learns to network with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort. Coaching and Developing Others: Learns 
to mentor less experienced co-workers in their work. Learns to educate candidates on the application and hiring process 
to facilitate accurate and timely submission of documentation. Organizing, Planning, and Prioritizing Work: Learns to 
incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. 
Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. Getting Information: Learns to investigate behaviors and conduct related to workplace 
conflicts using interviews, documentation, and other sources to establish claim validity and identify possible resolution 
options. Learns to collect candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Learns to research policies, procedures, guidelines, rules, regulations, and laws related to human resources 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Learns to make regular contacts with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information. Coordinating the Work and 
Activities of Others: Learns to coordinate workload with internal and external business partners as required to facilitate 
timely and accurate task completion. Learns to coordinate the announcement of open positions to ensure coverage and 
compatibility with availability and workload. Learns to coordinate meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage. Performing Administrative Activities: Learns to perform a 
variety of working level professional human resources administrative duties related to: internal and external affirmative 
action and contract compliance; career development and counseling; employee relations; performance evaluation; 
employee feedback; training coordination; recruitment, interviewing and selection; general human resources 
management and other areas of professional human resources work. Learns to maintain human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Learns to enter personal time and leave/overtime requests into the appropriate 
databases as required. Responds to emails, phone calls, and other correspondence as required. Learns to scan, upload, 
fax, and/or email backup copies of human resources transaction documentation to appropriate individuals. 
Communicating with Supervisors, Peers, or Subordinates: Learns to communicate with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency. Learns to communicate 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. Learns to 
communicate work related information to peers to facilitate teamwork and coordination of effort. Learns to send 
notifications of special events, changes, and deadlines to internal business partners to ensure timely and accurate 
receipt of information. Learns to maintain an open dialogue with internal business partners to ensure effective and 
efficient communications. Learns to participate in staff meetings as required to provide and gather status updates for 
assigned workload. Developing and Building Teams: Learns to model effective performance for co-workers to provide a 
role model, encourage success in others, and enhance trust. Scheduling Work and Activities: Learns to schedule personal 
workload to ensure timely processing and account for current workload. Learns to schedule testing and assessments 
both for applicants and for current employees to determine compliance with necessary and special qualifications and 
departmental, state, and federal laws and guidelines. Learns to schedule training, orientations, meetings, special events, 
and projects as required. Updating and Using Relevant Knowledge: Periodically reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest systems. Attends in-service training as required to ensure continual 
learning and current knowledge of the field. Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Rotates between organizational units and/or departments in a 
program of building well-rounded staff professionals. Monitoring and Controlling Resources: Learns to control the 
ordering and/or distribution of insurance, benefits, and employee handbooks, employee badges, parking decals, service 
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awards, and state ID cards. Controlling Machines and Processes: Operates a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Written Communications Customer Focus Ethics and Values Listening Technical 
Learning Time Management Perseverance Learning on the Fly Patience Knowledge: Intermediate knowledge of 
personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of office productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of 
law and government as it pertains to human resources work in the public sector Basic knowledge of clerical processes 
and procedures related to office work Basic knowledge of customer and personal service best practices Basic knowledge 
of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate reading comprehension 
Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Basic social perceptiveness skills 
Basic judgment and decision making skills Basic systems analysis skills Basic time management skills Basic instructing 
skills Active learning skills Active listening skills Service orientation skills Abilities: Intermediate mathematical reasoning 
ability Intermediate oral comprehension ability Intermediate oral expression ability Intermediate time sharing ability 
Intermediate written comprehension ability Intermediate written expression ability Category flexibility ability Deductive 
reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability Speech clarity Speech 
recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required.  
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073712 - HR ANALYST 2* 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3932 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
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attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
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Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 



 TN Job Classification Specifications  
September 22, 2020 

Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
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Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3933 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
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attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 



 TN Job Classification Specifications  
September 22, 2020 

Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
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Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
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Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3934 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3935 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 



 TN Job Classification Specifications  
September 22, 2020 

operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3936 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3937 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 



 TN Job Classification Specifications  
September 22, 2020 

completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3938 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3939 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3940 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  9352 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: *This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1* in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance. Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others: Conducts agency specific and specialized training for agency 
employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives. Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures. Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners. Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information: Conducts job analyses to identify tasks and competencies 
related to performance in various classifications. Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Determines the appropriateness of salaries for employees using 
salary surveys and pay plan information to ensure appropriate compensation. Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting. 
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting. Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to and effects on human 
resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People: Assesses 
employee disciplinary and performance evaluation documentation to inform recommendations to management. 
Assesses candidate applications to determine qualifications and inform decisions on who should be interviewed. 
Providing Consultation and Advice to Others: Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Advises internal and external business 
partners on the appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, 
and procedures for human resources decision making to ensure compliance and effective business practices. Assists 
internal business partners with investigations of employee relations issues according to departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Assists 
in the development of supplemental questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies. Makes 
recommendations for changes in operations which affect the economy, efficiency and quality of agency operations and 
services. Advises peers on proper departmental procedures related to the accomplishment of their daily workload. 
Evaluating Information to Determine Compliance with Standards: Audits important, detailed, and/or complex human 
resources records, documentation, and transactions to determine compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates employee pay and salary recommendations submitted by internal business partners to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluate 
employment decisions made by employees and management to determine compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates employee hiring and retention 
decisions against affirmative action plan to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Evaluates employee and candidate 
background check results to identify possible findings and determine next steps. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid. Processing Information: Prepares a variety of reports with recommendations for action in areas including 
but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and 
organizational structure; selection and retention; occupational safety and health; employee relations; and other general 
human resources issues. Prepares and corrects leave and attendance documents, overtime reports and payroll, 
supplemental payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in 
addition to other human resources transactions activities. Prepares, processes, and corrects human resources 
transaction documents for employee appointments, promotions, demotions, reclassifications, separations, 
terminations, transfers, retirement, and information changes. Corrects human resources transaction documents 
submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Calculates salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares, processes, and corrects 
information related to special projects, highly confidential transactions, and high profile transactions as assigned. 
Generates salary plan reports for submission to Finance and Administration using a variety of information to identify 
corrections for classification and compensation issues. Prepares and maintains a variety of records and reports such as 
transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Keys coded candidate information into the 
computer system. Enters and approves time and leave/overtime requests for internal business partners into the 
appropriate databases as required. Processes security access changes in electronic databases to ensure up to date 
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clearances are in place. Resolving Conflicts and Negotiating with Others: Assists assigned supervisor with investigating 
conflicts between internal business partners and employees according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Negotiates with 
internal business partners to identify legally defensible and accurate employment decisions are made based on 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Serves as a mediator for 
complex issues related to applicant problems with candidates and the general public. Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Directs 
complex or difficult to resolve conflicts to assigned supervisor as required. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Documenting/Recording 
Information: Documents investigations performed for employee relations purposes to ensure accurate information is 
used in decision making. Documents transaction histories for all transactions including but not limited to employee files, 
lists of employees recommended for performance increases and promotions, job specification files, affirmative action 
records, performance evaluation records, longevity records, leave and attendance records, employee work schedules, 
overtime reports, and payroll reports to provide an audit trail for future reference. Documents information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee’s records. Making Decisions and 
Solving Problems: Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Determines electronic database and physical security access levels for employees based on the job duties of the 
employee to ensure the safety and security of facilities and information. Resolves simple transactional issues identified 
during evaluations and audits using departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to ensure accurate and timely processing. Thinking Creatively: Develops spreadsheets, presentations, forms, 
form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, 
regulations, and policies into team best practices and standard operating procedures for efficiency and compliance 
purposes. Develops process improvement suggestions to streamline workflow and improve process cycle times and 
accuracy. Participates in brainstorming sessions to develop process streamlining initiatives and improve business 
practices. Selling or Influencing Others: Sells benefits, internal initiatives, and process changes to employees and other 
internal business partners during the course of training and communications to facilitate adoption and enhance 
investment. Sells the organization to candidates and the general public while answering candidate calls and attending 
job fairs and other recruitment events. Interacting With Computers: Uses appropriate database tracking software 
specific to the state and agency as required. Uses office productivity software including but not limited to word 
processing programs, spreadsheet programs, presentation software, web-based email programs, instant-messaging 
programs, and search engines. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates the announcement 
of open positions to ensure coverage and compatibility with availability and workload. Coordinates meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage. Identifying Objects, Actions, and 
Events: Identifies demographic and position characteristics of candidates and employees using electronic queries to 
inform affirmative action, Equal Employment Opportunity Commission, and other related reports. Categorizes human 
resources related transactions in electronic databases using appropriate coding to inform evaluations and auditing. 
Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service credits, rehire 
recommendations, sick leave restoration, and probationary status. Monitoring Processes, Materials, or Surroundings: 
Monitors payroll reports to identify pay issues. Monitors time and labor during each pay period to identify timekeeping 
issues and exceptions. Monitors requisitions to ensure timely and accurate processing of candidates. Monitors 
electronic databases to ensure transactions process timely and accurately. Monitors supervisory personnel to ensure 
performance documents are completed timely and accurately. Monitors vacancy reports to identify unfilled positions 
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and inform reporting. Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state 
related to the results of employee relations investigations as required. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
external business partners to facilitate outside events and programs in which the state/agency participates. Assists 
candidates with the application and hiring process. Communicates with outside callers and senders to ensure questions 
are directed to the appropriate individuals. Getting Information: Investigates behaviors and conduct related to 
workplace conflicts using interviews, documentation, and other sources to establish claim validity and identify possible 
resolution options. Collects candidate and employee information, documentation, and assessment results for 
determining compliance with policies, procedures, and necessary and special qualifications to inform selection and 
retention decisions. Researches policies, procedures, guidelines, rules, regulations, and laws related to human resources 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Makes regular contacts with the general public, persons in other departments or divisions, or outside organizations and 
representatives for the purpose of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work: 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. Coaching and Developing Others: Educates candidates on the application and hiring 
process to facilitate accurate and timely submission of documentation. Mentors less experienced co-workers in their 
work. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources representatives, 
state Department of Human Resources representatives, and other organizational representatives to ensure accurate and 
timely processing of transactions and other human resources related tasks. Maintains professional working relationships 
with peers and upper management to ensure smooth and effective team operations. Networks with internal and 
external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing 
Administrative Activities: Performs a variety of working level professional human resources administrative duties related 
to: internal and external affirmative action and contract compliance; career development and counseling; employee 
relations; performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; 
general human resources management and other areas of professional human resources work. Maintains human 
resource and other confidential reports, files, and logs as required to ensure compliance with departmental, state, and 
federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime requests into the 
appropriate databases as required. Responds to emails, phone calls, and other correspondence as required. Scans, 
uploads, faxes, and/or emails backup copies of human resources transaction documentation to appropriate individuals. 
Communicating with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations 
requiring cooperation and explanation of the services and activities of the agency. Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments. Maintains an open dialogue with 
internal business partners to ensure effective and efficient communications. Communicates work related information to 
peers to facilitate teamwork and coordination of effort. Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information. Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams: Models effective 
performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating and 
Using Relevant Knowledge: Periodically reviews current departmental, state, and federal information sources to identify 
relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable on the 
latest systems. Rotates between organizational units and/or departments in a program of building well-rounded staff 
professionals. Attends in-service training as required to ensure continual learning and current knowledge of the field. 
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines. Scheduling Work and Activities: Schedules personal workload to ensure timely processing and account for 
current workload. Schedules training, orientations, meetings, special events, and projects as required. Schedules testing 
and assessments both for applicants and for current employees to determine compliance with necessary and special 
qualifications and departmental, state, and federal laws and guidelines. Monitoring and Controlling Resources: Controls 
the ordering and/or distribution of insurance, benefits, and employee handbooks, employee badges, parking decals, 
service awards, and state ID cards. Controlling Machines and Processes: Operates a variety of office equipment including 
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but not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax 
machines.  
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required. 
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073712 - HR ANALYST 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3941 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073712 - HR ANALYST 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3942 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3943 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 



 TN Job Classification Specifications  
September 22, 2020 

operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3944 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3945 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 



 TN Job Classification Specifications  
September 22, 2020 

handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073712 - HR ANALYST 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3946 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Experience for Education: Qualifying full-
time professional or paraprofessional human resources experience may be substituted for the required education on a 
year-for-year basis, to a maximum of four years. Substitution of Education for Experience: Additional graduate 
coursework in human resources or other related acceptable fields may be substituted for the required experience, on a 
year-for-year basis, to a maximum of one year. OR One year of professional general human resources experience with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the HR Analyst sub-
series. An employee in this class is assigned a variety of professional human resources management duties including: 
internal and external affirmative action; employee relations; managing agency performance evaluation, career 
counseling, employee feedback and other employee services programs; employee development and training; 
interviewing; supervising human resources transactions, payroll and benefits sections; monitoring organizational 
structure and classification; interpreting and enforcing human resources rules, regulations, policies and procedures. This 
class differs from HR Analyst 1, in that an incumbent of the latter functions in an entry level capacity. This class differs 
from HR Analyst 3 in that an incumbent of the latter performs work of a more difficult nature and serves as a supervisor 
for employees of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains semi-specialized matters or human resources procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Training and Teaching Others:    Conducts agency specific and specialized training for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitating change, and improving initiatives.    Conducts new employee orientations/on-boarding meetings 
as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, 
processes, and procedures.    Prepares training and standard operating procedure documentation to facilitate the work 
and training of internal business partners.    Conducts benefits meetings to educate employees on available benefits and 
changes to existing benefits. Analyzing Data or Information:    Conducts job analyses to identify tasks and competencies 
related to performance in various classifications.    Analyzes processes, policies, and procedures using human resources 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Determines the appropriateness of salaries for employees 
using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes human resources related 
investigations, disciplinary actions, separations, and exit interview information to identify trends and inform reporting.    
Analyzes human resources transaction documents and reports for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirement, and information changes in 
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operating agencies to identify trends, changes, and other relevant factors and inform reporting.    Analyzes leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities to identify trends, changes, and 
other relevant factors.    Analyzes survey data collected by the agency to determine its relevancy to and effects on 
human resources processes and procedures and inform reporting. Judging the Qualities of Things, Services, or People:    
Assesses employee disciplinary and performance evaluation documentation to inform recommendations to 
management.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed. Providing Consultation and Advice to Others:    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises internal and 
external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies.    Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Evaluating Information to Determine Compliance with Standards:    Audits 
important, detailed, and/or complex human resources records, documentation, and transactions to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates time and attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, 
and other types of extended leave to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluate employment decisions made by employees and management to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.    Evaluates employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates human resources related physical and electronic documentation using 
departmental guidelines, policies, and procedures to ensure compliance with standards.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Processing Information:    
Prepares a variety of reports with recommendations for action in areas including but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Prepares and corrects leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities.    Prepares, processes, and corrects human resources transaction documents for 
employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, and 
information changes.    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Codes human resources transactions using appropriate guidelines to 
inform evaluations and auditing.    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues.    Prepares and maintains a variety of records and reports such as transaction records, employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Keys coded candidate information into the computer system.    Enters and approves time 
and leave/overtime requests for internal business partners into the appropriate databases as required.    Processes 
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security access changes in electronic databases to ensure up to date clearances are in place. Resolving Conflicts and 
Negotiating with Others:    Assists assigned supervisor with investigating conflicts between internal business partners 
and employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue.    Negotiates with internal business partners to identify 
legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public.    Resolves simple conflicts without supervisory input to ensure timely 
and efficient performance and maintain positive working relationships.    Directs complex or difficult to resolve conflicts 
to assigned supervisor as required.    Maintains a respectful and productive work environment within the assigned work 
unit to minimize disputes and facilitate performance. Documenting/Recording Information:    Documents investigations 
performed for employee relations purposes to ensure accurate information is used in decision making.    Documents 
transaction histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, and payroll 
reports to provide an audit trail for future reference.    Documents information provided during meetings and training 
when serving as the sole agency representative to ensure accurate information is disseminated to others.    Documents 
and stores employee information in electronic databases and/or physical form for employees as required to ensure 
accurate information is recorded in the employee's records. Making Decisions and Solving Problems:    Resolves benefit, 
time and attendance, pay, and other issues using departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to ensure accurate and timely processing.    Determines employee qualifications for a variety 
of employment benefits, including but not limited to FMLA, worker's compensation, and qualifying events for insurance 
to ensure compliance with standards and identify next steps.    Approves or denies performance evaluations on behalf of 
the appointing authority to ensure compliance with standards.    Determines electronic database and physical security 
access levels for employees based on the job duties of the employee to ensure the safety and security of facilities and 
information.    Resolves simple transactional issues identified during evaluations and audits using departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. 
Thinking Creatively:    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, and 
dissemination.    Incorporate departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming 
sessions to develop process streamlining initiatives and improve business practices. Selling or Influencing Others:    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Interacting 
With Computers:    Uses appropriate database tracking software specific to the state and agency as required.    Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Coordinating the Work and 
Activities of Others:    Coordinates with non-human resources personnel to resolve issues with complex or highly 
sensitive transactions including but not limited to disciplinary actions, retirement issues, salary issues, benefits issues, 
and medical leave issues.    Coordinates workload with internal and external business partners as required to facilitate 
timely and accurate task completion.    Coordinates the announcement of open positions to ensure coverage and 
compatibility with availability and workload.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Identifying Objects, Actions, and Events:    Identifies demographic and 
position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports.    Categorizes human resources related transactions in 
electronic databases using appropriate coding to inform evaluations and auditing.    Classifies new hires in terms of prior 
service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave restoration, 
and probationary status. Monitoring Processes, Materials, or Surroundings:    Monitors payroll reports to identify pay 
issues.    Monitors time and labor during each pay period to identify timekeeping issues and exceptions.    Monitors 
requisitions to ensure timely and accurate processing of candidates.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors supervisory personnel to ensure performance documents are 
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completed timely and accurately.    Monitors vacancy reports to identify unfilled positions and inform reporting. 
Communicating with Persons Outside Organization:    Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required.    Communicates with outside agencies for the purposes of recruitment, 
employment verification, and background checks.    Communicates with candidates and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Contacts vendors and other outside agencies who administer human resources functions to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates with external business partners 
to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application and hiring process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Getting Information:    Investigates behaviors and conduct related to workplace conflicts using 
interviews, documentation, and other sources to establish claim validity and identify possible resolution options.    
Collects candidate and employee information, documentation, and assessment results for determining compliance with 
policies, procedures, and necessary and special qualifications to inform selection and retention decisions.    Researches 
policies, procedures, guidelines, rules, regulations, and laws related to human resources processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making.    Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes and prioritizes 
personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
Coaching and Developing Others:    Educates candidates on the application and hiring process to facilitate accurate and 
timely submission of documentation.    Mentors less experienced co-workers in their work. Establishing and Maintaining 
Interpersonal Relationships:    Liaises with agency Human Resources representatives, state Department of Human 
Resources representatives, and other organizational representatives to ensure accurate and timely processing of 
transactions and other human resources related tasks.    Maintains professional working relationships with peers and 
upper management to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Performing Administrative 
Activities:    Performs a variety of working level professional human resources administrative duties related to: internal 
and external affirmative action and contract compliance; career development and counseling; employee relations; 
performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; general 
human resources management and other areas of professional human resources work.    Maintains human resource and 
other confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, 
rules, regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate 
databases as required.    Responds to emails, phone calls, and other correspondence as required.    Scans, uploads, faxes, 
and/or emails backup copies of human resources transaction documentation to appropriate individuals. Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency.    Communicates with assigned supervisor to 
ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Communicates work related information to peers 
to facilitate teamwork and coordination of effort.    Sends notifications of special events, changes, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.    Participates in staff meetings as 
required to provide and gather status updates for assigned workload. Developing and Building Teams:    Models 
effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. Updating 
and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable 
on the latest systems.    Rotates between organizational units and/or departments in a program of building well-
rounded staff professionals.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Attends agency specific training as required to ensure compliance with departmental, state, 
and federal laws and guidelines. Scheduling Work and Activities:    Schedules personal workload to ensure timely 
processing and account for current workload.    Schedules training, orientations, meetings, special events, and projects 
as required.    Schedules testing and assessments both for applicants and for current employees to determine 
compliance with necessary and special qualifications and departmental, state, and federal laws and guidelines. 
Monitoring and Controlling Resources:    Controls the ordering and/or distribution of insurance, benefits, and employee 
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handbooks, employee badges, parking decals, service awards, and state ID cards. Controlling Machines and Processes:    
Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital 
cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Perseverance Customer Focus Informing 
Problem Solving Organizing Organizational Agility Dealing with Ambiguity Standing Alone Knowledge: Intermediate 
knowledge of clerical processes and procedures related to office work Intermediate knowledge of personnel and human 
resources policies, procedures, and best practices as applied to the public sector Intermediate knowledge of office 
productivity software including but not limited to Microsoft Office Suite Intermediate knowledge of law and government 
as it pertains to human resources work in the public sector Basic knowledge of customer and personal service best 
practices Basic knowledge of mathematics (arithmetic) Skills: Intermediate mathematics skills (arithmetic) Intermediate 
reading comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills 
Intermediate instructing skills Basic social perceptiveness skills Basic judgment and decision making skills Basic systems 
analysis skills Basic quality control analysis skills Basic time management skills Active learning skills Active listening skills 
Service orientation skillsAbilities: Intermediate mathematical reasoning ability Intermediate oral comprehension ability 
Intermediate oral expression ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate time sharing ability Category flexibility ability Deductive reasoning ability Inductive reasoning ability 
Information ordering ability Problem sensitivity ability Speech clarity Speech recognition  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required. 
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073713 - HR ANALYST 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3706 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
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timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
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compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
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Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
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policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
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Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3707 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
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timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
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compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
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Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
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policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
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Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3708 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3709 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3710 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3711 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3712 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 



 TN Job Classification Specifications  
September 22, 2020 

regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3713 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3714 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073713 - HR ANALYST 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3715 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3716 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3717 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073713 - HR ANALYST 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3718 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Three years of professional general human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional human resources administrative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the highest class in the HR Analyst sub-series. An employee in this class performs professional human resources duties 
including: acting as manager of classification and compensation for a department with complex classification issues; 
acting as the employee relations officer for the department; performing complex and difficult organizational and 
administrative human resources studies on a regular basis; acting as the human resources officer for a moderate to large 
institution such as a correctional facility, or for a moderate sized department. This work may involve supervising 
subordinate professional or sub-professional human resources staff. This class differs from HR Analyst 2, in that an 
incumbent of the latter functions at the working level.   This class differs from HR Manager 1 in that an incumbent of the 
latter acts as a full assistant director for a moderate to large department or manages professional human resources staff 
with complex and difficult program assignments. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates to inform the 
performance evaluation process. Assesses the quality of the work of assigned subordinates to inform advice and 
guidance related to performance management and development. Assesses the quality of job candidates to inform 
selection decisions and recommendations. Assesses employee disciplinary and performance evaluation documentation 
to inform recommendations to management. Assesses candidate applications to determine qualifications and inform 
decisions on who should be interviewed and what salary should be offered. Interpreting the Meaning of Information for 
Others: Interprets a variety of current human resources rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance. 
Explains human resources program specific procedures and regulations to the general public, persons in other 
departments or divisions, or outside organizations and representatives as required. Resolving Conflicts and Negotiating 
with Others: Investigates conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue. Serves as a mediator for complex issues related to applicant problems with candidates and 
the general public. Resolves disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Negotiates with internal business partners to identify legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Resolves interpersonal conflicts between assigned subordinates to 
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ensure a respectful and productive work environment. Resolves simple conflicts without supervisory input to ensure 
timely and efficient performance and maintain positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance. Directs complex or 
difficult to resolve conflicts to assigned supervisor as required. Analyzing Data or Information: Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency, and quality of agency operations and services. Analyzes human 
resources related investigations, disciplinary actions, separations, and exit interview information to identify trends and 
inform reporting. Applies a variety of staff analytic techniques to human resources and general management problems 
to ensure that recommendations for change and action are workable and comply with professional standards of 
excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information to 
ensure appropriate compensation. Analyzes position information to determine the appropriate classification to which it 
should be assigned. Analyzes the correlation between safety violations and incidents and location to determine trends 
and inform reporting. Analyzes human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting. 
Analyzes leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors. Analyzes survey data collected by the agency to determine its relevancy to 
and effects on human resources processes and procedures and inform reporting. Providing Consultation and Advice to 
Others: Advises internal and external business partners on the appropriate application of departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures for human resources decision making to ensure 
compliance and effective business practices. Notifies supervisory personnel of possible violations of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Assists internal business 
partners with investigations of employee relations issues according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Assists in the development of supplemental questions for positions based on the 
competencies identified in the classification specification to ensure compliance with departmental, state, and federal 
laws, rules, regulations, and policies. Provides advice on employee selection decisions to assigned supervisor. Provides 
informal performance feedback advice to assigned subordinates to assist with personal and professional development. 
Provides informal performance feedback advice to assigned supervisor on the quality of work of the Analyst 3's assigned 
subordinates. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload. Assists assigned subordinates in resolving processing problems to enhance 
development and team performance. Developing Objectives and Strategies: Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
for addressing staffing and headcount needs to ensure adequate coverage for assigned workload. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
strategic programs and events to improve subordinate morale. Develops motivational strategies to enhance investment 
and participation in special events and projects. Develops communication and marketing strategies for addressing the 
ongoing communication of human resources related information to agency employees. Training and Teaching Others: 
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners. Trains assigned subordinates in the basic workflow and processes related to their tasks. Conducts new 
employee orientations/on-boarding meetings as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Conducts benefits meetings to educate 
employees on available benefits and changes to existing benefits. Evaluating Information to Determine Compliance with 
Standards: Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Audits important, detailed, and/or complex human resources 
records, documentation, and transactions to determine compliance with departmental, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures. Evaluates time and attendance for employees worker's 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the reasonableness of accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluate employment decisions made by 
employees and management to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates the pay of employees against the pay of other individuals in comparable classes to 
determine whether salary adjustments are warranted. Audits position change requests to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Evaluates employee hiring and retention decisions against affirmative action plan to determine compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits all 
transactions completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates employee and 
candidate background check results to identify possible findings and determine next steps. Audits requisition requests to 
ensure accuracy and compliance with standards. Evaluates candidate and employee qualifications to determine 
compliance with minimum qualifications and/or necessary and special qualifications. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid. Audits the personnel files and other employee documentation of assigned 
subordinates to ensure completeness, accuracy and compliance with standards. Processing Information: Creates 
disciplinary letters for agency employees based on information received form upper management to document the 
disciplinary process and inform the employee of the outcome of the disciplinary action. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Prepares and corrects leave and attendance 
documents, overtime reports and payroll, supplemental payroll, pay differentials, longevity, unemployment, and 
performance evaluation processing documents in addition to other human resources transactions activities. Prepares, 
processes, and corrects human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Prepares, processes, and corrects information related to special projects, 
highly confidential transactions, and high profile transactions as assigned. Prepares a variety of reports with 
recommendations for action in areas including but not limited to: attendance, benefits, affirmative action and equal 
employment opportunity issues; classification and organizational structure; selection and retention; occupational safety 
and health; employee relations; and other general human resources issues. Corrects human resources transaction 
documents submitted by operating agency staff for appointments, promotions, demotions, separations, terminations, 
reclassifications, transfers, retirement, and information changes. Generates salary plan reports for submission to 
Finance and Administration using a variety of information to identify corrections for classification and compensation 
issues. Processes position change requests to create new and/or reclassify existing positions. Codes human resources 
transactions using appropriate guidelines to inform evaluations and auditing. Prepares and maintains a variety of 
records and reports such as transaction records, employee files, lists of employees recommended for performance 
increases and promotions, job specification files, affirmative action records, performance evaluation records, longevity 
records, leave and attendance records, employee work schedules, overtime reports, and payroll reports. Processes 
security access changes in electronic databases to ensure up to date clearances are in place. Keys coded candidate 
information into the computer system. Enters and approves time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Selling or Influencing Others: Influences assigned subordinates 
using identified individual motivational factors to increase job performance and productivity. Sells requests for 
resources and the services of the team to internal and external business partners. Sells the organization to candidates 
and the general public while answering candidate calls and attending job fairs and other recruitment events. Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
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of training and communications to facilitate adoption and enhance investment. Guiding, Directing, and Motivating 
Subordinates: Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others. Creates disciplinary letters for agency employees based on information 
received form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, regulations, and standards. Leads assigned subordinates in identifying 
the underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Processes position change requests to create new and/or reclassify existing positions. Leads assigned subordinates in 
compiling, coding, categorizing, calculating, tabulating, and verifying information and data. Leads assigned subordinates 
in observing, receiving, and otherwise obtaining information from all relevant sources. Creates salary recommendations 
for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in identifying 
information by categorizing, estimating, recognizing differences and similarities, and detecting changes in circumstances 
and events. Leads assigned subordinates in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Leads assigned subordinates in getting members of a group to work together to 
accomplish tasks. Leads assigned subordinates in monitoring and reviewing information from materials, events, and the 
environment, to detect and assess problems. Leverages developmental opportunities and motivational factors to 
improve team development and the performance of assigned subordinates. Leads assigned subordinates in identifying 
the educational needs of others, developing formal educational and training programs and classes, and teaching and 
instructing others. Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork. Leads assigned subordinates in translating and explaining what information 
means and how it can be used. Leads assigned subordinates in providing guidance and expert advice to management 
and other groups on technical, systems-, and process-related topics. Leads assigned subordinates in scheduling events, 
programs, and activities, as well as the work of others. Enters and approves time and leave/overtime requests for 
internal business partners into the appropriate databases as required. Leads assigned subordinates in entering, 
transcribing, recording, storing, and maintaining information in written and electronic/magnetic form. Making Decisions 
and Solving Problems: Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Resolves benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned 
internal business partners to ensure accuracy and compliance with standards. Approves or denies performance 
evaluations on behalf of the appointing authority to ensure compliance with standards. Determines electronic database 
and physical security access levels for employees based on the job duties of the employee to ensure the safety and 
security of facilities and information. Resolves transactional issues identified during evaluations and audits using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Monitoring Processes, Materials, or Surroundings: Monitors one or more human resources related 
program areas (Employee Relations, Benefits, etc.) to ensure compliance and accuracy. Monitors departmental equity 
pay budget to ensure equity payouts are accurate and sufficient funds are available. Reviews the work of assigned 
subordinates to provide assistance and guidance on proper order and completion. Monitors the costs and expenditures 
related to contracts and travel claims to ensure compliance with budgetary constraints. Monitors time and labor during 
each pay period to identify timekeeping issues and exceptions. Monitors payroll reports to identify pay issues. Monitors 
requisitions to ensure timely and accurate processing of candidates. Monitors electronic databases to ensure 
transactions process timely and accurately. Monitors supervisory personnel to ensure performance documents are 
completed timely and accurately. Monitors vacancy reports to identify unfilled positions and inform reporting. Coaching 
and Developing Others: Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Educates candidates on the application and hiring process to facilitate accurate and timely submission of 
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documentation. Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Mentors less 
experienced co-workers in their work. Documenting/Recording Information: Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents investigations performed for 
employee relations purposes to ensure accurate information is used in decision making. Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores employee information in electronic databases and/or physical form for 
employees as required to ensure accurate information is recorded in the employee's records. Documents transaction 
histories for all transactions including but not limited to employee files, lists of employees recommended for 
performance increases and promotions, job specification files, affirmative action records, performance evaluation 
records, longevity records, leave and attendance records, employee work schedules, overtime reports, classification and 
compensation, and payroll reports to provide an audit trail for future reference. Identifying Objects, Actions, and Events: 
Identifies changes to policies to update standard operating procedures and ensure that the team's work is in compliance 
with the most current standards. Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
Identifies changes in employee status including but not limited to: leave status, personal / general information changes, 
benefits status, etc. Classifies new hires in terms of prior service with the State of Tennessee to ensure accurate service 
credits, rehire recommendations, sick leave restoration, and probationary status. Categorizes human resources related 
transactions in electronic databases using appropriate coding to inform evaluations and auditing. Identifies demographic 
and position characteristics of candidates and employees using electronic queries to inform affirmative action, Equal 
Employment Opportunity Commission, and other related reports. Getting Information: Investigates behaviors and 
conduct related to workplace conflicts using interviews, documentation, and other sources to establish claim validity 
and identify possible resolution options. Researches policies, procedures, guidelines, rules, regulations, and laws related 
to human resources processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Collects candidate and employee information, documentation, and assessment results for determining 
compliance with policies, procedures, and necessary and special qualifications to inform selection and retention 
decisions. Attends management meetings and conferences/conference calls to gather information on new policies, 
procedures, human resources updates, best practices, and other changes. Makes regular contacts with the general 
public, persons in other departments or divisions, or outside organizations and representatives for the purpose of 
furnishing or obtaining information. Thinking Creatively: Develops spreadsheets, presentations, forms, form letters, 
memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate data 
gathering, tracking, training, and dissemination. Incorporate departmental, state, and federal laws, rules, regulations, 
and policies into team best practices and standard operating procedures for efficiency and compliance purposes. 
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy. 
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Communicating with Persons Outside Organization: Testifies in hearings on behalf of the state related to the results of 
employee relations investigations as required. Contacts vendors and other outside agencies who administer human 
resources functions to obtain/provide required information, correct errors, and/or for clarification purposes. 
Communicates with candidates and the general public when asked questions about salary, job duties, and other work 
factors to ensure accurate and realistic portrayals of the work involved. Communicates with outside agencies for the 
purposes of recruitment, employment verification, and background checks. Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates. Assists candidates with the 
application and hiring process. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Coordinating the Work and Activities of Others: Coordinates with non-human resources 
personnel to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination. Coordinates the announcement of open 
positions to ensure coverage and compatibility with availability and workload. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings, events, 
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and other special projects as required to ensure availability, attendance, and coverage. Developing and Building Teams: 
Identifies motivational factors relevant to assigned subordinates to enhance commitment and performance. Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Encourages assigned subordinates to pursue career development opportunities as a means of improving 
team performance. Interacting With Computers: Uses appropriate database tracking software specific to the state and 
agency as required. Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Liaises with agency Human Resources 
representatives, state Department of Human Resources representatives, and other organizational representatives to 
ensure accurate and timely processing of transactions and other human resources related tasks. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort. Performing Administrative Activities: Performs a variety of working level 
professional human resources administrative duties related to: internal and external affirmative action and contract 
compliance; career development and counseling; employee relations; performance evaluation; employee feedback; 
training coordination; recruitment, interviewing and selection; general human resources management and other areas 
of professional human resources work. Completes performance evaluation documentation for all assigned subordinates. 
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required. Scans, uploads, faxes, and/or emails backup copies of human resources transaction documentation to 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work 
assignments. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications. Sends notifications of special events, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information. Participates in s 
 
Competencies (KSA’s): 
Competencies: Customer Focus Ethics and Values Integrity and Trust Problem Solving Conflict Management Directing 
Others Decision Quality Drive for Results Presentation Skills Organizational Agility Managerial CourageKnowledge: 
Advanced knowledge of personnel and human resources policies, procedures, and best practices as applied to the public 
sector Advanced knowledge of law and government as it pertains to human resources work in the public sector 
Intermediate knowledge of clerical processes and procedures related to office work Intermediate knowledge of 
customer and personal service best practices Intermediate knowledge of office productivity software including but not 
limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Basic knowledge of Education and 
Training as it pertains to workforce training and development Basic knowledge of administration and management as it 
pertains to frontline supervision Skills: Intermediate mathematics skills (arithmetic) Intermediate reading 
comprehension Intermediate speaking skills Intermediate writing skills Intermediate coordination skills Intermediate 
instructing skills Intermediate social perceptiveness skills Intermediate judgment and decision making skills Intermediate 
systems analysis skills Intermediate quality control analysis skills Intermediate systems evaluation skills Intermediate 
time management skills Basic skill in the management of material resources Basic skill in the management of personnel 
resources Basic skill with learning strategies Active learning skills Active listening skills Service orientation skills Abilities: 
Intermediate mathematical reasoning ability Intermediate oral comprehension ability Intermediate oral expression 
ability Intermediate time sharing ability Intermediate written comprehension ability Intermediate written expression 
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ability Deductive reasoning ability Inductive reasoning ability Information ordering ability Problem sensitivity ability 
Manual dexterity Near vision Speech clarity Speech recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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073766 - HR BUSINESS PARTNER 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3888 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073767 - HR BUSINESS PARTNER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3723 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073768 - HR BUSINESS PARTNER 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3724 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073768 - HR BUSINESS PARTNER 3 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3725 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073768 - HR BUSINESS PARTNER 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3726 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073717 - HR COMMUNICATIONS MANAGER 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3823 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073812 - HR DATA ANALYST 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3641 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in mathematics, 
economics, or computer science.Substitution of Experience for Education: Experience in mathematics, economics, or 
computer science can substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs data analytic work of routine difficulty; and performs related work as 
required.Distinguishing Features: An incumbent in this class is employed in the Department of Human Resources (DOHR) 
and will be responsible for importing, transforming, validating or modeling human resource or related data with the 
purpose of understanding or drawing conclusions from the data in order to drive operational decision-making.  
 
Work Activities: 
1. Develops and implements data analyses, data collection systems and other strategies that optimize statistical 
efficiency and quality.2. Collects, manipulates, interprets data and analyzes results by using statistical techniques.3. 
Acquires data from internal and external data sources; builds a system to maintain databases/data systems.4. Prepares 
various statistical reports on operational performance on daily, monthly, quarterly and annual basis.5. Prepares drafts 
and develops standards for different reports on data management systems.6. Interacts individually with customers to 
identify their information and research needs.7. Prepare reports, which may be in the form of visualizations such as 
graphs, charts, tables and dashboards, detailing the significant results they deduced.8. Guards and protects the 
organization’s data, making sure that the data repositories produce consistent, reusable data.9. Performs basic statistics 
such as variations and averages to predict yields or create and interpret histograms.10. Extracts information from 
databases using complex query statements and advanced database tools.11. Provides data analyses comparing results 
to competitors and the industry.12. Researches best practices and supports developing the solutions and 
recommendations for the current business operations.13. May assist in developing or implementing systems to capture 
business operation information.14. Provides analytical support and data analysis on projects and human resource 
metrics.15. Provides data input to annual salary surveys.16. May supervise staff: Writes job plans to ensure performance 
objectives are established; conducts performance evaluations to provide feedback on employee performance. 
 
Competencies (KSA’s): 
Competencies:1. Creativity2. Decision Quality3. Perspective4. Problem solving5. Priority Setting6. Time Management7. 
Written Communication8. Integrity & Trust9. Presentation SkillsKnowledge:1. Communication & Media2. Computer & 
Electronics3. Economics & Accounting4. Mathematics5. Personnel & Human ResourcesSkills:1. Critical thinking2. 
Mathematics3. Complex Problem Solving4. Systems AnalysisAbilities:1. Mathematical Reasoning2. Deductive 
Reasoning3. Inductive Reasoning4. Flexibility & Closure5. Information Ordering  
 
Tools and Equipment Used: 
  Personal Computer Telephone Printer Copy Machine Scanner Calculator Other office related equipment as required   
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073751 - HR DIRECTOR 1 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3911 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a yearfor-year basis, to a maximum of four years; additional graduate 
coursework in human resources administration or other related acceptable field may be substituted for the required 
non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time increasingly 
responsible professional staff administrative and/or analytic work including at least, one year of human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
supervisory work of average difficulty in directing all human resources related activities for a very large remote site or 
for a moderate sized department with a moderately complex human resources system; and performs related work as 
required.Distinguishing Features: This is the first level in the HR Director sub-series. Characteristic of classes in this sub-
series is the management of all human resources operations within a significant human resources system. Incumbents in 
this class direct all human resources activities at large state institutions such as the main prison, mental health institutes 
and developmental centers, and moderate-sized agencies or departments with moderately complex human resources 
systems. This class differs from HR Director 2 in that incumbents of the latter direct human resources operations for 
moderate-sized departments or agencies with complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for the largest of state institutions or for moderate-sized 
departments or agencies with moderately complex human resources systems; manages human resources functions such 
as position classification, position control, special recruitment, interviewing and selection of applicants for employment, 
affirmative action, career planning, career development, training, employee relations, safety, performance evaluation, 
and human resources transactions; personally handles the more difficult human resources analytic work occurring in the 
organization.2. Assigns, trains, supervises, and evaluates subordinate professional and other staff and their work; makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, transfer, 
retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. Coordinates 
the explanation, interpretation, and enforcement of pertinent policies and procedures for the organization; supervises 
and participates in studying policies and methods and making recommendations for changes where warranted; 
participates in studying organization, operations, and services and making recommendations for improvements in 
economy, efficiency, and quality or organization, operations, and services; gives guidance and advice to operating units 
on human resources matters to assure consistency and equity for all employees; personally performs general staff 
analytic work in any area of human resources management as assigned.4. Supervises and participates in leave, 
attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for the 
organization; assists in preparing personal services portion of the budget; monitors training funds usage by assuring that 
requests for out-service training are proper and consistent with established policy and procedure.5. Meets and confers 
with all levels of employees and officials in the organization on human resources matters in order to provide explanation 
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and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to central human 
resources units; performs as liaison and confers with other human resources directors and central human resources in 
assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073751 - HR DIRECTOR 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3912 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a yearfor-year basis, to a maximum of four years; additional graduate 
coursework in human resources administration or other related acceptable field may be substituted for the required 
non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time increasingly 
responsible professional staff administrative and/or analytic work including at least, one year of human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
supervisory work of average difficulty in directing all human resources related activities for a very large remote site or 
for a moderate sized department with a moderately complex human resources system; and performs related work as 
required.Distinguishing Features: This is the first level in the HR Director sub-series. Characteristic of classes in this sub-
series is the management of all human resources operations within a significant human resources system. Incumbents in 
this class direct all human resources activities at large state institutions such as the main prison, mental health institutes 
and developmental centers, and moderate-sized agencies or departments with moderately complex human resources 
systems. This class differs from HR Director 2 in that incumbents of the latter direct human resources operations for 
moderate-sized departments or agencies with complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for the largest of state institutions or for moderate-sized 
departments or agencies with moderately complex human resources systems; manages human resources functions such 
as position classification, position control, special recruitment, interviewing and selection of applicants for employment, 
affirmative action, career planning, career development, training, employee relations, safety, performance evaluation, 
and human resources transactions; personally handles the more difficult human resources analytic work occurring in the 
organization.2. Assigns, trains, supervises, and evaluates subordinate professional and other staff and their work; makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, transfer, 
retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. Coordinates 
the explanation, interpretation, and enforcement of pertinent policies and procedures for the organization; supervises 
and participates in studying policies and methods and making recommendations for changes where warranted; 
participates in studying organization, operations, and services and making recommendations for improvements in 
economy, efficiency, and quality or organization, operations, and services; gives guidance and advice to operating units 
on human resources matters to assure consistency and equity for all employees; personally performs general staff 
analytic work in any area of human resources management as assigned.4. Supervises and participates in leave, 
attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for the 
organization; assists in preparing personal services portion of the budget; monitors training funds usage by assuring that 
requests for out-service training are proper and consistent with established policy and procedure.5. Meets and confers 
with all levels of employees and officials in the organization on human resources matters in order to provide explanation 



 TN Job Classification Specifications  
September 22, 2020 

and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to central human 
resources units; performs as liaison and confers with other human resources directors and central human resources in 
assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073751 - HR DIRECTOR 1 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3913 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a yearfor-year basis, to a maximum of four years; additional graduate 
coursework in human resources administration or other related acceptable field may be substituted for the required 
non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time increasingly 
responsible professional staff administrative and/or analytic work including at least, one year of human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
supervisory work of average difficulty in directing all human resources related activities for a very large remote site or 
for a moderate sized department with a moderately complex human resources system; and performs related work as 
required.Distinguishing Features: This is the first level in the HR Director sub-series. Characteristic of classes in this sub-
series is the management of all human resources operations within a significant human resources system. Incumbents in 
this class direct all human resources activities at large state institutions such as the main prison, mental health institutes 
and developmental centers, and moderate-sized agencies or departments with moderately complex human resources 
systems. This class differs from HR Director 2 in that incumbents of the latter direct human resources operations for 
moderate-sized departments or agencies with complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for the largest of state institutions or for moderate-sized 
departments or agencies with moderately complex human resources systems; manages human resources functions such 
as position classification, position control, special recruitment, interviewing and selection of applicants for employment, 
affirmative action, career planning, career development, training, employee relations, safety, performance evaluation, 
and human resources transactions; personally handles the more difficult human resources analytic work occurring in the 
organization.2. Assigns, trains, supervises, and evaluates subordinate professional and other staff and their work; makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, transfer, 
retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. Coordinates 
the explanation, interpretation, and enforcement of pertinent policies and procedures for the organization; supervises 
and participates in studying policies and methods and making recommendations for changes where warranted; 
participates in studying organization, operations, and services and making recommendations for improvements in 
economy, efficiency, and quality or organization, operations, and services; gives guidance and advice to operating units 
on human resources matters to assure consistency and equity for all employees; personally performs general staff 
analytic work in any area of human resources management as assigned.4. Supervises and participates in leave, 
attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for the 
organization; assists in preparing personal services portion of the budget; monitors training funds usage by assuring that 
requests for out-service training are proper and consistent with established policy and procedure.5. Meets and confers 
with all levels of employees and officials in the organization on human resources matters in order to provide explanation 
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and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to central human 
resources units; performs as liaison and confers with other human resources directors and central human resources in 
assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073751 - HR DIRECTOR 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3914 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a yearfor-year basis, to a maximum of four years; additional graduate 
coursework in human resources administration or other related acceptable field may be substituted for the required 
non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time increasingly 
responsible professional staff administrative and/or analytic work including at least, one year of human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
supervisory work of average difficulty in directing all human resources related activities for a very large remote site or 
for a moderate sized department with a moderately complex human resources system; and performs related work as 
required.Distinguishing Features: This is the first level in the HR Director sub-series. Characteristic of classes in this sub-
series is the management of all human resources operations within a significant human resources system. Incumbents in 
this class direct all human resources activities at large state institutions such as the main prison, mental health institutes 
and developmental centers, and moderate-sized agencies or departments with moderately complex human resources 
systems. This class differs from HR Director 2 in that incumbents of the latter direct human resources operations for 
moderate-sized departments or agencies with complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for the largest of state institutions or for moderate-sized 
departments or agencies with moderately complex human resources systems; manages human resources functions such 
as position classification, position control, special recruitment, interviewing and selection of applicants for employment, 
affirmative action, career planning, career development, training, employee relations, safety, performance evaluation, 
and human resources transactions; personally handles the more difficult human resources analytic work occurring in the 
organization.2. Assigns, trains, supervises, and evaluates subordinate professional and other staff and their work; makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, transfer, 
retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. Coordinates 
the explanation, interpretation, and enforcement of pertinent policies and procedures for the organization; supervises 
and participates in studying policies and methods and making recommendations for changes where warranted; 
participates in studying organization, operations, and services and making recommendations for improvements in 
economy, efficiency, and quality or organization, operations, and services; gives guidance and advice to operating units 
on human resources matters to assure consistency and equity for all employees; personally performs general staff 
analytic work in any area of human resources management as assigned.4. Supervises and participates in leave, 
attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for the 
organization; assists in preparing personal services portion of the budget; monitors training funds usage by assuring that 
requests for out-service training are proper and consistent with established policy and procedure.5. Meets and confers 
with all levels of employees and officials in the organization on human resources matters in order to provide explanation 
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and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to central human 
resources units; performs as liaison and confers with other human resources directors and central human resources in 
assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073751 - HR DIRECTOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3915 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a yearfor-year basis, to a maximum of four years; additional graduate 
coursework in human resources administration or other related acceptable field may be substituted for the required 
non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time increasingly 
responsible professional staff administrative and/or analytic work including at least, one year of human resources 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
supervisory work of average difficulty in directing all human resources related activities for a very large remote site or 
for a moderate sized department with a moderately complex human resources system; and performs related work as 
required.Distinguishing Features: This is the first level in the HR Director sub-series. Characteristic of classes in this sub-
series is the management of all human resources operations within a significant human resources system. Incumbents in 
this class direct all human resources activities at large state institutions such as the main prison, mental health institutes 
and developmental centers, and moderate-sized agencies or departments with moderately complex human resources 
systems. This class differs from HR Director 2 in that incumbents of the latter direct human resources operations for 
moderate-sized departments or agencies with complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for the largest of state institutions or for moderate-sized 
departments or agencies with moderately complex human resources systems; manages human resources functions such 
as position classification, position control, special recruitment, interviewing and selection of applicants for employment, 
affirmative action, career planning, career development, training, employee relations, safety, performance evaluation, 
and human resources transactions; personally handles the more difficult human resources analytic work occurring in the 
organization.2. Assigns, trains, supervises, and evaluates subordinate professional and other staff and their work; makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, transfer, 
retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. Coordinates 
the explanation, interpretation, and enforcement of pertinent policies and procedures for the organization; supervises 
and participates in studying policies and methods and making recommendations for changes where warranted; 
participates in studying organization, operations, and services and making recommendations for improvements in 
economy, efficiency, and quality or organization, operations, and services; gives guidance and advice to operating units 
on human resources matters to assure consistency and equity for all employees; personally performs general staff 
analytic work in any area of human resources management as assigned.4. Supervises and participates in leave, 
attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for the 
organization; assists in preparing personal services portion of the budget; monitors training funds usage by assuring that 
requests for out-service training are proper and consistent with established policy and procedure.5. Meets and confers 
with all levels of employees and officials in the organization on human resources matters in order to provide explanation 
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and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to central human 
resources units; performs as liaison and confers with other human resources directors and central human resources in 
assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073750 - HR DIRECTOR 2 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3891 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional 
graduate coursework in human resources administration or other related acceptable field may be substituted for the 
required non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time 
increasingly responsible professional staff administrative and/or analytic work including at least, one year of human 
resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a moderate-sized department with a complex human resources system; and performs related work 
as required.Distinguishing Features: This is the second level in the HR Director sub-series. Incumbents in this class direct 
all human resources functions for moderate-sized departments or agencies with complex human resources systems. 
This class differs from HR Director 1 in that incumbents of the latter direct human resources operations for large state 
institutions or for moderate-sized departments or agencies with moderately complex human resources operations. This 
class differs from HR Director 3 in that incumbents of the latter direct human resources activities for large operating 
departments with very complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for a moderate-sized department with a complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
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desired results, and to handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073750 - HR DIRECTOR 2 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3892 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional 
graduate coursework in human resources administration or other related acceptable field may be substituted for the 
required non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time 
increasingly responsible professional staff administrative and/or analytic work including at least, one year of human 
resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a moderate-sized department with a complex human resources system; and performs related work 
as required.Distinguishing Features: This is the second level in the HR Director sub-series. Incumbents in this class direct 
all human resources functions for moderate-sized departments or agencies with complex human resources systems. 
This class differs from HR Director 1 in that incumbents of the latter direct human resources operations for large state 
institutions or for moderate-sized departments or agencies with moderately complex human resources operations. This 
class differs from HR Director 3 in that incumbents of the latter direct human resources activities for large operating 
departments with very complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for a moderate-sized department with a complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
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desired results, and to handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073750 - HR DIRECTOR 2 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3893 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional 
graduate coursework in human resources administration or other related acceptable field may be substituted for the 
required non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time 
increasingly responsible professional staff administrative and/or analytic work including at least, one year of human 
resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a moderate-sized department with a complex human resources system; and performs related work 
as required.Distinguishing Features: This is the second level in the HR Director sub-series. Incumbents in this class direct 
all human resources functions for moderate-sized departments or agencies with complex human resources systems. 
This class differs from HR Director 1 in that incumbents of the latter direct human resources operations for large state 
institutions or for moderate-sized departments or agencies with moderately complex human resources operations. This 
class differs from HR Director 3 in that incumbents of the latter direct human resources activities for large operating 
departments with very complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for a moderate-sized department with a complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 



 TN Job Classification Specifications  
September 22, 2020 

desired results, and to handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073750 - HR DIRECTOR 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3894 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional staff administrative 
and/or analytic work including at least, one year of human resources work; qualifying full-time professional experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years; additional 
graduate coursework in human resources administration or other related acceptable field may be substituted for the 
required non-specialized experience, on a year-for-year basis, to a maximum of two years; OR four years of full-time 
increasingly responsible professional staff administrative and/or analytic work including at least, one year of human 
resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under direction, is responsible for professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a moderate-sized department with a complex human resources system; and performs related work 
as required.Distinguishing Features: This is the second level in the HR Director sub-series. Incumbents in this class direct 
all human resources functions for moderate-sized departments or agencies with complex human resources systems. 
This class differs from HR Director 1 in that incumbents of the latter direct human resources operations for large state 
institutions or for moderate-sized departments or agencies with moderately complex human resources operations. This 
class differs from HR Director 3 in that incumbents of the latter direct human resources activities for large operating 
departments with very complex human resources systems. 
 
Work Activities: 
1. Directs the human resources management function for a moderate-sized department with a complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
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desired results, and to handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073752 - HR DIRECTOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3918 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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Tools and Equipment Used: 
"Click here to access current compensation information." 
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073752 - HR DIRECTOR 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3919 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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073752 - HR DIRECTOR 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3920 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073752 - HR DIRECTOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3921 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3922 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3923 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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Agency:  TBI (34800) 
Edison Template Job Opening ID:  3924 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional general human resources analytic work of considerable difficulty and 
human resources management and supervisory work of average difficulty in directing all human resources related 
activities for a relatively large department with a complex human resources system; and performs related work as 
required.Distinguishing Features: This is the third level in the HR Director sub-series. Incumbents in this class direct all 
human resources functions for large departments with very complex human resources systems. This class differs from 
HR Director 2 in that incumbents of the latter direct all human resources operations for moderate-sized departments or 
agencies with complex human resources systems. This class differs from HR Director 4 in that incumbents of the latter 
direct human resources activities for the largest of operating departments with the most complex of human resources 
systems. 
 
Work Activities: 
1. Directs the human resources management function for a relatively large department with a very complex human 
resources system; manages human resources functions including position classification, position control, special 
recruitment, interviewing and selection of applicants for employment, affirmative action and equal opportunity, career 
planning and development, training, performance evaluation, employee relations, safety, and human resources 
transactions; personally handles the more difficult human resources analytic work occurring in the organization.2. 
Assigns, trains, supervises, and evaluates subordinate professional and other human resources staff and their work; 
makes recommendations and decisions on human resources actions such as employment, promotion, demotion, 
transfer, retention, and performance increases; gives guidance and advice to subordinates on technical matters.3. 
Assists management in developing overall administrative policies and methods in the department; supervises and 
participates in major studies of policies and methods and makes recommendations for changes where warranted; 
participates in studying organization, operations, and services and makes recommendations for improvements in 
economy, efficiency, and quality in these areas; gives guidance and advice to operating units on human resources 
matters to assure consistency and equity for all employees; personally performs general staff analytic work in any area 
of human resources management as assigned.4. Supervises and participates in leave, attendance, and deductions 
portion of the payroll function and, as assigned, may direct the payroll function for the organization; assists in preparing 
personal services portion of the budget; monitors training funds usage by assuring that requests for out-service training 
are proper and consistent with established policy and procedure.5. Meets and deals with all levels of employees and 
officials in the organization on human resources matters in order to provide explanation and interpretation, to obtain 
desired results, and handle difficult personal relations; acts as liaison to central human resources; acts as liaison and 
confers with other human resources directors and central human resources in assuring a consistent and proper human 
resources management system for the state service.6. Supervises and participates in preparing a large volume and 
variety of human resources records and reports. 
 
Competencies (KSA’s): 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  3719 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional human resources analytic and managerial work of considerable 
difficulty and supervisory work of average difficulty in directing all human resources related activities for the largest and 
most complex of departments; and performs related work as required.Distinguishing Features: This is the highest level 
in the HR Director sub-series. Incumbents in this class direct all human resources functions for the largest of operating 
departments with the most complex of human resources system. This class differs from HR Director 3 in that 
incumbents of the latter direct human resources operations for large departments with very complex human resources 
operations. 
 
Work Activities: 
1. Directs the human resources management function for the largest of operating departments with the most complex 
of human resources systems; manages human resources functions including position classification, special recruitment, 
interviewing and selection of applicants for employment, position control, affirmative action and equal opportunity, 
career planning and development, training, performance evaluation, executive development, employee recognition and 
award program, employee relations and grievance, fund drives, safety, and human resources transactions; personally 
handles the more difficult human resources analytic work occurring in the organization.2. Assigns, trains, supervises, and 
evaluates subordinate professional and other human resources staff and their work; makes recommendations and 
decisions on human resources actions such as employment, promotion, demotion, transfer, retention, and performance 
increases; gives guidance and advice to subordinates on technical matters.3. Assists management in developing overall 
administrative policies and methods in the department; supervises and participates in major studies of policies and 
methods and makes recommendations for change where warranted; participates in studying organization, operations, 
and services and makes recommendations for improvements in economy, efficiency, and quality in these areas; gives 
guidance and advice to operating units on human resources matters in order to assure consistency and equity for all 
employees; personally performs general staff analytic work in any area of human resources management as assigned; 
formulates, devises, and maintains organizational and functional charts and related management tools.4. Supervises the 
leave, attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for 
the organization; prepares the personal services portion of the departmental budget; monitors training funds usage by 
assuring that requests for out-service training are proper and consistent with established policy and procedure.5. Meets 
and deals with all level of employees and officials in the organization on human resources matters in order to provide 
explanation and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to 
central human resources; acts as liaison and confers with other human resources directors and central human resources 
in assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3720 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional human resources analytic and managerial work of considerable 
difficulty and supervisory work of average difficulty in directing all human resources related activities for the largest and 
most complex of departments; and performs related work as required.Distinguishing Features: This is the highest level 
in the HR Director sub-series. Incumbents in this class direct all human resources functions for the largest of operating 
departments with the most complex of human resources system. This class differs from HR Director 3 in that 
incumbents of the latter direct human resources operations for large departments with very complex human resources 
operations. 
 
Work Activities: 
1. Directs the human resources management function for the largest of operating departments with the most complex 
of human resources systems; manages human resources functions including position classification, special recruitment, 
interviewing and selection of applicants for employment, position control, affirmative action and equal opportunity, 
career planning and development, training, performance evaluation, executive development, employee recognition and 
award program, employee relations and grievance, fund drives, safety, and human resources transactions; personally 
handles the more difficult human resources analytic work occurring in the organization.2. Assigns, trains, supervises, and 
evaluates subordinate professional and other human resources staff and their work; makes recommendations and 
decisions on human resources actions such as employment, promotion, demotion, transfer, retention, and performance 
increases; gives guidance and advice to subordinates on technical matters.3. Assists management in developing overall 
administrative policies and methods in the department; supervises and participates in major studies of policies and 
methods and makes recommendations for change where warranted; participates in studying organization, operations, 
and services and makes recommendations for improvements in economy, efficiency, and quality in these areas; gives 
guidance and advice to operating units on human resources matters in order to assure consistency and equity for all 
employees; personally performs general staff analytic work in any area of human resources management as assigned; 
formulates, devises, and maintains organizational and functional charts and related management tools.4. Supervises the 
leave, attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for 
the organization; prepares the personal services portion of the departmental budget; monitors training funds usage by 
assuring that requests for out-service training are proper and consistent with established policy and procedure.5. Meets 
and deals with all level of employees and officials in the organization on human resources matters in order to provide 
explanation and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to 
central human resources; acts as liaison and confers with other human resources directors and central human resources 
in assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073753 - HR DIRECTOR 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3721 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional human resources analytic and managerial work of considerable 
difficulty and supervisory work of average difficulty in directing all human resources related activities for the largest and 
most complex of departments; and performs related work as required.Distinguishing Features: This is the highest level 
in the HR Director sub-series. Incumbents in this class direct all human resources functions for the largest of operating 
departments with the most complex of human resources system. This class differs from HR Director 3 in that 
incumbents of the latter direct human resources operations for large departments with very complex human resources 
operations. 
 
Work Activities: 
1. Directs the human resources management function for the largest of operating departments with the most complex 
of human resources systems; manages human resources functions including position classification, special recruitment, 
interviewing and selection of applicants for employment, position control, affirmative action and equal opportunity, 
career planning and development, training, performance evaluation, executive development, employee recognition and 
award program, employee relations and grievance, fund drives, safety, and human resources transactions; personally 
handles the more difficult human resources analytic work occurring in the organization.2. Assigns, trains, supervises, and 
evaluates subordinate professional and other human resources staff and their work; makes recommendations and 
decisions on human resources actions such as employment, promotion, demotion, transfer, retention, and performance 
increases; gives guidance and advice to subordinates on technical matters.3. Assists management in developing overall 
administrative policies and methods in the department; supervises and participates in major studies of policies and 
methods and makes recommendations for change where warranted; participates in studying organization, operations, 
and services and makes recommendations for improvements in economy, efficiency, and quality in these areas; gives 
guidance and advice to operating units on human resources matters in order to assure consistency and equity for all 
employees; personally performs general staff analytic work in any area of human resources management as assigned; 
formulates, devises, and maintains organizational and functional charts and related management tools.4. Supervises the 
leave, attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for 
the organization; prepares the personal services portion of the departmental budget; monitors training funds usage by 
assuring that requests for out-service training are proper and consistent with established policy and procedure.5. Meets 
and deals with all level of employees and officials in the organization on human resources matters in order to provide 
explanation and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to 
central human resources; acts as liaison and confers with other human resources directors and central human resources 
in assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  3722 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs professional human resources analytic and managerial work of considerable 
difficulty and supervisory work of average difficulty in directing all human resources related activities for the largest and 
most complex of departments; and performs related work as required.Distinguishing Features: This is the highest level 
in the HR Director sub-series. Incumbents in this class direct all human resources functions for the largest of operating 
departments with the most complex of human resources system. This class differs from HR Director 3 in that 
incumbents of the latter direct human resources operations for large departments with very complex human resources 
operations. 
 
Work Activities: 
1. Directs the human resources management function for the largest of operating departments with the most complex 
of human resources systems; manages human resources functions including position classification, special recruitment, 
interviewing and selection of applicants for employment, position control, affirmative action and equal opportunity, 
career planning and development, training, performance evaluation, executive development, employee recognition and 
award program, employee relations and grievance, fund drives, safety, and human resources transactions; personally 
handles the more difficult human resources analytic work occurring in the organization.2. Assigns, trains, supervises, and 
evaluates subordinate professional and other human resources staff and their work; makes recommendations and 
decisions on human resources actions such as employment, promotion, demotion, transfer, retention, and performance 
increases; gives guidance and advice to subordinates on technical matters.3. Assists management in developing overall 
administrative policies and methods in the department; supervises and participates in major studies of policies and 
methods and makes recommendations for change where warranted; participates in studying organization, operations, 
and services and makes recommendations for improvements in economy, efficiency, and quality in these areas; gives 
guidance and advice to operating units on human resources matters in order to assure consistency and equity for all 
employees; personally performs general staff analytic work in any area of human resources management as assigned; 
formulates, devises, and maintains organizational and functional charts and related management tools.4. Supervises the 
leave, attendance, and deductions portion of the payroll function and, as assigned, may direct the payroll function for 
the organization; prepares the personal services portion of the departmental budget; monitors training funds usage by 
assuring that requests for out-service training are proper and consistent with established policy and procedure.5. Meets 
and deals with all level of employees and officials in the organization on human resources matters in order to provide 
explanation and interpretation, to obtain desired results, and to handle difficult personal relations; acts as liaison to 
central human resources; acts as liaison and confers with other human resources directors and central human resources 
in assuring a consistent and proper human resources management system for the state service.6. Supervises and 
participates in preparing a large volume and variety of human resources records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073802 - HR GENERALIST 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3749 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources experience may be 
substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.    
 
Job Overview: 
Summary: Under immediate supervision, performs human resources administrative work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the first level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An incumbent in this class is responsible for implementing human resources services including: prepare, 
process and maintain human resources transactions and performs less complex analysis; may act as the human 
resources generalist for a small to medium size field office or institution such as a correctional facility, or for a medium 
sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs human 
resources work of a more difficult nature and may mentor employees of this class.  
 
Work Activities: 
 Provides guidance and advice on human resources processes and procedures such as the payroll system and 
timekeeping policies and procedures, appropriate transaction codes for use in human resources related data entry and 
record keeping, the hiring processes and procedures as required, appropriate forms for use with requested human 
resources changes and transactions, proper departmental procedures related to the accomplishment of their daily 
workload. Prepares, processes, reviews and corrects human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, 
information changes, leave and attendance, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Enters employee information, including but not limited 
to schedule information, general and personal information, leave information, worker's compensation, and other 
human resources related transactions, into appropriate database tracking software specific to the state and agency, 
electronic and paper tracking logs and spreadsheets, and other forms. Identifies changes in employee status including 
but not limited to: leave status, personal / general information changes, benefits status, etc. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Prepares and maintains a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance management records, longevity records, leave and 
attendance records, employee work schedules, overtime reports, and payroll reports. Conducts agency specific and 
specialized training for agency employees to facilitate change and improvement initiatives. Explains employee benefits 
to new employees with questions on topics including but not limited to retirement and insurance policies and 
procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, 
military leave, etc. Handles and audits personnel files and other employee documentation to ensure completeness, 
accuracy, compliance to facilitate file organization, research, and requests from business partners.  
 
Competencies (KSA’s): 
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Competencies: Ethics and Values Integrity and Trust Customer Focus Learning on the Fly Technical Learning Listening 
Time Management Priority Setting Timely Decision Making Written Communications Perseverance Self knowledge Drive 
for results Interpersonal Savvy Perspective Dealing with AmbiguityKnowledge: Basic knowledge of human resources 
policies and procedures related to training, compensation, benefits, timekeeping, and personnel information systems 
management Basic knowledge of customer and personal service principles and best practices Basic knowledge of 
departmental, state, and federal laws, rules, regulations, policies, and procedures related to human resources 
transaction processing Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft 
Office Suite) Basic knowledge of computer operation Basic knowledge of mathematics (arithmetic) Basic knowledge of 
clerical processes and procedures.Skills: Basic time management skills Active listening skills Critical Thinking Basic writing 
skills Basic speaking skills Basic reading comprehension skills Basic mathematics skills Service Orientation Basic skill in 
the coordination of one's own workload Active learning skillsAbilities: Deductive reasoning Problem sensitivity Basic 
written comprehension ability Basic written expression ability Basic oral comprehension ability Basic oral expression 
ability Basic mathematical reasoning ability Static strength ability Speech clarity ability  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073802 - HR GENERALIST 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3750 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources experience may be 
substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.    
 
Job Overview: 
Summary: Under immediate supervision, performs human resources administrative work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the first level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An incumbent in this class is responsible for implementing human resources services including: prepare, 
process and maintain human resources transactions and performs less complex analysis; may act as the human 
resources generalist for a small to medium size field office or institution such as a correctional facility, or for a medium 
sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs human 
resources work of a more difficult nature and may mentor employees of this class.  
 
Work Activities: 
 Provides guidance and advice on human resources processes and procedures such as the payroll system and 
timekeeping policies and procedures, appropriate transaction codes for use in human resources related data entry and 
record keeping, the hiring processes and procedures as required, appropriate forms for use with requested human 
resources changes and transactions, proper departmental procedures related to the accomplishment of their daily 
workload. Prepares, processes, reviews and corrects human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, 
information changes, leave and attendance, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Enters employee information, including but not limited 
to schedule information, general and personal information, leave information, worker's compensation, and other 
human resources related transactions, into appropriate database tracking software specific to the state and agency, 
electronic and paper tracking logs and spreadsheets, and other forms. Identifies changes in employee status including 
but not limited to: leave status, personal / general information changes, benefits status, etc. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Prepares and maintains a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance management records, longevity records, leave and 
attendance records, employee work schedules, overtime reports, and payroll reports. Conducts agency specific and 
specialized training for agency employees to facilitate change and improvement initiatives. Explains employee benefits 
to new employees with questions on topics including but not limited to retirement and insurance policies and 
procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, 
military leave, etc. Handles and audits personnel files and other employee documentation to ensure completeness, 
accuracy, compliance to facilitate file organization, research, and requests from business partners.  
 
Competencies (KSA’s): 
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Competencies: Ethics and Values Integrity and Trust Customer Focus Learning on the Fly Technical Learning Listening 
Time Management Priority Setting Timely Decision Making Written Communications Perseverance Self knowledge Drive 
for results Interpersonal Savvy Perspective Dealing with AmbiguityKnowledge: Basic knowledge of human resources 
policies and procedures related to training, compensation, benefits, timekeeping, and personnel information systems 
management Basic knowledge of customer and personal service principles and best practices Basic knowledge of 
departmental, state, and federal laws, rules, regulations, policies, and procedures related to human resources 
transaction processing Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft 
Office Suite) Basic knowledge of computer operation Basic knowledge of mathematics (arithmetic) Basic knowledge of 
clerical processes and procedures.Skills: Basic time management skills Active listening skills Critical Thinking Basic writing 
skills Basic speaking skills Basic reading comprehension skills Basic mathematics skills Service Orientation Basic skill in 
the coordination of one's own workload Active learning skillsAbilities: Deductive reasoning Problem sensitivity Basic 
written comprehension ability Basic written expression ability Basic oral comprehension ability Basic oral expression 
ability Basic mathematical reasoning ability Static strength ability Speech clarity ability  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073802 - HR GENERALIST 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3751 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying full-time professional or paraprofessional human resources experience may be 
substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.    
 
Job Overview: 
Summary: Under immediate supervision, performs human resources administrative work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the first level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An incumbent in this class is responsible for implementing human resources services including: prepare, 
process and maintain human resources transactions and performs less complex analysis; may act as the human 
resources generalist for a small to medium size field office or institution such as a correctional facility, or for a medium 
sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs human 
resources work of a more difficult nature and may mentor employees of this class.  
 
Work Activities: 
 Provides guidance and advice on human resources processes and procedures such as the payroll system and 
timekeeping policies and procedures, appropriate transaction codes for use in human resources related data entry and 
record keeping, the hiring processes and procedures as required, appropriate forms for use with requested human 
resources changes and transactions, proper departmental procedures related to the accomplishment of their daily 
workload. Prepares, processes, reviews and corrects human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, 
information changes, leave and attendance, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Enters employee information, including but not limited 
to schedule information, general and personal information, leave information, worker's compensation, and other 
human resources related transactions, into appropriate database tracking software specific to the state and agency, 
electronic and paper tracking logs and spreadsheets, and other forms. Identifies changes in employee status including 
but not limited to: leave status, personal / general information changes, benefits status, etc. Verifies applicants' general 
information, previous employment, education, compliance with necessary and special qualifications, and possession of 
required licenses or certificates. Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Prepares and maintains a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance management records, longevity records, leave and 
attendance records, employee work schedules, overtime reports, and payroll reports. Conducts agency specific and 
specialized training for agency employees to facilitate change and improvement initiatives. Explains employee benefits 
to new employees with questions on topics including but not limited to retirement and insurance policies and 
procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, 
military leave, etc. Handles and audits personnel files and other employee documentation to ensure completeness, 
accuracy, compliance to facilitate file organization, research, and requests from business partners.  
 
Competencies (KSA’s): 
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Competencies: Ethics and Values Integrity and Trust Customer Focus Learning on the Fly Technical Learning Listening 
Time Management Priority Setting Timely Decision Making Written Communications Perseverance Self knowledge Drive 
for results Interpersonal Savvy Perspective Dealing with AmbiguityKnowledge: Basic knowledge of human resources 
policies and procedures related to training, compensation, benefits, timekeeping, and personnel information systems 
management Basic knowledge of customer and personal service principles and best practices Basic knowledge of 
departmental, state, and federal laws, rules, regulations, policies, and procedures related to human resources 
transaction processing Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft 
Office Suite) Basic knowledge of computer operation Basic knowledge of mathematics (arithmetic) Basic knowledge of 
clerical processes and procedures.Skills: Basic time management skills Active listening skills Critical Thinking Basic writing 
skills Basic speaking skills Basic reading comprehension skills Basic mathematics skills Service Orientation Basic skill in 
the coordination of one's own workload Active learning skillsAbilities: Deductive reasoning Problem sensitivity Basic 
written comprehension ability Basic written expression ability Basic oral comprehension ability Basic oral expression 
ability Basic mathematical reasoning ability Static strength ability Speech clarity ability  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3834 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction, performs human resources administrative work of average difficulty; and performs related 
work as required.Distinguishing Features: This is the second level in the HR Generalist series. An incumbent in this class 
is employed in the Department of Human Resources (DOHR) or one of the shared services agencies. An employee in this 
class is responsible for implementing human resources services including: prepare, process and maintain complex 
human resources transactions and analysis; may act as the human resources generalist for a medium to large size field 
office or institution such as a correctional facility, or for a medium to large sized department. This class differs from the 
HR Generalist 1 in that an incumbent of the latter performs work of a lesser scope and complexity. This class differs from 
the HR Generalist 3 in that an incumbent of the latter may act as the human resources generalist for a large sized 
department and may lead employees of this class.  
 
Work Activities: 
 Interprets a variety of current human resources rules, regulations, policies, procedures, and documents for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Prepares, 
processes, reviews, audits and corrects and analyzes human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, security 
access changes, highly confidential transactions, information changes, leave and attendance, overtime reports, pay 
differentials, longevity, supplemental payroll, unemployment and performance management processing and in addition 
to other human resources activities. Enters employee information, including but not limited to schedule information, 
general and personal information, leave information, worker’s compensation, and other human resources related 
transactions, into appropriate database tracking software specific to the state and agency, electronic and paper tracking 
logs and spreadsheets, and other forms. Conducts agency specific and specialized training, orientation/on-boarding, and 
benefits meetings for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and prepares standard operating procedure documentation. Assists internal 
business partners with investigations of employee relations issues according to departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Collects 
and provides survey data to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Prepares, 
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analyzes, audits and maintains a variety of reports with recommendations for action in areas including but not limited 
to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and organizational 
structure; selection and retention; occupational safety and health; employee relations; salary plan reports for 
submission to Finance and Administration using a variety of information to identify corrections for classification and 
compensation issues; and other general human resources issues. Assists in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker’s compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Informing 
Timely decision making Time Management Written Communications Perseverance Dealing with Ambiguity Drive for 
results Interpersonal Savvy Patience Standing Alone Comfort around higher management PerspectiveKnowledge: 
Intermediate knowledge of personnel and human resources policies, procedures, and best practices as applied to the 
public sector Basic knowledge of customer and personal service best practices Intermediate knowledge of law and 
government as it pertains to human resources work in the public sector Intermediate knowledge of office productivity 
software including but not limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Intermediate 
knowledge of clerical processes and procedures related to office workSkills: Critical Thinking Basic time management 
skills Active listening skills Active learning skills Basic social perceptiveness skills Service orientation skills Intermediate 
coordination skills Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills 
Intermediate instructing skills Basic mathematics skills (arithmetic) Basic judgment and decision making skills Basic 
quality control analysis skills Basic systems analysis skillsAbilities: Deductive reasoning ability Problem sensitivity ability 
Inductive reasoning ability Intermediate time sharing ability Information ordering ability Intermediate written 
comprehension ability Intermediate written expression ability Intermediate oral comprehension ability Intermediate 
oral expression ability Intermediate mathematical reasoning ability Static strength Speech clarity Category flexibility 
ability Speech recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073803 - HR GENERALIST 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3835 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs human resources administrative work of average difficulty; and performs related 
work as required.Distinguishing Features: This is the second level in the HR Generalist series. An incumbent in this class 
is employed in the Department of Human Resources (DOHR) or one of the shared services agencies. An employee in this 
class is responsible for implementing human resources services including: prepare, process and maintain complex 
human resources transactions and analysis; may act as the human resources generalist for a medium to large size field 
office or institution such as a correctional facility, or for a medium to large sized department. This class differs from the 
HR Generalist 1 in that an incumbent of the latter performs work of a lesser scope and complexity. This class differs from 
the HR Generalist 3 in that an incumbent of the latter may act as the human resources generalist for a large sized 
department and may lead employees of this class. 
 
Work Activities: 
 Interprets a variety of current human resources rules, regulations, policies, procedures, and documents for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Prepares, 
processes, reviews, audits and corrects and analyzes human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, security 
access changes, highly confidential transactions, information changes, leave and attendance, overtime reports, pay 
differentials, longevity, supplemental payroll, unemployment and performance management processing and in addition 
to other human resources activities. Enters employee information, including but not limited to schedule information, 
general and personal information, leave information, worker’s compensation, and other human resources related 
transactions, into appropriate database tracking software specific to the state and agency, electronic and paper tracking 
logs and spreadsheets, and other forms. Conducts agency specific and specialized training, orientation/on-boarding, and 
benefits meetings for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and prepares standard operating procedure documentation. Assists internal 
business partners with investigations of employee relations issues according to departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Collects 
and provides survey data to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Prepares, 
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analyzes, audits and maintains a variety of reports with recommendations for action in areas including but not limited 
to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and organizational 
structure; selection and retention; occupational safety and health; employee relations; salary plan reports for 
submission to Finance and Administration using a variety of information to identify corrections for classification and 
compensation issues; and other general human resources issues. Assists in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker’s compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Informing 
Timely decision making Time Management Written Communications Perseverance Dealing with Ambiguity Drive for 
results Interpersonal Savvy Patience Standing Alone Comfort around higher management PerspectiveKnowledge: 
Intermediate knowledge of personnel and human resources policies, procedures, and best practices as applied to the 
public sector Basic knowledge of customer and personal service best practices Intermediate knowledge of law and 
government as it pertains to human resources work in the public sector Intermediate knowledge of office productivity 
software including but not limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Intermediate 
knowledge of clerical processes and procedures related to office workSkills: Critical Thinking Basic time management 
skills Active listening skills Active learning skills Basic social perceptiveness skills Service orientation skills Intermediate 
coordination skills Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills 
Intermediate instructing skills Basic mathematics skills (arithmetic) Basic judgment and decision making skills Basic 
quality control analysis skills Basic systems analysis skillsAbilities: Deductive reasoning ability Problem sensitivity ability 
Inductive reasoning ability Intermediate time sharing ability Information ordering ability Intermediate written 
comprehension ability Intermediate written expression ability Intermediate oral comprehension ability Intermediate 
oral expression ability Intermediate mathematical reasoning ability Static strength Speech clarity Category flexibility 
ability Speech recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3836 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under direction, performs human resources administrative work of average difficulty; and performs related 
work as required. Distinguishing Features: This is the second level in the HR Generalist series. An incumbent in this class 
is employed in the Department of Human Resources (DOHR) or one of the shared services agencies. An employee in this 
class is responsible for implementing human resources services including: prepare, process and maintain complex 
human resources transactions and analysis; may act as the human resources generalist for a medium to large size field 
office or institution such as a correctional facility, or for a medium to large sized department. This class differs from the 
HR Generalist 1 in that an incumbent of the latter performs work of a lesser scope and complexity. This class differs from 
the HR Generalist 3 in that an incumbent of the latter may act as the human resources generalist for a large sized 
department and may lead employees of this class.  
 
Work Activities: 
 Interprets a variety of current human resources rules, regulations, policies, procedures, and documents for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Prepares, 
processes, reviews, audits and corrects and analyzes human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, security 
access changes, highly confidential transactions, information changes, leave and attendance, overtime reports, pay 
differentials, longevity, supplemental payroll, unemployment and performance management processing and in addition 
to other human resources activities. Enters employee information, including but not limited to schedule information, 
general and personal information, leave information, worker's compensation, and other human resources related 
transactions, into appropriate database tracking software specific to the state and agency, electronic and paper tracking 
logs and spreadsheets, and other forms. Conducts agency specific and specialized training, orientation/on-boarding, and 
benefits meetings for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and prepares standard operating procedure documentation.  Assists internal 
business partners with investigations of employee relations issues according to departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Collects 
and provides survey data to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Prepares, 



 TN Job Classification Specifications  
September 22, 2020 

analyzes, audits and maintains a variety of reports with recommendations for action in areas including but not limited 
to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and organizational 
structure; selection and retention; occupational safety and health; employee relations; salary plan reports for 
submission to Finance and Administration using a variety of information to identify corrections for classification and 
compensation issues; and other general human resources issues. Assists in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Informing 
Timely decision making Time Management Written Communications Perseverance Dealing with Ambiguity Drive for 
results Interpersonal Savvy Patience Standing Alone Comfort around higher management PerspectiveKnowledge: 
Intermediate knowledge of personnel and human resources policies, procedures, and best practices as applied to the 
public sector Basic knowledge of customer and personal service best practices Intermediate knowledge of law and 
government as it pertains to human resources work in the public sector Intermediate knowledge of office productivity 
software including but not limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Intermediate 
knowledge of clerical processes and procedures related to office workSkills: Critical Thinking Basic time management 
skills Active listening skills Active learning skills Basic social perceptiveness skills Service orientation skills Intermediate 
coordination skills Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills 
Intermediate instructing skills Basic mathematics skills (arithmetic) Basic judgment and decision making skills Basic 
quality control analysis skills Basic systems analysis skillsAbilities: Deductive reasoning ability Problem sensitivity ability 
Inductive reasoning ability Intermediate time sharing ability Information ordering ability Intermediate written 
comprehension ability Intermediate written expression ability Intermediate oral comprehension ability Intermediate 
oral expression ability Intermediate mathematical reasoning ability Static strength Speech clarity Category flexibility 
ability Speech recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073803 - HR GENERALIST 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3837 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under direction, performs human resources administrative work of average difficulty; and performs related 
work as required. Distinguishing Features: This is the second level in the HR Generalist series. An incumbent in this class 
is employed in the Department of Human Resources (DOHR) or one of the shared services agencies. An employee in this 
class is responsible for implementing human resources services including: prepare, process and maintain complex 
human resources transactions and analysis; may act as the human resources generalist for a medium to large size field 
office or institution such as a correctional facility, or for a medium to large sized department. This class differs from the 
HR Generalist 1 in that an incumbent of the latter performs work of a lesser scope and complexity. This class differs from 
the HR Generalist 3 in that an incumbent of the latter may act as the human resources generalist for a large sized 
department and may lead employees of this class.  
 
Work Activities: 
 Interprets a variety of current human resources rules, regulations, policies, procedures, and documents for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Prepares, 
processes, reviews, audits and corrects and analyzes human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, security 
access changes, highly confidential transactions, information changes, leave and attendance, overtime reports, pay 
differentials, longevity, supplemental payroll, unemployment and performance management processing and in addition 
to other human resources activities. Enters employee information, including but not limited to schedule information, 
general and personal information, leave information, worker's compensation, and other human resources related 
transactions, into appropriate database tracking software specific to the state and agency, electronic and paper tracking 
logs and spreadsheets, and other forms. Conducts agency specific and specialized training, orientation/on-boarding, and 
benefits meetings for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and prepares standard operating procedure documentation.  Assists internal 
business partners with investigations of employee relations issues according to departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Collects 
and provides survey data to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Prepares, 
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analyzes, audits and maintains a variety of reports with recommendations for action in areas including but not limited 
to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and organizational 
structure; selection and retention; occupational safety and health; employee relations; salary plan reports for 
submission to Finance and Administration using a variety of information to identify corrections for classification and 
compensation issues; and other general human resources issues. Assists in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Informing 
Timely decision making Time Management Written Communications Perseverance Dealing with Ambiguity Drive for 
results Interpersonal Savvy Patience Standing Alone Comfort around higher management PerspectiveKnowledge: 
Intermediate knowledge of personnel and human resources policies, procedures, and best practices as applied to the 
public sector Basic knowledge of customer and personal service best practices Intermediate knowledge of law and 
government as it pertains to human resources work in the public sector Intermediate knowledge of office productivity 
software including but not limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Intermediate 
knowledge of clerical processes and procedures related to office workSkills: Critical Thinking Basic time management 
skills Active listening skills Active learning skills Basic social perceptiveness skills Service orientation skills Intermediate 
coordination skills Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills 
Intermediate instructing skills Basic mathematics skills (arithmetic) Basic judgment and decision making skills Basic 
quality control analysis skills Basic systems analysis skillsAbilities: Deductive reasoning ability Problem sensitivity ability 
Inductive reasoning ability Intermediate time sharing ability Information ordering ability Intermediate written 
comprehension ability Intermediate written expression ability Intermediate oral comprehension ability Intermediate 
oral expression ability Intermediate mathematical reasoning ability Static strength Speech clarity Category flexibility 
ability Speech recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073803 - HR GENERALIST 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3838 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under direction, performs human resources administrative work of average difficulty; and performs related 
work as required. Distinguishing Features: This is the second level in the HR Generalist series. An incumbent in this class 
is employed in the Department of Human Resources (DOHR) or one of the shared services agencies. An employee in this 
class is responsible for implementing human resources services including: prepare, process and maintain complex 
human resources transactions and analysis; may act as the human resources generalist for a medium to large size field 
office or institution such as a correctional facility, or for a medium to large sized department. This class differs from the 
HR Generalist 1 in that an incumbent of the latter performs work of a lesser scope and complexity. This class differs from 
the HR Generalist 3 in that an incumbent of the latter may act as the human resources generalist for a large sized 
department and may lead employees of this class.  
 
Work Activities: 
 Interprets a variety of current human resources rules, regulations, policies, procedures, and documents for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Prepares, 
processes, reviews, audits and corrects and analyzes human resources documents such as employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, security 
access changes, highly confidential transactions, information changes, leave and attendance, overtime reports, pay 
differentials, longevity, supplemental payroll, unemployment and performance management processing and in addition 
to other human resources activities. Enters employee information, including but not limited to schedule information, 
general and personal information, leave information, worker's compensation, and other human resources related 
transactions, into appropriate database tracking software specific to the state and agency, electronic and paper tracking 
logs and spreadsheets, and other forms. Conducts agency specific and specialized training, orientation/on-boarding, and 
benefits meetings for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and prepares standard operating procedure documentation.  Assists internal 
business partners with investigations of employee relations issues according to departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. Collects 
and provides survey data to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Prepares, 
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analyzes, audits and maintains a variety of reports with recommendations for action in areas including but not limited 
to: attendance, benefits, affirmative action and equal employment opportunity issues; classification and organizational 
structure; selection and retention; occupational safety and health; employee relations; salary plan reports for 
submission to Finance and Administration using a variety of information to identify corrections for classification and 
compensation issues; and other general human resources issues. Assists in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Informing 
Timely decision making Time Management Written Communications Perseverance Dealing with Ambiguity Drive for 
results Interpersonal Savvy Patience Standing Alone Comfort around higher management PerspectiveKnowledge: 
Intermediate knowledge of personnel and human resources policies, procedures, and best practices as applied to the 
public sector Basic knowledge of customer and personal service best practices Intermediate knowledge of law and 
government as it pertains to human resources work in the public sector Intermediate knowledge of office productivity 
software including but not limited to Microsoft Office Suite Basic knowledge of mathematics (arithmetic) Intermediate 
knowledge of clerical processes and procedures related to office workSkills: Critical Thinking Basic time management 
skills Active listening skills Active learning skills Basic social perceptiveness skills Service orientation skills Intermediate 
coordination skills Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills 
Intermediate instructing skills Basic mathematics skills (arithmetic) Basic judgment and decision making skills Basic 
quality control analysis skills Basic systems analysis skillsAbilities: Deductive reasoning ability Problem sensitivity ability 
Inductive reasoning ability Intermediate time sharing ability Information ordering ability Intermediate written 
comprehension ability Intermediate written expression ability Intermediate oral comprehension ability Intermediate 
oral expression ability Intermediate mathematical reasoning ability Static strength Speech clarity Category flexibility 
ability Speech recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required  
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073804 - HR GENERALIST 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3779 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition      
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073804 - HR GENERALIST 3 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3780 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition     
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073804 - HR GENERALIST 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3781 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter  may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073804 - HR GENERALIST 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3782 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter  may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073804 - HR GENERALIST 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3783 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter  may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073804 - HR GENERALIST 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3784 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general direction, performs human resources administrative work of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the third level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may act as a lead in the implementing of human resources services including: 
present, prepare, process, and maintain complex human resources transactions and analysis; may act as the human 
resources generalist for a large to very large size field office or institution such as a correctional facility, or for a large to 
very large sized department. This class differs from the HR Generalist 2 in that an incumbent of the latter performs less 
complex general human resources work for a medium to large department. This class differs from the HR Generalist 4 in 
that an incumbent of the latter  may supervise and/or perform enterprise wide human resources generalist duties 
and/or act as the human resources generalist in a very large sized department.  
 
Work Activities: 
 May lead interpretation of a variety of current human resources rules, regulations, policies, procedures, and documents 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. Leads in the preparation, analysis, audits and maintenance of a variety of reports with recommendations 
for action in areas including but not limited to: attendance, benefits, affirmative action and equal employment 
opportunity issues; classification and organizational structure; selection and retention; occupational safety and health; 
employee relations; salary plan reports for submission to Finance and Administration using a variety of information to 
identify corrections for classification and compensation issues; and other general human resources issues. Enters 
employee information, including but not limited to schedule information, general and personal information, leave 
information, worker's compensation, and other human resources related transactions, into appropriate database 
tracking software specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. 
May coordinate or conduct agency specific and specialized training, orientation/on-boarding, and benefits meetings for 
agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and prepares standard operating procedure documentation. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Determines employee 
qualifications for a variety of employment benefits, including but not limited to FMLA, worker's compensation, and 
qualifying events for insurance to ensure compliance with standards and identify next steps. Collects and provides 
survey data to determine its relevancy to and effects on human resources processes and procedures and inform 
reporting. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
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qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. Leads in the 
preparation, process, review, audit, correction and analysis of human resources documents such as employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, security access changes, highly confidential transactions, information changes, leave and attendance, 
overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance management 
processing and in addition to other human resources activities. Leads in the development of first round interview and 
supplemental questions, and competency and behavioral based interview process to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and retention decisions 
made by employees and management against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and attendance for 
employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave 
to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates employee pay and salary recommendations submitted by internal business partners to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet corrections and other 
adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and employee handbooks, 
employee badges, parking decals, service awards, and state ID cards. Handles employee files and other departmental 
documentation to facilitate file organization, research, and requests from business partners. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Organizational Agility Customer Focus Decision Quality Problem 
Solving Drive for Results Time Management Written communication Conflict Management Dealing with ambiguity 
Interpersonal savvy Perspective Directing Others Motivating others Presentation SkillsKnowledge: Advanced knowledge 
of personnel and human resources policies, procedures, and best practices as applied to the public sector Intermediate 
knowledge of customer and personal service best practices Advanced knowledge of law and government as it pertains 
to human resources work in the public sector Basic knowledge of administration and management as it pertains to 
frontline supervision Basic knowledge of Education and Training as it pertains to workforce training and development 
Intermediate knowledge of office productivity software including but not limited to Microsoft Office Suite Basic 
knowledge of mathematics (arithmetic) Intermediate knowledge of clerical processes and procedures related to office 
workSkills: Critical thinking Intermediate judgment and decision making skills Active listening skills Service orientation 
skills Intermediate social perceptiveness skills Active learning skills Basic skill in the management of personnel resources 
Negotiation Basic skill with learning strategies Intermediate time management skills Intermediate coordination skills 
Intermediate reading comprehension Intermediate writing skills Intermediate speaking skills Basic skill in the 
management of material resources Intermediate systems evaluation skills Intermediate mathematics skills (arithmetic) 
Intermediate instructing skills Intermediate quality control analysis skills Intermediate systems analysis skillsAbilities: 
Deductive reasoning ability Problem sensitivity ability Inductive reasoning ability Intermediate time sharing ability 
Information ordering ability Intermediate written comprehension ability Intermediate written expression ability 
Intermediate oral comprehension ability Intermediate oral expression ability Intermediate mathematical reasoning 
ability Static strength Speech clarity Speech recognition  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073805 - HR GENERALIST 4 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3799 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of professional human resources work.Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years.Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under administrative direction, performs human resources administrative work of unusual difficulty; and 
performs related work as required.Distinguishing Features: This is the fourth level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may supervise the work of other professional human resources generalist staff and 
perform enterprise wide human resources work of great complexity for a very large sized operating department. This 
class differs from that of HR Generalist 3 in that an incumbent of the latter performs work of lesser scope and 
complexity. 
 
Work Activities: 
 Develops, implements and interprets agency specific human resources rules, regulations, policies, procedures, and 
documents for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. May supervise the preparation, process, review, audit, correction and analysis of human resources 
documents such as employee appointments, promotions, demotions, reclassifications, flex class changes, separations, 
terminations, transfers, retirement, security access changes, highly confidential transactions, information changes, leave 
and attendance, overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance 
management processing and in addition to other human resources activities. Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. May coordinate or conduct agency 
specific and specialized training, orientation/on-boarding, and benefits meetings for agency employees to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and prepares standard 
operating procedure documentation. May lead investigations of employee relations issues according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures and partners with leadership team to 
develop an action plan for resolving the issue. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Oversees collection and analysis of survey data to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting and partners with leadership team in action 
planning. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. May supervise 
the preparation, analysis, audit and maintenance of a variety of reports with recommendations for action in areas 
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including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
salary plan reports for submission to Finance and Administration using a variety of information to identify corrections 
for classification and compensation issues; and other general human resources issues. Leads in the development of first 
round interview and supplemental questions, and competency and behavioral based interview process to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and 
retention decisions made by employees and management against affirmative action plan to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and 
attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of 
extended leave to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal business 
partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and 
employee handbooks, employee badges, parking decals, service awards, and state ID cards. Handles employee files and 
other departmental documentation to facilitate file organization, research, and requests from business partners. Serves 
as a change agent for strategic initiatives and process changes for employees and other internal business partners to 
facilitate adoption and enhance performance. May develop strategies for addressing divisional and agency-wide staffing 
and headcount needs to ensure adequate coverage for assigned workload. Trains internal business partners in the basic 
workflow and processes related to their tasks. May resolve disciplinary actions of assigned subordinates, departmental, 
divisional and/or agency wide staff. Develops special projects to enhance the overall organization and its operations. 
Develops job performance plans, documents performance, conducts periodic meetings, provide performance feedback 
and developmental guidance for assigned subordinates. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Customer Focus Organizational Agility Process Management Dealing 
with Ambiguity Decision Quality Drive for Results Time Management Written Communications Negotiating Perspective 
Strategic agility Interpersonal savvy Political savvy Directing Others Sizing up people Building Effective Teams Conflict 
ManagementKnowledge: Intermediate knowledge of personnel and human resources operations and best practices as 
they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Basic knowledge of customer and personal service as it relates to serving the needs of internal and 
external business partners Intermediate knowledge of administration and management as it relates to multi-team 
workgroup management, process management, and supervision of front-line leadership personnel Basic knowledge of 
the application labor and employment laws Basic knowledge of clerical office procedures as it relates to office 
organization Basic knowledge of mathematics (arithmetic)Skills: Critical thinking skills Intermediate judgment and 
decision making skills as they relate to personnel and operational management Intermediate skills in the management 
of personnel resources Active listening skills Service orientation skills Intermediate monitoring skills as they relate to 
employee performance, basic reporting, organizational or operational processes Active learning skills Basic interpersonal 
and public speaking skills Basic instructing skills as it relates to adult learners in the workplace Basic social 
perceptiveness skills Basic troubleshooting skills Intermediate negotiation skills as they relate to workplace conflict 
resolution Intermediate reading comprehension Intermediate writing skills Intermediate time management skills Basic 
mathematics skills (arithmetic) Basic personnel and process coordination skills Intermediate performance and systems 
analysis skills Basic social perceptiveness skillsAbilities: Visualization Time sharing ability Deductive reasoning ability 
Intermediate problem sensitivity ability Inductive reasoning Intermediate written comprehension ability Intermediate 
written expression ability Intermediate oral comprehension ability Intermediate oral expression ability Information 
ordering Basic mathematical reasoning ability Static Strength Speech clarity ability   
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073805 - HR GENERALIST 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3800 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under administrative direction, performs human resources administrative work of unusual difficulty; and 
performs related work as required. Distinguishing Features: This is the fourth level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may supervise the work of other professional human resources generalist staff and 
perform enterprise wide human resources work of great complexity for a very large sized operating department.  This 
class differs from that of HR Generalist 3 in that an incumbent of the latter performs work of lesser scope and 
complexity.  
 
Work Activities: 
 Develops, implements and interprets agency specific human resources rules, regulations, policies, procedures, and 
documents for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. May supervise the preparation, process, review, audit, correction and analysis of human resources 
documents such as employee appointments, promotions, demotions, reclassifications, flex class changes, separations, 
terminations, transfers, retirement, security access changes, highly confidential transactions, information changes, leave 
and attendance, overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance 
management processing and in addition to other human resources activities. Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. May coordinate or conduct agency 
specific and specialized training, orientation/on-boarding, and benefits meetings for agency employees to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and prepares standard 
operating procedure documentation. May lead investigations of employee relations issues according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures and partners with leadership team to 
develop an action plan for resolving the issue. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Oversees collection and analysis of survey data to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting and partners with leadership team in action 
planning. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. May supervise 
the preparation, analysis, audit and maintenance of a variety of reports with recommendations for action in areas 
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including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
salary plan reports for submission to Finance and Administration using a variety of information to identify corrections 
for classification and compensation issues; and other general human resources issues. Leads in the development of first 
round interview and supplemental questions, and competency and behavioral based interview process to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and 
retention decisions made by employees and management against affirmative action plan to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and 
attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of 
extended leave to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal business 
partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and 
employee handbooks, employee badges, parking decals, service awards, and state ID cards. Handles employee files and 
other departmental documentation to facilitate file organization, research, and requests from business partners. Serves 
as a change agent for strategic initiatives and process changes for employees and other internal business partners to 
facilitate adoption and enhance performance. May develop strategies for addressing divisional and agency-wide staffing 
and headcount needs to ensure adequate coverage for assigned workload. Trains internal business partners in the basic 
workflow and processes related to their tasks. May resolve disciplinary actions of assigned subordinates, departmental, 
divisional and/or agency wide staff. Develops special projects to enhance the overall organization and its operations. 
Develops job performance plans, documents performance, conducts periodic meetings, provide performance feedback 
and developmental guidance for assigned subordinates. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Customer Focus Organizational Agility Process Management Dealing 
with Ambiguity Decision Quality Drive for Results Time Management Written Communications Negotiating Perspective 
Strategic agility Interpersonal savvy Political savvy Directing Others Sizing up people Building Effective Teams Conflict 
Management Knowledge: Intermediate knowledge of personnel and human resources operations and best practices as 
they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Basic knowledge of customer and personal service as it relates to serving the needs of internal and 
external business partners Intermediate knowledge of administration and management as it relates to multi-team 
workgroup management, process management, and supervision of front-line leadership personnel Basic knowledge of 
the application labor and employment laws Basic knowledge of clerical office procedures as it relates to office 
organization Basic knowledge of mathematics (arithmetic)Skills: Critical thinking skills Intermediate judgment and 
decision making skills as they relate to personnel and operational management Intermediate skills in the management 
of personnel resources Active listening skills Service orientation skills Intermediate monitoring skills as they relate to 
employee performance, basic reporting, organizational or operational processes Active learning skills Basic interpersonal 
and public speaking skills Basic instructing skills as it relates to adult learners in the workplace Basic social 
perceptiveness skills Basic troubleshooting skills Intermediate negotiation skills as they relate to workplace conflict 
resolution Intermediate reading comprehension Intermediate writing skills Intermediate time management skills Basic 
mathematics skills (arithmetic) Basic personnel and process coordination skills Intermediate performance and systems 
analysis skills Basic social perceptiveness skillsAbilities: Visualization Time sharing ability Deductive reasoning ability 
Intermediate problem sensitivity ability Inductive reasoning Intermediate written comprehension ability Intermediate 
written expression ability Intermediate oral comprehension ability Intermediate oral expression ability Information 
ordering Basic mathematical reasoning ability Static Strength Speech clarity ability  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073805 - HR GENERALIST 4 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3801 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of professional human resources work. Substitution of Education for Experience: Additional 
graduate coursework in human resources administration or other related acceptable fields may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional human resources experience may be substituted for the required 
education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under administrative direction, performs human resources administrative work of unusual difficulty; and 
performs related work as required. Distinguishing Features: This is the fourth level in the HR Generalist series. An 
incumbent in this class is employed in the Department of Human Resources (DOHR) or one of the shared services 
agencies. An employee in this class may supervise the work of other professional human resources generalist staff and 
perform enterprise wide human resources work of great complexity for a very large sized operating department.  This 
class differs from that of HR Generalist 3 in that an incumbent of the latter performs work of lesser scope and 
complexity.  
 
Work Activities: 
 Develops, implements and interprets agency specific human resources rules, regulations, policies, procedures, and 
documents for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance. May supervise the preparation, process, review, audit, correction and analysis of human resources 
documents such as employee appointments, promotions, demotions, reclassifications, flex class changes, separations, 
terminations, transfers, retirement, security access changes, highly confidential transactions, information changes, leave 
and attendance, overtime reports, pay differentials, longevity, supplemental payroll, unemployment and performance 
management processing and in addition to other human resources activities. Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. May coordinate or conduct agency 
specific and specialized training, orientation/on-boarding, and benefits meetings for agency employees to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and prepares standard 
operating procedure documentation. May lead investigations of employee relations issues according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures and partners with leadership team to 
develop an action plan for resolving the issue. Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps. Oversees collection and analysis of survey data to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting and partners with leadership team in action 
planning. Resolves benefit, time and attendance, pay, and other issues using departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Evaluates 
qualifications and background check results to determine if candidate/employee is in compliance with minimum 
qualifications and/or necessary special qualifications and inform decisions on who should be interviewed. May supervise 
the preparation, analysis, audit and maintenance of a variety of reports with recommendations for action in areas 
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including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
salary plan reports for submission to Finance and Administration using a variety of information to identify corrections 
for classification and compensation issues; and other general human resources issues. Leads in the development of first 
round interview and supplemental questions, and competency and behavioral based interview process to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Evaluates employment and 
retention decisions made by employees and management against affirmative action plan to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates time and 
attendance for employees worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of 
extended leave to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employee pay and salary recommendations submitted by internal business 
partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures. Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required. Controls the ordering and/or distribution of insurance, benefits, and 
employee handbooks, employee badges, parking decals, service awards, and state ID cards. Handles employee files and 
other departmental documentation to facilitate file organization, research, and requests from business partners. Serves 
as a change agent for strategic initiatives and process changes for employees and other internal business partners to 
facilitate adoption and enhance performance. May develop strategies for addressing divisional and agency-wide staffing 
and headcount needs to ensure adequate coverage for assigned workload. Trains internal business partners in the basic 
workflow and processes related to their tasks. May resolve disciplinary actions of assigned subordinates, departmental, 
divisional and/or agency wide staff. Develops special projects to enhance the overall organization and its operations. 
Develops job performance plans, documents performance, conducts periodic meetings, provide performance feedback 
and developmental guidance for assigned subordinates. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Customer Focus Organizational Agility Process Management Dealing 
with Ambiguity Decision Quality Drive for Results Time Management Written Communications Negotiating Perspective 
Strategic agility Interpersonal savvy Political savvy Directing Others Sizing up people Building Effective Teams Conflict 
Management Knowledge: Intermediate knowledge of personnel and human resources operations and best practices as 
they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Basic knowledge of customer and personal service as it relates to serving the needs of internal and 
external business partners Intermediate knowledge of administration and management as it relates to multi-team 
workgroup management, process management, and supervision of front-line leadership personnel Basic knowledge of 
the application labor and employment laws Basic knowledge of clerical office procedures as it relates to office 
organization Basic knowledge of mathematics (arithmetic)Skills: Critical thinking skills Intermediate judgment and 
decision making skills as they relate to personnel and operational management Intermediate skills in the management 
of personnel resources Active listening skills Service orientation skills Intermediate monitoring skills as they relate to 
employee performance, basic reporting, organizational or operational processes Active learning skills Basic interpersonal 
and public speaking skills Basic instructing skills as it relates to adult learners in the workplace Basic social 
perceptiveness skills Basic troubleshooting skills Intermediate negotiation skills as they relate to workplace conflict 
resolution Intermediate reading comprehension Intermediate writing skills Intermediate time management skills Basic 
mathematics skills (arithmetic) Basic personnel and process coordination skills Intermediate performance and systems 
analysis skills Basic social perceptiveness skillsAbilities: Visualization Time sharing ability Deductive reasoning ability 
Intermediate problem sensitivity ability Inductive reasoning Intermediate written comprehension ability Intermediate 
written expression ability Intermediate oral comprehension ability Intermediate oral expression ability Information 
ordering Basic mathematical reasoning ability Static Strength Speech clarity ability  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. Calculator8. Other office 
related equipment as required 
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073714 - HR MANAGER 1 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3735 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
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subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
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supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
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Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
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smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
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with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
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troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3736 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
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subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
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supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
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Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
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smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
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with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
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troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3737 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
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subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 



 TN Job Classification Specifications  
September 22, 2020 

supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
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Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
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smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
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with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
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troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3738 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3739 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 



 TN Job Classification Specifications  
September 22, 2020 

professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3740 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3741 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3742 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 



 TN Job Classification Specifications  
September 22, 2020 

professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3743 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3744 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3745 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073714 - HR MANAGER 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3746 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3747 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.OR Three years of 
increasingly responsible professional general human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1's assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American's with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker's 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American's with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker's compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business par 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
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learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
1.Personal Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Scanner7.CalculatorOther office related 
equipment as required. 
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073714 - HR MANAGER 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  7865 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of increasingly responsible full-time professional human resources work.Substitution of 
Education for Experience: Additional graduate coursework in human resources administration or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two 
years.Substitution of Experience for Education: Qualifying full-time professional human resources experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.ORThree years of 
increasingly responsible professional general human resources experience with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director in a moderate to large 
sized operating department or acting as an assistant manager for a central human resources function. This class differs 
from that of HR Analyst 3 in that an incumbent of the latter performs work of lesser scope and complexity. This class 
differs from that of HR Manager 2 in that an incumbent of the latter may act as full assistant human resources director 
or manage a moderate to large central human resources function in the largest of operating departments. 
 
Work Activities: 
Thinking Creatively: Develops implementation plans based on knowledge, experiences, skills, best practices and targeted 
research to address strategic goals and agency needs. Develops process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy. Develops policies, procedure manuals, spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into team best practices and standard operating procedures for 
efficiency and compliance purposes. Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops strategies 
and objectives for assigned program areas to enhance performance and improve organizational efficiency. Develops 
motivational and operational strategies to enhance investment and participation in special initiatives, events and 
projects. Develops strategic programs and events to improve subordinate morale. Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees. Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Resolving Conflicts and Negotiating with Others: Serves as a mediator for complex issues related to applicant 
problems with candidates and the general public. Investigates conflicts between internal business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Negotiates with internal business partners to ensure legally defensible 
and accurate employment decisions are made based on departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Serves as a mediator for assigned subordinates and peers to upper management 
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personnel. Resolves disciplinary actions of assigned subordinates. Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships. 
Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Projects budget impact of proposed program or operational changes to establish 
appropriate funding and implementation guidelines. Projects staffing and identify timelines needed to complete project 
to meet the strategic plan of the department. Estimates future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others: Interprets a variety of 
current human resources rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets 
specialized information related to division operations for internal and external business partners and assigned 
subordinates to ensure understanding and facilitate relationships. Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Training and Teaching Others: Conducts agency specific 
and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improving initiatives. Prepares training and standard 
operating procedure documentation to facilitate the work and training of internal business partners. Trains assigned 
subordinates in the basic workflow and processes related to their tasks.Judging the Qualities of Things, Services, or 
People: Assesses statements made in the course of investigations and disciplinary actions to determine accuracy and 
relevance. Assesses the quality of applicants to inform hiring decisions. Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Documenting/Recording Information: Prepares risk assessment, continuity of 
operations and financial integrity documentation for assigned work team to mitigate liability and vulnerability of the 
agency. Documents job analysis results based on departmental, state, and federal laws and guidelines to accurately 
create and/or update classification specifications and ensure the legal defensibility of employment decisions. 
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Documents accidents and other safety violations in order to ensure compliance with OSHA/TOSHA regulations. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents transaction histories for all transactions including but not limited to employee files, lists of 
employees recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, classification and compensation, and payroll reports to provide an audit trail for future reference. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others. Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence. Documents and stores employee information in 
electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee’s records.Provide Consultation and Advice to Others: Assists internal business partners with investigations of 
employee relations issues according to departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures to develop an action plan for resolving the issue. Advises internal and external business partners on the 
appropriate application of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
for human resources decision making to ensure compliance and effective business practices. Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making. Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Assists assigned subordinates in resolving processing problems 
to enhance development and team performance. Notifies supervisory personnel of possible violations of departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor. Provides informal performance feedback advice to assigned subordinates to assist 
with personal and professional development. Advises peers and/or assigned subordinates on proper departmental 
procedures related to the accomplishment of their daily workload. Provides informal performance feedback advice to 
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assigned supervisor on the quality of work of the HR Manager 1’s assigned subordinates. Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies. Provides advice on employee 
selection decisions to assigned supervisor.Analyzing Data or Information: Analyzes processes, policies, and procedures 
using human resources reporting and documentation to develop recommendations for changes in operations which 
affect the economy, efficiency and quality of agency operations and services. Performs difficult, detailed, and complex 
staff studies in any area of human resources and in general management to determine staffing needs and assignments. 
Conducts job analyses to identify tasks and competencies related to performance in various classifications. Analyzes 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to ensure that recommendations for change and action are workable and comply with professional standards 
of excellence. Determines the appropriateness of salaries for employees using salary surveys and pay plan information 
to ensure appropriate compensation. Analyzes human resources transaction documents and reports for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to identify trends, changes, and other relevant factors and 
inform reporting. Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and 
effects on human resources processes and procedures and inform reporting. Analyzes position information to determine 
the appropriate classification to which it should be assigned. Analyze candidate applications and other documentation 
to inform the decision on who to invite for interview. Analyzes leave and attendance documents, overtime reports and 
payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to other human 
resources transactions activities to identify trends, changes, and other relevant factors. Analyzes the correlation 
between safety violations and incidents and location to determine trends and inform reporting.Coaching and Developing 
Others: Coaches assigned subordinates through the use of stretch assignments to develop bench strength and talent 
management. Mentors assigned subordinates by providing feedback and information on organizational culture, policies 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches agency 
employees on human resources related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Mentors less experienced co-workers in their 
work. Leverages developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinates. Educates candidates on the application and hiring process to facilitate accurate 
and timely submission of documentation.Organizing, Planning, and Prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Processing Information: Creates disciplinary letters for agency employees based on information received 
form upper management to document the disciplinary process and inform the employee of the outcome of the 
disciplinary action. Prepares, processes, and corrects information related to special projects, highly confidential 
transactions, and high profile transactions as assigned. Prepares a variety of reports with recommendations for action in 
areas including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes security access changes in electronic databases to ensure up to 
date clearances are in place. Processes position change requests to create new and/or reclassify existing 
positions.Making Decisions and Solving Problems:  Approves mediation agreements on behalf of the department to 
resolve employment issues. Approves basic accommodations under the American’s with Disabilities Act Amendments 
Act to ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves benefit, time and attendance, pay, and other issues using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing. Resolves transactional issues identified during evaluations and audits using departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely processing. Determines 
employee qualifications for a variety of employment benefits, including but not limited to FMLA, worker’s 
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compensation, and qualifying events for insurance to ensure compliance with standards and identify next steps. 
Approves organizational restructuring requests to ensure compliance with state policies and procedures. Determines 
electronic database and physical security access levels for employees based on the job duties of the employee to ensure 
the safety and security of facilities and information. Approves salary recommendations, overtime payouts, and other pay 
recommendations submitted by internal business partners to ensure compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures. Approves, directly or tacitly, all transactions completed 
by assigned subordinates and assigned internal business partners to ensure accuracy and compliance with standards. 
Approves or denies performance evaluations on behalf of the appointing authority to ensure compliance with standards. 
Approves the implementation plan for assigned work initiatives to ensure efficiency and adequate coverage. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.Coordinating the Work and Activities of Others: Coordinates with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive transactions including but not limited to disciplinary actions, 
retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinates the 
announcement of open positions to ensure coverage and compatibility with availability and workload. Coordinates 
meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Evaluating 
Information to Determine Compliance with Standards: Evaluates the reasonableness of accommodations under the 
American’s with Disabilities Act Amendments Act to ensure accommodations are made and determine if undue 
hardships are imposed. Audits important, detailed, and/or complex human resources records, documentation, and 
transactions to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Evaluates employment decisions made by employees and management to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates the results of job analyses to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates time and attendance for employees worker’s compensation, FMLA, 
120 day appointments, leave without pay, and other types of extended leave to determine compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the work of 
assigned subordinates to determine compliance with job goals and intra-unit policy and methods. Evaluates employee 
work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Evaluates employee and candidate background check results to 
identify possible findings and determine next steps. Evaluates employee pay and salary recommendations submitted by 
internal business partners to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Verifies applicants’ general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates. Evaluates 
performance documents of agency employees submitted by supervisory personnel for compliance with performance 
evaluation guidelines. Audits a representative sample of work assignments completed by assigned subordinates and 
assigned internal business partners to ensure accuracy and compliance with standards prior to approval. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards. Evaluates the pay of employees against the pay of other individuals in comparable classes to determine 
whether salary adjustments are warranted.Selling or Influencing Others: Influences assigned subordinates using 
identified individual motivational factors to increase job performance and productivity. Sells requests for resources and 
the services of the team to internal business partners. Sells benefits, internal initiatives, and process changes to 
employees and other internal business partners during the course of training and communications to facilitate adoption 
and enhance investment. Sells the organization to candidates and the general public while answering candidate calls and 
attending job fairs and other recruitment events.Establishing and Maintaining Interpersonal Relationships: Maintains 
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professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Liaises with agency Human Resources representatives, Department of Human 
Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related tasks. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
assigned subordinates to enhance commitment and performance. Identifies developmental opportunities appropriate 
for assigned subordinates to improve team development. Encourages assigned subordinates and peers to pursue career 
development opportunities as a means of improving team performance.Getting Information: Interviews employees and 
other individuals as required who have information related to ongoing investigations or work processes to further an 
investigation or process. Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities. Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks. Participates in meetings to obtain information needed to 
achieve operational objectives. Reviews reports, queries and electronic databases to gather information necessary to 
complete assigned work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Staffing Organizational Units: Conducts behaviorally based interviews for job candidates to 
ensure hiring and retention of the most qualified employees. Identifies promotional opportunities within assigned 
subordinates to develop bench strength and enhance the talent pool. Attends interviews conducted by internal business 
partners as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Participates in job fairs and other active recruiting events as required.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of employee relations investigations as 
required. Answers basic inquiries from persons of substantially high rank outside the organization as required. Assists 
candidates with the application and hiring process. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Communicates with external business partners to 
facilitate outside events and programs in which the state/agency participates. Communicates with candidates and the 
general public when asked questions about salary, job duties, and other work factors to ensure accurate and realistic 
portrayals of the work involved. Contacts vendors and other outside agencies who administer human resources 
functions to obtain/provide required information, correct errors, and/or for clarification purposes. Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Communicating 
with Supervisors, Peers, or Subordinates: Communicates with officials at higher levels on situations requiring 
cooperation and explanation of the services and activities of the agency. Maintains an open dialogue with internal 
business partners at all levels within the organization to ensure effective and efficient communications. Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance. Provides regular updates to upper management and other 
internal business partners on the status of projects and other assigned work. Conducts meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information. Communicates work related information to peers and assigned subordinates to facilitate teamwork, assign 
tasks, and coordinate effort. Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments. Sends notifications of special events, initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information. Participates in a variety of meetings 
as required to provide and gather status updates for assigned workload.Updating and Using Relevant Knowledge: 
Develops expertise in an assigned human resources program area using available developmental opportunities as 
required to facilitate interpretation and advice provided. Utilizes acquired knowledge and skills to improve and inform 
daily performance of assigned tasks. Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems. Attends in-service training as required to ensure 
continual learning and current knowledge of the field. Attends agency specific training as required to ensure compliance 
with departmental, state, and federal laws and guidelines. Actively seeks out work related developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.Guiding, Directing, and Motivating 
Subordinates: Creates disciplinary letters for agency employees based on information received form upper management 
to document the disciplinary process and inform the employee of the outcome of the disciplinary action. Leads assigned 
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subordinates in handling complaints, settling disputes, and resolving grievances and conflicts, and otherwise negotiating 
with others. Ensures the generation of salary plan reports for submission to Finance and Administration using a variety 
of information to amend the budgeting for classification and compensation issues. Ensures the preparation, processing, 
and correction of human resources transaction documents for employee appointments, promotions, demotions, 
reclassifications, separations, terminations, transfers, retirement, reinstatements, overturned suspensions, and 
information changes. Ensures calculation of salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Ensures the creation of salary recommendations for 
candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in providing guidance 
and expert advice to management and other groups on technical, systems-, and process-related topics. Ensures the 
coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. Ensures the 
preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental payroll, pay 
differentials, longevity, unemployment, and performance evaluation processing documents in addition to other human 
resources transactions activities. Ensures the correct human resources transaction documents submitted by operating 
agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, 
retirement, and information changes. Leads assigned subordinates in developing constructive and cooperative working 
relationships with others, and maintaining them over time. Ensures the entry of coded candidate information into the 
applicant tracking system to process appointments, promotions, demotions, and lateral reclassifications. Leads assigned 
subordinates in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations, and standards. Ensures the preparation and maintenance of a variety of records and reports such 
as transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance evaluation records, longevity records, leave and attendance 
records, employee work schedules, overtime reports, and payroll reports. Ensures the creation of reasonable salary 
recommendations for candidates and assigned subordinates to eliminate pay inequities. Leads assigned subordinates in 
getting members of a group to work together to accomplish tasks. Ensures the entry and approval of time and 
leave/overtime requests for internal business partners into the appropriate databases as required. Leads assigned 
subordinates in translating and explaining what information means and how it can be used. Ensures that new employee 
orientations/on boarding meetings are conducted as required to educate new hires on departmental, state, and federal 
laws, rules, regulations, guidelines, benefits, processes, and procedures. Leads assigned subordinates in identifying the 
underlying principles, reasons, and facts of information by breaking down information and data into separate parts. 
Leads assigned subordinates in monitoring and reviewing information from materials, events, and the environment, to 
detect and assess problems. Leads assigned subordinates in identifying information by categorizing, estimating, 
recognizing differences and similarities, and detecting changes in circumstances and events. Ensures the auditing of the 
personnel files and other employee documentation of assigned subordinates to ensure completeness, accuracy and 
compliance with standards. Ensures the processing of position change requests to create new and/or reclassify existing 
positions. Leads assigned subordinates in compiling, coding, categorizing, calculating, tabulating, and verifying 
information and data. Ensures the entry and approval of time and leave/overtime requests for internal business 
partners into the appropriate databases as required. Leads assigned subordinates in identifying the educational needs of 
others, developing formal educational and training programs and classes, and teaching and instructing others. Ensures 
that benefits meetings are conducted to educate employees on available benefits and changes to existing benefits. 
Leads assigned subordinates in observing, receiving, and otherwise obtaining information from all relevant sources. 
Leads assigned subordinates in entering, transcribing, recording, storing, and maintaining information in written and 
electronic/magnetic form. Leads assigned subordinates in performing day-to-day administrative tasks such as 
maintaining information files and processing paperwork. Leads assigned subordinates in scheduling events, programs, 
and activities, as well as the work of others.Monitor Processes, Materials, or Surroundings: Monitors employee work 
product to identify efficiencies and inform performance evaluations. Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits. 
Monitors the work environment to ensure policy compliance and risks are minimized. Monitors employee attendance to 
ensure all leave and attendance is processed accurately and approved in the database each pay period.Performing 
Administrative Activities: Performs a variety of working level professional human resources administrative duties related 
to: internal and external affirmative action and contract compliance; career development and counseling; employee 
relations; performance evaluation; employee feedback; training coordination; recruitment, interviewing and selection; 
general human resources management and other areas of professional human resources work. Completes performance 
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evaluation documentation for all assigned subordinates. Maintains human resource and other confidential reports, files, 
and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Responds to emails, phone calls, and other correspondence as required. Enters personal time and 
leave/overtime requests into the appropriate databases as required. Scans, uploads, faxes, and/or emails backup copies 
of human resources transaction documentation to appropriate individuals.Scheduling Work and Activities: Schedules 
personal workload and the workloads of assigned subordinates to ensure timely processing and account for current 
workload. Schedules workload to ensure availability to assigned subordinates and internal business partners for 
consultation and advice as requested. Schedules investigation interviews as required to ensure timely completion of the 
investigation in compliance with policy. Schedules deadlines for human resources related events for agency employees 
to ensure timely submission of required information. Schedules testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, Schedules 
applicants and interview panels while ensuring adequate operations coverage. Schedules training, orientations, 
meetings, special events, and projects as required.Interacting With Computers: Uses office productivity software 
including but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, instant-messaging programs, and search engines. Uses appropriate database tracking software specific to the 
state and agency as required. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Directing Others Process Management Conflict Management 
Drive for Results Organizational Agility Written Communications Building Effective Teams Customer Focus Ethics and 
Values Integrity and TrustKnowledge: Intermediate knowledge of personnel and human resources operations and best 
practices as they relate to employee relations, performance management, selection and retention, talent management, 
compensation, etc. Intermediate knowledge of administration and management as it relates to multi-team workgroup 
management, process management, and supervision of front-line leadership personnel Basic knowledge of customer 
and personal service as it relates to serving the needs of internal and external business partners Basic knowledge of the 
application labor and employment laws Basic knowledge of mathematics (arithmetic) Basic knowledge of clerical office 
procedures as it relates to office organizationSkills: Intermediate reading comprehension Intermediate writing skills 
Intermediate monitoring skills as they relate to employee performance, basic reporting, organizational or operational 
processes Intermediate negotiation skills as they relate to workplace conflict resolution Intermediate performance and 
systems analysis skills Intermediate judgment and decision making skills as they relate to personnel and operational 
management Intermediate time management skills Intermediate skills in the management of personnel resources Basic 
mathematics skills (arithmetic) Basic interpersonal and public speaking skills Basic instructing skills as it relates to adult 
learners in the workplace Basic personnel and process coordination skills Basic social perceptiveness skills Basic 
troubleshooting skills Active learning skills Active listening skills Critical thinking skills Service orientation skillsAbilities: 
Intermediate oral expression ability Intermediate oral comprehension ability Intermediate written comprehension 
ability Intermediate written expression ability Intermediate problem sensitivity ability Basic mathematical reasoning 
ability Deductive reasoning ability Time sharing ability Finger dexterity ability Wrist finger speed ability Speech clarity 
ability Speech recognition ability Near vision ability 
 
Tools and Equipment Used: 
 1.Personal Computer 2.Telephone 3.Fax Machine 4.Printer 5.Copy Machine 6.Scanner 7.Calculator Other office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3753 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity.    
 
Work Activities: 
Thinking Creatively: Develops divisional and agency-wide strategic and operational plans to facilitate agency operations 
and forward agency goals. Incorporates departmental, state, and federal laws, rules, regulations, and policies into 
divisional and agency-wide best practices and standard operating procedures for efficiency and compliance purposes. 
Develops action plans to address divisional and agency-wide systemic issues. Develops divisional and agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
goals and agency needs. Develops divisional and agency-wide policies, procedure manuals, spreadsheets, presentations, 
forms, form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination. Develops divisional and agency-wide process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy. Participates in 
brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and improve business 
practices.Resolving Conflicts and Negotiating with Others:  Serves as a mediator for complex issues related to applicant 
problems with candidates for high-level positions and the general public. Negotiates with internal business partners to 
ensure legally defensible and accurate employment decisions are made based on departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Investigates conflicts between internal business partners and 
agency employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue. Resolves interpersonal conflicts between assigned 
subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and productive work 
environment. Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or agency wide staff. 
Serves as a mediator for assigned subordinates and peers to upper management personnel. Resolves conflicts without 
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supervisory input to ensure timely and efficient performance and maintain positive working relationships. Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.  Directs difficult to resolve conflicts to assigned supervisor as required.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:  Projects divisional and agency-wide budget impact of proposed 
program or operational changes to establish appropriate funding and implementation guidelines.  Estimates future 
staffing and skill requirements needed for divisional and agency-wide succession planning and talent management 
purposes.  Projects divisional and agency-wide staffing and identify timelines needed to complete projects to meet the 
strategic plan of the department.Judging the Qualities of Things, Services, or People:  Assesses statements made in the 
course of sensitive and/or complex investigations and disciplinary actions to determine accuracy and relevance. 
Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes. Assesses the quality of applicants to inform hiring decisions. 
Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to determine whether 
or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.Interpreting the 
Meaning of Information for Others:  Interprets a variety of human resources reports for internal and/or external 
business partners as requested or to meet accreditation standards. Interprets specialized information related to division 
operations for internal and external business partners and assigned subordinates to ensure understanding and facilitate 
relationships. Interprets a variety of current human resources rules and/or labor laws, regulations, policies, procedures, 
and documentation for internal and external business partners to facilitate understanding, enhance communications, 
and ensure compliance. Explains human resources program specific procedures and regulations to the general public, 
persons in other departments or divisions, or outside organizations and representatives as required in response to basic 
inquiries.Analyzing Data or Information:  Performs difficult, detailed, and complex staff studies in any area of human 
resources and in general management to determine staffing needs and assignments. Analyzes processes, policies, and 
procedures using human resources reporting and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Conducts job analyses to 
identify tasks and competencies related to performance in various classifications. Analyzes divisional and agency-wide 
human resources related investigations, disciplinary actions, separations, and exit interview information to identify 
trends and inform reporting. Applies a variety of staff analytic techniques to human resources and general management 
problems to develop training requirements, ensure that recommendations for change and action are workable, and 
comply with professional standards of excellence. Analyzes divisional and agency-wide human resources transaction 
documents and reports for employee appointments, promotions, demotions, reclassifications, flex class changes, 
separations, terminations, transfers, retirement, and information changes in operating agencies to identify trends, 
changes, and other relevant factors and inform reporting. Analyzes divisional and agency-wide position information to 
determine the appropriate classification to which it should be assigned. Analyzes survey and benchmarking data 
collected by the agency to determine its relevancy to and effects on human resources processes and procedures and 
inform reporting. Determines the appropriateness of salaries for employees using salary surveys and pay plan 
information to ensure appropriate compensation. Analyzes divisional and agency-wide leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation processing 
documents in addition to other human resources transactions activities to identify trends, changes, and other relevant 
factors. Analyzes the correlation between divisional and agency-wide safety violations and incidents and location to 
determine trends and inform reporting.  Analyzes candidate applications and other documentation for assigned 
subordinate or sensitive positions to inform the decision on who to invite for interview.Developing Objectives and 
Strategies:  Develops agency-wide organizational strategies, policies, and initiatives to facilitate the achievement of 
agency goals. Develops strategies and objectives for divisional and agency-wide program areas to enhance performance 
and improve organizational efficiency. Develops communication and marketing strategies for addressing the ongoing 
communication of human resources related information to agency employees. Develops special projects to enhance the 
overall organization and its operations. Develops strategies for addressing divisional and agency-wide staffing and 
headcount needs to ensure adequate coverage for assigned workload. Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops divisional 
and agency-wide motivational and operational strategies to enhance investment and participation in special initiatives, 
events and projects. Develops strategic programs and events to improve divisional and agency-wide morale.Provide 
Consultation and Advice to Others:  Advises internal and external business partners on the appropriate application of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures for human resources 
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decision making to ensure compliance and effective business practices. Assists internal business partners with 
investigations of employee relations issues according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue. Makes recommendations for 
changes in operations which affect the economy, efficiency and quality of agency operations and services. Notifies 
appropriate leadership staff of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures. Advises upper management on team standard operating procedures, best practices, and other 
workflow factors to inform strategy development and decision making. Assists assigned subordinates and internal 
business partners in developing job performance plans to communicate responsibilities and expected outcomes of 
performance in their role. Assists assigned subordinates, divisional and agency-wide staff in resolving processing 
problems to enhance development and team performance. Advises peers and/or assigned subordinates, divisional and 
agency-wide staff on proper departmental procedures related to the accomplishment of their daily workload. Makes 
recommendation on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for outstanding performance to assigned supervisor. Provides advice on employee selection decisions to 
assigned supervisor and other leadership staff. Provides informal performance feedback advice to assigned supervisor 
on the quality of work of the HR Manager 2’s assigned subordinates. Provides informal performance feedback advice to 
assigned subordinates and other leadership staff to assist with personal and professional development as required. 
Assists in the development of supplemental questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Training and Teaching Others:  Conducts agency specific and specialized training for agency employees to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating 
change, and improving initiatives. Prepares training and standard operating procedure documentation to facilitate the 
work and training of internal business partners. Trains assigned subordinates in the basic workflow and processes 
related to their tasks.Selling or Influencing Others:  Influences assigned subordinates, departmental, and agency-wide 
staff using identified individual motivational factors to increase job performance and productivity. Sells the organization 
to high-level internal and external business partners, event attendees, candidates and the general public while 
answering communications and/or while attending events. Sells requests for resources and the services of the team to 
internal and/or external business partners. Sells benefits, internal initiatives, and process changes to employees and 
other internal business partners during the course of training and communications to facilitate adoption and enhance 
investment.Establishing and Maintaining Interpersonal Relationships:  Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations. 
Represents the agency while attending public, statewide, national and internal meetings and events in order to promote 
the goodwill of the department. Networks with internal and external business partners to ensure open dialogues exist 
and to facilitate coordination and unified effort. Liaises with agency Human Resources representatives, Department of 
Human Resources, Finance and Administration and other central office state representatives, and other organizational 
representatives to ensure accurate and timely processing of transactions and other human resources related 
tasks.Documenting/Recording Information:  Prepares divisional and/or agency-wide risk assessment, continuity of 
operations and financial integrity documentation to mitigate liability and vulnerability of the agency. Documents job 
analysis results based on departmental, state, and federal laws and guidelines to accurately create and/or update 
classification specifications and ensure the legal defensibility of employment decisions. Documents sensitive and/or 
complex investigations performed for employee relations purposes to ensure accurate information is used in decision 
making. Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations. Documents information provided during meetings and training when serving as the sole 
agency representative to ensure accurate information is disseminated to others. Documents accidents and other safety 
violations in order to ensure compliance with OSHA/TOSHA regulations. Documents and stores divisional and/or agency-
wide employee or position information in electronic databases and/or physical form for employees as required ensuring 
accurate information is recorded in the employee’s records.  Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.Making Decisions 
and Solving Problems:  Approves mediation agreements on behalf of the department to resolve employment issues. 
Approves sensitive and/or complex accommodations under the American’s with Disabilities Act Amendments Act to 
ensure accommodations are made in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Resolves divisional and agency-wide transactional issues identified during evaluations 
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and audits using departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to 
ensure accurate and timely processing. Resolves divisional and agency-wide benefit, time and attendance, pay, and 
other issues using departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to 
ensure accurate and timely processing. Approves organizational restructuring requests to ensure compliance with state 
policies and procedures. Approves salary recommendations, overtime payouts, and other pay recommendations 
submitted by internal business partners to ensure compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Determines employee qualifications for a variety of employment 
benefits, including but not limited to FMLA, worker’s compensation, and qualifying events for insurance to ensure 
compliance with standards and identify next steps. Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards. Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information. Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage. Approves security access changes in electronic 
databases to ensure up to date clearances are in place. Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:  Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks. Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management. Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff. Mentors less experienced internal business partners in their 
work. Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:  Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action. Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues. Processes position change requests to create new and/or reclassify existing 
positions as required. Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:  Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues. Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion. 
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination. 
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload. Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:  Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American’s with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed. Evaluates the work of assigned subordinates 
to determine compliance with job goals and intra-unit policy and methods. Evaluates employee pay and salary 
recommendations submitted by internal business partners to determine compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates sensitive and/or complex employee 
and candidate background check results to identify possible findings and determine next steps. Evaluates employee 
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work processes to ensure that tasks and responsibilities are completed in compliance with policies, procedures, 
guidelines and standards. Evaluates candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications. Evaluates time and attendance for employees worker’s 
compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Audits 
organizational hierarchies and supervisory assignments to ensure chains of command are up to date and valid. Evaluates 
employee hiring and retention decisions against affirmative action plan to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.  Audits a representative sample of 
work assignments completed by assigned subordinates and assigned internal business partners to ensure accuracy and 
compliance with standards prior to approval. Evaluates human resources related physical and electronic documentation 
using departmental guidelines, policies, and procedures to ensure compliance with standards. Evaluates performance 
documents of agency employees submitted by supervisory personnel for compliance with performance evaluation 
guidelines. Conducts site audits of assigned subordinates and internal business partners to ensure work procedures and 
processes comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Verifies applicants’ general information, previous employment, education, compliance with necessary and special 
qualifications, and possession of required licenses or certificates. Evaluates the pay of employees against the pay of 
other individuals in comparable classes to determine whether salary adjustments are warranted.Monitor Processes, 
Materials, or Surroundings:  Monitors organization culture and work environment to identify interpersonal issues, policy 
violations, best practices and other relevant organizational traits. Monitors the work environment to ensure policy 
compliance and risks are minimized. Monitors employee work product to identify efficiencies and inform performance 
evaluations. Monitors divisional work processes to identify efficiencies and achieve more timely and accurate 
processing. Monitors employee attendance to ensure all leave and attendance is processed accurately and approved in 
the database each pay period.Communicating with Persons Outside Organization:  Answers sensitive and/or complex 
inquiries from persons of substantially high rank outside the organization as required. Testifies in hearings on behalf of 
the state related to the results of employee relations investigations as required. Assists candidates for executive or high-
level positions with the application and hiring process. Communicates with candidate for executive and/or high level 
positions and the general public when asked questions about salary, job duties, and other work factors to ensure 
accurate and realistic portrayals of the work involved. Communicates with outside agencies for the purposes of 
recruitment, employment verification, and background checks. Contacts vendors and other outside agencies who 
administer human resources functions to obtain/provide required information, correct errors, and/or for clarification 
purposes. Communicates with external business partners to facilitate outside events and programs in which the 
state/agency participates. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals as required.Organizing, Planning, and Prioritizing Work:  Incorporates divisional and agency-wide 
last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. Assigns 
special projects, highly confidential transactions, and high profile transactions as required to appropriate subordinates, 
divisional, and agency-wide staff to ensure timely and accurate completion. Organizes and prioritizes personal workload 
and divisional and agency-wide workloads using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work. Delegates tasks to assigned subordinates, divisional, and agency-wide staff based on the 
competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Communicating with Supervisors, Peers, or Subordinates:  Communicates with officials 
at higher levels on situations requiring cooperation and explanation of the services and activities of the agency. 
Maintains an open dialogue with internal business partners at all levels within the organization to ensure effective and 
efficient communications. Provides regular updates to upper management and other internal business partners on the 
status of projects and other assigned work. Communicates work related information to a variety of business partners, 
peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort. Conducts periodic 
performance development meetings with assigned subordinates to communicate and develop job plans and provide 
performance feedback and developmental guidance. Conducts meetings with assigned subordinates and other internal 
business partners to gather project information and status updates and to disseminate information. Participates in a 
variety of meetings as required to provide and gather status updates for assigned workload. Communicates with 
assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. Sends notifications of 
special events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate 
receipt of information.Getting Information:  Participates in strategic and operational meetings to obtain information 
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needed to achieve operational objectives. Interviews employees and other individuals as required who have information 
related to ongoing investigations or work processes to further an investigation or process. Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks. Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities. Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work. Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:  Creates disciplinary letters for high-level staff based on 
information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action. Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others. Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time. Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes. Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports. Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities. Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks. Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts. Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues. 
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing. 
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities. Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes. Ensures calculation of salary, service and longevity dates, leave balance 
adjustments, overtime, timesheet corrections and other adjustments as required. Leads assigned subordinates, 
divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences and 
similarities, and detecting changes in circumstances and events. Leads assigned subordinates, divisional, and agency 
staff in using relevant information and individual judgment to determine whether events and processes comply with 
laws, regulations. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
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Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3754 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3755 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3756 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3757 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 



 TN Job Classification Specifications  
September 22, 2020 

external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 



 TN Job Classification Specifications  
September 22, 2020 

supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3758 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3759 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3760 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3761 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3762 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3763 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 



 TN Job Classification Specifications  
September 22, 2020 

supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3764 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3765 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 



 TN Job Classification Specifications  
September 22, 2020 

and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3766 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3767 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3768 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 
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and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073715 - HR MANAGER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3769 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible and varied full-time professional human 
resources work; OR four years of increasingly responsible professional general human resources experience with the 
State of Tennessee.Substitution of Education for Experience: Additional graduate coursework in human resources 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional human 
resources experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general human resources consultative work of 
considerable difficulty and supervisory work of routine difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class has supervisory responsibility for the work of other professional human resources 
staff and performs work such as may relate to acting as full assistant human resources director or manage a moderate 
to large central human resources function in the largest of operating departments. This class differs from that of HR 
Manager 1 in that an incumbent of the latter may act as a full assistant human resources director in a moderate to large 
sized operating department or acts as an assistant manager for a central human resources function. This class differs 
from higher level classes in the human resources management and related series in that incumbent of the latter 
perform duties of greater scope and complexity. 
 
Work Activities: 
Thinking Creatively:    Develops divisional and agency-wide strategic and operational plans to facilitate agency 
operations and forward agency goals.    Incorporates departmental, state, and federal laws, rules, regulations, and 
policies into divisional and agency-wide best practices and standard operating procedures for efficiency and compliance 
purposes.    Develops action plans to address divisional and agency-wide systemic issues.    Develops divisional and 
agency-wide implementation plans based on knowledge, experiences, skills, best practices and targeted research to 
address strategic goals and agency needs.    Develops divisional and agency-wide policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and other 
systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops divisional and 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Participates in brainstorming sessions to develop divisional and agency-wide process streamlining initiatives and 
improve business practices.Resolving Conflicts and Negotiating with Others:    Serves as a mediator for complex issues 
related to applicant problems with candidates for high-level positions and the general public.    Negotiates with internal 
business partners to ensure legally defensible and accurate employment decisions are made based on departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates conflicts between 
internal business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves disciplinary actions of assigned subordinates, departmental, divisional and/or 
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agency wide staff.    Serves as a mediator for assigned subordinates and peers to upper management personnel.    
Resolves conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.    Directs difficult to resolve conflicts to assigned supervisor as required.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional and agency-wide budget impact 
of proposed program or operational changes to establish appropriate funding and implementation guidelines.    
Estimates future staffing and skill requirements needed for divisional and agency-wide succession planning and talent 
management purposes.    Projects divisional and agency-wide staffing and identify timelines needed to complete 
projects to meet the strategic plan of the department.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses divisional and agency-wide staff work behaviors, competencies, knowledge, skills and abilities 
for succession planning, talent management and retention purposes.    Assesses the quality of applicants to inform hiring 
decisions.    Assesses the quality and importance of suggestions provided by divisional and agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving 
objectives.Interpreting the Meaning of Information for Others:    Interprets a variety of human resources reports for 
internal and/or external business partners as requested or to meet accreditation standards.    Interprets specialized 
information related to division operations for internal and external business partners and assigned subordinates to 
ensure understanding and facilitate relationships.    Interprets a variety of current human resources rules and/or labor 
laws, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Explains human resources program specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and representatives as required in response to basic inquiries.Analyzing Data or Information:    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures using human resources reporting and 
documentation to develop recommendations for changes in operations which affect the economy, efficiency and quality 
of agency operations and services.    Conducts job analyses to identify tasks and competencies related to performance in 
various classifications.    Analyzes divisional and agency-wide human resources related investigations, disciplinary 
actions, separations, and exit interview information to identify trends and inform reporting.    Applies a variety of staff 
analytic techniques to human resources and general management problems to develop training requirements, ensure 
that recommendations for change and action are workable, and comply with professional standards of excellence.    
Analyzes divisional and agency-wide human resources transaction documents and reports for employee appointments, 
promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, retirement, and 
information changes in operating agencies to identify trends, changes, and other relevant factors and inform reporting.    
Analyzes divisional and agency-wide position information to determine the appropriate classification to which it should 
be assigned.    Analyzes survey and benchmarking data collected by the agency to determine its relevancy to and effects 
on human resources processes and procedures and inform reporting.    Determines the appropriateness of salaries for 
employees using salary surveys and pay plan information to ensure appropriate compensation.    Analyzes divisional and 
agency-wide leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Analyzes the correlation between divisional and agency-wide safety 
violations and incidents and location to determine trends and inform reporting.    Analyzes candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops agency-wide organizational strategies, policies, and 
initiatives to facilitate the achievement of agency goals.    Develops strategies and objectives for divisional and agency-
wide program areas to enhance performance and improve organizational efficiency.    Develops communication and 
marketing strategies for addressing the ongoing communication of human resources related information to agency 
employees.    Develops special projects to enhance the overall organization and its operations.    Develops strategies for 
addressing divisional and agency-wide staffing and headcount needs to ensure adequate coverage for assigned 
workload.    Develops job performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.    Develops divisional and agency-wide motivational and operational strategies to 
enhance investment and participation in special initiatives, events and projects.    Develops strategic programs and 
events to improve divisional and agency-wide morale.Provide Consultation and Advice to Others:    Advises internal and 
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external business partners on the appropriate application of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for human resources decision making to ensure compliance and effective business 
practices.    Assists internal business partners with investigations of employee relations issues according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Makes recommendations for changes in operations which affect the economy, efficiency 
and quality of agency operations and services.    Notifies appropriate leadership staff of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises upper 
management on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Assists assigned subordinates and internal business partners in developing job 
performance plans to communicate responsibilities and expected outcomes of performance in their role.    Assists 
assigned subordinates, divisional and agency-wide staff in resolving processing problems to enhance development and 
team performance.    Advises peers and/or assigned subordinates, divisional and agency-wide staff on proper 
departmental procedures related to the accomplishment of their daily workload.    Makes recommendation on human 
resources actions such as employment, promotion, demotion, transfer, retention, and increases for outstanding 
performance to assigned supervisor.    Provides advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Provides informal performance feedback advice to assigned supervisor on the quality of work of the 
HR Manager 2's assigned subordinates.    Provides informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists in the development of 
supplemental questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Training and Teaching Others:    
Conducts agency specific and specialized training for agency employees to comply with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.    Prepares 
training and standard operating procedure documentation to facilitate the work and training of internal business 
partners.    Trains assigned subordinates in the basic workflow and processes related to their tasks.Selling or Influencing 
Others:    Influences assigned subordinates, departmental, and agency-wide staff using identified individual motivational 
factors to increase job performance and productivity.    Sells the organization to high-level internal and external business 
partners, event attendees, candidates and the general public while answering communications and/or while attending 
events.    Sells requests for resources and the services of the team to internal and/or external business partners.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.Establishing and Maintaining 
Interpersonal Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Represents the agency while attending 
public, statewide, national and internal meetings and events in order to promote the goodwill of the department.    
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.    Liaises with agency Human Resources representatives, Department of Human Resources, Finance and 
Administration and other central office state representatives, and other organizational representatives to ensure 
accurate and timely processing of transactions and other human resources related tasks.Documenting/Recording 
Information:    Prepares divisional and/or agency-wide risk assessment, continuity of operations and financial integrity 
documentation to mitigate liability and vulnerability of the agency.    Documents job analysis results based on 
departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and 
ensure the legal defensibility of employment decisions.    Documents sensitive and/or complex investigations performed 
for employee relations purposes to ensure accurate information is used in decision making.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.    Documents accidents and other safety violations in order to ensure compliance 
with OSHA/TOSHA regulations.    Documents and stores divisional and/or agency-wide employee or position information 
in electronic databases and/or physical form for employees as required ensuring accurate information is recorded in the 
employee's records.    Prepares completed staff work reports with recommendations for action which are workable and 
comply with professional standards of excellence.Making Decisions and Solving Problems:    Approves mediation 
agreements on behalf of the department to resolve employment issues.    Approves sensitive and/or complex 
accommodations under the American's with Disabilities Act Amendments Act to ensure accommodations are made in 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
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Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Resolves divisional and agency-wide transactional issues identified during evaluations and audits using departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and timely 
processing.    Resolves divisional and agency-wide benefit, time and attendance, pay, and other issues using 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to ensure accurate and 
timely processing.    Approves organizational restructuring requests to ensure compliance with state policies and 
procedures.    Approves salary recommendations, overtime payouts, and other pay recommendations submitted by 
internal business partners to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Determines employee qualifications for a variety of employment benefits, 
including but not limited to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance 
with standards and identify next steps.    Approves, directly or tacitly, all transactions completed by assigned 
subordinates and assigned internal business partners to ensure accuracy and compliance with standards.    Determines 
divisional and agency-wide electronic database and physical security access levels for employees based on the job duties 
of the employee to ensure the safety and security of facilities and information.    Approves the implementation plan for 
assigned work initiatives to ensure efficiency and adequate coverage.    Approves security access changes in electronic 
databases to ensure up to date clearances are in place.    Approves travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Approves or denies performance evaluations as required on 
behalf of the appointing authority to ensure compliance with standards.Coaching and Developing Others:    Mentors 
assigned subordinates, divisional and agency-wide staff by providing feedback and information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of 
systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.    Coaches 
assigned subordinates and other divisional staff through the use of stretch assignments to develop bench strength and 
talent management.    Coaches agency employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and agency-wide staff.    Mentors less experienced internal business partners in their 
work.    Educates high-level candidates on the application and hiring process to facilitate accurate and timely submission 
of documentation.Processing Information:    Creates sensitive and/or complex disciplinary letters for agency employees 
based on information received form upper management to document the disciplinary process and inform the employee 
of the outcome of the disciplinary action.    Prepares a variety of reports with recommendations for action in areas 
including but not limited to: attendance, benefits, affirmative action and equal employment opportunity issues; 
classification and organizational structure; selection and retention; occupational safety and health; employee relations; 
and other general human resources issues.    Processes position change requests to create new and/or reclassify existing 
positions as required.    Verifies staffing and other human resources related reports to ensure accuracy and determine 
when more extensive evaluation is required.Coordinating the Work and Activities of Others:    Coordinates with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive transactions including but not 
limited to disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion.    
Coordinates with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.    
Coordinates the announcement of open executive staff positions to ensure coverage and compatibility with availability 
and workload.    Coordinates meetings, events, and other special projects as required to ensure availability, attendance, 
and coverage.Evaluating Information to Determine Compliance with Standards:    Evaluates the results of job analyses to 
ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates employment decisions made by employees and management to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Audits important, detailed, and/or 
complex human resources records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates the reasonableness of sensitive 
and/or complex accommodations under the American's with Disabilities Act Amendments Act to ensure 
accommodations are made and determine if undue hardships are imposed.    Evaluates the work of assigned 
subordinates to determine compliance with job goals and intra-unit policy and methods.    Evaluates employee pay and 
salary recommendations submitted by internal business partners to determine compliance with departmental, state, 



 TN Job Classification Specifications  
September 22, 2020 

and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates sensitive and/or complex 
employee and candidate background check results to identify possible findings and determine next steps.    Evaluates 
employee work processes to ensure that tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards.    Evaluates candidate and employee qualifications to determine compliance with 
minimum qualifications and/or necessary and special qualifications.    Evaluates time and attendance for employees 
worker's compensation, FMLA, 120 day appointments, leave without pay, and other types of extended leave to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Evaluates employee hiring and retention decisions against affirmative action plan to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Audits a representative sample of work assignments completed by assigned subordinates and assigned internal business 
partners to ensure accuracy and compliance with standards prior to approval.    Evaluates human resources related 
physical and electronic documentation using departmental guidelines, policies, and procedures to ensure compliance 
with standards.    Evaluates performance documents of agency employees submitted by supervisory personnel for 
compliance with performance evaluation guidelines.    Conducts site audits of assigned subordinates and internal 
business partners to ensure work procedures and processes comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Verifies applicants' general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates.    
Evaluates the pay of employees against the pay of other individuals in comparable classes to determine whether salary 
adjustments are warranted.Monitor Processes, Materials, or Surroundings:    Monitors organization culture and work 
environment to identify interpersonal issues, policy violations, best practices and other relevant organizational traits.    
Monitors the work environment to ensure policy compliance and risks are minimized.    Monitors employee work 
product to identify efficiencies and inform performance evaluations.    Monitors divisional work processes to identify 
efficiencies and achieve more timely and accurate processing.    Monitors employee attendance to ensure all leave and 
attendance is processed accurately and approved in the database each pay period.Communicating with Persons Outside 
Organization:    Answers sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Testifies in hearings on behalf of the state related to the results of employee relations 
investigations as required.    Assists candidates for executive or high-level positions with the application and hiring 
process.    Communicates with candidate for executive and/or high level positions and the general public when asked 
questions about salary, job duties, and other work factors to ensure accurate and realistic portrayals of the work 
involved.    Communicates with outside agencies for the purposes of recruitment, employment verification, and 
background checks.    Contacts vendors and other outside agencies who administer human resources functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.Organizing, 
Planning, and Prioritizing Work:    Incorporates divisional and agency-wide last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Assigns special projects, highly confidential 
transactions, and high profile transactions as required to appropriate subordinates, divisional, and agency-wide staff to 
ensure timely and accurate completion.    Organizes and prioritizes personal workload and divisional and agency-wide 
workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates, divisional, and agency-wide staff based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Communicating with Supervisors, Peers, or Subordinates:    Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates work related information to a variety of business partners, peers and 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Conducts meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Communicates with assigned 
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supervisor to ensure accurate and timely receipt of instructions and work assignments.    Sends notifications of special 
events, initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and accurate receipt 
of information.Getting Information:    Participates in strategic and operational meetings to obtain information needed to 
achieve operational objectives.    Interviews employees and other individuals as required who have information related 
to ongoing investigations or work processes to further an investigation or process.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Conducts site visits of external 
and internal organizations in order to obtain information for reorganization, benchmarking and other work related 
activities.    Reviews reports, queries and electronic databases to gather information necessary to complete assigned 
work.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to complete the 
assigned work.Guiding, Directing, and Motivating Subordinates:    Creates disciplinary letters for high-level staff based 
on information received form upper management to document the disciplinary process and inform the employee of the 
outcome of the disciplinary action.    Leads assigned subordinates, divisional, and agency staff in handling complaints, 
settling disputes, and resolving grievances and conflicts, and otherwise negotiating with others.    Leads assigned 
subordinates, divisional, and agency staff in developing constructive and cooperative working relationships with others, 
and maintaining them over time.    Ensures the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Ensures the preparation and 
maintenance of a variety of records and reports such as transaction records, employee files, lists of employees 
recommended for performance increases and promotions, job specification files, affirmative action records, 
performance evaluation records, longevity records, leave and attendance records, employee work schedules, overtime 
reports, and payroll reports.    Ensures the creation of reasonable salary recommendations for high-level candidates and 
assigned subordinates, divisional, and agency staff to eliminate pay inequities.    Leads assigned subordinates, divisional, 
and agency staff in getting members of a group to work together to accomplish tasks.    Leads assigned subordinates, 
divisional, and agency staff in identifying the underlying principles, reasons, and facts of information by breaking down 
information and data into separate parts.    Ensures the generation of salary plan reports for submission to Finance and 
Administration using a variety of information to amend the budgeting for classification and compensation issues.    
Ensures the coding of human resources transactions using appropriate guidelines to inform evaluations and auditing.    
Ensures the preparation and correction of leave and attendance documents, overtime reports and payroll, supplemental 
payroll, pay differentials, longevity, unemployment, and performance evaluation processing documents in addition to 
other human resources transactions activities.    Ensures the correct human resources transaction documents submitted 
by operating agency staff for appointments, promotions, demotions, separations, terminations, reclassifications, 
transfers, retirement, and information changes.    Ensures calculation of salary, service and longevity dates, leave 
balance adjustments, overtime, timesheet corrections and other adjustments as required.    Leads assigned 
subordinates, divisional, and agency staff in identifying information by categorizing, estimating, recognizing differences 
and similarities, and detecting changes in circumstances and events.    Leads assigned subordinates, divisional, and 
agency staff in using relevant information and individual judgment to determine whether events and processes comply 
with laws, regulations,  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Perspective    Managing Through Systems    Command Skills    Drive for Results    
Organizational Agility    Building Effective Teams    Customer Focus    Ethics and Values    Integrity and Trust    
NegotiatingKnowledge:    Advanced knowledge of personnel and human resources operations and best practices as it 
relates to employee relations, performance management, selection and retention, talent management, compensation, 
etc.    Intermediate knowledge of administration and management as it relates to multi-team workgroup management, 
process management, and supervision of mid-level leadership personnel    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Intermediate knowledge 
of the application of labor and employment laws    Basic knowledge of mathematics (arithmetic)    Basic knowledge of 
clerical office procedures as it relates to office organizationSkills:    Advanced monitoring skills as they relate to 
employee performance, reporting, organizational or operational processes    Advanced negotiation skills as they relate 
to workplace conflict resolution    Advanced performance and systems analysis skills    Advanced judgment and decision 
making skills as they relate to personnel and operational management    Intermediate reading comprehension skills    
Intermediate interpersonal and public speaking skills    Intermediate writing skills    Intermediate  personnel and process 
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coordination skills    Intermediate social perceptiveness skills    Intermediate troubleshooting skills    Intermediate time 
management skills    Intermediate management of personnel resources skills    Basic mathematics skills (arithmetic)    
Basic skill in the marketing of personnel and human resources initiatives    Active learning skills    Active listening skills    
Critical thinking skills    Service orientation skillsAbilities:    Intermediate Oral Expression Ability    Intermediate Oral 
Comprehension Ability    Intermediate Written Expression Ability    Intermediate Written Comprehension Ability    
Intermediate Problem Sensitivity Ability    Basic Mathematical Reasoning Ability    Deductive Reasoning Ability    
Inductive Reasoning Ability    Time Sharing Ability    Finger Dexterity Ability    Wrist Finger Speed Ability    Speech Clarity 
Ability    Speech Recognition Ability    Near Vision Ability 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner7. CalculatorOther office related 
equipment as required. 
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073785 - HR PROGRAM ADMINISTRATOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3727 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073787 - HR PROGRAM DIRECTOR 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3863 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs human resources program administrative work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: This is the second 
class in the HR Program Director sub-series. Employees in this class plan, organize and direct statewide human resources 
programs of considerable scope, complexity, and impact. Assignments in this class include administering statewide 
employee training, human resources administration, and human resources organizational analysis programs. 
Incumbents develop and implement pertinent policies and procedures, provide technical support and guidance to 
operating agency human resources offices, review and evaluate program operations in these offices, and resolve 
problems and issues relating to their respective programs. This class differs from that of HR Program Director 1 in that 
an incumbent of the latter direct statewide human resources programs of lesser scope, complexity, and impact. This 
class differs from that of HR Program Director 3 in that incumbents of the latter plan, organize and direct human 
resources programs with the most major scope, complexity and impact. 
 
Work Activities: 
1. Plans, organizes and directs statewide employee training programs; develops and implements training programs for 
such areas as employee relations, affirmative action, interaction management, supervisory training and performance 
evaluation; reviews, evaluates, and approves operating agency training plans and requests for outservice training; 
develops statewide training policies and procedures and directs their implementation and enforcement; develops 
specialized state-of-the art training methods such as computer based training; develops specialized training institutes; 
studies training operations and services and makes recommendations for improvements in economy, efficiency, and 
quality.2. Plans, organizes and directs statewide human resources administrative programs for employee certifications 
and transactions; directs the implementation and enforcement of pertinent laws, regulations, policies, and procedures; 
directs transactions functions involving the processing of employee promotions, demotions, transfers, reclassifications 
and performance increases; directs the audit of operating agency human resources records to ensure their 
completeness and accuracy; directs the audit of leave and attendence, payroll, supplemental payroll, overtime and 
other records and reports; directs the development and maintance of a central filing system for a variety of employee 
and related human resources records.3. Plans, organizes and directs the statewide human resources/organizational 
analysis programs; directs and participates in organizational analytic, staffing, position design, redesign and enrichment, 
administrative analytic and related studies; plans, develops and implements major compensation surveys and evaluates 
survey data; provides technical advice and guidance to operating agency human resources on resolving problems and 
issues identified as a result of these studies.4. Establishes and maintains a variety of personal contacts with officials, 
administrators, employees, attorneys and other individuals in explaining, interpreting, and enforcing pertinent policies, 
procedures, laws and regulations, obtaining and furnishing information, and resolving problems and issues relating to 
the program area; gives presentations to management, various employee groups and the public on program activities, 
policies and services.5. Directs the preparation and maintenance of a variety of specialized records, reports and 
correspondence, develops and monitors operating budget.6. Assigns, trains, supervises and evaluates a moderate staff 
and their work; makes decisions on staff employment, retention, promotion, demotion, and other human resources 
actions. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073788 - HR PROGRAM DIRECTOR 3 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3873 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, performs human resources program administrative work of unusual difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: This is the third 
class in the HR Program Director sub-series. Employees in this class plan, organize and direct statewide human resources 
programs with the most major scope, complexity, and impact. Assignments in this class include administering the 
statewide human resources research, examinations, and classification/compensation programs. Incumbents develop 
and implement pertinent policies and procedures, provide technical support and guidance to operating agency human 
resources offices, review and evaluate program operations in these offices, and resolve problems and issues relating to 
their respective programs. This class differs from that of HR Program Director 2 in that incumbents of the latter direct 
significant human resources programs of considerable scope, complexity and impact. 
 
Work Activities: 
1. Plans, organizes and directs statewide human resources research programs; directs programs such as employee 
performance evaluation and feedback; directs the development of the most complex tests of fitness for state 
employment; directs the evaluation of written test and minimum qualification validity; personally performs the most 
difficult, complex and unique human resources research analytic work demanding advanced expertise in research design 
and execution, data collection, and statistical analysis and interpretation having impact on the state service; develops 
and implements human resources research policies and procedures and interprets pertinent laws and regulations; 
testifies in court as an expert witness on human resources research related matters.2. Plans, organizes and directs 
statewide employee examination programs; directs the rating of applications, the development, maintenance and 
revision of rating guidelines, the interviewing and referral of job applicants, the development and administration of 
written tests, the development of reliable and valid tests for assessing aptitude, skill and achievement, and the 
development occupational and educational coding systems, develops statewide examinations policies and procedures 
and directs their implementation and enforcement.3. Plans, organizes and directs the statewide classification and 
compensation program; directs activities including the review and evaluation of position classifications, the 
determination ofappropriate class salary levels, the development, completion, and review of salary surveys, the audit of 
position duties and responsibilities, the development of job specifications and the review of class minimum 
qualifications; develops classification and compensation policies and procedures and directs their implementation and 
enforcement.4. Establishes and maintains a variety of personal contacts with officials, administrators, employees, 
attorneys and other individuals in explaining, interpreting, and enforcing pertinent policies, procedures, laws and 
regulations, obtaining and furnishing information, coordinating related program activities with other program directors, 
providing technical advice and guidance to operating agency personnel and resolving problems and issues relating to the 
program area; gives presentations to management, various employee groups and the public on program policies, 
activities, and services. 5. Directs the preparation and maintenance of a specialized complex and technical records, 
reports, correspondence, and other documentation; and other docmentation; develope and monitors operating 
budget.6. Assigns, trains, supervises and evaluates a moderate sized staff and their work; makes decisions on staff 
employment, retention, promotion, demotion, and other personnel actions. 
 



 TN Job Classification Specifications  
September 22, 2020 

Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073789 - HR PROGRAM DIRECTOR 4 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3874 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073718 - HR PROGRAM MANAGER 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3788 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional human resources, 
research, quality assurance, or customer service work including at least two years of supervisory or managerial work. 
Substitution of Graduate Education for Experience: Graduate coursework in human resources administration, business 
administration or a related acceptable field may be substituted for the required non-specialized experience, on a year-
for-year basis, to a maximum of two years. Substitution of Experience for Education: Qualifying full-time professional 
human resources, research, quality assurance, or customer service experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. ORFive years of full-time increasingly responsible 
professional human resources experience including at least two years of supervisory or managerial experience with the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs human resources program managerial work of considerable difficulty; 
and performs related work as required. Distinguishing Features: Employees in this class assist in directing the functions, 
activities, services and staff of a major statewide human resources program area of considerable scope and impact. This 
work involves the following activities: supervising all divisional staff functions and providing technical advice and 
guidance in resolving problems and issues on a regular basis; assisting in developing divisional budget process; assisting 
in developing policies and procedures for the division as a whole and monitoring implementation; and assisting in 
planning for future needs and requirements for the entire division. Employees in this class are expected to exercise 
considerable discretion and independent judgment in assisting in the decision-making process for their division. This 
class differs from Human Resources Program Director classes in that incumbents of the latter are fully responsible for 
planning, organizing and directing all functions, activities and services for specific statewide human resources program 
areas. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources laws, rules and 
regulations, policies, procedures and documentation for internal and external business partners to facilitate 
understanding, enhance communication and ensure compliance. Performing Administrative Activities:    Assists and/or 
plans, organizes and directs all functions, activities and services for a major statewide human resources program area 
with considerable scope and impact.    Develops statewide human resources policies and procedures.    Plans for future 
program needs and requirements.    Assists with preparing and monitoring the divisional budget for the entire division 
and monitoring implementation.    Analyzes divisional functions, activities and services and recommends where 
improvements could be made in these areas. Resolving Conflicts and Negotiating with Others:    Handles difficult 
negotiations with others in resolving a variety of human resources problems and issues. Making Decisions and Solving 
Problems:    Reviews, analyzes and approves/disapproves requests from internal and external customers to ensure 
policies, rules and laws are appropriately applied.    Verifies accuracy when reviewing and analyzing requests from 
internal and external customers. Communicating with Persons Outside Organization:    Prepares and delivers 
presentations on subjects relating to divisional policies, procedures and activities to employee groups, agency human 
resources officers and their staff and others, direct reports, staff from other divisions, agency human resources officers, 
administrators, directors and other officials from line agencies, attorneys, auditors, members of the public and others on 



 TN Job Classification Specifications  
September 22, 2020 

a regular basis.    Prepares written reports on subjects relating to divisional policies, procedures and activities to 
employee groups, agency human resources officers and their staff and others, direct reports, staff from other divisions, 
agency human resources officers, administrators, directors and other officials from line agencies, attorneys, auditors, 
members of the public and others on a regular basis.    Communicates and provides customer service to private citizens 
and helps assist, clarify and direct them to the appropriate authority for further assistance. Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open dialogue with team members and supervisors to ensure 
effective and efficient communication.    Provides regular updates to upper management on the status of projects and 
other assigned work. Establishing and Maintaining Interpersonal Relationships:    Explains, interprets and enforces 
pertinent human resources laws, rules and regulations agency staff statewide.    Establishes and maintains a high degree 
of personal contact with direct reports, for staff from other divisions, agency human resources officers, administrators, 
directors and other officials from line agencies, attorneys, auditors, members of the public and other on a regular basis. 
Organizing, Planning, and Prioritizing Work:    Assists, directs and audits the processing of agency requests related to 
classification, posting, applications and salary requirements or adjustments.    Assists, directs and audits in the 
preparation, maintenance and/or review of a variety of technical records and reports such as research and statistical 
analysis reports and job specifications. Developing and Building Teams:    Models effective performance for team 
members to provide a role model, encourage success in others, and enhance trust.    Identifies developmental 
opportunities appropriate for team members to improve team development. Guiding, Directing, and Motivating 
Subordinates:    Provides guidance and direction to subordinates, including setting performance standards, conducting 
performance evaluations and monitoring performance.    Leverages developmental opportunities and motivational 
factors to improve team development and the performance of assigned subordinates. Provides Consultation and Advice 
to Others:    Provides guidance and expert advice to management or other groups on technical systems, or process 
related topics. Staffing Organizational Units:    Makes recommendations on staff employment, retention, promotion and 
other human resources actions.    Provides technical advice and guidance to staff on a regular basis in solving difficult 
work problems and in    properly interpreting pertinent human resources laws, rules and regulations. Scheduling Work 
Activities:    Assigns, trains, supervises and evaluates subordinate staff and their work.    Reviews deadlines to ensure 
completion of work in a timely manner. Updating and Using Relevant Knowledge:    Keeps abreast of all relevant changes 
in laws, rules, policies and procedures; and relays information to team members.    Keeps abreast of changes and 
updates in applicable human resources relevant software and technology. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates costs of overtime, travel, and resources required for training and recruiting 
events. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Strategic Agility    Planning    Process Management    Conflict 
Management    Managerial Courage    Action Oriented    Perseverance    Organizational Agility    Written Communications    
Customer Focus    Integrity and Trust Knowledge:    Administration and Management    Customer and Personal Service    
Personnel and Human Resources    Production and Processing    Law and Government    Mathematics    Sales and 
Marketing    Education and Training    Psychology    Knowledge of computer software (Microsoft Office: Excel, Word, 
Access etc.) Skills:    Active Listening    Active Learning    Social Perceptiveness    Complex Problem Solving    Critical 
Thinking    Learning Strategies    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    
Negotiation    Persuasion    Service Orientation    Judgment and Decision Making    Systems Analysis    Systems Evaluation    
Management of Personnel Resources    Management of Material Resources    Time Management    Management of 
Financial Resources Abilities:    Written Expression    Oral Expression    Oral Comprehension    Category Flexibility    
Visualization    Inductive Reasoning    Problem Sensitivity    Written Comprehension    Selective Attention    Deductive 
Reasoning    Flexibility of Closure    Fluency of Ideas    Mathematical Reasoning    Originality    Time Sharing    Speed of 
Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator Other Office Related 
Equipment as Required 
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073760 - HR PROGRAM SPECIALIST 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3748 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of qualifying full-time work in one of the following fields: research, quality assurance or customer 
service.Substitution of Experience for Education: Experience in research, quality assurance, or customer service can 
substitute for the required education, on a year-for-year basis, to a maximum of four years.Substitution of Education for 
Experience: Additional graduate coursework in research, quality assurance, or customer service can substitute for the 
required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for human resources work of average difficulty in a Department of 
Human Resources program; and performs related work as required.Distinguishing Features: An employee in this class is 
employed in the Department of Human Resources (DOHR) and performs administrative responsibilities for one of the 
following program areas: answers calls and/or inquiries from constituents in the HR Service Center, conducts research or 
reviews in the Quality Assurance Division, or serves in various administrative program roles in the Employee Relations 
Division. 
 
Work Activities: 
 May be assigned to ensure CONCORD monthly error reports are submitted to Tennessee Consolidated Retirement 
System (TCRS): report is correct for employee retirement credits; verify current, new hire, and rehire state employees' 
retirement plans (Hybrid or Legacy) through utilization of the TCRS decision chart and the CONCORD system; verify 
employee job data in Edison; send all correction requests to the Agency Resource Center (ARC) within the Department 
of Human Resources (DOHR) within three business days after submitting the error report. May be assigned to review 
DOHR policies, procedures, and rules to draft audit checklists for timely audit purposes: ensure checklists are revised 
and up-to-date with all changes; draft audit questions based on information from each of the above; share draft 
information with other team members during regularly scheduled team meetings. May be assigned to perform a 
random selection of reviews on transactions and supplemental forms: performs reviews on a monthly basis to ensure 
corrections are identified and reported timely for the efficiency of ARC processes; review reports submitted by ARC staff 
to determine whether transactions are correct; research employee history, payroll information, and/or other available 
information to determine the correct amounts; return corrections to the ARC specialist within five business days. May 
be assigned to participate in all assigned Quality Assurance reviews to ensure reviews are conducted timely, accurately, 
and with great customer service: interview division employees using an approved division checklist; record information 
on checklist(s) and advises team members. May be assigned to conduct meetings with all DOHR divisions regarding 
Public Record (PR) forms being utilized: discuss and verifies the Registration Details Application (RDA) associated with 
that form; correct format the form is being kept (paper or electronic). May be assigned to respond to all calls, 
voicemails, emails, customer inquiries; monitor Zendesk chat accounts and analyze customer requests to determine 
information needed and/or appropriate course of action. May be assigned to seek out additional information from 
supervisor or appropriate subject matter expert when unsure of the appropriate response; maintains an accurate 
knowledge base of provided products and services; organizes responses based on priority and vulnerability. May be 
responsible for various programs in the Employee Relations Division such as but not limited to: State Employee Discount 
Program, Tennessee Employee Mediation Program, agency-level Service Awards, agency-level Tennessee Employees 
Charitable Campaign, agency-level Employee Suggestion Award Program, and performance management. 
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Competencies (KSA’s): 
Competencies: Drive for Results Composure Customer Focus Self-Development Dealing with Ambiguity Decision Quality 
Learning on the Fly Problem Solving Functional/Technical Competency Time Management Informing Conflict 
Management Written CommunicationsKnowledge: Intermediate knowledge of auditing procedures, standards, and best 
practices Intermediate knowledge of law and government as it relates to candidate selection Intermediate knowledge of 
personnel and human resources principles and procedures Intermediate knowledge of HR topics related to the assigned 
specialty area for the position Intermediate knowledge of computer operation Basic knowledge of office equipment 
operation Basic knowledge of project management procedures and best practices Knowledge of intermediate math 
(algebra) Basic knowledge of clerical procedures and systems Knowledge of customer and personal services Knowledge 
of operation of telecommunication systemsSkills: Speaking skills Persuasion skills Reading comprehension skills Active 
listening skills Complex problem solving skills Judgment and decision making skills Troubleshooting skills Service 
orientation skills Monitoring skills Instructing skills Speech clarity Speech recognition Near vision Wrist-finger speed 
Critical thinkingAbilities: Intermediate oral expression abilities Problem sensitivity abilities Intermediate oral 
comprehension abilities Intermediate written comprehension abilities Intermediate written expression abilities Speech 
recognition Speech clarity Near vision Wrist-finger speed Mathematical Reasoning 
 
Tools and Equipment Used: 
  Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Microfiche Microfilm Calculator Other office 
related equipment as required   
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073719 - HR PROGRAM SUPERVISOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3805 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional human resources, research, quality 
assurance, or customer service work. Substitution of Graduate Education for Experience: Graduate coursework in 
human resources administration, business administration or a related acceptable field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional human resources, research, quality assurance, or customer service experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. ORFive years of full-time 
increasingly responsible professional human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs human resources program supervisory work of average difficulty; 
performs related work as required. Distinguishing Features: Employees in this class supervise subordinates in a 
statewide human resources program area of considerable scope and impact. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources laws, rules and 
regulations, policies, procedures and documentation for internal and external business partners to facilitate 
understanding, enhance communication and ensure compliance. Performing Administrative Activities:    Supervises the 
functions, activities and services of a major statewide human resources program area with considerable scope and 
impact.    May assist in developing statewide human resources policies and procedures.    Plans for future program 
needs and requirements.    May analyze divisional functions, activities and services and recommends where 
improvements could be made in these areas. Resolving Conflicts and Negotiating with Others:    Handles difficult 
negotiations with others in resolving a variety of human resources problems and issues. Making Decisions and Solving 
Problems:    Reviews and analyzes requests from internal and external customers to ensure policies, rules and laws are 
appropriately applied.    Verifies accuracy when reviewing and analyzing requests from internal and external 
customers.Communicating with Persons Outside Organization:    Prepares and delivers presentations on subjects 
relating to divisional policies, procedures and activities to employee groups, agency human resources officers and their 
staff and others, direct reports, staff from other divisions, agency human resources officers, administrators, directors 
and other officials from line agencies, attorneys, auditors, members of the public and others on a regular basis.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to employee groups, agency 
human resources officers and their staff and others, direct reports, staff from other divisions, agency human resources 
officers, administrators, directors and other officials from line agencies, attorneys, auditors, members of the public and 
others on a regular basis.    Communicates and provides customer service to private citizens and helps assist, clarify and 
direct them to the appropriate authority for further assistance. Communicating with Supervisors, Peers, or 
Subordinates:    Maintains an open dialogue with team members to ensure effective and efficient communication.    
Provides regular updates to upper management on the status of projects and other assigned work.Establishing and 
Maintaining Interpersonal Relationships:    Explains, interprets and enforces pertinent human resources laws, rules and 
regulations to agency staff statewide.    Establishes and maintains a high degree of personal contact with direct reports, 
staff from other divisions, agency human resources officers, and other officials from line agencies, attorneys, auditors, 
members of the public, and others on a regular basis.Organizing, Planning, and Prioritizing Work:    May assist with and 
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audit the processing of agency requests related to classification, job postings, applications, and salary requirements or 
adjustments.    May assists with and audit the preparation, maintenance and/or review of a variety of technical records 
and reports such as research and statistical analysis reports and job specifications. Developing and Building Teams:    
Models effective performance for team members to provide a role model, encourage success in others, and enhance 
trust.    Identifies developmental opportunities appropriate for team members to improve team development. Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including setting 
performance standards, conducting performance evaluations and monitoring performance.    Leverages developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinates. 
Provides Consultation and Advice to Others:    Provides guidance and expert advice to management or other groups on 
technical systems, or process related topics. Staffing Organizational Units:    Makes recommendations regarding staff 
employment, retention, promotion, and other human resources actions.    Provides technical advice and guidance to 
staff on a regular basis in solving difficult work problems and properly interpreting pertinent human resources laws, 
rules and regulations. Scheduling Work Activities:    Assigns, trains, supervises, and evaluates subordinate staff and their 
work.    Reviews deadlines to ensure completion of work in a timely manner.Updating and Using Relevant Knowledge:    
Keeps abreast of all relevant changes in laws, rules, policies and procedures; and relays information to team members.    
Keeps abreast of changes and updates in applicable human resources relevant software and technology. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Strategic Agility    Planning    Process Management    Conflict 
Management    Action Oriented    Perseverance    Organizational Agility    Written Communication    Customer Focus    
Integrity and TrustKnowledge:    Administrationand Management    Customer and Personal Service    Personnel and 
Human Resources    Production and Processing    Law and Government    Mathematics    Sales and Marketing    Education 
and Training    Psychology    Knowledge of computer software (Microsoft Office: Excel, Word, Access etc.)Skills:    Active 
Listening    Active Learning    Social Perceptiveness    Complex Problem Solving    Critical Thinking    Learning Strategies    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Negotiation    Persuasion    
Service Orientation    Judgment and Decision Making    Systems Analysis    Systems Evaluation    Time 
ManagementAbilities:    Written Expression    Oral Expression    Oral Comprehension    Category Flexibility    Visualization    
Inductive Reasoning    Problem Sensitivity    Written Comprehension    Selective Attention    Deductive Reasoning    
Flexibility of Closure    Fluency of Ideas    Mathematical Reasoning    Originality    Time Sharing    Speed of Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    CalculatorOther Office Related 
Equipment as Required 
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073794 - HR RECORDS SUPERVISOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3925 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's degree AND a 
minimum of 3 years of experience in Human Resources. Substitution of Experience for Education: Experience in human 
resources may be substituted for the required education on a year-for-year basis to a maximum of four years. 
Substitution of Education for Experience: Additional graduate coursework in human resources or business 
administration may be substituted for the required experience on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory level professional human resources work of high 
difficulty in state Department of Human Resources programs, and performs related work as required.        Distinguishing 
Features: The HR Records Supervisor supervises assigned subordinates in a variety of human resources activities focused 
mainly on record maintenance and auditing. This class reports to and differs from that of HR Program Director in that an 
incumbent of the latter supervises all HR personnel and their activities in an assigned division and has significantly 
increased approval responsibilities.  
 
Work Activities: 
Processing Information:    Calculates pay information for employees to ensure they are being paid accurately based on 
current and past pay information and policies.    Calculates and verifies employee wages and earnings for the purposes 
of employment verification based on current and past pay information and policies for release to outside requestors.    
Redacts various types of information including but not limited to identifying personal information and information 
related to ongoing legal investigations, from files to be released to the general public in order to comply with state and 
federal rules and regulations.               Making Decisions and Solving Problems:    Makes decisions regarding retention of 
employment information, policies, and procedures for all state employee records based on established record keeping 
guidelines and best practices.                      Communicating with Persons Outside Organization:    Communicates errors 
identified during audits to agency representatives to determine the cause of the error.    Communicates with agency 
representatives regarding the importance of not including inappropriate materials in employee files.    Serves as the 
primary point of contact to outside entities in relation to the request for and release of closed employee files.    
Represents the state in court hearings related to and/or requiring employee records. Analyzing Data or Information:    
Analyzes daily production reports to update metrics scorecards.    Troubleshoots issues with the applicant tracking 
system to develop plans of action for resolution.    Investigates errors identified during audits to identify root causes.    
Analyzes individual development plans of assigned subordinates to determine training needs. Guiding, Directing, and 
Motivating Subordinates:    Supervises assigned subordinates in auditing personnel files and entries to identify errors.    
Supervises assigned subordinates in scanning, storing, and retrieving closed employee records.    Develops job plans for 
subordinates in accordance with departmental guidelines and policies.    Conducts performance evaluations with 
assigned subordinates. Communicating with Supervisors, Peers, or Subordinates:    Communicates errors identified 
during audits of employee records to the internal staff and agency representatives for correction.    Communicates 
errors to the supervisor to maintain visibility into the results of record auditing process.    Communicates updates to 
policies, procedures, and best practices to internal staff to keep them up to date on record keeping changes. Developing 
Objectives and Strategies:    Assists with the development of division goals, policies and procedures as required.    
Develops and maintains team goals and objectives. Resolving Conflicts and Negotiating with Others:    Resolves agency 
and assigned subordinate complaints and conflicts as required. Evaluating Information to Determine Compliance with 
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Standards:    Conducts audits of hiring logs entered by agency representatives to determine compliance with legal 
requirements and organization policy and procedure for release to outside entities on an as needed basis.    Audits 
closed personnel files to determine accuracy for release to outside entities on an as needed basis. 
Documenting/Recording Information:    Documents the release of employee records and information to outside entities 
on an as needed basis.    Documents employment activities for assigned subordinates to ensure that employee records 
are complete and accurate. Interacting With Computers:    Generates spreadsheets to house data related to the analysis 
of reports and other information. Performing Administrative Activities:    Approves time and labor transactions for 
assigned subordinates in the Edison system. Updating and Using Relevant Knowledge:    Assists higher level employees 
with special projects as required.    Trains with higher level employees as required. Performing for or Working Directly 
with the Public:    Provides redacted files and records to the public as requested in person. Coaching and Developing 
Others:    Provides technical assistance to other employees in completing work assignments as required.    Provides 
coaching to agency representatives on DOHR rules, regulations, policies and procedures in order to reduce errors.    
Engages in daily active interactions with assigned subordinates to develop employee skill sets identified through the 
talent management process for succession planning and career development. Training and Teaching Others:    Assists 
with the development and implementation of training and orientation for agency representatives and assigned 
subordinates in division policies and procedures. Interpreting the Meaning of Information for Others:    Explains division 
policies and procedures to agency representatives and assigned subordinates to assist with division operations. Staffing 
Organizational Units:    Recruits candidates for promotions or for vacancies on their teams.    Assists with interviewing 
candidates for promotions or for vacancies on their teams.    Assists with the selection of candidates for promotions or 
to fill team vacancies. Provide Consultation and Advice to Others:    Consults with Classification/Compensation 
representatives regarding salary and compensation entry errors.    Consults with Recruitment Management Services 
representatives regarding hiring registry errors.    Provides guidance and advice to agency representatives on issues 
related to records management.    Advises agency representatives of corrective actions to take to correct record keeping 
errors identified during internal audits. Establishing and Maintaining Interpersonal Relationships:    Develops and 
maintains working relationships with agency representatives in order to foster teamwork and inter-
divisional/departmental cooperation.    Develops and maintains relationships with outside organizations for the 
purposes of facilitating division operations. Monitor Processes, Materials, or Surroundings:    Monitors members of the 
general public who come on-site to review files and records to insure file integrity. Getting Information:    Retrieves 
employee records from various locations including but not limited to the file room, electronic records, and 
microfiche/microfilm to provide to requestors. Developing and Building Teams:    Conducts teambuilding activities, 
meetings, and other events to develop assigned subordinate coordination and cooperation. Thinking Creatively:    Assists 
in the design workflows within the division and electronic tracking systems related to the incorporation of record 
management requirements. Scheduling Work and Activities:    Develops and maintains work schedules for assigned 
subordinates to maintain coverage for assigned workload.    Schedules and coordinates team meetings for assigned 
subordinates. Performing General Physical Activities:    Moves and handles boxes of files and other physical 
recordkeeping media for the purposes of review and storage. Handling and Moving Objects:    Operates a variety of 
office equipment such as a desktop computer, scanner, printer, microfiche, microfilm, photocopy machine, and 
calculator. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Problem Solving    Developing Direct Reports and Others    Process Management    
Standing Alone    Drive for Results    Written CommunicationsKnowledge:    Advanced knowledge of auditing procedures, 
standards, and best practices    Advanced knowledge of law and government as it relates to records management    
Advanced knowledge of personnel and human resources principles and procedures    Intermediate knowledge of 
computer operation    Basic knowledge of administration and management principles    Basic knowledge of clerical 
procedures and systems    Basic knowledge of office equipment operation    Knowledge of basic math (addition, 
subtraction, multiplication, division)Skills:    Complex problem solving skills    Speaking skills    Reading comprehension 
skills    Instructing skills    Active listening skills    Time management skills    Social perceptiveness skills    Personnel 
resource management skills    Material resource management skills    Service orientation skills    Troubleshooting skills    
Information ordering skills    Judgment and decision making skillsAbilities:    Intermediate written expression abilities    
Intermediate written comprehension abilities    Intermediate oral expression abilities    Intermediate oral 
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comprehension abilities    Problem sensitivity abilities    Speech recognition    Speech clarity    Near vision    Wrist-finger 
speed 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Microfiche    Microfilm    
CalculatorOther office related equipment as required 
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073807 - HR RECRUITER - JR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  7320 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
Experience for Education: Qualifying full-time professional staffing/recruitment, marketing or results driven sales 
experience, may be substituted for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required.Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs recruiting work of routine difficulty; and performs related work as 
required.Distinguishing Features: This is the entry-level classification in the HR Recruiter series. An incumbent in this 
class is employed in the Department of Human Resources and learns to develop and execute recruiting strategies to 
deliver suitable job candidates for assigned positions. This class differs from the HR Recruiter in that an incumbent of the 
latter develops and executes recruiting strategies for positions performing complex responsibilities.  
 
Work Activities: 
1. Learns to deliver all facets of recruiting success throughout the organization; develops and executes recruiting plans; 
works with hiring managers on recruiting planning meetings; sources and attracts candidates; conducts interviews; 
manages postings of job vacancies.2. Learns to determine applicant requirements by studying job description and job 
qualifications.3. Learns to determine applicant qualifications by reviewing resumes; reviews job application; interviewing 
applicants; analyzing responses; verifies references; comparing qualifications to job requirements.4. Learns to build 
applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, 
and internet sites; provides organization information, opportunities, and benefits; makes presentations; maintains 
rapport.5. Learns to establish recruiting requirements by studying organization plans and objectives; meets with 
managers to discuss needs.6. Learns to evaluate applicants by discussing job requirements and applicant qualifications 
with managers; interviewing applicants on consistent set of qualifications.7. Learns to attract applicants by placing job 
advertisements; contacts recruiters, uses newsgroups, social media outlets and job sites.8. Learns to update job 
knowledge by participating in educational opportunities; reads professional publications; maintains personal networks; 
participates in professional organizations.9. Learns to report the progress on assigned job vacancies on a regular basis; 
communicates early warnings and provide regular feedback on performance of the recruitment process.10. Learns to 
accomplish human resources and organization mission by completing related results as needed.11. Learns to improve 
organization attractiveness by recommending new policies and practices; monitoring job offers; emphasizes benefits 
and perks.12. Learns to track and report key metrics designed to measure and recognizes trends pertaining to 
staffing.13. Travels to career fairs, community outreach programs, colleges and universities to build a network of 
qualified talent.  
 
Competencies (KSA’s): 
Competencies:1.  Customer Focus  -  Is dedicated to meeting the expectations and requirements of internal and external 
customers; gets first-hand customer information and uses it for improvements in products and services; acts with 
customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect.2. 
Integrity and Trust  -  Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an 
appropriate and helpful manner; keeps confidences; admits mistakes; doesn’t misrepresent him/her for personal gain.3. 
Peer Relationships  -  Can quickly find common ground and solve problems for the good of all; can represent his/her own 
interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is seen as a team 
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player and is cooperative; easily gains trust and support of peers; encourages collaboration; can be candid with peers.4. 
Problem solving - Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful 
sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t 
stop at the first answers.5. Time Management  -  Uses his/her time effectively and efficiently; values time; concentrates 
his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range 
of activities.6. Organizing - Can marshal resources (people, funding, material, and support) to get things done; can 
orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; arranges 
information and files in a useful manner.7. Organizational agility  -   Knowledgeable about how organizations work; 
knows how to get things done both through formal channels and the information network; understands the origin and 
reasoning behind key policies, practices, and procedures; understands the cultures of organizations.8. Timely decision 
making - Makes decisions in a timely manner, sometimes with incomplete information and under tight deadlines and 
pressure; able to make a quick decision.9. Presentation skills -  Is effective in a variety of formal presentation settings 
(one-on-one, small and large groups, with peers, direct reports, and bosses); is effective both inside and outside the 
organization, on both cool data and hot and controversial topics; commands attention and can manage group processes 
during the presentation; can change tactics midstream when something isn’t working.Knowledge:1. Personnel and 
Human Resources  -  Knowledge of principles and procedures for personnel recruitment, selection, training, 
compensation and benefits, labor relations and negotiation, and personnel information systems.2. Basic knowledge of 
Law and government  -  Basic knowledge of laws, legal codes, court procedures, precedents, government regulations, 
executive orders, agency rules, and the democratic political process.3. Communications and Media  -  Knowledge of 
media production, communication, and dissemination techniques and methods. This includes alternative ways to inform 
and entertain via written, oral, and visual media.4. Sales and Marketing -- Knowledge of principles and methods for 
showing, promoting, and selling products or services. This includes marketing strategy and tactics, product 
demonstration, sales techniques, and sales control systems.Skills:1. Service orientation  -  Actively looking for ways to 
help people.2. Judgment and Decision Making -- Considering the relative costs and benefits of potential actions to 
choose the most appropriate one.3. Active listening  -  Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.4. 
Critical thinking  -  Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.5. Basic Negotiation skills  -  Bringing others together and trying to reconcile 
differences.6. Time management  -  Managing one’s own time and the time of others.Abilities:1. Oral expression  -  The 
ability to communicate information and ideas in speaking so others will understand.2. Written Comprehension  -  The 
ability to read and understand information and ideas presented in writing.  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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073809 - HR RECRUITER - SR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3828 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and four or 
more years of professional staffing/recruitment, marketing or results driven sales experience.Substitution of Experience 
for Education: Qualifying full-time professional staffing/recruitment, marketing or results driven sales experience may 
be substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required.Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs recruiting work of routine difficulty; and performs related work as 
required.Distinguishing Features: This is the lead and/or technical expert-level classification in the HR Recruiter series. 
An incumbent in this class is employed in the Department of Human Resources and leads or is the technical expert in the 
developing and executing of recruiting strategies for positions that have been determined to be in high level, market-
driven occupations. This class differs from the HR Recruiter in that an incumbent of the latter functions at the working-
level and develops and executes recruiting strategies to deliver suitable job candidates for assigned positions.  
 
Work Activities: 
1. Leads less experienced staff in performing recruiting responsibilities.2. Delivers all facets of recruiting success 
throughout the organization; develop and execute recruiting plans; work with hiring managers on recruiting planning 
meetings; sources and attracts candidates; conducts interviews; manages postings of job vacancies for a specialized 
occupational field (i.e. physicians, certified professional accountant, dentist).3. Serves as a liaison between recruiting 
and executive level leadership.4. Assists the HR Recruiting Director with the oversight of specific recruiting programs 
(i.e., Hiring Our Heroes and statewide internships) within the division.5. Develops a consultative relationship with 
agencies to clarify the duties and responsibilities of job requirements; offers alternative solutions to address recruiting 
challenges.6. Establishes recruiting requirements by studying organization plans and objectives; meets with managers to 
discuss needs.7. Determines applicant requirements by studying job description and job qualifications.8. Determines 
applicant qualifications by interviewing applicants; analyzes responses; verifies references; compares qualifications to 
job requirements.9. Evaluates applicants by discussing job requirements and applicant qualifications with managers; 
interviews applicants on consistent set of qualifications.10. Updates job knowledge by participating in educational 
opportunities; reads professional publications; maintains personal networks; participates in professional 
organizations.11. Builds applicant sources by researching and contacting community services, colleges, employment 
agencies, recruiters, media, and internet sites; provides organization information, opportunities, and benefits; makes 
presentations; maintains rapport.12. Accomplishes human resources and organization mission by completing related 
results as needed.13. Attracts applicants by placing job advertisements; contacting recruiters, uses newsgroups, social 
media outlets and job sites.14. Improves organization attractiveness by recommending new policies and practices; 
monitoring job offers; emphasizes benefits and perks.15. Reports the progress on assigned job vacancies on a regular 
basis; communicates early warnings and provide regular feedback on performance of the recruitment process.16. Tracks 
and reports key metrics designed to measure and predict staffing activity.17. Travels to career fairs, community 
outreach programs, colleges and universities to build a network of qualified talent.  
 
Competencies (KSA’s): 
Competencies:1. Directing Others Is good at establishing clear directions; sets stretching objectives; distributes the 
workload appropriately; lays out work in a well-planned and organized manner; maintains two-way dialogue with others 



 TN Job Classification Specifications  
September 22, 2020 

on work and results; brings out the best in people; is a clear communicator.2. Customer Focus Is dedicated to meeting 
the expectations and requirements of internal and external customers; gets first-hand customer information and uses it 
for improvements in products and services; acts with customers in mind; establishes and maintains effective 
relationships with customers and gains their trust and respect.3. Integrity and Trust Is widely trusted; is seen as a direct, 
truthful individual; can present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits 
mistakes; doesn’t misrepresent him/her for personal gain.4. Peer Relationships Can quickly find common ground and 
solve problems for the good of all; can represent his/her own interests and yet be fair to other groups; can solve 
problems with peers with a minimum of noise; is seen as a team player and is cooperative; easily gains trust and support 
of peers; encourages collaboration; can be candid with peers.5. Organizational agility Knowledgeable about how 
organizations work; knows how to get things done both through formal channels and the information network; 
understands the origin and reasoning behind key policies, practices, and procedures; understands the cultures of 
organizations.6. Timely decision making - Makes decisions in a timely manner, sometimes with incomplete information 
and under tight deadlines and pressure; able to make a quick decision.7. Problem solving - Uses rigorous logic and 
methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden 
problems; is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answers.8. Presentation 
skills Is effective in a variety of formal presentation settings (one-on-one, small and large groups, with peers, direct 
reports, and bosses); is effective both inside and outside the organization, on both cool data and hot and controversial 
topics; commands attention and can manage group processes during the presentation; can change tactics midstream 
when something isn’t working.9. Organizing - Can marshal resources (people, funding, material, support) to get things 
done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; 
arranges information and files in a useful manner.10. Time Management Uses his/her time effectively and efficiently; 
values time; concentrates his/her efforts on the more important priorities; gets more done in less time than others; can 
attend to a broader range of activities.Knowledge:1. Personnel and Human Resources Knowledge of principles and 
procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, 
and personnel information systems.2. Law and government Knowledge of laws, legal codes, court procedures, 
precedents, government regulations, executive orders, agency rules, and the democratic political process.3. 
Communications and Media Knowledge of media production, communication, and dissemination techniques and 
methods. This includes alternative ways to inform and entertain via written, oral, and visual media.4. Sales and 
Marketing -- Knowledge of principles and methods for showing, promoting, and selling products or services. This 
includes marketing strategy and tactics, product demonstration, sales techniques, and sales control systems.Skills:1. 
Advanced Judgment and Decision Making skills -- Considering the relative costs and benefits of potential actions to 
choose the most appropriate one.2. Advanced Service Orientation skills Actively looking for ways to help people.3. 
Critical thinking Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions 
or approaches to problems.4. Active listening Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.5. Time 
management Managing one’s own time and the time of others.6. Advanced Negotiation skills Bringing others together 
and trying to reconcile differences.Abilities:1. Oral expression The ability to communicate information and ideas in 
speaking so others will understand.2. Originality The ability to come up with unusual or clever ideas about a given topic 
or situation, or to develop creative ways to solve a problem.3. Written Comprehension The ability to read and 
understand information and ideas presented in writing.  
 
Tools and Equipment Used: 
  Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment 
as required   
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006360 - HR TECHNICIAN 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  11418 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of clerical work. Substitution of Experience for Education: Qualifying full-time clerical experience may be 
substituted for the required education, on a year-for-year basis. 
 
Other Requirements: 
            Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred 
Service positions.          
 
Job Overview: 
Summary: Under immediate supervision, performs paraprofessional human resources work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the entry level class in the HR Technician and HR 
Administrative Technician sub-series. Employees in this class function in a training capacity in learning to perform 
paraprofessional human resources work. Employees learn to prepare, review, correct and process human resources 
transaction documents for a variety of transactions, including but not limited to employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, and information changes. This class differs from 
Human Resources Technician 2* and Human Resources Administrative Technician 2* in that incumbents of the latter 
function at the working level under general supervision. 
 
Work Activities: 
Processing Information: Learns to calculate salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, unemployment, and performance evaluation 
processing documents in addition to other human resources transactions activities. Learns to correct human resources 
transaction documents submitted by operating agency staff for appointments, promotions, demotions, separations, 
terminations, reclassifications, transfers, retirement, and information changes. Learns to prepare, process, and correct 
human resources transaction documents for employee appointments, promotions, demotions, reclassifications, 
separations, terminations, transfers, retirement, and information changes. Learns to key coded candidate information 
into the computer system. Learns to prepare and maintain a variety of records and reports such as transaction records, 
employee files, lists of employees recommended for performance increases and promotions, job specification files, 
affirmative action records, performance evaluation records, longevity records, leave and attendance records, employee 
work schedules, overtime reports, and payroll reports. Documenting/Recording Information: Learns to enter employee 
information, including but not limited to schedule information, general and personal information, leave information, 
worker’s compensation, and other human resources related transactions, into appropriate database tracking software 
specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. Evaluating 
Information to Determine Compliance with Standards: Learns to evaluate leave and attendance documents, overtime 
reports and payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to 
other human resources transactions activities for accuracy, policy and legal compliance. Learns to evaluate human 
resources transaction documents for employee appointments, promotions, demotions, reclassifications, flex class 
changes, separations, terminations, transfers, retirement, and information changes in operating agencies to ensure 
accuracy, policy and legal compliance. Learns to verify applicants’ general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates. 
Learns to audit personnel files and other employee documentation to ensure completeness, accuracy and compliance 
with standards. Interpreting the Meaning of Information for Others: Learns to explain employee benefits to new 
employees with questions on topics including but not limited to retirement and insurance policies and procedures, flex 
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benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, military leave, 
etc. In a training capacity, establishes and maintains a variety of personal contacts with agency employees, managers, 
applicants, and other individuals in explaining and interpreting pertinent Preferred Service rules and regulations and 
human resources policies and procedures. Identifying Objects, Actions, and Events: Learns to classify new hires in terms 
of prior service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave 
restoration, and probationary status. Learns to identify changes in employee status including but not limited to: leave 
status, personal / general information changes, benefits status, etc.  Learns to identify work priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines. Interacting With Computers: Learns to use office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, instant-messaging programs. Learns to use appropriate database tracking software specific to the state and 
agency as required. Monitoring Processes, Materials, or Surroundings: Learns to monitor pending transactions and other 
processes through to approval status using communal email boxes, communal file folders, individual correspondence, 
reports and queries to ensure timely and accurate processing. Training and Teaching Others: Learns to conduct 
orientation of new employees. Learns to conduct agency specific and specialized training for agency employees to 
facilitate change and improvement initiatives. Making Decisions and Solving Problems: In a training capacity, resolves 
processing problems by communicating with a variety of personal contacts with agency employees, managers, 
applicants and other individuals. Getting Information: In a training capacity, obtains information necessary for 
processing transactions from a variety of personal contacts with agency employees, managers, applicants and other 
individuals using electronic, written and oral communications to ensure accurate timely processing.   Learns to obtain 
necessary information by researching available documentation and internal / external databases. Performing 
Administrative Activities: Learns to enter time and leave/overtime requests into the appropriate databases as required. 
Learns to maintain human resource and other confidential files and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Learns to provide information for 
employment verification requests for current employees. Learns to scan and email backup copies of transaction 
documentation. Learns to process inter- and intra-departmental mail. Organizing, Planning, and Prioritizing Work: Learns 
to incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely 
and accurate completion of work. Resolving Conflicts and Negotiating with Others: Learns to directly resolve simple 
conflicts to ensure timely and efficient performance and maintain positive working relationships. Learns to direct 
complex or difficult to resolve conflicts to assigned supervisor as required. Learns to maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. 
Communicating with Supervisors, Peers, or Subordinates: Communicates with assigned supervisor to ensure accurate 
and timely receipt of instructions and work assignments. Communicates work related information to peers to facilitate 
teamwork and coordination of effort. Maintains an open dialogue with internal business partners to ensure effective 
and efficient communications. Learns to send notifications of special events to internal business partners to ensure 
timely and accurate receipt of information. Communicating with Persons Outside Organization: Learns to communicate 
with outside agencies for the purposes of employment verification and background checks. Learns to assist candidates 
with the application process. Learns to communicate with external business partners to facilitate outside events and 
programs in which the state/agency participates. Learns to communicate with outside callers and senders to ensure 
questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal Relationships: Learns 
to network with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort. Scheduling Work and Activities: Learns to schedule testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines. Learns to schedule interviews for candidates to ensure coverage. Learns to schedule special 
events as required. Controlling Machines and Processes: Learns to operate a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and 
typewriters. Handling and Moving Objects: Handles employee files and other departmental documentation to facilitate 
file organization, research, and requests from business partners. Transports meeting and presentation materials and 
equipment to and from meetings as required. Updating and Using Relevant Knowledge: Attends agency specific training 
as required to ensure compliance with departmental, state, and federal laws and guidelines. Attends in-service training 
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as required to ensure continual learning and up to date knowledge of the field. Monitoring and Controlling Resources: 
Learns to prepare and issue employee identification cards.  
 
Competencies (KSA’s): 
Competencies: Time Management Priority Setting Learning on the Fly Organizing Written Communications Technical 
Learning Customer Focus Listening Integrity and Trust Ethics and Values Knowledge: Basic knowledge of clerical 
processes and procedures. Basic knowledge of computer operation Basic knowledge of word processing, spreadsheet 
and office productivity software (Microsoft Office Suite) Basic knowledge of customer and personal service principles 
and best practices Basic knowledge of mathematics (arithmetic) Skills: Basic mathematics skills Basic reading 
comprehension skills Basic speaking skills Basic writing skills Basic time management skills Active learning skills Active 
listening skills Abilities: Basic oral comprehension ability Basic oral expression ability Basic written comprehension ability 
Basic written expression ability Speech clarity ability Speech recognition ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required  
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006360 - HR TECHNICIAN 1* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  8744 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of clerical work. Substitution of Experience for Education: Qualifying full-time clerical experience may be 
substituted for the required education, on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs paraprofessional human resources work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the entry level class in the HR Technician and HR 
Administrative Technician sub-series. Employees in this class function in a training capacity in learning to perform 
paraprofessional human resources work. Employees learn to prepare, review, correct and process human resources 
transaction documents for a variety of transactions, including but not limited to employee appointments, promotions, 
demotions, reclassifications, separations, terminations, transfers, and information changes. This class differs from 
Human Resources Technician 2* and Human Resources Administrative Technician 2* in that incumbents of the latter 
function at the working level under general supervision. 
 
Work Activities: 
Processing Information: Learns to calculate salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required. Learns to prepare and correct leave and attendance 
documents, overtime reports and payroll, supplemental payroll, longevity, unemployment, and performance evaluation 
processing documents in addition to other human resources transactions activities. Learns to correct human resources 
transaction documents submitted by operating agency staff for appointments, promotions, demotions, separations, 
terminations, reclassifications, transfers, retirement, and information changes. Learns to prepare, process, and correct 
human resources transaction documents for employee appointments, promotions, demotions, reclassifications, 
separations, terminations, transfers, retirement, and information changes. Learns to key coded candidate information 
into the computer system. Learns to prepare and maintain a variety of records and reports such as transaction records, 
employee files, lists of employees recommended for performance increases and promotions, job specification files, 
affirmative action records, performance evaluation records, longevity records, leave and attendance records, employee 
work schedules, overtime reports, and payroll reports. Documenting/Recording Information: Learns to enter employee 
information, including but not limited to schedule information, general and personal information, leave information, 
worker’s compensation, and other human resources related transactions, into appropriate database tracking software 
specific to the state and agency, electronic and paper tracking logs and spreadsheets, and other forms. Evaluating 
Information to Determine Compliance with Standards: Learns to evaluate leave and attendance documents, overtime 
reports and payroll, supplemental payroll, longevity, and performance evaluation processing documents in addition to 
other human resources transactions activities for accuracy, policy and legal compliance. Learns to evaluate human 
resources transaction documents for employee appointments, promotions, demotions, reclassifications, flex class 
changes, separations, terminations, transfers, retirement, and information changes in operating agencies to ensure 
accuracy, policy and legal compliance. Learns to verify applicants’ general information, previous employment, 
education, compliance with necessary and special qualifications, and possession of required licenses or certificates. 
Learns to audit personnel files and other employee documentation to ensure completeness, accuracy and compliance 
with standards. Interpreting the Meaning of Information for Others: Learns to explain employee benefits to new 
employees with questions on topics including but not limited to retirement and insurance policies and procedures, flex 
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benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, military leave, 
etc. In a training capacity, establishes and maintains a variety of personal contacts with agency employees, managers, 
applicants, and other individuals in explaining and interpreting pertinent Preferred Service rules and regulations and 
human resources policies and procedures. Identifying Objects, Actions, and Events: Learns to classify new hires in terms 
of prior service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick leave 
restoration, and probationary status. Learns to identify changes in employee status including but not limited to: leave 
status, personal / general information changes, benefits status, etc.  Learns to identify work priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines. Interacting With Computers: Learns to use office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, instant-messaging programs. Learns to use appropriate database tracking software specific to the state and 
agency as required. Monitoring Processes, Materials, or Surroundings: Learns to monitor pending transactions and other 
processes through to approval status using communal email boxes, communal file folders, individual correspondence, 
reports and queries to ensure timely and accurate processing. Training and Teaching Others: Learns to conduct 
orientation of new employees. Learns to conduct agency specific and specialized training for agency employees to 
facilitate change and improvement initiatives. Making Decisions and Solving Problems: In a training capacity, resolves 
processing problems by communicating with a variety of personal contacts with agency employees, managers, 
applicants and other individuals. Getting Information: In a training capacity, obtains information necessary for 
processing transactions from a variety of personal contacts with agency employees, managers, applicants and other 
individuals using electronic, written and oral communications to ensure accurate timely processing.   Learns to obtain 
necessary information by researching available documentation and internal / external databases. Performing 
Administrative Activities: Learns to enter time and leave/overtime requests into the appropriate databases as required. 
Learns to maintain human resource and other confidential files and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices. Learns to provide information for 
employment verification requests for current employees. Learns to scan and email backup copies of transaction 
documentation. Learns to process inter- and intra-departmental mail. Organizing, Planning, and Prioritizing Work: Learns 
to incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Learns to organize and prioritize personal workload using calendars, lists, and other facilitators to ensure timely 
and accurate completion of work. Resolving Conflicts and Negotiating with Others: Learns to directly resolve simple 
conflicts to ensure timely and efficient performance and maintain positive working relationships. Learns to direct 
complex or difficult to resolve conflicts to assigned supervisor as required. Learns to maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. 
Communicating with Supervisors, Peers, or Subordinates: Communicates with assigned supervisor to ensure accurate 
and timely receipt of instructions and work assignments. Communicates work related information to peers to facilitate 
teamwork and coordination of effort. Maintains an open dialogue with internal business partners to ensure effective 
and efficient communications. Learns to send notifications of special events to internal business partners to ensure 
timely and accurate receipt of information. Communicating with Persons Outside Organization: Learns to communicate 
with outside agencies for the purposes of employment verification and background checks. Learns to assist candidates 
with the application process. Learns to communicate with external business partners to facilitate outside events and 
programs in which the state/agency participates. Learns to communicate with outside callers and senders to ensure 
questions are directed to the appropriate individuals. Establishing and Maintaining Interpersonal Relationships: Learns 
to network with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort. Scheduling Work and Activities: Learns to schedule testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines. Learns to schedule interviews for candidates to ensure coverage. Learns to schedule special 
events as required. Controlling Machines and Processes: Learns to operate a variety of office equipment including but 
not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and 
typewriters. Handling and Moving Objects: Handles employee files and other departmental documentation to facilitate 
file organization, research, and requests from business partners. Transports meeting and presentation materials and 
equipment to and from meetings as required. Updating and Using Relevant Knowledge: Attends agency specific training 
as required to ensure compliance with departmental, state, and federal laws and guidelines. Attends in-service training 
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as required to ensure continual learning and up to date knowledge of the field. Monitoring and Controlling Resources: 
Learns to prepare and issue employee identification cards. 
 
Competencies (KSA’s): 
Competencies: Time Management Priority Setting Learning on the Fly Organizing Written Communications Technical 
Learning Customer Focus Listening Integrity and Trust Ethics and Values Knowledge: Basic knowledge of clerical 
processes and procedures. Basic knowledge of computer operation Basic knowledge of word processing, spreadsheet 
and office productivity software (Microsoft Office Suite) Basic knowledge of customer and personal service principles 
and best practices Basic knowledge of mathematics (arithmetic) Skills: Basic mathematics skills Basic reading 
comprehension skills Basic speaking skills Basic writing skills Basic time management skills Active learning skills Active 
listening skills Abilities: Basic oral comprehension ability Basic oral expression ability Basic written comprehension ability 
Basic written expression ability Speech clarity ability Speech recognition ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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006361 - HR TECHNICIAN 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2716 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical work including, at least, one year of paraprofessional human resources experience. Substitution of 
Experience for Education: Qualifying full-time clerical experience may be substituted for the required education, on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional human resources work of average difficulty in 
an operating agency; and performs related work as required. Distinguishing Features: ,This is the working class in the HR 
Technician sub series, the entry level being HR Technician 1,. Employees in this class prepare, process and maintain 
human resources transactions in an operating agency. This class differs from HR Technician 3 in that incumbents of the 
latter function as lead workers over human resources transactions in operating agencies, review and approve 
transactions work prepared by lower-level staff, and train agency staff in human resources policies and procedures. 
 
Work Activities: 
Processing Information:    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Prepares and corrects leave and attendance documents, overtime reports and payroll, 
supplemental payroll, longevity, unemployment, and performance evaluation processing documents in addition to other 
human resources transactions activities.    Prepares, processes, and corrects human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, 
and information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Documenting/Recording Information:    Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. Interpreting the Meaning of Information 
for Others:    Explains employee benefits to new employees with questions on topics including but not limited to 
retirement and insurance policies and procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave 
accrual, FMLA, workers compensation, military leave, etc.    Establishes and maintains a variety of personal contacts with 
agency employees, managers, applicants, and other individuals in explaining and interpreting pertinent Preferred 
Service rules and regulations and human resources policies and procedures. Evaluating Information to Determine 
Compliance with Standards:    Evaluates leave and attendance documents, overtime reports and payroll, supplemental 
payroll, longevity, and performance evaluation processing documents in addition to other human resources transactions 
activities for accuracy, policy and legal compliance.    Evaluates human resources transaction documents for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    Verifies 
applicants' general information, previous employment, education, compliance with necessary and special qualifications, 
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and possession of required licenses or certificates.    Audits personnel files and other employee documentation to 
ensure completeness, accuracy and compliance with standards. Monitor Processes, Materials, or Surroundings:    
Monitors pending transactions and other processes through to approval status using communal email boxes, communal 
file folders, individual correspondence, reports and queries to ensure timely and accurate processing. Getting 
Information:    Obtains information necessary for processing transactions from a variety of personal contacts with 
agency employees, managers, applicants and other individuals using electronic, written and oral communications to 
ensure accurate timely processing.       Obtains necessary information by researching available documentation and 
internal / external databases. Interacting With Computers:    Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs.    Uses appropriate database tracking software specific to the state and agency as required. 
Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Training and Teaching Others:    Conducts 
orientation of new employees.    Conducts agency specific and specialized training for agency employees to facilitate 
change and improvement initiatives. Providing Consultation and Advice to Others:    Advises internal business partners 
on the payroll system and timekeeping policies and procedures.    Advises internal business partners on appropriate 
transaction codes for use in human resources related data entry and record keeping.    Advises hiring managers on the 
hiring processes and procedures as required.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts 
to ensure timely and efficient performance and maintain positive working relationships.    Directs complex or difficult to 
resolve conflicts to assigned supervisor as required.    Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance. Updating and Using Relevant Knowledge:    
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines.    Attends in-service training as required to ensure continual learning and up to date knowledge of the field. 
Identifying Objects, Actions, and Events:    Classifies new hires in terms of prior service with the State of Tennessee to 
ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to: leave status, personal / general information changes, benefits status, etc.  Performing 
Administrative Activities:    Maintains human resource and other confidential files and logs as required to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and best practices.    Enters time and 
leave/overtime requests into the appropriate databases as required.    Provides information for employment verification 
requests for current employees.    Scans and emails backup copies of transaction documentation.    Processes inter- and 
intra-departmental mail. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to peers to facilitate teamwork and coordination of effort.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Sends notifications of special events to internal 
business partners to ensure timely and accurate receipt of information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort. Communicating with Persons Outside Organization:    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Scheduling Work and Activities:    Schedules testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines.    Schedules special events as required.    Schedules interviews for candidates to ensure 
coverage. Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and typewriters. 
Handling and Moving Objects:    Handles employee files and other departmental documentation to facilitate file 
organization, research, and requests from business partners.    Transports meeting and presentation materials and 
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equipment to and from meetings as required. Monitoring and Controlling Resources:    Prepares and issues employee 
identification cards. 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Written Communications    Time Management    Organizing    Customer Focus    Timely 
Decision Making    Learning on the Fly    Listening    Technical Learning    Dealing with Ambiguity    Integrity and Trust    
Ethics and Values Knowledge:    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer 
operation    Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft Office Suite)    
Basic knowledge of customer and personal service principles and best practices    Basic knowledge of mathematics 
(arithmetic)    Basic knowledge of departmental, state, and federal laws, rules, regulations, policies, and procedures 
related to human resources transaction processing    Basic knowledge of human resources policies and procedures 
related to training, compensation, benefits, timekeeping, and personnel information systems management Skills:    Basic 
skill in the coordination of one's own workload    Basic mathematics skills    Basic reading comprehension skills    Basic 
speaking skills    Basic writing skills    Basic time management skills    Active learning skills    Active listening skills Abilities:    
Basic mathematical reasoning ability    Basic oral comprehension ability    Basic oral expression ability    Basic written 
comprehension ability    Basic written expression ability    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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006361 - HR TECHNICIAN 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2717 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical work including, at least, one year of paraprofessional human resources experience. Substitution of 
Experience for Education: Qualifying full-time clerical experience may be substituted for the required education, on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional human resources work of average difficulty in 
an operating agency; and performs related work as required. Distinguishing Features: ,This is the working class in the HR 
Technician sub series, the entry level being HR Technician 1,. Employees in this class prepare, process and maintain 
human resources transactions in an operating agency. This class differs from HR Technician 3 in that incumbents of the 
latter function as lead workers over human resources transactions in operating agencies, review and approve 
transactions work prepared by lower-level staff, and train agency staff in human resources policies and procedures. 
 
Work Activities: 
Processing Information:    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Prepares and corrects leave and attendance documents, overtime reports and payroll, 
supplemental payroll, longevity, unemployment, and performance evaluation processing documents in addition to other 
human resources transactions activities.    Prepares, processes, and corrects human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, 
and information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Documenting/Recording Information:    Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. Interpreting the Meaning of Information 
for Others:    Explains employee benefits to new employees with questions on topics including but not limited to 
retirement and insurance policies and procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave 
accrual, FMLA, workers compensation, military leave, etc.    Establishes and maintains a variety of personal contacts with 
agency employees, managers, applicants, and other individuals in explaining and interpreting pertinent Preferred 
Service rules and regulations and human resources policies and procedures. Evaluating Information to Determine 
Compliance with Standards:    Evaluates leave and attendance documents, overtime reports and payroll, supplemental 
payroll, longevity, and performance evaluation processing documents in addition to other human resources transactions 
activities for accuracy, policy and legal compliance.    Evaluates human resources transaction documents for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    Verifies 
applicants' general information, previous employment, education, compliance with necessary and special qualifications, 
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and possession of required licenses or certificates.    Audits personnel files and other employee documentation to 
ensure completeness, accuracy and compliance with standards. Monitor Processes, Materials, or Surroundings:    
Monitors pending transactions and other processes through to approval status using communal email boxes, communal 
file folders, individual correspondence, reports and queries to ensure timely and accurate processing. Getting 
Information:    Obtains information necessary for processing transactions from a variety of personal contacts with 
agency employees, managers, applicants and other individuals using electronic, written and oral communications to 
ensure accurate timely processing.       Obtains necessary information by researching available documentation and 
internal / external databases. Interacting With Computers:    Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs.    Uses appropriate database tracking software specific to the state and agency as required. 
Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Training and Teaching Others:    Conducts 
orientation of new employees.    Conducts agency specific and specialized training for agency employees to facilitate 
change and improvement initiatives. Providing Consultation and Advice to Others:    Advises internal business partners 
on the payroll system and timekeeping policies and procedures.    Advises internal business partners on appropriate 
transaction codes for use in human resources related data entry and record keeping.    Advises hiring managers on the 
hiring processes and procedures as required.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts 
to ensure timely and efficient performance and maintain positive working relationships.    Directs complex or difficult to 
resolve conflicts to assigned supervisor as required.    Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance. Updating and Using Relevant Knowledge:    
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines.    Attends in-service training as required to ensure continual learning and up to date knowledge of the field. 
Identifying Objects, Actions, and Events:    Classifies new hires in terms of prior service with the State of Tennessee to 
ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to: leave status, personal / general information changes, benefits status, etc.  Performing 
Administrative Activities:    Maintains human resource and other confidential files and logs as required to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and best practices.    Enters time and 
leave/overtime requests into the appropriate databases as required.    Provides information for employment verification 
requests for current employees.    Scans and emails backup copies of transaction documentation.    Processes inter- and 
intra-departmental mail. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to peers to facilitate teamwork and coordination of effort.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Sends notifications of special events to internal 
business partners to ensure timely and accurate receipt of information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort. Communicating with Persons Outside Organization:    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Scheduling Work and Activities:    Schedules testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines.    Schedules special events as required.    Schedules interviews for candidates to ensure 
coverage. Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and typewriters. 
Handling and Moving Objects:    Handles employee files and other departmental documentation to facilitate file 
organization, research, and requests from business partners.    Transports meeting and presentation materials and 
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equipment to and from meetings as required. Monitoring and Controlling Resources:    Prepares and issues employee 
identification cards. 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Written Communications    Time Management    Organizing    Customer Focus    Timely 
Decision Making    Learning on the Fly    Listening    Technical Learning    Dealing with Ambiguity    Integrity and Trust    
Ethics and Values Knowledge:    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer 
operation    Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft Office Suite)    
Basic knowledge of customer and personal service principles and best practices    Basic knowledge of mathematics 
(arithmetic)    Basic knowledge of departmental, state, and federal laws, rules, regulations, policies, and procedures 
related to human resources transaction processing    Basic knowledge of human resources policies and procedures 
related to training, compensation, benefits, timekeeping, and personnel information systems management Skills:    Basic 
skill in the coordination of one's own workload    Basic mathematics skills    Basic reading comprehension skills    Basic 
speaking skills    Basic writing skills    Basic time management skills    Active learning skills    Active listening skills Abilities:    
Basic mathematical reasoning ability    Basic oral comprehension ability    Basic oral expression ability    Basic written 
comprehension ability    Basic written expression ability    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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006361 - HR TECHNICIAN 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2718 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical work including, at least, one year of paraprofessional human resources experience. Substitution of 
Experience for Education: Qualifying full-time clerical experience may be substituted for the required education, on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional human resources work of average difficulty in 
an operating agency; and performs related work as required. Distinguishing Features: ,This is the working class in the HR 
Technician sub series, the entry level being HR Technician 1,. Employees in this class prepare, process and maintain 
human resources transactions in an operating agency. This class differs from HR Technician 3 in that incumbents of the 
latter function as lead workers over human resources transactions in operating agencies, review and approve 
transactions work prepared by lower-level staff, and train agency staff in human resources policies and procedures. 
 
Work Activities: 
Processing Information:    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Prepares and corrects leave and attendance documents, overtime reports and payroll, 
supplemental payroll, longevity, unemployment, and performance evaluation processing documents in addition to other 
human resources transactions activities.    Prepares, processes, and corrects human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, 
and information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Documenting/Recording Information:    Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. Interpreting the Meaning of Information 
for Others:    Explains employee benefits to new employees with questions on topics including but not limited to 
retirement and insurance policies and procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave 
accrual, FMLA, workers compensation, military leave, etc.    Establishes and maintains a variety of personal contacts with 
agency employees, managers, applicants, and other individuals in explaining and interpreting pertinent Preferred 
Service rules and regulations and human resources policies and procedures. Evaluating Information to Determine 
Compliance with Standards:    Evaluates leave and attendance documents, overtime reports and payroll, supplemental 
payroll, longevity, and performance evaluation processing documents in addition to other human resources transactions 
activities for accuracy, policy and legal compliance.    Evaluates human resources transaction documents for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    Verifies 
applicants' general information, previous employment, education, compliance with necessary and special qualifications, 
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and possession of required licenses or certificates.    Audits personnel files and other employee documentation to 
ensure completeness, accuracy and compliance with standards. Monitor Processes, Materials, or Surroundings:    
Monitors pending transactions and other processes through to approval status using communal email boxes, communal 
file folders, individual correspondence, reports and queries to ensure timely and accurate processing. Getting 
Information:    Obtains information necessary for processing transactions from a variety of personal contacts with 
agency employees, managers, applicants and other individuals using electronic, written and oral communications to 
ensure accurate timely processing.       Obtains necessary information by researching available documentation and 
internal / external databases. Interacting With Computers:    Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs.    Uses appropriate database tracking software specific to the state and agency as required. 
Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Training and Teaching Others:    Conducts 
orientation of new employees.    Conducts agency specific and specialized training for agency employees to facilitate 
change and improvement initiatives. Providing Consultation and Advice to Others:    Advises internal business partners 
on the payroll system and timekeeping policies and procedures.    Advises internal business partners on appropriate 
transaction codes for use in human resources related data entry and record keeping.    Advises hiring managers on the 
hiring processes and procedures as required.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts 
to ensure timely and efficient performance and maintain positive working relationships.    Directs complex or difficult to 
resolve conflicts to assigned supervisor as required.    Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance. Updating and Using Relevant Knowledge:    
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines.    Attends in-service training as required to ensure continual learning and up to date knowledge of the field. 
Identifying Objects, Actions, and Events:    Classifies new hires in terms of prior service with the State of Tennessee to 
ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to: leave status, personal / general information changes, benefits status, etc.  Performing 
Administrative Activities:    Maintains human resource and other confidential files and logs as required to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and best practices.    Enters time and 
leave/overtime requests into the appropriate databases as required.    Provides information for employment verification 
requests for current employees.    Scans and emails backup copies of transaction documentation.    Processes inter- and 
intra-departmental mail. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to peers to facilitate teamwork and coordination of effort.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Sends notifications of special events to internal 
business partners to ensure timely and accurate receipt of information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort. Communicating with Persons Outside Organization:    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Scheduling Work and Activities:    Schedules testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines.    Schedules special events as required.    Schedules interviews for candidates to ensure 
coverage. Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and typewriters. 
Handling and Moving Objects:    Handles employee files and other departmental documentation to facilitate file 
organization, research, and requests from business partners.    Transports meeting and presentation materials and 
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equipment to and from meetings as required. Monitoring and Controlling Resources:    Prepares and issues employee 
identification cards. 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Written Communications    Time Management    Organizing    Customer Focus    Timely 
Decision Making    Learning on the Fly    Listening    Technical Learning    Dealing with Ambiguity    Integrity and Trust    
Ethics and Values Knowledge:    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer 
operation    Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft Office Suite)    
Basic knowledge of customer and personal service principles and best practices    Basic knowledge of mathematics 
(arithmetic)    Basic knowledge of departmental, state, and federal laws, rules, regulations, policies, and procedures 
related to human resources transaction processing    Basic knowledge of human resources policies and procedures 
related to training, compensation, benefits, timekeeping, and personnel information systems management Skills:    Basic 
skill in the coordination of one's own workload    Basic mathematics skills    Basic reading comprehension skills    Basic 
speaking skills    Basic writing skills    Basic time management skills    Active learning skills    Active listening skills Abilities:    
Basic mathematical reasoning ability    Basic oral comprehension ability    Basic oral expression ability    Basic written 
comprehension ability    Basic written expression ability    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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006361 - HR TECHNICIAN 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2719 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical work including, at least, one year of paraprofessional human resources experience. Substitution of 
Experience for Education: Qualifying full-time clerical experience may be substituted for the required education, on a 
year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional human resources work of average difficulty in 
an operating agency; and performs related work as required. Distinguishing Features: ,This is the working class in the HR 
Technician sub series, the entry level being HR Technician 1,. Employees in this class prepare, process and maintain 
human resources transactions in an operating agency. This class differs from HR Technician 3 in that incumbents of the 
latter function as lead workers over human resources transactions in operating agencies, review and approve 
transactions work prepared by lower-level staff, and train agency staff in human resources policies and procedures. 
 
Work Activities: 
Processing Information:    Corrects human resources transaction documents submitted by operating agency staff for 
appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Prepares and corrects leave and attendance documents, overtime reports and payroll, 
supplemental payroll, longevity, unemployment, and performance evaluation processing documents in addition to other 
human resources transactions activities.    Prepares, processes, and corrects human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, retirement, 
and information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, 
timesheet corrections and other adjustments as required.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Documenting/Recording Information:    Enters employee information, including 
but not limited to schedule information, general and personal information, leave information, worker's compensation, 
and other human resources related transactions, into appropriate database tracking software specific to the state and 
agency, electronic and paper tracking logs and spreadsheets, and other forms. Interpreting the Meaning of Information 
for Others:    Explains employee benefits to new employees with questions on topics including but not limited to 
retirement and insurance policies and procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave 
accrual, FMLA, workers compensation, military leave, etc.    Establishes and maintains a variety of personal contacts with 
agency employees, managers, applicants, and other individuals in explaining and interpreting pertinent Preferred 
Service rules and regulations and human resources policies and procedures. Evaluating Information to Determine 
Compliance with Standards:    Evaluates leave and attendance documents, overtime reports and payroll, supplemental 
payroll, longevity, and performance evaluation processing documents in addition to other human resources transactions 
activities for accuracy, policy and legal compliance.    Evaluates human resources transaction documents for employee 
appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, transfers, 
retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    Verifies 
applicants' general information, previous employment, education, compliance with necessary and special qualifications, 
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and possession of required licenses or certificates.    Audits personnel files and other employee documentation to 
ensure completeness, accuracy and compliance with standards. Monitor Processes, Materials, or Surroundings:    
Monitors pending transactions and other processes through to approval status using communal email boxes, communal 
file folders, individual correspondence, reports and queries to ensure timely and accurate processing. Getting 
Information:    Obtains information necessary for processing transactions from a variety of personal contacts with 
agency employees, managers, applicants and other individuals using electronic, written and oral communications to 
ensure accurate timely processing.       Obtains necessary information by researching available documentation and 
internal / external databases. Interacting With Computers:    Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs.    Uses appropriate database tracking software specific to the state and agency as required. 
Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion of work.    Organizes and prioritizes personal workload using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Training and Teaching Others:    Conducts 
orientation of new employees.    Conducts agency specific and specialized training for agency employees to facilitate 
change and improvement initiatives. Providing Consultation and Advice to Others:    Advises internal business partners 
on the payroll system and timekeeping policies and procedures.    Advises internal business partners on appropriate 
transaction codes for use in human resources related data entry and record keeping.    Advises hiring managers on the 
hiring processes and procedures as required.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts 
to ensure timely and efficient performance and maintain positive working relationships.    Directs complex or difficult to 
resolve conflicts to assigned supervisor as required.    Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance. Updating and Using Relevant Knowledge:    
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines.    Attends in-service training as required to ensure continual learning and up to date knowledge of the field. 
Identifying Objects, Actions, and Events:    Classifies new hires in terms of prior service with the State of Tennessee to 
ensure accurate service credits, rehire recommendations, sick leave restoration, and probationary status.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to: leave status, personal / general information changes, benefits status, etc.  Performing 
Administrative Activities:    Maintains human resource and other confidential files and logs as required to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and best practices.    Enters time and 
leave/overtime requests into the appropriate databases as required.    Provides information for employment verification 
requests for current employees.    Scans and emails backup copies of transaction documentation.    Processes inter- and 
intra-departmental mail. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to peers to facilitate teamwork and coordination of effort.    Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications.    Sends notifications of special events to internal 
business partners to ensure timely and accurate receipt of information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort. Communicating with Persons Outside Organization:    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Communicates with external business 
partners to facilitate outside events and programs in which the state/agency participates.    Assists candidates with the 
application process.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Scheduling Work and Activities:    Schedules testing and assessments both for applicants and for 
current employees to determine compliance with necessary and special qualifications and departmental, state, and 
federal laws and guidelines.    Schedules special events as required.    Schedules interviews for candidates to ensure 
coverage. Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, fax machines, and typewriters. 
Handling and Moving Objects:    Handles employee files and other departmental documentation to facilitate file 
organization, research, and requests from business partners.    Transports meeting and presentation materials and 



 TN Job Classification Specifications  
September 22, 2020 

equipment to and from meetings as required. Monitoring and Controlling Resources:    Prepares and issues employee 
identification cards. 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Written Communications    Time Management    Organizing    Customer Focus    Timely 
Decision Making    Learning on the Fly    Listening    Technical Learning    Dealing with Ambiguity    Integrity and Trust    
Ethics and Values Knowledge:    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer 
operation    Basic knowledge of word processing, spreadsheet and office productivity software (Microsoft Office Suite)    
Basic knowledge of customer and personal service principles and best practices    Basic knowledge of mathematics 
(arithmetic)    Basic knowledge of departmental, state, and federal laws, rules, regulations, policies, and procedures 
related to human resources transaction processing    Basic knowledge of human resources policies and procedures 
related to training, compensation, benefits, timekeeping, and personnel information systems management Skills:    Basic 
skill in the coordination of one's own workload    Basic mathematics skills    Basic reading comprehension skills    Basic 
speaking skills    Basic writing skills    Basic time management skills    Active learning skills    Active listening skills Abilities:    
Basic mathematical reasoning ability    Basic oral comprehension ability    Basic oral expression ability    Basic written 
comprehension ability    Basic written expression ability    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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006364 - HR TECHNICIAN 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2720 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time increasingly responsible clerical work including, at least, two years of paraprofessional human 
resources experience. Substitution of Experience for Education: Qualifying full-time clerical experience may be 
substituted for the required education, on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs paraprofessional human resources work of considerable difficulty and 
lead work of average difficulty in an operating agency; and performs related work as required. Distinguishing Features: 
This is the lead worker class in the HR Technician sub-series. Employees in this class lead fellow transactions staff in an 
operating agency in preparing, reviewing, correcting and processing human resources transaction documents. This work 
involves reviewing and approving the work prepared by lower-level transactions staff and training agency employees on 
a regular basis in human resources transaction policies and procedures and Civil Service and Fair Labor Standards Act 
laws, rules and regulations. This class differs from HR Technician 2, in that incumbents of the latter perform operating 
agency human resources transactions duties at the working level. This class differs from Human Resources Transactions 
Supervisor in that incumbents of the latter supervise the processing of all transactions in the largest and most complex 
of operating agency human resources offices or assist in supervising all transactions staff in the Department of Human 
Resources. 
 
Work Activities: 
Coaching and Developing Others:    Mentors assigned team members by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks. Making Decisions and Solving Problems:    Resolves processing problems by communicating with a 
variety of personal contacts with agency employees, managers, applicants and other individuals. Processing Information:    
Prepares, processes, and corrects information related to special projects, highly confidential transactions, and high 
profile transactions as assigned.    Corrects human resources transaction documents submitted by operating agency staff 
for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Prepares and corrects leave and attendance documents, overtime 
reports and payroll, supplemental payroll, longevity, unemployment, and performance evaluation processing 
documents in addition to other human resources transactions activities.    Prepares, processes, and corrects human 
resources transaction documents for employee appointments, promotions, demotions, reclassifications, separations, 
terminations, transfers, retirement, and information changes.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Developing and Building Teams:    Learns to identify motivational factors and 
needs of assigned team members to facilitate the coordination and completion of tasks.    Models effective performance 
for assigned team members to provide a role model and enhance trust. Analyzing Data or Information:    Learns to 
analyze leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
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performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Learns to analyze human resources transaction documents and reports for 
employee appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, 
transfers, retirement, and information changes in operating agencies to identify trends, changes, and other relevant 
factors.    Learns to analyze survey data collected by the agency to determine its relevancy to and effects on human 
resources processes and procedures. Interpreting the Meaning of Information for Others:    Explains employee benefits 
to new employees with questions on topics including but not limited to retirement and insurance policies and 
procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, 
military leave, etc.    Interprets rules, regulations, and standard operating procedures for assigned team members to 
assist in task completion.    Establishes and maintains a variety of personal contacts with agency employees, managers, 
applicants, and other individuals in explaining and interpreting pertinent Preferred Service rules and regulations and 
human resources policies and procedures. Monitor Processes, Materials, or Surroundings:    Monitors pending 
transactions and other processes through to approval status using communal email boxes, communal file folders, 
individual correspondence, reports and queries to ensure timely and accurate processing.    Reviews the work of 
assigned team members to provide assistance and guidance on proper order and completion. Documenting/Recording 
Information:    Enters employee information, including but not limited to schedule information, general and personal 
information, leave information, worker's compensation, and other human resources related transactions, into 
appropriate database tracking software specific to the state and agency, electronic and paper tracking logs and 
spreadsheets, and other forms. Evaluating Information to Determine Compliance with Standards:    Evaluates leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities for accuracy and policy / legal 
compliance.    Audits all transactions completed by assigned team members and assigned internal business partners to 
ensure accuracy and compliance with standards prior to approval.    Evaluates human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, 
transfers, retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    
Verifies applicants' general information, previous employment, education, compliance with necessary and special 
qualifications, and possession of required licenses or certificates.    Audits personnel files and other employee 
documentation to ensure completeness, accuracy and compliance with standards. Judging the Qualities of Things, 
Services, or People:    Assesses the quality of job candidates to provide advice on selection decisions.    Assesses the 
quality of the work of assigned team members to inform advice and guidance related to performance management and 
development. Coordinating the Work and Activities of Others:    Coordinates the work and activities of assigned team 
members to ensure tasks are completed in a timely and accurate manner. Developing Objectives and Strategies:    
Learns to develop strategies to streamline workflow and improve team efficiency. Thinking Creatively:    Develops spread 
sheets, presentations, forms, form letters, database queries, logs and other systems as required to facilitate accurate 
data gathering and tracking and dissemination. Provide Consultation and Advice to Others:    Assists assigned team 
members in resolving processing problems to enhance development and team performance.    Provides informal 
performance feedback advice to assigned team members to assist with personal and professional development.    
Provides informal performance feedback advice to assigned supervisor on the quality of work of their assigned team 
members.    Provides advice on employee selection decisions to assigned supervisor.    Advises internal business partners 
on appropriate transaction codes for use in human resources related data entry and record keeping.    Advises hiring 
managers on the hiring processes and procedures as required.    Advises internal business partners on the payroll system 
and timekeeping policies and procedures.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Training and Teaching Others:    Conducts agency specific and specialized 
training for agency employees to facilitate change and improvement initiatives.    Conducts orientation of new 
employees. Getting Information:    Obtains information necessary for processing transactions from a variety of personal 
contacts with agency employees, managers, applicants and other individuals using electronic, written and oral 
communications to ensure accurate timely processing.       Obtains necessary information by researching available 
documentation and internal / external databases. Identifying Objects, Actions, and Events:    Classifies new hires in 
terms of prior service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick 
leave restoration, and probationary status.    Identifies work priorities to ensure the most important work is completed 
first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and 
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guidelines.    Identifies changes in employee status including but not limited to: leave status, personal / general 
information changes, benefits status, etc.  Establishing and Maintaining Interpersonal Relationships:    Liaises with 
agency Human Resources Analysts and state Department of Human Resources representatives to ensure accurate and 
timely processing of transactions and other human resources related tasks.    Networks with internal and external 
business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Selling or Influencing 
Others:    Sells the organization to candidates and the general public while answering candidate calls and attending job 
fairs and other recruitment events. Resolving Conflicts and Negotiating with Others:    Serves as a mediator for assigned 
team members and peers to supervisory and management personnel.    Resolves simple conflicts to ensure timely and 
efficient performance and maintain positive working relationships.    Serves as a mediator for simple issues related to 
applicant problems with candidates and the general public.    Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.    Directs complex or difficult to resolve 
conflicts to assigned supervisor as required. Interacting With Computers:    Uses office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and instant-messaging programs.    Uses appropriate database tracking software specific to the state and 
agency as required. Staffing Organizational Units:    Assists assigned supervisor with conducting of interviews for job 
candidates.    Participates in job fairs and other active recruiting events as required. Organizing, Planning, and Prioritizing 
Work:    Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Performing Administrative Activities:    Enters time and leave/overtime 
requests into the appropriate databases as required.    Maintains human resource and other confidential files and logs 
as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices.    
Provides information for employment verification requests for current employees.    Scans and emails backup copies of 
transaction documentation.    Processes inter- and intra-departmental mail. Communicating with Persons Outside 
Organization:    Communicates with candidates and the general public when asked questions about salary, job duties, 
and other work factors to ensure accurate and realistic portrayals of the work involved.    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Assists candidates with the application 
process.    Communicates with external business partners to facilitate outside events and programs in which the 
state/agency participates.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue 
with internal business partners to ensure effective and efficient communications.    Communicates work related 
information to peers and assigned team members to facilitate teamwork and coordination of effort.    Sends 
notifications of special events to internal business partners to ensure timely and accurate receipt of information. 
Updating and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned team members are up to date on the latest systems.    Actively seeks out work related developmental 
opportunities to improve performance and team efficiency.    Attends in-service training as required to ensure continual 
learning and up to date knowledge of the field.    Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Handling and Moving Objects:    Handles employee files and other 
departmental documentation to facilitate file organization, research, and requests from business partners.    Transports 
meeting and presentation materials and equipment to and from meetings as required. Controlling Machines and 
Processes:    Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, 
digital cameras, calculators, adding machines, fax machines, and typewriters. Scheduling Work and Activities:    
Schedules testing and assessments both for applicants and for current employees to determine compliance with 
necessary and special qualifications and departmental, state, and federal laws and guidelines.    Schedules special events 
as required.    Schedules interviews for candidates to ensure coverage. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Priority Setting    Functional/Technical Competence    Customer Focus    Written 
Communications    Organizing    Timely Decision Making    Listening    Intellectual Horsepower    Ethics and Values    
Integrity and Trust    Technical Learning Knowledge:    Intermediate knowledge of word processing, spreadsheet, and 
office productivity software (Microsoft Office Suite)    Intermediate knowledge of customer and personal service 
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principles and best practices    Intermediate knowledge of departmental, state, and federal laws, rules, regulations, 
policies, and procedures related to human resources transaction processing    Intermediate knowledge of human 
resources policies and procedures related to training, compensation, benefits, timekeeping, and personnel information 
systems management    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer operation    
Basic knowledge of mathematics (arithmetic) Skills:    Intermediate skill in the coordination of one's own workload    
Intermediate reading comprehension skills    Intermediate speaking skills    Intermediate writing skills    Basic critical 
thinking skills    Basic skill in the coordination of the workloads of others    Basic instruction skills as they relate to the 
business training environment    Basic mathematics skills    Basic time management skills    Active learning skills    Active 
listening skills    Service orientation skills Abilities:    Intermediate oral comprehension ability    Intermediate oral 
expression ability    Intermediate time sharing ability    Intermediate written comprehension ability    Intermediate 
written expression ability    Basic mathematical reasoning ability    Manual dexterity    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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006364 - HR TECHNICIAN 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2721 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time increasingly responsible clerical work including, at least, two years of paraprofessional human 
resources experience. Substitution of Experience for Education: Qualifying full-time clerical experience may be 
substituted for the required education, on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs paraprofessional human resources work of considerable difficulty and 
lead work of average difficulty in an operating agency; and performs related work as required. Distinguishing Features: 
This is the lead worker class in the HR Technician sub-series. Employees in this class lead fellow transactions staff in an 
operating agency in preparing, reviewing, correcting and processing human resources transaction documents. This work 
involves reviewing and approving the work prepared by lower-level transactions staff and training agency employees on 
a regular basis in human resources transaction policies and procedures and Civil Service and Fair Labor Standards Act 
laws, rules and regulations. This class differs from HR Technician 2, in that incumbents of the latter perform operating 
agency human resources transactions duties at the working level. This class differs from Human Resources Transactions 
Supervisor in that incumbents of the latter supervise the processing of all transactions in the largest and most complex 
of operating agency human resources offices or assist in supervising all transactions staff in the Department of Human 
Resources. 
 
Work Activities: 
Coaching and Developing Others:    Mentors assigned team members by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks. Making Decisions and Solving Problems:    Resolves processing problems by communicating with a 
variety of personal contacts with agency employees, managers, applicants and other individuals. Processing Information:    
Prepares, processes, and corrects information related to special projects, highly confidential transactions, and high 
profile transactions as assigned.    Corrects human resources transaction documents submitted by operating agency staff 
for appointments, promotions, demotions, separations, terminations, reclassifications, transfers, retirement, and 
information changes.    Calculates salary, service and longevity dates, leave balance adjustments, overtime, timesheet 
corrections and other adjustments as required.    Prepares and corrects leave and attendance documents, overtime 
reports and payroll, supplemental payroll, longevity, unemployment, and performance evaluation processing 
documents in addition to other human resources transactions activities.    Prepares, processes, and corrects human 
resources transaction documents for employee appointments, promotions, demotions, reclassifications, separations, 
terminations, transfers, retirement, and information changes.    Prepares and maintains a variety of records and reports 
such as transaction records, employee files, lists of employees recommended for performance increases and 
promotions, job specification files, affirmative action records, performance evaluation records, longevity records, leave 
and attendance records, employee work schedules, overtime reports, and payroll reports.    Keys coded candidate 
information into the computer system. Developing and Building Teams:    Learns to identify motivational factors and 
needs of assigned team members to facilitate the coordination and completion of tasks.    Models effective performance 
for assigned team members to provide a role model and enhance trust. Analyzing Data or Information:    Learns to 
analyze leave and attendance documents, overtime reports and payroll, supplemental payroll, longevity, and 
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performance evaluation processing documents in addition to other human resources transactions activities to identify 
trends, changes, and other relevant factors.    Learns to analyze human resources transaction documents and reports for 
employee appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, 
transfers, retirement, and information changes in operating agencies to identify trends, changes, and other relevant 
factors.    Learns to analyze survey data collected by the agency to determine its relevancy to and effects on human 
resources processes and procedures. Interpreting the Meaning of Information for Others:    Explains employee benefits 
to new employees with questions on topics including but not limited to retirement and insurance policies and 
procedures, flex benefits, 401k, education reimbursement, sick leave bank, leave accrual, FMLA, workers compensation, 
military leave, etc.    Interprets rules, regulations, and standard operating procedures for assigned team members to 
assist in task completion.    Establishes and maintains a variety of personal contacts with agency employees, managers, 
applicants, and other individuals in explaining and interpreting pertinent Preferred Service rules and regulations and 
human resources policies and procedures. Monitor Processes, Materials, or Surroundings:    Monitors pending 
transactions and other processes through to approval status using communal email boxes, communal file folders, 
individual correspondence, reports and queries to ensure timely and accurate processing.    Reviews the work of 
assigned team members to provide assistance and guidance on proper order and completion. Documenting/Recording 
Information:    Enters employee information, including but not limited to schedule information, general and personal 
information, leave information, worker's compensation, and other human resources related transactions, into 
appropriate database tracking software specific to the state and agency, electronic and paper tracking logs and 
spreadsheets, and other forms. Evaluating Information to Determine Compliance with Standards:    Evaluates leave and 
attendance documents, overtime reports and payroll, supplemental payroll, longevity, and performance evaluation 
processing documents in addition to other human resources transactions activities for accuracy and policy / legal 
compliance.    Audits all transactions completed by assigned team members and assigned internal business partners to 
ensure accuracy and compliance with standards prior to approval.    Evaluates human resources transaction documents 
for employee appointments, promotions, demotions, reclassifications, flex class changes, separations, terminations, 
transfers, retirement, and information changes in operating agencies to ensure accuracy, policy and legal compliance.    
Verifies applicants' general information, previous employment, education, compliance with necessary and special 
qualifications, and possession of required licenses or certificates.    Audits personnel files and other employee 
documentation to ensure completeness, accuracy and compliance with standards. Judging the Qualities of Things, 
Services, or People:    Assesses the quality of job candidates to provide advice on selection decisions.    Assesses the 
quality of the work of assigned team members to inform advice and guidance related to performance management and 
development. Coordinating the Work and Activities of Others:    Coordinates the work and activities of assigned team 
members to ensure tasks are completed in a timely and accurate manner. Developing Objectives and Strategies:    
Learns to develop strategies to streamline workflow and improve team efficiency. Thinking Creatively:    Develops spread 
sheets, presentations, forms, form letters, database queries, logs and other systems as required to facilitate accurate 
data gathering and tracking and dissemination. Provide Consultation and Advice to Others:    Assists assigned team 
members in resolving processing problems to enhance development and team performance.    Provides informal 
performance feedback advice to assigned team members to assist with personal and professional development.    
Provides informal performance feedback advice to assigned supervisor on the quality of work of their assigned team 
members.    Provides advice on employee selection decisions to assigned supervisor.    Advises internal business partners 
on appropriate transaction codes for use in human resources related data entry and record keeping.    Advises hiring 
managers on the hiring processes and procedures as required.    Advises internal business partners on the payroll system 
and timekeeping policies and procedures.    Advises internal business partners on the appropriate forms for use with 
requested human resources changes and transactions.    Advises peers on proper departmental procedures related to 
the accomplishment of their daily workload. Training and Teaching Others:    Conducts agency specific and specialized 
training for agency employees to facilitate change and improvement initiatives.    Conducts orientation of new 
employees. Getting Information:    Obtains information necessary for processing transactions from a variety of personal 
contacts with agency employees, managers, applicants and other individuals using electronic, written and oral 
communications to ensure accurate timely processing.       Obtains necessary information by researching available 
documentation and internal / external databases. Identifying Objects, Actions, and Events:    Classifies new hires in 
terms of prior service with the State of Tennessee to ensure accurate service credits, rehire recommendations, sick 
leave restoration, and probationary status.    Identifies work priorities to ensure the most important work is completed 
first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and 
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guidelines.    Identifies changes in employee status including but not limited to: leave status, personal / general 
information changes, benefits status, etc.  Establishing and Maintaining Interpersonal Relationships:    Liaises with 
agency Human Resources Analysts and state Department of Human Resources representatives to ensure accurate and 
timely processing of transactions and other human resources related tasks.    Networks with internal and external 
business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Selling or Influencing 
Others:    Sells the organization to candidates and the general public while answering candidate calls and attending job 
fairs and other recruitment events. Resolving Conflicts and Negotiating with Others:    Serves as a mediator for assigned 
team members and peers to supervisory and management personnel.    Resolves simple conflicts to ensure timely and 
efficient performance and maintain positive working relationships.    Serves as a mediator for simple issues related to 
applicant problems with candidates and the general public.    Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.    Directs complex or difficult to resolve 
conflicts to assigned supervisor as required. Interacting With Computers:    Uses office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and instant-messaging programs.    Uses appropriate database tracking software specific to the state and 
agency as required. Staffing Organizational Units:    Assists assigned supervisor with conducting of interviews for job 
candidates.    Participates in job fairs and other active recruiting events as required. Organizing, Planning, and Prioritizing 
Work:    Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work. Performing Administrative Activities:    Enters time and leave/overtime 
requests into the appropriate databases as required.    Maintains human resource and other confidential files and logs 
as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices.    
Provides information for employment verification requests for current employees.    Scans and emails backup copies of 
transaction documentation.    Processes inter- and intra-departmental mail. Communicating with Persons Outside 
Organization:    Communicates with candidates and the general public when asked questions about salary, job duties, 
and other work factors to ensure accurate and realistic portrayals of the work involved.    Communicates with outside 
agencies for the purposes of employment verification and background checks.    Assists candidates with the application 
process.    Communicates with external business partners to facilitate outside events and programs in which the 
state/agency participates.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals. Communicating with Supervisors, Peers, or Subordinates:    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Maintains an open dialogue 
with internal business partners to ensure effective and efficient communications.    Communicates work related 
information to peers and assigned team members to facilitate teamwork and coordination of effort.    Sends 
notifications of special events to internal business partners to ensure timely and accurate receipt of information. 
Updating and Using Relevant Knowledge:    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned team members are up to date on the latest systems.    Actively seeks out work related developmental 
opportunities to improve performance and team efficiency.    Attends in-service training as required to ensure continual 
learning and up to date knowledge of the field.    Attends agency specific training as required to ensure compliance with 
departmental, state, and federal laws and guidelines. Handling and Moving Objects:    Handles employee files and other 
departmental documentation to facilitate file organization, research, and requests from business partners.    Transports 
meeting and presentation materials and equipment to and from meetings as required. Controlling Machines and 
Processes:    Operates a variety of office equipment including but not limited to copiers, scanners, microfiche readers, 
digital cameras, calculators, adding machines, fax machines, and typewriters. Scheduling Work and Activities:    
Schedules testing and assessments both for applicants and for current employees to determine compliance with 
necessary and special qualifications and departmental, state, and federal laws and guidelines.    Schedules special events 
as required.    Schedules interviews for candidates to ensure coverage. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Priority Setting    Functional/Technical Competence    Customer Focus    Written 
Communications    Organizing    Timely Decision Making    Listening    Intellectual Horsepower    Ethics and Values    
Integrity and Trust    Technical Learning Knowledge:    Intermediate knowledge of word processing, spreadsheet, and 
office productivity software (Microsoft Office Suite)    Intermediate knowledge of customer and personal service 
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principles and best practices    Intermediate knowledge of departmental, state, and federal laws, rules, regulations, 
policies, and procedures related to human resources transaction processing    Intermediate knowledge of human 
resources policies and procedures related to training, compensation, benefits, timekeeping, and personnel information 
systems management    Basic knowledge of clerical processes and procedures.    Basic knowledge of computer operation    
Basic knowledge of mathematics (arithmetic) Skills:    Intermediate skill in the coordination of one's own workload    
Intermediate reading comprehension skills    Intermediate speaking skills    Intermediate writing skills    Basic critical 
thinking skills    Basic skill in the coordination of the workloads of others    Basic instruction skills as they relate to the 
business training environment    Basic mathematics skills    Basic time management skills    Active learning skills    Active 
listening skills    Service orientation skills Abilities:    Intermediate oral comprehension ability    Intermediate oral 
expression ability    Intermediate time sharing ability    Intermediate written comprehension ability    Intermediate 
written expression ability    Basic mathematical reasoning ability    Manual dexterity    Speech clarity ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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072332 - HSD EXAMINER 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2264 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072337 - HSDA DEPUTY DIRECTOR 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2113 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072336 - HSDA HEALTH DATA & POLICY ADM 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2112 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072338 - HSDA OFFICE & RESOURCE MANAGER 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2114 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072339 - HSDA PUBLIC HEALTH ADMIN 1 
 
Agency:  Health Services and Dev Agency (31607) 
Edison Template Job Opening ID:  2115 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079165 - HUMAN RIGHTS COMPLIANCE OFFCR 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4396 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in Employment, Fair Housing, discrimination investigations, or other civil rights 
work including at least two years of supervisory or managerial work.Substitution of Experience for Education: Qualifying 
full-time experience in Employment, Fair Housing, discrimination investigations, or other civil rights experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100% for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for overseeing human rights investigative and compliance work of 
considerable difficulty, and performs related work as required.Distinguishing Features: An employee in this class is 
responsible for ensuring the Human Rights Commission complies with policy and procedures of protected classes 
related to housing, employment, and public accommodations. This class differs from that of Human Rights 
Representative Coordinator in that an incumbent of the latter supervises Human Rights Representatives and oversees 
one Regional Office. This class differs from that of the Human Rights Deputy Director in that an incumbent of the latter is 
responsible for overseeing a greater scope of Human Rights Commission's mission. 
 
Work Activities: 
 Performs compliance reviews on investigated cases; provides investigative feedback and assessment; verifies the cases 
meet the set standards and comply with the agency's policies and procedures. Organizes, maintains, and audits closed 
case inventory; reviews files from investigators to ensure that all files contain necessary documents;  updates the case 
closure log to reflect all cases worked; conducts annual audit of cases to ensure accuracy and compliance. Assists the 
Executive Director and the Deputy Director with interpreting the provisions under the Tennessee Human Rights Act and 
the Tennessee Disability Act. Assesses, implements, and monitors the agreement with the Equal Opportunity 
Commission and the Fair Housing Assistance Program contract with the United States Department of Housing and Urban 
Development; reviews contracts and revises the agency's processes and policies based on the contracts; assists the 
Deputy Director with maintaining the agency's Standard Operating Procedures; conducts training on the investigative 
process when changes are made. Creates and provides reports based on case data to management that assist with the 
assessment of the agency meeting Federal Agreements. Manages case data information in case management systems; 
reviews cases and enters analysis and case notes into the system; logs cases as reviewed; assigns cases to legal 
department after they have been analyzed. Supervises staff and oversees regional offices; conducts performance 
evaluations; monitors performance and wok outcomes. Receives reconsideration request from Complainant; pulls files 
and sends letters to determine if it is timely; assigns to legal department for review. Participates in education and 
outreach; attends and presents requested information at different agencies or events; sets up outreach booths to 
present agency information. May be required to carry a caseload for investigation depending on agency's needs. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Developing Direct Reports and Others Organizing Process Management 
Time Management Timely Decision Making Conflict Management Drive for Results Perseverance Presentation Skills 
Written Communications Composure Customer Focus Ethics and ValuesKnowledge: Administration and Management 
Clerical Education and Training Law and Government Personnel and Human ResourcesSkills: Active Listening Critical 
Thinking Monitoring Reading Comprehension Speaking Writing Coordination Negotiation Persuasion Complex Problem 
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Solving Time ManagementAbilities: Deductive Reasoning Inductive Reasoning Finger Dexterity Oral Comprehension Oral 
Expression Time Sharing Written Comprehension Written Expression Auditory Attention Near Vision Speech Clarity 
 
Tools and Equipment Used: 
 Computer Telephone Scanner Printer 
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079164 - HUMAN RIGHTS DEPUTY DIRECTOR 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4381 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079163 - HUMAN RIGHTS DIRECTOR 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4374 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for management work of average difficulty in directing the functions of the 
Human Rights Commission; and performs related work as required.Distinguishing Features: This is the highest level class 
in the Human Rights sub-series. The employee in this class is responsible for directing human rights investigative work 
involving discrimination. This class differs from that of Human Rights Repr Coordinator in that incumbents of the latter 
supervise subordinate Human Rights Representative staff. 
 
Work Activities: 
1. Plans and directs all activities of the Human Rights Commission.2. Assigns, trains, supervises, and evaluates staff; 
reviews and makes decisions on employment, retention, promotion, demotion or other human resources actions.3. 
Develops, coordinates, and enforces policies and procedures regarding the investigating of discrimination cases 
involving public accommodations and employment.4. Works closely with the Federal Equal Employment Opportunity 
Commission on referrals and difficult cases.5. Prepares work programs and the budget for the Commission.6. Attends 
meetings, conferences, and seminars.7. Supervises the preparation and review of a variety of records and reports such 
as statistical reports, progress reports, and case records. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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079162 - HUMAN RIGHTS REPR COORDINATOR 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4380 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two years of full-time work in employment, Fair Housing, discrimination investigations, or other civil rights 
work.  Substitution of Experience for Education: Qualifying full-time professional experience in employment, Fair 
Housing, discrimination investigation, or other civil rights experience may substitute for the required education, on a 
year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in this position.  
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory human rights investigation work of average 
difficulty; and performs related work as required.  Distinguishing Features: This is the supervisory class in the Human 
Rights sub-series. An employee in this class is responsible for supervising investigation work involving discrimination on 
the basis of race, color, sex, creed, national origin, or religion in public accommodations or employment. This class 
differs from that of Human Rights Representative in that an incumbent of the latter is not responsible for supervisory 
work. This class differs from that of Human Rights Director in that the incumbent of the latter is responsible for directing 
all human rights services. 
 
Work Activities: 
Analyzing Data or Information: Review direct report case files to ensure that all information is in compliance with agency 
standards and provide any identified corrections in writing. Assimilate information and evaluating the credibility of the 
information source. Asses the information against established elements of proof in order to make 
recommendations.Communicating with Persons outside Organization: Communicate with the compliant/respondent to 
provide customer service. Communicate with the complaint/respondent to verify that jurisdictional elements of the 
compliant. Explain to compliant/respondent the investigate process. Interview complaint/respondent by gathering 
information relevant to the issues and bases and requesting comparable witnesses. Interview relevant witnesses for 
additional information. Educate the general public on their rights, responsibilities and procedures of the 
agencies.Communicating with Supervisors, Peers, Subordinates: Monitor direct reports progress in completing thorough 
investigation and have regular meetings to discuss case inventory. Provide constructive guidance on how to improve 
performance. Conduct evaluations for direct reports based on the current guidelines. Communicate the information of 
the investigation with supervisors and peers. Communicate case load status to supervisors on a regular basis. Respond 
to inquiries from supervisors and peers in a timely manner.Documenting/Recording Information: Monitor direct reports 
documentation in IMS and TEAPOTS and provide feedback. Documenting in the case file, IMS, TEAPOTS all investigated 
actions and communication related to the case. Accurately recording all interviews or onsite visits with complainant, 
respondent and witnesses. Ensure that all files are secured and organized according to all agency standards.Establishing 
and Maintaining Interpersonal Relationships: Encouraging and building mutual trust, respect, and cooperation among 
team members. Encourage harmonious environment. Communicates issues effectively and professionally to resolve 
concerns.Evaluating Information to Determine Compliance with Standards: Review direct reports case files and provide 
notation of feedback on the rationale. Provide written recommendation of appropriate findings utilizing the evidence 
gathered during the investigative process and analysis. Conduct a predetermination interview with complainant or 
respondent at the conclusion of the investigation explaining the recommendation. Generate any associated reports at 
the conclusion of the investigation explaining the recommendation.Getting Information: Review direct reports case files 
and provide notation of feedback. Receive the case file and review compliant form. Verify the files is consistent with the 
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information in IMS or TEAPOTS. Verify that the complaint falls within the agency's jurisdiction. Gather or collect relevant 
documents from both the complaints and respondent to be used in the analysis.Interacting with Computers: Using office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and search engines.Interpreting the Meaning of Information for Others: Interprets 
the meaning and intent of policies and procedures for staff, community partners, case parties and general 
public.Organizing, Planning, and Prioritizing Work: Review direct reports investigative plans and provide notation of 
feedback. Prepare investigative plan to provide outline for the case investigation. Submit the investigative plan for 
review and approval for the investigation. Utilize the investigative plan to conduct the investigation.Resolving Conflicts 
and Negotiating with Others: Conducts mediations, conciliations, settlement discussions as applicable to resolving cases 
of discrimination.Updating and Using Relevant Knowledge: Assist with identifying and developing training needs. 
Completes training and knowledge as required by the Department to be in compliance with policy. Attends conferences 
and trainings related to discrimination laws or best practices, as needed. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Time Management Directing Others 
Written Communications Ethics and Values Listening Composure NegotiatingKnowledge: Customer and Personal 
Services Clerical Law and GovernmentSkills: Active Listening Critical Listening Reading Comprehension Speaking Writing 
Negotiation Coordination Complex Problem Solving Judgment and Decision Making Time ManagementAbilities: 
Deductive Reasoning Inductive Reasoning Oral Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Scanner 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079161 - HUMAN RIGHTS REPRESENTATIVE 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  4378 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Qualifying full-time professional experience in employment, Fair Housing, discrimination 
investigations, or other civil rights experience may substitute for the required education, on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Valid vehicle operator’s license may be required for employment in this position.  
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional human rights investigative work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry-working level class in the 
Human Rights sub-series. An employee in this class is responsible for investigative work involving the enforcement of 
the Tennessee Human Rights Act and the Tennessee Disability Act which prohibit discrimination in housing, 
employment, and public accommodation based on legally defined protected classes. This class differs from that of 
Human Rights Representative Coordinator in that an incumbent of the latter is responsible for supervising employees in 
this class. 
 
Work Activities: 
Getting Information: Receives the case file and review complaint form. Verifies that the complaint falls within the 
agency's jurisdiction. Verifies the file is consistent with the information in appropriate case management program. 
Gathers or collect relevant documents from both the complainant, respondent and witnesses to be used in the analysis 
of the case.Organizing, Planning, and Prioritizing Work: Prepares investigative plan to provide an outline for the case 
investigation. Submits the investigative plan to supervisor for review and approval of the investigation. Utilizes the 
investigative plan to conduct the investigation. Actively manages a working caseload, keep track of investigation process 
for each, and prioritize needed tasks based on the age and complexity of each case.Analyzing Data or Information: 
Assimilates information and evaluate the credibility and relevance of the information source. Assesses the information 
against established elements of proof in order to make a recommendation.Evaluating Information to Determine 
Compliance with Standards: Provides a written recommendation of appropriate findings utilizing the evidence gathered 
during the investigative process. Generates any associated reports at the conclusion of the investigation explaining the 
recommendation.Communicating with Persons Outside Organization: Communicates with the complainant/respondent 
to verify the jurisdictional elements of the complaint. Explains to complainant/respondent the investigative process. 
Gathers information relevant to the issues and bases by interviewing complainant, respondent, and witnesses. 
Interviews relevant witnesses for additional information. Educates the general public on their rights, responsibilities and 
procedures of the agency. Conducts a predetermination interview with complainant or respondent at the conclusion of 
the investigation explaining the recommendation and inviting any additional information. Testifies in administrative 
hearings regarding their investigations, when necessary.Documenting/Recording Information: Accurately records all 
interviews or onsite visits with complainant, respondent and witnesses. Accurately and completely documents in the 
case file and case management programs all investigated actions and communication related to the case. Ensures that 
all files are secured and organized according to agency standards.Resolving Conflicts and Negotiating with Others: 
Conducts mediations, conciliations, settlement discussions as applicable to resolve cases of discrimination.Establishing 
and Maintaining Interpersonal Relationships: Encourages harmonious work environment. Encourages and build mutual 
trust, respect, and cooperation among team members. Communicates issues effectively and professionally to resolve 
concerns.Communicating with Supervisors, Peers, or Subordinates: Responds to inquiries from supervisors and peers in 
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a timely manner. Communicates the facts of the investigation with supervisors and peers. Communicates the working 
caseload status to supervisors on a regular basis.Interpreting the Meaning of Information for Others: Interprets the 
meaning and intent of policies and procedures for staff, community partners, case parties and the general 
public.Interacting With Computers: Uses office productivity software including but not limited to word processing 
programs, spreadsheet programs, presentation software, web-based email programs, and search engines. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Time Management Perseverance 
Written Communications Ethics and Values Listening Composure NegotiatingKnowledge: Law and Government 
Customer and Personal Service ClericalSkills: Active Listening Critical Listening Reading Comprehension Speaking Writing 
Negotiation Coordination Complex Problem Solving Judgment and Decision Making Time ManagementAbilities: 
Deductive Reasoning Inductive Reasoning Oral Comprehension Oral Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Scanner Copy Machine Camera Motor Vehicle 
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062977 - HWY RESP OPERATOR 1* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7422 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time experience in one or a combination of the following: (1) any emergency response work, which 
may include fire suppression, emergency management or communication dispatch; (2) medical services; (3) any 
protective services work in law enforcement, fire safety inspection, arson investigation, correctional institutions, or 
security, (4) customer service; (5) highway or bridge maintenance and/or construction; (6) driving motor vehicles for a 
business establishment or government agency; or (7) automotive or diesel maintenance and/or repair.  Substitution of 
Education for Experience: Additional college course work credit received from an accredited college or university may 
substitute for the required experience on a month to month basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a good moral character, as determined by 
investigation; Complete a criminal history disclosure form in a manner approved by the appointing authority; Agree to 
release all records involving their criminal history to the appointing authority; Supply a fingerprint sample in a manner 
prescribed by the TBI for fingerprint based criminal history records check; Submit to and pass a pre-employment 
screening test for use of illegal drugs; Possess a valid motor vehicle operator’s license at the time of employment. The 
applicant’s driver’s license must not have been suspended or revoked based on speeding, moving violations, 
contributing to an accident, driving while license cancelled, or similar safety-related reasons at any time during the ten 
(10) years immediately preceding the time of appointment; Upon appointment, successfully completed a prescribed 
course of instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs highway emergency response work of routine difficulty; and 
performs related work as required.  Distinguishing Features: This is the entry-level class in the Highway Response 
Operator sub-series. An employee in this class learns to perform service patrol work on metropolitan roadways to keep 
traffic congestion and delay time to a minimum. Duties include assisting motorist with minor vehicle problems, 
providing traffic control, and responding to traffic accidents and roadway emergencies. This class differs from Highway 
Response Operator 2 in that an incumbent of the latter performs at the working level.  *An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
one-year training period; inadequate or marginal performance during the training period will result in automatic 
demotion or termination. 
 
Work Activities: 
Assisting and Caring for Others: Learns to administer first aid to victims at incident scene according to first responder 
guidelines. Learns to respond appropriately during medical, roadside, work site and other emergencies as 
required.Making Decisions and Solving Problems: Learns to make decisions involving assigned work tasks to include the 
quality and application of equipment, materials, and labor to ensure accomplishment of assigned goals within 
established performance guidelines. Learns to decide appropriate actions to be taken at incident scenes that may affect 
personal and/or public safety to notify appropriate authorities. Learns to determine the need for alternate routes to 
eliminate and/or minimize traffic congestion. Learns to decide at incident scene the appropriate emergency response 
agency needed, including but not limited to law enforcement, EMS, or fire department. Learns to determine incident 
traffic control devices needed to secure incident scenes according to state and federal standards.Operating Vehicles, 
Mechanized Devices, or Equipment: Learns to push or pull disabled vehicles from travel lanes to restore normal traffic 
conditions. Learns to operate a highway response vehicle while responding to freeway incidents and emergency 
situations in accordance with state and federal laws and agency policy and procedures. Learns to operate a highway 
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response vehicle in a variety of environmental conditions in accordance with safety procedures. Learns to operate a 
highway response vehicle in the most effective manner to minimize traffic congestion in accordance with state and 
federal laws and agency policy and procedures.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Learns to estimate general material, labor, time and equipment requirements to expedite clearing the 
incident scene.Performing General Physical Activities: Lifts and carries job related equipment and materials including but 
not limited to roadway, accident, and vehicle debris in a variety of environmental and physically demanding conditions. 
Lifts and carries job related equipment and materials, including but not limited to a 3 1/2 ton hydraulic jack (weighing 75 
pounds), truck tires, oil absorbent, and multiple traffic cones, in a variety of environmental and physically demanding 
conditions. Climbs and/or balances on vehicles, slopes, hills, roadway structures of varying heights to complete tasks in a 
variety of environmental conditions. Walks, hikes, and/or crawls through incident sites possibly including rough terrain 
and obstacles to complete tasks in a variety of environmental conditions. Stands and sits for extended periods of time to 
maintain work zone safety.Communicating with Persons Outside Organization: Learns to communicate with the public in 
a positive and helpful manner providing both assistance and public safety information. Learns to describe the severity of 
an accident scene, condition of motorists involved in an accident, the presence of hazardous materials, and roadway 
conditions to appropriate emergency personnel arriving on scene to facilitate emergency response. Learns to transmit 
messages to law enforcement, fire, emergency medical, towing services, and hazardous materials handling agencies 
using both vehicle and remote radio communications equipment to request appropriate assistance.Updating and Using 
Relevant Knowledge: Completes required annual training events and developmental activities to learn new procedures 
and increase job proficiency as directed. Maintains required level of certification in emergency vehicle operations, first 
responder, CPR, and maintain required driver’s license.Identifying Objects, Actions, and Events: Learns to identify 
abandoned vehicles for possible law enforcement follow up and/or vehicle removal. Learns to identify possible 
transportation and public safety issues by observing traffic flow and motorist actions. Learns to identify hazmat symbols 
on vehicles involved in accident or abandoned for immediate action and report to supervisor. Learns to identify 
emergency situations that prevent immediate removal of vehicles from travel lanes including injury accidents, fatalities, 
or crime scenes. Learns to identify equipment needed at incident scene to effectively clear traffic lanes and report to 
assigned supervisor.Handling and Moving Objects: Learns to position and place tow chains to properly relocate vehicles 
from travel lanes. Learns to carry traffic control devices to and from different areas of the worksite to set up proper 
work zone in an efficient manner. Learns to operate basic hand tools including air tools, wrenches, screw drivers, 
hammers, pry bars and other similar tools.Getting Information: Learns to obtain status information from supervisor and 
TMC Operator regarding status of current roadway incidents on assigned route. Learns to collect necessary information 
at incident scene including lane closures, motorist conditions, equipment needed, status of emergency response, and 
other necessary information to determine required action.Monitor Processes, Materials, or Surroundings: Learns to 
monitor materials, equipment, and resources to ensure sufficient quantities to fulfill job duties. Learns to monitor 
multiple communication devices to identify incidents requiring response. Learns to monitor work environment and road 
conditions by patrolling assigned route to identify safety hazards including hazardous materials, traffic control, 
maintenance issues, and emergency response to report to appropriate agency. Learns to monitor traffic congestion to 
identify delays, incidents, and unusual traffic patterns to report to assigned supervisor and peers.Repairing and 
Maintaining Mechanical Equipment: Learns to perform routine maintenance on assigned vehicle including but not 
limited to topping off fluid levels and maintaining tire pressure. Learns to perform minor repairs on disabled vehicles 
including but not limited to jump starts, adding fluids, tire repair, and other similar duties. Learns to perform routine 
troubleshooting for vehicles to address basic issues as required.Organizing, Planning, and Prioritizing Work: Learns to 
incorporate last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.Monitoring and Controlling Resources: Learns to secure assigned equipment, fuel supplies, and vehicles as per 
work unit policy to ensure it is not lost, damaged, and/or stolen.Communicating with Supervisors, Peers, or 
Subordinates: Learns to transmit messages to TDOT dispatcher using both vehicle and remote radio communications 
equipment to request appropriate assistance. Learns to describe the incident scene upon arrival, including location, 
vehicle type, license plate number, and initial assessment to TMC personnel for reporting purposes. Learns to describe 
the status of the incident scene, what actions were used for traffic control, and what service was provided at incident 
conclusion to TMC personnel. Reports the need for major vehicle repairs and malfunctions of safety equipment to 
supervisor. Reports any damaged, broken, or lost tools and equipment to supervisor. Provides prior notice to supervisor 
documenting unavailability for assigned schedule. Meets with supervisors and coworkers as required to receive updates 
and information related to work activities.Inspecting Equipment, Structures, or Material: Learns to perform scheduled 
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pre-use and/or post-use inspection of equipment and vehicles to ensure proper functionality and safety. Learns to 
inspect bridges, tunnels, guard rail, overpasses, and other roadway structures after incident to notify proper 
authorities.Resolving Conflicts and Negotiating with Others: Reports internal and external conflicts, complaints, and 
other issues to assigned supervisor or appropriate reporting authority as required.Interacting With Computers: Learns to 
operate employee self-service database to maintain and view personal employment data. Learns to key messages in a 
variety of electronic message boards.Establishing and Maintaining Interpersonal Relationships: Learns to communicate 
politely and courteously with coworkers, supervisors, and other business partners to ensure a positive and productive 
work environment.Documenting/Recording Information: Learns to record the mileage of assigned vehicle for state 
management and documentation of cost. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity                       Learning on the Fly                              Problem Solving                    
Timely Decision Making                     Action Oriented                     Composure                            Customer Focus                    
Integrity and Trust                               Self-Development                               Knowledge: Basic knowledge of customer and 
personal service.                     Basic knowledge of diesel and gasoline engine vehicles.                              Basic knowledge of 
vehicle maintenance and minor repair.                       Basic knowledge of tools utilized in vehicle maintenance and repair. 
Basic knowledge of emergency management response procedures.                          Basic knowledge of 
telecommunications including two way radios, cell phones, and other communication devices.                    Basic 
knowledge of traffic flow and roadway layout for assigned area.               Skills: Active Learning Skills.                         Active 
Listening Skills.                         Critical Thinking Skills.                        Speaking Skills.                     Coordination Skills.                              
Service Orientation Skills. Time management skills as they apply to self. Basic skill in the application of vehicle 
maintenance.                  Basic equipment selection skills.                       Basic skill in the operation and control of 
equipment utilized in highway incident management.                       Basic skill in the application of minor vehicle repairs.                                
Basic troubleshooting skills.                               Basic judgment and decision making skills.                                    Basic skill in 
the management of material resources as assigned daily.     Abilities: Deductive Reasoning                           Memorization                     
Oral Comprehension                            Oral Expression                     Problem Sensitivity                              Spatial Orientation                      
Speed of Closure                  Written Comprehension                      Arm-Hand steadiness                          Finger Dexterity                    
Control Precision                  Manual Dexterity                                 Multilimb Coordination                      Rate Control                          
Reaction Time                      Response Orientation                          Speed of Limb Movement                                 Wrist-Finger 
Speed                               Dynamic Flexibility                              Dynamic Strength                                Explosive Strength                             
Extent Flexibility                  Gross Body Coordination                   Gross Body Equilibrium                      Stamina                  
Static Strength                       Trunk Strength                      Auditory Attention                               Depth Perception                  
Far Vision                               Glare Sensitivity                    Hearing Sensitivity                               Near Vision                            
Peripheral Vision                  Sound Localization                              Speech Clarity                       Speech Recognition                             
Visual Color Discrimination 
 
Tools and Equipment Used: 
 12,000-15,000 GVWR Truck, 4wd, with push bumper with service body and arrow board/message board Portable trailer 
mounted arrow board Portable trailer mounted message board Sand Spreader to distribute at accident scene Air 
compressor Air impact tools Heavy duty floor jack Mechanic hand tools Traffic control devices Gas operated blower 
Electrical jump boxes Electrical jump cables Chain Saw Two-way radios First Response Emergency Medical Kit 
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062978 - HWY RESP OPERATOR 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1733 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time experience in one or a combination of the following: (1) any emergency response work, which 
may include fire suppression, emergency management or communications dispatch; (2) medical services; (3) any 
protective services work in law enforcement, fire safety inspection, arson investigation, correctional institutions, or 
security; (4) customer service; (5) highway or bridge maintenance and/or construction; (6) driving motor vehicles for a 
business establishment or government agency; or (7) automotive or diesel maintenance and/or repair; one of the four 
years of experience must be as a Highway Response Operator 1 with the State of Tennessee.  Substitution of Education 
for Experience: Additional college course work credit received from an accredited college or university may substitute 
for the required non specialized experience on a month to month basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;     Submit to and pass a pre-
employment screening test for use of illegal drugs;    Possess a valid motor vehicle operator’s license at the time of 
appointment. The applicant’s driver’s license must not have been suspended or revoked based on speeding moving 
violations, contributing to an accident, driving while license cancelled, or similar safety-related reasons at any time 
during the ten (10) years immediately preceding the time of appointment;       Upon appointment, successfully complete 
a prescribed course of instruction.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs highway emergency response work of routine difficulty; and 
performs related work as required. Distinguishing Features:  This is the working level class in the Highway Response 
Operator sub-series. An employee in this class patrols metropolitan roadways to keep traffic congestion and delay time 
to a minimum. Duties include assisting motorist with minor vehicle problems, providing traffic control, and responding 
to traffic accidents and roadway emergencies. This class differs from Highway Response Operator Supervisor in that an 
incumbent of the latter supervises a staff of Hwy Response Operators on the assigned shift. 
 
Work Activities: 
Assisting and Caring for Others:    Administers first aid to victims at incident scene according to first responder 
guidelines.    Responds appropriately during medical, roadside, work site and other emergencies as required.Making 
Decisions and Solving Problems:    Makes decisions involving assigned work tasks to include the quality and application 
of equipment, materials, and labor to ensure accomplishment of assigned goals within established performance 
guidelines.    Decides appropriate actions to be taken at incident scenes that may affect personal and/or public safety to 
notify appropriate authorities.    Determines the need for alternate routes to eliminate and/or minimize traffic 
congestion.    Decides, at incident scene, the appropriate emergency response agency needed, including but not limited 
to law enforcement, EMS, or fire department.    Determines incident traffic control devices needed to secure incident 
scenes according to state and federal standards.Operating Vehicles, Mechanized Devices, or Equipment:    Pushes or 
pulls disabled vehicles from travel lanes to restore normal traffic conditions.    Operates a highway response vehicle 
while responding to freeway incidents and emergency situations in accordance with state and federal laws and agency 
policy and procedures.    Operates a highway response vehicle in a variety of environmental conditions in accordance 
with safety procedures.    Operates a highway response vehicle in the most effective manner to minimize traffic 
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congestion in accordance with state and federal laws and agency policy and procedures.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates general material, labor, time and equipment 
requirements to expedite clearing the incident scene. Performing General Physical Activities:    Lifts and carries job 
related equipment and materials including but not limited to roadway, accident, and vehicle debris in a variety of 
environmental and physically demanding conditions.    Lifts and carries job related equipment and materials, including 
but not limited to a 3 1/2 ton hydraulic jack (weighing 75 pounds), truck tires, oil absorbent, and multiple traffic cones, 
in a variety of environmental and physically demanding conditions.    Climbs and/or balances on vehicles, slopes, hills, 
roadway structures of varying heights to complete tasks in a variety of environmental conditions.    Walks, hikes, and/or 
crawls through incident sites possibly including rough terrain and obstacles to complete tasks in a variety of 
environmental conditions.    Stands and sits for extended periods of time to maintain work zone safety.Communicating 
with Persons Outside Organization:    Communicates with the public in a positive and helpful manner providing both 
assistance and public safety information.    Describes the severity of an accident scene, condition of motorists involved 
in an accident, the presence of hazardous materials, and roadway conditions to appropriate emergency personnel 
arriving on scene to facilitate emergency response.    Transmits messages to law enforcement, fire, emergency medical, 
towing services, and hazardous materials handling agencies using both vehicle and remote radio communications 
equipment to request appropriate assistance.Updating and Using Relevant Knowledge:    Completes required annual 
training events and developmental activities to learn new procedures and increase job proficiency as directed.    
Maintains required level of certification in emergency vehicle operations, first responder, CPR, and maintains required 
driver's license.Identifying Objects, Actions, and Events:    Identifies abandoned vehicles for possible law enforcement 
follow up and/or vehicle removal.    Identifies possible transportation and public safety issues by observing traffic flow 
and motorist actions.    Identifies hazmat symbols on vehicles involved in accident or abandoned for immediate action 
and reporting to supervisor.    Identifies emergency situations that prevent immediate removal of vehicles from travel 
lanes including injury accidents, fatalities, or crime scenes.    Identifies equipment needed at incident scene to effectively 
clear traffic lanes and report to assigned supervisor.Handling and Moving Objects:    Positions and places tow chains to 
properly relocate vehicles from travel lanes.    Carries traffic control devices to and from different areas of the worksite 
to set up proper work zone in an efficient manner.    Operates basic hand tools including air tools, wrenches, screw 
drivers, hammers, pry bars and other similar tools.Getting Information:    Obtains status information from supervisor 
and TMC Operator regarding status of current roadway incidents on assigned route.    Collects necessary information at 
incident scene including lane closures, motorist conditions, equipment needed, status of emergency response, and 
other necessary information to determine required action.Monitor Processes, Materials, or Surroundings:    Monitors 
materials, equipment, and resources to ensure sufficient quantities to fulfill job duties.    Monitors multiple 
communication devices to identify incidents requiring response.    Monitors work environment and road conditions by 
patrolling assigned route to identify safety hazards including hazardous materials, traffic control, maintenance issues, 
and emergency response to report to appropriate agency.    Monitors traffic congestion to identify delays, incidents, and 
unusual traffic patterns to report to assigned supervisor and peers.Repairing and Maintaining Mechanical Equipment:    
Performs routine maintenance on assigned vehicle including but not limited to topping off fluid levels and maintaining 
tire pressure.    Performs minor repairs on disabled vehicles including but not limited to jump starts, adding fluids, tire 
repair, and other similar duties.    Performs routine troubleshooting for vehicles to address basic issues as 
required.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.Coaching and Developing Others:    Provides mentoring to 
coworkers and other employees to facilitate development and job performance.Monitoring and Controlling Resources:    
Secures assigned equipment, fuel supplies, and vehicles as per work unit policy to ensure it is not lost, damaged, or 
stolen.Communicating with Supervisors, Peers, or Subordinates:    Transmits messages to TDOT dispatcher using both 
vehicle and remote radio communications equipment to request appropriate assistance.    Describes the incident scene 
upon arrival, including location, vehicle type, license plate number, and initial assessment to TMC personnel for 
reporting purposes.    Describes the status of the incident scene, what actions were used for traffic control, and what 
service was provided at incident conclusion to TMC personnel.    Reports the need for major vehicle repairs and 
malfunctions of safety equipment to supervisor.    Reports any damaged, broken, or lost tools and equipment to 
supervisor.    Provides prior notice to supervisor documenting unavailability for assigned schedule.    Meets with 
supervisors and coworkers as required to receive updates and information related to work activities.Inspecting 
Equipment, Structures, or Material:    Performs scheduled pre-use and/or post-use inspection of equipment and vehicles 
to ensure proper functionality and safety.    Inspects bridges, tunnels, guard rail, overpasses, and other roadway 
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structures after incident to notify proper authorities.Resolving Conflicts and Negotiating with Others:    Reports internal 
and external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as 
required.Interacting With Computers:    Operates employee self-service database to maintain and view personal 
employment data.    Keys messages in a variety of electronic message boards.Establishing and Maintaining Interpersonal 
Relationships:    Communicates politely and courteously with coworkers, supervisors, and other business partners to 
ensure a positive and productive work environment.Documenting/Recording Information:    Records the mileage of 
assigned vehicle for state management and documentation of cost. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                          Learning on the Fly                                 Problem Solving                       
Timely Decision Making                        Standing Alone                        Action Oriented                        Composure                               
Customer Focus                       Integrity and Trust                                  Self-Development     Knowledge:    Basic knowledge of 
customer and personal service                         Basic knowledge of diesel and gasoline engine vehicles                                  
Basic knowledge of vehicle maintenance and minor repair                           Basic knowledge of tools utilized in vehicle 
maintenance and repair    Basic knowledge of emergency management response procedures                              Basic 
knowledge of telecommunications including two way radios, cell phones, and other communication devices.       Basic 
knowledge of traffic flow and roadway layout for assigned area.                                                                    Skills:    Active 
learning skills                               Active listening skills                               Critical thinking skills                              Speaking skills          
Coordination skills    Service orientation skills    Time management skills as they apply to self    Basic skill in the 
application of vehicle maintenance                      Basic equipment selection skills           Basic skill in the operation and 
control of equipment utilized in highway incident management                           Basic skill in the application of minor 
vehicle repairs                      Basic troubleshooting skills                                   Basic judgment and decision making skills                                                   
Basic skill in the management of material resources as assigned daily                 Abilities:    Deductive Reasoning                              
Memorization                          Oral Comprehension                               Oral Expression                        Problem Sensitivity                            
Spatial Orientation                                  Speed of Closure                                                     Written Comprehension                         
Arm-Hand steadiness                             Finger Dexterity                       Control Precision                     Manual Dexterity                               
Multilimb Coordination                         Rate Control                             Reaction Time                         Response Orientation                        
Speed of Limb Movement                                    Wrist-Finger Speed                                  Dynamic Flexibility                                 
Dynamic Strength                                   Explosive Strength                                  Extent Flexibility                     Gross Body 
Coordination                      Gross Body Equilibrium                         Stamina                     Static Strength                          Trunk 
Strength                         Auditory Attention                                  Depth Perception                     Far Vision                                  
Glare Sensitivity                       Hearing Sensitivity                                  Near Vision                               Peripheral Vision                      
Sound Localization                                 Speech Clarity                          Speech Recognition                                Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    12,000-15,000 GVWR Truck, 4wd, with push bumper with service body and arrow board/message board    Portable 
trailer mounted arrow board    Portable trailer mounted message board    Sand Spreader to distribute at accident scene    
Air compressor    Air impact tools    Heavy duty floor jack    Mechanic hand tools    Traffic control devices    Gas operated 
blower    Electrical jump boxes    Electrical jump cables    Chain Saw    Two-way radios    First Response Emergency 
Medical Kit 
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062670 - HWY RESP OPERATOR SUPERVISOR 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1749 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time experience in one or a combination of the following: (1) any emergency response work, which 
may include fire suppression, emergency management or communications dispatch; (2) medical services; (3) any 
protective services work in law enforcement, fire safety inspection, arson investigation, correctional institutions, or 
security; (4) customer service; (5) highway or bridge maintenance and/or construction; (6) driving motor vehicles for a 
business establishment or government agency; or (7) automotive or diesel maintenance and/or repair; one of the four 
years must be supervisory experience in any area, including but not limited to those areas previously described 
Substitution of Education for Experience: Additional college course work credit received from an accredited college or 
university may substitute for the required non specialized experience on a month to month basis to a maximum 
substitution of two years. Substitution of Experience for Education: One year of experience as a Highway Response 
Operator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Submit to and pass a pre-
employment screening test for use of illegal drugs;    Possess a valid motor vehicle operator's license at the time of 
appointment. The applicant's driver's license must not have been suspended or revoked based on speeding, moving 
violations, contributing to an accident, driving while license cancelled, or similar safety-related reasons at any time 
during the ten (10) years immediately preceding the time of appointment;    Upon appointment, successfully complete a 
prescribed course of instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs supervisory highway emergency response work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the first level supervisory class in the Hwy 
Response sub-series. An employee in this class supervises a crew of Hwy Response Operators on an assigned shift. This 
class supervises and differs from Hwy Response Operator 2 in that an incumbent of the latter performs at the working 
level. This class reports to and differs from Hwy Response Operator Supervisor 2 in that an incumbent of the latter 
supervises the highway response program for a region of the state. 
 
Work Activities: 
Assisting and Caring for Others:     Administers first aid to victims at the incident scene according to first responder 
guidelines.    Responds appropriately during medical, roadside, work site and other emergencies as required. Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates a highway response vehicle while responding to freeway 
incidents and emergency situations in accordance with state and federal laws and agency policy and procedures.    
Operates a highway response vehicle in a variety of environmental conditions in accordance with safety procedures.    
Operates a highway response vehicle in the most effective manner to minimize traffic congestion in accordance with 
state and federal laws and agency policy and procedures.    Pushes or pulls disabled vehicles from travel lanes to restore 
normal traffic conditions.Resolving Conflicts and Negotiating with Others:    Negotiates incident clearance with other 
responding agencies to quickly open travel lanes.    Resolves disputes and conflicts between subordinates and/or 
subordinates and other agencies to ensure a harmonious work environment.    Reports internal and external conflicts, 
complaints, and other issues to assigned supervisor or appropriate reporting authority as required.Making Decisions and 
Solving Problems:    Decides appropriate actions to be taken at incident scenes that may affect personal and/or public 
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safety to notify appropriate authorities.    Determines the need for alternate routes to eliminate and/or minimize traffic 
congestion.    Decides, at incident scene, the appropriate emergency response agency needed, including but not limited 
to law enforcement, emergency medical services, and fire department.    Determines incident traffic control devices 
needed to secure incident scenes according to state and federal standards.    Determines appropriate level of 
department response to reported incident, including but not limited to the number and types of units needed and 
emergency response codes.Handling and Moving Objects:    Positions and place tow chains to properly relocate vehicles 
from travel lanes.    Carries traffic control devices to and from different areas of the worksite to set up proper work zone 
in an efficient manner.    Operates basic and specialty hand tools including air tools, wrenches, screw drivers, hammers, 
pry bars and other similar tools.Developing and Building Teams:    Leads assigned subordinates by example by 
performing assigned work activities according to policies and procedures.    Recognizes subordinate accomplishments to 
enhance morale and improve employee satisfaction.Coaching and Developing Others:    Provides mentoring to 
subordinates, coworkers and other employees to facilitate development and job performance.    Provides 
developmental feedback to subordinates to increase knowledge and skills needed for the job.Judging the Qualities of 
Things, Services, or People:    Conducts performance evaluations for assigned subordinates to measure employee 
performance in accordance with agency policy.    Judges performance of subordinate staff to decide when corrective 
action is needed to improve performance.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Implements upper 
management directives to ensure proper personnel and equipment are available to complete task. Staffing 
Organizational Units:    Interviews candidates for vacant positions to develop hiring recommendations.    Makes 
recommendations to supervisor regarding employment, promotion, and/or termination.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates general material, labor, time and equipment 
requirements to expedite clearing the incident scene.Performing General Physical Activities:    Climbs and/or balances 
on vehicles, slopes, hills, roadway structures of varying heights to complete tasks in a variety of environmental 
conditions.    Walks, hikes, and/or crawls through incident sites possibly including rough terrain and obstacles to 
complete tasks in a variety of environmental conditions.    Lifts and carries job related equipment and materials, 
including but not limited to a 3 1/2 ton hydraulic jack (weighing 75 pounds), truck tires, oil absorbent, and multiple 
traffic cones, in a variety of environmental and physically demanding conditions.    Lifts and carries job related 
equipment and materials including but not limited to roadway, accident, and vehicle debris in a variety of environmental 
and physically demanding conditions.    Stands and sits for extended periods of time to maintain work zone safety. 
Identifying Objects, Actions, and Events:    Identifies hazmat symbols on vehicles involved in accident or abandoned for 
immediate action and reporting to supervisor, TMC personnel, or other appropriate agencies.    Identifies equipment 
needed at incident scene to effectively clear traffic lanes and report as required.    Identifies emergency situations that 
prevent immediate removal of vehicles from travel lanes including injury accidents, fatalities, crime scenes, etc.    
Identifies possible transportation and public safety issues by observing traffic flow and motorist actions.    Identifies 
abandoned vehicles for possible law enforcement follow up and/or vehicle removal.Communicating with Persons 
Outside Organization:    Describes the severity of an accident scene, condition of motorists involved in an accident, the 
presence of hazardous materials, and roadway conditions to appropriate emergency personnel arriving on scene to 
facilitate emergency response.    Transmits messages to law enforcement, fire, emergency medical, towing services, and 
hazardous materials handling agencies using both vehicle and remote radio communications equipment to request 
appropriate assistance.    Communicates with the public in a positive and helpful manner providing both assistance and 
public safety information.    Educates the public on safety and traffic control concerns on the highways.    Attends post-
incident debriefings with other responding agencies to review actions taken and potential improvements.Monitor 
Processes, Materials, or Surroundings:    Monitors multiple communication devices to identify incidents requiring 
response.    Monitors work environment and road conditions by patrolling assigned route to identify safety hazards 
including hazardous materials, traffic control, maintenance issues, and emergency response to report to appropriate 
agency.    Monitors traffic congestion to identify delays, incidents, and unusual traffic patterns to report to subordinates 
and TMC personnel.    Monitors materials, equipment, and resources to ensure sufficient quantities to fulfill job 
duties.Repairing and Maintaining Mechanical Equipment:    Performs routine troubleshooting for vehicles to address 
basic issues as required.    Performs minor repairs on disabled vehicles including but not limited to jump starts, adding 
fluids, tire repair, and other similar duties.    Performs routine maintenance on assigned vehicle including but not limited 
to topping off fluid levels and maintaining tire pressure. Getting Information:    Collects necessary information at 
incident scene including lane closures, motorist conditions, equipment needed, status of emergency response, and 
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other necessary information to determine required action.    Obtains status information from supervisor, TMC 
personnel, Highway Response Operators, and other public and private agencies regarding status of current roadway 
incidents on assigned route.    Collects necessary incident information for post-incident debriefings including but not 
limited to location of incident, date and time, lane closures, weather conditions, traffic conditions, and equipment and 
personnel used.Guiding, Directing, and Motivating Subordinates:    Conducts job performance planning for subordinates 
to establish expected performance standards.    Provides feedback during the performance evaluation cycle to address 
subordinate's performance.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with 
subordinates to develop a productive working relationship.    Communicates politely and courteously with coworkers, 
supervisors, and other business partners to ensure a positive and productive work environment.Interpreting the 
Meaning of Information for Others:    Interprets a variety of current human resources rules, regulations, policies, and 
procedures for subordinates to ensure compliance and facilitate understanding.Scheduling Work and Activities:    
Schedules staff as required to maintain appropriate level of personnel for daily operation.Coordinating the Work and 
Activities of Others:    Coordinates assigned subordinates to ensure work activities are performed and completed in a 
timely manner.Training and Teaching Others:    Oversees subordinate staff's training schedule to ensure completion of 
required training.Communicating with Supervisors, Peers, or Subordinates:    Transmits messages to TMC personnel 
using both vehicle and remote radio communications equipment to request appropriate assistance.    Describes the 
incident scene upon arrival, including location, vehicle type, license plate number, and initial assessment to TMC 
personnel for reporting purposes.    Describes the status of the incident scene, what actions were used for traffic 
control, and what service was provided at incident conclusion to TMC personnel.    Reports the need for major vehicle 
repairs and malfunctions of safety equipment to supervisor.    Provides prior notice to supervisor documenting 
unavailability for assigned schedule.    Meets with supervisors, coworkers, and subordinates as required to receive or 
provide updates and information related to work activities.    Reports any damaged, broken, or lost tools and equipment 
to supervisor.Inspecting Equipment, Structures, or Material:    Inspects bridges, tunnels, guard rail, overpasses, and 
other roadway structures after incident to notify proper authorities.    Performs scheduled pre-use and/or post-use 
inspection of equipment and vehicles to ensure proper functionality and safety.    Performs scheduled inspection of 
equipment and vehicles assigned to subordinates to ensure proper functionality and safety.Updating and Using Relevant 
Knowledge:    Maintains required level of certification in emergency vehicle operations, first responder, CPR, and 
maintains required driver's license.    Completes required annual training events and developmental activities to learn 
new procedures and increase job proficiency as directed.Interacting With Computers:    Keys messages in a variety of 
electronic message boards.    Operates manager self-service database to view and modify subordinate employment 
data, including but not limited to leave requests, performance evaluations, and time entry.    Operates employee self-
service database to maintain and view personal employment data.Documenting/Recording Information:    Documents 
assigned subordinate staff’s performance on an on-going basis to aid in performance evaluation, disciplinary action, or 
recognition of positive performance.    Maintains records on daily activities, equipment and supply usage, and 
attendance and leave for staff.    Records the mileage of assigned vehicle for state management and documentation of 
cost.Performing Administrative Activities:    Reviews and approves leave, overtime requests, and time entry for assigned 
subordinates.Monitoring and Controlling Resources:    Secures assigned equipment, fuel supplies, and vehicles as per 
work unit policy to ensure it is not lost, damaged, or stolen. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                          Learning on the Fly                                 Composure                               
Customer Focus                       Integrity and Trust                                  Self-Development                                   Decision Quality                 
Directing Others                       Managerial Courage                               Building Effective Teams                Knowledge:     Basic 
knowledge of telecommunications including two way radios, cell phones, and other communication devices    Basic 
knowledge of traffic flow and roadway layout for assigned area                              Basic knowledge of management 
principles in resource allocation, leadership techniques, and the coordination of people and resources           Basic 
knowledge of hazmat symbols and response                                 Basic knowledge of diesel and gasoline engine vehicles    
Basic knowledge of tools utilized in vehicle maintenance and repair    Intermediate knowledge of customer and personal 
service    Intermediate knowledge of federal and state transportation safety and security guidelines                           
Intermediate knowledge of work zone establishment and safety procedures                     Intermediate knowledge of 
personal protective equipment, operation, and use                                                               Intermediate knowledge of 
emergency management response procedures                                                 Skills:    Active Learning Skills                             
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Active Listening Skills                             Critical Thinking Skills                            Monitoring Skills                      Speaking Skills                    
Writing Skills                             Coordination Skills    Service Orientation Skills        Time management skills as they apply to 
self and subordinates                   Basic skill in mentoring subordinates                  Basic skill in the application of vehicle 
maintenance                      Basic equipment selection skills                           Basic management of material resources as 
assigned daily          Basic skill in the application of minor vehicle repairs                      Basic troubleshooting skills                                   
Intermediate judgment and decision making skills                          Intermediate skill in the operation and control of 
equipment utilized in highway incident management                  Abilities:    Deductive Reasoning                              
Memorization                          Oral Comprehension                               Oral Expression                        Problem Sensitivity                            
Spatial Orientation                                  Time Sharing                            Written Comprehension                         Arm-Hand 
Steadiness                             Finger Dexterity                       Control Precision                     Manual Dexterity                                    
Multilimb Coordination                         Rate Control                             Reaction Time                         Response Orientation                        
Wrist-Finger Speed                                  Dynamic Flexibility                                 Dynamic Strength                                   
Explosive Strength                                  Extent Flexibility                     Gross Body Coordination                      Gross Body 
Equilibrium                         Stamina                     Static Strength                          Trunk Strength                         Auditory 
Attention                                  Depth Perception                     Far Vision                                  Glare Sensitivity                       
Hearing Sensitivity                                  Near Vision                               Peripheral Vision                      Speech Clarity                          
Speech Recognition                                Visual Color Discrimination 
 
Tools and Equipment Used: 
    9,000 GVWR Truck, 4wd, w/push bumper and arrow board    Portable trailer mounted arrow board    Portable trailer 
mounted message board    Air compressor    Heavy duty floor jack    Traffic control devices    Electrical jump boxes    
Electrical jump cables    Chain Saw    Two-way radios    First Response Emergency Medical Kit 
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062671 - HWY RESP OPERATOR SUPERVISOR 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1759 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time experience in one or a combination of the following: (1) any emergency response work, which may 
include fire suppression, emergency management or communications dispatch; (2) medical services; (3) any protective 
services work in law enforcement, fire safety inspection, arson investigation, correctional institutions, or security; (4) 
customer service; (5) highway or bridge maintenance and/or construction; (6) driving motor vehicles for a business 
establishment or government agency; or (7) automotive or diesel maintenance and/or repair; two of the five years must 
be supervisory. Substitution of Education for Experience:  Additional college course work credit received from an 
accredited college or university may substitute for the required non specialized experience on a month to month basis 
to a maximum substitution of two years Substitution of Experience for Education: One year of experience as a Highway 
Response Operator Supervisor 1 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Submit to and pass a pre-
employment screening test for use of illegal drugs;    Possess a valid motor vehicle's license at the time of appointment. 
The applicant's driver's license must not have been suspended or revoked based on speeding, moving violations, 
contributing to an accident, driving while license cancelled, or similar safety-related reasons at any time during the ten 
(10) years immediately preceding the time of appointment;    Upon appointment, successfully complete a prescribed 
course of instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs supervisory highway emergency response work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the highest supervisory class in the 
Highway Response subseries. An employee in this class supervises the staff and operations of a highway response 
program for a region of the state and is required to work weekends and/or evenings. This class supervises and differs 
from Highway Response Operator Supervisor 1 in that an incumbent of the latter functions as a working supervisor over 
a crew of Highway Response Operators assigned to work a particular shift. 
 
Work Activities: 
Assisting and Caring for Others:    Responds appropriately during medical, roadside, work site and other emergencies as 
required.  Operating Vehicles, Mechanized Devices, or Equipment:    Operates a highway response vehicle while 
responding to freeway incidents and emergency situations in accordance with state and federal laws and agency policy 
and procedures.    Operates a highway response vehicle in a variety of environmental conditions in accordance with 
safety procedures.    Operates a highway response vehicle in the most effective manner to minimize traffic congestion in 
accordance with state and federal laws and agency policy and procedures.    Pushes or pulls disabled vehicles from travel 
lanes to restore normal traffic conditions.Making Decisions and Solving Problems:    Determines the need for alternate 
routes to eliminate and/or minimize traffic congestion.    Determines traffic control devices needed to secure major 
incident scenes according to state and federal standards.    Determines departmental action needed in response to 
incidents, special events, and weather conditions.    Determines equipment needs to remove incident debris from 
roadway to clear travel lanes efficiently.    Makes decisions involving assigned work tasks to include the quality and 
application of equipment, materials, and labor to ensure accomplishment of assigned goals within established 
performance guidelines.    Determines corrective action needed to update policies, procedures, and 
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processes.Organizing, Planning, and Prioritizing Work:    Develops proper traffic control and response plans during 
special events, disaster relief, and departmental emergencies.    Prioritizes level of staff needed within area of 
assignment during times of special events, inclement weather conditions, and shift demands.    Implements upper 
management directives to ensure proper personnel and equipment are available to complete task.     Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.Evaluating 
Information to Determine Compliance with Standards:    Determines if subordinates are setting up work zone safety 
measures according to departmental, state, and federal guidelines.    Ensures aid provided by subordinates is completed 
in accordance with departmental, state, and federal guidelines.    Ensures disciplinary actions taken by subordinates are 
completed in accordance with departmental, state, and federal rules, regulations, and guidelines.Resolving Conflicts and 
Negotiating with Others:    Resolves internal and external conflicts, complaints, and other issues as reported by 
subordinates.    Resolves disputes and conflicts between subordinates and/or subordinates and other agencies to ensure 
a harmonious work environment.    Negotiates incident clearance with other responding agencies to quickly open travel 
lanes.Staffing Organizational Units:    Interviews candidates for vacant positions to develop hiring recommendations.    
Makes recommendations regarding employment, promotion, and/or termination.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates general material, labor, time and equipment 
requirements for proper response to incidents, special events, and weather conditions.Inspecting Equipment, 
Structures, or Material:    Inspects bridges, tunnels, guard rail, overpasses, and other roadway structures after incident 
to notify proper authorities.    Performs scheduled pre-use and/or post-use inspection of equipment and vehicles to 
ensure proper functionality and safety.    Performs scheduled inspection of equipment and vehicles assigned to 
subordinates to ensure proper functionality and safety.Identifying Objects, Actions, and Events:    Identifies situations 
that prevent immediate removal of vehicles from travel lanes including but not limited to injury accidents, fatalities, and 
crime scenes.    Identifies equipment needed at incident scene to effectively clear traffic lanes and report as required.    
Identifies possible transportation and public safety issues by observing traffic flow and motorist actions.Scheduling Work 
and Activities:    Schedules staff as required to maintain appropriate level of personnel for daily operation.    Schedules 
multiple crews of Highway Response Operators to several shifts.    Determines need for overtime and schedules shifts 
accordingly.Handling and Moving Objects:    Positions and places tow chains and/or winch to properly relocate vehicles 
from travel lanes.    Carries traffic control devices to and from different areas of the worksite to set up proper work zone 
in an efficient manner.    Operates basic and specialty hand tools including air tools, wrenches, screw drivers, hammers, 
pry bars and other similar tools.Communicating with Supervisors, Peers, or Subordinates:    Transmits messages to TMC 
personnel using both vehicle and remote radio communications equipment to request appropriate assistance.    
Communicates pertinent incident information to regional personnel, supervisor, and upper management.    Meets with 
supervisors, coworkers, and subordinates as required to receive or provide updates and information related to work 
activities.Updating and Using Relevant Knowledge:    Maintains required level of certification in emergency vehicle 
operations, first responder, CPR, and NIMS classes, and maintains required driver's license.    Completes required annual 
training events and developmental activities to learn new procedures and increase job proficiency as 
directed.Developing Objectives and Strategies:    Develops strategies and actions to achieve long-range objectives 
specified by upper management.    Generates job performance goals for highway response operators and 
supervisors.Developing and Building Teams:     Leads assigned subordinates by example by performing assigned work 
activities according to policies and procedures.    Recognizes subordinate accomplishments to enhance morale and 
improve employee satisfaction.Guiding, Directing, and Motivating Subordinates:    Conducts job performance planning 
for subordinates to establish expected performance standards.    Provides feedback during the performance evaluation 
cycle to address subordinate’s performance.Provide Consultation and Advice to Others:    Recommends policy and 
procedure additions and/or updates for the highway response program related to emergency procedures, traffic control 
methods, accident scene practices, safety measures, and dispatch and communications operations and practices.    
Provides guidance for subordinates in making management decisions related to policies, regulations, guidelines, and 
disciplinary actions.Training and Teaching Others:    Coordinates training activities and schedules for all new highway 
response staff and any required re-certifications.Communicating with Persons Outside Organization:    Communicates 
with law enforcement, fire, emergency medical, towing services, and hazardous materials handling agencies to manage 
incident scene.    Communicates with the public in a positive and helpful manner providing both assistance and public 
safety information.    Represents the Highway Response Program at meetings, both public and private, to speak about 
regional highway response activities.    Responds to inquiries both verbal and in writing concerning the activities of the 
Highway Response Program.    Conducts post-incident debriefings with other responding agencies to review actions 
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taken and potential improvements.Monitoring and Controlling Resources:    Recommends replacement equipment for 
annual mobile equipment budget.    Recommends improvements and technological advances to improve safety and 
efficiency of the Highway Response Program.    Maintains sufficient supplies, materials, and renewable inventory for 
work unit.    Secures assigned equipment, fuel supplies, and vehicles as per work unit policy to ensure it is not lost, 
damaged, or stolen.Getting Information:    Collects necessary information at incident scene including lane closures, 
motorist conditions, equipment needed, status of emergency response, and other necessary information to determine 
required action.    Obtains status information from supervisor, TMC personnel, Highway Response Operators, and other 
public and private agencies regarding status of current roadway incidents.    Collects necessary incident information for 
post-incident debriefings including but not limited to location of incident, date and time, lane closures, weather 
conditions, traffic conditions, and equipment and personnel used.Judging the Qualities of Things, Services, or People:    
Judges the subordinate's performance to decide when corrective action is needed to improve performance.    Conducts 
performance evaluations for assigned subordinates and to measure employee performance in accordance with agency 
policy.    Reviews subordinate performance evaluations to ensure fair and accurate completion.Monitor Processes, 
Materials, or Surroundings:    Monitors multiple communication devices to identify incidents requiring response.    
Monitors materials, equipment, and resources to ensure assigned employees have sufficient quantities to fulfill job 
duties. Analyzing Data or Information:     Analyzes incident information from post-incident debriefings to improve future 
response.    Analyzes incident reports, operator logs, and comment cards to determine if corrective action is 
warranted.Performing General Physical Activities:    Lifts and carries job related equipment and materials including but 
not limited to roadway, accident, and vehicle debris in a variety of environmental and physically demanding conditions.    
Lifts and carries job related equipment and materials, including but not limited to a 3 1/2 ton hydraulic jack (weighing 75 
pounds), truck tires, oil absorbent, and multiple traffic cones, in a variety of environmental and physically demanding 
conditions.Establishing and Maintaining Interpersonal Relationships:    Communicates politely and courteously with 
coworkers, supervisors, and other business partners to ensure a positive and productive work environment.    
Communicates effectively with subordinates to develop a productive working relationship.Coaching and Developing 
Others:    Provides mentoring to subordinates, coworkers and other employees to facilitate development and job 
performance.    Provides developmental feedback to subordinates to increase knowledge and skills needed for the 
job.Interpreting the Meaning of Information for Others:    Interprets a variety of current human resources rules, 
regulations, policies, and procedures for subordinates to ensure compliance and facilitate understanding.Interacting 
With Computers:    Keys messages in a variety of electronic message boards.    Operates manager self-service database 
to view and modify subordinate employment data, including but not limited to leave requests, overtime, performance 
evaluations, and time management.    Manages automatic vehicle locator database to generate reports, monitor 
vehicles, and maximize efficiency of work unit.    Monitors TMC cameras to determine resources needed at incident 
scene and manage event.    Operates employee self-service database to maintain and view personal employment 
data.Documenting/Recording Information:    Documents subordinate staff performance on an on-going basis to aid in 
performance evaluation, disciplinary action, or recognition of positive performance.    Records the mileage of assigned 
vehicle for state management and documentation of cost.    Maintains records on employees' daily activities for all 
shifts, equipment and supply usage, and attendance and leave.Repairing and Maintaining Electronic Equipment:     
Performs routine troubleshooting for portable and fixed message boards.Performing Administrative Activities:     
Reviews and approves leave, overtime requests, and time entry for assigned subordinates.    Reviews and approves 
purchase orders and invoices for work unit.Repairing and Maintaining Electronic Equipment:    Performs routine 
troubleshooting for portable and fixed message boards. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                          Composure                               Integrity and Trust                                  
Timely Decision Making                        Directing Others                       Managerial Courage                               Building 
Effective Teams                      Hiring and Staffing                                 Presentation Skills                                   Negotiating   
Knowledge:    Basic knowledge of management principles in resource allocation, leadership techniques, and the 
coordination of people and resources                                   Basic knowledge of personnel and human resources as it 
applies to supervision and personnel selection            Intermediate knowledge of vehicle fleet maintenance and 
management                                   Intermediate knowledge of tools utilized in vehicle maintenance and repair                              
Intermediate knowledge of federal and state transportation safety and security guidelines                                   
Intermediate knowledge of work zone safety procedures                               Intermediate knowledge of personal 
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protective equipment, operation, and use                        Intermediate knowledge of unified command as it relates to 
emergency management response procedures    Intermediate knowledge of departmental emergency management 
response procedures                       Intermediate knowledge of telecommunications including two way radios, cell phones, 
and other communication devices    Intermediate knowledge of traffic flow and roadway layout for assigned area                    
Skills:    Active Learning Skills                             Active Listening Skills                             Critical Thinking Skills                            
Monitoring Skills                      Speaking Skills                         Writing Skills                             Coordination Skills                                  
Negotiation Skills                     Complex problem solving skills                            Basic skill in mentoring subordinates                                  
Basic equipment selection skills                           Intermediate skill in the operation and control of equipment utilized in 
highway incident management    Intermediate judgment and decision making skills                          Intermediate 
management of material resources    Abilities:    Deductive Reasoning                              Oral Comprehension                               
Oral Expression                        Problem Sensitivity                                 Spatial Orientation                                  Time Sharing                       
Visualization                            Written Comprehension                         Rate Control                             Static Strength                          
Auditory Attention                                  Depth Perception                     Far Vision                                  Hearing Sensitivity                             
Near Vision                               Peripheral Vision                      Sound Localization                                 Speech Clarity                          
Speech Recognition                                Visual Color Discrimination 
 
Tools and Equipment Used: 
    9,000 GVWR Truck, 4wd, w/push bumper and arrow board    Portable trailer mounted arrow board    Portable trailer 
mounted message board    Air compressor    Heavy duty floor jack    Traffic control devices    Electrical jump boxes    
Electrical jump cables    Chain Saw    Two-way radios    First Response Emergency Medical Kit 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072325 - IDD ADMINISTRATOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2262 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072240 - IDD NURSING DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2130 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072242 - IDD PROGRAM SPECIALIST 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2142 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in special 
education, rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field and 
experience equivalent to two years of professional developmental disabilities and/or mental health work. Substitution 
of Education for Experience: Additional graduate coursework in special education, rehabilitation or therapeutic health, 
nursing, sociology, social work, or any behavioral science field may be substituted for the required experience on a year-
for-year basis, to a maximum of one year. Substitution of Experience for Education: Qualifying professional 
developmental disabilities or mental health work may substitute for the required education on a year-for-year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).OR Education and Experience: Graduation from an 
accredited college or university with a bachelor’s degree and experience equivalent to three years of professional 
developmental disabilities and/or mental health work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for professional intellectual and developmental disabilities staff 
advisory and coordinative work of average difficulty; and performs related work as required. Distinguishing 
Features: ,This is the working level class in the IDD Program Specialist sub-series. An employee in this class may be 
assigned to the central or a regional office or to an intellectual and developmental disabilities facility where the 
individual provides technical assistance to program providers, monitors program compliance, gathers and disseminates 
information, and/or performs other functions relating to intellectual and developmental disabilities program 
administration. This class is flexibly staffed with and differs from IDD Program Specialist 1 in that an incumbent of the 
latter performs at the entry level. This class differs from IDD Program Specialist 3 in that an incumbent of the latter 
supervises professional staff and/or performs intellectual and developmental disabilities program work of considerable 
scope and complexity. 
 
Work Activities: 
Getting Information:    Gathers information from persons served, agencies, families, documentation, clinicians, and staff 
to develop/review a plan for services needed.    Interviews persons served, families, clinicians, agencies, and staff for 
reporting and reviewing services and supports to determine cause and effect.    Gathers information from persons 
served, agencies, families, documentation, clinicians, and staff to provide technical assistance to contracted agencies.    
Interviews persons served, families, clinicians, agencies, and staff for possible initiation/changes to Services needed and 
received.Monitor Processes, Materials, or Surroundings:    Monitors services as it relates to ICFID, quality assurance 
standards and state/federal/provider policies.    Reviews documentation from billed services to determine agency 
compliance for reimbursement.    Monitors data, documentation, and implementation of the Individual Support Plan 
(ISP) for persons served.Judging the Qualities of Things, Services, or People:    Reviews ISP’s, person centered programs, 
and assessments to determine trends, strengths and weaknesses of services and supports provided.Processing 
Information:    Verifies services and supports relative to compliance standards.    Compiles reports for senior 
management and shares recommendations with relative staff.Evaluating Information to Determine Compliance with 
Standards:    Reviews ISP’s and supporting documentation to determine compliance with departmental/ICFID 
regulations.    Reviews ISP’s and supporting documentation to determine if requested services meet waiver definitions 
and protocols. Updating and Using Relevant Knowledge:    Keeps up-to-date on all relevant state databases and shares 
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knowledge with others.Organizing, Planning and Prioritizing Work:    Prioritizes requests for court ordered information 
and submits by due date.    Prioritizes approved cost centers for data entry according to service start dates and 
mandatorycut-off dates.    Prioritizes information gathering and facilitation of ISP meetings to meet designated time 
frames.    Schedules visits and contacts to meet designated time frames.    Prioritizes service requests for review to meet 
designated time frames.Interacting with Computers:    Enters data and processes information into statewide 
databases.Documenting/Recording Information:    Enters approved service requests into approved statewide databases.    
Maintains or shares relevant information regarding people supported on a monthly basis into established databases.    
Records findings from internal/external reviews on established tools.    Documents any and all contacts relative to 
service delivery.Communicating with Supervisors, Peers or Subordinates:    Maintains open lines of communication with 
supervisors and co-workers by telephone, written form, email, or in person.Communicating with Persons Outside 
Organization:    Maintains open lines of communication with people served, contracted providers, outside agencies, 
other state agencies, families, conservators, and natural supports by telephone, written form, email or in 
person.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working 
relationships with others and remains customer focused at all times.Resolving Conflicts and Negotiating with Others:    
Resolves complaints, grievances, and conflicts or refers to appropriate supervisory staff or unit.Coaching and Developing 
Others:    Coaches and mentors people supported, families, staff, clinicians, agencies, conservators, advocates, and 
natural supports to improve their knowledge and skills related to state/federal standards and departmental 
requirements.Performing Administrative Activities:    Distributes service requests to provider agencies contracted with 
department.    Performs day-to-day administrative tasks such as maintaining comprehensive records and processing 
Paperwork.Monitoring and Controlling Resources:    Manages and monitors services and supports to remain within 
required budgetary guidelines. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Technical Learning    Developing Direct Reports and Others    Time Management    
Conflict Management    Sizing up People    Drive for Results    Written Communications    Ethics and Values    
Approachability Knowledge:     Knowledge of business principles involved in strategic planning, resource allocation, 
coaching,modeling, and coordination of people and resources.    Knowledge of administrative procedures such as word 
processing, managing files and records and other office procedures and terminology.    Knowledge of office equipment 
and computer software including applications and programming.    Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction.    Knowledge of principles and methods for curriculum and training design, teaching 
and instruction for individuals and groups, and the measurement of training effects.        Knowledge of the structure and 
content of language, including the meaning and spelling of words, rules of composition, and grammar.    General 
knowledge of laws, legal codes, court procedures, precedents, government regulations,executive orders, agency rules, 
and the democratic political process.    General knowledge of human behavior and performance; individual differences 
in ability,personality, and interests; learning and motivation; and the assessment and treatment of behavioral and 
affective disorders.                    Knowledge of relevant equipment, policies, procedures, and strategies to promote 
effective local,state, or national security operations for the protection of people, data, and property.                        
Knowledge of group behavior and dynamics, societal trends and influences, human migrations,ethnicity, cultures, and 
their history and origins. Skills:     Understanding the implications of new information for both current and future 
problem-solving and decision-making.    Giving full attention to what other people are saying, taking time to understand 
the points being made, asking questions as appropriate, and not interrupting at inappropriate times.                Using basic 
mathematics to solve problems.                  Monitoring/assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action.                        Understanding written sentences and 
paragraphs in work related documents.                        Talking to others to convey information effectively.                
Communicating effectively in writing as appropriate for the needs of the audience.                           Adjusting actions in 
relation to others' actions.                         Coaching and modeling for others how to do something.                    Bringing 
others together and trying to reconcile differences.                           Actively looking for ways to help people.                     
Being aware of others' reactions and understanding why they react as they do.                      Conducting inspections of 
products, services, or processes to evaluate quality of performance or safety.                Considering the relative costs and 
benefits of potential actions to choose the most appropriate one.                    Determining how a system should work and 
how changes in conditions, operations, and the environment will affect outcomes.                    Identifying measures or 
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indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system.                      Managing one's own time to meet required deadlines.Abilities:     Ability to apply general rules 
to produce answers that make sense.                  Ability to combine pieces of information to form conclusions.                         
Ability to arrange actions in a certain order according to a specific rule or set of rules.                       Ability to remember 
information such as words, numbers, pictures, and procedures.                          Ability to add, subtract, multiply, or divide 
quickly and correctly or use formulas to solve    problems as applicable.              Ability to listen to and understand 
information and ideas presented through spoken words and sentences.    Ability to communicate information and ideas 
in speaking so others will understand.        Ability to concentrate on a task over a period of time without being 
distracted.       Ability to quickly make sense of, combine, and organize information into meaningful patterns.    Ability to 
shift back and forth between two or more activities or sources of information.       Ability to read and understand 
information and ideas presented in writing.     Ability to communicate information and ideas in writing so others will 
understand. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Calculator    Copy Machine 
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072243 - IDD PROGRAM SPECIALIST 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2146 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in special 
education, rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field and 
experience equivalent to three years of professional developmental disabilities and/or mental health work, of which one 
year must include professional developmental disabilities work.                                                                                                                       
Substitution of Experience for Education:  Qualifying professional developmental disabilities or mental health work may 
substitute for the required education on a year-for-year basis to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education). Substitution of Education for Experience:  Additional graduate coursework in special education, 
rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field may be substituted 
for the required experience on a year-for-year basis to a maximum of one year, there being no substitution for the one 
year of specialized experience.ORGraduation from an accredited college or university with a bachelor’s degree and 
experience equivalent to four years of professional developmental disabilities and/or mental health work, of which one 
must include professional developmental disabilities work.”  
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional intellectual and developmental disabilities staff 
advisory and coordinative work of considerable difficulty and/or supervisory work of average difficulty; and performs 
related work as required.  Distinguishing Features:  This is the highest class in the IDD Program Specialist sub-series. An 
employee in this class supervises professional staff and/or performs intellectual and developmental disabilities program 
work of considerable scope and complexity. An employee may be assigned to the central or a regional office or to a 
developmental facility where the individual independently or through professional employees provides technical 
assistance to program providers, monitors program compliance, gathers and disseminates information, and/or performs 
other functions relating to intellectual and developmental disabilities program administration. This class differs from IDD 
Program Specialist 2 in that an incumbent of the latter performs at the working level." 
 
Work Activities: 
Getting Information:    Interviews persons served, families, clinicians, agencies, and staff for reporting and reviewing 
services and supports to determine cause and effect.    Gathers information from persons served, agencies, families, 
documentation, clinicians, and staff to develop/review a plan for services needed.    Gathers information from persons 
served, agencies, families, documentation, clinicians, and staff to provide technical assistance to contracted agencies.    
Interviews persons served, families, clinicians, agencies, and staff for possible initiation/changes to services needed and 
received.Monitor Processes, Materials, or Surroundings:    Monitors services as it relates to ICFID, quality assurance 
standards, state/federal/provider policies, and basic assurance measures through Council on Quality and Leadership 
(CQL).    Monitors data, documentation, and implementation of the Individual Support Plan (ISP) and other formal plans 
for persons served.    Reviews documentation from billed services to determine agency compliance for reimbursement.    
Monitors grant monies to be utilized for family supports.Identifying Objects, Actions, and Events:    Identifies the need to 
refer for under reporting audit through risk management.    Recognizes differences of services provided versus services 
billed.Inspecting Equipment, Structures, or Material:    Inspects materials and equipment to promote health and safety 
measures.    Inspects service sites and environment to maintain safety measures.Judging the Qualities of Things, 
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Services, or People:    Reviews ISP's, person centered programs, and assessments to determine trends, strengths and 
weaknesses of services and supports provided.    Develops and implements family satisfaction surveys to identify 
weaknesses and gaps for improvement of services.Processing Information:    Compiles reports for senior management 
and shares recommendations with relative staff.    Audits information in ISP's for coding, calculating, and entering into 
service authorization database.    Verifies information and data for incident reporting.    Verifies services and supports 
relative to compliance standards.Evaluating Information to Determine Compliance with Standards:    Reviews 
documentation to determine compliance with departmental/ICFID regulations.    Reviews documentation to determine 
if requested services meet waiver definitions and protocols.Analyzing Data or Information:    Identifies the underlying 
principles, reasons, or facts by breaking down information or data into separate parts for    determining trends and 
system strengths or weaknesses.Making Decision and Solving Problems:    Analyzes and evaluates information to 
determine systemic and individual process recommendations toward resolution.Updating and Using Relevant 
Knowledge:    Keeps up-to-date on all relevant state databases, policy changes, training, and shares knowledge with 
others.Developing Objectives and Strategies:    Creates objectives and strategies to promote efficiency, develop 
partnerships, and improve service delivery.    Creates outcomes and action steps for people supported in departmental 
and ICF programs.Scheduling Work and Activities:    Schedules and conducts meetings, focus reviews, presentations, 
training, and interviews.Organizing, Planning, and Prioritizing Work:    Prioritizes activities to insure approved data are 
entered according to designated cut-off dates.    Prioritizes requests for information and submits by due date.    
Coordinates activities related to job functions and completes tasks within the designated time frames.Operating 
Vehicles, Mechanized Devices, or Equipment:    Uses state or personal vehicles according to internal operating guidelines 
or policies.Interacting With Computers:    Enters data and processes information into statewide developed databases 
and reviews for accuracy as needed.Documenting/Recording Information:    Documents and maintains any and all 
information relative to departmental service delivery.Interpreting the Meaning of Information for Others:    Conveys 
accurate information to stakeholders to comply with current departmental standards and practices.Communicating with 
Supervisors, Peers, or Subordinates:    Maintains open lines of communication with supervisors and co-workers by 
telephone, written form, e-mail, or in person.Communicating with Persons Outside the Organization:    Maintains open 
lines of communication with people served, contracted providers, outside agencies, other state agencies, families, 
conservators, other stakeholders, and customers by telephone, written form, e-mail, or in person while complying with 
state and federal guidelines.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and 
cooperative working relationships with others while remaining customer focused.Resolving Conflicts and Negotiating 
with Others:    Resolves complaints, grievances, and conflicts or refers to appropriate supervisory staff or 
unit.Developing and Building Teams:    Builds mutual trust, respect, and cooperation among team members.Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates if applicable, to include 
setting performance standards and monitoring performance.Provide Consultation and Advice to Others:    Shares 
knowledge and skills related to state/federal standards and departmental requirements.Performing Administrative 
Activities:    Performs day-to-day administrative tasks such as maintaining files and processing paperwork.Monitoring 
and Controlling Resources:    Manages and monitors services and supports to remain within required budgetary 
guidelines as applicable. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Problem Solving    Organizing    Developing Direct Reports and Others    Conflict 
Management    Confronting Direct Reports    Action Oriented    Organizational Agility    Customer Focus    Ethics and 
ValuesKnowledge:    Knowledge of business and management principles involved in strategic planning, resource 
allocation, human resources modeling, leadership technique, production methods, and coordination of people and 
resources.    Knowledge of administrative and clerical procedures and systems such as word processing, managing files 
and records, stenography and transcription, designing forms, and other office procedures and terminology.    Knowledge 
of principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction.                    Knowledge of the structure 
and content of language including the meaning and spelling of words, rules of composition, and grammar.                                
Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, 
and the democratic political process.                        Knowledge of arithmetic and its application.                         Knowledge 
of human behavior and performance; individual differences in ability, personality, and interests; learning and 
motivation; psychological research methods; and the assessment and treatment of behavioral and affective disorders.     
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Knowledge of group behavior and dynamics, societal trends and influences, human migrations, ethnicity, cultures and 
their history and origins.Skills:    Understanding the implications of new information for both current and future 
problem-solving and decision-making.    Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems.                        Using mathematics to solve problems.    
Monitoring/assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action.    Understanding written sentences and paragraphs in work related documents.                                
Talking to others to convey information effectively.    Communicating effectively in writing as appropriate for the needs 
of the audience.    Teaching others how to do something.    Actively looking for ways to help people.    Being aware of 
others' reactions and understanding why they react as they do.    Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions.    Conducting tests and inspections of products, 
services, or processes to evaluate quality or performance.    Determining causes of operating errors and deciding what 
to do about it.    Considering the relative costs and benefits of potential actions to choose the most appropriate one.        
Determining how a system should work and how changes in conditions, operations, and the environment will affect 
outcomes.    Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system.    Motivating, developing, and directing people as they work, 
identifying the best people for the job.           Managing one's own time and the time of others. Abilities:    The ability to 
apply general rules to specific problems to produce answers that make sense.    The ability to identify or detect a known 
pattern (a figure, object, word, or sound) that is hidden in other distracting material.    The ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).    
The ability to remember information such as words, numbers, pictures, and procedures.    The ability to add, subtract, 
multiply, or divide quickly and correctly.    The ability to listen to and understand information and ideas presented 
through spoken words and sentences.    The ability to communicate information and ideas in speaking so others will 
understand.    The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, 
objects, pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This 
ability also includes comparing a presented object with a remembered object.           The ability to tell when something is 
wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.    The ability 
to quickly make sense of, combine, and organize information into meaningful patterns.    The ability to shift back and 
forth between two or more activities or sources of information (such as speech, sounds, touch, or other sources).    The 
ability to read and understand information and ideas presented in writing.    The ability to communicate information and 
ideas in writing so others will understand.           
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Calculator    Copy Machine 
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072243 - IDD PROGRAM SPECIALIST 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  11337 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in special 
education, rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field and 
experience equivalent to three years of professional developmental disabilities and/or mental health work, of which one 
year must include professional developmental disabilities work.                                                                                                                       
Substitution of Experience for Education:  Qualifying professional developmental disabilities or mental health work may 
substitute for the required education on a year-for-year basis to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education). Substitution of Education for Experience:  Additional graduate coursework in special education, 
rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field may be substituted 
for the required experience on a year-for-year basis to a maximum of one year, there being no substitution for the one 
year of specialized experience.ORGraduation from an accredited college or university with a bachelor’s degree and 
experience equivalent to four years of professional developmental disabilities and/or mental health work, of which one 
must include professional developmental disabilities work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional intellectual and developmental disabilities staff 
advisory and coordinative work of considerable difficulty and/or supervisory work of average difficulty; and performs 
related work as required.  Distinguishing Features:  This is the highest class in the IDD Program Specialist sub-series. An 
employee in this class supervises professional staff and/or performs intellectual and developmental disabilities program 
work of considerable scope and complexity. An employee may be assigned to the central or a regional office or to a 
developmental facility where the individual independently or through professional employees provides technical 
assistance to program providers, monitors program compliance, gathers and disseminates information, and/or performs 
other functions relating to intellectual and developmental disabilities program administration. This class differs from IDD 
Program Specialist 2 in that an incumbent of the latter performs at the working level.  
 
Work Activities: 
Getting Information: Interviews persons served, families, clinicians, agencies, and staff for reporting and reviewing 
services and supports to determine cause and effect. Gathers information from persons served, agencies, families, 
documentation, clinicians, and staff to develop/review a plan for services needed. Gathers information from persons 
served, agencies, families, documentation, clinicians, and staff to provide technical assistance to contracted agencies. 
Interviews persons served, families, clinicians, agencies, and staff for possible initiation/changes to services needed and 
received.Monitor Processes, Materials, or Surroundings: Monitors services as it relates to ICFID, quality assurance 
standards, state/federal/provider policies, and basic assurance measures through Council on Quality and Leadership 
(CQL). Monitors data, documentation, and implementation of the Individual Support Plan (ISP) and other formal plans 
for persons served. Reviews documentation from billed services to determine agency compliance for reimbursement. 
Monitors grant monies to be utilized for family supports.Identifying Objects, Actions, and Events: Identifies the need to 
refer for under reporting audit through risk management. Recognizes differences of services provided versus services 
billed.Inspecting Equipment, Structures, or Material: Inspects materials and equipment to promote health and safety 
measures. Inspects service sites and environment to maintain safety measures.Judging the Qualities of Things, Services, 
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or People: Reviews ISP’s, person centered programs, and assessments to determine trends, strengths and weaknesses of 
services and supports provided. Develops and implements family satisfaction surveys to identify weaknesses and gaps 
for improvement of services.Processing Information: Compiles reports for senior management and shares 
recommendations with relative staff. Audits information in ISP’s for coding, calculating, and entering into service 
authorization database. Verifies information and data for incident reporting. Verifies services and supports relative to 
compliance standards.Evaluating Information to Determine Compliance with Standards: Reviews documentation to 
determine compliance with departmental/ICFID regulations. Reviews documentation to determine if requested services 
meet waiver definitions and protocols.Analyzing Data or Information: Identifies the underlying principles, reasons, or 
facts by breaking down information or data into separate parts for determining trends and system strengths or 
weaknesses.Making Decision and Solving Problems: Analyzes and evaluates information to determine systemic and 
individual process recommendations toward resolution.Updating and Using Relevant Knowledge: Keeps up-to-date on 
all relevant state databases, policy changes, training, and shares knowledge with others.Developing Objectives and 
Strategies: Creates objectives and strategies to promote efficiency, develop partnerships, and improve service delivery. 
Creates outcomes and action steps for people supported in departmental and ICF programs.Scheduling Work and 
Activities: Schedules and conducts meetings, focus reviews, presentations, training, and interviews.Organizing, Planning, 
and Prioritizing Work: Prioritizes activities to insure approved data are entered according to designated cut-off dates. 
Prioritizes requests for information and submits by due date. Coordinates activities related to job functions and 
completes tasks within the designated time frames.Operating Vehicles, Mechanized Devices, or Equipment: Uses state 
or personal vehicles according to internal operating guidelines or policies.Interacting With Computers: Enters data and 
processes information into statewide developed databases and reviews for accuracy as needed.Documenting/Recording 
Information: Documents and maintains any and all information relative to departmental service delivery.Interpreting 
the Meaning of Information for Others: Conveys accurate information to stakeholders to comply with current 
departmental standards and practices.Communicating with Supervisors, Peers, or Subordinates: Maintains open lines of 
communication with supervisors and co-workers by telephone, written form, e-mail, or in person.Communicating with 
Persons Outside the Organization: Maintains open lines of communication with people served, contracted providers, 
outside agencies, other state agencies, families, conservators, other stakeholders, and customers by telephone, written 
form, e-mail, or in person while complying with state and federal guidelines.Establishing and Maintaining Interpersonal 
Relationships: Develops constructive and cooperative working relationships with others while remaining customer 
focused.Resolving Conflicts and Negotiating with Others: Resolves complaints, grievances, and conflicts or refers to 
appropriate supervisory staff or unit.Developing and Building Teams: Builds mutual trust, respect, and cooperation 
among team members.Guiding, Directing, and Motivating Subordinates: Provides guidance and direction to 
subordinates if applicable, to include setting performance standards and monitoring performance.Provide Consultation 
and Advice to Others: Shares knowledge and skills related to state/federal standards and departmental 
requirements.Performing Administrative Activities: Performs day-to-day administrative tasks such as maintaining files 
and processing paperwork.Monitoring and Controlling Resources: Manages and monitors services and supports to 
remain within required budgetary guidelines as applicable. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Problem Solving Organizing Developing Direct Reports and Others Conflict 
Management Confronting Direct Reports Action Oriented Organizational Agility Customer Focus Ethics and 
ValuesKnowledge: Knowledge of business and management principles involved in strategic planning, resource 
allocation, human resources modeling, leadership technique, production methods, and coordination of people and 
resources. Knowledge of administrative and clerical procedures and systems such as word processing, managing files 
and records, stenography and transcription, designing forms, and other office procedures and terminology. Knowledge 
of principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction.                 Knowledge of the structure and 
content of language including the meaning and spelling of words, rules of composition, and grammar.                             
Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, 
and the democratic political process.                     Knowledge of arithmetic and its application.                      Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders.  Knowledge of 
group behavior and dynamics, societal trends and influences, human migrations, ethnicity, cultures and their history and 
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origins.Skills: Understanding the implications of new information for both current and future problem-solving and 
decision-making. Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.                     Using mathematics to solve problems. Monitoring/assessing 
performance of yourself, other individuals, or organizations to make improvements or take corrective action. 
Understanding written sentences and paragraphs in work related documents.                             Talking to others to 
convey information effectively. Communicating effectively in writing as appropriate for the needs of the audience. 
Teaching others how to do something. Actively looking for ways to help people. Being aware of others’ reactions and 
understanding why they react as they do. Identifying complex problems and reviewing related information to develop 
and evaluate options and implement solutions. Conducting tests and inspections of products, services, or processes to 
evaluate quality or performance. Determining causes of operating errors and deciding what to do about it. Considering 
the relative costs and benefits of potential actions to choose the most appropriate one.     Determining how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes. Identifying 
measures or indicators of system performance and the actions needed to improve or correct performance, relative to 
the goals of the system. Motivating, developing, and directing people as they work, identifying the best people for the 
job.        Managing one’s own time and the time of others. Abilities: The ability to apply general rules to specific 
problems to produce answers that make sense. The ability to identify or detect a known pattern (a figure, object, word, 
or sound) that is hidden in other distracting material. The ability to combine pieces of information to form general rules 
or conclusions (includes finding a relationship among seemingly unrelated events). The ability to remember information 
such as words, numbers, pictures, and procedures. The ability to add, subtract, multiply, or divide quickly and correctly. 
The ability to listen to and understand information and ideas presented through spoken words and sentences. The 
ability to communicate information and ideas in speaking so others will understand. The ability to quickly and accurately 
compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns. The things to be 
compared may be presented at the same time or one after the other. This ability also includes comparing a presented 
object with a remembered object.        The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem. The ability to quickly make sense of, combine, and 
organize information into meaningful patterns. The ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources). The ability to read and understand information 
and ideas presented in writing. The ability to communicate information and ideas in writing so others will understand.    
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Calculator Copy Machine  
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072326 - IDD QA & IMPROVEMENT ADMR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2263 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072891 - INDUSTRIAL HYGIENIST 1** 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6754 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in safety, 
industrial engineering, industrial hygiene, chemistry, biology, physical science, environmental health, or other related 
field. OR An associate’s degree in safety, industrial engineering, industrial hygiene, chemistry, biology, physical science, 
environmental health or other related field and two or more years of direct industrial hygiene experience. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license is required for employment. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under immediate supervision, is responsible for professional industrial hygiene inspection work of routine 
difficulty and performs related work as required. Distinguishing Features: This is the entry level class in the Industrial 
Hygienist sub-series. An employee in this class learns to perform routine occupational health compliance inspections. 
This class differs from the Industrial Hygienist 2 in that an incumbent of the latter performs at the intermediate level.  
This class flexes to and differs from that of Industrial Hygienist 3 in that an incumbent of the latter performs complex 
technical consultative inspections or complex regulatory inspections.*An applicant appointed to this flexibly staffed 
class will be reclassified to the Industrial Hygienist 3 after successful completion of a mandatory two year training 
period; inadequate or marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Learns how to conduct inspections of varying degrees of complexity. 
Learns how to inspect work activities, equipment, structures, or material to identify hazards and or health violations.       
Monitor Processes, Materials, or Surroundings: Learns how to investigate industrial and construction 
accidents/fatalities/catastrophes by assisting senior staff. Learns how to conduct sampling using industrial hygiene 
equipment.        Learns how to investigate all relevant workplaces to identify hazards.Evaluating Information to 
Determine Compliance with Standards: Learns how to use relevant information and individual judgment to determine 
whether events or processes comply with laws, regulations, or standards. Learns how to determine violations or non-
violation of standards or hazards by collecting relevant facts from various resources and documentation during the 
investigation.Estimating the Quantifiable Characteristics of Products, Events, or Information: Learns how to use various 
types of measuring equipment in performing inspections. Processing Information: Learns how to collect information and 
analyzes documentation to develop case file.Repairing and Maintaining Electronic Equipment: Learns how to maintain 
and calibrate equipment used in inspections as directed.Performing General Physical Activities: Performs physical 
activities in a variety of environments that require considerable use of your arms and legs and moving your whole body, 
such as climbing, lifting, balancing, walking, stooping, and handling of materials.Resolving Conflicts and Negotiating with 
Others: Learns how to handle complaints, settle disputes, and resolve grievances and conflicts, or otherwise negotiate 
with others.Communicating with Persons Outside Organization: Learns how to act as a technical advisor in a full range of 
public or private sector facilities to aid the employer with compliance issues. Communicates with various individuals in 
writing and verbally.Interacting With Computers: Learns how to use agency specific software. Uses computers and 
computer systems (including hardware and software) to enter data, or process information.Getting Information: Learns 
how to receive and process pertinent information verbally or electronically such as complaints, referrals, fatalities, 
requests for consultation, etc. Learns how to review and research printed and electronic documents to gain knowledge 
of occupational health standards. Learns how to review the history of the company for past inspection data.Organizing, 
Planning, and Prioritizing Work: Learns how to prioritize work to meet deadlines for required reports.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and by telephone, in written 
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form, e-mail, or in person.Operating Vehicles, Mechanized Devices, or Equipment: Requires a valid operator’s license 
and reliable vehicle to travel to and from inspections.      Updating and Using Relevant Knowledge: Reviews standards, 
directives, interpretations, Field Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as 
needed to stay current in Occupational Safety and Health trends.   Attends staff meetings, formal and informal training 
as required. Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working 
relationships with others, and maintain them over time.        Developing and Building Teams: Encourages and builds 
mutual trust, respect, and cooperation among team members. Performing Administrative Activities: Performs day-to-
day administrative tasks such as maintaining information files and processing paperwork.Scheduling Work and Activities: 
Works with supervisor to meet established goals.Selling or Influencing Others: Learns how to market services of the on-
site consultation program to employers. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Technical Learning Functional/Technical Competency Problem Solving Dealing with 
Ambiguity Time Management Organizing Informing Conflict Management Written Communication Ethics and Values 
Customer Focus Listening Self Development ComposureKnowledge:  Basic Mathematics Occupational Safety and Health 
Computers and Electronics Basic Chemistry Knowledge Law and Government Customer and Personal Service Mechanical 
Basic Principals of Engineering and Technology Basic Knowledge of Physics Production and ProcessingSkills: Reading 
Comprehension Writing Active Listening Speaking Judgment and Decision Making Critical Thinking Science Learning 
Strategies Monitoring Time Management Coordination Complex Problem Solving Social Perceptiveness Active Learning 
Operation Monitoring Systems AnalysisAbilities: Written Expression Oral Comprehension Oral Expression Written 
Comprehension Stamina Deductive Reasoning Inductive Reasoning Problem Sensitivity Memorization Selective 
Attention Information Ordering Spatial Orientation Category Flexibility Visualization Time Sharing  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Cameras Flashlight Measuring 
Devices Electrical Testers Personal Protective Equipment Industrial Hygiene Equipment 
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072892 - INDUSTRIAL HYGIENIST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6756 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in safety, 
industrial engineering, industrial hygiene, chemistry, biology, physical science, environmental health, or other related 
field. Experience equivalent to one year of full-time responsible professional industrial hygiene compliance inspection or 
acceptable related work. OR An associate’s degree in safety, industrial engineering, industrial hygiene, chemistry, 
biology, physical science, environmental health or other related field and three or more years of direct industrial 
hygiene experience. 
 
Other Requirements: 
Necessary Special Qualifications:  Successful completion of initial basic Federal OSHA courses is required.  A valid vehicle 
operator’s license is required for employment. Examination Method:   Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional industrial hygiene inspection work of average 
difficulty and performs related work as required. Distinguishing Features:  This is the intermediate level class in the 
Industrial Hygienist sub-series. An employee in this class performs a full range of occupational health compliance 
inspection work. This class differs from that of Industrial Hygienist 1 in that an incumbent of the latter performs at the 
entry level.  This class flexes to and differs from Industrial Hygienist 3 in that an incumbent of the latter performs 
complex technical consultative inspection work.*An applicant appointed to this flexibly staffed class will be reclassified 
to the Industrial Hygienist 3 after successful completion of a mandatory one year training period; inadequate or 
marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Investigates industrial and construction 
accidents/fatalities/catastrophes. Conducts sampling using industrial hygiene equipment. Investigates all relevant 
workplaces to identify hazards.  Inspecting Equipment, Structures, or Material: Conducts inspections of increasing 
degrees of complexity while working independently. Inspects work activities, equipment, structures, or material to 
identify hazards and or health violations.Evaluating Information to Determine Compliance with Standards:     Uses 
relevant information and individual judgment to determine whether events or processes comply with laws, regulations, 
or standards. Determines violations or non-violation of standards or hazards by collecting relevant facts from various 
resources and documentation during the investigation.                                 Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Uses various types of measuring equipment in performing inspections.Processing 
Information: Collects information and analyzes documentation to develop case file.Repairing and Maintaining Electronic 
Equipment: Maintains and calibrates equipment used in inspections as directed.Interacting With Computers: Uses 
computers and computer systems (including hardware and software) to enter data, or process information.Performing 
General Physical Activities: Performs physical activities in a variety of environments that require considerable use of 
your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of 
materials.Communicating with Persons Outside Organization: Acts as a technical advisor in a full range of public or 
private sector facilities to aid the employer with compliance issues. Communicates with various individuals in writing 
and verbally.Resolving Conflicts and Negotiating with Others: Handles complaints, settle disputes, and resolve 
grievances and conflicts, or otherwise negotiate with others.     Getting Information: Reviews and researches printed and 
electronic documents to gain knowledge of occupational health standards. Receives and processes pertinent 
information verbally or electronically such as complaints, referrals, fatalities, requests for consultation, etc. Reviews the 
history of the company for past inspection data.                Organizing, Planning, and Prioritizing Work: Prioritizes work to 



 TN Job Classification Specifications  
September 22, 2020 

meet deadlines for required reports.Operating Vehicles, Mechanized Devices, or Equipment: Requires a valid operator’s 
license and reliable vehicle to travel to and from inspections.      Communicating with Supervisors, Peers, or 
Subordinates: Provides information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person.Training and Teaching Others: Assists in the training and development of the lower classifications of 
Industrial Hygienists and/or others.  May assist in the preparation of industrial hygiene lesson plans and training 
programs.                    Updating and Using Relevant Knowledge: Reviews standards, directives, interpretations, Field 
Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as needed to stay current in 
Occupational Safety and Health trends.   Attends staff meetings, formal and informal training as required.                                                                 
Coaching and Developing Others: Mentors, or otherwise helps subordinates to improve their knowledge or 
skills.Performing Administrative Activities: Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork.Developing and Building Teams: Encourages and builds mutual trust, respect, and 
cooperation among team members. Scheduling Work and Activities: Works with supervisor to set schedule to meet 
established goals. Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative 
working relationships with others, and maintain them over time.                    Selling or Influencing Others: Markets 
services of the on-site consultation program to employers. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Technical Learning Problem Solving Dealing with 
Ambiguity Time Management Organizing Informing Conflict Management Written Communication Ethics and Values 
Customer Focus Self Development Listening ComposureKnowledge:  Occupational Safety and Health Law and 
Government Basic Mathematics Basic Chemistry Knowledge Computers and Electronics Building and Construction Basic 
Principals of Engineering and Technology Mechanical Basic Knowledge of Physics Customer and Personal Service 
Production and Processing Basic Understanding of Diagrams and BlueprintsSkills: Writing Reading Comprehension 
Speaking Active Listening Critical Thinking Judgment and Decision Making Active Learning Complex Problem Solving 
Science Instructing Time Management Monitoring Equipment Selection Operation Monitoring Service Orientation 
Learning Strategies Negotiation Persuasion Coordination Social Perceptiveness Systems AnalysisAbilities: Oral 
Comprehension Written Comprehension Oral Expression Written Expression Deductive Reasoning Stamina 
Memorization Selective Attention Visualization Information Ordering Problem Sensitivity Inductive Reasoning Spatial 
Orientation Category Flexibility Time Sharing  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Cameras Flashlight Measuring 
Devices Electrical Testers Personal Protective Equipment Industrial Hygiene Equipment 
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072893 - INDUSTRIAL HYGIENIST 3* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3420 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in safety, 
industrial engineering, industrial hygiene, chemistry, biology, physical science, environmental health or other related 
field.  Experience equivalent to two years of full-time increasingly responsible professional industrial hygiene compliance 
inspection or acceptable related work. OR An associate's degree in safety, industrial engineering, industrial hygiene, 
chemistry, biology, physical science, environmental health or other related field and four or more years of direct 
industrial hygiene experience. 
 
Other Requirements: 
Necessary Special Qualifications: Successful completion of initial basic Federal OSHA courses is required.  A valid vehicle 
operator's license is required for employment. Examination Method:  Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional consultative industrial hygiene inspection work of 
considerable difficulty and performs related work as required.Distinguishing Features: This is the working level class in 
the Industrial Hygienist sub-series. An employee in this class performs complex technical consultative inspections or 
complex regulatory inspections. ,This class is flexibly staffed with and differs from Industrial Hygienist 2 in that an 
incumbent of the latter performs at an intermediate level. This class is also flexibly staffed with the Industrial Hygienist 
1. This class differs from that of Industrial Hygienist Supervisor in that an incumbent of the latter performs at the first 
supervisory level.  
 
Work Activities: 
Inspecting Equipment, Structures, or Material:     Inspects work activities, equipment, structures, or material to identify 
hazards and or health violations.    Conducts inspections of varying degrees of complexity while working 
independently.Monitor Processes, Materials, or Surroundings:    Investigates industrial facilities and construction sites to 
identify hazards.    Conducts sampling using industrial hygiene equipment.    Investigates industrial and construction 
accidents/fatalities/catastrophes.         Evaluating Information to Determine Compliance with Standards:    Uses relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards.    Determines violations or non-violation of standards or hazards by collecting relevant facts from various 
resources and documentation during the investigation.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:     Uses various types of measuring equipment in performing inspections.Processing Information:    Collects 
information and analyzes documentation to develop case file.              Repairing and Maintaining Electronic Equipment:    
Maintains and calibrates equipment used in inspections as directed.Performing General Physical Activities:    Performs 
physical activities in a variety of environments that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.Communicating with 
Persons Outside Organization:    Acts as a technical advisor in a full range of public or private sector facilities to aid the 
employer with compliance issues.    Communicates with various individuals in writing and verbally.Resolving Conflicts 
and Negotiating with Others:    Handles complaints, settle disputes, and resolve grievances and conflicts, or otherwise 
negotiate with others.               Interacting With Computers:    Uses computers and computer systems (including 
hardware and software) to enter data, or process information.Training and Teaching Others:     Assists in the training 
and development of the lower classifications of Industrial Hygienists and/or others.      May assist in the preparation of 
industrial hygiene lesson plans and training programs.Operating Vehicles, Mechanized Devices, or Equipment:    
Requires a valid operator’s license and reliable vehicle to travel to and from inspections.                  Getting Information:    
Reads printed and electronic documents to gain knowledge of occupational health standards.    Reviews the history of 
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the company for past inspection data.    Receives and processes pertinent information verbally or electronically such as 
complaints, referrals, fatalities, requests for consultation, etc.Organizing, Planning, and Prioritizing Work:     Prioritizes 
work to meet deadlines for required reports.Communicating with Supervisors, Peers, or Subordinates:    Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coaching 
and Developing Others:    Mentors, or otherwise helps subordinates to improve their knowledge or skills.Updating and 
Using Relevant Knowledge:    Attends staff meetings, formal and informal training as required.    Reviews standards, 
directives, interpretations, Field Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as 
needed to stay current in Occupational Safety and Health trends.   Developing and Building Teams:     Encourages and 
builds mutual trust, respect, and cooperation among team members. Performing Administrative Activities:    Performs 
day-to-day administrative tasks such as maintaining information files and processing paperwork.Establishing and 
Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintain them over time.Scheduling Work and Activities:    Works with supervisor to set schedule to meet 
established goals.             Selling or Influencing Others:    Markets services of the on-site consultation program to 
employers.         
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Technical Learning    Problem Solving    Dealing 
with Ambiguity    Time Management    Organizing    Informing    Conflict Management    Written Communication    Ethics 
and Values    Customer Focus    Composure    Listening    Self Development Knowledge:     Occupational Safety and Health    
Law and Government    Basic Mathematics    Basic Chemistry Knowledge    Computers and Electronics    Basic Principals 
of Engineering and Technology    Customer and Personal Service    Mechanical    Production and Processing    Basic 
Knowledge of Physics    Basic Understanding of Diagrams and Blueprints    Building and ConstructionSkills:    Reading 
Comprehension    Writing    Speaking    Active Learning    Judgment and Decision Making    Active Listening    Complex 
Problem Solving    Time Management    Critical Thinking    Operation Monitoring    Equipment Selection    Monitoring    
Science    Instructing    Learning Strategies    Negotiation    Systems Analysis    Service Orientation    Persuasion    Social 
Perceptiveness    CoordinationAbilities:    Oral Comprehension    Written Comprehension    Written Expression    Oral 
Expression    Deductive Reasoning    Memorization    Information Ordering    Selective Attention    Inductive Reasoning    
Problem Sensitivity    Stamina    Visualization    Category Flexibility    Spatial Orientation    Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment    Industrial Hygiene Equipment 
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072895 - INDUSTRIAL HYGIENIST MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3436 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in industrial 
hygiene, chemistry, biology, physical science, environmental health, or related field and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible professional industrial hygiene compliance 
inspection or acceptable related work including, at least, one year of supervisory work. Substitution of Education for 
Experience: Additional qualifying graduate coursework in industrial hygiene or other acceptable related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required one year of specialized experience. Substitution of Experience for Education: Qualifying 
full-time professional industrial hygiene compliance inspection or related experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Successful completion of initial basic Federal OSHA 
courses is required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory industrial hygiene work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: 
This is the highest supervisory class in the Industrial Hygienist sub-series. An employee in this class is responsible for 
supervisor work in administering a statewide occupational health compliance inspection program such as Health 
Standards Enforcement or Education and Training. This class differs from that of Industrial Hygienist Supervisor in that 
an incumbent of the latter is responsible for supervisor occupational health compliance inspection work in an assigned 
geographical area of the state and would normally report to an employee in this class. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Supervises, oversees and maintains production and performances of 
industrial hygiene area offices.Developing Objectives and Strategies:    Establishes long-range objectives and specifies 
the strategies and actions to achieve them.Organizing, Planning and Prioritizing Work:    Prioritize work of subordinates 
and self to meet deadlines and division goals and objectives.    Assist in the development of division goals and 
objectives.Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes and resolves 
grievances and conflicts, or otherwise negotiates with others.Analyzing Data or Information:    Analyze data to establish 
past performance.    Analyzes data to establish and meet goals and objectives.Evaluating Information to Determine 
Compliance with Standards:    Determine violations or non-violation of standards or hazards by reviewing relevant facts 
from various resources and documentation during the investigation.    Use relevant information and individual judgment 
to determine whether events or processes comply with laws, regulations or standards.Developing and Building Teams:    
Encourages and builds mutual trust, respect and cooperation among team members.    Conducts staff meetings, formal 
and informal training sessions.    Develop, build and lead teams to achieve the agency’s mission.Establishing and 
Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintains them over time.Processing Information:    Oversees the collection of information and analyzes 
documentation.    Reviews completed reports and case files.Staffing Organizational Units:    Participates in the interview, 
hiring and promotional processes.Coaching and Developing Others:    Mentors, or otherwise helps subordinates to 
improve their knowledge or skills.Communicating with Persons Outside Organization:    Act as a technical advisor in a full 
range of public or private sector facilities to aid the employer with compliance issues.    Communicates with various 
individuals in writing and verbally.    Schedules and conducts conferences with employers.Performing Administrative 
Activities:    Performs day-to-day administrative tasks such as maintain information files, approving time and travel 
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claims, and processing paperwork.    Informs subordinates of job performance, oversees and conducts performance 
reviews.Getting Information:    Reads printed and electronic documents to gain knowledge of occupational health 
standards.    Receives and processes pertinent information verbally or electronically such as complaints, referrals, 
fatalities, requests for consultation, etc.Communicating with Supervisors, Peers or Subordinates:    Provides information 
to supervisors, co-workers and subordinates by telephone, in written form, e-mail or in person.Training and Teaching 
Others:    Prepares and administers lesson plans and training programs.    Oversees and participates in training and 
development of Industrial Hygienists and/or others to perform major job functions.Interacting with Computers:    Use 
computers and computer systems (including hardware and software) to enter data, or process information.Repairing 
and Maintaining Electronic Equipment:    Ensures equipment is maintained and calibrated for use in 
inspections.Updating and Using Relevant Knowledge:    Attend staff meetings with upper management.    Reviews 
standards, directives, interpretations, Field Operations Manual (FOM), and Consultation Policies and Procedures Manual 
(CPPM) as needed to stay current in Occupational Safety and Health trends.Selling or Influencing Others:    Market 
services of the TOSHA division. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Directing Others    Confronting Direct Reports    Customer Focus    Ethics and 
Values    Functional/Technical Competencies    Technical Learning    Informing    Drive for Results    Building Effective 
TeamsKnowledge:    Law and Government    Administration and Management    Chemistry    Personnel and Human 
Resources    Biology    Education and TrainingSkills:    Writing    Judgment and Decision Making    Critical Thinking    
Monitoring    Speaking    Science    Active Learning    Management of Financial Resources    Equipment SelectionAbilities:    
Oral Expression    Written Comprehension    Written Expression    Deductive Reasoning    Speech Clarity    Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment    Industrial Hygiene Equipment 
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072894 - INDUSTRIAL HYGIENIST SUPV 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3430 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in safety, 
industrial hygiene, industrial engineering, chemistry, biology, physical science, environmental health, or related field and 
experience equivalent to three years of full-time increasingly responsible professional industrial hygiene compliance 
inspection or acceptable related work. OR An associate’s degree in safety, industrial engineering, industrial hygiene, 
chemistry, biology, physical science, environmental health or other related field and five or more years of direct 
industrial hygiene experience. 
 
Other Requirements: 
Necessary Special Qualifications: Successful completion of initial basic Federal OSHA courses is required.  A valid vehicle 
operator's license is required for employment in some positions. Examination Method: Education and Experience,100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional industrial hygiene work of considerable difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the 
first supervisory class in the Industrial Hygienist sub-series. An employee in this class supervises subordinates 
performing occupational health compliance inspection work in an assigned geographical area of the state or serves on 
the chemical policy task force. This class differs from that of Industrial Hygienist 3 in that an incumbent of the latter 
performs complex technical consultative inspection work. This class differs from that of Industrial Hygienist Manager in 
that an incumbent of the latter performs at the highest supervisory level, being responsible for administering a 
statewide occupational health compliance inspection program. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Uses relevant information and individual judgment 
to determine whether events or processes comply with laws, regulations, or standards.    Determines violations or non-
violation of standards or hazards by collecting relevant facts from various resources and documentation during the 
investigation.Coordinating the Work and Activities of Others:     Supervises, oversees and maintains production and 
performances of industrial hygiene field case-work.Resolving Conflicts and Negotiating with Others:    Handles 
complaints, settle disputes, and resolve grievances and conflicts, or otherwise negotiate with others.Inspecting 
Equipment, Structures, or Material:     Conducts inspections of high complexity.    Inspects work activities, equipment, 
structures, or material to identify hazards and or health violations.Processing Information:    Reviews completed reports 
and case files.    Collects information and analyzes documentation to develop case file.Training and Teaching Others:     
Trains and develops industrial hygienists and/or others to perform major job functions.    Prepares and administers 
industrial hygiene lesson plans and training programs.Monitor Processes, Materials, or Surroundings:    Investigates 
industrial and construction accidents/fatalities/catastrophes.    Investigates industrial facilities and construction sites to 
identify hazards.    Conducts sampling using industrial hygiene equipment.Repairing and Maintaining Electronic 
Equipment:    Ensures equipment is maintained and calibrated for use in inspections.Guiding, Directing, and Motivating 
Subordinates:    Monitors and ensures production levels to meet established benchmarks.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:     Uses various types of measuring equipment in performing 
inspections.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person.Staffing Organizational Units:     Participates in the 
interview, hiring and promotional processes.Coaching and Developing Others:    Mentors, or otherwise helps 
subordinates to improve their knowledge or skills.Communicating with Persons Outside Organization:    Acts as a 
technical advisor in a full range of public or private sector facilities to aide the employer with compliance issues.    
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Communicates with various individuals in writing and verbally.    Schedules and conducts conferences with 
employers.Developing and Building Teams:     Develops, builds, and leads teams to achieve the agency's mission.    
Encourages and builds mutual trust, respect, and cooperation among team members.     Conducts staff meetings, formal 
and informal training.Updating and Using Relevant Knowledge:    Reviews standards, directives, interpretations, Field 
Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as needed to stay current in 
Occupational Safety and Health trends.       Attends staff meetings with upper management.Performing Administrative 
Activities:    Informs subordinates of job performance, and conducts performance reviews.    Performs day-to-day 
administrative tasks such as maintaining information files, approving time and travel claims, and processing 
paperwork.Getting Information:    Reads printed and electronic documents to gain knowledge of occupational health 
standards.    Receives and processes pertinent information verbally or electronically such as complaints, referrals, 
fatalities, requests for consultation, etc.    Reviews the history of the company for past inspection data.Establishing and 
Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintain them over time.Interacting With Computers:    Uses computers and computer systems (including hardware 
and software) to enter data, or process information.Organizing, Planning, and Prioritizing Work:    Prioritizes work of 
subordinates and self to meet deadlines for required reports.Operating Vehicles, Mechanized Devices, or Equipment:    
Requires a reliable vehicle to travel to and from inspections.Performing General Physical Activities:    Performs physical 
activities in a variety of environments that require considerable use of your arms and legs and moving your whole body, 
such as climbing, lifting, balancing, walking, stooping, and handling of materials.Selling or Influencing Others:    Markets 
services of the on-site consultation program to employers. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Dealing with Ambiguity    Conflict Management    Organizing    
Informing    Delegation    Developing Direct Reports and Others    Confronting Direct Reports    Written Communication    
Ethics and Values    Fairness to Direct Reports    Building Effective Teams    Customer Focus    Motivating 
OthersKnowledge:     Occupational Safety and Health    Administration and Management    Customer and Personal 
Service    Basic Chemistry Knowledge    Law and Government    Computers and Electronics    Building and Construction    
Mechanical    Production and Processing    Basic Mathematics    Basic Knowledge of Physics    Basic Principals of 
Engineering and Technology    Basic Understanding of Diagrams and Blueprints Skills:    Reading Comprehension    
Writing    Speaking:    Complex Problem Solving    Judgment and Decision Making    Critical Thinking    Instructing    Active 
Learning    Active Listening    Management of Personnel Resources    Time Management    Learning Strategies    Science    
Mathematics    Persuasion    Service Orientation    Monitoring    Operation Monitoring    Negotiation    Equipment 
Selection    Social Perceptiveness    Systems Analysis    CoordinationAbilities:    Written Comprehension    Written 
Expression    Oral Expression    Oral Comprehension    Information Ordering    Deductive Reasoning    Selective Attention    
Spatial Orientation    Inductive Reasoning    Visualization    Problem Sensitivity    Memorization    Stamina    Category 
Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment     Industrial Hygiene Equipment 
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073734 - INDUSTRIAL TRNG CONSULTANT 4 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3843 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, public administration, industrial education, personnel administration, or other related acceptable field 
and experience equivalent to substantial (five or more years of) full-time professional training, vocational consulting, or 
vocational teaching work, or industrial production supervision work including at least three years of professional 
industrial training work; qualifying full-time professional business administration, public administration, industrial 
education, personnel administration, or other related acceptable experience or industrial production supervisory 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years; 
additional graduate coursework in the above fields may be substituted for the required non-specialized experience, on a 
year-for-year basis, to a maximum of two years; OR five or more years of increasingly responsible professional training 
experience with the State of Tennessee including, at least, three years of industrial training consultative experience. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional industrial training consultative work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing Features: This 
is the full supervisory class in the Industrial Trng Consultant sub-series. An employee in this class supervises other 
training consultants and participates in industrial training surveys and program development and execution to enhance 
the ability of the state to attract and keep expanding industry for Tennessee. This class differs from that of Industrial 
Trng Director in that the incumbent of the latter is responsible for the planning and direction of the industrial training 
program in toto. 
 
Work Activities: 
1. Supervises and participates in developing training program designed to assure the presence of a trained labor force 
capable of filling the needs of new and expanding industry in Tennessee in the design of pre-employment and on-the-
job training programs and fostering the development of skill development training centers; works closely with industry, 
vocational technical and higher education and state agencies in developing agreements to provide training to 
prospective employees and employees of industry; handles mechanics of grant administration and monitoring regarding 
industrial training; supervises professional and other staff in the maintenance of grants and related reporting systems; 
works closely with companies regarding equipment supplies and normal training operating problems.2. Assigns, trains, 
supervises, and evaluates subordinate consulting and other staff and their work; makes recommendations on human 
resources actions such as employment, promotion, demotion, transfer, and increases for exceptional performance.3. 
Handles important personal contact and liaison with industry educational and other institutions and other entities in 
carrying out duties.4. Supervises and participates in the preparation and maintenance of a variety of complex records 
and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073729 - INDUSTRIAL TRNG MANAGER 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3831 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072515 - INFECTION PREVENTION SPEC 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5411 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in an applied 
clinical science including Nursing, Public Health, Medical or Clinical Laboratory Science or a directly related field and 
experience equivalent to four years of professional, full-time infection control experience.ORLicensed as a Registered 
Nurse (RN) and two years of experience in infection control;ORGraduation from an accredited college or university with 
a PhD, in Nursing, Public Health, Medical or Clinical Laboratory Science or a directly related field, a DrPH or APN and two 
years of experience in infection control.ORGraduation from an accredited college or university with an associate degree 
in an applied science including nursing, public health, medical or clinical laboratory science or a directly related field and 
five years of experience in infection control. Substitution of Education for Experience: None Substitution of Experience 
for Education: None 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess and retain a National Certification in Infection 
Control (CIC) for the duration of employment.  Possess and maintain a valid motor vehicle operator’s license. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is  responsible for professional public health field contact work of considerable 
difficulty and/or supervisory work of routine difficulty and  performs related work as required.  The goal of the Infection 
Prevention Specialist is to ensure appropriate prevention and control of infections within healthcare settings such as 
Acute Care Hospitals, Nursing Homes and Outpatient settings including, but not limited to, physician offices, dental 
offices, ambulatory surgical centers and dialysis clinics.  This classification may supervise employees and serves as the 
primary contact, senior coordinator, and manager of studies and projects. Distinguishing Features: This is the advanced 
working level class of the Infection Prevention sub-series, may supervise employees, may be the primary contact with 
outside partners, and acts as the managing director for scientific studies, investigation and research projects. This class 
differs from an Infection Prevention Specialist 1 in that an incumbent of the latter performs work of a smaller scope and 
complexity, are not primary managers of projects or studies and do not supervise employees.  This class differs from an 
Infection Prevention Program Manager in that the incumbent of the latter are required to supervise professional 
personnel in providing advisory services and consultation or provide oversight to a large program. 
 
Work Activities: 
 Serves as primary contact with stakeholders and funders of scientific studies and projects. May be responsible for 
supervision of subordinate infection prevention specialists. Conducts and primarily oversees on-site infection control 
assessments of healthcare facilities and provides follow up consultation around mitigation of identified infection control 
gaps, observes infection control practices and reviews policies and procedures to ensure compliance with national best 
practices endorsed by the Healthcare Infection Control Practices Advisory Committee (HICPAC), the Association for 
Professionals in Infection Control and Epidemiology (APIC) and the Society for Healthcare Epidemiology of America 
(SHEA). Provides infection control training to internal and external stakeholders, including state, regional and local 
health department staff, state surveyors, Emergency Medical Services (EMS) providers, infection preventionists and 
quality improvement specialists across the spectrum of healthcare. Provides technical assistance and conducts training 
sessions for healthcare partners and users of the National Healthcare Safety Network (NHSN) including enrollment, 
assistance with the application of definitions and data validation. Responds to state and federal regulatory referrals 
(e.g., the Joint Commission) for certified Medicare/Medicaid entities with immediate jeopardy infection control Tags. 
Responds to complaints referred by the Office of Healthcare Facilities or the Health Boards. Interprets Tennessee 
Department of Health regulations, the Centers for Medicare and Medicaid Services (CMS) Conditions of Participation 
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(COP), Health Insurance Portability and Accountability Act (HIPAA) privacy rule, information on the Centers for Disease 
Control (CDC) websites and medical/legal concepts regarding healthcare data. Oversees the investigation of Healthcare 
Associated Infection (HAI) outbreaks and containment responses to single cases of pathogens of urgent public health 
concern in healthcare settings. Provides consultative infection control advice to facility staff regarding the management 
of infectious patients/residents and other infection prevention issues. Participates in Emerging Infections Program 
funded multi-state point prevalence surveys and other related Healthcare Associated Infections (HAI) grant funded 
projects. Serves as an independent, outside infection control observer in public health emergencies (e.g., Ebola or other 
highly infectious diseases). Manages antibiotic stewardship and quality improvement activities which meet national 
quality standards. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Drive for results Functional/Technical Competencies Integrity and Trust Interpersonal 
Savvy Political Savvy Priority Setting Problem Solving Process Management Standing AloneKnowledge: Administration 
Management Customer and Personal Service Education and Training Law and Government Medicine and Dentistry 
Personnel and Human Resources Therapy and CounselingSkills: Active Learning Active Listening Complex Problem 
Solving Critical Thinking Judgment/Decision Making Management of Personnel Resources Monitoring Negotiation 
Persuasion Quality Control Analysis Social Perceptiveness Speaking Systems Evaluation WritingAbilities: Deductive 
Reasoning Inductive Reasoning Problem Sensitivity 
 
Tools and Equipment Used: 
Tools: Personal Computer Telephone Calculator Printer Other office equipment as needed. 
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075551 - INFO RESOURCE SUPPORT SPEC 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  5080 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of the Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specialized 
Associate's Degree: Experience in one of the following areas may substitute for the required education on a year-for-
year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Information Systems Associate with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, performs information systems technical support work of average difficulty and 
performs related work as required. Distinguishing Features:  This is the working-level class in the Info Resource Support 
Spec job series. An employee in this class diagnoses and resolves single-user software and hardware problems related to 
microcomputers or minicomputers, as well as software and peripheral devices utilized by the mainframe system. This 
class differs from Information Systems Associate in that an incumbent learns to diagnose and resolve software problems 
for microcomputers, minicomputers, or mainframe computers. This class differs from Info Resource Support Spec 3 in 
that an incumbent diagnoses and resolves hardware and software problems involving stand-alone or single 
microcomputer systems or other computer systems comprised of multiple hardware or software components accessed 
by multiple users. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains basic equipment by assembling/disassembling 
equipment and identifying and replacing errant components.           Evaluates basic hardware for the need to 
enhance/upgrade components in equipment, including memory, hard drive, etc. Interacting With Computers:  Uses 
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computer systems to enter data, utilize email and office productivity tools.  Establishing and Maintaining Interpersonal 
Relationships: Maintains good working relationship with managers, peers, and the customer served. Identifying Objects, 
Actions, and Events:               Develops simple test plans for basic quality assurance tasks. Conducts, identifies, and 
analyzes inventory and estimates needs and surplus.          Identifies a basic software or hardware solution for simple 
problems.  Inspecting Equipment, Structures, or Material:     Performs basic hardware diagnostics via hands-on 
inspection or diagnostic software by assembling and disassembling equipment to determine usability and/or disposition.               
Simulates and reproduces basic error conditions for diagnostics and suggest a course of actions. Identifies any minor 
violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.      Inspects basic 
mobile and telephone devices to identify issues. Performing Administrative Activities: Administers, including, but not 
limited to, opening, closing, and updating , the help desk ticketing system in a timely and accurate manner. Maintains a 
hardware and software inventory plan for the Agency, including change of location, updating and asset tagging.               
Maintains physical and electronic files to track software licensing, renewal and hardware warranties. Maintains various 
calendars to track events for the IT department.    Performs backup duties for databases and data stores used within the 
department.    Maintains records management plan and executes records disposition requests.        Procures hardware, 
software and services for the agency when needed. Follows orders via Edison via order, tracking and receiving.                        
Maintains an inventory tracking system for the agency.  Drafting, Laying Out, and Specifying Technical Devices, Parts, 
and Equipment:  Develops and maintains installation instructions for various hardware and software solutions for the 
agency.           Creates basic test scripts for software and applications adhering to testing requirements of a project. 
Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Maintains basic 
training materials for software projects.  Evaluating Information to Determine Compliance with Standards:  Evaluates 
compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level Agreement 
(SLA) compliance.              Ensures compliance with State contract for ordering hardware and software (procurement).  
Documenting/Recording Information:  Documents the startup, backup, maintenance and daily operations activities 
associated with basic software and/or hardware.         Documents and maintains system configurations consisting of 
peripheral devices, communication lines, and user profiles.               Tests the compatibility of software and hardware 
products within the computer.  Communicating with Persons Outside Organization:  Communicates effectively with 
outside vendors, while representing the state in a professional manner. Maintains a communication plan and executes 
the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:  Determines quantities, cost and time lines for 
procurement activities. Gathers cost estimates from vendor for assigned projects. Judging the Qualities of Things, 
Services, or People: Determines hardware usability (repair or replace) by simple inspection when needed in a single user 
environment.  Assesses the value of used equipment to determine the disposition and initiates the surplus process if 
needed. Getting Information:  Reviews and becomes familiar with the state's technology acceptable-use policy.     
Gathers information from vendors, peers, and subject matter experts to be used to solve problems. Becomes familiar 
with and adheres to acceptable-use policy.  Analyzing Data or Information: Analyzes help desk data in order to prioritize 
help desk tickets for the agency.        Reviews tickets in the help desk ticket system to ensure proper action.          Routes 
tickets to the proper technician to solve the customer requests. Monitor Processes, Materials, or Surroundings:  Uses 
various state approved tools to monitoring department computer systems.                    Reviews simple single logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                Monitors help desk 
tickets and help desk system using the state's approved help desk system.          Gathers, monitors, and reviews 
customer feedback. Communicating with Supervisors, Peers, or Subordinates:  Communicates effectively by keeping 
supervisor informed of issues affecting performance. Communicates on a regular basis with coworkers/team to share 
knowledge.              Communicates effectively in written form, by email, by phone or in person. Operating Vehicles, 
Mechanized Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: 
Uses hand-cart /dolly to move heavy equipment as needed.   Crawls under desks to install computer systems.        Climbs 
a ladder to install computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals                    Knowledge of administrative procedures        Knowledge of 
telecommunication operation, systems and devicesSkills: Active Learning and Listening Advanced Programming 
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Advanced Repairing                Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment 
Selection               Installation      Instructing                   Judgment and Decision Making Learning Strategies Operations 
Analysis                 Quality Assurance (QA) Analysis Service Orientation                  System Analysis & Evaluation     Abilities:    
Extent Flexibility                     Finger and Manual Dexterity               Information Ordering              Oral and written 
comprehension & expression                       Problem Sensitivity                                         Static Strength (e.g., ability to 
lift/move up to 50 pounds)                   Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Cameras Bar Code Scanners Mobile Devices 
Macintosh Motor Vehicles 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  5085 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5086 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5087 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  5088 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  5089 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  5090 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075552 - INFO RESOURCE SUPPORT SPEC 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  5091 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems.  
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of advanced difficulty; and 
performs related work as required. Distinguishing Features:  This is the advanced working class in the Info Resource 
Support Spec job series. An employee in this class diagnoses and resolves hardware and software problems for stand-
alone microcomputer systems or other computer systems comprised of multiple hardware or software components 
accessed by multiple users. The computer systems include microcomputers, or minicomputers, as well as software and 
peripheral devices utilized by the mainframe. This class differs from Info Resource Support Spec 2 in that an incumbent 
diagnoses and resolves single-user software and hardware problems for computer systems. This class differs from Info 
Resource Support Spec 4 in that an incumbent leads a project team involved in the diagnosis and resolution of software 
and hardware problems for computer systems. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:  Repairs and maintains advanced equipment by 
assembling/disassembling equipment and identifying and replacing errant components. Evaluates multiple hardware 
instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc.  Interacting 
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With Computers: Uses simple and advanced computer systems to enter data, utilize email and office productivity tools.  
Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with managers, peers, 
and the customer served.  Identifying Objects, Actions, and Events:               Develops test plans for quality assurance 
tasks.         Conducts, identifies, and analyzes inventory and estimates needs and surplus.          Identifies advanced 
software or hardware solutions to resolve technical issues. Inspecting Equipment, Structures, or Material:     Performs 
advanced hardware diagnostics via hands-on inspection or diagnostic software by assembling and disassembling 
equipment to determine usability and/or disposition.               Simulates and reproduces multiple error conditions for 
diagnostics and issue resolutions. Identifies any minor or major violations to the state's acceptable-use policy and 
recommends appropriate actions to supervisor.  Inspects advanced mobile and telephone devices to identify and resolve 
issues.  Performing Administrative Activities: Administers, including, but not limited to, opening, closing, and updating, 
the help desk ticketing system in a timely and accurate manner. Maintains a hardware and software inventory plan for 
the Agency, including change of location, updating and asset tagging.               Maintains physical and electronic files to 
track software licensing, renewal and hardware warranties. Performs backup duties for databases and data stores used 
within the department.    Maintains permission controls - security, system access, building access, user admin. May 
serve as a liaison to the OIR security team.            Maintains records management plan and executes records disposition 
requests.        Procures hardware, software and services for the agency when needed. Follows orders via Edison via order 
tracking and receiving.                       Develops and maintains an inventory tracking system for the agency. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Develops and maintains complex installation instructions 
for various hardware and software solutions for the agency.           Creates and maintains user manuals for proper use of 
software applications. Creates test scripts for software and applications while adhering to testing requirements of the 
project. Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.           Develops and 
maintains training materials for software projects. Evaluating Information to Determine Compliance with Standards:  
Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             Evaluates and ensures Service Level 
Agreement (SLA) compliance.              Evaluates network security standards, AUP, etc. and determines needs.         
Ensures compliance with State contract for ordering hardware and software (procurement). Evaluate s system 
specifications to ensure systems are written in compliance. Documenting/Recording Information:  Documents the 
startup, backup, maintenance and daily operations activities associated with software and hardware.        Documents 
and maintains system configurations consisting of peripheral devices, communication lines, and user profiles.               
Tests the compatibility of software and hardware products within the computer.                   Writes installation 
procedures for software or hardware products to be used by the IT staff to support customers.                  Writes 
documentation for ad-hoc reports, data formatting and extraction, or command language programs.  Communicating 
with Persons Outside Organization:  Communicates effectively with outside vendors while representing the state in a 
professional manner. Maintains a communication plan and executes the plan to keep customers informed of status, 
timelines, expectations, etc. for all IT projects and events. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates appropriate inventory levels for agency's annual desktop replacement plan and 
monitors the resources needed to maintain proper levels.       Estimates resource capacity, capabilities and requirements 
and makes recommendations based on findings. Determines time, material, and resources for an assigned task or 
project.  Training and Teaching Others:  Develops and/or administers training and instruction to other technicians on 
specific system operations. Trains support staff and end-users in the installation and use of hardware or software 
products. Maintains a technical training plan for the Agency training needs.     Explains, in technical work shops or group 
meetings, the operational functions of hardware or software products.   Judging the Qualities of Things, Services, or 
People: Determines hardware usability (repair or replace) by detailed inspection when needed.         Assesses the value 
of used equipment to determine the disposition and initiates the surplus process if needed.           Evaluates a product to 
determine if it meets the needs sufficiently and determines justification and documentation needs.             Recognizes 
strength and abilities of staff. Getting Information:  Gathers requirements from end-users for developing requirements 
documentation for assigned projects. Uses various methods to perform research from technical knowledge base and 
other resources. Reviews and extracts pertinent information from detail requirements documents when needed. 
Becomes familiar with and adheres to acceptable-use policy. Analyzing Data or Information: Reviews trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from various logs 
to determine and help resolve issues, including, by not limited to, system logs, user account logs, and internet cache.             
Analyzes system specs to ensure compliance with system requirements.                  Predicts or forecasts consumption 
rates of resources to determine expansion or replenishment of products. Monitor Processes, Materials, or Surroundings:              
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Reviews multiple logs (security, users, performance, etc.) and monitors system activity based on review of data.                                  
Monitors vendor contracts, software licensing, and warranties to verify compliance in these areas. Monitors desktop 
hardware and software inventory to ensure the proper inventory levels are maintained. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting 
performance.           Communicates on a regular basis with coworkers/team to share knowledge.              Communicates 
effectively in written form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads 
and interprets state technology policies in order to communicate the meaning of them.           Conveys state technology 
policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized Devices, or 
Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects:       Uses hand-cart/dolly to 
move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs a ladder to install 
computer components.        
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals               Knowledge of administrative procedures  Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving Equipment Maintenance Equipment Selection                     
Installation Instructing             Judgment and Decision Making Operations Analysis                       Quality Assurance (QA) 
Analysis Service Orientation      Abilities:           Extent Flexibility               Finger and Manual Dexterity                     
Information Ordering                    Oral and written comprehension & expression                 Problem Sensitivity                                              
Static Strength (e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075553 - INFO RESOURCE SUPPORT SPEC 4 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  5096 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 3 with the State of Tennessee  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems technical support work of advanced difficulty and 
lead work of average difficulty; and performs related work as required. Distinguishing Features:  This is the lead level 
class in the Info Resource Support Spec job series. An employee in this class is responsible for the daily operation of 
multi-user computer systems and leads a project team involved in the diagnosis and resolution of software and 
hardware problems for stand-alone microcomputer systems or other computer systems accessed by multiple users. The 
computer systems include microcomputers or minicomputers, as well as software and peripheral devices utilized by the 
mainframe. This class differs from Info Resource Support Spec 3 in that an incumbent of the latter works as part of a 
project team in the diagnosis and resolution of software and hardware problems for computer systems. This class differs 
from Info Resource Support Spec 5 in that an incumbent of the latter either oversees the justification for providing 
software and hardware products for state agencies or supervises the activities of employees from multiple project 
teams involved in the diagnosis and resolution of software and hardware problems for computer systems. 
 
Work Activities: 
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Repairing and Maintaining Electronic Equipment: Acts as a lead in the repair and maintenance of advanced equipment 
by assembling / disassembling equipment and identifying and replacing errant components.      Evaluates multiple 
hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc. 
Interacting With Computers:  Uses advanced multi user computer systems to enter data, utilize email and office 
productivity tools. Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with 
managers, peers, and the customer served. Identifying Objects, Actions, and Events:               Develops advanced test 
plans for quality assurance tasks for others to utilize. Develops inventory plans for the Agency team to follow. Identifies 
advanced software or hardware solution for others to resolve technical issues.  Inspecting Equipment, Structures, or 
Material:     Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling 
and disassembling equipment to determine usability and/or disposition.               Simulates and reproduces multiple 
error conditions for diagnostics and resolution of issues. Identifies any minor or major violations to the state's 
acceptable-use policy and recommend appropriate actions to supervisor.  Inspects advanced mobile and telephone 
devices to identify and resolve issues.  Performing Administrative Activities: Leads a hardware and software inventory 
team for the Agency, including change of location, updating and asset tagging.                       Maintains physical and 
electronic files to track software licensing, renewal and hardware warranties. Leads others to perform backup duties for 
databases and data stores used within the department. Maintains advanced permission controls (security, system 
access, building access, user admin). Leads records management efforts to plan and execute records disposition 
requests. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Leads the development of 
complex installation instructions for multiple hardware and software solutions for the agency.           Creates and 
maintains user manuals for proper use of software applications. Leads the creation of test scripts for software and 
applications adhering to testing requirements of the project with multiple users.Evaluating Information to Determine 
Compliance with Standards:  Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             
Evaluates and ensures various Service Level Agreement (SLA) compliance.            Evaluates network security standards, 
AUP, etc. and determines needs.         Ensures compliance with State contract for ordering hardware and software 
(procurement). Evaluates system specifications to ensure systems are written in compliance. Documenting/Recording 
Information:  Leads the effort to document the startup, backup, maintenance and daily operations activities associated 
with software and hardware.          Documents and maintains system configurations consisting of peripheral devices, 
communication lines, and user profiles.                                       Writes technical bid specifications which satisfy the 
agency's needs that are not on statewide contract.  Communicating with Persons Outside Organization:  Communicates 
effectively with outside vendors, while representing the state in a professional manner. Maintains a communication plan 
and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates appropriate inventory levels 
for agency's annual desktop replacement plan and monitor the resources needed to maintain proper levels.       
Estimates resource capacity, capabilities and requirements and makes recommendations based on findings. Determines 
time, material, and resources for an assigned task or project.  Training and Teaching Others:  Leads the development of 
training material and instruction to other technicians on specific system operations. Trains support staff and end-users 
in the installation and use of advanced hardware or software products.   Leads the effort to develop a technical training 
plan for the Agency training needs. Judging the Qualities of Things, Services, or People: Leads efforts to determine 
hardware usability (repair or replace) by detailed inspection when needed. Recognizes strength and abilities of staff.  
Getting Information:  Gathers requirements from end-users for developing requirements documentation for assigned 
projects. Requests modifications or enhancements for a current system or implementation of a proposed system. Uses 
various methods to lead efforts for the team in research from technical knowledge base and other resources. Becomes 
familiar with and adheres to acceptable-use policy.  Analyzing Data or Information: Leads the review of trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from many 
complex logs to determine and guide others to resolve issues. Leads others in analyzing system specs to ensure 
compliance with system requirements.      Predicts or forecasts consumption rates of resources to determine expansion 
or replenishment of products. Monitor Processes, Materials, or Surroundings:              Leads the review of multiple logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                        Monitors vendor 
contracts, software licensing, and warranties to verify compliance in these areas. Monitors advanced desktop hardware 
and software inventory to ensure the proper inventory levels are maintained. Communicating with Supervisors, Peers, 
or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting performance.           
Communicates on a regular basis with coworkers/team to share knowledge.              Communicates effectively in written 
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form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads and interprets state 
technology policies in order to communicate the meaning of them and leads others in this effort.       Conveys state 
technology policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized 
Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: Uses hand-
cart/dolly to move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs ladder to 
install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals              Knowledge of administrative procedures Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving             Equipment Maintenance Equipment Selection Installation 
Instructing Judgment and Decision Making Operations Analysis Quality Assurance (QA) Analysis Service Orientation 
Abilities:                    Extent Flexibility               Finger and Manual Dexterity                     Information Ordering                    
Oral and written comprehension & expression                 Problem Sensitivity                                               Static Strength 
(e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075553 - INFO RESOURCE SUPPORT SPEC 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5097 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 3 with the State of Tennessee  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems technical support work of advanced difficulty and 
lead work of average difficulty; and performs related work as required. Distinguishing Features:  This is the lead level 
class in the Info Resource Support Spec job series. An employee in this class is responsible for the daily operation of 
multi-user computer systems and leads a project team involved in the diagnosis and resolution of software and 
hardware problems for stand-alone microcomputer systems or other computer systems accessed by multiple users. The 
computer systems include microcomputers or minicomputers, as well as software and peripheral devices utilized by the 
mainframe. This class differs from Info Resource Support Spec 3 in that an incumbent of the latter works as part of a 
project team in the diagnosis and resolution of software and hardware problems for computer systems. This class differs 
from Info Resource Support Spec 5 in that an incumbent of the latter either oversees the justification for providing 
software and hardware products for state agencies or supervises the activities of employees from multiple project 
teams involved in the diagnosis and resolution of software and hardware problems for computer systems. 
 
Work Activities: 
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Repairing and Maintaining Electronic Equipment: Acts as a lead in the repair and maintenance of advanced equipment 
by assembling / disassembling equipment and identifying and replacing errant components.      Evaluates multiple 
hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc. 
Interacting With Computers:  Uses advanced multi user computer systems to enter data, utilize email and office 
productivity tools. Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with 
managers, peers, and the customer served. Identifying Objects, Actions, and Events:               Develops advanced test 
plans for quality assurance tasks for others to utilize. Develops inventory plans for the Agency team to follow. Identifies 
advanced software or hardware solution for others to resolve technical issues.  Inspecting Equipment, Structures, or 
Material:     Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling 
and disassembling equipment to determine usability and/or disposition.               Simulates and reproduces multiple 
error conditions for diagnostics and resolution of issues. Identifies any minor or major violations to the state's 
acceptable-use policy and recommend appropriate actions to supervisor.  Inspects advanced mobile and telephone 
devices to identify and resolve issues.  Performing Administrative Activities: Leads a hardware and software inventory 
team for the Agency, including change of location, updating and asset tagging.                       Maintains physical and 
electronic files to track software licensing, renewal and hardware warranties. Leads others to perform backup duties for 
databases and data stores used within the department. Maintains advanced permission controls (security, system 
access, building access, user admin). Leads records management efforts to plan and execute records disposition 
requests. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Leads the development of 
complex installation instructions for multiple hardware and software solutions for the agency.           Creates and 
maintains user manuals for proper use of software applications. Leads the creation of test scripts for software and 
applications adhering to testing requirements of the project with multiple users.Evaluating Information to Determine 
Compliance with Standards:  Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             
Evaluates and ensures various Service Level Agreement (SLA) compliance.            Evaluates network security standards, 
AUP, etc. and determines needs.         Ensures compliance with State contract for ordering hardware and software 
(procurement). Evaluates system specifications to ensure systems are written in compliance. Documenting/Recording 
Information:  Leads the effort to document the startup, backup, maintenance and daily operations activities associated 
with software and hardware.          Documents and maintains system configurations consisting of peripheral devices, 
communication lines, and user profiles.                                       Writes technical bid specifications which satisfy the 
agency's needs that are not on statewide contract.  Communicating with Persons Outside Organization:  Communicates 
effectively with outside vendors, while representing the state in a professional manner. Maintains a communication plan 
and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates appropriate inventory levels 
for agency's annual desktop replacement plan and monitor the resources needed to maintain proper levels.       
Estimates resource capacity, capabilities and requirements and makes recommendations based on findings. Determines 
time, material, and resources for an assigned task or project.  Training and Teaching Others:  Leads the development of 
training material and instruction to other technicians on specific system operations. Trains support staff and end-users 
in the installation and use of advanced hardware or software products.   Leads the effort to develop a technical training 
plan for the Agency training needs. Judging the Qualities of Things, Services, or People: Leads efforts to determine 
hardware usability (repair or replace) by detailed inspection when needed. Recognizes strength and abilities of staff.  
Getting Information:  Gathers requirements from end-users for developing requirements documentation for assigned 
projects. Requests modifications or enhancements for a current system or implementation of a proposed system. Uses 
various methods to lead efforts for the team in research from technical knowledge base and other resources. Becomes 
familiar with and adheres to acceptable-use policy.  Analyzing Data or Information: Leads the review of trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from many 
complex logs to determine and guide others to resolve issues. Leads others in analyzing system specs to ensure 
compliance with system requirements.      Predicts or forecasts consumption rates of resources to determine expansion 
or replenishment of products. Monitor Processes, Materials, or Surroundings:              Leads the review of multiple logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                        Monitors vendor 
contracts, software licensing, and warranties to verify compliance in these areas. Monitors advanced desktop hardware 
and software inventory to ensure the proper inventory levels are maintained. Communicating with Supervisors, Peers, 
or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting performance.           
Communicates on a regular basis with coworkers/team to share knowledge.              Communicates effectively in written 
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form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads and interprets state 
technology policies in order to communicate the meaning of them and leads others in this effort.       Conveys state 
technology policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized 
Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: Uses hand-
cart/dolly to move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs ladder to 
install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals              Knowledge of administrative procedures Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving             Equipment Maintenance Equipment Selection Installation 
Instructing Judgment and Decision Making Operations Analysis Quality Assurance (QA) Analysis Service Orientation 
Abilities:                    Extent Flexibility               Finger and Manual Dexterity                     Information Ordering                    
Oral and written comprehension & expression                 Problem Sensitivity                                               Static Strength 
(e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075553 - INFO RESOURCE SUPPORT SPEC 4 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  5098 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 3 with the State of Tennessee  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems technical support work of advanced difficulty and 
lead work of average difficulty; and performs related work as required. Distinguishing Features:  This is the lead level 
class in the Info Resource Support Spec job series. An employee in this class is responsible for the daily operation of 
multi-user computer systems and leads a project team involved in the diagnosis and resolution of software and 
hardware problems for stand-alone microcomputer systems or other computer systems accessed by multiple users. The 
computer systems include microcomputers or minicomputers, as well as software and peripheral devices utilized by the 
mainframe. This class differs from Info Resource Support Spec 3 in that an incumbent of the latter works as part of a 
project team in the diagnosis and resolution of software and hardware problems for computer systems. This class differs 
from Info Resource Support Spec 5 in that an incumbent of the latter either oversees the justification for providing 
software and hardware products for state agencies or supervises the activities of employees from multiple project 
teams involved in the diagnosis and resolution of software and hardware problems for computer systems. 
 
Work Activities: 
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Repairing and Maintaining Electronic Equipment: Acts as a lead in the repair and maintenance of advanced equipment 
by assembling / disassembling equipment and identifying and replacing errant components.      Evaluates multiple 
hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc. 
Interacting With Computers:  Uses advanced multi user computer systems to enter data, utilize email and office 
productivity tools. Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with 
managers, peers, and the customer served. Identifying Objects, Actions, and Events:               Develops advanced test 
plans for quality assurance tasks for others to utilize. Develops inventory plans for the Agency team to follow. Identifies 
advanced software or hardware solution for others to resolve technical issues.  Inspecting Equipment, Structures, or 
Material:     Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling 
and disassembling equipment to determine usability and/or disposition.               Simulates and reproduces multiple 
error conditions for diagnostics and resolution of issues. Identifies any minor or major violations to the state's 
acceptable-use policy and recommend appropriate actions to supervisor.  Inspects advanced mobile and telephone 
devices to identify and resolve issues.  Performing Administrative Activities: Leads a hardware and software inventory 
team for the Agency, including change of location, updating and asset tagging.                       Maintains physical and 
electronic files to track software licensing, renewal and hardware warranties. Leads others to perform backup duties for 
databases and data stores used within the department. Maintains advanced permission controls (security, system 
access, building access, user admin). Leads records management efforts to plan and execute records disposition 
requests. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Leads the development of 
complex installation instructions for multiple hardware and software solutions for the agency.           Creates and 
maintains user manuals for proper use of software applications. Leads the creation of test scripts for software and 
applications adhering to testing requirements of the project with multiple users.Evaluating Information to Determine 
Compliance with Standards:  Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             
Evaluates and ensures various Service Level Agreement (SLA) compliance.            Evaluates network security standards, 
AUP, etc. and determines needs.         Ensures compliance with State contract for ordering hardware and software 
(procurement). Evaluates system specifications to ensure systems are written in compliance. Documenting/Recording 
Information:  Leads the effort to document the startup, backup, maintenance and daily operations activities associated 
with software and hardware.          Documents and maintains system configurations consisting of peripheral devices, 
communication lines, and user profiles.                                       Writes technical bid specifications which satisfy the 
agency's needs that are not on statewide contract.  Communicating with Persons Outside Organization:  Communicates 
effectively with outside vendors, while representing the state in a professional manner. Maintains a communication plan 
and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates appropriate inventory levels 
for agency's annual desktop replacement plan and monitor the resources needed to maintain proper levels.       
Estimates resource capacity, capabilities and requirements and makes recommendations based on findings. Determines 
time, material, and resources for an assigned task or project.  Training and Teaching Others:  Leads the development of 
training material and instruction to other technicians on specific system operations. Trains support staff and end-users 
in the installation and use of advanced hardware or software products.   Leads the effort to develop a technical training 
plan for the Agency training needs. Judging the Qualities of Things, Services, or People: Leads efforts to determine 
hardware usability (repair or replace) by detailed inspection when needed. Recognizes strength and abilities of staff.  
Getting Information:  Gathers requirements from end-users for developing requirements documentation for assigned 
projects. Requests modifications or enhancements for a current system or implementation of a proposed system. Uses 
various methods to lead efforts for the team in research from technical knowledge base and other resources. Becomes 
familiar with and adheres to acceptable-use policy.  Analyzing Data or Information: Leads the review of trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from many 
complex logs to determine and guide others to resolve issues. Leads others in analyzing system specs to ensure 
compliance with system requirements.      Predicts or forecasts consumption rates of resources to determine expansion 
or replenishment of products. Monitor Processes, Materials, or Surroundings:              Leads the review of multiple logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                        Monitors vendor 
contracts, software licensing, and warranties to verify compliance in these areas. Monitors advanced desktop hardware 
and software inventory to ensure the proper inventory levels are maintained. Communicating with Supervisors, Peers, 
or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting performance.           
Communicates on a regular basis with coworkers/team to share knowledge.              Communicates effectively in written 
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form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads and interprets state 
technology policies in order to communicate the meaning of them and leads others in this effort.       Conveys state 
technology policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized 
Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: Uses hand-
cart/dolly to move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs ladder to 
install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals              Knowledge of administrative procedures Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving             Equipment Maintenance Equipment Selection Installation 
Instructing Judgment and Decision Making Operations Analysis Quality Assurance (QA) Analysis Service Orientation 
Abilities:                    Extent Flexibility               Finger and Manual Dexterity                     Information Ordering                    
Oral and written comprehension & expression                 Problem Sensitivity                                               Static Strength 
(e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075553 - INFO RESOURCE SUPPORT SPEC 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  5099 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 3 with the State of Tennessee  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems technical support work of advanced difficulty and 
lead work of average difficulty; and performs related work as required. Distinguishing Features:  This is the lead level 
class in the Info Resource Support Spec job series. An employee in this class is responsible for the daily operation of 
multi-user computer systems and leads a project team involved in the diagnosis and resolution of software and 
hardware problems for stand-alone microcomputer systems or other computer systems accessed by multiple users. The 
computer systems include microcomputers or minicomputers, as well as software and peripheral devices utilized by the 
mainframe. This class differs from Info Resource Support Spec 3 in that an incumbent of the latter works as part of a 
project team in the diagnosis and resolution of software and hardware problems for computer systems. This class differs 
from Info Resource Support Spec 5 in that an incumbent of the latter either oversees the justification for providing 
software and hardware products for state agencies or supervises the activities of employees from multiple project 
teams involved in the diagnosis and resolution of software and hardware problems for computer systems. 
 
Work Activities: 
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Repairing and Maintaining Electronic Equipment: Acts as a lead in the repair and maintenance of advanced equipment 
by assembling / disassembling equipment and identifying and replacing errant components.      Evaluates multiple 
hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc. 
Interacting With Computers:  Uses advanced multi user computer systems to enter data, utilize email and office 
productivity tools. Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with 
managers, peers, and the customer served. Identifying Objects, Actions, and Events:               Develops advanced test 
plans for quality assurance tasks for others to utilize. Develops inventory plans for the Agency team to follow. Identifies 
advanced software or hardware solution for others to resolve technical issues.  Inspecting Equipment, Structures, or 
Material:     Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling 
and disassembling equipment to determine usability and/or disposition.               Simulates and reproduces multiple 
error conditions for diagnostics and resolution of issues. Identifies any minor or major violations to the state's 
acceptable-use policy and recommend appropriate actions to supervisor.  Inspects advanced mobile and telephone 
devices to identify and resolve issues.  Performing Administrative Activities: Leads a hardware and software inventory 
team for the Agency, including change of location, updating and asset tagging.                       Maintains physical and 
electronic files to track software licensing, renewal and hardware warranties. Leads others to perform backup duties for 
databases and data stores used within the department. Maintains advanced permission controls (security, system 
access, building access, user admin). Leads records management efforts to plan and execute records disposition 
requests. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Leads the development of 
complex installation instructions for multiple hardware and software solutions for the agency.           Creates and 
maintains user manuals for proper use of software applications. Leads the creation of test scripts for software and 
applications adhering to testing requirements of the project with multiple users.Evaluating Information to Determine 
Compliance with Standards:  Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             
Evaluates and ensures various Service Level Agreement (SLA) compliance.            Evaluates network security standards, 
AUP, etc. and determines needs.         Ensures compliance with State contract for ordering hardware and software 
(procurement). Evaluates system specifications to ensure systems are written in compliance. Documenting/Recording 
Information:  Leads the effort to document the startup, backup, maintenance and daily operations activities associated 
with software and hardware.          Documents and maintains system configurations consisting of peripheral devices, 
communication lines, and user profiles.                                       Writes technical bid specifications which satisfy the 
agency's needs that are not on statewide contract.  Communicating with Persons Outside Organization:  Communicates 
effectively with outside vendors, while representing the state in a professional manner. Maintains a communication plan 
and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates appropriate inventory levels 
for agency's annual desktop replacement plan and monitor the resources needed to maintain proper levels.       
Estimates resource capacity, capabilities and requirements and makes recommendations based on findings. Determines 
time, material, and resources for an assigned task or project.  Training and Teaching Others:  Leads the development of 
training material and instruction to other technicians on specific system operations. Trains support staff and end-users 
in the installation and use of advanced hardware or software products.   Leads the effort to develop a technical training 
plan for the Agency training needs. Judging the Qualities of Things, Services, or People: Leads efforts to determine 
hardware usability (repair or replace) by detailed inspection when needed. Recognizes strength and abilities of staff.  
Getting Information:  Gathers requirements from end-users for developing requirements documentation for assigned 
projects. Requests modifications or enhancements for a current system or implementation of a proposed system. Uses 
various methods to lead efforts for the team in research from technical knowledge base and other resources. Becomes 
familiar with and adheres to acceptable-use policy.  Analyzing Data or Information: Leads the review of trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from many 
complex logs to determine and guide others to resolve issues. Leads others in analyzing system specs to ensure 
compliance with system requirements.      Predicts or forecasts consumption rates of resources to determine expansion 
or replenishment of products. Monitor Processes, Materials, or Surroundings:              Leads the review of multiple logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                        Monitors vendor 
contracts, software licensing, and warranties to verify compliance in these areas. Monitors advanced desktop hardware 
and software inventory to ensure the proper inventory levels are maintained. Communicating with Supervisors, Peers, 
or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting performance.           
Communicates on a regular basis with coworkers/team to share knowledge.              Communicates effectively in written 
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form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads and interprets state 
technology policies in order to communicate the meaning of them and leads others in this effort.       Conveys state 
technology policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized 
Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: Uses hand-
cart/dolly to move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs ladder to 
install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals              Knowledge of administrative procedures Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving             Equipment Maintenance Equipment Selection Installation 
Instructing Judgment and Decision Making Operations Analysis Quality Assurance (QA) Analysis Service Orientation 
Abilities:                    Extent Flexibility               Finger and Manual Dexterity                     Information Ordering                    
Oral and written comprehension & expression                 Problem Sensitivity                                               Static Strength 
(e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075553 - INFO RESOURCE SUPPORT SPEC 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  5100 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the maintenance of 
computer hardware, or the correction of other related system operations problems for computer system hardware or 
software; or (2) the strategic planning of hardware or software components; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems. OR Substitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems computer and information systems, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. OR Substitution of Experience for the Specific 
Associate's Degree: Experience in one of the following areas may substitute for the specific Associate's degree on a year-
for-year basis to a maximum of two years: (1) the resolution of data manipulation errors, the maintenance of computer 
hardware, or the correction of other system operation problems related to computer system hardware or software; or 
(2) the strategic planning of hardware of software systems components for computer or information systems; or (3) 
applications programming, or (4) the systematic analysis of user and systems requirements for computer or information 
systems; or (5) the training or instruction of individuals in systems analysis, applications programming, or proper 
utilization and implementation of hardware or software systems components within computer or information systems. 
OR Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.). OR One year of experience as an Info Resource Support Spec 3 with the State of Tennessee  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems technical support work of advanced difficulty and 
lead work of average difficulty; and performs related work as required. Distinguishing Features:  This is the lead level 
class in the Info Resource Support Spec job series. An employee in this class is responsible for the daily operation of 
multi-user computer systems and leads a project team involved in the diagnosis and resolution of software and 
hardware problems for stand-alone microcomputer systems or other computer systems accessed by multiple users. The 
computer systems include microcomputers or minicomputers, as well as software and peripheral devices utilized by the 
mainframe. This class differs from Info Resource Support Spec 3 in that an incumbent of the latter works as part of a 
project team in the diagnosis and resolution of software and hardware problems for computer systems. This class differs 
from Info Resource Support Spec 5 in that an incumbent of the latter either oversees the justification for providing 
software and hardware products for state agencies or supervises the activities of employees from multiple project 
teams involved in the diagnosis and resolution of software and hardware problems for computer systems. 
 
Work Activities: 
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Repairing and Maintaining Electronic Equipment: Acts as a lead in the repair and maintenance of advanced equipment 
by assembling / disassembling equipment and identifying and replacing errant components.      Evaluates multiple 
hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, etc. 
Interacting With Computers:  Uses advanced multi user computer systems to enter data, utilize email and office 
productivity tools. Establishing and Maintaining Interpersonal Relationships:  Maintains good working relationship with 
managers, peers, and the customer served. Identifying Objects, Actions, and Events:               Develops advanced test 
plans for quality assurance tasks for others to utilize. Develops inventory plans for the Agency team to follow. Identifies 
advanced software or hardware solution for others to resolve technical issues.  Inspecting Equipment, Structures, or 
Material:     Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling 
and disassembling equipment to determine usability and/or disposition.               Simulates and reproduces multiple 
error conditions for diagnostics and resolution of issues. Identifies any minor or major violations to the state's 
acceptable-use policy and recommend appropriate actions to supervisor.  Inspects advanced mobile and telephone 
devices to identify and resolve issues.  Performing Administrative Activities: Leads a hardware and software inventory 
team for the Agency, including change of location, updating and asset tagging.                       Maintains physical and 
electronic files to track software licensing, renewal and hardware warranties. Leads others to perform backup duties for 
databases and data stores used within the department. Maintains advanced permission controls (security, system 
access, building access, user admin). Leads records management efforts to plan and execute records disposition 
requests. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Leads the development of 
complex installation instructions for multiple hardware and software solutions for the agency.           Creates and 
maintains user manuals for proper use of software applications. Leads the creation of test scripts for software and 
applications adhering to testing requirements of the project with multiple users.Evaluating Information to Determine 
Compliance with Standards:  Evaluates compliance with Agency, State, and Federal laws, guidelines, etc.             
Evaluates and ensures various Service Level Agreement (SLA) compliance.            Evaluates network security standards, 
AUP, etc. and determines needs.         Ensures compliance with State contract for ordering hardware and software 
(procurement). Evaluates system specifications to ensure systems are written in compliance. Documenting/Recording 
Information:  Leads the effort to document the startup, backup, maintenance and daily operations activities associated 
with software and hardware.          Documents and maintains system configurations consisting of peripheral devices, 
communication lines, and user profiles.                                       Writes technical bid specifications which satisfy the 
agency's needs that are not on statewide contract.  Communicating with Persons Outside Organization:  Communicates 
effectively with outside vendors, while representing the state in a professional manner. Maintains a communication plan 
and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates appropriate inventory levels 
for agency's annual desktop replacement plan and monitor the resources needed to maintain proper levels.       
Estimates resource capacity, capabilities and requirements and makes recommendations based on findings. Determines 
time, material, and resources for an assigned task or project.  Training and Teaching Others:  Leads the development of 
training material and instruction to other technicians on specific system operations. Trains support staff and end-users 
in the installation and use of advanced hardware or software products.   Leads the effort to develop a technical training 
plan for the Agency training needs. Judging the Qualities of Things, Services, or People: Leads efforts to determine 
hardware usability (repair or replace) by detailed inspection when needed. Recognizes strength and abilities of staff.  
Getting Information:  Gathers requirements from end-users for developing requirements documentation for assigned 
projects. Requests modifications or enhancements for a current system or implementation of a proposed system. Uses 
various methods to lead efforts for the team in research from technical knowledge base and other resources. Becomes 
familiar with and adheres to acceptable-use policy.  Analyzing Data or Information: Leads the review of trends and 
patterns in trouble tickets to identify trouble areas and makes suggestions to improve. Analyzes data from many 
complex logs to determine and guide others to resolve issues. Leads others in analyzing system specs to ensure 
compliance with system requirements.      Predicts or forecasts consumption rates of resources to determine expansion 
or replenishment of products. Monitor Processes, Materials, or Surroundings:              Leads the review of multiple logs 
(security, users, performance, etc.) and monitors system activity based on review of data.                        Monitors vendor 
contracts, software licensing, and warranties to verify compliance in these areas. Monitors advanced desktop hardware 
and software inventory to ensure the proper inventory levels are maintained. Communicating with Supervisors, Peers, 
or Subordinates:  Communicates effectively by keeping supervisor informed of issues affecting performance.           
Communicates on a regular basis with coworkers/team to share knowledge.              Communicates effectively in written 
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form, by email, by phone or in person. Interpreting the Meaning of Information for Others: Reads and interprets state 
technology policies in order to communicate the meaning of them and leads others in this effort.       Conveys state 
technology policies to end-users in the appropriate format based on the recipient. Operating Vehicles, Mechanized 
Devices, or Equipment: Operates assigned vehicles within agency policy. Handling and Moving Objects: Uses hand-
cart/dolly to move heavy equipment as needed.    Crawls under desks to install computer systems.        Climbs ladder to 
install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business AcumenKnowledge: Advanced knowledge of computer hardware, 
software and related peripherals              Knowledge of administrative procedures Knowledge of telecommunication 
operation, systems and devicesSkills: Active Learning and Listening Advanced Programming Advanced Repairing                      
Advanced Troubleshooting Complex Problem Solving             Equipment Maintenance Equipment Selection Installation 
Instructing Judgment and Decision Making Operations Analysis Quality Assurance (QA) Analysis Service Orientation 
Abilities:                    Extent Flexibility               Finger and Manual Dexterity                     Information Ordering                    
Oral and written comprehension & expression                 Problem Sensitivity                                               Static Strength 
(e.g., ability to lift/move up to 50 pounds)             Technical Design 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075554 - INFO RESOURCE SUPPORT SPEC 5 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  5103 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the technical 
maintenance of computer hardware, or the correction of related system operations problems for computer system 
hardware or software; or (2) the strategic planning of hardware or software systems components for computer or 
information systems; or (3) applications programming, or (4) the systematic analysis of user and systems requirements 
for computer or information systems; or (5) the training or instruction of individuals in systems analysis, applications 
programming, or proper utilization of hardware or software systems components within computer or information 
systems. NON-SUBSTITUTABLE EXPERIENCE:   One year of the above listed experience must include (1) the strategic 
planning for the utilization of software or hardware components for mainframe computer, minicomputer, or 
microcomputer applications or (2) the diagnosis and resolution of software or hardware problems for multiple users of 
computer and information systems. ORSubstitution of a Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate's degree in business data processing (e.g., 
business data programming, business systems analysis, or computer accounting), management information systems 
computer and information systems, computer servicing technologies, or other related field may substitute for the 
required bachelor's degree. OR Substitution of Experience for the Specific Associate's Degree: Experience in one of the 
following areas may substitute for the specific Associate's degree on a year-for-year basis to a maximum of two years: 
(1) the resolution of data manipulation errors, the maintenance of computer hardware, or the correction of other 
system operation problems related to computer system hardware or software; or (2) the strategic planning of hardware 
of software systems components for computer or information systems; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems.  Substitution of Graduate 
Coursework for the Required Experience:  Any graduate coursework in management information systems, business data 
processing, business systems analysis, computer and information systems, or computer accounting may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience). OR One year of experience as an 
Info Resource Support Spec 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:   Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the highest level class in the Info Resource 
Support Spec series.  An employee in this class will supervise and/or oversee the technical justification for procuring 
computer hardware and software for state agencies as well as supervise the activities of employees from multiple 
project teams engaged in the diagnosis and resolution of software or hardware problems for standalone 
microcomputers, mobile computing devices, telephone, media, or other information computer systems and/or 
communications systems accessed by multiple users. The computer systems include microcomputers, mobile computing 
devices, smart phones, or minicomputers, as well as software and peripheral devices utilized by the mainframe. This 
class differs from Info Resource Support Spec 4 in that an incumbent of the latter leads a project team. 
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Work Activities: 
Repairing and Maintaining Electronic Equipment:  Oversees staff in the repair and maintenance of advanced equipment 
by assembling/disassembling equipment and identifying and replacing errant components.          Leads staff in evaluating 
multiple hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, 
etc.      Interacting With Computers:  Maintains expertise in the use of advanced multi user computer systems to enter 
data and utilize email and office productivity tools.        Establishing and Maintaining Interpersonal Relationships:  
Maintains positive supervisory skills used in the working relationships with managers, peers, and the customer served. 
Identifying Objects, Actions, and Events:               Leads the development of advanced test plans for quality assurance 
tasks for others to utilize. Leads the development of inventory plans for the Agency team to follow. Identifies advanced 
software or hardware solution for others to resolve technical issues.     Inspecting Equipment, Structures, or Material:     
Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling and 
disassembling equipment to determine usability and/or disposition.         Leads the efforts in identifying any minor or 
major violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.     Oversees 
inspection of advanced mobile and telephone devices to identify and resolve issues. Performing Administrative 
Activities: Supervises a hardware and software inventory team for the Agency including change of location, updating and 
asset tagging.                     Oversees maintenance of physical and electronic files to track software licensing, renewal and 
hardware warranties. Supervises staff to perform backup duties for databases and data stores used within the 
department.      Oversees maintenance in advanced permission controls - security, system access, building access, user 
admin. Supervises records management efforts to plan and execute records disposition requests.               Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Oversees the development of complex installation 
instructions for multiple hardware and software solutions for the agency.          Supervises the creation and 
implementation of test scripts for software and applications adhering to testing requirements of the project with 
multiple users.       Evaluating Information to Determine Compliance with Standards:  Evaluates compliance with Agency, 
State, and Federal laws, guidelines, etc.                    Evaluates and ensures various Service Level Agreement (SLA) 
compliance. Evaluates network security standards, AUP, etc. and determines needs.    Ensures compliance with State 
contract for ordering hardware and software (procurement). Evaluates system specifications to ensure systems are 
written in compliance. Documenting/Recording Information:  Develops and oversees implementation of procedures to 
document the startup, backup, maintenance and daily operations activities associated with software and hardware.          
Oversees documentation and maintenance of system configurations consisting of peripheral devices, communication 
lines, and user profiles.                                             Writes technical bid specifications which satisfy the agency's needs that 
are not on statewide contract. Communicating with Persons Outside the Organization:  Communicates effectively with 
outside vendors representing the state in a professional manner. Develops a communication plan and executes the plan 
to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.       Estimating the 
Quantifiable Characteristics of Products, Events, or Information:  Defines appropriate inventory levels for agency's 
annual desktop replacement plan and monitors the resources needed to maintain proper levels.     Projects resource 
capacity, capabilities and requirements and makes recommendations based on findings. Determines time, material, and 
resources for an assigned task or project.      Training and Teaching Others:  Oversees the development and delivery of 
training material and instruction to other technicians on specific system operations. Trains lead support staff and end 
users in the installation and use of advanced hardware or software products.  Develops and leads implementation of a 
technical training plan for the Agency training needs.       Judging the Qualities of Things, Services, or People: Leads 
efforts to determine hardware usability (repair or replace) by detailed inspection when needed.    Recognizes strength 
and abilities of staff.     Getting Information:  Oversees gathering of information from end users for developing 
requirements documentation for assigned projects. Requests modifications or enhancements for a current system or 
implementation of a proposed system. Supervises team in using various methods for researching from technical 
knowledge base and other technical resources. Maintains expertise and adherence to Acceptable-Use Policy.     
Analyzing Data or Information: Oversees the review of trends and patterns in trouble tickets to identify trouble areas 
and makes suggestions to improve. Leads others in analyzing system specs to ensure compliance with system 
requirements.   Projects or forecasts consumption rates of resources to determine expansion or replenishment of 
products.         Monitor Processes, Materials, or Surroundings:              Manages the review of multiple logs (security, 
users, performance, etc.) and monitors system activity based on review of data.                                  Oversees monitoring 
of vendor contracts, software licensing, and warranties to verify compliance in these areas. Communicating with 
Supervisors, Peers, or Subordinates:  Communicates effectively by keeping upper management informed of issues 
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affecting performance. Communicates on a regular basis with coworkers/team to share knowledge.                      
Communicates effectively in written form, by email, by phone or in person.       Interpreting the Meaning of Information 
for Others: Reads and interprets state technology policies in order to communicate the meaning of them and lead 
others in this effort. Ensures staff can convey state technology policies to end-users in the appropriate format based on 
the recipient.         Operating Vehicles, Mechanized Devices, or Equipment: Operates assigned vehicles within agency 
policy.Handling and Moving Objects:      Uses hand-cart/dolly to move heavy equipment as needed.   Crawls under desks 
to install computer systems.       Climbs ladder to install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business Acumen Directing OthersKnowledge: Advanced knowledge and 
leadership of others with computer hardware, software and related peripherals Advanced knowledge of administrative 
procedures Advanced knowledge of telecommunication operation, systems and devices Advanced programming                     
Skills: Advanced Judgment and Decision Making               Advanced Troubleshooting               Equipment Selection Expert 
in Service Orientation             Installation Instructing                 Lead in Quality Assurance (QA) Analysis                Lead in 
Technical Design                                           Lead other in active learning and listening Lead others in repairing equipment              
Lead with equipment maintenance Leader with complex problem solving Operations Analysis  Abilities: Advanced oral 
and written comprehension & expression                Extent Flexibility                   Finger and Manual Dexterity             
Problem Sensitivity Static Strength (e.g., ability to lift/move up to 50 pounds) 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075554 - INFO RESOURCE SUPPORT SPEC 5 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  5104 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in any one of the following areas: (1) the resolution of data manipulation errors, the technical 
maintenance of computer hardware, or the correction of related system operations problems for computer system 
hardware or software; or (2) the strategic planning of hardware or software systems components for computer or 
information systems; or (3) applications programming, or (4) the systematic analysis of user and systems requirements 
for computer or information systems; or (5) the training or instruction of individuals in systems analysis, applications 
programming, or proper utilization of hardware or software systems components within computer or information 
systems. NON-SUBSTITUTABLE EXPERIENCE:   One year of the above listed experience must include (1) the strategic 
planning for the utilization of software or hardware components for mainframe computer, minicomputer, or 
microcomputer applications or (2) the diagnosis and resolution of software or hardware problems for multiple users of 
computer and information systems. ORSubstitution of a Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate's degree in business data processing (e.g., 
business data programming, business systems analysis, or computer accounting), management information systems 
computer and information systems, computer servicing technologies, or other related field may substitute for the 
required bachelor's degree. OR Substitution of Experience for the Specific Associate's Degree: Experience in one of the 
following areas may substitute for the specific Associate's degree on a year-for-year basis to a maximum of two years: 
(1) the resolution of data manipulation errors, the maintenance of computer hardware, or the correction of other 
system operation problems related to computer system hardware or software; or (2) the strategic planning of hardware 
of software systems components for computer or information systems; or (3) applications programming, or (4) the 
systematic analysis of user and systems requirements for computer or information systems; or (5) the training or 
instruction of individuals in systems analysis, applications programming, or proper utilization and implementation of 
hardware or software systems components within computer or information systems.  Substitution of Graduate 
Coursework for the Required Experience:  Any graduate coursework in management information systems, business data 
processing, business systems analysis, computer and information systems, or computer accounting may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience). OR One year of experience as an 
Info Resource Support Spec 4 with the State of Tennessee. 
 
Other Requirements: 
/Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs information systems technical support work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the highest level class in the Info Resource 
Support Spec series.  An employee in this class will supervise and/or oversee the technical justification for procuring 
computer hardware and software for state agencies as well as supervise the activities of employees from multiple 
project teams engaged in the diagnosis and resolution of software or hardware problems for standalone 
microcomputers, mobile computing devices, telephone, media, or other information computer systems and/or 
communications systems accessed by multiple users. The computer systems include microcomputers, mobile computing 
devices, smart phones, or minicomputers, as well as software and peripheral devices utilized by the mainframe. This 
class differs from Info Resource Support Spec 4 in that an incumbent of the latter leads a project team. 
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Work Activities: 
Repairing and Maintaining Electronic Equipment:  Oversees staff in the repair and maintenance of advanced equipment 
by assembling/disassembling equipment and identifying and replacing errant components.          Leads staff in evaluating 
multiple hardware instances for the need to enhance/upgrade components in equipment including memory, hard drive, 
etc.      Interacting With Computers:  Maintains expertise in the use of advanced multi user computer systems to enter 
data and utilize email and office productivity tools.        Establishing and Maintaining Interpersonal Relationships:  
Maintains positive supervisory skills used in the working relationships with managers, peers, and the customer served. 
Identifying Objects, Actions, and Events:               Leads the development of advanced test plans for quality assurance 
tasks for others to utilize. Leads the development of inventory plans for the Agency team to follow. Identifies advanced 
software or hardware solution for others to resolve technical issues.     Inspecting Equipment, Structures, or Material:     
Leads advanced hardware diagnostic efforts via hands-on inspection or diagnostic software by assembling and 
disassembling equipment to determine usability and/or disposition.         Leads the efforts in identifying any minor or 
major violations to the state's acceptable-use policy and recommends appropriate actions to supervisor.     Oversees 
inspection of advanced mobile and telephone devices to identify and resolve issues. Performing Administrative 
Activities: Supervises a hardware and software inventory team for the Agency including change of location, updating and 
asset tagging.                     Oversees maintenance of physical and electronic files to track software licensing, renewal and 
hardware warranties. Supervises staff to perform backup duties for databases and data stores used within the 
department.      Oversees maintenance in advanced permission controls - security, system access, building access, user 
admin. Supervises records management efforts to plan and execute records disposition requests.               Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Oversees the development of complex installation 
instructions for multiple hardware and software solutions for the agency.          Supervises the creation and 
implementation of test scripts for software and applications adhering to testing requirements of the project with 
multiple users.       Evaluating Information to Determine Compliance with Standards:  Evaluates compliance with Agency, 
State, and Federal laws, guidelines, etc.                    Evaluates and ensures various Service Level Agreement (SLA) 
compliance. Evaluates network security standards, AUP, etc. and determines needs.    Ensures compliance with State 
contract for ordering hardware and software (procurement). Evaluates system specifications to ensure systems are 
written in compliance. Documenting/Recording Information:  Develops and oversees implementation of procedures to 
document the startup, backup, maintenance and daily operations activities associated with software and hardware.          
Oversees documentation and maintenance of system configurations consisting of peripheral devices, communication 
lines, and user profiles.                                             Writes technical bid specifications which satisfy the agency's needs that 
are not on statewide contract. Communicating with Persons Outside the Organization:  Communicates effectively with 
outside vendors representing the state in a professional manner. Develops a communication plan and executes the plan 
to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.       Estimating the 
Quantifiable Characteristics of Products, Events, or Information:  Defines appropriate inventory levels for agency's 
annual desktop replacement plan and monitors the resources needed to maintain proper levels.     Projects resource 
capacity, capabilities and requirements and makes recommendations based on findings. Determines time, material, and 
resources for an assigned task or project.      Training and Teaching Others:  Oversees the development and delivery of 
training material and instruction to other technicians on specific system operations. Trains lead support staff and end 
users in the installation and use of advanced hardware or software products.  Develops and leads implementation of a 
technical training plan for the Agency training needs.       Judging the Qualities of Things, Services, or People: Leads 
efforts to determine hardware usability (repair or replace) by detailed inspection when needed.    Recognizes strength 
and abilities of staff.     Getting Information:  Oversees gathering of information from end users for developing 
requirements documentation for assigned projects. Requests modifications or enhancements for a current system or 
implementation of a proposed system. Supervises team in using various methods for researching from technical 
knowledge base and other technical resources. Maintains expertise and adherence to Acceptable-Use Policy.     
Analyzing Data or Information: Oversees the review of trends and patterns in trouble tickets to identify trouble areas 
and makes suggestions to improve. Leads others in analyzing system specs to ensure compliance with system 
requirements.   Projects or forecasts consumption rates of resources to determine expansion or replenishment of 
products.         Monitor Processes, Materials, or Surroundings:              Manages the review of multiple logs (security, 
users, performance, etc.) and monitors system activity based on review of data.                                  Oversees monitoring 
of vendor contracts, software licensing, and warranties to verify compliance in these areas. Communicating with 
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Supervisors, Peers, or Subordinates:  Communicates effectively by keeping upper management informed of issues 
affecting performance. Communicates on a regular basis with coworkers/team to share knowledge.                      
Communicates effectively in written form, by email, by phone or in person.       Interpreting the Meaning of Information 
for Others: Reads and interprets state technology policies in order to communicate the meaning of them and lead 
others in this effort. Ensures staff can convey state technology policies to end-users in the appropriate format based on 
the recipient.         Operating Vehicles, Mechanized Devices, or Equipment: Operates assigned vehicles within agency 
policy.Handling and Moving Objects:      Uses hand-cart/dolly to move heavy equipment as needed.   Crawls under desks 
to install computer systems.       Climbs ladder to install computer components. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Dealing with Ambiguity Functional / Technical Competency Technical Learning Patience 
Listening Customer Focus Action Oriented Business Acumen Directing OthersKnowledge: Advanced knowledge and 
leadership of others with computer hardware, software and related peripherals Advanced knowledge of administrative 
procedures Advanced knowledge of telecommunication operation, systems and devices Advanced programming                     
Skills: Advanced Judgment and Decision Making               Advanced Troubleshooting               Equipment Selection Expert 
in Service Orientation             Installation Instructing                 Lead in Quality Assurance (QA) Analysis                Lead in 
Technical Design                                           Lead other in active learning and listening Lead others in repairing equipment              
Lead with equipment maintenance Leader with complex problem solving Operations Analysis  Abilities: Advanced oral 
and written comprehension & expression                Extent Flexibility                   Finger and Manual Dexterity             
Problem Sensitivity Static Strength (e.g., ability to lift/move up to 50 pounds) 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Servers Kiosks Cameras Bar Code Scanners Mobile 
Devices Macintosh Motor Vehicles Security Systems 
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075623 - INFO SECURITY ANALYST-JR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4998 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of experience in 1) information security program design and implementation, or 2) information 
security risk analysis and mitigation, or 3) information security policy, standards and procedures creation and 
implementation. Substitution of Graduate Course Work for Experience: Additional qualifying graduate course work in 
information security may substitute for the required experience, on a year-for-year basis, to a maximum of one year 
(e.g. 36 graduate quarters hours in information security may substitute for one year for the required experience) 
Substitution of Experience for Education: Qualifying experience in one or a combination of the following area may 
substitute for the required education, on a year-for-year basis, to a maximum of four years: 1) information security 
program design and implementation, or 2) information security risk analysis and mitigation, or 3) information security 
policy, standards and procedures creation and implementation, or 4) computer security incident response. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service Positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supporting information security efforts regarding information security risk 
assessment and mitigation, information security policy promulgation and compliance, security awareness training work 
of average difficulty and performs related work as required. Distinguishing Features: An employee in this class 
participates in the security program for an agency. Work involves security policy promulgation, risk analysis, safeguard 
and compliance efforts, and incident response. This class differs from that of Information Security Analyst-Senior in that 
incumbents of the latter are responsible for directing and leading security policy promulgation, risk analysis, safeguard 
and compliance efforts, and incident response and have responsibility for supervising subordinate employees. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identify security breaches.    Identifies and analyzes areas of potential risk to 
assets, resources or success of organization.Analyzing Data or Information:    Utilize forensic techniques to analyze 
security events.    Analyze security operations to identify risk or opportunities for improvement.Interacting With 
Computers:    Encrypt data transmission to conceal confidential information as it is being transmitted and keep out 
tainted digital transfers.    Advises, implements and maintains security systems.    Analyzes and investigates intruder 
detection or other security systems.    Encrypt data at rest to conceal confidential information. Thinking Creatively:    
Mitigate situations that might lead to security breaches.    Recommend ways to conduct assessments to reduce risk.    
Identify key risks and mitigating factors of potential investments, such as asset types and values, legal and ownership 
structures, professional reputations, customer bases or industry segments.Monitor Processes, Materials, or 
Surroundings:    Monitors systems to ensure current updates and patch levels are applied.     Monitors use of data files 
and regulate access to safeguard information in computer resources.Developing Objectives and Strategies:    Develops 
or review specifications for design or construction or implementation of security in systems.    Plans and contribute to 
development of risk management systems.Training and Teaching Others:    Evaluates and modify training materials to 
address security weaknesses and vulnerabilities.    Trains users and promote security awareness to ensure systems 
security and to improve server and network efficiency.Making Decisions and Solving Problems:    Determine escalation 
for security events.Updating and Using Relevant Knowledge:    Recommend improvements in security systems or 
procedures.Processing Information:    Conduct security audits to identify potential problems related to physical security, 
staff safety, or asset protection and to satisfy state and federal regulations.Evaluating Information to Determine 
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Compliance with Standards:       Performs risk assessments and execute tests of data processing system to ensure 
functioning of data processing activities and security measures.    Evaluate security operations to identify risk or 
opportunities for improvement.    Reviews violations of computer security procedures and discuss procedures with 
violators to ensure violations are not repeated.    Confer with users to discuss issues such as computers data access 
needs security violations, and programming changes.    Conduct physical examinations of property to ensure compliance 
with security, policies and regulations.Documenting/Recording Information:    Prepares, maintains, or updates security 
procedures, security system drawings, or related documentation.    Documents and ensure communication of key risk.    
Maintain input or data quality of systems.Establishing and Maintaining Interpersonal Relationships:    Establishes and 
maintains contact with peers.Selling or Influencing Others:    Convey the importance of security recommendations, 
procedures, policies and level of risk to protect state resources.Judging the Qualities of Things, Services, or People:    
Evaluate the knowledge and responsiveness of contractors to accomplish organizational outcomes.Getting Information:    
Gather risk-related data from internal or external resources.    Utilizes helpdesk automated systems.    Utilize 
communication channels such as, email and messaging.Communicating with Persons outside Organization:    Notify 
customers of potential security threats.    Notify customers of security changes that may affect their access.Interpreting 
the Meaning of Information for Others:    Produce reports or presentations that outline findings, explain risk positions, 
or recommend changes.Inspecting Equipment, Structures, or Material:    Inspects access control. 
 
Competencies (KSA’s): 
Competencies:    Process Management    Decision Quality    Total Work Systems    Technical Learning    Learning on the 
Fly    Informing    Standing Alone    Business Acumen    Timely Decision Making    Customer Focus    Dealing with 
Ambiguity    Strategic AgilityKnowledge:    Clerical    Communication and Media    Basic Knowledge of Computers and 
Electronics    Customer and Personal Services    Education and Training    Basic Knowledge of Engineering and Technology 
Systems    Law and Government    Mathematics    Basis Knowledge of Public Safety and Security    Basic Knowledge of 
Defense in Depth    Computer Operating Systems    Basic Knowledge of Security Best Practices    Regulatory and 
Statutory Requirements    TelecommunicationsSkills:    Equipment Maintenance    Installation of Security Equipment or 
Software    Operation and Control    Operation Monitoring    Basic Operations Analysis    Programming    Quality Control 
Analysis    Basic Troubleshooting    Basic System Analysis    Time Management    Active Learning    Active Listening    
Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    
Writing    Basic Coordination    Instruction    Negotiation    Persuasion    Basic Service Orientation    Basic Social 
PerceptivenessAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral Expression    
Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    Time Sharing    
Visualization    Written Comprehension    Written Expression    Stress Tolerance 
 
Tools and Equipment Used: 
    Computer 
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075624 - INFO SECURITY ANALYST-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5004 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to 5 years of experience in 1) information security program design and implementation, or 2) information 
security risk analysis and mitigation, or 3) information security policy, standards and procedures creation and 
implementation. Substitution of Graduate Coursework for Experience: Additional qualifying graduate course work in 
information security may substitute for the required experience, on a year-for-year basis, to a maximum of one year 
(e.g. 36 graduate quarters hours in information security may substitute for one year for the required experience). 
Substitution of Experience for Education: Qualifying experience in one or a combination of the following may substitute 
for the required education, on a year-for-year basis, to a maximum of four years: 1) information security program design 
and implementation, or 2) information security risk analysis and mitigation, or 3) information security policy, standards 
and procedures creation and implementation, or 4) computer security incident response. OR Three years of experience 
as an Information Security Analyst-Junior. OR Certified Information Security Systems Professional (CISSP). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
Positions. For Executive Service positions Minimum Qualifications, Necessary Special Qualifications and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for leading information security efforts regarding information security risk 
assessment and mitigation, information security policy promulgation and compliance, security awareness training of 
unusual difficulty and performs related work as required. Distinguishing Features: An employee in this class plans, 
directs, and evaluates the security program for an agency. Work involves directing and leading security policy 
promulgation, risk analysis, safeguard and compliance efforts, and incident response. This class differs from that of 
Information Security Analyst-Junior in that incumbents of the latter are responsible assisting with security policy 
promulgation, risk analysis, safeguard and compliance efforts, and incident response and have no responsibility for 
supervising subordinate employees. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identify security breaches.    Identify and analyzes areas of potential risk to 
assets, resources or success of organization.    Perform correlation analysis to identify trends and weaknesses in 
automated systems.Making Decisions and Solving Problems:    Triage security events.    Determine escalations for 
security events.Evaluating Information to Determine Compliance with Standards:    Creates or implements security 
standards, policies and procedures.    Plans, directs, or coordinates security activities to safeguard company assets, 
employees, guests and others.    Evaluate security operations to identify risk or opportunities for improvement.    
Reviews violations of computer security procedures and discusses procedures with violators to ensure violation is not 
repeated.    Performs risk assessments and execute tests of data processing system to ensure functioning of data 
processing activities and security measures.    Confer with users to discuss issues such as computers data access needs 
security violations, and programming changes.    Conduct physical examinations of property to ensure compliance with 
security, policies and regulations.    Review security policies, programs to procedures to ensure compliance with internal 
security policies, licensing requirements, or applicable government security requirements, policies and directives.    
Inspect security design features or programs to ensure compliance with applicable standards or regulations.Monitor 
Processes, Materials, or Surroundings:    Monitors systems to ensure current updates and patch levels are applied.    
Monitor the design, construction, and startup phases of security systems and security within systems.    Monitors audit 
reports, helpdesk logs, vulnerability reports and security breach reports to determine weaknesses, identify 
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improvements in processes and changes to security policy.    Monitors use of data files and regulate access to safeguard 
information in computer resources.    Conducts support, or assists in governmental reviews and internal evaluations of 
the overall effectiveness of security processes.    Monitor internal applications and processes to identify potential 
issues.Analyzing Data or Information:    Investigate security breaches.    Analyzes security breaches and arrange for 
professional forensic investigative services as necessary.    Establish requirements for Database Administrators for 
database security.    Analyze regulatory documentation for security requirements.    Analyze contracts, grants, 
memorandum of understanding to determine and compliance with security requirements.    Analyze security operations 
to identify risk or opportunities for improvement.    Utilize forensic techniques to analyze security events.Interacting 
With Computers:    Defines requirements for firewall access controls to prevent unauthorized access, disclosure and 
maintain data integrity.    Advises, implement and maintain security systems.    Analyzes and investigate output from 
intruder detection or other security systems.    Encrypt data at rest to conceal confidential information.     Encrypt data 
transmission to conceal confidential information as it is being transmitted and keep out tainted digital 
transfers.Developing Objectives and Strategies:    Develop plans to safeguard computer files against accidental or 
unauthorized modification, destruction, and disclosure.    Develop plans to meet emergency data processing needs.    
Develops or reviews specifications for design or construction or implementation of security in systems.    Plans and 
contributes to development of risk management systems.Thinking Creatively:    Mitigate situations that might lead to 
security breaches.    Develops or implements risk-assessment models or methodologies.    Recommend ways to conduct 
assessments to reduce risk.    Identify key risks and mitigating factors of potential investments, such as asset types and 
values, legal and ownership structures, professional reputations, customer bases or industry 
segments.Documenting/Recording Information:    Prepares, maintains, or updates security procedures, security system 
drawings, or related documentation.    Documents and ensures communication of key risks.    Maintain input or data 
quality of systems.    Keeps records and prepare reports detailing finding, investigative methods and techniques from 
forensic analysis.Updating and Using Relevant Knowledge:    Design security policies, programs, or practices to ensure 
adequate security relating to issues such as protecting assets.    Recommend improvements in security systems or 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicate security status, updates, and 
actual or potential problems to executive staff and management.Training and Teaching Others:    Trains users and 
promotes security awareness to ensure systems security and to improve server and network efficiency.    Establish an 
internal training program to educate users on their responsibilities and use of state resources.    Evaluates and modifies 
training materials to address security weaknesses and vulnerabilities.    Train new personnel or others on forensic 
science techniques.Getting Information:    Reviews and analyzes audit reports to identify risk and weaknesses in security.    
Collects and analyzes security data to determine security needs, security programs goals, or program accomplishments.    
Gather risk-related data from internal or external resources.    Utilize communication channels such as, email and 
messaging.    Utilizes helpdesk automated systems.Communicating with Persons outside Organization:    Notify 
customers of potential security threats.    Identifies and conveys security requirements to contractors and service 
providers.    Notify customers of security changes that may affect their access.    Advise businesses or agencies on ways 
to improve fraud detection.Coordinating the Work and Activities of Others:    Coordinate implementations of computer 
system plans with establishment personnel and outside vendors.    Oversee security personnel for projects and 
directions.    Supervise subordinate security professionals, performing activities such as hiring, training, assigning work, 
evaluating performance, or disciplining.Organizing, Planning, and Prioritizing Work:    Establishes priorities based on risk 
and return on investment.Interpreting the Meaning of Information for Others:    Produce reports or presentations that 
outline findings, explain risk positions, or recommend changes.Developing and Building Teams:    Establishes and 
maintain a security team in support of security initiatives.Judging the Qualities of Things, Services, or People:    Evaluate 
the knowledge and responsiveness of contractors to accomplish organizational outcomes.Monitoring and Controlling 
Resources:    Review expenditures to evaluate the return on investment.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and maintains contact with peers.Processing Information:    Conduct security audits to 
identify potential problems related to physical security or asset protection and to satisfy state and federal regulations.    
Collect digital evidence, storing it in conditions that preserve its integrity.Selling or Influencing Others:    Convey the 
importance of security recommendations, procedures, policies and level of risk to protect state resources.Resolving 
Conflicts and Negotiating with Others:     Participates and assists in the complaint review and resolution process. 
 
Competencies (KSA’s): 
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Competencies:    Process Management    Decision Quality    Total Work Systems    Technical Learning    Learning on the 
Fly    Informing    Standing Alone    Business Acumen    Timely Decision Making    Customer Focus    Dealing with 
Ambiguity    Strategic AgilityKnowledge:    Computer Operating Systems    Advanced Knowledge of Defense in Depth    
Advanced Knowledge of Security Best Practices    Policy and Standards    Regulatory and Statutory Requirements    
Advanced Knowledge Engineering and Technology    Telecommunications    Clerical    Administration and Management    
Communication and Media    Advanced Knowledge of Computers and Electronics    Customer and Personal Services    
Design of Security Solutions    Economics and Accounting    Education and Training    Law and Government    Personnel 
and Human Resources    Advanced Knowledge of Public Safety and Security    Sales and MarketingSkills:    Advanced 
Service Orientation    Advanced Social Perceptiveness    Complex Problem Solving    Equipment Maintenance    
Equipment Selection    Installation of Security Equipment or Software    Operation and Control    Operation Monitoring    
Advanced Operations Analysis    Programming    Quality Control Analysis    Advanced Technology Design    Advanced 
Troubleshooting    Judgment and Decision Making    Advanced Systems Analysis    Advanced Systems Evaluation    Time 
Management    Management of Personnel Resources    Management of Material Resources    Management of Financial 
Resources    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    
Reading Comprehension    Science    Speaking    Writing    Advanced Coordination    Instructing    Negotiation    
PersuasionAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral Expression    
Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    Time Sharing    
Visualization    Written Comprehension    Written Expression    Stress Tolerance 
 
Tools and Equipment Used: 
    Computer 
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075624 - INFO SECURITY ANALYST-SR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5005 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to 5 years of experience in 1) information security program design and implementation, or 2) information 
security risk analysis and mitigation, or 3) information security policy, standards and procedures creation and 
implementation. Substitution of Graduate Coursework for Experience: Additional qualifying graduate course work in 
information security may substitute for the required experience, on a year-for-year basis, to a maximum of one year 
(e.g. 36 graduate quarters hours in information security may substitute for one year for the required experience). 
Substitution of Experience for Education: Qualifying experience in one or a combination of the following may substitute 
for the required education, on a year-for-year basis, to a maximum of four years: 1) information security program design 
and implementation, or 2) information security risk analysis and mitigation, or 3) information security policy, standards 
and procedures creation and implementation, or 4) computer security incident response. OR Three years of experience 
as an Information Security Analyst-Junior. OR Certified Information Security Systems Professional (CISSP). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
Positions. For Executive Service positions Minimum Qualifications, Necessary Special Qualifications and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for leading information security efforts regarding information security risk 
assessment and mitigation, information security policy promulgation and compliance, security awareness training of 
unusual difficulty and performs related work as required. Distinguishing Features: An employee in this class plans, 
directs, and evaluates the security program for an agency. Work involves directing and leading security policy 
promulgation, risk analysis, safeguard and compliance efforts, and incident response. This class differs from that of 
Information Security Analyst-Junior in that incumbents of the latter are responsible assisting with security policy 
promulgation, risk analysis, safeguard and compliance efforts, and incident response and have no responsibility for 
supervising subordinate employees. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identify security breaches.    Identify and analyzes areas of potential risk to 
assets, resources or success of organization.    Perform correlation analysis to identify trends and weaknesses in 
automated systems.Making Decisions and Solving Problems:    Triage security events.    Determine escalations for 
security events.Evaluating Information to Determine Compliance with Standards:    Creates or implements security 
standards, policies and procedures.    Plans, directs, or coordinates security activities to safeguard company assets, 
employees, guests and others.    Evaluate security operations to identify risk or opportunities for improvement.    
Reviews violations of computer security procedures and discusses procedures with violators to ensure violation is not 
repeated.    Performs risk assessments and execute tests of data processing system to ensure functioning of data 
processing activities and security measures.    Confer with users to discuss issues such as computers data access needs 
security violations, and programming changes.    Conduct physical examinations of property to ensure compliance with 
security, policies and regulations.    Review security policies, programs to procedures to ensure compliance with internal 
security policies, licensing requirements, or applicable government security requirements, policies and directives.    
Inspect security design features or programs to ensure compliance with applicable standards or regulations.Monitor 
Processes, Materials, or Surroundings:    Monitors systems to ensure current updates and patch levels are applied.    
Monitor the design, construction, and startup phases of security systems and security within systems.    Monitors audit 
reports, helpdesk logs, vulnerability reports and security breach reports to determine weaknesses, identify 
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improvements in processes and changes to security policy.    Monitors use of data files and regulate access to safeguard 
information in computer resources.    Conducts support, or assists in governmental reviews and internal evaluations of 
the overall effectiveness of security processes.    Monitor internal applications and processes to identify potential 
issues.Analyzing Data or Information:    Investigate security breaches.    Analyzes security breaches and arrange for 
professional forensic investigative services as necessary.    Establish requirements for Database Administrators for 
database security.    Analyze regulatory documentation for security requirements.    Analyze contracts, grants, 
memorandum of understanding to determine and compliance with security requirements.    Analyze security operations 
to identify risk or opportunities for improvement.    Utilize forensic techniques to analyze security events.Interacting 
With Computers:    Defines requirements for firewall access controls to prevent unauthorized access, disclosure and 
maintain data integrity.    Advises, implement and maintain security systems.    Analyzes and investigate output from 
intruder detection or other security systems.    Encrypt data at rest to conceal confidential information.     Encrypt data 
transmission to conceal confidential information as it is being transmitted and keep out tainted digital 
transfers.Developing Objectives and Strategies:    Develop plans to safeguard computer files against accidental or 
unauthorized modification, destruction, and disclosure.    Develop plans to meet emergency data processing needs.    
Develops or reviews specifications for design or construction or implementation of security in systems.    Plans and 
contributes to development of risk management systems.Thinking Creatively:    Mitigate situations that might lead to 
security breaches.    Develops or implements risk-assessment models or methodologies.    Recommend ways to conduct 
assessments to reduce risk.    Identify key risks and mitigating factors of potential investments, such as asset types and 
values, legal and ownership structures, professional reputations, customer bases or industry 
segments.Documenting/Recording Information:    Prepares, maintains, or updates security procedures, security system 
drawings, or related documentation.    Documents and ensures communication of key risks.    Maintain input or data 
quality of systems.    Keeps records and prepare reports detailing finding, investigative methods and techniques from 
forensic analysis.Updating and Using Relevant Knowledge:    Design security policies, programs, or practices to ensure 
adequate security relating to issues such as protecting assets.    Recommend improvements in security systems or 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicate security status, updates, and 
actual or potential problems to executive staff and management.Training and Teaching Others:    Trains users and 
promotes security awareness to ensure systems security and to improve server and network efficiency.    Establish an 
internal training program to educate users on their responsibilities and use of state resources.    Evaluates and modifies 
training materials to address security weaknesses and vulnerabilities.    Train new personnel or others on forensic 
science techniques.Getting Information:    Reviews and analyzes audit reports to identify risk and weaknesses in security.    
Collects and analyzes security data to determine security needs, security programs goals, or program accomplishments.    
Gather risk-related data from internal or external resources.    Utilize communication channels such as, email and 
messaging.    Utilizes helpdesk automated systems.Communicating with Persons outside Organization:    Notify 
customers of potential security threats.    Identifies and conveys security requirements to contractors and service 
providers.    Notify customers of security changes that may affect their access.    Advise businesses or agencies on ways 
to improve fraud detection.Coordinating the Work and Activities of Others:    Coordinate implementations of computer 
system plans with establishment personnel and outside vendors.    Oversee security personnel for projects and 
directions.    Supervise subordinate security professionals, performing activities such as hiring, training, assigning work, 
evaluating performance, or disciplining.Organizing, Planning, and Prioritizing Work:    Establishes priorities based on risk 
and return on investment.Interpreting the Meaning of Information for Others:    Produce reports or presentations that 
outline findings, explain risk positions, or recommend changes.Developing and Building Teams:    Establishes and 
maintain a security team in support of security initiatives.Judging the Qualities of Things, Services, or People:    Evaluate 
the knowledge and responsiveness of contractors to accomplish organizational outcomes.Monitoring and Controlling 
Resources:    Review expenditures to evaluate the return on investment.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and maintains contact with peers.Processing Information:    Conduct security audits to 
identify potential problems related to physical security or asset protection and to satisfy state and federal regulations.    
Collect digital evidence, storing it in conditions that preserve its integrity.Selling or Influencing Others:    Convey the 
importance of security recommendations, procedures, policies and level of risk to protect state resources.Resolving 
Conflicts and Negotiating with Others:     Participates and assists in the complaint review and resolution process. 
 
Competencies (KSA’s): 
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Competencies:    Process Management    Decision Quality    Total Work Systems    Technical Learning    Learning on the 
Fly    Informing    Standing Alone    Business Acumen    Timely Decision Making    Customer Focus    Dealing with 
Ambiguity    Strategic AgilityKnowledge:    Computer Operating Systems    Advanced Knowledge of Defense in Depth    
Advanced Knowledge of Security Best Practices    Policy and Standards    Regulatory and Statutory Requirements    
Advanced Knowledge Engineering and Technology    Telecommunications    Clerical    Administration and Management    
Communication and Media    Advanced Knowledge of Computers and Electronics    Customer and Personal Services    
Design of Security Solutions    Economics and Accounting    Education and Training    Law and Government    Personnel 
and Human Resources    Advanced Knowledge of Public Safety and Security    Sales and MarketingSkills:    Advanced 
Service Orientation    Advanced Social Perceptiveness    Complex Problem Solving    Equipment Maintenance    
Equipment Selection    Installation of Security Equipment or Software    Operation and Control    Operation Monitoring    
Advanced Operations Analysis    Programming    Quality Control Analysis    Advanced Technology Design    Advanced 
Troubleshooting    Judgment and Decision Making    Advanced Systems Analysis    Advanced Systems Evaluation    Time 
Management    Management of Personnel Resources    Management of Material Resources    Management of Financial 
Resources    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    
Reading Comprehension    Science    Speaking    Writing    Advanced Coordination    Instructing    Negotiation    
PersuasionAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral Expression    
Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    Time Sharing    
Visualization    Written Comprehension    Written Expression    Stress Tolerance 
 
Tools and Equipment Used: 
    Computer 
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073872 - INFORMATION OFFICER 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  3444 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073872 - INFORMATION OFFICER 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  3445 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073872 - INFORMATION OFFICER 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3446 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073872 - INFORMATION OFFICER 
 
Agency:  Council on Dev Disabilities (31614) 
Edison Template Job Opening ID:  3447 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3448 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3449 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3450 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3451 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3452 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3453 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3454 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3455 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3456 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3457 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073872 - INFORMATION OFFICER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3458 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public information work of considerable difficulty in planning, 
preparing, and disseminating news information for a large and complex department; and performs related work as 
required.Distinguishing Features: An employee in this class acts as the primary information representative for a large 
and complex department. Work involves planning, preparing, and disseminating information, through news media 
sources, in order to promote public understanding of departmental objectives, functions, accomplishments, and 
controversial issues. Work involves responsibility for the selection of media sources and methods of presentation. 
Employees exercise a high degree of initiative and independent judgement in developing, evaluating, and presenting 
public relations data within broadly established departmental policies and procedures. This class differs from that of 
Information Representative in that an incumbent of the latter acts as the primary information representative for a small 
department or commission having fewer and less complex issues. 
 
Work Activities: 
1. Writes and distributes news releases to newspapers, wire services, radio and television stations for local, regional, 
and national distribution concerning the activities, programs, and issues of a large and complex department.2. Arranges 
news conferences and interviews for high-level departmental personnel and briefs staff on the issues to be covered; 
handles advance publicity prior to the news conference to ensure appropriate news coverage.3. Establishes and 
maintains extensive personal contacts through telephone correspondence, speeches, and personal visits with 
departmental and other governmental officials, media representatives, business representatives, and other members of 
the general public in order to explain and interpret departmental objectives, policies, and procedures and promote the 
public image of the department.4. Assembles, edits, and publishes in-house newsletters and small informational and 
educational pamphlets, brochures, special reports, and specialized promotional material.5. Researches and keeps 
informed on departmental policies, procedures, functions, and activities and responds to news media inquiries for 
information.6. Advises and assists statewide departmental operating personnel with problems encountered in dealing 
with local news media sources; attempts to facilitate improved public relations.7. Coordinates informational activities 
with the Governor's Information Office in order to maintain consistency in the news being released; keeps the office 
informed on any major or controversial departmental news issues.8. Prepares and maintains records and reports on 
public statements, news releases, announcements, newsletters, and published materials; may write speech material for 
department head or other high-level officials.9. May assign, train, supervise, and evaluate subordinate professional 
and/or clerical staff and their work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075563 - INFORMATION SYSTEMS ANA 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5132 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems. OR 
Substitution of Experience for Education: Professional-level experience in any one of the following areas may substitute 
for the required college degree on a year-for-year basis to a maximum substitution of four years: (1) applications, 
systems, or network programming; or (2) systematic analysis of overall work processes for business or information 
systems; or (3) administratively managing business or information systems; or (4) teaching the methodology for 
analyzing or developing information systems (one year of experience is equivalent to forty-five undergraduate quarter 
hours). OR Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in business data processing (e.g., business data programming, 
business systems analysis, or computer accounting), management information systems, computer and information 
systems, computer servicing technologies, or other related field may substitute for the required bachelor's degree. OR 
Substitution of Graduate Coursework for the Required Experience: Any graduate coursework in management 
information systems, business data processing, business systems analysis, computer and information systems, or 
computer accounting may substitute for the required experience on a year-for-year basis to a maximum substitution of 
one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience). OR One year of experience as an Information Systems Analyst 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional information systems analytic work of considerable 
difficulty in the analysis of various complex administrative, reporting, and statistical systems and the development of 
methods for adapting these systems to electronic data processing; and performs related work as required. 
Distinguishing Features: This is the advanced working-level class in the Information Systems Analyst job series. An 
employee in this class independently designs or modifies components of an information system which has major fiscal 
impact for an agency. Work also involves instructing and orienting personnel on the proper methods to follow when 
using the system. This class differs from Information Systems Analyst 2, in that an incumbent of the latter either 
independently designs or modifies a low-cost information system or assists other members of a project team in the 
design or modification of an information system which has major fiscal impact for an agency. This class differs from 
Information Systems Analyst 4 in that an incumbent of the latter leads staff or works independently on the design, 
modification, or implementation of an information system which has major fiscal impact within divisional lines for an 
agency. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Assists in creation of estimates for 
medium sized projects or system modifications.    Estimates development time for a work unit, task or project.    
Estimates costs, timeline, and resources for a given task.    Establishes and documents the cost effectiveness of an 
approved system.Making Decisions and Solving Problems:     Analyzes data gathered in trouble shooting activities, 
evaluate the results and choose a solution.    Researches and develops processing efficiency to maximize processing 
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performance of an application or a system.    Verifies that project goals and objectives are met on a timely basis and 
within budget.    Identifies and plan project tasks, task dependencies or interrelationships.    Schedules completion dates 
for tasks.    Compares current system processes with proposed system changes in order to determine the potential 
impact on other systems and business operations.    Reviews the proposed system changes with stakeholders to ensure 
that the project goals are consistent with user and legal requirements.    Advises management of options that are 
available to develop or modify an existing system or purchase and modify a commercially available system.    Reviews 
commercially available software or hardware in order to determine whether available products may accomplish system 
requirements.Communicating with Persons Outside Organization:     Communicates effectively with outside vendors 
representing the state in a professional manner.    Maintains a communication plan and execute the plan to keep 
customers informed of status, timelines, expectations, etc. for all IT projects and events.    Discusses current system 
operations, proposed system requirements and user needs with stake holders.    Discusses with stakeholders how 
interfaces will operate, how input forms and output reports will appear and function, and the details of the security plan 
to ensure that user requirements and established guidelines are met.    Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware product.Analyzing Data or Information:    Assures that proposed system requirements meet customer needs.    
Conducts post implementation audit by evaluating system or changes to determine that all objectives are met.    Uses 
collected data points to test changes.    Defines discrepancies or costs and benefits between the actual operation of the 
system and the system as it was originally proposed.    Develops systems analysis packages; defines user and system 
requirements for a proposed system.    Compiles figures about the storage capacity of the system, number of hardware 
devices to be used, types of software packages available, and other systems requirements which enable a committee of 
systems personnel to evaluate the products and services of a vendor.Organizing, Planning, and Prioritizing Work:     
Develops specific performance goals that meet the organization mission and goals.    Prioritizes and organize work.    
Assists in itemizing manpower requirements, processing costs, equipment, and all other known costs associated with 
the projects.Communicating with Supervisors, Peers, or Subordinates:     Communicates effectively by keeping 
supervisor informed of issues affecting performance.    Assists in writing project proposals for presentation to 
management.    Communicates on a regular basis with coworkers/team to share knowledge.    Communicates effectively 
in written form, by email, by phone or in person. Evaluating Information to Determine Compliance with Standards:     
Observes and document system response time, paperwork reduction, and other system performance for system 
changes.    Assures that an implemented system is functioning properly in its daily operation.    Collects information 
about the impact of changes in federal, state or departmental policy.    Serves on a committee of system personnel 
which evaluates vendor proposals for a proposed system.    Works with others to clarify user system requirements for 
vendors.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Develops systems analysis 
packages.    Prepares structured models of proposed systems or system modifications.    Develops and maintain 
installation instructions for various hardware and software solutions for the agency.    Creates and maintain user 
manuals for proper use of software applications.    Creates test scripts for software and applications adhering to testing 
requirements of the project.    Maintains knowledge base of issue resolution to be used by IT peers to help solve 
problems.    Develops and maintain training materials for software projects.    Compiles and prepares program 
documentation which may include test plans.Documenting/Recording Information:     Prepares data flow diagrams and 
process specifications which illustrate functional and business processes.    Creates a data dictionary for system projects 
and enhancements as needed.    Writes test plans based on information gathered.    Documents the operation of the 
current and proposed systems, user needs, and the resources available for the project.    Assists in creating or 
maintaining documentation detailing established standards and procedures for information systems division 
staff.Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves technical 
problems by researching new or innovative ways to develop an application and/or data structure.    Draws graphical 
diagrams to describe data flow and relationships and the manual and automated business processes of the system.    
Assists in the preparation of feasibility studies and project proposals.Getting Information:     Defines information to be 
displayed on forms, screens and reports.    Gathers information to create test cases for unit and system test plans.    
Reviews and become familiar with the state's technology acceptable-use policy.    Examines system specifications, 
input/output reports, existing equipment, security protocols, and system interfaces to understand how the current 
system operates.    Acquires information about daily requirements of an organization of a filing system for records 
maintenance.    Compiles figures from existing documentation which enables a committee of systems personnel to 
evaluate the products and services of a vendor.Identifying Objects, Actions, and Events:     Identifies data elements, 
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variables, tables, databases to be used to create system requirements.    Assists in reviewing the processes, operations, 
and capabilities of the existing system and proposed system as documented within the systems analysis 
package.Processing Information:     Takes requirements and builds databases or minor program elements.    Prepares 
feasibility studies and project proposals.Interacting with Computers:    Uses computer systems to enter data, utilize 
email and office productivity tools. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                       Problem Solving                                 Written 
Communications    Listening    Customer Focus    Technical Learning                              Process Management                          
Drive for Results                 Creativity                                                                         Knowledge:    Advanced Knowledge of 
Computers                                  Advanced Knowledge Technology                                 Skills:    Systems Analysis                                
Systems Evaluation                             Active Listening                                  Critical Thinking                                 Writing                                
Complex Problem Solving                                  Operations Analysis                            Technology Design                             
Active Learning                                   Speaking                             Quality Control Analysis                                    Judgment and 
Decision Making                                                          Time Management                               Troubleshooting                              
Abilities:    Oral and Written Comprehension                        Oral and Written Expression    Deductive and Inductive 
Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/AV 
Equipment 
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075564 - INFORMATION SYSTEMS ANA 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5133 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems; one 
of the three years must include analyzing or defining systems and users requirements for minicomputers, 
microcomputers, mainframe computers, or other computer systems (non-substitutable experience). OR Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) applications, systems, or network 
programming; or (2) systematic analysis of overall work processes for business or information systems; or (3) 
administratively managing business or information systems; or (4) teaching the methodology for analyzing or developing 
information systems (one year of experience is equivalent to forty-five undergraduate quarter hours). OR Substitution of 
the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting), management information systems, computer and information systems, computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Experience: Any graduate coursework in management information systems, business data 
processing, business systems analysis, computer and information systems, or computer accounting may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience). OR One year of experience as an 
Information Systems Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional information systems analytic work of considerable 
difficulty and lead work of average difficulty involving leading a small group of subordinate analysts during the 
development and implementation of information systems projects; and performs related work as required. 
Distinguishing Features: This is the lead level position in the Information Systems Analyst job series. An employee in this 
class either leads a team of analysts or works independently on the design or modification of an information system 
which has major fiscal impact within divisional lines for an agency. This class differs from Information Systems Analyst 3 
in that an incumbent of the latter independently designs or modifies components of an information system which has 
major fiscal impact for an agency. This class differs from Information Systems Analyst Supervisor in that an incumbent of 
the latter either evaluates staff who are concerned with the design, modification, or implementation of an information 
system or implements information systems that have major fiscal impact across divisional or agency lines. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Creates estimates for large projects or 
complex system modifications.    Estimates development time for a complex work unit, task or project.    Estimates costs, 
timeline, and resources for several tasks as they relate to an overall project.    Establishes and document the cost 
effectiveness of an approved system.Making Decisions and Solving Problems:     Analyzes data gathered in advanced 
trouble shooting activities, evaluate the results and choose a solution.    Researches and develops complex processing 
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efficiency to maximize processing performance of an application or a system.    Verifies that project goals and objectives 
are met on a timely basis and within budget.    Identifies and plan project tasks, task dependencies or interrelationships.    
Schedules completion dates for many tasks as they relate to a project.    Compares current system processes with 
proposed system changes in order to determine the potential impact on other systems and business operations.    
Reviews the proposed system changes with stakeholders to ensure that the project goals are consistent with user and 
legal requirements.    Advises management of options that are available to develop or modify an existing system or 
purchase and modify a commercially available system.    Reviews commercially available software or hardware in order 
to determine whether available products may accomplish system requirements.    Compares the costs of commercially 
available software packages and applications based on purchase price and potential in-house modification 
costs.Communicating with Persons Outside Organization:     Leads communication efforts effectively with outside 
vendors representing the state in a professional manner.    Creates and maintains a communication plan and execute 
the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.    Leads the 
discussion of current system operations, proposed system requirements and user needs with stake holders.    Leads the 
discussion with stakeholders how complex interfaces will operate, how input forms and output reports will appear and 
function, and the details of the security plan to ensure that user requirements and established guidelines are met.    
Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of time and 
cost required to purchase software or hardware products.Analyzing Data or Information:    Assures that a proposed 
advanced system requirements meet customer needs.    Conducts post implementation audit by evaluating system or 
changes to determine that all objectives are met.    Lead the efforts for a project to use collected data points to test 
changes.    Defines discrepancies or costs and benefits between the actual operation of the system and the system as it 
was originally proposed.    Leads the development of systems analysis packages; defines user and system requirements 
for a proposed system.    Compiles figures about the storage capacity of the system, number of hardware devices to be 
used, types of software packages available, and other systems requirements which enable a committee of systems 
personnel to evaluate the products and services of a vendor.Organizing, Planning, and Prioritizing Work:     Develops 
complex performance goals that meet the organization mission and goals.    Prioritizes and organize work for self and 
possibly others.    Itemizes manpower requirements, processing costs, equipment, and all other known costs associated 
with the project.    Provides technical assistance to staff and management regarding software, coding languages, system 
interaction issues, and legal and agency requirements.    Provides staff with organizational guidance relating to policies 
and procedures, staff responsibilities, and reporting relationships.Communicating with Supervisors, Peers, or 
Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    Leads the 
discussion of the project plan with program directors, including the assignment of staff to the studies.    Writes advanced 
project proposals for presentation to management.    Communicates on a regular basis with coworkers/team to share 
knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes recommendations to 
management regarding recruitment and selection decisions based on interview results and review of applicant 
qualifications.Evaluating Information to Determine Compliance with Standards:     Observes and documents system 
response time, paperwork reduction, and other system performance for system changes for complex issues.    Assures 
that an implemented system is functioning properly in its daily operation.    Collects information about the impact of 
changes in federal, state or departmental policy.    Serves on a committee of system personnel which evaluates vendor 
proposals for a proposed system.    Clarifies user system requirements for vendors.     Weighs and evaluates vendor 
proposals and recommends viable vendor proposals to the purchasing unit.    Summarizes the functional and technical 
requirements from the systems analysis package.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:     Develops advanced systems analysis packages for large projects.    Prepares complex structured models of 
proposed systems or system modifications.    Develops and maintains complex installation instructions for various 
hardware and software solutions for the agency.    Creates and maintains user manuals for proper use of software 
applications.    Leads the effort to create test scripts for software and applications adhering to testing requirements of 
the project.    Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.    Develops 
and maintains training materials for software projects.    Compiles and prepares program documentation which may 
include test plans.Documenting/Recording Information:     Prepares complex data flow diagrams and process 
specifications which illustrate functional and business processes.    Creates a data dictionary for large system projects 
and enhancements as needed.    Writes advanced test plans based and system test plans on information gathered.    
Documents the operations of the current and proposed systems, user needs, and the resources available for the project.    
Creates or maintains documentation detailing established standards and procedures for information systems division 
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staff.Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves technical 
problems by researching new or innovative ways to develop an application and/or data structure.    Draws advanced 
graphical diagrams to describe data flow and relationships and the manual and automated business processes of 
complex systems.    Leads feasibility studies and project proposals.Getting Information:     Defines complex information 
to be displayed on multiple forms, screens and reports.    Gathers information to create test cases for unit and system 
test plans for advanced systems.    Reviews and becomes familiar with the state's technology acceptable-use policy.    
Examines complex system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.    Acquires information about daily requirements of an 
organization of a filing system for records maintenance.    Compiles figures from existing documentation which enables a 
committee of systems personnel to evaluate the products and services of a vendor.Identifying Objects, Actions, and 
Events:     Identifies data elements, variables, tables, databases to be used to create system requirements.    Reviews the 
processes, operations, and capabilities of the existing system and proposed system as documented within the systems 
analysis package.Processing Information:     Takes complex requirements and build databases or complex program 
elements.    Prepares feasibility studies and project proposals.Interacting with Computers:    Uses computer systems to 
enter data, utilize email and office productivity tools.Training and Teaching Others:     Provides on-the-job training to 
staff regarding specific software and hardware requirements, programming standards, and data storage, transmission, 
exchange, and maintenance procedures.     Creates and maintains training documentation as needed.    Teaches 
subordinate staff the proper means to prepare systems manuals and operations manuals. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                               Problem Solving                         Written 
Communications    Listening    Customer Focus    Technical Learning                      Process Management                                  
Drive for Results         Creativity                                                                 Knowledge:    Advanced Knowledge of Computers                          
Advanced Knowledge Technology                         Skills:    Systems Analysis                        Systems Evaluation                     
Active Listening                          Critical Thinking                         Advanced Writing Techniques                                    Complex 
Problem Solving                          Operations Analysis                                    Advanced Technology Design                                    
Active Learning                           Speaking                     Quality Control Analysis                            Judgment and Decision 
Making                                  Management of Personnel Resources                         Time Management for Self and Possibly 
Others                         Advanced Troubleshooting                     Abilities:    Oral and Written Comprehension                                
Oral and Written Expression    Advanced Deductive and Inductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/AV 
Equipment 
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075564 - INFORMATION SYSTEMS ANA 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5134 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems; one 
of the three years must include analyzing or defining systems and users requirements for minicomputers, 
microcomputers, mainframe computers, or other computer systems (non-substitutable experience). OR Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) applications, systems, or network 
programming; or (2) systematic analysis of overall work processes for business or information systems; or (3) 
administratively managing business or information systems; or (4) teaching the methodology for analyzing or developing 
information systems (one year of experience is equivalent to forty-five undergraduate quarter hours). OR Substitution of 
the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting), management information systems, computer and information systems, computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Experience: Any graduate coursework in management information systems, business data 
processing, business systems analysis, computer and information systems, or computer accounting may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience). OR One year of experience as an 
Information Systems Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional information systems analytic work of considerable 
difficulty and lead work of average difficulty involving leading a small group of subordinate analysts during the 
development and implementation of information systems projects; and performs related work as required. 
Distinguishing Features: This is the lead level position in the Information Systems Analyst job series. An employee in this 
class either leads a team of analysts or works independently on the design or modification of an information system 
which has major fiscal impact within divisional lines for an agency. This class differs from Information Systems Analyst 3 
in that an incumbent of the latter independently designs or modifies components of an information system which has 
major fiscal impact for an agency. This class differs from Information Systems Analyst Supervisor in that an incumbent of 
the latter either evaluates staff who are concerned with the design, modification, or implementation of an information 
system or implements information systems that have major fiscal impact across divisional or agency lines. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Creates estimates for large projects or 
complex system modifications.    Estimates development time for a complex work unit, task or project.    Estimates costs, 
timeline, and resources for several tasks as they relate to an overall project.    Establishes and document the cost 
effectiveness of an approved system.Making Decisions and Solving Problems:     Analyzes data gathered in advanced 
trouble shooting activities, evaluate the results and choose a solution.    Researches and develops complex processing 
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efficiency to maximize processing performance of an application or a system.    Verifies that project goals and objectives 
are met on a timely basis and within budget.    Identifies and plan project tasks, task dependencies or interrelationships.    
Schedules completion dates for many tasks as they relate to a project.    Compares current system processes with 
proposed system changes in order to determine the potential impact on other systems and business operations.    
Reviews the proposed system changes with stakeholders to ensure that the project goals are consistent with user and 
legal requirements.    Advises management of options that are available to develop or modify an existing system or 
purchase and modify a commercially available system.    Reviews commercially available software or hardware in order 
to determine whether available products may accomplish system requirements.    Compares the costs of commercially 
available software packages and applications based on purchase price and potential in-house modification 
costs.Communicating with Persons Outside Organization:     Leads communication efforts effectively with outside 
vendors representing the state in a professional manner.    Creates and maintains a communication plan and execute 
the plan to keep customers informed of status, timelines, expectations, etc. for all IT projects and events.    Leads the 
discussion of current system operations, proposed system requirements and user needs with stake holders.    Leads the 
discussion with stakeholders how complex interfaces will operate, how input forms and output reports will appear and 
function, and the details of the security plan to ensure that user requirements and established guidelines are met.    
Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of time and 
cost required to purchase software or hardware products.Analyzing Data or Information:    Assures that a proposed 
advanced system requirements meet customer needs.    Conducts post implementation audit by evaluating system or 
changes to determine that all objectives are met.    Lead the efforts for a project to use collected data points to test 
changes.    Defines discrepancies or costs and benefits between the actual operation of the system and the system as it 
was originally proposed.    Leads the development of systems analysis packages; defines user and system requirements 
for a proposed system.    Compiles figures about the storage capacity of the system, number of hardware devices to be 
used, types of software packages available, and other systems requirements which enable a committee of systems 
personnel to evaluate the products and services of a vendor.Organizing, Planning, and Prioritizing Work:     Develops 
complex performance goals that meet the organization mission and goals.    Prioritizes and organize work for self and 
possibly others.    Itemizes manpower requirements, processing costs, equipment, and all other known costs associated 
with the project.    Provides technical assistance to staff and management regarding software, coding languages, system 
interaction issues, and legal and agency requirements.    Provides staff with organizational guidance relating to policies 
and procedures, staff responsibilities, and reporting relationships.Communicating with Supervisors, Peers, or 
Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    Leads the 
discussion of the project plan with program directors, including the assignment of staff to the studies.    Writes advanced 
project proposals for presentation to management.    Communicates on a regular basis with coworkers/team to share 
knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes recommendations to 
management regarding recruitment and selection decisions based on interview results and review of applicant 
qualifications.Evaluating Information to Determine Compliance with Standards:     Observes and documents system 
response time, paperwork reduction, and other system performance for system changes for complex issues.    Assures 
that an implemented system is functioning properly in its daily operation.    Collects information about the impact of 
changes in federal, state or departmental policy.    Serves on a committee of system personnel which evaluates vendor 
proposals for a proposed system.    Clarifies user system requirements for vendors.     Weighs and evaluates vendor 
proposals and recommends viable vendor proposals to the purchasing unit.    Summarizes the functional and technical 
requirements from the systems analysis package.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:     Develops advanced systems analysis packages for large projects.    Prepares complex structured models of 
proposed systems or system modifications.    Develops and maintains complex installation instructions for various 
hardware and software solutions for the agency.    Creates and maintains user manuals for proper use of software 
applications.    Leads the effort to create test scripts for software and applications adhering to testing requirements of 
the project.    Maintains knowledge base of issue resolution to be used by IT peers to help solve problems.    Develops 
and maintains training materials for software projects.    Compiles and prepares program documentation which may 
include test plans.Documenting/Recording Information:     Prepares complex data flow diagrams and process 
specifications which illustrate functional and business processes.    Creates a data dictionary for large system projects 
and enhancements as needed.    Writes advanced test plans based and system test plans on information gathered.    
Documents the operations of the current and proposed systems, user needs, and the resources available for the project.    
Creates or maintains documentation detailing established standards and procedures for information systems division 
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staff.Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves technical 
problems by researching new or innovative ways to develop an application and/or data structure.    Draws advanced 
graphical diagrams to describe data flow and relationships and the manual and automated business processes of 
complex systems.    Leads feasibility studies and project proposals.Getting Information:     Defines complex information 
to be displayed on multiple forms, screens and reports.    Gathers information to create test cases for unit and system 
test plans for advanced systems.    Reviews and becomes familiar with the state's technology acceptable-use policy.    
Examines complex system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.    Acquires information about daily requirements of an 
organization of a filing system for records maintenance.    Compiles figures from existing documentation which enables a 
committee of systems personnel to evaluate the products and services of a vendor.Identifying Objects, Actions, and 
Events:     Identifies data elements, variables, tables, databases to be used to create system requirements.    Reviews the 
processes, operations, and capabilities of the existing system and proposed system as documented within the systems 
analysis package.Processing Information:     Takes complex requirements and build databases or complex program 
elements.    Prepares feasibility studies and project proposals.Interacting with Computers:    Uses computer systems to 
enter data, utilize email and office productivity tools.Training and Teaching Others:     Provides on-the-job training to 
staff regarding specific software and hardware requirements, programming standards, and data storage, transmission, 
exchange, and maintenance procedures.     Creates and maintains training documentation as needed.    Teaches 
subordinate staff the proper means to prepare systems manuals and operations manuals. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                               Problem Solving                         Written 
Communications    Listening    Customer Focus    Technical Learning                      Process Management                                  
Drive for Results         Creativity                                                                 Knowledge:    Advanced Knowledge of Computers                          
Advanced Knowledge Technology                         Skills:    Systems Analysis                        Systems Evaluation                     
Active Listening                          Critical Thinking                         Advanced Writing Techniques                                    Complex 
Problem Solving                          Operations Analysis                                    Advanced Technology Design                                    
Active Learning                           Speaking                     Quality Control Analysis                            Judgment and Decision 
Making                                  Management of Personnel Resources                         Time Management for Self and Possibly 
Others                         Advanced Troubleshooting                     Abilities:    Oral and Written Comprehension                                
Oral and Written Expression    Advanced Deductive and Inductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/AV 
Equipment 
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075565 - INFORMATION SYSTEMS ANA SUPV 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5143 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional level experience in any one of the following areas: (1) applications, systems, or network programming; or 
(2) systematic analysis of overall work processes for business or information systems; or (3) administratively managing 
business or information systems; or (4) teaching the methodology for analyzing or developing information systems; one 
of the four years must include providing guidance in a lead work or supervisory capacity to others who analyze and 
define systems and users requirements for minicomputers, microcomputers, mainframe computers, or other computer 
systems (non-substitutable experience). OR Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) applications, systems, or network programming; or (2) defining the interrelationships of 
overall work processes when developing systems and procedures for business or information systems; or (3) 
administratively managing business or information systems; or (4) teaching the methodology for analyzing or developing 
information systems (one year of experience is equivalent to forty-five undergraduate quarter hours). OR Substitution of 
the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting), management information systems, computer and information systems, computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Experience: Any graduate coursework in management information systems, business data 
processing, business systems analysis, computer and information systems, or computer accounting may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience). OR One year of experience as an 
Information Systems Analyst 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional information systems analytic work of considerable 
difficulty and supervisory work of average difficulty involving the supervision of a moderate-sized unit of professional 
systems analysts; and performs related work as required. Distinguishing Features: This is the supervisory level in the 
Information Systems Analyst job series. An employee in this class is responsible for either evaluating staff who are 
concerned with the design, modification, or implementation of information systems, or the implementation of 
information systems that have major fiscal impact across divisional or agency lines. This class differs from Information 
Systems Analyst 4 in that an incumbent of the latter leads a team or works independently to design or modify 
information systems that have major fiscal impact within divisional lines of an agency. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Leads the effort in creation of 
estimates for small projects or system modifications.    Leads a team to estimate development time for a large work unit, 
task or project.    Establishes and documents the cost effectiveness of an approved system.Making Decisions and Solving 
Problems:     Analyzes data gathered in advanced trouble shooting activities, evaluate the results and choose a solution.    
Researches and develop complex processing efficiency to maximize processing performance of an application or a 
system.    Verifies that project goals and objectives are met on a timely basis and within budget.    Identifies and plan 
project tasks, task dependencies or interrelationships.    Schedules completion dates for many tasks as they relate to a 



 TN Job Classification Specifications  
September 22, 2020 

project.    Compares current system processes with proposed system changes in order to determine the potential impact 
on other systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the 
project goals are consistent with user and legal requirements.    Advises management of options that are available to 
develop or modify an existing system or purchase and modify a commercially available system.    Reviews commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of commercially available software packages and applications based on purchase price and potential 
in-house modification costs.    Evaluates financial aspects of proposed and actual projects in order to ensure that state 
funds are expended in the most cost-effective manner available.Communicating with Persons Outside Organization:     
Leads communication efforts effectively with outside vendors representing the state in a professional manner.    Creates 
and maintains a communication plan and execute the plan to keep customers informed of status, timelines, 
expectations, etc. for all IT projects and events.    Leads the discussion of current system operations, proposed system 
requirements and user needs with stake holders.    Leads the discussion with stakeholders how complex interfaces will 
operate, how input forms and output reports will appear and function, and the details of the security plan to ensure that 
user requirements and established guidelines are met.    Communicates with vendors about user requirements for a 
proposed system in order to obtain an estimate of time and cost required to purchase software or hardware 
products.Guiding, Directing, and Motivating Subordinates:     Sets and monitors performance standards of others.    
Supervises one or more teams of Analysts and related staff.    Oversees the work schedules of all subordinate staff to 
ensure projects stay on target.    Writes goals for employees in order to define duties as they relate to accomplishing a 
task.    Assigns work tasks to staff based on agency goals, project requirements, employee skill sets, time considerations, 
and availability of resources.    Identifies employee training needs based on current and potential assigned work tasks 
and the employee's potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns 
performance ratings for subordinate staff according to established criteria and reviews results of performance 
evaluation with management and respective employees.    Provides feedback to management regarding staff 
performance and project status.    Leads a team in the preparation of feasibility studies and project proposals.    
Oversees multiple project teams in the development of information technology systems.Staffing Organizational Units:     
Interviews applicants to determine best-qualified candidates for vacant positions.    Makes hiring recommendations to 
management.    Writes individual goals for new employees in order to define duties and performance expectations.    
Identifies areas of satisfactory employee performance and areas needing improvement.Analyzing Data or Information:    
Assures that proposed advanced system requirements meet customer needs.    Conducts post implementation audit by 
evaluating system or changes to determine that all objectives are met.    Leads the efforts for a project to use collected 
data points to test changes.    Defines discrepancies or costs and benefits between the actual operation of the system 
and the system as it was originally proposed.    Leads the development of systems analysis packages; defines user and 
system requirements for a proposed system.    Compiles figures about the storage capacity of the system, number of 
hardware devices to be used, types of software packages available, and other systems requirements which enable a 
committee of systems personnel to evaluate the products and services of a vendor.Organizing, Planning, and Prioritizing 
Work:     Develops complex performance goals that meet the organization mission and goals.    Prioritizes and organize 
work for self and possibly others.    Itemizes manpower requirements, processing costs, equipment, and all other known 
costs associated with the project.    Provides technical assistance to staff and management regarding software, coding 
languages, system interaction issues, and legal and agency requirements.    Provides staff with organizational guidance 
relating to policies and procedures, staff responsibilities, and reporting relationships.Communicating with Supervisors, 
Peers, or Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    
Leads the discussion of the project plan with program directors, including the assignment of staff to the studies.    Writes 
advanced project proposals for presentation to management.    Communicates on a regular basis with coworkers/team 
to share knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes 
recommendations to management regarding recruitment and selection decisions based on interview results and review 
of applicant qualifications.    Advises management of options available to update an existing system, develop a new 
system, or to purchase and modify, as necessary, a commercially available system.Evaluating Information to Determine 
Compliance with Standards:     Observes and documents system response time, paperwork reduction, and other system 
performance for system changes for complex issues.    Assures that an implemented system is functioning properly in its 
daily operation.    Collects information about the impact of changes in federal, state or departmental policy.    Serves on 
a committee of system personnel which evaluates vendor proposals for a proposed system.    Clarifies user system 
requirements for vendors.     Weighs and evaluates vendor proposals and recommends viable vendor proposals to the 
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purchasing unit.    Summarizes the functional and technical requirements from the systems analysis package.    Conducts 
on-site visits to evaluate the responsiveness of the system.Drafting, Laying Out, and Specifying Technical Devices, Parts, 
and Equipment:     Develops advanced systems analysis packages for large projects.    Prepares complex structured 
models of proposed systems or system modifications.    Develops and maintains complex installation instructions for 
various hardware and software solutions for the agency.    Creates and maintains user manuals for proper use of 
software applications.    Leads the effort to create test scripts for software and applications adhering to testing 
requirements of the project.    Maintains knowledge base of issue resolution to be used by IT peers to help solve 
problems.    Develops and maintains training materials for software projects.    Compiles and prepares program 
documentation which may include test plans.Documenting/Recording Information:     Prepares complex data flow 
diagrams and process specifications which illustrate functional and business processes.    Creates a data dictionary for 
large system projects and enhancements as needed.    Writes advanced test plans based and system test plans on 
information gathered.    Documents the operation of the current and proposed systems, user needs, and the resources 
available for the project.    Creates or maintains documentation detailing established standards and procedures for 
information systems division staff.    Tracks actual costs versus proposed costs throughout the life-cycle of the project in 
order to ensure adequate funding is available for the project.Thinking Creatively:    Identifies and designs application 
efficiencies in coding and in operations.    Solves technical problems by researching new or innovative ways to develop 
an application and/or data structure.    Draws advanced graphical diagrams to describe data flow and relationships and 
the manual and automated business processes of complex systems.    Leads feasibility studies and project 
proposals.Getting Information:     Defines complex information to be displayed on multiple forms, screens and reports.    
Gathers information to create test cases for unit and system test plans for advanced systems.    Reviews and become 
familiar with the state's technology acceptable-use policy.    Examines complex system specifications, input/output 
reports, existing equipment, security protocols, and system interfaces to understand how the current system operates.    
Acquires information about daily requirements of an organization of a filing system for records maintenance.    Compiles 
figures from existing documentation which enables a committee of systems personnel to evaluate the products and 
services of a vendor.Training and Teaching Others:     Provides on-the-job training to staff regarding specific software 
and hardware requirements, programming standards, and data storage, transmission, exchange, and maintenance 
procedures.     Develops a training plan for subordinate staff.     Creates and maintains training documentation as 
needed.    Briefs staff on specifications and functions of new technology by presenting emerging software and/or 
hardware products.    Teaches subordinate staff the proper means to prepare systems manuals and operations manuals.    
Teaches proper utilization of the implemented system to operations personnel and users.Identifying Objects, Actions, 
and Events:     Identifies data elements, variables, tables, databases to be used to create system requirements.    Reviews 
the processes, operations, and capabilities of the existing system and proposed system as documented within the 
systems analysis package.Processing Information:     Takes complex requirements and build databases or complex 
program elements.    Prepares feasibility studies and project proposals.Interacting with Computers:    Uses computer 
systems to enter data, utilize email and office productivity tools. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                       Problem Solving                                 Written 
Communications    Conflict Management                          Comfort around Higher Management    Listening    Customer 
Focus    Technical Learning                              Process Management                          Drive for Results                                                                                                            
Knowledge:    Advanced Knowledge of Computers                                  Advanced Knowledge Technology                 Skills:    
Systems Analysis                                Systems Evaluation                             Active Listening                                  Critical Thinking                            
Advanced Writing Techniques                            Complex Problem Solving                                  Operations Analysis                            
Advanced Technology Design                            Active Learning                                   Speaking                             Quality Control 
Analysis                                    Judgment and Decision Making                          Management of Personnel Resources                                 
Time Management for Self and Possibly Others                                 Advanced Troubleshooting                             Abilities:    
Oral and Written Comprehension                        Oral and Written Expression    Advanced Deductive and Inductive 
Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/AV 
Equipment 
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075561 - INFORMATION SYSTEMS ASSOCIATE* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7424 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
a Specific Associate’s Degree for the Required Bachelor’s Degree: An associate’s degree in one or a combination of the 
following: business data processing, computer accounting (e.g., accounting information systems), computer science, 
computer programming, information systems, telecommunications, or similar information technology degree (e.g., 
healthcare information systems) from an accredited college or university may substitute for the required bachelor’s 
degree.  Substitution of Experience for the Specific Associate’s Degree:  Experience in one or a combination of the 
following areas may substitute for the specific Associate’s degree on a year-for-year basis to a maximum of two years: 
(1) help desk, (2) server administration, (3) mainframe or distributed computer operations, (4) workstation support (5) 
or business applications programming. Note: A transcript may be required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Non-competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional information systems analytical work of routine 
difficulty involving the analysis of various administrative, reporting, and statistical systems and the development of 
methods for adapting these systems to electronic data processing; and performs related work as required. 
Distinguishing Features: This is the trainee level class for the Business Analyst, Business Tech Support, Communication 
Specialist, Content Designer, Database Administrator, Disaster Recovery Specialist, Help Desk Specialist, Network 
Operations Administrator, Software Developer, Testing Analyst, Information Systems Analyst, Information Systems 
Specialist, Programmer Analyst, Distributed Programmer Analyst, Systems Programmer, and Information Resource 
Support Specialist sub-series. An employee in this class will be in training in a specific functional assignment learning to 
define user and system requirements for a proposed system; consulting with representatives of various state agencies 
about data processing issues; writing or modifying mainframe, mid-range, or microcomputer business application 
programs; diagnosing and resolving software and hardware problems on mainframe, mid-range, or microcomputers; or 
designing, implementing, or revising data structures and database systems. This class differs from the next higher level 
class in each specific professional sub series in that incumbents of the latter perform at the working level, with the 
exception of incumbents in the Systems Programming assignment who are required to complete an additional year of 
specialized training.*An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one-year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Processing Information: Learns to create test data to test programs and/or system conditions by extracting data from 
existing sources or entering new data. Learns to modify program design narratives based on user feedback and 
walkthrough results. Learns to prepare structured models of the proposed system, including data flow diagrams and 
process specifications which illustrate the functional processes of the system, and the data dictionary which describes 
the data being processed.Getting Information: Interviews line personnel and reviews existing documentation to acquire 
information about such work requirements as the organization of a filing system, the length of time to maintain records, 
the manner in which records are shared by different work groups, or the extent to which the records impact other 
systems. Reads and interprets written functional specifications. Receive requests from customers having issues with 
computer software, hardware and account administration or inquiring about how to use specific products or services. 
Retrieves data from the problem management database.Interacting With Computers: Learns to develop software 
according to the design specifications using established software application standards. Learns to perform installation, 
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configuration, and ongoing usability of desktop computers, peripheral equipment and software within established 
standards and guidelines. Learns to route incidents and requests to appropriate support team using written procedures 
and the IT Service Management software system and Knowledge database.Documenting/Recording Information: Learns 
to prepare program documentation which includes the test plan, program specifications, program narrative, client 
approval, and results of walkthroughs and testing.Monitor Processes, Materials, or Surroundings: Learns to determine 
cause of issues using written procedures and Problem Management and Knowledge Database.Making Decisions and 
Solving Problems: Learns to provide problem solving resolution for all users with hardware, software and application 
problems.Establishing and Maintaining Interpersonal Relationships: Utilizes superior customer service skills in resolving 
customer problems.Handling and Moving Objects: Delivers or pickups hardware and peripheral equipment. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Learning on the Fly Problem Solving Self-Development Functional/Technical 
Competency Written Communication Technical Learning Peer Relationships Time ManagementKnowledge: Customer 
and Personal Service Basic Office Automation Software Basic Desktop Operating SystemsSkills: Service Orientation 
Speaking Reading Comprehension Learning Strategies Time Management Basic Computer TroubleshootingAbilities: Oral 
Comprehension Oral Expression Problem Sensitivity Extent Flexibility Static Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075580 - INFORMATION SYSTEMS CONSULT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5065 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five or 
more years of experience in any of the following: (1) systems training, systems analysis, systems design, technical 
support (i.e., the diagnosis and resolution of software and hardware malfunctions for computer or other information 
systems, as well as the technical justification for procuring software or hardware products), applications programming, 
network design, or telecommunications design; or (2) leading, supervising, consulting, directing, or managing the 
process involved in planning and implementing new information systems, or planning and integrating new technologies 
into existing systems. NON SUBSTITUTABLE EXPERIENCE: At least two years of the required experience must have been 
in a lead, supervisory, consultative, managerial, or director capacity (education may not substitute for the required two 
years of lead, supervisory, consultative, managerial, or executive experience). Substitution of Experience for Education: 
Professional experience in any of the following areas may substitute for the required bachelor's degree on a year-for-
year basis to a maximum of four years: (1) systems training, systems analysis, technical support, applications 
programming, network design, or telecommunications design; or (2) leading, supervising, consulting, managing, or 
directing the processes involved in planning and implementing new information systems or planning and integrating 
new technologies into existing systems. Substitution of a Specific Associate’s Degree for Education: Graduation from an 
accredited college or university with an associate's degree in business data processing, (e.g., business data 
programming, business systems analysis, or computer accounting), management information systems, computer and 
information sciences, computer servicing technologies, or other related acceptable field may substitute for the required 
bachelor's degree. Substitution of Specific Education for the Required Working-level Experience: Graduation from an 
accredited college or university with a bachelor's degree or additional graduate coursework in management information 
systems, business data processing, or computer and information sciences may substitute for one year of the required 
working-level experience (i.e., a bachelor's degree, thirty-six graduate quarter hours, or a master's degree in the above 
listed fields are equivalent to one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs information systems consulting work of unusual difficulty; and performs related 
work as required. Distinguishing Features: Employees in this class function as technical advisors to the highest level 
management within an agency information systems division. Employees have broad responsibility for developing and 
implementing policies and procedures that have significant impact on agency systems activities within their area of 
expertise. This work involves providing technical advice and guidance in areas such as agency information systems 
planning, physical facility planning, determination of agency hardware, software and staffing needs, evaluation of 
agency systems service delivery, budget development and other areas of significant scope and impact. Employees may 
also be involved in maintaining several complex statewide information systems and acting as a technical resource to 
users of these systems. Employees in this class function at a similar level as information system managers but do not 
generally supervise subordinate staff. 
 
Work Activities: 
Getting Information:    Understands federal and state legislation/regulations such as guidelines, laws, and policies.    
Compiles data for budget development and oversight, staffing needs, and evaluation of service delivery.    Meets with 
highest level of the Information Systems area to discuss tactical and strategic projects, processes or technologies to 
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move the agency towards their business objectives.    Gathers requirements from stakeholders to develop automated 
solutions to business problems.Judging the Qualities of Things, Services, or People:    Provides technical advice and 
guidance in areas such as agency information systems planning, determination of agency software and staffing needs, 
evaluation of agency systems service delivery, budget development and other areas of significant scope and impact.    
Monitors trends that have significant impact on agency system activities within their area of expertise.Monitor 
Processes, Materials, or Surroundings:    Monitors information systems operations, activities, and functions within area 
of expertise and makes recommendations for improvements in overall planning, economy, efficiency and quality in 
these areas.     Monitors service level agreements and/or metrics to ensure that customer expectations are being 
met.Provide Consultation and Advice to Others:    Provides guidance in areas such as long and short range planning for 
agency information systems activities and services, budget development and oversight, staffing needs, and evaluation of 
service delivery.    Evaluates information systems operations, activities and functions within area of expertise and makes 
recommendations for improvements in overall planning, economy, efficiency and quality in these areas.Evaluating 
Information to Determine Compliance with Standards:    Reviews system compliance with federal and state 
legislation/regulations such as guidelines, laws, and policies.    Reviews agencies IT purchase requests to ensure they are 
within established standards.Coordinating the Work and Activities of Others:    Writes and maintains continuity of 
operation plan to ensure business is operational in case of a disaster.    Tests continuity of operation plan to ensure that 
it is effective.Processing Information:    Prepares and maintains a variety of complex technical and administrative reports 
such as planning narratives, budgetary and financial documents, needs assessment narratives and other records and 
reports.    Designs application programming specifications based on user requirements.Training and Teaching Others:    
Creates training curriculum for new business applications.    Schedules and conducts IT training.Interacting With 
Computers:    May maintain several complex statewide information systems and act as technical resource to users of 
these systems.Developing Objectives and Strategies:    Provides assistance to the highest level management within an 
agency information systems division in developing policies, procedures, goals and objectives for administering agency 
functions, activities and services of significant scope and impact.Analyzing Data or Information:    Analyzes the 
technology portfolio for trends impacting costs, schedules, and quality.Making Decisions and Solving Problems:    
Proposes solutions to identified customer business needs.Updating and Using Relevant Knowledge:    Stays abreast of 
technology and makes suggestions to senior management regarding emerging, current, or end-of-life 
technology.Organizing, Planning, and Prioritizing Work:    Meets with agency's executive leadership to develop 
Information Systems plan to make a roadmap for the IT division.Communicating with Persons Outside Organization:    
Establishes and maintains a variety of high level personal contacts with agency officials and administrators, vendor 
representatives, user groups, legislative officials, attorneys, auditors, and others in explaining, interpreting and 
enforcing policies and procedures, negotiating solutions to complex problems, explaining the agency's position on 
controversial and/or complex issues, and disseminating technical information.Scheduling Work and Activities:     
Schedules conferences, seminars, and meetings in partnership with senior management.Communicating with 
Supervisors, Peers, or Subordinates:     Presents information approved by senior management to IT staff.Developing and 
Building Teams:     Organizes team building exercises, such as, team photographs, picnics, etc. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Informing    Technical Learning    Planning    Written 
Communications    Process Management    Presentation SkillsKnowledge:    Knowledge of Business Analytics    Advanced 
Knowledge of Office Automation Software    Customer and Personal Service    Administration and Management    
Education and TrainingSkills:    Customer Service    Planning Skills    Complex Problem Solving    Systems Analysis    Service 
Orientation    Systems Evaluation    Presentation Skills    Technology Design    Technical Writing    Monitoring    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Expression    Deductive Reasoning    Category 
Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075580 - INFORMATION SYSTEMS CONSULT 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5066 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five or 
more years of experience in any of the following: (1) systems training, systems analysis, systems design, technical 
support (i.e., the diagnosis and resolution of software and hardware malfunctions for computer or other information 
systems, as well as the technical justification for procuring software or hardware products), applications programming, 
network design, or telecommunications design; or (2) leading, supervising, consulting, directing, or managing the 
process involved in planning and implementing new information systems, or planning and integrating new technologies 
into existing systems. NON SUBSTITUTABLE EXPERIENCE: At least two years of the required experience must have been 
in a lead, supervisory, consultative, managerial, or director capacity (education may not substitute for the required two 
years of lead, supervisory, consultative, managerial, or executive experience). Substitution of Experience for Education: 
Professional experience in any of the following areas may substitute for the required bachelor's degree on a year-for-
year basis to a maximum of four years: (1) systems training, systems analysis, technical support, applications 
programming, network design, or telecommunications design; or (2) leading, supervising, consulting, managing, or 
directing the processes involved in planning and implementing new information systems or planning and integrating 
new technologies into existing systems. Substitution of a Specific Associate’s Degree for Education: Graduation from an 
accredited college or university with an associate's degree in business data processing, (e.g., business data 
programming, business systems analysis, or computer accounting), management information systems, computer and 
information sciences, computer servicing technologies, or other related acceptable field may substitute for the required 
bachelor's degree. Substitution of Specific Education for the Required Working-level Experience: Graduation from an 
accredited college or university with a bachelor's degree or additional graduate coursework in management information 
systems, business data processing, or computer and information sciences may substitute for one year of the required 
working-level experience (i.e., a bachelor's degree, thirty-six graduate quarter hours, or a master's degree in the above 
listed fields are equivalent to one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs information systems consulting work of unusual difficulty; and performs related 
work as required. Distinguishing Features: Employees in this class function as technical advisors to the highest level 
management within an agency information systems division. Employees have broad responsibility for developing and 
implementing policies and procedures that have significant impact on agency systems activities within their area of 
expertise. This work involves providing technical advice and guidance in areas such as agency information systems 
planning, physical facility planning, determination of agency hardware, software and staffing needs, evaluation of 
agency systems service delivery, budget development and other areas of significant scope and impact. Employees may 
also be involved in maintaining several complex statewide information systems and acting as a technical resource to 
users of these systems. Employees in this class function at a similar level as information system managers but do not 
generally supervise subordinate staff. 
 
Work Activities: 
Getting Information:    Understands federal and state legislation/regulations such as guidelines, laws, and policies.    
Compiles data for budget development and oversight, staffing needs, and evaluation of service delivery.    Meets with 
highest level of the Information Systems area to discuss tactical and strategic projects, processes or technologies to 
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move the agency towards their business objectives.    Gathers requirements from stakeholders to develop automated 
solutions to business problems.Judging the Qualities of Things, Services, or People:    Provides technical advice and 
guidance in areas such as agency information systems planning, determination of agency software and staffing needs, 
evaluation of agency systems service delivery, budget development and other areas of significant scope and impact.    
Monitors trends that have significant impact on agency system activities within their area of expertise.Monitor 
Processes, Materials, or Surroundings:    Monitors information systems operations, activities, and functions within area 
of expertise and makes recommendations for improvements in overall planning, economy, efficiency and quality in 
these areas.     Monitors service level agreements and/or metrics to ensure that customer expectations are being 
met.Provide Consultation and Advice to Others:    Provides guidance in areas such as long and short range planning for 
agency information systems activities and services, budget development and oversight, staffing needs, and evaluation of 
service delivery.    Evaluates information systems operations, activities and functions within area of expertise and makes 
recommendations for improvements in overall planning, economy, efficiency and quality in these areas.Evaluating 
Information to Determine Compliance with Standards:    Reviews system compliance with federal and state 
legislation/regulations such as guidelines, laws, and policies.    Reviews agencies IT purchase requests to ensure they are 
within established standards.Coordinating the Work and Activities of Others:    Writes and maintains continuity of 
operation plan to ensure business is operational in case of a disaster.    Tests continuity of operation plan to ensure that 
it is effective.Processing Information:    Prepares and maintains a variety of complex technical and administrative reports 
such as planning narratives, budgetary and financial documents, needs assessment narratives and other records and 
reports.    Designs application programming specifications based on user requirements.Training and Teaching Others:    
Creates training curriculum for new business applications.    Schedules and conducts IT training.Interacting With 
Computers:    May maintain several complex statewide information systems and act as technical resource to users of 
these systems.Developing Objectives and Strategies:    Provides assistance to the highest level management within an 
agency information systems division in developing policies, procedures, goals and objectives for administering agency 
functions, activities and services of significant scope and impact.Analyzing Data or Information:    Analyzes the 
technology portfolio for trends impacting costs, schedules, and quality.Making Decisions and Solving Problems:    
Proposes solutions to identified customer business needs.Updating and Using Relevant Knowledge:    Stays abreast of 
technology and makes suggestions to senior management regarding emerging, current, or end-of-life 
technology.Organizing, Planning, and Prioritizing Work:    Meets with agency's executive leadership to develop 
Information Systems plan to make a roadmap for the IT division.Communicating with Persons Outside Organization:    
Establishes and maintains a variety of high level personal contacts with agency officials and administrators, vendor 
representatives, user groups, legislative officials, attorneys, auditors, and others in explaining, interpreting and 
enforcing policies and procedures, negotiating solutions to complex problems, explaining the agency's position on 
controversial and/or complex issues, and disseminating technical information.Scheduling Work and Activities:     
Schedules conferences, seminars, and meetings in partnership with senior management.Communicating with 
Supervisors, Peers, or Subordinates:     Presents information approved by senior management to IT staff.Developing and 
Building Teams:     Organizes team building exercises, such as, team photographs, picnics, etc. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Informing    Technical Learning    Planning    Written 
Communications    Process Management    Presentation SkillsKnowledge:    Knowledge of Business Analytics    Advanced 
Knowledge of Office Automation Software    Customer and Personal Service    Administration and Management    
Education and TrainingSkills:    Customer Service    Planning Skills    Complex Problem Solving    Systems Analysis    Service 
Orientation    Systems Evaluation    Presentation Skills    Technology Design    Technical Writing    Monitoring    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Expression    Deductive Reasoning    Category 
Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075580 - INFORMATION SYSTEMS CONSULT 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  5067 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five or 
more years of experience in any of the following: (1) systems training, systems analysis, systems design, technical 
support (i.e., the diagnosis and resolution of software and hardware malfunctions for computer or other information 
systems, as well as the technical justification for procuring software or hardware products), applications programming, 
network design, or telecommunications design; or (2) leading, supervising, consulting, directing, or managing the 
process involved in planning and implementing new information systems, or planning and integrating new technologies 
into existing systems. NON SUBSTITUTABLE EXPERIENCE: At least two years of the required experience must have been 
in a lead, supervisory, consultative, managerial, or director capacity (education may not substitute for the required two 
years of lead, supervisory, consultative, managerial, or executive experience). Substitution of Experience for Education: 
Professional experience in any of the following areas may substitute for the required bachelor's degree on a year-for-
year basis to a maximum of four years: (1) systems training, systems analysis, technical support, applications 
programming, network design, or telecommunications design; or (2) leading, supervising, consulting, managing, or 
directing the processes involved in planning and implementing new information systems or planning and integrating 
new technologies into existing systems. Substitution of a Specific Associate’s Degree for Education: Graduation from an 
accredited college or university with an associate's degree in business data processing, (e.g., business data 
programming, business systems analysis, or computer accounting), management information systems, computer and 
information sciences, computer servicing technologies, or other related acceptable field may substitute for the required 
bachelor's degree. Substitution of Specific Education for the Required Working-level Experience: Graduation from an 
accredited college or university with a bachelor's degree or additional graduate coursework in management information 
systems, business data processing, or computer and information sciences may substitute for one year of the required 
working-level experience (i.e., a bachelor's degree, thirty-six graduate quarter hours, or a master's degree in the above 
listed fields are equivalent to one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, performs information systems consulting work of unusual difficulty; and performs related 
work as required. Distinguishing Features: Employees in this class function as technical advisors to the highest level 
management within an agency information systems division. Employees have broad responsibility for developing and 
implementing policies and procedures that have significant impact on agency systems activities within their area of 
expertise. This work involves providing technical advice and guidance in areas such as agency information systems 
planning, physical facility planning, determination of agency hardware, software and staffing needs, evaluation of 
agency systems service delivery, budget development and other areas of significant scope and impact. Employees may 
also be involved in maintaining several complex statewide information systems and acting as a technical resource to 
users of these systems. Employees in this class function at a similar level as information system managers but do not 
generally supervise subordinate staff. 
 
Work Activities: 
Getting Information:    Understands federal and state legislation/regulations such as guidelines, laws, and policies.    
Compiles data for budget development and oversight, staffing needs, and evaluation of service delivery.    Meets with 
highest level of the Information Systems area to discuss tactical and strategic projects, processes or technologies to 
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move the agency towards their business objectives.    Gathers requirements from stakeholders to develop automated 
solutions to business problems.Judging the Qualities of Things, Services, or People:    Provides technical advice and 
guidance in areas such as agency information systems planning, determination of agency software and staffing needs, 
evaluation of agency systems service delivery, budget development and other areas of significant scope and impact.    
Monitors trends that have significant impact on agency system activities within their area of expertise.Monitor 
Processes, Materials, or Surroundings:    Monitors information systems operations, activities, and functions within area 
of expertise and makes recommendations for improvements in overall planning, economy, efficiency and quality in 
these areas.     Monitors service level agreements and/or metrics to ensure that customer expectations are being 
met.Provide Consultation and Advice to Others:    Provides guidance in areas such as long and short range planning for 
agency information systems activities and services, budget development and oversight, staffing needs, and evaluation of 
service delivery.    Evaluates information systems operations, activities and functions within area of expertise and makes 
recommendations for improvements in overall planning, economy, efficiency and quality in these areas.Evaluating 
Information to Determine Compliance with Standards:    Reviews system compliance with federal and state 
legislation/regulations such as guidelines, laws, and policies.    Reviews agencies IT purchase requests to ensure they are 
within established standards.Coordinating the Work and Activities of Others:    Writes and maintains continuity of 
operation plan to ensure business is operational in case of a disaster.    Tests continuity of operation plan to ensure that 
it is effective.Processing Information:    Prepares and maintains a variety of complex technical and administrative reports 
such as planning narratives, budgetary and financial documents, needs assessment narratives and other records and 
reports.    Designs application programming specifications based on user requirements.Training and Teaching Others:    
Creates training curriculum for new business applications.    Schedules and conducts IT training.Interacting With 
Computers:    May maintain several complex statewide information systems and act as technical resource to users of 
these systems.Developing Objectives and Strategies:    Provides assistance to the highest level management within an 
agency information systems division in developing policies, procedures, goals and objectives for administering agency 
functions, activities and services of significant scope and impact.Analyzing Data or Information:    Analyzes the 
technology portfolio for trends impacting costs, schedules, and quality.Making Decisions and Solving Problems:    
Proposes solutions to identified customer business needs.Updating and Using Relevant Knowledge:    Stays abreast of 
technology and makes suggestions to senior management regarding emerging, current, or end-of-life 
technology.Organizing, Planning, and Prioritizing Work:    Meets with agency's executive leadership to develop 
Information Systems plan to make a roadmap for the IT division.Communicating with Persons Outside Organization:    
Establishes and maintains a variety of high level personal contacts with agency officials and administrators, vendor 
representatives, user groups, legislative officials, attorneys, auditors, and others in explaining, interpreting and 
enforcing policies and procedures, negotiating solutions to complex problems, explaining the agency's position on 
controversial and/or complex issues, and disseminating technical information.Scheduling Work and Activities:     
Schedules conferences, seminars, and meetings in partnership with senior management.Communicating with 
Supervisors, Peers, or Subordinates:     Presents information approved by senior management to IT staff.Developing and 
Building Teams:     Organizes team building exercises, such as, team photographs, picnics, etc. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Informing    Technical Learning    Planning    Written 
Communications    Process Management    Presentation SkillsKnowledge:    Knowledge of Business Analytics    Advanced 
Knowledge of Office Automation Software    Customer and Personal Service    Administration and Management    
Education and TrainingSkills:    Customer Service    Planning Skills    Complex Problem Solving    Systems Analysis    Service 
Orientation    Systems Evaluation    Presentation Skills    Technology Design    Technical Writing    Monitoring    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Expression    Deductive Reasoning    Category 
Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075571 - INFORMATION SYSTEMS DIRECTOR 1 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  5105 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems). Non-Substitutable Experience: Two years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for on-line midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting.  OR Substitution of 
Experience for Education:Experience teaching or working in any one of the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; or 
(3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications design; 
or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information systems 
consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree.  OR Substitution of Graduate Coursework for the 
Working-level Experience:Any graduate coursework in computer and information sciences may substitute for one year 
of the required experience (thirty-six graduate quarter hours or a master's degree in computer and information sciences 
may substitute for one year of working-level experience).  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class directs a full range of 
information systems services for an operating department having an IT organization of small size with an IT Budget less 
than $1M OR fewer than 25 employees with roles in IT programs and operations. This class differs from that of  
Information Systems Director 2 in that an incumbent of the latter directs IT services of a moderately sized department 
with greater complexity and has significantly higher responsibility for supervision. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product in order to identify efficiencies and prepare comprehensive performance 
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evaluations.    Monitor IT performance at the assigned level of responsibility through a variety of reports, surveys, 
subordinate interactions, and other information gathering tools to ensure that relevant key performance indicators are 
met.    Monitors the IT operational environment, to include assigned daily IT operations, infrastructure, and other 
relevant work systems through subordinates, key performance indicators, service level agreements, and other indicators 
to identify trends and proactively anticipate problems.    Monitors the IT and relevant business environments using a 
variety of reports, vulnerability analyses, and other tools to ensure policy compliance and information security, project 
management, financial, and other risks are minimized.Getting Information:    Review information from the IT goals of 
higher-level leadership personnel and the agency's strategic goals to ensure that activities related to assigned 
responsibilities support strategic goals and objectives.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks.    Interviews employees and other individuals who have 
information related to ongoing investigations or work processes as required to further an investigation or process.    
Participate in strategic and operational meetings to obtain information needed to achieve operational objectives.    
Conducts site visits of external and internal organizations in order to obtain information for reorganization, 
benchmarking and other work related activities.    Reviews e-mail, voicemails, other correspondence, reports, queries, 
and information systems to gather data necessary to complete assigned work.Thinking Creatively:    Creates a climate of 
creative thinking to engender IT employee engagement and develop business partner relationships.    Develops 
corrective action plans to address divisional and/or agency-wide systemic issues.    Participates in the development of 
talent management workforce plans using a variety of analytic techniques to ensure available knowledge, skills, abilities, 
and competencies are aligned with business needs and strategic goals.    Incorporate departmental, state, and federal 
laws, rules, regulations, and policies into divisional and/or agency-wide best practices and standard operating 
procedures for efficiency and compliance purposes.    Participates in brainstorming sessions to develop divisional and/or 
agency-wide process streamlining initiatives and improve business practices.    Develops divisional and/or agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
goals and agency needs.    Develop divisional and/or agency-wide IT strategic and operational plans to facilitate agency 
operations and forward agency goals.    Develops IT organizational structures in conjunction with Human Resources 
using a variety of data and best practices to ensure cost effective resource allocation and alignment with agency 
strategic goals and IT needs.    Develops divisional and/or agency-wide process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy.    Provides creative input into the development of divisional 
and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination.    Develop a marketing approach for presenting the qualifications and accomplishments of 
the unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence.Organizing, Planning, and Prioritizing Work:    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures for efficiency and compliance purposes.    Assign special projects, highly 
confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing, costs, 
revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice provided 
to higher level decision makers.    Estimates future staffing and skill requirements needed for succession planning and 
talent management purposes.    Projects divisional staffing and identify timelines needed to complete projects to meet 
the strategic plan of the department.Selling or Influencing Others:    Build consensus among peers, subordinates, and 
supervisors in order to further the divisions and department’s mission and goals.    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Influences assigned subordinates, divisional, departmental, and agency-wide staff using 
identified individual motivational factors to increase job performance and productivity.Making Decisions and Solving 
Problems:    Approve high level Information Systems directives within assigned area of responsibility to ensure 
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alignment with strategic business objectives, best practices, and available resources.    Makes decisions related to the 
resolution of personnel and technical issues within assigned area of responsibility based on the results of analyses, 
personal experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    
Determines the appropriate structure of the IT organization to support business objectives and ensure alignment with 
strategic goals.    Determine appropriate allocation of budgeted funds within assigned area of responsibility to ensure 
that highest priority projects have sufficient monetary resources to be completed in a timely and efficient manner.    
Make acquisition decisions for IT products and services within assigned area of responsibility that support business 
objectives.    Make the decision to offer employment to job candidates who best fit available positions based on the 
results of selection assessment and testing.    Determine appropriate level of materiality to inform decisions about level 
of effort and priority of processing for IT projects and processes.    Determine best options available and appropriate 
resource allocations for assigned area of responsibility to meet business requirements identified by organizational 
stakeholders.    Reviews and approves summary performance metrics reporting submitted by assigned subordinates to 
identify current status in achieving assigned goals and facilitate communication with higher-level leadership personnel.    
Determine appropriate balance of impact, financial and human capital cost, and risk in proposed IT operational 
initiatives to inform decisions about level of effort and priority of processing for IT projects and processes.Judging the 
Qualities of Things, Services, or People:    Assess the quality and importance of suggestions to inform advice provided to 
higher level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.    Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions 
to determine accuracy and relevance.    Assess the quality of applicants to assigned subordinate positions to inform 
hiring decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Assess the quality of work product and services provided by 
assigned area of responsibility to ensure that products and services meet the needs of customers.    Conduct 
performance evaluations for assigned subordinates to determine performance levels.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and agreement.Resolving 
Conflicts and Negotiating with Others:    Resolve external business partner disputes and conflicts to prevent business 
operation interruptions and compliance with contractual terms and agreements.    Coordinate with agency legal counsel 
when investigating conflicts between internal business partners and agency employees according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving 
the issue.    Resolve interpersonal conflicts between assigned subordinates, departmental, divisional and/or agency wide 
staff to ensure a respectful and productive work environment.    Escalates issues to higher-level leadership personnel as 
required to ensure issues are resolved at the proper level and through the proper channels.    Resolves conflicts without 
input from higher management to ensure timely and efficient performance and maintain positive working relationships.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.    Serves as a mediator for assigned subordinates 
and peers to upper management personnel.Staffing Organizational Units:    Identifies promotional opportunities within 
assigned work unit to develop bench strength and enhance the talent pool.    Assesses and anticipates workload of 
employees to determine human resource needs and budgetary constraints.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Conduct behavioral-based interviews for 
job candidates to ensure hiring and retention of the most qualified employees.    Develops supplemental and interview 
questions for positions based on the competencies identified in the classification specification to ensure compliance 
with departmental, state, and federal laws, rules, regulations, and policies.    Assess the appropriateness and viability of 
the use of alternate employment methodologies to address human resource needs.Coaching and Developing Others:    
Mentors less experienced internal business partners in their work using a supportive and collaborative approach.    
Coach agency employees on IT related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned subordinates and other 
divisional staff through the use of stretch assignments to develop bench strength and talent management.    Addresses 
and/or recognizes the performance of assigned subordinates appropriately in accordance with established policy.    
Provide coaching to subordinate leadership staff on appropriate performance management techniques in accordance 
with recommendations from agency HR.    Leverage developmental opportunities and motivational factors to improve 
team development and the performance of assigned subordinate, divisional and/or agency-wide staff.Communicating 
with Supervisors, Peers, or Subordinates:    Maintains an open dialogue with internal business partners at all levels 
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within the organization to ensure effective and efficient communications.    Conduct meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Communicate with higher-level leadership personnel on situations requiring an explanation of the 
services and activities.    Send notifications of initiatives, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information.    Communicate regularly with other IT staff to coordinate 
operational activities and program development with other departments and to ensure uniformity between 
departments.    Provide regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments.    Communicates work related information to a variety of business partners, peers 
and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop performance plans and provide 
performance feedback and developmental guidance.Provide Consultation and Advice to Others:    Collaborate 
continually with management to assess the overall efficacy of departmental IT operations.    Make recommendations as 
to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Make acquisition recommendations for IT products and services that support 
business objectives within assigned area of responsibility.    Advise higher-level leadership personnel on team standard 
operating procedures, best practices, and other workflow factors to inform strategy development and decision making.    
Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Advise business partners on the appropriate application of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures for IT decision making to 
ensure compliance and effective business practices.    Provide informal performance feedback advice to assigned 
subordinates and other leadership staff to assist with personal and professional development as required.    Make 
recommendations for changes in IT operations which affect the economy, efficiency and quality of agency IT operations 
and services.    Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    
Assists assigned subordinates and internal business partners in developing job performance plans to communicate 
responsibilities and expected outcomes of performance in their role.    Assists in the development of supplemental and 
interview questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.    Advise internal business 
partners on the impact of state/departmental policies and procedures and federal guidelines on IT operations within 
assigned work unit.Interacting With Computers:    Utilize a variety of software tools to facilitate program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of all levels 
of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Interprets a variety of current IT rules and/or laws, regulations, policies, procedures, and 
documentation for business partners to facilitate understanding, enhance communications, and ensure compliance.    
Interpret a variety of IT reports for internal and/or external business partners as requested or to meet accreditation 
standards.    Explain IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Establishing and 
Maintaining Interpersonal Relationships:    Maintain professional working relationships at all levels of the organization to 
ensure smooth and effective team operations.    Represent the agency while attending meetings and events in order to 
promote the goodwill of the department.    Networks with business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Liaise with internal and external entities to ensure effective planning, 
strategy development, vision, coordination, and IT service provision.Guiding, Directing, and Motivating Subordinates:    
Enables assigned work unit to accomplish the mission and vision of the organization by identifying and eliminating 
barriers to success, providing sufficient tools and resources, and continually challenging the validity of the current 
process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify efficiencies and 
achieve more timely and accurate goal achievement.    Leads committees to review current processes and recommend 
improvements to achieve greater efficiencies.    Leads and/or oversees assigned subordinates in the completion of the 
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operations required to achieve goals within the assigned area of responsibility.    Assists assigned subordinates in 
coordinating IT activities with other department personnel by reallocating resources and directly participating as 
necessary.Evaluating Information to Determine Compliance with Standards:    Evaluates employee work results to 
ensure that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, 
and performance goals.    Evaluate candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications.    Evaluate the work of assigned subordinates to determine 
compliance with job goals and intra-unit policy and methods.    Ensures disciplinary actions are administered in 
accordance with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of 
assigned subordinates and internal business partners to ensure work procedures and processes comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate plans and 
performance goals to ensure alignment with organizational and divisional/departmental goals.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid.Developing Objectives 
and Strategies:    Develops operational plans based on knowledge, experiences, skills, best practices and targeted 
research through collaboration with other leadership personnel to address strategic goals and agency needs.    Develops 
job performance plans for assigned subordinates to communicate responsibilities and expected outcomes of 
performance in their role.    Develops corrective action plans to address systemic issues within assigned area of 
responsibility.    Develops strategies, objectives, and service level agreements for IT services to measure and improve 
organizational efficiency and performance.    Develops communication plans for addressing the ongoing communication 
of IT related information to agency employees and customers.    Assists with the development and periodic review of 
department and/or divisional directives, policies, procedures, and protocols as needed.    Develop strategic programs 
and events to improve IT staff morale.    Develop strategies for addressing divisional and/or agency-wide IT staffing 
needs to ensure adequate coverage for assigned workload.Analyzing Data or Information:    Analyze processes, policies, 
and procedures using information systems and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of operations and services within assigned area of responsibility.    
Analyzes survey and benchmarking data to determine its relevancy to and effects on information technology processes 
and procedures and inform reporting within assigned area of responsibility.    Analyze candidate applications and other 
documentation to create a pool of interviewees.    Analyze vacancy report against available KSACs and applicants to align 
with organizational needs.    Analyze status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Scheduling Work and Activities:    Schedules deadlines for IT related events for 
agency employees to ensure timely submission of required information.    Schedules periodic performance discussions 
with subordinates to ensure continuous accurate evaluations and development.    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as requested.Communicating with Persons Outside Organization:    
Participates in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Communicates 
with external business partners to facilitate outside events and programs in which the state/agency/division 
participates.    Serve on divisional, departmental, and statewide committees in the design, development, and 
implementation of new information management systems.    Participate in media events to communicate information to 
the general public as required.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-
agency business partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the 
activities of assigned subordinates who oversee various programs with business partners as required to ensure that 
operational and strategic priorities, missions and visions are met, and conflicts in scheduling and responsibility do not 
arise.    Coordinate meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Developing and Building Teams:    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Encourage assigned subordinates, divisional and/or agency-wide staff 
to pursue career development opportunities as a means of improving team performance.    Identify developmental 
opportunities appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    
Creates and coordinates team building activities to incentivize teamwork and performance.    Celebrate the successes 
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that occur as appropriate to enhance team morale and employee investment/engagement.Monitoring and Controlling 
Resources:    Achieves divisional, departmental, and/or agency IT budget objectives by reviewing and forecasting 
expenditures, analyzing variances, and initiating corrective actions.    Approves internal purchases for divisional, 
departmental, and/or agency IT contract employees, hardware, and software as required.    Approve the allocation of 
headcount within the divisional, departmental, and/or agency IT organization to ensure efficient resource allotment and 
congruence with agency strategic objectives.Documenting/Recording Information:    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Document information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others.    Prepares completed staff work reports with recommendations for action which are workable 
and comply with professional standards of excellence.Performing Administrative Activities:    Complete performance 
evaluation documentation for all assigned subordinates.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Generate disciplinary actions for assigned subordinates in accordance with agency policy and Department of 
Human Resources policies and procedures.    Reviews and approves subordinate administrative actions including but not 
limited to performance evaluations, expense requests, and time and labor for assigned work unit.    Enter personal time 
and leave/overtime requests into the appropriate databases as required.Updating and Using Relevant Knowledge:    
Utilizes acquired knowledge and skills to improve and inform daily performance of assigned tasks.    Attend agency 
specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure them and their assigned subordinates are 
knowledgeable on the latest systems.    Attend in-service training as required to ensure continual learning and current 
knowledge of the field.    Actively seeks out work related leadership development opportunities for self and assigned 
subordinates to improve performance and team efficiency.    Develop expertise in an assigned information technology 
program area using available developmental opportunities as required to facilitate interpretation and advice provided.    
Maintains professional and technical knowledge and required certifications by attending educational workshops, 
reviewing professional publications, establishing personal networks, and participating in professional societies to remain 
informed of current industry and IT standards. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Hiring and Staffing    Drive for Results    Building Effective Teams    Customer Focus    
Dealing with Ambiguity    Total Work Systems    Command Skills    Organizational Agility    Motivating OthersKnowledge:    
Basic knowledge of administration and management best practices as they relate to executive level leadership    
Intermediate knowledge of customer service principles and best practices as they relate to service level agreements, 
metrics, customer interaction, and request fulfillment    Basic knowledge of personnel and human resources 
management best practices as they relate to talent management    Basic knowledge of strategic planning principles and 
best practices as they relate to the control of agency-wide IT operations    Intermediate knowledge of hardware, 
software, data, and network principles and systems related to the assigned area of responsibility    Basic knowledge of 
business finance and accounting procedures and best practices    Intermediate knowledge of federal, state, and local 
laws, rules, regulations, policies, procedures, and best practices as they relate to data management and information 
systems governanceSkills:    Active Learning Skills    Active Listening Skills    Intermediate reading comprehension skills as 
they relate to the understanding of hardware, software, data, and network principles and systems    Judgment and 
Decision Making Skills    Time Management Skills    Critical Thinking Skills    Intermediate speaking skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate 
to the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as 
they relate to effectively executing IT operations and initiatives    Basic Persuasion Skills    Complex Problem Solving Skills    
Intermediate systems evaluation skills as they relate to the development and maintenance of a variety of business 
systems    Intermediate Skill in the Management of Personnel Resources    Basic Negotiation Skills    Basic Skill in the 
Management of Financial ResourcesAbilities:    Inductive Reasoning Ability    Deductive Reasoning Ability    Oral 
Comprehension Ability    Written Comprehension Ability    Fluency of Ideas    Oral Expression Ability    Written Expression 
Ability 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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075571 - INFORMATION SYSTEMS DIRECTOR 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5106 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems). Non-Substitutable Experience: Two years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for on-line midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting.  OR Substitution of 
Experience for Education:Experience teaching or working in any one of the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; or 
(3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications design; 
or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information systems 
consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree.  OR Substitution of Graduate Coursework for the 
Working-level Experience:Any graduate coursework in computer and information sciences may substitute for one year 
of the required experience (thirty-six graduate quarter hours or a master's degree in computer and information sciences 
may substitute for one year of working-level experience).  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class directs a full range of 
information systems services for an operating department having an IT organization of small size with an IT Budget less 
than $1M OR fewer than 25 employees with roles in IT programs and operations. This class differs from that of  
Information Systems Director 2 in that an incumbent of the latter directs IT services of a moderately sized department 
with greater complexity and has significantly higher responsibility for supervision. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product in order to identify efficiencies and prepare comprehensive performance 
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evaluations.    Monitor IT performance at the assigned level of responsibility through a variety of reports, surveys, 
subordinate interactions, and other information gathering tools to ensure that relevant key performance indicators are 
met.    Monitors the IT operational environment, to include assigned daily IT operations, infrastructure, and other 
relevant work systems through subordinates, key performance indicators, service level agreements, and other indicators 
to identify trends and proactively anticipate problems.    Monitors the IT and relevant business environments using a 
variety of reports, vulnerability analyses, and other tools to ensure policy compliance and information security, project 
management, financial, and other risks are minimized.Getting Information:    Review information from the IT goals of 
higher-level leadership personnel and the agency's strategic goals to ensure that activities related to assigned 
responsibilities support strategic goals and objectives.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks.    Interviews employees and other individuals who have 
information related to ongoing investigations or work processes as required to further an investigation or process.    
Participate in strategic and operational meetings to obtain information needed to achieve operational objectives.    
Conducts site visits of external and internal organizations in order to obtain information for reorganization, 
benchmarking and other work related activities.    Reviews e-mail, voicemails, other correspondence, reports, queries, 
and information systems to gather data necessary to complete assigned work.Thinking Creatively:    Creates a climate of 
creative thinking to engender IT employee engagement and develop business partner relationships.    Develops 
corrective action plans to address divisional and/or agency-wide systemic issues.    Participates in the development of 
talent management workforce plans using a variety of analytic techniques to ensure available knowledge, skills, abilities, 
and competencies are aligned with business needs and strategic goals.    Incorporate departmental, state, and federal 
laws, rules, regulations, and policies into divisional and/or agency-wide best practices and standard operating 
procedures for efficiency and compliance purposes.    Participates in brainstorming sessions to develop divisional and/or 
agency-wide process streamlining initiatives and improve business practices.    Develops divisional and/or agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
goals and agency needs.    Develop divisional and/or agency-wide IT strategic and operational plans to facilitate agency 
operations and forward agency goals.    Develops IT organizational structures in conjunction with Human Resources 
using a variety of data and best practices to ensure cost effective resource allocation and alignment with agency 
strategic goals and IT needs.    Develops divisional and/or agency-wide process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy.    Provides creative input into the development of divisional 
and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination.    Develop a marketing approach for presenting the qualifications and accomplishments of 
the unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence.Organizing, Planning, and Prioritizing Work:    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures for efficiency and compliance purposes.    Assign special projects, highly 
confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing, costs, 
revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice provided 
to higher level decision makers.    Estimates future staffing and skill requirements needed for succession planning and 
talent management purposes.    Projects divisional staffing and identify timelines needed to complete projects to meet 
the strategic plan of the department.Selling or Influencing Others:    Build consensus among peers, subordinates, and 
supervisors in order to further the divisions and department’s mission and goals.    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Influences assigned subordinates, divisional, departmental, and agency-wide staff using 
identified individual motivational factors to increase job performance and productivity.Making Decisions and Solving 
Problems:    Approve high level Information Systems directives within assigned area of responsibility to ensure 
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alignment with strategic business objectives, best practices, and available resources.    Makes decisions related to the 
resolution of personnel and technical issues within assigned area of responsibility based on the results of analyses, 
personal experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    
Determines the appropriate structure of the IT organization to support business objectives and ensure alignment with 
strategic goals.    Determine appropriate allocation of budgeted funds within assigned area of responsibility to ensure 
that highest priority projects have sufficient monetary resources to be completed in a timely and efficient manner.    
Make acquisition decisions for IT products and services within assigned area of responsibility that support business 
objectives.    Make the decision to offer employment to job candidates who best fit available positions based on the 
results of selection assessment and testing.    Determine appropriate level of materiality to inform decisions about level 
of effort and priority of processing for IT projects and processes.    Determine best options available and appropriate 
resource allocations for assigned area of responsibility to meet business requirements identified by organizational 
stakeholders.    Reviews and approves summary performance metrics reporting submitted by assigned subordinates to 
identify current status in achieving assigned goals and facilitate communication with higher-level leadership personnel.    
Determine appropriate balance of impact, financial and human capital cost, and risk in proposed IT operational 
initiatives to inform decisions about level of effort and priority of processing for IT projects and processes.Judging the 
Qualities of Things, Services, or People:    Assess the quality and importance of suggestions to inform advice provided to 
higher level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.    Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions 
to determine accuracy and relevance.    Assess the quality of applicants to assigned subordinate positions to inform 
hiring decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Assess the quality of work product and services provided by 
assigned area of responsibility to ensure that products and services meet the needs of customers.    Conduct 
performance evaluations for assigned subordinates to determine performance levels.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and agreement.Resolving 
Conflicts and Negotiating with Others:    Resolve external business partner disputes and conflicts to prevent business 
operation interruptions and compliance with contractual terms and agreements.    Coordinate with agency legal counsel 
when investigating conflicts between internal business partners and agency employees according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving 
the issue.    Resolve interpersonal conflicts between assigned subordinates, departmental, divisional and/or agency wide 
staff to ensure a respectful and productive work environment.    Escalates issues to higher-level leadership personnel as 
required to ensure issues are resolved at the proper level and through the proper channels.    Resolves conflicts without 
input from higher management to ensure timely and efficient performance and maintain positive working relationships.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.    Serves as a mediator for assigned subordinates 
and peers to upper management personnel.Staffing Organizational Units:    Identifies promotional opportunities within 
assigned work unit to develop bench strength and enhance the talent pool.    Assesses and anticipates workload of 
employees to determine human resource needs and budgetary constraints.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Conduct behavioral-based interviews for 
job candidates to ensure hiring and retention of the most qualified employees.    Develops supplemental and interview 
questions for positions based on the competencies identified in the classification specification to ensure compliance 
with departmental, state, and federal laws, rules, regulations, and policies.    Assess the appropriateness and viability of 
the use of alternate employment methodologies to address human resource needs.Coaching and Developing Others:    
Mentors less experienced internal business partners in their work using a supportive and collaborative approach.    
Coach agency employees on IT related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned subordinates and other 
divisional staff through the use of stretch assignments to develop bench strength and talent management.    Addresses 
and/or recognizes the performance of assigned subordinates appropriately in accordance with established policy.    
Provide coaching to subordinate leadership staff on appropriate performance management techniques in accordance 
with recommendations from agency HR.    Leverage developmental opportunities and motivational factors to improve 
team development and the performance of assigned subordinate, divisional and/or agency-wide staff.Communicating 
with Supervisors, Peers, or Subordinates:    Maintains an open dialogue with internal business partners at all levels 
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within the organization to ensure effective and efficient communications.    Conduct meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Communicate with higher-level leadership personnel on situations requiring an explanation of the 
services and activities.    Send notifications of initiatives, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information.    Communicate regularly with other IT staff to coordinate 
operational activities and program development with other departments and to ensure uniformity between 
departments.    Provide regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments.    Communicates work related information to a variety of business partners, peers 
and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop performance plans and provide 
performance feedback and developmental guidance.Provide Consultation and Advice to Others:    Collaborate 
continually with management to assess the overall efficacy of departmental IT operations.    Make recommendations as 
to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Make acquisition recommendations for IT products and services that support 
business objectives within assigned area of responsibility.    Advise higher-level leadership personnel on team standard 
operating procedures, best practices, and other workflow factors to inform strategy development and decision making.    
Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Advise business partners on the appropriate application of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures for IT decision making to 
ensure compliance and effective business practices.    Provide informal performance feedback advice to assigned 
subordinates and other leadership staff to assist with personal and professional development as required.    Make 
recommendations for changes in IT operations which affect the economy, efficiency and quality of agency IT operations 
and services.    Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    
Assists assigned subordinates and internal business partners in developing job performance plans to communicate 
responsibilities and expected outcomes of performance in their role.    Assists in the development of supplemental and 
interview questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.    Advise internal business 
partners on the impact of state/departmental policies and procedures and federal guidelines on IT operations within 
assigned work unit.Interacting With Computers:    Utilize a variety of software tools to facilitate program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of all levels 
of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Interprets a variety of current IT rules and/or laws, regulations, policies, procedures, and 
documentation for business partners to facilitate understanding, enhance communications, and ensure compliance.    
Interpret a variety of IT reports for internal and/or external business partners as requested or to meet accreditation 
standards.    Explain IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Establishing and 
Maintaining Interpersonal Relationships:    Maintain professional working relationships at all levels of the organization to 
ensure smooth and effective team operations.    Represent the agency while attending meetings and events in order to 
promote the goodwill of the department.    Networks with business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Liaise with internal and external entities to ensure effective planning, 
strategy development, vision, coordination, and IT service provision.Guiding, Directing, and Motivating Subordinates:    
Enables assigned work unit to accomplish the mission and vision of the organization by identifying and eliminating 
barriers to success, providing sufficient tools and resources, and continually challenging the validity of the current 
process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify efficiencies and 
achieve more timely and accurate goal achievement.    Leads committees to review current processes and recommend 
improvements to achieve greater efficiencies.    Leads and/or oversees assigned subordinates in the completion of the 
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operations required to achieve goals within the assigned area of responsibility.    Assists assigned subordinates in 
coordinating IT activities with other department personnel by reallocating resources and directly participating as 
necessary.Evaluating Information to Determine Compliance with Standards:    Evaluates employee work results to 
ensure that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, 
and performance goals.    Evaluate candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications.    Evaluate the work of assigned subordinates to determine 
compliance with job goals and intra-unit policy and methods.    Ensures disciplinary actions are administered in 
accordance with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of 
assigned subordinates and internal business partners to ensure work procedures and processes comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate plans and 
performance goals to ensure alignment with organizational and divisional/departmental goals.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid.Developing Objectives 
and Strategies:    Develops operational plans based on knowledge, experiences, skills, best practices and targeted 
research through collaboration with other leadership personnel to address strategic goals and agency needs.    Develops 
job performance plans for assigned subordinates to communicate responsibilities and expected outcomes of 
performance in their role.    Develops corrective action plans to address systemic issues within assigned area of 
responsibility.    Develops strategies, objectives, and service level agreements for IT services to measure and improve 
organizational efficiency and performance.    Develops communication plans for addressing the ongoing communication 
of IT related information to agency employees and customers.    Assists with the development and periodic review of 
department and/or divisional directives, policies, procedures, and protocols as needed.    Develop strategic programs 
and events to improve IT staff morale.    Develop strategies for addressing divisional and/or agency-wide IT staffing 
needs to ensure adequate coverage for assigned workload.Analyzing Data or Information:    Analyze processes, policies, 
and procedures using information systems and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of operations and services within assigned area of responsibility.    
Analyzes survey and benchmarking data to determine its relevancy to and effects on information technology processes 
and procedures and inform reporting within assigned area of responsibility.    Analyze candidate applications and other 
documentation to create a pool of interviewees.    Analyze vacancy report against available KSACs and applicants to align 
with organizational needs.    Analyze status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Scheduling Work and Activities:    Schedules deadlines for IT related events for 
agency employees to ensure timely submission of required information.    Schedules periodic performance discussions 
with subordinates to ensure continuous accurate evaluations and development.    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as requested.Communicating with Persons Outside Organization:    
Participates in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Communicates 
with external business partners to facilitate outside events and programs in which the state/agency/division 
participates.    Serve on divisional, departmental, and statewide committees in the design, development, and 
implementation of new information management systems.    Participate in media events to communicate information to 
the general public as required.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-
agency business partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the 
activities of assigned subordinates who oversee various programs with business partners as required to ensure that 
operational and strategic priorities, missions and visions are met, and conflicts in scheduling and responsibility do not 
arise.    Coordinate meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Developing and Building Teams:    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Encourage assigned subordinates, divisional and/or agency-wide staff 
to pursue career development opportunities as a means of improving team performance.    Identify developmental 
opportunities appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    
Creates and coordinates team building activities to incentivize teamwork and performance.    Celebrate the successes 
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that occur as appropriate to enhance team morale and employee investment/engagement.Monitoring and Controlling 
Resources:    Achieves divisional, departmental, and/or agency IT budget objectives by reviewing and forecasting 
expenditures, analyzing variances, and initiating corrective actions.    Approves internal purchases for divisional, 
departmental, and/or agency IT contract employees, hardware, and software as required.    Approve the allocation of 
headcount within the divisional, departmental, and/or agency IT organization to ensure efficient resource allotment and 
congruence with agency strategic objectives.Documenting/Recording Information:    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Document information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others.    Prepares completed staff work reports with recommendations for action which are workable 
and comply with professional standards of excellence.Performing Administrative Activities:    Complete performance 
evaluation documentation for all assigned subordinates.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Generate disciplinary actions for assigned subordinates in accordance with agency policy and Department of 
Human Resources policies and procedures.    Reviews and approves subordinate administrative actions including but not 
limited to performance evaluations, expense requests, and time and labor for assigned work unit.    Enter personal time 
and leave/overtime requests into the appropriate databases as required.Updating and Using Relevant Knowledge:    
Utilizes acquired knowledge and skills to improve and inform daily performance of assigned tasks.    Attend agency 
specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure them and their assigned subordinates are 
knowledgeable on the latest systems.    Attend in-service training as required to ensure continual learning and current 
knowledge of the field.    Actively seeks out work related leadership development opportunities for self and assigned 
subordinates to improve performance and team efficiency.    Develop expertise in an assigned information technology 
program area using available developmental opportunities as required to facilitate interpretation and advice provided.    
Maintains professional and technical knowledge and required certifications by attending educational workshops, 
reviewing professional publications, establishing personal networks, and participating in professional societies to remain 
informed of current industry and IT standards. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Hiring and Staffing    Drive for Results    Building Effective Teams    Customer Focus    
Dealing with Ambiguity    Total Work Systems    Command Skills    Organizational Agility    Motivating OthersKnowledge:    
Basic knowledge of administration and management best practices as they relate to executive level leadership    
Intermediate knowledge of customer service principles and best practices as they relate to service level agreements, 
metrics, customer interaction, and request fulfillment    Basic knowledge of personnel and human resources 
management best practices as they relate to talent management    Basic knowledge of strategic planning principles and 
best practices as they relate to the control of agency-wide IT operations    Intermediate knowledge of hardware, 
software, data, and network principles and systems related to the assigned area of responsibility    Basic knowledge of 
business finance and accounting procedures and best practices    Intermediate knowledge of federal, state, and local 
laws, rules, regulations, policies, procedures, and best practices as they relate to data management and information 
systems governanceSkills:    Active Learning Skills    Active Listening Skills    Intermediate reading comprehension skills as 
they relate to the understanding of hardware, software, data, and network principles and systems    Judgment and 
Decision Making Skills    Time Management Skills    Critical Thinking Skills    Intermediate speaking skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate 
to the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as 
they relate to effectively executing IT operations and initiatives    Basic Persuasion Skills    Complex Problem Solving Skills    
Intermediate systems evaluation skills as they relate to the development and maintenance of a variety of business 
systems    Intermediate Skill in the Management of Personnel Resources    Basic Negotiation Skills    Basic Skill in the 
Management of Financial ResourcesAbilities:    Inductive Reasoning Ability    Deductive Reasoning Ability    Oral 
Comprehension Ability    Written Comprehension Ability    Fluency of Ideas    Oral Expression Ability    Written Expression 
Ability 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075571 - INFORMATION SYSTEMS DIRECTOR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5107 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems). Non-Substitutable Experience: Two years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for on-line midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting.  OR Substitution of 
Experience for Education:Experience teaching or working in any one of the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; or 
(3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications design; 
or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information systems 
consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree.  OR Substitution of Graduate Coursework for the 
Working-level Experience:Any graduate coursework in computer and information sciences may substitute for one year 
of the required experience (thirty-six graduate quarter hours or a master's degree in computer and information sciences 
may substitute for one year of working-level experience).  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class directs a full range of 
information systems services for an operating department having an IT organization of small size with an IT Budget less 
than $1M OR fewer than 25 employees with roles in IT programs and operations. This class differs from that of  
Information Systems Director 2 in that an incumbent of the latter directs IT services of a moderately sized department 
with greater complexity and has significantly higher responsibility for supervision. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Monitor Processes, 
Materials, or Surroundings:    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
Continually monitors employee work product in order to identify efficiencies and prepare comprehensive performance 
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evaluations.    Monitor IT performance at the assigned level of responsibility through a variety of reports, surveys, 
subordinate interactions, and other information gathering tools to ensure that relevant key performance indicators are 
met.    Monitors the IT operational environment, to include assigned daily IT operations, infrastructure, and other 
relevant work systems through subordinates, key performance indicators, service level agreements, and other indicators 
to identify trends and proactively anticipate problems.    Monitors the IT and relevant business environments using a 
variety of reports, vulnerability analyses, and other tools to ensure policy compliance and information security, project 
management, financial, and other risks are minimized.Getting Information:    Review information from the IT goals of 
higher-level leadership personnel and the agency's strategic goals to ensure that activities related to assigned 
responsibilities support strategic goals and objectives.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Researches work related information as needed to 
prepare reports, projects, proposals and other assigned tasks.    Interviews employees and other individuals who have 
information related to ongoing investigations or work processes as required to further an investigation or process.    
Participate in strategic and operational meetings to obtain information needed to achieve operational objectives.    
Conducts site visits of external and internal organizations in order to obtain information for reorganization, 
benchmarking and other work related activities.    Reviews e-mail, voicemails, other correspondence, reports, queries, 
and information systems to gather data necessary to complete assigned work.Thinking Creatively:    Creates a climate of 
creative thinking to engender IT employee engagement and develop business partner relationships.    Develops 
corrective action plans to address divisional and/or agency-wide systemic issues.    Participates in the development of 
talent management workforce plans using a variety of analytic techniques to ensure available knowledge, skills, abilities, 
and competencies are aligned with business needs and strategic goals.    Incorporate departmental, state, and federal 
laws, rules, regulations, and policies into divisional and/or agency-wide best practices and standard operating 
procedures for efficiency and compliance purposes.    Participates in brainstorming sessions to develop divisional and/or 
agency-wide process streamlining initiatives and improve business practices.    Develops divisional and/or agency-wide 
implementation plans based on knowledge, experiences, skills, best practices and targeted research to address strategic 
goals and agency needs.    Develop divisional and/or agency-wide IT strategic and operational plans to facilitate agency 
operations and forward agency goals.    Develops IT organizational structures in conjunction with Human Resources 
using a variety of data and best practices to ensure cost effective resource allocation and alignment with agency 
strategic goals and IT needs.    Develops divisional and/or agency-wide process improvement suggestions to streamline 
workflow and improve process cycle times and accuracy.    Provides creative input into the development of divisional 
and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, form letters, memos, database 
queries, position advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, and dissemination.    Develop a marketing approach for presenting the qualifications and accomplishments of 
the unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence.Organizing, Planning, and Prioritizing Work:    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures for efficiency and compliance purposes.    Assign special projects, highly 
confidential requests, and high profile requests as required to appropriate subordinates to ensure security and 
discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they 
possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, 
and timely.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing, costs, 
revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice provided 
to higher level decision makers.    Estimates future staffing and skill requirements needed for succession planning and 
talent management purposes.    Projects divisional staffing and identify timelines needed to complete projects to meet 
the strategic plan of the department.Selling or Influencing Others:    Build consensus among peers, subordinates, and 
supervisors in order to further the divisions and department’s mission and goals.    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Champions IT projects to meet agency business needs based on optimal 
return on investment.    Influences assigned subordinates, divisional, departmental, and agency-wide staff using 
identified individual motivational factors to increase job performance and productivity.Making Decisions and Solving 
Problems:    Approve high level Information Systems directives within assigned area of responsibility to ensure 
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alignment with strategic business objectives, best practices, and available resources.    Makes decisions related to the 
resolution of personnel and technical issues within assigned area of responsibility based on the results of analyses, 
personal experience, expert judgment, performance metrics, and other factors to ensure effective unit operations.    
Determines the appropriate structure of the IT organization to support business objectives and ensure alignment with 
strategic goals.    Determine appropriate allocation of budgeted funds within assigned area of responsibility to ensure 
that highest priority projects have sufficient monetary resources to be completed in a timely and efficient manner.    
Make acquisition decisions for IT products and services within assigned area of responsibility that support business 
objectives.    Make the decision to offer employment to job candidates who best fit available positions based on the 
results of selection assessment and testing.    Determine appropriate level of materiality to inform decisions about level 
of effort and priority of processing for IT projects and processes.    Determine best options available and appropriate 
resource allocations for assigned area of responsibility to meet business requirements identified by organizational 
stakeholders.    Reviews and approves summary performance metrics reporting submitted by assigned subordinates to 
identify current status in achieving assigned goals and facilitate communication with higher-level leadership personnel.    
Determine appropriate balance of impact, financial and human capital cost, and risk in proposed IT operational 
initiatives to inform decisions about level of effort and priority of processing for IT projects and processes.Judging the 
Qualities of Things, Services, or People:    Assess the quality and importance of suggestions to inform advice provided to 
higher level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.    Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions 
to determine accuracy and relevance.    Assess the quality of applicants to assigned subordinate positions to inform 
hiring decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Assess the quality of work product and services provided by 
assigned area of responsibility to ensure that products and services meet the needs of customers.    Conduct 
performance evaluations for assigned subordinates to determine performance levels.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and agreement.Resolving 
Conflicts and Negotiating with Others:    Resolve external business partner disputes and conflicts to prevent business 
operation interruptions and compliance with contractual terms and agreements.    Coordinate with agency legal counsel 
when investigating conflicts between internal business partners and agency employees according to departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving 
the issue.    Resolve interpersonal conflicts between assigned subordinates, departmental, divisional and/or agency wide 
staff to ensure a respectful and productive work environment.    Escalates issues to higher-level leadership personnel as 
required to ensure issues are resolved at the proper level and through the proper channels.    Resolves conflicts without 
input from higher management to ensure timely and efficient performance and maintain positive working relationships.    
Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.    Serves as a mediator for assigned subordinates 
and peers to upper management personnel.Staffing Organizational Units:    Identifies promotional opportunities within 
assigned work unit to develop bench strength and enhance the talent pool.    Assesses and anticipates workload of 
employees to determine human resource needs and budgetary constraints.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Conduct behavioral-based interviews for 
job candidates to ensure hiring and retention of the most qualified employees.    Develops supplemental and interview 
questions for positions based on the competencies identified in the classification specification to ensure compliance 
with departmental, state, and federal laws, rules, regulations, and policies.    Assess the appropriateness and viability of 
the use of alternate employment methodologies to address human resource needs.Coaching and Developing Others:    
Mentors less experienced internal business partners in their work using a supportive and collaborative approach.    
Coach agency employees on IT related programs and information to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned subordinates and other 
divisional staff through the use of stretch assignments to develop bench strength and talent management.    Addresses 
and/or recognizes the performance of assigned subordinates appropriately in accordance with established policy.    
Provide coaching to subordinate leadership staff on appropriate performance management techniques in accordance 
with recommendations from agency HR.    Leverage developmental opportunities and motivational factors to improve 
team development and the performance of assigned subordinate, divisional and/or agency-wide staff.Communicating 
with Supervisors, Peers, or Subordinates:    Maintains an open dialogue with internal business partners at all levels 
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within the organization to ensure effective and efficient communications.    Conduct meetings with assigned 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Communicate with higher-level leadership personnel on situations requiring an explanation of the 
services and activities.    Send notifications of initiatives, changes, approvals, and deadlines to internal business partners 
to ensure timely and accurate receipt of information.    Communicate regularly with other IT staff to coordinate 
operational activities and program development with other departments and to ensure uniformity between 
departments.    Provide regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates with assigned supervisor to ensure accurate and timely receipt of 
instructions and work assignments.    Communicates work related information to a variety of business partners, peers 
and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop performance plans and provide 
performance feedback and developmental guidance.Provide Consultation and Advice to Others:    Collaborate 
continually with management to assess the overall efficacy of departmental IT operations.    Make recommendations as 
to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Make acquisition recommendations for IT products and services that support 
business objectives within assigned area of responsibility.    Advise higher-level leadership personnel on team standard 
operating procedures, best practices, and other workflow factors to inform strategy development and decision making.    
Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Advise business partners on the appropriate application of divisional, 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures for IT decision making to 
ensure compliance and effective business practices.    Provide informal performance feedback advice to assigned 
subordinates and other leadership staff to assist with personal and professional development as required.    Make 
recommendations for changes in IT operations which affect the economy, efficiency and quality of agency IT operations 
and services.    Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    
Assists assigned subordinates and internal business partners in developing job performance plans to communicate 
responsibilities and expected outcomes of performance in their role.    Assists in the development of supplemental and 
interview questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.    Advise internal business 
partners on the impact of state/departmental policies and procedures and federal guidelines on IT operations within 
assigned work unit.Interacting With Computers:    Utilize a variety of software tools to facilitate program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of all levels 
of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets specialized 
information related to technology for business partners and assigned subordinates to ensure understanding and 
facilitate relationships.    Interprets a variety of current IT rules and/or laws, regulations, policies, procedures, and 
documentation for business partners to facilitate understanding, enhance communications, and ensure compliance.    
Interpret a variety of IT reports for internal and/or external business partners as requested or to meet accreditation 
standards.    Explain IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Establishing and 
Maintaining Interpersonal Relationships:    Maintain professional working relationships at all levels of the organization to 
ensure smooth and effective team operations.    Represent the agency while attending meetings and events in order to 
promote the goodwill of the department.    Networks with business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Liaise with internal and external entities to ensure effective planning, 
strategy development, vision, coordination, and IT service provision.Guiding, Directing, and Motivating Subordinates:    
Enables assigned work unit to accomplish the mission and vision of the organization by identifying and eliminating 
barriers to success, providing sufficient tools and resources, and continually challenging the validity of the current 
process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify efficiencies and 
achieve more timely and accurate goal achievement.    Leads committees to review current processes and recommend 
improvements to achieve greater efficiencies.    Leads and/or oversees assigned subordinates in the completion of the 
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operations required to achieve goals within the assigned area of responsibility.    Assists assigned subordinates in 
coordinating IT activities with other department personnel by reallocating resources and directly participating as 
necessary.Evaluating Information to Determine Compliance with Standards:    Evaluates employee work results to 
ensure that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, 
and performance goals.    Evaluate candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications.    Evaluate the work of assigned subordinates to determine 
compliance with job goals and intra-unit policy and methods.    Ensures disciplinary actions are administered in 
accordance with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of 
assigned subordinates and internal business partners to ensure work procedures and processes comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate plans and 
performance goals to ensure alignment with organizational and divisional/departmental goals.    Audits organizational 
hierarchies and supervisory assignments to ensure chains of command are up to date and valid.Developing Objectives 
and Strategies:    Develops operational plans based on knowledge, experiences, skills, best practices and targeted 
research through collaboration with other leadership personnel to address strategic goals and agency needs.    Develops 
job performance plans for assigned subordinates to communicate responsibilities and expected outcomes of 
performance in their role.    Develops corrective action plans to address systemic issues within assigned area of 
responsibility.    Develops strategies, objectives, and service level agreements for IT services to measure and improve 
organizational efficiency and performance.    Develops communication plans for addressing the ongoing communication 
of IT related information to agency employees and customers.    Assists with the development and periodic review of 
department and/or divisional directives, policies, procedures, and protocols as needed.    Develop strategic programs 
and events to improve IT staff morale.    Develop strategies for addressing divisional and/or agency-wide IT staffing 
needs to ensure adequate coverage for assigned workload.Analyzing Data or Information:    Analyze processes, policies, 
and procedures using information systems and documentation to develop recommendations for changes in operations 
which affect the economy, efficiency and quality of operations and services within assigned area of responsibility.    
Analyzes survey and benchmarking data to determine its relevancy to and effects on information technology processes 
and procedures and inform reporting within assigned area of responsibility.    Analyze candidate applications and other 
documentation to create a pool of interviewees.    Analyze vacancy report against available KSACs and applicants to align 
with organizational needs.    Analyze status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Scheduling Work and Activities:    Schedules deadlines for IT related events for 
agency employees to ensure timely submission of required information.    Schedules periodic performance discussions 
with subordinates to ensure continuous accurate evaluations and development.    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as requested.Communicating with Persons Outside Organization:    
Participates in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
outside callers and senders to ensure questions are directed to the appropriate individuals as required.    Communicates 
with external business partners to facilitate outside events and programs in which the state/agency/division 
participates.    Serve on divisional, departmental, and statewide committees in the design, development, and 
implementation of new information management systems.    Participate in media events to communicate information to 
the general public as required.Coordinating the Work and Activities of Others:    Coordinate with internal and inter-
agency business partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates the 
activities of assigned subordinates who oversee various programs with business partners as required to ensure that 
operational and strategic priorities, missions and visions are met, and conflicts in scheduling and responsibility do not 
arise.    Coordinate meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Developing and Building Teams:    Engages subordinates and peers during the course of daily activities to 
identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and enhance 
commitment and performance.    Models effective performance for business partners to provide a role model, 
encourage success in others, and enhance trust.    Encourage assigned subordinates, divisional and/or agency-wide staff 
to pursue career development opportunities as a means of improving team performance.    Identify developmental 
opportunities appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    
Creates and coordinates team building activities to incentivize teamwork and performance.    Celebrate the successes 
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that occur as appropriate to enhance team morale and employee investment/engagement.Monitoring and Controlling 
Resources:    Achieves divisional, departmental, and/or agency IT budget objectives by reviewing and forecasting 
expenditures, analyzing variances, and initiating corrective actions.    Approves internal purchases for divisional, 
departmental, and/or agency IT contract employees, hardware, and software as required.    Approve the allocation of 
headcount within the divisional, departmental, and/or agency IT organization to ensure efficient resource allotment and 
congruence with agency strategic objectives.Documenting/Recording Information:    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Document information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others.    Prepares completed staff work reports with recommendations for action which are workable 
and comply with professional standards of excellence.Performing Administrative Activities:    Complete performance 
evaluation documentation for all assigned subordinates.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Generate disciplinary actions for assigned subordinates in accordance with agency policy and Department of 
Human Resources policies and procedures.    Reviews and approves subordinate administrative actions including but not 
limited to performance evaluations, expense requests, and time and labor for assigned work unit.    Enter personal time 
and leave/overtime requests into the appropriate databases as required.Updating and Using Relevant Knowledge:    
Utilizes acquired knowledge and skills to improve and inform daily performance of assigned tasks.    Attend agency 
specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure them and their assigned subordinates are 
knowledgeable on the latest systems.    Attend in-service training as required to ensure continual learning and current 
knowledge of the field.    Actively seeks out work related leadership development opportunities for self and assigned 
subordinates to improve performance and team efficiency.    Develop expertise in an assigned information technology 
program area using available developmental opportunities as required to facilitate interpretation and advice provided.    
Maintains professional and technical knowledge and required certifications by attending educational workshops, 
reviewing professional publications, establishing personal networks, and participating in professional societies to remain 
informed of current industry and IT standards. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Hiring and Staffing    Drive for Results    Building Effective Teams    Customer Focus    
Dealing with Ambiguity    Total Work Systems    Command Skills    Organizational Agility    Motivating OthersKnowledge:    
Basic knowledge of administration and management best practices as they relate to executive level leadership    
Intermediate knowledge of customer service principles and best practices as they relate to service level agreements, 
metrics, customer interaction, and request fulfillment    Basic knowledge of personnel and human resources 
management best practices as they relate to talent management    Basic knowledge of strategic planning principles and 
best practices as they relate to the control of agency-wide IT operations    Intermediate knowledge of hardware, 
software, data, and network principles and systems related to the assigned area of responsibility    Basic knowledge of 
business finance and accounting procedures and best practices    Intermediate knowledge of federal, state, and local 
laws, rules, regulations, policies, procedures, and best practices as they relate to data management and information 
systems governanceSkills:    Active Learning Skills    Active Listening Skills    Intermediate reading comprehension skills as 
they relate to the understanding of hardware, software, data, and network principles and systems    Judgment and 
Decision Making Skills    Time Management Skills    Critical Thinking Skills    Intermediate speaking skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate 
to the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as 
they relate to effectively executing IT operations and initiatives    Basic Persuasion Skills    Complex Problem Solving Skills    
Intermediate systems evaluation skills as they relate to the development and maintenance of a variety of business 
systems    Intermediate Skill in the Management of Personnel Resources    Basic Negotiation Skills    Basic Skill in the 
Management of Financial ResourcesAbilities:    Inductive Reasoning Ability    Deductive Reasoning Ability    Oral 
Comprehension Ability    Written Comprehension Ability    Fluency of Ideas    Oral Expression Ability    Written Expression 
Ability 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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075567 - INFORMATION SYSTEMS DIRECTOR 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5155 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems).Non-Substitutable Experience: Three years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for on-line midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting.ORSubstitution of 
Experience for Education: Experience teaching or working in any one of the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; or 
(3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications design; 
or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information systems 
consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. ORSubstitution of Graduate Coursework for the 
Working-level Experience: Any graduate coursework in computer and information sciences may substitute for one year 
of the required experience  (thirty-six graduate quarter hours or a master's degree in computer and information 
sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial work of average difficulty in 
directing small departmental information systems division; and performs related work as required. Distinguishing 
Features: An employee in this class directs a full range of information systems services for an operating department 
having an IT organization of medium size with an IT Budget of around $1M OR around 25 employees with roles in IT 
programs and operations. This class differs from that of the Information Systems Director 3 in that an incumbent of the 
latter directs IT services of a large sized department with greater complexity and has significantly higher responsibility 
for supervision. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Continually monitors employee work product to identify efficiencies 
and inform performance evaluations.    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors 
the IT operational environment, to include daily agency IT operations, infrastructure, and other relevant work systems 
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through subordinates, KPIs, service level agreements, and other indicators to identify trends and proactively anticipate 
problems.    Monitors the IT and overall business environment using a variety of reports, vulnerability analyses, and 
other tools to ensure policy compliance and information security, project management, financial, and other risks are 
minimized.    Monitors IT performance at the agency level through a variety of reports, surveys, subordinate 
interactions, and other information gathering tools to ensure that agency key performance indicators are met.Getting 
Information:     Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Researches agency's strategic goals to inform IT 
priorities and strategic goal planning.    Gathers the input of stakeholders at all levels both inside and outside the 
organization to ensure strategic planning accurately reflects the needs of the organization at all levels.    Researches 
work related information as needed to prepare reports, projects, proposals and other assigned tasks.    Participate in 
strategic and operational meetings to obtain information needed to achieve operational objectives.    Review reports, 
queries and electronic databases to gather information necessary to complete assigned work.    Conducts site visits of 
external and internal organizations in order to obtain information for reorganization, benchmarking and other work 
related activities.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects 
divisional and/or agency-wide budget impact of proposed program or operational changes to establish appropriate 
funding and implementation guidelines.    Projects divisional and/or agency-wide staffing and identify timelines needed 
to complete projects to meet the strategic plan of the department.    Estimates future staffing and skill requirements 
needed for divisional and/or agency-wide succession planning and talent management purposes.Organizing, Planning, 
and Prioritizing Work:    Assign special projects, highly confidential requests, and high profile requests as required to 
appropriate subordinates to ensure security and discretion.    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures for efficiency and compliance purposes.    Incorporate divisional and/or 
agency-wide urgent and unscheduled tasks into current workload to ensure timely and accurate completion of work.    
Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage 
in supervisory work and ensure work is completed efficiently, accurately, and timely.Making Decisions and Solving 
Problems:    Determine appropriate level of materiality to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Determine appropriate balance of impact, financial and human capital cost, 
and risk in proposed IT operational initiatives to inform decisions about level of effort and priority of processing for IT 
projects and processes.    Determine appropriate allocation of budgeted funds to ensure that highest priority projects 
have sufficient monetary resources to be completed in a timely and efficient manner.    Determine how to fit IT 
governance with the scope of IT initiatives to ensure that governance cost and resource allocation are appropriately 
aligned.    Determines the appropriate structure of the IT organization to support business objectives and ensure 
alignment with strategic goals.    Make acquisition decisions for IT products and services that support business 
objectives.    Approve high level Information Systems directives to ensure alignment with strategic business objectives, 
best practices, and available resources.    Make the decision to offer employment to job candidates who best fit 
available positions based on the results of selection assessment and testing.    Determine best options available and 
appropriate resource allocations to meet business requirements identified by organizational stakeholders.    Makes 
decisions related to the resolution of personnel issues within assigned area of responsibility based on the results of 
analyses, personal experience, expert judgment, performance metrics, and other factors to ensure effective unit 
operations.    Reviews and approves summary performance metrics reporting submitted by assigned subordinates to 
identify current status in achieving assigned goals and facilitate communication with higher-level leadership 
personnel.Selling or Influencing Others:    Sells benefits, internal initiatives, and process changes to employees and other 
internal business partners during the course of training and communications to facilitate adoption and enhance 
investment.    Influences assigned subordinates, divisional, departmental, and agency-wide staff using identified 
individual motivational factors to increase job performance and productivity.    Builds consensus among peers, 
subordinates, and supervisors in order to further the division's and department’s mission and goals.    Champions IT 
projects to meet agency business needs based on optimal return on investment.Judging the Qualities of Things, Services, 
or People:    Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    
Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine 
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accuracy and relevance.    Assess the quality of applicants to assigned subordinate positions to inform hiring decisions.    
Conduct performance evaluations for assigned subordinates to determine performance levels.    Recommends salary 
adjustments based on the evaluation of the pay of employees against the pay of other individuals in comparable classes 
to determine whether salary adjustments are warranted.    Assess divisional and/or agency-wide staff work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes.    
Reviews the performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity 
and agreement.Resolving Conflicts and Negotiating with Others:    Coordinate with agency legal counsel when 
investigating conflicts between internal business partners and agency employees according to departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    
Serves as a mediator for assigned subordinates and peers to upper management personnel.    Resolve interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves conflicts without input from higher management to ensure timely and 
efficient performance and maintain positive working relationships.    Resolve external business partner disputes and 
conflicts to prevent business operation interruptions and compliance with contractual terms and agreements.    Resolve 
disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.Staffing Organizational Units:    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Assesses 
and anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively 
recruits candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Assess 
the appropriateness and viability of the use of alternate employment methodologies to address human resource needs.    
Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified 
employees.    Develops supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Thinking Creatively:    Creates a climate of creative thinking to engender IT employee engagement and develop 
business partner relationships.    Develops divisional and/or agency-wide implementation plans based on knowledge, 
experiences, skills, best practices and targeted research to address strategic goals and agency needs.    Develops 
corrective action plans to address divisional and/or agency-wide systemic issues.    Develop divisional and/or agency-
wide IT strategic and operational plans to facilitate agency operations and forward agency goals.    Develops IT 
organizational structures in conjunction with Human Resources using a variety of data and best practices to ensure cost 
effective resource allocation and alignment with agency strategic goals and IT needs.    Assists in the development of 
agency IT process improvement initiatives at a strategic level to ensure efficient workflows and accommodate available 
resources.    Participates in the development of talent management workforce plans using a variety of analytic 
techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs and 
strategic goals.    Develop a marketing approach for presenting the qualifications and accomplishments of the unit to 
higher level decision makers as a means of developing voice and improving engagement and executive staff confidence.    
Incorporate departmental, state, and federal laws, rules, regulations, and policies into divisional and/or agency-wide 
best practices and standard operating procedures for efficiency and compliance purposes.    Provides creative input into 
the development of divisional and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, 
form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination.    Develops divisional and/or agency-wide process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in 
brainstorming sessions to develop divisional and/or agency-wide process streamlining initiatives and improve business 
practices.Provide Consultation and Advice to Others:    Make recommendations for changes in IT operations which affect 
the economy, efficiency and quality of agency IT operations and services.    Make acquisition recommendations for IT 
products and services that support business objectives within assigned area of responsibility.    Make recommendations 
as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Advise higher-level leadership personnel on team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.    Advise 
business partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
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Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Provide advice on employee selection decisions to assigned 
supervisor and other leadership staff.    Provide informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists assigned subordinates 
and internal business partners in developing job performance plans to communicate responsibilities and expected 
outcomes of performance in their role.    Advise internal business partners on the impact of state/departmental policies 
and procedures and federal guidelines on IT operations within assigned work unit.    Collaborate continually with 
management to assess the overall efficacy of departmental IT operations.    Assists in the development of supplemental 
and interview questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Communicating with Supervisors, 
Peers, or Subordinates:    Maintains an open dialogue with internal business partners at all levels within the organization 
to ensure effective and efficient communications.    Send notifications of initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information.    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and 
coordinate effort.    Participates in a variety of meetings as required to provide and gather status updates for assigned 
workload.    Communicate with officials at higher levels on situations requiring an explanation of the services and 
activities of the agency.    Conduct meetings with assigned subordinates and other internal business partners to gather 
project information and status updates and to disseminate information.    Conducts periodic performance development 
meetings with assigned subordinates to communicate and develop performance plans and provide performance 
feedback and developmental guidance.    Provide regular updates to upper management and other internal business 
partners on the status of projects and other assigned work.    Communicate regularly with other IT staff to coordinate 
operational activities and program development with other departments and to ensure uniformity between 
departments.Coaching and Developing Others:    Mentors less experienced internal business partners in their work using 
a supportive and collaborative approach.    Coach agency employees on IT related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverage developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and/or agency-wide staff.    Coaches assigned subordinates and other divisional staff 
through the use of stretch assignments to develop bench strength and talent management.    Addresses and/or 
recognizes the performance of assigned subordinates appropriately in accordance with established policy.    Provide 
coaching to subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.Processing Information:    Exercises responsibility for executing all assigned IT 
activities and transactions to maintain accountability and business continuity.Developing Objectives and Strategies:    
Develops strategies, objectives, and service level agreements for IT services to measure and improve organizational 
efficiency and performance.    Develops operational plans based on knowledge, experiences, skills, best practices and 
targeted research through collaboration with other leadership personnel to address strategic goals and agency needs.    
Develops corrective action plans to address systemic issues.    Develops job performance plans for assigned subordinates 
to communicate responsibilities and expected outcomes of performance in their role.    Develop strategies for 
addressing divisional and/or agency-wide IT staffing needs to ensure adequate coverage for assigned workload.    
Develop strategic programs and events to improve IT staff morale.    Develops communication plans for addressing the 
ongoing communication of IT related information to agency employees and customers.    Assists with the development 
and periodic review of department and/or divisional directives, policies, procedures, and protocols as 
needed.Interpreting the Meaning of Information for Others:    Interprets specialized information related to technology 
for business partners and assigned subordinates to ensure understanding and facilitate relationships.    Interprets a 
variety of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Explain IT program specific procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required in response to basic inquiries.    Interpret a variety of IT reports for internal and/or external 
business partners as requested or to meet accreditation standards.    Translates complex IT concepts for individuals of all 
levels of understanding including IT and non-IT roles to communicate results, trends, or problems.Establishing and 
Maintaining Interpersonal Relationships:    Networks with business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Liaise with internal and external entities to ensure effective planning, 
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strategy development, vision, coordination, and IT service provision.    Maintain professional working relationships at all 
levels of the organization to ensure smooth and effective team operations.    Represent the agency while attending 
meetings and events in order to promote the goodwill of the department.Guiding, Directing, and Motivating 
Subordinates:    Enables assigned work unit to accomplish the mission and vision of the organization by identifying and 
eliminating barriers to success, providing sufficient tools and resources, and continually challenging the validity of the 
current process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify 
efficiencies and achieve more timely and accurate goal achievement.    Leads committees to review current processes 
and recommend improvements to achieve greater efficiencies.    Leads and/or oversees assigned subordinates in the 
completion of the operations required to achieve goals within the assigned area of responsibility.    Assists assigned 
subordinates in coordinating IT activities with other department personnel by reallocating resources and directly 
participating as necessary.Evaluating Information to Determine Compliance with Standards:    Evaluate candidate and 
employee qualifications to determine compliance with minimum qualifications and/or necessary and special 
qualifications.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Ensures disciplinary actions executed by assigned subordinates are administered in accordance with 
agency policy and Department of Human Resources policies and procedures.    Evaluates site audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate plans and performance goals 
developed by assigned subordinates to ensure alignment with organizational goals.    Evaluates employee work results 
to ensure that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, 
and performance goals.    Evaluate the work of assigned subordinates to determine compliance with job goals and intra-
unit policy and methods.Communicating with Persons Outside Organization:    Answer sensitive and/or complex 
inquiries from persons of substantially high rank outside the organization as required.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency/division participates.    
Participates in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Communicates with outside callers and senders to ensure questions are directed to the appropriate 
individuals as required.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Serve on divisional, 
departmental, and statewide committees in the design, development, and implementation of new information 
management systems.    Participate in media events to communicate information to the general public as 
required.Analyzing Data or Information:    Analyze processes, policies, and procedures using information technology 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Analyzes survey and benchmarking data collected by the 
agency to determine its relevancy to and effects on information technology processes and procedures and inform 
reporting.    Analyze status reports submitted by assigned subordinates to identify patterns and trends.    Analyze 
candidate applications and other documentation for assigned subordinate or sensitive positions to inform the decision 
on who to invite for interview.    Analyze vacancy report against available KSACs and applicants to align with 
organizational needs.Developing and Building Teams:    Celebrate the successes that occur as appropriate to enhance 
team morale and employee investment/engagement.    Engages subordinates and peers during the course of daily 
activities to identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and 
enhance commitment and performance.    Encourage assigned subordinates, divisional and/or agency-wide staff to 
pursue career development opportunities as a means of improving team performance.    Identify developmental 
opportunities appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Creates and coordinates team building activities to incentivize teamwork and performance.Coordinating the 
Work and Activities of Others:    Plans and coordinates the activities of assigned subordinates who oversee various 
programs with business partners as required to ensure that operational and strategic priorities, missions and visions are 
met, and conflicts in scheduling and responsibility do not arise.    Coordinate with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive IT issues.    Coordinate meetings, events, and other special 
projects as required to ensure availability, attendance, and coverage.Monitoring and Controlling Resources:    Achieves 
divisional, departmental, and/or agency IT budget objectives by reviewing and forecasting expenditures, analyzing 
variances, and initiating corrective actions.    Approves internal purchases for divisional, departmental, and/or agency IT 
contract employees, hardware, and software as required.    Approve the allocation of headcount within the divisional, 
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departmental, and/or agency IT organization to ensure efficient resource allotment and congruence with agency 
strategic objectives.Interacting With Computers:    Utilize a variety of software tools to monitor program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Documenting/Recording Information:    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Completes and submits performance review documents for 
subordinates accurately and promptly.    Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence.    Document information provided during meetings 
and training when serving as the sole agency representative to ensure accurate information is disseminated to 
others.Performing Administrative Activities:    Complete performance evaluation documentation for all assigned 
subordinates.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Generate disciplinary actions for assigned 
subordinates in accordance with agency policy and Department of Human Resources policies and procedures.    
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices.    Enter personal time and leave/overtime 
requests into the appropriate databases as required.Updating and Using Relevant Knowledge:    Utilizes acquired 
knowledge and skills to improve and inform daily performance of assigned tasks.    Attend in-service training as required 
to ensure continual learning and current knowledge of the field.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Attend 
agency specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure them and their assigned subordinates are 
knowledgeable on the latest systems.    Develop expertise in an assigned information technology program area using 
available developmental opportunities as required to facilitate interpretation and advice provided.    Maintains 
professional and technical knowledge and required certifications by attending educational workshops, reviewing 
professional publications, establishing personal networks, and participating in professional societies to remain informed 
of current industry and IT standards.Scheduling Work and Activities:    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Schedules personal workload to ensure 
timely processing, account for current unit workload, and ensure availability to assigned subordinates and business 
partners for consultation and advice as requested.    Schedules deadlines for IT related events for agency employees to 
ensure timely submission of required information. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Hiring and Staffing    Drive for Results    Building Effective Teams    Customer Focus    
Motivating Others    Dealing with Ambiguity    Total Work Systems    Command Skills    Organizational AgilityKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to executive level leadership    
Intermediate knowledge of strategic planning principles and best practices as they relate to the control of agency-wide 
IT operations    Intermediate knowledge of customer service principles and best practices as they relate to service level 
agreements, metrics, customer interaction, and request fulfillment    Advanced knowledge of hardware, software, data, 
and network principles and systems    Intermediate knowledge of business finance and accounting procedures and best 
practices    Intermediate knowledge of personnel and human resources management best practices as they relate to 
talent management    Intermediate knowledge of federal, state, and local laws, rules, regulations, policies, procedures, 
and best practices as they relate to information systems governanceSkills:    Judgment and Decision Making Skills    
Intermediate Time Management Skills    Intermediate Skill in the Management of Financial Resources    Intermediate 
Skill in the Management of Personnel Resources    Intermediate Active Listening Skills    Intermediate Critical Thinking 
Skills    Basic monitoring skills as they relate to process improvement and organizational development    Intermediate 
speaking skills as they relate to the interpretation and communication of IT systems, services, and strategies    
Intermediate writing skills as they relate to the interpretation and communication of IT systems, services, and strategies    
Service Orientation Skills    Complex Problem Solving Skills    Intermediate reading comprehension skills as they relate to 
the understanding of hardware, software, data, and network principles and systems    Intermediate Negotiation Skills    
Intermediate Persuasion Skills    Intermediate systems evaluation skills as they relate to the development and 
maintenance of a variety of business systemsAbilities:    Inductive Reasoning Ability    Deductive Reasoning Ability    Oral 



 TN Job Classification Specifications  
September 22, 2020 

Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Fluency of Ideas    Written Expression 
Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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075567 - INFORMATION SYSTEMS DIRECTOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5156 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems).Non-Substitutable Experience: Three years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for on-line midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting.ORSubstitution of 
Experience for Education: Experience teaching or working in any one of the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; or 
(3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications design; 
or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information systems 
consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. ORSubstitution of Graduate Coursework for the 
Working-level Experience: Any graduate coursework in computer and information sciences may substitute for one year 
of the required experience  (thirty-six graduate quarter hours or a master's degree in computer and information 
sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial work of average difficulty in 
directing small departmental information systems division; and performs related work as required. Distinguishing 
Features: An employee in this class directs a full range of information systems services for an operating department 
having an IT organization of medium size with an IT Budget of around $1M OR around 25 employees with roles in IT 
programs and operations. This class differs from that of the Information Systems Director 3 in that an incumbent of the 
latter directs IT services of a large sized department with greater complexity and has significantly higher responsibility 
for supervision. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Continually monitors employee work product to identify efficiencies 
and inform performance evaluations.    Monitor organization culture and work environment of direct reports to identify 
interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors 
the IT operational environment, to include daily agency IT operations, infrastructure, and other relevant work systems 
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through subordinates, KPIs, service level agreements, and other indicators to identify trends and proactively anticipate 
problems.    Monitors the IT and overall business environment using a variety of reports, vulnerability analyses, and 
other tools to ensure policy compliance and information security, project management, financial, and other risks are 
minimized.    Monitors IT performance at the agency level through a variety of reports, surveys, subordinate 
interactions, and other information gathering tools to ensure that agency key performance indicators are met.Getting 
Information:     Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Researches agency's strategic goals to inform IT 
priorities and strategic goal planning.    Gathers the input of stakeholders at all levels both inside and outside the 
organization to ensure strategic planning accurately reflects the needs of the organization at all levels.    Researches 
work related information as needed to prepare reports, projects, proposals and other assigned tasks.    Participate in 
strategic and operational meetings to obtain information needed to achieve operational objectives.    Review reports, 
queries and electronic databases to gather information necessary to complete assigned work.    Conducts site visits of 
external and internal organizations in order to obtain information for reorganization, benchmarking and other work 
related activities.    Reviews e-mail, voicemails, and other correspondence to gather the information necessary to 
complete the assigned work.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects 
divisional and/or agency-wide budget impact of proposed program or operational changes to establish appropriate 
funding and implementation guidelines.    Projects divisional and/or agency-wide staffing and identify timelines needed 
to complete projects to meet the strategic plan of the department.    Estimates future staffing and skill requirements 
needed for divisional and/or agency-wide succession planning and talent management purposes.Organizing, Planning, 
and Prioritizing Work:    Assign special projects, highly confidential requests, and high profile requests as required to 
appropriate subordinates to ensure security and discretion.    Align business and people strategies using applicable data, 
leadership development, professional development, performance management, career planning, and succession 
planning.    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures for efficiency and compliance purposes.    Incorporate divisional and/or 
agency-wide urgent and unscheduled tasks into current workload to ensure timely and accurate completion of work.    
Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage 
in supervisory work and ensure work is completed efficiently, accurately, and timely.Making Decisions and Solving 
Problems:    Determine appropriate level of materiality to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Determine appropriate balance of impact, financial and human capital cost, 
and risk in proposed IT operational initiatives to inform decisions about level of effort and priority of processing for IT 
projects and processes.    Determine appropriate allocation of budgeted funds to ensure that highest priority projects 
have sufficient monetary resources to be completed in a timely and efficient manner.    Determine how to fit IT 
governance with the scope of IT initiatives to ensure that governance cost and resource allocation are appropriately 
aligned.    Determines the appropriate structure of the IT organization to support business objectives and ensure 
alignment with strategic goals.    Make acquisition decisions for IT products and services that support business 
objectives.    Approve high level Information Systems directives to ensure alignment with strategic business objectives, 
best practices, and available resources.    Make the decision to offer employment to job candidates who best fit 
available positions based on the results of selection assessment and testing.    Determine best options available and 
appropriate resource allocations to meet business requirements identified by organizational stakeholders.    Makes 
decisions related to the resolution of personnel issues within assigned area of responsibility based on the results of 
analyses, personal experience, expert judgment, performance metrics, and other factors to ensure effective unit 
operations.    Reviews and approves summary performance metrics reporting submitted by assigned subordinates to 
identify current status in achieving assigned goals and facilitate communication with higher-level leadership 
personnel.Selling or Influencing Others:    Sells benefits, internal initiatives, and process changes to employees and other 
internal business partners during the course of training and communications to facilitate adoption and enhance 
investment.    Influences assigned subordinates, divisional, departmental, and agency-wide staff using identified 
individual motivational factors to increase job performance and productivity.    Builds consensus among peers, 
subordinates, and supervisors in order to further the division's and department’s mission and goals.    Champions IT 
projects to meet agency business needs based on optimal return on investment.Judging the Qualities of Things, Services, 
or People:    Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    
Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine 
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accuracy and relevance.    Assess the quality of applicants to assigned subordinate positions to inform hiring decisions.    
Conduct performance evaluations for assigned subordinates to determine performance levels.    Recommends salary 
adjustments based on the evaluation of the pay of employees against the pay of other individuals in comparable classes 
to determine whether salary adjustments are warranted.    Assess divisional and/or agency-wide staff work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes.    
Reviews the performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity 
and agreement.Resolving Conflicts and Negotiating with Others:    Coordinate with agency legal counsel when 
investigating conflicts between internal business partners and agency employees according to departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    
Serves as a mediator for assigned subordinates and peers to upper management personnel.    Resolve interpersonal 
conflicts between assigned subordinates, departmental, divisional and/or agency wide staff to ensure a respectful and 
productive work environment.    Resolves conflicts without input from higher management to ensure timely and 
efficient performance and maintain positive working relationships.    Resolve external business partner disputes and 
conflicts to prevent business operation interruptions and compliance with contractual terms and agreements.    Resolve 
disciplinary actions of assigned subordinates, departmental, and divisional staff using DOHR guidance to ensure 
compliance with all state and federal guidelines.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.Staffing Organizational Units:    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Assesses 
and anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively 
recruits candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Assess 
the appropriateness and viability of the use of alternate employment methodologies to address human resource needs.    
Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified 
employees.    Develops supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Thinking Creatively:    Creates a climate of creative thinking to engender IT employee engagement and develop 
business partner relationships.    Develops divisional and/or agency-wide implementation plans based on knowledge, 
experiences, skills, best practices and targeted research to address strategic goals and agency needs.    Develops 
corrective action plans to address divisional and/or agency-wide systemic issues.    Develop divisional and/or agency-
wide IT strategic and operational plans to facilitate agency operations and forward agency goals.    Develops IT 
organizational structures in conjunction with Human Resources using a variety of data and best practices to ensure cost 
effective resource allocation and alignment with agency strategic goals and IT needs.    Assists in the development of 
agency IT process improvement initiatives at a strategic level to ensure efficient workflows and accommodate available 
resources.    Participates in the development of talent management workforce plans using a variety of analytic 
techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs and 
strategic goals.    Develop a marketing approach for presenting the qualifications and accomplishments of the unit to 
higher level decision makers as a means of developing voice and improving engagement and executive staff confidence.    
Incorporate departmental, state, and federal laws, rules, regulations, and policies into divisional and/or agency-wide 
best practices and standard operating procedures for efficiency and compliance purposes.    Provides creative input into 
the development of divisional and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, 
form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination.    Develops divisional and/or agency-wide process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Participates in 
brainstorming sessions to develop divisional and/or agency-wide process streamlining initiatives and improve business 
practices.Provide Consultation and Advice to Others:    Make recommendations for changes in IT operations which affect 
the economy, efficiency and quality of agency IT operations and services.    Make acquisition recommendations for IT 
products and services that support business objectives within assigned area of responsibility.    Make recommendations 
as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT 
operational initiatives within assigned area of responsibility to inform decisions about level of effort and priority of 
processing for IT projects and processes.    Advise higher-level leadership personnel on team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.    Advise 
business partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
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Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Provide advice on employee selection decisions to assigned 
supervisor and other leadership staff.    Provide informal performance feedback advice to assigned subordinates and 
other leadership staff to assist with personal and professional development as required.    Assists assigned subordinates 
and internal business partners in developing job performance plans to communicate responsibilities and expected 
outcomes of performance in their role.    Advise internal business partners on the impact of state/departmental policies 
and procedures and federal guidelines on IT operations within assigned work unit.    Collaborate continually with 
management to assess the overall efficacy of departmental IT operations.    Assists in the development of supplemental 
and interview questions for positions based on the competencies identified in the classification specification to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and policies.Communicating with Supervisors, 
Peers, or Subordinates:    Maintains an open dialogue with internal business partners at all levels within the organization 
to ensure effective and efficient communications.    Send notifications of initiatives, changes, approvals, and deadlines 
to internal business partners to ensure timely and accurate receipt of information.    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and 
coordinate effort.    Participates in a variety of meetings as required to provide and gather status updates for assigned 
workload.    Communicate with officials at higher levels on situations requiring an explanation of the services and 
activities of the agency.    Conduct meetings with assigned subordinates and other internal business partners to gather 
project information and status updates and to disseminate information.    Conducts periodic performance development 
meetings with assigned subordinates to communicate and develop performance plans and provide performance 
feedback and developmental guidance.    Provide regular updates to upper management and other internal business 
partners on the status of projects and other assigned work.    Communicate regularly with other IT staff to coordinate 
operational activities and program development with other departments and to ensure uniformity between 
departments.Coaching and Developing Others:    Mentors less experienced internal business partners in their work using 
a supportive and collaborative approach.    Coach agency employees on IT related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Leverage developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinate, divisional and/or agency-wide staff.    Coaches assigned subordinates and other divisional staff 
through the use of stretch assignments to develop bench strength and talent management.    Addresses and/or 
recognizes the performance of assigned subordinates appropriately in accordance with established policy.    Provide 
coaching to subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.Processing Information:    Exercises responsibility for executing all assigned IT 
activities and transactions to maintain accountability and business continuity.Developing Objectives and Strategies:    
Develops strategies, objectives, and service level agreements for IT services to measure and improve organizational 
efficiency and performance.    Develops operational plans based on knowledge, experiences, skills, best practices and 
targeted research through collaboration with other leadership personnel to address strategic goals and agency needs.    
Develops corrective action plans to address systemic issues.    Develops job performance plans for assigned subordinates 
to communicate responsibilities and expected outcomes of performance in their role.    Develop strategies for 
addressing divisional and/or agency-wide IT staffing needs to ensure adequate coverage for assigned workload.    
Develop strategic programs and events to improve IT staff morale.    Develops communication plans for addressing the 
ongoing communication of IT related information to agency employees and customers.    Assists with the development 
and periodic review of department and/or divisional directives, policies, procedures, and protocols as 
needed.Interpreting the Meaning of Information for Others:    Interprets specialized information related to technology 
for business partners and assigned subordinates to ensure understanding and facilitate relationships.    Interprets a 
variety of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Explain IT program specific procedures 
and regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required in response to basic inquiries.    Interpret a variety of IT reports for internal and/or external 
business partners as requested or to meet accreditation standards.    Translates complex IT concepts for individuals of all 
levels of understanding including IT and non-IT roles to communicate results, trends, or problems.Establishing and 
Maintaining Interpersonal Relationships:    Networks with business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.    Liaise with internal and external entities to ensure effective planning, 
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strategy development, vision, coordination, and IT service provision.    Maintain professional working relationships at all 
levels of the organization to ensure smooth and effective team operations.    Represent the agency while attending 
meetings and events in order to promote the goodwill of the department.Guiding, Directing, and Motivating 
Subordinates:    Enables assigned work unit to accomplish the mission and vision of the organization by identifying and 
eliminating barriers to success, providing sufficient tools and resources, and continually challenging the validity of the 
current process.    Leads assigned subordinates in monitoring agency IT and other business processes to identify 
efficiencies and achieve more timely and accurate goal achievement.    Leads committees to review current processes 
and recommend improvements to achieve greater efficiencies.    Leads and/or oversees assigned subordinates in the 
completion of the operations required to achieve goals within the assigned area of responsibility.    Assists assigned 
subordinates in coordinating IT activities with other department personnel by reallocating resources and directly 
participating as necessary.Evaluating Information to Determine Compliance with Standards:    Evaluate candidate and 
employee qualifications to determine compliance with minimum qualifications and/or necessary and special 
qualifications.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to 
date and valid.    Ensures disciplinary actions executed by assigned subordinates are administered in accordance with 
agency policy and Department of Human Resources policies and procedures.    Evaluates site audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluate plans and performance goals 
developed by assigned subordinates to ensure alignment with organizational goals.    Evaluates employee work results 
to ensure that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, 
and performance goals.    Evaluate the work of assigned subordinates to determine compliance with job goals and intra-
unit policy and methods.Communicating with Persons Outside Organization:    Answer sensitive and/or complex 
inquiries from persons of substantially high rank outside the organization as required.    Communicates with external 
business partners to facilitate outside events and programs in which the state/agency/division participates.    
Participates in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Communicates with outside callers and senders to ensure questions are directed to the appropriate 
individuals as required.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Serve on divisional, 
departmental, and statewide committees in the design, development, and implementation of new information 
management systems.    Participate in media events to communicate information to the general public as 
required.Analyzing Data or Information:    Analyze processes, policies, and procedures using information technology 
reporting and documentation to develop recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services.    Analyzes survey and benchmarking data collected by the 
agency to determine its relevancy to and effects on information technology processes and procedures and inform 
reporting.    Analyze status reports submitted by assigned subordinates to identify patterns and trends.    Analyze 
candidate applications and other documentation for assigned subordinate or sensitive positions to inform the decision 
on who to invite for interview.    Analyze vacancy report against available KSACs and applicants to align with 
organizational needs.Developing and Building Teams:    Celebrate the successes that occur as appropriate to enhance 
team morale and employee investment/engagement.    Engages subordinates and peers during the course of daily 
activities to identify motivational factors relevant to assigned subordinates, divisional and/or agency-wide staff and 
enhance commitment and performance.    Encourage assigned subordinates, divisional and/or agency-wide staff to 
pursue career development opportunities as a means of improving team performance.    Identify developmental 
opportunities appropriate for assigned subordinate, divisional and/or agency-wide staff to improve team development.    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Creates and coordinates team building activities to incentivize teamwork and performance.Coordinating the 
Work and Activities of Others:    Plans and coordinates the activities of assigned subordinates who oversee various 
programs with business partners as required to ensure that operational and strategic priorities, missions and visions are 
met, and conflicts in scheduling and responsibility do not arise.    Coordinate with internal and inter-agency business 
partners to resolve issues with complex or highly sensitive IT issues.    Coordinate meetings, events, and other special 
projects as required to ensure availability, attendance, and coverage.Monitoring and Controlling Resources:    Achieves 
divisional, departmental, and/or agency IT budget objectives by reviewing and forecasting expenditures, analyzing 
variances, and initiating corrective actions.    Approves internal purchases for divisional, departmental, and/or agency IT 
contract employees, hardware, and software as required.    Approve the allocation of headcount within the divisional, 
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departmental, and/or agency IT organization to ensure efficient resource allotment and congruence with agency 
strategic objectives.Interacting With Computers:    Utilize a variety of software tools to monitor program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Documenting/Recording Information:    Continually documents the performance of assigned subordinates to 
ensure accurate and unbiased performance evaluations.    Completes and submits performance review documents for 
subordinates accurately and promptly.    Prepares completed staff work reports with recommendations for action which 
are workable and comply with professional standards of excellence.    Document information provided during meetings 
and training when serving as the sole agency representative to ensure accurate information is disseminated to 
others.Performing Administrative Activities:    Complete performance evaluation documentation for all assigned 
subordinates.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Generate disciplinary actions for assigned 
subordinates in accordance with agency policy and Department of Human Resources policies and procedures.    
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices.    Enter personal time and leave/overtime 
requests into the appropriate databases as required.Updating and Using Relevant Knowledge:    Utilizes acquired 
knowledge and skills to improve and inform daily performance of assigned tasks.    Attend in-service training as required 
to ensure continual learning and current knowledge of the field.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Attend 
agency specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure them and their assigned subordinates are 
knowledgeable on the latest systems.    Develop expertise in an assigned information technology program area using 
available developmental opportunities as required to facilitate interpretation and advice provided.    Maintains 
professional and technical knowledge and required certifications by attending educational workshops, reviewing 
professional publications, establishing personal networks, and participating in professional societies to remain informed 
of current industry and IT standards.Scheduling Work and Activities:    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Schedules personal workload to ensure 
timely processing, account for current unit workload, and ensure availability to assigned subordinates and business 
partners for consultation and advice as requested.    Schedules deadlines for IT related events for agency employees to 
ensure timely submission of required information. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Hiring and Staffing    Drive for Results    Building Effective Teams    Customer Focus    
Motivating Others    Dealing with Ambiguity    Total Work Systems    Command Skills    Organizational AgilityKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to executive level leadership    
Intermediate knowledge of strategic planning principles and best practices as they relate to the control of agency-wide 
IT operations    Intermediate knowledge of customer service principles and best practices as they relate to service level 
agreements, metrics, customer interaction, and request fulfillment    Advanced knowledge of hardware, software, data, 
and network principles and systems    Intermediate knowledge of business finance and accounting procedures and best 
practices    Intermediate knowledge of personnel and human resources management best practices as they relate to 
talent management    Intermediate knowledge of federal, state, and local laws, rules, regulations, policies, procedures, 
and best practices as they relate to information systems governanceSkills:    Judgment and Decision Making Skills    
Intermediate Time Management Skills    Intermediate Skill in the Management of Financial Resources    Intermediate 
Skill in the Management of Personnel Resources    Intermediate Active Listening Skills    Intermediate Critical Thinking 
Skills    Basic monitoring skills as they relate to process improvement and organizational development    Intermediate 
speaking skills as they relate to the interpretation and communication of IT systems, services, and strategies    
Intermediate writing skills as they relate to the interpretation and communication of IT systems, services, and strategies    
Service Orientation Skills    Complex Problem Solving Skills    Intermediate reading comprehension skills as they relate to 
the understanding of hardware, software, data, and network principles and systems    Intermediate Negotiation Skills    
Intermediate Persuasion Skills    Intermediate systems evaluation skills as they relate to the development and 
maintenance of a variety of business systemsAbilities:    Inductive Reasoning Ability    Deductive Reasoning Ability    Oral 
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Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Fluency of Ideas    Written Expression 
Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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075568 - INFORMATION SYSTEMS DIRECTOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5058 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more) years of experience in any one of the following areas: (1) systems analysis, systems training, 
network/telecommunications design, systems design, business or systems applications programming, technical support 
(i.e., the diagnosis and resolution of software and hardware malfunctions for computers or other information systems as 
well as the technical justification for procuring software and hardware products), or other closely related information 
systems analytic functions; or (2) supervising or managing a combination of (two or more) of the following: clerical 
computer operations, machine operations, data entry, computer production control, or other closely related computer 
operations functions; or (3) information systems consulting (i.e., planning the implementation of new or existing 
systems or technologies into existing systems). Non-Substitutable Experience: Four years of the required experience 
must include (1) supervising, managing, or directing staff who are involved in information systems analytic functions; or 
(2) coordinating or managing services impacted by new or existing systems or technologies for online midrange or 
mainframe computer systems that cover multiple work sites; or (3) information systems consulting; ONE YEAR MUST BE 
IN A MANAGERIAL CAPACITY OVER AN INFORMATION SYSTEMS ANALYTIC FUNCTION OR IN A DIRECTOR'S 
CAPACITY.ORSubstitution of Experience for Education: Experience in any one of the following areas may substitute for 
the required education on a year-for-year basis to a maximum of four years: (1) systems analysis; or (2) systems design; 
or (3) business or systems applications programming; or (4) technical support; or (5) network/telecommunications 
design; or (6) systems training; or (7) other closely related information systems analytic functions; or (8) information 
systems consulting, or (9) supervising or managing multiple computer operations functions.ORSubstitution of a Specific 
Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting); management information systems; computer and information systems; computer servicing technologies, or 
other related field may substitute for the required bachelor's degree. ORSubstitution of Graduate Coursework for the 
Required Experience: Any graduate coursework in computer and information sciences may substitute for one year of the 
required experience (thirty-six graduate quarter hours or a master's degree in computer and information sciences may 
substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional information systems managerial and supervisory work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class directs 
a full range of information systems services for an operating department having an IT organization of large size with an 
IT Budget between $1M and $10M OR 26-100 employees with roles in IT programs and operations. This class differs 
from that of Information Systems Director 2 in that incumbents of the latter direct IT activities for a department with a 
medium number of IT staff and programs of lesser scope and complexity. This class differs from that of Information 
Systems Director 4 in that the incumbent of the latter directs IT activities for a department with the largest of 
professional IT staffs and very complex and diverse programs. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitor organization culture and work environment of direct reports 
to identify interpersonal issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    
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Continually monitors employee work product to identify efficiencies and inform performance evaluations.    Monitors IT 
performance at the agency level through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that agency key performance indicators are met.    Monitors the IT operational environment, 
to include daily agency IT operations, infrastructure, and other relevant work systems through subordinates, KPIs, 
service level agreements, and other indicators to identify trends and proactively anticipate problems.    Monitors the IT 
and overall business environment using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.Getting Information:    
Researches agency's strategic goals to inform IT priorities and strategic goal planning.    Interviews employees and other 
individuals who have information related to ongoing investigations or work processes as required to further an 
investigation or process.    Gathers the input of stakeholders at all levels both inside and outside the organization to 
ensure strategic planning accurately reflects the needs of the organization at all levels.    Participate in strategic and 
operational meetings to obtain information needed to achieve operational objectives.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Review reports, queries and 
electronic databases to gather information necessary to complete assigned work.    Reviews e-mail, voicemails, and 
other correspondence to gather the information necessary to complete the assigned work.    Conducts site visits of 
external and internal organizations in order to obtain information for reorganization, benchmarking and other work 
related activities.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects divisional 
and/or agency-wide staffing and identify timelines needed to complete projects to meet the strategic plan of the 
department.    Estimates future staffing and skill requirements needed for divisional and/or agency-wide succession 
planning and talent management purposes.    Projects divisional and/or agency-wide budget impact of proposed 
program or operational changes to establish appropriate funding and implementation guidelines.Organizing, Planning, 
and Prioritizing Work:    Incorporate divisional, departmental, state, and federal laws, rules, regulations, and policies into 
IT best practices and standard operating procedures for efficiency and compliance purposes.    Align business and people 
strategies using applicable data, leadership development, professional development, performance management, career 
planning, and succession planning.    Delegates tasks to assigned subordinates based on the competencies they possess 
to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.    Assign special projects, highly confidential requests, and high profile requests as required to appropriate 
subordinates to ensure security and discretion.    Incorporate divisional and/or agency-wide urgent and unscheduled 
tasks into current workload to ensure timely and accurate completion of work.Making Decisions and Solving Problems:    
Determine how to fit IT governance with the scope of IT initiatives to ensure that governance cost and resource 
allocation are appropriately aligned.    Determine appropriate balance of impact, financial and human capital cost, and 
risk in proposed IT operational initiatives to inform decisions about level of effort and priority of processing for IT 
projects and processes.    Determine best options available and appropriate resource allocations to meet business 
requirements identified by organizational stakeholders.    Makes decisions related to the resolution of personnel issues 
within assigned area of responsibility based on the results of analyses, personal experience, expert judgment, 
performance metrics, and other factors to ensure effective unit operations.    Determine appropriate level of materiality 
to inform decisions about level of effort and priority of processing for IT projects and processes.    Make acquisition 
decisions for IT products and services that support business objectives.    Reviews and approves summary performance 
metrics reporting submitted by assigned subordinates to identify current status in achieving assigned goals and facilitate 
communication with higher-level leadership personnel.    Determines the appropriate structure of the IT organization to 
support business objectives and ensure alignment with strategic goals.    Make the decision to offer employment to job 
candidates who best fit available positions based on the results of selection assessment and testing.    Determine 
appropriate allocation of budgeted funds to ensure that highest priority projects have sufficient monetary resources to 
be completed in a timely and efficient manner.    Approve high level Information Systems directives to ensure alignment 
with strategic business objectives, best practices, and available resources.Staffing Organizational Units:    Assesses and 
anticipates workload of employees to determine human resource needs and budgetary constraints.    Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    Identifies 
promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    Conducts 
behaviorally based interviews for job candidates to ensure hiring and retention of the most qualified employees.    
Develops supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    Assess 
the appropriateness and viability of the use of alternate employment methodologies to address human resource 
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needs.Resolving Conflicts and Negotiating with Others:    Resolve external business partner disputes and conflicts to 
prevent business operation interruptions and compliance with contractual terms and agreements.    Coordinate with 
agency legal counsel when investigating conflicts between internal business partners and agency employees according 
to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Resolve interpersonal conflicts between assigned subordinates, departmental, divisional 
and/or agency wide staff to ensure a respectful and productive work environment.    Serves as a mediator for assigned 
subordinates and peers to upper management personnel.    Resolve disciplinary actions of assigned subordinates, 
departmental, and divisional staff using DOHR guidance to ensure compliance with all state and federal guidelines.    
Resolves conflicts without input from higher management to ensure timely and efficient performance and maintain 
positive working relationships.    Maintains a respectful and productive work environment within the assigned work unit 
to minimize disputes and facilitate performance.Judging the Qualities of Things, Services, or People:    Assesses 
statements made in the course of sensitive and/or complex investigations and disciplinary actions to determine accuracy 
and relevance.    Assesses the quality and importance of suggestions provided by divisional and/or agency-wide staff to 
determine whether or not they will be implemented, and if so the priority of tasks or limitations to achieving objectives.    
Assess the quality of applicants to assigned subordinate positions to inform hiring decisions.    Assesses divisional and/or 
agency-wide staff work behaviors, competencies, knowledge, skills and abilities for succession planning, talent 
management and retention purposes.    Conduct performance evaluations for assigned subordinates to determine 
performance levels.    Recommends salary adjustments based on the evaluation of the pay of employees against the pay 
of other individuals in comparable classes to determine whether salary adjustments are warranted.    Reviews the 
performance evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Thinking Creatively:    Creates a climate of creative thinking to engender IT employee engagement and 
develop business partner relationships.    Develop divisional and/or agency-wide IT strategic and operational plans to 
facilitate agency operations and forward agency goals.    Assists in the development of agency IT process improvement 
initiatives at a strategic level to ensure efficient workflows and accommodate available resources.    Participates in the 
development of talent management workforce plans using a variety of analytic techniques to ensure available 
knowledge, skills, abilities, and competencies are aligned with business needs and strategic goals.    Provides creative 
input into the development of divisional and/or agency-wide policies, procedure manuals, spreadsheets, presentations, 
forms, form letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate 
accurate data gathering, tracking, training, and dissemination.    Develops divisional and/or agency-wide implementation 
plans based on knowledge, experiences, skills, best practices and targeted research to address strategic goals and 
agency needs.    Develop a marketing approach for presenting the qualifications and accomplishments of the unit to 
higher level decision makers as a means of developing voice and improving engagement and executive staff confidence.    
Incorporate departmental, state, and federal laws, rules, regulations, and policies into divisional and/or agency-wide 
best practices and standard operating procedures for efficiency and compliance purposes.    Develops divisional and/or 
agency-wide process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Develops corrective action plans to address divisional and/or agency-wide systemic issues.    Develops IT organizational 
structures in conjunction with Human Resources using a variety of data and best practices to ensure cost effective 
resource allocation and alignment with agency strategic goals and IT needs.    Participates in brainstorming sessions to 
develop divisional and/or agency-wide process streamlining initiatives and improve business practices.Selling or 
Influencing Others:    Builds consensus among peers, subordinates, and supervisors in order to further the division's and 
department’s mission and goals.    Champions IT projects to meet agency business needs based on optimal return on 
investment.    Sells benefits, internal initiatives, and process changes to employees and other internal business partners 
during the course of training and communications to facilitate adoption and enhance investment.    Influences assigned 
subordinates, divisional, departmental, and agency-wide staff using identified individual motivational factors to increase 
job performance and productivity.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to 
accomplish the mission and vision of the organization by identifying and eliminating barriers to success, providing 
sufficient tools and resources, and continually challenging the validity of the current process.    Leads assigned 
subordinates in monitoring agency IT and other business processes to identify efficiencies and achieve more timely and 
accurate goal achievement.    Leads and/or oversees assigned subordinates in the completion of the operations required 
to achieve goals within the assigned area of responsibility.    Leads committees to review current processes and 
recommend improvements to achieve greater efficiencies.    Assists assigned subordinates in coordinating IT activities 
with other department personnel by reallocating resources and directly participating as necessary.Coaching and 
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Developing Others:    Mentors less experienced internal business partners in their work using a supportive and 
collaborative approach.    Coach agency employees on IT related programs and information to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Provide coaching to 
subordinate leadership staff on appropriate performance management techniques in accordance with 
recommendations from agency HR.    Addresses and/or recognizes the performance of assigned subordinates 
appropriately in accordance with established policy.    Coaches assigned subordinates and other divisional staff through 
the use of stretch assignments to develop bench strength and talent management.    Leverage developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinate, 
divisional and/or agency-wide staff.Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Send notifications of initiatives, changes, approvals, and deadlines to internal business partners to 
ensure timely and accurate receipt of information.    Communicate regularly with other IT staff to coordinate operational 
activities and program development with other departments and to ensure uniformity between departments.    
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    
Communicates work related information to a variety of business partners, peers and assigned subordinates to facilitate 
teamwork, assign tasks, and coordinate effort.    Conduct meetings with assigned subordinates and other internal 
business partners to gather project information and status updates and to disseminate information.    Provide regular 
updates to upper management and other internal business partners on the status of projects and other assigned work.    
Participates in a variety of meetings as required to provide and gather status updates for assigned workload.    Conducts 
periodic performance development meetings with assigned subordinates to communicate and develop performance 
plans and provide performance feedback and developmental guidance.    Communicate with officials at higher levels on 
situations requiring an explanation of the services and activities of the agency.Processing Information:    Exercises 
responsibility for executing all assigned IT activities and transactions to maintain accountability and business 
continuity.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of all 
levels of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets a variety 
of current IT rules and/or laws, regulations, policies, procedures, and documentation for business partners to facilitate 
understanding, enhance communications, and ensure compliance.    Interpret a variety of IT reports for internal and/or 
external business partners as requested or to meet accreditation standards.    Interprets specialized information related 
to technology for business partners and assigned subordinates to ensure understanding and facilitate relationships.    
Explain IT program specific procedures and regulations to the general public, persons in other departments or divisions, 
or outside organizations and representatives as required in response to basic inquiries.Communicating with Persons 
Outside Organization:    Answer sensitive and/or complex inquiries from persons of substantially high rank outside the 
organization as required.    Communicates with external business partners to facilitate outside events and programs in 
which the state/agency/division participates.    Participates in contract negotiations with outside vendors to ensure 
strategic needs are met in an efficient and cost effective manner.    Contacts vendors and other outside agencies who 
administer IT functions to obtain/provide required information, correct errors, ensure contract fulfillment, and/or for 
clarification purposes.    Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals as required.    Participate in media events to communicate information to the general public as 
required.    Serve on divisional, departmental, and statewide committees in the design, development, and 
implementation of new information management systems.Establishing and Maintaining Interpersonal Relationships:    
Maintain professional working relationships at all levels of the organization to ensure smooth and effective team 
operations.    Represent the agency while attending meetings and events in order to promote the goodwill of the 
department.    Networks with business partners to ensure open dialogues exist and to facilitate coordination and unified 
effort.    Liaise with internal and external entities to ensure effective planning, strategy development, vision, 
coordination, and IT service provision.Provide Consultation and Advice to Others:    Make acquisition recommendations 
for IT products and services that support business objectives within assigned area of responsibility.    Advise higher-level 
leadership personnel on team standard operating procedures, best practices, and other workflow factors to inform 
strategy development and decision making.    Collaborate continually with management to assess the overall efficacy of 
departmental IT operations.    Notifies appropriate leadership staff of possible violations of divisional, departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Make recommendations as to 
appropriate balance of impact, financial and human capital cost, resource allocation, and risk in proposed IT operational 
initiatives within assigned area of responsibility to inform decisions about level of effort and priority of processing for IT 
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projects and processes.    Provide informal performance feedback advice to assigned subordinates and other leadership 
staff to assist with personal and professional development as required.    Make recommendations for changes in IT 
operations which affect the economy, efficiency and quality of agency IT operations and services.    Advise business 
partners on the appropriate application of divisional, departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures for IT decision making to ensure compliance and effective business practices.    
Provide advice on employee selection decisions to assigned supervisor and other leadership staff.    Assists assigned 
subordinates and internal business partners in developing job performance plans to communicate responsibilities and 
expected outcomes of performance in their role.    Advise internal business partners on the impact of 
state/departmental policies and procedures and federal guidelines on IT operations within assigned work unit.    Assists 
in the development of supplemental and interview questions for positions based on the competencies identified in the 
classification specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and 
policies.Evaluating Information to Determine Compliance with Standards:    Evaluates employee work results to ensure 
that responsibilities are completed on-time and in compliance with policies, procedures, guidelines, standards, and 
performance goals.    Audits organizational hierarchies and supervisory assignments to ensure chains of command are 
up to date and valid.    Evaluates site audits of assigned subordinates and internal business partners to ensure work 
procedures and processes comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures.    Evaluate candidate and employee qualifications to determine compliance with minimum 
qualifications and/or necessary and special qualifications.    Ensures disciplinary actions executed by assigned 
subordinates are administered in accordance with agency policy and Department of Human Resources policies and 
procedures.    Evaluate plans and performance goals developed by assigned subordinates to ensure alignment with 
organizational goals.    Evaluate the work of assigned subordinates to determine compliance with job goals and intra-
unit policy and methods.Analyzing Data or Information:    Analyze processes, policies, and procedures using information 
technology reporting and documentation to develop recommendations for changes in operations which affect the 
economy, efficiency and quality of agency operations and services.    Analyzes survey and benchmarking data collected 
by the agency to determine its relevancy to and effects on information technology processes and procedures and inform 
reporting.    Analyze vacancy report against available KSACs and applicants to align with organizational needs.    Analyze 
status reports submitted by assigned subordinates to identify patterns and trends.    Analyze candidate applications and 
other documentation for assigned subordinate or sensitive positions to inform the decision on who to invite for 
interview.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services to measure and improve organizational efficiency and performance.    Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
operational plans based on knowledge, experiences, skills, best practices and targeted research through collaboration 
with other leadership personnel to address strategic goals and agency needs.    Develops corrective action plans to 
address systemic issues.    Develops communication plans for addressing the ongoing communication of IT related 
information to agency employees and customers.    Assists with the development and periodic review of department 
and/or divisional directives, policies, procedures, and protocols as needed.    Develop strategic programs and events to 
improve IT staff morale.    Develop strategies for addressing divisional and/or agency-wide IT staffing needs to ensure 
adequate coverage for assigned workload.Coordinating the Work and Activities of Others:    Coordinate with internal 
and inter-agency business partners to resolve issues with complex or highly sensitive IT issues.    Plans and coordinates 
the activities of assigned subordinates who oversee various programs with business partners as required to ensure that 
operational and strategic priorities, missions and visions are met, and conflicts in scheduling and responsibility do not 
arise.    Coordinate meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Monitoring and Controlling Resources:    Achieves divisional, departmental, and/or agency IT budget objectives 
by reviewing and forecasting expenditures, analyzing variances, and initiating corrective actions.    Approve the 
allocation of headcount within the divisional, departmental, and/or agency IT organization to ensure efficient resource 
allotment and congruence with agency strategic objectives.    Approves internal purchases for divisional, departmental, 
and/or agency IT contract employees, hardware, and software as required.Developing and Building Teams:    Models 
effective performance for business partners to provide a role model, encourage success in others, and enhance trust.    
Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to assigned 
subordinates, divisional and/or agency-wide staff and enhance commitment and performance.    Celebrate the 
successes that occur as appropriate to enhance team morale and employee investment/engagement.    Encourage 
assigned subordinates, divisional and/or agency-wide staff to pursue career development opportunities as a means of 
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improving team performance.    Identify developmental opportunities appropriate for assigned subordinate, divisional 
and/or agency-wide staff to improve team development.    Creates and coordinates team building activities to 
incentivize teamwork and performance.Documenting/Recording Information:    Continually documents the performance 
of assigned subordinates to ensure accurate and unbiased performance evaluations.    Completes and submits 
performance review documents for subordinates accurately and promptly.    Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.    Document 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Updating and Using Relevant Knowledge:    Utilizes acquired knowledge and skills 
to improve and inform daily performance of assigned tasks.    Attend agency specific training as required to ensure 
compliance with departmental, state, and federal laws and guidelines.    Periodically reviews current departmental, 
state, and federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best 
practices to ensure them and their assigned subordinates are knowledgeable on the latest systems.    Actively seeks out 
work related leadership development opportunities for self and assigned subordinates to improve performance and 
team efficiency.    Develop expertise in an assigned information technology program area using available developmental 
opportunities as required to facilitate interpretation and advice provided.    Attend in-service training as required to 
ensure continual learning and current knowledge of the field.    Maintains professional and technical knowledge and 
required certifications by attending educational workshops, reviewing professional publications, establishing personal 
networks, and participating in professional societies to remain informed of current industry and IT standards.Performing 
Administrative Activities:    Complete performance evaluation documentation for all assigned subordinates.    Maintains 
human resource and other confidential reports, files, and logs as required to ensure compliance with departmental, 
state, and federal laws, rules, regulations, and best practices.    Generate disciplinary actions for assigned subordinates 
in accordance with agency policy and Department of Human Resources policies and procedures.    Reviews and approves 
subordinate administrative actions including but not limited to performance evaluations, expense requests, and time 
and labor for assigned work unit.    Enter personal time and leave/overtime requests into the appropriate databases as 
required.Scheduling Work and Activities:    Schedules periodic performance discussions with subordinates to ensure 
continuous accurate evaluations and development.    Schedules personal workload to ensure timely processing, account 
for current unit workload, and ensure availability to assigned subordinates and business partners for consultation and 
advice as requested.    Schedules deadlines for IT related events for agency employees to ensure timely submission of 
required information.Interacting With Computers:    Utilize a variety of software tools to monitor program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Managing Vision and Purpose    Business Acumen    Strategic Agility    Drive for 
Results    Perseverance    Delegation    Command Skills    Sizing up People    Political Savvy    Interpersonal Savvy    
Organizational AgilityKnowledge:    Expert knowledge of administration and management best practices as they relate to 
executive level leadership    Advanced knowledge of customer service principles and best practices as they relate to 
service level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of personnel 
and human resources management best practices as they relate to talent management    Advanced knowledge of 
strategic planning principles and best practices as they relate to the control of agency-wide IT operations    Advanced 
knowledge of hardware, software, data, and network principles and systems    Intermediate knowledge of business 
finance and accounting procedures and best practices    Advanced knowledge of federal, state, and local laws, rules, 
regulations, policies, and procedures as they relate to information systems governanceSkills:    Advanced Critical 
Thinking Skills    Intermediate monitoring skills as they relate to process improvement and organizational development    
Judgment and Decision Making Skills    Intermediate Time Management Skills    Intermediate Active Listening Skills    
Advanced speaking skills as they relate to the interpretation and communication of complex IT systems, services, and 
strategies    Advanced writing skills as they relate to the interpretation and communication of complex IT systems, 
services, and strategies    Intermediate reading comprehension skills as they relate to the understanding of hardware, 
software, data, and network principles and systems    Intermediate Persuasion Skills    Service Orientation Skills    
Complex Problem Solving Skills    Intermediate Skill in the Management of Financial Resources    Intermediate Skill in the 
Management of Personnel Resources    Intermediate Negotiation Skills    Intermediate systems evaluation skills as they 
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relate to the development and maintenance of a variety of business systemsAbilities:    Inductive Reasoning Ability    
Deductive Reasoning Ability    Fluency of Ideas    Oral Comprehension Ability    Oral Expression Ability    Written 
Comprehension Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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075581 - INFORMATION SYSTEMS MANAGER 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5071 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design, and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: One year must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. Substitution of Experience for Education : Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with as associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or a master's degree in 
computer and information sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one or more of 
the following assignments: (1) systems development or maintenance functions in a medium size and/or moderately 
complex MIS organization; (2) both development and maintenance functions in a small and/or less complex MIS 
organization; (3) assisting in managing both the maintenance and development functions in a medium size organization; 
OR (4) the applications, technology, and operations functions in an agency with the smallest information systems 
division. This class differs from Information Systems Manager 2 in that incumbents of the latter manage systems 
development or maintenance functions in a large and/or complex MIS organization or manage both functions in a 
medium sized and/or moderately complex MIS organization. 
 
Work Activities: 
Monitoring and Controlling:     Prepares basic departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination for small teams.    Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Resolving Conflicts and Negotiating with Others:     Resolves basic interpersonal conflicts between 
assigned subordinates to enhance teambuilding and generate a positive working environment. May sometimes require 
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assistance.    Resolves basic issues with external customers related to financial transactions and customer service 
complaints for assigned subordinates with a small team.    Resolves basic conflicts between assigned work teams to 
promote a healthy work environment.Making Decisions and Solving Problems:     Determines, with guidance, whether or 
not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves issues related to customer IT billing based on reporting and research.    Reviews, plans and 
manages project tasks and task dependencies for small teams.    Schedules completion dates for tasks.    Reviews the 
options that are available to develop or modify an existing advanced system or purchase and modify a commercially 
available system.    Makes daily decisions related to basic personnel and office management to ensure ongoing 
operations and the achievement of departmental goals.Judging the Qualities of Things, Services, or People:     Assists in 
identifying appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned 
subordinates.Getting Information:     Uses basic methods and performs research from technical knowledge base and 
other resources.    Reviews and extracts pertinent information from basic requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    Assists in 
gathering information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines basic system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Guiding, Directing, and Motivating Subordinates:     Sets and 
monitors performance standards of others.    Manages supervisors and related technology and business staff for small 
teams.    Oversees the work schedules of subordinate staff to ensure projects stay on target.    Assists in writing goals for 
employees in order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency 
goals, project requirements, employee skill sets, time considerations, and availability of resources for small teams.    
Identifies employee basic training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff, with assistance from upper management, according to established criteria and reviews results of 
performance evaluation with management and respective employees.    Provides feedback to upper management 
regarding staff performance and project status.Organizing, Planning, and Prioritizing Work:     Manages long term 
projects to ensure timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage for 
small teams.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external 
customers for questions and issues related to programs, policies, and reports.    Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Estimating the Quantifiable Characteristics of Products, Events, or Information for Small Teams:    Leads 
and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages the 
effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Assists in developing and reviewing workflow and business process improvements for Agency business 
units.Training and Teaching Others:     Conducts training in departmental policies, procedures, and processes for internal 
and external customers.    Provides specific user and technical training to new employees and other subordinates within 
the department. Communicating with Supervisors, Peers and Subordinates:     Holds frequent conversations with 
assigned subordinates to discuss job performance and make recommendations for improvement and development.    
Communicates with management team members to keep them abreast of daily operations, special projects, and other 
unit functions.    Communicates with supervisors, co-workers, and subordinates using multiple mediums to effectively 
relay work related information.Documenting/Recording Information:     Documents assigned subordinates performance 
on an on-going basis to aid in performance evaluation.     Manages the creation of documentation for detailing 
established standards and procedures for information systems division staff.Evaluating Information to Determine 
Compliance with Standards:     Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines.    Performs random audits of assigned subordinate work for quality 
control purposes.    Reviews subordinate work to ensure subordinates are properly following state technology 
policies.Interacting With Computers:     Provides expertise in the use of computer systems to enter data, utilize e-mail 
and office productivity tools.    Recommends in writing appropriate security access for assigned subordinates to relevant 
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electronic systems.    Enters data using keyboard into electronic systems to accomplish various goals.    Codes application 
software programs which interface with other programs that are comprised of a system, multiple programs, driver 
programs and are called modules.    Writes or modifies program specifications which describe the flow of data and 
processes through each function of a program.    Writes a program test plan and submits test runs of compiled programs 
to ascertain if the programs produce expected results and correct output.    Tests the program modifications and its 
impact on other programs within the system to ensure the accuracy of the output.Updating and Using Relevant 
Knowledge:     Maintains up to date knowledge of current information systems technology.    Cross-trains with co-
workers in assigned job duties to ensure continuity of operations and improve succession planning.    Trains with 
external customers to ensure correct use of third party systems.    Attends training to enhance personal development. 
Interpreting the Meaning of Information for Others:     Reads and interprets state technology policies in order to 
communicate the meaning of them and lead others in this effort.    Ensures staff can convey state technology policies to 
end-users in the appropriate format based on the recipient.Coordinating the Work and Activities of Others for Small 
Teams:     Delegates work assignments to assigned subordinates to ensure efficiency for small teams.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Performing Administrative Activities:     Reviews and approves leave and 
overtime requests for assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely 
response.    Files work related documentation to ensure accurate and timely record keeping.Scheduling Work and 
Activities:     Schedules training for assigned subordinates to enhance employee development.    Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:              
Knowledge of Administrative and Management                      Knowledge of Computer and Electronics                                   
Knowledge of Engineering and Technology                              Knowledge of Mathematics                          Knowledge of 
Personnel and Human ResourcesSkills:                             Active Learning                               Active Listening                               
Critical Thinking                              Mathematics                                    Monitoring                        Reading Comprehension                          
Speaking                           Writing                                               Coordination                                    Instructing                         
Negotiation                       Persuasion                         Service Orientation                          Social Perceptiveness                      
Uses Complex Problem Solving Skills                                                         Equipment Selection                       Operations 
Analysis                        Quality Control Analysis                                Technology Design    Troubleshooting    Judgment And 
Decision Making    System Analysis    Systems Evaluation    Management of Financial Resources    Management of 
Material Resources    Management of Personnel Resources         Time Management  Abilities:                                   Written 
Comprehension    Written Expression                          Oral Comprehension    Oral Expression                                Problem 
Sensitivity         Fluency of Ideas              Originality                         Deductive Reasoning    Inductive Reasoning                       
Mathematical Reasoning                              Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075581 - INFORMATION SYSTEMS MANAGER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5072 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design, and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: One year must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. Substitution of Experience for Education : Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with as associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or a master's degree in 
computer and information sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one or more of 
the following assignments: (1) systems development or maintenance functions in a medium size and/or moderately 
complex MIS organization; (2) both development and maintenance functions in a small and/or less complex MIS 
organization; (3) assisting in managing both the maintenance and development functions in a medium size organization; 
OR (4) the applications, technology, and operations functions in an agency with the smallest information systems 
division. This class differs from Information Systems Manager 2 in that incumbents of the latter manage systems 
development or maintenance functions in a large and/or complex MIS organization or manage both functions in a 
medium sized and/or moderately complex MIS organization. 
 
Work Activities: 
Monitoring and Controlling:     Prepares basic departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination for small teams.    Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Resolving Conflicts and Negotiating with Others:     Resolves basic interpersonal conflicts between 
assigned subordinates to enhance teambuilding and generate a positive working environment. May sometimes require 
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assistance.    Resolves basic issues with external customers related to financial transactions and customer service 
complaints for assigned subordinates with a small team.    Resolves basic conflicts between assigned work teams to 
promote a healthy work environment.Making Decisions and Solving Problems:     Determines, with guidance, whether or 
not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves issues related to customer IT billing based on reporting and research.    Reviews, plans and 
manages project tasks and task dependencies for small teams.    Schedules completion dates for tasks.    Reviews the 
options that are available to develop or modify an existing advanced system or purchase and modify a commercially 
available system.    Makes daily decisions related to basic personnel and office management to ensure ongoing 
operations and the achievement of departmental goals.Judging the Qualities of Things, Services, or People:     Assists in 
identifying appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned 
subordinates.Getting Information:     Uses basic methods and performs research from technical knowledge base and 
other resources.    Reviews and extracts pertinent information from basic requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    Assists in 
gathering information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines basic system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Guiding, Directing, and Motivating Subordinates:     Sets and 
monitors performance standards of others.    Manages supervisors and related technology and business staff for small 
teams.    Oversees the work schedules of subordinate staff to ensure projects stay on target.    Assists in writing goals for 
employees in order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency 
goals, project requirements, employee skill sets, time considerations, and availability of resources for small teams.    
Identifies employee basic training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff, with assistance from upper management, according to established criteria and reviews results of 
performance evaluation with management and respective employees.    Provides feedback to upper management 
regarding staff performance and project status.Organizing, Planning, and Prioritizing Work:     Manages long term 
projects to ensure timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage for 
small teams.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external 
customers for questions and issues related to programs, policies, and reports.    Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Estimating the Quantifiable Characteristics of Products, Events, or Information for Small Teams:    Leads 
and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages the 
effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Assists in developing and reviewing workflow and business process improvements for Agency business 
units.Training and Teaching Others:     Conducts training in departmental policies, procedures, and processes for internal 
and external customers.    Provides specific user and technical training to new employees and other subordinates within 
the department. Communicating with Supervisors, Peers and Subordinates:     Holds frequent conversations with 
assigned subordinates to discuss job performance and make recommendations for improvement and development.    
Communicates with management team members to keep them abreast of daily operations, special projects, and other 
unit functions.    Communicates with supervisors, co-workers, and subordinates using multiple mediums to effectively 
relay work related information.Documenting/Recording Information:     Documents assigned subordinates performance 
on an on-going basis to aid in performance evaluation.     Manages the creation of documentation for detailing 
established standards and procedures for information systems division staff.Evaluating Information to Determine 
Compliance with Standards:     Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines.    Performs random audits of assigned subordinate work for quality 
control purposes.    Reviews subordinate work to ensure subordinates are properly following state technology 
policies.Interacting With Computers:     Provides expertise in the use of computer systems to enter data, utilize e-mail 
and office productivity tools.    Recommends in writing appropriate security access for assigned subordinates to relevant 
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electronic systems.    Enters data using keyboard into electronic systems to accomplish various goals.    Codes application 
software programs which interface with other programs that are comprised of a system, multiple programs, driver 
programs and are called modules.    Writes or modifies program specifications which describe the flow of data and 
processes through each function of a program.    Writes a program test plan and submits test runs of compiled programs 
to ascertain if the programs produce expected results and correct output.    Tests the program modifications and its 
impact on other programs within the system to ensure the accuracy of the output.Updating and Using Relevant 
Knowledge:     Maintains up to date knowledge of current information systems technology.    Cross-trains with co-
workers in assigned job duties to ensure continuity of operations and improve succession planning.    Trains with 
external customers to ensure correct use of third party systems.    Attends training to enhance personal development. 
Interpreting the Meaning of Information for Others:     Reads and interprets state technology policies in order to 
communicate the meaning of them and lead others in this effort.    Ensures staff can convey state technology policies to 
end-users in the appropriate format based on the recipient.Coordinating the Work and Activities of Others for Small 
Teams:     Delegates work assignments to assigned subordinates to ensure efficiency for small teams.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Performing Administrative Activities:     Reviews and approves leave and 
overtime requests for assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely 
response.    Files work related documentation to ensure accurate and timely record keeping.Scheduling Work and 
Activities:     Schedules training for assigned subordinates to enhance employee development.    Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:              
Knowledge of Administrative and Management                      Knowledge of Computer and Electronics                                   
Knowledge of Engineering and Technology                              Knowledge of Mathematics                          Knowledge of 
Personnel and Human ResourcesSkills:                             Active Learning                               Active Listening                               
Critical Thinking                              Mathematics                                    Monitoring                        Reading Comprehension                          
Speaking                           Writing                                               Coordination                                    Instructing                         
Negotiation                       Persuasion                         Service Orientation                          Social Perceptiveness                      
Uses Complex Problem Solving Skills                                                         Equipment Selection                       Operations 
Analysis                        Quality Control Analysis                                Technology Design    Troubleshooting    Judgment And 
Decision Making    System Analysis    Systems Evaluation    Management of Financial Resources    Management of 
Material Resources    Management of Personnel Resources         Time Management  Abilities:                                   Written 
Comprehension    Written Expression                          Oral Comprehension    Oral Expression                                Problem 
Sensitivity         Fluency of Ideas              Originality                         Deductive Reasoning    Inductive Reasoning                       
Mathematical Reasoning                              Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075581 - INFORMATION SYSTEMS MANAGER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  5073 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design, and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: One year must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. Substitution of Experience for Education : Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with as associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or a master's degree in 
computer and information sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one or more of 
the following assignments: (1) systems development or maintenance functions in a medium size and/or moderately 
complex MIS organization; (2) both development and maintenance functions in a small and/or less complex MIS 
organization; (3) assisting in managing both the maintenance and development functions in a medium size organization; 
OR (4) the applications, technology, and operations functions in an agency with the smallest information systems 
division. This class differs from Information Systems Manager 2 in that incumbents of the latter manage systems 
development or maintenance functions in a large and/or complex MIS organization or manage both functions in a 
medium sized and/or moderately complex MIS organization. 
 
Work Activities: 
Monitoring and Controlling:     Prepares basic departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination for small teams.    Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Resolving Conflicts and Negotiating with Others:     Resolves basic interpersonal conflicts between 
assigned subordinates to enhance teambuilding and generate a positive working environment. May sometimes require 
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assistance.    Resolves basic issues with external customers related to financial transactions and customer service 
complaints for assigned subordinates with a small team.    Resolves basic conflicts between assigned work teams to 
promote a healthy work environment.Making Decisions and Solving Problems:     Determines, with guidance, whether or 
not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves issues related to customer IT billing based on reporting and research.    Reviews, plans and 
manages project tasks and task dependencies for small teams.    Schedules completion dates for tasks.    Reviews the 
options that are available to develop or modify an existing advanced system or purchase and modify a commercially 
available system.    Makes daily decisions related to basic personnel and office management to ensure ongoing 
operations and the achievement of departmental goals.Judging the Qualities of Things, Services, or People:     Assists in 
identifying appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned 
subordinates.Getting Information:     Uses basic methods and performs research from technical knowledge base and 
other resources.    Reviews and extracts pertinent information from basic requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    Assists in 
gathering information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines basic system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Guiding, Directing, and Motivating Subordinates:     Sets and 
monitors performance standards of others.    Manages supervisors and related technology and business staff for small 
teams.    Oversees the work schedules of subordinate staff to ensure projects stay on target.    Assists in writing goals for 
employees in order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency 
goals, project requirements, employee skill sets, time considerations, and availability of resources for small teams.    
Identifies employee basic training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff, with assistance from upper management, according to established criteria and reviews results of 
performance evaluation with management and respective employees.    Provides feedback to upper management 
regarding staff performance and project status.Organizing, Planning, and Prioritizing Work:     Manages long term 
projects to ensure timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage for 
small teams.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external 
customers for questions and issues related to programs, policies, and reports.    Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Estimating the Quantifiable Characteristics of Products, Events, or Information for Small Teams:    Leads 
and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages the 
effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Assists in developing and reviewing workflow and business process improvements for Agency business 
units.Training and Teaching Others:     Conducts training in departmental policies, procedures, and processes for internal 
and external customers.    Provides specific user and technical training to new employees and other subordinates within 
the department. Communicating with Supervisors, Peers and Subordinates:     Holds frequent conversations with 
assigned subordinates to discuss job performance and make recommendations for improvement and development.    
Communicates with management team members to keep them abreast of daily operations, special projects, and other 
unit functions.    Communicates with supervisors, co-workers, and subordinates using multiple mediums to effectively 
relay work related information.Documenting/Recording Information:     Documents assigned subordinates performance 
on an on-going basis to aid in performance evaluation.     Manages the creation of documentation for detailing 
established standards and procedures for information systems division staff.Evaluating Information to Determine 
Compliance with Standards:     Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines.    Performs random audits of assigned subordinate work for quality 
control purposes.    Reviews subordinate work to ensure subordinates are properly following state technology 
policies.Interacting With Computers:     Provides expertise in the use of computer systems to enter data, utilize e-mail 
and office productivity tools.    Recommends in writing appropriate security access for assigned subordinates to relevant 
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electronic systems.    Enters data using keyboard into electronic systems to accomplish various goals.    Codes application 
software programs which interface with other programs that are comprised of a system, multiple programs, driver 
programs and are called modules.    Writes or modifies program specifications which describe the flow of data and 
processes through each function of a program.    Writes a program test plan and submits test runs of compiled programs 
to ascertain if the programs produce expected results and correct output.    Tests the program modifications and its 
impact on other programs within the system to ensure the accuracy of the output.Updating and Using Relevant 
Knowledge:     Maintains up to date knowledge of current information systems technology.    Cross-trains with co-
workers in assigned job duties to ensure continuity of operations and improve succession planning.    Trains with 
external customers to ensure correct use of third party systems.    Attends training to enhance personal development. 
Interpreting the Meaning of Information for Others:     Reads and interprets state technology policies in order to 
communicate the meaning of them and lead others in this effort.    Ensures staff can convey state technology policies to 
end-users in the appropriate format based on the recipient.Coordinating the Work and Activities of Others for Small 
Teams:     Delegates work assignments to assigned subordinates to ensure efficiency for small teams.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Performing Administrative Activities:     Reviews and approves leave and 
overtime requests for assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely 
response.    Files work related documentation to ensure accurate and timely record keeping.Scheduling Work and 
Activities:     Schedules training for assigned subordinates to enhance employee development.    Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:              
Knowledge of Administrative and Management                      Knowledge of Computer and Electronics                                   
Knowledge of Engineering and Technology                              Knowledge of Mathematics                          Knowledge of 
Personnel and Human ResourcesSkills:                             Active Learning                               Active Listening                               
Critical Thinking                              Mathematics                                    Monitoring                        Reading Comprehension                          
Speaking                           Writing                                               Coordination                                    Instructing                         
Negotiation                       Persuasion                         Service Orientation                          Social Perceptiveness                      
Uses Complex Problem Solving Skills                                                         Equipment Selection                       Operations 
Analysis                        Quality Control Analysis                                Technology Design    Troubleshooting    Judgment And 
Decision Making    System Analysis    Systems Evaluation    Management of Financial Resources    Management of 
Material Resources    Management of Personnel Resources         Time Management  Abilities:                                   Written 
Comprehension    Written Expression                          Oral Comprehension    Oral Expression                                Problem 
Sensitivity         Fluency of Ideas              Originality                         Deductive Reasoning    Inductive Reasoning                       
Mathematical Reasoning                              Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075581 - INFORMATION SYSTEMS MANAGER 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  5074 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design, and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: One year must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. Substitution of Experience for Education : Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with as associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or a master's degree in 
computer and information sciences may substitute for one year of working-level experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, performs information systems managerial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one or more of 
the following assignments: (1) systems development or maintenance functions in a medium size and/or moderately 
complex MIS organization; (2) both development and maintenance functions in a small and/or less complex MIS 
organization; (3) assisting in managing both the maintenance and development functions in a medium size organization; 
OR (4) the applications, technology, and operations functions in an agency with the smallest information systems 
division. This class differs from Information Systems Manager 2 in that incumbents of the latter manage systems 
development or maintenance functions in a large and/or complex MIS organization or manage both functions in a 
medium sized and/or moderately complex MIS organization. 
 
Work Activities: 
Monitoring and Controlling:     Prepares basic departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination for small teams.    Interviews candidates for vacant assigned positions to develop hiring 
recommendations.Resolving Conflicts and Negotiating with Others:     Resolves basic interpersonal conflicts between 
assigned subordinates to enhance teambuilding and generate a positive working environment. May sometimes require 
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assistance.    Resolves basic issues with external customers related to financial transactions and customer service 
complaints for assigned subordinates with a small team.    Resolves basic conflicts between assigned work teams to 
promote a healthy work environment.Making Decisions and Solving Problems:     Determines, with guidance, whether or 
not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves issues related to customer IT billing based on reporting and research.    Reviews, plans and 
manages project tasks and task dependencies for small teams.    Schedules completion dates for tasks.    Reviews the 
options that are available to develop or modify an existing advanced system or purchase and modify a commercially 
available system.    Makes daily decisions related to basic personnel and office management to ensure ongoing 
operations and the achievement of departmental goals.Judging the Qualities of Things, Services, or People:     Assists in 
identifying appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned 
subordinates.Getting Information:     Uses basic methods and performs research from technical knowledge base and 
other resources.    Reviews and extracts pertinent information from basic requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    Assists in 
gathering information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines basic system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Guiding, Directing, and Motivating Subordinates:     Sets and 
monitors performance standards of others.    Manages supervisors and related technology and business staff for small 
teams.    Oversees the work schedules of subordinate staff to ensure projects stay on target.    Assists in writing goals for 
employees in order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency 
goals, project requirements, employee skill sets, time considerations, and availability of resources for small teams.    
Identifies employee basic training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff, with assistance from upper management, according to established criteria and reviews results of 
performance evaluation with management and respective employees.    Provides feedback to upper management 
regarding staff performance and project status.Organizing, Planning, and Prioritizing Work:     Manages long term 
projects to ensure timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate 
efficient task completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage for 
small teams.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external 
customers for questions and issues related to programs, policies, and reports.    Develops professional working 
relationships with subordinates, co-workers, program partners, and external customers to promote a healthy work 
environment.Estimating the Quantifiable Characteristics of Products, Events, or Information for Small Teams:    Leads 
and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages the 
effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Assists in developing and reviewing workflow and business process improvements for Agency business 
units.Training and Teaching Others:     Conducts training in departmental policies, procedures, and processes for internal 
and external customers.    Provides specific user and technical training to new employees and other subordinates within 
the department. Communicating with Supervisors, Peers and Subordinates:     Holds frequent conversations with 
assigned subordinates to discuss job performance and make recommendations for improvement and development.    
Communicates with management team members to keep them abreast of daily operations, special projects, and other 
unit functions.    Communicates with supervisors, co-workers, and subordinates using multiple mediums to effectively 
relay work related information.Documenting/Recording Information:     Documents assigned subordinates performance 
on an on-going basis to aid in performance evaluation.     Manages the creation of documentation for detailing 
established standards and procedures for information systems division staff.Evaluating Information to Determine 
Compliance with Standards:     Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines.    Performs random audits of assigned subordinate work for quality 
control purposes.    Reviews subordinate work to ensure subordinates are properly following state technology 
policies.Interacting With Computers:     Provides expertise in the use of computer systems to enter data, utilize e-mail 
and office productivity tools.    Recommends in writing appropriate security access for assigned subordinates to relevant 
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electronic systems.    Enters data using keyboard into electronic systems to accomplish various goals.    Codes application 
software programs which interface with other programs that are comprised of a system, multiple programs, driver 
programs and are called modules.    Writes or modifies program specifications which describe the flow of data and 
processes through each function of a program.    Writes a program test plan and submits test runs of compiled programs 
to ascertain if the programs produce expected results and correct output.    Tests the program modifications and its 
impact on other programs within the system to ensure the accuracy of the output.Updating and Using Relevant 
Knowledge:     Maintains up to date knowledge of current information systems technology.    Cross-trains with co-
workers in assigned job duties to ensure continuity of operations and improve succession planning.    Trains with 
external customers to ensure correct use of third party systems.    Attends training to enhance personal development. 
Interpreting the Meaning of Information for Others:     Reads and interprets state technology policies in order to 
communicate the meaning of them and lead others in this effort.    Ensures staff can convey state technology policies to 
end-users in the appropriate format based on the recipient.Coordinating the Work and Activities of Others for Small 
Teams:     Delegates work assignments to assigned subordinates to ensure efficiency for small teams.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Performing Administrative Activities:     Reviews and approves leave and 
overtime requests for assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely 
response.    Files work related documentation to ensure accurate and timely record keeping.Scheduling Work and 
Activities:     Schedules training for assigned subordinates to enhance employee development.    Schedules staff 
meetings as required to facilitate interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:              
Knowledge of Administrative and Management                      Knowledge of Computer and Electronics                                   
Knowledge of Engineering and Technology                              Knowledge of Mathematics                          Knowledge of 
Personnel and Human ResourcesSkills:                             Active Learning                               Active Listening                               
Critical Thinking                              Mathematics                                    Monitoring                        Reading Comprehension                          
Speaking                           Writing                                               Coordination                                    Instructing                         
Negotiation                       Persuasion                         Service Orientation                          Social Perceptiveness                      
Uses Complex Problem Solving Skills                                                         Equipment Selection                       Operations 
Analysis                        Quality Control Analysis                                Technology Design    Troubleshooting    Judgment And 
Decision Making    System Analysis    Systems Evaluation    Management of Financial Resources    Management of 
Material Resources    Management of Personnel Resources         Time Management  Abilities:                                   Written 
Comprehension    Written Expression                          Oral Comprehension    Oral Expression                                Problem 
Sensitivity         Fluency of Ideas              Originality                         Deductive Reasoning    Inductive Reasoning                       
Mathematical Reasoning                              Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075582 - INFORMATION SYSTEMS MANAGER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5081 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: Two years must be in (1) lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training, or implementation of computer information systems. OR Substitution of Experience for Education: Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or master's degree in 
computer and information sciences may substitute for one year of working-level experience). OR One year of experience 
as an Information Systems Manager 1 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
manages systems development or maintenance functions in a large and/or complex MIS organization or both functions 
in a medium size and/or moderately complex MIS organization. This class differs from Information Systems Manager 1 in 
that incumbents of the latter manage development and/or maintenance functions of a MIS organization of lesser scope 
and complexity. This class differs from Information Systems Manager 3 in that incumbents of the latter (1) manage 
development or maintenance functions at the largest and most complex agency MIS organizations, (2) manage both 
development and maintenance at a large and/or complex MIS organization, (3) manage more than one of the 
applications, technology, and operations functions in a medium to large sized agency, or (4) manage a maintenance 
consulting or training section serving multiple agencies within the Office of Information Resources. 
 
Work Activities: 
Monitoring and Controlling:     Prepares complex departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination.    Interviews multiple candidates for vacant assigned positions to develop hiring 
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recommendations.Resolving Conflicts and Negotiating with Others:     Resolves interpersonal conflicts between assigned 
subordinates to enhance teambuilding and generate a positive working environment.    Resolves issues with external 
customers related to the most complex and important financial transactions and customer service complaints for 
assigned subordinates.    Resolves conflicts between assigned work teams to promote a healthy work 
environment.Making Decisions and Solving Problems:     Determines whether or not assigned subordinates will be 
discharged based on guidance from the Department of Human Resources.    Determines whether or not candidates will 
be hired for vacant positions based on interviews and input from assigned subordinates.    Solves the most complex and 
important problems related to customer IT billing based on reporting and research.    Reviews, plans, and manages 
project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Reviews the options 
that are available to develop or modify an existing advanced system or purchase and modify a commercially available 
system.    Makes daily decisions related to basic personnel and office management to ensure ongoing operations and 
the achievement of departmental goals.    Leads the effort to verify project goals and objectives are met on a timely 
basis and within budget.Judging the Qualities of Things, Services or People:    Identifies appropriate candidates for 
vacant assigned positions.    Performs performance evaluations for assigned subordinates.    Evaluates department staff 
based on individual capabilities to determine appropriate assignment.Getting Information:     Uses various methods and 
performs research from technical knowledge base and other resources.    Reviews and extracts pertinent information 
from detail requirements documents when needed.    Reviews and becomes familiar with the state's technology 
acceptable-use policy (and other policies).    Gathers information from vendors, peers, subordinates and subject matter 
experts to be used for problem solving.    Examines advanced system specifications, input/output reports, existing 
equipment, security protocols, and system interfaces to understand how the current system operates.Guiding, 
Directing, and Motivating Subordinates:     Sets and monitors performance standards of others.    Manages supervisors 
and related technology and business staff.    Oversees the work schedules of all subordinate staff to ensure projects stay 
on target.    Writes goals for employees in order to define duties as they relate to accomplishing a task.    Assigns work 
tasks to staff based on agency goals, project requirements, employee skill sets, time considerations, and availability of 
resources.    Identifies employee training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff according to established criteria and reviews results of performance evaluation with management and 
respective employees.    Provides feedback to upper management regarding staff performance and project status.    
Oversees multiple project teams in the development of information technology systems.Organizing, Planning, and 
Prioritizing Work:     Manages long term projects to ensure timely completion of project milestones.    Prioritizes daily 
tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave requests of assigned 
subordinates to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison 
to internal and external customers for questions and issues related to programs, policies, and reports.    Develops 
professional working relationships with subordinates, co-workers, program partners, and external customers to 
promote a healthy work environment.Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Leads and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages 
the effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Develops business process improvement solutions.Developing and Building Teams:     Plans, develops, and 
executes team building exercises and events to improve unit cohesion and trust.    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.Training and Teaching Others:     Conducts training in 
departmental policies, procedures, and processes for internal and external customers.    Provides specific user and 
technical training to new employees and other subordinates within the department. Communicating with Supervisors, 
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Peers, or Subordinates:     Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development.    Communicates with internal business partners to 
facilitate interdepartmental transactions.    Communicates with management team members to keep them abreast of 
daily operations, special projects, and other unit functions.    Communicates with supervisors, co-workers, and 
subordinates using multiple mediums to effectively relay work related information.Documenting/Recording 
Information:     Documents assigned subordinates performance on an on-going basis to aid in performance evaluation.     
Manages the creation of documentation for detailing established standards and procedures for information systems 
division staff.    Writes and reviews technical bid specifications which satisfy the agency's needs that are not on 
statewide contract.Evaluating Information to Determine Compliance with Standards:     Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines.    Performs 
random audits of assigned subordinate work for quality control purposes.    Reviews to ensure subordinates are properly 
following state technology policies.Interacting With Computers:     Expertise in the use of advanced multi-user computer 
systems to enter data, utilize e-mail and office productivity tools.    Recommends in writing appropriate security access 
for assigned subordinates to relevant electronic systems.    Enters data using keyboard into electronic systems to 
accomplish various goals.    Codes application software programs which interface with other programs that are 
comprised of a system, multiple programs, driver programs and called modules.    Writes or modifies program 
specifications which describe the flow of data and processes through each function of a program.    Writes a program 
test plan and submits test runs of compiled programs to ascertain if the programs produce expected results and correct 
output.    Tests the program modifications and its impact on other programs within the system to ensure the accuracy of 
the output.Updating and Using Relevant Knowledge:     Maintains up to date knowledge of current information systems 
technology.    Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.    Trains with external customers to ensure correct use of third party systems.    Attends training to 
enhance personal development. Interpreting the Meaning of Information for Others:     Reads and interprets state 
technology policies in order to communicate the meaning of them and lead others in this effort.    Ensures staff can 
convey state technology policies to end-users in the appropriate format based on the recipient.Coordinating the Work 
and Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficiency.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Coaching and Developing Others:     Provides guidance to co-workers on 
sources for required work information.    Provides and recommends developmental opportunities to assigned 
subordinates as appropriate.    Solicits and maintains open door availability to staff.Performing Administrative Activities:     
Reviews and approves leave and overtime requests for assigned subordinates.    Reviews work correspondence on a 
daily basis to ensure timely response.    Files work related documentation to ensure accurate and timely record 
keeping.Scheduling Work and Activities:     Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:       
Knowledge of Administrative and Management              Knowledge of Computer and Electronics                       Knowledge 
of Engineering and Technology                    Knowledge of Mathematics                     Knowledge of Personnel and Human 
Resources Skills:                   Active Learning                 Active Listening                 Critical Thinking                 Mathematics                     
Monitoring              Reading Comprehension               Speaking                Writing                                 Coordination                     
Instructing              Negotiation                       Persuasion                       Service Orientation                      Social Perceptiveness                  
Uses Complex Problem Solving Skills                                          Equipment Selection                     Operations Analysis                     
Quality Control Analysis                Technology Design                       Troubleshooting    Judgment and Decision Making    
System Analysis    Systems Evaluation    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Time Management    Abilities:                   Written Comprehension    Written 
Expression                      Oral Comprehension    Oral Expression                 Problem Sensitivity                      Fluency of Ideas     
Originality               Deductive Reasoning    Inductive Reasoning                     Mathematical Reasoning               Time Sharing 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075582 - INFORMATION SYSTEMS MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  5082 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: Two years must be in (1) lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training, or implementation of computer information systems. OR Substitution of Experience for Education: Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (36 graduate quarter hours or master's degree in 
computer and information sciences may substitute for one year of working-level experience). OR One year of experience 
as an Information Systems Manager 1 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems work of considerable difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
manages systems development or maintenance functions in a large and/or complex MIS organization or both functions 
in a medium size and/or moderately complex MIS organization. This class differs from Information Systems Manager 1 in 
that incumbents of the latter manage development and/or maintenance functions of a MIS organization of lesser scope 
and complexity. This class differs from Information Systems Manager 3 in that incumbents of the latter (1) manage 
development or maintenance functions at the largest and most complex agency MIS organizations, (2) manage both 
development and maintenance at a large and/or complex MIS organization, (3) manage more than one of the 
applications, technology, and operations functions in a medium to large sized agency, or (4) manage a maintenance 
consulting or training section serving multiple agencies within the Office of Information Resources. 
 
Work Activities: 
Monitoring and Controlling:     Prepares complex departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units:     Makes recommendations and decisions regarding assigned subordinate retention, reallocation, 
and/or termination.    Interviews multiple candidates for vacant assigned positions to develop hiring 
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recommendations.Resolving Conflicts and Negotiating with Others:     Resolves interpersonal conflicts between assigned 
subordinates to enhance teambuilding and generate a positive working environment.    Resolves issues with external 
customers related to the most complex and important financial transactions and customer service complaints for 
assigned subordinates.    Resolves conflicts between assigned work teams to promote a healthy work 
environment.Making Decisions and Solving Problems:     Determines whether or not assigned subordinates will be 
discharged based on guidance from the Department of Human Resources.    Determines whether or not candidates will 
be hired for vacant positions based on interviews and input from assigned subordinates.    Solves the most complex and 
important problems related to customer IT billing based on reporting and research.    Reviews, plans, and manages 
project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Reviews the options 
that are available to develop or modify an existing advanced system or purchase and modify a commercially available 
system.    Makes daily decisions related to basic personnel and office management to ensure ongoing operations and 
the achievement of departmental goals.    Leads the effort to verify project goals and objectives are met on a timely 
basis and within budget.Judging the Qualities of Things, Services or People:    Identifies appropriate candidates for 
vacant assigned positions.    Performs performance evaluations for assigned subordinates.    Evaluates department staff 
based on individual capabilities to determine appropriate assignment.Getting Information:     Uses various methods and 
performs research from technical knowledge base and other resources.    Reviews and extracts pertinent information 
from detail requirements documents when needed.    Reviews and becomes familiar with the state's technology 
acceptable-use policy (and other policies).    Gathers information from vendors, peers, subordinates and subject matter 
experts to be used for problem solving.    Examines advanced system specifications, input/output reports, existing 
equipment, security protocols, and system interfaces to understand how the current system operates.Guiding, 
Directing, and Motivating Subordinates:     Sets and monitors performance standards of others.    Manages supervisors 
and related technology and business staff.    Oversees the work schedules of all subordinate staff to ensure projects stay 
on target.    Writes goals for employees in order to define duties as they relate to accomplishing a task.    Assigns work 
tasks to staff based on agency goals, project requirements, employee skill sets, time considerations, and availability of 
resources.    Identifies employee training needs based on current and potential assigned work tasks and the employee's 
potential for professional advancement.    Monitors schedule and attendance of staff.    Assigns performance ratings for 
subordinate staff according to established criteria and reviews results of performance evaluation with management and 
respective employees.    Provides feedback to upper management regarding staff performance and project status.    
Oversees multiple project teams in the development of information technology systems.Organizing, Planning, and 
Prioritizing Work:     Manages long term projects to ensure timely completion of project milestones.    Prioritizes daily 
tasks to meet deadlines and facilitate efficient task completion.    Plans and schedules leave requests of assigned 
subordinates to ensure proper coverage.Establishing and Maintaining Interpersonal Relationships:     Serves as a liaison 
to internal and external customers for questions and issues related to programs, policies, and reports.    Develops 
professional working relationships with subordinates, co-workers, program partners, and external customers to 
promote a healthy work environment.Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Leads and manages the effort to estimate development time for a work unit, task and/or project.    Leads and manages 
the effort to estimate costs, timeline, and resources for a given task.    Leads and manages the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available.Thinking Creatively:     Assists 
in developing internal policies, procedures, rules and regulations with assigned supervisor to improve departmental 
efficiency.    Develops business process improvement solutions.Developing and Building Teams:     Plans, develops, and 
executes team building exercises and events to improve unit cohesion and trust.    Recognizes subordinate 
accomplishments to enhance morale and improve employee satisfaction. Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.Training and Teaching Others:     Conducts training in 
departmental policies, procedures, and processes for internal and external customers.    Provides specific user and 
technical training to new employees and other subordinates within the department. Communicating with Supervisors, 
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Peers, or Subordinates:     Holds frequent conversations with assigned subordinates to discuss job performance and 
make recommendations for improvement and development.    Communicates with internal business partners to 
facilitate interdepartmental transactions.    Communicates with management team members to keep them abreast of 
daily operations, special projects, and other unit functions.    Communicates with supervisors, co-workers, and 
subordinates using multiple mediums to effectively relay work related information.Documenting/Recording 
Information:     Documents assigned subordinates performance on an on-going basis to aid in performance evaluation.     
Manages the creation of documentation for detailing established standards and procedures for information systems 
division staff.    Writes and reviews technical bid specifications which satisfy the agency's needs that are not on 
statewide contract.Evaluating Information to Determine Compliance with Standards:     Reviews performance 
evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines.    Performs 
random audits of assigned subordinate work for quality control purposes.    Reviews to ensure subordinates are properly 
following state technology policies.Interacting With Computers:     Expertise in the use of advanced multi-user computer 
systems to enter data, utilize e-mail and office productivity tools.    Recommends in writing appropriate security access 
for assigned subordinates to relevant electronic systems.    Enters data using keyboard into electronic systems to 
accomplish various goals.    Codes application software programs which interface with other programs that are 
comprised of a system, multiple programs, driver programs and called modules.    Writes or modifies program 
specifications which describe the flow of data and processes through each function of a program.    Writes a program 
test plan and submits test runs of compiled programs to ascertain if the programs produce expected results and correct 
output.    Tests the program modifications and its impact on other programs within the system to ensure the accuracy of 
the output.Updating and Using Relevant Knowledge:     Maintains up to date knowledge of current information systems 
technology.    Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.    Trains with external customers to ensure correct use of third party systems.    Attends training to 
enhance personal development. Interpreting the Meaning of Information for Others:     Reads and interprets state 
technology policies in order to communicate the meaning of them and lead others in this effort.    Ensures staff can 
convey state technology policies to end-users in the appropriate format based on the recipient.Coordinating the Work 
and Activities of Others:     Delegates work assignments to assigned subordinates to ensure efficiency.    Conducts 
coordination meetings with assigned subordinates as needed to facilitate workload management.    Coordinates leave 
requests of assigned subordinates to ensure proper coverage.    Coordinates meetings with other departments to 
discuss special projects and on-going business. Coaching and Developing Others:     Provides guidance to co-workers on 
sources for required work information.    Provides and recommends developmental opportunities to assigned 
subordinates as appropriate.    Solicits and maintains open door availability to staff.Performing Administrative Activities:     
Reviews and approves leave and overtime requests for assigned subordinates.    Reviews work correspondence on a 
daily basis to ensure timely response.    Files work related documentation to ensure accurate and timely record 
keeping.Scheduling Work and Activities:     Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement.  
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:       
Knowledge of Administrative and Management              Knowledge of Computer and Electronics                       Knowledge 
of Engineering and Technology                    Knowledge of Mathematics                     Knowledge of Personnel and Human 
Resources Skills:                   Active Learning                 Active Listening                 Critical Thinking                 Mathematics                     
Monitoring              Reading Comprehension               Speaking                Writing                                 Coordination                     
Instructing              Negotiation                       Persuasion                       Service Orientation                      Social Perceptiveness                  
Uses Complex Problem Solving Skills                                          Equipment Selection                     Operations Analysis                     
Quality Control Analysis                Technology Design                       Troubleshooting    Judgment and Decision Making    
System Analysis    Systems Evaluation    Management of Financial Resources    Management of Material Resources    
Management of Personnel Resources    Time Management    Abilities:                   Written Comprehension    Written 
Expression                      Oral Comprehension    Oral Expression                 Problem Sensitivity                      Fluency of Ideas     
Originality               Deductive Reasoning    Inductive Reasoning                     Mathematical Reasoning               Time Sharing 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075583 - INFORMATION SYSTEMS MANAGER 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5092 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: Three years must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. OR Substitution of Experience for Education: Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (thirty-six graduate quarter hours or a master's degree 
in computer and information sciences may substitute for one year of working-level experience). OR One year of 
experience as an Information Systems Manager 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one of the 
following assignments: (1) development or maintenance functions at the largest and/or most complex of agency MIS 
organizations, (2) both development and maintenance functions at a large and/or complex MIS organization, (3) more 
than one of the applications, operations and technology functions at a medium to large sized MIS organization, or (4) a 
maintenance, consulting or training section serving multiple agencies within the Office of Information Resources. This 
class differs from Information Systems Manager 2 in that incumbents of the latter manage systems development or 
maintenance functions of lesser scope and complexity. This class differs from Information Systems Manager 4 in that 
incumbents of the latter manage both development and maintenance functions at the largest and most complex of 
agency MIS organizations or manage a maintenance or consulting section of the greatest scope and complexity serving 
multiple agencies, within the Office of Information Resources. 
 
Work Activities: 
Monitoring and Controlling:     Prepares departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units for Multiple Teams:     Makes recommendations and decisions regarding assigned subordinate 
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retention, reallocation, and/or termination for large teams or multiple areas of a team.    Interviews candidates for 
vacant assigned positions to develop hiring recommendations.Resolving Conflicts and Negotiating with Others:     
Resolves complex interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment.    Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates.    Resolves conflicts between assigned 
work teams to promote a healthy work environment.Developing Objectives and Strategies:     Develops performance 
evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job performance.    
Develops strategies for achieving departmental goals during end of year closing based on deadlines and best practices.    
Sets work unit goals and priorities based on policy, legislation, and available resources. Selling or Influencing Others:     
Develops buy-in with internal business partners for changing business processes and management objectives.     
Influencing and motivating staff to achieve agency goals.Making Decisions and Solving Problems:     Determines whether 
or not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves the most complex and important problems related to customer IT billing based on reporting and 
research.    Reviews, plans, and manages project tasks, task dependencies or interrelationships.    Schedules completion 
dates for tasks.    Reviews the options that are available to develop or modify an existing advanced system or purchase 
and modify a commercially available system.    Makes daily decisions related to basic personnel and office management 
to ensure ongoing operations and the achievement of departmental goals.    Leads the effort to verify project goals and 
objectives are met on a timely basis and within budget.    Provides technical support for agencies on the proper 
utilization of software and hardware products.Judging the Qualities of Things, Services, or People:     Identifies 
appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned subordinates.    
Evaluates department staff based on individual capabilities to determine appropriate assignment.Getting Information:     
Uses various methods and performs research from technical knowledge base and other resources.    Supervises the 
performance of feasibility studies designed to determine the feasibility of adapting complex work systems and 
processing techniques.    Reviews and extracts pertinent information from detail requirements documents when 
needed.    Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    
Gathers information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines advanced system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Provide Consultation and Advice to Others:     Serves as 
departmental subject matter expert pertaining to technology.    Provides advice and answers questions to staff as 
needed.Guiding, Directing, and Motivating Subordinates for Large Teams:      Sets and monitors performance standards 
of others.    Manages multiple supervisors and related technology and business staff.    Oversees the work schedules of 
all subordinate staff to ensure projects stay on target.    Writes goals for employees in order to define duties as they 
relate to accomplishing a task.    Assigns work tasks to staff based on agency goals, project requirements, employee skill 
sets, time considerations, and availability of resources.    Identifies employee training needs based on current and 
potential assigned work tasks and the employee's potential for professional advancement.    Monitors schedule and 
attendance of staff.    Assigns performance ratings for subordinate staff according to established criteria and reviews 
results of performance evaluation with management and respective employees.    Provides feedback to upper 
management regarding staff performance and project status.    Oversees multiple project teams in the development of 
information technology systems.Organizing, Planning, and Prioritizing Work:     Manages long term projects to ensure 
timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task 
completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and 
Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external customers for questions and 
issues related to programs, policies, and reports.    Develops professional working relationships with subordinates, co-
workers, program partners, and external customers to promote a healthy work environment.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:     Leads and manages the effort to estimate development time for a 
work unit, task and/or project.    Leads and manages the effort to estimate costs, timeline, and resources for a given 
task.    Leads and manages the effort to establish and document the cost effectiveness of an approved system.    
Evaluates financial aspects of proposed and actual projects in order to ensure that state funds are expended in the most 
cost-effective manner available.Thinking Creatively:     Assists in developing internal policies, procedures, rules and 
regulations with assigned supervisor to improve departmental efficiency.    Develops business process improvement 
solutions and leads others in implementation.Developing and Building Teams:     Plans, develops, and executes team 
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building exercises and events to improve unit cohesion and trust.    Recognizes subordinate accomplishments to 
enhance morale and improve employee satisfaction. Communicating with Persons Outside Organization:     
Communicates effectively with outside vendors representing the state in a professional manner.    Maintains a 
communication plan and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT 
projects and events.    Discusses current system operations, proposed system requirements and user needs with 
stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will appear 
and function, and the details of the security plan to ensure that user requirements and established guidelines are met.    
Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of time and 
cost required to purchase software or hardware products.Training and Teaching Others:     Conducts training in 
departmental policies, procedures, and processes for internal and external customers.    Teaches and explains, in 
technical work shops or group meetings, the operational functions of hardware or software products.    Provides specific 
user and technical training to new employees and other subordinates within the department. Communicating with 
Supervisors, Peers, or Subordinates:     Holds frequent conversations with assigned subordinates to discuss job 
performance and make recommendations for improvement and development.    Communicates with internal business 
partners to facilitate interdepartmental transactions.    Communicates with management team members to keep them 
abreast of daily operations, special projects, and other unit functions.    Communicates with supervisors, co-workers, 
and subordinates using multiple mediums to effectively relay work related information.Documenting/Recording 
Information:     Documents assigned subordinates performance on an on-going basis to aid in performance evaluation.     
Manages the creation of documentation for detailing established standards and procedures for information systems 
division staff.    Writes and reviews technical bid specifications which satisfy the agency's needs that are not on 
statewide contract.    Prepares manuals which define established administrative procedures for users who wish to 
purchase software or hardware.Evaluating Information to Determine Compliance with Standards:     Reviews 
performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines.    
Performs random audits of assigned subordinate work for quality control purposes.    Reviews to ensure subordinates 
are properly following state technology policies. Interacting With Computers:     Uses expertise in the use of advanced 
multi-user computer systems to enter data, utilize email and office productivity tools.    Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems.    Enters data using keyboard into 
electronic systems to accomplish various goals.    Codes complex application software programs which interface with 
other programs that are comprised of a system, multiple programs, driver programs and called modules.    Writes or 
modifies complex program specifications which describe the flow of data and processes through each function of a 
program.    Writes program test plans and submits test runs of compiled programs to ascertain if the programs produce 
expected results and correct output.    Tests the program modifications on complex systems and its impact on other 
programs within the system to ensure the accuracy of the output.Updating and Using Relevant Knowledge:     Maintains 
up to date knowledge of current information systems technology.    Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.    Trains with external customers to ensure correct 
use of third party systems.    Attends training to enhance personal development. Interpreting the Meaning of 
Information for Others:     Reads and interprets state technology policies in order to communicate the meaning of them 
and lead others in this effort.    Ensures staff can convey state technology policies to end-users in the appropriate format 
based on the recipient.Coordinating the Work and Activities of Others:     Delegates work assignments to assigned 
subordinates to ensure efficiency.    Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.    Coordinates leave requests of assigned subordinates to ensure proper coverage.    
Coordinates meetings with other departments to discuss special projects and on-going business. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Provides and 
recommend developmental opportunities to assigned subordinates as appropriate.    Solicits and maintains open door 
availability to staff.Performing Administrative Activities:     Reviews and approves leave and overtime requests for 
assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely response.    Files work related 
documentation to ensure accurate and timely record keeping.Scheduling Work and Activities:     Schedules training for 
assigned subordinates to enhance employee development.    Schedules staff meetings as required to facilitate 
interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:       
Knowledge of Administrative and Management              Knowledge of Computer and Electronics                       Knowledge 
of Engineering and Technology                    Knowledge of Mathematics                     Knowledge of Personnel and Human 
ResourcesSkills:                   Active Learning                 Active Listening                 Critical Thinking                 Mathematics                     
Monitoring              Reading Comprehension               Speaking     Writing                   Coordination                     Instructing              
Negotiation                       Persuasion                       Service Orientation                      Social Perceptiveness                       
Complex Problem Solving Skills                  Equipment Selection                     Operations Analysis                     Quality Control 
Analysis                Technology Design                       Troubleshooting    Judgment and Decision Making    System Analysis    
Systems Evaluation    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources        Time Management         Abilities:     Written Comprehension    Written Expression                      
Oral Comprehension    Oral Expression                 Problem Sensitivity                      Fluency of Ideas     Originality    
Deductive Reasoning    Inductive Reasoning                     Mathematical Reasoning     Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075583 - INFORMATION SYSTEMS MANAGER 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5093 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and substantial 
(five or more years) experience teaching or working in any one of the following: (1) systems analysis; or (2) systems 
design; or (3) business or systems applications programming; or (4) network design (i.e., the planning, design and 
support of telecommunications networks for the transmission of electronic data); or technical support (i.e., the 
diagnosis and resolution of software and hardware malfunctions for computers or other related information systems, as 
well as the technical justification for procuring hardware and software products), or (5) systems instruction or systems 
training. Non-Substitutable Experience: Three years must be in (1) a lead, supervisory, or management level over staff 
members who conduct systems analysis, systems instruction, systems training, systems design, business or systems 
applications programming, or technical support, or (2) consulting with management or administrators on the planning, 
training or implementation of computer information systems. OR Substitution of Experience for Education: Experience 
teaching or working in any one of the following areas may substitute for the required education on a year-for-year basis 
to a maximum of four years: (1) systems analysis; or (2) systems design; or (3) business or systems applications 
programming; or (4) network design or technical support; or (5) systems instruction or systems training. OR Substitution 
of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university 
with an associate's degree in business data processing (e.g., business data programming, business systems analysis, or 
computer accounting); management information systems; computer and information systems; computer servicing 
technologies, or other related field may substitute for the required bachelor's degree. OR Substitution of Graduate 
Coursework for the Required Working-Level Experience: Any graduate coursework in computer and information 
sciences may substitute for one year of the required experience (thirty-six graduate quarter hours or a master's degree 
in computer and information sciences may substitute for one year of working-level experience). OR One year of 
experience as an Information Systems Manager 2 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs information systems managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class manages staff in one of the 
following assignments: (1) development or maintenance functions at the largest and/or most complex of agency MIS 
organizations, (2) both development and maintenance functions at a large and/or complex MIS organization, (3) more 
than one of the applications, operations and technology functions at a medium to large sized MIS organization, or (4) a 
maintenance, consulting or training section serving multiple agencies within the Office of Information Resources. This 
class differs from Information Systems Manager 2 in that incumbents of the latter manage systems development or 
maintenance functions of lesser scope and complexity. This class differs from Information Systems Manager 4 in that 
incumbents of the latter manage both development and maintenance functions at the largest and most complex of 
agency MIS organizations or manage a maintenance or consulting section of the greatest scope and complexity serving 
multiple agencies, within the Office of Information Resources. 
 
Work Activities: 
Monitoring and Controlling:     Prepares departmental budget modification recommendations for submission to 
approving authority.    Monitors direct and indirect cost expenditures against departmental budget.Staffing 
Organizational Units for Multiple Teams:     Makes recommendations and decisions regarding assigned subordinate 
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retention, reallocation, and/or termination for large teams or multiple areas of a team.    Interviews candidates for 
vacant assigned positions to develop hiring recommendations.Resolving Conflicts and Negotiating with Others:     
Resolves complex interpersonal conflicts between assigned subordinates to enhance teambuilding and generate a 
positive working environment.    Resolves issues with external customers related to the most complex and important 
financial transactions and customer service complaints for assigned subordinates.    Resolves conflicts between assigned 
work teams to promote a healthy work environment.Developing Objectives and Strategies:     Develops performance 
evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job performance.    
Develops strategies for achieving departmental goals during end of year closing based on deadlines and best practices.    
Sets work unit goals and priorities based on policy, legislation, and available resources. Selling or Influencing Others:     
Develops buy-in with internal business partners for changing business processes and management objectives.     
Influencing and motivating staff to achieve agency goals.Making Decisions and Solving Problems:     Determines whether 
or not assigned subordinates will be discharged based on guidance from the Department of Human Resources.    
Determines whether or not candidates will be hired for vacant positions based on interviews and input from assigned 
subordinates.    Solves the most complex and important problems related to customer IT billing based on reporting and 
research.    Reviews, plans, and manages project tasks, task dependencies or interrelationships.    Schedules completion 
dates for tasks.    Reviews the options that are available to develop or modify an existing advanced system or purchase 
and modify a commercially available system.    Makes daily decisions related to basic personnel and office management 
to ensure ongoing operations and the achievement of departmental goals.    Leads the effort to verify project goals and 
objectives are met on a timely basis and within budget.    Provides technical support for agencies on the proper 
utilization of software and hardware products.Judging the Qualities of Things, Services, or People:     Identifies 
appropriate candidates for vacant assigned positions.    Performs performance evaluations for assigned subordinates.    
Evaluates department staff based on individual capabilities to determine appropriate assignment.Getting Information:     
Uses various methods and performs research from technical knowledge base and other resources.    Supervises the 
performance of feasibility studies designed to determine the feasibility of adapting complex work systems and 
processing techniques.    Reviews and extracts pertinent information from detail requirements documents when 
needed.    Reviews and becomes familiar with the state's technology acceptable-use policy (and other policies).    
Gathers information from vendors, peers, subordinates and subject matter experts to be used for problem solving.    
Examines advanced system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates.Provide Consultation and Advice to Others:     Serves as 
departmental subject matter expert pertaining to technology.    Provides advice and answers questions to staff as 
needed.Guiding, Directing, and Motivating Subordinates for Large Teams:      Sets and monitors performance standards 
of others.    Manages multiple supervisors and related technology and business staff.    Oversees the work schedules of 
all subordinate staff to ensure projects stay on target.    Writes goals for employees in order to define duties as they 
relate to accomplishing a task.    Assigns work tasks to staff based on agency goals, project requirements, employee skill 
sets, time considerations, and availability of resources.    Identifies employee training needs based on current and 
potential assigned work tasks and the employee's potential for professional advancement.    Monitors schedule and 
attendance of staff.    Assigns performance ratings for subordinate staff according to established criteria and reviews 
results of performance evaluation with management and respective employees.    Provides feedback to upper 
management regarding staff performance and project status.    Oversees multiple project teams in the development of 
information technology systems.Organizing, Planning, and Prioritizing Work:     Manages long term projects to ensure 
timely completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task 
completion.    Plans and schedules leave requests of assigned subordinates to ensure proper coverage.Establishing and 
Maintaining Interpersonal Relationships:     Serves as a liaison to internal and external customers for questions and 
issues related to programs, policies, and reports.    Develops professional working relationships with subordinates, co-
workers, program partners, and external customers to promote a healthy work environment.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:     Leads and manages the effort to estimate development time for a 
work unit, task and/or project.    Leads and manages the effort to estimate costs, timeline, and resources for a given 
task.    Leads and manages the effort to establish and document the cost effectiveness of an approved system.    
Evaluates financial aspects of proposed and actual projects in order to ensure that state funds are expended in the most 
cost-effective manner available.Thinking Creatively:     Assists in developing internal policies, procedures, rules and 
regulations with assigned supervisor to improve departmental efficiency.    Develops business process improvement 
solutions and leads others in implementation.Developing and Building Teams:     Plans, develops, and executes team 



 TN Job Classification Specifications  
September 22, 2020 

building exercises and events to improve unit cohesion and trust.    Recognizes subordinate accomplishments to 
enhance morale and improve employee satisfaction. Communicating with Persons Outside Organization:     
Communicates effectively with outside vendors representing the state in a professional manner.    Maintains a 
communication plan and executes the plan to keep customers informed of status, timelines, expectations, etc. for all IT 
projects and events.    Discusses current system operations, proposed system requirements and user needs with 
stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will appear 
and function, and the details of the security plan to ensure that user requirements and established guidelines are met.    
Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of time and 
cost required to purchase software or hardware products.Training and Teaching Others:     Conducts training in 
departmental policies, procedures, and processes for internal and external customers.    Teaches and explains, in 
technical work shops or group meetings, the operational functions of hardware or software products.    Provides specific 
user and technical training to new employees and other subordinates within the department. Communicating with 
Supervisors, Peers, or Subordinates:     Holds frequent conversations with assigned subordinates to discuss job 
performance and make recommendations for improvement and development.    Communicates with internal business 
partners to facilitate interdepartmental transactions.    Communicates with management team members to keep them 
abreast of daily operations, special projects, and other unit functions.    Communicates with supervisors, co-workers, 
and subordinates using multiple mediums to effectively relay work related information.Documenting/Recording 
Information:     Documents assigned subordinates performance on an on-going basis to aid in performance evaluation.     
Manages the creation of documentation for detailing established standards and procedures for information systems 
division staff.    Writes and reviews technical bid specifications which satisfy the agency's needs that are not on 
statewide contract.    Prepares manuals which define established administrative procedures for users who wish to 
purchase software or hardware.Evaluating Information to Determine Compliance with Standards:     Reviews 
performance evaluations submitted by subordinate supervisors to ensure compliance with Human Resources guidelines.    
Performs random audits of assigned subordinate work for quality control purposes.    Reviews to ensure subordinates 
are properly following state technology policies. Interacting With Computers:     Uses expertise in the use of advanced 
multi-user computer systems to enter data, utilize email and office productivity tools.    Recommends in writing 
appropriate security access for assigned subordinates to relevant electronic systems.    Enters data using keyboard into 
electronic systems to accomplish various goals.    Codes complex application software programs which interface with 
other programs that are comprised of a system, multiple programs, driver programs and called modules.    Writes or 
modifies complex program specifications which describe the flow of data and processes through each function of a 
program.    Writes program test plans and submits test runs of compiled programs to ascertain if the programs produce 
expected results and correct output.    Tests the program modifications on complex systems and its impact on other 
programs within the system to ensure the accuracy of the output.Updating and Using Relevant Knowledge:     Maintains 
up to date knowledge of current information systems technology.    Cross-trains with co-workers in assigned job duties 
to ensure continuity of operations and improve succession planning.    Trains with external customers to ensure correct 
use of third party systems.    Attends training to enhance personal development. Interpreting the Meaning of 
Information for Others:     Reads and interprets state technology policies in order to communicate the meaning of them 
and lead others in this effort.    Ensures staff can convey state technology policies to end-users in the appropriate format 
based on the recipient.Coordinating the Work and Activities of Others:     Delegates work assignments to assigned 
subordinates to ensure efficiency.    Conducts coordination meetings with assigned subordinates as needed to facilitate 
workload management.    Coordinates leave requests of assigned subordinates to ensure proper coverage.    
Coordinates meetings with other departments to discuss special projects and on-going business. Coaching and 
Developing Others:     Provides guidance to co-workers on sources for required work information.    Provides and 
recommend developmental opportunities to assigned subordinates as appropriate.    Solicits and maintains open door 
availability to staff.Performing Administrative Activities:     Reviews and approves leave and overtime requests for 
assigned subordinates.    Reviews work correspondence on a daily basis to ensure timely response.    Files work related 
documentation to ensure accurate and timely record keeping.Scheduling Work and Activities:     Schedules training for 
assigned subordinates to enhance employee development.    Schedules staff meetings as required to facilitate 
interpersonal and inter-departmental goal achievement.  
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Directing Others    Written Communication    Problem Solving    Informing    Time 
Management    Customer Focus    Conflict Management    Hiring and Staffing    Motivating OthersKnowledge:       
Knowledge of Administrative and Management              Knowledge of Computer and Electronics                       Knowledge 
of Engineering and Technology                    Knowledge of Mathematics                     Knowledge of Personnel and Human 
ResourcesSkills:                   Active Learning                 Active Listening                 Critical Thinking                 Mathematics                     
Monitoring              Reading Comprehension               Speaking     Writing                   Coordination                     Instructing              
Negotiation                       Persuasion                       Service Orientation                      Social Perceptiveness                       
Complex Problem Solving Skills                  Equipment Selection                     Operations Analysis                     Quality Control 
Analysis                Technology Design                       Troubleshooting    Judgment and Decision Making    System Analysis    
Systems Evaluation    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources        Time Management         Abilities:     Written Comprehension    Written Expression                      
Oral Comprehension    Oral Expression                 Problem Sensitivity                      Fluency of Ideas     Originality    
Deductive Reasoning    Inductive Reasoning                     Mathematical Reasoning     Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Mobile DevicesTechnology Tools:    Office Automation Software 
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075579 - INFORMATION SYSTEMS TECH CONS 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5144 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075579 - INFORMATION SYSTEMS TECH CONS 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5145 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075515 - INFORMATION SYSTEMS TECH MGR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5094 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in any of the following areas: (1) the development or modification of systems software for mainframe 
computers, midrange computers, or microcomputers; or (2) the development or modification of business applications 
software for mainframe computers, midrange computers, or microcomputers.ORSubstitution of Experience for 
Education: Professional-level experience in the development or modification of systems software or business 
applications software for mainframe computers, midrange computers, or microcomputers may substitute for the 
required bachelor's degree on a year-for year basis, to a maximum of four years.ORSubstitution of a Specific Associate's 
Degree for the Required Bachelor's Degree:  Graduation from an accredited college or university with an associate's 
degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information science, computer and information sciences, computer servicing technologies, or 
other related field may substitute for the required bachelor's degree.ORSubstitution of Graduate Coursework for the 
Required Experience: Any graduate coursework in computer and information sciences may substitute for the required 
experience on a year-for-year basis, to a maximum of one year (thirty-six graduate quarter hours or a master's degree in 
computer and information sciences is equivalent to one year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Executive Service Classification. Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional systems administration work of considerable difficulty and 
supervisory work of average difficulty in supervising a subordinate unit of systems administrators engaged in 
maintenance of vendor supported operating system software packages or involved with resolving operating system 
problems; and performs related work as required.Distinguishing Features: This is the supervisory class in the Systems 
Programmer sub-series. An employee in this class supervises a unit of subordinate Systems Programmers in revising, 
updating, converting, and maintaining vendor supported operating system software packages, or supervising computer 
operations staff engaged in detecting and resolving operations problems caused by software or hardware malfunction. 
This work may include planning and evaluating future information systems hardware and software needs. This class 
differs from Systems Programmer 4 in that incumbents of the latter are responsible for highly technical and advanced 
administration of operating system software, with no supervisory responsibilities. 
 
Work Activities: 
1. Assigns, trains, supervises, and evaluates subordinate professional systems administrator staff engaged in installing, 
implementing, testing, and maintaining operating system software packages; makes recommendations on staff 
employment, retention, promotion, demotion, and other human resources actions.2. Supervises and participates in 
analyzing, defining, and documenting suspected hardware malfunctions; supervises and participates in developing tests 
to detect malfunctions and applying corrective changes to failing components to prevent problem recurrence.3. 
Consults with managerial personnel and supervises and participates in providing technical assistance to applications 
programming, computer operations, and systems analysis staff in resolving hardware malfunctions, operating system 
conflicts, improving computer operating techniques, and general control of computer input and output; supervises 
research projects and reviews and approves staff recommendations on specific requests for technical information.4. 
Supervises and participates in reviewing and updating vendor supplied software components to increase performance 
capabilities; supervises the prescribing of system back up procedures and the conducting of recovery operations in the 
event of inadvertent destruction of all or part of the operating system.5. Assists in evaluating technical and 



 TN Job Classification Specifications  
September 22, 2020 

administrative problems relative to the implementation and management of user department data processing resources 
and makes recommendations to user department personnel on improvements in economy, efficiency, and operation; 
supervises the review of user department requests for changes or additions in hardware or systems applications and 
approves recommendations for acceptance, rejection, or alteration.6. May evaluate hardware and software features 
available through data processing equipment vendors, analyzes possible applications and uses for this equipment within 
the state service, and plans for future information system needs.7. May supervise and participate in developing and 
implementing procedures and mechanisms to control the contents, organization, design, and privacy of data bases.8. 
May supervise and participate in developing standards for hardware and software package contract specifications; 
supervises the review and evaluation of proposals and vendor bids, recommendations on equipment purchases, and 
contract administration.9. Supervises and participates in preparing and maintaining detailed and complex technical 
procedure records and reports and administrative and supervisory reports on staff productivity and performance. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078150 - INMATE JOBS COORDINATOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4477 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional counseling, employment interviewing, or personnel work or one year of 
professional volunteer services work with the Tennessee Department of Correction. Substitution of Experience for 
Education: Qualifying full-time professional experience may be substituted for the required education on a year-for-year 
basis to a maximum of four years.  Substitution of Education for Experienc: Additional graduate coursework in a social or 
behavioral science may be substituted for the required experience on a year-for-year basis to a maximum of one year. 
OR Any professional, clerical, technical, sub-professional, or paraprofessional experience equivalent to five years 
working in the inmate jobs programs.   
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs inmate coordination work of average difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class coordinates the assignment of inmates to jobs at an 
adult correctional facility. Work involves determining inmate qualifications and eligibility, creating and abolishing 
positions, and evaluating inmate job performance. 
 
Work Activities: 
Monitoring and Controlling Resources: Monitors monthly inmate payroll report for accuracy to ensure compliance with 
policies and procedures.   Developing Objectives and Strategies: Generates SMART goals for assigned subordinates. 
Develops objectives and goals based on institutional needs.Evaluating Information to Determine Compliance with 
Standards: Monitors the process to ensure compliance with departmental, state and ACA standards. Assists the Office of 
Investigations and Compliance with the annual inspections of other institutions as needed. Conducts inmate job audits 
on a monthly basis to ensure compliance with departmental and state guidelines.Interpreting the Meaning of 
Information for Others: Interprets a variety of policies regarding inmate jobs/classes to facilitate understanding, 
enhance communications, and ensure compliance.Processing Information: Compiles job descriptions for inmate 
job/classes to ensure minimum requirements are appropriate. Processes a variety of transactions for inmate job/classes 
including but not limited to payroll, changes in work area patterns, sentence credits, register placement, and 
assignments. Compiles a variety of reports including but not limited to payroll adjustments, overtime, unassigned 
inmates and treatment program data. Compiles updates of Unit Manual.Communicating with Supervisors, Peers, or 
Subordinates: Communicates with supervisors, assigned subordinates, and/or peers concerning daily activities and/or 
issues concerning job/classes by telephone, in written form, e-mail, or in person. Organizing, Planning, and Prioritizing 
Work: Ensures terminations, assignments, payroll and entry of program credits are done in a timely manner. Ensures 
monthly reports are completed by deadline established. Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work. Organizes and prioritizes personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned 
subordinates.Guiding, Directing, and Motivating Subordinates: Leads assigned subordinates in using relevant 
information and individual judgment to determine whether events and processes comply with laws, rules, regulations 
and standards.Identifying Objects, Actions, and Events: Identifies basic eligibility for register placement for inmates. 
Identifies different health classifications to ensure qualification for placement of inmate job/classes.Thinking Creatively: 
Develops new job descriptions for inmate job/classes to ensure minimum requirements, duties, expectations are 
appropriate to job class/program title. Develops work schedules for work area supervisors based on institutional 
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needs.Coordinating the Work and Activities of Others: Coordinates with upper management, peers, and assigned 
subordinates to facilitate equitable workload dissemination.Interacting with Computers: Uses office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based e-mail programs, and search engines. Uses computer to approve/deny transactions/requests in states databases 
for inmates and/or assigned subordinates.Monitor Processes, Materials, or Surroundings: Monitors Treatment 
Assessment Program (TAP) recommendations/completions and placement of level of care inmates. Monitors the rate of 
pay/raise dates for inmates. Monitors inmate attendance as keyed in state database by work area supervisor on a daily 
basis. Monitors program credits for all inmates assigned to a program or class. Monitors job/class registers for inmates 
on a daily basis. Monitors the institution population moves to ensure appropriate placement of inmate for jobs. 
Monitors the performance of assigned subordinates. Monitors the changes in health classification or restriction changes 
of inmates. Monitors the disciplinary log for any Class A convictions or recommended job drops. Monitors the inmate 
job waiting list/vacancy report on a daily basis. Monitors the Security Threat Group screen for suspected or confirmed 
offenders.Making Decision and Solving Problems: Approves/denies requests from work area supervisors including but 
not limited to terminations, assignments, register placements and overtime requests. Approves/denies requests from 
inmates including but not limited to terminations, assignments, register placements and overtime requests. 
Approves/denies travel, time and attendance, training, and other related requests submitted by assigned subordinates 
to ensure compliance with standards.Resolving Conflicts and Negotiating with Others: Resolves conflicts to ensure 
timely and efficient performance and maintains positive working relationships. Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.Getting Information: 
Receives information from various reports including but not limited to inmate movement, classification, disciplinary 
actions and grievances. Receives information from offenders for request for register placement. Receives information 
from various internal and external business partners.Establishing and Maintaining Interpersonal Relationships: 
Maintains a professional working relationship with peers, assigned subordinates and upper management to ensure 
smooth and effective team operations.Coaching and Developing Others: Identifies holistic needs of inmates prior to 
job/class assignment. Mentors assigned subordinates by providing less experienced co-workers in their 
work.Documenting/Recording Information: Enters various transactions into state database including employee self 
service and inmate services. Maintains an institutional job file for each inmate.Training and Teaching Others: Advises 
work area supervisors on policy requirements regarding terminations, program credits, contact notes or assignment of 
inmates. Trains work area supervisors on how to process offender attendance in states database. Conducts mandatory 
training as requested by training specialist. Mentors less experienced staff in daily operations. Conducts new employee 
orientation for issues regarding the Inmate Jobs Program.Staffing Organizational Units: Makes recommendations for 
new hires/promotions.Communicating with Persons Outside Organization: Communicates with inmates concerning job, 
class, and/or program changes in written form or in person. Communicates with external business partners as needed 
by telephone, in written form, e-mail, or in person.Provide Consultation and Advice to Others: Advises upper 
management on team standards and best operating procedures to inform strategy development and decision making. 
Provides initial orientation for inmates new to the institution.Judging the Qualities of Things, Services, or People: 
Assesses the performance of assigned subordinates.Inspecting Equipment, Structures, or Material: Inspects the work 
area to ensure inmates are performing duties as assigned.  Analyzing Data or Information: Analyzes draft policies in 
order to make recommendations in a timely manner.Developing and Building Teams: Models effective performance for 
co-workers and assigned subordinates to provide a role model. Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development.Performing Administrative Activities: Files various reports, records 
and logs. Types correspondence to internal and external business partners to promote a better understanding of various 
inmate job issues. Enters personal time, leave/overtime request, and travel in state database. Processes information 
requests from inmates. Sorts incoming and outgoing mail as needed. Answers and return phone calls.Scheduling Work 
and Activities: Schedules assigned subordinates to attend training activities and meetings as a designee as needed. 
Schedules personal workload to ensure completion in a timely manner.Controlling Machines and Processes: Operates a 
variety of office equipment including but not limited to copies, scanners, fax machines, calculators and adding 
machines.Updating and using Relevant Knowledge: Attends mandatory training as required based on institution or state 
requirements. Attends annual training to enhance performance and knowledge of policies and procedures related to 
Inmate Jobs. Attends monthly upper management meetings to stay abreast of institutional updates. Attends inmate 
council meetings to address any population concerns in reference to jobs/classes. 
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Competencies (KSA’s): 
Competencies: Functional/Technical Competency Decision Quality Integrity and Trust Strategic Agility Command Skills 
Written CommunicationsKnowledge: Clerical Customer and Personal Service Personnel and Human Resources Public 
Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Monitoring Reading Comprehension Speaking 
Writing Instructing Negotiation Persuasion Service Orientation Time Management Management of Material Resources 
Deductive ReasoningAbilities: Oral Comprehension Oral Expression Selective Attention Time Sharing Written 
Comprehension Written Expression Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Adding Machine/Calculator Printer Fax Machine Copy Machine Scanner Shredder Dry Erase Board 
Telephone Tow-Way Radios Keys and Chits 
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075677 - INS BENEFITS DATA ANALYST MGR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5036 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075676 - INS BENEFITS DATA ANALYST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3974 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and three years 
of experience in any one or a combination of the following: Project Management, Enterprise Resource Planning, or 
Human Resources Information Systems. Substitution of Graduate Education for Experience:  Graduation from an 
accredited college or university with a Graduate Degree may be substituted for the required experience on a year for 
year basis, to a maximum of two years. Substitution of Experience for Education:  None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for advanced level data analysis, and performs process 
improvements and technology solutions of considerable difficulty. Distinguishing Features:  This is the advanced level 
class in the Insurance Benefits Data Analyst sub-series. An employee in this class is responsible for advanced level data 
analysis, leads process improvements and develops technology solutions of considerable difficulty and scope. This class 
differs from that of Insurance Benefits Data Analyst 2 in that incumbent of the latter is responsible for leading projects 
on process improvements and technology solutions of average to considerable difficulty. This class differs from that of 
Insurance Benefits Data Analyst Manager in that an incumbent of the latter performs at the supervisory level and is 
responsible for providing leadership and guidance to help lead projects on process improvements and technology 
solutions. 
 
Work Activities: 
Interacting with Computers:    Creates and produces ad hoc and standard Oracle PeopleSoft and Remedy queries and 
reports.    Uses Excel, Access, Edison, and SQL Server Management Studio to obtain data required for completing data 
requests.    Participates in system modification and test procedures as needed.Getting Information:    Researches a 
variety or primary data sources in order to extract components necessary to address business needs.    Teams with 
internal and external stakeholders in order to obtain specific information required to fulfill custom data requests.    
Gathers information from Edison, Benefits Administration employees, and other agencies concerning query 
requests.Analyzing Data or Information:    Analyzes anomalous query results to determine the root cause of problems 
and provide solutions.    Analyzes data from revised queries to make sure it matches up with intended results.    
Determines validity of datasets by comparing results to expected findings and historical data.    Analyzes datasets to 
isolate and extract components required for information requests.    Identifies and analyzes abnormalities within data 
sets and researches potential causes of errors.Processing Information:    Creates query qualifications and parameters in 
order to retrieve requested information within Edison.    Makes changes to queries in Edison based on user requests.    
Compiles data from a variety of sources in order to create comprehensive reports.    Validates test cases and test results 
against requirements.    Categorizes data according to established parameters and prepares reports for analysis.    
Develops test scenarios from knowledge of business processes.    Participates in the development and testing of 
products, applications, and reports to validate stakeholder requirements.    Submits Priority Request forms to Edison in 
order to modify queries.Interpreting the Meaning of Information for Others:    Observes the results of queries noting any 
abnormalities, and explains them to the requestor.    Explains the methodology, reasoning and source used to compile 
information for a data request.    Provides further information on data requests as required to meet user needs.Making 
Decisions and Solving Problems:    Engages in collaborative trouble shooting and assists in resolving data-related issues.    
Analyzes components of data requests to determine the best course of action for completion.    Reviews query results 
for changes in expected outcomes and reacts appropriately.Thinking Creatively:    Uses knowledge of SQL and 
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experience in query creation to design and implement new queries.    Designs reports based on stakeholder needs and 
business requirements.    Uses knowledge of Excel to take information from Edison and turn it into completed reports.    
Generates new ideas and approaches for solving existing data-related problems.Documenting/Recording Information:    
Identifies value in process improvement by understanding business capabilities and how technology can (and cannot) be 
leveraged.    Documents query methodology and procedural documentation for use in future queries and job tasks.    
Creates and maintains project and product documentation in accordance with the standards of the agency. 
Communicating with Persons Outside Organization:     Gathers data requirements through sessions with stakeholders for 
inclusion in data structures.    Reviews proposed system changes with stakeholders to ensure that project goals are 
consistent with user and legal requirements.    Communicates with other governmental agencies, Agency Benefits 
Coordinators (ABCs), businesses, professional organizations, educational institutions, and the general public to collect 
data, collaborate, and provide analysis.    Communicates with external customers to collect survey data and achieved 
survey responses needed. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates 
the amount of time necessary to complete a data request.    Determines what system resources are necessary and 
available to complete a request. Organizing, Planning, and Prioritizing Work:    Prioritizes data requests based on time 
and resources needed to ensure completion within a timely and efficient manner.    Creates and maintains Edison 
priority lists and project requirements tied to organizational objectives.    Prioritizes actions based on business needs 
and emergent issues. Communicating with Supervisors, Peers, or Subordinates:    Discusses strategies and methods for 
completing data requests with supervisory staff to ensure timely completion.    Communicates with supervisory staff 
about timelines on data requests and any problems that arise.    Distributes project and product documentation to 
stakeholders, project sponsors, and staff.Establishing and Maintaining Interpersonal Relationships:    Establishes and 
maintains contact with query writers and reporting users in other agencies to pool knowledge and resources.    
Maintains working relationships with internal and external users in order to help them with requests and make use of 
their expertise when it is useful.    Provides and participates in team activities in order to build cohesion and cooperation 
with team members. Updating and Using Relevant Knowledge:    Applies new knowledge to existing problems to develop 
better solutions.    Use Oracle’s documentation, standard SQL documentation and other online resources to learn new 
methods for reporting.    Identifies self-development needs and creates a plan for implementation.    Identifies and 
attends courses relevant to enhance job performance. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Customer Focus    Functional/Technical Competency    Problem 
Solving    Technical Learning    Priority Setting    Dealing with Ambiguity    Intellectual Horsepower    CreativityKnowledge:    
Customer and Personal Service    Administration and ManagementSkills:    Active Learning    Active Listening    Critical 
Thinking    Learning Strategies    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Service 
Orientation    Complex Problem Solving    Operations Analysis    Quality Control Analysis    Troubleshooting    Judgment 
and Decision Making    Systems Analysis    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    
Flexibility of Closure    Fluency of Ideas    Inductive Reasoning    Oral Comprehension    Oral Expression    Originality    
Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    Time Sharing    Visualization    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier 
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075675 - INS BENEFITS DATA ANALYST-ASC 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3969 
 
Minimum Qualifications: 
Education and Experience: Graduation for an accredited college or university with a bachelor’s degree and one year of 
experience in any one or a combination of the following: Project Management, Enterprise Resource Planning, or Human 
Resources Information Systems. Substitution of Graduate Education for Experience: Graduation from an accredited 
college or university with a Graduate Degree may be substituted for the required experience on a year for year basis. 
Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for data analysis work of average to considerable difficulty, and 
performs process improvements and technology solutions of average to considerable difficulty. Distinguishing Features: 
This is the working level class in the Insurance Benefits Data Analysis sub series. An employee in this class is responsible 
for identifying and monitoring process improvements and technology solutions. This class differs from that of Insurance 
Benefits Data Analyst-ADV in that an incumbent of the latter is responsible for advanced level data analysis, and leads 
process improvements and technology solutions of considerable difficulty and scope. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Assesses reported problems to determine root causes and develops a 
solution to correct the issue.    Monitors Benefit Administration systems and software to ensure efficient and timely 
performance.    Reviews query results for changes in expected outcomes and reacts appropriately.    Reviews external 
systems and makes necessary changes to ensure accuracy of submitted data.    Reviews and analyzes system data, such 
as system outputs, problem reports, or performance indicators to monitor product quality.    Processes a variety of ad 
hoc requests from internal customers within required timeframe.    Documents status of scheduled processes, archives 
information, and provides updates to management upon request.Making Decisions and Solving Problems:    Engages in 
collaborative trouble shooting and assists in resolving identified systems and data-related issues.    Provides staff and 
users with assistance in solving technical problems.    Identifies and recommends solutions to operational problems by 
evaluating workflow processes of the organization.    Maintains knowledge base system to retain and make readily 
available information resources.    Provides input for the purpose of program planning, business management, and 
program coordination.    Verifies information from external vendor error reports, determine errors, and request 
corrections from Insurance Benefits Analyst or Agency Benefits Coordinator (ABC).    Researches problems and develop 
solutions within situational, system-related, and regulatory constraints. Getting Information:    Researches a variety of 
primary data sources in order to extract components necessary to address business needs.    Collaborates with 
professional information systems staff and Benefits Administration staff in order to assist in identifying systems needs 
and requirements, developing goals, schedules and priorities.    Teams with internal stakeholders in order to obtain 
specific information required to fulfill custom report requests.    Receives printed or electronic documents from other 
divisions or outside entities for the purpose of updating information in various Benefits Administration systems.    
Retrieves data from scheduled queries and submit to stakeholders for review.    Works in a secure area and deals with 
confidential and highly sensitive information.    Requests information from internal and external stakeholders in order to 
perform tasks as required.    Receives reports and updates from internal and external stakeholders.Analyzing Data or 
Information:    Analyzes data from revised queries to make sure it matches up with intended results.    Reviews and 
corrects errors identified by programs in accordance with laws, rules and regulations.    Extracts meaning from collected 
data and suggest a course of action based on the information.    Analyzes data to determine if information presented is 



 TN Job Classification Specifications  
September 22, 2020 

accurate and applicable to business needs.    Reviews information and identifies data components required for business 
purposes.    Participates in the development and testing of products, applications, and reports to validate stakeholder 
requirements.Interacting With Computers:    Participates in system modification and test procedures as needed.    
Interfaces with external vendors’ systems to coordinate data exchange.    Maintains data within multiple systems to 
ensure accuracy of members’ benefit-related information.    Interfaces with external vendors’ systems to coordinate 
data exchange.    Maintains information in multiple systems, notifying internal and external stakeholders of changes and 
new entries.    Performs daily maintenance of processes and procedures.    Enters records stores, or maintains 
information in written or electronic form. Processing Information:    Applies solutions to existing problems, and tests to 
ensure satisfactory resolution.    Participates in the development and testing of products, applications, and reports to 
validate stakeholder requirements.    Uploads information to internal databases such as FileNet and NOVO using system-
specific formats. Establishing and Maintaining Interpersonal Relationships:    Maintains working relationships with 
internal and external users in order to help them with requests and make use of their expertise when it is useful.    
Provides and participates in team activities in order to build cohesion and cooperation with team members.    Develops 
constructive and cooperative working relationships with others and maintains them over time. Communicating with 
Persons Outside Organization:    Communicates with other governmental agencies, Agency Benefits Coordinators (ABCs) 
businesses, professional organizations, educational institutions, and the general public to collect data, collaborate, and 
provide analysis.    Consults and collaborates with internal and external stakeholders to share and learn industry-specific 
best practices.    Communicates with external customers to collect survey data and achieve survey responses needed.    
Communicates effectively with outside vendors representing the state in a professional manner. Organizing, Planning, 
and Prioritizing Work:    Prioritizes data requests based on time and resources needed to ensure completion within a 
timely and efficient manner.    Prioritizes actions based on business needs and emergent issues.    Prioritizes work based 
on managerial directives and emergent, situation-specific needs.    Plans daily tasks in order to accomplish regular, 
recurring business needs. Documenting/Recording Information:    Creates and maintains project and product 
documentation in accordance with the standards of the agency.    Documents status of scheduled processes and 
provides updates to management upon request.    Creates and records procedural documentation for regular, recurring 
tasks. Updating and Using Relevant Knowledge:    Maintains a daily activity log that tracks the status of all reports and 
processes run in Edison.    Applies recently learned information to daily tasks and assignments in order to increase 
efficiency and enhance functionality.    Applies new knowledge to existing problems to develop better solutions.    
Attends relevant training in order to learn and further develop job-specific skills. Scheduling Work and Activities:    
Creates schedules for project activities.    Schedules and facilitates appropriate meetings for project and product 
development methodologies of the agency.    Creates and maintains Edison priority lists. Thinking Creatively:    Designs 
and customized Access databases in accordance with business needs.    Generates new ideas for solving existing 
problems. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines what system 
resources are necessary and available to complete a report request.    Estimates the amount of time necessary to 
complete a report request. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Customer Focus    Functional/Technical Competency    
Technical Learning    Priority Setting    Dealing with Ambiguity    Learning on the Fly    Problem Solving    Time 
ManagementKnowledge:    Customer and Personal Service    Administration and Management    Education and 
TrainingSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Monitoring    Reading 
Comprehension    Speaking    Writing    Coordination    Instructing    Service Orientation    Social Perceptiveness    
Complex Problem Solving    Equipment Selection    Operations Analysis    Quality Control Analysis    Troubleshooting    
Judgment and Decision Making    Systems Analysis    Time ManagementAbilities:    Category Flexibility    Deductive 
Reasoning    Flexibility of Closure    Fluency of Ideas    Inductive Reasoning    Oral Comprehension    Oral Expression    
Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    Time Sharing    
Visualization    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier 
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078130 - INSTITUTIONAL PROB/PAR REG MGR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4516 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time professional level experience in one or more of the following: probation/parole, 
social work, investigative, or legal experience.OR Substitution of Graduate Course Work for Experience: Graduate course 
work credit received from an accredited college or university in social science, behavioral science, criminal justice, 
criminology, social work, and/or law may substitute for the required experience to a maximum of two years (e.g., an 
additional 36 graduate quarter hours in one or a combination of the above-listed fields may substitute for one year of 
the required experience).  
 
Other Requirements: 
NECESSARY SPECIAL QUALIFICATIONS: Applicants for this class must: 1. Be a citizen of the United States; Have a good 
moral character, as determined by investigation;2. Complete a criminal history disclosure form in a manner approved by 
the appointing authority;3. Agree to release all records involving their criminal history to the appointing authority;4. 
Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;5. 
Have no conviction for a felony or any domestic assault convictions or have been discharged under any other than 
honorable conditions from any branch of the United States armed forces;6. Submit to and pass a pre-employment 
screening test for use of illegal drugs;7. Possess a valid motor vehicle operator's license;8. Have the ability to work nights 
and weekends, and participate in regional travel across the state.Examination Method: Education and Experience,100%, 
for Preferred Service positions.  
 
Job Overview: 
SUMMARY: Under general direction, is responsible for professional probation and parole administrative work of average 
difficulty; and performs related work as required. DISTINGUISHING FEATURES: This is the manager level classification in 
the Institutional Prob/Par Specialist series. An employee in this classification supervises personnel and acts as a liaison in 
an institutional prison/jail between the Department of Correction and the Board of Parole for the purpose of ensuring 
that the information necessary for parole hearings is provided to the Board of Parole timely and efficiently. The 
Institutional Prob/Par Regional Manager is not a commissioned position.  This classification supervises teams of 
Institutional Prob/Par Specialists within a particular region.  
 
Work Activities: 
1. Meeting regularly with wardens, and Prob/Par Admin staff of regional institutions to ensure that all probation and 
parole issues are handled efficiently. 2. Completing performance evaluations of Prob/Par Admin regional team 
members, including on-sight evaluations of their actions during parole hearings, as well as tracking employee required 
training hours. 3. Entering and approving payable time and leave of Prob/Par Admin regional team members. 4. 
Compiling and monitoring of reports such as the Board of Parole Certificate Log, TBI report, Determinate Release report 
and overdue parole decision notifications. 5. Interviewing and recommending candidates for hire. 6. Training Prob/Par 
Admin regional team members; assisting regional teams in the event of absences and vacancies. 7. Resolving escalated 
victim and supporter issues regarding the parole process. 8. Assisting Correctional Administrator with disciplinary 
actions in regards to Prob/Par Admin regional team members. 9. Oversight of daily operations of Prob/Par Admin 
regional teams. 10. Attending Central Office Community Supervision Correctional Administrator's meetings pertaining to 
the coordination of statewide parole issues.  
 
Competencies (KSA’s): 
COMPETENCIES: 1. Approachability2. Comfort Around Higher Management3. Conflict Management4. Customer Focus5. 
Delegation6. Developing Direct Reports and Others7. Directing Others8. Hiring and Staffing9. Integrity and Trust10. 
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Managing Vision and Purpose KNOWLEDGES: 1. Administration and Management2. Clerical3. Customer and Personal 
Service4. English Language5. Law and Government6. Personnel and Human Resources7. Public Safety and Security               
SKILLS: 1. Active Listening2. Complex Problem Solving3. Coordination4. Instructing5. Judgment and Decision Making6. 
Management of Personnel Resources7. Monitoring8. Negotiation9. Reading Comprehension10. Service Orientation 
ABILITIES: 1. Deductive Reasoning2. Inductive Reasoning3. Information Ordering4. Oral Comprehension5. Oral 
Expression6. Problem Sensitivity7. Speech Clarity8. Speech Recognition9. Time Sharing10. Written Comprehension 
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Fax Machine4. Scanner5. Copy Machine6. Printer7. Video Equipment8. Motor Vehicles9. 
Calculator  
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078128 - INSTITUTIONAL PROB/PAR SPEC 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4504 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional level experience in one or more of the following: probation/parole, 
social work, investigative, or legal experience.ORSubstitution of Graduate Course Work for Experience: Graduate course 
work credit received from an accredited college or university in social science, behavioral science, criminal justice, 
criminology, social work, and/or law may substitute for the required experience to a maximum of one year (e.g., an 
additional 36 graduate quarter hours in one or a combination of the above-listed fields may substitute for one year of 
the required experience).  
 
Other Requirements: 
Applicants for this class must:1. Be a citizen of the United States; Have a good moral character, as determined by 
investigation;2. Complete a criminal history disclosure form in a manner approved by the appointing authority;3. Agree 
to release all records involving their criminal history to the appointing authority;4. Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;5. Have no conviction for a felony or 
any domestic assault convictions or have been discharged under any other than honorable conditions from any branch 
of the United States armed forces;6. Submit to and pass a pre-employment screening test for use of illegal 
drugs;7.Possess a valid motor vehicle operator’s license at the time of appointment;Examination Method: Education and 
Experience,100%, for Preferred Service positions.  
 
Job Overview: 
SUMMARY: Under general direction, is responsible for professional probation and parole administrative work of average 
difficulty; and performs related work as required.DISTINGUISHING FEATURES: This is the working level classification in 
the Institutional Prob/Par Specialist series. An employee in this classification acts as a liaison in an institutional 
prison/jail between the Department of Correction and the Board of Parole for the purpose of ensuring that the 
information necessary for parole hearings is provided to the Board of Parole timely and efficiently. This position works in 
an institutional setting to facilitate parole hearings and handle confidential and restricted information to include medical 
and mental health information. The Institutional Prob/Par Specialist is not a commissioned position. This classification 
differs from the Institutional Prob/Par Supervisor classification in that the incumbent of the latter supervises one or a set 
of Institutional Prob/Par Specialists.  
 
Work Activities: 
1. Ensures appropriate coordination of Parole Grant and Revocation hearings, ensuring components necessary for 
efficient hearings are in place and available to the hearing official, limiting disruption and delay in the hearing process.2. 
Reviews parole dockets, notifies prison wardens and staff about upcoming hearings; executes and deliver parole-related 
notifications to inmates in accordance with TDOC policies and procedures to ensure offenders are informed about the 
events in the parole process and are ready for release in a timely manner.3. Ensure contact notes are entered in OMS 
according to policy.4. Executes and delivers Community Supervision for Life certificates to the offender, institutional 
records office staff, the supervising PPO and Board Operations file room at the Board of Parole.5. Serves final decision 
notification letters within 30 days of the parole decision becoming final. Reads the final decision letter to the offender 
and answers all questions. Informs the offender of their right to appeal. Scans all final decision letters into electronic 
paperless system and mails the original copy to Board of Parole Central Office.6. Completes offender profiles, interviews 
offenders and calculates average time served in accordance with the monthly docket.7. Maintains Certificate Log by 
entering program projected completion dates, requesting rescission hearings, and updating any program changes.8. 
Verifying information for electronic paperless files, screening for missing material and tracking the status of such 
material. Scanning all offender profiles, release plans, letters of support/opposition, and certificates into the electronic 
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paperless system.9. Holds pre-hearing classes for inmates according to policy.10. Serves parole notice of charges and 
waivers on violators in the institution. Handles all release plan information for inmates.  
 
Competencies (KSA’s): 
COMPETENCIES:1. Composure2. Conflict Management3. Customer Focus4. Informing5. Integrity and Trust6. 
Organizing7. Peer Relationships8. Planning9. Priority Setting10. Problem SolvingKNOWLEDGE:1. Clerical2. Customer and 
Personal Service3. English Language4. Law and Government5. Public Safety and SecuritySKILLS:1. Active Listening2. 
Coordination3. Instructing4. Judgment and Decision Making5. Monitoring6. Reading Comprehension7. Service 
Orientation8. Speaking9. Time Management10. WritingABILITIES:1. Deductive Reasoning2. Inductive Reasoning3. 
Information Ordering4. Oral Comprehension5. Oral Expression6. Problem Sensitivity7. Speech Clarity8. Speech 
Recognition9. Time Sharing10. Written Comprehension  
 
Tools and Equipment Used: 
 1. Computer2. Telephone3. Fax Machine4. Scanner5. Copy Machine6. Printer7. Video Equipment8. Motor Vehicles9. 
Calculator10. Projector   
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078129 - INSTITUTIONAL PROB/PAR SPVSR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4510 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional level experience in one or more of the following: probation/parole, 
social work, investigative, or legal experience.ORSubstitution of Graduate Course Work for Experience: Graduate course 
work credit received from an accredited college or university in social science, behavioral science, criminal justice, 
criminology, social work, and/or law may substitute for the required experience to a maximum of two years (e.g., an 
additional 36 graduate quarter hours in one or a combination of the above-listed fields may substitute for one year of 
the required experience).  
 
Other Requirements: 
NECESSARY SPECIAL QUALIFICATIONS: Applicants for this class must: 1. Be a citizen of the United States; Have a good 
moral character, as determined by investigation;2. Complete a criminal history disclosure form in a manner approved by 
the appointing authority;3. Agree to release all records involving their criminal history to the appointing authority;4. 
Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;5. 
Have no conviction for a felony or any domestic assault convictions or have been discharged under any other than 
honorable conditions from any branch of the United States armed forces;6. Submit to and pass a pre-employment 
screening test for use of illegal drugs;7.Possess a valid motor vehicle operator's license at the time of 
appointment;Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
SUMMARY: Under general direction, is responsible for professional probation and parole administrative work of average 
difficulty; and performs related work as required. DISTINGUISHING FEATURES: This is the supervisory level classification 
in the Institutional Prob/Par Specialist series. An employee in this classification supervises personnel and acts as a liaison 
in an institutional prison/jail between the Department of Correction and the Board of Parole for the purpose of ensuring 
that the information necessary for parole hearings is provided to the Board of  Parole timely and efficiently. The 
Institutional Prob/Par Supervisor is not a commissioned position. This classification differs from the Institutional 
Prob/Par Regional Manager classification in that the incumbent of the latter supervises teams of Institutional Prob/Par 
Specialist within a particular region.  
 
Work Activities: 
1. Supervises and ensures appropriate coordination of Parole Grant and Revocation hearing, ensuring components 
necessary for efficient hearings are in place and available to the hearing official, limiting disruption and delay in the 
hearing process. 2. Supervises and reviews parole dockets, notifies prison wardens and staff about upcoming hearings; 
executes and deliver parole-related notifications to inmates in accordance with TDOC policies and procedures to ensure 
offenders are informed about the events in the parole process and are ready for release in a timely manner. 3. 
Supervises and ensures contact notes are entered in OMS according to policy. 4. Supervises, executes and delivers 
Community Supervision for Life certificates to the offender, institutional records office staff, the supervising PPO and 
Board Operations file room at the Board of Parole. 5. Supervises and serves final decision notification letters within 30 
days of the parole decision becoming final. Reads the final decision letter to the offender and answer all questions. 
Informs the offender of their right to appeal. Scans all final decision letters into electronic paperless system and mails 
the original copy to Board of Parole Central Office. 6. Supervises and completes offender profiles, interviews offenders 
and calculates average time served in accordance with the monthly docket. 7. Supervises and maintains Certificate Log 
by entering program projected completion dates, requesting rescission hearings, and updating any program changes. 8. 
Supervises and verifies information for electronic paperless files, screening for missing material and tracking the status 
of such material. Scanning all offender profiles, release plans, letters of support/opposition, and certificates into the 
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electronic paperless system. 9. Supervises and holds pre-hearing classes for inmates according to policy. 10. Supervises 
and serves parole notice of charges and waivers on violators in the institution. Handles all release plan information for 
inmates.  
 
Competencies (KSA’s): 
COMPETENCIES: 1. Building Effective Teams2. Comfort Around Higher Management3. Composure4. Conflict 
Management5. Customer Focus6. Developing Direct Reports and Others7. Directing Others8. Integrity and Trust9. Peer 
Relationships10. Planning KNOWLEDGES: 1. Administration and Management2. Clerical3. Customer and Personal 
Service4. English Language5. Law and Government6. Personnel and Human Resources7. Public Safety and Security 
SKILLS: 1. Active Listening2. Coordination3. Instructing4. Judgment and Decision Making5. Monitoring6. Reading 
Comprehension7. Service Orientation8. Speaking9. Time Management10. Writing ABILITIES:1. Deductive Reasoning2. 
Inductive Reasoning3. Information Ordering4. Oral Comprehension5. Oral Expression6. Problem Sensitivity7. Speech 
Clarity8. Speech Recognition9. Time Sharing10. Written Comprehension      
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Fax Machine4. Scanner5. Copy Machine6. Printer7. Video Equipment8. Motor Vehicles9. 
Calculator  
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073554 - INSTITUTIONAL SERVICES MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3100 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time increasingly responsible and varied professional staff work, including at 
least two years of responsible professional supervisory general services work. Substitution of Experience for Education: 
Qualifying full-time professional experience may substitute for the required education on a year-for-year basis to a 
maximum of four years. Substitution of Education for Experience: Additional graduate coursework in business, public or 
hospital administration, or other related acceptable field may substitute for the required experience on a year-for-year 
basis to a maximum of two years, there being no substitution for the required two years of supervisory general services 
work experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional general services managerial and supervisory work of 
considerable difficulty in directing a large support services staff necessary to operate a large mental health facility; and 
performs related work as required. Distinguishing Features: An incumbent in this class develops, implements, and 
coordinates procedures for delivery of certain general services at a large mental health facility.  An incumbent of this 
class reports to and receives guidance in work from an individual in the class of Psychiatric Hospital Administrator. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Supervises the enforcement of policy and procedure 
for general service functions.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Estimates 
materials, staffing/overtime or other costs based on project parameters or needed services to develop budget and/or 
obtain approval for budget/expenditures.Judging the Qualities of Things, Services, or People:     Following established 
State performance evaluation procedures, conducts interim and annual performance evaluations for assigned staff to 
provide constructive feedback and recommendations for improvement.Making Decisions and Solving Problems:     
Supervises and participates in the study of organization, operations, and services assigned and makes recommendation 
for improvements in economy, efficiency, and quality of organization, operations, and services.    Supervises and 
participates in the study of relevant policy and procedure and makes recommendations for change.Coordinating the 
Work and Activities of Others:     Oversees the work activities of assigned staff and/or other individuals performing work 
relevant to institutional services to ensure that work is completed timely and accurately.Performing Administrative 
Activities:     Directs the preparation and maintenance of a large volume of standard records and reports necessary for 
proper accomplishment of site general services operations.Monitoring and Controlling Resources:     Reviews and 
approves staff requests for purchase of supplies.    Monitors maintenance and use of equipment, facilities, and 
resources; oversees expenditures; and selects most cost-effective options for expenditures to maintain operating 
budget.Guiding, Directing, and Motivating Subordinates:     Through subordinate supervisory and managerial staff, 
directs the assignment, training, supervision, and evaluation of a relatively large, complex staff and organizational 
functions including beauty and barbering, communications, housekeeping, laundry, procurement, property, 
storekeeping and warehouse, safety, security, and reception.    Establishes performance standards and develops job 
plans for assigned staff to inform them of job requirements and expectations.Communicating with Supervisors, Peers, or 
Subordinates:     Participates as a member of various management committees and other groups in discussions of 
policies and procedures for the institution.    Talks with subordinate staff to discuss job performance and other work 
related issues.Staffing Organizational Units:     Reviews and makes recommendations on human resources actions such 
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as employment, retention, promotion, demotion and other human resources actions.    Interviews candidates for vacant 
assigned positions to develop hiring recommendations. Updating and Using Relevant Knowledge:     Participates in state 
training to enhance knowledge of best practices in business, organizational, and human resource 
management.Scheduling Work and Activities:     Oversees the scheduling of leave for staff to ensure adequate coverage 
for provision of services.    Schedules staff training, meetings, and other activities as necessary to achieve work 
objectives.Organizing, Planning, and Prioritizing Work:     Plans, prioritizes, and directs general institutional services and 
functions to ensure effective, efficient, and timely provision of services.Processing Information:     Checks incoming 
purchases to verify correct type and quantity of items were received.    Completes purchase requisitions to order 
needed supplies.Communicating with Persons Outside Organization:     Communicates (by telephone, e-mail, written 
correspondence, or in person) with government officials and other external sources to exchange information relevant to 
institutional services work.Establishing and Maintaining Interpersonal Relationships:     Maintains professional working 
relationships with peers, assigned subordinates, and upper management to ensure smooth and effective team 
operations.Interacting With Computers:     Uses computer programming such as email, word processing, spreadsheet 
and job-specific software to retrieve, process, and/or disseminate information.Operating Vehicles, Mechanized Devices, 
or Equipment:     Operates a state motor vehicle, as necessary, to perform assigned work. 
 
Competencies (KSA’s): 
Competencies:     Building Effective Teams    Comfort around Higher Management    Conflict Management    Directing 
Others    Motivating Others    Process Management    Customer Focus    Dealing with Ambiguity    Hiring and Staffing    
NegotiatingKnowledge:    Basic knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, designing forms, and other office procedures and terminology    Basic knowledge 
of arithmetic and statistics, and their applicationsSkills:    Active learning skills (i.e., skilled in understanding the 
implications of new information for both current and future problem-solving and decision-making)    Basic instructing 
skills (i.e., skilled at teaching others how to do something)    Basic mathematics skills (i.e., skilled in using basic 
mathematics to solve problems)    Basic speaking skills (i.e., skilled in talking to others to convey information effectively)    
Time management skills (i.e., skilled in managing one's own time and the time of others)    Active listening skills (i.e., 
skilled in giving full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times)    Intermediate critical thinking skills (i.e., skilled 
in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems)    Intermediate monitoring skills (i.e., skilled in monitoring/assessing performance of yourself, other 
individuals, or organizations to make improvements or take corrective action)    Intermediate reading comprehension 
skills (i.e., skilled in understanding written sentences and paragraphs in work related documents)    Intermediate skills in 
the management of material resources (i.e., skilled in obtaining and seeing to the appropriate use of equipment, 
facilities, and materials needed to do certain work)    Intermediate skills in the management of personnel resources (i.e., 
skilled in motivating, developing, and directing people as they work and identifying the best people for the job)    Service 
orientation skills (i.e., skilled in actively looking for ways to help people)Abilities:    Basic oral expression ability (i.e., 
ability to communicate information and ideas in speaking so others will understand)    Intermediate written 
comprehension ability (i.e., ability to read and understand information and ideas presented in writing)    Intermediate 
written expression ability (i.e., ability to communicate information and ideas in writing so others will understand)    Basic 
number facility (i.e., ability to add, subtract, multiply, or divide quickly and correctly)    Intermediate deductive reasoning 
ability (i.e., ability to apply general rules to specific problems to produce answers that make sense)    Intermediate oral 
comprehension ability (i.e., ability to listen to and understand information and ideas presented through spoken words 
and sentences)    Problem sensitivity (i.e., ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem)    Speech clarity (i.e., ability to speak clearly so others 
can understand) 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Copier/Scanner 
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073769 - INSTRUCTIONAL DESIGNER 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  7918 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional experience in instructional system design.ORGraduation from an accredited college or university with a 
master’s degree in Instructional Systems Design, HR Management, Organizational Development, Learning and 
Development, or Industrial/Organizational Psychology and three years of professional experience in instructional system 
design.Substitution of Experience for Education: Qualifying full-time professional instructional system design experience 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years. **There is no 
substitution for specific experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator’s license. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, performs instructional system design work of considerable difficulty and performs related 
work as required. Distinguishing Features: An employee in this class performs instructional design work and curriculum 
development at the advanced/working level in the Department of Human Resources. An employee in this class will 
partner with customers to consult and create content, resources, and information as relevant to their requested needs. 
An employee in this class may pilot and facilitate created curriculum when needed to test with customers and internal 
stakeholders. This classification differs from the Learning Facilitator Sr in that the Learning Facilitator Sr functions 
primarily in a facilitation role. This classification differs from an HR Program Director in that the HR Program Director will 
be overseeing direct reports and program areas.  
 
Work Activities: 
 Creates content for State-wide facilitated curriculum through advanced methods of research, writing, and 
development. References appropriate sources and databases when developing curriculum.   Reevaluates existing 
curriculum at the request of agencies and supervisors when needed. Utilizes statistics and data-oriented information to 
determine accuracy and appropriate usage of learning content. Cultivates and sustains appropriate relationships with 
various internal and external stakeholders such as: Executive leadership, focus groups, agency workforce, and Talent 
Management employees. Demonstrates and maintain appropriate industry knowledge in the following area: talent 
management, organization development, assessments & evaluations, instructional design models, and learning 
practices. Collaborate with customers to ensure that appropriate business cases are developed. Ensure that the most 
efficient, effective, and appealing resources are used during business case and curriculum development. Partners with 
agencies to design program specific resources. Consults with agencies to determine appropriate learning models to align 
most with their needs. Develops learning assessments when needed. Research and model curriculum evaluation 
methods. Pilots and facilitates curriculum for review and testing to customers. Modifies curriculum as appropriate based 
on feedback and necessary edits. Prepare multimedia-oriented curriculum, such as: PowerPoint, voice-over video, 
polling, surveys, case studies, etc. Utilizes authoring software, such as: WebEx, Captivate, Vyond, etc. Travels to 
partnering agencies as needed to perform expected job duties. 
 
Competencies (KSA’s): 
Competencies:1.  Customer Focus  -  Is dedicated to meeting the expectations and requirements of internal and external 
customers; gets first-hand customer information and uses it for improvements in products and services; acts with 
customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect.2. 
Integrity and Trust  -  Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an 
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appropriate and helpful manner; keeps confidences; admits mistakes; doesn’t misrepresent him/her for personal gain.3. 
Peer Relationships  -  Can quickly find common ground and solve problems for the good of all; can represent his/her own 
interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is seen as a team 
player and is cooperative; easily gains trust and support of peers; encourages collaboration; can be candid with peers.4. 
Problem solving - Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful 
sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t 
stop at the first answers.5. Time Management  -  Uses his/her time effectively and efficiently; values time; concentrates 
his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range 
of activities.6. Organizing - Can marshal resources (people, funding, material, and support) to get things done; can 
orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; arranges 
information and files in a useful manner.7. Organizational agility  -   Knowledgeable about how organizations work; 
knows how to get things done both through formal channels and the information network; understands the origin and 
reasoning behind key policies, practices, and procedures; understands the cultures of organizations.8. Timely decision 
making - Makes decisions in a timely manner, sometimes with incomplete information and under tight deadlines and 
pressure; able to make a quick decision.9. Presentation skills -  Is effective in a variety of formal presentation settings 
(one-on-one, small and large groups, with peers, direct reports, and bosses); is effective both inside and outside the 
organization, on both cool data and hot and controversial topics; commands attention and can manage group processes 
during the presentation; can change tactics midstream when something isn’t working.Knowledge:1. Personnel and 
Human Resources  -  Knowledge of principles and procedures for personnel recruitment, selection, training, 
compensation and benefits, labor relations and negotiation, and personnel information systems.2. Basic knowledge of 
Law and government  -  Basic knowledge of laws, legal codes, court procedures, precedents, government regulations, 
executive orders, agency rules, and the democratic political process.3. Communications and Media  -  Knowledge of 
media production, communication, and dissemination techniques and methods. This includes alternative ways to inform 
and entertain via written, oral, and visual media.4. Sales and Marketing -- Knowledge of principles and methods for 
showing, promoting, and selling products or services. This includes marketing strategy and tactics, product 
demonstration, sales techniques, and sales control systems.Skills:1. Service orientation  -  Actively looking for ways to 
help people.2. Judgment and Decision Making -- Considering the relative costs and benefits of potential actions to 
choose the most appropriate one.3. Active listening  -  Giving full attention to what other people are saying, taking time 
to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.4. 
Critical thinking  -  Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.5. Basic Negotiation skills  -  Bringing others together and trying to reconcile 
differences.6. Time management  -  Managing one’s own time and the time of others.Abilities:1. Oral expression  -  The 
ability to communicate information and ideas in speaking so others will understand.2. Written Comprehension  -  The 
ability to read and understand information and ideas presented in writing.  
 
Tools and Equipment Used: 
 Competencies: Approachability                      Business Acumen                   Comfort Around Higher Management                       
Composure                  Dealing with Ambiguity                     Ethics and Values                   Interpersonal Savvy                Priority 
Setting                        Perseverance               Perspective                  Knowledge: Administration and Management                   
Communications and Media               Computers and Electronics                 Customer and Personal Service                      
Design                         Education and Training                      English Language                   Personnel and Human Resources                   
Psychology                 Skills: Complex Problem Solving                 Critical Thinking                    Instructing                   Judgment 
and Decision Making                     Learning Strategies                 Negotiation                 Reading Comprehension                     
Service Orientation                 Systems Evaluation                Writing                        Abilities: Deductive Reasoning              
Fluency of Ideas                     Inductive Reasoning               Information Ordering              Mathematical Reasoning                    
Oral Comprehension               Originality                   Problem Sensitivity                Visualization               Ability to lift 25 lbs 
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032454 - INSUR INVESTIGATION DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2936 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075690 - INSURANCE ANALYSIS DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3987 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075671 - INSURANCE BENEFITS ANALYST 1* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5430 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Any health benefits, life insurance or call center experience may substitute for the required 
education to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under immediate supervision, performs professional insurance benefits administrative work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Insurance 
Benefits Analyst sub-series. An employee in this class learns to perform a variety of professional insurance benefits 
duties such as interpreting and explaining policies and procedures of the State Group Insurance Program, the Local 
Education Insurance Program, and the Local Governmental Plan. This class differs from Insurance Benefits Analyst 2 in 
that an incumbent of the later performs at the working level. *An applicant appointed to this flexibly staffed class will be 
reclassified to the next higher class in the series after successful completion of a mandatory one-year training period; 
inadequate or marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Analyzing Data or Information: Learns to analyze billing transactions (e.g., retroactive transactions, individual billing, 
retirement payroll, agency billing) and communicates results to member or appropriate staff. Learns to analyze and 
research to determine if recoupments of ineligible claims need to be collected and contact head of contract for 
repayment. Learns to conduct Quality Assurance audits to ensure quality standards are being met within the policies 
and procedures of Benefits Administration guidelines. Learns to analyze submitted insurance enrollments, dependent 
verification, and special qualifying events for eligibility and accuracy. Learns to analyze data matches to identify 
inconsistencies in keying; notify service center to update or correct system.Interpreting the Meaning of Information for 
Others:  Learns to interpret state and federal laws and regulations and the Plan Document affecting the administration 
of benefits to members and agency benefit coordinators.Provide Consultation and Advice to Others:  Learns to provide 
guidance and advice to members and agencies on billing inquiries, policies of the Plan, Insurance Committee decisions 
and federal and state laws.Getting Information:  Learns to ask detailed questions of caller to properly investigate the 
issue presented. Utilize a variety of resources to verify or research the information and provide the caller with the 
appropriate response.Communicating with Persons Outside Organization:  Learns to communicate accurate and detailed 
information to members, agency benefits coordinators, other state agencies and vendors in person, by phone, email, or 
written correspondence regarding eligibility, enrollment, billing and other insurance options. Learns to confirm plan 
member eligibility for outside vendors and other entities, such as pharmacists and doctor’s offices.Interacting with 
Computers:  Learns to utilize mainframe and internet applications to research and process enrollments, changes, and 
terminations; researches federal and state laws. Learns to create spreadsheets to analyze data. Learns to monitor call 
volume to assist in providing the most effective customer experience.Evaluating Information to Determine Compliance 
with Standards:  Learns to ensure compliance with federal and state laws and Plan documents. Learns to independently 
investigate issues assigned by management team and determine appropriate solution. Learns to inform management of 
administrative error exception requests. Documenting/Recording Information:  Learns to document details of calls, 
inquiries, and transactions regarding eligibility and enrollment applications; maintain electronic and/or hard copy 
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documentation. Learns to maintain information on confidential open case files due to potential fraud; maintains 
electronic copy on secure drive once case has been closed.           Learns to prepare and maintains official insurance 
records. Organizing, Planning, and Prioritizing Work:  Learns to manage multiple projects and work activities 
simultaneously while adhering to performance expectations. Learns to obtain clarification from manager when 
determining priority of work. Communicating with Supervisors, Peers, or Subordinates:  Learns to notify supervisor of an 
escalated situation or irate member, peer or team member. Updating and Using Relevant Knowledge:  Learns to update 
work processes as required by system, procedural, or policy changes. Studies management communications regarding 
federal and state laws as well as Plan Document updates and changes. Participates in annual required HIPAA and fraud 
training as well as other customer service training and related activities. Attends regular team member meetings to 
ensure consistent application of policies and procedures. Establishing and Maintaining Interpersonal Relationships:  
Learns to maintain effective relationships with coworkers and agency benefits coordinators by providing timely and 
accurate response to their inquiries and concerns. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Ethics and Values Customer Focus Problem Solving Technical Learning Intellectual 
Horsepower Dealing with Ambiguity Approachability Perseverance Organizational Agility Knowledge:  Intermediate 
knowledge of customer service Intermediate knowledge of English grammar, spelling, and pronunciation Intermediate 
knowledge of Microsoft Office Basic knowledge of Mathematics Intermediate knowledge of methods and techniques of 
research, analysis, and report presentation Skills:  Intermediate writing skills Intermediate speaking skills Intermediate 
reading comprehension skills Intermediate evaluating and problem solving skills Intermediate service oriented skills 
Intermediate self directed skills Intermediate adapting to changing situations skills Intermediate critical thinking skills 
Intermediate active learning skills Intermediate active listening skills Intermediate time management skills Intermediate 
mathematics skills Basic negotiation and influencing others skillsAbilities: Oral expression ability Written expression 
ability Oral comprehension ability Written comprehension ability Prioritize tasks and meet deadlines ability Speech 
clarity ability Speech recognition ability Multitasking ability Problem sensitivity ability Deductive reasoning ability 
Inductive reasoning ability Retention of policy and procedural information ability Basic Comprehension of abstract 
concepts and application to work situations ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier 
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075672 - INSURANCE BENEFITS ANALYST 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5054 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full time professional personnel work that includes the explanation of health insurance 
benefits, any health insurance work or call center experience. Substitution of Experience for Education: Any health 
benefits or life insurance experience may substitute for the required education to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for 
one year of the required education). OR One year as an Insurance Benefits Analyst with the Tennessee Department of 
Finance and Administration. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional insurance benefits administrative work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the working level class in the Insurance 
Benefits Analyst sub-series. An employee in this class performs a variety of professional insurance benefits duties such 
as interpreting and explaining policies and procedures of the State Group Insurance Program, the Local Education 
Insurance Program, and the Local Governmental Plan. This class is flexibly staffed with and differs from Insurance 
Benefits Analyst 1 in that an incumbent of the latter functions in an entry level capacity. This class differs from the 
Insurance Benefits Analyst 3 in that an incumbent of the latter functions in an advanced working level and/or lead 
capacity and performs work of greater scope and complexity. 
 
Work Activities: 
Analyzing Data or Information:     Analyzes billing transactions (e.g., retroactive transactions, individual billing, 
retirement payroll, agency billing) and communicates results to member or appropriate staff.    Analyzes and researches 
to determine if recoupments of ineligible claims need to be collected and contact head of contract for repayment.    
Conducts Quality Assurance audits to ensure quality standards are being met within the policies and procedures of 
Benefits Administration guidelines.    Analyzes submitted insurance enrollments, dependent verification, and special 
qualifying events for eligibility and accuracy.    Analyzes data matches to identify inconsistencies in keying; notifies 
service center to update or correct system. Interpreting the Meaning of Information for Others:     Interprets state and 
federal laws and regulations and the Plan Document affecting the administration of benefits to members and agency 
benefit coordinators. Provide Consultation and Advice to Others:     Provides guidance and advice to members and 
agencies on billing inquiries, policies of the Plan, Insurance Committee decisions and federal and state laws. Getting 
Information:     Asks detailed questions of caller to properly investigate the issue presented. Utilizes a variety of 
resources to verify or research the information and provide the caller with the appropriate response. Communicating 
with Persons Outside Organization:     Communicates accurate and detailed information to members, agency benefits 
coordinators, other state agencies and vendors in person, by phone, email, or written correspondence regarding 
eligibility, enrollment, billing and other insurance options.    Confirms plan member eligibility for outside vendors and 
other entities, such as pharmacists and doctor’s offices. Interacting with Computers:     Utilizes mainframe and internet 
applications to research and process enrollments, changes, and terminations; researches federal and state laws.    
Creates spreadsheets to analyze data.    Monitors call volume to assist in providing the most effective customer 
experience. Evaluating Information to Determine Compliance with Standards:     Ensures compliance with federal and 
state laws and Plan documents.    Investigates issues assigned by management team and determines appropriate 
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solution.    Informs management of administrative error exception requests. Documenting/Recording Information:     
Documents details of calls, inquiries, and transactions regarding eligibility and enrollment applications; maintain 
electronic and/or hard copy documentation.    Maintains information on confidential open case files due to potential 
fraud; maintains electronic copy on secure drive once case has been closed.    Prepares and maintains official insurance 
records. Organizing, Planning, and Prioritizing Work:     Manages multiple projects and work activities simultaneously 
while adhering to performance expectations.    Obtains clarification from manager when determining priority of work. 
Communicating with Supervisors, Peers, or Subordinates:     Notifies supervisor of an escalated situation or irate 
member, peer or team member. Updating and Using Relevant Knowledge:     Updates work processes as required by 
system, procedural, or policy changes.    Reviews management communications regarding federal and state laws and 
Plan Document updates and changes.    Participates in annual required HIPAA and fraud training as well as other 
customer service training and related activities. Establishing and Maintaining Interpersonal Relationships:     Attends 
regular team member meetings to ensure consistent application of policies and procedures.    Maintains effective 
relationships with coworkers and agency benefits coordinators by providing timely and accurate response to their 
inquiries and concerns. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Ethics and Values    Customer Focus    Problem Solving    Technical Learning    
Intellectual Horsepower    Dealing with Ambiguity    Approachability    Perseverance    Organizational Agility Knowledge:    
Intermediate knowledge of customer service    Intermediate knowledge of English grammar, spelling, and pronunciation    
Intermediate knowledge of Health Benefits Administration    Intermediate knowledge of Microsoft Office    Intermediate 
knowledge of applicable databases    Intermediate knowledge of methods and techniques of research, analysis, and 
report presentation    Intermediate knowledge of mathematics    Basic knowledge of financial analysis Skills:    
Intermediate evaluating and problem solving skills    Intermediate reading comprehension skills    Intermediate speaking 
skills    Intermediate writing skills    Intermediate critical thinking skills    Intermediate self directed skills    Intermediate 
adapting to changing situations skills    Intermediate active learning skills    Intermediate active listening skills    
Intermediate service oriented skills    Intermediate time management skills    Intermediate mathematics skills    Basic 
negotiation and influencing others skills Abilities:    Prioritize tasks and meet deadlines ability    Speech clarity ability    
Speech recognition ability    Retention of policy and procedural information ability    Oral expression ability    Written 
expression ability    Oral comprehension ability    Written comprehension ability    Problem sensitivity ability    Deductive 
reasoning ability    Inductive reasoning ability    Multitasking ability    Comprehension of abstract concepts and 
application to work situations ability  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier 
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075673 - INSURANCE BENEFITS ANALYST 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3948 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full time professional personnel work that includes the explanation of health insurance 
benefits, any health insurance work, call center experience or management of staff and processes. OR Substitution of 
Experience for Education: Any health benefits or life insurance experience may substitute for the required education to 
a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). OR Two years as an Insurance Benefits Analyst with 
the Tennessee Department of Finance and Administration. 
 
Other Requirements: 
Necessary Special Qualifications: None.            Examination Method:  Education and Experience, 100%, for Preferred 
Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional insurance benefits administrative work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the advanced working level and/or lead 
class in the Insurance Benefits Analyst Sub-series. An employee in this class performs and/or leads others in performing 
a variety of professional insurance benefits duties such as interpreting and explaining policies and procedures of the 
State Group Insurance Program, the Local Education Insurance Program, and the Local Governmental Plan. Work 
involves performing insurance benefits duties of considerable complexity and scope. This class differs from Insurance 
Benefits Analyst 2 in that an incumbent of the latter performs duties at the working level. This class differs from the 
Insurance Manager in that an incumbent of the latter supervises employees in this class. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance and advice to members and agencies on billing inquiries, 
policies of the Plan, Insurance Committee decisions and Federal and State laws. Analyzes reports and queries to 
determine noncompliance, keying and payroll errors.    Serves as an internal consultant to solve complex issues and 
provide technical assistance in Benefits Administration functional areas to subordinates, peers, and supervisors to 
ensure consistency and equity in policy and practice. Evaluating information to Determine Compliance with Standards:    
Independently investigates complex issues assigned by management team and determine appropriate solution.    
Ensures compliance with federal and state laws and Plan documents.    Investigates administrative error exception 
requests to determine if correction needs to be made or escalate to management.    Conducts quality assurance reviews 
of calls by randomly selecting recorded calls, or listening to live calls handled by analysts and evaluating responses; 
document findings, take corrective action as necessary and forward results to management. Analyzing Data or 
Information:    Researches billing transactions (e.g., retroactive transactions, individual billing, retirement payroll, agency 
billing) to determine whether adjustments, refunds or additional collections are needed, and communicate 
discrepancies to payroll when appropriate.    Analyzes information and research to determine if money is owed, an 
overpayment has been made, or if any other billing-related action needs to be taken.    Analyzes completed insurance 
enrollment, dependent verification, and special qualifying events for eligibility and accuracy.     Analyzes queries to 
identify inconsistencies in keying; update system to correct.    Analyzes operational or management reports for 
corrective action. Coaching and Developing Others:    Provides coaching to subordinates on appropriate performance 
management techniques for all systems in accordance with recommendations as directed by management or from F & A 
Human Resources Office.    Conducts Quality Assurance audits to ensure quality standards are being met within the 
policies and procedures of Benefits Administration guidelines. Communicating with Persons outside Organization:    
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Communicates accurate and detailed information to members, agency benefits coordinators, other state agencies and 
vendors in person, by phone, email, or written correspondence regarding complex eligibility, enrollment, billing and 
other insurance options.     Confirms plan member eligibility for outside vendors and other entities such as pharmacists 
and doctor’s offices. Interpreting the Meaning of Information for Others:    Interprets and communicates state and 
federal laws and regulations and the plan document affecting the administration of benefits to members and agency 
benefit coordinators.    Asks detailed questions of caller to properly investigate the issue presented. Utilize a variety of 
resources to verify or research the information and provide the caller with the appropriate response.     Interprets and 
explains information/data to team regarding performance metrics or reviews. Interacting with Computers:    Utilizes 
mainframe and internet applications to research and process enrollments, changes; researches Federal and State Laws.    
Monitors call volume and hold times and assign staff to ensure phone coverage is meeting the pre-established goals and 
providing the most effective customer experience.    Creates spreadsheets to analyze data. Coordinating the Work and 
Activities of Others:    Plans and coordinates the activities of assigned subordinates to ensure that operational and 
strategic priorities of management are met, and conflicts in scheduling and responsibilities do not arise. Updating and 
Using Relevant Knowledge:    Updates work processes as required by system, procedural or policy changes.    Reviews 
management communications regarding Federal and State laws and Plan Document updates and changes.    Participates 
in annual required HIPPA and Fraud training. Organizing, Planning and Prioritizing Work:    Manages multiple projects 
and work activities simultaneously while adhering to performance expectations.    Obtains clarification from manager 
when determining priority of work. Communicating with Supervisors, Peers or Subordinates:    Notifies supervisor of an 
escalated situation or irate member, peer or team member.    Provides feedback to management regarding subordinate 
training needs.    Recognizes the performance of subordinates in accordance with established policy and communicate 
to supervisor. Establishing and Maintaining Interpersonal Relationships:    Maintains effective relationships with agency 
benefits coordinators by providing timely and accurate response to their inquiries and concerns.    Conducts regular 
team member meetings to ensure consistent application of procedures and policies. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Functional/Technical Competencies    Technical Learning    
Directing Others    Perseverance    Organizational Agility    Approachability    Ethics and Values    Integrity and Trust 
Knowledge:    Customer Service    Health Benefits Administration    Microsoft Office, Enterprise Resource Planning (ERP), 
databases    English Grammar, Spelling and Pronunciation    Financial Analysis    Methods and Techniques of Research, 
Analysis & Report Presentation Skills:     Writing, Speaking and Reading Comprehension    Critical Thinking    Evaluating 
and Solving Complex Problems    Service Oriented    Self Directed    Adapting to Changing Situations    Motivating, 
Developing, and Leading Team Members    Active Listening and Learning    Time Management    Mathematics    Learning 
and Instructing Techniques and Strategies    Negotiation and Influencing Others    Monitoring Processes and 
Performance Abilities:    Written and Oral Comprehension    Written and Oral Expression    Multitasking    Problem 
Recognition    Deductive and Inductive Reasoning    Prioritize Tasks and Meet Deadlines    Speech Clarity and Recognition    
Retention of Policy and Procedural Information    Comprehension of Abstract Concepts and Application to Work 
Situations 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner/Copier 
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075674 - INSURANCE BENEFITS MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3959 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full time professional health insurance work, personnel work that includes the explanation of 
health insurance benefits or management of staff and processes. Substitution of Experience for Education: Qualifying 
full time increasingly responsible professional health insurance work, personnel work that includes the explanation of 
health insurance benefits or management of staff and processes may be substituted for the required education on a 
year for year basis, to a maximum of four years. OR Four years as an Insurance Benefits Analyst with the Tennessee 
Department of Finance and Administration. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional insurance benefits administrative and supervisory work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the supervisory class in 
the Insurance Benefits Analyst sub-series. An employee in this class supervises a moderate-sized staff of employees 
performing a variety of professional insurance benefits duties such as interpreting and explaining policies and 
procedures of the State Group Insurance Program, the Local Education Insurance Program, and the Local Governmental 
Plan. This class differs from Insurance Benefits Analyst 3 in that an incumbent of the latter performs at the advanced 
working and/or lead level. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets and communicates state and federal laws and 
regulations and the plan document affecting the administration of benefits to members and agency benefit 
coordinators.    Utilizes a variety of resources to verify or research the information and provides the caller with the 
appropriate response in escalated situations.    Interprets and explains information/data to team regarding performance 
metrics or reviews.Training and Teaching Others:    Conducts annual cross training on the different Benefits 
Administration jobs to allow new ideas on how to better achieve the goals of the division.    Supervises the development 
of training programs for subordinates.    Updates, schedules, and conducts the annual training class on fraud, waste and 
abuse for all Benefits Administration employees.    Oversees the writing of training materials.    Administers Benefits 
Administration and customer service training and related activities.Resolving Conflicts and Negotiating with Others:    
Resolves conflicts with members, law enforcement, agency benefits coordinators, other state agencies and vendors by 
providing timely and accurate response to escalated inquiries and concerns.    Resolves conflicts between 
subordinates.Monitor Processes, Materials, or Surroundings:    Identifies problems, improvements, and inconsistencies 
with the current processes via customer feedback, observation, data analysis, policy and legal changes.Analyzing Data or 
Information:    Analyzes data gathered from performance metrics to assess operational and strategic decision making.    
Analyzes and investigates fraud investigations; including but not limited to: reviewing vital records, TennCare files, and 
Wage Files; and make any necessary updates with Benefits Administration’s service center, management and third party 
administrators.    Analyzes data to identify staff performance issues as well as possible operational and strategic 
problems.    Analyzes operational or management reports for corrective action.Evaluating Information to Determine 
Compliance with Standards:    Coordinates and/or conducts audits to ensure integrity and accountability has been 
maintained by the employees of Benefits Administration relative to fraud, waste and abuse.    Reviews all pertinent 
policies and procedures to ensure they meet the rules and regulations of the State, Local Education, Local Government 
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Plan documents, and any State or Federal laws.    Reviews staff reports, performance review documents and other 
submitted documentation for accuracy and completeness.    Oversees the processes for the Benefits Administration 
Review Team to ensure they are performed and completed according to the written processes and established 
deadlines.Staffing Organizational Units:    Interviews potential candidates for vacancies within the Division of Benefits 
Administration.    Recruits for vacancies within the Division of Benefits Administration.    Makes recommendations on 
employment, retention, promotion, demotion and other human resources actions as required.Provide Consultation and 
Advice to Others:    Recommends improvements to work methods or procedures to enhance economy efficiency and 
quality of the state insurance office operations and services.    Serves as an internal consultant to solve complex issues 
and provide technical assistance in Benefits Administration functional areas to subordinates, peers, and supervisors to 
ensure consistency and equity in policy and practice.    Provides guidance and advice to members and agencies on billing 
inquires, policies of the Plan, Insurance Committee decisions and Federal and State laws. Judging the Qualities of Things, 
Services, or People:    Evaluates Benefits Administration policies/procedures for improved efficiency in the delivery of 
customer service.    Develops and maintains a comprehensive strategy of best practices used by other audit agencies. 
This would include internal audit, the Comptroller’s office and TennCare.    Conducts quarterly meetings with staff to 
discuss either the discontinuation of current audits which no longer meet our needs or the implementation of new 
audits which would increase awareness of any fraud, waste or abuse.Guiding, Directing, and Motivating Subordinates:    
Coordinates orientation and training activities for new Benefits Administration employees.    Executes disciplinary 
actions and ensures that they are administered in accordance with agency policy and Department of Human Resources 
policies and procedures.    Plans, organizes, supervises, and directs work activities for assigned subordinates to meet the 
goals of the department and division.    Assures that Benefits Administration operations, projects, procedures, and 
protocols are adhered to.    Directs implementation of new procedures, policies, or programs.    Assures assigned 
subordinates are completing tasks on time and within assigned performance standards.Organizing, Planning, and 
Prioritizing Work:    Manages multiple projects and work activities simultaneously while adhering to performance 
expectations.Coaching and Developing Others:    Completes the performance evaluation process by utilizing the SMART 
formula for each subordinate.    Provides on-going feedback to continue high performance behaviors, which includes a 
first and second interim review for each subordinate.    Advises trainers in planning and conducting Benefits 
Administration and Customer Service training for division staff and agency benefits coordinators.    Addresses and/or 
recognizes the performance of assigned subordinates appropriately in accordance with established policies.    Provides 
coaching to subordinates on appropriate performance management techniques for all systems, in accordance with 
recommendations, as directed by management or from F&A Human Resource Office.    Reviews Quality Assurance and 
performance metrics on a monthly basis for employee development and compliance with departmental 
goals.Documenting/Recording Information:    Completes and submits performance review documents for subordinates 
accurately and promptly.    Prepares operational, audit, contract compliance reports, and other reports as necessary 
based on analysis of Benefits Administration reports submitted by subordinates, peers, and other division 
representatives.Developing Objectives and Strategies:    Develops clear and measureable strategic plans and objectives 
for Benefits Administration staff within assigned area.    Develops possible response strategies to potential issues with 
plans, agency directives, contracts, policies, procedures, and protocols.    Assists with the development and periodic 
review of all agency directives, policies, procedures, and protocols as needed.Establishing and Maintaining Interpersonal 
Relationships:    Builds consensus among peers, subordinates, and supervisors in order to further the agency’s and 
division’s mission and goals.    Maintains effective relationships with members, law enforcement, agency benefits 
coordinators, other state agencies and vendors by providing timely and accurate response to escalated inquiries and 
concerns.    Conducts regular team member meetings to ensure consistent application of procedures and 
policies.Making Decisions and Solving Problems:    Reviews Administrative Error Exception letters for approval or denial 
by analyzing reason for noncompliance with policy and procedure.Interacting With Computers:    Utilizes mainframe and 
internet applications to research and process changes and terminations.    Utilizes mainframe and internet applications 
to research Federal and State laws.    Monitors call volume and hold times and assigns staff accordingly to ensure phone 
coverage is meeting the pre-established goals and providing the most effective customer experience.    Creates 
spreadsheets to analyze various data.Communicating with Persons Outside Organization:    Serves as a representative 
for Benefits Administration at various benefits-related events and activities.    Communicates accurate and detailed 
information to members, law enforcement, agency benefits coordinators, other state agencies and vendors in person, 
by phone, email or written correspondence regarding complex eligibility, enrollment, billing and other insurance 
options.Coordinating the Work and Activities of Others:    Coordinates staff meetings.    Coordinates and plans the 
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activities of assigned subordinates to ensure that operational and strategic priorities of management are met and 
conflicts in scheduling and responsibilities do not arise.    Assists assigned subordinates in coordinating Benefits 
Administration activities by reallocating resources and directly participating as necessary.Communicating with 
Supervisors, Peers, or Subordinates:    Provides status updates to directors in a timely manner.    Communicates regularly 
with other managers to coordinate operational activities and program development with other areas of Benefits 
Administration to ensure uniformity between teams.    Communicates regularly with subordinates and peers in regards 
to operational goals, initiatives, and priorities.    Provides feedback to subordinates regarding individual and team 
performance.    Provides quarterly reports of audit activities to ensure management is aware of on-going 
audits.Updating and Using Relevant Knowledge:    Participates in annual required HIPPA and fraud training, as well as 
other customer service training and related events.    Seeks opportunities for professional development within and 
outside of the agency.    Updates work processes as required by system, procedural or policy changes.    Reviews 
management communications regarding Federal and State laws and Plan Document updates and changes.    Participates 
in position related training as required to enhance professional skills.    Consults with others during the operational and 
program planning process in order to effectively utilize their expertise. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Directing Others    Drive for Results    Developing Direct 
Reports    Building Effective Teams    Managerial Courage    Problem Solving    Process Management    Hiring and Staffing    
Conflict Management    Organizational AgilityKnowledge:    Advanced knowledge of Customer Service    Intermediate 
knowledge of applicable databases    Intermediate knowledge of Health Benefits Administration and management    
Intermediate knowledge of methods and techniques of research analysis and report presentation    Intermediate 
knowledge of Microsoft Office    Basic knowledge of personnel and human resources    Intermediate knowledge of 
financial analysis    Intermediate knowledge of mathematics (arithmetic)Skills:    Advanced complex problem solving 
skills    Advanced self directed skills    Advanced judgment and decision making skills    Advanced critical thinking skills    
Advanced service orientation skills    Advanced reading comprehension skills    Advanced speaking skills    Advanced 
writing skills    Advanced skill of adapting to changing situations    Advanced active learning skills    Advanced active 
listening skills    Advanced time management skills    Advanced systems analysis skills    Advanced skill of negotiation and 
influencing others    Advanced management of personnel resources    Intermediate mathematics skillsAbilities:    
Deductive Reasoning    Inductive Reasoning    Problem Sensitivity    Prioritize tasks and meet deadlines    Retention of 
policy and procedural information    Comprehension of abstract concepts and application to work situations    Oral 
Expression    Written Expression    Oral Comprehension    Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier 
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075678 - INSURANCE BENEFITS SPECIALIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3984 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full time professional work in one or a combination of the following: health benefits 
administration, health benefits claims examination, or life insurance claims examination experience. Substitution of 
Experience for Education: Any health benefits or life insurance experience may substitute for the required education to 
a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None.            Examination Method:  Education and Experience, 100%, for Preferred 
Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional insurance benefits program evaluation and consultative 
work of considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this 
class serves as a staff specialist for an insurance administrative function, including training, and/or the interpretation of 
new regulations in the area of insurance benefits, to ensure State insurance benefits, policies, and procedures are 
properly and consistently applied. This class differs from the Insurance Benefits Analyst series in that an incumbent of 
the latter is responsible for explaining state insurance plans, policies, benefits, and procedures to state employees. 
 
Work Activities: 
Analyzing Data or Information:    Researches billing issues (e.g. retroactive transactions, individual billing, retirement 
payroll, agency billing, deferred compensation, flexible benefits) to determine whether adjustments, refunds or 
additional collections are needed.    Analyzes reports and queries to determine noncompliance, keying and payroll 
errors.    Analyzes initial enrollment, dependent verification, special qualifying events, flexible benefits and deferred 
compensation for accuracy and to ensure they meet eligibility criteria.    Analyzes data to ensure only eligible 
participants are enrolled in the Plans in compliance with the rules and regulations from Benefits Administration, 
Insurance Committees, and Federal and State laws.    Analyzes work product of analysts to ensure enrollments 
submitted are entered correctly. Evaluating information to Determine Compliance with Standards:    Ensures compliance 
with Federal and State laws and Plan Documents.    Ensures Benefits Administration, Insurance Committees, Rules and 
Regulations, Federal and State laws have been enforced and properly applied when conducting audits or reviews.    
Reviews Plan Documents, Policies and Procedures and makes recommendations for modifications based on Federal and 
State laws. Interpreting the Meaning of Information for Others:    Interprets and communicates Federal and State laws 
and regulations and Plan Document language affecting administration of insurance benefits (e.g. COBRA, FMLA, 
retirement, workers compensation) to members, agency benefit coordinators and management.    Interprets and 
explains information/data to conduct audits and/or reviews. Making Decisions and Solving Problems:    Handles complex 
Benefits Administration projects and assesses problem areas.    Identifies potential operational or systems problems by 
monitoring processes for quality assurance purposes.    Reviews Benefits Administration Review Team cases to 
determine if the initial denial should be overturned due to information provided. Communicating with Persons Outside 
Organization:    Communicates with members, agency benefits coordinators, other agencies and vendors, in person, by 
phone, e-mail or written correspondence regarding eligibility, enrollment, billing and other insurance options (e.g. 
FMLA, workers compensation, COBRA, retirement, waiver of premiums, leave of absence).    Provides detailed and 
accurate written correspondence and/or verbal information when responding to inquiries regarding coverage. Provide 
Consultation and Advice to Others:    Provides guidance and expert advice related to billing discrepancies, policies of the 
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Plan, Insurance Committee decisions and Federal and State laws.    Works with agency benefits coordinators and 
organizations to ensure that eligibility criteria are communicated accurately and timely. Interacting with Computers:    
Utilizes mainframe and internet applications to research and process enrollments, changes and terminations (e.g. 
deferred compensation, flexible benefits, retirement, billing, leave, workers compensation, FMLA); track audit reviews; 
researches Federal and State Laws.    Creates spreadsheets and presentations to analyze data and conduct training. 
Training and Teaching Others:    Discusses employee orientation and training materials.    Discusses policy and procedure 
changes and trends, management techniques, team building techniques affecting the operational effectiveness of 
Benefits Administration staff with management and other personnel.    Presents formal training lectures and 
demonstrations to internal and external customers.    Makes recommendations to management on the continuance or 
modification of the training program.    Develops and administers surveys and evaluations to obtain information on the 
quality of training sessions and to identify future training needs of personnel.    Schedules rooms, times and trainees for 
training sessions.    Tracks training attendance of Benefits Administration employees and agency benefits coordinators. 
Coordinating the Work and Activities of Others:    Sets clear expectations for each member of the group to ensure 
understanding of their job duties.    Plans and coordinates the activities of team members to ensure operational and 
strategic priorities are met and conflicts in scheduling and responsibilities do not arise. Updating and Using Relevant 
Knowledge:    Updates work processes as required by system, procedural or policy changes.    Reviews management 
communications regarding Federal and State laws and Plan Document updates and changes.    Participates in annual 
required HIPPA and Fraud training. Coaching and Developing Others:    Performs corrective action, provides general 
feedback and coaches analysts as necessary.    Administers Benefits Administration and customer service training.    
Coaches team members, peers and agency benefits coordinators on processes, policies and procedures and resources 
for all State Insurance Plans to ensure optimal performance management. Organizing, Planning and Prioritizing Work:    
Manages multiple projects and work activities simultaneously while adhering to performance expectations.    Obtains 
clarification from supervisor when determining priority of work.    Schedules time to accommodate emergencies. 
Communicating with Supervisors, Peers or Subordinates:    Notifies supervisor of an escalated situation or irate member, 
peer or team member.    Reviews all correspondence (letters, faxes and e-mails) for spelling, tone and grammar 
accuracy.    Provides feedback to supervisor regarding peer and team member performance. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Problem Solving    Organizational Agility    Customer Focus    
Time Management    Perseverance    Decision Quality    Learning on the Fly    Dealing with AmbiguityKnowledge:    
Customer Service    Microsoft Office, Enterprise Resource Planning (ERP), databases    Communication and Training 
Techniques    Methods and Techniques of Research, Analysis & Report Presentation    English Grammar, Spelling and 
Pronunciation    Financial Analysis    Health Benefits Administration Skills:     Active Listening and Learning    Critical 
Thinking    Writing, Speaking and Reading Comprehension    Adapting to Changing Situations    Evaluating and Solving 
Complex Problems    Learning and Instructing Techniques and Strategies    Monitoring Processes and Performance    
Systems Analysis and Evaluation    Time Management Abilities:    Deductive and Inductive Reasoning    Prioritize Tasks 
and Meet Deadlines    Written and Oral Comprehension    Written and Oral Expression    Speech Clarity and Recognition    
Retention of Policy and Procedural Information    Comprehension of Abstract Concepts and Application to Work 
Situations    Multitasking 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copier 
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075689 - INSURANCE EXAM IN-CHARGE-CFE 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3998 
 
Minimum Qualifications: 
Education and Experience: Current designation as a Certified Financial Examiner recognized by the National Association 
of Insurance Commissioners and experience equivalent to one year of insurance examination work as a Certified 
Financial Examiner. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as a Certified Financial Examiner recognized by the National 
Association of Insurance Commissioners. A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for credentialed professional insurance zone examination lead work 
of considerable difficulty in the analysis of the operations and financial solvency of insurance companies; and performs 
related work as required. Distinguishing Features: This is the lead level class in the credentialed Insurance Examiner sub 
series. An employee in this class serves as examiner-in-charge of insurance company zone examinations. Work involves 
performing planning functions, preliminary analytical reviews, and lead responsibilities. This class differs from Insurance 
Examiner-CFE in that an incumbent of the latter typically participates in but does not lead zone examinations or leads 
nonzone examinations of Tennessee companies licensed in multiple states. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Develops and implements plans for examinations through budgeting time, 
assessing materiality, reviewing independent CPA work papers to determine usefulness, evaluating controls, completing 
planning questionnaires, performing preliminary analytical reviews, reviewing holding company records and reinsurance 
records, in accordance with NAIC Examiner Handbook.    Serves as examiner-in-charge of zone and non-zone 
examinations.Interpreting the Meaning of Information for Others:     Explains and interprets departmental policies and 
procedures as well as federal and state insurance laws, rules, and regulations.Getting Information:     Participates in 
insurance company examinations in order to determine solvency and regulatory compliance.    Researches accounting 
practices, procedures, Tennessee statues, Tennessee rules and regulations, and other publicly available information 
regarding the financial condition of the company and trends of the industry.    Attains relevant information from 
required statutory filling in order to evaluate the solvency and regulatory compliance of a licensed entity.Resolving 
Conflicts and Negotiating with Others:     Reports unresolved differences to the chief examiner and zone secretary on 
zone examinations.    Prepares examination reports in consultation with examiners, incorporating dissenting opinions, if 
any.Analyzing Data or Information:     Analyzes statements of income and disbursements, assets and liabilities, 
underwriting and investment exhibits and necessary supporting schedules.Training and Teaching Others:     Trains 
subordinate employees on the performance of job duties.Processing Information:     Conducts test checks and samplings 
of income and disbursement items and accounts maintained during the period of examination to determine statutory 
compliance and the use of sound business practices.    Calculates the amount of company liabilities, including 
commissions, taxes, bills, and stockholder and policyholder dividends to determine if ample reserves from policyholder 
surplus exist to cover company expenditures.    Applies Statutory Accounting Principles and Generally Accepted 
Accounting Principles in identifying and verifying company assets, liabilities, and surplus.    Audits financial statements, 
operations, and business plans in order to determine financial solvency and compliance.Making Decisions and Solving 
Problems:     Makes recommendations for corrective measures, approvals, denials based on, analytical reviews, legal 
filings and supporting financial and statistical documents.    Makes recommendations for corrective measures based 
upon statutes cited in company examination reports.    Enforces departmental policies and procedures as well as federal 
and state insurance laws, rules, and regulations.    Determines the timeliness and accuracy of premium tax fillings in 
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order to assess, additional taxes, penalties, interest or refund excess payments, if applicable.Identifying Objects, Actions, 
and Events:     Identifies financial trends in order to detect changes in operations or financial conditions.    Identifies 
hazardous companies based on financial data and trends.    Identifies the priority of an examination or analysis of a 
company based on size, financial condition and number of states company is licensed in. Evaluating Information to 
Determine Compliance with Standards:     Reviews insurance company claims and policy files to ensure proper and 
equitable treatment of policyholders.    Reviews insurance company legal documents for compliance with Tennessee 
statues and regulations.    Examines corporate structure, managerial procedures and practices, record-keeping systems, 
and marketing practices of insurance companies to determine statutory compliance and sound insurance business 
practices.    Prepares detailed and complex insurance examination narrative reports and supporting financial and 
statistical documents.    Audits insurance company premium tax returns against financial statements, Tennessee laws, 
and laws of the other states to ensure that the proper amount has been paid.Monitor Processes, Materials, or 
Surroundings:     Monitors progress of examination according to exam plan to identify deviations from the said plan and 
adjusts plans accordingly.    Monitors progress of financial analysis for compliance according to the schedule established 
by the NAIC.Judging the Qualities of Things, Services, or People:     Reviews examiners' and/or analysts' work papers to 
ensure that findings and conclusions are supported.    Completes performance evaluations for each examiner on an 
examination.Coordinating the Work and Activities of Others:     Assigns work to examiners or analysts.Communicating 
with Supervisors, Peers, or Subordinates:     Provides information on examination and analytical developments to the 
supervisor.    May make contact with examiners to furnish and obtain information about examination developments and 
problems.    Requests information on any concerns or issues from relevant sections prior to the initialization of an 
examination or quarterly analysis.    Maintains continuous communication between examiner and analyst concerning 
financial issues and company operations.Thinking Creatively:     May design forms in order to attain information from 
licensed entities and potential licensees.    May create databases that contain information regarding licensee 
information.    May design tax forms that comply with legislative changes.Interacting With Computers:     Utilizes 
databases in order to upload and retrieve documents pertaining to an examination/analysis.    Utilizes software to 
extract sample from insurance company's financial records.    Utilizes software in order to receive, audit, and store data 
related to taxes and payments.Updating and Using Relevant Knowledge:     Attends continuing education training in 
order to keep designations up to date.Communicating with Persons Outside Organization:     Communicates with 
licensees and prospective licensees concerning inquiries regarding license requirements and compliance.    
Communicates with tax payers and other state agencies regarding filing requirements and any potential 
litigation.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains a variety of personal 
contacts with insurance company executives and other personnel, accountants, attorneys, actuaries, underwriters, and 
departmental associates to resolve problems uncovered in insurance examinations or analysis.Documenting/Recording 
Information:     May prepare reports reflecting dissenting opinions on significant issues which are not included in 
majority reports.    Records and stores examination and analytical procedures performed and findings.Performing 
Administrative Activities:     Signs affidavits for zone examinations which were led by examiners-in-charge from non-
accredited states.    Safeguards insurance company records and information.    Performs day-to-day administrative tasks 
such as maintaining information files and processing tax filings, analytical procedures, exam work papers, and other 
required filings.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Estimates work, time, 
and personnel resources associated with an exam plan.Developing Objectives and Strategies:     Generates job 
performance goals for subordinates.Staffing Organizational Units:     Assists director with interviewing, and selecting 
potential employees.Operating Vehicles, Mechanized Devices, or Equipment:     Travels both in state and out-of-state to 
perform or lead examinations which ensure compliance with accepted accounting principles and practices and 
adherence to state laws, rules, and regulations.    Schedules regular maintenance on state owned vehicles. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Business Acumen    Process Management    Ethics Values    Problem Solving    Written 
Communication    Listening    Building Effective Teams    Time ManagementKnowledge:    Knowledge of insurance 
principles    Advanced knowledge of accounting principles and practices, the financial markets, analysis and reporting of 
financial data    Knowledge of insurance law    Knowledge of administration and management    Intermediate knowledge 
of office productivity software included but not limited to Microsoft Office    Knowledge of computer applications    
Knowledge of statistics principlesSkills:    Complex Problem Solving    Advanced Critical Thinking    Reading 
Comprehension    Writing    Intermediate Deductive Reasoning Skills    Active Listening    Management of Personnel 



 TN Job Classification Specifications  
September 22, 2020 

Resources    Speaking    Active LearningAbilities:    Mathematical Reasoning    Written Comprehension    Oral Expression    
Problem Sensitivity    Written Expression    Oral Comprehension    Time Sharing 
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    CalculatorsOther office equipment as required 
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075680 - INSURANCE EXAM IN-CHARGE-CPA 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5012 
 
Minimum Qualifications: 
Education and Experience: Current designation as a Certified Public Accountant (CPA) recognized by the Tennessee State 
Board of Accountancy and experience equivalent to four years of professional accounting. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as a Certified Public Accountant recognized by the Tennessee State 
Board of Accountancy. A designation of Certified Financial Examiner (CFE) recognized by the National Association of 
Insurance Commissioners may be required. A valid motor vehicle operator license may be required.            Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under limited supervision, is responsible for credentialed professional insurance zone examination lead work 
of considerable difficulty in the analysis of the operations and financial solvency of insurance companies; and performs 
related work as required. Distinguishing Features: This is the lead level class in the credentialed Insurance Examiner-CPA 
sub series. An employee in this class serves as examiner-in-charge of insurance company zone examinations. Work 
involves performing planning functions, preliminary analytical reviews, and lead responsibilities. This class differs from 
the Insurance Examiner-CPA in that an incumbent of the latter typically participates in but does not lead zone 
examinations or leads non-zone examinations of Tennessee companies licensed in multiple states. 
 
Work Activities: 
Analyzing Data or Information:    Leads and/or performs zone and non-zone examinations, traveling both in-state and 
out-of-state to examine and audit insurance company annual financial statements, ledgers, accounts, and related 
computer documents to ensure compliance with accepted accounting principles and practices and adherence to state 
laws, rules, and regulations.Organizing, Planning and Prioritizing Work:    Leads and/or participates in creating the 
assessment of the oversight/analytical processes, holding company reviews and re-insurance contracts.    Leads and/or 
participates in the creation of exam time budgets to assess materiality, usefulness of independent CPA work papers, and 
the strength of internal controls.    Leads and/or participates in the planning questionnaire.    Leads and/or participates 
in the planning of non-zone examinations of all Tennessee companies not licensed in multiple states.Processing 
Information:    Leads and/or participates in the preparation of statements of income and disbursements, assets and 
liabilities, underwriting and investment exhibits, and necessary supporting schedules.    Leads and/or participates in 
checking the identification of company assets and liabilities.    Leads and/or participates in performing the confirmation 
and validation of the value of assets according to Generally Accepted Accounting Principles (GAAP) and Statutory 
Accounting Principles (SAP) accounting procedures.    Leads and/or participates preparing detailed complex insurance 
examination narrative reports.    Leads and/or participates in performing the verification of insurance company premium 
tax returns against financial statements to ensure that the proper amount has been paid.    Leads and/or participates in 
performing the preparation of detailed and complex insurance examination narrative reports and supporting financial 
and statistical documents and makes recommendations for corrective measures.Evaluating Information to Determine 
Compliance with Standards:    Leads and/or participates in reviewing insurance company claims and policy files to 
ensure proper and equitable treatment of policyholders.    Leads and/or participates in examining corporate structure, 
managerial procedures and practices, record-keeping systems, and marketing practices of insurance companies to 
determine statutory compliance and sound insurance business practices.    Leads and/or participates in the calculation 
of the amount of company liabilities, including commissions, taxes, bills, and stockholder and policyholder dividends to 
determine if ample reserves from policyholder surplus exist to cover company expenditures.    Leads and/or participates 
in conducting test checks and samplings of income and disbursement items and accounts maintained during the period 
of examination to determine statutory compliance and the use of sound business practices.    Leads and/or participates 
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in the assessment of penalties to companies failing to correctly pay premium taxes.Documenting/Recording 
Information:    Leads and/or participates in posting insurance company premium tax returns verified against financial 
statements to departmental ledger.Monitoring and Controlling Resources:    Leads and/or participates in processing the 
assessment of penalties to companies failing to correctly pay premium taxes.Judging the Qualities of Things, Services, or 
People:    Prepares reports reflecting dissenting opinions on significant issues which are not included in majority 
reports.Communicating with Supervisors, Peers, or Subordinates:    Interfaces with commissioner, department heads, 
and attorneys, regarding statutory, legislative, rulemaking requirements related to insurance companies.Establishing 
and Maintaining Interpersonal Relationships:    Establishes and maintains a variety of personal contacts with insurance 
company executives and other personnel, accountants, attorneys, actuaries, underwriters, and departmental associates 
to resolve problems uncovered in insurance examinations and explain, interpret, and enforce departmental policies and 
procedures and federal and state insurance laws, rules, and regulations.                                                                                                                    
Coordinating the Work and Activities of Others:    Assigns work to examiners.Communicating with Persons Outside 
Organization:    Answers inquiries from accountants, attorneys, actuaries, managers, underwriters, third party 
administrators, financial service providers.    Interfaces with Tennessee Insurance Association regarding statutory, 
legislative, rulemaking requirements related to insurance companies. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Functional/Technical Competencies    Process Management    Standing Alone    
Perseverance    Career Ambition    Written Communications    Boss RelationshipsKnowledge:    Advanced Knowledge of 
Microsoft Office Applications    Advanced Knowledge of Economics and Accounting Principles    Knowledge of Computer 
Applications    Knowledge of Clerical Procedures    Advanced Knowledge of Customer and Personal Service    Advanced 
Knowledge of Law and Government    Knowledge of MathematicsSkills:     Advanced Critical Thinking Skills    Complex 
Problem Solving Skills    Active Learning Skills    Active Listening Skills    Advanced Monitoring Skills    Advanced 
Instructing Skills    Coordination Skills    Advanced Negotiating Skills    Management of Material Resources Skills    
Management of Personnel Resources Skills    Time Management Skills    Reading Comprehension    Social Perceptiveness 
Skills    Persuasion SkillsAbilities:    Advanced Problem Sensitivity    Prioritization of Tasks    Attention to Detail    Writing 
Expression    Knowledge of Personnel and Human Resources    Deductive Reasoning    Information Ordering    Oral 
Comprehension    Oral Expression    Writing Comprehension 
 
Tools and Equipment Used: 
    Desktop or Laptop    Tablet    Calculator    Printer    Scanner    Copier    Fax Machine 
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075685 - INSURANCE EXAMINATION A DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3991 
 
Minimum Qualifications: 
Education and Experience: Current designation as a Certified Financial Examiner recognized by the National Association 
of Insurance Commissioners and experience equivalent to two years of insurance examination work as a Certified 
Financial Examiner, including one year of lead or supervisory insurance examination work. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as a Certified Financial Examiner recognized by the National 
Association of Insurance Commissioners. A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:Under general supervision, is responsible for professional insurance examination administrative work of 
average difficulty and supervisory work of considerable difficulty. Distinguishing Features: The employee in this class 
assists in planning and directing the activities of the Insurance Examination Section of the Department of Commerce and 
Insurance and supervises subordinate examiners conducting examinations of insurance companies. This class supervises 
and differs from Insurance Exam-In-Charge-CFE in that an incumbent of the latter leads a group of subordinate 
examiners. The incumbent of this class reports to the Insurance Examination Dir., who plans, organizes and directs 
statewide insurance examination activities and operations. 
 
Work Activities: 
Thinking Creatively:    Designs and implements examination and analysis processes and procedures.Evaluating 
Information to Determine Compliance with Standards:    Evaluates information submitted by Examiner in Charge to 
determine compliance in according to NAIC guidelines as well as Tennessee statutory and regulatory requirements.    
Ensures that processes and procedures are in accordance with NAIC guidelines as well as Tennessee statutory and 
regulatory requirements.    Assists Examiner in Charge with evaluating company operations to determine whether or not 
they are in compliance with NAIC guidelines as well as Tennessee statutory and regulatory requirements.    Evaluates 
whether or not corrective measures being taken by companies are accomplishing the plan's goals and objectives which 
are derived from financial and regulatory compliance.    Assists Examiner in Charge in evaluating monthly plans 
submitted by companies to determine whether the plan is reasonable and in accordance with NAIC guidelines as well as 
Tennessee statutory and regulatory requirements and recommended corrective measures if applicable.     Determines if 
applicant is in compliance with NAIC guidelines as well as Tennessee statutory and regulatory requirements in order to 
determine whether license will be issued.    Studies and evaluates examination methods and procedures.Interpreting the 
Meaning of Information for Others:    Interprets a variety of insurance matters pertaining to NAIC guidelines as well as 
Tennessee statutory and regulatory requirements.Coordinating the Work and Activities of Others:                             
Supervises subordinate examiner staff who will be conducting examinations and audits of insurance company’s 
operational and financial records to ensure compliance with NAIC guidelines as well as Tennessee statutory and 
regulatory requirements.    Supervises the preparation, review and filing of examination and analysis reports, and 
supporting financial and statistical documents to ensure accuracy and completeness of content.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Assists examiners, analysts, directors, and executive 
staff in determining time and cost required to perform individual tasks and entire projects.Updating and Using Relevant 
Knowledge:    Maintains an up-to-date working knowledge of NAIC accreditation requirements, accounting practices, 
procedures and any changes as they become proposed.    Maintains up-to-date on Tennessee statutory and regulatory 
changes.    Maintains up-to-date certification as a Certified Financial Examiner    Attends relevant training for insurance 
issues and regulatory trends.Developing Objectives and Strategies:    Develops objectives and strategies so that the 
department remains accredited with NAIC.    Assists in planning, organizing, and directing the activities of the Insurance 
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Examination Section within the Department of Commerce and Insurance.    Recommends changes to improve efficiency 
and quality of examinations.Coaching and Developing Others:    Provides training, advice and assistance to subordinates 
to certify that work product satisfies NAIC guidelines as well as Tennessee statutory and regulatory 
requirements.Provide Consultation and Advice to Others:    Provides consultation and advice to insurance companies 
and their representatives to ensure compliance with NAIC guidelines as well as Tennessee statutory and regulatory 
requirements.Making Decisions and Solving Problems:    Develops solutions that arise out of problems identified during 
examinations and analysis.    Develops solutions to non-compliance issues related to the processes, examiners, and/or 
companies.    Identifies staffing needs and submits recommendation to Director.    Assists Director in approving travel, 
time and attendance.Organizing, Planning, and Prioritizing Work:    May function as Examiner in Charge, in planning, 
organizing and supervising staff examiners or analyst.    Plans what personnel are assigned to each project.Getting 
Information:    Review the work of examiners or analyst that includes the individual’s progress and quality of work 
according to NAIC guidelines as well as Tennessee statutory and regulatory requirements.    Gathers information from 
NAIC and rating agencies regarding trends and other new and developing issues.    May gather information from 
accountants, actuaries, attorneys and companies that are being reviewed by the examiner or analyst.Identifying Objects, 
Actions, and Event:    Identifies non-compliance issues that are dependent upon the circumstances surrounding the 
examiner or analyst.    Identifies work priorities to ensure the most important work is completed 
first.Documenting/Recording Information:    Documents supervisory review by signing off on procedures and work 
papers.    Compiles reports based on research of information for submission to the Director based on priority and status 
of current jobs.    Compiles reports related to the planning of future jobs.    Documents job performance of assigned 
subordinates.Communicating with Supervisors, Peers, or Subordinates:    Provides advice to Examiner in Charge 
pertaining to the performance of job duties.    Provides regular project status updates to upper management and other 
departmental sections.    Maintains an open dialogue with internal business partners to ensure effective 
communication.Monitor Processes, Materials, or Surroundings:    Monitors the progress of examinations or analytical 
assignments, so that pertinent information can be relayed to supervisors and subordinates.    Monitors industry trends 
and current events so that problems can be detected and appropriate changes can be implemented.Staffing 
Organizational Units:    Assists director in recruiting, interviewing, selecting, hiring, and promoting employees in an 
organization.Judging the Qualities of Things, Services, or People:    Evaluates the performance of a subordinates job 
duties and responsibilities.Resolving Conflicts and Negotiating with Others:    Resolves conflicts within the workplace to 
ensure timely and efficient performance while maintaining positive working relationships.    Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Interacting 
With Computers:    Utilizes data from electronic data processing systems in order to accomplish work objectives.    
Utilizes Microsoft Office products such as Word, Excel, Access, and Outlook.Developing and Building Teams:    Modeling 
effective performance for co-workers and assigned subordinates to demonstrate a role model, encourage success in 
others, and enhance trust.    Identifying developmental opportunities appropriate for assigned subordinates to improve 
team development.Communicating with Persons outside the Organization:    Communicates with the public, NAIC, and 
other state departments as needed.    Collaborates with other states when conducting examinations.    Communicates 
with contractors, company representatives and management to obtain/provide required information, correct errors, 
and/or for clarification purposes.Training and Teaching Others:    Organizes training programs related to maintaining up-
to-date knowledge of insurance industry, regulatory practices and information systems.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains relationships with other state departments.    Establishes and 
maintains contacts with insurance company officials to discuss and explain examination and/or analytical progress and 
results. Monitoring and Controlling Resources:    Monitors the time and expense of examinations to ensure that the 
exam stays within approved budget.    Monitors the time and expense of contractors assisting with 
examinations.Scheduling Work and Activities:    Schedules events and activities related to examination and 
analysis.Operating Vehicles, Mechanized Devices, or Equipment:    May operate vehicle for the performance of daily job 
duties. 
 
Competencies (KSA’s): 
Competencies:    Written Communication                            Functional/Technical Competency                            Directing 
Others                          Process Management                   Problem Solving                          Sizing up People                          
Command Skills                          Fairness to Direct Reports                          Presentation Skills                       Motivating Others                  
Knowledge:    Advanced knowledge of NAIC examination and analysis procedures and accreditation requirements    
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Advanced knowledge of accounting principles and practices, the financial markets, analysis and reporting of financial 
data    Advanced knowledge of insurance laws, regulations, bulletins, and rules    Intermediate knowledge of 
administration and management    Intermediate knowledge of computer applications    Intermediate knowledge of 
office productivity software including but not limited to Microsoft office    Intermediate knowledge of Statistical 
PrinciplesSkills:            Managing Personnel Resources                                 Complex Problem Solving                          
Advanced Reading Comprehension                           Advanced Writing Skills                             Advanced Critical Thinking 
Skills                             Active Learning Skills                                Intermediate Deductive Reasoning Skills                                 
Time Management Skills                            Speaking Skills                            Coordination                               Social Perceptive 
Skills                               Active Listening Skills                               Persuasion Skills                          Negotiation                                            
Abilities:     Advanced Written Expression                     Oral Comprehension                    Problem Sensitivity                     
Written Comprehension                             Deductive Reasoning Ability                      Oral Expression                           
Mathematical Reasoning                            Inductive Reasoning                    Speech Recognition                     Flexibility of 
Closure                                            
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    Calculators 
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075684 - INSURANCE EXAMINATION DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3986 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075682 - INSURANCE EXAMINER 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5000 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting, or any other remaining business, mathematics, statistics, actuarial science, or 
computer science degree with at least nine quarter hours in accounting and experience equivalent to one year of full-
time responsible professional insurance examination work. Substitution of Experience for Education: Professional 
examining, accounting or auditing of financial records and management practices, or related professional 
financial/insurance experience in risk or policy/procedure analysis may substitute for the required education, including 
the accounting course work, on a year-to-year basis, to a maximum of four years.Substitution of Education for 
Experience: Graduate course work credit completed at an accredited college or university in accounting, business 
administration, finance, insurance, other acceptable related field may substitute for the required experience on a 
month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above 
listed fields may substitute for the required year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for non-credentialed professional insurance examination work of 
average difficulty in the analysis of the operations and financial solvency of insurance companies; and performs related 
work as required. Distinguishing Features: ,This is the working level class in the non-credentialed Insurance Examination 
sub-series, the entry level being subsumed by Insurance Examiner 1,. An employee in this class performs a wide variety 
of assignments in non-zone insurance company examinations and in zone examinations called by Tennessee and may 
serve as examiner-in-charge of non-zone examinations of the smallest Tennessee companies not licensed in multiple 
states. Work involves examining records and company statements and preparing reports to ensure that insurance 
company operations and financial conditions adhere to insurance laws, rules, and regulations. This class is flexibly 
staffed with and differs from Insurance Examiner 1, in that an incumbent of the latter functions at the entry level under 
immediate supervision. This class differs from Insurance Examiner 3 in that an incumbent of the latter performs duties 
of greater scope and complexity. 
 
Work Activities: 
Analyzing Data or Information:    Analyzes statements of income and disbursements, assets and liabilities, underwriting 
and investment exhibits and necessary supporting schedules.Getting Information:    Researches accounting practices, 
procedures, Tennessee statues, Tennessee rules and regulations, and other publicly available information regarding the 
financial condition of the company and trends of the industry.    Participates in insurance company examinations in 
order to determine solvency and regulatory compliance.    Obtains relevant information from required statutory filling in 
order to evaluate the solvency and regulatory compliance of a licensed entity.Processing Information:    Audits financial 
statements, operations, and business plans in order to determine financial solvency and compliance.    Calculates the 
amount of company liabilities, including commissions, taxes, bills, and stockholder and policyholder dividends to 
determine if ample reserves from policyholder surplus exist to cover company expenditures.    Applies Statutory 
Accounting Principles and Generally Accepted Accounting Principles in identifying and verifying company assets, 
liabilities, and surplus.    Conducts test checks and samplings of income and disbursement items and accounts 
maintained during the period of examination to determine statutory compliance and the use of sound business 
practices.Making Decisions and Solving Problems:    Makes recommendations for corrective measures based upon 
statutes cited in company examination reports.    Makes recommendations for corrective measures, approvals, denials 
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based on, analytical reviews, legal filings and supporting financial and statistical documents.    Enforces departmental 
policies and procedures as well as federal and state insurance laws, rules, and regulations.    Determines the timeliness 
and accuracy of premium tax fillings in order to assess, additional taxes, penalties, interest or refund excess payments, if 
applicable.Identifying Objects, Actions, and Events:    Identifies hazardous companies based on financial data and trends.    
Identifies financial trends in order to detect changes in operations or financial conditions.    Identifies the priority of an 
examination or analysis of a company based on size, financial condition and number of states company is licensed 
in.Organizing, Planning, and Prioritizing Work:    May occasionally plan non-zone examinations of the smallest Tennessee 
companies not licensed in multiple states by budgeting time, assessing materiality, reviewing independent CPA work 
papers to determine usefulness, evaluating controls, completing planning questionnaires, performing preliminary 
analytical reviews, reviewing holding company records and reinsurance records.    Assists the examiner-in-charge of a 
zone examination in planning the examination by budgeting time, assessing materiality, reviewing independent CPA 
work papers to determine usefulness, evaluating controls, completing planning questionnaires, performing preliminary 
analytical reviews, reviewing holding company records and reinsurance records, in accordance with NAIC Examiner 
Handbook.Evaluating Information to Determine Compliance with Standards:    Reviews insurance company legal 
documents for compliance with Tennessee statues and regulations.    Examines corporate structure, managerial 
procedures and practices, record-keeping systems, and marketing practices of insurance companies to determine 
statutory compliance and sound insurance business practices.    Reviews insurance company claims and policy files to 
ensure proper and equitable treatment of policyholders.    Audits insurance company premium tax returns against 
financial statements, Tennessee laws, and laws of the other states to ensure that the proper amount has been 
paid.Documenting/Recording Information:    Records and stores examination and analytical procedures performed and 
findings.Interacting With Computers:    Utilizes software to extract sample from insurance company's financial records.    
Utilizes databases in order to upload and retrieve documents pertaining to an examination/analysis.    Utilizes software 
in order to receive, audit, and store data related to taxes and payments.Communicating with Supervisors, Peers, or 
Subordinates:    Provides information on examination and analytical developments to the supervisor.    Maintains 
continuous communication between examiner and analyst concerning financial issues and company operations.    
Requests information on any concerns or issues from relevant sections prior to the initialization of an examination or 
quarterly analysis.Communicating with Persons Outside Organization:    Communicates with licensees and prospective 
licensees concerning inquiries regarding license requirements and compliance.Performing Administrative Activities:    
Performs day-to-day administrative tasks such as maintaining information files and processing tax filings, analytical 
procedures, exam work papers, and other required filings.    Safeguards insurance company records and 
information.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains a variety of personal 
contacts with insurance company executives and other personnel, accountants, attorneys, actuaries, underwriters, and 
departmental associates to resolve problems uncovered in insurance examinations or analysis.Operating Vehicles, 
Mechanized Devices, or Equipment:    Travels both in state and out-of-state to perform or lead examinations which 
ensure compliance with accepted accounting principles and practices and adherence to state laws, rules, and 
regulations.    Schedules regular maintenance on state owned vehicles. 
 
Competencies (KSA’s): 
Competencies:    Written Communication    Ethics Values    Functional Technical Companies    Technical Learning    
Listening    Self-Development    Time Management    Problem SolvingKnowledge:    Intermediate knowledge of 
accounting principles and practices, the financial markets, analysis and reporting of financial data.    Knowledge of 
computer applications    Intermediate knowledge of office productivity software included but not limited to Microsoft 
Office    Knowledge of statistics principlesSkills:    Reading Comprehension    Writing    Active Listening    Basic Deductive 
Reasoning Skills    Problem Solving    Intermediate Critical Thinking    Active Learning    SpeakingAbilities:    Mathematical 
Reasoning    Written Comprehension    Written Expression    Problem Sensitivity    Oral Comprehension    Oral Expression    
Time Sharing 
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    CalculatorsOther office equipment as required 
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075683 - INSURANCE EXAMINER 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3990 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in finance, 
business administration, accounting, or any other remaining business, mathematics, statistics, actuarial science, or 
computer science degree with at least nine quarter hours in accounting and experience equivalent to three years of full-
time responsible professional insurance examination work. Substitution of Experience for Education: Professional 
examining, accounting or auditing of financial records and management practices, or related professional 
financial/insurance experience in risk or policy/procedure analysis may substitute for the required education, including 
the accounting course work, on a year-to-year basis, to a maximum of four years.Substitution of Education for 
Experience: Graduate course work credit completed at an accredited college or university in accounting, business 
administration, finance, insurance, or other acceptable related field may substitute for the required experience on a 
month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above 
listed fields may substitute for the required year of experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for non-credentialed professional insurance examination work of 
considerable difficulty and non-zone examination lead work of average difficulty in the analysis of the operations and 
financial solvency of insurance companies; and performs related work as required. Distinguishing Features: This is the 
advanced working-level class in the non-credentialed Insurance Examination sub-series. An employee in this class 
performs a wide variety of assignments in non-zone insurance company examinations and in zone examinations called 
by Tennessee, or serves as examiner-in-charge of non-zone examinations of small to medium-sized Tennessee 
companies not licensed in multiple states. This work involves examining records and company statements and preparing 
reports for zone and non-zone examinations and performing planning functions, preliminary analytical reviews, and lead 
responsibilities for non-zone examinations. This class differs from Insurance Examiner 2 in that an incumbent of the 
latter performs duties of lesser scope and complexity. This class differs from Insurance Examiner - AFE in that an 
incumbent of the latter may participate in zone examinations not called by Tennessee. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Plans non-zone examinations of small to medium-sized Tennessee 
companies not licensed in multiple states by budgeting time, assessing materiality, reviewing independent CPA work 
papers to determine usefulness, evaluating controls, completing planning questionnaires, performing preliminary 
analytical reviews, reviewing holding company records and reinsurance records.    May plan non-zone examinations of 
the largest Tennessee companies not licensed in multiple states by budgeting time, assessing materiality, reviewing 
independent CPA work papers to determine usefulness, evaluating controls, completing planning questionnaires, 
performing preliminary analytical reviews, reviewing holding company records and reinsurance records.    Assists the 
examiner-in-charge of a zone examination in planning the examination by budgeting time, assessing materiality, 
reviewing independent CPA work papers to determine usefulness, evaluating controls, completing planning 
questionnaires, performing preliminary analytical reviews, reviewing holding company records and reinsurance records, 
in accordance with NAIC Examiner Handbook.    May occasionally serve as examiner-in-charge of non-zone 
examinations.Interpreting the Meaning of Information for Others:     Explains and interprets departmental policies and 
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procedures as well as federal and state insurance laws, rules, and regulations.Getting Information:     Participates in 
insurance company examinations in order to determine solvency and regulatory compliance.    Researches accounting 
practices, procedures, Tennessee statues, Tennessee rules and regulations, and other publicly available information 
regarding the financial condition of the company and trends of the industry.    Attains relevant information from 
required statutory filling in order to evaluate the solvency and regulatory compliance of a licensed entity.Processing 
Information:     Conducts test checks and samplings of income and disbursement items and accounts maintained during 
the period of examination to determine statutory compliance and the use of sound business practices.    Calculates the 
amount of company liabilities, including commissions, taxes, bills, and stockholder and policyholder dividends to 
determine if ample reserves from policyholder surplus exist to cover company expenditures.    Applies Statutory 
Accounting Principles and Generally Accepted Accounting Principles in identifying and verifying company assets, 
liabilities, and surplus.    Audits financial statements, operations, and business plans in order to determine financial 
solvency and compliance.Analyzing Data or Information:     Analyzes statements of income and disbursements, assets 
and liabilities, underwriting and investment exhibits and necessary supporting schedules.Evaluating Information to 
Determine Compliance with Standards:    Reviews insurance company claims and policy files to ensure proper and 
equitable treatment of policyholders.    Reviews insurance company legal documents for compliance with Tennessee 
statues and regulations.    Examines corporate structure, managerial procedures and practices, record-keeping systems, 
and marketing practices of insurance companies to determine statutory compliance and sound insurance business 
practices.    Prepares detailed and complex insurance examination narrative reports and supporting financial and 
statistical documents.    Audits insurance company premium tax returns against financial statements, Tennessee laws, 
and laws of the other states to ensure that the proper amount has been paid.Making Decisions and Solving Problems:    
Makes recommendations for corrective measures, approvals, denials based on, analytical reviews, legal filings and 
supporting financial and statistical documents.    Makes recommendations for corrective measures based upon statutes 
cited in company examination reports.    Enforces departmental policies and procedures as well as federal and state 
insurance laws, rules, and regulations.    Determines the timeliness and accuracy of premium tax fillings in order to 
assess, additional taxes, penalties, interest or refund excess payments, if applicable.Identifying Objects, Actions, and 
Events:     Identifies financial trends in order to detect changes in operations or financial conditions.    Identify hazardous 
companies based on financial data and trends.    Identifies the priority of an examination or analysis of a company based 
on size, financial condition and number of states company is licensed in.Judging the Qualities of Things, Services, or 
People:     May review examiners' and/or analysts' work papers to ensure that findings and conclusions are supported.    
May complete performance evaluations for each examiner on an examination.Documenting/Recording Information:     
Records and stores examination and analytical procedures performed and findings.Training and Teaching Others:     
Assists the examiner-in-charge with training of subordinate employees.Monitor Processes, Materials, or Surroundings:     
Monitors progress of examination according to exam plan to identify deviations from the said plan and adjusts plans 
accordingly.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Estimates work, time, and 
personnel resources associated with an exam plan.Thinking Creatively:     May design forms in order to attain 
information from licensed entities and potential licensees.    May create databases that contain information regarding 
licensee information. Interacting With Computers:     Utilizes databases in order to upload and retrieve documents 
pertaining to an examination/analysis.    Utilizes software to extract sample from insurance company's financial records.    
Utilizes software in order to receive, audit, and store data related to taxes and payments.Communicating with Persons 
Outside Organization:     Communicates with licensees and prospective licensees concerning inquiries regarding license 
requirements and compliance.    Communicates with tax payers and other state agencies regarding filing requirements 
and any potential litigation.Communicating with Supervisors, Peers, or Subordinates:    Provides information on 
examination and analytical developments to the supervisor.    Requests information on any concerns or issues from 
relevant sections prior to the initialization of an examination or quarterly analysis.    Maintains continuous 
communication between examiner and analyst concerning financial issues and company operations.Performing 
Administrative Activities:     Safeguards insurance company records and information.    Performing day-to-day 
administrative tasks such as maintaining information files and processing tax filings, analytical procedures, exam work 
papers, and other required filings.Coordinating the Work and Activities of Others:    May assign work to examiners or 
analysts.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains a variety of personal 
contacts with insurance company executives and other personnel, accountants, attorneys, actuaries, underwriters, and 
departmental associates to resolve problems uncovered in insurance examinations or analysis.Operating Vehicles, 
Mechanized Devices, or Equipment:     Travels both in state and out-of-state to perform or lead examinations which 
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ensure compliance with accepted accounting principles and practices and adherence to state laws, rules, and 
regulations.    Schedules regular maintenance on state owned vehicles. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Written Communication    Listening    Time Management    Decision Quality    
Problem Solving    Functional Technical Competencies    Ethics Values    Self-Development    Process 
ManagementKnowledge:    Knowledge of insurance principles    Intermediate knowledge of office productivity software 
included but not limited to Microsoft Office    Advanced knowledge of accounting principles and practices, the financial 
markets, analysis and reporting of financial data    Knowledge of insurance law    Knowledge of computer applications    
Knowledge of statistics principles    Knowledge of administration and managementSkills:    Intermediate Critical Thinking    
Writing    Reading Comprehension    Problem Solving    Active Listening    Basic Deductive Reasoning Skills    Active 
Learning    SpeakingAbilities:    Mathematical Reasoning    Written Comprehension    Written Expression    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Time Sharing 
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    CalculatorsOther office equipment as required 
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075687 - INSURANCE EXAMINER-AFE 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5007 
 
Minimum Qualifications: 
Education and Experience: Education and Experience: Current designation as an Accredited Financial Examiner or 
Certified Financial Examiner recognized by the National Association of Insurance Commissioners. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as an Accredited Financial Examiner or Certified Financial Examiner 
recognized by the National Association of Insurance Commissioners. A valid motor vehicle operator license may be 
required. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for credentialed professional insurance zone examination work of 
average difficulty in the analysis of the operations and financial solvency of insurance companies; and performs related 
work as required. Distinguishing Features: This is the working level class in the credentialed Insurance Examiner sub-
series. An employee in this class participates in insurance company zone examinations and may also participate in 
certain non-zone examinations or serve as examiner-in-charge of non-zone examinations of the largest Tennessee 
companies not licensed in multiple states. Work involves examining records and company statements and preparing 
reports for zone and non-zone examinations and performing planning functions, preliminary analytical reviews, and lead 
responsibilities for non-zone examinations. This class differs from Insurance Examiner 3 in that an incumbent of the 
latter is not a credentialed insurance examiner and performs duties of lesser scope and complexity. This class differs 
from Insurance Examiner-CFE in that an incumbent of the latter may serve as examiner-in-charge of zone examinations. 
 
Work Activities: 
Analyzing Data or Information:    Analyzes statements of income and disbursements, assets and liabilities, underwriting 
and investment exhibits and necessary supporting schedules.Processing Information:     Conducts test checks and 
samplings of income and disbursement items and accounts maintained during the period of examination to determine 
statutory compliance and the use of sound business practices.    Calculates the amount of company liabilities, including 
commissions, taxes, bills, and stockholder and policyholder dividends to determine if ample reserves from policyholder 
surplus exist to cover company expenditures.    Applies Statutory Accounting Principles and Generally Accepted 
Accounting Principles in identifying and verifying company assets, liabilities, and surplus.    Audits financial statements, 
operations, and business plans in order to determine financial solvency and compliance.Organizing, Planning, and 
Prioritizing Work:     Plans non-zone examinations of small to medium-sized Tennessee companies not licensed in 
multiple states by budgeting time, assessing materiality, reviewing independent CPA work papers to determine 
usefulness, evaluating controls, completing planning questionnaires, performing preliminary analytical reviews, 
reviewing holding company records and reinsurance records.    May plan non-zone examinations of the largest 
Tennessee companies not licensed in multiple states by budgeting time, assessing materiality, reviewing independent 
CPA work papers to determine usefulness, evaluating controls, completing planning questionnaires, performing 
preliminary analytical reviews, reviewing holding company records and reinsurance records.    Assists the examiner-in-
charge of a zone examination in planning the examination by budgeting time, assessing materiality, reviewing 
independent CPA work papers to determine usefulness, evaluating controls, completing planning questionnaires, 
performing preliminary analytical reviews, reviewing holding company records and reinsurance records, in accordance 
with NAIC Examiner Handbook.    May occasionally serve as examiner-in-charge of non-zone examinations.Interpreting 
the Meaning of Information for Others:     Explains and interprets departmental policies and procedures as well as 
federal and state insurance laws, rules, and regulations.Evaluating Information to Determine Compliance with 
Standards:     Reviews insurance company claims and policy files to ensure proper and equitable treatment of 
policyholders.    Reviews insurance company legal documents for compliance with Tennessee statues and regulations.    
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Examines corporate structure, managerial procedures and practices, record-keeping systems, and marketing practices of 
insurance companies to determine statutory compliance and sound insurance business practices.    Prepares detailed 
and complex insurance examination narrative reports and supporting financial and statistical documents.    Audits 
insurance company premium tax returns against financial statements, Tennessee laws, and laws of the other states to 
ensure that the proper amount has been paid.Getting Information:     Participates in insurance company examinations in 
order to determine solvency and regulatory compliance.    Researches accounting practices, procedures, Tennessee 
statues, Tennessee rules and regulations, and other publicly available information regarding the financial condition of 
the company and trends of the industry.    Attains relevant information from required statutory filling in order to 
evaluate the solvency and regulatory compliance of a licensed entity.Making Decisions and Solving Problems:     Makes 
recommendations for corrective measures, approvals, denials based on, analytical reviews, legal filings and supporting 
financial and statistical documents.    Makes recommendations for corrective measures based upon statutes cited in 
company examination reports.    Enforces departmental policies and procedures as well as federal and state insurance 
laws, rules, and regulations.    Determines the timeliness and accuracy of premium tax fillings in order to assess, 
additional taxes, penalties, interest or refund excess payments, if applicable.Identifying Objects, Actions, and Events:    
Identifies financial trends in order to detect changes in operations or financial conditions.    Identify hazardous 
companies based on financial data and trends.    Identifies the priority of an examination or analysis of a company based 
on size, financial condition and number of states company is licensed in.Judging the Qualities of Things, Services, or 
People:    May review examiners' and/or analysts' work papers to ensure that findings and conclusions are supported.    
May complete performance evaluations for each examiner on an examination.Training and Teaching Others:     Assists 
the examiner-in-charge with training of subordinate employees.Documenting/Recording Information:     Records and 
stores examination and analytical procedures performed and findings.Communicating with Supervisors, Peers, or 
Subordinates:    Provides information on examination and analytical developments to the supervisor.    Requests 
information on any concerns or issues from relevant sections prior to the initialization of an examination or quarterly 
analysis.    Maintains continuous communication between examiner and analyst concerning financial issues and 
company operations.Thinking Creatively:    May design forms in order to attain information from licensed entities and 
potential licensees.    May create databases that contain information regarding licensee information.Updating and Using 
Relevant Knowledge:     Attends continuing education training in order to keep designations up to date.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimates work, time, and personnel resources 
associated with an exam plan.Interacting With Computers:     Utilizes databases in order to upload and retrieve 
documents pertaining to an examination/analysis.    Utilizes software to extract sample from insurance company's 
financial records.    Utilizes software in order to receive, audit, and store data related to taxes and 
payments.Communicating with Persons Outside Organization:     Communicates with licensees and prospective licensees 
concerning inquiries regarding license requirements and compliance.    Communicates with tax payers and other state 
agencies regarding filing requirements and any potential litigation.Coordinating the Work and Activities of Others:     
May assign work to examiners or analysts.Monitor Processes, Materials, or Surroundings:     Monitors progress of 
examination according to exam plan to identify deviations from the said plan and adjusts plans accordingly.Performing 
Administrative Activities:     Safeguards insurance company records and information.    Performs day-to-day 
administrative tasks such as maintaining information files and processing tax filings, analytical procedures, exam work 
papers, and other required filings.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains 
a variety of personal contacts with insurance company executives and other personnel, accountants, attorneys, 
actuaries, underwriters, and departmental associates to resolve problems uncovered in insurance examinations or 
analysis.Operating Vehicles, Mechanized Devices, or Equipment:     Travels both in state and out-of-state to perform or 
lead examinations which ensure compliance with accepted accounting principles and practices and adherence to state 
laws, rules, and regulations.    Schedules regular maintenance on state owned vehicles. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Ethics Values    Written Communication    Listening    Time Management    Decision 
Quality    Problem Solving    Process Management    Building Effective TeamsKnowledge:    Advanced knowledge of 
accounting principles and practices, the financial markets, analysis and reporting of financial data    Knowledge of 
insurance principles    Intermediate knowledge of office productivity software included but not limited to Microsoft 
Office    Knowledge of insurance law    Knowledge of computer applications    Knowledge of administration and 
management    Knowledge of statistics principlesSkills:    Writing    Reading Comprehension    Complex Problem Solving    
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Active Listening    Advanced Critical Thinking    Intermediate Deductive Reasoning Skills    Active Learning    Speaking 
Abilities:    Mathematical Reasoning    Written Comprehension    Written Expression    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Time Sharing 
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    CalculatorsOther office equipment as required. 
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075688 - INSURANCE EXAMINER-CFE 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3997 
 
Minimum Qualifications: 
Education and Experience: Current designation as a Certified Financial Examiner recognized by the National Association 
of Insurance Commissioners. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as a Certified Financial Examiner recognized by the National 
Association of Insurance Commissioners. A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for credentialed professional insurance zone examination work of 
considerable difficulty and zone and non-zone examination lead work of average difficulty in the analysis of the 
operations and financial solvency of insurance companies; and performs related work as required. Distinguishing 
Features: This is the advanced working level class in the credentialed Insurance Examiner sub-series. An employee in this 
class assists the examiner-in-charge of insurance company zone examinations, serves as examiner-in-charge of non-zone 
examinations of Tennessee companies licensed in multiple states, or may occasionally function as the examiner-in-
charge of zone examinations. Work involves examining records and company statements, preparing reports, and 
performing planning functions, preliminary analytical reviews, and lead responsibilities. This class differs from Insurance 
Examiner-AFE in that an incumbent of the latter may participate in but does not usually assist the examiner-in-charge of 
zone examinations. This class differs from Examiner-In-Charge-CFE in that an incumbent of the latter always serves as an 
examiner-in-charge. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:     Assists the examiner-in-charge of a zone examination in planning the 
examination by budgeting time, assessing materiality, reviewing independent CPA work papers to determine usefulness, 
evaluating controls, completing planning questionnaires, performing preliminary analytical reviews, reviewing holding 
company records and reinsurance records, in accordance with NAIC Examiner Handbook.    Develops and implements 
plans for examinations through budgeting time, assessing materiality, reviewing independent CPA work papers to 
determine usefulness, evaluating controls, completing planning questionnaires, performing preliminary analytical 
reviews, reviewing holding company records and reinsurance records, in accordance with NAIC Examiner Handbook.    
May serve as examiner-in-charge of zone and non-zone examinations.Analyzing Data or Information:     Analyzes 
statements of income and disbursements, assets and liabilities, underwriting and investment exhibits and necessary 
supporting schedules.Processing Information:     Conducts test checks and samplings of income and disbursement items 
and accounts maintained during the period of examination to determine statutory compliance and the use of sound 
business practices.    Calculates the amount of company liabilities, including commissions, taxes, bills, and stockholder 
and policyholder dividends to determine if ample reserves from policyholder surplus exist to cover company 
expenditures.    Applies Statutory Accounting Principles and Generally Accepted Accounting Principles in identifying and 
verifying company assets, liabilities, and surplus.    Audits financial statements, operations, and business plans in order 
to determine financial solvency and compliance.Evaluating Information to Determine Compliance with Standards:     
Reviews insurance company claims and policy files to ensure proper and equitable treatment of policyholders.    Reviews 
insurance company legal documents for compliance with Tennessee statues and regulations.    Examines corporate 
structure, managerial procedures and practices, record-keeping systems, and marketing practices of insurance 
companies to determine statutory compliance and sound insurance business practices.    Prepares detailed and complex 
insurance examination narrative reports and supporting financial and statistical documents.    Audits insurance company 
premium tax returns against financial statements, Tennessee laws, and laws of the other states to ensure that the 
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proper amount has been paid.Resolving Conflicts and Negotiating with Others:     Reports unresolved differences to the 
chief examiner and zone secretary on zone examinations.    Prepares examination reports in consultation with 
examiners, incorporating dissenting opinions, if any.Getting Information:     Participates in insurance company 
examinations in order to determine solvency and regulatory compliance.    Researches accounting practices, procedures, 
Tennessee statues, Tennessee rules and regulations, and other publicly available information regarding the financial 
condition of the company and trends of the industry.    Attains relevant information from required statutory filling in 
order to evaluate the solvency and regulatory compliance of a licensed entity. Interpreting the Meaning of Information 
for Others:     Explains and interprets departmental policies and procedures as well as federal and state insurance laws, 
rules, and regulations.Making Decisions and Solving Problems:     Makes recommendations for corrective measures, 
approvals, denials based on, analytical reviews, legal filings and supporting financial and statistical documents.    Makes 
recommendations for corrective measures based upon statutes cited in company examination reports.    Enforces 
departmental policies and procedures as well as federal and state insurance laws, rules, and regulations.    Determines 
the timeliness and accuracy of premium tax fillings in order to assess, additional taxes, penalties, interest or refund 
excess payments, if applicable.Judging the Qualities of Things, Services, or People:     Reviews examiners' and/or 
analysts' work papers to ensure that findings and conclusions are supported.    Completes performance evaluations for 
each examiner on an examination.Identifying Objects, Actions, and Events:     Identifies financial trends in order to 
detect changes in operations or financial conditions.    Identifies hazardous companies based on financial data and 
trends.    Identifies the priority of an examination or analysis of a company based on size, financial condition and number 
of states company is licensed in.Training and Teaching Others:     Assists the examiner-in-charge with training of 
subordinate employees.Documenting/Recording Information:     May prepare reports reflecting dissenting opinions on 
significant issues which are not included in majority reports.    Records and stores examination and analytical procedures 
performed and findings.Monitor Processes, Materials, or Surroundings:     Monitors progress of examination according 
to exam plan to identify deviations from the said plan and adjusts plans accordingly.    Monitors progress of financial 
analysis for compliance according to the schedule established by the NAIC.Thinking Creatively:     May design forms in 
order to attain information from licensed entities and potential licensees.    May create databases that contain 
information regarding licensee information.    May design tax forms that comply with legislative changes.Communicating 
with Supervisors, Peers, or Subordinates:     Provides information on examination and analytical developments to the 
supervisor.    May make contact with examiners to furnish and obtain information about examination developments and 
problems.    Requests information on any concerns or issues from relevant sections prior to the initialization of an 
examination or quarterly analysis.    Maintains continuous communication between examiner and analyst concerning 
financial issues and company operations.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates work, time, and personnel resources associated with an exam plan.Coordinating the Work and Activities of 
Others:     Assigns work to examiners or analysts.Interacting With Computers:     Utilizes databases in order to upload 
and retrieve documents pertaining to an examination/analysis.    Utilizes software to extract sample from insurance 
company's financial records.    Utilizes software in order to receive, audit, and store data related to taxes and 
payments.Updating and Using Relevant Knowledge:     Attends continuing education training in order to keep 
designations up to date.Communicating with Persons Outside Organization:     Communicates with licensees and 
prospective licensees concerning inquiries regarding license requirements and compliance.    Communicates with tax 
payers and other state agencies regarding filing requirements and any potential litigation.Staffing Organizational Units:     
Assists director with interviewing, and selecting potential employees.Performing Administrative Activities:     Signs 
affidavits for zone examinations which were led by examiners-in-charge from non-accredited states.    Safeguards 
insurance company records and information.    Performs day-to-day administrative tasks such as maintaining 
information files and processing tax filings, analytical procedures, exam work papers, and other required 
filings.Establishing and Maintaining Interpersonal Relationships:     Establishes and maintains a variety of personal 
contacts with insurance company executives and other personnel, accountants, attorneys, actuaries, underwriters, and 
departmental associates to resolve problems uncovered in insurance examinations or analysis.Operating Vehicles, 
Mechanized Devices, or Equipment:     Travels both in state and out-of-state to perform or lead examinations which 
ensure compliance with accepted accounting principles and practices and adherence to state laws, rules, and 
regulations.    Schedules regular maintenance on state owned vehicles. 
 
Competencies (KSA’s): 
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Competencies:    Ethics Values    Business Acumen    Written Communication    Listening    Time Management    Decision 
Quality    Problem Solving    Process Management    Building Effective TeamsKnowledge:    Advanced Knowledge of 
Accounting Principles and Practices, The Financial Markets, Analysis And Reporting Of Financial Data    Knowledge of 
Insurance Principles    Intermediate Knowledge of Office Productivity Software Included But Not Limited to Microsoft 
Office    Knowledge of Insurance Law    Knowledge of Administration and Management    Knowledge of Computer 
Applications    Knowledge of Statistics PrinciplesSkills:    Reading Comprehension    Complex Problem Solving    Advanced 
Critical Thinking    Writing    Management of Personnel Resources    Intermediate Deductive Reasoning Skills    Active 
Listening    Active Learning    SpeakingAbilities:    Mathematical Reasoning    Written Expression    Oral Expression    
Written Comprehension    Oral Comprehension    Problem Sensitivity    Time Sharing 
 
Tools and Equipment Used: 
    Scanner    Copier    Fax Machines    Printers    Computers    CalculatorsOther office equipment as required 
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075681 - INSURANCE EXAMINER-CPA 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5013 
 
Minimum Qualifications: 
Education and Experience: Current designation as a Certified Public Accountant recognized by the Tennessee State 
Board of Accountancy. 
 
Other Requirements: 
Necessary Special Qualifications: Current designation as a Certified Public Accountant recognized by the Tennessee State 
Board of Accountancy. A valid motor vehicle operator license may be required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for credentialed professional insurance zone and non-zone 
examination work of considerable difficulty and performs related work as required. Distinguishing Features: This is the 
entry level class in the credentialed Insurance Examiner CPA Sub series. An employee in this class assists the examiner-
in-charge of insurance company zone examinations, and serves as examiner-in-charge of non-zone examinations of 
Tennessee companies licensed or registered in multiple states, or may occasionally function as the examiner-in-charge 
of zone examinations. Work involves examining corporate records and company statements, preparing reports, and 
performing planning functions, preliminary analytical reviews, and lead responsibilities. This class differs from Insurance 
Examiner-In-Charge-CPA in that an incumbent of the latter always serves as an examiner-in-charge. 
 
Work Activities: 
Analyzing Data or Information:    Performs zone and non-zone examinations, traveling both in-state and out-of-state to 
examine and audit insurance company annual financial statements, ledgers, accounts, and related computer documents 
to ensure compliance with Generally Accepted Accounting Principles (GAAP) and practices and adherence to state laws, 
rules, and regulations. Organizing, Planning and Prioritizing Work:    Assesses the oversight/analytical processes, holding 
company reviews and re-insurance contracts.    Completes planning questionnaire.    Plans non-zone examinations of the 
smallest Tennessee companies not licensed in multiple states. Processing Information:    Prepares statements of income 
and disbursements, assets and liabilities, underwriting and investment exhibits, and necessary supporting schedules.    
Identifies company assets and liabilities.    Confirms and validates the value of assets according to Generally Accepted 
Accounting Principles (GAAP) and Statutory Accounting Principles (SAP) accounting procedures.    Prepares detailed and 
complex insurance examination narrative reports.    Verifies insurance company premium tax returns against financial 
statements to ensure that the proper amount has been paid.    Prepares detailed and complex insurance examination 
narrative reports and supporting financial and statistical documents and makes recommendations for corrective 
measures. Evaluating Information to Determine Compliance with Standards:    Reviews insurance company claims and 
policy files to ensure proper and equitable treatment of policyholders.    Examines corporate structure, managerial 
procedures and practices, record-keeping systems, and marketing practices of insurance companies to determine 
statutory compliance and sound insurance business practices.    Conducts test checks and samplings of income and 
disbursement items and accounts maintained during the period of examination to determine statutory compliance and 
the use of sound business practices.    Calculates the amount of company liabilities, including commissions, taxes, bills, 
and stockholder and policyholder dividends to determine if ample reserves from policyholder surplus exist to cover 
company expenditures.    Assesses penalties to companies failing to correctly pay premium taxes.Judging the Qualities of 
Things, Services, or People:    Prepares reports reflecting dissenting opinions on significant issues which are not included 
in majority reports.Documenting/Recording Information:    Posts insurance company premium tax returns verified 
against financial statements to departmental ledger.  Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains a variety of personal contacts with insurance company executives and other personnel, 
accountants, attorneys, actuaries, underwriters, and departmental associates to resolve problems uncovered in 
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insurance examinations and explain, interpret, and enforce departmental policies and procedures and federal and state 
insurance laws, rules, and regulations.  Monitoring and Controlling Resources:     Processes assessed penalties to 
companies failing to correctly pay premium taxes.  Communicating with Supervisors, Peers, or Subordinates:    Interfaces 
with commissioner, department heads, and attorneys, regarding statutory, legislative, rulemaking requirements related 
to insurance companies.    Provides information on examination developments to the examiner-in-charge.  
Communicating with Persons Outside Organization:    Answers inquiries from accountants, attorneys, actuaries, 
managers, underwriters, third party administrators, financial service providers.    Interfaces with Tennessee Insurance 
Association regarding statutory, legislative, rulemaking requirements related to insurance companies. Coordinating the 
Work and Activities of Others:    May assign work to examiners. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Career Ambition    Functional/Technical Competencies    Boss Relationships    
Perseverance    Process Management    Standing Alone    Written CommunicationsKnowledge:    Intermediate 
Knowledge of Microsoft Office Applications    Knowledge of Economics and Accounting Principles    Knowledge of 
Computer Applications    Knowledge of Customer and Personal Service    Knowledge of Mathematics    Knowledge of 
Clerical Procedures    Basic Knowledge of Law and GovernmentSkills:    Complex Problem Solving Skills    Active Learning 
Skills    Active Listening Skills    Basic Critical Thinking Skills    Reading Comprehension    Social Perceptiveness Skills    
Instructing Skills    Time Management Skills    Coordination Skills    Negotiating Skills    Persuasion Skills    Management of 
Material Resources Skills    Management of Personnel Resources Skills    Monitoring SkillsAbilities:    Problem Sensitivity    
Attention to Detail    Deductive Reasoning    Prioritization of Tasks    Writing Comprehension    Writing Expression    
Information Ordering    Oral Comprehension    Oral Expression 
 
Tools and Equipment Used: 
    Desktop or Laptop    Tablet    Calculator    Printer    Scanner    Copier    Fax Machine 
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075647 - INSURANCE FINANCIAL ANALYST 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  9120 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting, 
finance, economics, insurance, risk management or a related field and one year of professional experience in any of the 
following fields: accounting; auditing of financial records and management practices; or financial/insurance work in risk 
or policy/procedure analysis. Substitution of Education for Experience: Graduation from an accredited college or 
university with a master’s degree in Business Administration or Accounting.  
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for risk-focused financial analysis for insurance companies of average 
difficulty; and performs related work as required.                                                                                                      Distinguishing 
Features: This is the working level class in the Insurance Financial Analyst series. An employee in this class is responsible 
for identifying risks for insurance companies by providing continuous off-site monitoring of an insurance company’s 
financial condition, monitoring internal/external changes relating to all aspects of the company to identify risks and 
works with examinations staff to review specific risks for on-site examination. This class differs from the Insurance 
Financial Analyst SR in that an incumbent of the latter functions in a lead role and is assigned more complex insurance 
companies to analyze, which may include companies with a higher premium volume, larger net worth, or higher priority 
rating.    
 
Work Activities: 
 Analyzes several risk categories within an insurance company to determine current and prospective financial solvency 
of the company: follows assessment procedures outlined in the National Association of Insurance Commissioner’s (NAIC) 
Financial Analysis Handbook; fills out risk assessment charts; interprets TN rules and regulations are ensures compliance.     
Gathers all relevant information needed to conduct analysis of a company: obtains insurer’s statutory and audited 
financial statements and all related supplemental regulatory filings (e.g. actuarial opinions, Enterprise Risk Reports, 
holding company filings, etc.); pulls insurer’s financial profile information from the NAIC application; searches for any 
other outside sources of information that may be relevant to analysis such as Securities and Exchange Commission 
filings, earning calls and releases, public news reports, etc.    Determines and ensures that companies comply with NAIC 
standards/guidelines and Tennessee state laws, rules, and regulations through appraising all gathered information of a 
company.    Documents and summarizes results of analysis and assessment of risks: updates the Insurer Profile Summary 
and/or Group Profile Summary in designated audit software; presents results of analysis to division leadership and other 
regulators and makes recommendations based on findings.    Corresponds with company executives, department staff, 
and other state, federal, or international regulators to investigate issues identified, evaluate company responses and 
propose additional regulatory actions if warranted; conducts follow-ups on issues identified by other regulators.   
Attends NAIC working group calls: takes notes of information discussed and specific updates about companies or 
processes.  
 
Competencies (KSA’s): 
Competencies: Business Acumen Ethics and Values Functional/Technical Competency Integrity and Trust Learning on the 
fly Listening Organizing Priority Setting Time Management Written Communications Knowledge: Administration and 
Management Computers and Electronics Customer and Personal Service Economics and Accounting English Language 
Law and Government Mathematics Skills: Active Learning Active Listening Critical Thinking Judgment and Decision 
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Making Reading Comprehension Speaking Time Management  Writing Abilities: Deductive Reasoning Fluency of Ideas 
Inductive Reasoning Information Ordering Mathematic Reasoning Number Facility Oral Comprehension Oral Expression 
Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer  Phone  Copier/Scanner Printer 
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075648 - INSURANCE FINANCIAL ANALYST SR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  9122 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting, 
finance, economics, insurance, risk management or a related field* and two years of experience in accounting or 
auditing of financial records or management practices or financial/insurance experience in risk or policy/procedure 
analysis. *If you do not have an accounting degree, you must prove that you have successfully completed ALL of the 
following courses (you must provide a copy of the college transcripts to verify these courses):a.       Accounting 
Fundamentals (6 semester hours)b.      Finance or Economics (3 semester hours)c.       Business Law (3 semester hours)  
 
Other Requirements: 
Necessary Special Qualifications: Designated as either: an Associate Professional in Insurance Regulation from the 
National Association of Insurance Commissioners, a Certified Financial Examiner from the Society of Financial Examiners, 
or a Certified Public Accountant.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for complex risk-focused financial analysis for insurance companies 
of considerable difficulty; and performs related work as required.                                                                                                      
Distinguishing Features: This is the lead level class in the Insurance Financial Analyst series. An employee in this class is 
responsible for leading others and identifying risks for insurance companies by providing continuous off-site monitoring 
of complex insurance company’s financial condition, monitoring internal/external changes relating to all aspects of the 
company and works with examinations staff to review specific risks for on-site examination. This class differs from the 
Insurance Financial Analyst in that an incumbent of the latter functions in a working level role and analyzes less complex 
insurance companies, which may include companies with lower premium volume, lower net worth, or lower priority 
ratings. This class differs from the Insurance Financial Analysis Manager in that an incumbent of the latter is responsible 
for supervising a team of Financial Analysts and reviews all documentation of assessments conducted.  
 
Work Activities: 
 Analyzes several risk categories within a complex insurance company to determine current and prospective financial 
solvency of the company: follows assessment procedures outlined in the National Association of Insurance 
Commissioner’s (NAIC) Financial Analysis Handbook; fills out risk assessment charts; interprets TN rules and regulations 
are ensures compliance.     Serves as a subject matter expert for lower level employees: answers questions regarding 
analysis and procedures; assists with gathering all relevant information for an insurance company; aides in ensuring 
documentation provides enough detail and contains all necessary information; provides guidance on recommendations 
that employees should conclude based on their analysis.     Gathers all relevant information needed to conduct analysis 
of a company: obtains insurer’s statutory and audited financial statements and all related supplemental regulatory 
filings (e.g. actuarial opinions, Enterprise Risk Reports, holding company filings, etc.); pulls insurer’s financial profile 
information from the NAIC application; searches for any other outside sources of information that may be relevant to 
analysis such as Securities and Exchange Commission filings, earning calls and releases, public news reports, etc.    
Determines and ensures that companies comply with NAIC standards/guidelines and Tennessee state laws, rules, and 
regulations through appraising all gathered information of a company.    Provides detailed documentation and 
thoroughly summarizes results of analysis and assessment of risks: updates the Insurer Profile Summary and/or Group 
Profile Summary in designated audit software; presents results of analysis to division leadership and other regulators 
and makes recommendations based on findings.   Corresponds with company executives, department staff, and other 
state, federal, or international regulators to investigate issues identified, evaluate company responses and propose 
additional regulatory actions if warranted; conducts follow-ups on issues identified by other regulators.   Participates in 
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NAIC working group calls: takes notes of information discussed and specific updates about companies or processes; 
provides input on topics when necessary.   
 
Competencies (KSA’s): 
Competencies: Business Acumen Ethics and Values Functional/Technical Competency Integrity and Trust Intellectual 
Horsepower Listening Organizing Priority Setting Time Management Written Communications Knowledge: 
Administration and Management Computers and Electronics Customer and Personal Service Economics and Accounting 
English Language Law and Government Mathematics Skills: Active Listening  Complex Problem Solving Critical Thinking 
Judgement and Decision Making Reading Comprehension Social Perceptiveness Time Management  Writing Abilities: 
Deductive Reasoning Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Number 
Facility  Oral Comprehension Oral Expression Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Phone  Copier/Scanner Printer  
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075649 - INSURANCE FINANCIAL MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  9125 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in accounting, 
finance, economics, insurance, risk management or a related field and five years of experience in any of the following: 
accounting, auditing of financial records and management practices, or financial/insurance work in risk or 
policy/procedure analysis.  
 
Other Requirements: 
Necessary Special Qualifications:  Designated as either a Certified Financial Examiner from the Society of Financial 
Examiners or a Certified Public Accountant. Designated as a Professional in Insurance Regulation from the National 
Association of Insurance Commissioners. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for reviewing risk-focused financial analysis of insurance companies 
and supervisory work of both average and considerable difficulty; and performs related work as required.                                           
Distinguishing Features: This is the first supervisory class in the Insurance Financial Analyst series. An employee in this 
class is responsible for managing a team of Insurance Financial Analysts and reviewing analysis results. This class differs 
from the Insurance Financial Analyst SR in that an incumbent of the latter does not have supervisory responsibilities. 
This class differs from the Insurance Financial Analysis Assistant Dir in that an incumbent of the latter has a greater 
oversight and functions in more of an analysis leadership role. 
 
Work Activities: 
 Audits analysis reports of an insurance company to monitor current and prospective financial solvency of the company: 
ensures assessment procedures outlined in the Financial Analysis Handbook are followed; checks that all relevant 
information has been gathered and pulled from available resources; makes revisions to analysis results if necessary; 
confirms that companies are in compliance with National Association of Insurance Commissioner’s (NAIC) 
standards/guidelines and Tennessee state laws, rules, and regulations.   Assists in overseeing the workflow of the 
financial analysis process: ensures analysts are in compliance within mandated timelines; delegates company 
assignments for team.   Corresponds with company executives, department staff, and other state, federal, or 
international regulators to investigate issues identified, evaluate company responses, and propose additional regulatory 
actions if warranted; oversees follow-ups on issues identified by other regulators.   Supervises assigned staff: develops 
job performance plans, documents performance; provides performance feedback and developmental guidance for 
assigned subordinates.   Trains assigned employees on the application of risk-focused surveillance concepts and 
advanced analytical skills.     Manages and monitors analysis documentation: assists in updating company’s Insurer 
Profile Summary and/or Group Profile Summary in designated software.   Provides input on analyst presentations 
containing results of financial analysis and may present results of an analysis to division leadership or regulators.    
Participates in NAIC working group calls to represent the State of TN: makes recommendations on the NAIC Handbook, 
troubled companies, liquidation process, etc.  
 
Competencies (KSA’s): 
Competencies: Business Acumen Developing Direct Reports and Others Ethics and Values Functional/Technical 
Competency  Integrity and Trust Intellectual Horsepower Listening Priority Setting Time Management Written 
Communications Knowledge: Administration and Management Computers and Electronics Customer and Personal 
Service Economics and Accounting Education and Training English Language Law and Government Mathematics Skills: 
Active Listening Complex Problem Solving Critical Thinking Instructing Judgment and Decision Making Management of 
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Personnel Resources Reading Comprehension Speaking Time Management  Writing Abilities: Deductive Reasoning 
Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Number Facility Oral 
Comprehension Oral Expression Written Comprehension Written Expression  
 
Tools and Equipment Used: 
 Computer Phone  Copier/Scanner Printer  
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038398 - INTELLIGENCE ANALYST 1** 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  7416 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor’s degreeSubstitution of 
Experience for Education: Qualifying experience in one or a combination of the following: 1) developing Intelligence 
products for homeland security, the military, and/or law enforcement agencies, 2) performing forensic financial 
examinations or 3) criminal investigations work may be substituted for the required education on a year for year basis to 
a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed areas may substitute for one year of the required education).  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least twenty-one (21) years of age on the date of 
application; Be a citizen of the United States; Have a good moral character, as determined by investigation; Complete a 
criminal history disclosure form in manner approved by the appointing authority; Agree to release all records involving 
their criminal history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have no conviction for a felony or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Be able to qualify for a national 
security clearance at the secret or higher levelExamination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision is responsible for entry level law enforcement information/intelligence research 
and analysis work of average difficulty, and performs related work as required. Distinguishing Features:  This is the entry 
level class in the intelligence analyst sub-series. An employee in this class receives on-the-job training in collecting, 
consolidating, evaluating, and analyzing information/intelligence related to terrorist activities and/or researching and 
analyzing a variety of information related to criminal activity. This class differs from that of an Intelligence Analyst 2 in 
that an incumbent of the latter functions at the working level. *An applicant appointed to this flexibly staffed class will 
be reclassified to the next higher class in the series after successful completion of a mandatory two-year training period; 
inadequate or marginal performance during the training period will result in automatic demotion or termination 
 
Work Activities: 
Communicating with Persons Outside Organization: Learns to prepare and edit intelligence-related publications for a 
variety of audiences. Learns to complete special projects requested by the legislature, governor, or other law 
enforcement agencies. Learns to serve as a liaison between the agency and the general public, persons in other state 
departments and divisions, law enforcement officials, government representatives, and entities outside the organization 
to provide general understanding of operations, public safety and threat-related information.Analyzing Data or 
Information: Learns and understands how to gather and collate information regarding sex offender registry 
management, critical infrastructure, terrorism, drugs, gangs, criminal activity, missing children, human trafficking, 
and/or other key domestic and/or international threats. Learns to identify and analyze information that impacts risk 
assessments, including but not limited to, sex offender registry management, critical infrastructure, terrorism, drugs, 
gangs, criminal activity, missing children, human trafficking, and/or other key domestic and/or international threats. 
Learns to assess the accuracy and credibility of information received. Learns to systematically examine and evaluate 
information received for strategic, operational, and tactical purposes.Evaluating Information to Determine Compliance 
with Standards: Learns to use relevant information and individual judgment to determine whether events or processes 
comply with laws, regulations, or standards. Learns and understands the privacy policy and standards governing the use 
of intelligence and the dissemination of information. Learns and understands privacy policies governing the use of 
databases and gathered information.Interpreting the Meaning of Information for Others: Learns to identify and 
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communicate relevant information Learns to tailor information for appropriate audiences. Learns to evaluate and 
condense information.Making Decisions and Solving Problems: Learns to use unstructured and structured analytical 
processes. Learns to evaluate information and compare findings to identify the most appropriate solution. Learns to 
employ nontraditional methods of problem solving to formulate innovative solutions.Getting Information: Learns to 
utilize a variety of federal, state, local, private sector and open source information resources. Learns to acquire and 
generate leads on information in furtherance of active criminal investigations. Acquires proficiency in establishing and 
maintaining open communication with the general public.Organizing, Planning, and Prioritizing Work: Learns to research 
records and computerized databases, and provides results in response to real-time events. Learns to develop specific 
goals and plans to prioritize and accomplish tasks within an appropriate timeframe. Learns to communicate project 
status, threats or other relevant information to supervisors and peers on a regular or as needed basis.Interacting With 
Computers: Learns to utilize advanced appropriate computer programs to complete analytical and administrative 
projects. Understands and has working knowledge of mobile devices, the internet, social media, and search engines. 
Understands and has working knowledge of basic computer programs, including but not limited to, spreadsheets, word 
processors, presentation software, and document publication tools.Documenting/Recording Information: Learns to 
maintain agency records based on established guidelines. Learns to review records and reports in order to ensure 
accuracy, completeness, and adherence to standards. Learns to input data into appropriate intelligence management 
system(s).Developing and Building Teams: Learns to maintain a network of constructive and cooperative interpersonal 
and professional working relationships. Learns to collaborate on shared work initiatives. Learns to participate in multi-
agency information sharing initiatives.Training and Teaching Others: Learns how to develop and implement training 
programs for a variety of audiences. Learns to identify training needs and develops specific measurable learning 
objectives. Completes facilitator and/or instructor development training successfully. Prepares handouts, audio-visual 
presentations, and other instructional materials. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Problem Solving Strategic Agility Customer Focus Time Management Dealing with 
Ambiguity Perseverance Presentation Skills Written Communications Composure Negotiating Integrity and 
TrustKnowledge: Clerical Knowledge Communications and Media Knowledge Computer and Electronics Knowledge 
Customer and Personal Service Knowledge Education and Training Knowledge Law and Government Knowledge Public 
Safety and Security Knowledge Sociology and Anthropology Knowledge Telecommunications KnowledgeSkills: Complex 
Problem Solving Skills Active Learning Skills Active Listening Skills Critical Thinking Skills Troubleshooting Skills Systems 
Analysis Skills Systems Evaluation Skills Coordination Skills Installation Skills Instructing Skills Judgment and Decision 
Making Skills Learning Strategies Management of Material Resources Skills Monitoring Skills Negotiation Skills 
Operations Analysis Skills Persuasion Skills Quality Control Analysis Skills Reading Comprehension Skills Service 
Orientation Skills Social PerceptivenessAbilities: Auditory Attention Ability Category Flexibility Ability Deductive 
Reasoning Ability Flexibility of Closure Ability Fluency of Ideas Ability Inductive Reasoning Ability Information Ordering 
Ability Memorization Ability Oral Comprehension Ability Oral Expression Ability Originality Ability Perceptual Speed 
Ability Problem Sensitivity Ability Selective Attention Ability Speech Clarity Ability Speech Recognition Ability Speed of 
Closure Ability Time Sharing Ability Visual Attention Ability Visualization Ability Written Comprehension Ability Written 
Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Automobile 
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038396 - INTELLIGENCE ANALYST 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  1622 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in one or a combination of the following: 1) developing Intelligence products for homeland 
security, the military, and/or law enforcement agencies, 2) performing forensic financial examinations or 3) criminal 
investigations work. Substitution of Experience for Education: Qualifying experience in one or a combination of the 
following: 1) developing Intelligence products for homeland security, the military, and/or law enforcement agencies, 2) 
performing forensic financial examinations or 3) criminal investigations work may be substituted for the required 
education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work 
in one or a combination of the above listed areas may substitute for one year of the required education). OR Two years 
as an Intelligence Analyst 1 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least twenty-one (21) years of age on the date of 
application; Be a citizen of the United States; Have a good moral character, as determined by investigation; Complete a 
criminal history disclosure form in manner approved by the appointing authority; Agree to release all records involving 
their criminal history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have no conviction for a felony or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Be able to qualify for a national 
security clearance at the secret or higher levelExamination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for law enforcement information/intelligence research and analysis 
work of average difficulty; and performs related work as required. Distinguishing Features:  ,This is the working level 
class in the intelligence analyst sub-series. An employee in this class collects, consolidates, evaluates, and analyzes 
information/intelligence related to terrorist activities and/or researches and analyzes a variety of information related to 
criminal activity. This class is flexibly staffed with and differs from that of an Intelligence Analyst 1 in that an incumbent 
of the latter functions at the entry level. This class differs from that of an Intelligence Coordinator in that an incumbent 
of the latter functions at the advanced working and/or lead level.  
 
Work Activities: 
Communicating with Persons Outside Organization: Prepares and edits intelligence-related publications for a variety of 
audiences. Completes special projects requested by the legislature, governor, or other law enforcement agencies. Serves 
as a liaison between the agency and the general public, persons in other state departments and divisions, law 
enforcement officials, government representatives, and entities outside the organization to provide general 
understanding of operations, public safety and threat-related information.Analyzing Data or Information: Gathers and 
collates information regarding sex offender registry management, critical infrastructure, terrorism, drugs, gangs, 
criminal activity, missing children, human trafficking, and/or other key domestic and/or international threats. Identifies 
and analyzes information that impacts risk assessments, including but not limited to, sex offender registry management, 
critical infrastructure, terrorism, drugs, gangs, criminal activity, missing children, human trafficking, and/or other key 
domestic and/or international threats. Assesses the accuracy and credibility of information received. Systematically 
examines and evaluates information received for strategic, operational, and tactical purposes.Evaluating Information to 
Determine Compliance with Standards: Uses relevant information and individual judgment to determine whether events 
or processes comply with laws, regulations, or standards. Understands the privacy policy and standards governing the 
use of intelligence and the dissemination of information. Understands privacy policies governing the use of databases 
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and gathered information.Interpreting the Meaning of Information for Others: Identifies and communicates relevant 
information. Tailors information for appropriate audiences. Evaluates and condenses information.Making Decisions and 
Solving Problems: Uses unstructured and structured analytical processes. Evaluates information and compares findings 
to identify the most appropriate solution. Employs nontraditional methods of problem solving to formulate innovative 
solutions.Getting Information: Utilizes a variety of federal, state, local, private sector and open source information 
resources. Acquires and generates leads on information in furtherance of active criminal investigations. Establishes and 
maintains open communication with the general public.Organizing, Planning, and Prioritizing Work: Researches records 
and computerized databases, and provides results in response to real-time events. Develops specific goals and plans to 
prioritize and accomplish tasks within an appropriate timeframe. Communicates project status, threats or other relevant 
information to supervisors and peers on a regular or as needed basis.Interacting With Computers: Utilizes advanced 
computer programs to complete analytical and administrative projects. Utilizes mobile devices, the internet, social 
media, and search engines. Utilizes basic computer programs, including but not limited to, spreadsheets, word 
processors, presentation software, and document publication tools.Documenting/Recording Information: Maintains 
agency records based on established guidelines. Reviews records and reports in order to ensure accuracy, completeness, 
and adherence to standards. Inputs data into appropriate intelligence management system(s).Developing and Building 
Teams: Maintains a network of constructive and cooperative interpersonal and professional working relationships. 
Collaborates on shared work initiatives. Participates in multi-agency information sharing initiatives.Training and 
Teaching Others: Develops and implements training programs for a variety of audiences. Identifies training needs and 
develops specific measurable learning objectives. Completes facilitator and/or instructor development training 
successfully. Prepares handouts, audio-visual presentations, and other instructional materials. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Problem Solving Strategic Agility Customer Focus Time Management Dealing with 
Ambiguity Perseverance Presentation Skills Written Communications Composure Negotiating Integrity and 
TrustKnowledge: Clerical Knowledge Communications and Media Knowledge Computer and Electronics Knowledge 
Customer and Personal Service Knowledge Education and Training Knowledge Law and Government Knowledge Public 
Safety and Security Knowledge Sociology and Anthropology Knowledge Telecommunications KnowledgeSkills: Complex 
Problem Solving Skills Active Learning Skills Active Listening Skills Critical Thinking Skills Troubleshooting Skills Systems 
Analysis Skills Systems Evaluation Skills Coordination Skills Installation Skills Instructing Skills Judgment and Decision 
Making Skills Learning Strategies Management of Material Resources Skills Monitoring Skills Negotiation Skills 
Operations Analysis Skills Persuasion Skills Quality Control Analysis Skills Reading Comprehension Skills Service 
Orientation Skills Social Perceptiveness Speaking Skills Time Management Skills Writing SkillsAbilities: Auditory Attention 
Ability Category Flexibility Ability Deductive Reasoning Ability Flexibility of Closure Ability Fluency of Ideas Ability 
Inductive Reasoning Ability Information Ordering Ability Memorization Ability Oral Comprehension Ability Oral 
Expression Ability Originality Ability Perceptual Speed Ability Problem Sensitivity Ability Selective Attention Ability 
Speech Clarity Ability Speech Recognition Ability Speed of Closure Ability Time Sharing Ability Visual Attention Ability 
Visualization Ability Written Comprehension Ability Written Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Automobile 
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038396 - INTELLIGENCE ANALYST 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1623 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in one or a combination of the following: 1) developing Intelligence products for homeland 
security, the military, and/or law enforcement agencies, 2) performing forensic financial examinations or 3) criminal 
investigations work. Substitution of Experience for Education: Qualifying experience in one or a combination of the 
following: 1) developing Intelligence products for homeland security, the military, and/or law enforcement agencies, 2) 
performing forensic financial examinations or 3) criminal investigations work may be substituted for the required 
education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work 
in one or a combination of the above listed areas may substitute for one year of the required education). OR Two years 
as an Intelligence Analyst 1 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least twenty-one (21) years of age on the date of 
application; Be a citizen of the United States; Have a good moral character, as determined by investigation; Complete a 
criminal history disclosure form in manner approved by the appointing authority; Agree to release all records involving 
their criminal history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have no conviction for a felony or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Be able to qualify for a national 
security clearance at the secret or higher levelExamination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for law enforcement information/intelligence research and analysis 
work of average difficulty; and performs related work as required. Distinguishing Features:  ,This is the working level 
class in the intelligence analyst sub-series. An employee in this class collects, consolidates, evaluates, and analyzes 
information/intelligence related to terrorist activities and/or researches and analyzes a variety of information related to 
criminal activity. This class is flexibly staffed with and differs from that of an Intelligence Analyst 1 in that an incumbent 
of the latter functions at the entry level. This class differs from that of an Intelligence Coordinator in that an incumbent 
of the latter functions at the advanced working and/or lead level.  
 
Work Activities: 
Communicating with Persons Outside Organization: Prepares and edits intelligence-related publications for a variety of 
audiences. Completes special projects requested by the legislature, governor, or other law enforcement agencies. Serves 
as a liaison between the agency and the general public, persons in other state departments and divisions, law 
enforcement officials, government representatives, and entities outside the organization to provide general 
understanding of operations, public safety and threat-related information.Analyzing Data or Information: Gathers and 
collates information regarding sex offender registry management, critical infrastructure, terrorism, drugs, gangs, 
criminal activity, missing children, human trafficking, and/or other key domestic and/or international threats. Identifies 
and analyzes information that impacts risk assessments, including but not limited to, sex offender registry management, 
critical infrastructure, terrorism, drugs, gangs, criminal activity, missing children, human trafficking, and/or other key 
domestic and/or international threats. Assesses the accuracy and credibility of information received. Systematically 
examines and evaluates information received for strategic, operational, and tactical purposes.Evaluating Information to 
Determine Compliance with Standards: Uses relevant information and individual judgment to determine whether events 
or processes comply with laws, regulations, or standards. Understands the privacy policy and standards governing the 
use of intelligence and the dissemination of information. Understands privacy policies governing the use of databases 
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and gathered information.Interpreting the Meaning of Information for Others: Identifies and communicates relevant 
information. Tailors information for appropriate audiences. Evaluates and condenses information.Making Decisions and 
Solving Problems: Uses unstructured and structured analytical processes. Evaluates information and compares findings 
to identify the most appropriate solution. Employs nontraditional methods of problem solving to formulate innovative 
solutions.Getting Information: Utilizes a variety of federal, state, local, private sector and open source information 
resources. Acquires and generates leads on information in furtherance of active criminal investigations. Establishes and 
maintains open communication with the general public.Organizing, Planning, and Prioritizing Work: Researches records 
and computerized databases, and provides results in response to real-time events. Develops specific goals and plans to 
prioritize and accomplish tasks within an appropriate timeframe. Communicates project status, threats or other relevant 
information to supervisors and peers on a regular or as needed basis.Interacting With Computers: Utilizes advanced 
computer programs to complete analytical and administrative projects. Utilizes mobile devices, the internet, social 
media, and search engines. Utilizes basic computer programs, including but not limited to, spreadsheets, word 
processors, presentation software, and document publication tools.Documenting/Recording Information: Maintains 
agency records based on established guidelines. Reviews records and reports in order to ensure accuracy, completeness, 
and adherence to standards. Inputs data into appropriate intelligence management system(s).Developing and Building 
Teams: Maintains a network of constructive and cooperative interpersonal and professional working relationships. 
Collaborates on shared work initiatives. Participates in multi-agency information sharing initiatives.Training and 
Teaching Others: Develops and implements training programs for a variety of audiences. Identifies training needs and 
develops specific measurable learning objectives. Completes facilitator and/or instructor development training 
successfully. Prepares handouts, audio-visual presentations, and other instructional materials. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Problem Solving Strategic Agility Customer Focus Time Management Dealing with 
Ambiguity Perseverance Presentation Skills Written Communications Composure Negotiating Integrity and 
TrustKnowledge: Clerical Knowledge Communications and Media Knowledge Computer and Electronics Knowledge 
Customer and Personal Service Knowledge Education and Training Knowledge Law and Government Knowledge Public 
Safety and Security Knowledge Sociology and Anthropology Knowledge Telecommunications KnowledgeSkills: Complex 
Problem Solving Skills Active Learning Skills Active Listening Skills Critical Thinking Skills Troubleshooting Skills Systems 
Analysis Skills Systems Evaluation Skills Coordination Skills Installation Skills Instructing Skills Judgment and Decision 
Making Skills Learning Strategies Management of Material Resources Skills Monitoring Skills Negotiation Skills 
Operations Analysis Skills Persuasion Skills Quality Control Analysis Skills Reading Comprehension Skills Service 
Orientation Skills Social Perceptiveness Speaking Skills Time Management Skills Writing SkillsAbilities: Auditory Attention 
Ability Category Flexibility Ability Deductive Reasoning Ability Flexibility of Closure Ability Fluency of Ideas Ability 
Inductive Reasoning Ability Information Ordering Ability Memorization Ability Oral Comprehension Ability Oral 
Expression Ability Originality Ability Perceptual Speed Ability Problem Sensitivity Ability Selective Attention Ability 
Speech Clarity Ability Speech Recognition Ability Speed of Closure Ability Time Sharing Ability Visual Attention Ability 
Visualization Ability Written Comprehension Ability Written Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Automobile 
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038396 - INTELLIGENCE ANALYST 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1624 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in one or a combination of the following: 1) developing Intelligence products for homeland 
security, the military, and/or law enforcement agencies, 2) performing forensic financial examinations or 3) criminal 
investigations work. Substitution of Experience for Education: Qualifying experience in one or a combination of the 
following: 1) developing Intelligence products for homeland security, the military, and/or law enforcement agencies, 2) 
performing forensic financial examinations or 3) criminal investigations work may be substituted for the required 
education on a year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work 
in one or a combination of the above listed areas may substitute for one year of the required education). OR Two years 
as an Intelligence Analyst 1 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least twenty-one (21) years of age on the date of 
application; Be a citizen of the United States; Have a good moral character, as determined by investigation; Complete a 
criminal history disclosure form in manner approved by the appointing authority; Agree to release all records involving 
their criminal history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check; Have no conviction for a felony or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Be able to qualify for a national 
security clearance at the secret or higher levelExamination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for law enforcement information/intelligence research and analysis 
work of average difficulty; and performs related work as required. Distinguishing Features:  ,This is the working level 
class in the intelligence analyst sub-series. An employee in this class collects, consolidates, evaluates, and analyzes 
information/intelligence related to terrorist activities and/or researches and analyzes a variety of information related to 
criminal activity. This class is flexibly staffed with and differs from that of an Intelligence Analyst 1 in that an incumbent 
of the latter functions at the entry level. This class differs from that of an Intelligence Coordinator in that an incumbent 
of the latter functions at the advanced working and/or lead level.  
 
Work Activities: 
Communicating with Persons Outside Organization: Prepares and edits intelligence-related publications for a variety of 
audiences. Completes special projects requested by the legislature, governor, or other law enforcement agencies. Serves 
as a liaison between the agency and the general public, persons in other state departments and divisions, law 
enforcement officials, government representatives, and entities outside the organization to provide general 
understanding of operations, public safety and threat-related information.Analyzing Data or Information: Gathers and 
collates information regarding sex offender registry management, critical infrastructure, terrorism, drugs, gangs, 
criminal activity, missing children, human trafficking, and/or other key domestic and/or international threats. Identifies 
and analyzes information that impacts risk assessments, including but not limited to, sex offender registry management, 
critical infrastructure, terrorism, drugs, gangs, criminal activity, missing children, human trafficking, and/or other key 
domestic and/or international threats. Assesses the accuracy and credibility of information received. Systematically 
examines and evaluates information received for strategic, operational, and tactical purposes.Evaluating Information to 
Determine Compliance with Standards: Uses relevant information and individual judgment to determine whether events 
or processes comply with laws, regulations, or standards. Understands the privacy policy and standards governing the 
use of intelligence and the dissemination of information. Understands privacy policies governing the use of databases 
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and gathered information.Interpreting the Meaning of Information for Others: Identifies and communicates relevant 
information. Tailors information for appropriate audiences. Evaluates and condenses information.Making Decisions and 
Solving Problems: Uses unstructured and structured analytical processes. Evaluates information and compares findings 
to identify the most appropriate solution. Employs nontraditional methods of problem solving to formulate innovative 
solutions.Getting Information: Utilizes a variety of federal, state, local, private sector and open source information 
resources. Acquires and generates leads on information in furtherance of active criminal investigations. Establishes and 
maintains open communication with the general public.Organizing, Planning, and Prioritizing Work: Researches records 
and computerized databases, and provides results in response to real-time events. Develops specific goals and plans to 
prioritize and accomplish tasks within an appropriate timeframe. Communicates project status, threats or other relevant 
information to supervisors and peers on a regular or as needed basis.Interacting With Computers: Utilizes advanced 
computer programs to complete analytical and administrative projects. Utilizes mobile devices, the internet, social 
media, and search engines. Utilizes basic computer programs, including but not limited to, spreadsheets, word 
processors, presentation software, and document publication tools.Documenting/Recording Information: Maintains 
agency records based on established guidelines. Reviews records and reports in order to ensure accuracy, completeness, 
and adherence to standards. Inputs data into appropriate intelligence management system(s).Developing and Building 
Teams: Maintains a network of constructive and cooperative interpersonal and professional working relationships. 
Collaborates on shared work initiatives. Participates in multi-agency information sharing initiatives.Training and 
Teaching Others: Develops and implements training programs for a variety of audiences. Identifies training needs and 
develops specific measurable learning objectives. Completes facilitator and/or instructor development training 
successfully. Prepares handouts, audio-visual presentations, and other instructional materials. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Problem Solving Strategic Agility Customer Focus Time Management Dealing with 
Ambiguity Perseverance Presentation Skills Written Communications Composure Negotiating Integrity and 
TrustKnowledge: Clerical Knowledge Communications and Media Knowledge Computer and Electronics Knowledge 
Customer and Personal Service Knowledge Education and Training Knowledge Law and Government Knowledge Public 
Safety and Security Knowledge Sociology and Anthropology Knowledge Telecommunications KnowledgeSkills: Complex 
Problem Solving Skills Active Learning Skills Active Listening Skills Critical Thinking Skills Troubleshooting Skills Systems 
Analysis Skills Systems Evaluation Skills Coordination Skills Installation Skills Instructing Skills Judgment and Decision 
Making Skills Learning Strategies Management of Material Resources Skills Monitoring Skills Negotiation Skills 
Operations Analysis Skills Persuasion Skills Quality Control Analysis Skills Reading Comprehension Skills Service 
Orientation Skills Social Perceptiveness Speaking Skills Time Management Skills Writing SkillsAbilities: Auditory Attention 
Ability Category Flexibility Ability Deductive Reasoning Ability Flexibility of Closure Ability Fluency of Ideas Ability 
Inductive Reasoning Ability Information Ordering Ability Memorization Ability Oral Comprehension Ability Oral 
Expression Ability Originality Ability Perceptual Speed Ability Problem Sensitivity Ability Selective Attention Ability 
Speech Clarity Ability Speech Recognition Ability Speed of Closure Ability Time Sharing Ability Visual Attention Ability 
Visualization Ability Written Comprehension Ability Written Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Automobile 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073628 - INTELLIGENCE ANALYST- DOC 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3896 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to an associate's degree and one (1) year of full-time experience in 
intelligence analysis, corrections, criminal justice, law enforcement, probation or parole, case management, 
administrative services, records management, sentence analysis, or parole docketing. Substitution of Experience for 
Required Education:  Additional full-time experience in intelligence analysis, corrections, criminal justice, law 
enforcement, probation or parole, case management, administrative services, records management, sentence analysis, 
or parole docketing may be substituted for the required education on a year-for-year basis to a maximum of two (2) 
years. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  be willing to and able to qualify with, carry, and use 
assigned weapons be at least eighteen (18) years of age on the date of application be a citizen of the United States have 
a good moral character, as determined by investigation and thorough background check complete a criminal history 
disclosure form in a manner approved by the appointing authority agree to release all records involving their criminal 
history to the appointing authority supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces Have no convictions of Misdemeanors involving 
truthfulness, violence. pass a physical examination administered by a licensed physician that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position submit to and pass a pre-employment screening test for use of 
illegal drugs possess a valid motor vehicle operator's license at the time of appointment in some positions upon 
appointment, successfully complete a prescribed course of instruction at the Tennessee Department of Correction or 
Tennessee Correction Academy Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, performs intelligence analytic work of average difficulty in a correctional setting; 
performs related work as required. Distinguishing Features:  An employee in this class performs intelligence analytic 
work relevant to criminal conviction records.  Must maintain confidentiality as required with sensitive information AND 
must maintain a SECRET Security Clearance. This includes examining/researching records and data from the National 
Crime Information Center database, the Tennessee Offender Management Information System (eTOMIS) and various 
other sources; communicating with county court clerks, district attorneys, law enforcement officers, and other officials 
to gather intelligence information; verifying, analyzing, and correlating information for entry in eTOMIS; and other 
related tasks.  
 
Work Activities: 
Getting Information:  Examines records or other types of data [e.g., reports from National Crime Information Center 
(NCIC) database, Tennessee Offender Management Information System (eTOMIS), sex offender registry, or other 
sources] as necessary to research criminal history of offenders. Communicates via telephone, email, or fax with county 
court clerks, district attorneys, sheriffs' offices, TDOC Employees, officials from other states, and/or other confidential 
information sources to gather intelligence information. Processing Information:  Determines the appropriate conviction 
codes per Tennessee Code Annotated for each crime/conviction and enters into eTOMIS. Compares intelligence data 
with data from other sources to detect discrepancies and determine accuracy of information. Enters information and/or 
removes/edits discrepancies in eTOMIS to correct any inaccuracies detected. Analyzing Data or Information:  Analyzes 
and correlates gathered data to prepare for entry into the eTOMIS system. Collect, vet, and disseminate 
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information/intelligence. They perform detailed research and analysis on confidential intelligence for tactical and/or 
strategic planning. Threat assessments are created and maintained for operations. OIC Analysts also interview inmates, 
offenders, and others as needed to develop information for processing intelligence on gangs/STG and other 
investigations.  Interacting with Computers:  Utilizes databases (e.g., eAgent, IBM FileNet, GovQA, eTOMIS) to locate 
investigative details of information pertinent to criminal convictions. Uses office productivity software (e.g., Microsoft 
Word, Excel, PowerPoint), as well as email systems, to accomplish work tasks. Process cell phones and electronic 
equipment for intelligence with use of MSAB XRY and Cellebrite systems. Conduct link analysis with Analyst Notebook, 
XRY Horizon, GTL DataIQ, and Acqurint.  Updating and Using Relevant Knowledge:  Attends department-required 
training and/or completes online training programs to keep up-to-date on the latest methods and technologies relevant 
to job duties. Communicating with Supervisors, Peers, or Subordinates:  Communicates with supervisor via email or in 
person to provide updates regarding status of ongoing workflow. Shares work-related information with co-workers in 
staff meetings. Create Accountability Driven Leadership (Comstat) information with spreadsheets to show trends and 
operational adjustments.  Establishing and Maintaining Interpersonal Relationships:  Networks with internal and 
external liaisons (e.g., court representatives, law enforcement) to ensure open dialogues and to facilitate intelligence 
information gathering. Coaching and Developing Others:  Mentors incoming staff by providing information on 
organizational culture, policies, and procedures, task prioritization, and other work-related information. Provide 
Consultation and Advice to Others:  Makes recommendations to upper management for changes in operations to 
improve efficiency and quality of unit operations and services. Promote technology ideas, trends, and solution-oriented 
information. 
 
Competencies (KSA’s): 
Competencies:  Problem solving Priority setting Organizing Process management Drive for results Perseverance Patience 
Self-development Ethics and value Integrity and trust Knowledge:  Basic knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, and other office procedures and 
terminology Basic knowledge of principles and for providing customer service (e.g., phone and email etiquette) Basic 
knowledge of NCIC, court procedures, corrections and related laws/legal codes Basic knowledge of policies, procedures, 
and security operations for the protection of people, data, property, and institutions Skills:  Basic skills in understanding 
the implications of new information for both current and future problem-solving and decision-making Basic skill in giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times Basic skill in using logic and reasoning to identify the strengths 
and weaknesses of alternative solutions, conclusions or approaches to problems Basic understanding written sentences 
and paragraphs in work related documents Basic skill in talking to others to convey information effectively Basic skill in 
communicating effectively in writing as needed to accomplish work tasks (e.g., email communications, faxing requests) 
Intermediate skill in managing one's own time and the time of others Basic computer skills, Microsoft Office (Excel, 
Access. PowerPoint, Word) Abilities:  Basic ability to apply general rules to specific problems to produce answers that 
make sense Basic ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events) Basic ability to arrange things or actions in a certain order or pattern 
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) 
Basic ability to remember information such as words, numbers, pictures, and procedures Basic ability to listen to and 
understand information and ideas presented through spoken words and sentences Basic ability to communicate 
information and ideas in speaking so others will understand Basic ability to come up with unusual or clever ideas about a 
given topic or situation, or to develop creative ways to solve a problem Basic ability to quickly and accurately compare 
similarities and differences among sets of letters, numbers, objects, pictures, or patterns  when comparing either at the 
same time or one after the other, as well as when comparing a presented object with a remembered object Ability to 
concentrate on a task over a period of time without being distracted Ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Basic ability to read and 
understand information and ideas presented in writing Basic ability to communicate information and ideas in writing so 
others will understand 
 
Tools and Equipment Used: 
 Computer Telephone Printers, Copiers, and Fax Machines Cell Phones iPad XRY Cellebrite 
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093889 - INTELLIGENCE COORDINATOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4570 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076481 - INTERNAL SERVICE FUND SPEC 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4268 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073309 - INVESTOR EDUCATION DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2466 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075295 - IT BANK EXAMINER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3671 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in finance, 
accounting, banking, management information systems or business related field and a minimum of nine semester hours 
of accounting and/or finance; and experience equivalent to four years of full-time professional bank examination work 
with a federal or state agency. Substitution of Experience for Education: Additional graduate coursework in accounting, 
finance or banking may be substituted for the required experience on a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Must possess and maintain a valid motor vehicle 
license;    Must demonstrate satisfactory completion of the FDIC Introduction to Examination School, or equivalent 
training provided by the Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory 
completion of the FDIC Financial Institution Analysis School, or equivalent training provided by the Conference of State 
Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC Asset Liability 
Management School, or equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve;    
Must demonstrate satisfactory completion of the FDIC Loan Analysis School, or equivalent training provided by the 
Conference of State Bank Supervisors or Federal Reserve;    Must demonstrate satisfactory completion of the FDIC 
Examination Management School, or equivalent training provided by the Conference of State Bank Supervisors or 
Federal Reserve;    Demonstrate successful completion of the FDIC School Information Technology Information School or 
equivalent training provided by the Conference of State Bank Supervisors or Federal Reserve.   Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under Administrative Direction, is responsible for serving as Examiner in Charge of large, complex, troubled 
financial institutions and/or working independently to carry out the responsibilities of Information Technology 
examinations. Distinguishing Features: In addition to serving as the lead class in the Bank Examiner series, an employee 
in this classification also works independently to conduct Information Technology examinations of considerable difficulty 
and complexity. An employee in this class is responsible for serving as the Examiner in Charge (EIC) for a team of 
subordinate bank examiners in directing and conducting examinations of large, complex and/or troubled state chartered 
financial institutions. Work involves examining bank and other financial institution records and financial statements and 
preparing reports to ensure that bank operations and financial conditions adhere to the banking laws, rules and 
regulations of the state. When conducting Information Technology Examinations, an employee in this class must 
maintain up-to-date knowledge of changing computer programs and technology, potential risks, security issues and best 
practices to ensure that banks and other financial institutions are operating in a safe and sound manner and that 
processes and procedures are established and implemented to be risk averse to security breaches. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets the examination findings of large, complex and 
troubled banks and conveys this information to bank management, board members and other examiners.    Interprets 
the examination findings of IT departments and service providers and conveys this information to institution 
management, board members and other examiners.    Reviews examination comments from junior examiners to 
determine accuracy and relevancy of comments.Processing Information:    Serves as the Examiner in Charge of large, 
complex and troubled financial institutions and are ultimately responsible for the processing of all financial information 
and reports of examinations.    Serves as the Examiner in Charge of large, complex data servicers for multiple financial 
institutions and are ultimately responsible for the processing of all financial information and reports of examinations.    
Calculates and analyzes the quality of earnings, capital, liquidity, and interest rate sensitivity to determine the financial 
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viability of large, complex and troubled financial institutions.    Reconciles the ALLL, capital accounts, due from/due to 
accounts, official checks, etc. to balance the institutions financial records.Evaluating Information to Determine 
Compliance with Standards:     Ensures that the financial institution, IT Department and/or service provider is meeting all 
state, federal, and FFIEC regulatory guidelines/regulations by reviewing policies, procedures, practices, processes and 
financial records.Training and Teaching Others:    Provides positive training opportunities for subordinate examination 
staff to ensure their continued development of examination practices and procedures.    Provides additional training as 
technology advances for IT personnel to ensure our examination staff maintain up-to-date information to appropriately 
carry out examination responsibilities.Making Decisions and Solving Problems:    Rates IT performance and the 
component areas of AMDS and determines an overall composite rating of performance.    Makes recommendations for 
improvements to IT policies and practices, risk assessment and information security areas.    Explains and interprets 
departmental policies and procedures and federal and state laws, rules and regulations governing financial institutions 
to institution management and the board of directors to ensure an understanding of the examination findings and 
recommendations.    Interprets regulatory statutes, guidelines, policies and procedures for internal and external 
customers to determine applicability to departmental responsibilities.    Determines the initial loan ratings to 
appropriately assess the credit quality of the bank's loan portfolio.    Determines if the financial institutions' overall risk 
management policies and procedures are sufficient and effective in averting risk.    Determines the initial CAMELS 
ratings to appropriately assess the financial condition of the institution.Analyzing Data or Information:    Examines the IT 
systems of Tennessee chartered banks and trust companies to determine institutions' compliance with regulatory IT 
guidelines, most notably those standards and best practices noted within the FFIEC's Information Systems Examination 
Handbook and confirm institutions compliance with statutes, rules, regulations, policies and departmental bulletins to 
ensure a strong and viable IT system is in place.    Analyzes the adequacy of prior internal and external Audit Reports, 
Examination Reports and Network Vulnerability Tests since the prior examination to determine that effective corrective 
procedures have been instituted.    Analyzes the effectiveness and regulatory compliance of the Information Security 
Program.    Conducts bank investigations in relation to new bank applications and charter conversion applications to 
determine relevancy and needs.    Analyzes the IT and Bank Disaster Recovery Program and review the results of the last 
test to determine success, identify issues and difficulties.    Reviews and analyzes the institutions audit program for 
effectiveness considering the complexity of the institution.    Reviews and analyzes loans of large, complex and troubled 
financial institutions to determine credit quality, potential risk of loss to capital.    Examines and analyzes sensitivity to 
market risk on large, complex and troubled financial institutions to determine the effects of interest rate changes on the 
earnings and capital position based on the asset and liability structure of the institution.    Conducts examinations of 
nonbank financial institutions to determine compliance with statutory mandates.    Examines and analyzes the liquidity 
position of large, complex and troubled financial institutions in order to determine if the institution can manage its daily 
cash flow needs.    Analyzes the adequacy of the IT Steering Committee meetings to determine if appropriate 
information is being furnished to the committee members for decision making practices.    Analyzes the adequacy of the 
IT and Bank Strategic Plans for consistency and effectiveness.    Analyzes the adequacy of significant contracts for 
servicers for reasonableness and effectiveness.    Reviews the results of system conversions if applicable to determine 
the effectiveness of the implementation of new software programs.    Analyzes and determines the adequacy of large, 
complex and troubled financial institutions' ALLL.    Examines and analyzes the use of financial derivatives as an 
investment or a hedge against interest rate risk.    Examines and analyzes the investment portfolio of large, complex and 
troubled financial institutions to determine its credit quality, potential contribution to earnings and ability to provide 
liquidity to the institution.    Examines and analyzes the earnings of large, complex and troubled financial institutions to 
determine its ability to fund operations, provide capital augmentation and to properly fund the ALLL.    Conducts BSA 
examinations of large, complex and troubled financial institutions to determine compliance with statutory mandates.    
Assists in the examination of the financial condition of Tennessee trust companies and bank trust departments to 
determine the financial viability of the institution and compliance with statutes, rules, regulations, policies and 
departmental bulletins to ensure a strong and viable system.    Examines and analyzes the capital position of large, 
complex and troubled financial institutions to determine the financial viability of the institution and its level of risk 
protection provided in comparison to the institution's overall risk profile.    Serves as analyst to review progress reports, 
bank examination reports and other projects as assigned by the central office to assist in the regulation of financial 
institutions.    Continually expand one's examination knowledge base and evaluates key financial ratios to assess the 
safety and soundness of the institutions.    Reviews and assess User Access Logs to determine appropriateness of 
assigned access.    Spreads the balance sheet and income statement on large, complex and troubled financial institutions 
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to verify that they are reporting financial data to the regulatory agencies correctly.    Reviews IT Budget and actual 
performance versus projected performance to determine adequacy.    Reviews IT and Bank organizational charts for 
effectiveness to ensure the appropriate staff structure and resources are in place.Judging the Qualities of Things, 
Services or People:    Identifies and applies regulatory rating standards/definitions (CAMELS, MOECA, AMDS) to assign 
ratings to the institutions' financial components.    Judges the oversight being provided by the board and management 
staff of the large, complex and troubled financial institutions, IT departments and IT service providers.    Judges the 
adequacy of large, complex and troubled financial institutions', IT departments, and IT service providers' policies to 
determine compliance with Best Policies.    Evaluates and provide feedback to the supervisor of examiners' work product 
submitted on examinations.Documenting/Recording Information:    Prepares detailed examination narrative reports and 
supporting financial and statistical documents identifying IT, legal, financial and administrative problems/discrepancies 
and recommending methods of improvement.    Completes loan cards accurately to support loan classification rating.    
Maintains documentation of examination work papers in compliance with department standards.Identifying Objects, 
Actions and Events:    Identifies trends and levels of financial data and ratios to determine the financial stability of the 
institution or data service provider.Updating and Using Relevant Knowledge:    Maintains up-to-date knowledge of 
regulatory processes, statutes, policies, procedures, regulations and industry knowledge to effectively regulate the 
institutions and to serve as an information resource to internal and external customers.    Completes all pre-course and 
course work and actively participates in required schools to learn all facets of the examination process in order to 
perform bank and IT examinations.Monitor Processes, Materials or Surroundings:    Audits and examines financial 
records of large, complex and troubled banks and data service providers to ensure compliance with accepted accounting 
principles and practices and adherence to pertinent state laws, rules and regulations.    Verifies large, complex and 
troubled bank's assets and liabilities in order to reconcile financial statements and check the accuracy of the report of 
condition and income.    Utilizes the UBPR data to assess the trends and levels of large, complex and troubled bank 
financial performance.    Performs visual inspections of computer equipment rooms and access logs to determine 
appropriate physical security and access security policies are being enforced.    Conducts test checks and samplings of 
income and disbursement items and accounts maintained during the period of examination in order to determine 
statutory compliance and the use of sound banking practices.Establishing and Maintaining Interpersonal Relationships:    
Works collectively with federal regulators, other bank industry entities and data servicers to ensure a balanced and 
consistent regulatory approach.    Maintains appropriate communication with co-workers and other collaterals at all 
times within the work environment.    Works collectively and harmoniously with peer examiners, supervisors and other 
department staff to ensure regulatory responsibilities are completed in compliance with policy, procedure, statutes and 
rules.Organizing, Planning and Prioritizing Work:    Completes preplan assessment of large, complex and troubled 
financial institutions, IT departments and IT service providers scheduled for examination.    Manages and prioritizes 
multiple work assignments to meet established deadlines.    Organizes, plans and oversees multiple meetings with 
management/directorate and other regulatory agencies.Coaching and Developing Others:    Provides positive coaching 
and development opportunities for subordinate examination staff.Communicating with Persons Outside Organization:    
Communicates examination findings to senior management and board members regarding the results of the safety and 
soundness and IT examination.    Establishes and maintains a variety of professional contacts with financial institution 
executives, IT service providers, federal counterparts and other personnel, accountants and lawyers to maintain up-to-
date knowledge of the institutions we regulate.Getting Information:    Obtains the financial institutions' income 
statement to determine the profitability, ability to fund operations, to appropriately fund the ALLL and provide capital 
augmentation.    Obtains the financial institutions' interest rate measurement model to determine the effects of interest 
rate changes on the earnings and capital position based on the asset and liability structure of the institution.    Obtains 
all financial institutions' policies and procedures to ensure that they conform to regulatory standards and management's 
compliance with internal policies.    Obtains the financial institutions' liquidity monitoring model to determine if the 
institution can manage its daily cash flow needs.    Obtains a list of the financial institutions' investment portfolio to 
analyze the credit quality, income capacity and liquidity of the portfolio.    Obtains a copy of the financial institutions' 
quarter end balance sheet and income statement to check the accuracy of the reported condition and income (call 
report).    Reads prior Reports of Examination to determine if previous recommendations have been implemented 
and/or issues addressed/corrected.    Obtains budgetary information to ensure that budgetary assumptions are 
adequate and achievable.    Submit an IT Request for Information form to institution senior management to obtain 
necessary IT information needed to conduct the examination.    Obtains the financial institutions' general ledger in order 
to reconcile income, expense and balance sheet accounts.Communicating with Supervisors, Peers or Subordinates:    
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Asks questions and seeks clarification from supervisor, examiner-in-charge and other examiners regarding assigned 
tasks, policies, responsibilities and procedures to ensure understanding.    Provides verbal and/or written updates to the 
division manager, supervisor and/or examiner-in-charge pertaining to assigned examination tasks.    Communicates via 
e-mail and verbally with supervisors, co-workers, departmental associates in order to suggest solutions or resolve 
problems uncovered in examinations.Interacting with Computers:    Utilizes identified software programs to analyze 
data and prepare report comments.    Inputs and extracts data into and from assigned computer programs to facilitate 
the execution of assigned tasks.    Retrieves information from appropriate websites for use during examinations.    Sets 
up computers and printers at the examination site.Operating Vehicles, Mechanized Devices or Equipment:    Travels out-
of-state to participate in required schools to complete examination training.    Travels to assigned examination sites 
including the potential for overnight travel to conduct examinations.Performing Administrative Activities:    Submits 
accurate and complete timesheets in accordance with established deadlines in Edison.    Submits expense claims, travel 
authorizations and reports/mileage logs according to established guidelines and timeframes.    Complies with all motor 
vehicle maintenance guidelines and requirements for assigned leased vehicle.    Maintains electronic and hard-copy files 
according to department procedures.    Makes copies of information as needed to maintain documentation and/or to 
utilize during the examination process.    Completes and submits by established deadlines all required forms and 
paperwork to document continuing education requirements as well as understanding and compliance with policy and 
procedure.Performing General Physical Activities:    Lifts and transports equipment (i.e. printers, boxes of records, etc.) 
to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning                      Creativity                     Decision Quality                         Problem Solving                         
Delegation                                   Timely Decision Making                             Conflict Management                                  Standing 
Alone                           Action Oriented                           Drive for Results                         Presentation Skills                       
Written Communications                             Listening                     Self-Development                       Self-Knowledge                      
Knowledge:    Advanced knowledge of financial accounting and economic principles                      Advanced knowledge of 
financial statements                              Knowledge of statistical data analysis                         Knowledge of computer 
software (Microsoft Word, Excel, Outlook)                       Advanced knowledge of state and federal laws, rules, regulations, 
statutes, policies, procedures, bulletins and financial institution letters           Skills:    Advanced financial mathematic 
skills     Active learning skills and ability to acquire and build on advanced knowledge base                                  Possess 
active listening skills and ability to give full attention to instructions, ask questions, and understand new information    
Demonstrate time management skills and be able to prioritize work for self and others to meet deadlines    Demonstrate 
finger dexterity to key data                                                               Abilities:    Ability to conduct and participate in 
information technology and technology service provider examinations    Ability to complete assignments and prepare 
reports, studies, analyses and correspondence under significant time pressure    Demonstrate critical thinking by using 
logic and reasoning to identify logical solutions, conclusions, and make recommendations     Utilize on-the-job training 
and instruction from examiner schools and apply in the examination process                                  Ability to read, 
comprehend and apply deductive reasoning skills to laws, rules, statutes, policies, and regulations and demonstrate 
understanding in the examination process    Ability to communicate effectively with co-workers and bank officials to 
convey information and present information in a group setting    Advanced ability to resolve complex problems and 
issues       Utilizes correct grammar, spelling and sentence composition to clearly convey examination results to the 
readers                 Ability to utilize judgment and decision making skills to choose the most appropriate course of action 
based on information obtained through the examination process    Ability to identify correct mathematical methods or 
formulas in an analysis situation                Ability to listen and understand information and ideas presented through 
spoken words and sentences                   Ability to communicate and modify information when speaking to others to 
ensure understanding                          Ability to read, understand and modify information presented in written form          
Ability to lift 40 pounds of equipment/files to transport to the examination site                         Demonstrate interpersonal 
skills and ability to work as part of a team and self-motivation to work independently and unsupervised to complete 
work by identified deadlines    Demonstrate leadership skills and ability to provide guidance and mentoring to 
examination team members to complete work by identified deadlines    Ability to adapt and effectively complete tasks in 
varying work environments and locations on a day-to-day basis    Ability to sit and work at a computer and review 
paperwork for extensive periods of time 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
    Laptop Computer    Printer    Copier    Fax Machine    Scanner    Financial Calculator    Motor Vehicle 
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075627 - IT BUSINESS ADMINISTRATOR-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5019 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of information technology related professional experience in one or a combination of the following: (1) technical 
writing/IT planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management 4) budgeting/tracking expenditures 5) IT staff/contract administration. OR Graduation 
from an accredited college or university with an associate's degree and experience equivalent to five years of experience 
in one or a combination of the following: (1) technical writing/IT planning/business continuity/risk management/policies 
& procedures (2) records management, (3) IT procurement/asset management 4) budgeting/tracking expenditures (5) IT 
staff/contract administration. Substitution of Experience for Education: Additional IT-related professional level 
experience in technical writing, IT planning/business continuity, risk management, policies & procedures, records 
management, IT procurement/asset management, budgeting/tracking expenditures, or IT staff/contract administration 
may substitute for the required degree on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: This is the advanced working-level class in the IT Business Administration sub-series. An 
employee in this class either independently or with minimal supervision, creates/reviews/updates technical 
documentation, which may include: technical writing, information systems plans, business continuity plans, risk 
management, policies/procedures, and general communications with IT customers). Maybe responsible for records 
management, to include compliance with State standards relative to records retention. May be responsible for 
information technology related purchases of hardware/software, along with asset management. Maybe responsible for 
budgeting/tracking IT-related expenditures. May have administrative responsibilities related to acquiring and 
administrating contract-related information technology professionals, as well as administrating IT human resource 
functions. This class differs from the IT Business Administrator-Intermediate class in that an incumbent of the latter 
performs general duties and can work independently or strongly contribute to team efforts relative to IT administrative 
tasks; work requires minimal review prior to being considered presentable to upper management. This class differs from 
the IT Business Administrator-Lead class in that an incumbent of the latter  leads or supervises staff and/or teams in 
carrying out IT administrative deliverables, along with reviewing the work of team members for accuracy and 
completeness.  
 
Work Activities: 
Getting Information: Develops project proposals for business areas needing technology solutions. Gathers information 
required for development of the information systems plan. Understands federal and state legislation/regulations such 
as, guidelines, laws, and policies. Identifies sources of relevant data for the information system plan. Gathers and 
organizes appropriate information to determine operating procedures and processes. Records all asset information 
according to state standards relative to information technology purchases. Compiles information for program staff and 
legal division to create disposition authority.Monitor Processes, Materials, or Surroundings: Compiles data from financial 
systems to create IT budgets, as well as tracks and analyzes expenditures. Reviews business continuity plan for 
completion, updates omissions, projects, processes and errors. Devises systems to monitor identified risk.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Performs cost benefit analysis on systems 
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projects.Processing Information: Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes. Compiles expenditure data for systems activities and produce related reports. Compiles 
information required for state and federal planning and status reports for system projects. Produces reports and 
identifies key elements for tracking asset life cycle, such as, reconciliation, inventory and disposal. Ensures that all 
purchases are made according to state standards and guidelines.Evaluating Information to Determine Compliance with 
Standards: Evaluates and audits record management to determine compliance with record disposition authority and 
state/federal standards.Analyzing Data or Information: Analyzes bids, contracts, warranty and vendor solicitations for 
procurements and renewals. Analyzes budget and accounting reports to maintain expenditure controls.Making 
Decisions and Solving Problems: Proposes solutions to identified customer business needs. Determines the source and 
makes recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement cost and 
other factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date with 
relevant state and federal regulations. Stays abreast of advances in technology.Scheduling Work and Activities: 
Schedules record storage and disposal in accordance with record disposition authority.Organizing, Planning, and 
Prioritizing Work: Plans hardware and software replacement and deployment projects. Develops specific goals and plans 
to prioritize, organize, and accomplish IT Business Administrative task/function.Interacting with Computers: Composes 
documents and maintains editing standards, narrative descriptions including, tables and charts. Utilizes state's computer 
systems to gather, analyze, process and report information. Maintains records and files. Assists in laying out material for 
publication.Documenting/Recording Information: Maintains current and archived versions of financial and 
administrative documents. Documents IT purchase and asset inventory records throughout procurement lifecycle. 
Tracks accurate software license data to ensure sufficient inventory and compliance. Records and tracks index 
information to comply with retention and disposition schedules.Interpreting the Meaning of Information for Others: 
Reviews and edits content to achieve effective presentation that is appropriate to the audience, including graphics, 
photographs, tables and figures.Communicating with Supervisors, Peers, or Subordinates: Provides information to 
supervisors, co-workers and subordinates by telephone, in written form, electronically and/or in person.Communicating 
with Persons outside the Organization: Solicits and provides information from/to outside organizations by telephone, in 
written form, electronically and/or in person.Establishing and Maintaining Interpersonal Relationships: Maintains a 
constructive and cooperative working relationship with others.Monitoring and Controlling Resources: Monitors 
inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Organizing Comfort around Higher Management Planning Process 
Management Problem Solving Customer Focus Conflict Management Presentation Skills Organizational 
AgilityKnowledge: Knowledge of business and management principles Knowledge of Information Systems Planning 
Knowledge of Records management Knowledge of Operating Procedures and Documentation Knowledge of office 
automation Knowledge of IT hardware and software and their lifecycles Knowledge of procurement policies and 
procedures Knowledge of customer needs assessments Knowledge of project planning Knowledge of accounting 
Knowledge of budgeting Knowledge of legislation tracking Knowledge of personnel policies and procedures Knowledge 
of disaster recovery and business continuity Knowledge of marketing Knowledge of staff augmentation contracting 
Knowledge of State IT standards Knowledge of risk mitigationSkills: Skill in interpreting statistical reports and performing 
trend analysis Skill in creating and conducting presentations Skill in the use of presentation software, email, web sites, 
and other media methods to effectively communicate with others Excellent communication skills Strong math skills to 
ensure accurate financial reports Skill in assessing training needs Skill in performance based hiring Skill in marketing new 
policies/procedures/initiatives to customers Skill in the development of marketing materials Skill in performing basic risk 
analysis Skill in project prioritization and coordinating resources Skill in assisting with hardware/software deployment 
Skill in creating instructional materials Skill in managing records Skill in information systems planning, software, and 
other IT-related documentation Strong reading comprehension skills Technical writing skills Customer service active 
listening skills Skill in creating IT service levels Adaptation skills when external resources change Flexibility in working 
with other's schedules Skill in training others Skill in negotiating terms with vendors Skill in negotiating reasonable 
expectations with customers Skill in using positive persuasion methods when working with customers to facilitate 
win/win scenarios Skill in pursuing new methods to assist customers Skill in observing customers to view their reactions, 
and understanding why they react the way they do, in order to both present and provide solutions more effectively Skill 
in gathering/analyzing information, evaluating options, and providing recommendations to senior staff Skill in creating 
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and modifying complex formulas, creating and utilizing mail merges, performing data analysis/manipulation, and 
producing statistical information/reports Skill in assisting others with learning/using complex office automation 
functions Skill in generating or adapting technology to meet customer needs Skill in ensuring decisions made are both 
practical and ethical Skill in analyzing business processes, and determining what adaptions are necessary given 
operational/environmental changes Skill in identifying, developing, and conducting measurements to determine the 
effectiveness of new/existing processes and applications Skill in staying within budget resources relative to purchases, 
and projects Skill in effective management of personnel resources when leading a team Skill in effective personal time 
management Skill in troubleshooting techniquesAbilities: Category Flexibility - Ability to group or associate different 
things using creativity and structure Deductive Reasoning - Ability to apply general rules to specific problems to produce 
sensible answers Flexibility of Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - 
The ability to brainstorm a large number of ideas - stressing the quantity, not necessarily the quality of the ideas 
Inductive Reasoning - Ability to find a relationship in the midst of seeming unrelated ideas Information Ordering - The 
ability to effectively place information in an orderly fashion Mathematical Reasoning - Ability to determine the right 
formula to solve a problem Number Facility - The ability to add/subtract/multiply/divide quickly and accurately Oral 
Comprehension - Effective listening skills Oral Expression - Effective oral communication skills Originality - The ability to 
come up with creative solutions Perceptual Speed - The ability to quickly compare and contrast items Problem 
Sensitivity - The ability to quickly tell when something is wrong or about to go wrong Selective Attention - The ability to 
focus on a single task Speed of Closure - Quickly making sense of information, and combining it into meaningful patterns 
Time Sharing - Ability to multitask Visualization - Imagining what the outcomes will be to a proposed change Written 
Comprehension - Ability to read and comprehend documentation Written Expression - Ability to effectively 
communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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075627 - IT BUSINESS ADMINISTRATOR-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5020 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of information technology related professional experience in one or a combination of the following: (1) technical 
writing/IT planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management 4) budgeting/tracking expenditures 5) IT staff/contract administration. OR Graduation 
from an accredited college or university with an associate's degree and experience equivalent to five years of experience 
in one or a combination of the following: (1) technical writing/IT planning/business continuity/risk management/policies 
& procedures (2) records management, (3) IT procurement/asset management 4) budgeting/tracking expenditures (5) IT 
staff/contract administration. Substitution of Experience for Education: Additional IT-related professional level 
experience in technical writing, IT planning/business continuity, risk management, policies & procedures, records 
management, IT procurement/asset management, budgeting/tracking expenditures, or IT staff/contract administration 
may substitute for the required degree on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: This is the advanced working-level class in the IT Business Administration sub-series. An 
employee in this class either independently or with minimal supervision, creates/reviews/updates technical 
documentation, which may include: technical writing, information systems plans, business continuity plans, risk 
management, policies/procedures, and general communications with IT customers). Maybe responsible for records 
management, to include compliance with State standards relative to records retention. May be responsible for 
information technology related purchases of hardware/software, along with asset management. Maybe responsible for 
budgeting/tracking IT-related expenditures. May have administrative responsibilities related to acquiring and 
administrating contract-related information technology professionals, as well as administrating IT human resource 
functions. This class differs from the IT Business Administrator-Intermediate class in that an incumbent of the latter 
performs general duties and can work independently or strongly contribute to team efforts relative to IT administrative 
tasks; work requires minimal review prior to being considered presentable to upper management. This class differs from 
the IT Business Administrator-Lead class in that an incumbent of the latter  leads or supervises staff and/or teams in 
carrying out IT administrative deliverables, along with reviewing the work of team members for accuracy and 
completeness.  
 
Work Activities: 
Getting Information: Develops project proposals for business areas needing technology solutions. Gathers information 
required for development of the information systems plan. Understands federal and state legislation/regulations such 
as, guidelines, laws, and policies. Identifies sources of relevant data for the information system plan. Gathers and 
organizes appropriate information to determine operating procedures and processes. Records all asset information 
according to state standards relative to information technology purchases. Compiles information for program staff and 
legal division to create disposition authority.Monitor Processes, Materials, or Surroundings: Compiles data from financial 
systems to create IT budgets, as well as tracks and analyzes expenditures. Reviews business continuity plan for 
completion, updates omissions, projects, processes and errors. Devises systems to monitor identified risk.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Performs cost benefit analysis on systems 
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projects.Processing Information: Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes. Compiles expenditure data for systems activities and produce related reports. Compiles 
information required for state and federal planning and status reports for system projects. Produces reports and 
identifies key elements for tracking asset life cycle, such as, reconciliation, inventory and disposal. Ensures that all 
purchases are made according to state standards and guidelines.Evaluating Information to Determine Compliance with 
Standards: Evaluates and audits record management to determine compliance with record disposition authority and 
state/federal standards.Analyzing Data or Information: Analyzes bids, contracts, warranty and vendor solicitations for 
procurements and renewals. Analyzes budget and accounting reports to maintain expenditure controls.Making 
Decisions and Solving Problems: Proposes solutions to identified customer business needs. Determines the source and 
makes recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement cost and 
other factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date with 
relevant state and federal regulations. Stays abreast of advances in technology.Scheduling Work and Activities: 
Schedules record storage and disposal in accordance with record disposition authority.Organizing, Planning, and 
Prioritizing Work: Plans hardware and software replacement and deployment projects. Develops specific goals and plans 
to prioritize, organize, and accomplish IT Business Administrative task/function.Interacting with Computers: Composes 
documents and maintains editing standards, narrative descriptions including, tables and charts. Utilizes state's computer 
systems to gather, analyze, process and report information. Maintains records and files. Assists in laying out material for 
publication.Documenting/Recording Information: Maintains current and archived versions of financial and 
administrative documents. Documents IT purchase and asset inventory records throughout procurement lifecycle. 
Tracks accurate software license data to ensure sufficient inventory and compliance. Records and tracks index 
information to comply with retention and disposition schedules.Interpreting the Meaning of Information for Others: 
Reviews and edits content to achieve effective presentation that is appropriate to the audience, including graphics, 
photographs, tables and figures.Communicating with Supervisors, Peers, or Subordinates: Provides information to 
supervisors, co-workers and subordinates by telephone, in written form, electronically and/or in person.Communicating 
with Persons outside the Organization: Solicits and provides information from/to outside organizations by telephone, in 
written form, electronically and/or in person.Establishing and Maintaining Interpersonal Relationships: Maintains a 
constructive and cooperative working relationship with others.Monitoring and Controlling Resources: Monitors 
inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Organizing Comfort around Higher Management Planning Process 
Management Problem Solving Customer Focus Conflict Management Presentation Skills Organizational 
AgilityKnowledge: Knowledge of business and management principles Knowledge of Information Systems Planning 
Knowledge of Records management Knowledge of Operating Procedures and Documentation Knowledge of office 
automation Knowledge of IT hardware and software and their lifecycles Knowledge of procurement policies and 
procedures Knowledge of customer needs assessments Knowledge of project planning Knowledge of accounting 
Knowledge of budgeting Knowledge of legislation tracking Knowledge of personnel policies and procedures Knowledge 
of disaster recovery and business continuity Knowledge of marketing Knowledge of staff augmentation contracting 
Knowledge of State IT standards Knowledge of risk mitigationSkills: Skill in interpreting statistical reports and performing 
trend analysis Skill in creating and conducting presentations Skill in the use of presentation software, email, web sites, 
and other media methods to effectively communicate with others Excellent communication skills Strong math skills to 
ensure accurate financial reports Skill in assessing training needs Skill in performance based hiring Skill in marketing new 
policies/procedures/initiatives to customers Skill in the development of marketing materials Skill in performing basic risk 
analysis Skill in project prioritization and coordinating resources Skill in assisting with hardware/software deployment 
Skill in creating instructional materials Skill in managing records Skill in information systems planning, software, and 
other IT-related documentation Strong reading comprehension skills Technical writing skills Customer service active 
listening skills Skill in creating IT service levels Adaptation skills when external resources change Flexibility in working 
with other's schedules Skill in training others Skill in negotiating terms with vendors Skill in negotiating reasonable 
expectations with customers Skill in using positive persuasion methods when working with customers to facilitate 
win/win scenarios Skill in pursuing new methods to assist customers Skill in observing customers to view their reactions, 
and understanding why they react the way they do, in order to both present and provide solutions more effectively Skill 
in gathering/analyzing information, evaluating options, and providing recommendations to senior staff Skill in creating 
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and modifying complex formulas, creating and utilizing mail merges, performing data analysis/manipulation, and 
producing statistical information/reports Skill in assisting others with learning/using complex office automation 
functions Skill in generating or adapting technology to meet customer needs Skill in ensuring decisions made are both 
practical and ethical Skill in analyzing business processes, and determining what adaptions are necessary given 
operational/environmental changes Skill in identifying, developing, and conducting measurements to determine the 
effectiveness of new/existing processes and applications Skill in staying within budget resources relative to purchases, 
and projects Skill in effective management of personnel resources when leading a team Skill in effective personal time 
management Skill in troubleshooting techniquesAbilities: Category Flexibility - Ability to group or associate different 
things using creativity and structure Deductive Reasoning - Ability to apply general rules to specific problems to produce 
sensible answers Flexibility of Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - 
The ability to brainstorm a large number of ideas - stressing the quantity, not necessarily the quality of the ideas 
Inductive Reasoning - Ability to find a relationship in the midst of seeming unrelated ideas Information Ordering - The 
ability to effectively place information in an orderly fashion Mathematical Reasoning - Ability to determine the right 
formula to solve a problem Number Facility - The ability to add/subtract/multiply/divide quickly and accurately Oral 
Comprehension - Effective listening skills Oral Expression - Effective oral communication skills Originality - The ability to 
come up with creative solutions Perceptual Speed - The ability to quickly compare and contrast items Problem 
Sensitivity - The ability to quickly tell when something is wrong or about to go wrong Selective Attention - The ability to 
focus on a single task Speed of Closure - Quickly making sense of information, and combining it into meaningful patterns 
Time Sharing - Ability to multitask Visualization - Imagining what the outcomes will be to a proposed change Written 
Comprehension - Ability to read and comprehend documentation Written Expression - Ability to effectively 
communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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075626 - IT BUSINESS ADMINISTRATOR-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5009 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
information technology related professional experience in one or a combination of the following: (1) technical writing/IT 
planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management. OR Graduation from an accredited college or university with an associate's degree and 
experience equivalent to three years of experience in one or a combination of the following: (1) technical writing/IT 
planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management 4) budgeting/tracking expenditures (5) IT staff/contract administration. Substitution of 
Experience for Education: Additional IT-related professional level experience in technical writing, IT planning/business 
continuity, risk management, policies & procedures, records management, IT procurement/asset management, 
budgeting/tracking expenditures, or IT staff/contract administration may substitute for the required degree on a year-
for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: This is the working level classification in the IT Business Administrator sub-series. An employee 
in this class performs general IT Business Administrator duties. Work includes creating/reviewing/updating technical 
documentation, which includes technical writing, information systems plans, basic business continuity plans, and risk 
management, policies/procedures, and/or general communications with IT customers. This class differs from the IT 
Business Administrator-ASC in that an incumbent of the latter performs at the entry level in a learning capacity. This 
class differs from the IT Business Administrator-Adv classification in that incumbents of the latter perform work of 
greater scope and complexity. 
 
Work Activities: 
Getting Information: Records all asset information according to state standards relative to information technology 
purchases. Compiles information for program staff and legal division to create record disposition authority. Gathers 
specifications and determines quantities, license compliance, cost, product functionality and source of supply.Monitor 
Processes, Materials, or Surroundings: Compiles data from financial systems to create IT budgets, as well as tracks and 
analyzes expenditures. Reviews business continuity plan for completion, updates, omissions, projects, processes and 
errors.Processing Information: Produces reports and identifies key elements for tracking asset life cycle, such as, 
reconciliation, inventory and disposal. Compiles expenditures data for systems activities and produce related reports. 
Ensures that all purchases are state standards. Compiles information required for state and federal planning and status 
reports for system projects. Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes.Evaluating Information to Determine Compliance with Standards: Evaluates and audits records 
management to determine compliance with records disposition authority and state/federal standards.Analyzing Data or 
Information: Analyzes bids, contracts, warranty and vendor solicitations for procurements and renewals. Analyzes 
budget and accounting reports to maintain expenditure controls.Making Decisions and Solving Problems: Determines 
source and makes recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement 
cost and other factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date 
with relevant state and federal regulations. Stays abreast of advances in technology.Scheduling Work and Activities: 
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Schedules record storage and disposal in accordance with record disposition authority.Organizing, Planning, and 
Prioritizing Work: Plans hardware and software replacement and deployment projects.Interacting with Computers: 
Utilizes state's computer systems to gather, analyze, process and report information. Maintains records and 
files.Documenting/Recording Information: Documents IT purchases and asset inventory records throughout 
procurement lifecycle. Tracks accurate software license data to ensure sufficient inventory and compliance. Records and 
tracks index information to comply with retention and disposition schedules.Communicating with Supervisors, Peers, or 
Subordinates: Provides information to supervisors, co-workers and subordinates by telephone, in written form, 
electronically and/or in person.Communicating with Persons outside the Organization: Solicits and provides information 
from/to outside organizations by telephone, in written form, electronically and/or in person.Establishing and 
Maintaining Interpersonal Relationships:  Maintains a constructive and cooperative working relationship with 
others.Monitoring and Controlling Resources: Monitors inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Organizing Comfort around Higher Management Planning Process 
Management Problem Solving Customer Focus Conflict Management Presentation SkillsKnowledge: Knowledge of 
business and management principles Knowledge of Information Systems Planning Knowledge of Records management 
Knowledge of Operating Procedures and Documentation Knowledge of office automation Knowledge of procurement 
policies and procedures Knowledge of customer needs assessments Knowledge of project planning Knowledge of 
accounting Knowledge of budgeting Knowledge of legislation tracking Knowledge of personnel policies and procedures 
Knowledge of staff augmentation contracting Knowledge of State IT standards Basic knowledge of risk mitigation Basic 
knowledge of disaster recovery and business continuitySkills: Skill in interpreting statistical reports and performing trend 
analysis Skill in the use of presentation software, email, web sites, and other media methods to effectively communicate 
with others Excellent communication skills Strong math skills to ensure accurate financial reports Skill in performance 
based hiring Skill in performing basic risk analysis Skill in project prioritizing and coordinating resources Skill in assisting 
with hardware/software deployment Skill in creating instructional materials Skill in managing records Skill in information 
systems planning, software, and other IT-related documentation Strong reading comprehension skills Technical writing 
skills Customer service active listening skills Skill in creating IT service levels Adaptation skills when external resources 
change Flexibility in working with other's schedules Skill in negotiating terms with vendors Skill in negotiating reasonable 
expectations with customers Skill in using positive persuasion methods when working with customers to facilitate 
win/win scenarios Skill in pursuing new methods to assist customers Skill in observing customers to view their reactions, 
and understanding why they react the way they do, in order to both present and provide solutions more effectively Skill 
in gathering/analyzing information, evaluating options, and providing recommendations to senior staff Skill in creating 
and modifying complex formulas, creating and utilizing mail merges, performing data analysis/manipulation, and 
producing statistical information/reports Skill in assisting others with learning/using complex office automation 
functions Skill in generating or adapting technology to meet customer needs Skill in analyzing business processes, and 
determining what adaptations are necessary given operational/environmental changes Skill in staying within budget 
resources relative to purchases, and projects Skill in effective personal time management Skill in troubleshooting 
techniquesAbilities: Category Flexibility - Ability to group or associate different things using creativity and structure 
Deductive Reasoning - Ability to apply general rules to specific problems to produce sensible answers Flexibility of 
Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - The ability to brainstorm a large 
number of ideas - stressing the quantity, not necessarily the quality of the ideas Inductive Reasoning - Ability to find a 
relationship in the midst of seeming unrelated ideas Information Ordering - The ability to effectively place information in 
an orderly fashion Mathematical Reasoning - Ability to determine the right formula to solve a problem Number Facility - 
The ability to add/subtract/multiply/divide quickly and accurately Oral Comprehension - Effective listening skills Oral 
Expression - Effective oral communication skills Perceptual Speed - The ability to quickly compare and contrast items 
Problem Sensitivity - The ability to quickly tell when something is wrong or about to go wrong Speed of Closure - Quickly 
making sense of information, and combining it into meaningful patterns Time Sharing - Ability to multitask Visualization - 
Imagining what the outcomes will be to a proposed change Written Comprehension - Ability to read and comprehend 
documentation Written Expression - Ability to effectively communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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075626 - IT BUSINESS ADMINISTRATOR-INT 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5010 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
information technology related professional experience in one or a combination of the following: (1) technical writing/IT 
planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management. OR Graduation from an accredited college or university with an associate's degree and 
experience equivalent to three years of experience in one or a combination of the following: (1) technical writing/IT 
planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management 4) budgeting/tracking expenditures (5) IT staff/contract administration. Substitution of 
Experience for Education: Additional IT-related professional level experience in technical writing, IT planning/business 
continuity, risk management, policies & procedures, records management, IT procurement/asset management, 
budgeting/tracking expenditures, or IT staff/contract administration may substitute for the required degree on a year-
for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: This is the working level classification in the IT Business Administrator sub-series. An employee 
in this class performs general IT Business Administrator duties. Work includes creating/reviewing/updating technical 
documentation, which includes technical writing, information systems plans, basic business continuity plans, and risk 
management, policies/procedures, and/or general communications with IT customers. This class differs from the IT 
Business Administrator-ASC in that an incumbent of the latter performs at the entry level in a learning capacity. This 
class differs from the IT Business Administrator-Adv classification in that incumbents of the latter perform work of 
greater scope and complexity. 
 
Work Activities: 
Getting Information: Records all asset information according to state standards relative to information technology 
purchases. Compiles information for program staff and legal division to create record disposition authority. Gathers 
specifications and determines quantities, license compliance, cost, product functionality and source of supply.Monitor 
Processes, Materials, or Surroundings: Compiles data from financial systems to create IT budgets, as well as tracks and 
analyzes expenditures. Reviews business continuity plan for completion, updates, omissions, projects, processes and 
errors.Processing Information: Produces reports and identifies key elements for tracking asset life cycle, such as, 
reconciliation, inventory and disposal. Compiles expenditures data for systems activities and produce related reports. 
Ensures that all purchases are state standards. Compiles information required for state and federal planning and status 
reports for system projects. Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes.Evaluating Information to Determine Compliance with Standards: Evaluates and audits records 
management to determine compliance with records disposition authority and state/federal standards.Analyzing Data or 
Information: Analyzes bids, contracts, warranty and vendor solicitations for procurements and renewals. Analyzes 
budget and accounting reports to maintain expenditure controls.Making Decisions and Solving Problems: Determines 
source and makes recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement 
cost and other factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date 
with relevant state and federal regulations. Stays abreast of advances in technology.Scheduling Work and Activities: 
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Schedules record storage and disposal in accordance with record disposition authority.Organizing, Planning, and 
Prioritizing Work: Plans hardware and software replacement and deployment projects.Interacting with Computers: 
Utilizes state's computer systems to gather, analyze, process and report information. Maintains records and 
files.Documenting/Recording Information: Documents IT purchases and asset inventory records throughout 
procurement lifecycle. Tracks accurate software license data to ensure sufficient inventory and compliance. Records and 
tracks index information to comply with retention and disposition schedules.Communicating with Supervisors, Peers, or 
Subordinates: Provides information to supervisors, co-workers and subordinates by telephone, in written form, 
electronically and/or in person.Communicating with Persons outside the Organization: Solicits and provides information 
from/to outside organizations by telephone, in written form, electronically and/or in person.Establishing and 
Maintaining Interpersonal Relationships:  Maintains a constructive and cooperative working relationship with 
others.Monitoring and Controlling Resources: Monitors inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Organizing Comfort around Higher Management Planning Process 
Management Problem Solving Customer Focus Conflict Management Presentation SkillsKnowledge: Knowledge of 
business and management principles Knowledge of Information Systems Planning Knowledge of Records management 
Knowledge of Operating Procedures and Documentation Knowledge of office automation Knowledge of procurement 
policies and procedures Knowledge of customer needs assessments Knowledge of project planning Knowledge of 
accounting Knowledge of budgeting Knowledge of legislation tracking Knowledge of personnel policies and procedures 
Knowledge of staff augmentation contracting Knowledge of State IT standards Basic knowledge of risk mitigation Basic 
knowledge of disaster recovery and business continuitySkills: Skill in interpreting statistical reports and performing trend 
analysis Skill in the use of presentation software, email, web sites, and other media methods to effectively communicate 
with others Excellent communication skills Strong math skills to ensure accurate financial reports Skill in performance 
based hiring Skill in performing basic risk analysis Skill in project prioritizing and coordinating resources Skill in assisting 
with hardware/software deployment Skill in creating instructional materials Skill in managing records Skill in information 
systems planning, software, and other IT-related documentation Strong reading comprehension skills Technical writing 
skills Customer service active listening skills Skill in creating IT service levels Adaptation skills when external resources 
change Flexibility in working with other's schedules Skill in negotiating terms with vendors Skill in negotiating reasonable 
expectations with customers Skill in using positive persuasion methods when working with customers to facilitate 
win/win scenarios Skill in pursuing new methods to assist customers Skill in observing customers to view their reactions, 
and understanding why they react the way they do, in order to both present and provide solutions more effectively Skill 
in gathering/analyzing information, evaluating options, and providing recommendations to senior staff Skill in creating 
and modifying complex formulas, creating and utilizing mail merges, performing data analysis/manipulation, and 
producing statistical information/reports Skill in assisting others with learning/using complex office automation 
functions Skill in generating or adapting technology to meet customer needs Skill in analyzing business processes, and 
determining what adaptations are necessary given operational/environmental changes Skill in staying within budget 
resources relative to purchases, and projects Skill in effective personal time management Skill in troubleshooting 
techniquesAbilities: Category Flexibility - Ability to group or associate different things using creativity and structure 
Deductive Reasoning - Ability to apply general rules to specific problems to produce sensible answers Flexibility of 
Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - The ability to brainstorm a large 
number of ideas - stressing the quantity, not necessarily the quality of the ideas Inductive Reasoning - Ability to find a 
relationship in the midst of seeming unrelated ideas Information Ordering - The ability to effectively place information in 
an orderly fashion Mathematical Reasoning - Ability to determine the right formula to solve a problem Number Facility - 
The ability to add/subtract/multiply/divide quickly and accurately Oral Comprehension - Effective listening skills Oral 
Expression - Effective oral communication skills Perceptual Speed - The ability to quickly compare and contrast items 
Problem Sensitivity - The ability to quickly tell when something is wrong or about to go wrong Speed of Closure - Quickly 
making sense of information, and combining it into meaningful patterns Time Sharing - Ability to multitask Visualization - 
Imagining what the outcomes will be to a proposed change Written Comprehension - Ability to read and comprehend 
documentation Written Expression - Ability to effectively communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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075628 - IT BUSINESS ADMINISTRATOR-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5030 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's degree and five years 
of information technology related professional experience in one or a combination of the following: (1) technical 
writing/IT planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management (4) budgeting/tracking expenditures (5) IT staff/contract administration. OR 
Graduation from an accredited college or university with an Associate's Degree and experience equivalent to seven 
years experience in one or a combination of the following: (1) technical writing/IT planning/business continuity/risk 
management/policies & procedures (2) records management, (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT staff/contract administration. Substitution of Experience for Education: 
Additional IT-related professional level experience in technical writing, IT planning/business continuity, risk 
management, policies & procedures, records management, IT procurement/asset management, budgeting/tracking 
expenditures, or IT staff/contract administration may substitute for the required degree on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: An employee in this class leads or supervises staff and/or teams in carrying out IT administrative 
deliverables, along with reviewing the work of team members for accuracy and completeness. An employee in this class 
creates/reviews/updates technical documentation, which may include: technical writing, information systems plans, 
business continuity plans, risk management, policies/procedures, and general communications with IT customers.   May 
be responsible for records management, to include compliance with State standards relative to records retention.   May 
be responsible for information technology related purchases of hardware/software, along with asset management. May 
be responsible for budgeting/tracking IT-related expenditures. May have administrative responsibilities related to 
acquiring and administrating contract-related information technology professionals, as well as administrating IT human 
resource functions. This classification differs from the Information Technology Business Administrator Advanced in that 
incumbents of the latter either independently or with minimal supervision, creates/reviews/updates technical 
documentation. 
 
Work Activities: 
Getting Information: Understands federal and state legislation/regulations such as, guidelines, laws, and policies. 
Develops project proposals for business areas needing technology solutions. Gathers information required for 
development of the information systems plan. Gathers and organizes appropriate information to determine operating 
procedures and processes. Identifies sources of relevant data for the information system plan. Gathers specifications 
and determines quantities, license compliance, cost product functionality and source of supply. Records all asset 
information according to state standards relative to information technology purchases. Compiles information for 
program staff and legal division to create record disposition.Monitor Processes, Materials, or Surroundings:  Compiles 
data from financial systems to create IT budgets, as well as tracks and analyzes expenditures. Monitors project portfolio 
and associated resource utilization to assure strategic and financial alignment. Devises systems to monitor identified 
risk. Reviews business continuity plan for completion, updates, omissions, projects, processes and errorsIdentifying 
Objects, Actions, and Events: Performs trend analysis of expenditures to identify potential issues.Estimating the 
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Quantifiable Characteristics of Products, Events, or Information:  Performs cost benefit analysis on systems 
projects.Judging the Qualities of Things, Services, or People: Analyzes return on investment for system 
projects.Processing Information: Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes. Compiles expenditure data for systems activities and produce related reports. Compiles 
information required for state and federal planning and status reports for system projects. Produces reports and identify 
key elements for tracking asset life cycle, such as, reconciliation, inventory and disposal. Ensures that all purchases are 
made according to state standards and guidelines.Evaluating Information to Determine Compliance with Standards: 
Evaluates system compliance with federal and state legislation/regulations such as, guidelines, laws, and policies. 
Evaluates and audits record management to determine compliance with record disposition authority and state/federal 
standards.Analyzing Data or Information: Analyzes bids, contracts, warranty and vendor solicitations for procurements 
and renewals. Analyzes budget and accounting reports to maintain expenditure controls. Analyzes the technology 
portfolio for trends impacting cost, schedules and quality.Making Decisions and Solving Problems: Evaluates data 
processing proposals to assess project feasibility and requirements. Proposes solutions to identified customer business 
needs. Meets with department heads to solicit cooperation and resolve problems. Determines the source and make 
recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement cost and other 
factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date with relevant 
state and federal regulations. Stays abreast of advances in technology.Developing Objectives and Strategies: Establishes 
long-range information technology objectives and specifying the strategies and actions to achieve them.Scheduling 
Work and Activities: Schedules activities and work assignments in order to achieve IT administrative efforts in a timely 
manner. Develops and maintains schedules for any vendor supplied IT related resources. Schedules record storage and 
disposal in accordance with record disposition authority.Organizing, Planning, and Prioritizing Work: Develops specific 
goals and plans to prioritize, organize, and accomplish IT Business Administrative task./function. Plans hardware and 
software replacement and deployment projects. Prioritizes business continuity plan.Interacting with Computers: 
Composes documents and maintains editing standards, narrative descriptions including, tables and charts. Maintains 
records and files. Utilizes state's computer systems to gather, analyze, process and report information. Assists in laying 
out material for publication.Documenting/Recording Information: Records and tracks index information to comply with 
retention and disposition schedules. Tracks accurate software license data to ensure sufficient inventory and 
compliance. Maintains current and archived versions of financial and administrative documents. Documents IT purchase 
and asset inventory records throughout procurement lifecycle.Repairing and Maintaining Electronic Equipment: 
Establishes service contracts for maintenance and support of IT related software, equipment and electrical and 
mechanical systems.Interpreting the Meaning of Information for Others: Reviews and edits content to achieve effective 
presentation that is appropriate to the audience, including graphics, photographs, tables and figures.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers and subordinates by 
telephone, in written form, electronically and/or in person.Communicating with Persons outside the Organization: 
Provides information to persons outside of organization by telephone, in written form, electronically and/or in 
person.Establishing and Maintaining Interpersonal Relationships:  Establishes constructive and cooperative working 
relationships with others, and maintains them over time.Developing and Building Teams: Recruits, hires, trains and 
supervises staff, or participates in staffing decisions.Provide Consultation and Advice to Others: Provides guidance and 
expert advice to management and other groups on technology budget.Monitoring and Controlling Resources: Monitors 
inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Comfort around Higher Management Planning Process Management Problem 
Solving Customer Focus Conflict Management Presentation Skills Organizational AgilityKnowledge: Knowledge of 
business and management principles. Knowledge of Information Systems Planning Knowledge of Records management 
Knowledge of Operating Procedures and Documentation Knowledge of office automation Knowledge of IT hardware and 
software and their lifecycles Knowledge of procurement policies and procedures Knowledge of customer needs 
assessments Knowledge of project management Knowledge of accounting Knowledge of budgeting Knowledge of 
legislation tracking Knowledge of personnel policies and procedures Knowledge of disaster recovery and business 
continuity Knowledge of marketing Knowledge of staff augmentation contracting Knowledge of State IT standards 
Knowledge of risk mitigation Know of personnel policies and procedures Knowledge of curriculum developmentSkills: 
Skill in interpreting statistical reports and performing trend analysis Skill in creating and leading presentations Skill in the 
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use of presentation software, email, web sites, and other media methods to effectively communicate with others 
Excellent communication skills Strong math skills to ensure accurate financial reports Skill in assessing training needs 
Skill in performance based hiring Skill in marketing new policies/procedures/initiatives to customers Skill in the 
development of marketing materials Skill in performing basic risk analysis Skill in project prioritization and coordinating 
resources Skill in assisting with hardware/software deployment Skill in creating instructional materials Skill in managing 
records Skill in information systems planning, software, and other IT-related documentation Strong reading 
comprehension skills Technical writing skills Customer service active listening skills Skill in creating IT service levels 
Adaptation skills when external resources change Flexibility in working with other's schedules Skill in training others Skill 
in negotiating terms with vendors Skill in negotiating reasonable expectations with customers Skill in using positive 
persuasion methods when working with customers to facilitate win/win scenarios Skill in pursuing new methods to 
assist customers Skill in observing customers to view their reactions, and understanding why they react the way they do, 
in order to both present and provide solutions more effectively Skill in gathering/analyzing information, evaluating 
options, and providing recommendations to senior staff Skill in creating and modifying complex formulas, creating and 
utilizing mail merges, performing data analysis/manipulation, and producing statistical information/reports Skill in 
assisting others with learning/using complex office automation functions Skill in generating or adapting technology to 
meet customer needs Skill in ensuring decisions made are both practical and ethical Skill in analyzing business processes, 
and determining what adaptions are necessary given operational/environmental changes Skill in identifying, developing, 
and conducting measurements to determine the effectiveness of new/existing processes and applications Skill in staying 
within budget resources relative to purchases, and projects Skill in effective management of personnel resources when 
leading a team Skill in effective personal time management Skill in troubleshooting techniques Skill in reviewing and 
analyzing costs and product lifecycles Skill in leading a project team when rolling out new initiatives Skill in developing 
curriculumAbilities: Category Flexibility - Ability to group or associate different things using creativity and structure 
Deductive Reasoning - Ability to apply general rules to specific problems to produce sensible answers Flexibility of 
Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - The ability to brainstorm a large 
number of ideas - stressing the quantity, not necessarily the quality of the ideas Inductive Reasoning - Ability to find a 
relationship in the midst of seeming unrelated ideas Information Ordering - The ability to effectively place information in 
an orderly fashion Mathematical Reasoning - Ability to determine the right formula to solve a problem Number Facility - 
The ability to add/subtract/multiply/divide quickly and accurately Oral Comprehension - Effective listening skills Oral 
Expression - Effective oral communication skills Originality - The ability to come up with creative solutions Perceptual 
Speed - The ability to quickly compare and contrast items Problem Sensitivity - The ability to quickly tell when something 
is wrong or about to go wrong Selective Attention - The ability to focus on a single task Speed of Closure - Quickly 
making sense of information, and combining it into meaningful patterns Time Sharing - Ability to multitask Visualization - 
Imagining what the outcomes will be to a proposed change Written Comprehension - Ability to read and comprehend 
documentation Written Expression - Ability to effectively communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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075628 - IT BUSINESS ADMINISTRATOR-LEAD 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5031 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's degree and five years 
of information technology related professional experience in one or a combination of the following: (1) technical 
writing/IT planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management (4) budgeting/tracking expenditures (5) IT staff/contract administration. OR 
Graduation from an accredited college or university with an Associate's Degree and experience equivalent to seven 
years experience in one or a combination of the following: (1) technical writing/IT planning/business continuity/risk 
management/policies & procedures (2) records management, (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT staff/contract administration. Substitution of Experience for Education: 
Additional IT-related professional level experience in technical writing, IT planning/business continuity, risk 
management, policies & procedures, records management, IT procurement/asset management, budgeting/tracking 
expenditures, or IT staff/contract administration may substitute for the required degree on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: An employee in this class leads or supervises staff and/or teams in carrying out IT administrative 
deliverables, along with reviewing the work of team members for accuracy and completeness. An employee in this class 
creates/reviews/updates technical documentation, which may include: technical writing, information systems plans, 
business continuity plans, risk management, policies/procedures, and general communications with IT customers.   May 
be responsible for records management, to include compliance with State standards relative to records retention.   May 
be responsible for information technology related purchases of hardware/software, along with asset management. May 
be responsible for budgeting/tracking IT-related expenditures. May have administrative responsibilities related to 
acquiring and administrating contract-related information technology professionals, as well as administrating IT human 
resource functions. This classification differs from the Information Technology Business Administrator Advanced in that 
incumbents of the latter either independently or with minimal supervision, creates/reviews/updates technical 
documentation. 
 
Work Activities: 
Getting Information: Understands federal and state legislation/regulations such as, guidelines, laws, and policies. 
Develops project proposals for business areas needing technology solutions. Gathers information required for 
development of the information systems plan. Gathers and organizes appropriate information to determine operating 
procedures and processes. Identifies sources of relevant data for the information system plan. Gathers specifications 
and determines quantities, license compliance, cost product functionality and source of supply. Records all asset 
information according to state standards relative to information technology purchases. Compiles information for 
program staff and legal division to create record disposition.Monitor Processes, Materials, or Surroundings:  Compiles 
data from financial systems to create IT budgets, as well as tracks and analyzes expenditures. Monitors project portfolio 
and associated resource utilization to assure strategic and financial alignment. Devises systems to monitor identified 
risk. Reviews business continuity plan for completion, updates, omissions, projects, processes and errorsIdentifying 
Objects, Actions, and Events: Performs trend analysis of expenditures to identify potential issues.Estimating the 
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Quantifiable Characteristics of Products, Events, or Information:  Performs cost benefit analysis on systems 
projects.Judging the Qualities of Things, Services, or People: Analyzes return on investment for system 
projects.Processing Information: Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes. Compiles expenditure data for systems activities and produce related reports. Compiles 
information required for state and federal planning and status reports for system projects. Produces reports and identify 
key elements for tracking asset life cycle, such as, reconciliation, inventory and disposal. Ensures that all purchases are 
made according to state standards and guidelines.Evaluating Information to Determine Compliance with Standards: 
Evaluates system compliance with federal and state legislation/regulations such as, guidelines, laws, and policies. 
Evaluates and audits record management to determine compliance with record disposition authority and state/federal 
standards.Analyzing Data or Information: Analyzes bids, contracts, warranty and vendor solicitations for procurements 
and renewals. Analyzes budget and accounting reports to maintain expenditure controls. Analyzes the technology 
portfolio for trends impacting cost, schedules and quality.Making Decisions and Solving Problems: Evaluates data 
processing proposals to assess project feasibility and requirements. Proposes solutions to identified customer business 
needs. Meets with department heads to solicit cooperation and resolve problems. Determines the source and make 
recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement cost and other 
factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date with relevant 
state and federal regulations. Stays abreast of advances in technology.Developing Objectives and Strategies: Establishes 
long-range information technology objectives and specifying the strategies and actions to achieve them.Scheduling 
Work and Activities: Schedules activities and work assignments in order to achieve IT administrative efforts in a timely 
manner. Develops and maintains schedules for any vendor supplied IT related resources. Schedules record storage and 
disposal in accordance with record disposition authority.Organizing, Planning, and Prioritizing Work: Develops specific 
goals and plans to prioritize, organize, and accomplish IT Business Administrative task./function. Plans hardware and 
software replacement and deployment projects. Prioritizes business continuity plan.Interacting with Computers: 
Composes documents and maintains editing standards, narrative descriptions including, tables and charts. Maintains 
records and files. Utilizes state's computer systems to gather, analyze, process and report information. Assists in laying 
out material for publication.Documenting/Recording Information: Records and tracks index information to comply with 
retention and disposition schedules. Tracks accurate software license data to ensure sufficient inventory and 
compliance. Maintains current and archived versions of financial and administrative documents. Documents IT purchase 
and asset inventory records throughout procurement lifecycle.Repairing and Maintaining Electronic Equipment: 
Establishes service contracts for maintenance and support of IT related software, equipment and electrical and 
mechanical systems.Interpreting the Meaning of Information for Others: Reviews and edits content to achieve effective 
presentation that is appropriate to the audience, including graphics, photographs, tables and figures.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers and subordinates by 
telephone, in written form, electronically and/or in person.Communicating with Persons outside the Organization: 
Provides information to persons outside of organization by telephone, in written form, electronically and/or in 
person.Establishing and Maintaining Interpersonal Relationships:  Establishes constructive and cooperative working 
relationships with others, and maintains them over time.Developing and Building Teams: Recruits, hires, trains and 
supervises staff, or participates in staffing decisions.Provide Consultation and Advice to Others: Provides guidance and 
expert advice to management and other groups on technology budget.Monitoring and Controlling Resources: Monitors 
inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Comfort around Higher Management Planning Process Management Problem 
Solving Customer Focus Conflict Management Presentation Skills Organizational AgilityKnowledge: Knowledge of 
business and management principles. Knowledge of Information Systems Planning Knowledge of Records management 
Knowledge of Operating Procedures and Documentation Knowledge of office automation Knowledge of IT hardware and 
software and their lifecycles Knowledge of procurement policies and procedures Knowledge of customer needs 
assessments Knowledge of project management Knowledge of accounting Knowledge of budgeting Knowledge of 
legislation tracking Knowledge of personnel policies and procedures Knowledge of disaster recovery and business 
continuity Knowledge of marketing Knowledge of staff augmentation contracting Knowledge of State IT standards 
Knowledge of risk mitigation Know of personnel policies and procedures Knowledge of curriculum developmentSkills: 
Skill in interpreting statistical reports and performing trend analysis Skill in creating and leading presentations Skill in the 
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use of presentation software, email, web sites, and other media methods to effectively communicate with others 
Excellent communication skills Strong math skills to ensure accurate financial reports Skill in assessing training needs 
Skill in performance based hiring Skill in marketing new policies/procedures/initiatives to customers Skill in the 
development of marketing materials Skill in performing basic risk analysis Skill in project prioritization and coordinating 
resources Skill in assisting with hardware/software deployment Skill in creating instructional materials Skill in managing 
records Skill in information systems planning, software, and other IT-related documentation Strong reading 
comprehension skills Technical writing skills Customer service active listening skills Skill in creating IT service levels 
Adaptation skills when external resources change Flexibility in working with other's schedules Skill in training others Skill 
in negotiating terms with vendors Skill in negotiating reasonable expectations with customers Skill in using positive 
persuasion methods when working with customers to facilitate win/win scenarios Skill in pursuing new methods to 
assist customers Skill in observing customers to view their reactions, and understanding why they react the way they do, 
in order to both present and provide solutions more effectively Skill in gathering/analyzing information, evaluating 
options, and providing recommendations to senior staff Skill in creating and modifying complex formulas, creating and 
utilizing mail merges, performing data analysis/manipulation, and producing statistical information/reports Skill in 
assisting others with learning/using complex office automation functions Skill in generating or adapting technology to 
meet customer needs Skill in ensuring decisions made are both practical and ethical Skill in analyzing business processes, 
and determining what adaptions are necessary given operational/environmental changes Skill in identifying, developing, 
and conducting measurements to determine the effectiveness of new/existing processes and applications Skill in staying 
within budget resources relative to purchases, and projects Skill in effective management of personnel resources when 
leading a team Skill in effective personal time management Skill in troubleshooting techniques Skill in reviewing and 
analyzing costs and product lifecycles Skill in leading a project team when rolling out new initiatives Skill in developing 
curriculumAbilities: Category Flexibility - Ability to group or associate different things using creativity and structure 
Deductive Reasoning - Ability to apply general rules to specific problems to produce sensible answers Flexibility of 
Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - The ability to brainstorm a large 
number of ideas - stressing the quantity, not necessarily the quality of the ideas Inductive Reasoning - Ability to find a 
relationship in the midst of seeming unrelated ideas Information Ordering - The ability to effectively place information in 
an orderly fashion Mathematical Reasoning - Ability to determine the right formula to solve a problem Number Facility - 
The ability to add/subtract/multiply/divide quickly and accurately Oral Comprehension - Effective listening skills Oral 
Expression - Effective oral communication skills Originality - The ability to come up with creative solutions Perceptual 
Speed - The ability to quickly compare and contrast items Problem Sensitivity - The ability to quickly tell when something 
is wrong or about to go wrong Selective Attention - The ability to focus on a single task Speed of Closure - Quickly 
making sense of information, and combining it into meaningful patterns Time Sharing - Ability to multitask Visualization - 
Imagining what the outcomes will be to a proposed change Written Comprehension - Ability to read and comprehend 
documentation Written Expression - Ability to effectively communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075628 - IT BUSINESS ADMINISTRATOR-LEAD 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5032 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's degree and five years 
of information technology related professional experience in one or a combination of the following: (1) technical 
writing/IT planning/business continuity/risk management/policies & procedures (2) records management, (3) IT 
procurement/asset management (4) budgeting/tracking expenditures (5) IT staff/contract administration. OR 
Graduation from an accredited college or university with an Associate's Degree and experience equivalent to seven 
years experience in one or a combination of the following: (1) technical writing/IT planning/business continuity/risk 
management/policies & procedures (2) records management, (3) IT procurement/asset management (4) 
budgeting/tracking expenditures (5) IT staff/contract administration. Substitution of Experience for Education: 
Additional IT-related professional level experience in technical writing, IT planning/business continuity, risk 
management, policies & procedures, records management, IT procurement/asset management, budgeting/tracking 
expenditures, or IT staff/contract administration may substitute for the required degree on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for information technology business administration functions. 
Distinguishing Features: An employee in this class leads or supervises staff and/or teams in carrying out IT administrative 
deliverables, along with reviewing the work of team members for accuracy and completeness. An employee in this class 
creates/reviews/updates technical documentation, which may include: technical writing, information systems plans, 
business continuity plans, risk management, policies/procedures, and general communications with IT customers.   May 
be responsible for records management, to include compliance with State standards relative to records retention.   May 
be responsible for information technology related purchases of hardware/software, along with asset management. May 
be responsible for budgeting/tracking IT-related expenditures. May have administrative responsibilities related to 
acquiring and administrating contract-related information technology professionals, as well as administrating IT human 
resource functions. This classification differs from the Information Technology Business Administrator Advanced in that 
incumbents of the latter either independently or with minimal supervision, creates/reviews/updates technical 
documentation. 
 
Work Activities: 
Getting Information: Understands federal and state legislation/regulations such as, guidelines, laws, and policies. 
Develops project proposals for business areas needing technology solutions. Gathers information required for 
development of the information systems plan. Gathers and organizes appropriate information to determine operating 
procedures and processes. Identifies sources of relevant data for the information system plan. Gathers specifications 
and determines quantities, license compliance, cost product functionality and source of supply. Records all asset 
information according to state standards relative to information technology purchases. Compiles information for 
program staff and legal division to create record disposition.Monitor Processes, Materials, or Surroundings:  Compiles 
data from financial systems to create IT budgets, as well as tracks and analyzes expenditures. Monitors project portfolio 
and associated resource utilization to assure strategic and financial alignment. Devises systems to monitor identified 
risk. Reviews business continuity plan for completion, updates, omissions, projects, processes and errorsIdentifying 
Objects, Actions, and Events: Performs trend analysis of expenditures to identify potential issues.Estimating the 
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Quantifiable Characteristics of Products, Events, or Information:  Performs cost benefit analysis on systems 
projects.Judging the Qualities of Things, Services, or People: Analyzes return on investment for system 
projects.Processing Information: Produces reports or presentations that outline findings, explain risk positions, or 
recommend changes. Compiles expenditure data for systems activities and produce related reports. Compiles 
information required for state and federal planning and status reports for system projects. Produces reports and identify 
key elements for tracking asset life cycle, such as, reconciliation, inventory and disposal. Ensures that all purchases are 
made according to state standards and guidelines.Evaluating Information to Determine Compliance with Standards: 
Evaluates system compliance with federal and state legislation/regulations such as, guidelines, laws, and policies. 
Evaluates and audits record management to determine compliance with record disposition authority and state/federal 
standards.Analyzing Data or Information: Analyzes bids, contracts, warranty and vendor solicitations for procurements 
and renewals. Analyzes budget and accounting reports to maintain expenditure controls. Analyzes the technology 
portfolio for trends impacting cost, schedules and quality.Making Decisions and Solving Problems: Evaluates data 
processing proposals to assess project feasibility and requirements. Proposes solutions to identified customer business 
needs. Meets with department heads to solicit cooperation and resolve problems. Determines the source and make 
recommendations for IT equipment and/or service purchases. Reviews aged equipment, replacement cost and other 
factors to determine retention or replacement.Updating and Using Relevant Knowledge: Stays up to date with relevant 
state and federal regulations. Stays abreast of advances in technology.Developing Objectives and Strategies: Establishes 
long-range information technology objectives and specifying the strategies and actions to achieve them.Scheduling 
Work and Activities: Schedules activities and work assignments in order to achieve IT administrative efforts in a timely 
manner. Develops and maintains schedules for any vendor supplied IT related resources. Schedules record storage and 
disposal in accordance with record disposition authority.Organizing, Planning, and Prioritizing Work: Develops specific 
goals and plans to prioritize, organize, and accomplish IT Business Administrative task./function. Plans hardware and 
software replacement and deployment projects. Prioritizes business continuity plan.Interacting with Computers: 
Composes documents and maintains editing standards, narrative descriptions including, tables and charts. Maintains 
records and files. Utilizes state's computer systems to gather, analyze, process and report information. Assists in laying 
out material for publication.Documenting/Recording Information: Records and tracks index information to comply with 
retention and disposition schedules. Tracks accurate software license data to ensure sufficient inventory and 
compliance. Maintains current and archived versions of financial and administrative documents. Documents IT purchase 
and asset inventory records throughout procurement lifecycle.Repairing and Maintaining Electronic Equipment: 
Establishes service contracts for maintenance and support of IT related software, equipment and electrical and 
mechanical systems.Interpreting the Meaning of Information for Others: Reviews and edits content to achieve effective 
presentation that is appropriate to the audience, including graphics, photographs, tables and figures.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers and subordinates by 
telephone, in written form, electronically and/or in person.Communicating with Persons outside the Organization: 
Provides information to persons outside of organization by telephone, in written form, electronically and/or in 
person.Establishing and Maintaining Interpersonal Relationships:  Establishes constructive and cooperative working 
relationships with others, and maintains them over time.Developing and Building Teams: Recruits, hires, trains and 
supervises staff, or participates in staffing decisions.Provide Consultation and Advice to Others: Provides guidance and 
expert advice to management and other groups on technology budget.Monitoring and Controlling Resources: Monitors 
inventory database to identify and forecast IT purchases. 
 
Competencies (KSA’s): 
Competencies: Written Communications Comfort around Higher Management Planning Process Management Problem 
Solving Customer Focus Conflict Management Presentation Skills Organizational AgilityKnowledge: Knowledge of 
business and management principles. Knowledge of Information Systems Planning Knowledge of Records management 
Knowledge of Operating Procedures and Documentation Knowledge of office automation Knowledge of IT hardware and 
software and their lifecycles Knowledge of procurement policies and procedures Knowledge of customer needs 
assessments Knowledge of project management Knowledge of accounting Knowledge of budgeting Knowledge of 
legislation tracking Knowledge of personnel policies and procedures Knowledge of disaster recovery and business 
continuity Knowledge of marketing Knowledge of staff augmentation contracting Knowledge of State IT standards 
Knowledge of risk mitigation Know of personnel policies and procedures Knowledge of curriculum developmentSkills: 
Skill in interpreting statistical reports and performing trend analysis Skill in creating and leading presentations Skill in the 
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use of presentation software, email, web sites, and other media methods to effectively communicate with others 
Excellent communication skills Strong math skills to ensure accurate financial reports Skill in assessing training needs 
Skill in performance based hiring Skill in marketing new policies/procedures/initiatives to customers Skill in the 
development of marketing materials Skill in performing basic risk analysis Skill in project prioritization and coordinating 
resources Skill in assisting with hardware/software deployment Skill in creating instructional materials Skill in managing 
records Skill in information systems planning, software, and other IT-related documentation Strong reading 
comprehension skills Technical writing skills Customer service active listening skills Skill in creating IT service levels 
Adaptation skills when external resources change Flexibility in working with other's schedules Skill in training others Skill 
in negotiating terms with vendors Skill in negotiating reasonable expectations with customers Skill in using positive 
persuasion methods when working with customers to facilitate win/win scenarios Skill in pursuing new methods to 
assist customers Skill in observing customers to view their reactions, and understanding why they react the way they do, 
in order to both present and provide solutions more effectively Skill in gathering/analyzing information, evaluating 
options, and providing recommendations to senior staff Skill in creating and modifying complex formulas, creating and 
utilizing mail merges, performing data analysis/manipulation, and producing statistical information/reports Skill in 
assisting others with learning/using complex office automation functions Skill in generating or adapting technology to 
meet customer needs Skill in ensuring decisions made are both practical and ethical Skill in analyzing business processes, 
and determining what adaptions are necessary given operational/environmental changes Skill in identifying, developing, 
and conducting measurements to determine the effectiveness of new/existing processes and applications Skill in staying 
within budget resources relative to purchases, and projects Skill in effective management of personnel resources when 
leading a team Skill in effective personal time management Skill in troubleshooting techniques Skill in reviewing and 
analyzing costs and product lifecycles Skill in leading a project team when rolling out new initiatives Skill in developing 
curriculumAbilities: Category Flexibility - Ability to group or associate different things using creativity and structure 
Deductive Reasoning - Ability to apply general rules to specific problems to produce sensible answers Flexibility of 
Closure - The ability to detect patterns in the midst of distracting data Fluency of Ideas - The ability to brainstorm a large 
number of ideas - stressing the quantity, not necessarily the quality of the ideas Inductive Reasoning - Ability to find a 
relationship in the midst of seeming unrelated ideas Information Ordering - The ability to effectively place information in 
an orderly fashion Mathematical Reasoning - Ability to determine the right formula to solve a problem Number Facility - 
The ability to add/subtract/multiply/divide quickly and accurately Oral Comprehension - Effective listening skills Oral 
Expression - Effective oral communication skills Originality - The ability to come up with creative solutions Perceptual 
Speed - The ability to quickly compare and contrast items Problem Sensitivity - The ability to quickly tell when something 
is wrong or about to go wrong Selective Attention - The ability to focus on a single task Speed of Closure - Quickly 
making sense of information, and combining it into meaningful patterns Time Sharing - Ability to multitask Visualization - 
Imagining what the outcomes will be to a proposed change Written Comprehension - Ability to read and comprehend 
documentation Written Expression - Ability to effectively communicate via email, documents, reports, etc. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Technology Tools Office Automation Software 
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076144 - IT DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5162 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional level experience in information technology. Non-Substitutable Experience: Two of the five years must 
include managerial responsibilities. OR Substitution of a Specific Associate’s Degree and Experience for the Required 
Bachelor’s Degree: Graduation from an accredited college or university with an associate’s degree and two years of 
professional level leadership experience in information technology may substitute for the required bachelor’s degree. 
OR Substitution of Graduate Coursework for the Required Experience: Any additional graduate coursework in 
information technology may substitute for the required experience on a year for year basis to a maximum substitution 
of two years. OR Substitution of State Experience for the Required Experience and Bachelor’s Degree: Two years of 
experience directing IT operations and functions with the State of Tennessee may substitute for the required experience 
and bachelor’s degree. NOTE:The appointing authority of the department in which the position is located reserves the 
right to alter or supersede the above minimum qualifications based on their judgment as warranted. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional IT managerial and supervisory work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class directs a full range of IT services 
for an operating department having an IT organization of small size with an IT Budget less than $1M OR fewer than 25 
employees with roles in IT programs and operations. This class differs from that of Executive IT Director in that an 
incumbent of the latter directs IT services of a moderately sized department with greater complexity and has 
significantly higher responsibility for supervision. This position may report directly to an Agency CIO or an IT Executive 
Director and serve in a subordinate capacity. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Resolve external business partner disputes and conflicts to prevent 
business operation interruptions and compliance with contractual terms and agreements.    Coordinate with agency 
legal counsel when investigating conflicts between internal business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Resolve interpersonal conflicts between assigned subordinates, departmental, divisional 
and/or agency wide staff to ensure a respectful and productive work environment.    Escalates issues to higher-level 
leadership personnel as required to ensure issues are resolved at the proper level and through the proper channels.    
Resolves conflicts without input from higher management to ensure timely and efficient performance and maintain 
positive working relationships.    Resolve disciplinary actions of assigned subordinates, departmental, and divisional staff 
using DOHR guidance to ensure compliance with all state and federal guidelines.    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.    Serves as a mediator 
for assigned subordinates and peers to upper management personnel.Selling or Influencing Others:    Build consensus 
among peers, subordinates, and supervisors in order to further the divisions and department’s mission and goals.    Sells 
benefits, internal initiatives, and process changes to employees and other internal business partners during the course 
of training and communications to facilitate adoption and enhance investment.    Champions IT projects to meet agency 
business needs based on optimal return on investment.    Influences assigned subordinates, divisional, departmental, 
and agency-wide staff using identified individual motivational factors to increase job performance and 
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productivity.Processing Information:    Processes information gathered from a variety of sources to inform meaningful 
decision making about assigned area of responsibility and maintain accountability and business continuity.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing, costs, revenues, and timelines 
needed to complete assigned projects within area of responsibility and inform advice provided to higher level decision 
makers.    Estimates future staffing and skill requirements needed for succession planning and talent management 
purposes.    Projects divisional staffing and identify timelines needed to complete projects to meet the strategic plan of 
the department.Monitoring and Controlling Resources:    Achieves divisional, departmental, and/or agency IT budget 
objectives by reviewing and forecasting expenditures, analyzing variances, and initiating corrective actions.    Approves 
internal purchases for divisional, departmental, and/or agency IT contract employees, hardware, and software as 
required.    Approve the allocation of headcount within the divisional, departmental, and/or agency IT organization to 
ensure efficient resource allotment and congruence with agency strategic objectives.Staffing Organizational Units:    
Identifies promotional opportunities within assigned work unit to develop bench strength and enhance the talent pool.    
Assesses and anticipates workload of employees to determine human resource needs and budgetary constraints.    
Actively recruits candidates for assigned subordinate positions to ensure the most qualified candidates are identified.    
Conduct behavioral-based interviews for job candidates to ensure hiring and retention of the most qualified employees.    
Develops supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    
Assesses the appropriateness and viability of the use of alternate employment methodologies to address human 
resource needs.Interpreting the Meaning of Information for Others:    Translates complex IT concepts for individuals of 
all levels of understanding including IT and non-IT roles to communicate results, trends, or problems.    Interprets 
specialized information related to technology for business partners and assigned subordinates to ensure understanding 
and facilitate relationships.    Interprets a variety of current IT rules and/or laws, regulations, policies, procedures, and 
documentation for business partners to facilitate understanding, enhance communications, and ensure compliance.    
Interpret a variety of IT reports for internal and/or external business partners as requested or to meet accreditation 
standards.    Explain IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Organizing, Planning, 
and Prioritizing Work:    Align business and people strategies using applicable data, leadership development, 
professional development, performance management, career planning, and succession planning.    Incorporate 
divisional, departmental, state, and federal laws, rules, regulations, and policies into IT best practices and standard 
operating procedures for efficiency and compliance purposes.    Assign special projects, highly confidential requests, and 
high profile requests as required to appropriate subordinates to ensure security and discretion.    Incorporate divisional 
and/or agency-wide urgent and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to 
engage in supervisory work and ensure work is completed efficiently, accurately, and timely.Judging the Qualities of 
Things, Services, or People:    Assesse the quality and importance of suggestions to inform advice provided to higher 
level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.    Assesses statements made in the course of sensitive and/or complex investigations and disciplinary actions 
to determine accuracy and relevance.    Assesses the quality of applicants to assigned subordinate positions to inform 
hiring decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Assesses the quality of work product and services provided by 
assigned area of responsibility to ensure that products and services meet the needs of customers.    Conduct 
performance evaluations for assigned subordinates to determine performance levels.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and agreement.Making 
Decisions and Solving Problems:    Approve high level Information Systems directives within assigned area of 
responsibility to ensure alignment with strategic business objectives, best practices, and available resources.    Makes 
decisions related to the resolution of personnel and technical issues within assigned area of responsibility based on the 
results of analyses, personal experience, expert judgment, performance metrics, and other factors to ensure effective 
unit operations.    Determines the appropriate structure of the IT organization to support business objectives and ensure 
alignment with strategic goals.    Determine appropriate allocation of budgeted funds within assigned area of 
responsibility to ensure that highest priority projects have sufficient monetary resources to be completed in a timely 
and efficient manner.    Make acquisition decisions for IT products and services within assigned area of responsibility 
that support business objectives.    Make the decision to offer employment to job candidates who best fit available 



 TN Job Classification Specifications  
September 22, 2020 

positions based on the results of selection assessment and testing.    Determine appropriate level of materiality to 
inform decisions about level of effort and priority of processing for IT projects and processes.    Determine best options 
available and appropriate resource allocations for assigned area of responsibility to meet business requirements 
identified by organizational stakeholders.    Reviews and approves summary performance metrics reporting submitted 
by assigned subordinates to identify current status in achieving assigned goals and facilitate communication with higher-
level leadership personnel.    Determine appropriate balance of impact, financial and human capital cost, and risk in 
proposed IT operational initiatives to inform decisions about level of effort and priority of processing for IT projects and 
processes.Monitor Processes, Materials, or Surroundings:    Monitor organization culture and work environment of 
direct reports to identify interpersonal issues, policy violations, best practices, esprit de corps, and other relevant 
organizational traits.    Continually monitors employee work product in order to identify efficiencies and prepare 
comprehensive performance evaluations.    Monitor IT performance at the assigned level of responsibility through a 
variety of reports, surveys, subordinate interactions, and other information gathering tools to ensure that relevant key 
performance indicators are met.    Monitors the IT operational environment, to include assigned daily IT operations, 
infrastructure, and other relevant work systems through subordinates, key performance indicators, service level 
agreements, and other indicators to identify trends and proactively anticipate problems.    Monitors the IT and relevant 
business environments using a variety of reports, vulnerability analyses, and other tools to ensure policy compliance and 
information security, project management, financial, and other risks are minimized.Thinking Creatively:    Creates a 
climate of creative thinking to engender IT employee engagement and develop business partner relationships.    
Develops corrective action plans to address divisional and/or agency-wide systemic issues.    Participates in the 
development of talent management workforce plans using a variety of analytic techniques to ensure available 
knowledge, skills, abilities, and competencies are aligned with business needs and strategic goals.    Incorporate 
departmental, state, and federal laws, rules, regulations, and policies into divisional and/or agency-wide best practices 
and standard operating procedures for efficiency and compliance purposes.    Participates in brainstorming sessions to 
develop divisional and/or agency-wide process streamlining initiatives and improve business practices.    Develops 
divisional and/or agency-wide implementation plans based on knowledge, experiences, skills, best practices and 
targeted research to address strategic goals and agency needs.    Develop divisional and/or agency-wide IT strategic and 
operational plans to facilitate agency operations and forward agency goals.    Develops IT organizational structures in 
conjunction with Human Resources using a variety of data and best practices to ensure cost effective resource allocation 
and alignment with agency strategic goals and IT needs.    Develops divisional and/or agency-wide process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Provides creative input into the 
development of divisional and/or agency-wide policies, procedure manuals, spreadsheets, presentations, forms, form 
letters, memos, database queries, position advertisements, logs, and other systems as required to facilitate accurate 
data gathering, tracking, training, and dissemination.    Develop a marketing approach for presenting the qualifications 
and accomplishments of the unit to higher level decision makers as a means of developing voice and improving 
engagement and executive staff confidence.Coaching and Developing Others:    Mentors less experienced internal 
business partners in their work using a supportive and collaborative approach.    Coaches’ agency employees on IT 
related programs and information to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Coaches assigned subordinates and other divisional staff through the use of 
stretch assignments to develop bench strength and talent management.    Addresses and/or recognizes the performance 
of assigned subordinates appropriately in accordance with established policy.    Provide coaching to subordinate 
leadership staff on appropriate performance management techniques in accordance with recommendations from 
agency HR.    Leverage developmental opportunities and motivational factors to improve team development and the 
performance of assigned subordinate, divisional and/or agency-wide staff.Provide Consultation and Advice to Others:    
Collaborate continually with management to assess the overall efficacy of departmental IT operations.    Make 
recommendations as to appropriate balance of impact, financial and human capital cost, resource allocation, and risk in 
proposed IT operational initiatives within assigned area of responsibility to inform decisions about level of effort and 
priority of processing for IT projects and processes.    Make acquisition recommendations for IT products and services 
that support business objectives within assigned area of responsibility.    Advise higher-level leadership personnel on 
team standard operating procedures, best practices, and other workflow factors to inform strategy development and 
decision making.    Notifies appropriate leadership staff of possible violations of divisional, departmental, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures.    Advise business partners on the appropriate 
application of divisional, departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures 
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for IT decision making to ensure compliance and effective business practices.    Provide informal performance feedback 
advice to assigned subordinates and other leadership staff to assist with personal and professional development as 
required.    Make recommendations for changes in IT operations which affect the economy, efficiency and quality of 
agency IT operations and services.    Provide advice on employee selection decisions to assigned supervisor and other 
leadership staff.    Assists assigned subordinates and internal business partners in developing job performance plans to 
communicate responsibilities and expected outcomes of performance in their role.    Assists in the development of 
supplemental and interview questions for positions based on the competencies identified in the classification 
specification to ensure compliance with departmental, state, and federal laws, rules, regulations, and policies.    Advise 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned work unit.Communicating with Supervisors, Peers, or Subordinates:    Maintains an open 
dialogue with internal business partners at all levels within the organization to ensure effective and efficient 
communications.    Conduct meetings with assigned subordinates and other internal business partners to gather project 
information and status updates and to disseminate information.    Communicate with higher-level leadership personnel 
on situations requiring an explanation of the services and activities.    Send notifications of initiatives, changes, 
approvals, and deadlines to internal business partners to ensure timely and accurate receipt of information.    
Communicate regularly with other IT staff to coordinate operational activities and program development with other 
departments and to ensure uniformity between departments.    Provide regular updates to upper management and 
other internal business partners on the status of projects and other assigned work.    Communicates with assigned 
supervisor to ensure accurate and timely receipt of instructions and work assignments.    Communicates work related 
information to a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and 
coordinate effort.    Participates in a variety of meetings as required to provide and gather status updates for assigned 
workload.    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance plans and provide performance feedback and developmental guidance.Developing and Building 
Teams:    Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to 
assigned subordinates, divisional and/or agency-wide staff and enhance commitment and performance.    Models 
effective performance for business partners to provide a role model, encourage success in others, and enhance trust.    
Encourage assigned subordinates, divisional and/or agency-wide staff to pursue career development opportunities as a 
means of improving team performance.    Identify developmental opportunities appropriate for assigned subordinate, 
divisional and/or agency-wide staff to improve team development.    Creates and coordinates team building activities to 
incentivize teamwork and performance.    Celebrate the successes that occur as appropriate to enhance team morale 
and employee investment/engagement.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit 
to accomplish the mission and vision of the organization by identifying and eliminating barriers to success, providing 
sufficient tools and resources, and continually challenging the validity of the current process.    Leads assigned 
subordinates in monitoring agency IT and other business processes to identify efficiencies and achieve more timely and 
accurate goal achievement.    Leads committees to review current processes and recommend improvements to achieve 
greater efficiencies.    Leads and/or oversees assigned subordinates in the completion of the operations required to 
achieve goals within the assigned area of responsibility.    Assists assigned subordinates in coordinating IT activities with 
other department personnel by reallocating resources and directly participating as necessary.Getting Information:    
Review information from the IT goals of higher-level leadership personnel and the agency's strategic goals to ensure that 
activities related to assigned responsibilities support strategic goals and objectives.    Gathers the input of relevant 
stakeholders to ensure operational planning accurately reflects the needs of customers.    Researches work related 
information as needed to prepare reports, projects, proposals and other assigned tasks.    Interviews employees and 
other individuals who have information related to ongoing investigations or work processes as required to further an 
investigation or process.    Participate in strategic and operational meetings to obtain information needed to achieve 
operational objectives.    Conducts site visits of external and internal organizations in order to obtain information for 
reorganization, benchmarking and other work related activities.    Reviews e-mail, voicemails, other correspondence, 
reports, queries, and information systems to gather data necessary to complete assigned work.Coordinating the Work 
and Activities of Others:    Coordinate with internal and inter-agency business partners to resolve issues with complex or 
highly sensitive IT issues.    Plans and coordinates the activities of assigned subordinates who oversee various programs 
with business partners as required to ensure that operational and strategic priorities, missions and visions are met, and 
conflicts in scheduling and responsibility do not arise.    Coordinate meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage.Evaluating Information to Determine Compliance with 
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Standards:    Evaluates employee work results to ensure that responsibilities are completed on-time and in compliance 
with policies, procedures, guidelines, standards, and performance goals.    Evaluate candidate and employee 
qualifications to determine compliance with minimum qualifications and/or necessary and special qualifications.    
Evaluate the work of assigned subordinates to determine compliance with job goals and intra-unit policy and methods.    
Ensures disciplinary actions are administered in accordance with agency and Department of Human Resources policies 
and procedures.    Evaluates workplace audits of assigned subordinates and internal business partners to ensure work 
procedures and processes comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, 
and procedures.    Evaluate plans and performance goals to ensure alignment with organizational and 
divisional/departmental goals.    Audits organizational hierarchies and supervisory assignments to ensure chains of 
command are up to date and valid.Establishing and Maintaining Interpersonal Relationships:    Maintain professional 
working relationships at all levels of the organization to ensure smooth and effective team operations.    Represent the 
agency while attending meetings and events in order to promote the goodwill of the department.    Networks with 
business partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Liaise with internal 
and external entities to ensure effective planning, strategy development, vision, coordination, and IT service 
provision.Communicating with Persons Outside Organization:    Participates in contract negotiations with outside 
vendors to ensure strategic needs are met in an efficient and cost effective manner.    Contacts vendors and other 
outside agencies who administer IT functions to obtain/provide required information, correct errors, ensure contract 
fulfillment, and/or for clarification purposes.    Communicates with outside callers and senders to ensure questions are 
directed to the appropriate individuals as required.    Communicates with external business partners to facilitate outside 
events and programs in which the state/agency/division participates.    Serve on divisional, departmental, and statewide 
committees in the design, development, and implementation of new information management systems.    Participate in 
media events to communicate information to the general public as required.Analyzing Data or Information:    Analyze 
processes, policies, and procedures using information systems and documentation to develop recommendations for 
changes in operations which affect the economy, efficiency and quality of operations and services within assigned area 
of responsibility.    Analyzes survey and benchmarking data to determine its relevancy to and effects on information 
technology processes and procedures and inform reporting within assigned area of responsibility.    Analyze candidate 
applications and other documentation to create a pool of interviewees.    Analyze vacancy report against available KSACs 
and applicants to align with organizational needs.    Analyze status reports for projects, programs, and daily work to 
identify patterns and trends that impact organizational goals.Performing Administrative Activities:    Complete 
performance evaluation documentation for all assigned subordinates.    Maintains human resource and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices.    Generate disciplinary actions for assigned subordinates in accordance with agency 
policy and Department of Human Resources policies and procedures.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enter personal time and leave/overtime requests into the appropriate databases as 
required.Updating and Using Relevant Knowledge:    Utilizes acquired knowledge and skills to improve and inform daily 
performance of assigned tasks.    Attend agency specific training as required to ensure compliance with departmental, 
state, and federal laws and guidelines.    Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and 
their assigned subordinates are knowledgeable on the latest systems.    Attend in-service training as required to ensure 
continual learning and current knowledge of the field.    Actively seeks out work related leadership development 
opportunities for self and assigned subordinates to improve performance and team efficiency.    Develop expertise in an 
assigned information technology program area using available developmental opportunities as required to facilitate 
interpretation and advice provided.    Maintains professional and technical knowledge and required certifications by 
attending educational workshops, reviewing professional publications, establishing personal networks, and participating 
in professional societies to remain informed of current industry and IT standards.Documenting/Recording Information:    
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.    Completes and submits performance review documents for subordinates accurately and promptly.    
Document information provided during meetings and training when serving as the sole agency representative to ensure 
accurate information is disseminated to others.    Prepares completed staff work reports with recommendations for 
action which are workable and comply with professional standards of excellence.Developing Objectives and Strategies:    
Develops operational plans based on knowledge, experiences, skills, best practices and targeted research through 
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collaboration with other leadership personnel to address strategic goals and agency needs.    Develops job performance 
plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in their role.    
Develops corrective action plans to address systemic issues within assigned area of responsibility.    Develops strategies, 
objectives, and service level agreements for IT services to measure and improve organizational efficiency and 
performance.    Develops communication plans for addressing the ongoing communication of IT related information to 
agency employees and customers.    Assists with the development and periodic review of department and/or divisional 
directives, policies, procedures, and protocols as needed.    Develop strategic programs and events to improve IT staff 
morale.    Develop strategies for addressing divisional and/or agency-wide IT staffing needs to ensure adequate coverage 
for assigned workload.Interacting With Computers:    Utilize a variety of software tools to facilitate program/project 
management.    Use office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Scheduling Work and Activities:    Schedules deadlines for IT related events for agency employees to ensure 
timely submission of required information.    Schedules periodic performance discussions with subordinates to ensure 
continuous accurate evaluations and development.    Schedules personal workload to ensure timely processing, account 
for current unit workload, and ensure availability to assigned subordinates and business partners for consultation and 
advice as requested. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Intermediate knowledge of hardware, software, data, and network principles and systems related to the assigned area 
of responsibility    Intermediate knowledge of customer service principles and best practices as they relate to service 
level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of federal, state, and 
local laws, rules, regulations, policies, procedures, and best practices as they relate to data management and 
information systems governance    Basic knowledge of administration and management best practices as they relate to 
executive level leadership    Basic knowledge of strategic planning principles and best practices as they relate to the 
control of agency-wide IT operations    Basic knowledge of personnel and human resources management best practices 
as they relate to talent management    Basic knowledge of business finance and accounting procedures and best 
practicesSkills:    Intermediate reading comprehension skills as they relate to the understanding of hardware, software, 
data, and network principles and systems    Intermediate speaking skills as they relate to the interpretation and 
communication of IT systems, services, and strategies    Intermediate writing skills as they relate to the interpretation 
and communication of IT systems, services, and strategies    Intermediate coordination skills as they relate to effectively 
executing IT operations and initiatives    Intermediate systems evaluation skills as they relate to the development and 
maintenance of a variety of business systems    Intermediate skill in the management of personnel resources    Basic skill 
in the management of financial resources    Basic negotiation skills    Basic persuasion skills    Active learning skills    
Active listening skills    Critical thinking skills    Complex problem solving skills    Judgment and decision making skills    
Time management skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    Fluency of Ideas    Oral 
Comprehension Ability    Oral Expression Ability    Written Comprehension Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076142 - IT MANAGER 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  4042 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in information technology including at least one of the three years must include 
supervisory experience. OR Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation 
from an accredited college or university with an Information Technology related associate's degree may substitute for 
the required bachelor's degree. OR Substitution of Experience for the Specific Associate's Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate's degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in a small to moderate sized operating department or acting as an 
assistant manager for a large operating department. This class differs from that of IT Supervisor in that an incumbent of 
the latter performs work of lesser scope and complexity. This class differs from that of IT Manager-Senior in that an 
incumbent of the latter acts as assistant IT director in an operating department with the largest and most complex of IT 
systems. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:  Enables assigned work unit to accomplish the mission and vision of the 
organization within assigned area of responsibility by identifying and eliminating barriers to success, providing sufficient 
tools and resources, and continually challenging the validity of the current process. Leads and/or oversees assigned 
subordinates in the completion of the day-to-day operations and tasks required to achieve the work unit's goals. 
Manages assigned subordinates in monitoring IT and other business processes to identify efficiencies and attain more 
timely and accurate goal achievement. Supports assigned subordinates in coordinating IT activities by reallocating 
resources and directly participating as necessary.Making Decisions and Solving Problems: Makes the decision to offer 
employment to job candidates who best fit available positions based on the results of selection assessment and testing. 
Determines best options available and appropriate resource allocations for assigned area of responsibility to meet 
business requirements identified by organizational stakeholders. Makes decisions related to the resolution of personnel 
and technical issues within assigned area of responsibility based on the results of analyses, personal experience, expert 
judgment, performance metrics, and other factors to ensure effective unit operations. Determines the appropriate level 
of intervention and/or discipline required to resolve personnel issues among assigned subordinates.Selling or 
Influencing Others: Sells benefits, internal initiatives, and process changes to employees and other internal business 
partners during the course of training and communications to facilitate adoption and enhance investment. Influences 
assigned subordinates and staff within assigned area of responsibility using identified individual motivational factors to 
increase job performance and productivity. Builds consensus among peers, subordinates, and supervisors in order to 
further the department's mission and goals. Champions IT projects to meet agency business needs based on optimal 
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return on investment.Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled tasks within 
assigned area of responsibility into current workload to ensure timely and accurate completion of work. Delegates tasks 
to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory 
work and ensure work is completed efficiently, accurately, and timely. Develops operational plans to align business and 
people strategies within assigned area of responsibility using applicable data, leadership development, professional 
development, performance management, career planning, and succession planning. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into IT best practices and standard operating procedures of assigned 
area of responsibility for efficiency and compliance purposes.Processing Information: Conducts workplace audits of 
assigned subordinates and internal business partners to ensure work procedures and processes comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Processes information 
gathered from a variety of sources to inform meaningful decision making about assigned area of responsibility and 
maintain accountability and business continuity.Resolving Conflicts and Negotiating with Others: Resolves conflicts with 
minimal supervision from higher-level leadership to ensure timely and efficient performance and maintain positive 
working relationships. Maintains a respectful and productive work environment within assigned area of responsibility to 
minimize disputes and facilitate performance. Resolves interpersonal conflicts between assigned subordinates and staff 
within assigned area of responsibility to ensure a respectful and productive work environment. Resolves disciplinary 
actions of assigned subordinates and staff within assigned area of responsibility using DOHR guidance to ensure 
compliance with all state and federal guidelines. Resolves external business partner disputes and conflicts to prevent 
business operation interruptions and compliance with contractual terms and agreements. Complies with agency legal 
counsel when investigating conflicts between internal business partners and employees within assigned area of 
responsibility according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue. Serves as a mediator for assigned subordinates and peers 
to higher-level leadership personnel. Escalates issues to higher-level leadership personnel as required to ensure issues 
are resolved at the proper level and through the proper channels.Coordinating the Work and Activities of Others: Plans 
and coordinates the activities of assigned subordinates who oversee various programs to ensure that operational and 
tactical priorities are met, and conflicts in scheduling and responsibility do not arise. Coordinates with internal and 
external business partners to resolve IT issues within assigned area of responsibility. Coordinates meetings, events, and 
other special projects as required to ensure availability, attendance, and coverage.Judging the Qualities of Things, 
Services, or People: Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes. Assesses the quality of applicants to assigned subordinate 
positions to inform hiring decisions. Assesses statements made in the course of investigations and disciplinary actions to 
determine accuracy and relevance. Conducts performance evaluations for assigned subordinates to determine 
performance levels. Assesses the quality of work product and services provided by assigned area of responsibility to 
ensure that products and services meet the needs of customers. Assesses the quality and importance of suggestions to 
inform advice provided to higher level decision makers or to determine implementation plans depending on the scope, 
urgency, and impact of the suggestion. Reviews the performance evaluations conducted by assigned subordinates to 
ensure thoroughness, accuracy, objectivity and agreement.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Projects staffing and timelines needed to complete assigned projects within area of 
responsibility and inform advice provided to higher level decision makers. Estimates future staffing and skill 
requirements needed for succession planning and talent management purposes.Monitor Processes, Materials, or 
Surroundings: Monitors organization culture and work environment of direct reports to identify interpersonal issues, 
policy violations, best practices, esprit de corps, and other relevant organizational traits. Monitors IT performance at the 
assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that relevant key performance indicators are met. Monitors the IT and relevant business 
environments using a variety of reports, vulnerability analyses, and other tools to ensure policy compliance and 
information security, project management, financial, and other risks are minimized. Continually monitors employee 
work product in order to identify efficiencies and prepare comprehensive performance evaluations. Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.Evaluating Information to Determine Compliance with Standards: Evaluates employee 
work results to ensure that responsibilities are completed on-time and in compliance with policies, procedures, 
guidelines, standards, and performance goals. Ensures disciplinary actions are administered in accordance with agency 
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and Department of Human Resources policies and procedures. Evaluates plans and performance goals to ensure 
alignment with assigned work unit goals. Evaluates candidate and employee qualifications to determine compliance 
with minimum qualifications and/or necessary and special qualifications.Coaching and Developing Others: Leverages 
developmental opportunities and motivational factors to improve team development and the performance of assigned 
subordinates and other staff within assigned area of responsibility. Coaches agency employees on IT related programs 
and information within assigned area of responsibility to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Mentors less experienced internal business partners in their 
work using a supportive and collaborative approach. Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy. Provides coaching to subordinate supervisory staff on 
appropriate performance management techniques in accordance with recommendations from agency HR. Coaches 
assigned subordinates and other staff through the use of stretch assignments to develop bench strength and talent 
management.Interpreting the Meaning of Information for Others: Interprets specialized information related to 
technology within assigned area of responsibility for business partners, higher-level leadership, colleagues, and assigned 
subordinates to ensure understanding and facilitate relationships. Translates complex IT concepts for individuals of all 
levels of understanding including IT and non-IT roles to communicate results, trends, or problems. Explains IT program 
specific procedures to persons in other departments or divisions, or outside organizations and representatives as 
required in response to basic inquiries.Developing Objectives and Strategies: Develops strategies, objectives, and service 
level agreements for IT services within assigned area of responsibility through collaboration with other leadership 
personnel to measure and improve organizational efficiency and performance. Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops 
strategies for addressing staffing needs within assigned area of responsibility through collaboration with other 
leadership personnel to ensure adequate coverage for assigned workload. Develops operational plans within assigned 
area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs. Develops corrective action 
plans through collaboration with other leadership personnel to address systemic issues within assigned area of 
responsibility. Develops strategic programs and events through collaboration with other leadership personnel to 
improve IT staff morale.Scheduling Work and Activities: Schedules personal workload to ensure timely processing, 
account for current unit workload, and ensure availability to assigned subordinates and business partners for 
consultation and advice as required. Schedules the workload of assigned subordinates to ensure adequate coverage and 
timely goal completion. Creates a schedule for IT related events within assigned area of responsibility to ensure timely 
submission of relevant information. Schedules periodic performance discussions with subordinates to ensure continuous 
accurate evaluations and development.Staffing Organizational Units: Conducts behavioral-based interviews for job 
candidates to ensure hiring and retention of the most qualified employees. Assesses and anticipates workload of 
employees to determine human resource and budgetary needs. Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Identifies promotional opportunities within 
assigned area of responsibility to develop bench strength and enhance the talent pool. Assesses the appropriateness 
and viability of the use of alternate employment methodologies to address human resource needs. Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.Provide 
Consultation and Advice to Others: Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT projects and operational initiatives within assigned area of 
responsibility to inform decisions about level of effort and priority of processing for IT projects and processes. Provides 
advice on employee selection decisions to assigned supervisor and other leadership staff. Assists assigned subordinates 
in developing job performance plans for their staff to communicate responsibilities and expected outcomes of 
performance in their role. Provides informal performance feedback advice to assigned subordinates and other 
leadership staff to assist with personal and professional development as required. Collaborates continually with higher-
level leadership personnel to assess the overall efficacy of IT operations within assigned area of responsibility. Makes 
recommendations for changes which affect the economy, efficiency and quality of IT operations and services. Makes 
acquisition recommendations for IT products and services that support business objectives within assigned area of 
responsibility. Advises higher-level leadership personnel on team standard operating procedures, best practices, and 
other workflow factors to inform strategy development and decision making. Notifies appropriate leadership staff of 
possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures. 
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Advises internal business partners on the impact of state/departmental policies and procedures and federal guidelines 
on IT operations within assigned area of responsibility.Communicating with Persons Outside Organization: Participates 
in contract negotiations with outside vendors to ensure operational needs are met in an efficient and cost effective 
manner. Contacts vendors and other outside agencies who administer IT functions to obtain/provide required 
information, correct errors, ensure contract fulfillment, and/or for clarification purposes. Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates. Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems. Provides regular updates to external business partners on the status of projects and other 
assigned work.Thinking Creatively: Participates in the development of talent management workforce plans using a 
variety of analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business 
needs and strategic goals. Provides creative input into policies, procedure manuals, spreadsheets, presentations, forms, 
form letters, memos, database queries, staffing plans, logs, and other systems within assigned area of responsibility to 
facilitate accurate data-gathering, tracking, training, and reporting. Develops process improvement suggestions within 
assigned area of responsibility to streamline workflow and improve process cycle times and accuracy. Creates a climate 
of creative thinking to encourage IT employee engagement and develop customer relationships. Contributes to the 
development of a marketing approach for presenting the qualifications and accomplishments of the unit to higher level 
decision makers as a means of developing voice and improving engagement and executive staff confidence in the work 
unit. Participates in brainstorming sessions to develop work unit, divisional, and/or agency-wide process streamlining 
initiatives and improve business practices.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships at all levels of the organization to ensure smooth and effective team operations. 
Liaises with internal and external entities to ensure effective planning, strategy development, vision, coordination, and 
IT service provision within assigned area of responsibility. Networks with business partners to ensure open dialogues 
exist and to facilitate coordination and unified effort. Professionally represents the agency while attending meetings and 
events in order to develop a positive image with business partners.Analyzing Data or Information: Analyzes processes, 
policies, and procedures using information systems and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency and quality of operations and services within assigned area of 
responsibility. Analyzes survey and benchmarking data to determine its relevancy to and effects on information 
technology processes and procedures and inform reporting within assigned area of responsibility. Analyzes candidate 
applications and other documentation to create a pool of interviewees. Analyzes status reports for projects, programs, 
and daily work to identify patterns and trends that impact organizational goals.Developing and Building Teams: Engages 
subordinates and peers during the course of daily activities to identify motivational factors relevant to assigned 
subordinates and other staff and enhance commitment and performance within assigned area of responsibility. Models 
effective performance for business partners to provide a role model, encourage success in others, and enhance trust. 
Identifies developmental opportunities appropriate for assigned subordinates and other staff to improve team 
development within assigned area of responsibility. Encourages assigned subordinates and other staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility. 
Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance team morale and 
employee investment/engagement. Creates and coordinates team building activities to incentivize teamwork and 
performance.Communicating with Supervisors, Peers, or Subordinates: Communicates work related information to a 
variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort. 
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility. Conducts periodic performance development meetings with assigned 
subordinates to communicate and develop performance plans and provide performance feedback and developmental 
guidance. Conducts meetings with assigned subordinates and other internal business partners to gather project 
information and status updates and to disseminate information. Provides regular updates to higher-level leadership and 
other internal business partners on the status of projects and other assigned work. Maintains an open dialogue with 
internal business partners at all levels within the organization to ensure effective and efficient communications. 
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. 
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information. Communicates regularly with other IT staff to coordinate operational activities within 
assigned area of responsibility and program development with internal business partners. Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.Updating and Using Relevant 
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Knowledge: Maintains professional and technical knowledge and required certifications by attending educational 
workshops, reviewing professional publications, establishing personal networks, and participating in professional 
societies to remain informed of current industry and IT standards. Develops expertise in an assigned information 
technology program area using available developmental opportunities as required to facilitate interpretation and advice 
provided. Utilizes acquired knowledge and skills to improve and inform daily performance of assigned tasks. Periodically 
reviews current departmental, state, and federal information sources to identify relevant changes in policies, 
procedures, rules, regulations, and best practices to ensure they and their assigned subordinates are knowledgeable on 
the latest systems. Actively seeks out work related leadership development opportunities for self and assigned 
subordinates to improve performance and team efficiency. Attends agency specific training as required to ensure 
compliance with departmental, state, and federal laws and guidelines. Attends in-service training as required to ensure 
continual learning and current knowledge of the field.Getting Information: Gathers the input of relevant stakeholders to 
ensure work unit operations accurately meet the needs of customers. Interviews employees and other individuals who 
have information related to ongoing investigations or work processes as required to further an investigation or process. 
Researches work related information as needed to prepare reports, projects, proposals and other assigned tasks. 
Conducts site visits of external and internal organizations in order to obtain information required to execute assigned 
work activities. Reviews information from the director's IT goals and the agency's strategic goals to ensure that activities 
related to assigned responsibilities support strategic goals and objectives. Participate in operational and work unit 
meetings to obtain information needed to achieve assigned work objectives. Reviews e-mail, voicemails, other 
correspondence, reports, queries, and information systems to gather data necessary to complete assigned 
work.Documenting/Recording Information: Prepares summary performance metrics reporting within assigned area of 
responsibility for higher level leadership to communicate current status in achieving assigned goals. Prepares completed 
staff work reports with recommendations for action which are workable and comply with professional standards of 
excellence. Completes and submits performance review documents for subordinates accurately and promptly. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Interacting With Computers: Utilizes a variety 
of system utilities and software tools to monitor system performance and efficiency and facilitate program/project 
management within assigned area of responsibility. Uses office productivity software including but not limited to ERP 
software, word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines.Performing Administrative Activities: Completes performance 
evaluation documentation for all assigned subordinates. Maintains human resource and other confidential reports, files, 
and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Generates disciplinary actions for assigned subordinates in accordance with agency policy and Department of 
Human Resources policies and procedures. Reviews and approves subordinate administrative actions including but not 
limited to performance evaluations, expense requests, and time and labor for assigned work unit. Enters personal time 
and leave/overtime requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Developing Direct Reports and Others Directing Others Conflict 
Management Hiring and Staffing Drive for Results Organizational Agility Building Effective Teams Motivating 
OthersKnowledge: Intermediate knowledge of hardware, software, data, and network principles and systems related to 
the assigned area of responsibility Basic knowledge of administration and management best practices as they relate to 
mid-level leadership Basic knowledge of customer service principles and best practices as they relate to service level 
agreements, metrics, customer interaction, and request fulfillment Basic knowledge of personnel and human resources 
management best practices as they relate to talent management Basic knowledge of federal, state, and local laws, rules, 
regulations, policies, procedures, and best practices as they relate to data management and information systems 
governanceSkills: Intermediate reading comprehension skills as they relate to the understanding of hardware, software, 
data, and network principles and systems Intermediate speaking skills as they relate to the interpretation and 
communication of IT systems, services, and strategies Intermediate writing skills as they relate to the interpretation and 
communication of IT systems, services, and strategies Basic coordination skills as they relate to effectively executing IT 
operations and initiatives Basic quality control analysis skills as they relate to IT deliverables and services Basic systems 
evaluation skills as they relate to the development and maintenance of a variety of business systems Basic skill in the 



 TN Job Classification Specifications  
September 22, 2020 

management of personnel resources Basic negotiation skills Basic persuasion skills Active learning skills Active listening 
skills Critical thinking skills Complex problem solving skills Judgment and decision making skills Time management 
skillsAbilities: Deductive Reasoning Ability Inductive Reasoning Ability Oral Comprehension Ability Oral Expression Ability 
Time Sharing Ability Written Comprehension Ability Written Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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076142 - IT MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4043 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of professional level experience in information technology including at least one of the three years must include 
supervisory experience. OR Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation 
from an accredited college or university with an Information Technology related associate's degree may substitute for 
the required bachelor's degree. OR Substitution of Experience for the Specific Associate's Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate's degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in a small to moderate sized operating department or acting as an 
assistant manager for a large operating department. This class differs from that of IT Supervisor in that an incumbent of 
the latter performs work of lesser scope and complexity. This class differs from that of IT Manager-Senior in that an 
incumbent of the latter acts as assistant IT director in an operating department with the largest and most complex of IT 
systems. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:  Enables assigned work unit to accomplish the mission and vision of the 
organization within assigned area of responsibility by identifying and eliminating barriers to success, providing sufficient 
tools and resources, and continually challenging the validity of the current process. Leads and/or oversees assigned 
subordinates in the completion of the day-to-day operations and tasks required to achieve the work unit's goals. 
Manages assigned subordinates in monitoring IT and other business processes to identify efficiencies and attain more 
timely and accurate goal achievement. Supports assigned subordinates in coordinating IT activities by reallocating 
resources and directly participating as necessary.Making Decisions and Solving Problems: Makes the decision to offer 
employment to job candidates who best fit available positions based on the results of selection assessment and testing. 
Determines best options available and appropriate resource allocations for assigned area of responsibility to meet 
business requirements identified by organizational stakeholders. Makes decisions related to the resolution of personnel 
and technical issues within assigned area of responsibility based on the results of analyses, personal experience, expert 
judgment, performance metrics, and other factors to ensure effective unit operations. Determines the appropriate level 
of intervention and/or discipline required to resolve personnel issues among assigned subordinates.Selling or 
Influencing Others: Sells benefits, internal initiatives, and process changes to employees and other internal business 
partners during the course of training and communications to facilitate adoption and enhance investment. Influences 
assigned subordinates and staff within assigned area of responsibility using identified individual motivational factors to 
increase job performance and productivity. Builds consensus among peers, subordinates, and supervisors in order to 
further the department's mission and goals. Champions IT projects to meet agency business needs based on optimal 
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return on investment.Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled tasks within 
assigned area of responsibility into current workload to ensure timely and accurate completion of work. Delegates tasks 
to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory 
work and ensure work is completed efficiently, accurately, and timely. Develops operational plans to align business and 
people strategies within assigned area of responsibility using applicable data, leadership development, professional 
development, performance management, career planning, and succession planning. Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into IT best practices and standard operating procedures of assigned 
area of responsibility for efficiency and compliance purposes.Processing Information: Conducts workplace audits of 
assigned subordinates and internal business partners to ensure work procedures and processes comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Processes information 
gathered from a variety of sources to inform meaningful decision making about assigned area of responsibility and 
maintain accountability and business continuity.Resolving Conflicts and Negotiating with Others: Resolves conflicts with 
minimal supervision from higher-level leadership to ensure timely and efficient performance and maintain positive 
working relationships. Maintains a respectful and productive work environment within assigned area of responsibility to 
minimize disputes and facilitate performance. Resolves interpersonal conflicts between assigned subordinates and staff 
within assigned area of responsibility to ensure a respectful and productive work environment. Resolves disciplinary 
actions of assigned subordinates and staff within assigned area of responsibility using DOHR guidance to ensure 
compliance with all state and federal guidelines. Resolves external business partner disputes and conflicts to prevent 
business operation interruptions and compliance with contractual terms and agreements. Complies with agency legal 
counsel when investigating conflicts between internal business partners and employees within assigned area of 
responsibility according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue. Serves as a mediator for assigned subordinates and peers 
to higher-level leadership personnel. Escalates issues to higher-level leadership personnel as required to ensure issues 
are resolved at the proper level and through the proper channels.Coordinating the Work and Activities of Others: Plans 
and coordinates the activities of assigned subordinates who oversee various programs to ensure that operational and 
tactical priorities are met, and conflicts in scheduling and responsibility do not arise. Coordinates with internal and 
external business partners to resolve IT issues within assigned area of responsibility. Coordinates meetings, events, and 
other special projects as required to ensure availability, attendance, and coverage.Judging the Qualities of Things, 
Services, or People: Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes. Assesses the quality of applicants to assigned subordinate 
positions to inform hiring decisions. Assesses statements made in the course of investigations and disciplinary actions to 
determine accuracy and relevance. Conducts performance evaluations for assigned subordinates to determine 
performance levels. Assesses the quality of work product and services provided by assigned area of responsibility to 
ensure that products and services meet the needs of customers. Assesses the quality and importance of suggestions to 
inform advice provided to higher level decision makers or to determine implementation plans depending on the scope, 
urgency, and impact of the suggestion. Reviews the performance evaluations conducted by assigned subordinates to 
ensure thoroughness, accuracy, objectivity and agreement.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Projects staffing and timelines needed to complete assigned projects within area of 
responsibility and inform advice provided to higher level decision makers. Estimates future staffing and skill 
requirements needed for succession planning and talent management purposes.Monitor Processes, Materials, or 
Surroundings: Monitors organization culture and work environment of direct reports to identify interpersonal issues, 
policy violations, best practices, esprit de corps, and other relevant organizational traits. Monitors IT performance at the 
assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and other information 
gathering tools to ensure that relevant key performance indicators are met. Monitors the IT and relevant business 
environments using a variety of reports, vulnerability analyses, and other tools to ensure policy compliance and 
information security, project management, financial, and other risks are minimized. Continually monitors employee 
work product in order to identify efficiencies and prepare comprehensive performance evaluations. Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.Evaluating Information to Determine Compliance with Standards: Evaluates employee 
work results to ensure that responsibilities are completed on-time and in compliance with policies, procedures, 
guidelines, standards, and performance goals. Ensures disciplinary actions are administered in accordance with agency 
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and Department of Human Resources policies and procedures. Evaluates plans and performance goals to ensure 
alignment with assigned work unit goals. Evaluates candidate and employee qualifications to determine compliance 
with minimum qualifications and/or necessary and special qualifications.Coaching and Developing Others: Leverages 
developmental opportunities and motivational factors to improve team development and the performance of assigned 
subordinates and other staff within assigned area of responsibility. Coaches agency employees on IT related programs 
and information within assigned area of responsibility to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Mentors less experienced internal business partners in their 
work using a supportive and collaborative approach. Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy. Provides coaching to subordinate supervisory staff on 
appropriate performance management techniques in accordance with recommendations from agency HR. Coaches 
assigned subordinates and other staff through the use of stretch assignments to develop bench strength and talent 
management.Interpreting the Meaning of Information for Others: Interprets specialized information related to 
technology within assigned area of responsibility for business partners, higher-level leadership, colleagues, and assigned 
subordinates to ensure understanding and facilitate relationships. Translates complex IT concepts for individuals of all 
levels of understanding including IT and non-IT roles to communicate results, trends, or problems. Explains IT program 
specific procedures to persons in other departments or divisions, or outside organizations and representatives as 
required in response to basic inquiries.Developing Objectives and Strategies: Develops strategies, objectives, and service 
level agreements for IT services within assigned area of responsibility through collaboration with other leadership 
personnel to measure and improve organizational efficiency and performance. Develops job performance plans for 
assigned subordinates to communicate responsibilities and expected outcomes of performance in their role. Develops 
strategies for addressing staffing needs within assigned area of responsibility through collaboration with other 
leadership personnel to ensure adequate coverage for assigned workload. Develops operational plans within assigned 
area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs. Develops corrective action 
plans through collaboration with other leadership personnel to address systemic issues within assigned area of 
responsibility. Develops strategic programs and events through collaboration with other leadership personnel to 
improve IT staff morale.Scheduling Work and Activities: Schedules personal workload to ensure timely processing, 
account for current unit workload, and ensure availability to assigned subordinates and business partners for 
consultation and advice as required. Schedules the workload of assigned subordinates to ensure adequate coverage and 
timely goal completion. Creates a schedule for IT related events within assigned area of responsibility to ensure timely 
submission of relevant information. Schedules periodic performance discussions with subordinates to ensure continuous 
accurate evaluations and development.Staffing Organizational Units: Conducts behavioral-based interviews for job 
candidates to ensure hiring and retention of the most qualified employees. Assesses and anticipates workload of 
employees to determine human resource and budgetary needs. Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies. Identifies promotional opportunities within 
assigned area of responsibility to develop bench strength and enhance the talent pool. Assesses the appropriateness 
and viability of the use of alternate employment methodologies to address human resource needs. Actively recruits 
candidates for assigned subordinate positions to ensure the most qualified candidates are identified.Provide 
Consultation and Advice to Others: Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT projects and operational initiatives within assigned area of 
responsibility to inform decisions about level of effort and priority of processing for IT projects and processes. Provides 
advice on employee selection decisions to assigned supervisor and other leadership staff. Assists assigned subordinates 
in developing job performance plans for their staff to communicate responsibilities and expected outcomes of 
performance in their role. Provides informal performance feedback advice to assigned subordinates and other 
leadership staff to assist with personal and professional development as required. Collaborates continually with higher-
level leadership personnel to assess the overall efficacy of IT operations within assigned area of responsibility. Makes 
recommendations for changes which affect the economy, efficiency and quality of IT operations and services. Makes 
acquisition recommendations for IT products and services that support business objectives within assigned area of 
responsibility. Advises higher-level leadership personnel on team standard operating procedures, best practices, and 
other workflow factors to inform strategy development and decision making. Notifies appropriate leadership staff of 
possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures. 
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Advises internal business partners on the impact of state/departmental policies and procedures and federal guidelines 
on IT operations within assigned area of responsibility.Communicating with Persons Outside Organization: Participates 
in contract negotiations with outside vendors to ensure operational needs are met in an efficient and cost effective 
manner. Contacts vendors and other outside agencies who administer IT functions to obtain/provide required 
information, correct errors, ensure contract fulfillment, and/or for clarification purposes. Communicates with external 
business partners to facilitate outside events and programs in which the state/agency participates. Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems. Provides regular updates to external business partners on the status of projects and other 
assigned work.Thinking Creatively: Participates in the development of talent management workforce plans using a 
variety of analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business 
needs and strategic goals. Provides creative input into policies, procedure manuals, spreadsheets, presentations, forms, 
form letters, memos, database queries, staffing plans, logs, and other systems within assigned area of responsibility to 
facilitate accurate data-gathering, tracking, training, and reporting. Develops process improvement suggestions within 
assigned area of responsibility to streamline workflow and improve process cycle times and accuracy. Creates a climate 
of creative thinking to encourage IT employee engagement and develop customer relationships. Contributes to the 
development of a marketing approach for presenting the qualifications and accomplishments of the unit to higher level 
decision makers as a means of developing voice and improving engagement and executive staff confidence in the work 
unit. Participates in brainstorming sessions to develop work unit, divisional, and/or agency-wide process streamlining 
initiatives and improve business practices.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships at all levels of the organization to ensure smooth and effective team operations. 
Liaises with internal and external entities to ensure effective planning, strategy development, vision, coordination, and 
IT service provision within assigned area of responsibility. Networks with business partners to ensure open dialogues 
exist and to facilitate coordination and unified effort. Professionally represents the agency while attending meetings and 
events in order to develop a positive image with business partners.Analyzing Data or Information: Analyzes processes, 
policies, and procedures using information systems and documentation to develop recommendations for changes in 
operations which affect the economy, efficiency and quality of operations and services within assigned area of 
responsibility. Analyzes survey and benchmarking data to determine its relevancy to and effects on information 
technology processes and procedures and inform reporting within assigned area of responsibility. Analyzes candidate 
applications and other documentation to create a pool of interviewees. Analyzes status reports for projects, programs, 
and daily work to identify patterns and trends that impact organizational goals.Developing and Building Teams: Engages 
subordinates and peers during the course of daily activities to identify motivational factors relevant to assigned 
subordinates and other staff and enhance commitment and performance within assigned area of responsibility. Models 
effective performance for business partners to provide a role model, encourage success in others, and enhance trust. 
Identifies developmental opportunities appropriate for assigned subordinates and other staff to improve team 
development within assigned area of responsibility. Encourages assigned subordinates and other staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility. 
Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance team morale and 
employee investment/engagement. Creates and coordinates team building activities to incentivize teamwork and 
performance.Communicating with Supervisors, Peers, or Subordinates: Communicates work related information to a 
variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort. 
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility. Conducts periodic performance development meetings with assigned 
subordinates to communicate and develop performance plans and provide performance feedback and developmental 
guidance. Conducts meetings with assigned subordinates and other internal business partners to gather project 
information and status updates and to disseminate information. Provides regular updates to higher-level leadership and 
other internal business partners on the status of projects and other assigned work. Maintains an open dialogue with 
internal business partners at all levels within the organization to ensure effective and efficient communications. 
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments. 
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information. Communicates regularly with other IT staff to coordinate operational activities within 
assigned area of responsibility and program development with internal business partners. Participates in a variety of 
meetings as required to provide and gather status updates for assigned workload.Updating and Using Relevant 



 TN Job Classification Specifications  
September 22, 2020 

Knowledge: Maintains professional and technical knowledge and required certifications by attending educational 
workshops, reviewing professional publications, establishing personal networks, and participating in professional 
societies to remain informed of current industry and IT standards. Develops expertise in an assigned information 
technology program area using available developmental opportunities as required to facilitate interpretation and advice 
provided. Utilizes acquired knowledge and skills to improve and inform daily performance of assigned tasks. Periodically 
reviews current departmental, state, and federal information sources to identify relevant changes in policies, 
procedures, rules, regulations, and best practices to ensure they and their assigned subordinates are knowledgeable on 
the latest systems. Actively seeks out work related leadership development opportunities for self and assigned 
subordinates to improve performance and team efficiency. Attends agency specific training as required to ensure 
compliance with departmental, state, and federal laws and guidelines. Attends in-service training as required to ensure 
continual learning and current knowledge of the field.Getting Information: Gathers the input of relevant stakeholders to 
ensure work unit operations accurately meet the needs of customers. Interviews employees and other individuals who 
have information related to ongoing investigations or work processes as required to further an investigation or process. 
Researches work related information as needed to prepare reports, projects, proposals and other assigned tasks. 
Conducts site visits of external and internal organizations in order to obtain information required to execute assigned 
work activities. Reviews information from the director's IT goals and the agency's strategic goals to ensure that activities 
related to assigned responsibilities support strategic goals and objectives. Participate in operational and work unit 
meetings to obtain information needed to achieve assigned work objectives. Reviews e-mail, voicemails, other 
correspondence, reports, queries, and information systems to gather data necessary to complete assigned 
work.Documenting/Recording Information: Prepares summary performance metrics reporting within assigned area of 
responsibility for higher level leadership to communicate current status in achieving assigned goals. Prepares completed 
staff work reports with recommendations for action which are workable and comply with professional standards of 
excellence. Completes and submits performance review documents for subordinates accurately and promptly. 
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations. Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Interacting With Computers: Utilizes a variety 
of system utilities and software tools to monitor system performance and efficiency and facilitate program/project 
management within assigned area of responsibility. Uses office productivity software including but not limited to ERP 
software, word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines.Performing Administrative Activities: Completes performance 
evaluation documentation for all assigned subordinates. Maintains human resource and other confidential reports, files, 
and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices. Generates disciplinary actions for assigned subordinates in accordance with agency policy and Department of 
Human Resources policies and procedures. Reviews and approves subordinate administrative actions including but not 
limited to performance evaluations, expense requests, and time and labor for assigned work unit. Enters personal time 
and leave/overtime requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Developing Direct Reports and Others Directing Others Conflict 
Management Hiring and Staffing Drive for Results Organizational Agility Building Effective Teams Motivating 
OthersKnowledge: Intermediate knowledge of hardware, software, data, and network principles and systems related to 
the assigned area of responsibility Basic knowledge of administration and management best practices as they relate to 
mid-level leadership Basic knowledge of customer service principles and best practices as they relate to service level 
agreements, metrics, customer interaction, and request fulfillment Basic knowledge of personnel and human resources 
management best practices as they relate to talent management Basic knowledge of federal, state, and local laws, rules, 
regulations, policies, procedures, and best practices as they relate to data management and information systems 
governanceSkills: Intermediate reading comprehension skills as they relate to the understanding of hardware, software, 
data, and network principles and systems Intermediate speaking skills as they relate to the interpretation and 
communication of IT systems, services, and strategies Intermediate writing skills as they relate to the interpretation and 
communication of IT systems, services, and strategies Basic coordination skills as they relate to effectively executing IT 
operations and initiatives Basic quality control analysis skills as they relate to IT deliverables and services Basic systems 
evaluation skills as they relate to the development and maintenance of a variety of business systems Basic skill in the 
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management of personnel resources Basic negotiation skills Basic persuasion skills Active learning skills Active listening 
skills Critical thinking skills Complex problem solving skills Judgment and decision making skills Time management 
skillsAbilities: Deductive Reasoning Ability Inductive Reasoning Ability Oral Comprehension Ability Oral Expression Ability 
Time Sharing Ability Written Comprehension Ability Written Expression Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner CalculatorOther office related equipment as 
required 
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076143 - IT MANAGER-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4046 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional level experience in information technology including at least two of the five years must include 
supervisory experience. OR Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation 
from an accredited college or university with an Information Technology related associate’s degree may substitute for 
the required bachelor’s degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate’s degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in the largest of operating departments with the most complex of IT 
systems. This class differs from that of IT Manager in that an incumbent of the latter acts as a assistant IT director in a 
small to moderate sized operating department or acts as an assistant manager for a large sized operating department. 
This class differs from higher level classes in IT management and related series in that incumbents of the latter perform 
duties of greater scope and complexity. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Making Decisions and 
Solving Problems:    Makes the decision to offer employment to job candidates who best fit available positions based on 
the results of selection assessment and testing.    Makes decisions related to the resolution of personnel and technical 
issues within assigned area of responsibility based on the results of analyses, personal experience, expert judgment, 
performance metrics, and other factors to ensure effective unit operations.    Determines best options available and 
appropriate resource allocations for assigned area of responsibility to meet business requirements identified by 
organizational stakeholders.    Determines the appropriate level of intervention and/or discipline required to resolve 
personnel issues among assigned subordinates.Selling or Influencing Others:    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Influences assigned subordinates and staff within assigned area of 
responsibility using identified individual motivational factors to increase job performance and productivity.    Builds 
consensus among peers, subordinates, and supervisors in order to further the department’s mission and goals.    
Champions IT projects to meet agency business needs based on optimal return on investment.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks within assigned area of responsibility into current 
workload to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Aligns business and people strategies within assigned area of responsibility using 
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applicable data, leadership development, professional development, performance management, career planning, and 
succession planning.    Incorporates departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures of assigned area of responsibility for efficiency and compliance 
purposes.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization within assigned area of responsibility by identifying and eliminating barriers to success, 
providing sufficient tools and resources, and continually challenging the validity of the current process.    Manages 
assigned subordinates in monitoring IT and other business processes within assigned area of responsibility to identify 
efficiencies and attain more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the day-to-day operations and tasks required to achieve goals within the assigned area of 
responsibility.    Supports assigned subordinates in coordinating IT activities within their assigned areas of responsibility 
by reallocating resources and directly participating as necessary.Communicating with Persons Outside Organization:    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency participates.    Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Project staffing, 
costs, revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice 
provided to higher level decision makers.    Estimate future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others:    Interprets specialized 
information related to technology within assigned area of responsibility for business partners, higher-level leadership, 
colleagues, and assigned subordinates to ensure understanding and facilitate relationships.    Translates complex IT 
concepts for individuals of all levels of understanding including IT and non-IT roles to communicate results, trends, or 
problems.    Explains IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Judging the Qualities 
of Things, Services, or People:    Assesses the quality of applicants to assigned subordinate positions to inform hiring 
decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses statements made in the course of sensitive and/or complex investigations and 
disciplinary actions to determine accuracy and relevance.    Assesses the quality of work product and services provided 
by assigned area of responsibility to ensure that products and services meet the needs of customers.    Assesses the 
quality and importance of suggestions to inform advice provided to higher level decision makers or to determine 
implementation plans depending on the scope, urgency, and impact of the suggestion.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services within assigned area of responsibility through collaboration with other leadership personnel to measure and 
improve organizational efficiency and performance.    Develops strategies for addressing staffing needs within assigned 
area of responsibility through collaboration with other leadership personnel to ensure adequate coverage for assigned 
workload.    Develops corrective action plans through collaboration with other leadership personnel to address systemic 
issues within assigned area of responsibility.    Develops communication plans for addressing the ongoing 
communication of IT related information to agency employees and customers.    Develops strategic programs and events 
through collaboration with other leadership personnel to improve IT staff morale.    Develops operational plans within 
assigned area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops job performance 
plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Resolving Conflicts and Negotiating with Others:    Resolves conflicts with minimal supervision from higher-level 
leadership to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within assigned area of responsibility to minimize disputes and facilitate 
performance.    Resolves interpersonal conflicts between assigned subordinates and staff within assigned area of 
responsibility to ensure a respectful and productive work environment.    Resolves disciplinary actions of assigned 
subordinates and staff within assigned area of responsibility using DOHR guidance to ensure compliance with all state 
and federal guidelines.    Resolves external business partner disputes and conflicts to prevent business operation 
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interruptions and compliance with contractual terms and agreements.    Complies with agency legal counsel when 
investigating conflicts between internal business partners and employees within assigned area of responsibility 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Serves as a mediator for assigned subordinates and peers to higher-level 
leadership personnel.    Escalates issues to higher-level leadership personnel as required to ensure issues are resolved at 
the proper level and through the proper channels.Staffing Organizational Units:    Conducts behavioral-based interviews 
for job candidates to ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload 
of employees to determine human resource and budgetary needs.    Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Assesses the appropriateness and 
viability of the use of alternate employment methodologies to address human resource needs.    Identifies promotional 
opportunities within assigned area of responsibility to develop bench strength and enhance the talent pool.Provide 
Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT operational initiatives within assigned area of responsibility to 
inform decisions about level of effort and priority of processing for IT projects and processes.    Provides advice on 
employee selection decisions to assigned supervisor and other leadership staff.    Makes acquisition recommendations 
for IT products and services that support business objectives within assigned area of responsibility.    Assists assigned 
subordinates in developing job performance plans for their staff to communicate responsibilities and expected 
outcomes of performance in their role.    Collaborates continually with higher-level leadership personnel to assess the 
overall efficacy of IT operations within assigned area of responsibility.    Makes recommendations for changes which 
affect the economy, efficiency and quality of IT operations and services.    Advises higher-level leadership personnel on 
team standard operating procedures, best practices, and other workflow factors to inform strategy development and 
decision making.    Provides informal performance feedback advice to assigned subordinates and other leadership staff 
to assist with personal and professional development as required.    Notifies appropriate leadership staff of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility.    Maintains an open dialogue with internal business partners at all levels 
within the organization to ensure effective and efficient communications.    Communicates work related information to 
a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate 
effort.    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance planand provide performance feedback and developmental guidance.    Conducts meetings with 
assigned subordinates and other internal business partners to gather project information and status updates and to 
disseminate information.    Provides regular updates to higher-level leadership and other internal business partners on 
the status of projects and other assigned work.    Communicates regularly with other IT staff to coordinate operational 
activities within assigned area of responsibility and program development with internal business partners.    
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information.    Participates in a variety of meetings as required to provide and gather status updates 
for assigned workload.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service provision within 
assigned area of responsibility.    Networks with business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Professionally represents the agency while attending meetings and events in order to 
develop a positive image with business partners.Scheduling Work and Activities:    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as required.    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Creates a schedule for IT related events 
within assigned area of responsibility to ensure timely submission of relevant information.Monitor Processes, Materials, 
or Surroundings:    Monitors organization culture and work environment of direct reports to identify interpersonal 
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issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT and 
relevant business environments using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.    Monitors IT 
performance at the assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and 
other information gathering tools to ensure that relevant key performance indicators are met.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.    Continually monitors employee work product in order to identify efficiencies and 
prepare comprehensive performance evaluations.Coordinating the Work and Activities of Others:    Coordinates with 
internal and external business partners to resolve complex or highly sensitive IT issues within assigned area of 
responsibility.    Plans and coordinates the activities of assigned subordinates who oversee various programs within 
assigned area of responsibility to ensure that operational and tactical priorities are met, and conflicts in scheduling and 
responsibility do not arise.    Coordinates meetings, events, and other special projects as required to ensure availability, 
attendance, and coverage.Analyzing Data or Information:    Analyzes processes, policies, and procedures using 
information systems and documentation to develop recommendations for changes in operations which affect the 
economy, efficiency and quality of operations and services within assigned area of responsibility.    Analyzes survey and 
benchmarking data to determine its relevancy to and effects on information technology processes and procedures and 
inform reporting within assigned area of responsibility.    Analyzes candidate applications and other documentation to 
create a pool of interviewees.    Analyzes status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Evaluating Information to Determine Compliance with Standards:    Evaluates 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Ensures disciplinary actions are administered in accordance 
with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates plans and performance goals to 
ensure alignment with organizational and divisional/departmental goals.    Evaluates candidate and employee 
qualifications to determine compliance with minimum qualifications and/or necessary and special qualifications.    
Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to date and 
valid.Thinking Creatively:    Participates in the development of talent management workforce plans using a variety of 
analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs 
and strategic goals.    Creates a climate of creative thinking to encourage IT employee engagement and develop 
customer relationships.    Develops a marketing approach for presenting the qualifications and accomplishments of the 
unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence in the work unit.    Participates in brainstorming sessions to develop work unit, divisional, and/or agency-
wide process streamlining initiatives and improve business practices.    Provides creative input into policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, staffing plans, logs, and other 
systems within assigned area of responsibility as required to facilitate accurate data-gathering, tracking, training, and 
reporting.    Develops process improvement suggestions within assigned area of responsibility to streamline workflow 
and improve process cycle times and accuracy.Coaching and Developing Others:    Leverages developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinates 
and staff within assigned area of responsibility.    Provides coaching to subordinate supervisory staff on appropriate 
performance management techniques in accordance with recommendations from agency HR.    Coaches agency 
employees on IT related programs and information within assigned area of responsibility to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned 
subordinates and other divisional staff through the use of stretch assignments to develop bench strength and talent 
management.    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Addresses and/or recognizes the performance of assigned subordinates appropriately in accordance with 
established policy.Updating and Using Relevant Knowledge:    Maintains professional and technical knowledge and 
required certifications by attending educational workshops, reviewing professional publications, establishing personal 
networks, and participating in professional societies to remain informed of current industry and IT standards.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Utilizes acquired knowledge and skills to improve and inform daily 



 TN Job Classification Specifications  
September 22, 2020 

performance of assigned tasks.    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their assigned 
subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership development 
opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and current knowledge of the field.Developing and Building Teams:    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to 
assigned subordinates and staff and enhance commitment and performance within assigned area of responsibility.    
Identifies developmental opportunities appropriate for assigned subordinates and staff to improve team development 
within assigned area of responsibility.    Creates and coordinates team building activities to incentivize teamwork and 
performance.    Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance 
team morale and employee investment/engagement.    Encourages assigned subordinates and staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility.Getting 
Information:    Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Reviews information from the director's IT goals and 
the agency's strategic goals to ensure that activities related to assigned responsibilities support strategic goals and 
objectives.    Participates in strategic and operational meetings to obtain information needed to achieve operational 
objectives.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Reviews e-mail, voicemails, other correspondence, reports, queries, and information systems to gather data 
necessary to complete assigned work.    Conducts site visits of external and internal organizations in order to obtain 
information for reorganization, benchmarking and other work related activities.Documenting/Recording Information:    
Prepares summary performance metrics reporting within assigned area of responsibility for higher level leadership to 
communicate current status in achieving assigned goals.    Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Interacting With Computers:    Utilizes a variety of system utilities and software 
tools to monitor system performance and efficiency and facilitate program/project management within assigned area of 
responsibility.    Uses office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.    Generates disciplinary actions for assigned subordinates in accordance with agency policy and 
Department of Human Resources policies and procedures.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Enters personal time and leave/overtime 
requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to mid-level leadership    
Intermediate knowledge of hardware, software, data, and network principles and systems related to the assigned area 
of responsibility    Intermediate knowledge of customer service principles and best practices as they relate to service 
level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of federal, state, and 
local laws, rules, regulations, policies, procedures, and best practices as they relate to data management and 
information systems governance    Basic knowledge of personnel and human resources management best practices as 
they relate to talent managementSkills:    Intermediate reading comprehension skills as they relate to the understanding 
of hardware, software, data, and network principles and systems    Intermediate speaking skills as they relate to the 
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interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as they 
relate to effectively executing IT operations and initiatives    Intermediate quality control analysis skills as they relate to 
IT deliverables and services    Intermediate systems evaluation skills as they relate to the development and maintenance 
of a variety of business systems    Intermediate skill in the management of personnel resources    Active learning skills    
Active listening skills    Critical thinking skills    Basic negotiation skills    Basic persuasion skills    Complex problem solving 
skills    Judgment and decision making skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076143 - IT MANAGER-SR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4047 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional level experience in information technology including at least two of the five years must include 
supervisory experience. OR Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation 
from an accredited college or university with an Information Technology related associate’s degree may substitute for 
the required bachelor’s degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate’s degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in the largest of operating departments with the most complex of IT 
systems. This class differs from that of IT Manager in that an incumbent of the latter acts as a assistant IT director in a 
small to moderate sized operating department or acts as an assistant manager for a large sized operating department. 
This class differs from higher level classes in IT management and related series in that incumbents of the latter perform 
duties of greater scope and complexity. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Making Decisions and 
Solving Problems:    Makes the decision to offer employment to job candidates who best fit available positions based on 
the results of selection assessment and testing.    Makes decisions related to the resolution of personnel and technical 
issues within assigned area of responsibility based on the results of analyses, personal experience, expert judgment, 
performance metrics, and other factors to ensure effective unit operations.    Determines best options available and 
appropriate resource allocations for assigned area of responsibility to meet business requirements identified by 
organizational stakeholders.    Determines the appropriate level of intervention and/or discipline required to resolve 
personnel issues among assigned subordinates.Selling or Influencing Others:    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Influences assigned subordinates and staff within assigned area of 
responsibility using identified individual motivational factors to increase job performance and productivity.    Builds 
consensus among peers, subordinates, and supervisors in order to further the department’s mission and goals.    
Champions IT projects to meet agency business needs based on optimal return on investment.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks within assigned area of responsibility into current 
workload to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Aligns business and people strategies within assigned area of responsibility using 
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applicable data, leadership development, professional development, performance management, career planning, and 
succession planning.    Incorporates departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures of assigned area of responsibility for efficiency and compliance 
purposes.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization within assigned area of responsibility by identifying and eliminating barriers to success, 
providing sufficient tools and resources, and continually challenging the validity of the current process.    Manages 
assigned subordinates in monitoring IT and other business processes within assigned area of responsibility to identify 
efficiencies and attain more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the day-to-day operations and tasks required to achieve goals within the assigned area of 
responsibility.    Supports assigned subordinates in coordinating IT activities within their assigned areas of responsibility 
by reallocating resources and directly participating as necessary.Communicating with Persons Outside Organization:    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency participates.    Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Project staffing, 
costs, revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice 
provided to higher level decision makers.    Estimate future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others:    Interprets specialized 
information related to technology within assigned area of responsibility for business partners, higher-level leadership, 
colleagues, and assigned subordinates to ensure understanding and facilitate relationships.    Translates complex IT 
concepts for individuals of all levels of understanding including IT and non-IT roles to communicate results, trends, or 
problems.    Explains IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Judging the Qualities 
of Things, Services, or People:    Assesses the quality of applicants to assigned subordinate positions to inform hiring 
decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses statements made in the course of sensitive and/or complex investigations and 
disciplinary actions to determine accuracy and relevance.    Assesses the quality of work product and services provided 
by assigned area of responsibility to ensure that products and services meet the needs of customers.    Assesses the 
quality and importance of suggestions to inform advice provided to higher level decision makers or to determine 
implementation plans depending on the scope, urgency, and impact of the suggestion.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services within assigned area of responsibility through collaboration with other leadership personnel to measure and 
improve organizational efficiency and performance.    Develops strategies for addressing staffing needs within assigned 
area of responsibility through collaboration with other leadership personnel to ensure adequate coverage for assigned 
workload.    Develops corrective action plans through collaboration with other leadership personnel to address systemic 
issues within assigned area of responsibility.    Develops communication plans for addressing the ongoing 
communication of IT related information to agency employees and customers.    Develops strategic programs and events 
through collaboration with other leadership personnel to improve IT staff morale.    Develops operational plans within 
assigned area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops job performance 
plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Resolving Conflicts and Negotiating with Others:    Resolves conflicts with minimal supervision from higher-level 
leadership to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within assigned area of responsibility to minimize disputes and facilitate 
performance.    Resolves interpersonal conflicts between assigned subordinates and staff within assigned area of 
responsibility to ensure a respectful and productive work environment.    Resolves disciplinary actions of assigned 
subordinates and staff within assigned area of responsibility using DOHR guidance to ensure compliance with all state 
and federal guidelines.    Resolves external business partner disputes and conflicts to prevent business operation 
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interruptions and compliance with contractual terms and agreements.    Complies with agency legal counsel when 
investigating conflicts between internal business partners and employees within assigned area of responsibility 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Serves as a mediator for assigned subordinates and peers to higher-level 
leadership personnel.    Escalates issues to higher-level leadership personnel as required to ensure issues are resolved at 
the proper level and through the proper channels.Staffing Organizational Units:    Conducts behavioral-based interviews 
for job candidates to ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload 
of employees to determine human resource and budgetary needs.    Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Assesses the appropriateness and 
viability of the use of alternate employment methodologies to address human resource needs.    Identifies promotional 
opportunities within assigned area of responsibility to develop bench strength and enhance the talent pool.Provide 
Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT operational initiatives within assigned area of responsibility to 
inform decisions about level of effort and priority of processing for IT projects and processes.    Provides advice on 
employee selection decisions to assigned supervisor and other leadership staff.    Makes acquisition recommendations 
for IT products and services that support business objectives within assigned area of responsibility.    Assists assigned 
subordinates in developing job performance plans for their staff to communicate responsibilities and expected 
outcomes of performance in their role.    Collaborates continually with higher-level leadership personnel to assess the 
overall efficacy of IT operations within assigned area of responsibility.    Makes recommendations for changes which 
affect the economy, efficiency and quality of IT operations and services.    Advises higher-level leadership personnel on 
team standard operating procedures, best practices, and other workflow factors to inform strategy development and 
decision making.    Provides informal performance feedback advice to assigned subordinates and other leadership staff 
to assist with personal and professional development as required.    Notifies appropriate leadership staff of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility.    Maintains an open dialogue with internal business partners at all levels 
within the organization to ensure effective and efficient communications.    Communicates work related information to 
a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate 
effort.    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance planand provide performance feedback and developmental guidance.    Conducts meetings with 
assigned subordinates and other internal business partners to gather project information and status updates and to 
disseminate information.    Provides regular updates to higher-level leadership and other internal business partners on 
the status of projects and other assigned work.    Communicates regularly with other IT staff to coordinate operational 
activities within assigned area of responsibility and program development with internal business partners.    
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information.    Participates in a variety of meetings as required to provide and gather status updates 
for assigned workload.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service provision within 
assigned area of responsibility.    Networks with business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Professionally represents the agency while attending meetings and events in order to 
develop a positive image with business partners.Scheduling Work and Activities:    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as required.    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Creates a schedule for IT related events 
within assigned area of responsibility to ensure timely submission of relevant information.Monitor Processes, Materials, 
or Surroundings:    Monitors organization culture and work environment of direct reports to identify interpersonal 
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issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT and 
relevant business environments using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.    Monitors IT 
performance at the assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and 
other information gathering tools to ensure that relevant key performance indicators are met.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.    Continually monitors employee work product in order to identify efficiencies and 
prepare comprehensive performance evaluations.Coordinating the Work and Activities of Others:    Coordinates with 
internal and external business partners to resolve complex or highly sensitive IT issues within assigned area of 
responsibility.    Plans and coordinates the activities of assigned subordinates who oversee various programs within 
assigned area of responsibility to ensure that operational and tactical priorities are met, and conflicts in scheduling and 
responsibility do not arise.    Coordinates meetings, events, and other special projects as required to ensure availability, 
attendance, and coverage.Analyzing Data or Information:    Analyzes processes, policies, and procedures using 
information systems and documentation to develop recommendations for changes in operations which affect the 
economy, efficiency and quality of operations and services within assigned area of responsibility.    Analyzes survey and 
benchmarking data to determine its relevancy to and effects on information technology processes and procedures and 
inform reporting within assigned area of responsibility.    Analyzes candidate applications and other documentation to 
create a pool of interviewees.    Analyzes status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Evaluating Information to Determine Compliance with Standards:    Evaluates 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Ensures disciplinary actions are administered in accordance 
with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates plans and performance goals to 
ensure alignment with organizational and divisional/departmental goals.    Evaluates candidate and employee 
qualifications to determine compliance with minimum qualifications and/or necessary and special qualifications.    
Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to date and 
valid.Thinking Creatively:    Participates in the development of talent management workforce plans using a variety of 
analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs 
and strategic goals.    Creates a climate of creative thinking to encourage IT employee engagement and develop 
customer relationships.    Develops a marketing approach for presenting the qualifications and accomplishments of the 
unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence in the work unit.    Participates in brainstorming sessions to develop work unit, divisional, and/or agency-
wide process streamlining initiatives and improve business practices.    Provides creative input into policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, staffing plans, logs, and other 
systems within assigned area of responsibility as required to facilitate accurate data-gathering, tracking, training, and 
reporting.    Develops process improvement suggestions within assigned area of responsibility to streamline workflow 
and improve process cycle times and accuracy.Coaching and Developing Others:    Leverages developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinates 
and staff within assigned area of responsibility.    Provides coaching to subordinate supervisory staff on appropriate 
performance management techniques in accordance with recommendations from agency HR.    Coaches agency 
employees on IT related programs and information within assigned area of responsibility to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned 
subordinates and other divisional staff through the use of stretch assignments to develop bench strength and talent 
management.    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Addresses and/or recognizes the performance of assigned subordinates appropriately in accordance with 
established policy.Updating and Using Relevant Knowledge:    Maintains professional and technical knowledge and 
required certifications by attending educational workshops, reviewing professional publications, establishing personal 
networks, and participating in professional societies to remain informed of current industry and IT standards.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Utilizes acquired knowledge and skills to improve and inform daily 
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performance of assigned tasks.    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their assigned 
subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership development 
opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and current knowledge of the field.Developing and Building Teams:    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to 
assigned subordinates and staff and enhance commitment and performance within assigned area of responsibility.    
Identifies developmental opportunities appropriate for assigned subordinates and staff to improve team development 
within assigned area of responsibility.    Creates and coordinates team building activities to incentivize teamwork and 
performance.    Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance 
team morale and employee investment/engagement.    Encourages assigned subordinates and staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility.Getting 
Information:    Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Reviews information from the director's IT goals and 
the agency's strategic goals to ensure that activities related to assigned responsibilities support strategic goals and 
objectives.    Participates in strategic and operational meetings to obtain information needed to achieve operational 
objectives.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Reviews e-mail, voicemails, other correspondence, reports, queries, and information systems to gather data 
necessary to complete assigned work.    Conducts site visits of external and internal organizations in order to obtain 
information for reorganization, benchmarking and other work related activities.Documenting/Recording Information:    
Prepares summary performance metrics reporting within assigned area of responsibility for higher level leadership to 
communicate current status in achieving assigned goals.    Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Interacting With Computers:    Utilizes a variety of system utilities and software 
tools to monitor system performance and efficiency and facilitate program/project management within assigned area of 
responsibility.    Uses office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.    Generates disciplinary actions for assigned subordinates in accordance with agency policy and 
Department of Human Resources policies and procedures.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Enters personal time and leave/overtime 
requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to mid-level leadership    
Intermediate knowledge of hardware, software, data, and network principles and systems related to the assigned area 
of responsibility    Intermediate knowledge of customer service principles and best practices as they relate to service 
level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of federal, state, and 
local laws, rules, regulations, policies, procedures, and best practices as they relate to data management and 
information systems governance    Basic knowledge of personnel and human resources management best practices as 
they relate to talent managementSkills:    Intermediate reading comprehension skills as they relate to the understanding 
of hardware, software, data, and network principles and systems    Intermediate speaking skills as they relate to the 
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interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as they 
relate to effectively executing IT operations and initiatives    Intermediate quality control analysis skills as they relate to 
IT deliverables and services    Intermediate systems evaluation skills as they relate to the development and maintenance 
of a variety of business systems    Intermediate skill in the management of personnel resources    Active learning skills    
Active listening skills    Critical thinking skills    Basic negotiation skills    Basic persuasion skills    Complex problem solving 
skills    Judgment and decision making skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076143 - IT MANAGER-SR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4048 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional level experience in information technology including at least two of the five years must include 
supervisory experience. OR Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation 
from an accredited college or university with an Information Technology related associate’s degree may substitute for 
the required bachelor’s degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate’s degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in the largest of operating departments with the most complex of IT 
systems. This class differs from that of IT Manager in that an incumbent of the latter acts as a assistant IT director in a 
small to moderate sized operating department or acts as an assistant manager for a large sized operating department. 
This class differs from higher level classes in IT management and related series in that incumbents of the latter perform 
duties of greater scope and complexity. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Making Decisions and 
Solving Problems:    Makes the decision to offer employment to job candidates who best fit available positions based on 
the results of selection assessment and testing.    Makes decisions related to the resolution of personnel and technical 
issues within assigned area of responsibility based on the results of analyses, personal experience, expert judgment, 
performance metrics, and other factors to ensure effective unit operations.    Determines best options available and 
appropriate resource allocations for assigned area of responsibility to meet business requirements identified by 
organizational stakeholders.    Determines the appropriate level of intervention and/or discipline required to resolve 
personnel issues among assigned subordinates.Selling or Influencing Others:    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Influences assigned subordinates and staff within assigned area of 
responsibility using identified individual motivational factors to increase job performance and productivity.    Builds 
consensus among peers, subordinates, and supervisors in order to further the department’s mission and goals.    
Champions IT projects to meet agency business needs based on optimal return on investment.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks within assigned area of responsibility into current 
workload to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Aligns business and people strategies within assigned area of responsibility using 
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applicable data, leadership development, professional development, performance management, career planning, and 
succession planning.    Incorporates departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures of assigned area of responsibility for efficiency and compliance 
purposes.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization within assigned area of responsibility by identifying and eliminating barriers to success, 
providing sufficient tools and resources, and continually challenging the validity of the current process.    Manages 
assigned subordinates in monitoring IT and other business processes within assigned area of responsibility to identify 
efficiencies and attain more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the day-to-day operations and tasks required to achieve goals within the assigned area of 
responsibility.    Supports assigned subordinates in coordinating IT activities within their assigned areas of responsibility 
by reallocating resources and directly participating as necessary.Communicating with Persons Outside Organization:    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency participates.    Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Project staffing, 
costs, revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice 
provided to higher level decision makers.    Estimate future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others:    Interprets specialized 
information related to technology within assigned area of responsibility for business partners, higher-level leadership, 
colleagues, and assigned subordinates to ensure understanding and facilitate relationships.    Translates complex IT 
concepts for individuals of all levels of understanding including IT and non-IT roles to communicate results, trends, or 
problems.    Explains IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Judging the Qualities 
of Things, Services, or People:    Assesses the quality of applicants to assigned subordinate positions to inform hiring 
decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses statements made in the course of sensitive and/or complex investigations and 
disciplinary actions to determine accuracy and relevance.    Assesses the quality of work product and services provided 
by assigned area of responsibility to ensure that products and services meet the needs of customers.    Assesses the 
quality and importance of suggestions to inform advice provided to higher level decision makers or to determine 
implementation plans depending on the scope, urgency, and impact of the suggestion.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services within assigned area of responsibility through collaboration with other leadership personnel to measure and 
improve organizational efficiency and performance.    Develops strategies for addressing staffing needs within assigned 
area of responsibility through collaboration with other leadership personnel to ensure adequate coverage for assigned 
workload.    Develops corrective action plans through collaboration with other leadership personnel to address systemic 
issues within assigned area of responsibility.    Develops communication plans for addressing the ongoing 
communication of IT related information to agency employees and customers.    Develops strategic programs and events 
through collaboration with other leadership personnel to improve IT staff morale.    Develops operational plans within 
assigned area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops job performance 
plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Resolving Conflicts and Negotiating with Others:    Resolves conflicts with minimal supervision from higher-level 
leadership to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within assigned area of responsibility to minimize disputes and facilitate 
performance.    Resolves interpersonal conflicts between assigned subordinates and staff within assigned area of 
responsibility to ensure a respectful and productive work environment.    Resolves disciplinary actions of assigned 
subordinates and staff within assigned area of responsibility using DOHR guidance to ensure compliance with all state 
and federal guidelines.    Resolves external business partner disputes and conflicts to prevent business operation 
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interruptions and compliance with contractual terms and agreements.    Complies with agency legal counsel when 
investigating conflicts between internal business partners and employees within assigned area of responsibility 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Serves as a mediator for assigned subordinates and peers to higher-level 
leadership personnel.    Escalates issues to higher-level leadership personnel as required to ensure issues are resolved at 
the proper level and through the proper channels.Staffing Organizational Units:    Conducts behavioral-based interviews 
for job candidates to ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload 
of employees to determine human resource and budgetary needs.    Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Assesses the appropriateness and 
viability of the use of alternate employment methodologies to address human resource needs.    Identifies promotional 
opportunities within assigned area of responsibility to develop bench strength and enhance the talent pool.Provide 
Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT operational initiatives within assigned area of responsibility to 
inform decisions about level of effort and priority of processing for IT projects and processes.    Provides advice on 
employee selection decisions to assigned supervisor and other leadership staff.    Makes acquisition recommendations 
for IT products and services that support business objectives within assigned area of responsibility.    Assists assigned 
subordinates in developing job performance plans for their staff to communicate responsibilities and expected 
outcomes of performance in their role.    Collaborates continually with higher-level leadership personnel to assess the 
overall efficacy of IT operations within assigned area of responsibility.    Makes recommendations for changes which 
affect the economy, efficiency and quality of IT operations and services.    Advises higher-level leadership personnel on 
team standard operating procedures, best practices, and other workflow factors to inform strategy development and 
decision making.    Provides informal performance feedback advice to assigned subordinates and other leadership staff 
to assist with personal and professional development as required.    Notifies appropriate leadership staff of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility.    Maintains an open dialogue with internal business partners at all levels 
within the organization to ensure effective and efficient communications.    Communicates work related information to 
a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate 
effort.    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance planand provide performance feedback and developmental guidance.    Conducts meetings with 
assigned subordinates and other internal business partners to gather project information and status updates and to 
disseminate information.    Provides regular updates to higher-level leadership and other internal business partners on 
the status of projects and other assigned work.    Communicates regularly with other IT staff to coordinate operational 
activities within assigned area of responsibility and program development with internal business partners.    
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information.    Participates in a variety of meetings as required to provide and gather status updates 
for assigned workload.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service provision within 
assigned area of responsibility.    Networks with business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Professionally represents the agency while attending meetings and events in order to 
develop a positive image with business partners.Scheduling Work and Activities:    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as required.    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Creates a schedule for IT related events 
within assigned area of responsibility to ensure timely submission of relevant information.Monitor Processes, Materials, 
or Surroundings:    Monitors organization culture and work environment of direct reports to identify interpersonal 
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issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT and 
relevant business environments using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.    Monitors IT 
performance at the assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and 
other information gathering tools to ensure that relevant key performance indicators are met.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.    Continually monitors employee work product in order to identify efficiencies and 
prepare comprehensive performance evaluations.Coordinating the Work and Activities of Others:    Coordinates with 
internal and external business partners to resolve complex or highly sensitive IT issues within assigned area of 
responsibility.    Plans and coordinates the activities of assigned subordinates who oversee various programs within 
assigned area of responsibility to ensure that operational and tactical priorities are met, and conflicts in scheduling and 
responsibility do not arise.    Coordinates meetings, events, and other special projects as required to ensure availability, 
attendance, and coverage.Analyzing Data or Information:    Analyzes processes, policies, and procedures using 
information systems and documentation to develop recommendations for changes in operations which affect the 
economy, efficiency and quality of operations and services within assigned area of responsibility.    Analyzes survey and 
benchmarking data to determine its relevancy to and effects on information technology processes and procedures and 
inform reporting within assigned area of responsibility.    Analyzes candidate applications and other documentation to 
create a pool of interviewees.    Analyzes status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Evaluating Information to Determine Compliance with Standards:    Evaluates 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Ensures disciplinary actions are administered in accordance 
with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates plans and performance goals to 
ensure alignment with organizational and divisional/departmental goals.    Evaluates candidate and employee 
qualifications to determine compliance with minimum qualifications and/or necessary and special qualifications.    
Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to date and 
valid.Thinking Creatively:    Participates in the development of talent management workforce plans using a variety of 
analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs 
and strategic goals.    Creates a climate of creative thinking to encourage IT employee engagement and develop 
customer relationships.    Develops a marketing approach for presenting the qualifications and accomplishments of the 
unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence in the work unit.    Participates in brainstorming sessions to develop work unit, divisional, and/or agency-
wide process streamlining initiatives and improve business practices.    Provides creative input into policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, staffing plans, logs, and other 
systems within assigned area of responsibility as required to facilitate accurate data-gathering, tracking, training, and 
reporting.    Develops process improvement suggestions within assigned area of responsibility to streamline workflow 
and improve process cycle times and accuracy.Coaching and Developing Others:    Leverages developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinates 
and staff within assigned area of responsibility.    Provides coaching to subordinate supervisory staff on appropriate 
performance management techniques in accordance with recommendations from agency HR.    Coaches agency 
employees on IT related programs and information within assigned area of responsibility to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned 
subordinates and other divisional staff through the use of stretch assignments to develop bench strength and talent 
management.    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Addresses and/or recognizes the performance of assigned subordinates appropriately in accordance with 
established policy.Updating and Using Relevant Knowledge:    Maintains professional and technical knowledge and 
required certifications by attending educational workshops, reviewing professional publications, establishing personal 
networks, and participating in professional societies to remain informed of current industry and IT standards.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Utilizes acquired knowledge and skills to improve and inform daily 
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performance of assigned tasks.    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their assigned 
subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership development 
opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and current knowledge of the field.Developing and Building Teams:    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to 
assigned subordinates and staff and enhance commitment and performance within assigned area of responsibility.    
Identifies developmental opportunities appropriate for assigned subordinates and staff to improve team development 
within assigned area of responsibility.    Creates and coordinates team building activities to incentivize teamwork and 
performance.    Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance 
team morale and employee investment/engagement.    Encourages assigned subordinates and staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility.Getting 
Information:    Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Reviews information from the director's IT goals and 
the agency's strategic goals to ensure that activities related to assigned responsibilities support strategic goals and 
objectives.    Participates in strategic and operational meetings to obtain information needed to achieve operational 
objectives.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Reviews e-mail, voicemails, other correspondence, reports, queries, and information systems to gather data 
necessary to complete assigned work.    Conducts site visits of external and internal organizations in order to obtain 
information for reorganization, benchmarking and other work related activities.Documenting/Recording Information:    
Prepares summary performance metrics reporting within assigned area of responsibility for higher level leadership to 
communicate current status in achieving assigned goals.    Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Interacting With Computers:    Utilizes a variety of system utilities and software 
tools to monitor system performance and efficiency and facilitate program/project management within assigned area of 
responsibility.    Uses office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.    Generates disciplinary actions for assigned subordinates in accordance with agency policy and 
Department of Human Resources policies and procedures.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Enters personal time and leave/overtime 
requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to mid-level leadership    
Intermediate knowledge of hardware, software, data, and network principles and systems related to the assigned area 
of responsibility    Intermediate knowledge of customer service principles and best practices as they relate to service 
level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of federal, state, and 
local laws, rules, regulations, policies, procedures, and best practices as they relate to data management and 
information systems governance    Basic knowledge of personnel and human resources management best practices as 
they relate to talent managementSkills:    Intermediate reading comprehension skills as they relate to the understanding 
of hardware, software, data, and network principles and systems    Intermediate speaking skills as they relate to the 
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interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as they 
relate to effectively executing IT operations and initiatives    Intermediate quality control analysis skills as they relate to 
IT deliverables and services    Intermediate systems evaluation skills as they relate to the development and maintenance 
of a variety of business systems    Intermediate skill in the management of personnel resources    Active learning skills    
Active listening skills    Critical thinking skills    Basic negotiation skills    Basic persuasion skills    Complex problem solving 
skills    Judgment and decision making skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076143 - IT MANAGER-SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4049 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of professional level experience in information technology including at least two of the five years must include 
supervisory experience. OR Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation 
from an accredited college or university with an Information Technology related associate’s degree may substitute for 
the required bachelor’s degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level 
experience in information technology may substitute for the required Information Technology associate’s degree on a 
year-for-year basis to a maximum substitution of two years. OR Substitution of Graduate Coursework for the Required 
Experience: Any additional graduate coursework in information technology may substitute for the required experience 
on a year for year basis to a maximum substitution of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional general IT consultative work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class has supervisory responsibility for the work of other professional IT staff and performs work such 
as may relate to acting as assistant IT director in the largest of operating departments with the most complex of IT 
systems. This class differs from that of IT Manager in that an incumbent of the latter acts as a assistant IT director in a 
small to moderate sized operating department or acts as an assistant manager for a large sized operating department. 
This class differs from higher level classes in IT management and related series in that incumbents of the latter perform 
duties of greater scope and complexity. 
 
Work Activities: 
Processing Information:    Processes information gathered from a variety of sources to inform meaningful decision 
making about assigned area of responsibility and maintain accountability and business continuity.Making Decisions and 
Solving Problems:    Makes the decision to offer employment to job candidates who best fit available positions based on 
the results of selection assessment and testing.    Makes decisions related to the resolution of personnel and technical 
issues within assigned area of responsibility based on the results of analyses, personal experience, expert judgment, 
performance metrics, and other factors to ensure effective unit operations.    Determines best options available and 
appropriate resource allocations for assigned area of responsibility to meet business requirements identified by 
organizational stakeholders.    Determines the appropriate level of intervention and/or discipline required to resolve 
personnel issues among assigned subordinates.Selling or Influencing Others:    Sells benefits, internal initiatives, and 
process changes to employees and other internal business partners during the course of training and communications to 
facilitate adoption and enhance investment.    Influences assigned subordinates and staff within assigned area of 
responsibility using identified individual motivational factors to increase job performance and productivity.    Builds 
consensus among peers, subordinates, and supervisors in order to further the department’s mission and goals.    
Champions IT projects to meet agency business needs based on optimal return on investment.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks within assigned area of responsibility into current 
workload to ensure timely and accurate completion of work.    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Aligns business and people strategies within assigned area of responsibility using 
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applicable data, leadership development, professional development, performance management, career planning, and 
succession planning.    Incorporates departmental, state, and federal laws, rules, regulations, and policies into IT best 
practices and standard operating procedures of assigned area of responsibility for efficiency and compliance 
purposes.Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and 
vision of the organization within assigned area of responsibility by identifying and eliminating barriers to success, 
providing sufficient tools and resources, and continually challenging the validity of the current process.    Manages 
assigned subordinates in monitoring IT and other business processes within assigned area of responsibility to identify 
efficiencies and attain more timely and accurate goal achievement.    Leads and/or oversees assigned subordinates in 
the completion of the day-to-day operations and tasks required to achieve goals within the assigned area of 
responsibility.    Supports assigned subordinates in coordinating IT activities within their assigned areas of responsibility 
by reallocating resources and directly participating as necessary.Communicating with Persons Outside Organization:    
Participate in contract negotiations with outside vendors to ensure strategic needs are met in an efficient and cost 
effective manner.    Contacts vendors and other outside agencies who administer IT functions to obtain/provide 
required information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Communicates with 
external business partners to facilitate outside events and programs in which the state/agency participates.    Serves on 
department and statewide committees in the research, design, development, and implementation of new information 
management systems.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Project staffing, 
costs, revenues, and timelines needed to complete assigned projects within area of responsibility and inform advice 
provided to higher level decision makers.    Estimate future staffing and skill requirements needed for succession 
planning and talent management purposes.Interpreting the Meaning of Information for Others:    Interprets specialized 
information related to technology within assigned area of responsibility for business partners, higher-level leadership, 
colleagues, and assigned subordinates to ensure understanding and facilitate relationships.    Translates complex IT 
concepts for individuals of all levels of understanding including IT and non-IT roles to communicate results, trends, or 
problems.    Explains IT program specific procedures and regulations to the general public, persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Judging the Qualities 
of Things, Services, or People:    Assesses the quality of applicants to assigned subordinate positions to inform hiring 
decisions.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses statements made in the course of sensitive and/or complex investigations and 
disciplinary actions to determine accuracy and relevance.    Assesses the quality of work product and services provided 
by assigned area of responsibility to ensure that products and services meet the needs of customers.    Assesses the 
quality and importance of suggestions to inform advice provided to higher level decision makers or to determine 
implementation plans depending on the scope, urgency, and impact of the suggestion.    Reviews the performance 
evaluations conducted by assigned subordinates to ensure thoroughness, accuracy, objectivity and 
agreement.Developing Objectives and Strategies:    Develops strategies, objectives, and service level agreements for IT 
services within assigned area of responsibility through collaboration with other leadership personnel to measure and 
improve organizational efficiency and performance.    Develops strategies for addressing staffing needs within assigned 
area of responsibility through collaboration with other leadership personnel to ensure adequate coverage for assigned 
workload.    Develops corrective action plans through collaboration with other leadership personnel to address systemic 
issues within assigned area of responsibility.    Develops communication plans for addressing the ongoing 
communication of IT related information to agency employees and customers.    Develops strategic programs and events 
through collaboration with other leadership personnel to improve IT staff morale.    Develops operational plans within 
assigned area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops job performance 
plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in their 
role.Resolving Conflicts and Negotiating with Others:    Resolves conflicts with minimal supervision from higher-level 
leadership to ensure timely and efficient performance and maintain positive working relationships.    Maintains a 
respectful and productive work environment within assigned area of responsibility to minimize disputes and facilitate 
performance.    Resolves interpersonal conflicts between assigned subordinates and staff within assigned area of 
responsibility to ensure a respectful and productive work environment.    Resolves disciplinary actions of assigned 
subordinates and staff within assigned area of responsibility using DOHR guidance to ensure compliance with all state 
and federal guidelines.    Resolves external business partner disputes and conflicts to prevent business operation 
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interruptions and compliance with contractual terms and agreements.    Complies with agency legal counsel when 
investigating conflicts between internal business partners and employees within assigned area of responsibility 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Serves as a mediator for assigned subordinates and peers to higher-level 
leadership personnel.    Escalates issues to higher-level leadership personnel as required to ensure issues are resolved at 
the proper level and through the proper channels.Staffing Organizational Units:    Conducts behavioral-based interviews 
for job candidates to ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload 
of employees to determine human resource and budgetary needs.    Develops supplemental and interview questions for 
positions based on the competencies identified in the classification specification to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and policies.    Actively recruits candidates for assigned 
subordinate positions to ensure the most qualified candidates are identified.    Assesses the appropriateness and 
viability of the use of alternate employment methodologies to address human resource needs.    Identifies promotional 
opportunities within assigned area of responsibility to develop bench strength and enhance the talent pool.Provide 
Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, financial and human 
capital cost, resource allocation, and risk in proposed IT operational initiatives within assigned area of responsibility to 
inform decisions about level of effort and priority of processing for IT projects and processes.    Provides advice on 
employee selection decisions to assigned supervisor and other leadership staff.    Makes acquisition recommendations 
for IT products and services that support business objectives within assigned area of responsibility.    Assists assigned 
subordinates in developing job performance plans for their staff to communicate responsibilities and expected 
outcomes of performance in their role.    Collaborates continually with higher-level leadership personnel to assess the 
overall efficacy of IT operations within assigned area of responsibility.    Makes recommendations for changes which 
affect the economy, efficiency and quality of IT operations and services.    Advises higher-level leadership personnel on 
team standard operating procedures, best practices, and other workflow factors to inform strategy development and 
decision making.    Provides informal performance feedback advice to assigned subordinates and other leadership staff 
to assist with personal and professional development as required.    Notifies appropriate leadership staff of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with higher-level leadership personnel on situations requiring an explanation of the services and 
activities within assigned area of responsibility.    Maintains an open dialogue with internal business partners at all levels 
within the organization to ensure effective and efficient communications.    Communicates work related information to 
a variety of business partners, peers and assigned subordinates to facilitate teamwork, assign tasks, and coordinate 
effort.    Conducts periodic performance development meetings with assigned subordinates to communicate and 
develop performance planand provide performance feedback and developmental guidance.    Conducts meetings with 
assigned subordinates and other internal business partners to gather project information and status updates and to 
disseminate information.    Provides regular updates to higher-level leadership and other internal business partners on 
the status of projects and other assigned work.    Communicates regularly with other IT staff to coordinate operational 
activities within assigned area of responsibility and program development with internal business partners.    
Communicates with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    
Sends notifications of initiatives, changes, approvals, and deadlines to internal business partners to ensure timely and 
accurate receipt of information.    Participates in a variety of meetings as required to provide and gather status updates 
for assigned workload.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Liaises with internal and 
external entities to ensure effective planning, strategy development, vision, coordination, and IT service provision within 
assigned area of responsibility.    Networks with business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Professionally represents the agency while attending meetings and events in order to 
develop a positive image with business partners.Scheduling Work and Activities:    Schedules personal workload to 
ensure timely processing, account for current unit workload, and ensure availability to assigned subordinates and 
business partners for consultation and advice as required.    Schedules periodic performance discussions with 
subordinates to ensure continuous accurate evaluations and development.    Creates a schedule for IT related events 
within assigned area of responsibility to ensure timely submission of relevant information.Monitor Processes, Materials, 
or Surroundings:    Monitors organization culture and work environment of direct reports to identify interpersonal 
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issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT and 
relevant business environments using a variety of reports, vulnerability analyses, and other tools to ensure policy 
compliance and information security, project management, financial, and other risks are minimized.    Monitors IT 
performance at the assigned level of responsibility through a variety of reports, surveys, subordinate interactions, and 
other information gathering tools to ensure that relevant key performance indicators are met.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to identify trends and 
proactively anticipate problems.    Continually monitors employee work product in order to identify efficiencies and 
prepare comprehensive performance evaluations.Coordinating the Work and Activities of Others:    Coordinates with 
internal and external business partners to resolve complex or highly sensitive IT issues within assigned area of 
responsibility.    Plans and coordinates the activities of assigned subordinates who oversee various programs within 
assigned area of responsibility to ensure that operational and tactical priorities are met, and conflicts in scheduling and 
responsibility do not arise.    Coordinates meetings, events, and other special projects as required to ensure availability, 
attendance, and coverage.Analyzing Data or Information:    Analyzes processes, policies, and procedures using 
information systems and documentation to develop recommendations for changes in operations which affect the 
economy, efficiency and quality of operations and services within assigned area of responsibility.    Analyzes survey and 
benchmarking data to determine its relevancy to and effects on information technology processes and procedures and 
inform reporting within assigned area of responsibility.    Analyzes candidate applications and other documentation to 
create a pool of interviewees.    Analyzes status reports for projects, programs, and daily work to identify patterns and 
trends that impact organizational goals.Evaluating Information to Determine Compliance with Standards:    Evaluates 
employee work results to ensure that responsibilities are completed on-time and in compliance with policies, 
procedures, guidelines, standards, and performance goals.    Ensures disciplinary actions are administered in accordance 
with agency and Department of Human Resources policies and procedures.    Evaluates workplace audits of assigned 
subordinates and internal business partners to ensure work procedures and processes comply with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates plans and performance goals to 
ensure alignment with organizational and divisional/departmental goals.    Evaluates candidate and employee 
qualifications to determine compliance with minimum qualifications and/or necessary and special qualifications.    
Audits organizational hierarchies and supervisory assignments to ensure chains of command are up to date and 
valid.Thinking Creatively:    Participates in the development of talent management workforce plans using a variety of 
analytic techniques to ensure available knowledge, skills, abilities, and competencies are aligned with business needs 
and strategic goals.    Creates a climate of creative thinking to encourage IT employee engagement and develop 
customer relationships.    Develops a marketing approach for presenting the qualifications and accomplishments of the 
unit to higher level decision makers as a means of developing voice and improving engagement and executive staff 
confidence in the work unit.    Participates in brainstorming sessions to develop work unit, divisional, and/or agency-
wide process streamlining initiatives and improve business practices.    Provides creative input into policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, staffing plans, logs, and other 
systems within assigned area of responsibility as required to facilitate accurate data-gathering, tracking, training, and 
reporting.    Develops process improvement suggestions within assigned area of responsibility to streamline workflow 
and improve process cycle times and accuracy.Coaching and Developing Others:    Leverages developmental 
opportunities and motivational factors to improve team development and the performance of assigned subordinates 
and staff within assigned area of responsibility.    Provides coaching to subordinate supervisory staff on appropriate 
performance management techniques in accordance with recommendations from agency HR.    Coaches agency 
employees on IT related programs and information within assigned area of responsibility to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Coaches assigned 
subordinates and other divisional staff through the use of stretch assignments to develop bench strength and talent 
management.    Mentors less experienced internal business partners in their work using a supportive and collaborative 
approach.    Addresses and/or recognizes the performance of assigned subordinates appropriately in accordance with 
established policy.Updating and Using Relevant Knowledge:    Maintains professional and technical knowledge and 
required certifications by attending educational workshops, reviewing professional publications, establishing personal 
networks, and participating in professional societies to remain informed of current industry and IT standards.    Develops 
expertise in an assigned information technology program area using available developmental opportunities as required 
to facilitate interpretation and advice provided.    Utilizes acquired knowledge and skills to improve and inform daily 
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performance of assigned tasks.    Periodically reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their assigned 
subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership development 
opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends agency specific 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Attends in-service 
training as required to ensure continual learning and current knowledge of the field.Developing and Building Teams:    
Models effective performance for business partners to provide a role model, encourage success in others, and enhance 
trust.    Engages subordinates and peers during the course of daily activities to identify motivational factors relevant to 
assigned subordinates and staff and enhance commitment and performance within assigned area of responsibility.    
Identifies developmental opportunities appropriate for assigned subordinates and staff to improve team development 
within assigned area of responsibility.    Creates and coordinates team building activities to incentivize teamwork and 
performance.    Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance 
team morale and employee investment/engagement.    Encourages assigned subordinates and staff to pursue career 
development opportunities as a means of improving team performance within assigned area of responsibility.Getting 
Information:    Interviews employees and other individuals who have information related to ongoing investigations or 
work processes as required to further an investigation or process.    Gathers the input of relevant stakeholders to ensure 
operational planning accurately reflects the needs of customers.    Reviews information from the director's IT goals and 
the agency's strategic goals to ensure that activities related to assigned responsibilities support strategic goals and 
objectives.    Participates in strategic and operational meetings to obtain information needed to achieve operational 
objectives.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Reviews e-mail, voicemails, other correspondence, reports, queries, and information systems to gather data 
necessary to complete assigned work.    Conducts site visits of external and internal organizations in order to obtain 
information for reorganization, benchmarking and other work related activities.Documenting/Recording Information:    
Prepares summary performance metrics reporting within assigned area of responsibility for higher level leadership to 
communicate current status in achieving assigned goals.    Prepares completed staff work reports with 
recommendations for action which are workable and comply with professional standards of excellence.    Completes and 
submits performance review documents for subordinates accurately and promptly.    Continually documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Interacting With Computers:    Utilizes a variety of system utilities and software 
tools to monitor system performance and efficiency and facilitate program/project management within assigned area of 
responsibility.    Uses office productivity software including but not limited to ERP software, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.Performing Administrative Activities:    Completes performance evaluation documentation for all assigned 
subordinates.    Generates disciplinary actions for assigned subordinates in accordance with agency policy and 
Department of Human Resources policies and procedures.    Maintains human resource and other confidential reports, 
files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best 
practices.    Reviews and approves subordinate administrative actions including but not limited to performance 
evaluations, expense requests, and time and labor for assigned work unit.    Enters personal time and leave/overtime 
requests into the appropriate databases as required. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Total Work Systems    Command Skills    Hiring and Staffing    
Drive for Results    Organizational Agility    Building Effective Teams    Customer Focus    Motivating OthersKnowledge:    
Intermediate knowledge of administration and management best practices as they relate to mid-level leadership    
Intermediate knowledge of hardware, software, data, and network principles and systems related to the assigned area 
of responsibility    Intermediate knowledge of customer service principles and best practices as they relate to service 
level agreements, metrics, customer interaction, and request fulfillment    Intermediate knowledge of federal, state, and 
local laws, rules, regulations, policies, procedures, and best practices as they relate to data management and 
information systems governance    Basic knowledge of personnel and human resources management best practices as 
they relate to talent managementSkills:    Intermediate reading comprehension skills as they relate to the understanding 
of hardware, software, data, and network principles and systems    Intermediate speaking skills as they relate to the 
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interpretation and communication of IT systems, services, and strategies    Intermediate writing skills as they relate to 
the interpretation and communication of IT systems, services, and strategies    Intermediate coordination skills as they 
relate to effectively executing IT operations and initiatives    Intermediate quality control analysis skills as they relate to 
IT deliverables and services    Intermediate systems evaluation skills as they relate to the development and maintenance 
of a variety of business systems    Intermediate skill in the management of personnel resources    Active learning skills    
Active listening skills    Critical thinking skills    Basic negotiation skills    Basic persuasion skills    Complex problem solving 
skills    Judgment and decision making skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension 
Ability    Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075545 - IT SECURITY PROGRAM COORD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5154 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following: Information Systems, Computer Science, Information Assurance & Cybersecurity, Information Technology 
Management, Business Management & Information Systems, Computer & Network Security or Business Administration 
and experience equivalent to three years of increasingly responsible business continuity, disaster recovery, risk 
management or information security risk analysis and mitigation work. Substitution of Education for Experience: 
Qualifying experience in business continuity, disaster recovery, risk management or information security risk analysis 
and mitigation work may substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for security program evaluation and consultative work of average to 
considerable difficulty; performs related work as required. Distinguishing Features: This is the advanced/lead-level 
classification in the Security Program series. An employee in this class is responsible for performing advanced enterprise 
security tasks or functions as the lead within a specialized program area. This class differs from Security Program 
Specialist in that an incumbent of the latter performs working-level functions in a security program area. This class 
differs from Security Program Supervisor in that an incumbent of the latter performs supervisory work in a security 
program area.  
 
Work Activities: 
1. Leads in the analysis of developing, modifying, updating and publishing statewide, multi-agency or enterprise 
application disaster recovery or Continuity of Operations plan(s) to ensure that critical and essential business processes 
are able to be recovered during a disaster event, emergency or extended outage: gathers business requirements to help 
identify systems to include in recovery plans; follows-up after the plan has been created to ensure that all staff 
understand their specific roles and responsibilities. 2. Leads disaster recovery and business continuity test(s) for 
statewide, multi-agency, and enterprise applications to ensure that there are sufficient recovery procedures and failover 
processes in place to successfully restore the affected applications: tests succession plans in the event that key members 
of the organization are unavailable during a statewide disaster event, emergency or extended outage to ensure 
continuity of authority, decision-making, and communications; executes activities according to the activated plan(s) to 
ensure that the processes and documented steps are sufficient to restore affected systems; conducts post-test 
interviews with test participants to discuss the goals of the test and gather lessons learned during the exercise; compiles 
“lessons learned” report and timelines to assist with future tests or plans. 3. Leads the planning and development of 
statewide risk assessment for business, technology and application solutions to recommend measures to control or 
reduce risk: identifies the most probable threats to the enterprise, determines related vulnerabilities, develops 
mitigation strategies and makes recommendations to lower the probability of occurrence. 4. Leads upper management 
in key component areas within the security program area: policy, procedures and standards, security audits and the 
configuration of enterprise system resources; assists in developing and implementing new solutions to meet evolving 
security needs. 5. Coordinates the monitoring of security systems and reports to determine areas of vulnerability in 
security across the enterprise: reviews data, system configurations, applications and code to identify security 
vulnerabilities or sources of security breaches; monitors internal applications, designs and processes to identify 
potential issues; performs correlation analysis to identify trends and weaknesses in state systems; analyzes systems, 
tools and methodologies to ensure they are mitigating existing risk across the enterprise; ensure appropriate risk 
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mitigation tools are in place. 6. Identifies and analyzes security data from internal and external resources to determine 
security needs and program goals. 7. Promotes security awareness through training and effective communication to 
ensure that all users understand the importance of security program areas: trains users in how to mitigate risk at both 
the enterprise and agency level; communicates security status, threats or changes that may affect access to the 
network. 8. Conducts Business Impact Analysis (BIA) for business, technology, and application solutions to identify 
critical resources and develop practical recovery strategies: identifies and prioritizes enterprise infrastructure, critical 
applications and business processes; evaluates business requirements and technology needs to determine applications 
and systems to be recovered during a disaster event, emergency or extended outage. 9. Communicates and establishes 
relationships with internal and external customers to inform or coordinate as needed for enterprise or statewide 
security incidents and matters. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Business Acumen Customer Focus Dealing with Ambiguity Drive for Results 
Functional/Technical Integrity and Trust Learning on the Fly Peer Relationships Perseverance Presentation Skills Priority 
Setting Problem Solving Technical Learning Time Management Knowledge: Administration and Management Advanced 
Engineering and Technology Advanced Knowledge of Operating Systems Advanced Knowledge of Policy Standards 
Advanced Knowledge of Regulatory and Statutory Requirements Advanced Knowledge of Security best Practices 
Computers and Electronics Customer and Personal Services Education and Training Telecommunications Skills: Complex 
Problem Solving Coordination Critical Thinking Learning Strategies Monitoring Negotiation Persuasion Programming 
Quality Control Analysis Service Orientation Social Perceptiveness Systems Analysis Systems Evaluation Time 
Management Troubleshooting Abilities: Deductive Reasoning Flexibility Fluency of Ideas Inductive Reasoning 
Information Ordering Oral Comprehension Oral Expression Perceptual Speed Problem Sensitivity Selective Attention 
Speed of Closure Stress Tolerance Visualization Written Comprehension Written Expression  
 
Tools and Equipment Used: 
 Adoble PDF software Everbridge Laptop MS Office Printer Scanner ServiceNow Sharepoint 
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075547 - IT SECURITY PROGRAM MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5057 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following: Information Systems, Computer Science, Information Assurance & Cybersecurity, Information Technology 
Management, Business Management & Information Systems, Computer & Network Security or Business Administration 
and experience equivalent to substantial (5 or more years of) increasingly responsible business continuity, disaster 
recovery, risk management or information security risk analysis and mitigation work including at least two years of 
supervisory work. Substitution of Education for Experience: Qualifying experience in business continuity, disaster 
recovery, risk management or information security risk analysis and mitigation work may substitute for the required 
education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general direction, is responsible for security program evaluation and consultative work of average to 
considerable difficulty; performs related work as required. Distinguishing Features: This is the manager classification in 
the Security Program series. An employee in this class is responsible for managing an enterprise security specialized 
program area. This class differs from Security Program Supervisor in that an incumbent of the latter performs 
supervisory functions in a security program area.  
 
Work Activities: 
1. Manages the analysis of developing, modifying, updating and publishing statewide, multi-agency or enterprise 
application disaster recovery or Continuity of Operations plan(s) to ensure that critical and essential business processes 
are able to be recovered during a disaster event, emergency or extended outage gathers business requirements to help 
identify systems to include in recovery plans; follows-up after the plan has been created to ensure that all staff 
understand their specific roles and responsibilities. 2. Manages disaster recovery and business continuity test(s) for 
statewide, multi-agency, and enterprise applications to ensure that there are sufficient recovery procedures and failover 
processes in place to successfully restore the affected applications: tests succession plans in the event that key members 
of the organization are unavailable during a statewide disaster event, emergency or extended outage to ensure 
continuity of authority, decision-making, and communications; executes activities according to the activated plan(s) to 
ensure that the processes and documented steps are sufficient to restore affected systems; conducts post-test 
interviews with test participants to discuss the goals of the test and gather lessons learned during the exercise; compiles 
“lessons learned” report and timelines to assist with future tests or plans. 3. Manages the planning and development of 
statewide risk assessment for business, technology and application solutions to recommend measures to control or 
reduce risk: identifies the most probable threats to the enterprise, determines related vulnerabilities, develops 
mitigation strategies and makes recommendations to lower the probability of occurrence. 4. Guides upper management 
in key component areas within the security program area: policy, procedures and standards, security audits and the 
configuration of enterprise system resources; assist in developing and implementing new solutions to meet evolving 
security needs. 5. Manages the monitoring of security systems and reports to determine areas of vulnerability in security 
across the enterprise: reviews data, system configurations, applications and code to identify security vulnerabilities or 
sources of security breaches; monitors internal applications, designs and processes to identify potential issues; performs 
correlation analysis to identify trends and weaknesses in state systems; analyzes systems, tools and methodologies to 
ensure they are mitigating existing risk across the enterprise; ensure appropriate risk mitigation tools are in place. 6. 
Identifies and analyzes security data from internal and external resources to determine security needs and program 
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goals. 7. Promotes security awareness through training and effective communication to ensure that all users understand 
the importance of security program areas: trains users in how to mitigate risk at both the enterprise and agency level; 
communicates security status, threats or changes that may affect access to the network. 8. Manages Business Impact 
Analysis (BIA) for business, technology, and application solutions to identify critical resources and develop practical 
recovery strategies: identifies and prioritizes enterprise infrastructure, critical applications and business processes; 
evaluates business requirements and technology needs to determine applications and systems to be recovered during a 
disaster event, emergency or extended outage. 9. Plans, coordinates and manages vendor relationships to support 
feature improvements, development and the use of application or process support channels: defines contractor support 
through the creation of Statement-of-Work (SOW) and coordinates the SOW with the vendor supplying the contractor 
services; interviews contractors, makes hiring decisions, and coordinates on-boarding; provides procurement contract 
language and reviews contracts or RFPs to understand the provisions that are outlined in the contract; understands and 
coordinates the appropriate use of the contract and the associated products or services. 10. Manages data collection 
and analysis related to security incidents and communicates and establishes relationships with internal and external 
customers and law enforcement officials to inform or coordinate as needed for enterprise or statewide security 
incidents and matters. 11. Develops implementation plans based on knowledge, experiences, skills, best practices and 
targeted research to address strategic goals and both agency and enterprise security needs: develops process 
improvement plans; projects budget impact to establish appropriate funding and guidelines; makes recommendations 
for changes in security operations which affect the economy, efficiency and quality of enterprise operations and 
services; liaises with stakeholders and executive leaders to implement changes. 12. Reviews current departmental, state 
and federal information sources periodically to identify relevant changes in security policies, procedures, rules, 
regulations, and best practices to ensure staff is knowledgeable on the latest systems. 13. Assigns, trains, supervises and 
evaluates staff and their work including setting performance standards, conducting performance evaluations and 
monitoring performance and work outcomes. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Comfort Around Higher Management Conflict Management Dealing with 
Ambiguity Decision Quality Delegating Developing Direct Reports and Others Directing Others Managerial Courage 
Motivating Others Negotiating Planning Priority Setting Sizing Up People Strategic Agility Knowledge: Administration and 
Management Advanced Knowledge of Computers and Electronics Advanced Knowledge of Operating Systems Advanced 
Knowledge of Policy Standards Advanced Knowledge of Regulatory and Statutory Requirements Advanced Knowledge of 
Security best practices Communications and Media Customer and Personal Services Education and Training Personnel 
and Human Resources Skills: Active Learner Active Listening Complex Problem Solving Critical thinking Instructing 
Judgment and Decision Making Learning Strategies Management of Personnel Resources Monitoring Negotiation 
Abilities: Deductive Reasoning Flexibility Flexibility of Closure Fluency of Ideas Inductive Reasoning Oral Comprehension 
Oral Expression Perceptual Speed Problem Sensitivity Selective Attention Speed of Closure Stress Tolerance Visualization 
Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Adoble PDF software Everbridge Laptop MS Office Printer Scanner ServiceNow Sharepoint 
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075540 - IT SECURITY PROGRAM SPECIALIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5126 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following: Information Systems, Computer Science, Information Assurance & Cybersecurity, Information Technology 
Management, Business Management & Information Systems, Computer & Network Security or Business Administration 
and experience equivalent to one year of business continuity, disaster recovery, risk management or information 
security risk analysis and mitigation work. Substitution of Education for Experience: Qualifying experience in business 
continuity, disaster recovery, risk management or information security risk analysis and mitigation work may substitute 
for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for security program evaluation and consultative work of average to 
considerable difficulty; performs related work as required. Distinguishing Features: This is the working-level 
classification in the Security Program series. An employee in this class is responsible for performing enterprise security 
functions within a specialized program area. This class differs from Security Program Coordinator in that an incumbent 
of the latter performs advanced-level work or functions as the lead in a security program area.  
 
Work Activities: 
1. Assists in developing, modifying, updating and publishing statewide, multi-agency or enterprise application disaster 
recovery or Continuity of Operations plan(s) to ensure that critical and essential business processes are able to be 
recovered during a disaster event, emergency or extended outage: gathers business requirements to help identify 
systems to include in recovery plans; follows-up after the plan has been created to ensure that all staff understand their 
specific roles and responsibilities.2. Assists in disaster recovery and business continuity test(s) for statewide, multi-
agency, and enterprise applications to ensure that there are sufficient recovery procedures and failover processes in 
place to successfully restore the affected applications: tests succession plans in the event that key members of the 
organization are unavailable during a statewide disaster event, emergency or extended outage to ensure continuity of 
authority, decision-making, and communications; executes activities according to the activated plan(s) to ensure that 
the processes and documented steps are sufficient to restore affected systems; conducts post-test interviews with test 
participants to discuss the goals of the test and gather lessons learned during the exercise; compiles “lessons learned” 
report and timelines to assist with future tests or plans.3. Assists in the planning and development of statewide risk 
assessment for business, technology and application solutions to recommend measures to control or reduce risk: 
identifies the most probable threats to the enterprise, determines related vulnerabilities, develops mitigation strategies 
and makes recommendations to lower the probability of occurrence.4. Assists upper management in key component 
areas within the security program area: policy, procedures and standards, security audits and the configuration of 
enterprise system resources; assists in developing and implementing new solutions to meet evolving security needs.5. 
Analyzes and monitors security systems and reports to determine areas of vulnerability in security across the enterprise: 
reviews data, system configurations, applications and code to identify security vulnerabilities or sources of security 
breaches; monitors internal applications, designs and processes to identify potential issues; performs correlation 
analysis to identify trends and weaknesses in state systems.  6. Identifies and analyzes security data from internal and 
external resources to determine security needs and program goals.7. Promotes security awareness through training and 
effective communication to ensure that all users understand the importance of security program areas: trains users in 
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how to mitigate risk at both the enterprise and agency level; communicates security status, threats or changes that may 
affect access to the network. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Customer Focus Dealing with Ambiguity Drive for Results Functional/Technical 
Competency Integrity and Trust Intellectual Horsepower Learning on the Fly Perseverance Priority Setting Problem 
Solving Self-Development Technical Learning Time Management Written Communications Knowledge: Administration 
and Management Computers and Electronics Education and Training Engineering and Technology Knowledge of 
Computers and Electronics Knowledge of Operating Systems Knowledge of Policy Standards Knowledge of Regulatory 
and Statutory Requirements Knowledge of Security best Practices Law and Government Skills: Active learning Active 
listening Complex problem solving Coordination Critical Thinking Installation Learning Strategies Quality Control Analysis 
Service Oriented Systems Analysis Systems Evaluation Technical Learning Technology Design Time Management 
Troubleshooting Abilities: Deductive Reasoning Flexibility Fluency of Ideas Inductive Reasoning Information Ordering 
Memorization Oral Comprehension Perceptual Speed Problem Sensitivity Selective Attention Speed of Closure Stress 
Tolerance Time Sharing Visualization Written Expression 
 
Tools and Equipment Used: 
 Adoble PDF software Everbridge Laptop MS Office Printer Scanner ServiceNow Sharepoint 
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075546 - IT SECURITY PROGRAM SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5056 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one of the 
following: Information Systems, Computer Science, Information Assurance & Cybersecurity, Information Technology 
Management, Business Management & Information Systems, Computer & Network Security or Business Administration 
and experience equivalent to four years of increasingly responsible business continuity, disaster recovery, risk 
management or information security risk analysis and mitigation work. Substitution of Education for Experience: 
Qualifying experience in business continuity, disaster recovery, risk management or information security risk analysis 
and mitigation work may substitute for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction, is responsible for security program evaluation and consultative work of average to 
considerable difficulty; performs related work as required. Distinguishing Features: This is the supervisory classification 
in the Security Program series. An employee in this class is responsible for performing supervisory duties for an 
enterprise security specialized program area. This class differs from Security Program Coordinator in that an incumbent 
of the latter performs advanced/lead-level functions in a security program area. This class differs from Security Program 
Manager in that an incumbent of the latter performs management work in a security program area.  
 
Work Activities: 
1. Supervises the analysis of developing, modifying, updating and publishing statewide, multi-agency or enterprise 
application disaster recovery or Continuity of Operations plan(s) to ensure that critical and essential business processes 
are able to be recovered during a disaster event, emergency or extended outage: gathers business requirements to help 
identify systems to include in recovery plans; follows-up after the plan has been created to ensure that all staff 
understand their specific roles and responsibilities.2. Supervises disaster recovery and business continuity test(s) for 
statewide, multi-agency, and enterprise applications to ensure that there are sufficient recovery procedures and failover 
processes in place to successfully restore the affected applications: tests succession plans in the event that key members 
of the organization are unavailable during a statewide disaster event, emergency or extended outage to ensure 
continuity of authority, decision-making, and communications; executes activities according to the activated plan(s) to 
ensure that the processes and documented steps are sufficient to restore affected systems; conducts post-test 
interviews with test participants to discuss the goals of the test and gather lessons learned during the exercise; compiles 
“lessons learned” report and timelines to assist with future tests or plans.3. Supervises the planning and development of 
statewide risk assessment for business, technology and application solutions to recommend measures to control or 
reduce risk: identifies the most probable threats to the enterprise, determines related vulnerabilities, develops 
mitigation strategies and makes recommendations to lower the probability of occurrence.4. Advises upper management 
in key component areas within the security program area: policy, procedures and standards, security audits and the 
configuration of enterprise system resources; assists in developing and implementing new solutions to meet evolving 
security needs.5. Supervises the monitoring of security systems and reports to determine areas of vulnerability in 
security across the enterprise: reviews data, system configurations, applications and code to identify security 
vulnerabilities or sources of security breaches; monitors internal applications, designs and processes to identify 
potential issues; performs correlation analysis to identify trends and weaknesses in state systems; analyzes systems, 
tools and methodologies to ensure they are mitigating existing risk across the enterprise; ensure appropriate risk 
mitigation tools are in place.  6. Identifies and analyzes security data from internal and external resources to determine 
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security needs and program goals.7. Promotes security awareness through training and effective communication to 
ensure that all users understand the importance of security program areas: trains users in how to mitigate risk at both 
the enterprise and agency level; communicates security status, threats or changes that may affect access to the 
network.8. Supervises Business Impact Analysis (BIA) for business, technology, and application solutions to identify 
critical resources and develop practical recovery strategies: identifies and prioritizes enterprise infrastructure, critical 
applications and business processes; evaluates business requirements and technology needs to determine applications 
and systems to be recovered during a disaster event, emergency or extended outage.9. Plans, coordinates and manages 
vendor relationships to support feature improvements, development and the use of application or process support 
channels: defines contractor support through the creation of Statement-of-Work (SOW) and coordinates the SOW with 
the vendor supplying the contractor services; interviews contractors, makes hiring decisions, and coordinates on-
boarding; provides procurement contract language and reviews contracts or RFPs to understand the provisions that are 
outlined in the contract; understands and coordinates the appropriate use of the contract and the associated products 
or services.10. Manages data collection and analysis related to security incidents and communicates and establishes 
relationships with internal and external customers and law enforcement officials to inform or coordinate as needed for 
enterprise or statewide security incidents and matters.11. Assigns, trains, supervises and evaluates staff and their work 
including setting performance standards, conducting performance evaluations and monitoring performance and work 
outcomes.  
 
Competencies (KSA’s): 
Competencies:  Business Acumen Caring about direct reports Complex Problem Solving Dealing with Ambiguity Decision 
Quality Delegation Directing Others Drive for Results Integrity and Trust Managerial courage Motivating Others 
Perseverance Priority Setting Problem Solving Timely Decision Making Knowledge: Administration and Management 
Communications and Media Computers and Electronics Customer and Personal Services Economics and Accounting 
Education and Training Personnel and Human Resources Public Safety and Security Sales and Marketing 
Telecommunications Skills: Complex Problem Solving Coordination Critical Thinking Instructing Judgment and Decision 
Making Learning Strategies Management of personnel resources Monitoring Negotiation Operation Analysis Quality 
Control Analysis Systems Analysis Systems Evaluation Time Management Troubleshooting Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Problem Sensitivity Selective Attention Speed of Closure Stress Tolerance Time Sharing Visualization Written 
Comprehension Written Expression 
 
Tools and Equipment Used: 
 Adoble PDF software Everbridge Laptop MS Office Printer Scanner ServiceNow Sharepoint 
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076141 - IT SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4036 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
professional level experience in information technology. OR                                                                                                    
Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an accredited college 
or university with an Information Technology related associate’s degree may substitute for the required bachelor’s 
degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level experience in information 
technology may substitute for the required Information Technology associate’s degree on a year-for-year basis to a 
maximum substitution of two years. OR Substitution of Graduate Coursework for the Required Experience: Any 
additional graduate coursework in information technology may substitute for the required experience on a year for year 
basis to a maximum substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: This is the first supervisory class in the IT Leadership series. Under general supervision, employees in the class 
lead or supervise a small team of IT professionals in performing a variety of IT functions. Distinguishing Features: This 
class differs from that of the classes it supervises in that incumbents of the latter is not responsible for supervision of 
professional staff. This class differs from that of IT Manager in that an incumbent of the latter is responsible for work of 
greater supervisory responsibility in supervising the work of several teams of IT professionals in the largest of IT 
operations or acting as assistant director of IT in a smaller departmental IT operation.  
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and vision of 
the organization within assigned area of responsibility by identifying and eliminating barriers to success, providing 
sufficient tools and resources, and continually challenging the validity of the current process.    Manages assigned 
subordinates in monitoring IT and other business processes to identify efficiencies and attain more timely and accurate 
goal achievement.    Directly performs the duties of, leads, and/or oversees assigned subordinates in the completion of 
the day-to-day operations and tasks required to achieve the work unit's goals.    Supports assigned subordinates in 
coordinating IT activities by reallocating resources and directly participating as necessary.Making Decisions and Solving 
Problems:    Makes decisions related to the resolution of personnel and technical issues within assigned area of 
responsibility based on the results of analyses, personal experience, expert judgment, performance metrics, and other 
factors to ensure effective unit operations.    Determines best options available and appropriate resource allocations for 
assigned area of responsibility to meet business requirements identified by organizational stakeholders.Evaluating 
Information to Determine Compliance with Standards:    Evaluates employee work results to ensure that responsibilities 
are completed on-time and in compliance with policies, procedures, guidelines, standards, and performance goals.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.Processing Information:    Conducts workplace audits of assigned subordinates and 
internal business partners to ensure work procedures and processes comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Organizes information gathered from a variety of sources to 
inform meaningful decision making about assigned area of responsibility and maintain accountability and business 
continuity.Judging the Qualities of Things, Services, or People:    Assesses the quality of work product and services 
provided by assigned area of responsibility to ensure that products and services meet the needs of customers.    
Assesses statements made in the course of investigations and disciplinary actions to inform advice provided to higher 
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level decision makers.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for 
succession planning, talent management and retention purposes.    Assesses the quality of applicants to assigned 
subordinate positions to inform hiring decisions.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses the quality and importance of suggestions to inform advice provided to higher 
level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks within 
assigned area of responsibility into current workload to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in 
supervisory work and ensure work is completed efficiently, accurately, and timely.    Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into IT best practices and standard operating procedures of assigned 
area of responsibility for efficiency and compliance purposes.Selling or Influencing Others:    Influences assigned 
subordinates and other staff within assigned area of responsibility using identified individual motivational factors to 
increase job performance and productivity.    Sells benefits, internal initiatives, and process changes to assigned 
subordinates during the course of training and communications to facilitate adoption and enhance investment.    
Champions IT projects to meet agency business needs based on optimal return on investment.Monitor Processes, 
Materials, or Surroundings:    Continually monitors employee work product in order to identify efficiencies and prepare 
comprehensive performance evaluations.    Monitors work environment of direct reports to identify interpersonal 
issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to proactively 
anticipate problems.    Monitors IT performance at the assigned level of responsibility through a variety of reports, 
surveys, subordinate interactions, and other information gathering tools to ensure that relevant key performance 
indicators are met.    Monitors the IT and relevant business environments using a variety of reports, vulnerability 
analyses, and other tools to ensure policy compliance and information security, project management, financial, and 
other risks are minimized.Developing Objectives and Strategies:    Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
strategies for addressing staffing needs within assigned area of responsibility through collaboration with other 
leadership personnel to ensure adequate coverage for assigned workload.    Develops operational plans within assigned 
area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops corrective action 
plans through collaboration with other leadership personnel to address systemic issues within assigned area of 
responsibility.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing and 
timelines needed to complete assigned projects within area of responsibility and inform advice provided to higher level 
decision makers.    Estimates future staffing and skill requirements needed for succession planning and talent 
management purposes.Staffing Organizational Units:    Participates in behavioral-based interviews for job candidates to 
ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload of employees to 
determine human resource and budgetary needs.    Develops supplemental and interview questions for positions based 
on the competencies identified in the classification specification to ensure compliance with departmental, state, and 
federal laws, rules, regulations, and policies.    Identifies promotional opportunities within assigned area of responsibility 
to develop bench strength and enhance the talent pool.Coordinating the Work and Activities of Others:    Plans and 
coordinates the activities of assigned subordinates who oversee various programs to ensure that tactical priorities are 
met, and conflicts in scheduling and responsibility do not arise.    Coordinates with internal business partners to resolve 
basic IT issues within assigned area of responsibility.    Coordinates meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage.Coaching and Developing Others:    Mentors assigned 
subordinates in their work using a supportive and collaborative approach.    Leverages developmental opportunities and 
motivational factors to improve team development and the performance of assigned subordinates and other staff 
within assigned area of responsibility.    Coaches agency employees on IT related programs and information within 
assigned area of responsibility to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Coaches assigned subordinates through the use of stretch assignments to 
develop bench strength and talent management.    Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy.Resolving Conflicts and Negotiating with Others:    
Maintains a respectful and productive work environment within assigned area of responsibility to minimize disputes and 
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facilitate performance.    Resolves interpersonal conflicts between assigned subordinates and other staff within assigned 
area of responsibility to ensure a respectful and productive work environment.    Resolves conflicts with direct 
supervision from higher-level leadership to ensure timely and efficient performance and maintain positive working 
relationships.    Complies with agency legal counsel when investigating conflicts between internal business partners and 
employees within assigned area of responsibility according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Escalates issues to higher-level 
leadership personnel as required to ensure issues are resolved at the proper level and through the proper 
channels.Scheduling Work and Activities:    Schedules the workload of assigned subordinates to ensure adequate 
coverage and timely goal completion.    Schedules personal workload to ensure timely processing, account for current 
unit workload, and ensure availability to assigned subordinates and business partners for consultation and advice as 
required.    Creates a schedule for IT related events within assigned area of responsibility to ensure timely submission of 
relevant information.    Schedules periodic performance discussions with subordinates to ensure continuous accurate 
evaluations and development.Interpreting the Meaning of Information for Others:    Interprets specific functional, 
business, and technical information for assigned subordinates and higher-level leadership in order to facilitate 
operations.    Interprets specialized information related to technology within assigned area of responsibility for business 
partners, higher-level leadership, colleagues, and assigned subordinates to ensure understanding and facilitate 
relationships.    Translates complex IT concepts for individuals of all levels of understanding including IT and non-IT roles 
to communicate results, trends, or problems.    Explains IT program specific procedures to persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Communicating with 
Supervisors, Peers, or Subordinates:    Conducts periodic performance development meetings with assigned 
subordinates to communicate and develop performance plans and provide performance feedback and developmental 
guidance.    Communicates work related information to a variety of internal business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Communicates with assigned supervisor on 
situations requiring an explanation of the services and activities within assigned area of responsibility.    Provides regular 
updates to assigned supervisor on the status of projects and other assigned work.    Maintains an open dialogue with 
internal business partners and organizational peers to ensure effective and efficient communications.    Conducts 
meetings with assigned subordinates and other internal business partners to gather project information and status 
updates and to disseminate information.    Communicate with assigned supervisor to ensure accurate and timely receipt 
of instructions and work assignments.    Sends notifications of initiatives, changes, approvals, and deadlines to internal 
business partners to ensure timely and accurate receipt of information.    Participates in a variety of meetings as 
required to provide and gather status updates for assigned workload.Thinking Creatively:    Participates in the 
development of talent management workforce plans using a variety of analytic techniques to ensure available 
knowledge, skills, abilities, and competencies are aligned with business needs and strategic goals.    Provides creative 
input into policies, procedure manuals, spreadsheets, presentations, forms, form letters, memos, database queries, 
staffing plans, logs, and other systems within assigned area of responsibility to facilitate accurate data-gathering, 
tracking, training, and reporting.    Creates a climate of creative thinking to encourage IT employee engagement and 
develop customer relationships.    Develops process improvement suggestions within assigned area of responsibility to 
streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming sessions to develop 
work unit and divisional process streamlining initiatives and improve business practices.Establishing and Maintaining 
Interpersonal Relationships:    Liaises with internal business partners to ensure effective operational planning, 
coordination, and IT service provision within assigned area of responsibility.    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Professionally represents 
assigned area of responsibility while attending meetings and events in order to develop a positive image with business 
partners.Provide Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, 
human capital cost, resource allocation, and risk in proposed IT projects and operational initiatives within assigned area 
of responsibility to inform decisions about level of effort and priority of processing for IT projects and processes.    
Provides advice on employee selection decisions to assigned supervisor and other leadership staff.    Makes 
recommendations for changes which affect the efficiency and quality of IT operations and services.    Notifies 
appropriate leadership staff of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.    Provides informal performance feedback advice to assigned subordinates and other 
leadership staff to assist with personal and professional development as required.    Advises higher-level leadership 
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personnel on proposed disciplinary actions within assigned area of responsibility to inform decision making.    Makes 
acquisition recommendations for IT products and services that support business objectives within assigned area of 
responsibility.    Advises higher-level leadership personnel on team standard operating procedures, best practices, and 
other workflow factors to inform strategy development and decision making.    Collaborates frequently with higher-level 
leadership personnel to assess the overall efficacy of IT operations within assigned area of responsibility.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Developing and Building Teams:    Engages subordinates and peers 
during the course of daily activities to identify motivational factors relevant to assigned subordinates and other staff and 
enhance commitment and performance within assigned area of responsibility.    Models effective performance for 
assigned subordinates to provide a role model, encourages success in others, and enhances trust.    Identifies 
developmental opportunities appropriate for assigned subordinates to improve team development within assigned area 
of responsibility.    Creates and coordinates team building activities to incentivize teamwork and performance.    
Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance team morale and 
employee investment/engagement.    Encourages assigned subordinates to pursue career development opportunities as 
a means of improving team performance within assigned area of responsibility.Analyzing Data or Information:    
Analyzes processes and procedures using information systems and documentation to develop recommendations for 
changes in operations which affect the efficiency and quality of operations and services within assigned area of 
responsibility.    Performs preliminary analyses of survey and benchmarking data to determine its relevancy to and 
effects on information technology processes and procedures and inform reporting within assigned area of responsibility.    
Analyzes candidate applications and other documentation to create a pool of interviewees.    Analyzes status reports for 
projects, programs, and daily work to identify patterns and trends that impact assigned work unit goals.Getting 
Information:    Gathers the input of relevant stakeholders to ensure work unit operations accurately meet the needs of 
customers.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Conduct site visits of external and internal organizations in order to obtain information required to execute 
assigned work activities.    Participates in operational and work unit meetings to obtain information needed to achieve 
assigned work objectives.    Interviews employees and other individuals who have information related to ongoing 
investigations or work processes as required to further an investigation or process.    Reviews e-mail, voicemails, other 
correspondence, reports, queries, and information systems to gather data necessary to complete assigned 
work.Documenting/Recording Information:    Prepares summary performance metrics reporting within assigned area of 
responsibility for higher level leadership to communicate current status in achieving assigned goals.    Prepares technical 
documentation in collaboration with technical staff to assist users and other customers.    Prepares completed staff 
work reports with recommendations for action which are workable and comply with professional standards of 
excellence.    Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations.    Completes and submits performance review documents for subordinates accurately and 
promptly.    Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Communicating with Persons Outside 
Organization:    Contacts vendors and other outside agencies who administer IT functions to obtain/provide required 
information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Provides regular updates to 
external business partners on the status of projects and other assigned work.    Communicates with external business 
partners on behalf of assigned subordinates to facilitate outside events and programs in which the state/agency 
participates.    Serves on department and statewide committees in the research, design, development, and 
implementation of new information management systems.Updating and Using Relevant Knowledge:    Maintains 
technical competence in the completion of day-to-day operational activities of assigned subordinates in order to provide 
hands-on assistance as workload requires.    Maintains professional and technical knowledge and required certifications 
by attending educational workshops, reviewing professional publications, establishing personal networks, and 
participating in professional societies to remain informed of current industry and IT standards.    Utilizes acquired 
knowledge and skills to improve and inform daily performance of assigned tasks.    Develops expertise in an assigned 
information technology program area using available developmental opportunities as required to facilitate 
interpretation and advice provided.    Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends 
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agency specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Attends in-service training as required to ensure continual learning and current knowledge of the field.Interacting With 
Computers:    Utilizes a variety of system utilities and software tools to monitor system performance and efficiency and 
facilitate program/project management within assigned area of responsibility.    Uses office productivity software 
including but not limited to ERP software, word processing programs, spreadsheet programs, presentation software, 
web-based email programs, instant-messaging programs, and search engines.Performing Administrative Activities:    
Completes performance evaluation documentation for all assigned subordinates.    Generates disciplinary actions for 
assigned subordinates in accordance with agency policy and Department of Human Resources policies and procedures.    
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enters personal time and leave/overtime requests into the appropriate databases as required." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Directing Others    Informing    Confronting Direct Reports    Drive 
for Results    Organizational Agility    Written Communications    Caring About Direct Reports    Fairness to Direct Reports    
Motivating OthersKnowledge:    Intermediate knowledge of hardware, software, data, and/or network principles and 
systems related to the assigned area of responsibility    Basic knowledge of administration and management best 
practices as they relate to front-line leadership    Basic knowledge of customer service principles and best practices as 
they relate to service level agreements, metrics, customer interaction, and request fulfillment    Basic knowledge of 
personnel and human resources management best practices as they relate to talent management    Basic knowledge of 
federal, state, and local laws, rules, regulations, policies, procedures, and best practices as they relate to data 
management and information systems governanceSkills:    Intermediate reading comprehension skills as they relate to 
the understanding of hardware, software, data, and/or network principles and systems    Intermediate speaking skills as 
they relate to the interpretation and communication of IT systems, services, and/or strategies    Intermediate writing 
skills as they relate to the interpretation and communication of IT systems, services, and/or strategies    Basic 
coordination skills as they relate to effectively executing IT operations and initiatives    Basic quality control analysis skills 
as they relate to IT deliverables and services    Basic systems evaluation skills as they relate to the development and 
maintenance of a variety of business systems    Basic skill in the management of personnel resources    Active learning 
skills    Active listening skills    Critical thinking skills    Complex problem solving skills    Judgment and decision making 
skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    Oral 
Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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076141 - IT SUPERVISOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4037 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
professional level experience in information technology. OR                                                                                                    
Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an accredited college 
or university with an Information Technology related associate’s degree may substitute for the required bachelor’s 
degree. OR Substitution of Experience for the Specific Associate’s Degree: Professional level experience in information 
technology may substitute for the required Information Technology associate’s degree on a year-for-year basis to a 
maximum substitution of two years. OR Substitution of Graduate Coursework for the Required Experience: Any 
additional graduate coursework in information technology may substitute for the required experience on a year for year 
basis to a maximum substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: This is the first supervisory class in the IT Leadership series. Under general supervision, employees in the class 
lead or supervise a small team of IT professionals in performing a variety of IT functions. Distinguishing Features: This 
class differs from that of the classes it supervises in that incumbents of the latter is not responsible for supervision of 
professional staff. This class differs from that of IT Manager in that an incumbent of the latter is responsible for work of 
greater supervisory responsibility in supervising the work of several teams of IT professionals in the largest of IT 
operations or acting as assistant director of IT in a smaller departmental IT operation.  
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:    Enables assigned work unit to accomplish the mission and vision of 
the organization within assigned area of responsibility by identifying and eliminating barriers to success, providing 
sufficient tools and resources, and continually challenging the validity of the current process.    Manages assigned 
subordinates in monitoring IT and other business processes to identify efficiencies and attain more timely and accurate 
goal achievement.    Directly performs the duties of, leads, and/or oversees assigned subordinates in the completion of 
the day-to-day operations and tasks required to achieve the work unit's goals.    Supports assigned subordinates in 
coordinating IT activities by reallocating resources and directly participating as necessary.Making Decisions and Solving 
Problems:    Makes decisions related to the resolution of personnel and technical issues within assigned area of 
responsibility based on the results of analyses, personal experience, expert judgment, performance metrics, and other 
factors to ensure effective unit operations.    Determines best options available and appropriate resource allocations for 
assigned area of responsibility to meet business requirements identified by organizational stakeholders.Evaluating 
Information to Determine Compliance with Standards:    Evaluates employee work results to ensure that responsibilities 
are completed on-time and in compliance with policies, procedures, guidelines, standards, and performance goals.    
Evaluates candidate and employee qualifications to determine compliance with minimum qualifications and/or 
necessary and special qualifications.Processing Information:    Conducts workplace audits of assigned subordinates and 
internal business partners to ensure work procedures and processes comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Organizes information gathered from a variety of sources to 
inform meaningful decision making about assigned area of responsibility and maintain accountability and business 
continuity.Judging the Qualities of Things, Services, or People:    Assesses the quality of work product and services 
provided by assigned area of responsibility to ensure that products and services meet the needs of customers.    
Assesses statements made in the course of investigations and disciplinary actions to inform advice provided to higher 
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level decision makers.    Assesses relevant staff work behaviors, competencies, knowledge, skills and abilities for 
succession planning, talent management and retention purposes.    Assesses the quality of applicants to assigned 
subordinate positions to inform hiring decisions.    Conducts performance evaluations for assigned subordinates to 
determine performance levels.    Assesses the quality and importance of suggestions to inform advice provided to higher 
level decision makers or to determine implementation plans depending on the scope, urgency, and impact of the 
suggestion.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks within 
assigned area of responsibility into current workload to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in 
supervisory work and ensure work is completed efficiently, accurately, and timely.    Incorporates departmental, state, 
and federal laws, rules, regulations, and policies into IT best practices and standard operating procedures of assigned 
area of responsibility for efficiency and compliance purposes.Selling or Influencing Others:    Influences assigned 
subordinates and other staff within assigned area of responsibility using identified individual motivational factors to 
increase job performance and productivity.    Sells benefits, internal initiatives, and process changes to assigned 
subordinates during the course of training and communications to facilitate adoption and enhance investment.    
Champions IT projects to meet agency business needs based on optimal return on investment.Monitor Processes, 
Materials, or Surroundings:    Continually monitors employee work product in order to identify efficiencies and prepare 
comprehensive performance evaluations.    Monitors work environment of direct reports to identify interpersonal 
issues, policy violations, best practices, esprit de corps, and other relevant organizational traits.    Monitors the IT 
operational environment, to include assigned daily IT operations, infrastructure, and other relevant work systems 
through subordinates, key performance indicators, service level agreements, and other indicators to proactively 
anticipate problems.    Monitors IT performance at the assigned level of responsibility through a variety of reports, 
surveys, subordinate interactions, and other information gathering tools to ensure that relevant key performance 
indicators are met.    Monitors the IT and relevant business environments using a variety of reports, vulnerability 
analyses, and other tools to ensure policy compliance and information security, project management, financial, and 
other risks are minimized.Developing Objectives and Strategies:    Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
strategies for addressing staffing needs within assigned area of responsibility through collaboration with other 
leadership personnel to ensure adequate coverage for assigned workload.    Develops operational plans within assigned 
area of responsibility based on knowledge, experiences, skills, best practices and targeted research through 
collaboration with other leadership personnel to address strategic goals and agency needs.    Develops corrective action 
plans through collaboration with other leadership personnel to address systemic issues within assigned area of 
responsibility.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Projects staffing and 
timelines needed to complete assigned projects within area of responsibility and inform advice provided to higher level 
decision makers.    Estimates future staffing and skill requirements needed for succession planning and talent 
management purposes.Staffing Organizational Units:    Participates in behavioral-based interviews for job candidates to 
ensure hiring and retention of the most qualified employees.    Assesses and anticipates workload of employees to 
determine human resource and budgetary needs.    Develops supplemental and interview questions for positions based 
on the competencies identified in the classification specification to ensure compliance with departmental, state, and 
federal laws, rules, regulations, and policies.    Identifies promotional opportunities within assigned area of responsibility 
to develop bench strength and enhance the talent pool.Coordinating the Work and Activities of Others:    Plans and 
coordinates the activities of assigned subordinates who oversee various programs to ensure that tactical priorities are 
met, and conflicts in scheduling and responsibility do not arise.    Coordinates with internal business partners to resolve 
basic IT issues within assigned area of responsibility.    Coordinates meetings, events, and other special projects as 
required to ensure availability, attendance, and coverage.Coaching and Developing Others:    Mentors assigned 
subordinates in their work using a supportive and collaborative approach.    Leverages developmental opportunities and 
motivational factors to improve team development and the performance of assigned subordinates and other staff 
within assigned area of responsibility.    Coaches agency employees on IT related programs and information within 
assigned area of responsibility to ensure compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Coaches assigned subordinates through the use of stretch assignments to 
develop bench strength and talent management.    Addresses and/or recognizes the performance of assigned 
subordinates appropriately in accordance with established policy.Resolving Conflicts and Negotiating with Others:    
Maintains a respectful and productive work environment within assigned area of responsibility to minimize disputes and 
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facilitate performance.    Resolves interpersonal conflicts between assigned subordinates and other staff within assigned 
area of responsibility to ensure a respectful and productive work environment.    Resolves conflicts with direct 
supervision from higher-level leadership to ensure timely and efficient performance and maintain positive working 
relationships.    Complies with agency legal counsel when investigating conflicts between internal business partners and 
employees within assigned area of responsibility according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Escalates issues to higher-level 
leadership personnel as required to ensure issues are resolved at the proper level and through the proper 
channels.Scheduling Work and Activities:    Schedules the workload of assigned subordinates to ensure adequate 
coverage and timely goal completion.    Schedules personal workload to ensure timely processing, account for current 
unit workload, and ensure availability to assigned subordinates and business partners for consultation and advice as 
required.    Creates a schedule for IT related events within assigned area of responsibility to ensure timely submission of 
relevant information.    Schedules periodic performance discussions with subordinates to ensure continuous accurate 
evaluations and development.Interpreting the Meaning of Information for Others:    Interprets specific functional, 
business, and technical information for assigned subordinates and higher-level leadership in order to facilitate 
operations.    Interprets specialized information related to technology within assigned area of responsibility for business 
partners, higher-level leadership, colleagues, and assigned subordinates to ensure understanding and facilitate 
relationships.    Translates complex IT concepts for individuals of all levels of understanding including IT and non-IT roles 
to communicate results, trends, or problems.    Explains IT program specific procedures to persons in other departments 
or divisions, or outside organizations and representatives as required in response to basic inquiries.Communicating with 
Supervisors, Peers, or Subordinates:    Conducts periodic performance development meetings with assigned 
subordinates to communicate and develop performance plans and provide performance feedback and developmental 
guidance.    Communicates work related information to a variety of internal business partners, peers and assigned 
subordinates to facilitate teamwork, assign tasks, and coordinate effort.    Communicates with assigned supervisor on 
situations requiring an explanation of the services and activities within assigned area of responsibility.    Provides regular 
updates to assigned supervisor on the status of projects and other assigned work.    Maintains an open dialogue with 
internal business partners and organizational peers to ensure effective and efficient communications.    Conducts 
meetings with assigned subordinates and other internal business partners to gather project information and status 
updates and to disseminate information.    Communicate with assigned supervisor to ensure accurate and timely receipt 
of instructions and work assignments.    Sends notifications of initiatives, changes, approvals, and deadlines to internal 
business partners to ensure timely and accurate receipt of information.    Participates in a variety of meetings as 
required to provide and gather status updates for assigned workload.Thinking Creatively:    Participates in the 
development of talent management workforce plans using a variety of analytic techniques to ensure available 
knowledge, skills, abilities, and competencies are aligned with business needs and strategic goals.    Provides creative 
input into policies, procedure manuals, spreadsheets, presentations, forms, form letters, memos, database queries, 
staffing plans, logs, and other systems within assigned area of responsibility to facilitate accurate data-gathering, 
tracking, training, and reporting.    Creates a climate of creative thinking to encourage IT employee engagement and 
develop customer relationships.    Develops process improvement suggestions within assigned area of responsibility to 
streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming sessions to develop 
work unit and divisional process streamlining initiatives and improve business practices.Establishing and Maintaining 
Interpersonal Relationships:    Liaises with internal business partners to ensure effective operational planning, 
coordination, and IT service provision within assigned area of responsibility.    Maintains professional working 
relationships at all levels of the organization to ensure smooth and effective team operations.    Networks with business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Professionally represents 
assigned area of responsibility while attending meetings and events in order to develop a positive image with business 
partners.Provide Consultation and Advice to Others:    Makes recommendations as to appropriate balance of impact, 
human capital cost, resource allocation, and risk in proposed IT projects and operational initiatives within assigned area 
of responsibility to inform decisions about level of effort and priority of processing for IT projects and processes.    
Provides advice on employee selection decisions to assigned supervisor and other leadership staff.    Makes 
recommendations for changes which affect the efficiency and quality of IT operations and services.    Notifies 
appropriate leadership staff of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.    Provides informal performance feedback advice to assigned subordinates and other 
leadership staff to assist with personal and professional development as required.    Advises higher-level leadership 
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personnel on proposed disciplinary actions within assigned area of responsibility to inform decision making.    Makes 
acquisition recommendations for IT products and services that support business objectives within assigned area of 
responsibility.    Advises higher-level leadership personnel on team standard operating procedures, best practices, and 
other workflow factors to inform strategy development and decision making.    Collaborates frequently with higher-level 
leadership personnel to assess the overall efficacy of IT operations within assigned area of responsibility.    Advises 
internal business partners on the impact of state/departmental policies and procedures and federal guidelines on IT 
operations within assigned area of responsibility.Developing and Building Teams:    Engages subordinates and peers 
during the course of daily activities to identify motivational factors relevant to assigned subordinates and other staff and 
enhance commitment and performance within assigned area of responsibility.    Models effective performance for 
assigned subordinates to provide a role model, encourages success in others, and enhances trust.    Identifies 
developmental opportunities appropriate for assigned subordinates to improve team development within assigned area 
of responsibility.    Creates and coordinates team building activities to incentivize teamwork and performance.    
Celebrates the successes that occur within assigned area of responsibility as appropriate to enhance team morale and 
employee investment/engagement.    Encourages assigned subordinates to pursue career development opportunities as 
a means of improving team performance within assigned area of responsibility.Analyzing Data or Information:    
Analyzes processes and procedures using information systems and documentation to develop recommendations for 
changes in operations which affect the efficiency and quality of operations and services within assigned area of 
responsibility.    Performs preliminary analyses of survey and benchmarking data to determine its relevancy to and 
effects on information technology processes and procedures and inform reporting within assigned area of responsibility.    
Analyzes candidate applications and other documentation to create a pool of interviewees.    Analyzes status reports for 
projects, programs, and daily work to identify patterns and trends that impact assigned work unit goals.Getting 
Information:    Gathers the input of relevant stakeholders to ensure work unit operations accurately meet the needs of 
customers.    Researches work related information as needed to prepare reports, projects, proposals and other assigned 
tasks.    Conduct site visits of external and internal organizations in order to obtain information required to execute 
assigned work activities.    Participates in operational and work unit meetings to obtain information needed to achieve 
assigned work objectives.    Interviews employees and other individuals who have information related to ongoing 
investigations or work processes as required to further an investigation or process.    Reviews e-mail, voicemails, other 
correspondence, reports, queries, and information systems to gather data necessary to complete assigned 
work.Documenting/Recording Information:    Prepares summary performance metrics reporting within assigned area of 
responsibility for higher level leadership to communicate current status in achieving assigned goals.    Prepares technical 
documentation in collaboration with technical staff to assist users and other customers.    Prepares completed staff 
work reports with recommendations for action which are workable and comply with professional standards of 
excellence.    Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations.    Completes and submits performance review documents for subordinates accurately and 
promptly.    Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Communicating with Persons Outside 
Organization:    Contacts vendors and other outside agencies who administer IT functions to obtain/provide required 
information, correct errors, ensure contract fulfillment, and/or for clarification purposes.    Provides regular updates to 
external business partners on the status of projects and other assigned work.    Communicates with external business 
partners on behalf of assigned subordinates to facilitate outside events and programs in which the state/agency 
participates.    Serves on department and statewide committees in the research, design, development, and 
implementation of new information management systems.Updating and Using Relevant Knowledge:    Maintains 
technical competence in the completion of day-to-day operational activities of assigned subordinates in order to provide 
hands-on assistance as workload requires.    Maintains professional and technical knowledge and required certifications 
by attending educational workshops, reviewing professional publications, establishing personal networks, and 
participating in professional societies to remain informed of current industry and IT standards.    Utilizes acquired 
knowledge and skills to improve and inform daily performance of assigned tasks.    Develops expertise in an assigned 
information technology program area using available developmental opportunities as required to facilitate 
interpretation and advice provided.    Periodically reviews current departmental, state, and federal information sources 
to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and their 
assigned subordinates are knowledgeable on the latest systems.    Actively seeks out work related leadership 
development opportunities for self and assigned subordinates to improve performance and team efficiency.    Attends 
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agency specific training as required to ensure compliance with departmental, state, and federal laws and guidelines.    
Attends in-service training as required to ensure continual learning and current knowledge of the field.Interacting With 
Computers:    Utilizes a variety of system utilities and software tools to monitor system performance and efficiency and 
facilitate program/project management within assigned area of responsibility.    Uses office productivity software 
including but not limited to ERP software, word processing programs, spreadsheet programs, presentation software, 
web-based email programs, instant-messaging programs, and search engines.Performing Administrative Activities:    
Completes performance evaluation documentation for all assigned subordinates.    Generates disciplinary actions for 
assigned subordinates in accordance with agency policy and Department of Human Resources policies and procedures.    
Maintains human resource and other confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices.    Reviews and approves subordinate 
administrative actions including but not limited to performance evaluations, expense requests, and time and labor for 
assigned work unit.    Enters personal time and leave/overtime requests into the appropriate databases as required." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Directing Others    Informing    Confronting Direct Reports    Drive 
for Results    Organizational Agility    Written Communications    Caring About Direct Reports    Fairness to Direct Reports    
Motivating OthersKnowledge:    Intermediate knowledge of hardware, software, data, and/or network principles and 
systems related to the assigned area of responsibility    Basic knowledge of administration and management best 
practices as they relate to front-line leadership    Basic knowledge of customer service principles and best practices as 
they relate to service level agreements, metrics, customer interaction, and request fulfillment    Basic knowledge of 
personnel and human resources management best practices as they relate to talent management    Basic knowledge of 
federal, state, and local laws, rules, regulations, policies, procedures, and best practices as they relate to data 
management and information systems governanceSkills:    Intermediate reading comprehension skills as they relate to 
the understanding of hardware, software, data, and/or network principles and systems    Intermediate speaking skills as 
they relate to the interpretation and communication of IT systems, services, and/or strategies    Intermediate writing 
skills as they relate to the interpretation and communication of IT systems, services, and/or strategies    Basic 
coordination skills as they relate to effectively executing IT operations and initiatives    Basic quality control analysis skills 
as they relate to IT deliverables and services    Basic systems evaluation skills as they relate to the development and 
maintenance of a variety of business systems    Basic skill in the management of personnel resources    Active learning 
skills    Active listening skills    Critical thinking skills    Complex problem solving skills    Judgment and decision making 
skills    Time management skillsAbilities:    Deductive Reasoning Ability    Inductive Reasoning Ability    Oral 
Comprehension Ability    Oral Expression Ability    Time Sharing Ability    Written Comprehension Ability    Written 
Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    CalculatorOther office related 
equipment as required 
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075630 - IT SUPPORT SPECIALIST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5047 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one of the following areas: IT equipment maintenance, IT purchasing or IT provisioning. Substitution of 
Graduate Coursework for the Required Experience: Any graduate coursework in IT equipment maintenance, IT 
purchasing or IT provisioning may substitute for the required experience on a year-for-year basis to a maximum 
substitution of two years.  Substitution of Experience for Education: Experience in the maintenance of computers, or the 
correction of other system operation problems related to computer systems may substitute for the required IT specific 
associate’s degree on a year-for-year basis to a maximum of two years. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology associate’s degree may be substituted for the required 
bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs IT purchasing and provisioning work of considerable difficulty and lead 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the advanced level 
class in the Information Technology Support Specialist series. An employee in this class performs advanced provisioning 
duties in the purchasing and receiving of information technology software and equipment and services of a specialized 
or complex nature in accordance with prescribed purchasing regulations and procedures. An employee in this 
classification will act as a project leader or will perform supervisory duties. This class differs from IT Support Specialist 
Intermediate in that incumbents of the latter perform basic provisioning duties. 
 
Work Activities: 
Coaching and Developing Others:    Trains, Mentors and Coaches subordinates for potential advancement 
opportunitiesPerforming General Physical Activities:    Receives and inventories hardware and software shipments from 
vendors and suppliers.    Receives, secures and transports surplus hardware equipment.    Secures hardware and 
software in the inventory room.    Dispatches scheduled hardware or software to appropriate staff.    Transfers surplus 
equipment to surplus department.    Receives and stores defective equipment received from staff or agencies.Processing 
Information:    Issues DSL orders electronically to vendors.    Reviews approved requisition information against approved 
IT procurement request template for accuracy.    Verifies purchase order information against approved IT procurement 
request for accuracy.    Verifies equipment received against packing slip and vendor quote.    Reviews IT procurement 
request for required information.    Assigns inventory management asset tags to sensitive hardware equipment and 
software.    Assigns Tracking Number, IT procurement request, vendor quotes and purchase orders.      Audits requisition 
or purchase order information against IT procurement and  vendor quote.    Audits shipment against packing slip and 
Vendor quote.    Prepares and provide inventory information for state audit.    Assigns and maintains problem 
management database for assignment of purchase order requests.    Prints vendor Invoice copy for auditing.    Audits 
vendor invoice against vendor quote and purchase order.    Authorizes vendor invoice with approval signature and 
approval date.    Scans authorized Vendor Invoice to email.    Documents creation of purchase order request Templates 
for newly awarded contracts.    Updates and maintains existing Purchase Order Request Templates.Interacting With 
Computers:    Reviews and updates customer information records in problem management database.    Resets system, 
mainframe and network passwords.    Enters approved IT procurement Request Template information into Purchasing 
System for Requisition assignment.    Saves, reviews and submits Purchase Order and Requisition to initiate Purchasing 
System approvals.    Routes the incidents/work orders properly and efficiently as needed.    Creates a record in the 
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problem management database to include the assigned OIR Tracking Number and other sensitive tracking information.    
Completes IT Procurement Request Template.    Monitors Requisition and Purchase Order approval path within the 
Purchasing System for time efficient processing.    Receives automatic Purchasing System email notification that the 
Requisition or Purchase Order has been approved.    Transfers the approved Requisition to a Purchase Order within the 
Purchasing System for automatic Purchase Order Number assignment.    Dispatches approved Purchase Order within the 
Purchasing System to analyst.    Saves Vendor Quotes, approved IT Purchase Orders Request Template and Purchase 
Order copy to the OIR Purchase Order Tracking File and vendor invoices.    Updates previously created record in the OIR 
Tracking Database to include system assigned Requisition or Purchase Order Number and other sensitive tracking 
information via the assigned OIR Tracking Number.    Creates Hyperlinks of the Vendor Quote, approved IT Purchase 
Order Request Template and Purchase Order from the OIR Purchase Order Tracking File in the OIR Tracking Database for 
the previously created record by the OIR Tracking Number.    Creates Surplus request in Purchasing System.    Updates 
the Purchasing System Inventory Database with Return Merchandise Authorization information.    Submits Asset 
Location Code updates in the Purchasing System Inventory Database.    Approves Requisitions and Purchase Orders 
within Purchasing System, Agency 1st Level Approver, against the approved Purchase Order Request Template and 
Vendor Quote.    Updates OIR Tracking Database with Requisition approval date or Purchase Order approval date via OIR 
Tracking Number or Requisition Number / Purchase Order Number.    Uploads Internet Protocol Telephony (IPT) 
Purchase Orders to SharePoint for specific IPT Tracking.    Creates Billing Record for agency one-time chargeback’s in the 
OIR Agency Billing File for the applicable Fiscal Year.    Updates OIR Tracking Database with File complete date via the 
OIR Tracking Number.Documenting/Recording Information:    Documents all calls from Integrated Helpdesk, in a 
problem management database incident and route or resolve the incident in a timely and efficient manner.    Creates 
Agency records in Problem Management Database.    Creates and maintains procedures and documentation related to 
the installation of network, file services, workstations and peripherals.    Prepares request orders for hardware or 
software dispatched from the inventory room.    Documents incidents with information and resolution to the issue in the 
Problem Management Database.    Documents work orders with the information necessary to communicate work was 
completed.    Scans sensitive Hardware and Software information to OIR Inventory Tracking Database.    Scans packing 
slips for archive and saves to the OIR Inventory Tracking Database.Communicating with Supervisors, Peers, or 
Subordinates:    Notifies cabling group of new sites needing surveys and possible cable.    Notifies billing group when 
network request is complete.    Ensures status reports are completed and continually modified to meet the needs of the 
department and agencies.    Submit dispatched purchase order to procurement specialist.    Informs IT Engineer that a 
shipment has arrived.    Coordinates the dispatch of HW / SW with the OIR IT Engineer via email.    Assists in the 
planning, scheduling and logistics for standard network equipment replenishment with OIR IT Engineers.    Assists with 
resources to avoid missed milestones, provide strategic, tactical and technical direction to further define procurement / 
inventory requirements.    Submits IT Procurement Request Template to management for internal OIR approvals via 
email.    Communicates information from Supervisor and/or Director, as needed co-workers.    Communicates contract 
information to co-workers from OIR Contract Management Team and General Services Purchasing Department, 
including but not limited to, Contract Awards and Contract Supplements.    Submits authorized Vendor Invoice to Billing 
Services or the Office of Business and Finance with applicable Asset information from the OIR Inventory Tracking 
Database for upload into the Purchasing System Inventory Database.    Submits OIR Agency Billing File to the Technology 
Financial Management Team via email.    Submits approved IT procurement request template and vendor quote to 
associate for submission of a requisition to initiate a purchase order within the purchasing system.Establishing and 
Maintaining Interpersonal Relationships:    Interfaces with users of Information Technology, employing a high degree of 
tact and diplomacy to promote a positive image of the department.Coordinating the Work and Activities of Others:    
Works with network group for equipment installations.    Works closely with telecommunication groups to ensure 
project completion.    Assists co-workers with task and duties as needed.    Assists as a Back-up for Inventory 
control.Identifying Objects, Actions, and Events:    Maintains Inventory of standard equipment for spare / emergency 
stock.Provide Consultation and Advice to Others:    Assists supervisor in the identification and development of 
objectives, strategies, actions and educational needs for process improvements and the implementation for 
staff.Training and Teaching Others:    Applies new job knowledge by enhancing skills through training and/or continuing 
education.Thinking Creatively:    Develops enhancements for the Purchase Order Request Templates.Inspecting 
Equipment, Structures, or Material:    Inspects and sorts shipment for inventory.Communicating with Persons Outside 
Organization:    Maintains communications with customers during the problem resolution process.    Attends order 
status meeting with vendors.    Coordinates with desktop support the delivery and pickup of desktop computers, 
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network telecommunication equipment.    Assists in the planning scheduling and logistics for network equipment 
replenishment.    Requests Vendor Quote, if required and not submitted with IT Procurement Request.    Emails 
Purchase Order copy, Vendor Quote and any other relevant information to applicable Vendor for processing.    Initiates 
return merchandise authorization (RMA) request with Vendor and schedules delivery of defective equipment for RMA 
with vendors.    Initiates Vendor Quote Requests for Yearly Maintenance of HW / SW Renewals.    Initiates Vendor 
Contract Supplement Request via Tier I for quoted, non-contract catalog part numbers.Getting Information:    Receives 
IT Procurement request from procurement analyst.    Receives IT Procurement Request for HW, SW and/or Services from 
OIR IT Engineers for the support of the following services: Network, End Point, Directory, Email, LAN Management, 
Voice, Internet Protocol Telephony, Desktop Support and Telecommunications.    Receives required management 
approvals for the IT Procurement Request Template via email.    Receives HW / SW dispatch request from OIR IT 
Engineer.    Receives HW / SW and surplus request from OIR IT Engineer.    Receives notification from OIR IT Engineer of 
defective equipment that is under warranty.    Receives, via email, Return Merchandise Authorization request 
information from Vendor.    Receives Inventory Management Asset Tag Location Code update from OIR IT Engineer via 
email.    Receives Vendor Invoice via email from Billing Services or the Office of Business and Finance.    Receives request 
via email from Non-Consolidated State Agencies for the procurement and provisioning of equipment.    Receives Vendor 
Quote via email.Organizing, Planning, and Prioritizing Work:    Prioritizes IT procurement request based on customer 
urgency.Making Decisions and Solving Problems:    Works incidents and work orders in a timely manner to meet the 
Service Level Agreement.    Resolves issues with Requisition and Purchase Order submittal errors within the Purchasing 
System with Associate Buyer. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Technical Learning    Time Management    
Written Communication    Perseverance    Customer Focus    Integrity and Trust    Organizing    Dealing with Paradox    
Self-Development    Priority SettingKnowledge:    Knowledge of strategic process improvements and implementation    
Knowledge of coaching and developing of others    Knowledge of Audit Management    Knowledge of Purchasing 
Approval and Quality control Process    Advanced Knowledge of Purchasing practices and procedures    Advanced 
Knowledge of materials, products and the commodity market in area of specialization    Advanced Knowledge of basic 
data entry techniques    Advanced Knowledge of recordkeeping practices related to maintaining purchasing records    
Advanced Knowledge of different provisioning software    Advanced Knowledge of Inventory Management    Knowledge 
of Surplus Management    Advanced Knowledge of telecom and networking practices    Knowledge of Asset 
Management    Advanced knowledge of administrative and clerical procedures as it relates to IT procurement and 
provisioningSkills:    Coordination skills as they relate to team-based work activities to team-based work Training Skills    
Communication Skills    Customer Service Skills    Speaking Skills    Skill in establishing and maintaining effective working 
relationships    Organization Skills    Critical Thinking Skills    Record Management Skills    Inventory Management Skills    
Office Automation Skills    Analytical skills related to IT provisioning and procurement    Problem solving skills    Active 
Listening skills    Asset Management Skills    Skill in the preparation of routing reports related to IT provisioning and 
procurement    Skill in the maintenance of purchase orders    Time management skills    Monitoring skills as they relate to 
team-based work activities    Social perceptiveness skillsAbilities:    Oral comprehension ability    Oral expression ability    
Written expression ability    Written comprehension ability    Time sharing ability    Static strength ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Bar Code Scanner    Mobile 
Devices    Motor Vehicle 
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075630 - IT SUPPORT SPECIALIST-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5048 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one of the following areas: IT equipment maintenance, IT purchasing or IT provisioning. Substitution of 
Graduate Coursework for the Required Experience: Any graduate coursework in IT equipment maintenance, IT 
purchasing or IT provisioning may substitute for the required experience on a year-for-year basis to a maximum 
substitution of two years.  Substitution of Experience for Education: Experience in the maintenance of computers, or the 
correction of other system operation problems related to computer systems may substitute for the required IT specific 
associate’s degree on a year-for-year basis to a maximum of two years. Substitution of a Specific Associates Degree for 
the Required Bachelor’s degree: An Information Technology associate’s degree may be substituted for the required 
bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs IT purchasing and provisioning work of considerable difficulty and lead 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the advanced level 
class in the Information Technology Support Specialist series. An employee in this class performs advanced provisioning 
duties in the purchasing and receiving of information technology software and equipment and services of a specialized 
or complex nature in accordance with prescribed purchasing regulations and procedures. An employee in this 
classification will act as a project leader or will perform supervisory duties. This class differs from IT Support Specialist 
Intermediate in that incumbents of the latter perform basic provisioning duties. 
 
Work Activities: 
Coaching and Developing Others:    Trains, Mentors and Coaches subordinates for potential advancement 
opportunitiesPerforming General Physical Activities:    Receives and inventories hardware and software shipments from 
vendors and suppliers.    Receives, secures and transports surplus hardware equipment.    Secures hardware and 
software in the inventory room.    Dispatches scheduled hardware or software to appropriate staff.    Transfers surplus 
equipment to surplus department.    Receives and stores defective equipment received from staff or agencies.Processing 
Information:    Issues DSL orders electronically to vendors.    Reviews approved requisition information against approved 
IT procurement request template for accuracy.    Verifies purchase order information against approved IT procurement 
request for accuracy.    Verifies equipment received against packing slip and vendor quote.    Reviews IT procurement 
request for required information.    Assigns inventory management asset tags to sensitive hardware equipment and 
software.    Assigns Tracking Number, IT procurement request, vendor quotes and purchase orders.      Audits requisition 
or purchase order information against IT procurement and  vendor quote.    Audits shipment against packing slip and 
Vendor quote.    Prepares and provide inventory information for state audit.    Assigns and maintains problem 
management database for assignment of purchase order requests.    Prints vendor Invoice copy for auditing.    Audits 
vendor invoice against vendor quote and purchase order.    Authorizes vendor invoice with approval signature and 
approval date.    Scans authorized Vendor Invoice to email.    Documents creation of purchase order request Templates 
for newly awarded contracts.    Updates and maintains existing Purchase Order Request Templates.Interacting With 
Computers:    Reviews and updates customer information records in problem management database.    Resets system, 
mainframe and network passwords.    Enters approved IT procurement Request Template information into Purchasing 
System for Requisition assignment.    Saves, reviews and submits Purchase Order and Requisition to initiate Purchasing 
System approvals.    Routes the incidents/work orders properly and efficiently as needed.    Creates a record in the 
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problem management database to include the assigned OIR Tracking Number and other sensitive tracking information.    
Completes IT Procurement Request Template.    Monitors Requisition and Purchase Order approval path within the 
Purchasing System for time efficient processing.    Receives automatic Purchasing System email notification that the 
Requisition or Purchase Order has been approved.    Transfers the approved Requisition to a Purchase Order within the 
Purchasing System for automatic Purchase Order Number assignment.    Dispatches approved Purchase Order within the 
Purchasing System to analyst.    Saves Vendor Quotes, approved IT Purchase Orders Request Template and Purchase 
Order copy to the OIR Purchase Order Tracking File and vendor invoices.    Updates previously created record in the OIR 
Tracking Database to include system assigned Requisition or Purchase Order Number and other sensitive tracking 
information via the assigned OIR Tracking Number.    Creates Hyperlinks of the Vendor Quote, approved IT Purchase 
Order Request Template and Purchase Order from the OIR Purchase Order Tracking File in the OIR Tracking Database for 
the previously created record by the OIR Tracking Number.    Creates Surplus request in Purchasing System.    Updates 
the Purchasing System Inventory Database with Return Merchandise Authorization information.    Submits Asset 
Location Code updates in the Purchasing System Inventory Database.    Approves Requisitions and Purchase Orders 
within Purchasing System, Agency 1st Level Approver, against the approved Purchase Order Request Template and 
Vendor Quote.    Updates OIR Tracking Database with Requisition approval date or Purchase Order approval date via OIR 
Tracking Number or Requisition Number / Purchase Order Number.    Uploads Internet Protocol Telephony (IPT) 
Purchase Orders to SharePoint for specific IPT Tracking.    Creates Billing Record for agency one-time chargeback’s in the 
OIR Agency Billing File for the applicable Fiscal Year.    Updates OIR Tracking Database with File complete date via the 
OIR Tracking Number.Documenting/Recording Information:    Documents all calls from Integrated Helpdesk, in a 
problem management database incident and route or resolve the incident in a timely and efficient manner.    Creates 
Agency records in Problem Management Database.    Creates and maintains procedures and documentation related to 
the installation of network, file services, workstations and peripherals.    Prepares request orders for hardware or 
software dispatched from the inventory room.    Documents incidents with information and resolution to the issue in the 
Problem Management Database.    Documents work orders with the information necessary to communicate work was 
completed.    Scans sensitive Hardware and Software information to OIR Inventory Tracking Database.    Scans packing 
slips for archive and saves to the OIR Inventory Tracking Database.Communicating with Supervisors, Peers, or 
Subordinates:    Notifies cabling group of new sites needing surveys and possible cable.    Notifies billing group when 
network request is complete.    Ensures status reports are completed and continually modified to meet the needs of the 
department and agencies.    Submit dispatched purchase order to procurement specialist.    Informs IT Engineer that a 
shipment has arrived.    Coordinates the dispatch of HW / SW with the OIR IT Engineer via email.    Assists in the 
planning, scheduling and logistics for standard network equipment replenishment with OIR IT Engineers.    Assists with 
resources to avoid missed milestones, provide strategic, tactical and technical direction to further define procurement / 
inventory requirements.    Submits IT Procurement Request Template to management for internal OIR approvals via 
email.    Communicates information from Supervisor and/or Director, as needed co-workers.    Communicates contract 
information to co-workers from OIR Contract Management Team and General Services Purchasing Department, 
including but not limited to, Contract Awards and Contract Supplements.    Submits authorized Vendor Invoice to Billing 
Services or the Office of Business and Finance with applicable Asset information from the OIR Inventory Tracking 
Database for upload into the Purchasing System Inventory Database.    Submits OIR Agency Billing File to the Technology 
Financial Management Team via email.    Submits approved IT procurement request template and vendor quote to 
associate for submission of a requisition to initiate a purchase order within the purchasing system.Establishing and 
Maintaining Interpersonal Relationships:    Interfaces with users of Information Technology, employing a high degree of 
tact and diplomacy to promote a positive image of the department.Coordinating the Work and Activities of Others:    
Works with network group for equipment installations.    Works closely with telecommunication groups to ensure 
project completion.    Assists co-workers with task and duties as needed.    Assists as a Back-up for Inventory 
control.Identifying Objects, Actions, and Events:    Maintains Inventory of standard equipment for spare / emergency 
stock.Provide Consultation and Advice to Others:    Assists supervisor in the identification and development of 
objectives, strategies, actions and educational needs for process improvements and the implementation for 
staff.Training and Teaching Others:    Applies new job knowledge by enhancing skills through training and/or continuing 
education.Thinking Creatively:    Develops enhancements for the Purchase Order Request Templates.Inspecting 
Equipment, Structures, or Material:    Inspects and sorts shipment for inventory.Communicating with Persons Outside 
Organization:    Maintains communications with customers during the problem resolution process.    Attends order 
status meeting with vendors.    Coordinates with desktop support the delivery and pickup of desktop computers, 
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network telecommunication equipment.    Assists in the planning scheduling and logistics for network equipment 
replenishment.    Requests Vendor Quote, if required and not submitted with IT Procurement Request.    Emails 
Purchase Order copy, Vendor Quote and any other relevant information to applicable Vendor for processing.    Initiates 
return merchandise authorization (RMA) request with Vendor and schedules delivery of defective equipment for RMA 
with vendors.    Initiates Vendor Quote Requests for Yearly Maintenance of HW / SW Renewals.    Initiates Vendor 
Contract Supplement Request via Tier I for quoted, non-contract catalog part numbers.Getting Information:    Receives 
IT Procurement request from procurement analyst.    Receives IT Procurement Request for HW, SW and/or Services from 
OIR IT Engineers for the support of the following services: Network, End Point, Directory, Email, LAN Management, 
Voice, Internet Protocol Telephony, Desktop Support and Telecommunications.    Receives required management 
approvals for the IT Procurement Request Template via email.    Receives HW / SW dispatch request from OIR IT 
Engineer.    Receives HW / SW and surplus request from OIR IT Engineer.    Receives notification from OIR IT Engineer of 
defective equipment that is under warranty.    Receives, via email, Return Merchandise Authorization request 
information from Vendor.    Receives Inventory Management Asset Tag Location Code update from OIR IT Engineer via 
email.    Receives Vendor Invoice via email from Billing Services or the Office of Business and Finance.    Receives request 
via email from Non-Consolidated State Agencies for the procurement and provisioning of equipment.    Receives Vendor 
Quote via email.Organizing, Planning, and Prioritizing Work:    Prioritizes IT procurement request based on customer 
urgency.Making Decisions and Solving Problems:    Works incidents and work orders in a timely manner to meet the 
Service Level Agreement.    Resolves issues with Requisition and Purchase Order submittal errors within the Purchasing 
System with Associate Buyer. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Technical Learning    Time Management    
Written Communication    Perseverance    Customer Focus    Integrity and Trust    Organizing    Dealing with Paradox    
Self-Development    Priority SettingKnowledge:    Knowledge of strategic process improvements and implementation    
Knowledge of coaching and developing of others    Knowledge of Audit Management    Knowledge of Purchasing 
Approval and Quality control Process    Advanced Knowledge of Purchasing practices and procedures    Advanced 
Knowledge of materials, products and the commodity market in area of specialization    Advanced Knowledge of basic 
data entry techniques    Advanced Knowledge of recordkeeping practices related to maintaining purchasing records    
Advanced Knowledge of different provisioning software    Advanced Knowledge of Inventory Management    Knowledge 
of Surplus Management    Advanced Knowledge of telecom and networking practices    Knowledge of Asset 
Management    Advanced knowledge of administrative and clerical procedures as it relates to IT procurement and 
provisioningSkills:    Coordination skills as they relate to team-based work activities to team-based work Training Skills    
Communication Skills    Customer Service Skills    Speaking Skills    Skill in establishing and maintaining effective working 
relationships    Organization Skills    Critical Thinking Skills    Record Management Skills    Inventory Management Skills    
Office Automation Skills    Analytical skills related to IT provisioning and procurement    Problem solving skills    Active 
Listening skills    Asset Management Skills    Skill in the preparation of routing reports related to IT provisioning and 
procurement    Skill in the maintenance of purchase orders    Time management skills    Monitoring skills as they relate to 
team-based work activities    Social perceptiveness skillsAbilities:    Oral comprehension ability    Oral expression ability    
Written expression ability    Written comprehension ability    Time sharing ability    Static strength ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Bar Code Scanner    Mobile 
Devices    Motor Vehicle 
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075629 - IT SUPPORT SPECIALIST-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5043 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in one of the following areas: IT equipment maintenance, IT purchasing or IT provisioning. Substitution of 
Graduate Coursework for the Required Experience: Any graduate coursework in IT equipment maintenance, IT 
purchasing or IT provisioning may substitute for the required experience on a year-for-year basis to a maximum 
substitution of one year. Substitution of a Specific Associates Degree for the Required Bachelor’s degree: An Information 
Technology associate’s degree may be substituted for the required bachelor’s degree. Substitution of Experience for 
Education: Experience in the maintenance of computers, or the correction of other system operation problems related 
to computer systems may substitute for the required IT specific associate’s degree on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a valid driver’s license.  Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs IT purchasing and provisioning work of average difficulty; and performs 
related work as required.  Distinguishing Features:  ,This is the working level class in the Information Technology Support 
Specialist series. An employee in this class performs basic provisioning duties in the purchasing and receiving of 
information technology software and equipment and services of a specialized or complex nature in accordance with 
prescribed purchasing regulations and procedures. This class differs from IT Support Specialist Advanced in that 
incumbents of the latter perform advanced provisioning duties and act as project leaders or perform supervisory duties. 
This class is flexibly staffed and differs from Information Systems Associate, in that an incumbent of the latter learns to 
perform basic provisioning duties in the purchasing and receiving of information technology software and equipment.  
 
Work Activities: 
Making Decisions and Solving Problems:    Works all Remedy incidents and work orders in a timely manner to meet the 
Service Level Agreement.Performing General Physical Activities:    Receives and Inventories hardware and software 
shipments from vendors and suppliers.    Receives, secures and transports surplus hardware equipment.    Secures 
hardware/software in the OIR Inventory Room.    Prepares the requested hardware/software for dispatch from the OIR 
Inventory Room.    Dispatches the scheduled hardware/software to the OIR IT Engineer.    Transfers Surplus equipment 
to Surplus Department.    Receives and stores defective equipment received from OIR IT Engineer.Processing 
Information:    Issues DSL Orders electronically to vendors.    Reviews approved Requisition information against 
approved IT Procurement Request Template information.    Verifies Purchase Order information against approved IT 
Procurement Request Template information.    Verifies equipment received against packing slip and Vendor quote.    
Assigns an Inventory Management Asset Tag to Sensitive hardware/software.    Reviews IT Procurement Request for 
required information.    Assigns IT Procurement Request an OIR Tracking Number.    Audits the approved Requisition or 
Purchase Order information against the approved IT Procurement Request Template information and vendor quote.    
Audits shipment against packing slip and Vendor quote.    Prepares and provide inventory information for yearly State 
audit.Documenting/Recording Information:    Documents all calls from Integrated Helpdesk, in a Remedy incident and 
route or resolve the incident in a timely and efficient manner.    Creates Agency records in Problem Management 
Database.    Creates and maintains procedures and documentation related to the installation of network, file services, 
workstations and peripherals.    Documents incidents with information and resolution to the issue in the Problem 
Management Database.    Documents work orders with the information necessary to communicate work was 
completed.    Scans sensitive Hardware and Software information to OIR Inventory Tracking Database.    Scans packing 
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slips for archive and saves to the OIR Inventory Tracking Database.Communicating with Supervisors, Peers, or 
Subordinates:    Notifies cabling group of new sites needing surveys and possible cable.    Notifies billing group when 
network request is complete.    Ensures status reports are completed and continually modified to meet the needs of the 
department and agencies.    Submits dispatched purchase order to procurement specialist.    Informs IT Engineer when 
shipments arrive.    Coordinates the dispatch of hardware/software with the OIR IT Engineer via email.    Assists in the 
planning, scheduling and logistics for standard network equipment replenishment with OIR IT Engineers.    Assists with 
resources to avoid missed milestones, provide strategic, tactical and technical direction to further define procurement / 
inventory requirements.    Submits IT Procurement Request Template to management for internal OIR approvals via 
email.Communicating with Persons Outside Organization:    Maintains communications with customers during the 
problem resolution process.    Attends order status meeting with vendors.    Coordinates with desktop support the 
delivery and pickup of desktop computers, network telecommunication equipment.    Assists in the planning scheduling 
and logistics for network equipment replenishment.    Requests Vendor Quote, if required and not submitted with IT 
Procurement Request.    Emails Purchase Order copy, Vendor Quote and any other relevant information to applicable 
Vendor for processing.    Initiates return merchandise authorization (RMA) request with Vendor and schedules delivery 
of defective equipment for RMA with vendors.Establishing and Maintaining Interpersonal Relationships:    Interfaces 
with users of Information Technology, employing a high degree of tact and diplomacy to promote a positive image of 
the department.Coordinating the Work and Activities of Others:    Works with network group for equipment 
installations.    Works closely with telecommunication groups to ensure project completion.    Assists co-workers with 
various tasks and duties as needed.    Assists as a back-up for Inventory control.Identifying Objects, Actions, and Events:    
Maintains Inventory of standard equipment for spare / emergency stock.Inspecting Equipment, Structures, or Material:    
Inspects and sorts incoming shipments for inventory.Getting Information:    Receives IT Procurement request from 
procurement analyst.    Receives IT Procurement Request for HW, SW and/or Services from OIR IT Engineers for the 
support of the following services: Network, End Point, Directory, Email, LAN Management, Voice, Internet Protocol 
Telephony, Desktop Support and Telecommunications.    Receives required management approvals for the IT 
Procurement Request Template via email.    Receives hardware/software dispatch request from OIR IT Engineer.    
Receives hardware/software and surplus request from OIR IT Engineer.    Receives notification from OIR IT Engineer of 
defective equipment under warranty.    Receives, via email, Return Merchandise Authorization request information from 
Vendor.    Receives Inventory Management Asset Tag Location Code update from OIR IT Engineer via email.Organizing, 
Planning, and Prioritizing Work:    Prioritizes IT procurement request based on customer urgency.Interacting With 
Computers:    Reviews and updates customer information records in Remedy database.    Resets Active Directory, SEIS, 
SRAVPN passwords.    Enters approved IT Procurement Request Template information into Purchasing System for 
Requisition assignment.    Saves, reviews and submits Purchase Order and Requisition to initiate Purchasing System 
approvals.    Routes the incidents/work orders properly and efficiently as needed.    Creates a record in the OIR Tracking 
Database to include the assigned OIR Tracking Number and other sensitive tracking information.    Completes IT 
Procurement Request Templates.    Monitors Requisition and Purchase Order approval path within the Purchasing 
System for time efficient processing.    Receives automatic Purchasing System email notifications that the Requisition or 
Purchase Order has been approved.    Transfers the approved Requisition to a Purchase Order within the Purchasing 
System for automatic Purchase Order Number assignment.    Dispatches approved Purchase Orders within the 
Purchasing System to analysts.    Saves Vendor Quotes, approved IT Purchase Orders Request Templates and Purchase 
Order copies to the OIR Purchase Order Tracking File and vendor invoices.    Updates previously created records in the 
OIR Tracking Database to include system assigned Requisition or Purchase Order Number and other sensitive tracking 
information via the assigned OIR Tracking Number.    Creates Hyperlinks of the Vendor Quote, approved IT Purchase 
Order Request Template and Purchase Order from the OIR Purchase Order Tracking File in the OIR Tracking Database for 
the previously created record by the OIR Tracking Number.    Creates Surplus requests in Purchasing System.    Updates 
the Purchasing System Inventory Database with Return Merchandise Authorization information.    Submits Asset 
Location Code updates in the Purchasing System Inventory Database. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Technical Learning    Time Management    
Perseverance    Customer Focus    Integrity and Trust    Organizing    Self-Development    Written Communication    
Dealing with Paradox    Priority SettingKnowledge:    Knowledge of purchasing practices and procedures    Knowledge of 
basic data entry techniques    Knowledge of record keeping practices related to maintaining purchasing records    
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Knowledge of provisioning software    Knowledge of Inventory Management    Knowledge of Surplus Management    
Knowledge of telecommunication and networking practices    Knowledge of Asset Management    Knowledge of 
materials, products and the commodity market in area of specialization    Knowledge of administrative and clerical 
procedures as it relates to IT procurement and provisioningSkills:    Communication Skills    Customer Service Skills    
Speaking Skills    Skill in establishing and maintaining effective working relationships    Organization Skills    Critical 
Thinking Skills    Record Management Skills    Inventory Management Skills    Office Automation Skills    Analytical skills 
related to IT provisioning and procurement    Problem solving skills    Active Listening skills    Asset Management Skills    
Skill in the preparation of routing reports related to IT provisioning and procurement    Skill in the maintenance of 
purchase orders    Time management skills    Monitoring skills as they relate to team-based work activities    
Coordination skills as they relate to team-based work activities    Social perceptiveness skillsAbilities:    Oral 
comprehension ability    Oral expression ability    Written expression ability    Written comprehension ability    Time 
sharing ability    Static strength ability  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Bar Code Scanner    Mobile 
Devices    Motor Vehicle 
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093890 - Intelligence Program Manager 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4571 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026908 - J ACCOUNTING TECHNICIAN 1 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1289 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026918 - J ADMIN ASSISTANT 2 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1313 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026970 - J BUILDING SUPERVISOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1361 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026980 - J CONFERENCE COORDINATOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1381 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027126 - J COURT CLERK LIAISON TNCIS 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1250 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026998 - J COURT REPORTER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1431 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027032 - J COURT TECHNOLOGY ASST 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1482 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027034 - J COURT TECHNOLOGY ASST DBA 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1483 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027014 - J CUSTODIAN 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1435 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027018 - J DATA CONTROL TECHNICIAN 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1455 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027038 - J DATABASE ADMINISTRATOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1485 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027115 - J DEPUTY CLERK 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1248 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027050 - J EDUCATION MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1131 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027618 - J EXECUTIVE ADMIN ASSISTANT 1 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1279 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027131 - J EXECUTIVE DIRECTOR BLE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1273 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027058 - J HELP DESK TECHNICIAN 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1154 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027062 - J JUDICIAL EMPLOYEE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1177 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027062 - J JUDICIAL EMPLOYEE 
 
Agency:  Attorney General's Office (30301) 
Edison Template Job Opening ID:  1178 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027074 - J LAW CLERK 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1181 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027090 - J MAINTENANCE SUPER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1200 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027092 - J MAINTENANCE WORKER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1201 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027103 - J RECEPTIONIST 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1224 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027112 - J SECRETARY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1245 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027142 - J STAFF ASSISTANT 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1276 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027114 - J STAFF CLERK 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1247 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027128 - J TRAINER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1271 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
036970 - K 9 TRNG COORDINATOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1606 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036552 - LABOR STANDARDS INSP DIRECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1629 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for labor standards inspection administrative and supervisory work of 
considerable difficulty; and performs related work as required.Distinguishing Features: This is the highest class in the 
Labor Standards Insp sub-series. The employee in this class is responsible for directing the Labor Standards Inspections 
Division including the research and statistical function in the Department of Labor. This class differs from that of Labor 
Standards Insp in that an incumbent of the latter is supervised by the incumbent of this class. 
 
Work Activities: 
1. Directs the assignment, training, supervision, and evaluation of Labor Standards Insp involved in the enforcement of 
labor laws and standards and the research and statistical analysis unit; assigns and monitors division workflow, reviews 
work, and interprets departmental policies.2. Works with the state attorney general's office in gathering and preparing 
materials and evidence for trials.3. Explains to individuals and groups the application and enforcement of various labor 
laws and penalties for non-compliance.4. Investigates and gathers evidence regarding difficult cases of non-compliance 
regarding violations of child labor laws, prevailing wage laws, wage earners' protection laws, and illegal alien laws.5. 
Develops annual operating budget for the division.6. Operates a motor vehicle in performance of duties. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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036551 - LABOR STANDARDS INSPECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1625 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time investigative, claims examinations, business management, or other related work. Substitution of 
Education for Experience: Qualifying college coursework in public or business administration, criminal justice, social or 
behavioral science, or other related field may be substituted for the required experience on a year-for-year 
basis.Substitution of Experience for Education: Additional qualifying experience may be substituted for the required 
education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications:    A valid vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for labor standards inspection work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working class in the Labor Standards Division. An 
employee in this class performs inspections and/or investigative work regarding compliance with labor standards 
statutory laws. This class differs from that of Labor Standards Inspection Director in that the incumbent of the latter is 
responsible for administrative and supervisory work in directing the statewide labor standards inspection program. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Inspects location and equipment during on-site investigations to 
identify the improper use of prohibited equipment and possible violations of the statues to prevent potential accidents. 
Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, mediates and resolves 
grievances and conflicts, or otherwise negotiating with others.Evaluating Information to Determine Compliance with 
Standards:    Enforces statutory compliance of Child Labor Act in businesses where minors may be employed by 
conducting on-site interviews, inspecting location and minors employment files and auditing time records.    Ensures the 
compliance of the Prevailing Wage Act which protects an employee’s wages on state-funded projects by meeting with 
employers/contractors, conducting on-site interviews, the posting of wage rates, auditing submitted certified payrolls, 
and verifying proper classifications on employees.    Enforces the statutory compliance of Wage Regulations Act by 
conducting investigations related to allegations of specific violations.    Enforces statutory compliance of Employment of 
Illegal Alien Act and the Tennessee Lawful Employment Act (TLEA) by auditing the appropriate compliance 
documentation and/or conducting investigations of specific alleged violations.    Issues citations for violations.    Enforces 
statutory compliance of the Non-Smokers Protection Act in conjunction with on-site inspections.Analyzing Data or 
Information:    Audits certified payroll for assigned prevailing wage projects to ensure statutory compliance.    Analyzes 
information/documentation received from claimants, witnesses and employers regarding allegations of non-compliance 
with the Tennessee Wage Regulation Act, Child Labor Act, Prevailing Wage Act, Employment of Illegal Aliens Act, 
Tennessee Lawful Employment Act, and Tennessee Non-Smokers Protection Act.    Interviews claimants, witnesses and 
employers regarding allegations of non-compliance with Tennessee Wage Regulation Act, Child Labor Act, Prevailing 
Wage Act, Employment of Illegal Aliens Act, Tennessee Lawful Employment Act and Tennessee Non-Smokers Protection 
Act.    Analyzes the time and attendance records of the identified employees.    Collects and audits follow up 
documentation to ensure non-compliance issues have been resolved.    Analyzes and reviews statutory required 
documents that should be included in personnel file.    Researches various inquiries regarding T.C.A. Codes (Tennessee 
Codes Annotated) regulated by the Labor Standards Division.    Audits E-Verify reports submitted by employers for 
compliance with the TLEA (Tennessee Lawful Employment Act) to ensure statutory eligibility for employment.Updating 
and Using Relevant Knowledge:    Gains and maintains knowledge of T.C.A. (Tennessee Code Annotated) codes and 
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meanings of all laws enforced by the division.    Conducts research manually and electronically to maintain up-to-date 
information pertaining to inspections, rules and regulations.Identifying Objects, Actions, and Events:    Observes 
employees and verifies employer statements for appropriate age requirements performing prohibited occupations.    
Identifies problems and recommends solutions to prevent accidents.    Evaluates differences between Prevailing Wage 
classifications based on inspector’s observations of duties performed by workers.    Observes surroundings to determine 
if the Non-Smokers Protection Act is being enforced.Thinking Creatively:    May create educational curriculums and 
materials to train employees/employers throughout the state based on their specific needs.Training and Teaching 
Others:    Conducts lectures, seminars and outreach training programs using multimedia to meet the needs of the 
citizens of the state of Tennessee.    Provides written instructional materials for educational purposes, outreach training, 
non-compliance resolution.Getting Information:    Gathers information/documentation received from claimants, 
witnesses and employers regarding allegations of non-compliance with the Tennessee Wage Regulation Act, Child Labor 
Act, Prevailing Wage Act, Employment of Illegal Aliens Act, Tennessee Lawful Employment Act, and Tennessee Non-
Smokers Protection Act.    Gathers data regarding allegations of non-compliance with the Tennessee Wage Regulation 
Act.    Receives complaints, inquiries, certified payrolls and personnel records for compliance.    Researches target 
company using departmental databases, internet, various state and private websites to obtain information as 
needed.Documenting/Recording Information:    Creates and maintains case file, containing all necessary information 
(i.e., reports, letters, pictures, employee/employer submittals, interview statements), during the 
investigation/inspection process in the division’s computerized system(s) on a case-by-case basis.    Creates a Prevailing 
Wage pre-construction package to inform the contractor(s) and/or their sub-contractor of required documentation 
needed for statutory compliance.    Creates electronic audit reports when conducting a Prevailing Wage compliance 
investigation.    Utilizes letters and written documentation to communicate with claimants and/or employers in the 
investigation or complaint resolution.    Creates penalty worksheets for division Director when conducting Child Labor 
investigation.    Maintains all other records according to division guidelines in accordance with state audit requirements.    
Maintains Prevailing Wage Act records for one year upon completion of investigation or inspection.    Generates or 
collects digital photographs or electronically scanned images to document statutory violations.Communicating with 
Persons Outside Organization:    May provide testimony for formal and informal conferences as needed on a case-by-
case basis.    May testify in court upon prosecution of an employer for violations of statutory law.    Explains labor laws 
and departmental regulations and penalties for violations to individuals, employers and other interested parties.    
Interviews employers, employees and others during on-site investigations.    Responds to inquiries from employees, 
employers, contractors, sub-contractors, state and/or federal agencies and other concerned parties by telephone, e-
mail, fax, in person or in writing.    Advises employers and employees during on-site investigations regarding use of 
equipment in compliance with statutes.    Communicates with jurisdictional counterparts regarding current inter-related 
areas of enforcement and statutory changes that may apply.    Conducts professional courtesy visits to provide 
information on laws, rules and regulations regarding the application of statutory requirements.Coaching and Developing 
Others:    Coaches and trains new Labor Standards Inspectors.    Coaches and mentors inspectors, support staff and 
other departmental personnel regarding statutory requirements of the Acts enforced by the Labor Standards Division.    
Interacts with other Labor Standards Inspectors regarding various processes, changes in the law, interpreting and 
applying laws.    Establishes and maintains new processes for reporting and case management.    May provide training to 
other divisions within the Department of Labor and Workforce Development.    Develops and modifies forms used by 
the Labor Standards Division.Establishing and Maintaining Interpersonal Relationships:    Provides information and 
clarification to inquiries regarding specific statutory requirements or its applicability    Continually works with office 
staff, peer investigators, Director and other team members on a daily basis.Developing Objectives and Strategies:    May 
participate in bi-annual meetings with Labor Standards Inspectors and other staff to establish and maintain long-range 
objectives and strategies for the division.    Follows division’s objectives in performance of routine and/or follow-up 
inspections of businesses that may employ minors to ensure the compliance of statutory regulations.Coordinating the 
Work and Activities of Others:    May work with Director in developing training, policies and procedures, Standard 
Operating Procedures, outreach and training for employers, legislative bill impact and fiscal review.    May oversee and 
coordinate the work and activities of other Labor Standards Inspectors when required.    May conduct inspections 
and/or investigations in conjunction with other inspectors, agencies or as part of a team or group, when required.    May 
prepare and review reports for Director’s analysis and make recommendations.    Coordinates times, schedules and 
dates with other inspectors to perform ongoing inspections or investigations.    May conduct interviews with Director 
and Human Resources staff in personnel transactions.    May travel with Director to monitor and evaluate other Labor 
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Standards Inspectors day-to-day performance.Communicating with Supervisors, Peers, or Subordinates:    Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    May 
work in conjunction with other State or Federal entities (i.e., Workers Comp, TOSHA, USDHS, USDOL, CPS) to conduct 
and complete investigations and reports.    Works for Information Technology and Human Resources Divisions on 
processes and procedures.    Consults with Agency legal division when necessary.    Conducts and attends staff meetings, 
workshops and training conferences to attain additional continuing education.    Works with MVM (Motor Vehicle 
Management) division to facilitate the use of state vehicles.Guiding, Directing, and Motivating Subordinates:    May 
provide guidance and direction to subordinates, including setting performance standards and monitoring 
performance.Assisting and Caring for Others:    Provides emotional support to claimants and employers through 
explaining process that must be followed to mediate claims and/or disputes.Developing and Building Teams:    May 
participate in round table discussions with different divisions within the Agency.    May participate in staffing meetings 
with other Labor Standards Inspectors and other personnel.    Provides information necessary to other divisions when 
conducting investigations or inspections.    Develops and coordinates team of inspectors to perform specific tasks in a 
certain geographical location within the state of Tennessee.Interacting with Computers:    Maintains records for timely 
periodic and/or follow-up inspections, completes reports recommending issuance of violations, and prepares various 
reports to include daily/weekly/monthly reports and expense reports.    Uses computers and computer systems 
(including hardware and software) to set up functions, enter data, or process information.    May assist in the 
development of new software for the division.    Communicates daily with various public entities and other staff 
members via e-mail.Interpreting the Meaning of Information for Others:    Interprets for owners/managers or other 
company representatives the meaning of all T.C.A. Codes and related rules as they may apply.    Answers inquiries by 
telephone, e-mail, or in written form regarding the definition of statutes.    Provides constituents and employers with 
printed materials to provide detailed information regarding specific statutes.Making Decisions and Solving Problems:    
Analyzes information and documentation to determine compliance with statutory requirements.    Makes decisions, 
recommendations, and solves problems in relation to inspection criteria.    Evaluates and interprets documentation to 
determine the best solution and course of action to resolve problems.    Makes decisions regarding conflict of interest 
when conducting inspections (i.e., acceptance of gifts or gratuities, personal relationships, etc.).Monitor Processes, 
Materials, or Surroundings:    Monitors environment prior to entering respective inspection location.    Monitors 
environment and events for compliance for statutory requirements.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates a motor vehicle in performance of duties.Organizing, Planning, and Prioritizing Work:    
Schedules inspections and investigations.    Schedules lectures, seminars and outreach training programs using 
multimedia to meet the needs of the citizens of the state of Tennessee.Performing Administrative Activities:    Prepares 
a variety of records and reports and maintains files of investigative information collected from various sources.    Uses 
computer systems (departmental and division) for extensive data entry.    Makes recommendations based on inspection 
or investigation findings to division Director for assessment of warning and/or penalties.    Inputs reports and data into 
Labor Standards Division computerized systems.    Monitors/tracks assigned Prevailing Wage projects for compliance 
until completion.    Creates and maintains separate files for certified payroll information for all assigned Prevailing Wage 
projects.    May handle disciplinary actions when the need arises.    Enters time and expense reports into departmental 
system.    Maintains and secures a copy of all reports at the work location for future reference/follow-up or future 
investigation.    May provide back up to Labor Standards Director in the event of absences.    Creates and/or submits 
weekly accomplishment report for all investigations and inspections to central office.    Searches in the Labor Standards 
Division computerized system for repeat offenders or prior inspections, investigations or complaints.    Conducts and/or 
assist with staff meetings, seminars, and conferences.    Communicates via fax, e-mail and sends certified or standard 
mail as necessary.    Destroys records according to Operation Roundfile directions.    Prepares and copies information for 
training sessions.Performing for or Working Directly with the Public:    Works with the public in the course of inspection 
or investigation.    Schedules and conducts mediation between employers and employees.    Interviews potential walk-in 
claimants to determine statutory eligibility to file a claim.    Receives phone calls from the general public concerning 
allegations of non-compliance.Performing General Physical Activities:    Performs inspections in a variety of locations 
requiring climbing, walking, stooping, lifting and balancing.Processing Information:    Audits submitted certified payrolls 
for compliance with statutes    Assigns T.C.A. (Tennessee Codes Annotated) Codes for citations identified.Provide 
Consultation and Advice to Others:    Provides training and educational conferences for Work-Based Learning, WEOC 
(Workforce Employer Outreach Committee), and co-op teachers across the state.    Provides training and educational 
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conferences for contractors and sub-contractors in conjunction with USDOL.    Schedules follow-up training to 
businesses that have questions and/or prior violations. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Organizing    Priority Setting    Planning    Time Management    
Written Communication    Presentation Skills    Integrity and Trust    Ethics and Values    Negotiating    Patience    Self 
DevelopmentKnowledge:    Administration and Management    Law and Government    Customer and Personal Service    
Clerical    Computers and Electronics    Education and Training    Public Safety and Security    Mathematics    Personnel 
and Human Resources    Telecommunications    Communications and Media    Transportation    Economics and 
Accounting    Psychology    Building and Construction    Therapy and Counseling    Sociology and Anthropology    
Mechanical    Philosophy and Theology    Sales and MarketingSkills:    Active Learning    Active Listening    Mathematics    
Speaking    Critical Thinking    Instructing    Learning Strategies    Monitoring    Time Management    Negotiation    Reading 
Comprehension    Writing    Persuasion    Service Orientation    Judgment and Decision Making    Coordination    Social 
Perceptiveness    Complex Problem Solving    Operation Monitoring    Management of Material Resources    Equipment 
Maintenance    Equipment Selection    Management of Personnel Resources    Systems Analysis    Installation    Systems 
Evaluation    Troubleshooting    Management of Financial Resources    Operation and Control    ProgrammingAbilities:    
Oral Comprehension    Deductive Reasoning    Written Comprehension    Mathematical Reasoning    Memorization    Oral 
Expression    Written Expression    Speech Clarity    Category Flexibility    Information Ordering    Inductive Reasoning    
Speech Recognition    Problem Sensitivity    Auditory Attention    Number Facility    Flexibility of Closure    Fluency of 
Ideas    Selective Attention    Sound Localization    Depth Perception    Finger Dexterity    Hearing Sensitivity    Visual Color 
Discrimination    Manual Dexterity    Originality    Reaction Time    Gross Body Equilibrium    Near Vision    Wrist-Finger 
Speed    Perceptual Speed    Far Vision    Response Orientation    Speed of Closure    Speed of Limb Movement    Arm-
Hand Steadiness    Dynamic Flexibility    Extent Flexibility    Gross Body Coordination    Multilimb Coordination    Night 
Vision    Peripheral Vision    Stamina    Glare Sensitivity    Rate Control    Static Strength    Time Sharing    Control Precision    
Dynamic Strength    Spatial Orientation    Visualization    Trunk Strength 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    
Digital/Video/Audio Recorder    Projector    Hard Hat    Flashlight    Steel Toe Boots/Shoes    Safety Glasses    Ear 
Protection    Air Mask    Calculators    GPS 
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036553 - LABOR STANDARDS SPECIALIST 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7096 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time professional work in compliance/regulation training, field investigations, or public outreach.           
OR           An associate’s degree from an accredited college or university with three years of experience in 
compliance/regulation training, field investigations, or public outreach. OR Graduation from an accredited college or 
university with a bachelor’s degree with one year of experience in a compliance/regulation training, field investigations, 
or public outreach. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions.  
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, performs training work related to labor standards of average difficulty; and performs other 
related work as required. Distinguishing Features: This is the second class in the Labor Standards Inspector sub-series. 
An employee in this class is responsible for training various parties and the general public on appropriate labor 
standards. This class may train incumbents of the Labor Standards Inspector classification when necessary. This class 
differs from that of the Labor Standards Inspector in that an incumbent of the latter is primarily performing inspections. 
This class differs from the Labor Standards Inspector Director in that the latter functions in an administrative role. 
 
Work Activities: 
1. Administers Labor Standards training to the general public, private entities, and public sector agencies. Prepares 
content as appropriate for trainings to express mandated regulations that are applicable for the requesting or identified 
party.2. Informs the general public of available Labor Standards trainings. Coordinates with requesting or identified 
parties to schedule and administer trainings.3. Performs inspections when needed of possible labor standards violations. 
Coordinates with Labor Standards Inspectors to ensure appropriate actions are taken in regard to assigned violations. 
Advise with Labor Standards Inspector Director on violations when needed.4. Trains new Labor Standards Inspectors on 
appropriate policies, processes, mandated rules, and agency expectations as needed. Reviews work of Labor Standards 
Inspectors when needed.5. Provides recommendations to the Director on internal policy and procedural needs.6. 
Maintains appropriate knowledge on industry policies such as, but not limited to: Child Labor Protection Act, Tennessee 
Non-Smoker Protection Act, Tennessee Lawful Employment Act, Illegal Aliens Act, Wage Regulations Act, and Prevailing 
Wage Act. 7. Utilizes necessary software such as: Labor Standards Program, TRUMP, etc.8. Travels to locations as 
needed to administer trainings.  Overnight stay possibly required 
 
Competencies (KSA’s): 
Competencies: Action Oriented                      Boss Relationships                  Command Skills                     Composure                  
Dealing with Ambiguity                     Ethics and Values                   Planning                      Presentation Skills                  Problem 
Solving                     Strategic Agility                      Informing                   Knowledge: Administration and Management                   
Clerical                       Communications and Media               Customer and Personal Service                      Education and 
Training                      English Language                   Law and Government             Mathematics               Personnel and Human 
Resources                  Skills: Critical Thinking                    Instructing                   Judgment and Decision Making                     
Monitoring                  Negotiation                 Reading Comprehension                     Service Orientation                 Speaking                     
Time Management                  Writing                       Abilities: Deductive Reasoning              Inductive Reasoning               
Memorization             Oral Comprehension               Oral Expression                      Originality                   Written 
Comprehension Ability to lift 25 lbs              
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Tools and Equipment Used: 
 Computer              Telephone              Scanner                 Copy Machine                   Printer                   Projector                Cell 
Phone            Motor Vehicles 
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077893 - LABORATORY SUPERVISOR 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4155 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in biology, 
chemistry, microbiology, medical technology or a related acceptable field and experience equivalent to substantial (five 
or more years) of full-time increasingly responsible professional laboratory experience including at least one year of 
supervisory experience; OR licensed as a Medical Laboratory Technologist or Medical Laboratory Technologist 
(Supervisor) by the Tennessee Department of Health and Environment and experience equivalent to substantial (five or 
more years) of full-time increasingly responsible professional laboratory experience including at least one year of 
supervisory experience; additional graduate coursework in a related acceptable field may be substituted for the 
required non-specialized experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method:  Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional laboratory work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class functions as a supervisor of several laboratory sections. An incumbent supervises section managers and 
subprofessional staff. This class differs from that of Biologist, Chemist, or Microbiologist 4's in that incumbents of the 
latter act as single section managers rather than as supervisor and coordinator of several service sections. 
 
Work Activities: 
1. Through subordinate supervisory staff, supervises central laboratory professional and subprofessional staff 
performing laboratory analysis in such areas as microbiology, clinical chemistry, hematology, aquatic biology, or 
environmental chemistry.2. Through subordinate staff assigns, trains, supervises, and evaluates a relatively large staff of 
professionals and subprofessionals and their work.3. Makes recommendations on employment, retention, promotion, 
demotion, and other human resources actions.4. Participates in special studies and research projects.5. Assists in the 
study of organization, operations, and services and makes recommendations for improvement in organization, 
operations, and services.6. Keeps records and reviews reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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098121 - LABORATORY TECHNICIAN 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4552 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, assists in performing a variety of standardized laboratory tasks of routine 
difficulty and related work as required.  Distinguishing Features: An employee in this class performs a variety of routine 
assignments such as media production, reagent and solution preparation, glassware readiness, specimen receipt and 
accessioning all in support of the laboratory.  This class differs from that of Laboratory Technician 2 in that an incumbent 
of the latter performs more advanced laboratory work under minimal supervision. 
 
Work Activities: 
Inspecting Equipment, Structure, or Material:    Learns to inspect basic equipment to identify the cause of errors or other 
problems or defects.Identifying Objects, Actions, and Events:    Sorts mail to distribute to the appropriate 
areas.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Learns to determine sample 
acceptability for testing.Evaluating Information to Determine Compliance with Standards:    Uses relevant information to 
determine age of specimens to comply with standards.Processing Information:    Learns to categorize orders based on 
needs and priority for delivery to ordering units.    Learns to verify data on requisitions and reports to determine 
accuracy.    Learns to calculate modifications for formula changes.Interacting with Computers:    Uses computers, 
software, and laboratory information systems to enter data or process information.Organizing, Planning, and Prioritizing 
Work:    Prioritizes work for efficiency to complete daily assignments.Repairing and Maintaining Mechanical Equipment:    
Learns to perform preventative maintenance on basic equipment used in assigned areas.Performing Administration 
Activities:    Learns to process and complete all records, reports, and correspondence within the required time frame to 
keep them organized and available for review.Documenting/Recording Information:    Learns to document, enter, 
transcribe, record, store, and maintain information in written or electronic form.Monitor Processes, Materials, or 
Surroundings:    Monitors inventory for a specified unit to ensure adequate supplies are always on hand.    Monitors 
equipment within a specified area to maintain proper functionality.Controlling Machines and Processes:    Uses either 
control mechanisms or direct physical activity to operate machines or processes for testing or laboratory support.    
Operates a variety of office equipment including but not limited to copiers, scanners, fax machines, calculators, and 
digital cameras to perform daily tasks.Handling and Moving Objects:    Uses hands and arms in handling, positioning, and 
moving samples and supplies to perform daily tasks.Establishing and Maintaining Interpersonal Relationships:    
Establishes and develops constructive and cooperative working relationships with others and maintains them over 
time.Getting Information:    Receives requisitions for media, glassware, and supplies from laboratory personnel and 
specimen submitters to distribute to appropriate providers and units.    Receives mail from post office and various 
couriers to facilitate testing processes. Communicating with Persons Outside Organization:    Learns to communicate 
with people outside the organization, representing the organization to external sources to answer questions and 
disseminate appropriate information.Performing General Physical Activities:    Performs physical activity such as walking, 
stooping, balancing, lifting, and climbing to complete daily tasks.Communication with Supervisors, Peers, or 
Subordinates:    Communicates status of assigned tasks or other relevant information to supervisors or peers by 
telephone, in written form or in person.Operating Vehicle, Mechanized Devices, or Equipment:    Operates passenger 
vehicle to retrieve and deliver mail and supplies. 
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Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Informing    Time Management    Written Communication    Customer Focus    
Integrity And Trust    Interpersonal Savvy    Work/Life BalanceKnowledge:    ClericalSkills:    Active Learning    Active 
Listening    Mathematics    Reading Comprehension    Coordination    Equipment Maintenance    Operation and Control    
Operation MonitoringAbilities:    Category Flexibility    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    
Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Reaction Time    Wrist-Finger 
Speed    Multi-Limb Coordination    Extent Flexibility    Static Strength    Auditory Attention    Far Vision    Near Vision    
Peripheral Vision    Speech Clarity    Speech Recognition    Vision Color Discrimination 
 
Tools and Equipment Used: 
    PH Meter    Pipette    Autoclaves    Balances    Computers    Calculators    Centrifuges    Biological Safety CabinetAnd 
other laboratory and office equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
098122 - LABORATORY TECHNICIAN 2 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4553 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time sub-professional laboratory work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required. Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as media production, reagent and solution preparation, glassware readiness, specimen receipt and accessioning all 
in support of the laboratory.  This class differs from that of Laboratory Technician 1 in that an incumbent of the latter is 
not responsible for performing simple laboratory tests. 
 
Work Activities: 
Inspecting Equipment, Structure, or Material:    Inspects basic equipment to identify the cause of errors or other 
problems or defects.Identifying Objects, Actions, and Events:    Sorts mail to distribute to the appropriate 
areas.Evaluating Information to Determine Compliance with Standards:    Uses relevant information to determine age of 
specimens to comply with standards.Processing Information:    Categorizes orders based on needs and priority for 
delivery to ordering units.    Verifies data on requisitions and reports to determine accuracy.    Calculates modifications 
for formula changes.    Orders tests in appropriate database for suitable unit to begin the analysis process. Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Determine sample acceptability for 
testing.Organizing, Planning, and Prioritizing Work:    Prioritizes work for efficiency to complete daily 
assignments.Judging the Qualities of Things, Services, or People:    Assesses the general characteristics of the media 
products made to determine acceptability for use in the testing process.    Assesses the importance or priority of internal 
and/or external inquiries for customers to determine appropriate response and actions.Training and Teaching Others:    
Trains and teaches peers bench assignments to help them obtain competency.Repairing and Maintaining Mechanical 
Equipment:    Performs preventative maintenance on basic equipment used in assigned areas.Monitor Processes, 
Materials, or Surroundings:    Monitors inventory for a specified unit to ensure adequate supplies are always on hand.    
Monitors equipment within a specified area to maintain proper functionality.Performing Administration Activities:    
Processes and completes all records, reports, and correspondence within the required time frame to keep them 
organized and available for review.Documenting/Recording Information:    Documents, enters, transcribes, records, 
stores, and maintains information in written or electronic form.Communicating with Persons Outside Organization:    
Communicates with people outside the organization, representing the organization to external sources to answer 
questions and disseminate appropriate information.Controlling Machines and Processes:    Uses either control 
mechanisms or direct physical activity to operate machines or processes for testing or laboratory support.    Operates a 
variety of office equipment including but not limited to copiers, scanners, fax machines, calculators, and digital cameras 
to perform daily tasks.Getting Information:    Receives requisitions for media, glassware, and supplies from laboratory 
personnel and specimen submitters to distribute to appropriate providers and units.    Receives mail from post office 
and various couriers to facilitate testing processes.Handling and Moving Objects:    Uses hands and arms in handling, 
positioning, and moving samples and supplies to perform daily tasks.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and develops constructive and cooperative working relationships with others and maintains 
them over time.Interacting with Computers:    Uses computers, software, and laboratory information systems to enter 
data or process information.Performing General Physical Activities:    Performs physical activity such as walking, 
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stooping, balancing, lifting, and climbing to complete daily tasks.Communication with Supervisors, Peers, or 
Subordinates:    Communicates status of assigned tasks or other relevant information to supervisors or peers by 
telephone, in written form or in person.Operating Vehicle, Mechanized Devices, or Equipment:    Operates passenger 
vehicle to retrieve and deliver mail and supplies. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Informing    Time Management    Written Communication    Customer Focus    
Integrity And Trust    Interpersonal Savvy    Work/Life BalanceKnowledge:    ClericalSkills:    Active Learning    Active 
Listening    Mathematics    Reading Comprehension    Coordination    Equipment Maintenance    Operation and Control    
Operation MonitoringAbilities:    Category Flexibility    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    
Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Reaction Time    Wrist-Finger 
Speed    Multi-Limb Coordination    Extent Flexibility    Static Strength    Auditory Attention    Far Vision    Near Vision    
Peripheral Vision    Speech Clarity    Speech Recognition    Vision Color Discrimination 
 
Tools and Equipment Used: 
    PH Meter    Pipette    Autoclaves    Balances    Computers    Calculators    Centrifuges    Biological Safety CabinetAnd 
other laboratory and office equipment as required 
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098122 - LABORATORY TECHNICIAN 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4554 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time sub-professional laboratory work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required. Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as media production, reagent and solution preparation, glassware readiness, specimen receipt and accessioning all 
in support of the laboratory.  This class differs from that of Laboratory Technician 1 in that an incumbent of the latter is 
not responsible for performing simple laboratory tests. 
 
Work Activities: 
Inspecting Equipment, Structure, or Material:    Inspects basic equipment to identify the cause of errors or other 
problems or defects.Identifying Objects, Actions, and Events:    Sorts mail to distribute to the appropriate 
areas.Evaluating Information to Determine Compliance with Standards:    Uses relevant information to determine age of 
specimens to comply with standards.Processing Information:    Categorizes orders based on needs and priority for 
delivery to ordering units.    Verifies data on requisitions and reports to determine accuracy.    Calculates modifications 
for formula changes.    Orders tests in appropriate database for suitable unit to begin the analysis process. Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Determine sample acceptability for 
testing.Organizing, Planning, and Prioritizing Work:    Prioritizes work for efficiency to complete daily 
assignments.Judging the Qualities of Things, Services, or People:    Assesses the general characteristics of the media 
products made to determine acceptability for use in the testing process.    Assesses the importance or priority of internal 
and/or external inquiries for customers to determine appropriate response and actions.Training and Teaching Others:    
Trains and teaches peers bench assignments to help them obtain competency.Repairing and Maintaining Mechanical 
Equipment:    Performs preventative maintenance on basic equipment used in assigned areas.Monitor Processes, 
Materials, or Surroundings:    Monitors inventory for a specified unit to ensure adequate supplies are always on hand.    
Monitors equipment within a specified area to maintain proper functionality.Performing Administration Activities:    
Processes and completes all records, reports, and correspondence within the required time frame to keep them 
organized and available for review.Documenting/Recording Information:    Documents, enters, transcribes, records, 
stores, and maintains information in written or electronic form.Communicating with Persons Outside Organization:    
Communicates with people outside the organization, representing the organization to external sources to answer 
questions and disseminate appropriate information.Controlling Machines and Processes:    Uses either control 
mechanisms or direct physical activity to operate machines or processes for testing or laboratory support.    Operates a 
variety of office equipment including but not limited to copiers, scanners, fax machines, calculators, and digital cameras 
to perform daily tasks.Getting Information:    Receives requisitions for media, glassware, and supplies from laboratory 
personnel and specimen submitters to distribute to appropriate providers and units.    Receives mail from post office 
and various couriers to facilitate testing processes.Handling and Moving Objects:    Uses hands and arms in handling, 
positioning, and moving samples and supplies to perform daily tasks.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and develops constructive and cooperative working relationships with others and maintains 
them over time.Interacting with Computers:    Uses computers, software, and laboratory information systems to enter 
data or process information.Performing General Physical Activities:    Performs physical activity such as walking, 
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stooping, balancing, lifting, and climbing to complete daily tasks.Communication with Supervisors, Peers, or 
Subordinates:    Communicates status of assigned tasks or other relevant information to supervisors or peers by 
telephone, in written form or in person.Operating Vehicle, Mechanized Devices, or Equipment:    Operates passenger 
vehicle to retrieve and deliver mail and supplies. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Informing    Time Management    Written Communication    Customer Focus    
Integrity And Trust    Interpersonal Savvy    Work/Life BalanceKnowledge:    ClericalSkills:    Active Learning    Active 
Listening    Mathematics    Reading Comprehension    Coordination    Equipment Maintenance    Operation and Control    
Operation MonitoringAbilities:    Category Flexibility    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    
Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Reaction Time    Wrist-Finger 
Speed    Multi-Limb Coordination    Extent Flexibility    Static Strength    Auditory Attention    Far Vision    Near Vision    
Peripheral Vision    Speech Clarity    Speech Recognition    Vision Color Discrimination 
 
Tools and Equipment Used: 
    PH Meter    Pipette    Autoclaves    Balances    Computers    Calculators    Centrifuges    Biological Safety CabinetAnd 
other laboratory and office equipment as required 
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098122 - LABORATORY TECHNICIAN 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4555 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time sub-professional laboratory work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required. Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as media production, reagent and solution preparation, glassware readiness, specimen receipt and accessioning all 
in support of the laboratory.  This class differs from that of Laboratory Technician 1 in that an incumbent of the latter is 
not responsible for performing simple laboratory tests. 
 
Work Activities: 
Inspecting Equipment, Structure, or Material:    Inspects basic equipment to identify the cause of errors or other 
problems or defects.Identifying Objects, Actions, and Events:    Sorts mail to distribute to the appropriate 
areas.Evaluating Information to Determine Compliance with Standards:    Uses relevant information to determine age of 
specimens to comply with standards.Processing Information:    Categorizes orders based on needs and priority for 
delivery to ordering units.    Verifies data on requisitions and reports to determine accuracy.    Calculates modifications 
for formula changes.    Orders tests in appropriate database for suitable unit to begin the analysis process. Estimating 
the Quantifiable Characteristics of Products, Events, or Information:    Determine sample acceptability for 
testing.Organizing, Planning, and Prioritizing Work:    Prioritizes work for efficiency to complete daily 
assignments.Judging the Qualities of Things, Services, or People:    Assesses the general characteristics of the media 
products made to determine acceptability for use in the testing process.    Assesses the importance or priority of internal 
and/or external inquiries for customers to determine appropriate response and actions.Training and Teaching Others:    
Trains and teaches peers bench assignments to help them obtain competency.Repairing and Maintaining Mechanical 
Equipment:    Performs preventative maintenance on basic equipment used in assigned areas.Monitor Processes, 
Materials, or Surroundings:    Monitors inventory for a specified unit to ensure adequate supplies are always on hand.    
Monitors equipment within a specified area to maintain proper functionality.Performing Administration Activities:    
Processes and completes all records, reports, and correspondence within the required time frame to keep them 
organized and available for review.Documenting/Recording Information:    Documents, enters, transcribes, records, 
stores, and maintains information in written or electronic form.Communicating with Persons Outside Organization:    
Communicates with people outside the organization, representing the organization to external sources to answer 
questions and disseminate appropriate information.Controlling Machines and Processes:    Uses either control 
mechanisms or direct physical activity to operate machines or processes for testing or laboratory support.    Operates a 
variety of office equipment including but not limited to copiers, scanners, fax machines, calculators, and digital cameras 
to perform daily tasks.Getting Information:    Receives requisitions for media, glassware, and supplies from laboratory 
personnel and specimen submitters to distribute to appropriate providers and units.    Receives mail from post office 
and various couriers to facilitate testing processes.Handling and Moving Objects:    Uses hands and arms in handling, 
positioning, and moving samples and supplies to perform daily tasks.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and develops constructive and cooperative working relationships with others and maintains 
them over time.Interacting with Computers:    Uses computers, software, and laboratory information systems to enter 
data or process information.Performing General Physical Activities:    Performs physical activity such as walking, 
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stooping, balancing, lifting, and climbing to complete daily tasks.Communication with Supervisors, Peers, or 
Subordinates:    Communicates status of assigned tasks or other relevant information to supervisors or peers by 
telephone, in written form or in person.Operating Vehicle, Mechanized Devices, or Equipment:    Operates passenger 
vehicle to retrieve and deliver mail and supplies. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Informing    Time Management    Written Communication    Customer Focus    
Integrity And Trust    Interpersonal Savvy    Work/Life BalanceKnowledge:    ClericalSkills:    Active Learning    Active 
Listening    Mathematics    Reading Comprehension    Coordination    Equipment Maintenance    Operation and Control    
Operation MonitoringAbilities:    Category Flexibility    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    Time Sharing    
Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Reaction Time    Wrist-Finger 
Speed    Multi-Limb Coordination    Extent Flexibility    Static Strength    Auditory Attention    Far Vision    Near Vision    
Peripheral Vision    Speech Clarity    Speech Recognition    Vision Color Discrimination 
 
Tools and Equipment Used: 
    PH Meter    Pipette    Autoclaves    Balances    Computers    Calculators    Centrifuges    Biological Safety CabinetAnd 
other laboratory and office equipment as required 
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062915 - LABORER 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1788 
 
Minimum Qualifications: 
Education and Experience: None.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled laboring work of routine difficulty; and performs related 
work as required.Distinguishing Features: An employee in this class performs a variety of routine laboring work including 
highway maintenance, building maintenance, grounds maintenance, and acts as helper to craftsmen. 
 
Work Activities: 
1. Performs highway maintenance work including flagging traffic, cutting bushes, picking up trash, cleaning culverts, and 
shoveling asphalt.2. Performs some ground maintenance work including cutting grass with small mowers, cutting and 
hauling firewood, raking leaves, cutting dead trees, and repairing fences.3. Performs some routine building custodial 
maintenance work including sweeping, vacuuming, mopping, stripping, waxing and buffing floors, cleaning windows, 
cleaning restrooms, changing linens and towels; may assist skilled crafts workers in building maintenance, repair, and 
construction.4. Performs garage attendant work including pumping gas and adding oil to vehicles; may drive a parts 
truck to pick up needed supplies.5. Operates and utilizes a variety of tools and equipment including pick-up truck, 
tractor, air compressor, air gauge, gas pumps, floor jacks, grinders, chain saws, cement mixers, trash compactors, and 
buffers.6. May perform some routine sales work including selling merchandise, renting boats and sporting equipment, 
and operating a cash register.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062915 - LABORER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1789 
 
Minimum Qualifications: 
Education and Experience: None.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs unskilled laboring work of routine difficulty; and performs related 
work as required.Distinguishing Features: An employee in this class performs a variety of routine laboring work including 
highway maintenance, building maintenance, grounds maintenance, and acts as helper to craftsmen. 
 
Work Activities: 
1. Performs highway maintenance work including flagging traffic, cutting bushes, picking up trash, cleaning culverts, and 
shoveling asphalt.2. Performs some ground maintenance work including cutting grass with small mowers, cutting and 
hauling firewood, raking leaves, cutting dead trees, and repairing fences.3. Performs some routine building custodial 
maintenance work including sweeping, vacuuming, mopping, stripping, waxing and buffing floors, cleaning windows, 
cleaning restrooms, changing linens and towels; may assist skilled crafts workers in building maintenance, repair, and 
construction.4. Performs garage attendant work including pumping gas and adding oil to vehicles; may drive a parts 
truck to pick up needed supplies.5. Operates and utilizes a variety of tools and equipment including pick-up truck, 
tractor, air compressor, air gauge, gas pumps, floor jacks, grinders, chain saws, cement mixers, trash compactors, and 
buffers.6. May perform some routine sales work including selling merchandise, renting boats and sporting equipment, 
and operating a cash register.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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097448 - LAND SURVEY TECHNICIAN 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4610 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with an associate's degree or technical 
certification in land surveying or other closely related field and experience equivalent to two years of full-time 
professional land surveying work.  Substitution of Experience for Education:  Qualifying full-time professional land 
surveying or related work may be substituted for the required education on a year-for-year basis to a maximum of two 
years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to have a valid motor vehicle operator's 
license. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for performing technical land surveying work of average difficulty; 
and performs related work as required. Distinguishing Features:  An employee in this class is responsible for conducting 
land surveys; operating mechanical and electronic surveying equipment; using hand and power tools; operating motor 
vehicles, all-terrain vehicles, power and row boats; inspecting boat ramps to determine the need for repairs and 
inspecting surrounding areas for proper signage and needed replacements; conducting title searches; and using 
electronic methods to store inspection reports and photos from survey project sites.  The Land Surveyor Technician class 
differs from the Land Surveyor class in that an incumbent of the Land Surveyor class performs work of a more difficult 
nature and serves as a supervisor for employees of this class.  
 
Work Activities: 
Processing Information1.     Operate survey data collectors to record measurements used in drafting of survey and 
engineering projects to complete mapping of assigned projects within agency standards.                Performing General 
Physical Activities1.     Perform physical activities to include walking, lifting, carrying, balancing, climbing, stooping, 
jumping, and sitting for extended periods of time to transport tools and equipment from the work base to work sites to 
obtain survey information necessary for agency projects.2.     Carry items, tools, and equipment, some loads weighing 
over 50 pounds, for extended periods of time on level or uneven ground that may be wet, wooded, rocky, steep, or 
cavernous terrain; or in deep water.3.     Perform physical activities for extended periods of time in weather conditions 
that may include but are not limited to  hot, cold, wet, or windy conditions.4.     Perform physical activities in locations 
inhabited by wildlife and/or plant life species that could cause illness or bodily harm if encountered. Controlling 
Machines and Processes  Operate devices to include but not limited to Global Positioning Systems (GPS) (Real Time 
Kinematic) technology, level, and/or total station to complete surveying, engineering, and construction projects. 
Operate handheld devices with mobile applications specific to the agency for reporting inspection, repair, and 
maintenance issues, or to enhance customer service to internal and external customers seeking current information 
about agency specific activities or resources. Getting Information  Gather field survey data and measurements for 
engineering division to facilitate completion of agency projects. Gather survey data, information, documents, and 
records from relevant sources including but not limited to courthouses, register of deeds, property assessors, and state 
highway department to identify documented plots of land or construction projects. Collect information from agency files 
and records needed to carry out new surveys using source maps, previous survey data, computer records, and other 
relevant information. Updating and Using Relevant Knowledge  Maintain knowledge while keeping knowledge base up-
to-date and relevant with the most current practices, procedures, and any certifications in surveying equipment and 
collection techniques to improve the efficiency and productivity of the individual and the agency's engineering or 
construction operations. Operating Vehicles, Mechanized Devices, or Equipment1.     Operate passenger vehicles, boats, 
and all-terrain vehicles (ATVs) to access work areas statewide and to use to complete tasks as necessary. Identifying 
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Objects, Actions, and Events  Inspect boating access areas to determine the maintenance, repairs, and installation of 
signage needed to ensure agency rules and regulations are posted for stakeholders to view. Inspect and record physical 
conditions of property and assets at boating access areas using paper, digital, or other communication methods to 
ensure the continued maintenance of the area to provide safe access by all stakeholders.  Handling and Moving 
Objects1.     Use appropriate equipment and tools to locate and place markers, fasten signage to posts or trees; and/or 
dig soil to install signage, survey pins, boundary markers; and cutting brush.2.     Load and unload all-terrain vehicles 
(ATVs), tools, equipment, and/or boats from the pick-up truck bed with ramps or from attached trailers when the tools, 
equipment, ATV and/or boat is transported to and from the job site as needed to complete work assignments. 
Inspecting Equipment, Structures, and Material1.     Inspect and test all surveying equipment for maintenance and repair 
needs to ensure proper functionality of the equipment.2.     Inspect assigned inventory tools and equipment to ensure 
proper functionality and safe operating condition. Organizing, Planning, and Prioritizing Work1.     Plan and organize 
individual travel, duties, and maintenance daily, weekly, and monthly to ensure assigned tasks are completed efficiently 
and cost effectively to maximize the use of agency resources. Interacting with Computers to Perform Administrative 
Activities1.     Use various computer programs effectively to complete tasks including but not limited to communicating 
by email, reporting time worked and leave taken, reviewing personal employment data, completing travel 
documentation, completing performance management documents, and storing inspection reports and photos from the 
project sites. Maintaining Mechanical Equipment  Performs operator level maintenance on assigned vehicles, tools, and 
equipment within specified guidelines for routine or minor maintenance to ensure proper and safe working order. 
Recognize and report any deficiencies or needed repairs found concerning vehicles, tools, and equipment to the 
supervisor or designee for scheduling repairs or maintenance. Maintaining Electronic Equipment  Maintain and monitor 
all electronic equipment within manufacturer's recommended instructions and inspect the equipment to ensure all are 
operating properly as designed. Recognize and report any deficiencies found concerning electronic equipment to the 
supervisor or designee for scheduling any repairs or maintenance.  Communicating with Supervisors, Peers, and 
Subordinates1.     Communicate with supervisors and peers  effectively using  verbal, written, and electronic methods to 
work as a team member by, including but not limited to, reporting to the supervisor, exchanging information with the 
supervisor, coordinating with peers on projects to complete agency objectives. Establishing and Maintaining 
Interpersonal Relationships1.     Communicate with supervisors; managers; co-workers; representatives from other 
county, state, and federal agencies; and landowners, to inform and coordinate work activities in a positive manner to 
establish and maintain a harmonious, productive work environment.2.     Attend internal or external meetings or events 
as assigned to gain, share, and coordinate information with others toward accomplishing agency objectives. Evaluating 
Information to Determine Compliance with Standards1.     Conduct field inspections to determine vendor compliance 
with agency standards to ensure signage and boundaries are properly marked. Thinking Creatively  Provide creative idea 
input to the supervisor to improve the efficiency, productivity, and quality of performance of the agency. 
Communicating with Persons Outside Organization  Communicate with external customers in person, in writing, by 
telephone, or by email to provide positive customer service that is within state and agency standards. Estimating the 
Quantifiable Characteristics of Products, Events, or Information  Makes general estimates on distance, depth, time 
management, area coverage, and materials needed based upon visual observation and/or past experiences for 
immediate response to inquiries. 
 
Competencies (KSA’s): 
Competencies:  Ethics and Values Integrity and Trust Listening Patience Learning on the Fly Standing Alone Work/Life 
Balance Time Management Creativity Problem Solving Technical Learning Perseverance InformingKnowledge:  Basic 
Knowledge of Mathematics Basic Knowledge of Geography Customer and Personal Service Skills:  Basic Reading 
Comprehension                    Basic Speaking                Basic Writing                    Intermediate Operation and Control                           
Basic Mathematic                           Basic Troubleshooting                    Critical Thinking              Basic Quality Control Analysis                    
Basic Judgment and Decision Making                        Active Listening               Social Perception             Basic Equipment 
Maintenance                    Basic Equipment Selection                            Abilities  Selective Attention                          Oral 
Comprehension                       Written Comprehension                 Speech Clarity                  Speech Recognition                        
Written Expression                          Deductive Reasoning                      Intermediate Number Facility                       Oral 
Expression                Spatial Orientation                          Arm-Hand Steadiness                    Manual Dexterity                            
Dynamic Flexibility                         Stamina             Far Vision                          Near Vision                       Multi-limb Coordination               
Problem Sensitivity                         Control Precision                             Finger Dexterity               Reaction Time                 Speed 
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of Limb Movement                            Dynamic Strength                           Explosive Strength                          Extent Flexibility                            
Gross Body Coordination              Gross Body Equilibrium                 Static Strength                  Trunk Strength                 Depth 
Perception                             Peripheral Vision              Memorization                                  
 
Tools and Equipment Used: 
 All-Terrain Vehicles Tracked or Wheeled, Four-Wheel Drive (4WD) Vehicles Axes  -  Brush Hook, Bank Blade Boats  -  
Motorized & Non-Motorized Data Collector  -  Portable Data Input Terminal Desktop Computers Digital Cameras 
Distance Meters  -  Electronic Distance Measuring Devices Drills  -  Cordless, Rock, Hammer Engineering Scales Extension 
Pole  -  Prism Poles, Leveling Rods Global Positioning System (GPS) Receiver  -  Statewide Network Global Positioning 
Systems, Global Positioning Receivers, Real-Time Kinematics (RTK) Global Positioning Systems, Base Station Global 
Positioning Systems Hammers  -  Sledge, Framing, Carpenter's Hand Tools  -  Screw Drivers, Pliers, Socket Wrenches 
Hatchets Instrument Tripods Laser Distance Measuring Systems Laser Printers Levels  -  Automatic Optical Pendulum 
Leveling Systems, Geodetic Leveling Rods, Leveling Bubbles Machetes Mallets Measuring Wheels for Distance Metal 
Detectors  -  Magnetic Field Pipe/Pin Locators Personal Computers Plumb Bobs Post Hole Diggers, Tamping Bar, Pry Bar 
Post Driver  -  Fence Post and Carsonite Marker Driver Power Saws, Chainsaws Prisms Scanners Scientific Calculator, Pre-
Programmed Coordinate Geometry COGO Calculators Tape Measures Theodolites  -  Total Stations, Tribrach Level 
Bubble Adjusting Blocks Two-Way Radios Winches  -  Vehicle Mounted, ATV Mounted, Portable 
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097450 - LAND SURVEYOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4611 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university in pre-engineering or other acceptable related field and experience equivalent to four years of responsible 
full-time land surveying work; qualifying full-time land surveying or related work may be substituted for the required 
education on a year-for-year basis, to a maximum of two years.Summary: Under general supervision, is responsible for 
land surveying work of average difficulty and supervisory work of routine difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class acts as a registered land surveyor and is responsible for 
directing field surveys, conducting title searches, analyzing field data, and representing the state in property disputes. 
 
Other Requirements: 
Necessary Special Qualifications: Registered as a land surveyor with the State of Tennessee; a valid vehicle operator's 
license may be required for employment in some positions.Examination Method: Education and Experience, 100%, for 
Career Service positions.  
 
Job Overview: 
 
 
Work Activities: 
1. Assigns, trains, supervises, and evaluates staff performing survey and drafting work.2. Directs field surveys on 
property to be acquired, areas of encroachment, areas of disputed boundary lines, and construction layouts of 
projects.3. Researches county records for proof of title and property line descriptions on areas to be purchased for new 
projects, areas of encroachment, and areas of disputed boundaries.4. Analyzes field and title research data in order to 
determine exact property line locations and settles disputed areas; reduces field data, calculates and balances field 
traverse data, computes areas of surveys, computes area of encroachments, maps and records surveys of agency lands, 
prepares construction layout data, prepares courtroom exhibits, and writes legal descriptions.5. Operates and utilizes a 
variety of tools and equipment including levels, transits, theodolites, electronic distance measurers, chains, micro 
computer driven plotters and other survey calculating devices.6. Calibrates, cleans, maintains, and adjusts survey 
equipment.7. Gives expert testimony as a registered land surveyor on disputed areas on behalf of the state. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076420 - LANDSCAPE ARCHITECT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4221 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in Landscape Architecture and experience equivalent to 3 years of full-time professional landscape architectural  
work. Current registration in active status with the State of Tennessee as a professional landscape architect is also 
required. Substitution of Education for Experience: None. Substitution of Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: Possession of a current certificate of registration in active status as a professional 
landscape architect from the State of Tennessee is required at the time appointment and must be maintained during 
employment in the Landscape Architect classification. Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs professional landscape architectural work of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class plans and coordinates landscape 
management programs which include erosion control projects and herbicide pesticide application. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:  Directs consultants to complete landscape design projects for the 
agency. Directs landscape projects from beginning to end including public outreach, on-site analysis, preliminary 
designs, cost estimates, review of specifications, final design, field inspection, and evaluation. Continue until all tasks 
under the functional area have been written.     Processing Information:  Compiles and analyzes data on land conditions, 
materials, architectural construction projects, drainage, and location of structures to assist in the development of 
environmental reports and landscaping plans. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:  Designs and drafts planting plans to be used in planting trees, shrubs, and vines along highways and 
parkways with accompanying plant lists, sizes and specifications. Prepares grading plans, profiles and contour drawings 
to be used in developing state highways and parkways. Creates landscape design for streetscape, roadway design, and 
traffic calming.  Inspecting Equipment, Structures, or Material:  Estimates costs of materials and labor required in 
conjunction with the execution of plans for land development to ensure the agency stays within budget. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:  Estimates costs of materials and labor required in 
conjunction with the execution of plans for land development to ensure the agency stays within budget. Evaluating 
Information to Determine Compliance with Standards:  Evaluates projects as they progress to determine regulation and 
specification compliance and makes recommendations to existing specifications and plans. Monitoring and Controlling 
Resources:  Provides cost estimates and ensures that projects are within the budget set by the agency or division 
director. Identifying Objects, Actions, and Events:  Identifies the best solutions for problems regarding function and 
quality of exterior environments and makes necessary design drawings and plans. Researches and identifies potentially 
hazardous areas such as fire danger areas, slope instability, contaminated soil, flooding, and hazard trees. Making 
Decisions and Solving Problems:  Assists in the investigation of areas proposed for highway construction and prepares 
landscape development plans and drawings with an explanation of the architectural problems and recommendations for 
solving such problems. Conducts studies of erosion areas and makes recommendations as to what plants or seed 
mixtures should be planted to prevent erosion.  Performing for or Working Directly with the Public:  Addresses public 
outreach groups and sets up maintenance agreements with communities.  . Represents the Highway Beautification 
Office at interagency and public meetings on matters involving landscape and environmental design. Analyzing Data or 
Information:  Analyzes functional, spatial, commercial, safety and aesthetic requirements of proposed landscape areas. 
Monitor Processes, Materials, or Surroundings:  Monitors construction or rehabilitation work to ensure compliance with 
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specifications and quality standards. Reviews proposed project plans for landscaping by the agency. Assists in the review 
of landscape ordinance plans and building permit purposes. Reviews the work of lower level employees and/or 
consultants to ensure accuracy and compliance with proposal objectives. Thinking Creatively:  Develops scopes of work 
and requests for proposals (RFP) to assist in the coordination of consultant services. Assists in the creation of planting 
designs and recommends types and location of trees, shrubs, etc. for new structures or improve existing structures. 
Updating and Using Relevant Knowledge:  Maintains necessary qualifications and an up to date licensure or certification 
to practice landscape architecture. Completes required training events/courses to learn new procedures and increase 
job proficiency. Communicating with Persons Outside Organization:  Confers with clients, engineering personnel and 
architects on overall program to ensure successful communication on the progress of the project. Coordinates with 
other State agencies on related landscape issues. Communicating with Supervisors, Peers, or Subordinates:  Conducts 
formal and informal presentations about proposed plans or designs to supervisors and coworkers. Serves as a point of 
contact for landscape issues within the agency for all modes of transportation. Communicates with assigned supervisor 
to ensure accurate and timely receipt of instructions and work assignments.   Establishing and Maintaining Interpersonal 
Relationships:  Maintains professional working relationships with peers and with upper management to ensure smooth 
and effective team operations. Serves as a technical liaison with other relevant specialists by participating in 
conferences and technical meetings. Resolving Conflicts and Negotiating with Others:  Receives, responds to, and 
diffuses internal and external conflicts and complaints. Notifies assigned supervisor or appropriate reporting authority of 
conflicts and complaints as required by relevant State policies and procedures. Scheduling Work and Activities:  
Schedules personal workload to meet requirements as specified by supervisor or established procedures. Determines 
work schedules for landscape architecture projects and communicates to consultants and TDOT staff. Interpreting the 
Meaning of Information for Others:  Advises workers on the interpretation of landscape architectural plans and 
recommends changes when necessary. Translates landscape architecture and horticultural concepts for others to 
understand. Developing and Building Teams:  Works politely and courteously with co-workers, supervisors, and other 
business partners to enhance mutual respect, trust, and cooperation among team members. Models effective 
performance for co-workers to provide a role model, encourage success in others, and enhance trust. Developing 
Objectives and Strategies:  Establishes objectives to meet long-term goals set by the agency for landscape architecture 
projects. Getting Information:  Receives project assignment from supervisor to begin related work processes such as 
designing and drafting planting, erosion, and landscape development plans. Utilizes maps of landscape areas, computer 
software, plans, and other documents to collect project information. Researches related topics on landscape 
architecture and works with supervisor and agency staff to develop landscape policies. Contacts subordinates, persons 
in other departments or divisions, representatives, and outside organizations, including producers and suppliers, for the 
purpose of furnishing or obtaining information. Organizing, Planning, and Prioritizing Work:  Incorporates last minute 
and unscheduled tasks into current workload to ensure timely and accurate completion of work. Monitors bidding, 
letting, construction, grant, and planting schedules to ensure all deadlines are met. Provide Consultation and Advice to 
Others:  Provides guidance to non-profit groups and local governments concerning roadside landscape projects. Informs 
supervisor and staff of problems and/or changes to plans, and makes suggestions for more effective regulation practice 
or development activity. Interacting With Computers:  Manages or develops computer graphics, three-dimensional 
renderings, and visual representations using computer-aided design and drafting (CADD) software. Uses office 
productivity software, including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Enters personal time and 
leave/overtime requests into the appropriate databases as required. Operates employee self-service database to 
maintain and view personal employment data. Performing Administrative Activities:  Maintains records and develops 
reports on landscape architecture projects. Responds to e-mails, phone calls, and other correspondence as required. 
Manages, operates, and utilizes office equipment such as copiers, scanners, fax machines, and calculators. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Intellectual Horsepower Problem Solving Informing Priority Setting 
Conflict Management Presentation Skills Building Effective Teams Managing Vision and Purpose Interpersonal Savvy  
Knowledge:  Knowledge of design techniques, tools, and principles involved in production of precision technical plans, 
blueprints, drawings, and models. Knowledge of the practical application of engineering science and technology.  This 
includes applying principles, techniques, procedures, and equipment to the design and production of various goods and 
services. Knowledge of the chemical composition, structure, and properties of substances and of the chemical processes 
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and transformations that they undergo. This includes uses of chemicals and their interactions, danger signs, production 
techniques, and disposal methods Knowledge of the chemical composition, structure, and properties of substances and 
of the chemical processes and transformations that they undergo. This includes uses of chemicals and their interactions, 
danger signs, production techniques, and disposal methods. Knowledge of principles and methods for describing the 
features of land, sea, and air masses, including their physical characteristics, locations, interrelationships, and 
distribution of plant, animal, and human life. Skills:  Active Listening Critical Thinking Reading Comprehension Speaking 
Complex Problem Solving Coordination Judgment and Decision Making Abilities:  Information Ordering Oral 
Comprehension Oral Expression Originality Visualization Spatial Orientation Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer   
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042731 - LAUNDRY MANAGER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1947 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of fulltime increasingly responsible employment in volume laundry services, including at least one year of 
lead or supervisory experience. Substitution of Experience for Education: Qualifying fulltime laundry experience may be 
substituted for the required education, on a year-by-year basis, there being no substitution for the one year of 
specialized experience.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for laundry management work of average difficulty in directing the 
operation of a relatively large, on site laundry; performs related work as required. Distinguishing Features: This is the 
first managerial class in the Laundry Worker sub-series. An employee in this class directs the operation of a large, high 
volume laundry at an institution. This class differs from that of the Laundry Supervisor in that an incumbent of the latter 
is responsible for directing the operation of a moderate sized laundry or assists in the directing the operation of a large 
laundry.  
 
Work Activities: 
Performing Administrative Activities:     Maintains files, reports, and records for daily operations, personnel, and 
administration for laundry service and personnel as required by code, policy, and procedure. Monitoring and Controlling 
Resources:    Monitors on an on-going basis all factors involved in the direct costs of laundry service 
operations.Developing Objectives and Strategies:    Performs analysis of the laundry facilities, systems, and equipment's 
capability to meet the facilities future projected needs for laundry operations.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to laundry service operations.Identifying Objects, 
Actions, and Events:    Identifies the potential impact of special events on laundry operations.    Identifies problems 
relative to laundry operations that need to be communicated to immediate supervisors and facility management.Making 
Decisions and Solving Problems:    Takes corrective action if laundry sanitation and safety guidelines are not being met.    
Makes recommendations on promotions and hiring for laundry staff.    Recommends and takes corrective actions when 
problems are identified with supply and labor costs.Training and Teaching Others:    Mentors and coordinates training 
needed for new and existing staff to meet operational and staff developmental needs.Guiding, Directing, and Motivating 
Subordinates:    Provides performance guidelines, performance monitoring, and personnel performance evaluations to 
staff as required by policy and procedures.Establishing and Maintaining Interpersonal Relationships:    Interacts in a 
positive manner with other staff members and fellow employees to foster and maintain a harmonious working 
environment.    Communicates effectively with others to resolve conflicts quickly and efficiently.Repairing and 
Maintaining Mechanical Equipment:    Oversees minor repairs and maintenance of laundry equipment and 
systems.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved in laundry 
service operations.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates the 
materials and products needed for daily operations and special events involving laundry services operations.    Estimates 
the time and staff requirements needed for preparation and laundry service delivery for daily operations and special 
events.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes laundry 
production and purchasing records to determine the status and any problems relative to laundry cost 
control.Interpreting the Meaning of Information for Others:    Instructs staff and/or offenders about policies, 
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procedures, and work requirements for assigned duties as needed.Resolving Conflicts and Negotiating with Others:    
Promptly takes appropriate action to resolve problems and settle disputes.Inspecting Equipment, Structures, or 
Material:    Inspects laundry tools and equipment for safety and proper operation in order to take corrective action if 
needed.    Performs inspections of chemical storage for contents and inventory accountability as required by code, 
policy, and procedures.    Conducts safety, security, sanitation inspections, and quality checks of laundry processes and 
operational areas as required by code, policy and procedures.    Inspects laundry supply deliveries for quality and 
quantity.Monitor Processes, Materials, or Surroundings:    Monitors inventory and use of hazardous materials and 
supplies used in laundry preparation areas as required by policy and procedures.    Monitors the status of the 
performance evaluation process for staff as required by policy and procedures.    Monitors and reviews daily, weekly, 
and monthly inspections of processes and procedures as required by policy and procedures.    Reviews performance of 
quality checks and may do quality checks during the laundry processes.Interacting With Computers:    Uses a computer 
to process time for payroll purposes, performance evaluations, and to process purchase and work orders.Repairing and 
Maintaining Electronic Equipment:    Performs maintenance on electronic components of laundry equipment as required 
by operating procedures.Communicating with Persons Outside Organization:    Communicates with vendors/contractors 
relative to contracts/support/maintenance for facility laundry operations as required by code, policy, and 
procedures.Assisting and Caring for Others:    Responds appropriately when personal assistance is needed.Getting 
Information:    Reviews supply stocks and inventory to insure that production requirements can be met.    Reviews 
production sheets to ensure necessary work can be performed as required.    Checks population and location head 
counts for planning work activities.Performing General Physical Activities:    May be required to stand or walk for long 
periods of time to monitor laundry service preparation processes and operational service lines.Coaching and Developing 
Others:    Works with all assigned personnel to develop their personal career skills and abilities.Processing Information:    
Checks product inventory levels against use and production reports to detect and prevent loss and waste and to control 
laundry costs.    Compiles and checks the laundry production counts and other production monitoring processes and 
reports.    Checks laundry supply delivery paperwork for quality control against the quantities and products ordered.    
Checks staff's work schedules and hours relative to work requirements to meet production needs and to assist in 
controlling overtime costs.Judging the Qualities of Things, Services, or People:    Identifies needed corrective actions 
with laundry performance in accordance with policy and procedures.    Ensures that laundry quality and consistency 
meets the required guidelines set by policy and procedures.    Monitors all personnel and staff in the laundry areas to 
ensure that they meet the standards as required by policy and procedures.    Cooperates with others to meet work 
assignments.Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules daily, weekly, and monthly personal 
work activities.Scheduling Work and Activities:    Develops, checks, and maintains laundry service staff’s work schedules 
in order to meet laundry service production operation's needs.Communicating with Supervisors, Peers, or Subordinates:    
Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
to laundry service to promote effective completion of work requirements and tasks.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job responsibilities.    Reviews policies and procedures for needed changes to improve service and 
operations. Evaluating Information to Determine Compliance with Standards:    Reviews required reports and 
inspections relative to laundry service operations to insure they are properly prepared and performed according to 
required standards and policy. Operating Vehicles, Mechanized Devices, or Equipment:    May operate state equipment 
or vehicles in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Directing Others    Hiring and Staffing    Business Acumen    
Process Management    Learning on the Fly    Technical Learning    Organizing    Perseverance    Organizational Agility 
Knowledge:    Administration and Management    Clerical    Economics and Accounting    Computers and Electronics    
Customer and Personal Service    Mathematics    Production and Processing    Public Safety and Security Skills:    Active 
Listening    Active Learning    Critical Thinking    Speaking    Monitoring    Management of Personnel Resources    
Judgment and Decision Making    Reading Comprehension    Complex Problem Solving    Writing    Time Management    
Coordination Abilities:    Deductive Reasoning    Time Management    Problem Sensitivity    Information Ordering    Oral 
Comprehension    Oral Expression    Written Expression    Written Comprehension    Speech Clarity 
 
Tools and Equipment Used: 
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    Personal Computer    Adding Machine    Copiers    Telephone    Fax Machine    Printer    Laundry Equipment 
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042731 - LAUNDRY MANAGER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  11138 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of fulltime increasingly responsible employment in volume laundry services, including at least one year of 
lead or supervisory experience. Substitution of Experience for Education: Qualifying fulltime laundry experience may be 
substituted for the required education, on a year-by-year basis, there being no substitution for the one year of 
specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for laundry management work of average difficulty in directing the 
operation of a relatively large, on site laundry; performs related work as required.  Distinguishing Features: This is the 
first managerial class in the Laundry Worker sub-series. An employee in this class directs the operation of a large, high 
volume laundry at an institution. This class differs from that of the Laundry Supervisor in that an incumbent of the latter 
is responsible for directing the operation of a moderate sized laundry or assists in the directing the operation of a large 
laundry.  
 
Work Activities: 
Performing Administrative Activities:  Files, reports, and records for daily operations, personnel, and administration for 
laundry service and personnel as required by code, policy, and procedure.  Monitoring and Controlling Resources:  On an 
on-going basis all factors involved in the direct costs of laundry service operations.  Developing Objectives and 
Strategies:  Performs analysis of the laundry facilities, systems, and equipment’s capability to meet the facilities future 
projected needs for laundry operations.  Staffing Organizational Units:  Participates in the employee hiring processes for 
the work unit recommending hires and promotions of staff.  Recommends staff needs and allocations to management 
relative to laundry service operations.  Identifying Objects, Actions, and Events:  Identifies the potential impact of special 
events on laundry operations.  Identifies problems relative to laundry operations that need to be communicated to 
immediate supervisors and facility management.  Making Decisions and Solving Problems:  Takes corrective action if 
laundry sanitation and safety guidelines are not being met.  Makes recommendations on promotions and hiring for 
laundry staff.  Recommends and takes corrective actions when problems are identified with supply and labor costs.  
Training and Teaching Others:  Mentors and coordinates training needed for new and existing staff to meet operational 
and staff developmental needs.  Guiding, Directing, and Motivating Subordinates:  Provides performance guidelines, 
performance monitoring, and personnel performance evaluations to staff as required by policy and procedures.  
Establishing and Maintaining Interpersonal Relationships:  Interacts in a positive manner with other staff members and 
fellow employees to foster and maintain a harmonious working environment.  Communicates effectively with others to 
resolve conflicts quickly and efficiently. Repairing and Maintaining Mechanical Equipment:  Oversees minor repairs and 
maintenance of laundry equipment and systems. Developing and Building Teams:  Encourages teamwork and 
cooperation among all persons involved in laundry service operations. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:  Estimates the materials and products needed for daily operations and special events 
involving laundry services operations. Estimates the time and staff requirements needed for preparation and laundry 
service delivery for daily operations and special events. Analyzing Data or Information:  Analyzes payroll reports to 
evaluate labor costs and controls.  Analyzes laundry production and purchasing records to determine the status and any 
problems relative to laundry cost control. Interpreting the Meaning of Information for Others:  Instructs staff and/or 
offenders about policies, procedures, and work requirements for assigned duties as needed. Resolving Conflicts and 
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Negotiating with Others:  Promptly takes appropriate action to resolve problems and settle disputes. Inspecting 
Equipment, Structures, or Material:  Inspects laundry tools and equipment for safety and proper operation in order to 
take corrective action if needed.  Performs inspections of chemical storage for contents and inventory accountability as 
required by code, policy, and procedures. Conducts safety, security, sanitation inspections, and quality checks of laundry 
processes and operational areas as required by code, policy and procedures.  Inspects laundry supply deliveries for 
quality and quantity. Monitor Processes, Materials, or Surroundings:  Monitors inventory and use of hazardous materials 
and supplies used in laundry preparation areas as required by policy and procedures.  Monitors the status of the 
performance evaluation process for staff as required by policy and procedures.  Monitors and reviews daily, weekly, and 
monthly inspections of processes and procedures as required by policy and procedures. Reviews performance of quality 
checks and may do quality checks during the laundry processes. Interacting with Computers:  Uses a computer to 
process time for payroll purposes, performance evaluations, and to process purchase and work orders. Repairing and 
Maintaining Electronic Equipment:  Performs maintenance on electronic components of laundry equipment as required 
by operating procedures.   Communicating with Persons Outside Organization:  Communicates with vendors/contractors 
relative to contracts/support/maintenance for facility laundry operations as required by code, policy, and procedures.  
Assisting and Caring for Others:  Responds appropriately when personal assistance is needed. Getting Information:  
Reviews supply stocks and inventory to ensure that production requirements can be met.  Reviews production sheets to 
ensure necessary work can be performed as required.  Checks population and location head counts for planning work 
activities. Performing General Physical Activities:  May be required to stand or walk for long periods of time to monitor 
laundry service preparation processes and operational service lines. Coaching and Developing Others:  Works with all 
assigned personnel to develop their personal career skills and abilities. Processing Information:  Checks product 
inventory levels against use and production reports to detect and prevent loss and waste and to control laundry costs.  
Compiles and checks the laundry production counts and other production monitoring processes and reports.  Checks 
laundry supply delivery paperwork for quality control against the quantities and products ordered.  Checks staff’s work 
schedules and hours relative to work requirements to meet production needs and to assist in controlling overtime costs.   
Judging the Qualities of Things, Services, or People:  Identifies needed corrective actions with laundry performance in 
accordance with policy and procedures.  Ensures that laundry quality and consistency meet the required guidelines set 
by policy and procedures.  Monitors all personnel and staff in the laundry areas to ensure that they meet the standards 
as required by policy and procedures.  Cooperates with others to meet work assignments. Organizing, Planning, and 
Prioritizing Work:  Prioritizes and schedules daily, weekly, and monthly personal work activities. Scheduling Work and 
Activities:  Develops, checks, and maintains laundry service staff work schedules in order to meet laundry service 
production operation’s needs. Communicating with Supervisors, Peers, or Subordinates:  Effectively communicates with 
other staff, supervisors, and offenders concerning events, activities, and policies related to laundry service to promote 
effective completion of work requirements and tasks. Updating and Using Relevant Knowledge:  Attends and 
participates in all required in-service and pre-service training related to applying new knowledge to their job 
responsibilities.  Reviews policies and procedures for needed changes to improve service and operations. Evaluating 
Information to Determine Compliance with Standards:  Reviews required reports and inspections relative to laundry 
service operations to insure they are properly prepared and performed according to required standards and policy. 
Operating Vehicles, Mechanized Devices, or Equipment: May operate state equipment or vehicles in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competencies Directing Others Hiring and Staffing Business Acumen Process 
Management Learning on the Fly Technical Learning Organizing Perseverance Organizational Agility Knowledge:  
Administration and Management Clerical Economics and Accounting Computers and Electronics Customer and Personal 
Service Mathematics Production and Processing Public Safety and Security Skills:   Listening Active Learning Critical 
Thinking Speaking Monitoring Management of Personnel Resources Judgment and Decision Making Reading 
Comprehension Complex Problem Solving Writing Time Management Coordination Abilities:  Deductive Reasoning Time 
Management Problem Sensitivity Information Ordering Oral Comprehension Oral Expression Written Expression Written 
Comprehension Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Adding Machine Copiers Telephone Fax Machine Printer Laundry Equipment  
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042723 - LAUNDRY SUPERVISOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1942 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of fulltime employment in volume laundry services. Substitution of Experience for Education: Qualifying 
fulltime laundry service experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for laundry supervisory work of average difficulty in managing a 
moderate-sized institutional laundry or assisting in managing the largest of laundry services at a state institution; 
performs related work as required. Distinguishing Features: This is the first supervisory class in the Laundry Worker sub-
series. An employee in this class is assigned supervisory duties, and may be the only supervisor in a moderate - sized 
laundry. This class differs from the Laundry Worker 2 in that an incumbent of the latter is responsible for acting as a lead 
laundry worker, whereas the Laundry Supervisor is responsible for full supervisory work of substantial nature. This class 
differs from that of the Laundry Manager in that an incumbent of the latter is responsible for directing all services at the 
largest and highest volume institutional laundries.  
 
Work Activities: 
Performing Administrative Activities:    Maintains files, reports, and records for daily operations, personnel, and 
administration for laundry service and personnel as required by code, policy, and procedure.Monitoring and Controlling 
Resources:    Monitors on an on-going basis all factors involved in the direct costs of laundry service 
operations.Developing Objectives and Strategies:    Performs analysis of the laundry facilities, systems, and equipment's 
capability to meet the facilities future projected needs for laundry operations.Staffing Organizational Units:    
Participates in the employee hiring processes for the work unit recommending hires and promotions of staff.    
Recommends staff needs and allocations to management relative to laundry service operations.Identifying Objects, 
Actions, and Events:    Identifies the potential impact of special events on laundry operations.    Identifies problems 
relative to laundry operations that need to be communicated to immediate supervisors and facility management.Making 
Decisions and Solving Problems:    Takes corrective action if laundry sanitation and safety guidelines are not being met.    
Makes recommendations on promotions and hiring for laundry staff.    Recommends and takes corrective actions when 
problems are identified with supply and labor costs.Training and Teaching Others:    Mentors and coordinates training 
needed for new and existing staff to meet operational and staff developmental needs.Guiding, Directing, and Motivating 
Subordinates:    Provides performance guidelines, performance monitoring, and personnel performance evaluations to 
staff as required by policy and procedures.Establishing and Maintaining Interpersonal Relationships:    Interacts in a 
positive manner with other staff members and fellow employees to foster and maintain a harmonious working 
environment.    Communicates effectively with others to resolve conflicts quickly and efficiently.Repairing and 
Maintaining Mechanical Equipment:    Oversees minor repairs and maintenance of laundry equipment and 
systems.Developing and Building Teams:    Encourages teamwork and cooperation among all persons involved in laundry 
service operations.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates the 
materials and products needed for daily operations and special events involving laundry services operations.    Estimates 
the time and staff requirements needed for preparation and laundry service delivery for daily operations and special 
events.Analyzing Data or Information:    Analyzes payroll reports to evaluate labor costs and controls.    Analyzes laundry 
production and purchasing records to determine the status and any problems relative to laundry cost 
control.Interpreting the Meaning of Information for Others:    Instructs staff and/or offenders about policies, 
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procedures, and work requirements for assigned duties as needed.Resolving Conflicts and Negotiating with Others:    
Promptly takes appropriate action to resolve problems and settle disputes.Inspecting Equipment, Structures, or 
Material:    Inspects laundry tools and equipment for safety and proper operation in order to take corrective action if 
needed.    Performs inspections of chemical storage for contents and inventory accountability as required by code, 
policy, and procedures.    Conducts safety, security, sanitation inspections, and quality checks of laundry processes and 
operational areas as required by code, policy and procedures.    Inspects laundry supply deliveries for quality and 
quantity.Monitor Processes, Materials, or Surroundings:    Monitors inventory and use of hazardous materials and 
supplies used in laundry preparation areas as required by policy and procedures.    Monitors the status of the 
performance evaluation process for staff as required by policy and procedures.    Monitors and reviews daily, weekly, 
and monthly inspections of processes and procedures as required by policy and procedures.    Reviews performance of 
quality checks and may do quality checks during the laundry processes.Interacting With Computers:    Uses a computer 
to process time for payroll purposes, performance evaluations, and to process purchase and work orders.Repairing and 
Maintaining Electronic Equipment:    Performs maintenance on electronic components of laundry equipment as required 
by operating procedures.Communicating with Persons Outside Organization:    Communicates with vendors/contractors 
relative to contracts/support/maintenance for facility laundry operations as required by code, policy, and 
procedures.Assisting and Caring for Others:    Responds appropriately when personal assistance is needed.Getting 
Information:    Reviews supply stocks and inventory to insure that production requirements can be met.    Reviews 
production sheets to ensure necessary work can be performed as required.    Checks population and location head 
counts for planning work activities.Performing General Physical Activities:    May be required to stand or walk for long 
periods of time to monitor laundry service preparation processes and operational service lines.Coaching and Developing 
Others:    Works with all assigned personnel to develop their personal career skills and abilities.Processing Information:    
Checks product inventory levels against use and production reports to detect and prevent loss and waste and to control 
laundry costs.    Compiles and checks the laundry production counts and other production monitoring processes and 
reports.    Checks laundry supply delivery paperwork for quality control against the quantities and products ordered.    
Checks staff's work schedules and hours relative to work requirements to meet production needs and to assist in 
controlling overtime costs.Judging the Qualities of Things, Services, or People:    Identifies needed corrective actions 
with laundry performance in accordance with policy and procedures.    Ensures that laundry quality and consistency 
meets the required guidelines set by policy and procedures.    Monitors all personnel and staff in the laundry areas to 
ensure that they meet the standards as required by policy and procedures.    Cooperates with others to meet work 
assignments.Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules daily, weekly, and monthly personal 
work activities.Scheduling Work and Activities:    Develops, checks, and maintains laundry service staff’s work schedules 
in order to meet laundry service production operation’s needs.Communicating with Supervisors, Peers, or Subordinates:    
Effectively communicates with other staff, supervisors, and offenders concerning events, activities, and policies related 
to laundry service to promote effective completion of work requirements and tasks.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job responsibilities.    Reviews policies and procedures for needed changes to improve service and 
operations.Evaluating Information to Determine Compliance with Standards:    Reviews required reports and inspections 
relative to laundry service operations to insure they are properly prepared and performed according to required 
standards and policy.Operating Vehicles, Mechanized Devices, or Equipment:    May operate state equipment or vehicles 
in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Directing Others    Hiring and Staffing    Business Acumen    
Process Management    Learning on the Fly    Technical Learning    Organizing    Perseverance    Organizational 
AgilityKnowledge:    Administration and Management    Clerical    Economics and Accounting    Computers and 
Electronics    Customer and Personal Service    Mathematics    Production and Processing    Public Safety and 
SecuritySkills:    Active Listening    Active Learning    Critical Thinking    Speaking    Monitoring    Management of 
Personnel Resources    Judgment and Decision Making    Reading Comprehension    Complex Problem Solving    Writing    
Time Management    CoordinationAbilities:    Deductive Reasoning    Time Management    Problem Sensitivity    
Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Written Comprehension    Speech 
Clarity 
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Tools and Equipment Used: 
    Personal Computer    Adding Machine    Copiers    Telephone    Fax Machine    Printer    Laundry Equipment 
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042721 - LAUNDRY WORKER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1933 
 
Minimum Qualifications: 
Education and Experience: None.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Noncompetitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs volume institutional laundry work of routine difficulty; and performs 
related work as required.Distinguishing Features: This is the entry-working level class in the Laundry Worker sub-series. 
An employee in this class usually is assigned to work in the laundry of mental, correctional, or other institutions. This 
class differs from that of Laundry Worker 2 in that an incumbent of the latter is responsible for acting as lead laundry 
worker. 
 
Work Activities: 
1. Separates, sorts, and folds laundry.2. Routinely mixes chemicals to be used in commercial washers; loads and unloads 
laundry into washers, extractors, and dryers.3. Cleans up work areas.4. Operates a variety of laundry equipment 
including flat work iron, steam presser, mangle, folder, towel machine, sheet folder, spreader, sewing machine, laundry 
delivery truck, washer, extractor, dryer.5. May deliver laundry.6. May routinely mend torn clothes and other articles; 
may be assigned to mark laundry.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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042722 - LAUNDRY WORKER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1941 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime experience in volume commercial or 
institutional laundry work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading others in institutional laundry work of routine difficulty; 
and performs related work as required. Distinguishing Features: This is the lead class in the Laundry Worker sub-series. 
An employee in this class is assigned to lead and perform a full range of institutional laundry services. This class differs 
from that of the Laundry Worker 1 in that an incumbent of the latter acts in an entry-level capacity rather than as a lead 
person. This class differs from that of the Laundry Supervisor in that an incumbent of the latter is responsible for full 
supervisory duties of substantial nature. 
 
Work Activities: 
Coordinating the Work and Activities of Others:    Acts as the lead worker in a laundry operation for other staff and 
offenders.Performing Administrative Activities:    Maintains files, reports, and records for daily operations, personnel, 
and administration for laundry service and personnel as required by code, policy, and procedure.Staffing Organizational 
Units:    Recommends staff needs and allocations to management relative to laundry service operations.    May 
participate in the employee hiring processes for the work unit recommending hires and promotions of staff.Developing 
Objectives and Strategies:    Assists in the performance of analysis of laundry facilities, systems, and equipment to meet 
the projected needs of the facility in laundry operations.Establishing and Maintaining Interpersonal Relationships:    
Interacts in a positive manner with other staff members and fellow employees to foster and maintain a harmonious 
working environment.    Communicates effectively with others to resolve conflicts quickly and efficiently.Getting 
Information:    Reviews supply stocks and inventory to insure that production requirements can be met.    Checks 
laundry bags for inventory/location sources/proper marking as required by procedures.Developing and Building Teams:    
Encourages teamwork and cooperation among all persons involved in laundry service operations.Training and Teaching 
Others:    Mentors and coordinates training needed for new and existing staff to meet operational and staff 
developmental needs.Identifying Objects, Actions, and Events:    Identifies the potential impact of special events on 
laundry operations.    Identifies problems relative to laundry operations that need to be communicated to immediate 
supervisors and facility management.Interpreting the Meaning of Information for Others:    Instructs staff and/or 
offenders about policies, procedures, and work requirements for assigned duties as needed.Resolving Conflicts and 
Negotiating with Others:    Promptly takes appropriate action to resolve problems and settle disputes.Guiding, Directing, 
and Motivating Subordinates:    May provide performance guidelines, performance monitoring, and personnel 
performance evaluations to staff as required by policy and procedures.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Assists in estimating the materials and products needed for daily operations and 
special events involving laundry services operations.    Assists in estimating the time and staff requirements needed for 
preparation and laundry service delivery for daily operations and special events.Inspecting Equipment, Structures, or 
Material:    May perform inspections of chemical storage for contents and inventory accountability.    Inspects laundry 
tools and equipment for safety and proper operation in order to take corrective action if needed.    Conducts safety, 
sanitation inspections, and quality checks of laundry processes and operational areas.    Inspects laundry supply 
deliveries for quality and quantity.Coaching and Developing Others:    Works with all assigned personnel to develop their 
personal career skills and abilities.Monitor Processes, Materials, or Surroundings:    Monitors inventory and use of 
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hazardous materials used in laundry preparation areas.    Monitors and reviews daily, weekly, and monthly inspections 
of processes and procedures as required by policy and procedures.    Reviews performance of quality checks and may do 
quality checks during the laundry processes.Making Decisions and Solving Problems:    Takes corrective action if laundry 
sanitation and safety guidelines are not being met.    Recommends and takes corrective actions when problems are 
identified with supply and labor costs.    Makes recommendations for changes needed in policies and procedures to 
improve quality and efficiency in laundry service operations.Scheduling Work and Activities:    May develop, check, and 
maintain laundry service staff’s work schedules in order to meet laundry service production operations 
needs.Performing General Physical Activities:    May be required to stand or walk for long periods of time to monitor 
laundry service preparation processes and operational service lines.    Performs laundry work loading and unloading 
washing machines and dryers and sorting laundry.Analyzing Data or Information:    May analyze laundry production and 
purchasing records to determine the status and any problems relative to laundry cost control.Interacting With 
Computers:    May use a computer to process time for payroll purposes, performance evaluations, and to process 
purchase and work orders.Repairing and Maintaining Mechanical Equipment:    Performs small or routine maintenance 
tasks on laundry equipment such as cleaning and oiling the equipment.Judging the Qualities of Things, Services, or 
People:    Ensures that laundry quality and consistency meets required guidelines.    Monitors all personnel and staff in 
the laundry areas to ensure that they meet the standards as required by policy and procedures.    Cooperates with 
others to meet work assignments.Assisting and Caring for Others:    Responds appropriately when personal assistance is 
needed.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to laundry service to promote effective 
completion of work requirements and tasks.Communicating with Persons Outside Organization:    May communicate 
with vendors/contractors relative to contracts and support for facility laundry operations as required by code, policy, 
and procedures.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state laundry equipment in the 
conduct of their work.    May operate vehicles in the conduct of their work.Updating and Using Relevant Knowledge:    
Attends and participates in all required in-service and pre-service training related to applying new knowledge to their 
job responsibilities.    Reviews policies and procedures for needed changes to improve laundry service and 
operations.Handling and Moving Objects:    Handles laundry and laundry supplies on a daily basis.Repairing and 
Maintaining Electronic Equipment:    May perform minor repairs and services on electronic components of laundry 
equipment.Processing Information:    May check product inventory levels against use and production reports to detect 
and prevent loss and waste and to control laundry costs.    May compile and check the laundry production counts and 
other production monitoring processes and reports.    May check staff's work schedules and hours relative to work 
requirements to meet production needs and to assist in controlling overtime costs.    May check laundry supply delivery 
paperwork for quality control against the quantities and products ordered.Organizing, Planning, and Prioritizing Work:    
Prioritizes and schedules daily, weekly, and monthly personal work activities.Evaluating Information to Determine 
Compliance with Standards:    May assist in the review of required reports and inspections relative to laundry service 
operations to insure they are properly prepared and performed according to required standards and policy. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Learning on the Fly    Problem Solving    Organizing    Managing 
Through Systems    Customer Focus    Timely Decision Making    Sizing up People    Time Management    
PatienceKnowledge:    Clerical    Computers and Electronics    Customer and Personal Service    Mathematics    
Production and Processing    Public Safety and SecuritySkills:    Active Listening    Active Learning    Critical Thinking    
Speaking    Monitoring    Judgment and Decision Making    Reading Comprehension    Complex Problem Solving    Time 
ManagementAbilities:    Category Flexibility    Time Management    Problem Sensitivity    Oral Comprehension    Oral 
Expression    Arm-Hand Steadiness    Near Vision    Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Laundry Equipment 
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027274 - LAW CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1491 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038873 - LAW ENF TRNG ACADEMY ASST DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1936 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time responsible law enforcement work including, at least, two 
years of law enforcement administrative or supervisory work; qualifying full-time professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: Minimum standards for law enforcement officers are required.Examination Method: 
Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for Law Enforcement Training Academy managerial work and supervisory 
criminal justice teaching work of average difficulty; and performs related work as required.Distinguishing Features: The 
employee in this class has supervisory responsibility for the work of subordinate Law Enforcement Training Academy 
staff and management responsibility for the day-to-day operations, functions, activities and services of the Law 
Enforcement Training Academy. This class differs from Law Enforcement Training Academy Director in that an 
incumbent of the latter directs all Law Enforcement Training Academy operations, functions, activities, and services. 
 
Work Activities: 
1. Assigns, trains, supervises and evaluates subordinate Law Enforcement Training Academy staff; makes 
recommendations on employment, retention, promotion, dismissal and other personnel actions.2. Assists in developing, 
implementing and enforcing policy and procedures for academy operations, functions, activities, and services.3. Assists 
in planning, organizing, managing and directing academy operations, functions, activities and services.4. Assists in 
directing academy instructors in the research and development of new course curriculum for specialized subjects.5. 
Handles difficult negotiations, personal relationships, public contacts, and problems related to day-to-day academy 
operations and services.6. Assists in directing the maintenance and preparation of operating records and reports.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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038874 - LAW ENF TRNG ACADEMY DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1937 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under general direction, is responsible for Law Enforcement Training Academy managerial work and 
supervisory criminal justice teaching work of considerable difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class directs all Law Enforcement Training Academy operations, 
functions, activities, and services. This class differs from Law Enforcement Training Academy Assistant Director in that an 
incumbent of the latter is responsible for managing day-to-day operations, functions, activities and services of the Law 
Enforcement Training Academy. 
 
Work Activities: 
1. Through subordinate supervisory and managerial staff, directs the assignment, training, supervision, and evaluation of 
a relatively small staff performing criminal justice training work with state-wide impact.2. Directs the enforcement of 
policy and procedures for all academy operations, functions, activities, and services.3. Plans, organizes, manages, and 
directs all academy operations, functions, activities, and services.4. Handles difficult negotiations, personal 
relationships, public contacts, and problems related to all academy operations and services.5. Makes decisions on 
employment, retention, promotion, demotion, and other personnel actions.6. Directs the preparation and maintenance 
of all operating records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038871 - LAW ENF TRNG INSTRUCTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1925 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college with a bachelor's degree as well as three years of full-
time responsible law enforcement experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; If assigned to teach first aid, possess 
certification as an emergency medical technician; Possess a valid motor vehicle operator's license at the time of 
appointment in some positions; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal justice teaching work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the entry-working class in the Law Enforcement 
Training Instructor sub-series. An employee in this class performs a wide range of criminal justice course preparation, 
and class room instruction work. This class differs from that of Law Enforcement Training Instructor Per Spec in that an 
incumbent of the latter is the lead classification that is responsible for an area of specialization within the Law 
Enforcement Training Academy. 
 
Work Activities: 
Identifying Objects, Actions, and Events: Monitors federal and Tennessee state law in order to asses change in status of 
the law or updates.Interpreting the Meaning of Information for Others: Interpret P.O.S.T. rules for other law 
enforcement agencies. May interpret legal opinions and court cases for outside agencies.Thinking Creatively: Develops 
practical applications scenarios to complement classroom lecture. Researches and develops training materials, teaching 
aids, and lessons plans in order to meet the needs of law enforcement agencies. Develops written examinations as 
needed according to changes in laws, and law enforcement related information.Making Decisions and Solving Problems: 
Determines cadet's continuance within program based on, academics, physical measures, and attitude, and medical 
condition.Performing General Physical Activities: Demonstrates and performs defensive tactics techniques. 
Demonstrates and performs actual and simulated vehicle stops and arrests. Demonstrates and performs firearm 
techniques. Demonstrates and performs aerobic and anaerobic exercises.Training and Teaching Others: Instructs 
commissioned officers in survival training, stop and approach tactics, first aid, defensive tactics, police firearms combat 
training, basic criminal law, constitutional law, search and seizure law, search warrants, laws of arrest, use of deadly 
force, narcotics and drug identification and enforcement techniques, methods of handling hostage situations, defensive 
and pursuit driving techniques, accident investigation and reconstruction, and effective report writing. Provides dynamic 
simulation training to reinforce classroom lecture. Conducts train-the-trainer instruction for departmental instructors. 
Performs teaching work in a wide range of criminal justice related course areas at the Law Enforcement Training 
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Academy. Instructs from training outline, education, and practical experience. Uses visual aids to increase course 
effectiveness. May perform in-service teaching work statewide.Monitoring and Controlling Resources: Monitors and 
controls resources related with training. May monitor ammunition inventory, procurement, storage, use and 
allocation.Updating and Using Relevant Knowledge: Works with sheriffs and police departments in a law enforcement 
capacity in order to stay current on law enforcement practices. Maintains up to date licensure and certification in order 
to operate equipment. Attends train the trainer sessions to obtain new instructor certifications; maintain current 
certifications.Evaluating Information to Determine Compliance with Standards: Ensures cadets are abiding by Tennessee 
Law Enforcement Training Academy standards.Processing Information: Evaluates costs and benefits of grants in order to 
document the number of agencies and personnel within agencies that benefit from said grants.Repairing and 
Maintaining Mechanical Equipment: Repairs and maintains law enforcement equipment, training equipment.Getting 
Information: Research current criminal trends in order to develop instructional programs. Conducts internal 
investigation regarding violations of academy policies and procedures by the basic police school. Researches crime 
statistics to develop instructional program. Obtains information from police chiefs and sheriffs to identify training 
needs.Assisting and Caring for Others: Provides medical attention to recruits for minor injuries.Resolving Conflicts and 
Negotiating with Others: Resolves internal conflicts related with cadets.Inspecting Equipment, Structures, or Material: 
Inspects training equipment in order to ensure safety and operation and efficiency. Inspects cadets' firearms for safety 
and accuracy. Inspects training vehicles through routine vehicle maintenance checks.Organizing, Planning, and 
Prioritizing Work: Incorporating last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Organizing and prioritizing personal workloads using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.Developing and Building Teams: Encourages cadets to work as a team.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates vehicles in order to demonstrate defensive driving techniques. 
Operating a variety of office equipment.Communicating with Persons Outside Organization: Serves as expert witness in 
areas of expertise during legal proceedings. Assists outside agencies with investigations, patrol functions, and preparing 
reports. Reports training progress of cadets to other agencies.Provide Consultation and Advice to Others: Provides 
advice as necessary to other agencies as requested.Developing Objectives and Strategies: Sets objectives for students in 
order to prepare them for their law enforcement career.Coaching and Developing Others: May coach or mentor new 
hires on performance and the workplace.Judging the Qualities of Things, Services, or People: Grades, and evaluates 
effectiveness of cadets written and practical examinations. Evaluates students on their attitude, leadership, teamwork 
and academics in order to provide performance metrics to other law enforcement departments.Monitor Processes, 
Materials, or Surroundings: Monitors campus to ensure cadets and instructors safety. Monitors cadets in order to assess 
physical fitness levels. Monitors cadet's academic progress. Monitors weather in order to determine hazardous 
conditions for the purposes of training.Interacting With Computers: Enters data in order to update database containing 
enrollment records and training records.Performing Administrative Activities: Maintains records and prepares reports. 
Enters personal time and leave/overtime requests into the appropriate database as required. Responding to email 
phone calls and other correspondence as required.Communicating with Supervisors, Peers, or Subordinates: Assists 
other academy instructors and supervisors in research and development of new course curriculum of specialized 
subjects. Makes recommendations for training needs and modifications and development of training programs. Reports 
training progress of cadets to superiors. Introduces and assists other instructors in class presentations.Handling and 
Moving Objects: Assembles and maintains physical fitness equipment. Handling, storing and issuing ammunition utilized 
in basic police school and specialized school. Builds and maintains structures to house training equipment, and facilitate 
training practicums. Assembles and breaks down graduation arrangements.Establishing and Maintaining Interpersonal 
Relationships: Establishes relationship with police chiefs and sheriffs from departments across the state of Tennessee. 
Attends Tennessee State Law Enforcement Training Officers Association conferences. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Presentation Skills Customer Focus Organizing Time Management Action Oriented 
Technical Learning Functional/Technical Competency Perseverance Standing AloneKnowledge: Intermediate knowledge 
of public safety and security Intermediate knowledge of law and government Knowledge of educational and training 
procedures and principals Intermediate knowledge of Tennessee Code Annotated Knowledge of court procedures 
Knowledge of basic computer operationsSkills: Intermediate public speaking skills Skill to select appropriate instructional 
methods Intermediate instructing skills Judgment and decision making skills Active learning skills Active listening skills 
Social perceptiveness skills Writing skills Management of material resources skillsAbilities: Ability to speak clearly Oral 
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expression ability Oral comprehension Spatial orientation Written comprehension ability Deductive reasoning ability The 
ability to come up with unusual or clever ideas about a given topic or situation Written expression ability The ability to 
shift back and forth between two or more activities or sources of information 
 
Tools and Equipment Used: 
 Protective Hand-to-Hand Combat Equipment Weight Lifting Equipment Weapons Cleaning Tools Ammunition Targets 
Lecturing Props Weapons Computer Projector Handcuffs Printer 
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038872 - LAW ENF TRNG INSTRUCTOR SUPV 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1930 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college with a bachelors degree and experience equivalent to 
substantial (five or more years of) full-time responsible law enforcement work including, at least, two years of law 
enforcement instruction work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; If assigned to teach first aid, possess 
certification as an emergency medical technician; Possess a valid motor vehicle operator's license at the time of 
appointment in some positions; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory criminal justice teaching work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the supervisory class in the Law Enforcement 
Training Instructor sub-series. An employee in this class is responsible for supervising law enforcement training 
instructors, evaluating course presentations, and assisting with curriculum development. This class differs from that of 
Law Enforcement Training Instructor Per Spec in that an incumbent of the latter is responsible for lead, course 
preparation and course presentation work. This class differs from that of Law Enforcement Training Academy Assistant 
Director in that the incumbent of the latter is responsible for curriculum development, course evaluation, and assisting 
in establishing training standards and directing all academic activities. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Resolves internal conflicts related with instructors.Staffing 
Organizational Units: Selects candidate for instructor vacancies within the Tennessee Law Enforcement Training 
Academy based on experience, knowledge, skills, and abilities. Identifies promotional opportunities within 
subordinates.Identifying Objects, Actions, and Events: Monitors federal and Tennessee state law in order to asses 
change in status of the law or updates.Evaluating Information to Determine Compliance with Standards: Evaluates 
instructor's lesson to ensure Peace Officers Standards and Training requirements are met. Ensures cadets are abiding by 
Tennessee Law Enforcement Training Academy standards.Making Decisions and Solving Problems: Determines cadet's 
continuance within program based on, academics, physical measures, and attitude, and medical condition. Approves 
travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure 
compliance with departmental, state, and federal laws rules, regulations, guidelines, processes, and procedures.Thinking 
Creatively: Researches and develops training materials, teaching aids, and lessons plans in order to meet the needs of 
law enforcement agencies. Develops practical applications scenarios to complement classroom lecture. Develops 
written examinations as needed according to changes in laws, and law enforcement related information.Interacting 
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With Computers: Submits lesson plans to P.O.S.T. commission through information system. Enters data in order to 
update database containing enrollment records and training records.Documenting/Recording Information: Prepares 
report regarding the reason for dismissal of a cadet.Interpreting the Meaning of Information for Others: May interprets 
legal opinions and court cases for outside agencies. Interprets P.O.S.T. rules for other law enforcement 
agencies.Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work. Organizes and prioritizing personal workloads and the 
workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work. Delegates tasks to assigned subordinates based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and timely.Judging 
the Qualities of Things, Services, or People: Grades, and evaluates effectiveness of cadets written and practical 
examinations. Evaluates instructors' ability to teach the subjects they are assigned and their presentation method. 
Evaluates instructors through performance evaluations. Evaluates students on their attitude, leadership, teamwork and 
academics in order to provide performance metrics to other law enforcement departments.Developing and Building 
Teams: Models effective performance for co-workers and assigned subordinates to provide a role model, encourage 
success in others, and enhance trust. Encourages cadets to work as a team.Coordinating the Work and Activities of 
Others: Leads in assessing the value, importance, or quality of the law enforcement training program. Leads assigned 
subordinates in identifying the educational needs of others, developing formal educational or training programs or 
classes, and teaching or instructing others.Monitoring and Controlling Resources: Monitors and controlling resources 
related with training. Oversees the monitoring of ammunition inventory, procurement, storage, use and 
allocation.Communicating with Persons Outside Organization: Serves as expert witness in areas of expertise during legal 
proceedings. Reports training progress of cadets to other agencies. Assists outside agencies with investigations, patrol 
functions, and preparing reports.Communicating with Supervisors, Peers, or Subordinates: Reports training progress of 
cadets to superiors. Makes recommendations for training needs and modifications and development of training 
programs. Assists other academy instructors and supervisors in research and development of new course curriculum of 
specialized subjects. Introduces and assists other instructors in class presentations.Provide Consultation and Advice to 
Others: Provides recommendations on course of action after cadet fails critical assessment. Makes recommendations for 
changes in operations which effect efficiency and quality of agency operations. Advises upper management on team 
standard operating procedures, best practices, and other workflow factors in order to recommend strategy 
development and decision making. Provides advice as necessary to other agencies as requested.Training and Teaching 
Others: Instructs from training outline, education, and practical experience. Performs teaching work in a wide range of 
criminal justice related course areas at the Law Enforcement Training Academy. Instructs commissioned officers in 
survival training, stop and approach tactics, first aid, defensive tactics, police firearms combat training, basic criminal 
law, constitutional law, search and seizure law, search warrants, laws of arrest, use of deadly force, narcotics and drug 
identification and enforcement techniques, methods of handling hostage situations, defensive and pursuit driving 
techniques, accident investigation and reconstruction, and effective report writing. Provides dynamic simulation training 
to reinforce classroom lecture. Conducts train-the-trainer instruction for departmental instructors. Uses visual aids to 
increase course effectiveness. May perform in-service teaching work statewide.Updating and Using Relevant 
Knowledge: Maintains up to date licensure and certification in order to operate equipment. Works with sheriffs and 
police departments in a law enforcement capacity in order to stay current on law enforcement practices. Attends train 
the trainer sessions to obtain new instructor certifications; maintain current certifications.Repairing and Maintaining 
Mechanical Equipment: Repairs and maintains law enforcement equipment, training equipment.Assisting and Caring for 
Others: Provides medical attention to recruits for minor injuries.Coaching and Developing Others: Councils with students 
and instructors regarding training progress. Coaches or mentors new hires on performance and workplace. Mentors 
assigned subordinates on organizational culture, policies, and procedures.Performing Administrative Activities: 
Maintains records and prepares reports. Entering personal time and leave/overtime requests into the appropriate 
database as required. Responds to email, phone calls and other correspondence as required.Establishing and 
Maintaining Interpersonal Relationships: Establishes relationship with police chiefs and sheriffs from departments across 
the state of Tennessee. Attends Tennessee State Law Enforcement Training Officers Association conferences.Guiding, 
Directing, and Motivating Subordinates: Presents developmental opportunities and motivational factors to improve 
team development and the performance of assigned subordinates. Conducts performance evaluations on 
instructors.Scheduling Work and Activities: Determines training schedule for basic police school and specialized training 
classes. Schedules adjunct faculty's training classes. Determines work schedule for instructors. Schedules outside 
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agencies use of academy facilities and equipment.Inspecting Equipment, Structures, or Material: Inspects training 
equipment in order to ensure safety, operation, and efficiency. Inspect cadets' firearms for safety and accuracy. Inspects 
training vehicles through routine vehicle maintenance checks. Inspects duty equipment issued to instructors.Developing 
Objectives and Strategies: Assists assistant Director in developing new processes in order to advance Law Enforcement 
Training Academy goals and objectives. Generating S.M.A.R.T. goals for assigned subordinates. Sets objectives for 
students in order to prepare them for their law enforcement career.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates vehicles in order to demonstrate defensive driving techniques. Operating a variety of office 
equipment.Getting Information: Conducts internal investigation regarding violations of academy policies and procedures 
by the basic police school. Researches crime statistics to develop instructional program. Obtains information from police 
chiefs and sheriffs to identify training needs. Researches current criminal trends in order to develop instructional 
programs.Performing General Physical Activities: Demonstrates and performs aerobic and anaerobic exercises. 
Demonstrates and performs defensive tactics techniques. Demonstrates and performs firearm techniques. 
Demonstrates and performs actual and simulated vehicle stops and arrests.Controlling Machines and Processes: Mounts 
tires onto track vehicles utilized in emergency vehicle operations using tire machine.Monitor Processes, Materials, or 
Surroundings: Monitors weather in order to determine hazardous conditions for the purposes of training. Monitors 
cadets' academic progress. Monitors cadets in order to assess physical fitness levels. Monitors campus to ensure cadets 
and instructors safety.Processing Information: Evaluates costs and benefits of grants in order to document the number 
of agencies and personnel within agencies that benefit from said grants.Handling and Moving Objects: Handles, stores 
and issues ammunition utilized in basic police school and specialized school. Builds and maintains structures to house 
training equipment, and facilitate training practicums. Assembles and maintains physical fitness equipment. Assembles 
and breaks down graduation arrangements. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Perseverance Organizing Action Oriented Customer Focus Planning Approachability 
Directing Others Conflict Management Functional/Technical CompetencyKnowledge: Intermediate knowledge of 
Tennessee Code Annotated Intermediate knowledge of law and government Knowledge of court procedures 
Intermediate knowledge of public safety and security Knowledge of educational and training procedures and principals 
Knowledge of administration and management Knowledge of basic computer operationsSkills: Intermediate instructing 
skills Intermediate public speaking skills Judgment and decision making skills Active learning skills Active listening skills 
Skill to select appropriate instructional methods Writing skills Management of material resources skills Social 
perceptiveness skills Equipment maintenance skillsAbilities: Special orientation Oral expression ability The ability to 
come up with unusual or clever ideas about a given topic or situation Oral comprehension Speech clarity Deductive 
reasoning ability Written comprehension ability Written expression ability Management of personnel resources 
 
Tools and Equipment Used: 
 Protective Hand-to-Hand Combat Equipment Weight Lifting Equipment Weapons Cleaning Tools Ammunition Targets 
Lecturing props Weapons Computer Projector Handcuffs Printer 
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038875 - LAW ENF TRNG INSTRUCTOR-PER SP 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1944 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college with a bachelor's degree and four years of full-time 
responsible law enforcement experience including, at least, two years of law enforcement instruction work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class may be required to possess a 
certification in their area of specialization; Be willing to and able to qualify with, carry, and use assigned weapons; Be at 
least twenty-one (21) years of age on the date of application; Be a citizen of the United States; Have a good moral 
character, as determined by investigation; Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check; Have no 
conviction for a felony or have been discharged under any other than honorable conditions from any branch of the 
United States armed forces; Pass a physical examination administered by a licensed physician that is consistent with the 
Americans with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; If assigned to teach first aid, possess certification as an emergency 
medical technician; Possess a valid motor vehicle operator's license at the time of appointment in some positions; Upon 
appointment, successfully complete a prescribed course of instruction at the Tennessee Law Enforcement Academy or 
have successfully completed the equivalent of the prescribed course. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for lead work of average difficulty and criminal justice teaching 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the lead-level class in 
the Law Enforcement Training Instructor sub-series. An employee in this class oversees the activities and operations 
within a specialized area of the Law Enforcement Training Academy. This class differs from the Law Enforcement 
Training Instructor in that an incumbent of the latter does not lead, and is not responsible for an area of specialization 
within the Law Enforcement Training Academy. This class differs from that of Law Enforcement Training Instructor 
Supervisor in that an incumbent of the latter is the supervisory class responsible for assisting with curriculum 
development, supervising classroom instructors and evaluating course presentations, as it relates to all areas of 
specialization within the Law Enforcement Training Academy. 
 
Work Activities: 
Staffing Organizational Units: Recruits, and schedules all adjunct Emergency Vehicle Operations instructors utilized 
during BPS activity weeks and EVO specialized schools. Recruits, and schedules all adjunct Firearms instructors utilized 
during BPS activity weeks and firearms specialized schools. Recruits, and schedules all adjunct defensive tactics 
instructors utilized during BPS activity weeks and defensive tactics specialized schools.Thinking Creatively: Researches 
and develops training materials, teaching aids, and lessons plans in order to meet the needs of law enforcement 
agencies. Develops written examinations as needed according to changes in laws, and law enforcement related 
information.Evaluating Information to Determine Compliance with Standards: Ensures cadets are abiding by Tennessee 
Law Enforcement Training Academy and P.O.S.T. standards.Making Decisions and Solving Problems: Determines cadet's 
continuance within program based on, academics, physical measures, attitude, and medical condition. Approves or 
denies other law enforcement agencies request for use of assigned facilities.Performing General Physical Activities: 
Demonstrates and performs defensive tactics techniques. Demonstrates and performs actual and simulated vehicle 
stops and arrests. Demonstrates and performs firearm techniques. Demonstrates and performs aerobic and anaerobic 
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exercises. Demonstrates and performs defensive driving techniques. Demonstrates and performs investigative 
techniques.Organizing, Planning, and Prioritizing Work: Incorporating last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work. Organizing and prioritizing personal workloads using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Developing Objectives and 
Strategies: Sets objectives for students in order to prepare them for their law enforcement career.Coordinating the 
Work and Activities of Others: Supervises all maintenance efforts for TLETA's driving track and ancillary track support 
systems. Supervises all assigned defensive tactics LETIs and adjunct instructor during Basic Police School (BPS) activity 
weeks and all specialized schools incorporating defensive tactics training. Supervises, during Basic Police School (BPS) 
activity weeks and all specialized schools incorporating Emergency Vehicle Operation (EVO) training, all assigned track 
LETI's and adjunct instructors. Supervises all assigned firearms range LETIs and adjunct instructors during Basic Police 
School activity weeks and all specialized schools incorporating firearms instructors. Supervises all maintenance efforts 
for TLETA's firearms range, i.e. moving target system, low/dim light system, audio system, berm, etc.Updating and Using 
Relevant Knowledge: Works with sheriffs and police departments in a law enforcement capacity in order to stay current 
on law enforcement practices. Maintains up to date licensure and certification in order to operate equipment. Maintains 
annual certification as a Defensive Tactics Train the trainer. Attends train the trainer sessions to obtain new instructor 
certifications; maintain current certifications.Interacting With Computers: Enters data in order to update database 
containing enrollment records and training records.Coaching and Developing Others: Coaches or mentors new hires on 
performance and the workplace. Mentors assigned subordinates on organizational culture, policies, and 
procedures.Identifying Objects, Actions, and Events: Monitors federal and Tennessee state law in order to asses change 
in status of the law or updates.Judging the Qualities of Things, Services, or People: Grades, and evaluates effectiveness 
of cadets written and practical examinations. Evaluates students on their attitude, leadership, teamwork and academics 
in order to provide performance metrics to other law enforcement departments.Repairing and Maintaining Mechanical 
Equipment: Functions as TLETA's armorer for all firearm adjustments and or repairs as needed. Schedules and arranges 
transport for each vehicle for 6 and 12 month maintenance needs. Ensures all academy vehicles meet annual emissions 
testing standards. Procures, stores, and rotates tires for all track vehicles. Mounts tires onto track vehicles utilized in 
emergency vehicle operations using tire machine. Ensures vehicles have fuel and that fuel receipts are maintained. 
Repairs and maintains law enforcement equipment and training equipment as related to specific activity area. Maintains 
turning target system, running man system and dim light system on the firing range.Training and Teaching Others: 
Instructs commissioned officers in survival training, stop and approach tactics, first aid, defensive tactics, police firearms 
combat training, basic criminal law, constitutional law, search and seizure law, search warrants, laws of arrest, use of 
deadly force, narcotics and drug identification and enforcement techniques, methods of handling hostage situations, 
defensive and pursuit driving techniques, accident investigation and reconstruction, and effective report writing. 
Provides dynamic simulation training to reinforce classroom lecture. Conducts train-the-trainer instruction for 
departmental instructors. Performs teaching work in a wide range of criminal justice related course areas at the Law 
Enforcement Training Academy. Instructs from training outline, education, and practical experience. Uses visual aids to 
increase course effectiveness. Trains all new LETI's and adjunct faculty assigned to Defensive Tactics operations, 
Firearms Range operations, and/or EVO operations as per academy protocol. May perform in-service teaching work 
statewide.Interpreting the Meaning of Information for Others: May interpret legal opinions and court cases for outside 
agencies. Interprets P.O.S.T. and TLETA rules for other law enforcement agencies.Communicating with Persons Outside 
Organization: Serves as expert witness in areas of expertise during legal proceedings. Serves as TLETA's expert witness to 
testify in court cases regarding firearms incidents and firearms training, non-lethal force incidents and defensive tactics 
training, and/or EVO incidents and EVO training. Assists outside agencies with investigations, patrol functions, and 
preparing reports. Reports training progress of cadets to other agencies.Provide Consultation and Advice to Others: 
Provides advice as necessary to other agencies as requested. Recommends firearms (weapons) to commissioned TLETA 
staff based on research conducted. Provides recommendations on course of action after cadet fails critical 
assessment.Scheduling Work and Activities: Schedules faculty and adjunct faculty training duties depending on 
instructor's expertise. Schedules all TLETA gymnasium use, firearms range use and/or track use for TLETA events and all 
outside agencies events.Processing Information: Evaluates costs and benefits of grants in order to document the 
number of agencies and personnel within agencies that benefit from said grants.Monitoring and Controlling Resources: 
Monitors and controls resources related with training. Procures and maintains an inventory, and issues service firearms 
to the commissioned TLETA staff. Supervises the issuance and retrieval of training equipment to TLETA students and to 
outside law enforcement agencies. Procures, stores, and inventories all supplies specific to the defensive tactics 
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program, i.e. training handcuffs, training firearms, training batons, strike pads, training mats, etc. Procures, stores, and 
inventories all supplies specific to the firearms range, i.e. paper targets, cardboard sheets, wooded support uprights, etc. 
Ensures all garage equipment is secure, accounted for, and in good working order, arranging for any repairs as needed. 
Secures, maintains running inventory, procures, and allocates all ammunition stores maintained by TLETA. Secures, 
maintains, and repairs/replace all accessory range and track equipment, i.e. vehicles, two-way radios, timers, cones, 
barrels, barricades, etc. Supervises all garage activities and equipment use.Inspecting Equipment, Structures, or 
Material: Inspects training equipment in order to ensure safety and operation and efficiency. Assesses all maintenance 
efforts for TLETA's gymnasium and fitness suite. Inspects cadets' firearms for safety and accuracy. Inspects duty 
equipment issued to Cadets. Inspects training vehicles through routine vehicle maintenance 
checks.Documenting/Recording Information: Prepares property receipt return for equipment that is checked out of 
TLETA for use by other agencies. Oversees all requisite paperwork for each track vehicle, i.e. daily maintenance logs, 
mileage logs, etc. Fills out counseling statement after cadet fails critical assessment.Monitor Processes, Materials, or 
Surroundings: Monitors campus to ensure cadets and instructors safety. Monitors cadets in order to assess physical 
fitness levels. Monitors cadet's academic progress. Monitors weather in order to determine hazardous conditions for 
the purposes of training.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles in the performance 
of daily job duties. Operating a variety of office equipment. Maintains and operates dynamic training simulators. 
Maintains and operates turning target system. Maintains and issues equipment used in reality based training.Resolving 
Conflicts and Negotiating with Others: Resolves internal conflicts related with cadets. Resolves internal conflicts with 
instructors and adjunct faculty working under their supervision during activity weeks.Developing and Building Teams: 
Encourages cadets to work as a team. Encourages instructors to work as a team during activity weeks.Performing 
Administrative Activities: Maintains records and prepares reports. Enters personal time and leave/overtime requests 
into the appropriate database as required. Responds to email, phone calls, and other correspondence as 
required.Communicating with Supervisors, Peers, or Subordinates: Assists other academy instructors and supervisors in 
research and development of new course curriculum of specialized subjects. Makes recommendations for training needs 
and modifications and development of training programs. Reports training progress of cadets to superiors. Introduces 
and assists other instructors in class presentations.Handling and Moving Objects: Assembles and maintains physical 
fitness equipment. Handles, stores and issues ammunition utilized in basic police school and specialized school. Builds 
and maintains structures to house training equipment, and facilitate training practicums. Assembles and breaks down 
graduation arrangements.Getting Information: Researches current criminal trends in order to develop instructional 
programs. Conducts internal investigation regarding violations of academy policies and procedures by the basic police 
school. Reviews cases involving firearms use, EVO use, and/or non-lethal force use by law enforcement. Researches 
crime statistics to develop instructional program. Obtains information from police chiefs and sheriffs to identify training 
needs.Establishing and Maintaining Interpersonal Relationships: Establishes relationship with police chiefs and sheriffs 
from departments across the state of Tennessee. Attends Tennessee State Law Enforcement Training Officers 
Association conferences.Assisting and Caring for Others: Provides medical attention to recruits for minor injuries. 
Provides emotional support to cadets as needed. 
 
Competencies (KSA’s): 
Competencies: Organizing Time Management   Customer Focus Integrity and Trust Presentation Skills Technical Learning 
Perseverance Action Oriented Functional/Technical Competency Standing AloneKnowledge: Intermediate knowledge of 
Tennessee Code Annotated Intermediate knowledge of law and government Intermediate knowledge of public safety 
and security Knowledge of educational and training procedures and principals Knowledge of basic computer operations 
Knowledge of court procedures Knowledge of administration and managementSkills: Intermediate instructing skills 
Active listening skills Judgment and decision making skills Skill to select appropriate instructional methods Intermediate 
public speaking skills Active learning skills Writing skills Social perceptiveness skills Equipment maintenance skills 
Management of material resources skillsAbilities: Special orientation Speech clarity Deductive reasoning ability Written 
expression ability Oral expression ability Oral comprehension The ability to shift back and forth between two or more 
activities or sources of information Written comprehension ability The ability to come up with unusual or clever ideas 
about a given topic or situation 
 
Tools and Equipment Used: 
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 Protective Hand-to-Hand Combat Equipment Weight Lifting Equipment Weapons Cleaning Tools Ammunition Targets 
Lecturing props Weapons Computer Projector Handcuffs Printer 
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002763 - LEAD DATA ENTRY OPERATOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2654 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and two years of full-time 
experience in one or more of the following areas: (1) keying, scanning, or verifying data from a hard-copy document to a 
computer system to meet production targets (data entry); or (2) correcting codes on records which are input into a 
computer system to meet production targets (data processing); or (3) operating terminal consoles, disk or tape drives, 
printers, or other related peripheral equipment within a computer system (computer operations).ORSubstitution of 
Experience for the Required Education: Full-time office clerical or storekeeper experience may substitute for the 
required education on a year-for-year basis to a maximum substitution of four years: (i.e., one year of full-time office 
clerical or storekeeper experience may substitute for one year of high school education; two years of full-time office 
clerical or storekeeper experience may substitute for two years of high school education; three years of full-time office 
clerical or storekeeper experience may substitute for three years of high school education; four years of fulltime office 
clerical or storekeeper experience may substitute for graduation from high school).ORSubstitution of Vocational 
Education for Experience: Completion of a vocational certificate in data entry operations, computer operations, word 
processing operations, computer peripheral equipment operations, or other related business data processing program 
may substitute for one year of the required experience.ORSubstitution of College Education for Experience: Successful 
completion of at least nine out of forty-five quarter hours in data processing, systems analysis, computer programming, 
or related computer and information science from an accredited college or university may substitute for one year of the 
required experience. 
 
Other Requirements: 
"Necessary Special Qualifications: None.Examination Method: Computer Administered Test, 100%, for Career Service 
positions.Click here for further information about the written test." 
 
Job Overview: 
Summary: Under general supervision, leads others in data entry machine operations work of average difficulty in 
entering and verifying alpha-numeric information; and performs related work as required.Distinguishing Features: This is 
the lead-level class in the Data Entry series. An employee in this class prepares data entry jobs for distribution to Data 
Entry Operators, keys alphabetic and numeric data onto a computer screen to meet keystroke production targets, and 
verifies the accuracy of the keyed data. This class differs from Data Entry Operator in that an incumbent of the latter 
does not correct coding errors on hard-copy documents and receives job assignments from an incumbent of this class. 
This class differs from Data Entry Operations Supervisor 1 in that an incumbent of the latter provides direct supervision 
of subordinate Data Entry personnel in a work unit. 
 
Work Activities: 
1. Prepares data entry jobs for distribution and entry; logs the batch number, arrival date, and expected completion 
date of jobs to a hard-copy record; assigns jobs to working-level Data Entry Operators according to keystroke rates, 
amount of data to be entered, priority of the job, and other existing scheduling policies; accesses computer files to 
which data will be entered; enters alphanumeric data from a hard-copy record to the correct numeric or alphanumeric 
fields on a formatted computer screen.2. Identifies and corrects errors made on a user's hard-copy record; identifies 
invalid codes for data files, missing codes, and other coding errors made by users on hard-copy records; contacts users 
to determine the correction to be made for the coding errors; corrects the coding errors on the hard-copy document or 
instructs the user in correcting the errors.3. Identifies and corrects misspelled words, transposed letters or numbers, 
and any other errors generated during keying by rekeying the data; notes inconsistencies in the number of characters in 
a field, the placement of fields on the screen, and other formatting variables to assure that the screen matches the hard-
copy document; reports screen formatting problems to the supervisor.4. Trains new Data Entry Operators in such data 
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entry activities as accessing computer files, keying alphanumeric data from hard copy records to a computer screen, and 
verifying entered data; instructs less experienced personnel in the use of special fields, codes, or other keying 
procedures for new jobs.5. Answers telephones and directs the calls to the appropriate personnel; types letters, 
memorandums, or other correspondence; opens and dates mail to verify its receipt; and performs other clerical duties 
as requested by the supervisor in the absence of other clerical staff.6. Ensures that the data files in the computer system 
are backed up; loads tapes to a computer tape drive and enters copy commands to transfer data files from the 
computer system to the tape which serves as a back-up file for entered or purged data; submits the tapes to be run on 
the mainframe computer.7. Compares wages, fees, and other numeric data totals on a hardcopy record against totals 
calculated by the computer after data entry to assure that the totals are correct; changes totals on the user document 
or sends the form back to the user in order to correct errors when totals do not balance; compiles the number of user 
requests for historical or biographical data to be used by the supervisor for statistical activities reports.8. May 
photograph a file or record that has been scanned or keyed onto the computer system with a microfilm machine; keys 
the tape reel numbers for the microfilm to indicate the location of the microfilm on the computer system; vacuums dust 
from the microfilm machines; keeps ink in the copiers; and performs other duties in order to maintain the upkeep of the 
microfilming machines. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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044253 - LEAD PSYCH TECHNICIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1860 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of providing daily living care, one to one or group training/teaching, or medical assistance to individuals. 
Substitution of Education for Experience: 12 semester, hours or 400 vocational training hours in nursing or nursing 
assistance or a nursing assistance certificate from an accredited college, university, or vocational technical school may 
substitute for one of the required years of experience. ,12 semester hours is equivalent to 18 quarter hours of college 
course work. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under the supervision of licensed health care providers, is responsible for lead psychiatric technical work of 
routine difficulty; and performs related work as required. Distinguishing Features: This is the lead level in the Psychiatric 
Technician sub-series. Employees in this job class are responsible for the training and orientation of new Psychiatric 
Technicians and may supervise technician staff on one shift in a patient care unit or admissions office of a psychiatric 
hospital. An employee in this class may be assigned to work days, evenings, nights, weekends, and/or holidays. This class 
differs from Psychiatric Technician in that an incumbent of the latter does not train new employees or supervise. NOTE: 
Applicants who have not been Psychiatric Technicians with the State of Tennessee in the last calendar year must 
complete an approved Psychiatric Technician training course with the State of Tennessee or pass an equivalent 
examination. Failure to do so may result in termination. 
 
Work Activities: 
Assisting and Caring for Others:  Performs lifesaving emergency procedures (e.g., CPR, Heimlich maneuver). Rescues 
injured patients and/or escorts patients to appropriate areas during the event of an emergency. Provides basic and/or 
emergency/psychiatric medical assistance under the direct supervision of a licensed health care provider. Searches for 
and retrieves patients who are unaccounted for or who have left facility without authorization. Bathes, clothes, feeds 
and provides direct daily living care for patients. Calls for assistance to provide prompt medical intervention. Teaches 
patients to function at the highest daily living level possible through demonstration, one-on-one instruction, videos, or 
booklets. Promotes social interaction by encouraging patient participation in group activities and/or discussions. Adjusts 
protective devices (e.g., helmets, mittens, spit masks) to ensure patient and staff safety. Conduct group therapy sessions 
(e.g., exercise, music, relaxation therapy) with patients in the treatment mall. Answers signals or call lights to determine 
the need of the patient. Escorts patients on field trips and medical appointments. Collects specimens (e.g., urine 
samples) from patients to send to laboratory. Introduces the patient to other patients and the facility's staff.Updating 
and Using Relevant Knowledge:  Maintains current information and adheres to the Health Information Portability and 
Privacy Act (HIPPA) and other regularity standards relevant to job duties. Attends annual and periodic in-service training 
to keep up-to-date on the latest methods and technologies relevant to job duties.Organizing, Planning, and Prioritizing 
Work: Establishes unit goals and priorities based on divisional policy, production, and resources to ensure adequate 
coverage on units.Performing General Physical Activities:  Restrains patients to prevent injuries to themselves and 
others. Moves, lifts, and/or transfers patients using sliding boards, wheel chairs, or other required equipment. Cleans 
the work area, supplies, and equipment to ensure a sanitary living environment.Evaluating Information to Determine 
Compliance with Standards:  Reviews staffing information for a unit to determine if there is adequate staffing for 
effective operation of the unit. Evaluates patients' functionality to determine the need for mobility assistance.Thinking 
Creatively:  May assist in the development or revision of reports for documenting patient information.Operating 
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Vehicles, Mechanized Devices, or Equipment:  May operate a wheel-chair accessible vehicle or other State motor vehicle 
to drive patients to off-campus trips or appointments or to pick up needed supplies.Scheduling Work and Activities:  
May ensure patients' secure transportation upon discharge. Schedules a minimum number of staff to work a given shift 
to ensure all patient and building needs are met. Schedules in-service training and orientation for the 
unit.Communicating with Persons Outside Organization:  Communicates with family members, service providers, and 
the general public to exchange information in accordance with HIPPA laws.Guiding, Directing, and Motivating 
Subordinates:  Provides recommendations regarding Psychiatric Technicians' performance evaluations based on 
identified progress in work environment.Inspecting Equipment, Structures, or Material: Inspects patients' belongings, 
rooms and other patient areas to check for contraband, safety and health issues, equipment functioning, or other 
problems or issues. Inspects food trays to ensure the delivered items are consistent with the diet list for each 
patient.Processing Information: Ensures all required forms have been completed as necessary to gain approval prior to 
taking patients from the facility for off-campus trips or appointments. Compiles attendance information daily for 
treatment mall groups to prepare a report for use in assessing participation. Checks inventory sheets to ensure patients 
have their own belongings when being discharged.Interpreting the Meaning of Information for Others:  Explains HIPPA 
laws, patients' rights, and other information to patients, families, and/or conservators. Explains routine ancillary services 
during patient orientation. Explains changes in policies or procedures to staff to help them understand how their daily 
work is impacted. Explains admission, vital sign, and laboratory procedures to patients. Explains to patients the reason 
why they are leaving the institution grounds for off-campus trips or appointments.Coordinating the Work and Activities 
of Others:  Coordinates workload of Psychiatric Technician staff on a unit to ensure adequate patient care.Training and 
Teaching Others:  May conduct agency-specific and specialized training to improve staff performance and/or comply 
with departmental, state, and federal regulations/standards.Performing for or Working Directly with the Public:  Greets 
and interacts with visitors to determine the reason for their visit, document/authorize their visit, and/or direct to 
appropriate location.Coaching and Developing Others: Talks with personnel who have a problem to identify options that 
will solve the problem. Trains and mentors new staff by providing feedback and information on organizational culture, 
policies, and procedures, task prioritization, and other work-related information. Notifies staff of inappropriate conduct 
and the disciplinary action that will be taken if the behavior continues. Provides assistance to Psychiatric Technicians 
when needed. Notifies staff of inappropriate conduct and the disciplinary action that will be taken if the behavior 
continues.Getting Information:  Checks patients for the presence of injuries and/or contraband. Takes patients' vital 
signs upon admission and per doctor's orders. Observes patients visually for changes in behavior or attitude indicating 
effective or ineffective training/treatment. Observes employees as they perform tasks to ensure accuracy and efficiency 
in work activities. Visually checks the physical condition of units for any possible safety hazards. Visually observes 
patients' behavior. Observes patients to detect distress (e.g., poor vital signs, level of consciousness, behavior outburst). 
Asks patients questions upon admission to identify food and/or medical allergies. Monitors the amount of clothing and 
personal items belonging to patients.Resolving Conflicts and Negotiating with Others:  Discusses therapeutic solutions 
with patients to de-escalate conflicts or other tense situations. Talks with other Psychiatric Technician staff to facilitate 
resolution of conflicts or disagreements.Communicating with Supervisors, Peers, or Subordinates:  Meets with other 
staff daily to discuss patient behavior or any other hospital situations that have occurred. Contacts all appropriate 
personnel to notify them of any off-campus trips or appointments for patients. Reports to immediate supervisor 
observed progression or regression in patients that may indicate training/treatment need changes. Communicates to 
appropriate staff the patients' needs for interpreters or any other special services. Reports any safety or building 
maintenance problems to appropriate staff to request repairs or correction of problem.Documenting/Recording 
Information:  Documents general changes in the patients' behavior (e.g., eating and sleeping patterns). Documents 
inspection of findings on body injury chart. Labels laboratory specimen transport containers to ensure proper handling 
of specimens. Records key behavior on flow sheet for patients in seclusion, restraints, and during unit checks. Records 
patient progress on institutional tracking forms. Records procedures and/or tests performed on pre-printed logs. 
Records a personal item inventory for patients.Identifying Objects, Actions, and Events: Identifies problematic situations 
between staff and patients and takes appropriate corrective action (e.g., intervenes when a staff member is having 
difficulties interacting with a patient). Identifies patients at risk based on current assessment by medical professionals 
and follows established protocols for specific risks to ensure safety of patients and staff.Monitor Processes, Materials, or 
Surroundings:  Monitors alarms and panic buttons to ensure safety of patients and staff. Monitors patients during 
administration of medications and meals to assist in compliance with prescribed regimen. Monitors office and medical 
supplies to ensure that adequate quantities are on hand.Controlling Machines and Processes:  Operates or assists in the 
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operation of Hoyer lifts, scales, suction canisters, or other patient care equipment Operates copiers and scanners to 
create digital images of paper documents.Interacting With Computers:  Uses a computer (e.g., access the internet, use 
office productivity software, such as word processing, spreadsheet, or presentation programs) to process or obtain 
information, create documents, and communicate by email.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Estimates the quantities of resource materials needed to conduct treatment mall classes based 
on number of groups and number of participants in each group.Handling and Moving Objects:  May move and unload 
boxes of office and medical supplies to their correct storage location. Removes personal items and bed linens from 
patients' room upon discharge. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Drive for Results Customer Focus Patience Listening Directing Others Compassion 
Managerial Courage Approachability Problem Solving Time Management Understanding OthersKnowledge: 
Intermediate knowledge of principles and processes for providing customer and personal services, including customer 
needs assessment and meeting quality standards for services Intermediate knowledge of principles and methods for 
teaching and instruction for individuals and groups Intermediate knowledge of business and management principles 
involved in leadership techniques, and coordination of people and resources Intermediate knowledge of administrative 
and clerical procedures and systems such as word processing, managing files and records, and other office procedures 
and terminologySkills: Intermediate skill in giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times 
Intermediate skill in selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things Intermediate skill in communicating effectively in writing as appropriate for the 
needs of the audience Basic skill in identifying complex problems and reviewing related information to develop and 
evaluate options and implement solutions Basic skill in managing one's own time and the time of others Basic skill in 
understanding written sentences and paragraphs in work related documents Intermediate skill in being aware of others' 
reactions and understanding why they react as they do Intermediate skill in understanding the implications of new 
information for both current and future problem-solving and decision-making Basic skill in using logic and reasoning to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems Intermediate skill 
in talking to others to convey information effectively Basic skill in persuading others to change their minds or behavior 
Basic skill in motivating, developing, and directing people as they work, identifying the best people for the job 
Intermediate skill in actively looking for ways to help people Intermediate skill in monitoring/assessing performance of 
other individuals or organizations to make improvements or take corrective action Intermediate skill in adjusting actions 
in relation to others' actions Intermediate skill in teaching others how to do something Basic skill in considering the 
relative costs and benefits of potential actions to choose the most appropriate oneAbilities: Be physically able to utilize 
approved crisis management techniques Ability to speak clearly so others can understand Ability to quickly respond 
(with the hand, finger, or foot) to a signal (sound, light, picture) when it appears Ability to identify and understand the 
speech of another person Intermediate ability to communicate information and ideas in speaking so others will 
understand Intermediate ability to shift back and forth between two or more activities or sources of information (such 
as speech, sounds, touch, or other sources) Ability to focus on a single source of sound in the presence of other 
distracting sounds Intermediate ability to tell when something is wrong or is likely to go wrong Basic ability to remember 
information such as words, numbers, pictures, and procedures Intermediate ability to listen to and understand 
information and ideas presented through spoken words and sentences Basic ability to read and understand information 
and ideas presented in writing Intermediate ability to communicate information and ideas in writing so others will 
understand Intermediate ability to concentrate on a task over a period of time without being distracted 
 
Tools and Equipment Used: 
 Computer Electronic Devices General Office Equipment Various Medical Equipment and Devices 
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073778 - LEARNING FACILITATOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3833 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time adult learning facilitation work. OR Possession of a two year master’s degree in HR 
Management, Organizational Development, Business Administration, Professional Studies Strategic Leadership, Learning 
and Development, or Industrial/Organizational Psychology and one year of full-time adult learning facilitation work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, provides professional training administrative work of considerable difficulty and 
performs related work as required. Distinguishing Features: This is the working level classification in the Learning 
Facilitator series. An incumbent of this class is employed by the Tennessee Department of Human Resources (DOHR). 
The Learning Facilitator 2 facilitates and develops various non-technical learning workshops, academies, and webinars 
for State of Tennessee employees at individual contributor and mid-level management levels. This class differs from 
Learning Facilitator 1 in that an incumbent of the latter functions at the entry level. This class differs from Learning 
Facilitator Supervisor in that an incumbent of the latter supervises a team of Learning Facilitators. 
 
Work Activities: 
Training and Teaching Others:      Facilitates statewide strategic learning/change initiatives mandated by executive 
and/or legislative leadership which impact DOHR, multi-agency, and statewide cultures to ensure compliance with state 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Facilitates DOHR specific, multi-agency, and 
statewide non-technical learning workshops, academies, and webinars for individual contributor and mid-level 
management staff using current adult learning theories and teaching best practices to enhance state workforce 
development in compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Facilitates DOHR specific, multi-agency, and statewide non-technical training certification programs for 
agency designated training staff using current adult learning theories and teaching best practices to increase the 
efficiency of state workforce development efforts and ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Facilitates agency-specific leadership initiatives in 
collaboration with senior-leadership to increase the bench-strength of agency individual contributors and mid-level 
management staff.Judging the Qualities of Things, Services, or People:    Assesses the competence of agency personnel 
engaged in training activities using observation and appropriate assessment tools to determine whether personnel 
should be certified to teach classes.    Assesses the level of content mastery attained by individual contributor level and 
mid-level management learners using appropriate assessment tools to determine effectiveness of course content and 
delivery and inform recommendations for course improvements.Thinking Creatively:    Designs DOHR specific, multi-
agency, and statewide learning curricula using adult-learning theories, principles, and best practices which are targeted 
toward individual contributors and mid-level management staff to ensure engagement and meet the assessed training 
needs of the target audience.    Integrates best-practice, instructional strategies, and other resources/research into the 
development of assigned DOHR specific, multi-agency, and statewide learning curricula to ensure that learning is multi-
modal.    Develops presentations, forms, basic graphics, assessment tools, and other course materials and resources as 
appropriate using current instructional design theory and a variety of best practices, software tools, and other systems 
to enhance the understandability of course content for individual contributors and mid-level management staff.    
Develops participant guides, facilitator guides, and electronic presentations that effectively present course content and 
enhance the learning environment using current instructional design theory and a variety of best practices, software 
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tools, and other systems.    Organizes the presentation of course content using current adult learning theory, principles 
of instructional design, and best practices to ensure that the presentation of information follows a sequence that is 
logical and relevant to individual contributors and mid-level management staff such that learning transfer is 
maximized.Making Decisions and Solving Problems:    Adapts content delivery methodologies and content based on a 
variety of factors including but not limited to class size, group dynamics, participant receptiveness, and audience to 
ensure effective engagement and knowledge/skill transfer for individual contributor level and mid-level management 
learners.    Handle issues and other special circumstances which occur during the course of workshops targeted toward 
for individual contributor level and mid-level management learners as appropriate to ensure the maintenance of an 
optimal learning environment.Evaluating Information to Determine Compliance with Standards:    Evaluates content 
mastery for individual contributor level and mid-level management learners against standards identified in relevant 
learning objectives, policies, procedures, rules, regulations, statues and laws using appropriate in-class and post-class 
assessment tools to ensure learning achievements meet said standards.    Evaluates curriculum content and learning 
objectives against standards identified in relevant policies, procedures, rules, regulations, statues and laws to ensure 
that delivered content meets said standards.Analyzing Data or Information:    Analyzes the individual contributor and 
mid-level management cultures of multiple state organizations to identify factors which will affect learning engagement 
and acceptance.    Conducts DOHR specific, multi-agency, and statewide core competency needs assessments as they 
relate to individual contributors and mid-level management staff through the use of appropriate assessment 
methodologies in consultation with senior and executive leadership staff and subject matter experts to determine 
training needs and how those needs can be met.    Analyzes the results of participant surveys using electronic analysis 
software to assess the impact of learning and inform recommendations for improvements to course 
curricula.Interpreting the Meaning of Information for Others:    Adapts the standard messaging of assigned curricula 
based on the results of agency cultural analyses to create buy-in and enhance learning acceptance and transference of 
learning to the work environment.    Serves as a subject matter expert on topics covered by assigned learning workshops 
that impact all individual contributors and mid-level management staff to enhance learning and provide a single point of 
contact for technical assistance and follow-up questions.    Explains policies, procedures, rules, regulations, and laws 
relevant to assigned DOHR specific, multi-agency and statewide course materials for individual contributors and mid-
level management staff in support of the mission, vision, and values of the organization to ensure compliance, align 
individual and operational goals with strategic goals, and facilitate workforce development.    Explains non-
technical/theoretical information used in DOHR specific, multi-agency, and statewide course curricula using principles of 
adult learning to address the learning needs of individual contributor and mid-level management learners.    Explains the 
use and purpose of available DOHR specific, multi-agency, and statewide course offerings for individual contributors and 
mid-level management staff to assist understanding of the relevance of the course and how the information presented 
integrates with other course offerings, programs, learning systems, and the overall goals of the organization.Coaching 
and Developing Others:    Identifies the developmental needs of agency designated training staff during the training 
certification process to provide accurate and effective feedback on opportunities for improvement.    Coaches agency 
designated training staff during the training certification process to ensure they possess adequate knowledge and skill to 
facilitate designated learning workshops.    Mentors assigned subordinates by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks.    Mentors less experienced co-workers in their work.Establishing and Maintaining Interpersonal 
Relationships:    Liaises with DOHR specific, multi-agency, and statewide organizational representatives to ensure 
accurate and timely deployment and promotion of learning workshops and ensure compliance with statewide learning 
goals.    Maintains professional working relationships with peers and upper management to ensure smooth and effective 
team operations.    Develops and maintains professional working relationships with internal and external customers to 
enhance productivity and efficiency.Getting Information:    Observes participants' behaviors in the learning environment 
using appropriate instructional methodologies to determine engagement and content mastery.    Researches primary 
and secondary sources for relevant learning and development materials and information in support of non-technical 
DOHR specific, multi-agency, and statewide curriculum development targeted toward individual contributors and mid-
level management staff.    Obtains information from surveys, focus groups, trainings, conferences, and other available 
sources to assess learning and development impact and quality.    Receives information through a variety of 
communication sources including but not limited to email, phone calls, and performance feedback to inform learner 
outcomes, customer needs, work performance, and work priorities.Coordinating the Work and Activities of Others:    
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Manages the group dynamics of individual contributors and mid-level management staff in team oriented learning 
settings to enhance the learning experience and ensure task accomplishment.    Coordinates DOHR specific, multi-
agency, and statewide meetings, events, learning workshops, and other special projects as required to ensure 
availability, logistical support, attendance, and coverage.    Coordinates workload with internal and external customers 
as required facilitating timely and accurate task completion.Scheduling Work and Activities:    Coordinates DOHR 
specific, multi-agency, and statewide activities for events such as conferences, seminars, symposiums, trainings, 
workshops, or related events to enhance individual contributor and mid-level management learning and development.    
Organizes DOHR specific, multi-agency, and statewide event schedules and reserves sites, equipment, and other needed 
accommodations to coordinate training targeted toward individual contributors and mid-level management 
staff.Developing and Building Teams:    Creates a safe learning environment through fostering a sense of community, 
ensuring early learner successes, demonstrating patience and interest, and involving learners as active participants in 
the learning environment to enhance individual contributor and mid-level leadership learner participation, honesty, and 
intellectual risk-taking.    Addresses participant concerns with honesty and integrity to foster trust among individual 
contributor and mid-level leadership learners.    Models effective performances for co-workers to provide a role model, 
encourage success in others, and enhance trust.    Defines required roles and appropriate skillsets as required when 
participating in project teams, work groups, and learning workshops to create effective teams.    Validates cooperative 
participation through a variety of positive reinforcement techniques to build esteem and comfort level among individual 
contributor and mid-level leadership learners.    Makes allowances for individual and cultural differences during the 
course of routine work and the development/presentation of instructional activities to promote engagement among 
individual contributors and mid-level leadership staff.Documenting/Recording Information:    Documents level of 
comprehension/certification of individual contributors and mid-level management staff participating in DOHR specific, 
multi-agency, and statewide train-the-trainer programs using a variety of appropriate assessment tools to ensure 
accurate records are maintained and available.    Documents the results of participant surveys through both physical and 
electronic means to ensure accurate records are maintained and available.    Documents relevant information generated 
during the conduct of DOHR specific, multi-agency, and statewide core competency needs assessments targeted toward 
individual contributors and mid-level management staff to develop learning plans and other learning events.    
Documents feedback and/or responses provided by individual contributor and mid-level management learners during 
the course of learning activities using both physical and electronic systems for dissemination to participants as a means 
of reinforcing learning.    Documents attendance for DOHR specific, multi-agency, and statewide learning workshops 
conducted for individual contributors and mid-level management staff using both physical and electronic systems to 
ensure accurate records are maintained for compliance and individual/organizational accountability 
purposes.Interacting With Computers:    Uses training development software to facilitate the instructional design of 
DOHR specific, multi-agency, and statewide online and web-based learning programs targeted toward individual 
contributors and mid-level management staff.    Uses web-based content delivery systems including but not limited to 
webinars and computer based learning programs to facilitate DOHR specific, multi-agency, and statewide learning 
initiatives through multi-modal learning systems targeted toward individual contributors and mid-level management 
staff.    Utilizes business intelligence and other data collection/storage/reporting software to track and report on 
relevant learning metrics as required for the division to inform strategic decision making recommendations.    Enters 
necessary course-related learning metrics information into agency specific database tracking software as required by 
current procedures to capture data for reporting purposes.    Uses office productivity software including but not limited 
to word processing programs, spreadsheets, presentation software, web-based email, instant-messaging, and search 
engines to meet agency goals.    Verifies that computer-based facilitation equipment is available and functioning 
properly prior to and during training events to create an optimal learning environment.Selling or Influencing Others:    
Promotes positive ideas surrounding new DOHR specific, multi-agency, and statewide training and policy initiatives to 
obtain staff buy-in.    Influences individual contributors and mid-level leadership staff to buy into the need for and 
relevance of learning initiatives and other important programs.Organizing, Planning, and Prioritizing Work:    Organizes 
course delivery and learning environment based on current adult learning theories, best-practices, and participant 
feedback using a variety of adult learning modalities including but not limited to small-group activities, experiential 
learning, discussion, case studies, etc. to promote learning for individual contributors and mid-level management staff.    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.Processing 
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Information:    Verifies a variety of learning-oriented metrics as requested by key stakeholders, including but not limited 
to senior and executive-level DOHR leadership staff, agency leadership staff, and other state leaders to inform non-
technical DOHR specific, multi-agency, and statewide talent development program decisions.    Compiles certification 
level lists for non-technical DOHR specific, multi-agency, and statewide train-the-trainer workshops targeted toward 
individual contributor level and mid-level management staff to ensure accurate certification records are maintained for 
future reference and metrics generation.    Compiles lists of attendees to assigned courses to ensure accurate 
enrollment records are maintained for future reference and metrics generation.    Calculates the quantity of materials 
and supplies necessary for assigned workshops targeted toward individual contributor level and mid-level management 
staff based on enrollment data to ensure sufficient quantities are available.Resolving Conflicts and Negotiating with 
Others:    Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain 
positive working relationships.    Maintains a respectful and productive learning environment during the course of 
learning workshops to minimize disputes and enhance learning.    Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.    Directs complex or 
difficult to resolve conflicts to assigned supervisor as required.Communicating with Supervisors, Peers, or Subordinates:    
Communicates DOHR specific, multi-agency, state, and federal rules, regulations, policies, procedures, and 
documentation throughout state government to internal customers to facilitate understanding, enhance 
communications, and ensure compliance.    Maintains an open dialogue with internal customers to ensure effective and 
efficient communication.    Sends notifications of DOHR specific, multi-agency, and state special events, changes, 
approvals, and deadlines to internal business partners to ensure timely and accurate receipt of information.    Provides 
information on individual contributor and mid-level management staff participation, engagement, and feedback in 
learning workshops to assigned supervisor to identify and address possible participation, engagement, and feedback 
issues.    Provides regular updates to supervisor on the status of assigned work to ensure timely completion.    
Communicates questions through the appropriate chain of command to obtain policy or procedural clarification for 
individual development and/or learner development.    Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee 
safety.Provide Consultation and Advice to Others:    Makes recommendations for changes in operations which affect the 
economy, efficiency and quality of agency operations and services.    Provides input on employee selection decisions to 
assigned supervisor.    Makes recommendations to assigned supervisor for curriculum modifications based on 
observations made in class to improve learning outcomes.    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Advises appropriate 
leadership staff on team standard operating procedures, best practices, and other workflow factors to inform strategy 
development and decision making.    Advises peers on proper departmental procedures and best practices related to the 
accomplishment of their daily workload.    Recommends the future use of agency specific contract vendors to 
management to ensure internal and external customer's needs are being met.Monitor Processes, Materials, or 
Surroundings:    Monitors learning environment to identify adverse conditions and troubleshoot how those conditions 
can be addressed to create an optimal learning environment.    Monitors availability of class materials and supplies to 
ensure that sufficient quantities are available prior to class.    Monitors online registration system to determine learner 
enrollment in non-technical DOHR specific, multi-agency, and statewide classes targeted toward individual contributors 
and mid-level management staff.Communicating with Persons Outside Organization:    Maintains an open dialogue with 
external customers to ensure effective and efficient communication.    Refers questions, comments, and feedback 
related to DOHR specific, multi-agency, state, and federal rules, regulations, policies, procedures, and documentation 
throughout state government from external customers to assigned supervisor to ensure accurate information is 
provided.Updating and Using Relevant Knowledge:    Maintains a thorough understanding of the learning and 
development needs of diverse individual contributor and mid-level leadership populations within all agencies of state 
government through research and networking with relevant stakeholders to ensure learner needs are effectively met.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest systems.    
Attends agency specific training as required to ensure compliance with departmental, state, and federal laws and 
guidelines.    Reviews course content prior to presentation to ensure familiarity with the presentation and identify 
possible changes.    Attends in-service training as required to ensure continual learning and current knowledge of the 
field.    Actively seeks out work related developmental opportunities to improve performance and team 
efficiency.Performing Administrative Activities:    Maintains reports, files, and logs as required to ensure compliance 
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with departmental, state, and federal laws, rules, regulations, and best practices.    Responds to emails, phone calls, and 
other correspondence to provide great customer service.    Enters personal time and leave/overtime requests into the 
appropriate databases as required.    Scans, uploads, faxes, and/or emails backup copies of learning workshop materials 
and curriculum documentation to appropriate individuals.Controlling Machines and Processes:    Sets up audio-visual 
equipment, including but not limited to projectors, video and digital cameras, speakers, and microphones in the learning 
environment to facilitate effective content delivery for individual contributors and mid-level management 
staff.Operating Vehicles, Mechanized Devices, or Equipment:    Operates rental vans and other non-commercial cargo 
delivery vehicles as required to transport learning materials, equipment, and supplies to off-site DOHR specific, multi-
agency, and statewide learning events.Performing General Physical Activities:    Stands for extended periods of time in 
the learning environment to effectively engage audiences composed of individual contributors and mid-level 
management learners and manage the learning environment.    Lifts instructional materials, books, equipment, and 
other relevant supplies as required providing for the logistical needs of DOHR specific, multi-agency, and statewide 
learning events.Handling and Moving Objects:    Moves required materials to the learning site and arranges chairs, 
tables, course materials, equipment, and other items as needed to ensure the training location is set up appropriately 
for DOHR specific, multi-agency, and statewide training events.    Sorts, collates, and packs learning materials, 
equipment, and supplies as needed to facilitate content delivery for individual contributors and mid-level management 
staff through effective organization. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Conflict Management    Customer Focus    Ethics and Values    Informing    Integrity 
and Trust    Intellectual Horsepower    Interpersonal Savvy    Learning on the Fly    Organizational Agility    Perseverance    
Planning    Presentation SkillsKnowledge:    Intermediate knowledge of education and training best practices as applied 
to an adult learning/workforce development environment    Intermediate knowledge of curriculum design theories as 
applied to an adult learning/workforce development environment    Intermediate knowledge of customer and personal 
service techniques and best practices    Intermediate knowledge of leadership and business management theories and 
best practices    Intermediate knowledge of personnel and human resources best practices and procedures    
Intermediate knowledge of laws, rules, and regulations related to workforce management and operationsSkills:    
Advanced speaking skill    Intermediate writing skill    Intermediate reading comprehension skill    Intermediate adult 
workforce oriented instructing skill    Intermediate social perceptiveness skill    Intermediate judgment and decision 
making skill    Intermediate skill in the selection and use of learning strategies    Intermediate classroom coordination 
skill    Active listening skill    Critical thinking skill    Service orientation skill    Skill in the management of material 
resources    Time management skillAbilities:    Deductive reasoning ability    Fluency of ideas    Inductive reasoning ability    
Intermediate oral comprehension ability    Intermediate oral expression ability    Originality    Problem sensitivity    Time 
sharing ability    Intermediate written comprehension ability    Intermediate written expression ability    Manual dexterity    
Speech clarity    Speech recognition 
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Projectors    Projector Screens    Interactive White Boards    Television    
Speaker Systems    Video and Still Cameras    Telephone Systems    Laminator    Calculator    Binding Machines Other 
related office equipment as required 
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073774 - LEARNING FACILITATOR SENIOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3826 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and four years 
of full-time adult learning facilitation work. OR Possession of a master’s degree in HR Management, Organizational 
Development, Business Administration, Professional Studies Strategic Leadership, Learning and Development, or 
Industrial/Organizational Psychology and two years of full-time adult learning facilitation work. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of considerable 
difficulty and supervisory work of routine difficulty and performs related work as required. Distinguishing Features: This 
is the supervisory class in the Learning Facilitator series. An incumbent of this class is employed by the Tennessee 
Department of Human Resources.  An employee in this class facilitates and develops DOHR specific, multi-agency, and 
statewide non-technical learning workshops, academies, and webinars for mid-level management and executive-level 
leadership staff and performs central personnel training coordinative and developmental work regarding major 
statewide training programs. This class supervises and differs from the Learning Facilitator 2 in that an incumbent of the 
latter develops and delivers DOHR specific, multi-agency, and statewide non-technical learning workshops, academies, 
and webinars for individual contributor and mid-level management staff and does not have supervisory responsibilities. 
 
Work Activities: 
Training and Teaching Others:      Facilitates statewide strategic learning/change initiatives mandated by executive 
and/or legislative leadership which impact DOHR, multi-agency, and statewide cultures to ensure compliance with state 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Facilitates DOHR specific, multi-agency, and 
statewide non-technical learning workshops, academies, and webinars for mid-level management and executive-level 
leadership staff using current adult learning theories and teaching best practices to enhance state workforce 
development in compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Facilitates DOHR specific, multi-agency, and statewide non-technical training certification programs for 
agency designated training staff using current adult learning theories and teaching best practices to increase the 
efficiency of state workforce development efforts and ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Facilitates agency-specific leadership initiatives in 
collaboration with senior-leadership to increase the bench-strength of agency mid-level management and executive-
level leadership staff.Evaluating Information to Determine Compliance with Standards:    Evaluates DOHR specific, multi-
agency, and statewide performance plans as requested against current state policies, procedures, and standards to 
ensure compliance with all relevant policies, procedures, rules, regulations, statues and laws.    Evaluates content 
mastery for mid-level management and executive-level learners against standards identified in relevant learning 
objectives, policies, procedures, rules, regulations, statues and laws using appropriate in-class and post-class assessment 
tools to ensure learning achievements meet said standards.    Evaluates curriculum content and learning objectives 
against standards identified in relevant policies, procedures, rules, regulations, statues and laws to ensure that delivered 
content meets said standards.Judging the Qualities of Things, Services, or People:     Assess the competence of agency 
personnel engaged in training activities using observation and appropriate assessment tools to determine whether 
personnel should be certified to teach classes.    Assesses the level of content mastery attained by mid-level 
management and executive-level learners using appropriate assessment tools to determine effectiveness of course 
content and delivery and inform recommendations for course improvements.Thinking Creatively:    Designs DOHR 



 TN Job Classification Specifications  
September 22, 2020 

specific, multi-agency, and statewide learning curricula, academies, and other learning programs using adult-learning 
theories, principles, and best practices which are targeted toward mid-level management and executive-level leadership 
staff to ensure engagement and meet the assessed training needs of the target audience.    Integrates best-practice, 
instructional strategies, and other resources/research into the development of assigned DOHR specific, multi-agency, 
and statewide learning curricula, academies, and other learning programs to ensure that learning is multi-modal.    
Develops presentations, forms, basic graphics, assessment tools, and other course materials and resources as 
appropriate using current instructional design theory and a variety of best practices, software tools, and other systems 
to enhance the understandability of course content for mid-level management and executive-level leadership staff.    
Develops participant guides, facilitator guides, and electronic presentations that effectively present course content and 
enhance the learning environment for mid-level management and executive-level leadership staff using current 
instructional design theory and a variety of best practices, software tools, and other systems.    Organizes the 
presentation of course content using current adult learning theory, principles of instructional design, and best practices 
to ensure that the presentation of information follows a sequence that is logical and relevant to mid-level management 
and executive-level leadership staff such that learning transfer is maximized.    Pursues a variety of technological and 
andragological solutions to ensure continuous improvement across the division and enhance the learning 
environment.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, 
including setting performance standards, conducting performance evaluations and monitoring performance.    Leverages 
developmental opportunities and motivational factors to improve team development and the performance of assigned 
subordinates.Making Decisions and Solving Problems:    Serves as the project leader when facilitating off-site DOHR 
specific, multi-agency, and statewide learning academies, programs, and initiatives to ensure optimal operational 
efficiency.    Adapts content delivery methodologies and content based on a variety of factors including but not limited 
to class size, group dynamics, participant receptiveness, and audience to ensure effective engagement and 
knowledge/skill transfer for mid-level management and executive-level learners.    Handles issues and other special 
circumstances which occur during the course of workshops targeted toward for mid-level management and executive-
level learners as appropriate to ensure the maintenance of an optimal learning environment.Interpreting the Meaning 
of Information for Others:    Serves as a subject matter expert on topics covered by assigned learning workshops and 
agency-specific academies that impact all mid-level management and executive-level leadership staff to enhance 
learning and provide a single point of contact for technical assistance and follow-up questions.    Explains non-
technical/theoretical information used in DOHR specific, multi-agency, and statewide course curricula using principles of 
adult learning to address the learning needs of mid-level management and executive-level leadership learners.    Adapts 
the standard messaging of assigned curricula based on the results of agency cultural analyses to create buy-in and 
enhance learning acceptance and transference of learning to the work environment.    Explains policies, procedures, 
rules, regulations, and laws relevant to assigned DOHR specific, multi-agency, and statewide course materials for mid-
level management and executive-level leadership staff in support of the mission, vision, and values of the organization 
to ensure compliance, align individual and operational goals with strategic goals, and facilitate workforce development.    
Explains the use and purpose of available DOHR specific, agency-specific, multi-agency, and statewide course offerings 
for mid-level management and executive-level leadership staff to assist understanding of the relevance of the course 
and how the information presented integrates with other course offerings, programs, learning systems, and the overall 
goals of the organization.Analyzing Data or Information:    Conducts DOHR specific, multi-agency, and statewide core 
competency needs assessments as they relate to mid-level management and executive-level leadership staff through 
the use of appropriate assessment methodologies in consultation with senior and executive leadership staff and subject 
matter experts to determine training needs and how those needs can be met.    Analyzes the mid-level management and 
executive-level leadership cultures of multiple state organizations to identify factors which will affect learning 
engagement and acceptance.    Analyzes the culture, structure, ongoing challenges, mission, vision, and values of 
agencies targeted for learning and development through a variety of strategic planning systems, needs assessments, and 
interpersonal interactions to address the unique developmental factors associated with mid-level and executive-level 
audiences.    Analyzes the results of participant surveys using electronic analysis software to assess the impact of 
learning and inform recommendations for improvements to DOHR specific, multi-agency, and statewide course 
curricula, academies, and other learning programs.    Analyzes the delivery, participant engagement, content, and other 
andragological factors of outside contractors to determine effectiveness and inform recommendations on future use.    
Analyses the cost and quality of contractor bids in consultation with assigned supervisor using department-specific 
criteria to inform recommendations on the award of contracts for DOHR specific, multi-agency, and statewide learning 
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activities and programs.Coaching and Developing Others:    Identifies the developmental needs of agency designated 
training staff during the training certification process to provide accurate and effective feedback on opportunities for 
improvement.    Coaches agency designated training staff during and after the training certification process to ensure 
they possess adequate knowledge and skill to facilitate designated learning workshops.    Mentors and supervises 
subordinates by providing feedback and information on organizational culture, policies and procedures, workflow and 
chain of command, task prioritization, proper documentation, use of systems and available functionality, and how to 
most effectively and efficiently perform their assigned tasks.Coordinating the Work and Activities of Others:    Manages 
the group dynamics of mid-level management and executive-level leadership staff in team oriented learning settings to 
enhance the learning experience and ensure task accomplishment.    Coordinates with executive-level agency leaders to 
facilitate participation in DOHR specific, multi-agency, and statewide learning and development programs and agency-
specific academies.    Coordinates DOHR specific, multi-agency, and statewide meetings, events, learning workshops, 
and other special projects as required to ensure availability, logistical support, attendance, and coverage.    Coordinates 
workload with internal and external customers as required facilitating timely and accurate task completion.Getting 
Information:    Researches primary and secondary sources for relevant learning and development materials and 
information in support of non-technical DOHR specific, multi-agency, and statewide curriculum development targeted 
toward mid-level management and executive-level leadership staff.    Observes participants' behaviors in the learning 
environment using appropriate instructional methodologies to determine engagement and content mastery.    
Benchmarks best practices in performance management, learning, and development targeted toward mid-level 
management and executive-level leadership staff to determine trends in other equivalent organizations.    Obtains 
information from surveys, focus groups, trainings, conferences, and other available sources to assess learning and 
development impact and quality.    Receives information through a variety of communication sources including but not 
limited to email, phone calls, and performance feedback to inform learner outcomes, customer needs, work 
performance, and work priorities.Provide Consultation and Advice to Others:    Serves as a subject matter expert in 
learning and development andragogy for the statewide learning and development council to gain alignment of 
workforce development systems and facilitated learning across state government.    Facilitates strategic needs 
assessment, learning and development, and talent management meetings with mid-level and executive-level leadership 
staff across state government to assist agency leadership with the design and implementation of learning and 
development programs.    Advises appropriate leadership staff on team standard operating procedures, best practices, 
and other workflow factors to inform strategy development and decision making.    Notifies supervisory personnel of 
possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    
Recommends the future use of agency specific contract vendors to management to ensure internal and external 
customer's needs are being met.    Makes recommendations to assigned supervisor for curriculum modifications based 
on observations made in class to improve learning outcomes.    Makes recommendations for changes in operations 
which affect the economy, efficiency and quality of agency operations and services.    Provides input on employee 
selection decisions to assigned supervisor.    Advises peers on proper departmental procedures and best practices 
related to the accomplishment of their daily workload.Establishing and Maintaining Interpersonal Relationships:    
Maintains effective professional relationships with agency executive leadership to both promote and enhance agency-
specific academies and other learning and development programs.    Maintains professional working relationships with 
peers and upper management to ensure smooth and effective team operations.    Liaises with DOHR specific, multi-
agency, and statewide organizational representatives to ensure accurate and timely deployment and promotion of 
learning workshops and ensure compliance with statewide learning goals.    Develops and maintains professional 
working relationships with internal and external customers to enhance productivity and efficiency.Developing and 
Building Teams:    Creates a safe learning environment through fostering a sense of community, ensuring early learner 
successes, demonstrating patience and interest, and involving learners as active participants in the learning 
environment to enhance mid-level and executive-level leadership learner participation, honesty, and intellectual risk-
taking.    Builds project teams targeted at developing and implementing agency-specific academies.    Addresses 
participant concerns with honesty and integrity to foster trust among mid-level and executive-level leadership learners.    
Defines required roles and appropriate skillsets as required when participating in project teams, work groups, and 
learning workshops to create effective teams.    Makes allowances for individual and cultural differences during the 
course of routine work and the development/presentation of instructional activities to promote engagement among 
mid-level and executive-level leadership staff.    Validates cooperative participation through a variety of positive 
reinforcement techniques to build esteem and comfort level among mid-level and executive-level leadership learners.    
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Models effective performances for co-workers to provide a role model, encourage success in others, and enhance 
trust.Selling or Influencing Others:    Influences mid-level and executive-level leadership staff to buy into the need for 
and relevance of learning initiatives and other important programs.    Promotes positive ideas surrounding new DOHR 
specific, multi-agency, and statewide training and policy initiatives to obtain staff buy-in.Scheduling Work and Activities:    
Coordinates DOHR specific, multi-agency, and statewide activities for events such as conferences, academies, seminars, 
symposiums, trainings, workshops, or related events to enhance mid-level management and executive-level leadership 
learning and development.    Organizes DOHR specific, multi-agency, and statewide event schedules and reserves sites, 
equipment, and other needed accommodations to coordinate training targeted toward mid-level management and 
executive-level leadership staff.    Assigns, trains, supervises and evaluates subordinate staff and their work.    Reviews 
deadlines to ensure completion of work in a timely manner.Resolving Conflicts and Negotiating with Others:    Resolves 
simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships.    Maintains a respectful and productive learning environment during the course of learning workshops to 
minimize disputes and enhance learning.    Directs complex or difficult to resolve conflicts to assigned supervisor as 
required.    Maintains a respectful and productive work environment within the assigned work unit to minimize disputes 
and facilitate performance.Interacting With Computers:    Uses training development software to facilitate the 
instructional design of DOHR specific, multi-agency, and statewide online and web-based learning programs targeted 
toward mid-level management and executive-level leadership staff.    Uses web-based content delivery systems 
including but not limited to webinars and computer based learning programs to facilitate DOHR specific, multi-agency, 
and statewide learning initiatives through multi-modal learning systems targeted toward mid-level management and 
executive-level leadership staff.    Utilizes business intelligence and other data collection/storage/reporting software to 
track and report on relevant learning metrics as required for the division to inform strategic decision making 
recommendations.    Enters necessary course-related learning metrics information into agency specific database tracking 
software as required by current procedures to capture data for reporting purposes.    Uses office productivity software 
including but not limited to word processing programs, spreadsheets, presentation software, web-based email, instant-
messaging, and search engines to meet agency goals.    Verifies that computer-based facilitation equipment is available 
and functioning properly prior to and during training events to create an optimal learning environment.Communicating 
with Persons Outside Organization:    Communicates with community partners, learning institutions, learning resource 
vendors, and other external organizations to offer enrollment in learning initiatives and programs.    Maintains an open 
dialogue with external customers to ensure effective and efficient communication.    Refers questions, comments, and 
feedback related to DOHR specific, multi-agency, state, and federal rules, regulations, policies, procedures, and 
documentation throughout state government from external customers to assigned supervisor to ensure accurate 
information is provided.Communicating with Supervisors, Peers, or Subordinates:    Communicates DOHR specific, multi-
agency, state, and federal rules, regulations, policies, procedures, and documentation throughout state government to 
internal customers to facilitate understanding, enhance communications, and ensure compliance.    Maintains an open 
dialogue with internal customers to ensure effective and efficient communication.    Sends notifications of DOHR 
specific, multi-agency, and state special events, changes, approvals, and deadlines to internal business partners to 
ensure timely and accurate receipt of information.    Provides regular updates to supervisor on the status of assigned 
work to ensure timely completion.    Provides information on mid-level management and executive-level leadership staff 
participation, engagement, and feedback in learning workshops to assigned supervisor to identify and address possible 
participation, engagement, and feedback issues.    Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification for individual development and/or learner development.    Communicates 
daily schedules and activities verbally/electronically with supervisors, staff, and/or peers to maintain a balanced 
workflow and/or employee safety.Organizing, Planning, and Prioritizing Work:    Organizes course delivery and learning 
environment based on current adult learning theories, best-practices, and participant feedback using a variety of adult 
learning modalities including but not limited to small-group activities, experiential learning, discussion, case studies, etc. 
to promote learning for mid-level management and executive-level leadership staff.    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Documenting/Recording Information:    
Documents level of comprehension/certification of mid-level management and executive-level leadership staff 
participating in DOHR specific, multi-agency, and statewide train-the-trainer programs using a variety of appropriate 
assessment tools to ensure accurate records are maintained and available.    Documents relevant information generated 
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during the conduct of DOHR specific, multi-agency, and statewide core competency needs assessments targeted toward 
mid-level management and executive-level leadership staff to develop learning plans and other learning events.    
Documents feedback and/or responses provided by mid-level management and executive-level leadership learners 
during the course of learning activities using both physical and electronic systems for dissemination to participants as a 
means of reinforcing learning.    Documents the results of participant surveys through both physical and electronic 
means to ensure accurate records are maintained and available.    Documents attendance for DOHR specific, multi-
agency, and statewide learning workshops conducted for mid-level management and executive-level staff using both 
physical and electronic systems to ensure accurate records are maintained for compliance and individual/organizational 
accountability purposes.Staffing Organizational Units:    Participates in panel interviews of candidates for open Strategic 
Learning Solutions positions to provide feedback to assigned supervisor on candidate quality.    Makes recommendations 
on staff employment, retention, promotion and other human resources actions.    Provides technical advice and 
guidance to staff on a regular basis in solving difficult work problems and in properly interpreting pertinent human 
resources laws, rules and regulations.Updating and Using Relevant Knowledge:    Maintains a thorough understanding of 
the learning and development needs of diverse individual contributor and mid-level leadership populations within all 
agencies of state government through research and networking with relevant stakeholders to ensure learner needs are 
effectively met.    Maintains a thorough knowledge and understanding of the current state of both the adult learning 
and development profession and relevant topics in human resources, leadership, talent management, and other related 
fields through academic literature review, trade publication review, conference attendance, and other means to ensure 
that the most current and effective systems and best practices are in use.    Attends agency specific training as required 
to ensure compliance with departmental, state, and federal laws and guidelines.    Reviews course content prior to 
presentation to ensure familiarity with the presentation and identify possible changes.    Periodically reviews current 
departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure they are knowledgeable on the latest systems.    Actively seeks out work 
related developmental opportunities to improve performance and team efficiency.    Attends in-service training as 
required to ensure continual learning and current knowledge of the field.Performing Administrative Activities:    
Maintains reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices.    Enters personal time and leave/overtime requests into the appropriate databases as 
required.    Responds to emails, phone calls, and other correspondence to provide great customer service.    Scans, 
uploads, faxes, and/or emails backup copies of learning workshop materials and curriculum documentation to 
appropriate individuals.Processing Information:    Verifies a variety of learning-oriented metrics as requested by key 
stakeholders, including but not limited to senior and executive-level DOHR leadership staff, agency leadership staff, and 
other state leaders to inform non-technical DOHR specific, multi-agency, and statewide talent development program 
decisions.    Calculates the quantity of materials and supplies necessary for assigned workshops targeted toward mid-
level management level and executive-level staff based on enrollment data to ensure sufficient quantities are available.    
Compiles lists of attendees to assigned courses to ensure accurate enrollment records are maintained for future 
reference and metrics generation.    Compiles certification level lists for non-technical DOHR specific, multi-agency, and 
statewide train-the-trainer workshops targeted toward mid-level management level and executive-level staff to ensure 
accurate certification records are maintained for future reference and metrics generation.Monitor Processes, Materials, 
or Surroundings:    Monitors the DOHR specific, multi-agency, and statewide learning environment, including but not 
limited to agency specific academies and statewide leadership programs targeted toward mid-level management and 
executive-level leadership staff to identify adverse conditions and troubleshoot how those conditions can be addressed 
to create an optimal learning environment.    Monitors availability of class materials and supplies to ensure that 
sufficient quantities are available prior to class.    Monitors online registration system to determine learner enrollment in 
non-technical DOHR specific, multi-agency, and statewide classes targeted toward mid-level management and 
executive-level leadership staff.Controlling Machines and Processes:    Sets up audio-visual equipment, including but not 
limited to projectors, video and digital cameras, speakers, and microphones in the learning environment to facilitate 
effective content delivery for mid-level management and executive-level leadership staff.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates rental vans and other non-commercial cargo delivery vehicles as 
required to transport learning materials, equipment, and supplies to off-site DOHR specific, multi-agency, and statewide 
learning events.Performing General Physical Activities:    Stands for extended periods of time in the learning 
environment to effectively engage audiences composed of mid-level management and executive-level leadership 
learners and manage the learning environment.    Lifts instructional materials, books, equipment, and other relevant 
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supplies as required providing for the logistical needs of DOHR specific, multi-agency, and statewide learning 
events.Handling and Moving Objects:    Moves required materials to the learning site and arranges chairs, tables, course 
materials, equipment, and other items as needed to ensure the training location is set up appropriately for DOHR 
specific, multi-agency, and statewide training events.    Sorts, collates, and packs learning materials, equipment, and 
supplies as needed to facilitate content delivery for mid-level management and executive-level leadership staff through 
effective organization. 
 
Competencies (KSA’s): 
Competencies:    Comfort Around Higher Management    Conflict Management    Customer Focus    Decision Quality    
Drive for Results    Ethics and Values    Informing    Integrity and Trust    Organizational Agility    Perseverance    Process 
Management    Self-Development    Strategic Agility    Managerial Courage    Action Oriented    Conflict Management    
Problem SolvingKnowledge:    Advanced knowledge of education and training best practices as applied to an adult 
learning/workforce development environment    Advanced knowledge of curriculum design theories as applied to an 
adult learning/workforce development environment    Advanced knowledge of customer and personal service 
techniques and best practices    Advanced knowledge of leadership and business management theories and best 
practices    Advanced knowledge of personnel and human resources best practices and procedures    Advanced 
knowledge of laws, rules, and regulations related to workforce management and operationsSkills:    Advanced speaking 
skill    Advanced adult workforce oriented instructing skill    Advanced social perceptiveness skill    Intermediate skill in 
the selection and use of learning strategies    Intermediate writing skill    Intermediate reading comprehension skill    
Intermediate classroom coordination skill    Intermediate judgment and decision making skill    Active listening skill    
Critical thinking skill    Service orientation skill    Skill in the management of material resources    Time management 
skillAbilities:    Advanced oral comprehension ability    Advanced oral expression ability    Intermediate written 
comprehension ability    Intermediate written expression ability    Deductive reasoning ability    Fluency of ideas    
Inductive reasoning ability    Originality    Problem sensitivity    Time sharing ability    Manual dexterity    Speech clarity    
Speech recognition 
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Projectors    Projector Screens    Interactive White Boards    Television    
Speaker Systems    Video and Still Cameras    Telephone Systems    Laminator    Calculator    Binding Machines Other 
related office equipment as required 
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027271 - LEG ADMIN & FISC ANALYST 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1488 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027226 - LEG ADMIN ASSISTANT JOINT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1386 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027226 - LEG ADMIN ASSISTANT JOINT 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1387 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027223 - LEG ADMIN ASSISTANT LEADERSHIP 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1385 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020209 - LEG ADMIN SERVICES ASSISTANT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  2864 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027366 - LEG ADMIN/FISCAL ANALYST 2 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1251 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027254 - LEG ADMINISTRATION DIRECTOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1461 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027222 - LEG ADMINISTRATION MANAGER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1384 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027276 - LEG AIDE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1492 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027247 - LEG ASSISTANT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1441 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027277 - LEG ASSISTANT TO THE SPEAKER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1132 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027371 - LEG ATTORNEY 1 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1252 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027372 - LEG ATTORNEY 2 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1253 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027373 - LEG ATTORNEY 3 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1254 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027374 - LEG ATTORNEY 4 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1255 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027375 - LEG ATTORNEY 5 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1256 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027241 - LEG ATTORNEY ASSOCIATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1414 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027204 - LEG AUDIO/VIDEO PRODUCTION SPV 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1339 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027205 - LEG BROADCAST OFFICER-HOUSE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1340 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027206 - LEG BROADCAST OFFICER-SENATE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1341 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026145 - LEG BUDGET ANALYSIS SPEC 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1238 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027208 - LEG BUILDING MAINT WORKER 1 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1342 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027192 - LEG BUILDING SERVICES TECH 1 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1319 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027193 - LEG BUILDING SERVICES TECH 2 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1320 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027357 - LEG CHIEF DEPUTY ATTORNEY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1232 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027245 - LEG COPIER SPECIALIST 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1439 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027200 - LEG CUSTODIAL WORKER 1 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1321 
 
Minimum Qualifications: 
"                                                There is no formal job description for this classification. The job title is EXECUTIVE SERVICE 
and serves at the pleasure of the appointing authority of the department in which the position is located.  The 
qualifications for executive service positions are determined by the appointing authority.                         The Department 
of Human Resources does not process applications for Executive Service or Non-Preferred Service jobs. To apply for 
these jobs, you should contact the particular department in which the Executive Service or Non-Preferred Service 
position of interest to you is located. To get contact information for the human resources offices of each state agency, 
click on the State of Tennessee departmental human resources offices link provided on the “Search and Apply for Jobs” 
page.                                    " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027202 - LEG CUSTODIAL WORKER 2 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1338 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027257 - LEG DEPUTY ATTORNEY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1462 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020201 - LEG EXECUTIVE SECRETARY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  2858 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027265 - LEG FACILITIES MANAGEMENT DIR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1467 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026236 - LEG FISCAL ANALYST 1 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1307 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026237 - LEG FISCAL ANALYST 2 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1308 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026263 - LEG FISCAL ANALYST 3 
 
Agency:  Fiscal Review Committee (30150) 
Edison Template Job Opening ID:  1310 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026166 - LEG INFO SYSTEMS DIRECTOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1259 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027270 - LEG INTERN PROGRAM ADMR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1487 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027322 - LEG JOURNAL ADMINISTRATOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1186 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027272 - LEG JOURNAL CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1489 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027258 - LEG LEGAL SERVICES DIRECTOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1463 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073485 - LEG LIAISON 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3325 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027212 - LEG LIBRARIAN 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1362 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027376 - LEG MAILROOM SUPERVISOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1257 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027216 - LEG NETWORK OPS ADMINR-INT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1363 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027279 - LEG NETWORK OPS ADMINR-LEAD 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1133 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026183 - LEG PERSONNEL ANALYST 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1261 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026167 - LEG PERSONNEL MANAGER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1260 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027267 - LEG PROPERTY SUPERVISOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1486 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026198 - LEG RESEARCH ANALYST 1 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1287 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027334 - LEG RESEARCH ANALYST 1-COMM 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1207 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027335 - LEG RESEARCH ANALYST 2-COMM 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1208 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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027318 - LEG RESEARCH ANALYST 2-JOINT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1184 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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026308 - LEG RESEARCH ANALYST 3 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1328 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027310 - LEG RESEARCHER 1-LEGAL 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1303 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027311 - LEG RESEARCHER 2-LEGAL 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1304 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027312 - LEG RESEARCHER 3-LEGAL 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1305 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027201 - LEG RN 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1322 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027273 - LEG SESSION ATTORNEY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1490 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027243 - LEG SESSION CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1437 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027315 - LEG SESSION RESEARCHER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1183 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027304 - LEG SESSION WORD PROCESSOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1302 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027291 - LEG SOFTWARE DEVELOPER-ADV 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1138 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027358 - LEG SR ADVISOR & RESEARCH DIR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1233 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027356 - LEG SR ADVISOR TO THE CLERK 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1231 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027284 - LEG SR POLICY RESEARCHER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1134 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027301 - LEG SUPPLY MANAGER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1300 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027303 - LEG WEB DEVELOPER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1301 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027337 - LEG WORKSTATION ANALYST 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1229 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027218 - LEG WORKSTATION SPECIALIST-ADV 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1365 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027330 - LEG WORKSTATION SPECIALIST-INT 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1206 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002350 - LEGAL ASSISTANT 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  2526 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  2527 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2528 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2529 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2530 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2531 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2532 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2533 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2534 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2535 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2536 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2537 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2538 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2539 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002350 - LEGAL ASSISTANT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2540 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college, university, or professional 
school with one of the following: (1) an Associate's Degree in Paralegal or Legal Assistant studies; (2) a Bachelor's Degree 
in Paralegal or Legal Assistant studies; (3) a Paralegal Certificate; or (4) one year (28 semester hours) of graduate level 
law school. OR  Education equivalent to graduation from a standard high school and two years of full-time experience in 
researching legal issues and documenting findings to assist in building case files, settling legal disputes, and/or providing 
legal counsel to clients. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records clerk. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for paraprofessional Legal Assistant work of average difficulty; 
and performs related work as required. Distinguishing Features:  This is the only class in the Legal Assistant sub-series. 
An employee in this class performs legal assistant work under the supervision of licensed attorneys. 
 
Work Activities: 
Getting Information: Researching information using databases, the internet, books and case files in order to prepare 
files for litigation. Requesting information from internal and external sources in writing or verbally to ensure all relevant 
information is obtained.Evaluating Information to Determine Compliance with Standards: Reading and summarizing in 
writing relevant laws, court decisions and Attorney General opinions. Preparing recommendations for supervising 
attorney on the application of law. Reviewing documents to ensure compliance with laws, regulations or standards. 
Utilizing individual knowledge and judgment to determine if additional action is needed for case or task completion. 
Utilizing active listening with internal customers to determine appropriate course of action.Organizing, Planning and 
Prioritizing Work: Incorporating last minute or unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Monitoring and observing daily activities of the attorneys to avoid scheduling conflicts to ensure 
appropriate staff is available and to notify affected parties of scheduled changes. Identifying work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state 
and federal laws, rules, regulations and guidelines. Organizing and prioritizing personal work load using calendars and 
lists to ensure timely and accurate completion of work.Processing Information: Compiling all supporting information and 
documents for trial notebooks. Preparing and submitting invoices and supporting documentation to fiscal for 
payment.Performing Administrative Activities: Writing, drafting, and editing legal documents and summaries. 
Responding to email, phone calls, and other correspondence in a timely manner. Editing written material for 
typographical errors, grammatical errors, logic and organization. Performing general and clerical administrative duties to 
ensure smooth operation of the agency.Interacting with Computers: Using office software including but not limited to 
email, spreadsheets, databases, word processors, and internet search engines to document, research and enter 
data.Updating and Using Relevant Knowledge: Summarizing legal additions and changes for clear interpretation. 
Reading proposed or actual changes to state laws and regulations to identify potential impact on agency operations. 
Informing staff of changes and additions to relevant legislation. Copying and disseminating pertinent legal changes, 
additions, and summaries to affected staff. Maintaining annual training as required by policy.Documenting/Recording 
Information: Filing orders, petitions, legal publications, supplements, updates, federal registers, court reports, Attorney 
General opinions and other legal documents according to established system. Establishing a filing system that allows 
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easy utilization of case files, legal reference sources, and other documentation. Organizing and maintaining 
documentation files and law libraries.Establishing and Maintaining Interpersonal Relationships: Maintaining professional 
working relationships with external customers to ensure smooth and effective team operations. Communicating with 
supervising attorneys, co-workers, and others within the agency to maintain positive working relationships.Controlling 
Machines and Processes: Operating a variety of office equipment including but not limited to copiers, scanners, 
calculators, fax machines, and telephones to complete assigned tasks. 
 
Competencies (KSA’s): 
Competencies: Written Communication Planning Informing Organizing Customer Focus Integrity and Trust Decision 
Quality Learning on the Fly Problem Solving ListeningKnowledge: Law and Government Clerical Computers and 
Electronics Customer and Personal ServiceSkills: Reading Comprehension Writing Time Management Active Listening 
Speaking Critical Thinking Judgment and Decision Making Complex Problem Solving Active Learning 
CoordinationAbilities: Oral Comprehension Oral Expression Written Comprehension Written Expression Problem 
Sensitivity Speech Clarity Memorization Time Sharing Deductive Reasoning Speed of Closure Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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073482 - LEGAL ASSISTANT - GOV OFFICE 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3324 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079436 - LEGAL ASSISTANT 2 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  4413 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079436 - LEGAL ASSISTANT 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4414 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079436 - LEGAL ASSISTANT 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4415 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079436 - LEGAL ASSISTANT 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4416 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079436 - LEGAL ASSISTANT 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4417 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079435 - LEGAL ASSOCIATE 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4400 
 
Minimum Qualifications: 
Education and Experience: Graduation from an approved school of law.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for unlicensed legal work of routine difficulty; and performs related 
work as required.Distinguishing Features: An employee in this class is responsible for providing legal assistance to staff 
and attorneys by researching statutes, negotiating contracts, and performing other legal duties which do not require the 
services of a licensed attorney. 
 
Work Activities: 
1. Researches federal and state statutes as they pertain to departmental needs.2. Negotiates contracts and assists in 
drafting legislative bills.3. Conducts administrative hearings involving technical issues.4. Writes synopses of bills; drafts 
and analyzes legal documents; reviews tax deeds, foreclosures, property transactions, and proposed legislation.5. 
Attends staff meetings and conferences.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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044591 - LICENSED PRACTICAL NURSE 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  9590 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for licensed practical nursing duties of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry level class in the Licensed Practical Nurse job series. 
An employee in this class is responsible for providing licensed practical nursing health care support as directed by an 
immediate supervisor in a hospital, clinic, institution, or in the home. An employee in this class may be assigned to work 
days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the latter performs 
licensed practical nursing duties independent of constant supervision. * An applicant appointed to this flexibly staffed 
class will be reclassified to the next higher class in the series after successful completion of a mandatory one-year 
training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Assisting and Caring for Others: Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor.  Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs.   Identifies patient’s allergies. Administers medication.    
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol.  Prepares specimens for 
transport to an outside laboratory. Performs other procedures per protocol.    Provide Consultation and Advice to 
Others: Educates patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing 
changes, self-examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the 
patient understands self-care instructions. Documenting/Recording Information: Documents assessments, care and 
education provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. 
Documents orders followed and medical interventions. Documents completed tests and the results. Documents 
administration and effectiveness of drugs, documents utilization of controlled drugs. Completes medical and 
administrative forms (e.g. electronic or paper). Monitoring and Controlling Resources:  Maintains an adequate, current, 
and secure inventory of health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, 
or Material: Ensures that medical equipment and designated work areas are kept clean and serviceable. Reports any 
maintenance problems or repairs made on equipment.    Establishing and Maintaining Interpersonal Relationships: 
Fosters team work to ensure total care of patient/client and outside entities. Communicating with Supervisors, Peers, or 
Subordinates: Discusses the patients comprehensive health plan with other staff to identify the patients/clients needs. 
Communicating with Persons Outside Organization: Communicates with internal and external entities. 
 
Competencies (KSA’s): 
Knowledge:  Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills:  The skill to understand written sentences and paragraphs 
in work related documents The skill to  listen  to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to 
convey information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ 
reactions and understanding why they react as they do The skill to actively look for ways to help people The skill to 
manage one’s own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen 
to and understand information and ideas The ability to communicate (verbal and written) information and ideas The 
ability to speak clearly so others can understand you The ability to apply general rules to specific 
problemsCompetencies: Learning on the fly Problem solving Priority setting Timely decision making Standing alone 
Action oriented Drive for results Organizational agility Written Communication Compassion Ethics and Values Integrity 
and trust Patience Peer relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices   
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044591 - LICENSED PRACTICAL NURSE 1* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  9354 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for licensed practical nursing duties of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry level class in the Licensed Practical Nurse job series. 
An employee in this class is responsible for providing licensed practical nursing health care support as directed by an 
immediate supervisor in a hospital, clinic, institution, or in the home. An employee in this class may be assigned to work 
days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the latter performs 
licensed practical nursing duties independent of constant supervision. * An applicant appointed to this flexibly staffed 
class will be reclassified to the next higher class in the series after successful completion of a mandatory one-year 
training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor.  Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs.   Identifies patient’s allergies. Administers medication.    
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol.  Prepares specimens for 
transport to an outside laboratory. Performs other procedures per protocol.    Provide Consultation and Advice to 
Others:  Educates patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing 
changes, self-examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the 
patient understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and 
education provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. 
Documents orders followed and medical interventions. Documents completed tests and the results. Documents 
administration and effectiveness of drugs, documents utilization of controlled drugs. Completes medical and 
administrative forms (e.g. electronic or paper). Monitoring and Controlling Resources:  Maintains an adequate, current, 
and secure inventory of health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, 
or Material:  Ensures that medical equipment and designated work areas are kept clean and serviceable. Reports any 
maintenance problems or repairs made on equipment.    Establishing and Maintaining Interpersonal Relationships:  
Fosters team work to ensure total care of patient/client and outside entities. Communicating with Supervisors, Peers, or 
Subordinates:  Discusses the patients comprehensive health plan with other staff to identify the patients/clients needs. 
Communicating with Persons Outside Organization:  Communicates with internal and external entities. 
 
Competencies (KSA’s): 
Knowledge:  Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills:  The skill to understand written sentences and paragraphs 
in work related documents The skill to  listen  to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to 
convey information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ 
reactions and understanding why they react as they do The skill to actively look for ways to help people The skill to 
manage one’s own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen 
to and understand information and ideas The ability to communicate (verbal and written) information and ideas The 
ability to speak clearly so others can understand you The ability to apply general rules to specific 
problemsCompetencies: Learning on the fly Problem solving Priority setting Timely decision making Standing alone 
Action oriented Drive for results Organizational agility Written Communication Compassion Ethics and Values Integrity 
and trust Patience Peer relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044591 - LICENSED PRACTICAL NURSE 1* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  8303 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for licensed practical nursing duties of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry level class in the Licensed Practical Nurse job series. 
An employee in this class is responsible for providing licensed practical nursing health care support as directed by an 
immediate supervisor in a hospital, clinic, institution, or in the home. An employee in this class may be assigned to work 
days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the latter performs 
licensed practical nursing duties independent of constant supervision. * An applicant appointed to this flexibly staffed 
class will be reclassified to the next higher class in the series after successful completion of a mandatory one-year 
training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor.  Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs.   Identifies patient’s allergies. Administers medication.    
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol.  Prepares specimens for 
transport to an outside laboratory. Performs other procedures per protocol.    Provide Consultation and Advice to 
Others:  Educates patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing 
changes, self-examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the 
patient understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and 
education provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. 
Documents orders followed and medical interventions. Documents completed tests and the results. Documents 
administration and effectiveness of drugs, documents utilization of controlled drugs. Completes medical and 
administrative forms (e.g. electronic or paper). Monitoring and Controlling Resources:  Maintains an adequate, current, 
and secure inventory of health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, 
or Material:  Ensures that medical equipment and designated work areas are kept clean and serviceable. Reports any 
maintenance problems or repairs made on equipment.    Establishing and Maintaining Interpersonal Relationships:  
Fosters team work to ensure total care of patient/client and outside entities. Communicating with Supervisors, Peers, or 
Subordinates:  Discusses the patients comprehensive health plan with other staff to identify the patients/clients needs. 
Communicating with Persons Outside Organization:  Communicates with internal and external entities. 
 
Competencies (KSA’s): 
Knowledge:  Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills:  The skill to understand written sentences and paragraphs 
in work related documents The skill to  listen  to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to 
convey information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ 
reactions and understanding why they react as they do The skill to actively look for ways to help people The skill to 
manage one’s own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen 
to and understand information and ideas The ability to communicate (verbal and written) information and ideas The 
ability to speak clearly so others can understand you The ability to apply general rules to specific 
problemsCompetencies: Learning on the fly Problem solving Priority setting Timely decision making Standing alone 
Action oriented Drive for results Organizational agility Written Communication Compassion Ethics and Values Integrity 
and trust Patience Peer relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices    
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1832 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1833 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1834 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1835 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1836 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Currently licensed as a practical nurse with the State of 
Tennessee or holds a privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC).  
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check.Examination 
Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
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Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044592 - LICENSED PRACTICAL NURSE 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1837 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to one year of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level class in the Licensed Practical Nurse 
job series. An employee in this class is responsible for providing licensed practical nursing health care support in a 
hospital, clinic, institution, or in the home. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends. This class differs from Licensed Practical Nurse 1 in that the latter performs licensed practical nursing 
duties as directed by the immediate supervisor. This class differs from Licensed Practical Nurse 3 in that the latter is 
responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Assisting and Caring for Others:  Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and other 
emergency responses. Provides health care support as directed by the immediate supervisor. Follows a prescribed 
health care plan or protocol. Takes the patient’s vital signs. Identifies patient’s allergies. Administers medication. 
Monitors side effects of medication. Observes effectiveness of medications. Feeds the patient. Bathes the patient. 
Prepares the patient for laboratory tests. Obtains required lab specimens per protocol. Prepares specimens for transport 
to an outside laboratory. Performs other procedures per protocol.Provide Consultation and Advice to Others:  Educates 
patients/caregivers how to maintain optimal health status. Demonstrates self-care such as dressing changes, self-
examinations, activities of daily living (e.g., hygiene), and use of adaptive equipment/devices. Ensures the patient 
understands self-care instructions. Documenting/Recording Information:  Documents assessments, care and education 
provided to the patient. Lists vital signs and procedures performed in the patient’s medical record. Documents orders 
followed and medical interventions. Documents completed tests and the results. Documents administration and 
effectiveness of drugs, documents utilization of controlled drugs. Completes medical and administrative forms (e.g. 
electronic or paper).  Monitoring and Controlling Resources:  Maintains an adequate, current, and secure inventory of 
health care supplies. Reports discrepancies in the inventory. Inspecting Equipment, Structures, or Material:  Ensures that 
medical equipment and designated work areas are kept clean and serviceable. Reports any maintenance problems or 
repairs made on equipment.  Establishing and Maintaining Interpersonal Relationships:  Fosters team work to ensure 
total care of patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:  Discusses the 
patients comprehensive health plan with other staff to identify the patients/clients needs. Communicating with Persons 
Outside Organization:  Communicates with internal and external entities.Coaching and Developing Others: Provides 
education to employees and others. 
 
Competencies (KSA’s): 
Knowledge: Knowledge of principles of nursing, nursing practices, techniques, and applicable laws Knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Knowledge of 
the information and techniques needed to treat human injuries, diseases, and deformities Knowledge of principles and 
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processes for providing customer and personal servicesSkills: The skill to understand written sentences and paragraphs 
in work related documents The skill to listen to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to talk to others to convey 
information effectively The skill to adjust actions in relation to others’ actions The skill to be aware of others’ reactions 
and understanding why they react as they do The skill to actively look for ways to help people The skill to manage one’s 
own time Abilities:  The ability to tell when something is wrong or is likely to go wrong The ability to listen to and 
understand information and ideas The ability to communicate (verbal and written) information and ideas The ability to 
speak clearly so others can understand you The ability to apply general rules to specific problemsCompetencies: 
Learning on the fly Problem solving Priority setting Timely decision making Standing alone Action oriented Drive for 
results Organizational agility Written Communication Compassion Ethics and Values Integrity and trust Patience Peer 
relationships Understanding others 
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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044593 - LICENSED PRACTICAL NURSE 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1846 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to two years of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty which 
includes leading others in work; and performs related work as required. Distinguishing Features: This is the lead level 
class in the Licensed Practical Nurse job series. An employee in this class is assigned to work in a hospital, clinic, 
institution, or in the home and lead the work of technical nursing staff in the setting. An employee in this class may be 
assigned to work days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the 
latter is not responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Leads the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warning 
and recommendations for suspension or termination. Assisting and Caring for Others:     Leads technical nursing staff in 
providing health care support for patients.     Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Follows a prescribed health care plan or protocol.    Takes the patient's vital signs.    
Identifies patient's allergies.    Administers medication.    Monitors side effects of medication.    Observes effectiveness 
of medications.    Feeds the patient.    Bathes the patient.    Prepares the patient for laboratory tests.    Obtains required 
lab specimens per protocol.    Prepares specimens for transport to an outside laboratory.    Performs other procedures 
per protocol. Provide Consultation and Advice to Others:    Educates patients/caregivers how to maintain optimal health 
status.    Demonstrates self-care such as dressing changes, self-examinations, activities of daily living (e.g., hygiene), and 
use of adaptive equipment/devices.    Ensures the patient understands self-care instructions. Documenting/Recording 
Information:    Documents assessments, care and education provided to the patient.    Lists vital signs and procedures 
performed in the patient's medical record.    Documents orders followed and medical interventions.    Documents 
completed tests and the results.    Documents administration and effectiveness of drugs, documents utilization of 
controlled drugs.    Completes medical and administrative forms (e.g. electronic or paper).       Monitoring and 
Controlling Resources:    Maintains an adequate, current, and secure inventory of health care supplies.    Reports 
discrepancies in the inventory.  Inspecting Equipment, Structures, or Material:    Ensures that medical equipment and 
designated work areas are kept clean and serviceable.    Reports any maintenance problems or repairs made on 
equipment.       Establishing and Maintaining Interpersonal Relationships:    Fosters team work to ensure total care of 
patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:    Discusses the patients 
comprehensive health plan with other staff to identify the patients/clients needs.       Communicating with Persons 
Outside Organization:    Communicates with internal and external entities. Coaching and Developing Others:    Provides 
ongoing education to employees and others. 
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Competencies (KSA’s): 
"Knowledge:     Knowledge of principles of nursing, nursing practices, techniques, and applicable laws    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Knowledge 
of the information and techniques needed to treat human injuries, diseases, and deformities    Knowledge of principles 
and processes for providing customer and personal servicesSkills:     The skill to use critical thinking techniques to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    The skill to 
monitor/assess performance of yourself, other individuals, or organizations to make improvements or take corrective 
action    The skill to understand written sentences and paragraphs in work related documents    The skill to listen to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to talk to others to convey information effectively    The skill to adjust 
actions in relation to others' actions    The skill to be aware of others' reactions and understanding why they react as 
they do    The skill to actively look for ways to help people    The skill to manage one's own time Abilities:     The ability to 
tell when something is wrong or is likely to go wrong    The ability to listen to and understand information and ideas    
The ability to communicate (verbal and written) information and ideas    The ability to speak clearly so others can 
understand you    The ability to apply general rules to specific problemsCompetencies:    Learning on the fly    Problem 
solving    Priority setting    Timely decision making    Standing alone    Action oriented    Drive for results    Organizational 
agility    Written Communication    Compassion    Ethics and Values    Integrity and trust    Patience    Peer relationships    
Understanding others" 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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044593 - LICENSED PRACTICAL NURSE 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1847 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to two years of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty which 
includes leading others in work; and performs related work as required. Distinguishing Features: This is the lead level 
class in the Licensed Practical Nurse job series. An employee in this class is assigned to work in a hospital, clinic, 
institution, or in the home and lead the work of technical nursing staff in the setting. An employee in this class may be 
assigned to work days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the 
latter is not responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Leads the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warning 
and recommendations for suspension or termination. Assisting and Caring for Others:     Leads technical nursing staff in 
providing health care support for patients.     Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Follows a prescribed health care plan or protocol.    Takes the patient's vital signs.    
Identifies patient's allergies.    Administers medication.    Monitors side effects of medication.    Observes effectiveness 
of medications.    Feeds the patient.    Bathes the patient.    Prepares the patient for laboratory tests.    Obtains required 
lab specimens per protocol.    Prepares specimens for transport to an outside laboratory.    Performs other procedures 
per protocol. Provide Consultation and Advice to Others:    Educates patients/caregivers how to maintain optimal health 
status.    Demonstrates self-care such as dressing changes, self-examinations, activities of daily living (e.g., hygiene), and 
use of adaptive equipment/devices.    Ensures the patient understands self-care instructions. Documenting/Recording 
Information:    Documents assessments, care and education provided to the patient.    Lists vital signs and procedures 
performed in the patient's medical record.    Documents orders followed and medical interventions.    Documents 
completed tests and the results.    Documents administration and effectiveness of drugs, documents utilization of 
controlled drugs.    Completes medical and administrative forms (e.g. electronic or paper).       Monitoring and 
Controlling Resources:    Maintains an adequate, current, and secure inventory of health care supplies.    Reports 
discrepancies in the inventory.  Inspecting Equipment, Structures, or Material:    Ensures that medical equipment and 
designated work areas are kept clean and serviceable.    Reports any maintenance problems or repairs made on 
equipment.       Establishing and Maintaining Interpersonal Relationships:    Fosters team work to ensure total care of 
patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:    Discusses the patients 
comprehensive health plan with other staff to identify the patients/clients needs.       Communicating with Persons 
Outside Organization:    Communicates with internal and external entities. Coaching and Developing Others:    Provides 
ongoing education to employees and others. 
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Competencies (KSA’s): 
"Knowledge:     Knowledge of principles of nursing, nursing practices, techniques, and applicable laws    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Knowledge 
of the information and techniques needed to treat human injuries, diseases, and deformities    Knowledge of principles 
and processes for providing customer and personal servicesSkills:     The skill to use critical thinking techniques to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    The skill to 
monitor/assess performance of yourself, other individuals, or organizations to make improvements or take corrective 
action    The skill to understand written sentences and paragraphs in work related documents    The skill to listen to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to talk to others to convey information effectively    The skill to adjust 
actions in relation to others' actions    The skill to be aware of others' reactions and understanding why they react as 
they do    The skill to actively look for ways to help people    The skill to manage one's own time Abilities:     The ability to 
tell when something is wrong or is likely to go wrong    The ability to listen to and understand information and ideas    
The ability to communicate (verbal and written) information and ideas    The ability to speak clearly so others can 
understand you    The ability to apply general rules to specific problemsCompetencies:    Learning on the fly    Problem 
solving    Priority setting    Timely decision making    Standing alone    Action oriented    Drive for results    Organizational 
agility    Written Communication    Compassion    Ethics and Values    Integrity and trust    Patience    Peer relationships    
Understanding others" 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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044593 - LICENSED PRACTICAL NURSE 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1848 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to two years of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty which 
includes leading others in work; and performs related work as required. Distinguishing Features: This is the lead level 
class in the Licensed Practical Nurse job series. An employee in this class is assigned to work in a hospital, clinic, 
institution, or in the home and lead the work of technical nursing staff in the setting. An employee in this class may be 
assigned to work days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the 
latter is not responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Leads the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warning 
and recommendations for suspension or termination. Assisting and Caring for Others:     Leads technical nursing staff in 
providing health care support for patients.     Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Follows a prescribed health care plan or protocol.    Takes the patient's vital signs.    
Identifies patient's allergies.    Administers medication.    Monitors side effects of medication.    Observes effectiveness 
of medications.    Feeds the patient.    Bathes the patient.    Prepares the patient for laboratory tests.    Obtains required 
lab specimens per protocol.    Prepares specimens for transport to an outside laboratory.    Performs other procedures 
per protocol. Provide Consultation and Advice to Others:    Educates patients/caregivers how to maintain optimal health 
status.    Demonstrates self-care such as dressing changes, self-examinations, activities of daily living (e.g., hygiene), and 
use of adaptive equipment/devices.    Ensures the patient understands self-care instructions. Documenting/Recording 
Information:    Documents assessments, care and education provided to the patient.    Lists vital signs and procedures 
performed in the patient's medical record.    Documents orders followed and medical interventions.    Documents 
completed tests and the results.    Documents administration and effectiveness of drugs, documents utilization of 
controlled drugs.    Completes medical and administrative forms (e.g. electronic or paper).       Monitoring and 
Controlling Resources:    Maintains an adequate, current, and secure inventory of health care supplies.    Reports 
discrepancies in the inventory.  Inspecting Equipment, Structures, or Material:    Ensures that medical equipment and 
designated work areas are kept clean and serviceable.    Reports any maintenance problems or repairs made on 
equipment.       Establishing and Maintaining Interpersonal Relationships:    Fosters team work to ensure total care of 
patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:    Discusses the patients 
comprehensive health plan with other staff to identify the patients/clients needs.       Communicating with Persons 
Outside Organization:    Communicates with internal and external entities. Coaching and Developing Others:    Provides 
ongoing education to employees and others. 
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Competencies (KSA’s): 
"Knowledge:     Knowledge of principles of nursing, nursing practices, techniques, and applicable laws    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Knowledge 
of the information and techniques needed to treat human injuries, diseases, and deformities    Knowledge of principles 
and processes for providing customer and personal servicesSkills:     The skill to use critical thinking techniques to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    The skill to 
monitor/assess performance of yourself, other individuals, or organizations to make improvements or take corrective 
action    The skill to understand written sentences and paragraphs in work related documents    The skill to listen to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to talk to others to convey information effectively    The skill to adjust 
actions in relation to others' actions    The skill to be aware of others' reactions and understanding why they react as 
they do    The skill to actively look for ways to help people    The skill to manage one's own time Abilities:     The ability to 
tell when something is wrong or is likely to go wrong    The ability to listen to and understand information and ideas    
The ability to communicate (verbal and written) information and ideas    The ability to speak clearly so others can 
understand you    The ability to apply general rules to specific problemsCompetencies:    Learning on the fly    Problem 
solving    Priority setting    Timely decision making    Standing alone    Action oriented    Drive for results    Organizational 
agility    Written Communication    Compassion    Ethics and Values    Integrity and trust    Patience    Peer relationships    
Understanding others" 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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044593 - LICENSED PRACTICAL NURSE 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1849 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to two years of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Currently licensed as a practical nurse with the State of 
Tennessee or holds a privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC).  
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check.Examination 
Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty which 
includes leading others in work; and performs related work as required. Distinguishing Features: This is the lead level 
class in the Licensed Practical Nurse job series. An employee in this class is assigned to work in a hospital, clinic, 
institution, or in the home and lead the work of technical nursing staff in the setting. An employee in this class may be 
assigned to work days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the 
latter is not responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Leads the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warning 
and recommendations for suspension or termination. Assisting and Caring for Others:     Leads technical nursing staff in 
providing health care support for patients.     Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Follows a prescribed health care plan or protocol.    Takes the patient's vital signs.    
Identifies patient's allergies.    Administers medication.    Monitors side effects of medication.    Observes effectiveness 
of medications.    Feeds the patient.    Bathes the patient.    Prepares the patient for laboratory tests.    Obtains required 
lab specimens per protocol.    Prepares specimens for transport to an outside laboratory.    Performs other procedures 
per protocol. Provide Consultation and Advice to Others:    Educates patients/caregivers how to maintain optimal health 
status.    Demonstrates self-care such as dressing changes, self-examinations, activities of daily living (e.g., hygiene), and 
use of adaptive equipment/devices.    Ensures the patient understands self-care instructions. Documenting/Recording 
Information:    Documents assessments, care and education provided to the patient.    Lists vital signs and procedures 
performed in the patient's medical record.    Documents orders followed and medical interventions.    Documents 
completed tests and the results.    Documents administration and effectiveness of drugs, documents utilization of 
controlled drugs.    Completes medical and administrative forms (e.g. electronic or paper).       Monitoring and 
Controlling Resources:    Maintains an adequate, current, and secure inventory of health care supplies.    Reports 
discrepancies in the inventory.  Inspecting Equipment, Structures, or Material:    Ensures that medical equipment and 
designated work areas are kept clean and serviceable.    Reports any maintenance problems or repairs made on 
equipment.       Establishing and Maintaining Interpersonal Relationships:    Fosters team work to ensure total care of 
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patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:    Discusses the patients 
comprehensive health plan with other staff to identify the patients/clients needs.       Communicating with Persons 
Outside Organization:    Communicates with internal and external entities. Coaching and Developing Others:    Provides 
ongoing education to employees and others. 
 
Competencies (KSA’s): 
"Knowledge:     Knowledge of principles of nursing, nursing practices, techniques, and applicable laws    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Knowledge 
of the information and techniques needed to treat human injuries, diseases, and deformities    Knowledge of principles 
and processes for providing customer and personal servicesSkills:     The skill to use critical thinking techniques to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    The skill to 
monitor/assess performance of yourself, other individuals, or organizations to make improvements or take corrective 
action    The skill to understand written sentences and paragraphs in work related documents    The skill to listen to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to talk to others to convey information effectively    The skill to adjust 
actions in relation to others' actions    The skill to be aware of others' reactions and understanding why they react as 
they do    The skill to actively look for ways to help people    The skill to manage one's own time Abilities:     The ability to 
tell when something is wrong or is likely to go wrong    The ability to listen to and understand information and 
ideas    The ability to communicate (verbal and written) information and ideas    The ability to speak clearly so others can 
understand you    The ability to apply general rules to specific problemsCompetencies:    Learning on the fly    Problem 
solving    Priority setting    Timely decision making    Standing alone    Action oriented    Drive for results    Organizational 
agility    Written Communication    Compassion    Ethics and Values    Integrity and trust    Patience    Peer 
relationships    Understanding others" 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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044593 - LICENSED PRACTICAL NURSE 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1850 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a practical nurse and experience equivalent to two years of licensed 
practical nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a practical nurse with the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for licensed practical nursing duties of average difficulty which 
includes leading others in work; and performs related work as required. Distinguishing Features: This is the lead level 
class in the Licensed Practical Nurse job series. An employee in this class is assigned to work in a hospital, clinic, 
institution, or in the home and lead the work of technical nursing staff in the setting. An employee in this class may be 
assigned to work days, evenings, nights, and/or weekends. This class differs from Licensed Practical Nurse 2 in that the 
latter is not responsible for leading the work of technical nursing staff. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Leads the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warning 
and recommendations for suspension or termination. Assisting and Caring for Others:     Leads technical nursing staff in 
providing health care support for patients.     Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Follows a prescribed health care plan or protocol.    Takes the patient's vital signs.    
Identifies patient's allergies.    Administers medication.    Monitors side effects of medication.    Observes effectiveness 
of medications.    Feeds the patient.    Bathes the patient.    Prepares the patient for laboratory tests.    Obtains required 
lab specimens per protocol.    Prepares specimens for transport to an outside laboratory.    Performs other procedures 
per protocol. Provide Consultation and Advice to Others:    Educates patients/caregivers how to maintain optimal health 
status.    Demonstrates self-care such as dressing changes, self-examinations, activities of daily living (e.g., hygiene), and 
use of adaptive equipment/devices.    Ensures the patient understands self-care instructions. Documenting/Recording 
Information:    Documents assessments, care and education provided to the patient.    Lists vital signs and procedures 
performed in the patient's medical record.    Documents orders followed and medical interventions.    Documents 
completed tests and the results.    Documents administration and effectiveness of drugs, documents utilization of 
controlled drugs.    Completes medical and administrative forms (e.g. electronic or paper).       Monitoring and 
Controlling Resources:    Maintains an adequate, current, and secure inventory of health care supplies.    Reports 
discrepancies in the inventory.  Inspecting Equipment, Structures, or Material:    Ensures that medical equipment and 
designated work areas are kept clean and serviceable.    Reports any maintenance problems or repairs made on 
equipment.       Establishing and Maintaining Interpersonal Relationships:    Fosters team work to ensure total care of 
patient/client and outside entities. Communicating with Supervisors, Peers, or Subordinates:    Discusses the patients 
comprehensive health plan with other staff to identify the patients/clients needs.       Communicating with Persons 
Outside Organization:    Communicates with internal and external entities. Coaching and Developing Others:    Provides 
ongoing education to employees and others. 
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Competencies (KSA’s): 
"Knowledge:     Knowledge of principles of nursing, nursing practices, techniques, and applicable laws    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Knowledge 
of the information and techniques needed to treat human injuries, diseases, and deformities    Knowledge of principles 
and processes for providing customer and personal servicesSkills:     The skill to use critical thinking techniques to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    The skill to 
monitor/assess performance of yourself, other individuals, or organizations to make improvements or take corrective 
action    The skill to understand written sentences and paragraphs in work related documents    The skill to listen to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    The skill to talk to others to convey information effectively    The skill to adjust 
actions in relation to others' actions    The skill to be aware of others' reactions and understanding why they react as 
they do    The skill to actively look for ways to help people    The skill to manage one's own time Abilities:     The ability to 
tell when something is wrong or is likely to go wrong    The ability to listen to and understand information and ideas    
The ability to communicate (verbal and written) information and ideas    The ability to speak clearly so others can 
understand you    The ability to apply general rules to specific problemsCompetencies:    Learning on the fly    Problem 
solving    Priority setting    Timely decision making    Standing alone    Action oriented    Drive for results    Organizational 
agility    Written Communication    Compassion    Ethics and Values    Integrity and trust    Patience    Peer relationships    
Understanding others" 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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078891 - LICENSED PROF COUNSELOR-MHSP 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4452 
 
Minimum Qualifications: 
Education and Experience: Licensed or eligible for licensure as a Licensed Professional Counselor with Mental Health 
Service Provider designation by the State of Tennessee. Substitution of Education for Experience: None. Substitution of 
Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: Licensure or eligibility for licensure as a Licensed Professional Counselor with Mental 
Health Service Provider designation by the State of Tennessee is required at the time of employment.  Licensure as a 
Licensed Professional Counselor with Mental Health Service Provider designation is required by the end of the 
probationary period. Examination Method: Education and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for clinical mental health services of unusual difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class conducts assessments, assigns 
diagnoses, develops and monitors mental health treatment plans, and provides individual, group, and family 
psychotherapy to benefit human growth and development of persons with intellectual and developmental disabilities.  
 
Work Activities: 
Getting Information: Conducts clinical assessments to identify the needs of person supported. Conducts other 
interviews and assessments to identify the on-going needs of persons supported. Obtains authorizations and consents 
for necessary protected health information. Obtains information through records review, direct observation, referencing 
resources, and through phone calls and e-mails from other employees, contract agencies, and individuals served and 
their families to provide consultation, and assess mental health service needs. Conducts clinical intake interviews to 
identify the needs of the person supported. Participates in team meetings to gather information.Communicating with 
Supervisors, Peers, or Subordinates:  Provides direct individual, group and family psychotherapy to persons supported in 
the facility. Shares needed information, in compliance with applicable privacy standards, with supervisors, peers and 
direct support professionals through face-to-face meetings, phone conversations, and e-mail to coordinate services. 
Collaborates with supervisors, peers and direct support professionals to provide needed services for persons supported. 
Collaborates with supervisors, peers and direct support professionals to develop mental health programs that benefit 
persons supported. Communicates with supervisors, peers, and direct support professionals to ensure consistency 
across applicable standards.Coaching and Developing Others:  Providing mental health skills coaching for persons 
supported. Models and demonstrates appropriate interpersonal interactions (e.g., tone of voice, body language) for 
persons supported. Provides professional guidance to and oversight of interns. Models and demonstrates appropriate 
therapeutic interventions and approaches for mental health services for stakeholders. Models and demonstrates 
appropriate interpersonal interactions (e.g., tone of voice, body language) for stakeholders.Communicating with Persons 
outside Organization: Collaborates with professionals outside the organization/outside partners to provide needed 
services for persons supported. Collaborates with outside professionals to develop mental health programs that benefit 
persons supported. Provides direct individual, group and family psychotherapy to persons supported in the community. 
Communicates with outside professionals to ensure consistency across applicable standards. Shares needed 
information, in compliance with applicable privacy standards, with stakeholders outside the organization through face-
to-face meetings, phone conversations, and e-mail to coordinate services. Making Decisions and Solving Problems:  
Makes decisions in accordance with American Counseling Association Code of Ethics. Utilizes the appropriate tools to 
assess the risks and benefits of proposed mental health interventions for persons supported. Develops action steps to 
address barriers to mental health services, seeking consultation as appropriate. Determines when to facilitate team-
building or make a referral to another provider or service. Processing Information: Collects mental health data and 
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information to create reports to assess risks, assist in diagnosis, and aid in treatment planning and intervention. Scores 
mental health assessments to better understand the mental health needs of the persons supported.Monitor Processes, 
Materials, or Surroundings: Conducts mental status examinations for persons supported to develop mental health 
assessments and determine treatment effectiveness. Establishes and monitors treatment plan goals and objectives for 
persons supported. Assesses the suitability of physical environments and their impact on the mental health and safety of 
persons supported and others.Performing Administrative Activities: Maintains data as requested by supervisor to assist 
in the evaluation of facility outcomes. Responds to e-mails, phone calls, and other correspondence as required. Prepares 
and/or reviews incident reports and participates on facility incident management team. Enters personal time and leave 
and overtime requests into state timekeeping system. Assisting and Caring for Others: Provides mental health treatment 
in a variety of settings to improve the quality of life for persons receiving these services. Participates in on-call rotation 
to ensure 24/7 professional coverage. Representing the mental health discipline in treatment team meetings to develop 
and monitor mental health treatment plans.Training and Teaching Others: Conducts person-specific mental health 
training for persons supported who are transitioning from the facility to the community. Conducts relevant trainings 
regarding the delivery of mental health services. Conducts relevant outreach training on mental health topics for 
members of the general public. Identifying Objects, Actions, and Events: Identifies need for changes in treatment plans 
to optimize effectiveness. Identifies barriers to mental health service provision and takes appropriate action to remove 
them. Participates in or facilitates team meetings to identify reasons for referral, barriers, and roles and 
responsibilities.Thinking Creatively: Applies creativity in designing and implementing individualized mental health 
treatment plans. Designs innovative training programs and techniques to educate organizational staff on mental health 
topics. Uses various creative modalities such as art therapy, drama, meditation, and yoga to enhance mental health 
treatment goals.Establishing and Maintaining Interpersonal Relationships: Maintains appropriate boundaries and avoids 
dual relationships while fostering healthy therapeutic rapport with persons supported. Develops and maintains 
constructive and cooperative working relationships with stakeholders and avoids harmful dual relationships. Developing 
Objectives and Strategies: Writes measurable, observable, and achievable mental health treatment objectives based on 
data analyses.. Develops mental health treatment strategies based on functional mental health assessments and data 
analyses in collaboration with stakeholders. Provide Consultation and Advice to Others: Provides consultation and 
guidance regarding mental health topics to contracted providers, community agencies, and other stakeholders. Consults 
with supervisors and peers to refine operating procedures and practices. Interacting with Computers: Uses computer to 
graph data, develop treatment plans, maintain psychotherapy notes, develop presentations, prepare spreadsheets, 
perform word processing activities, send and receive e-mail, and perform research. Performs computerized assessments 
for mental health treatment purposes. Organizing, Planning, and Prioritizing Work: Completes tasks according to 
established timelines while adjusting task priorities in response to emergent issues. Prioritizes tasks and mental health 
treatment needs based on most recent data and directives from multiple sources. Evaluating Information to Determine 
Compliance with Standards: Evaluates safety protocols and rights limitations to ensure compliance with departmental 
policy. Evaluates mental health services to ensure compliance with professional and facility standards. Resolving 
Conflicts and Negotiating with Others: Negotiates with stakeholders to establish consensual mental health treatment 
goals. Collaborates with peers to achieve organizational goals and objectives. Updating and Using Relevant Knowledge: 
Uses published and peer-reviewed research to support assessments, recommendations, therapeutic interventions, and 
treatment planning. Attends conferences and seminars to keep abreast of scientific and professional knowledge. Judging 
the Qualities of Things, Services, or People: Evaluates mental health treatment plans to determine their effectiveness for 
persons supported. Evaluates the effectiveness of mental health training provided to organizational staff. Staffing 
Organizational Units:  Consults with program specialists to assist in making staffing decisions. Participates in the hiring 
process of specific positions as requested. Performing General Physical Activities: Participates in physical crisis 
intervention techniques as necessary. Analyzing Data or Information: Analyzes quantitative and qualitative mental 
health data to determine response to intervention, case conceptualization, and to provide information to professionals 
in other disciplines. Documenting/Recording Information: Establishes and maintains psychotherapy notes as prescribed 
by professional standards. Developing and Building Teams: Uses therapeutic skills to facilitate team-building among 
stakeholders. Interpreting the Meaning of Information for Others: Explains technical information for stakeholders so 
that it is easily understood. Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates 
the cost of materials or equipment needed to meet the mental health needs of persons supported. 
 
Competencies (KSA’s): 
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Competencies: Functional/Technical Competency                    Informing                     Conflict Management               Action 
Oriented            Presentation Skills                    Approachability             Dealing with Paradox                Integrity and Trust                   
Managing Diversity                   Patience                       Knowledge: Advanced knowledge of psychology to assess the needs 
of people with intellectual and developmental disabilities and co-occurring mental health disorders.             Advanced 
knowledge of the application of psychotherapy services for persons with intellectual and developmental disabilities and 
co-occurring mental health disorders to ensure appropriate treat and care. Skills: Advanced active listening skills to 
provide psychotherapy services to persons supported.                 Advanced critical thinking skills to evaluate and 
discriminate between mental health treatment approaches to benefit persons supported.                  Advanced speaking 
skills to provide training and consultation to stakeholders.                      Advanced writing skills to complete written 
reports and assessments to inform stakeholders.          Advanced instructing skills to provide teaching and training.               
Advanced negotiation skills to work collaboratively with stakeholders.            Advanced service orientation skills to serve 
as an advocate for optimal mental health treatment for persons supported.                 Advanced complex problem solving 
skills to resolve treatment issues.                      Advanced judgement and decision making skills to choose appropriate 
mental health treatment.    Advanced systems analysis skills to evaluate group dynamics and identify barriers to service 
provision.            Intermediate time management skills to prioritize tasks to meet deadlines. Abilities: Deductive 
Reasoning               Inductive Reasoning                Originality                     Problem Sensitivity                  Perceptual Speed                     
Written Comprehension                       Written Expression                   Dynamic Flexibility                    Gross Body 
Coordination 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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078891 - LICENSED PROF COUNSELOR-MHSP 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4453 
 
Minimum Qualifications: 
Education and Experience: Licensed or eligible for licensure as a Licensed Professional Counselor with Mental Health 
Service Provider designation by the State of Tennessee. Substitution of Education for Experience: None. Substitution of 
Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: Licensure or eligibility for licensure as a Licensed Professional Counselor with Mental 
Health Service Provider designation by the State of Tennessee is required at the time of employment.  Licensure as a 
Licensed Professional Counselor with Mental Health Service Provider designation is required by the end of the 
probationary period. Examination Method: Education and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for clinical mental health services of unusual difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class conducts assessments, assigns 
diagnoses, develops and monitors mental health treatment plans, and provides individual, group, and family 
psychotherapy to benefit human growth and development of persons with intellectual and developmental disabilities.  
 
Work Activities: 
Getting Information: Conducts clinical assessments to identify the needs of person supported. Conducts other 
interviews and assessments to identify the on-going needs of persons supported. Obtains authorizations and consents 
for necessary protected health information. Obtains information through records review, direct observation, referencing 
resources, and through phone calls and e-mails from other employees, contract agencies, and individuals served and 
their families to provide consultation, and assess mental health service needs. Conducts clinical intake interviews to 
identify the needs of the person supported. Participates in team meetings to gather information.Communicating with 
Supervisors, Peers, or Subordinates:  Provides direct individual, group and family psychotherapy to persons supported in 
the facility. Shares needed information, in compliance with applicable privacy standards, with supervisors, peers and 
direct support professionals through face-to-face meetings, phone conversations, and e-mail to coordinate services. 
Collaborates with supervisors, peers and direct support professionals to provide needed services for persons supported. 
Collaborates with supervisors, peers and direct support professionals to develop mental health programs that benefit 
persons supported. Communicates with supervisors, peers, and direct support professionals to ensure consistency 
across applicable standards.Coaching and Developing Others:  Providing mental health skills coaching for persons 
supported. Models and demonstrates appropriate interpersonal interactions (e.g., tone of voice, body language) for 
persons supported. Provides professional guidance to and oversight of interns. Models and demonstrates appropriate 
therapeutic interventions and approaches for mental health services for stakeholders. Models and demonstrates 
appropriate interpersonal interactions (e.g., tone of voice, body language) for stakeholders.Communicating with Persons 
outside Organization: Collaborates with professionals outside the organization/outside partners to provide needed 
services for persons supported. Collaborates with outside professionals to develop mental health programs that benefit 
persons supported. Provides direct individual, group and family psychotherapy to persons supported in the community. 
Communicates with outside professionals to ensure consistency across applicable standards. Shares needed 
information, in compliance with applicable privacy standards, with stakeholders outside the organization through face-
to-face meetings, phone conversations, and e-mail to coordinate services. Making Decisions and Solving Problems:  
Makes decisions in accordance with American Counseling Association Code of Ethics. Utilizes the appropriate tools to 
assess the risks and benefits of proposed mental health interventions for persons supported. Develops action steps to 
address barriers to mental health services, seeking consultation as appropriate. Determines when to facilitate team-
building or make a referral to another provider or service. Processing Information: Collects mental health data and 
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information to create reports to assess risks, assist in diagnosis, and aid in treatment planning and intervention. Scores 
mental health assessments to better understand the mental health needs of the persons supported.Monitor Processes, 
Materials, or Surroundings: Conducts mental status examinations for persons supported to develop mental health 
assessments and determine treatment effectiveness. Establishes and monitors treatment plan goals and objectives for 
persons supported. Assesses the suitability of physical environments and their impact on the mental health and safety of 
persons supported and others.Performing Administrative Activities: Maintains data as requested by supervisor to assist 
in the evaluation of facility outcomes. Responds to e-mails, phone calls, and other correspondence as required. Prepares 
and/or reviews incident reports and participates on facility incident management team. Enters personal time and leave 
and overtime requests into state timekeeping system. Assisting and Caring for Others: Provides mental health treatment 
in a variety of settings to improve the quality of life for persons receiving these services. Participates in on-call rotation 
to ensure 24/7 professional coverage. Representing the mental health discipline in treatment team meetings to develop 
and monitor mental health treatment plans.Training and Teaching Others: Conducts person-specific mental health 
training for persons supported who are transitioning from the facility to the community. Conducts relevant trainings 
regarding the delivery of mental health services. Conducts relevant outreach training on mental health topics for 
members of the general public. Identifying Objects, Actions, and Events: Identifies need for changes in treatment plans 
to optimize effectiveness. Identifies barriers to mental health service provision and takes appropriate action to remove 
them. Participates in or facilitates team meetings to identify reasons for referral, barriers, and roles and 
responsibilities.Thinking Creatively: Applies creativity in designing and implementing individualized mental health 
treatment plans. Designs innovative training programs and techniques to educate organizational staff on mental health 
topics. Uses various creative modalities such as art therapy, drama, meditation, and yoga to enhance mental health 
treatment goals.Establishing and Maintaining Interpersonal Relationships: Maintains appropriate boundaries and avoids 
dual relationships while fostering healthy therapeutic rapport with persons supported. Develops and maintains 
constructive and cooperative working relationships with stakeholders and avoids harmful dual relationships. Developing 
Objectives and Strategies: Writes measurable, observable, and achievable mental health treatment objectives based on 
data analyses.. Develops mental health treatment strategies based on functional mental health assessments and data 
analyses in collaboration with stakeholders. Provide Consultation and Advice to Others: Provides consultation and 
guidance regarding mental health topics to contracted providers, community agencies, and other stakeholders. Consults 
with supervisors and peers to refine operating procedures and practices. Interacting with Computers: Uses computer to 
graph data, develop treatment plans, maintain psychotherapy notes, develop presentations, prepare spreadsheets, 
perform word processing activities, send and receive e-mail, and perform research. Performs computerized assessments 
for mental health treatment purposes. Organizing, Planning, and Prioritizing Work: Completes tasks according to 
established timelines while adjusting task priorities in response to emergent issues. Prioritizes tasks and mental health 
treatment needs based on most recent data and directives from multiple sources. Evaluating Information to Determine 
Compliance with Standards: Evaluates safety protocols and rights limitations to ensure compliance with departmental 
policy. Evaluates mental health services to ensure compliance with professional and facility standards. Resolving 
Conflicts and Negotiating with Others: Negotiates with stakeholders to establish consensual mental health treatment 
goals. Collaborates with peers to achieve organizational goals and objectives. Updating and Using Relevant Knowledge: 
Uses published and peer-reviewed research to support assessments, recommendations, therapeutic interventions, and 
treatment planning. Attends conferences and seminars to keep abreast of scientific and professional knowledge. Judging 
the Qualities of Things, Services, or People: Evaluates mental health treatment plans to determine their effectiveness for 
persons supported. Evaluates the effectiveness of mental health training provided to organizational staff. Staffing 
Organizational Units:  Consults with program specialists to assist in making staffing decisions. Participates in the hiring 
process of specific positions as requested. Performing General Physical Activities: Participates in physical crisis 
intervention techniques as necessary. Analyzing Data or Information: Analyzes quantitative and qualitative mental 
health data to determine response to intervention, case conceptualization, and to provide information to professionals 
in other disciplines. Documenting/Recording Information: Establishes and maintains psychotherapy notes as prescribed 
by professional standards. Developing and Building Teams: Uses therapeutic skills to facilitate team-building among 
stakeholders. Interpreting the Meaning of Information for Others: Explains technical information for stakeholders so 
that it is easily understood. Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates 
the cost of materials or equipment needed to meet the mental health needs of persons supported. 
 
Competencies (KSA’s): 
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Competencies: Functional/Technical Competency                    Informing                     Conflict Management               Action 
Oriented            Presentation Skills                    Approachability             Dealing with Paradox                Integrity and Trust                   
Managing Diversity                   Patience                       Knowledge: Advanced knowledge of psychology to assess the needs 
of people with intellectual and developmental disabilities and co-occurring mental health disorders.             Advanced 
knowledge of the application of psychotherapy services for persons with intellectual and developmental disabilities and 
co-occurring mental health disorders to ensure appropriate treat and care. Skills: Advanced active listening skills to 
provide psychotherapy services to persons supported.                 Advanced critical thinking skills to evaluate and 
discriminate between mental health treatment approaches to benefit persons supported.                  Advanced speaking 
skills to provide training and consultation to stakeholders.                      Advanced writing skills to complete written 
reports and assessments to inform stakeholders.          Advanced instructing skills to provide teaching and training.               
Advanced negotiation skills to work collaboratively with stakeholders.            Advanced service orientation skills to serve 
as an advocate for optimal mental health treatment for persons supported.                 Advanced complex problem solving 
skills to resolve treatment issues.                      Advanced judgement and decision making skills to choose appropriate 
mental health treatment.    Advanced systems analysis skills to evaluate group dynamics and identify barriers to service 
provision.            Intermediate time management skills to prioritize tasks to meet deadlines. Abilities: Deductive 
Reasoning               Inductive Reasoning                Originality                     Problem Sensitivity                  Perceptual Speed                     
Written Comprehension                       Written Expression                   Dynamic Flexibility                    Gross Body 
Coordination 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002660 - LICENSING TECHNICIAN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2618 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to high school and experience equivalent to two years of full-time 
clerical work. OR Substitution of Experience for Education: Qualifying experience in clerical work may substitute for the 
required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in the above 
listed field may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. None.  
 
Job Overview: 
Summary: Under general supervision, performs licensing clerical work of average difficulty and performs related work as 
required. Distinguishing Features:  An employee in this class provides clerical support to determine eligibility for 
licenses, permits, or certifications. Work problems that involve critical deviations from standard policies and procedures 
are reviewed with a supervisor. 
 
Work Activities: 
Interacting With Computers:    Enters data from licensure applications into computer system.    Enters confirmation of 
payment into computer system.    Records information on continuing education hours earned, changes of address, 
complaints, retirements, and transfers.    May verify that electronically transferred fees are balanced and posted to 
correct licensee files and fee codes and maintains electronic report.    May process deposits to be reconciled and keyed 
into system. Evaluating Information to Determine Compliance with Standards:    Recommends or may determine the 
acceptance or rejection of licensure applications in accordance with applicable laws, rules, and regulations.    Verifies 
that education, age, test scores or other personal characteristics of applicants are within legal standards for eligibility.    
Confirms payment for licenses, renewals, or related application fees.    Processes renewals for compliance and accuracy. 
Communicating with Persons Outside Organization:    Answers voluminous inquiries of varying complexity about 
licensure, received electronically, telephonically, digitally, or in person.    May schedule requisite competency 
examinations; notifies applicant of date, time, and place of examination.    May notify applicants of passing or failing 
examination scores. Monitor Processes, Materials, or Surroundings:    Reviews licensure applications for completeness, 
accuracy, and eligibility requirements.    Mails out licenses; checks data, addresses, names, and other information on 
forms and outgoing mail for accuracy and completeness.    May monitor applicants during examinations. Interpreting the 
Meaning of Information for Others:     Explains rules, laws and policies related to licensing. Performing Administrative 
Activities:    Performs a variety of clerical duties including forms processing, licensure verification upon request, file 
maintenance, mailing, and data entry.    Receives, dates, and attaches reference correspondence to incoming mail. 
Communicating with Supervisors, Peers, or Subordinates:    Reports to the supervisor their recommendations and any 
problems that arise in the application process which are not covered by policy and procedure. Getting Information:    
Retrieves information from files or statutes and rules based on requests received by telephone, the internet, mail, or in 
person. Documenting/Recording Information:    Prepares license records, including applications, renewals, address 
changes, name changes, licensing correspondence to be stored electronically or otherwise. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Informing    Technical Learning    Integrity and Trust    Listening    Patience    
Composure    Written Communications    Organizing    Time ManagementKnowledge:    Knowledge of Microsoft Office    
Knowledge of clerical and administrative procedures    Knowledge of basic grammar    Knowledge of basic mathematics 
Skills:    Customer service skills    Written communication skills    Data entry skills    Critical thinking skills    Reading 
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comprehension skills    Judgment and decision making skills    Active listening skills    Understanding the implications of 
new information    Social perceptiveness    Basic problem solving skills Abilities:    Ability to remain focused    Ability to 
orally communicate    Ability to retain and learn information    Ability to work with others    Ability to multitask    Ability 
to recognize when there is a problem    Ability to reason    Ability to speak clearly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Scanner    Facsimile Machine    Printer    Calculator    Copier 
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062931 - LIFEGUARD 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1799 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs water safety duties of average difficulty, and performs related duties as 
required.Distinguishing Features: This is the entry level class in the Lifeguard sub series. An employee in this class is 
responsible for providing water safety services to swimmers at state parks. This class differs from Lifeguard 2 in that an 
incumbent of the latter is responsible for supervisory duties. 
 
Work Activities: 
1. Patrols swimming areas to watch for swimmers in danger and provide rescue efforts as needed.2. Administers CPR 
and may give swimming instructions.3. Inspects facilities to insure cleanliness and inventory needs are met.4. Assists in 
conducting and officiating at swimming meets.5. Maintains order and administers disciplinary actions as needed.6. 
Maintains and writes records and reports.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062932 - LIFEGUARD 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1800 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority.  
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs water safety duties of considerable difficulty; and performs related 
duties as required.Distinguishing Features: This is the supervisory level class in the Lifeguard sub-series. An employee in 
this class is responsible for supervising and providing water safety services to swimmers at state parks. This class differs 
from Lifeguard 1 in that an incumbent of the latter is responsible for providing water safety services to swimmers. 
 
Work Activities: 
1. Supervises and patrols swimming areas to watch for swimmers in danger and provide rescue efforts as needed.2. 
Administers CPR and first aid treatment and may give swimming instructions.3. Supervises and inspects facilities to 
insure cleanliness and inventory needs are met.4. Supervises and assists in conducting and officiating at swimming 
meets.5. Maintains order and administers disciplinary actions as needed.6. Assigns, trains, supervises, and evaluates the 
work of Lifeguard 1's.7. Maintains and writes records and reports.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062975 - LIQUID FUELS MAINT SPECIALIST 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1751 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school or equivalent and experience 
equivalent to substantial (four or more years) of increasingly responsible and skilled full time industrial piping 
distribution system maintenance and repair in one or more of the following areas: automatic valves, above ground 
storage tanks, underground storage tanks, oil water separators, fuel distribution cathodic protection, confined space 
entry, tank inspection, preventative maintenance, pump repair, or other related areas.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Must possess a valid state driver's license Must be able 
to obtain a DOD Secret security clearance within 1 year of hire date Have normal color vision Must be able to function in 
enclosed spaces  Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, provides increasingly responsible skilled industrial plumbing work of considerable 
difficulty, ensures that the liquid fuels system is maintained in the highest order of reliability, repaired quickly and 
efficiently, and modified to the extent required by Air Force standards and in accordance with state and federal 
regulations. This includes acting as the lead worker over others with the emphasis normally being on liquid fuels system 
maintenance; and performs related work as required.Distinguishing Features: An employee in this class maintains liquid 
fuel storing, distributing, dispensing and industrial plumbing systems, at Tennessee National Guard bases and ensures 
that the liquid fuels system is maintained in the highest order of reliability This includes acting as the lead worker over 
others as required. 
 
Work Activities: 
Interacting With Computers Monitors Programmable Logistic Controllers (PLC) to ensure proper system operation, rates 
of flow, and that systems parameters are maintained within established pressure and flow set points Interpreting the 
Meaning of Information for Others Interprets sketches, diagrams, schematics and as-built drawings in order to maintain 
and repair facilities and equipment, and be able to locate utilities Making Decisions and Solving Problems Diagnoses 
malfunctions of liquid fuels system components such as control valves, low level shut-off controls, cleaning and purging 
equipment, dewatering components, and flow meters by referencing technical manuals and industry publications for 
systems maintenance and repair Evaluating Information to Determine Compliance with Standards Maintains compliance 
with applicable environmental, occupational safety and health regulations,  in accordance with state, federal, and local 
guidelines. Oversees contracted projects to ensure compliance with “Statement of Work” and that projects are 
accomplished in accordance with federal and state regulations Monitor Processes, Materials, or Surroundings Monitors 
liquid fuels systems such as hydrant or dispensing stations to ensure efficient and effective operation, by visually and 
manually inspecting the system for leaks, faulty fittings and inoperative components such as switches, pumps, filters and 
valves Repairing and Maintaining Mechanical Equipment Lubricates moving parts, cleans dirt and grease, and removes 
corrosion from system components to maintain longevity and efficient operation of systems Maintains liquid fuel 
systems to ensure efficient operation and meet federal and state environmental regulations to protect the environment 
from hydrocarbon pollutants. Assembles and installs industrial plumbing systems and pumps; such as cuts, bends, 
threads piping for gas, diesel and jet fuel lines and the replacement of non-functioning systems Inspecting Equipment, 
Structures, or Material Inspects gauges and meters to sustain maximum operating efficiency consistent with the design 
of the fuel system Maintains above ground storage fuel tanks, valves, lines, and pumps by periodically inspecting and 
identifying system problems, and makes repairs or modifications as necessaryOrganizing, Planning, and Prioritizing Work 
Prioritizes repair work based in the level of mission impact and type of repair needed, such as inconvenience, safety 
issues or further damage Communicating with Persons Outside Organization Communicates required system shut down 
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by notifying affected organizations to minimize the operational impact Communicates with venders to determine 
availability of parts needed to accomplish industrial plumbing work and other related tasks; completes purchase order 
forms to obtain parts and equipment Coordinating the Work and Activities of Others Leads skilled and semi-skilled 
personnel as assigned for fuel system facilities projects Documenting/Recording Information Maintains records, such as 
work orders, time expended, records of materials used, or other work related information as required Communicating 
with Supervisors, Peers, or Subordinates Communicates information, such as, material and equipment needs with 
supervision, and provides weekly status updates 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency                                 Learning on the Fly                             Problem Solving                  
Technical Learning                                                                                             Boss Relationships                              Knowledge: 
Basic knowledge of the design and functioning of pressurized industrial piping distribution system and other industrial 
plumbing related systems                  Basic knowledge of machines and tools used in industrial plumbing maintenance and 
repair work                 Basic knowledge of various types of materials (such as PVC, copper, stainless steel, and cast iron) 
used in plumbing lines and fixtures                          Basic knowledge of material, methods, and tools involved in 
maintenance and repair of industrial piping distribution system and other industrial plumbing related systems                
Skills:                                                                                                                                                             Basic computer operation                 
Basic critical thinking                         Basic electrical testing                        Basic reading comprehension                           Basic 
active listening                          Basic electrical and mechanical troubleshooting                          Basic installation and 
maintenance of pipes and industrial plumbing                     Basic record management                                 Basic inspecting 
and testing on industrial plumbing                     Abilities: Arm-hand steadiness                          Control precision                                 
Manual dexterity                 Finger dexterity                    Multi-limb coordination                                     Basic oral 
comprehension                 Static strength                      Basic deductive reasoning                 Basic inductive reasoning                                                 
Ability to bend, stretch, twist or reach with body, arms and legs Basic number facility                          
 
Tools and Equipment Used: 
 Personal Computer Flange Spreader Fork Lift Bench Vise Pressure Tester Multi Meter Pipe Threader Hand Tools 
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032254 - LIVESTOCK SPEC SUPERVISOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1082 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time livestock care, production, maintenance, grading, 
marketing, or inspection experience including, at least, two years of livestock grading, marketing, or inspection 
experience. Substitution of Education for Experience: Qualifying full-time experience in livestock care or inspection may 
be substituted for the required education, on a year-for-year basis. Substitution of Experience for Education:  Additional 
coursework at an accredited college or university in animal science or a related acceptable field may be substituted for 
the required experience on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs administrative work of average difficulty in the areas of livestock grading 
and market news reporting; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for statewide coordination and supervision of all livestock grading and market news reporting activities. This 
class differs from the Livestock Specialist in that the latter is assigned livestock grading and market news reporting 
duties within a moderate sized geographic area and does not supervise. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Meets with livestock market owner/manager just before livestock 
sale to determine sale expectations (e.g., head counts, sale price trends, buyers’ participation).    Makes presentations or 
livestock demonstrations at fairs, livestock shows and educational events (e.g., 4H, FFA, Industry Trade Shows) to 
educate the general public and farmers regarding best practices for livestock management and USDA grading standards.    
Communicates with producers and market managers/owners to answer incoming questions regarding market trends, 
sale advice and current livestock issues (e.g., disease, weather conditions).    Assists livestock producers in the selection 
of breeding animals that would help add value to livestock they are marketing by attending livestock sale with the 
producer or giving advice via phone.    Acts as a liaison between the Tennessee Department of Agriculture and livestock 
markets. Getting Information:    Collects livestock price information at livestock market sales by recording livestock 
grade, price sold, and other pertinent information to be used for market trend analysis.    Reviews national livestock 
market information by reading USDA reports, Chicago Board of Trade and other information prior to attending livestock 
sale to set the foundation for daily trends.    Gathers information regarding livestock specialist performance by 
interviewing market managers and livestock barn owners to ensure high quality customer service has been provided.    
Gathers sale dates, location and other pertinent information for public use and livestock specialist scheduling purposes.    
Obtains from producers, trade industry, youth organizations and others entities a list of outreach events to be attended 
by Livestock Specialist for the month and/or year. Performing General Physical Activities:    Stands and/or walks for 
extended periods of time under possible adverse conditions such as rain, excessive heat, cold, etc. at livestock sale barn 
or on a farm to collect information grading or market news purposes.    Sits for extended periods of time at livestock sale 
barns under possible adverse conditions such as heat, cold and possible loud noises to collect information for market 
news purposes.    Sorts livestock using appropriate livestock handling procedures to ensure safety of self and others.    
May physically open or close gates as necessary to allow movement of livestock from one area to another. Guiding, 
Directing, and Motivating Subordinates:    Creates and implements individual performance plans to set performance 
expectations of employees.    Discusses performance with employees through interim and final performance evaluations 
to enhance performance and encourage improved performance.    Audits Livestock Specialist work product to verify 
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accuracy and consistency across work unit. Training and Teaching Others:    Provides on the job training and education 
to new hires for livestock grading, market news reporting and other required skills (e.g., outreach, producer education).    
Develops training materials and presentations for subordinates and/or other industry professionals to be used at 
Livestock Association meetings and annual industry training.    Makes presentations at Livestock Association meetings 
and annual industry training using physical livestock demonstrations and providing print materials. Updating and Using 
Relevant Knowledge:    Attends required training (e.g., Title VI, Workplace Harassment, Cyber Security) in person or via 
computer webinar.    Attends annual industry training to keep current on best practices and grading standards.    Attends 
USDA Correlation Training to ensure the Department and other industry partners are consistent with regard to grading 
standards and market news reporting. Processing Information:    Analyzes sale information by comparing previous 
week's livestock sales to current day's sale to determine price trends.    Verifies that sale information previously entered 
has been disseminated to all relevant parties either electronically or hard copy.    Tabulates the number of head of 
livestock graded and calculates grading fee to charge livestock market. Staffing Organizational Units:    Conducts 
interviews with prospective employees using behavioral based questions and following all applicable rules and policies.    
Makes recommendation for new hires and submits to supervisor and Human Resources for approval. Resolving Conflicts 
and Negotiating with Others:    Resolves conflicts between others (e.g., subordinates, producers, livestock market 
managers) by investigating complaint/concern, meeting with involved parties, and providing solutions suitable to the 
situations.    Resolves staff conflicts/concerns by coaching staff, setting specific expectations and documenting coaching 
sessions or disciplinary actions. Making Decisions and Solving Problems:    Analyzes year end sale information to 
determine future livestock market coverage (i.e., Livestock Specialist market assignments).    Reassigns staff work 
responsibilities (i.e., livestock market coverage) when unforeseen situations arise (e.g., weather, market conditions, sale 
volume) to ensure appropriate statewide coverage. Performing Administrative Activities:    Processes payroll and travel 
information electronically using appropriate software.    Responds to emails, phone calls and other correspondence as 
required. Documenting/Recording Information:    Enters report information such as # of slaughter cows, # of heifers, # of 
cows with calves, # of steers, and # of bulls into the USDA market analysis software program to provide sale information 
to be used by producers.    Submits bi-monthly report of work activities that includes information such as time travelled, 
time at sales, location of sale, and type of activity (e.g., farm visit, market news, grading) to immediate supervisor. 
Judging the Qualities of Things, Services, or People:    Assigns United States Department of Agriculture (USDA) grade 
standards to livestock for private treaty, livestock sales, feeder sales or other public sales through visual observation 
determine how livestock will be grouped in the sales and/or recording pricing based on grade. Scheduling Work and 
Activities:    Schedules subordinates' monthly work assignments including livestock market sale coverage, livestock 
events and outreach activities (e.g., fairs, youth livestock events, trade association meetings). Interacting With 
Computers:    Enters livestock grading information and prices into laptop computer during livestock market sale to be 
later used in market news data analysis and report. Provide Consultation and Advice to Others:    Speaks with or visits 
livestock producer farm to assess the genetic needs of the herd to help the producer maximize profit. Operating 
Vehicles, Mechanized Devices, or Equipment:    Drives passenger vehicle to farm and/or livestock sales for up to five 
hours one way. Communicating with Supervisors, Peers, or Subordinates:    Communicates with TDA Livestock Specialists 
(i.e., subordinates) and supervisors regarding market conditions statewide via telephone, text messaging or email. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Informing    Planning    Perseverance    Approachability    Customer Focus    Ethics and 
Values    Integrity and Trust    Listening    Patience Knowledge:    Biology (Animal)    Sales and Marketing (Livestock) Skills:    
Active Learning    Active Listening    Critical Thinking    Monitoring    Speaking    Reading Comprehension    Writing    
Coordination    Instructing    Service Orientation    Social Perceptiveness    Judgment and Decision Making    Management 
of Personnel Resources    Time Management Abilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    
Inductive Reasoning    Information Ordering    Memorization    Oral Comprehension    Oral Expression    Perceptual Speed    
Problem Sensitivity    Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Visualization    
Written Comprehension    Written Expression    Manual Dexterity    Reaction Time    Response Orientation    Speed of 
Limb Movement    Stamina    Trunk Strength    Auditory Attention    Speech Recognition 
 
Tools and Equipment Used: 
    Computer 
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032252 - LIVESTOCK SPECIALIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1081 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of fulltime experience in general farm operations dealing with the general care, production, and maintenance 
of livestock. Substitution of Education for Experience: Qualifying full-time livestock care, production, and maintenance 
experience may be substituted for the required education, on a year-for-year basis. Substitution of Experience for 
Education:  Additional coursework at an accredited college or university in animal science or a related acceptable field 
may be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs livestock grading and market news reporting work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class is assigned livestock grading 
and market news reporting duties within a moderate sized geographic area. This class differs from that of Livestock 
Specialist Supervisor in that an incumbent of the latter has statewide supervisory responsibilities for livestock grading 
and market news reporting. 
 
Work Activities: 
Processing Information:    Analyzes sale information by comparing previous week's livestock sales to current day's sale to 
determine price trends.    Verifies that sale information previously entered has been disseminated to all relevant parties 
either electronically or hard copy. Getting Information:    Collects livestock price information at livestock market sales by 
recording livestock grade, price sold, and other pertinent information to be used for market trend analysis.    Reviews 
national livestock market information by reading USDA reports, Chicago Board of Trade and other information prior to 
attending livestock sale to set the foundation for daily trends.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with other TDA Livestock Specialists (i.e., peers) and supervisors regarding market conditions statewide 
via telephone, text messaging or email. Updating and Using Relevant Knowledge:    Attends required training (e.g., Title 
VI, Workplace Harassment, Cyber Security) in person or via computer webinar.    Attends annual industry training to 
keep current on best practices and grading standards. Judging the Qualities of Things, Services, or People:    Assigns 
United States Department of Agriculture (USDA) grade standards to livestock for private treaty, livestock sales, feeder 
sales or other public sales through visual observation determine how livestock will be grouped in the sales and/or 
recording pricing based on grade. Performing General Physical Activities:    Stands and/or walks for extended periods of 
time under possible adverse conditions such as rain, excessive heat, cold, etc. at livestock sale barn or on a farm to 
collect information grading or market news purposes.    Sits for extended periods of time at livestock sale barns under 
possible adverse conditions such as heat, cold and possible loud noises to collect information for market news purposes.    
Sorts livestock using appropriate livestock handling procedures to ensure safety of self and others.    May physically 
open or close gates as necessary to allow movement of livestock from one area to another. Interacting With Computers:    
Enters livestock grading information and prices into laptop computer during livestock market sale to be later used in 
market news data analysis and report. Provide Consultation and Advice to Others:    Speaks with or visits livestock 
producer farm to assess the genetic needs of the herd to help the producer maximize profit. Operating Vehicles, 
Mechanized Devices, or Equipment:    Drives passenger vehicle to farm and/or livestock sales for up to five hours one 
way. Communicating with Persons Outside Organization:    Meets with livestock market owner/manager just before 
livestock sale to determine sale expectations (e.g., head counts, sale price trends, buyers’ participation).    Makes 
presentations or livestock demonstrations at fairs, livestock shows and educational events (e.g., 4H, FFA, Industry Trade 
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Shows) to educate the general public and farmers regarding best practices for livestock management and USDA grading 
standards.    Communicates with producers and market managers/owners to answer incoming questions regarding 
market trends, sale advice and current livestock issues (e.g., disease, weather conditions).    Assists livestock producers 
in the selection of breeding animals that would help add value to livestock they are marketing by attending livestock 
sale with the producer or giving advice via phone.    Acts as a liaison between the Tennessee Department of Agriculture 
and livestock markets. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Standing Alone    Perseverance    Approachability    Composure    Customer Focus    
Ethics and Values    Integrity and Trust    Listening    Patience Knowledge:    Biology (Animal)    Sales and Marketing 
(Livestock) Skills:    Active Learning    Active Listening    Critical Thinking    Speaking    Reading Comprehension    Service 
Orientation    Social Perceptiveness    Judgment and Decision Making    Time Management Abilities:    Category Flexibility    
Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Memorization    Oral 
Comprehension    Oral Expression    Perceptual Speed    Problem Sensitivity    Selective Attention    Speed of Closure    
Time Sharing    Visualization    Written Comprehension    Written Expression    Manual Dexterity    Reaction Time    
Response Orientation    Speed of Limb Movement    Stamina    Trunk Strength    Auditory Attention    Speech Recognition 
 
Tools and Equipment Used: 
    Computer 
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075224 - LOAN EXAMINER 3 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3668 
 
Minimum Qualifications: 
Education and Experience: Bachelor's degree from an accredited college or university with a major in Finance, 
Accounting, Economics, Business Administration or other related business degree with a minimum of nine (9) semester 
hours of accounting and/or finance. Substitution of Education for Experience: (1) Graduate course work credit received 
from an accredited college or university in any business, mathematics, statistics, actuarial science, or computer science, 
may substitute for experience on a month-for-month basis (e.g., 36 graduate hours in finance may substitute for one 
year of the required experience); or (2) possession of current certification in active status as a Certified Fraud Examiner 
as approved by the Association of Certified Fraud Examiners may substitute for the one year of required experience, to a 
maximum of one year. There is a maximum substitution of one year using either of the two clauses listed above. 
Substitution of Experience for Education: Professional examining, accounting, or auditing of financial records and 
management practices, or related professional financial/insurance industry experience in risk or policy/procedure 
analysis may substitute for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Experience equivalent to three years of full-time responsible professional non-
depository financial institutions examining work with a federal or state agency. Examination Method: Education and 
Experience,100%, for Preferred Service positions.  For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional loan examination work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the advanced working level class in the Loan Examiner 
sub-series. An employee in this class performs a wide variety of assignments in reviewing and analyzing the financial 
solvency, business practices, and operations of non-depository financial institutions including, but not limited to, 
mortgage brokers, lenders and servers, industrial loan and thrift companies, insurance premium finance companies, 
deferred presentment services, check cashers, title pledge lenders, and money transmitters licensed to operate in 
Tennessee. This class differs from Loan Examiner 2, in that incumbents of the latter perform loan examination duties at 
the working level. This class differs from that of Loan Examiner 4 in that incumbents of the latter perform lead loan 
examinations work. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Judges the adequacy of an institution's policies in compliance with 
state and federal rules, laws, policies and guidelines.Training and Teaching Others: Provide training to new examination 
staff according to established training plan to assist in building their knowledge base of compliance examination 
processes and procedures. Provides positive training opportunities for subordinate examination staff to ensure their 
continued development of examination practices and procedures.Monitor Processes, Materials, or Surroundings: 
Examines financial records of institutions to ensure compliance with practices and adherence to pertinent state and 
federal laws, rules and regulations. Examines institution's financials to ensure compliance with net worth requirements. 
Monitors institution's business processes to ensure interactions are within federal and state laws, rules and regulations. 
Conducts samplings of disbursement items and accounts maintained during the period of examination in order to 
determine statutory compliance.Evaluating Information to Determine Compliance with Standards: Ensures that the 
institution is meeting all state and federal regulatory guidelines by reviewing policies, procedures, practices, processes 
and financial records.Analyzing Data or Information: Builds on the examination knowledge base and learns to examine 
institutions to determine the institutions compliance with state and federal laws, regulations and guidelines. Analyzes 
worksheets and calculation results to ensure compliance with state and federal laws, regulations and guidelines. 
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Analyzes company operations in order to determine if all required steps have been implemented in the processing of 
transactions and are in compliance with state and federal laws, regulations and guidelines. Examines and analyze 
customer account files to ensure compliance with state and federal laws, regulations and guidelines. Analyzes computer 
software applications to determine accuracy of calculations and disclosures in compliance with state and federal laws, 
regulations and guidelines. Analyzes assigned caseload to develop itinerary to ensure institutions are examined within 
statutory guidelines.Coaching and Developing Others: Provides positive coaching and development opportunities for 
subordinate examination staff.Updating and Using Relevant Knowledge: Continually maintains up-to-date knowledge of 
regulatory processes, statutes, policies, procedures, regulations and industry knowledge to effectively regulate the 
institutions and to serve as an information resource to internal and external customers. Actively participates in all 
training to build on knowledge base of all facets of the examination process in order to perform non-depository 
examinations.Communicating with Persons Outside Organization: Maintains a professional demeanor with non-
depository financial institution personnel in institutions we regulate.Making Decisions and Solving Problems: Interprets 
regulatory statutes, guidelines, policies and procedures to identify and prepare written violations.Processing 
Information: Investigates assigned complaints to ensure any non-compliance with state and federal laws, regulations 
and guidelines is addressed. Investigates all failed-to-renew institutions to ensure all companies are in compliance with 
the state laws, regulations and guidelines. Calculates company specific worksheets to ensure compliance with state and 
federal laws, regulations and guidelines. Constructs exam specific spreadsheets to ensure clarity of exam findings to 
institutions. Reconciles customer transaction histories to ensure compliance with state and federal laws, regulations and 
guidelines.Documenting/Recording Information: Prepares a detailed complaint investigation report that describes 
compliant, investigation and solution/recommendations to correct identified issues. Prepares a detailed examination 
reports and provide supporting documentation that identifies legal, financial and administrative problems which are not 
in compliance with state and federal guidelines, laws, and rules. Maintains documentation of examination work papers 
in compliance with department standards.Getting Information: Obtains all policies and procedures to ensure that they 
conform to regulatory standards and management's compliance with internal policies. Obtains required logs, identify a 
sample, and request appropriate files and documents from institution management. Gathers information and completes 
examination data sheet as part of the risk-focus program. Identifies a sample from provided logs and request 
appropriate files and documents from institution management. Obtains pre-examination materials to ensure proper 
scope of examination.Communicating with Supervisors, Peers, or Subordinates: Asks questions and seeks clarification 
from supervisor and more experienced examiners regarding assigned tasks, policies, responsibilities and procedures to 
ensure understanding. Provides verbal and/or written updates to the supervisor pertaining to assigned examination 
tasks. Communicates via e-mail and verbally with supervisors and co-workers in order to suggest solutions or resolve 
problems uncovered in examinations.Establishing and Maintaining Interpersonal Relationships: Works collectively and 
harmoniously with peer examiners, supervisors and other department staff to ensure regulatory responsibilities are 
completed in compliance with policy, procedure, statutes and rules. Works collectively with other examiners to ensure a 
balanced and consistent regulatory approach.Scheduling Work and Activities: Determines proper scheduling of 
companies based on current guidelines and logistics to ensure expense management and compliance with current travel 
policy guidelines.Organizing, Planning, and Prioritizing Work: Manages and prioritizes multiple work assignments to 
meet established deadlines.Operating Vehicles, Mechanized Devices, or Equipment: Travels out-of-state to complete 
examinations. Travels to assigned examination sites including the potential for overnight travel to conduct 
examinations.Performing Administrative Activities: Maintains an updated caseload to assist with scheduling. Submits all 
examination paperwork in compliance with division guidelines. Maintains electronic and hard-copy files according to 
department procedures. Submits accurate and complete timesheets per established deadlines in Edison. Submits 
expense claims, travel authorizations and reports/mileage logs according to established guidelines and 
timeframes.Interacting With Computers: Utilizes identified software programs to analyze data and prepare report 
comments. Inputs and extract data into and from assigned computer programs to facilitate the execution of assigned 
tasks. Retrieves information from appropriate websites for use during examinations. Sets up computers and printers at 
the examination site.Performing General Physical Activities: Lifts and transport equipment (i.e. printers, boxes of 
records, etc.) to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies: Decision Quality           Problem Solving           Organizing                    Time Management                    Standing 
Alone             Perseverance               Organizational Agility                Written Communication            Customer Focus            
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Ethics and Values                      Integrity and Trust      Knowledge: Economic and Accounting KnowledgeSkills: Active 
Listening Skills               Mathematical Skills                   Reading Comprehension Skills              Active Learning Skills                
Speaking                      Writing             Time Management Skills           Deductive Reasoning Skills                   Inductive 
Reasoning Skills                    Information Ordering Skills Critical Thinking Skills   Instructive Skills Learning 
StrategiesAbilities: Mathematical Reasoning Ability             Number Facility Ability              Oral Comprehension Ability                  
Oral Expression Ability              Perceptual Speed Ability           Problem Sensitivity Ability                    Writing and 
Comprehension Ability                   Written Expression Ability                     Selective Attention                   Finger Dexterity 
Ability             Wrist Finger Speed                   Gross Body Coordination          Gross Body Equilibrium             Static Strength             
Auditory Attention                    Speech Clarity              Speech Recognition                                                                               
Complex Solving Ability 
 
Tools and Equipment Used: 
 Personal Computer Portable Printer Scanner Fax Copier Financial Calculator Motor Vehicle 
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075225 - LOAN EXAMINER 4 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3677 
 
Minimum Qualifications: 
Education and Experience: Bachelor's degree from an accredited college or university with a major in Finance, 
Accounting, Economics, Business Administration or other related business degree with a minimum of nine (9) semester 
hours of accounting and/or finance.  Experience equivalent to four years of full-time responsible professional non-
depository financial institutions examining work with a federal or state agency. Substitution of Education for Experience:  
(1) Graduate course work credit received from an accredited college or university in any business, mathematics, 
statistics, actuarial science, or computer science, may substitute for experience on a month-for-month basis (e.g., 36 
graduate hours in finance may substitute for one year of the required experience); or (2) possession of current 
certification in active status as a Certified Fraud Examiner as approved by the Association of Certified Fraud Examiners 
may substitute for the one year of required experience, to a maximum of one year. There is a maximum substitution of 
one year using either of the two clauses listed above. Substitution of Experience for Education: Professional examining, 
accounting, or auditing of financial records and management practices, or related professional financial/insurance 
industry experience in risk or policy/procedure analysis may substitute for the required education on a year-for-year 
basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Motor Vehicle License. Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, performs professional lead loan examining work of considerable difficulty; and 
performs related work as required. Distinguishing Features:  This is the lead class in the Loan Examiner sub-series. An 
employee in the class leads subordinate loan examiners in reviewing and analyzing the financial solvency, business 
practices, and operations of non-depository financial institutions including, but not limited to, mortgage brokers, lenders 
and servers, industrial loan and thrift companies, insurance premium finance companies, deferred presentment 
services, check cashers, title pledge lenders, and money transmitters licensed to operate in Tennessee. This class differs 
from that of Loan Examiner 3 in that an incumbent of the latter performs duties at the advanced working level. This class 
differs from that of Loan Examination Director in that incumbents of the latter plan, organize, and direct the work of the 
entire loan and compliance examination section. 
 
Work Activities: 
Teaching and Training Others: Provide training to new examination staff according to established training plan to assist 
in building their knowledge base of compliance examination processes and procedures. Provides positive training 
opportunities for subordinate examination staff to ensure their continued development of examination practices and 
procedures.Organizing, Planning and Prioritizing Work: Serve as Examiner-in-Charge as assigned on large, complex 
and/or high risk examinations and prioritizes work for subordinate examiners. Manages and prioritizes multiple work 
assignments to meet established deadlines. Completes preplan assessment of internet and centralized collection 
institutions scheduled for examination and makes staffing recommendations to the supervisor.Coaching and Developing 
Others: Provide positive coaching and development opportunities for subordinate examination staff.Judging the 
Qualities of Things, Services and People: Judges and evaluates the work of subordinate examiners when serving as 
Examiner-in-Charge to ensure recommendations and findings are supported. Judges the adequacy of an institution's 
policies in compliance with state and federal rules, laws, policies and guidelines.Scheduling Work and Activities: 
Schedule for completion any investigations or examinations resulting from complaints received by the Consumer 
Resource Section within 15 days of receiving assignment to ensure prompt response to complainant. Schedule for 
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completion any investigations or examinations on all companies assigned from the failed to renew report. As Examiner-
in-Charge, schedule daily work assignments of subordinate examiners to ensure all facets of the examination are 
completed in compliance with state and federal laws, regulations and guidelines. Determines proper scheduling of 
companies based on current guidelines and logistics to ensure expense management and compliance with current travel 
policy guidelines.Evaluating Information to Determine Compliance with Standards: As Examiner-in-Charge, reviews loan 
logs and recommends sample to ensure compliance with sampling standards as described in the examination 
procedures manual. As an Examiner-in-Charge ensures subordinate examiners work is completed in compliance with 
examination procedures and documentation guidelines. Ensures that the institution is meeting all state and federal 
regulatory guidelines by reviewing policies, procedures, practices, processes and financial records.Updating and Using 
Relevant Information: Continually maintain up-to-date knowledge of all requirements of the examination process for all 
nondepository licensees regulated by the Compliance division to ensure ability to examine all licensees regulated by the 
Compliance division. Continually maintain up-to-date knowledge of regulatory processes, statutes, policies, procedures, 
regulations and industry knowledge to effectively regulate the institutions and to serve as an information resource to 
internal and external customers. Actively participate in all training to learn all facets of the examination process in order 
to perform nondepository examinations.Documenting/Recording Information: Prepare memo to provide to the 
supervisor and manager within three (3) business days of closure of each company investigation which includes date, 
company name, company status, and a brief description of any findings. Prepares a detailed complaint investigation 
report that describes complaint, investigation and solution/recommendations to correct identified issue. Prepares a 
detailed examination reports and provide supporting documentation that identifies legal, financial and administrative 
problems which are not in compliance with state and federal guidelines, laws, and rules.Making Decisions and Solving 
Problems: Interprets regulatory statutes, guidelines, policies and procedures to identify and prepare written 
violations.Processing Information: As Examiner-in-Charge, compiles all information, records, documentation and other 
financial records to support all findings and recommendations resulting from the examination. Investigates all failed-to-
renew institutions to ensure all companies are in compliance with the state laws, regulations and guidelines. Calculates 
company specific worksheets to ensure compliance with state and federal laws, regulations and guidelines. Investigates 
assigned complaints to ensure any non-compliance with state and federal laws, regulations and guidelines is addressed. 
Reconciles customer transaction histories to ensure compliance with state and federal laws, regulations and guidelines. 
Constructs exam specific spreadsheets to ensure clarity of exam findings to institutions.Establishing and Maintaining 
Interpersonal Relationships: Works collectively and harmoniously with peer examiners, supervisors and other 
department staff to ensure regulatory responsibilities are completed in compliance with policy, procedure, statutes and 
rules. Works collectively with other examiners to ensure a balanced and consistent regulatory approach.Monitor 
Processes, Materials or Surroundings: Examine financial records of institutions to ensure compliance with practices and 
adherence to pertinent state and federal laws, rules and regulations. Examines institution's financials to ensure 
compliance with net worth requirements. Conducts samplings of disbursement items and accounts maintained during 
the period of examination in order to determine statutory compliance. Monitors institution's business processes to 
ensure interactions are within federal and state laws, rules and regulations. Examines institution's agreements with 
outside collection agencies to ensure compliance with state and federal laws, rules and regulations.Communicating with 
Persons Outside the Organization: Maintains a professional demeanor with nondepository financial institution personnel 
in institutions we regulate.Operating Vehicles, Mechanized Devices or Equipment: Travels out-of-state to complete 
examinations. Travels to assigned examination sites including the potential for overnight travel to conduct 
examinations.Analyzing Data or Information: Analyze worksheets and calculation results to ensure compliance with 
state and federal laws, regulations and guidelines. Builds on the examination knowledge base to examine institutions to 
determine the institutions compliance with state and federal laws, regulations and guidelines. Examines and analyzes 
customer account files to ensure compliance with state and federal laws, regulations and guidelines. Analyzes 
institutions complaint handling process and ensure non-compliance with state and federal laws, regulations and 
guidelines is addressed. Analyzes company's website and online loan disclosures on internet company examinations to 
ensure compliance with state and federal laws, regulations and guidelines. Analyzes computer software applications to 
determine accuracy of calculations and disclosures in compliance with state and federal laws, regulations and guidelines. 
Analyzes company operations in order to determine if all required steps have been implemented in the processing of 
transactions and are in compliance with state and federal laws, regulations and guidelines. Analyzes assigned caseload 
to develop itinerary to ensure institutions are examined within statutory guidelines.Communicating with Supervisors, 
Peers or Subordinates: Communicate with examination team when serving as Examiner-in-Charge to ensure clear 
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direction is provided and expectations established to complete examination of large, complex and/or high risk 
institutions. Communicate with Manager prior to scheduling examination exit when serving in the capacity of Examiner 
in-Charge to discuss report. Asks questions and seek clarification from supervisor and experienced examiners regarding 
assigned tasks, policies, responsibilities and procedures to ensure understanding. Communicates via e-mail and verbally 
with supervisors and co-workers in order to suggest solutions or resolve problems uncovered in examinations. Provides 
verbal and/or written updates to the supervisor pertaining to assigned examination tasks.Getting Information: As 
Examiner-in-Charge, requests information from subordinate examiners as needed to complete all requirements of the 
examination process. Obtains all institutions outside collection agency agreements to determine how the outside 
accounts are collected. Obtain all required information needed to conduct an examination for internet, high risk and/or 
complex institutions. Gathers information and completes examination data sheet as part of the risk-focus program. 
Identifies a sample from provided logs and request appropriate files and documents from institution management. 
Obtains pre-examination materials to ensure proper scope of examination. Obtain all policies and procedures to ensure 
that they conform to regulatory standards and management's compliance with internal policies.Performing 
Administrative Activities: Compile all examination documentation and information required for Examination Report 
when serving as Examiner-in-Charge. Maintains electronic and hard-copy files according to department procedures. 
Submits all examination paperwork in compliance with division guidelines. Submits accurate and complete timesheets in 
a timely manner in Edison. Submits expense claims, travel authorizations and reports/mileage logs according to 
established guidelines and timeframes. Maintains an updated caseload to assist with scheduling.Interacting with 
Computers: Inputs and extracts data into and from assigned computer programs to facilitate the execution of assigned 
tasks. Utilizes identified software programs to analyze data and prepare report comments. Sets-up computers and 
printers at the examination site. Retrieves information from appropriate websites for use during 
examinations.Performing General Physical Activities: Lift and transport equipment (i.e. printers, boxes of records, etc.) 
to be utilized at the examination site. 
 
Competencies (KSA’s): 
Competencies: Business Acumen                      Decision Quality           Problem Solving           Delegation                   Planning           
Time Management                    Standing Alone             Perseverance               Organizational Agility                Presentation 
Skills                    Customer Focus            Ethics and Values                      Integrity and Trust                  Knowledge: Economics 
and Accounting KnowledgeSkills: Active Listening Skills               Mathematical Skills                   Reading Comprehension 
Skills              Active Learning Skills Time Management Skills           Deductive Reasoning Skills                   Inductive 
Reasoning Skills                    Information Ordering Skills       Critical Thinking Skills               Instructive Skills          Abilities: 
Speaking                      Writing Mathematical Reasoning Ability             Number Facility Ability              Oral Comprehension 
Ability                  Oral Expression Ability              Perceptual Speed Ability           Problem Sensitivity Ability                    
Writing and Comprehension Ability                   Written Expression Ability                     Selective Attention                   Finger 
Dexterity Ability             Wrist Finger Speed                   Gross Body Coordination          Gross Body Equilibrium             Static 
Strength             Auditory Attention                    Speech Clarity              Speech Recognition Learning Strategies                  
Complex Solving Ability 
 
Tools and Equipment Used: 
 Personal Computer Portable Printer Scanner Fax Copier Financial Calculator Motor Vehicle 
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062311 - LOCKSMITH 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1701 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled locksmithing work.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs maintenance locksmithing duties of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class installs, maintains and repairs mechanical 
security devices, including lock and key systems and related door hardware. This class differs from those in the field of 
maintenance carpentry in that incumbents of the latter perform a wide variety of maintenance carpentry work in the 
repair, renovation, and remodeling of facilities. 
 
Work Activities: 
1. Installs, maintains and repairs locks on such things as doors, filing cabinets, desks, wardrobes, combination safes, and 
vehicles.2. Cuts keys from blanks, picks locks, and removes foreign matter and broken keys from locks.3. Installs, adjusts 
and repairs door strikes, latches, hinges, knobs, closers and related door hardware.4. Operates and utilizes a variety of 
equipment such as key grinders, bench grinders, lock picks, hand drills, drill presses, hole saws, table saws, radial saws, 
miter boxes, engraving machines, screwdrivers and other hand tools; may operate a pick-up truck or other vehicle in 
getting to and from the job.5. Keeps records and makes routine reports such as of time expended, materials used, locks 
installed and keys cut and issued.6. May be assigned helpers to assist in maintenance work.7. May perform some 
general carpentry and other duties as required.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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064515 - LONG DISTANCE HAULER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2189 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of responsible full-time operation of tractor-trailer rigs. 
 
Other Requirements: 
Necessary Special Qualifications: A valid Commercial Driver's License (CDL) may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs long distance intra and inter-state hauling work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class operates a tractor and trailer 
rig and loads, transports, and unloads cargo such as correctional industries products and surplus property. 
 
Work Activities: 
1. Loads cargo into trailer at various locations such as federal surplus property installations and correctional industries 
production plants.2. Transports cargo to assigned destination; transports cargo from state facilities to out-of-state 
distribution points or transports cargo for out-of-state installations to state warehouses.3. Unloads cargo at assigned 
destination; may have helper assigned to unload truck, place cargo or pallets, and store cargo.4. Operates and utilizes a 
variety of equipment including tractors, trailers, vans, small trucks, fork-lifts, pallet jacks, and assorted hand tools.5. 
Performs inspections, routine maintenance, and minor repairs on equipment.6. Keeps routine records such as 
merchandise invoices, daily logs, and equipment mileage.  
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072996 - LONG TERM CARE PROGRAM DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3417 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075405 - LWDA REGIONAL DIRECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2003 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073454 - LWFD ADMINISTRATOR 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3206 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073455 - LWFD ADMINISTRATOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3207 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 
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073456 - LWFD ASSISTANT ADMINISTRATOR 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3208 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information. " 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073457 - LWFD ASSISTANT ADMINISTRATOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3209 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078484 - LWFD DIV ASST DIR 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4348 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible full-time professional employment security 
work or professional business management, personnel, unemployment insurance, social services, educational, legal, or 
labor or industrial relations managerial or administrative work including, at least, three years of supervisory or 
administrative experience. Substitution of Education for Experience: Additional qualifying graduate coursework in public 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required three years of supervisory or 
administrative experience; OR substantial (five or more years of) full-time increasingly responsible professional 
employment security experience with the State of Tennessee including, at least, three years of supervisory or 
administrative experience. Substitution of Experience for Education: Qualifying full-time professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority." 
 
Job Overview: 
Summary: Under direction, is responsible for administrative and managerial work of average difficulty assisting in the 
direction of a moderate sized sub-section of one of the major divisions of the Department of Labor and Workforce 
Development; and performs related work as required. Distinguishing Features:  An employee in this class assists in 
planning, directing, and coordinating a variety of workforce and job services programs. Work involves assisting in 
directing the work of subordinate professional and sub-professional staff in a moderate sized subsection of one of the 
major departmental divisions, unemployment insurance, or workforce services programs. This class differs from that of 
LWFD Division Assistant Director 2 in that incumbents of the latter are responsible for assisting in the direction of a large 
subsection of one of the major divisions of the department. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets departmental, state and federal laws, rules, regulations, 
policies, procedures, and documentation for proper disclosure to internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Scheduling Work and Activities:    Assists in planning, 
organizing, and directing moderately sized subsection of one of the major divisions of the Tennessee Department of 
Labor and Workforce Development.    Assess the organization and its operation and services to make recommendations 
intended to effect improvements in efficiency, and quality of organization, operations, and services. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Assess impact and make necessary staffing and 
equipment adjustments based on changes in law or policy.    Assists in directing the study of organization, operation and 
services within sub-sectional areas of authority and makes decisions on merit of recommendations intended to effect 
improvements in economy, efficiency, and quality of organization, operations, and services. Resolving Conflicts and 
Negotiating with Others:    Resolving conflicts to ensure timely and efficient performance and maintain positive working 
relationships. Monitoring and Controlling Resources:    Supervises and participates in the development of sub-sectional 
operating budget and reviews and approves all subsection expenditures. Coordinating the Work and Activities of Others:    
Coordinating workload with internal and external business partners as required to facilitate timely and accurate task 
completion. Analyzing Data or Information:    Analyzing current and historic agency and federal reports to determine 
real time trends for the purpose of performance improvements and staffing levels. Coaching and Developing Others:    
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Mentoring assigned subordinates by providing feedback and information on organizational culture, policies and 
procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and available 
functionality, and how to most effectively and efficiently perform their assigned tasks. Making Decisions and Solving 
Problems:    Assists in directing and participates in the study of relevant policy and procedure, and reviews and makes 
decisions on recommendations for change; assists in directing the enforcement of policy and procedure for operations 
and functions within sub-sectional areas of authority.    Approving travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, federal laws, rules, 
regulations, guidelines, processes and procedures. Organizing, Planning, and Prioritizing Work:    Assists in planning, 
organizing, and directing a subsection of one of the major divisions of the Department.    Delegating tasks to assigned 
subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work and 
ensure work is completed efficiently, accurately, and timely.    Organizing and prioritizing personal workload and the 
workloads of assigned subordinates. Interacting With Computers:    Enter data into specified agency databases for 
tracking purposes required by federal regulations.    Uses office productivity software including but not limited to word 
processing programs, spreadsheet programs, presentation software, web-based email programs, instant-messaging 
programs, and search engines.    Comprehend and navigate computer online services to assist customers with job search 
and other applicable agency websites. Judging the Qualities of Things, Services, or People:    Judges subordinates on 
their performance on a given SMART goal.  Communicating with Supervisors, Peers, or Subordinates:    Communicates 
report findings from current and historic agency and federal reports to management for the purpose of improvement 
and necessary staffing.    Maintain an open dialogue with management and staff to ensure effective and efficient 
communication. Updating and Using Relevant Knowledge:    Responsible for comprehending newly released federal and 
state policy.    Attends leadership and technical training to maintain or enhance knowledge and skills. Identifying 
Objects, Actions, and Events:    Identifies agency staff actions to ensure they are consistent with programmatic policy 
and customer service standards.    Identifies changes in workflow to adjust staffing levels. Monitor Processes, Materials, 
or Surroundings:    Monitors newly implemented programs to ensure proper operations are being followed to satisfy 
program initiatives.    Monitors hardcopy files to validate data in the database as part of a federal mandate and to 
improve accuracy. Inspecting Equipment, Structures, or Material:    Verify operations after scheduled or unscheduled 
events.    Identifies agency staff actions to ensure they are consistent with programmatic policy and customer service 
standards. Staffing Organizational Units:    Assists with interviews for job candidates; Identifying promotional 
opportunities within assigned subordinates to develop bench strength and enhance the talent pool. Establishing and 
Maintaining Interpersonal Relationships:    Networking with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.    Maintaining professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations. 
Thinking Creatively:    Working with partners to identify new opportunities and develop new relationships through work 
group meetings and community involvement. Developing Objectives and Strategies:    Generates SMART goals for 
assigned subordinates to measure standards of employee performance. Communicating with Persons Outside 
Organization:    In person communication with customers to ensure questions and identified needs are resolved or 
directed to appropriate staff. Getting Information:    Receives directives from Administration on program or directions 
that need to be implemented.     Receives information from claimants, employers or third party entities that may 
identify concerns that require attention or action.    Receives information or inquiries from Division or Unit Supervisors 
concerning varying issues via multiple communication.    Performing Administrative Activities:    Entering personal time 
and leave/overtime requests into the appropriate databases as required. Responding to emails, phone calls, and other 
correspondence as required.    Reviewing and approving subordinate leave and overtime requests. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                            Dealing with Ambiguity                   Functional/Technical Competencies                    
Perspective                        Problem Solving                 Strategic Agility                  Technical Learning                          Delegation                    
Directing Others                 Informing                           Managing Through Systems                        Process Management                      
Time Management                          Total Work Systems    Conflict Management                      Confronting Direct Reports                         
Managerial Courage    Action Oriented                  Drive for Results    Comfort around Higher Management                      
Organizational Agility                      Political Savvy                    Presentation Skills                          Written Communications    
Approachability                  Building Effective Teams                 Compassion                       Composure                        Customer 
Focus                  Ethics and Values    Integrity and Trust                         Interpersonal Savvy                       Listening                            
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Managing Diversity                         Motivating Others                           Patience       Knowledge:    Administration and 
Management                 Customer and Personal Service                  Law and Government                     Personnel and Human 
Resources    Skills:    Active Learning                  Active Listening                  Critical Thinking                 Reading 
Comprehension                 Speaking                            Writing    Coordination                      Instructing                         Service 
Orientation    Complex Problem Solving    Judgment and Decision Making    Management of Material Resources                         
Management of Personnel Resources   Abilities:    Deductive Reasoning                      Inductive Reasoning                       Oral 
Comprehension                       Oral Expression                  Written Comprehension                  Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Cellular Phone 
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078485 - LWFD DIV ASST DIR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4351 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) increasingly responsible full-time professional employment security 
work or professional business management, personnel, unemployment insurance, social services, educational, legal, or 
labor or industrial relations managerial or administrative work including, at least, three years of supervisory or 
administrative experience. Substitution of Education for Experience: Additional qualifying graduate coursework in public 
administration or other related acceptable field may be substituted for the required experience, on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required three years of supervisory or 
administrative experience; OR substantial (five or more years of) full-time increasingly responsible professional 
employment security experience with the State of Tennessee including, at least, three years of supervisory or 
administrative experience. Substitution of Experience for Education: Qualifying full-time professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for administrative and managerial work of average difficulty assisting in the 
direction of a large sub-section of one of the major divisions of the Department of Labor and Workforce Development; 
and performs related work as required. Distinguishing Features:  An employee in this class assists in planning, directing, 
and coordinating a variety of employment security programs. Work involves assisting in directing the work of 
subordinate professional and clerical staff in a large sub-section of one of the major departmental divisions, such as 
unemployment employer accounts enforcement, unemployment field operations and employment service field 
operations. This class differs from that of LWFD Division Assistant Director 1 in that incumbents of the latter are 
responsible for assisting in the direction of a moderate sized sub-section of one of the major divisions of the 
department. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets departmental, state and federal laws, rules, regulations, 
policies, procedures, and documentation for proper disclosure to internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Scheduling Work and Activities:    Assists in planning, 
organizing, and directing large subsections of one of the major divisions of the Tennessee Department of Labor and 
Workforce Development.    Assess the organization and its operation and services to make recommendations intended 
to effect improvements in efficiency, and quality of organization, operations, and services. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Assess impact and make necessary staffing and equipment 
adjustments based on changes in law or policy.    Assists in directing the study of organization, operation and services 
within sub-sectional areas of authority and makes decisions on merit of recommendations intended to effect 
improvements in economy, efficiency, and quality of organization, operations, and services. Resolving Conflicts and 
Negotiating with Others:    Resolving conflicts to ensure timely and efficient performance and maintain positive working 
relationships. Monitoring and Controlling Resources:    Supervises and participates in the development of sub-sectional 
operating budget and reviews and approves all subsection expenditures. Coordinating the Work and Activities of Others:    
Coordinating workload with internal and external business partners as required to facilitate timely and accurate task 
completion. Analyzing Data or Information:    Analyzing current and historic agency and federal reports to determine 
real time trends for the purpose of performance improvements and staffing levels. Coaching and Developing Others:    
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Mentoring assigned subordinates by providing feedback and information on organizational culture, policies and 
procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and available 
functionality, and how to most effectively and efficiently perform their assigned tasks. Making Decisions and Solving 
Problems:    Assists in directing and participates in the study of relevant policy and procedure, and reviews and makes 
decisions on recommendations for change; assists in directing the enforcement of policy and procedure for operations 
and functions within sub-sectional areas of authority.    Approving travel, time and attendance, training, and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, federal laws, rules, 
regulations, guidelines, processes and procedures. Organizing, Planning, and Prioritizing Work:    Assists in planning, 
organizing, and directing a subsection of one of the major divisions of the Department.    Delegating tasks to assigned 
subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work and 
ensure work is completed efficiently, accurately, and timely.    Organizing and prioritizing personal workload and the 
workloads of assigned subordinates. Interacting With Computers:    Enter data into specified agency databases for 
tracking purposes required by federal regulations.    Uses office productivity software including but not limited to word 
processing programs, spreadsheet programs, presentation software, web-based email programs, instant-messaging 
programs, and search engines.    Comprehend and navigate computer online services to assist customers with job search 
and other applicable agency websites. Judging the Qualities of Things, Services, or People:    Judges subordinates on 
their performance on a given SMART goal.  Communicating with Supervisors, Peers, or Subordinates:    Communicates 
report findings from current and historic agency and federal reports to management for the purpose of improvement 
and necessary staffing.    Maintain an open dialogue with management and staff to ensure effective and efficient 
communication. Updating and Using Relevant Knowledge:    Responsible for comprehending newly released federal and 
state policy.    Attends leadership and technical training to maintain or enhance knowledge and skills. Identifying 
Objects, Actions, and Events:    Identifies agency staff actions to ensure they are consistent with programmatic policy 
and customer service standards.    Identifies changes in workflow to adjust staffing levels. Monitor Processes, Materials, 
or Surroundings:    Monitors newly implemented programs to ensure proper operations are being followed to satisfy 
program initiatives.    Monitors hardcopy files to validate data in the database as part of a federal mandate and to 
improve accuracy. Inspecting Equipment, Structures, or Material:    Verify operations after scheduled or unscheduled 
events.    Identifies agency staff actions to ensure they are consistent with programmatic policy and customer service 
standards. Staffing Organizational Units:    Assists with interviews for job candidates; Identifying promotional 
opportunities within assigned subordinates to develop bench strength and enhance the talent pool. Establishing and 
Maintaining Interpersonal Relationships:    Networking with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.    Maintaining professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team 
operations.Thinking Creatively:    Working with partners to identify new opportunities and develop new relationships 
through work group meetings and community involvement. Developing Objectives and Strategies:    Generates SMART 
goals for assigned subordinates to measure standards of employee performance. Communicating with Persons Outside 
Organization:    In person communication with customers to ensure questions and identified needs are resolved or 
directed to appropriate staff. Getting Information:    Receives directives from Administration on program or directions 
that need to be implemented.    Receives information from claimants, employers or third party entities that may identify 
concerns that require attention or action.    Receives information or inquiries from Division or Unit Supervisors 
concerning varying issues via multiple communication.    Performing Administrative Activities:    Entering personal time 
and leave/overtime requests into the appropriate databases as required. Responding to emails, phone calls, and other 
correspondence as required.    Reviewing and approving subordinate leave and overtime requests. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                            Dealing with Ambiguity                   Functional/Technical Competencies                    
Perspective                        Problem Solving                 Strategic Agility                  Technical Learning                          Delegation                    
Directing Others                 Informing                           Managing Through Systems                        Process Management                      
Time Management                          Total Work Systems    Conflict Management                      Confronting Direct Reports                         
Managerial Courage    Action Oriented                  Drive for Results    Comfort around Higher Management                      
Organizational Agility                      Political Savvy                    Presentation Skills                          Written Communications    
Approachability                  Building Effective Teams                 Compassion                       Composure                        Customer 
Focus                  Ethics and Values    Integrity and Trust                         Interpersonal Savvy                       Listening                            
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Managing Diversity                         Motivating Others                           Patience         Knowledge:    Administration and 
Management                 Customer and Personal Service                  Law and Government                     Personnel and Human 
Resources     Skills:    Active Learning                  Active Listening                  Critical Thinking                 Reading 
Comprehension                 Speaking                            Writing    Coordination                      Instructing                         Service 
Orientation    Complex Problem Solving    Judgment and Decision Making    Management of Material Resources                         
Management of Personnel Resources    Abilities:    Deductive Reasoning                      Inductive Reasoning                       
Oral Comprehension                       Oral Expression                  Written Comprehension                  Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Cellular Phone 
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078495 - LWFD DIVISION DIRECTOR 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4352 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078496 - LWFD DIVISION DIRECTOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4353 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075408 - LWFD EDUCATIONAL SPECIALIST 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2151 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075406 - LWFD WIA TECHNICAL EDUC SPEC 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2004 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002641 - MAIL CLERK 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2607 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Education 
for Experience: None. Substitution of Experience for Education: Qualifying experience in mail processing, administrative 
support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: Non-
Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs mail clerical duties of routine difficulty and performs related work as 
required.Distinguishing Features: This is the entry/working level class in the mail sub series. An employee in this class is 
responsible for hand and machine processing of mail. This class differs from Mail Technician 1 in that an incumbent of 
the latter is also responsible for training staff on proper mail processing procedures including the operation of mail 
processing machines. 
 
Work Activities: 
Making Decisions and Solving Problems:    Learns proper mail destination which may require opening and reading 
mail.Documenting/Recording Information:    Learns to keep accurate records of incoming and outgoing mail which may 
include logging statistics, metering mail and other mail services.  Performing General Physical Activities:    Distributes 
mail to designated locations within State agencies or departments which may include hand delivery to addressee.     
Learns to pick up mail from designated locations within State agencies or departments which may include hand delivery 
to addressee.  Processing Information:    Learns mail procedures as related to clearly printing bar codes, checking 
addresses, postage, date, sealing, and meter readings for pick-up, delivery and further processing. Organizing, Planning, 
and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. Coordinating 
the Work and Activities of Others:    Cross-trains with Mail Tech 1 on proper mail processing procedures to include 
receiving, sorting and distributing of all incoming and outgoing mail. Provide Consultation and Advice to Others:    
Provides customer service to employees with mail related questions. Handling and Moving Objects:    Loads mail into 
postal handling equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing. 
Controlling Machines and Processes:    Learns to operate mail processing equipment which may include weights, 
scanners, metering and postage.  Communicating with Supervisors, Peers, or Subordinates:    Reports complex 
maintenance problems to supervisor. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and Personal Services 
Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    Oral Expression    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002641 - MAIL CLERK 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2608 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Education 
for Experience: None. Substitution of Experience for Education: Qualifying experience in mail processing, administrative 
support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: Non-
Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs mail clerical duties of routine difficulty and performs related work as 
required.Distinguishing Features: This is the entry/working level class in the mail sub series. An employee in this class is 
responsible for hand and machine processing of mail. This class differs from Mail Technician 1 in that an incumbent of 
the latter is also responsible for training staff on proper mail processing procedures including the operation of mail 
processing machines. 
 
Work Activities: 
Making Decisions and Solving Problems:    Learns proper mail destination which may require opening and reading 
mail.Documenting/Recording Information:    Learns to keep accurate records of incoming and outgoing mail which may 
include logging statistics, metering mail and other mail services.  Performing General Physical Activities:    Distributes 
mail to designated locations within State agencies or departments which may include hand delivery to addressee.     
Learns to pick up mail from designated locations within State agencies or departments which may include hand delivery 
to addressee.  Processing Information:    Learns mail procedures as related to clearly printing bar codes, checking 
addresses, postage, date, sealing, and meter readings for pick-up, delivery and further processing. Organizing, Planning, 
and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. Coordinating 
the Work and Activities of Others:    Cross-trains with Mail Tech 1 on proper mail processing procedures to include 
receiving, sorting and distributing of all incoming and outgoing mail. Provide Consultation and Advice to Others:    
Provides customer service to employees with mail related questions. Handling and Moving Objects:    Loads mail into 
postal handling equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing. 
Controlling Machines and Processes:    Learns to operate mail processing equipment which may include weights, 
scanners, metering and postage.  Communicating with Supervisors, Peers, or Subordinates:    Reports complex 
maintenance problems to supervisor. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and Personal Services 
Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    Oral Expression    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002641 - MAIL CLERK 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2609 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Education 
for Experience: None. Substitution of Experience for Education: Qualifying experience in mail processing, administrative 
support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: Non-
Competitive Selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs mail clerical duties of routine difficulty and performs related work as 
required.Distinguishing Features: This is the entry/working level class in the mail sub series. An employee in this class is 
responsible for hand and machine processing of mail. This class differs from Mail Technician 1 in that an incumbent of 
the latter is also responsible for training staff on proper mail processing procedures including the operation of mail 
processing machines. 
 
Work Activities: 
Making Decisions and Solving Problems:    Learns proper mail destination which may require opening and reading 
mail.Documenting/Recording Information:    Learns to keep accurate records of incoming and outgoing mail which may 
include logging statistics, metering mail and other mail services.  Performing General Physical Activities:    Distributes 
mail to designated locations within State agencies or departments which may include hand delivery to addressee.     
Learns to pick up mail from designated locations within State agencies or departments which may include hand delivery 
to addressee.  Processing Information:    Learns mail procedures as related to clearly printing bar codes, checking 
addresses, postage, date, sealing, and meter readings for pick-up, delivery and further processing. Organizing, Planning, 
and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. Coordinating 
the Work and Activities of Others:    Cross-trains with Mail Tech 1 on proper mail processing procedures to include 
receiving, sorting and distributing of all incoming and outgoing mail. Provide Consultation and Advice to Others:    
Provides customer service to employees with mail related questions. Handling and Moving Objects:    Loads mail into 
postal handling equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing. 
Controlling Machines and Processes:    Learns to operate mail processing equipment which may include weights, 
scanners, metering and postage.  Communicating with Supervisors, Peers, or Subordinates:    Reports complex 
maintenance problems to supervisor. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and Personal Services 
Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    Oral Expression    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002642 - MAIL TECHNICIAN 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2610 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or tending 
machines or hand production work). Non Substitutable Experience: One year of the above experience must include mail 
processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail processing, 
administrative support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail clerical duties of average difficulty and performs related 
work as required. Distinguishing Features: This is the working/lead level class in the mail sub series. An employee in this 
class is responsible for hand and machine processing of mail as well as training staff on proper mail processing 
procedures including the operation of mail processing machines. This class differs from that of Mail Clerk in that an 
incumbent of the latter does not train staff. This class differs from Mail Technician 2 in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
Making Decisions and Solving Problems:    Ensures incoming mail is distributed to proper mail destination which may 
require opening and reading mail. Repairing and Maintaining Electronic Equipment:    Maintains mail processing 
equipment to ensure proper functionality. Coordinating the Work and Activities of Others:    Cross-trains with selected 
staff on proper mail processing procedures to include receiving, sorting and distributing of all incoming and outgoing 
mail.    Assigns tasks to entry-level staff based on staff workloads, expertise, and priorities. Provide Consultation and 
Advice to Others:    Provides customer service to employees with mail related questions. Performing General Physical 
Activities:    Distributes mail to designated locations within State agencies or departments which may include hand 
delivery to addressee.    Picks up mail from designated locations within State agencies or departments which may 
include hand delivery to addressee. Processing Information:    Ensures processed mail has clearly printed bar codes, 
visible addresses, proper postage, date, sealing, and meter readings for pick-up, delivery and further processing. 
Documenting/Recording Information:    Keeps accurate records of incoming and outgoing mail which may include 
logging statistics, metering mail and other mail services. Handling and Moving Objects:    Loads mail into postal handling 
equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing.    Travels to 
assigned routes for transport, delivery, or pick-up of mail to and from State agencies or departments. Organizing, 
Planning, and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. 
Controlling Machines and Processes:    Operates mail processing equipment which may include weights, scanners, 
metering and postage. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and 
Personal Services Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
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    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002642 - MAIL TECHNICIAN 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2611 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or tending 
machines or hand production work). Non Substitutable Experience: One year of the above experience must include mail 
processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail processing, 
administrative support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail clerical duties of average difficulty and performs related 
work as required. Distinguishing Features: This is the working/lead level class in the mail sub series. An employee in this 
class is responsible for hand and machine processing of mail as well as training staff on proper mail processing 
procedures including the operation of mail processing machines. This class differs from that of Mail Clerk in that an 
incumbent of the latter does not train staff. This class differs from Mail Technician 2 in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
Making Decisions and Solving Problems:    Ensures incoming mail is distributed to proper mail destination which may 
require opening and reading mail. Repairing and Maintaining Electronic Equipment:    Maintains mail processing 
equipment to ensure proper functionality. Coordinating the Work and Activities of Others:    Cross-trains with selected 
staff on proper mail processing procedures to include receiving, sorting and distributing of all incoming and outgoing 
mail.    Assigns tasks to entry-level staff based on staff workloads, expertise, and priorities. Provide Consultation and 
Advice to Others:    Provides customer service to employees with mail related questions. Performing General Physical 
Activities:    Distributes mail to designated locations within State agencies or departments which may include hand 
delivery to addressee.    Picks up mail from designated locations within State agencies or departments which may 
include hand delivery to addressee. Processing Information:    Ensures processed mail has clearly printed bar codes, 
visible addresses, proper postage, date, sealing, and meter readings for pick-up, delivery and further processing. 
Documenting/Recording Information:    Keeps accurate records of incoming and outgoing mail which may include 
logging statistics, metering mail and other mail services. Handling and Moving Objects:    Loads mail into postal handling 
equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing.    Travels to 
assigned routes for transport, delivery, or pick-up of mail to and from State agencies or departments. Organizing, 
Planning, and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. 
Controlling Machines and Processes:    Operates mail processing equipment which may include weights, scanners, 
metering and postage. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and 
Personal Services Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
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    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002642 - MAIL TECHNICIAN 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2612 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or tending 
machines or hand production work). Non Substitutable Experience: One year of the above experience must include mail 
processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail processing, 
administrative support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail clerical duties of average difficulty and performs related 
work as required. Distinguishing Features: This is the working/lead level class in the mail sub series. An employee in this 
class is responsible for hand and machine processing of mail as well as training staff on proper mail processing 
procedures including the operation of mail processing machines. This class differs from that of Mail Clerk in that an 
incumbent of the latter does not train staff. This class differs from Mail Technician 2 in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
Making Decisions and Solving Problems:    Ensures incoming mail is distributed to proper mail destination which may 
require opening and reading mail. Repairing and Maintaining Electronic Equipment:    Maintains mail processing 
equipment to ensure proper functionality. Coordinating the Work and Activities of Others:    Cross-trains with selected 
staff on proper mail processing procedures to include receiving, sorting and distributing of all incoming and outgoing 
mail.    Assigns tasks to entry-level staff based on staff workloads, expertise, and priorities. Provide Consultation and 
Advice to Others:    Provides customer service to employees with mail related questions. Performing General Physical 
Activities:    Distributes mail to designated locations within State agencies or departments which may include hand 
delivery to addressee.    Picks up mail from designated locations within State agencies or departments which may 
include hand delivery to addressee. Processing Information:    Ensures processed mail has clearly printed bar codes, 
visible addresses, proper postage, date, sealing, and meter readings for pick-up, delivery and further processing. 
Documenting/Recording Information:    Keeps accurate records of incoming and outgoing mail which may include 
logging statistics, metering mail and other mail services. Handling and Moving Objects:    Loads mail into postal handling 
equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing.    Travels to 
assigned routes for transport, delivery, or pick-up of mail to and from State agencies or departments. Organizing, 
Planning, and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. 
Controlling Machines and Processes:    Operates mail processing equipment which may include weights, scanners, 
metering and postage. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and 
Personal Services Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
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    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002642 - MAIL TECHNICIAN 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2613 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or tending 
machines or hand production work). Non Substitutable Experience: One year of the above experience must include mail 
processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail processing, 
administrative support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail clerical duties of average difficulty and performs related 
work as required. Distinguishing Features: This is the working/lead level class in the mail sub series. An employee in this 
class is responsible for hand and machine processing of mail as well as training staff on proper mail processing 
procedures including the operation of mail processing machines. This class differs from that of Mail Clerk in that an 
incumbent of the latter does not train staff. This class differs from Mail Technician 2 in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
Making Decisions and Solving Problems:    Ensures incoming mail is distributed to proper mail destination which may 
require opening and reading mail. Repairing and Maintaining Electronic Equipment:    Maintains mail processing 
equipment to ensure proper functionality. Coordinating the Work and Activities of Others:    Cross-trains with selected 
staff on proper mail processing procedures to include receiving, sorting and distributing of all incoming and outgoing 
mail.    Assigns tasks to entry-level staff based on staff workloads, expertise, and priorities. Provide Consultation and 
Advice to Others:    Provides customer service to employees with mail related questions. Performing General Physical 
Activities:    Distributes mail to designated locations within State agencies or departments which may include hand 
delivery to addressee.    Picks up mail from designated locations within State agencies or departments which may 
include hand delivery to addressee. Processing Information:    Ensures processed mail has clearly printed bar codes, 
visible addresses, proper postage, date, sealing, and meter readings for pick-up, delivery and further processing. 
Documenting/Recording Information:    Keeps accurate records of incoming and outgoing mail which may include 
logging statistics, metering mail and other mail services. Handling and Moving Objects:    Loads mail into postal handling 
equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing.    Travels to 
assigned routes for transport, delivery, or pick-up of mail to and from State agencies or departments. Organizing, 
Planning, and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. 
Controlling Machines and Processes:    Operates mail processing equipment which may include weights, scanners, 
metering and postage. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and 
Personal Services Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
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    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002642 - MAIL TECHNICIAN 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2614 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or tending 
machines or hand production work). Non Substitutable Experience: One year of the above experience must include mail 
processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail processing, 
administrative support, delivery, or production work may substitute for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.4. 
Possess a valid motor vehicle operator license  Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mail clerical duties of average difficulty and performs related 
work as required. Distinguishing Features: This is the working/lead level class in the mail sub series. An employee in this 
class is responsible for hand and machine processing of mail as well as training staff on proper mail processing 
procedures including the operation of mail processing machines. This class differs from that of Mail Clerk in that an 
incumbent of the latter does not train staff. This class differs from Mail Technician 2 in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
Making Decisions and Solving Problems:    Ensures incoming mail is distributed to proper mail destination which may 
require opening and reading mail. Repairing and Maintaining Electronic Equipment:    Maintains mail processing 
equipment to ensure proper functionality. Coordinating the Work and Activities of Others:    Cross-trains with selected 
staff on proper mail processing procedures to include receiving, sorting and distributing of all incoming and outgoing 
mail.    Assigns tasks to entry-level staff based on staff workloads, expertise, and priorities. Provide Consultation and 
Advice to Others:    Provides customer service to employees with mail related questions. Performing General Physical 
Activities:    Distributes mail to designated locations within State agencies or departments which may include hand 
delivery to addressee.    Picks up mail from designated locations within State agencies or departments which may 
include hand delivery to addressee. Processing Information:    Ensures processed mail has clearly printed bar codes, 
visible addresses, proper postage, date, sealing, and meter readings for pick-up, delivery and further processing. 
Documenting/Recording Information:    Keeps accurate records of incoming and outgoing mail which may include 
logging statistics, metering mail and other mail services. Handling and Moving Objects:    Loads mail into postal handling 
equipment which may include tubs, trays, gurneys and/or state vehicle for pick-up or further processing.    Travels to 
assigned routes for transport, delivery, or pick-up of mail to and from State agencies or departments. Organizing, 
Planning, and Prioritizing Work:    Sorts incoming and outgoing mail by destination or established sorting scheme. 
Controlling Machines and Processes:    Operates mail processing equipment which may include weights, scanners, 
metering and postage. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. 
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Action Oriented    Customer Focus    Ethics and Values Knowledge:    Customer and 
Personal Services Skills:    Active Listening    Reading Comprehension    Speaking Abilities:    Oral Comprehension    
Manual Dexterity    Extent Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002643 - MAIL TECHNICIAN 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2615 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of mail processing, administrative support, delivery, or production work (i.e., setting up, operating, or 
tending machines or hand production work. Non Substitutable Experience: Two years of the above experience must 
include mail processing and/or mail delivery. Substitution of Experience for Education: Qualifying experience in mail 
processing, administrative support, delivery, or production work may substitute for the required education on a year for 
year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory mail clerical duties of average difficulty and 
performs related work as required. Distinguishing Features: This is the first-line supervisory class in the mail sub series. 
An employee in this class is responsible for supervising a single team of subordinate mail services staff within a work unit 
(e.g., incoming/metering, inserting, presorting). This class differs from Mail Technician 1 in that an incumbent of the 
latter trains but does not supervise staff. This class reports to and differs from Mail Services Supervisor in that an 
incumbent of the latter is responsible for supervising all subordinate staff teams within an entire work unit and serving 
as a liaison to clients. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises other Mail staff in the distributing, loading, sorting, 
transporting, and recording of mail.    Assigns general mail tasks to mailroom staff to include distributing, loading, 
sorting, transporting, and recording of mail.    Supervises the sorting of incoming and outgoing mail by destination or 
established sorting scheme. Provide Consultation and Advice to Others:    Provides customer service to external and 
internal customers with mailroom related questions to include mail scheduling, courier services, and complaints. 
Evaluating Information to Determine Compliance with Standards:    Verifies that incoming mail is distributed to proper 
mail destination which may require opening and reading mail.Controlling Machines and Processes:    Operates mail 
processing equipment which may include weights, scanners, metering and postage. Repairing and Maintaining 
Electronic Equipment:    Maintains mail processing equipment to ensure proper functionality. Documenting/Recording 
Information:    Keeps accurate records of incoming and outgoing mail which may include logging statistics, metering mail 
and other mail services. Performing General Physical Activities:    Distributes mail to designated locations within State 
agencies or departments which may include hand delivery to addressee.    Assists with picking up mail from designated 
locations within State agencies or departments which may include hand delivery to addressee. Handling and Moving 
Objects:    Loads mail into postal handling equipment which may include tubs, trays, gurneys and/or state vehicle for 
pick-up or further processing.    Travels to assigned routes for transport, delivery, or pick-up of mail to and from State 
agencies or departments. Communicating with Supervisors, Peers, or Subordinates:    Reports complex maintenance 
problems to appropriate individuals. Monitor Processes, Materials, or Surroundings:    Oversees mail procedures as 
related to clearly printing bar codes, checking addresses, postage, date, sealing, and meter readings for pick-up, delivery 
and further processing. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Decision Quality    Time Management    Action Oriented    Customer Focus    Ethics 
and Values    Work Life Balance Knowledge:    Clerical    Customer and Personal Services Skills:    Active Listening    
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Reading Comprehension    Instructing    Monitoring    Troubleshooting Abilities:    Oral Comprehension    Manual 
Dexterity    Extent Flexibility    Static Strength    Speech Recognition    Speech Clarity 
 
Tools and Equipment Used: 
    Postage Meter and other parcel machinery     Bar Code Scanners    Computer    Date Stamper    General office 
equipment    Two wheelers/dollies/carts 
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002712 - MAINFRAME COMPUTER OPER 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2627 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and one year of full-time 
employment in one or more of the following areas: (1) submitting and monitoring jobs on the mainframe computer or 
operating high speed printers, bursters, decollators, or peripheral or auxiliary equipment related to a mainframe 
computer (e.g., computer operations); or (2) keying, scanning, or verifying data from a hard-copy to a mainframe or 
minicomputer system to meet production targets (i.e., data entry); or (3) correcting codes on records which are then 
keyed into a computer system to meet production targets (i.e., data processing); or (4) creating and revising typed 
documents to meet production targets using a microcomputer, minicomputer or mainframe computer system (i.e., 
word processing); or (5) troubleshooting inaccurate job control commands, pathway dysfunctions, terminal controller 
problems, or other related software or hardware problems on the microcomputer, minicomputer, or mainframe 
computer system.ORSubstitution of Experience for Education: Full-time employment in one of the following areas may 
be substituted for the required education on a year-for-year basis to a maximum of four years: (1) office clerical or 
storekeeping experience; or (2) computer operations; or (3) troubleshooting related software or hardware problems on 
a minicomputer, microcomputer, or mainframe computer system.ORSubstitution of Vocational Education for 
Experience: Education equivalent to a certificate in data processing or computer electronics repair from a vocational 
school (1296 clock hours) may substitute for one year of the required experience (108 clock hours in the above data 
processing program or computer electronics repair program is equivalent to one month of experience). Successful 
completion of a one-year computer operations certificate program (53 quarter hours) from an accredited technical 
school may substitute for one year of the required experience (Four quarter hours in the above program is equivalent to 
one month of experience).ORSubstitution of Education for Experience: Successful completion of a degree or at least 18 
out of 90 quarter hours in data processing, computer technology, or related computer and information sciences from an 
accredited college or university may substitute for one year of the required experience. 
 
Other Requirements: 
"Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Written Test (Pass/Fail) and Education and Experience, 100%, for Career Service 
positions.Click here for further information about the written test." 
 
Job Overview: 
Summary: Under general supervision, is responsible for mainframe computer operations work of average difficulty in 
operating “large system” tape drives, printers and master console equipment controlling all job production at a complex 
operations site; and performs related work as required.Distinguishing Features: ,This is the working class in the 
Mainframe Computer Operations sub series. An employee in this class maintains and operates peripheral equipment 
and monitors the master console and other computer operations to identify problems that affect the processing of jobs 
across agencies. This class differs from Computer Operator 1 in that incumbents of the latter are learning to operate 
equipment and monitor job processing. This class differs from Mainframe Computer Oper 3 in that incumbents of the 
latter coordinate the operation of peripheral equipment, master console, as well as, monitoring jobs submitted for 
processing. 
 
Work Activities: 
1. Corrects problems with jobs that exceed operational parameters; determines whether a job is running within a 
defined execution time, awaiting set-up, or printing by entering job name into terminal; identifies a variety of solutions 
from an operations manual including whether to resubmit the job, cancel job or change priority to correct problems 
with jobs that exceed operational parameters; identifies and isolates operational errors, such as incorrect program 
applications, that would cause the entire mainframe system to fail.2. Maintains printers, tape drives, card readers and 
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other peripheral equipment as well as bursters, decollators, shredders and other auxiliary equipment; determines which 
equipment needs cleaning from a schedule or from messages on input-output devices; prepares equipment for service 
work by draining printer, taking equipment off-line, and taking other necessary steps; records information pertaining to 
equipment problems in a log to identify recurring problems; replaces print bands, ribbons, and other consumables to 
facilitate the running of equipment.3. Maintains files in the tape library; retrieves requested tapes by locating tape 
number and removing appropriate tape from rack; places tapes into cleaning machine so that contaminants are 
removed and tape attributes including tape length and bad sectors can be identified; records specific problems and 
types of repairs into a log; learns how to retrieve dropped tapes, remove stuck tapes, or take other corrective action to 
repair malfunctions in a mechanical tape library management system; learns to identify error codes on screen so that 
tape management system can be updated.4. Ensures that printers and disk/tape drives operate correctly; types START, 
STOP, RUN, and other operational commands to initiate the processing of a job; responds to operator commands to 
mount tape, disk, microfiche, and other output medium; types operational commands which define parameters for 
reports, microfiche, special forms and other output device; enters commands which identify the specific output device 
to be used; sets parameters on printers which regulate print density, print quality, and alignment; loads payroll checks, 
bills, and other negotiable documents into printer; replaces ribbons, changes drives or takes corrective steps to repair 
frequently occurring hardware malfunctions.5. Prepares and distributes microfiche, special forms, and other types of 
output; separates output into individual jobs; loads forms to decollators or bursters to ensure pages are appropriately 
trimmed, separated and carbons removed; matches job name or identification number on reports, microfiche, special 
forms, and other types of output to distribute the product to users and other computer operators; determines whether 
job control commands should be separated from output before distribution; assures that printed negotiable documents 
are distributed only to authorized personnel.6. Backs-up and recovers data from the original files; monitors terminals 
while alphanumeric data contained in files are being duplicated to a tape or disk to identify hardware (e.g., disk drive or 
tape drive) or data (e.g., disk, diskette, tape) errors; takes corrective action including cleaning tape drive or disk drive, 
changing drives, or inserting new tapes, disks, or diskettes to correct specific hardware errors; separates tapes or disks 
on which the back-up files are stored by file identification number or vault specification to prepare files to be 
transferred to a secured location.7. Learns to enter data to update a data file; types authorization codes to gain entry to 
secured areas of the system; compares input records to established format requirements to ensure the suitability of the 
input; keys data to produce an automated file or record.8. Submits jobs for processing; ensures data entry personnel 
have entered alphanumeric data correctly by examining header sheets and labels, or identifying error messages or 
printouts; types in execute commands that send jobs to mainframe or other processing units; records identifying 
information in a log including job name, number and time submitted in order to track job status; may type in 
alphanumeric data a second time to remedy data errors.9. Helps users solve their problems with computer terminals or 
printers; determines whether the problem is related to hardware, software, or line errors; tells user how to correct 
minor hardware and software problems; contacts vendor to obtain a service technician for hardware malfunctions.10. 
Assists the supervisor by helping teach trainees to operate and maintain peripheral equipment, monitor computer 
processing and perform other functions required to facilitate processing of jobs on the mainframe. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062331 - MAINTENANCE CARPENTER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1711 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to three years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled carpentry work of average difficulty with the 
emphasis normally being on maintenance carpentry; and performs related work as required.Distinguishing Features: 
This is the working level class in the Maintenance Carpenter sub-series. An employee in this class performs a wide 
variety of maintenance and other carpentry work in the repair, renovation, and remodeling of facilities as well as some 
construction of additions to facilities. An incumbent may, as the need arises, direct the work of assigned helpers. This 
class differs from Maintenance Carpenter 2 in that an incumbent of the latter acts as a lead worker or minor supervisor 
over other employees performing maintenance carpentry work. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Monitoring and Controlling Resources:     
Orders parts, materials, and equipment as needed for construction or repair work.Making Decisions and Solving 
Problems:     Determines project methods, materials, tools, procedures, and staff assignments to most effectively 
complete a construction project.Scheduling Work and Activities:     Schedules phases of construction projects at 
appropriate time frames to allow the proper application of materials and minimize inconvenience to facility users and 
the public.Handling and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary 
to repair or replace, using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in 
person.Coordinating the Work and Activities of Others:     Oversees and coordinates the work of assigned 
helpers.Coaching and Developing Others:     Provides orientation and on-the-job training to new employees assigned 
carpentry-related work.Repairing and Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces 
parts to maintain tools, machines, and equipment in proper working order.Processing Information:     Measures 
structures and building materials to verify the correct dimensions for a construction project.    Uses a transit, square, 
plumb bob and/or level to determine whether a structure or structural component is true/level.Performing General 
Physical Activities:     May maintain and repairs bridges, guardrails and related structures.    Lays or installs brick, block, 
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stone, tile, or related masonry material to repair, maintain, or construct buildings, walkways, or other structures.    
Makes forms and pours concrete for floors, sidewalks, and other concrete structures.    Builds or repairs cabinets, 
counters, doors, frameworks, floors, or other wooden fixtures used in buildings, using woodworking machines, 
carpenter's hand tools, or power tools.    May install/string electrical or electronic cable or wiring.    May cut, bend, or 
thread pipe for gas, air, hydraulic, or water lines.    Installs sub flooring, rough framing, or partitions as necessary to 
repair or build structures.    Cuts, shapes, fits, and/or joins wood or other construction materials as necessary to 
accomplish repairs or build new structures or objects.    Installs shingles, tile, slate, asphalt, or related materials as 
necessary to repair or install roofing.    Repairs and refinishes desks, beds, chairs, shelves, bookcases and other office 
furniture.    Installs windows, doors, frames, floorings, trim, or hardware, using carpenters' hand or power tools.    
Installs drywall, plasterboard, or wallboard to complete the construction or repair of interior walls.    Repairs cracks, 
defects, or damage in installed building materials.    Installs or repairs prefabricated wooden building components.    
Positions and attaches, or blows in, insulating materials to prevent energy losses from buildings, pipes, or other 
structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or adhesives.    Paints walls or other 
structural surfaces.    Performs minor installation tasks, such as hanging mirrors, pictures, chalk boards, bulletin boards 
and clocks.    Installs locks, hinges, or related finish hardwareInteracting With Computers:    Uses a computer to enter 
work orders, order parts and materials online, communicate via email, and research materials, equipment, and other 
information relevant to a construction project.Documenting/Recording Information:    Records information such as time 
expended, materials used, type of work done, and cost of maintenance or repair work completed.Interpreting the 
Meaning of Information for Others:     Explains details of work projects to assigned helpers.Provide Consultation and 
Advice to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.Getting Information:     Studies specifications in 
blueprints, sketches, or building plans to prepare project layout and determine dimensions and materials required.     
Read material safety data sheets and manuals and reviews diagrams to learn about the safety, operation and 
maintenance of new equipment or construction materials.    Talks with codes enforcement officials, supervisors, facility 
director, or others to obtain information about construction project to be completed.Inspecting Equipment, Structures, 
or Material:     Inspects tools and equipment, such as tow motor, boom trucks, saws, air compressors, nail guns, and 
other carpentry related tools to confirm they are in good working order and safe to use.    Inspects ceiling or floor tile, 
wall coverings, siding, glass, or woodwork to detect evidence of deterioration or damage and determine service or 
repair needs.    Examines carpentry products or work to verify conformance to specifications.Updating and Using 
Relevant Knowledge:     Attends a regular safety training meeting to keep up to date on appropriate safety procedures.    
Attends specialized training to learn about new technologies and equipment relevant to carpentry work.Communicating 
with Persons outside Organization:     Talks in person with government officials or the general public to discuss details of 
a construction project.Performing Administrative Activities:     Maintains records relevant to maintenance carpentry 
work.Monitor Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to 
detect malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Intermediate knowledge of materials, methods, and the tools involved in the construction or repair of houses, building 
or other structures    Intermediate knowledge of design techniques, tools, and principles involved in blueprints and 
drawings    Basic knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, 
and maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic 
skills in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    
Basic reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment 
needed to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings 
and structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning 
skills    Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic 
skills in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and 
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arm steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., 
two arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically 
over long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly 
and correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062332 - MAINTENANCE CARPENTER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1724 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for skilled and semi-skilled carpentry work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others, with the emphasis normally being on 
maintenance carpentry; and performs related work as required.Distinguishing Features: An employee in this class acts as 
a lead worker or minor supervisor over a small number of Maintenance Carpenters 1 and less skilled maintenance 
workers and performs a wide variety of maintenance and other carpentry work in the repair, renovation, and 
remodeling of facilities, as well as some construction of facilities. This class differs from Maintenance Carpenter 1 in that 
an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Making Decisions and Solving Problems:     
Determines project methods, materials, tools, procedures, and staff assignments to most effectively complete a 
construction project.Scheduling Work and Activities:     Schedules phases of construction projects at appropriate time 
frames to allow the proper application of materials and minimize inconvenience to facility users and the public.Handling 
and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary to repair or replace, 
using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coordinating the Work 
and Activities of Others:     Oversees and coordinates the work of assigned helpers.Coaching and Developing Others:     
Provides orientation and on-the-job training to new employees assigned carpentry-related work.Repairing and 
Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and 
equipment in proper working order.Processing Information:     Measures structures and building materials to verify the 
correct dimensions for a construction project.    Uses a transit, square, plumb bob and/or level to determine whether a 
structure or structural component is true/level.Performing General Physical Activities:     May maintain and repairs 
bridges, guardrails and related structures.    Lays or installs brick, block, stone, tile, or related masonry material to repair, 
maintain, or construct buildings, walkways, or other structures.    Makes forms and pours concrete for floors, sidewalks, 
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and other concrete structures.    Builds or repairs cabinets, counters, doors, frameworks, floors, or other wooden 
fixtures used in buildings, using woodworking machines, carpenter's hand tools, or power tools.    May install/string 
electrical or electronic cable or wiring.    May cut, bend, or thread pipe for gas, air, hydraulic, or water lines.    Installs sub 
flooring, rough framing, or partitions as necessary to repair or build structures.    Cuts, shapes, fits, and/or joins wood or 
other construction materials as necessary to accomplish repairs or build new structures or objects.    Installs shingles, 
tile, slate, asphalt, or related materials as necessary to repair or install roofing.    Repairs and refinishes desks, beds, 
chairs, shelves, bookcases and other office furniture.    Installs windows, doors, frames, floorings, trim, or hardware, 
using carpenters' hand or power tools.    Installs drywall, plasterboard, or wallboard to complete the construction or 
repair of interior walls.    Repairs cracks, defects, or damage in installed building materials.    Installs or repairs 
prefabricated wooden building components.    Positions and attaches, or blows in, insulating materials to prevent energy 
losses from buildings, pipes, or other structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or 
adhesives.    Paints walls or other structural surfaces.    Performs minor installation tasks, such as hanging mirrors, 
pictures, chalk boards, bulletin boards and clocks.    Installs locks, hinges, or related finish hardware.Interacting With 
Computers:    Uses a computer to enter work orders, order parts and materials online, communicate via email, and 
research materials, equipment, and other information relevant to a construction project.Documenting/Recording 
Information:    Records information such as time expended, materials used, type of work done, and cost of maintenance 
or repair work completed.Interpreting the Meaning of Information for Others:     Explains details of work projects to 
assigned helpers.Guiding, Directing, and Motivating Subordinates:     May assign, train, supervise and evaluate 
subordinate staff performing skilled and semi-skilled carpentry work, and other duties.Provide Consultation and Advice 
to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.    May assist in making cost estimates.Getting 
Information:     Studies specifications in blueprints, sketches, or building plans to prepare project layout and determine 
dimensions and materials required.     Read material safety data sheets and manuals and reviews diagrams to learn 
about the safety, operation and maintenance of new equipment or construction materials.    Talks with codes 
enforcement officials, supervisors, facility director, or others to obtain information about construction project to be 
completed.Inspecting Equipment, Structures, or Material:     Inspects tools and equipment, such as tow motor, boom 
trucks, saws, air compressors, nail guns, and other carpentry related tools to confirm they are in good working order and 
safe to use.    Inspects ceiling or floor tile, wall coverings, siding, glass, or woodwork to detect evidence of deterioration 
or damage and determine service or repair needs.    Examines carpentry products or work to verify conformance to 
specifications.Updating and Using Relevant Knowledge:     Attends a regular safety training meeting to keep up to date 
on appropriate safety procedures.    Attends specialized training to learn about new technologies and equipment 
relevant to carpentry work.Communicating with Persons outside Organization:     Talks in person with government 
officials or the general public to discuss details of a construction project.Performing Administrative Activities:     
Maintains records relevant to maintenance carpentry work.Staffing Organizational Units:     May make 
recommendations on staff employment, retention, promotion, demotion and other personnel actions.Monitor 
Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to detect 
malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Basic knowledge of materials, methods, and the tools involved in the construction or repair of houses, building or other 
structures    Basic knowledge of design techniques, tools, and principles involved in blueprints and drawings    Basic 
knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, and 
maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic skills 
in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    Basic 
reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment needed 
to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings and 
structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning skills    



 TN Job Classification Specifications  
September 22, 2020 

Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic skills 
in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and arm 
steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically over 
long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly and 
correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs.    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 
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062332 - MAINTENANCE CARPENTER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1725 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for skilled and semi-skilled carpentry work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others, with the emphasis normally being on 
maintenance carpentry; and performs related work as required.Distinguishing Features: An employee in this class acts as 
a lead worker or minor supervisor over a small number of Maintenance Carpenters 1 and less skilled maintenance 
workers and performs a wide variety of maintenance and other carpentry work in the repair, renovation, and 
remodeling of facilities, as well as some construction of facilities. This class differs from Maintenance Carpenter 1 in that 
an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Making Decisions and Solving Problems:     
Determines project methods, materials, tools, procedures, and staff assignments to most effectively complete a 
construction project.Scheduling Work and Activities:     Schedules phases of construction projects at appropriate time 
frames to allow the proper application of materials and minimize inconvenience to facility users and the public.Handling 
and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary to repair or replace, 
using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coordinating the Work 
and Activities of Others:     Oversees and coordinates the work of assigned helpers.Coaching and Developing Others:     
Provides orientation and on-the-job training to new employees assigned carpentry-related work.Repairing and 
Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and 
equipment in proper working order.Processing Information:     Measures structures and building materials to verify the 
correct dimensions for a construction project.    Uses a transit, square, plumb bob and/or level to determine whether a 
structure or structural component is true/level.Performing General Physical Activities:     May maintain and repairs 
bridges, guardrails and related structures.    Lays or installs brick, block, stone, tile, or related masonry material to repair, 
maintain, or construct buildings, walkways, or other structures.    Makes forms and pours concrete for floors, sidewalks, 
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and other concrete structures.    Builds or repairs cabinets, counters, doors, frameworks, floors, or other wooden 
fixtures used in buildings, using woodworking machines, carpenter's hand tools, or power tools.    May install/string 
electrical or electronic cable or wiring.    May cut, bend, or thread pipe for gas, air, hydraulic, or water lines.    Installs sub 
flooring, rough framing, or partitions as necessary to repair or build structures.    Cuts, shapes, fits, and/or joins wood or 
other construction materials as necessary to accomplish repairs or build new structures or objects.    Installs shingles, 
tile, slate, asphalt, or related materials as necessary to repair or install roofing.    Repairs and refinishes desks, beds, 
chairs, shelves, bookcases and other office furniture.    Installs windows, doors, frames, floorings, trim, or hardware, 
using carpenters' hand or power tools.    Installs drywall, plasterboard, or wallboard to complete the construction or 
repair of interior walls.    Repairs cracks, defects, or damage in installed building materials.    Installs or repairs 
prefabricated wooden building components.    Positions and attaches, or blows in, insulating materials to prevent energy 
losses from buildings, pipes, or other structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or 
adhesives.    Paints walls or other structural surfaces.    Performs minor installation tasks, such as hanging mirrors, 
pictures, chalk boards, bulletin boards and clocks.    Installs locks, hinges, or related finish hardware.Interacting With 
Computers:    Uses a computer to enter work orders, order parts and materials online, communicate via email, and 
research materials, equipment, and other information relevant to a construction project.Documenting/Recording 
Information:    Records information such as time expended, materials used, type of work done, and cost of maintenance 
or repair work completed.Interpreting the Meaning of Information for Others:     Explains details of work projects to 
assigned helpers.Guiding, Directing, and Motivating Subordinates:     May assign, train, supervise and evaluate 
subordinate staff performing skilled and semi-skilled carpentry work, and other duties.Provide Consultation and Advice 
to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.    May assist in making cost estimates.Getting 
Information:     Studies specifications in blueprints, sketches, or building plans to prepare project layout and determine 
dimensions and materials required.     Read material safety data sheets and manuals and reviews diagrams to learn 
about the safety, operation and maintenance of new equipment or construction materials.    Talks with codes 
enforcement officials, supervisors, facility director, or others to obtain information about construction project to be 
completed.Inspecting Equipment, Structures, or Material:     Inspects tools and equipment, such as tow motor, boom 
trucks, saws, air compressors, nail guns, and other carpentry related tools to confirm they are in good working order and 
safe to use.    Inspects ceiling or floor tile, wall coverings, siding, glass, or woodwork to detect evidence of deterioration 
or damage and determine service or repair needs.    Examines carpentry products or work to verify conformance to 
specifications.Updating and Using Relevant Knowledge:     Attends a regular safety training meeting to keep up to date 
on appropriate safety procedures.    Attends specialized training to learn about new technologies and equipment 
relevant to carpentry work.Communicating with Persons outside Organization:     Talks in person with government 
officials or the general public to discuss details of a construction project.Performing Administrative Activities:     
Maintains records relevant to maintenance carpentry work.Staffing Organizational Units:     May make 
recommendations on staff employment, retention, promotion, demotion and other personnel actions.Monitor 
Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to detect 
malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Basic knowledge of materials, methods, and the tools involved in the construction or repair of houses, building or other 
structures    Basic knowledge of design techniques, tools, and principles involved in blueprints and drawings    Basic 
knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, and 
maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic skills 
in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    Basic 
reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment needed 
to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings and 
structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning skills    
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Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic skills 
in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and arm 
steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically over 
long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly and 
correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs.    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 
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062332 - MAINTENANCE CARPENTER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1726 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for skilled and semi-skilled carpentry work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others, with the emphasis normally being on 
maintenance carpentry; and performs related work as required.Distinguishing Features: An employee in this class acts as 
a lead worker or minor supervisor over a small number of Maintenance Carpenters 1 and less skilled maintenance 
workers and performs a wide variety of maintenance and other carpentry work in the repair, renovation, and 
remodeling of facilities, as well as some construction of facilities. This class differs from Maintenance Carpenter 1 in that 
an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Making Decisions and Solving Problems:     
Determines project methods, materials, tools, procedures, and staff assignments to most effectively complete a 
construction project.Scheduling Work and Activities:     Schedules phases of construction projects at appropriate time 
frames to allow the proper application of materials and minimize inconvenience to facility users and the public.Handling 
and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary to repair or replace, 
using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coordinating the Work 
and Activities of Others:     Oversees and coordinates the work of assigned helpers.Coaching and Developing Others:     
Provides orientation and on-the-job training to new employees assigned carpentry-related work.Repairing and 
Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and 
equipment in proper working order.Processing Information:     Measures structures and building materials to verify the 
correct dimensions for a construction project.    Uses a transit, square, plumb bob and/or level to determine whether a 
structure or structural component is true/level.Performing General Physical Activities:     May maintain and repairs 
bridges, guardrails and related structures.    Lays or installs brick, block, stone, tile, or related masonry material to repair, 
maintain, or construct buildings, walkways, or other structures.    Makes forms and pours concrete for floors, sidewalks, 
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and other concrete structures.    Builds or repairs cabinets, counters, doors, frameworks, floors, or other wooden 
fixtures used in buildings, using woodworking machines, carpenter's hand tools, or power tools.    May install/string 
electrical or electronic cable or wiring.    May cut, bend, or thread pipe for gas, air, hydraulic, or water lines.    Installs sub 
flooring, rough framing, or partitions as necessary to repair or build structures.    Cuts, shapes, fits, and/or joins wood or 
other construction materials as necessary to accomplish repairs or build new structures or objects.    Installs shingles, 
tile, slate, asphalt, or related materials as necessary to repair or install roofing.    Repairs and refinishes desks, beds, 
chairs, shelves, bookcases and other office furniture.    Installs windows, doors, frames, floorings, trim, or hardware, 
using carpenters' hand or power tools.    Installs drywall, plasterboard, or wallboard to complete the construction or 
repair of interior walls.    Repairs cracks, defects, or damage in installed building materials.    Installs or repairs 
prefabricated wooden building components.    Positions and attaches, or blows in, insulating materials to prevent energy 
losses from buildings, pipes, or other structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or 
adhesives.    Paints walls or other structural surfaces.    Performs minor installation tasks, such as hanging mirrors, 
pictures, chalk boards, bulletin boards and clocks.    Installs locks, hinges, or related finish hardware.Interacting With 
Computers:    Uses a computer to enter work orders, order parts and materials online, communicate via email, and 
research materials, equipment, and other information relevant to a construction project.Documenting/Recording 
Information:    Records information such as time expended, materials used, type of work done, and cost of maintenance 
or repair work completed.Interpreting the Meaning of Information for Others:     Explains details of work projects to 
assigned helpers.Guiding, Directing, and Motivating Subordinates:     May assign, train, supervise and evaluate 
subordinate staff performing skilled and semi-skilled carpentry work, and other duties.Provide Consultation and Advice 
to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.    May assist in making cost estimates.Getting 
Information:     Studies specifications in blueprints, sketches, or building plans to prepare project layout and determine 
dimensions and materials required.     Read material safety data sheets and manuals and reviews diagrams to learn 
about the safety, operation and maintenance of new equipment or construction materials.    Talks with codes 
enforcement officials, supervisors, facility director, or others to obtain information about construction project to be 
completed.Inspecting Equipment, Structures, or Material:     Inspects tools and equipment, such as tow motor, boom 
trucks, saws, air compressors, nail guns, and other carpentry related tools to confirm they are in good working order and 
safe to use.    Inspects ceiling or floor tile, wall coverings, siding, glass, or woodwork to detect evidence of deterioration 
or damage and determine service or repair needs.    Examines carpentry products or work to verify conformance to 
specifications.Updating and Using Relevant Knowledge:     Attends a regular safety training meeting to keep up to date 
on appropriate safety procedures.    Attends specialized training to learn about new technologies and equipment 
relevant to carpentry work.Communicating with Persons outside Organization:     Talks in person with government 
officials or the general public to discuss details of a construction project.Performing Administrative Activities:     
Maintains records relevant to maintenance carpentry work.Staffing Organizational Units:     May make 
recommendations on staff employment, retention, promotion, demotion and other personnel actions.Monitor 
Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to detect 
malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Basic knowledge of materials, methods, and the tools involved in the construction or repair of houses, building or other 
structures    Basic knowledge of design techniques, tools, and principles involved in blueprints and drawings    Basic 
knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, and 
maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic skills 
in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    Basic 
reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment needed 
to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings and 
structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning skills    
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Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic skills 
in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and arm 
steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically over 
long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly and 
correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs.    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 
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062332 - MAINTENANCE CARPENTER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1727 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for skilled and semi-skilled carpentry work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others, with the emphasis normally being on 
maintenance carpentry; and performs related work as required.Distinguishing Features: An employee in this class acts as 
a lead worker or minor supervisor over a small number of Maintenance Carpenters 1 and less skilled maintenance 
workers and performs a wide variety of maintenance and other carpentry work in the repair, renovation, and 
remodeling of facilities, as well as some construction of facilities. This class differs from Maintenance Carpenter 1 in that 
an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Making Decisions and Solving Problems:     
Determines project methods, materials, tools, procedures, and staff assignments to most effectively complete a 
construction project.Scheduling Work and Activities:     Schedules phases of construction projects at appropriate time 
frames to allow the proper application of materials and minimize inconvenience to facility users and the public.Handling 
and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary to repair or replace, 
using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coordinating the Work 
and Activities of Others:     Oversees and coordinates the work of assigned helpers.Coaching and Developing Others:     
Provides orientation and on-the-job training to new employees assigned carpentry-related work.Repairing and 
Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and 
equipment in proper working order.Processing Information:     Measures structures and building materials to verify the 
correct dimensions for a construction project.    Uses a transit, square, plumb bob and/or level to determine whether a 
structure or structural component is true/level.Performing General Physical Activities:     May maintain and repairs 
bridges, guardrails and related structures.    Lays or installs brick, block, stone, tile, or related masonry material to repair, 
maintain, or construct buildings, walkways, or other structures.    Makes forms and pours concrete for floors, sidewalks, 
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and other concrete structures.    Builds or repairs cabinets, counters, doors, frameworks, floors, or other wooden 
fixtures used in buildings, using woodworking machines, carpenter's hand tools, or power tools.    May install/string 
electrical or electronic cable or wiring.    May cut, bend, or thread pipe for gas, air, hydraulic, or water lines.    Installs sub 
flooring, rough framing, or partitions as necessary to repair or build structures.    Cuts, shapes, fits, and/or joins wood or 
other construction materials as necessary to accomplish repairs or build new structures or objects.    Installs shingles, 
tile, slate, asphalt, or related materials as necessary to repair or install roofing.    Repairs and refinishes desks, beds, 
chairs, shelves, bookcases and other office furniture.    Installs windows, doors, frames, floorings, trim, or hardware, 
using carpenters' hand or power tools.    Installs drywall, plasterboard, or wallboard to complete the construction or 
repair of interior walls.    Repairs cracks, defects, or damage in installed building materials.    Installs or repairs 
prefabricated wooden building components.    Positions and attaches, or blows in, insulating materials to prevent energy 
losses from buildings, pipes, or other structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or 
adhesives.    Paints walls or other structural surfaces.    Performs minor installation tasks, such as hanging mirrors, 
pictures, chalk boards, bulletin boards and clocks.    Installs locks, hinges, or related finish hardware.Interacting With 
Computers:    Uses a computer to enter work orders, order parts and materials online, communicate via email, and 
research materials, equipment, and other information relevant to a construction project.Documenting/Recording 
Information:    Records information such as time expended, materials used, type of work done, and cost of maintenance 
or repair work completed.Interpreting the Meaning of Information for Others:     Explains details of work projects to 
assigned helpers.Guiding, Directing, and Motivating Subordinates:     May assign, train, supervise and evaluate 
subordinate staff performing skilled and semi-skilled carpentry work, and other duties.Provide Consultation and Advice 
to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.    May assist in making cost estimates.Getting 
Information:     Studies specifications in blueprints, sketches, or building plans to prepare project layout and determine 
dimensions and materials required.     Read material safety data sheets and manuals and reviews diagrams to learn 
about the safety, operation and maintenance of new equipment or construction materials.    Talks with codes 
enforcement officials, supervisors, facility director, or others to obtain information about construction project to be 
completed.Inspecting Equipment, Structures, or Material:     Inspects tools and equipment, such as tow motor, boom 
trucks, saws, air compressors, nail guns, and other carpentry related tools to confirm they are in good working order and 
safe to use.    Inspects ceiling or floor tile, wall coverings, siding, glass, or woodwork to detect evidence of deterioration 
or damage and determine service or repair needs.    Examines carpentry products or work to verify conformance to 
specifications.Updating and Using Relevant Knowledge:     Attends a regular safety training meeting to keep up to date 
on appropriate safety procedures.    Attends specialized training to learn about new technologies and equipment 
relevant to carpentry work.Communicating with Persons outside Organization:     Talks in person with government 
officials or the general public to discuss details of a construction project.Performing Administrative Activities:     
Maintains records relevant to maintenance carpentry work.Staffing Organizational Units:     May make 
recommendations on staff employment, retention, promotion, demotion and other personnel actions.Monitor 
Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to detect 
malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Basic knowledge of materials, methods, and the tools involved in the construction or repair of houses, building or other 
structures    Basic knowledge of design techniques, tools, and principles involved in blueprints and drawings    Basic 
knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, and 
maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic skills 
in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    Basic 
reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment needed 
to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings and 
structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning skills    
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Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic skills 
in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and arm 
steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically over 
long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly and 
correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs.    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 
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062332 - MAINTENANCE CARPENTER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1728 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled carpentry work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for skilled and semi-skilled carpentry work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others, with the emphasis normally being on 
maintenance carpentry; and performs related work as required.Distinguishing Features: An employee in this class acts as 
a lead worker or minor supervisor over a small number of Maintenance Carpenters 1 and less skilled maintenance 
workers and performs a wide variety of maintenance and other carpentry work in the repair, renovation, and 
remodeling of facilities, as well as some construction of facilities. This class differs from Maintenance Carpenter 1 in that 
an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Controlling Machines and Processes:     Operates hoist, winch, or hydraulic boom to move heavy objects or lift workers 
to inspect or repair roofs, bridges, or other structures.    Operates chop saws, cutting torches or welding equipment to 
cut or join metal parts.    Uses hand and power tools, such as hammers, drills, wrenches, saws, jack hammers, and other 
tools to complete construction or repair tasks.Organizing, Planning, and Prioritizing Work:    Plans and lays out repair 
work, using diagrams, drawings, blueprints, maintenance manuals, or schematic diagrams.Evaluating Information to 
Determine Compliance with Standards:     Performs periodic inspections of construction setting to determine adherence 
to safety procedures and OSHA regulations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates crane to 
move heavy objects as necessary to accomplish construction or repair projects.    Operates forklift, backhoes, skid steer 
loader, front-end loaders, and other heavy equipment as necessary to complete construction tasks.    May drive pick-up 
or other vehicle in getting to and from jobs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Sketches and/or lays out projects to establish a guide for the construction process and as necessary to prepare 
information for approval process.    Measures and marks reference points or cutting lines on work pieces to be sure they 
conform with specifications.Repairing and Maintaining Electronic Equipment:     May repair or replace electrical wiring, 
circuits or fixtures.    Installs/connects electrical equipment to power circuit.Making Decisions and Solving Problems:     
Determines project methods, materials, tools, procedures, and staff assignments to most effectively complete a 
construction project.Scheduling Work and Activities:     Schedules phases of construction projects at appropriate time 
frames to allow the proper application of materials and minimize inconvenience to facility users and the public.Handling 
and Moving Objects:     Removes damaged or defective parts or sections of structures as necessary to repair or replace, 
using hand tools.Communicating with Supervisors, Peers, or Subordinates:     Provides project information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.Coordinating the Work 
and Activities of Others:     Oversees and coordinates the work of assigned helpers.Coaching and Developing Others:     
Provides orientation and on-the-job training to new employees assigned carpentry-related work.Repairing and 
Maintaining Mechanical Equipment:     Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and 
equipment in proper working order.Processing Information:     Measures structures and building materials to verify the 
correct dimensions for a construction project.    Uses a transit, square, plumb bob and/or level to determine whether a 
structure or structural component is true/level.Performing General Physical Activities:     May maintain and repairs 
bridges, guardrails and related structures.    Lays or installs brick, block, stone, tile, or related masonry material to repair, 
maintain, or construct buildings, walkways, or other structures.    Makes forms and pours concrete for floors, sidewalks, 
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and other concrete structures.    Builds or repairs cabinets, counters, doors, frameworks, floors, or other wooden 
fixtures used in buildings, using woodworking machines, carpenter's hand tools, or power tools.    May install/string 
electrical or electronic cable or wiring.    May cut, bend, or thread pipe for gas, air, hydraulic, or water lines.    Installs sub 
flooring, rough framing, or partitions as necessary to repair or build structures.    Cuts, shapes, fits, and/or joins wood or 
other construction materials as necessary to accomplish repairs or build new structures or objects.    Installs shingles, 
tile, slate, asphalt, or related materials as necessary to repair or install roofing.    Repairs and refinishes desks, beds, 
chairs, shelves, bookcases and other office furniture.    Installs windows, doors, frames, floorings, trim, or hardware, 
using carpenters' hand or power tools.    Installs drywall, plasterboard, or wallboard to complete the construction or 
repair of interior walls.    Repairs cracks, defects, or damage in installed building materials.    Installs or repairs 
prefabricated wooden building components.    Positions and attaches, or blows in, insulating materials to prevent energy 
losses from buildings, pipes, or other structures or objects.    Prepares building surfaces for paint, finishes, wallpaper, or 
adhesives.    Paints walls or other structural surfaces.    Performs minor installation tasks, such as hanging mirrors, 
pictures, chalk boards, bulletin boards and clocks.    Installs locks, hinges, or related finish hardware.Interacting With 
Computers:    Uses a computer to enter work orders, order parts and materials online, communicate via email, and 
research materials, equipment, and other information relevant to a construction project.Documenting/Recording 
Information:    Records information such as time expended, materials used, type of work done, and cost of maintenance 
or repair work completed.Interpreting the Meaning of Information for Others:     Explains details of work projects to 
assigned helpers.Guiding, Directing, and Motivating Subordinates:     May assign, train, supervise and evaluate 
subordinate staff performing skilled and semi-skilled carpentry work, and other duties.Provide Consultation and Advice 
to Others:     May give input to supervisor with regard to materials and costs to assist in capital projects planning 
process.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines the types of 
wood, hardware, tools, and other items needed to complete a construction or repair project based on project 
specifications, knowledge of construction, and/or inspection of item or area in need of repair/maintenance work.    
Estimates time or cost for installation, repair, or construction projects.    May assist in making cost estimates.Getting 
Information:     Studies specifications in blueprints, sketches, or building plans to prepare project layout and determine 
dimensions and materials required.     Read material safety data sheets and manuals and reviews diagrams to learn 
about the safety, operation and maintenance of new equipment or construction materials.    Talks with codes 
enforcement officials, supervisors, facility director, or others to obtain information about construction project to be 
completed.Inspecting Equipment, Structures, or Material:     Inspects tools and equipment, such as tow motor, boom 
trucks, saws, air compressors, nail guns, and other carpentry related tools to confirm they are in good working order and 
safe to use.    Inspects ceiling or floor tile, wall coverings, siding, glass, or woodwork to detect evidence of deterioration 
or damage and determine service or repair needs.    Examines carpentry products or work to verify conformance to 
specifications.Updating and Using Relevant Knowledge:     Attends a regular safety training meeting to keep up to date 
on appropriate safety procedures.    Attends specialized training to learn about new technologies and equipment 
relevant to carpentry work.Communicating with Persons outside Organization:     Talks in person with government 
officials or the general public to discuss details of a construction project.Performing Administrative Activities:     
Maintains records relevant to maintenance carpentry work.Staffing Organizational Units:     May make 
recommendations on staff employment, retention, promotion, demotion and other personnel actions.Monitor 
Processes, Materials, or Surroundings:     Observes or listens to machinery or equipment operation to detect 
malfunctions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Functional/Technical Competency    Learning on the Fly    Drive for 
Results    Process Management    Delegation    Organizational Agility    Creativity    Dealing with AmbiguityKnowledge:    
Basic knowledge of materials, methods, and the tools involved in the construction or repair of houses, building or other 
structures    Basic knowledge of design techniques, tools, and principles involved in blueprints and drawings    Basic 
knowledge of arithmetic    Basic knowledge of machines and tools, including their designs, uses, repair, and 
maintenanceSkills:    Basic skill in using and interpreting measuring and leveling tools    Critical thinking skills    Basic skills 
in obtaining and seeing to the appropriate use of equipment and materials needed to do carpentry-related work    Basic 
reading comprehension skills    Basic speaking skills    Basic skills in determining the kind of tools and equipment needed 
to do a job    Basic skill in the installation of framing, molding, cabinetry, windows, doors, and other furnishings and 
structures    Basic mathematics skills    Basic writing skills    Basic equipment maintenance skills    Active learning skills    
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Basic time management skills    Basic skills in demonstrating and explaining to others how to do something    Basic skills 
in monitoring oneself or others to make improvements or take corrective actionAbilities:    Ability to keep hand and arm 
steady while moving arm or holding arm and hand in one position    Ability to coordinate two or more limbs (e.g., two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down    Ability to exert oneself physically over 
long periods of time without getting winded or out of breath    Ability to add, subtract, multiply, or divide quickly and 
correctly    Ability to time one’s movements or movements of a piece of equipment in anticipation of changes in the 
speed and/or direction of a moving object or scene    Ability to quickly move hand, hand together with arm, or two 
hands to grasp, manipulate, or assemble objects    Ability to quickly and repeatedly adjust the controls of a machine or a 
vehicle to exact positions    Ability to quickly respond with hand, finger, or foot    Ability to bend, stretch, twist or reach 
with one’s body, arms, and/or legs.    Ability to coordinate the movement of arms, legs, and torso together when the 
whole body is in motion    Ability to exert maximum muscle force to lift, push, pull, or carry objects    Ability to keep or 
regain body balance or stay upright when in an unstable position    Ability to judge which of several objects is closer or 
farther away, or to judge the distance between oneself and an object    Ability to see details at close range (within a few 
feet)    Ability to see objects or movements of objects to one’s side when eyes are looking ahead    Ability to combine 
pieces of information to form general rules or conclusions    Ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Ability to know one’s location in relation to the environment or to 
know where other objects are in relation to oneself    Basic oral comprehension abilities 
 
Tools and Equipment Used: 
    Various hand-held power tools, including electric drills, table saws and other types of power saws, electric sanders, 
grinders, electric planers, joiners, routers, and other related power tools    Various hand tools including saws, hammers, 
screwdrivers, wrenches, chisels, cutters, measures, rulers, levels, floats, squares, trowels, putty knives, and other related 
tools    Hoist, winch, hydraulic boom, forklifts, tow motor backhoes, skid steer loaders, front-end loaders, cranes or 
other heavy equipment for moving materials or accomplishing other carpentry-related tasks    Cutting torches and 
welding equipment    Air Compressors    Concrete Mixer    Jack Hammer    Pick-up truck or other motor vehicle    
Computer 
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062341 - MAINTENANCE ELECTRICIAN 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1735 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled electrical work of average difficulty with the 
emphasis normally being upon maintenance electrical work; and performs related work as required. Distinguishing 
Features: This is the working level class in the Maintenance Electrician sub-series. An employee in this class performs a 
wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. An 
incumbent may, as the need arises, direct the work of helpers as assigned. This class differs from Maintenance 
Electrician 2 in that an incumbent of the latter does acts as a lead worker or minor supervisor over other maintenance 
electricians. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings:    Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment:    May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities:    Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material:    Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures.    Does inspections on electrical equipment and facilities when 
problems are reported.Analyzing Data or Information:    Uses electrical testing equipment to determine the nature and 
extent of electrical problems.Updating and Using Relevant Knowledge:    Updates work processes and procedures to 
comply with changes in the electrical codes to insure safety and performance requirements are met in accordance with 
policy and procedures.    Reviews past work where applicable to apply standards set out in revisions of electrical 
codes.Staffing Organizational Units:    May participate in the hiring or selection of staff for the organization's electrical 
maintenance unit.Guiding, Directing, and Motivating Subordinates:    May provide guidance, training, and supervision of 
other individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others:    Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects:    Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information:    
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates the materials and parts needed for projects and repairs 
in order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work:    
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships:    Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others:    Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information:    Checks the work order system for needed projects/tasks 
in accordance with policy and procedures.Assisting and Caring for Others:    Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization:    May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers:    
Uses a personal computer in the performance of their work.Developing and Building Teams:    Encourages and 
participates in team building within the organization. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Time Management    Problem Solving    Learning of the Fly    Self-
Knowledge    Directing Others    Technical Learning    Patience    Written Communications    ComposureKnowledge:    
Customer and Personal Service    Mathematics    Building and Construction    Mechanical    Public Safety and 
SecuritySkills:    Active Listening    Critical Thinking    Operation Monitoring    Reading Comprehension    Speaking    
Writing    Mathematics    Monitoring    Coordination    Judgment and Decision Making    Repairing    Equipment 
Maintenance    Equipment Selection    Installation    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Selective Attention    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Manual Dexterity    Speed of Limb Movement    Reaction Time    Finger Dexterity    Gross Body Coordination    Gross Body 
Equilibrium    Stamina    Multilimb Coordination    Peripheral Vision    Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062341 - MAINTENANCE ELECTRICIAN 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1736 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled electrical work of average difficulty with the 
emphasis normally being upon maintenance electrical work; and performs related work as required. Distinguishing 
Features: This is the working level class in the Maintenance Electrician sub-series. An employee in this class performs a 
wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. An 
incumbent may, as the need arises, direct the work of helpers as assigned. This class differs from Maintenance 
Electrician 2 in that an incumbent of the latter does acts as a lead worker or minor supervisor over other maintenance 
electricians. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings:    Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment:    May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities:    Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material:    Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures.    Does inspections on electrical equipment and facilities when 
problems are reported.Analyzing Data or Information:    Uses electrical testing equipment to determine the nature and 
extent of electrical problems.Updating and Using Relevant Knowledge:    Updates work processes and procedures to 
comply with changes in the electrical codes to insure safety and performance requirements are met in accordance with 
policy and procedures.    Reviews past work where applicable to apply standards set out in revisions of electrical 
codes.Staffing Organizational Units:    May participate in the hiring or selection of staff for the organization's electrical 
maintenance unit.Guiding, Directing, and Motivating Subordinates:    May provide guidance, training, and supervision of 
other individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others:    Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects:    Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information:    
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates the materials and parts needed for projects and repairs 
in order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work:    
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships:    Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others:    Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information:    Checks the work order system for needed projects/tasks 
in accordance with policy and procedures.Assisting and Caring for Others:    Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization:    May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers:    
Uses a personal computer in the performance of their work.Developing and Building Teams:    Encourages and 
participates in team building within the organization. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Time Management    Problem Solving    Learning of the Fly    Self-
Knowledge    Directing Others    Technical Learning    Patience    Written Communications    ComposureKnowledge:    
Customer and Personal Service    Mathematics    Building and Construction    Mechanical    Public Safety and 
SecuritySkills:    Active Listening    Critical Thinking    Operation Monitoring    Reading Comprehension    Speaking    
Writing    Mathematics    Monitoring    Coordination    Judgment and Decision Making    Repairing    Equipment 
Maintenance    Equipment Selection    Installation    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Selective Attention    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Manual Dexterity    Speed of Limb Movement    Reaction Time    Finger Dexterity    Gross Body Coordination    Gross Body 
Equilibrium    Stamina    Multilimb Coordination    Peripheral Vision    Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062341 - MAINTENANCE ELECTRICIAN 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1737 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled electrical work of average difficulty with the 
emphasis normally being upon maintenance electrical work; and performs related work as required. Distinguishing 
Features: This is the working level class in the Maintenance Electrician sub-series. An employee in this class performs a 
wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. An 
incumbent may, as the need arises, direct the work of helpers as assigned. This class differs from Maintenance 
Electrician 2 in that an incumbent of the latter does acts as a lead worker or minor supervisor over other maintenance 
electricians. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings:    Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment:    May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities:    Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material:    Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures.    Does inspections on electrical equipment and facilities when 
problems are reported.Analyzing Data or Information:    Uses electrical testing equipment to determine the nature and 
extent of electrical problems.Updating and Using Relevant Knowledge:    Updates work processes and procedures to 
comply with changes in the electrical codes to insure safety and performance requirements are met in accordance with 
policy and procedures.    Reviews past work where applicable to apply standards set out in revisions of electrical 
codes.Staffing Organizational Units:    May participate in the hiring or selection of staff for the organization's electrical 
maintenance unit.Guiding, Directing, and Motivating Subordinates:    May provide guidance, training, and supervision of 
other individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others:    Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects:    Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information:    
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates the materials and parts needed for projects and repairs 
in order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work:    
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships:    Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others:    Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information:    Checks the work order system for needed projects/tasks 
in accordance with policy and procedures.Assisting and Caring for Others:    Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization:    May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers:    
Uses a personal computer in the performance of their work.Developing and Building Teams:    Encourages and 
participates in team building within the organization. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Time Management    Problem Solving    Learning of the Fly    Self-
Knowledge    Directing Others    Technical Learning    Patience    Written Communications    ComposureKnowledge:    
Customer and Personal Service    Mathematics    Building and Construction    Mechanical    Public Safety and 
SecuritySkills:    Active Listening    Critical Thinking    Operation Monitoring    Reading Comprehension    Speaking    
Writing    Mathematics    Monitoring    Coordination    Judgment and Decision Making    Repairing    Equipment 
Maintenance    Equipment Selection    Installation    Complex Problem Solving    Troubleshooting    Time Management    
Management of Material ResourcesAbilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Near 
Vision    Problem Sensitivity    Selective Attention    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Manual Dexterity    Speed of Limb Movement    Reaction Time    Finger Dexterity    Gross Body Coordination    Gross Body 
Equilibrium    Stamina    Multilimb Coordination    Peripheral Vision    Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062342 - MAINTENANCE ELECTRICIAN 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1738 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled electrical work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work, the emphasis normally being upon 
maintenance electrical work; and performs related work as required. Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance electricians and less skilled workers and 
performs a wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Electrician 1 in that an incumbent of the latter does not act as a lead worker or 
minor supervisor.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings: Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment: May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities: Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material: Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures. Does inspections on electrical equipment and facilities when problems 
are reported.Analyzing Data or Information: Uses electrical testing equipment to determine the nature and extent of 
electrical problems.Updating and Using Relevant Knowledge: Updates work processes and procedures to comply with 
changes in the electrical codes to insure safety and performance requirements are met in accordance with policy and 
procedures. Reviews past work where applicable to apply standards set out in revisions of electrical codes.Staffing 
Organizational Units: May participate in the hiring or selection of staff for the organization’s electrical maintenance 
unit.Guiding, Directing, and Motivating Subordinates: May provide guidance, training, and supervision of other 
individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others: Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects: Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information: 
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates: Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the materials and parts needed for projects and repairs in 
order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work: 
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships: Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others: Assists in the coordination and supervision of staff required for support in the 



 TN Job Classification Specifications  
September 22, 2020 

performance of electrical work projects.Getting Information: Checks the work order system for needed projects/tasks in 
accordance with policy and procedures.Assisting and Caring for Others: Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization: May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers: 
Uses a personal computer in the performance of their work.Developing and Building Teams: Encourages and 
participates in team building within the organization. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Time Management Problem Solving Learning on the Fly Self-
Knowledge Directing Others Technical Learning Patience Written Communications ComposureKnowledge: Customer and 
Personal Service Mathematics Building and Construction Mechanical Public Safety and SecuritySkills: Active Listening 
Critical Thinking Operation Monitoring Reading Comprehension Speaking Writing Mathematics Monitoring Coordination 
Judgment and Decision Making Repairing Equipment Maintenance Equipment Selection Installation Complex Problem 
Solving Troubleshooting Time Management Management of Material ResourcesAbilities: Deductive Reasoning Oral 
Comprehension Oral Expression Near Vision Problem Sensitivity Selective Attention Written Comprehension Written 
Expression Arm-Hand Steadiness Manual Dexterity Speed of Limb Movement Reaction Time Finger Dexterity Gross Body 
Coordination Gross Body Equilibrium Stamina Multilimb Coordination Peripheral Vision Speech Clarity Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
062342 - MAINTENANCE ELECTRICIAN 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1739 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled electrical work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work, the emphasis normally being upon 
maintenance electrical work; and performs related work as required. Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance electricians and less skilled workers and 
performs a wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Electrician 1 in that an incumbent of the latter does not act as a lead worker or 
minor supervisor.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings: Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment: May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities: Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material: Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures. Does inspections on electrical equipment and facilities when problems 
are reported.Analyzing Data or Information: Uses electrical testing equipment to determine the nature and extent of 
electrical problems.Updating and Using Relevant Knowledge: Updates work processes and procedures to comply with 
changes in the electrical codes to insure safety and performance requirements are met in accordance with policy and 
procedures. Reviews past work where applicable to apply standards set out in revisions of electrical codes.Staffing 
Organizational Units: May participate in the hiring or selection of staff for the organization’s electrical maintenance 
unit.Guiding, Directing, and Motivating Subordinates: May provide guidance, training, and supervision of other 
individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others: Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects: Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information: 
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates: Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the materials and parts needed for projects and repairs in 
order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work: 
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships: Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others: Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information: Checks the work order system for needed projects/tasks in 
accordance with policy and procedures.Assisting and Caring for Others: Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization: May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers: 
Uses a personal computer in the performance of their work.Developing and Building Teams: Encourages and 
participates in team building within the organization. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Time Management Problem Solving Learning on the Fly Self-
Knowledge Directing Others Technical Learning Patience Written Communications ComposureKnowledge: Customer and 
Personal Service Mathematics Building and Construction Mechanical Public Safety and SecuritySkills: Active Listening 
Critical Thinking Operation Monitoring Reading Comprehension Speaking Writing Mathematics Monitoring Coordination 
Judgment and Decision Making Repairing Equipment Maintenance Equipment Selection Installation Complex Problem 
Solving Troubleshooting Time Management Management of Material ResourcesAbilities: Deductive Reasoning Oral 
Comprehension Oral Expression Near Vision Problem Sensitivity Selective Attention Written Comprehension Written 
Expression Arm-Hand Steadiness Manual Dexterity Speed of Limb Movement Reaction Time Finger Dexterity Gross Body 
Coordination Gross Body Equilibrium Stamina Multilimb Coordination Peripheral Vision Speech Clarity Visual Color 
Discrimination  
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062342 - MAINTENANCE ELECTRICIAN 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1740 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled electrical work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work, the emphasis normally being upon 
maintenance electrical work; and performs related work as required. Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance electricians and less skilled workers and 
performs a wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Electrician 1 in that an incumbent of the latter does not act as a lead worker or 
minor supervisor.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings: Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment: May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities: Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material: Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures. Does inspections on electrical equipment and facilities when problems 
are reported.Analyzing Data or Information: Uses electrical testing equipment to determine the nature and extent of 
electrical problems.Updating and Using Relevant Knowledge: Updates work processes and procedures to comply with 
changes in the electrical codes to insure safety and performance requirements are met in accordance with policy and 
procedures. Reviews past work where applicable to apply standards set out in revisions of electrical codes.Staffing 
Organizational Units: May participate in the hiring or selection of staff for the organization’s electrical maintenance 
unit.Guiding, Directing, and Motivating Subordinates: May provide guidance, training, and supervision of other 
individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others: Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects: Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information: 
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates: Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the materials and parts needed for projects and repairs in 
order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work: 
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships: Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others: Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information: Checks the work order system for needed projects/tasks in 
accordance with policy and procedures.Assisting and Caring for Others: Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization: May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers: 
Uses a personal computer in the performance of their work.Developing and Building Teams: Encourages and 
participates in team building within the organization.  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Time Management Problem Solving Learning on the Fly Self-
Knowledge Directing Others Technical Learning Patience Written Communications ComposureKnowledge: Customer and 
Personal Service Mathematics Building and Construction Mechanical Public Safety and SecuritySkills: Active Listening 
Critical Thinking Operation Monitoring Reading Comprehension Speaking Writing Mathematics Monitoring Coordination 
Judgment and Decision Making Repairing Equipment Maintenance Equipment Selection Installation Complex Problem 
Solving Troubleshooting Time Management Management of Material ResourcesAbilities: Deductive Reasoning Oral 
Comprehension Oral Expression Near Vision Problem Sensitivity Selective Attention Written Comprehension Written 
Expression Arm-Hand Steadiness Manual Dexterity Speed of Limb Movement Reaction Time Finger Dexterity Gross Body 
Coordination Gross Body Equilibrium Stamina Multilimb Coordination Peripheral Vision Speech Clarity Visual Color 
Discrimination  
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062342 - MAINTENANCE ELECTRICIAN 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1741 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled electrical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled electrical work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work, the emphasis normally being upon 
maintenance electrical work; and performs related work as required. Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance electricians and less skilled workers and 
performs a wide variety of maintenance and other electrical work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Electrician 1 in that an incumbent of the latter does not act as a lead worker or 
minor supervisor.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Insures that electrical work is performed in 
accordance with the standards required by electrical codes.Monitor Processes, Materials, or Surroundings: Monitors 
tool and material controls on projects for safety, security, and accountability in accordance with policy and 
procedures.Repairing and Maintaining Mechanical Equipment: May perform electrical maintenance and repairs on 
equipment.Performing General Physical Activities: Performs electrical maintenance on facilities and equipment that 
requires extensive physical activity for the entire body.Inspecting Equipment, Structures, or Material: Performs 
preventative maintenance inspections of facilities and equipment to monitor electrical problems and maintenance 
status in accordance with policy and procedures. Does inspections on electrical equipment and facilities when problems 
are reported.Analyzing Data or Information: Uses electrical testing equipment to determine the nature and extent of 
electrical problems.Updating and Using Relevant Knowledge: Updates work processes and procedures to comply with 
changes in the electrical codes to insure safety and performance requirements are met in accordance with policy and 
procedures. Reviews past work where applicable to apply standards set out in revisions of electrical codes.Staffing 
Organizational Units: May participate in the hiring or selection of staff for the organization’s electrical maintenance 
unit.Guiding, Directing, and Motivating Subordinates: May provide guidance, training, and supervision of other 
individuals assisting in electrical work projects and repairs.Provide Consultation and Advice to Others: Provides 
recommendations to supervisory staff and management on the repair and replacement of electrical components and 
equipment when needed.Handling and Moving Objects: Moves and lifts electrical equipment and materials in the daily 
activities of repairing and installing the electrical systems of the facilities.Documenting/Recording Information: 
Maintains records of materials, time, and work performed and utilized on repairs and projects in accordance with policy 
and procedures.Communicating with Supervisors, Peers, or Subordinates: Communicates with staff and supervisors at 
all levels in the facilities to coordinate work priorities, activities, and schedules.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimates the materials and parts needed for projects and repairs in 
order to order the required supplies.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles and 
mechanized equipment in the performance of their work on a regular basis.Organizing, Planning, and Prioritizing Work: 
Prioritizes the daily and weekly work and activities plans to meet the priorities of the organization and safety 
requirements.Establishing and Maintaining Interpersonal Relationships: Establishes and promotes positive working 
relationships within the organization to contribute to a more safe and effective working environment.Coordinating the 
Work and Activities of Others: Assists in the coordination and supervision of staff required for support in the 
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performance of electrical work projects.Getting Information: Checks the work order system for needed projects/tasks in 
accordance with policy and procedures.Assisting and Caring for Others: Provides personal assistance to others as 
required in the workplace.Communicating with Persons Outside Organization: May communicate with outside 
equipment vendors and manufacturers concerning electrical problems with equipment.Interacting With Computers: 
Uses a personal computer in the performance of their work.Developing and Building Teams: Encourages and 
participates in team building within the organization.  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Time Management Problem Solving Learning on the Fly Self-
Knowledge Directing Others Technical Learning Patience Written Communications ComposureKnowledge: Customer and 
Personal Service Mathematics Building and Construction Mechanical Public Safety and SecuritySkills: Active Listening 
Critical Thinking Operation Monitoring Reading Comprehension Speaking Writing Mathematics Monitoring Coordination 
Judgment and Decision Making Repairing Equipment Maintenance Equipment Selection Installation Complex Problem 
Solving Troubleshooting Time Management Management of Material ResourcesAbilities: Deductive Reasoning Oral 
Comprehension Oral Expression Near Vision Problem Sensitivity Selective Attention Written Comprehension Written 
Expression Arm-Hand Steadiness Manual Dexterity Speed of Limb Movement Reaction Time Finger Dexterity Gross Body 
Coordination Gross Body Equilibrium Stamina Multilimb Coordination Peripheral Vision Speech Clarity Visual Color 
Discrimination  
 
Tools and Equipment Used: 
    Personal Computer    Cable Reels    Conduct Benders    Stripping Tools    Voltage/Current Meters    Wire/Cable Cutters    
Drills    Hammers    Screw Drivers    Oscilloscope    Bucket Truck    Scissor Lifts    Fuse Pullers    Saws 
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062822 - MAINTENANCE MECHANIC 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1668 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled labor and trades work, including 
at least two years of maintenance mechanical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs maintenance mechanical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs a wide variety of semi-skilled and 
skilled maintenance mechanical duties such as maintaining and repairing appliances, heating, ventilating and air 
conditioning units, food service and laundry equipment, and safety devices. This class differs from that of Maintenance 
Mechanic 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Maintains and repairs a wide variety of appliances and machines 
such as washers, dryers, water softeners, walk-in freezers, ice machines, or other mechanical devices.    Performs a wide 
variety of minor maintenance and repair on heating, ventilation, and air conditioning units including air handlers, 
chillers, boilers, water heaters, vacuum pump systems, medical air systems, exhaust fans, air compressors, thermostat 
electrical controls, electric motors and valves.    Installs and repairs plumbing fixtures, water, drainage, and sewer 
lines.Controlling Machines and Processes:    Utilizes and operates a wide variety of tools and equipment such as assorted 
hand tools; drill presses; grinders; reciprocating saws; pipe wrenches and pipe benders; electric and acetylene welders; 
volt, amp, and ohm meters; lathes; and Freon leak detectors.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisor in person or via radio transmission regarding repair or maintenance problems requiring 
advice or contractor assistance. Operating Vehicles, Mechanized Devices, or Equipment:    May operate backhoes, 
bucket trucks, tractors, or other heavy equipment as necessary to maintain a state facility and surrounding 
grounds.Documenting/Recording Information:    Keeps simple records and completes routine reports using 
computerized forms to document information such time expended and materials used, as well as to create maintenance 
work orders.Repairing and Maintaining Electronic Equipment:    May install photo-electric sensors to replace 
malfunctioning fixtures. 
 
Competencies (KSA’s): 
Competencies:     Boss Relationships    Composure    Customer Focus    Ethics and Values    Time Management    Listening    
Technical Learning    Patience    Action Oriented    Approachability Knowledge:    Intermediate knowledge of machines 
and tools, including design, uses, repair, and maintenance    Basic knowledge of arithmeticSkills:    Basic skills in the 
installation of equipment, machines, and wiring    Basic skills in performing routine maintenance on equipment and 
determining when and what kind of maintenance is needed    Basic skills in repairing machines using the needed tools    
Basic skills in troubleshooting operating error of mechanical devices    Basic skills in understanding written sentences 
and paragraphs in work related documents    Basic skills in determining the kind of tools and equipment needed to do a 
job    Basic skills in communicating effectively in writingAbilities:    Ability to tell when something is wrong or is likely to 
go wrong    Ability to bend, stretch, twist, or reach with one’s body arms, and/or legs    Ability to add, subtract, multiply, 
or divide quickly and correctly    Ability to listen to and understand information and ideas presented through spoken 
words and sentences    Ability to communicate information and ideas in speaking so others will understand 
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Tools and Equipment Used: 
    Drill Press    Hand Drill    Grinder    Reciprocating Saw    Pipe Wrench    Pipe Bender    Electric and Acetylene Welders    
Volt/Ohm Meter    Amp Meter    Lathe    Freon Leak Detector    Backhoe    Bucket Truck    Tractor    Computer    Two-Way 
Radio 
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062822 - MAINTENANCE MECHANIC 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1669 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled labor and trades work, including 
at least two years of maintenance mechanical work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs maintenance mechanical work of average difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class performs a wide variety of semi-skilled and 
skilled maintenance mechanical duties such as maintaining and repairing appliances, heating, ventilating and air 
conditioning units, food service and laundry equipment, and safety devices. This class differs from that of Maintenance 
Mechanic 3 in that an incumbent of the latter acts as a lead worker. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Maintains and repairs a wide variety of appliances and machines 
such as washers, dryers, water softeners, walk-in freezers, ice machines, or other mechanical devices.    Performs a wide 
variety of minor maintenance and repair on heating, ventilation, and air conditioning units including air handlers, 
chillers, boilers, water heaters, vacuum pump systems, medical air systems, exhaust fans, air compressors, thermostat 
electrical controls, electric motors and valves.    Installs and repairs plumbing fixtures, water, drainage, and sewer 
lines.Controlling Machines and Processes:    Utilizes and operates a wide variety of tools and equipment such as assorted 
hand tools; drill presses; grinders; reciprocating saws; pipe wrenches and pipe benders; electric and acetylene welders; 
volt, amp, and ohm meters; lathes; and Freon leak detectors.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisor in person or via radio transmission regarding repair or maintenance problems requiring 
advice or contractor assistance. Operating Vehicles, Mechanized Devices, or Equipment:    May operate backhoes, 
bucket trucks, tractors, or other heavy equipment as necessary to maintain a state facility and surrounding 
grounds.Documenting/Recording Information:    Keeps simple records and completes routine reports using 
computerized forms to document information such time expended and materials used, as well as to create maintenance 
work orders.Repairing and Maintaining Electronic Equipment:    May install photo-electric sensors to replace 
malfunctioning fixtures. 
 
Competencies (KSA’s): 
Competencies:     Boss Relationships    Composure    Customer Focus    Ethics and Values    Time Management    Listening    
Technical Learning    Patience    Action Oriented    Approachability Knowledge:    Intermediate knowledge of machines 
and tools, including design, uses, repair, and maintenance    Basic knowledge of arithmeticSkills:    Basic skills in the 
installation of equipment, machines, and wiring    Basic skills in performing routine maintenance on equipment and 
determining when and what kind of maintenance is needed    Basic skills in repairing machines using the needed tools    
Basic skills in troubleshooting operating error of mechanical devices    Basic skills in understanding written sentences 
and paragraphs in work related documents    Basic skills in determining the kind of tools and equipment needed to do a 
job    Basic skills in communicating effectively in writingAbilities:    Ability to tell when something is wrong or is likely to 
go wrong    Ability to bend, stretch, twist, or reach with one’s body arms, and/or legs    Ability to add, subtract, multiply, 
or divide quickly and correctly    Ability to listen to and understand information and ideas presented through spoken 
words and sentences    Ability to communicate information and ideas in speaking so others will understand 
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Tools and Equipment Used: 
    Drill Press    Hand Drill    Grinder    Reciprocating Saw    Pipe Wrench    Pipe Bender    Electric and Acetylene Welders    
Volt/Ohm Meter    Amp Meter    Lathe    Freon Leak Detector    Backhoe    Bucket Truck    Tractor    Computer    Two-Way 
Radio 
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062372 - MAINTENANCE PAINTER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1756 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to four years of full-time increasingly skilled painting work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for skilled and semi-skilled painting work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others; and performs related work as required. 
Distinguishing Features: An employee in this class acts as a lead worker or minor supervisor over a small number of 
maintenance painters and less skilled workers and performs a wide variety of maintenance and other painting duties. 
This class differs from Maintenance Painter 1 in that an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Adhere to safety procedures such as ensuring there 
is proper ventilation or use of respirator masks.Inspecting Equipment, Structures, or Material:    Inspects scaffolding to 
make sure it is put together correctly and safe to use.    Inspects electrical sprayers to make sure there are no frayed 
cords or other safety issues.Identifying Objects, Actions, and Events:    Distinguishes colors to match new paint to an 
existing painted item or structure.Controlling Machines and Processes:    Operates hoist or hydraulic boom to move 
heavy objects or lift workers to inspect or repair/paint buildings, bridges, or other structures.    Uses hand and power 
tools, such as spray paint equipment, paint shakers, striping machines, hammers, drills, wrenches, saws, jack hammers, 
and other tools to complete work projects.Coordinating the Work and Activities of Others:    May coordinate work 
assignments of Maintenance Painter 1s and/or other assigned staff to ensure the timely and accurate completion of 
work projects.Updating and Using Relevant Knowledge:    Uses hazardous materials information and applies TOSHA 
standards for disposal of waste materials.    Attends required safety training, state training programs and other 
specialized training.Monitoring and Controlling Resources:    Monitors supplies used for painting jobs to be sure there 
are sufficient quantities on hand to accomplish work projects.Performing General Physical Activities:    Installs drywall, 
plasterboard, or wallboard to complete the construction or repair of interior walls.    Erects scaffolding and ladders as 
necessary to reach areas in need of maintenance and repair work.    Sands, stains, varnishes, and/or paints desks, chairs, 
and other office furniture.    Paints interiors of facilities including walls, ceilings window trim, baseboards and doors.    
Paints exteriors of facilities including walls, window trim, gutters and doors.    Installs windows, doors, frames, floorings, 
trim, or hardware, using carpenters' hand or power tools.    Repairs cracks, defects, or damage in installed building 
materials.    Does minor repair and work such as may relate to installing mirrors, hanging pictures, chalk boards, bulletin 
boards and clocks.    Applies adhesives, caulking, sealants, or coatings.    Measures, cuts, and pastes wallpaper or other 
wall covering material.    Applies plaster and spackling compound to drywall to patch holes and cracks.    Using hand-held 
tools, chips, scrapes, and sands surfaces to prepare surfaces for painting.Getting Information:    Reads hazardous 
materials sheets and manuals and reviews diagrams to learn about the safety, operation and maintenance of building 
materials.    Reads work order, instructions, formulas, or other information relevant to completing work projects.    
Obtains information from clients, customers, or supervisors about painting projects to be completed.    Uses a tape 
measure to get information for determining quantities of paint needed.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates time required, quantities of paint and related materials needed to 
accomplish a work project.    Determines the types of paint, hardware, tools, and other items needed to complete a 
project based on project specifications, knowledge of paints and construction materials, and/or inspection of item or 
area in need of work.    May assist in making cost estimates.Handling and Moving Objects:    Cuts glass to correct size 



 TN Job Classification Specifications  
September 22, 2020 

using a glass cutter and installs to repair broken windows.    Mixes paint to desired color and adds thinner to achieve the 
correct consistency.    Using hand tools, removes damaged or defective parts or sections of structures as necessary to 
repair or replace.    Covers surfaces with masking tape or drop cloths.Guiding, Directing, and Motivating Subordinates:    
May assign, train, supervise and evaluate subordinate staff performing skilled and semi-skilled painting work and other 
duties.Making Decisions and Solving Problems:    May determine project methods, materials, tools, procedures, and staff 
assignments to most effectively complete a work project.Interpreting the Meaning of Information for Others:    Explains 
details of work projects to assigned helpers.Coaching and Developing Others:    Provides orientation and on-the-job 
training to new employees assigned painting-related work.Performing Administrative Activities:    Maintains records 
relevant to maintenance painting work.Operating Vehicles, Mechanized Devices, or Equipment:    May drive pick-up 
truck or other vehicle in getting to and from jobs.    Operates forklift or other heavy equipment as necessary to complete 
assigned work. Documenting/Recording Information:    Records information such as time expended and materials used 
to complete a work project.Scheduling Work and Activities:    Schedules phases of projects at appropriate time frames to 
allow the proper application of materials and minimize inconvenience to facility users and the public.Communicating 
with Persons Outside Organization:    Talks in person with visitors, patients, and/or general public to provide information 
about work projects.Judging the Qualities of Things, Services, or People:    Assesses the quality of paints and other 
products utilized to determine whether they are acceptable.Communicating with Supervisors, Peers, or Subordinates:    
Provides project information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in 
person.Processing Information:    Submits orders or requests for paints, parts and equipment as needed.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:    May sketch and/or lay out information to establish a 
guide for projects and as necessary to prepare information for approval process.Interacting With Computers:    Uses a 
computer to enter work orders, order parts and materials online, communicate via email, and/or research materials, 
equipment, and other information relevant to a work project.Repairing and Maintaining Mechanical Equipment:    
Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and equipment in proper working order. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Patience    Listening    Ethics and Values    Priority Setting    Self-Development    
Directing Others    Functional/Technical Competency    Work/Life Balance    Delegation    Composure    Drive for 
ResultsKnowledge:    Basic knowledge of TOSHA laws relevant to workplace safety    Basic knowledge of materials, 
methods, and the tools involved in the construction or repair of houses, buildings, or other structures    Basic knowledge 
of machines and tools used in painting and related work, including their uses, repair, and maintenance    Basic 
knowledge of business and management principles involved in leadership technique and coordination of people and 
resources    Basic knowledge of arithmetic    Basic knowledge of the chemical products utilized in painting projects and 
their interactions, danger signs, and disposal methods    Basic knowledge of administrative and clerical procedures and 
systems such as email systems, managing files and records, and other office procedures and terminologySkills:    Basic 
skill in monitoring/assessing performance of oneself to make improvements or take corrective action    Basic skill in 
drywall repair and finishing    Managing one's own time and the time of others    Basic skill in mixing paint colors and 
applying paint to surfaces, including trim work    Basic skill in using mathematics to solve problems    Basic skill in 
understanding written sentences and paragraphs in work related documents    Basic skill in talking to others to convey 
information effectively    Basic skill in communicating effectively in writing as appropriate for the needs of the audience    
Basic skill in motivating, developing, and directing people as they work, identifying the best people for the job    Basic 
skill in performing routine maintenance on painting equipment and determining when and what kind of maintenance is 
needed    Basic skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain work    Basic skill in being aware of others' reactions and understanding why they react as they do    Skill in 
determining the kind of tools and equipment needed to do a job    Basic skill in repairing machines used in performing 
painting-related tasks    Basic skill in controlling operations of equipment used in completing painting-related projects    
Basic skill in determining causes of operating errors with painting equipment and deciding what to do about itAbilities:    
Basic ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Basic 
ability to read and understand information and ideas presented in writing    Basic ability to add, subtract, multiply, or 
divide quickly and correctly    Basic ability to listen to and understand information and ideas presented through spoken 
words and sentences    The ability to keep one's hand and arm steady while moving arm or while holding arm and hand 
in one position    Basic ability to imagine how something will look after it is moved around or when its parts are moved 
or rearranged    The ability to quickly move hand, hand together with arm, or two hands to grasp, manipulate, or 
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assemble objects    Basic ability to shift back and forth between two or more activities or sources of information    The 
ability to quickly and repeatedly adjust the controls of a machine or a vehicle to exact positions    The ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    The ability to identify 
and understand the speech of another person    The ability to bend, stretch, twist, or reach with your body, arms, and/or 
legs    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to see details at a 
distance    The ability to match or detect differences between colors, including shades of color and brightness    The 
ability to see details at close range (within a few feet)    The ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion)    The ability to see objects in the presence of glare or bright lighting 
 
Tools and Equipment Used: 
    Paint sprayers, brushes, rollers, edging tools, and other paint application tools    Ladders, scaffolding, hoist, hydraulic 
boom    Paint shakers, power mixers, tinting machines, and striping machines    Disk sanders, electric paint removers, 
and other paint stripping equipment    Hammers, drills, saws, putty knives, trowels, jack hammer, and other 
construction-related tools    Forklift or other heavy equipment    Computer 
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062372 - MAINTENANCE PAINTER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1757 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to four years of full-time increasingly skilled painting work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for skilled and semi-skilled painting work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others; and performs related work as required. 
Distinguishing Features: An employee in this class acts as a lead worker or minor supervisor over a small number of 
maintenance painters and less skilled workers and performs a wide variety of maintenance and other painting duties. 
This class differs from Maintenance Painter 1 in that an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Adhere to safety procedures such as ensuring there 
is proper ventilation or use of respirator masks.Inspecting Equipment, Structures, or Material:    Inspects scaffolding to 
make sure it is put together correctly and safe to use.    Inspects electrical sprayers to make sure there are no frayed 
cords or other safety issues.Identifying Objects, Actions, and Events:    Distinguishes colors to match new paint to an 
existing painted item or structure.Controlling Machines and Processes:    Operates hoist or hydraulic boom to move 
heavy objects or lift workers to inspect or repair/paint buildings, bridges, or other structures.    Uses hand and power 
tools, such as spray paint equipment, paint shakers, striping machines, hammers, drills, wrenches, saws, jack hammers, 
and other tools to complete work projects.Coordinating the Work and Activities of Others:    May coordinate work 
assignments of Maintenance Painter 1s and/or other assigned staff to ensure the timely and accurate completion of 
work projects.Updating and Using Relevant Knowledge:    Uses hazardous materials information and applies TOSHA 
standards for disposal of waste materials.    Attends required safety training, state training programs and other 
specialized training.Monitoring and Controlling Resources:    Monitors supplies used for painting jobs to be sure there 
are sufficient quantities on hand to accomplish work projects.Performing General Physical Activities:    Installs drywall, 
plasterboard, or wallboard to complete the construction or repair of interior walls.    Erects scaffolding and ladders as 
necessary to reach areas in need of maintenance and repair work.    Sands, stains, varnishes, and/or paints desks, chairs, 
and other office furniture.    Paints interiors of facilities including walls, ceilings window trim, baseboards and doors.    
Paints exteriors of facilities including walls, window trim, gutters and doors.    Installs windows, doors, frames, floorings, 
trim, or hardware, using carpenters' hand or power tools.    Repairs cracks, defects, or damage in installed building 
materials.    Does minor repair and work such as may relate to installing mirrors, hanging pictures, chalk boards, bulletin 
boards and clocks.    Applies adhesives, caulking, sealants, or coatings.    Measures, cuts, and pastes wallpaper or other 
wall covering material.    Applies plaster and spackling compound to drywall to patch holes and cracks.    Using hand-held 
tools, chips, scrapes, and sands surfaces to prepare surfaces for painting.Getting Information:    Reads hazardous 
materials sheets and manuals and reviews diagrams to learn about the safety, operation and maintenance of building 
materials.    Reads work order, instructions, formulas, or other information relevant to completing work projects.    
Obtains information from clients, customers, or supervisors about painting projects to be completed.    Uses a tape 
measure to get information for determining quantities of paint needed.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates time required, quantities of paint and related materials needed to 
accomplish a work project.    Determines the types of paint, hardware, tools, and other items needed to complete a 
project based on project specifications, knowledge of paints and construction materials, and/or inspection of item or 
area in need of work.    May assist in making cost estimates.Handling and Moving Objects:    Cuts glass to correct size 
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using a glass cutter and installs to repair broken windows.    Mixes paint to desired color and adds thinner to achieve the 
correct consistency.    Using hand tools, removes damaged or defective parts or sections of structures as necessary to 
repair or replace.    Covers surfaces with masking tape or drop cloths.Guiding, Directing, and Motivating Subordinates:    
May assign, train, supervise and evaluate subordinate staff performing skilled and semi-skilled painting work and other 
duties.Making Decisions and Solving Problems:    May determine project methods, materials, tools, procedures, and staff 
assignments to most effectively complete a work project.Interpreting the Meaning of Information for Others:    Explains 
details of work projects to assigned helpers.Coaching and Developing Others:    Provides orientation and on-the-job 
training to new employees assigned painting-related work.Performing Administrative Activities:    Maintains records 
relevant to maintenance painting work.Operating Vehicles, Mechanized Devices, or Equipment:    May drive pick-up 
truck or other vehicle in getting to and from jobs.    Operates forklift or other heavy equipment as necessary to complete 
assigned work. Documenting/Recording Information:    Records information such as time expended and materials used 
to complete a work project.Scheduling Work and Activities:    Schedules phases of projects at appropriate time frames to 
allow the proper application of materials and minimize inconvenience to facility users and the public.Communicating 
with Persons Outside Organization:    Talks in person with visitors, patients, and/or general public to provide information 
about work projects.Judging the Qualities of Things, Services, or People:    Assesses the quality of paints and other 
products utilized to determine whether they are acceptable.Communicating with Supervisors, Peers, or Subordinates:    
Provides project information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in 
person.Processing Information:    Submits orders or requests for paints, parts and equipment as needed.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:    May sketch and/or lay out information to establish a 
guide for projects and as necessary to prepare information for approval process.Interacting With Computers:    Uses a 
computer to enter work orders, order parts and materials online, communicate via email, and/or research materials, 
equipment, and other information relevant to a work project.Repairing and Maintaining Mechanical Equipment:    
Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and equipment in proper working order. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Patience    Listening    Ethics and Values    Priority Setting    Self-Development    
Directing Others    Functional/Technical Competency    Work/Life Balance    Delegation    Composure    Drive for 
ResultsKnowledge:    Basic knowledge of TOSHA laws relevant to workplace safety    Basic knowledge of materials, 
methods, and the tools involved in the construction or repair of houses, buildings, or other structures    Basic knowledge 
of machines and tools used in painting and related work, including their uses, repair, and maintenance    Basic 
knowledge of business and management principles involved in leadership technique and coordination of people and 
resources    Basic knowledge of arithmetic    Basic knowledge of the chemical products utilized in painting projects and 
their interactions, danger signs, and disposal methods    Basic knowledge of administrative and clerical procedures and 
systems such as email systems, managing files and records, and other office procedures and terminologySkills:    Basic 
skill in monitoring/assessing performance of oneself to make improvements or take corrective action    Basic skill in 
drywall repair and finishing    Managing one's own time and the time of others    Basic skill in mixing paint colors and 
applying paint to surfaces, including trim work    Basic skill in using mathematics to solve problems    Basic skill in 
understanding written sentences and paragraphs in work related documents    Basic skill in talking to others to convey 
information effectively    Basic skill in communicating effectively in writing as appropriate for the needs of the audience    
Basic skill in motivating, developing, and directing people as they work, identifying the best people for the job    Basic 
skill in performing routine maintenance on painting equipment and determining when and what kind of maintenance is 
needed    Basic skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain work    Basic skill in being aware of others' reactions and understanding why they react as they do    Skill in 
determining the kind of tools and equipment needed to do a job    Basic skill in repairing machines used in performing 
painting-related tasks    Basic skill in controlling operations of equipment used in completing painting-related projects    
Basic skill in determining causes of operating errors with painting equipment and deciding what to do about itAbilities:    
Basic ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Basic 
ability to read and understand information and ideas presented in writing    Basic ability to add, subtract, multiply, or 
divide quickly and correctly    Basic ability to listen to and understand information and ideas presented through spoken 
words and sentences    The ability to keep one's hand and arm steady while moving arm or while holding arm and hand 
in one position    Basic ability to imagine how something will look after it is moved around or when its parts are moved 
or rearranged    The ability to quickly move hand, hand together with arm, or two hands to grasp, manipulate, or 
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assemble objects    Basic ability to shift back and forth between two or more activities or sources of information    The 
ability to quickly and repeatedly adjust the controls of a machine or a vehicle to exact positions    The ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    The ability to identify 
and understand the speech of another person    The ability to bend, stretch, twist, or reach with your body, arms, and/or 
legs    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to see details at a 
distance    The ability to match or detect differences between colors, including shades of color and brightness    The 
ability to see details at close range (within a few feet)    The ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion)    The ability to see objects in the presence of glare or bright lighting 
 
Tools and Equipment Used: 
    Paint sprayers, brushes, rollers, edging tools, and other paint application tools    Ladders, scaffolding, hoist, hydraulic 
boom    Paint shakers, power mixers, tinting machines, and striping machines    Disk sanders, electric paint removers, 
and other paint stripping equipment    Hammers, drills, saws, putty knives, trowels, jack hammer, and other 
construction-related tools    Forklift or other heavy equipment    Computer 
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062372 - MAINTENANCE PAINTER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1758 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to four years of full-time increasingly skilled painting work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for skilled and semi-skilled painting work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others; and performs related work as required. 
Distinguishing Features: An employee in this class acts as a lead worker or minor supervisor over a small number of 
maintenance painters and less skilled workers and performs a wide variety of maintenance and other painting duties. 
This class differs from Maintenance Painter 1 in that an incumbent of the latter is not a lead worker or minor supervisor. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Adhere to safety procedures such as ensuring there 
is proper ventilation or use of respirator masks.Inspecting Equipment, Structures, or Material:    Inspects scaffolding to 
make sure it is put together correctly and safe to use.    Inspects electrical sprayers to make sure there are no frayed 
cords or other safety issues.Identifying Objects, Actions, and Events:    Distinguishes colors to match new paint to an 
existing painted item or structure.Controlling Machines and Processes:    Operates hoist or hydraulic boom to move 
heavy objects or lift workers to inspect or repair/paint buildings, bridges, or other structures.    Uses hand and power 
tools, such as spray paint equipment, paint shakers, striping machines, hammers, drills, wrenches, saws, jack hammers, 
and other tools to complete work projects.Coordinating the Work and Activities of Others:    May coordinate work 
assignments of Maintenance Painter 1s and/or other assigned staff to ensure the timely and accurate completion of 
work projects.Updating and Using Relevant Knowledge:    Uses hazardous materials information and applies TOSHA 
standards for disposal of waste materials.    Attends required safety training, state training programs and other 
specialized training.Monitoring and Controlling Resources:    Monitors supplies used for painting jobs to be sure there 
are sufficient quantities on hand to accomplish work projects.Performing General Physical Activities:    Installs drywall, 
plasterboard, or wallboard to complete the construction or repair of interior walls.    Erects scaffolding and ladders as 
necessary to reach areas in need of maintenance and repair work.    Sands, stains, varnishes, and/or paints desks, chairs, 
and other office furniture.    Paints interiors of facilities including walls, ceilings window trim, baseboards and doors.    
Paints exteriors of facilities including walls, window trim, gutters and doors.    Installs windows, doors, frames, floorings, 
trim, or hardware, using carpenters' hand or power tools.    Repairs cracks, defects, or damage in installed building 
materials.    Does minor repair and work such as may relate to installing mirrors, hanging pictures, chalk boards, bulletin 
boards and clocks.    Applies adhesives, caulking, sealants, or coatings.    Measures, cuts, and pastes wallpaper or other 
wall covering material.    Applies plaster and spackling compound to drywall to patch holes and cracks.    Using hand-held 
tools, chips, scrapes, and sands surfaces to prepare surfaces for painting.Getting Information:    Reads hazardous 
materials sheets and manuals and reviews diagrams to learn about the safety, operation and maintenance of building 
materials.    Reads work order, instructions, formulas, or other information relevant to completing work projects.    
Obtains information from clients, customers, or supervisors about painting projects to be completed.    Uses a tape 
measure to get information for determining quantities of paint needed.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates time required, quantities of paint and related materials needed to 
accomplish a work project.    Determines the types of paint, hardware, tools, and other items needed to complete a 
project based on project specifications, knowledge of paints and construction materials, and/or inspection of item or 
area in need of work.    May assist in making cost estimates.Handling and Moving Objects:    Cuts glass to correct size 
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using a glass cutter and installs to repair broken windows.    Mixes paint to desired color and adds thinner to achieve the 
correct consistency.    Using hand tools, removes damaged or defective parts or sections of structures as necessary to 
repair or replace.    Covers surfaces with masking tape or drop cloths.Guiding, Directing, and Motivating Subordinates:    
May assign, train, supervise and evaluate subordinate staff performing skilled and semi-skilled painting work and other 
duties.Making Decisions and Solving Problems:    May determine project methods, materials, tools, procedures, and staff 
assignments to most effectively complete a work project.Interpreting the Meaning of Information for Others:    Explains 
details of work projects to assigned helpers.Coaching and Developing Others:    Provides orientation and on-the-job 
training to new employees assigned painting-related work.Performing Administrative Activities:    Maintains records 
relevant to maintenance painting work.Operating Vehicles, Mechanized Devices, or Equipment:    May drive pick-up 
truck or other vehicle in getting to and from jobs.    Operates forklift or other heavy equipment as necessary to complete 
assigned work. Documenting/Recording Information:    Records information such as time expended and materials used 
to complete a work project.Scheduling Work and Activities:    Schedules phases of projects at appropriate time frames to 
allow the proper application of materials and minimize inconvenience to facility users and the public.Communicating 
with Persons Outside Organization:    Talks in person with visitors, patients, and/or general public to provide information 
about work projects.Judging the Qualities of Things, Services, or People:    Assesses the quality of paints and other 
products utilized to determine whether they are acceptable.Communicating with Supervisors, Peers, or Subordinates:    
Provides project information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in 
person.Processing Information:    Submits orders or requests for paints, parts and equipment as needed.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:    May sketch and/or lay out information to establish a 
guide for projects and as necessary to prepare information for approval process.Interacting With Computers:    Uses a 
computer to enter work orders, order parts and materials online, communicate via email, and/or research materials, 
equipment, and other information relevant to a work project.Repairing and Maintaining Mechanical Equipment:    
Cleans, lubricates, and repairs/replaces parts to maintain tools, machines, and equipment in proper working order. 
 
Competencies (KSA’s): 
Competencies:     Time Management    Patience    Listening    Ethics and Values    Priority Setting    Self-Development    
Directing Others    Functional/Technical Competency    Work/Life Balance    Delegation    Composure    Drive for 
ResultsKnowledge:    Basic knowledge of TOSHA laws relevant to workplace safety    Basic knowledge of materials, 
methods, and the tools involved in the construction or repair of houses, buildings, or other structures    Basic knowledge 
of machines and tools used in painting and related work, including their uses, repair, and maintenance    Basic 
knowledge of business and management principles involved in leadership technique and coordination of people and 
resources    Basic knowledge of arithmetic    Basic knowledge of the chemical products utilized in painting projects and 
their interactions, danger signs, and disposal methods    Basic knowledge of administrative and clerical procedures and 
systems such as email systems, managing files and records, and other office procedures and terminologySkills:    Basic 
skill in monitoring/assessing performance of oneself to make improvements or take corrective action    Basic skill in 
drywall repair and finishing    Managing one's own time and the time of others    Basic skill in mixing paint colors and 
applying paint to surfaces, including trim work    Basic skill in using mathematics to solve problems    Basic skill in 
understanding written sentences and paragraphs in work related documents    Basic skill in talking to others to convey 
information effectively    Basic skill in communicating effectively in writing as appropriate for the needs of the audience    
Basic skill in motivating, developing, and directing people as they work, identifying the best people for the job    Basic 
skill in performing routine maintenance on painting equipment and determining when and what kind of maintenance is 
needed    Basic skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain work    Basic skill in being aware of others' reactions and understanding why they react as they do    Skill in 
determining the kind of tools and equipment needed to do a job    Basic skill in repairing machines used in performing 
painting-related tasks    Basic skill in controlling operations of equipment used in completing painting-related projects    
Basic skill in determining causes of operating errors with painting equipment and deciding what to do about itAbilities:    
Basic ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Basic 
ability to read and understand information and ideas presented in writing    Basic ability to add, subtract, multiply, or 
divide quickly and correctly    Basic ability to listen to and understand information and ideas presented through spoken 
words and sentences    The ability to keep one's hand and arm steady while moving arm or while holding arm and hand 
in one position    Basic ability to imagine how something will look after it is moved around or when its parts are moved 
or rearranged    The ability to quickly move hand, hand together with arm, or two hands to grasp, manipulate, or 



 TN Job Classification Specifications  
September 22, 2020 

assemble objects    Basic ability to shift back and forth between two or more activities or sources of information    The 
ability to quickly and repeatedly adjust the controls of a machine or a vehicle to exact positions    The ability to 
coordinate the movement of arms, legs, and torso together when the whole body is in motion    The ability to identify 
and understand the speech of another person    The ability to bend, stretch, twist, or reach with your body, arms, and/or 
legs    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to see details at a 
distance    The ability to match or detect differences between colors, including shades of color and brightness    The 
ability to see details at close range (within a few feet)    The ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion)    The ability to see objects in the presence of glare or bright lighting 
 
Tools and Equipment Used: 
    Paint sprayers, brushes, rollers, edging tools, and other paint application tools    Ladders, scaffolding, hoist, hydraulic 
boom    Paint shakers, power mixers, tinting machines, and striping machines    Disk sanders, electric paint removers, 
and other paint stripping equipment    Hammers, drills, saws, putty knives, trowels, jack hammer, and other 
construction-related tools    Forklift or other heavy equipment    Computer 
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062362 - MAINTENANCE PLUMBER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1752 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled plumbing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled plumbing work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work with the emphasis normally being on 
maintenance plumbing work; and performs related work as required.Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance plumbers and less skilled workers, and 
performs a wide variety of maintenance and other plumbing work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Plumber 1 in that an incumbent of the latter is not a lead worker or minor 
supervisor. 
 
Work Activities: 
Controlling Machines and Processes:1. Operates/utilizes a variety of tools and equipment such as pipe cutters, pipe 
threaders, pro press, jack hammers, augers, drills, pipe wrenches, and other plumbing tools.2. Welds or cuts pipe using 
acetylene welding/cutting torch or arc welding equipment.3. Solders copper pipe and fittings as necessary to complete 
plumbing repairs.Getting Information: 1. Reads blueprints, specifications and technical drawings to gather information 
necessary for performing a plumbing task.Inspecting Equipment, Structures, or Material:1. May visually inspect low 
pressure boilers to make sure safety equipment is working properly.2. Visually inspects steam lines, water lines, sewer 
lines, and valves to check for leaks.Coaching and Developing Others:1. Shares plumbing and repair techniques with co-
workers to help them improve their knowledge and skills.Operating Vehicles, Mechanized Devices, or Equipment:1. May 
operate backhoe to access water and sewer lines in need of repair.2. May operate a forklift to move pipes or other 
heavy items.3. May drive a pick-up truck or other vehicle to and from job sites.Scheduling Work and Activities: 1. 
Schedules repair work requiring water to be shut off by determining a time that will minimize impact and then notifying 
those who may be impacted.Handling and Moving Objects:1. Cuts, bends, or threads pipe as necessary to accomplish 
repairs for gas, air, hydraulic, steam lines, chill water lines, or domestic water lines.2. Assembles and installs plumbing 
fixtures (e.g., sinks, commodes, showers, mixing values, or other plumbing fixtures), washers, dryers, water fountains, 
and pumps to replace non-functioning fixtures.3. Cuts and installs insulation to pipes.4. Applies chemicals to drains 
and/or lift stations to maintain flow and reduce odor.5. Applies adhesives, caulking, sealants, or coatings to prepare 
pipes for installation.Documenting/Recording Information:1. Keeps records and makes routine reports such as work 
orders, time expended, materials used or other work-related information.2. If assigned supervisory responsibilities, 
documents work performance of subordinate staff.Monitor Processes, Materials, or Surroundings:1. Monitors hot water 
readings on gauges or via a computer program to ensure the water temperature is maintained within a safe 
range.Guiding, Directing, and Motivating Subordinates:1. May assign work and supervise subordinate staff performing 
skilled and semi-skilled plumbing work and other duties.Processing Information:1. Fills out required information in 
purchase order forms to obtain parts and equipment needed to perform plumbing and other related tasks.Performing 
General Physical Activities: 1. May repair/rebuild walls or flooring removed or damaged in completing a plumbing repair 
job.2. Cleans rooms or work areas after repair work is complete.Organizing, Planning, and Prioritizing Work:1. Prioritizes 
repair work based on the type of repair needed and impact (e.g., inconvenience, safety issues, further damage).Judging 
the Qualities of Things, Services, or People:1. May evaluate the work performance of subordinate staff skilled and semi-
skilled plumbing staff.Making Decisions and Solving Problems:1. Determines appropriate method, materials, procedures, 
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and/or tools to use based on the type of project or repair to be done.Communicating with Persons Outside 
Organization:1. Calls vendors to check for availability of parts needed to complete repair jobs.Communicating with 
Supervisors, Peers, or Subordinates:1. Talks with supervisor to discuss material or equipment needs and explain why 
they are needed.Interacting With Computers:1. May use a computer to enter performance evaluation information for 
assigned staff.2. May operate a computer to conduct internet searches for needed parts. 
 
Competencies (KSA’s): 
Competencies:1. Boss relationships2. Ethics and values3. Functional/technical competency4. Time management5. 
Patience6. Composure7. Action oriented8. Perseverance9. Peer relationships10. Building effective teamsKnowledge:1. 
Basic knowledge of the design and functioning of hot water systems, gravity and pressure sewer systems, chill water 
systems, and other plumbing related systems2. Basic knowledge of machines and tools used in plumbing and repair 
work3. Basic Knowledge the various types of materials (e.g., PVC, copper, cast iron) used in plumbing lines and fixtures4. 
Basic knowledge of mathematics5. Basic knowledge of materials, methods, and the tools involved in construction or 
repair of buildings or other structures6. Basic knowledge of welding and soldering techniquesSkills:1. Basic critical 
thinking skills2. Basic soldering skills3. Basic reading comprehension skills4. Basic active learning skills5. Basic welding 
skills6. Basic mathematics skills7. Basic troubleshooting skills8. Basic skills in the installation of pipes and plumbing 
fixtures9. Basic carpentry skills10. Basic skills in determining the kind of tools and equipment needed to do a plumbing 
related job.Abilities:1. Arm-hand steadiness2. Control precision abilities3. Manual dexterity4. Finger dexterity5. Multi-
limb coordination6. Ability to see details at close range (within a few feet)7. Basic oral comprehension abilities8. Basic 
oral expression abilities9. Static strength10. Basic deductive reasoning abilities11. Basic category flexibility abilities12. 
Basic inductive reasoning abilities13. Basic problem sensitivity abilities14. Ability to bend, stretch, twist, or reach with 
body, arms, and/or legs15. Basic visualization abilities16. Basic number facility abilities 
 
Tools and Equipment Used: 
1. Pipe cutters, threaders, and wrenches2. Pro press3. Jack hammer4. Auger5. Power drill6. Acetylene welding/cutting 
torch or arc welding equipment7. Backhoe8. Forklift9. Pick-up truck10. Drain/pipe cleaning equipment11. Bench Vise12. 
Pressure indicators 
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062362 - MAINTENANCE PLUMBER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1753 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled plumbing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled plumbing work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work with the emphasis normally being on 
maintenance plumbing work; and performs related work as required.Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance plumbers and less skilled workers, and 
performs a wide variety of maintenance and other plumbing work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Plumber 1 in that an incumbent of the latter is not a lead worker or minor 
supervisor. 
 
Work Activities: 
Controlling Machines and Processes:1. Operates/utilizes a variety of tools and equipment such as pipe cutters, pipe 
threaders, pro press, jack hammers, augers, drills, pipe wrenches, and other plumbing tools.2. Welds or cuts pipe using 
acetylene welding/cutting torch or arc welding equipment.3. Solders copper pipe and fittings as necessary to complete 
plumbing repairs.Getting Information: 1. Reads blueprints, specifications and technical drawings to gather information 
necessary for performing a plumbing task.Inspecting Equipment, Structures, or Material:1. May visually inspect low 
pressure boilers to make sure safety equipment is working properly.2. Visually inspects steam lines, water lines, sewer 
lines, and valves to check for leaks.Coaching and Developing Others:1. Shares plumbing and repair techniques with co-
workers to help them improve their knowledge and skills.Operating Vehicles, Mechanized Devices, or Equipment:1. May 
operate backhoe to access water and sewer lines in need of repair.2. May operate a forklift to move pipes or other 
heavy items.3. May drive a pick-up truck or other vehicle to and from job sites.Scheduling Work and Activities: 1. 
Schedules repair work requiring water to be shut off by determining a time that will minimize impact and then notifying 
those who may be impacted.Handling and Moving Objects:1. Cuts, bends, or threads pipe as necessary to accomplish 
repairs for gas, air, hydraulic, steam lines, chill water lines, or domestic water lines.2. Assembles and installs plumbing 
fixtures (e.g., sinks, commodes, showers, mixing values, or other plumbing fixtures), washers, dryers, water fountains, 
and pumps to replace non-functioning fixtures.3. Cuts and installs insulation to pipes.4. Applies chemicals to drains 
and/or lift stations to maintain flow and reduce odor.5. Applies adhesives, caulking, sealants, or coatings to prepare 
pipes for installation.Documenting/Recording Information:1. Keeps records and makes routine reports such as work 
orders, time expended, materials used or other work-related information.2. If assigned supervisory responsibilities, 
documents work performance of subordinate staff.Monitor Processes, Materials, or Surroundings:1. Monitors hot water 
readings on gauges or via a computer program to ensure the water temperature is maintained within a safe 
range.Guiding, Directing, and Motivating Subordinates:1. May assign work and supervise subordinate staff performing 
skilled and semi-skilled plumbing work and other duties.Processing Information:1. Fills out required information in 
purchase order forms to obtain parts and equipment needed to perform plumbing and other related tasks.Performing 
General Physical Activities: 1. May repair/rebuild walls or flooring removed or damaged in completing a plumbing repair 
job.2. Cleans rooms or work areas after repair work is complete.Organizing, Planning, and Prioritizing Work:1. Prioritizes 
repair work based on the type of repair needed and impact (e.g., inconvenience, safety issues, further damage).Judging 
the Qualities of Things, Services, or People:1. May evaluate the work performance of subordinate staff skilled and semi-
skilled plumbing staff.Making Decisions and Solving Problems:1. Determines appropriate method, materials, procedures, 
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and/or tools to use based on the type of project or repair to be done.Communicating with Persons Outside 
Organization:1. Calls vendors to check for availability of parts needed to complete repair jobs.Communicating with 
Supervisors, Peers, or Subordinates:1. Talks with supervisor to discuss material or equipment needs and explain why 
they are needed.Interacting With Computers:1. May use a computer to enter performance evaluation information for 
assigned staff.2. May operate a computer to conduct internet searches for needed parts. 
 
Competencies (KSA’s): 
Competencies:1. Boss relationships2. Ethics and values3. Functional/technical competency4. Time management5. 
Patience6. Composure7. Action oriented8. Perseverance9. Peer relationships10. Building effective teamsKnowledge:1. 
Basic knowledge of the design and functioning of hot water systems, gravity and pressure sewer systems, chill water 
systems, and other plumbing related systems2. Basic knowledge of machines and tools used in plumbing and repair 
work3. Basic Knowledge the various types of materials (e.g., PVC, copper, cast iron) used in plumbing lines and fixtures4. 
Basic knowledge of mathematics5. Basic knowledge of materials, methods, and the tools involved in construction or 
repair of buildings or other structures6. Basic knowledge of welding and soldering techniquesSkills:1. Basic critical 
thinking skills2. Basic soldering skills3. Basic reading comprehension skills4. Basic active learning skills5. Basic welding 
skills6. Basic mathematics skills7. Basic troubleshooting skills8. Basic skills in the installation of pipes and plumbing 
fixtures9. Basic carpentry skills10. Basic skills in determining the kind of tools and equipment needed to do a plumbing 
related job.Abilities:1. Arm-hand steadiness2. Control precision abilities3. Manual dexterity4. Finger dexterity5. Multi-
limb coordination6. Ability to see details at close range (within a few feet)7. Basic oral comprehension abilities8. Basic 
oral expression abilities9. Static strength10. Basic deductive reasoning abilities11. Basic category flexibility abilities12. 
Basic inductive reasoning abilities13. Basic problem sensitivity abilities14. Ability to bend, stretch, twist, or reach with 
body, arms, and/or legs15. Basic visualization abilities16. Basic number facility abilities 
 
Tools and Equipment Used: 
1. Pipe cutters, threaders, and wrenches2. Pro press3. Jack hammer4. Auger5. Power drill6. Acetylene welding/cutting 
torch or arc welding equipment7. Backhoe8. Forklift9. Pick-up truck10. Drain/pipe cleaning equipment11. Bench Vise12. 
Pressure indicators 
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062362 - MAINTENANCE PLUMBER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1754 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled plumbing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled plumbing work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work with the emphasis normally being on 
maintenance plumbing work; and performs related work as required.Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance plumbers and less skilled workers, and 
performs a wide variety of maintenance and other plumbing work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Plumber 1 in that an incumbent of the latter is not a lead worker or minor 
supervisor. 
 
Work Activities: 
Controlling Machines and Processes:1. Operates/utilizes a variety of tools and equipment such as pipe cutters, pipe 
threaders, pro press, jack hammers, augers, drills, pipe wrenches, and other plumbing tools.2. Welds or cuts pipe using 
acetylene welding/cutting torch or arc welding equipment.3. Solders copper pipe and fittings as necessary to complete 
plumbing repairs.Getting Information: 1. Reads blueprints, specifications and technical drawings to gather information 
necessary for performing a plumbing task.Inspecting Equipment, Structures, or Material:1. May visually inspect low 
pressure boilers to make sure safety equipment is working properly.2. Visually inspects steam lines, water lines, sewer 
lines, and valves to check for leaks.Coaching and Developing Others:1. Shares plumbing and repair techniques with co-
workers to help them improve their knowledge and skills.Operating Vehicles, Mechanized Devices, or Equipment:1. May 
operate backhoe to access water and sewer lines in need of repair.2. May operate a forklift to move pipes or other 
heavy items.3. May drive a pick-up truck or other vehicle to and from job sites.Scheduling Work and Activities: 1. 
Schedules repair work requiring water to be shut off by determining a time that will minimize impact and then notifying 
those who may be impacted.Handling and Moving Objects:1. Cuts, bends, or threads pipe as necessary to accomplish 
repairs for gas, air, hydraulic, steam lines, chill water lines, or domestic water lines.2. Assembles and installs plumbing 
fixtures (e.g., sinks, commodes, showers, mixing values, or other plumbing fixtures), washers, dryers, water fountains, 
and pumps to replace non-functioning fixtures.3. Cuts and installs insulation to pipes.4. Applies chemicals to drains 
and/or lift stations to maintain flow and reduce odor.5. Applies adhesives, caulking, sealants, or coatings to prepare 
pipes for installation.Documenting/Recording Information:1. Keeps records and makes routine reports such as work 
orders, time expended, materials used or other work-related information.2. If assigned supervisory responsibilities, 
documents work performance of subordinate staff.Monitor Processes, Materials, or Surroundings:1. Monitors hot water 
readings on gauges or via a computer program to ensure the water temperature is maintained within a safe 
range.Guiding, Directing, and Motivating Subordinates:1. May assign work and supervise subordinate staff performing 
skilled and semi-skilled plumbing work and other duties.Processing Information:1. Fills out required information in 
purchase order forms to obtain parts and equipment needed to perform plumbing and other related tasks.Performing 
General Physical Activities: 1. May repair/rebuild walls or flooring removed or damaged in completing a plumbing repair 
job.2. Cleans rooms or work areas after repair work is complete.Organizing, Planning, and Prioritizing Work:1. Prioritizes 
repair work based on the type of repair needed and impact (e.g., inconvenience, safety issues, further damage).Judging 
the Qualities of Things, Services, or People:1. May evaluate the work performance of subordinate staff skilled and semi-
skilled plumbing staff.Making Decisions and Solving Problems:1. Determines appropriate method, materials, procedures, 
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and/or tools to use based on the type of project or repair to be done.Communicating with Persons Outside 
Organization:1. Calls vendors to check for availability of parts needed to complete repair jobs.Communicating with 
Supervisors, Peers, or Subordinates:1. Talks with supervisor to discuss material or equipment needs and explain why 
they are needed.Interacting With Computers:1. May use a computer to enter performance evaluation information for 
assigned staff.2. May operate a computer to conduct internet searches for needed parts. 
 
Competencies (KSA’s): 
Competencies:1. Boss relationships2. Ethics and values3. Functional/technical competency4. Time management5. 
Patience6. Composure7. Action oriented8. Perseverance9. Peer relationships10. Building effective teamsKnowledge:1. 
Basic knowledge of the design and functioning of hot water systems, gravity and pressure sewer systems, chill water 
systems, and other plumbing related systems2. Basic knowledge of machines and tools used in plumbing and repair 
work3. Basic Knowledge the various types of materials (e.g., PVC, copper, cast iron) used in plumbing lines and fixtures4. 
Basic knowledge of mathematics5. Basic knowledge of materials, methods, and the tools involved in construction or 
repair of buildings or other structures6. Basic knowledge of welding and soldering techniquesSkills:1. Basic critical 
thinking skills2. Basic soldering skills3. Basic reading comprehension skills4. Basic active learning skills5. Basic welding 
skills6. Basic mathematics skills7. Basic troubleshooting skills8. Basic skills in the installation of pipes and plumbing 
fixtures9. Basic carpentry skills10. Basic skills in determining the kind of tools and equipment needed to do a plumbing 
related job.Abilities:1. Arm-hand steadiness2. Control precision abilities3. Manual dexterity4. Finger dexterity5. Multi-
limb coordination6. Ability to see details at close range (within a few feet)7. Basic oral comprehension abilities8. Basic 
oral expression abilities9. Static strength10. Basic deductive reasoning abilities11. Basic category flexibility abilities12. 
Basic inductive reasoning abilities13. Basic problem sensitivity abilities14. Ability to bend, stretch, twist, or reach with 
body, arms, and/or legs15. Basic visualization abilities16. Basic number facility abilities 
 
Tools and Equipment Used: 
1. Pipe cutters, threaders, and wrenches2. Pro press3. Jack hammer4. Auger5. Power drill6. Acetylene welding/cutting 
torch or arc welding equipment7. Backhoe8. Forklift9. Pick-up truck10. Drain/pipe cleaning equipment11. Bench Vise12. 
Pressure indicators 
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062362 - MAINTENANCE PLUMBER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1755 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time increasingly skilled plumbing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for semi-skilled and skilled plumbing work of considerable difficulty 
which includes acting as a lead worker or minor supervisor over others in work with the emphasis normally being on 
maintenance plumbing work; and performs related work as required.Distinguishing Features: An employee in this class 
acts as a lead worker or minor supervisor over a small group of maintenance plumbers and less skilled workers, and 
performs a wide variety of maintenance and other plumbing work in the installation, repair, and renovation of facilities. 
This class differs from Maintenance Plumber 1 in that an incumbent of the latter is not a lead worker or minor 
supervisor. 
 
Work Activities: 
Controlling Machines and Processes:1. Operates/utilizes a variety of tools and equipment such as pipe cutters, pipe 
threaders, pro press, jack hammers, augers, drills, pipe wrenches, and other plumbing tools.2. Welds or cuts pipe using 
acetylene welding/cutting torch or arc welding equipment.3. Solders copper pipe and fittings as necessary to complete 
plumbing repairs.Getting Information: 1. Reads blueprints, specifications and technical drawings to gather information 
necessary for performing a plumbing task.Inspecting Equipment, Structures, or Material:1. May visually inspect low 
pressure boilers to make sure safety equipment is working properly.2. Visually inspects steam lines, water lines, sewer 
lines, and valves to check for leaks.Coaching and Developing Others:1. Shares plumbing and repair techniques with co-
workers to help them improve their knowledge and skills.Operating Vehicles, Mechanized Devices, or Equipment:1. May 
operate backhoe to access water and sewer lines in need of repair.2. May operate a forklift to move pipes or other 
heavy items.3. May drive a pick-up truck or other vehicle to and from job sites.Scheduling Work and Activities: 1. 
Schedules repair work requiring water to be shut off by determining a time that will minimize impact and then notifying 
those who may be impacted.Handling and Moving Objects:1. Cuts, bends, or threads pipe as necessary to accomplish 
repairs for gas, air, hydraulic, steam lines, chill water lines, or domestic water lines.2. Assembles and installs plumbing 
fixtures (e.g., sinks, commodes, showers, mixing values, or other plumbing fixtures), washers, dryers, water fountains, 
and pumps to replace non-functioning fixtures.3. Cuts and installs insulation to pipes.4. Applies chemicals to drains 
and/or lift stations to maintain flow and reduce odor.5. Applies adhesives, caulking, sealants, or coatings to prepare 
pipes for installation.Documenting/Recording Information:1. Keeps records and makes routine reports such as work 
orders, time expended, materials used or other work-related information.2. If assigned supervisory responsibilities, 
documents work performance of subordinate staff.Monitor Processes, Materials, or Surroundings:1. Monitors hot water 
readings on gauges or via a computer program to ensure the water temperature is maintained within a safe 
range.Guiding, Directing, and Motivating Subordinates:1. May assign work and supervise subordinate staff performing 
skilled and semi-skilled plumbing work and other duties.Processing Information:1. Fills out required information in 
purchase order forms to obtain parts and equipment needed to perform plumbing and other related tasks.Performing 
General Physical Activities: 1. May repair/rebuild walls or flooring removed or damaged in completing a plumbing repair 
job.2. Cleans rooms or work areas after repair work is complete.Organizing, Planning, and Prioritizing Work:1. Prioritizes 
repair work based on the type of repair needed and impact (e.g., inconvenience, safety issues, further damage).Judging 
the Qualities of Things, Services, or People:1. May evaluate the work performance of subordinate staff skilled and semi-
skilled plumbing staff.Making Decisions and Solving Problems:1. Determines appropriate method, materials, procedures, 
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and/or tools to use based on the type of project or repair to be done.Communicating with Persons Outside 
Organization:1. Calls vendors to check for availability of parts needed to complete repair jobs.Communicating with 
Supervisors, Peers, or Subordinates:1. Talks with supervisor to discuss material or equipment needs and explain why 
they are needed.Interacting With Computers:1. May use a computer to enter performance evaluation information for 
assigned staff.2. May operate a computer to conduct internet searches for needed parts. 
 
Competencies (KSA’s): 
Competencies:1. Boss relationships2. Ethics and values3. Functional/technical competency4. Time management5. 
Patience6. Composure7. Action oriented8. Perseverance9. Peer relationships10. Building effective teamsKnowledge:1. 
Basic knowledge of the design and functioning of hot water systems, gravity and pressure sewer systems, chill water 
systems, and other plumbing related systems2. Basic knowledge of machines and tools used in plumbing and repair 
work3. Basic Knowledge the various types of materials (e.g., PVC, copper, cast iron) used in plumbing lines and fixtures4. 
Basic knowledge of mathematics5. Basic knowledge of materials, methods, and the tools involved in construction or 
repair of buildings or other structures6. Basic knowledge of welding and soldering techniquesSkills:1. Basic critical 
thinking skills2. Basic soldering skills3. Basic reading comprehension skills4. Basic active learning skills5. Basic welding 
skills6. Basic mathematics skills7. Basic troubleshooting skills8. Basic skills in the installation of pipes and plumbing 
fixtures9. Basic carpentry skills10. Basic skills in determining the kind of tools and equipment needed to do a plumbing 
related job.Abilities:1. Arm-hand steadiness2. Control precision abilities3. Manual dexterity4. Finger dexterity5. Multi-
limb coordination6. Ability to see details at close range (within a few feet)7. Basic oral comprehension abilities8. Basic 
oral expression abilities9. Static strength10. Basic deductive reasoning abilities11. Basic category flexibility abilities12. 
Basic inductive reasoning abilities13. Basic problem sensitivity abilities14. Ability to bend, stretch, twist, or reach with 
body, arms, and/or legs15. Basic visualization abilities16. Basic number facility abilities 
 
Tools and Equipment Used: 
1. Pipe cutters, threaders, and wrenches2. Pro press3. Jack hammer4. Auger5. Power drill6. Acetylene welding/cutting 
torch or arc welding equipment7. Backhoe8. Forklift9. Pick-up truck10. Drain/pipe cleaning equipment11. Bench Vise12. 
Pressure indicators 
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072968 - MANAGED CARE ASST DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3369 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072963 - MANAGED CARE DIVISION DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3356 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002544 - MANAGED CARE OPERATOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2596 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of clerical and/or customer service experience.     Substitution of Experience for Education: Qualifying 
experience in clerical and/or customer service work may substitute for the required education, on a year-for-year basis, 
to a maximum of four years (e.g., experience equivalent to one year full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, answers and/or places high volume of phone calls, provides information and 
Assistance to callers regarding the TennCare program, and performs related work as required. Distinguishing Features: 
An employee in this class responds to enrollees by phone regarding TennCare, researches data files on a computer, 
and/or reviews policy and procedural information to answer questions and to identify and request changes that need to 
be made on individuals’ TennCare coverage. Incumbents may also be required to perform general clerical work. This 
class differs from that of Managed Care Technician in that an incumbent of the latter acts as team lead person in the 
Managed Care Operator Division or assists Managed Care Specialists in performing a variety of TennCare program 
assignments in other divisions. 
 
Work Activities: 
Making Decisions and Solving Problems:     Identifying information by categorizing, estimating, recognizing 
inconsistencies/differences or similarities, and detecting changes in circumstances or events.    Analyzes data from the 
database, determines if processed and/or coded correctly, informs eligible enrollees of available services.    Plans, 
develops, maintains, or operates a variety of health record indexes or storage and retrieval systems to collect, classify, 
store, or analyze information.    Learns to determine resources available in the community, informs eligible enrollees of 
those resources and makes referrals as necessary. Communicating with Persons Outside Organization:     Communicates 
with people outside the organization, representing the organization to eligible enrollees, the public, government, and 
other external sources by exchanging information by writing, telephone or email.    Provides assistance and/or 
emotional support to eligible enrollees.  Evaluating Information to Determine Compliance with Standards:          Protects 
the security of medical records to ensure that confidentiality is maintained and HIPPA guidelines are followed.    Reviews 
records for completeness, accuracy, and compliance with state and federal guidelines. Processing Information:     
Compiles information from various sources to schedule appointments for clients.    Receiving and otherwise obtains 
information from all relevant sources, entering this information into the database to maintain a record of services 
provided to enrollees. Interacting with Computers:     Enters data or summary information, such as demographic 
characteristics, history, diagnostic procedures, or treatment into computer to maintain current information on 
enrollees.    Ensures time and leave requests are entered into the Edison System to ensure to exceptions.    Getting 
Information:     Places calls to eligible enrollees to inform and educate them of services available with their medical 
coverage.             Receives call concerning issues, providing needed information or transferring call to appropriate entity. 
Selling and Influencing Others:     Convince and influence eligible enrollees to utilize all services that are offered. 
Updating and Using Relevant Knowledge:     Maintains current on changing policies and procedures.Interpreting the 
Meaning of Information for Others:     Translating or explaining to the eligible enrollees what information means and 
how it can be used. Resolving Conflicts and Negotiating with Others:     Handles complaints, settles disputes, and resolve 
grievances and conflicts, or otherwise negotiating with others. Establishing and Maintaining Interpersonal Relationships:     
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Develops and maintains constructive and cooperative working relationships with others. Documenting/Recording 
Information:     Utilizes spreadsheets and/or database to keep current on projects. Communicating with Supervisors, 
Peers, or Subordinates:     Providing information to supervisors and co-workers by telephone, written form, email or in 
person. Performing Administrative Activities:     Performs a variety of clerical work.            
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Patience    Composure    Listening    Time Management    Timely Decision Making    
Approachability    Informing    Perseverance    Boss RelationshipKnowledge:     Clerical    Customer and Personal Service    
Education and Training  Skills:     Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Negotiation    Persuasion    Service Orientation Abilities:     Fluency of Ideas    
Inductive Reasoning    Memorization    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    
Speed of Closure    Time Sharing    Written Comprehension     Written Expression    Auditory Attention    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computers    Calculators    Scanners    Telephone    Fax machine    Copier    Printer Other Office related 
equipment as required 
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072960 - MANAGED CARE OVERSIGHT DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3353 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072961 - MANAGED CARE PROGRAM MGR 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3354 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional level experience interpreting policy or procedural provisions for a TennCare, 
Medicaid, Managed Care, or other related health insurance organization, of which one year must include drafting 
contractual requirements, developing rules and regulations, or supervising professional staff who deal with health 
insurance. Substitution of Experience for Education: Qualifying professional experience interpreting policy or procedural 
provisions for a related health insurance organization may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education).ORFour years of full-time work as a Managed Care Specialist, 
Managed Care Program Mgr, and/or Managed Care Division Director with the State of Tennessee, of which one year 
must be at the Managed Care Specialist 3 or higher level. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial and supervisory work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
managing a moderate sized section which is assigned complex duties. This class differs from that of Managed Care 
Specialist 3 in that an incumbent of the latter functions at a highly technical professional level or supervises a small to 
moderate sized section which is assigned duties of routine to average complexity. This class differs from that of 
Managed Care Program Mgr 2 in that an incumbent of the latter is responsible for assisting in directing the activities and 
services of a most complex division or manages a large and/or most complex section. 
 
Work Activities: 
Interacting With Computers:    Uses appropriate database tracking software specific to the state and agency, as 
required.    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant messaging programs, and search 
engines.Developing Objectives and Strategies:    Develops job plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.    Develops strategies and objectives for assigned 
program areas to enhance performance and improve organizational efficiency.    Develops strategies for addressing 
staffing and headcount needs to ensure adequate coverage for assigned workload.Documenting/Recording Information:    
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.    Documents investigations performed for employee relations purposes to ensure accurate information is 
used in decision making.Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard 
operating procedures and ensure that the team's work is in compliance with the most current standards.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.Making Decisions and Solving Problems:    
Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Approves, directly or tacitly, all transactions completed by assigned subordinates to ensure accuracy and compliance 
with standards.    Approves or denies performance evaluations on behalf of the appointing authority to ensure 
compliance with standards.Evaluating Information to Determine Compliance with Standards:    Audits transactions 
completed by assigned subordinates to ensure accuracy and compliance with standards prior to approval.    Evaluates 
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production of assigned subordinates to ensure accuracy and that production standards are met.    Evaluates candidate 
and employee qualifications to determine compliance with minimum qualifications and/or necessary and special 
qualifications.Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains program specific procedures and regulations to persons in 
other departments or divisions, or outside organizations and representatives, as required.Monitoring Processes 
Materials or Surroundings:    Monitors error reports for accuracy.    Reviews the work of assigned subordinates to 
provide assistance and guidance on proper order and completion.    Monitors time and labor during each pay period to 
identify timekeeping issues and exceptions.    Monitors production quotas for assigned subordinates to ensure that 
required quotas are met.Judging the Qualities of Things, Services, or People:    Assesses the performance of assigned 
subordinates to inform the performance evaluation process.    Assesses the quality of the work of assigned subordinates 
to inform advice and guidance related to performance management and development.    Assesses employee disciplinary 
and performance evaluation documentation to inform recommendations to management.    Assesses candidate 
applications to determine qualifications and inform decisions on who should be interviewed and what salary should be 
offered.Resolving Conflicts and Negotiating with Others:    Resolves disciplinary actions of assigned subordinates.    
Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive work 
environment.    Resolves simple conflicts without supervisory input to ensure timely and efficient performance and 
maintain positive working relationships.    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance.    Directs complex or difficult to resolve conflicts to assigned 
supervisor, as required.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, 
and assigned subordinates to facilitate workload assignments for the purpose of timely and accurate task 
completion.Performing Administrative Activities:    Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork.    Completes performance evaluation documentation for all assigned 
subordinates.    Maintains confidential reports, files, and logs as required to ensure compliance with departmental, 
state, and federal laws, rules, regulations, and best practices.    Enters personal time and leave/overtime requests into 
the appropriate databases, as required.    Responds to emails, phone calls, and other correspondence as 
required.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Delegates tasks to assigned subordinates based on their competencies to ensure work is completed accurately, 
efficiently, and timely.Communicating with Persons Outside Organization:    Contacts vendors and other outside 
agencies to obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with 
outside callers to obtain/provide required information, correct errors, and/or for clarification purposes.Establishing and 
Maintaining Interpersonal Relationships:    Networks with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team 
operations.Thinking Creatively:    Develops spreadsheets, presentations, forms, memos, database queries, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Incorporate 
departmental, state, and federal laws, rules, regulations, and policies into team best practices and standard operating 
procedures for efficiency and compliance purposes.    Develops process improvement suggestions to streamline 
workflow and improve productivity and accuracy.    Participates in brainstorming sessions to develop process 
streamlining initiatives and improve business practices.Communicating with Supervisors, Peers, or Subordinates:    
Provides information to supervisors, coworkers, and subordinates by telephone, in written form, email, or in person.    
Conducts periodic performance development meetings with assigned subordinates to communicate and develop job 
plans and provide performance feedback and developmental guidance.    Provides regular updates to upper 
management and other internal business partners on the status of projects and other assigned work.    Communicates 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    Maintains an 
open dialogue with internal partners to ensure effective and efficient communications.    Participates in staff meetings 
as required to provide and gather status updates for assigned workload.Guiding, Directing, and Motivating 
Subordinates:    Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others.    Leads assigned subordinates in developing constructive and 
cooperative working relationships with others and maintaining them over time.    Leads assigned subordinates in getting 
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members of a group to work together to accomplish tasks.    Leads assigned subordinates in monitoring and reviewing 
information from materials, events, and the environment to detect and assess problems.    Leads assigned subordinates 
in identifying the educational needs of others, developing training programs and classes, and teaching and instructing 
others.    Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining information 
files and processing paperwork.    Leads assigned subordinates in scheduling events, programs, and activities, as well as 
the work of others.    Leads assigned subordinates in entering and maintaining information in written and electronic 
form.Coaching and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or 
otherwise helps others to improve their knowledge or skills.Developing and Building Teams:    Encourages and builds 
mutual trust, respect, and cooperation among team members.Scheduling Work and Activities:    Schedules personal 
workload and the workloads of assigned subordinates to ensure timely processing and account for current workload.    
Schedules deadlines for subordinates to ensure timely submission of required information.    Schedules training, 
orientations, meetings, and projects, as required.Provide Consultation and Advice to Others:    Notifies supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.    Makes recommendations for changes in operations, efficiency and quality of agency operations and 
services.    Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload.    Assists assigned subordinates in resolving processing problems to enhance 
development and team performance.Getting Information:    Obtains information regarding enrollees through multiple 
media for processing or distribution to subordinates.    Receives production and error reports from staff and multiple 
computer systems to maximize productivity and minimize errors.    Receives information from accounting personnel and 
program personnel through email in order to develop budgets and contracts.    Receives invoices related to contracts 
through mail for review and to ensure accuracy.Staffing Organizational Units:    Recruiting, interviewing, selecting, hiring, 
and promoting employees in an organization.Updating and Using Relevant Knowledge:    Actively seeks out work related 
to developmental opportunities for self and assigned subordinates to improve performance and team efficiency.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices.    Attends agency specific training as required to ensure 
compliance with departmental, state, and federal laws and guidelines.    Attends in-service training as required to ensure 
continual learning and current knowledge of the field.Analyzing Data or Information:    Analyzes production results over 
time to identify trends for staffing purposes and to ensure that enrollees receive the best possible services.Monitoring 
and Controlling Resources:    Monitoring and controlling resources and overseeing the spending of money. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Technical Learning    Delegation    Process Management    Command Skills    
Managerial Courage    Drive for Results    Organizational Agility    Approachability    Building Effective TeamsKnowledge:    
Administration Management    Education and TrainingSkills:    Active Learning    Active Listening    Critical Thinking    
Speaking    Instructing    Complex Problem Solving    Systems Evaluation    Management of Personnel Resources    Time 
ManagementAbilities:    Category Flexibility    Deductive Reasoning    Oral Comprehension    Selective Attention    Written 
Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/ScannerOther related office equipment as required 
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072961 - MANAGED CARE PROGRAM MGR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3355 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional level experience interpreting policy or procedural provisions for a TennCare, 
Medicaid, Managed Care, or other related health insurance organization, of which one year must include drafting 
contractual requirements, developing rules and regulations, or supervising professional staff who deal with health 
insurance. Substitution of Experience for Education: Qualifying professional experience interpreting policy or procedural 
provisions for a related health insurance organization may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education).ORFour years of full-time work as a Managed Care Specialist, 
Managed Care Program Mgr, and/or Managed Care Division Director with the State of Tennessee, of which one year 
must be at the Managed Care Specialist 3 or higher level. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial and supervisory work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
managing a moderate sized section which is assigned complex duties. This class differs from that of Managed Care 
Specialist 3 in that an incumbent of the latter functions at a highly technical professional level or supervises a small to 
moderate sized section which is assigned duties of routine to average complexity. This class differs from that of 
Managed Care Program Mgr 2 in that an incumbent of the latter is responsible for assisting in directing the activities and 
services of a most complex division or manages a large and/or most complex section. 
 
Work Activities: 
Interacting With Computers:    Uses appropriate database tracking software specific to the state and agency, as 
required.    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant messaging programs, and search 
engines.Developing Objectives and Strategies:    Develops job plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.    Develops strategies and objectives for assigned 
program areas to enhance performance and improve organizational efficiency.    Develops strategies for addressing 
staffing and headcount needs to ensure adequate coverage for assigned workload.Documenting/Recording Information:    
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.    Documents investigations performed for employee relations purposes to ensure accurate information is 
used in decision making.Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard 
operating procedures and ensure that the team's work is in compliance with the most current standards.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.Making Decisions and Solving Problems:    
Selects job candidates who best fit available positions based on the results of selection assessment and testing.    
Approves, directly or tacitly, all transactions completed by assigned subordinates to ensure accuracy and compliance 
with standards.    Approves or denies performance evaluations on behalf of the appointing authority to ensure 
compliance with standards.Evaluating Information to Determine Compliance with Standards:    Audits transactions 
completed by assigned subordinates to ensure accuracy and compliance with standards prior to approval.    Evaluates 
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production of assigned subordinates to ensure accuracy and that production standards are met.    Evaluates candidate 
and employee qualifications to determine compliance with minimum qualifications and/or necessary and special 
qualifications.Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance.    Explains program specific procedures and regulations to persons in 
other departments or divisions, or outside organizations and representatives, as required.Monitoring Processes 
Materials or Surroundings:    Monitors error reports for accuracy.    Reviews the work of assigned subordinates to 
provide assistance and guidance on proper order and completion.    Monitors time and labor during each pay period to 
identify timekeeping issues and exceptions.    Monitors production quotas for assigned subordinates to ensure that 
required quotas are met.Judging the Qualities of Things, Services, or People:    Assesses the performance of assigned 
subordinates to inform the performance evaluation process.    Assesses the quality of the work of assigned subordinates 
to inform advice and guidance related to performance management and development.    Assesses employee disciplinary 
and performance evaluation documentation to inform recommendations to management.    Assesses candidate 
applications to determine qualifications and inform decisions on who should be interviewed and what salary should be 
offered.Resolving Conflicts and Negotiating with Others:    Resolves disciplinary actions of assigned subordinates.    
Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive work 
environment.    Resolves simple conflicts without supervisory input to ensure timely and efficient performance and 
maintain positive working relationships.    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilitate performance.    Directs complex or difficult to resolve conflicts to assigned 
supervisor, as required.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, 
and assigned subordinates to facilitate workload assignments for the purpose of timely and accurate task 
completion.Performing Administrative Activities:    Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork.    Completes performance evaluation documentation for all assigned 
subordinates.    Maintains confidential reports, files, and logs as required to ensure compliance with departmental, 
state, and federal laws, rules, regulations, and best practices.    Enters personal time and leave/overtime requests into 
the appropriate databases, as required.    Responds to emails, phone calls, and other correspondence as 
required.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal workload and the workloads of 
assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Delegates tasks to assigned subordinates based on their competencies to ensure work is completed accurately, 
efficiently, and timely.Communicating with Persons Outside Organization:    Contacts vendors and other outside 
agencies to obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with 
outside callers to obtain/provide required information, correct errors, and/or for clarification purposes.Establishing and 
Maintaining Interpersonal Relationships:    Networks with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team 
operations.Thinking Creatively:    Develops spreadsheets, presentations, forms, memos, database queries, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination.    Incorporate 
departmental, state, and federal laws, rules, regulations, and policies into team best practices and standard operating 
procedures for efficiency and compliance purposes.    Develops process improvement suggestions to streamline 
workflow and improve productivity and accuracy.    Participates in brainstorming sessions to develop process 
streamlining initiatives and improve business practices.Communicating with Supervisors, Peers, or Subordinates:    
Provides information to supervisors, coworkers, and subordinates by telephone, in written form, email, or in person.    
Conducts periodic performance development meetings with assigned subordinates to communicate and develop job 
plans and provide performance feedback and developmental guidance.    Provides regular updates to upper 
management and other internal business partners on the status of projects and other assigned work.    Communicates 
with assigned supervisor to ensure accurate and timely receipt of instructions and work assignments.    Maintains an 
open dialogue with internal partners to ensure effective and efficient communications.    Participates in staff meetings 
as required to provide and gather status updates for assigned workload.Guiding, Directing, and Motivating 
Subordinates:    Leads assigned subordinates in handling complaints, settling disputes, and resolving grievances and 
conflicts, and otherwise negotiating with others.    Leads assigned subordinates in developing constructive and 
cooperative working relationships with others and maintaining them over time.    Leads assigned subordinates in getting 
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members of a group to work together to accomplish tasks.    Leads assigned subordinates in monitoring and reviewing 
information from materials, events, and the environment to detect and assess problems.    Leads assigned subordinates 
in identifying the educational needs of others, developing training programs and classes, and teaching and instructing 
others.    Leads assigned subordinates in performing day-to-day administrative tasks such as maintaining information 
files and processing paperwork.    Leads assigned subordinates in scheduling events, programs, and activities, as well as 
the work of others.    Leads assigned subordinates in entering and maintaining information in written and electronic 
form.Coaching and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or 
otherwise helps others to improve their knowledge or skills.Developing and Building Teams:    Encourages and builds 
mutual trust, respect, and cooperation among team members.Scheduling Work and Activities:    Schedules personal 
workload and the workloads of assigned subordinates to ensure timely processing and account for current workload.    
Schedules deadlines for subordinates to ensure timely submission of required information.    Schedules training, 
orientations, meetings, and projects, as required.Provide Consultation and Advice to Others:    Notifies supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.    Makes recommendations for changes in operations, efficiency and quality of agency operations and 
services.    Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload.    Assists assigned subordinates in resolving processing problems to enhance 
development and team performance.Getting Information:    Obtains information regarding enrollees through multiple 
media for processing or distribution to subordinates.    Receives production and error reports from staff and multiple 
computer systems to maximize productivity and minimize errors.    Receives information from accounting personnel and 
program personnel through email in order to develop budgets and contracts.    Receives invoices related to contracts 
through mail for review and to ensure accuracy.Staffing Organizational Units:    Recruiting, interviewing, selecting, hiring, 
and promoting employees in an organization.Updating and Using Relevant Knowledge:    Actively seeks out work related 
to developmental opportunities for self and assigned subordinates to improve performance and team efficiency.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices.    Attends agency specific training as required to ensure 
compliance with departmental, state, and federal laws and guidelines.    Attends in-service training as required to ensure 
continual learning and current knowledge of the field.Analyzing Data or Information:    Analyzes production results over 
time to identify trends for staffing purposes and to ensure that enrollees receive the best possible services.Monitoring 
and Controlling Resources:    Monitoring and controlling resources and overseeing the spending of money. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Technical Learning    Delegation    Process Management    Command Skills    
Managerial Courage    Drive for Results    Organizational Agility    Approachability    Building Effective TeamsKnowledge:    
Administration Management    Education and TrainingSkills:    Active Learning    Active Listening    Critical Thinking    
Speaking    Instructing    Complex Problem Solving    Systems Evaluation    Management of Personnel Resources    Time 
ManagementAbilities:    Category Flexibility    Deductive Reasoning    Oral Comprehension    Selective Attention    Written 
Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/ScannerOther related office equipment as required 
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072962 - MANAGED CARE PROGRAM MGR 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3368 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of professional level experience interpreting policy or procedural provisions for a TennCare, 
Medicaid, Managed Care, or other related health insurance organization, of which two years must include drafting 
contractual requirements, developing rules and regulations, or supervising professional staff who deal with health 
insurance. Substitution of Experience for Education: Five years of full-time work as a Managed Care Specialist, Managed 
Care Program Mgr, and/or Managed Care Division Director with the State of Tennessee, of which one year must be at 
the Managed Care Specialist 3 or higher level. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional TennCare managerial work of average difficulty and 
supervisory work of considerable difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class is responsible for assisting in directing the activities and services of a most complex TennCare 
division or for managing a large and/or most complex section. This class differs from that of Managed Care Program Mgr 
1 in that an incumbent of the latter functions as a moderate sized, complex TennCare section manager. This class differs 
from that of Managed Care Division Director in that an incumbent of the latter exercises full direction over a TennCare 
division. 
 
Work Activities: 
Developing Objectives and Strategies:    Develops job plans for assigned subordinates to communicate responsibilities 
and expected outcomes of performance in their role.    Develops strategies and objectives for assigned program areas to 
enhance performance and improve organizational efficiency.    Develops strategies for addressing staffing and head 
count needs to ensure adequate coverage for assigned workload.    Develops strategies for implementing policies and 
policy changes.    Develops spreadsheets, presentations, forms, memos, database queries, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, and dissemination.    Develops process improvement 
suggestions to streamline workflow and improve productivity and accuracy.    Develops strategies for transition to new 
contractors and/or vendors.Evaluating Information to Determine Compliance with Standards:    Audits transactions 
completed by assigned subordinates to ensure accuracy and compliance with standards prior to approval.    Evaluates 
recommendations from staff to improve the economy, efficiency and quality of organization, operations and services.    
Evaluates the organization, operations and services of a program area.    Evaluates recommendations for changes in 
program policies and procedures and audit tools.    Drafts new, or evaluates existing, contractual requirements with 
contractors or vendors.    Evaluates electronic data to ensure accuracy with established protocols and 
procedures.Updating and Using Relevant Knowledge:    Actively seeks out work related to developmental opportunities 
for self and assigned subordinates to improve performance and team efficiency.    Periodically reviews current 
departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices.    Attends agency specific training as required to ensure compliance with departmental, 
state, and federal laws and guidelines.    Attends in-service training as required to ensure continual learning and current 
knowledge of the field.    Develops new knowledge, skills and abilities by acquiring and utilizing a new skill set.Guiding, 
Directing, and Motivating Subordinates:    Leads assigned subordinates in handling complaints, settling disputes, and 
resolving grievances and conflicts, and otherwise negotiating with others.      Leads assigned subordinates in developing 
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constructive and cooperative working relationships with others and maintaining them over time.      Leads assigned 
subordinates in scheduling events, programs, and activities, as well as the work of others.    Leads assigned subordinates 
in monitoring and reviewing information from materials, events, and the environment to detect and assess problems.    
Leads assigned subordinates in entering and maintaining information in written and electronic form.Communicating 
with Persons Outside Organization:    Contacts vendors and other outside agencies to obtain/provide required 
information for clarification purposes.      Communicates with outside callers to obtain/provide required information, 
correct errors, and/or for clarification purposes.    Performs the most important and difficult public contact and liaison 
work in explaining and interpreting the Health Care Finance and Administration program.    Communicates with 
legislative staff to investigate and resolve constituent problems and/or program issues.Coordinating the Work and 
Activities of Others:    Coordinates with upper management, peers, and assigned subordinates to facilitate workload 
assignments for the purpose of timely and accurate task completion.      Coordinates priorities of work to be 
accomplished so more important tasks are finished first.      Coordinates and facilitates activities of collaborative work 
groups.Monitor Processes, Materials, or Surroundings:    Monitors data, reports, compliance audits and contract 
deliverables for accuracy.     Reviews the work of assigned subordinates to provide assistance and guidance on proper 
order and completion.       Monitors resources used by subordinates to ensure sufficient inventory and access to 
necessary equipment and software.    Monitors production quotas for assigned subordinates to ensure that required 
quotas are met.Getting Information:    Obtains information regarding enrollees through multiple media for processing or 
distribution to subordinates.      Receives production and error reports from staff and multiple computer systems to 
maximize productivity and minimize errors.      Receives information from accounting personnel and program personnel 
in order to develop budgets and contracts.      Receives invoices related to contracts for review and to ensure 
accuracy.Making Decisions and Solving Problems:    Selects job candidates who best fit available positions based on the 
results of selection assessment and testing.      Approves, directly or tacitly, all transactions completed by assigned 
subordinates to ensure accuracy and compliance with current policies and standard operating procedures.      Approves 
or denies performance evaluations on behalf of the appointing authority to ensure compliance with current policies and 
standard operating procedures.Provide Consultation and Advice to Others:    Notifies supervisory personnel of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.       Provides 
guidance and expert advice for changes in division's operations, efficiency and quality of operations and services, both 
internally and externally.       Advises peers and/or assigned subordinates on proper departmental procedures related to 
the accomplishment of their daily workload.  Judging the Qualities of Things, Services, or People:    Assesses the 
performance of assigned subordinates to conduct the performance management process.       Assesses the quality of the 
work of assigned subordinates to provide advice and guidance related to performance management and development.       
Assesses employee disciplinary and performance management documentation to provide recommendations to directors 
and Human Resources staff.       Assesses candidate applications/resumes to determine who should be interviewed and 
recommend a candidate for employment.    Assesses the contractors and/or service providers to determine 
qualifications and ability to meet program standards.Developing and Building Teams:    Encourages and builds mutual 
trust, respect, and cooperation among team members.      Conducts periodic performance development meetings with 
assigned subordinates to communicate and develop job plans and provide performance feedback and developmental 
guidance.  Resolving Conflicts and Negotiating with Others:    Resolves disciplinary issues of assigned subordinates.       
Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive work 
environment.       Resolves simple conflicts to ensure timely and efficient performance and maintain positive working 
relationships with internal and external customers.      Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance.    Directs complex or difficult to resolve 
conflicts, both internal and external, to assigned director.Documenting/Recording Information:    Continually documents 
the performance of assigned subordinates to ensure accurate and unbiased performance management documents.       
Documents investigations performed for employee relations purposes to ensure accurate information is used in decision 
making.      Receives information from accounting personnel and program personnel in order to develop budgets and 
contracts.      Utilizes tracking databases to continually document reportable information for audit compliance 
purposes.Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, 
policies, procedures, and documentation for internal and external business partners and customers to facilitate 
understanding, enhance communications, and ensure compliance.       Explains program specific procedures and 
regulations to persons internally, in other departments or divisions, or outside organizations and representatives, as 
required.Interacting With Computers:    Uses appropriate databases and tracking software specific to federal, state and 
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agency, as required.       Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs and search engines.Establishing and 
Maintaining Interpersonal Relationships:    Networks with internal and external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.    Maintains professional working relationships with 
peers, with assigned subordinates, and with Executive Staff to ensure smooth and effective team operations.Coaching 
and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others 
to improve their knowledge or skills.    Conducts periodic performance development meetings with assigned 
subordinates to communicate and develop job plans and provide performance feedback and developmental guidance.  
Scheduling Work and Activities:    Schedules personal workload and the workloads of assigned subordinates to ensure 
timely processing and account for current workload. Resolves interpersonal conflicts between assigned subordinates to 
ensure a respectful and productive work environment.       Schedules deadlines for subordinates to ensure timely 
submission of required information.      Schedules training, orientations, meetings, and projects, as required.Performing 
Administrative Activities:    Maintains confidential reports, files, and logs as required to ensure compliance with 
departmental, state, and federal laws, rules, regulations, and best practices.    Enters personal time and leave/overtime 
requests into the appropriate databases, as required.    Responds to emails, phone calls, and other correspondence as 
required.Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard operating 
procedures and ensure that the team's work is in compliance with the most current standards as well as state and 
federal.    Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Perspective    Problem Solving    Process Management    Perseverance    Managerial 
Courage    Written Communication    Integrity and Trust    Approachability    Building Effective TeamsKnowledge:    
Administration Management    Law and Government    Customer and Personal ServiceSkills:    Monitoring    Active 
Listening    Critical Thinking    Reading Comprehension    Trouble Shooting    Complex Problem Solving    Systems 
Evaluation    Management of Personnel Resources    Time ManagementAbilities:    Inductive Reasoning    Deductive 
Reasoning    Oral Comprehension    Speed of Closure    Written Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/Scanner  

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072841 - MANAGED CARE SPECIALIST 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3022 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree. Substitution 
of Education for Experience: Qualifying professional experience related to administrative, customer service and/or data 
entry positions associated with the application of policy or executing procedural provisions and/or eligibility within a 
health or healthcare, casework, or an insurance setting  may substitute for the required education to a maximum of two 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education).  Substitution of Experience for Education: One year of full-time work 
with the State of Tennessee as a Managed Care Technician or a job where the experience related to administrative, 
customer service and/or data entry positions associated with the application of policy or executing procedural 
provisions and/or eligibility within a health or healthcare, casework, or an insurance setting  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional TennCare program work of routine difficulty; 
and performs related work as required. Distinguishing Features: This is the entry-working class in the Managed Care 
Specialist sub-series. An employee in the class performs a variety of TennCare program work including resolving 
TennCare eligibility appeals, assisting long-term care facilities with claims processing issues, and assisting “walk in” 
TennCare members or applicants with TennCare claims or eligibility problems. This class differs from that of Managed 
Care Specialist 2 in that an incumbent of the latter performs TennCare program work of average difficulty with wider 
scope and complexity. 
 
Work Activities: 
Identifying Objects, Actions, and Events:  Learns to identify, by appeal timelines, those indicated as emergency appeals 
to ensure they are processed timely and within the required timeframe. Learns to identify, by appeal timelines, those 
indicated as standard appeals to ensure they are processed within the required timeframe.Analyzing Data or 
Information:  Learns to analyze in a test environment, data received from contractors to ensure accuracy and functional 
performance prior to live implementation.Organizing, Planning and Prioritizing Work: Learns to organize and prioritizes 
personal and/or unit workloads to ensure timely and accurate completion of daily workflow. Learns to incorporate last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of daily work. Training 
and Teaching Others:  Learns to train peers and/or new employees in the basic workflow and processes related to their 
assigned managed care tasks to ensure accurate processing within required time frames. Documenting/Recording 
Information:  Learns to document and store enrollee and/or provider information into electronic database and/or 
physical form, to track appeals as required for administrative processes. Learns to record and monitor enrollee and/or 
provider calls and stores electronic information for the applicable time frame to ensure accurate information is 
provided, concerns addressed, and final resolution is achieved. Learns to continually document and maintain enrollees' 
changes to Managed Care Organization rosters to ensure accurate information is reflected for benefits. Learns to 
continually document and maintain enrollees' and/or providers' geographical information to ensure information 
remains current and accurate. Learns to complete the enrollment of provider application in specific database in order to 
obtain a Medicaid billing number. Interpreting the Meaning of Information for Others:  Learns to interpret specialized 
information related to division operations for internal and external business partners to ensure understanding and 
facilitate relationships. Learns to explain Medicaid program specific procedures, guidelines and regulations to the 
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general public, persons in other departments or divisions, or outside organizations or representatives as required, in 
response to basic inquiries. Communicating with Persons Outside Organization:  Learns to communicate with external 
business partners with appropriate written or oral notifications related to specific program information associated with 
approval or denial, welcome letters, changes to coverage, appeals, claims, etc. Learns to contact vendors and other 
outside agencies related to Medicaid issues to obtain/provide required information, correct errors, and/or for 
clarification purposes. Learns to respond to basic inquiries from external business partners for the purpose of relaying 
and/or correcting information, and policy/guideline interpretation. Coaching and Developing Others:  Learns to mentor 
less experienced co-workers and/or peers to ensure understanding of information/processes, as required.Making 
Decisions and Solving Problems: Learns to resolve problems and issues that arise with appeals in order to ensure timely 
and accurate processing and to meet court-mandated timeframes. Learns to analyze errors identified through electronic 
process to resolve issues in order to complete enrollment in the Medicaid program.Communicating with Supervisors, 
Peers or Subordinates: Learns to maintain an open dialogue with internal business partners at all levels within the 
organization to ensure effective and efficient communication. Learns to provide regular updates to upper management 
and other internal business partners on the status of assigned work or an assigned project to facilitate understanding 
and resolution. Learns to participate in a variety of meetings as required to provide and gather status updates for 
assigned workload. Learns to communicate with assigned supervisor, and/or designated lead, to ensure accurate and 
timely receipt of instructions and work assignments.Evaluating Information to Determine Compliance with Standards:  
Learns to evaluate the status of provider enrollment based on disclosure information provided in application in order to 
make a determination of approval and further participation in Medicaid program. Learns to evaluate response from 
contractors on appeals and complaints to determine program compliance, and if not, assigns damage 
assessment.Judging the Qualities of Things, Services or People:  Learns to assess the information received through the 
Help Desk/Call Center to evaluate and/or prioritize for issue resolution.Getting Information: Learns to obtain 
information via emails from call center or faxes/mail from outside entities in order to identify issues from enrollees, 
medical facilities, providers, and/or Managed Care Organizations. Learns to identify if providers want to be linked to a 
specific group, or enrolled as an individual entity. Learns to contact providers, enrollees or other outside entities via 
telephone or email for additional information in order to complete the enrollment process and/or resolve issues. Learns 
by participating in meetings to obtain necessary information needed to achieve operational objectives. Learns to obtain 
information from written Standard Operating Procedures to ensure all processes are followed.Establishing and 
Maintaining Interpersonal Relationships: Learns to network with external and internal business partners to ensure open 
dialogue exists and to facilitate coordination and unified effort. Learns to maintain professional working relationships 
with peers and with upper management to ensure smooth and effective team operations. Learns to serve as a liaison 
with other State agencies, and outside entities for the purpose of ensuring accurate and timely processing of 
enrollee/provider requests.Monitor Processes, Materials or Surroundings: Learns to monitor the provider paper and/or 
electronic enrollment files to identify missing/incorrect information in database relevant to ensuring timely processing 
of payment to providers. Learns to monitor provider paper and/or electronic files to identify sanctions or terminations 
to prevent ineligible participation in the Medicaid program. Learns to monitor mail batch processing to track provider 
applications and identify pending status of approval for participation in Medicaid program. Learns to monitor appeals to 
ensure timely processing within court mandated timeframes for compliance. Learns to monitor file tracking queue to 
ensure pending issues have been identified and distributed to Legal Assistants and/or other appropriate staff for 
processing. Learns to review system information to determine if additional information will be needed by Department of 
Human Services to complete the eligibility process and request said information. Learns to review queue of pending pre-
admission evaluations to determine if program criteria has been met before forwarding to Department of Human 
Services for determination of financial eligibility.Processing Information: Learns to compile information received via 
mail/fax/call center into an electronic database to begin initial process for program participation related to application, 
appeals, recertifications, etc. Learns to process information returned from Department of Human Services to verify 
specific enrollment or denial criteria for participation in the Medicaid program. Learns to process information sent to 
and received from contractors to determine the next step in the appeals process. Learns to verify information provided 
in database to ensure no duplication of requests and/or incorrect submission of information for services related to 
Home Community Based Services and/or nursing facilities. Learns to verify the accuracy and completeness of 
information received, and processes within required time frames.Updating and Using Relevant Knowledge: Learns to 
utilize in-services as required to ensure continual learning and current knowledge related to the managed care field in 
order to access applicable systems. Learns to utilize acquired knowledge and skills to improve daily performance of 
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assigned tasks.Coordinating the Work and Activity of Others:  Learns to coordinate workload with internal and external 
business partners as required to facilitate timely and accurate task completion. Learns to coordinate with upper 
management, peers, and assigned subordinates to facilitate equitable workload distribution. Learns to coordinate 
meetings, events and other special projects to ensure attendance, availability and coverage of work area.Performing 
Administrative Activities: Learns to enter personal time and leave/overtime requests into the appropriate database as 
required to ensure accurate time and labor processing. Learns to respond to emails, telephone calls, and other 
correspondence in a timely fashion. Learns to scan, upload, fax and/or perform email backup copies of appeals, 
provider/enrollee correspondence, or other information to ensure proper documentation and preservation. Learns to 
perform a variety of professional administrative duties related to:   missed appeals and/or status of appeals, contract 
compliance, tracking correspondence to resolution, provider applications, etc.Interacting With Computers: Learns to 
scan incoming mail using a multi-functional copier to send an electronic copy of documents to work station email inbox 
to establish an appeal, send a contract or other pertinent information, and/or image mail to provide a paperless tracking 
system. Learns to use appropriate database tracking software, specific to the State and Agency, as required, to perform 
assigned tasks. Learns to use office productivity software, including but not limited to, word processing programs, 
spreadsheet programs, presentation software, web-based email programs and search engines to perform assigned 
tasks. Learns to utilize State and Federal databases as required in order to verify current data and/or obtain 
updates.Resolving Conflicts and Negotiating with Others: Learns to maintain a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Learns to resolve simple 
conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships. Learns to direct difficult to resolve conflicts to assigned supervisor, as required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Priority Setting Time Management Conflict Management Standing 
Alone Action Oriented Organizational Agility Approachability Self DevelopmentKnowledge: Administration and 
Management Clerical Customer and Personal Service Education and TrainingSkills: Active Learning Active Listening 
Critical Thinking Learning Strategies Monitoring Reading Comprehension Speaking Writing Instructing Service 
Orientation Time ManagementAbilities: Deductive Reasoning Memorization Oral Comprehension Oral Expression Time 
Sharing Written Comprehension Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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072842 - MANAGED CARE SPECIALIST 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3023 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree and one year 
of qualifying professional experience administrative, customer service and/or data entry positions associated with the 
application of policy or executing procedural provisions and/or eligibility within a health or healthcare, casework, or an 
insurance setting.  Substitution of Experience for Education: Qualifying professional experience related to 
administrative, customer service and/or data entry positions associated with the application of policy or executing 
procedural provisions and/or eligibility within a health or healthcare, casework, or an insurance setting may substitute 
for the required education to a maximum of two years (e.g., experience equivalent to one year of full-time work in one 
or a combination of the above listed fields may substitute for one year of the required education).  OROne year of full-
time work as a Managed Care Specialist with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional TennCare program work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class performs a full range of TennCare 
program work including systems quality control review, TennCare appeals, TennCare administration, coordination, 
planning and development, and provider and recipient inquiry. This class differs from that of Managed Care Specialist 1 
in that an incumbent of the latter performs work of lesser scope and complexity. This class differs from that of Managed 
Care Specialist 3 in that an incumbent of the latter is responsible for supervisory work of routine complexity or highly 
technical TennCare program work. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets specialized information related to division operations for 
internal and external business partners to ensure understanding and facilitate relationships. Explains Medicaid program 
specific procedures, guidelines and regulations to the general public, persons in other departments or divisions, or 
outside organizations or representatives as required, in response to basic inquiries.Organizing, Planning and Prioritizing 
Work: Organizes and prioritizes personal and/or unit workloads to ensure timely and accurate completion of daily 
workflow. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of daily work.Analyzing Data or Information: Analyzes in a test environment, data received from contractors 
to ensure accuracy and functional performance prior to live implementation.Identifying Objects, Actions, and Events: 
Identifies, by appeal timelines, those indicated as emergency appeals to ensure they are processed timely and within the 
required timeframe. Identifies, by appeal timelines, those indicated as standard appeals to ensure they are processed 
within the required timeframe.Communication with Supervisors, Peers, or Subordinates: Maintains an open dialogue 
with internal business partners at all levels within the organization to ensure effective and efficient communication. 
Provides regular updates to upper management and other internal business partners on the status of assigned work or 
an assigned project to facilitate understanding and resolution. Participates in a variety of meetings as required to 
provide and gather status updates for assigned workload. Communicates with assigned supervisor, and/or designated 
lead, to ensure accurate and timely receipt of instructions and work assignments.Documenting/Recording Information: 
Documents and stores enrollee and/or provider information in electronic database and/or physical form, to track 
appeals as required for administrative processes. Records and monitors enrollee and/or provider calls and stores 
electronic information for the applicable time frame to ensure accurate information is provided, concerns addressed, 
and final resolution is achieved. Continually documents and maintains enrollees' changes to Managed Care Organization 
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rosters to ensure accurate information is reflected for benefits. Continually documents and maintains enrollees' and/or 
providers' geographical information to ensure information remains current and accurate. Completes the enrollment of 
provider application in specific database in order to obtain a Medicaid billing number.Communicating with Persons 
outside Organization: Communicates with external business partners with appropriate written or oral notifications 
related to specific program information associated with approval or denial, welcome letters, changes to coverage, 
appeals, claims, etc. Contacts vendors and other outside agencies related to Medicaid issues to obtain/provide required 
information, correct errors, and/or for clarification purposes. Answers/responds to basic inquiries from external 
business partners for the purpose of relaying and/or correcting information, and policy/guideline 
interpretation.Establishing and Maintaining Interpersonal Relationships: Networks with external and internal business 
partners to ensure open dialogue exists and to facilitate coordination and unified effort. Maintains professional working 
relationships with peers and with upper management to ensure smooth and effective team operations. Liaises with 
other State agencies, and outside entities to ensure accurate and timely processing of enrollee/provider 
requests.Judging the Qualities of Things, Services, or People: Assesses the information received through the Help 
Desk/Call Center to evaluate and/or prioritize for issue resolution.Evaluating Information to Determine Compliance with 
Standards: Evaluates the status of provider enrollment based on disclosure information provided in application in order 
to make a determination of approval and further participation in Medicaid program. Evaluates the information received 
from the Department of Health, Health Care Facilities' surveys for compliance and/or renewal of Nursing Facility 
contracts. Evaluates response from contractors on appeals and complaints to determine program compliance, and if 
not, assigns damage assessment.Coordinating the Work and Activity of Others: Coordinates workload with internal and 
external business partners as required facilitating timely and accurate task completion. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload distribution. Coordinates meetings, 
events and other special projects to ensure attendance, availability and coverage of work area.Getting Information: 
Obtains information via emails from call center or faxes/mail from outside entities in order to identify issues from 
enrollees, medical facilities, providers, and/or Managed Care Organizations. Identifies if providers want to be linked to a 
specific group, or enrolled as an individual entity. Contacts providers, enrollees or other outside entities via telephone or 
email for additional information in order to complete the enrollment process and/or resolve issues. Participates in 
meetings to obtain necessary information needed to achieve operational objectives. Obtains information from written 
Standard Operating Procedures to ensure all processes are followed.Processing Information: Compiles information 
received via mail/fax/call center into an electronic database to begin initial process for program participation related to 
application, appeals, recertifications, etc. Prepares provider rates for nursing homes and out of state hospitals to be 
loaded into electronic database to determine the appropriate per diem rate paid for services rendered. Processes 
information returned from Department of Human Services to verify specific enrollment or denial criteria for 
participation in the Medicaid program. Processes information sent to and received from contractors to determine the 
next step in the appeals process. Verifies provider information received to initiate a survey for Department of Health, 
Healthcare Facilities, for the purpose of opening a new Intermediate Care Facility for the intellectually and 
developmentally disabled clients. Processes information received from contractors to compile data for monthly and 
quarterly federal reporting. Verifies information provided in database to ensure no duplication of requests and/or 
incorrect submission of information for services related to Home Community Based Services and/or nursing facilities. 
Verifies the accuracy and completeness of information received, and processes within required time frames.Monitor 
Processes, Materials, or Surroundings: Monitors the provider paper and/or electronic enrollment files to identify 
missing/incorrect information in database relevant to ensuring timely processing of payment to providers. Monitors 
provider paper and/or electronic files to identify sanctions or terminations to prevent ineligible participation in the 
Medicaid program. Monitors mail batch processing to track provider applications and identify pending status of approval 
for participation in Medicaid program. Monitors appeals to ensure timely processing within court mandated time frames 
for compliance. Monitors file tracking queue to ensure pending issues have been identified and distributed to Legal 
Assistants and/or other appropriate staff for processing. Reviews system information to determine if additional 
information will be needed by Department of Human Services to complete the eligibility process and request said 
information. Reviews queue of pending pre-admission evaluations to determine if program criteria has been met before 
forwarding to Department of Human Services for determination of financial eligibility.Making Decisions and Solving 
Problems: Resolves problems and issues that arise with appeals in order to ensure timely and accurate processing and to 
meet court-mandated time frames. Analyzes and evaluate claims issues to determine and make the proper resolution 
and/or direct claims for correction by contractor in order to allow payment of claims. Analyzes errors identified through 
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electronic process to resolve issues in order to complete enrollment in the Medicaid program.Interacting with 
Computers: Scans incoming mail using a multi-functional copier to send an electronic copy of documents to work station 
email inbox to establish an appeal, send a contract or other pertinent information, and/or image mail to provide a 
paperless tracking system. Uses appropriate data base tracking software, specific to the state and agency, as required, 
to perform assigned tasks. Uses office productivity software, including but not limited to, word processing programs, 
spreadsheet programs, presentation software, web-based email programs and search engines to perform assigned 
tasks. Utilizes state and federal databases as required in order to verify current data and/or obtain updates.Updating 
and Using Relevant Knowledge: Attends in-services as required to ensure continual learning and current knowledge 
related to the managed care field in order to access applicable systems. Utilizes acquired knowledge and skills to 
improve daily performance of assigned tasks.Resolving Conflicts and Negotiating with Others: Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. Resolves 
simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive working 
relationships. Directs difficult to resolve conflicts to assigned supervisor, as required.Training and Teaching Others: 
Trains peers and/or new employees in the basic work flow and processes related to their assigned managed care tasks 
to ensure accurate processing within required time frames. Trains designated managers and/or assigned lead in 
enrollment and electronic processing.Coaching and Developing Others: Mentors less experienced co-workers and/or 
peers to ensure understanding of information/processes as required.Performing Administrative Activities: Enters 
personal time and leave/overtime requests into the appropriate database as required to ensure accurate time and labor 
processing. Responds to emails, telephone calls, and other correspondence in a timely fashion. Scans, uploads, faxes 
and/or performs email backup copies of appeals, provider/enrollee correspondence, or other information to ensure 
proper documentation and preservation. Performs a variety of professional administrative duties related to: missed 
appeals and/or status of appeals, contract compliance, tracking correspondence to resolution, provider applications, etc. 
 
Competencies (KSA’s): 
Competencies:   Business Acumen Decision Quality Learning on the Fly Priority Setting Conflict Management Drive for 
Results Organizational Agility Composure Managing Diversity PatienceKnowledge: Administration and Management 
Clerical Customer and Personal Service Education and TrainingSkills: Active Learning Active Listening Critical Thinking 
Learning Strategies Monitoring Reading Comprehension Speaking Writing Instructing Service Orientation Time 
ManagementAbilities: Deductive Reasoning Memorization Oral Comprehension Oral Expression Time Sharing Written 
Comprehension Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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072843 - MANAGED CARE SPECIALIST 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3028 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree or graduation 
from an accredited college or university with an associate's degree and two years of qualifying professional experience 
related to administrative, customer service and/or data entry positions associated with the application of policy or 
executing procedural provisions and/or eligibility within a health or healthcare, casework, or an insurance setting.  
Substitution of Experience for Education: Qualifying professional experience related to administrative, customer service 
and/or data entry positions associated with the application of policy or executing procedural provisions and/or eligibility 
within a health or healthcare, casework, or an insurance setting  may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Substitution of Experience for Education: Two years 
of full-time work as a Managed Care Specialist with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience,100%,for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for highly technical professional TennCare program work of 
considerable difficulty and/or supervisory work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the highly technical professional or supervisory class in the Managed Care Specialist sub-
series. An employee in this class performs highly technical TennCare program work or supervises a small to moderate 
sized unit of Managed Care Specialists and/or sub professional staff performing TennCare duties. This class differs from 
Managed Care Specialist 2 in that an incumbent of the latter performs TennCare program work of average difficulty and 
is not responsible for highly technical or supervisory work. 
 
Work Activities: 
Monitoring and Controlling Resources:  Identifies inconsistencies and errors in policies, rules, procedures and suggest 
corrective action to management. Follows policies, rules, procedures to ensure that taxpayers receive value from tax 
dollars. Ensures resources are available to allow staff to complete job duties in a timely and efficient 
manner.Establishing and Maintaining Interpersonal Relationships: Networks with external and internal business partners 
to ensure open dialogue exists and to facilitate coordination and unified effort. Maintains professional working 
relationships with peers and with upper management to ensure smooth and effective team operations. Leads 
peers/subordinates to liaise with other state agencies, and outside entities to ensure accurate and timely processing of 
enrollee/provider requests.Processing Information: Leads peers/subordinates in compiling information received via 
mail/fax/call center into an electronic database to begin initial process for program participation related to application, 
appeals, recertification's, etc. Leads peers/subordinates in preparing provider rates for nursing homes and out of state 
hospitals to be loaded into electronic database to determine the appropriate per diem rate paid for services rendered. 
Processes returned information to verify specific enrollment or denial criteria for participation in the HCFA/TennCare 
program. Processes information sent to and received from contractors to determine the next step in the appeals process 
and assigns the process to a peer/subordinate. Verifies provider information received to initiate a survey from 
Department of Health, Healthcare Facilities, for the purpose of opening a new Intermediate Care Facility for the 
developmentally challenged. Calculates information received from contractors and compiles data for monthly and 
quarterly federal reporting. Verifies the accuracy and completeness of information received, and ensures that it is 
processed within required time frames.Communicating with Supervisors, Peers, or Subordinates: Provides regular 
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updates to upper management and other internal business partners on the status of assigned work or an assigned 
project to facilitate understanding and resolution. Conducts a variety of meetings to provide and gather status updates 
for assigned workload. Provides updates to assigned supervisor to ensure accurate and timely receipt of instructions and 
work assignments.Communicating with Persons Outside Organization: Communicates with external business partners 
with appropriate written or oral notifications related to specific program information to ensure understanding, facilitate 
services and expedite claims or appeals. Contacts vendors and other outside agencies related to HCFA/TennCare to 
obtain/provide required information and/or for clarification purposes. Answers or responds to complex inquiries from 
external business partners for the purpose of relaying and/or correcting information, and policy/guideline 
interpretation.Staffing Organizational Units: Anticipates staffing needs and requests hiring requisition within stated 
guidelines to ensure appropriate staffing levels for work at hand. Interviews selected applicants using applicable state 
and federal guidelines to choose the most suited candidate for the open position. Uses best business practices to 
appoint and promote most qualified employee for assigned position.Provide Consultation and Advice to Others: 
Provides consultation and advice relating to federal and state health policies to internal and external partners, 
applicants and other interested stakeholders. Trains/educates internal and external partners and other interested 
stakeholders related to agency programs and services.Guiding, Directing, and Motivating Subordinates: Completes the 
performance management process for each direct report to include a job planning discussion, two interims and a formal 
evaluation, all based on the SMART formula. Provides ongoing feedback related to assigned tasks to ensure complete 
understanding, accuracy of work and appropriate deadlines are met.Making Decisions and Solving Problems: Leads the 
analysis of data received from contractors to ensure accuracy and functional performance prior to live implementation. 
Analyzes errors identified through electronic process and assigns to peers/subordinates to resolve issues in order to 
complete enrollment in the HCFA/TennCare program.Updating and Using Relevant Knowledge: Conducts or leads in 
training as required to ensure continual learning and current knowledge related to the managed care field in order to 
access applicable systems. Utilizes acquired knowledge and skills to improve daily performance of assigned 
tasks.Identifying Objects, Actions, and Events: Leads the identifying of those appeals indicated as emergency appeals to 
ensure they are processed timely and within the required time frame. Leads the identifying of those appeals indicated as 
standard appeals to ensure they are processed within the required time frame.Judging the Qualities of Things, Services, 
or People: Leads in assessing the information received through the Help Desk/Call Center to evaluate and/or prioritize 
for issue resolution.Analyzing Data or Information: Leads the analysis of data received from contractors to ensure 
accuracy and functional performance prior to live implementation.Interacting With Computers: Uses appropriate data 
base tracking software, specific to the State and Agency, as required, to perform assigned tasks. Uses office productivity 
software, including but not limited to, word processing programs, spreadsheets programs, presentation software, web-
based email programs and search engines to perform assigned tasks. Utilizes state and federal databases as required in 
order to verify current data and/or obtain updates.Documenting/Recording Information: Leads peers/subordinates in 
documenting and storing enrollee and/or provider information in electronic databases and/or physical form, to track 
appeals as required for administrative processes. Leads peers/subordinates in recording and monitoring enrollee and/or 
provider calls and stores electronic information for the applicable time frame to ensure accurate information is 
provided, concerns addressed, and final resolution is achieved. Leads documentation and management of enrollee 
changes to Managed Care Organization rosters to ensure accurate information is reflected for benefits.Interpreting the 
Meaning of Information for Others: Interprets specialized information related to division operations for internal and 
external business partners to ensure understanding and facilitate relationships. Explains HCFA/TennCare program 
specific procedures, guidelines and regulations to the general public, persons in other departments or divisions, or 
outside organizations or representatives as required, in response to basic inquiries.Organizing, Planning, and Prioritizing 
Work: Organizes and prioritizes personal and/or unit workloads to ensure timely and accurate completion of daily 
workflow. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of daily work.Developing and Building Teams: Facilitates, develops and maintains working relationships with 
team members to enhance productivity and effectively serve customer needs and promote self sufficiency within the 
work unit. Assigns smaller work groups, built on the strength of individuals within teams, to enhance relationships and 
facilitate workload products.Resolving Conflicts and Negotiating with Others: Resolves intermediate conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Directs 
complex conflicts to assigned supervisor or Human Resources, as required.Coordinating the Work and Activities of 
Others: Coordinates workload of peers/subordinates with internal and external business partners as required to 
facilitate timely and accurate task completion. Coordinating with upper management, peers, and assigned subordinates 
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to facilitate equitable workload distribution. Coordinates meetings, events and other special projects to ensure 
attendance, availability and coverage of work area. Prioritizes employees' daily/weekly/monthly work to ensure all work 
is completed by established deadlines and meets quality standards.Evaluating Information to Determine Compliance 
with Standards: Leads peers/subordinates to evaluate the status of provider enrollment based on disclosure information 
provided in application in order to make a determination of approval and further participation in Medicaid program. 
Leads in evaluating the information received from the Department of Health, Health Care Facilities' surveys for 
compliance and/or renewal of Nursing Facility contracts.Performing Administrative Activities: Enters personal time and 
leave/overtime requests into the appropriate database as required to ensure accurate time and labor processing. 
Approves staff time and leave/overtime requests in the appropriate database as required to ensure accurate time and 
labor processing. Responds to emails, telephone calls, and other correspondence in a timely fashion. Scans, uploads, 
faxes and/or email backup copies of appeals, provider and enrollee correspondence, or other information to ensure 
proper documentation and preservation. Performs a variety of professional administrative duties related to: eligibility 
determinations, missed appeals and/or status of appeals, contract compliance, tracking correspondence to resolution, 
provider applications, etc.Getting Information: Leads the obtaining of information via emails from call center or 
faxes/mail from outside entities in order to identify issues from enrollees, medical facilities, providers, and/or Managed 
Care Organizations. Observes the identification of whether providers want to be linked to a specific group, or enrolled as 
an individual entity. Leads the contacting of providers, enrollees or other outside entities via telephone or email for 
additional information in order to complete the enrollment process and/or resolve issues. Conducts meetings to obtain 
necessary information needed to achieve operational objectives. Oversees the gathering of information from written 
Standard Operating Procedures to ensure all processes are followed.Monitor Processes, Materials, or Surroundings: 
Leads the monitoring of the provider paper and/or electronic enrollment files to identify missing/incorrect information 
in database relevant to ensuring timely processing of payment to providers. Leads the monitoring of provider paper 
and/or electronic files to identify sanctions or terminations to prevent ineligible participation in the TennCare program. 
Leads the reviewing of mail batch processing to track provider applications and identify pending status of approval for 
participation in TennCare program. Monitors the work of peers/subordinates to ensure appeals are processed timely 
and within court mandated timeframes for compliance. Reviews the work of peers/assigned subordinates in monitoring 
file tracking queue to ensure pending issues have been identified and distributed to Legal Assistants and/or other 
appropriate staff for processing. Leads the review of system information to determine if additional information will be 
needed to complete the eligibility process and request said information. Reviews queue of pending pre-admission 
evaluations to determine if program criteria have been met for determination of financial eligibility.Coaching and 
Developing Others: Mentors new and less experienced employees/staff/co-worker to ensure understanding of 
information/processes, as required. Identifies training opportunities for staff and facilitates attendance. Provides one-
on-one interaction and discussion to determine additional resources to develop and/or improve job skills. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Delegation Time Management Command Skills Standing Alone 
Perseverance Organizational Agility Written Communication Approachability Customer Focus Integrity and 
TrustKnowledge: Communication and Media Administration and Management Customer and Personal Service Law and 
Government Education and TrainingSkills: Speaking Writing Monitoring Active Listening Critical Thinking Instructing 
Negotiation Reading Comprehension Time Management Complex Problem Solving Trouble Shooting Judgment and 
Decision Making Systems EvaluationsAbilities: Category Flexibility Inductive Reasoning Oral Comprehension Oral 
Expression Problem Sensitivity Written Comprehension Written Expression Time Sharing Speech Clarity Speech 
Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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072843 - MANAGED CARE SPECIALIST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3029 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree or graduation 
from an accredited college or university with an associate's degree and two years of qualifying professional experience 
related to administrative, customer service and/or data entry positions associated with the application of policy or 
executing procedural provisions and/or eligibility within a health or healthcare, casework, or an insurance setting.  
Substitution of Experience for Education: Qualifying professional experience related to administrative, customer service 
and/or data entry positions associated with the application of policy or executing procedural provisions and/or eligibility 
within a health or healthcare, casework, or an insurance setting  may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). Substitution of Experience for Education: Two years 
of full-time work as a Managed Care Specialist with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience,100%,for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for highly technical professional TennCare program work of 
considerable difficulty and/or supervisory work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the highly technical professional or supervisory class in the Managed Care Specialist sub-
series. An employee in this class performs highly technical TennCare program work or supervises a small to moderate 
sized unit of Managed Care Specialists and/or sub professional staff performing TennCare duties. This class differs from 
Managed Care Specialist 2 in that an incumbent of the latter performs TennCare program work of average difficulty and 
is not responsible for highly technical or supervisory work. 
 
Work Activities: 
Monitoring and Controlling Resources:  Identifies inconsistencies and errors in policies, rules, procedures and suggest 
corrective action to management. Follows policies, rules, procedures to ensure that taxpayers receive value from tax 
dollars. Ensures resources are available to allow staff to complete job duties in a timely and efficient 
manner.Establishing and Maintaining Interpersonal Relationships: Networks with external and internal business partners 
to ensure open dialogue exists and to facilitate coordination and unified effort. Maintains professional working 
relationships with peers and with upper management to ensure smooth and effective team operations. Leads 
peers/subordinates to liaise with other state agencies, and outside entities to ensure accurate and timely processing of 
enrollee/provider requests.Processing Information: Leads peers/subordinates in compiling information received via 
mail/fax/call center into an electronic database to begin initial process for program participation related to application, 
appeals, recertification's, etc. Leads peers/subordinates in preparing provider rates for nursing homes and out of state 
hospitals to be loaded into electronic database to determine the appropriate per diem rate paid for services rendered. 
Processes returned information to verify specific enrollment or denial criteria for participation in the HCFA/TennCare 
program. Processes information sent to and received from contractors to determine the next step in the appeals process 
and assigns the process to a peer/subordinate. Verifies provider information received to initiate a survey from 
Department of Health, Healthcare Facilities, for the purpose of opening a new Intermediate Care Facility for the 
developmentally challenged. Calculates information received from contractors and compiles data for monthly and 
quarterly federal reporting. Verifies the accuracy and completeness of information received, and ensures that it is 
processed within required time frames.Communicating with Supervisors, Peers, or Subordinates: Provides regular 
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updates to upper management and other internal business partners on the status of assigned work or an assigned 
project to facilitate understanding and resolution. Conducts a variety of meetings to provide and gather status updates 
for assigned workload. Provides updates to assigned supervisor to ensure accurate and timely receipt of instructions and 
work assignments.Communicating with Persons Outside Organization: Communicates with external business partners 
with appropriate written or oral notifications related to specific program information to ensure understanding, facilitate 
services and expedite claims or appeals. Contacts vendors and other outside agencies related to HCFA/TennCare to 
obtain/provide required information and/or for clarification purposes. Answers or responds to complex inquiries from 
external business partners for the purpose of relaying and/or correcting information, and policy/guideline 
interpretation.Staffing Organizational Units: Anticipates staffing needs and requests hiring requisition within stated 
guidelines to ensure appropriate staffing levels for work at hand. Interviews selected applicants using applicable state 
and federal guidelines to choose the most suited candidate for the open position. Uses best business practices to 
appoint and promote most qualified employee for assigned position.Provide Consultation and Advice to Others: 
Provides consultation and advice relating to federal and state health policies to internal and external partners, 
applicants and other interested stakeholders. Trains/educates internal and external partners and other interested 
stakeholders related to agency programs and services.Guiding, Directing, and Motivating Subordinates: Completes the 
performance management process for each direct report to include a job planning discussion, two interims and a formal 
evaluation, all based on the SMART formula. Provides ongoing feedback related to assigned tasks to ensure complete 
understanding, accuracy of work and appropriate deadlines are met.Making Decisions and Solving Problems: Leads the 
analysis of data received from contractors to ensure accuracy and functional performance prior to live implementation. 
Analyzes errors identified through electronic process and assigns to peers/subordinates to resolve issues in order to 
complete enrollment in the HCFA/TennCare program.Updating and Using Relevant Knowledge: Conducts or leads in 
training as required to ensure continual learning and current knowledge related to the managed care field in order to 
access applicable systems. Utilizes acquired knowledge and skills to improve daily performance of assigned 
tasks.Identifying Objects, Actions, and Events: Leads the identifying of those appeals indicated as emergency appeals to 
ensure they are processed timely and within the required time frame. Leads the identifying of those appeals indicated as 
standard appeals to ensure they are processed within the required time frame.Judging the Qualities of Things, Services, 
or People: Leads in assessing the information received through the Help Desk/Call Center to evaluate and/or prioritize 
for issue resolution.Analyzing Data or Information: Leads the analysis of data received from contractors to ensure 
accuracy and functional performance prior to live implementation.Interacting With Computers: Uses appropriate data 
base tracking software, specific to the State and Agency, as required, to perform assigned tasks. Uses office productivity 
software, including but not limited to, word processing programs, spreadsheets programs, presentation software, web-
based email programs and search engines to perform assigned tasks. Utilizes state and federal databases as required in 
order to verify current data and/or obtain updates.Documenting/Recording Information: Leads peers/subordinates in 
documenting and storing enrollee and/or provider information in electronic databases and/or physical form, to track 
appeals as required for administrative processes. Leads peers/subordinates in recording and monitoring enrollee and/or 
provider calls and stores electronic information for the applicable time frame to ensure accurate information is 
provided, concerns addressed, and final resolution is achieved. Leads documentation and management of enrollee 
changes to Managed Care Organization rosters to ensure accurate information is reflected for benefits.Interpreting the 
Meaning of Information for Others: Interprets specialized information related to division operations for internal and 
external business partners to ensure understanding and facilitate relationships. Explains HCFA/TennCare program 
specific procedures, guidelines and regulations to the general public, persons in other departments or divisions, or 
outside organizations or representatives as required, in response to basic inquiries.Organizing, Planning, and Prioritizing 
Work: Organizes and prioritizes personal and/or unit workloads to ensure timely and accurate completion of daily 
workflow. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of daily work.Developing and Building Teams: Facilitates, develops and maintains working relationships with 
team members to enhance productivity and effectively serve customer needs and promote self sufficiency within the 
work unit. Assigns smaller work groups, built on the strength of individuals within teams, to enhance relationships and 
facilitate workload products.Resolving Conflicts and Negotiating with Others: Resolves intermediate conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Directs 
complex conflicts to assigned supervisor or Human Resources, as required.Coordinating the Work and Activities of 
Others: Coordinates workload of peers/subordinates with internal and external business partners as required to 
facilitate timely and accurate task completion. Coordinating with upper management, peers, and assigned subordinates 
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to facilitate equitable workload distribution. Coordinates meetings, events and other special projects to ensure 
attendance, availability and coverage of work area. Prioritizes employees' daily/weekly/monthly work to ensure all work 
is completed by established deadlines and meets quality standards.Evaluating Information to Determine Compliance 
with Standards: Leads peers/subordinates to evaluate the status of provider enrollment based on disclosure information 
provided in application in order to make a determination of approval and further participation in Medicaid program. 
Leads in evaluating the information received from the Department of Health, Health Care Facilities' surveys for 
compliance and/or renewal of Nursing Facility contracts.Performing Administrative Activities: Enters personal time and 
leave/overtime requests into the appropriate database as required to ensure accurate time and labor processing. 
Approves staff time and leave/overtime requests in the appropriate database as required to ensure accurate time and 
labor processing. Responds to emails, telephone calls, and other correspondence in a timely fashion. Scans, uploads, 
faxes and/or email backup copies of appeals, provider and enrollee correspondence, or other information to ensure 
proper documentation and preservation. Performs a variety of professional administrative duties related to: eligibility 
determinations, missed appeals and/or status of appeals, contract compliance, tracking correspondence to resolution, 
provider applications, etc.Getting Information: Leads the obtaining of information via emails from call center or 
faxes/mail from outside entities in order to identify issues from enrollees, medical facilities, providers, and/or Managed 
Care Organizations. Observes the identification of whether providers want to be linked to a specific group, or enrolled as 
an individual entity. Leads the contacting of providers, enrollees or other outside entities via telephone or email for 
additional information in order to complete the enrollment process and/or resolve issues. Conducts meetings to obtain 
necessary information needed to achieve operational objectives. Oversees the gathering of information from written 
Standard Operating Procedures to ensure all processes are followed.Monitor Processes, Materials, or Surroundings: 
Leads the monitoring of the provider paper and/or electronic enrollment files to identify missing/incorrect information 
in database relevant to ensuring timely processing of payment to providers. Leads the monitoring of provider paper 
and/or electronic files to identify sanctions or terminations to prevent ineligible participation in the TennCare program. 
Leads the reviewing of mail batch processing to track provider applications and identify pending status of approval for 
participation in TennCare program. Monitors the work of peers/subordinates to ensure appeals are processed timely 
and within court mandated timeframes for compliance. Reviews the work of peers/assigned subordinates in monitoring 
file tracking queue to ensure pending issues have been identified and distributed to Legal Assistants and/or other 
appropriate staff for processing. Leads the review of system information to determine if additional information will be 
needed to complete the eligibility process and request said information. Reviews queue of pending pre-admission 
evaluations to determine if program criteria have been met for determination of financial eligibility.Coaching and 
Developing Others: Mentors new and less experienced employees/staff/co-worker to ensure understanding of 
information/processes, as required. Identifies training opportunities for staff and facilitates attendance. Provides one-
on-one interaction and discussion to determine additional resources to develop and/or improve job skills. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Problem Solving Delegation Time Management Command Skills Standing Alone 
Perseverance Organizational Agility Written Communication Approachability Customer Focus Integrity and 
TrustKnowledge: Communication and Media Administration and Management Customer and Personal Service Law and 
Government Education and TrainingSkills: Speaking Writing Monitoring Active Listening Critical Thinking Instructing 
Negotiation Reading Comprehension Time Management Complex Problem Solving Trouble Shooting Judgment and 
Decision Making Systems EvaluationsAbilities: Category Flexibility Inductive Reasoning Oral Comprehension Oral 
Expression Problem Sensitivity Written Comprehension Written Expression Time Sharing Speech Clarity Speech 
Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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002545 - MANAGED CARE TECHNICIAN 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2597 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical and/or customer service experience, of which one year must be in a TennCare, Medicaid, Managed 
Care, or any other related health insurance organization. Substitution of Experience for Education: Qualifying experience 
in clerical and/or customer service work may substitute for the required education (e.g., experience equivalent to one 
year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).OROne year of full-time work as a Managed Care Operator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for TennCare technical work of average difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class assists professional Managed Care 
specialists in performing a variety of TennCare program assignments. Work involves assisting in such duties as 
conducting TennCare related research, processing claims, developing TennCare reports and program material, 
performing TennCare program planning and evaluation, and functioning as a lead worker to the Managed Care 
Operators. This class differs from that of classes in the Managed Care Specialist sub-series in that incumbents of the 
latter perform professional level TennCare program duties at a greater level of complexity and with more independence, 
and may supervise and/or provide technical guidance to incumbents in this class. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail. Interpreting the Meaning of Information for Others:    
Interprets a variety of program rules, regulations, policies, procedures, and documentation for internal and external 
business partners to facilitate understanding, enhance communications, and ensure compliance.Guiding, Directing, and 
Motivating Subordinates:    Provides guidance and direction to team members and monitoring performance to ensure 
timely completion of tasks.Making Decisions and Solving Problems:    Analyzes internal and external information and 
evaluates results to choose the best solution and solve problems.Thinking Creatively:    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.Training and Teaching Others:    
Identifies the educational needs of others, developing formal educational or training programs or classes, and teaching 
or instructing others.Performing Administrative Activities:    Performs day-to-day administrative tasks such as 
maintaining information files and processing paperwork.Coordinating the Work and Activities of Others:    Coordinates 
workload with internal and external partners as required to facilitate timely and accurate task completion.Evaluating 
Information to Determine Compliance with Standards:    Evaluates data input for completeness, accuracy, and 
compliance with policies and standards, and makes changes as needed.    Evaluates internally and externally generated 
reports for completeness and accuracy, and makes corrections as needed.    Evaluates performance documents of 
agency employees submitted to supervisory personnel for compliance with performance evaluation guidelines.Coaching 
and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others 
to improve their knowledge and skills.Monitor Processes, Materials, or Surroundings:    Audits data input and 
performance of coworkers to ensure accuracy and departmental goals are met.    Monitors information provided on 
documents received to ensure accuracy.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Writes instructions for the assembly of an electronic or mechanic device to ensure functionality of the unit.Resolving 
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Conflicts and Negotiating with Others:    Handles complaints, settles disputes, and resolves grievances and conflicts, or 
otherwise negotiates with others.Performing for or Working Directly with the Public:    Provides customer service to 
internal and external customers to maintain positive relationships and ensure positive results.Judging the Qualities of 
Things, Services, or People:    Evaluates how well a subordinate or peer performs according to policies and program 
guidelines, as required, and consults with supervisors to assist in the performance evaluation process.Inspecting 
Equipment, Structures, or Material:    Responds to complaints or needs from supervisors, coworkers, and/or 
subordinates regarding the function of equipment, materials, and surroundings in order to maintain a functional 
working environment, and contacts the proper entity for correction as needed.Documenting/Recording Information:    
Documents auditing performed for employee performance purposes to ensure accurate information is used in decision 
making.    Enters data into the appropriate computer program to enroll members and/or providers into services or 
reports services provided to members.    Documents the performance of team members to ensure accurate and 
unbiased performance evaluations.Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to 
prioritize, organize, and accomplish work in an efficient manner.Provide Consultation and Advice to Others:    Provides 
guidance and expert advice to management or other groups on technical, systems, or process-related topics.Developing 
and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members.Analyzing 
Data or Information:    Analyzes internal and external data for planning work flow, and generates a report for supervisors 
to enable efficient completion of tasks.    Analyzes internal and external paperwork for accuracy, and makes changes as 
needed.    Analyzes data input to ensure accuracy, compliance with policies and standards, and for training and 
corrective actions.Selling or Influencing Others:    Sells program benefits and the services of the team to internal and 
external business contacts.Updating and Using Relevant Knowledge:    Attends agency specific training as required to 
ensure compliance with departmental, state, and federal laws and guidelines.Interacting With Computers:    Uses office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and search engines to accomplish tasks.Getting Information:    Receives 
applications through multiple media in order to enroll providers in the Medicaid Program.    Receives data from 
TennCare on a weekly basis in order to generate the outreach call lists for completion and to ensure that eligible 
participants are aware of the services available to them.    Receives information from superiors regarding policies, 
procedures, changes, and updates in order to provide the most current services to members and/or providers.    
Receives information from other departments, agencies, and constituents in order to enroll members into 
services.Scheduling Work and Activities:    Consults with peers and subordinates regarding workflow in order to 
streamline the completion of tasks.Assisting and Caring for Others:    Providing personal assistance, medical attention, 
emotional support, or other personal care to others such as coworkers, customers, or patients.Establishing and 
Maintaining Interpersonal Relationships:    Developing constructive and cooperative working relationships with others, 
and maintaining them over time.Identifying Objects, Actions, and Events:    Identifies changes to policies to update 
standard operating procedures and ensure that the team's work is in compliance with the most current 
standards.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, coworkers, 
and team members by telephone, in written form, e-mail, or in person.Processing Information:    Calculates and 
categorizes all applications received and calculates the number of providers and members enrolled on a daily basis, in 
order to provide a total weekly report to the manager.    Tabulates specific upcoming and completed tasks to provide a 
report to supervisor and/or manager for quality assurance and planning.Repairing and Maintaining Mechanical 
Equipment:    Repairs minor issues identified with general office equipment or reports the issue to the appropriate staff 
to ensure the functionality. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Learning on the Fly    Problem Solving    Informing    Priority Setting    Time 
Management    Standing Alone    Perseverance    Comfort around Higher Management    Written Communications    
Approachability    Boss Relationships    Composure    Integrity and Trust    ListeningKnowledge:    Clerical    Customer and 
Personal Service    Education and Training    Law and GovernmentSkills:    Active Listening    Critical Thinking    Learning 
Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Complex Problem Solving    
Judgment/Decision Making    Time ManagementAbilities:    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Time Sharing    Written Comprehension    Dynamic Flexibility    Hearing Sensitivity    Speech Clarity    
Speech Recognition 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier/Scanner    Other related office equipment as 
required 
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002545 - MANAGED CARE TECHNICIAN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2598 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of clerical and/or customer service experience, of which one year must be in a TennCare, Medicaid, Managed 
Care, or any other related health insurance organization. Substitution of Experience for Education: Qualifying experience 
in clerical and/or customer service work may substitute for the required education (e.g., experience equivalent to one 
year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).OROne year of full-time work as a Managed Care Operator with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for TennCare technical work of average difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class assists professional Managed Care 
specialists in performing a variety of TennCare program assignments. Work involves assisting in such duties as 
conducting TennCare related research, processing claims, developing TennCare reports and program material, 
performing TennCare program planning and evaluation, and functioning as a lead worker to the Managed Care 
Operators. This class differs from that of classes in the Managed Care Specialist sub-series in that incumbents of the 
latter perform professional level TennCare program duties at a greater level of complexity and with more independence, 
and may supervise and/or provide technical guidance to incumbents in this class. 
 
Work Activities: 
Communicating with Persons Outside Organization:     Communicating with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail. Interpreting the Meaning of Information for Others:    
Interprets a variety of program rules, regulations, policies, procedures, and documentation for internal and external 
business partners to facilitate understanding, enhance communications, and ensure compliance.Guiding, Directing, and 
Motivating Subordinates:    Provides guidance and direction to team members and monitoring performance to ensure 
timely completion of tasks.Making Decisions and Solving Problems:    Analyzes internal and external information and 
evaluates results to choose the best solution and solve problems.Thinking Creatively:    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.Training and Teaching Others:    
Identifies the educational needs of others, developing formal educational or training programs or classes, and teaching 
or instructing others.Performing Administrative Activities:    Performs day-to-day administrative tasks such as 
maintaining information files and processing paperwork.Coordinating the Work and Activities of Others:    Coordinates 
workload with internal and external partners as required to facilitate timely and accurate task completion.Evaluating 
Information to Determine Compliance with Standards:    Evaluates data input for completeness, accuracy, and 
compliance with policies and standards, and makes changes as needed.    Evaluates internally and externally generated 
reports for completeness and accuracy, and makes corrections as needed.    Evaluates performance documents of 
agency employees submitted to supervisory personnel for compliance with performance evaluation guidelines.Coaching 
and Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others 
to improve their knowledge and skills.Monitor Processes, Materials, or Surroundings:    Audits data input and 
performance of coworkers to ensure accuracy and departmental goals are met.    Monitors information provided on 
documents received to ensure accuracy.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Writes instructions for the assembly of an electronic or mechanic device to ensure functionality of the unit.Resolving 
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Conflicts and Negotiating with Others:    Handles complaints, settles disputes, and resolves grievances and conflicts, or 
otherwise negotiates with others.Performing for or Working Directly with the Public:    Provides customer service to 
internal and external customers to maintain positive relationships and ensure positive results.Judging the Qualities of 
Things, Services, or People:    Evaluates how well a subordinate or peer performs according to policies and program 
guidelines, as required, and consults with supervisors to assist in the performance evaluation process.Inspecting 
Equipment, Structures, or Material:    Responds to complaints or needs from supervisors, coworkers, and/or 
subordinates regarding the function of equipment, materials, and surroundings in order to maintain a functional 
working environment, and contacts the proper entity for correction as needed.Documenting/Recording Information:    
Documents auditing performed for employee performance purposes to ensure accurate information is used in decision 
making.    Enters data into the appropriate computer program to enroll members and/or providers into services or 
reports services provided to members.    Documents the performance of team members to ensure accurate and 
unbiased performance evaluations.Organizing, Planning, and Prioritizing Work:    Develops specific goals and plans to 
prioritize, organize, and accomplish work in an efficient manner.Provide Consultation and Advice to Others:    Provides 
guidance and expert advice to management or other groups on technical, systems, or process-related topics.Developing 
and Building Teams:    Encourages and builds mutual trust, respect, and cooperation among team members.Analyzing 
Data or Information:    Analyzes internal and external data for planning work flow, and generates a report for supervisors 
to enable efficient completion of tasks.    Analyzes internal and external paperwork for accuracy, and makes changes as 
needed.    Analyzes data input to ensure accuracy, compliance with policies and standards, and for training and 
corrective actions.Selling or Influencing Others:    Sells program benefits and the services of the team to internal and 
external business contacts.Updating and Using Relevant Knowledge:    Attends agency specific training as required to 
ensure compliance with departmental, state, and federal laws and guidelines.Interacting With Computers:    Uses office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and search engines to accomplish tasks.Getting Information:    Receives 
applications through multiple media in order to enroll providers in the Medicaid Program.    Receives data from 
TennCare on a weekly basis in order to generate the outreach call lists for completion and to ensure that eligible 
participants are aware of the services available to them.    Receives information from superiors regarding policies, 
procedures, changes, and updates in order to provide the most current services to members and/or providers.    
Receives information from other departments, agencies, and constituents in order to enroll members into 
services.Scheduling Work and Activities:    Consults with peers and subordinates regarding workflow in order to 
streamline the completion of tasks.Assisting and Caring for Others:    Providing personal assistance, medical attention, 
emotional support, or other personal care to others such as coworkers, customers, or patients.Establishing and 
Maintaining Interpersonal Relationships:    Developing constructive and cooperative working relationships with others, 
and maintaining them over time.Identifying Objects, Actions, and Events:    Identifies changes to policies to update 
standard operating procedures and ensure that the team's work is in compliance with the most current 
standards.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, coworkers, 
and team members by telephone, in written form, e-mail, or in person.Processing Information:    Calculates and 
categorizes all applications received and calculates the number of providers and members enrolled on a daily basis, in 
order to provide a total weekly report to the manager.    Tabulates specific upcoming and completed tasks to provide a 
report to supervisor and/or manager for quality assurance and planning.Repairing and Maintaining Mechanical 
Equipment:    Repairs minor issues identified with general office equipment or reports the issue to the appropriate staff 
to ensure the functionality. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Learning on the Fly    Problem Solving    Informing    Priority Setting    Time 
Management    Standing Alone    Perseverance    Comfort around Higher Management    Written Communications    
Approachability    Boss Relationships    Composure    Integrity and Trust    ListeningKnowledge:    Clerical    Customer and 
Personal Service    Education and Training    Law and GovernmentSkills:    Active Listening    Critical Thinking    Learning 
Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Complex Problem Solving    
Judgment/Decision Making    Time ManagementAbilities:    Deductive Reasoning    Information Ordering    Memorization    
Oral Comprehension    Time Sharing    Written Comprehension    Dynamic Flexibility    Hearing Sensitivity    Speech Clarity    
Speech Recognition 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copier/Scanner    Other related office equipment as 
required 
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075328 - MANAGEMENT CONSULTANT 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3493 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073474 - MANAGER-EXECUTIVE RESIDENCE 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3321 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062620 - MARINA MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1743 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degreeand experience 
equivalent to three years of full-time work in marina operations, including at least one years of supervisory experience 
in a marina operation. Substitution of Education for Experience: Additional experience at an accredited college or 
university in business marketing, public relations, recreation management, or other closely related fields may substitute 
for the required experience on a year-for-year basis, there being no substitution for the required one years of 
supervisory experience. Substitution of Experience for Education:Experience in marina operations can substitute for the 
required education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs supervisory work of routine difficulty in directing the operation of a 
marina facility at a Tennessee State Park and performs related work as required. Distinguishing Features: An employee 
in this class manages a small staff of workers in the maintenance and operation of a marina facility.  This class differs 
from the conservation worker series in that incumbents of the latter are not responsible for marina facilities. 
 
Work Activities: 
 Manages motorized and non-motorized boat rental operations, gas and oil sales, restaurant services, and boat dockage 
and utilities payments for a marina facility. Manages and executes an annual operating budget for a marina facility to 
both promote the marina services to increase profit and oversee expenditures. Supervise the maintenance, repair, 
inspection, and clean-up of a marina facility by routinely surveying the facility and directing staff members to perform 
necessary maintenance duties. Oversee Marina facility operations to ensure that they are in compliance with local, 
state, and federal guidelines. Maintains records for boat slip space lease agreements, marina retail inventory, dockage 
payments, boat and motor rentals, marina maintenance, gas and oil sales, laundromat sales, and facility inspection logs; 
and reconciliation of payments receipts daily. Prepares reports to park management and the Tennessee Department of 
Environment and Conservation central office on the status and operation of marina facilities such as; slip occupancy 
reports, sales reports, inventory, waiting lists, and other reports as needed.  Works in conjunction with local, state, and 
federal regulatory bodies to communicate, educate, and enforce proper equipment operation, safety standards, boating 
regulations, and licensure requirements to all marina visitors.  Manages and oversees the procurement of supplies and 
services by seeking bids from various vendors and/or placing orders to ensure all departmental, state and federal 
guidelines are met and purchases are justified through documentation. Develops and maintains working relationships 
with individuals renting slip space at a marina and other visitors of a marina facility ensuring that park policies are 
communicated and adhered to and that customer problems or concerns are addressed. Safely operate and utilize a 
variety of equipment such as forklifts, hoists, gas pumps, and motorized boats for proper boat storage and readiness for 
usage.  Supervises marina staff at a state park; performs all supervisory duties such as interviewing and hiring 
employees, scheduling work assignments, attendance and leave, and completing performance evaluations. 
 
Competencies (KSA’s): 
Competencies: Approachability                    Building Effective Teams                   Command Skills                   Conflict 
Management                         Customer Focus                    Decision Quality                   Ethics and Values                                 
Managing Vision and Purpose                           Organizing                              Priority Setting  Time Management  Knowledge: 
Administration and Management                   Clerical                                Customer and Personal Service                      
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Economics and Accounting                             Law and Government                       Mathematics                       Mechanical                         
Personnel and Human Resources                   Public Safety and Security                               Sales and Marketing                          
Skills: Active Listening                              Critical Thinking                             Equipment Maintenance                               
Management of Financial Resources                          Management of Material Resources                            Management of 
Personnel Resources                         Negotiation                       Operation and Control                   Reading Comprehension                             
Service Orientation  Speaking Time Management Writing                              Abilities: Control Precision                            
Deductive Reasoning                     Oral Comprehension                      Peripheral Vision                            Problem Sensitivity                      
Reaction Time                                 Spatial Orientation                          Speech Clarity                                 Time Sharing                   
Written Expression               
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Scanner Copy Machine Printer Projector Calculator Cell Phone Safety Equipment 
Motor Vehicles Heavy Equipment Marina Forklift Lawn Care Equipment Fuel Pumps Motorized Boats Non-Motorized 
Boats Pumpout Equipment Submersible  Pump Pressure Washer Wet/Dry Vacuum Maintenance Tools Veeder Root 
Cleaning Equipment 
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073815 - MEDIA PRODUCER/DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3653 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in broadcasting, 
communications, or other related acceptable field and experience equivalent to two years of full-time responsible 
professional broadcasting, television communications, or film production work. Substitution of Experience for 
Education: Qualifying full-time professional experience in broadcasting, television communications, or film production 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional communications work of average difficulty in 
directing and producing public affairs and/or instructional television programs, or media; and performs related work as 
required. Distinguishing Features: An employee in this class is responsible for supervising a technical staff engaged in 
script writing, selection of sound and digital effects, set design, studio lighting, camera operations, audio adjustment, 
and editing during the production of media programs. Work includes contacting guests or talent to appear in programs 
and directing rehearsal activities prior to recording. Much independence and flexibility in carrying out duties of work is 
given in order to facilitate creativity in media production. 
 
Work Activities: 
Documenting/Recording Information:    Records audio and video elements for media production.Thinking Creatively:    
Develops, designs, or creates new application, ideas, relationships, systems, or products, including artistic contributions.    
Participates in brainstorming sessions to develop media for presentation.Inspecting Equipment, Structures, or Material:    
Maintains various media equipment to ensure all items are in good working order.Communicating with Supervisors, 
Peers, or Subordinates:    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines.Handling and Moving Objects:    Handles various media production equipment to 
ensure the proper setup.Controlling Machines and Processes:    Operates a variety of office equipment including but not 
limited to large format printers, digital still and video cameras, standard printers, fax machines, and scanners.Interacting 
with Computers:    Uses various computer software including but not limited to editing software, media production 
software, page layout software, audio software, and motion graphics for media production.    Uses computer systems 
such as PC and MAC to complete tasks.    Maintains digital backup of material for archival purposes.Training and 
Teaching Others:    Develops media productions for formal education and training programs for use by internal business 
partners.Provide Consultation and Advice to Others:    Provides advice to management and other groups on production 
of media, technical, and process related topics to achieve the desired result.Performing General Physical Activities:    
Performs physical activities that require considerable use of your arms, legs and moving your whole body, such as 
climbing, lifting, balancing, walking, and stooping by moving and setting up media equipment.Repairing and Maintaining 
Electronic Equipment:    Maintains electronic media production equipment to ensure proper working 
order.Communicating with Persons Outside Organization:    Communicates with people outside the organization, 
representing the organization to customers, the public, government, and other external sources.Establishing and 



 TN Job Classification Specifications  
September 22, 2020 

Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintains them over time.Getting Information:    Receives request through verbal notification, email, telephone, or 
written form for media projects from program staff for release to internal employees and/or the public.Scheduling Work 
and Activities:    Schedules personal workload to ensure timely processing and account for current workload.Monitor 
Processes, Materials, or Surrounding:     Monitors inventory of supplies needed to produce media.Making Decisions and 
Solving Problems:    Analyzes a given request to determine the best process to use to produce the desired 
media.Organizing Planning, and Prioritizing Work:    Organizes and prioritizes personal workload using calendars, lists, 
and other facilitators to ensure timely and accurate completion of work.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates motor vehicle to transport media equipment to various events.Repairing and Maintaining 
Mechanical Equipment:    Maintains mechanical media production equipment to ensure working order.Performing 
Administrative Activities:    Performs day-to-day tasks such as maintaining information files and processing paperwork 
for efficient task completion.Updating and Using Relevant Knowledge:    Maintains current knowledge of all current 
media production techniques and theories for proficiency. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional/Technical Competency    Innovation Management    Priority Setting    Comfort 
around Higher Management    Organizational Agility    Written Communications    Approachability    Customer 
FocusKnowledge:    Communications and Media    Computers and Electronics    Customer and Personal Service    Design    
Education and Training    Fine ArtsSkills:    Active Listening    Critical Thinking    Writing    Social Perceptiveness    
Equipment Maintenance    Equipment SelectionAbilities:    Fluency of Ideas    Oral Comprehension    Oral Expression    
Originality    Visualization    Written Comprehension    Arm-Hand Steadiness    Stamina    Auditory Attention    Visual 
Color Discrimination 
 
Tools and Equipment Used: 
    Digital Still Cameras    Digital Video Cameras    Audio Recording Devices    Lighting Equipment    Edition Software    
Photo Manipulation Software    Layout & Design Software    Graphic Production Software    Sound Design Software    
Other Media Production Software and Equipment as required    Personal Computer    Copy Machine    PrinterOther 
Office Related Equipment as required 
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073815 - MEDIA PRODUCER/DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3654 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in broadcasting, 
communications, or other related acceptable field and experience equivalent to two years of full-time responsible 
professional broadcasting, television communications, or film production work. Substitution of Experience for 
Education: Qualifying full-time professional experience in broadcasting, television communications, or film production 
may be substituted for the required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional communications work of average difficulty in 
directing and producing public affairs and/or instructional television programs, or media; and performs related work as 
required. Distinguishing Features: An employee in this class is responsible for supervising a technical staff engaged in 
script writing, selection of sound and digital effects, set design, studio lighting, camera operations, audio adjustment, 
and editing during the production of media programs. Work includes contacting guests or talent to appear in programs 
and directing rehearsal activities prior to recording. Much independence and flexibility in carrying out duties of work is 
given in order to facilitate creativity in media production. 
 
Work Activities: 
Documenting/Recording Information:    Records audio and video elements for media production.Thinking Creatively:    
Develops, designs, or creates new application, ideas, relationships, systems, or products, including artistic contributions.    
Participates in brainstorming sessions to develop media for presentation.Inspecting Equipment, Structures, or Material:    
Maintains various media equipment to ensure all items are in good working order.Communicating with Supervisors, 
Peers, or Subordinates:    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines.Handling and Moving Objects:    Handles various media production equipment to 
ensure the proper setup.Controlling Machines and Processes:    Operates a variety of office equipment including but not 
limited to large format printers, digital still and video cameras, standard printers, fax machines, and scanners.Interacting 
with Computers:    Uses various computer software including but not limited to editing software, media production 
software, page layout software, audio software, and motion graphics for media production.    Uses computer systems 
such as PC and MAC to complete tasks.    Maintains digital backup of material for archival purposes.Training and 
Teaching Others:    Develops media productions for formal education and training programs for use by internal business 
partners.Provide Consultation and Advice to Others:    Provides advice to management and other groups on production 
of media, technical, and process related topics to achieve the desired result.Performing General Physical Activities:    
Performs physical activities that require considerable use of your arms, legs and moving your whole body, such as 
climbing, lifting, balancing, walking, and stooping by moving and setting up media equipment.Repairing and Maintaining 
Electronic Equipment:    Maintains electronic media production equipment to ensure proper working 
order.Communicating with Persons Outside Organization:    Communicates with people outside the organization, 
representing the organization to customers, the public, government, and other external sources.Establishing and 
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Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintains them over time.Getting Information:    Receives request through verbal notification, email, telephone, or 
written form for media projects from program staff for release to internal employees and/or the public.Scheduling Work 
and Activities:    Schedules personal workload to ensure timely processing and account for current workload.Monitor 
Processes, Materials, or Surrounding:     Monitors inventory of supplies needed to produce media.Making Decisions and 
Solving Problems:    Analyzes a given request to determine the best process to use to produce the desired 
media.Organizing Planning, and Prioritizing Work:    Organizes and prioritizes personal workload using calendars, lists, 
and other facilitators to ensure timely and accurate completion of work.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates motor vehicle to transport media equipment to various events.Repairing and Maintaining 
Mechanical Equipment:    Maintains mechanical media production equipment to ensure working order.Performing 
Administrative Activities:    Performs day-to-day tasks such as maintaining information files and processing paperwork 
for efficient task completion.Updating and Using Relevant Knowledge:    Maintains current knowledge of all current 
media production techniques and theories for proficiency. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional/Technical Competency    Innovation Management    Priority Setting    Comfort 
around Higher Management    Organizational Agility    Written Communications    Approachability    Customer 
FocusKnowledge:    Communications and Media    Computers and Electronics    Customer and Personal Service    Design    
Education and Training    Fine ArtsSkills:    Active Listening    Critical Thinking    Writing    Social Perceptiveness    
Equipment Maintenance    Equipment SelectionAbilities:    Fluency of Ideas    Oral Comprehension    Oral Expression    
Originality    Visualization    Written Comprehension    Arm-Hand Steadiness    Stamina    Auditory Attention    Visual 
Color Discrimination 
 
Tools and Equipment Used: 
    Digital Still Cameras    Digital Video Cameras    Audio Recording Devices    Lighting Equipment    Edition Software    
Photo Manipulation Software    Layout & Design Software    Graphic Production Software    Sound Design Software    
Other Media Production Software and Equipment as required    Personal Computer    Copy Machine    PrinterOther 
Office Related Equipment as required 
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073124 - MEDICAL BOARD DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3249 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002540 - MEDICAL RECORDS ASSISTANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2594 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of increasingly responsible full-time clerical work, including at least one year of experience in medical records 
filing work, in a vital records or health statistics medical coding and classification unit, or in a similar medical setting. 
Substitution of Experience for Education: Qualifying full-time clerical experience may substitute for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for medical records clerical duties of average difficulty in the 
maintenance and coding of medical records; and performs related work as required.Distinguishing Features:  An 
employee in this class is responsible for maintaining medical records, reports, and hospital statistics.  Work may involve 
leading others in routine coding of diseases and filing of information.  This class differs from Medical Records Technician 
1 in that an incumbent of the latter is certified as an Accredited Records Technician (ART) and may assist in or supervise 
the operation of a hospital medical records library. 
 
Work Activities: 
Getting Information:  Researches patient records and legal documents to determine whether requested information 
may be released to the requesting party. Collects patient information on a daily basis to create reports.Interpreting the 
Meaning of Information for Others: Explains the Health Insurance and Accountability Act (HIPAA) and other laws, rules, 
policies and procedures to individuals requesting information contained in medical records.Processing Information: 
Compares statistical data across various records to verify accuracy. Resolves or clarifies codes or diagnoses with 
conflicting, missing, or unclear information by consulting with doctors or others or by participating in the coding team’s 
regular meetings. Tabulates and computes statistical data for monthly reports. Verifies each page of information to be 
placed in a patient record to ensure the record is accurate and complete before finalizing and closing out the 
record.Communicating with Persons Outside Organization: Communicates in person, via email or other written 
communications, and/or by telephone to exchange information with hospitals, physicians, funeral directors, survey 
teams, auditors, the general public, and local, state, and federal agencies.Performing Administrative Activities: 
Maintains medical records securely to ensure the confidentiality of information contained in the records.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person.Documenting/Recording Information: Records medical history and other 
information (e.g., demographic characteristics, history and extent of disease, diagnostic procedures, or treatment) by 
entering data/information into computer. May type medical transcription from electronic database, dictation machine, 
cassette tape and/or written notes concerning patient evaluation, treatment, and other related matters as dictated by 
physicians, psychiatrists, and other health professionals.Coaching and Developing Others: May lead and give guidance 
and training to less experienced workers in the coding and/or classifying of medical and demographic data on vital 
records or health statistics.Controlling Machines and Processes: Operates a variety of standard office machines and 
equipment to accomplish assigned work.Interacting With Computers: Uses office productivity software, such as word 
processing, spreadsheet, or presentation programs, to enter, access or retrieve data; create documents; respond to 
emails; or other related tasks.Updating and Using Relevant Knowledge: Attends training seminars to keep up-to-date on 
the latest methods and technologies relevant to job duties.Handling and Moving Objects: Loads medical files into boxes 
and places boxes onto shelves for storage, using a ladder or step stool as necessary; and unloads boxes from shelves to 
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retrieve medical files for research or information request purposes. Uses push carts to move boxes of medical records 
from one location to another. Receives, sorts, and distributes incoming mail. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Attention to Detail Customer Focus Approachability Composure Dealing with 
Ambiguity Time Management Technical Learning Patience Peer RelationshipsKnowledge: Basic knowledge of 
operation/use of computer hardware and software, including applications such as email, electronic medical record 
software, and other job-related software Basic knowledge of principles and processes for providing customer and 
personal services, including customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction Basic knowledge of medical terminology Basic knowledge of telephone, email/social media, and 
office etiquette Basic knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, medical transcription, and other office procedures and terminology Basic knowledge of 
HIPAA laws and other state and federal privacy laws Basic knowledge of arithmeticSkills: Basic typing skill Basic skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Intermediate skill in understanding written sentences and 
paragraphs in work related documents Basic skill in talking to others to convey information effectively Basic skill in 
communicating effectively in writing as appropriate for the needs of the audienceAbilities: Basic ability to communicate 
information and ideas in speaking so others will understand Ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion) Ability to keep or regain body balance or stay upright when in an unstable position 
Ability to lift, push, pull, or carry archive boxes (or similar sized boxes) of files/paper records Ability to make precisely 
coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects Ability 
to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to coordinate the movement of arms, legs, and 
torso together when the whole body is in motion Ability to see details at close range (within a few feet) Ability to 
identify and understand the speech of another person Ability to speak clearly so others can understand Ability to read 
and understand information and ideas presented in writing Ability to communicate information and ideas in writing so 
others will understand Ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources) Ability to concentrate on a task over a period of time without being distracted Ability to 
apply general rules to specific problems to produce answers that make sense Ability to quickly make sense of, combine, 
and organize information into meaningful patterns 
 
Tools and Equipment Used: 
    Computer    Telephone    Printer/Copier/Fax Machine    Step Stool or Ladder 
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002540 - MEDICAL RECORDS ASSISTANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  8788 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of increasingly responsible full-time clerical work, including at least one year of experience in medical records 
filing work, in a vital records or health statistics medical coding and classification unit, or in a similar medical setting. 
Substitution of Experience for Education: Qualifying full-time clerical experience may substitute for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for medical records clerical duties of average difficulty in the 
maintenance and coding of medical records; and performs related work as required. Distinguishing Features:  An 
employee in this class is responsible for maintaining medical records, reports, and hospital statistics.  Work may involve 
leading others in routine coding of diseases and filing of information.  This class differs from Medical Records Technician 
1 in that an incumbent of the latter is certified as an Accredited Records Technician (ART) and may assist in or supervise 
the operation of a hospital medical records library. 
 
Work Activities: 
Getting Information:  Researches patient records and legal documents to determine whether requested information 
may be released to the requesting party. Collects patient information on a daily basis to create reports. Interpreting the 
Meaning of Information for Others: Explains the Health Insurance and Accountability Act (HIPAA) and other laws, rules, 
policies and procedures to individuals requesting information contained in medical records. Processing Information: 
Compares statistical data across various records to verify accuracy. Resolves or clarifies codes or diagnoses with 
conflicting, missing, or unclear information by consulting with doctors or others or by participating in the coding team’s 
regular meetings. Tabulates and computes statistical data for monthly reports. Verifies each page of information to be 
placed in a patient record to ensure the record is accurate and complete before finalizing and closing out the record. 
Communicating with Persons Outside Organization: Communicates in person, via email or other written 
communications, and/or by telephone to exchange information with hospitals, physicians, funeral directors, survey 
teams, auditors, the general public, and local, state, and federal agencies. Performing Administrative Activities: 
Maintains medical records securely to ensure the confidentiality of information contained in the records. 
Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person. Documenting/Recording Information: Records medical 
history and other information (e.g., demographic characteristics, history and extent of disease, diagnostic procedures, or 
treatment) by entering data/information into computer. May type medical transcription from electronic database, 
dictation machine, cassette tape and/or written notes concerning patient evaluation, treatment, and other related 
matters as dictated by physicians, psychiatrists, and other health professionals. Coaching and Developing Others: May 
lead and give guidance and training to less experienced workers in the coding and/or classifying of medical and 
demographic data on vital records or health statistics. Controlling Machines and Processes: Operates a variety of 
standard office machines and equipment to accomplish assigned work. Interacting With Computers: Uses office 
productivity software, such as word processing, spreadsheet, or presentation programs, to enter, access or retrieve 
data; create documents; respond to emails; or other related tasks. Updating and Using Relevant Knowledge: Attends 
training seminars to keep up-to-date on the latest methods and technologies relevant to job duties. Handling and 
Moving Objects: Loads medical files into boxes and places boxes onto shelves for storage, using a ladder or step stool as 
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necessary; and unloads boxes from shelves to retrieve medical files for research or information request purposes. Uses 
push carts to move boxes of medical records from one location to another. Receives, sorts, and distributes incoming 
mail. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Attention to Detail Customer Focus Approachability Composure Dealing with 
Ambiguity Time Management Technical Learning Patience Peer RelationshipsKnowledge: Basic knowledge of 
operation/use of computer hardware and software, including applications such as email, electronic medical record 
software, and other job-related software Basic knowledge of principles and processes for providing customer and 
personal services, including customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction Basic knowledge of medical terminology Basic knowledge of telephone, email/social media, and 
office etiquette Basic knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, medical transcription, and other office procedures and terminology Basic knowledge of 
HIPAA laws and other state and federal privacy laws Basic knowledge of arithmeticSkills: Basic typing skill Basic skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Intermediate skill in understanding written sentences and 
paragraphs in work related documents Basic skill in talking to others to convey information effectively Basic skill in 
communicating effectively in writing as appropriate for the needs of the audienceAbilities: Basic ability to communicate 
information and ideas in speaking so others will understand Ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion) Ability to keep or regain body balance or stay upright when in an unstable position 
Ability to lift, push, pull, or carry archive boxes (or similar sized boxes) of files/paper records Ability to make precisely 
coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects Ability 
to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to coordinate the movement of arms, legs, and 
torso together when the whole body is in motion Ability to see details at close range (within a few feet) Ability to 
identify and understand the speech of another person Ability to speak clearly so others can understand Ability to read 
and understand information and ideas presented in writing Ability to communicate information and ideas in writing so 
others will understand Ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources) Ability to concentrate on a task over a period of time without being distracted Ability to 
apply general rules to specific problems to produce answers that make sense Ability to quickly make sense of, combine, 
and organize information into meaningful patterns 
 
Tools and Equipment Used: 
 Computer Telephone Printer/Copier/Fax Machine Step Stool or Ladder 
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002540 - MEDICAL RECORDS ASSISTANT 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2595 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of increasingly responsible full-time clerical work, including at least one year of experience in medical records 
filing work, in a vital records or health statistics medical coding and classification unit, or in a similar medical setting. 
Substitution of Experience for Education: Qualifying full-time clerical experience may substitute for the required 
education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for medical records clerical duties of average difficulty in the 
maintenance and coding of medical records; and performs related work as required.Distinguishing Features:  An 
employee in this class is responsible for maintaining medical records, reports, and hospital statistics.  Work may involve 
leading others in routine coding of diseases and filing of information.  This class differs from Medical Records Technician 
1 in that an incumbent of the latter is certified as an Accredited Records Technician (ART) and may assist in or supervise 
the operation of a hospital medical records library. 
 
Work Activities: 
Getting Information:  Researches patient records and legal documents to determine whether requested information 
may be released to the requesting party. Collects patient information on a daily basis to create reports.Interpreting the 
Meaning of Information for Others: Explains the Health Insurance and Accountability Act (HIPAA) and other laws, rules, 
policies and procedures to individuals requesting information contained in medical records.Processing Information: 
Compares statistical data across various records to verify accuracy. Resolves or clarifies codes or diagnoses with 
conflicting, missing, or unclear information by consulting with doctors or others or by participating in the coding team’s 
regular meetings. Tabulates and computes statistical data for monthly reports. Verifies each page of information to be 
placed in a patient record to ensure the record is accurate and complete before finalizing and closing out the 
record.Communicating with Persons Outside Organization: Communicates in person, via email or other written 
communications, and/or by telephone to exchange information with hospitals, physicians, funeral directors, survey 
teams, auditors, the general public, and local, state, and federal agencies.Performing Administrative Activities: 
Maintains medical records securely to ensure the confidentiality of information contained in the records.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person.Documenting/Recording Information: Records medical history and other 
information (e.g., demographic characteristics, history and extent of disease, diagnostic procedures, or treatment) by 
entering data/information into computer. May type medical transcription from electronic database, dictation machine, 
cassette tape and/or written notes concerning patient evaluation, treatment, and other related matters as dictated by 
physicians, psychiatrists, and other health professionals.Coaching and Developing Others: May lead and give guidance 
and training to less experienced workers in the coding and/or classifying of medical and demographic data on vital 
records or health statistics.Controlling Machines and Processes: Operates a variety of standard office machines and 
equipment to accomplish assigned work.Interacting With Computers: Uses office productivity software, such as word 
processing, spreadsheet, or presentation programs, to enter, access or retrieve data; create documents; respond to 
emails; or other related tasks.Updating and Using Relevant Knowledge: Attends training seminars to keep up-to-date on 
the latest methods and technologies relevant to job duties.Handling and Moving Objects: Loads medical files into boxes 
and places boxes onto shelves for storage, using a ladder or step stool as necessary; and unloads boxes from shelves to 
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retrieve medical files for research or information request purposes. Uses push carts to move boxes of medical records 
from one location to another. Receives, sorts, and distributes incoming mail. 
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Attention to Detail Customer Focus Approachability Composure Dealing with 
Ambiguity Time Management Technical Learning Patience Peer RelationshipsKnowledge: Basic knowledge of 
operation/use of computer hardware and software, including applications such as email, electronic medical record 
software, and other job-related software Basic knowledge of principles and processes for providing customer and 
personal services, including customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction Basic knowledge of medical terminology Basic knowledge of telephone, email/social media, and 
office etiquette Basic knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, medical transcription, and other office procedures and terminology Basic knowledge of 
HIPAA laws and other state and federal privacy laws Basic knowledge of arithmeticSkills: Basic typing skill Basic skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Intermediate skill in understanding written sentences and 
paragraphs in work related documents Basic skill in talking to others to convey information effectively Basic skill in 
communicating effectively in writing as appropriate for the needs of the audienceAbilities: Basic ability to communicate 
information and ideas in speaking so others will understand Ability to coordinate two or more limbs (for example, two 
arms, two legs, or one leg and one arm) while sitting, standing, or lying down (does not involve performing the activities 
while the whole body is in motion) Ability to keep or regain body balance or stay upright when in an unstable position 
Ability to lift, push, pull, or carry archive boxes (or similar sized boxes) of files/paper records Ability to make precisely 
coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble very small objects Ability 
to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to coordinate the movement of arms, legs, and 
torso together when the whole body is in motion Ability to see details at close range (within a few feet) Ability to 
identify and understand the speech of another person Ability to speak clearly so others can understand Ability to read 
and understand information and ideas presented in writing Ability to communicate information and ideas in writing so 
others will understand Ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to shift back and forth between two or more activities or sources of information (such as speech, 
sounds, touch, or other sources) Ability to concentrate on a task over a period of time without being distracted Ability to 
apply general rules to specific problems to produce answers that make sense Ability to quickly make sense of, combine, 
and organize information into meaningful patterns 
 
Tools and Equipment Used: 
    Computer    Telephone    Printer/Copier/Fax Machine    Step Stool or Ladder 
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002621 - MEDICAL RECORDS TECHNICIAN 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2606 
 
Minimum Qualifications: 
Education and Experience: Certification or eligible for certification as a Registered Health Information Technician (RHIT) 
in the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Certification as a Registered Health Information Technician (RHIT) in the State of 
Tennessee is required within a reasonable time after employment. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional medical records technical work of average 
difficulty and supervisory work of routine difficulty in a hospital or institutional setting; and performs related work as 
required. Distinguishing Features: An employee in this class is responsible for certified medical records coding and is in 
charge of a medical records unit at a small hospital operation under the director of standards compliance and records or 
act as an assistant to a medical records administrator at a large medical records site. An employee in this class assists in 
identifying problems affecting patient care through the quality assurance audit process and the maintenance of patient 
records in an orderly, standardized manner. An employee audits the medical records process and is responsible for the 
follow-up of patient care audit action plans. This class differs from that of Medical Records Assistant in that an 
incumbent of the latter maintains and codes medical records without the responsibility of supervision over subordinate 
staff.  
 
Work Activities: 
Documenting/Recording Information:    Types health transcriptions from electronic database, dictation machine, 
cassette tape and/or written notes concerning patient evaluation, treatment, and other related matters as dictated by 
physicians, psychiatrists, and other health professionals.    Records health history and other information (e.g., 
demographic characteristics, history and extent of disease, diagnostic procedures, or treatment) by entering 
data/information into computer.Processing Information:    Resolves or clarifies codes or diagnosis with conflicting, 
missing, or unclear information by consulting with doctors or others or by participating in the coding team's regular 
meetings.    Verifies each page of information to be placed in a patient's health records to ensure that the record is 
accurate and complete before finalizing and closing out the record.    Prepares Medical Discharge Summaries, History 
and Physicals, and Interim Update reports from dictation sources.    Compares statistical data across various records to 
verify accuracy and identify problems.    Tabulates and compiles statistical data for monthly reports.Evaluating 
Information to Determine Compliance with Standards:    Reviews required reports and inspections relative to health 
records operations to insure they are properly prepared and performed according to required standards and 
policy.Communicating with Persons Outside Organization:    As required by code, policy, and procedures communicates 
in person, via e-mail or other written communications, and/or by telephone to exchange information with hospitals, 
physicians, funeral directors, survey teams, auditors, the general public, and local, state, and federal agencies regarding 
health records.Interpreting the Meaning of Information for Others:    Instructs on and explains the Health Insurance and 
Accountability Act (HIPAA) and other laws, rules, policies, and procedures to individuals requesting information 
contained in health records.    Explains the requirements of departmental and institutional policy and procedures to 
assigned staff.Performing Administrative Activities:    Maintains and secures files, reports, and records for daily 
operations, personnel, and administration for medical records and personnel as required by code, policy, and 
procedure.Monitor Processes, Materials, or Surroundings:    Monitors and tracks the location of health records as they 
move through the treatment processes as required by policy and procedures.    Monitors the status of the performance 
evaluation process for assigned staff as required by code, policy, and procedures.Scheduling Work and Activities:    
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Develops, checks, and maintains health records staff work schedules in order to meet health records operational 
needs.Performing General Physical Activities:    Performs physical labor on a daily basis in processing, filing, and 
transporting health records in the conduct of their work.    May be required to sit or stand for extended periods of time 
in the performance of their work.Getting Information:    Researches patient records and legal documents to determine 
whether requested health information may be released to the requesting party as required by code, policy, and 
procedures.    Collects patient information from both internal and external sources on a daily basis to create reports 
required by policy and procedures.    Insures the collection of signatures of all new clinical staff documenting the 
treatment records as required by policy and procedures.    Checks population and location head counts for planning 
work activities as required by policy and procedures.Guiding, Directing, and Motivating Subordinates:    Provides 
performance guidelines, performance monitoring, and personnel performance evaluations to staff as required by code, 
policy, and procedures.Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules daily, weekly, and 
monthly personal work activities.    Organizes and plans the work of subordinate or support staff to meet the needs of 
the facility.Interacting With Computers:    Uses a computer and office productivity software to enter, process, retrieve, 
or access data; create documents and reports to perform other work related job functions as required by code, policy, 
and procedures.Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, 
supervisors, and offenders concerning events, activities, and policies related to health records to promote effective 
completion of work requirements and tasks.Training and Teaching Others:    Mentors and coordinates training needed 
for new and existing staff to meet operational and staff developmental needs.Staffing Organizational Units:    
Recommends staff needs and allocations to management relative to health records operations.    Participates in the 
employee hiring processes for the work unit recommending hires and promotions of staff.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job responsibilities.    Reviews policies and procedures for needed changes to improve service and 
operations.Establishing and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve 
conflicts quickly and efficiently.    Interacts in a positive manner with other staff members and fellow employees to 
foster and maintain a harmonious working environment.Resolving Conflicts and Negotiating with Others:    Promptly 
takes appropriate action to resolve problems and settle disputes.Developing and Building Teams:    Encourages 
teamwork and cooperation among all persons involved in health records operations and in meeting departmental 
missions.Coaching and Developing Others:    Works with all assigned personnel to lead and develop their professional 
career skills and abilities in coding and/or classifying of health and demographic data on vital records or health 
statistics.Controlling Machines and Processes:    Operates a variety of standard office machines and equipment to 
complete assigned work.Assisting and Caring for Others:    Responds appropriately when personal assistance is needed. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Organizing    Written Communications    
Customer Focus    Ethics and Values    Process Management    Time Management    Organizational Agility    
ListeningKnowledge:    Administration and Management    Clerical    Computers and Electronics    Customer and Personal 
Service    Law and Government    Public Safety and SecuritySkills:    Active Listening    Active Learning    Critical Thinking    
Speaking    Management of Personnel Resources    Judgment and Decision Making    Reading Comprehension    Complex 
Problem Solving    Writing    Time Management    CoordinationAbilities:    Category Flexibility    Deductive Reasoning    
Extent Flexibility    Multilimb Flexibility    Inductive Reasoning    Gross Body Coordination    Time Management    Problem 
Sensitivity    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Near Vision    Written 
Comprehension    Auditory Attention    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Step Stool/Ladders    Printer 
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079652 - MEDICAL SOCIAL WORKER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4663 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in social work from an accredited college or university and 
experience equivalent to two years of full-time responsible professional social work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Medical Social Worker 2 classification as set 
forth in Tennessee Code Annotated, &sect;63-23-111:    Possession of a master's degree in social work from an 
accredited social work program approved by the Council on Social Work Education; or    Possession of a doctoral or Ph.D. 
in social work; or    Possession of a current master of social work certificate or independent practitioner of social work 
license as set forth in &sect;63-23-102 and &sect;63-23-103. Examination Method: Education and Experience, 100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for ensuring state and federal requirements are met for the state 
licensed and federally regulated health care facilities and applies federal and state rules and regulations in review and 
decision processes. Distinguishing Features:  This is the highest class in the Medical Social Worker sub-series. An 
employee in this class will compile findings from surveys, investigations, etc. of health care facilities, providers or 
patients that support conclusion or compliance of state and federal rules and regulations. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Assesses the quality of care and services provided to recipients of 
health care facilities by utilizing special survey protocol.Making Decisions and Solving Problems:    Complies and reviews 
information necessary to reach supported decision.Processing Information:    Compiles findings from surveys, 
investigations, etc of health care facilities, providers, or patients that support conclusions or compliance of state and 
federal rules and regulations.Identifying Objects, Actions, and Events:    Organizes and interprets available information 
and materials in order to define existing problems.Documenting/Recording Information:    Enters data into computer 
system ensuring all documentation and maintenance of records are within the parameters of established standards.    
Assimilates teammates’ information into one computerized document using current format and layout.    Writes reports 
according to PRINCIPLES of DOCUMENTATION requirements provided by federal agency.    Organizes written 
communications which are legible and are grammatically correct using state and federal documenting protocols.Monitor 
Processes, Materials, or Surroundings:    Reviews information from medical records for sampled individuals to determine 
medical and psychosocial quality of care and compliance with state and federal rules and regulations.    Conducts 
document reviews, observations, interviews to use the information to identify non-compliance with regulatory 
requirements.    Applies federal and state rules and regulations in review and decisions processes.    Reviews and 
interprets all medical and psychosocial information received on each patient.    Monitors by observation a health care 
facility’s infection control practices.    Tours health care facilities to assess for environment.Interpreting the Meaning of 
Information for Others:    Interprets laws, rules and regulations both state and federal in order to communicate that 
information to facility personnel, patients/residents, family members, complainants and peers.    Translates written 
word into verbal examples and validates that perception with appropriate persons for use as evidence.Coordinating the 
Work and Activities of Others:    Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, 
which includes coordinating activities, analysis and decision making related to findings, and scheduling meetings to 
assess the progress and accomplish tasks for efficiency.    Provides guidance and participation during completion of 
survey documentation.    Provides support to team members when organizing training, presenting sessions, and 
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evaluating outcomes of activities.Analyzing Data and Information:    Organized and interprets available information and 
materials in order to define existing problems.    Reviews laboratory reports, patient records and histories, and disease 
reports in an effort to determine compliance with state standard and federal regulations.    Identifies relevant 
information in order to investigate each allegation of a complaint.    Identifies relevant information needed to survey the 
program utilizing specific survey protocol for each program surveyed.    Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations.Evaluating Information to Determine Compliance with Standards:    
Determines compliance with state and/or federal rules and regulations, and if deficient practices are identified, 
determines the extent of the noncompliance.    Assesses factual information according to established state and federal 
protocols in order to reach supported conclusions.    Recognizes and defines deviations from regulations and 
standards.Organizing, Planning, and Prioritizing Work:    Coordinates all aspects of survey activities when serving as team 
coordinator or when surveying independently.    Adheres to specific protocols provided by the state and federal 
agencies to accomplish all phases of assignments.    Prioritizes job responsibilities and tasks in order to complete the 
work at hand.Interacting with Computers:    Edits exported data to compile final reports.    Records observations and 
interviews utilizing a computer.    Imports/exports data prior to/following data collection.    Enters data/information into 
various computer programs using required documentation format.    Uses web based computer program to input time 
and labor, travel expense claims, and state and federal training.    Uses state and/or federal program applications on a 
daily basis.    Receives and sends e-mail messages to coordinate scheduling, guidance, and other work-related 
functions.Coaching and Developing Others:    Serves as a mentor for other less experience staff for each mastered 
program.    Provides verbal and written guidance of protocols and program knowledge.    Shares prior surveyor 
knowledge and skills with surveyors new to the survey process.    Identifies needs of new hires in the field and provides 
guidance and resources as appropriate.    Provides technical and educational assistance to other employees, provider 
organizations, and other agencies who request it.Getting Information:    Conducts and/or participates in activities for 
obtaining needed information and/or materials through observations, interviews, research, and records review to 
determine compliance with state and federal rules and regulations.    Conducts disease investigation to obtain patient-
specific information concerning the patient’s disease and disease process.    Requests and obtains pertinent medical 
records information to investigate complaints against providers and health care facilities to determine compliance.    
Reviews a facility’s past performance file, quality indicator reports, or complaint/incident file prior to the onsite 
survey.Inspecting Equipment, Structures, or Material:    Inspects facility and agency environments to determine if 
environmental safety guidelines are met.    Maintains and inspects equipment following manufacturers’ specifications in 
order to ensure efficient, accurate, and safe operation.Communicating with Persons Outside Organization:    Ensures 
confidential information/materials are not compromised.    Serves as a resource person for the agency when 
communicating with nursing homes, law enforcement, hospitals, assisted living establishments, home health agencies, 
and other community partners.Establishing and Maintaining Interpersonal Relationships:    Makes frequent contact with 
community partners in order to establish and maintain open lines of communication.    Assists in the orientation and 
training of new employees, as requested.    Assists others in the completion of their assignments.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates and documents programmatic issues and/or concerns during 
survey process with management, survey team and facility.    Interprets and adheres to appropriate lines of 
communication.Scheduling Work and Activities:    Coordinates and plans team surveys of health care facilities.    
Organizes daily work in order to meet time sensitive deadlines.Performing General Physical Activities:    Carries and 
inputs data into portable computer while conducting survey and documenting findings in computer at time of review, 
observation or interview.    Enters all areas of facility for inspection purposes and for validation of information.    Walks 
throughout large health care facilities; stands, stoops, and bends torso in order to observe the facility staff providing 
patient care/procedures for several hours.    Stands long periods while holding computer in order to compile findings 
according to federal protocols.    Carries required survey materials on site weighing approximately 25 pounds.Updating 
and Using Relevant Knowledge:    Maintains working knowledge of new regulations, regulatory revisions and application 
of regulations in various setting.    Assists in the orientation and training of new employees, as requested.    Participates 
in called meetings, programmatic conference calls, and planned conferences related to particular field.    Attends 
mandatory in-service and training programs.Operating Vehicles, Mechanized Devices, or Equipment:    Possesses 
adequate driving skills to navigate large cities and small towns on both interstate and rural roads.    Drives state or 
personally owned automobile in all road condition at any given time (i.e., day or night) for long periods to reach worksite 
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destination.Developing Objectives and Strategies:    Provides input to program director in development of Health Care 
Facilities Surveys and/or promoting the health, safety and welfare of our residents. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Decision Quality    Learning on the Fly    Problem Solving    Written Communication    
Dealing with Ambiguity    Perseverance    Listening    Patience    ComposureKnowledge:    Clerical    Law and Government    
Computers and Electronics    Psychology    Sociology and Anthropology    Therapy and CounselingSkills:    Critical Thinking    
Reading Comprehension    Active Learning    Active Listening    Speaking    Monitoring    Coordination    Instructing    
Social Perceptiveness    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Problem Solving    
Trunk Strength    Wrist-Finger Speed    Speed of Closure    Time Sharing    Arm-Hand Steadiness    Visual Color 
Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    PrinterAnd other office related equipment 
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077831 - MEDICAL TECHNOLOGIST CONS 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4209 
 
Minimum Qualifications: 
Education and Experience: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health and experience equivalent to three years of full-time increasingly responsible professional medical laboratory 
technology work in an approved medical laboratory performing general laboratory work; additional graduate 
coursework in medical technology may be substituted for one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health. A valid vehicle operator’s license is required. Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional medical technologic consulting work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry working class in the Medical 
Technologist Cons sub-series. An employee in this class conducts on-site laboratory surveys relative to issuance and 
maintenance of licensure for hospitals and state laboratory facilities, surveys training schools for medical laboratory 
trainees, and appears in court or at hearings as an expert witness. This class differs from that of Medical Technologist 
Cons 2 in that an incumbent of the latter is responsible for directing the laboratory licensing service. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Provides summation to facility of survey finds and corrective 
actions required to meet compliance, as required.    Communicating with people outside the organization, representing 
the organization to customers, the public, government, and other external sources. This information can be exchanged 
in person, in writing, or by telephone or e-mail.    Provides factual and authoritative information regarding state and 
federal laws with persons outside organization.    Maintains professional working relationships with peer groups and 
organizations. Documenting/Recording Information:    Documents findings from surveys or investigations to ensure 
accurate information is used in decision making, as required.    Maintains documentation to ensure the legal 
defensibility of compliance decisions.    Safeguards medical records in accordance with agency directives and state and 
federal laws. Interpreting the Meaning of Information for Others:    Thoroughly explains details of investigations and 
reviews by testifying under oath to judges, district attorneys, grand juries, or commissioners in depositions, court, 
and/or at departmental or regulatory board hearings.    Testifies before grand juries, judges, commissioners, and at 
trials, preliminary or departmental hearings regarding state and federal laws, codes, ordinances, regulations, and 
standard violations.Updating and Using Relevant Knowledge:    Maintains, updates, and integrates technical knowledge 
to enhance job performance.    Maintains current Medical Laboratory Technologist license issued by the Tennessee 
Department of Health to ensure compliance with state regulations.    Attends approved training for continuing 
education units (CEUs).Evaluating Information to Determine Compliance with Standards:    Using relevant information 
and individual judgment to determine whether events or processes comply with laws, regulations, or standards    
Verifies credentials to ensure compliance with state and federal regulations.Organizing, Planning, and Prioritizing Work:    
Ensures all expected state and federal mandated deadlines are met.    Organizing and prioritizing personal workload 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Training and Teaching 
Others:    Conducts meetings or presentations to groups, the pubic, co-workers, or other departments regarding state 
and federal regulations and/or legislative processes and departmental policy, as required.     Assists in the training of 
newly hired employees in the laboratory inspection process, as needed.Performing Administrative Activities:    
Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.    Enters 
personal time and leave requests into electronic database as required.Making Decisions and Solving Problems:     



 TN Job Classification Specifications  
September 22, 2020 

Analyzes information and evaluate results to determine if the laboratory’s response is acceptable to ensure compliance 
with state and federal guidelines, as required.Monitor Processes, Materials, or Surroundings:    Monitors and reviews 
information from materials, events, or the environment, to detect or assess problems.Inspecting Equipment, Structures, 
or Material:    Inspects equipment, work environment, or materials to identify the cause of errors or other problems or 
defects, as required.Getting Information:    Observing, receiving, and otherwise obtaining information from all relevant 
sources.Provide Consultation and Advice to Others:    Provides guidance and expert advice to management or other 
groups on technical, regulatory as relative to state and federal laws, or process-related topics, as needed.Interacting 
with Computers:    Uses computers and computer systems (including hardware and software) to set up functions, enter 
data, or process information.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working 
relationships with peers, and with upper management to ensure smooth and effective team operations.Communicating 
with Supervisors, Peers, or Subordinates:    Provides information to supervisors and co-workers by telephone, in written 
form, e-mail, or in person.Scheduling Work and Activities:    Schedules events, inspections, and daily activities to ensure 
completion of all work activities in a timely manner, as required.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates a state issued or personal vehicle to perform duties associated with this position, as required. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Organizing    Time Management    Standing Alone    Presentation 
Skills    Written Communications    Approachability    Composure    Integrity and Trust Knowledge:    Biology    Chemistry    
Clerical    Customer and Personal Service    Law and Government    Mathematics    Medicine and Dentistry    Public Safety 
and SecuritySkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Negotiation    
Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Operation and Control    Quality 
Control AnalysisAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    
Oral Comprehension    Oral Expression    Perceptual Speed    Problem Sensitivity    Selective Attention    Time Sharing    
Written Comprehension    Written Expression    Far Vision    Near Vision    Speech Clarity    Speech Recognition    Visual 
Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Other Office Related Equipment as Required    Various Medical Equipment and Devices    Digital Cameras    MP3 
PlayersOther Equipment as Required 
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077832 - MEDICAL TECHNOLOGIST CONS 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4211 
 
Minimum Qualifications: 
Education and Experience: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health and experience equivalent to four years of full-time increasingly responsible medical laboratory technology work 
in an approved medical laboratory performing general laboratory work; additional graduate coursework in medical 
technology may be substituted for one year of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health. A valid vehicle operator’s license is required.  Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory medical technologic consulting work of average difficulty in 
directing laboratory licensing services for the Department of Health; and performs related work as required. 
Distinguishing Features: This is the highest class in the Medical Technologist Cons sub-series. This class differs from that 
of Medical Technologist Cons 1 in that an incumbent of the latter is responsible for performing working level consultant 
duties. 
 
Work Activities: 
Documenting/Recording Information:    Reviews findings from surveys or investigations to ensure accurate information 
is used in decision making.    Documents findings from surveys or investigations to ensure accurate information is used 
in decision making, as required.    Maintains documentation to ensure the legal defensibility of compliance decisions.    
Safeguards medical records in accordance with agency directives and state and federal laws.Communicating with 
Persons Outside Organization:    Provides summation to facility of survey findings and corrective actions required to 
meet compliance.    Provides factual and authoritative information regarding state and federal laws with persons outside 
organization.    Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail.    Maintains professional working relationships with peer groups and organizations.Making 
Decisions and Solving Problems:    Assesses problem areas within a facility that require enforcement proceedings, as 
required.    Identifies problem areas within a facility that require endorsement proceedings, as required.    Analyzes 
information and evaluate results to determine if the laboratory’s response is acceptable to ensure compliance with state 
and federal guidelines, as required.Performing Administrative Activities:    Oversees the performance of the day-to-day 
administrative tasks such as maintaining information files and processing paperwork.    Approves subordinate time and 
leave requests, and travel requests, into electronic database, as required.    Schedule, coordinate and facilitate program 
specific meetings.    Enters personal time and leave requests, into electronic database, as required.Training and Teaching 
Others:    Assists in the training of newly hired employees in the laboratory inspection process.    Identifies the 
educational needs of others; develop formal educational or training programs or classes, and teaching or instructing 
others.    Conducts meetings or presentations to groups, the public, co-workers, or other departments regarding state 
and federal regulations and/or legislative processes and departmental policy.Updating and Using Relevant Knowledge:    
Maintains current Medical Laboratory Technologist license issued by the Tennessee Department of Health to ensure 
compliance with state regulations.    Maintains, updates, and integrates technical knowledge to enhance job 
performance.    Attends approved training for continuing education units (CEUs).Interpreting the Meaning of 
Information for Others:    Thoroughly explains details of investigations and reviews by testifying under oath to judges, 
district attorneys, grand juries, or commissioners in depositions, court, and/or at departmental or regulatory board 
hearings.    Testifies before grand juries, judges, commissioners, and at trials, preliminary or departmental hearings 
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regarding state and federal laws, codes, ordinances, regulations, and standard violations.Evaluating Information to 
Determine Compliance with Standards:    Using relevant information and individual judgment to determine whether 
events or processes comply with laws, grants, budgets, regulations, or standards.    Verifies credentials to ensure 
compliance with state and federal regulations.Developing Objectives and Strategies:    Detecting changes in 
circumstances, events, or trends to identify changes and areas of improvement and submit in proper channels.    
Identifying the underlying principles, reason, or facts of information by breaking down information or data into separate 
parts.Organizing, Planning, and Prioritizing Work:    Ensures all expected state and federal mandated deadlines are met.    
Supervises and/or organizes and prioritizes personal and/or personnel workload using calendars, lists, and other 
facilitators to ensure timely and accurate completion of work.Guiding, Directing, and Motivating Subordinates:    
Providing guidance and direction to subordinates, including setting performance standards and monitoring 
performance.    Judging how well a subordinate performs on a given SMART goal.Monitor Processes, Materials, or 
Surroundings:    Supervises and/or monitors and reviews information from materials, events, or the environment, to 
detect or assess problems.    Monitors and controls inventory to ensure staff have necessary equipment to perform their 
duties, required.Processing Information:    Compiles, codes, categorizes, calculates, tabulates, audits, or verifies 
information or data for reports, grants and/or budgets.Staffing Organizational Units:    Recruiting, interviewing, 
selecting, hiring, and promoting employees in an organization.Provide Consultation and Advice to Others:    Provides 
guidance and expert advice to management or other groups on technical, regulatory as relative to state and federal 
laws, or process-related topics.Inspecting Equipment, Structures, or material:    Supervises and/or inspects equipment, 
work environment, or materials to identify the cause of errors or other problems or defects.Resolving Conflicts and 
Negotiating with Others:    Handles complaints, settling disputes, and conflicts, or otherwise negotiating with others, as 
needed.Getting Information:    Supervises and/or observing, receiving, and/or otherwise obtaining information from all 
relevant sources.Scheduling Work and Activities:    Supervises and/or schedule events, inspections, and daily activities to 
ensure completion of all work activities in a timely manner.Interacting With Computers:    Uses computers and 
computer systems (including hardware and software) to set up functions, enter data, or process 
information.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, and assigned 
subordinates to facilitate equitable workload dissemination.Communicating with Supervisors, Peers, or Subordinates:    
Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in 
person.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers, and with upper management to ensure smooth and effective team operations.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates a state issued or personal vehicle to perform duties associated with this position, as 
required. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Planning    Process Management    Command Skills    Managerial Courage    Comfort 
around Higher Management    Written Communications    Building Effective Teams    Composure    Integrity and 
TrustKnowledge:    Administration Management    Biology    Chemistry    Clerical    Customer and Personal Service    
Economics/Accounting    Education and Training    Law and Government    Mathematics    Medicine and Dentistry    
Personnel and Human Resources    Psychology    Public Safety and SecuritySkills:    Active Learning    Active Listening    
Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading Comprehension    Science    Speaking    
Writing    Coordination    Instructing    Negotiation    Persuasion    Social Perceptiveness    Complex Problem Solving    
Operation and Control    Quality Control Analysis    Troubleshooting    Judgment/Decision Making    Systems Analysis    
Systems Evaluation    Management of Financial Resources    Management of Material Resources    Management of 
Personnel Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    
Information Ordering    Oral Comprehension    Oral Expression    Perceptual Speed    Problem Sensitivity    Selective 
Attention    Time Sharing    Written Comprehension    Written Expression    Far Vision    Near Vision    Speech Clarity    
Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Smart Phone    
Electronic Devices    Other Office Related Equipment as Required    Various Medical Equipment and Devices    Digital 
Cameras    MP3 Players    Other Equipment as Required 
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077832 - MEDICAL TECHNOLOGIST CONS 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  8485 
 
Minimum Qualifications: 
Education and Experience: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health and experience equivalent to four years of full-time increasingly responsible medical laboratory technology work 
in an approved medical laboratory performing general laboratory work; additional graduate coursework in medical 
technology may be substituted for one year of the required experience.  
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Medical Laboratory Technologist issued by the Tennessee Department of 
Health. A valid vehicle operator’s license is required.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory medical technologic consulting work of average difficulty in 
directing laboratory licensing services for the Department of Health; and performs related work as 
required.Distinguishing Features: This is the highest class in the Medical Technologist Cons sub-series. This class differs 
from that of Medical Technologist Cons 1 in that an incumbent of the latter is responsible for performing working level 
consultant duties. 
 
Work Activities: 
Documenting/Recording Information: Reviews findings from surveys or investigations to ensure accurate information is 
used in decision making. Documents findings from surveys or investigations to ensure accurate information is used in 
decision making, as required. Maintains documentation to ensure the legal defensibility of compliance decisions. 
Safeguards medical records in accordance with agency directives and state and federal laws.Communicating with 
Persons Outside Organization: Provides summation to facility of survey findings and corrective actions required to meet 
compliance. Provides factual and authoritative information regarding state and federal laws with persons outside 
organization. Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail. Maintains professional working relationships with peer groups and organizations.Making Decisions 
and Solving Problems: Assesses problem areas within a facility that require enforcement proceedings, as required. 
Identifies problem areas within a facility that require endorsement proceedings, as required. Analyzes information and 
evaluate results to determine if the laboratory’s response is acceptable to ensure compliance with state and federal 
guidelines, as required.Performing Administrative Activities: Oversees the performance of the day-to-day administrative 
tasks such as maintaining information files and processing paperwork. Approves subordinate time and leave requests, 
and travel requests, into electronic database, as required. Schedule, coordinate and facilitate program specific meetings. 
Enters personal time and leave requests, into electronic database, as required.Training and Teaching Others: Assists in 
the training of newly hired employees in the laboratory inspection process. Identifies the educational needs of others; 
develop formal educational or training programs or classes, and teaching or instructing others. Conducts meetings or 
presentations to groups, the public, co-workers, or other departments regarding state and federal regulations and/or 
legislative processes and departmental policy.Updating and Using Relevant Knowledge: Maintains current Medical 
Laboratory Technologist license issued by the Tennessee Department of Health to ensure compliance with state 
regulations. Maintains, updates, and integrates technical knowledge to enhance job performance. Attends approved 
training for continuing education units (CEUs).Interpreting the Meaning of Information for Others: Thoroughly explains 
details of investigations and reviews by testifying under oath to judges, district attorneys, grand juries, or commissioners 
in depositions, court, and/or at departmental or regulatory board hearings. Testifies before grand juries, judges, 
commissioners, and at trials, preliminary or departmental hearings regarding state and federal laws, codes, ordinances, 
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regulations, and standard violations.Evaluating Information to Determine Compliance with Standards: Using relevant 
information and individual judgment to determine whether events or processes comply with laws, grants, budgets, 
regulations, or standards. Verifies credentials to ensure compliance with state and federal regulations.Developing 
Objectives and Strategies: Detecting changes in circumstances, events, or trends to identify changes and areas of 
improvement and submit in proper channels. Identifying the underlying principles, reason, or facts of information by 
breaking down information or data into separate parts.Organizing, Planning, and Prioritizing Work: Ensures all expected 
state and federal mandated deadlines are met. Supervises and/or organizes and prioritizes personal and/or personnel 
workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Guiding, 
Directing, and Motivating Subordinates: Providing guidance and direction to subordinates, including setting 
performance standards and monitoring performance. Judging how well a subordinate performs on a given SMART 
goal.Monitor Processes, Materials, or Surroundings: Supervises and/or monitors and reviews information from 
materials, events, or the environment, to detect or assess problems. Monitors and controls inventory to ensure staff 
have necessary equipment to perform their duties, required.Processing Information: Compiles, codes, categorizes, 
calculates, tabulates, audits, or verifies information or data for reports, grants and/or budgets.Staffing Organizational 
Units: Recruiting, interviewing, selecting, hiring, and promoting employees in an organization.Provide Consultation and 
Advice to Others: Provides guidance and expert advice to management or other groups on technical, regulatory as 
relative to state and federal laws, or process-related topics.Inspecting Equipment, Structures, or material: Supervises 
and/or inspects equipment, work environment, or materials to identify the cause of errors or other problems or 
defects.Resolving Conflicts and Negotiating with Others: Handles complaints, settling disputes, and conflicts, or 
otherwise negotiating with others, as needed.Getting Information: Supervises and/or observing, receiving, and/or 
otherwise obtaining information from all relevant sources.Scheduling Work and Activities: Supervises and/or schedule 
events, inspections, and daily activities to ensure completion of all work activities in a timely manner.Interacting With 
Computers: Uses computers and computer systems (including hardware and software) to set up functions, enter data, 
or process information.Coordinating the Work and Activities of Others: Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.Communicating with Supervisors, Peers, or 
Subordinates: Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person.Establishing and Maintaining Interpersonal Relationships: Maintains professional working relationships with 
peers, and with upper management to ensure smooth and effective team operations.Operating Vehicles, Mechanized 
Devices, or Equipment: Operates a state issued or personal vehicle to perform duties associated with this position, as 
required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Planning Process Management Command Skills Managerial Courage Comfort around 
Higher Management Written Communications Building Effective Teams Composure Integrity and TrustKnowledge: 
Administration Management Biology Chemistry Clerical Customer and Personal Service Economics/Accounting 
Education and Training Law and Government Mathematics Medicine and Dentistry Personnel and Human Resources 
Psychology Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Learning Strategies 
Mathematics Monitoring Reading Comprehension Science Speaking Writing Coordination Instructing Negotiation 
Persuasion Social Perceptiveness Complex Problem Solving Operation and Control Quality Control Analysis 
Troubleshooting Judgment/Decision Making Systems Analysis Systems Evaluation Management of Financial Resources 
Management of Material Resources Management of Personnel Resources Time ManagementAbilities: Category 
Flexibility Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression 
Perceptual Speed Problem Sensitivity Selective Attention Time Sharing Written Comprehension Written Expression Far 
Vision Near Vision Speech Clarity Speech Recognition Visual Color Discrimination 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Scanner Copy Machine Calculator Smart Phone Electronic Devices 
Other Office Related Equipment as Required Various Medical Equipment and Devices Digital Cameras MP3 Players Other 
Equipment as Required 
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002961 - MEDICAL TRANSCRIBER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2701 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of fulltime typing work, including, at least, one year in medical transcription or other related typing work 
which would provide knowledge of medical terminology. Substitution of Education for Experience: Additional qualifying 
education at an accredited college, business school or technical institute in secretarial science with a medical 
specialization may substitute for the required experience on a year-for-year basis. Substitution of Experience for 
Education: Qualifying full-time clerical experience may substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for medical transcription work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry-working level class in the Medical Transcriber sub-
series. Employees in this class spend the largest portion of their time typing medical transcription from electronic 
databases, dictation machines, other voice recordings, and/or written notes from physicians, psychiatrists, and other 
health professionals.  This class differs from that of Medical Transcriber 2 in that an incumbent of the latter supervises a 
small staff of other Medical Transcribers. 
 
Work Activities: 
Getting Information:     Refers to dictionaries, medical/drug references, and other sources on anatomy, physiology, and 
medicine to obtain information necessary to recognize inconsistencies and mistakes or otherwise clarify medical 
information.    Performs data retrieval to obtain information for inclusion in medical records and for transmission to 
physicians.    Researches files, the internet, and/or databases to obtain information needed to accomplish assigned work 
or as needed to respond to requests from customers, supervisors, or others.Processing Information:    Translates 
medical jargon and abbreviations into their expanded forms to ensure the accuracy of patient and health care facility 
records.    Reviews/edits transcribed reports or dictated material for spelling, grammar, clarity, consistency, and proper 
medical terminology.    Identifies mistakes in reports and checks with physicians, psychiatrists, or other appropriate 
health professionals to obtain the correct information.    Performs a variety of routine clerical functions such as 
compiling/assembling information for dissemination.Documenting/Recording Information:    Types medical transcription 
from electronic database, dictation machines, other voice recordings, and/or written notes concerning patient 
evaluation, treatment, and other related matters as dictated by physicians, psychiatrists, and other health professionals.    
Maintains a wide variety of medical records, annual examinations, final summaries, affidavits, discharge summaries, 
psychiatric diagnoses, and related records.    Maintains logs of material typed showing such information as date and 
time received, originator, type of document, and whether material from which typing occurred was from hand-written 
copy or dictation equipment.Interacting With Computers:    Uses word processing software to create 
documents.Updating and Using Relevant Knowledge:    Attends training to remain current on computer software, 
policies, and procedures relevant to job duties.Communicating with Persons Outside Organization:    Screens and directs 
calls to proper services or individuals. 
 
Competencies (KSA’s): 
Competencies:     Boss Relationships    Functional/Technical Competency    Priority Setting    Self-
DevelopmentKnowledge:    Basic knowledge of laws (e.g., HIPAA), legal codes, and government regulations relevant to 
medical records    Basic knowledge of medical terminology used in documenting patient informationSkills:    Basic typing 
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skills    Basic skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Basic skill in understanding written sentences and paragraphs in work related 
documentsAbilities:    Basic ability to communicate information and ideas in speaking so others will understand    Basic 
ability to concentrate on a task over a period of time without being distracted    Basic ability to make precisely 
coordinated movements of the fingers of one or both hands    Basic ability to make fast, simple, repeated movements of 
the fingers, hands, and wrists    Intermediate ability to listen to and understand information and ideas presented 
through spoken words and sentences    Basic ability to focus on a single source of sound in the presence of other 
distracting sounds    Basic ability to identify and understand the speech of another person    Basic ability to read and 
understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Desktop Computer    Dictation Machines and Other Transcribing Equipment    Printers/Copiers    Fax Machine    Other 
Office Equipment 
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002962 - MEDICAL TRANSCRIBER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2657 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years of full-time typing work including, at least, two years in medical transcription. Substitution of Education 
for Experience:  Additional qualifying education at an accredited college, business school or technical institute in 
secretarial science with a medical specialization may substitute for the required experience on a year-for year basis to a 
maximum of two years, there being no substitution for one year of the required specialized experience. Substitution of 
Experience for Education:  Qualifying full-time clerical experience may substitute for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for medical transcription work of average difficulty and supervisory 
work of routine difficulty; and performs related work as required. Distinguishing Features: This is the supervisory class in 
the Medical Transcriber sub series. An employee in this class is primarily responsible for typing medical transcription 
from various sources and for supervising a small staff of other Medical Transcribers. This class differs from that of 
Medical Transcriber 1 in that an incumbent of the latter has no supervisory responsibility. 
 
Work Activities: 
Getting Information:     Refers to dictionaries, medical/drug references, and other sources on anatomy, physiology, and 
medicine to obtain information necessary to recognize inconsistencies and mistakes or otherwise clarify medical 
information.    Performs data retrieval to obtain information for inclusion in medical records and for transmission to 
physicians.    Researches files, the internet, and/or databases to obtain information needed to accomplish assigned work 
or as needed to respond to requests from customers, supervisors, or others.Processing Information:    Translates 
medical jargon and abbreviations into their expanded forms to ensure the accuracy of patient and health care facility 
records.    Reviews/edits transcribed reports or dictated material for spelling, grammar, clarity, consistency, and proper 
medical terminology.    Identifies mistakes in reports and checks with physicians, psychiatrists, or other appropriate 
health professionals to obtain the correct information.    Performs a variety of routine clerical functions such as 
compiling/assembling information for dissemination.Monitor Processes, Materials, or Surroundings:    Monitors reports 
and databases to ensure policy compliance and to ensure that deadlines are met.Developing Objectives and Strategies:    
Develops job performance plans for assigned subordinates to communicate responsibilities and expected outcomes of 
performance.Documenting/Recording Information:    Types medical transcription from electronic database, dictation 
machines, other voice recordings, and/or written notes concerning patient evaluation, treatment, and other related 
matters as dictated by physicians, psychiatrists, and other health professionals.    Maintains a wide variety of medical 
records, annual examinations, final summaries, affidavits, discharge summaries, psychiatric diagnoses, and related 
records.    Maintains logs of material typed showing such information as date and time received, originator, type of 
document, and whether material from which typing occurred was from hand-written copy or dictation 
equipment.Coordinating the Work and Activities of Others:    Coordinates assignments of staff responsible for typing 
medical transcription from electronic database, dictation machines, other voice recordings, and occasionally written 
draft concerning patient evaluation, treatment, and other related matters as dictated by physicians, psychiatrists and 
other health professionals.Judging the Qualities of Things, Services, or People:    Assesses the performance of assigned 
subordinates, following established procedures for interim and annual performance evaluations, to provide constructive 
feedback and recommendations for improvement.Guiding, Directing, and Motivating Subordinates:     Supervises the 
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work of medical transcription staff. Coaching and Developing Others:     Mentors medical transcription staff by providing 
feedback and information on organizational culture, policies, and procedures, task prioritization, and other work-related 
information.Interacting With Computers:    Uses word processing software to create documents.Updating and Using 
Relevant Knowledge:    Attends training to remain current on computer software, policies, and procedures relevant to 
job duties.Communicating with Persons Outside Organization:    Screens and directs calls to proper services or 
individuals.    Contacts service technicians to request maintenance, repairs, or other services. 
 
Competencies (KSA’s): 
Competencies:     Directing Others    Boss Relationships    Functional/Technical Competency    Priority Setting    Self-
Development    Approachability    CompassionKnowledge:    Basic knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources    Basic knowledge of 
laws (e.g., HIPAA), legal codes, and government regulations relevant to medical records    Intermediate knowledge of 
medical terminology used in documenting patient informationSkills:    Basic skill in teaching others how to do something    
Basic skill in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or 
take corrective action    Basic skill in managing one's own time and the time of others    Basic typing skills    Basic skill in 
understanding written sentences and paragraphs in work related documentsAbilities:    Basic ability to make precisely 
coordinated movements of the fingers of one or both hands    Intermediate ability to listen to and understand 
information and ideas presented through spoken words and sentences    Basic ability to communicate information and 
ideas in speaking so others will understand    Basic ability to concentrate on a task over a period of time without being 
distracted    Basic ability to make fast, simple, repeated movements of the fingers, hands, and wrists    Intermediate 
ability to read and understand information and ideas presented in writing    Basic ability to focus on a single source of 
sound in the presence of other distracting sounds    Basic ability to identify and understand the speech of another 
person 
 
Tools and Equipment Used: 
    Desktop Computer    Dictation Machines and Other Transcribing Equipment    Printers/Copiers    Fax Machine    Other 
Office Equipment 
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072255 - MEDICOLEGAL DEATH INVESTIGATOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2147 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032432 - METROLOGIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2953 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor’s 
degree in engineering, physics, math, or chemistry and two years full-time laboratory metrology experience.  
Substitution of Education for Experience: None. Substitution of Experience for Education: qualifying full-time metrology 
laboratory experience may be substituted for the required education on a year-for-year basis to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment. Attendance 
and successful completion of applicable National Institute of Standards Technology metrology training must be 
completed in the first year of employment. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for technical metrology laboratory work and performs related work 
as required.  Distinguishing Features: An employee in this class administers the statewide program for precision 
calibrations of mass, volume, and length standards. May function as the lead worker over a small staff. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Ensures balances and standards are accurately calibrated and the TN 
Metrology Laboratory maintains traceability to NIST (National Institute of Standards and Technology) by employing 
recognized testing procedures, performing a variety of statistical measurements, development and maintenance of 
control charts, and other NIST mandated documentation.    Weighs and/or measures mass, volume and other standards 
according to NIST, USDA, and related procedures to ensure Tennessee measurement results are in compliance with 
those of other laboratories participating in regional and national “round robin” measurement testing. Repairing and 
Maintaining Mechanical Equipment:    Stores mass and volume standards safely in metrology laboratory for 24 to 48 
hours to acclimate the standards before testing.    Mass standards are tested to determine if they are in/out of tolerance 
using NIST standard operating procedures.     Makes appropriate adjustments to bring mass standards back into 
tolerance by opening cavity of mass standard and adding or removing material.    Marks mass standards to certify 
compliance with NIST standards by applying appropriate seal.    Volume standards are tested to determine if they are 
in/out of tolerance based on NIST standard operating procedures.     Makes appropriate adjustments to bring volume 
standards into tolerance by adjustment of reference line.     Certifies volume standards are in tolerance by applying 
appropriate seal.    Tests length standards to determine if it is in/out of tolerance based on NIST standard operating 
procedures.    Grain moisture standards (e.g., corn, soybeans, wheat) utilized to test grain moisture meters are prepared 
according to NIST and GIPSA (Grain Inspection Packers and Stockyard Administration) guidelines.    Tests timing 
standards (e.g., stopwatches, etc.) to determine if it is in/out of tolerance based on NIST standard operating procedures.    
Tests thermometers to determine if they are in/out of tolerance based on standard operating procedures. Performing 
General Physical Activities:    Manually lifts and carries weights up to 60 lbs. and moves to/from appropriate work 
station - heights of approximately 3' - often using precise movements. Maintains constant vigilance for safety by utilizing 
appropriate methods.    Climbs stairs and works on ladders and elevated platforms, to a height of up to 20'.    Sits for 
extended period of time while conducting laboratory procedures.    Stands and works on concrete surfaces.    May 
perform testing procedures in a variety of environmental conditions - climate controlled environment as well as outdoor 
conditions.    Complies with all recommended safety procedures - such as use of goggles, gloves, back brace, protective 
clothing, etc. Interacting With Computers:    Utilizes Microsoft Word, Microsoft Excel, Microsoft Access and custom 
software for record keeping, creating certificates, maintaining documentation, date the standard(s) was/were 
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calibrated.    Enters calibration certificate number, date, status and type of agency, description of standard into database 
to create reports as requested (e.g., number and type of tests performed, revenue generated, etc.).    Enters lab data 
into spreadsheet to determine if corrective action is needed for compliance with NIST tolerance requirements. 
Interpreting the Meaning of Information for Others:    Interprets meaning of information on calibration reports or 
letters, as requested. Monitor Processes, Materials, or Surroundings:    Monitors environmental conditions of metrology 
laboratory including temperature, humidity and barometric pressure to ensure compliance with NIST Handbook 143.    
Determines possible vibration and its effect on measurement accuracy by using appropriate instruments.    Ensures 
proper disposal of potentially hazardous materials (e.g., petroleum products, lead, etc.). Evaluating Information to 
Determine Compliance with Standards:    Standards found to be in compliance are marked appropriately and approved 
for use.    Standards found to be out of compliance are adjusted, if possible and marked appropriately and approved for 
use.    Standards found to be out of compliance and are not able to be adjusted, are rejected and marked appropriately 
so standard will not be used. Controlling Machines and Processes:    Safely operates shop equipment (e.g., drills, 
grinders, spray painter, air compressor) according to manufacturer's recommendations.    Operates office equipment 
(e.g., fax machine, copy machine, cameras, scientific calculator, computer) according to manufacturer's 
recommendations.    Uses lab testing equipment for its intended purpose according to manufacturer's 
recommendations. Analyzing Data or Information:    Determines appropriate tests and/or procedures to perform on the 
standards received by visual inspection or physical inspection, or customer consultation.    Determines approximate time 
needed to complete test and respond to owner. Organizing, Planning, and Prioritizing Work:    Receives a request from 
customer/industry requesting calibration services by mail, phone, electronic message, etc.    Notifies regulated customer 
by mail, phone or electronic message of need to calibration services.    Prioritizes work to be completed so that 
resources of staff and materials are used efficiently, taking into account the need of the customer. 
Documenting/Recording Information:    Electronically logs in standards by recording the customer name, number of 
items, date received, date of appointment, condition of standard(s), method of delivery to lab.    Records return date of 
standards on electronic calendar and method of return.    Utilizes Edison to record daily attendance and leave. 
Communicating with Supervisors, Peers, or Subordinates:    Communicates with field inspectors via phone, e-mail, direct 
conversations to provide additional information, enhance skills, status of equipment, etc.    Communicates with 
compliance auditors to provide data on amount, type and quality of work.    Communicates with financial auditors to 
provide data on revenue generated.    Communicates with program administrator regarding status of calibrations, 
pending calibrations, etc. Communicating with Persons Outside Organization:    Effectively communicates with 
laboratory customers via telephone, direct contact, e-mail, etc. regarding testing process, capabilities of lab, fees, etc.    
Provides requested data and information to NIST and GIPSA as necessary.    Contacts vendors and potential vendors to 
obtain information about maintenance, operation of lab equipment and request price information of equipment.    
Develops contacts with peers at national meetings for the purpose of acting upon non-routine measurement situations, 
finding referrals for specialized equipment/supplies, etc. Updating and Using Relevant Knowledge:    Attends required 
NIST-sponsored metrologist training.    Gains information on round-robin testing results and procedures for future 
round-robin testing.    Participates in training on new procedures, protocols and other technical requirements.    
Participates in webinars regarding technically related subject providing on-going training, opportunity to update/refresh 
skills.    Receives technical papers and journal updates. Performing Administrative Activities:    Maintains files containing 
testing results performed in-state and out-of-state, copies of letters to notify customers of need for renewal.    
Maintains records of calibration results of Metrology Lab's equipment.    Works with office personnel on inventory of lab 
equipment.    Verifies an adequate supply of commodities (e.g., gloves, wipes, cleaning solvents) is maintained.    
Responds to e-mails, phone calls, and other correspondence as required. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Intellectual Horsepower    Problem Solving    Technical Learning    
Planning    Time Management    Managerial Courage    Presentation Skills    Customer Focus    Integrity and Trust 
Knowledge:    Computers and Electronics    Mathematics    Mechanical    Physics    Public Safety and Security Skills:    
Critical Thinking    Mathematics    Science    Speaking    Writing    Complex Problem Solving    Equipment Maintenance    
Equipment Selection    Operation and Control    Quality Control Analysis    Repairing    Troubleshooting    Time 
Management Abilities:    Mathematical Reasoning    Number Facility    Written Comprehension    Written Expression    
Arm-Hand Steadiness    Control Precision    Finger Dexterity    Multi-limb Coordination    Dynamic Strength    Static 
Strength    Depth Perception    Far Vision    Near Vision 
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Tools and Equipment Used: 
    Mass Comparators/Analytical Balances    Mass/volume/length standards    Thermometers/thermistors    
Humidity/temperature/barometric measuring equipment    Grain moisture meters/drying oven/grinding mill    Various 
shop tools    Various office equipment 
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032445 - MFD & MODULAR HOUSING DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2935 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032440 - MFD HOME INSPECTOR 1* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  7065 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of responsible full-time building trades or related inspection work; qualifying full-time experience may be 
substituted for the required education on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for manufactured home and recreational vehicle inspection work of 
routine difficulty; and performs related work as required. Distinguishing Features: This is the entry class in the 
Manufactured Home Inspection sub-series. An employee in this class learns to inspect manufactured homes and 
recreational vehicles for compliance with state and federal regulation, evaluate quality control programs of 
manufacturers, and investigate consumer complaints. This class differs from Manufactured Home Inspect 2* in that an 
incumbent of the latter, functions at the working level. *An applicant appointed to this flexibly staffed class will be 
reclassified to the next higher class after successful completion of a mandatory one year training period; inadequate or 
marginal performance during this training period will result in automatic demotion or transfer. 
 
Work Activities: 
 Communicating with Persons Outside Organization: Testifies before grand juries, judges, commissioners, and at trials, 
preliminary or departmental hearings. Communicates with people outside the organization, representing the 
organization to customers, the public, government, and other external sources in person, in writing, by telephone, or by 
e-mail.  Analyzing Data or Information: Analyzes Information received on non-conformance or defects identified during 
the inspection process to determine compliance with codes, laws rules and regulations. Updating and Using Relevant 
Knowledge: Remains up to date on policy changes, codes, standards, design packages and manufactures instructions 
through self-study in order to apply knowledge to the job. Documenting/Recording Information: Prepares inspection 
report on a daily basis. Prepares leave and attendance and mileage reports to be submitted. Interpreting the Meaning of 
Information for Others: Interprets a variety of rules, regulations, policies, procedures, codes, standards, and 
manufacturer’s instructions for homeowners, manufacturers, retailers, and installers to facilitate understanding, 
enhance communications, and ensure compliance. Getting Information: Investigates information from all relevant 
sources (i.e. homeowners, manufacturers, retailers, and installers). Inspecting Equipment, Structures, or Material: 
Inspects equipment, structures, or materials to identify defects or non-conformances at manufacturing facilities, retail 
facilities, and homeowner properties. Evaluating Information to Determine Compliance with Standards: Evaluates 
information identified in quality control programs and approved designs through inspection processes to determine 
compliance with codes, laws, rules, and regulations. Processing Information: Calculates various capacities related to 
structural design based on established formulas approved by engineers. Resolving Conflicts and Negotiating with Others: 
Resolves simple conflicts to maintain positive working relationships. Organizing, Planning, and Prioritizing Work: 
Organizes and prioritizing personal workload to ensure timely and accurate completion of work. Incorporates last 
minute and unscheduled tasks into workload to ensure timely and accurate completion of work. Communicating with 
Supervisors, Peers, or Subordinates: Maintains an open dialogue through chain of command and peers to ensure 
effective and efficient communications. Monitor Processes, Materials, or Surroundings: Monitors installers and retailers 
licensure to ensure that they are valid. Monitors quality assurance program of the manufacturer for compliance with 
approved quality control processes. Interacting With Computers: Uses office productivity software including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, and 
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instant-messaging programs in search engines. Accesses databases in order to attain relevant materials such as design 
and specification manuals Identifying Objects, Actions, and Events: Categorizes the importance of tasks to ensure 
compliance with state and federal laws, rules, regulations, and guidelines. Analyzes manufacturers’ ability to follow their 
quality control program and build conforming homes on continual bases. Establishing and Maintaining Interpersonal 
Relationships: Maintains and establishes relationships with manufacturers, retailers, installers, federal agencies, related 
industries and organizations to ensure open dialogue exists and facilitate coordination and unified efforts. Performing 
General Physical Activities: Performs physical activities that require considerable use of your arms and legs and moving 
your whole body, such as climbing, lifting, balancing, walking, crawling and stooping in order to carry out inspection 
responsibilities. Operating Vehicles, Mechanized Devices, or Equipment: Operates a motor vehicle in performance of job 
assignment. Handling and Moving Objects: Moves objects, materials, and fixtures in order to carry out inspections. 
Thinking Creatively: Generates ideas that may improve on established processes. Scheduling Work and Activities: 
Schedules inspection with homeowners, manufactures, retailers and installers. 
 
Competencies (KSA’s): 
 Competencies: Self-Development Integrity and Trust Technical Learning Problem Solving Written Communications Time 
Management Standing Alone Composure Conflict Management Perseverance Knowledge: Basic knowledge of materials 
methods and the tools involved in the construction, repair, or installation of manufactured houses Basic knowledge of 
computer applications Basic knowledge of raw materials, production processes and quality control Basic knowledge of 
the principles, techniques, and procedures used in the production and installation of manufactured homes Basic 
knowledge of mathematics Knowledge of customer service Skills: Active Learning Active Listening Monitoring Reading 
Comprehension Writing Skill to identify measures or indicators of system performance Speaking Quality Control Analysis 
Time Management Skills Negotiation Skills Critical Thinking Operation Monitoring Abilities: Written Comprehension 
Deductive Reasoning Written Expression Ability to Bend, Stretch, Twist, or Reach with your Body, Arms, and/or Legs 
Speech Clarity Speech Recognition Ability to keep or regain your body balance or stay upright when in an unstable 
position Depth Perception Auditory Attention Visual Color Discrimination Inductive Reasoning Problem Sensitivity 
Peripheral Vision Ability to Detect Patterns Ability to exert muscle force to lift, push, pull, or carry objects Sound 
Localization  
 
Tools and Equipment Used: 
 Printers Copiers Fax Machines Tape Measurer GPS Computers Flashlights Level Angle Finder Pocket Penetrometer Soil 
Test Probe Water Level Shovel Cordless Drills Hand Tools Safety Equipment 
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032441 - MFD HOME INSPECTOR 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1015 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of responsible full-time building trades or related inspection work, including at least one year of 
manufactured home and/or recreational vehicle inspection experience; qualifying full-time experience may be 
substituted for the required education on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for manufactured home and recreational vehicle inspection work of 
average difficulty; and performs related work as required. Distinguishing Features: ,This is the working class in the 
Manufactured Home Inspection sub-series. An employee in this class inspects manufactured homes and recreational 
vehicles for compliance with state and federal regulations, evaluates quality control programs of manufacturers, and 
investigates consumer complaints. This class is flexibly staffed with and differs from Manufactured Home Inspector 1, in 
that an incumbent of the latter functions at the entry level. This class differs from Manufactured Home Inspector Supv in 
that an incumbent of the latter functions as a supervisor. This class also differs from the Manufactured Home Inspector 
Consultant in that an incumbent of the latter functions as a technical subject matter expert and does not directly 
supervise staff 
 
Work Activities: 
Communicating with Persons Outside Organization: Testifies before grand juries, judges, commissioners, and at trials, 
preliminary or departmental hearings. Communicates with people outside the organization, representing the 
organization to customers, the public, government, and other external sources in person, in writing, by telephone, or by 
e-mail.Interpreting the Meaning of Information for Others: Interprets a variety of rules, regulations, policies, 
procedures, codes, standards, and manufacturer's instructions for homeowners, manufacturers, retailers, and installers 
to facilitate understanding, enhance communications, and ensure compliance.Inspecting Equipment, Structures, or 
Material: Inspects equipment, structures, or materials to identify defects or non-conformances at manufacturing 
facilities, retail facilities, and homeowner properties.Analyzing Data or Information: Analyzes Information received on 
non-conformance or defects identified during the inspection process to determine compliance with codes, laws rules 
and regulations. Analyzes manufacturer's ability to follow their quality control program and build conforming homes on 
continual bases.Coaching and Developing Others: Trains new inspectors on the performance of job duties. Provides 
technical assistance to staff.Documenting/Recording Information: Prepares inspection report on a daily basis. Prepares 
leave and attendance and mileage reports to be submitted.Getting Information: Investigates information from all 
relevant sources (i.e. homeowners, manufacturers, retailers, and installers).Monitor Processes, Materials, or 
Surroundings: Monitors installers and retailers licensure to ensure that they are valid. Monitors quality assurance 
program of the manufacturer for compliance with approved quality control processes.Processing Information: Calculates 
various capacities related to structural design based on established formulas approved by engineers.Updating and Using 
Relevant Knowledge: Remains up to date on policy changes, codes, standards, design packages and manufactures 
instructions through self-study in order to apply knowledge to the job.Resolving Conflicts and Negotiating with Others: 
Resolves simple conflicts to maintain positive working relationships.Evaluating Information to Determine Compliance 
with Standards: Evaluates information identified in quality control programs and approved designs through inspection 
processes to determine compliance with codes, laws, rules, and regulations.Organizing, Planning, and Prioritizing Work: 
Organizes and prioritizing personal workload to ensure timely and accurate completion of work. Incorporates last 
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minute and unscheduled tasks into workload to ensure timely and accurate completion of work.Identifying Objects, 
Actions, and Events: Categorizes the importance of tasks to ensure compliance with state and federal laws, rules, 
regulations, and guidelines.Performing General Physical Activities: Performs physical activities that require considerable 
use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, crawling and 
stooping in order to carry out inspection responsibilities.Interacting With Computers: Uses office productivity software 
including but not limited to word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and instant-messaging programs in search engines. Accesses databases in order to attain relevant materials 
such as design and specification manuals.Operating Vehicles, Mechanized Devices, or Equipment: Operates a motor 
vehicle in performance of job assignment.Communicating with Supervisors, Peers, or Subordinates: Maintains an open 
dialogue through chain of command and peers to ensure effective and efficient communications.Establishing and 
Maintaining Interpersonal Relationships: Maintains and establishes relationships with manufacturers, retailers, 
installers, federal agencies, related industries and organizations to ensure open dialogue exists and facilitate 
coordination and unified efforts.Scheduling Work and Activities: Schedules inspection with homeowners, manufactures, 
retailers and installers.Thinking Creatively: Generates ideas that may improve on established processes.Handling and 
Moving Objects: Moves objects, materials, and fixtures in order to carry out inspections. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Self-Development Written Communications Integrity and Trust Standing Alone 
Problem Solving Time Management Conflict Management Perseverance ComposureKnowledge: Intermediate 
knowledge of materials methods and the tools involved in the construction, repair, or installation of manufactured 
houses Intermediate knowledge of the principles, techniques, and procedures used in the production and installation of 
manufactured homes Basic knowledge of raw materials, production processes and quality control Knowledge of 
customer service Basic knowledge of computer applications Basic knowledge of mathematicsSkills Reading 
Comprehension Writing Active Learning Active Listening Speaking Quality Control Analysis Skill to identify measures or 
indicators of system performance Time Management Skills Critical Thinking Negotiation Skills Monitoring Operation 
MonitoringAbilities Written Comprehension Deductive Reasoning Ability to bend, stretch, twist, or reach with your 
body, arms, and/or legs Speech Clarity Inductive Reasoning Written Expression Ability to Detect Patterns Ability to keep 
or regain your body balance or stay upright when in an unstable position Depth Perception Speech Recognition Problem 
Sensitivity Ability to exert muscle force to lift, push, pull, or carry objects Auditory Attention Peripheral Vision Visual 
Color Discrimination Sound Localization 
 
Tools and Equipment Used: 
 Printers Copiers Fax Machines Tape Measurer GPS Computers Flashlights Level Angle Finder Pocket Penetrometer Soil 
Test Probe Water Level Shovel Cordless Drills Hand Tools Safety Equipment 
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032446 - MFD HOME INSPECTOR CONSULTANT 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1636 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time auditing or quality assurance experience and four years of full-time building trades or related 
inspection work, including at least two years of manufactured home inspection experience.  OR Three years' experience 
as a Manufactured Home Inspector 2,.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license is required in the performance of duties associated 
with the Manufactured Home Inspector Consultant classification. Examination Method: Education and Experience, 
100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for manufactured housing audit work of average difficulty and 
manufactured housing inspection work of considerable difficulty, and performs related work as required. Distinguishing 
Features: This is the lead-level class in the Manufactured Home Inspection sub-series. An employee in this class 
performs quality assurance work related to the production and installation of manufactured homes, coordinates and 
conducts internal and external audit procedures and responses, inspects manufactured homes for compliance with state 
and federal regulations, and investigates consumer complaints. This class differs from the Manufactured Home 
Inspector 2, in that an incumbent of the latter functions at the working level and focuses primarily on inspection 
responsibilities. This class differs from Manufactured Home Inspector Manager in that an incumbent of the latter has 
direct managerial responsibility for staff.  
 
Work Activities: 
Processing Information  Calculates various capacities related to structural design based on established formulas 
approved by engineers. Interpreting the Meaning of Information for Others  Interprets a variety of rules, regulations, 
policies, procedures, codes, standards, and manufacturer's instructions for homeowners, manufacturers, retailers, and 
installers to facilitate understanding, enhance communications, and ensure compliance. Interprets rules, regulations, 
policies, codes, and procedures for other staff to develop knowledge base and ensure compliance with audit findings 
and recommendations. Interacts with Housing and Urban Development, Housing and Urban Development-contracted 
auditors, and other governmental regulatory authorities to respond to regulatory audits, explaining processes, 
procedures, understanding of findings, and planned improvements to practices. Communicating with Persons Outside 
Organization  Testifies before grand juries, judges, commissioners, and at trials, preliminary, or departmental hearings. 
Communicates with industry leaders and governmental regulatory entities regarding audit processes and findings. 
Communicates with people outside the organization, representing the organization to customers, the public, 
government, and other external sources in person, in writing, by telephone, or by e-mail. Evaluating Information to 
Determine Compliance with Standards  Performs initial plant certifications and certification updates. Conducts 
headquarters-directed enhanced quality process audits of the manufacturer's quality assurance program. Conducts 
headquarters-directed enhanced production process audits of the manufacturer's production process. Evaluates 
information identified in quality control programs and approved designs through inspection processes to determine 
compliance with codes, laws, rules, and regulations. Conducts Remedial Action Level 2 inspections of manufacturing 
processes and/or Quality Assurance performance. Evaluates manufacturer's ability to follow their quality control 
program and build conforming homes on a continual basis. Evaluates information received on non-conformance or 
defects identified during the inspection process to determine compliance with codes, laws, rules, and regulations. 
Analyzes inspector-submitted inspection reports to determine compliance with internal practices and procedures. 
Analyzes external and internal audit results to determine validity of findings and claims in comparison to section data 
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and standards. Utilizes statistical data and trends derived from inspection reports to determine compliance with 
manufacturer's Quality Assurance processes. Utilizes data gathered from analysis of plant system and processes to 
determine compliance with established standards. Inspecting Equipment, structures, or Material  Conducts quality 
assurance inspection audits of equipment, structures, or materials to identify defects or non-conformances at 
manufacturing facilities, retail facilities, and homeowner properties. On an as-needed basis, may inspect or lead 
inspections of equipment, structures, or materials to identify defects or non-conformances at manufacturing facilities, 
retail facilities, and homeowner properties. Analyzing Data or Information  Conducts headquarters-directed enhanced 
quality process audits of the manufacturer's quality assurance program. Conducts headquarters-directed enhanced 
production process audits of the manufacturer's production process. Analyzes manufacturer's ability to follow their 
quality control program and build conforming homes on a continual basis. Analyzes a sample of plant unit service files, 
acting as a representative of the State Administrative Agency. Analyzes external and internal audit results to determine 
validity of findings and claims in comparison to section data and standards. Performs analysis of plant systems and 
processes to evaluate areas of opportunity for development. Analyzes inspector-submitted inspection reports to 
determine statistical data, trends, compliance with manufacturer's Quality Assurance processes, and areas for 
improvement of plant processes and personnel. Analyzes inspector-submitted inspection reports to determine 
compliance with internal practices and procedures. Analyzes information received on non-conformance or defects 
identified during the inspection process to determine compliance with codes, laws, rules, and regulations. Analyzes 
findings of Inspection Primary Inspection Agencies inspectors related to review of plants' unit service files. Identifying 
Objects, Actions, and Events  Categorizes the importance of tasks to ensure compliance with state and federal laws, 
rules, regulations, and guidelines. Coaching and Developing Others  Trains new inspectors on the performance of job 
duties, inspection procedures, policies, and section practices. Provides technical assistance and guidance to staff. As 
needed, coaches personnel on internal procedures' audit findings. Educates inspectors on changes in Housing and Urban 
Development, manufacturer, or section practices and requirements. Provides recommendations to leadership on 
opportunities for training or development based on audit findings. Monitor Processes, Materials, or Surroundings  
Monitors quality assurance program of the manufacturer for compliance with approved quality control processes. 
Monitors compliance with internal procedures through audit of internal processes and documentation generated by 
inspectors. Verifies validity of licensure during inspections. Thinking Creatively  Works closely with Manufactured 
Housing staff to develop responses to external audits. Generates ideas that may improve on established processes. 
Updating and Using Relevant Knowledge  Remains up-to-date on policy changes, codes, standards, design packages, and 
manufacturer's instructions through self-study. Interacting with Computers  Uses office productivity software, including, 
but not limited to word processing, spreadsheet, presentation, web-based email, and instant messaging programs. 
Accesses databases in order to attain relevant materials, such as design and specification manuals. Getting Information  
Investigates information from all relevant sources, including homeowners, manufacturers, retailers, and installers. 
Receives audit findings from Housing and Urban Development, Housing and Urban Development-contracted auditors, 
and other regulatory authorities. Receives information related to upcoming changes or requirements from Housing and 
Urban Development, product information bulletins, and industry conferences. Gathers information from inspectors' 
monthly reports. Obtains product recall information from manufacturers. Coordinates with other state agencies to 
gather information related to inspection results, consumer complaints, and investigations. Gathers information from 
annual State Administrative Agency file reviews. Operating Vehicles, Mechanized Devices, or Equipment  Operates a 
motor vehicle in performance of job duties. Establishing and Maintaining Interpersonal Relationships  Recognizes 
potentially volatile situations and takes appropriate measures to resolve or negotiate issue. Maintains and establishes 
relationships with manufacturers, retailers, installers, federal agencies, related industries and organizations to ensure 
open dialogue exists; facilitates coordination and unified efforts. Maintains good working relationships and open 
communication with inspection staff. Documenting/Recording Information  Prepares enhanced audit reports for quality 
process, production process, and internal audits. Prepares inspection reports for assigned inspections. Prepares service 
file review reports as assigned. Prepares mileage reports to be submitted monthly. Communicating with Supervisors, 
Peers, or Subordinates  Communicates with peers regarding audit results, additional training, and improvements or 
changes to procedures. Makes recommendations to leadership on areas of development and training, as determined by 
audit results. Maintains an open dialogue through chain of command and peers to ensure effective and efficient 
communication. Resolving Conflicts and Negotiating with Others  Recognizes potentially volatile situations and takes 
appropriate measures to resolve or negotiate issue. Resolves simple conflicts to maintain positive working relationships. 
Scheduling Work and Activities  Schedules inspections with homeowners, manufacturers, retailers, and installers. 
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Prepares calendar entries for attendance and leave. Organizing, Planning, and Prioritizing Work  Incorporates last 
minute and unscheduled tasks into workload to ensure timely and accurate completion of work. Organizes and 
prioritizes personal workload to ensure timely and accurate completion of work. Performing General Physical Activities  
Performs physical activities that require considerable use of arms and legs and whole body movement, such as climbing, 
lifting, balancing, walking, crawling, and stooping in order to carry out inspection and audit responsibilities. Handling and 
Moving Objects  Moves objects, materials, and fixtures in order to carry out inspections.   
 
Competencies (KSA’s): 
Competencies:  Ethics and Values Standing Alone Technical Learning Informing Listening Decision Quality Conflict 
Management Time Management Problem Solving Customer Focus Knowledge:  Intermediate knowledge of materials 
methods and the tools involved in the construction, repair, or installation of manufactured houses Intermediate 
knowledge of raw materials, production processes, and quality control Intermediate knowledge of the principles, 
techniques, regulations, and procedures used in the production and installation of manufactured homes. Knowledge of 
customer service Basic knowledge of computer applications Basic knowledge of mathematics Skills:  Reading 
Comprehension Quality Control Analysis Skill to Identify Measures or Indicators of System Performance Systems Analysis 
Systems Evaluation Writing Active Learning Operation Monitoring Critical Thinking Active Listening Monitoring Speaking 
Negotiation Time Management Abilities:  Written Comprehension Deductive Reasoning Ability to Detect Patterns Oral 
Comprehension Inductive Reasoning Problem Sensitivity Written Expression Oral Expression Speech Recognition Speech 
Clarity Auditory Attention Depth Perception Peripheral Vision Ability to exert muscle force to lift, push, pull, or carry 
objects Ability to bend, stretch, twist, or reach with your body, arms, and/or legs Ability to keep or regain body balance 
or stay upright when in an unstable position Visual Color Discrimination Sound Localization 
 
Tools and Equipment Used: 
 Printers Copiers Fax Machines Tape Measurer GPS Computers Flashlights Level Angle Finder Pocket Penetrometer Soil 
Test Probe Water Level Shovel Cordless Drills Hand Tools Safety Equipment   

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
032443 - MFD HOME INSPECTOR MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1632 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years full-time work in one or a combination of the following: inspection, design, review of 
construction plans, or construction of residential, commercial, or any related building structures or systems, of which 
one year must involve supervisory experience in one of the above fields. Substitution of Experience for Education: 
Qualifying experience in the inspection, design, review of construction plans, or construction of residential, commercial, 
or any related building structures or systems, may substitute for the required education on a year-for-year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).OREducation and Experience: Graduation from an 
accredited college, or university with an associate's degree in engineering or engineering-related technologies and 
experience equivalent to three years of full-time work in one or a combination of the following: inspection, design, 
review of construction plans, or construction of residential, commercial, or any related building structures or systems, of 
which one year must involve supervisory experience in one of the above fields.OROne year of experience as a 
Manufactured Home Inspector Supv or Manufactured Home Inspector Consultant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for manufactured home and recreational vehicle program review 
and inspection work of considerable difficulty and managerial and administrative work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the manufactured home 
inspection sub-series. An employee in this class is responsible for planning, organizing, and managing the statewide 
manufactured home and recreational vehicle inspection programs in the State Fire Marshal's Office within the 
Department of Commerce and Insurance. This class differs from that of Manufactured Home Inspector Supv in that an 
incumbent of the latter supervises subordinate staff within an assigned geographical region. 
 
Work Activities: 
Communicating with Persons Outside Organization:  Testifies before grand juries, judges, commissioners, and at trials, 
preliminary or departmental hearings. Communicates with people outside the organization, representing the 
organization to customers, the public, government, and other external sources in person, in writing, by telephone, or by 
e-mail.Interpreting the Meaning of Information for Others:  Interprets a variety of rules, regulations, policies, 
procedures, codes, standards, and manufacturer's instructions for homeowners, manufacturers, retailers, and installers 
to facilitate understanding, enhance communications, and ensure compliance.Updating and Using Relevant Knowledge:  
Remains up to date on policy changes, codes, standards, design packages and manufactures instructions through self-
study in order to apply knowledge to the job.Operating Vehicles, Mechanized Devices, or Equipment:  Operates a motor 
vehicle in performance of job assignment.Communicating with Supervisors, Peers, or Subordinates:  Maintains an open 
dialogue through chain of command and peers to ensure effective and efficient communications.Establishing and 
Maintaining Interpersonal Relationships:  Maintains and establishes relationships with manufacturers, retailers, 
installers, federal agencies, related industries and organizations to ensure open dialogue exists and facilitate 
coordination and unified efforts.Resolving Conflicts and Negotiating with Others:  Resolves simple conflicts to maintain 
positive working relationships.Making Decisions and Solving Problems:  Ensures decisions and/or recommendations 
made by supervisory staff regarding staff employment, promotion, retention, demotion, and/or other personnel issues 
are fair and appropriate. Ensures staff enforces applicable federal, state, and other applicable laws, rules and 
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regulations, and standards.Identifying Objects, Actions, and Events:   Categorizes the importance of tasks to ensure 
compliance with state and federal laws, rules, regulations, and guidelines.Evaluating Information to Determine 
Compliance with Standards:   Evaluates information identified in quality control programs and approved designs through 
inspection processes to determine compliance with codes, laws, rules, and regulationsMonitor Processes, Materials, or 
Surroundings:  Reviews inspection findings and recommendations provided by staff. Reviews inspection findings, 
justification for findings, and corrective actions, if needed. Monitors quality assurance program of the manufacturer for 
compliance with approved quality control processes.Judging the Qualities of Things, Services, or People:  Judges 
subordinate performance based on established S.M.A.R.T. goals.Performing General Physical Activities:  Performs 
physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, 
lifting, balancing, walking, crawling and stooping in order to carry out inspection responsibilities.Handling and Moving 
Objects:  Moves objects, materials, and fixtures in order to carry out inspections.Interacting With Computers:  Uses 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and instant-messaging programs in search engines. Accesses databases in order to 
attain relevant materials such as design and specification manualsGuiding, Directing, and Motivating Subordinates:  
Conducts performance evaluations for subordinates. Leads assigned subordinates in evaluating information and using 
individual judgment to determine compliance with laws, rules, regulations, and standards.Getting Information:  
Investigates information from all relevant sources (i.e. homeowners, manufacturers, retailers, and installers).Inspecting 
Equipment, Structures, or Material:  May assist staff with the inspections of equipment, structures, or materials to 
identify defects or non-conformances at manufacturing facilities, retail facilities, and homeowner properties.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Estimates manpower and resources necessary for 
work task depending upon complexity of situation.Processing Information:  Calculates various capacities related to 
structural design based on established formulas approved by engineers.Thinking Creatively:  Assists in developing new 
or revised policies and procedures with director Generates ideas that may improve on established processes.Organizing, 
Planning, and Prioritizing Work:  Organizes and prioritizes personal workload to ensure timely and accurate completion 
of work. Incorporates last minute and unscheduled tasks into workload to ensure timely and accurate completion of 
work.Coaching and Developing Others:  Trains new inspectors on the performance of job duties. Provides technical 
assistance to staff. Identifies needs based upon the strengths and weaknesses of the inspection staffStaffing 
Organizational Units:  Provides input to director regarding personnel selection.Scheduling Work and Activities:  
Schedules inspection with homeowners, manufactures, retailers and installers.Coordinating the Work and Activities of 
Others:  Assigns tasks to a team of inspectors.Analyzing Data or Information:  Analyzes Information received on non-
conformance or defects identified during the inspection process to determine compliance with codes, laws rules and 
regulations. Analyzes manufacturer's ability to follow their quality control program and build conforming homes on 
continual bases.Documenting/Recording Information:  Prepares inspection report on a daily basis. Prepares leave and 
attendance and mileage reports to be submitted. 
 
Competencies (KSA’s): 
Competencies: Technical Learning Standing Alone Problem Solving Time Management Conflict Management Written 
Communications Composure Integrity and Trust Self-Development PerseveranceKnowledge: Advanced knowledge of 
materials methods and the tools involved in the construction, repair, or installation of manufactured houses Advanced 
knowledge of the principles, techniques, and procedures used in the production and installation of manufactured homes 
Basic knowledge of raw materials, production processes and quality control Basic knowledge of computer applications 
Knowledge of customer service Basic knowledge of mathematicsSkills: Reading Comprehension Active Learning Active 
Listening Critical Thinking Monitoring Speaking Writing Quality Control Analysis Skill to identify measures or indicators of 
system performance Time Management Skills Negotiation Skills Operation MonitoringAbility: Speech Clarity Deductive 
Reasoning Ability to Detect Patterns Speech Recognition Sound Localization Inductive Reasoning Problem Sensitivity 
Written Comprehension Written Expression Peripheral Vision Ability to bend, stretch, twist, or reach with your body, 
arms, and/or legs Ability to exert muscle force to lift, push, pull, or carry objects Depth Perception Auditory Attention 
Ability to keep or regain your body balance or stay upright when in an unstable position Visual Color Discrimination 
 
Tools and Equipment Used: 
 Printers Copiers Fax Machines Tape Measurer GPS Computers Flashlights Level Angle Finder Pocket Penetrometer Soil 
Test Probe Water Level Shovel Cordless Drills Hand Tools Safety Equipment 
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072315 - MH HOSPITAL SERVICES DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2232 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072302 - MH LICENSURE MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2239 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to six years of full-time professional-level work in a mental health, substance abuse, 
intellectual/developmental disabilities, special education, or social services setting. OR Graduation from an accredited 
college or university with a master’s degree and experience equivalent to four years of full-time professional-level work 
in a mental health, substance abuse, intellectual/developmental disabilities, special education, or social services setting. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment in this 
classification. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health licensure administrative, program 
management, and supervisory work of considerable difficulty; performs related work as required. Distinguishing 
Features: This is the manager level classification in the Mental Health Licensure series. An employee in this class 
manages licensure operations for a specified region of the state, while also conducting surveys and investigations of 
mental health and substance abuse treatment facilities. This classification differs from Mental Health Licensure Surveyor 
in that an incumbent of the latter has no supervisory responsibilities and is supervised by this classification. This 
classification differs from Mental Health Licensure Director in that the incumbent of the latter oversees licensure 
operations statewide. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Manages overall operation of regional licensure office.Judging the 
Qualities of Things, Services, or People:     Ensures compliance with state and federal regulations in relation to mental 
health/substance abuse services and personal support services and related policies, procedures, rules, regulations and 
other mandates.    Makes recommendations regarding the licensees’ applications for license renewal based on 
performance profile of licensees and the successful negotiation of pertinent plans of compliance for license issuance or 
renewal.Coaching and Developing Others:    Provides on the job training to new employees.    Identifies deficiencies and 
ensures effective utilization of staff.Monitor Processes, Materials, or Surroundings:    Conducts investigations involving 
allegations of neglect, abuse, or serious dereliction of duty in licensed facilities, often in conjunction with other relevant 
regulatory agencies.    Surveys operations to ascertain level of compliance to pertinent law, policies, procedures, rules 
and regulations.    Performs follow-up inspections or contacts as necessary.Getting Information:    Surveys operations to 
ascertain level of compliance to pertinent law, policies, or procedures.    Gathers information from a variety of sources in 
order to determine compliance with mental health/substance abuse services and personal support services and related 
policies, procedures, rules, regulations and other mandates.    Gathers information from initial licensees to process 
license applications, fees, and background checks.Staffing Organizational Units:     Manages personnel resources 
available to the regional office for meeting public mental health needs.Inspecting Equipment, Structures, or Material:     
Inspects the physical plant, equipment, environment and vehicles for compliance with life safety and environmental 
laws, rules and regulations.Analyzing Data or Information:     Interprets mental health and related policies, procedures, 
rules, regulations, and other mandates to operations staff, community based programs, and other entities to ensure 
adequate opportunity for compliance with same for benefit of program.Interpreting the Meaning of Information for 
Others:     Explains and provides technical assistance as needed.Evaluating Information to Determine Compliance with 
Standards:     Examines information gathered at a survey or investigation to determine compliance.    Reviews reports 
written by surveyors.Making Decisions and Solving Problems:     Makes recommendations for corrective/disciplinary 
action for providers not in compliance or operating without a license.    Provides technical assistance to licensees to 
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ensure compliance with standards.Communicating with Supervisors, Peers, or Subordinates:     Provides feedback to 
subordinate staff regarding performance.    Communicates with supervisors, co-workers, and subordinates to 
accomplish work tasks.Processing Information:     Prepares reports of findings from surveys or investigations.Developing 
Objectives and Strategies:     Establishes objectives and goals for the department’s strategic planning 
process.Documenting/Recording Information:     Maintains database of information, complaints, and investigations.    
Maintains files on all facilities and generate reports from inspections and surveys and the results of inspections and 
investigations.    Maintains performance related information on assigned staff.    Maintains archived information.    Takes 
Photographs.Performing Administrative Activities:     Performs administrative activities related to licensure applications, 
renewal, investigations, and others.Provide Consultation and Advice to Others:     Assists prospective applicants in 
locating and interpreting various application materials and understanding the requirements for licensure.    Provides 
information and advises management on laws, rules, policies and procedures.Organizing, Planning, and Prioritizing 
Work:     Exercises independent judgment to determine priority of work tasks    Schedules survey visits and/or 
investigations and coordinates with other staff as necessary.Communicating with Persons Outside Organization:     
Performs a variety of liaison work and personal contacts with program staff, community agencies, other governmental 
agencies, and other entities in giving and obtaining information and explaining matters related to policy, procedure, law, 
rules and regulations.Coordinating the Work and Activities of Others:     Coordinates with other agencies to accomplish 
surveys, investigations and other appropriate actions.Training and Teaching Others:     Provides training sessions to 
providers based on the needs obtained from survey results or requests of the providers.    Provides training to outside 
organizations as requested.Thinking Creatively:     Examines current procedures and make recommendations for changes 
where necessary.Developing and Building Teams:     Encourages a harmonious working atmosphere.Schedule Work and 
Activities:     Assigns cases to surveyors.Establishing and Maintaining Interpersonal Relationships:     Establishes and 
maintains relationships necessary to accomplish work tasks.Updating and Using Relevant Knowledge:     Researches 
updates to pertinent information.    Attends in-service trainings. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Ethics and Values    Decision Quality    Priority Setting    Dealing with Ambiguity    
Written Communications    Customer Focus    Interpersonal Savvy    Learning on the Fly    Problem Solving    
ComposureKnowledge:     Knowledge of business and management principles involved in strategic planning, resource 
allocation, human resources modeling, leadership technique, production methods, and coordination of people and 
resources    Knowledge of principles and processes for providing customer and personal services including customer 
needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    Knowledge of laws, 
legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic 
political process    Knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of 
physical and mental dysfunctions, and for career counseling and guidance    Knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, stenography and transcription, designing 
forms, and other office procedures and terminology    Knowledge of group behavior and dynamics, societal trends and 
influences, human migrations, ethnicity, cultures and their history and origins    Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation; psychological research 
methods; and the assessment and treatment of behavioral and affective disordersSkills:    Using logic and reasoning to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Considering the 
relative costs and benefits of potential actions to choose the most appropriate one    Managing one's own time and the 
time of others    Understanding written sentences and paragraphs in work related documents    Teaching others how to 
do something    Giving full attention to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times    Monitoring/Assessing performance of 
oneself, other individuals, or organizations to make improvements or take corrective action    Talking to others to 
convey information effectively    Communicating effectively in writing as appropriate for the needs of the audience    
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Bringing others together and trying to reconcile differences    Adjusting actions in relation to others' actions    
Actively looking for ways to help people    Motivating, developing, and directing people as they work, identifying the 
best people for the job    Being aware of others' reactions and understanding why they react as they do    Understanding 
the implications of new information for both current and future problem-solving and decision-making    Selecting and 
using training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
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Persuading others to change their minds or behavior    Identifying measures or indicators of system performance and 
the actions needed to improve or correct performance, relative to the goals of the system    Obtaining and seeing to the 
appropriate use of equipment, facilities, and materials needed to do certain workAbilities:    Ability to read and 
understand information and ideas presented in writing    Ability to communicate information and ideas in writing so 
others will understand    Ability to tell when something is wrong or is likely to go wrong (does not involve solving the 
problem, only recognizing there is a problem)    Ability to listen to and understand information and ideas presented 
through spoken words and sentences    Ability to communicate information and ideas in speaking so others will 
understand    Ability to apply general rules to specific problems to produce answers that make sense    Ability to 
combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    Ability to identify and understand the speech of another person    Ability to generate or use different 
sets of rules for combining or grouping things in different ways    Ability to speak clearly so others can understand    
Ability to remember information such as words, numbers, pictures, and procedures    Ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources) 
 
Tools and Equipment Used: 
    Computer    Vehicle    Digital Camera    GPS    Mobile Phone    Office Equipment    Measuring tools and gauges 
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072303 - MH LICENSURE SURVEYOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2240 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of full-time professional-level work in a mental health, substance abuse, 
intellectual/developmental disabilities, special education, or social services setting. OR Graduation from an accredited 
college or university with a master’s degree and experience equivalent to two years of full-time professional-level work 
in a mental health, substance abuse, intellectual/developmental disabilities, special education, or social services setting. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment in this 
classification. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health licensure survey work of average 
difficulty and performs related work as required. Distinguishing Features: This is the working level classification in the 
Mental Health Licensure series. An employee in this class is assigned to a regional office and conducts surveys and 
investigations of mental health and substance abuse treatment facilities. This classification differs from Mental Health 
Licensure Manager in that an incumbent of the latter manages a regional office and supervises employees in this 
classification. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Examines information gathered at a survey or 
investigation to determine compliance.Monitor Processes, Materials, or Surroundings:    Conducts investigations 
involving allegations of neglect, abuse, or serious dereliction of duty in licensed facilities, often in conjunction with other 
relevant regulatory agencies.    Surveys operations to ascertain level of compliance to pertinent laws, policies, 
procedures, rules and regulations.    Performs follow-up inspections or contacts as necessary.Judging the Qualities of 
Things, Services, or People:    Ensures compliance with state and federal regulations in relation to mental 
health/substance abuse services and personal support services and related policies, procedures, rules, regulations and 
other mandates.    Makes recommendations regarding the licensee’s application for license renewal based on 
performance profile of licensees and the successful negotiation of pertinent plans of compliance for license issuance or 
renewal.Inspecting Equipment, Structures, or Material:    Inspects the physical plant, equipment, environment and 
vehicles for compliance with life safety and environmental laws, rules and regulations.Getting Information:    Gathers 
information from a variety of sources in order to determine compliance with mental health/substance abuse services 
and personal support services and related policies, procedures, rules, regulations and other mandates.Making Decisions 
and Solving Problems:    Makes recommendations for corrective/disciplinary action for providers not in compliance or 
operating without a license.    Provides technical assistance to licensees to ensure compliance with standards.Processing 
Information:    Prepares reports of findings from surveys or investigations.Analyzing Data or Information:    Interprets 
mental health and related policies, procedures, rules, regulations, and other mandates to operations staff, community 
based programs, and other entities to assure adequate opportunity for compliance with same for benefit of 
program.Documenting/Recording Information:    Maintains files on all facilities and generate reports from inspections 
and surveys and the results of inspections and investigations.    Maintains database of information, complaints, and 
investigations.    Maintains archived information.    Takes photographs.Communicating with Persons Outside 
Organization:    Performs a variety of liaison work and personal contacts with program staff, community agencies, other 
governmental agencies, and other entities in giving and obtaining information and explaining matters related to policy, 
procedure, law, rules and regulations.Interpreting the Meaning of Information for Others:    Explains and provides 
technical assistance as needed.Organizing, Planning, and Prioritizing Work:    Exercises independent judgment to 



 TN Job Classification Specifications  
September 22, 2020 

determine priority of work tasks.    Schedules survey visits and/or investigations and coordinate with other staff as 
necessary.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintain relationships necessary 
to accomplish work tasks.Coaching and Developing Others:    Provides on-the-job training to new 
employees.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, co-workers, and 
subordinates to accomplish work tasks.Training and Teaching Others:    Provides training sessions to providers based on 
the needs obtained from survey results or requests of the providers.    Provides training to outside organizations as 
requested.Provide Consultation and Advice to Others:    Assists prospective applicants in locating and interpreting 
various application materials and understanding the requirements for licensure.Coordinating the Work and Activities of 
Others:    Coordinates with other agencies to accomplish surveys, investigations and other appropriate actions.Updating 
and Using Relevant Knowledge:    Researches updates to pertinent information.    Attends in-service trainings.Thinking 
Creatively:    Examines current procedures and makes recommendations for changes where necessary. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Ethics and Values    Decision Quality    Priority Setting    Dealing with Ambiguity    
Written Communications    Customer Focus    Interpersonal Savvy    Learning on the Fly    Problem Solving    
ComposureKnowledge:    Knowledge of principles and processes for providing customer and personal services, including 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, 
stenography and transcription, designing forms, and other office procedures and terminologySkills:    Understanding 
written sentences and paragraphs in work related documents    Communicating effectively in writing as appropriate for 
the needs of the audience    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Identifying complex problems and reviewing related information to develop 
and evaluate options and implement solutions    Considering the relative costs and benefits of potential actions to 
choose the most appropriate one    Talking to others to convey information effectively    Giving full attention to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    Monitoring/Assessing performance of oneself, other individuals, or organizations 
to make improvements or take corrective action    Managing one's own time    Adjusting actions in relation to others' 
actions    Bringing others together and trying to reconcile differences    Understanding the implications of new 
information for both current and future problem-solving and decision-making    Being aware of others' reactions and 
understanding why they react as they do    Persuading others to change their minds or behavior    Teaching others how 
to do something    Actively looking for ways to help people    Determining how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes    Identifying measures or indicators of system 
performance and the actions needed to improve or correct performance, relative to the goals of the systemAbilities:    
Ability to communicate information and ideas in writing so others will understand    Ability to read and understand 
information and ideas presented in writing    Ability to identify and understand the speech of another person    Ability to 
communicate information and ideas in speaking so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to shift back and forth between two or 
more activities or sources of information (such as speech, sounds, touch, or other sources)    Ability to speak clearly so 
others can understand you    Ability to generate or use different sets of rules for combining or grouping things in 
different ways    Ability to apply general rules to specific problems to produce answers that make sense    Ability to tell 
when something is wrong or is likely to go wrong (does not involve solving the problem, only recognizing there is a 
problem)    Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship 
among seemingly unrelated events)    Ability to remember information such as words, numbers, pictures, and 
procedures    Ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Computer                           Vehicle                                                        Digital Camera    GPS    Mobile Phone    Office 
Equipment        Measuring tools and gauges 
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072232 - MH PROGRAM SPECIALIST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2110 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other mental health related field and experience equivalent to four years of full-time professional 
mental health program or staff work. Substitution of Experience for Education:  Qualifying full-time professional mental 
health program or staff experience may be substituted for the required education on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above area may substitute for 
one year of the required education).ORAdditional graduate coursework in a social or behavioral science or other mental 
health related field may be substituted for the required experience, on a year-for-year basis, to a maximum of three 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience).ORTennessee licensure or certification at the master's or doctoral level in psychology, 
counseling, social work, or other mental health related field may be substituted for one year of the required 
experience.Note:  In order to receive proper credit, please provide proof of licensure or certification. 
 
Other Requirements: 
Necessary Special Qualifications: Candidates for positions with the Tennessee Department of Correction are required 
upon appointment to be licensed or certified in a mental health related field at the master's or doctoral 
level.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health staff advisory and coordinative work 
of average difficulty; and performs related work as required.Distinguishing Features: ,This is the working class in the MH 
Program Specialist sub-series. An employee in this class may be assigned to the central mental health office or to a 
mental health or correctional site in the field where the individual assists in performing program monitoring, the giving 
of advice in order to attain adherence to pertinent laws, rules, and regulations and the proper dissemination of 
information on policy and procedure to program staff, to assure the opportunity for the attainment of congruence of 
program with policy and procedure. This class is flexibly staffed with and differs from that of MH Program Specialist 1 in 
that an incumbent of the latter performs work at the entry level. This class differs from that of MH Program Specialist 3 
in that an incumbent of the latter performs work of considerable difficulty in a program specialty having statewide 
implications of significant impact. 
 
Work Activities: 
1. Interprets mental health and related policy, procedure, rules, regulations, and other mandates to operations staff, 
community based programs, and other entities to assure adequate opportunity for compliance with same for the 
benefit of program.2. Surveys operations to ascertain state of compliance to pertinent law, policy, procedure, rules, and 
regulations; prepares reports on condition and reviews with superior and conducts review with appropriate operations 
entities; performs follow-up reviews as necessary.3. Performs a variety of liaison work and personal contacts with 
program staff, community agencies, other governmental agencies, and other entities in giving and obtaining information 
and explaining matters relating to policy, procedure, law, rules and regulations.4. In correctional settings, interviews and 
counsels inmates on goals and programs by reviewing files, writing social histories, and interacting with inmates and 
family members in individual, family, and group counseling sessions.5. Prepares a variety of records and reports needed 
in the dissemination of information, the reporting on surveys of condition performed, and other matters.6. May direct 
the work of clerical staff as assigned; may guide less experienced professional staff in learning to perform duties as 
assigned. 
 
Competencies (KSA’s): 
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Tools and Equipment Used: 
"Click here to access current compensation information." 
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072233 - MH PROGRAM SPECIALIST 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2118 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related acceptable field and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional mental health program or staff work including, at least, two years of 
responsible professional program monitoring work; qualifying full-time professional mental health program or staff 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years; 
additional graduate coursework in a social or behavioral science or other related acceptable field may be substituted for 
the required experience, on a year-for-year basis to a maximum of two years, there being no substitution for the 
required two years of specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: Candidates for positions with the Tennessee Department of Correction are required 
upon appointment to be licensed or certified in a mental health related field at the master's or doctoral 
level.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health staff advisory and coordinative work 
of considerable difficulty; and performs related work as required.Distinguishing Features: This is the highest class in the 
MH Program Specialist sub-series. An employee in this class is responsible for centralized monitoring and the giving of 
advice and guidance to program persons for a specified major program component or components. This class differs 
from that of MH Program Specialist 2 in that an incumbent of the latter functions at the working level and is not 
responsible for duties relative to statewide programs. 
 
Work Activities: 
1. Assists in developing major policy and procedure with wide application such as may relate to the state plan for alcohol 
and drug abuse services, alcohol and drug abuse training network, major components of the program dealing with 
children, and other programs.2. For review, prepares major statements of policy and procedure for program; 
disseminates policy and procedure to the field together with necessary explanation; assists others in understanding 
policy and procedure.3. Studies program and compares it to existing law, policy, procedure, rules, and regulations and 
prepares reports on condition of compliance; reviews reports on surveys with superior and with program personnel in 
order to gain cooperation and compliance; performs follow-up reviews as necessary.4. Performs a variety of personal 
contacts in giving and obtaining information and in explaining rules and regulations and findings of surveys.5. Prepares a 
variety of reports relating to functional area of assignment; maintains various records as necessary.6. May train less 
experienced staff in work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072233 - MH PROGRAM SPECIALIST 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2119 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related acceptable field and experience equivalent to substantial (five or more years of) full-
time increasingly responsible professional mental health program or staff work including, at least, two years of 
responsible professional program monitoring work; qualifying full-time professional mental health program or staff 
experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years; 
additional graduate coursework in a social or behavioral science or other related acceptable field may be substituted for 
the required experience, on a year-for-year basis to a maximum of two years, there being no substitution for the 
required two years of specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: Candidates for positions with the Tennessee Department of Correction are required 
upon appointment to be licensed or certified in a mental health related field at the master's or doctoral 
level.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health staff advisory and coordinative work 
of considerable difficulty; and performs related work as required.Distinguishing Features: This is the highest class in the 
MH Program Specialist sub-series. An employee in this class is responsible for centralized monitoring and the giving of 
advice and guidance to program persons for a specified major program component or components. This class differs 
from that of MH Program Specialist 2 in that an incumbent of the latter functions at the working level and is not 
responsible for duties relative to statewide programs. 
 
Work Activities: 
1. Assists in developing major policy and procedure with wide application such as may relate to the state plan for alcohol 
and drug abuse services, alcohol and drug abuse training network, major components of the program dealing with 
children, and other programs.2. For review, prepares major statements of policy and procedure for program; 
disseminates policy and procedure to the field together with necessary explanation; assists others in understanding 
policy and procedure.3. Studies program and compares it to existing law, policy, procedure, rules, and regulations and 
prepares reports on condition of compliance; reviews reports on surveys with superior and with program personnel in 
order to gain cooperation and compliance; performs follow-up reviews as necessary.4. Performs a variety of personal 
contacts in giving and obtaining information and in explaining rules and regulations and findings of surveys.5. Prepares a 
variety of reports relating to functional area of assignment; maintains various records as necessary.6. May train less 
experienced staff in work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072730 - MH/IDD INSTITUTIONAL PROG COOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1999 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social or 
behavioral science or other related or acceptable field and experience equivalent to two years of full-time responsible 
professional mental health/mental retardation program work; qualifying full-time professional mental health or mental 
retardation program or staff experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100% for Career Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional MH/IDD program coordination and supervisory duties of 
considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class 
coordinates programs at an institutional facility within a division for developmentally disabled or other residents and 
supervises professional and sub- professional staff as assigned. This class differs from that of Developmental Technician 
Supervisor in that an incumbent of the latter is supervised by an employee of this class and performs work of lesser 
scope and responsibility. 
 
Work Activities: 
1. Plans, directs and coordinates all aspects of the Regional Intervention Program (RIP) replication project; plans and 
conducts all tasks relative to RIP expansion; analyzes current service delivery systems for pre-school children in selected 
areas of state; identifies appropriate new project sites and selects trainees; conducts analysis of training program 
components; develops ad updates instruments to measure success of training programs and expansion projects; 
conducts research in the area of social behavior of developmentally delayed and/or behaviorally disordered pre-school 
children; designs and implements intensive training programs for expansion project staff and assesses and certifies 
performance of trainees.2. Assigns, trains, supervises, and evaluates subordinate staff and their work; makes 
recommendations on human resources matters such as employment, promotion, demotion, transfer, retention, and 
performance increases.3. Interprets and enforces policy uniformly and consistently within a division; participates in 
development of policies pertaining to residential services; may initiate new policies for consideration by the executive 
staff.4. Has continuous contacts with other areas providing services or areas pertinent to resident treatment such as 
families, maintenance, supply, pharmacy, laundry, food services, accounting, administrative services, community groups, 
juvenile court, professional services, health services, specialized services, special education schools, and others.5. For a 
specified area of the state, supervises and participates in developing effective community service delivery systems 
including outreach, respite care, client training, parent training, diagnostic services, and related programs; may be 
assigned supervisory duties which combine the community services function and site monitoring function; directs a 
transportation (outreach) program to provide opportunity for residents to make home visits.6. Supervises and 
coordinates all action for clinical services for all residents in a small unit of a hospital; plans new programs and policies in 
conjunction with clinical services, reviews and evaluates treatment for residents; supervises educational policies, 
procedures, and work programs in conjunction with clinical services; is responsible for fiscal management of a small unit 
of a hospital including budgets, grants, and allocation of funds.7. Monitors quality of resident records used in 
determining compliance with Intermediate Care Facility Mental Retardation (ICF/MR) regulations and Accreditation 
Council for Mental Retardation Developmental Disabled (AC/ME/DD); conducts and participates in meetings and in-
service education; participates in the Individual Habilitation Plan (IHP) reviews and goal plans; schedules reviews and 
serves on various committees.8. Directs community residential program composed of group homes; performs 
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administrative responsibilities such as designing, implementing and supervising programs recommended by the 
interdisciplinary team in Individual Habilitation Plan (IHP) reviews for the individuals in group home programs; locates, 
contracts for and supervises furnishing of houses.9. Monitors divisional requests for supplies and equipment ordered 
based on inventory; approves all expenditures of the team and residents' funds and activities; has budgetary 
responsibility for development and efficient utilization of same.10. Supervises the compilation of statistical records and 
composition of relevant reports, fiscal records and monthly expenditure records, overall progress reports, and other 
various records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072760 - MH/IDD INSTITUTIONAL PROG DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3019 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a master's degree in a 
communication disorders field, including but not limited to, speech pathology or audiology; nursing; rehabilitative or 
therapeutic health; special education; or a social or behavioral science field and experience equivalent to three years of 
professional administrative program services work and/or supervisory work in a mental health/intellectual and 
developmental disabilities program, of which one year must be in an institutional setting.  Substitution of Experience for 
Education:  Any professional administrative program services, mental health and/or intellectual and developmental 
disabilities experience may be substituted for the required education, on a year-for-year basis, to a maximum of two 
years." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority." 
 
Job Overview: 
"Summary: Under direction, is responsible for administrative institutional program and supervisory work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  An employee in this class directs programs at 
an institutional facility such as Early Intervention Expansion, Alcohol and Drug Abuse, Forensic Services, Developmental 
and Intellectual Disabilities Residential Living, Developmental and Intellectual Disabilities Monitoring and Incident 
Management, Acute, Intensive, or Intermediate Mental Health Care, Low-functioning Services, Sex Offender Treatment, 
and other professional services and treatment programs, and supervises all professional and sub-professional staff 
assigned to the program; or directs all programs in a group of intellectual and developmental disabilities community 
homes and supervises all professional and sub-professional staff assigned to the programs.  " 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, resolves grievances and 
conflicts, or otherwise negotiates with others for both staff and persons served.  Monitoring and Controlling Resources:    
Monitors and controls resources and oversees the spending of money. Guiding, Directing, and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards and monitoring job 
performance.    Assigns, trains, supervises, and evaluates assigned staff and their work.    Conducts disciplinary processes 
as necessary in conjunction with Human Resources. Developing and Building Teams:    Serves as liaison between all team 
members to encourage and build mutual trust, respect, and cooperation among team members. Judging the Qualities of 
Things, Services, or People:    Assesses services rendered to persons supported to ensure that what is important to and 
for each person is present.    Identifying Objects, Actions, and Events:    Observes, reviews, and analyzes assessments, 
behaviors, and data for trends, discrepancies, and other salient factors relevant to service/support provision and/or to 
reduce risk of harm to self and others. Coaching and Developing Others:    Identifies the professional development needs 
of staff and coaches, mentors, or otherwise helps staff to improve their knowledge or skills. Developing Objectives and 
Strategies:    Facilitates/participates as an active member in the planning process for persons served. Interpreting the 
Meaning of Information for Others:    Synthesizes information from all relevant sources for development and 
management of programs and services/supports in an integrated approach. Making Decisions and Solving Problems:    
Analyzes information and evaluates results to create the best solutions for problems. Evaluating Information to 
Determine Compliance with Standards:    Monitors compliance with administrative directives, policies and procedures, 
standards, and other rules and regulations.    Evaluates effectiveness of programs. Monitoring Processes, Materials, or 
Surroundings:    Monitors/inspects environment for cleanliness, safety, and appropriateness.    Ensures adequacy of 
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supplies, resources and materials needed for the proper operation of all environments.    Ensures proper reporting, 
documentation, intervention, and follow up related to incident management processes and requirements.Processing 
Information:    Compiles and verifies information into coherent reports.    Audits environments, documents, staff 
performance, and implementation of financial and program plans. Scheduling Work and Activities:    Coordinates and 
schedules tasks, events, programs, and activities for staff and persons supported. Getting Information:    Obtains 
information and documentation from assessments and input from relevant relationships and persons supported 
throughout the program plan process. Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time. Documenting/Recording Information:    
Documents, maintains, and updates information in written or electronic form. Communicating with Persons Outside the 
Organization:    Communicates with people outside the organization, representing the organization to customers, the 
public, government, legal, and other external sources. Exchanges information  in person or in writing. Performing 
Administrative Activities:    Serves on various committees to assist in the efficient operation and development of the 
organization.    Performs day-to-day administrative tasks such as maintaining information files and processing 
paperwork. Staffing Organizational Units:    Makes recommendations on human resources matters such as employment, 
promotion, demotion, transfer, and retention. Communicating with Supervisors, Peers, or Subordinates:    Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail or in person. Training 
and Teaching Others:    Teaches and facilitates in-service training to ensure adequate implementation of plans.    
Participates in and conducts training programs and plans programs to establish long and short-term goals. Updating and 
Using Relevant Knowledge:    Participates in required training to maintain knowledge pertinent to the job responsibility." 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Problem Solving    Directing Others    Delegation    Conflict Management    
Managerial Courage    Drive For Results    Presentation Skills    Customer Focus    Building Effective TeamsKnowledge:    
The knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services and evaluation of customer satisfaction.    The knowledge of business 
and management principles involved in strategic planning, resource allocation, leadership technique and coordination of 
people and resources.    The knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records.    The knowledge of the structure and content of language including the meaning and 
spelling of words, rules of composition and grammar.    The knowledge of applicable laws, legal codes, applicable court 
rulings, government regulations, executive orders and agency rules.    The knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation and the assessment 
and treatment of behavioral and affective disorders.    The knowledge of principles and methods for curriculum and 
training design, teaching and instruction for individuals and groups, and the measurement of training effects.    
Knowledge of arithmetic, statistics, and their applications. Skills:    The skill of communicating effectively in writing as 
appropriate for the needs of the audience.    The skill of talking to others to convey information effectively.    The skill of 
managing one's own time and the time of others.    The skill of motivating, developing, and directing people as they 
work, identifying the best people for the job.    The skill of identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions.    The skill of understanding the implications of 
new information for both current and future problem-solving and decision-making.    The skill of giving full attention to 
what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times.    The skill of understanding written sentences and paragraphs in work related 
documents.    The skill of monitoring/assessing performance of yourself, other individuals, or organizations to make 
improvements or take corrective action.    The skill of adjusting actions in relation to others' actions.    The skill of 
bringing others together and trying to reconcile differences.    The skill of actively looking for ways to help people.    The 
skill of considering the relative costs and benefits of potential actions to choose the most appropriate one.    The skill of 
being aware of others' reactions and understanding why they react as they do.    The skill of identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system.    The skill of using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.    The skill of determining how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes.    The skill of persuading others to change their minds 
or behavior.    The skill of determining how money will be spent to get the work done, and accounting for these 
expenditures.    The skill of obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to 
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do certain work.    The skill of teaching others how to do something. Abilities:    The ability to communicate information 
and ideas in speaking so others will understand.    The ability to communicate information and ideas in writing so others 
will understand.    The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem.    The ability to listen to and understand information and ideas presented 
through spoken words and sentences.    The ability to speak clearly so others can understand you.    The ability to 
identify and understand the speech of another person.    The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources).    The ability to read and 
understand information and ideas presented in writing.    The ability to come up with unusual or clever ideas about a 
given topic or situation, or to develop creative ways to solve a problem.    The ability to generate or use different sets of 
rules for combining or grouping things in different ways.    The ability to apply general rules to specific problems to 
produce answers that make sense.    The ability to identify or detect a known pattern (a figure, object, word, or sound) 
that is hidden in other distracting material.    The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events). 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax machine    Printer    Calculator    Copy machine    Motor vehicles    Camera    
Video camera    Two-way radio 
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072760 - MH/IDD INSTITUTIONAL PROG DIR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3020 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a master's degree in a 
communication disorders field, including but not limited to, speech pathology or audiology; nursing; rehabilitative or 
therapeutic health; special education; or a social or behavioral science field and experience equivalent to three years of 
professional administrative program services work and/or supervisory work in a mental health/intellectual and 
developmental disabilities program, of which one year must be in an institutional setting.  Substitution of Experience for 
Education:  Any professional administrative program services, mental health and/or intellectual and developmental 
disabilities experience may be substituted for the required education, on a year-for-year basis, to a maximum of two 
years." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority." 
 
Job Overview: 
"Summary: Under direction, is responsible for administrative institutional program and supervisory work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  An employee in this class directs programs at 
an institutional facility such as Early Intervention Expansion, Alcohol and Drug Abuse, Forensic Services, Developmental 
and Intellectual Disabilities Residential Living, Developmental and Intellectual Disabilities Monitoring and Incident 
Management, Acute, Intensive, or Intermediate Mental Health Care, Low-functioning Services, Sex Offender Treatment, 
and other professional services and treatment programs, and supervises all professional and sub-professional staff 
assigned to the program; or directs all programs in a group of intellectual and developmental disabilities community 
homes and supervises all professional and sub-professional staff assigned to the programs.  " 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, resolves grievances and 
conflicts, or otherwise negotiates with others for both staff and persons served.  Monitoring and Controlling Resources:    
Monitors and controls resources and oversees the spending of money. Guiding, Directing, and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards and monitoring job 
performance.    Assigns, trains, supervises, and evaluates assigned staff and their work.    Conducts disciplinary processes 
as necessary in conjunction with Human Resources. Developing and Building Teams:    Serves as liaison between all team 
members to encourage and build mutual trust, respect, and cooperation among team members. Judging the Qualities of 
Things, Services, or People:    Assesses services rendered to persons supported to ensure that what is important to and 
for each person is present.    Identifying Objects, Actions, and Events:    Observes, reviews, and analyzes assessments, 
behaviors, and data for trends, discrepancies, and other salient factors relevant to service/support provision and/or to 
reduce risk of harm to self and others. Coaching and Developing Others:    Identifies the professional development needs 
of staff and coaches, mentors, or otherwise helps staff to improve their knowledge or skills. Developing Objectives and 
Strategies:    Facilitates/participates as an active member in the planning process for persons served. Interpreting the 
Meaning of Information for Others:    Synthesizes information from all relevant sources for development and 
management of programs and services/supports in an integrated approach. Making Decisions and Solving Problems:    
Analyzes information and evaluates results to create the best solutions for problems. Evaluating Information to 
Determine Compliance with Standards:    Monitors compliance with administrative directives, policies and procedures, 
standards, and other rules and regulations.    Evaluates effectiveness of programs. Monitoring Processes, Materials, or 
Surroundings:    Monitors/inspects environment for cleanliness, safety, and appropriateness.    Ensures adequacy of 
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supplies, resources and materials needed for the proper operation of all environments.    Ensures proper reporting, 
documentation, intervention, and follow up related to incident management processes and requirements.Processing 
Information:    Compiles and verifies information into coherent reports.    Audits environments, documents, staff 
performance, and implementation of financial and program plans. Scheduling Work and Activities:    Coordinates and 
schedules tasks, events, programs, and activities for staff and persons supported. Getting Information:    Obtains 
information and documentation from assessments and input from relevant relationships and persons supported 
throughout the program plan process. Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time. Documenting/Recording Information:    
Documents, maintains, and updates information in written or electronic form. Communicating with Persons Outside the 
Organization:    Communicates with people outside the organization, representing the organization to customers, the 
public, government, legal, and other external sources. Exchanges information  in person or in writing. Performing 
Administrative Activities:    Serves on various committees to assist in the efficient operation and development of the 
organization.    Performs day-to-day administrative tasks such as maintaining information files and processing 
paperwork. Staffing Organizational Units:    Makes recommendations on human resources matters such as employment, 
promotion, demotion, transfer, and retention. Communicating with Supervisors, Peers, or Subordinates:    Provides 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail or in person. Training 
and Teaching Others:    Teaches and facilitates in-service training to ensure adequate implementation of plans.    
Participates in and conducts training programs and plans programs to establish long and short-term goals. Updating and 
Using Relevant Knowledge:    Participates in required training to maintain knowledge pertinent to the job responsibility." 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Problem Solving    Directing Others    Delegation    Conflict Management    
Managerial Courage    Drive For Results    Presentation Skills    Customer Focus    Building Effective TeamsKnowledge:    
The knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services and evaluation of customer satisfaction.    The knowledge of business 
and management principles involved in strategic planning, resource allocation, leadership technique and coordination of 
people and resources.    The knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records.    The knowledge of the structure and content of language including the meaning and 
spelling of words, rules of composition and grammar.    The knowledge of applicable laws, legal codes, applicable court 
rulings, government regulations, executive orders and agency rules.    The knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation and the assessment 
and treatment of behavioral and affective disorders.    The knowledge of principles and methods for curriculum and 
training design, teaching and instruction for individuals and groups, and the measurement of training effects.    
Knowledge of arithmetic, statistics, and their applications. Skills:    The skill of communicating effectively in writing as 
appropriate for the needs of the audience.    The skill of talking to others to convey information effectively.    The skill of 
managing one's own time and the time of others.    The skill of motivating, developing, and directing people as they 
work, identifying the best people for the job.    The skill of identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions.    The skill of understanding the implications of 
new information for both current and future problem-solving and decision-making.    The skill of giving full attention to 
what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times.    The skill of understanding written sentences and paragraphs in work related 
documents.    The skill of monitoring/assessing performance of yourself, other individuals, or organizations to make 
improvements or take corrective action.    The skill of adjusting actions in relation to others' actions.    The skill of 
bringing others together and trying to reconcile differences.    The skill of actively looking for ways to help people.    The 
skill of considering the relative costs and benefits of potential actions to choose the most appropriate one.    The skill of 
being aware of others' reactions and understanding why they react as they do.    The skill of identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system.    The skill of using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.    The skill of determining how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes.    The skill of persuading others to change their minds 
or behavior.    The skill of determining how money will be spent to get the work done, and accounting for these 
expenditures.    The skill of obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to 
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do certain work.    The skill of teaching others how to do something. Abilities:    The ability to communicate information 
and ideas in speaking so others will understand.    The ability to communicate information and ideas in writing so others 
will understand.    The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem.    The ability to listen to and understand information and ideas presented 
through spoken words and sentences.    The ability to speak clearly so others can understand you.    The ability to 
identify and understand the speech of another person.    The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources).    The ability to read and 
understand information and ideas presented in writing.    The ability to come up with unusual or clever ideas about a 
given topic or situation, or to develop creative ways to solve a problem.    The ability to generate or use different sets of 
rules for combining or grouping things in different ways.    The ability to apply general rules to specific problems to 
produce answers that make sense.    The ability to identify or detect a known pattern (a figure, object, word, or sound) 
that is hidden in other distracting material.    The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events). 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax machine    Printer    Calculator    Copy machine    Motor vehicles    Camera    
Video camera    Two-way radio 
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072292 - MH/IDD INVESTIGATIONS TR COORD 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2228 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072290 - MH/IDD INVESTIGATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2213 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072290 - MH/IDD INVESTIGATOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2214 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072291 - MH/IDD INVESTIGATOR SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2215 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072291 - MH/IDD INVESTIGATOR SUPERVISOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2216 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072765 - MH/IDD NURSING CONSULTANT 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3021 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
substantial (five or more years of) increasingly responsible experience as a Registered Nurse; qualifying full-time 
professional nursing experience may be substituted for the required education, on a year-for-year basis, to a maximum 
of two years; additional graduate coursework in nursing may be substituted for the required experience, on a year-for-
year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. Determined by appointing 
authority for Executive Service positions.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional nursing consulting work of considerable difficulty; and 
performs related work as required.Distinguishing Features: The incumbent of this class provides advisory services and 
performs nursing consulting duties in developing and maintaining standards of MH/IDD nursing practice for professional 
and sub-professional nursing personnel and monitors nursing practice to ensure delivery of quality care on a statewide 
basis. This class differs from Registered Nurse 5 in that an incumbent of the latter serves as Nursing Director of an 
MH/IDD facility. 
 
Work Activities: 
1. Develops, implements, and monitors standards of MH/IDD Nursing Practice to provide quality care for clients; assists 
in developing nursing practice manuals, standards of care manuals, and nursing program guidelines; monitors quality 
assurance and makes recommendations for corrective action.2. Serves as a consultant to higher ranking departmental 
authorities on matters pertinent to nursing services, personnel, MH/IDD nursing needs statewide, nursing issues, 
nursing education, and training needs.3. Acts as a liaison to nursing board, professional associations, educational 
institutions, and other agencies in promoting services; consults with administrative program and facility personnel 
regarding nursing practice, standards, procedures, policies, and regulations.4. Makes recommendations and assists in 
the development of nursing practice, policy and methods.5. Develops and conducts workshops and in service training to 
department nursing staff.6. Conducts surveys regarding nursing programs, nurse's salaries, employment retention, etc.7. 
Establishes and maintains a variety of complex records and reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072285 - MH/IDD PLANNER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2225 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in mental health 
administration, mental health planning, health planning, public administration, healthcare administration, social or 
behavioral health, or other closely related field and experience equivalent to two (2) years of full-time professional 
mental health program or staff work or substance abuse program or staff work. Substitution of Experience for 
Education: Qualifying professional mental health program or staff work or substance abuse program or staff work may 
substitute for the required graduate-level education on a year for year basis to a maximum of two years. (Note: 
Experience may not substitute for undergraduate education. Two years of full-time qualifying experience is required to 
fully substitute for the master's degree.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health and substance abuse services 
planning and policy analysis of considerable difficulty; and performs related work as required. Distinguishing Features: 
This is the only class in the MH/IDD Planner sub-series. An employee in this class is responsible for long and short range 
planning work for the Department of Mental Health and Substance Abuse Services. This includes developing goals, 
objectives, and strategies; analyzing and interpreting relevant data and information; and collaborating with others to 
prepare the Three-Year Plan, Joint Annual Report, and the Mental Health Block Grant. Responsibilities also include 
coordinating schedules, events, and various activities relevant to the statewide and regional Planning and Policy 
Councils, as well as various other planning-related tasks. 
 
Work Activities: 
Developing Objectives and Strategies:     Outlines specific goals and objectives, and the strategies for achieving them, to 
develop/document information needed to prepare/write the Three-Year Plan, Joint Annual Report and Mental Health 
Block Grant for the Department of Mental Health and Substance Abuse Services. Analyzing Data or Information:     
Analyzes/interprets federal and state legislative rules, regulations, statutes, policies, and other activities to determine 
economic and programmatic implications.    Analyzes and interprets statistical, budgetary, legislative and program 
information to develop departmental plans and reports. Scheduling Work and Activities:     Coordinates scheduling of 
quarterly subcommittee meetings, trainings, annual events, and other activities for the regional and statewide Planning 
and Policy Councils. Making Decisions and Solving Problems:     Assesses needs, availability/accessibility, and funding of 
services (e.g., facilitation and organization of an annual needs assessment process, surveys, and discussion groups.) to 
determine recommendations for programmatic decisions and budgetary considerations.    Participates in federal and 
interagency research, planning, and policy analysis functions for the purpose of problem solving and development of 
relevant knowledge about services. Thinking Creatively:     Develops grant proposals and completes grant applications to 
secure federal funding by identifying strategies, outcomes, and targeted projections and by writing descriptions of 
divisions/offices, program services, composition of councils, as well as the justification for continuation of programs and 
services.    Conceptualizes and creates report formats, surveys, spreadsheets (e.g., database of available grants), forms 
(e.g., member application for regional Planning and Policy Councils, Three-Year Plan reporting form), visual and oral 
presentations, agendas, and publications (e.g., announcements, bulletins, flyers) to capture, share, or disseminate 
information.    Develops and writes technical reports pertinent to the department's policies, programs, and allocation of 
resources.    Develops operational guidelines for the regional and state-wide Planning and Policy Councils. Interpreting 
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the Meaning of Information for Others:     Interprets statistical, budgetary, and programmatic information to leadership, 
members of Planning and Policy councils, and staff.    Performs a variety of public contact and liaison work in explaining 
and interpreting policy, procedure and programs. Evaluating Information to Determine Compliance with Standards:     
Reviews the composition of Planning and Policy Councils’ membership (i.e., appropriate representation of consumers 
and family members, stake holders, providers, and advocates) to ensure compliance with state and federal laws.    
Reviews legislative proposals received from Planning and Policy Councils to determine whether it meets criteria or 
requirements for legislation. Establishing and Maintaining Interpersonal Relationships:     Maintains contacts and 
consults with local, state, multi-state, regional and national governmental and private organizations associated with 
legislative, administrative, fiscal evaluation, planning, and programmatic responsibilities. Resolving Conflicts and 
Negotiating with Others:     Discusses complaints and/or conflicts with members of Planning and Policy Councils, staff 
members, consumers and their caregivers, and others to facilitate a resolution or negotiate a compromise solution. 
Provide Consultation and Advice to Others:     Advises the Department about what services should be provided, 
methodologies to assess needs and priorities for service development.    Advises policy makers and regularly represents 
the Department to the public regarding mental health and substance abuse concerns. Organizing, Planning, and 
Prioritizing Work:     Establishes plan of action and timelines for all reports, activities of Planning and Policy Councils, and 
other special projects as assigned.    Maintains organized personal calendar and/or task lists to ensure work activities are 
appropriately accomplished. Coordinating the Work and Activities of Others:     Coordinates requests for, and the 
collection of, information from staff to get their input regarding the Joint Annual Report, Mental Health Block Grant 
application and report, the Three-Year Plan and Report, the Service Category Listing, and Evidence-Based Practice survey 
data collection.    Coordinates the Planning and Policy Councils’ review and approval of documents for which their 
endorsement is required (e.g., Joint Annual Report, Mental Health Block Grant application and report).    Coordinates 
staff work activities relevant to the planning of statewide and regional Planning and Policy Councils’ meetings, 
appointment of members, and catering of quarterly meetings. Processing Information:     Processes information received 
through surveys, research, and other collection methods by reviewing for accuracy/completeness and compiling into a 
shared folder, spreadsheets, or other locations.    Proofreads and edits meeting minutes, plans, and reports to ensure 
accurate and complete information is disseminated to others. Communicating with Persons Outside Organization:     
Makes visual and oral presentations to various regional and statewide groups to equip them with information they need 
to make decisions, plan resources, and stay up to date on departmental activities.    Communicates with staff from 
community agencies via telephone or email to answer questions, provide technical assistance, and/or obtain and 
coordinate information.    Communicates with various external organizations and individuals to arrange for the speakers, 
facilities, and technology needed for Planning and Policy Council meetings or training events. Communicating with 
Supervisors, Peers, or Subordinates:     Collaborates with departmental staff, members of Planning and Policy Councils, 
and staff in other state agencies to obtain their input with regard to the Three-Year Plan, the Joint Annual Report, 
Mental Block Grant, Health and other planning activities.    Reviews and discusses the Three-Year Plan, the Joint Annual 
Report, and the Mental Health Block Grant with administrators and planning staff to verify accuracy and identify any 
edits that may be required to achieve the desired final version of the reports.    Communicates and collaborates with 
administrative staff via email, telephone, and in person to facilitate the establishment of goals and strategies for the 
coming year.    Writes letters to communicate member appointment information to Planning and Policy Councils, the 
commissioner of the Department, the secretary of state, and the governor's office.    Provides information to 
supervisors, co-workers, and other staff by telephone, in written form (via e-mail or printed correspondence), or in 
person. Judging the Qualities of Things, Services, or People:     Reviews resumes, bios, and other information on 
individuals who have a background in mental health and substance abuse services to determine recommendation for 
appointment to the Planning and Policy Council.    Evaluates the usefulness of existing website content to determine the 
need for revisions, additions, and/or deletions of information. Performing Administrative Activities:     Maintains various 
information files (e.g., Planning and Policy Councils’ calendars, council membership lists, email groups, grants collection 
database, Mental Health Block Grant information) in electronic form on the Department’s shared network drive to 
ensure information is available to staff and that record-keeping requirements are met.    Organizes emails containing 
requested information from program staff to ensure the information can be easily located when needed for reports and 
other documents. Getting Information:     Talks with departmental staff, statewide and regional Planning and Policy 
Council members, stakeholders, providers, advocates, consumers and family members, and others to gather information 
relevant to development of Three-Year Plan, Joint Annual Report, Mental Health Block Grant, needs assessments, 
legislative proposals, and other work-related issues.    Collects survey responses from subcontracted providers to gather 
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data on services that have been provided with Mental Health Block Grant funds.    Researches federal and state 
legislative rules, regulations, statutes and other activities to obtain information which may have programmatic 
implications.    Reviews existing documentation, research data, press releases, and other resources to gather 
information needed to develop plans and accurately communicate with external constituents.    Researches new grants 
on the internet and applicable websites associated with state, federal, and foundation grants to collect information 
needed to update spreadsheets maintained for the Department. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the costs of meals, travel, and lodging for each Planning and Policy Council’s 
meetings, training, and other events as necessary for budget determination and approval. Interacting with Computers:     
Uses office productivity software (e.g., word processing, spreadsheet, and presentation applications); email systems; 
search engines; and other computer products to process information, create documents, and accomplish other work 
tasks. Developing and Building Teams:     Conducts new member orientation meetings to educate members of Planning 
and Policy Councils on council function and structure, as well as statutes and history relevant to the Planning and Policy 
Councils; to facilitate the process of members becoming active in the work of the councils; and to bring the members 
together to function as a unit. Identifying Objects, Actions, and Events:     Reads grant announcements to identify 
eligibility requirements and determine to which program area the grant may be applicable.    Identifies issues for 
management studies and develops relevant information.    Identifies the appropriate categories (i.e., state/local, federal, 
or national) to place grants in a grants collection resource database. Documenting/Recording Information:     Enters new 
available grants information to update the Grants Collection spreadsheet. Operating Vehicles, Mechanized Devices, or 
Equipment:     Operates a motor vehicle to drive to regional and state-wide meeting sites, training, and other events. 
Updating and Using Relevant Knowledge:     Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices and to gain 
knowledge/expertise.    Shares and applies acquired knowledge and skills to enhance work performance, as well as the 
performance of co-workers.    Actively seeks out work-related developmental opportunities to improve performance 
and develop expertise in various program areas.    Attends agency specific training and other in-service training as 
required to ensure continual learning and current knowledge of the field, as well as to comply with departmental, state, 
and federal laws and guidelines. 
 
Competencies (KSA’s): 
Competencies:     Intellectual Horsepower    Organizing    Priority Setting    Planning    Integrity and Trust    
Approachability    Functional and Technical Competency    Comfort around Higher Management    Patience    Strategic 
Ability    Problem Solving    Presentation Skills    Interpersonal Savvy Knowledge:     Advanced knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Advanced 
knowledge of the service delivery systems for treatment of mental health patients across their lifespan    Intermediate 
knowledge of principles of strategic planning, resource allocation leadership techniques, and coordination of people and 
resources    Basic knowledge of administrative and clerical procedures and systems such as word processing (e.g., 
Microsoft Word), spreadsheet (e.g., Excel), and other office productivity applications; managing files and records, 
designing forms, and other office procedures and terminology    Advanced knowledge of communication/dissemination 
techniques and methods, including alternative ways to inform via written, oral, and visual media    Intermediate 
knowledge of principles and processes for interacting with customers, assessing customer's needs, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of arithmetic and statistics, 
and their applicationsSkills:     Advanced skill in understanding written sentences and paragraphs in work-related 
documents    Advanced skill in talking to others to convey information effectively    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Intermediate skill in adjusting actions in relation to 
others' actions    Intermediate skill in being aware of others' reactions and understanding why they react as they do    
Advanced skill in managing one's own time and the time of others    Advanced skill in organizing long term, complex 
projects and documents requiring great attention to detail    Intermediate skill in giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    Critical thinking skills (i.e., using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems)    Intermediate skill in identifying measures 
or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Skill in understanding the implications of new information for both current and future problem-solving and 
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decision-making    Skill in identifying complex problems and reviewing related information to develop and evaluate 
options and implement solutions    Intermediate judgment and decision-making skills    Intermediate skill in determining 
how a system should work and how changes in conditions, operations, and the environment will affect outcomes    Basic 
skill in teaching others how to do something    Intermediate skill in obtaining and seeing to the appropriate use of 
equipment, facilities, and materials needed to do certain work    Intermediate skill in using mathematics and statistics to 
solve problems    Basic skill in actively looking for ways to help people    Intermediate skill in bringing others together 
and trying to reconcile differences Abilities:     Advanced ability to concentrate on a task over a period of time without 
being distracted    Advanced ability to read and understand information and ideas presented in writing    Advanced 
ability to communicate information and ideas in writing so others will understand    Ability to speak clearly so others can 
understand    Ability to identify and understand the speech of another person    Intermediate ability to generate or use 
different sets of rules for combining or grouping things in different ways    Advanced ability to apply general rules to 
specific problems to produce answers that make sense    Advanced ability to listen to and understand information and 
ideas presented through spoken words and sentences    Advanced ability to communicate information and ideas in 
speaking so others will understand    Advanced ability to shift back and forth between two or more activities or sources 
of information (such as speech, sounds, touch, or other sources)    Ability to come up with a number of ideas about a 
topic    Advanced ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events)    Intermediate ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Intermediate ability to choose the right mathematical methods or formulas to solve a problem    
Intermediate ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem)    Ability to identify or detect a pattern that is hidden in other distracting material 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner    Motor Vehicle 
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072285 - MH/IDD PLANNER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2226 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in mental health 
administration, mental health planning, health planning, public administration, healthcare administration, social or 
behavioral health, or other closely related field and experience equivalent to two (2) years of full-time professional 
mental health program or staff work or substance abuse program or staff work. Substitution of Experience for 
Education: Qualifying professional mental health program or staff work or substance abuse program or staff work may 
substitute for the required graduate-level education on a year for year basis to a maximum of two years. (Note: 
Experience may not substitute for undergraduate education. Two years of full-time qualifying experience is required to 
fully substitute for the master's degree.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health and substance abuse services 
planning and policy analysis of considerable difficulty; and performs related work as required. Distinguishing Features: 
This is the only class in the MH/IDD Planner sub-series. An employee in this class is responsible for long and short range 
planning work for the Department of Mental Health and Substance Abuse Services. This includes developing goals, 
objectives, and strategies; analyzing and interpreting relevant data and information; and collaborating with others to 
prepare the Three-Year Plan, Joint Annual Report, and the Mental Health Block Grant. Responsibilities also include 
coordinating schedules, events, and various activities relevant to the statewide and regional Planning and Policy 
Councils, as well as various other planning-related tasks. 
 
Work Activities: 
Developing Objectives and Strategies:     Outlines specific goals and objectives, and the strategies for achieving them, to 
develop/document information needed to prepare/write the Three-Year Plan, Joint Annual Report and Mental Health 
Block Grant for the Department of Mental Health and Substance Abuse Services. Analyzing Data or Information:     
Analyzes/interprets federal and state legislative rules, regulations, statutes, policies, and other activities to determine 
economic and programmatic implications.    Analyzes and interprets statistical, budgetary, legislative and program 
information to develop departmental plans and reports. Scheduling Work and Activities:     Coordinates scheduling of 
quarterly subcommittee meetings, trainings, annual events, and other activities for the regional and statewide Planning 
and Policy Councils. Making Decisions and Solving Problems:     Assesses needs, availability/accessibility, and funding of 
services (e.g., facilitation and organization of an annual needs assessment process, surveys, and discussion groups.) to 
determine recommendations for programmatic decisions and budgetary considerations.    Participates in federal and 
interagency research, planning, and policy analysis functions for the purpose of problem solving and development of 
relevant knowledge about services. Thinking Creatively:     Develops grant proposals and completes grant applications to 
secure federal funding by identifying strategies, outcomes, and targeted projections and by writing descriptions of 
divisions/offices, program services, composition of councils, as well as the justification for continuation of programs and 
services.    Conceptualizes and creates report formats, surveys, spreadsheets (e.g., database of available grants), forms 
(e.g., member application for regional Planning and Policy Councils, Three-Year Plan reporting form), visual and oral 
presentations, agendas, and publications (e.g., announcements, bulletins, flyers) to capture, share, or disseminate 
information.    Develops and writes technical reports pertinent to the department's policies, programs, and allocation of 
resources.    Develops operational guidelines for the regional and state-wide Planning and Policy Councils. Interpreting 
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the Meaning of Information for Others:     Interprets statistical, budgetary, and programmatic information to leadership, 
members of Planning and Policy councils, and staff.    Performs a variety of public contact and liaison work in explaining 
and interpreting policy, procedure and programs. Evaluating Information to Determine Compliance with Standards:     
Reviews the composition of Planning and Policy Councils’ membership (i.e., appropriate representation of consumers 
and family members, stake holders, providers, and advocates) to ensure compliance with state and federal laws.    
Reviews legislative proposals received from Planning and Policy Councils to determine whether it meets criteria or 
requirements for legislation. Establishing and Maintaining Interpersonal Relationships:     Maintains contacts and 
consults with local, state, multi-state, regional and national governmental and private organizations associated with 
legislative, administrative, fiscal evaluation, planning, and programmatic responsibilities. Resolving Conflicts and 
Negotiating with Others:     Discusses complaints and/or conflicts with members of Planning and Policy Councils, staff 
members, consumers and their caregivers, and others to facilitate a resolution or negotiate a compromise solution. 
Provide Consultation and Advice to Others:     Advises the Department about what services should be provided, 
methodologies to assess needs and priorities for service development.    Advises policy makers and regularly represents 
the Department to the public regarding mental health and substance abuse concerns. Organizing, Planning, and 
Prioritizing Work:     Establishes plan of action and timelines for all reports, activities of Planning and Policy Councils, and 
other special projects as assigned.    Maintains organized personal calendar and/or task lists to ensure work activities are 
appropriately accomplished. Coordinating the Work and Activities of Others:     Coordinates requests for, and the 
collection of, information from staff to get their input regarding the Joint Annual Report, Mental Health Block Grant 
application and report, the Three-Year Plan and Report, the Service Category Listing, and Evidence-Based Practice survey 
data collection.    Coordinates the Planning and Policy Councils’ review and approval of documents for which their 
endorsement is required (e.g., Joint Annual Report, Mental Health Block Grant application and report).    Coordinates 
staff work activities relevant to the planning of statewide and regional Planning and Policy Councils’ meetings, 
appointment of members, and catering of quarterly meetings. Processing Information:     Processes information received 
through surveys, research, and other collection methods by reviewing for accuracy/completeness and compiling into a 
shared folder, spreadsheets, or other locations.    Proofreads and edits meeting minutes, plans, and reports to ensure 
accurate and complete information is disseminated to others. Communicating with Persons Outside Organization:     
Makes visual and oral presentations to various regional and statewide groups to equip them with information they need 
to make decisions, plan resources, and stay up to date on departmental activities.    Communicates with staff from 
community agencies via telephone or email to answer questions, provide technical assistance, and/or obtain and 
coordinate information.    Communicates with various external organizations and individuals to arrange for the speakers, 
facilities, and technology needed for Planning and Policy Council meetings or training events. Communicating with 
Supervisors, Peers, or Subordinates:     Collaborates with departmental staff, members of Planning and Policy Councils, 
and staff in other state agencies to obtain their input with regard to the Three-Year Plan, the Joint Annual Report, 
Mental Block Grant, Health and other planning activities.    Reviews and discusses the Three-Year Plan, the Joint Annual 
Report, and the Mental Health Block Grant with administrators and planning staff to verify accuracy and identify any 
edits that may be required to achieve the desired final version of the reports.    Communicates and collaborates with 
administrative staff via email, telephone, and in person to facilitate the establishment of goals and strategies for the 
coming year.    Writes letters to communicate member appointment information to Planning and Policy Councils, the 
commissioner of the Department, the secretary of state, and the governor's office.    Provides information to 
supervisors, co-workers, and other staff by telephone, in written form (via e-mail or printed correspondence), or in 
person. Judging the Qualities of Things, Services, or People:     Reviews resumes, bios, and other information on 
individuals who have a background in mental health and substance abuse services to determine recommendation for 
appointment to the Planning and Policy Council.    Evaluates the usefulness of existing website content to determine the 
need for revisions, additions, and/or deletions of information. Performing Administrative Activities:     Maintains various 
information files (e.g., Planning and Policy Councils’ calendars, council membership lists, email groups, grants collection 
database, Mental Health Block Grant information) in electronic form on the Department’s shared network drive to 
ensure information is available to staff and that record-keeping requirements are met.    Organizes emails containing 
requested information from program staff to ensure the information can be easily located when needed for reports and 
other documents. Getting Information:     Talks with departmental staff, statewide and regional Planning and Policy 
Council members, stakeholders, providers, advocates, consumers and family members, and others to gather information 
relevant to development of Three-Year Plan, Joint Annual Report, Mental Health Block Grant, needs assessments, 
legislative proposals, and other work-related issues.    Collects survey responses from subcontracted providers to gather 
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data on services that have been provided with Mental Health Block Grant funds.    Researches federal and state 
legislative rules, regulations, statutes and other activities to obtain information which may have programmatic 
implications.    Reviews existing documentation, research data, press releases, and other resources to gather 
information needed to develop plans and accurately communicate with external constituents.    Researches new grants 
on the internet and applicable websites associated with state, federal, and foundation grants to collect information 
needed to update spreadsheets maintained for the Department. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the costs of meals, travel, and lodging for each Planning and Policy Council’s 
meetings, training, and other events as necessary for budget determination and approval. Interacting with Computers:     
Uses office productivity software (e.g., word processing, spreadsheet, and presentation applications); email systems; 
search engines; and other computer products to process information, create documents, and accomplish other work 
tasks. Developing and Building Teams:     Conducts new member orientation meetings to educate members of Planning 
and Policy Councils on council function and structure, as well as statutes and history relevant to the Planning and Policy 
Councils; to facilitate the process of members becoming active in the work of the councils; and to bring the members 
together to function as a unit. Identifying Objects, Actions, and Events:     Reads grant announcements to identify 
eligibility requirements and determine to which program area the grant may be applicable.    Identifies issues for 
management studies and develops relevant information.    Identifies the appropriate categories (i.e., state/local, federal, 
or national) to place grants in a grants collection resource database. Documenting/Recording Information:     Enters new 
available grants information to update the Grants Collection spreadsheet. Operating Vehicles, Mechanized Devices, or 
Equipment:     Operates a motor vehicle to drive to regional and state-wide meeting sites, training, and other events. 
Updating and Using Relevant Knowledge:     Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices and to gain 
knowledge/expertise.    Shares and applies acquired knowledge and skills to enhance work performance, as well as the 
performance of co-workers.    Actively seeks out work-related developmental opportunities to improve performance 
and develop expertise in various program areas.    Attends agency specific training and other in-service training as 
required to ensure continual learning and current knowledge of the field, as well as to comply with departmental, state, 
and federal laws and guidelines. 
 
Competencies (KSA’s): 
Competencies:     Intellectual Horsepower    Organizing    Priority Setting    Planning    Integrity and Trust    
Approachability    Functional and Technical Competency    Comfort around Higher Management    Patience    Strategic 
Ability    Problem Solving    Presentation Skills    Interpersonal Savvy Knowledge:     Advanced knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Advanced 
knowledge of the service delivery systems for treatment of mental health patients across their lifespan    Intermediate 
knowledge of principles of strategic planning, resource allocation leadership techniques, and coordination of people and 
resources    Basic knowledge of administrative and clerical procedures and systems such as word processing (e.g., 
Microsoft Word), spreadsheet (e.g., Excel), and other office productivity applications; managing files and records, 
designing forms, and other office procedures and terminology    Advanced knowledge of communication/dissemination 
techniques and methods, including alternative ways to inform via written, oral, and visual media    Intermediate 
knowledge of principles and processes for interacting with customers, assessing customer's needs, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of arithmetic and statistics, 
and their applicationsSkills:     Advanced skill in understanding written sentences and paragraphs in work-related 
documents    Advanced skill in talking to others to convey information effectively    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Intermediate skill in adjusting actions in relation to 
others' actions    Intermediate skill in being aware of others' reactions and understanding why they react as they do    
Advanced skill in managing one's own time and the time of others    Advanced skill in organizing long term, complex 
projects and documents requiring great attention to detail    Intermediate skill in giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    Critical thinking skills (i.e., using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems)    Intermediate skill in identifying measures 
or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Skill in understanding the implications of new information for both current and future problem-solving and 
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decision-making    Skill in identifying complex problems and reviewing related information to develop and evaluate 
options and implement solutions    Intermediate judgment and decision-making skills    Intermediate skill in determining 
how a system should work and how changes in conditions, operations, and the environment will affect outcomes    Basic 
skill in teaching others how to do something    Intermediate skill in obtaining and seeing to the appropriate use of 
equipment, facilities, and materials needed to do certain work    Intermediate skill in using mathematics and statistics to 
solve problems    Basic skill in actively looking for ways to help people    Intermediate skill in bringing others together 
and trying to reconcile differences Abilities:     Advanced ability to concentrate on a task over a period of time without 
being distracted    Advanced ability to read and understand information and ideas presented in writing    Advanced 
ability to communicate information and ideas in writing so others will understand    Ability to speak clearly so others can 
understand    Ability to identify and understand the speech of another person    Intermediate ability to generate or use 
different sets of rules for combining or grouping things in different ways    Advanced ability to apply general rules to 
specific problems to produce answers that make sense    Advanced ability to listen to and understand information and 
ideas presented through spoken words and sentences    Advanced ability to communicate information and ideas in 
speaking so others will understand    Advanced ability to shift back and forth between two or more activities or sources 
of information (such as speech, sounds, touch, or other sources)    Ability to come up with a number of ideas about a 
topic    Advanced ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events)    Intermediate ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Intermediate ability to choose the right mathematical methods or formulas to solve a problem    
Intermediate ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem)    Ability to identify or detect a pattern that is hidden in other distracting material 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner    Motor Vehicle 
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072285 - MH/IDD PLANNER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2227 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in mental health 
administration, mental health planning, health planning, public administration, healthcare administration, social or 
behavioral health, or other closely related field and experience equivalent to two (2) years of full-time professional 
mental health program or staff work or substance abuse program or staff work. Substitution of Experience for 
Education: Qualifying professional mental health program or staff work or substance abuse program or staff work may 
substitute for the required graduate-level education on a year for year basis to a maximum of two years. (Note: 
Experience may not substitute for undergraduate education. Two years of full-time qualifying experience is required to 
fully substitute for the master's degree.) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health and substance abuse services 
planning and policy analysis of considerable difficulty; and performs related work as required. Distinguishing Features: 
This is the only class in the MH/IDD Planner sub-series. An employee in this class is responsible for long and short range 
planning work for the Department of Mental Health and Substance Abuse Services. This includes developing goals, 
objectives, and strategies; analyzing and interpreting relevant data and information; and collaborating with others to 
prepare the Three-Year Plan, Joint Annual Report, and the Mental Health Block Grant. Responsibilities also include 
coordinating schedules, events, and various activities relevant to the statewide and regional Planning and Policy 
Councils, as well as various other planning-related tasks. 
 
Work Activities: 
Developing Objectives and Strategies:     Outlines specific goals and objectives, and the strategies for achieving them, to 
develop/document information needed to prepare/write the Three-Year Plan, Joint Annual Report and Mental Health 
Block Grant for the Department of Mental Health and Substance Abuse Services. Analyzing Data or Information:     
Analyzes/interprets federal and state legislative rules, regulations, statutes, policies, and other activities to determine 
economic and programmatic implications.    Analyzes and interprets statistical, budgetary, legislative and program 
information to develop departmental plans and reports. Scheduling Work and Activities:     Coordinates scheduling of 
quarterly subcommittee meetings, trainings, annual events, and other activities for the regional and statewide Planning 
and Policy Councils. Making Decisions and Solving Problems:     Assesses needs, availability/accessibility, and funding of 
services (e.g., facilitation and organization of an annual needs assessment process, surveys, and discussion groups.) to 
determine recommendations for programmatic decisions and budgetary considerations.    Participates in federal and 
interagency research, planning, and policy analysis functions for the purpose of problem solving and development of 
relevant knowledge about services. Thinking Creatively:     Develops grant proposals and completes grant applications to 
secure federal funding by identifying strategies, outcomes, and targeted projections and by writing descriptions of 
divisions/offices, program services, composition of councils, as well as the justification for continuation of programs and 
services.    Conceptualizes and creates report formats, surveys, spreadsheets (e.g., database of available grants), forms 
(e.g., member application for regional Planning and Policy Councils, Three-Year Plan reporting form), visual and oral 
presentations, agendas, and publications (e.g., announcements, bulletins, flyers) to capture, share, or disseminate 
information.    Develops and writes technical reports pertinent to the department's policies, programs, and allocation of 
resources.    Develops operational guidelines for the regional and state-wide Planning and Policy Councils. Interpreting 
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the Meaning of Information for Others:     Interprets statistical, budgetary, and programmatic information to leadership, 
members of Planning and Policy councils, and staff.    Performs a variety of public contact and liaison work in explaining 
and interpreting policy, procedure and programs. Evaluating Information to Determine Compliance with Standards:     
Reviews the composition of Planning and Policy Councils’ membership (i.e., appropriate representation of consumers 
and family members, stake holders, providers, and advocates) to ensure compliance with state and federal laws.    
Reviews legislative proposals received from Planning and Policy Councils to determine whether it meets criteria or 
requirements for legislation. Establishing and Maintaining Interpersonal Relationships:     Maintains contacts and 
consults with local, state, multi-state, regional and national governmental and private organizations associated with 
legislative, administrative, fiscal evaluation, planning, and programmatic responsibilities. Resolving Conflicts and 
Negotiating with Others:     Discusses complaints and/or conflicts with members of Planning and Policy Councils, staff 
members, consumers and their caregivers, and others to facilitate a resolution or negotiate a compromise solution. 
Provide Consultation and Advice to Others:     Advises the Department about what services should be provided, 
methodologies to assess needs and priorities for service development.    Advises policy makers and regularly represents 
the Department to the public regarding mental health and substance abuse concerns. Organizing, Planning, and 
Prioritizing Work:     Establishes plan of action and timelines for all reports, activities of Planning and Policy Councils, and 
other special projects as assigned.    Maintains organized personal calendar and/or task lists to ensure work activities are 
appropriately accomplished. Coordinating the Work and Activities of Others:     Coordinates requests for, and the 
collection of, information from staff to get their input regarding the Joint Annual Report, Mental Health Block Grant 
application and report, the Three-Year Plan and Report, the Service Category Listing, and Evidence-Based Practice survey 
data collection.    Coordinates the Planning and Policy Councils’ review and approval of documents for which their 
endorsement is required (e.g., Joint Annual Report, Mental Health Block Grant application and report).    Coordinates 
staff work activities relevant to the planning of statewide and regional Planning and Policy Councils’ meetings, 
appointment of members, and catering of quarterly meetings. Processing Information:     Processes information received 
through surveys, research, and other collection methods by reviewing for accuracy/completeness and compiling into a 
shared folder, spreadsheets, or other locations.    Proofreads and edits meeting minutes, plans, and reports to ensure 
accurate and complete information is disseminated to others. Communicating with Persons Outside Organization:     
Makes visual and oral presentations to various regional and statewide groups to equip them with information they need 
to make decisions, plan resources, and stay up to date on departmental activities.    Communicates with staff from 
community agencies via telephone or email to answer questions, provide technical assistance, and/or obtain and 
coordinate information.    Communicates with various external organizations and individuals to arrange for the speakers, 
facilities, and technology needed for Planning and Policy Council meetings or training events. Communicating with 
Supervisors, Peers, or Subordinates:     Collaborates with departmental staff, members of Planning and Policy Councils, 
and staff in other state agencies to obtain their input with regard to the Three-Year Plan, the Joint Annual Report, 
Mental Block Grant, Health and other planning activities.    Reviews and discusses the Three-Year Plan, the Joint Annual 
Report, and the Mental Health Block Grant with administrators and planning staff to verify accuracy and identify any 
edits that may be required to achieve the desired final version of the reports.    Communicates and collaborates with 
administrative staff via email, telephone, and in person to facilitate the establishment of goals and strategies for the 
coming year.    Writes letters to communicate member appointment information to Planning and Policy Councils, the 
commissioner of the Department, the secretary of state, and the governor's office.    Provides information to 
supervisors, co-workers, and other staff by telephone, in written form (via e-mail or printed correspondence), or in 
person. Judging the Qualities of Things, Services, or People:     Reviews resumes, bios, and other information on 
individuals who have a background in mental health and substance abuse services to determine recommendation for 
appointment to the Planning and Policy Council.    Evaluates the usefulness of existing website content to determine the 
need for revisions, additions, and/or deletions of information. Performing Administrative Activities:     Maintains various 
information files (e.g., Planning and Policy Councils’ calendars, council membership lists, email groups, grants collection 
database, Mental Health Block Grant information) in electronic form on the Department’s shared network drive to 
ensure information is available to staff and that record-keeping requirements are met.    Organizes emails containing 
requested information from program staff to ensure the information can be easily located when needed for reports and 
other documents. Getting Information:     Talks with departmental staff, statewide and regional Planning and Policy 
Council members, stakeholders, providers, advocates, consumers and family members, and others to gather information 
relevant to development of Three-Year Plan, Joint Annual Report, Mental Health Block Grant, needs assessments, 
legislative proposals, and other work-related issues.    Collects survey responses from subcontracted providers to gather 
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data on services that have been provided with Mental Health Block Grant funds.    Researches federal and state 
legislative rules, regulations, statutes and other activities to obtain information which may have programmatic 
implications.    Reviews existing documentation, research data, press releases, and other resources to gather 
information needed to develop plans and accurately communicate with external constituents.    Researches new grants 
on the internet and applicable websites associated with state, federal, and foundation grants to collect information 
needed to update spreadsheets maintained for the Department. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates the costs of meals, travel, and lodging for each Planning and Policy Council’s 
meetings, training, and other events as necessary for budget determination and approval. Interacting with Computers:     
Uses office productivity software (e.g., word processing, spreadsheet, and presentation applications); email systems; 
search engines; and other computer products to process information, create documents, and accomplish other work 
tasks. Developing and Building Teams:     Conducts new member orientation meetings to educate members of Planning 
and Policy Councils on council function and structure, as well as statutes and history relevant to the Planning and Policy 
Councils; to facilitate the process of members becoming active in the work of the councils; and to bring the members 
together to function as a unit. Identifying Objects, Actions, and Events:     Reads grant announcements to identify 
eligibility requirements and determine to which program area the grant may be applicable.    Identifies issues for 
management studies and develops relevant information.    Identifies the appropriate categories (i.e., state/local, federal, 
or national) to place grants in a grants collection resource database. Documenting/Recording Information:     Enters new 
available grants information to update the Grants Collection spreadsheet. Operating Vehicles, Mechanized Devices, or 
Equipment:     Operates a motor vehicle to drive to regional and state-wide meeting sites, training, and other events. 
Updating and Using Relevant Knowledge:     Periodically reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices and to gain 
knowledge/expertise.    Shares and applies acquired knowledge and skills to enhance work performance, as well as the 
performance of co-workers.    Actively seeks out work-related developmental opportunities to improve performance 
and develop expertise in various program areas.    Attends agency specific training and other in-service training as 
required to ensure continual learning and current knowledge of the field, as well as to comply with departmental, state, 
and federal laws and guidelines. 
 
Competencies (KSA’s): 
Competencies:     Intellectual Horsepower    Organizing    Priority Setting    Planning    Integrity and Trust    
Approachability    Functional and Technical Competency    Comfort around Higher Management    Patience    Strategic 
Ability    Problem Solving    Presentation Skills    Interpersonal Savvy Knowledge:     Advanced knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders    Advanced 
knowledge of the service delivery systems for treatment of mental health patients across their lifespan    Intermediate 
knowledge of principles of strategic planning, resource allocation leadership techniques, and coordination of people and 
resources    Basic knowledge of administrative and clerical procedures and systems such as word processing (e.g., 
Microsoft Word), spreadsheet (e.g., Excel), and other office productivity applications; managing files and records, 
designing forms, and other office procedures and terminology    Advanced knowledge of communication/dissemination 
techniques and methods, including alternative ways to inform via written, oral, and visual media    Intermediate 
knowledge of principles and processes for interacting with customers, assessing customer's needs, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of arithmetic and statistics, 
and their applicationsSkills:     Advanced skill in understanding written sentences and paragraphs in work-related 
documents    Advanced skill in talking to others to convey information effectively    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Intermediate skill in adjusting actions in relation to 
others' actions    Intermediate skill in being aware of others' reactions and understanding why they react as they do    
Advanced skill in managing one's own time and the time of others    Advanced skill in organizing long term, complex 
projects and documents requiring great attention to detail    Intermediate skill in giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    Critical thinking skills (i.e., using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems)    Intermediate skill in identifying measures 
or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Skill in understanding the implications of new information for both current and future problem-solving and 
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decision-making    Skill in identifying complex problems and reviewing related information to develop and evaluate 
options and implement solutions    Intermediate judgment and decision-making skills    Intermediate skill in determining 
how a system should work and how changes in conditions, operations, and the environment will affect outcomes    Basic 
skill in teaching others how to do something    Intermediate skill in obtaining and seeing to the appropriate use of 
equipment, facilities, and materials needed to do certain work    Intermediate skill in using mathematics and statistics to 
solve problems    Basic skill in actively looking for ways to help people    Intermediate skill in bringing others together 
and trying to reconcile differences Abilities:     Advanced ability to concentrate on a task over a period of time without 
being distracted    Advanced ability to read and understand information and ideas presented in writing    Advanced 
ability to communicate information and ideas in writing so others will understand    Ability to speak clearly so others can 
understand    Ability to identify and understand the speech of another person    Intermediate ability to generate or use 
different sets of rules for combining or grouping things in different ways    Advanced ability to apply general rules to 
specific problems to produce answers that make sense    Advanced ability to listen to and understand information and 
ideas presented through spoken words and sentences    Advanced ability to communicate information and ideas in 
speaking so others will understand    Advanced ability to shift back and forth between two or more activities or sources 
of information (such as speech, sounds, touch, or other sources)    Ability to come up with a number of ideas about a 
topic    Advanced ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events)    Intermediate ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Intermediate ability to choose the right mathematical methods or formulas to solve a problem    
Intermediate ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, only 
recognizing there is a problem)    Ability to identify or detect a pattern that is hidden in other distracting material 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner    Motor Vehicle 
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072320 - MH/IDD PROGRAM DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2182 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072320 - MH/IDD PROGRAM DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2183 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072320 - MH/IDD PROGRAM DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2184 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072305 - MH/IDD STANDARDS COORDINATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2246 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in special 
education, rehabilitation or therapeutic health, nursing, sociology, social work, or any behavioral science field and 
experience equivalent to five years of professional mental health and/or intellectual and developmental disabilities 
work. Substitution of Experience for Education: Qualifying professional mental health and/or intellectual and 
developmental disabilities work may substitute for the required education on a year for year basis to a maximum of two 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: When working in an intellectual and developmental disabilities setting the applicant 
must be a Qualified Intellectual Disabilities Professional (QIDP) under the ICF/IID federal regulations. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional MH/IDD program standards administrative, coordinative and 
supervisory work of average difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class is responsible for coordinating program standards monitoring and compliance at a major MH/IDD field site. An 
employee would supervise monitoring and evaluative personnel and a common pattern also includes directing the 
medical records function through supervision of Health Information Managers. An incumbent would receive guidance in 
work from the site superintendent, the hospital administrator or other appropriate level official. 
 
Work Activities: 
Updating and Using Relevant Knowledge:     Researches and interprets changes to standards and disseminates 
information to staff.Evaluating Information to Determine Compliance with Standards:    Acts as coordinator for all 
monitoring performed by other agencies at an MH/IDD site for standards pertaining to Medicare, Medicaid, Joint 
Commission, Intermediate Care Facilities, Independent Professional Review, Council on Quality and Leadership, annual 
certification and six-month follow-up surveys by the Department of Health, and other state laws and departmental 
guidelines.    Supervises and participates in surveys of condition and correction of deficiencies.    Coordinates the 
performance improvement activities for the facilities, which includes root cause analyses, failure mode and effects 
analyses and other performance improvement activities.    Prepares for and coordinates site surveys by others so that 
the review runs smoothly.    Participates in closing review interviews where reviewers discuss congruence of site to 
standards and enumerate deficiencies for correction.Training and Teaching Others:    Trains site staff on the various 
standards to be met.Documenting/Recording Information:    Exercises supervisory responsibility for the proper 
preparation and maintenance of a variety of voluminous records and reports.    Prepares complex records and 
reports.Provide Consultation and Advice to Others:    Acts as one of the primary sources for coordination, explanation, 
interpretation and enforcement of policy and procedures at the site to which assigned.    Assists in the development of 
procedures for the site.    Serves on policy and procedure committees.Communicating with Persons Outside 
Organization:    Performs a variety of personal contact and liaison work with site staff, other sites, central offices, other 
departments, community agencies, attorneys, the courts, insurance companies, outside agencies, and others who 
require explanation and interpretation of specialized matters in obtaining desired actions or handling difficult personal 
relationships.Staffing Organizational Units:    Makes recommendations and decisions on such human resources actions 
as employment, promotion, demotion, transfer, retention, and increases for exceptional performance. 
 
Competencies (KSA’s): 
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Competencies:     Dealing with Ambiguity    Decision Quality    Intellectual Horsepower    Problem Solving    Informing    
Written Communications    Learning on the Fly    Organizing    Planning    Priority Setting    Time Management    Comfort 
around Higher Management    Presentation Skills    Integrity and Trust    NegotiatingKnowledge:    Knowledge of 
principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and the 
measurement of training effects    Knowledge of principles and processes for providing customer and personal services, 
including customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Knowledge of computer hardware and software, including applications and programming    Knowledge of administrative 
and clerical procedures and systems such as word processing, managing files and records, stenography and 
transcription, designing forms, and other office procedures and terminology    Knowledge of arithmetic, algebra, 
geometry, calculus, statistics, and their applications    Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resourcesSkills:    Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems    Understanding written sentences and paragraphs in work 
related documents    Communicating effectively in writing as appropriate for the needs of the audience    Understanding 
the implications of new information for both current and future problem-solving and decision-making    Giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Managing one's own time and the time of others    Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions    
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Identifying 
measures or indicators of system performance and the actions needed to improve or correct performance, relative to 
the goals of the system    Adjusting actions in relation to others' actionsAbilities:    The ability to read and understand 
information and ideas presented in writing    The ability to communicate information and ideas in writing so others will 
understand    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to listen to and understand information and ideas presented through spoken 
words and sentences    The ability to communicate information and ideas in speaking so others will understand    The 
ability to apply general rules to specific problems to produce answers that make sense    The ability to come up with a 
number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity)    The 
ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among 
seemingly unrelated events)    The ability to arrange things or actions in a certain order or pattern according to a specific 
rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations)    The ability to choose 
the right mathematical methods or formulas to solve a problem    The ability to shift back and forth between two or 
more activities or sources of information (such as speech, sounds, touch, or other sources)    The ability to imagine how 
something will look after it is moved around or when its parts are moved or rearranged    The ability to add, subtract, 
multiply, or divide quickly and correctly    The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    The ability to quickly make sense of, combine, and 
organize information into meaningful patterns    The ability to identify or detect a known pattern (a figure, object, word, 
or sound) that is hidden in other distracting material    The ability to come up with unusual or clever ideas about a given 
topic or situation, or to develop creative ways to solve a problem 
 
Tools and Equipment Used: 
    Electronic Devices    Office Equipment 
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072264 - MHSAS ASST DIR SPEC PROJECTS 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2149 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs.To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072224 - MHSAS BEHAVIOR SPECIALIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2237 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in child 
development, psychology, social work, or other related acceptable field. Substitution of Experience for Education:  Work 
experience in mental health, child development, social work, or other related acceptable field may substitute for the 
required college education on a year for year basis to a maximum of four years. OR Education equivalent to graduation 
from a standard high school and successful completion of a Regional Intervention Program operated by or recognized by 
the Tennessee Department of Mental Health and Substance Abuse Services.  
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:  Under general supervision, performs behavior specialist work of average difficulty in providing services to 
Regional Intervention Program participants; and performs related work as required. Distinguishing Features:  This is the 
working-level classification in the MHSAS Behavior Specialist job series.  An employee in this classification works directly 
with children and parents/caregivers who are enrolled in a Regional Intervention Program (RIP).  This includes 
developing/modifying intervention plans; utilizing various coaching, modeling, and training techniques to assist 
participants in achieving treatment goals; and various other related tasks.  This classification differs from MHSAS Lead 
Behavior Specialist in that employees in this classification are not assigned the full range of lead-level tasks performed 
by the MHSAS Lead Behavior Specialist (e.g., monitoring/overseeing program activities, facilitating team meetings, 
providing case oversight, and other lead level responsibilities).  
 
Work Activities: 
Developing Objectives and Strategies: Develops and modifies intervention plans for Regional Intervention Program (RIP) 
participants to address their treatment goals.Making Decisions and Solving Problems: Analyzes data (e.g., outcome 
measures, baseline, intervention, and maintenance data) to identify and guide treatment and develop/modify treatment 
goals/plans for RIP service recipients and/or other care providers (e.g., doctors, childcare teacher, home visitors, etc.) 
Uses outcome measure data to identify and guide treatment objectives for families and/or other care providers (e.g., 
doctors, childcare teacher, home visitors, etc.).Thinking Creatively: Collaborates with other program staff to provide 
input and/or assist in development of RIP policies/procedures, establishment of action plans, and other program 
improvement projects.Coaching and Developing Others: Coaches parents, caregivers, and children using verbal/visual 
prompting and feedback during structured or naturally occurring situations to support their progress toward goals (e.g., 
self-regulation, implementation of strategy, conflict resolution, coaching and modeling for peers). Models behavior 
management techniques for parents, caregivers, interns and staff to support application of training materials in a variety 
of settings. Models social and emotional competencies (based on evidence-informed practices) and implements least-
restrictive behavior management practices for children in classroom and dyadic environment to reduce challenging 
behaviors and increase their success in social peer interactions. Identifies ongoing coaching and/or modeling needs 
through data, parent/child reports, and staff reports so that necessary coaching and mentoring activities can be planned 
and implemented.Training and Teaching Others: Teaches children how to coach and model social and emotional 
competencies (e.g., problem-solving, conflict resolutions, self-regulation, friendship skills) for their peers. Conducts 
structured feedback sessions (informed by review of records and direct observation of training sessions and/or other 
specific tasks) to insure fidelity of work performed. Answers questions and provides verbal/written feedback to 
parents/caregivers during and after training sessions to help them assimilate the training experience and generalize to 
other environments. Teaches children social and emotional competencies (based on evidence-informed practices) and 
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intervenes as necessary in classroom and dyadic environment to reduce challenging behaviors and increase their success 
in social peer interactions. Assesses children's social and emotional competencies and behavior changes through 
observation, data, and feedback from other parents/caregivers and staff. Provides structured curriculum-based material 
to individuals or small groups of parents, caregivers, community groups, and other staff to teach them behavior 
management strategies to use in a variety of settings. Makes adaptations to training delivery (e.g., provides relevant 
examples, adjusts presentation/communication style, uses visuals, provides opportunities to observe in practice) to 
individualize training based on the needs as determined by participant self-report, observation, and data. Provides 
structured curriculum-based material to parents, caregivers, interns, and other staff to teach them how to train others 
on behavior management strategies, coach and model for others, and complete program implementation tasks. 
Assesses training participants' level of understanding, progress, and/or satisfaction based on observation, data, 
feedback from other staff, and parent/caregiver self-reporting. Assesses parent/caregiver interest in additional training 
and program implementation tasks (e.g., creating lesson plans, collecting data, facilitating work groups, training other 
parents) through individualized structured interviews to develop a training track for continued skill acquisition and 
consolidation of learning.Identifying Objects, Actions, and Events: Utilizes qualitative and quantitative data on children's 
behavior in the classroom to track and identify patterns for use in development of behavior programming.Processing 
Information: Scores and aggregates outcome measures for individual and programmatic data tracking purposes by 
following standardized instructions and utilizing a spreadsheet application (e.g., Excel).Communicating with Persons 
Outside Organization: Makes presentations and serves as booth attendant at public events to provide information about 
RIP and support community relationships.Communicating with Supervisors, Peers, or Subordinates: Talks with 
staff/interns, parents/caregivers, or other RIP participants to inform them of specific incidents or events (e.g., safety 
issues/concerns). Provides information to RIP Director via oral and written communications, including email and 
generation of various reports on a monthly or as needed basis (e.g., inter-rater reliability data, P.I.T. training data, 
incident reports, and/or other work related information). Shares information in team meetings (e.g., treatment teams, 
debriefs) to support family and program goals.Documenting/Recording Information: Generates and submits various 
reports which may include inter-rater reliability data, P.I.T. training data, safety reports (e.g., fire drill and incident 
reports), and/or other work related information. Records cumulative treatment progress into Family Objectives Report 
to review with families at regularly scheduled intervals. Documents daily activities and progress toward goals of children 
and adults in RIP programs to maintain information needed for monitoring and tracking progress. Graphs data collected 
(using a spreadsheet application or by hand drawing) to provide a visual representation of data points across a specified 
period of time.Updating and Using Relevant Knowledge: Completes assigned training (e.g., Title VI, new staff training, 
RIP in-service) to acquire knowledge and keep up-to-date on the latest methods and technologies. Researches 
community organizations to maintain current knowledge of services available for RIP participants.Interacting With 
Computers: Utilizes various computer applications/systems, including web browsers, office productivity software (e.g., 
word processing, spreadsheet, presentation applications) and email systems, to process or obtain information, create 
documents, and communicate by email.Getting Information: Interviews all involved individuals to gather information 
necessary to document specific incidents or events (e.g., safety issues/concerns). Observes adult/child (i.e., parent/child, 
teacher/child, etc.) and peer (i.e., child/child and adult/adult) interactions in a variety of settings at RIP (e.g., classroom, 
individualized sessions, informal situations) to gather qualitative and quantitative information necessary to guide 
treatment and assess progress. Responds to inquiries and collects information from parents/caregivers to determine 
eligibility for RIP services. Administers outcome measures to adults (i.e., parents, caregivers, teachers, etc.) to gather 
information to guide treatment and assess progress. Conducts satisfaction surveys with service recipients to gather 
information necessary to measure service experience and program needs. Talks with families and/or conducts Parent 
Implementation Training (P.I.T.) interviews to gather information relevant to their training needs (e.g., challenging child 
behaviors) and preferences.Organizing, Planning, and Prioritizing Work: Prepares and organizes paperwork needed for 
classrooms and program operations by creating/ posting rosters; preparing copies of behavior plans and documents 
needed for data collection during program; making sure family notebooks are organized and updated; and/or 
preparing/updating other paperwork as needed. Prepares classrooms and other areas used for program operations by 
stocking classroom materials (e.g., puzzle boxes, documents/forms); conducting safety sweeps (e.g., checking for outlet 
covers, locks on cabinets, etc.); moving furniture prior to and during sessions; and cleaning, organizing, and resetting 
areas after each program.Provide Consultation and Advice to Others: Makes recommendations to management in staff 
meetings or informal settings for changes in RIP operations to improve efficiency and quality of services.Performing 
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Administrative Activities: Identifies and obtains supplies for program and service operations to ensure optimal service 
provision. 
 
Competencies (KSA’s): 
Competencies: Ethics and values Compassion Learning on the fly Approachability Understanding others Composure 
Patience Organizing Perspective Problem solving Strategic agility Decision qualityKnowledge: Intermediate knowledge of 
principles, methods, and procedures for behavior modification for child behavior Basic knowledge of privacy laws, 
Health Insurance Portability and Accountability Act (HIPAA) of 1994, and Title VI of the Civil Rights Act of 1964 Basic 
knowledge of arithmetic Basic knowledge of different philosophical systems and religions, including their basic 
principles, values, ethics, ways of thinking, customs, practices, and their impact on human culture Basic knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
and the assessment and treatment of behavioral and affective disorders Basic knowledge of principles and processes for 
providing individualized client services, including client needs assessment, meeting quality standards for services, and 
evaluation of service experience and program needs Basic knowledge of group behavior and dynamics, societal trends 
and influences, ethnicity, and cultures Basic knowledge of relevant equipment, policies, procedures, and strategies to 
promote effective   protection of people, data, and propertySkills: Intermediate skill in giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Intermediate skill in understanding written sentences and paragraphs in work 
related documents Intermediate skill in communicating effectively in writing as appropriate for the needs of the 
audience Intermediate skill in talking to others to convey information effectively Intermediate skill in applying behavior 
management techniques to persuade or help others to change their minds or behavior Intermediate skill in actively 
looking for ways to help people Intermediate skill in teaching others how to do something Intermediate skill in being 
aware of others' reactions and understanding why they react as they do Intermediate in identifying complex problems 
and reviewing related information to develop and evaluate options and implement solutions Intermediate skill in using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems Intermediate skill in adjusting actions in relation to others' actions Basic skill in considering the relative costs 
and benefits of potential actions to choose the most appropriate one Intermediate skill in managing one's own time and 
the time of others Basic skill in understanding the implications of new information for both current and future problem-
solving and decision-making Intermediate skill in selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things Basic skill in using mathematics to solve problems 
Intermediate skill in monitoring/assessing performance of program activities and participants to make improvements or 
take corrective action Basic skill in determining how program operations should work and how changes in conditions, 
schedules, individual needs, and the environment will affect outcomes Basic skill in identifying measures or indicators of 
program fidelity and the actions needed to resolve problems/issues relative to goals of the program Basic skill in 
obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to run program 
effectivelyAbilities: Ability to coordinate two or more limbs (for example, two arms, two legs, or one leg and one arm) 
while sitting, standing, or kneeling down as necessary to perform program tasks and/or maintain a safe environment 
Ability to time one's movements or the movement of  a person or object (e.g., a classroom item thrown by a child) in a 
classroom setting as necessary to maintain a safe environment Ability to quickly respond (with the hand, finger, or foot) 
to a sound, movement, or event as necessary to maintain a safe environment Ability to choose and quickly initiate the 
appropriate movements in response to two or more different sounds, movements, or events as necessary to maintain a 
safe environment Ability to quickly and repeatedly bend, stretch, twist, or reach out with one's body, arms, and/or legs 
as necessary to perform program related tasks and/or maintain a safe environment Ability to bend, stretch, twist, or 
reach with your body, arms, and/or legs as necessary to perform program related tasks and/or maintain a safe 
environment Ability to keep or regain body balance or stay upright when in an unstable position Ability to tell the 
direction from which a sound originated as necessary to ensure safety of self and others Intermediate ability to listen to 
and understand information and ideas presented through spoken words and sentences Intermediate ability to 
effectively communicate information and ideas in speaking so others will understand Intermediate ability to read and 
understand information and ideas presented in writing Ability to see objects or movement of objects to one's side when 
the eyes are looking ahead as necessary to ensure safety of self and others Ability to speak clearly so others can 
understand Basic ability to tell when something is wrong or is likely to go wrong (does not involve solving the problem, 
only recognizing there is a problem) Basic ability to know one's location in relation to the environment or to know where 
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other objects are in relation to oneself Intermediate ability to communicate information and ideas in writing so others 
will understand Ability to focus on a single source of sound in the presence of other distracting sounds Ability to detect 
or tell the differences between sounds that vary in tone and pitch as necessary to ensure safety and attend to needs of 
children/program participants Ability to see details at close range (within a few feet) as necessary to perform program 
tasks Ability to identify and understand the speech of another person Basic ability to shift back and forth between two 
or more activities or sources of information (such as speech, sounds, touch, or other sources) Basic ability to add, 
subtract, multiply, or divide quickly and correctly Basic ability to come up with unusual or clever ideas about a given 
topic or situation, or to develop creative ways to solve a problem Basic ability to arrange things or actions in a certain 
order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations) Basic ability to choose the right mathematical methods or formulas to solve a problem Basic 
ability to identify or detect a known pattern (a figure, object, word, or sound) that is hidden in other distracting material 
Basic ability to combine pieces of information to form general rules or conclusions (includes finding a relationship 
among seemingly unrelated events) Basic ability to remember information such as words, numbers, pictures, and 
procedures Basic ability to generate or use different sets of rules for combining or grouping things in different ways 
Basic ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, 
pictures, or patterns when comparing either at the same time or one after the other, as well as when comparing a 
presented object with a remembered object 
 
Tools and Equipment Used: 
 Computer Telephone Printers, copiers, and other office equipment 
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072220 - MHSAS BUSINESS ANALYST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2236 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072228 - MHSAS CHIEF ADMINISTRATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2244 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072234 - MHSAS CHIEF NURSING OFFICER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2245 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072430 - MHSAS CHIEF PHARMACIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2053 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072237 - MHSAS CLINICAL DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2121 
 
Minimum Qualifications: 
 There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072219 - MHSAS COM BEH HEALTH MED DIR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2223 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072227 - MHSAS DIR SPECIAL PROJECTS 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2243 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072226 - MHSAS DIRECTOR OF RESEARCH 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2238 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072225 - MHSAS LEAD BEHAVIOR SPECIALIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2242 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with bachelor's degree in child 
development, psychology, social work, or other related acceptable field and two years of work experience in mental 
health, child development, social work, or other related acceptable field. Substitution of Experience for Education:  
Work experience in mental health, child development, social work, or other related acceptable field may substitute for 
the required college education on year for year basis, to a maximum of four years. Substitution of Education for 
Experience:  Graduation from an accredited college or university with a master's degree in child development, 
psychology, social work, or other related acceptable field may substitute for the required two years of work experience. 
OR Education equivalent to graduation from a standard high school, successful completion of a Regional Intervention 
Program operated by or recognized by the Tennessee Department of Mental Health and Substance Abuse Services, and 
two years of work experience in mental health, child development, social work, or other related acceptable field. OR 
One year of experience as an MHSAS Behavior Specialist for a Regional Intervention Program operated by or recognized 
by the Tennessee Department of Mental Health and Substance Abuse Services.  
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs lead level behavior specialist work of average difficulty in providing 
services to Regional Intervention Program participants; and performs related work as required. Distinguishing Features:  
This is the lead-level classification in the MHSAS Behavior Specialist job series.  An employee in this classification 
oversees Regional Intervention Program activities and leads other staff in providing services to children and 
parents/caregivers enrolled in the program.  This includes monitoring/troubleshooting program activities; preparing and 
coordinating schedules; facilitating team meetings; providing case oversight; developing/modifying intervention plans; 
utilizing various coaching, modeling, and training techniques to assist participants in achieving treatment goals; and 
various other related tasks.  This classification differs from MHSAS Behavior Specialist in that an employee in this 
classification performs a variety of lead-level tasks not typically assigned to employees in the MHSAS Behavior Specialist 
classification.  
 
Work Activities: 
Developing Objectives and Strategies: Develops and modifies intervention plans for Regional Intervention Program (RIP) 
participants to address their treatment goals.Monitor Processes, Materials, or Surroundings: Monitors and oversees RIP 
activities to detect/troubleshoot any issues and make adjustments as needed [e.g., Parent Implementation Training 
(P.I.T.) activities, participant attendance, scheduling or classroom issues, participants in need of interpreter services, or 
other issues requiring intervention or assistance].Making Decisions and Solving Problems: Analyzes data (e.g., baseline, 
intervention, and maintenance data) to guide treatment and develop/modify treatment goals/intervention plans for RIP 
service recipients. Uses outcome measure data to identify and guide treatment objectives for families and/or other care 
providers (e.g., doctors, childcare teacher, home visitors, etc.). May interpret outcome measure data to inform 
treatment decisions and referrals to other services.Communicating with Supervisors, Peers, or Subordinates: Provides 
information to RIP Director via oral and written communications, including email and generation of various reports on a 
monthly or as needed basis (e.g., inter-rater reliability data, P.I.T. training data, incident reports, and/or other work 
related information). Shares information in team meetings (e.g., treatment teams, debriefs) to support family and 
program goals. Talks with staff/interns, parents/caregivers, or other RIP participants to inform them of specific incidents 
or events (e.g., safety issues/concerns).Coaching and Developing Others: Coaches parents, caregivers, and children using 
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verbal/visual prompting and feedback during structured or naturally occurring situations to support their progress 
toward goals (e.g., self-regulation, implementation of strategy, conflict resolution, coaching and modeling for peers). 
Models behavior management techniques for parents, caregivers, interns and staff to support application of training 
materials in a variety of settings. Models social and emotional competencies (based on evidence-informed practices) 
and implements least-restrictive behavior management practices for children in classroom and dyadic environment to 
reduce challenging behaviors and increase their success in social peer interactions. Facilitates additional RIP services 
(Care Coordination, Child Care School Intervention, Liaison, consultation), in accordance with RIP policies, to support 
continued positive outcomes for parents, caregivers, and children. Identifies ongoing coaching and/or modeling needs 
through data, parent/child reports, and staff reports so that necessary coaching and mentoring activities can be planned 
and implemented.Processing Information: Compiles and tabulates work related data using Excel and other 
tools/programs to create reports as necessary/required. Scores and aggregates outcome measures for individual and 
programmatic data tracking purposes by following standardized instructions and utilizing a spreadsheet application (e.g., 
Excel).Training and Teaching Others: Teaches children how to coach and model social and emotional competencies (e.g., 
problem-solving, conflict resolutions, self-regulation, friendship skills) for their peers. Answers questions and provides 
verbal /written feedback to parents/caregivers during and after training sessions to help them assimilate the training 
experience and generalize to other environments. Teaches children social and emotional competencies (based on 
evidence-informed practices) and intervenes as necessary in classroom and dyadic environment to reduce challenging 
behaviors and increase their success in social peer interactions. Provides structured curriculum-based material to 
individuals or small groups of parents, caregivers, community groups, and other staff to teach them behavior 
management strategies to use in a variety of settings. Makes adaptations to training delivery (e.g., provides relevant 
examples, adjusts presentation/communication style, uses visuals, provides opportunities to observe in practice) to 
individualize training based on the needs as determined by participant self-report, observation, and data. Provides 
structured curriculum-based material to parents, caregivers, interns, and other staff to teach them how to train others 
on behavior management strategies, coach and model for others, and complete program implementation tasks. 
Conducts structured feedback sessions (informed by review of records and direct observation of training sessions and/or 
other specific tasks) to insure fidelity of work performed. Assesses children's social and emotional competencies and 
behavior changes through observation, data, and feedback from other parents/caregivers and staff. Assesses training 
participants' level of understanding, progress, and/or satisfaction based on observation, data, feedback from other staff, 
and parent/caregiver self-reporting. Assesses parent/caregiver interest in additional training and program 
implementation tasks (e.g., creating lesson plans, collecting data, facilitating work groups, training other parents) 
through individualized structured interviews to develop a training track for continued skill acquisition and consolidation 
of learning.Coordinating the Work and Activities of Others: Provides case oversight by reviewing charts and reports, 
providing updates to treatment team, and communicating information to program participants to maintain fidelity of 
program modules and support participants' progress toward goals. Facilitates team meetings (e.g., treatment teams, 
debriefs) and delegates tasks to support family and program goals. Oversees intern training process including 
orientation, training track documentation, and exit process.Identifying Objects, Actions, and Events: Utilizes qualitative 
and quantitative data on children's behavior in the classroom to track and identify patterns for use in development of 
behavior programming.Thinking Creatively: Collaborates with other program staff to provide input and/or assist in 
development of RIP policies/procedures, establishment of action plans, and other program improvement 
projects.Scheduling Work and Activities: Prepares and disseminates schedules for RIP program activities based on 
information gathered from team meetings, shared calendars, activity charts, and other relevant information. 
Communicates with training and administrative staff to coordinate the scheduling of training for program staff and/or 
interns upon hire/assignment or as training needs are identified.Interpreting the Meaning of Information for Others: 
Reviews RIP policies and procedures with families/caregivers at intake, or as needed, to inform them of their rights and 
responsibilities as program participants.Communicating with Persons Outside Organization: Communicates with 
parents/caregivers, community organizations, and the general public answer questions, provide information relative to 
RIP services and/or assist in referrals to other services. Offers services and responds to requests from RIP participants to 
assist them in taking full advantage of all available services (e.g., Care Coordination, Child Care School Intervention, 
Liaison, consultation) during their participation in the RIP program. Makes presentations and serves as booth attendant 
at public events to provide information about RIP and support community relationships.Getting Information: Interviews 
all involved individuals to gather information necessary to document specific incidents or events (e.g., safety 
issues/concerns). Conducts intake process by interviewing, collecting documentation, and completing required 
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paperwork for incoming RIP participants. Per parent/caregiver request, conducts observations in child care/school 
settings in the community to gather qualitative and quantitative data for making recommendations to community 
providers, as well as for guiding treatment and assessing progress at RIP. Reviews shared calendars, family activity 
charts, P.I.T. logs, and other information sources to obtain information needed to plan/prepare training programs and 
schedules. Observes adult/child (i.e., parent/child, teacher/child, etc.) and peer (i.e., child/child and adult/adult) 
interactions in a variety of settings at RIP (e.g., classroom, individualized sessions, informal situations) to gather 
qualitative and quantitative information necessary to guide treatment and assess progress. Responds to inquiries and 
collects information from parents/caregivers to determine eligibility for RIP services. Administers outcome measures to 
adults (i.e., parents, caregivers, teachers, etc.) to gather information for guiding treatment and assessing progress. 
Conducts satisfaction surveys with service recipients to gather information necessary to measure service experience and 
program needs. Talks with families and/or conducts Parent Implementation Training (P.I.T.) interviews to gather 
information relevant to their training needs (e.g., challenging child behaviors) and preferences.Documenting/Recording 
Information: Records cumulative treatment progress into Family Objectives Report for review with families at regularly 
scheduled intervals. Documents any additional services received by preparing a written summary and/or data 
presentation of RIP services received (e.g., Care Coordination, Child care School Intervention, Liaison, consultation). 
Generates and submits various reports which may include inter-rater reliability data, P.I.T. training data, safety reports 
(e.g., fire drill and incident reports), and/or other work related information. Documents daily activities and progress 
toward goals of children and adults in RIP programs to maintain information needed for monitoring and tracking 
progress. Graphs data collected (using a spreadsheet application or by hand drawing) to provide a visual representation 
of data points across a specified period of time. Tracks via a spreadsheet the overall program attendance and activities 
for routine programmatic reporting.Updating and Using Relevant Knowledge: Completes assigned training (e.g., Title VI, 
new staff training, RIP in-service) to acquire knowledge and keep up-to-date on the latest methods and technologies. 
Researches community organizations to maintain current knowledge of services available for RIP 
participants.Establishing and Maintaining Interpersonal Relationships: Networks with community partners to establish 
positive relationships with those organizations providing services for parents/caregivers and/or children.Interacting 
With Computers: Utilizes various computer applications/systems, including web browsers, office productivity software 
(e.g., word processing, spreadsheet, presentation applications) and email systems, to process or obtain information, 
create documents, and communicate by email.Organizing, Planning, and Prioritizing Work: Prepares and organizes 
paperwork needed for classrooms and program operations by creating/ posting rosters; preparing copies of behavior 
plans and documents needed for data collection during program; making sure family notebooks are organized and 
updated; and/or preparing/updating other paperwork as needed. Prepares classrooms and other areas used for 
program operations by stocking classroom materials (e.g., puzzle boxes, documents/forms); conducting safety sweeps 
(e.g., checking for outlet covers, locks on cabinets, etc.); moving furniture prior to and during sessions; and cleaning, 
organizing, and resetting areas after each program.Provide Consultation and Advice to Others: Makes recommendations 
to management in staff meetings or informal settings for changes in RIP operations to improve efficiency and quality of 
services.Performing Administrative Activities: Identifies and obtains supplies for program/service operations to ensure 
optimal service provision.   
 
Competencies (KSA’s): 
Competencies: Ethics and values Learning on the fly Compassion Approachability Priority setting Composure Planning 
Problem solving Decision quality Creativity Perspective Strategic agility Patience Understanding others Organizing 
Building effective teamsKnowledge: Intermediate knowledge of principles, methods, and procedures for behavior 
modification for child behavior Intermediate knowledge of business and management principles involved in strategic 
planning, resource allocation, leadership techniques, and coordination of people and resources Intermediate knowledge 
of principles and processes for providing individualized client services, including client needs assessment, meeting 
quality standards for services, and evaluation of service experience and program needs Basic knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; and the 
assessment and treatment of behavioral and affective disorders Basic knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, and other office procedures and 
terminology Basic knowledge of different philosophical systems and religions, including their basic principles, values, 
ethics, ways of thinking, customs, practices, and their impact on human culture Intermediate knowledge of principles 
and methods for teaching and instruction for adults and children in both individual and group settings, and the 
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measurement of training effects Basic knowledge of privacy laws, Health Insurance Portability and Accountability Act 
(HIPAA) of 1994, and Title VI of the Civil Rights Act of 1964 Basic knowledge of arithmetic Basic knowledge of group 
behavior and dynamics, societal trends and influences, ethnicity, and cultures Basic knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective  protection of people, data, and propertySkills: Intermediate 
skill in understanding written sentences and paragraphs in work related documents Intermediate skill in talking to 
others to convey information effectively Intermediate skill in communicating effectively in writing as appropriate for the 
needs of the audience Intermediate skill in managing one's own time and the time of others Intermediate skill in giving 
full attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times Intermediate skill in adjusting actions in relation to others' 
actions Intermediate skill in teaching others how to do something Advanced  skill in being aware of others' reactions and 
understanding why they react as they do Intermediate skill in monitoring/assessing performance of program activities 
and participants to make improvements or take corrective action Advanced skill in bringing others together and trying to 
reconcile differences Advanced skill in applying behavior management techniques to persuade or help others to change 
their minds or behavior Advanced skill in actively looking for ways to help people Intermediate skill in considering the 
relative costs and benefits of potential actions to choose the most appropriate one Basic skill in obtaining and seeing to 
the appropriate use of equipment, facilities, and materials needed to run program effectively Basic skill in understanding 
the implications of new information for both current and future problem-solving and decision-making Intermediate skill 
in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems Advanced skill in identifying complex problems and reviewing related information to develop and evaluate 
options and implement solutions Intermediate skill in identifying measures or indicators of program fidelity and the 
actions needed to resolve problems/issues relative to goals of the program Intermediate skill in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things Basic 
skill in using mathematics to solve problems Basic skill in determining how program operations should work and how 
changes in conditions, schedules, individual needs, and the environment will affect outcomesAbilities: Intermediate 
ability to listen to and understand information and ideas presented through spoken words and sentences Intermediate 
ability to effectively communicate information and ideas in speaking so others will understand Intermediate ability to 
read and understand information and ideas presented in writing Intermediate ability to communicate information and 
ideas in writing so others will understand Basic ability to know one's location in relation to the environment or to know 
where other objects are in relation to oneself Basic ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources) Ability to coordinate two or more limbs (for 
example, two arms, two legs, or one leg and one arm) while sitting, standing, or kneeling down as necessary to perform 
program tasks and/or maintain a safe environment Ability to time one's movements or the movement of  a person or 
object (e.g., a classroom item thrown by a child) in a classroom setting as necessary to maintain a safe environment 
Ability to quickly respond (with the hand, finger, or foot) to a sound, movement, or event as necessary to maintain a 
safe environment Ability to choose and quickly initiate the appropriate movements in response to two or more different 
sounds, movements, or events as necessary to maintain a safe environment Ability to quickly and repeatedly bend, 
stretch, twist, or reach out with one's body, arms, and/or legs as necessary to perform program related tasks and/or 
maintain a safe environment Ability to bend, stretch, twist, or reach with your body, arms, and/or legs as necessary to 
perform program related tasks and/or maintain a safe environment Ability to keep or regain body balance or stay 
upright when in an unstable position Ability to see details at close range (within a few feet) as necessary to perform 
program tasks Ability to see objects or movement of objects to one's side when the eyes are looking ahead as necessary 
to ensure safety of self and others Ability to speak clearly so others can understand Ability to identify and understand 
the speech of another person Basic ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem Ability to focus on a single source of sound in the presence of other distracting 
sounds Ability to detect or tell the differences between sounds that vary in tone and pitch as necessary to ensure safety 
and attend to needs of children/program participants Ability to tell the direction from which a sound originated as 
necessary to ensure safety of self and others Basic ability to tell when something is wrong or is likely to go wrong (does 
not involve solving the problem, only recognizing there is a problem) Basic ability to generate or use different sets of 
rules for combining or grouping things in different ways Basic ability to identify or detect a known pattern (a figure, 
object, word, or sound) that is hidden in other distracting material Basic ability to arrange things or actions in a certain 
order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations) Basic ability to add, subtract, multiply, or divide quickly and correctly Basic ability to quickly 
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and accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns when 
comparing either at the same time or one after the other, as well as when comparing a presented object with a 
remembered object Basic ability to combine pieces of information to form general rules or conclusions (includes finding 
a relationship among seemingly unrelated events) Basic ability to choose the right mathematical methods or formulas to 
solve a problem Basic ability to remember information such as words, numbers, pictures, and procedures 
 
Tools and Equipment Used: 
 Computer Telephone Printers, copiers, and other office equipment 
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072301 - MHSAS LICENSURE ASST DIR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2231 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072300 - MHSAS LICENSURE DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2230 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072238 - MHSAS PROGRAM MANAGER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2128 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time professional work in mental health and/or substance use disorders 
programs, including at least one year that involved monitoring, evaluating, planning, or coordinating program activities. 
Substitution of Education for Experience: Additional graduate coursework in a social or behavioral science or other 
related acceptable field may substitute for the required experience on a year-for-year basis to a maximum of two years, 
there being no substitution for the one year of specialized experience. Substitution of Experience for Education: 
Qualifying full-time professional work in mental health and/or substance use disorders programs may substitute for the 
required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health or substance use disorders program 
management work of average difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class has management level responsibilities for a mental health or substance use disorders program.  These 
responsibilities may include negotiating costs for contracted services, assisting in grant development and/or 
management process, writing policies and procedures, providing technical guidance to departmental administrators on 
program issues, overseeing the budgeting and contract management process, and other related program management 
tasks. This class differs from MHSAS Program Specialist in that an incumbent of the latter does not have full program 
management responsibilities. This class differs from MHSAS Program Manager 2 in that an incumbent of the later 
functions as the assistant director for a program area. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Negotiates with service providers regarding specific costs for providing 
contracted services to develop budget documents for contracts. Talks with staff or other involved parties to facilitate the 
resolution of complaints, grievances, and conflicts and maintain a positive work environment.Processing Information: 
Compiles reports for senior management and shares recommendations with other relevant staff. May help collect and 
compile programmatic and fiscal information to assist in the grant development and/or management process, including 
progress toward grant objectives.Thinking Creatively: Assists in the redesign or revision of databases to meet 
programmatic needs. Assists in creating and implementing notices of funding availability, proposal reviews, and 
contracting processes for new or reallocated funding. Creates forms and reports as needed for programs. Writes policies 
and procedures relevant to program area.Monitor Processes, Materials, or Surroundings: Monitors activities and 
programs of contracted agencies to make sure they meet the scope of service as defined in their contracts and to 
identify problems or weaknesses and determine solution options or ways to improve.Interpreting the Meaning of 
Information for Others: Explains program specific policies and procedures to field staff, contracted agencies, and 
others.Provide Consultation and Advice to Others: Provides technical guidance and advice to departmental 
administrators, community service agencies, and others to assist them in making decisions and resolving issues relevant 
to program area.Developing Objectives and Strategies: Creates objectives and strategies to promote efficiency, develop 
partnerships, and improve service delivery.Documenting/Recording Information: Completes and submits documents 
and/or forms to oversight entities to comply with funding requirements. Drafts statements to supply specific 
information required to establish scopes of service (i.e., statement of work) on contracts. Writes narrative reports to 
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document research findings, recommendations, plans of action, or other program-related information.Monitoring and 
Controlling Resources: Reviews and approves contracted agencies' budget amendments and revisions. Reviews 
contracted agencies' monthly invoices and supportive documentation for service recipient eligibility, compliance with 
rules, or other information relevant to program contract requirements to determine whether they should be approved. 
Monitors agencies' spending patterns to identify performance and management issues and determine if funding 
reallocations are indicated.Coordinating the Work and Activities of Others: Oversees the budgeting and contract 
management process to ensure quality, timeliness and adherence to applicable standards, policies, rules, and laws. 
Conducts meetings and coordinates task assignments of meeting participants to ensure that objectives are 
accomplished.Getting Information: Utilizes program specific software (e.g., TNWITS) or standard software packages 
(e.g., spreadsheet software) to enter and retrieve information to support decision-making. Establishing and Maintaining 
Interpersonal Relationships: Develops and supports collaborative relationships with staff, community groups, and other 
state agencies.Evaluating Information to Determine Compliance with Standards: Monitors programs and compares to 
existing laws, policies, procedures, rules, and regulations to determine compliance. Reviews quarterly reports and 
program data about service providers to determine compliance with contract documents and/or program 
guidelines.Training and Teaching Others: Develops, schedules, and conducts training to contracted service 
providers.Communicating with Persons Outside Organization: Presents information relevant to program area (e.g., 
report of progress toward goals for grant requirements, presentations about best practices) to community groups, other 
government agencies, or other groups. Answers questions and provides information to contracted service providers. 
Maintains open lines of communication (by telephone, written form, e-mail, or in person) with external stakeholders 
(e.g., individuals seeking information, service recipients, contracted providers, other agencies, families, and others) to 
exchange information relative to specific program area and/or the department's mission and goals.Scheduling Work and 
Activities: Schedules meetings, focus reviews, presentations, and training to facilitate the communication of program-
related information.Interacting With Computers: Uses various computer software programs (e.g., word processing, 
spreadsheet, and presentation software) to create text documents, graphs, charts, and tables as necessary to present 
information in reports.Communicating with Supervisors, Peers, or Subordinates: Conducts meetings, focus reviews, 
presentations, and training to disseminate program-related information to staff.Performing Administrative Activities: 
Documents and maintains information relative to departmental service delivery.Updating and Using Relevant 
Knowledge: Attends agency meetings to keep up to date on agency's vision, mission, goals, and implementation 
strategies. Participates in state, federal, and other training programs to keep up to date on best practices and other 
information relevant to program area.Operating Vehicles, Mechanized Devices, or Equipment: Operates a state or 
personal vehicle as necessary to perform assigned job duties. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Decision Quality Problem Solving Customer Focus Listening Action 
Oriented Organizational Agility Understanding Others Perspective Strategic Agility Organizing Planning Priority 
SettingKnowledge: Intermediate knowledge of principles and processes for providing customer and personal services, 
including customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction 
Intermediate knowledge of business and management principles involved in strategic planning, resource allocation, 
leadership technique, and coordination of people and resources Intermediate knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, designing forms, and other office 
procedures and terminology Intermediate knowledge of principles, methods, and procedures for diagnosis, treatment, 
and rehabilitation of physical and behavioral health dysfunctions, and for career counseling and guidance Intermediate 
knowledge of media, communications, and dissemination techniques and methods, including alternative ways to inform 
via written, oral, and visual media Intermediate knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Intermediate knowledge of 
personnel and human resources principles and proceduresSkills: Intermediate reading comprehension skills 
Intermediate critical thinking skills Intermediate active listening skills Intermediate writing skills Intermediate skill in 
understanding the implications of new information for both current and future problem-solving and decision-making 
Intermediate skills in monitoring/assessing performance of self, other individuals, or organizations to make 
improvements or take corrective action Intermediate skill in talking to others to convey information effectively 
Intermediate skill in identifying complex problems and reviewing related information to develop and evaluate options 
and implement solutions Intermediate skill in managing one's own time and the time of others Intermediate social 
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perceptiveness skills Intermediate skill in determining how a system should work and how changes in conditions, 
operations, and the environment will affect outcomes Intermediate skill in the management of personnel resources 
Intermediate typing skill Intermediate skill in selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things Intermediate skill in adjusting actions in relation to 
others' actions Intermediate skill in teaching others how to do something Intermediate skill in actively looking for ways 
to help people Intermediate judgment and decision making skills Intermediate skill in the management of financial 
resources Intermediate skill in identifying measures or indicators of performance for a system, as well as the actions 
needed to improve or correct performance, relative to the goals of the systemAbilities: Intermediate ability to read and 
understand information and ideas presented in writing Intermediate ability to listen to and understand information and 
ideas presented through spoken words and sentences Intermediate ability to communicate information and ideas in 
speaking so others will understand Intermediate ability to tell when something is wrong or is likely to go wrong Ability to 
speak clearly so others can understand Ability to identify and understand the speech of another person Intermediate 
ability to apply general rules to specific problems to produce answers that make sense Intermediate ability to combine 
pieces of information to form general rules or conclusions, including finding a relationship among seemingly unrelated 
events Intermediate ability to remember information such as words, numbers, pictures, and procedures Intermediate 
ability to shift back and forth between two or more activities or sources of information, such as speech, sounds, touch, 
or other sources Intermediate ability to communicate information and ideas in writing so others will understand 
Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules, 
such as patterns of numbers, letters, words, pictures, mathematical operations Intermediate ability to add, subtract, 
multiply, or divide quickly and correctly Intermediate ability to quickly make sense of, combine, and organize 
information into meaningful patterns Intermediate ability to identify or detect a known pattern that is hidden in other 
distracting material Intermediate ability to come up with a number of ideas about a topic Intermediate ability to quickly 
and accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns when 
comparing either at the same time or one after the other, as well as when comparing a presented object with a 
remembered object Intermediate ability to concentrate on a task over a period of time without being distracted Ability 
to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer/Scanner Motor Vehicle 
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072239 - MHSAS PROGRAM MANAGER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2129 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time professional work in mental health and/or substance use disorders 
programs, including at least two years that involved monitoring, evaluating, planning, or coordinating program activities. 
Substitution of Education for Experience: Additional graduate coursework in a social or behavioral science or other 
related acceptable field may substitute for the required experience on a year-for-year basis to a maximum of two years, 
there being no substitution for the two years of specialized experience. Substitution of Experience for Education: 
Qualifying full-time professional work in mental health and/or substance use disorders programs may substitute for the 
required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health or substance use disorders program 
management work of considerable difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class functions as the assistant director for a mental health or substance use disorders program. 
Responsibilities include supervising program staff, collaborating with program director to make program improvements, 
making decisions and handling programmatic issues in the absence of the program director, negotiating costs for 
contracted services, assisting in grant development and/or management process, writing policies and procedures, 
providing technical guidance to departmental administrators, and other related program management tasks. This differs 
from MHSAS Program Manager 1 in that an incumbent of the later does not function as the assistant director for a 
program or supervise program staff. 
 
Work Activities: 
Making Decisions and Solving Problems: Makes management decisions in the absence of the director to ensure timely 
and appropriate handling of programmatic issues. Collaborates with program director to make improvements to 
program content based on analysis of program data and information collected through communications with service 
providers and departmental staff.Resolving Conflicts and Negotiating with Others: Negotiates with service providers 
regarding specific costs for providing contracted services to develop budget documents for contracts. Talks with staff or 
other involved parties to facilitate the resolution of complaints, grievances, and conflicts and maintain a positive work 
environment.Processing Information: Collects and compiles programmatic and fiscal information to assist in the 
development and management of programs, including progress toward program objectives. Compiles reports for senior 
management and shares recommendations with other relevant staff. May help collect and compile programmatic and 
fiscal information to assist in the grant development and/or management process, including progress toward grant 
objectives.Thinking Creatively: Assists in the redesign or revision of databases to meet programmatic needs. Assists in 
creating and implementing notices of funding availability, proposal reviews, and contracting processes for new or 
reallocated funding. Develops and implements methodologies and systems for program data collection and reporting. 
Creates forms and reports as needed for programs. Writes policies and procedures relevant to program area.Monitor 
Processes, Materials, or Surroundings: Monitors activities and programs of contracted agencies to make sure they meet 
the scope of service as defined in their contracts and to identify problems or weaknesses and determine solution 
options or ways to improve.Interpreting the Meaning of Information for Others: Explains program specific policies and 
procedures to field staff, contracted agencies, and others.Provide Consultation and Advice to Others: Provides program 
specific technical assistance to contracted agencies via telephone, email, webinars and site visits to assist them in 
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resolving problems or improve program operations and service delivery. Provides technical guidance and advice to 
departmental administrators, community service agencies, and others to assist them in making decisions and resolving 
issues relevant to program area.Developing Objectives and Strategies: Develops job performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role. Creates objectives 
and strategies to promote efficiency, develop partnerships, and improve service delivery.Guiding, Directing, and 
Motivating Subordinates: Assigns and supervises the work of subordinate staff to ensure that work is completed 
appropriately and timely.Documenting/Recording Information: Completes and submits documents and/or forms to 
oversight entities to comply with funding requirements. Drafts statements to supply specific information required to 
establish scopes of service (i.e., statement of work) on contracts. Writes narrative reports to document research 
findings, recommendations, plans of action, or other program-related information.Monitoring and Controlling 
Resources: Reviews and approves contracted agencies' budget amendments and revisions. Reviews contracted agencies' 
monthly invoices and supportive documentation for service recipient eligibility, compliance with rules, or other 
information relevant to program contract requirements to determine whether they should be approved. Monitors 
agencies' spending patterns to identify performance and management issues and determine if funding reallocations are 
indicated.Coordinating the Work and Activities of Others: Oversees the budgeting and contract management process to 
ensure quality, timeliness and adherence to applicable standards, policies, rules, and laws. Conducts meetings and 
coordinates task assignments of meeting participants to ensure that objectives are accomplished. Oversees the work of 
other program staff in the absence of the director to ensure ongoing programmatic work is appropriately 
completed.Judging the Qualities of Things, Services, or People: Assesses the performance of assigned subordinates, 
following established procedures for interim and annual performance evaluations, to provide constructive feedback and 
recommendations for improvement.Getting Information: Utilizes program specific software (e.g., TNWITS) or standard 
software packages (e.g., spreadsheet software) to enter and retrieve information to support decision-making. 
Communicates with service providers and departmental staff to get information about problems, trends, best practices, 
and other information pertinent to program management and development.Identifying Objects, Actions, and Events: 
Reviews program related data to identify problems, trends, best practices, and other information pertinent to program 
management and development.Establishing and Maintaining Interpersonal Relationships: Develops and supports 
collaborative relationships with staff, community groups, and other state agencies.Evaluating Information to Determine 
Compliance with Standards: Monitors programs and compares to existing laws, policies, procedures, rules, and 
regulations to determine compliance. Reviews quarterly reports and program data about service providers to determine 
compliance with contract documents and/or program guidelines.Training and Teaching Others: Develops, schedules, and 
conducts training to contracted service providers.Coaching and Developing Others: Provides on-the-job training and 
performance feedback to assigned staff as necessary to ensure effective performance of their assigned job 
duties.Communicating with Persons Outside Organization: Presents information relevant to program area (e.g., report of 
progress toward goals for grant requirements, presentations about best practices) to community groups, other 
government agencies, or other groups. Answers questions and provides information to contracted service providers. 
Maintains open lines of communication (by telephone, written form, e-mail, or in person) with external stakeholders 
(e.g., individuals seeking information, service recipients, contracted providers, other agencies, families, and others) to 
exchange information relative to specific program area and/or the department's mission and goals.Scheduling Work and 
Activities: Schedules meetings, focus reviews, presentations, and training to facilitate the communication of program-
related information.Interacting With Computers: Uses various computer software programs (e.g., word processing, 
spreadsheet, and presentation software) to create text documents, graphs, charts, and tables as necessary to present 
information in reports.Communicating with Supervisors, Peers, or Subordinates: Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance. Conducts meetings, focus reviews, presentations, and training to disseminate 
program-related information to staff.Staffing Organizational Units: Makes recommendations on human resources 
matters such as employment, promotion, demotion, transfer, or retention of staff. Conducts interviews of job 
candidates to gather information needed to make promotional or hiring decisions.Performing Administrative Activities: 
Documents and maintains information relative to departmental service delivery.Updating and Using Relevant 
Knowledge: Attends agency meetings to keep up to date on agency's vision, mission, goals, and implementation 
strategies. Participates in state, federal, and other training programs to keep up to date on best practices and other 
information relevant to program area.Operating Vehicles, Mechanized Devices, or Equipment: Operates a state or 
personal vehicle as necessary to perform assigned job duties. 
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Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Decision Quality Problem Solving Customer Focus Listening 
Directing Others Action Oriented Organizational Agility Building Effective Teams Understanding OthersKnowledge: 
Intermediate knowledge of principles and processes for providing customer and personal services, including customer 
needs assessment, meeting quality standards for services, and evaluation of customer satisfaction Intermediate 
knowledge of business and management principles involved in strategic planning, resource allocation, leadership 
technique, and coordination of people and resources Intermediate knowledge of administrative and clerical procedures 
and systems such as word processing, managing files and records, designing forms, and other office procedures and 
terminology Intermediate knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation 
of physical and behavioral health dysfunctions, and for career counseling and guidance Intermediate knowledge of 
media, communications, and dissemination techniques and methods, including alternative ways to inform via written, 
oral, and visual media Intermediate knowledge of principles and methods for curriculum and training design, teaching 
and instruction for individuals and groups, and the measurement of training effects Intermediate knowledge of 
principles and procedures for personnel recruitment, selection, and trainingSkills: Intermediate reading comprehension 
skills Intermediate critical thinking skills Intermediate skill in giving full attention to what other people are saying, taking 
time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times 
Intermediate writing skills Intermediate skill in understanding the implications of new information for both current and 
future problem-solving and decision-making Intermediate skill in monitoring/assessing performance of self, other 
individuals, or organizations to make improvements or take corrective action Intermediate skill in talking to others to 
convey information effectively Intermediate skill in identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Intermediate skill in managing one's own time and the time of 
others Intermediate skill in teaching others how to do something Intermediate negotiation skills Intermediate social 
perceptiveness skill Intermediate judgment and decision making skills Intermediate skill in determining how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes Intermediate skill in 
the management of personnel resources Intermediate typing skill Intermediate coordination skills Intermediate skill in 
actively looking for ways to help people Intermediate skill in the management of financial resources Intermediate skill in 
identifying measures or indicators of performance for a system, as well as the actions needed to improve or correct 
performance, relative to the goals of the systemAbilities: Intermediate ability to read and understand information and 
ideas presented in writing Intermediate ability to listen to and understand information and ideas presented through 
spoken words and sentences Intermediate ability to communicate information and ideas in speaking so others will 
understand Intermediate ability to tell when something is wrong or is likely to go wrong Intermediate ability to speak 
clearly so others can understand you Intermediate ability to identify and understand the speech of another person 
Intermediate ability to apply general rules to specific problems to produce answers that make sense Intermediate ability 
to combine pieces of information to form general rules or conclusions, including finding a relationship among seemingly 
unrelated events Intermediate ability to remember information such as words, numbers, pictures, and procedures 
Intermediate ability to shift back and forth between two or more activities or sources of information, such as speech, 
sounds, touch, or other sources Intermediate ability to communicate information and ideas in writing so others will 
understand Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules, such as patterns of numbers, letters, words, pictures, mathematical operations Intermediate ability to add, 
subtract, multiply, or divide quickly and correctly Intermediate ability to quickly make sense of, combine, and organize 
information into meaningful patterns Intermediate ability to identify or detect a known pattern (a figure, object, word, 
or sound) that is hidden in other distracting material Intermediate ability to come up with a number of ideas about a 
topic Intermediate ability to quickly and accurately compare similarities and differences among sets of letters, numbers, 
objects, pictures, or patterns when comparing either at the same time or one after the other, as well as when comparing 
a presented object with a remembered object Intermediate ability to concentrate on a task over a period of time 
without being distracted Ability to come up with unusual or clever ideas about a given topic or situation, or to develop 
creative ways to solve a problem 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer/Scanner Motor Vehicle 
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072230 - MHSAS PROGRAM SPECIALIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2253 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related acceptable field and experience equivalent to three or more years of full-time 
professional work in mental health and/or substance use disorders programs. Substitution of Education for Experience: 
Additional graduate coursework in a social or behavioral science or other related acceptable field may substitute for the 
required experience on a year-for-year basis to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional work in mental health and/or substance use disorders programs may substitute for the 
required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional mental health or substance use disorders program 
work of considerable difficulty; and performs related work as required.Distinguishing Features: An employee in this class 
provides technical assistance and consultation to contracted agencies and the public with regard to behavioral health 
issues. Responsibilities include monitoring programs and activities for compliance, assisting contracted agencies in 
resolving problems and improving operations, explaining program-specific policies and procedures, and other related 
tasks. This class differs from MHSAS Program Manager 1 in that an incumbent of the latter has full program 
management responsibilities. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Monitors programs and compares to existing law, 
policy, procedure, rules, and regulations to determine compliance.    Monitors activities and programs of contracted 
agencies to make sure they meet the scope of service as defined in their contracts.Provide Consultation and Advice to 
Others:     Provides program specific technical assistance to contracted agencies (via telephone, email, webinars and site 
visits) to assist them in resolving problems or improving program operations and service delivery.Scheduling Work and 
Activities:     Schedules and conducts meetings, focus reviews, and presentations to disseminate and/or discuss program-
specific information and/or issues.Training and Teaching Others:     Conducts classes to train other staff on how to utilize 
program related databases or systems.Interpreting the Meaning of Information for Others:     Explains program specific 
policies and procedures to field staff, contracted agencies, and others.Documenting/Recording Information:    Prepares 
narrative reports to document condition of compliance with existing laws, policies, procedures, rules, and regulations.    
Documents and maintains information relative to departmental service delivery.Making Decisions and Solving Problems:     
Reviews information gathered about contracted agencies to identify problems and weaknesses and determine solution 
options or ways to improve.Organizing, Planning, and Prioritizing Work:     Coordinates and prioritizes work activities 
(e.g., requests for information, computer entry of approved data) to ensure work is accomplished within appropriate 
time-frame or by required due dates.Communicating with Persons Outside Organization:     Maintains open lines of 
communication (via telephone, written correspondence, e-mail, or in person) with service recipients, contracted 
providers, other agencies, families, and others to provide information relative to specific program area.Resolving 
Conflicts and Negotiating with Others:    Resolves complaints, grievances, and conflicts and/or refers to appropriate 
supervisory staff or unit.Coordinating the Work and Activities of Others:     May coordinate task assignments of meeting 
participants to ensure that meeting objectives are accomplished.Processing Information:    Compiles reports for senior 
management and shares recommendations with appropriate staff.    May enter information (from applications, review 
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forms, or other sources) into computer database to enroll individuals into programs.    Verifies program-related 
information and data for reporting purposes.Thinking Creatively:     Assists in the development of policies and 
procedures and scope of services for programs.     Assists in the redesign or revision of program-related databases.    
Creates forms and reports as needed for programs.Getting Information:    Reviews reports with information about 
service recipients to check for trends and/or compliance with program goals, as well as to obtain billing information or 
other program-related information.    Gathers information from service providers via email, telephone, applications, 
surveys, mail, or other sources as necessary to monitor program compliance, enroll individuals into programs, or to 
accomplish other program tasks.Assisting and Caring for Others:    Talks with service recipients and others to provide 
guidance and assist them in obtaining needed services.Monitor Processes, Materials, or Surroundings:     Monitors 
program participation with contracted providers to determine the progress toward goals.    Monitors expenditures of 
allocated funds to track spending rates.Developing Objectives and Strategies:    Creates objectives and strategies to 
promote efficiency, develop partnerships, and improve service delivery.Interacting With Computers:     Enters and 
retrieves information in computer databases as necessary to accomplish assigned tasks.Establishing and Maintaining 
Interpersonal Relationships:     Develops positive and professional relationships with internal and external 
customers.Updating and Using Relevant Knowledge:     Keeps up-to-date on all relevant state databases, policy changes, 
training, and shares knowledge with others.Communicating with Supervisors, Peers, or Subordinates:    Maintains open 
lines of communication with supervisors and co-workers by telephone, written form, e-mail, or in person.Performing 
Administrative Activities:     Maintains various records and reports relating to program specialty area.Operating Vehicles, 
Mechanized Devices, or Equipment:     May operate a state or personal vehicle as necessary to perform assigned job 
duties. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Customer Focus    Problem Solving    Written Communications    Patience    Decision 
Quality    Time Management    Organizing    Planning    Learning on the FlyKnowledge:    Intermediate knowledge of 
principles, methods, and procedures for prevention, diagnosis and treatment of behavioral health disorders, including 
substance use disorders    Intermediate knowledge of human behavior and performance; individual differences in ability, 
personality, and interests, learning and motivation, and the assessment and treatment of behavioral and affective 
disorders    Basic knowledge of principles and processes for providing customer service    Basic knowledge of computer 
hardware and software, including use of programs such as Microsoft OfficeSkills:    Intermediate reading comprehension 
skills    Intermediate writing skills    Intermediate speaking skills    Active listening skills    Intermediate judgment and 
decision making skills    Intermediate critical thinking skills    Active learning skills    Intermediate service orientation skills    
Intermediate time management skillsAbilities:    Speech clarity    Intermediate written comprehension abilities    
Intermediate written expression abilities    Basic ability to add, subtract, multiply or divide 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner    Motor Vehicle 
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077822 - MICROBIOLOGIST 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4195 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in biology, 
chemistry, microbiology, medical technology, or related biological, physical or agricultural science with a minimum of 
eighteen semester hours (27 quarter hours) of coursework involving laboratory study related to the microbiological field 
(i.e., histology, soil chemistry, virology, immunology, bacteriology, etc.) and experience equivalent to one year of full-
time professional microbiologic or related professional laboratory work. OR Licensed as a Medical Laboratory 
Technologist by the Tennessee Department of Health and experience equivalent to one year of full-time employment 
performing professional microbiological work. Substitution of Education for Experience:  Additional graduate 
coursework in one of the above mentioned fields may be substituted for the required experience, on a year for year 
basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional microbiologic laboratory work of average difficulty; 
and performs related work as required. Distinguishing Features: ,This is the working level class in the Microbiologist sub-
series. An incumbent in this class provides a full range of technical microscopic analysis and identification of micro-
organisms in their relation to disease. This class is flexibly staffed with and differs from that of Microbiologist 1, in that 
an incumbent of the latter functions at the entry level. This class differs from that of Microbiologist 3 in that an 
incumbent of the latter is responsible for supervising one or more microbiology laboratory sections on a regular basis. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Prioritizes and organizes tasks in order to complete them in an assigned 
timeframe while optimizing resources and taking into consideration factors such as performing tests based on number 
of samples submitted, time and resources required for tests,  and priority of tests.    Performs analytical methods (i.e., 
tests) selected for the particular sample submitted.    Performs tasks required to support laboratory functions such as 
preparing reagents, cleaning and maintaining equipment, and maintaining supply inventory.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Prepares and checks specimens, solutions, reagents and other 
materials necessary for conducting tests.Making Decisions and Solving Problems:    Analyzes information and evaluates 
results to determine the validity of test results.Training and Teaching Others:    Train workers in laboratory 
procedures.Processing Information:    Compiles, calculates, categorizes and verifies information or data for 
appropriateness of reporting.Performing for or Working Directly with the Public:    As Laboratory Evaluation Officer, 
works with private industry personnel regarding analytical methods and documentation.Updating and Using Relevant 
Knowledge:    Remain current with regard to technical information and departmental procedures and policies.    Reviews 
information from manuals, work instructions, flowcharts and other reference sources to accurately analyze and report 
test results.Judging the Qualities of Things, Services, or People:    Assess diagnostic samples for suitability for testing 
(e.g., quantity, sample preservation, contamination, proper transport conditions, and proper container).    May judge 
proficiency of private lab personnel.Identifying Objects, Actions, and Events:    Identify situations or circumstances for 
the purpose of troubleshooting.Interacting With Computers:    Use computers and laboratory information systems to 
process and access information, data and control instrumentation.Documenting/Recording Information:    Documents, 
enters, transcribes, records, stores and maintains information in written and electronic form using notebooks, file 
copies, computer software and etc.Getting Information:    Receive information on accession form and/or electronically 
to determine completeness.    Gathers incomplete information by calling submitter to provide needed information such 
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as date taken, tests needed and sample description.          Monitor Processes, Materials, or Surroundings:    Prepare 
various types of specimens for examination by various diagnostic techniques.           Monitors test processes for 
adherence to quality control standards by comparing test results to known standards such as using positive and negative 
controls and acceptable appearance of diagnostic product.    Monitors test equipment for proper functioning such as 
monitoring temperatures, detecting malfunction alarms and recognizing incorrectly processed samples.Evaluating 
Information to Determine Compliance with Standards:    Uses relevant or appropriate guidelines to determine whether 
test results are reportable based on laboratory established policies and procedures.    Work within established quality 
control guidelines.    Ensure confidentiality of client information.Controlling Machines and Processes:    Operate 
laboratory equipment by following instruction manual and using control mechanisms such as power switches and 
control knobs.Establishing and Maintaining Interpersonal Relationships:    Establishes and develops constructive and 
cooperative working relationships with all laboratory staff and maintains them over time.Communicating with Persons 
Outside Organization:    Communicate results of tests with submitters in person, in writing, by telephone, fax or e-mail.    
Communicate with vendors and manufacturers regarding performance issues, troubleshooting, etc.Performing General 
Physical Activities:    Perform repetitive activities or motions during specimen processing or analysis.    Performs physical 
activities that involve use of hands, arms and legs to relocate and stock reagents, samples and supplies to testing areas 
weighing up to 50 pounds.    May spend prolonged periods of time at a computer monitor, microscopes, and etc. related 
to the performance of tests or procedures (i.e., visual activity).    Bends, stoops, kneels, and reaches as necessary to 
maintain cleanliness in the laboratory.Communicating with Supervisors, Peers, or Subordinates:    Communicate status 
of assigned tasks or other relevant information to supervisors or peers by telephone, in written form, e-mail or in 
person.Monitoring and Controlling Resources:    Monitor reagents and consumables to ensure an adequate supply for 
testing needs.Performing Administrative Activities:    Create documents (e.g., logs, schedules, tally sheets, monthly 
reports) by utilizing computer.    Print labels for reagents.    Orders lab supplies and reagents.Repairing and Maintaining 
Equipment:    Perform preventative maintenance on laboratory equipment used in assigned area. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Intellectual Horsepower    Problem Solving    Technical Learning    
Priority Setting    Time Management    Perseverance    Boss Relationships    Composure    Integrity and TrustKnowledge:    
Biology    Chemistry    Clerical    Customer and Personal Service    Mathematics Skills:    Active Learning    Active Listening    
Critical Thinking    Learning Strategies    Mathematics    Reading Comprehension    Science    Speaking    Writing    
Coordination    Service Orientation    Complex Problem Solving    Operation and Control    Operations Monitoring    
Quality Control Analysis    Troubleshooting    Judgment and Decision Making    Time ManagementAbilities:    Category 
Flexibility    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    Mathematical 
Reasoning    Memorization    Number Facility    Oral Comprehension    Oral Expression    Perpetual Speed    Problem 
Sensitivity    Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written Comprehension    
Written Expression    Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    Auditory 
Attention    Depth Perception    Near Vision    Night Vision    Speech Clarity    Speech Recognition    Visual Color 
Discrimination 
 
Tools and Equipment Used: 
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077872 - MICROBIOLOGIST 2* (CERT) 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4212 
 
Minimum Qualifications: 
Education and Experience: Licensed as a Medical Laboratory Technologist by the Tennessee Department of Health. 
 
Other Requirements: 
"Necessary Special Qualifications: Licensure as a Medical Laboratory Technologist or Microbiologist by the Tennessee 
Department of Health must be maintained during employment.Note: Licensure as a Medical Laboratory Supervisor or 
Director subsumes the Lab Technologist level and therefore also qualifies for this job classification. Examination 
Method:  Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for routine laboratory work of moderate difficulty as it relates to 
clinical, chemistry, microbiological, environmental and/or molecular areas; and performs other tasks as required.  
Distinguishing Features:  This is the working level class in the Microbiologist (Cert) series. This class differs from 
Microbiologist 1, (Cert) in that an incumbent of the latter functions at the entry level. This class differs from the 
Microbiologist 3 (Cert) in that an incumbent of the latter is responsible for supervising a unit of certified 
microbiologists." 
 
Work Activities: 
"Processing Information:    Compiles, calculates, categorizes and verifies information or data for appropriateness of 
reporting.Analyzing Data or Information:    Analyzes data by breaking information down into separate pieces and 
determining its utility.Making Decisions and Solving Problems:    Analyzes information and evaluate results to choose the 
best solution and solve problems.Monitor Processes, Materials or Surroundings:    Performs laboratory procedures 
needed to establish the presence and identification of infectious and inherited diseases.    Reviews information from 
textbooks, manuals, flowcharts and other reference sources to accurately analyze and report test results.    Prepares 
various types of specimens for examination by culture or other laboratory screening or diagnostic techniques.Inspecting 
Equipment, Structures or Materials:    Monitors equipment for proper functionality.Identifying Objects, Actions and 
Events:    Identifies situations or circumstances for the purpose of troubleshooting.Evaluating Information to Determine 
Compliance with Standards:    Uses relevant or appropriate guidelines to determine whether test results are reportable 
based on laboratory established policies and procedures.    Works within established quality control guidelines.    
Ensures confidentiality of patient information according to state and federal guidelines.    Distinguishes proper protocols 
relevant to the release of medical information.    Retains and destroys records according to established state and federal 
guidelines.    Organizing, Planning and Prioritizing Work:    Prioritizes and organizes tasks in order to complete them in an 
assigned timeframe.Controlling Machines and Processes:    Operates laboratory equipment using control 
mechanisms.Interacting with Computers:    Uses computers and laboratory information systems to process information, 
data and control instrumentation.Repairing and Maintaining Equipment:    Performs preventative maintenance on 
laboratory equipment used in assigned area.Explains the Meaning of Information for Others:    Explains what results are 
supplied and the appropriate reference ranges.Estimating the Quantifiable Characteristics of Products, Events or 
Information:    Prepares and checks specimens, solutions, reagents and other materials necessary for conducting 
tests.Documenting/Recording Information:    Documents, enters, transcribes, records, stores and maintains information 
in written or electronic form.Monitoring Resources:    Monitors reagents and consumables to ensure an adequate supply 
for testing needs.Updating and Using Relevant Knowledge:    Remains current with regard to technical information and 
department procedures and policies.Training and Teaching Others:    Trains others in laboratory procedures.    Develops 
and delivers training programs for students as required.Communicating with Supervisors, Peers or Subordinates:    
Communicates status of assigned tasks or other relevant information to supervisors or peers by telephone, in written 
form, e-mail or in person.Establishing and Maintaining Interpersonal Relationships:    Establishes and develops 
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constructive and cooperative working relationships with all laboratory staff and maintains them over 
time.Communicating with Persons Outside Organization:    Communicates with submitters, vendors and other public 
health officials relaying only relevant information in person, in writing or by telephone or e-mail.Performing General 
Physical Activities:    Performs repetitive activities or motions during specimen processing or analysis.    Performs 
physical activities that involve use of hands, arms and legs to relocate and stock reagents and supplies to testing 
areas.Getting Information:    Assists with experimental investigations and laboratory research.Thinking Creatively:    
Provides constructive input on workflow and day-to-day processes." 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Functional/Technical Competency    Informing    Listening    Peer Relationships    
Perseverance    Problem Solving    Self-Development    Self Knowledge    Technical Learning    Time Management    
Written CommunicationKnowledge:    Biology    Chemistry    Clerical    Mathematics Skills:    Active Learning    Active 
Listening    Critical Thinking    Learning Strategies    Mathematics    Reading Comprehension    Science    Speaking    
Writing    Coordination    Instructing    Service Orientation    Complex Problem Solving    Equipment Maintenance    
Operation and Control    Operations Monitoring    Quality Control Analysis    Repairing    Troubleshooting Abilities:    
Category Flexibility    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    Information Ordering    
Mathematical Reasoning    Memorization    Number Facility    Oral Comprehension    Oral Expression    Perceptual Speed    
Problem Sensitivity    Selective Attention    Spatial Orientation    Speed of Closure    Time Sharing    Written 
Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    
Multilimb Coordination    Rate Control    Reaction Time    Wrist-Finger Speed    Stamina    Auditory Attention    Depth 
Perception    Near Vision    Sound Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    pH Meter    Pipette    Microbiology Analyzers    Autoclaves    Chemistry Analyzers    Microscopes    Balances    
Thermocyclers    Computers    CalculatorsAnd other laboratory equipment as required 
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077823 - MICROBIOLOGIST 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4200 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in biology, 
chemistry, or microbiology, medical technology, or related biological, physical or agricultural science with a minimum of 
eighteen semester hours (27 quarter hours) of coursework involving laboratory study related to the microbiological field 
(i.e., histology, soil chemistry, virology, immunology, bacteriology, etc.), and experience equivalent to three years of full-
time professional microbiologic or related professional laboratory work. OR Licensed as a Medical Laboratory 
Technologist by the Tennessee Department of Health and experience equivalent to three years of full-time employment 
performing professional microbiological work. Substitution of Education for Experience: Additional graduate coursework 
in one of the above mentioned fields may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional microbiologic laboratory work of considerable 
difficulty and supervisory work of routine difficulty, being responsible for one or more functional microbiological 
laboratory sections in the department of Agriculture; and performs related work as required. Distinguishing Features: 
This is the highest class in the Microbiologist sub-series. This class differs from that of Microbiologist 2, in that an 
incumbent of the latter functions at the working-level and has no supervisory responsibility." 
 
Work Activities: 
"Organizing, Planning, and Prioritizing Work:    Prioritizes and organizes individual and group tasks in order to complete 
them in an assigned timeframe while optimizing resources and taking into consideration factors such as performing tests 
based on number of samples submitted, time and resources required for tests, and priority of tests.    Performs 
analytical methods (i.e., tests) selected for the particular sample submitted.    Performs tasks required to support 
laboratory functions such as preparing reagents, cleaning and maintaining equipment, and maintaining supply 
inventory.Making Decisions and Solving Problems:    Analyzes information and evaluates results to determine validity of 
test results.    Analyzes test methodology to determine procedure most compatible with laboratory demands.Processing 
Information:    Compiles, calculates, categorizes and verifies information or data for appropriateness.Updating and Using 
Relevant Knowledge:    Remains current with regard to technical information and departmental procedures and policies.    
Reviews information from manuals, work instructions, flowcharts and other reference sources to accurately analyze and 
report test results.Resolving Conflicts and Negotiating with Others:    Communicates with co-workers to settle disputes 
and resolve grievances and conflicts.Performing for or Working Directly with the Public:    As Laboratory Evaluation 
Officer (LEO), works with private industry personnel regarding analytical methods and documentation.Training and 
Teaching Others:    Oversees and/or conducts training of new laboratory personnel.Judging the Qualities of Things, 
Services, or People:    Assesses diagnostic samples for suitability for testing (e.g., quantity, sample preservation, 
contamination, proper transport conditions, proper container).    May judge proficiency of private lab 
personnel.Identifying Objects, Actions, and Events:    Identifies situations or circumstances for the purpose of 
troubleshooting and for determining testing strategies.Inspecting Equipment, Structures, or Material:    Assesses 
conditions of testing equipment to identify the cause of errors and notify appropriate repair personnel.Interacting With 
Computers:    Uses computers and laboratory information systems to process and access information, data and control 
instrumentation.Getting Information:    Receives information on accession form and/or electronic submissions to 
determine completeness.    Gathers incomplete information on sample(s) by calling submitter to provide needed 
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information (e.g., date taken, tests needed, sample description).    Exchanges information (e.g., test accuracy data, 
equipment capabilities, equipment limitations) with vendors and equipment maintenance providers. 
Documenting/Recording Information:    Documents, enters, transcribes, records, stores and maintains information in 
written and electronic form (e.g., notebooks, file copies, computer software).    Verifies and approves recorded 
information before releasing to client.Staffing Organizational Units:    Recruits for potential vacancies through personal 
contact and referrals to build an applicant pool.    Conducts interviews according to State requirements with candidates 
for vacancies to identify the best person to work in the unit.    Selects candidate to be recommended to fill vacancies for 
promotion or appointment.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Prepares 
and checks specimens, solutions, reagents and other materials necessary for conducting tests.    Evaluates costs and 
time requirements for performing laboratory tests.Evaluating Information to Determine Compliance with Standards:    
Uses relevant or appropriate guidelines to determine whether test results are reportable based on laboratory 
established policies and procedures.    Works within established quality control guidelines.    Ensures confidentiality of 
client information.    Edits, customizes and originates testing requirements to determine Standard Operating Procedures 
(SOP's) appropriate for laboratory.Scheduling Work and Activities:    Collects information from subordinates concerning 
scheduling needs and balances all requests to meet needs of laboratory.    Assigns tests to equitably share 
duties.Repairing and Maintaining Mechanical and Electronic Equipment:    Performs preventative maintenance on 
laboratory equipment used in assigned area.Monitor Processes, Materials, or Surroundings:    Prepares various types of 
specimens for examination by various diagnostic techniques.    Monitors test processes for adherence to quality control 
standards by comparing test results to known standards such as by using positive and negative controls and acceptable 
appearance of diagnostic product.    Monitors test equipment for proper functioning such as monitoring temperatures, 
detecting malfunction alarms and recognizing incorrectly processed samples.    Monitors management parameters such 
as volume of testing, turnaround times, test efficiency and future testing requirements by entering electronic data or 
maintaining written logs.Developing Objectives and Strategies:    Consults with other management personnel to specify 
future strategies and methods to achieve laboratory goals which may include financial and logistic 
information.Controlling Machines and Processes:    Operates laboratory equipment by following instruction manuals and 
using control mechanisms such as power switches, control knobs.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and develops constructive and cooperative working relationships with all laboratory staff 
and maintains them over time.Performing General Physical Activities:    Performs repetitive activities or motions during 
specimen processing or analysis.    Performs physical activities that involve use of hands, arms and legs to relocate and 
stock reagents, samples, and supplies to testing areas weighing up to 50 lbs.    May spend prolonged periods of time at 
computer monitor, microscopes, etc. related to the performance of tests or procedures (i.e., visual activity).    Bends, 
stoops, kneels, and/or reaches as necessary to maintain cleanliness in the laboratory.Communicates with Persons 
Outside Organization:    Communicates results of tests with submitters in person, in writing, by telephone, fax or e-mail.    
Communicates with vendors and manufacturers regarding performance issues, troubleshooting, etc.    Leads in activities 
such as tours, seminars and public outreach.    As Laboratory Evaluation Officer (LEO), communicates status of facility 
and personnel regarding testing abilities.Developing and Building Teams:    Provides constant guidance and feedback to 
team members in order to build mutual trust, respect and cooperation.Monitoring and Controlling Resources:    
Monitors reagents and consumables to ensure an adequate supply for testing needs.Performing Administrative 
Activities:    Creates documents (e.g., logs, schedules, tally sheets, monthly reports) by utilizing computer.     Prints labels 
for reagents.    Orders lab supplies and reagents.    Approves and authorizes supplies and reagent orders.Communicating 
with Supervisors, Peers, or Subordinates:    Communicates status of assigned tasks or other relevant information to 
supervisors, subordinates or peers by telephone, in written form, e-mail or in person.    Receives feedback from 
Microbiologist 2's (e.g., supplies low, insufficient information from inspectors) to ensure smooth operation of 
laboratory.Coordinating the Work and Activities of Others:    Apportions and divides tests to most efficiently complete 
testing requirements." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Organizing    Time Management    Managerial 
Courage    Action Oriented    Caring About Direct Reports    Composure    Integrity and Trust    ListeningKnowledge:    
Biology    Chemistry    Clerical    Customer and Personal Service    MathematicsSkills:    Active Learning    Active Listening    
Critical Thinking    Learning Strategies    Mathematics    Reading Comprehension    Science    Speaking    Writing    
Coordination    Instructing    Service Orientation    Complex Problem Solving    Equipment Maintenance    Operation and 
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Control    Operations Monitoring    Quality Control Analysis    Repairing    Judgment and Decision Making    Time 
ManagementAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Inductive Reasoning    
Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral Comprehension    Oral 
Expression    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial Orientation    Speed of Closure    Time 
Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Finger Dexterity    
Manual Dexterity    Rate Control    Reaction Time    Wrist-Finger Speed    Auditory Attention    Depth Perception    Near 
Vision    Night Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
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038386 - MILITARY EMER PROGRAM MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1597 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038604 - MILITARY POLICE OFFICER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1572 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of fulltime law enforcement (military or public) or security experience. Substitution of Education for 
Experience: Education equivalent to graduation from a standard high school and the successful completion of a level 3 
military security forces specialty apprentice course. Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned security equipment;    Be eligible to receive and maintain a security clearance in accordance with applicable 
agency regulations;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    
Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces;    
Pass a physical examination administered by a licensed physician that is consistent with the Americans with Disabilities 
Act and that relates to the essential functions of the position;    Pass a psychological evaluation administered by a 
licensed mental health professional that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Possess a valid motor vehicle operator's license at the time of appointment to 
operate assigned security vehicles.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for performing security duties of average difficulty on a military 
installation, military controlled facility, or geographic area under military authority and control; and performs related 
work as required.Distinguishing Features: An employee in this class may be assigned a full range of security duties. This 
class differs from Military Police Officer Supervisor in that an incumbent of the latter is responsible for supervising a 24-
hour shift of military police officers. 
 
Work Activities: 
Communicating with Supervisors, Peers, or Subordinates:    Communicates via telephone, radio and intercom with the 
JEOC (Joint Emergency Operations Center), Physical Security Officer and contract security to inform about events such as 
VIP arrival and proper escort, parking modifications, and to disseminate other security information.    Responds to 
reports or information from law enforcement that is related to the safety or security of the military installation by 
communicating that information to the JEOC, Physical Security Officer and contract security. Inspecting Equipment, 
Structures, or Material:    Checks credentials (e.g. government ID, driver's license, vehicle registration) of those 
requesting access to facilities; authorizes or denies entry, and issues temporary passes as needed.    Ensures all doors are 
locked, unused lights are off, and no fire or safety hazards exist. Making Decisions and Solving Problems:    Responds to 
alarm systems when activated; secures the location until proper authorities have completed their investigation. 
Controlling Machines and Processes:    Secures crime/accident scene to protect evidence, property, or persons and 
directs the media to proper areas for their safety. Monitor Processes, Materials, or Surroundings:    Performs foot and 
motor patrol over extended areas, under all conditions of climate and light, over rough or uneven terrain, and may be 
required to climb steps, stairs and ladders to conduct security checks. Performing for or Working Directly with the 
Public:    Controls both foot and vehicle entries and exits of military and non-military personnel to a military installation, 
building, or geographical area under military control. Communicating with Persons Outside Organization:    
Communicates with contract security to ensure that all posts are properly filled and shares relevant information needed 
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to secure the installation. Performing Administrative Activities:    Prepares and submits reports in accordance with 
organizational requirements (e.g. witness report, suspect report, Daily Staff Journal Log). 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust                         Dealing with Ambiguity                   Standing Alone                   Patience                 
Decision Quality                 Composure                        Time Management                          Listening    Knowledge:    Basic 
knowledge of Public Safety and Security                     Basic knowledge of Military Organization                 Basic knowledge 
of State Government Organization                        Basic knowledge of Emergency Procedures                         Basic 
knowledge of Security Report Writing                         Basic knowledge of Vehicle Operation  Skills:    Speaking to Others                         
Active Listening                  Basic Writing Skills                         Reading Comprehension                 Social Perceptiveness                     
Visual Acuity Abilities:    Work in Concert with Others                       Oral Expression                  Selective Attention                         
Written Comprehension                  Oral Comprehension                       Problem Sensitivity                        Speech Clarity                    
Auditory Attention 
 
Tools and Equipment Used: 
    Personal Computer    Fax Machine    Closed Circuit Television    Hand Held Radio    Pepper Spray    ASP    Handcuffs or 
Flex Cuffs 
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032264 - MILK RATING OFFICER 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1119 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience involved in the inspection of any establishment concerned with the processing or storage of 
food, drugs, cosmetics, or dairy products; or the inspection or management of products, manufacturing equipment, or 
plumbing installations in a commercial or industrial plant. Substitution of Education for Experience: None. Substitution 
of Experience for Education: Qualifying experience in the inspection of any establishment concerned with the processing 
or storage of food, drugs, cosmetics, or dairy products; or the inspection or management of products, manufacturing 
equipment, or plumbing installations in a commercial or industrial plant may substitute for the required education on a 
year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for technical supervisory inspection and enforcement work of 
average difficulty and administrative work of routine difficulty in the rating of Grade A milk producing and processing 
establishments; and performs related work as required. Distinguishing Features: An employee in this class plans, 
conducts, and establishes milk sanitation ratings for dairy farms and plants over a large geographic area for the purpose 
of the intrastate and interstate sale of milk. This class differs from that of Food and Dairy Inspector 3 in that an 
incumbent of the latter is not certified to establish milk sanitation ratings. This class differs from that of Food and Dairy 
Administrator in that an incumbent of the latter has statewide responsibility for all lower level dairy inspectors and their 
work. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Reviews facility plans for processing plants, dairy farms and new 
technology to ensure regulatory compliance.Evaluating Information to Determine Compliance with Standards:    
Compares inspection data to State and Federal laws and regulations to determine compliance and appropriate action to 
be taken (e.g., notice of violation, removed from sale, permit suspension).    Reviews detailed required regulatory 
equipment tests on pasteurization equipment in accordance with the Pasteurized Milk Ordinance to ensure equipment 
meets the minimum State and Federal standards to promote product safety.    Reviews pertinent facility records (e.g., 
vitamin records, pasteurization charts, Appendix N, receiving sheets) to determine compliance with Pasteurized Milk 
Ordinance.    Reviews records to determine compliance with regulatory requirements of sampling and testing in 
accordance with the Pasteurized Milk Ordinance (e.g., products, water, glycol). Processing Information:    Assimilates 
plant, farm and regulatory information into State rating program.    Uses inspection and related data for the purpose of 
determining compliance with all applicable State and Federal regulations.    Reviews current documentation regarding 
letters of guarantee, Code of Federal Regulation approvals to ensure food grade and approved materials are being used. 
Interacting With Computers:    Enters State rating results into FDA web-based system.    Produces a summary of 
inspection to be sent to facility containing inspection scores, recommendations for improvement, etc.    Develops 
Permission to publish form and obtain signature of firm's responsible party.    Accesses web-based Interstate Milk 
Shippers list from FDA to verify source approval for items such as containers, milk supply, lab certifications, plant 
compliance navigating multiple locations within program. Inspecting Equipment, Structures, or Material:    Conducts 
visual inspection of equipment such as pasteurizers, fillers, milking equipment, mixers located within dairy farms/plants 
to determine condition (e.g., cleanliness, proper materials, good repair) and appropriate design.    Conducts visual 
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inspection of structures such as dairy barn, manufacturers, processors, dairy plants to determine condition (e.g., good 
repair, proper materials, cleanliness, pest resistance).    Conducts visual inspection of food materials such as food 
contact surfaces, ingredients, packaging to verify materials are approved food grade. Making Decisions and Solving 
Problems:    Determines the severity of violation in accordance with Pasteurized Milk Ordinance and past inspection 
information to identify patterns of deficiencies area inspectors’ findings and provide additional training to correct 
deficiencies.    Determines if the appropriate regulatory action was taken by area inspector based on inspection findings, 
pasteurization tests and/or other information such as broken regulatory seals, record review, and laboratory results.    
Makes recommendations to establishments to help them resolve violations and become compliant.    Investigates 
potential health risks caused by disasters (e.g., flood, fires, food transport accidents) to determine necessary action such 
as seizure, condemnation, or destruction of product. Coordinating the Work and Activities of Others:    Coordinates by 
phone and e-mail with area supervisors and inspectors to schedule and conduct inspection activities.    Coordinates with 
area supervisors and Inspectors to set up sampler certification.    Arranges schedule to meet with FDA personnel and 
coordinates as needed. Organizing, Planning, and Prioritizing Work:    Organizes weekly workload by determining most 
efficient work plan based on number of inspections, locations, length of inspection time, establishment's history, and 
facility types.    Completes daily time summary and projected itinerary and submits to supervisor.    Maintains assigned 
area with inspectional/testing frequency as mandated by regulation or as required by state and federal policy.    
Prioritizes inspections based on risk factors such as complaints, type and health hazard.    Monitors expiration dates of 
dairy firms and Bulk Tank Unit ratings and tentatively schedules ratings to maintain IMS (Interstate Milk Shippers) 
certification.    Monitors expiration dates of all samplers and works with responsible parties for re-certification. 
Documenting/Recording Information:    Maintains record of certified samplers, status of facility/Bulk Tank Unit rating 
dates.    Fills out inspection forms using check sheets, Scantrons, and/or written narrative to document findings or 
activities.    Enters time and labor or expense information electronically to document weekly schedule and work related 
travel. Interpreting the Meaning of Information for Others:    Explains rules and regulations to the inspector and/or 
establishment personnel during consultation/inspection to increase compliance understanding. Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains positive relationships with industry by interacting in 
a professional manner.    Establishes and maintains effective working relationships with local Food & Dairy Inspectors, 
federal officers and management by fostering cooperation, sharing of ideas and open/honest communication. Training 
and Teaching Others:    Trains Food and Dairy Inspectors to legally and properly acquire dairy samples in accordance 
with the requirements of the Pasteurized Milk Ordinance.    Certifies Food and Dairy Inspectors to in turn certify industry 
samplers and milk haulers to legally and properly acquire dairy samples in accordance with the requirements of the 
Pasteurized Milk Ordinance.    Serves as liaison to FDA regional milk specialists and area inspectors in order to 
communicate updates and changes to milk inspection program. Updating and Using Relevant Knowledge:    Stays current 
with FDA technical information (written and verbal) and latest version of Pasteurized Milk Ordinance as provided.    
Continuously maintains inspection manual by adding updated information such as memos, trade publications, and 
technical journals provided by supervisor and/or administration.    Attends area and statewide meetings with 
supervisors/administration to discuss current trends, new administrative policies, legislation and other relevant topics. 
Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation discussions with 
supervisor to understand performance expectations and method by which set goals are achieved.    Submits work 
documents by mail or in person to verify work completed. Getting Information:    Gathers information about 
establishments used in the manufacture, sale and distribution of food and/or dairy such as name, address, type, and 
ownership to update the information and verify permit is current.    Gathers current documentation regarding letters of 
guarantee, Code of Federal Regulation approvals to ensure food grade and approved materials are being used.    Gathers 
informational data regarding the conditions of establishment such as sanitation, food handling practices, hygienic 
practices, dairy processing records.    Reviews the last inspection of establishment to ensure facility has kept a copy of 
this inspection and has made corrections.    May collect samples of food for laboratory analysis by using appropriate 
collection methods.    May collect exhibits such as photographs, insects, and evidence of rodent to document specific 
conditions. Performing General Physical Activities:    Performs physical activities such as walking for extended periods of 
time, climbing ladders, lifting approximately 50 pounds, bending and stooping while conducting on-site inspections. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Planning    Written Communications    Listening    Peer 
Relationships Knowledge:    Building and Construction    Food Production    Law and Government    Mathematics    
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Production and Processing Skills:    Active Learning    Active Listening    Critical Thinking    Mathematics    Reading 
Comprehension    Speaking    Writing    Service Orientation    Operation Monitoring    Systems Analysis    Systems 
Evaluation    Time Management Abilities:    Deductive Reasoning    Mathematical Reasoning    Memorization    Number 
Facility    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    
Gross Body Coordination    Gross Body Equilibrium    Far Vision    Near Vision    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer 
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036483 - MINE SAFETY DIRECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1619 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority.  
 
Job Overview: 
Summary: Under direction, is responsible for mine safety administrative and supervisory work of considerable difficulty; 
and performs related work as required.Distinguishing Features: The employee in this class is responsible for directing all 
statewide mine safety activities. Work involves directing activities including mine safety inspection and licensing, mine 
safety instruction, and mine rescue operations and training. This class differs from that of Mine Safety Assistant Director 
in that an incumbent of the latter is supervised by the incumbent in this class. 
 
Work Activities: 
1. Directs the mine safety training and rescue programs by supervising all mine safety instructors, mine safety 
representatives and mine rescue workers who ensure the compliance of mines with federal and state safety 
guidelines.2. Supervises all mine safety instructors, mine safety representatives, and clerical staff.3. Directs the issuance 
of licenses for mine operation and the certification of mine foreman.4. Interprets and coordinates Mine Safety and 
Health Administration rules, regulations, policies and procedures regarding mine safety standards.5. Prepares the 
annual operating budget of the division; may appear before the legislature to endorse or explain various laws for mine 
safety.6. Interviews and hires personnel and writes performance evaluations on personnel.7. Works with Federal Mine 
Safety and Health Administration and others in education and training, mine disasters, and rescue preparedness.8. 
Maintains and prepares a variety of records and reports such as training program activity reports, performance 
evaluations, and annual reports.9. May assist Board of Examiners for mines as requested. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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036481 - MINE SAFETY INSTRUCTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  1611 
 
Minimum Qualifications: 
Education and Experience: Completion of two (2) years of coursework at an accredited college or university; and 
experience equivalent to two (2) years of full-time mine safety related work. OR An associate’s degree in mining 
technology and two years of mining or mine safety experience. Substitution of Education for Experience: Qualifying full-
time mine safety or mining experience may be substituted for the required education on a year-for-year basis to a 
maximum of two years. Substitution of Experience for Education: Additional college coursework in mining technology 
may be substituted for the required experience at the rate of fifteen quarter hours for one year of experience to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:     must be certified as an instructor by the Mine Safety and Health Administration in 
Underground and Surface New Miner and Annual Refresher Training;    a valid motor vehicle operator’s license is 
required for employment.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for mine safety instruction work of average difficulty; and performs 
related work as required. Distinguishing Features: This classification is the entry-working level class in Mine Safety. An 
employee in this class performs mine safety instruction work in teaching mine safety techniques and first aid 
procedures. This class differs from that of Mine Safety Director in that an incumbent of the latter is responsible for 
supervisory work. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets Federal laws and safety standards to mine workers and 
mine owners for training purposes.Repairing and Maintaining Electronic Equipment:    Repairs, maintains, calibrates and 
tests electronic gas detectors, self contained breathing apparatus and cap lamps for mine safety rescue 
purposes.Repairing and Maintaining Mechanical Equipment:    Repairs, maintains, calibrates and tests self contained 
breathing apparatus, breathing apparatus testing kits and oxygen booster pumps for mine safety rescue 
purposes.Assisting and Caring for Others:    Trains to provide personal assistance, medical attention, emotional support, 
or other personal care to others such as co-workers, customers or patients.Coaching and Developing Others:    Develops 
and drafts lesson plans and submits them to Federal mine training officials for approval.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:    Provides documentation, detailed instructions, drawings, or 
specifications to tell other about how devices, parts, equipment, or structures are to be assembled, maintained or 
used.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to determine whether events or processes comply with laws, regulations, or standards.    Evaluates 
performance of trained mine workers.Monitor Processes, Materials, or Surroundings:    Monitors gauges and reaction of 
equipment during testing and calibration.Thinking Creatively:    Creates lesson plans and updates mine foreman’s exams 
for mine safety training.Coordinating the Work and Activities of Others:    Coordinates the activities of the Mine Safety 
Rescue Workers’ according to Federal requirements.Developing and Building Teams:    Realigns mine rescue teams 
annually to encourage and build mutual trust, respect, and cooperation among team members.Performing General 
Physical Activities:    Performs physical activities that require considerable use of arms, legs, and moving whole body, 
such as climbing, lifting, balancing, walking, stooping, and handling of materials.Selling or Influencing Others:    Uses 
training to convince others to change their minds in regards to mine safety.Analyzing Data or Information:    Gathers and 
analyzes the company information, such as citations, accident reports, etc., to assist in creating study guides for mine 
safety training classes.    Analyzes information from mining companies nationwide to assist in training new 
miners.Organizing, Planning and Prioritizing Work:    Updates mine foreman’s exams annually.    Develops specific goals 
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and plans to prioritize, organize, and accomplish work.Inspecting Equipment, Structures, or Material:    Inspects 
equipment, structures, or materials to identify the cause of errors or other potential problems or 
defects.Communicating with Persons Outside Organization:    Instructs mine owners, and potential and experienced 
miners in correct mine safety procedures, first aid techniques, and mine health precautions.    Notifies MSHA (Mine 
Safety Health Administration) of upcoming training classes.    Works with Federal and other state agencies to simulate 
mine safety rescue efforts to determine the knowledge, skills and abilities of mine rescue workers.    May conduct 
interviews and make recommendations to clients.Documenting/Recording Information:    Maintains and prepares 
records and reports of training classes, mileage reports, and training methods.Guiding, Directing and Motivating 
Subordinates:    Observes formerly trained mine safety rescue workers to determine compliance with standards.    
Provides guidance and answers questions for mine safety rescue workers when needed.Making Decisions and Solving 
Problems:    Analyzes information and evaluates results to choose the best solution while assisting mine workers, 
owners and others in the mining industry to solve problems.Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with others, and maintaining them over time.Training and 
Teaching Others:    Travels to various mining sites to instruct mine workers.Controlling Machines and Processes:    Uses 
either control mechanisms or direct physical activity to operate machines or processes, such as sterile dryer, air 
compressor, oxygen booster, etc.Getting Information:    Observes, receives, and otherwise obtains information from all 
relevant sources (i.e., internet, publications, etc.).Handling and Moving Objects:    Sets up sites for mine rescue training 
in field locations (off site locations).    Sets up sites for mine workers training classes (classroom setting).Operating 
Vehicles, Mechanized Devices, or Equipment:    May use elevators to access mine shafts, passenger vehicles, or mine 
personnel carriers during the course of training.Performing Administrative Activities:    Enters various functions (i.e., 
time, attendance, expense reports) into departmental system.    Maintains copies of safety plans (i.e., training, roof 
control, ventilation) for clients that have received mine training.    Attends training seminars, conferences and staff 
meetings.Interacting with Computers:    Uses computers and computer systems, set up functions, enter data, or process 
information.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-workers 
and subordinates by telephone, in written form, e-mail, or in person.Estimating the Quantifiable Characteristics of 
Products, Events or Information:    Estimates sizes, distances, and quantities; or determining time, resources, or 
materials needed to perform a work activity. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Technical Learning    Written Communications    Customer Focus    Integrity and 
Trust    Listening    Patience    Presentation Skills    Composure    Perseverance    Compassion    Self-
DevelopmentKnowledge:    Education and Training    Administration and Management    Computers and Electronics    
Law and Government    Chemistry    History and Archeology    Public Safety and Security    Communications and Media    
Customer and Personal Service    Design    Engineering and Technology    Geography    Mathematics    
TransportationSkills:    Equipment Maintenance    Critical Thinking    Learning Strategies    Reading Comprehension    
Time Management    Active Learning    Active Listening    Instructing    Judgment and Decision Making    Monitoring    
Speaking    Troubleshooting    Equipment Selection    Installation    Repairing    Writing    Complex Problem Solving    
Coordination    Mathematics    Management of Personnel Resources    Operation Monitoring    Persuasion    Science    
Service Orientation    Social PerceptivenessAbilities:    Auditory Attention    Multi-Limb Coordination    Number Facility    
Stamina    Trunk Strength    Control Precision    Deductive Reasoning    Depth Perception    Far Vision    Finger Dexterity    
Gross Body Coordination    Gross Body Equilibrium    Hearing Sensitivity    Information Ordering    Manual Dexterity    
Near Vision    Night Vision    Oral Comprehension    Speech Recognition    Static Strength    Visualization    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Video 
Recorders    Projectors    Televisions    DVD Players    Dry Erase Board    Projector Screen    First Aid Mannequin    
Automatic External Defibrillator    Laptop    GPS    Cell Phones    Office Supplies (pens, paper, etc.)    Screw Drivers    Gas 
Detectors    Safety Glasses    Safety Gloves    Hard Toe Boots/Shoes    Hard Hats    Ear Protection    Head Lamps    High 
Visibility Vests 
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075349 - MONEY TRANSMITTER COMP OFFICER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3532 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078248 - MUSEUM ASSISTANT CHF PER SPTY 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4535 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years in one or a combination of the following: 1) professional museum or historic site work; 2) 
paraprofessional museum work in exhibit preparation; 3) professional experience in the instruction or research in art, 
history, or museum science; 4) professional library experience; or 5) professional experience in fundraising or 
promotional marketing activities; the above experience must include at least two years of professional museum work, 
supervision of paraprofessional museum staff, professional post-secondary instruction in art, history, museum science, 
professional fundraising, or promotional marketing.Substitution of Graduate Education for Experience: Graduate 
coursework credit received from an accredited college or university in art, history, museum science, library science, 
anthropology, education, industrial design, advertising, architecture, business administration, or marketing may 
substitute for the required experience, on a year-for-year basis, to a maximum of two years, there being no substitution 
for the required specific experience (e.g., 36 graduate quarter hours in one or a combination of the above listed fields 
may be substituted for one year of the required experience).ORExperience equivalent to four years of paraprofessional 
museum experience in exhibit preparation with the State of Tennessee including two years supervising museum staff, or 
four years of professional museum work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:   Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license may be required.Examination Method: Education 
and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional museum program and administrative work of average 
difficulty in a specifically designated museum-related specialty; and performs related work as required.Distinguishing 
Features: An employee in this class assists in the management of a museum division, and is responsible for assisting in 
developing and evaluating activities and services within that field of specialization. Work includes assisting in the 
programmatic and administrative duties in the largest divisions of the museum. This class differs from that of Museum 
Chief per Specialty in that incumbents of the latter have full responsibility for the programmatic and administrative 
duties within each specialized division and may supervise incumbents of this class. 
 
Work Activities: 
1. Handles administrative duties in the collections division: contacts prospective donors and solicits gifts of memorabilia 
and other artifacts related to the museum collection; monitors and assists staff who research artifacts for museum 
exhibits and publications; consults with chief per specialty and other museums, galleries, and historical sites regarding 
exhibits or artifacts; evaluates collection of exhibits information including the history, acquisition, and maintenance of 
artifacts or other related information as collected by other staff.2. Assists in the administration of documenting artifacts: 
monitors the acquisition of objects, including the maintenance of temporary locations, cataloging by curators, and 
photo-documentation; oversees registration of accession and catalog information; works with chief per specialty and 
risk management as necessary to obtain adequate insurance coverage for museum collections and objects; assists the 
chief per specialty in negotiating the terms and conditions of loan of objects to and from other museums and private 
facilities.3. Reviews educational programs written by staff; assures that programs are customized to be audience 
appropriate; evaluates and makes changes to educational programs, in conjunction with chief per specialty; supervises 
the development and implementation of museum public programs and museum services; reviews work of staff who 
research history and culture in Tennessee and other special topics for educational programs; assists chief per specialty in 
identifying and interviewing experts in the field of art, history, or other topical areas; locates objects for exhibits and 
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demonstrations.4. Oversees the design and construction of museum exhibits; provides technical and logistical support in 
exhibit preparation and maintenance; ensures intended interpretation of museum exhibit concepts are maintained 
during exhibit design and construction; supervises staff who draw layouts of proposed exhibits; assists staff in designing 
exhibit cases, panels, and other units to meet environmental needs of museum exhibit objects; oversees the fabrication 
and assembly of exhibit structures for museum objects.5. Assists in budget development for the museum: identifies 
available objects to acquire and notes the cost of the object; identifies costs related to development of educational 
materials, exhibit designs, marketing and/or special projects; provides input to Museum Chief per Specialty regarding 
allocated funds and suggests ways to utilize funds.6. Attends seminars and workshops related to museum programs: 
travels to workshops, seminars, and exhibits to learn about museum program developments related to collections, 
education, and/or exhibits; may present papers, lectures, or presentations at workshops regarding museum programs.7. 
Assists in establishment of museum policies and procedures; assists in writing and reviewing grant applications for the 
Tennessee State Museum for the acquisition of artifacts; assists other area museums in applying for grant programs; 
evaluates performance of subordinate employees and prepares performance evaluations.8. Trains subordinate staff in 
museum policies and procedures: identifies training needs based on job evaluation data, work interests, previous 
training and experience, and new regulations or policies, in conjunction with other supervisory staff; assists chief per 
specialty in creating training manuals; evaluates training criteria, objectives, and training success; amends training 
programs as needed. 
 
Competencies (KSA’s): 
Competencies:1. Creativity2. Innovation Management3. Developing Direct Reports and Others4. Managing Through 
Systems5. Organizing6. Organizational Agility7. Customer Focus8. Managing DiversityKnowledge:1. Customer and 
Personal Service2. Education and Training3. History and ArcheologySkills:1. Learning Strategies2. Monitoring3. Service 
Orientation4. Complex Problem Solving5. Judgment and Decision Making6. System Evaluation7. Management and 
Personnel Resources8. Time ManagementAbilities:1. Oral Comprehension2. Originality3. Selective Attention4. Written 
Comprehension5. Written Expression 
 
Tools and Equipment Used: 
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078240 - MUSEUM ASSISTANT REGISTRAR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4517 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years in one or a combination of the following: any professional museum work, including the 
preservation of artifacts or the management of historic sites; professional work teaching art, history, or museum 
science; the maintenance of library collections; or exhibit design work.Substitution of Experience for Education: 
Qualifying experience in professional museum work including the preservation of artifacts or the management of 
historic sites; professional work teaching art, history, or museum science; the maintenance of library collections; or 
exhibit design work may substitute for the required education, on a year for year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full time work in one or a combination of the above fields may substitute for 
one year of the required education).ORGraduate coursework credit in museum science, art, history, or library science 
from an accredited college or university may substitute for the required experience, on a year for year basis, to a 
maximum of two years (e.g. 36 graduate quarter hours in one or a combination of the above listed fields may substitute 
for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications:  Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required.Examination Method: Education and 
Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional museum conservation work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required.Distinguishing Features: An employee 
in this class consults with curators, registrars, and other professional staff in the storage and documentation of a 
museum collection in areas such as collection development, cataloging and registration, research, storage and 
maintenance, and other related matters. 
 
Work Activities: 
1. Documents objects in the collection with the registrar; registers and assigns accession numbers to all objects in the 
collection; examines the condition of objects donated, on loan or exhibition, or purchased; notes any damage or defects 
to museum objects in documentation process and reports to appropriate museum staff.2. Maintains records of storage, 
exhibit, and loan location of all objects in the museum collection; oversees computer inventory of the collection; assures 
assistants provide a brief description of the object, including its location, accession number, condition, and the value of 
the object.3. Recommends procedures regarding the storage of artifacts; formulates temperature, moisture level, light 
level and other climate controlled matters for artifacts in storage facilities; establishes standards and procedures for 
case design, environmental control, material selection, transportation, treatment, installation, and handling of the 
collection for loan exhibition and storage; ensures that artifacts are stored in areas appropriate to their requirements for 
care and conservation.4. Oversees shipping and handling of artifacts to and from other institutions; observes unpacking 
of objects to determine that damage or deterioration to object has not occurred; ensures objects are properly packed, 
shipped, and can be tracked at all times.5. Consults with professional curators regarding the storage and maintenance of 
the museum collection; may assist in making additions to the collection through obtaining donations and cataloging 
special artifacts, assists in negotiating loans of artifacts from other institutions for special exhibits; participates in 
discussion of matters concerning exhibit displays; advises area museums, organizations, and the public concerning the 
treatment and exhibition of museum objects.6. Prepares standard records and reports; writes reports noting condition 
of museum objects; writes loan agreements for artifacts on loan to other institutions indicating specific terms of 
agreement; writes grants proposals for the Tennessee State Museum; keeps time and attendance records. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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093744 - MUSEUM BUDGET ANALYST 2 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4660 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078246 - MUSEUM CHIEF PER SPECIALTY 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4525 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years in one or a combination of the following: 1) professional museum or historic site work; 2) 
paraprofessional museum work in exhibit preparation; 3) professional experience in instruction or research in art, 
history, or museum science; 4) professional library experience; or 5) professional experience in fundraising or 
promotional marketing activities; the above experience must include at least three years of professional museum work, 
professional post-secondary instruction in art, history, or museum science, supervision of paraprofessional museum 
staff, professional fundraising, or promotional marketing.Substitution of Graduate Education for Experience: Graduate 
course work credit received from an accredited college or university in art, history, museum science, library science, 
anthropology, education, industrial design, advertising, architecture, business administration, or marketing may 
substitute for the required experience, on a year-for-year basis, to a maximum of two years, there being no substitution 
for the required specific experience (e.g., 36 graduate quarter hours in one or a combination of the above listed fields 
may be substituted for one year of the required experience).ORExperience equivalent to five years of paraprofessional 
museum experience in exhibit preparation with the State of Tennessee including three years supervising museum staff, 
or five years of professional museum work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:1. Complete a background clearance application which includes releasing all records 
involving any criminal history.2. A valid motor vehicle operator's license may be required.EXAMINATION METHOD: 
Education and Experience, 100%, for Career Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional museum program and administrative work of considerable 
difficulty in a specifically designated museum-related specialty; and performs related work as required.Distinguishing 
Features: An employee in this class manages a particular museum division and is responsible for developing and 
evaluating activities and services within a field of specialization. Work includes programmatic and administrative duties 
in the divisions of collections, exhibits, education, marketing and public relations, and/or special projects coordination. 
This class differs from that of Museum Assistant Chf per Spty in that incumbents of the latter assist in the programmatic 
and administrative duties within the largest specialized divisions and are supervised by incumbents of this class. 
 
Work Activities: 
1. Manages staff and supporting personnel in each divisions within the museum: evaluates subordinate supervisory staff 
and their work; ensures decisions made by supervisory staff regarding staff employment, retention, demotion, and/or 
other human resources issues are fair and appropriate; sets goals and priorities for specialized divisions; assigns work 
activities to subordinate personnel within a division.2. Manages the collections division: contacts prospective donors 
and solicits gifts of memorabilia and other artifacts related to the museum collection; oversees research of artifacts for 
museum exhibits and publications; consults with other museums, galleries, and historical sites regarding exhibits or 
artifacts; obtains and reviews exhibits information about the history, acquisition, and maintenance of artifacts or other 
related information as researched by other collections staff.3. Manages the cataloging and documentation of artifacts: 
monitors the acquisition of an object, including the maintenance of temporary locations, cataloging by curators, and 
photo-documentation; oversees registration of accession and catalog information; works with risk management as 
necessary to obtain adequate insurance coverage for museum collections and objects; negotiates the terms and 
condition for the loan of objects to and from other museums and private entities; supervises shipping of objects and 
exhibits to ensure that proper arrangements have been made.4. Manages the museum public programs and museum 
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services: monitors staff who research history and culture in Tennessee and other special topics for educational 
programs; identifies and interviews experts in the field of art, history, or other topical areas; locates objects for exhibits 
and demonstrations; reviews educational programs written by staff and assures that program is properly customizes to 
be audience appropriate; evaluates and makes changes to educational programs as necessary.5. Manages the design 
and construction of museum exhibits: ensures intended interpretation of museum exhibit concepts are maintained 
during exhibit design and construction; supervises and assists staff who draw layouts of proposed exhibits; assures that 
staff prepare exhibit cases, panels, and other units to meet environmental needs of museum exhibit objects; oversees 
the fabrication and assembly of exhibit structures for museum objects; provides technical and logistical support in 
exhibit preparation and maintenance.6. Manages marketing and public relations for the museum: develops various 
marketing and public relations strategies; issues news and media releases; gives interviews; works with reporters to 
cover museum events; produces catalogues, news letters, and brochures to promote museum events; obtains audience 
reactions to museum attractions and events to monitor public response; provides information to public regarding 
museum exhibits and events and responds to inquiries.7. Manages special projects within the museum: coordinates all 
special projects related to foundation planning, fund raising, social event planning, and special exhibits related to the 
museum; solicits corporate sponsors for special exhibits; recruits volunteers for projects; may act as a liaison for the 
museum by serving on various commissions or boards; coordinates the arrival and departure of temporary special 
exhibits.8. Assists in budget development for the museum: identifies available objects to acquire and notes the cost of 
the object; identifies costs related to development of educational materials, exhibit designs, marketing and/or special 
projects; provides input to Museum Director regarding allocated funds and suggests ways to utilize funds.9. Attends 
seminars and workshops related to museum programs: travels to workshops, seminars, and exhibits to learn about 
museum program developments related to collections, education, exhibits, marketing and/or special projects; may 
present papers, lectures, or presentations at workshops regarding museum programs.10. Establishes museum policies 
and procedures; writes and reviews grant applications for a variety of purposes including the acquisition of artifacts and 
program funding; assists other area museums in applying for grant programs; evaluates performance of subordinate 
employees and prepares performance evaluations.11. Evaluates training programs prepared by subordinate personnel: 
identifies training needs based on job evaluation data, work interests, previous training and experience, and new 
regulations or policies; creates training manuals; evaluates training criteria, objectives, and training success; amends 
training programs as needed. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078253 - MUSEUM COMM & MKTG DIRECTOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4506 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078245 - MUSEUM CURATOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4523 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years in one or a combination of the following: professional or paraprofessional museum work, 
including assignments related to historical sites; the maintenance of library collections; or professional experience 
involved in the instruction or research in art, history, or museum science. Substitution of Education for Experience: 
Graduate coursework credit received from an accredited college or university in education, museum science, library 
science, history, art, archaeology, and/or anthropology may substitute for the required experience, on a year-for-year 
basis, to a maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).Substitution of Experience for Education: Five years of experience as 
a Museum Curatorial Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator’s license is required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional museum curatorial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for researching 
subjects for exhibits and for the care of a collection. This class differs from that of Museum Assistant Chief Per Specialty 
in that an incumbent of the latter supervises incumbents in this class. This class differs from that of Museum Curatorial 
Assistant in that an incumbent of the latter is responsible for assisting curators and is supervised by incumbents in this 
class. 
 
Work Activities: 
Analyzing Data or Information:  Plans exhibits, publications, and other types of programs on general topics by identifying 
relevant intellectual themes to be communicated to the general public or specific audiences and selecting artifacts and 
images that will facilitate understanding of these ideas.Interpreting the Meaning of Information for Others: Writes 
justifications for artifacts acquisitions that clearly convey why items are appropriate for the museum collections. Writes 
exhibit labels that communicate effectively with museum visitors. Writes other types of texts for a variety of museum 
publications. Writes narratives and other documents for grant proposals and reports.Evaluating Information to 
Determine Compliance with Standards: Acquires artifacts for the museum’s collections in accordance with standards set 
forth in the Collections Department Manual. Adheres to ethical standards set forth in the Collections Department 
Manual and other state publications in performance of job duties such as interactions with donors, vendors, museum 
employees and volunteers, other state officials, and representatives of other institutions.Getting Information: Performs 
research about artifacts for purposes of evaluating potential acquisitions, cataloging, exhibit, development, program 
development, or writing. Performs research about topics concerning Tennessee history, art, and culture as appropriate 
for museum projects. Performs research on matters concerning the preservation and conservation of museum 
artifacts.Handling and Moving Objects: Handles and moves different types of artifacts within the museum according to 
appropriate museum practices and exercising good judgment to ensure the safety of artifacts and personnel performs 
research about topics concerning Tennessee history, art, and culture as appropriate for museum projects. Stores 
artifacts according to appropriate museum practices using archival packing materials. Handles and moves a variety of 
exhibit furniture and casework, related to both in-house and traveling exhibits. Transports artifacts to locations outside 
of the facility according to museum standards for safety and security.Interacting With Computers: Performs routine 
office work, such as email and word processing using computers. Uses museum collections database program, including 
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activities such as creating artifacts records, entering data for catalog records, using the database to perform research for 
exhibits, and generating basic reports such as shelf lists. Uses a variety of state systems such as Edison to submit travel 
and expense claims and other information.Thinking Creatively: Proposes ideas for new exhibits, publications, and other 
types of programs and performs routine office work, such as email and word processing using computers. Consults with 
other museum staff members on designs for exhibits and publications. Develops and gives presentations for the general 
public and community groups on a variety of topics.Identifying Objects, Actions, and Events: Identifies and describes 
physical characteristics of artifacts, such as condition, materials, etc. Identifies and describes physical characteristics of 
artifacts such as relations to historical events and time periods, artistic movements, material culture styles, 
etc.Documenting/Recording Information: Documents museum artifacts through cataloging, photographing, condition 
reporting, and other methods. Reports on work activities as instructed through the creation of reports to be submitted 
to supervisor.Organizing, Planning, and Prioritizing Work: Accomplishes tasks according to departmental and 
institutional priorities. Performs both ongoing recurring activities such as artifact cataloging and episodic tasks such as 
installing artifacts in an exhibit or collecting artifacts for a donation. Recommends artifacts for conservation treatment, 
prioritizing requests according to urgency of problem, plans for display of artifacts, etc., and prepares appropriate 
related paperwork.Communicating with Persons Outside Organization: Answers inquiries from other persons within 
state government concerning the museum’s collections, technical museum issues, and Tennessee history and art. 
Answers inquiries from individuals at other institutions concerning technical museum questions and items in museum 
collections. Assists with the evaluation of and completion of potential artifact loans to other institutions, with prior 
approval of the Director of Collections Department or Museum Director. Requests loans of museum artifacts from other 
institutions for use in Tennessee State Museum exhibits, with prior approval of the Director of Collections Department 
or Museum Director.Performing for or Working Directly with the Public: Responds to inquiries from the public 
concerning museum artifacts and other questions. Presents a variety of programs for museum visitors and community 
groups. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competency Decision Quality Intellectual Horsepower Learning on the fly 
Perspective Problem Solving Written Communications Integrity and Trust PatienceKnowledge: Clerical Fine Arts History 
and Archeology Geography GeologySkills: Active Learning Critical Thinking Speaking Writing Complex Problem Solving 
Judgment and Decision Making Time ManagementAbilities: Deductive Reasoning Inductive Reasoning Oral Expression 
Originality Problem Sensitivity Written Expression Static Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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078245 - MUSEUM CURATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4524 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years in one or a combination of the following: professional or paraprofessional museum work, 
including assignments related to historical sites; the maintenance of library collections; or professional experience 
involved in the instruction or research in art, history, or museum science. Substitution of Education for Experience: 
Graduate coursework credit received from an accredited college or university in education, museum science, library 
science, history, art, archaeology, and/or anthropology may substitute for the required experience, on a year-for-year 
basis, to a maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).Substitution of Experience for Education: Five years of experience as 
a Museum Curatorial Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator’s license is required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional museum curatorial work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for researching 
subjects for exhibits and for the care of a collection. This class differs from that of Museum Assistant Chief Per Specialty 
in that an incumbent of the latter supervises incumbents in this class. This class differs from that of Museum Curatorial 
Assistant in that an incumbent of the latter is responsible for assisting curators and is supervised by incumbents in this 
class. 
 
Work Activities: 
Analyzing Data or Information:  Plans exhibits, publications, and other types of programs on general topics by identifying 
relevant intellectual themes to be communicated to the general public or specific audiences and selecting artifacts and 
images that will facilitate understanding of these ideas.Interpreting the Meaning of Information for Others: Writes 
justifications for artifacts acquisitions that clearly convey why items are appropriate for the museum collections. Writes 
exhibit labels that communicate effectively with museum visitors. Writes other types of texts for a variety of museum 
publications. Writes narratives and other documents for grant proposals and reports.Evaluating Information to 
Determine Compliance with Standards: Acquires artifacts for the museum’s collections in accordance with standards set 
forth in the Collections Department Manual. Adheres to ethical standards set forth in the Collections Department 
Manual and other state publications in performance of job duties such as interactions with donors, vendors, museum 
employees and volunteers, other state officials, and representatives of other institutions.Getting Information: Performs 
research about artifacts for purposes of evaluating potential acquisitions, cataloging, exhibit, development, program 
development, or writing. Performs research about topics concerning Tennessee history, art, and culture as appropriate 
for museum projects. Performs research on matters concerning the preservation and conservation of museum 
artifacts.Handling and Moving Objects: Handles and moves different types of artifacts within the museum according to 
appropriate museum practices and exercising good judgment to ensure the safety of artifacts and personnel performs 
research about topics concerning Tennessee history, art, and culture as appropriate for museum projects. Stores 
artifacts according to appropriate museum practices using archival packing materials. Handles and moves a variety of 
exhibit furniture and casework, related to both in-house and traveling exhibits. Transports artifacts to locations outside 
of the facility according to museum standards for safety and security.Interacting With Computers: Performs routine 
office work, such as email and word processing using computers. Uses museum collections database program, including 
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activities such as creating artifacts records, entering data for catalog records, using the database to perform research for 
exhibits, and generating basic reports such as shelf lists. Uses a variety of state systems such as Edison to submit travel 
and expense claims and other information.Thinking Creatively: Proposes ideas for new exhibits, publications, and other 
types of programs and performs routine office work, such as email and word processing using computers. Consults with 
other museum staff members on designs for exhibits and publications. Develops and gives presentations for the general 
public and community groups on a variety of topics.Identifying Objects, Actions, and Events: Identifies and describes 
physical characteristics of artifacts, such as condition, materials, etc. Identifies and describes physical characteristics of 
artifacts such as relations to historical events and time periods, artistic movements, material culture styles, 
etc.Documenting/Recording Information: Documents museum artifacts through cataloging, photographing, condition 
reporting, and other methods. Reports on work activities as instructed through the creation of reports to be submitted 
to supervisor.Organizing, Planning, and Prioritizing Work: Accomplishes tasks according to departmental and 
institutional priorities. Performs both ongoing recurring activities such as artifact cataloging and episodic tasks such as 
installing artifacts in an exhibit or collecting artifacts for a donation. Recommends artifacts for conservation treatment, 
prioritizing requests according to urgency of problem, plans for display of artifacts, etc., and prepares appropriate 
related paperwork.Communicating with Persons Outside Organization: Answers inquiries from other persons within 
state government concerning the museum’s collections, technical museum issues, and Tennessee history and art. 
Answers inquiries from individuals at other institutions concerning technical museum questions and items in museum 
collections. Assists with the evaluation of and completion of potential artifact loans to other institutions, with prior 
approval of the Director of Collections Department or Museum Director. Requests loans of museum artifacts from other 
institutions for use in Tennessee State Museum exhibits, with prior approval of the Director of Collections Department 
or Museum Director.Performing for or Working Directly with the Public: Responds to inquiries from the public 
concerning museum artifacts and other questions. Presents a variety of programs for museum visitors and community 
groups. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competency Decision Quality Intellectual Horsepower Learning on the fly 
Perspective Problem Solving Written Communications Integrity and Trust PatienceKnowledge: Clerical Fine Arts History 
and Archeology Geography GeologySkills: Active Learning Critical Thinking Speaking Writing Complex Problem Solving 
Judgment and Decision Making Time ManagementAbilities: Deductive Reasoning Inductive Reasoning Oral Expression 
Originality Problem Sensitivity Written Expression Static Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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006122 - MUSEUM CURATORIAL ASSISTANT 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  2711 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying experience in professional or paraprofessional museum work, including 
assignments related to historical sites; the maintenance of library collections; and/or the instruction or research in art, 
history, or museum science may substitute for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full time work in one or a combination of the above listed fields may substitute for one year of 
the required education). 
 
Other Requirements: 
Necessary Special Qualifications:   Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing professional museum curatorial work of average 
difficulty. Distinguishing Features: An employee in this class collaborates with collections staff in the management of the 
Tennessee State Museum collection. This class differs from higher level curatorial and registrar classes in that incumbent 
of the latter perform curation or registration duties of greater difficulty and responsibility. 
 
Work Activities: 
 Collaborates with collections staff with the preparation of exhibitions, research, publications, presentations and other 
curatorial activities. Ensures the security of State Museum collection by performing collections management duties 
including, but not limited to creating condition reports, environmental reports, acquisition reports, artifact inventories 
and accessioning and de-accessioning reports. Processes artifact acquisitions through building artifact records, 
numbering, imaging, cataloging and housing. Performs handling, storage and transport of museum objects in 
accordance with best practices as set forth by the State Museum's Collections Manual. Researches permanent collection 
using primary and secondary historical sources to be applied to State Museum's artifact records. Researches potential 
acquisitions to identify, authenticate and assess appropriateness for the State Museum's collection. Participates in the 
development of content for online and temporary exhibitions including writing interpretive texts. Adheres to ethical 
standards set forth in the Collections Department Manual and other state publications in performance of job duties. 
Responds to public inquiries regarding State Museum's collection as needed. Oversees the work of State Museum 
interns and contract workers. Conducts public tours of exhibitions and collection storage as needed. Performs other 
related tasks as needed. 
 
Competencies (KSA’s): 
Competencies: Approachability Dealing with Ambiguity Drive for Results Ethics and Values Integrity and Trust Organizing 
Patience Peer Relationships Perseverance Priority SettingKnowledge: Administration and Management Customer and 
Personal Service English Language Fine Arts Geography History and Archaeology Public Safety and Security Sociology and 
Anthropology Transportation Philosophy and TheologySkills: Active Learning Complex Problem Solving Judgment and 
Decision Making Management of Material Resources Critical Thinking Reading Comprehension Service Orientation Social 
Perceptiveness Time Management WritingAbilities: Deductive Reasoning Memorization Oral Comprehension Oral 
Expression Originality Problem Sensitivity Selective Attention Visualization Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Scanner Printer Copy Machine Motor Vehicles Cell Phone Freight Elevator Pallet Jacks 



 TN Job Classification Specifications  
September 22, 2020 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
006122 - MUSEUM CURATORIAL ASSISTANT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2712 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying experience in professional or paraprofessional museum work, including 
assignments related to historical sites; the maintenance of library collections; and/or the instruction or research in art, 
history, or museum science may substitute for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full time work in one or a combination of the above listed fields may substitute for one year of 
the required education). 
 
Other Requirements: 
Necessary Special Qualifications:   Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing professional museum curatorial work of average 
difficulty. Distinguishing Features: An employee in this class collaborates with collections staff in the management of the 
Tennessee State Museum collection. This class differs from higher level curatorial and registrar classes in that incumbent 
of the latter perform curation or registration duties of greater difficulty and responsibility. 
 
Work Activities: 
 Collaborates with collections staff with the preparation of exhibitions, research, publications, presentations and other 
curatorial activities. Ensures the security of State Museum collection by performing collections management duties 
including, but not limited to creating condition reports, environmental reports, acquisition reports, artifact inventories 
and accessioning and de-accessioning reports. Processes artifact acquisitions through building artifact records, 
numbering, imaging, cataloging and housing. Performs handling, storage and transport of museum objects in 
accordance with best practices as set forth by the State Museum's Collections Manual. Researches permanent collection 
using primary and secondary historical sources to be applied to State Museum's artifact records. Researches potential 
acquisitions to identify, authenticate and assess appropriateness for the State Museum's collection. Participates in the 
development of content for online and temporary exhibitions including writing interpretive texts. Adheres to ethical 
standards set forth in the Collections Department Manual and other state publications in performance of job duties. 
Responds to public inquiries regarding State Museum's collection as needed. Oversees the work of State Museum 
interns and contract workers. Conducts public tours of exhibitions and collection storage as needed. Performs other 
related tasks as needed. 
 
Competencies (KSA’s): 
Competencies: Approachability Dealing with Ambiguity Drive for Results Ethics and Values Integrity and Trust Organizing 
Patience Peer Relationships Perseverance Priority SettingKnowledge: Administration and Management Customer and 
Personal Service English Language Fine Arts Geography History and Archaeology Public Safety and Security Sociology and 
Anthropology Transportation Philosophy and TheologySkills: Active Learning Complex Problem Solving Judgment and 
Decision Making Management of Material Resources Critical Thinking Reading Comprehension Service Orientation Social 
Perceptiveness Time Management WritingAbilities: Deductive Reasoning Memorization Oral Comprehension Oral 
Expression Originality Problem Sensitivity Selective Attention Visualization Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Scanner Printer Copy Machine Motor Vehicles Cell Phone Freight Elevator Pallet Jacks 
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078288 - MUSEUM DEPUTY DIRECTOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4548 
 
Minimum Qualifications: 
SUMMARY: Under administrative direction, is responsible for professional museum management work of average 
difficulty and supervisory work of average difficulty; and performs related work as required.DISTINGUISHING FEATURES: 
The employee in this class serves as deputy to the director of the Tennessee State Museum. The incumbent of this class 
performs administrative and supervisory work to assist in the management of the museum and to promote its features 
to the public. This class differs from that of Museum Director in that the incumbent of the latter is responsible for 
directing and managing all activities of the museum. 
 
Other Requirements: 
1. Coordinates the activities of museum professional and support staff in the areas of collections, exhibitions, public 
programs, facilities and personnel matters; assists in the development, coordination and enforcement of museum 
policies and procedures; performs the duties of the director when necessary.2. Serves as liaison to businesses, private 
foundations, the Governor's office, legislative officials, historic sites and other departments and museums; travels to 
attend meetings, conferences and seminars.3. Develops and prepares the annual budget for the museum; supervises 
and monitors budget compliance.4. Establishes effective relationships with all levels of the public; maintains high-level 
personal contacts important to the mission of the agency; interprets museum rules and regulations to public and private 
organizations and to individuals.5. Assigns, trains, supervises, and evaluates museum employees; reviews and makes 
decisions on employment, retention, promotion, demotion or other human resources actions.6. Supervises the 
preparation and review of a variety of records and reports such as statistical reports, progress reports and collection 
records. 
 
Job Overview: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional museum administrative work, collection conservation and exhibition, 
fund-raising or related work; qualifying full-time professional experience may be substituted for the required education, 
on a year-for-year basis, to a maximum of four years; additional graduate course work in museology or social science 
may be substituted for the required experience on a year-for-year basis to a maximum of two years. 
 
Work Activities: 
Necessary Special Qualifications:  Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required if the duties include the operation of a 
motor vehicle.EXAMINATION METHOD: Education and Experience, 100%, for Career Service positions. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078289 - MUSEUM DIRECTOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4486 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078289 - MUSEUM DIRECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4487 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078290 - MUSEUM EXECUTIVE DIRECTOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4497 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078251 - MUSEUM EXHIBITION COORDINATOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4540 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in coordinating or managing an art or multi-disciplinary museum exhibition program, including 
exhibition design, gallery preparation, and installation of artifacts. Substitution of Experience for Education: Qualifying 
experience in exhibition work may substitute for the required education, on a year-for-year basis, to a maximum of four 
years.  
 
Other Requirements: 
Necessary Special Qualifications:    Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for exhibitions work of routine difficulty.                                                  
Distinguishing Features: An incumbent in this class will be responsible for coordinating and facilitating the development 
and installation of all internally generated and traveling exhibitions and adjacent interpretive spaces. Also will provide 
administrative and technical support of exhibitions projects.  
 
Work Activities: 
1. Assists division with planning and development of exhibition projects: maintains institutional documents; coordinates 
meetings' facilitates the design and fabrication of exhibition elements.2. Leads daily operational and logistical aspects of 
exhibitions projects: coordinates with security and operations team; maintains awareness of institutional calendar; 
serves as point person for deliveries.3. Assists in the preparation, installation, de-installation, and maintenance of 
exhibitions projects: creates schedules and other planning documents; handles art and artifacts; systematically monitors 
gallery conditions for functionality and cleanliness.4. Assists with the inventory, storage and transportation of a museum 
collection: repairs, packs and unpacks crates and other containers; operates pallet jacks and other equipment.5. Serves 
as a contact for contractors and institutional partners: builds and maintains relationships; maintains contact information 
and other documentation.6. Leads the rights and reproductions process for exhibitions projects: researches the 
copyright holder; negotiates usage agreements and fees; oversees compliance and credit lines.7. Coordinates the gallery 
lighting and exhibition technology: provides lighting design and maintenance in accordance to institutional standards; 
coordinates the programming and maintenance of gallery technology. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Process Management Learning on the Fly 
Approachability Building Effective Teams Composure Motivating OthersKnowledge: Education and Training History and 
Archeaology DesignSkills: Active Listening Critical Thinking Speaking Writing Coordination Service Orientation Social 
Perceptiveness Complex Problem Solving Time ManagementAbilities: Deductive Reasoning Fluency of Ideas 
Memorization Oral Comprehension Oral Expression Time Sharing Written Comprehension Written Expression Stamina 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Hand Tools Power Tools Tow Motor Pallet 
Jack Personnel Lift 
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093742 - MUSEUM PREPARATOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4604 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years in one or a combination of the following: any professional museum work, including the preservation of 
artifacts or management of historic sites; professional work teaching art, history, or museum science; any 
paraprofessional museum work, including the design of exhibit displays or providing tours at a museum or historic site; 
any electrical or carpentry work; or audio, visual, or graphics design work. Substitution of Experience for Education: 
Qualifying experience in professional or paraprofessional museum work; professional work teaching art, history, 
museum science; electrical or carpentry work; and/or audio, visual, or graphics design work may substitute for the 
required education to a maximum of four years (e.g. experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience: Coursework credit received from an accredited college or university may substitute for the required 
experience on a month for month basis to a maximum of one year (e.g., 45 quarter hours may substitute for one year of 
the required experience). OR Graduation from an accredited college or university with a bachelor's degree in industrial 
design, graphics design or illustration, advertising design, fine arts, museum science, or architecture. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for museum preparation work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for installing 
audiovisual and lighting equipment, assisting in setting up museum exhibits and building display cases. This class differs 
from that of Museum Preparator Supervisor in that an incumbent of the latter is responsible for supervising incumbents 
of this class. 
 
Work Activities: 
Performing General Physical Activities: Safely lift and move objects more than 50 pounds. Performing tasks associated 
with special events or other Museum activities. Performing installations and repairs on elevated platforms, ladders, and 
one man lifts. Navigating through small spaces to install and service exhibits.Repairing and Maintaining Mechanical 
Equipment: Repairing and maintaining carpenter shop equipment, which includes servicing all mechanical devices. 
Providing proper storage and care of hand tools.Repairing and Maintaining Electronic Equipment: Performing repairs 
and maintenance of all necessary audio visual equipment. Replacing bulbs or repairing all light fixtures as 
necessary.Inspecting Equipment, Structures, or Material: Inspecting all equipment for visible damage. Complete a 
preventive maintenance on all operating equipment.Monitor Processes, Materials, or Surroundings: Monitoring 
equipment for safety and safe operations. Monitoring active construction sites for safety. Watching security monitors at 
security stations to relieve security guards.Organizing, Planning, and Prioritizing Work: Planning of necessary tasks in 
order to complete job by stated deadline. Coordinating tasks with other museum departments to ensure timely 
completion of exhibits. Prioritizing tasks to eliminate working overtime. Provide a list of necessary materials to complete 
projects.Getting Information: Picking up and delivering sensitive materials to and from other agencies. Collecting tickets 
and forms from contractors for pick up and deliveries of supplies. Sharing delivery tickets, packing slips and receipts with 
supervisor.Thinking Creatively: Prepares necessary tools and equipment to complete projects. Accurately fabricate 
materials for traveling, permanent and specialty exhibits.Communicating with Persons outside the Organization: 
Maintaining professional courtesy with contractors, staff from other museums. Supervises, and escorts outside 
contractors onsite. Communicates by phone with the public, and other state agencies.Communicating with Supervisors, 
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Peers, or Subordinates: Maintaining professional courtesy with supervisors, peers and subordinates. Provides regular 
updates to supervisor and or directors as necessary. Keeping an open dialogue with peers and subordinates.Operating 
Vehicles, Mechanized Devices, or Equipment: Operating department vehicles, tow motor, pallet jack, and freight 
elevator.Documenting/Recording Information: Maintaining files on service and repairs of equipment and tools. 
Completing inventory of all tools and equipment.Coaching and Developing Others: Sharing technical knowledge with co-
workers in an effort to complete a Museum activity or task. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Work/Life Balance Integrity and Trust Customer Focus Conflict 
Management Priority Setting Problem Solving Learning on the Fly Decision Quality CreativityKnowledge: Building and 
Construction Customer and Personal Service Production and Processing Public and Safety Security TransportationSkills: 
Active Learning Critical Thinking Mathematics Reading Comprehension Equipment Maintenance Installation Operation 
and Control Troubleshooting Judgment and Decision MakingAbilities: Deductive Reasoning Inductive Reasoning 
Memorization Oral Comprehension Originality Problem Sensitivity Spatial Orientation Time Sharing Visualization 
Dynamic Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Power Tools (i.e. Skill Saw, Drill, Hammer, Screwdriver, etc). Tow 
Motor 15 Passenger Van Small Truck 
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006121 - MUSEUM PROGRAM ASSISTANT 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  2709 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. 
 
Other Requirements: 
"Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional public contact and informational outreach work 
of routine difficulty in cultural/educational research and conducting historical state tours; and performs related work as 
required. Distinguishing Features: An employee in this class is responsible for conducting historical state tours, 
presenting educational programs both at the museum and at other sites and events.  This class differs from that of 
Museum Program Coordinator in that an incumbent of the latter leads the non-technical research of museum exhibits 
and historical sites, including providing information to the public, and is not routinely responsible for conducting 
historical state tours. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Presents interpretive tours and educational programs of the 
Tennessee State Museum exhibits and the Tennessee State Capitol. Communicating with Persons Outside Organization:     
Delivers accurate and engaging program presentations.    Communicates with teachers and outside public in scheduling 
tours of the State Museum, Capitol, and Military Branch Museum.    Attends and performs educational activities at 
scheduled outside events.    Interacts with legislative officials and office employees.    Displays a friendly and welcoming 
manner to all visitors. Establishing and Maintaining Interpersonal Relationships:     Works in close communication with 
other Museum department staff.    Assists with Museum departments task as assigned.  Documenting/Recording 
Information:     Enters information on tours and scheduling as assigned. Communicating with Supervisors, Peers, or 
Subordinates:     Works in close communication with coworkers and supervisors about educational programs.    Notifies 
Public Programs coordinator regarding any problems with tour groups or scheduling.    Training and Teaching Others:     
Conducts educational programs at teacher workshops as assigned by supervisor. Scheduling Work and Activities:     
Schedules events and programs using VISTA computer software.    Meets assigned deadlines for tasks or notifies 
supervisor if there is any difficulty in meeting deadlines. Getting Information:     Talks to teachers and general public 
obtaining information for tour scheduling.    Researches history and culture of Tennessee as assigned.    Locates objects 
for demonstration and other educational programs. Judging the Qualities of Things, Services, or People:    Assesses the 
age and knowledge level of tour participants in order to present age and knowledge appropriate activities and 
interpretations, including special needs groups. Performing Administrative Activities:    Performs filing, copying, and 
other miscellaneous clerical work as assigned by coordinator.    Assists with maintenance of educational materials such 
as lesson plans and traveling trunks. Thinking Creatively:    Develops and creates new educational programs such as 
clipboards and traveling trunks as assigned by supervisor.    Evaluates and suggests improvements to existing museum 
educational programs. Interacting With Computers:    Uses computer to produce schedules, written essays, and other 
clerical information as required by supervisor.Updating and Using Relevant Knowledge:    Reads historical information to 
expand knowledge of Tennessee-related historical events, and applies to tours. Operating Vehicles, Mechanized Devices, 
or Equipment:     Drives museum passenger van. 
 
Competencies (KSA’s): 
"Competencies:    Strategic Agility    Dealing with Ambiguity    Energy and Drive    Action Oriented    Organizational 
Positioning    Personal and Interpersonal    Presentation Skills    Approachability    Customer Focus    Peer 
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RelationshipsKnowledge:     Customer and Personal Service    History    Clerical   Skills:     Active Listening    Reading 
Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    Time Management Abilities:     Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Time Sharing    Written Comprehension    Written 
Expression    Stamina    Trunk Strength    Auditory Attention    Speech Clarity    Speech Recognition" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Copy Machine    Scanner 
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006121 - MUSEUM PROGRAM ASSISTANT 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2710 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. 
 
Other Requirements: 
"Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional public contact and informational outreach work 
of routine difficulty in cultural/educational research and conducting historical state tours; and performs related work as 
required. Distinguishing Features: An employee in this class is responsible for conducting historical state tours, 
presenting educational programs both at the museum and at other sites and events.  This class differs from that of 
Museum Program Coordinator in that an incumbent of the latter leads the non-technical research of museum exhibits 
and historical sites, including providing information to the public, and is not routinely responsible for conducting 
historical state tours. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Presents interpretive tours and educational programs of the 
Tennessee State Museum exhibits and the Tennessee State Capitol. Communicating with Persons Outside Organization:     
Delivers accurate and engaging program presentations.    Communicates with teachers and outside public in scheduling 
tours of the State Museum, Capitol, and Military Branch Museum.    Attends and performs educational activities at 
scheduled outside events.    Interacts with legislative officials and office employees.    Displays a friendly and welcoming 
manner to all visitors. Establishing and Maintaining Interpersonal Relationships:     Works in close communication with 
other Museum department staff.    Assists with Museum departments task as assigned.  Documenting/Recording 
Information:     Enters information on tours and scheduling as assigned. Communicating with Supervisors, Peers, or 
Subordinates:     Works in close communication with coworkers and supervisors about educational programs.    Notifies 
Public Programs coordinator regarding any problems with tour groups or scheduling.    Training and Teaching Others:     
Conducts educational programs at teacher workshops as assigned by supervisor. Scheduling Work and Activities:     
Schedules events and programs using VISTA computer software.    Meets assigned deadlines for tasks or notifies 
supervisor if there is any difficulty in meeting deadlines. Getting Information:     Talks to teachers and general public 
obtaining information for tour scheduling.    Researches history and culture of Tennessee as assigned.    Locates objects 
for demonstration and other educational programs. Judging the Qualities of Things, Services, or People:    Assesses the 
age and knowledge level of tour participants in order to present age and knowledge appropriate activities and 
interpretations, including special needs groups. Performing Administrative Activities:    Performs filing, copying, and 
other miscellaneous clerical work as assigned by coordinator.    Assists with maintenance of educational materials such 
as lesson plans and traveling trunks. Thinking Creatively:    Develops and creates new educational programs such as 
clipboards and traveling trunks as assigned by supervisor.    Evaluates and suggests improvements to existing museum 
educational programs. Interacting With Computers:    Uses computer to produce schedules, written essays, and other 
clerical information as required by supervisor.Updating and Using Relevant Knowledge:    Reads historical information to 
expand knowledge of Tennessee-related historical events, and applies to tours. Operating Vehicles, Mechanized Devices, 
or Equipment:     Drives museum passenger van. 
 
Competencies (KSA’s): 
"Competencies:    Strategic Agility    Dealing with Ambiguity    Energy and Drive    Action Oriented    Organizational 
Positioning    Personal and Interpersonal    Presentation Skills    Approachability    Customer Focus    Peer 
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RelationshipsKnowledge:     Customer and Personal Service    History    Clerical   Skills:     Active Listening    Reading 
Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    Time Management Abilities:     Memorization    
Oral Comprehension    Oral Expression    Problem Sensitivity    Time Sharing    Written Comprehension    Written 
Expression    Stamina    Trunk Strength    Auditory Attention    Speech Clarity    Speech Recognition" 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Copy Machine    Scanner 
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006123 - MUSEUM PROGRAM COORDINATOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  2702 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in one or a combination of the following: any professional work in elementary or secondary 
education; managing a museum or historic site; providing tours in a museum or historic site; classifying and researching 
artifacts in a museum collection; or acquiring or storing museum artifacts.Substitution of Experience for Education: 
Qualifying experience in one or a combination of the following may substitute for the required education to a maximum 
of four years: any professional work in elementary or secondary education; managing a museum or historic site; 
providing tours in a museum or historic site; classifying and researching artifacts in a museum collection; or acquiring or 
storing museum artifacts (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing the museum and capitol historical tour and 
educational programs and conducts professional public contact and informational outreach work of routine difficulty in 
cultural/educational research.Distinguishing Features: An employee in this class is responsible for managing the 
museum and capitol historical tour and educational programs. This is done through supervision of Museum Program 
Assistants and management of the computerized tour scheduling system. The employee is also responsible for managing 
public outreach programs. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Manages roles and responsibilities of museum program assistants by 
assigning department projects and scheduled programs. Schedules public programs staff to conduct tours and 
educational programs of state museum and historical locations. Coordinates and directs public program events including 
family days and teacher workshops. Monitors office procedures. Monitors time and attendance as directed and set by 
public programs policy and deadlines.Developing and Building Teams: Promotes a positive working environment by 
building mutual trust, respect, and cooperation among team members. Evaluates and matches museum program 
assistant's unique skills, talents, and abilities to special projects.Scheduling Work and Activities: Supervises and trains 
museum program assistant on scheduling desk and scheduling software for all school and group programs at  state 
museums and historical locations. Oversees management of the museum's traveling trunk program.Training and 
Teaching Others:  Trains all museum program assistants in public programs roles and responsibilities including office 
duties, museum store duties, group orientation, and in conjunction with the curator of education in museum tours and 
program training. Establish a training plan complete with benchmarks and evaluations throughout the training process 
which should be reviewed and approved by the curator of education. Monitors progress of new assistants' 
training.Judging the Qualities of Things, Services, or People: Judges how well museum program assistants perform job 
plans and reach SMART goals. Evaluates when a new museum program assistant is capable of successfully conducting 
specific tours and programs. Judges the value of new programs and works with the curator of education and public 
programs director to modify programs as needed.Communicating with Persons Outside Organization: Ensures that 
group tours are responded to and scheduled within one business day according to public programs department policy. 
Organizes groups upon arrival to state museums and historical locations., which includes greeting and orientating 
groups to programs.Interpreting the Meaning of Information for Others: Delivers professional, engaging, inquiry-based 
tours and hands-on educational programs to museum groups. Customizes programs to be age and interest appropriate, 
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including special needs groups. Responds to questions posed by tour participants and others.Communicating with 
Supervisors, Peers, or Subordinates: May deliver weekly security reports to museum security officers, and state capitol 
police that detail daily tour group arrival times and staff assignments. Responds promptly to requests from legislators' 
and governor's offices and reports information to public programs director. Designs reports for museum executive 
director and all department heads. Maintains a working knowledge of policies, procedures, and activities at  state 
museums and historical locations. Delivers reports as required by specific deadlines.Making Decisions and Solving 
Problems: Resolves problems for visiting school groups and museum visitors in general.Establishing and Maintaining 
Interpersonal Relationships: Works in close communication with other museum department staff to accomplish 
museum-wide goals. Assists with other museum departments' tasks as assigned.Interacting With Computers: Maintains 
proficiency in relevant software applications including ticketing, Microsoft Office Suite, Point-of-Sale museum store 
software. Uses email to correspond with other staff and the general public.Thinking Creatively: Designs, develops, and 
implements new museum programs under the supervision of the curator of education.Updating and Using Relevant 
Knowledge: Maintains a working knowledge of Tennessee history and culture through various means of professional 
development. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Process Management Learning on the Fly 
Approachability Building Effective Teams Composure Motivating OthersKnowledge: Education and Training History and 
ArchaeologySkills: Active Listening Critical Thinking Speaking Writing Coordination Service Orientation Social 
Perceptiveness Complex Problem Solving Time ManagementAbilities: Deductive Reasoning Fluency of Ideas 
Memorization Oral Comprehension Oral Expression Time Sharing Written Comprehension Written Expression Stamina 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner 
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006123 - MUSEUM PROGRAM COORDINATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2703 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in one or a combination of the following: any professional work in elementary or secondary 
education; managing a museum or historic site; providing tours in a museum or historic site; classifying and researching 
artifacts in a museum collection; or acquiring or storing museum artifacts.Substitution of Experience for Education: 
Qualifying experience in one or a combination of the following may substitute for the required education to a maximum 
of four years: any professional work in elementary or secondary education; managing a museum or historic site; 
providing tours in a museum or historic site; classifying and researching artifacts in a museum collection; or acquiring or 
storing museum artifacts (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing the museum and capitol historical tour and 
educational programs and conducts professional public contact and informational outreach work of routine difficulty in 
cultural/educational research.Distinguishing Features: An employee in this class is responsible for managing the 
museum and capitol historical tour and educational programs. This is done through supervision of Museum Program 
Assistants and management of the computerized tour scheduling system. The employee is also responsible for managing 
public outreach programs. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Manages roles and responsibilities of museum program assistants by 
assigning department projects and scheduled programs. Schedules public programs staff to conduct tours and 
educational programs of state museum and historical locations. Coordinates and directs public program events including 
family days and teacher workshops. Monitors office procedures. Monitors time and attendance as directed and set by 
public programs policy and deadlines.Developing and Building Teams: Promotes a positive working environment by 
building mutual trust, respect, and cooperation among team members. Evaluates and matches museum program 
assistant's unique skills, talents, and abilities to special projects.Scheduling Work and Activities: Supervises and trains 
museum program assistant on scheduling desk and scheduling software for all school and group programs at  state 
museums and historical locations. Oversees management of the museum's traveling trunk program.Training and 
Teaching Others:  Trains all museum program assistants in public programs roles and responsibilities including office 
duties, museum store duties, group orientation, and in conjunction with the curator of education in museum tours and 
program training. Establish a training plan complete with benchmarks and evaluations throughout the training process 
which should be reviewed and approved by the curator of education. Monitors progress of new assistants' 
training.Judging the Qualities of Things, Services, or People: Judges how well museum program assistants perform job 
plans and reach SMART goals. Evaluates when a new museum program assistant is capable of successfully conducting 
specific tours and programs. Judges the value of new programs and works with the curator of education and public 
programs director to modify programs as needed.Communicating with Persons Outside Organization: Ensures that 
group tours are responded to and scheduled within one business day according to public programs department policy. 
Organizes groups upon arrival to state museums and historical locations., which includes greeting and orientating 
groups to programs.Interpreting the Meaning of Information for Others: Delivers professional, engaging, inquiry-based 
tours and hands-on educational programs to museum groups. Customizes programs to be age and interest appropriate, 
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including special needs groups. Responds to questions posed by tour participants and others.Communicating with 
Supervisors, Peers, or Subordinates: May deliver weekly security reports to museum security officers, and state capitol 
police that detail daily tour group arrival times and staff assignments. Responds promptly to requests from legislators' 
and governor's offices and reports information to public programs director. Designs reports for museum executive 
director and all department heads. Maintains a working knowledge of policies, procedures, and activities at  state 
museums and historical locations. Delivers reports as required by specific deadlines.Making Decisions and Solving 
Problems: Resolves problems for visiting school groups and museum visitors in general.Establishing and Maintaining 
Interpersonal Relationships: Works in close communication with other museum department staff to accomplish 
museum-wide goals. Assists with other museum departments' tasks as assigned.Interacting With Computers: Maintains 
proficiency in relevant software applications including ticketing, Microsoft Office Suite, Point-of-Sale museum store 
software. Uses email to correspond with other staff and the general public.Thinking Creatively: Designs, develops, and 
implements new museum programs under the supervision of the curator of education.Updating and Using Relevant 
Knowledge: Maintains a working knowledge of Tennessee history and culture through various means of professional 
development. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Delegation Directing Others Process Management Learning on the Fly 
Approachability Building Effective Teams Composure Motivating OthersKnowledge: Education and Training History and 
ArchaeologySkills: Active Listening Critical Thinking Speaking Writing Coordination Service Orientation Social 
Perceptiveness Complex Problem Solving Time ManagementAbilities: Deductive Reasoning Fluency of Ideas 
Memorization Oral Comprehension Oral Expression Time Sharing Written Comprehension Written Expression Stamina 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner 
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078255 - MUSEUM REGISTRAR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4547 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years in one or a combination of the following: any professional museum work, including the 
preservation of artifacts or the management of historic sites; professional work teaching art, history, or museum 
science; the maintenance of library collections; or exhibit design work.Substitution of Education for Experience: 
Graduate coursework credit in museum science, art, history, and/or library science from an accredited college or 
university may substitute for the required experience, on a year for year basis, to a maximum of two years (e.g. 36 
graduate quarter hours in one or a combination of the above listed fields may substitute for one year of the required 
experience).ORFour years of experience as a Museum Assistant Registrar with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Complete a background clearance application which includes releasing all records 
involving any criminal history. A valid motor vehicle operator's license is required.Examination Method: Education and 
Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional museum registration work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class is responsible for all 
artifact accessioning and for the documentation, care, and preservation of all artifacts in the museum collection. This 
class may also supervise others working in the collections division. 
 
Work Activities: 
1. Negotiates the terms and conditions for the loan of objects from other museums and private entities; ensures that 
objects on loan will be properly stored and displayed according to established criteria such as climate, material, or other 
environmental standards; arranges for the shipping of museum objects through appropriate carriers to ensure 
appropriate handling and the safe transit of objects being shipped.2. Monitors the acquisition of an object, including the 
maintenance of temporary locations, cataloging by curators, and photo-documentation; works with risk management as 
necessary to obtain adequate insurance coverage for museum collections and objects on loan to the museum.3. 
Registers and assigns accession and catalog numbers to all incoming museum objects; oversees the maintenance of the 
record keeping including the accession, condition, and location of objects within the museum; ensures all existing 
objects are appropriately registered and that existing records are accurate.4. Establishes proper storage system and 
locations for museum objects to ensure their safety; oversees standards and procedures for case design, environmental 
control, including temperature, moisture level, light level; oversees transportation, treatment, installation, material 
selection, and handling of the collection for loan, exhibition, and storage.5. Monitors the implementation of the 
museum computer system and the entry of collection records into that database system; assures that collection records 
are being correctly entered and maintained; establishes procedures for conducting the inventory of collections and 
oversees the implementation of inventory procedures.6. Researches history of museum objects; records information on 
computer system or in other appropriate form; establishes files containing historical descriptive information; conducts 
searches and retrieves records and objects in response to public or professional inquiries. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078247 - MUSEUM RESOURCE DEV COOR 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4529 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in one or a combination of the following: 1) professional experience in fundraising or 
promotional marketing; 2) professional museum or historic site work; 3) experience in the design of museum exhibits; or 
4) professional post-secondary instruction of art, history, and/or museum science.Substitution of Experience for 
Education: Qualifying experience in fundraising; promotional marketing; professional museum experience; exhibit 
design; and/or post-secondary instruction of art, history, and/or museum science may substitute for the required 
education to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination 
of the above listed fields may substitute for one year of the required education).Substitution of Graduate Education for 
Experience: Graduate course work credit received from an accredited college or university in art, history, museum 
science, education, marketing, or business administration may substitute for the required experience, on a year-for-year 
basis, to a maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
be substituted for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional museum program coordination work of average 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class is primarily 
responsible for solicitation and development of grant resources for the museum and for coordinating the activities of 
the Tennessee State Museum Foundation. 
 
Work Activities: 
1. Solicits and develops grant resources; identifies and contacts donors available through federal and other 
governmental entities, private non-profit organizations, and private corporations; develops and maintains relationships 
among donors, patrons and various funding agencies; assists in making presentation of museum events and objectives 
to potential donors; writes grant proposals or other fund solicitations; monitors the expenditures of grant funds.2. 
Assists in coordinating the activities of the Tennessee State Museum Foundation to assure sufficient funds for the 
museum; may provide input to Museum Chief per Specialty or Museum Director regarding appropriate utilization of 
funds; may assist in budget development for the museum; may identify costs associated with marketing and/or special 
projects.3. Assists with marketing and public relations of all programs and services provided by the museum: develops 
marketing and public relations strategies; produces catalogues, newsletters, and brochures to promote museum events; 
provides information to the public, media, or other governmental agencies regarding museum exhibits and events and 
responds to inquiries; may work with reporters to cover museum events and gives interviews; monitors public reactions 
to museum events through survey assessment.4. Assists in the preparation of social events to entertain current or 
prospective donors: plans and coordinates activities of social events including dinners, presentations, and museum 
tours; develops informational packets regarding museum programming and planning to discuss with donors; answers 
questions from current or prospective donors regarding museum programs and events.5. Assists in coordinating 
museum programs and services that would be applicable to local communities not easily accessible to the museum; 
contacts public and private groups regarding museum services; discusses scientific, historical, or other museum 
programs which could be tailored to community groups; may provide information regarding past museum programming 
activities and services to groups.6. Assists in administrative duties or assignments: recruits volunteers for the museum; 
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may supervise or place volunteers in the museum; may train volunteers; may develop museum policies and procedures; 
may act as a liaison for the museum by serving on various commissions or boards. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078252 - MUSEUM SOCIAL MEDIA COORD 
 
Agency:  State Museum (31627) 
Edison Template Job Opening ID:  4543 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Journalism, 
Communication, English, Public Relations, Marketing or Advertising or related field. Substitution of Experience for 
Education: Qualifying full-time experience in Journalism, Communication, English, Public Relations, Marketing or 
Advertising may substitute for the required education to a maximum of four years (e.g., experience equivalent to one 
year of full-time work in one of a combination of the above listed fields may substitute for one year of the required 
education)  
 
Other Requirements: 
 
 
Job Overview: 
SUMMARY: Under general supervision, develops, implements and monitors original content for the Tennessee State 
Museum's social media platforms and performs related work as required. DISTINGUISHING FEATURES: An incumbent in 
this class is responsible for the development, implementation and monitoring of media content to be displayed on the 
Tennessee State Museum's social media platforms. This classification differs from other communications and media 
related classifications in that the contents published by incumbents of this classification are specifically catered for social 
media use.  
 
Work Activities: 
1. Works collaboratively to ensure social media campaigns align with agency mission, goals and strategies. 2. Develops 
and implements relevant, original content based on Tennessee State Museum strategies to engage audiences of the 
Museum's social media accounts. 3. Coordinates and responds to social media visitor inquiries in a timely manner to 
ensure quality customer service. 4. Utilizes analytic tools on social media platforms in order to track campaign 
effectiveness. 5. Maintains a regular social media calendar based on agency mission, goals and strategies. 6. Assists with 
capturing and editing video and photography to be shared on Museum social media channels. 7. Plans and monitors 
paid promotions through social media channels. 8. Monitors digital trends and best practices in order to ensure efficient 
social media presence. 9. Assists with all Museum web properties and other public relations tasks. 10. Develops and 
maintains relationships with Museum partners and stakeholders. 11. Represents the Museum at various state, regional 
and national events, and assist with Museum special projects.  
 
Competencies (KSA’s): 
Competencies:  Strategic Agility Written Communication Self-Development Customer Focus Composure Creativity 
Decision Quality Integrity and Trust Interpersonal Savvy Learning on the Fly Knowledge:  Communications and Media 
Computers and Electronics Customer and Personal Service English Language Fine Arts History and Archeology 
Mathematics Public Safety and Security Sales and Marketing Sociology and Anthropology                       Skills:  Active 
Learning Coordination Critical Thinking Management of Material Resources Monitoring Persuasion Quality Control 
Analysis Service Orientation Social Perceptiveness Time Management Abilities:  Written Comprehension Written 
Expression Originality Inductive Reasoning Deductive Reasoning Fluency of Ideas Information Ordering Oral Expression 
Problem Sensitivity Selective Attention Tools and Equipment Used:  Computer Telephone Cell Phone Motor Vehicles 
Photo/Video/Audio Editing Software Photo/Video/Audio Equipment Scanner/Copier/Printer Mobile/Web Applications 
Office Productivity Software 
 
Tools and Equipment Used: 
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075359 - MUSIC & MEDIA COORDINATOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3485 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072959 - Managed Care Compliance Dir 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3345 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075634 - NETWORK ARCHITECT-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3956 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional-level experience equivalent to one of the following: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP, or 
management systems (3) enterprise network modeling, analysis and planning. Substitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: An Information Technology related associate's degree from an accredited 
college or university may substitute for the required bachelor's degree. Substitution of Graduate Coursework for the 
Required Experience: Any graduate coursework in Information Technology may substitute for the required experience 
on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree 
in the above fields is equivalent to one year of experience.) Substitution of Experience for Education: Professional 
experience in one of the following areas may substitute for the required Information Technology related associate's 
degree on a year-for-year basis to a maximum, substitution of two years: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP or 
management systems (3) enterprise network modeling, analysis and planning. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for enterprise network design and implementation work of considerable 
difficulty, and related work as required. Distinguishing Features:  An employee in this class designs and implements 
networks to perform functions such as security, redundancy, and load balancing, for unified communications such as 
video, voice, and data, over the State of Tennessee's enterprise network.  May also perform network modeling, analysis 
and planning. May also research and recommend network and data communications hardware and software.  This class 
differs from the Network Architect-Lead in that an incumbent of the latter leads or supervises the design of networks to 
perform functions such as security, redundancy, and load balancing for unified communications such as video, voice, 
and data over the State of Tennessee's enterprise network and performs network modeling, analysis and planning.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs from project managers or director and use the 
information to identify, predict, interpret, and evaluate system and network requirements.Monitor Processes, 
Materials, or Surroundings: Coordinates network or design activities with administrator of associated 
networks.Identifying Objects, Actions, and Events: Determine specific network hardware or software requirements, such 
as platforms, interfaces, bandwidths, or routine schemas. Evaluates local area network (LAN) or wide area network 
(WAN) performance data to ensure sufficient availability or speed, to identify network problems, or for disaster recovery 
purposes.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates time and materials 
needed to complete projects.Evaluating Information to Determine Compliance with Standards: Develops disaster 
recovery plans. Develop network-related documentation. Evaluate network designs to determine whether customer 
requirements are met efficiently and effectively.Analyzing Data or Information: Analyzes network performance and data 
input/output reports to detect problems, identify inefficient use of computer resources, or perform capacity 
planning.Making Decisions and Solving Problems: Participate in network technology upgrade or expansion projects, 
including installation of hardware and software and integration testing. Implements and provides expert level technical 
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support for IP voice and data services and equipment.Updating and Using Relevant Knowledge: Meets with Information 
Technology staff, attends webinars, and reads industry related publications to remain abreast of advance 
technology.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Builds, or operates equipment 
configuration prototypes, including network hardware, Firewalls, VOIP and management 
systems.Documenting/Recording Information: Prepares detailed network specifications, including diagrams, charts, 
equipment configurations, or recommended technologies. Develops and write procedures for installation, use, or 
troubleshooting of communications hardware or software. Develop conceptual, logical, or physical network designs. 
Prepares design presentations and proposals for staff or customers. Researches and test new or modified hardware or 
software products to determine performance and interoperability.Interpreting the Meaning of Information for Others: 
Act as a liaison between customers and internal support staff to assure accurate problem interpretation.Communicating 
with Persons Outside Organization: Communicate with vendors to gather information about products, alert them to 
future needs, resolve problems, or address system maintenance issues.Training and Teaching Others: Organize and 
deliver skills transfer or product education sessions to operation. Explain design specifications to other team members. 
Trains staff in procedures related to network applications software and related systems. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competency Problem Solving Technical Learning Directing Others 
Managing Through Systems Organizing Written Communication Listening Peer Relationships Self-KnowledgeKnowledge: 
Knowledge of Customer and Personal Service             Knowledge of Project Management                 Knowledge of Network 
Topology                    Knowledge of Training            Knowledge of Network Configuration              Knowledge of 
Performance Analysis               Knowledge of Disaster Recovery Planning                   Knowledge of Technical Writing          
Knowledge of Network Design           Skills: Active Learning          Active Listening          Learning Strategies                Reading 
Comprehension                    Speaking                   Writing          Service Orientation                Complex Problem Solving                  
Quality Control Analysis                     Troubleshooting                     Time Management                     System Analysis                    
Abilities: Deductive Reasoning              Fluency of Ideas                     Inductive Reasoning               Information Ordering             
Mathematical Reasoning                    Memorization             Oral Comprehension              Oral Expression          Originality                  
Problem Sensitivity                Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075634 - NETWORK ARCHITECT-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3957 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of professional-level experience equivalent to one of the following: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP, or 
management systems (3) enterprise network modeling, analysis and planning. Substitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: An Information Technology related associate's degree from an accredited 
college or university may substitute for the required bachelor's degree. Substitution of Graduate Coursework for the 
Required Experience: Any graduate coursework in Information Technology may substitute for the required experience 
on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree 
in the above fields is equivalent to one year of experience.) Substitution of Experience for Education: Professional 
experience in one of the following areas may substitute for the required Information Technology related associate's 
degree on a year-for-year basis to a maximum, substitution of two years: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP or 
management systems (3) enterprise network modeling, analysis and planning. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for enterprise network design and implementation work of considerable 
difficulty, and related work as required. Distinguishing Features:  An employee in this class designs and implements 
networks to perform functions such as security, redundancy, and load balancing, for unified communications such as 
video, voice, and data, over the State of Tennessee's enterprise network.  May also perform network modeling, analysis 
and planning. May also research and recommend network and data communications hardware and software.  This class 
differs from the Network Architect-Lead in that an incumbent of the latter leads or supervises the design of networks to 
perform functions such as security, redundancy, and load balancing for unified communications such as video, voice, 
and data over the State of Tennessee's enterprise network and performs network modeling, analysis and planning.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs from project managers or director and use the 
information to identify, predict, interpret, and evaluate system and network requirements.Monitor Processes, 
Materials, or Surroundings: Coordinates network or design activities with administrator of associated 
networks.Identifying Objects, Actions, and Events: Determine specific network hardware or software requirements, such 
as platforms, interfaces, bandwidths, or routine schemas. Evaluates local area network (LAN) or wide area network 
(WAN) performance data to ensure sufficient availability or speed, to identify network problems, or for disaster recovery 
purposes.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates time and materials 
needed to complete projects.Evaluating Information to Determine Compliance with Standards: Develops disaster 
recovery plans. Develop network-related documentation. Evaluate network designs to determine whether customer 
requirements are met efficiently and effectively.Analyzing Data or Information: Analyzes network performance and data 
input/output reports to detect problems, identify inefficient use of computer resources, or perform capacity 
planning.Making Decisions and Solving Problems: Participate in network technology upgrade or expansion projects, 
including installation of hardware and software and integration testing. Implements and provides expert level technical 
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support for IP voice and data services and equipment.Updating and Using Relevant Knowledge: Meets with Information 
Technology staff, attends webinars, and reads industry related publications to remain abreast of advance 
technology.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Builds, or operates equipment 
configuration prototypes, including network hardware, Firewalls, VOIP and management 
systems.Documenting/Recording Information: Prepares detailed network specifications, including diagrams, charts, 
equipment configurations, or recommended technologies. Develops and write procedures for installation, use, or 
troubleshooting of communications hardware or software. Develop conceptual, logical, or physical network designs. 
Prepares design presentations and proposals for staff or customers. Researches and test new or modified hardware or 
software products to determine performance and interoperability.Interpreting the Meaning of Information for Others: 
Act as a liaison between customers and internal support staff to assure accurate problem interpretation.Communicating 
with Persons Outside Organization: Communicate with vendors to gather information about products, alert them to 
future needs, resolve problems, or address system maintenance issues.Training and Teaching Others: Organize and 
deliver skills transfer or product education sessions to operation. Explain design specifications to other team members. 
Trains staff in procedures related to network applications software and related systems. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competency Problem Solving Technical Learning Directing Others 
Managing Through Systems Organizing Written Communication Listening Peer Relationships Self-KnowledgeKnowledge: 
Knowledge of Customer and Personal Service             Knowledge of Project Management                 Knowledge of Network 
Topology                    Knowledge of Training            Knowledge of Network Configuration              Knowledge of 
Performance Analysis               Knowledge of Disaster Recovery Planning                   Knowledge of Technical Writing          
Knowledge of Network Design           Skills: Active Learning          Active Listening          Learning Strategies                Reading 
Comprehension                    Speaking                   Writing          Service Orientation                Complex Problem Solving                  
Quality Control Analysis                     Troubleshooting                     Time Management                     System Analysis                    
Abilities: Deductive Reasoning              Fluency of Ideas                     Inductive Reasoning               Information Ordering             
Mathematical Reasoning                    Memorization             Oral Comprehension              Oral Expression          Originality                  
Problem Sensitivity                Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075635 - NETWORK ARCHITECT-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3958 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional-level experience equivalent to one of the following: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP, or 
management systems (3) enterprise network modeling, analysis and planning. Substitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: An Information Technology related associate's degree from an accredited 
college or university may substitute for the required bachelor's degree. Substitution of Graduate Coursework for the 
Required Experience: Any graduate coursework in Information Technology may substitute for the required experience 
on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter hours or a master's degree 
in the above fields is equivalent to one year of experience.)Substitution of Experience for Education: Professional 
experience in one of the following areas may substitute for the required Information Technology related associate's 
degree on a year-for-year basis to a maximum, substitution of two years: (1) the configuration, installation, evaluation, 
monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related equipment; 
(2) designing, building or operating equipment prototypes, including network hardware, firewalls, voice over IP or 
management systems (3) enterprise network modeling, analysis and planning. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for leading enterprise network design and implementation work of 
considerable difficulty, and related work as required. Distinguishing Features: An employee in this class leads or 
supervises the design of networks to perform functions such as security, redundancy, and load balancing for unified 
communications such as video, voice, and data over the State of Tennessee's enterprise network and performs network 
modeling, analysis, and planning. Research and recommend network and data communications hardware and software.  
This class differs from the Network Architect-Adv in that an incumbent of the latter, either independently or as a 
member of a project team, designs and implements networks to perform functions such as security, redundance, and 
load balancing for unified communications such as video, voice, and data, over the State of Tennessee's enterprise 
network.. 
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs from project managers or director and use the 
information to identify, predict, interpret, and evaluate system and network requirements.Monitor Processes, 
Materials, or Surroundings: Lead the enterprise network operations, maintenance, repairs, or upgrades. Coordinates 
network or design activities with administrator of associated networks. Supervise engineers or other staff in the design 
or implementation of network solutions.Identifying Objects, Actions, and Events: Determine specific network hardware 
or software requirements, such as platforms, interfaces, bandwidths, or routine schemas. Evaluates local area network 
(LAN) or wide area network (WAN) performance data to ensure sufficient availability or speed, to identify network 
problems, or for disaster recovery purposes.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Estimates time and materials needed to complete projects.Processing Information: Develops plans or 
budgets for network equipment replacement.Evaluating Information to Determine Compliance with Standards: 
Develops disaster recovery plans. Develop network-related documentation. Evaluate network designs to determine 
whether customer requirements are met efficiently and effectively.Analyzing Data or Information: Analyzes network 
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performance and data input/output reports to detect problems, identify inefficient use of computer resources, or 
perform capacity planning. Reviews all network related contracts to determine if they need updated, renewed, or 
cancelled.Making Decisions and Solving Problems: Participate in network technology upgrade or expansion projects, 
including installation of hardware and software and integration testing. Implements and provides expert level technical 
support for IP voice and data services and equipment. Leads team in projects, coordinate with staff and agencies, ensure 
projects are completed on time. Provides architectural, planning, and design leadership for all network projects and 
initiatives.Updating and Using Relevant Knowledge: Meets with Information Technology staff, attends webinars, and 
reads industry related publications to remain abreast of advance technology.Drafting, Laying Out, and Specifying 
Technical Devices, Parts, and Equipment: Builds, or operates equipment configuration prototypes, including network 
hardware, Firewalls, VOIP and management systems.Documenting/Recording Information: Prepares detailed network 
specifications, including diagrams, charts, equipment configurations, or recommended technologies. Develops and write 
procedures for installation, use, or troubleshooting of communications hardware or software. Develop conceptual, 
logical, or physical network designs. Prepares design presentations and proposals for staff or customers. Researches and 
test new or modified hardware or software products to determine performance and interoperability. Researches new 
technologies and methodologies to ensure that new solutions are scalable, reliable, and secure. Create technical 
documentation (Build books) on network architecture, standards, configurations, and principles. Create standard 
operating procedures for new designs for handover to operations.Interpreting the Meaning of Information for Others: 
Act as a liaison between customers and internal support staff to assure accurate problem interpretation.Communicating 
with Supervisors, Peers, or Subordinates: Maintaining strong communications and report on status of all network 
initiatives to IT Director.Communicating with Persons Outside Organization: Communicate with vendors to gather 
information about products, alert them to future needs, resolve problems, or address system maintenance 
issues.Training and Teaching Others: Organize and deliver skills transfer or product education sessions to operation. 
Explain design specifications to other team members. Develop training plans and manuals to transition projects from 
engineering to operations. Trains staff in procedures related to network applications software and related systems. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competency Problem Solving Technical Learning Directing Others 
Managing Through Systems Organizing Written Communication Listening Peer Relationships Self-KnowledgeKnowledge: 
Knowledge of Customer and Personal Service               Knowledge of Project Management                   Knowledge of 
Network Topology                      Knowledge of Training              Knowledge of Network Configuration                Knowledge of 
Performance Analysis                 Knowledge of Disaster Recovery Planning                     Knowledge of Technical Writing            
Knowledge of Network Design              Knowledge of Network Administration and Management                       Knowledge 
of Network Technology                   Knowledge of Network Methodology                 Knowledge of Network Process 
Engineering                  Knowledge of Economics and Accounting                       Skills: Active Learning            Active Listening            
Learning Strategies                  Reading Comprehension                      Speaking                     Writing            Service Orientation                 
Complex Problem Solving                    Quality Control Analysis                       Troubleshooting                       Time 
Management                     System Analysis                       Technology Design                   Persuasion                   Operation 
Analysis                   Monitoring                   Instructing                   Management of Financial Resources                 Judgment 
and Decision Making              Abilities: Deductive Reasoning                Fluency of Ideas                       Inductive Reasoning                 
Information Ordering               Mathematical Reasoning                      Memorization               Oral Comprehension                
Oral Expression            Originality                    Problem Sensitivity                  Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Telephone Cell Phone Printers Laptop Computer with Serial Communications Capability 
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076124 - NETWORK DC OPS ADMIN-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5199 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and four years of professional-level experience equivalent to one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of Local Area Network (LAN), 
Wide Area Network (WAN), or network hardware, software and related equipment; (2) the configuration, installation or 
maintenance of computer hardware and related equipment. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. Substitution of Experience for Education: Professional experience in one of the 
following areas may substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of 
two years: configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or 
network hardware, software and related equipment or configuration, installation or maintenance of computer hardware 
and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for data center network hardware and software support work of average 
difficulty. Distinguishing Features: An employee in this class is employed by the Department of Finance & Administration 
and performs network operational duties in planning, coordinating, and implementing data center network security 
measures to protect data, software, and hardware. This class differs from the Network Data Center Operations-
Intermediate in that incumbents of the latter perform basic network operational duties in gathering data pertaining to 
customer needs and resolve enterprise network hardware, software and systems problems. This class differs from 
Network Data Center Operations Administrator-Lead in that an incumbent of the latter leads or supervises the 
enterprise network operations, maintenance, repairs, or upgrades. 
 
Work Activities: 
Making Decisions and Solving Problems: Analyzes data center network environment to determine network usage, disk 
space availability, or server function. Identifies the causes of networking problems within the data center, using 
diagnostic testing software and equipment. Diagnoses, troubleshoots and resolves hardware, software, or other 
network and system problems, and replaces defective components. Implements and provides technical support for 
Internet Protocol (IP) voice and data services and equipment. Maintains and trains in the URL content filtering and 
performs updates for the data center enterprise environment. Maintains and trains the Global Traffic Manager (GTM) 
and codes upgrades for the data center environment.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment: Configures and defines parameters for installation or testing of LAN, WAN, routers, switches, controllers, 
load balancers, or related networking equipment within the data center. Designs, builds, or operates equipment 
configuration prototypes, including network hardware, software, servers, or server operation systems.Getting 
Information: Gathers data pertaining to customer needs, and uses the information to identify, predict, interpret, and 
evaluate system and data center network requirements.Updating and Using Relevant Knowledge: Improves Information 
Technology knowledge related to LAN and WAN technologies, by routinely attending seminars and self-
studies.Developing Objectives and Strategies: Develops and implements solutions for network problems. Plans, 
coordinates, and implements data center network security measures to protect data, software, and hardware.Training 
and Teaching Others: Trains staff in data center networking, software and operational utilities. Trains intermediate level 
in procedures related to network and computer systems engineering applications software and related 
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systems.Analyzing Data or Information: Tests computer software or hardware, using standard diagnostic testing 
equipment and procedures in a data center environment. Analyzes and reports computer network security breaches or 
attempted breaches. Analyzes data center network equipment performance records to determine the need for repair or 
replacement.Identifying Objects, Actions, and Events: Monitors network performance to determine whether 
adjustments need to be made, and to determine where changes will need to be made in the future.Interacting With 
Computers: Designs, configures, and tests computer hardware, networking software and operating system software. 
Participates in data center network technology upgrade or expansion projects, including installation of hardware and 
software and integration testing.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Estimates time and materials needed to complete projects. Adjusts network sizes to meet volume or capacity 
demands.Documenting/Recording Information: Develops daily procedural network-related documentation for data 
center operations. Develops, creates and writes procedures for data center installation, use, or troubleshooting of 
communications hardware or software.Inspecting Equipment, Structures, or Material: Maintains data center networks 
by performing activities such as preventive maintenance, configuration backup and configuration restoration and code 
upgrades.Scheduling Work and Activities: Coordinates installation of new network equipment for the data center 
environment. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of network performance monitoring Knowledge of network preventive maintenance Knowledge of network 
security Knowledge of network troubleshooting Knowledge of network hardware replacement Knowledge of network 
systems design Knowledge of network systems configuration Knowledge of network systems testing Knowledge of 
network software design Knowledge of network software configuration Knowledge of network software testing 
Knowledge of network operational utilities Knowledge of network integration testing Knowledge of network training 
concepts Knowledge of network equipment performance Knowledge of network equipment installation and 
maintenance Knowledge of network hubs Knowledge of network routers Knowledge of network switches Knowledge of 
network controllers Knowledge of network load balancers Knowledge of network configuration prototypes Knowledge 
of network performance evaluation Knowledge of network design development Knowledge of network maintenance 
procedures Knowledge of network topology Knowledge of network application software conceptsSkills: Instructing 
Service Orientation Troubleshooting Operations Analysis Equipment Maintenance Operations Monitoring Judgment and 
Decision Making Complex Problem Solving Systems Analysis Systems Evaluation Management of Financial Resources 
Technology Design Management of Personnel Resources Time ManagementAbilities: Oral Comprehension Deductive 
Reasoning Oral Expression Problem Sensitivity Speed of Closure Written Comprehension Written Expression Dynamic 
Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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076123 - NETWORK DC OPS ADMIN-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5189 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate’s degree and three years of professional-level experience equivalent to one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of Local Area Network (LAN), 
Wide Area Network (WAN), or network hardware, software and related equipment; (2) the configuration, installation or 
maintenance of computer hardware and related equipment. Substitution of Education for Experience: Any graduate 
coursework in Information Technology may substitute for the required experience on a year-for-year basis to a 
maximum substitution of one year. Substitution of Experience for Education: Professional experience in one of the 
following areas may substitute for the required associate’s degree on a year-for-year basis to a maximum substitution of 
two years: configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or 
network hardware, software and related equipment or configuration, installation or maintenance of computer hardware 
and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for data center network hardware and software support work of average 
difficulty. Distinguishing Features: The Network Data Center Operations Administrator-Intermediate is the entry-level 
class in the Network Data Center Operations Administrator sub-series.  An employee in this classification performs 
network operational duties at the State of Tennessee’s Data Center in developing and implementing solutions for 
network problems. This class differs from Network Operations Administrator-Advanced in that an incumbent of the 
latter plans, coordinates, and implements enterprise network security measures to protect data, software, and 
hardware. 
 
Work Activities: 
Getting Information:    Gathers data pertaining to customer needs, and uses the information to identify, predict, 
interpret, and evaluate system and data center network requirements.Analyzing Data or Information:    Tests computer 
software or hardware, using standard diagnostic testing equipment and procedures in a data center environment.    
Analyzes and reports computer network security breaches or attempted breaches.Making Decisions and Solving 
Problems:    Analyzes data center network environment to determine network usage, disk space availability, or server 
function.    Identifies the causes of networking problems within the data center, using diagnostic testing software and 
equipment.    Diagnoses, troubleshoots and resolves hardware, software, or other network and system problems, and 
replaces defective components.    Implements and provides technical support for Internet Protocol (IP) voice and data 
services and equipment.    Maintains and trains in the URL content filtering and performs updates for the data center 
enterprise environment.    Maintains and trains the Global Traffic Manager (GTM) and code upgrades for the data center 
environment.Inspecting Equipment, Structures, or Material:    Maintains data center networks by performing activities 
such as preventive maintenance, configuration backup and configuration restoration and code upgrades.Developing 
Objectives and Strategies:    Develops and implements solutions for network problems.Training and Teaching Others:    
Trains staff in data center networking, software and operational utilities.Interacting With Computers:    Designs, 
configures, and tests computer hardware, networking software and operating system software.Identifying Objects, 
Actions, and Events:    Monitors network performance to determine whether adjustments need to be made, and to 
determine where changes will need to be made in the future.Updating and Using Relevant Knowledge:    Improves 
Information Technology knowledge related to LAN/WAN technologies, by routinely attending seminars and self-
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studies.Documenting/Recording Information:    Develops daily procedural network-related documentation for data 
center operations.    Develops, creates and writes procedures for data center installation, use, or troubleshooting of 
communications hardware or software.Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates time and materials needed to complete projects. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Functional/Technical Competency    Priority Setting    Time 
Management    Timely Decision Making    Conflict Management    Written Communication    Boss Relationship    
PatienceKnowledge:    Knowledge of data center network performance monitoring    Knowledge of data center network 
preventive maintenance    Knowledge of data center network security    Knowledge of data center network 
troubleshooting    Knowledge of data center network hardware replacement    Knowledge of data center network 
systems design    Knowledge of data center network systems configuration    Knowledge of data center network systems 
testing    Knowledge of data center network software design    Knowledge of data center network software configuration    
Knowledge of data center network software testing    Knowledge of data center network operational utilitiesSkills:    
Instructing    Service Orientation    Troubleshooting    Operations Analysis    Equipment Maintenance    Operations 
Monitoring    Judgment and Decision Making    Complex Problem Solving    Systems Analysis    Systems Evaluation    
Management of Financial Resourses    Technology Design    Management of Personnel Resources    Time 
ManagementAbilities:    Oral Comprehension    Deductive Reasoning    Oral Expression    Problem Sensitivity    Speed of 
Closure    Written Comprehension    Written Expression    Dynamic Flexibility    Dynamic Strength 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer 
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076125 - NETWORK DC OPS ADMIN-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5203 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and five years of professional-level experience equivalent to one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network 
hardware, software and related equipment; (2) the configuration, installation or maintenance of computer hardware 
and related equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology 
may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. Substitution 
of Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum, substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment may substitute 
for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for leading advanced data center network hardware and software support 
work of considerable difficulty. Distinguishing Features: An employee in this class is employed by the Department of 
Finance & Administration and performs network operational duties in leading or supervising the network operations, 
maintenance, repairs, or upgrades.  This class differs from the Network Data Center Operations Administrator-Adv in 
that an incumbent of the latter performs network operational duties at the State of Tennessee's Data Center in 
planning, coordinating, and implementing data center network security measures to protect data, software, and 
hardware. 
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and data center network requirements. Collecting networking and systems performance data and 
history to aid in decision making processes.Making Decisions and Solving Problems: Analyze data center network 
environment to determine network usage, disk space availability, or server function. Identify the causes of networking 
problems within the data center, using diagnostic testing software and equipment. Diagnoses, troubleshoots and 
resolves hardware, software, or other network and system problems, and replace defective components. Implements 
and provides technical support for IP voice and data services and equipment. Maintains and trains in the URL content 
filtering and performs updates for the date center enterprise environment. Maintains and trains the Global Traffic 
Manager (GTM) and code upgrades for the data center environment.Thinking Creatively: Develop conceptual, logical, or 
physical network designs. Develop technical presentations and reports in a manner that is relevant and understandable 
to non-technical personnel and management.Updating and Using Relevant Knowledge: Improve IT knowledge related to 
LAN and WAN technologies, by routinely attending seminars and self-studies.Developing Objectives and Strategies: 
Develops and implements solutions for network problems. Plans, coordinates, and implements data center network 
security measures to protect data, software, and hardware.Scheduling Work and Activities: Coordinate installation of 
new network equipment for the data center environment. Leads the data center network operations, maintenance, 
repairs, or upgrades. Coordinates network or design activities with Network System Engineers.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment: Configures and defines parameters for installation or testing of local 
area network (LAN), wide area network (WAN), routers, switches, controllers, load balancers, or related networking 
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equipment within the data center. Designs, builds, or operates equipment configuration prototypes, including network 
hardware, software, servers, or server operation systems. Provide detailed graphic documentation on network 
components.Communicating with Persons Outside Organization: Provide senior level network technical support to staff 
and supported agencies.Training and Teaching Others: Trains staff in data center networking, software and operational 
utilities. Trains intermediate level in procedures related to network and computer systems engineering applications 
software and related systems. Train staff in procedures related to network applications software and related 
systems.Inspecting Equipment, Structures, or Material: Maintains data center networks by performing activities such as 
preventive maintenance, configuration backup and configuration restoration and code upgrades.Analyzing Data or 
Information: Test computer software or hardware, using standard diagnostic testing equipment and procedures in a 
data center environment. Analyzes and reports computer network security breaches or attempted breaches. Analyze 
data center network equipment performance records to determine the need for repair or replacement.Identifying 
Objects, Actions, and Events: Monitors network performance to determine whether adjustments need to be made, and 
to determine where changes will need to be made in the future. Evaluates local area network (LAN) or wide area 
network (WAN) performance data to ensure sufficient availability or speed, to identify network problems, or for disaster 
recovery purposes.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates time and 
materials needed to complete projects. Adjust network sizes to meet volume or capacity 
demands.Documenting/Recording Information: Develops daily procedural network-related documentation for data 
center operations. Develops, creates and writes procedures for data center installation, use, or troubleshooting of 
communications hardware or software. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of Data Center Network Performance Monitoring Knowledge of Date Center Network Preventive 
Maintenance Knowledge of Data Center Network Security Knowledge of Data Center Network Troubleshooting 
Knowledge of Data Center Network Hardware Replacement Knowledge of Data Center Network Systems Design 
Knowledge of Data Center Network Systems Configuration Knowledge of Data Center Network Systems Testing 
Knowledge of Data Center Network Software Design Knowledge of Data Center Network Software Configuration 
Knowledge of Data Center Network Software Testing Knowledge of Data Center Network Operational Utilities 
Knowledge of Data Center Network Integration Testing Knowledge of Data Center Network Training Concepts 
Knowledge of Data Center Network Equipment Performance Knowledge of Data Center Network Equipment Installation 
and Maintenance Knowledge of Data Center Network Hubs Knowledge of Data Center Network Routers Knowledge of 
Data Center Network Switches Knowledge of Data Center Network Controllers Knowledge of Data Center Network Load 
Balancers Knowledge of URL Content Filtering Knowledge of Data Center Network Configuration Prototypes Knowledge 
of Data Center Network Performance Evaluation Knowledge of Data Center Network Design Development Knowledge of 
Data Center Network Maintenance Procedures Knowledge of Data Center Network Topology Knowledge of Data Center 
Network Application Software ConceptsSkills: Instructing Service Orientation Troubleshooting Operations Analysis 
Equipment Maintenance Operations Monitoring Judgment and Decision Making Complex Problem Solving Systems 
Analysis Systems Evaluation Management of Financial Recourses Technology Design Management of Personnel 
Resources Time ManagementAbilities: Oral Comprehension Deductive Reasoning Oral Expression Problem Sensitivity 
Speed of Closure Written Comprehension Written Expression Dynamic Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075521 - NETWORK OPS & SEC CTR SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5131 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience performing server maintenance and network troubleshooting in a multi-platform environment. 
Substitution of Experience for Education: Qualifying full-time experience in the following area may substitute for the 
required education on a year-for-year basis to a maximum of four years: performing server maintenance and network 
troubleshooting in a multi-platform environment; there being no substitution for the required specialized experience. 
OR Substitution of a Specific Associate's Degree for the Required Bachelor's Degree:  Graduation from an accredited 
college or university with an associate's degree in management information systems, computer and information 
systems, computer servicing technologies, or other related field from an accredited college or university may substitute 
for the required bachelor's degree.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Complete a criminal history disclosure form in a manner 
approved by the appointing authority. Agree to release all records involving their criminal history to the appointing 
authority. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check. Examination Method: Education and Experience, 100% for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, assists customers with network, computer software, hardware, account 
administration and specific products or services as required. Distinguishing Features: This is the advanced/leading level 
classification in the Network Operations & Security Center Specialist series. An employee in this classification is assigned 
to resolve advanced level issues or leads other staff in determining the resolution for more complicated issues. Acts as a 
liaison between customers and internal support staff to troubleshoot and resolve voice and data networks, servers, and 
specific products or services issues. This class differs from the Network Operations & Security Center Specialist   
Intermediate in that an incumbent of the later provides support by troubleshooting basic level issues on networks, 
servers, voice and data networks, and specific products or services as required.  
 
Work Activities: 
1. Identifies problems with enterprise and agency specific hardware, software and applications to provide thorough 
second level problem resolution: analyze and categorize incidents; perform password resets across various applications; 
gather information from provisioning server and production server; verify customer data and provision accounts; 
resolve issues related to firewalls, switches, servers, circuits, network, routers, or the Internet; use network log report to 
determine causes of incidents and reactivate the network interface as needed; add settings, functions and security 
features in addition to second level support on IPT and legacy phones; add or delete JVPN host files and review error 
message to determine level for JVPN issues and route the ticket accordingly; troubleshoot and provide escalated 
support for Host On Demand (HOD) and Citrix accounts; use remote access tools when applicable to resolve customer 
issues; exercise independent judgment to resolve or route incidents and requests beyond skill level to upper tier.2. 
Leads the team that monitors, reviews and escalates enterprise alerts to maintain security and usability of 
telecommunication systems, servers, websites and outages: review and resolve escalated alerts pertaining to complex 
viruses or suspicious activity and submit blocks and unblocks as necessary; monitor the traffic, content and usability of 
State and departmental websites; share pertinent information with the Customer Care Center, NOSC teams and 
management during times of major incidents in order to alert the team for improved response time; communicate 
pertinent information with affected employees statewide.3. Documents resolved issues at the time of contact into the IT 
Service Management (ITSM) system to maintain a thorough database for use in problem resolution and training: 
document all contact with end users, internal support staff or vendors; communicate with support staff after incident 
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resolution to develop troubleshooting procedures and make changes or additions to the appropriate problem or 
knowledge database; write new articles or problem resolution directions and publish those in the ITSM; provide status 
and progress reports to supervisors.4. Utilizes the ITSM system to identify common trends and underlying problems 
across the enterprise: analyze network documentation to determine if the problem is singular or widespread; research 
problems and use troubleshooting skills for resolution; provide regular status reports on the state of the network to 
upper management and leaders.5. Executes proper quality assurance objectives as a means of providing confidence that 
quality requirements are being fulfilled: monitor calls, track incidents, and review reports/documentation of incident 
resolution and task completion to satisfy QA guidelines; provide timely communication and documentation to end users, 
support staff, and managers on incidents and requests to ensure proper resolution.6. Acts as a liaison between 
customers and internal support staff or vendors to assure accurate problem resolution: monitor and submit issues 
regarding legacy phone issues to local phone vendors or network connectivity issues to the appropriate service provider; 
follow up at defined intervals with all parties until the problem has been resolved; schedules site visits for vendors as 
needed; monitor and adhere to service level agreements.7. Leads team efforts to stay current on all products and 
services supported by the NOSC to advance personal and team knowledge that enable the team to provide exceptional 
customer service: complete required training and seek ways to expand and maintain working knowledge of all agency 
and enterprise desktop systems, applications, network, IPT and legacy phone systems, and other supported products, 
services, systems or technologies; provide technical and process training on specific products and services to end users 
and support staff.  
 
Competencies (KSA’s): 
Competencies: Customer Focus Functional/Technical Competency Learning on the Fly Problem Solving Technical 
Learning Time Management Informing Approachability Peer Relationships Self-DevelopmentKnowledge: Computers and 
Electronics Telecommunications Customer and Personal Service Production and Processing Engineering and 
TechnologySkills: Judgment and Decision Making Active Listening Coordination Service Orientation Time Management 
Critical Thinking Complex Problem Solving Social Perceptiveness Writing TroubleshootingAbilities: Deductive Reasoning 
Information Ordering Problem Sensitivity Inductive Reasoning Response Orientation Visualization 
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Printer 
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075520 - NETWORK OPS & SEC CTR SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5129 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in performing server maintenance and network troubleshooting in a multi-platform environment. 
Substitution of Experience for Education: Qualifying full-time experience in the following areas may substitute for the 
required education on a year-for-year basis to a maximum of four years: performing server maintenance and network 
troubleshooting in a multi-platform environment; there being no substitution for the required specialized experience. 
OR  Substitution of a Specific Associate's Degree for the Required Bachelor's Degree:  Graduation from an accredited 
college or university with an associate's degree in management information systems, computer and information 
systems, computer servicing technologies, or other related field from an accredited college or university may substitute 
for the required bachelor's degree.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Complete a criminal history disclosure form in a manner 
approved by the appointing authority. Agree to release all records involving their criminal history to the appointing 
authority. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check. Examination Method: Education and Experience, 100% for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, provides support for voice and data networks, servers and specific products or 
services as required. Distinguishing Features: This is the working level classification in the Network Operations & 
Security Center Specialist series. An employee in this classification provides support by troubleshooting basic issues on 
voice and data networks, servers, and specific products or services as required.  This class differs from the Network 
Operations and Security Center Specialist-Advanced in that an incumbent of the latter handles more advanced level 
issues and acts as a liaison between customers and internal support staff at an advanced/lead level to support 
customers with network, computer software and hardware needs.  
 
Work Activities: 
1. Identifies problems with enterprise and agency specific hardware, software and applications to provide thorough 
problem resolution: gather information from the provisioning server and production server; verify customer data and 
provision accounts; resolve issues related to firewalls, switches, servers, network, routers, or the Internet; troubleshoot 
and provides basic support on IPT and legacy phones, JVPN, Host on Demand (HOD) and Citrix accounts; use remote 
access tools when applicable to resolve customer issues; exercise independent judgment to resolve or route incidents 
and requests beyond skill level to upper tier.2. Learns to monitor, review and escalate enterprise alerts to maintain 
security and usability of voice and data networks and systems, servers, web and network outages: review and escalate 
alerts to detect complex viruses or suspicious activity and submit blocks and unblocks as necessary; monitor the traffic, 
content and usability of State and departmental websites; share pertinent information with the Customer Care Center 
and NOSC teams during times of major incidents in order to alert the team for improved response time; communicate 
pertinent information with affected employees statewide.3. Documents, resolves, or escalates applicable issues at the 
time of contact into the IT Service Management system (ITSM) to maintain a thorough database for use in problem 
resolution and training: document all contact with end users, internal support staff or vendors; communicate with 
support staff after incident resolution to develop troubleshooting procedures and suggest changes or additions to the 
appropriate problem or knowledge database; provide status and progress reports to supervisors.4. Utilizes the ITSM 
system to identify common trends and underlying problems across the enterprise: analyze network documentation to 
determine if the problem is singular or widespread; research problems and use troubleshooting skills for resolution.5. 
Provides timely communication and documentation to end users and support staff on incidents and requests to ensure 
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proper resolution: obtain customer verification of incident resolution and task completion and document that work has 
been completed.6. Learns to escalate issues to upper level staff that require coordination between customers and 
internal support staff or vendors to assure accurate problem resolution: monitor and submit issues regarding legacy 
phone issues to local phone vendors or network connectivity issues to the appropriate service provider; follow up at 
defined intervals with all parties until the problem has been resolved; monitor and adhere to service level agreements.7. 
Learns to stay current on all products and services supported by the NOSC to be able to provide exceptional customer 
service: complete required training and seek ways to expand and maintain working knowledge of all agency and 
enterprise desktop systems, applications, network, IPT and legacy phone systems, and other supported products, 
services, systems or technologies; attend and learn to provide technical and process training on specific products and 
services to end users and support staff. 
 
Competencies (KSA’s): 
Competencies:1. Customer Focus2. Functional/Technical Competency3. Learning on the Fly4. Problem Solving5. 
Technical Learning6. Time Management7. Listening8. Approachability9. Peer Relationships10. Self-
DevelopmentKnowledge:1. Customer and Personal Service2. Computers and Electronics3. Telecommunications4. 
Production and Processing5. Engineering and Technology Skills:1. Judgment and Decision Making2. Active Listening3. 
Coordination4. Service Orientation5. Time Management6. Critical Thinking7. Complex Problem Solving8. Social 
Perceptiveness9. TroubleshootingAbilities:1. Deductive Reasoning2. Information Ordering3. Problem Sensitivity4. 
Inductive Reasoning5. Response Orientation6. Visualization 
 
Tools and Equipment Used: 
1. Computer2. Telephone3. Printer 
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075637 - NETWORK OPS ADMINISTRATOR-ADV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3981 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and two years of professional-level experience equivalent in one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network 
hardware, software and related equipment; (2) the configuration, installation or maintenance of computer hardware 
and related equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology 
may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. Substitution 
of Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for providing advanced enterprise network hardware and software support 
work of considerable difficulty. Distinguishing Features: An employee in this class is employed by the Department of 
Finance & Administration and performs network operational duties in gathering data pertaining to customer needs and 
plans, coordinates, and implements enterprise network security measures to protect data, software and hardware.  This 
class differs from the Network Operations Administrator-Lead in that an incumbent of the latter leads or supervises the 
enterprise network operations, maintenance, repairs, or upgrades.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and network requirements.Identifying Objects, Actions, and Events: Monitors network 
performance to determine whether adjustments need to be made, and to determine where changes will need to be 
made in the future.Inspecting Equipment, Structures, or Material: Maintains enterprise networks by performing 
activities such as preventive maintenance, configuration backup and configuration restoration and code 
upgrades.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates time and materials 
needed to complete projects. Adjust network sizes to meet volume or capacity demands.Analyzing Data or Information: 
Test computer software or hardware, using standard diagnostic testing equipment and procedures in an enterprise 
environment. Analyzes and reports computer network security breaches or attempted breaches. Analyze enterprise 
network equipment performance records to determine the need for repair or replacement.Making Decisions and 
Solving Problems: Analyze enterprise network environment to determine network usage, disk space availability, or 
server function. Identify the causes of networking problems within the enterprise, using diagnostic testing software and 
equipment. Diagnoses, troubleshoots and resolves hardware, software, or other network and system problems, and 
replace defective components. Implements and provides technical support for IP voice and data services and 
equipment.Updating and Using Relevant Knowledge: Improve IT knowledge related to LAN and WAN technologies, by 
routinely attending seminars and self-studies.Developing Objectives and Strategies: Develops and implements solutions 
for network problems. Plans, coordinates, and implements enterprise network security measures to protect data, 
software, and hardware.Scheduling Work and Activities: Coordinate installation of new network equipment for the 
enterprise environment.Interacting With Computers: Design, configure, and test computer hardware, networking 
software and operating system software.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: 
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Configure and define parameters for installation or testing of local area network (LAN), wide area network (WAN), hubs, 
routers, switches, controllers, load balancers, or related networking equipment within the enterprise. Design, build, or 
operate equipment configuration prototypes, including network hardware, software, servers, or server operation 
systems.Training and Teaching Others: Trains staff in enterprise networking, software and operational utilities. Train 
intermediate level in procedures related to network and computer systems engineering applications software and 
related systems.Documenting/Recording Information: Develop daily procedural network-related documentation for 
enterprise operations. Develops, creates and writes procedures for enterprise installation, use, or troubleshooting of 
communications hardware or software. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of Network Performance Monitoring Knowledge of Network Preventive Maintenance Knowledge of Network 
Security Knowledge of Network Troubleshooting Knowledge of Network Hardware Replacement Knowledge of Network 
Systems Design Knowledge of Network Systems Configuration Knowledge of Network Systems Testing Knowledge of 
Network Software Design Knowledge of Network Software Configuration Knowledge of Network Software Testing 
Knowledge of Network Operational Utilities Knowledge of Network Integration Testing Knowledge of Network Training 
Concepts Knowledge of Network Equipment Performance Knowledge of Network Equipment Installation and 
Maintenance Knowledge of Network Hubs Knowledge of Network Routers Knowledge of Network Switches Knowledge 
of Network Controllers Knowledge of Network Load BalancersSkills: Instructing Service Orientation Troubleshooting 
Operations Analysis Equipment Maintenance Operations Monitoring Judgment and Decision Making Complex Problem 
Solving Systems Analysis Systems Evaluation Management of Financial RecoursesAbilities: Oral Comprehension 
Deductive Reasoning Oral Expression Problem Sensitivity Speed of Closure Written Comprehension Written Expression 
Dynamic Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075637 - NETWORK OPS ADMINISTRATOR-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3982 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and two years of professional-level experience equivalent in one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network 
hardware, software and related equipment; (2) the configuration, installation or maintenance of computer hardware 
and related equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology 
may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. Substitution 
of Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for providing advanced enterprise network hardware and software support 
work of considerable difficulty. Distinguishing Features: An employee in this class is employed by the Department of 
Finance & Administration and performs network operational duties in gathering data pertaining to customer needs and 
plans, coordinates, and implements enterprise network security measures to protect data, software and hardware.  This 
class differs from the Network Operations Administrator-Lead in that an incumbent of the latter leads or supervises the 
enterprise network operations, maintenance, repairs, or upgrades.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and network requirements.Identifying Objects, Actions, and Events: Monitors network 
performance to determine whether adjustments need to be made, and to determine where changes will need to be 
made in the future.Inspecting Equipment, Structures, or Material: Maintains enterprise networks by performing 
activities such as preventive maintenance, configuration backup and configuration restoration and code 
upgrades.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates time and materials 
needed to complete projects. Adjust network sizes to meet volume or capacity demands.Analyzing Data or Information: 
Test computer software or hardware, using standard diagnostic testing equipment and procedures in an enterprise 
environment. Analyzes and reports computer network security breaches or attempted breaches. Analyze enterprise 
network equipment performance records to determine the need for repair or replacement.Making Decisions and 
Solving Problems: Analyze enterprise network environment to determine network usage, disk space availability, or 
server function. Identify the causes of networking problems within the enterprise, using diagnostic testing software and 
equipment. Diagnoses, troubleshoots and resolves hardware, software, or other network and system problems, and 
replace defective components. Implements and provides technical support for IP voice and data services and 
equipment.Updating and Using Relevant Knowledge: Improve IT knowledge related to LAN and WAN technologies, by 
routinely attending seminars and self-studies.Developing Objectives and Strategies: Develops and implements solutions 
for network problems. Plans, coordinates, and implements enterprise network security measures to protect data, 
software, and hardware.Scheduling Work and Activities: Coordinate installation of new network equipment for the 
enterprise environment.Interacting With Computers: Design, configure, and test computer hardware, networking 
software and operating system software.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: 
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Configure and define parameters for installation or testing of local area network (LAN), wide area network (WAN), hubs, 
routers, switches, controllers, load balancers, or related networking equipment within the enterprise. Design, build, or 
operate equipment configuration prototypes, including network hardware, software, servers, or server operation 
systems.Training and Teaching Others: Trains staff in enterprise networking, software and operational utilities. Train 
intermediate level in procedures related to network and computer systems engineering applications software and 
related systems.Documenting/Recording Information: Develop daily procedural network-related documentation for 
enterprise operations. Develops, creates and writes procedures for enterprise installation, use, or troubleshooting of 
communications hardware or software. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of Network Performance Monitoring Knowledge of Network Preventive Maintenance Knowledge of Network 
Security Knowledge of Network Troubleshooting Knowledge of Network Hardware Replacement Knowledge of Network 
Systems Design Knowledge of Network Systems Configuration Knowledge of Network Systems Testing Knowledge of 
Network Software Design Knowledge of Network Software Configuration Knowledge of Network Software Testing 
Knowledge of Network Operational Utilities Knowledge of Network Integration Testing Knowledge of Network Training 
Concepts Knowledge of Network Equipment Performance Knowledge of Network Equipment Installation and 
Maintenance Knowledge of Network Hubs Knowledge of Network Routers Knowledge of Network Switches Knowledge 
of Network Controllers Knowledge of Network Load BalancersSkills: Instructing Service Orientation Troubleshooting 
Operations Analysis Equipment Maintenance Operations Monitoring Judgment and Decision Making Complex Problem 
Solving Systems Analysis Systems Evaluation Management of Financial RecoursesAbilities: Oral Comprehension 
Deductive Reasoning Oral Expression Problem Sensitivity Speed of Closure Written Comprehension Written Expression 
Dynamic Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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075636 - NETWORK OPS ADMINISTRATOR-INT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3968 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and one year of professional-level experience in one of the following: (1) the configuration, 
installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software 
and related equipment; or (2) the configuration, installation or maintenance of computer hardware and related 
equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology may 
substitute for the required experience on a year-for-year basis to a maximum substitution of one year. Substitution of 
Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment.OR One year of 
experience as an Information Systems Associate, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Valid Driver's License. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for providing enterprise network hardware and software support 
work of average difficulty. Distinguishing Features: This is the Intermediate level of the Network Operations 
Administrator series.  An employee in this class performs basic network operational duties in gathering data pertaining 
to customer needs and resolves enterprise network hardware, software and systems problems.  This class is flexibly 
staffed from the Information Systems Associate,, and differs from the Network Operations Administrator-Advanced in 
that an incumbent of the latter plans, coordinates, and implements enterprise network security measures to protect 
data, software, and hardware.,An applicant appointed to this flexibly staffed class will be reclassified to the next higher 
class in the series after successful completion of a mandatory one year training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and network requirements.Identifying Objects, Actions, and Events: Monitors network 
performance to determine whether adjustments need to be made, and to determine where changes will need to be 
made in the future.Inspecting Equipment, Structures, or Material: Maintain enterprise networks by performing activities 
such as preventive maintenance, configuration backup and configuration restoration and code upgrades.Analyzing Data 
or Information: Test computer software or hardware, using standard diagnostic testing equipment and procedures in an 
enterprise environment. Analyzes and reports computer network security breaches or attempted breaches.Making 
Decisions and Solving Problems: Analyze enterprise network environment to determine network usage, disk space 
availability, or server function. Identify the causes of networking problems within the enterprise, using diagnostic testing 
software and equipment. Diagnoses, troubleshoots and resolves hardware, software, or other network and system 
problems, and replace defective components. Implements and provides technical support for IP voice and data services 
and equipment.Updating and Using Relevant Knowledge: Improve IT knowledge related to LAN and WAN technologies, 
by routinely attending seminars and self-studies.Developing Objectives and Strategies: Develops and implement 
solutions for network problems.Interacting With Computers: Designs, configures, and tests computer hardware, 
networking software and operating system software.Training and Teaching Others: Trains staff in enterprise networking, 
software and operational utilities.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
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Estimates time and materials needed to complete projects.Documenting/Recording Information: Develop daily 
procedural network-related documentation for enterprise operations. Develops, creates and writes procedures for 
enterprise installation, use, or troubleshooting of communications hardware or software. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of Network Performance Monitoring Knowledge of Network Preventive Maintenance Knowledge of Network 
Security Knowledge of Network Troubleshooting Knowledge of Network Hardware Replacement Knowledge of Network 
Systems Design Knowledge of Network Systems Configuration Knowledge of Network Systems Testing Knowledge of 
Network Software Design Knowledge of Network Software Configuration Knowledge of Network Software Testing 
Knowledge of Network Operational Utilities Knowledge of Network Integration Testing Knowledge of Network Training 
ConceptsSkills: Instructing Service Orientation Troubleshooting Operations Analysis Equipment Maintenance Operations 
Monitoring Judgment and Decision MakingAbilities: Oral Comprehension Deductive Reasoning Oral Expression Problem 
Sensitivity Speed of Closure Written Comprehension Written Expression Dynamic Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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075638 - NETWORK OPS ADMINISTRATOR-LEAD 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  11471 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate’s degree and three years of professional-level experience equivalent to one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network 
hardware, software and related equipment; (2) the configuration, installation or maintenance of computer hardware 
and related equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology 
may substitute for the required experience on a year-for-year basis to a maximum substitution of one year Substitution 
of Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate’s degree on a year-for-year basis to a maximum substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Valid Driver’s License  Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
  Summary: Under direction, is responsible for leading advanced enterprise network hardware and software support 
work of considerable difficulty. Distinguishing Features:  An employee in this class is employed by the Department of 
Finance & Administration and performs network operational duties in leading and supervising the enterprise network 
operations, maintenance, repairs, or upgrades.  This class differs from the Network Operations Administrator-Adv in that 
an incumbent of the latter performs network operational duties in gathering data pertaining to customer needs and 
plans, coordinates, and implements enterprise network security measures to protect data, software and hardware.  
 
Work Activities: 
 Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and network requirements. Documenting/Recording Information:Develop daily procedural 
network-related documentation for enterprise operations. Develops, creates and writes procedures for enterprise 
installation, use, or troubleshooting of communications hardware or software. Training and Teaching Others: Trains staff 
in enterprise networking, software and operational utilities Trains intermediate level in procedures related to network 
and computer systems engineering applications software and related systems. Trains staff in procedures related to 
network applications software and related systems.  Communicating with Persons Outside Organization: Provides senior 
level network technical support to staff and supported agencies.     Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment: Configures and defines parameters for installation or testing of local area network (LAN), 
wide area network (WAN), hubs, routers, switches, controllers, load balancers, or related networking equipment within 
the enterprise. Designs, builds, or operates equipment configuration prototypes, including network hardware, software, 
servers, or server operation systems.  Interacting With Computers: Designs, configures, and tests computer hardware, 
networking software and operating system software. Participates in enterprise network technology upgrade or 
expansion projects, including installation of hardware and software and integration testing.  Scheduling Work and 
Activities: Coordinates installation of new network equipment for the enterprise environment. Leads the enterprise 
network operations, maintenance, repairs, or upgrades. Coordinates network or design activities with Network 
Computer System Engineers.  Developing Objectives and Strategies: Develops and implement solutions for network 
problems. Plans, coordinates, and implements enterprise network security measures to protect data, software, and 
hardware.  Updating and Using Relevant Knowledge: Improves IT knowledge related to LAN and WAN technologies, by 
routinely attending seminars and self-studies.  Thinking Creatively: Develops conceptual, logical, or physical network 
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designs.   Making Decisions and Solving Problems: Analyzes enterprise network environment to determine network 
usage, disk space availability, or server function. Identifies the causes of networking problems within the enterprise, 
using diagnostic testing software and equipment. Diagnoses, troubleshoots and resolves hardware, software, or other 
network and system problems, and replace defective components. Implements and provides technical support for IP 
voice and data services and equipment.  Analyzing Data or Information: Tests computer software or hardware, using 
standard diagnostic testing equipment and procedures in an enterprise environment. Analyzes and reports computer 
network security breaches or attempted breaches. Analyzes enterprise network equipment performance records to 
determine the need for repair or replacement.  Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Estimates time and materials needed to complete projects. Adjusts network sizes to meet volume or 
capacity demands. Inspecting Equipment, Structures, or Material: Maintains enterprise networks by performing 
activities such as preventive maintenance, configuration backup and configuration restoration and code upgrades  
Identifying Objects, Actions, and Events: Monitors network performance to determine whether adjustments need to be 
made, and to determine where changes will need to be made in the future. Evaluates local area network (LAN) or wide 
area network (WAN) performance data to ensure sufficient availability or speed, to identify network problems, or for 
disaster recovery purposes  
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship Patience Knowledge: 
Knowledge of network performance monitoring Knowledge of network preventive maintenance Knowledge of network 
security Knowledge of network troubleshooting Knowledge of network hardware replacement Knowledge of network 
systems design Knowledge of network systems configuration Knowledge of network systems testing Knowledge of 
network software design Knowledge of network software configuration Knowledge of network software testing 
Knowledge of network operational utilities Knowledge of network integration testing Knowledge of network training 
concepts Knowledge of network equipment performance Knowledge of network equipment installation and 
maintenance Knowledge of network hubs Knowledge of network routers Knowledge of network switches Knowledge of 
network controllers Knowledge of network load balancers Knowledge of network configuration prototypes Knowledge 
of network performance evaluation Knowledge of network design development Knowledge of network maintenance 
procedures Knowledge of network topology Knowledge of network application software concepts Skills: Instructing  
Service Orientation Troubleshooting Operations Analysis Equipment Maintenance Operations Monitoring Judgment and 
Decision Making Complex Problem Solving Systems Analysis Systems Evaluation Management of Financial Recourses 
Technology Design Management of Personnel Resources Time Management Abilities: Oral Comprehension Deductive 
Reasoning Oral Expression Problem Sensitivity Speed of Closure Written Comprehension Written Expression Dynamic 
Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
  Computer Telephone Fax Machine Printer  
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075638 - NETWORK OPS ADMINISTRATOR-LEAD 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3983 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an Information Technology specific 
associate's degree and three years of professional-level experience equivalent to one of the following: (1) the 
configuration, installation, evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network 
hardware, software and related equipment; (2) the configuration, installation or maintenance of computer hardware 
and related equipment. Substitution of Education for Experience: Any graduate coursework in Information Technology 
may substitute for the required experience on a year-for-year basis to a maximum substitution of one year. Substitution 
of Experience for Education: Professional experience in one of the following areas may substitute for the required 
associate's degree on a year-for-year basis to a maximum substitution of two years: configuration, installation, 
evaluation, monitoring, or problem diagnosis and resolution of LAN, WAN, or network hardware, software and related 
equipment or configuration, installation or maintenance of computer hardware and related equipment. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for leading advanced enterprise network hardware and software support work 
of considerable difficulty. Distinguishing Features: An employee in this class is employed by the Department of Finance 
& Administration and performs network operational duties in leading and supervising the enterprise network 
operations, maintenance, repairs, or upgrades.  This class differs from the Network Operations Administrator-Adv in that 
an incumbent of the latter performs network operational duties in gathering data pertaining to customer needs and 
plans, coordinates, and implements enterprise network security measures to protect data, software and hardware.  
 
Work Activities: 
Getting Information: Gathers data pertaining to customer needs, and use the information to identify, predict, interpret, 
and evaluate system and network requirements.Identifying Objects, Actions, and Events: Monitors network 
performance to determine whether adjustments need to be made, and to determine where changes will need to be 
made in the future. Evaluates local area network (LAN) or wide area network (WAN) performance data to ensure 
sufficient availability or speed, to identify network problems, or for disaster recovery purposes.Inspecting Equipment, 
Structures, or Material: Maintain enterprise networks by performing activities such as preventive maintenance, 
configuration backup and configuration restoration and code upgrades.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Estimates time and materials needed to complete projects. Adjust network sizes to 
meet volume or capacity demands.Analyzing Data or Information: Test computer software or hardware, using standard 
diagnostic testing equipment and procedures in an enterprise environment. Analyzes and reports computer network 
security breaches or attempted breaches. Analyze enterprise network equipment performance records to determine the 
need for repair or replacement.Making Decisions and Solving Problems: Analyze enterprise network environment to 
determine network usage, disk space availability, or server function. Identify the causes of networking problems within 
the enterprise, using diagnostic testing software and equipment. Diagnoses, troubleshoots and resolves hardware, 
software, or other network and system problems, and replace defective components. Implements and provides 
technical support for IP voice and data services and equipment.Thinking Creatively: Develop conceptual, logical, or 
physical network designs.Updating and Using Relevant Knowledge: Improve IT knowledge related to LAN and WAN 
technologies, by routinely attending seminars and self-studies.Developing Objectives and Strategies: Develops and 
implement solutions for network problems. Plans, coordinates, and implements enterprise network security measures 
to protect data, software, and hardware.Scheduling Work and Activities: Coordinate installation of new network 
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equipment for the enterprise environment. Lead the enterprise network operations, maintenance, repairs, or upgrades. 
Coordinates network or design activities with Network Computer System Engineers.Interacting With Computers: 
Designs, configures, and tests computer hardware, networking software and operating system software. Participate in 
enterprise network technology upgrade or expansion projects, including installation of hardware and software and 
integration testing.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Configures and defines 
parameters for installation or testing of local area network (LAN), wide area network (WAN), hubs, routers, switches, 
controllers, load balancers, or related networking equipment within the enterprise. Designs, builds, or operates 
equipment configuration prototypes, including network hardware, software, servers, or server operation 
systems.Communicating with Persons Outside Organization: Provide senior level network technical support to staff and 
supported agencies.Training and Teaching Others: Trains staff in enterprise networking, software and operational 
utilities. Trains intermediate level in procedures related to network and computer systems engineering applications 
software and related systems. Trains staff in procedures related to network applications software and related 
systems.Documenting/Recording Information: Develop daily procedural network-related documentation for enterprise 
operations. Develops, creates and writes procedures for enterprise installation, use, or troubleshooting of 
communications hardware or software. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Technical Learning Functional/Technical Competency Priority Setting Time Management 
Timely Decision Making Conflict Management Written Communication Boss Relationship PatienceKnowledge: 
Knowledge of Network Performance Monitoring Knowledge of Network Preventive Maintenance Knowledge of Network 
Security Knowledge of Network Troubleshooting Knowledge of Network Hardware Replacement Knowledge of Network 
Systems Design Knowledge of Network Systems Configuration Knowledge of Network Systems Testing Knowledge of 
Network Software Design Knowledge of Network Software Configuration Knowledge of Network Software Testing 
Knowledge of Network Operational Utilities Knowledge of Network Integration Testing Knowledge of Network Training 
Concepts Knowledge of Network Equipment Performance Knowledge of Network Equipment Installation and 
Maintenance Knowledge of Network Hubs Knowledge of Network Routers Knowledge of Network Switches Knowledge 
of Network Controllers Knowledge of Network Load Balancers Knowledge of Network Configuration Prototypes 
Knowledge of Network Performance Evaluation Knowledge of Network Design Development Knowledge of Network 
Maintenance Procedures Knowledge of Network Topology Knowledge of Network Application Software ConceptsSkills: 
Instructing Service Orientation Troubleshooting Operations Analysis Equipment Maintenance Operations Monitoring 
Judgment and Decision Making Complex Problem Solving Systems Analysis Systems Evaluation Management of Financial 
Recourses Technology Design Management of Personnel Resources Time ManagementAbilities: Oral Comprehension 
Deductive Reasoning Oral Expression Problem Sensitivity Speed of Closure Written Comprehension Written Expression 
Dynamic Flexibility Dynamic Strength 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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072786 - NURSE PRACTITIONER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2048 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a nursing 
clinical specialty area with preparation in specialized practitioner skills or possession of a Certificate of Fitness from the 
Tennessee Board of Nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure as a Registered Nurse with Advanced Practice Nurse 
certificate in the State of Tennessee and current national certification or eligible for national certification in the 
appropriate nursing specialty area. Licensure as a Registered Nurse with Advanced Practice Nurse certificate in the State 
of Tennessee and national certification in the appropriate nursing specialty area are required within 60 days after 
employment. Possession of a Certificate of Fitness from the Tennessee Board of Nursing is also required within 60 days 
after employment. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for clinical nursing specialty duties of considerable difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class functions as a clinical nurse practitioner in a 
specialty area providing assessment, diagnosis, and nursing/medical care for patients and families. This class differs from 
Registered Nurse Expand Skills in that an incumbent of the latter does not meet the qualifications to write and sign 
prescriptions or issue non-controlled legend drugs. 
 
Work Activities: 
Thinking Creatively: Devises evidence-based treatment strategies to meet the needs of patients with difficult 
diagnoses.Processing Information: Monitors patients' health status, efficacy of care, and response to treatments to 
ensure patient progress and the best possible outcome for the patient.Analyzing Data or Information: Analyzes findings 
from physical examination, laboratory reports, and other diagnostic testing.Making Decisions or Problem Solving: 
Examines patient, determines diagnosis, develops and implements plan of care. Evaluates patient's progress and 
updates plan of care as needed.Assisting and Caring for Others: Prescribes medication dosages, route, and frequencies 
based on patients' characteristics such as age and gender. Detects and responds to adverse drug reactions, with special 
attention to vulnerable populations such as infants, children, pregnant and lactating women, and older adults. Responds 
to medical emergencies and provides assistance. Performs BLS (Basic Life Support) - CPR (cardiopulmonary 
resuscitation). Provides care according to patient needs in settings such as acute and chronic primary care clinics, 
psychiatric hospitals, correctional facilities, and others. Provides preventative health care needs for the general 
population. Provides psychosocial counseling.Getting Information: Performs physical and/or mental status 
examinations. Reviews patient history from patients' medical records including lab results, prior medications, past 
medical and family history, prior visits or hospitalizations. Orders appropriate diagnostic tests to obtain any necessary 
information. Obtains information from patients or others to determine the reason of hospitalization, office visit, or chief 
complaint.Documenting/Recording Information: Safeguards medical records in accordance with agency directives and 
state and federal law.Coordinating the Work and Activities of Others: Leads patient treatment teams as necessary to 
coordinate patient care.Interpreting the Meaning of Information for Others: Provides information about a patient's 
medical condition to other treatment providers involved in the patient's care. Provides information to patient and/or 
family members or guardians about medical conditions, prescribed medications and side effects, and plan of 
care.Performing for or Working Directly With the Public: Educates and collaborates with the public on health care 
concerns.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains relationships necessary to 
deliver quality patient care across the spectrum of care.Communicating with Supervisors, Peers, or Subordinates: 
Collaborates with consulting physician about patient's plan of care. Communicates with supervisor or co-workers about 
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patient care, policies, procedures, operations and treatments.Evaluating Information to Determine Compliance with 
Standards: Audits patient charts for protocol, standards of care, and compliance with agency and outside 
accrediting/licensing organizations guidelines.Provide Consultation and Advice to Others: Provides consultation and 
advice to colleagues across the spectrum of care.Coaching and Developing Others: Participates in orientation for all new 
nursing staff. Conducts orientation for new advanced practice nursing staff.Training and Teaching of Others: Acts as a 
preceptor to students in medical, nursing, pharmacy or nurse practitioner programs. Delivers in-service training. Delivers 
health related training to outside groups or organizations. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Listening Dealing with Ambiguity 
Written Communications Ethics and Values Integrity and Trust Technical Learning Time Management 
ApproachabilityKnowledge: Knowledge of the information and techniques needed to diagnose and treat human injuries, 
diseases, and deformities, including symptoms, treatment alternatives, drug properties and interactions, and 
preventative healthcare measures Knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and 
rehabilitation of physical and mental dysfunctions, and for career counseling and guidance Knowledge of the chemical 
composition, structure, and properties of substances and of the chemical processes and transformations that they 
undergo. This includes uses of chemicals and their interactions, danger signs, production techniques, and disposal 
methods Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications Knowledge of plant and 
animal organisms, their tissues, cells, functions, interdependencies, and interactions with each other and the 
environmentSkills: Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times Understanding written sentences 
and paragraphs in work-related documents Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Communicating effectively in writing as appropriate for the 
needs of the audience Monitoring/Assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action Considering the relative costs and benefits of potential actions to choose the 
most appropriate one Using scientific rules and methods to solve problems Speaking Identifying complex problems and 
reviewing related information to develop and evaluate options and implement solutions Being aware of others' 
reactions and understanding why they react as they do Understanding the implications of new information for both 
current and future problem-solving and decision-making Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning and teaching new thingsAbilities: Cognitive abilities necessary to 
perform required tasks The ability to read and understand information and ideas presented in writing Physical abilities 
necessary to perform assessments and treatments The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events) The ability to listen to and understand 
information and ideas presented through spoken words and sentences The ability to tell when something is wrong or is 
likely to go wrong The ability to speak clearly so others can understand The ability to communicate information and 
ideas in writing so others will understand The ability to apply general rules to specific problems to produce answers that 
make sense The ability to identify and understand the speech of another person The ability to communicate information 
and ideas in speaking so others will understand Sensory abilities necessary to perform required tasks Psychomotor 
abilities necessary to perform assessments and treatments The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations) 
 
Tools and Equipment Used: 
 Electronic Devices Various Medical Equipment and Devices 
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072786 - NURSE PRACTITIONER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2049 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a nursing 
clinical specialty area with preparation in specialized practitioner skills or possession of a Certificate of Fitness from the 
Tennessee Board of Nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure as a Registered Nurse with Advanced Practice Nurse 
certificate in the State of Tennessee and current national certification or eligible for national certification in the 
appropriate nursing specialty area. Licensure as a Registered Nurse with Advanced Practice Nurse certificate in the State 
of Tennessee and national certification in the appropriate nursing specialty area are required within 60 days after 
employment. Possession of a Certificate of Fitness from the Tennessee Board of Nursing is also required within 60 days 
after employment. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for clinical nursing specialty duties of considerable difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class functions as a clinical nurse practitioner in a 
specialty area providing assessment, diagnosis, and nursing/medical care for patients and families. This class differs from 
Registered Nurse Expand Skills in that an incumbent of the latter does not meet the qualifications to write and sign 
prescriptions or issue non-controlled legend drugs. 
 
Work Activities: 
Thinking Creatively: Devises evidence-based treatment strategies to meet the needs of patients with difficult 
diagnoses.Processing Information: Monitors patients' health status, efficacy of care, and response to treatments to 
ensure patient progress and the best possible outcome for the patient.Analyzing Data or Information: Analyzes findings 
from physical examination, laboratory reports, and other diagnostic testing.Making Decisions or Problem Solving: 
Examines patient, determines diagnosis, develops and implements plan of care. Evaluates patient's progress and 
updates plan of care as needed.Assisting and Caring for Others: Prescribes medication dosages, route, and frequencies 
based on patients' characteristics such as age and gender. Detects and responds to adverse drug reactions, with special 
attention to vulnerable populations such as infants, children, pregnant and lactating women, and older adults. Responds 
to medical emergencies and provides assistance. Performs BLS (Basic Life Support) - CPR (cardiopulmonary 
resuscitation). Provides care according to patient needs in settings such as acute and chronic primary care clinics, 
psychiatric hospitals, correctional facilities, and others. Provides preventative health care needs for the general 
population. Provides psychosocial counseling.Getting Information: Performs physical and/or mental status 
examinations. Reviews patient history from patients' medical records including lab results, prior medications, past 
medical and family history, prior visits or hospitalizations. Orders appropriate diagnostic tests to obtain any necessary 
information. Obtains information from patients or others to determine the reason of hospitalization, office visit, or chief 
complaint.Documenting/Recording Information: Safeguards medical records in accordance with agency directives and 
state and federal law.Coordinating the Work and Activities of Others: Leads patient treatment teams as necessary to 
coordinate patient care.Interpreting the Meaning of Information for Others: Provides information about a patient's 
medical condition to other treatment providers involved in the patient's care. Provides information to patient and/or 
family members or guardians about medical conditions, prescribed medications and side effects, and plan of 
care.Performing for or Working Directly With the Public: Educates and collaborates with the public on health care 
concerns.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains relationships necessary to 
deliver quality patient care across the spectrum of care.Communicating with Supervisors, Peers, or Subordinates: 
Collaborates with consulting physician about patient's plan of care. Communicates with supervisor or co-workers about 
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patient care, policies, procedures, operations and treatments.Evaluating Information to Determine Compliance with 
Standards: Audits patient charts for protocol, standards of care, and compliance with agency and outside 
accrediting/licensing organizations guidelines.Provide Consultation and Advice to Others: Provides consultation and 
advice to colleagues across the spectrum of care.Coaching and Developing Others: Participates in orientation for all new 
nursing staff. Conducts orientation for new advanced practice nursing staff.Training and Teaching of Others: Acts as a 
preceptor to students in medical, nursing, pharmacy or nurse practitioner programs. Delivers in-service training. Delivers 
health related training to outside groups or organizations. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Listening Dealing with Ambiguity 
Written Communications Ethics and Values Integrity and Trust Technical Learning Time Management 
ApproachabilityKnowledge: Knowledge of the information and techniques needed to diagnose and treat human injuries, 
diseases, and deformities, including symptoms, treatment alternatives, drug properties and interactions, and 
preventative healthcare measures Knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and 
rehabilitation of physical and mental dysfunctions, and for career counseling and guidance Knowledge of the chemical 
composition, structure, and properties of substances and of the chemical processes and transformations that they 
undergo. This includes uses of chemicals and their interactions, danger signs, production techniques, and disposal 
methods Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications Knowledge of plant and 
animal organisms, their tissues, cells, functions, interdependencies, and interactions with each other and the 
environmentSkills: Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times Understanding written sentences 
and paragraphs in work-related documents Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Communicating effectively in writing as appropriate for the 
needs of the audience Monitoring/Assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action Considering the relative costs and benefits of potential actions to choose the 
most appropriate one Using scientific rules and methods to solve problems Speaking Identifying complex problems and 
reviewing related information to develop and evaluate options and implement solutions Being aware of others' 
reactions and understanding why they react as they do Understanding the implications of new information for both 
current and future problem-solving and decision-making Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning and teaching new thingsAbilities: Cognitive abilities necessary to 
perform required tasks The ability to read and understand information and ideas presented in writing Physical abilities 
necessary to perform assessments and treatments The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events) The ability to listen to and understand 
information and ideas presented through spoken words and sentences The ability to tell when something is wrong or is 
likely to go wrong The ability to speak clearly so others can understand The ability to communicate information and 
ideas in writing so others will understand The ability to apply general rules to specific problems to produce answers that 
make sense The ability to identify and understand the speech of another person The ability to communicate information 
and ideas in speaking so others will understand Sensory abilities necessary to perform required tasks Psychomotor 
abilities necessary to perform assessments and treatments The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations) 
 
Tools and Equipment Used: 
 Electronic Devices Various Medical Equipment and Devices 
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072786 - NURSE PRACTITIONER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2050 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a nursing 
clinical specialty area with preparation in specialized practitioner skills or possession of a Certificate of Fitness from the 
Tennessee Board of Nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure as a Registered Nurse with Advanced Practice Nurse 
certificate in the State of Tennessee and current national certification or eligible for national certification in the 
appropriate nursing specialty area. Licensure as a Registered Nurse with Advanced Practice Nurse certificate in the State 
of Tennessee and national certification in the appropriate nursing specialty area are required within 60 days after 
employment. Possession of a Certificate of Fitness from the Tennessee Board of Nursing is also required within 60 days 
after employment. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for clinical nursing specialty duties of considerable difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class functions as a clinical nurse practitioner in a 
specialty area providing assessment, diagnosis, and nursing/medical care for patients and families. This class differs from 
Registered Nurse Expand Skills in that an incumbent of the latter does not meet the qualifications to write and sign 
prescriptions or issue non-controlled legend drugs. 
 
Work Activities: 
Thinking Creatively: Devises evidence-based treatment strategies to meet the needs of patients with difficult 
diagnoses.Processing Information: Monitors patients' health status, efficacy of care, and response to treatments to 
ensure patient progress and the best possible outcome for the patient.Analyzing Data or Information: Analyzes findings 
from physical examination, laboratory reports, and other diagnostic testing.Making Decisions or Problem Solving: 
Examines patient, determines diagnosis, develops and implements plan of care. Evaluates patient's progress and 
updates plan of care as needed.Assisting and Caring for Others: Prescribes medication dosages, route, and frequencies 
based on patients' characteristics such as age and gender. Detects and responds to adverse drug reactions, with special 
attention to vulnerable populations such as infants, children, pregnant and lactating women, and older adults. Responds 
to medical emergencies and provides assistance. Performs BLS (Basic Life Support) - CPR (cardiopulmonary 
resuscitation). Provides care according to patient needs in settings such as acute and chronic primary care clinics, 
psychiatric hospitals, correctional facilities, and others. Provides preventative health care needs for the general 
population. Provides psychosocial counseling.Getting Information: Performs physical and/or mental status 
examinations. Reviews patient history from patients' medical records including lab results, prior medications, past 
medical and family history, prior visits or hospitalizations. Orders appropriate diagnostic tests to obtain any necessary 
information. Obtains information from patients or others to determine the reason of hospitalization, office visit, or chief 
complaint.Documenting/Recording Information: Safeguards medical records in accordance with agency directives and 
state and federal law.Coordinating the Work and Activities of Others: Leads patient treatment teams as necessary to 
coordinate patient care.Interpreting the Meaning of Information for Others: Provides information about a patient's 
medical condition to other treatment providers involved in the patient's care. Provides information to patient and/or 
family members or guardians about medical conditions, prescribed medications and side effects, and plan of 
care.Performing for or Working Directly With the Public: Educates and collaborates with the public on health care 
concerns.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains relationships necessary to 
deliver quality patient care across the spectrum of care.Communicating with Supervisors, Peers, or Subordinates: 
Collaborates with consulting physician about patient's plan of care. Communicates with supervisor or co-workers about 
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patient care, policies, procedures, operations and treatments.Evaluating Information to Determine Compliance with 
Standards: Audits patient charts for protocol, standards of care, and compliance with agency and outside 
accrediting/licensing organizations guidelines.Provide Consultation and Advice to Others: Provides consultation and 
advice to colleagues across the spectrum of care.Coaching and Developing Others: Participates in orientation for all new 
nursing staff. Conducts orientation for new advanced practice nursing staff.Training and Teaching of Others: Acts as a 
preceptor to students in medical, nursing, pharmacy or nurse practitioner programs. Delivers in-service training. Delivers 
health related training to outside groups or organizations. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Listening Dealing with Ambiguity 
Written Communications Ethics and Values Integrity and Trust Technical Learning Time Management 
ApproachabilityKnowledge: Knowledge of the information and techniques needed to diagnose and treat human injuries, 
diseases, and deformities, including symptoms, treatment alternatives, drug properties and interactions, and 
preventative healthcare measures Knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and 
rehabilitation of physical and mental dysfunctions, and for career counseling and guidance Knowledge of the chemical 
composition, structure, and properties of substances and of the chemical processes and transformations that they 
undergo. This includes uses of chemicals and their interactions, danger signs, production techniques, and disposal 
methods Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications Knowledge of plant and 
animal organisms, their tissues, cells, functions, interdependencies, and interactions with each other and the 
environmentSkills: Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times Understanding written sentences 
and paragraphs in work-related documents Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Communicating effectively in writing as appropriate for the 
needs of the audience Monitoring/Assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action Considering the relative costs and benefits of potential actions to choose the 
most appropriate one Using scientific rules and methods to solve problems Speaking Identifying complex problems and 
reviewing related information to develop and evaluate options and implement solutions Being aware of others' 
reactions and understanding why they react as they do Understanding the implications of new information for both 
current and future problem-solving and decision-making Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning and teaching new thingsAbilities: Cognitive abilities necessary to 
perform required tasks The ability to read and understand information and ideas presented in writing Physical abilities 
necessary to perform assessments and treatments The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events) The ability to listen to and understand 
information and ideas presented through spoken words and sentences The ability to tell when something is wrong or is 
likely to go wrong The ability to speak clearly so others can understand The ability to communicate information and 
ideas in writing so others will understand The ability to apply general rules to specific problems to produce answers that 
make sense The ability to identify and understand the speech of another person The ability to communicate information 
and ideas in speaking so others will understand Sensory abilities necessary to perform required tasks Psychomotor 
abilities necessary to perform assessments and treatments The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations) 
 
Tools and Equipment Used: 
 Electronic Devices Various Medical Equipment and Devices 
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072786 - NURSE PRACTITIONER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2051 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in a nursing 
clinical specialty area with preparation in specialized practitioner skills or possession of a Certificate of Fitness from the 
Tennessee Board of Nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure as a Registered Nurse with Advanced Practice Nurse 
certificate in the State of Tennessee and current national certification or eligible for national certification in the 
appropriate nursing specialty area. Licensure as a Registered Nurse with Advanced Practice Nurse certificate in the State 
of Tennessee and national certification in the appropriate nursing specialty area are required within 60 days after 
employment. Possession of a Certificate of Fitness from the Tennessee Board of Nursing is also required within 60 days 
after employment. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for clinical nursing specialty duties of considerable difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class functions as a clinical nurse practitioner in a 
specialty area providing assessment, diagnosis, and nursing/medical care for patients and families. This class differs from 
Registered Nurse Expand Skills in that an incumbent of the latter does not meet the qualifications to write and sign 
prescriptions or issue non-controlled legend drugs. 
 
Work Activities: 
Thinking Creatively: Devises evidence-based treatment strategies to meet the needs of patients with difficult 
diagnoses.Processing Information: Monitors patients' health status, efficacy of care, and response to treatments to 
ensure patient progress and the best possible outcome for the patient.Analyzing Data or Information: Analyzes findings 
from physical examination, laboratory reports, and other diagnostic testing.Making Decisions or Problem Solving: 
Examines patient, determines diagnosis, develops and implements plan of care. Evaluates patient's progress and 
updates plan of care as needed.Assisting and Caring for Others: Prescribes medication dosages, route, and frequencies 
based on patients' characteristics such as age and gender. Detects and responds to adverse drug reactions, with special 
attention to vulnerable populations such as infants, children, pregnant and lactating women, and older adults. Responds 
to medical emergencies and provides assistance. Performs BLS (Basic Life Support) - CPR (cardiopulmonary 
resuscitation). Provides care according to patient needs in settings such as acute and chronic primary care clinics, 
psychiatric hospitals, correctional facilities, and others. Provides preventative health care needs for the general 
population. Provides psychosocial counseling.Getting Information: Performs physical and/or mental status 
examinations. Reviews patient history from patients' medical records including lab results, prior medications, past 
medical and family history, prior visits or hospitalizations. Orders appropriate diagnostic tests to obtain any necessary 
information. Obtains information from patients or others to determine the reason of hospitalization, office visit, or chief 
complaint.Documenting/Recording Information: Safeguards medical records in accordance with agency directives and 
state and federal law.Coordinating the Work and Activities of Others: Leads patient treatment teams as necessary to 
coordinate patient care.Interpreting the Meaning of Information for Others: Provides information about a patient's 
medical condition to other treatment providers involved in the patient's care. Provides information to patient and/or 
family members or guardians about medical conditions, prescribed medications and side effects, and plan of 
care.Performing for or Working Directly With the Public: Educates and collaborates with the public on health care 
concerns.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains relationships necessary to 
deliver quality patient care across the spectrum of care.Communicating with Supervisors, Peers, or Subordinates: 
Collaborates with consulting physician about patient's plan of care. Communicates with supervisor or co-workers about 
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patient care, policies, procedures, operations and treatments.Evaluating Information to Determine Compliance with 
Standards: Audits patient charts for protocol, standards of care, and compliance with agency and outside 
accrediting/licensing organizations guidelines.Provide Consultation and Advice to Others: Provides consultation and 
advice to colleagues across the spectrum of care.Coaching and Developing Others: Participates in orientation for all new 
nursing staff. Conducts orientation for new advanced practice nursing staff.Training and Teaching of Others: Acts as a 
preceptor to students in medical, nursing, pharmacy or nurse practitioner programs. Delivers in-service training. Delivers 
health related training to outside groups or organizations. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Listening Dealing with Ambiguity 
Written Communications Ethics and Values Integrity and Trust Technical Learning Time Management 
ApproachabilityKnowledge: Knowledge of the information and techniques needed to diagnose and treat human injuries, 
diseases, and deformities, including symptoms, treatment alternatives, drug properties and interactions, and 
preventative healthcare measures Knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and 
rehabilitation of physical and mental dysfunctions, and for career counseling and guidance Knowledge of the chemical 
composition, structure, and properties of substances and of the chemical processes and transformations that they 
undergo. This includes uses of chemicals and their interactions, danger signs, production techniques, and disposal 
methods Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications Knowledge of plant and 
animal organisms, their tissues, cells, functions, interdependencies, and interactions with each other and the 
environmentSkills: Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times Understanding written sentences 
and paragraphs in work-related documents Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Communicating effectively in writing as appropriate for the 
needs of the audience Monitoring/Assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action Considering the relative costs and benefits of potential actions to choose the 
most appropriate one Using scientific rules and methods to solve problems Speaking Identifying complex problems and 
reviewing related information to develop and evaluate options and implement solutions Being aware of others' 
reactions and understanding why they react as they do Understanding the implications of new information for both 
current and future problem-solving and decision-making Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning and teaching new thingsAbilities: Cognitive abilities necessary to 
perform required tasks The ability to read and understand information and ideas presented in writing Physical abilities 
necessary to perform assessments and treatments The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events) The ability to listen to and understand 
information and ideas presented through spoken words and sentences The ability to tell when something is wrong or is 
likely to go wrong The ability to speak clearly so others can understand The ability to communicate information and 
ideas in writing so others will understand The ability to apply general rules to specific problems to produce answers that 
make sense The ability to identify and understand the speech of another person The ability to communicate information 
and ideas in speaking so others will understand Sensory abilities necessary to perform required tasks Psychomotor 
abilities necessary to perform assessments and treatments The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations) 
 
Tools and Equipment Used: 
 Electronic Devices Various Medical Equipment and Devices 
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044512 - NURSE'S ASSISTANT 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1959 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year in one or a combination of the following: providing individuals with full time personal (e.g., cleaning, serving 
meals, and dressing), habilitative, rehabilitative or medical care; medical records keeping or medical laboratory work. 
Substitution of Education for Experience: A diploma in practical nursing or certificate in nurse assisting or medical 
assisting may substitute for the year of required experience. OR Nursing or medical assisting course work credit received 
from an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of one year such that 18 quarter hours in nursing substitutes for the year of required experience. Substitution 
of Experience for Education: Qualifying experience in assisting individuals with their personal, habilitative, rehabilitative 
or medical needs; medical records keeping; medical laboratory work; and/or office clerical work may substitute for the 
required education (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator license may be required.  Education equivalent to a 
high school diploma is required for certain positions. Examination Method: Education and experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for nurse assisting duties of average difficulty in providing basic 
support to licensed health care providers; and performs related work as required. Distinguishing Features: This is the 
working level class in the Nurse’s Assistant sub-series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, or home providing basic support to licensed health care providers. This 
flexibly staffed class differs from Nurse’s Assistant 1 in that an incumbent of the latter performs entry-level duties but is 
not responsible for performing laboratory control procedures.  
 
Work Activities: 
Assisting and Caring for Others:    Provides direct daily living care for residents: answers signal or call lights; bathes, 
dresses and feeds residents; moves, lifts or transfers residents; labels and inventories residents’ personal items.    
Provides a safe and secure environment for residents: adjusts heel and elbow protective devices; restrains residents; 
escorts residents to proper areas in the event of an emergency.    Demonstrates self care; observes residents to identify 
general changes in behavior (e.g., eating and sleeping habits, and appearance); writes notes on progress made in daily 
living activities; observes patients’ overall physical condition.Handling and Moving Objects:    Provides specimens for 
transport to an outside laboratory.Performing General Physical Activities:    Provides basic support to licensed medical 
provider (e.g., lifting transferring and holding children, stocking and cleaning clinic rooms, and maintaining supply 
room).    Provides direct daily living care for residents: bathes dresses and feeds residents; moves, lifts or transfers 
residents.Monitor Processes, Material or Surroundings:    Performs lab controls to ensure accuracy of equipment and 
materials.Interacting with Computers:    Interacts with multiple computer software systems and websites to enter and 
receive information as appropriate.Documenting/Recording Information:    Documents completed tests and results in a 
written and/or computerized format.    Records appropriate procedure codes on documents in a written 
format.Performing Administrative Activities:    Ensures confidentiality of client information according to state and 
federal guidelines.Updating and Using Relevant Knowledge:    Complies with and adapt to current state and federal 
program and policies and all applicable laws.Performing for or Working Directly with the Public:    Serves clients with 
dignity and respect in a professional manner.Processing Information:    Verifies appropriate codes based on procedures.    
Calculates Body Mass Index (BMI) using standardized formula.Developing and Building Teams:    Demonstrates 
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responsibilities for other co-workers’ job duties to cover breaks, lunches, absences, etc., to ensure and maintain 
interpersonal relationships and an efficient work flow.Getting Information:    Interviews the client to determine the 
purpose of the visit.    Questions the client for medical history and understanding of clinical procedures.    Assesses the 
client for requested and/or additional services.    Obtains the necessary vital signs, measurements, screenings and 
laboratory tests.Communicating with Supervisors, Peers or Subordinates:    Maintains positive, constructive and 
cooperative communication with supervisors or peers.Communicating with Persons Outside Organization:    Serves as a 
liaison between staff, vendors and other external sources.    Informs clients of programs, procedures and the 
accessibility of services. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Boss Relationships    Conscientious    Copes well in Stressful Environment    Customer 
Focus    Integrity and Trust    Listening    Patience    Reliable    Written CommunicationsKnowledge:    Customer and 
Personal Service    Mathematics    Public Safety and SecuritySkills:    Active Learning    Active Listening    Mathematics    
Reading Comprehension    Speaking    Writing    Coordination    Service Orientation    Social Perceptiveness    Quality 
Control Analysis    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    
Spatial Orientation    Time Sharing    Visualization    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Finger Dexterity    Manual Dexterity    Extent Flexibility    Gross Body Coordination    Auditory Attention    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Thermometers    
Sphygmomanometer    Scales    Measuring Tape    Measuring Board    Sure Sight    Centrifuge    StethoscopeOther 
Medical Related Equipment as Required 
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044512 - NURSE'S ASSISTANT 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  1960 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year in one or a combination of the following: providing individuals with full time personal (e.g., cleaning, serving 
meals, and dressing), habilitative, rehabilitative or medical care; medical records keeping or medical laboratory work. 
Substitution of Education for Experience: A diploma in practical nursing or certificate in nurse assisting or medical 
assisting may substitute for the year of required experience. OR Nursing or medical assisting course work credit received 
from an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of one year such that 18 quarter hours in nursing substitutes for the year of required experience. Substitution 
of Experience for Education: Qualifying experience in assisting individuals with their personal, habilitative, rehabilitative 
or medical needs; medical records keeping; medical laboratory work; and/or office clerical work may substitute for the 
required education (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator license may be required.  Education equivalent to a 
high school diploma is required for certain positions. Examination Method: Education and experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for nurse assisting duties of average difficulty in providing basic 
support to licensed health care providers; and performs related work as required. Distinguishing Features: This is the 
working level class in the Nurse’s Assistant sub-series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, or home providing basic support to licensed health care providers. This 
flexibly staffed class differs from Nurse’s Assistant 1 in that an incumbent of the latter performs entry-level duties but is 
not responsible for performing laboratory control procedures.  
 
Work Activities: 
Assisting and Caring for Others:    Provides direct daily living care for residents: answers signal or call lights; bathes, 
dresses and feeds residents; moves, lifts or transfers residents; labels and inventories residents’ personal items.    
Provides a safe and secure environment for residents: adjusts heel and elbow protective devices; restrains residents; 
escorts residents to proper areas in the event of an emergency.    Demonstrates self care; observes residents to identify 
general changes in behavior (e.g., eating and sleeping habits, and appearance); writes notes on progress made in daily 
living activities; observes patients’ overall physical condition.Handling and Moving Objects:    Provides specimens for 
transport to an outside laboratory.Performing General Physical Activities:    Provides basic support to licensed medical 
provider (e.g., lifting transferring and holding children, stocking and cleaning clinic rooms, and maintaining supply 
room).    Provides direct daily living care for residents: bathes dresses and feeds residents; moves, lifts or transfers 
residents.Monitor Processes, Material or Surroundings:    Performs lab controls to ensure accuracy of equipment and 
materials.Interacting with Computers:    Interacts with multiple computer software systems and websites to enter and 
receive information as appropriate.Documenting/Recording Information:    Documents completed tests and results in a 
written and/or computerized format.    Records appropriate procedure codes on documents in a written 
format.Performing Administrative Activities:    Ensures confidentiality of client information according to state and 
federal guidelines.Updating and Using Relevant Knowledge:    Complies with and adapt to current state and federal 
program and policies and all applicable laws.Performing for or Working Directly with the Public:    Serves clients with 
dignity and respect in a professional manner.Processing Information:    Verifies appropriate codes based on procedures.    
Calculates Body Mass Index (BMI) using standardized formula.Developing and Building Teams:    Demonstrates 
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responsibilities for other co-workers’ job duties to cover breaks, lunches, absences, etc., to ensure and maintain 
interpersonal relationships and an efficient work flow.Getting Information:    Interviews the client to determine the 
purpose of the visit.    Questions the client for medical history and understanding of clinical procedures.    Assesses the 
client for requested and/or additional services.    Obtains the necessary vital signs, measurements, screenings and 
laboratory tests.Communicating with Supervisors, Peers or Subordinates:    Maintains positive, constructive and 
cooperative communication with supervisors or peers.Communicating with Persons Outside Organization:    Serves as a 
liaison between staff, vendors and other external sources.    Informs clients of programs, procedures and the 
accessibility of services. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Boss Relationships    Conscientious    Copes well in Stressful Environment    Customer 
Focus    Integrity and Trust    Listening    Patience    Reliable    Written CommunicationsKnowledge:    Customer and 
Personal Service    Mathematics    Public Safety and SecuritySkills:    Active Learning    Active Listening    Mathematics    
Reading Comprehension    Speaking    Writing    Coordination    Service Orientation    Social Perceptiveness    Quality 
Control Analysis    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    
Spatial Orientation    Time Sharing    Visualization    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Finger Dexterity    Manual Dexterity    Extent Flexibility    Gross Body Coordination    Auditory Attention    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Thermometers    
Sphygmomanometer    Scales    Measuring Tape    Measuring Board    Sure Sight    Centrifuge    StethoscopeOther 
Medical Related Equipment as Required 
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044512 - NURSE'S ASSISTANT 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1961 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year in one or a combination of the following: providing individuals with full time personal (e.g., cleaning, serving 
meals, and dressing), habilitative, rehabilitative or medical care; medical records keeping or medical laboratory work. 
Substitution of Education for Experience: A diploma in practical nursing or certificate in nurse assisting or medical 
assisting may substitute for the year of required experience. OR Nursing or medical assisting course work credit received 
from an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of one year such that 18 quarter hours in nursing substitutes for the year of required experience. Substitution 
of Experience for Education: Qualifying experience in assisting individuals with their personal, habilitative, rehabilitative 
or medical needs; medical records keeping; medical laboratory work; and/or office clerical work may substitute for the 
required education (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check;5. Education 
equivalent to a high school diploma is required for certain positions.Examination Method:  Education and 
Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for nurse assisting duties of average difficulty in providing basic 
support to licensed health care providers; and performs related work as required. Distinguishing Features: This is the 
working level class in the Nurse’s Assistant sub-series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, or home providing basic support to licensed health care providers. This 
flexibly staffed class differs from Nurse’s Assistant 1 in that an incumbent of the latter performs entry-level duties but is 
not responsible for performing laboratory control procedures.  
 
Work Activities: 
Assisting and Caring for Others:    Provides direct daily living care for residents: answers signal or call lights; bathes, 
dresses and feeds residents; moves, lifts or transfers residents; labels and inventories residents’ personal items.    
Provides a safe and secure environment for residents: adjusts heel and elbow protective devices; restrains residents; 
escorts residents to proper areas in the event of an emergency.    Demonstrates self care; observes residents to identify 
general changes in behavior (e.g., eating and sleeping habits, and appearance); writes notes on progress made in daily 
living activities; observes patients’ overall physical condition.Handling and Moving Objects:    Provides specimens for 
transport to an outside laboratory.Performing General Physical Activities:    Provides basic support to licensed medical 
provider (e.g., lifting transferring and holding children, stocking and cleaning clinic rooms, and maintaining supply 
room).    Provides direct daily living care for residents: bathes dresses and feeds residents; moves, lifts or transfers 
residents.Monitor Processes, Material or Surroundings:    Performs lab controls to ensure accuracy of equipment and 
materials.Interacting with Computers:    Interacts with multiple computer software systems and websites to enter and 
receive information as appropriate.Documenting/Recording Information:    Documents completed tests and results in a 
written and/or computerized format.    Records appropriate procedure codes on documents in a written 
format.Performing Administrative Activities:    Ensures confidentiality of client information according to state and 
federal guidelines.Updating and Using Relevant Knowledge:    Complies with and adapt to current state and federal 
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program and policies and all applicable laws.Performing for or Working Directly with the Public:    Serves clients with 
dignity and respect in a professional manner.Processing Information:    Verifies appropriate codes based on procedures.    
Calculates Body Mass Index (BMI) using standardized formula.Developing and Building Teams:    Demonstrates 
responsibilities for other co-workers’ job duties to cover breaks, lunches, absences, etc., to ensure and maintain 
interpersonal relationships and an efficient work flow.Getting Information:    Interviews the client to determine the 
purpose of the visit.    Questions the client for medical history and understanding of clinical procedures.    Assesses the 
client for requested and/or additional services.    Obtains the necessary vital signs, measurements, screenings and 
laboratory tests.Communicating with Supervisors, Peers or Subordinates:    Maintains positive, constructive and 
cooperative communication with supervisors or peers.Communicating with Persons Outside Organization:    Serves as a 
liaison between staff, vendors and other external sources.    Informs clients of programs, procedures and the 
accessibility of services. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Boss Relationships    Conscientious    Copes well in Stressful Environment    Customer 
Focus    Integrity and Trust    Listening    Patience    Reliable    Written CommunicationsKnowledge:    Customer and 
Personal Service    Mathematics    Public Safety and SecuritySkills:    Active Learning    Active Listening    Mathematics    
Reading Comprehension    Speaking    Writing    Coordination    Service Orientation    Social Perceptiveness    Quality 
Control Analysis    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    
Memorization    Number Facility    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    
Spatial Orientation    Time Sharing    Visualization    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Finger Dexterity    Manual Dexterity    Extent Flexibility    Gross Body Coordination    Auditory Attention    Speech Clarity    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Thermometers    
Sphygmomanometer    Scales    Measuring Tape    Measuring Board    Sure Sight    Centrifuge    StethoscopeOther 
Medical Related Equipment as Required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072750 - NURSING BOARD DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3010 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077380 - NUTRITION EDUCATOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4206 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including 9 
quarter hours in human nutrition, 4 quarter hours in human anatomy or physiology, and 4 quarter hours in education, 
psychology, or counseling. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required. Examination Method: Education 
and Experience,100%, for Preferred Service positions. Note: A transcript is required for proper evaluation for this class. 
 
Job Overview: 
Summary: Under general supervision, is responsible for nutrition education work of routine difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class provides general nutrition counseling and 
educational services to local health department staff and clients and community organizations in an assigned county 
area. This class differs from Nutritionist 1 in that incumbents of the latter provide therapeutic nutrition counseling to 
high-risk clients, possess active status as a Registered Dietitian (RD) with the Commission on Dietetic Registration, and 
may supervise incumbents of this class. 
 
Work Activities: 
Making Decisions and Solving Problems:    Certifies patients who meet criteria and documents in medical records to 
provide appropriate services.    Develops and documents appropriate nutrition plan of care to comply with program 
guidelines and practice standards.    Assigns appropriate supplemental food packages to comply with program 
guidelines.Analyzing Data or Information:    Compares patient data and information against program nutrition risk 
criteria to determine program eligibility.    Analyzes medical information including hemoglobin/hematocrit, 
anthropometric data and other nutrition-related information, as required.    Evaluate progress on nutrition goals utilizing 
patient input to determine patient stage of change.Getting Information:    Consults with health care providers to obtain 
relevant information regarding patient care.    Interviews patients to assess their literacy level, cultural background and 
readiness to learn.    Collects nutrition-related data to determine the patient’s stages of change and goals.Training and 
Teaching Others:    Conveys information on breastfeeding techniques and other nutrition issues by using multiple media 
to promote healthy lifestyle behaviors.    Develops and provides a variety of teaching strategies and tools, including 
posters or lesson plans, to promote healthy lifestyle behaviors, as needed.    Serves as the nutrition advisor on multi-
agency committees by providing nutrition information.Evaluating Information to Determine Compliance with Standards:    
Assesses nutrition-related information using approved programs processes to ensure compliance with standards.    
Determines patient eligibility for the Special Supplemental Nutrition Program for Women, Infants and Children (WIC) to 
comply with program guidelines.Communicating with Persons Outside Organization:    Maintains knowledge of 
community resources to provide referrals and resources to the public.    Communicates with community stakeholders to 
offer medical and social services assistance to patients.    Promotes community nutrition and education activities for 
healthy lifestyle behavior changes.Monitor Processes, Materials, or Surroundings:    Performs home visits to observe and 
assess general nutrition needs.    Monitors patient’s progress to achieve nutrition goals.Performing Administrative 
Activities:    Documents information associated with the patient’s nutrition care plan and education provided into the 
patient record according to policies and guidelines.Documenting / Recording Information:    Enters information into 
patient chart in written or electronic form.Establishing and Maintaining Interpersonal Relationships:    Develops and 
maintains constructive and cooperative working relationships with others.Processing Information:    Performs 
calculations to determine patient risk criteria such as body mass index, appropriate nutrition intake, gestational age and 
estimated date of delivery.Interpreting the Meaning of Information for Others:    Interprets and explains nutrition data 
and risk to patients to promote behavior change and comply with programs guidelines.Inspecting Equipment, 
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Structures, or Material:    Inspects and cleans breastfeeding equipment.Interacting With Computers:    Uses office 
software including but not limited to word processing programs, presentation software, web-based programs and 
search engines.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors and co-
workers using multiple media to effectively relay work-related information.Monitoring and Controlling Resources:    
Monitors and inventories resources related to infant feeding such as breastfeeding aids and infant formula according to 
policies and program guidelines, as required.Organizing, Planning, and Prioritizing Work:    Develops specific goals and 
plans to prioritize, organize and accomplish work in an efficient manner.Updating and Using Relevant Knowledge:    
Attends required trainings in order to stay up-to-date with current knowledge and policies. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Interpersonal Savvy    Listening    Written Communication    Customer Focus    
Approachability    Problem Solving    Time Management    Self-Development    Presentation SkillsKnowledge:    Customer 
and Personal Service    Mathematics    Psychology    Biology    Sociology and AnthropologySkills:    Critical Thinking    
Reading Comprehension    Speaking    Writing    Active Listening    InstructingAbilities:    Written Comprehension    
Written Expression    Oral Expression    Problem Sensitivity    Finger Dexterity    Speech Clarity    Auditory Attention    Oral 
Comprehension    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices 
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077381 - NUTRITIONIST 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4210 
 
Minimum Qualifications: 
Education and Experience: Possession of proof of registration eligibility for the examination to become a Registered 
Dietitian (RD) with the Commission of Dietetic Registration.    
 
Other Requirements: 
Necessary Special Qualifications: Possession of proof of registration or registration eligibility as a Registered Dietitian 
(RD) with the Commission on Dietetic Registration is required within 12 months of employment and must be maintained 
during employment in the Nutritionist 1 job classification. A valid vehicle operator's license may be required for 
employment in some positions.Note: A transcript is required for a proper evaluation for this class. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nutrition work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for providing nutrition 
counseling services and medical nutrition therapy within a region of the state. An employee in this class must possess 
active status as a Registered Dietitian (RD) with the Commission on Dietetic Registration. This class differs from that of 
Nutritionist 2 in that an incumbent of the latter may be assigned to supervise subordinate nutrition personnel in a work 
unit. This class differs from that of Nutrition Educator in that an incumbent of the latter does not possess active status as 
a Registered Dietitian (RD). 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Determines patients’ eligibility for the Special 
Supplemental Nutrition Program for Women, Infants, and Children (WIC) to comply with program guidelines.    
Determines patient eligibility for therapeutic products to comply with program guidelines, as required.    Assesses 
nutrition related information using approved program processes to ensure compliance with standards.   Analyzing Data 
or Information:     Analyzes medical information including cholesterol and blood glucose levels, biochemical data, or 
anthropometric data, to indentify lab value fluctuations, how food interacts with patients’ medication, or other nutrition 
related information, as required.    Compares patient’s data against program nutrition risk criteria to determine program 
eligibility.    Evaluates progress on nutrition goals utilizing patient input to determine patient stage of change. Making 
Decisions and Solving Problems:     Assigns appropriate supplemental food packages to comply with program guidelines.    
Certifies patients who meet criteria and documents in medical records to provide appropriate services.    Develops and 
documents appropriate nutrition plan of care to comply with program guidelines and practice standards.Getting 
Information:     Interviews patients to assess their literacy level, cultural background and readiness to learn.    Collects 
nutrition related data to determine the patient’s stage of changes and goals.    Consults with healthcare providers to 
determine nutrition related needs of the patient. Training and Teaching Others:     Conveys information on breastfeeding 
techniques, diabetes care, and other nutrition issues by using multiple media to promote healthy lifestyle behaviors.    
Serves as the nutrition expert on multi-agency committees by providing technical nutrition information advice, as 
needed.     Develops and provides a variety of teaching strategies and tools, including posters or lesson plans to promote 
healthy lifestyle behaviors, as needed. Communicating with Persons Outside Organization:     Communicates with 
community stakeholders to offer medical and social services assistance to patients.    Maintains knowledge of 
community resources to provide referrals and resources to public.    Promotes community nutrition and education 
activities for healthy lifestyle behavior changes. Performing Administration Activities:     Documents information 
associated with the patients’ nutrition care plan, Medical Nutrition Therapy (MNT), nutrition counseling, and education 
into patients’ medical records according to the policies and guidelines.    Enters patients’ information according to 
Subjective Objective Assessment Plan or other required format according to the polices and guidelines.  Updating and 
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Using Relevant Knowledge:     Maintain continuing education as required by the Commission of Dietetic Registration.    
Attends required trainings in order to stay up to date with current knowledge and policies. Monitor Processes, 
Materials, or Surroundings:     Monitors patient’s nutrition status to identify needs.    Performs home visits to observe 
and assess nutrition status, as needed. Processing Information:     Performs calculations to determine client risk criteria 
such as body mass index, gestational age, appropriate nutrition intake, and estimated date of delivery. Monitoring and 
Controlling Resources:     Monitors and inventories resources related to infant feeding such as breastfeeding aids and 
infant formula according to policies and program guidelines, as required.  Organizing, Planning, and Prioritizing Work:     
Develops specific goals and plans to prioritize, organize, and accomplish your work in an efficient manner. Interpreting 
the Meaning of Information for Others:     Interprets and explains nutrition data and risk to patient to promote behavior 
change and comply with program guidelines. Communicating with Supervisors, Peers, or Subordinates:     Communicates 
with supervisors and co-workers using multiple media to effectively relay work related information.  Establishing and 
Maintaining Interpersonal Relations:     Develops and maintains constructive and cooperative working relationships with 
others. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Time Management    Action Oriented    Written Communications    Approachability    
Customer Focus    Interpersonal Savvy    Listening    Understanding Others Knowledge:     Biology    Chemistry    
Mathematics    Psychology    Sociology and Anthropology    Therapy and Counseling Skills:     Active Listening    Critical 
Thinking    Reading Comprehension    Speaking    Writing    Judgment and Decision Making Abilities:     Mathematical 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    
Auditory Attention    Speech Clarity    Speech Recognition  
 
Tools and Equipment Used: 
    Impedance Meters    Personal Computer    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Electronic Devices    Smart PhoneOther office related equipment as 
requiredVarious medical equipment and devices 
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077382 - NUTRITIONIST 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4213 
 
Minimum Qualifications: 
Education and Experience: Possession of proof of registration in active status as a Registered Dietitian (RD) with the 
Commission on Dietetic Registration and experience equivalent to one year of full-time professional nutrition 
work.ORGraduation from an accredited college or university with a master's degree in human nutrition, dietetics, or any 
public or community health field dealing with applied human nutrition; and possession of proof of registration in active 
status as a Registered Dietitian (RD) with the Commission on Dietetic Registration. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of proof of registration in active status as a Registered Dietitian (RD) with 
the Commission on Dietetic Registration is required at the time of appointment and must be maintained during 
employment in the Nutritionist 2 job classification. A valid vehicle operator's license may be required for employment in 
some positions.Note: A transcript is required for a proper evaluation for this class. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nutrition work of average difficulty which often 
includes leading lower Nutritionists in work; and performs related work as required. Distinguishing Features: An 
employee in this class is responsible for evaluating nutrition services and medical nutrition therapy provided and 
assessing community needs at a county or district level within a region of the state.   This class differs from that of 
Nutritionist 1 in that an incumbent of the latter performs work of more routine difficulty and may be subordinate to a 
Nutritionist 2. This class differs from that of Nutritionist 3 in that an incumbent of the latter acts as a program manager 
for one or more nutrient programs in a multiple-county region. 
 
Work Activities: 
Making Decisions and Solving Problems:     Assigns appropriate supplemental food packages to comply with program 
guidelines.    Certifies patients who meet criteria and documents in medical records to provide appropriate services.    
Develops and documents appropriate nutrition plan of care to comply with program guidelines and practice standards. 
Monitor Processes, Materials, or Surroundings:     Monitors patient’s nutrition status to identify needs.    Performs home 
visits to observe and assess nutrition status, as needed. Judging the Qualities of Things, Services, or People:     Evaluates 
how well a subordinate or peer performs according to policies and program guidelines, as required. Resolving Conflicts 
and Negotiating with Others:     Handles complaints and misunderstandings to minimize disputes and facilitate 
performance, as needed. Evaluating Information to Determine Compliance with Standards:     Determines patients’ 
eligibility for the Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) to comply with 
program guidelines.    Determines patient eligibility for therapeutic products to comply with program guidelines, as 
required. Updating and Using Relevant Knowledge:     Maintain continuing education as required by the Commission of 
Dietetic Registration.    Attends required trainings in order to stay up to date with current knowledge and policies. 
Processing Information:     Performs calculations to determine client risk criteria such as body mass index, gestational 
age, appropriate nutrition intake, and estimated date of delivery. Training and Teaching Others:     Conveys information 
on breastfeeding techniques, diabetes care, and other nutrition issues by using multiple media to promote lifestyles 
behaviors.    Serves as the nutrition expert on multi-agency committees by providing technical nutrition information and 
advice.    Develops and provides a variety of teaching strategies and tools, including posters or lesson plans to promote 
healthy lifestyle behaviors.Performing Administration Activities:     Documents information associated with the patients’ 
nutrition care plan, Medical Nutrition Therapy (MNT), nutrition counseling, and education into patients’ medical records 
according to the policies and guidelines.    Prepares report as directed by supervisors to track nutrition activities, as 
required.    Enters patients’ information according to Subjective Objective Assessment Plan or other required format 
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according to the polices and guidelines. Interpreting the Meaning of Information for Others:     Interprets and explains 
nutrition data and risk to patient to promote behavior change and comply with program guidelines. Developing 
Objectives and Strategies:     Assists in the development of long range goals and objectives to create nutrition and 
breastfeeding plans, as needed. Guiding, Directing, and Motivating Subordinates:     Provides guidance and direction to 
subordinates, including monitoring performance to improve or maintain standards, as needed. Getting Information:     
Interviews patients to assess their literacy level, cultural background and readiness to learn.    Assesses nutrition related 
questionnaire and data to determine the patient’s stage of readiness and goals.    Consults with healthcare providers to 
determine nutrition related needs of the patient. Organizing, Planning, and Prioritizing Work:     Develops specific goals 
and plans to prioritize, organize, and accomplish your work in an efficient manner. Communicating with Supervisors, 
Peers, or Subordinates:     Communicates with supervisors, co-workers, and subordinates using multiple media to 
effectively relay work related information.  Staffing Organizational Units:     Assists in the recruiting and/or interviewing 
process to fill staff positions, as required. Communicating with Persons Outside Organization:     Identifies and contacts 
health care providers and staff of health facilities, health department programs, and agencies within the community that 
can offer medical care and social services assistance to patients.    Maintains knowledge of community resources to 
provide referrals and resources to public.    Promotes community nutrition and education activities for healthy lifestyle 
behavior changes. Analyzing Data or Information:     Analyzes medical information including cholesterol and blood 
glucose levels, biochemical data, or anthropometric data, to indentify lab value fluctuations, how food interacts with 
patients’ medication, or other nutrition related information, as required.    Compares patient’s data against program 
nutrition risk criteria to determine program eligibility.    Evaluates progress on nutrition goals utilizing patient input to 
determine patient stage of change.    Identifies and assess community nutrition trends and needs at the local level to 
develop appropriate services for the public. Coaching and Developing Others:     Mentors others to improve their 
knowledge or skills, as needed. Scheduling Work and Activities:     Schedules activities for subordinates to assure the 
provision of quality nutrition services, as required. Establishing and Maintaining Interpersonal Relations:     Develops and 
maintains constructive and cooperative working relationships with others to promote effective work environment. 
Monitoring and Controlling Resources:     Monitors and inventories resources related to infant feeding such as 
breastfeeding aids and infant formula according to policies and program guidelines, as required. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Action Oriented    Written Communications    Customer Focus    
Interpersonal Savvy    Listening    Understanding Others Knowledge:     Biology    Chemistry    Mathematics    Psychology    
Sociology and Anthropology    Therapy and Counseling Skills:     Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    Judgment and Decision Making Abilities:     
Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    Auditory 
Attention    Speech Clarity    Speech Recognition  
 
Tools and Equipment Used: 
    Impedance Meters    Personal Computer    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Electronic Devices    Smart PhoneOther office related equipment as 
requiredVarious medical equipment and devices 
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077383 - NUTRITIONIST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4215 
 
Minimum Qualifications: 
Education and Experience: Possession of proof of registration in active status as a Registered Dietitian (RD) with the 
Commission on Dietetic Registration and experience equivalent to two year of full-time professional nutrition 
work.ORGraduation from an accredited college or university with a master's degree in human nutrition, dietetics, or any 
public or community health field dealing with applied human nutrition; and possession of proof of registration in active 
status as a Registered Dietitian (RD) with the Commission on Dietetic Registration and experience equivalent to one year 
of full-time professional nutrition work. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of proof of registration in active status as a Registered Dietitian (RD) with 
the Commission on Dietetic Registration is required at the time of appointment and must be maintained during 
employment in the Nutritionist 3 job classification. A valid vehicle operator's license may be required for employment in 
some positions.Note:  A transcript is required for a proper evaluation for this class. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nutrition work of considerable difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class acts as a program manager for one or more nutrition programs in a multi-county region. This class differs from 
that of Nutritionist 2 in that an incumbent of the latter assesses community needs at a county or district level and report 
to an incumbent of this class. This class differs from that of Nutritionist 4 in that an incumbent of the latter is the central 
office coordinator of nutrition service or programs. 
 
Work Activities: 
Thinking Creatively:     Develops systems and ideas to contribute or enhance the delivery of quality nutrition services, as 
required. Resolving Conflicts and Negotiating with Others:     Handles complaints and misunderstandings to minimize 
disputes and facilitate performance. Developing Objectives and Strategies:    Assists and/or develops long range goals 
and objectives to create nutrition and breastfeeding plans. Judging the Qualities of Things, Services, or People:     
Evaluates how well a subordinate or peer performs according to policies and program guidelines. Establishing and 
Maintaining Interpersonal Relations:     Develops and maintains constructive and cooperative working relationships with 
others to promote effective work environment. Coordinating the Work and Activities of Others:     Coordinates with local 
and regional staff to accomplish goals and objectives. Staffing Organizational Units:     Participates in the recruiting, 
interviewing, hiring, and promotion process to fill staff positions.    Evaluates and/or recommends staffing patterns for 
provision of nutrition services. Evaluating Information to Determine Compliance with Standards:     Determines patients’ 
eligibility for the Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) to comply with 
program guidelines, as required.    Determines patient eligibility for therapeutic products to comply with program 
guidelines. Interpreting the Meaning of Information for Others:     Interprets and explains nutrition data and risk to 
patient to promote behavior change and comply with program guidelines. Guiding, Directing, and Motivating 
Subordinates:     Provides guidance, direction and motivation to subordinates, including monitoring performance to 
improve or maintain standards. Monitor Processes, Materials, or Surroundings:     Monitors patient’s nutrition status to 
identify needs.    Performs home visits to observe and assess nutrition status, as needed.    Monitors program 
documentation and processes to ensure adherence to polices and program guidelines. Training and Teaching Others:     
Conveys information on breastfeeding techniques, diabetes care, and other nutrition issues by using multiple media to 
promote lifestyles behaviors.    Serves as the nutrition expert on multi-agency committees by providing technical 
nutrition information and advice.    Develops and provides orientation and training using a variety of teaching strategies 
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and tools to comply with polices and program guidelines. Monitoring and Controlling Resources:     Monitors and 
inventories resources according to policies and program guidelines, as required.    Allocates resources to ensure 
adequate distribution within the region.  Making Decisions and Solving Problems:     Assigns appropriate supplemental 
food packages to comply with program guidelines, as required.    Certifies patients who meet criteria and documents in 
medical records to provide appropriate services, as required.    Develops and documents appropriate nutrition plan of 
care to comply with program guidelines and practice standards.    Develops solutions to solve problems at local or region 
level. Updating and Using Relevant Knowledge:     Maintain continuing education as required by the Commission of 
Dietetic Registration.    Attends required trainings in order to stay up to date with current knowledge and policies. 
Scheduling Work and Activities:     Schedules activities for subordinates to assure the provision of quality nutrition 
services.Communicating with Supervisors, Peers, or Subordinates:     Communicates with supervisors, co-workers, and 
subordinates using multiple media to effectively relay work related information.  Communicating with Persons Outside 
Organization:     Identifies and contacts health care providers and staff of health facilities, health department programs, 
and agencies within the community that can offer medical care and social services assistance to patients.    Maintains 
knowledge of community resources to provide referrals and resources to public.    Promotes community nutrition and 
education activities for healthy lifestyle behavior changes.    Collaborates with community groups to provide nutrition 
expertise. Coaching and Developing Others:     Mentors others to improve their knowledge, skills, and motivation. 
Processing Information:     Performs calculations to determine client risk criteria such as body mass index, gestational 
age, appropriate nutrition intake, and estimated date of delivery, as required. Performing Administration Activities:     
Documents information associated with the patients’ nutrition care plan, Medical Nutrition Therapy (MNT), nutrition 
counseling, and education into patients’ medical records according to the policies and guidelines, as required.    Prepares 
report as directed by supervisors to track nutrition activities.    Enters patients’ information according to Subjective 
Objective Assessment Plan or other required format according to the polices and guidelines, as required.Getting 
Information:    Interviews patients to assess their literacy level, cultural background and readiness to learn, as required.    
Assesses nutrition related questionnaire and data to determine the patient’s stage of readiness and goals, as required.    
Consults with healthcare providers to determine nutrition related needs of the patient. Analyzing Data or Information:     
Analyzes medical information including cholesterol and blood glucose levels, biochemical data, or anthropometric data, 
to indentify lab value fluctuations, how food interacts with patients’ medication, or other nutrition related information, 
as required.    Compares patient’s data against program nutrition risk criteria to ensure compliance, as needed.    
Evaluates progress on nutrition goals utilizing patient input to determine patient stage of change.    Identifies and assess 
community nutrition trends and needs at the local level to develop appropriate services for the public.    Analyzes 
reports to be used throughout the region to meet program requirements. Organizing, Planning, and Prioritizing Work:    
Develops specific goals and plans to prioritize, organize, and accomplish your work in an efficient manner. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Informing    Priority Setting    Timely Decision 
Making    Conflict Management    Hiring and Staffing    Written Communications    Customer Focus    Interpersonal Savvy    
Listening Knowledge:     Biology    Chemistry    Education and Training    Food Production    Mathematics    Psychology    
Sociology and Anthropology    Therapy and Counseling Skills:     Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    Writing    Instructing    Social Perceptiveness    Complex Problem Solving    Judgment and 
Decision Making Abilities:     Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    
Written Expression    Auditory Attention    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Impedance Meters    Personal Computer    Microfiche    Microfilm    Fax Machine    Printer    Scanner    Copy Machine    
Calculator    Retail Sales Equipment    Electronic Devices    Smart PhoneOther office related equipment as 
requiredVarious medical equipment and devices 
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077384 - NUTRITIONIST 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4158 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in human 
nutrition, dietetics, education, or any public or community health field and possession of proof of registration in active 
status as a Registered Dietitian (RD) with the Commission on Dietetic Registration and experience equivalent to three 
years of full-time professional nutrition work, two years of which must involve supervisory or program management 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of proof of registration in active status as a Registered Dietitian (RD) with 
the Commission on Dietetic Registration is required at the time of appointment and must be maintained during 
employment in the Nutritionist 4 classification. A valid vehicle operator's license may be required for employment in 
some positions.Note: A transcript is required for a proper evaluation for this class. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nutrition education work of considerable difficulty 
and supervisory work of routine difficulty; and performs related work as required.Distinguishing Features:  An 
incumbent in this class is the central office coordinator of a nutrition program or service. This class differs from that of 
Nutritionist 3 in that an incumbent of the latter is a regional program manager for a nutrition program. This class differs 
from that of Nutrition Director in that the incumbent of the latter is responsible for planning, coordinating, and directing 
all nutrition programs and services statewide. 
 
Work Activities: 
Getting Information:     Collects information on literacy, cultural characteristics, and appropriate evidence based 
resources to provide guidance for program staff.    Consults with healthcare providers to determine nutrition related 
needs of the program.    Obtains program information from United States Department of Agriculture to maintain 
compliance.    Obtains program data from state systems and program field staff to assess nutrition services.    Collects 
product information from vendors to effectively allocate resources.Analyzing Data or Information:    Compares patients’ 
data against program nutrition risk criteria to ensure compliance.    Evaluates documentation of nutrition goals and 
stages of change to determine compliance according to program policies and procedures.    Identifies and assess 
community nutrition trends and needs at the state level to develop appropriate services for the public.    Analyzes 
reports to be used throughout the state to meet program requirements.Making Decisions and Solving Problems:    
Develops appropriate nutrition services plans to comply with program guidelines and practice standards.    Develops 
solutions to customer issues at state or regional level to better serve the population.    Interprets guidance documents 
to prepare program materials for technical assistance and consultation for program customers.Evaluating Information to 
Determine Compliance with Standards:    Evaluates information collected during clinic and regional reviews to determine 
compliance with laws, regulations, and standards.    Evaluates guidance documents to prepare program material for 
staff.    Determines evidence based information and data to target statewide needs and services.Updating and Using 
Relevant Knowledge:    Maintains continuing education as required by the Commission of Dietetic Registration.    
Attends required trainings in order to stay up to date with current knowledge and policies.    Develops and maintains e-
learning modules for program staff and participates to comply with state plan of operation, as required.Communicating 
with Persons Outside Organization:    Identifies and contacts health care providers and staff of health facilities, health 
department programs, and agencies within the community that can offer medical care and social services assistance to 
patients.    Maintains knowledge of community resources to provide referrals and resources to public.    Promotes 
community nutrition and education activities for healthy lifestyle behavior changes.    Collaborates with community 
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groups to provide nutrition expertise.Training and Teaching Others:    Conveys information on nutrition issues by using 
multiple media to promote lifestyles behaviors.    Serves as the nutrition expert on multi-agency committees by 
providing technical nutrition information and advice.    Develops and provides orientation and training using a variety of 
teaching strategies and tools to comply with polices and program guidelines.Interpreting the Meaning of Information for 
Others:    Interprets and explains nutrition information to others to promote understanding and/or comply with program 
guidelines.    Develops guidance documents for program activities to provide instruction and assistance for compliance 
with program guidelines.Monitor Processes, Materials, or Surroundings:    Assesses clinic environment to ensure 
compliance with federal and state polices and procedures.    Monitors program documentation and processes to ensure 
adherence to polices and program guidelines.Performing Administration Activities:    Maintains reports as required by 
laws, regulations and standards.    Prepares reports as directed by supervisors to track activities.Monitoring and 
Controlling Resources:    Monitors and inventories resources according to policies and program guidelines, as needed.    
Allocates resources to ensure adequate distribution within the state.Staffing Organizational Units:    Participates in the 
recruiting, interviewing, hiring, and promotion process to fill staff positions.    Evaluates and/or recommends staffing 
patterns for provision of all program services.Identifying Objects, Actions, and Events:    Identifies trends and needs for 
services for the target population to comply with program state and federal rules, regulations, and 
guidelines.Establishing and Maintaining Interpersonal Relations:    Develops and maintains constructive and cooperative 
working relationships with others to promote effective work environment.Performing for or Working Directly with the 
Public:    Deals with public complaints and inquires to program operations in a professional manner.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimates cost, time, materials, and resources to 
provide training, educational opportunities, and program enhancements.Judging the Qualities of Things, Services, or 
People:    Evaluates how well a subordinate or peer performs according to policies and program guidelines.Resolving 
Conflicts and Negotiating with Others:    Handles complaints and misunderstandings to minimize disputes and facilitate 
positive relationships.Provide Consultation and Advice to Others:    Provides technical assistance and expertise to upper 
management or other groups on nutrition and work related topics to provide continuous quality 
improvements.Processing Information:    Compiles, tabulates, and verifies evidence based information and data to 
target statewide needs and services.Developing Objectives and Strategies:    Assists and/or develops long range goals 
and objectives to provide supplement nutrition programs and services.Organizing, Planning, and Prioritizing Work:    
Develops specific goals and plans to prioritize, organize, and accomplish the work in an efficient manner.Selling or 
Influencing Others:    Influences others using motivational techniques to serve internal and external 
customers.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, co-workers, and 
subordinates using multiple media to effectively relay work related information. Coordinating the Work and Activities of 
Others:    Coordinates with state and regional staff to accomplish goals and objectives.Thinking Creatively:    Develops 
systems and ideas to contribute or enhance the delivery of quality nutrition Services, as required.Scheduling Work and 
Activities:    Schedules activities for subordinates to assure the provision of quality nutrition services.Coaching and 
Developing Others:    Mentors others to improve their knowledge, skills, and motivation.Developing and Building Teams:    
Identifies developmental opportunities appropriate for staff to improve team development. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Problem Solving    Delegation    Informing    Written 
Communications    Approachability    Building Effective Teams    Interpersonal Savvy    Managing Diversity    
ListeningKnowledge:    Administrative and Management    Customer and Personal Services    Education and 
TrainingSkills:    Active Learning    Active Listening    Writing    Judgment and Decision MakingAbilities:     Oral 
Comprehension    Oral Expression    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Impedance Meters    Personal Computer    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Retail Sales 
Equipment    Electronic Devices    Smart Phone    Other office related equipment as required    Various medical 
equipment and devices 
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072901 - OCC SAF SPECIALIST 1** 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6758 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree in safety, 
industrial engineering, sciences or other related field.ORAn associate’s degree in safety, industrial engineering, sciences 
or other related field and two or more years of experience in occupational safety and health inspection 
work.Substitution of Education for Experience:  NoneSubstitution of Experience for Education:  None.  
 
Other Requirements: 
   Necessary Special Qualifications:  A valid vehicle operator’s license is required for employment.*Examination Method:  
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
 Summary:  Under immediate supervision, is responsible for professional occupational safety inspection work of routine 
difficulty, and performs related work as required.Distinguishing Features:  This is the entry level class in the Occ Saf 
Specialist sub-series. An employee in this class learns to perform routine safety inspections under the guidance of and 
training by a specialist of higher classification. As knowledge and experience are gained, employees are assigned 
increasingly responsible inspection assignments. This class differs from the Occ Saf Specialist 2 in that an incumbent of 
the latter performs at the intermediate level.  This class flexes to and differs from the Occ Saf Specialist 3 in that an 
incumbent of the latter performs complex technical consultative inspections or complex regulatory inspections.*An 
applicant appointed to this flexibly staffed class will be reclassified to the Occ Saf Specialist 3 after successful completion 
of a mandatory two year training period; inadequate or marginal performance during the training period will result in 
automatic demotion or termination.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings  Learns how to investigate industrial and construction 
accidents/fatalities/catastrophes by assisting senior staff. Learns how to investigate all relevant work places to identify 
hazards by assisting senior staff. Inspecting Equipment, Structures, or Material  Learns how to inspect work activities, 
equipment, structures, or material to identify hazards and or safety violations. Learns how to conduct inspections. 
Evaluating Information to Determine Compliance with Standards                                     Learns how to use relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards Learns how to determine violations or non-violation of standards or hazards by collecting relevant facts from 
various resources and documentation during the investigation Processing Information  Learns how to collect information 
and analyzes documentation to develop case file. Estimating the Quantifiable Characteristics of Products, Events, or 
Information   Learns how to use various types of measuring equipment in performing inspections. Performing General 
Physical Activities Performs physical activities in a variety of environments that require considerable use of your arms 
and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials 
Interacting With Computers Learns how to use agency specific software. Uses computers and computer systems 
(including hardware and software) to enter data, or process information.      Resolving Conflicts and Negotiating with 
Others Learns how to handle complaints, settle disputes, and resolve grievances and conflicts, or otherwise negotiate 
with others.               Communicating with Persons Outside Organization Learns how to act as a technical advisor in a full 
range of public or private sector facilities to aide the employer with compliance issues. Communicates with various 
individuals in writing and verbally Repairing and Maintaining Electronic Equipment Maintain equipment used in 
inspections as directed. ¿¿¿¿¿¿¿Getting Information Learns how to review and research printed and electronic 
documents to gain knowledge of occupational safety standards. Learns how to receive and process pertinent 
information verbally or electronically such as complaints, referrals,  fatalities, requests for consultation, etc. Learns how 
to review the history of the company for past inspection data. Organizing, Planning, and Prioritizing Work Learns how to 
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prioritize work to meet deadlines for required reports.                    Operating Vehicles, Mechanized Devices, or 
Equipment  Requires a valid operator’s license and reliable vehicle to travel to and from inspections.            
Communicating with Supervisors, Peers, or Subordinates Provides information to supervisors and co-workers by 
telephone, in written form, e-mail, or in person. Updating and Using Relevant Knowledge Reviews standards, directives, 
interpretations, Field Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as needed to stay 
current in Occupational Safety and Health trends.    Attends staff meetings, formal and informal training as required.                       
Establishing and Maintaining Interpersonal Relationships Develops constructive and cooperative working relationships 
with others, and maintain them over time.Developing and Building Teams  Encourages and builds mutual trust, respect, 
and cooperation among team members.    Performing Administrative Activities  Performs day-to-day administrative 
tasks such as maintaining information files and processing paperwork.  Scheduling Work and Activities  Works with 
supervisor to set schedule to meet established goals.                            Selling or Influencing Others  Learns how to market 
services of the on-site consultation program to employers 
 
Competencies (KSA’s): 
Competencies:1.   Technical Learning2.   Functional/Technical Competency3.   Decision Quality4.   Problem Solving5.   
Dealing with Ambiguity6.   Time Management7.   Organizing8.   Informing9.   Conflict Management10. Written 
Communication11.  Ethics and Values12.  Customer Focus13.  Listening14.  Self Development15. Composure   
Occupational Safety and Health Computers and Electronics Customer and Personal Service Basic Mathematics Law and 
Government Mechanical Building and Construction Basic Principals of Engineering and Technology Basic Chemistry 
Knowledge Basic Understanding of Diagrams and Blueprints Production and Processing Basic Knowledge of PhysicsSkills: 
Reading Comprehension Speaking Writing Active Listening Active Learning Critical Thinking Judgment and Decision 
Making Time Management Learning Strategies Monitoring Complex Problem Solving Science Service Orientation 
Coordination Social Perceptiveness Systems Analysis Operation Monitoring Abilities: Written Comprehension Written 
Expression Oral Comprehension Oral Expression Deductive Reasoning Information Ordering Memorization Inductive 
Reasoning Selective Attention Visualization Problem Sensitivity Spatial Orientation Stamina Time Sharing Category 
Flexibility  
 
Tools and Equipment Used: 
            1.   Personal Computer               2.   Telephone               3.    Fax Machine               4.    Printer               5.    Copy 
Machine               6.    Motor Vehicles               7.    Cameras               8.    Flashlight               9.    Measuring Devices               
10.  Electrical Testers               11.  Personal Protective Equipment                         
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072902 - OCC SAF SPECIALIST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6760 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree in safety, 
industrial engineering, sciences or other related field and experience equivalent to one year of full-time professional 
occupational safety inspection work.ORAn associate’s degree in safety, industrial engineering, sciences or other related 
field and three or more years of experience in occupational safety inspection work.Substitution of Education for 
Experience: Additional qualifying graduate coursework in one of the above fields may be substituted for the required 
experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: Qualifying full-
time professional experience in occupational safety inspection may be substituted for the required education, on a year-
for year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Successful completion of initial basic Federal OSHA courses is required.  A    valid 
vehicle operator’s license is required for employment.*Examination Method:  Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional occupational safety inspection work of average 
difficulty and performs related work as required. Distinguishing Features:  This is the intermediate level class in the Occ 
Saf Specialist sub-series.  An employee in this class performs a full range of occupational safety inspections. This class 
differs from the Occ Saf Specialist 1 in that an incumbent of the latter performs at the entry level.  This class flexes to 
and differs from Occ Saf Specialist 3 in that an incumbent of the latter performs complex technical consultative 
inspection work.*An applicant appointed to this flexibly staffed class will be reclassified to the Occ Saf Specialist 3 after 
successful completion of a mandatory one year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings Investigates industrial and construction accidents/fatalities/catastrophes. 
Investigates all relevant work places to identify hazards. Inspecting Equipment, Structures, or Material  Conducts 
inspections of increasing degrees of complexity while working independently. Inspects work activities, equipment, 
structures, or material to identify hazards and or safety violations.  Processing Information Collects information and 
analyzes documentation to develop case file. Evaluating Information to Determine Compliance with Standards                
Determines violations or non-violation of standards or hazards by collecting relevant facts from various resources  and 
documentation during the investigation. Uses relevant information and individual judgment to determine whether 
events or processes comply with laws,  regulations, or standards. Estimating the Quantifiable Characteristics of Products, 
Events, or Information  Uses various types of measuring equipment in performing inspections. Resolving Conflicts and 
Negotiating with Others Handle complaints, settle disputes, and resolve grievances and conflicts, or otherwise negotiate 
withothers.                         Communicating with Persons Outside Organization Acts as a technical advisor in a full range of 
public or private sector facilities to aide the employer with compliance issues. Communicates with various individuals in 
writing and verbally. Performing General Physical Activities Performs physical activities in a variety of environments that 
require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, stooping, and handling of materials. Interacting With Computers Uses computers and computer systems 
(including hardware and software) to enter data, or process information. Organizing, Planning, and Prioritizing Work 
Prioritizes work to meet deadlines for required reports.  Repairing and Maintaining Electronic Equipment Maintains 
equipment used in inspections as directed. Operating Vehicles, Mechanized Devices, or Equipment Requires a valid 
operator’s license and reliable vehicle to travel to and from inspections.          Coaching and Developing Others  Mentors, 
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or otherwise helps to improve others knowledge or skills. Communicating with Supervisors, Peers, or Subordinates 
Provides information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail or in person. 
Getting Information Reviews and researches printed and electronic documents to gain knowledge of occupational safety 
standards.  Receives and processes pertinent information verbally or electronically such as complaints, referrals, 
fatalities, requests for consultation, etc.  Reviews the history of the company for past inspection data. Developing and 
Building Teams             Encourages and builds mutual trust, respect, and cooperation among team members.      Updating 
and Using Relevant Knowledge Reviews standards, directives, interpretations, Field Operations Manual (FOM), 
Consultation Policies and Procedures Manual (CPPM) as needed to stay current in Occupational Safety and Health 
trends.   Attends staff meetings, formal and informal training as required.           Training and Teaching Others  Assists in 
the training and development of the lower classifications of Occupational Safety Specialist and/or others.   May assist in 
the preparation of occupational safety lesson plans and training programs. Establishing and Maintaining Interpersonal 
Relationships Develops constructive and cooperative working relationships with others, and maintain them over time.                                
Performing Administrative Activities  Performs day-to-day administrative tasks such as maintaining information files, and 
processing   ¿paperwork.  Scheduling Work and Activities  Works with supervisor to set schedule to meet established 
goals.                                         Selling or Influencing Others Markets services of the on-site consultation program to 
employers 
 
Competencies (KSA’s): 
Knowledge:    Occupational Safety and Health Law and Government Basic Mathematics Building and Construction 
Computers and Electronics Customer and Personal Service Mechanical Production and Processing Basic Chemistry 
Knowledge Basic Principals of Engineering and Technology Basic Understanding of Diagrams and Blueprints Basic 
Knowledge of Physics Skills:  Speaking Writing Reading Comprehension Active Learning Active Listening Critical Thinking 
Learning Strategies Judgment and Decision Making Complex Problem Solving Time Management Instructing 
Coordination Negotiation Operation Monitoring Service Orientation Monitoring Persuasion Social Perceptiveness 
Equipment Selection Science Systems Analysis  Abilities:  Written Comprehension Oral Comprehension Written 
Expression Oral Expression Deductive Reasoning Memorization Stamina Inductive Reasoning Information Ordering 
Problem Sensitivity Selective Attention Visualization Spatial Orientation Time Sharing Category Flexibility  
 
Tools and Equipment Used: 
                1.   Personal Computer               2.   Telephone               3.    Fax Machine               4.    Printer               5.    Copy 
Machine               6.    Motor Vehicles               7.    Cameras               8.    Flashlight               9.    Measuring Devices               
10.  Electrical Testers               11.  Personal Protective Equipment                        
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072903 - OCC SAF SPECIALIST 3* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3339 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree in safety, 
industrial engineering, sciences or other related field and experience equivalent to two years of full-time increasingly 
responsible professional occupational safety inspection work. OR An associate's degree in safety, industrial engineering, 
sciences or other related field and four or more years of experience in occupational safety and health inspection 
work.Substitution of Education for Experience: Additional qualifying graduate coursework in one of the above fields may 
be substituted for the required experience, on a year-for-year basis, to a maximum of one year. Substitution of 
Experience for Education: Qualifying full-time professional experience in occupational safety inspection may be 
substituted for the required education, on a year-for year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Successful completion of initial basic Federal OSHA courses is required. A valid vehicle 
operator's license is required for employment in some positions. Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional consultative occupational safety inspection work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the working level class in 
the Occ Saf Specialist sub-series. An employee in this class performs complex technical consultative inspections or 
complex regulatory inspections. ,This class is flexibly staffed with and differs from Occ Saf Specialist 2 in that an 
incumbent of the latter performs at the intermediate level. This class is also flexibly staffed with the Occ Saf Specialist 1.  
This class differs from Occ Saf Specialist Supervisor in that an incumbent of the latter performs at the first supervisory 
level.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:     Investigates industrial and construction 
accidents/fatalities/catastrophes.     Investigates industrial facilities and construction sites to identify hazards.Inspecting 
Equipment, Structures, or Material:     Conducts inspections of varying degrees of complexity while working 
independently.    Inspects work activities, equipment, structures, or material to identify hazards and or safety 
violations.Evaluating Information to Determine Compliance with Standards:                                      Uses relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards.    Determines violations or non-violation of standards or hazards by collecting relevant facts from various 
resources and documentation during the investigation.    Getting Information:    Reads printed and electronic documents 
to gain knowledge of occupational safety standards.    Reviews the history of the company for past inspection data.    
Receives and processes pertinent information verbally or electronically such as complaints, referrals, fatalities, requests 
for consultation, etc.Communicating with Persons Outside Organization:    Acts as a technical advisor in a full range of 
public or private sector facilities to aide the employer with compliance issues.    Communicates with various individuals 
in writing and verbally.Updating and Using Relevant Knowledge:    Reviews standards, directives, interpretations, Field 
Operations Manual (FOM), Consultation Policies and Procedures Manual (CPPM) as needed to stay current in 
Occupational Safety and Health trends.       Attends staff meetings, formal and informal training as required.                 
Processing Information:    Collects information and analyzes documentation to develop case file.Resolving Conflicts and 
Negotiating with Others:    Handles complaints, settle disputes, and resolve grievances and conflicts, or otherwise 
negotiate with others.               Estimating the Quantifiable Characteristics of Products, Events, or Information:    Uses 
various types of measuring equipment in performing inspections.Interacting With Computers:    Uses computers and 
computer systems (including hardware and software) to enter data, or process information.Performing General Physical 
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Activities:    Performs physical activities in a variety of environments that require considerable use of your arms and legs 
and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.Repairing 
and Maintaining Electronic Equipment:    Maintains and calibrates equipment used in inspections as directed.Organizing, 
Planning, and Prioritizing Work:    Prioritizes work to meet deadlines for required reports.Operating Vehicles, 
Mechanized Devices, or Equipment:    Requires a valid operator’s license and reliable vehicle to travel to and from 
inspections.       Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Coaching and Developing Others:     
Mentors, or otherwise helps subordinates to improve their knowledge or skills.Developing and Building Teams:     
Encourages and builds mutual trust, respect, and cooperation among team members. Training and Teaching Others:    
Assists in the training and development of the lower classifications of Occupational Safety Specialist and/or others.      
May assist in the preparation of occupational safety lesson plans and training programs.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, and maintain 
them over time.Scheduling Work Activities:     Works with supervisor to set schedule to meet established goals.                 
Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information files, 
and processingpaperwork.             Selling or Influencing Others:    Markets services of the on-site consultation program to 
employers. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Technical Learning    Problem Solving    Dealing 
with Ambiguity    Time Management    Organizing    Informing    Conflict Management    Written Communication    Ethics 
and Values    Customer Focus    Listening    Composure    Self DevelopmentKnowledge:     Occupational Safety and Health    
Law and Government    Computers and Electronics    Basic Mathematics    Building and Construction    Customer and 
Personal Service    Mechanical    Production and Processing    Basic Understanding of Diagrams and Blueprints    Basic 
Principals of Engineering and Technology    Basic Chemistry Knowledge    Basic Knowledge of PhysicsSkills:    Speaking    
Writing    Reading Comprehension    Active Learning    Critical Thinking    Active Listening    Complex Problem Solving    
Judgment and Decision Making    Time Management    Instructing    Operation Monitoring    Equipment Selection    
Negotiation    Learning Strategies    Monitoring    Persuasion    Systems Analysis    Coordination    Service Orientation    
Social Perceptiveness    ScienceAbilities:    Written Comprehension    Written Expression    Oral Comprehension    Oral 
Expression    Deductive Reasoning    Inductive Reasoning    Visualization    Information Ordering    Memorization    
Selective Attention    Problem Sensitivity    Stamina    Spatial Orientation    Time Sharing    Category Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment  
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072905 - OCC SAF SPECIALIST MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3364 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in safety or 
industrial engineering or other acceptable field and experience equivalent to substantial (five or more years of) full-time 
increasingly responsible professional occupational safety inspection work including, at least, one year of supervisory 
work. Substitution of Education for Experience: Additional qualifying graduate coursework in one of the above fields 
may be substituted for the required experience, on a year-for-year basis, to a maximum of two years, there being no 
substitution for the required one year of specialized experience. Substitution of Experience for Education: Qualifying 
full-time professional occupational safety inspection experience may be substituted for the required education, on a 
year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Successful completion of initial basic Federal OSHA 
courses is required.    A valid vehicle operator’s license may be required for employment in some positions.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional occupational safety inspection work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: 
This is the highest supervisory class in the Occ Saf Specialist sub-series. An employee in this class is responsible for 
supervisory work in administering a statewide safety inspection program such as Consultation Resources, Safety 
Standards Enforcement, Public Sector Operations, or Standards & Procedures. This class differs from supervisory 
occupational safety inspection work in an assigned geographical area of the state and would report to an employee of 
this class. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes and resolves grievances and 
conflicts, or otherwise negotiates with others.Evaluating Information to Determine Compliance with Standards:    Use 
relevant information and individual judgment to determine whether events or processes comply with laws, regulations 
or standards.    Determine violations or non-violation of standards or hazards by reviewing relevant facts from various 
resources and documentation during the investigation.Inspecting Equipment, Structures or Material:    Conduct 
inspections of high complexity.    Conduct evaluation inspections with new compliance officers.Coordinating the Work 
and Activities of Others:    Supervises, oversees and maintains production and performances of area offices.Making 
Decisions and Solving Problems:    Analyzes information and evaluates results to choose the best solution to resolve 
issues.Organizing, Planning and Prioritizing Work:    Prioritize work of subordinates and self to meet deadlines and 
division goals and objectives.    Assist in the development of division goals and objectives.Processing Information:    
Reviews completed reports and case files for accuracy.    Oversees the collection of information and analyzes 
documentation.    Forwards completed case files to Administrator for issuance of citations/penalties.Guiding, Directing 
and Motivating Subordinates:    Provide guidance and direction to subordinates, including setting performance 
standards and monitoring performance.    Monitors and ensures production levels to meet established 
benchmarks.Provide Consultation and Advice to Others:    Provide guidance and expert advice to management or other 
groups on technical, systems or process-related topics.Developing Objectives and Strategies:    Establish long-range 
objectives and specifying the strategies and actions to achieve them.Developing and Building Teams:    Develops, builds 
and leads teams to achieve the agency’s mission.    Conducts staff meetings, formal and informal training.    Encourages 
and builds mutual trust, respect and cooperation among team members.Analyzing Data or Information:    Analyze data 
to establish and meet goals and objectives.    Analyze data to establish past performance.Staffing Organizational Units:    
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Participates in the interview, hiring and promotional processes.Communicating with Supervisors, Peers or Subordinates:    
Provides information to supervisors, co-workers and subordinates by telephone, in written form, e-mail or in 
person.Communicating with Persons Outside Organization:    Communicates with various individuals in writing and 
verbally.    Act as technical advisor in a full range of public or private sector facilities to aid the employer with compliance 
issues.    Schedules and conducts conferences with employers.Performing Administrative Activities:    Interact with public 
to provide quality customer service.    Administers and complies with the state performance management system.    
Perform day-to-day administrative tasks such as maintaining information files, approving time and travel claims and 
processing paperwork.Getting Information:    Reads printed and electronic documents to gain knowledge of 
occupational safety standards.    Receives and processes pertinent information verbally or electronically such as 
complaints, referrals, fatalities, requests for consultation, etc.Monitoring and Controlling Resources:    Ensure efficient 
allocation of division resources.Training and Teaching Others:    Oversees and participates in training and development 
of Occupational Safety Specialists and/or others to perform major job functions.    Prepares and administers 
occupational safety lesson plans and training programs.Documenting/Recording Information:    Enter data to update 
applicable information systems.Establishing and Maintaining Interpersonal Relationships:    Develop constructive and 
cooperative working relationships with others, maintaining them over time.Updating and Using Relevant Knowledge:    
Reviews standards, directives, and interpretations, Field Operations Manual (FOM), Consultation Policies and 
Procedures Manual (CPPM) as needed to stay current in Occupational Safety and Health trends    Attend staff meetings 
with upper management.    May attend required training as scheduled.Interacting with Computers:    Use computers and 
computer systems (including hardware and software) to enter data, or process information.Coaching and Developing 
Others:    Mentors, or otherwise helps subordinates to improve their knowledge or skills.Repairing and Maintaining 
Electronic Equipment:    Ensures appropriate equipment is available for compliance officers and supervisors.Scheduling 
Work and Activities:    Schedules informal conferences with employers/employees.    Schedules subordinates for 
training, conferences and inspections.Interpreting the Meaning of Information for Others:    Use translation resources as 
appropriate.Performing General Physical Activities:    May perform physical activities that require considerable use of 
your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping and handling of 
materials.Operating Vehicles, Mechanized Devices or Equipment:    Require a reliable vehicle to travel to and from 
inspections.Selling or Influencing Others:    Market services of the TOSHA Division. 
 
Competencies (KSA’s): 
Competencies:    Command Skills    Hiring & Staffing    Managerial Courage    Intellectual Horsepower    Ethics and Values    
Listening    Motivating Others    Integrity and Trust    Developing Direct Reports    Decision Quality    
InformingKnowledge:    Customer and Personal Service    Basic Math    Education and Training    Administration and 
Management    Basic Personnel and Human Resources    Law and Government    Building and Construction    Mechanical    
Engineering and TechnologySkills:    Reading Comprehension    Speaking    Writing    Judgment and Decision Making    
Active Learning    Active Listening    Complex Problem Solving    Critical Thinking    Monitoring    Learning Strategies    
Mathematics    Management of Financial Resources    Science    Equipment SelectionAbilities:    Oral Expression    Speech 
Clarity    Written Comprehension    Written Expression    Speech Recognition    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment    Industrial Hygiene Equipment    Amber Car 
Beacon 
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072904 - OCC SAF SPECIALIST SUPERVISOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3352 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in safety or 
industrial engineering or other acceptable field and experience equivalent to three years of full-time increasingly 
responsible professional safety inspection work. Substitution of Education for Experience: Additional qualifying graduate 
coursework in one of the above fields may be substituted for the required experience, on a year-for-year basis, to a 
maximum of one year. Substitution of Experience for Education: Qualifying full-time professional experience in 
occupational safety inspection may be substituted for the required education, on a year-for year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Successful completion of the initial basic Federal OSHA 
courses is required.    A valid State of Tennessee Operator’s License is required. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional occupational safety inspection work of considerable 
difficulty and supervisor work of routine difficulty; and performs related work as required. Distinguishing Features: This 
is the first supervisor class in the Occ Saf Specialist sub-series. An employee in this class performs supervisor 
occupational safety inspection work in an assigned geographical area of the state. This class differs from that of Occ Saf 
Specialist 3, in that an incumbent of the latter performs complex technical work. This class differs from Occ Saf Specialist 
Manager in that an incumbent of the latter performs at the highest supervisory level, responsible for administering a 
statewide occupational safety inspection program. 
 
Work Activities: 
Analyzing Data or Information:     Reviews inspection reports for accuracy and content.Evaluating Information to 
Determine Compliance with Standards:    Determine violations or non-violation of standards or hazards by collecting 
relevant facts from various resources and documentation during the investigation.    Use relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations or standards.Processing 
Information:    Collects information and analyzes documentation to develop case file.    Reviews completed reports and 
case files.Inspecting Equipment, Structures or Material:    Conduct inspections of high complexity.    Inspects work 
activities, equipment, structures or material to identify hazards and/or safety violations.Organizing, Planning and 
Prioritizing Work:    Prioritize work of subordinates and self to meet deadlines for required reports.Guiding, Directing 
and Motivating Subordinates:    Monitors and ensures production levels to meet established benchmarks.Monitor 
Processes, Materials or Surroundings:    Investigate industrial facilities and construction sites to identify hazards.    
Investigate industrial and construction accidents.Resolving Conflicts and Negotiating with Others:    Handles complaints, 
settles disputes and resolves grievances and conflicts, or otherwise negotiates with others.Coordinating the Work and 
Activities of Others:    Supervises, oversees and maintains production and performances of occupational safety field 
case-work.Training and Teaching Others:    Trains and develops Occupational Safety Specialists and/or others to perform 
major job functions.    Prepares and administers occupational safety lesson plans and training programs.Performing 
General Physical Activities:    Performs physical activities in a variety of environments that require considerable use of 
your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping and handling of 
materials.Communicating with Supervisors, Peers or Subordinates:    Provides information to supervisors, co-workers 
and subordinates by telephone, in written form, e-mail, or in person.Interacting with Computers:    Use computers and 
computer systems (including hardware and software) to enter data, or process information.Provide Consultation and 
Advice to Others:    Provide guidance and expert advice to management or other groups on technical, systems or 
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process-related topics.Performing Administrative Activities:    Perform day-to-day administrative tasks such as 
maintaining information files, approving time and travel claims, and processing paperwork.    Administers and complies 
with the state performance management system.    Ensure efficient operation of area office including ordering supplies, 
allocating resources, etc.    Interact with public to provide quality customer service.Coaching and Developing Others:    
Mentors, or otherwise helps subordinates to improve their knowledge or skills.Developing and Building Teams:    
Encourages and builds mutual trust, respect and cooperation among team members.    Conducts staff meetings, formal 
and informal training.    Develops, builds, and leads teams to achieve the agency’s mission.Staffing Organizational Units:    
Participates in the interview, hiring and promotional processes.Getting Information:    Reads printed and electronic 
documents to gain knowledge of occupational safety standards.    Review the history of the company for past inspection 
data.    Receives and processes pertinent information verbally or electronically such as complaints, referrals, fatalities, 
requests for consultation, etc.    Documents hazards through pictures, measurements, witness interviews and 
observation.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working 
relationships with others, and maintains them over time.Scheduling Work and Activities:    Schedules subordinates for 
training, conferences and inspections.    Schedules informal conferences with employers/employees.Communicating 
with Persons Outside Organization:    Act as a technical advisor in a full range of public or private sector facilities to aid 
the employer with compliance issues.    Communicates with various individuals in writing and verbally.    Schedules and 
conducts conferences with employers.Interpreting the Meaning of Information for Others:    Use translation resources 
as appropriate.Operating Vehicles, Mechanized Devices or Equipment:    Require a reliable vehicle to travel to and from 
inspections.Updating and Using Relevant Knowledge:    Attend staff meetings with upper management.    Reviews 
standards, directives, and interpretations, Field Operations Manual (FOM), Consultation Policies and Procedures Manual 
(CPPM) as needed to stay current in occupational safety and health trends.    Attend required training as 
scheduled.Documenting/Recoding Information:    Enter data to update applicable information systems.Repairing and 
Maintaining Electronic Equipment:    Ensures equipment is maintained and calibrated for use in inspections.Selling or 
Influencing Others:    Market services of the on-site consultation program to employers. 
 
Competencies (KSA’s): 
Competencies:    Developing Direct Reports    Written Communication    Decision Quality    Technical Learning    Directing 
Others    Time Management    Timely Decision Making    Ethics and Values    Integrity and Trust    Fairness to Direct 
ReportsKnowledge:    Customer and Personal Service    Education and Training    Law and Government    Basic Math    
Administration and Management    Engineering and Technology    Mechanical    Basic Personnel and Human Resources    
Building and ConstructionSkills:    Active Learning    Active Listening    Critical Thinking    Speaking    Writing    Judgment 
and Decision Making    Reading Comprehension    Equipment Selection    Instructing    Time Management    Negotiation    
Systems Evaluation    Management of Personnel Resources    Service Orientation    Social Perceptiveness    Learning 
Strategies    Mathematics    Science    Coordination    Persuasion    Management of Material Resources    
MonitoringAbilities:    Written Comprehension    Written Expression    Deductive Reasoning    Oral Comprehension    
Inductive Reasoning    Oral Expression    Speech Clarity    Speech Recognition    Problem Sensitivity    Selective Attention    
Time Sharing    Information Ordering    Auditory Attention    Memorization    Mathematical Reasoning    Extent Flexibility    
Depth Perception 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Flashlight    
Measuring Devices    Electrical Testers    Personal Protective Equipment    Industrial Hygiene Equipment    Amber Car 
Beacon 
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072671 - OCC THERAPIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2006 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in occupational 
therapy; successful completion of the career mobility requirements established by the American Occupational Therapy 
Association may be substituted for the required degree. 
 
Other Requirements: 
Necessary Special Qualifications: Certified or temporarily permitted to practice as a Registered Occupational Therapist 
by the Board of Occupational Therapy. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional occupational therapy work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the entry-
working class in the Occ Therapist sub-series. An employee in the class is responsible for professional-level occupational 
therapy work and directs occupational treatment programs involving the use of purposeful activities for individuals who 
are limited by physical illness or injury, psychosocial dysfunction, developmental or learning disabilities, environmental 
deprivation, or the aging process. This class differs from Occ Therapy Director in that an incumbent of the latter directs 
all professional and paraprofessional occupational therapy personnel at a facility or agency. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:     Monitors how caregivers are implementing programs to see if 
anything needs to be modified or if staff needs additional training.    Monitors effectiveness of occupational therapy 
programs to determine if anything needs to be modified.    Monitors how persons served perform tasks to make sure 
that they can perform them safely and to increase their independence.    Serves as a member of an interdisciplinary 
therapy team to monitor individual-specific therapy programs and make recommendations regarding their 
effectiveness.    Monitors the environment of persons served to make sure that it optimizes their safety, health, and 
independence.     Monitors use of equipment to make sure that it is being used safely.Interpreting the Meaning of 
Information for Others:     Explains assessment results, medical terminology, and plans of care to provide clarity and 
understanding in a manner appropriate for the individuals served as well as families/caregivers and other professionals.    
Develops instructions for staff/caregivers as it relates to their plans of care.    Instructs paraprofessional staff on how to 
implement plans of care.Training and Teaching Others:    Develops formal educational or training programs within scope 
of practice.    Identifies the educational needs of others.    Implements trainings for other staff.Judging the Qualities of 
Things, Services, or People:    Assesses skills, barriers, and health and safety needs of persons served and/or staff to 
determine the need for interventions related to occupational performance to maintain or improve quality of life.    
Assesses the clinical performance of paraprofessional staff.Organizing, Planning, and Prioritizing Work:    Organizes and 
prioritizes personal workload and the workloads of paraprofessional staff to ensure timely and accurate completion of 
work.    Delegates tasks to paraprofessional staff to ensure that work is completed efficiently, accurately, and 
timely.Updating and Using Relevant Knowledge:    Maintains professional credentials required to perform job duties.    
Attends conferences, in-service training, continuing education meetings, and other related meetings to stay up-to-date 
in the occupational therapy field as required.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the amount of space that will be needed to add a piece of equipment to a designated area.    
Estimates the time and number of appointments it will take to provide persons served with the services and/or 
equipment they need.Performing Administrative Activities:    Enters time worked and leave/overtime requests into Time 
and Labor database as required.    Files documents as necessary.Thinking Creatively:    Develops, designs, creates, or 
alters equipment, treatments, or programs to assist in achieving optimal person-centered outcomes.Processing 
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Information:    Administers general and/or specialized assessments related to occupational performance as established 
by best practice to determine the need for intervention.Documenting/Recording Information:    Documents assessments 
and evaluations completed and services provided to meet professional, facility, state, and federal guidelines.Identifying 
Objects, Actions, and Events:    Identifies changes in health status and/or behavior so that modifications to the 
environment, circumstances, or interventions can be made.Analyzing Data or Information:    Analyzes data collected 
during individual-specific assessments to determine the most appropriate intervention(s) for each person 
served.Inspecting Equipment, Structures, or Material:    Evaluates equipment, structures, and materials to identify 
potential problems or defects, and to determine their effectiveness and the need to modify or replace 
equipment.Making Decisions and Solving Problems:    Develops individual treatment strategies to promote optimal 
performance in activities of daily living, work, and leisure.Communicating with Persons Outside Organization:    
Communicates effectively with families, conservators, advocates, vendors, and others outside the department in person 
and through phone calls, e-mails, and written communications.Communicating with Supervisors, Peers, or Subordinates:    
Communicates effectively with planning team/Circle of Support in person and through phone calls, e-mails, and written 
communications.Getting Information:    Gathers information from persons served, caregivers, families, medical charts, 
other therapists and medical professionals, and by direct observation for assessment, screening, monitoring, 
intervention, and comprehensive evaluation purposes.Evaluating Information to Determine Compliance with Standards:    
Evaluates occupational therapy interventions to ensure compliance with professional, facility, state, and federal 
guidelines.Developing Objectives and Strategies:    Uses a person-centered approach to establish the plan of care to 
facilitate completion of outcomes and actions by the individual.Resolving Conflicts and Negotiating with Others:    
Develops strategies for conflict resolution while maintaining a respectful workplace/environment to achieve optimal 
outcomes.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Provides instructions for 
fabrication and use of assistive technology equipment and devices.Guiding, Directing, and Motivating Subordinates:    
Provides guidance and direction to paraprofessional staff, including setting performance standards and monitoring 
performance.Provide Consultation and Advice to Others:    Provides guidance and expert advice to management and 
others on technical, systems, or process-related topics.Establishing and Maintaining Interpersonal Relationships:    
Develops and maintains professional working relationships with internal and external business partners.Handling and 
Moving Objects:    Uses hands and arms to perform assessments, move equipment and materials, and transfer persons 
served.Assisting and Caring for Others:    Provides personal assistance and/or support to persons served, and family 
members/caregivers.Performing General Physical Activities:    Lifts, carries, balances, stoops, and walks while performing 
job duties.Developing and Building Teams:    Models effective performance for co-workers and paraprofessional and 
direct care staff to encourage success and enhance trust.Controlling Machines and Processes:    Utilizes assistive 
technology to improve independence, health, and safety of persons served.Scheduling Work and Activities:    
Collaborates with other team members to establish schedules and may be responsible for scheduling the work of other 
staff for coordination of care.Performing for or Working Directly with the Public:    Works directly with the public for the 
purpose of networking, community re-entry/integration, rehabilitation, community education, and program 
development.Interacting With Computers:    Uses office productivity software to complete job duties.Operating 
Vehicles, Mechanized Devices, of Equipment:    Operates a state motor vehicle to transport self and/or persons served 
to appointments, trainings, and outings, or to move equipment from one location to another. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Written Communications    Planning    Learning on the Fly    Perseverance    
Presentation Skills    Motivating Others    Conflict Management    CompassionKnowledge:    Intermediate knowledge of 
occupational therapy principles and methods    Intermediate knowledge of principles, methods, and procedures for 
diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for employment counseling    Basic 
knowledge of human behavior and performance; individual differences in ability, personality, and interests; learning and 
motivation    Basic clerical knowledge of word processing, forms design, electronic communications such as e-mail, and 
file managementSkills:    Intermediate active learning skills to provide optimal care    Intermediate critical thinking skills 
to identify the strengths and weaknesses of possible solutions, develop treatments, create effective training programs, 
and provide optimal care    Intermediate complex problem solving skills to identify and resolve health and safety barriers 
as they relate to occupational performance    Intermediate reading comprehension skills to provide optimal care    
Intermediate active listening skills to provide optimal care    Intermediate writing skills to communicate information and 
ideas so that others will understand    Intermediate speaking skills to convey occupational therapy information 
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effectively so that others will understand    Intermediate instruction skills to promote optimal performance of activities 
of daily living, work, and leisure, and to provide effective communication    Basic social perceptiveness skills to be 
sensitive to the reactions of others    Intermediate negotiation skills using a person-centered approach to bring others 
together and reconcile differences to promote optimal care    Intermediate systems analysis skills to determine the 
benefits and consequences of various options and to provide technical assistance to provider agencies and others to 
maximize health and safety of persons served    Intermediate technology skills to design, generate, or adapt equipment 
to maximize occupational performance of persons served    Intermediate equipment selection skills to increase 
independence and promote safety for persons served    Basic time management skills to effectively provide services    
Basic equipment maintenance skills to identify the need for and facilitation of maintenance completionAbilities:    
Fluency of Ideas    Inductive Reasoning    Oral Comprehension    Speech Recognition    Speech Clarity    Near Vision    
Gross Body Coordination    Gross Body Equilibrium    Depth Perception    Peripheral Vision    Spatial Orientation    Trunk 
Strength    Static Strength    Extent Flexibility 
 
Tools and Equipment Used: 
    Computer                                State Vehicle                           Digital camera                         Basic hand tools, such as 
screwdrivers, pliers, wrenches                      Goniometer                             Angle Finder                            Telephone                                
Laminator                                Color Printer                            Utility Knife                            CTX Machine    Tape Measure 
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024430 - OCC THERAPIST-NE 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1446 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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044551 - OCC THERAPY ASSIST (LICENSED) 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1963 
 
Minimum Qualifications: 
Education and Experience: Completion of an associate's degree in a curriculum for Occupational Therapy Assistants 
approved by the American Occupational Therapy Association and licensed or temporarily permitted to practice as an 
Occupational Therapy Assistant by the Health Related Board. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:    Possess a valid driver’s license if driving is an essential 
function of the position.Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, performs para-professional occupational therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the occupational therapy para-
professional series. An employee in this class performs para-professional occupational therapy work and is licensed or 
temporarily permitted to assist licensed occupational therapists or related professional therapists in developing and 
maintaining optimal physical and psychosocial functions of individuals engaged in group or individual therapy. This class 
differs from that of OCC Therapy Technician in that an incumbent of the latter does not possess the professional or 
advanced training in the anatomical, biological, and psychological and social sciences and is not required to practice 
occupational therapy as established by the Health Related Board. 
 
Work Activities: 
Thinking Creatively:    Develops designs, creates or adapts equipment, treatments and programs to assist in achieving 
individual optimal outcomes.Getting Information:    Gathers information through observation, chart review, interviews 
and team collaboration to determine need for occupational therapy intervention, to develop individualized treatment 
plans and/or to assess effectiveness of current treatment plans.Evaluating Information to Determine Compliance with 
Standards:    Uses relevant information and individual judgment to determine whether events or processes comply with 
occupational therapy, facility, federal and state guidelines.Performing General Physical Activities:    Performs physical 
activities that require considerable use of arms and legs and moving whole body, such as, but not limited to, lifting, 
balancing, walking, and stooping to carry-out the plan of treatment.Assisting and Caring for Others:    Assists individuals 
to restore lost skills, gain new skills or maintain existing skills through occupational therapy to promote positive 
individual outcomes.Provide Consultation and Advice to Others:    Provides specific consults as requested by other 
professionals for optimal outcomes to include, but not limited to, driving assessments, job site assessments, vision 
assessments, home safety and assistive technology.Communicating with Persons Outside the Organization:    Provides 
input and information including, but not limited to, outside agencies, vendors, manufacturers or medical personnel and 
other disciplines regarding progress and effectiveness of intervention to make certain an individual’s goals and 
objectives are being addressed.Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an 
individual's status such as medical or behavioral issues that may interfere with the implementation and performance of 
overall plan of care. Making Decisions and Solving Problems:    Performs assessments in specific functional areas such as, 
but not limited to, vision and activities of daily living to provide information to a licensed Occupational Therapist for the 
development of individualized treatment plans.Judging the Quality of Things, Services, and People:    Administers 
occupational therapy screenings or assessment procedures under the direction of a licensed Occupational Therapist in 
order to determine an individual's present skill level and needs of individual.    Assesses an individual's use of adaptive 
equipment while in treatment and reports the results to a licensed Occupational Therapist for further assessment to 
ensure positive individual outcomes.Resolving Conflicts and Negotiating with Others:    Develops strategies for conflict 
resolution while maintaining a respectful environment to achieve optimal outcomes.Training and Teaching Others:    
Implements treatment for an occupational therapy program under the direction of a licensed Occupational Therapist to 



 TN Job Classification Specifications  
September 22, 2020 

assist in achieving desired individual outcomes.    Trains/teaches individuals, families and/or caregivers on therapeutic 
interventions to carryover after discharge for positive outcomes.    Trains/teaches new and current employees through 
in-services, review of policies, procedures and job functions to establish clear expectations.    Trains/teaches students on 
policies, procedures and job functions as required by school guidelines.Documenting/Recording Information:    Records 
and maintains documentation in order to meet occupational therapy, facility, federal and state guidelines.Interpreting 
the Meaning of Information for Others:    Explains assessment results, medical terminology and treatment plans to 
provide clarity and understanding in a manner appropriate for the individuals under the supervision of a licensed 
Occupational Therapist.Controlling Machines and Processes:    Fabricates and modifies the size and design of adaptive 
equipment under the direction of a licensed Occupational Therapist to adapt equipment to individual needs.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to occupational 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.Staffing Organizational Units:    May conduct interviews 
with applicants and review resumes to identify relevant skills and work experience to assist in the selection of the most 
qualified candidates for job openings.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
working relationships with co-workers, supervisors and individuals to promote a positive work environment.Performing 
for or Working with the Public:    Works directly with the public for the purpose of marketing, community re-entry 
rehabilitation, community education and program development.Guiding, Directing, and Motivating Subordinates:    May 
supervise technicians or other subordinates by establishing caseloads and treatment plan components for timely 
implementation of services.Scheduling Work and Activities:    Schedules treatments and interventions for individuals 
receiving occupational therapy services/programs and may be responsible for scheduling the work of other staff for 
coordination of care.    Prioritizes and may delegate tasks to other staff to assist with carrying out treatment 
plans.Updating and Using Relevant Knowledge:    Attends conferences, in-service training, continuing education 
programs and other related meetings as required to stay up to date on new practices in the occupational therapy field 
specialty areas, such as, but not limited to, vision rehabilitation, assistive technology, sensory processing, mental health, 
traumatic brain injury and spinal cord injury.Communicating with Supervisors, Peers or Subordinates:    Provides input 
and information to a licensed Occupational Therapist and other disciplines regarding progress and effectiveness of 
intervention to make certain individual goals and objectives are being addressed.    May act as a resource person and 
provide guidance to co-workers to provide an efficient cohesive work environment.    Attends and participates in 
department staff meetings to stay abreast of new policy and procedure changes.Operating Vehicles, Mechanical 
Devices, or Equipment:    Operates state vehicles to transport individuals to community outings, trainings and 
appointments.Interacting with Computers:    Operates computer hardware and software, scanners and other equipment 
to complete reports, document collective data and to communicate with others to capture and maintain program 
information.Monitoring Processes, Materials, or Surroundings:    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Keeps equipment in good repair or refers to appropriate discipline to assure safety standards are met as directed.    
Requests supplies as needed to maintain appropriate supply inventories.    Maintains treatment area and/or working 
environment in orderly manner to ensure work areas function optimally.Performing Administrative Activities:    Enters 
personal time and leave/overtime request into appropriate database as required; responds to email, phone calls and 
other correspondence as required in a timely manner. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Decision Quality    Process Management    Drive for Results    Written Communication    
Composure    Customer Focus    Dealing with Paradox    Ethics and Values    Motivating OthersKnowledge:    Intermediate 
Knowledge of Occupational Therapy Principles and Methods    Intermediate Knowledge of Education & Training    
Intermediate Knowledge of PsychologySkills:    Monitoring Skills    Active Learning Skills    Active Listening Skills    Critical 
Thinking Skills    Instructing Skills    Service Orientation Skills    Reading Comprehension Skills    Technical Design Skills    
Time Management SkillsAbilities:    Inductive Reasoning Abilities    Oral Comprehension Abilities    Oral Expression 
Abilities    Originality Abilities    Problem Sensitivity Abilities    Functional vision including near/far acuity, peripheral 
vision and depth perception abilities    Written Expression Abilities    Dynamic Flexibility Abilities    Dynamic Strength 
Abilities    Cross Body Coordination Abilities    Social Perceptiveness Abilities 
 
Tools and Equipment Used: 
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    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle 
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044551 - OCC THERAPY ASSIST (LICENSED) 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1964 
 
Minimum Qualifications: 
Education and Experience: Completion of an associate's degree in a curriculum for Occupational Therapy Assistants 
approved by the American Occupational Therapy Association and licensed or temporarily permitted to practice as an 
Occupational Therapy Assistant by the Health Related Board. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:    Possess a valid driver’s license if driving is an essential 
function of the position.Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, performs para-professional occupational therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the occupational therapy para-
professional series. An employee in this class performs para-professional occupational therapy work and is licensed or 
temporarily permitted to assist licensed occupational therapists or related professional therapists in developing and 
maintaining optimal physical and psychosocial functions of individuals engaged in group or individual therapy. This class 
differs from that of OCC Therapy Technician in that an incumbent of the latter does not possess the professional or 
advanced training in the anatomical, biological, and psychological and social sciences and is not required to practice 
occupational therapy as established by the Health Related Board. 
 
Work Activities: 
Thinking Creatively:    Develops designs, creates or adapts equipment, treatments and programs to assist in achieving 
individual optimal outcomes.Getting Information:    Gathers information through observation, chart review, interviews 
and team collaboration to determine need for occupational therapy intervention, to develop individualized treatment 
plans and/or to assess effectiveness of current treatment plans.Evaluating Information to Determine Compliance with 
Standards:    Uses relevant information and individual judgment to determine whether events or processes comply with 
occupational therapy, facility, federal and state guidelines.Performing General Physical Activities:    Performs physical 
activities that require considerable use of arms and legs and moving whole body, such as, but not limited to, lifting, 
balancing, walking, and stooping to carry-out the plan of treatment.Assisting and Caring for Others:    Assists individuals 
to restore lost skills, gain new skills or maintain existing skills through occupational therapy to promote positive 
individual outcomes.Provide Consultation and Advice to Others:    Provides specific consults as requested by other 
professionals for optimal outcomes to include, but not limited to, driving assessments, job site assessments, vision 
assessments, home safety and assistive technology.Communicating with Persons Outside the Organization:    Provides 
input and information including, but not limited to, outside agencies, vendors, manufacturers or medical personnel and 
other disciplines regarding progress and effectiveness of intervention to make certain an individual’s goals and 
objectives are being addressed.Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an 
individual's status such as medical or behavioral issues that may interfere with the implementation and performance of 
overall plan of care. Making Decisions and Solving Problems:    Performs assessments in specific functional areas such as, 
but not limited to, vision and activities of daily living to provide information to a licensed Occupational Therapist for the 
development of individualized treatment plans.Judging the Quality of Things, Services, and People:    Administers 
occupational therapy screenings or assessment procedures under the direction of a licensed Occupational Therapist in 
order to determine an individual's present skill level and needs of individual.    Assesses an individual's use of adaptive 
equipment while in treatment and reports the results to a licensed Occupational Therapist for further assessment to 
ensure positive individual outcomes.Resolving Conflicts and Negotiating with Others:    Develops strategies for conflict 
resolution while maintaining a respectful environment to achieve optimal outcomes.Training and Teaching Others:    
Implements treatment for an occupational therapy program under the direction of a licensed Occupational Therapist to 
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assist in achieving desired individual outcomes.    Trains/teaches individuals, families and/or caregivers on therapeutic 
interventions to carryover after discharge for positive outcomes.    Trains/teaches new and current employees through 
in-services, review of policies, procedures and job functions to establish clear expectations.    Trains/teaches students on 
policies, procedures and job functions as required by school guidelines.Documenting/Recording Information:    Records 
and maintains documentation in order to meet occupational therapy, facility, federal and state guidelines.Interpreting 
the Meaning of Information for Others:    Explains assessment results, medical terminology and treatment plans to 
provide clarity and understanding in a manner appropriate for the individuals under the supervision of a licensed 
Occupational Therapist.Controlling Machines and Processes:    Fabricates and modifies the size and design of adaptive 
equipment under the direction of a licensed Occupational Therapist to adapt equipment to individual needs.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to occupational 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.Staffing Organizational Units:    May conduct interviews 
with applicants and review resumes to identify relevant skills and work experience to assist in the selection of the most 
qualified candidates for job openings.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
working relationships with co-workers, supervisors and individuals to promote a positive work environment.Performing 
for or Working with the Public:    Works directly with the public for the purpose of marketing, community re-entry 
rehabilitation, community education and program development.Guiding, Directing, and Motivating Subordinates:    May 
supervise technicians or other subordinates by establishing caseloads and treatment plan components for timely 
implementation of services.Scheduling Work and Activities:    Schedules treatments and interventions for individuals 
receiving occupational therapy services/programs and may be responsible for scheduling the work of other staff for 
coordination of care.    Prioritizes and may delegate tasks to other staff to assist with carrying out treatment 
plans.Updating and Using Relevant Knowledge:    Attends conferences, in-service training, continuing education 
programs and other related meetings as required to stay up to date on new practices in the occupational therapy field 
specialty areas, such as, but not limited to, vision rehabilitation, assistive technology, sensory processing, mental health, 
traumatic brain injury and spinal cord injury.Communicating with Supervisors, Peers or Subordinates:    Provides input 
and information to a licensed Occupational Therapist and other disciplines regarding progress and effectiveness of 
intervention to make certain individual goals and objectives are being addressed.    May act as a resource person and 
provide guidance to co-workers to provide an efficient cohesive work environment.    Attends and participates in 
department staff meetings to stay abreast of new policy and procedure changes.Operating Vehicles, Mechanical 
Devices, or Equipment:    Operates state vehicles to transport individuals to community outings, trainings and 
appointments.Interacting with Computers:    Operates computer hardware and software, scanners and other equipment 
to complete reports, document collective data and to communicate with others to capture and maintain program 
information.Monitoring Processes, Materials, or Surroundings:    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Keeps equipment in good repair or refers to appropriate discipline to assure safety standards are met as directed.    
Requests supplies as needed to maintain appropriate supply inventories.    Maintains treatment area and/or working 
environment in orderly manner to ensure work areas function optimally.Performing Administrative Activities:    Enters 
personal time and leave/overtime request into appropriate database as required; responds to email, phone calls and 
other correspondence as required in a timely manner. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Decision Quality    Process Management    Drive for Results    Written Communication    
Composure    Customer Focus    Dealing with Paradox    Ethics and Values    Motivating OthersKnowledge:    Intermediate 
Knowledge of Occupational Therapy Principles and Methods    Intermediate Knowledge of Education & Training    
Intermediate Knowledge of PsychologySkills:    Monitoring Skills    Active Learning Skills    Active Listening Skills    Critical 
Thinking Skills    Instructing Skills    Service Orientation Skills    Reading Comprehension Skills    Technical Design Skills    
Time Management SkillsAbilities:    Inductive Reasoning Abilities    Oral Comprehension Abilities    Oral Expression 
Abilities    Originality Abilities    Problem Sensitivity Abilities    Functional vision including near/far acuity, peripheral 
vision and depth perception abilities    Written Expression Abilities    Dynamic Flexibility Abilities    Dynamic Strength 
Abilities    Cross Body Coordination Abilities    Social Perceptiveness Abilities 
 
Tools and Equipment Used: 
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    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle 
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044551 - OCC THERAPY ASSIST (LICENSED) 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1965 
 
Minimum Qualifications: 
Education and Experience: Completion of an associate's degree in a curriculum for Occupational Therapy Assistants 
approved by the American Occupational Therapy Association and licensed or temporarily permitted to practice as an 
Occupational Therapy Assistant by the Health Related Board. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check.Examination 
Method:  Education and Experience,100%, for Preferred Service positions.”  
 
Job Overview: 
Summary: Under general supervision, performs para-professional occupational therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the highest class in the occupational therapy para-
professional series. An employee in this class performs para-professional occupational therapy work and is licensed or 
temporarily permitted to assist licensed occupational therapists or related professional therapists in developing and 
maintaining optimal physical and psychosocial functions of individuals engaged in group or individual therapy. This class 
differs from that of OCC Therapy Technician in that an incumbent of the latter does not possess the professional or 
advanced training in the anatomical, biological, and psychological and social sciences and is not required to practice 
occupational therapy as established by the Health Related Board. 
 
Work Activities: 
Thinking Creatively:    Develops designs, creates or adapts equipment, treatments and programs to assist in achieving 
individual optimal outcomes.Getting Information:    Gathers information through observation, chart review, interviews 
and team collaboration to determine need for occupational therapy intervention, to develop individualized treatment 
plans and/or to assess effectiveness of current treatment plans.Evaluating Information to Determine Compliance with 
Standards:    Uses relevant information and individual judgment to determine whether events or processes comply with 
occupational therapy, facility, federal and state guidelines.Performing General Physical Activities:    Performs physical 
activities that require considerable use of arms and legs and moving whole body, such as, but not limited to, lifting, 
balancing, walking, and stooping to carry-out the plan of treatment.Assisting and Caring for Others:    Assists individuals 
to restore lost skills, gain new skills or maintain existing skills through occupational therapy to promote positive 
individual outcomes.Provide Consultation and Advice to Others:    Provides specific consults as requested by other 
professionals for optimal outcomes to include, but not limited to, driving assessments, job site assessments, vision 
assessments, home safety and assistive technology.Communicating with Persons Outside the Organization:    Provides 
input and information including, but not limited to, outside agencies, vendors, manufacturers or medical personnel and 
other disciplines regarding progress and effectiveness of intervention to make certain an individual’s goals and 
objectives are being addressed.Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an 
individual's status such as medical or behavioral issues that may interfere with the implementation and performance of 
overall plan of care. Making Decisions and Solving Problems:    Performs assessments in specific functional areas such as, 
but not limited to, vision and activities of daily living to provide information to a licensed Occupational Therapist for the 
development of individualized treatment plans.Judging the Quality of Things, Services, and People:    Administers 
occupational therapy screenings or assessment procedures under the direction of a licensed Occupational Therapist in 
order to determine an individual's present skill level and needs of individual.    Assesses an individual's use of adaptive 
equipment while in treatment and reports the results to a licensed Occupational Therapist for further assessment to 



 TN Job Classification Specifications  
September 22, 2020 

ensure positive individual outcomes.Resolving Conflicts and Negotiating with Others:    Develops strategies for conflict 
resolution while maintaining a respectful environment to achieve optimal outcomes.Training and Teaching Others:    
Implements treatment for an occupational therapy program under the direction of a licensed Occupational Therapist to 
assist in achieving desired individual outcomes.    Trains/teaches individuals, families and/or caregivers on therapeutic 
interventions to carryover after discharge for positive outcomes.    Trains/teaches new and current employees through 
in-services, review of policies, procedures and job functions to establish clear expectations.    Trains/teaches students on 
policies, procedures and job functions as required by school guidelines.Documenting/Recording Information:    Records 
and maintains documentation in order to meet occupational therapy, facility, federal and state guidelines.Interpreting 
the Meaning of Information for Others:    Explains assessment results, medical terminology and treatment plans to 
provide clarity and understanding in a manner appropriate for the individuals under the supervision of a licensed 
Occupational Therapist.Controlling Machines and Processes:    Fabricates and modifies the size and design of adaptive 
equipment under the direction of a licensed Occupational Therapist to adapt equipment to individual needs.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to occupational 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.Staffing Organizational Units:    May conduct interviews 
with applicants and review resumes to identify relevant skills and work experience to assist in the selection of the most 
qualified candidates for job openings.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
working relationships with co-workers, supervisors and individuals to promote a positive work environment.Performing 
for or Working with the Public:    Works directly with the public for the purpose of marketing, community re-entry 
rehabilitation, community education and program development.Guiding, Directing, and Motivating Subordinates:    May 
supervise technicians or other subordinates by establishing caseloads and treatment plan components for timely 
implementation of services.Scheduling Work and Activities:    Schedules treatments and interventions for individuals 
receiving occupational therapy services/programs and may be responsible for scheduling the work of other staff for 
coordination of care.    Prioritizes and may delegate tasks to other staff to assist with carrying out treatment 
plans.Updating and Using Relevant Knowledge:    Attends conferences, in-service training, continuing education 
programs and other related meetings as required to stay up to date on new practices in the occupational therapy field 
specialty areas, such as, but not limited to, vision rehabilitation, assistive technology, sensory processing, mental health, 
traumatic brain injury and spinal cord injury.Communicating with Supervisors, Peers or Subordinates:    Provides input 
and information to a licensed Occupational Therapist and other disciplines regarding progress and effectiveness of 
intervention to make certain individual goals and objectives are being addressed.    May act as a resource person and 
provide guidance to co-workers to provide an efficient cohesive work environment.    Attends and participates in 
department staff meetings to stay abreast of new policy and procedure changes.Operating Vehicles, Mechanical 
Devices, or Equipment:    Operates state vehicles to transport individuals to community outings, trainings and 
appointments.Interacting with Computers:    Operates computer hardware and software, scanners and other equipment 
to complete reports, document collective data and to communicate with others to capture and maintain program 
information.Monitoring Processes, Materials, or Surroundings:    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Keeps equipment in good repair or refers to appropriate discipline to assure safety standards are met as directed.    
Requests supplies as needed to maintain appropriate supply inventories.    Maintains treatment area and/or working 
environment in orderly manner to ensure work areas function optimally.Performing Administrative Activities:    Enters 
personal time and leave/overtime request into appropriate database as required; responds to email, phone calls and 
other correspondence as required in a timely manner. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Decision Quality    Process Management    Drive for Results    Written Communication    
Composure    Customer Focus    Dealing with Paradox    Ethics and Values    Motivating OthersKnowledge:    Intermediate 
Knowledge of Occupational Therapy Principles and Methods    Intermediate Knowledge of Education & Training    
Intermediate Knowledge of PsychologySkills:    Monitoring Skills    Active Learning Skills    Active Listening Skills    Critical 
Thinking Skills    Instructing Skills    Service Orientation Skills    Reading Comprehension Skills    Technical Design Skills    
Time Management SkillsAbilities:    Inductive Reasoning Abilities    Oral Comprehension Abilities    Oral Expression 
Abilities    Originality Abilities    Problem Sensitivity Abilities    Functional vision including near/far acuity, peripheral 
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vision and depth perception abilities    Written Expression Abilities    Dynamic Flexibility Abilities    Dynamic Strength 
Abilities    Cross Body Coordination Abilities    Social Perceptiveness Abilities 
 
Tools and Equipment Used: 
    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle 
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002381 - OFFICE AUTOMATION SPECIALIST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2569 
 
Minimum Qualifications: 
Education and Experience:   Education equivalent to graduation from a standard high school and the equivalent of three 
years of full-time work experience operating computers. Substitution of Education for Experience:  Additional training 
from an approved vocational school or additional coursework from an accredited college, university or technical 
institute in information systems, business, mathematics or other related acceptable field may substitute for the required 
experience on a year-for-year basis to a maximum of two years. Substitution of Experience for Education:  Any office 
clerical experience may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for office automation technical support work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class provides technical assistance 
to users of information systems equipment such as diagnosing hardware and software problems, coordinating service 
requests, consulting with systems analytic staff in developing program needs, and developing operational, 
administrative and procedural manuals. 
 
Work Activities: 
Performing Administrative Activities:    Processes and verifies newly hired employees security documentation.    Updates 
user information with regards to security procedures.             May process background checks for security clearance on 
newly hired employees.    May setup phone system access and security system access for employees.    Assists in 
developing and revising operator, administrator, and user procedural manuals for administrators and users.    Assists 
with the development of procedural and operations manuals or documentation.    May inventory computer supplies for 
field offices.Interacting with Computers:    Diagnoses hardware and software problems.    Coordinates service requests 
and interacts for recovery of network communications.    Perform data backups daily.    Provides technical support to 
computer system users.    Schedules training requests.Processing Information:    Reviews and edits information for 
confidentiality and regulatory standards.Provides Consultation and Advice to Others:    Provides computer operation 
support for field staff for daily operational use.    Consults with information systems staff concerning system 
maintenance and troubleshooting.    Examines procedures and practices which could contribute to system 
problems.Training and Teaching Others:    May plan, organize, and conduct basic and advanced training sessions in both 
classroom and on-site settings.    May research and develop training aides and materials for departmental computer 
systems.    May conduct training for processing software.    May schedule training requests.Communicating with 
Supervisors, Peers or Subordinates:    Receives communications regarding guidance with information systems.Analyzing 
Data or Information:    Analyzes, summarizes and reports query data for cyclical reporting for state or federal entities.    
Reviews data and queries for data errors and verification.Updating or Using Relevant Knowledge:    May review 
information resources and/or attend classes for continued education.Communicating with Persons Outside of 
Organization Processing Information:    May communicate with outside vendors concerning system maintenance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Technical Learning    Organizing    Time Management    
Confronting Direct Reports    Action Oriented    Organizational Agility    Written Communications    ListeningKnowledge:    
Knowledge of Computers and Electronics concerning use of software (hardware optional)    Knowledge of Basic 
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MathematicsSkills:    Active Listening    Critical Thinking    Speaking    Mathematics    Writing    Reading Comprehension    
Time ManagementAbilities:    Oral Expression    Oral Comprehension    Finger Dexterity    Wrist-Finger Speed    Speech 
Recognition    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone 
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002381 - OFFICE AUTOMATION SPECIALIST 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2570 
 
Minimum Qualifications: 
Education and Experience:   Education equivalent to graduation from a standard high school and the equivalent of three 
years of full-time work experience operating computers. Substitution of Education for Experience:  Additional training 
from an approved vocational school or additional coursework from an accredited college, university or technical 
institute in information systems, business, mathematics or other related acceptable field may substitute for the required 
experience on a year-for-year basis to a maximum of two years. Substitution of Experience for Education:  Any office 
clerical experience may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for office automation technical support work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class provides technical assistance 
to users of information systems equipment such as diagnosing hardware and software problems, coordinating service 
requests, consulting with systems analytic staff in developing program needs, and developing operational, 
administrative and procedural manuals. 
 
Work Activities: 
Performing Administrative Activities:    Processes and verifies newly hired employees security documentation.    Updates 
user information with regards to security procedures.             May process background checks for security clearance on 
newly hired employees.    May setup phone system access and security system access for employees.    Assists in 
developing and revising operator, administrator, and user procedural manuals for administrators and users.    Assists 
with the development of procedural and operations manuals or documentation.    May inventory computer supplies for 
field offices.Interacting with Computers:    Diagnoses hardware and software problems.    Coordinates service requests 
and interacts for recovery of network communications.    Perform data backups daily.    Provides technical support to 
computer system users.    Schedules training requests.Processing Information:    Reviews and edits information for 
confidentiality and regulatory standards.Provides Consultation and Advice to Others:    Provides computer operation 
support for field staff for daily operational use.    Consults with information systems staff concerning system 
maintenance and troubleshooting.    Examines procedures and practices which could contribute to system 
problems.Training and Teaching Others:    May plan, organize, and conduct basic and advanced training sessions in both 
classroom and on-site settings.    May research and develop training aides and materials for departmental computer 
systems.    May conduct training for processing software.    May schedule training requests.Communicating with 
Supervisors, Peers or Subordinates:    Receives communications regarding guidance with information systems.Analyzing 
Data or Information:    Analyzes, summarizes and reports query data for cyclical reporting for state or federal entities.    
Reviews data and queries for data errors and verification.Updating or Using Relevant Knowledge:    May review 
information resources and/or attend classes for continued education.Communicating with Persons Outside of 
Organization Processing Information:    May communicate with outside vendors concerning system maintenance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Technical Learning    Organizing    Time Management    
Confronting Direct Reports    Action Oriented    Organizational Agility    Written Communications    ListeningKnowledge:    
Knowledge of Computers and Electronics concerning use of software (hardware optional)    Knowledge of Basic 
MathematicsSkills:    Active Listening    Critical Thinking    Speaking    Mathematics    Writing    Reading Comprehension    
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Time ManagementAbilities:    Oral Expression    Oral Comprehension    Finger Dexterity    Wrist-Finger Speed    Speech 
Recognition    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone 
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002381 - OFFICE AUTOMATION SPECIALIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2571 
 
Minimum Qualifications: 
Education and Experience:   Education equivalent to graduation from a standard high school and the equivalent of three 
years of full-time work experience operating computers. Substitution of Education for Experience:  Additional training 
from an approved vocational school or additional coursework from an accredited college, university or technical 
institute in information systems, business, mathematics or other related acceptable field may substitute for the required 
experience on a year-for-year basis to a maximum of two years. Substitution of Experience for Education:  Any office 
clerical experience may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for office automation technical support work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class provides technical assistance 
to users of information systems equipment such as diagnosing hardware and software problems, coordinating service 
requests, consulting with systems analytic staff in developing program needs, and developing operational, 
administrative and procedural manuals. 
 
Work Activities: 
Performing Administrative Activities:    Processes and verifies newly hired employees security documentation.    Updates 
user information with regards to security procedures.             May process background checks for security clearance on 
newly hired employees.    May setup phone system access and security system access for employees.    Assists in 
developing and revising operator, administrator, and user procedural manuals for administrators and users.    Assists 
with the development of procedural and operations manuals or documentation.    May inventory computer supplies for 
field offices.Interacting with Computers:    Diagnoses hardware and software problems.    Coordinates service requests 
and interacts for recovery of network communications.    Perform data backups daily.    Provides technical support to 
computer system users.    Schedules training requests.Processing Information:    Reviews and edits information for 
confidentiality and regulatory standards.Provides Consultation and Advice to Others:    Provides computer operation 
support for field staff for daily operational use.    Consults with information systems staff concerning system 
maintenance and troubleshooting.    Examines procedures and practices which could contribute to system 
problems.Training and Teaching Others:    May plan, organize, and conduct basic and advanced training sessions in both 
classroom and on-site settings.    May research and develop training aides and materials for departmental computer 
systems.    May conduct training for processing software.    May schedule training requests.Communicating with 
Supervisors, Peers or Subordinates:    Receives communications regarding guidance with information systems.Analyzing 
Data or Information:    Analyzes, summarizes and reports query data for cyclical reporting for state or federal entities.    
Reviews data and queries for data errors and verification.Updating or Using Relevant Knowledge:    May review 
information resources and/or attend classes for continued education.Communicating with Persons Outside of 
Organization Processing Information:    May communicate with outside vendors concerning system maintenance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Technical Learning    Organizing    Time Management    
Confronting Direct Reports    Action Oriented    Organizational Agility    Written Communications    ListeningKnowledge:    
Knowledge of Computers and Electronics concerning use of software (hardware optional)    Knowledge of Basic 
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MathematicsSkills:    Active Listening    Critical Thinking    Speaking    Mathematics    Writing    Reading Comprehension    
Time ManagementAbilities:    Oral Expression    Oral Comprehension    Finger Dexterity    Wrist-Finger Speed    Speech 
Recognition    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone 
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002681 - OFFICE SUPERVISOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2632 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to four years of full-time increasingly responsible clerical work. Substitution of Education for Experience: Qualifying 
course work at an accredited college, university or technical school may be substituted for the required experience on a 
year-for-year basis. Substitution of Experience for Education: Increasingly responsible clerical experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for supervising a relatively 
small group of clerical employees. This class differs from that of Clerk 3 in that an incumbent of the latter has lesser 
supervisory responsibilities. This class differs from that of Office Supervisor 2 in that an incumbent of the latter 
supervises a larger staff. 
 
Work Activities: 
Staffing Organizational Units:    Makes recommendations on employment, retention, promotion, demotion and other 
human resource actions. Guiding, Directing, and Motivating Subordinates:    Supervises, evaluates, and provides 
feedback to a relatively small clerical staff through    established performance management guidelines. Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains personal relationships through open communication 
and timely responses to supervisors, peers, and subordinates.Communicating with Persons Outside Organization:            
Communicates with outside agencies or individuals to share accurate information regarding programs or policies to keep 
the public informed and/or resolve customer complaints. Training and Teaching Others:          Identifies areas needing 
improvement for staff; develops action plans for addressing needs; and monitors and follows up to ensure that needs 
have been met.                       Mentors and trains staff to develop the skills necessary for completion of job assignments. 
Performing for or Working Directly with the Public:    Demonstrates effective customer service skills in all contacts to 
support the vision and mission for the Department. Coordinating the Work and Activities of Others:    Manages a group 
of employees and provides guidance to achieve the group goals through observation and communication of policies and 
procedures.    Analyzes and manages workload for direct reports, including redistribution of work when needed, to 
ensure departmental goals are met.    Ensures cross-training is completed for staff to account for coverage during times 
of staff absence. Developing and Building Teams:    Respects opinions different than own while seeking others input and 
receives/gives constructive criticism in an appropriate manner through all communications.    Effectively participates 
and contributes to work groups through recognizing strengths and identifying areas of growth for staff. Interpreting the 
Meaning of Information for Others:     Performs public contact and liaison work verbally, electronically, or in writing to 
explain and interpret programs.    Understands, interprets and communicates program policy with direct reports 
through meetings and verbal or electronic communication. Making Decisions and Solving Problems:      Identifies specific 
issues, gathers data to research issues, and determines solutions through observation, written and verbal 
communication to resolve problems within the workplace in a timely manner. Assisting and Caring for Others:        
Provides emotional support to co-workers and customers through active listening to encourage a harmonious work 
environment. Resolving Conflicts and Negotiating with Others:    Exercises active listening and problem solving skills to 
optimize day to day, orderly flow of activities.    Completes incident reports in a timely manner through written or 
electronic format to keep management and/or security informed, to comply with state policy, and to maintain a safe 



 TN Job Classification Specifications  
September 22, 2020 

work environment. Processing Information:    Compiles statistical information to evaluate performance and productivity 
of office staff and/or operations through written and/or electronic data. Updating and Using Relevant Knowledge:    
Reads, reviews, correctly interprets and/or implements policy and procedure updates to ensure accuracy and 
compliance. Monitor Processes, Materials, or Surroundings:    Reviews office operations in an ongoing manner, through 
observation, database review, detecting and assessing problems, while reporting any noted issues to the appropriate 
supervisor. Scheduling Work and Activities:    Schedules and coordinates coverage of staff and their respective 
workloads to ensure smooth office operations.    Ensures the building is opened and closed in accordance with 
established business hours. Judging the Qualities of Things, Services, or People:    Evaluates staff for meeting 
performance standards and job productivity through the performance evaluation process.    Assists in the compilation of 
Customer Service Survey information through copying and distribution of surveys to staff, collection of surveys, and 
entry of data for submission to state office on a quarterly basis. Communicating with Supervisors, Peers, or 
Subordinates:    Maintains a clear understanding of program policy while interpreting and communicating information to 
direct reports.    Communicates effectively through oral and written communications.    Communicates workflow 
implication of decisions in written, verbal or electronic form. Interacting With Computers:    Maintains current 
understanding of the department’s information systems policies, workflow processes, programs and procedures.    Uses 
Edison to complete performance management documents, run time and labor queries, approve leave and expense 
requests, approve payable time, and compile reports.    Operates MS Windows operating system, MS Office systems, 
and any additional department specified software to effectively perform job assignments. Performing Administrative 
Activities:    Supervises the maintenance and preparation of routine records and reports; develops procedures for 
efficient control of records. Organizing, Planning, and Prioritizing Work:    Multi-tasks and prioritizes importance of tasks 
to ensure production deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in 
responsibilities due to the nature of the changing workplace). Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Conducts space analysis within the office setting and completes equipment inventory to 
evaluate future needs through visual assessment and electronic scanning. Thinking Creatively:    Creates new work or 
business processes to improve internal or external office operations.    Makes recommendations for improvements in 
policy, procedure, or computer systems to the appropriate party. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates the quantities, costs, resources, and/or materials needed for work 
activities through observation of supply inventory and office operations. Getting Information:    Assists in obtaining 
information and data needed for study of policy and procedure; enforces policy and procedure.    Performs personal 
contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and Controlling 
Resources:    Ensures compliance with budget restraints when monitoring and ordering supplies. 
Documenting/Recording Information:           Uses established systems to accurately enter and track information and 
data.    Maintains daily, weekly, monthly, quarterly, and annual reports through written and electronic communication.    
Develops forms to be used in general clerical operations of the unit to which assigned. Handling and Moving Objects:    
Arranges and restructures office furniture to improve the office environment and facilitate operational needs. 
Performing General Physical Activities:        Stocks, distributes, and handles office supplies, case records, files, and 
equipment through lifting, bending, stooping, pushing, carrying, and walking to meet office needs and requests.    
Operates a variety of standard office machines and equipment as required. Evaluating Information to Determine 
Compliance with Standards:    Reviews customer service complaints through phone and electronic communication to 
ensure funds are distributed, dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and 
monitors the completion of and compliance with all mandatory policy and trainings for direct reports through the use of 
electronic data.    Ensures required posters and pamphlets are visible in all needed areas through routine observation 
and use of official guidelines. Inspecting Equipment, Structures, or Material:    Creates tickets for equipment repair to 
send to Information Technology staff through phone or electronic communication.    Ensures equipment is operational 
and supplies are fully stocked through phone and electronic communication from staff.    Notifies General Services or 
other appropriate party of any maintenance or structural issues through phone or electronic communication. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Priority Setting    Time Management    Conflict 
Management    Hiring and Staffing    Written Communications    Approachability    Building Effective Teams    Customer 
Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math      Clerical                        Computers and 
Electronics                 Customer and Personal Service                      Education and Training           Skills:    Active Learning                      
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Active Listening                     Critical Thinking                     Judgment and Decision Making    Monitoring                  Motivating 
and Developing Others                Reading Comprehension                     Social Skills and Instructing                           Time 
Management                Abilities:    Deductive Reasoning              Finger Speed and Dexterity                Information Ordering                     
Memorization                          Oral Comprehension                           Oral Expression    Speech Recognition and Clarity                     
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer (PC)    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    
Basic Supplies (Pens, Stapler, Etc.)    Date Stamp    Fax Machine    Copier    Scanner    Printer (Stand Alone)    Projector    
Portable PA System    Postage Meter    Inventory Scanner    Calculator 
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002681 - OFFICE SUPERVISOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2633 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to four years of full-time increasingly responsible clerical work. Substitution of Education for Experience: Qualifying 
course work at an accredited college, university or technical school may be substituted for the required experience on a 
year-for-year basis. Substitution of Experience for Education: Increasingly responsible clerical experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for supervising a relatively 
small group of clerical employees. This class differs from that of Clerk 3 in that an incumbent of the latter has lesser 
supervisory responsibilities. This class differs from that of Office Supervisor 2 in that an incumbent of the latter 
supervises a larger staff. 
 
Work Activities: 
Staffing Organizational Units:    Makes recommendations on employment, retention, promotion, demotion and other 
human resource actions. Guiding, Directing, and Motivating Subordinates:    Supervises, evaluates, and provides 
feedback to a relatively small clerical staff through    established performance management guidelines. Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains personal relationships through open communication 
and timely responses to supervisors, peers, and subordinates.Communicating with Persons Outside Organization:            
Communicates with outside agencies or individuals to share accurate information regarding programs or policies to keep 
the public informed and/or resolve customer complaints. Training and Teaching Others:          Identifies areas needing 
improvement for staff; develops action plans for addressing needs; and monitors and follows up to ensure that needs 
have been met.                       Mentors and trains staff to develop the skills necessary for completion of job assignments. 
Performing for or Working Directly with the Public:    Demonstrates effective customer service skills in all contacts to 
support the vision and mission for the Department. Coordinating the Work and Activities of Others:    Manages a group 
of employees and provides guidance to achieve the group goals through observation and communication of policies and 
procedures.    Analyzes and manages workload for direct reports, including redistribution of work when needed, to 
ensure departmental goals are met.    Ensures cross-training is completed for staff to account for coverage during times 
of staff absence. Developing and Building Teams:    Respects opinions different than own while seeking others input and 
receives/gives constructive criticism in an appropriate manner through all communications.    Effectively participates 
and contributes to work groups through recognizing strengths and identifying areas of growth for staff. Interpreting the 
Meaning of Information for Others:     Performs public contact and liaison work verbally, electronically, or in writing to 
explain and interpret programs.    Understands, interprets and communicates program policy with direct reports 
through meetings and verbal or electronic communication. Making Decisions and Solving Problems:      Identifies specific 
issues, gathers data to research issues, and determines solutions through observation, written and verbal 
communication to resolve problems within the workplace in a timely manner. Assisting and Caring for Others:        
Provides emotional support to co-workers and customers through active listening to encourage a harmonious work 
environment. Resolving Conflicts and Negotiating with Others:    Exercises active listening and problem solving skills to 
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optimize day to day, orderly flow of activities.    Completes incident reports in a timely manner through written or 
electronic format to keep management and/or security informed, to comply with state policy, and to maintain a safe 
work environment. Processing Information:    Compiles statistical information to evaluate performance and productivity 
of office staff and/or operations through written and/or electronic data. Updating and Using Relevant Knowledge:    
Reads, reviews, correctly interprets and/or implements policy and procedure updates to ensure accuracy and 
compliance. Monitor Processes, Materials, or Surroundings:    Reviews office operations in an ongoing manner, through 
observation, database review, detecting and assessing problems, while reporting any noted issues to the appropriate 
supervisor. Scheduling Work and Activities:    Schedules and coordinates coverage of staff and their respective 
workloads to ensure smooth office operations.    Ensures the building is opened and closed in accordance with 
established business hours. Judging the Qualities of Things, Services, or People:    Evaluates staff for meeting 
performance standards and job productivity through the performance evaluation process.    Assists in the compilation of 
Customer Service Survey information through copying and distribution of surveys to staff, collection of surveys, and 
entry of data for submission to state office on a quarterly basis. Communicating with Supervisors, Peers, or 
Subordinates:    Maintains a clear understanding of program policy while interpreting and communicating information to 
direct reports.    Communicates effectively through oral and written communications.    Communicates workflow 
implication of decisions in written, verbal or electronic form. Interacting With Computers:    Maintains current 
understanding of the department’s information systems policies, workflow processes, programs and procedures.    Uses 
Edison to complete performance management documents, run time and labor queries, approve leave and expense 
requests, approve payable time, and compile reports.    Operates MS Windows operating system, MS Office systems, 
and any additional department specified software to effectively perform job assignments. Performing Administrative 
Activities:    Supervises the maintenance and preparation of routine records and reports; develops procedures for 
efficient control of records. Organizing, Planning, and Prioritizing Work:    Multi-tasks and prioritizes importance of tasks 
to ensure production deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in 
responsibilities due to the nature of the changing workplace). Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Conducts space analysis within the office setting and completes equipment inventory to 
evaluate future needs through visual assessment and electronic scanning. Thinking Creatively:    Creates new work or 
business processes to improve internal or external office operations.    Makes recommendations for improvements in 
policy, procedure, or computer systems to the appropriate party. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates the quantities, costs, resources, and/or materials needed for work 
activities through observation of supply inventory and office operations. Getting Information:    Assists in obtaining 
information and data needed for study of policy and procedure; enforces policy and procedure.    Performs personal 
contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and Controlling 
Resources:    Ensures compliance with budget restraints when monitoring and ordering supplies. 
Documenting/Recording Information:           Uses established systems to accurately enter and track information and 
data.    Maintains daily, weekly, monthly, quarterly, and annual reports through written and electronic communication.    
Develops forms to be used in general clerical operations of the unit to which assigned. Handling and Moving Objects:    
Arranges and restructures office furniture to improve the office environment and facilitate operational needs. 
Performing General Physical Activities:        Stocks, distributes, and handles office supplies, case records, files, and 
equipment through lifting, bending, stooping, pushing, carrying, and walking to meet office needs and requests.    
Operates a variety of standard office machines and equipment as required. Evaluating Information to Determine 
Compliance with Standards:    Reviews customer service complaints through phone and electronic communication to 
ensure funds are distributed, dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and 
monitors the completion of and compliance with all mandatory policy and trainings for direct reports through the use of 
electronic data.    Ensures required posters and pamphlets are visible in all needed areas through routine observation 
and use of official guidelines. Inspecting Equipment, Structures, or Material:    Creates tickets for equipment repair to 
send to Information Technology staff through phone or electronic communication.    Ensures equipment is operational 
and supplies are fully stocked through phone and electronic communication from staff.    Notifies General Services or 
other appropriate party of any maintenance or structural issues through phone or electronic communication. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Priority Setting    Time Management    Conflict 
Management    Hiring and Staffing    Written Communications    Approachability    Building Effective Teams    Customer 
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Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math      Clerical                        Computers and 
Electronics                 Customer and Personal Service                      Education and Training           Skills:    Active Learning                      
Active Listening                     Critical Thinking                     Judgment and Decision Making    Monitoring                  Motivating 
and Developing Others                Reading Comprehension                     Social Skills and Instructing                           Time 
Management                Abilities:    Deductive Reasoning              Finger Speed and Dexterity                Information Ordering                     
Memorization                          Oral Comprehension                           Oral Expression    Speech Recognition and Clarity                     
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer (PC)    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    
Basic Supplies (Pens, Stapler, Etc.)    Date Stamp    Fax Machine    Copier    Scanner    Printer (Stand Alone)    Projector    
Portable PA System    Postage Meter    Inventory Scanner    Calculator 
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002681 - OFFICE SUPERVISOR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2634 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to four years of full-time increasingly responsible clerical work. Substitution of Education for Experience: Qualifying 
course work at an accredited college, university or technical school may be substituted for the required experience on a 
year-for-year basis. Substitution of Experience for Education: Increasingly responsible clerical experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for supervising a relatively 
small group of clerical employees. This class differs from that of Clerk 3 in that an incumbent of the latter has lesser 
supervisory responsibilities. This class differs from that of Office Supervisor 2 in that an incumbent of the latter 
supervises a larger staff. 
 
Work Activities: 
Staffing Organizational Units:    Makes recommendations on employment, retention, promotion, demotion and other 
human resource actions. Guiding, Directing, and Motivating Subordinates:    Supervises, evaluates, and provides 
feedback to a relatively small clerical staff through    established performance management guidelines. Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains personal relationships through open communication 
and timely responses to supervisors, peers, and subordinates.Communicating with Persons Outside Organization:            
Communicates with outside agencies or individuals to share accurate information regarding programs or policies to keep 
the public informed and/or resolve customer complaints. Training and Teaching Others:          Identifies areas needing 
improvement for staff; develops action plans for addressing needs; and monitors and follows up to ensure that needs 
have been met.                       Mentors and trains staff to develop the skills necessary for completion of job assignments. 
Performing for or Working Directly with the Public:    Demonstrates effective customer service skills in all contacts to 
support the vision and mission for the Department. Coordinating the Work and Activities of Others:    Manages a group 
of employees and provides guidance to achieve the group goals through observation and communication of policies and 
procedures.    Analyzes and manages workload for direct reports, including redistribution of work when needed, to 
ensure departmental goals are met.    Ensures cross-training is completed for staff to account for coverage during times 
of staff absence. Developing and Building Teams:    Respects opinions different than own while seeking others input and 
receives/gives constructive criticism in an appropriate manner through all communications.    Effectively participates 
and contributes to work groups through recognizing strengths and identifying areas of growth for staff. Interpreting the 
Meaning of Information for Others:     Performs public contact and liaison work verbally, electronically, or in writing to 
explain and interpret programs.    Understands, interprets and communicates program policy with direct reports 
through meetings and verbal or electronic communication. Making Decisions and Solving Problems:      Identifies specific 
issues, gathers data to research issues, and determines solutions through observation, written and verbal 
communication to resolve problems within the workplace in a timely manner. Assisting and Caring for Others:        
Provides emotional support to co-workers and customers through active listening to encourage a harmonious work 
environment. Resolving Conflicts and Negotiating with Others:    Exercises active listening and problem solving skills to 
optimize day to day, orderly flow of activities.    Completes incident reports in a timely manner through written or 
electronic format to keep management and/or security informed, to comply with state policy, and to maintain a safe 
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work environment. Processing Information:    Compiles statistical information to evaluate performance and productivity 
of office staff and/or operations through written and/or electronic data. Updating and Using Relevant Knowledge:    
Reads, reviews, correctly interprets and/or implements policy and procedure updates to ensure accuracy and 
compliance. Monitor Processes, Materials, or Surroundings:    Reviews office operations in an ongoing manner, through 
observation, database review, detecting and assessing problems, while reporting any noted issues to the appropriate 
supervisor. Scheduling Work and Activities:    Schedules and coordinates coverage of staff and their respective 
workloads to ensure smooth office operations.    Ensures the building is opened and closed in accordance with 
established business hours. Judging the Qualities of Things, Services, or People:    Evaluates staff for meeting 
performance standards and job productivity through the performance evaluation process.    Assists in the compilation of 
Customer Service Survey information through copying and distribution of surveys to staff, collection of surveys, and 
entry of data for submission to state office on a quarterly basis. Communicating with Supervisors, Peers, or 
Subordinates:    Maintains a clear understanding of program policy while interpreting and communicating information to 
direct reports.    Communicates effectively through oral and written communications.    Communicates workflow 
implication of decisions in written, verbal or electronic form. Interacting With Computers:    Maintains current 
understanding of the department’s information systems policies, workflow processes, programs and procedures.    Uses 
Edison to complete performance management documents, run time and labor queries, approve leave and expense 
requests, approve payable time, and compile reports.    Operates MS Windows operating system, MS Office systems, 
and any additional department specified software to effectively perform job assignments. Performing Administrative 
Activities:    Supervises the maintenance and preparation of routine records and reports; develops procedures for 
efficient control of records. Organizing, Planning, and Prioritizing Work:    Multi-tasks and prioritizes importance of tasks 
to ensure production deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in 
responsibilities due to the nature of the changing workplace). Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Conducts space analysis within the office setting and completes equipment inventory to 
evaluate future needs through visual assessment and electronic scanning. Thinking Creatively:    Creates new work or 
business processes to improve internal or external office operations.    Makes recommendations for improvements in 
policy, procedure, or computer systems to the appropriate party. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates the quantities, costs, resources, and/or materials needed for work 
activities through observation of supply inventory and office operations. Getting Information:    Assists in obtaining 
information and data needed for study of policy and procedure; enforces policy and procedure.    Performs personal 
contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and Controlling 
Resources:    Ensures compliance with budget restraints when monitoring and ordering supplies. 
Documenting/Recording Information:           Uses established systems to accurately enter and track information and 
data.    Maintains daily, weekly, monthly, quarterly, and annual reports through written and electronic communication.    
Develops forms to be used in general clerical operations of the unit to which assigned. Handling and Moving Objects:    
Arranges and restructures office furniture to improve the office environment and facilitate operational needs. 
Performing General Physical Activities:        Stocks, distributes, and handles office supplies, case records, files, and 
equipment through lifting, bending, stooping, pushing, carrying, and walking to meet office needs and requests.    
Operates a variety of standard office machines and equipment as required. Evaluating Information to Determine 
Compliance with Standards:    Reviews customer service complaints through phone and electronic communication to 
ensure funds are distributed, dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and 
monitors the completion of and compliance with all mandatory policy and trainings for direct reports through the use of 
electronic data.    Ensures required posters and pamphlets are visible in all needed areas through routine observation 
and use of official guidelines. Inspecting Equipment, Structures, or Material:    Creates tickets for equipment repair to 
send to Information Technology staff through phone or electronic communication.    Ensures equipment is operational 
and supplies are fully stocked through phone and electronic communication from staff.    Notifies General Services or 
other appropriate party of any maintenance or structural issues through phone or electronic communication. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Priority Setting    Time Management    Conflict 
Management    Hiring and Staffing    Written Communications    Approachability    Building Effective Teams    Customer 
Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math      Clerical                        Computers and 
Electronics                 Customer and Personal Service                      Education and Training           Skills:    Active Learning                      



 TN Job Classification Specifications  
September 22, 2020 

Active Listening                     Critical Thinking                     Judgment and Decision Making    Monitoring                  Motivating 
and Developing Others                Reading Comprehension                     Social Skills and Instructing                           Time 
Management                Abilities:    Deductive Reasoning              Finger Speed and Dexterity                Information Ordering                     
Memorization                          Oral Comprehension                           Oral Expression    Speech Recognition and Clarity                     
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer (PC)    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    
Basic Supplies (Pens, Stapler, Etc.)    Date Stamp    Fax Machine    Copier    Scanner    Printer (Stand Alone)    Projector    
Portable PA System    Postage Meter    Inventory Scanner    Calculator 
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002682 - OFFICE SUPERVISOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2635 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to substantial (five or more years of) full-time increasingly responsible clerical work, including, at least, one year of 
supervisory experience. Substitution of Education for Experience: Qualifying course work at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the one year of supervisory experience. Substitution of Experience for 
Education:  Increasingly responsible clerical experience may be substituted for the required education on a year-for-year 
basis.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for supervisory clerical work 
of average difficulty in exercising supervision over a moderate-sized staff. This class differs from that of Office Supervisor 
1 in that an incumbent of the latter has less supervisory responsibilities. This class differs from that of an Office 
Supervisor 3 in that an incumbent in the latter has greater supervisory responsibilities. 
 
Work Activities: 
Staffing Organizational Units:                                     Makes recommendations on employment, retention, promotion, 
demotion and other human resources actions. Guiding, Directing, and Motivating Subordinates:    Supervises, evaluates, 
and provides feedback to assigned clerical staff and others with increased job responsibilities through established 
performance management guidelines. Organizing, Planning, and Prioritizing Work:    Multi-tasks and prioritizes 
importance of tasks to ensure production deadlines are met.    Responds to change in a receptive manner (e.g., able to 
accept a shift in responsibilities due to the nature of the changing workplace). Training and Teaching Others:    Identifies 
areas needing improvement for staff; develops action plans for addressing needs; and monitors and follows up to 
ensure that needs have been met.    Mentors and trains staff to develop the skills necessary for completion of job 
assignments.    Evaluates and develops training for new and current staff to ensure good customer service. Making 
Decisions and Solving Problems:    Identifies specific issues, gathers data to research issues, and determines solutions 
through observation, written and verbal communication to resolve problems within the workplace in a timely manner. 
Performing for or Working Directly with the Public:    Demonstrates effective customer service skills in all contacts to 
support the vision and mission of the department. Coordinating the Work and Activities of Others:    Manages a group of 
employees and provides guidance to achieve the group goals through observation and communication of policies and 
procedures.    Analyzes and manages workload for direct reports, including redistribution of work when needed to 
ensure departmental goals are met.    Ensures cross-training is completed for staff to account for coverage during times 
of staff absence. Assisting and Caring for Others:    Provides emotional support to co-workers and customers through 
active listening to encourage a harmonious work environment. Processing Information:    Compiles statistical 
information to evaluate performance and productivity of office staff and/or operations through written and/or 
electronic data. Establishing and Maintaining Interpersonal Relationships:    Develops and maintains personal 
relationships through open communication and timely responses to supervisors, peers, and subordinates. 
Communicating with Persons Outside Organization:    Communicates with outside agencies or individuals to share 
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accurate information regarding programs or policies to keep the public informed and/or resolve customer complaints. 
Interacting With Computers:    Uses Edison to complete performance management documents, run time and labor 
queries, approve leave and expense requests, approve payable time, and compile reports.    Maintains current 
understanding of the department’s information systems policies, workflow processes, programs and procedures.    
Operates MS Windows operating system, MS Office systems, and any additional department specified software to 
effectively perform job assignments. Monitor Processes, Materials, or Surroundings:    Reviews office operations in an 
ongoing manner, through observation, database review, detecting and assessing problems while taking action to 
implement needed changes. Developing and Building Teams:         Respects opinions different than own while seeking 
others input and receives/gives constructive criticism in an appropriate manner through all communications.    
Effectively participates and contributes to work groups through recognizing strengths and identifying areas of growth for 
staff. Scheduling Work and Activities:    Schedules and coordinates coverage of staff and their respective workloads to 
ensure smooth office operations.    Receives, manages, and distributes incoming work among direct reports to ensure 
equalization of workload.    Ensures the building is opened and closed in accordance with established business hours. 
Judging the Qualities of Things, Services, or People:    Evaluates staff for meeting performance standards and job 
productivity through the performance evaluation process.    Assists in the compilation of Customer Service Survey 
information through copying and distribution of surveys to staff, collection of surveys, and entry of data for submission 
to state office on a quarterly basis. Thinking Creatively:    Creates new work or business processes to improve internal or 
external office operations.    Makes recommendations for improvements in policy, procedure, or computer systems to 
the appropriate party. Communicating with Supervisors, Peers, or Subordinates:              Maintains a clear understanding 
of program policy while interpreting and communicating information to direct reports.    Communicates effectively 
through oral and written communications.    Communicates workflow implication of decisions in written, verbal or 
electronic form.    Participates in management meetings to obtain new information on policies and procedures, share 
feedback, develop plans and resolve issues to improve business processes. Interpreting the Meaning of Information for 
Others:    Understands, interprets and communicates program policy with direct reports through meetings and verbal or 
electronic communication.    Performs public contact and liaison work verbally, electronically, or in writing to explain 
and interpret programs. Updating and Using Relevant Knowledge:    Reads, reviews, correctly interprets and/or 
implements policy and procedure updates to ensure accuracy and compliance. Resolving Conflicts and Negotiating with 
Others:    Exercises active listening and problem solving skills to optimize day to day, orderly flow of activities.    
Completes incident reports in a timely manner through written or electronic format to keep management and/or 
security informed, to comply with state policy, and to maintain a safe work environment. Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:    Conducts space analysis within the office setting and completes 
equipment inventory to evaluate future needs through visual assessment and electronic scanning. Performing 
Administrative Activities:            Supervises the maintenance and preparation of routine records and reports; develops 
procedures for efficient control of records. Documenting/Recording Information:            Maintains daily, weekly, 
monthly, quarterly, and annual reports through written and electronic communication.    Uses established systems to 
accurately enter and track information and data.    Develops forms to be used in general clerical operations of the unit to 
which assigned. Getting Information:    Assists in obtaining information and data needed for study of policy and 
procedure; enforces policy and procedure.    Performs personal contact for the purpose of furnishing or obtaining 
information from all relevant sources. Monitoring and Controlling Resources:    Ensures compliance with budget 
restraints when monitoring and ordering supplies. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the quantities, costs, resources, and/or materials needed for work activities through 
observation of supply inventory and office operations. Evaluating Information to Determine Compliance with Standards:    
Reviews customer service complaints through phone and electronic communication to ensure funds are distributed, 
dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and monitors the completion of and 
compliance with all mandatory policy and trainings for direct reports through the use of electronic data.    Ensures 
required posters and pamphlets are visible in all needed areas through routine observation and use of official guidelines. 
Performing General Physical Activities:         Operates a variety of standard office machines and equipment as required.    
Stocks, distributes, and handles office supplies, case records, files, and equipment through lifting, bending, stooping, 
pushing, carrying, and walking to meet office needs and requests. Inspecting Equipment, Structures, or Material:    
Creates tickets for equipment repair to send to Information Technology staff through phone or electronic 
communication.    Notifies General Services or other appropriate party of any maintenance or structural issues through 
phone or electronic communication.    Ensures equipment is operational and supplies are fully stocked through phone 
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and electronic communication from staff. Handling and Moving Objects:                        Arranges and restructures office 
furniture to improve the office environment and facilitate operational needs. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Developing Direct Reports and Others    Time Management    Conflict Management    
Hiring and Staffing    Action Oriented    Written Communications    Approachability    Ethics and Values    Listening    
Motivating OthersKnowledge:    Basic Math                           Clerical                     Computers and Electronics                          
Customer and Personal Service                   Education and Training                   Personnel and Human Resources Skills:    
Active Learning                   Active Listening                  Critical Thinking                  Judgment and Decision Making    Learning 
Strategies    Monitoring                           Motivating and Developing Others             Reading Comprehension                  Social 
Skills and Instructing                        Time Management       Abilities:    Category Flexibility                         Deductive 
Reasoning                       Finger Speed and Dexterity                         Information Ordering                      Memorization                       
Oral Comprehension    Oral Expression    Problem Sensitivity                          Speech Recognition and Clarity                  Time 
Sharing    Written Comprehension                   Written Expression 
 
Tools and Equipment Used: 
    Personal Computer (PC)    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    
Basic Supplies (Pens, Stapler, etc.)    Date Stamp    Fax Machine    Printer (Stand Alone)    Projector System (Trainings)    
Portable PA System    I-3 Phone System & Hands-Free Sets for Switchboard Operation    Inventory Scanner    Numbering 
Machine    Postage Meter    Carts & Dollies    Electronic Sign (Lobby)    Intercom System    Adding Machine    Calculator 
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002683 - OFFICE SUPERVISOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2636 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to graduation from a standard high school AND experience equivalent 
to substantial (five or more years of) full-time increasingly responsible clerical work including, at least, two years of 
supervisory experience. Substitution of Education for Experience:  Qualifying coursework at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the two years of supervisory experience." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of considerable difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for exercising supervision over 
a large clerical staff. This class differs from that of Officer Supervisor 2 in that an incumbent of the latter supervises a 
moderate-sized clerical staff. This class differs from that of Office Services Manager in that the incumbent of the latter 
supervises significantly larger numbers of staff and has greater overall management responsibility. 
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:                Supervises, evaluates, and provides feedback to assigned 
clerical staff, clerical supervisors, and others with significantly increased job responsibilities through established 
performance management guidelines. Staffing Organizational Units:             Makes recommendations on employment, 
retention, promotion, demotion and other human resources actions. Performing for or Working Directly with the Public:                  
Demonstrates effective customer service skills in all contacts to support the vision and mission of the department. 
Organizing, Planning, and Prioritizing Work:           Multi-tasks and prioritizes importance of tasks to ensure production 
deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in responsibilities due to the 
nature of the changing workplace). Training and Teaching Others:           Mentors and trains staff to develop the skills 
necessary for completion of job assignments.    Evaluates and develops training for new and current staff to ensure good 
customer service.    Identifies areas needing improvement for staff; develops action plans for addressing needs; and 
monitors and follows up to ensure that needs have been met. Establishing and Maintaining Interpersonal Relationships:             
Develops and maintains personal relationships through open communication and timely responses to supervisors, 
peers, and subordinates. Assisting and Caring for Others:                     Provides emotional support to co-workers and 
customers through active listening to encourage a harmonious work environment. Making Decisions and Solving 
Problems:      Identifies specific issues, gathers data to research issues, and determines solutions through observation, 
written and verbal communication to resolve problems within the workplace in a timely manner. Analyzing Data or 
Information:         Analyzes data from gathered reports to ensure production standards are being met. Coordinating the 
Work and Activities of Others:     Ensures cross-training is completed for staff to account for coverage during times of 
staff absence.    Analyzes and manages workload for direct reports, including redistribution of work when needed, to 
ensure departmental goals are met.     Manages a group of employees and provides guidance to achieve the group goals 
through observation and communication of policies and procedures. Interacting With Computers:    Uses Edison to 
complete performance management documents, run time and labor queries, approve leave and expense requests, 
approve payable time, and compile reports.    Maintains current understanding of the department’s information systems 
policies, workflow processes, programs and procedures.    Operates MS Windows operating system, MS Office systems, 
and any additional department specified software to effectively perform job assignments. Updating and Using Relevant 
Knowledge:                Reads, reviews, and correctly interprets and/or implements policy and procedure updates to ensure 
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accuracy and compliance. Communicating with Persons Outside Organization:    Communicate with outside agencies or 
individuals to share accurate information regarding programs or policies to keep the public informed and/or resolve 
customer complaints.    Serves as a liaison with building owner, field offices, and outside agencies; schedules conference 
rooms and equipment; schedules maintenance repairs; coordinates supply ordering with central office; and maintains 
phone operation system. Interpreting the Meaning of Information for Others:                      Understands, interprets and 
communicates program policy with direct reports through meetings and verbal or electronic communication.    Performs 
public contact and liaison work verbally, electronically, or in writing to explain and interpret programs. Monitor 
Processes, Materials, or Surroundings:       Reviews office operations in an ongoing manner, through observation, 
database review, detecting and assessing problems while taking action to implement needed changes. Scheduling Work 
and Activities:        Schedules and coordinates coverage of staff and their respective workloads to ensure smooth office 
operations.    Receives, manages, and distributes incoming work among direct reports to ensure equalization of 
workload.    Manages work schedules for contracted staff, approves their time sheets, and provides feedback to the 
contract staff's employer.    Ensures the building is opened and closed in accordance with established business hours. 
Thinking Creatively:    Creates new work or business processes to improve internal or external office operations.    Makes 
recommendations for improvements in policy, procedure, or computer systems to the appropriate party. 
Communication with Supervisors, Peers, or Subordinates:    Communicates workflow implication of decisions in written, 
verbal or electronic form.    Communicates effectively through oral and written communications.    Maintains a clear 
understanding of program policy while interpreting and communicating information to direct reports.    Participates in 
upper management meetings to obtain new information on policies and procedures, shares feedback, and develops 
plans and resolve issues to improve business processes.    Shares results from data analysis and reviews of reports with 
upper management and implements changes for improvement among direct reports to ensure production standards are 
met. Developing and Building Teams:        Respects opinions different than own while seeking others input and 
receives/gives constructive criticism in an appropriate manner through all communications.    Effectively participates 
and contributes to work groups through recognizing strengths and identifying areas of growth for staff. Judging the 
Qualities of Things, Services, or People:    Evaluates staff for meeting performance standards and job productivity 
through the performance evaluation process.    Assists in the compilation of Customer Service Survey information 
through copying and distribution of surveys to staff, collection of surveys, and entry of data for submission to state 
office on a quarterly basis. Resolving Conflicts and Negotiating with Others:    Exercises active listening and problem 
solving skills to optimize day to day, orderly flow of activities.    Completes incident reports in a timely manner through 
written or electronic format to keep management and/or security informed, to comply with state policy, and to 
maintain a safe work environment. Processing Information:          Compiles statistical information to evaluate 
performance and productivity of office staff and/or operations through written and/or electronic data. 
Documenting/Recording Information:           Maintains daily, weekly, monthly, quarterly, and annual reports through 
written and electronic communication.    Uses established systems to accurately enter and track information and data.    
Develops forms to be used in general clerical operations of the unit to which assigned. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:           Estimates the quantities, costs, resources, and/or materials 
needed for work activities through observation of supply inventory and office operations. Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:                        Conducts space analysis within the office setting and 
completes equipment inventory to evaluatefuture needs through visual assessment and electronic scanning. Getting 
Information:    Gathers statistical information from reports for reviewing performance of office staff.    Assists in 
obtaining information and data needed for study of policy and procedure; enforces policy and procedure.    Performs 
personal contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and 
Controlling Resources:        Ensures compliance with budget restraints when monitoring and ordering supplies. 
Performing General Physical Activities:        Operates a variety of standard office machines and equipment as required.    
Stocks, distributes, and handles office supplies, case records, files, and equipment through lifting, bending, stooping, 
pushing, carrying, and walking to meet office needs and requests. Inspecting Equipment, Structures, or Material:                   
Creates tickets for equipment repair to send to Information Technology staff through phone or electronic 
communication.    Notifies General Services or other appropriate party of any maintenance or structural issues through 
phone or electronic communication.    Ensures equipment is operational and supplies are fully stocked through phone 
and electronic communication from staff. Evaluating Information to Determine Compliance with Standards:          
Reviews customer service complaints through phone and electronic communication to ensure funds are distributed, 
dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and monitors the completion of and 
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compliance with all mandatory policy and trainings for direct reports through the use of electronic data.    Ensures 
required posters and pamphlets are visible in all needed areas through routine observation and use of official guidelines. 
Handling and Moving Objects:           Arranges and restructures office furniture to improve the office environment and 
facilitate operational needs." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Process Management    
Time Management    Conflict Management    Hiring and Staffing    Action Oriented    Comfort around Higher 
Management    Organizational Agility    Written Communications    Approachability    Building Effective Teams    
Customer Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math    Clerical                   Computers and 
Electronics                        Customer and Personal Service                  Education and Training                  Personnel and Human 
Resources Skills:    Active Learning                   Active Listening                  Complex Problem Solving                           
Coordination                        Critical Thinking                  Judgment and Decision Making                  Learning Strategies                          
Monitoring                           Motivating and Developing Others                         Persuasion                Reading Comprehension                  
Social Perceptiveness    Social Skills and Instructing                        System Evaluation                           Systems Analysis                 
Time Management      Abilities:    Category Flexibility                         Deductive Reasoning                       Finger Speed and 
Dexterity                         Information Ordering                      Memorization                       Oral Comprehension                        
Oral Expression                    Originality                Problem Sensitivity                          Speech Recognition and Clarity                  
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    Basic Supplies 
(Pens, Stapler, etc.)    Date Stamp    Scanner    Fax Machine    Projector    Portable PA System    Postage Meter    Copier 
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002683 - OFFICE SUPERVISOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2637 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to graduation from a standard high school AND experience equivalent 
to substantial (five or more years of) full-time increasingly responsible clerical work including, at least, two years of 
supervisory experience. Substitution of Education for Experience:  Qualifying coursework at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the two years of supervisory experience." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of considerable difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for exercising supervision over 
a large clerical staff. This class differs from that of Officer Supervisor 2 in that an incumbent of the latter supervises a 
moderate-sized clerical staff. This class differs from that of Office Services Manager in that the incumbent of the latter 
supervises significantly larger numbers of staff and has greater overall management responsibility. 
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:                Supervises, evaluates, and provides feedback to assigned 
clerical staff, clerical supervisors, and others with significantly increased job responsibilities through established 
performance management guidelines. Staffing Organizational Units:             Makes recommendations on employment, 
retention, promotion, demotion and other human resources actions. Performing for or Working Directly with the Public:                  
Demonstrates effective customer service skills in all contacts to support the vision and mission of the department. 
Organizing, Planning, and Prioritizing Work:           Multi-tasks and prioritizes importance of tasks to ensure production 
deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in responsibilities due to the 
nature of the changing workplace). Training and Teaching Others:           Mentors and trains staff to develop the skills 
necessary for completion of job assignments.    Evaluates and develops training for new and current staff to ensure good 
customer service.    Identifies areas needing improvement for staff; develops action plans for addressing needs; and 
monitors and follows up to ensure that needs have been met. Establishing and Maintaining Interpersonal Relationships:             
Develops and maintains personal relationships through open communication and timely responses to supervisors, 
peers, and subordinates. Assisting and Caring for Others:                     Provides emotional support to co-workers and 
customers through active listening to encourage a harmonious work environment. Making Decisions and Solving 
Problems:      Identifies specific issues, gathers data to research issues, and determines solutions through observation, 
written and verbal communication to resolve problems within the workplace in a timely manner. Analyzing Data or 
Information:         Analyzes data from gathered reports to ensure production standards are being met. Coordinating the 
Work and Activities of Others:     Ensures cross-training is completed for staff to account for coverage during times of 
staff absence.    Analyzes and manages workload for direct reports, including redistribution of work when needed, to 
ensure departmental goals are met.     Manages a group of employees and provides guidance to achieve the group goals 
through observation and communication of policies and procedures. Interacting With Computers:    Uses Edison to 
complete performance management documents, run time and labor queries, approve leave and expense requests, 
approve payable time, and compile reports.    Maintains current understanding of the department’s information systems 
policies, workflow processes, programs and procedures.    Operates MS Windows operating system, MS Office systems, 
and any additional department specified software to effectively perform job assignments. Updating and Using Relevant 
Knowledge:                Reads, reviews, and correctly interprets and/or implements policy and procedure updates to ensure 
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accuracy and compliance. Communicating with Persons Outside Organization:    Communicate with outside agencies or 
individuals to share accurate information regarding programs or policies to keep the public informed and/or resolve 
customer complaints.    Serves as a liaison with building owner, field offices, and outside agencies; schedules conference 
rooms and equipment; schedules maintenance repairs; coordinates supply ordering with central office; and maintains 
phone operation system. Interpreting the Meaning of Information for Others:                      Understands, interprets and 
communicates program policy with direct reports through meetings and verbal or electronic communication.    Performs 
public contact and liaison work verbally, electronically, or in writing to explain and interpret programs. Monitor 
Processes, Materials, or Surroundings:       Reviews office operations in an ongoing manner, through observation, 
database review, detecting and assessing problems while taking action to implement needed changes. Scheduling Work 
and Activities:        Schedules and coordinates coverage of staff and their respective workloads to ensure smooth office 
operations.    Receives, manages, and distributes incoming work among direct reports to ensure equalization of 
workload.    Manages work schedules for contracted staff, approves their time sheets, and provides feedback to the 
contract staff's employer.    Ensures the building is opened and closed in accordance with established business hours. 
Thinking Creatively:    Creates new work or business processes to improve internal or external office operations.    Makes 
recommendations for improvements in policy, procedure, or computer systems to the appropriate party. 
Communication with Supervisors, Peers, or Subordinates:    Communicates workflow implication of decisions in written, 
verbal or electronic form.    Communicates effectively through oral and written communications.    Maintains a clear 
understanding of program policy while interpreting and communicating information to direct reports.    Participates in 
upper management meetings to obtain new information on policies and procedures, shares feedback, and develops 
plans and resolve issues to improve business processes.    Shares results from data analysis and reviews of reports with 
upper management and implements changes for improvement among direct reports to ensure production standards are 
met. Developing and Building Teams:        Respects opinions different than own while seeking others input and 
receives/gives constructive criticism in an appropriate manner through all communications.    Effectively participates 
and contributes to work groups through recognizing strengths and identifying areas of growth for staff. Judging the 
Qualities of Things, Services, or People:    Evaluates staff for meeting performance standards and job productivity 
through the performance evaluation process.    Assists in the compilation of Customer Service Survey information 
through copying and distribution of surveys to staff, collection of surveys, and entry of data for submission to state 
office on a quarterly basis. Resolving Conflicts and Negotiating with Others:    Exercises active listening and problem 
solving skills to optimize day to day, orderly flow of activities.    Completes incident reports in a timely manner through 
written or electronic format to keep management and/or security informed, to comply with state policy, and to 
maintain a safe work environment. Processing Information:          Compiles statistical information to evaluate 
performance and productivity of office staff and/or operations through written and/or electronic data. 
Documenting/Recording Information:           Maintains daily, weekly, monthly, quarterly, and annual reports through 
written and electronic communication.    Uses established systems to accurately enter and track information and data.    
Develops forms to be used in general clerical operations of the unit to which assigned. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:           Estimates the quantities, costs, resources, and/or materials 
needed for work activities through observation of supply inventory and office operations. Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment:                        Conducts space analysis within the office setting and 
completes equipment inventory to evaluatefuture needs through visual assessment and electronic scanning. Getting 
Information:    Gathers statistical information from reports for reviewing performance of office staff.    Assists in 
obtaining information and data needed for study of policy and procedure; enforces policy and procedure.    Performs 
personal contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and 
Controlling Resources:        Ensures compliance with budget restraints when monitoring and ordering supplies. 
Performing General Physical Activities:        Operates a variety of standard office machines and equipment as required.    
Stocks, distributes, and handles office supplies, case records, files, and equipment through lifting, bending, stooping, 
pushing, carrying, and walking to meet office needs and requests. Inspecting Equipment, Structures, or Material:                   
Creates tickets for equipment repair to send to Information Technology staff through phone or electronic 
communication.    Notifies General Services or other appropriate party of any maintenance or structural issues through 
phone or electronic communication.    Ensures equipment is operational and supplies are fully stocked through phone 
and electronic communication from staff. Evaluating Information to Determine Compliance with Standards:          
Reviews customer service complaints through phone and electronic communication to ensure funds are distributed, 
dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and monitors the completion of and 
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compliance with all mandatory policy and trainings for direct reports through the use of electronic data.    Ensures 
required posters and pamphlets are visible in all needed areas through routine observation and use of official guidelines. 
Handling and Moving Objects:           Arranges and restructures office furniture to improve the office environment and 
facilitate operational needs." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Process Management    
Time Management    Conflict Management    Hiring and Staffing    Action Oriented    Comfort around Higher 
Management    Organizational Agility    Written Communications    Approachability    Building Effective Teams    
Customer Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math    Clerical                   Computers and 
Electronics                        Customer and Personal Service                  Education and Training                  Personnel and Human 
Resources Skills:    Active Learning                   Active Listening                  Complex Problem Solving                           
Coordination                        Critical Thinking                  Judgment and Decision Making                  Learning Strategies                          
Monitoring                           Motivating and Developing Others                         Persuasion                Reading Comprehension                  
Social Perceptiveness    Social Skills and Instructing                        System Evaluation                           Systems Analysis                 
Time Management      Abilities:    Category Flexibility                         Deductive Reasoning                       Finger Speed and 
Dexterity                         Information Ordering                      Memorization                       Oral Comprehension                        
Oral Expression                    Originality                Problem Sensitivity                          Speech Recognition and Clarity                  
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    Basic Supplies 
(Pens, Stapler, etc.)    Date Stamp    Scanner    Fax Machine    Projector    Portable PA System    Postage Meter    Copier 
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002683 - OFFICE SUPERVISOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2638 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school AND experience equivalent 
to substantial (five or more years of) full-time increasingly responsible clerical work including, at least, two years of 
supervisory experience. Substitution of Education for Experience:  Qualifying coursework at an accredited college, 
university or technical school may be substituted for the required experience on a year-for-year basis, to a maximum of 
four years, there being no substitution for the two years of supervisory experience.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory clerical work of considerable difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for exercising supervision over 
a large clerical staff. This class differs from that of Officer Supervisor 2 in that an incumbent of the latter supervises a 
moderate-sized clerical staff. This class differs from that of Office Services Manager in that the incumbent of the latter 
supervises significantly larger numbers of staff and has greater overall management responsibility. 
 
Work Activities: 
"Guiding, Directing, and Motivating Subordinates:                Supervises, evaluates, and provides feedback to assigned 
clerical staff, clerical supervisors, and others with significantly increased job responsibilities through established 
performance management guidelines. Staffing Organizational Units:             Makes recommendations on employment, 
retention, promotion, demotion and other human resources actions. Performing for or Working Directly with the 
Public:                       Demonstrates effective customer service skills in all contacts to support the vision and mission of the 
department. Organizing, Planning, and Prioritizing Work:           Multi-tasks and prioritizes importance of tasks to ensure 
production deadlines are met.    Responds to change in a receptive manner (e.g., able to accept a shift in responsibilities 
due to the nature of the changing workplace). Training and Teaching Others:           Mentors and trains staff to develop 
the skills necessary for completion of job assignments.    Evaluates and develops training for new and current staff to 
ensure good customer service.    Identifies areas needing improvement for staff; develops action plans for addressing 
needs; and monitors and follows up to ensure that needs have been met. Establishing and Maintaining Interpersonal 
Relationships:             Develops and maintains personal relationships through open communication and timely responses 
to supervisors, peers, and subordinates. Assisting and Caring for Others:                     Provides emotional support to co-
workers and customers through active listening to encourage a harmonious work environment. Making Decisions and 
Solving Problems:      Identifies specific issues, gathers data to research issues, and determines solutions through 
observation, written and verbal communication to resolve problems within the workplace in a timely manner. Analyzing 
Data or Information:         Analyzes data from gathered reports to ensure production standards are being met. 
Coordinating the Work and Activities of Others:     Ensures cross-training is completed for staff to account for coverage 
during times of staff absence.    Analyzes and manages workload for direct reports, including redistribution of work 
when needed, to ensure departmental goals are met.     Manages a group of employees and provides guidance to 
achieve the group goals through observation and communication of policies and procedures. Interacting With 
Computers:    Uses Edison to complete performance management documents, run time and labor queries, approve 
leave and expense requests, approve payable time, and compile reports.    Maintains current understanding of the 
department’s information systems policies, workflow processes, programs and procedures.    Operates MS Windows 
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operating system, MS Office systems, and any additional department specified software to effectively perform job 
assignments. Updating and Using Relevant Knowledge:                Reads, reviews, and correctly interprets and/or 
implements policy and procedure updates to ensure accuracy and compliance. Communicating with Persons Outside 
Organization:    Communicate with outside agencies or individuals to share accurate information regarding programs or 
policies to keep the public informed and/or resolve customer complaints.    Serves as a liaison with building owner, field 
offices, and outside agencies; schedules conference rooms and equipment; schedules maintenance repairs; coordinates 
supply ordering with central office; and maintains phone operation system. Interpreting the Meaning of Information for 
Others:                      Understands, interprets and communicates program policy with direct reports through meetings and 
verbal or electronic communication.    Performs public contact and liaison work verbally, electronically, or in writing to 
explain and interpret programs. Monitor Processes, Materials, or Surroundings:       Reviews office operations in an 
ongoing manner, through observation, database review, detecting and assessing problems while taking action to 
implement needed changes. Scheduling Work and Activities:        Schedules and coordinates coverage of staff and their 
respective workloads to ensure smooth office operations.    Receives, manages, and distributes incoming work among 
direct reports to ensure equalization of workload.    Manages work schedules for contracted staff, approves their time 
sheets, and provides feedback to the contract staff's employer.    Ensures the building is opened and closed in 
accordance with established business hours. Thinking Creatively:    Creates new work or business processes to improve 
internal or external office operations.    Makes recommendations for improvements in policy, procedure, or computer 
systems to the appropriate party. Communication with Supervisors, Peers, or Subordinates:    Communicates workflow 
implication of decisions in written, verbal or electronic form.    Communicates effectively through oral and written 
communications.    Maintains a clear understanding of program policy while interpreting and communicating 
information to direct reports.    Participates in upper management meetings to obtain new information on policies and 
procedures, shares feedback, and develops plans and resolve issues to improve business processes.    Shares results 
from data analysis and reviews of reports with upper management and implements changes for improvement among 
direct reports to ensure production standards are met. Developing and Building Teams:        Respects opinions different 
than own while seeking others input and receives/gives constructive criticism in an appropriate manner through all 
communications.    Effectively participates and contributes to work groups through recognizing strengths and identifying 
areas of growth for staff. Judging the Qualities of Things, Services, or People:    Evaluates staff for meeting performance 
standards and job productivity through the performance evaluation process.    Assists in the compilation of Customer 
Service Survey information through copying and distribution of surveys to staff, collection of surveys, and entry of data 
for submission to state office on a quarterly basis. Resolving Conflicts and Negotiating with Others:    Exercises active 
listening and problem solving skills to optimize day to day, orderly flow of activities.    Completes incident reports in a 
timely manner through written or electronic format to keep management and/or security informed, to comply with 
state policy, and to maintain a safe work environment. Processing Information:          Compiles statistical information to 
evaluate performance and productivity of office staff and/or operations through written and/or electronic data. 
Documenting/Recording Information:           Maintains daily, weekly, monthly, quarterly, and annual reports through 
written and electronic communication.    Uses established systems to accurately enter and track information and 
data.    Develops forms to be used in general clerical operations of the unit to which assigned. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:           Estimates the quantities, costs, resources, and/or 
materials needed for work activities through observation of supply inventory and office operations. Drafting, Laying Out, 
and Specifying Technical Devices, Parts, and Equipment:                        Conducts space analysis within the office setting 
and completes equipment inventory to evaluatefuture needs through visual assessment and electronic scanning. 
Getting Information:    Gathers statistical information from reports for reviewing performance of office staff.    Assists in 
obtaining information and data needed for study of policy and procedure; enforces policy and procedure.    Performs 
personal contact for the purpose of furnishing or obtaining information from all relevant sources. Monitoring and 
Controlling Resources:        Ensures compliance with budget restraints when monitoring and ordering supplies. 
Performing General Physical Activities:        Operates a variety of standard office machines and equipment as 
required.    Stocks, distributes, and handles office supplies, case records, files, and equipment through lifting, bending, 
stooping, pushing, carrying, and walking to meet office needs and requests. Inspecting Equipment, Structures, or 
Material:                   Creates tickets for equipment repair to send to Information Technology staff through phone or 
electronic communication.    Notifies General Services or other appropriate party of any maintenance or structural 
issues through phone or electronic communication.    Ensures equipment is operational and supplies are fully stocked 
through phone and electronic communication from staff. Evaluating Information to Determine Compliance with 
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Standards:          Reviews customer service complaints through phone and electronic communication to ensure funds are 
distributed, dispersed, and/or adjusted in accordance with state and federal law.    Coordinates and monitors the 
completion of and compliance with all mandatory policy and trainings for direct reports through the use of electronic 
data.    Ensures required posters and pamphlets are visible in all needed areas through routine observation and use of 
official guidelines. Handling and Moving Objects:           Arranges and restructures office furniture to improve the office 
environment and facilitate operational needs." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Problem Solving    Directing Others    Process Management    
Time Management    Conflict Management    Hiring and Staffing    Action Oriented    Comfort around Higher 
Management    Organizational Agility    Written Communications    Approachability    Building Effective Teams    
Customer Focus    Ethics and Values    Motivating OthersKnowledge:    Basic Math    Clerical                   Computers and 
Electronics                        Customer and Personal Service                  Education and Training                  Personnel and Human 
Resources Skills:    Active Learning                   Active Listening                  Complex Problem Solving                           
Coordination                        Critical Thinking                  Judgment and Decision Making                  Learning Strategies                          
Monitoring                           Motivating and Developing Others                         Persuasion                Reading Comprehension                  
Social Perceptiveness    Social Skills and Instructing                        System Evaluation                           Systems Analysis                 
Time Management      Abilities:    Category Flexibility                         Deductive Reasoning                       Finger Speed and 
Dexterity                         Information Ordering                      Memorization                       Oral Comprehension                        
Oral Expression                    Originality                Problem Sensitivity                          Speech Recognition and Clarity                  
Time Sharing    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Multi-Function Printers (MFPs)    Secure Print System with FOBs    Telephone & Headsets    Basic Supplies 
(Pens, Stapler, etc.)    Date Stamp    Scanner    Fax Machine    Projector    Portable PA System    Postage Meter    Copier 
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062561 - OFFSET PRESS OPERATOR 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1689 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to two years of full-time printing services work, including at least one 
year of offset or digital press operation experience. Substitution of Education for Experience: Additional qualifying 
coursework at an accredited college, university, technical institute, business school, or vocational or trade school in 
graphic arts, printing or a related field may be substituted for the required experience on a year-for-year basis, there 
being no substitution for the required one year of specialized offset or digital press operation experience. OR Two years 
of printing services experience with the State of TN. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs press work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the entry level class in the Offset Press Operator sub-series. An employee in this class 
operates several types of presses and may also perform bindery, quick copy and pre-press work. This class differs from 
that of Offset Press Operator 2 in that an incumbent of the latter performs at the advanced working level and may 
function as a lead worker. 
 
Work Activities: 
Controlling Machines and Processes:    Operates assigned offset and/or digital sheet fed press.    Prepares digital and/or 
offset presses and other equipment for processing jobs.    Changes blankets, photo receptive belts, toner cartridges, 
waste containers, rollers, roller covers and sheet separators for optimal quality in press operations.Monitor Processes, 
Materials or Surroundings:    Observes press operations to detect machine malfunctions and adjust press or notify 
supervisor when malfunctions occur.    Performs quality checks by completing quality checklist indicating correctness of 
color, ink density, paper size/color, finish and registration.Processing Information:    Examines job order to determine 
quantity to be printed, stock specifications, colors and special printing instructions.Interacting with Computers:    Utilizes 
print impositioning software to manipulate digital files.    Enters production information into enterprise 32 print 
management software program.    Enters leave request and work hours in Edison HRIS.Repairing and Maintaining 
Mechanical Equipment:    Repairs minor mechanical problems identified during press operations.    Performs proper and 
required maintenance as specified by operator's manual.    Determines severity of printing press issue and refers the 
problem to supervisor.Communicating with Persons Outside Organization:    Communicates with vendors in reference to 
press maintenance issues.Organizing, Planning and Prioritizing Work:    Notifies supervisor when heavy workloads 
necessitate assistance from employees in other sections.Establishing and Maintaining Interpersonal Relationships:    
Maintains professional working relationships with peers and upper management to ensure excellent customer 
service.Communicating with Supervisors, Peers or Subordinates:    Communicates any press issues to immediate 
supervisor that may impact ability to meet delivery deadlines.Performing General Physical Activities:    Lifts 50 pound 
boxes of paper and loads on the press.    Cleans ink fountain, plates and printing unit cylinders when press runs are 
completed.    Stands for long periods to operate printing press.Documenting/Recording Information:    Records 
information on job ticket to verify number of copies printed, number of plates used and pounds of ink used.    
Documents daily impression count for supervisor's production report.    Completes request form for supplies needed to 
operate press.Operating Vehicles, Mechanized Devices or Equipment:    Operates hand truck for stock retrieval and 
movement of finished job to staging locations. 
 
Competencies (KSA’s): 
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Competencies:    Drive for Results    Functional and Technical Competency    Customer Focus    Time Management    
Integrity and Trust    Patience    Informing    Learning on the Fly    Boss Relationships    Composure    Organizing    Decision 
QualityKnowledge:    Knowledge of processes for providing excellent customer services related to printing products, 
including customer needs and meeting quality standards for printing services and products    Knowledge of offset and 
digital printing press machines and tools, including their designs, uses, repair, and maintenanceSkills:    Monitoring    
Reading Comprehension    Speaking    Intructing    Equipment Maintenance    Operation and Control    Operation 
Monitoring    Quality Control Analysis    Repairing    TroubleshootingAbilities:    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Control Precision    Finger Dexterity    Manual Dexterity    
Extent Flexibility    Static Strength    Near Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Off-Set Printing Presses (one and two color sheet fed)    Digital Printing Presses    Computer    Telephone    Pica Pole 
Ruler    Hand Jack    Wrench    Screwdrivers    Bench grinder    Hand Held Power Tools (i.e., drills, grinders) 
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072949 - OGC CHIEF DATA OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3336 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072865 - OIG FORENSIC ACCOUNTANT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3391 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072719 - OIG NURSE CONSULTANT 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2085 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor’s Degree in nursing and 
experience equivalent to four (4) years of full-time, increasingly responsible professional nursing work. OR Graduation 
from an accredited college or university with an Associate’s Degree in nursing and experience equivalent to six (6) years 
of full-time, increasingly responsible professional nursing work. Substitution of Education for Experience: Additional 
graduate coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum 
of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nursing consulting work of considerable difficulty, 
and lead work of routine difficulty; and performs related work as required. Distinguishing Features: ,This is the working 
level class in the OIG Nurse Consultant sub-series. An employee in this class provides internal advisory services and 
nursing consultation in the investigation of TennCare Fraud and Abuse in the Drug Diversion Unit of the Office of 
Inspector General (OIG), Department of Finance & Administration. This class differs from that of OIG Nurse Consultant 1 
in that an incumbent of the latter functions at the entry level. This class differs from that of OIG Nurse Consultant 
Manager in that an incumbent of the latter is responsible for management and supervision of staff. 
 
Work Activities: 
Getting Information:    Gathers information from complaints, medical records, pharmacy records, medical claims, and 
on-line data to assist in investigations.    Accumulates, prepares, and safeguards data or information for confidential, 
oral and written reports.    Develops reports and case summaries from observations, inquiries and informants, consistent 
with policies and procedures.    Obtains recipient claims and/or reviews provider history.Analyzing Data or Information:    
Identifies suspicious recipients and providers by analyzing data to detect fraud and abuse of the TennCare Program.    
Reviews case summary documentation for spelling, grammar, and clarity to ensure it is presented in a clear and 
unambiguous manner.    Analyzes and reviews internal policies and procedures.Making Decisions and Solving Problems:    
Validates allegations of TennCare fraud and abuse.    Determines the proper outcome and disposition of fraud and abuse 
case.Processing Information:    Develops tracking system, case files, and case summaries from observations, inquiries 
and informants.    Ensures tracking system is consistent with policies and procedures, is clear and concise, and 
completed within the agreed timeframe.Interacting with Computers:    Gathers and reviews information from 
complaints, medical records, pharmacy records, medical claims, and on-line data.    Generates reports/summaries in a 
concise and accurate manner into internal case tracking systems and computer operating programs.    Utilizes 
mainframes and internet applications to gather and verify TennCare recipient or provider information to assist in 
investigations.    Creates and updates spreadsheets and presentations as needed to analyze and audit data and conduct 
training.Updating and Using Relevant Knowledge:    Researches updated information or current pharmacological 
practices, clinical practice guidelines, and state and federal regulations.    Attends continuing education program(s) and 
other relevant training in the nursing field (e.g., on-line, in person, or by mail), in order to maintain current nursing 
knowledge.Monitor Processes, Materials, or Surroundings:    Develops recommendations or conclusions that logically 
support and explain observations and alternatives when possible.Evaluating Information to Determine Compliance with 
Standards:    Utilizes logical analytical skills and medical standards of practice for the review of information.Organizing, 
Planning and Prioritizing Work:    Prioritizes special projects and handles appropriately and in a timely manner. 
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Establishing and Maintaining Interpersonal Relationships:    Communicates with persons outside organization and other 
external sources in a satisfactory and harmonious way, while maintaining that confidentiality of materials and 
information are never disclosed or made accessible to unauthorized personnel.    Creates and maintains constructive 
interpersonal relationships that promote task accomplishments.Communicating with Supervisors, Peers, or 
Subordinates:    Assists in translating or explaining information to internal staff to verify cases and help determine 
outcomes.    Provides information to supervisors and co-workers by telephone, in written form, e-mail or in person.    
Communicates in a positive manner with all staff members and other state and federal agencies and always presents a 
positive image.    Consults with TennCare medical authorities and/or department attorneys.Communicating with 
Persons Outside Organization:    Assists in translating or explaining information to external stakeholders to verify cases 
and help determine outcomes.    Communicates with vendors regarding recipient and provider changes.    Works as a 
team and maintains satisfactory and harmonious working relationships with all customers involved. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Technical Learning    Standing Alone    Perseverance    Written Communication    
Customer Focus    Ethics and Values    Integrity and Trust    Interpersonal Savvy    Self-DevelopmentKnowledge:    
Intermediate knowledge of the principles of nursing, nursing practices, techniques, medical terminology, and applicable 
laws.    Intermediate knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records.    Intermediate knowledge of internet principles.    Intermediate knowledge of 
pharmacological practices.Skills:    Intermediate critical thinking    Intermediate reading comprehension    Intermediate 
writing    Intermediate complex problem solvingAbilities:    Written Comprehension    Written Expression    Inductive 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Copier    Fax Machine 
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072720 - OIG NURSE CONSULTANT MGR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2091 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a Bachelor’s degree in nursing and 
experience equivalent to five (5) years of full-time, increasingly responsible professional nursing work, including at least 
one (1) year of supervisory experience over professional nurses. OR Graduation from an accredited college or university 
with an Associate’s degree in nursing and experience equivalent to seven (7) years of full-time, increasingly responsible 
professional nursing work, including at least one (1) year of supervisory experience over professional nurses. 
Substitution of Education for Experience:  Additional graduate coursework in nursing may be substituted for the 
required experience on a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional OIG nurse consultant management work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing Features:  
This is the managerial/supervisory class in the OIG Nurse Consultant sub-series. An employee in this class is responsible 
for management of the Drug Diversion Unit in the Office of the Inspector General, Department of Finance & 
Administration. This class differs from OIG Nurse Consultant 2 in that an incumbent of the latter performs professional 
advisory services and nursing consultation at the working level.  
 
Work Activities: 
Documenting and Recording Information:    Documents results of TennCare fraud and abuse investigations in 
accordance with state and federal laws and guidelines.    Maintains records on program effectiveness.    Maintains 
statistical reports on auditing reviews.    Documents the performance of assigned subordinates to ensure accurate and 
unbiased performance evaluations.Developing and Building Teams:    Mentors subordinate Nurse Consultant staff in 
their work, and how to most effectively and efficiently perform their assigned tasks.    Acts as a role model to 
subordinate Nurse Consultant staff and other co-workers and peers.    Encourages success and enhances trust in 
subordinate Nurse Consultant staff.    Identifies developmental opportunities appropriate for subordinate Nurse 
Consultant staff to improve team development.Judging the Qualities of Things, Services, or People:    Exercises 
considerable independent judgment and initiative in accordance with professional nursing standards, established 
regulations and procedures.    Interprets TennCare policies and procedures for Nurse Consultant staff and external 
customers.    Assigns, trains, supervises, and evaluates subordinate Nurse Consultant staff and their work.Training and 
Teaching Others:    Oversees agency training for employees to comply with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Develops and conducts presentations and in-service training to 
internal and external stakeholders on TennCare Office of Inspector General (OIG) Drug Diversions, Doctor Shopping, and 
Identity Theft.    Provides consultation for nursing educational programs.    Conducts staff meetings with Nurse 
Consultants on TennCare policies and procedures and accepted standards of medical practice.Resolving Conflicts and 
Negotiating with Others:    Maintains a respectful and productive work environment within the Office of Inspector 
General (OIG), Drug Diversion work unit to minimize disputes and facilitate performance.    Resolves conflicts to ensure 
timely and efficient performance.    Maintains positive working relationships.Interacting with Computers:    Gathers and 
reviews information from complaints, medical records, pharmacy records, medical claims, and on-line data.    Utilizes 
mainframes and internet applications to gather and verify TennCare recipient or provider information to assist in 
investigations.    Creates and updates spreadsheets and presentations as need to analyze and audit data and conduct 
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training.    Generates reports/summaries in a concise and accurate manner into internal case tracking systems and 
computer operating programs.Organizing, Planning, and Prioritizing Work:    Assigns time-sensitive TennCare fraud and 
abuse cases to ensure timely and accurate completion.    Prioritizes special projects and handles appropriately and in a 
timely manner.Getting Information:    Supervises the development of reports and case summaries from observations, 
inquiries and informants, consistent with policies and procedures.    Accumulates, prepares and safeguards data or 
information for confidential, oral and written reports.    Obtains recipient claims and/or reviews provider history.    
Gathers information from complaints, medical records, pharmacy records, medical claims, and on-line data to assist in 
investigations.Guiding, Directing, and Motivating Subordinates:    Leads subordinate Nurse Consultant staff in using 
relevant information and judgment to determine whether TennCare fraud and abuse cases comply with laws, 
regulations, and standards.    Monitors employee performance and conducts interim and annual performance 
evaluations for assigned staff.Making Decisions and Solving Problems:    Validates allegations of TennCare fraud and 
abuse.    Conducts audits on percentage of closed case files to determine the proper outcome and disposition of fraud 
and abuse cases.Developing Objectives and Strategies:    Generates SMART goals to develop job performance plans for 
assigned subordinates.    Develops motivational strategies to enhance employee participation and advancement.Staffing 
Organizational Units:    Makes recommendations on employment, retention, promotion, demotion and other human 
resource actions.    Conducts interviews for job candidates.    Identifies promotional opportunities within assigned 
subordinates to develop and enhance the talent pool.Updating and Using Relevant Knowledge:    Researches updated 
information or current pharmacological practices, clinical practice guidelines, and state and federal regulations.    
Supervises the release of information from the Tennessee Controlled Substance Database to Nurse Consultants and 
Criminal Investigation Division staff.    Attends continuing education program(s) and other relevant training in the 
nursing field (e.g., on-line, in person, or by mail) in order to maintain current nursing knowledge.Evaluating Information 
to Determine Compliance with Standards:    Utilizes logical analytical skills and medical standards of practice for the 
review of information.    Develops recommendations or conclusions that logically support and explain observations and 
alternatives when possible.Establishing and Maintaining Interpersonal Relationships:    Communicates with persons 
outside organization and other external sources in a satisfactory and harmonious way, while maintaining that 
confidentiality of materials and information are never disclosed or made accessible to unauthorized personnel. (e.g., 
HIPPA, Medicare, and TennCare).    Creates and maintains constructive interpersonal relationships that promote task 
accomplishments.Communicating with Supervisors, Peers, or Subordinates:    Consults with TennCare medical 
authorities and/or department attorneys.    Communicates in a positive manner with all staff members and other state 
and federal agencies and always presents a positive image.    Translates and explains information to internal staff to 
verify cases and help determine outcomes.    Provides information to supervisors and co-workers by telephone, in 
written form, e-mail, or in person.Scheduling Work and Activities:    Determines and coordinates the work schedules of 
subordinate Nurse Consultant staff to facilitate timely and accurate task completion.    Manages assigned TennCare 
fraud and abuse cases of subordinate Nurse Consultant staff.Analyzing Data or Information:    Manages the review of 
case summary documentation for spelling, grammar, and clarity to ensure it is presented in a clear and unambiguous 
manner.    Identifies suspicious recipients and providers by analyzing data to detect fraud and abuse of the TennCare 
Program.    Analyzes and reviews internal policies and procedures.Communicating with Persons Outside Organization:    
Translates and explains information to external stakeholders to verify cases and determine outcomes.    Maintains 
satisfactory and harmonious work relationships with all customers involved.    Communicates with vendors regarding 
recipient and provider changes.Processing Information:    Manages the development of tracking system, case files, and 
case summaries from observation, inquiries, and informants.    Ensures tracking system is consistent with policies and 
procedures, is clear and concise, and completed within the agree time frame. 
 
Competencies (KSA’s): 
Competencies:    Problem-Solving    Developing Direct Reports and Others    Directing Others    Process Management    
Conflict Management    Hiring and Staffing    Standing Alone    Drive for Results    Organizational Agility    Building 
Effective Teams    Ethics and Values    Integrity and Trust              Knowledge:    Advanced knowledge in the principles of 
nursing, nursing practices, techniques, medical terminology, and applicable laws.    Intermediate knowledge of internet 
principles    Intermediate knowledge of pharmacological practices    Intermediate knowledge of administration and 
management    Intermediate knowledge of human resourcesSkills:    Intermediate Critical thinking    Intermediate 
Monitoring    Intermediate Complex Problem-Solving    Advanced Time ManagementAbilities:    Inductive Reasoning    
Oral Comprehension    Problem Sensitivity    Written Comprehension    Oral Expression 
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Tools and Equipment Used: 
    Personal Computer    Printer    Scanner    Copier    Fax Machine 
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072722 - OIG PROGRAM MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  1998 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072861 - OIG REVIEW SPECIALIST 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3014 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree. OR Graduation 
from an accredited college or university with an Associate's Degree and experience equivalent to 2 years of full-time 
professional work in public or private health care systems, state or federal benefit programs, medical coding or claims 
billing. Substitution of Experience for Education: Qualifying full-time professional experience in office administration, 
public or private health care systems, state or federal benefit programs, medical coding, or claims billing may be 
substituted for the required education on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for positions must: Have a good moral character, as determined by 
investigation; Complete a criminal history disclosure form in a manner approved by the appointing authority; Agree to 
release all records involving their criminal history to the appointing authority; Supply a fingerprint sample in a manner 
prescribed by the TBI for a fingerprint based criminal history records check.Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for operation of the TennCare Hotline and performs case review 
work of average difficulty; and performs related work as required Distinguishing Features: This is the first working level 
class in the OIG Case Review and Investigative Specialist sub-series. An employee in this class answers incoming calls on 
the TennCare Hotline in the investigation of TennCare Fraud and Abuse in the Eligibility Integrity Unit of the Office of 
Inspector General (OIG), Department of Finance & Administration. This class differs from that of OIG Investigative 
Specialist in that an incumbent of the latter performs preliminary investigative work in the investigation of TennCare 
Fraud and Abuse. 
 
Work Activities: 
Getting Information: Interprets and verifies pertinent information obtained from calls, mail, and fax. Validates 
information received from referral source and compares to what is reported. Requests information from caller relevant 
to specific type of case.Analyzing Data or Information: Analyzes and reviews information received from referral. 
Compares referral information to eligibility criteria to determine if further review is warranted. Reviews compiled 
information to determine probable cause. Writes clearly and succinctly to convey intended outcome.Making Decisions 
and Solving Problems: Determines if case is valid. Processes referral to next level of investigation. Determines if case 
should be referred to outside agencies as appropriate.Updating and Using Relevant Information: Maintains knowledge 
of applicable TennCare, Medicaid, and Department of Human Services (DHS) rules and regulations. Maintains relevant 
knowledge of internet-based systems.Interacting with Computers: Gathers and utilizes information from multiple data 
bases. Navigates systems to interpret data as it pertains to the specific referral. Enters data into excel spreadsheets to 
provide information to internal and external sources. Utilizes printer, copier, scanner and fax machine to prepare 
information.Communicating with Supervisors, Peers, or Subordinates: Communicates among peers regarding the 
distribution of cases to maintain a balanced workload. Communicates with peers to initiate the request of information 
from data systems. Discusses notable referrals with manager as necessary.Communicating with Persons Outside 
Organization Communicates with outside callers to ensure referrals are addressed appropriately. Maintains appropriate 
confidentiality of all information when communicating with individuals outside Office of Inspector General (OIG). 
Maintains composure under pressure and does not become defensive or irritated. Uses diplomacy and tact in stressful 
situations. Interacts patiently with customers to gain trust and respect. Maintains pleasant and professional demeanor 
when representing OIG. 
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Competencies (KSA’s): 
Competencies: Business Acumen Decision Quality Functional/Technical Competency Problem Solving Technical Learning 
Informing Organizing Action Oriented Written Communication Ethics and Values Composure Integrity and 
TrustKnowledge: Intermediate knowledge of administrative and clerical procedures and systems such as word 
processing, managing files, internet based data systems, and records management Basic Customer and Personal Service 
Intermediate knowledge of Medicaid policy, rules, and regulations, including a working knowledge of eligibility criteria 
for Medicaid programs and categories of eligibility Basic working knowledge and understanding of insurance and 
medical claims data Basic working knowledge of fraud as it pertains to Medicaid and other Federal programsSkills: 
Active Learning Active Listening Critical Thinking Reading Comprehension Communicating effectively, both verbally and 
in writing Complex Problem-Solving Effective Organizational SkillsAbilities: Communicates information and ideas verbally 
and in writing so others will understand them Concentrates on tasks over a period of time without being distracted 
Efficiently and effectively makes sense of, combines and organizes information gathered Communicates clearly so others 
can understand you Understands information and ideas presented through verbal and written communication 
 
Tools and Equipment Used: 
 Personal Computer Printer Fax Machine Copier Scanner Telephone System Calculator 
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072866 - OIG SPECIAL AGENT 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3392 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072721 - OIG SPECIAL AGENT SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2043 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
"Click here to access current compensation information." 
 
Tools and Equipment Used: 
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072863 - OIG SPECIAL INVESTIGATOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3390 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and experience 
equivalent to two years in public or private health care systems, state or federal benefit programs, medical coding, or 
claims billing. OR Graduation from an accredited college or university with an Associate's Degree and experience 
equivalent to four years in public or private health care systems, state or federal benefit programs, medical coding, or 
claims billing. Substitution of Experience for Education: Qualifying full-time experience in public or private health care 
systems, state or federal benefit programs, medical coding, or claims billing may be substituted for the required 
education on a year-for-year basis to a maximum of four years. OR Two years of professional governmental social 
services work.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   1. Have a good moral character, as determined by 
investigation;   2. Complete a criminal history disclosure form in a manner approved by the appointing authority;   3. 
Agree to release all records involving their criminal history to the appointing authority;   4.Supply a fingerprint sample in 
a manner prescribed by the TBI for a finger print based criminal history records check.Examination Method: Education 
and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
SUMMARY Under general supervision, is responsible for performing TennCare fraud investigative work of moderate 
difficulty and volume; and performs related work as required. DISTINGUISHING FEATURES This is the first working-level 
class in the OIG Special Investigator  sub-series. An employee in this class performs investigation and maintenance of a 
moderate caseload of Medicaid eligibility fraud complaints and refer cases to the Criminal Investigations Division and 
Civil/Administrative Division, following Eligibility Integrity Unit Standard Operating Procedures. This class differs from 
that of OIG Review Specialist 2 in that an incumbent of the latter compiles information into referrals for the purposes of 
building a case. This class differs from that of OIG Special Investigator 2 in that an incumbent of the latter performs case 
analysis at a significantly higher volume.   
 
Work Activities: 
 1. Analyze, interpret, and process information from Case Management systems, various databases, and supporting 
documents to prepare a Preliminary Case Review Summary to verify accuracy of information. 2. Review information 
collected to facilitate the investigation of TennCare fraud, policy violations, and criminal activity. 3. Compile information 
and justification into a report for referral to criminal investigations division or civil/administrative division for further 
investigation and review of TennCare fraud, policy violations, and criminal activity. 4. Refer information not related to 
TennCare fraud to other local, state, and federal agencies for further investigation and review. 5. Maintain a work 
activity log noting all case progression and updates, actions made during the investigation, and case completion 
information. 6. Assemble and maintain files per EIU procedures for auditing, and information preservation. 7. Maintain 
confidentiality when communicating with internal and external agencies to develop cases, and ensure cases are 
processed correctly. 8. Employee will serve as an emergency backup on the TennCare Fraud Hotline to analyze, compile, 
interpret, and process information related to TennCare Fraud referrals and enters said information into Case 
Management system. 9. Maintain knowledge of current TennCare, Medicaid, and Department of Human Services (DHS) 
rules, regulations, and policies and provide guidance to staff related to these standards.  
 
Competencies (KSA’s): 
 Competencies:1. Interpersonal Savvy2. Decision Quality3. Business Acumen4. Customer Focus5. Problem Solving6. 
Organizing7. Planning8. Priority Setting9. Integrity and Trust10. Action Oriented Knowledge:1. Clerical2. Customer and 



 TN Job Classification Specifications  
September 22, 2020 

Personal Service3. Economics and Accounting4. English Language5. Law and Government6. Mathematics               Skills:1. 
Writing2. Complex Problem Solving3. Judgment and Decision Making4. Time Management5. Active Listening6. Critical 
Thinking7. Speaking8. Reading Comprehension9. Active Learning10. Mathematics Abilities:1. Inductive Reasoning2. 
Deductive Reasoning3. Oral Expression4. Oral Comprehension5. Written Expression6. Flexibility of Closure7. Written 
Comprehension8. Problem Sensitivity9. Selective Attention10. Information Ordering           
 
Tools and Equipment Used: 
1. Computer2. Printer3. Calculator4. Fax Machine5. Copy Machine6. Scanner7. Telephone8. AV Equipment   
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072869 - OIG SPECIAL INVESTIGATOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5212 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor’s Degree and experience 
equivalent to three years in public or private health care systems, state or federal benefit programs, medical coding, or 
claims billing. OR Graduation from an accredited college or university with an Associate’s Degree and experience 
equivalent to five years in public or private health care systems, state or federal benefit programs, medical coding, or 
claims billing. Substitution of Experience for Education: Qualifying full-time experience in public or private health care 
systems, state or federal benefit programs, medical coding, or claims billing may be substituted for the required 
education on a year-for-year basis to a maximum of four years. ORThree years of professional governmental social 
services work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   1. Have a good moral character, as determined by 
investigation;    2. Complete a criminal history disclosure form in a manner approved by the appointing authority;    3. 
Agree to release all records involving their criminal history to the appointing authority;    4.Supply a fingerprint sample in 
a manner prescribed by the TBI for a finger print based criminal history records check.Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
SUMMARY:  Under general supervision, is responsible for performing TennCare fraud investigative work of considerable 
difficulty; and performs related work as required. DISTINGUISHING FEATURES: This is the second working-level class in 
the OIG  Special Investigator sub-series. An employee in this class performs Investigation and maintenance of a 
considerable caseload of Medicaid eligibility fraud complaints and refers cases to the Criminal Investigations Division 
and Civil/Administrative Division, following Eligibility Integrity Unit Standard Operating Procedures. This class differs 
from that of OIG Special Investigator 1 in that an incumbent of the latter analyzes a caseload of a significantly smaller 
scale. This class differs from that of OIG  Special Investigator 3 in that an incumbent of the latter acts as a lead within the 
Eligibility Integrity Unit. 
 
Work Activities: 
1. Analyze, interpret, and process information from Case Management systems, various databases, and supporting 
documents to prepare a Preliminary Case Review Summary to verify accuracy of information. 2. Review information 
collected to facilitate the investigation of TennCare fraud, policy violations, and criminal activity. 3. Compile information 
and justification into a report for referral to Criminal Investigations Division or Civil/Administrative Division for further 
investigation and review of TennCare fraud, policy violations, and criminal activity. 4. Refer information not related to 
TennCare fraud to other local, state, and federal agencies for further investigation and review. 5. Maintain a work 
activity log noting all case progression and updates, actions made during the investigation, and case completion 
information. 6. Assemble and maintain files per EIU procedures for auditing, and information preservation. 7. Maintain 
confidentiality when communicating with internal and external agencies to develop cases, and ensure cases are 
processed correctly. 8. Employee will serve as an emergency backup on the TennCare Fraud Hotline to analyze, compile, 
interpret, and process information related to TennCare Fraud referrals and enters said information into Case 
Management system. 9. Maintain knowledge of current TennCare, Medicaid, and Department of Human Services (DHS) 
rules, regulations, and policies and provide guidance to staff related to these standards. 
 
Competencies (KSA’s): 
Competencies:1. Interpersonal Savvy2. Decision Quality3. Business Acumen4. Customer Focus5. Problem Solving6. 
Organizing7. Planning8. Priority Setting9. Integrity and Trust Knowledge:1. Clerical2. Customer and Personal Service3. 
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Economics and Accounting4. English Language5. Law and Government6. Mathematics Skills:1. Writing2. Complex 
Problem Solving3. Judgment and Decision Making4. Time Management5. Active Listening6. Critical Thinking7. 
Speaking8. Reading Comprehension9. Active Learning10. Mathematics Abilities:1. Inductive Reasoning2. Deductive 
Reasoning3. Oral Expression4. Oral Comprehension5. Written Expression6. Flexibility of Closure7. Written 
Comprehension8. Problem Sensitivity9. Selective Attention10. Information Ordering 
 
Tools and Equipment Used: 
1. Computer2. Printer3. Calculator4. Fax Machine5. Copy Machine6. Scanner7. Telephone8. AV Equipment 
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072870 - OIG SPECIAL INVESTIGATOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  9292 
 
Minimum Qualifications: 
MINIMUM QUALIFICATIONS Education and Experience: Graduation from an accredited college or university with a 
Bachelor’s Degree and experience equivalent to four years in public or private health care systems, state or federal 
benefit programs, medical coding, or claims billing. OR Graduation from an accredited college or university with an 
Associate’s Degree and experience equivalent to six years in public or private health care systems, state or federal 
benefit programs, medical coding, or claims billing. Substitution of Experience for Education: Qualifying full-time 
experience in public or private health care systems, state or federal benefit programs, medical coding, or claims billing 
may be substituted for the required education on a year-for-year basis to a maximum of four years. OR Four years of 
professional governmental social services work.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   1. Have a good moral character, as determined by 
investigation;   2. Complete a criminal history disclosure form in a manner approved by the appointing authority;   3. 
Agree to release all records involving their criminal history to the appointing authority;   4.Supply a fingerprint sample in 
a manner prescribed by the TBI for a finger print based criminal history records check. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
SUMMARY Under general supervision, is responsible for performing TennCare fraud investigative work of the highest 
complexity and lead work of moderate difficulty; and performs related work as required. DISTINGUISHING FEATURES 
This is the lead-level class in the OIG Special Investigator sub-series. An employee in this class performs investigation and 
maintenance of a caseload  of Medicaid eligibility fraud complaints of a considerable difficulty and volume, and refers 
cases to the criminal investigations division and civil/administrative division, following Eligibility Integrity Unit Standard 
Operating Procedures. An employee in this classification acts as a lead within the Eligibility Integrity Unit and functions 
as a subject matter expert and assists the supervisor as needed. This class differs from that of OIG Special Investigator 2 
in that an incumbent of the latter performs case work of a lesser complexity level. 
 
Work Activities: 
1. Analyze, interpret, and process information from Case Management systems, various databases, and supporting 
documents to prepare a Preliminary Case Review Summary to verify accuracy of information. 2. Review information 
collected to facilitate the most complex investigations of TennCare fraud, policy violations, and criminal activity. 3. 
Compile information and justification into a report for referral to criminal investigations division or civil/administrative 
division for further investigation and review of complex cases of TennCare fraud, policy violations, and criminal activity. 
4. Refer information not related to TennCare fraud to other local, state, and federal agencies for further investigation 
and review. 5. Maintain a work activity log noting all case progression and updates, actions made during the 
investigation, and case completion information. 6. Assemble and maintain files per EIU procedures for auditing, and 
information preservation. 7. Acts as liaison, and maintain relationships, between the Office of Inspector General and 
various internal and external agencies to gather information, disseminate information, develop cases, and ensure cases 
are processed correctly. May represent the Special Investigations department of the Office of Inspector General in 
meetings, conferences, and conventions. 8. Assist supervisor with the collection and reporting of data related to referral 
volume and content and case statistics. 9. Assist supervisor with quarterly and annual audits of closed cases related to 
TennCare fraud, policy violations, and criminal activity. 10. Employee will serve as an emergency backup on the 
TennCare Fraud Hotline to analyze, compile, interpret, and process information related to TennCare Fraud referrals and 
enters said information into Case Management system. 11. Acts as a subject matter expert of current TennCare, 
Medicaid, and Department of Human Services (DHS) rules, regulations, and policies and provide guidance to staff related 
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to these standards, within the Office of Inspector General. Acts as subject matter expert related to the sourcing of 
information, and processing cases related to TennCare fraud, policy violations, and criminal activity. 
 
Competencies (KSA’s): 
Competencies: 1. Interpersonal Savvy2. Decision Quality3. Business Acumen4. Customer Focus5. Approachability6. 
Organizing7. Functional/Technical Competency8. Priority Setting9. Integrity and Trust Knowledge:1. Clerical2. Customer 
and Personal Service3. Economics and Accounting4. English Language5. Law and Government6. Mathematics7. 
Administration and Management          Skills:1. Writing2. Complex Problem Solving3. Instructing4. Time Management5. 
Active Listening6. Critical Thinking7. Service Orientation8. Reading Comprehension9. Active Learning10. Mathematics 
Abilities:1. Inductive Reasoning2. Deductive Reasoning3. Oral Expression4. Oral Comprehension5. Written Expression6. 
Flexibility of Closure7. Written Comprehension8. Problem Sensitivity9. Selective Attention10. Information Ordering           
 
Tools and Equipment Used: 
1. Computer2. Printer3. Calculator4. Fax Machine5. Copy Machine6. Scanner7. Telephone8. AV Equipment 
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076182 - OPERATIONS SPECIALIST 2* 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  5220 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to two years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee.Substitution of 
Professional Registration for the Required Education: Registration as a professional engineer with the State of 
Tennessee in either the civil engineering or structural engineering disciplines may substitute for the required bachelor's 
degree.ORPossession of a master's degree in civil engineering from an accredited college or university and experience 
equivalent to one year of full-time professional civil engineering work.ORExperience equivalent to two years of full-time 
professional civil engineering work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required.Examination Method: 
Education and Experience, 100%, for Career Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision is responsible for performing non-routine professional civil engineering of average 
difficulty and learns to perform non-routine professional civil engineering of considerable difficulty related to 
construction of a roadway, runway, highway or bridge.Distinguishing Features:  This is the intermediate level class in the 
Operations Specialist series.  An employee in this class applies professional level civil engineering principles to solve non-
routine problems and ensure the construction of roads, runways, and/or bridges, including geotechnical and materials 
testing, adhere to civil engineering specifications and standards.  A person in this class would be expected to lead staff 
performing civil engineering at the technical and technical assistance level.  This class differs from Transportation 
Associate - Operations in that employees in the latter class are performing routine professional engineering and learning 
to perform non-routine professional civil engineering work.  This class flexes to and differs from Operations Specialist 2 
in that incumbents in the latter lead professional and technical engineering staff involved in constructing or maintaining 
a structure, roadway, and/or runway, including geotechnical and materials testing, or assist a regional or statewide 
specialist in providing technical guidance to field engineering staff in areas such as construction, maintenance, bridge 
inspection and maintenance, or materials and tests.,An applicant appointed to this class will be reclassified to the 
Operations Specialist 2 after successful completion of the mandatory one year training period.  Inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
1. Oversees surveys of project sites for roadway, runway, or structural projects; assigns survey teams to project sites; 
locates surveying project by examining existing maps and other documents; ensures the accuracy of the information 
collected by the survey teams; discusses the project with land owners, utility representatives, and other individuals; may 
oversee the survey work of professional and technical subordinate staff.2. Oversees construction projects to ensure that 
construction projects are built according to plans and specifications; assigns field inspection and survey teams to 
construction projects; checks plans, specifications and contracts for accuracy and completeness and calculates 
additional construction information; coordinates the work of professional and technical subordinates, contractors and 
utility companies; assigns work to professional and technical subordinates and monitors their progress; inspects 
contractor's work and the placement of traffic control and environmental protection devices; initiates payment of 
contractors based on work completed; discusses the project with land owners, government officials and business 
representatives; writes final documentation of the project.3. Assists regional or statewide specialist by providing 
technical guidance to field engineering staff for a specialty area such as construction, maintenance, materials and tests, 
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or bridge inspection and maintenance; interprets departmental and federal policy and procedure to ensure compliance 
with the established guidelines; conducts field inspections to ensure that construction procedures are in compliance and 
are cost efficient; makes recommendations for variable solutions to civil engineering problems that field staff are unable 
to solve.4. Writes reports to document field and laboratory test results on construction materials; keeps up to date on 
standard specifications, test procedures, and related industry practices to assure conformity to construction 
specifications; conducts laboratory and field tests on materials and documents findings; assist in providing technical 
guidance to other engineering personnel in developing new material specifications, testing methods, or construction 
practices.5. Writes reports to resolve geotechnical problems, such as slope instability, settlement problems, or 
foundation instability; examines information regarding geophysical features (e.g., soil, rock, sinkholes, swamps); 
compares soil and rock conditions to proposed roadway and bridge alignments; conducts field investigations and 
laboratory tests; writes geotechnical reports according to departmental specifications; assist in providing technical 
guidance to other engineers to resolve problems with geotechnical reports, plans, or post construction sites.6. Evaluates 
and recommends solutions to construction related engineering problems; determines the nature of the problem; 
evaluates possible solutions; identifies and recommends the best solution to the problem; answers technical questions 
for professional and technical subordinates.7. May designs plans used by contractors to build and maintain runways; 
calculates runway design elements (e.g., horizontal and vertical alignments, grade, cross sections, quantities of 
materials) given set parameters in survey and inspection data; obtains geotechnical, hydraulic and other applicable 
information; selects areas to be depicted on plans and maps; sets runway elevations and alignments; composes tables of 
quantities of construction materials; identifies drawings and writes notes concerning each aspect of construction; 
arranges tables, drawings and notes into a final construction plan; ensures that the final set of plans and specifications is 
accurate and complete.8. Assigns work to professional and technical subordinates and monitors their progress, trains 
new employees, conducts performance evaluations, answers technical questions, or perform other supervisory related 
duties. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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071926 - ORIENTATION & MOBILITY SPEC 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2145 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree in 
orientation and mobility or other acceptable field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  1. Be certified or eligible for certification in Orientation 
and Mobility by the Academy for Certification of Vision Rehabilitation and Education Professionals (ACVREP) or by the 
National Blindness Professional Certification Board (NBPCB). Certification is required within a reasonable time after 
employment. Applicants should carefully review certification requirements prior to applying.2. Complete a criminal 
history disclosure form in a manner approved by the appointing authority; 3. Agree to release all records involving their 
criminal history to the appointing authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history 
records check. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional orientation and mobility training of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class provides 
comprehensive and specialized orientation and mobility training and instruction to individuals who are blind or vision 
impaired. This class differs from that of Rehab Instructor-Blind in that incumbents of the latter are not certified in 
orientation and mobility instruction and provide less technical and complex training. 
 
Work Activities: 
Training and Teaching Others:    Teaches use of long cane and sighted guide techniques, both indoors and outdoors, and 
self-protective techniques without cane in familiar areas to assist in obtaining and maintaining employment.    Provides 
training in traveling in residential, business, and rural settings, including the use of public transportation to promote 
clients' safety and independence.    Trains individuals who are blind or vision impaired in the use of remaining senses 
including all functions of the auditory, tactual, olfactory, and kinesthetic senses in addition to visualization and/or spatial 
relationships, and in the use of residual vision if present to assist with client's independence and safety.    Teaches low 
vision devices or other adaptive equipment to ensure the clients' ability to maintain orientation and mobility.    Instructs 
clients in adaptive skills and equipment necessary to live and work independently and adjust to blindness or vision 
impairment.    Creates tactile maps using map-making kits and other materials including tactile markers to assist clients 
in learning travel routes.    Develops and implements in-service training for rehabilitation staff and the community to 
increase awareness and accessibility of services.Developing Objectives and Strategies:    Develops individualized goals 
and services after determining specific skill areas the client needs in order to enhance client independence.Judging the 
Qualities of Things, Services, or People:    Evaluates client's progress through practice sessions and other evaluation 
techniques to ensure the client is meeting his/her goals.Documenting/Recording Information:    Documents instructional 
objectives, recommendations, and the degree to which clients demonstrate skills and techniques upon completion of 
services for future retrieval and to support case actions.    Documents information obtained during client interactions for 
future reference and to support case actions.    Writes formal assessment reports as well as periodic progress reports 
electronically to document client's progress.    Documents services provided and other case-related activity using a 
computerized case record and/or paper case file.    Properly stores and maintains case-related documentation 
(application, referral, medical proof of eligibility, etc.) on paper or electronically to ensure program integrity and 
confidentiality.Provide Consultation and Advice to Others:     Counsels clients and their families regarding adjustment to 
blindness or vision impairment to improve their quality of life.    Consults with the individual, family, social worker, or 
others to develop optimal service plans to enhance independence.Evaluating Information to Determine Compliance with 
Standards:    Evaluates client's current level of functioning along with vision and medical records through established 
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procedures to develop his/her individual plan of service.     Evaluates referrals in accordance with current program 
standards to determine an individual’s possible need for services.Monitoring and Controlling Resources:    Controls the 
ordering, receipt, and distribution of adaptive equipment, supplies, services, and materials needed to meet the client's 
goals.    Selects the most cost effective and practical equipment options to ensure effective use of agency 
resources.Organizing, Planning, and Prioritizing Work:    Determines client responsibilities through established 
procedures for a client's individualized plan of instruction in order to best serve the client.    Identifies personal work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Interacting With Computers:              Uses office 
productivity software including but not limited to word processing programs, spreadsheets, presentation software, web-
based e-mail, instant-messaging, and search engines to meet agency goals.    Uses appropriate database tracking 
software specific to the state and agency as required.Communicating with Persons Outside Organization:    Refers 
individuals who are blind or vision impaired and their families to local, state, and federal organizations to assist them 
with meeting their individualized needs.    Networks with community professionals and organizations to identify 
resources available to clients to ensure quality service delivery.    Leads public education activities to promote 
awareness about resources and issues related to blindness or vision impairment.    Consults with various community 
organizations, such as nursing homes or home health agencies, to provide them with information on issues related to 
blindness or vision impairment.Getting Information:    Observes clients visually or aurally in their home or training 
environment to determine needed services to enhance their independence.    Interviews clients verbally and/or in 
writing about issues or challenges they are facing in order to determine ways to provide services.    Obtains information 
from vendors, agencies, or organizations regarding equipment and resources available to assist in meeting individuals' 
needs.    Obtains visual and medical records through established laws and procedures to assist in the development of 
program services.    Receives referrals of individuals who are blind or vision impaired from various verbal or written 
sources to later assess for instructional needs.Updating and Using Relevant Knowledge:    Attends or completes agency 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Remains current 
on new policies and procedures as they are implemented in order to ensure quality services are provided.    Attends or 
completes training as required to ensure continual learning and current knowledge of the field.    Researches products, 
trends, resources, and similar agencies through electronic and physical sources to stay current and apply new 
information for optimal service delivery.Performing Administrative Activities:    Responds to e-mails, phone calls, and 
other correspondence to ensure great customer service.    Scans, uploads, faxes, and/or e-mails documentation to 
appropriate individuals to ensure effective service delivery.    Maintains reports, files, and logs as required to ensure 
compliance with departmental, state, and federal laws, rules, regulations, and best practices.    Schedules appointments 
verbally and electronically with clients to complete assessments and provide services.    Submits time, leave/overtime 
requests, and expense claims by required deadlines to comply with state rules and regulations. Communicating with 
Supervisors, Peers, or Subordinates:    Maintains an open dialogue verbally or electronically with supervisors, co-
workers, and others within the agency to ensure effective and efficient communication and to meet client needs.    
Communicates questions through the appropriate chain of command to obtain policy or procedural clarification.    
Communicates daily schedules and activities verbally/electronically with supervisors and co-workers to maintain a 
balanced workflow.    Provides regular updates verbally and electronically to supervisor on the status of assigned work 
to ensure timely completion.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Listening    Customer Focus    Written Communications    Problem 
Solving    Informing    Organizational Agility    Organizing    Planning    Time ManagementKnowledge:    Intermediate 
knowledge of methods of teaching and instruction for individuals and small groups    Basic knowledge of individual 
differences in ability, personality, interests, learning, and motivation    Intermediate knowledge of the principles for 
providing customer service    Basic computer knowledge    Basic knowledge of office skills such as word processing and 
managing files and records    Basic knowledge of the principles of counseling and guidanceSkills:    Intermediate critical 
thinking skills    Intermediate active learning skills    Intermediate social perceptiveness skills    Intermediate judgment 
and decision making skills    Basic monitoring skills for assessing performance of other individuals    Basic service 
orientation skills    Intermediate instruction skills in the teaching of individuals and small groups    Intermediate effective 
oral communication skills as appropriate for the needs of the audience    Intermediate complex problem solving skills    
Intermediate active listening skills    Intermediate effective written communication skills as appropriate for the needs of 
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the audience    Basic personal time management skills    Intermediate reading comprehension of work related 
documentsAbilities:    Intermediate ability to know your location in relation to the environment or to know where other 
objects are in relation to you    Intermediate ability to quickly respond to a situation when it appears and take 
appropriate action    Intermediate ability to select appropriate adaptive equipment    Intermediate ability to 
communicate information and ideas verbally so others will understand them    Intermediate ability to communicate 
information and ideas in writing so others will understand    Intermediate ability to listen to and understand information 
and ideas presented through spoken words and sentences    Basic ability to apply general rules to specific problems to 
produce answers that make sense    Basic ability to combine pieces of information to form general rules or conclusions    
Intermediate ability to read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Multifunctional Printer    Adaptive Equipment (e.g., long canes, monocular 
telescopes, braille writing equipment, tactile maps and other markings, talking devices, magnifiers, writing guides, 
etc.)Other related office equipment as required 
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026697 - OUTREACH SPECIALIST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1125 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077620 - PARK INTERPRETIVE SPEC 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6479 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in history, 
anthropology, biology, ecology, or other related acceptable field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. be willing to and able to qualify with, carry, and use 
assigned weapons2. be at least twenty-one (21) years of age on the date of application3. be a citizen of the United 
States4. have a good moral character, as determined by investigation5. complete a criminal history disclosure form in a 
manner approved by the appointing authority6. agree to release all records involving their criminal history to the 
appointing authority7. supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check8. have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces9. pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position10. pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position11. possess a valid motor 
vehicle operator’s license at the time of appointment12. upon appointment, successfully complete a prescribed course 
of instruction at the Tennessee Law Enforcement Academy or have successfully completed the equivalent of the 
prescribed course.Necessary Special Qualifications 1, 2, 3, 8, 9, and 10 apply only to those positions required to carry a 
firearm.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs park interpretive duties of routine difficulty; and performs related 
work as required.Distinguishing Features: This is the entry level class in the Park Interpretive Spec sub-series. An 
employee in this class is responsible for providing historical or natural area information to state park visitors. This class 
differs from that of Park Interpretive Spec 2* in that an incumbent of the latter acts at the working level which requires 
that duties be performed under general supervision.*An applicant appointed to this flexibly staffed class will be 
reclassified to the next higher class in the series after successful completion of a mandatory one year training period; 
inadequate or marginal performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
1. Learns to provide environmental education regarding the historical and/or natural area significance of state parks to 
visitors through the development and presentation of lectures, slide programs, guided walks, and other scheduled 
programs.2. Learns to conduct research on the area, prepare reports, and maintain program records.3. Learns to protect 
the natural and historical resources by assessing various maintenance needs and conducting minor repairs on roads, 
trails, and facilities.4. Learns to perform park ranger duties such as law enforcement and safety duties.5. Learns to 
create displays and exhibits and maintain the cleanliness of the area.6. May provide emergency first aid services as 
needed.7. Operates and maintains a variety of equipment such as gardening tools, carpentry tools, and four-wheel drive 
vehicles.  
 
Competencies (KSA’s): 
Competencies: Informing Planning Presentation Skills Hiring and Staffing Intellectual Horsepower Directing Others 
Written Communications Time Management Sizing Up People Creativity Action Oriented ApproachabilityKnowledge: 
Geology History and Archeology Biology Geography Personnel and Human Resources Customer and Personal Services 
Education and Training Sociology and Anthropology Communications and MediaSkills: Active Listening Monitoring 
Speaking Management of Personnel Resources Instructing Persuasion Time Management Reading Comprehension 
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WritingAbilities: Gross Body Coordination Stamina Oral Expression Written Expression Speech Clarity Oral 
Comprehension  
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Cell Phone    Fax Machine    Printer/Scanner/Copier    Motor Vehicles    Audio/Video 
Recording Equipment    Boats    Firearms    Cameras    Binoculars    Global Positioning System (GPS)    Two-Way Radios    
Other Law Enforcement Equipment as required    Hand and Power Tools (chainsaws, etc.)    Personal Protection 
Equipment (PPE)    Outdoor Recreational Equipment 
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077622 - PARK INTERPRETIVE SPECIALIST 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4216 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in history, 
anthropology, biology, ecology, Parks and Recreation, and Resource Management or other related acceptable natural 
science based degree and experience equivalent to three years of full-time professional park conservation, interpretive, 
or natural work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed 
course.Necessary Special Qualifications 1, 2, 3, 8, 9, and 10 apply only to those positions required to carry a firearm. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs required interpretive program development and evaluation duties of 
considerable difficulty; and performs related work as required. Distinguishing Features An employee in this class is 
responsible for planning and evaluation of programs to be used for state parks, historical, and natural areas within a 
given region. 
 
Work Activities: 
Getting Information: Conducts research on historical and natural subjects in state parks, natural areas, historic sites, etc. 
Conducts scientific studies, inventories, and research in conjunction with other entities to determine issues with park 
natural resources. Conducts inspections to identify and monitor threats to park resources. Researches parks natural, 
cultural, historical resources to develop Interpretive Programs. Seeks and secures funding, such as grants, etc. Identifies 
and interviews individuals knowledgeable of parks resources.Judging the Qualities of Things, Services, or People: 
Assesses Seasonal Interpreter/Recreator staff to determine suitability for a career in this field.Monitor Processes, 
Materials, or Surroundings: Monitors rare and endangered species. Monitors native habitat restoration. Monitors land 
use zones and park boundary integrity. Monitors visitation reports, Resource Management Interpretation Database 
(RMI), and special events calendars, etc.Thinking Creatively: Creates and develops innovative interpretive programs for 
staff use.Staffing Organizational Units: Recruits employees for Seasonal Interpreter/Recreator positions. Determines the 
Seasonal Interpreter/Recreator needs of individual parks and assigned positions.Operating Vehicles, Mechanized 
Devices, or Equipment: Utilizes a variety of vehicles and equipment, such as chainsaws, tractors, boats, etc.Identifying 
Objects, Actions, and Events: Identifies and inventories park fauna, flora, historic, prehistoric, and geologic features 
which can serve as subject matter for park interpretive programs.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment: Assists in planning, production, and installation of exhibits, kiosks, interpretive panels, etc.Selling 
or Influencing Others: Creates partnerships, cultivates, sustains, and develops relationships that will secure 
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funding/financial investors. Makes presentations to civic groups, schools, clubs, and the general public concerning park 
activities and programs, in order to promote agency programs and provide information.Evaluating Information to 
Determine Compliance with Standards: Evaluates interpretive programs and activities.Training and Teaching Others: 
Assists in training Park Rangers and Seasonal Interpretive/Recreators by providing research and technical information. 
Assists with the development and delivery of a statewide menu of interpretive and educational training opportunities. 
Identifies staff and seasonal employees training needs.Updating and Using Relevant Knowledge: Attends and maintains 
training for required certifications.Interpreting the Meaning of Information for Others: Provides public information on 
parks, conservation, natural, and historical areas as requested by interested groups and individuals.Communicating with 
Supervisors, Peers, or Subordinates: Maintains regular communications with park staff through routine site visits, e-
mails, phones, and regional meetings.Communicating with Persons Outside Organization: Writes for magazines, 
newspapers, digital media, etc. Composes texts for resources files, interpretive displays, and park brochures. Plans and 
presents a variety of programs. Represents TN State parks in media interviews.Developing Objectives and Strategies: 
Develops park interpretive priorities.Guiding, Directing, and Motivating Subordinates: Provides guidance and monitor 
Seasonal Interpreters/Recreators in their provision of programs. Reviews and approves performance evaluations for 
assigned subordinates.Performing General Physical Activities: Assists parks with law enforcement and emergency 
response(s) as needed. Assists with the routing, construction, inspection, and maintenance of trails.Performing 
Administrative Activities: Works with Human Resources to complete all new hire paperwork, personnel orientation, and 
separation for the Seasonal Interpreters/Recreators. Discusses job responsibilities, required skills, state policies, 
philosophy, and goals.Scheduling Work and Activities: Schedules park interpretive programs, resource management 
activities, and special events.Coaching and Developing Others: Provides guidance to and coaches park staff in the 
management of Seasonal Interpreter/Recreator positions to ensure optimum results. Mentors and coaches park staff to 
ensure professional development.Organizing, Planning, and Prioritizing Work: Plans programs for Park Rangers and 
Seasonal Interpreter/Recreators to utilize in performing duties. Plans and/or assists with a variety of special events. 
Assists each park with the updates for park interpretive action plans. Organizes interpretive and recreational 
programming supplies.Monitoring and Controlling Resources: Monitor and/or approve honoraria funding requests and 
associated paperwork. Determines housing requirements for Seasonal Interpreters/Recreators. Purchases supplies and 
materials.  
 
Competencies (KSA’s): 
Competencies: Informing Planning Presentation Skills Hiring and Staffing Intellectual Horsepower Directing Others 
Written Communications Time Management Sizing Up People Creativity Action Oriented ApproachabilityKnowledge: 
Geology History and Archeology Biology Geography Personnel and Human Resources Customer and Personal Services 
Education and Training Sociology and Anthropology Communications and MediaSkills: Active Listening Monitoring 
Speaking Management of Personnel Resources Instructing Persuasion Time Management Reading Comprehension 
WritingAbilities: Gross Body Coordination Stamina Oral Expression Written Expression Speech Clarity Oral 
Comprehension  
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Cell Phone    Fax Machine    Printer/Scanner/Copier    Motor Vehicles    Audio/Video 
Recording Equipment    Boats    Firearms    Cameras    Binoculars    Global Positioning System (GPS)    Two-Way Radios    
Other Law Enforcement Equipment as required    Hand and Power Tools (chainsaws, etc.)    Personal Protection 
Equipment (PPE)    Outdoor Recreational Equipment 
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077691 - PARK MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4149 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in one of the 
following areas: Natural or Cultural Sciences, (Natural Sciences; Biology (all), Geology, Botany, Animal Sciences, etc.) 
(Cultural Sciences: History, Archaeology, Anthropology, etc.), Natural and/or Cultural Resource Management, Parks & 
Recreation/Sports & Leisure), or related acceptable field; and experience equivalent to two years of full-time 
professional parks and/or conservation work. Substitution of Education for Experience: Additional qualifying graduate 
coursework may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
Substitution Experience for Education: Professional park law enforcement, park management, or park interpretive work 
may substitute for the required education on a year-for-year-basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed 
course.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional park supervisory work of average difficulty in 
exercising general direction over a small and/or less complex organizational unit of professional and sub-professional 
park personnel. Performs managerial and administrative work of average difficulty at a small and/or less complex park 
facility, and performs related work as required. Distinguishing Features: An employee in this class may assist in the 
management of one of the largest and/or most complex park facilities or is the manager of a small and/or less complex 
park. This class differs from Park Ranger 3 in that an incumbent of the latter performs park security and conservation 
work, functions as a lead worker in the Park Ranger sub-series, and functions as a field training officer and Park Safety 
Officer, and may report to an incumbent in the Park Manager 1 classification. This class differs from Park Manager 2 in 
that an incumbent of the latter manages the programs and activities of a moderately sized and/or moderately complex 
park facility. 
 
Work Activities: 
Resolving Conflicts and Negotiating With Others: Investigates complaints and resolves the matter in a timely and 
professional manner. Investigates complaints against staff and makes recommendations as to appropriate action. 
Enforces park rules and regulations established by the Department of Environment and Conservation. Enforces State 
Laws, as found in the Tennessee Code Annotated. Processing Information: Implements Natural Resource inventories of 
Park property. Implements Cultural Resource inventories of Park property. Performing General Physical Activity: 
Performs law enforcement duties, (such as, but not limited to: restraining/detaining individuals, utilizing law 
enforcement equipment and tactics, etc.). Performs search and rescue duties, (such as, but not limited to: hiking 
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arduous trails, lifting and carrying individual in stokes baskets, etc.). Guiding, Directing, and Motivating Subordinates: 
Implements the Job Performance Management procedures.  Developing Objectives and Strategies: Develops and 
implements a Natural Resource Management plan for the park. Develops and implements a Cultural Resource 
Management plan for the park. Develops and implements park emergency management plan. Implements an 
Interpretation Action Plan. Consults with appropriate developmental groups, in the planning and/or designs for future 
park use. Develops land acquisitions needs list. Evaluating Information to Determine Compliance with Standards: 
Ensures compliance with terms of leases, Memorandum of Agreement (MOA’s), Memorandum of Understanding 
(MOU’s), and all other inter-agency agreements. Implements a park safety plan to ensure compliance with occupational 
safety requirements, (such as OSHA, TOSHA, etc.). Reviews disciplinary actions executed by assigned subordinates to 
ensure that they are administered in accordance with agency policy and department of Human Resources policies and 
procedures. Ensures compliance with state rules, regulations and policies. Implements procedures to ensure compliance 
with procurement policies. Ensures compliance with the Tennessee Incident Based Reporting System (TIBRS) 
requirements. Ensures compliance with Department of Human Resource Policies and Procedures. Oversees work 
provided by contractors, vendors, etc. on maintenance projects. Ensures compliance with the attendance and leave 
procedures. Coaching and Developing Others: Develops and conducts the Performance Evaluation Process for direct 
reports. Coaches staff on operational policies and procedures. Establishing and Maintaining Interpersonal Relationships: 
Develops and maintains relationships with government and non-government organizations. Establishes and maintains 
cooperative working relationships with other agencies.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Solicits bids and cost estimates for maintenance and improvement needs.Monitoring and Controlling 
Resources: Reviews parks operational budget. Implements fiscal procedures for each park operation, (i.e., audits, 
compliance, etc.). Identifies funding sources to address maintenance needs, (such as, but not limited to: operational 
budget, major maintenance budget, grants, donations, etc.). Reviews and approves all purchases, expenditures and 
inventories of resale items.Performing Administrative Activities: Assist in the daily management of the park’s operating 
budget, payroll, and financial statements. Approves Time and Leave requests (i.e., payroll, leave Requests, etc.). 
Prepares incident reports and citations.Monitor Processes, Materials, or Surroundings: Identifies boundary 
encroachments. Identifies maintenance needs for facilities. Conducts patrols of park to inspect for safety hazards. 
Conducts inspections of park boundaries. Inspecting Equipment, Structures, or Material: Conduct inspections of facilities 
to ensure safety and quality. Operating Vehicles, Mechanized Devices, or Equipment: Conducts safe handling of 
weapons according to policy. Qualifies annually with assigned firearms. Utilizes a variety of equipment, such as skid 
steers, forklifts, back hoes, chainsaws, tractors, boats, etc. Operates assigned vehicles within agency policy and 
procedure.Judging the Qualities of Things, Services, or People: Conducts routine inspections for quality control of each 
park operation.Communicating with Persons Outside Organization: Performs public contact work in explaining laws and 
enforcement regulations to the media, legislators, commissioners and the general public. Presents evidence gathered in 
a criminal arrest or investigation to a court, judge or jury. Develops outreach programs with local schools, civic groups, 
and clubs. Educates park guest and local community on the natural and cultural resources of the park. Educates park 
guest and local community on the benefits and outdoor recreational opportunities of the park. Organizing, Planning, and 
Prioritizing Work: Establishes standard operational procedures for each park operation. Develops staffing needs for park 
operations. Coordinates routine and major maintenance of facilities.Staffing Organizational Units: Conducts interviews 
and hiring procedures.Training and Teaching Others: Ensures that all Commissioned Officers attend required training to 
maintain certifications. Identifies and provides training opportunities for staff.Communicating with Supervisors, Peers, 
and Subordinates: Presents land acquisitions needs to State Lands Acquisitions Committee. Communicates regularly 
with subordinates and peers in regards to operational goals, initiatives and priorities. Advises supervisors of impending 
budget issues as required. Interpreting the Meaning of Information for Others: Provides Interpretive programs on the 
primary and secondary interpretive themes of the park. Develops interpretive and educational signage and waysides to 
share the primary and secondary interpretive themes of the park. Conducts interpretative and educational programs. 
Updating and Using Relevant Knowledge: Attend and maintain all necessary training/certifications, (such as, but not 
limited to: law enforcement, medical, etc.). Completes all required administrative training (such as, but not limited to: 
Edison training, procurement training, Workplace Harassment training, etc.).Scheduling Work and Activities: Prepares 
work schedules and daily assignments of staff to ensure safety and security of the park. Schedules staff to ensure that 
park operational needs are met while staying in compliance with established policies. Establishes operational hours for 
facilities.Making Decisions and Solving Problems: Reviews incident reports and citations and takes appropriate actions as 
needed. 
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Competencies (KSA’s): 
Competencies: Planning Directing Others Decision Quality Conflict Management Ethics & Values Priority Setting Problem 
Solving Managing Vision & Purpose Presentation Skills Written CommunicationsKnowledge: Administration & 
Management Public Safety & Security English Language Customer & Personal Service Personnel & Human Resources Law 
& Government Clerical Education & Training Communications & Media Management of Financial Resources 
Management of Personnel Resources Management of Material ResourcesSkills: Judgment & Decision Making Reading 
Comprehension Speaking Writing Active Learning Active Listening Complex Problem Solving Monitoring Negotiation 
Time Management Critical Thinking Instructing Coordination Learning Strategies Service Orientation Persuasion Social 
PerceptivenessAbilities: Oral Expression Oral Comprehension Written Comprehension Written Expression Deductive 
Reasoning Stamina Inductive Reasoning Fluency of Ideas Problem Sensitivity Memorization Originality Arm-Hand 
Steadiness Manual Dexterity Gross Body Coordination Gross Body Equilibrium Control Precision Finger Dexterity Static 
Strength 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine/Copier/Scanner Firearms Boats Motor Vehicles Maintenance equipment Two-way 
Radio Heavy Machinery Cameras Binoculars Hand-held Power Tools All-Terrain Vehicle (ATV’s)Other Law Enforcement 
related equipment  
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077692 - PARK MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4159 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in one of the 
following areas: Natural or Cultural Sciences, (Natural Sciences: Biology (all), Geology, Botany, Animal Sciences, etc.) 
(Cultural Sciences: History, Archaeology, Anthropology, etc.), Natural and/or Cultural Resource Management, Park & 
Recreation/Sports & Leisure), or related acceptable field; experience equivalent to two years of full-time increasingly 
responsible professional park and/or conservation work, of which one year must be supervisory. Substitution of 
Education for Experience: Additional qualifying graduate coursework may be substituted for the required experience, on 
a year-for-year basis, to a maximum of one year, there being no substitution for the required supervisory experience. 
Substitution for Education: Professional park law enforcement, park management, or park interpretive work may 
substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment;    Upon appointment, successfully complete a prescribed course 
of instruction at the Tennessee Law Enforcement Academy or have successfully completed the equivalent of the 
prescribed course. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional park supervisory work of considerable difficulty in 
exercising general direction over a moderately sized and/or moderately complex organizational unit of professional and 
sub-professional park personnel. Performs managerial and administrative work of considerable difficulty at a 
moderately sized and/or moderately complex park facility, and performs related work as required.  Distinguishing 
Features: An employee in this class manages all programs and activities at a moderately sized and/or moderately 
complex park facility. This class differs from Park Manager 1 in that an incumbent of the latter may assist in the 
management of one of the largest and/or most complex park facilities or is the manager of a small and/or less complex 
park. This class differs from Park Manager 3 in that an incumbent of the latter manages the programs and activities of a 
large and/or most complex park facility. 
 
Work Activities: 
Resolving Conflicts and Negotiating With Others:     Investigates complaints against staff and makes recommendations as 
to appropriate action.     Investigates complaints and resolves the matter in a timely and professional manner.     
Enforces park rules and regulations established by the Department of Environment and Conservation.     Enforces State 
Laws, as found in the Tennessee Code Annotated. Processing Information:    Implements Natural Resource inventories of 
Park property.    Implements Cultural Resource inventories of Park property. Guiding, Directing, and Motivating 
Subordinates:    Implements the Job Performance Evaluation Management procedures.  Evaluating Information to 
Determine Compliance with Standards:    Ensures compliance with terms of leases, Memorandum of Agreement 
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(MOA's), Memorandum of Understanding (MOU's), and all other inter-agency agreements.    Implements a park safety 
plan to ensure compliance with occupational safety requirements, (such as OSHA, TOSHA, etc.).     Reviews disciplinary 
actions executed by assigned subordinates to ensure that they are administered in accordance with agency policy and 
department of Human Resources policies and procedures.    Ensures compliance with state rules, regulations and 
policies.    Implements procedures to ensure compliance with procurement policies.     Ensures compliance with 
Department of Human Resource Policies and Procedures.     Oversees work provided by contractors, vendors, etc. on 
maintenance projects.     Ensures compliance with the Tennessee Incident Based Reporting System (TIBRS) 
requirements.     Ensures compliance with the attendance and leave procedures.  Developing Objectives and Strategies:    
Develops and implements park emergency management plan.     Develops and implements a Natural Resource 
Management plan for the park.    Develops and implements a Cultural Resource Management plan for the park.    
Implements an Interpretation Action Plan.     Consults with appropriate developmental groups, in the planning and/or 
designs for future park use.     Develops land acquisitions needs list.  Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Solicits bids and cost estimates for maintenance and improvement needs. 
Monitoring and Controlling Resources:    Implements fiscal procedures for each park operation, (i.e., audits, compliance, 
etc.).    Reviews park operational budget.     Identifies funding sources to address maintenance needs, (such as, but not 
limited to: operational budget, major maintenance budget, grants, donations, etc.).     Reviews and approves all 
purchases, expenditures and inventories of resale items. Monitor Processes, Materials, or Surroundings:    Identifies 
boundary encroachments.    Identifies maintenance needs for facilities.    Conducts patrols of park to inspect for safety 
hazards.    Conducts inspections of park boundaries. Inspecting Equipment, Structures, or Material:    Conduct 
inspections of facilities to ensure safety and quality. Performing General Physical Activity:    Performs law enforcement 
duties, (such as, but not limited to: restraining/detaining individuals, utilizing law enforcement equipment and tactics, 
etc.).    Performs search and rescue duties, (such as, but not limited to: hiking arduous trails, lifting and carrying 
individuals in stokes baskets, etc.). Coaching and Developing Others:    Develops and conducts the Performance 
Evaluation Process for direct reports.     Coaches staff on operational policies and procedures.  Judging the Qualities of 
Things, Services, or People:    Conducts routine inspections for quality control of each park operation. Performing 
Administrative Activities:    Assist in the daily management of the park's operating budget, payroll, and financial 
statements.     Approves Time and Leave requests (i.e., payroll, leave Requests, etc.).     Prepares incident reports and 
citations.  Staffing Organizational Units:    Conducts interviews and hiring procedures.  Operating Vehicles, Mechanized 
Devices, or Equipment:    Conducts safe handling of weapons according to policy.    Qualifies annually with assigned 
firearms.    Operates assigned vehicles within agency policy and procedure.     Utilizes a variety of equipment, such as 
skid steers, forklifts, back hoes, chainsaws, tractors, boats, etc. Establishing and Maintaining Interpersonal Relationships:    
Develops and maintains relationships with government and non-government organizations.     Establishes and maintains 
cooperative working relationships with other agencies.  Scheduling Work and Activities:    Prepares work schedules and 
daily assignments of staff to ensure safety and security of the park.     Schedules staff to ensure that park operational 
needs are met while staying in compliance with established policies.     Establishes operational hours for facilities.  
Communicating with Supervisors, Peers, and Subordinates:    Communicates regularly with subordinates and peers in 
regards to operational goals, initiatives and priorities.     Presents land acquisitions needs to State Lands Acquisitions 
Committee.     Advises supervisors of impending budget issues as required. Training and Teaching Others:    Ensures that 
all Commissioned Officers attend required training to maintain certifications.     Identifies and provides training 
opportunities for staff.  Updating and Using Relevant Knowledge:    Attend and maintain all necessary 
training/certifications, (such as, but not limited to: law enforcement, medical, etc.).     Completes all required 
administrative training (such as, but not limited to: Edison training, procurement training, Workplace Harassment 
training, etc.).  Communicating with Persons Outside Organization:    Performs public contact work in explaining laws 
and enforcement regulations to the media, legislators, commissioners and the general public.    Presents evidence 
gathered in a criminal arrest or investigation to a court, judge or jury.     Educates park guest and local community on the 
natural and cultural resources of the park.    Develops outreach programs with local schools, civic groups, and clubs.     
Educates park guest and local community on the benefits and outdoor recreational opportunities of the park.  
Interpreting the Meaning of Information for Others:    Develops interpretive and educational signage and waysides to 
share the primary and secondary interpretive themes of the park.     Provides Interpretive programs on the primary and 
secondary interpretive themes of the park.     Conducts interpretative and educational programs.  Making Decisions and 
Solving Problems:    Reviews incident reports and citations and takes appropriate actions as needed.  Organizing, 
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Planning, and Prioritizing Work:    Establishes standard operational procedures for each park operation.    Coordinates 
routine and major maintenance of facilities.    Develops staffing needs for park operations. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Managing Vision & Purpose    Ethics & Values    Directing Others    Planning    Priority 
Setting    Conflict Management    Delegation    Hiring & Staffing    Written CommunicationsKnowledge:    Administration 
& Management    Public Safety & Security    English Language    Customer & Personal Service    Personnel & Human 
Resources    Law & Government    Clerical    Education & Training    Communications & Media    Management of Financial 
Resources    Management of Personnel Resources    Management of Material Resources    Sales and Marketing Skills:    
Judgment & Decision Making    Reading Comprehension    Speaking    Writing    Active Learning    Active Listening    
Complex Problem Solving    Monitoring    Negotiation    Time Management    Critical Thinking    Instructing    Coordination    
Learning Strategies    Service Orientation    Persuasion    Social Perceptiveness Abilities:    Oral Expression    Oral 
Comprehension    Written Comprehension    Written Expression    Deductive Reasoning    Stamina    Inductive Reasoning    
Instructing    Fluency of Ideas    Problem Sensitivity    Memorization    Originality    Arm-Hand Steadiness    Manual 
Dexterity    Gross Body Coordination    Gross Body Equilibrium    Control Precision    Finger Dexterity    Static Strength 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Copier/Scanner    Firearms    Boats    Motor Vehicles    Maintenance 
Equipment    Two-way Radio    Heavy Machinery    Cameras    Binoculars    Hand-Held Power Tools    All-Terrain Vehicle 
(ATV’s) Other Law Enforcement related equipment 
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077696 - PARK MANAGER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4160 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in one of the 
following areas: Natural or Cultural Sciences, (Natural Sciences: Biology (all), Geology, Botany, Animal Sciences, etc.) 
(Cultural Sciences: History, Archaeology, Anthropology, etc.), Natural and/or Cultural Resource Management, Park & 
Recreation/Sports & Leisure), or related acceptable field; experience equivalent to four years of full-time increasingly 
responsible professional park and/or conservation work, of which two years must be supervisory. Substitution of 
Education for Experience: Additional qualifying graduate coursework may be substituted for the required experience, to 
a maximum of two years, there being no substitution for the required supervisory experience. Substitution of 
Experience for Education: Professional park law enforcement, park management, or park interpretive work may 
substitute for the required education on a year-for-year basis to a maximum of four years." 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal   
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment;    Upon appointment, successfully complete a prescribed course 
of instruction at the Tennessee Law Enforcement Academy or have successfully completed the equivalent of the 
prescribed course.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional park supervisory work of considerable difficulty in 
exercising general direction over a large and/or most complex organizational unit of professional and sub-professional 
park personnel. Performs managerial and administrative work of considerable difficulty at a large and/or most complex 
park facility, and performs related work as required. Distinguishing Features: An employee in this class manages all 
programs and activities at a large and/or complex park facility. This class differs from Park Manager 2 in that an 
incumbent of the latter directs all programs or activities at a moderately sized and/or moderately complex park facility. 
This class differs from a Park Area Manager in that an incumbent of the latter manages the programs and activities of a 
geographical region, which includes multiple parks and park facilities of various size and complexity. 
 
Work Activities: 
Resolving Conflicts and Negotiating With Others:    Investigates complaints against staff and makes recommendations as 
to appropriate action.     Investigates complaints and resolves the matter in a timely and professional manner.    Enforces 
park rules and regulations established by the Department of Environment and Conservation.     Enforces State Laws, as 
found in the Tennessee Code Annotated. Processing Information:    Implements Natural Resource inventories of Park 
property.    Implements Cultural Resource inventories of Park property. Guiding, Directing, and Motivating Subordinates:    
Implements the Job Performance Evaluation Management procedures.  Evaluating Information to Determine 
Compliance with Standards:    Ensures compliance with terms of leases, Memorandum of Agreement (MOA's), 
Memorandum of Understanding (MOU's), and all other inter-agency agreements.    Implements a park safety plan to 
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ensure compliance with occupational safety requirements, (such as OSHA, TOSHA, etc.).    Reviews disciplinary actions 
executed by assigned subordinates to ensure that they are administered in accordance with agency policy and 
department of Human Resources policies and procedures.    Ensures compliance with state rules, regulations and 
policies.    Implements procedures to ensure compliance with procurement policies.    Ensures compliance with the 
Tennessee Incident Based Reporting System (TIBRS) requirements.    Ensures compliance with Department of Human 
Resource Policies and Procedures.    Oversees work provided by contractors, vendors, etc. on maintenance projects.    
Ensures compliance with the attendance and leave procedures. Developing Objectives and Strategies:    Develops and 
implements park emergency management plan.    Develops and implements a Natural Resource Management plan for 
the park.    Develops and implements a Cultural Resource Management plan for the park.    Implements an 
Interpretation Action Plan.    Consults with appropriate developmental groups, in the planning and/or designs for future 
park use.    Develops land acquisitions needs list. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Solicits bids and cost estimates for maintenance and improvement needs. Monitoring and Controlling 
Resources:    Implements fiscal procedures for each park operation, (i.e., audits, compliance, etc.).    Reviews parks 
operational budget.    Identifies funding sources to address maintenance needs, (such as, but not limited to: operational 
budget, major maintenance budget, grants, donations, etc.).    Reviews and approves all purchases, expenditures and 
inventories of resale items. Monitor Processes, Materials, or Surroundings:    Identifies boundary encroachments.    
Identifies maintenance needs for facilities.    Conducts patrols of park to inspect for safety hazards.    Conducts 
inspections of park boundaries. Inspecting Equipment, Structures, or Material:    Conduct inspections of facilities to 
ensure safety and quality. Performing General Physical Activities:    Performs law enforcement duties, (such as, but not 
limited to: restraining/detaining individuals, brandishing a weapon, etc.).    Performs search and rescue duties, (such as, 
but not limited to: hiking arduous trails, lifting and carrying individual in stokes baskets, etc.). Coaching and Developing 
Others:    Develops and conducts the Performance Evaluation Process for direct reports.    Coaches staff on operational 
policies and procedures. Judging the Qualities of Things, Services, or People:    Conducts routine inspections for quality 
control of each park operation. Performing Administrative Activities:    Assist in the daily management of the park's 
operating budget, payroll, and financial statements.    Approves Time and Leave requests (i.e., payroll, leave Requests, 
etc.).    Prepares incident reports and citations. Staffing Organizational Units:    Conducts interviews and hiring 
procedures. Operating Vehicles, Mechanized Devices, or Equipment:    Conducts safe handling of weapons according to 
policy.    Qualifies annually with assigned firearms.    Operates assigned vehicles within agency policy and procedure.    
Utilizes a variety of equipment, such as skid steers, forklifts, back hoes, chainsaws, tractors, boats, etc. Establishing and 
Maintaining Interpersonal Relationships:    Establishes and maintains cooperative working relationships with other 
agencies.    Develops and maintains relationships with government and non-government organizations. Scheduling Work 
and Activities:    Prepares work schedules and daily assignments of staff to ensure safety and security of the park.    
Schedules staff to ensure that park operational needs are met while staying in compliance with established policies.    
Establishes operational hours for facilities. Communicating with Supervisors, Peers, and Subordinates:    Communicates 
regularly with subordinates and peers in regards to operational goals, initiatives and priorities.    Presents land 
acquisitions needs to State Lands Acquisitions Committee.    Advises supervisors of impending budget issues as required. 
Training and Teaching Others:    Ensures that all Commissioned Officers attend required training to maintain 
certifications.    Identifies and provides training opportunities for staff. Updating and Using Relevant Knowledge:    
Attend and maintain all necessary training/certifications, (such as, but not limited to: law enforcement, medical, etc.).    
Completes all required administrative training (such as, but not limited to: Edison training, procurement training, 
Workplace Harassment training, etc.). Communicating with Persons Outside Organization:    Presents evidence gathered 
in a criminal arrest or investigation to a court, judge or jury.    Educates park guest and local community on the natural 
and cultural resources of the park.    Develops outreach programs with local schools, civic groups, and clubs.    Educates 
park guest and local community on the benefits and outdoor recreational opportunities of the park. Interpreting the 
Meaning of Information for Others:    Develops interpretive and educational signage and waysides to share the primary 
and secondary interpretive themes of the park.    Provides Interpretive programs on the primary and secondary 
interpretive themes of the park.    Conducts interpretative and educational programs. Making Decisions and Solving 
Problems:    Reviews incident reports and citations and takes appropriate actions as needed. Organizing, Planning, and 
Prioritizing Work:    Establishes standard operational procedures for each park operation.    Coordinates routine and 
major maintenance of facilities.    Develops staffing needs for park operations. 
 
Competencies (KSA’s): 
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Competencies:    Managing Vision & Purpose    Conflict Management    Problem Solving    Hiring & Staffing    Business 
Acumen    Directing Others    Ethics & Values    Delegation    Priority Setting    Written CommunicationsKnowledge:    
Administration & Management    Public Safety & Security    English Language    Customer & Personal Service    Personnel 
& Human Resources    Law & Government    Clerical    Education & Training    Communications & Media    Management 
of Financial Resources    Management of Personnel Resources    Management of Material Resources    Sales and 
Marketing Skills:    Judgment & Decision Making    Reading Comprehension    Speaking    Writing    Active Learning    
Active Listening    Complex Problem Solving    Monitoring    Negotiation    Time Management    Critical Thinking    
Instructing    Coordination    Learning Strategies    Service Orientation    Persuasion    Social PerceptivenessAbilities:    
Oral Expression    Oral Comprehension    Written Comprehension    Written Expression    Deductive Reasoning    Stamina    
Inductive Reasoning    Instructing    Fluency of Ideas    Problem Sensitivity    Memorization    Originality    Arm-Hand 
Steadiness    Manual Dexterity    Gross Body Coordination    Gross Body Equilibrium    Control Precision    Finger Dexterity    
Static Strength 
 
Tools and Equipment Used: 
    Computer    Telephone/Fax Machine    Copier/Scanner    Firearms    Boats    Motor Vehicles    Maintenance Equipment    
Two-way Radio    Heavy Machinery    Cameras    Binoculars    Hand-Held Power Tools    All-Terrain Vehicle (ATV’s)Other 
Law Enforcement related equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077611 - PARK RANGER 1** 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6459 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course.During 
their careers, most rangers can expect to be assigned to several different parts of the state. While employee work 
location preference is considered, there is no guarantee that a ranger will remain stationed in only one 
area.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for park security and conservation work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the entry-level class in the Park Ranger sub-series. An 
employee in this class learns to provide park resource law enforcement and protects park resources. This class differs 
from that of Park Ranger 2 in that an incumbent of the latter acts at the working level.*An applicant appointed to this 
flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory 
two-year training period. Marginal or inadequate performance during the initial two year training period will result in 
automatic demotion or termination. 
 
Work Activities: 
Communicating with Supervisors, Peers, or Subordinates: Communicates regularly with subordinates and peers in 
regards to operational goals, initiatives and priorities.Controlling Machines and Processes: Handles and maintains a 
firearm for the protection of oneself and others in the park. Performing General Physical Activities: Employs defensive 
tactics, chemical weapons, and restraints, and if necessary, deadly force.Resolving Conflicts and Negotiating with 
Others: Enforces the laws of Tennessee and the rules and regulations of Tennessee State Parks. Assisting and Caring for 
Others: Maintains security In Tennessee State Parks. Identifies potential criminal and illicit activities.Guiding, Directing, 
and Motivating Subordinates: Supervises Seasonal Interpretive Recreators in their provision of programs.Interpreting 
the Meaning of Information for Others: Conducts interpretive programs to educate the public. Interprets information to 
present to visitors, co-workers. Recalls oral histories to preserve park history and local culture.Identifying Objects, 
Actions, and Events: Identifies and inventories park fauna, flora, historic, prehistoric, and geologic features which can 
serve as subject matter for park interpretive programs.Coaching and Developing Others: Conducts and approves 
performance evaluations for assigned subordinates.Evaluating Information to Determine Compliance with Standards: 
Identifies condition of individual in any accident and determines level of medical treatment required. Implements a park 
resource management plan in order to protect and control park, flora/fauna life and to protect cultural, historical, and 
natural park resources. Learns CPR and other emergency medical care procedures. Identifies potential emergency 
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situations. Participates in search and rescue operations. Assists with the implementation of the Tennessee State Park 
Safety Program. Conducts inspections to identify and monitor threats to park resources. Follows up on emergency 
situations and circumstances involved.Updating and Using Relevant Knowledge: Attends and maintains training for 
required certifications.Documenting/Recording Information: Investigates and documents accidents on park property. 
Prepares law enforcement related records and reports. Completes and submits performance review documents for 
subordinates accurately and promptly.Communicating with Persons Outside Organization: Presents evidence gathered 
in a criminal arrest or investigation to a court, judge, or jury. Promotes and markets park interpretive programs through 
various media outlets.Thinking Creatively: Creates and presents Interpretive Programs.Organizing, Planning, and 
Prioritizing Work: Plans park interpretive programs including tours of the park, oral presentations, exhibits, and 
displays.Handling and Moving Objects: Confiscates suspects’ weapons, contraband, or personal items to use as 
evidence. Turns over suspects personal items to local law enforcement agents. Removes timber and trail construction 
materials.Inspecting Equipment, Structures, or Material: Inspects project area upon completion of job to determine 
quality of work and safety of facility. Inspects and oversees park facilities for safety cleanliness and maintenance 
needs.Coordinating the Work and Activities of Others: Coordinates all emergency services with local emergency 
organizations. Assists with coordinating activities with friends groups and other volunteer organizations.Developing 
Objectives and Strategies: Assists with the writing of the emergency management plan. Utilizes research information to 
assist in determining resource management strategies.Performing Administrative Activities: Executes disciplinary action, 
if necessary. Learns to investigate complaints and reported offences. Determines funding needs and sources of funding 
for the upkeep of the facilities and requisition funding. Solicits bids for new contractors for building and maintenance 
projects. Discusses job responsibilities, required skills, state policies, philosophy and goals. Purchases supplies and 
materials.Monitor Processes, Materials, or Surroundings: Monitors rare and endangered species. Monitors rare plants. 
Monitors native plant restoration. Monitors land use zones and park property including placement of park property 
boundary markers.Operating Vehicles, Mechanized Devices, or Equipment: Transports suspects to local law 
enforcement detention center. Utilizes a variety of vehicles and equipment, such as skid steer, forklifts, backhoes, 
chainsaws, tractors, boats, etc.Selling or Influencing Others: Makes presentations to civic groups, schools, clubs, and the 
general public concerning park activities and programs, in order to promote agency programs and provide information. 
Creates partnerships, cultivates, sustains, and develops relationships that will secure funding/financial investors.Getting 
Information: Researches parks natural, cultural, historical resources to develop Interpretive Programs. Conducts 
inspections to identify and monitor threats to park resources. Conducts scientific studies and research in conjunction 
with other entities to determine issues with park natural resources. Seeks and secures funding, such as grants, etc. 
Identifies and interviews individuals knowledgeable of park resources.Training and Teaching Others: Identifies staff and 
seasonal employees training needs. Conducts water safety and rescue drills with park lifeguards. Conducts safety 
programs.Processing Information: Processes retail operations report, visitation reports, RMI reports (Resource Mgmt. 
Interpretation Database), etc.Scheduling Work and Activities: Establishes schedules for park staff and volunteers. 
Schedules park interpretive programs, resource management activities, and special events. 
 
Competencies (KSA’s): 
Competencies: Integrity & Trust Ethics & Values Conflict Management Time Management Written Communications 
Presentation Skills Command Skills Perseverance Decision Quality CreativityKnowledge: Customer and Personal Service 
Communication and Media Public Safety and Security Education and Training Computers and Electronics History and 
Archeology Administration Personnel and Human Resources Law and Government Sales and Marketing Biology 
Geography Geology Clerical Economics and Accounting Sociology and AnthropologySkills: Reading Comprehension 
Speaking Judgment & Decision Making Critical Thinking Active Listening Complex Problem Solving Time Management 
Active Learning Writing Management of Personnel Resources Management of Material Resources Instructing Social 
Perceptiveness Management of Financial Resources Trouble Shooting Monitoring Coordination Persuasion Negotiation 
Service Orientation Equipment SelectionAbilities: Oral Expression Oral Comprehension Gross Body Coordination Written 
Expression Arm Hand Steadiness Stamina Speech Clarity Written Comprehension Multi-Limb Coordination Manual 
Dexterity Control Precision Finger Dexterity Speed of Limb Movement Deductive Reasoning Reaction Time Wrist-Finger 
Speed Far Vision Originality Near Vision Depth Perception Rate Control Inductive Reasoning Information Ordering 
Problem Sensitivity Response Orientation Peripheral Vision Memorization Speech Recognition Fluency of Ideas Spatial 
Orientation Time Sharing Visualization Night Vision Sound Localization 
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Tools and Equipment Used: 
 Personal Computer Telephone/Cell Phone Motor Vehicles Fax Machine Printer Boats Firearms Cameras Binoculars Two-
way Radios Other Law Enforcement Equipment as required Maintenance equipment Power Tools 
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077612 - PARK RANGER 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4183 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of full-time professional park law enforcement or park interpretive work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed course.During 
their careers, most rangers can expect to be assigned to several different parts of the state. While employee work 
location preference is considered, there is no guarantee that a ranger will remain stationed in only one 
area.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for park security and conservation work of average difficulty; and 
performs related work as required. Implements a park resource management plan. Educates the public about a park’s 
resources through park interpretive programs. Implements the Tennessee State Park Safety Program. Maintains security 
in Tennessee State Parks. Supervises park staff and seasonal employees. Oversees safety and maintenance of all park 
facilities. Distinguishing Features: This is the working-level class in the Park Ranger sub-series. An employee in this class 
is responsible for providing park resource law enforcement, and protecting park resources, implementing the Tennessee 
State Parks Safety Program and developing the strategic management plan. An employee in this class supervises and 
trains other Park staff including Park Ranger 1,. This class is flexibly staffed and differs from that of Park Ranger 1, in that 
an incumbent of the latter acts in a training capacity learning to provide park resource law enforcement and protect 
park resources. The Park Ranger 2, differs from that of Park Ranger 3 in that an incumbent of the latter functions as a 
lead worker, acts as a Park Safety and Security officer, field training officer, Safety and Security Officer, and TEMA-
Incident Commander for individual park incidents. 
 
Work Activities: 
Communicating with Supervisors, Peers, or Subordinates:  Communicates regularly with subordinates and peers in 
regards to operational goals, initiatives and priorities.Controlling Machines and Processes:  Learns to shoot, safely 
handle and maintain a firearm for the protection of oneself and others in the park.Performing General Physical 
Activities: Employs defensive tactics, chemical weapons, and restraints, and if necessary, deadly force.Resolving Conflicts 
and Negotiating with Others: Enforces the laws of Tennessee and the rules and regulations of Tennessee State 
Parks.Assisting and Caring for Others: Learns to maintain security In Tennessee State Parks. Identifies potential criminal 
and illicit activities.Guiding, Directing, and Motivating Subordinates: Supervises Seasonal Interpretive Recreators in their 
provision of programs.Interpreting the Meaning of Information for Others: Conducts interpretive programs to educate 
the public. Interprets information to present to visitors, co-workers. Recalls oral histories to preserve park history and 
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local culture.Identifying Objects, Actions, and Events:  Identifies and inventories park fauna, flora, historic, prehistoric, 
and geologic features which can serve as subject matter for park interpretive programs.Coaching and Developing 
Others:  Conducts and approves performance evaluations for assigned subordinates.Evaluating Information to 
Determine Compliance with Standards: Identifies the condition of individuals in any accident and determines level of 
medical treatment required. Implements a park resource management plan in order to protect and control park, 
flora/fauna life and to protect cultural, historical, and natural park resources. Learns CPR and other emergency medical 
care procedures. Identifies potential emergency situations. Participates in search and rescue operations. Assist with the 
implementation of the Tennessee State Park Safety Program. Conducts inspections to identify and monitor threats to 
park resources. Follows up on emergency situations and circumstances involved.Updating and Using Relevant 
Knowledge:  Attends and maintains training for required certifications.Documenting/Recording Information:  
Investigates and documents accidents on park property. Prepares law enforcement related records and reports. 
Completes and submits performance review documents for subordinates accurately and promptly.Communicating with 
Persons Outside Organization:  Presents evidence gathered in a criminal arrest or investigation to a court, judge, or jury. 
Promotes and markets park interpretive programs through various media outlets.Thinking Creatively:  Creates and 
presents Interpretive Programs.Organizing, Planning, and Prioritizing Work: Plans park interpretive programs including 
tours of the park, oral presentations, exhibits, and displays.Handling and Moving Objects:  Confiscates suspects' 
weapons, contraband, or personal items to use as evidence. Turns over suspects personal items to local law 
enforcement agents. Removes timber, and trail construction materials, etc.Inspecting Equipment, Structures, or 
Material:  Inspects project area upon completion of job to determine quality of work and safety of facility. Inspects and 
oversees park facilities for safety cleanliness and maintenance needs.Coordinating the Work and Activities of Others:  
Coordinates all emergency services with local emergency organizations. Assists with coordinating activities with friends 
groups and other volunteer organizations.Developing Objectives and Strategies:  Assists with the writing of the 
emergency management plan. Utilizes research information to assist in determining resource management 
strategies.Performing Administrative Activities: Executes disciplinary action, if necessary. Learns to investigate 
complaints and reported offences. Determines funding needs and sources of funding for the upkeep of the facilities and 
requisition funding. Solicits bids for new contractors for building and maintenance projects. Discuses job responsibilities, 
required skills, state policies, philosophy and goals. Purchases supplies and materials.Monitor Processes, Materials, or 
Surroundings: Monitors rare and endangered species. Monitors rare plants. Monitors native plant restoration. Monitors 
land use zones and park property including placement of park property boundary markers.Operating Vehicles, 
Mechanized Devices, or Equipment: Transports suspects to local law enforcement detention center. Utilizes a variety of 
vehicles and equipment, such as skid steer, forklifts, backhoes, chainsaws, tractors, boats, etc.Selling or Influencing 
Others:  Makes presentations to civic groups, schools, clubs, and the general public concerning park activities and 
programs, in order to promote agency programs and provide information. Creates partnerships, cultivates, sustains, and 
develops relationships that will secure funding/financial investors.Getting Information:  Researches parks natural, 
cultural, historical resources to develop Interpretive Programs. Conducts inspections to identify and monitor threats to 
park resources. Conducts scientific studies and research in conjunction with other entities to determine issues with park 
natural resources. Seeks and secures funding, such as grants, etc. Identifies and interviews individuals knowledgeable of 
park resources.Training and Teaching Others: Identifies staff and seasonal employees training needs. Conducts water 
safety and rescue drills with park lifeguards. Conducts safety programs.Processing Information:  Processes retail 
operations report, visitation reports, RMI reports (Resource Mgmt. Interpretation Database), etc.Scheduling Work and 
Activities:  Establishes schedules for park staff and volunteers. Schedules park interpretive programs, resource 
management activities, and special events. 
 
Competencies (KSA’s): 
Competencies: Integrity & Trust Ethics & Values Conflict Management Time Management Written Communications 
Presentation Skills Command Skills Perseverance Decision Quality CreativityKnowledge: Customer and Personal Service 
Communication and Media Public Safety and Security Education and Training Computers and Electronics History and 
Archeology Administration Personnel and Human Resources Law and Government Sales and Marketing Biology 
Geography Geology Clerical Economics and Accounting Sociology and AnthropologySkills: Reading Comprehension 
Speaking Judgment & Decision Making Critical Thinking Active Listening Complex Problem Solving Time Management 
Active Learning Writing Management of Personnel Resources Management of Material Resources Instructing Social 
Perceptiveness Management of Financial Resources Trouble Shooting Monitoring Coordination Persuasion Negotiation 
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Service Orientation Equipment SelectionAbilities: Oral Expression Oral Comprehension Gross Body Coordination Written 
Expression Arm Hand Steadiness Stamina Speech Clarity Written Comprehension Multi-Limb Coordination Manual 
Dexterity Control Precision Finger Dexterity Speed of Limb Movement Deductive Reasoning Reaction Time Wrist-Finger 
Speed Far Vision Originality Near Vision Depth Perception Rate Control Inductive Reasoning Information Ordering 
Problem Sensitivity Response Orientation Peripheral Vision Memorization Speech Recognition Fluency of Ideas Spatial 
Orientation Time Sharing Visualization Night Vision Sound Localization 
 
Tools and Equipment Used: 
 Personal Computer Telephone/Cell Phone Motor Vehicles Fax Machine Printer Boats Firearms Cameras Binoculars Two-
way Radios Other Law Enforcement Equipment as required Maintenance equipment Power Tools 
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077613 - PARK RANGER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4192 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree and two years 
of full-time professional park law enforcement experience.Substitution of Education for Experience: None.Substitution 
of Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint-based criminal history record 
check; Have no conviction for a felony or have been discharged under any other than honorable condition, from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor vehicle operator’s 
license at the time of appointment; Upon appointment, successfully complete a prescribed course of instruction at the 
Tennessee Law Enforcement Academy or have successfully completed the equivalent of the prescribed 
course.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for park security and conservation work of average difficulty; and 
performs related work as required. The Park Ranger 3 is also responsible for functioning as a senior ranger and field 
training officer. The Park Ranger 3 may function as a Park Manager 1 in those Parks that do not have a Park Manager 
and may assist with staff scheduling. The Park Ranger 3 functions as the safety and security officer and is assigned the 
role of TEMA-Incident Commander for individual park incidents. Park Rangers 3 will support the Chief Ranger’s office on 
regional training, implement a park resource management plan, and may supervise park staff and seasonal 
employees.Distinguishing Features: This is the lead class for the Park Ranger sub-series. An employee in this class is 
responsible for implementing the Tennessee State Parks Safety Program at the park level. An employee in the class 
trains other park staff including Park Rangers 1 and 2. This class differs from the Park Ranger 2, in that the incumbent of 
the Park Ranger 3 acts in a training capacity, to provide park resource law enforcement. This class differs from that of 
Park Manager 1 in that an incumbent of the latter often supervises Park Rangers 3 and may assist in the management of 
one of the largest and/or most complex park facilities or is the manager of a small and/or less complex park.  
 
Work Activities: 
Training and Teaching Others:  Functions as the senior ranger/field training officer by developing training of park rangers 
on such things as park patrol techniques, courtroom procedures, writing citations, jail booking procedures, TIBRS 
(Tennessee Incident Based Reporting System), Patient Care Reports, orientation to the park, evidence documenting, 
collecting and submitting to TBI (Tennessee Bureau of Investigation) Crime Lab, and radio communication. Conducts 
water safety and rescue drills with park lifeguards. Conducts safety programs. Identifies park's staff and seasonal 
employees training needs.Performing General Physical Activities: Employs defensive tactics, chemical weapons, and 
restraints and if necessary, deadly force.Resolving Conflicts and Negotiating with Others: Enforces the laws of Tennessee 
and the rules and regulations of Tennessee State parks.Coordinating the Work and Activities of Others: Functions as the 
Emergency response incident commander for individual park incidents. Implements the ESFs (Emergency Service 
Functions) under the TEMP (Tennessee Emergency Management Plan). Supports statewide emergencies as dispatched 
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by TEMA through the Emergency Services Coordinator. Coordinates all emergency services with local emergency 
organizations. Coordinates activities with friends, groups and other volunteer organizations.Assisting and Caring for 
Others: Identifies potential criminal and illicit activities. Learns to maintain security in Tennessee State Parks.Controlling 
Machines and Processes: If necessary, shoots, safely handles, and maintains a firearm for the protection of oneself and 
others in the park.Developing Objectives and Strategies: Contributes to the writing and editing of the emergency 
management plan. Utilizes research information to assist in determining resource management strategies.Evaluating 
Information to Determine Compliance with Standards: Implements the risk management and safety manual 
requirements covering Office of Safety and Health, Administration (OSHA), Tennessee Office of Safety and Health 
Administration (TOSHA), confined space entry, blood borne pathogens, emergency operation procedures (panic files), 
playground safety inspections, swimming pool safety, fire prevention and awareness, records management, checking 
medical kits, conducting monthly safety meetings with staff; personal protective equipment and clothing; and the safe 
transfer of employees. Implements the Tennessee State Parks Safety Program. Participates in search and rescue 
operations. Identifies condition of individual in any accident and determines level of medical treatment required. 
Identifies potential emergency situations. Implements a park resource management plan to protect and control park, 
flora/fauna life and to protect cultural, historical, and natural park resources. Follows up on emergency situations and 
circumstances involved. Conducts inspections to identify and monitor threats to park resources.Updating and Using 
Relevant Knowledge: Attends and maintains training for required certifications.Documenting/Recording Information: 
Investigates and documents accidents on park property. Prepares law enforcement related records and reports. 
Completes and submits performance review documents for subordinates accurately and promptly.Scheduling Work and 
Activities: May function as the assistant manager (senior ranger) at parks that do not have a Park Manager 1 (Assistant 
Manager) in the absence of the Park Managers 3 (at the largest Parks), 2 (at a medium sized Park), or 1 (either Assistant 
Manager of a large Park or Park Manager at a small Park). May assist with staff scheduling of Park Ranger staff as 
requested by Park Manager in Parks that do not have a Park Manager 1 (Assistant Manager). Establishes schedules for 
park staff and volunteers. Schedules park interpretive programs, resource management activities, and special 
events.Handling and Moving Objects: Confiscates suspects' weapons, contraband, or personal items to use as evidence. 
Turns over suspects personal items to local law enforcement agents. May remove timber, trail construction materials, 
etc.Operating Vehicles, Mechanized Devices, or Equipment: Transports suspects to local law enforcement detention 
centers as needed. Utilizes a variety of vehicles and equipment, such as skid steer, forklifts, backhoes, chainsaws, 
tractors, boats, etc.Monitor Processes, Materials, or Surroundings: Monitors land use zones and park property including 
placement of park property boundary markers. Monitors rare and endangered species. Monitors rare plants. Monitors 
native plant restoration.Inspecting Equipment, Structures, or Material: Inspects and oversees park facilities for safety, 
cleanliness and maintenance needs. Inspects project area upon completion of job to determine quality of work and 
safety of facility.Communicating with Supervisors, Peers, or Subordinates: Communicates regularly with subordinates 
and peers regarding operational goals, initiatives and priorities.Communicating with Persons Outside Organization: 
Presents evidence gathered in a criminal arrest or investigation to a court, judge, or jury. Promotes and markets park 
interpretive programs through various media outlets.Identifying Objects, Actions, and Events: Identifies and inventories 
park fauna, flora, historic, prehistoric, and geologic features, which can serve as subject matter for park interpretive 
programs.Selling or Influencing Others: Creates partnerships, cultivates, sustains, and develops relationships that will 
secure funding/financial investors. Makes presentations to civic groups, schools, clubs, and the general public 
concerning park activities and programs to promote agency programs and provide information.Getting Information: 
Conducts inspections to identify and monitor threats to park resources. Seeks and secures funding, such as grants, etc. 
Researches parks natural, cultural, and historical resources to develop Interpretive Programs. Conducts scientific studies 
and research in conjunction with other entities to determine issues with park natural resources. Identifies and 
interviews individuals knowledgeable of park resources.Processing Information: Processes Retail operations report, 
visitation reports, RMI reports (Resource Mgmt. Interpretation Database), etc.Organizing, Planning, and Prioritizing 
Work: Plans park interpretive programs including tours of the park, oral presentations, exhibits, and displays.Performing 
Administrative Activities: Learns to investigate complaints and reported offences. Discusses job responsibilities, required 
skills, state policies, philosophy and goals. Executes disciplinary action, if necessary. Determines funding needs and 
sources of funding for the upkeep of the facilities and requisition funding. Solicits bids for new contractors for building 
and maintenance projects. Purchases supplies and materials.Coaching and Developing Others: Conducts and approves 
performance evaluations for assigned subordinates.Thinking Creatively: Creates and presents Interpretive 
Programs.Guiding, Directing, and Motivating Subordinates: Supervises Seasonal Interpretive Recreators in their 
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provision of programs.Interpreting the Meaning of Information for Others: Recalls oral histories to preserve park history 
and local culture. Conducts interpretive programs to educate the public. Interprets information to present to visitors 
and co-workers. 
 
Competencies (KSA’s): 
Competencies: Written Communications Presentation Skills Organizing Directing Others Action Oriented Motivating 
Others Integrity and Trust Problem Solving Conflict Management Building Effective TeamsKnowledge: Public Safety and 
Security Education and Training Communication and Media Law and Government Administrative ManagementSkills: 
Instructing Written Expression Speaking Complex Problem Solving Judgment and Decision Making Oral Expression 
Monitoring Deductive Reasoning Oral Comprehension Active Learning Writing Written Comprehension Active Listening 
Critical Thinking Management of Material Resources Management of Personnel Resources Time Management 
Coordination Problem Sensitivity Operation Monitoring Trouble ShootingAbilities: Speech Clarity Stamina Gross Body 
Coordination 
 
Tools and Equipment Used: 
 Personal Computer Telephone/Cell Phone Motor Vehicles Fax Machine Printer Boats Firearms Cameras Binoculars Two-
way Radios Other Law Enforcement Equipment as required Maintenance Equipment Power Tools 
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077704 - PARKS & CONSERVATION DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4166 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077703 - PARKS & CONSERVATION MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4164 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years in one or a combination of the following:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field.  OR Substitution of 
Experience for Education:  Experience in one or a combination of the following may substitute for the required 
bachelor's degree on a year for year basis to a maximum of four years:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field.  OR Substitution of 
Education for Experience:  Graduation from an accredited college or university with a master's degree in natural and 
cultural resource operations, GIS, architecture, capital/maintenance projects, and park interpretation/recreation or 
other related field may be substituted for two years of the required five years of work experience: there being no 
substitution for three years of experience required in one or a combination of the following: natural and cultural 
resource operations, GIS, architecture, capital/maintenance projects, and park interpretation/recreation or other 
related field.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Obtain and maintain a valid motor vehicle operator's 
license for employment in some positions in this classification. Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Job Overview:  Under general supervision, is responsible for managerial Parks and Conservation program work of 
considerable difficulty, and/or Parks and Conservation program data processing of average difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class manages a statewide Parks and 
Conservation program.  This classification differs from that of Parks and Conservation Supervisor in that an incumbent of 
the latter supervises work units within a larger Parks and Conservation program area. 
 
Work Activities: 
Communicating with Persons Outside the Organization: Negotiates and develops contracts and agreements with 
individuals and organizations. Collaborates with state, local, federal agencies, non-governmental organizations and 
contractors on Parks and Conservation programs and projects such as recreation/interpretive program delivery, capital 
and maintenance projects, land acquisition and disposal, data collection, sharing, project enhancement.Monitoring and 
Controlling Resources: Manages and monitors annual program budget(s) and implements specific plans/measures to 
meet FY agency goals. Monitors the development of database queries, maps or reports. Determines annual budget 
requirements based on allocated resources and operational costs. Manages maintenance on equipment to ensure 
efficient and accurate operation.Monitoring Processes, Materials, or Surroundings: Monitors specific Parks and 
Conservation processes as prioritized by Division such as maps or reports, collecting data, database manipulation, and 
land acquisition/disposal. Manages the updates of databases and source data to ensure data accessibility and 
accuracy.Estimating the Quantifiable Characteristics of Products, Events, or Information: Prepares program priorities 
and budgets by estimating items such as project costs, material costs, and land values to maintain parks and 
conservation assets.Thinking Creatively: Develops and reviews Parks and Conservation program standards such as 
process improvements, Standard Operating Procedures, workflows, and map templates.Interpreting the Meaning of 
Information for Others: Develops programs and activities to connect participants and stakeholders to natural and 
cultural resources.Resolving Conflicts and Negotiating with Others: Resolves internal and external conflicts and disputes 
by negotiating agreements and understandings with stakeholders. Responds to concerns, issues, and inquiries and then 
develops appropriate plan of resolution.Evaluating Information to Determine Compliance with Standards: Ensures 
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adherence to Parks and Conservation program standards such as process improvements, Standard Operating 
Procedures, workflows, map templates, and codes compliance. Ensures adherence to departmental policies, directives, 
procedures, and standards.Developing Objectives and Strategies: Provides a vision to support project plans including 
performance goals, timelines, and technical specifications. Develops Parks and Conservation goals, action steps and 
measures to accomplish specific Division priorities.Communicating with Supervisors, Peers, or Subordinates: Provides 
feedback to agency management on assigned projects by outlining project status, assignments, and overall 
performance. Recommends revisions to existing and proposed policies based on knowledge of Parks and Conservation 
industry standards.Guiding, Directing, and Motivating Subordinates: Monitors project activities for accuracy from 
inception to completion. Creates individual performance plans and evaluations in accordance with Department of 
Human Resources performance policies and procedures.Updating and Using Relevant Knowledge: Uses computers and 
computer systems (including hardware and software) to enter, analyze and process data. Researches current Parks and 
Conservation trends and best practices in areas such as recreation/interpretive program delivery, capital and 
maintenance projects, real property by reviewing professional literature, attending user conferences, and 
communicating with vendors, government agencies, and non-governmental organizations.Provide Consultation and 
Advice to Others: Makes presentations to management regarding practical applications and potential benefits on Parks 
and Conservation programs and projects such as recreation/interpretive program delivery, capital and maintenance 
projects, land acquisition and disposal.Staffing Organizational Units: Makes employment decisions regarding the hiring 
of subordinate staff and use of contract agencies.Inspecting Equipment, Structures, or Material: Inspecting Parks and 
Conservation assets such as land, facilities, natural and cultural resources for compliance with state and local laws and 
regulations. Inventory and assess Parks and Conservation assets for best management practices.Coaching and 
Developing Others: Manages the development of training plans and materials to support Parks and Conservation 
program staff.Performing General Physical Activities: Performs assessments of Parks and Conservation projects and/or 
programs which necessitate physical activity such as hiking, biking, and paddling.Coordinating the Work and Activities of 
Others: Evaluates team members' strengths and weaknesses to assign, facilitate and accomplish tasks.Processing 
Information: Prepares reports detailing the status of current projects and activities.Scheduling Work and Activities: 
Assigns projects according to current workload and individual expertise. 
 
Competencies (KSA’s): 
Competencies: Managing Through Systems Action Oriented Comfort around Higher Management Customer Focus 
Managing Vision and Purpose Perspective Total Work Systems Presentation Skills Motivating Others 
OrganizingKnowledge: Administration and Management Customer and Personal Service Sales and MarketingSkills: 
Complex Problem Solving Time Management Negotiation Service Orientation Judgment and Decision Making Speaking 
Writing Management of Financial Resources Management of Personal Service Coordination Instructing Active Learning 
Critical Thinking Systems EvaluationAbilities: Oral Expression Written Comprehension Written Expression Deductive 
Reasoning Spatial Orientation Inductive Reasoning Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Laser Range Finders Printer GPS Distance Measuring Instrument Large Format 
Printer Vehicles Boats A wide variety of recreational program equipment 
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073041 - PARKS & CONSERVATION SPEC 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6480 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. OR Substitution 
of Experience for Education:  Experience in one or a combination of the following may substitute for the required 
bachelor’s degree on a year for year basis to a maximum of four years: natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Obtain and maintain a valid motor vehicle operator's 
license for employment in some positions in this classification.Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Job Overview:  Under general supervision, is responsible for learning to perform Parks and Conservation program work 
of average difficulty, and/or Parks and Conservation program data processing of average difficulty; and performs related 
work as required. Distinguishing Features:  An employee in this class learns to perform Parks and Conservation program 
planning work and/or Parks and Conservation program data processing work of average difficulty and learns to 
implement special projects and activities to contribute to a statewide Parks and Conservation program.  This is the 
entry/training level job classification in the series and differs from that of Parks and Conservation Specialist 2* in that an 
incumbent of the latter performs activities and participates in special projects in the implementation of a variety of 
Parks and Conservation programs or program data collection and processing duties at the working level. *An applicant 
appointed to this flexibly staffed class will be reclassified to a Parks and Conservation Specialist 2* after successful 
completion of a mandatory one-year probationary period; inadequate or marginal performance during the probationary 
period will result in automatic termination. 
 
Work Activities: 
Developing Objectives and Strategies: Learns to support project plans, including performance goals, timelines and 
technical specifications. Learns to implement Parks and Conservation goals, action steps, and measures to accomplish 
specific Division priorities.Communicating with Persons Outside Organization: Learns to implement the scope of work 
for contracts and agreements with individuals and organizations. Learns to collaborate with state, local, federal 
agencies, non governmental organizations and contractors on Parks and Conservation programs and projects such as 
recreation/interpretive program delivery, capital and maintenance projects, land acquisition and disposal, data 
collection, sharing, project enhancement, and grants.Communicating with Supervisors, Peers, or Subordinates: Learns to 
provide feedback to agency management on assigned projects by outlining project status, assignments and overall 
performance. Learns to make recommendations for revisions to existing and proposed policies based on knowledge of 
Parks and Conservation industry standards.Performing General Physical Activities: Learns to implement Parks and 
Conservation projects and/or programs which necessitate physical activities such as hiking, biking and 
paddling.Evaluating Information to Determine Compliance with Standards:          Learns to adhere to departmental 
policies, directives, procedures and standards. Learns to adhere to Parks and Conservation program standards such as 
process improvements, Standard Operating Procedures, workflows, map templates, and codes compliance.Updating and 
Using Relevant Knowledge: Learns to use computers and computer systems (including hardware and software) to enter, 
analyze and process data. Learns to research current Parks and Conservation trends and best practices in areas such as 
recreation/interpretive program delivery, capitol and maintenance projects, and real property by reviewing professional 
literature, attending user conferences, and communicating with vendors, government agencies, and non governmental 
organizations.Monitor Processes, Materials or Surroundings: Learns to perform specific Parks and Conservation 
processes as prioritized by Division such as maps or reports, collecting data, database manipulation, and land 
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acquisition/disposal. Learns to take Inventory of and assess Parks and Conservation assets for best management 
practices.Inspecting Equipment, Structures, or Material: Learns to inspect Parks and Conservation assets such as land, 
facilities, and natural and cultural resources, for compliance with state and local laws and regulations. Learns to take 
Inventory of and assess Parks and Conservation assets for best management practices.Interpreting the Meaning of 
Information for Others: Learns to deliver programs and activities to connect participants and stakeholders to natural and 
cultural resources.Provide Consultation and Advice to Others: Learns to make presentations regarding practical 
applications and potential benefits on Parks and Conservation programs and projects such as recreation/interpretive 
program delivery, capital maintenance projects, land acquisition and disposal.Resolving Conflicts and Negotiating with 
Others: Learns to respond to concerns, issues and inquires and then learns to develop appropriate plan of resolution. 
Learns to resolve internal and external conflicts and disputes by negotiating agreements and understandings with 
stakeholders.Scheduling Work and Activities: Learns to schedule programs and events as assigned by 
supervisor.Coaching and Developing Others: Learns to develop and provide training in support of State Parks and 
Conservation programs. Learns to develop and implement training plans and materials to support Parks and 
Conservation staff.Thinking Creatively: Learns to implement and review Parks and Conservation Program standards such 
as process improvements, Standard Operating Procedures, workflows, and map templates.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Learns to participate and advise management about the setting of 
program priorities and budgets by estimating items such as project costs, material costs and land values to maintain 
parks and conservation assets.Coordinating the Work and Activities of Others: Learns to evaluate team members’ 
strengths and weaknesses to assign, facilitate and accomplish tasks.Monitoring and Controlling Resources: Learns to 
implement specific plans/measures to meet FY agency goals. Learns to develop data base queries, maps or reports. 
Learns to track expenditures and physical inventories for allocated resources and operational costs. Learns to maintain 
equipment to ensure efficient and accurate operation.Processing Information: Learns to report on the status of current 
projects and activities. 
 
Competencies (KSA’s): 
Competencies: Organizing Integrity & Trust Action Oriented Presentation Skills Customer Focus Creativity Time 
Management Learning on the Fly PlanningKnowledge: Computers & Electronics Education & Training Customer & 
Personal Service Building & ConstructionSkills: Judgment & Decision Making Writing Active Learning Active Listening 
Reading Comprehension Critical Thinking Time Management Speaking Management of Material Resources Coordination 
Instructing Service Orientation Social Perceptiveness Equipment Maintenance Learning Strategies Operation & Control 
Science Equipment Selection Trouble ShootingAbilities: Written Expression Written Comprehension Oral 
Comprehension Oral Expression Auditory Attention Speech Clarity Deductive Reasoning Fluency of Ideas Stamina Speech 
Recognition 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Laser Range Finders Printer GPS Distance Measuring Instrument Large Format 
Printer Vehicles Boats A wide variety of recreational program equipment 
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073042 - PARKS & CONSERVATION SPEC 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3338 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year in one or a combination of the following:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field.  OR Substitution of 
Experience for Education:  Experience in one or a combination of the following may substitute for the required 
bachelor's degree on a year for year basis to a maximum of four years:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field; there being no 
substitution for the one year of work experience.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Obtain and maintain a valid motor vehicle operator's 
license for employment in some positions in this classification.Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Job Overview:  Under general supervision, is responsible for implementing Parks and Conservation program work of 
average difficulty, and/or Parks and Conservation program data processing of average difficulty; and performs related 
work as required. Distinguishing Features:  An employee in this class performs Parks and Conservation program planning 
work and implements special projects and activities to contribute to a statewide Parks and Conservation program.  This 
is the working level job classification in the series and differs from that of Parks and Conservation Specialist 1, in that an 
incumbent of the latter learns to perform program data processing and collection and perform activities and participate 
in special projects in the implementation of a variety of Parks and Conservation programs.  
 
Work Activities: 
Communicating with Persons Outside Organization: Implements the scope of work for contracts and agreements with 
individuals and organizations. Collaborates with state, local, federal agencies non-governmental organizations and 
contractors on Parks and Conservation programs and projects such as recreation/interpretive program delivery, capital 
and maintenance projects, land acquisition and disposal, data collection, sharing, project enhancement, and 
grants.Interpreting the Meaning of Information for Others: Delivers programs and activities to connect participants and 
stakeholders to natural and cultural resources.Provide Consultation and Advice to Others: Makes presentations 
regarding practical applications and potential benefits on Parks and Conservation programs and projects such as 
recreation/interpretive program delivery, capital maintenance projects, land acquisition and disposal.Developing 
Objectives and Strategies: Implements Parks and Conservation goals, action steps, and measures to accomplish specific 
Division priorities. Supports project plans, including performance goals, timelines and technical specifications.Updating 
and Using Relevant Knowledge: Uses computers and computer systems (including hardware and software) to enter, 
analyze and process data. Researches current Parks and Conservation trends and best practices in areas such as 
recreation/interpretive program delivery, capitol and maintenance projects, and real property by reviewing professional 
literature, attending user conferences, and communicating with vendors, government agencies, and non-governmental 
organizations.Performing General Physical Activities: Performs Parks and Conservation projects and/or programs which 
necessitate physical activities such as hiking, biking and paddling.Monitoring and Controlling Resources: Implements 
specific plans/measures to meet FY agency goals. Develops data base queries, maps or reports. Makes presentations 
regarding practical applications and potential benefits on Parks and Conservation programs and projects such as 
recreation/interpretive program delivery, capital maintenance projects, land acquisition and disposal. Tracks annual 
budget expenditures and physical inventories for allocated resources and operational costs. Maintains equipment to 
ensure efficient and accurate operation.Inspecting Equipment, Structures or Material: Inspects Parks and Conservation 
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assets such as land, facilities, and natural and cultural resources, for compliance with state and local laws and 
regulations. Takes inventories of and assesses Parks and Conservation assets for best management practices.Thinking 
Creatively: Participates and advises in the development and implementation of Parks and Conservation Program 
standards such as process improvements, Standard Operating Procedures, workflows, and map templates.Scheduling 
Work and Activities: Schedules programs and events as assigned by supervisor.Estimating the Quantifiable 
Characteristics of Products, Events or Information: Participates and advises management about the setting of program 
priorities and budgets by estimating items such as project costs, material costs and land values to maintain parks and 
conservation assets.Evaluating Information to Determine Compliance with Standards: Adheres to departmental policies, 
directives, procedures and standards. Adheres to Parks and Conservation program standards such as process 
improvements, Standard Operating Procedures, workflows, map templates, and codes compliance.Communicating with 
Supervisors, Peers, or Subordinates: Makes recommendations for revisions to existing and proposed policies based on 
knowledge of Parks and Conservation industry standards. Provides feedback to agency management on assigned 
projects by outlining project status, assignments and overall performance.Resolving Conflicts or Negotiating with 
Others: Responds to concerns, issues and inquires and develops appropriate plan of resolution. Resolves internal and 
external conflicts and disputes by negotiating agreements and understandings with stakeholders.Coordinating the Work 
and Activities of Others: Evaluates team members' strengths and weaknesses to assign, facilitate and accomplish 
tasks.Monitor Processes, Materials or Surroundings: Monitors specific Parks and Conservation processes as prioritized 
by Division such as maps or reports, collecting data, database manipulation, and land acquisition/disposal. Updates 
databases and source data to ensure data accessibility and accuracy.Coaching and Developing Others: Mentors and 
develops new staff members. Develops and implements training plans and materials to support Parks and Conservation 
staff.Processing Information: Prepares reports detailing the status of current projects and activities. 
 
Competencies (KSA’s): 
Competencies: Time Management Action Oriented Presentation Skills Functional/Technical Competency Organizing 
Planning Problem Solving Customer Focus Creativity Self-KnowledgeKnowledge: Computers and Electronics Education 
and Training Customer and Personal Service Administration Management Building and ConstructionSkills: Reading 
Comprehension Writing Time Management Judgment and Decision Making Active Learning Active Listening Critical 
Thinking Speaking Learning Strategies Management of Material Resources Coordination Instructing Equipment Selection 
Science Complex Problem Solving Operation & Control Service OrientationAbilities: Oral Expression Oral Comprehension 
Written Comprehension Auditory Attention Speech Clarity Speech Recognition Deductive Reasoning Written Expression 
Gross Body Equilibrium Fluency of Ideas Multilimb Coordination 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Laser Range Finders Printer GPS Distance Measuring Instrument Large Format 
Printer Vehicles Boats A wide variety of recreational program equipment 
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073043 - PARKS & CONSERVATION SPV 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3349 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in one or a combination of the following:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field.  OR Substitution of 
Experience for Education:  Experience in one or a combination of the following may substitute for the required 
bachelor's degree on a year for year basis to a maximum of four years:  natural and cultural resource operations, GIS, 
architecture, capital/maintenance projects, and park interpretation/recreation or other related field. ORSubstitution of 
Education for Experience:  Graduation from an accredited college or university with a master's degree in natural and 
cultural resource operations, GIS, architecture, capital/maintenance projects, and park interpretation/recreation or 
other related field may be substituted for two years of the required three years of work experience; there being no 
substitution for one year of experience required in one or a combination of the following:  natural and cultural resource 
operations, GIS, architecture, capital/maintenance projects, and park interpretation/recreation or other related field.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Obtain and maintain a valid motor vehicle operator's 
license for employment in some positions in this classification.Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Job Overview:  Under general supervision, is responsible for supervising Parks and Conservation program work units of 
considerable difficulty, and/or Parks and Conservation program data processing units of average difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class supervises staff in a Parks and Conservation 
program work unit within a larger Parks and Conservation program area.  This classification differs from that of Parks 
and Conservation Specialist 2, in that an incumbent of the latter performs parks and conservation program work of 
average difficulty and does not supervise.  This classification differs from that of Parks and Conservation Manager in that 
an incumbent of the latter supervises a larger and/or more complex Parks and Conservation program area.     
 
Work Activities: 
Scheduling Work and Activities: Assigns projects according to current workload and individual expertise.Performing 
General Physical Activities: Performs assessments of Parks and Conservation projects and/or programs which 
necessitates physical activity such as hiking, biking, and paddling.Communicating with Persons Outside Organization: 
Negotiates and develops contracts and agreements with individuals and organizations. Collaborates with state, local, 
federal agencies, non-governmental organizations and contractors on Parks and Conservation programs and projects 
such as recreation/interpretive program delivery, capital and maintenance projects, land acquisition and disposal, data 
collection, sharing, project enhancement and grants.Staffing Organizational Units:  Makes employment 
recommendations regarding the hiring of subordinate staff and use of contract agencies.Developing Objectives and 
Strategies: Provides a vision to support project plans including performance goals, timelines, and technical 
specifications. Develops Parks and Conservation goals, action steps and measures to accomplish specific Division 
priorities.Inspecting Equipment, Structures, or Material: Inspects Parks and Conservation assets such as land, facilities, 
and natural and cultural resources for compliance with state and local laws and regulations. Inventories and assess Parks 
and Conservation assets for best management practices.Evaluating Information to Determine Compliance with 
Standards: Ensures adherence to Parks and Conservation program standards such as process improvements, Standard 
Operating Procedures, workflows, map templates, and codes compliance. Ensures adherence to departmental policies, 
directives, procedures, and standards.Coordinating the Work and Activities of Others: Evaluates team members' 
strengths and weaknesses to assign, facilitate and accomplish tasks.Estimating the Quantifiable Characteristics of 
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Products, Events, or Information: Prepares program priorities and budgets by estimating items such as project costs, 
material costs, and land values to maintain parks and conservation assets.Interpreting the Meaning of Information for 
Others: Develops and supervises programs and activities to connect participants and stakeholders to natural and cultural 
resources.Communicating with Supervisors, Peers, or Subordinates: Provides feedback to agency management on 
assigned projects by outlining project status, assignments, and overall performance. Recommends revisions to existing 
and proposed policies based on knowledge of Parks and Conservation industry standards.Processing Information: 
Prepares reports detailing the status of current projects and activities.Guiding, Directing, and Motivating Subordinates: 
Creates individual performance plans and evaluations in accordance with Department of Human Resources performance 
policies and procedures. Schedules and supervises project activities for accuracy from inception to completion.Monitor 
Processes, Materials, or Surroundings: Monitors specific Parks and Conservation processes as prioritized by Division such 
as maps or reports, collecting data, database manipulation, and land acquisition/disposal. Manages the updates of 
databases and source data to ensure data accessibility and accuracy.Resolving Conflicts and Negotiating with Others: 
Resolves internal and external conflicts and disputes by negotiating agreements and understandings with stakeholders. 
Responds to concerns, issues, and inquiries and then develops appropriate plan of resolution.Updating and Using 
Relevant Knowledge: Uses computers and computer systems (including hardware and software) to enter, analyze and 
process data. Researches current Parks and Conservation trends and best practices in areas such as 
recreation/interpretive program delivery, capital and maintenance projects, real property by reviewing professional 
literature, attending user conferences, and communicating with vendors, government agencies, and non-governmental 
organizations.Monitoring and Controlling Resources: Determines annual budget requirements based on allocated 
resources and operational costs. Monitors the development of database queries, maps or reports. Manages and 
monitors annual program budget(s) and implements specific plans/measures to meet FY agency goals. Manages 
maintenance on equipment to ensure efficient and accurate operation.Thinking Creatively: Develops and implements 
Parks and Conservation program standards such as process improvements, Standard Operating Procedures, workflows, 
and map templates.Provide Consultation and Advice to Others: Makes presentations to management regarding practical 
applications and potential benefits on Parks and Conservation programs and projects such as recreation/interpretive 
program delivery, capital and maintenance projects, land acquisition and disposal.Coaching and Developing Others: 
Mentors and develops new staff members. Develops and implements training plans and materials to support Parks and 
Conservation staff. 
 
Competencies (KSA’s): 
General Competencies: Directing Others Problem Solving Confronting Direct Reports Building Effective Teams 
Interpersonal Savvy Drive for Results Conflict Management Presentation Skills Organizational Agility Managing with 
Vision and PurposeKnowledge: Administration & Management Computer & Electronics Education & Training Personnel 
& Human Resources Customer & Personal Service History & ArchaeologySkills Management of Personnel Resources 
Speaking Writing Reading Comprehension Judgement and Decision Making Active Listening Management of Financial 
Resources Instructing Complex Problem Solving Management of Material Resources Time Management Active Learning 
Critical Thinking Coordination Troubleshooting Science Equipment SelectionAbilities: Oral Expression Written 
Comprehension Written Expression Deductive Reasoning Spatial Orientation Inductive Reasoning Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer Telephone Copier Scanner Laser Range Finders Printer GPS Distance Measuring Instrument Large Format 
Printer      Vehicles Boats A wide variety of recreational program equipment 
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077699 - PARKS AREA MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4150 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077698 - PARKS MARKETING MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4214 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time professional marketing, advertising, industrial development, business, public 
administration and/or hotel and restaurant operations management work; qualifying full-time experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years; additional graduate 
coursework in business, public administration, marketing or related field may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional parks marketing managerial work of average 
difficulty; and performs related work as required.Distinguishing Features: The employee in this class assists in 
developing and planning policies relating to the retail operations of state parks and in implementing new policies and 
procedures for inn and restaurant operations. This class differs from Parks Marketing Administrator in that the 
incumbent of the latter directs park marketing operations statewide and supervises the incumbent of this class. 
 
Work Activities: 
1. Assists in developing and planning departmental policies relating to the retail operations of state parks.2. Assists in 
managing and implementing new policies and procedures for inn and restaurant operations and for supervising the 
coordination and enforcement of these policies and procedures.3. Assists in developing the sales and marketing 
program to promote state parks, including program requirements, budgeting and evaluation.4. Assigns, trains, 
supervises and evaluates assigned sales and marketing and inn and restaurant staff.5. Performs public contact and 
liaison work in promoting resort parks to user groups.6. Assists in making recommendations concerning retail 
operations, personnel and purchasing procedures.7. Assists in supervising the sales effort in each resort park and 
ensuring that phone sales and personal sales calls are made by local management. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077690 - PARKS REVENUE MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4317 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078181 - PAROLE BOARD CHAIRMAN 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4496 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078180 - PAROLE BOARD MEMBER 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4495 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078113 - PAROLE HEARINGS ASST DIRECTOR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4501 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor’s 
degree and experience equivalent to three years of professional experience in one or a combination of the following: 
overseeing the administration of the parole hearing system, supervising probation/parole work, or conducting parole 
hearings.Substitution of Experience for Education: Qualifying full-time professional experience in one or a combination 
of the following: correctional counseling, probation, parole, and/or criminal justice administration may substitute for the 
required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications:     A valid vehicle operator’s license may be required for employment in some positions.    
Applicants for this class must have no conviction for a felony.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional parole hearings work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: The employee in 
this class assists in planning and directing parole hearings activities statewide.  This class differs from Parole Hearings 
Regional Supervisor in that incumbents of the latter supervise subordinate staff in a regional area.  This class differs from 
Parole Hearings Director in that the incumbent of the latter directs parole hearings activities statewide. 
 
Work Activities: 
Interacting with Computers:    Operates a computer to conduct hearings simultaneously while documenting and 
gathering information presented during the hearing.    Updates offenders electronic records on applicable computer 
database with relevant information gathered during the parole hearing.    Processes parole hearing data and enters it 
into computerized files.    Reviews and approves time and attendance information for Parole Hearings Regional 
Supervisors in State database.    Enters travel claims into State database.Provide Consultation and Advice to Others:    
Interprets and enforces hearing policies and procedures for subordinate staff.    Talks to hearing officers to correct 
mistakes in written work or to guide how they conduct hearings.    Provides technical assistance with parole revocation 
and parole violation problems.    Reviews written work of hearings staff to ensure all forms are correct and complete.    
Reviews audios of hearings to offer feedback on format and procedure.Getting Information:    Examines all applicable 
and available information on offender to obtain information relevant to parole hearing.    Questions witnesses, 
advocates, family members and other individuals present at hearing to gather hearing related information.    Maintains 
confidentiality of parole testimony information.    Speaks with institutional staff to obtain offender information 
pertinent for the parole hearing.Communicating with Supervisors, Peers, or Subordinates:    Notifies management of 
hearings that cannot be conducted and documents reasons for cancelation.    Communicates with supervisor, peers, and 
subordinates by email, phone, and in person regarding status of hearings.    Provides operational updates to subordinate 
staff concerning hearing schedules, hearing issues, and changes in jail contacts or program availability.    Attends parole 
hearings annual training and completes all required agency training.Performing Administrative Activities:    Reviews and 
modifies division policy and procedures to verify accuracy and adherence to division standards and law.    Assesses 
appellate requests to determine if additional evidence warrants an appeal and prepares written recommendations 
concerning their disposition.    Reviews hearing recordings to determine if proper procedures were followed by the 
hearings officer, if allegation of misconduct are valid, and whether a basis exists to grant an appeal hearing.    Prepares 
various administrative reports.Monitoring and Controlling Resources:    Assists the Parole Hearings Director with 
planning and monitoring the budgetary needs of the division.    Reviews monthly expenditures report for the division to 
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ensure adherence with agency budget.    Verifies that division funds are spent effectively.    Orders equipment and 
supplies for division as needed.Documenting/Recording Information:    Records testimony and submits narrative which 
summarizes the key events of the hearing.    Enters hearing recommendation and hearing information into the 
appropriate database.    Documents the rationale for the recommendation to the Board and to the Interstate 
Commission for Adult Offender Supervision.Interpreting the Meaning of Information for Others:    Advise inmates of the 
reason for the hearing.    Advise inmates of their rights pertaining to the hearing.    Discusses hearing procedures with 
inmates to determine whether or not they understand the process.Judging the Qualities of Things, Services, or People:    
Assesses the quality and importance of evidence presented at hearings.    Weighs the credibility of witnesses presenting 
testimony for parole hearings.Training and Teaching Others:    Identifies on-going training needs of Parole Hearings staff 
and provides instruction as necessary.    Trains Parole Hearings Officers and Regional Supervisors on the proper 
procedures to follow during hearings.Evaluating Information to Determine Compliance with Standards:    Discusses legal 
issues with General Counsel, Parole Hearings Director, and Probation/Parole Administrator to ensure all rules and 
regulations are followed.    Observes parole hearings and reviews audio tapes of hearings to ensure Hearings Officers 
conduct the hearings in the manner prescribed by law and Board policy.Making Decisions and Solving Problems:    
Formulates parole recommendations based on the evidence collected during the hearing.    Evaluates offender requests 
for legal representation to determine validity of request.Scheduling Work and Activities:    Monitors the coordination of 
activities for Parole Hearings Officers in each region including determining the number of counties each hearings officer 
is responsible for and the number of Hearings Officers needed at an institution.    Schedules hearings in order to ensure 
appropriate time and estimated length of hearings, taking into account the number of hearings in each jail, travel time 
and length of time for hearing type.Identifying Objects, Actions, and Events:    Contacts county jail where inmate is 
housed to get additional information on offender such as work activities and disciplinary history.    Accesses offender 
database to obtain information regarding the current location of the offender.Organizing, Planning, and Prioritizing 
Work:    Organizes and prioritizes work to ensure timely and accurate completion.Guiding, Directing, and Motivating 
Subordinates:    Conducts performance evaluations for subordinate staff.Staffing Organizational Units:    Interviews 
Parole Hearings job applicants and makes new hire and promotional recommendations.Communicating with Persons 
outside Organization:    Performs contact liaison work in explaining and interpreting the parole hearing process for 
probation/parole officers, law enforcement personnel, attorneys, judges, offenders and their families, and other 
interested individuals.Establishing and Maintaining Interpersonal Relationships:    Establishes constructive working 
relationships with jail and institutional staff.Monitor Processes, Materials, or Surroundings:    Informs institutional or jail 
staff of any potential problems that may arise during the parole hearing (security issues, disabled inmate requiring aid, 
etc.).Processing Information:    Ensures all required parties have been notified prior to conducting the hearing.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates either a State or personal vehicle to get to hearing locations. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Integrity and Trust    Decision Quality    Building Effective Teams    Directing 
Others    Confronting Direct Reports    Interpersonal Savvy    Motivating Others    Fairness to Direct Reports    Comfort 
around Higher ManagementKnowledge:    Clerical Knowledge    Law and Government KnowledgeSkills:    Judgment and 
Decision Making Skills    Reading Comprehension Skills    Critical Thinking Skills    Speaking Skills    Writing Skills    Time 
Management Skills    Monitoring Skills    Instructing Skills    Active Listening Skills    Social Perceptiveness Skills    
Management of Material Resources Skills    Coordination SkillsAbilities:    Written Comprehension Ability    Problem 
Solving Ability    Written Expression Ability    Information Ordering Ability    Deductive Reasoning Ability    Time Sharing 
Ability    Inductive Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Selective Attention Ability    
Speech Clarity Ability    Speech Recognition Ability    Auditory Attention Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Recording Equipment    Video Conferencing 
Equipment 
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078112 - PAROLE HEARINGS DIRECTOR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4546 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078110 - PAROLE HEARINGS OFFICER 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4480 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor’s 
degree and experience equivalent to three years of full-time professional work in one or a combination of the following: 
correctional counseling, probation, parole or criminal justice administration. Substitution of Education for Experience: 
Graduate course work credit received from an accredited college or university in one or a combination of the following: 
Criminology, Criminal Justice, Law, Sociology, Social Work, Clinical Psychology, Educational Psychology and/or 
Counseling Psychology may substitute for the required experience on a month-for-month basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). Substitution of Experience for Education: Qualifying full-time professional experience in one or 
a combination of the following: correctional counseling, probation, parole and/or criminal justice administration may 
substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education). OR 
Education and Experience: Possession of a law degree (JD) and experience equivalent to one year of full-time 
professional experience in one or a combination of the following: adjudication, legal representation, correctional 
counseling, probation, parole and/or criminal justice administration. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any other than honorable condition from any branch of the United States armed forces;    
Possess a valid motor vehicle operator’s license at the time of appointment in some positions.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional parole hearings work of average difficulty;and 
performs related work as required. Distinguishing Features:  This is the working level class in the Parole Hearings Officer 
sub-series. An employee in this class is responsible for conducting parole grant, revocation, rescission, appeal, time 
setting and probable cause hearings at all county jails and Department of Correction institutions. Parole Hearings 
Officers also take confidential testimony, record and summarize the hearing, make recommendations for release or 
revocation, and submit the files to the Parole Board for voting. This class differs from Parole Hearings Regional 
Supervisor in that an incumbent of the latter supervises Parole Hearings Officers in a given region. 
 
Work Activities: 
Getting Information:    Questions witnesses, advocates, family members and other individuals present at hearing to 
gather hearing related information.    Examines all relevant and available materials on offender to obtain information 
related to parole hearing.    Maintains confidentiality of parole testimony information.    Speaks with institutional staff to 
obtain offender information pertinent for the parole hearing.Documenting/Recording Information:    Records testimony 
and submits narrative which summarizes the key events during the hearing.    Documents the rationale for the 
recommendation to the Board, or, if applicable, to the Interstate Commission for Adult Offender Supervision.    Enters 
hearing recommendation and hearing information into appropriate databases.Interacting with Computers:    Processes 
parole hearing data and enters it into computerized files.    Updates offenders electronic records on applicable computer 
databases with relevant information gathered during the parole hearing.    Operates a computer to conduct hearings 
simultaneously while documenting and gathering information presented during the hearing.    Enters travel claims and 
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attendance information into State database.Communicating with Supervisors, Peers, or Subordinates:    Attends Parole 
Hearings annual training and completes all required agency training.    Notifies supervisor of hearings that cannot be 
conducted and documents reasons for cancelation.    Provides operational updates to supervisor and other staff such as 
current workload, hearing issues, and changes in jail contacts or program availability.    Communicates with supervisor, 
peers, and subordinates by email, phone, and in person regarding status of hearings. Judging the Qualities of Things, 
Services, or People:    Assesses the quality and importance of evidence presented at hearings.    Weighs the credibility of 
witnesses presenting testimony for parole hearings.Interpreting the Meaning of Information for Others:    Discusses 
hearing procedures with inmates to determine whether or not they understand the process.    Advises inmates of their 
rights pertaining to the hearing.    Advises inmates of the reason for the parole hearing.Making Decisions and Solving 
Problems:    Formulates parole recommendations based on the evidence collected during the hearing.    Evaluates 
offender requests for legal representation to determine validity of request.Organizing, Planning, and Prioritizing Work:    
Organizes and prioritizes work to ensure timely and accurate completion.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates either a State or personal vehicle to get to hearing locations.Evaluating Information to 
Determine Compliance with Standards:    Discusses legal issues with General Counsel, Director, and Assistant Director to 
ensure all rules and regulations for hearings are followed.Scheduling Work and Activities:    Schedules hearings in order 
to ensure appropriate time and estimated length of hearings, taking into account the number of hearings in each jail, 
travel time, and length of time for hearing type.Identifying Objects, Actions, and Events:    Contacts county jail where 
inmate is housed to get additional information on offender such as work activities and disciplinary history.    Accesses 
offender database to obtain information regarding the current location of the offender.Monitor Processes, Materials, or 
Surroundings:    Informs institutional or jail staff of any potential problems that may arise during the parole hearing (e.g., 
security issues or disabled inmate requiring aid). Communicating with Persons Outside Organization:    Performs contact 
liaison work in explaining and interpreting the parole hearing process for probation/parole officers, law enforcement 
personnel, attorneys, judges, offenders and their families, and other interested individuals.Establishing and Maintaining 
Interpersonal Relationships:    Establishes constructive working relationships with Board of Parole staff, Department of 
Correction staff, jail staff, and other parties involved in the parole hearing process. Processing Information:    Ensures all 
required parties have been notified of the hearing time and location prior to conducting the hearing.Training and 
Teaching Others:    Assists in new employee training. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Timely Decision Making    Informing    Composure    Written Communication    
Perseverance    Decision Quality    Technical Learning    Command Skills    Organizational AgilityKnowledge:    Law and 
Government    ClericalSkills:    Critical Thinking    Writing    Judgment and Decision Making    Active Listening    Speaking    
Reading Comprehension    Time Management    Social Perceptiveness    Coordination    Management of Material 
ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Written 
Comprehension    Written Expression    Auditory Attention    Speech Clarity    Speech Recognition    Information Ordering    
Problem Sensitivity    Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Recording Equipment    Video Conferencing 
Equipment 
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078111 - PAROLE HEARINGS REGIONAL SUPV 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4489 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor’s 
degree and experience equivalent to two years of professional level experience in one or a combination of the following: 
overseeing the administration of the probation/parole hearing system, supervising probation/parole work, or 
conducting probation/parole hearings. Substitution of Experience for Education: Qualifying full-time experience in one 
or a combination of the following: correctional counseling, probation, parole, and/or criminal justice administration may 
substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces;    
Possess a valid motor vehicle operator’s license at the time of appointment in some positions.Examination Method: 
Education and Experience,100%,for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional parole hearings work of considerable difficulty; and 
supervisory work of average difficulty; performs related work as required. Distinguishing Features:  This is the 
supervisory class in the Parole Hearings Officer sub-series. An employee in this class is responsible for supervising a small 
staff of Parole Hearings Officers in a region. This class differs from Parole Hearings Officer in that an incumbent of the 
latter does not supervise. This class differs from Parole Hearings Assistant Director in that an incumbent of the latter 
supervises the parole hearings function statewide. 
 
Work Activities: 
Interacting with Computers:    Operates a computer to conduct hearings simultaneously while documenting and 
gathering information presented during the hearing.    Updates offenders electronic records on applicable computer 
database with relevant information gathered during parole hearing.    Reviews and approves travel claims and time and 
attendance information for Parole Hearings Officers in state database.    Processes parole hearing data and enters it into 
computerized files.    Enters travel claims in state database.Communicating with Supervisors, Peers, or Subordinates:    
Participates in regular conference calls with Parole Hearings Director and Assistant Director to report any regional issues 
and receive updates to the parole hearing process for dissemination to staff.    Notifies management of hearings that 
cannot be conducted and documents reasons for cancelation.    Attends parole hearings annual training and completes 
all required agency training.    Provides operational updates to subordinate staff concerning hearing schedules, hearing 
issues, and changes in jail contacts or program availability.    Communicates with supervisor, peers, and subordinates by 
email, phone, and in person regarding status of hearings.Getting Information:    Examines all relevant and available 
documentation on offender to obtain information relevant to parole hearing.    Questions witnesses, advocates, family 
members and other individuals present at hearing to gather hearing related information.    Speaks with institutional staff 
to obtain offender information pertinent for the parole hearing.    Maintains confidentiality of parole testimony 
information.Provides Consultation and Advice to Others:    Interprets and enforces hearing policies and procedures for 
subordinate staff.    Talks to Hearings Officers to correct mistakes in written work or to guide how they conduct 
hearings.    Provides technical assistance with parole revocation and parole violation problems.    Reviews Hearings 
Officers written work to ensure all forms are correct and complete.Documenting/Recording Information:    Documents 
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the rationale for the recommendation to the Board and/or to the Interstate Commission for Adult Offender Supervision.    
Records testimony and submits narrative which summarizes the key events during the hearing.    Enters hearing 
recommendation and hearing information into appropriate database.Interpreting the Meaning of Information for 
Others:    Discusses hearing procedures with inmates to determine whether or not they understand the process.    
Advises inmates of the reason for the hearing.    Advises inmates of their rights pertaining to the hearing.Judging the 
Qualities of Things, Services, or People:    Weighs the credibility of witnesses presenting testimony for parole hearings.    
Assesses the quality and importance of evidence presented at hearings.Scheduling Work and Activities:    Coordinates 
the activities for Parole Hearings Officers in a region including determining the number of counties each hearings officer 
is responsible for and the number of Hearings Officers needed at an institution.    Schedules hearings in order to ensure 
appropriate time and estimated length of hearings, taking into account the number of hearings in each jail, travel time 
and length of time for hearing type.Making Decisions and Solving Problems:    Formulates parole recommendations 
based on the evidence collected during the hearing.    Evaluates offender requests for legal representation to determine 
validity of request.Identifying Objects, Action, and Events:    Contacts county jail where inmate is housed to get 
additional information on offender such as work activities and disciplinary history.    Accesses offender database to 
obtain information regarding the current location of the offender.Evaluating Information to Determine Compliance with 
Standards:    Observes staff member’s parole hearings, reviews audio recordings of hearings, and reviews hearing 
documentation to ensure Hearings Officers conduct the hearings in the manner prescribed by law and board policy.    
Discusses legal issues with General Counsel, Assistant Director, and Director to ensure all rules and regulations are 
followed.Training and Teaching Others:    Trains Parole Hearings Officers on the proper procedures to follow during 
hearings.    Identifies on-going training needs of Parole Hearings Officers and provides instruction as 
necessary.Performing Administrative Activities:    Prepares administrative reports when requested.    Assists division 
management in developing hearing policies and procedures when requested.Monitoring and Controlling Resources:    
Verifies that region resources are used effectively and efficiently.    Ensures that equipment and supplies for region are 
ordered as needed.Communicating with Persons Outside the Organization:    Performs contact liaison work in explaining 
and interpreting the parole hearing process for probation/parole officers, law enforcement personnel, attorneys, judges, 
offenders and their families and other interested individuals.Coordinating the Work and Activities of Others:    
Coordinates with staff to ensure coverage for all hearings scheduled for the region.Monitor Processes, Materials, or 
Surroundings:    Informs institutional or jail staff of any potential problems that may arise during the parole hearing (ex: 
security issues, disabled inmate requiring aid, etc.).Resolving Conflicts and Negotiating with Others:    Works 
constructively to resolve any conflicts that arise between region staff or with other parties.Coaching and Developing 
Others:    Regularly assesses the hearings conducted by subordinate staff in order to make recommendations to correct 
deficiencies and identify areas for improvement.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes 
work to ensure timely and accurate completion.Establishing and Maintaining Interpersonal Relationships:    Establishes 
constructive working relationships with jail and Department of Correction staff.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates either a state or personal vehicle to get to hearing locations.Processing Information:    Ensures 
all required parties have been notified prior to conducting the hearing.Staffing Organizational Units:    Interviews Parole 
Hearings Officer job applicants and makes hiring recommendations in conjunction with Central Office staff.Guiding, 
Directing, and Motivating Subordinates:    Conducts performance evaluations for subordinate staff in accordance with 
established timelines. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Integrity and Trust    Managerial Courage    Organizational Agility    Timely Decision 
Making    Informing    Motivating Others    Perseverance    Command Skills    Decision QualityKnowledge:    Law and 
Government    ClericalSkills:    Critical Thinking    Writing    Instructing    Judgment and Decision Making    Active Listening    
Speaking    Reading Comprehension    Time Management    Monitoring    Social Perceptiveness    Coordination    
Management of Material ResourcesAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Auditory Attention    Speech Clarity    Speech Recognition    
Information Ordering    Problem Sensitivity    Selective Attention    Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Recording Equipment    Video Conferencing 
Equipment 
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078156 - PAROLE OPERATIONS DIRECTOR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4491 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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009351 - PATIENT ACCOUNTS SPECIALIST 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2844 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of increasingly responsible full-time clerical, sub professional accounting or collections work. Substitution of 
Experience for Education: Qualifying experience may substitute for the required education, on a year-for-year basis. 
Substitution of Education for Experience: Additional coursework at an accredited college or university may substitute for 
the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for specialized clerical and sub professional accounting and 
collections work of average difficulty involving interviewing patients and other financially responsible individuals to 
determine methods of securing payment of hospital bills; and performs related work as required.Distinguishing 
Features: This is the entry-working class in the Patient Accounts Specialist sub-series. An employee in this class 
interviews patients and/or financially responsible individuals obtains information on patients' financial status and 
establishes payment schedules based on patients' ability to pay. This class differs from that of Patient Accounts 
Specialist 2 in that incumbents of the latter are responsible for working under general supervision and act in a lead 
capacity. 
 
Work Activities: 
Getting Information:    Interviews patients and/or other individuals responsible for payment of patient accounts to 
obtain information on financial status.    Researches various databases (e.g., EMDEON, Citrix, Safety Net) to obtain 
financial information on patients and/or other individuals responsible for payment of patient accounts. Assisting and 
Caring for Others:    Assists patients by completing applications for benefits, collecting necessary supporting documents, 
and maintaining contact with agency officials during the eligibility determination process.    Refers patients qualifying for 
governmental medical insurance or financial assistance programs (e.g., Medicare, Tenncare, Safety Net, social security 
and veteran's benefits) to the appropriate agency. Communicating with Persons Outside Organization:    Communicates 
with patient guardians, attorneys, bank trust officers and other individuals via written correspondence/email, 
telephone, and personal visit to obtain additional information on a patient's financial status, clarify information on 
patient accounts, and/or resolve any problems concerning payment of patient accounts.Processing Information:    Posts 
account information into patient billing system and makes credit and debit adjustments as needed.    Prepares billing 
statements for self-pay accounts to notify responsible party of payment due.    Runs a reconciliation report to make sure 
remittance advice document and information entered into patient billing system are in balance.Making Decisions and 
Solving Problems:    May evaluate patient's financial status and determine the amount of payment due based on each 
individual's ability to pay.Documenting/Recording Information:    Prepares and maintains a variety of routine records 
and reports such as statistical documentation, patient account records, ledgers and billing statements.Interpreting the 
Meaning of Information for Others:    Explains and interprets hospital billing and collection policies and procedures to 
patients, financially responsible individuals, attorneys and others.Communicating with Supervisors, Peers, or 
Subordinates:    Provides information about patient accounts to supervisors or other staff by telephone, email or other 
written form, or in person.Interacting With Computers:    Enters and retrieves information in various databases using a 
desk-top computer and printer.Performing Administrative Activities:    Maintains hard copy patient records of financial 
related data.Repairing and Maintaining Mechanical Equipment:    Performs minor maintenance on office equipment 
(e.g., printers and copiers) by changing toner, correcting paper jams, or other minor maintenance tasks. 
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Competencies (KSA’s): 
Competencies:    Problem Solving    Interpersonal Savvy    Integrity and Trust    Understanding Others    Decision Quality    
Dealing with Ambiguity    Learning on the Fly    Conflict ManagementKnowledge:    Basic knowledge of administrative 
and clerical procedures and systems such as word processing, spreadsheets, managing files and records, and other office 
procedures and terminology    Basic knowledge of accounting principles and practices and reporting of financial data    
Basic knowledge of laws, government regulations, agency rules and procedures relative to patient accounts and financial 
statusSkills:    Basic skills in using mathematics to solve problems    Basic time management skills    Active listening skills    
Critical thinking skills    Basic reading comprehension skills    Basic skills in communicating effectively in writing    Active 
learning skills    Basic monitoring skills    Basic skills in speaking to convey information effectively    Basic negotiation skills    
Learning strategies skills Abilities:    Basic information ordering abilities    Basic mathematical reasoning abilities    Basic 
number facility abilities    Finger dexterity    Basic oral expression abilities    Ability to see details at close range    Speech 
clarity    Basic oral comprehension abilities    Basic written comprehension abilities    Basic written expression abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Fax Machine 
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009352 - PATIENT ACCOUNTS SPECIALIST 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2845 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of increasingly responsible full-time clerical, sub-professional accounting or collection work including at least 
one year of experience in patient accounts. Substitution of Experience for Education: Qualifying experience may 
substitute for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
coursework from an accredited college or university may substitute for the required non-specialized experience on a 
year-for-year basis to a maximum of three years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for specialized clerical and sub professional accounting and 
collections work of average difficulty and minor supervisory and lead work of routine difficulty involving interviewing 
patients and other financially responsible individuals to determine methods of securing payment of hospital bills; and 
performs related work as required. Distinguishing Features: This is the lead-level class in the Patient Accounts Specialist 
sub-series. An employee in this class leads subordinate general clerical and specialized sub professional and collections 
workers and participates in interviewing patients and/or financially responsible individuals, obtaining information on 
patient financial status and establishing payment schedules based on patient ability to pay. Work requires technical 
knowledge of policies and procedures for collecting monies due on patient accounts. This class differs from that of 
Patient Accounts Specialist 1 in that incumbents of the latter perform work at the entry-working level. This class differs 
from that of Patient Accounts Specialist 3 in that incumbents of the latter are responsible for full supervision of the 
patient accounts unit at a state facility. 
 
Work Activities: 
Getting Information:    Researches various databases (e.g., EMDEON, Citrix, Safety Net) to obtain financial information 
on patients and/or other individuals responsible for payment of patient accounts.    Leads others in and participates in 
interviewing patients and/or individuals responsible for payment of patient accounts to obtain information on patient 
financial status.Judging the Qualities of Things, Services, or People:    May evaluate the performance of assigned 
staff.Assisting and Caring for Others:    Refers patients qualifying for governmental medical insurance or financial 
assistance programs (e.g., Medicare, Tenncare, Safety Net, social security and veteran's benefits) to the appropriate 
agency.    Assists patients by completing applications for benefits, collecting necessary supporting documents, and 
maintaining contact with agency officials during the eligibility determination process.Resolving Conflicts and Negotiating 
with Others:    Talks with staff to resolve conflicts or settle disputes.Monitoring and Controlling Resources:    Determines 
when to use conserved funds of individual patients.    Monitors patient account funds and authorizes expenditures for 
personal spending needs, pre-paid burial arrangements, insurance policies and rent while patients are 
institutionalized.Documenting/Recording Information:    Prepares and maintains a variety of routine records and reports 
such as statistical documentation, patient account records, ledgers and billing statements.Processing Information:    
Posts account information into patient billing system and makes credit and debit adjustments as needed.    Prepares 
billing statements for self-pay accounts to notify responsible party of payment due.    May review governmental 
retirement and other checks to be applied to patient accounts for completeness and accuracy.    Runs a reconciliation 
report to make sure remittance advice document and information entered into patient billing system are in 
balance.Evaluating Information to Determine Compliance with Standards:    Assists in conducting on-site reviews of 
patient accounts by providing documents and records necessary to determine compliance with applicable 
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regulations.Interpreting the Meaning of Information for Others:    Explains and interprets hospital billing and collection 
policies and procedures to patients, financially responsible individuals, attorneys and others.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information about patient accounts to supervisors or other staff by 
telephone, email or other written form, or in person.Coordinating the Work and Activities of Others:    May supervise a 
small staff engaged in posting and recording patient account information.Staffing Organizational Units:    Makes 
recommendation on employment, retention, promotion, demotion, dismissal and other personnel actions. Making 
Decisions and Solving Problems:    Evaluates patients' financial status and determines the amount of payment due based 
on each individual's ability to pay.Thinking Creatively:    Reviews policy and procedure manual and makes revisions as 
necessary to update the information.Interacting With Computers:    Enters and retrieves information in various 
databases using a desk-top computer and printer.Communicating with Persons Outside Organization:    Communicates 
with patient guardians, attorneys, bank trust officers and other individuals via written correspondence/email, 
telephone, and personal visit to obtain additional information on a patient's financial status, clarify information on 
patient accounts, and/or resolve any problems concerning payment of patient accounts.    Talks with hospital social 
workers to ascertain individual patient's financial needs and to plan for the distribution of patient trust funds.Repairing 
and Maintaining Mechanical Equipment:    Performs minor maintenance on office equipment (e.g., printers and copiers) 
by changing toner, correcting paper jams, or other minor maintenance tasks. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Interpersonal Savvy    Integrity and Trust    Understanding Others    
Decision Quality    Delegation    Dealing with Ambiguity    Learning on the Fly    Conflict ManagementKnowledge:     Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheets, managing files 
and records, and other office procedures and terminology    Intermediate knowledge of accounting principles and 
practices and reporting of financial data.    Basic knowledge of laws, government regulations, agency rules and 
procedures relative to patient accounts and financial status.Skills:    Basic skills in using mathematics to solve problems    
Basic time management skills    Active listening skills    Critical thinking skills    Basic reading comprehension skills    Basic 
skills in communicating effectively in writing    Active learning skills    Basic monitoring skills    Basic skills in speaking to 
convey information effectively    Basic negotiation skills    Learning strategies skillsAbilities:    Basic information ordering 
abilities    Basic mathematical reasoning abilities    Basic number facility abilities    Finger dexterity    Basic oral expression 
abilities    Ability to see details at close range    Speech clarity    Basic oral comprehension abilities    Basic written 
comprehension abilities    Basic written expression abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009353 - PATIENT ACCOUNTS SPECIALIST 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2846 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to four years of increasingly responsible full-time clerical, sub professional 
accounting or collections work including at least two years of full-time patient accounts work. Substitution of Experience 
for Education: Qualifying full-time experience may substitute for the required education on a year-for-year basis to a 
maximum of two years. Substitution of Education for Experience: Additional coursework from an accredited college or 
university may substitute for the required non-specialized experience on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory work of average difficulty in exercising general 
supervision over the unit of general clerical and specialized sub professional accounting and collections workers at a 
state facility engaged in interviewing patients and other financially responsible individuals, processing patient accounts, 
and determining methods to secure payment of these accounts; and performs related work as required. Distinguishing 
Features: An employee in this class supervises general clerical and sub professional accounting and collections staff 
engaged in posting, calculating, and adjusting patient accounts, obtaining information on patient financial status and 
establishing schedules based on patient's ability to pay. This class differs from that of Patient Accounts Specialist 2 in 
that incumbents of the latter are responsible for performing patient accounts duties at the lead level. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Evaluates the performance of assigned staff.Getting Information:    
Supervises and participates in interviewing patients and/or individuals responsible for payment of patient accounts to 
obtain information on patient's financial status.    Researches various databases (e.g., EMDEON, Citrix, Safety Net) to 
obtain financial information on patients and/or other individuals responsible for payment of patient accounts.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:     Assists with preparation of budget projections for 
the institution by providing information regarding revenue collected and forecasting of future payments.Assisting and 
Caring for Others:    Assists patients by completing applications for benefits, collecting necessary supporting documents, 
and maintaining contact with agency officials during the eligibility determination process.    Refers patients qualifying for 
governmental medical insurance or financial assistance programs (e.g., Medicare, Tenncare, Safety Net, social security 
and veteran's benefits) to the appropriate agency.Resolving Conflicts and Negotiating with Others:    Talks with staff to 
resolve conflicts or settle disputes.Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises, and 
evaluates clerical and collections staff and their work.Organizing, Planning, and Prioritizing Work:    Plans and prioritizes 
work to be done to maximize revenue collections by the patient accounts staff.Coordinating the Work and Activities of 
Others:    Supervises staff engaged in posting and recording patient account information.Monitoring and Controlling 
Resources:    Determines when to use conserved funds of individual patients.    Monitors patient account funds and 
authorizes expenditures for personal spending needs, pre-paid burial arrangements, insurance policies and rent while 
patients are institutionalized.Processing Information:    Posts account information into patient billing system and makes 
credit and debit adjustments as needed.    Prepares billing statements for self-pay accounts to notify responsible party 
of payment due.    Reviews governmental retirement and other checks to be applied to patient accounts for 
completeness and accuracy.    Runs a reconciliation report to make sure remittance advice document and information 
entered into patient billing system are in balance.Evaluating Information to Determine Compliance with Standards:    
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Assists in conducting on-site reviews of patient accounts by providing documents and records necessary to determine 
compliance with applicable regulations.Making Decisions and Solving Problems:    Studies patient accounts unit 
organization, operations and procedures and make recommendations on improvements in economy, efficiency, and 
quality in these areas.    Evaluates patients' financial status and determines the amount of payment due based on each 
individual's ability to pay.Documenting/Recording Information:    Supervises and participates in the preparation and 
maintenance of billing statements, statistical documents, patient account records, supervisory and managerial, and 
other records and reports.Interpreting the Meaning of Information for Others:    Explains and interprets hospital billing 
and collection policies and procedures to patients, financially responsible individuals, attorneys and 
others.Communicating with Supervisors, Peers, or Subordinates:    Provides information about patient accounts to 
supervisors or other staff by telephone, email or other written form, or in person.Staffing Organizational Units:    Makes 
recommendation on employment, retention, promotion, demotion, dismissal and other personnel actions. Thinking 
Creatively:    Reviews policy and procedure manual and makes revisions as necessary to update the 
information.Interacting With Computers:    Enters and retrieves information in various databases using a desk-top 
computer and printer.Provide Consultation and Advice to Others:    May provide technical assistance to staff on patient 
accounts program administration.Communicating with Persons Outside Organization:    Communicates with patient 
guardians, attorneys, bank trust officers and other individuals via written correspondence/email, telephone, and 
personal visit to obtain additional information on a patient's financial status, clarify information on patient accounts, 
and/or resolve any problems concerning payment of patient accounts.    Talks with hospital social workers to ascertain 
individual patient's financial needs and to plan for the distribution of patient trust funds.Scheduling Work and Activities:    
Creates a rotation schedule for patient accounts staff to provide coverage for weekend discharges.Operating Vehicles, 
Mechanized Devices, or Equipment:    May operate a state motor vehicle to travel between work sites and accomplish 
assigned job duties. Repairing and Maintaining Mechanical Equipment:    Performs minor maintenance on office 
equipment (e.g., printers and copiers) by changing toner, correcting paper jams, or other minor maintenance tasks. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Interpersonal Savvy    Integrity and Trust    Understanding Others    
Decision Quality    Delegation    Dealing with Ambiguity    Learning on the Fly    Conflict ManagementKnowledge:    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheets, managing files 
and records, and other office procedures and terminology    Intermediate knowledge of accounting principles and 
practices and reporting of financial data.    Basic knowledge of laws, government regulations, agency rules and 
procedures relative to patient accounts and financial status.Skills:    Basic skills in using mathematics to solve problems    
Basic time management skills    Active listening skills    Critical thinking skills    Basic reading comprehension skills    Basic 
skills in communicating effectively in writing    Basic skill in teaching others how to do something    Active learning skills    
Basic monitoring skills    Basic skills in speaking to convey information effectively    Basic negotiation skills    Learning 
strategies skills Abilities:    Basic information ordering abilities    Basic mathematical reasoning abilities    Basic number 
facility abilities    Finger dexterity    Basic oral expression abilities    Ability to see details at close range    Speech clarity    
Basic oral comprehension abilities    Basic written comprehension abilities    Basic written expression abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009353 - PATIENT ACCOUNTS SPECIALIST 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2847 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to four years of increasingly responsible full-time clerical, sub professional 
accounting or collections work including at least two years of full-time patient accounts work. Substitution of Experience 
for Education: Qualifying full-time experience may substitute for the required education on a year-for-year basis to a 
maximum of two years. Substitution of Education for Experience: Additional coursework from an accredited college or 
university may substitute for the required non-specialized experience on a year-for-year basis to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory work of average difficulty in exercising general 
supervision over the unit of general clerical and specialized sub professional accounting and collections workers at a 
state facility engaged in interviewing patients and other financially responsible individuals, processing patient accounts, 
and determining methods to secure payment of these accounts; and performs related work as required. Distinguishing 
Features: An employee in this class supervises general clerical and sub professional accounting and collections staff 
engaged in posting, calculating, and adjusting patient accounts, obtaining information on patient financial status and 
establishing schedules based on patient's ability to pay. This class differs from that of Patient Accounts Specialist 2 in 
that incumbents of the latter are responsible for performing patient accounts duties at the lead level. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:    Evaluates the performance of assigned staff.Getting Information:    
Supervises and participates in interviewing patients and/or individuals responsible for payment of patient accounts to 
obtain information on patient's financial status.    Researches various databases (e.g., EMDEON, Citrix, Safety Net) to 
obtain financial information on patients and/or other individuals responsible for payment of patient accounts.Estimating 
the Quantifiable Characteristics of Products, Events, or Information:     Assists with preparation of budget projections for 
the institution by providing information regarding revenue collected and forecasting of future payments.Assisting and 
Caring for Others:    Assists patients by completing applications for benefits, collecting necessary supporting documents, 
and maintaining contact with agency officials during the eligibility determination process.    Refers patients qualifying for 
governmental medical insurance or financial assistance programs (e.g., Medicare, Tenncare, Safety Net, social security 
and veteran's benefits) to the appropriate agency.Resolving Conflicts and Negotiating with Others:    Talks with staff to 
resolve conflicts or settle disputes.Guiding, Directing, and Motivating Subordinates:    Assigns, trains, supervises, and 
evaluates clerical and collections staff and their work.Organizing, Planning, and Prioritizing Work:    Plans and prioritizes 
work to be done to maximize revenue collections by the patient accounts staff.Coordinating the Work and Activities of 
Others:    Supervises staff engaged in posting and recording patient account information.Monitoring and Controlling 
Resources:    Determines when to use conserved funds of individual patients.    Monitors patient account funds and 
authorizes expenditures for personal spending needs, pre-paid burial arrangements, insurance policies and rent while 
patients are institutionalized.Processing Information:    Posts account information into patient billing system and makes 
credit and debit adjustments as needed.    Prepares billing statements for self-pay accounts to notify responsible party 
of payment due.    Reviews governmental retirement and other checks to be applied to patient accounts for 
completeness and accuracy.    Runs a reconciliation report to make sure remittance advice document and information 
entered into patient billing system are in balance.Evaluating Information to Determine Compliance with Standards:    
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Assists in conducting on-site reviews of patient accounts by providing documents and records necessary to determine 
compliance with applicable regulations.Making Decisions and Solving Problems:    Studies patient accounts unit 
organization, operations and procedures and make recommendations on improvements in economy, efficiency, and 
quality in these areas.    Evaluates patients' financial status and determines the amount of payment due based on each 
individual's ability to pay.Documenting/Recording Information:    Supervises and participates in the preparation and 
maintenance of billing statements, statistical documents, patient account records, supervisory and managerial, and 
other records and reports.Interpreting the Meaning of Information for Others:    Explains and interprets hospital billing 
and collection policies and procedures to patients, financially responsible individuals, attorneys and 
others.Communicating with Supervisors, Peers, or Subordinates:    Provides information about patient accounts to 
supervisors or other staff by telephone, email or other written form, or in person.Staffing Organizational Units:    Makes 
recommendation on employment, retention, promotion, demotion, dismissal and other personnel actions. Thinking 
Creatively:    Reviews policy and procedure manual and makes revisions as necessary to update the 
information.Interacting With Computers:    Enters and retrieves information in various databases using a desk-top 
computer and printer.Provide Consultation and Advice to Others:    May provide technical assistance to staff on patient 
accounts program administration.Communicating with Persons Outside Organization:    Communicates with patient 
guardians, attorneys, bank trust officers and other individuals via written correspondence/email, telephone, and 
personal visit to obtain additional information on a patient's financial status, clarify information on patient accounts, 
and/or resolve any problems concerning payment of patient accounts.    Talks with hospital social workers to ascertain 
individual patient's financial needs and to plan for the distribution of patient trust funds.Scheduling Work and Activities:    
Creates a rotation schedule for patient accounts staff to provide coverage for weekend discharges.Operating Vehicles, 
Mechanized Devices, or Equipment:    May operate a state motor vehicle to travel between work sites and accomplish 
assigned job duties. Repairing and Maintaining Mechanical Equipment:    Performs minor maintenance on office 
equipment (e.g., printers and copiers) by changing toner, correcting paper jams, or other minor maintenance tasks. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Interpersonal Savvy    Integrity and Trust    Understanding Others    
Decision Quality    Delegation    Dealing with Ambiguity    Learning on the Fly    Conflict ManagementKnowledge:    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheets, managing files 
and records, and other office procedures and terminology    Intermediate knowledge of accounting principles and 
practices and reporting of financial data.    Basic knowledge of laws, government regulations, agency rules and 
procedures relative to patient accounts and financial status.Skills:    Basic skills in using mathematics to solve problems    
Basic time management skills    Active listening skills    Critical thinking skills    Basic reading comprehension skills    Basic 
skills in communicating effectively in writing    Basic skill in teaching others how to do something    Active learning skills    
Basic monitoring skills    Basic skills in speaking to convey information effectively    Basic negotiation skills    Learning 
strategies skills Abilities:    Basic information ordering abilities    Basic mathematical reasoning abilities    Basic number 
facility abilities    Finger dexterity    Basic oral expression abilities    Ability to see details at close range    Speech clarity    
Basic oral comprehension abilities    Basic written comprehension abilities    Basic written expression abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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026852 - PCDC EMPLOYEE 
 
Agency:  Post Conviction Defender (30800) 
Edison Template Job Opening ID:  1266 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026853 - PCDC MANAGER 
 
Agency:  Post Conviction Defender (30800) 
Edison Template Job Opening ID:  1267 
 
Minimum Qualifications: 
"the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026850 - PCDC POST-CONVICTION DEFENDER 
 
Agency:  Post Conviction Defender (30800) 
Edison Template Job Opening ID:  1264 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032244 - PESTICIDES ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1062 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a biological, 
chemical, or agricultural science and experience equivalent to four years of full-time work in one or a combination of the 
following: (1) the enforcement of environmental pollution laws or regulations, which may include pesticides inspection 
or pesticides control; (2) the application, manufacture, or sales of commercial pesticides; or (3) the inspection or 
development of laws or regulations for the distribution of agricultural/horticultural plants. Non-substitutable 
Experience: one year of the above listed experience must include either supervising staff who perform pesticides 
inspections or managing a regulatory pesticides related program.Substitution of Experience for Education: Qualifying 
experience in (1) the enforcement of environmental pollution laws or regulations, which may include pesticides 
inspection or insect control; (2) the application, manufacture, or sales of commercial pesticides; and/or (3) the 
inspection or development of regulations for the distribution of agricultural/horticultural plants may be substituted for 
the required education, on a year-for-year basis, to a maximum of four years (e.g., experience equivalent to one year of 
full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).Substitution of Education for Experience: Additional graduate coursework in a biological, chemical, or 
agricultural science may be substituted for the required experience, on a year-for-year basis, to a maximum of one year 
(e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one 
year of the required experience, there being no substitution for the required non-substitutable 
experience).ORGraduation from an accredited college or university with a bachelor's degree and experience equivalent 
to five years of full-time work in one or a combination of the following: (1) the enforcement of environmental pollution 
laws or regulations, which may include pesticides inspection or insect control; (2) the application, manufacture, or sales 
of commercial pesticides, or (3) the inspection of agricultural or horticultural plants. Non-substitutable Experience: one 
year of the above listed experience must include either supervising staff who perform pesticides inspections or 
managing a regulatory pesticides related program. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid motor vehicle operator license is required.Examination Method: 
Education and experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs supervisory and administrative work of considerable difficulty in 
planning and administering statewide inspection and enforcement activity related to pesticide and pest control laws and 
regulations; and performs related work as required.Distinguishing Features: An employee in this class plans, administers, 
and coordinates the statewide enforcement of pesticide and pest control laws and regulations. This class supervises and 
differs from that of Pesticides Inspector 3 in that an incumbent of the latter functions as an area supervisor or manages 
one or more statewide pesticide specialty programs. 
 
Work Activities: 
1. Plans and supervises the enforcement of laws and regulations relating to the sale and use of pesticides; through 
subordinate supervisory personnel, assigns, trains, supervises, and evaluates inspection and program management staff; 
reviews and makes decisions on employment, retention, promotion, demotion, and other personnel actions.2. Oversees 
all pesticide programs and inspection activities statewide; studies organization and services and makes 
recommendations for improvement in the quality and efficiency of services.3. Prepares and monitors grants used to 
finance salaries, equipment, and supplies for state pesticide programs and inspection activities.4. Prepares and 
administers examinations for licensing pest control operators and for certifying commercial applicators to use 
“restricted use” pesticides; issues licenses and business charters to those having successfully completed the 
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examination; maintains records on all individuals who take the examination.5. Supervises and participates in 
enforcement actions (e.g., issues written warning, issues civil penalty, stop sale, seeks warrants) to prosecute 
violators.6. Provides technical assistance for dealers, operators, and manufacturers to explain and interpret regulations 
and to resolve problems; works with Environmental Protection Agency officials to discuss pesticide restrictions and 
regulations.7. Review the preparation and maintenance of inspection, activity, and expense reports; supervises clerical 
employees in the maintenance of grant records and issuance of licenses. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032240 - PESTICIDES INSPECTOR 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1014 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in a biological, 
chemical, agricultural science, or related to field including but not limited to Entomology, Plant Pathology, Forestry, 
Horticulture and Plant Science and experience equivalent to two years of full-time work in one or a combination of the 
following: (1) the enforcement of environmental pollution laws or regulations, which may include pesticides inspection; 
feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or sales of commercial 
pesticides; (3) the inspection or development of laws or regulations for the distribution of agricultural/horticultural 
plants; (4) professional research or post-secondary education in the agricultural or biological sciences; or (5) the 
management or supervision of a farm or farming operation primarily engaged in the cultivation of vegetables, fruit, or 
other horticultural crops. Substitution of Education for Experience:  Additional graduate coursework in a biological, 
chemical, or agricultural science may be substituted for the required experience, on a year-for-year basis, to a maximum 
of one year (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). Substitution of Experience for Education: Qualifying full-time 
experience in one or a combination of the following areas may substitute for the required education, on a year for year 
basis, to a maximum of four years: (1) the enforcement of environmental pollution laws or regulations, which may 
include pesticides inspection; feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or 
sales of commercial pesticides; (3) the inspection or development of laws or regulations for the distribution of 
agricultural/horticultural plants; (4) professional research or post-secondary education in the agricultural or biological 
sciences; or (5) the management or supervision of a farm or farming operation primarily engaged in the cultivation of 
vegetables, fruit, or other horticultural crops (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). OR Graduation from an 
accredited college or university with a bachelor’s degree and experience equivalent to three years of full-time work in 
one or a combination of the following: (1) the enforcement of environmental pollution laws or regulations, which may 
include pesticides inspection; feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or 
sales of commercial pesticides; (3) the inspection or development of laws or regulations for the distribution of 
agricultural/horticultural plants; (4) professional research or post-secondary education in the agricultural or biological 
sciences; or (5) the management or supervision of a farm or farming operation primarily engaged in the cultivation of 
vegetables, fruit, or other horticultural crops. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs inspection, investigation, monitoring and enforcement work of average 
difficulty involving State and Federal pesticides laws and regulations; State and Federal feed, seed, fertilizer, and 
agricultural lime laws and regulations; and pest control laws and regulations; and performs related work as required. 
Distinguishing Features: This is the working level class in the Pesticides inspection sub-series. An employee in this class 
inspects and monitors the manufacture, distribution, application, product labeling, packaging, storage, sales proceedings 
and licensing of pesticides. An employee in this class also inspects, samples, and monitors the manufacture and 
distribution of feed, seed, fertilizer, and agricultural lime products. This class differs from Pesticides Inspector 1, in that 
an incumbent of the latter functions at the entry level. This class differs from Pesticides Inspector 3 in that an incumbent 
of the latter functions as an area supervisor. 
 
Work Activities: 
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Interpreting the Meaning of Information for Others:    Explains results of inspection to complainant or entity regulated 
which may include sample results, violations received/issued, etc.    Explains State and federal laws and regulations 
regarding pesticides and feed, seed, fertilizer to industry and general public in order to obtain compliance. Interacting 
With Computers:    Utilizes word processing programs such as Microsoft Word, Microsoft Excel, and etc. in preparation 
of forms and documentation pertinent to the inspection. Inspecting Equipment, Structures, or Material:    Collects 
representative sample of feed, seed or fertilizer by using appropriate equipment.    Visually inspects labels, bins, tanks, 
product storage practices, etc. at pesticide or feed, seed, fertilizer facilities.    Checks for appropriate decals on aerial 
application aircraft, that the pilot is adequately licensed and that the aircraft is in compliance with Homeland Security 
regulations.    Reviews application records provided by pest control operator to determine if the pesticide application 
was made according to label directions.    Collects samples including plant material, soil, water, swabs, animal carcasses 
and etc. to determine if product was mixed and applied according to label direction. Performing General Physical 
Activities:    Bends, stoops, kneels, reaches, crawls, climbs as necessary to access areas of inspection.    Lifts objects of 
approximately 50 lbs. to inspect or sample as necessary.    Wears breathing apparatus as necessary (requiring successful 
completion of respirator fit test).    May walk extended distances to reach inspection area.    May spend prolonged 
periods of time at computer monitor. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
Physically draws graphs, diagrams and maps of a property when questions arise relative to the use or misuse of a 
pesticide. Organizing, Planning, and Prioritizing Work:    Identifies chartered pest control companies, RUP (Restricted Use 
Pesticides) dealers, producer establishments, State and federally registered products through queries in the 
Department's web-based browser system. Some inspections must be conducted by an EPA credentialed Inspector.    
Identifies non-chartered applicators, which includes aerial, private and commercial applicators through the 
Department's web-based browser system.    Identifies illegal operators making pesticide application that does not meet 
State and federal requirements by receiving a complaint, anonymous call, visual observation, etc.    Sets up a monthly 
schedule for inspecting facilities after review from supervisor and may make contact with personnel at facility to 
coordinate a time and date of inspection.     Reviews the information on file to compare with documents on-site to 
determine accuracy of employees on staff, physical location, status of insurance and bond, etc.    Inspections concerning 
health or environmental related complaints or product recalls are given immediate priority.    Monthly inspection and 
sampling requirements of feed, seed, fertilizer and lime facilities are assigned by supervisor to determine if violations of 
State and federal laws and regulations exist. Some inspections must be conducted by a FDA credentialed Inspector. 
Documenting/Recording Information:    Completes required inspection forms by hard copy or computer for all 
inspections conducted.    Records statements from individuals when compiling a case file.    Maintains chain-of-custody 
form by recording time, date and identifying sample. Establishing and Maintaining Interpersonal Relationships:    
Represents Department of Agriculture in a professional, consumer-friendly manner in order to provide information as 
well as provide enforcement of laws, rules and regulations. Training and Teaching Others:    Assists less experienced or 
new employees in daily inspection activities. Performing Administrative Activities:    Completes daily travel logs 
documenting travel time, time of inspection, mileage, etc.    Enters time and attendance in computer based system by 
established deadlines. Communicating with Persons Outside Organization:    Communicates with organizations such as 
TWRA, EPA, TDEC, etc. on joint efforts concerning pesticide misuse.    Informs individuals about labelling requirements 
for feed, seed, and fertilizer.    Communicates with law enforcement officials when pursuing criminal action against a 
violator.    Communicates with manufacturer of products for clarification or interpretation of label information.    
Discusses with individual(s) ways to obtain compliance.    May make presentations to regulated entities, industry 
personnel or others on subjects related to pest control or feed, seed, fertilizer issues. Repairing and Maintaining 
Mechanical Equipment:    Keeps equipment in good working order by cleaning, lubricating, storing properly. Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates a pick-up truck to facilities, within facilities and inspection 
sites. Communicating with Supervisors, Peers, or Subordinates:    Attends monthly staff meetings.    Works directly with 
supervisor(s) in the field at least four times per year.    Coordinates with other Pesticide Inspectors on large and/or 
complex inspections. Updating and Using Relevant Knowledge:    Updates SOP (Standard Operating Procedures) with 
revised inspection procedures.    Maintains all current laws, rules and regulations related to pesticide and agricultural 
inputs inspections.    Attends bi-yearly TDA Inspector training to include EPA PIRT (Pesticide Inspector Residential 
Training), BSE (Bovine Spongiform Encephalopathy), EPA PREP (Pesticide Regulatory Education Program) to enhance 
knowledge and expertise.    Attends industry provided training pertaining to baiting, application, monitoring, new 
products, etc.    Participates in webinars on subjects relevant to job duties. 
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Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Intellectual Horsepower    Problem Solving    Informing    Time Management    
Standing Alone    Written Communications    Composure    Ethics and Values    Listening    Patience    Understanding 
Others Knowledge:    Building and Construction    Chemistry    Customer and Personal Service    Law and Government    
Mathematics    Public Safety and Security Skills:    Active Listening    Critical Thinking    Speaking    Time Management 
Abilities:    Deductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    
Written Expression    Manual Dexterity    Dynamic Flexibility    Extent Flexibility    Stamina    Static Strength    Far Vision 
 
Tools and Equipment Used: 
    Computer    Printer    Respirator    Sampling Equipment  -  bags, bottles, etc.    Measuring Devices 
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032243 - PESTICIDES INSPECTOR 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1043 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in a biological, 
chemical, agricultural science, or related to field including, but not limited to Entomology, Plant Pathology, Forestry, 
Horticulture and Plant Science and experience equivalent to three years of full-time work in one or a combination of the 
following: (1) the enforcement of environmental pollution laws or regulations, which may include pesticides inspection; 
feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or sales of commercial 
pesticides; (3) the inspection or development of laws or regulations for the distribution of agricultural/horticultural 
plants; (4) professional research or post-secondary education in the agricultural or biological sciences; or (5) the 
management or supervision of a farm or farming operation primarily engaged in the cultivation of vegetables, fruit, or 
other horticultural crops. Substitution of Education for Experience: Additional graduate coursework in a biological, 
chemical, or agricultural science may be substituted for the required experience, on a year-for-year basis, to a maximum 
of one year (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). Substitution of Experience for Education: Qualifying full-time 
experience in one or a combination of the following areas may substitute for the required education, on a year for year 
basis, to a maximum of four years: (1) the enforcement of environmental pollution laws or regulations, which may 
include pesticides inspection; feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or 
sales of commercial pesticides; (3) the inspection or development of laws or regulations for the distribution of 
agricultural/horticultural plants; (4) professional research or post-secondary education in the agricultural or biological 
sciences; or (5) the management or supervision of a farm or farming operation primarily engaged in the cultivation of 
vegetables, fruit, or other horticultural crops (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). OR Graduation from an 
accredited college or university with a bachelor’s degree and experience equivalent to four years of full-time work in 
one or a combination of the following: (1) the enforcement of environmental pollution laws or regulations, which may 
include pesticides inspection; feed, seed, and fertilizer inspection; or insect control; (2) the application, manufacture, or 
sales of commercial pesticides; (3) the inspection or development of laws or regulations for the distribution of 
agricultural/horticultural plants; (4) professional research or post-secondary education in the agricultural or biological 
sciences; or (5) the management or supervision of a farm or farming operation primarily engaged in the cultivation of 
vegetables, fruit, or other horticultural crops. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs supervisory investigation, monitoring and enforcement work of average 
difficulty involving State and Federal pesticides laws and regulations; State and Federal feed, seed, fertilizer, and 
agricultural lime laws and regulations; and pest control laws and regulations; and performs related work as required. 
Distinguishing Features: An employee in this class either supervises pest control inspection activities within an assigned 
geographical area or manages one or more statewide pesticide specialty programs. This class differs from Pesticides 
Inspector 2, in that an incumbent of the latter functions at the working level. This class reports to and differs from that 
of Pesticides Administrator in that the incumbent of the latter plans, administers, and coordinates the statewide 
enforcement of all pesticide, feed, seed, fertilizer, agricultural lime, and pest control laws and regulations. 
 
Work Activities: 
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Interpreting the Meaning of Information for Others:    Supervises and participates in explaining results of inspection to 
complainant or entity regulated which may include sample results, violations received/issued, etc.    Supervises and 
participates in explaining State and federal laws and regulations regarding pesticides and feed, seed, fertilizer to 
industry and general public in order to obtain compliance. Interacting With Computers:    Utilizes word processing 
programs such as Microsoft Word, Microsoft Excel, and etc. in preparation of forms and documentation pertinent to the 
inspection. Organizing, Planning, and Prioritizing Work:    Supervises and participates in identifying chartered pest 
control companies, RUP (Restricted Use Pesticides) dealers, producer establishments, State and federally registered 
products through queries in the Department's web-based browser system. Some inspections must be conducted by an 
EPA credentialed Inspector.    Supervises and participates in identifying non-chartered applicators which includes 
licensed, private and commercial applicators through the Department's web-based browser system.    Supervises and 
participates in identifying illegal operators making pesticide application that does not meet State and federal 
requirements by receiving a complaint, anonymous call, visual observation, etc.    Reviews case file information 
submitted by subordinates to determine accuracy of pest control applicators, physical location, status of insurance and 
bond, etc.    Assigns inspections concerning health or environmental related complaints or product recalls based on 
immediate priority.    Monthly inspection and sampling requirements of feed, seed, fertilizer and lime facilities are 
assigned by supervisor to determine if violations of State and federal laws and regulations exist. Some inspections must 
be conducted by a FDA credentialed Inspector. Inspecting Equipment, Structures, or Material:    Supervises and 
participates in the collection of representative sample of feed, seed or fertilizer by using appropriate equipment.    
Supervises and participates in visual inspects labels, bins, tanks, product storage practices, etc. at pesticide or feed, 
seed, fertilizer facilities.    Supervises and participates in checking for appropriate decals on aerial application aircraft, 
that the pilot is adequately licensed and that the aircraft is in compliance with Homeland Security regulations.    
Supervises and participates in the review of application records provided by pest control operator to determine if the 
pesticide application was made according to label directions.    Supervises and participates in collecting samples 
including plant material, soil, water, swabs, animal carcasses and etc. to determine if product was mixed and applied 
according to label direction. Performing General Physical Activities:    Bends, stoops, kneels, reaches, crawls, climbs as 
necessary to access areas of inspection.    Lifts objects of approximately 50 lbs. to inspect or sample as necessary.    
Wears breathing apparatus as necessary requiring successful completion of respirator fit test and verifies the 
appropriate use of breathing apparatus.    May walk extended distances to reach inspection area.    May spend 
prolonged periods of time at computer monitor. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Supervises the correct method for drawing graphs, diagrams and maps of a property when questions arise 
relative to the use or misuse of a pesticide. Establishing and Maintaining Interpersonal Relationships:    Represents 
Department of Agriculture in a professional, consumer-friendly manner in order to provide information including 
enforcement of laws, rules and regulations. Training and Teaching Others:    Assists less experienced or new employees 
in daily inspection activities. Performing Administrative Activities:    Completes daily travel logs documenting travel time, 
time of inspection, mileage, etc. as required by the work documentation policy.    Enters time and attendance in 
computer based system by established deadlines. Processing Information:    Reviews all calculations included in pesticide 
case file and feed, seed, fertilizer sampling for accuracy on inspections conducted including square footage, amount of 
product applied, labelling information, termaticide calculation sheet, etc. Making Decisions and Solving Problems:    
Reviews case file submitted by subordinates to determine if the appropriate rules and/or regulations have been cited for 
the violation(s) committed. Guiding, Directing and Motivating Subordinates:    Conducts Individual Performance Plan, 
Interim 1, Interim 2 and final evaluation for subordinates by dates as determined by Department of Human Resources 
guidelines. Communicating with Persons Outside Organization:    Communicates with organizations such as TWRA, EPA, 
TDEC, etc. on joint efforts concerning pesticide misuse.    Informs individuals about labeling requirements for feed, seed, 
and fertilizer.    Communicates with law enforcement officials when pursuing criminal action against a violator.    
Communicates with manufacturer(s) on product labeling for clarification or interpretation on the use of products.    
Discusses with individual(s) ways to obtain compliance with the state and or federal laws, rules and regulations.    Makes 
presentations to regulated entities, industry personnel or others on subjects related to pesticides, pest control or feed, 
seed, fertilizer issues. Documenting/Recording Information:    Reviews and verifies the required inspection forms used 
are completed by hard copy or computer for all inspections conducted. Repairing and Maintaining Mechanical 
Equipment:    Keeps equipment in good working order by cleaning, lubricating, storing properly. Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates pick-up truck to facilities, within facilities and inspection sites.Updating 
and Using Relevant Knowledge:    Updates SOP (Standard Operating Procedures) with revised inspection procedures.    
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Maintains all current laws, rules and regulations related to pesticide and agricultural inputs inspections.    Attends bi-
yearly TDA Inspector training to include EPA PIRT (Pesticide Inspector Residential Training), BSE (Bovine Spongiform 
Encephalopathy), EPA PREP (Pesticide Regulatory Education Program) to enhance knowledge and expertise.    Attends 
industry provided training pertaining to baiting, application, monitoring, new products, etc.    Participates in webinars on 
subjects relevant to job duties. Communicating with Supervisors, Peers, or Subordinates:    Conducts monthly staff 
meetings.    Coordinates with other Supervisors and/or Inspectors on large and/or complex inspections. Staffing 
Organizational Units:    Conducts interviews according to State requirements with candidates for vacancies to identify 
the best person to work in the unit.    Selects candidate to be recommended to fill vacancies for promotion or 
appointment. Resolving Conflicts and Negotiating with Others:    Mediates disputes between complainants regarding 
pesticide applications. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Intellectual Horsepower    Problem Solving    Informing    Time Management    
Standing Alone    Written Communications    Composure    Ethics and Values    Listening    Patience    Understanding 
Others Knowledge:    Building and Construction    Chemistry    Customer and Personal Service    Mathematics    Public 
Safety and Security Skills:    Active Listening    Critical Thinking    Speaking    Time Management Abilities:    Deductive 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    
Manual Dexterity    Dynamic Flexibility    Extent Flexibility    Stamina    Static Strength    Far Vision 
 
Tools and Equipment Used: 
    Computer    Printer    Respirator    Sampling Equipment  -  bags, bottles, etc.    Measuring Devices 
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032480 - PETROLEUM PRODUCTS ADMR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1645 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072366 - PH LABORATORY CONSULTANT 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3026 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. physics, chemistry), ecology, life sciences (e.g. biology, microbiology, health physics, biochemistry or 
biophysics), medical laboratory science, pre-medicine, or other acceptable science or successful completion of an 
accredited medical laboratory scientist program and one year of full-time professional work in the related field.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Consultant 1 performing Clinical duties the major portion of their time must: 
Have graduated from an accredited college or university with a bachelor's degree in life sciences (e.g. biology, 
microbiology or biochemistry), medical laboratory science, pre-medicine, or other acceptable science or successful 
completion of an accredited medical laboratory scientist program. A PH Lab Consultant 1 performing Chemist duties the 
major portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab Consultant 1 performing  Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator's license throughout the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for routine consultant work of considerable difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas. Distinguishing Features: An 
employee in this class provides routine laboratory consultant work of considerable difficulty with the smallest scope. 
This class differs from the PH Laboratory Consultant 2 in that an incumbent of the latter performs consultant work of 
average difficulty and greater scope and complexity.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate guidelines to determine 
whether test results are reportable based on laboratory, federal and/or state established policies and procedures. 
Ensures quality control guidelines are being met. Ensures confidentiality of patient information according to state and 
federal guidelines. Examines laboratory materials, including samples, to determine safe handling procedures are 
followed. Ensures expired materials are disposed of as required by safety rules and regulations.Analyzing Data or 
Information: Interprets results of sample testing from various laboratory outputs. Analyzes data by breaking information 
down into separate pieces and determining its utility. Analyzes and interprets Quality Assurance/Quality Control 
(QA/QC) data.Training and Teaching Others: Trains personnel in appropriate laboratory procedures. Develops and 
delivers training programs as required. Identifies, develops and/or provides all the training, documentation, and hands-
on tools for divisional staff to develop full functional competency.Provide Consultation and Advice to Others: Advises 
upper management on Standard Operating Procedures (SOP's), best practices and other workflow factors to inform 
strategy development and decision making. Provides guidance/expert advice regarding appropriate laboratory 
procedures. Makes recommendations for changes in operations which affect the efficiency and quality of division 
operations and services.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose 
the best solution and solve problems. Evaluates analytical output for correctness (e.g., quality control data) and 
addresses inaccuracies as required. Analyzes, communicates and implements resolutions to various issues as they 
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arise.Processing Information: Compiles, calculates, categorizes and verifies information or data for appropriateness. 
Compiles papers or reports or prepare SOP's and specifications for processes, facilities, products or tests. Verifies 
current SOP's and ensures they are accurate and up-to-date.Documenting/Recording Information: Prepares records and 
reports to meet division needs. Documents, enters, transcribes, records, stores, destroys and maintains information in 
written or electronic form according to established state and federal guidelines. Documents procedure improvement 
investigations as necessary.Updating and Using Relevant Knowledge: Remains current with regard to technical 
information and department procedures and policies and applies new knowledge appropriately. Reviews information 
from textbooks, manuals, flowcharts and other reference sources to accurately analyze processes and procedures. 
Actively seeks new knowledge and presents knowledge to a group.Communicating with Supervisors, Peers, or 
Subordinates Establishes and develops constructive and cooperative working relationships with all laboratory staff and 
maintains them over time. Provides relevant information through the chain of command by either telephone, in written 
form, email or in person. Communicates status of assigned tasks or other relevant information to supervisors, peers or 
subordinates by telephone, in written form, e-mail or in person.Getting Information: Designs and/or coordinates 
experimental investigations and laboratory research. Observes laboratory procedures for QA, safety and/or security 
updates.Interpreting the Meaning of Information for Others: Translates or explains what laboratory data means and 
how it can be used. Interprets policies, procedures, and/or SOP's and explains how they affect the laboratory and how 
they can be used.Performing Administrative Activities: Entering personal time and leave/overtime requests into the 
timekeeping system as required. Performs day-to-day administrative tasks involving timekeeping, scheduling, ordering 
and reports. Processes and completes all records, reports and correspondence within the required 
timeframe.Developing Objectives and Strategies: Develops procedures independently for implementing new or 
modifying existing laboratory programs and activities. Assists in developing, implementing, and enforcing major policies 
and procedures as it relates to laboratory activities.Interacting With Computers: Uses computers to process information, 
data and control instrumentation. Uses the Laboratory Information Management System (LIMS) for record 
management.Communicating with Persons Outside the Organization: Presents educational laboratory information to 
outside agencies as required. Contacts vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.Inspecting Equipment, Structures, 
or Material: Ensures Laboratory Equipment is monitored for proper functionality. Ensures preventative maintenance 
schedules are being followed.Judging the Quality of Things, Services or People: Performs laboratory QA, QC, Safety, 
and/or security audits as necessary and assesses value, importance and quality of said audits.Thinking Creatively: 
Develops new applications, systems, protocols, and SOP's as needed.Staffing Organizational Units: Conducting 
interviews for job candidates.Controlling Machines and Processes: Operates laboratory equipment using control 
mechanisms as necessary.Organizing, Planning, and Prioritizing Work: Prioritizes and organizes tasks in order to 
complete them in an assigned timeframe.Coordinating the Work and Activities of Others: Facilitates cooperation with 
members of a group to accomplish a task.Operating Vehicles, Mechanized Devices, or Equipment: Operates passenger 
vehicles.Performing General Physical Activities: Bends, stoops, kneels, climbs and reaches as necessary. 
 
Competencies (KSA’s): 
Competencies: Approachability Decision Quality Presentation Skills Directing Others Functional/Technical Competency 
Informing Listening Priority Setting Problem Solving Written CommunicationsKnowledge: Biology Chemistry Clerical 
Education and Training Mathematics Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking 
Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing Complex Problem Solving 
Operations Monitoring Quality Control Analysis Troubleshooting Systems EvaluationAbilities: Deductive Reasoning 
Mathematical Reasoning Oral Comprehension Oral Expression Problem Sensitivity Speed of Closure Time Sharing 
Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators Other laboratory equipment as required 
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072367 - PH LABORATORY CONSULTANT 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3030 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, health physics, biochemistry or biophysics), 
medical laboratory science, pre-medicine, or other acceptable science or successful completion of an accredited medical 
laboratory scientist program and two years of full-time professional work in the related field.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Consultant 2 performing Clinical duties  the major portion of their time must:  
Have graduated from an accredited college or university with a bachelor's degree in life sciences (e.g. biology, 
microbiology or biochemistry), medical laboratory science, pre-medicine, or other acceptable science or successful 
completion of an accredited medical laboratory scientist program. A PH Lab Consultant 2 performing Chemist duties the 
major portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab Consultant 2 performing  Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator's license throughout the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for routine consultant work of considerable difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas and performs other tasks as 
required. Distinguishing Features: An employee in this class provides routine laboratory consultant work of considerable 
difficulty and of a larger scope. This class differs from the PH Laboratory Consultant 1 in that an incumbent of the latter 
performs work of routine difficulty and smaller scope and complexity.  This class differs from a PH Laboratory Consultant 
3 in that the latter acts as a consulting coordinator for several service units within a laboratory division or statewide.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate guidelines to determine 
whether test results are reportable based on laboratory, federal and/or state established policies and procedures. 
Ensures quality control guidelines are being met. Ensures confidentiality of patient information according to state and 
federal guidelines. Examines laboratory materials, including samples, to determine safe handling procedures are 
followed. Ensures expired materials are disposed of as required by safety rules and regulations.Analyzing Data or 
Information: Interprets results of sample testing from various laboratory outputs. Analyzes data by breaking information 
down into separate pieces and determining its utility. Analyzes and interprets Quality Assurance/Quality Control 
(QA/QC) data.Training and Teaching Others: Identifies, develops and/or provides all the training, documentation, and 
hands-on tools for divisional staff to develop full functional competency. Develops and delivers training programs as 
required. Trains personnel in appropriate laboratory procedures.Provides Consultation and Advice to Others: Advises 
upper management on Standard Operating Procedures (SOP's), best practices and other workflow factors to inform 
strategy development and decision making. Makes recommendations for changes in operations which affect the 
efficiency and quality of division operations and services. Provides guidance/expert advice regarding appropriate 
laboratory procedures.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose 
the best solution and solve problems. Evaluates analytical output for correctness (e.g., quality control data) and 



 TN Job Classification Specifications  
September 22, 2020 

addresses inaccuracies as required. Analyzes, communicates and implements resolutions to various issues as they 
arise.Processing Information: Compiles, calculates, categorizes and verifies information or data for appropriateness. 
Compiles papers or reports or prepare SOP's and specifications for processes, facilities, products or tests. Verifies 
current SOP's and ensures they are accurate and up-to-date.Documenting/Recording Information: Prepares records and 
reports to meet division needs. Documents, enters, transcribes, records, stores, destroys and maintains information in 
written or electronic form according to established state and federal guidelines. Documents procedure improvement 
investigations as necessary.Updating and Using Relevant Knowledge: Remains current with regard to technical 
information and department procedures and policies and applies new knowledge appropriately. Reviews information 
from textbooks, manuals, flowcharts and other reference sources to accurately analyze processes and procedures. 
Actively seeks new knowledge and presents knowledge to a group.Communicating with Supervisors, Peers, or 
Subordinates: Establishes and develops constructive and cooperative working relationships with all laboratory staff and 
maintains them over time. Provides relevant information through the chain of command by either telephone, in written 
form, e-mail or in person. Communicates status of assigned tasks or other relevant information to supervisors, peers or 
subordinates by telephone, in written form, e-mail or in person.Getting Information: Designs and/or coordinates 
experimental investigations and laboratory research. Observes laboratory procedures for QA, safety and/or security 
updates.Interpreting the Meaning of Information for Others: Translates or explains what laboratory data means and 
how it can be used. Interprets policies, procedures, and/or SOP's and explains how they affect the laboratory and how 
they can be used.Performing Administrative Activities: Entering personal time and leave/overtime requests into the 
timekeeping system as required. Performs day-to-day administrative tasks involving timekeeping, scheduling, ordering 
and reports. Processes and completes all records, reports and correspondence within the required 
timeframe.Developing Objectives and Strategies: Develops procedures independently for implementing new or 
modifying existing laboratory programs and activities. Assists in developing, implementing, and enforcing major policies 
and procedures as it relates to laboratory activities.Interacting With Computers: Uses computers to process information, 
data and control instrumentation. Uses the Laboratory Information Management Systems (LIMS) for record 
management.Communicating with Persons Outside the Organization: Presents educational laboratory information to 
outside agencies as required. Contacts vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.Inspecting Equipment, Structures, 
or Material: Ensures laboratory equipment is monitored for proper functionality. Ensures preventative maintenance 
schedules are being followed.Judging the Quality of Things, Services or People: Performs laboratory QA, QC, Safety, 
and/or security audits as necessary and assesses value, importance and quality of said audits.Thinking Creatively: 
Develops new applications, systems, protocols, and SOP's as needed.Controlling Machines and Processes: Operates 
laboratory equipment using control mechanisms as necessary.Staffing Organizational Units: Conducting interviews for 
job candidates.Organizing, Planning, and Prioritizing Work: Prioritizes and organizes tasks in order to complete them in 
an assigned timeframe.Coordinating the Work and Activities of Others: Facilitates cooperation with members of a group 
to accomplish a task.Operating Vehicles, Mechanized Devices, or Equipment: Operates passenger vehicles.Performing 
General Physical Activities: Bends, stoops, kneels, climbs and reaches as necessary. 
 
Competencies (KSA’s): 
Competencies: Approachability Decision Quality Presentation Skills Directing Others Functional/Technical Competency 
Informing Listening Priority Setting Problem Solving Written CommunicationsKnowledge: Biology Chemistry Clerical 
Education and Training Mathematics Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking 
Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing Complex Problem Solving 
Operations Monitoring Quality Control Analysis Troubleshooting Systems EvaluationAbilities: Deductive Reasoning 
Mathematical Reasoning Oral Comprehension Oral Expression Problem Sensitivity Speed of Closure Time Sharing 
Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators  Other laboratory equipment as required.   
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072368 - PH LABORATORY CONSULTANT 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2005 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science or successful completion of an accredited medical 
laboratory scientist program and three years of full-time professional work in the related field.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Consultant 3 performing Clinical duties the major portion of their time must:  
Have graduated from an accredited college or university with a bachelor's degree in life sciences (e.g. biology, 
microbiology or biochemistry), medical laboratory science, pre-medicine, or other acceptable science or successful 
completion of an accredited medical laboratory scientist program. A PH Lab Consultant 3 performing Chemist duties the 
major portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab Consultant 3 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator's license throughout the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for routine consultant work of unusual difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas; supervisory work of unusual 
difficulty; and performs other tasks as required. Distinguishing Features: An employee in this class provides routine 
laboratory consultant work of unusual difficulty throughout a division or possibly statewide. Incumbents of the 
classification may supervise other PH Laboratory Consultant 1 and 2 positions or other laboratory staff. This class differs 
from the PH Laboratory Consultant 2 in that an incumbent of the latter performs consultant work of average difficulty.  
This class differs from a PH Laboratory Consultant 4 in that the latter performs work of a greater scope and complexity 
and statewide duties.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate guidelines to determine 
whether test results are reportable based on laboratory, federal and/or state established policies and procedures. 
Ensures quality control (QC) guidelines are being met. Ensures confidentiality of patient information according to state 
and federal guidelines. Examines all laboratory materials, including samples, to determine safe handling procedures are 
followed. Ensures expired materials are disposed of as required by safety rules and regulations.Processing Information: 
Compiles, calculates, categorizes and verifies information or data for appropriateness. Compiles papers or reports or 
prepare Standard Operating Procedures (SOP's) and specifications for processes, facilities, products or tests. Verifies 
current SOP's and ensures they are accurate and up-to-date. Uses past SOP's to create new, more efficient 
SOP's.Analyzing Data or Information: Interprets results of sample testing from various laboratory outputs to ensure 
accurate reporting. Analyzes data by breaking information down into separate pieces and determining its utility. 
Analyzes and interprets Quality Assurance/Quality Control (QA/QC) data.Training and Teaching Others: Identifies, 
develops and/or provides all the training, documentation, and hands-on tools for divisional staff to develop full 
functional competency. Trains personnel in appropriate laboratory procedures. Develops and delivers training programs 
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as required.Provide Consultation and Advice to Others: Advises upper management on SOP's, best practices and other 
workflow factors to inform strategy development and decision making. Provides guidance/expert advice regarding 
appropriate laboratory procedures. Makes recommendations for changes in operations which affect the efficiency and 
quality of division operations and services.Getting Information: Designs and/or coordinates experimental investigations 
and laboratory research. Observes laboratory procedures for QA, safety and/or security updates. Actively researches 
information concerning QA, safety, security and/or bioterrorism procedures.  Staying current with emerging technology 
and procedures.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best 
solutions and solve problems. Evaluates analytical output for correctness (e.g., quality control data) and addresses 
inaccuracies as required. Analyzes, communicates and implements resolutions to various issues as they 
arise.Documenting/Recording Information: Prepares records and reports to meet division needs. Documents, enters, 
transcribes, records, stores, destroys and maintains information in written or electronic form according to established 
state and federal guidelines. Documents procedure improvement investigations as necessary.Updating and Using 
Relevant Knowledge: Remains current with regard to technical information and department procedures and policies and 
applies new knowledge appropriately. Reviews information from textbooks, manuals, flowcharts and other reference 
sources to accurately analyze processes and procedures. Actively seeks new knowledge and presents knowledge to 
group.Communicating with Supervisors, Peers, or Subordinates: Establishes and develops constructive and cooperative 
working relationships with all laboratory staff and maintains them over time. Provides relevant information through the 
chain of command by either telephone, in written form, e-mail or in person. Communicates status of assigned tasks or 
other relevant information to supervisors, peers or subordinates by telephone, in written form, e-mail or in 
person.Interpreting the Meaning of Information for Others: Interprets policies, procedures, and/or SOP's and explains 
how they affect the laboratory and how they can be used. Translates or explains what laboratory data means and how it 
can be usedPerforming Administrative Activities: Entering personal time and leave/overtime requests into the 
timekeeping system as required. Performs day-today administrative tasks involving timekeeping, scheduling, ordering 
and management reports. Processes and completes all records, reports and correspondence within the required 
timeframe.Developing Objectives and Strategies: Develops procedures independently for implementing new or 
modifying existing laboratory programs and activities. Assists in developing, implementing, and enforcing major policies 
and procedures as it relates to laboratory activities.Interacting With Computers: Uses the Laboratory Information 
Management System (LIMS) for record management. Uses computers to process information, data and control 
instrumentation.Communicating with Persons Outside the Organization: Presents educational laboratory information to 
outside agencies as required. Contacts vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.Inspecting Equipment, Structures, 
or Material: Ensures laboratory equipment is monitored for proper functionality. Ensures preventative maintenance 
schedules are being followed.Judging the Quality of Things, Services or People: Performs laboratory QA, QC, safety, 
and/or security audits as necessary.Thinking Creatively: Develops new applications, systems, protocols, and SOP's as 
needed.Controlling Machines and Processes: Operates laboratory equipment using control mechanisms as 
necessary.Staffing Organization Units: Conducting interviews for job candidates.Coordinating the Work and Activities of 
Others: Facilitates cooperation with members of a group to accomplish a task.Organizing, Planning, and Prioritizing 
Work: Prioritizes and organizes tasks in order to complete them in an assigned timeframe.Operating Vehicles, 
Mechanized Devices, or Equipment: Operates passenger vehicles.Performing General Physical Activities: Bends, stoops, 
kneels, climbs and reaches as necessary. 
 
Competencies (KSA’s): 
Competencies: Approachability Decision Quality Presentation Skills Directing Others Functional/Technical Competency 
Informing Listening Priority Setting Problem Solving Written Communications                       Knowledge: Biology Chemistry 
Clerical Education and Training Mathematics Public Safety and SecuritySkills: Active Learning Active Listening Critical 
Thinking Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing Complex Problem 
Solving Operations Monitoring Quality Control Analysis Troubleshooting System EvaluationAbilities: Deductive 
Reasoning Mathematical Reasoning Oral Comprehension Oral Expression Problem Sensitivity Speed of Closure Time 
Sharing Written Comprehension Written Expression Speech Clarity Speech Recognition   
 
Tools and Equipment Used: 
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 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators  Other laboratory equipment as required. 
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077897 - PH LABORATORY DEPUTY DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4156 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077896 - PH LABORATORY DIVISION DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4189 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072345 - PH LABORATORY MANAGER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2143 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and one year of full-time professional work in the related 
field.ORSuccessful completion of an accredited, four year medical laboratory scientist program, and one year of full-time 
professional work in the related field.A transcript with ALL credits is required to be uploaded with an employment 
application in order that the agency is able to properly evaluate a candidate’s eligibility for a position in this 
classification.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Manager 1 performing Clinical, duties the major portion of their time must be 
licensed as a Medical Laboratory Supervisor or Medical Laboratory Director by the Tennessee Department of 
Health.Clinical is defined as Human Samples/Specimens.A PH Lab Manager 1 performing Chemist duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor’s degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry.A PH Lab Manager 1 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor’s degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator’s license throughout the duration of employment.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for routine laboratory work of considerable difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas; supervisory work of routine 
difficulty; and performs other tasks as required.Distinguishing Features:  This is the first supervisory class in the PH 
Laboratory Manager series. An employee in this class performs supervisory work of routine difficulty and of smaller 
scope and complexity. This class differs from the PH Laboratory Manager 2 in that an incumbent of the latter performs 
supervisory work of average difficulty and greater scope and complexity.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Establishes quality control guidelines and assures they 
are met. Uses relevant or appropriate guidelines to determine whether test results are reportable based on laboratory, 
federal and/or state established policies and procedures. Ensures confidentiality of patient information according to 
state and federal guidelines. Monitors expiration dates of chemicals and supplies, disposing of expired materials as 
required by safety rules and regulations. Examines all laboratory materials including samples to determine safe handling 
procedures are followedOrganizing, Planning, and Prioritizing Work: Prioritizes and organizes tasks in order to complete 
them in an assigned timeframe. Implements a cross-training program to maximize unit staff development and to avoid 
interruption of workflow. Assigns work to personnel within the unit such that a smooth workflow is maintained at 
maximum efficiency. Oversees and prepares various types of specimens for laboratory testingTraining and Teaching 
Others: Trains section in laboratory procedures. Develop and delivers training programs for students as required. 
Identifies, develops and/or provides all the training, documentation, hands-on tools for staff to develop full functional 
competency.Guiding, Directing, and Motivating Subordinates: Provides guidance and direction to direct reports through 
performance reviews. Develops job performance plans, interim reviews and annual performance evaluations to inform 



 TN Job Classification Specifications  
September 22, 2020 

employees of their work progress. Conducts benchmark meetings with individual direct reports to provide guidance, 
direction, motivation, accolades and suggestions for improvement. Conducts regularly held unit meetings to discuss 
work status, to plan for future work to solve problems in daily work and to inform the manager and staff of any 
organizational changes.Getting Information: Performs analytical testing step-by-step as outlines by the Standard 
Operating Procedures (SOP) based on required methodologies. Designs and/or coordinates experimental investigations 
and laboratory research. Receives incoming samples from sampling agencies, information from websites, methodology 
information and information from clients to perform specific test.Processing Information: Compiles, calculates, 
categorizes and verifies information or data for appropriateness of reporting. Calculates results in methodology 
specified units, accurately interprets results based on laboratory reporting requirements. Compiles papers or reports or 
prepare SOP’s and specifications for processes, facilities, products or tests.Monitoring and Controlling Resources: 
Monitors and controls reagents and consumables to ensure an adequate supply for testing needs. Submits 
equipment/supply requests for procurement within the appropriate timeframe to ensure adequate equipment/supplies 
are on hand. Makes recommendations for large expenditures for the unit to upper management for approval. Monitors 
unit inventory equipment and/or supplies to ensure the unit has the necessary equipment and/or supplies to perform 
functions.Making Decisions and Solving Problems: Evaluates analytical output for correctness (e.g., quality control data) 
and addresses inaccuracies as they arise. Analyzes information and evaluates results to choose the best solution and 
solve problems. Analyzes, communicates and implements resolutions to various issues as they arise.Developing and 
Building Teams: Using team building, leadership skills and effective communication skills to encourage and instruct 
others in their work activities. Modeling effective performance for co-workers and assigned subordinates to provide a 
role model, encourage success in others and enhance trust. Identifying developmental opportunities appropriate for 
assigned subordinates to improve team development.Analyzing Data or Information: Interprets results of sample testing 
from various laboratory outputs to ensure accurate reporting. Analyzes data by breaking information down into 
separate pieces and determining its utility.Communicating with Supervisors, Peers, or Subordinates: Communicates 
status of assigned tasks or other relevant information to supervisors, peers or subordinates by telephone, in written 
form, e-mail or in person. Establishes and develops constructive and cooperative working relationships with all 
laboratory staff and maintains them over time. Provides relevant information through the chain of command by either 
telephone, in written form, email or in person.Performing Administrative Activities: Performs day-to-day administrative 
tasks involving timekeeping, scheduling, ordering and management reports. Processes and completes all records, 
reports and correspondence within the required timeframe. Entering personal time and leave/overtime requests into 
the timekeeping system as required.Controlling Machines and Processes: Oversees and performs laboratory procedures 
for detection or identification of requested analyte. Operates laboratory equipment using control 
mechanisms.Interpreting the Meaning of Information for Others: Translates or explains what laboratory data means and 
how it can be used. Explains what results are supplied and the appropriate reference rangesDeveloping Objectives and 
Strategies: Develops procedures independently for implementing new or modifying existing laboratory programs and 
activities. Assists in developing, implementing, and enforcing major policies and procedures affecting the unit as it 
relates to laboratory activities.Interacting With Computers: Uses computers to process information, data and control 
instrumentation. Uses the Laboratory Information Management System (LIMS) for record management.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Prepares and checks specimens, solutions, reagents and 
other materials necessary for conducting tests. Ensures adequate resources are available for workload.Repairing and 
Maintaining Electronic Equipment: Performs preventative and other maintenance on Laboratory equipment. Ensures 
that malfunctioned equipment is repaired according to State guidelines.Performing General Physical Activities: Performs 
repetitive activities or motions during specimen processing or analysis. Performs physical activities that involve use of 
hands, arms and legs to relocate and stock reagents and supplies to testing areas. Bends, stoops, kneels, climbs and 
reaches as necessary.Updating and Using Relevant Knowledge: Reviews information from textbooks, manuals, 
flowcharts and other reference sources to accurately analyze and report test results. Remains current with regard to 
technical information and department procedures and policies and applies new knowledge to the job performed by the 
unitStaffing Organizational Units: Conducting interviews for job candidates. Identifying promotional opportunities within 
assigned subordinates to develop bench strength and enhance the talent pool.Inspecting Equipment, Structures, or 
Material: Monitors laboratory equipment for proper functionality. Establishes a preventative maintenance 
schedule.Documenting/Recording Information: Prepares records and reports to meet unit needs. Documents, enters, 
transcribes, records, stores, destroys and maintains information in written or electronic form according to established 
state and federal guidelines.Resolving Conflicts and Negotiating with Others: Handles complaints, settles disputes and 
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resolves conflicts among section personnel.Coordinating the Work and Activities of Others: Facilitates cooperation with 
members of a group to accomplish a task.Scheduling Work and Activities: Schedules section personnel for work 
assignments.Thinking Creatively: Provides constructive input on day-to-day and systematic processes.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates passenger vehicles and/or aquatic vehicles. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Decision Quality Developing Direct Reports and Others Directing Others 
Functional/Technical Competency Informing Listening Priority Setting Problem Solving Written 
CommunicationsKnowledge:  Biology Chemistry Clerical Education and Training MathematicsSkills:  Active Learning 
Active Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Science Speaking Writing 
Instructing Service Orientation Complex Problem Solving Equipment Maintenance Operation and Control Operations 
Monitoring Quality Control Analysis TroubleshootingAbilities:  Deductive Reasoning Mathematical Reasoning Oral 
Comprehension Oral Expression Problem Sensitivity Time Sharing Written Comprehension Written Expression Arm-Hand 
Steadiness Auditory Attention Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
Tools and Equipment Used: pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes 
Balances Thermocyclers Computers Calculators Other laboratory equipment as required 
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072346 - PH LABORATORY MANAGER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2150 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in physical 
sciences (e.g.  chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and two years of full-time professional work in the 
related field.OR Successful completion of an accredited four year medical laboratory scientist program, and two years of 
full-time professional work in the related field.Substitution of Education for Experience: Graduate course work received 
from an accredited college or university in a related field may substitute for the required experience on a year-to-year 
basis to a maximum of one year (e.g. 24 graduate semester hours or 36 graduate quarter hours in a related field may 
substitute for one year of the required experience).A transcript with ALL credits is required to be uploaded with an 
employment application in order that the agency is able to properly evaluate a candidate’s eligibility for a position in this 
classification. 
 
Other Requirements: 
Necessary Special Qualifications:  A PH Lab Manager 2 performing Clinical, duties the major portion of their time must 
be licensed as a Medical Laboratory Supervisor or Medical Laboratory Director by the Tennessee Department of 
Health.Clinical is defined as Human Samples/Specimens.A PH Lab Manager 2 performing Chemist duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor’s degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry.A PH Lab Manager 2 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor’s degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator’s license throughout the duration of employment.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for routine laboratory work of considerable difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas; supervisory work of average 
difficulty; and performs other tasks as required.Distinguishing Features:  This is the second supervisory class in the PH 
Laboratory Manager series. An employee in this class performs supervisory work of average difficulty and of greater 
scope and complexity. This class differs from the PH Laboratory Manager 1 in that an incumbent of the latter performs 
supervisory work of routine difficulty and of lesser scope and complexity. This class differs from a PH Laboratory 
Manager 3 in that the latter acts as a supervisor and coordinator of several service units within one public health 
laboratory rather than as a supervisor and coordinator of a service units.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Establishes quality control guidelines and assures they 
are met. Uses relevant or appropriate guidelines to determine whether test results are reportable based on laboratory, 
federal and/or state established policies and procedures. Ensures confidentiality of patient information according to 
state and federal guidelines. Monitors expiration dates of chemicals and supplies, disposing of expired materials as 
required by safety rules and regulations. Examines all laboratory materials including samples to determine safe handling 
procedures are followed.Organizing, Planning, and Prioritizing Work: Prioritizes and organizes tasks in order to complete 
them in an assigned timeframe. Implements a cross-training program to maximize unit staff development and to avoid 
interruption of workflow. Assigns work to personnel within the unit such that a smooth workflow is maintained at 
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maximum efficiency. Oversees and prepares various types of specimens for laboratory testing.Training and Teaching 
Others: Trains section in laboratory procedures. Develop and delivers training programs for students as required. 
Identifies, develops and/or provides all the training, documentation, hands-on tools for staff to develop full functional 
competencyGuiding, Directing, and Motivating Subordinates: Provides guidance and direction to direct reports through 
performance reviews. Develops job performance plans, interim reviews and annual performance evaluations to inform 
employees of their work progress. Conducts benchmark meetings with individual direct reports to provide guidance, 
direction, motivation, accolades and suggestions for improvement. Conducts regularly held unit meetings to discuss 
work status, to plan for future work, to solve problems in daily work and to inform the manager and staff of any 
organizational changes.Processing Information: Compiles, calculates, categorizes and verifies information or data for 
appropriateness of reporting. Calculates results in methodology specified units, accurately interprets results based on 
laboratory reporting requirements. Compiles papers or reports or prepare Standard Operating Procedures (SOP's) and 
specifications for processes, facilities, products or tests.Getting Information: Performs analytical testing step-by-step as 
outlined by the SOPs based on required methodologies. Designs and/or coordinates experimental investigations and 
laboratory research. Receives incoming samples from sampling agencies, information from websites, methodology 
information and information from clients to perform specific tests.Monitoring and Controlling Resources: Monitors and 
controls reagents and consumables to ensure an adequate supply for testing needs. Submits equipment/supply requests 
for procurement within the appropriate timeframe to ensure adequate equipment/supplies are on hand. Makes 
recommendations for large expenditures for the unit to upper management for approval. Monitors unit inventory 
equipment and/or supplies to ensure the unit has the necessary equipment and/or supplies to perform 
functions.Making Decisions and Solving Problems: Evaluates analytical output for correctness (e.g., quality control data) 
and addresses inaccuracies as they arise. Analyzes information and evaluates results to choose the best solution and 
solve problems. Analyzes, communicates and implements resolutions to various issues as they arise.Developing and 
Building Teams: Using team building, leadership skills and effective communication skills to encourage and instruct 
others in their work activities. Modeling effective performance for co-workers and assigned subordinates to provide a 
role model, encourage success in others and enhance trust. Identifying developmental opportunities appropriate for 
assigned subordinates to improve team development.Analyzing Data or Information: Interprets results of sample testing 
from various laboratory outputs to ensure accurate reporting. Analyzes data by breaking information down into 
separate pieces and determining its utility.Communicating with Supervisors, Peers, or Subordinates: Communicates 
status of assigned tasks or other relevant information to supervisors, peers or subordinates by telephone, in written 
form, e-mail or in person. Establishes and develops constructive and cooperative working relationships with all 
laboratory staff and maintains them over time. Provides relevant information through the chain of command by either 
telephone, in written form, e-mail or in person.Performing Administrative Activities: Performs day-to-day administrative 
tasks involving timekeeping, scheduling, ordering and management reports. Processes and completes all records, 
reports and correspondence within the required timeframe. Entering personal time and leave/overtime requests into 
the timekeeping system as required.Controlling Machines and Processes: Oversees and performs laboratory procedures 
for detection or identification of required analyte. Operates laboratory equipment using control 
mechanisms.Interpreting the Meaning of Information for Others: Translates or explains what laboratory data means and 
how it can be used. Explains what results are supplied and the appropriate reference ranges.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Prepares and checks specimens, solutions, reagents and other 
materials necessary for conducting tests. Ensures adequate resources are available for workloadDeveloping Objectives 
and Strategies:  Develops procedures independently for implementing new or modifying existing laboratory programs 
and activities. Assists in developing, implementing, and enforcing major policies and procedures affecting the unit as it 
relates to laboratory activities.Interacting With Computers: Uses computers to process information, data and control 
instrumentation. Uses the Laboratory Information Management System (LIMS) for record management.Repairing and 
Maintaining Electronic Equipment: Performs preventative and other maintenance on Laboratory equipment. Ensures 
that malfunctioned equipment is repaired according to State guidelinesPerforming General Physical Activities: Performs 
repetitive activities or motions during specimen processing or analysis. Performs physical activities that involve use of 
hands, arms and legs to relocate and stock reagents and supplies to testing areas. Bends, stoops, kneels, climbs and 
reaches as necessary.Updating and Using Relevant Knowledge: Reviews information from textbooks, manuals, 
flowcharts and other reference sources to accurately analyze and report test results. Remains current with regard to 
technical information and department procedures and policies and applies new knowledge to the jobs performed by the 
unit.Staffing Organizational Units: Conducting interviews for job candidates. Identifying promotional opportunities 
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within assigned subordinates to develop bench strength and enhance the talent pool.Inspecting Equipment, Structures, 
or Material: Monitors laboratory equipment for proper functionality. Establishes a preventative maintenance 
schedule.Documenting/Recording Information: Prepares records and reports to meet unit needs. Documents, enters, 
transcribes, records, stores, destroys and maintains information in written or electronic form according to established 
state and federal guidelines.Resolving Conflicts and Negotiating with Others: Handles complaints, settles disputes and 
resolves conflicts among section personnel.Coordinating the Work and Activities of Others: Facilitates cooperation with 
members of a group to accomplish a task.Scheduling Work and Activities: Schedules section personnel for work 
assignments.Thinking Creatively: Provides constructive input on day-to-day and systematic processes.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates passenger vehicles and/or aquatic vehicles. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Decision Quality Developing Direct Reports and Others Directing Others 
Functional/Technical Competency Informing Listening Priority Setting Problem Solving Written 
CommunicationsKnowledge: Biology Chemistry Clerical Education and Training MathematicsSkills: Active Learning Active 
Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing 
Service Orientation Complex Problem Solving Equipment Maintenance Operation and Control Operations Monitoring 
Quality Control Analysis TroubleshootingAbilities: Deductive Reasoning Mathematical Reasoning Oral Comprehension 
Oral Expression Problem Sensitivity Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness 
Auditory Attention Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators Other laboratory equipment as required 
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072347 - PH LABORATORY MANAGER 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2172 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and three years of full-time professional work in the 
related field, and experience equivalent to one year of full-time laboratory supervisory experience.OR Successful 
completion of an accredited, four yearmedical laboratory scientist program, and three years of full-time professional 
work in the related field, and experience equivalent to one year of full-time laboratory supervisory 
experience.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in a related field may substitute for the required experience on a year-to-year basis to a maximum of one year 
(e.g. 24 graduate semester hours or 36 graduate quarter hours in a related field may substitute for one year of the 
required experience), with there being no substitution for the supervisory experience.A transcript with ALL credits is 
required to be uploaded with an employment application in order that the agency is able to properly evaluate a 
candidate’s eligibility for a position in this classification.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Manager 3 performing Clinical, duties the major portion of their time must be 
licensed as a Medical Laboratory Supervisor or Medical Laboratory Director by the Tennessee Department of 
Health.Clinical is defined as Human Samples/Specimens.A PH Lab Manager 3 performing Chemist duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor’s degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry.A PH Lab Manager 3 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor’s degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator’s license throughout the duration of employment.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for routine laboratory work of considerable difficulty, as it relates to 
clinical, chemistry, microbiological, environmental, biological and/or molecular areas; supervisory work of unusual 
difficulty; and performs other tasks as required.Distinguishing Features: This is the third supervisory class in the PH 
Laboratory Manager series. An employee in this class acts as a supervisor and coordinator over several work laboratory 
units within a state public health laboratory.This class differs from the PH Laboratory Manager 2 in that an incumbent of 
the latter performs supervisory work of average difficulty over one unit within the laboratory.  This class differs from a 
PH Laboratory Manager 4 in that the latter acts as an assistant director of a divisional unit with statewide duties rather 
than as a supervisor and coordinator of several service units within one public health laboratory.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Conducts and oversees inspections and complaint 
investigations to determine compliance with laws, regulations or standards. Uses relevant or appropriate guidelines to 
determine whether test results are reportable based on laboratory, federal and/or state established policies and 
procedures. Ensures quality control guidelines are established and followed. Ensures confidentiality of patient 
information according to state and federal guidelines. Monitors expiration dates of chemicals and supplies, disposing of 
expired materials as required by safety rules and regulations. Examines all laboratory materials including samples to 
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determine safe handling procedures are followed.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Evaluates proposed work and creates accurate cost proposals. Prepares specification, justification and cost 
analysis for equipment purchases. Prepares and checks specimens, solutions, reagents and other materials necessary for 
conducting tests. Oversees purchase and distribution of supplies. Ensures adequate resources are available for 
workload.Monitoring and Controlling Resources: Prepares, reviews, processes and/or monitors contracts. Reviews and 
submits recommendations for large expenditures for the unit to upper management for approval. Ensures reagents and 
consumables are monitored and controlled to guarantee an adequate supply for testing needs. Ensures section 
inventory equipment and/or supplies are monitored to guarantee the section has the necessary equipment and/or 
supplies to perform functions. Reviews and submits equipment/supply requests for procurement within the appropriate 
timeframe to ensure adequate equipment/supplies are on hand.Organizing, Planning, and Prioritizing Work: 
Incorporating last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Ensures a cross-training program is implemented to maximize unit staff development and to avoid interruption of 
workflow. Prioritizes and organizes tasks in order to complete them in an assigned timeframe. Delegating tasks to 
assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work 
and ensure work is completed efficiently, accurately and timely. Organizing and prioritizing personal workload and the 
workloads of assigned subordinates to ensure timely and accurate completion of work.Updating and Using Relevant 
Knowledge: Reviews information from textbooks, manuals, flowcharts and other reference sources to accurately analyze 
and report test results. Remains current with regard to technical information and department procedures and policies 
and applies new knowledge to the jobs performed by the unit. Actively seeks new methods and new procedures to be 
used by the section. Ensures established educational/training/safety requirements are fulfilled. Seeks opportunities for 
professional development and allows staff the opportunity and guidance for professional developmentInterpreting the 
Meaning of Information for Others: Translates or explains what laboratory data means and how it can be used. 
Communicates and/or presents interpretation of regulations, policy, guidance, etc. to stakeholders. Evaluates and 
explains what results are supplied and the appropriate reference ranges to be distributed to executive and/or program 
staff. Prepares and reviews various publications, reports and technical documents and interprets data 
accordingly.Processing Information: Compiles, calculates, categorizes and verifies information or data for 
appropriateness of reporting. Calculates results in methodology specified units, accurately interprets results based on 
laboratory reporting requirements. Compiles papers or reports or prepare SOP's and specifications for processes, 
facilities, products or tests. Supervises and collects samples using appropriate field equipment and 
instrumentation.Getting Information: Designs and/or coordinates experimental investigations and laboratory research. 
Researches equipment specifications and methodologies to evaluate the usefulness and cost-effectiveness. Supervises 
and performs surveys to identify natural resources and features, assesses habitats, and performs field evaluations. 
Making regular contacts with persons in other departments or divisions or outside organizations for the purpose of 
obtaining information.Guiding, Directing, and Motivating Subordinates: Provides guidance and direction to direct 
reports through performance reviews. Develops and reviews job performance plans, interim reviews and annual 
performance evaluations to inform employees of their work progress. Conducts benchmark meetings with individual 
direct reports to provide guidance, direction, motivation, accolades and suggestions for improvement. Conducts 
regularly held unit meetings to discuss work status, to plan for future work, to solve problems in daily work and to 
inform the manager and staff of any organizational changes.Training and Teaching Others: Ensures adequate training is 
provided for section staff in laboratory procedures. Identifies, develops and/or provides all the training, documentation, 
hands-on tools for staff to develop full functional competency. Develops, reviews, and/or delivers training programs and 
workshops, as required.Developing Objectives and Strategies: Develops strategies for various circumstances, such as 
continuation of operations during emergencies. Develops procedures independently for implementing new or modifying 
existing laboratory programs and activities. Provides information to the appropriate assistant director to assist in 
developing strategic goals and plans to be discussed by executive staff.Analyzing Data or Information: Interprets results 
of sample testing from various laboratory outputs to ensure accurate reporting. Analyzes data by breaking information 
down into separate pieces and determining its utility. Reviews, analyzes and/or approves data using mathematical and 
statistical methods.Communicating with Persons Outside Organization: Coordinates educational workshops in 
conjunction with schools and other interest groups to heighten public awareness about public health. Participates 
and/or presents in public/regulatory/professional meetings and/or hearings, as necessary. Communicates with 
submitters, vendors and other public health officials relaying only relevant information in person, in writing or by 
telephone or e-mail. Communicates with people outside the Laboratory, based on policy, representing the Laboratory to 
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other state or federal agencies in person, in writing or by telephone or e-mail.Performing Administrative Activities: 
Performs day-to-day administrative tasks involving timekeeping, scheduling, ordering and management reports. Ensures 
all records, reports and correspondence are completed and processed within required timeframes. Completes and/or 
approves required documentation for travel, expense reports and/or field use of vehicles. Ensures all personal 
timekeeping activities are entered and approved in the timekeeping system by all staff as required by the specified 
timeframes.Monitor Processes, Materials, or Surroundings: Oversees and performs laboratory procedures for detection 
or identification of requested analyte. Reviews monitoring data to determine trends for environmental and clinical 
conditions. Oversees and prepares various types of specimens for laboratory testing.Coordinating the Work and 
Activities of Others: Facilitates cooperation with members of a group to accomplish tasks. Coordinates and leads 
laboratory, field and/or special projects teams. Coordinates with upper management, peers and assigned subordinates 
to facilitate equitable workload dissemination.Making Decisions and Solving Problems: Analyses information and 
evaluate results to choose the best solution and solve problems. Analyses, communicates and implements resolutions to 
various issues as they arise. Evaluates analytical output for correctness (e.g., quality control data) and addresses 
inaccuracies as they arise.Developing and Building Teams: Uses team building, leadership skills and effective 
communication skills to encourage and instruct others in their work activities. Modeling effective performance for co-
workers and assigned subordinates to provide a role model, encourage success in others, and enhance trust. Identifying 
developmental opportunities appropriate for assigned subordinates to improve team development.Repairing and 
Maintaining Electronic Equipment: Ensures electronic equipment is maintained, repaired and/or calibrated as needed. 
Ensures preventative and other maintenance on Laboratory equipment is performed. Ensures that malfunctioned 
equipment is repaired according to State guidelines.Inspecting Equipment, Structures, or Material: Ensures equipment is 
being monitored for proper functionality and suitability. Ensures preventative maintenance schedule is established and 
followed. Ensures maintenance agreements are current and being executed correctly and consistently.Communicating 
with Supervisors, Peers, or Subordinates: Establishes and develops constructive and cooperative working relationships 
with all laboratory staff and maintains them over time. Communicates status of assigned tasks or other relevant 
information to supervisors, peers or subordinates by telephone, in written form, e-mail or in person. Provides relevant 
information through the chain of command by either telephone, in written form, e-mail or in person.Judging the 
Qualities of Things, Services, or People: Oversees validation and verification studies and presents findings and 
recommendations to executive staff. Evaluates current procedures to assess effectiveness and ensure LEAN practices, 
and makes recommendations for improvement.Performing General Physical Activities: Performs repetitive activities or 
motions during specimen processing or analysis. Performs physical activities that involve use of hands, arms and legs to 
relocate and stock reagents and supplies to testing areas. Bends, stoops, kneels, climbs and reaches as 
necessary.Resolving Conflicts and Negotiating with Others: Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts to ensure 
timely and efficient performance and maintain positive working relationships.Staffing Organizational Units: Conducting 
interviews for job candidates. Identifying promotional opportunities within assigned subordinates to develop bench 
strength and enhance the talent pool.Interacting With Computers: Uses and supervises the use of the Laboratory 
Information Management System (LIMS) for record management. Uses computers to process information, data and 
control instrumentation.Controlling Machines and Processes: Oversees laboratory procedures for detection or 
identification of requested analyte. Ensure laboratory equipment is operated safely using control mechanisms.Thinking 
Creatively: Creates an environment where employees feel free to take reasonable risk, develop new ideas to advance 
program efforts and feel inspired to grow and develop in their roles. Provides constructive input on day-to-day and 
systematic processes.Scheduling Work and Activities: Ensures section personnel are scheduled accordingly to guarantee 
work is prioritized and completed per the mission of the Department of Health. Schedules compliance inspections, 
laboratory activities, meetings, etc.Documenting/Recording Information: Prepares and reviews records and reports to 
meet unit needs. Documents, enters, transcribes, records, stores, destroys and maintains information in written or 
electronic form according to established state and federal guidelines.Operating Vehicles, Mechanized Devices, or 
Equipment: Ensures safe operation of passenger vehicles and/or aquatic vehicles via appropriate training of staff. 
Operates passenger vehicles and/or aquatic vehicles.Coaching and Developing Others: Mentoring assigned staff by 
providing feedback and information on organizational culture, policies and procedures, workflow and chain of 
command, task prioritization, proper documentation, use of systems and available functionality and how to most 
effectively perform their assigned task. 
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Competencies (KSA’s): 
Competencies: Building Effective Teams Decision Quality Developing Direct Reports and Others Directing Others 
Functional/Technical Competency Informing Listening Priority Setting Problem Solving Written 
CommunicationsKnowledge: Biology Chemistry Clerical Education and Training MathematicsSkills: Active Learning Active 
Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing 
Service Orientation Complex Problem Solving Equipment Maintenance Operation and Control Operations Monitoring 
Quality Control Analysis TroubleshootingAbilities: Deductive Reasoning Mathematical Reasoning Memorization Oral 
Comprehension Oral Expression Problem Sensitivity Spatial Orientation Speed of Closure Time Sharing Written 
Comprehension Written Expression Arm-Hand Steadiness Control Precision Finger Dexterity Manual Dexterity Selective 
Attention Near Vision Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators Other laboratory equipment as required 
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072348 - PH LABORATORY MANAGER 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2157 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g.  chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and five years of full-time professional work in the related 
field, and experience equivalent to three years of full-time laboratory supervisory experience.ORSuccessful completion 
of an accredited, four year medical laboratory scientist program, and five years of full-time professional work in the 
related field, and experience equivalent to three years of full-time laboratory supervisory experience. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in a related field may 
substitute for the required experience on a year-to-year basis to a maximum of two years (e.g. 24 graduate semester 
hours or 36 graduate quarter hours in a related field may substitute for one year of the required experience), with there 
being no substitution for the supervisory experience.A transcript with ALL credits is required to be uploaded with an 
employment application in order that the agency is able to properly evaluate a candidate's eligibility for a position in this 
classification.  
 
Other Requirements: 
Necessary Special Qualifications: A PH Lab Manager 4 performing Clinical, duties the major portion of their time must be 
licensed as a Medical Laboratory Supervisor or Medical Laboratory Director by the Tennessee Department of 
Health.  ,Clinical is defined as Human Samples/Specimens. A PH Lab Manager 4 performing Chemist duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in 
chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab Manager 4 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator's license throughout the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional laboratory and managerial work of considerable 
difficulty, as it relates to clinical, chemistry, microbiological, environmental, biological and/or molecular areas; 
supervisory work of unusual difficulty; and performs other tasks as required. Distinguishing Features: This is the highest 
supervisory class in the PH Laboratory Manager series. An employee in this class acts as an assistant director over a 
divisional unit with statewide duties.This class differs from the PH Laboratory Manager 3 in that an incumbent of the 
latter acts as supervisor and coordinator of several service units within one public health laboratory rather than an 
assistant director of a divisional unit with statewide duties.  
 
Work Activities: 
Getting Information: Designs and/or coordinates experimental investigations and laboratory research. Researches 
equipment specifications and methodologies to evaluate the usefulness and cost effectiveness. Making regular contacts 
with persons in other departments or divisions or outside organizations for the purpose of obtaining information. 
Reviews relevant journals and attends scientific meetings to remain a leading public health laboratory in support of the 
agency mission. Evaluates posted funding opportunities through federal and other grants as relevant to the 
laboratory.Evaluating Information to Determine Compliance with Standards: Conducts and oversees inspections and 
complaint investigations to determine compliance with laws, regulations or standards. Uses relevant or appropriate 
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guidelines to determine whether test results are reportable based on laboratory, federal and/or state established 
policies and procedures. Ensures quality control guidelines are established and followed within assigned laboratory 
divisions. Ensures confidentiality of patient information according to state and federal guidelinesEstimating the 
Quantifiable Characteristics of Products, Events, or Information: Prepares specification, justification and cost analysis for 
equipment purchases. Evaluates proposed work and creates accurate cost proposals. Ensures adequate resources are 
available for workload. Oversees purchase and distribution of supplies.Interpreting the Meaning of Information for 
Others: Communicates and/or presents interpretation of regulations, policy, guidance, etc. to Stakeholders. Translates 
or explains what laboratory data means and how it can be used. Evaluates and explains what results are supplied and 
the appropriate reference ranges to be distributed to executive and/or program staff. Prepares and reviews various 
publications, reports and technical documents and interprets data accordinglyCommunicating with Persons Outside 
Organization: Coordinates educational workshops in conjunction with schools and other interest groups to heighten 
public awareness about public health. Participates and/or presents in public/regulatory/professional meetings and/or 
hearings, as necessary. Communicates with submitters, vendors and other public health officials, relaying only relevant 
information in person, in writing or by telephone or e-mail. Communicates with people outside the Laboratory, based on 
policy, representing the Laboratory to other state or federal agencies in person, in writing or by telephone or e-mail. 
Participates in state and/or federal work groups to improve laboratory operations as needed.Communicating with 
Supervisors, Peers, or Subordinates: Establishes and develops constructive and cooperative working relationships with 
all laboratory staff and maintains them over time. Communicates status of assigned tasks or other relevant information 
to supervisors, peers or subordinates by telephone, in written form, e-mail or in person. Provides relevant information 
through the chain of command by either telephone, in written form, e-mail or in person. Provides regular updates to 
executive staff and other internal business partners on the status of projects and other assigned work. Maintains an 
open dialogue with internal business partners to ensure effective and efficient communications.Organizing, Planning, 
and Prioritizing Work: Incorporating last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Prioritizes and organizes tasks in order to complete them in an assigned timeframe. 
Delegating tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage 
in supervisory work and ensure work is completed efficiently, accurately and timely. Incorporating and prioritizing 
personal workload and the workloads of assigned subordinates to ensure timely and accurate completion of 
work.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Evaluates analytical output for correctness (e.g., quality control data) and addresses inaccuracies as 
they arise. Analyzes, communicates and implements resolutions to various issues as they arise. Approving travel, time 
and attendance, training and other related requests submitted by assigned subordinates to ensure compliance with 
departmental, state and federal laws, rules, regulations, guidelines, processes and procedures.Guiding, Directing, and 
Motivating Subordinates: Provides guidance and direction to direct reports through performance reviews. Develops and 
reviews job performance plans, interim reviews and annual performance evaluations to inform employees of their work 
progress. Conducts benchmark meetings with individual direct reports to provide guidance, direction, motivation, 
accolades and suggestions for improvement. Conducts regularly held unit meetings to discuss work status, to plan for 
future work, to solve problems in daily work and to inform the managers of any organizational changes.Updating and 
Using Relevant Knowledge:  Reviews information from textbooks, manuals, flowcharts and other reference sources to 
accurately analyze and report test results. Reviews new methods and new procedures submitted by appropriate 
personnel to be used within assigned laboratory division. Remains current with regard to technical information and 
department procedures and policies and applies new knowledge to the jobs performed by assigned laboratory division. 
Seeks opportunities for professional development and allows staff the opportunity and guidance for professional 
development.Developing Objectives and Strategies: Develops and/or reviews strategies for various circumstances, such 
as continuation of operations during emergencies. Develops and/or reviews procedures independently for 
implementing new or modifying existing laboratory programs and activities. Provides information to the appropriate 
director to assist in developing strategic goals and plans to be discussed by executive staff.Analyzing Data or 
Information: Interprets results of sample testing from various laboratory outputs to ensure accurate reporting. Analyzes 
data by breaking information down into separate pieces and determining its utility. Reviews, analyzes and/or approves 
data using mathematical and statistical methods.Monitoring and Controlling Resources: Oversees assigned laboratory 
division's budget and expenditures, ensuring all expenditures are monitored and controlled to ensure workflow is both 
efficient and cost effective. Prepares, reviews, processes and/or monitors contracts. Reviews and submits 
recommendations for large expenditures for the unit to executive staff for approval.Processing Information: Compiles, 
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calculates, categorizes and verifies information or data for appropriateness of reporting. Oversees calculation of results 
in appropriate laboratory division to ensure results are accurate based on laboratory reporting requirements. 
Compiles/Reviews papers or reports or prepares/reviews SOP's and specifications for processes, facilities, products or 
tests.Monitor Processes, Materials, or Surroundings: Reviews monitoring data to determine trends for environmental 
and clinical conditions. Monitors the cost of and expenditures related to contracts and testing to ensure compliance 
with budgetary constraints. Performs and reviews cost study analyses for specified laboratory division.Developing and 
Building Teams: Uses team building leadership skills and effective communication skills to encourage and instruct others 
in their work activities. Modeling effective performance for co-workers and assigned subordinates to provide a role 
model, encourage success in others and enhance trust. Identifying developmental opportunities appropriate for 
assigned subordinates to improve team development.Documenting/Recording Information: Prepares and reviews 
records and reports to meet assigned laboratory division's needs. Continually documents the performance of assigned 
subordinates to ensure accurate and unbiased performance evaluations. Documents, enters, transcribes, records, 
stores, destroys and maintains information in written or electronic form according to established state and federal 
guidelines.Performing Administrative Activities: Performs day-to-day administrative tasks involving timekeeping, 
scheduling, ordering and management reports. Ensures all records, reports and correspondence are completed and 
processed within required timeframes. Ensures all personal timekeeping activities are entered and approved in the 
timekeeping system by all staff as required by the specified timeframes.Judging the Qualities of Things, Services, or 
People: Oversees validation and verification studies and presents findings and recommendations to executive staff and 
others. Evaluates current procedures to assess effectiveness and ensure LEAN practices, and makes recommendations 
for improvement.Resolving Conflicts and Negotiating with Others: Maintains a respectful and productive work 
environment within the assigned laboratory division to minimize disputes and facilitate performance. Resolves simple 
and unusual conflicts to ensure timely and efficient performance and maintain positive working 
relationships.Coordinating the Work and Activities of Others: Facilitates cooperation within assigned laboratory division 
to accomplish tasks and goals. Coordinates with executive staff, upper management, peers and assigned subordinates to 
facilitate workload dissemination.Staffing Organization Units: Ensures appropriate staff receives appropriate training to 
successfully conduct interviews for job candidates according to laboratory and state policies and procedures. Identifies 
promotional opportunities within laboratory division to develop bench strength, leadership competence and enhance 
the talent pool.Interacting With Computers: Ensures appropriate use of the Laboratory Information Management 
System (LIMS). Uses computers to process information, data and control instrumentation.Controlling Machines and 
Processes: Oversees laboratory procedures for detection or identification of requested analyte for assigned laboratory 
division. Ensures laboratory division staff has adequate training and appropriate safety materials to operate laboratory 
equipment safely and effectively using control mechanisms.Repairing and Maintaining Electronic Equipment: Ensures 
electronic equipment is maintained, repaired and/or calibrated as needed. Ensures that malfunctioned equipment is 
repaired or surplused according to State guidelines.Inspecting Equipment, Structures, or Material: Ensures equipment is 
being monitored for proper functionality and suitability. Ensures maintenance agreements are current and being 
executed and funded correctly and consistently.Thinking Creatively: Creates an environment where employees feel free 
to take reasonable risk, develop new ideas to advance program efforts and feel inspired to grow and develop in their 
roles. Provides constructive input on day-to-day and systematic processes within assigned laboratory division.Scheduling 
Work and Activities: Ensures assigned laboratory division personnel are scheduled accordingly to guarantee work is 
prioritized and completed per the mission of the Department of Health. Schedules compliance inspections, laboratory 
activities, meetings, etc.Coaching and Developing Others: Mentors assigned staff by providing feedback and information 
on organization culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality and how to most effectively perform their assigned 
task.Operating Vehicles, Mechanized Devices, or Equipment: Operates passenger vehicles and/or aquatic vehicles. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Decision Quality Developing Direct Reports and Others Directing Others 
Functional/Technical Competency Informing Listening Priority Setting Problem Solving Written 
CommunicationsKnowledge: Biology Chemistry Clerical Education and Training MathematicsSkills: Active Learning Active 
Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Science Speaking Writing Instructing 
Service Orientation Complex Problem Solving Equipment Maintenance Operation and Control Operations Monitoring 
Quality Control Analysis TroubleshootingAbilities: Deductive Reasoning Mathematical Reasoning Memorization Oral 
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Comprehension Oral Expression Problem Sensitivity Written Comprehension Written Expression Arm-Hand Steadiness 
Selective Attention Near Vision Speech Clarity Visual Color Discrimination 
 
Tools and Equipment Used: 
 pH Meter Pipette Microbiology Analyzers Autoclaves Chemistry Analyzers Microscopes Balances Thermocyclers 
Computers Calculators Other laboratory equipment as required 
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072349 - PH LABORATORY SCIENTIST 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2163 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science.ORSuccessful completion of an accredited, 4 year medical 
laboratory scientist program.ORCompletion of an accredited 2 year medical laboratory technician program.A transcript 
with ALL credits is required to be uploaded with an employment application in order that the agency is able to properly 
evaluate a candidate’s eligibility for a position in this classification.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:A PH Lab Scientist 1 performing Clinical duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor’s degree in life 
sciences (e.g. biology, microbiology or biochemistry), Medical laboratory science, pre-medicine, or other acceptable 
science OR successful completion of an accredited 4 year medical laboratory scientist program OR successful completion 
of an accredited 2 year medical laboratory technician.OR Meet CLIA Testing Personnel Qualification Category set forth in 
federal CMS regulations 42 CFR, 493.1489.Note:Licensure as a Medical Laboratory Technologist or Medical Laboratory 
Technician is no longer required (4/2018), but is preferred. Licensure as a Medical Laboratory Technologist, Medical 
Laboratory Technician, Medical Laboratory Supervisor or Medical Laboratory Director subsumes the PH Laboratory 
Scientist 1 level and, therefore, also qualifies for this job classification.A PH Lab Scientist 1 performing Chemist duties 
the major portion of their time must: Have graduated from an accredited college or university with a bachelor’s degree 
in chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry.A PH Lab Scientist 1 performing  Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor’s degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator’s license throughout the duration of employment.Examination Method: Education and 
Experience, 100%, for Preferred Service positions  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for routine laboratory work of low to moderate difficulty as it 
relates to chemistry, aquatic biology, microbiological, and/or molecular areas; and performs other tasks as 
required.Distinguishing Features: This is the entry level class in the Public Health Laboratory Scientist series. This class 
differs from Public Health Laboratory Scientist 2 in that an incumbent of the latter functions at the working level with 
less direct supervision. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Learns to perform analytical methods (i.e., tests) selected for the particular 
sample submitted. Learns to perform tasks required to support laboratory functions such as preparing reagents, 
cleaning and maintaining equipment, and maintaining supply inventory. Learns to prioritize and organize tasks in order 
to complete them in an assigned timeframe while optimizing resources and taking into consideration factors such as 
performing tests based on number of samples submitted, time and resources required for tests, and priority of tests.  
Monitor Processes, materials, or Surroundings:  Learns to monitor test processes for adherence to quality control 
standards by comparing test results to known standards such as using positive and negative controls and acceptable 
appearance of diagnostic product. Learns to monitor test equipment for proper functioning such as monitoring 
temperatures, detecting malfunction alarms and recognizing incorrectly processed samples. Learns to prepare various 
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types of specimens for examination by various diagnostic techniques.  Evaluating Information to Determine Compliance 
with Standards: Learns to use relevant or appropriate guidelines to determine whether test results are acceptable based 
on laboratory established policies and procedures. Learns to work within established quality control guidelines. Learns 
to ensure confidentiality of client information in accordance with HIPAA.Performing General Physical Activities: Learns 
to perform precise repetitive activities or motions during specimen processing or analysis. May spend prolonged periods 
of time at a computer monitor, microscopes, etc. related to the performance of tests or procedures (i.e., visual activity). 
Performs physical activities that involve use of hands, arms and legs to relocate and stock reagents, samples and 
supplies to testing areas weighing up to 50 pounds. Bends, stoops, kneels, and reaches as necessary.Performing 
Administrative Activities: Learns to keep accurate time sheets. Learns to create documents (e.g., logs, schedules, tally 
sheets, monthly reports) by utilizing computer. Learns to order lab supplies and reagents using appropriate accounting 
codes. Learns to print labels for reagents.Identifying Objects, Actions, and Events: Learns to identify and initiate 
situations or circumstances with reagents and equipment for the purpose of troubleshooting. Following standard 
operating procedures, learns to maintain situational awareness and proficiency with biological and chemical hazards. 
Learns to correct problems according to present strategies or notifies a technologist or supervisor.Updating and Using 
Relevant Knowledge: Reviews information from manuals, work instructions, flowcharts and other reference sources to 
accurately analyze and report test results. Remain current with regard to technical information and departmental 
procedures and policies. Maintains continuing education for compliance with rules and regulations that govern the 
laboratory and licensure.Making Decisions and Solving Problems: Learns to analyze information and evaluates results to 
determine the validity of test results.Processing Information: Learns to compile, calculate, and categorize information or 
data for appropriateness of reporting.Monitoring and Controlling Resources: Learns to monitors reagents and 
consumables to ensure an adequate supply for testing needs. Learns to rotate stock to minimize waste and 
expiration.Communicating with Persons Outside Organization: Learn to communicate results of tests to submitters in 
person, in writing, by telephone, fax or e-mail. Learns to communicate with vendors and manufacturers regarding 
performance issues, troubleshooting, etc.Getting Information: Learns to receive information on accession form and/or 
electronically to determine completeness. Learns to assist in gathering incomplete information by calling submitter to 
provide needed information such as date taken, tests needed and sample description.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Learns to prepare and check specimens, solutions, reagents and 
other materials necessary for conducting tests.Controlling Machines and Processes: Learns to operate laboratory 
equipment by following instruction manual and using control mechanisms such as power switches and control 
knobs.Repairing and Maintaining Mechanical Equipment: Learns to perform preventative maintenance on laboratory 
equipment used in assigned area according to standard operating procedure.Judging the Qualities of Things, Services, or 
People: Learns to assess diagnostic samples for suitability for testing (e.g., quantity, sample preservation, 
contamination, proper transport conditions, and proper container).Interacting With Computers: Learns to use 
computers and laboratory information systems to process and access information, data and control 
instrumentation.Documenting/Recording Information: Learns to document, enter, transcribe, record, store and 
maintain information in written and electronic form using notebooks, file copies, computer software, etc.Establishing 
and Maintaining Interpersonal Relationships: Establishes and develops constructive and cooperative working 
relationships with all laboratory staff and maintains them over time.Communicating with Supervisors, Peers, or 
Subordinates: Learns to communicate status of assigned tasks or other relevant information to supervisors or peers by 
telephone in written form, e-mail or in person. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Informing Time Management Action Oriented 
Perseverance Written Communications Listening Peer Relationships Self-KnowledgeKnowledge: Biology Chemistry 
Clerical Customer and Personal Service MathematicsSkills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Reading Comprehension Science Speaking Writing Coordination Service Orientation Complex 
Problem Solving Equipment Maintenance Operation and Control Operations Monitoring Quality Control Analysis 
Repairing TroubleshootingAbilities: Category Flexibility Deductive Reasoning Flexibility of Closure Inductive Reasoning 
Information Ordering Mathematical Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Perceptual Speed Problem Sensitivity Selective Attention Spatial Orientation Speed of Closure Time Sharing Written 
Comprehension Written Expression Arm-Hand Steadiness Control Precision Finger Dexterity Manual Dexterity Multilimb 
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Coordination Rate Control Reaction Time Stamina Auditory Attention Depth Perception Near Vision Sound Localization 
Speech Clarity Speech Recognition Visual Color Discrimination Gross Body Coordination Peripheral Vision  
 
Tools and Equipment Used: 
Tools and Equipment Used: Autoclaves Balances Biological Safety Cabinets Calculators Centrifuge Chemistry Analyzers 
Computers Microbiology Analyzers Microscopes pH Meter Pipette Personal Protective Equipment (PPE) Temperature 
Controlled Storage Equipment Thermocyclers Other laboratory equipment as required 
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072350 - PH LABORATORY SCIENTIST 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2065 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and one year of full-time professional work in the related 
field.Substitution of Education for Experience: Graduate course work received from an accredited college or university in 
a related field may substitute for the required experience on a year-to-year basis to a maximum of one year (e.g. 24 
graduate semester hours or 36 graduate quarter hours in a related field may substitute for one year of the required 
experience).ORSuccessful completion of an accredited, 4 year medical laboratory scientist program and one year of full-
time professional work in the related field.ORCompletion of an accredited 2 year medical laboratory technician program 
and one year of full-time professional work in the related field.A transcript with ALL credits is required to be uploaded 
with an employment application in order that the agency is able to properly evaluate a candidate's eligibility for a 
position in this classification.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:A PH Lab Scientist 2 performing Clinical duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in life 
sciences (e.g. biology, microbiology or biochemistry), Medical laboratory science, pre-medicine, or other acceptable 
science OR successful completion of an accredited 4 year medical laboratory scientist program OR successful completion 
of an accredited 2 year medical laboratory technician.OR Meet CLIA Testing Personnel Qualification Category set forth in 
federal CMS regulations 42 CFR, 493.1489. Note: Licensure as a Medical Laboratory Technologist or Medical Laboratory 
Technician is no longer required (4/2018), but is preferred. Licensure as a Medical Laboratory Technologist, Medical 
Laboratory Technician, Medical Laboratory Supervisor or Medical Laboratory Director subsumes the PH Laboratory 
Scientist 2 level and, therefore, also qualifies for this job classification.  A PH Lab Scientist 2 performing Chemist duties 
the major portion of their time must: Have graduated from an accredited college or university with a bachelor's degree 
in chemistry, including at least 32 credit hours in the following areas: (1) general chemistry, (2) organic chemistry, (3) 
quantitative analysis, (4) instrumental analysis and (5) physical chemistry.  A PH Lab Scientist 2 performing Aquatic 
Biologist duties the major portion of their time must:  Have graduated from an accredited college or university with a 
bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: (1) biology or biological 
sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, 
terrestrial, or wetland biology or ecology or other acceptable biological science related field.  Must possess and maintain 
a valid motor vehicle operator's license throughout the duration of employment.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for routine laboratory work of moderate difficulty as it relates to   
chemistry, aquatic biology, microbiological, and/or molecular areas; and performs other tasks as required.  
Distinguishing Features: This is a working level class in the Public Health Laboratory Scientist series. Duties may include 
first level troubleshooting, guidance to entry level staff and work of moderate difficulty.  This class differs from Public 
Health Laboratory Scientist 1 in that an incumbent of the latter functions at the entry level. This class differs from the 
Public Health Scientist 3 in that an incumbent of the latter per forms work of moderate to complex difficulty and 
possesses a minimum of three years of laboratory experience.   
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Performs analytical methods (i.e., tests) selected for the particular sample 
submitted. Prioritizes and organizes tasks in order to complete them in an assigned timeframe while optimizing 
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resources and taking into consideration factors such as performing tests based on number of samples submitted, time 
and resources required for tests, and priority of tests. Performs tasks required to support laboratory functions such as 
preparing reagents, cleaning and maintaining equipment, and maintaining supply inventory.Monitor Processes, 
Materials, or Surroundings: Monitors test processes for adherence to quality control standards by comparing test results 
to known standards such as using positive and negative controls and acceptable appearance of diagnostic product. 
Prepares various types of specimens for examination by various diagnostic techniques. Monitors test equipment for 
proper functioning such as monitoring temperature, detecting malfunction alarms and recognizing incorrectly processed 
samples.Performing Administrative Activities: Creates documents (e.g., logs, schedules, tally sheets, monthly reports) by 
utilizing computer. Orders lab supplies and reagents using appropriate accounting codes. Keeps accurate time sheets. 
Prints labels for reagents.Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate 
guidelines to determine whether test results are acceptable based on laboratory established policies and procedures. 
Works within established quality control guidelines. Ensures confidentiality of client information in accordance with 
HIPAA.Performing General Physical Activities: Performs precise repetitive activities or motions during specimen 
processing or analysis. May spend prolonged periods of time at a computer monitor, microscopes, etc. related to the 
performance of tests or procedures (i.e., visual activity). Performs physical activities that involve use of hands, arms and 
legs to relocate and stock reagents, samples and supplies to testing areas weighing up to 50 pounds. Bends, stoops, 
kneels, and reaches as necessary.Identifying Objects, Actions, and Events: Identify and initiate situations or 
circumstances with reagents and equipment for the purpose of troubleshooting. Following standard operating 
procedures, maintains situational awareness and proficiency with biological and chemical hazards. Corrects problems 
according to preset strategies or notifies a technologist or supervisor.Updating and Using Relevant Knowledge: Reviews 
information from manuals, work instructions, flowcharts and other reference sources to accurately analyze and report 
test results. Remain current with regard to technical information and departmental procedures and policies. Maintains 
continuing education for compliance with rules and regulations that govern the laboratory and licensure.Communicating 
with Persons Outside Organization: Communicates results of tests to submitters in person, in writing, by telephone, fax 
or e-mail. Communicates with vendors and manufacturers regarding performance issues, troubleshooting, 
etc.Monitoring and Controlling Resources: Monitors reagents and consumables to ensure an adequate supply for testing 
needs. Rotates stock to minimize waste and expiration.Getting Information: Receive information on accession form 
and/or electronically to determine completeness. Assists in gathering incomplete information by calling submitter to 
provide needed information such as date taken, tests needed and sample description.Making Decisions and Solving 
Problems: Analyzes information and evaluates results to determine the validity of test results.Processing Information: 
Compiles, calculates, and categorizes information or data for appropriateness of reporting.Controlling Machines and 
Processes: Operates laboratory equipment by following instruction manual and using control mechanisms such as power 
switches and control knobs.Estimating the Quantifiable Characteristics of Products, Events, or Information: Prepares and 
checks specimens, solutions, reagents and other materials necessary for conducting tests.Repairing and Maintaining 
Mechanical Equipment: Performs preventative maintenance on laboratory equipment used in assigned area according 
to standard operating procedure.Judging the Qualities of Things, Services, or People: Assesses diagnostic samples for 
suitability for testing (e.g., quantity, sample preservation, contamination, proper transport conditions, and proper 
container).Interacting With Computers: Uses computers and laboratory information systems to process and access 
information, data and control instrumentation.Documenting/Recording Information: Documents, enters, transcribes, 
records, stores and maintains information in written and electronic form using notebooks, file copies, computer 
software, etc.Establishing and Maintaining Interpersonal Relationships: Establishes and develops constructive and 
cooperative working relationships with all laboratory staff and maintains them over time.Communicating with 
Supervisors, Peers, or Subordinates: Communicates status of assigned tasks or other relevant information to supervisors 
or peers by telephone, in written form, e-mail or in person.   
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Informing Time Management Action Oriented 
Perseverance Written Communications Listening Peer Relationships Self-Knowledge Knowledge: Biology Chemistry 
Clerical Customer and Personal Service Mathematics Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Reading Comprehension Science Speaking Writing Coordination Service Orientation Complex 
Problem Solving Equipment Maintenance Operation and Control Operations Monitoring Quality Control Analysis 
Repairing Troubleshooting Instructing Abilities: Category Flexibility Deductive Reasoning Flexibility of Closure Inductive 
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Reasoning Mathematical Reasoning Memorization Number Facility Oral Comprehension Oral Expression Perceptual 
Speed Problem Sensitivity Selective Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension 
Written Expression Arm-Hand Steadiness Control Precision Finger Dexterity Manual Dexterity Multilimb Coordination 
Rate Control Reaction Time Stamina Auditory Attention Depth Perception Near Vision Sound Localization Speech Clarity 
Speech Recognition Visual Color Discrimination Gross Body Coordination Peripheral Vision 
 
Tools and Equipment Used: 
 Autoclaves Balances Biological Safety Cabinets Calculators Centrifuge Chemistry Analyzers Computers Microbiology 
Analyzers Microscopes pH Meter Pipette Personal Protective Equipment (PPE) Temperature Controlled Storage 
Equipment Thermocyclers Other laboratory equipment as required 
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072351 - PH LABORATORY SCIENTIST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2077 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and three years of full-time professional work in the 
related field.Substitution of Education for Experience: Graduate course work received from an accredited college or 
university in a related field may substitute for the required experience on a year-to-year basis to a maximum of one year 
(e.g. 24 graduate semester hours or 36 graduate quarter hours in a related field may substitute for one year of the 
required experience).OR Successful completion of an accredited, 4 year medical laboratory scientist program, and three 
years of full-time professional work in the related field.A transcript with ALL credits is required to be uploaded with an 
employment application in order that the agency is able to properly evaluate a candidate's eligibility for a position in this 
classification.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:A PH Lab Scientist 3 performing clinical duties the 
majority of their time must: Have graduated from an accredited college or university with a bachelor's degree in life 
sciences (e.g. biology, microbiology or biochemistry), Medical Laboratory Science, pre-medicine, or other acceptable 
science OR successful completion of an accredited medical laboratory scientist program.OR Meet CLIA Testing Personnel 
Qualification Category set forth in federal CMS regulations 42 CFR, 493.1489.Note: Licensure as a Medical Laboratory 
Technologist or Medical Laboratory Technician is no longer required (4/2018), but is preferred. Licensure as a Medical 
Laboratory Technologist, Medical Laboratory Technician, Medical Laboratory Supervisor or Medical Laboratory Director 
subsumes the PH Laboratory Scientist 3 level and, therefore, also qualifies for this job classification. A PH Lab Scientist 3 
performing Chemist duties the major portion of their time must:   have graduated from an accredited college or 
university with a bachelor's degree in chemistry, including at least 32 credit hours in the following areas: (1) general 
chemistry, (2) organic chemistry, (3) quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab 
Scientist 3 performing Aquatic Biologist duties the major portion of their time must:  have graduated from an accredited 
college or university with a bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: 
(1) biology or biological sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological 
sciences, or (5) aquatic, terrestrial, or wetland biology or ecology or other acceptable biological science related field.  
Must possess and maintain a valid motor vehicle operator's license throughout the duration of 
employment.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for laboratory work of moderate to complex difficulty as it relates to 
chemistry, aquatic biology, microbiological, and/or molecular areas; and performs other tasks as required.  
Distinguishing Features: This is a working level class in the Public Health Laboratory Scientist series. Duties may include 
higher level troubleshooting and resolutions, training of staff, research equipment, method development and work of 
moderate to complex difficulty.  This class differs from Public Health Laboratory Scientist 2 in that an incumbent of the 
latter functions at the working level performing moderate difficulty laboratory testing. This class differs from the Public 
Health Laboratory Scientist 4 in that an incumbent of the latter serves as the lead scientist of a work unit and possesses 
a minimum of five years of laboratory experience.   
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate guidelines to determine 
whether test results are reportable based on laboratory established policies and procedures. Ensures quality control 
guidelines are met. Ensures confidentiality of patient information according to state and federal guidelines. 
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Distinguishes proper protocols relevant to the release of medical information. Retains and destroys records according to 
established state and federal guidelines.Monitor Processes, Materials, or Surroundings: Performs laboratory procedures 
needed to establish the presence and identification of infectious and inherited diseases. Reviews information from 
textbooks, manuals, flowcharts and other reference sources to accurately analyze and report test results. Prepares 
various types of specimens for examination by culture or other laboratory screening or diagnostic techniques.Identifying 
Objects, Actions, and Events: Following standard operating procedures, maintains situational awareness and proficiency 
with biological and chemical hazards. Perform troubleshooting on laboratory equipment in assigned area according to 
standard operating procedures. Identifies situations or circumstances for the purpose of troubleshooting.Processing 
Information: Reviews or verifies test results for accuracy before report issuance. Compiles, calculates, categorizes and 
verifies information or data for appropriateness of reporting.Making Decisions and Solving Problems: Analyzes 
information and evaluate results to choose the best solution and solve problems. Analyzes, communicates and 
implements resolutions to various issues as they arise.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Prepares and checks specimens, solutions, reagents and other materials necessary for conducting tests. 
Ensures adequate resources are available for workload.Performing General Physical Activities: Performs repetitive 
activities or motions during specimen processing or analysis. Performs physical activities that involve use of hands, arms 
and legs to relocate and stock reagents and supplies to testing areas.Monitoring and Controlling Resources: Monitors 
and controls reagents and consumables to ensure an adequate supply for testing needs. Rotate stock to minimize waste 
and expiration.Training and Teaching Others: Trains section in laboratory procedures.Controlling Machines and 
Processes: Operates laboratory equipment using control mechanisms.Analyzing Data or Information: Analyzes data by 
breaking information down into separate pieces and determining its utility.Organizing, Planning, and Prioritizing Work: 
Prioritizes and organizes tasks in order to complete them in an assigned timeframe.Inspecting Equipment, Structures, or 
Material: Monitors equipment for proper functionality.Interacting With Computers: Uses computers and laboratory 
information systems to process information, data and control instrumentation.Repairing and Maintaining Mechanical 
Equipment: Performs preventative maintenance on laboratory equipment used in assigned 
area.Documenting/Recording Information: Documents, enters, transcribes, records, stores and maintains information in 
written or electronic form.Performing Administrative Activities: Performs day-to-day administrative tasks involving 
ordering and reports.Establishing and Maintaining Interpersonal Relationships: Establishes and develops constructive 
and cooperative working relationships with all laboratory staff and maintains them over time.Updating and Using 
Relevant Knowledge: Remains current with regard to technical information and department procedures and 
policies.Communicating with Supervisors, Peers, or Subordinates: Communicates status of assigned tasks or other 
relevant information to supervisors, peers or subordinates by telephone, in written form, e-mail or in 
person.Communicating with Persons Outside Organization: Communicates with submitters, vendors and other public 
health officials relaying only relevant information in person, in writing or by telephone or e-mail.Thinking Creatively: 
Provides constructive input on day-to-day and systematic processes. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Informing Time Management Action Oriented 
Perseverance Written Communications Listening Peer Relationships Self-KnowledgeKnowledge: Biology Chemistry 
Clerical Customer and Personal Service MathematicsSkills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Reading Comprehension Science Speaking Writing Coordination Service Orientation Complex 
Problem Solving Equipment Maintenance Operation and Control Operations Monitoring Quality Control Analysis 
Repairing Troubleshooting InstructingAbilities: Category Flexibility Deductive Reasoning Flexibility of Closure Inductive 
Reasoning Information Ordering Mathematical Reasoning Memorization Number Facility Oral Comprehension Oral 
Expression Perceptual Speed Problem Sensitivity Selective Attention Spatial Orientation Speed of Closure Time Sharing 
Written Comprehension Written Expression Arm-Hand Steadiness Control Precision Finger Dexterity Multilimb 
Coordination Rate Control Reaction Time Stamina Auditory Attention Depth Perception Near Vision Sound Localization 
Speech Clarity Speech Recognition Visual Color Discrimination Gross Body Coordination Peripheral Vision 
 
Tools and Equipment Used: 
 Autoclaves Balances Biological Safety Cabinets Calculators Centrifuge Chemistry Analyzers Computers Microbiology 
Analyzers Microscopes pH Meter Pipette Personal Protective Equipment (PPE) Temperature Controlled Storage 
Equipment Thermocyclers Other laboratory equipment as required 
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072352 - PH LABORATORY SCIENTIST 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2080 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
sciences (e.g. chemistry), ecology, life sciences (e.g. biology, microbiology, biochemistry or biophysics), medical 
laboratory science, pre-medicine, or other acceptable science, and five years of full-time professional work in the related 
field.Substitution of Education for Experience: Graduate course work received from an accredited college or university in 
a related field may substitute for the required experience on a year-to-year basis to a maximum of one year (e.g. 24 
graduate semester hours or 36 graduate quarter hours in a related field may substitute for one year of the required 
experience).ORSuccessful completion of an accredited, 4 year medical laboratory scientist program, and five years of 
full-time professional work in the related field.A transcript with ALL credits is required to be uploaded with an 
employment application in order that the agency is able to properly evaluate a candidate's eligibility for a position in this 
classification.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:A PH Lab Scientist 4 performing Clinical duties the major 
portion of their time must: Have graduated from an accredited college or university with a bachelor's degree in life 
sciences (e.g. biology, microbiology or biochemistry), Medical laboratory science, pre-medicine, or other acceptable 
science OR successful completion of an accredited medical laboratory scientist program.OR Meet CLIA Testing Personnel 
Qualification Category set forth in federal CMS regulations 42 CFR, 493.1489. Note: Licensure as a Medical Laboratory 
Technologist or Medical Laboratory Technician is no longer required (4/2018), but is preferred. Licensure as a Medical 
Laboratory Technologist, Medical Laboratory Technician, Medical Laboratory Supervisor or Medical Laboratory Director 
subsumes the PH Laboratory Scientist 4 level and, therefore, also qualifies for this job classification.A PH Lab Scientist 4 
performing Chemist duties the major portion of their time must:   have graduated from an accredited college or 
university with a bachelor's degree in chemistry, including at least 32 credit hours in the following areas: (1) general 
chemistry, (2) organic chemistry, (3) quantitative analysis, (4) instrumental analysis and (5) physical chemistry. A PH Lab 
Scientist 4 performing Aquatic Biologist duties the major portion of their time must:  have graduated from an accredited 
college or university with a bachelor's degree, including at least 32 credit hours in biology, in one of the following areas: 
(1) biology or biological sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological 
sciences, or (5) aquatic, terrestrial, or wetland biology or ecology or other acceptable biological science related field.  
Must possess and maintain a valid motor vehicle operator's license throughout the duration of employment. 
Examination Method: Education and Experience, 100%, for Preferred Service positions 
 
Job Overview: 
Summary: Under minimal supervision, serves as the Lead Scientist for a work unit; is responsible for advanced 
laboratory work of complex difficulty, as it relates to chemistry, aquatic biology, microbiological, and/or molecular 
areas; and performs other tasks as required.  Distinguishing Features: This is an advanced working or lead level class in 
the Public Health Laboratory Scientist series.  Duties may include daily oversight of laboratory scientists, scheduling of 
work, method comparisons, test verifications, test validations, employee mentoring and work of complex difficulty,  This 
class differs from Public Health Laboratory Scientist 3 in that an incumbent of the latter performs moderate to complex 
laboratory testing and does not fill the role of Lead Scientist.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Uses relevant or appropriate guidelines to determine 
whether test results are reportable based on laboratory established policies and procedures. Establishes quality control 
guidelines and assures they are met. Ensures confidentiality of patient information according to state and federal 
guidelines. Distinguishes proper protocols relevant to the release of medical information.Monitor Processes, Materials, 
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or Surroundings: Oversees and performs laboratory procedures needed to establish the presence and identification of 
infectious and inherited diseases. Reviews information from textbooks, manuals, flowcharts and other reference sources 
to accurately analyze and report test results. Oversees and prepares various types of specimens for examination by 
culture or other laboratory screening or diagnostic techniques.Identifying Objects, Actions, and Events: Following 
standard operating procedures, maintains situational awareness and proficiency with biological and chemical hazards. 
Performs troubleshooting on laboratory equipment in assigned area according to standard operating procedures. 
Identifies situations or circumstances for the purpose of troubleshooting.Processing Information: Reviews or verifies test 
results for accuracy before report issuance. Compiles, calculates, categorizes and verifies information or data for 
appropriateness of reporting.Training and Teaching Others: Develop and delivers training programs for students and 
employees as required. Trains section in laboratory procedures.Making Decisions and Solving Problems: Analyzes 
information and evaluate results to choose the best solution and solve problems. Analyzes, communicates and 
implements resolutions to various issues as they arise.Coaching and Developing Others: Identifies and develops training 
needs for section. Mentors and provides guidance and direction to peers.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Prepares and checks specimens, solutions, reagents and other materials necessary for 
conducting tests. Ensures adequate resources are available for workload.Inspecting Equipment, Structures, or Material: 
Monitors equipment for proper functionality. Establishes a preventive maintenance schedule.Provide Consultation and 
Advice to Others: Provides technical information to management and other programmatic groups. Provide input to 
management regarding workflow and needed resources.Monitoring and Controlling Resources: Monitors and controls 
reagents and consumables to ensure an adequate supply for testing needs. Rotate stock to minimize waste and 
expiration.Performing General Physical Activities: Performs repetitive activities or motions during specimen processing 
or analysis. Performs physical activities that involve use of hands, arms and legs to relocate and stock reagents and 
supplies to testing areas.Interpreting the Meaning of Information for Others: Explains what results are supplied and the 
appropriate reference ranges.Controlling Machines and Processes: Operates laboratory equipment using control 
mechanisms.Analyzing Data or Information: Analyzes data by breaking information down into separate pieces and 
determining its utility.Repairing and Maintaining Mechanical Equipment: Performs preventative maintenance on 
laboratory equipment used in assigned area.Organizing, Planning, and Prioritizing Work: Prioritizes and organizes tasks 
in order to complete them in an assigned timeframe.Interacting With Computers: Uses computers and laboratory 
information systems to process information, data and control instrumentation.Getting Information: Designs and/or 
coordinates experimental investigations and laboratory research.Coordinating the Work and Activities of Others: 
Facilitates cooperation with members of a group to accomplish tasks.Performing Administrative Activities: Performs 
day-to-day administrative tasks involving ordering and reports.Documenting/Recording Information: Documents, enters, 
transcribes, records, stores and maintains information in written or electronic form.Scheduling Work and Activities: 
Schedules section personnel for work assignments as necessary.Establishing and Maintaining Interpersonal 
Relationships: Establishes and develops constructive and cooperative working relationships with all laboratory staff and 
maintains them over time.Thinking Creatively: Provides constructive input on day-to-day and systematic 
processes.Updating and Using Relevant Knowledge: Remains current with regard to technical information and 
department procedures and policies.Communicating with Supervisors, Peers, or Subordinates: Communicates status of 
assigned tasks or other relevant information to supervisors, peers or subordinates by telephone, in written form, e-mail 
or in person.Communicating with Persons Outside Organization: Communicates with submitters, vendors and other 
public health officials relaying only relevant information in person, in writing or by telephone or e-mail. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Decision Quality Problem Solving Directing Others Priority Setting 
Command Skills Drive for Results Written Communications Building Effective Teams Listening Knowledge: Biology 
Chemistry Clerical Customer and Personal Service Mathematics Skills: Active Learning Active Listening Critical Thinking 
Learning Strategies Mathematics Reading Comprehension Science Speaking Writing Coordination Service Orientation 
Complex Problem Solving Equipment Maintenance Operation and Control Operations Monitoring Quality Control 
Analysis Repairing Troubleshooting Instructing Monitoring Judgement Decision Making Time Management Abilities: 
Category Flexibility Deductive Reasoning Flexibility of Closure Inductive Reasoning Information Ordering Mathematical 
Reasoning Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity Selective Attention 
Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness 
Control Precision Finger Dexterity Manual Dexterity Multilimb Coordination Rate Control Reaction Time Stamina 
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Auditory Attention Depth Perception Near Vision Sound Localization Speech Clarity Speech Recognition Visual Color 
Discrimination Gross Body Coordination Peripheral Vision Fluency of Ideas Originality Visualization 
 
Tools and Equipment Used: 
 Autoclaves Balances Biological Safety Cabinets Calculators Centrifuge Chemistry Analyzers Computers Microbiology 
Analyzers Microscopes pH Meter Pipette Personal Protective Equipment (PPE) Temperature Controlled Storage 
Equipment Thermocyclers Other laboratory equipment as required 
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072377 - PH LABORATORY TECHNICIAN 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2030 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required. Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as preparation of biological media (petri dish plates, tubed media, and etc.), laboratory reagents and chemical 
solution preparation (water blanks, pH standards, acid/base solutions, stains, and etc.), glassware washing, equipment 
maintenance and readiness, warehouse receiving, specimen receipt and accessioning, and basic laboratory testing and 
specimen procedures under general supervision all in support of the laboratory. This class differs from that of Public 
Health Laboratory Technician 2 in that an incumbent of the latter performs more advanced laboratory work under 
minimal supervision.  
 
Work Activities: 
Performing Administrative Activities: Learns to process and complete all records, reports, and correspondence within 
the required time frame to keep them organized and available for review. Learns to process and complete all mailings, 
faxes and appropriate distribution of information. Learns to respond to emails, phone calls, meeting requests and other 
correspondence as required. Learns to enter personal time and leave/overtime requests into the appropriate databases 
as required. Documenting/Recording Information: Learns pre-accessions or accessions samples as necessary. Learns to 
document, enter, transcribe, record, store and maintain information in written or electronic form. Learns to scan and 
review electronic records and data for accuracy and permanent storage. Learns to dispose of documents and samples at 
the end of the required retention time.Organizing, Planning, and Prioritizing Work: Learns to incorporate last minute 
and unscheduled tasks into current workload to ensure timely and accurate completion of work. Learns to prioritize 
duties to ensure critical tasks are completed and deadlines are met. Learns to prioritize work for efficiency to complete 
daily assignments. Getting Information: Learns to communicate with appropriate providers, specimen submitters and 
others in order to obtain required information. Learns to receive requisitions for media, glassware, and supplies from 
laboratory personnel and specimen submitters to distribute to appropriate providers and unit. Learns to receive mail 
from post office and various couriers to facilitate testing processes. Learns to receive faxes and other correspondence 
and applies information as appropriate.Processing Information: Learns to order tests in appropriate database for 
suitable unit to begin the analysis process. Learns to verify data on requisitions and reports to determine accuracy. 
Learns to categorize orders based on needs and priority for delivery to ordering units.Establishing and Maintaining 
Interpersonal Relationships: Learns to network with internal and external business partners to ensure open dialogues 
exist and to facilitate coordination and unified effort. Learns to maintain professional working relationships with peers 
and upper management to ensure smooth and effective team operations. Learns to establish and develop constructive 
and cooperative working relationships with others and maintains them over time.Monitor Processes, Materials, or 
Surroundings: Learns to monitor equipment within a specified area to maintain proper functionality. Learns to monitor 
receiving areas for specimens, supplies, vendors and other deliveries. Learns to monitor inventory for a specified unit to 
ensure adequate supplies are always on hand.Communicating with Supervisors, Peers, or Subordinates: Learns to notify 
supervisor or proper authority of technical, building or other obvious problems. Learns to maintain an open dialogue 
with internal customers to ensure effective and efficient communications. Learns to communicate status of assigned 
tasks or other relevant information to supervisors or peers by telephone, in written form or in person.Evaluating 
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Information to Determine Compliance with Standards: Learns to use relevant equipment to measure instrument values 
to comply with standards and report out-of-range findings. Learns to use relevant information to determine age of 
specimens to comply with standards.Communicating with Persons Outside Organization: Learns to communicate with 
people outside the organization, representing the organization to external sources to answer questions and disseminate 
appropriate information. Learns to maintain an open dialogue with external customers to ensure effective and efficient 
communications.Judging the Qualities of Things, Services, or People: Learns to assess the condition of incoming 
inventory and samples to determine if they are acceptable to receive. Learns to assess the importance or priority of 
internal and/or external inquiries for customers to determine appropriate response and actions.Operating Vehicles, 
Mechanized Devices, or Equipment: Learns to operate pallet jack and hydraulic lift cart to retrieve and deliver specimens 
and supplies. Learns to operate passenger vehicle to retrieve and deliver mail and supplies.Controlling Machines and 
Processes: Learns to use either control mechanisms or direct physical activity to operate machines or processes for 
testing or laboratory support. Learns to operate a variety of office equipment including but not limited to copiers, 
scanners, fax machines, calculators, and digital cameras to perform daily tasks.Performing General Physical Activities: 
Performs repetitive typing and practices proper ergonomics. Performs physical activities such as walking, stooping, 
balancing, lifting, and climbing to complete daily tasks.Identifying Objects, Actions, and Events: Learns to sort specimens 
to distribute to the appropriate areas. Learns to sort mail to distribute to the appropriate areas.Repairing and 
Maintaining Mechanical Equipment: Learns to perform preventative maintenance on basic equipment used in assigned 
areas. Learns to ensure equipment consumables are stocked and replaced as needed.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Learns to estimate the amount of products and materials necessary 
to prepare media and other testing supplies.Coaching and Developing Others: Trains and teaches peers assignments to 
help them obtain competency.Interacting With Computers: Learns to use computers, software, and laboratory 
information systems to enter data or process information.Inspecting Equipment, Structures, or Material: Learns to 
inspect basic equipment to detect problems and report findings to appropriate authority. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Informing Time Management Written Communication Customer Focus Integrity 
and Trust Standing Alone PerseveranceKnowledge: Clerical Customer and Personal Service Mechanical Production and 
ProcessingSkills: Active Learning Active Listening Mathematics Reading Comprehension Science Speaking Coordination 
Service Orientation Equipment Maintenance Operation and Control Operation Monitoring Time ManagementAbilities: 
Deductive Reasoning Memorization Oral Comprehension Oral Expression Problem Sensitivity Selective Attention Spatial 
Orientation Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness Reaction Time Wrist-Finger 
Speed Multi-Limb Coordination Extent Flexibility Static Strength Auditory Attention Far Vision Near Vision Peripheral 
Vision Speech Clarity Speech Recognition Vision Color Discrimination 
 
Tools and Equipment Used: 
 Public Health Meter Pipette Autoclaves Balances Computers Calculators Centrifuges Biological Safety Cabinet Other 
laboratory and office equipment as required. 
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072378 - PH LABORATORY TECHNICIAN 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2040 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND Experience equivalent 
to one year of full-time laboratory work.Substitution of Education for Experience: Undergraduate or graduate 
coursework in Science (Microbiology, Biology, Chemistry, etc.) can substitute for the required experience on a year-for-
year basis.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required.Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as preparation of biological media (petri dish plates, tubed media, and etc.), laboratory reagents and chemical 
solution preparation (water blanks, pH standards, acid/base solutions, stains, and etc.), glassware washing, equipment 
maintenance and readiness, warehouse receiving, specimen receipt and accessioning, and moderate laboratory testing 
and specimen procedures under minimal supervision all in support of the laboratory.  This class differs from that of 
Public Health Laboratory Technician 1 in that an incumbent of the latter is not responsible for performing moderate 
laboratory tests.  This class differs from that of Public Health Laboratory Technician 3 in that an incumbent of the latter 
performs more advanced laboratory work and is considered a lead laboratory technician.  
 
Work Activities: 
Performing Administrative Activities: Processes and completes all records, reports, and correspondence within the 
required time frame to keep them organized and available for review. Processes and completes all mailings, faxes and 
appropriate distribution of information. Responds to emails, phone calls, meeting requests and other correspondence as 
required. Enters personal time and leave/overtime requests into the appropriate databases as 
required.Documenting/Recording Information: Pre-Accessions or accessions samples as necessary. Documents, enters, 
transcribes, records, stores, and maintains information in written or electronic form. Scans and reviews electronic 
records and data for accuracy and permanent storage. Disposes of documents and samples at the end of the required 
retention time.Coaching and Developing Others: Trains and teaches peers assignments to help them obtain 
competency. Mentors less experienced co-workers in their work. Assists in developing technical skills for students during 
learning rotations.Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work. Prioritizes duties to ensure critical tasks are 
completed and deadlines are met. Prioritizes work for efficiency to complete daily assignments.Judging the Qualities of 
Things, Services, or People: Assesses the general characteristics of the media products made to determine acceptability 
for use in the testing process. Assesses the condition of incoming inventory and samples to determine if they are 
acceptable to receive. Assesses the importance or priority of internal and/or external inquiries for customers to 
determine appropriate response and actions.Getting Information: Communicates with appropriate providers, specimen 
submitters and others in order to obtain required information. Receives requisitions for media, glassware, and supplies 
from laboratory personnel and specimen submitters to distribute to appropriate providers and units. Receives mail from 
post office and various couriers to facilitate testing processes. Receives faxes and other correspondence and applies 
information as appropriate.Establishing and Maintaining Interpersonal Relationships: Networks with internal and 
external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Maintains 
professional working relationships with peers and upper management to ensure smooth and effective team operations. 
Establishes and develops constructive and cooperative working relationships with others and maintains them over 



 TN Job Classification Specifications  
September 22, 2020 

time.Repairing and Maintaining Mechanical Equipment: Performs minor repairs on basic equipment used in assigned 
areas. Performs preventative maintenance on basic equipment used in assigned areas. Ensures equipment consumables 
are stocked and replaced as needed.Monitor Processes, Materials, or Surroundings: Monitors equipment within a 
specified area to maintain proper functionality. Monitors receiving areas for specimens, supplies, vendors and other 
deliveries. Monitors inventory for a specified unit to ensure adequate supplies are always on hand.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates the amount of products and materials 
necessary to prepare media and other testing supplies. Determines sample acceptability for testing. Communicating 
with Supervisors, Peers, or Subordinates: Notifies supervisor or proper authority of technical, building or other obvious 
problems. Maintains an opens dialogue with internal customers to ensure effective and efficient communications. 
Communicates status of assigned tasks or other relevant information to supervisors or peers by telephone, in written 
form or in person.Evaluating Information to Determine Compliance with Standards: Uses relevant equipment to 
measure instrument value to comply with standards and report out-of-range findings. Uses relevant information to 
determine age of specimens to comply with standards.Communicating with Persons Outside Organization: 
Communicates with people outside the organization, representing the organization to external sources to answer 
questions and disseminate appropriate information. Maintains an open dialogue with external customers to ensure 
effective and efficient communications.Operating Vehicles, Mechanized Devices, or Equipment: Operates pallet jack and 
hydraulic lift cart to retrieve and deliver specimens and supplies. Operates passenger vehicle to retrieve and deliver mail 
and supplies.Controlling Machines and Processes: Uses either control mechanisms or direct physical activity to operate 
machines or processes for testing or laboratory support. Operates a variety of office equipment including but not limited 
to copiers, scanners, fax machines, calculators, and digital cameras to perform daily tasks.Performing General Physical 
Activities: Performs repetitive typing and practices proper ergonomics. Performs physical activities such as walking, 
stooping, balancing, lifting, and climbing to complete daily tasks.Identifying Objects, Actions, and Events: Sorts 
specimens to distribute to the appropriate areas. Sorts mail to distribute to the appropriate areas.Interacting With 
Computers: Uses computers, software, and laboratory information systems to enter data or process 
information.Inspecting Equipment, Structures, or Material: Inspects basic equipment to detect problems and report 
findings to appropriate authority.Handling and Moving Objects: Uses hands and arms in handling, positioning, and 
moving samples and supplies to perform daily tasks. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Informing Time Management Written Communication Customer Focus Integrity 
and Trust Standing Alone PerseveranceKnowledge: Clerical Customer and Personal Service Mechanical Production and 
ProcessingSkills: Active Learning Active Listening Mathematics Reading Comprehension Science Speaking Coordination 
Service Orientation Equipment Maintenance Operation and Control Operation Monitoring Time ManagementAbilities: 
Deductive Reasoning Memorization Oral Comprehension Oral Expression Problem Sensitivity Selective Attention Spatial 
Orientation Time Sharing Written Comprehension Written Expression Arm-Hand Steadiness Reaction Time Wrist-Finger 
Speed Multi-Limb Coordination Extent Flexibility Static Strength Auditory Attention Far Vision Near Vision Peripheral 
Vision Speech Clarity Speech Recognition Vision Color Discrimination 
 
Tools and Equipment Used: 
 Public Health Meter Pipette Autoclaves Balances Computers Calculators Centrifuges Biological Safety Cabinet Other 
laboratory and office equipment as required. 
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072379 - PH LABORATORY TECHNICIAN 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2052 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND Experience equivalent 
to three years of full-time laboratory work. Substitution of Education for Experience: Undergraduate or graduate 
coursework in Science (Microbiology, Biology, Chemistry, etc.) can substitute for the required experience on a year-for-
year basis up to two years.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs a variety of standardized laboratory tasks of routine difficulty and 
related work as required. Distinguishing Features: An employee in this class performs a variety of routine assignments 
such as preparation of biological media (petri dish plates, tubed media, and etc.), laboratory reagents and chemical 
solution preparation (water blanks, pH standards, acid/base solutions, stains, and etc.), glassware washing, equipment 
maintenance and readiness, warehouse receiving, specimen receipt and accessioning, advanced laboratory testing and 
specimen procedures, scheduling workflow, training and performing Quality Control under minimal supervision all in 
support of the laboratory.  This class differs from that of Public Health Laboratory Technician 2 in that an incumbent of 
the latter performs less advanced laboratory work and is not considered a lead laboratory technician.  
 
Work Activities: 
Processing Information: Calculates modifications for formula changes. Corrects information on reports, requisitions and 
other documentation as needed. Orders tests in appropriate database for suitable unit to begin the analysis process. 
Verifies data on requisitions and reports to determine accuracy. Categorizes orders based on needs and priority for 
delivery to ordering units.Judging the Qualities of Things, Services, or People: Assesses the general characteristics of the 
media products made to determine acceptability for use in the testing process. Judges how well a subordinate performs 
on given tasks, duties and assignments. Assesses workflow of area and implements changes as necessary. Assesses the 
condition of incoming inventory and samples to determine if they are acceptable to receive. Assesses the importance or 
priority of internal and/or external inquiries for customers to determine appropriate response and actions.Coaching and 
Developing Others: Trains and teaches peers assignments to help them obtain competency. Mentors co-workers in their 
work. Assists in developing technical skills for students during learning rotations. Serves as a role model, encourages 
success in others and enhances trust.Organizing, Planning, and prioritizing Work: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Delegates' tasks to 
appropriate personnel based on the competencies they possess to ensure work is completed efficiently, accurately and 
timely. Prioritizes duties to ensure critical tasks are completed and deadlines are met. Prioritizes work for efficiency to 
complete daily assignments.Evaluating Information to Determine Compliance with Standards: Assists in modifying and 
creating Standard Operating Procedure documents. Evaluates problem documentation and reports to appropriate 
authority. Uses relevant equipment to measure instrument values to comply with standards and report out-of-range 
findings. Uses relevant information to determine age of specimens to comply with standards.Getting Information: 
Communicates proactively with appropriate providers, specimen submitters and others in order to obtain required 
information. Monitors supply order system for electronically submitted orders and distributes as needed. Receives 
requisitions for media, glassware, and supplies from laboratory personnel and specimen submitters to distribute to 
appropriate providers and units. Receives mail from post office and various couriers to facilitate testing processes and 
ensures mail is distributed appropriately. Receives faxes and other correspondence and applies information as 
appropriate.Making Decisions and Solving Problems: Troubleshoots workflow problems to identify the root causes and 
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creates solutions. Selects job candidates who best fit available positions based on the results of selection assessment 
and testing. Assists with LEAN and other performance improvement processes.Performing Administrative Activities: 
Ensures completion of all records, reports, and correspondence within the required time frame to keep them organized 
and available for review. Ensures completion of all mailings, faxes and appropriate distribution of information. Responds 
to emails, phone calls, meeting requests and other correspondence as required. Enters personal time and 
leave/overtime requests into the appropriate databases as required.Documenting/Recording Information: Pre-
Accessions or accessions samples as necessary. Documents, enters, transcribes, records, stores, and maintains 
information in written or electronic form. Scans and reviews electronic records and data for accuracy and permanent 
storage. Disposes of documents and samples at the end of the required retention time.Repairing and Maintaining 
Mechanical Equipment: Performs repairs on equipment used in assigned areas. Performs preventative maintenance on 
basic equipment used in assigned areas. Ensure equipment consumables are stocked and replaced as 
needed.Establishing and Maintaining Interpersonal Relationships: Networks with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort. Maintains professional working 
relationships with peers and upper management to ensure smooth and effective team operations. Establishes and 
develops constructive and cooperative working relationships with others and maintains them over time.Communicating 
with Supervisors, Peers, or Subordinates: Provides regular updates to upper management and other internal customers 
on the status of projects and other assigned work. Notifies supervisor or proper authority of technical, building or other 
obvious problems. Maintains an open dialogue with internal customers to ensure effective and efficient 
communications. Communicates status of assigned tasks or other relevant information to supervisors or peers by 
telephone, in written form or in person.Updating and Using Relevant Knowledge: Shares newly acquired knowledge with 
coworkers and colleagues. Reviews literature for updating existing systems, protocols and equipment. Attends training 
on new and emerging technologies and procedures.Identifying Objects, Actions, and Events: Identifies work priorities to 
ensure the most important work is completed first, based on the needs of the organization. Ensures specimens are 
distributed to the appropriate areas in a timely manner, ensuring section workflows remain expedient. Ensures mail is 
sorted and distributed to the appropriate areas.Operating Vehicles, Mechanized Devices, or Equipment: Operates pallet 
jack and hydraulic lift cart to retrieve and deliver specimens and supplies. Operates passenger vehicle to retrieve and 
deliver mail and supplies. Coordinates scheduling personnel to utilize passenger vehicle to retrieve and deliver 
specimens and supplies.Monitor Processes, Materials, or Surroundings: Monitors equipment within a specified area to 
maintain proper functionality. Coordinates monitoring of receiving areas for specimens, supplies, vendors and other 
deliveries. Monitors inventory for a specified unit to ensure adequate supplies are always on hand.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates the amount of products and materials 
necessary to prepare media and other testing supplies. Determines sample acceptability for testing.Resolving Conflicts 
and Negotiating with Others: Resolves simple conflicts without supervisory input to ensure timely and efficient 
performance and maintains positive working relationships. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Communicating with Persons Outside 
Organization: Communicates with people outside the organization, representing the organization to external sources to 
answer questions and disseminate appropriate information. Maintains an open dialogue with external customers to 
ensure effective and efficient communications.Scheduling Work and Activities: Prioritizes and assigns last minute tasks 
as needed. Determines the daily work schedule for the unit.Controlling Machines and Processes: Uses either control 
mechanisms or direct physical activity to operate machines or processes for testing or laboratory support. Operates a 
variety of office equipment including but not limited to copiers, scanners, fax machines, calculators, and digital cameras 
to perform daily tasks.Performing General Physical Activities: Performs repetitive typing and practices proper 
ergonomics. Performs physical activities such as walking, stooping, balancing, lifting, and climbing to complete daily 
tasks.Handling and Moving Objects: Coordinates handling, positioning and moving samples and supplies to perform daily 
tasks. Uses hands and arms in handling, positioning, and moving samples and supplies to perform daily tasks.Interacting 
With Computers: Uses computers, software, and laboratory information systems to enter data or process 
information.Inspecting Equipment, Structures, or Material: Inspects equipment to detect problems and report findings 
to appropriate authority. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Informing Time Management Written Communication Customer Focus Integrity 
and Trust Standing Alone Perseverance Priority Setting Problem SolvingKnowledge: Clerical Customer and Personal 
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Service Mechanical Production and Processing Education and TrainingSkills: Active Learning Critical Thinking 
Mathematics Reading Comprehension Science Speaking Coordination Instructing Service Orientation Complex Problem 
Solving Equipment Maintenance Operation and Control Quality Control Analysis Troubleshooting Operation Monitoring 
Judgment and Decision Making System Evaluation Management of Material Resources Management of Personnel 
Resources Time ManagementAbilities: Deductive Reasoning Memorization Oral Comprehension Oral Expression 
Problem Sensitivity Selective Attention Spatial Orientation Time Sharing Written Comprehension Written Expression 
Arm-Hand Steadiness Reaction Time Wrist-Finger Speed Multi-Limb Coordination Extent Flexibility Static Strength 
Auditory Attention Far Vision Near Vision Peripheral Vision Speech Clarity Speech Recognition Vision Color 
Discrimination 
 
Tools and Equipment Used: 
 Public Health Meter Pipette Autoclaves Balances Computers Calculators Centrifuges Biological Safety CabinetOther 
laboratory and office equipment as required 
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072358 - PH SPEC ASST FOR ANALYTICS 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3036 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072431 - PHARMACIST 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2059 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with at least a bachelor's degree in 
Pharmaceutical Science. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or eligible for licensure as a Pharmacist in the State of Tennessee. Licensure 
as a Pharmacist in the State of Tennessee is required in a reasonable time after employment. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional pharmaceutical work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the entry-working class in the Pharmacist sub-series. 
An employee in this class performs professional pharmaceutical work in an institution or clinic in compounding and 
dispensing medication. This class differs from that of Pharmacist 2 in that an incumbent of the latter serves as pharmacy 
director at an institution, a Public Health pharmacy consultant, or in other assignments with greater responsibilities. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:     Evaluates medication orders for proper indication, strength, 
frequency, and potential interactions or contraindications to ensure appropriate use of medications.Assisting and Caring 
for Others:    May provide pharmacy consultation (e.g., discharge counseling, medication education, or medication 
reconciliation) to patients or medical staff.Evaluating Information to Determine Compliance with Standards:     Reviews 
medication orders to ensure they comply with all laws, regulations, and hospital policies and procedures.    May 
participate in the formulation of pharmaceutical policies and procedures.Interpreting the Meaning of Information for 
Others:     Serves as a professional resource to various groups by providing drug information.Communicating with 
Supervisors, Peers, or Subordinates:    Talks with pharmacists, medical staff, or others about potential medication-
related issues (e.g., drug-drug interactions, patient allergies, dosing issues).    Communicates via written correspondence 
or email to disseminate pharmacy related information.Selling or Influencing Others:     Collaborates with other 
healthcare practitioners to modify or optimize the pharmaceutical plan of care.Communicating with Persons Outside 
Organization:     May testify at the Tennessee Board of Pharmacy and other hearings.    May serve on various 
committees regarding pharmacy issues.    Communicate (by telephone, e-mail, written correspondence, or in person) 
with customers, the public, government officials, and other external sources to exchange information relevant to 
pharmacy work.Documenting/Recording Information:     Documents all medication errors, adverse drug reactions, and 
all other interventions that can potentially affect patient care.    Creates and maintains patient profile records by 
entering demographics and updating medication orders in the pharmacy computer system.    May write narrative text to 
update pharmacy manuals.Getting Information:     Reviews medical records and/or consults with medical staff to collect 
pertinent clinical information as necessary to provide comprehensive pharmaceutical services.    Reviews information 
from relevant sources to provide answers to patients and staff regarding drug information inquiries.    Receives orders 
and prescriptions from providers to provide medications to patients.    Obtains information from relevant sources and 
compiles reports necessary to submit appropriate orders for medications and vaccines.Thinking Creatively:     May 
develop new methodologies relevant to pharmaceutical care to help improve patient safety and/or clinical 
outcomes.Resolving Conflicts and Negotiating with Others:     Communicates with hospital staff and patients to 
circumvent and/or resolve conflicts.Coordinating the Work and Activities of Others:     Oversees the work activities of 
pharmacy technician staff to ensure work is completed timely and accurately.    Collaborates with other pharmacy team 
members to prioritize, monitor, review, evaluate, and accomplish work tasks.Interacting With Computers:    Enters and 
retrieves information in a computer using programming such as email, Microsoft Office, pharmacy-specific software, and 
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drug information software.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains 
professional relationship with nurses, physicians, and other co-workers.Updating and Using Relevant Knowledge:    
Utilizes current and appropriate resources to respond to drug information requests appropriately and accurately.    
Completes continuing education and other training as required by the Tennessee Board of Pharmacy and hospital policy.    
Maintains up-to-date pharmaceutical reference materials.    Reads/reviews various publications or literature to keep up 
to date on all pharmaceutical knowledge relevant to patient population served.Making Decisions and Solving Problems:     
Analyzes the reports of medication errors, adverse drug events, and violations of hospital policies and procedures to 
determine the need for staff education or other corrective action.Developing Objectives and Strategies:     May develop 
or assist in developing and implementing policies and procedures.Organizing, Planning, and Prioritizing Work:    
Organizes and assigns priority to medication orders to ensure timely review and processing.Processing Information:     
Verifies medication orders prepared by pharmacy technicians or other pharmacists to confirm accuracy.    Reviews 
prescriptions/orders to ensure accuracy and to calculate appropriate quantities of medications needed.    Reviews 
issuing/dispensing medication histories and inventories for accuracy.    Reviews drug wholesale pharmaceutical 
distributer orders to ensure that appropriate type and quantity of supplies are ordered.    Compares invoices to received 
drug wholesale pharmaceutical distributer orders to verify that correct quantity and types of items were 
received.Performing Administrative Activities:     Prepares a variety of standard records and reports pertaining to 
pharmacy operations, including inventory records, invoices, and filing of medication orders.Coaching and Developing 
Others:     May provide guidance and direction, including setting performance standards and monitoring performance, to 
hospital staff, residents, interns, students, or others as appropriate.Developing and Building Teams:     Encourages and 
builds mutual trust, respect, and cooperation among team members to foster a respectful work 
environment.Performing for or Working Directly with the Public:     May make recommendations to groups, 
organizations, or general public regarding medications, medical equipment, or healthcare supplies.Training and 
Teaching Others:     May identify educational needs and develop formal pharmacy educational or training programs or 
classes.    May conduct formal classroom training to educate staff or other various groups or organizations on various 
aspects of pharmaceutical care.Monitoring and Controlling Resources:     May assist in maintaining the pharmacy budget 
by adhering to cost-containment strategies (e.g., purchasing contracted drugs and supplies, adhering to hospital 
medication formulary).    Ensures that medication inventory is properly rotated to minimize loss from expired 
drugs.Scheduling Work and Activities:     May schedule or assist in the scheduling of training and work of other staff, 
including pharmacy technicians and/or interns.Controlling Machines and Processes:     May use automated dispensing 
equipment to supply medications.    May use repackaging/prepackaging equipment to prepare medications for 
distribution.Identifying Objects, Actions, and Events:     Identifies medications that have been recalled by the FDA or 
drug manufacturer to remove them from the usable inventory for proper disposition.    Identifies damaged, outdated, or 
incorrect shipments received and accompanying invoices to determine need for returning product to appropriate 
vendor.Inspecting Equipment, Structures, or Material:     May inspect medication administration rooms, emergency kits, 
and crash carts to ensure proper storage of medications and equipment.    Inspects medication label printers, or 
automated counting devices, or repackaging equipment to ensure accuracy.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates the quantities of medications, vaccines, and supplies to request or 
purchase for each area.Monitor Processes, Materials, or Surroundings:     Monitors temperature of refrigeration units to 
ensure medications or vaccines are properly stored.Handling and Moving Objects:     May prepare or dispense 
medications for delivery or administration, using personal protective equipment as appropriate.    May package 
medications into boxes for return shipment.    Receives deliveries from pharmacy vendors and places stock on 
appropriate shelves in the pharmacy.Repairing and Maintaining Mechanical Equipment:    May perform basic 
maintenance on pharmacy equipment such as cleaning medication counting machine between medications.    Performs 
basic maintenance on office equipment such as changing toner cartridges, clearing paper jams, reconfiguring printer 
settings, or other basic maintenance tasks.Performing General Physical Activities:     Hand carries medications for routine 
deliveries or in response to emergency situations.    Delivers medication to and from the pharmacy and nursing stations 
by pushing pharmacy carts and removing/carrying medication cassettes.Operating Vehicles, Mechanized Devices, or 
Equipment:     May operate motor vehicle to transport medications from site to site and to attend work related 
meetings. 
 
Competencies (KSA’s): 
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Competencies:    Problem Solving    Conflict Management    Peer Relationships    Time Management    Technical Learning    
Informing    Ethics and Values    Managing Diversity    Self-Development    Process ManagementKnowledge:    Expert 
knowledge of medications, such as drug classifications, dosing, interactions, abbreviations, drug regimens, calculations, 
brand and generic equivalencies, formulary status, and proper storage conditions    Intermediate knowledge of state and 
federal pharmacy laws, rules, and regulations, as well as other applicable health care laws, rules, and regulations    Basic 
knowledge of arithmetic, algebra, statistics and their applications    Basic knowledge of business and management 
principles involved in coordination of people and resources    Basic knowledge of principles and processes for providing 
customer and personal services, including customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction    Basic knowledge of administrative and clerical procedures and systems such as 
word processing, managing files and records, and other office procedures and terminology    Basic knowledge of 
principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and the 
measurement of training effectsSkills:    Intermediate mathematics skills    Basic speaking skills    Complex problem 
solving skills    Intermediate judgment and decision making skills    Intermediate critical thinking skills    Basic skills in 
teaching others how to do something    Advanced reading comprehension skills    Intermediate writing skills    Basic skills 
in persuading others to change their minds or behavior    Intermediate time management skills    Basic skill in bringing 
others together and trying to reconcile differencesAbilities:    Ability to choose the right mathematical methods or 
formulas to solve problems    Ability to read and understand information and ideas presented in writing    Ability to 
communicate information and ideas in writing so others will understand    Ability to apply general rules to specific 
problems to produce answers that make sense    Ability to listen to and understand information and ideas presented 
through spoken words and sentences    Ability to communicate information and ideas in speaking so others will 
understand    Ability to tell when something is wrong or is likely to go wrong    Ability to speak clearly so others can 
understand    Ability to identify and understand the speech of another person    Ability to generate or use different sets 
of rules for combining or grouping things in different ways    Ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources)    Ability to keep hand and arm 
steady while moving arm or while holding arm and hand in one position    Ability to quickly move hand, hand together 
with arm, or two hands to grasp, manipulate, or assemble objects    Ability to see details at close range (within a few 
feet)    Ability to exert oneself physically over long periods of time    Ability to see objects in the presence of glare or 
bright lighting    Ability to exert maximum muscle force to lift, push, or carry objects    Ability to use abdominal and lower 
back muscles to support part of the body repeatedly or continuously over time 
 
Tools and Equipment Used: 
    Computer    Telephone    Smart Phone    Printer/Scanner/Copier    Fax Machine    Calculator    Graduated Cylinders    
Mortar and Pestle    Various medical equipment and devices    Other equipment as required 
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072432 - PHARMACIST 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2066 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
Pharmaceutical science and experience equivalent to two years of full-time responsible work as a pharmacist. 
Substitution of Education for Experience: Completion of one year of residency. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Pharmacist in the State of Tennessee. Examination Method: Education 
and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory professional pharmaceutical work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Pharmacist sub-series. An 
employee in this class is responsible for directing the operation of an institutional pharmacy, for serving as a consultant 
in a multi-county region, for serving as an investigator of pharmaceutical practices, or for offering guidance and advice 
to other pharmacists as a departmental consultant. This class differs from a Pharmacist 1 in that an incumbent of the 
latter is not responsible for supervising other pharmacists and is assigned duties of lesser scope and responsibility.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Ensures medications and vaccines are maintained within appropriate 
storage conditions to comply with all applicable state and federal laws, rules, and regulations.    Monitors pharmacies for 
compliance with federal and state regulations to prevent illegal drug dispensing and substitution, unauthorized 
prescription refilling, and to check drug accountability audits, as required.    Monitors availability and pricing of 
medications and vaccines, as required.    Monitors supplies to determine usage and need for replenishment, as required. 
Getting Information:    Receives orders and prescriptions from providers to provide medications to patients, as required.    
Reviews information from relevant sources to provide answers to patients and staff regarding drug information 
inquiries, as required.    Compiles reports from information received from relevant sources to submit appropriate orders 
for medications and vaccines to replenish supplies, as required.Communicating with Persons Outside Organization:    
Testifies at the Tennessee Board of Pharmacy and other hearings, as required.    Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information may be exchanged in person, in writing, or by telephone or e-mail.    Serves on various committees 
regarding pharmacy issues.Processing Information:    Reviews prescriptions/orders to ensure accuracy, to ascertain the 
needed ingredients, and to evaluate their suitability, as required.    Reviews issuing/dispensing medication histories and 
inventories for accuracy, as required.Evaluating Information to Determine Compliance with Standards:    Reviews 
pharmacies for compliance with federal and state regulations and accreditation requirements to ensure proper practice 
within area of responsibility, as required.    Participates in the formulation of pharmaceutical policies and 
procedures.Making Decisions and Solving Problems:    Analyzes data to ensure accuracy and compliance with contracts 
or state and federal laws, and cost savings potential, as required.    Analyzing information and evaluating results to 
choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Serves as a 
pharmacy consultant by dispensing/issuing medications to sites, as required.    Serves as a professional resource to 
various groups by providing drug information.Performing Administrative Activities:    Prepares a variety of standard 
records and reports pertaining to pharmacy operations.    Updates pharmacy manuals, as needed.Controlling Machines 
and Processes:    Utilizes automated dispensing equipment to supply medications, as required.    Utilizes 
repackaging/prepackaging equipment to prepare medications for distribution, as required.Training and Teaching Others:    
Assigns, trains, and supervises subordinate staff and their work.    Identifies educational needs and develops formal 
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pharmacy educational or training programs or classes, as needed.Updating and Using Relevant Knowledge:    Maintains 
continuing education as required by the Tennessee Board of Pharmacy and keeps up-to-date technically.    Maintains up-
to-date pharmaceutical reference material.Coordinating the Work and Activities of Others:    Collaborates with others to 
plan, monitor, review, or evaluate work to accomplish tasks.    Encourages and builds mutual trust, respect, and 
cooperation among team members to foster a respectful work environment.Inspecting Equipment, Structures, or 
Material:    Inspects medication label printers, or automated counting devices, or repackaging equipment to ensure 
accuracy, as needed.    Inspects potential facilities used for emergency stockpile items to ensure it meets specified 
storage requirements, as required.Performing for or Working Directly with the Public:    Makes recommendations 
regarding medications, medical equipment, or healthcare supplies, as needed.Monitoring and Controlling Resources:    
Monitors and controls resources and oversee the spending of money, as required.Resolving Conflicts and Negotiating 
with Others:    Handles complaints, settle disputes, and resolves grievances and conflicts, or otherwise negotiating with 
others.Assisting and Caring for Others:    Provides specialized services to help patients manage conditions, as 
needed.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including 
setting performance standards and monitoring performance, as required.Staffing Organizational Units:    Recruits, 
interviews, selects, hires, and promotes employees in an organization, as needed.Interacting With Computers:    Uses 
computers and computer systems (including hardware and software) to enter data or process information.Developing 
Objectives and Strategies:    Develops or assists in developing and implementing policies and procedures, as 
required.Documenting/Recording Information:    Enters, transcribes, records, stores, or maintains information in 
appropriate form.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates the quantities of medications, vaccines, and supplies to request or 
purchase for each area, as required.Organizing, Planning, and Prioritizing Work:    Develops specific goals/plans, and 
prioritize and organize to accomplish tasks, as needed.Identifying Objects, Actions, and Events:    Identifies damaged, 
outdated, or incorrect shipments received and accompanying invoices to determine need for returning product to 
appropriate vendor, as required.Judging the Qualities of Things, Services, or People:    Evaluates performance of 
subordinate staff and their work, as needed.Scheduling Work and Activities:    Schedules events, programs, and 
activities, as well as the work of others, as required.Performing General Physical Activities:    Performs physical activities 
that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, and stooping, as required.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time.Operating Vehicles, Mechanized 
Devices, or Equipment:    Drives vehicle to fulfill assigned duties, as required. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Conflict Management    Customer Focus    Decision Quality    Ethics and Values    
Integrity and Trust    Organizing    Perspective    Priority Setting    Written CommunicationKnowledge:    Administration 
and Management    Biology    Chemistry    Clerical    Customer and Personal Service    Economics and Accounting    
Education and Training    English Language    Law and Government    Mathematics    Medicine and Dentistry    Personnel 
and Human Resources    Production and Processing    Public Safety and Security    Therapy and Counseling    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Persuasion    Service 
Orientation    Social Perceptiveness    Complex Problem Solving    Operation and Control    Operation Monitoring    
Quality Control Analysis    Troubleshooting    Judgment and Decision Making    Systems Analysis    System Evaluation    
Management of Financial Resources    Management of Material Resources    Management of Personnel Resources    
Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    
Inductive Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial 
Orientation    Speed of Closure    Time Sharing    Visualization    Written Comprehension    Written Expression    Dynamic 
Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Trunk Strength    
Auditory Attention    Glare Sensitivity    Near Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 



 TN Job Classification Specifications  
September 22, 2020 

    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Graduated Cylinders    Mortar and Pestle    Other Office Related Equipment as Required    Various 
Medical Equipment and Devices    Other Equipment as Required 
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072432 - PHARMACIST 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2067 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
Pharmaceutical science and experience equivalent to two years of full-time responsible work as a pharmacist. 
Substitution of Education for Experience: Completion of one year of residency. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Pharmacist in the State of Tennessee. Examination Method: Education 
and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory professional pharmaceutical work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Pharmacist sub-series. An 
employee in this class is responsible for directing the operation of an institutional pharmacy, for serving as a consultant 
in a multi-county region, for serving as an investigator of pharmaceutical practices, or for offering guidance and advice 
to other pharmacists as a departmental consultant. This class differs from a Pharmacist 1 in that an incumbent of the 
latter is not responsible for supervising other pharmacists and is assigned duties of lesser scope and responsibility.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Ensures medications and vaccines are maintained within appropriate 
storage conditions to comply with all applicable state and federal laws, rules, and regulations.    Monitors pharmacies for 
compliance with federal and state regulations to prevent illegal drug dispensing and substitution, unauthorized 
prescription refilling, and to check drug accountability audits, as required.    Monitors availability and pricing of 
medications and vaccines, as required.    Monitors supplies to determine usage and need for replenishment, as required. 
Getting Information:    Receives orders and prescriptions from providers to provide medications to patients, as required.    
Reviews information from relevant sources to provide answers to patients and staff regarding drug information 
inquiries, as required.    Compiles reports from information received from relevant sources to submit appropriate orders 
for medications and vaccines to replenish supplies, as required.Communicating with Persons Outside Organization:    
Testifies at the Tennessee Board of Pharmacy and other hearings, as required.    Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information may be exchanged in person, in writing, or by telephone or e-mail.    Serves on various committees 
regarding pharmacy issues.Processing Information:    Reviews prescriptions/orders to ensure accuracy, to ascertain the 
needed ingredients, and to evaluate their suitability, as required.    Reviews issuing/dispensing medication histories and 
inventories for accuracy, as required.Evaluating Information to Determine Compliance with Standards:    Reviews 
pharmacies for compliance with federal and state regulations and accreditation requirements to ensure proper practice 
within area of responsibility, as required.    Participates in the formulation of pharmaceutical policies and 
procedures.Making Decisions and Solving Problems:    Analyzes data to ensure accuracy and compliance with contracts 
or state and federal laws, and cost savings potential, as required.    Analyzing information and evaluating results to 
choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Serves as a 
pharmacy consultant by dispensing/issuing medications to sites, as required.    Serves as a professional resource to 
various groups by providing drug information.Performing Administrative Activities:    Prepares a variety of standard 
records and reports pertaining to pharmacy operations.    Updates pharmacy manuals, as needed.Controlling Machines 
and Processes:    Utilizes automated dispensing equipment to supply medications, as required.    Utilizes 
repackaging/prepackaging equipment to prepare medications for distribution, as required.Training and Teaching Others:    
Assigns, trains, and supervises subordinate staff and their work.    Identifies educational needs and develops formal 
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pharmacy educational or training programs or classes, as needed.Updating and Using Relevant Knowledge:    Maintains 
continuing education as required by the Tennessee Board of Pharmacy and keeps up-to-date technically.    Maintains up-
to-date pharmaceutical reference material.Coordinating the Work and Activities of Others:    Collaborates with others to 
plan, monitor, review, or evaluate work to accomplish tasks.    Encourages and builds mutual trust, respect, and 
cooperation among team members to foster a respectful work environment.Inspecting Equipment, Structures, or 
Material:    Inspects medication label printers, or automated counting devices, or repackaging equipment to ensure 
accuracy, as needed.    Inspects potential facilities used for emergency stockpile items to ensure it meets specified 
storage requirements, as required.Performing for or Working Directly with the Public:    Makes recommendations 
regarding medications, medical equipment, or healthcare supplies, as needed.Monitoring and Controlling Resources:    
Monitors and controls resources and oversee the spending of money, as required.Resolving Conflicts and Negotiating 
with Others:    Handles complaints, settle disputes, and resolves grievances and conflicts, or otherwise negotiating with 
others.Assisting and Caring for Others:    Provides specialized services to help patients manage conditions, as 
needed.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including 
setting performance standards and monitoring performance, as required.Staffing Organizational Units:    Recruits, 
interviews, selects, hires, and promotes employees in an organization, as needed.Interacting With Computers:    Uses 
computers and computer systems (including hardware and software) to enter data or process information.Developing 
Objectives and Strategies:    Develops or assists in developing and implementing policies and procedures, as 
required.Documenting/Recording Information:    Enters, transcribes, records, stores, or maintains information in 
appropriate form.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates the quantities of medications, vaccines, and supplies to request or 
purchase for each area, as required.Organizing, Planning, and Prioritizing Work:    Develops specific goals/plans, and 
prioritize and organize to accomplish tasks, as needed.Identifying Objects, Actions, and Events:    Identifies damaged, 
outdated, or incorrect shipments received and accompanying invoices to determine need for returning product to 
appropriate vendor, as required.Judging the Qualities of Things, Services, or People:    Evaluates performance of 
subordinate staff and their work, as needed.Scheduling Work and Activities:    Schedules events, programs, and 
activities, as well as the work of others, as required.Performing General Physical Activities:    Performs physical activities 
that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, and stooping, as required.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time.Operating Vehicles, Mechanized 
Devices, or Equipment:    Drives vehicle to fulfill assigned duties, as required. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Conflict Management    Customer Focus    Decision Quality    Ethics and Values    
Integrity and Trust    Organizing    Perspective    Priority Setting    Written CommunicationKnowledge:    Administration 
and Management    Biology    Chemistry    Clerical    Customer and Personal Service    Economics and Accounting    
Education and Training    English Language    Law and Government    Mathematics    Medicine and Dentistry    Personnel 
and Human Resources    Production and Processing    Public Safety and Security    Therapy and Counseling    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Persuasion    Service 
Orientation    Social Perceptiveness    Complex Problem Solving    Operation and Control    Operation Monitoring    
Quality Control Analysis    Troubleshooting    Judgment and Decision Making    Systems Analysis    System Evaluation    
Management of Financial Resources    Management of Material Resources    Management of Personnel Resources    
Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    
Inductive Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial 
Orientation    Speed of Closure    Time Sharing    Visualization    Written Comprehension    Written Expression    Dynamic 
Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Trunk Strength    
Auditory Attention    Glare Sensitivity    Near Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Graduated Cylinders    Mortar and Pestle    Other Office Related Equipment as Required    Various 
Medical Equipment and Devices    Other Equipment as Required 
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072432 - PHARMACIST 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2068 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
Pharmaceutical science and experience equivalent to two years of full-time responsible work as a pharmacist. 
Substitution of Education for Experience: Completion of one year of residency. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Pharmacist in the State of Tennessee. Examination Method: Education 
and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory professional pharmaceutical work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Pharmacist sub-series. An 
employee in this class is responsible for directing the operation of an institutional pharmacy, for serving as a consultant 
in a multi-county region, for serving as an investigator of pharmaceutical practices, or for offering guidance and advice 
to other pharmacists as a departmental consultant. This class differs from a Pharmacist 1 in that an incumbent of the 
latter is not responsible for supervising other pharmacists and is assigned duties of lesser scope and responsibility.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Ensures medications and vaccines are maintained within appropriate 
storage conditions to comply with all applicable state and federal laws, rules, and regulations.    Monitors pharmacies for 
compliance with federal and state regulations to prevent illegal drug dispensing and substitution, unauthorized 
prescription refilling, and to check drug accountability audits, as required.    Monitors availability and pricing of 
medications and vaccines, as required.    Monitors supplies to determine usage and need for replenishment, as required. 
Getting Information:    Receives orders and prescriptions from providers to provide medications to patients, as required.    
Reviews information from relevant sources to provide answers to patients and staff regarding drug information 
inquiries, as required.    Compiles reports from information received from relevant sources to submit appropriate orders 
for medications and vaccines to replenish supplies, as required.Communicating with Persons Outside Organization:    
Testifies at the Tennessee Board of Pharmacy and other hearings, as required.    Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information may be exchanged in person, in writing, or by telephone or e-mail.    Serves on various committees 
regarding pharmacy issues.Processing Information:    Reviews prescriptions/orders to ensure accuracy, to ascertain the 
needed ingredients, and to evaluate their suitability, as required.    Reviews issuing/dispensing medication histories and 
inventories for accuracy, as required.Evaluating Information to Determine Compliance with Standards:    Reviews 
pharmacies for compliance with federal and state regulations and accreditation requirements to ensure proper practice 
within area of responsibility, as required.    Participates in the formulation of pharmaceutical policies and 
procedures.Making Decisions and Solving Problems:    Analyzes data to ensure accuracy and compliance with contracts 
or state and federal laws, and cost savings potential, as required.    Analyzing information and evaluating results to 
choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Serves as a 
pharmacy consultant by dispensing/issuing medications to sites, as required.    Serves as a professional resource to 
various groups by providing drug information.Performing Administrative Activities:    Prepares a variety of standard 
records and reports pertaining to pharmacy operations.    Updates pharmacy manuals, as needed.Controlling Machines 
and Processes:    Utilizes automated dispensing equipment to supply medications, as required.    Utilizes 
repackaging/prepackaging equipment to prepare medications for distribution, as required.Training and Teaching Others:    
Assigns, trains, and supervises subordinate staff and their work.    Identifies educational needs and develops formal 
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pharmacy educational or training programs or classes, as needed.Updating and Using Relevant Knowledge:    Maintains 
continuing education as required by the Tennessee Board of Pharmacy and keeps up-to-date technically.    Maintains up-
to-date pharmaceutical reference material.Coordinating the Work and Activities of Others:    Collaborates with others to 
plan, monitor, review, or evaluate work to accomplish tasks.    Encourages and builds mutual trust, respect, and 
cooperation among team members to foster a respectful work environment.Inspecting Equipment, Structures, or 
Material:    Inspects medication label printers, or automated counting devices, or repackaging equipment to ensure 
accuracy, as needed.    Inspects potential facilities used for emergency stockpile items to ensure it meets specified 
storage requirements, as required.Performing for or Working Directly with the Public:    Makes recommendations 
regarding medications, medical equipment, or healthcare supplies, as needed.Monitoring and Controlling Resources:    
Monitors and controls resources and oversee the spending of money, as required.Resolving Conflicts and Negotiating 
with Others:    Handles complaints, settle disputes, and resolves grievances and conflicts, or otherwise negotiating with 
others.Assisting and Caring for Others:    Provides specialized services to help patients manage conditions, as 
needed.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including 
setting performance standards and monitoring performance, as required.Staffing Organizational Units:    Recruits, 
interviews, selects, hires, and promotes employees in an organization, as needed.Interacting With Computers:    Uses 
computers and computer systems (including hardware and software) to enter data or process information.Developing 
Objectives and Strategies:    Develops or assists in developing and implementing policies and procedures, as 
required.Documenting/Recording Information:    Enters, transcribes, records, stores, or maintains information in 
appropriate form.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates the quantities of medications, vaccines, and supplies to request or 
purchase for each area, as required.Organizing, Planning, and Prioritizing Work:    Develops specific goals/plans, and 
prioritize and organize to accomplish tasks, as needed.Identifying Objects, Actions, and Events:    Identifies damaged, 
outdated, or incorrect shipments received and accompanying invoices to determine need for returning product to 
appropriate vendor, as required.Judging the Qualities of Things, Services, or People:    Evaluates performance of 
subordinate staff and their work, as needed.Scheduling Work and Activities:    Schedules events, programs, and 
activities, as well as the work of others, as required.Performing General Physical Activities:    Performs physical activities 
that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, and stooping, as required.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time.Operating Vehicles, Mechanized 
Devices, or Equipment:    Drives vehicle to fulfill assigned duties, as required. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Conflict Management    Customer Focus    Decision Quality    Ethics and Values    
Integrity and Trust    Organizing    Perspective    Priority Setting    Written CommunicationKnowledge:    Administration 
and Management    Biology    Chemistry    Clerical    Customer and Personal Service    Economics and Accounting    
Education and Training    English Language    Law and Government    Mathematics    Medicine and Dentistry    Personnel 
and Human Resources    Production and Processing    Public Safety and Security    Therapy and Counseling    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Persuasion    Service 
Orientation    Social Perceptiveness    Complex Problem Solving    Operation and Control    Operation Monitoring    
Quality Control Analysis    Troubleshooting    Judgment and Decision Making    Systems Analysis    System Evaluation    
Management of Financial Resources    Management of Material Resources    Management of Personnel Resources    
Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    
Inductive Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial 
Orientation    Speed of Closure    Time Sharing    Visualization    Written Comprehension    Written Expression    Dynamic 
Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Trunk Strength    
Auditory Attention    Glare Sensitivity    Near Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Graduated Cylinders    Mortar and Pestle    Other Office Related Equipment as Required    Various 
Medical Equipment and Devices    Other Equipment as Required 
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072432 - PHARMACIST 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2069 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
Pharmaceutical science and experience equivalent to two years of full-time responsible work as a pharmacist. 
Substitution of Education for Experience: Completion of one year of residency. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Pharmacist in the State of Tennessee. Examination Method: Education 
and Experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory professional pharmaceutical work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Pharmacist sub-series. An 
employee in this class is responsible for directing the operation of an institutional pharmacy, for serving as a consultant 
in a multi-county region, for serving as an investigator of pharmaceutical practices, or for offering guidance and advice 
to other pharmacists as a departmental consultant. This class differs from a Pharmacist 1 in that an incumbent of the 
latter is not responsible for supervising other pharmacists and is assigned duties of lesser scope and responsibility.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Ensures medications and vaccines are maintained within appropriate 
storage conditions to comply with all applicable state and federal laws, rules, and regulations.    Monitors pharmacies for 
compliance with federal and state regulations to prevent illegal drug dispensing and substitution, unauthorized 
prescription refilling, and to check drug accountability audits, as required.    Monitors availability and pricing of 
medications and vaccines, as required.    Monitors supplies to determine usage and need for replenishment, as required. 
Getting Information:    Receives orders and prescriptions from providers to provide medications to patients, as required.    
Reviews information from relevant sources to provide answers to patients and staff regarding drug information 
inquiries, as required.    Compiles reports from information received from relevant sources to submit appropriate orders 
for medications and vaccines to replenish supplies, as required.Communicating with Persons Outside Organization:    
Testifies at the Tennessee Board of Pharmacy and other hearings, as required.    Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information may be exchanged in person, in writing, or by telephone or e-mail.    Serves on various committees 
regarding pharmacy issues.Processing Information:    Reviews prescriptions/orders to ensure accuracy, to ascertain the 
needed ingredients, and to evaluate their suitability, as required.    Reviews issuing/dispensing medication histories and 
inventories for accuracy, as required.Evaluating Information to Determine Compliance with Standards:    Reviews 
pharmacies for compliance with federal and state regulations and accreditation requirements to ensure proper practice 
within area of responsibility, as required.    Participates in the formulation of pharmaceutical policies and 
procedures.Making Decisions and Solving Problems:    Analyzes data to ensure accuracy and compliance with contracts 
or state and federal laws, and cost savings potential, as required.    Analyzing information and evaluating results to 
choose the best solution and solve problems.Interpreting the Meaning of Information for Others:    Serves as a 
pharmacy consultant by dispensing/issuing medications to sites, as required.    Serves as a professional resource to 
various groups by providing drug information.Performing Administrative Activities:    Prepares a variety of standard 
records and reports pertaining to pharmacy operations.    Updates pharmacy manuals, as needed.Controlling Machines 
and Processes:    Utilizes automated dispensing equipment to supply medications, as required.    Utilizes 
repackaging/prepackaging equipment to prepare medications for distribution, as required.Training and Teaching Others:    
Assigns, trains, and supervises subordinate staff and their work.    Identifies educational needs and develops formal 



 TN Job Classification Specifications  
September 22, 2020 

pharmacy educational or training programs or classes, as needed.Updating and Using Relevant Knowledge:    Maintains 
continuing education as required by the Tennessee Board of Pharmacy and keeps up-to-date technically.    Maintains up-
to-date pharmaceutical reference material.Coordinating the Work and Activities of Others:    Collaborates with others to 
plan, monitor, review, or evaluate work to accomplish tasks.    Encourages and builds mutual trust, respect, and 
cooperation among team members to foster a respectful work environment.Inspecting Equipment, Structures, or 
Material:    Inspects medication label printers, or automated counting devices, or repackaging equipment to ensure 
accuracy, as needed.    Inspects potential facilities used for emergency stockpile items to ensure it meets specified 
storage requirements, as required.Performing for or Working Directly with the Public:    Makes recommendations 
regarding medications, medical equipment, or healthcare supplies, as needed.Monitoring and Controlling Resources:    
Monitors and controls resources and oversee the spending of money, as required.Resolving Conflicts and Negotiating 
with Others:    Handles complaints, settle disputes, and resolves grievances and conflicts, or otherwise negotiating with 
others.Assisting and Caring for Others:    Provides specialized services to help patients manage conditions, as 
needed.Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including 
setting performance standards and monitoring performance, as required.Staffing Organizational Units:    Recruits, 
interviews, selects, hires, and promotes employees in an organization, as needed.Interacting With Computers:    Uses 
computers and computer systems (including hardware and software) to enter data or process information.Developing 
Objectives and Strategies:    Develops or assists in developing and implementing policies and procedures, as 
required.Documenting/Recording Information:    Enters, transcribes, records, stores, or maintains information in 
appropriate form.Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates the quantities of medications, vaccines, and supplies to request or 
purchase for each area, as required.Organizing, Planning, and Prioritizing Work:    Develops specific goals/plans, and 
prioritize and organize to accomplish tasks, as needed.Identifying Objects, Actions, and Events:    Identifies damaged, 
outdated, or incorrect shipments received and accompanying invoices to determine need for returning product to 
appropriate vendor, as required.Judging the Qualities of Things, Services, or People:    Evaluates performance of 
subordinate staff and their work, as needed.Scheduling Work and Activities:    Schedules events, programs, and 
activities, as well as the work of others, as required.Performing General Physical Activities:    Performs physical activities 
that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, and stooping, as required.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with others, and maintains them over time.Operating Vehicles, Mechanized 
Devices, or Equipment:    Drives vehicle to fulfill assigned duties, as required. 
 
Competencies (KSA’s): 
Competencies:    Approachability    Conflict Management    Customer Focus    Decision Quality    Ethics and Values    
Integrity and Trust    Organizing    Perspective    Priority Setting    Written CommunicationKnowledge:    Administration 
and Management    Biology    Chemistry    Clerical    Customer and Personal Service    Economics and Accounting    
Education and Training    English Language    Law and Government    Mathematics    Medicine and Dentistry    Personnel 
and Human Resources    Production and Processing    Public Safety and Security    Therapy and Counseling    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Persuasion    Service 
Orientation    Social Perceptiveness    Complex Problem Solving    Operation and Control    Operation Monitoring    
Quality Control Analysis    Troubleshooting    Judgment and Decision Making    Systems Analysis    System Evaluation    
Management of Financial Resources    Management of Material Resources    Management of Personnel Resources    
Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Flexibility of Closure    Fluency of Ideas    
Inductive Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problem Sensitivity    Selective Attention    Spatial 
Orientation    Speed of Closure    Time Sharing    Visualization    Written Comprehension    Written Expression    Dynamic 
Flexibility    Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Trunk Strength    
Auditory Attention    Glare Sensitivity    Near Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Graduated Cylinders    Mortar and Pestle    Other Office Related Equipment as Required    Various 
Medical Equipment and Devices    Other Equipment as Required 
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072433 - PHARMACIST-INVESTIGATOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2078 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
Pharmaceutical science and experience equivalent to two years of full-time responsible work as a pharmacist. 
Substitution of Education for Experience: Completion of one year of residency. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Pharmacist in the State of Tennessee. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, 
Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Responsible for professional pharmaceutical work of high difficulty; enforces state and federal laws and rules; 
evaluates practice standards of all aspects of pharmacy practice; and performs related work as required. Distinguishing 
Features: An employee in this class serves as an investigator for the Tennessee Board of Pharmacy. In this position, the 
employee enforces state laws, federal laws, rules and regulations pertaining to the practice of pharmacy and related 
industry. The employee must be familiar with all aspects of pharmaceutical practices and related industry; offers 
guidance and advice to other pharmacists as a departmental consultant; educates licensees and public. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Conduct investigations of complaints and allegations filed with the 
Board of Pharmacy for compliance.    Educate licensees on deficiencies in practice to protect public safety.    Conduct 
periodic inspections in a wide variety of setting to verify compliance.    Work with local, state and federal agencies when 
necessary to facilitate investigations.    Verify medications and vaccines are maintained within appropriate storage 
conditions to comply with all applicable state and federal laws, rules, and regulations.    Monitor pharmacies, 
manufacturers, wholesalers, distributors, researchers, pharmacists, pharmacy technicians, and others as required for 
compliance with federal and state regulations to prevent illegal drug dispensing and substitution, unauthorized 
prescription refilling, and to check drug accountability audits.     Educate licensees and public of new requirements and 
rule changes.    Monitor availability of medications and vaccines. Evaluating Information to Determine Compliance with 
Standards:    Inspects and investigates licensees for compliance with federal and state regulations and accreditation 
requirements to ensure proper practice standards.    Set timelines for correction of any deficiencies found in practice.    
Compiles findings and deficiencies found in practice.    Recommends correction of any deficiencies found in practice.    
Prepare reports of findings and deficiencies to director.Interpreting the Meaning of Information for Others:    Explain 
details of investigations and reviews by testifying under oath to judges, district attorneys, grand juries, or commissioners 
in depositions, court, and/or at departmental or regulatory board hearings.    Serve as a pharmacy consultant by 
educating licensees and the public on state and federal laws, and best practices.    Testify before grand juries, judges, 
commissioners, at trials, preliminary or departmental hearing regarding state and federal laws, codes, ordinances, 
regulations, and standard violations.    Serve as a professional resource to various groups by providing regulatory 
information.Getting Information:    Review information from relevant sources to provide answers to patients, staff and 
licensees regarding drug information inquiries, as required.    Observing, receiving and compiling complaints and 
otherwise obtaining information from all relevant sources.    Compiles reports from information received from relevant 
sources to submit appropriate reports to superiors and advisory attorneys.    Review orders and prescriptions from 
providers to verify compliance with state and federal law.Performing Administrative Activities:    Prepare a variety of 
standard records and reports pertaining to licensees.    Responding to emails, phone calls, and other correspondence as 
required.    Track daily activities to document and maximize use of time.    Entering personal time and leave/overtime 
requests into the appropriate databases as required.Making Decisions and Solving Problems:    Analyzing information 
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and evaluating results to choose the best solution and solve problems.    Serve as an advisor for standards of practice for 
compliance with pharmacy related laws, rules and regulations.    Analyze data for accuracy and compliance with state 
and federal laws.Inspecting Equipment, Structures, or Material:    Inspect equipment, structures, or materials to identify 
the cause of errors or other problems or defects, and compliance.    Inspect facilities used for emergency stockpile items 
to ensure meeting specified storage requirements as needed.    Inspect medication label printers, or automated 
counting devices, or repackaging equipment to ensure accuracy as needed.Processing Information:    Review 
prescriptions/orders to ensure accuracy and highest standards.    Review issuing/dispensing medication histories and 
inventories for accuracy and conduct audits as required.Updating and Using Relevant Knowledge:    Maintains 
continuing education as required by the Tennessee Board of Pharmacy and keeps up-to-date technically.    Maintain up-
to-date pharmaceutical reference material.    Routinely attends and participates in live seminars and webinars.Training 
and Teaching Others:    Identify educational needs and develop formal pharmacy educational or training programs or 
classes.Coordinating the Work and Activities of Others:    Collaborate with others to plan, monitor, review, or evaluate 
work to accomplish tasks.    Encourages and builds mutual trust, respect, and cooperation among team members to 
foster a respectful work environment.Developing Objectives and Strategies:    Develop or assist in developing and 
implementing policies and procedures.    Develop motivational strategies to enhance investigations and 
inspections.Communicating with Persons Outside Organization:    Communicate with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information may 
be exchanged in person, in writing, or by telephone or e-mail.    Serve on various committees regarding pharmacy 
issues.Handling and Moving Objects:    Collecting and preserving evidence in order to facilitate the development of cases 
to conclusion.Resolving Conflicts and Negotiating with Others:    Handle complaints, settle disputes, and resolve 
grievances and conflicts, or otherwise negotiating with others.Performing for or Working Directly with the Public:    
Make recommendations regarding compliance with medications, medical equipment, or healthcare supplies.Assisting 
and Caring for Others:    Provide specialized services to help patients manage conditions as needed.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Review records of medication, vaccines and supply 
quantities for compliance.Provide Consultation and Advice to Others:    Provide guidance and expert advice to 
management or other groups on technical, systems, or process-related topics.Coaching and Developing Others:    
Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to improve their 
knowledge or skills.Documenting/Recording Information:    Enter, transcribe, record, store, or maintain information in 
appropriate form.Performing General Physical Activities:    Perform physical activities that require considerable use of 
your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping as 
required.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working 
relationships with others, and maintains them over time.Staffing Organizational Units:    Recruit, interview, select, hire, 
and promote employees in an organization, as needed.Identifying Objects, Actions, and Events:    Identify damaged, 
outdated, or incorrect shipments received and accompanying invoices to determine need for returning product to 
appropriate vendor as needed.Organizing, Planning, and Prioritizing Work:    Develop specific goals/plans, and prioritize 
and organize to accomplish tasks.Communicating with Supervisors, Peers, or Subordinates:    Provide information to 
supervisors and co-workers, by telephone, in written form, e-mail, or in person.Scheduling Work and Activities:    
Schedule events, programs, and activities, as well as the work of others.Operating Vehicles, Mechanized Devices, or 
Equipment:    Drive vehicle to fulfill assigned duties as needed.Interacting With Computers:    Use computers and 
computer systems (including hardware and software) to enter data or process information.Controlling Machines and 
Processes:    Operate a variety of office equipment including but not limited to copiers, scanners, microfiche readers, 
digital cameras, calculators, adding machines, and fax machines. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Intellectual Horsepower    Problem Solving    Conflict Management    Written 
Communications    Composure    Ethics and Values    Integrity and TrustKnowledge:    Biology    Chemistry    Clerical    
Education and Training    Mathematics    Medicine and Dentistry    Physics    PsychologySkills:    Active Learning    Active 
Listening    Critical Thinking    Mathematics    Reading Comprehension    Science    Speaking    Writing    Coordination    
Service Orientation    Social Perceptiveness    Complex Problem Solving    Time ManagementAbilities:    Deductive 
Reasoning    Inductive Reasoning    Information Ordering    Mathematical Reasoning    Memorization    Number Facility    
Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Time Sharing    Written 
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Comprehension    Written Expression    Finger Dexterity    Manual Dexterity    Gross Body Equilibrium    Auditory 
Attention    Near Vision    Peripheral Vision    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Graduated Cylinders    Mortar and Pestle    Airflow Monitors    Various Test Kits    Other Office Related 
Equipment as Required    Various Medical Equipment and Devices    Other Equipment as Required 
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072450 - PHARMACY BOARD DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2054 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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098611 - PHARMACY TECHNICIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4594 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year full-time pharmacy clerical work under the direct supervision of a licensed pharmacist assisting in work 
involved with the identification, preservation, preparation, and dispensing of medical substances. Substitution of 
Education for Experience: Possession of a certificate or diploma in a Pharmacy Technician program from an approved 
vocational or technical school may substitute for the required one year of experience. Substitution of Experience for 
Education: Qualifying full-time pharmacy clerical work may be substituted for the required education on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a pharmacy technician with the State of Tennessee Board of Pharmacy 
is required upon employment. A valid motor vehicle operator’s license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision of a licensed pharmacist, performs a variety of sub-professional pharmacy work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class functions in 
a variety of assignments such as assisting pharmacists with dispensing or pre-packing drugs, typing patient profile cards, 
adding new patients’ orders and discounting old orders, and typing memoranda and letters for the pharmacist. This class 
differs from that of Pharmacy Clerk in that an incumbent of the latter performs routine pharmacy clerical work, whereas 
the Pharmacy Technician assists pharmacists in more technical duties. 
 
Work Activities: 
Processing Information:    Processes medication orders by entering information and appropriate codes into patient 
record, calculating and adjusting quantities of medications, and checking for drug-related problems.    Conducts 
discharge medication reconciliation to check for discrepancies, as needed.    Compares new patient demographic 
information to existing patient records to check for inconsistencies/changes.    Processes and reconciles medications 
from fill list, night pharmacy and returns by charging or crediting them to the appropriate source.    Takes inventory of 
pharmacy medications and supplies to confirm consistency with inventory records and adjusts accordingly.Performing 
Administrative Activities:    Maintains controlled substance records, as required.    Verifies and records patients’ personal 
medications and maintains in the pharmacy until patient discharge.    Processes requisitions and reconcile invoices and 
bills through the state’s procurement system, as required.    Files medication orders received in the pharmacy into the 
appropriate file location.Monitor Processes, Materials, or Surroundings:    Monitors high risk medications to detect 
potential usage problems that may need to be reported to the pharmacist.    Monitors and replenishes pharmacy-
supplied medications to check for expiration dates, inventory levels, and proper rotation of stock.    Monitors 
refrigerators, freezers, and medication storage space used to hold medications to insure appropriate 
temperature/humidity and contents.    Monitors pharmacy supplies (e.g., plastic bags, prescription bottles, labels, forms, 
or other supplies) for reordering needs.Performing General Physical Activities:    Delivers medications for routine 
deliveries or in response to emergency situations.    Delivers medication to and from the pharmacy and nursing stations 
by pushing pharmacy carts and removing/carrying medication cassettes.    Performing physical activities that require 
considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and 
stooping.Handling and Moving Objects:    Prepares medications using appropriate personal protective equipment, as 
required.    Receives deliveries from pharmacy vendors and places stock on appropriate shelves in the pharmacy.    
Packages medication into boxes for shipping to remote sites, as required.Evaluating Information to Determine 
Compliance with Standards:    Reviews medication orders to verify they are in compliance with laws, regulations, and 
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standards, as needed.    Inspects medication rooms to check for compliance with all applicable rules and regulations, as 
needed.Inspecting Equipment, Structures, or Material:    Fills medication carts for accuracy before delivery, as needed.    
Inspects incoming shipments for appropriate expiration dates, damage or other problems that may warrant returning 
items to wholesaler.Documenting/Recording Information:    Creates and maintains patient profile records by entering 
demographics and updating medication orders in the pharmacy computer system.    Maintains medication inventory in 
the pharmacy computer system.Communicating with Persons Outside Organization:    Communicating with people 
outside the organization, representing the organization to customers, the public, government, and other external 
sources. This information can be exchanged in person, in writing, or by telephone or e-mail.    Communicates effectively 
and in a professional manner via telephone or email with pharmacy vendors to resolve problems with 
orders.Communicating with Supervisors, Peers, or Subordinates:    Talks effectively and in a professional manner with 
pharmacists, medical staff, or others about potential medication-related issues.    Communicates effectively and in a 
professional manner via e-mail to disseminate pharmacy related information.Monitoring and Controlling Resources:    
Fills medication orders under the supervision of a pharmacist by selecting correct medications, correctly labeling, and 
placing them into appropriate containers.Repairing and Maintaining Electronic Equipment:    Performs basic 
maintenance on pharmacy equipment such as cleaning medication counting machine between medications, as needed.    
Performs basic maintenance on office equipment such as changing toner cartridges, clearing paper jams, reconfiguring 
printer settings, or other basic maintenance tasks.Getting Information:    Receives written prescription/orders, refill, or 
floor stock requests and verifies that information is complete and accurate.Identifying Objects, Actions, and Events:    
Reconciles shipments with invoices/packing slips to insure correct type and quantity of items were 
received/shipped.Updating and Using Relevant Knowledge:    Participates in training for CPR certification, 
comprehensive crisis management, or other job-related training, as required.Interacting With Computers:    Enters and 
retrieves information in a computer using programming such as e-mail, Microsoft Office, pharmacy-specific software, 
and drug information software.Organizing, Planning, and Prioritizing Work:    Plans work so that pharmacy tasks are 
prioritized appropriately and completed in a timely manner.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates motor vehicle to transport medications from site to site and to attend work related meetings, as 
required.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains professional 
relationships with nurses, physicians, and other co-workers. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Functional/Technical Competency    Learning on the Fly    
Problem Solving    Time Management    Approachability    Composure    Integrity and Trust    ListeningKnowledge:    
Clerical    Customer and Personal Service    TransportationSkills:    Active Learning    Active Listening    Critical Thinking    
Reading Comprehension    Speaking    Writing    Coordination    Operation and Control    Operation Monitoring    
Judgment/Decision MakingAbilities:    Memorization    Number Facility    Problem Sensitivity    Time Sharing    Arm-Hand 
Steadiness    Finger Dexterity    Manual Dexterity    Stamina    Static Strength    Glare Sensitivity    Near Vision    Speech 
Clarity 
 
Tools and Equipment Used: 
    Computer    Printer    Scanner    Fax Machine    Calculator    Unit Dosing Equipment    Medication Counter    Bar Code 
Reader 
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098611 - PHARMACY TECHNICIAN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4595 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year full-time pharmacy clerical work under the direct supervision of a licensed pharmacist assisting in work 
involved with the identification, preservation, preparation, and dispensing of medical substances. Substitution of 
Education for Experience: Possession of a certificate or diploma in a Pharmacy Technician program from an approved 
vocational or technical school may substitute for the required one year of experience. Substitution of Experience for 
Education: Qualifying full-time pharmacy clerical work may be substituted for the required education on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: Registration as a pharmacy technician with the State of Tennessee Board of Pharmacy 
is required upon employment. A valid motor vehicle operator’s license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision of a licensed pharmacist, performs a variety of sub-professional pharmacy work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class functions in 
a variety of assignments such as assisting pharmacists with dispensing or pre-packing drugs, typing patient profile cards, 
adding new patients’ orders and discounting old orders, and typing memoranda and letters for the pharmacist. This class 
differs from that of Pharmacy Clerk in that an incumbent of the latter performs routine pharmacy clerical work, whereas 
the Pharmacy Technician assists pharmacists in more technical duties. 
 
Work Activities: 
Processing Information:    Processes medication orders by entering information and appropriate codes into patient 
record, calculating and adjusting quantities of medications, and checking for drug-related problems.    Conducts 
discharge medication reconciliation to check for discrepancies, as needed.    Compares new patient demographic 
information to existing patient records to check for inconsistencies/changes.    Processes and reconciles medications 
from fill list, night pharmacy and returns by charging or crediting them to the appropriate source.    Takes inventory of 
pharmacy medications and supplies to confirm consistency with inventory records and adjusts accordingly.Performing 
Administrative Activities:    Maintains controlled substance records, as required.    Verifies and records patients’ personal 
medications and maintains in the pharmacy until patient discharge.    Processes requisitions and reconcile invoices and 
bills through the state’s procurement system, as required.    Files medication orders received in the pharmacy into the 
appropriate file location.Monitor Processes, Materials, or Surroundings:    Monitors high risk medications to detect 
potential usage problems that may need to be reported to the pharmacist.    Monitors and replenishes pharmacy-
supplied medications to check for expiration dates, inventory levels, and proper rotation of stock.    Monitors 
refrigerators, freezers, and medication storage space used to hold medications to insure appropriate 
temperature/humidity and contents.    Monitors pharmacy supplies (e.g., plastic bags, prescription bottles, labels, forms, 
or other supplies) for reordering needs.Performing General Physical Activities:    Delivers medications for routine 
deliveries or in response to emergency situations.    Delivers medication to and from the pharmacy and nursing stations 
by pushing pharmacy carts and removing/carrying medication cassettes.    Performing physical activities that require 
considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and 
stooping.Handling and Moving Objects:    Prepares medications using appropriate personal protective equipment, as 
required.    Receives deliveries from pharmacy vendors and places stock on appropriate shelves in the pharmacy.    
Packages medication into boxes for shipping to remote sites, as required.Evaluating Information to Determine 
Compliance with Standards:    Reviews medication orders to verify they are in compliance with laws, regulations, and 



 TN Job Classification Specifications  
September 22, 2020 

standards, as needed.    Inspects medication rooms to check for compliance with all applicable rules and regulations, as 
needed.Inspecting Equipment, Structures, or Material:    Fills medication carts for accuracy before delivery, as needed.    
Inspects incoming shipments for appropriate expiration dates, damage or other problems that may warrant returning 
items to wholesaler.Documenting/Recording Information:    Creates and maintains patient profile records by entering 
demographics and updating medication orders in the pharmacy computer system.    Maintains medication inventory in 
the pharmacy computer system.Communicating with Persons Outside Organization:    Communicating with people 
outside the organization, representing the organization to customers, the public, government, and other external 
sources. This information can be exchanged in person, in writing, or by telephone or e-mail.    Communicates effectively 
and in a professional manner via telephone or email with pharmacy vendors to resolve problems with 
orders.Communicating with Supervisors, Peers, or Subordinates:    Talks effectively and in a professional manner with 
pharmacists, medical staff, or others about potential medication-related issues.    Communicates effectively and in a 
professional manner via e-mail to disseminate pharmacy related information.Monitoring and Controlling Resources:    
Fills medication orders under the supervision of a pharmacist by selecting correct medications, correctly labeling, and 
placing them into appropriate containers.Repairing and Maintaining Electronic Equipment:    Performs basic 
maintenance on pharmacy equipment such as cleaning medication counting machine between medications, as needed.    
Performs basic maintenance on office equipment such as changing toner cartridges, clearing paper jams, reconfiguring 
printer settings, or other basic maintenance tasks.Getting Information:    Receives written prescription/orders, refill, or 
floor stock requests and verifies that information is complete and accurate.Identifying Objects, Actions, and Events:    
Reconciles shipments with invoices/packing slips to insure correct type and quantity of items were 
received/shipped.Updating and Using Relevant Knowledge:    Participates in training for CPR certification, 
comprehensive crisis management, or other job-related training, as required.Interacting With Computers:    Enters and 
retrieves information in a computer using programming such as e-mail, Microsoft Office, pharmacy-specific software, 
and drug information software.Organizing, Planning, and Prioritizing Work:    Plans work so that pharmacy tasks are 
prioritized appropriately and completed in a timely manner.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates motor vehicle to transport medications from site to site and to attend work related meetings, as 
required.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains professional 
relationships with nurses, physicians, and other co-workers. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Functional/Technical Competency    Learning on the Fly    
Problem Solving    Time Management    Approachability    Composure    Integrity and Trust    ListeningKnowledge:    
Clerical    Customer and Personal Service    TransportationSkills:    Active Learning    Active Listening    Critical Thinking    
Reading Comprehension    Speaking    Writing    Coordination    Operation and Control    Operation Monitoring    
Judgment/Decision MakingAbilities:    Memorization    Number Facility    Problem Sensitivity    Time Sharing    Arm-Hand 
Steadiness    Finger Dexterity    Manual Dexterity    Stamina    Static Strength    Glare Sensitivity    Near Vision    Speech 
Clarity 
 
Tools and Equipment Used: 
    Computer    Printer    Scanner    Fax Machine    Calculator    Unit Dosing Equipment    Medication Counter    Bar Code 
Reader 
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093462 - PHOTOGRAMMETRIST 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4692 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of drafting, cartographic or photogrammetric work, of which at least one year must have been as a 
photogrammetrist. Substitution of Education for Experience: None. Substitution of Experience for Education: Qualifying 
full-time drafting, cartographic or photogrammetric work may be substituted for the required education on a year-for-
year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for photogrammetry work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working-level class in the Photogrammetrist sub-series. An 
employee in this class is responsible for photogrammetry work of average difficulty in the preparation of topographic 
maps. This class is flexibly staffed with and differs from that of Photogrammetrist 1, in that an incumbent of the latter is 
not responsible for performing at the working level. This class differs from that of Photogrammetrist 3 in that an 
incumbent of the latter is responsible for lead-level work. 
 
Work Activities: 
Processing Information  -  Compiling, coding, categorizing, calculating, tabulating, or verifying information or data.    
Performs topographical and planimetric feature collection for engineering design projects using appropriate 
photogrammetry software.    May perform or assist with aerial triangulation of photogrammetric images using 
appropriate software to compute the locations of positions within photographs relative to the ground.    Converts 
Planimetric design file into the Digital Terrain Model used to generate contours of the ground's surface.    Performs the 
digital procedures necessary to develop the completed digital orthophotography using appropriate software.    Performs 
tone balancing of orthophotographic images to ensure consistent coloring across the mosaic using appropriate software 
as part of the repair process.    Identifies, scales, and orients geodetic points, elevations, and other planimetric or 
topographic features, applying standard mathematical formulas, to ensure accuracy.    Learns to compile information 
about specific features of the earth's surface using digital remote sensing techniques to supplement photogrammetric 
projects.    Compiles data required for map preparation, including aerial photographs, survey notes, records, reports, 
and original maps. Judging the Qualities of Things, Services, or People  -  Assessing the value, importance, or quality of 
things or people.    Performs quality control reviews of photogrammetry projects, orthophotography, and design files to 
ensure that the project data is accurate, complete, and delivered according to project specifications. Thinking Creatively  
-  Developing, designing, or creating new applications, ideas, relationships, systems, or products, including artistic 
contributions.    Reviews project images and performs the cloning and/or splicing of imagery to make repairs in the 
digital orthophotography. Evaluating Information to Determine Compliance with Standards  -  Using relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards.    Compares coordinates and elevations against original stereo plotter readings and records any discrepancies 
found in control points to achieve mapping tolerances.    Determines map content and layout, as well as production 
specifications such as scale, size, projection, and colors to ensure that specifications are followed.    Reviews completed 
portion of project to ensure completeness and accuracy prior to final delivery. Analyzing Data or Information  -  
Identifying the underlying principles, reasons, or facts of information by breaking down information or data into 
separate parts.    Measures and compares distances, dimensions, and other factors related to survey data to ensure 
accuracy. Interpreting the Meaning of Information for Others  -  Translating or explaining what information means and 
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how it can be used.    Interprets technical information and verbiage to co-workers and/or internal and external business 
partners to facilitate and ensure understanding. Organizing, Planning, and Prioritizing Work  -  Developing specific goals 
and plans to prioritize, organize, and accomplish your work.    Incorporates last-minute and unscheduled tasks into 
existing workload to ensure timely and accurate completion of work.    Monitors schedules and deliverables to ensure all 
deadlines are met. Coaching and Developing Others  -  Identifying the developmental needs of others and coaching, 
mentoring, or otherwise helping others to improve their knowledge or skills.    Assists in the training of entry-level 
employees by providing on-the-job training and guidance as needed to facilitate learning and development.    Cross-
trains with peers to expand knowledge and comprehension of business acumen and to improve organizational 
efficiency. Making Decisions and Solving Problems  -  Analyzing information and evaluating results to choose the best 
solution and solve problems.    May identify and select optimal photo identifiable points from various sources for use 
during mapping control and determining flight plans. Communicating with Supervisors, Peers, or Subordinates  -  
Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    
Collaborates with co-workers when problems arise to identify solutions.    Submits project information to co-workers 
and/or supervisors for quality control review.    Provides updates, submits status reports, and attends progress meetings 
to update supervisory staff on status of current project(s).    Consults with supervisors, staff and co-workers by phone, 
written form, e-mail or in person to ensure established policies and procedures are followed.    Notifies supervisor 
and/or co-workers of items identified during quality control review needing modification or correction.    Communicates 
with supervisor prior to requesting leave and/or working overtime.    Reports hardware, software, or network issues to 
supervisor for tracking incidents. Interacting With Computers  -  Using computers and computer systems (including 
hardware and software) to program, write software, set up functions, enter data, or process information.    Tests 
software when new releases are available to determine compatibility and accuracy.    Operates computer hardware and 
software, plotters, and other equipment to complete reports, document collected data, and communicate with others 
to capture and maintain project information.    Operates office productivity software including but not limited to: word 
processing programs, spreadsheet programs, presentation software, and web-based email programs to complete 
assigned work activities.    Operates employee self-service database to maintain and view personal employment data.    
Utilizes search engines and internal and external websites to research and identify information necessary to improve 
efficiency.    Creates digital databases for use during work processes. Getting Information  -  Observing, receiving, and 
otherwise obtaining information from all relevant sources.    Downloads project information into appropriate computer 
folders to ensure that all relevant information is properly stored.    References prepared manuals and relevant 
documentation for each procedure to ensure consistent plan of action is followed.    Receives project assignment from 
supervisor to begin related work processes. Documenting/Recording Information  -  Entering, transcribing, recording, 
storing, or maintaining information in written or electronic/magnetic form.    Updates information in digital databases 
throughout the course of a project to maintain accurate records and define problem areas.    Performs regular backups 
of in-progress work to avoid data loss.    Records project start and finish dates and time spent on each model and/or 
mosaic tile to provide scheduling data. Resolving Conflicts and Negotiating with Others  -  Handling complaints, settling 
disputes, and resolving grievances and conflicts, or otherwise negotiating with others.    Reports internal and external 
conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as required. Establishing 
and Maintaining Interpersonal Relationships  -  Developing constructive and cooperative working relationships with 
others, and maintaining them over time.    Maintains professional working relationships with peers and upper 
management to ensure smooth and effective team operations. Communicating with Persons Outside Organization  -  
Communicating with people outside the organization, representing the organization to customers, the public, 
government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-
mail.    Communicates, when advised and with direction from supervisor, with external business partners to answer 
project-related questions. Scheduling Work and Activities  -  Scheduling events, programs, and activities, as well as the 
work of others.    Schedules personal workload to meet requirements as specified by supervisor or established 
procedures. Monitor Processes, Materials, or Surroundings  -  Monitoring and reviewing information from materials, 
events, or the environment, to detect or assess problems.    Monitors information systems to determine necessary 
response in the event of an abnormal occurrence. Updating and Using Relevant Knowledge  -  Keeping up-to-date 
technically and applying new knowledge to your job.    Completes required training events and maintains qualifications 
to learn new procedures and increase job proficiency.    Participates in relevant user groups to keep current with 
technology.    Attends conferences regularly to stay abreast of current industry standards. Developing and Building 
Teams  -  Encouraging and building mutual trust, respect, and cooperation among team members.    Models effective 
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performance for co-workers to provide a role model, encourage success in others, and enhance trust.    Works politely 
and courteously with co-workers, supervisors, and other business partners to enhance mutual respect, trust, and 
cooperation among team members. Performing Administrative Activities  -  Performing day-to-day administrative tasks 
such as maintaining information files and processing paperwork.    Enters personal time and leave/overtime requests 
into the appropriate databases as required.    Responds to e-mails, phone calls, and other correspondence as required. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Decision Quality    Learning on the Fly    Problem Solving    Technical Learning    Time 
Management    Boss Relationships    Integrity and Trust    Peer Relationships    Self-Development Knowledge:    
Intermediate knowledge of computer hardware and software    Intermediate knowledge of design techniques, tools and 
principles involved in production of precision technical plans, drawings, models    Intermediate knowledge of principles 
and methods for describing the features of land and waterways, including their physical characteristics, locations, and 
interrelationships Skills:    Active Learning Skills    Active Listening Skills    Critical Thinking    Intermediate Reading 
Comprehension Skills    Intermediate Speaking Skills    Intermediate Writing Skills    Basic Instructing Skills    Complex 
Problem Solving    Intermediate Operation and Control Skills    Intermediate Troubleshooting Skills    Quality Control 
Analysis    Time Management Abilities:    Intermediate Deductive Reasoning Ability    Oral Comprehension    Oral 
Expression    Intermediate Problem Sensitivity Ability    Written Comprehension    Written Expression    Intermediate 
Visualization    Finger Dexterity    Manual Dexterity    Depth Perception    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Analytical or Scientific Software    Analytical Stereoplotters    
Color Inkjet Plotters    Computer aided design CAD software    Computer Servers    Digitizers    Large-Format Plotters    
Photogrammetric Scanners    Data Compression Software    Desktop Publishing Software    Email Software    Graphics or 
Photo Imaging Software    Information Retrieval or Search Software    Map Creation Software 
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093463 - PHOTOGRAMMETRIST 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4698 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of study in engineering, engineering 
technology or other acceptable related field at an accredited college or university and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible and skilled photogrammetric work. Substitution of 
Education for Experience: None. Substitution of Experience for Education: Qualifying full-time drafting, cartographic or 
photogrammetric experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for photogrammetry work of considerable difficulty; and performs 
related work as required. Distinguishing Features: This is the lead-level class in the Photogrammetrist sub-series. An 
employee in this class is responsible for lead-level photogrammetry work in the preparation of topographic maps. This 
class differs from that of Photogrammetrist 2, in that an incumbent of the latter is not responsible for lead-level work. 
This class differs from that of Photogrammetrist Supervisor in that an incumbent of the latter is responsible for 
supervisory work. 
 
Work Activities: 
Processing Information  -  Compiling, coding, categorizing, calculating, tabulating, or verifying information or data.    
Performs aerial triangulation of photogrammetric images using appropriate software to compute the locations of 
positions within photographs relative to the ground.    Performs topographical and planimetric feature collection for 
engineering design projects using appropriate photogrammetry software.    Compiles data required for map preparation, 
including aerial photographs, survey notes, records, reports, and original maps.    Performs the digital procedures 
necessary to develop the completed digital orthophotography using appropriate software.    Performs tone balancing of 
orthophotographic images to ensure consistent coloring across the mosaic using appropriate software as part of the 
repair process.    Identifies, scales, and orients geodetic points, elevations, and other planimetric or topographic 
features, applying standard mathematical formulas, to ensure accuracy.    Tone balances orthophotography, including 
rectified images or mosaic tiles, to provide consistent tone throughout entire project.    Generates and edits seam lines 
of orthophotography for the creation of a mosaic tile.    Converts Planimetric design file into the Digital Terrain Model 
used to generate contours of the ground's surface.    Compiles information about specific features of the earth's surface 
using digital remote sensing techniques to supplement photogrammetric projects.    Generates one image file for each 
county from multiple mosaic tiles using appropriate software for delivery to external business partners.    Adds 
overviews to aerial photographs using photogrammetry batch process. Judging the Qualities of Things, Services, or 
People  -  Assessing the value, importance, or quality of things or people.    Performs quality control reviews of 
photogrammetry projects, orthophotography, and design files to ensure that the project data is accurate, complete, and 
delivered according to project specifications. Evaluating Information to Determine Compliance with Standards  -  Using 
relevant information and individual judgment to determine whether events or processes comply with laws, regulations, 
or standards.    Reviews finished projects to ensure completeness and accuracy for final delivery.    Compares 
coordinates and elevations against original stereo plotter readings and records any discrepancies found in control points 
to achieve mapping tolerances.    Determines map content and layout, as well as production specifications such as scale, 
size, projection, and colors to ensure that specifications are followed. Thinking Creatively  -  Developing, designing, or 
creating new applications, ideas, relationships, systems, or products, including artistic contributions.    Reviews project 
images and performs the cloning and/or splicing of imagery to make repairs in the digital orthophotography.    Selects or 
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creates appropriate symbols for depicting features within design files. Training and Teaching Others  -  Identifying the 
educational needs of others, developing formal educational or training programs or classes, and teaching or instructing 
others.    May instruct co-workers regarding new policies, procedures, and software programs to facilitate learning. 
Analyzing Data or Information  -  Identifying the underlying principles, reasons, or facts of information by breaking down 
information or data into separate parts.    Measures and compares distances, dimensions, and other factors related to 
survey data to ensure accuracy. Identifying Objects, Actions, and Events  -  Identifying information by categorizing, 
estimating, recognizing differences or similarities, and detecting changes in circumstances or events.    Identifies 
uncategorized features of ground's surface for inclusion in the planimetric mapping file. Estimating the Quantifiable 
Characteristics of Products, Events, or Information  -  Estimating sizes, distances, and quantities; or determining time, 
costs, resources, or materials needed to perform a work activity.    Learns to estimate time, expenses, and resources 
needed for completion of mapping projects. Monitor Processes, Materials, or Surroundings  -  Monitoring and reviewing 
information from materials, events, or the environment, to detect or assess problems.    Monitors progress of co-
workers as assigned by supervisor to ensure deadlines are met.    Monitors information systems to determine necessary 
response in the event of an abnormal occurrence.    Monitors co-workers to verify that all information is being backed 
up properly. Making Decisions and Solving Problems  -  Analyzing information and evaluating results to choose the best 
solution and solve problems.    Identifies network, hardware, and software-related issues and recommends solutions to 
supervisor for resolution.    Identifies and selects optimal photo identifiable points from various sources for use during 
mapping control and determining flight plans. Scheduling Work and Activities  -  Scheduling events, programs, and 
activities, as well as the work of others.    Leads and/or observes the daily work activities of co-workers to ensure all 
deadlines are met.    Schedules personal workload to meet requirements as specified by supervisor or established 
procedures. Organizing, Planning, and Prioritizing Work  -  Developing specific goals and plans to prioritize, organize, and 
accomplish your work.    Incorporates last-minute and unscheduled tasks into existing workload to ensure timely and 
accurate completion of work.    Organizes and prioritizes personal workload using calendars and lists to ensure timely 
and accurate completion of work. Coaching and Developing Others  -  Identifying the developmental needs of others and 
coaching, mentoring, or otherwise helping others to improve their knowledge or skills.    Assists in the training of less-
experienced co-workers by providing on-the-job training and guidance as needed to facilitate learning and development.    
Cross-trains with peers to expand knowledge and comprehension of business acumen and to improve organizational 
efficiency. Staffing Organizational Units  -  Recruiting, interviewing, selecting, hiring, and promoting employees in an 
organization.    Participates in the hiring process including identifying hiring criteria, recruiting and interviewing 
applicants. Provide Consultation and Advice to Others  -  Providing guidance and expert advice to management or other 
groups on technical, systems-, or process-related topics.    Evaluates project requirements and recommends remote 
sensing technique to be used to meet required standards of accuracy. Communicating with Persons Outside 
Organization  -  Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail.    Communicates, with direction from supervisor, with external business partners by phone, written 
form, e-mail or in person to answer project-related questions and solve technical issues.Interpreting the Meaning of 
Information for Others  -  Translating or explaining what information means and how it can be used.    Interprets 
technical information and verbiage to co-workers and/or internal and external business partners to facilitate and ensure 
understanding. Performing Administrative Activities  -  Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork.    Archives completed project information to specified server locations 
and/or external media for future access.    Maintains directory of archives with all project-related information to ensure 
accurate record keeping and future retrieval of information.    Copies and organizes all project information into the 
designated server location to ensure that files are available to others when needed.    Maintains and analyzes the drive 
content of other photogrammetrists for obsolete and/or duplicate project files in order to maintain optimal computer 
performance and storage space.    Copies newly created symbols to appropriate server location for distribution to co-
workers.    Enters personal time and leave/overtime requests into the appropriate databases as required.    Responds to 
e-mails, phone calls, and other correspondence as required. Communicating with Supervisors, Peers, or Subordinates  -  
Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    
Coordinates with co-workers to identify solutions, make image repairs, and overcome limitations of photogrammetry 
software.    Submits project information to co-workers and/or supervisors for quality control review.    Provides updates, 
submits status reports, and attends progress meetings to update supervisory staff on status of current project(s).    
Consults with supervisors, staff and co-workers by phone, written form, e-mail, or in person to ensure established 
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policies and procedures are followed.    Notifies supervisor and/or co-workers of items identified during quality control 
review needing modification or correction.    Communicates with supervisor prior to requesting leave and/or working 
overtime.    Reports hardware, software, or network issues to supervisor for tracking incidents. Interacting With 
Computers  -  Using computers and computer systems (including hardware and software) to program, write software, 
set up functions, enter data, or process information.    Organizes the testing of software when new releases are available 
to determine compatibility and accuracy.    Operates computer hardware and software, plotters, and other equipment 
to complete reports, document collected data, and communicate with others to capture and maintain project 
information.    Operates office productivity software including but not limited to: word processing programs, 
spreadsheet programs, presentation software, and web-based email programs to complete assigned work activities.    
Creates digital databases for use during work processes.    Operates employee self-service database to maintain and 
view personal employment data.    Utilizes search engines and internal and external websites to research and identify 
information necessary to improve efficiency. Updating and Using Relevant Knowledge  -  Keeping up-to-date technically 
and applying new knowledge to your job.    Assists in the creation and maintenance of training materials to maintain 
consistency of work and knowledge base.    Completes required training events and maintains qualifications to learn 
new procedures and increase job proficiency.    Participates in relevant user groups to keep current with technology.    
Attends conferences regularly to stay abreast of current industry standards. Getting Information  -  Observing, receiving, 
and otherwise obtaining information from all relevant sources.    Downloads project information into appropriate 
computer folders to individually assigned work station to ensure that all relevant information is properly stored.    
References prepared manuals and relevant documentation for each procedure to ensure consistent plan of action is 
followed.    Receives project assignment from supervisor to begin related work processes.    Researches historical and 
current data to obtain information about projects and/or materials proposed for use. Documenting/Recording 
Information  -  Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic 
form.    Updates information in digital databases throughout the course of a project to maintain accurate records and 
define problem areas.    Performs regular backups of in-progress work to avoid data loss.    Records project start and 
finish dates and time spent on each model and/or mosaic tile to provide scheduling data. Developing and Building 
Teams  -  Encouraging and building mutual trust, respect, and cooperation among team members.    Models effective 
performance for co-workers to provide a role model, encourage success in others, and enhance trust.    Works politely 
and courteously with co-workers, supervisors, and other business partners to enhance mutual respect, trust, and 
cooperation among team members. Resolving Conflicts and Negotiating with Others  -  Handling complaints, settling 
disputes, and resolving grievances and conflicts, or otherwise negotiating with others.    Reports internal and external 
conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as required. Establishing 
and Maintaining Interpersonal Relationships  -  Developing constructive and cooperative working relationships with 
others, and maintaining them over time.    Maintains professional working relationships with peers and upper 
management to ensure smooth and effective team operations. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional/Technical Competency    Learning on the Fly    Problem Solving    Informing    
Planning    Perseverance    Boss Relationships    Building Effective Teams    Integrity and Trust Knowledge:    Intermediate 
knowledge of computer hardware and software    Intermediate knowledge of design techniques, tools and principles 
involved in production of precision technical plans, drawings, and models    Intermediate knowledge of principles and 
methods for describing the features of land and waterways, including their physical characteristics, locations, and 
interrelationships    Intermediate knowledge of education and training regarding new policies, procedures, and software 
programs Skills:    Active Learning Skills    Active Listening Skills    Critical Thinking Skills    Intermediate skill in selecting 
learning strategies    Basic skill of monitoring performance of self and others    Advanced Reading Comprehension Skills    
Advanced Speaking Skills    Advanced Writing Skills    Intermediate Instructing Skills    Basic Skill of Negotiation    Complex 
Problem Solving Skills    Intermediate Operation and Control Skills    Intermediate Troubleshooting Skills    Intermediate 
Quality Control Skills    Time Management Abilities:    Intermediate Deductive Reasoning Ability    Oral Comprehension    
Oral Expression    Intermediate Problem Sensitivity Ability    Written Comprehension    Written Expression    Intermediate 
Visualization    Finger Dexterity    Manual Dexterity    Depth Perception    Visual Color Discrimination 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Analytical or Scientific Software    Analytical Stereoplotters    
Color Inkjet Plotters    Computer aided design CAD software    Computer Servers    Digitizers    Large-Format Plotters    
Photogrammetric Scanners    Data Compression Software    Desktop Publishing Software    Email Software    Graphics or 
Photo Imaging Software    Information Retrieval or Search Software    Map Creation Software 
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093464 - PHOTOGRAMMETRIST SUPERVISOR 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4705 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of study in engineering, engineering 
technology or other acceptable related field at an accredited college or university and experience equivalent to 
substantial (five or more years of) full-time increasingly responsible and skilled photogrammetric work. Substitution of 
Education for Experience: None. Substitution of Experience for Education: Qualifying full-time drafting, cartographic or 
photogrammetric experience may be substituted for the required education on a year-for-year basis, to a maximum of 
two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory photogrammetry work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the first supervisory class in the Photogrammetrist 
sub-series. An employee in this class is responsible for supervising a single team of photogrammetrists in the 
preparation of topographic maps. This class differs from that of Photogrammetrist 3 in that an incumbent of the latter is 
not responsible for supervisory work. This class differs from that of Photogrammetrist Supervisor 2 in that an incumbent 
of the latter is responsible for supervising multiple teams of photogrammetrists. 
 
Work Activities: 
Training and Teaching Others  -  Identifying the educational needs of others, developing formal educational or training 
programs or classes, and teaching or instructing others.    Develops manuals and relevant documentation for procedures 
to ensure consistent plan of action is followed.    Instructs assigned subordinates regarding new policies, procedures, 
and software programs to facilitate learning.    Conducts new employee onboarding steps as required to educate new 
hires on departmental and work unit rules, regulations, guidelines, processes, and procedures.Analyzing Data or 
Information  -  Identifying the underlying principles, reasons, or facts of information by breaking down information or 
data into separate parts.    Analyzes documentation for employee appointments, promotions, demotions, 
reclassifications, flex class changes, separations, terminations, transfers, retirements, and information changes in 
operating agencies to identify trends, changes, and other relevant factors and to inform reporting.    Analyzes 
photogrammetry processes, policies, and procedures to develop recommendations for improvements in operations. 
Developing Objectives and Strategies  -  Establishing long-range objectives and specifying the strategies and actions to 
achieve them.    Develops performance plans for assigned subordinates to communicate responsibilities and expected 
performance outcomes. Judging the Qualities of Things, Services, or People  -  Assessing the value, importance, or 
quality of things or people.    May perform quality control reviews of photogrammetry projects, orthophotography, and 
design files to ensure that the project data is accurate, complete, and delivered according to project specifications. 
Processing Information  -  Compiling, coding, categorizing, calculating, tabulating, or verifying information or data.    May 
perform aerial triangulation of photogrammetric images using appropriate software to compute the locations of 
positions within photographs relative to the ground.    Generates and edits seam lines of orthophotography for the 
creation of a mosaic tile.    Compiles data required for map preparation, including aerial photographs, survey notes, 
records, reports, and original maps.    Performs the digital procedures necessary to develop the completed digital 
orthophotography using appropriate software.    Identifies, scales, and orients geodetic points, elevations, and other 
planimetric or topographic features, applying standard mathematical formulas, to ensure accuracy.    Tone balances 
orthophotography, including rectified images or mosaic tiles, to provide consistent tone throughout entire project.    
Generates one image file for each county from multiple mosaic tiles using appropriate software for delivery to external 
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business partners. Thinking Creatively  -  Developing, designing, or creating new applications, ideas, relationships, 
systems, or products, including artistic contributions.    Assists in the development of policies, procedure manuals, 
spreadsheets, presentations, forms, form letters, memos, database queries, logs, and other systems as required to 
facilitate accurate data gathering, tracking, training, and dissemination.    May review project images and perform 
cloning and/or splicing of imagery to make repairs in the digital orthophotography.    Participates in brainstorming 
sessions to develop process-streamlining initiatives and improve business practices.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Approves appropriate symbols for 
depicting features within design files and coordinates addition of feature symbols with appropriate staff to ensure 
consistency of work. Guiding, Directing, and Motivating Subordinates  -  Providing guidance and direction to 
subordinates, including setting performance standards and monitoring performance.    Sets performance standards and 
goals for subordinates and monitors performance.    Provides motivation through positive reinforcement to promote a 
productive and efficient work environment.    Leads subordinates to perform and implement activities according to 
applicable department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Supervises 
project development, reports, and applications by review of subordinate submittals to provide approval or feedback.    
Provides informal performance feedback advice to assigned subordinates to assist with personal and professional 
development. Provide Consultation and Advice to Others  -  Providing guidance and expert advice to management or 
other groups on technical, systems-, or process-related topics.    Provides technical guidance to external and/or internal 
business partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Notifies 
appropriate personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.    Assists assigned subordinates in resolving processing problems to enhance development and 
team performance.    Advises upper management on team standard operating procedures, best practices, and other 
workflow factors to inform strategy development and decision making.    Makes recommendations for changes in 
operations which affect the economy, efficiency and quality of agency operations and services. Coaching and Developing 
Others  -  Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to 
improve their knowledge or skills.    Facilitates cross-training among assigned subordinates to expand knowledge and 
comprehension of business acumen and to improve organizational efficiency.    Discusses performance with 
subordinates to identify and correct deficiencies and to reinforce strengths.    Mentors assigned subordinates by 
providing feedback and information on organizational culture, policies and procedures, workflow and chain of 
command, task prioritization, proper documentation, use of systems and available functionality, and how to most 
effectively and efficiently perform their assigned tasks.    Educates candidates on the application and hiring process to 
facilitate accurate and timely submission of documentation. Developing and Building Teams  -  Encouraging and building 
mutual trust, respect, and cooperation among team members.    Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development.    Identifies motivational factors relevant to assigned subordinates 
to enhance commitment and performance.    Works politely and courteously with co-workers, supervisors, and other 
business partners to enhance mutual respect, trust, and cooperation among team members.    Models effective 
performance for assigned subordinates to provide a role model, encourage success in others, and enhance trust. 
Organizing, Planning, and Prioritizing Work  -  Developing specific goals and plans to prioritize, organize, and accomplish 
your work.    Delegates tasks to assigned subordinates based on their competency level to ensure work is completed 
efficiently, accurately, and timely.    Incorporates last-minute and unscheduled tasks into existing workload to ensure 
timely and accurate completion of work.    Organizes and prioritizes personal workload using calendars and lists to 
ensure timely and accurate completion of work. Scheduling Work and Activities  -  Scheduling events, programs, and 
activities, as well as the work of others.    Schedules and coordinates the work of assigned subordinates to ensure timely 
submission of required information.    Leads and/or observes the daily work activities of co-workers to ensure all 
deadlines are met.    Schedules personal workload to meet requirements as specified by supervisor or established 
procedures. Identifying Objects, Actions, and Events  -  Identifying information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events.    Identifies work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.    Identifies changes to policies to update standard operating procedures 
and ensure that the work of assigned subordinates is in compliance with the most current standards. Interpreting the 
Meaning of Information for Others  -  Translating or explaining what information means and how it can be used.    
Interprets and explains a variety of current departmental rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure compliance.    
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Interprets and explains technical information and verbiage to co-workers and/or internal and external business partners 
to facilitate and ensure understanding. Resolving Conflicts and Negotiating with Others  -  Handling complaints, settling 
disputes, and resolving grievances and conflicts, or otherwise negotiating with others.    Assists with investigating and 
solving conflicts between internal business partners and agency employees according to departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    
Reports internal and external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting 
authority as required. Estimating the Quantifiable Characteristics of Products, Events, or Information  -  Estimating sizes, 
distances, and quantities; or determining time, costs, resources, or materials needed to perform a work activity.    
Estimates time, expenses, and resources needed for completion of mapping projects. Staffing Organizational Units  -  
Recruiting, interviewing, selecting, hiring, and promoting employees in an organization.    Assists in the hiring process 
including recruiting, identifying hiring criteria, and interviewing applicants. Getting Information  -  Observing, receiving, 
and otherwise obtaining information from all relevant sources.    Collects information from staff regarding status 
updates and project schedules to effectively make decisions, communicate to upper management, and prioritize work.    
Facilitates management meetings and conferences/conference calls to gather information on new policies, procedures, 
process updates, best practices, and other changes.    Researches relevant policies, procedures, guidelines, rules, 
regulations, and laws using physical and electronic sources to facilitate conflict resolution, problem solving, and decision 
making.    Makes regular contacts with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information.    Researches historical and 
current data to obtain information about projects and/or materials proposed for use.    Downloads project information 
into appropriate computer folders to individually assigned work station to ensure that all relevant information is 
properly stored.    Receives project assignment from supervisor to begin related work processes. 
Documenting/Recording Information  -  Entering, transcribing, recording, storing, or maintaining information in written 
or electronic/magnetic form.    Completes performance management documentation for all assigned subordinates.    
Documents information provided during meetings and training when serving as the sole agency representative to ensure 
accurate information is disseminated to others.    Updates information in digital databases throughout the course of a 
project to maintain accurate records and define problem areas.    Performs regular backups of in-progress work to avoid 
data loss.    Records project start and finish dates and time spent on each model and/or mosaic tile to provide 
scheduling data. Coordinating the Work and Activities of Others  -  Getting members of a group to work together to 
accomplish tasks.    Coordinates with departmental staff to resolve complex or highly sensitive issues to ensure project 
schedules and project cost are reviewed.    Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage.    Coordinates workload with internal and external business partners as 
required to facilitate timely and accurate task completion.    Coordinates with upper management, peers, and assigned 
subordinates to facilitate equitable workload dissemination.    Coordinates with internal and external business partners 
to implement remote sensing technique needed to meet required standards of accuracy. Monitor Processes, Materials, 
or Surroundings  -  Monitoring and reviewing information from materials, events, or the environment, to detect or 
assess problems.    Monitors progress of assigned subordinates to ensure deadlines are met.    Monitors information 
systems to determine necessary response in the event of an abnormal occurrence.    Monitors assigned subordinates to 
verify that all information is being backed up properly.    Monitors subordinate attendance, leave, time worked, 
schedules, travel and other information. Making Decisions and Solving Problems  -  Analyzing information and evaluating 
results to choose the best solution and solve problems.    Assists in the resolution of network, hardware, and software-
related issues.    Identifies and selects optimal photo identifiable points from various sources for use during mapping 
control and determining flight plans.    Specifies location of archived files for future access. Establishing and Maintaining 
Interpersonal Relationships  -  Developing constructive and cooperative working relationships with others, and 
maintaining them over time.    Maintains professional working relationships with peers, with assigned subordinates, and 
with upper management to ensure smooth and effective team operations.    Acts as a liaison with internal and external 
business partners and other organizational representatives to ensure accurate and timely processing of information and 
deliverables.    Networks with internal and external business partners to ensure open dialogue exists and to facilitate 
coordination and unified effort. Evaluating Information to Determine Compliance with Standards  -  Using relevant 
information and individual judgment to determine whether events or processes comply with laws, regulations, or 
standards.    Determines map content and layout, as well as production specifications such as scale, size, projection, and 
colors to ensure that specifications are followed. Performing Administrative Activities  -  Performing day-to-day 
administrative tasks such as maintaining information files and processing paperwork.    Maintains archives of 
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correspondence among internal and external business partners for future reference.    Archives completed project 
information to specified server locations and/or external media for future access.    Maintains directory of archives with 
all project-related information to ensure accurate record keeping and future retrieval of information.    Enters personal 
time and leave/overtime requests into the appropriate databases as required.    Responds to e-mails, phone calls, and 
other correspondence as required.    Maintains and analyzes the drive content of assigned subordinates for obsolete 
and/or duplicate project files in order to maintain optimal computer performance and storage space.    May copy and 
organize project information into the designated server location to ensure that files are available to others when 
needed.    Submits help desk tickets for assistance with hardware, software, or network access issues to IT staff and 
monitors resolutions.    Approves or denies subordinate time, leave requests, and expense requests to ensure accurate 
and timely processing.    May copy newly created symbols to appropriate server location for distribution to co-workers. 
Communicating with Supervisors, Peers, or Subordinates  -  Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person.    Submits project information to supervisors for quality 
control review.    Coordinates with co-workers to identify solutions, make image repairs, and overcome limitations of 
photogrammetry software.    Provides updates, submits status reports, and attends progress meetings to update 
assigned subordinates on status of current project(s).    Consults with supervisors, assigned subordinates and co-workers 
by phone, written form, e-mail or in person to ensure established policies and procedures are followed.    Notifies 
supervisor and/or assigned subordinates of items identified during quality control review needing modification or 
correction.    Sends notification of special events, changes, approvals, and deadlines to internal business partners to 
ensure timely and accurate receipt of information.    Communicates with supervisor prior to requesting leave and/or 
working overtime. Interacting With Computers  -  Using computers and computer systems (including hardware and 
software) to program, write software, set up functions, enter data, or process information.    Organizes the testing of 
software when new releases are available to determine compatibility and accuracy.    Creates digital databases for use 
during work processes.    Operates computer hardware and software, plotters, and other equipment to complete 
reports, document collected data, and communicate with others to capture and maintain project information.    
Operates office productivity software including but not limited to: word processing programs, spreadsheet programs, 
presentation software, and web-based email programs to complete assigned work activities.    Operates employee self-
service database to maintain and view personal employment data.    Utilizes search engines and internal and external 
websites to research and identify information necessary to improve efficiency. Updating and Using Relevant Knowledge  
-  Keeping up-to-date technically and applying new knowledge to your job.    Assists in the creation and maintenance of 
training materials to maintain consistency of work and knowledge base.    Completes required training events and 
maintains qualifications to learn new procedures and increase job proficiency.    Participates in relevant user groups to 
keep current with technology.    Attends conferences regularly to stay abreast of current industry standards. 
Communicating with Persons Outside Organization  -  Communicating with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail.    Communicates with external business partners by phone, 
written form, e-mail or in person to answer project-related questions and solve technical issues.    Communicates with 
external business partners to facilitate outside events and programs in which the work unit participates. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Directing Others    Managerial Courage    
Comfort Around Higher Management    Presentation Skills    Approachability    Building Effective Teams    Composure    
Integrity and Trust Knowledge:    Basic knowledge of administration and management    Advanced knowledge of 
computer hardware and software    Advanced knowledge of design techniques, tools and principles involved in 
production of precision technical plans, drawings, and models    Advanced knowledge of principles and methods for 
describing the features of land and waterways, including their physical characteristics, locations, and interrelationships    
Intermediate knowledge of education and training regarding new policies, procedures, and software programs    Basic 
knowledge of personnel and human resources Skills:    Active Learning Skills    Active Listening Skills    Critical Thinking 
Skills    Intermediate skill in selecting learning strategies               Intermediate skill of monitoring performance of self and 
others    Advanced Reading Comprehension Skills    Advanced Speaking Skills    Advanced Writing Skills    Intermediate 
Instructing Skills    Intermediate Skill of Negotiation    Complex Problem Solving Skills    Intermediate operation and 
control skills    Advanced Troubleshooting Skills    Time Management Abilities:    Intermediate Deductive Reasoning 
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Ability    Oral Comprehension    Oral Expression    Advanced Problem Sensitivity Ability    Written Comprehension    
Written Expression    Advanced Visualization    Depth Perception    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Analytical or Scientific Software    Analytical Stereoplotters    
Color Inkjet Plotters    Computer aided design CAD software    Computer Servers    Digitizers    Large-Format Plotters    
Photogrammetric Scanners    Data Compression Software    Desktop Publishing Software    Email Software    Graphics or 
Photo Imaging Software    Information Retrieval or Search Software    Map Creation Software 
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072681 - PHYSICAL THERAPIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2017 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
therapy. OR Graduation from a physical therapist program accredited by the Commission on Accreditation in Physical 
Education (CAPTE) and approved by the Board of Physical Therapy. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or temporarily permitted to practice as a Physical Therapist by the Health 
Related Board. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional physical therapy work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the entry-
working class in the Physical Therapy sub-series. An employee in this class is certified to perform professional-level 
physical therapy work and directs a physical therapy program where the principles and techniques of treating disease, 
bodily weaknesses, or physical defects are applied through therapeutic exercises, mobilization, and other physical 
remedies. This class differs from Physical Therapy Director in that an incumbent of the latter directs all professional and 
paraprofessional physical therapy personnel at a facility or agency. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an individual's status such as medical or 
behavioral issues that may interfere with the implementation and performance of overall plan of care.Assisting and 
Caring for Others:    Uses behavioral management techniques as a means to modify service recipient behaviors to 
promote successful outcomes.    Implements the crisis plan in both practice drills and crisis situations to promote health, 
welfare and safety of all service recipients.    Ensures service recipients receive prompt medical/mental health care from 
appropriate personnel to promote health, welfare and safety.    Assists service recipients in restoring lost skills, gaining 
new skills or maintaining existing skills through physical therapy to promote positive outcomes.Judging the Qualities of 
Things, Services, or People:    Administers physical therapy screenings and/or evaluation procedures in order to 
determine an individual's present skill level and needs.    Evaluates the performance of support staff through 
performance evaluations and SMART goals to ensure quality person-centered services.    Evaluates an individual's use of 
adaptive equipment while in treatment for further assessment to ensure positive individual outcomes.Resolving 
Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes among staff, 
customers, and other sources to provide the most effective use of program resources and positive outcomes through 
mediation, discussions, or other problem solving techniques deemed appropriate.Controlling Machines and Processes:    
Operates a variety of therapeutic equipment (i.e., exercise equipment, treatment modalities, etc.) as part of the plan of 
care.    Fabricates and modifies adaptive equipment to meet service recipient needs.Staffing Organizational Units:    May 
conduct interviews with applicants and review resumes to identify relevant skills and work experience to assist in the 
selection of the most qualified candidates for job openings.Getting Information:    Gathers information through 
observation, chart review, interviews, hands-on evaluation, and team collaboration to determine need for physical 
therapy intervention, to develop individualized treatment plans and/or to assess effectiveness of current treatment 
plans.Communicating with Persons Outside Organization:    Provides information to outside agencies, vendors, 
manufacturers or medical personnel and/or other disciplines regarding progress and effectiveness of intervention to 
ensure goals and objectives are being addressed.Guiding, Directing, and Motivating Subordinates:    Motivates staff 
through goal-setting to improve performance.    Supervises therapeutic staff by establishing caseloads and treatment 
plan components for timely implementation of services.Provide Consultation and Advice to Others:    Provides discipline-
specific consults as requested by other professionals to promote optimal outcomes.Performing General Physical 
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Activities:    Performs physical activities that require considerable use of arms and legs and whole body movement such 
as lifting, transferring, walking, and stooping while assisting to implement the plan of treatment.    Uses hands and arms 
to handle, position, move, and manipulate treatment equipment to provide the most optimal therapeutic environment 
for clients.Interpreting the Meaning of Information for Others:    Explains assessment results, medical terminology 
and/or treatment plans to provide clarity and understanding in a manner appropriate for the individuals.    Assists in 
developing, interpreting, and enforcing departmental policy and procedure and in interpreting or enforcing facility 
policy to ensure effective service delivery.Thinking Creatively:    Designs, creates or adapts equipment, treatments and 
programs to achieve optimal functional outcomes.    Works with staff to formulate creative ideas and find solutions to 
problems in an effort to promote and improve service delivery.Developing Objectives and Strategies:    Develops 
treatment programs as indicated by evaluation results to best meet the needs of the service recipient.    Generates goals 
for assigned subordinates; develops motivational strategies to enhance investment and participation in special events 
and project.Documenting/Recording Information:    Documents all staff disciplinary interventions, per protocol, in 
compliance with state and federal guidelines.    Documents all concerns/complaints to ensure health and safety of all 
parties involved per protocol.    Records and maintains documentation in order to meet physical therapy, facility, federal 
and state guidelines.Making Decisions and Solving Problems:    Develops recommendations based upon evaluation 
results for such treatment needs as individual follow-up, orthopedic and/or neurological review, use of adaptive 
equipment, individual positioning, and referral to other program services.    Performs assessments in specific areas such 
as, but not limited to, functional mobility, gross motor skills, and adaptive equipment to provide information for the 
development of individualized treatment plans.    Assesses the environment for safety concerns and determines 
appropriate equipment usage or environmental modification based on service recipient needs.    Advises staff regarding 
problems to ensure compliance with policy, law, and effective service delivery.    Selects job candidates who best fit 
available positions to ensure optimal program success.    Approves travel, time and attendance, training and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.Analyzing Data or Information:    Analyzes, interprets, and 
provides feedback on performance data to improve program outcomes and staff effectiveness.Training and Teaching 
Others:    Teaches functional mobility skills to service recipients to promote an optimal level of independence.    
Conducts training and instruction in the fundamentals of physical therapy for staff, students, volunteers, and other 
community representatives to ensure the most current information and techniques are shared with others.    Provides 
orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and 
individual judgment to determine whether events or processes comply with physical therapy, facility, federal and state 
guidelines.    Identifies training needs by reviewing documented staff issues and identifying errors in records.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to physical 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.    Oversees workflow and processing of paperwork 
within unit to ensure effective and quality services are delivered to service recipient.Performing for or Working Directly 
with the Public:    Works directly with the public for the purpose of marketing, community re-entry rehabilitation, 
community education and program development.Communicating with Supervisors, Peers, or Subordinates:    Provides 
information regarding progress and effectiveness of intervention to ensure goals and objectives are being addressed.    
May act as a resource person and offer guidance to co-workers to provide an efficient cohesive work 
environment.Performing Administrative Activities:    Enters/approves time and leave/overtime requests into appropriate 
databases as needed; responds to email, phone calls and other correspondence as required in a timely manner.Updating 
and Using Relevant Knowledge:    Attends conferences, in-service training, and continuing education programs as 
required to maintain licensure.    Attends conferences, in-service training, continuing education programs and other 
related meetings as required to remain current on new practices in the physical therapy field specialty areas, such as, 
but not limited to, assistive technology, traumatic brain injury and spinal cord injury.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive working relationships with co-workers, supervisors and other 
facility staff to promote a positive work environment and ensure quality service.Scheduling Work and Activities:    
Prioritizes and delegates tasks to other staff to assist with carrying out treatment plans.    Schedules treatments and 
interventions for service recipients receiving physical therapy services/programs and may be responsible for scheduling 
the work of other staff for coordination of care.    Schedules meetings and trainings to inform and update staff and 
customers regarding program changes and other relevant information.Monitoring Processes, Materials, or 
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Surroundings:    Monitors the proper use of adaptive equipment by individuals engaged in therapy to ensure the 
equipment is appropriate and meets the needs of the client.     Keeps equipment in good repair or refers to appropriate 
discipline to assure safety standards are met as directed.    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Maintains treatment area and/or working environment in orderly manner to ensure work areas function optimally.    
Requests supplies as needed to maintain appropriate supply inventories.Interacting With Computers:    Operates 
computer hardware and software, scanners, and other equipment to complete reports, input data, communicate with 
others, and capture and maintain program information.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates state vehicles when necessary to perform job duties.    Operates state vehicles to transport service recipient to 
community outings, trainings and appointments. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                               Learning on the Fly                     Written 
Communications                             Customer Focus                          Process Management                                  Problem Solving                    
Drive for Results                         Ethics and Values                        Self-Development                       Dealing with Paradox 
Knowledge:    Intermediate Knowledge of Education and Training                                   Intermediate Knowledge of Physical 
Therapy Principles and Methods                      Intermediate Knowledge of Psychology                     Intermediate Knowledge 
of Medicine and Dentistry Skills:    Monitoring Skills                        Instructing Skills                         Active Learning Skills                            
Active Listening Skills                                Critical Thinking Skills                               Service Orientation Skills                            
Complex Problem Solving Skills                                Judgment and Decision Making Skills                        Social Perceptiveness 
Skills                        Technology Design Skills                           Management of Material Resources Skills                                  
Equipment Selection Skills       Abilities:    Written Expression Ability                          Oral Comprehension Ability                       
Written Comprehension Ability                                  Originality                                   Problem Sensitivity                     Oral 
Expression Ability                              Dynamic Strength Ability                           Gross Body Coordination Ability                               
Dynamic Flexibility Ability 
 
Tools and Equipment Used: 
    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle    
Digital Camera 
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072681 - PHYSICAL THERAPIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2018 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
therapy. OR Graduation from a physical therapist program accredited by the Commission on Accreditation in Physical 
Education (CAPTE) and approved by the Board of Physical Therapy. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or temporarily permitted to practice as a Physical Therapist by the Health 
Related Board. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional physical therapy work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the entry-
working class in the Physical Therapy sub-series. An employee in this class is certified to perform professional-level 
physical therapy work and directs a physical therapy program where the principles and techniques of treating disease, 
bodily weaknesses, or physical defects are applied through therapeutic exercises, mobilization, and other physical 
remedies. This class differs from Physical Therapy Director in that an incumbent of the latter directs all professional and 
paraprofessional physical therapy personnel at a facility or agency. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an individual's status such as medical or 
behavioral issues that may interfere with the implementation and performance of overall plan of care.Assisting and 
Caring for Others:    Uses behavioral management techniques as a means to modify service recipient behaviors to 
promote successful outcomes.    Implements the crisis plan in both practice drills and crisis situations to promote health, 
welfare and safety of all service recipients.    Ensures service recipients receive prompt medical/mental health care from 
appropriate personnel to promote health, welfare and safety.    Assists service recipients in restoring lost skills, gaining 
new skills or maintaining existing skills through physical therapy to promote positive outcomes.Judging the Qualities of 
Things, Services, or People:    Administers physical therapy screenings and/or evaluation procedures in order to 
determine an individual's present skill level and needs.    Evaluates the performance of support staff through 
performance evaluations and SMART goals to ensure quality person-centered services.    Evaluates an individual's use of 
adaptive equipment while in treatment for further assessment to ensure positive individual outcomes.Resolving 
Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes among staff, 
customers, and other sources to provide the most effective use of program resources and positive outcomes through 
mediation, discussions, or other problem solving techniques deemed appropriate.Controlling Machines and Processes:    
Operates a variety of therapeutic equipment (i.e., exercise equipment, treatment modalities, etc.) as part of the plan of 
care.    Fabricates and modifies adaptive equipment to meet service recipient needs.Staffing Organizational Units:    May 
conduct interviews with applicants and review resumes to identify relevant skills and work experience to assist in the 
selection of the most qualified candidates for job openings.Getting Information:    Gathers information through 
observation, chart review, interviews, hands-on evaluation, and team collaboration to determine need for physical 
therapy intervention, to develop individualized treatment plans and/or to assess effectiveness of current treatment 
plans.Communicating with Persons Outside Organization:    Provides information to outside agencies, vendors, 
manufacturers or medical personnel and/or other disciplines regarding progress and effectiveness of intervention to 
ensure goals and objectives are being addressed.Guiding, Directing, and Motivating Subordinates:    Motivates staff 
through goal-setting to improve performance.    Supervises therapeutic staff by establishing caseloads and treatment 
plan components for timely implementation of services.Provide Consultation and Advice to Others:    Provides discipline-
specific consults as requested by other professionals to promote optimal outcomes.Performing General Physical 
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Activities:    Performs physical activities that require considerable use of arms and legs and whole body movement such 
as lifting, transferring, walking, and stooping while assisting to implement the plan of treatment.    Uses hands and arms 
to handle, position, move, and manipulate treatment equipment to provide the most optimal therapeutic environment 
for clients.Interpreting the Meaning of Information for Others:    Explains assessment results, medical terminology 
and/or treatment plans to provide clarity and understanding in a manner appropriate for the individuals.    Assists in 
developing, interpreting, and enforcing departmental policy and procedure and in interpreting or enforcing facility 
policy to ensure effective service delivery.Thinking Creatively:    Designs, creates or adapts equipment, treatments and 
programs to achieve optimal functional outcomes.    Works with staff to formulate creative ideas and find solutions to 
problems in an effort to promote and improve service delivery.Developing Objectives and Strategies:    Develops 
treatment programs as indicated by evaluation results to best meet the needs of the service recipient.    Generates goals 
for assigned subordinates; develops motivational strategies to enhance investment and participation in special events 
and project.Documenting/Recording Information:    Documents all staff disciplinary interventions, per protocol, in 
compliance with state and federal guidelines.    Documents all concerns/complaints to ensure health and safety of all 
parties involved per protocol.    Records and maintains documentation in order to meet physical therapy, facility, federal 
and state guidelines.Making Decisions and Solving Problems:    Develops recommendations based upon evaluation 
results for such treatment needs as individual follow-up, orthopedic and/or neurological review, use of adaptive 
equipment, individual positioning, and referral to other program services.    Performs assessments in specific areas such 
as, but not limited to, functional mobility, gross motor skills, and adaptive equipment to provide information for the 
development of individualized treatment plans.    Assesses the environment for safety concerns and determines 
appropriate equipment usage or environmental modification based on service recipient needs.    Advises staff regarding 
problems to ensure compliance with policy, law, and effective service delivery.    Selects job candidates who best fit 
available positions to ensure optimal program success.    Approves travel, time and attendance, training and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.Analyzing Data or Information:    Analyzes, interprets, and 
provides feedback on performance data to improve program outcomes and staff effectiveness.Training and Teaching 
Others:    Teaches functional mobility skills to service recipients to promote an optimal level of independence.    
Conducts training and instruction in the fundamentals of physical therapy for staff, students, volunteers, and other 
community representatives to ensure the most current information and techniques are shared with others.    Provides 
orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and 
individual judgment to determine whether events or processes comply with physical therapy, facility, federal and state 
guidelines.    Identifies training needs by reviewing documented staff issues and identifying errors in records.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to physical 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.    Oversees workflow and processing of paperwork 
within unit to ensure effective and quality services are delivered to service recipient.Performing for or Working Directly 
with the Public:    Works directly with the public for the purpose of marketing, community re-entry rehabilitation, 
community education and program development.Communicating with Supervisors, Peers, or Subordinates:    Provides 
information regarding progress and effectiveness of intervention to ensure goals and objectives are being addressed.    
May act as a resource person and offer guidance to co-workers to provide an efficient cohesive work 
environment.Performing Administrative Activities:    Enters/approves time and leave/overtime requests into appropriate 
databases as needed; responds to email, phone calls and other correspondence as required in a timely manner.Updating 
and Using Relevant Knowledge:    Attends conferences, in-service training, and continuing education programs as 
required to maintain licensure.    Attends conferences, in-service training, continuing education programs and other 
related meetings as required to remain current on new practices in the physical therapy field specialty areas, such as, 
but not limited to, assistive technology, traumatic brain injury and spinal cord injury.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive working relationships with co-workers, supervisors and other 
facility staff to promote a positive work environment and ensure quality service.Scheduling Work and Activities:    
Prioritizes and delegates tasks to other staff to assist with carrying out treatment plans.    Schedules treatments and 
interventions for service recipients receiving physical therapy services/programs and may be responsible for scheduling 
the work of other staff for coordination of care.    Schedules meetings and trainings to inform and update staff and 
customers regarding program changes and other relevant information.Monitoring Processes, Materials, or 
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Surroundings:    Monitors the proper use of adaptive equipment by individuals engaged in therapy to ensure the 
equipment is appropriate and meets the needs of the client.     Keeps equipment in good repair or refers to appropriate 
discipline to assure safety standards are met as directed.    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Maintains treatment area and/or working environment in orderly manner to ensure work areas function optimally.    
Requests supplies as needed to maintain appropriate supply inventories.Interacting With Computers:    Operates 
computer hardware and software, scanners, and other equipment to complete reports, input data, communicate with 
others, and capture and maintain program information.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates state vehicles when necessary to perform job duties.    Operates state vehicles to transport service recipient to 
community outings, trainings and appointments. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                               Learning on the Fly                     Written 
Communications                             Customer Focus                          Process Management                                  Problem Solving                    
Drive for Results                         Ethics and Values                        Self-Development                       Dealing with Paradox 
Knowledge:    Intermediate Knowledge of Education and Training                                   Intermediate Knowledge of Physical 
Therapy Principles and Methods                      Intermediate Knowledge of Psychology                     Intermediate Knowledge 
of Medicine and Dentistry Skills:    Monitoring Skills                        Instructing Skills                         Active Learning Skills                            
Active Listening Skills                                Critical Thinking Skills                               Service Orientation Skills                            
Complex Problem Solving Skills                                Judgment and Decision Making Skills                        Social Perceptiveness 
Skills                        Technology Design Skills                           Management of Material Resources Skills                                  
Equipment Selection Skills       Abilities:    Written Expression Ability                          Oral Comprehension Ability                       
Written Comprehension Ability                                  Originality                                   Problem Sensitivity                     Oral 
Expression Ability                              Dynamic Strength Ability                           Gross Body Coordination Ability                               
Dynamic Flexibility Ability 
 
Tools and Equipment Used: 
    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle    
Digital Camera 
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072681 - PHYSICAL THERAPIST 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2019 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in physical 
therapy. OR Graduation from a physical therapist program accredited by the Commission on Accreditation in Physical 
Education (CAPTE) and approved by the Board of Physical Therapy. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:Licensure or temporarily permitted to practice as a 
Physical Therapist by the Health Related Board. Necessary Special Qualifications: Applicants for this class may be 
required to: 1. Complete a criminal history disclosure form in a manner approved by the appointing authority; 2. Agree 
to release all records involving their criminal history to the appointing authority; 3. Supply a fingerprint sample 
prescribed by the TBI based criminal history records check.  Examination Method:  Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional physical therapy work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the entry-
working class in the Physical Therapy sub-series. An employee in this class is certified to perform professional-level 
physical therapy work and directs a physical therapy program where the principles and techniques of treating disease, 
bodily weaknesses, or physical defects are applied through therapeutic exercises, mobilization, and other physical 
remedies. This class differs from Physical Therapy Director in that an incumbent of the latter directs all professional and 
paraprofessional physical therapy personnel at a facility or agency. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Identifies and recognizes changes in an individual's status such as medical or 
behavioral issues that may interfere with the implementation and performance of overall plan of care.Assisting and 
Caring for Others:    Uses behavioral management techniques as a means to modify service recipient behaviors to 
promote successful outcomes.    Implements the crisis plan in both practice drills and crisis situations to promote health, 
welfare and safety of all service recipients.    Ensures service recipients receive prompt medical/mental health care from 
appropriate personnel to promote health, welfare and safety.    Assists service recipients in restoring lost skills, gaining 
new skills or maintaining existing skills through physical therapy to promote positive outcomes.Judging the Qualities of 
Things, Services, or People:    Administers physical therapy screenings and/or evaluation procedures in order to 
determine an individual's present skill level and needs.    Evaluates the performance of support staff through 
performance evaluations and SMART goals to ensure quality person-centered services.    Evaluates an individual's use of 
adaptive equipment while in treatment for further assessment to ensure positive individual outcomes.Resolving 
Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes among staff, 
customers, and other sources to provide the most effective use of program resources and positive outcomes through 
mediation, discussions, or other problem solving techniques deemed appropriate.Controlling Machines and Processes:    
Operates a variety of therapeutic equipment (i.e., exercise equipment, treatment modalities, etc.) as part of the plan of 
care.    Fabricates and modifies adaptive equipment to meet service recipient needs.Staffing Organizational Units:    May 
conduct interviews with applicants and review resumes to identify relevant skills and work experience to assist in the 
selection of the most qualified candidates for job openings.Getting Information:    Gathers information through 
observation, chart review, interviews, hands-on evaluation, and team collaboration to determine need for physical 
therapy intervention, to develop individualized treatment plans and/or to assess effectiveness of current treatment 
plans.Communicating with Persons Outside Organization:    Provides information to outside agencies, vendors, 
manufacturers or medical personnel and/or other disciplines regarding progress and effectiveness of intervention to 
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ensure goals and objectives are being addressed.Guiding, Directing, and Motivating Subordinates:    Motivates staff 
through goal-setting to improve performance.    Supervises therapeutic staff by establishing caseloads and treatment 
plan components for timely implementation of services.Provide Consultation and Advice to Others:    Provides discipline-
specific consults as requested by other professionals to promote optimal outcomes.Performing General Physical 
Activities:    Performs physical activities that require considerable use of arms and legs and whole body movement such 
as lifting, transferring, walking, and stooping while assisting to implement the plan of treatment.    Uses hands and arms 
to handle, position, move, and manipulate treatment equipment to provide the most optimal therapeutic environment 
for clients.Interpreting the Meaning of Information for Others:    Explains assessment results, medical terminology 
and/or treatment plans to provide clarity and understanding in a manner appropriate for the individuals.    Assists in 
developing, interpreting, and enforcing departmental policy and procedure and in interpreting or enforcing facility 
policy to ensure effective service delivery.Thinking Creatively:    Designs, creates or adapts equipment, treatments and 
programs to achieve optimal functional outcomes.    Works with staff to formulate creative ideas and find solutions to 
problems in an effort to promote and improve service delivery.Developing Objectives and Strategies:    Develops 
treatment programs as indicated by evaluation results to best meet the needs of the service recipient.    Generates goals 
for assigned subordinates; develops motivational strategies to enhance investment and participation in special events 
and project.Documenting/Recording Information:    Documents all staff disciplinary interventions, per protocol, in 
compliance with state and federal guidelines.    Documents all concerns/complaints to ensure health and safety of all 
parties involved per protocol.    Records and maintains documentation in order to meet physical therapy, facility, federal 
and state guidelines.Making Decisions and Solving Problems:    Develops recommendations based upon evaluation 
results for such treatment needs as individual follow-up, orthopedic and/or neurological review, use of adaptive 
equipment, individual positioning, and referral to other program services.    Performs assessments in specific areas such 
as, but not limited to, functional mobility, gross motor skills, and adaptive equipment to provide information for the 
development of individualized treatment plans.    Assesses the environment for safety concerns and determines 
appropriate equipment usage or environmental modification based on service recipient needs.    Advises staff regarding 
problems to ensure compliance with policy, law, and effective service delivery.    Selects job candidates who best fit 
available positions to ensure optimal program success.    Approves travel, time and attendance, training and other 
related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.Analyzing Data or Information:    Analyzes, interprets, and 
provides feedback on performance data to improve program outcomes and staff effectiveness.Training and Teaching 
Others:    Teaches functional mobility skills to service recipients to promote an optimal level of independence.    
Conducts training and instruction in the fundamentals of physical therapy for staff, students, volunteers, and other 
community representatives to ensure the most current information and techniques are shared with others.    Provides 
orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and 
individual judgment to determine whether events or processes comply with physical therapy, facility, federal and state 
guidelines.    Identifies training needs by reviewing documented staff issues and identifying errors in records.Processing 
Information:    Actively processes information to update and/or change individual treatment as related to physical 
therapy sessions.    Actively participates in team/interdisciplinary meetings to process all related information and to 
determine need to change or update the individual plan of care.    Oversees workflow and processing of paperwork 
within unit to ensure effective and quality services are delivered to service recipient.Performing for or Working Directly 
with the Public:    Works directly with the public for the purpose of marketing, community re-entry rehabilitation, 
community education and program development.Communicating with Supervisors, Peers, or Subordinates:    Provides 
information regarding progress and effectiveness of intervention to ensure goals and objectives are being addressed.    
May act as a resource person and offer guidance to co-workers to provide an efficient cohesive work 
environment.Performing Administrative Activities:    Enters/approves time and leave/overtime requests into appropriate 
databases as needed; responds to email, phone calls and other correspondence as required in a timely manner.Updating 
and Using Relevant Knowledge:    Attends conferences, in-service training, and continuing education programs as 
required to maintain licensure.    Attends conferences, in-service training, continuing education programs and other 
related meetings as required to remain current on new practices in the physical therapy field specialty areas, such as, 
but not limited to, assistive technology, traumatic brain injury and spinal cord injury.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive working relationships with co-workers, supervisors and other 
facility staff to promote a positive work environment and ensure quality service.Scheduling Work and Activities:    
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Prioritizes and delegates tasks to other staff to assist with carrying out treatment plans.    Schedules treatments and 
interventions for service recipients receiving physical therapy services/programs and may be responsible for scheduling 
the work of other staff for coordination of care.    Schedules meetings and trainings to inform and update staff and 
customers regarding program changes and other relevant information.Monitoring Processes, Materials, or 
Surroundings:    Monitors the proper use of adaptive equipment by individuals engaged in therapy to ensure the 
equipment is appropriate and meets the needs of the client.     Keeps equipment in good repair or refers to appropriate 
discipline to assure safety standards are met as directed.    Orders equipment and materials needed in the 
implementation of therapeutic treatment to guarantee appropriate equipment and material resources are maintained.    
Maintains treatment area and/or working environment in orderly manner to ensure work areas function optimally.    
Requests supplies as needed to maintain appropriate supply inventories.Interacting With Computers:    Operates 
computer hardware and software, scanners, and other equipment to complete reports, input data, communicate with 
others, and capture and maintain program information.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates state vehicles when necessary to perform job duties.    Operates state vehicles to transport service recipient to 
community outings, trainings and appointments. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                               Learning on the Fly                     Written 
Communications                             Customer Focus                          Process Management                                  Problem Solving                    
Drive for Results                         Ethics and Values                        Self-Development                       Dealing with Paradox 
Knowledge:    Intermediate Knowledge of Education and Training                                   Intermediate Knowledge of Physical 
Therapy Principles and Methods                      Intermediate Knowledge of Psychology                     Intermediate Knowledge 
of Medicine and Dentistry Skills:    Monitoring Skills                        Instructing Skills                         Active Learning Skills                            
Active Listening Skills                                Critical Thinking Skills                               Service Orientation Skills                            
Complex Problem Solving Skills                                Judgment and Decision Making Skills                        Social Perceptiveness 
Skills                        Technology Design Skills                           Management of Material Resources Skills                                  
Equipment Selection Skills       Abilities:    Written Expression Ability                          Oral Comprehension Ability                       
Written Comprehension Ability                                  Originality                                   Problem Sensitivity                     Oral 
Expression Ability                              Dynamic Strength Ability                           Gross Body Coordination Ability                               
Dynamic Flexibility Ability 
 
Tools and Equipment Used: 
    ADL (Activities Daily Living Equipment)    Exercise Equipment    Durable Medical Equipment    Assessment Tools and 
Equipment    Personal Computer/Tablets    Telephone    Fax Machine    Printer    Scanner    Copier    Motor Vehicle    
Digital Camera 
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044561 - PHYSICAL THERAPY ASST (LIC) 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1979 
 
Minimum Qualifications: 
Education and Experience: Licensure to practice as a physical therapy assistant as required by the Health Related Boards. 
Substitution of Education for Experience: None. Substitution of Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:  Under general supervision, performs para-professional physical therapy work of average difficulty and 
performs other work as required. Distinguishing Features:  An employee in this class performs para-professional physical 
therapy work and is licensed to assist a physical therapist in implementing the plan of therapy for an individual, but 
whose activities cannot include the interpretation of referrals, the performance of evaluation procedures, and the 
determination or modification of physical therapy programs.  This class differs from Physical Therapy Technician in that 
an incumbent of the latter is not required to be licensed by the Health Related Boards. 
 
Work Activities: 
Assisting and Caring for Others:  Carries out physical therapy plans to improve the quality of life, functioning, health, and 
safety of persons served. Evaluating Information to Determine Compliance with Standards:  Ensures that all work is 
carried out in accordance with state laws governing the practice of physical therapy. Communicating with Supervisors, 
Peers, or Subordinates:  Communicates with physical therapists, other interdisciplinary team members, families, and 
persons served to discuss interventions. Performing General Physical Activities:   Walks, lifts, bends, and uses balance to 
transfer and provide interventions to persons served.Making Decisions and Solving Problems:  Monitors physical therapy 
plans for persons served to make sure that outcomes and goals are being met. May assist Physical Therapist with 
choosing interventions that will best meet the outcomes developed for persons served. Modifies interventions carried 
out during each session under the direction of the physical therapist.Identifying Objects, Actions, and Events:  
Recognizes health and safety issues and reports them to the appropriate persons for resolution.Inspecting Equipment, 
Structures, or Materials:  Reviews the functioning of equipment to determine whether it's in good working order and 
that it is appropriate and safe for the person served. Resolving Conflicts and Negotiating with Others:  Advocates for 
persons served to improve their health, safety, and quality of life. Facilitates communication with internal and external 
parties to resolve differences. Training and Teaching Others:  Conducts person-specific training for persons served and 
other staff. Conducts general training on topics such as transfers, fall prevention, and the use of therapeutic equipment 
for staff. Identifies staff or collaborates with others to assign staff that is best qualified to serve as trainers. Uses a 
variety of training methods to effectively deliver training. Controlling Machines and Processes:  Uses mechanical lifts, 
custom positioning equipment, assistive devices, medical equipment, and other mechanical devices to monitor status 
and to provide interventions. Getting Information:  Obtains information from the person served, physical therapists, 
direct support staff, case managers, families, other clinical staff, and others through e-mails or through conversation or 
meetings. Gathers pertinent information from evaluations and medical charts to assist in assessments and the 
development of plans. Organizing, Planning, and Prioritizing Work:  Prioritizes work based on the needs and schedules of 
persons served and other stakeholders. Develops and modifies generalized trainings based on needs of stakeholders. 
Analyzing Data or Information:  Analyzes information from clinical and support staff to share with physical therapists for 
decision-making purposes. Conducts trend analysis using information from written records to share with management 
for risk management purposes. Thinking Creatively:  Develops strategies to keep persons served engaged and interested 
in participating in interventions. Creates a safe and stimulating environment for persons participating in interventions. 
Documenting/Recording Information:  Writes follow-up notes for medical and other charts on persons served. Writes 
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summaries of appointments attended for inclusion in medical charts. Writes service summaries related to observations, 
consultations, and follow-up. Records information on trainings conducted. Coaching and Developing Others:  Models 
appropriate intervention techniques for other staff to ensure safety and effectiveness. Provide Consultation and Advice 
to Others:  Provides technical assistance to others regarding state expectations for service delivery. Repairing and 
Maintaining Mechanical Equipment:  Performs minor repairs on therapeutic equipment and assistive devices. Estimating 
the Quantifiable Characteristics of Products, Events, or Information:  Determines the degree of progress the person 
served is making and the appropriateness of the equipment used. Establishing and Maintaining Interpersonal 
Relationships:  Develops relationships with persons served, co-workers, and managers by attending meetings, providing 
technical assistance, and responding to requests for information. Scheduling Work and Activities:  Plans and modifies 
work schedule to meet the needs of persons served and the interdisciplinary team. Updating and Using Relevant 
Knowledge:  Attends continuing education events to provide quality interventions and maintain licensure. 
Communicating with Persons outside Organization:  Communicates with stakeholders and vendors to meet the needs of 
persons served. Interacting with Computers:  Completes training courses in the computer system. Enters time and leave 
and overtime requests and checks leave balances in the computer. Uses computer e-mail system for scheduling, 
communication, and technical assistance. Develops forms and grids and writes treatment documentation using 
computer software. Processing Information:  Maintains records of activities, interventions, and trainings. Calculates the 
number of physical therapy units required for specific interventions. Monitor Processes, Materials, or Surroundings:  
Monitors the frequency of equipment usage to ensure that it's being used as prescribed. Handling and Moving Objects:  
Moves, sets up, and stores equipment so that it is ready to be used. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Time Management Conflict 
Management Perseverance Presentation Skills Written Communications Approachability Compassion Knowledge:  Basic 
computer knowledge for communication and creating documentation                                  Skills:  Basic active learning 
skills to gather and interpret information                     Basic active listening skills for communication and to gather 
information                Basic critical thinking skills for problem solving                     Basic learning strategies skills for 
education and training purposes             Basic monitoring skills for self-assessments and quality assurance             Basic 
writing skills for documentation, communication, and educational purposes              Basic instruction skills for 
communication and educational purposes           Basic judgment and decision making skills to select appropriate 
interventions                                               Abilities:  Deductive Reasoning            Fluency of Ideas                   Oral 
Comprehension             Oral Expression                     Problem Sensitivity               Written Comprehension                    
Written Expression               Gross Body Coordination                   Gross Body Equilibrium         
 
Tools and Equipment Used: 
 Gait belts, walkers, and other assistive devices Goniometers Blood pressure monitors Pulse oximeters Custom 
therapeutic/positioning devices Inclinometers Computer Basic hand tools Tape measures Cameras Exercise equipment 
Mechanical and transfer lifts Bed alarms 
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044560 - PHYSICAL THERAPY TECHNICIAN 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1977 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of fulltime employment in an education or allied health field. Substitution of Education for Experience: 
Additional coursework in an accredited program for physical therapy or physical therapy assistants may substitute for 
the required experience on a year-for-year basis. Substitution of Experience for Education: Qualifying full-time 
experience in physical therapy or occupational therapy may be substituted for the required education on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs para-professional physical therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class performs paraprofessional 
physical therapy work under the direct supervision of a physical therapist, certified physical therapy assistant or other 
related therapists, implementing activities in therapeutic programs which do not require professional or advanced 
training in physical therapy. This class differs from Physical Therapy Asst. (Cert) in that an incumbent of the latter is 
licensed by the Health Related Board. 
 
Work Activities: 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
whole body movement such as lifting, transferring, walking, and stooping while assisting with clients' physical therapy 
activities.Handling and Moving Objects:    Uses hands and arms to handle, position, move, and manipulate treatment 
equipment to provide the most optimal therapeutic environment for clients.Training and Teaching Others:    Teaches 
independent living skills as part of a therapeutic program supervised by the Physical Therapist or Certified Physical 
Therapy Assistant to assist in enhancing the client's ability to live on his/her own.Repairing and Maintaining Mechanical 
Equipment:    May make minor service repairs or adjustments to clients’ personal care equipment as deemed 
appropriate to ensure optimal use and safety.    May service, maintain, adjust, test, and clean facility treatment 
equipment to ensure optimal use and safety.Controlling Machines and Processes:    Operates a variety of stationary 
equipment (i.e., exercise equipment, whirlpool, etc.) to assist with client treatment.Operating Vehicles, Mechanized 
Devices, or Equipment:    May operate vehicles to transport clients to appropriate appointments to ensure they receive 
adequate care and treatment.Assisting and Caring for Others:    Implements the crisis plan in both practice drills and 
crisis situations to promote health, welfare and safety of all clients.    Ensures that clients receive prompt 
medical/mental health care from appropriate personnel to promote health, welfare and safety of all clients.    Models 
appropriate work behaviors including employee-supervisor relationships through day-to-day interactions.    
Demonstrates respectful assertive work appropriate communications with clients at all times.    Uses behavioral 
management techniques with clients as a means to modify behaviors to increase successful work outcomes.Coaching 
and Developing Others    Assists clients through verbal and physical instruction to be independent in directing their self-
care.Getting Information:    Observes individuals engaged in physical therapy and using adaptive equipment in order to 
assess effectiveness and proper usage.    Obtains information from the appropriate sources (i.e., Physical Therapist, 
doctors, nurses) through individual/group meetings and review of appropriate documentation to ensure the appropriate 
activities are provided for clients.    Gathers information from clients regarding their physical condition to determine if 
activities are appropriate and may need to be altered.Documenting/Recording Information:    Records/reports any 
significant behaviors, conditions, and client concerns about the individuals engaged in therapy for review by 
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professional-level therapists to ensure the proper treatment methods are used.    Contributes information to the 
documentation of all relevant records and actions according to facility or agency guidelines related to services provided 
as an official record for the department.Communicating with Supervisors, Peers, or Subordinates:    May act as a 
resource person by providing information about physical therapy activities to other staff by sharing techniques and 
knowledge thus contributing to improved services for clients.    Provides input and information about the effectiveness 
of individuals adapting to physical therapy programs to assist the clients with meeting their goals and objectives.    
Makes suggestions to other staff about physical therapy activities and client condition to assist with providing the 
appropriate care for clients.    Reports any difficulties client has with the adaptive equipment to the Physical Therapist or 
to the Certified Physical Therapy Asst. to ensure clients receive the proper and most beneficial services.Inspecting 
Equipment, Structures, or Material:    Inspects equipment, structures, and materials located in treatment areas visually 
and physically to ensure cleanliness and safety.Thinking Creatively:    May develop and create alternative uses of 
adaptive equipment to best meet the needs of the client.Making Decisions and Solving Problems:    Provides input to the 
therapist regarding optimal treatment techniques for clients in order to ensure the best care is provided.    Assesses the 
environment for safety concerns and determines appropriate equipment usage for clients based on findings.Updating 
and Using Relevant Knowledge:    Attends and participates in treatment/team meetings, staffings, in-service training, 
and individual case reviews to keep current and apply the latest policies, technologies, and procedures thus ensuring 
correct application of laws and regulations.Resolving Conflicts and Negotiating with Others:    Maintains a respectful and 
productive working environment within the assigned work unit to minimize disputes and facilitate performance.Monitor 
Processes, Materials, or Surroundings:    Keeps assigned equipment in good repair by reporting needs for maintenance 
or replacement of equipment to supervisor.    Identifies any problems for the individual in applying the adaptive 
equipment to ensure that it best meets his/her needs.    Monitors the proper use of adaptive equipment by individuals 
engaged in therapy as outlined by the Physical Therapist or Certified Physical Therapy Assistant to ensure the equipment 
is appropriate and meets the needs of the client.     Maintains the treatment area in a neat and orderly manner so that 
equipment and other necessary materials can be easily located.    Requests supplies as needed to ensure the work area 
functions optimally.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains healthy working 
relationships with co-workers to promote productivity and effectively serve client needs.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Documents and records an inventory of equipment and its 
condition to maintain a record for the department.    Observes treatment environment to assess whether materials and 
supplies are in appropriate quantities and are available for use with clients.Identifying Objects, Actions, and Events:    
Identifies work priorities to ensure the most important work is completed first based on work experience, supervisor 
guidance, and departmental guidelines. 
 
Competencies (KSA’s): 
Competencies:    Boss Relationships                                  Compassion                             Ethics and Values                                    
Drive for Results                      Customer Focus                       Problem Solving                       Motivating Others (Clients)                              
Time Management                                 Composure                               Approachability Knowledge:    Basic Knowledge of 
Public Safety and Security                               Basic Knowledge of Therapy and Counseling                                  Basic 
Knowledge of Psychology      Skills:    Active Listening Skills                             Active Learning Skills                             Basic 
Instructing Skills                           Service Orientation Skills                       Social Perceptiveness Skills                                   Basic 
Equipment Maintenance Skills                                  Judgment and Decision Making Skills                                 Time 
Management Skills    Abilities:    Oral Comprehension Ability                                  Problem Sensitivity Ability                                    
Time Sharing Ability                               Extent Flexibility Ability                        Gross Body Coordination Ability                         
Stamina Ability                        Depth Perception Ability                        Dynamic Flexibility Ability                                    Static 
Strength Ability                             Trunk Strength Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Exercise Equipment    Medical Equipment    Mechanical 
Tools 
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044560 - PHYSICAL THERAPY TECHNICIAN 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1978 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of fulltime employment in an education or allied health field. Substitution of Education for Experience: 
Additional coursework in an accredited program for physical therapy or physical therapy assistants may substitute for 
the required experience on a year-for-year basis. Substitution of Experience for Education: Qualifying full-time 
experience in physical therapy or occupational therapy may be substituted for the required education on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs para-professional physical therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class performs paraprofessional 
physical therapy work under the direct supervision of a physical therapist, certified physical therapy assistant or other 
related therapists, implementing activities in therapeutic programs which do not require professional or advanced 
training in physical therapy. This class differs from Physical Therapy Asst. (Cert) in that an incumbent of the latter is 
licensed by the Health Related Board. 
 
Work Activities: 
Performing General Physical Activities:    Performs physical activities that require considerable use of arms and legs and 
whole body movement such as lifting, transferring, walking, and stooping while assisting with clients' physical therapy 
activities.Handling and Moving Objects:    Uses hands and arms to handle, position, move, and manipulate treatment 
equipment to provide the most optimal therapeutic environment for clients.Training and Teaching Others:    Teaches 
independent living skills as part of a therapeutic program supervised by the Physical Therapist or Certified Physical 
Therapy Assistant to assist in enhancing the client's ability to live on his/her own.Repairing and Maintaining Mechanical 
Equipment:    May make minor service repairs or adjustments to clients’ personal care equipment as deemed 
appropriate to ensure optimal use and safety.    May service, maintain, adjust, test, and clean facility treatment 
equipment to ensure optimal use and safety.Controlling Machines and Processes:    Operates a variety of stationary 
equipment (i.e., exercise equipment, whirlpool, etc.) to assist with client treatment.Operating Vehicles, Mechanized 
Devices, or Equipment:    May operate vehicles to transport clients to appropriate appointments to ensure they receive 
adequate care and treatment.Assisting and Caring for Others:    Implements the crisis plan in both practice drills and 
crisis situations to promote health, welfare and safety of all clients.    Ensures that clients receive prompt 
medical/mental health care from appropriate personnel to promote health, welfare and safety of all clients.    Models 
appropriate work behaviors including employee-supervisor relationships through day-to-day interactions.    
Demonstrates respectful assertive work appropriate communications with clients at all times.    Uses behavioral 
management techniques with clients as a means to modify behaviors to increase successful work outcomes.Coaching 
and Developing Others    Assists clients through verbal and physical instruction to be independent in directing their self-
care.Getting Information:    Observes individuals engaged in physical therapy and using adaptive equipment in order to 
assess effectiveness and proper usage.    Obtains information from the appropriate sources (i.e., Physical Therapist, 
doctors, nurses) through individual/group meetings and review of appropriate documentation to ensure the appropriate 
activities are provided for clients.    Gathers information from clients regarding their physical condition to determine if 
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activities are appropriate and may need to be altered.Documenting/Recording Information:    Records/reports any 
significant behaviors, conditions, and client concerns about the individuals engaged in therapy for review by 
professional-level therapists to ensure the proper treatment methods are used.    Contributes information to the 
documentation of all relevant records and actions according to facility or agency guidelines related to services provided 
as an official record for the department.Communicating with Supervisors, Peers, or Subordinates:    May act as a 
resource person by providing information about physical therapy activities to other staff by sharing techniques and 
knowledge thus contributing to improved services for clients.    Provides input and information about the effectiveness 
of individuals adapting to physical therapy programs to assist the clients with meeting their goals and objectives.    
Makes suggestions to other staff about physical therapy activities and client condition to assist with providing the 
appropriate care for clients.    Reports any difficulties client has with the adaptive equipment to the Physical Therapist or 
to the Certified Physical Therapy Asst. to ensure clients receive the proper and most beneficial services.Inspecting 
Equipment, Structures, or Material:    Inspects equipment, structures, and materials located in treatment areas visually 
and physically to ensure cleanliness and safety.Thinking Creatively:    May develop and create alternative uses of 
adaptive equipment to best meet the needs of the client.Making Decisions and Solving Problems:    Provides input to the 
therapist regarding optimal treatment techniques for clients in order to ensure the best care is provided.    Assesses the 
environment for safety concerns and determines appropriate equipment usage for clients based on findings.Updating 
and Using Relevant Knowledge:    Attends and participates in treatment/team meetings, staffings, in-service training, 
and individual case reviews to keep current and apply the latest policies, technologies, and procedures thus ensuring 
correct application of laws and regulations.Resolving Conflicts and Negotiating with Others:    Maintains a respectful and 
productive working environment within the assigned work unit to minimize disputes and facilitate performance.Monitor 
Processes, Materials, or Surroundings:    Keeps assigned equipment in good repair by reporting needs for maintenance 
or replacement of equipment to supervisor.    Identifies any problems for the individual in applying the adaptive 
equipment to ensure that it best meets his/her needs.    Monitors the proper use of adaptive equipment by individuals 
engaged in therapy as outlined by the Physical Therapist or Certified Physical Therapy Assistant to ensure the equipment 
is appropriate and meets the needs of the client.     Maintains the treatment area in a neat and orderly manner so that 
equipment and other necessary materials can be easily located.    Requests supplies as needed to ensure the work area 
functions optimally.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains healthy working 
relationships with co-workers to promote productivity and effectively serve client needs.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Documents and records an inventory of equipment and its 
condition to maintain a record for the department.    Observes treatment environment to assess whether materials and 
supplies are in appropriate quantities and are available for use with clients.Identifying Objects, Actions, and Events:    
Identifies work priorities to ensure the most important work is completed first based on work experience, supervisor 
guidance, and departmental guidelines. 
 
Competencies (KSA’s): 
Competencies:    Boss Relationships                                  Compassion                             Ethics and Values                                    
Drive for Results                      Customer Focus                       Problem Solving                       Motivating Others (Clients)                              
Time Management                                 Composure                               Approachability Knowledge:    Basic Knowledge of 
Public Safety and Security                               Basic Knowledge of Therapy and Counseling                                  Basic 
Knowledge of Psychology      Skills:    Active Listening Skills                             Active Learning Skills                             Basic 
Instructing Skills                           Service Orientation Skills                       Social Perceptiveness Skills                                   Basic 
Equipment Maintenance Skills                                  Judgment and Decision Making Skills                                 Time 
Management Skills    Abilities:    Oral Comprehension Ability                                  Problem Sensitivity Ability                                    
Time Sharing Ability                               Extent Flexibility Ability                        Gross Body Coordination Ability                         
Stamina Ability                        Depth Perception Ability                        Dynamic Flexibility Ability                                    Static 
Strength Ability                             Trunk Strength Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Exercise Equipment    Medical Equipment    Mechanical 
Tools 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072590 - PHYSICIAN 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2098 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072590 - PHYSICIAN 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2099 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072590 - PHYSICIAN 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2100 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072590 - PHYSICIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2101 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072590 - PHYSICIAN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2102 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072740 - PHYSICIAN ASSISTANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3008 
 
Minimum Qualifications: 
Education and Experience: Certified or eligible for certification as a Physician Assistant as described in the Tennessee 
Physician Assistant Act. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for acting as an extension of physicians in carrying out protocol of average 
through considerable difficulty which may include supervising the work of others; and performs related work as 
required.Distinguishing Features: An employee in this class carries out protocol of physicians and surgeons and performs 
other related duties as defined by law in providing health care to patients and clients in mental health and mental 
retardation facilities, and correctional facilities. This work may often include supervision of lower level nursing and other 
staff as assigned. 
 
Work Activities: 
1. Assists physicians and surgeons in patient treatment in operating rooms and institutional and other settings in the 
evaluation and diagnosis of illness and the ordering and performance of treatment; provides technical assistance to 
nursing staff and coordinates treatment team plans as assigned; reviews laboratory reports such as of x-rays, EKG's and 
urinalysis; gives physical examinations to patients and inmates; provides treatment within the confines of law; serves 
“on-call” as assigned; arranges for medical transfers; counsels patients and families on preventive medicine and related 
matters.2. Under the guidance of a physician, makes rounds, checking vital signs, diagnosing and treating illnesses, 
giving physicals, counseling patients and families, providing in-service training, and keeping accurate records; provides 
emergency treatment, orders diagnostic testing, reviews medical cases to determine eligibility for services, and 
interviews new admissions.3. Maintains contacts with residents, patients, staff, families, health providers, civic and 
community groups, social and other agencies; attends conferences, meetings, treatment team meetings, therapy 
sessions and other gatherings.4. Prepares or assists in the preparation of a variety of records and reports such as 
individual resident/patient records reflecting health conditions, needs and care given, histories, summaries; assists in 
inventory and requisitioning of medication, supplies and equipment; prepares or reviews and comments on grants, 
plans, proposals and contracts; as necessary, prepares records such as charge sheets, consent forms, treatment plans 
and other records and reports as required.5. Assigns, trains, supervises, and evaluates subordinate staff and their work; 
makes recommendation on human resources matters such as employment, promotion, demotion, transfer, retention 
and performance increases; assists in planning, developing, implementing, and evaluating continuing education 
programs for staff; acts as resource within parameters of competence.6. Operates and/or utilizes a variety of equipment 
such as stethoscope, microscope, opthalmoscope/otoscope, speculum, hematocrit machines, sphygmomanometer, 
centrifuge, scales and other equipment and devices. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072740 - PHYSICIAN ASSISTANT 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3009 
 
Minimum Qualifications: 
Education and Experience: Certified or eligible for certification as a Physician Assistant as described in the Tennessee 
Physician Assistant Act. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for acting as an extension of physicians in carrying out protocol of average 
through considerable difficulty which may include supervising the work of others; and performs related work as 
required.Distinguishing Features: An employee in this class carries out protocol of physicians and surgeons and performs 
other related duties as defined by law in providing health care to patients and clients in mental health and mental 
retardation facilities, and correctional facilities. This work may often include supervision of lower level nursing and other 
staff as assigned. 
 
Work Activities: 
1. Assists physicians and surgeons in patient treatment in operating rooms and institutional and other settings in the 
evaluation and diagnosis of illness and the ordering and performance of treatment; provides technical assistance to 
nursing staff and coordinates treatment team plans as assigned; reviews laboratory reports such as of x-rays, EKG's and 
urinalysis; gives physical examinations to patients and inmates; provides treatment within the confines of law; serves 
“on-call” as assigned; arranges for medical transfers; counsels patients and families on preventive medicine and related 
matters.2. Under the guidance of a physician, makes rounds, checking vital signs, diagnosing and treating illnesses, 
giving physicals, counseling patients and families, providing in-service training, and keeping accurate records; provides 
emergency treatment, orders diagnostic testing, reviews medical cases to determine eligibility for services, and 
interviews new admissions.3. Maintains contacts with residents, patients, staff, families, health providers, civic and 
community groups, social and other agencies; attends conferences, meetings, treatment team meetings, therapy 
sessions and other gatherings.4. Prepares or assists in the preparation of a variety of records and reports such as 
individual resident/patient records reflecting health conditions, needs and care given, histories, summaries; assists in 
inventory and requisitioning of medication, supplies and equipment; prepares or reviews and comments on grants, 
plans, proposals and contracts; as necessary, prepares records such as charge sheets, consent forms, treatment plans 
and other records and reports as required.5. Assigns, trains, supervises, and evaluates subordinate staff and their work; 
makes recommendation on human resources matters such as employment, promotion, demotion, transfer, retention 
and performance increases; assists in planning, developing, implementing, and evaluating continuing education 
programs for staff; acts as resource within parameters of competence.6. Operates and/or utilizes a variety of equipment 
such as stethoscope, microscope, opthalmoscope/otoscope, speculum, hematocrit machines, sphygmomanometer, 
centrifuge, scales and other equipment and devices. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072594 - PHYSICIAN-DDS 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1993 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072593 - PHYSICIAN-DEVL CENTER MED DIR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1992 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072597 - PHYSICIAN-INTERNAL MEDICINE 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1994 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024350 - PHYSICIAN-NE 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1445 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072592 - PHYSICIAN-PSYCH INSTIT CLIN D 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2104 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072591 - PHYSICIAN-PSYCHIATRIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2103 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072599 - PHYSICIAN-SPECIALTY 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1995 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072599 - PHYSICIAN-SPECIALTY 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1996 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073384 - PLANNING ANALYST 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3091 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional planning analytic work including, at least, one 
year of supervisory experience; qualifying full-time professional experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years; additional graduate coursework in business 
administration, public administration, or other related acceptable field may be substituted for the required non-
specialized experience on a year-for-year basis, to a maximum of two years; OR three years of increasingly responsible 
professional planning analytic experience with the State of Tennessee including, at least, one year of supervisory 
experience: OR two (2) years of experience as a Planning Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional planning analytic work of considerable difficulty, 
administrative work of average difficulty, and supervisory work of routine difficulty; and performs related work as 
required.Distinguishing Features: This is the second supervisory class in the Planning Analyst sub-series. An employee in 
this class is responsible for supervising a major component of the State Planning Office or overall centralized 
Department of Finance and Administration planning analytic and administrative program relative to such functions as 
the master plan, capital budget, grants and assistance to and from the state, and overall study and recommendation on 
state organization, operations, and services. This class differs from that of Planning Analyst 3 in that an incumbent of the 
latter performs work of lesser scope and would normally report to an employee of this class. This class differs from that 
of Planning Analyst 5 in that an incumbent of the latter directs several major centralized planning analytic functions and 
supervises employees of this class. 
 
Work Activities: 
1. Supervises and participates in a variety of long and short range planning, monitoring, review, coordination, and 
analysis relative to such functions as the master plan, capital budget, grants and assistance to and from the state, and 
the overall study and recommendation on state organization, operations, and services.2. May be responsible for a single 
component such as HUD 701 planning program, for natural resources management planning, or for planning analytic 
work for a specified number of agencies in any area of the planning analytic function.3. Assigns, trains, supervises, and 
evaluates subordinate staff and their work.4. Participates in the study and recommendation on varied policy and 
procedure which has significant impact on the state government as a whole.5. Performs planning analytic work which 
has the opportunity for achieving considerable economies and preventing losses.6. Has considerable responsibility for 
making regular contacts in situations involving meeting and dealing with persons of substantial rank requiring 
explanation and interpretation of specialized matters in obtaining desired results.7. Prepares a variety of standard 
analytic reports together with recommendations for acting on any area of the planning analytic function. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073384 - PLANNING ANALYST 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3092 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional planning analytic work including, at least, one 
year of supervisory experience; qualifying full-time professional experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years; additional graduate coursework in business 
administration, public administration, or other related acceptable field may be substituted for the required non-
specialized experience on a year-for-year basis, to a maximum of two years; OR three years of increasingly responsible 
professional planning analytic experience with the State of Tennessee including, at least, one year of supervisory 
experience: OR two (2) years of experience as a Planning Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional planning analytic work of considerable difficulty, 
administrative work of average difficulty, and supervisory work of routine difficulty; and performs related work as 
required.Distinguishing Features: This is the second supervisory class in the Planning Analyst sub-series. An employee in 
this class is responsible for supervising a major component of the State Planning Office or overall centralized 
Department of Finance and Administration planning analytic and administrative program relative to such functions as 
the master plan, capital budget, grants and assistance to and from the state, and overall study and recommendation on 
state organization, operations, and services. This class differs from that of Planning Analyst 3 in that an incumbent of the 
latter performs work of lesser scope and would normally report to an employee of this class. This class differs from that 
of Planning Analyst 5 in that an incumbent of the latter directs several major centralized planning analytic functions and 
supervises employees of this class. 
 
Work Activities: 
1. Supervises and participates in a variety of long and short range planning, monitoring, review, coordination, and 
analysis relative to such functions as the master plan, capital budget, grants and assistance to and from the state, and 
the overall study and recommendation on state organization, operations, and services.2. May be responsible for a single 
component such as HUD 701 planning program, for natural resources management planning, or for planning analytic 
work for a specified number of agencies in any area of the planning analytic function.3. Assigns, trains, supervises, and 
evaluates subordinate staff and their work.4. Participates in the study and recommendation on varied policy and 
procedure which has significant impact on the state government as a whole.5. Performs planning analytic work which 
has the opportunity for achieving considerable economies and preventing losses.6. Has considerable responsibility for 
making regular contacts in situations involving meeting and dealing with persons of substantial rank requiring 
explanation and interpretation of specialized matters in obtaining desired results.7. Prepares a variety of standard 
analytic reports together with recommendations for acting on any area of the planning analytic function. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073385 - PLANNING ANALYST 5 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3093 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073385 - PLANNING ANALYST 5 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3094 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073385 - PLANNING ANALYST 5 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3095 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073385 - PLANNING ANALYST 5 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3096 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073385 - PLANNING ANALYST 5 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3097 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073390 - PLANNING ANALYST 6 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3102 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073390 - PLANNING ANALYST 6 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3103 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073391 - PLANNING ANALYST SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3104 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076563 - PLANS EXAMINER 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4222 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years in one or a combination of the following areas: (1) experience in engineering or architecture; 
(2) construction project management; (3) experience conducting fire or building inspections for buildings under 
construction; (4) reviewing architectural or engineering plans to determine compliance with fire and building safety 
codes; or (5) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection, or other related 
building maintenance or construction trades. Substitution of Education for Experience: Graduate course work received 
from an accredited college or university in fire science, architecture, engineering or related field may substitute for the 
required experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate hours in fire science, 
architecture, engineering or related field may substitute for the one year of required experience). Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may substitute for the 
required education on a year basis to a maximum of four years: (1) experience in engineering or architecture; (2) 
construction project management; (3) experience conducting fire or building inspections for buildings under 
construction; (4) reviewing architectural or engineering plans to determine compliance with fire and building safety 
codes; or (5) any skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection, or other related 
building maintenance or construction trades (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for plans examination work of considerable difficulty and lead work 
of average difficulty; performs related work as required. Distinguishing Features: This is the advanced level class in the 
Plans Examiner sub-series.  An employee in this class is responsible for examining complex plans to determine code 
compliance.  This class differs from that of Plans Examiner Manager in that an incumbent of the latter is responsible for 
supervising plans examination staff.  This class differs from that of Plans Examiner 1 in that an incumbent of the latter is 
responsible for less complex plans examinations.  
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets adopted codes, standards, rules, regulations, and 
procedures for internal and external customers to facilitate understanding, enhance communications, and ensure 
compliance.Getting Information: Obtains information from codes, rules, regulations, and statute in order to ensure that 
plans meet standards for building, fire, and/or life safety. Obtains information from building designers in order to 
perform a plan examination. Gathers product information from manufacturer's sheet, UL listings, designers, and other 
sources of information in order to determine code compliance.Communicating with Persons Outside Organization: 
Communicates to building owners, designers, and stakeholders in order to obtain and relay information pertinent to the 
plan examination process and to achieve code compliance.Processing Information: Calculates distances, lengths, 
heights, area, volume, occupant load, and hydraulic formulas in order to ensure compliance with adopted codes. 
Calculates and verifies application fees.Coaching and Developing Others: Mentors Plan Examiner 1 staff in their 
work.Evaluating Information to Determine Compliance with Standards: Evaluates plans and specifications in order to 
identify deficiencies and verify compliance with adopted codes and standards. Evaluates information entered into 
databases in order to verify accuracy and completeness.Thinking Creatively: May develop checklists that assist in 
completing a plan examination. Assists manager and director in creating bulletins and publications in order to help 
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designers understand and interpret adopted code and plan submittal requirements. May assist manager or director in 
developing agenda, curriculum, and materials for in-house training.Documenting/Recording Information: Creates plan 
examination document and approval documents. Documents communications that occur during meetings, emails, and 
phone conversations. May enter information into database regarding plan examinations.Performing Administrative 
Activities: Responds to emails, phone calls, and other correspondence as required. Enters personal time and 
leave/overtime requests into the appropriate databases as required.Interacting with Computers: Uses plan examination 
software in order to comment and assist in reviewing and approving building plans and specifications. Uses office 
productivity software, including, but not limited to word processing programs, databases, spreadsheet programs, 
presentation software, web-based email programs, and search engines. Uses computer applications in order to assist in 
the facilitation of meetings.Communicating with Supervisors, Peers, or Subordinates: Relays status updates and issues 
concerning projects to supervisors and peers.Organizing, Planning, and Prioritizing Work: Prioritizes plan examinations 
based on workloads, customer needs, and other aspects of the project.Resolving Conflicts and Negotiating with Others: 
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance. Resolves simple conflicts without supervisory input to ensure timely and efficient performance 
and maintain positive working relationships.Establishing and Maintaining Interpersonal Relationships: Networks with 
internal and external business partners to ensure open dialogues exist, facilitating coordination and unified 
effort.Updating and Using Relevant Knowledge: Attends training, classes, conferences, and seminars in order to stay up-
to-date on code changes and new building products.Scheduling Work and Activities: Schedules meetings with outside 
stakeholders.Operating Vehicles, Mechanized Devices, or Equipment: May operate vehicle in order to accomplish work 
activities. 
 
Competencies (KSA’s): 
Competencies: Ethics and values Written communications Customer focus Problem solving Technical learning 
Composure Time management Self-development PatienceKnowledge: Intermediate knowledge of materials and 
methods involved in the construction of buildings Basic knowledge of mathematics Intermediate knowledge of national 
codes and standards as they relate to buildings and structures Basic knowledge of engineering and science as it relates 
to buildings and building systems Intermediate knowledge of Microsoft Office applications such as Word and 
OutlookSkills: Intermediate skill to review and interpret building plans and specifications Writing skills Active listening 
skills Critical thinking skills Reading comprehension skills Active learning skills Basic skill in providing customer 
serviceAbilities: Written comprehension Written expression Near vision Deductive reasoning Problem sensitivity 
 
Tools and Equipment Used: 
 Scanner Copier Fax machines Printers Computers Calculators 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076564 - PLANS EXAMINER MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4226 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years in one or a combination of the following areas: (1) experience in engineering or architecture; (2) 
construction project management; (3) experience conducting fire or building inspections for buildings under 
construction or building inspections for buildings under construction; (4) reviewing architectural or engineering plans to 
determine compliance with fire and building safety codes; or (5) any skilled work in drafting, carpentry, plumbing, 
mechanical, electrical, inspection, or other related building maintenance or construction trades. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in fire science, 
architecture, engineering or related field may substitute for the required experience on a month-for-month basis to a 
maximum of one year (e.g., 36 graduate hours in fire science, architecture, engineering or related field may substitute 
for the one year of required experience). Substitution of Experience for Education: Qualifying experience in one or a 
combination of the following areas may substitute for the required education on a year basis to a maximum of four 
years: (1) experience in engineering or architecture; (2) construction project management; or (3) experience conducting 
fire or building inspections for buildings under construction or building inspections for buildings under construction; (4) 
reviewing architectural or engineering plans to determine compliance with fire and building safety codes; or (5) any 
skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection, or other related building maintenance or 
construction trades. (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for plans examination work of considerable difficulty and 
managerial and administrative work of average difficulty, and performs related work as required. Distinguishing 
Features: This is the managerial class in the Plans Examiner sub-series.  An employee in this class is responsible for 
supervising a relatively large staff engaged in plans examination work.  This class differs from that of Plans Examiner 2 in 
that an incumbent of the latter is responsible for performing complex plans examinations, but not supervising or 
directing staff.  
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets adopted codes, standards, rules, regulations, and 
procedures for internal and external customers to facilitate understanding, enhance communications, and ensure 
compliance.Communicating with Persons Outside Organization: Communicates to building owners, legislators, 
designers, and stakeholders in order to obtain and relay information pertinent to the plan review process and to achieve 
code compliance.Getting Information: Obtains information from codes, rules, regulations, and statute in order to ensure 
that plans meet standards for building, fire, and/or life safety. Obtains information from building designers in order to 
perform a plan examination. Gathers product information from manufacturer's sheet, UL listings, designers, and other 
sources of information in order to determine code compliance.Making Decisions and Solving Problems: Makes decisions 
regarding equivalent or alternative methods of codes compliance.Staffing Organizational Units: Assists director in the 
recruitment, interviewing, selecting, hiring, and promotions of employees in an organization.Guiding, Directing, and 
Motivating Subordinates: Develops and implements performance standards for staff in alignment with work unit goals 
and objectives.Processing Information: Calculates distances, lengths, heights, area, volume, occupant load, and 
hydraulic formulas in order to ensure compliance with adopted codes. Calculates and verifies application 
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fees.Interacting with Computers: Uses office productivity software, including, but not limited to word processing 
programs, databases, spreadsheet programs, presentation software, web-based email programs, and search engines. 
Uses plans examination software in order to comment and assist in reviewing and approving building plans and 
specifications. Uses computer applications in order to assist in the facilitation of meetings.Judging the Qualities of 
Things, Services, or People: Evaluates the quality, timeliness, clarity, and grammar of the plans examinations conducted 
by Plans Examiners 1 and 2.Resolving Conflicts and Negotiating with Others: Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Maintains a 
respectful and productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Evaluating Information to Determine Compliance with Standards: Evaluates plans and specifications in 
order to identify deficiencies and verify compliance with adopted codes and standards. Evaluates information entered 
into databases in order to verify accuracy and completeness.Organizing, Planning, and Prioritizing Work: Prioritizes plan 
examinations based on workloads, customer needs, and other aspects of the project.Communicating with Supervisors, 
Peers, or Subordinates: Relays status updates and issues concerning projects to supervisors and peers.Thinking 
Creatively: Develops checklists that assist in completing a plan examination. Creates bulletins and publications in order 
to help designers understand and interpret adopted code and plan submittal requirements. Develops agenda, 
curriculum, and materials for in-house training. Creates spreadsheets for tracking and monitoring workloads and 
progress. Assists director in developing standard operating procedures.Documenting/Recording Information: 
Documents communications that occur during meetings, emails, and phone conversations. Enters information into 
database regarding plan examinations.Provide Consultation and Advice to Others: Advises upper management on team 
standard operating procedures, best practices, and other workflow factors to inform strategy development and decision 
making. Makes recommendations for changes to the director in operations which affect the efficiency and quality of 
work unit operations and services.Developing and Building Teams: Encourages and builds mutual trust, respect, and 
cooperation among team members.Coaching and Developing Others: Mentors assigned subordinates by providing 
feedback and information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, use of systems and available functionality, and how to most effectively and 
efficiently perform their assigned tasks.Performing Administrative Activities: Enters personal time and leave/overtime 
requests into the appropriate databases as required. Responds to emails, phone calls, and other correspondence as 
required.Monitor Processes, Materials, or Surroundings: Monitors the timeliness of older projects in order to ensure 
that projects are being completed according to rules, regulations, and performance standards. Monitors incoming 
submittals to ensure that they are processed and assigned in a timely manner.Establishing and Maintaining 
Interpersonal Relationships: Networks with internal and external business partners to ensure open dialogues exist, 
facilitating coordination and unified effort.Coordinating the Work and Activities of Others: Develops time parameters 
and determines priority of plan examination projects. Assigns work according to work unit needs and plan examiner 
specialty. Updating and Using Relevant Knowledge: Attends training, classes, conferences, and seminars in order to stay 
up-to-date on code changes and new building products. Scheduling Work and Activities: Schedules meetings with 
outside stakeholders.Operating Vehicles, Mechanized Devices, or Equipment: May operate vehicle in order to 
accomplish work activities. 
 
Competencies (KSA’s): 
Competencies: Ethics and values Written communications Functional/technical competency Confronting direct reports 
Self-development Technical learning Directing others Fairness to direct reports Developing direct reports and others 
DelegationKnowledge: Intermediate knowledge of materials and methods involved in the construction of buildings 
Advanced knowledge of national codes and standards as they relate to buildings and structures Basic knowledge of 
mathematics Intermediate knowledge of Microsoft Office applications such as Word and Outlook Basic knowledge of 
engineering and science as it relates to buildings and building systemsSkills: Intermediate skill to review and interpret 
building plans and specifications Critical thinking skills Judgment and decision-making skills Intermediate skill in 
providing customer service Writing skills Active learning skills Active listening skills Reading comprehension skills 
Systems analysis Skill to develop and direct others Time managementAbilities: Written comprehension Deductive 
reasoning Written expression Problem sensitivity Near vision 
 
Tools and Equipment Used: 
 Scanner Copier Fax machines Printers Computers Calculators 
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076565 - PLANS EXAMINER SUPERVISOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  8032 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years in one or a combination of the following areas: (1) experience in engineering or architecture; (2) 
construction project management; (3) experience conducting fire or building inspections for buildings under 
construction or building inspections for buildings under construction; (4) reviewing architectural or engineering plans to 
determine compliance with fire and building safety codes; or (5) any skilled work in drafting, carpentry, plumbing, 
mechanical, electrical, inspection, or other related building maintenance or construction trades. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in fire science, 
architecture, engineering or related field may substitute for the required experience on a month-for-month basis to a 
maximum of one year (e.g., 36 graduate hours in fire science, architecture, engineering or related field may substitute 
for the one year of required experience). Substitution of Experience for Education: Qualifying experience in one or a 
combination of the following areas may substitute for the required education on a year basis to a maximum of four 
years: (1) experience in engineering or architecture; (2) construction project management; or (3) experience conducting 
fire or building inspections for buildings under construction or building inspections for buildings under construction; (4) 
reviewing architectural or engineering plans to determine compliance with fire and building safety codes; or (5) any 
skilled work in drafting, carpentry, plumbing, mechanical, electrical, inspection, or other related building maintenance or 
construction trades. (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for overseeing employees who perform plans examination work of 
considerable difficulty and lead work of average difficulty; performs related work as required. Distinguishing Features: 
This is the first supervisory class in the Plans Examiner sub-series.  An employee in this class is responsible for 
supervising direct reports who examine complex architectural plans to determine code compliance and safe occupancy.  
This class differs from that of Plans Examiner Manager in that an incumbent of the latter has a larger scope of 
responsibility and administrative ability.  This class differs from that of Plans Examiner 2 in that an incumbent of the 
latter performs plans examination work of considerable difficulty and does not supervise.  
 
Work Activities: 
  Oversees employees in the Plans Examiner 1 and 2 classes to monitor timeliness of assigned work and advise when 
needed. Responsible to reassign workload to ensure appropriate balance for subordinate classes. Assists the Plans 
Examiner Manager when needed on various tasks. Maintains regular dialogue and communication with Plans Examiner 
Manager on pending tasks within the unit. Gathers information from pertinent entities as relevant to code compliance.  
Interprets adopted codes, standards, rules, regulations, and procedures to ensure building and fire code compliance. 
Audits work quality for Plans Examiner 1 and 2s and reports errors. Addresses issues with subordinate classes when 
needed. Creates and edits plan examination review checklists and approval documents. Provides insight on internal 
policy recommendations when needed.  Maintains working knowledge of relevant industry standards, applicable codes 
and statutes, and internal department rules. Assists in the hiring efforts for Plans Examiner 1 & 2 vacancies. Assists in 
the training of employees once vacancies are filled.  Audits local entities and governments in exempt jurisdictions to 
ensure appropriate plans examinations are performed.  Communicates and meets with stakeholders to answer 
questions regarding codes and regulations.  Performs plans examinations to determine codes compliance when needed. 
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Competencies (KSA’s): 
 Competencies: Confronting Direct Reports                 Customer Focus              Decision Quality              Developing Direct 
Reports and Others                    Directing Others              Functional/Technical Competency                Informing               
Integrity and Trust                     Technical Learning  Timely Decision Making           Knowledge: Administration and 
Management                   Building and Construction                   Clerical                  Computers and Electronics                  
Customer and Personal Service            Design                   Engineering and Technology  Mathematics                   Skills: Active 
Listening              Complex Problem Solving                   Instructing             Management of Personnel Resources            
Monitoring             Quality Control Analysis                     Service Orientation                    Time Management                     
Writing Troubleshooting             Abilities: Deductive Reasoning                   Inductive Reasoning                    Memorization                    
Oral Comprehension                   Problem Sensitivity                     Selective Attention            Speech Clarity                   Speech 
Recognition           Visualization Written Comprehension  
 
Tools and Equipment Used: 
 Computer                   Telephone                  Printer/Copier/Scanner Calculator 
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077173 - PLANT ADMINISTRATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4232 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in horticulture, 
entomology, plant pathology, or other related plant sciences field and the development or enforcement of regulations 
which deal with the production or distribution of experience equivalent to four years of full-time work in one or a 
combination of the following: (1) horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants.Non-Substitutable Experience: At least one year of 
the required experience must have involved supervising staff who enforce compliance with the production or 
distribution of horticultural/agricultural plants.Substitution of Experience for Education: Qualifying full-time professional 
experience in (1) the development or enforcement of regulations which deal with the production or distribution of 
horticultural/agricultural plants or the application of commercial pesticides, and/or (2) the production and distribution, 
or scientific study of horticultural plants may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).Substitution of Education for Experience: Additional 
graduate course work in horticulture, entomology, plant pathology, and/or other related plant sciences field may be 
substituted for the required non-specialized experience, on a year-for-year basis, to a maximum of one year (e.g. 45 
quarter hours with at least nine quarter hours in one or a combination of the above listed fields may substitute for one 
year of the required experience, there being no substitution for the one year of required supervisory 
experience).ORGraduation from an accredited college or university with a bachelor's degree and five years of experience 
in one or a combination of the following: (1) the development or enforcement of regulations which deal with the 
production or distribution of horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants.Non-Substitutable Experience: At least one year of 
the required experience must have involved supervising staff who enforce compliance with the production or 
distribution of horticultural/agricultural plants. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required.Examination Method: Education 
and experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory professional work of considerable difficulty in 
planning and supervising statewide inspection and enforcement activities related to horticultural laws and regulations; 
and performs related work as required.Distinguishing Features: This is the highest supervisory class in the Plant 
Inspection sub-series. An employee in this class plans, supervises, and administers the statewide plant inspection 
program. Work involves the supervision of all lower level inspectors. This class differs from Plant Inspector 3 in that an 
incumbent of the latter functions as an area supervisor. 
 
Work Activities: 
1. Administers statewide enforcement of rules and regulations related to the growth and sale of plants; assigns, trains, 
supervises, and evaluates regional supervisors and their work; reviews and makes decisions on employment, retention, 
promotion, demotion, and other human resources actions.2. Evaluates policies and procedures and makes 
recommendations for change; evaluates the organization, overall operations, and services provided and makes 
recommendations for improvements in economy, efficiency, and quality.3. Plans, directs, and evaluates standards and 
guidelines for various plant inspection programs, such as the routine inspection and enforcement program, plant insects 
and pests survey program, and the plant dealer certification program.4. Reviews and approves all quarantine orders to 
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ensure proper enforcement of pertinent regulations.5. Reviews and approves on all plant producers and plant dealer 
certifications. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077170 - PLANT INSPECTOR 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4223 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in horticulture, 
entomology, plant pathology, or other related plant sciences field and experience equivalent to two years of full-time 
work in one or a combination of the following: (1) the development or enforcement of regulations which deal with the 
production or distribution of horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants. Substitution of Experience for Education: 
Qualifying full-time professional experience in (1) the development or enforcement of regulations which deal with the 
production or distribution of horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants may be substituted for the required education, on 
a year-for-year basis, to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience: Additional graduate course work in horticulture, entomology, plant pathology and/or other related plant 
sciences field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 
45 quarter hours with at least nine quarter hours in one or a combination of the above listed fields may substitute for 
one year of the required experience).  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional inspection and enforcement work of average 
difficulty involving wholesalers and retailers subject to horticultural laws and regulations; and performs related work as 
required. Distinguishing Features: This is the working level class in the Plant Inspection sub-series. An employee in this 
class inspects and certifies wholesale and retail nursery and greenhouse stock. This class differs from that of Plant 
Inspector 1, in that an incumbent of the latter functions at the entry level. This class differs from Plant Inspector 3 in that 
an incumbent of the latter functions as a regional supervisor. ,An employee appointed to this flexibly staffed class will be 
reclassified to this class after successful completion of a mandatory two-year training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets rules, regulations, compliance agreements, policies and 
procedures to stakeholders to facilitate understanding, enhance communication and ensure safe movement of 
regulated articles.Making Decisions and Solving Problems:    Makes recommendations to stakeholders to help them 
resolve adverse inspection findings and become compliant (e.g., issuing stop-movement orders on infested material and 
requirements given to have the stop movement released).    Determines the appropriate regulatory action to take based 
on the inspection findings as determined by rules and regulations (e.g., recertify, withhold certification, civil penalty 
violation, out of business, stop-movement).    Reviews phytosanitary applications using PeXD and import permit 
requirements to determine eligibility and inspecting plant products for export.    Inspects plant material and witnesses 
treatment if required to determine if qualifications are met to finalize a phytosanitary certificate.    Screens pest, pest 
plant or plant disease samples for further identification by specialist.Evaluating Information to Determine Compliance 
with Standards:    Review requirements of compliance agreements with stakeholders to determine if all requirements 
are being met.    Compares inspection data to State laws and regulations to determine compliance and appropriate 
action to be taken.Analyzing Data or Information:    Analyzes data for movement of plant material based on destination 
(e.g., pest distribution status, Federal and State requirements).Provide Consultation and Advice to Others:    Educates 
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stakeholders such as growers, groups and affected industries about current and impending plant regulations regarding 
movement of regulated articles and possible mitigations.    Educates stakeholders such as growers, groups and affected 
industries about current and impending plant disease, insects and pest plants and their location.    Consults with and 
advises clients about problems found with plants or plant products.    Consults and advises exporters of international or 
domestic shipments of plant products about phytosanitary requirements.Inspecting Equipment, Structures, or Material:    
Conducts visual inspections of plants to determine freedom from injurious pests and diseases.    Inspects equipment and 
structures (e.g., greenhouses, butterfly houses, potting sheds, soil labs, sprayers) for compliance with State and federal 
plant regulations.Resolving Conflicts and Negotiating with Others:    Explains how certification fees and late fees are 
assessed to help the client understand State policies.    Discusses how violations impact the industry and how 
compliance can be achieved.    Hears complaints from public and industries about illegal operators, improper use of 
chemicals, etc. referring the complaint/complainant to appropriate entity.    Writes a report of findings when a certified 
producer or dealer perceives sub-standard plant material has been received so the producer/dealer can notify the seller 
in an attempt to rectify situation.    Issues an Officer's Statement to supervisor when illegal practices are found through 
complaints or disputes leading to possible Notice of Violations.Handling and Moving Objects:    Installs and maintains 
traps for collection of exotic pests - including setting poles in ground, operating pruning saws, using telescoping poles to 
set traps in trees, constructing and installing water baiting stations at the edge of streams or ponds.    Moves nursery 
stock in order to conduct inspections.    Collects and preserves samples from surveys to determine if further action must 
be taken.Coordinating the Work and Activities of Others:    Acts as Lead Inspector when other Inspectors are assisting on 
large inspections, surveys and special projects.    Oversees the work of seasonal employees within their assigned work 
area.Coaching and Developing Others:    Mentors new Inspectors and seasonal employees with regulations, Edison, 
inspection and survey techniques, and investigations in how to most effectively and efficiently perform their assigned 
tasks.    Assists and trains co-workers in areas of lesser experience and knowledge to better carry out assigned 
tasks.Getting Information:    Looks for invoices of dealers' plant material to identify approved source.    Check for 
certification to verify compliance with State and Federal regulations.    Gathers information about establishments such 
as number and location of growing fields, type of plant material grown for the purpose of determining compliance with 
all applicable State and Federal laws and regulations.    Collects exhibits such as photographs and insects to document 
specific conditions.Interacting With Computers:    Enters time and labor or expense information electronically to 
document weekly schedule and work related travel.    Searches information data bases to extract data (e.g., for 
phytosanitary requirements, pest and disease information, other state requirements for movement of plants).    Enters 
pest detection data and survey details in information and data tracker systems.    Uses word processing and spreadsheet 
programs for a variety of report preparations.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes 
activities to be completed on a daily and weekly schedule.    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely, efficient and accurate completion of work.Communicating with Persons Outside 
Organization:    Prepares and delivers instructional and informative presentations on industry related topics such as 
updates, regulations, new treatments, etc.    Provides outreach information in the form of handouts to the public and 
industry personnel at fairs, trade shows, etc. on topics such as potential threats, introduction of invasive pests.    
Responds to questions concerning plant related issues and routes other agricultural issues to appropriate 
entity.Updating and Using Relevant Knowledge:    Maintains accreditation as an Authorized Certifying Official recognized 
by USDA APHIS PPQ (Animal Plant Health Inspection Service Plant Protection and Quarantine) by completing training 
and testing every 3 years.    Maintains Pesticide Applicator Category 10 (demonstration and research) by accruing points 
through continuing education.    Attends mandatory in-house meetings to be updated on recent changes to State and 
Federal regulations as well as new insects, pests and diseases.    Continuously maintains inspection manual by adding 
updated information such as memos, trade publications, and technical journals provided by supervisor and/or 
administration.Performing General Physical Activities:    Walks for an extended period of time while conducting 
inspections and surveys.    Bends, stoops, squats, etc. to inspect plant material in field and greenhouses and to conduct 
surveys.Communicating with Supervisors, Peers, or Subordinates:    Sends supervisor a written summary report of 
activities completed the previous week, daily time logs and labor distribution time sheets (LDT).    Reports stop-sale to 
supervisor and follows up with written report.    Reports any unusual activity such as new pests or diseases to be 
identified, traffic or personal accidents, etc.    Communicates with peers at monthly or bi-monthly meetings on issues 
such as emerging pests that have been recently found.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates passenger vehicle to travel to various locations.    May operate all-terrain vehicles to access inspection 
site.Establishing and Maintaining Interpersonal Relationships:    Attends and participates in industry meetings to 
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establish and foster constructive working relationships.    Develops constructive and cooperative working relationships 
with USDA, US/TDA Forest Service, UT/TSU Extension and Research, etc. by working together to accomplish a unified 
effort in order to reduce costs and reduce pest movement.    Works with HIS (Horticultural Inspectors Society) to 
harmonize inspection procedures, share knowledge and facilitate cooperation among states.Developing and Building 
Teams:    Cooperates with and assists other Inspectors on large inspections, surveys and special projects.    Provides 
and/or asks for input on areas of lesser experience and knowledge in group settings.Performing Administrative 
Activities:    Completes daily time log of activities by inputting actions such as time, travel, program variable and activity 
codes, mileage, etc.    Compiles information from daily time log for accounting purposes - Labor Distribution Time Sheet.    
Maintains account of monthly mileage to be submitted to appropriate location for processing.    Prepares Chain of 
Custody forms for sample submissions.Controlling Machines and Processes:    Operates a digital camera to submit 
photos for pest and disease identification, investigative purposes, findings of inspection, etc.    Operates copy machines, 
scanners, fax machines, cell phones, GPS.Documenting/Recording Information:    Maintains hard copy files of inspection 
reports, compliance agreements, sod permits, daily logs, etc. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Priority Setting    Timely Decision making    Conflict 
Management    Action Oriented    Approachability    Composure    Integrity and Trust    ListeningKnowledge:    Biology    
Chemistry    Law and Government    Mathematics    Production and Processing    Sales and Marketing    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Reading Comprehension    Science    Speaking    Writing    Coordination    Instruction    Negotiation    Persuasion    Service 
Orientation    Social Perceptiveness    Complex Problem Solving    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written 
Expression    Extent Flexibility    Stamina    Static Strength    Depth Perception    Near Vision    Speech Clarity    Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    GPS Unit    Copy Machine    Fax Machine    Camera 
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077172 - PLANT INSPECTOR 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4229 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in horticulture, 
entomology, plant pathology, or other related plant sciences field and experience equivalent to three years of full-time 
work in one or a combination of the following: (1) the development or enforcement of regulations which deal with the 
production or distribution of horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants. Substitution of Experience for Education: 
Qualifying full-time professional experience in (1) the development or enforcement of regulations which deal with the 
production or distribution of horticultural/agricultural plants or the application of commercial pesticides, or (2) the 
production and distribution, or scientific study of horticultural plants may be substituted for the required education, on 
a year-for-year basis, to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience: Additional graduate course work in horticulture, entomology, plant pathology and/or other related plant 
sciences field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 
45 quarter hours with at least nine quarter hours in one or a combination of the above listed fields may substitute for 
one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory work of average difficulty involving 
wholesalers and retailers subject to horticultural laws and regulations; and performs related work as required. 
Distinguishing Features: This is the first level supervisory class in the Plant Inspection sub-series. An employee in this 
class supervises and participates in the inspection and certification of wholesale and retail greenhouse and nursery 
stock. This class differs from that of Plant Inspector 2, in that an incumbent of the latter functions at the working level. 
This class differs from Plant Administrator in that an incumbent of the latter plans and administers the statewide plant 
inspection program. ,An employee appointed to this flexibly staffed class will be reclassified to this class after successful 
completion of a mandatory two-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
"Interpreting the Meaning of Information for Others:    Interprets rules, regulations, compliance agreements, policies 
and procedures for stakeholders to facilitate understanding, enhance communication and ensure safe movement of 
regulated articles.Guiding, Directing, and Motivating Subordinates:    Conducts Performance Management process (i.e., 
Job Plan, Interim 1, Interim 2 and Final Evaluation) for subordinates as defined by State policy.Coaching and Developing 
Others:    Mentors new Inspectors and seasonal employees with regard to regulations, databases, inspection and survey 
techniques, and investigations on how to most effectively and efficiently perform their assigned tasks.    Assists and 
trains co-workers in areas of lesser experience and knowledge to better carry out assigned tasks.    Develops 
motivational strategies by recognizing and analyzing strengths and weaknesses of employees.    Develops training 
schedule for new employees.Developing Objectives and Strategies:    Assigns geographical areas of responsibility for 
Inspectors and seasonal employees.    Develops Job Plans using SMART goals for subordinates.Staffing Organizational 
Units:    Recruits for potential vacancies through personal contact and referrals to build an applicant pool.    Conducts 
interviews according to State requirements with candidates for vacancies to identify the best person to work in the unit.    
Selects candidate to be recommended to fill vacancies for promotion or appointment.Resolving Conflicts and 
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Negotiating with Others:    Explains how certification fees and late fees are assessed to help the client understand State 
policies.    Discusses how violations impact the industry and how compliance can be achieved.    Hears complaints from 
public and industries about illegal operators, improper use of chemicals, etc. referring the complaint/complainant to 
appropriate entity.    Writes a report of findings when a certified producer or dealer perceives sub-standard plant 
material has been received so the producer/dealer can notify the seller in an attempt to rectify situation.    Writes an 
Officer's Statement when illegal practices are found (e.g., complaints, inspection findings, disputes).    Reviews Officer's 
Statements written by Plant Inspector 2's and forwards to Plant Administrator.    Addresses complaints/concerns from 
public and/or industry about the actions of a PI 2 by determining validity of complaint.Establishing and Maintaining 
Interpersonal Relationships:    Attends and participates in industry meetings to establish and foster constructive working 
relationships.    Develops constructive and cooperative working relationships with USDA, US/TDA Forest Service, UT/TSU 
Extension and Research, etc. by working together to accomplish a unified effort in order to reduce costs and reduce pest 
movement.Communicating with Persons Outside Organization:    Prepares and delivers instructional and informative 
presentations on industry related topics (e.g., updates, regulations, new treatments). Approves presentation outlines of 
Plant Inspector 2’s.    Provides outreach information in the form of handouts to the public and industry personnel at 
fairs, trade shows, etc. on topics such as potential threats, introduction of invasive pests.    Responds to questions 
concerning plant related issues and routes other agricultural issues to appropriate entity.    Responds to media inquiries, 
with approval from Administrator or Public Information Officer on issues such as plant diseases, quarantine pests and 
diseases.Provide Consultation and Advice to Others:    Educates stakeholders (e.g., growers, groups and affected 
industries) about current and impending plant regulations regarding movement of regulated articles and possible 
mitigations.    Educates stakeholders (e.g., growers and groups and affected industries) about current and impending 
plant disease, insects and pest plants and their location.    Consults with and advises clients about problems found with 
plants or plant products.    Consults and advises exporters of international or domestic shipments of plant products 
about phytosanitary requirements.    Makes recommendations to upper management on improving operating 
procedures and processes.Performing Administrative Activities:    Completes daily time log of activities by inputting 
actions such as time, travel, program variable and activity codes, mileage, etc.    Compile information from daily time log 
into Labor Distribution Time (LDT) Sheet for accounting purposes. Reviews and approves LDT's of employees.    Ensures 
account of monthly mileage to be submitted to appropriate location for processing.    Prepares Chain of Custody forms 
for sample submissions.    Reviews all reports (e.g., inspection, investigation narratives, trapping data).    Screens 
samples of diseased plants, insects, etc. from subordinates prior to submission to final identifier.Making Decisions and 
Solving Problems:    Makes recommendations to stakeholders to help them resolve adverse inspection findings and 
become compliant (e.g., issuing stop movement orders on infested material and requirements given to have the stop 
movement released).    Determines the appropriate regulatory action to take based on the inspection findings as 
determined by rules and regulations (e.g., recertify, withhold certification, civil penalty violation, out of business, stop-
movement).    Reviews phytosanitary applications using PeXD and import permit requirements to determine eligibility 
and inspecting plant products for export.    Inspects plant material and witnesses treatments, if required, to determine if 
qualifications are met to finalize a phytosanitary certificate.    Screens pest, pest plant or plant disease samples for 
further identification by specialist.    Determines best high risk trapping locations based on prior data and 
trends.Evaluating Information to Determine Compliance with Standards:    Reviews requirements of compliance 
agreements with stakeholders to determine if all requirements are being met.    Compares inspection data to State laws 
and regulations to determine compliance and appropriate action to be taken.    Audits daily time log, inspection reports, 
expense claims for accuracy and completeness.Analyzing Data or Information:    Analyzes data for movement of plant 
material based on destination (e.g., pest distribution status, federal and State requirements).Inspecting Equipment, 
Structures, or Material:    Conducts visual inspections of plants to determine freedom from injurious pests and diseases.    
Inspects equipment and structures (e.g., greenhouses, containment facilities, potting sheds, soil labs, sprayers) for 
compliance with State and federal plant regulations.Scheduling Work and Activities:    Coordinates and assigns last 
minute and unscheduled tasks into current workload to ensure timely, efficient and accurate completion of work.    
Schedules special events, such as blitzes, surveys, meetings and trainings.Handling and Moving Objects:    Oversees the 
installation and maintenance of traps for collection of exotic pests - including setting poles in ground, operating pruning 
saws, use telescoping poles to set traps in trees, construct and install water baiting stations at the edge of streams or 
ponds.    Collects and preserves samples from surveys to determine if further action must be 
taken.Documenting/Recording Information:    Maintains hard copy files of inspection reports, compliance agreements, 
sod permits, daily logs, etc.    Documents job performance of employees to support recommendations for meritorious 
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service or for corrective action.Developing and Building Teams:    Develops teams for special inspections, detailing duties 
of each team member, conducting briefing and de-briefing meetings.    Provides and/or asks for input on areas of lesser 
experience and knowledge in group settings.Getting Information:    Requests invoices of dealers' plant material to 
identify approved source.    Checks for certification to verify compliance with State and federal regulations.    Gathers 
information about establishments such as number and location of growing fields, and type of plant material grown for 
the purpose of determining compliance with all applicable State and Federal laws and regulations.    Collects exhibits 
such as photographs and insects to document specific conditions.Monitoring and Controlling Resources:    Approves 
purchase requests of employees.    Allocates budgetary resources to projects conducted for the Department in assigned 
region as required to ensure sufficient funding for key initiatives.    Maintains resource supplies to carry out duties (e.g., 
traps, inspection forms, office supplies).Interacting With Computers:    Enters time and labor or expense information 
electronically to document weekly schedule and work related travel.    Searches information data bases to extract data 
(e.g., for phytosanitary requirements, pest and disease information, other state requirements for movement of plants).    
Enters pest detection data and survey details in information and data tracker systems.    Uses word processing and 
spreadsheet programs for a variety of report preparations.Thinking Creatively:    Determines creative solutions to 
alleviate problems with current processes (trap modifications, data form development).Organizing, Planning, and 
Prioritizing Work:    Organizes and prioritizes activities to be completed on a daily and weekly schedule. Communicating 
with Supervisors, Peers, or Subordinates:    Sends Plant Administrator a written summary report of activities completed 
the previous week.    Reports stop-sale to Plant Administrator and follows up with written report.    Reports any 
complaints or unusual activity such as new pests or diseases to be identified, traffic or personal accidents, and etc. to 
Plant Administrator.    Communicates with employees at monthly or bi-monthly meetings on issues such as emerging 
pests that have been recently found.    Participates in weekly conference call with other Plant Inspector 3's, Plant 
Administrator, Entomologist and Plant Pathologist.    Works with Plant Administrator for a resolution on problem issues 
(i.e., invasive pests, employee relations, consumer complaints).Operating Vehicles, Mechanized Devices, or Equipment:    
Operates passenger vehicle to travel to various locations.    May operate all-terrain vehicles to access inspection 
site.Updating and Using Relevant Knowledge:    Maintains accreditation as an Authorized Certifying Official recognized 
by USDA APHIS PPQ (Animal Plant Health Inspection Service Plant Protection and Quarantine) by completing training 
and testing every 3 years.    Maintains Pesticide Applicator Category 10 (demonstration and research) by accruing points 
through continuing education.    Attends mandatory in-house meetings to be updated on recent changes to State and 
Federal regulations as well as new insects, pests and diseases.    Continuously maintains inspection manual by adding 
updated information such as memos, trade publication, and technical journals provided by supervisor and/or 
administration.    Attends leadership training as identified by management.Controlling Machines and Processes:    
Operates a digital camera to submit photos for pest and disease identification, investigative purposes, findings of 
inspection, etc.    Operates copy machines, scanners, fax machines, cell phones, GPS.Performing General Physical 
Activities:    Walks for an extended period of time while conducting inspections and surveys.    Bends, stoops, squats, etc. 
to inspect plant material in field and greenhouses and to conduct surveys." 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Directing Others    Priority Setting    Timely 
Decision Making    Conflict Management    Managerial Courage    Building Effective Teams    Integrity and Trust    
Motivating OthersKnowledge:    Administration and Management    Biology    Chemistry    Law and Government    
Mathematics    Personnel and Human Resources    Production and Processing    Sales and Marketing    
TransportationSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    Negotiation    
Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Judgment and Decision Making    
Systems Analysis    Management of Personnel Resources    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Speed of Closure    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    GPS Unit    Copy Machine    Fax Machine    Camera 
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077150 - PLANT PATHOLOGIST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4323 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in plant 
pathology and experience equivalent to two years of professional plant pathological work. Substitution of Education for 
Experience: None. Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs plant pathological work of considerable difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for making diagnoses of plant 
diseases. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets rules, regulations, compliance agreements, policies and 
procedures for stakeholders to facilitate understanding, enhance communications and ensure safe movement of 
regulated articles. Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the most important 
work is completed first based on work experience, supervisor guidance and departmental, State and Federal laws, rules 
regulations and guidelines.    Identifies plant diseases through regulatory samples (e.g., leaves, roots, stems), 
photographs submitted by Plant Inspectors, or members of the general public and industry.    Identifies pest plants by 
botanical description to determine regulatory status. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates cost to collect and analyze samples for the purpose of regulatory surveys for invasive pests.    
Develops work and financial plans for cooperative plant/pest surveys. Getting Information:    Communicates with other 
Plant Pathologists and Subject Matter Experts regarding existing and emerging plant pest and diseases through 
meetings, e-mail, telephone and cooperative agreements.    Accesses on-line databases to gather additional information 
and clarification for certification to move plant material interstate and internationally. Making Decisions and Solving 
Problems:    Reviews phytosanitary applications using databases and import permit requirements to determine eligibility 
of plant products for export to make recommendations to Inspectors in the preparation of export documents.    Assists 
exporters and Inspectors to achieve a timely resolution of held shipments of plant material.    Makes recommendations 
to Plant Administrator and Inspectors when plant diseases are found to determine appropriate actions. Handling and 
Moving Objects:    Prepares and preserves samples submitted by Inspectors, public or other agencies for laboratory 
testing.    Maintains integrity of the sample by completing chain of custody form. Monitor Processes, Materials, or 
Surroundings:    Monitors the cost and expenditures related to cooperative agreements. Evaluating Information to 
Determine Compliance with Standards:    Uses information gathered from sample analysis to determine compliance with 
regulations. Monitoring and Controlling Resources:    Monitors expenditures on cooperative agreements to ensure 
spending remains within established guidelines. Communicating with Persons Outside Organization:    Responds to 
questions concerning plant related issues and routes other agricultural issues to appropriate entity.    Provides outreach 
information in the form of presentations to the public and industry at workshops and short courses on topics such as 
regulations, potential threats of invasive pests.    Responds to media inquiries as directed by agency Public Information 
Officer. Analyzing Data or Information:    Analyzes data for movement of plant material based on destination (e.g., pest 
distribution status, Federal and State requirements).    Analyzes export data to determine marketing trends of 
Tennessee products moving out of the state.    Analyzes sampling and survey data to make recommendations to Plant 
Administrator for possible regulatory actions.    Analyzes previous year’s survey data to make future surveys more 
efficient. Updating and Using Relevant Knowledge:    Maintains accreditation as an Authorized Certifying Official 
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recognized by USDA APHIS PPQ (Animal Plant Health Inspection Service Plant Protection and Quarantine) by completing 
training and testing every 3 years.    Reviews current literature, attends workshops, webinars and training sessions to 
remain current in field of expertise.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal 
workload incorporating last minute activities, recognizing the need for flexibility.    Requests assistance from supervisors 
and Inspectors to complete unscheduled and often critical tasks. Training and Teaching Others:    Conducts training 
sessions on new plant disease issues.    Updates Plant Inspectors on current plant diseases and regulations through 
statewide and regional meetings, phone calls and e-mail messages.    Trains Inspectors on proper sample collection and 
submission protocols at regional and statewide meetings.    Updates Plant Inspectors on export requirements for plant 
products. Coaching and Developing Others:    Works with Inspectors in the field on a one-on-one basis, observing and 
instructing on matters related to plant diseases. Processing Information:    Collects and compiles information from 
various surveys and inputs into appropriate State and Federal databases. Documenting/Recording Information:    
Maintains records of all sample submissions, identification and dispositions in electronic database.    Documents, enters, 
transcribes, records, stores and maintains information in written and electronic form using notebooks, file copies, 
computer software, etc. Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external 
agencies and stakeholders to ensure open dialogue exists and to facilitate coordination and unified effort.    Maintains 
professional working relationships with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Controlling Machines and Processes:    Operates a digital camera to submit 
photos for pest and disease identification, investigative purposes, findings of inspection, etc.    Operates copy machines, 
scanners, fax machines, cell phones, and GPS.    Operates laboratory equipment (e.g., microscopes, centrifuge, 
autoclave) according to instruction manual. Communicating with Supervisors, Peers, or Subordinates:    Provides regular 
updates to upper management and coworkers on the status of projects and other assigned work.    Maintains open 
dialogue with coworkers to ensure effective and efficient communication. Performing General Physical Activities:    
Walks for an extended period of time while conducting inspections and surveys.    Bends, stoops, squats, etc. to inspect 
plant material in field and greenhouses and to conduct surveys.    May spend prolonged periods of time at a computer 
monitor, microscopes, etc.    Performs repetitive activities or motions during specimen processing or analysis. Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates passenger vehicle to travel to various locations. Interacting 
With Computers:    Uses appropriate software including, but not limited to word processing programs, spreadsheet 
programs presentation software, web-based e-mail programs, instant-messaging programs, and search engines. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competency    Problem Solving    Directing Others    
Organizing    Time Management    Standing Alone    Presentation Skills    Customer Focus    Integrity and Trust 
Knowledge:    Biology    Communication and Media    Computers and Electronics    Customer and Personal Service    
Geography    Law and Government    Psychology    Transportation Skills:    Active Learning    Active Listening    Critical 
Thinking    Learning Strategies    Reading Comprehension    Science    Speaking    Writing    Coordination    Instructing    
Negotiation    Persuasion    Social Perceptiveness    Complex Problem Solving    Judgment and Decision Making    
Management of Financial Resources    Management of Material Resources    Management of Personnel Resources 
Abilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    
Selective Attention    Written Comprehension    Written Expression    Arm-Hand Steadiness    Auditory Attention    
Peripheral Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Microscopes    Centrifuge 
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073464 - POLICY ANALYST 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3222 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073461 - POLICY DIRECTOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3211 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029445 - PORTFOLIO MANAGER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1097 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036705 - POST INVESTIGATOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1600 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079937 - PRE-EMPLOYMENT TRANSITION SPEC 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4688 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
one year of full-time professional-level experience in social work, human services work, counseling, clergy, education, 
nursing, or full-time rehabilitation experience involved in determining eligibility criteria, counseling, or planning 
rehabilitation services for persons with disabilities. Substitution of Education for Experience: Additional graduate 
coursework in vocational rehabilitation, a social science, or a behavioral science may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: None  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator’s license at the 
time of appointment. Complete a criminal history disclosure form in a manner approved by the appointing authority;  
Agree to release all records involving their criminal history to the appointing authority;  Supply a fingerprint sample 
prescribed by the TBI based criminal history records check. Examination Method: Education and Experience, 100%, for 
Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional pre-employment transition services work of 
average difficulty; and performs related work as required Distinguishing Features:  An employee in this class coordinates 
and/or provides services to individuals with disabilities in the selection, preparation for, and planning of individual pre-
employment transition services and arranges the delivery of services for recipients in conjunction with Local Education 
Agencies and other community partners. This work is performed with independence of judgment in using a wide variety 
of social and vocational resources in achieving objectives. This work is performed in accordance with federal regulations 
and departmental policies and procedures.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Resolves conflicts between providers and recipients and/or between 
providers and Local Education Agencies to ensure timely and efficient service delivery. Maintains respectful and 
productive work environment within the assigned work unit to minimize disputes and optimize performance. Negotiates 
clearly defined plans for services implementation to ensure all parties involved understand expectations. Establishing 
and Maintaining Interpersonal Relationships:  Maintaining professional working relationships with peers, Local 
Education Agencies, and community partners to ensure smooth and effective team operations. Networks verbally, 
electronically, or face-to-face with internal and external partners to ensure open dialogues exist and to maintain a 
unified effort. Maintains professional working relationships with upper management to allow for open communication 
and optimum program progression. Scheduling Work and Activities:  Schedules activities and program outside of school 
hours to provide accommodations for additional opportunities for recipients to receive available services. Schedules 
events such as transition fairs, college visits, parent nights, college nights, benefits to work, American Job Center Career 
Coach opportunities and any other needed program to assist with delivery of services. Maintains personal schedule to 
ensure availability to attend Individualized Educational Planning meetings and Vocational Rehabilitation meetings to 
obtain referrals, provide information, and assist in planning of services for recipients. Monitor Processes, Materials, or 
Surroundings:  Plans and provides pre-employment services when necessary to assist the recipient in securing suitable 
employment or pursuing post-secondary education. Reviews service data reports to ensure information is accurate and 
quality services are being provided to recipients. Monitors recipient participation and provider follow through via 
observation and reports to ensure recipient is receiving requested services. Monitor participation in work experiences 
once a suitable position has been obtained with follow-up continuing through case closure. Monitors service data 
reports to substantiate receipt of service by recipient. Communicating with Persons Outside Organization:  Provides 
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outreach and liaison activities with referral sources, schools, other educational institutions and community groups to 
provide long-term positive outcomes for students with disabilities. Presents electronic or in-person workshops/training 
programs to recipients as part of service delivery. Presents information and responds to verbal, written, and electronic 
inquiries about pre-employment transition services to community groups, referral sources, and schools. Presents before 
various groups and conducts in-service workshops/training programs to provide education on available services. 
Develops and manages partnerships with local workforce development boards, one-stop centers, and businesses to 
allow for the development of effective job exploration, work based learning activities, and work opportunities for 
students with disabilities, including internships, summer employment, and other employment opportunities available 
throughout the school year. Provides an in-person or electronic orientation to pre-employment transition services for 
parents/guardians, students, and staff in groups and individually as appropriate. Advocates for, plans, and coordinates 
services from the Vocational Rehabilitation team and community providers and makes appropriate referrals to 
community resources. Communicating with Supervisors, Peers, or, Subordinates:  Works in collaboration with 
multidisciplinary teams in inter and/or intra agency settings to foster open dialogue. Participates in mentoring new hires 
and Vocational Rehabilitation student interns in field placement positions to foster development and growth. 
Communicates progress, areas of concern, and needed resources to supervisor to ensure statewide service delivery. 
Communicates with assigned Vocational Rehabilitation Counselor and supervisor as needed to ensure the success of the 
program. Assists Vocational Rehabilitation Counselor in the completion of applications for Vocational Rehabilitation 
service eligibility determination.  Evaluating Information to Determine Compliance with Standards:  Maintaining 
professional working relationships with peers, Local Education Agencies, and community partners to ensure smooth and 
effective team operations. Evaluates documentation on student's disability obtained from families, medical providers, 
and/or Local Education Agencies to confirm compliance with federal law. Thinking Creatively:  Designs and implements 
alternative service delivery options to meet individual recipient needs. Develops, participates in, and organizes 
transition fairs to promote pre-employment transition services. Develops and implements marketing materials and 
strategies to increase awareness of the availability of services and enhance opportunities for recipients. Develops 
outreach activities to locate potential program referrals. Researches and investigates comparable benefits through 
community involvement to enhance the quality and availability of pre-employment transition services. Researches, 
explores, and proposes curriculum/activities to providers and contractors to implement pre-employment transition 
services. Researches and explores options within other local and national pre-employment transition programs 
electronically and through networking. Interpreting the Meaning of Information for Others:  Analyze assessments to 
determine client's strengths, barriers, aptitudes, and capabilities to assist with pre-employment experiences. Informs 
recipients of their rights and the means by which they may express concerns and seek remedies for any dissatisfaction. 
Informs recipients of the terms and conditions for the provision of pre-employment transition services to foster 
understanding of program. Explains documents, forms, or other relevant materials to recipients and their 
representatives to foster understanding of program. Getting Information:  Obtains permission from parents/guardians, 
conservators, or adult students to proceed with confirmation of student's disability. Collects service data from schools, 
Community Rehabilitation Providers, businesses, and other community partners to verify pre-employment transition 
service delivery. Observes recipient participating in pre-employment transition services to assist in the collection of 
service data. Obtains and confirms existing information on student's disability by obtaining medical, and/or 
psychological information from families, medical providers, and/or Local Education Agencies to provide pre-employment 
transition services. Receives referral from Local Education Agency, student, or other community partner to request pre-
employment transition services. Interacting with Computers:  Administers assessments to recipients electronically, 
orally, or on paper to determine the area of pre-employment transition services needed. Completes and updates 
electronic form within electronic case management system to demonstrate area of services provided. Inputs case notes 
into electronic case management system as needed to document services provided. Inputs personal information, 
employment information, and time worked into electronic employee portal. Scans recipient information, reports, and 
documents into electronic case management system to document individual's receipt of services. Updating and Using 
Relevant Knowledge:  Participates in training experiences electronically and/or in person designed to enhance 
professional competency in Vocational Rehabilitation. Participates in available personal development activities, such as 
webinars, seminars, conferences, and mandated and voluntary training opportunities. Participates in available in-service 
opportunities to enhance knowledge of Local Education Agencies.    
 
Competencies (KSA’s): 
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Competencies:  Peer Relationships Ethics and Values Approachability Conflict Management Organizing Drive for Results 
Written Communications Problem Solving Dealing with Paradox Presentation Skills Knowledge:  Intermediate knowledge 
of principles of providing customer service. Intermediate knowledge of career counseling and guidance for individuals 
with disabilities and limitations. Intermediate knowledge of clerical procedures including basic word processing and 
spreadsheet software and managing files and records. Basic knowledge of methods of promoting and marketing 
services. Basic knowledge of principles and methods of training and teaching individuals with disabilities. Skills:  
Intermediate speaking and communication skills. Intermediate critical thinking and problem solving skills. Intermediate 
active listening skills. Basic reading comprehension skills. Intermediate judgement and decision making skills. 
Intermediate time management skills. Intermediate writing skills. Basic service orientation skills to include individuals 
with and without disabilities. Intermediate social perceptiveness skills. Intermediate negotiation skills. Intermediate 
negotiation skills. Intermediate monitoring skills to assess individuals and organizations to foster improvement. Abilities:  
Intermediate oral expression abilities. Intermediate problem sensitivity abilities. Intermediate time sharing abilities. 
Intermediate written expression abilities. Intermediate written comprehension abilities. Basic ability of deductive 
reasoning to apply and interpret policy and procedures.   
 
Tools and Equipment Used: 
 Personal Computer with internet access Telephone Fax Machine Multi-Function Printer Scanner 
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073481 - PRESS SECRETARY 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3323 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079426 - PRINTING PRE-PRESS SPECIALIST 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  9220 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to three years increasingly responsible full-time printing prepress work.  Substitution Education for Experience: 
Qualifying coursework at an accredited college, university, technical institute, business school, vocational or trade 
school in graphic arts, printing or a related field may be substituted for the required experience on a year-for-year basis, 
to a maximum of two years. 
 
Other Requirements: 
 Necessary Special Qualifications: Applicants for this class must:  Complete a criminal history disclosure form in a manner 
approved by the appointing authority.  Agree to release all records involving their criminal history to the appointing 
authority.  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check. A valid motor vehicle operator license.              Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for printing pre-press work of considerable difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class works closely with staff in customer service, 
graphic design and print production to schedule and process jobs through the pre-press area to meet customer delivery 
deadlines. This classification differs from others within the DGS printing division in that this classification focuses solely 
on  
 
Work Activities: 
1. Processes customer job files to make print ready, utilizing Pitstop and other pre-press related software.2.     Uses 
templates to position and impose jobs, produces metal plates for offset jobs or sends           mispositioned job files to 
print queue for digital printers. 3.     Maintains filing system for customer job files and performs clerical work related to 
files when needed.4.     Maintains quality control in the pre-press area by double checking the job tickets and/or 
customer requisitions to clarify any neccesary information before sending files to be printed. 5.     Participates in bi-
weekly production meetings to report status of all jobs in the pre-press area.6.     Performs equipment maintenance 
according to manuals and calls for vendor service when          necessary. 7.     Monitors industry trends and technology 
changes to recommend software updates          as needed. 8.     Manages the canvas print production area, including 
printing, framing, ordering and maintaining          inventory of canvas, frames and other supplies. 9.     Trains others to 
print and frame canvas prints. 10.   Cross trains and assists in other production areas as needed, including document 
scanning.  
 
Competencies (KSA’s): 
Competencies:    Composure  Customer Focus  Decision Quality  Drive for Results  Functional/Technical  Competency  
Planning  Priority Setting  Problem Solving  Process Management   Knowledge: Administration and Management Clerical 
Customer and Personal Service Mathematics Mechanical Production and Printing Skills: Active Listening Complex 
Problem Solving Equipment Maintenance Instructing Judgement and Decision Making Operation and Control Quality 
Control Analysis Time Management Troubleshooting Abilities: Deductive Reasoning Finger Dexterity Inductive Reasoning 
Information Ordering Manual Dexterity Mathematical Reasoning Number Facility Perceptual Speed Problem Sensitivity 
Visual Color Discrimination Written Comprehension Written Expression 
 
Tools and Equipment Used: 
1. Computer2. Pre-Press Software3. Platemaker4. Proof Printer  
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062586 - PRINTING SERVICES A DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1742 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework from an accredited college or 
university and experience equivalent to five years of full-time printing services production work, including two years of 
printing services production supervisory experience. Substitution of Education for Experience: Additional coursework 
from an accredited college, university, technical institute, business school, vocational, or trade school in graphic arts, 
printing, business or a related field may be substituted for the required non-supervisory experience on a year-for-year 
basis, to a maximum of two years, there being no substitution for the required two years of supervisory experience. 
Substitution of Experience for Education: Qualifying full-time printing experience may be substituted for the required 
education on a year-for-year basis, to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial printing work of average difficulty; and performs 
related work as required. Distinguishing Features: The employee in this class assists the Printing Services Director in the 
overall management of the Printing Division. Work involves the supervision of printing production and administrative 
staff.   
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Establishes policies and procedures for monitoring quality of all 
work completed in order to meet customer specifications and expectations. Developing Objectives and Strategies:  
Assists the director in developing short and long term objectives to align with Department goals. Coordinating the Work 
and Activities of Others:  Manages the workflow in all production and administrative areas to ensure efficiency and 
maximize production.  Scheduling Work and Activities:  Adjusts production schedules to ensure customer delivery 
deadlines are consistently met and on-time delivery rates of 95% are maintained. Makes work assignments to staff in 
order to accomplish other Division objectives. Establishing and Maintaining Interpersonal Relationships:  Building 
positive relationships with upper-management, peers, subordinates and customers by being honest, fair, consistent and 
respectful. Maintains professional working relationships with peers, subordinates, and upper-management to ensure 
excellent customer service. Getting Information:  Gathers information from outside sources, such as books, magazines 
and conferences, regarding industry trends to identify opportunities to expand products and services offered. Gathers 
information directly from outside vendors and from websites to write bid specifications for the purchase of additional 
and replacement equipment and software. Making Decisions and Solving Problems:  Evaluates workflow processes to 
implement changes to continuously improve quality and reduce turnaround time. Provides recommendations that assist 
the director in making operational decisions. Identifies solutions to issues to assist the director in solving problems. 
Reviews month-end financial reports to identify and correct issues in order to grant approval. Reviews monthly 
production reports to identify and correct issues in areas not reaching production goals. Developing and Building Teams:  
Collaborates with managers and supervisors to develop effective teams. Collaborates with customer service staff to 
address customer needs. Thinking Creatively:  Creates and distributes quarterly on-line newsletter to promote our 
services to our customers. Suggests updates to our brochures and other promotional items to showcase our design 
staff's capabilities. Develops ideas for new products and services to meet our customers' changing needs. Resolving 
Conflicts and Negotiating with Others:  Seeks clarification of a problem before reaching a conclusion and taking action. 
Takes action to resolve conflicts, complaints and other employee issues promptly and professionally. Investigates 
complaints from customers, takes steps to resolve promptly and follows up with customer to make sure they are 
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satisfied with the resolution. Organizing, Planning, and Prioritizing Work:  Prioritizes responsibilities and schedules 
sufficient time to accomplish critical strategic goals. Delegates routine tasks to assigned subordinates based on 
competencies and workload. Communicating with Persons Outside Organization:  Communicates with customers to 
provide expert advice on how to best utilize printing and other media services. Communicates with outside vendors to 
research equipment and services and to resolve issues products or services provided. Guiding, Directing, and Motivating 
Subordinates:  Reviews monthly performance data in order to monitor employee performance so that any identified 
issues can be addressed. Ensures each employee has an up-to-date job plan and that he/she clearly understands what 
they must accomplish to earn valued, outstanding and exceptional ratings. Plans individual meetings regularly with 
employee to address performance objectives and challenges. Provides specific guidance and direction to employees on 
how to handle unique situations. Provides guidance and advice to assist employees in meeting their individual goals. 
Coaching and Developing Others:  Encourages and motivates employees to improve skills and learn new skills through 
cross-training and continuing education. Coordinates the division's talent management program to prepare employees 
for advancement opportunities. Provides immediate corrective and frequent positive feedback according to state 
guidelines. Monitor Processes, Materials, or Surroundings:  Oversees annual physical inventory count. Monitors monthly 
inventory reconciliations. Monitors on time delivery and job turnaround time metrics and notifies Director if goals are 
not being met. Evaluating Information to Determine Compliance with Standards:  Ensures all Division and State policies 
and procedures are updated annually and made available to all employees. Monitors the Forms and Publications 
approval process to ensure compliance with State guidelines and TCA requirements. Assists customers with questions 
regarding compliance with State Branding Guidelines. Monitors printing related contracts utilized by the Agency to 
ensure vendor compliance and on-time renewals. Evaluates production procedures in all areas to verify compliance with 
industry best practice standards. Staffing Organizational Units:  Conducts interviews to determine and make a 
recommendation on which candidates are the best when filling positions. Identifies promotional opportunities within 
assigned subordinates to retain valued, outstanding, and exceptional employees. Communicating with Supervisors, 
Peers, or Subordinates:  Provides upper management status updates on day-to-day operations and longer term projects 
and assignments. Communicates information that affects our Division to peers and subordinates. Monitoring and 
Controlling Resources:  Monitors procurement and billing procedures and approves all purchase requisitions for the 
division. Reviews monthly credit card reports for accuracy and compliance with procurement guidelines for all 
employees with credit cards. Interacting with Computers:  Uses print management software to generate managerial 
reports. Uses spreadsheet software to enter and record production and administrative data. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Business Acumen Decision Quality Directing Others Problem Solving Drive for Results 
Priority Setting Developing Direct Reports/Others Planning Organizing Delegation Knowledge:  Customer and Personal 
Service Administration and Management Production and Processing Skills:  Equipment Selection Management of 
Material Resources Management of Personnel Resources Active Listening Monitoring Reading Comprehension Speaking 
Writing Complex Problem Solving Quality Control Analysis Troubleshooting Judgement and Decision Making Abilities:  
Time Management Deductive Reasoning Oral Comprehension Oral Expression Written Comprehension Written 
Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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062587 - PRINTING SERVICES DIRECTOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1732 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062583 - PRINTING SERVICES PROD MGR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1730 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college, 
university, or vocational or trade school in graphic arts, printing, or business and experience equivalent to four years of 
full-time digital, sheet fed-offset, web-offset, administrative, bindery, or pre-press printing services work. At least two 
years of this experience must have been at a supervisory level in digital, sheet fed-offset, web-offset, administrative, 
bindery, or pre-press printing services. Substitution of Experience for Education: Additional experience in digital, sheet 
fed-offset, web-offset, administrative, bindery, or pre-press printing services work may substitute for the required 
education on a year for year basis to a maximum of two years. Substitution of Education for Experience: Additional 
qualifying coursework at an accredited college, university, or vocational or trade school in graphic arts, printing, or 
business may be substituted for the required non-supervisory experience on a year-for-year basis, to a maximum of two 
years, there being no substitution for the required two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial printing production work of considerable difficulty 
and performs related work as required. Distinguishing Features: An employee in this class is responsible for the 
production management of the largest of printing plants, including the management of a moderate-sized staff of 
printing services supervisors and support personnel. This class differs from that of Printing Services Assistant Director in 
that an incumbent of the latter is responsible for the management of all areas of printing services. 
 
Work Activities: 
Monitoring and Controlling Resources: Allocates budgetary resources to ensure sufficient funding.Making Decisions and 
Solving Problems: Selects job candidates who best fit available positions based on the results of selection assessment. 
Evaluates workflow processes in order to make decisions to continuously improve quality and turnaround.Provides 
Consultation and Advice to Others: Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Advises upper management on team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.Coaching 
and Developing Others: Mentors subordinates by providing feedback and information on organizations culture, policies, 
and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks. Provides immediate 
corrective and positive feedback according to state guidelines. Encourages and motivates employees to improve skills 
and learn new skills through cross-training and continuing education. Ensures employees follow all state, department 
and division policies and procedures.Documenting/Recording Information: Documents on a continuous basis the 
performance of subordinates to ensure accurate and unbiased performance evaluations.Monitor Processes, Materials, 
or Surroundings: Monitors the use of paper and other materials and operating supplies in order to determine whether 
needed products are purchased on or off contract. Assists upper management and procurement personnel in the 
preparation of specifications and contracts for printing services.Organizing, Planning, and Prioritizing Work: Manages 
and coordinates the production flow of print requests throughout the production process to ensure on-time delivery. 
Conducts production meetings and follows up on all critical jobs by alerting supervisors in all production areas that 
special service is required. Delegates tasks to assigned subordinates based on the competencies they possess to ensure 
sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and 
timely.Identifying Objects, Actions, and Events: Identifies work priorities to ensure the most important work for the 
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division is completed first, based on work experience, supervisor guidance, according to workload, equipment, and 
personnel.Resolving Conflicts and Negotiating with Others: Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance. Resolves simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships.Coordinating 
the Work and Activities of Others: Coordinates workload with internal and external business partners as required to 
facilitate timely and accurate task completion. Coordinates with upper management, peers, and assigned subordinates 
to facilitate equitable workload dissemination.Developing Objectives and Strategies: Develops motivational strategies to 
enhance investment and participation in special events and projects (e.g. LEAN). Generates SMART goals for assigned 
subordinates. Determines divisional performance production standards.Judging the Qualities of Things, Services, or 
People: Monitors the quality of work to ensure all work completed conforms to requesting agency specifications and 
that all work meets high internal quality standards. Judges how well a subordinate performs on a given SMART 
goal.Developing and Building Teams: Models effective performance for co-workers and assigned subordinates to 
provide a role model, encourage success in others, and enhance trust. Identifies developmental opportunities 
appropriate for assigned subordinates to improve team development.Communicating with Persons outside 
Organization: Consults with clients regarding their printing needs. Serves as liaison between clients and printing 
operations personnel. Contacts vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.Establishing and Maintaining 
Interpersonal Relationships: Maintains professional working relationships with peers, subordinates, and upper 
management to ensure smooth and effective team operations.Guiding, Directing, and Motivating Subordinates: 
Leverages developmental opportunities and motivational factors to improve team development and the performance of 
assigned subordinates. Leads assigned subordinates by using production information to determine whether individual 
production complies with divisional standards.Staffing Organizational Units: Conducts interviews to determine which 
candidates are best when filling positions. Identifies promotional opportunities within assigned subordinates to develop 
bench strength and enhance the talent pool.Getting Information: Gathers information from outside vendors regarding 
printing equipment and software in order to make recommendations executive management for purchasing. Reviews 
reports from supervisors to verify production numbers and invoice from supervisors. Reviews invoices and receipts from 
supervisors for various programs (e.g., recycling, procurement) to ensure the numbers match up. Pulls daily reports from 
enterprise 32 to track work flow.Communicates with Supervisors, Peers, or Subordinates: Provides regular updates to 
upper management and other internal business partners on the status of projects and other assigned work. Maintains 
an open dialogue with internal business partners to ensure effective and efficient communication.Updating and Using 
Relevant Knowledge: Researches market trends and the availability of new equipment to stay up-to-date with the latest 
technology. Attends industry and leadership training regarding things like OSHA regulations and coaching & 
developing.Interacting with Computers: Uses printing industry related software to manage production. Uses office 
productivity software including, but not limited to, word processing programs, spreadsheets programs, presentations 
software, web-based email programs, instant messaging programs, and search engines. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Technical Learning Delegation Planning Process 
Management Fairness to Direct Reports Drive for Results Approachability Action Oriented Priority Setting Boss 
Relationship Perseverance Composure Developing Direct Reports/OthersKnowledge: Customer Service Production and 
Processing Computers and Electronics Administration and Management Mathematics ClericalSkills: Critical Thinking 
Active Listening Monitoring Reading Comprehension Speaking Writing Coordination Negotiation Complex Problem 
Solving Equipment Selection Operations Analysis Quality Control Analysis Troubleshooting Judgment and Decision 
Making Systems Analysis Active Learning Learning Strategies Instructing Persuasion Social PerceptivenessAbilities: 
Management of Material Resources Oral Comprehension Management of Personnel Resources Time Management 
Written Comprehension Deductive Reasoning Near Vision Originality 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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062564 - PRINTING SERVICES SUPERVISOR 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  1712 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time printing work including, at least, one year of printing supervisory experience.   Substitution of 
Education for Experience: Additional qualifying coursework at an accredited college, university, technical institute, 
business school, or vocational or trade school in graphic arts, printing or a related field may be substituted for the 
required experience on a year-for-year basis, there being no substitution for the required one year of required 
supervisory experience. Substitution of Experience for Education: Qualifying full-time printing experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.  Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory printing work of average difficulty; and performs 
related work as required. Distinguishing Features:  An employee in this class supervises employees who work on a 
variety of printing presses. An employee in this class is responsible either for assisting in a major function at the largest 
of printing plants or for assisting in the operation of a moderate-sized printing plant or for functioning as a second or 
third shift supervisor. This class differs from that of Printing Services Supervisor 1 in that an incumbent of the latter is 
responsible either for the operation of a small printing plant or for functioning as a day shift supervisor. This class differs 
from Printing Services Superintendent in that the incumbent of the latter is responsible for the operation of a moderate-
sized printing plant. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment:    Repairs problems identified by press operators regarding 
mechanical performance of the press.    Determines severity of printing press issue and refers the problem to production 
manager. Staffing Organizational Units:    Provides recommendations on personnel actions that regard promotion, 
demotion, discipline, and related matters.    Conducts interviews for potential employees.    Identifies candidates to be 
interviewed for vacant positions. Training and Teaching Others:    Provides instructions to operators on how to properly 
operate each press.    Provides all employees information on the safety guidelines for operation of equipment and other 
procedures such as proper lifting techniques. Coaching and Developing Others:    Conducts performance evaluations for 
all assigned staff.    Reviews monthly averages with each employee and makes suggestions to aid in achievement of 
individual production goals.    Cross trains employees in order to encourage skill development.    Teaches employee the 
most efficient way to perform routine job tasks. Processing Information:    Researches, recommends, and assists 
production manager with equipment purchases and contract renewals for maintenance and supplies.    Writes up 
product purchase forms for procurement officers so that adequate parts are ordered for the press.    Compiles monthly 
production report based on daily production activities logged by press operators. Organizing, Planning, and Prioritizing 
Work:    Utilizes personnel and equipment to ensure efficiency, including making sure employees who run out of work 
are promptly reassigned to assist in another area.    Reviews &lsquo;Ship by Date’ reports to determine the sequence in 
which the jobs will be printed in order to meet delivery deadlines.    Notifies supervisor when heavy workloads 
necessitate assistance from employees in other sections. Monitor Processes, Materials, or Surroundings:    Monitors 
presses for jobs designated for expedited processing and delivery.    Performs quality checks by completing quality 
checklist indicating correctness of color, ink density, paper size/color, finish and registration.    Reviews production logs 
daily to ensure impression counts are logged. Establishing and Maintaining Interpersonal Relationships:    Maintains 
professional working relationships with peers, subordinates and upper management to ensure excellent customer 
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service. Resolving Conflicts and Negotiating with Others:    Investigates complaints from customers concerning finished 
product quality. Operating Vehicles, Mechanized Devices, or Equipment:    Operates a variety of digital and/or offset 
presses.    Prepares digital and/or offset presses and other printing equipment for processing jobs.    Operates hand 
truck for stock retrieval and movement of finished job to staging locations. Communicating with Supervisors, Peers, or 
Subordinates:    Communicates priority changes to respective press operators, customer service representatives and 
bindery supervisor.    Communicates production report data at regularly scheduled production meetings. Interacting 
with Computers:    Utilizes workflow software to schedule and track jobs throughout the production process to ensure 
on-time delivery.    Enters data into Excel spreadsheets to compile information to generate reports.    Enters production 
information into enterprise 32 print management software program. Performing General Physical Activities:    Lifts 50 
pound boxes of paper and loads on the press.    Walks varying distances in order to monitor the production floor.    
Operates printing press, standing for long periods of time. Documenting/Recording Information:    Documents job status 
for each press in order to answer questions during regularly scheduled production meetings.    Completes change order 
in order to document the amounts of spoilage or poor quality printing. Communicating with Persons Outside the 
Organization:    Communicates with vendors in reference to press maintenance and supply issues. Performing 
Administrative Activities:    Enters performance evaluation documentation according to state policies and procedures.    
Enters and approves employees' leave and attendance.    Keeps a monthly log of all maintenance calls to include 
equipment name, vendor response time, reason for the call, and how the issue was resolved. 
 
Competencies (KSA’s): 
Competencies:    Drive for Results    Customer Focus    Fairness to Direct Reports    Functional/Technical Competency    
Directing Others    Organizing    Time Management    Confronting Direct Reports    Approachability    Ethics and 
ValuesKnowledge:    Knowledge of printing presses and tools, including their designs, uses, repair, and maintenance.    
Knowledge of processes for providing excellent customer services related to printing products, including customer needs 
and meeting quality standards for printing services and products.Skills:    Monitoring    Reading Comprehension    
Speaking    Instructing    Equipment Maintenance    Equipment Selection    Operation and Control    Operation Monitoring    
Quality Control Analysis    Repairing    Troubleshooting    Management of Personnel Resources    Time 
ManagementAbilities:    Memorization    Number Facility    Oral Comprehension    Oral Expression    Oral Expression    
Problem Sensitivity    Control Precision    Finger Dexterity    Manual Dexterity    Extent Flexibility    Static Strength    Near 
Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Off-Set Printing Presses (one and two color sheet fed)    Digital Printing Presses    Computer    Telephone    Pica Pole 
Ruler    Hand Jack    Wrench    Screwdrivers    Bench Grinder    Hand Held Power Tools (i.e., drills, grinders) 
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078149 - PROB/PAR ADMINISTRATOR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4534 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078147 - PROB/PAR BOARD EXECUTIVE DIR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4533 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078145 - PROB/PAR DISTRICT DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4470 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time professional-level work in one or more of the following: probation/parole, 
counseling, social work, criminal investigations, or law, of which three years must be at a lead or supervisory level in 
probation/parole work.Substitution of Education for Experience: Graduate course work credit received from an 
accredited college or university in social science, behavioral science, criminal justice, criminology, social work, and/or 
law may substitute for the required experience to a maximum of two years (e.g., 36 graduate quarter hours in one or a 
combination of the above-listed fields may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications:Applicants for this class must:1. Have a good moral character, as determined by 
investigation2. Complete a criminal history disclosure form in a manner approved by the appointing authority3. Agree to 
release all records involving their criminal history to the appointing authority4. Supply a fingerprint sample tin a manner 
prescribed by the TBI for a fingerprint-based criminal history records check5. Have no conviction for a felony or have 
been discharged under any other than honorable conditions from any branch of the United States armed forces6. 
Possess a valid motor vehicle operator's license at the time of appointment in some positions.Examination Method: 
Education and Experience, 100% for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial probation/parole work of considerable difficulty; and 
performs related work as required.Distinguishing Features: This is the third supervisory class in the Probation/Parole 
Officer sub-series. An employee in this class manages all probation and parole services for a district of the state. This 
class supervises and differs from Probation/Parole Deputy District Director in that an incumbent of the latter functions 
as a second level supervisor of subordinate probation and/or parole staff and assists in the management of a 
Probation/Parole district. 
 
Work Activities: 
1. Plans and manages the work of a district probation/parole office and all other field offices in the district; provides 
technical assistance and advice to field supervisors to coordinate special programs and the probation/parole monitoring 
process.2. Assigns, trains, supervises, and evaluates probation/parole staff and their work; makes recommendations on 
employment, retention, promotion, demotion, and other personnel actions; develops job plans; conducts interim 
reviews and annual performance evaluations, and also reviews performance evaluations.3. Reviews the work of 
subordinates and instructs on policies and techniques in case handling, recording, counseling, and preparation and 
implementation of probation/parole program plans.4. Confers with subordinate staff regarding problem cases to 
determine course of action to be followed; makes recommendations to take action against the probationer or parolee 
based on the evidence collected by the probation/parole officer.5. May perform important public contact and liaison 
work by explaining and interpreting probation and/or parole programs, policies, and procedures to law enforcement 
agencies, resource agencies, attorneys, court officials, government organizations, and the general public.6. Supervises 
the preparation and maintenance of case reports; submits periodic reports regarding caseload count, distribution, 
statistics and specialized programs; prepares special reports as needed; identifies and discusses potential or existing 
problems in narrative reports or forms which the officer must correct to conform to policy.7. Assists the central office 
staff in preparation of a budget for a district office or program area by estimating the level of expenses needed for 
operations; manages expenditures within budgeted allocations; may approve travel expenditures and equipment 
purchases and maintains financial records.8. Assists the central office staff in the study of relevant policy and procedures 
and in making recommendations for change; studies organization, operations, and services as assigned; makes 
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recommendations for improvements in economy, efficiency, and quality in these areas.9. May design and conduct 
seminars, group meetings, in-service training, and standardized training on specific topics so that information can be 
properly disseminated to probation/parole officers; attends prescribed pre-service training programs.10. Serves on 
boards and task force panels related to probation and/or parole activities or other community matters. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
" Click here to access current compensation information." 
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078155 - PROB/PAR FIELD SERVICES ADMIN 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4490 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078144 - PROB/PAR MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4464 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of full-time professional level experience in one or more of the following: probation/parole, 
counseling, social work, investigative, or legal experience. OR Substitution of Graduate Course Work for Experience: 
Graduate course work credit received from an accredited college or university in social science, behavioral science, 
criminal justice, criminology, social work, and/or law may substitute for the required experience to a maximum of two 
years (e.g., an additional 36 graduate quarter hours in one or a combination of the above-listed fields may substitute for 
one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least eighteen (18) years of age on the date of application;    Be a citizen of the United States;    
Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or any domestic assault convictions or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Submit to and pass a pre-employment screening test for use of illegal drugs;    Possess a valid motor vehicle 
operator’s license at the time of appointment;    Upon appointment, successfully complete all additional prescribed 
course of instruction at the Tennessee Correction Academy and any and all on-line training.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision is responsible for managerial probation and parole work of average difficulty, and 
performs related work as required.  Distinguishing Features:  This is the first full supervisory class in the 
Probation/Parole Officer sub-series. An employee in this class supervises a moderate-sized probation/parole staff. This 
class differs from Probation/Parole Officer 3 in that an incumbent of the latter leads others or may supervise a small 
staff in probation and/or parole work. This class reports to and differs from Probation/Parole Deputy District Director in 
that an incumbent of the latter manages the staff and activities of a probation/parole district. 
 
Work Activities: 
Training and Teaching Others:    Facilitates the orientation and training of new staff to ensure their success and 
effectiveness as employees. Communicating with Supervisors, Peers, or Subordinates:    Effectively communicates with 
staff, supervisors, and other agencies concerning events, activities, and policies related to offenders to promote 
effective completion of work tasks.    Communicates with staff to ensure policy and program objectives are clearly 
understood, accurately communicated, and properly interpreted. Resolving Conflicts and Negotiating with Others:    
Addresses public, offender, and staff complaints and grievances quickly and professionally as required by policy and 
procedures. Establishing and Maintaining Interpersonal Relationships:    Acts as liaison with judges, court personnel, law 
enforcement and other agencies concerned with the probation/parole program and who may have an effect upon the 
success of agency goals.    Interacts with others in a positive manner always dealing with hostile attitudes in a controlled 
and calming manner with other staff members and other fellow employees to foster and maintain a harmonious 
working environment. Assisting and Caring for Others:    Responds appropriately when personal assistance is needed. 
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Developing and Building Teams:    Promotes team building and cooperation with other organizational teams. Performing 
for or Working Directly with the Public:    Performs duties and functions in a professional manner toward the public as a 
representative of the agency. Communicating with Persons Outside Organization:    Exchanges information with law 
enforcement officers, district attorneys, other state agencies, and other states related to offenders.    Exchanges 
information with representatives of outside organizations and community agencies about programs which can help the 
offender adjust to the community.    Represents the organization in a variety of formal and informal contracts.    
Effectively communicates with public concerning events, activities, and policies related to offenders. Coordinating the 
Work and Activities of Others:    Directs and oversees the activities and work for staff of lower level classifications.    
Coordinates with other management staff to ensure efficient workflow within the organization. Guiding, Directing, and 
Motivating Subordinates:    Promotes departmental policy and procedure guidelines in a positive manner when giving 
information to employees of lower classifications.    Consistently sets an example for fellow employees by 
demonstrating positive work habits.    Demonstrates to staff an understanding of their role as it relates to the 
organization through positive interaction with superiors and subordinates and requires those same behaviors of 
supervised staff. Analyzing Data or Information:    Prepares documentation and recommendations for staff disciplinary 
actions.    Analyzes reports for needed action related to the offenders under their supervision. Interpreting the Meaning 
of Information for Others:    Interprets policies, processes, and procedures to officers in lower job classes for staff 
development and needed corrective actions. Coaching and Developing Others:    Reviews the work quality of staff for 
performance evaluations.    Conducts interim reviews with staff providing needed direction for improving or maintaining 
job performance standards.    Empowers staff to deal with offenders on difficult issues such as drug and alcohol abuse 
and anger management problems.Making Decisions and Solving Problems:    Prepares documentation and 
recommendations for staff disciplinary actions.    Reviews and directs staff to request arrest warrants for non-
compliance by the offenders as required by policy and procedures.    Utilizes compiled offender information in order to 
determine proper steps for treatment. Judging the Qualities of Things, Services, or People:    Evaluates significant 
offender and staff related events to determine if incident reports are required by policy and procedures.    Assists 
officers in decision-making processes.    Recommends applicants for potential employment. Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Reviews distribution of staff’s workload to promote effectiveness 
and efficiency. Monitoring and Controlling Resources:    Controls expenditures for staff in the unit to ensure compliance 
with budgetary constraints.    Monitors the efficient use of resources to promote sound fiscal management.    Monitors 
staff work schedules and time use to accommodate activities for monitoring offenders and to ensure appropriate action 
is being taken. Evaluating Information to Determine Compliance with Standards:    Audits staff’s casework for quality and 
adherence to standards required by policy and procedures.    Reviews and approves staff’s violation reports and warrant 
requests for proper preparation and completeness.    Monitors staff to ensure the offenders under their supervision are 
in compliance with release requirements set for the offenders by policy and procedures.    Utilizes compliance reports 
on a monthly basis to determine if the officers’ work is in compliance with standards required by policy and procedures.    
Conducts annual offender interviews to ensure staff compliance with policy and procedures. Organizing, Planning, and 
Prioritizing Work:    Organizes and coordinates work units to maximize efficiency of workflow in the office.    Establishes 
action plans for staff and the unit to achieve goals and objectives.    Involves staff in the development of plans to address 
changes needed in work procedures or workflow.    Prioritizes and schedules daily, weekly, and monthly personal work 
activities. Performing Administrative Activities:    Compiles the required documentation for employment, retention, 
demotion, and other personnel actions.    Ensures staff time and attendance is properly documented for payroll 
administration.Identifying Objects, Actions, and Events:    Identifies and verifies offenders’ location and movement 
between local, state, federal facilities, and/or supervising field offices. Processing Information:    Ensures information 
provided by staff in reports is accurate and limitation or inferences are clearly noted.      Prepares reports requested by 
senior management as needed and within agreed time frames.    Verifies details of staff travel claims submitted for 
reimbursement. Provides Consultation and Advice to Others:    Answers questions for offenders, staff, and others. 
Developing Objectives and Strategies:    Develops job plans and individual development plans for staff.    Works with 
staff to develop appropriate sanctions for offender noncompliance with their conditions of release. Staffing 
Organizational Units:    Participates in the recruiting, interviewing, hiring, and promoting of staff. Monitor Processes, 
Materials, or Surroundings:    Receives and responds to GPS alerts regarding offenders and processes notifications.    
Checks staff’s responses on system alerts for offenders.    Reviews staff preparation of risk assessments from Level 
Service Case Management Inventory (LSCMI) or any designated assessment tool.    Reviews requests for action in 
response to noncompliance with terms of probation or parole established in court orders and board conditions of 
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release.    Checks staff’s corrective actions for problems noted on file audits.    Administers drug and alcohol tests, 
including random drug screens of offenders to verify compliance with substance abuse treatment programs.     Attends 
and monitors court hearings of offenders.    Reviews for approval offender fee exemptions submitted by staff.    Receives 
and responds to correspondence from other states related to offenders’ supervision.    Checks staff attendance on daily 
sign-in sheets. Inspecting Equipment, Structures, or Material:    Inspects office supplies and specialty equipment, such as 
a GPS, to ensure adequate supplies of functional equipment are available as needed for their job functions.    Inspects 
personal safety equipment including vest, baton, pepper spray to ensure proper condition and functioning.    Inspects 
offices for safety and security issues. Interacting With Computers:    Uses a computer to maintain offenders’ files and 
other required work. Getting Information:    Conducts searches of offender residences, vehicles and person as required 
by policy.     Monitors and reviews e-mails related to the status of their offenders.    Interviews probationers and 
parolees regularly to evaluate their progress in accomplishing goals and maintaining the terms specified in their 
probation contracts and rehabilitation plans.    Requests information for background checks for potential employees. 
Updating and Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service training 
related to applying new knowledge to their job responsibilities. Documenting/Recording Information:    Documents 
employee work performance in the State personnel management system as required by policy and procedures.    
Documents and records personal working time and travel. Scheduling Work and Activities:    Plans with individual staff 
the use of annual leave in such a way as to ensure the presence of sufficient staff to handle work assignments.    Assists 
other staff in scheduling work activities to meet their job requirements.    Schedules unit staff meetings. Operating 
Vehicles, Mechanized Devices, or Equipment:    Uses personal car or state vehicle to perform home visits or other work 
related travel. 
 
Competencies (KSA’s): 
Competencies:    Directing Others    Problem Solving    Motivating Others    Approachability    Learning on the Fly    
Conflict Management    Confronting Direct Reports    Planning    Informing    Hiring and StaffingKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Law and Government    Psychology    
Public Safety and Security Skills:    Active Listening    Complex Problem Solving    Coordination    Critical Thinking    
Equipment Maintenance    Instructing    Learning Strategies    Monitoring    Persuasion    Reading Comprehension    
Service Orientation    Social Perceptiveness    Speaking    Time Management    Writing Abilities:    Auditory Attention    
Category Flexibility    Deductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Speech Clarity    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Two-Way 
RadiosOther Law Enforcement related equipment as required 
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078141 - PROB/PAR OFFICER 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  5730 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator’s license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training. 
 
Job Overview: 
Summary: Under general supervision is responsible for entry-level probation and parole work of average difficulty, and 
performs related work as required. Distinguishing Features: An employee in this class performs on a full-time basis a set 
of trainee duties in the field of Probation and Parole, learning to plan and/or implement services for in Probation and 
Parole for the State of Tennessee. Supervision is initially close, but as an incumbent learns procedures and practices, 
supervision becomes more general. The employee will be eligible for preferred status after completing a probationary 
period. 
 
Work Activities: 
Processing Information: Prepares and maintains offenders’ records and reports; identifies criminal activities and 
background information in reports or standard forms which answer special requests by the parole board; prepares 
narrative reports of the investigation process; total caseload activities when preparing monthly reports.Evaluating 
Information to Determine Compliance with Standards:  Utilizes compliance reports on a monthly basis to determine the 
officers’ work is in compliance with standards required by policy and procedures. Monitors the offenders under their 
supervision to ensure compliance with release requirements set for the offenders by policy and procedures. Getting 
Information: Interviews probationers and parolees regularly to evaluate their progress in accomplishing goals and 
maintaining the terms specified in their probation contracts and rehabilitation plans. Searches on state, local, and 
federal databases for incidents and additional information related to their offenders. Monitors and reviews e-mails 
related to the status of their offenders. Conducts pre-hearing and pre-release investigations and testifies in court 
regarding the offenders’ backgrounds and recommended sentences and sentencing conditions as required by policy. 
Conducts searches of offender residences, vehicles and person as required by policy.  Establishing and Maintaining 
Interpersonal Relationships: Acts as liaison with judges, court personnel, law enforcement and other agencies concerned 
with the probation/parole program and who may have an effect upon the success of agency goals. Interacts with each 
offender in a positive and respectful manner always dealing with hostile attitudes and the offender in a controlled and 
calming manner. Interacts in a positive manner with other staff members and other fellow employees to foster and 
maintain a harmonious working environment. Making Decisions and Solving Problems: Requests arrest warrants for 
non-compliance by the offenders as required by policy and procedures. Utilizes compiled offender information in order 
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to determine proper steps for treatment. Monitor Processes, Materials, or Surroundings: Supervises people on 
community-based sentences, such as electronically monitored home detention, and provide field supervision of 
probationers by conducting curfew checks or visits to home, work, or school. Administers drug and alcohol tests, 
including random drug screens of offenders, to verify compliance with substance abuse treatment programs.  Attends 
and monitors court hearings of offenders. Receives and responds to correspondence from other states related to 
offenders’ supervision. Receives and responds to GPS alerts regarding offenders and processes notifications. 
Recommends remedial action or initiates court action in response to noncompliance with terms of probation or parole. 
Enforces and follows up on court orders and board conditions for release. Prepares and follows up with risk assessments 
form Level Service Case Management Inventory (LSCMI) or any designated assessment tools. Resolving Conflicts and 
Negotiating with Others: Handles offender complaints and grievances quickly and professionally as required by policy 
and procedures. Analyzing Data or Information: Analyzes reports for needed action related to the offenders under their 
supervision.Assisting and Caring for Others: Responds appropriately when personal assistance is needed.Judging the 
Qualities of Things, Services, or People: Uses Level Service Case Management Inventory (LSCMI) to determine the 
offenders’ risk level and frequency of needed services. Investigates significant offender and staff related events to 
determine if incident reports are required by policy and procedures. Assists offenders in decision-making processes. 
Assesses the availability of service providers to deliver appropriate services to offenders. Assists in determining the 
value of court ordered offender restitution. Communicating with Supervisors, Peers, or Subordinates: Effectively 
communicates with other staff, supervisors, and other agencies concerning events, activities, and policies related to 
offenders to promote effective completion of work tasks. Developing Objectives and Strategies: Develops a transitional 
accountability plan informing offenders of the requirements of conditional release, such as office visits, restitution 
payments, or educational and employment stipulations. Develops appropriate sanctions for offender compliance with 
their conditions of release. Training and Teaching Others: Mentors and/or assists in training new staff.Identifying 
Objects, Actions, and Events: Writes reports describing offenders’ progress. Identifying offender status and updating 
personal information and employer information. Coordinates clinical assessments for offenders. Arranges for medical, 
mental health, or substance abuse treatment services according to individual needs or court orders. Identifies and 
verifies offenders’ location and movement between local, state, federal facilities, and/or supervising field offices. 
Performing for or Working Directly with the Public: Performs duties and functions in a professional manner toward the 
public as a representative of the agency. Communicating with Persons Outside Organization: Represents the 
organization in a variety of formal and informal contracts. Exchanges information with law enforcement officers, district 
attorneys, other state agencies, and other states related to offenders. Effectively communicates with public concerning 
events, activities, and policies related to offenders. Exchanges information with representatives with outside 
organizations and community agencies about programs that can help the offender adjust to the community. Inspecting 
Equipment, Structures, or Material: Inspects office and specialty equipment, such as a GPS, and supplies to ensure 
adequate supplies of functional equipment are available as needed for their job functions. Inspects personal safety 
equipment including vest, baton, pepper spray to ensure proper condition and functioning. Interacting With Computers: 
Uses a Computer to maintain offenders’ files and other required work. Scheduling Work and Activities: Schedules 
offender activities such as public service work, orientation, court, classes, in-take processing, drug screens, and home 
visits. Interpreting the Meaning of Information for Others: Discusses the risk and needs assessments with offenders. 
Coaching and Developing Others: Discusses with offenders how such issues as drug and alcohol abuse and anger 
management problems might have played roles in their criminal behavior.Documenting/Recording Information: 
Documents and records personal working time and travel. Prepares and maintains contact notes on offenders within the 
case file folder and in required databases and records.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Plans personal work schedules to accommodate activities for monitoring offenders. Organizing, Planning, 
and Prioritizing Work: Prioritizes and schedules daily, weekly, and monthly personal work activities.Updating and Using 
Relevant Knowledge: Attends and participates in all required in service and pre service training related to applying new 
knowledge o their job responsibilities. Operating Vehicles, Mechanized Devices, or Equipment: Uses personal car or 
state vehicle to perform home visits or other work related travel. 
 
Competencies (KSA’s): 
Competencies: Time Management Written Communications Problem Solving Ethics and Values Customer Focus 
Organizing Planning Composure Priority Setting Dealing with AmbiguityKnowledge: Administration and Management 
Clerical Customer and Personal Service Law and Government Psychology Public Safety and Security Skills:  Active 
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Listening Complex Problem Solving Critical Thinking Skills Instructing Learning Strategies Monitoring Persuasion Reading 
Comprehension Service Orientation Speaking Time Management Writing Abilities:  Deductive Reasoning Information 
Ordering Oral Comprehension Oral Expression Problem Sensitivity Speech Clarity Time Sharing Written Comprehension  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Cameras Two-Way Radios   
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078142 - PROB/PAR OFFICER 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4551 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of full-time professional level experience in one or more of the following: probation/parole, 
counseling, social work, investigative, or legal experience. Substitution of Graduate Course Work for Experience: 
Graduate course credit received from an accredited college or university in social science, behavioral science, criminal 
justice, criminology, social work and/or law may be substitute for the required experience to a maximum of one year 
(e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one 
year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least eighteen (18) years of age on the date of application;    Be a citizen of the United States;    
Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or any domestic assault convictions or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Submit to and pass a pre-employment screening test for use of illegal drugs;    Possess a valid motor vehicle 
operator’s license at the time of appointment;    Upon appointment, successfully complete all additional prescribed 
course of instruction at the Tennessee Correction Academy and any and all on-line training.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general direction, is responsible for professional probation and parole work of average difficulty; and 
performs related work as required.  Distinguishing Features:  This is the working level class in the Prob/Par Officer sub-
series. An employee in this class supervises a caseload of probationers and/or parolees. This class is flexibly staffed with 
and differs from the Prob/Par Officer 1 in that an incumbent of the latter performs entry-level work. This class differs 
from the Prob/Par Officer 3 in that an incumbent of the latter is responsible for leading others in probation and/or 
parole work. 
 
Work Activities: 
Processing Information:    Prepares and maintains offenders' records and reports; identifies criminal activities and 
background information in reports or standard forms which answer special requests by the parole board; prepares 
narrative reports of the investigation process; total caseload activities when preparing monthly reports.  Getting 
Information:     Conducts searches of offender residences, vehicles, and person as required by policy.    Interviews 
probationers and parolees regularly to evaluate their progress in accomplishing goals and maintaining the terms 
specified in their probation contacts and rehabilitation plans.    Conducts pre-hearing and pre-release investigations and 
testifies in court regarding their offenders’ backgrounds and recommended sentences and sentencing conditions as 
required by policy.    Searches on state, local, and federal databases for incidents and additional information related to 
their offenders.    Monitors and reviews e-mails related to their offenders. Establishing and Maintaining Interpersonal 
Relationships:    Interacts with each offender in a positive and respectful manner always dealing with hostile attitudes 
and the offender in a controlled and calming manner.    Acts as liaison with judges, court personnel, law enforcement 
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and other agencies concerned with the probation/parole program and who may have an effect upon the success of 
agency goals.    Interacts in a positive manner with other staff members and other fellow employees to foster and 
maintain a harmonious working environment.Making Decisions and Solving Problems:    Requests arrest warrants for 
non compliance by the offenders as required by policy and procedures.    Utilizes compiled offender information in order 
to determine proper steps for treatment.  Resolving Conflicts and Negotiating with Others:    Handles offender 
complaints and grievances quickly and professionally as required by policy and procedures. Judging the Qualities of 
Things, Services, or People:    Investigates significant offender and staff related events to determine if incident reports 
are required by policy and procedures.    Assists offenders in decision making processes.    Uses Level Service Case 
Management Inventory (LSCMI) to determine the offenders' risk level and frequency of needed services.    Assists in 
determining the value of court ordered offender restitution.    Assesses the availability of service providers to deliver 
appropriate services to offenders.  Developing Objectives and Strategies:     Develops appropriate sanctions for offender 
non compliance with their conditions of release.    Develops a transitional accountability plan informing offenders of the 
requirements of conditional release, such as office visits, restitution payments, or educational and employment 
stipulations. Evaluating Information to Determine Compliance with Standards:     Monitors the offenders under their 
supervision to ensure compliance with release requirements set for the offenders by policy and procedures.    Utilizes 
compliance reports on a monthly basis to determine the officers' work is in compliance with standards required by 
policy and procedures. Monitor Processes, Materials, or Surroundings:    Supervises people on community-based 
sentences, such as electronically monitored home detention, and provide field supervision of probationers by 
conducting curfew checks or visits to home, work, or school.    Recommends remedial action or initiates court action in 
response to noncompliance with terms of probation or parole as required for enforcing and following up on court orders 
and / or board conditions for release.    Receives and responds to GPS alerts regarding offenders and processes 
notifications.    Administers drug and alcohol tests, including random drug screens of offenders, to verify compliance 
with substance abuse treatment programs.    Prepares and follows up with risk assessments from LSCMI or any 
designated assessment tools.    Attends and monitors court hearings of offenders.    Receives and responds to 
correspondence from other states related to offenders’ supervision. Communicating with Supervisors, Peers, or 
Subordinates:     Effectively communicates with other staff, supervisors, and other agencies concerning events, activities, 
and policies related to offenders to promote effective completion of work tasks. Assisting and Caring for Others:     
Responds appropriately when personal assistance is needed. Training and Teaching Others:    Mentors and/or assists in 
training of new staff. Communicating with Persons Outside Organization:    Represents the organization in a variety of 
formal and informal contacts.    Exchanges information with law enforcement officers, district attorneys, other state 
agencies, and other states related to offenders.    Effectively communicates with the public concerning events, activities, 
and policies related to offenders.    Exchanges information with representatives with outside organizations and 
community agencies about programs that can help the offender adjust to the community. Analyzing Data or 
Information:     Analyzes reports for needed action related to the offenders under their supervision. Coaching and 
Developing Others:     Discusses with offenders how such issues as drug and alcohol abuse and anger management 
problems might have played roles in their criminal behavior. Interpreting the Meaning of Information for Others:     
Discusses the risk and needs assessments with offenders. Performing for or Working Directly with the Public:     Performs 
duties and functions in a professional manner toward the public as a representative of the agency. Interacting With 
Computers:     Uses a Computer to maintain offenders' files and other required work. Documenting/Recording 
Information:    Prepares and maintains contact notes on offenders within the case file folder and in required data bases 
and records.    Documents and records personal working time and travel. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Plans personal work schedules to accommodate activities for monitoring offenders. 
Scheduling Work and Activities:     Schedules offender activities such as public service work, orientation, court, classes, 
in-take processing, drug screens, and home visits. Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules 
daily, weekly, and monthly personal work activities.Identifying Objects, Actions, and Events:    Coordinates clinical 
assessments for offenders and arranges for medical, mental health, or substance abuse treatment services according to 
individual needs or court orders.    Writes reports describing offenders’ progress. Identifying offenders’ status and 
updating personal and employer information.    Identifies and verifies offenders’ location and movement between local, 
state, federal facilities, and/ or supervising field offices. Inspecting Equipment, Structures, or Material:    Inspects 
personal safety equipment including vest, baton, pepper spray to ensure proper condition and functioning.    Inspects 
office and specialty equipment, such as a GPS, and supplies to ensure adequate supplies of functional equipment are 
available as needed for their job functions. Updating and Using Relevant Knowledge:     Attends and participates in all 
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required in service and pre service training related to applying new knowledge to their job responsibilities. Operating 
Vehicles, Mechanized Devices, or Equipment:     Uses personal car or state vehicle to perform home visits or other work 
related travel. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Written Communications Time Management Composure Customer Focus Dealing with 
Ambiguity Organizing Ethics and Values Priority Setting Functional/Technical CompetenciesKnowledge: Administration 
and Management Clerical Customer and Personal Service Law and Government Psychology Public Safety and Security 
Skills: Active Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Speaking Writing 
Persuasion Service Orientation Complex Problem Solving Time Management Abilities: Deductive Reasoning Oral 
Comprehension Oral Expression Problem Sensitivity Time Sharing Written Comprehension Auditory Attention Speech 
Clarity  
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Two-Way 
RadiosOther Law Enforcement related equipment as required 
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078143 - PROB/PAR OFFICER 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4460 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of full-time professional level experience in one or more of the following: probation/parole, 
counseling, social work, investigative, or legal experience. OR Substitution of Graduate Course Work for Experience: 
Graduate course work credit received from an accredited college or university in social science, behavioral science, 
criminal justice, criminology, social work, and/or law may substitute for the required experience to a maximum of two 
years (e.g., an additional 36 graduate quarter hours in one or a combination of the above-listed fields may substitute for 
one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least eighteen (18) years of age on the date of application;    Be a citizen of the United States;    
Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a manner 
approved by the appointing authority;    Agree to release all records involving their criminal history to the appointing 
authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check;    Have no conviction for a felony or any domestic assault convictions or have been discharged under any 
other than honorable conditions from any branch of the United States armed forces;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Submit to and pass a pre-employment screening test for use of illegal drugs;    Possess a valid motor vehicle 
operator’s license at the time of appointment;    Upon appointment, successfully complete all additional prescribed 
course of instruction at the Tennessee Correction Academy and any and all on-line training.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional probation and parole work of considerable 
difficulty; performs related work as required. Distinguishing Features: This is the lead or minor supervisory class in the 
Probation/Parole Officer series. An employee in this class leads or may supervise a small staff of subordinates in 
probation and/or parole work. This class differs from that of Probation/ Parole Officer 2 in that the incumbent of the 
latter functions at the working level. This class differs from the Probation/ Parole Manager in that an incumbent of the 
latter supervises a moderate-sized probation and/or parole staff. 
 
Work Activities: 
Staffing Organizational Units:    Participates in the interviewing and hiring of new staff.Making Decisions and Solving 
Problems:    Requests arrest warrants for non-compliance by the offenders as required by policy and procedures.    
Utilizes compiled offender information in order to determine proper steps for treatment.    Prepares documentation and 
recommendations for staff disciplinary actions. Developing and Building Teams:    Promotes team building and 
cooperation with other team members. Training and Teaching Others:    Mentors and/or assists in training of new staff. 
Guiding, Directing, and Motivating Subordinates:    Consistently sets an example for fellow employees by demonstrating 
positive work habits.    Follows departmental policy and procedures guidelines when giving information to employees of 
lower classifications. Analyzing Data or Information:    Analyzes reports for needed action related to the offenders under 
their supervision. Resolving Conflicts and Negotiating with Others:    Handles staff complaints and grievances quickly and 
professionally as required by policy and procedures.    Handles offender complaints and grievances quickly and 
professionally as required by policy and procedures. Evaluating Information to Determine Compliance with Standards:    
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Utilizes compliance reports on a monthly basis to determine the officers’ work is in compliance with standards required 
by policy and procedures.    Monitors the offenders under their supervision to ensure compliance with release 
requirements set for the offenders by policy and procedures.    Audits staff’s casework for quality and adherence to 
standards required by policy and procedures.    Conducts annual offender interviews to ensure staff compliance with 
policy and procedures.    Reviews and approves other staff’s violation reports and warrant requests for proper 
preparation and completeness. Establishing and Maintaining Interpersonal Relationships:    Acts as liaison with judges, 
court personnel, law enforcement and other agencies concerned with the probation/parole program and who may have 
an effect upon the success of agency goals.    Interacts with each offender in a positive and respectful manner always 
dealing with hostile attitudes and the offender in a controlled and calming manner.    Interacts in a positive manner with 
other staff members and other fellow employees to foster and maintain a harmonious working environment. Judging 
the Qualities of Things, Services, or People:    Uses Level Service Case Management Inventory (LSCMI) to determine the 
offenders’ risk level and frequency of needed services.    Investigates significant offender and staff related events to 
determine if incident reports are required by policy and procedures.    Assists offenders in decision-making processes.    
Assesses the availability of service providers to deliver appropriate services to offenders.    Assists in determining the 
value of court ordered offender restitution.Processing Information:    Prepares and maintains offenders’ records and 
reports; identifies criminal activities and background information in reports or standard forms which answer special 
requests by the parole board; prepares narrative reports of the investigation process; total caseload activities when 
preparing monthly reports.    Verifies details of staff travel claims submitted for reimbursement. Communicating with 
Supervisors, Peers, or Subordinates:    Effectively communicates with other staff, supervisors, and other agencies 
concerning events, activities, and policies related to offenders to promote effective completion of work tasks. 
Performing for or Working Directly with the Public:    Performs duties and functions in a professional manner toward the 
public as a representative of the agency. Monitor Processes, Materials, or Surroundings:    Supervises people on 
community-based sentences, such as electronically monitored home detention, and provide field supervision of 
probationers by conducting curfew checks or visits to home, work, or school.    Administers drug and alcohol tests, 
including random drug screens of offenders, to verify compliance with substance abuse treatment programs.     Attends 
and monitors court hearings of offenders.    Receives and responds to correspondence from other states related to 
offenders’ supervision.    Receives and responds to GPS alerts regarding offenders and processes notifications.    
Recommends remedial action or initiates court action in response to noncompliance with terms of probation or parole. 
Enforcing and following up on court orders and board conditions for release.    Prepares and follows up with risk 
assessments form Level Service Case Management Inventory (LSCMI) or any designated assessment tools.    Reviews for 
approval offender fee exceptions submitted by staff.    Checks staff’s corrective actions for problems noted on file 
audits.    Checks staff responses on system alerts for offenders.    Checks staff attendance on daily sign-in sheets. 
Coordinating the work and Activities of Others:    Assists in coordinating the activities and work of lower classifications. 
Provide Consultation and Advice to Others:    Answers questions for offenders, staff, and others.Getting Information:    
Interviews probationers and parolees regularly to evaluate their progress in accomplishing goals and maintaining the 
terms specified in their probation contracts and rehabilitation plans.    Searches on State local and federal databases for 
incidents and additional information related to their offenders.    Monitors and reviews e-mails related to the status of 
their offenders.    Conducts pre-hearing and pre-release investigations and testifies in court regarding the offenders’ 
backgrounds and recommended sentences and sentencing conditions as required by policy.    Conducts searches of 
offender residences, vehicles and person as required by policy.     Monitors the court and hearings attendance of 
offenders and officers. Identifying Objects, Actions, and Events:    Writes reports describing offenders’ progress. 
Identifying offender status and updating personal information and employer information.    Coordinates clinical 
assessments for offenders. Arranges for medical, mental health, or substance abuse treatment services according to 
individual needs or court orders.    Identifies and verifies offenders’ location and movement between local, state, federal 
facilities, and/or supervising field offices. Organizing, Planning, and Prioritizing Work:    Prioritizes and schedules daily, 
weekly, and monthly personal work activities. Interacting With Computers:    Uses a Computer to maintain offenders’ 
files and other required work.  Interpreting the Meaning of Information for Others:    Explains processes and procedures 
to officers in lower job classes for staff development and needed corrective actions.    Discusses the risk and needs 
assessments with offenders. Developing Objectives and Strategies:    Develops a transitional accountability plan 
informing offenders of the requirements of conditional release, such as office visits, restitution payments, or 
educational and employment stipulations.    Develops appropriate sanctions for offender compliance with their 
conditions of release.Assisting and Caring for Others:    Responds appropriately when personal assistance is needed. 
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Coaching and Developing Others:    Reviews the work quality of staff for performance evaluations.    Discusses with 
offenders how such issues as drug and alcohol abuse and anger management problems might have played roles in their 
criminal behavior.Inspecting Equipment, Structures, or Material:    Inspects office and specialty equipment, such as a 
GPS, and supplies to ensure adequate supplies of functional equipment are available as needed for their job functions.    
Inspects personal safety equipment including vest, baton, pepper spray to ensure proper condition and functioning. 
Documenting/Recording Information:    Documents and records personal working time and travel.    Prepares and 
maintains contact notes on offenders within the case file folder and in required databases and records. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Plans personal work schedules to accommodate 
activities for monitoring offenders. Communicating with Persons Outside Organization:    Represents the organization in 
a variety of formal and informal contracts.    Exchanges information with law enforcement officers, district attorneys, 
other state agencies, and other states related to offenders.     Effectively communicates with public concerning events, 
activities, and policies related to offenders.    Exchanges information with representatives with outside organizations 
and community agencies about programs that can help the offender adjust to the community. Scheduling Work and 
Activities:    Schedules offender activities such as public service work, orientation, court, classes, in-take processing, drug 
screens, and home visits.    Assists other staff in scheduling work activities to meet their job requirements. Updating and 
Using Relevant Knowledge:    Attends and participates in all required in service and pre service training related to 
applying new knowledge to their job responsibilities. Operating Vehicles, Mechanized Devices, or Equipment:    Uses 
personal car or state vehicle to perform home visits or other work related travel. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Ethics and Values    Written Communications    Time Management    
Functional/Technical Competencies    Approachability    Decision Quality    Informing    OrganizingKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Law and Government    Psychology    
Public Safety and SecuritySkills:    Active Listening    Complex Problem Solving    Critical Thinking    Instructing    Learning 
Strategies    Monitoring    Persuasion    Reading Comprehension    Service Orientation    Social Perceptiveness    Speaking    
Time Management    Writing Abilities:    Auditory Attention    Deductive Reasoning    Information Ordering    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Speech Clarity    Time Sharing    Written Comprehension 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Motor Vehicles    Cameras    Two-Way 
RadiosOther Law Enforcement related equipment as required 
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078148 - PROB/PAR PROGRAM DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4476 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
experience equivalent to substantial (five or more years of) full-time increasingly responsible professional counseling 
work including, at least, one year of supervisory work; qualifying full-time professional experience may be substituted 
for the required education on a year-for-year basis to a maximum of four years; additional graduate coursework in a 
social or behavioral science may be substituted for the required nonspecialized experience on a year-for year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for administrative and managerial duties of average difficulty in providing 
probation and parole counseling services on a statewide basis; and performs related work as required.Distinguishing 
Features: The employee in this class assists in planning and directing probation and parole counseling services statewide 
in order to provide counseling and referral services for the reintegration of offenders into the community. This class 
differs from that of Prob/Par Manager 2 in that incumbents of the latter manage all probation and parole services for a 
district of the state and report to the incumbent of this class. This class differs from that of Prob/Par Field Director in 
that the incumbent of the latter administers and directs probation and parole counseling services statewide and 
supervises the incumbent of this class. 
 
Work Activities: 
1. Assists in planning, organizing, and directing probation and parole field services; coordinates the assignment of 
probationers and parolees to Prob/Par Officers.2. Assigns, trains, supervises, and evaluates Prob/Par Officer supervisors 
and administrative staff; makes recommendations on employment, retention, dismissal, promotion, demotion, and 
other human resources actions; identifies training needs of field staff and arranges appropriate training.3. Assists in 
developing and enforcing policies and procedures to provide probation and parole field services; assists in research and 
program planning for the program.4. Reviews and approves field records and reports; makes recommendations on 
suspension action on violators, continuance of parole, or an alternate program for problem cases; prepares reports on 
status and progress of field work.5. Performs important public contact and liaison work with community resource 
groups, law enforcement agencies, attorneys, probationers/parolees and their families, correctional personnel, and the 
general public.6. Assists in coordinating the compliance of persons paroled under the Interstate Compact Agreement.7. 
Assists in preparing field service operations budget; develops substantiating statistical data; assists in administering the 
supervision program. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
" Click here to access current compensation information." 
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078151 - PROB/PAR PROGRAM SPECIALIST 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4481 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full time professional level experience in one or more of the following areas: 
probation/parole work; program development in a correctional setting; criminal justice administration; or social services 
work in substance abuse control, victims' services, or a related community setting program. Substitution of Education 
for Experience: Graduate course work credit received from an accredited college or university in social science, criminal 
justice, criminology, social work, and/or law may be substituted for the required experience to a maximum of two years 
(e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may substitute for a 
maximum of two years of the required experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator's license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training.Examination Method: Education and Experience,100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for probation or parole program development, implementation, 
and evaluation work of considerable difficulty; and performs related work as required.Distinguishing Features:   An 
incumbent of this class develops, implements, and evaluates probation or parole programs to be delivered to offenders 
or performs statistical research to make recommendations to the Department of Corrections on various policies and 
procedures.  This class differs from the Probation/Parole Manager in that an incumbent of the latter acts as a supervisor 
over a district field office or a single team of Probation/Parole Officers.  This class differs from the Probation/Parole Field 
Director in that an incumbent of the latter supervises a statewide staff of Prob/Par Officers in delivering these program 
services to offenders. 
 
Work Activities: 
Identifying Objects, Actions, and Events:  Reviews dockets and reports on offenders to determine release eligibility, 
expiration of sentences to notify interested parties, public and public officials of upcoming parole hearings. Determines 
the critical and non-critical elements of a process or project and gathers information to meet the project's 
priorities.Analyzing Data or Information: Participates in the development of analytical reports, dashboards, or other 
means of presenting data for agency, legislative, or public consumption. Communicates with users and/or sponsors 
when researching system requirements to insure sound planning and coordination of project schedules and design to 
meet the requirements of the projects. Prepares written descriptions/diagrams of the systems program functionality 
needed to meet the needs of the assigned projects. Identifies the separate components of an offender's sentence 
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structure to explain the offender's sentence history to the interested parties, public, and public officials.Processing 
Information: Provides Ad hoc reports as required. Provides required monthly, quarterly, and annual reports on 
Correction's progress in meeting its goals and objectives. Ensures all correspondence is available to appropriate 
individual(s), groups in a timely manner as required by policy, procedures, and legal requirements. Reviews materials 
and suggests solutions to data entry problems and discrepancies.Evaluating Information to Determine Compliance with 
Standards: Reviews files, computer information, and reports to verify staff adherence to requirements for offender 
reporting, record keeping, fiscal, and personnel management processes as required by law, policy, and procedure.   
Develops, formats, submits, and distributes new and amended policies and forms in accordance with TDOC policy, 
procedures, and the legal codes governing them. Participates in the development of evaluation methodology to 
determine offender program/treatment effectiveness. Conducts annual review of forms and policies to determine which 
should be discarded, modified, or continued for use as required by code, policy, and procedures. Gathers and organizes 
information to identify problems with processes or procedures.Monitor Processes, Materials, or Surroundings: Analyzes 
data for projects to evaluate solutions or to develop alternate solutions to problems. Insures that offender records are 
complete, accurate, and properly stored as required by policy and procedures. Monitors staff input and work to suggest 
solutions to data entry problems or discrepancies. Reviews paperwork completed by staff and offenders for accuracy as 
required by code, policy and procedures. Regularly checks the work of others to ensure that necessary quality and 
performance standards are met.Making Decisions and Solving Problems: Evaluates all relevant information in a project 
to make decisions and recommend solutions and possible alternate courses of action to meet the objectives of the 
project. Evaluates tests of programs and processes to verify their ability to meet the design functionality requirements 
for the project. Ensures that staff under their personal supervision understand their personal job responsibilities in 
processing and reviewing offender's records and files as required by code, policy, and procedures.Communicating with 
Supervisors, Peers, or Subordinates: Communicates with users/sponsors when researching system requirements to 
ensure sound planning and coordination of the project schedules and design needed for the project. Ensures that 
new/updated system procedures/functionality are communicated to users for assigned projects. Effectively 
communicates with other staff and supervisors concerning events, activities, and policies related to offenders and the 
agency to promote effective completion of work tasks and a harmonious working environment as required by code, 
policy, and procedures.Interpreting the Meaning of Information for Others:  Translates the meaning of data/reports for 
end users in a clear and concise manner. Explains the requirements and standards required by code, policy, and 
procedures to staff under their supervision and others as required.Resolving Conflicts and Negotiating with Others: 
Follows due process procedures to report unresolved conflicts. Communicates effectively with others to resolve conflicts 
quickly and effectively.Coaching and Developing Others: Provides coaching, performance expectations, and performance 
evaluation reviews for staff as required by code, policy, and procedures.Communicating with Persons Outside 
Organization: Exchanges information with law enforcement officers, district attorneys, other state agencies, and other 
states related to offenders. Represents the organization in a variety of formal and informal contacts with the public, 
other agencies, and staff.Estimating the Quantifiable Characteristics of Products, Events, or Information:  Provides 
estimates and projected deadline goals for completion of assigned projects and tasks. Coordinates events such as staff 
meetings and public activities and determines the needs for the conduct of the activities as required by code, policy, and 
procedures. Plans personal and staff's work schedules to accommodate activities for monitoring staff activities and 
performance.Thinking Creatively:  Recognizes the things that need to be done and carries them out without prompting. 
Defines report requirements and the layouts needed to complete assigned projects.Organizing, Planning, and Prioritizing 
Work: Reviews the organization and plan for work of staff under their supervision to ensure that operational 
requirements and goals are met as required by code, policy, and procedures. Processes and organizes all work according 
to their priorities in order to complete all work as required and in a timely manner.Judging the Qualities of Things, 
Services, or People:  Assists staff in their decision making processes as required by code, policy, and 
procedures.Developing and Building Teams: Promotes team building, staff development, and cooperation with other 
team members in order to promote a more effective and productive work environment.Getting Information: Receives 
and completes requests for data on offenders and all phases of corrections operations from interested parties, public, 
offenders, and public officials at all levels. Contacts a variety of public officials regarding offender information and 
records as required by law, policy and procedures. Reviews time and attendance data on staff under their supervision. 
Makes and receives inquiries regarding the needs for static and interactive forms for TDOC staff. Observes staff 
interacting with the public.Developing Objectives and Strategies:  Insures that program objectives are clearly linked to 
budget proposals and requirements set by policy, procedures, and legal code. Sets challenging personal goals for each 
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major task and works to meet or exceed each goal.Training and Teaching Others: Mentors and/or assists in training of 
new staff and current staff in order to promote staff development and to improve work performance within the unit. 
Plans and coordinates public meetings, workshops, and seminars for the purpose of providing information and 
educational services regarding the probation and parole process.Monitoring and Controlling Resources:  Ensures that 
offender records used for projects are complete, accurate, and properly stored as required by policy and procedures. 
Reviews offender travel requests for accuracy and proper calculations as required by code, policy and 
procedures.Guiding, Directing, and Motivating Subordinates:  Follows departmental policy and procedure guidelines 
when giving information and guidance to all staff. Provides job performance guidance, analysis, and performance 
evaluations to their employees as required by code, policy and procedures. Sets a professional example for fellow 
employees by demonstrating positive work habits.Provide Consultation and Advice to Others: Answers questions for 
offenders, staff, and others as required by code, policy, and procedures. Recommends changes and improvements in the 
processes and procedures for work activities to improve unit operational performance.Performing for or Working 
Directly with the Public: Performs duties and functions in a professional manner toward the public as a representative of 
the agency as required by code, policy, and procedures.Scheduling Work and Activities: Accomplishes work in such a 
manner that allows new/or additional work to be routinely taken on. Provides work estimates and projected deadlines 
for assigned projects. Sets the work schedule and requirements for staff under their supervision.Updating and Using 
Relevant Knowledge: Participates in self-mastery and mentoring to gain new skills to apply to their work. Attends 
user/client group meetings to update current projects and assignments. Attends and participates in all required in-
service and pre-service training related to applying new knowledge and to their job requirements and as required by 
code, policy and procedures. Ensures staff attends and participates in all required in-service and pre-service training 
related to applying new knowledge and to their job requirements and as required by code, policy and 
procedures.Performing Administrative Activities: Maintains files, reports, and records for daily operations, personnel, 
and administration as required by code, policy, and procedures.Interacting With Computers: Uses a computer in the 
conduct of their daily work activities and for communication related to their work with other staff and 
agencies.Establishing and Maintaining Interpersonal Relationships: Collaborates with other team members, managers, 
directors, and/or customers during all phases of the project. Supports mission-critical decisions made by supervisors, 
managers, and directors. Interacts in a positive manner with other staff members, fellow employees, other agencies, 
and the public to foster and maintain a harmonious working environment.Inspecting Equipment, Structures, or Material:  
Ensures that video conferencing equipment works properly, prior to its scheduled use.Assisting and Caring for Others: 
Responds appropriately when personal assistance is needed.Documenting/Recording Information:  Creates and 
maintains design materials to document program or project status toward meeting goals and objectives. Documents and 
records personal working time and travel.Coordinating the Work and Activities of Others: Coordinates the work loads 
and activities of the staff under their supervision.Staffing Organizational Units: May participate in the hiring process for 
staffing the unit.Operating Vehicles, Mechanized Devices, or Equipment: May operate State equipment in the conduct of 
their work. 
 
Competencies (KSA’s): 
Competencies: Priority Setting Drive for Results Organizational Agility Written Communications Business Acumen 
Problem Solving Decision Quality Functional/Technical Competencies Process Management Customer FocusKnowledge: 
Administration and Management Clerical Customer and Personal Service Education and Training Computers and 
ElectronicsSkills: Active Listening Critical Thinking Speaking Monitoring Reading Comprehension Complex Problem 
Solving Social Perceptiveness Systems Analysis Writing Judgement and Decision Making Time ManagementAbilities: 
Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression Time Sharing 
Memorization Mathematical Reasoning Problem Sensitivity Written Comprehension Written Expression Speech Clarity 
Speech Recognition 
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer  
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078154 - PROB/PAR PSYCHIATRIC SVS DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4483 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
" Click here to access current compensation information." 
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007541 - PROCUREMENT OFFICER 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2734 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  2735 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
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allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  General Services (32101) 
Edison Template Job Opening ID:  2736 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2737 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2738 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2739 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2740 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2741 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2742 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2743 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2744 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2745 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  TBI (34800) 
Edison Template Job Opening ID:  2746 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2747 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2748 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2749 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible procurement related 
work. OR Education equivalent to graduation from a standard high school and four years of increasingly responsible 
procurement related work. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of average difficulty; performs related work 
as required.Distinguishing Features: This is the entry class in the Procurement Officer sub-series. An employee in this 
class is responsible for purchasing, issuing, and storing materials, supplies, and equipment at an institution or assists in 
the procurement duties for a department or major section. This class differs from that of Procurement Officer 2 in that 
an incumbent of the latter is responsible for work of greater scope and complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Analyzes all purchases to ensure they meet all 
departmental, state, and federal guidelines and justifies purchases through documentation.Guiding, Directing, and 
Motivating Subordinates: Directs the work of clerical and other staff as assigned.Interacting With Computers: Writes 
product specifications for use in bidding competitively with vendors for supplies, equipment, and services. Prepares 
requisitions and purchase orders for supplies and equipment for state government use. Conducts research in order to 
locate vendors and make product comparisons. Proficiently uses Microsoft Office applications to document orders and 
communicate with others. Manages time and leave for subordinates and self.Resolving Conflicts and Negotiating with 
Others: Communicates with vendors and staff to resolve discrepancies, disputes, and grievances.Making Decisions and 
Solving Problems: Locates or identifies ordering errors and chooses the best solution to address the issue.Monitor 
Processes, Materials, or Surroundings: Prepares service contracts and screens purchase orders for accuracy and proper 
justification. Receives supplies and follows up on late shipments with suppliers to determine causes. Monitors payments 
and invoices to ensure vendors receive payment as per payment terms.Analyzing Data or Information: Analyzes all 
purchases to find more cost efficient options.Communicating with Persons outside the Organization: Contacts vendors 
for required information, documentation, and procedures and serves as a liaison between the department, General 
Services, and vendors. Contacts vendors to solicit bids for purchases of supplies and equipment.Monitoring and 
Controlling Resources: Communicates with the fiscal division for accounting purposes and maintains purchase records 
for inventory control.Documenting/Recording Information: Prepares a variety of records and reports such as letters to 
vendors, purchase orders, service contracts, and other operating records and reports. Maintains current and accurate 
inventories of supplies and equipment to ensure the best use of state resources and tags state property as 
needed.Scheduling Work and Activities: Prioritizes and follows through on assigned tasks to ensure the highest priority is 
completed first.Updating and Using Relevant Knowledge: Monitors all contract periods for updates and expirations in 
order to ensure correct procedures are followed. Monitors agency term contracts so as to have a new requisition in 
place to ensure continuity of goods and services. Keeps updated on policy changes and revisions as they occur. 
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Researches catalogs, the internet, and trade magazines for product specifications and price information in order to best 
allocate state resources.Establishing and Maintaining Interpersonal Relationships: Establishes good working 
relationships and rapport with vendors. Communicating with Supervisors, Peers, or Subordinates: Continually 
communicates with staff throughout the state to ensure all areas of the procurement process are accurate and 
completed. Attends trainings and meetings regularly in order to meet area goals.Handling and Moving Objects: Reviews 
orders and may be involved in the physical receiving of purchased items in order to ensure accuracy and condition of the 
shipment. Performing General Physical Activities: May be required to walk, stoop, and lift supplies and carry to 
destination.Operating Vehicles, Mechanized Devices, or Equipment: Uses a state vehicle to conduct site visits, pick up 
purchases, and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Learning on the Fly Problem Solving Technical Learning Informing Organizing Priority 
Setting Approachability Customers FocusKnowledge: Administration and Management                  Clerical Customer and 
Personal Service                     Computers and Electronics                Education and Training                     Basic Knowledge of 
Accounting                  Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses 
Mathematics Monitoring Your Performance and Other Individuals, or Organizations to Make Improvements or Take 
Corrective Action Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control 
Analysis Computer Operation and Control Equipment Selection- Determining the Kind of Tools and Equipment Needed 
to Do a Job Complex Problem Solving Troubleshooting Judgment and Decision Making Management of Material 
Resources Time Management Abilities: Deductive Reasoning             Inductive Reasoning Memorization - Remembering 
Information such as Words, Numbers, and Procedures Number Facility - Adding, Subtracting, Multiplying, or Dividing 
and Calculating Percentages Information Ordering - Arranging Things or Actions in a Certain Order or Pattern According 
to a Specific Rule or Set of Rules Oral Comprehension Oral Expression                      Time Sharing- Shifting Back and Forth 
between Two or More Activities or Sources of Information Written Comprehension Selective Attention- Concentrating 
on a Task over a Period of Time without Being Distracted Written Expression Static Strength - Lifting, Pushing, Pulling, or 
Carrying Objects as Required Auditory Attention- Focusing on a Single Source of Sound in the Presence of Other 
Distracting Sounds Speech Clarity- Communicating Clearly so that Others Can Understand Speech Recognition- 
Identifying and Understanding the Speech of Others 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Telephone Calculator 
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Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  2764 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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007542 - PROCUREMENT OFFICER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2765 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                  
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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007542 - PROCUREMENT OFFICER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2766 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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007542 - PROCUREMENT OFFICER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2767 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2768 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2769 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Education (33101) 
Edison Template Job Opening ID:  2770 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2771 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2772 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                       
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Health (34301) 
Edison Template Job Opening ID:  2773 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2774 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2775 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2776 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Safety (34901) 
Edison Template Job Opening ID:  2777 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2778 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                                      
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 
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Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2779 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
specialized experience at the level of Procurement Officer 1. OR Graduation from an accredited college with an associate 
degree and three years of increasingly responsible procurement related work including one year of specialized 
experience at the level of Procurement Officer 1. OR Education equivalent to graduation from a standard high school 
and five years of increasingly responsible procurement related work including one year of specialized experience at the 
level of Procurement Officer 1. Substitution of Experience for Education: Additional qualifying experience may be 
substituted for the required education on a year-for-year basis. Substitution of Education for Experience: Additional 
course work from an accredited college or university may be substituted for the required experience on a year-for-year 
basis, there being no substitution for the required one year of specialized experience at the level of Procurement Officer 
1. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for procurement work of considerable difficulty; performs related 
work as required. Distinguishing Features: This is the highest class in the Procurement Officer sub-series. An employee in 
this class has supervisory responsibility for purchasing, issuing, and storing materials, supplies, and equipment. This class 
differs from that of Procurement Officer 1 in that an incumbent of the latter is responsible for work of lesser scope and 
complexity. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Analyzes all purchases to ensure they meet all 
departmental, state and federal guidelines and justifies purchases through documentation. Guiding, Directing, and 
Motivating Subordinates:    Assigns, trains, supervises, and evaluates the work of others. Interacting With Computers:    
Writes product specifications for use in bidding competitively with vendors for supplies, equipment, and services.    
Prepares requisitions and purchase orders for supplies and equipment for state government use.    Conducts research in 
order to locate vendors and make product comparisons.    Proficiently uses Microsoft Office applications to document 
orders and communicate with others.    Manages time and leave for subordinates and self. Resolving Conflicts and 
Negotiating with Others:    Communicates with vendors and staff to resolve discrepancies, disputes and grievances. 
Making Decisions and Solving Problems:    Locates or identifies ordering errors and chooses the best solution to address 
the issue. Monitor Processes, Materials, or Surroundings:    Prepares service contracts and screens purchase orders for 
accuracy and proper justification.    Receives supplies and follows up on late shipments with suppliers to determine 
causes.    Monitors payments and invoices to ensure vendors receive payment as per payment terms. Analyzing Data or 
Information:    Analyzes all purchases to find more cost efficient options. Communicating with Persons outside the 
Organization:    Contacts vendors for required information, documentation, and procedures and serves as a liaison 
between the department, General Services, and vendors.    Contacts vendors to solicit bids for purchases of supplies and 
equipment. Monitoring and Controlling Resources:    Communicates with the fiscal division for accounting purposes and 
maintains purchase records for inventory control. Documenting/Recording Information:    Prepares a variety of records 
and reports such as letters to vendors, purchase orders, service contracts, and other operating records and reports.    
Maintains current and accurate inventories of supplies and equipment to ensure the best use of state resources and 
tags state property as needed. Scheduling Work and Activities:    Prioritizes and follows through on assigned tasks to 
ensure the highest priority is completed first. Updating and Using Relevant Knowledge:    Monitors all contract periods 
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for updates and expirations in order to ensure correct procedures are followed.    Monitors agency term contracts so as 
to have a new requisition in place to ensure continuity of goods and services.    Keeps updated on policy changes and 
revisions as they occur.    Researches catalogs, the internet and trade magazines for product specifications and price 
information in order to best allocate state resources. Establishing and Maintaining Interpersonal Relationships:    
Establishes good working relationships and rapport with vendors.  Communicating with Supervisors, Peers, or 
Subordinates:    Continually communicates with staff throughout the state to ensure all areas of the procurement 
process are accurate and completed.    Attends trainings and meetings regularly in order to meet area goals. Handling 
and Moving Objects:    Reviews orders and may be involved in the physical receiving of purchased items in order to 
ensure accuracy and condition of the shipment.  Performing General Physical Activities:    May be required to walk, 
stoop and lift supplies and carry to destination. Operating Vehicles, Mechanized Devices, or Equipment:    Uses a state 
vehicle to conduct site visits, pick up purchases and attend training for procurement purposes. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Decision Quality Problem Solving Delegation Directing Others Informing 
Organizing Conflict Management Written Communication Approachability Customer Focus Ethics and Values 
ListeningKnowledge: Administration and Management                     Clerical Customer and Personal Service                         
Computers and Electronics                                Education and Training                      Basic knowledge of Accounting                                              
Mathematics Skills: Active Learning Active Listening Critical Thinking Learning Strategies and Uses Mathematics 
Monitoring your performance and other individuals, or organizations to make improvements or take corrective action 
Reading Comprehension Communication Skills Instructing Negotiation Persuasion Quality Control Analysis Computer 
Operation and Control Equipment Selection- determining the kind of tools and equipment needed to do a job Complex 
Problem Solving Troubleshooting Judgment and Decision Making Management of Material Resources Time 
Management Abilities: Deductive Reasoning                           Inductive Reasoning Memorization - remembering 
information such as words, numbers, and procedures Number Facility - adding, subtracting, multiplying, or dividing and 
calculating percentages Information Ordering - arranging things or actions in a certain order or pattern according to a 
specific rule or set of rules Oral Comprehension Oral Expression                     Time Sharing- shifting back and forth 
between two or more activities or sources of information Written Comprehension Selective Attention- concentrating on 
a task over a period of time without being distracted Written Expression Static Strength - lifting, pushing, pulling, or 
carrying objects as required Auditory Attention- focusing on a single source of sound in the presence of other distracting 
sounds Speech Clarity- communicating clearly so that others can understand Speech Recognition- identifying and 
understanding the speech of others  
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076102 - PRODUCTION CONTROL SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5164 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in one or a combination of the following areas (1) identifying, documenting, and analyzing operational 
problems involving hardware or software on mainframe computers and peripheral equipment; (2) the manual operation 
and monitoring of mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of 
hardware necessary to access mainframe computer systems.OR Substitution of the Specific Associate's Degree for the 
Required Bachelor's Degree: Graduation from an accredited college or university with an Information Technology 
specific associate's degree may substitute for the required bachelor's degree.OR Substitution of Experience for the 
Specific Associate's Degree: Professional-level experience in any one or a combination of the following areas may 
substitute for the required associate's degree on a year-for-year basis to a maximum substitution of two years: (1) 
identifying, documenting, and analyzing operational problems involving hardware or software on mainframe computers 
and peripheral equipment; (2) the manual operation and monitoring of mainframe, computers and their associated 
peripheral equipment; (3) installation or maintenance of hardware necessary to access mainframe computer systems. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for production control operations work of average difficulty. 
Distinguishing Features: An employee in this class  displays an advanced level of knowledge of the toolsets in place for 
service provision to the organization and is able to effectively apply knowledge of toolsets to support ongoing process 
improvements within the organization, looking for opportunities to better leverage existing toolsets to provide 
improved service levels to the organization, looking for ways to prevent issues before they occur and energetically 
working to implement preventative actions, support testing efforts. This class differs from Production Control Specialist- 
Intermediate, position in that an incumbent of the latter is more focused on the day-to-day operational support of the 
organization only whereas the employee in this group is expected to look for ways to improve customer service levels to 
the organization. This class differs from the Production Control Specialist-Lead in that an incumbent of the latter leads or 
supervises a production control team 
 
Work Activities: 
Thinking Creatively: Identify ways to prevent issues before they occur and work to implement preventative 
actions.Updating and Using Relevant Knowledge: Leverage existing toolsets to provide improved service levels to the 
organization. Understand existing and new technology and the value technology play in providing day-to-day 
operational support to the organization. Implements new ideas to continually improve service levels and work 
efficiencies within the department. Maintain up to date documentation of technical changes as they occur. Displays 
knowledge of all application toolsets in place for service provision to the organization and is able to effectively apply 
knowledge of toolsets to support ongoing process improvements within the organization. Schedules platforms, tools 
and applications used for file transfer and management, application monitoring, application change and release 
management, application testing tools.Getting Information: Answer telephone calls to assist computer users 
encountering problems. Receive requests from an automated incident/service request system. Reviews production 
control task list to understand standard work activities and associated schedule. Reviews shift notes from previous 
shifts. Receives request from users to transmit data via email. Review on-line documentation, system reference 
information, and ABEND history documentation.Monitor Processes, Materials, or Surroundings: Monitors the system for 
software errors in performance and take procedural recovery action to ensure timely resolution. Resolves or works with 
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appropriate resources to identify, escalate, and ensure the timely resolution of process related issues per established 
response time requirements. Works with appropriate resources to provide testing support of new or modified file 
transfer processes prior to deployment to a production environment. Works with appropriate resources to identify, 
escalate and ensure the resolution of end user experience (EUE) performance related issues per established response 
time requirements. Monitors job scheduler for failures, delays and takes procedural recovery action to ensure timely 
resolution. Monitors application, internet and telecommunication performance to insure resolution of performance 
related issues per established response time requirements. Provide ongoing monitoring of data file transfers both 
internal and external to the State to ensure the timely movement of data between source and destination points per 
defined requirements. Monitors overall end user experience (EUE) to understand performance anomalies as they occur. 
Monitor consoles to identify where problems are occurring and take action to resolve. Practices quality control by spot 
checking each hour when separating print to ensure clear and legible print quality is present for all printed output. 
Monitors and recovers batch schedules to insure each are processed in a timely manner and activate recovery 
procedures when appropriate. Review completion of all job schedules by comparing to job run logs.Analyzing Data or 
Information: Analyze long running processes to understand negative trends for the purposes of performance tuning. 
Analyzes changes to operating system by monitoring systems consoles and take appropriate action by correcting or 
notifying technician of change.Scheduling Work and Activities:  Coordinate with functional and technical resources to 
ensure approval of changes to normal process cycles due to scheduled or emergency maintenance events. Provides 
maintenance support for existing batch/scheduled processes emergency maintenance events. Ensure the accurate 
execution of approved schedule changes associated with scheduled or emergency maintenance events. Verifies the 
restart of normal production control related operational processes post-maintenance. Resolves or works with 
appropriate resources to identify, escalate and ensure the timely resolution of issues per established response time 
requirements associated with scheduled or emergency maintenance events. Work with appropriate resources to 
provide testing support for various projects and other initiatives (such as application upgrades, new application 
installations), as required. Schedules downtimes with help desk and agencies by reviewing the change management 
database change management requests. Decommission processes as requested by customers. Establishes new batch 
and scheduled processes. Establishes new and provides maintenance support for existing processes. Provides 
maintenance support for existing batch/scheduled processes. Checks all switches and input data cards for accuracy 
before releasing jobs into the system. Notify developers if any reports are determined to be missing or miss-printed. 
Reviews schedules, create proper holiday schedules and special circumstances. Work with appropriate resources to 
provide support for various disaster recovery testing events as required. Coordinates with agencies extended 
downtimes for hardware/software environments. Cycles equipment for system restarts during maintenance and 
emergency situations.Documenting/Recording Information: Records information such as computer operating time, 
problems that occurred, and actions taken. Creates shift notes to document activities. Creates and maintains process 
documentation. Records accurate counts on control forms. Documents and run-books are to be kept orderly, up to date 
and be properly labeled for the needs of other department personnel. Maintain lists of Phone Numbers of Users/ 
Programmer/technical support personnel.Identifying Objects, Actions, and Events: Identifies discrepancies between the 
supplied system documentation to actual use cases and notifies responsible party. Checks printer and burster 
equipment on a daily basis for any hardware malfunctions. Identify data transmission errors and corrections of factors 
causing these errors. Identify events that could delay processing and notify appropriate personnel or take corrective 
action.Inspecting Equipment, Structures, or Material: Inspects computer hardware equipment for any warning lights and 
takes action to involve technicians. Perform periodic maintenance of equipment, repairing/correcting all minor 
problems as they occur.Processing Information: Checks all switches and input data cards for accuracy before releasing 
jobs into the system. Maintains and assists with keeping the Tape Management System up to date, scratch tapes when 
requested with the proper authorization, set up GDGs or tape volume sets as needed, create and modify the 
generations kept when requested. Creates and modifies Generation Dataset Groups (GDGs) or tape volume sets.Making 
Decisions and Solving Problems: Analyzes ABEND, determine cause, and take corrective action or notifying appropriate 
personnel. Analyzes disk space problem and perform maintenance for ongoing operations and special 
requests.Organizing, Planning, and Prioritizing Work:  Manage job schedules by evaluating current tasks/running jobs 
and changing priority of job and assets to assist in meeting run time objectives.Interacting With Computers:  Enters 
commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and 
operate equipment. Respond to program error messages by finding and correcting problems or terminating the 
program. Retrieves, separates and sorts program output as needed, and send data to specified users. Transmit remote 
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data to the State's mainframe system. Operates spreadsheet programs and other types of software to load and 
manipulate data and to produce reports. Helps programmers and systems analysts test and debug new programs. 
Oversees the operation of computer hardware systems, including coordinating and scheduling the use of computer 
terminals and networks to ensure efficient use.Communicating with Supervisors, Peers, or Subordinates: Notify 
supervisor or computer maintenance technicians of equipment malfunctions.Communicating with Persons Outside 
Organization: Monitors jobs and notify agencies of problems. Interfaces with outside agencies and help desk in notifying 
them of system problems and estimated time for resolution. Interface with agencies in creating and updating job 
schedules. Initiates service calls to the appropriate vendor for repairs.Coaching and Developing Others:  Recognizes skill 
levels of peers and assisting in knowledge transfer/mentoring.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Inventories of all stocked forms and printer supplies are adequately on hand at all times. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Listening Learning on the Fly Drive for Results 
Customer Focus Composure Time Management Self-Development Problem Solving Process ManagementKnowledge: 
Knowledge of an Automated Job Scheduling Knowledge of Customer and Personal Service Knowledge of Console 
Monitoring Knowledge of Application Performance Software Knowledge of Automated Incident/Service Request 
Systems Knowledge of Automated/Service Request Systems Knowledge of Change Management Concepts Knowledge of 
Application Testing Concepts Clerical Knowledge Knowledge of Printer and Burster Equipment Knowledge of Stock and 
Supply Inventory Knowledge of Switches and Data Input Cards Knowledge of Scratch Tapes Knowledge of Performance 
Tuning Knowledge of Tape Management System Knowledge of Disaster Recovery Testing Knowledge of Equipment 
Cycling Knowledge of Complex Job Scheduling Knowledge of Data File Transfer Knowledge of End User Experience 
Software Knowledge of Office Automation Software Knowledge of Data Load and Manipulation Knowledge of Tape 
Volume Sets Knowledge of Basic Trouble Shooting Corrective Action Knowledge of State Computer Operating 
Environment Knowledge of Operating System Command LanguagesSkills: Active Learning Reading Comprehension 
Operation Monitoring Troubleshooting Systems Analysis Active Listening Speaking Writing Service Orientation Social 
Perceptiveness Time Management Learning Strategies Instructing Operation and Control Quality Control 
AnalysisAbilities: Oral Comprehension Oral Expression Deductive Reasoning Inductive Reasoning Information Ordering 
Memorization Written Comprehension Finger Dexterity Static Strength Near Vision Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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076101 - PRODUCTION CONTROL SPEC-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4045 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in one or a combination of the following areas: (1) submitting and monitoring the status of jobs sent to the 
mainframe computer, and systems to meet production targets; or (2) verifying data from a hard-copy to a mainframe or 
computer system to meet production targets: or (3) troubleshooting inaccurate job control commands, pathway 
dysfunctions, terminal controller problems and other related hardware and software problems on a computer, or 
mainframe computer system.Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, or other related Information 
Technology field from an accredited college or university may substitute for the required bachelor's degree. Substitution 
of Education for Experience: Any graduate coursework in Information Technology may substitute for the required 
experience on a year-for-year basis to a maximum substitution of one year.Substitution of Experience for Education: 
Qualifying full-time experience in one of the following areas may substitute for the required education on a year-for-
year basis to a maximum of four years: (1) submitting and monitoring the status of jobs sent to the mainframe 
computer, and systems to meet production targets; or (2) verifying data from a hard-copy to a mainframe or computer 
system to meet production targets or (3) troubleshooting inaccurate job control commands, pathway dysfunctions, 
terminal controller problems and other related hardware and software problems on a computer or mainframe 
computer system. Substitution of Experience for the Specific Associate's Degree: Professional-level experience in any 
one or a combination of the following areas may substitute for the required associate's degree on a year-for-year basis 
to a maximum substitution of two years: (1) identifying, documenting, and analyzing operational problems involving 
hardware or software on mainframe computers and peripheral equipment; (2) the manual operation and monitoring of 
mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of hardware 
necessary to access mainframe computer systems.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for production control operations work of average difficulty. 
Distinguishing Features: The Production Control Specialist-Intermediate is the entry-level class in the Production Control 
sub-series.  Essential job functions for an employee in this class includes, monitoring to ensure successful completion of 
application system related processes including scheduled batch processes, file transfers, and other system related 
processes as assigned within established run time requirements and working with appropriate resources to identify, 
escalate, and ensure timely resolution of process related issues. This class differs from Production Control Specialist-
Advanced in that an incumbent of the latter displays an aptitude for driving continuous improvement within the 
organization; pro-actively looks for ways to leverage existing toolsets and resources to improve customer service levels 
within the organization. 
 
Work Activities: 
Getting Information: Answer telephone calls to assist computer users encountering problems. Receive requests from an 
automated incident/service request system. Reviews production control task list to understand standard work activities 
and associated schedule. Reviews shift notes from previous shifts. Receives request from users to transmit data via 
email. Review on-line documentation, system reference information, and ABEND history documentation.Monitor 
Processes, Materials, or Surroundings: Monitors the system for software errors in performance and take procedural 
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recovery action to ensure timely resolution. Resolves or works with appropriate resources to identify, escalate, and 
ensure the timely resolution of process related issues per established response time requirements. Works with 
appropriate resources to provide testing support of new or modified file transfer processes prior to deployment to a 
production environment. Monitors job scheduler for failures, delays and takes procedural recovery action to ensure 
timely resolution. Monitors application, internet and telecommunication performance to insure resolution of 
performance related issues per established response time requirements. Provide ongoing monitoring of data file 
transfers both internal and external to the State to ensure the timely movement of data between source and destination 
points per defined requirements. Practices quality control by spot checking each hour when separating print to ensure 
clear and legible print quality is present for all printed output. Monitors and recovers batch schedules to insure each are 
processed in a timely manner and activate recovery procedures when appropriate. Review completion of all job 
schedules by comparing to job run logs.Identifying Objects, Actions, and Events: Identifies discrepancies between the 
supplied system documentation to actual use cases and notifies responsible party. Checks Printer and burster 
equipment on a daily basis for any hardware malfunctions. Identify data transmission errors and corrections of factors 
causing these errors.Inspecting Equipment, Structures, or Material: Inspects computer hardware equipment for any 
warning lights and takes action to involve technicians. Perform periodic maintenance of equipment, repairing/correcting 
all minor problems as they occur.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Inventories of all stocked forms and printer supplies are adequately on hand at all times.Processing Information: Checks 
all switches and input data cards for accuracy before releasing jobs into the system. Maintains and assists with keeping 
the Tape Management System up to date, scratch tapes when requested with the proper authorization, set up GDGs or 
tape volume sets as needed, create and modify the generations kept when requested.Updating and Using Relevant 
Knowledge: Look for opportunities to better leverage existing toolsets to provide improved service levels to the 
organization. Desires to understand existing and new technology and the value technology plays in providing day-to-day 
operational support to the organization. Suggests and implements new ideas to continually improve service levels and 
work efficiencies within the department. Maintain up to date documentation of technical changes as they 
occur.Scheduling Work and Activities:  Coordinate with functional and technical resources to ensure approval of changes 
to normal process cycles due to scheduled or emergency maintenance events. Provides maintenance support for 
existing batch/scheduled processes emergency maintenance events. Ensure the accurate execution of approved 
schedule changes associated with scheduled or emergency maintenance events. Verifies the restart of normal 
production control related operational processes post-maintenance. Resolves or works with appropriate resources to 
identify, escalate and ensure the timely resolution of issues per established response time requirements associated with 
scheduled or emergency maintenance events. Work with appropriate resources to provide testing support for various 
projects and other initiatives (such as application upgrades, new application installations), as required. Schedules 
downtimes with help desk and agencies by reviewing the change management database change management requests. 
Decommission processes as requested by customers. Establishes new batch and scheduled processes. Establishes new 
and provides maintenance support for existing processes. Provides maintenance support for existing batch/scheduled 
processes. Checks all switches and input data cards for accuracy before releasing jobs into the system. Notify developers 
if any reports are determined to be missing or mis-printed. Reviews schedules, create proper holiday schedules and 
special circumstances.Interacting With Computers:  Enters commands, using computer terminal, and activate controls 
on computer and peripheral equipment to integrate and operate equipment. Respond to program error messages by 
finding and correcting problems or terminating the program. Retrieves, separates and sorts program output as needed, 
and send data to specified users. Transmit remote data to the State's mainframe system.Documenting/Recording 
Information: Records information such as computer operating time, problems that occurred, and actions taken. Creates 
shift notes to document activities. Creates and maintains process documentation. Records accurate counts on control 
forms. Documents and run-books are to be kept orderly, up to date and be properly labeled for the needs of other 
department personnel. Maintain lists of Phone Numbers of Users/ Programmer/technical support 
personnel.Communicating with Supervisors, Peers, or Subordinates: Notify supervisor or computer maintenance 
technicians of equipment malfunctions.Communicating with Persons Outside Organization: Monitors jobs and notify 
agencies of problems. Interfaces with outside agencies, help desk in notifying them of system problems, and estimated 
time for resolution. Interface with agencies in creating and updating job schedules. Initiates service calls to the 
appropriate vendor for repairs.Coaching and Developing Others: Provide on the job training for 'associate' level and new 
hires. 
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Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Learning on the Fly Drive for Results Customer Focus 
Composure Listening Time Management Self-Development Problem Solving Process ManagementKnowledge: 
Knowledge of an Automated Job Scheduling Knowledge of Data File Transfer Knowledge of Office Automation Software 
Knowledge of Automated/Service Request Systems Knowledge of Basic Trouble Shooting Procedures Knowledge of State 
Computer Operating Environment Knowledge of Operating System Command Languages Knowledge of Basic Change 
Management Concepts Knowledge of Basic Application Testing Concepts Clerical Knowledge Knowledge of Customer 
and Personal Service Knowledge of Console Monitoring Knowledge of Printer and Burster Equipment Knowledge of 
Stock and Supply Inventory Knowledge of Switches and Data Input Cards Knowledge of Scratch Tapes Knowledge of Tape 
Volume SetsSkills: Active Learning Active Listening Reading Comprehension Speaking Writing Service Orientation Social 
Perceptiveness Operation Monitoring Troubleshooting Systems Analysis Time ManagementAbilities: Deductive 
Reasoning Inductive Reasoning Information Ordering Memorization Oral Comprehension Oral Expression Written 
Comprehension Finger Dexterity Static Strength Near Vision 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer 
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076103 - PRODUCTION CONTROL SPEC-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5170 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in one of the following areas or a combination of (1) identifying, documenting, and analyzing operational 
problems involving hardware or software on mainframe computers and peripheral equipment; (2) the manual operation 
and monitoring of mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of 
hardware necessary to access mainframe computer systems; (4) assigning, training, or evaluation of staff in a computer 
operations environment; (5) providing support for system maintenance events, disaster recovery testing, and 
application testing. ORSubstitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation 
from an accredited college or university with an Information Technology specific associate's degree may substitute for 
the required bachelor's degree.OR Substitution of Experience for the Specific Associate's Degree: Professional-level 
experience in any one or a combination of the following areas may substitute for the required associate's degree on a 
year-for-year basis to a maximum substitution of two years: (1) identifying, documenting, and analyzing operational 
problems involving hardware or software on mainframe computers and peripheral equipment; (2) the manual operation 
and monitoring of mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of 
hardware necessary to access mainframe computer systems. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional production control operations work of 
considerable difficulty and lead work of routine difficulty in leading subordinate technical staff in identifying and 
analyzing computer operation errors to determine factors causing the errors; and performs related work as required. 
Distinguishing Features: An employee in this class  assesses and makes  recommendations for new technologies/toolsets 
within the organization, driving process improvement,  providing day-to-day leadership and supervision within the 
production control group, contributing to the process of establishing strategies and standards within the organization, 
leading or supervising internal projects, leading or supervising testing efforts and providing mentoring to production 
control team.  This class differs from Production Control Specialist-Advanced in that incumbents of the latter are 
expected to look for and suggest opportunities for continuous improvement within the organization as well as support 
internal projects and testing efforts, whereas the employee in the lead or supervisory level is expected to provide day-
to-day leadership or supervision within the group through such activities as leading or supervising testing efforts, 
internal projects, driving the implementation of process improvement within the organization and a consistent 
demonstration of a 'mastery' of the tasks associated with the Intermediate and Advanced levels.       
 
Work Activities: 
Developing Objectives and Strategies: Contribute to the process of establishing strategies and standards within the 
organization.Coaching and Developing Others:  Recognizes skill levels of peers and assisting in knowledge 
transfer/mentoring. Provide on the job training for all levels and new hires.Analyzing Data or Information: Analyze long 
running processes to understand negative trends for the purposes of performance tuning. Analyzes changes to 
operating system by monitoring systems consoles and take appropriate action by correcting or notifying technician of 
change.Updating and Using Relevant Knowledge: Leverage existing toolsets to provide improved service levels to the 
organization. Understand existing and new technology and the value technology plays in providing day-to-day 
operational support to the organization. Implements new ideas to continually improve service levels and work 
efficiencies within the department. Maintain up to date documentation of technical changes as they occur. Displays 
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knowledge of all application toolsets in place for service provision to the organization and is able to effectively apply 
knowledge of toolsets to support ongoing process improvements within the organization. Schedules platforms, tools 
and applications used for file transfer and management, application monitoring, application change and release 
management, application-testing tools.  Scheduling Work and Activities:  Coordinate with functional and technical 
resources to ensure approval of changes to normal process cycles due to scheduled or emergency maintenance events. 
Provides maintenance support for existing batch/scheduled processes emergency maintenance events. Ensure the 
accurate execution of approved schedule changes associated with scheduled or emergency maintenance events. Verifies 
the restart of normal production control related operational processes post-maintenance. Resolves or works with 
appropriate resources to identify, escalate and ensure the timely resolution of issues per established response time 
requirements associated with scheduled or emergency maintenance events. Work with appropriate resources to 
provide testing support for various projects and other initiatives (such as application upgrades, new application 
installations), as required. Schedules downtimes with help desk and agencies by reviewing the change management 
database change management requests. Decommission processes as requested by customers. Establishes new batch 
and scheduled processes. Establishes new and provides maintenance support for existing processes. Provides 
maintenance support for existing batch/scheduled processes. Checks all switches and input data cards for accuracy 
before releasing jobs into the system. Notify developers if any reports are determined to be missing or miss-printed. 
Reviews schedules, create proper holiday schedules and special circumstances. Work with appropriate resources to 
provide support for various disaster recovery testing events as required. Coordinates with agencies extended 
downtimes for hardware/software environments. Cycles equipment for system restarts during maintenance and 
emergency situations.Establishing and Maintaining Interpersonal Relationships: Provide day-to-day leadership to the 
production control group.Getting Information: Answer telephone calls to assist computer users encountering problems. 
Receive requests from an automated incident/service request system. Reviews production control task list to 
understand standard work activities and associated schedule. Reviews shift notes from previous shifts. Receives request 
from users to transmit data via email. Review on-line documentation, system reference information, and ABEND history 
documentation.Monitor Processes, Materials, or Surroundings: Monitors the system for software errors in performance 
and take procedural recovery action to ensure timely resolution. Resolves or works with appropriate resources to 
identify, escalate, and ensure the timely resolution of process related issues per established response time 
requirements. Works with appropriate resources to provide testing support of new or modified file transfer processes 
prior to deployment to a production environment. Works with appropriate resources to identify, escalate and ensure 
the resolution of end user experience (EUE) performance related issues per established response time requirements. 
Monitors job scheduler for failures, delays and takes procedural recovery action to ensure timely resolution. Monitors 
application, internet and telecommunication performance to insure resolution of performance related issues per 
established response time requirements. Provide ongoing monitoring of data file transfers both internal and external to 
the State to ensure the timely movement of data between source and destination points per defined requirements. 
Monitors overall end user experience (EUE) to understand performance anomalies as they occur. Monitor consoles to 
identify where problems are occurring and take action to resolve. Practices quality control by spot checking each hour 
when separating print to ensure clear and legible print quality is present for all printed output. Monitors and recovers 
batch schedules to insure each are processed in a timely manner and activate recovery procedures when appropriate. 
Review completion of all job schedules by comparing to job run logs.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Inventories of all stocked forms and printer supplies are adequately on hand at all 
times.Judging the Qualities of Things, Services, or People: Recognizes skill levels of peers and assisting in knowledge 
transfer/mentoring.Thinking Creatively: Identify ways to prevent issues before they occur and work to implement 
preventative actions.Documenting/Recording Information: Records information such as computer operating time, 
problems that occurred, and actions taken. Creates shift notes to document activities. Creates and maintains process 
documentation. Records accurate counts on control forms. Documents and run-books are to be kept orderly, up to date 
and be properly labeled for the needs of other department personnel. Maintain lists of Phone Numbers of Users/ 
Programmer/technical support personnel. Creates and maintain process documentations and standard operating 
procedures. Creates control documents for all required control items.Communicating with Supervisors, Peers, or 
Subordinates: Notify supervisor or computer maintenance technicians of equipment malfunctions.Communicating with 
Persons Outside Organization: Monitors jobs and notify agencies of problems. Interfaces with outside agencies and help 
desk in notifying them of system problems and estimated time for resolution. Interface with agencies in creating and 
updating job schedules. Initiates service calls to the appropriate vendor for repairs.Coordinating the Work and Activities 
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of Others: Lead various internal projects as appropriate per established project management methodologies. Lead 
testing efforts to support application upgrades.Provide Consultation and Advice to Others: Assesses and makes 
recommendations for new technologies/toolsets within the organization; is able to make recommendations in the form 
of Approach Papers and other forms of standard written documentation as appropriate. Drives process improvement 
within the organization.Identifying Objects, Actions, and Events: Identifies discrepancies between the supplied system 
documentation to actual use cases and notifies responsible party. Checks Printer and burster equipment on a daily basis 
for any hardware malfunctions. Identify data transmission errors and corrections of factors causing these errors. Identify 
events that could delay processing and notify appropriate personnel or take corrective action.Inspecting Equipment, 
Structures, or Material: Inspects computer hardware equipment for any warning lights and takes action to involve 
technicians. Perform periodic maintenance of equipment, repairing/correcting all minor problems as they occur.Making 
Decisions and Solving Problems: Analyzes ABEND, determine cause, and take corrective action or notifying appropriate 
personnel. Analyzes disk space problem and perform maintenance for ongoing operations and special 
requests.Organizing, Planning, and Prioritizing Work  Manage job schedules by evaluating current tasks/running jobs and 
changing priority of job and assets to assist in meeting run time objectives.Interacting With Computers:  Enters 
commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and 
operate equipment. Respond to program error messages by finding and correcting problems or terminating the 
program. Retrieves, separates and sorts program output as needed, and send data to specified users. Transmit remote 
data to the State's mainframe system. Operates spreadsheet programs and other types of software to load and 
manipulate data and to produce reports. Helps programmers and systems analysts test and debug new programs. 
Oversees the operation of computer hardware systems, including coordinating and scheduling the use of computer 
terminals and networks to ensure efficient use.Processing Information: Checks all switches and input data cards for 
accuracy before releasing jobs into the system. Maintains and assists with keeping the Tape Management System up to 
date, scratch tapes when requested with the proper authorization, set up GDGs or tape volume sets as needed, create 
and modify the generations kept when requested. Maintains and assist with keeping the Tape Management System up 
to date. Creates and modifies Generation Dataset Groups (GDGs) or tape volume sets. Creates system control files (JCL, 
date cards, jobstream) to ensure proper processing of application systems. 
 
Competencies (KSA’s): 
Competencies: Listening Problem Solving Decision Quality Functional/Technical Competency Learning on the Fly Drive 
for Results Customer Focus Composure Time Management Self-Development Process ManagementKnowledge: 
Knowledge of Interpersonal Relationships Knowledge of Console Monitoring Knowledge of Automated Job Scheduling 
Knowledge of Application Performance Software Knowledge of Automated Incident/Service Request Systems 
Knowledge of Automated/Service Request Systems Knowledge of Change Management Concepts Knowledge of 
Application Testing Concepts Knowledge of Printer and Burster Equipment Knowledge of Stock and Supply Inventory 
Knowledge of Switches and Data Input Cards Knowledge of Tape Volume Sets Knowledge of Performance Tuning 
Knowledge of Tape Management System Knowledge of Disaster Recovery Testing Knowledge of Equipment Cycling 
Knowledge of Data Load and Manipulation Knowledge of Skill Transfer and Mentoring Knowledge of Developing 
Processes, Procedures, Strategies and Standard Documentation Knowledge of Project Management Methodologies 
Knowledge of Complex Job Scheduling Knowledge of Data File Transfer Knowledge of End User Experience Software 
Knowledge of Scratch Tapes Knowledge of Basic Trouble Shooting Corrective Action Knowledge of State Computer 
Operating Environment Knowledge of Operating System Command Languages Knowledge of Customer and Personal 
Service Knowledge of Office Automation SoftwareSkills: Speaking Active Listening Reading Comprehension Writing 
Service Orientation Social Perceptiveness Systems Analysis Time Management Learning Strategies Operation and 
Control Quality Control Analysis Critical Thinking Monitoring Negotiation Complex Problem Solving Operations Analysis 
Systems Evaluation Management of Personnel Resources Active Learning Operation Monitoring Troubleshooting 
InstructingAbilities: Oral Comprehension Deductive Reasoning Inductive Reasoning Information Ordering Memorization 
Oral Expression Written Comprehension Near Vision Problem Sensitivity Perceptual Speed Finger Dexterity Static 
Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076103 - PRODUCTION CONTROL SPEC-LEAD 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5171 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in one of the following areas or a combination of (1) identifying, documenting, and analyzing operational 
problems involving hardware or software on mainframe computers and peripheral equipment; (2) the manual operation 
and monitoring of mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of 
hardware necessary to access mainframe computer systems; (4) assigning, training, or evaluation of staff in a computer 
operations environment; (5) providing support for system maintenance events, disaster recovery testing, and 
application testing. ORSubstitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation 
from an accredited college or university with an Information Technology specific associate's degree may substitute for 
the required bachelor's degree.OR Substitution of Experience for the Specific Associate's Degree: Professional-level 
experience in any one or a combination of the following areas may substitute for the required associate's degree on a 
year-for-year basis to a maximum substitution of two years: (1) identifying, documenting, and analyzing operational 
problems involving hardware or software on mainframe computers and peripheral equipment; (2) the manual operation 
and monitoring of mainframe, computers and their associated peripheral equipment; (3) installation or maintenance of 
hardware necessary to access mainframe computer systems. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid Driver's License. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional production control operations work of 
considerable difficulty and lead work of routine difficulty in leading subordinate technical staff in identifying and 
analyzing computer operation errors to determine factors causing the errors; and performs related work as required. 
Distinguishing Features: An employee in this class  assesses and makes  recommendations for new technologies/toolsets 
within the organization, driving process improvement,  providing day-to-day leadership and supervision within the 
production control group, contributing to the process of establishing strategies and standards within the organization, 
leading or supervising internal projects, leading or supervising testing efforts and providing mentoring to production 
control team.  This class differs from Production Control Specialist-Advanced in that incumbents of the latter are 
expected to look for and suggest opportunities for continuous improvement within the organization as well as support 
internal projects and testing efforts, whereas the employee in the lead or supervisory level is expected to provide day-
to-day leadership or supervision within the group through such activities as leading or supervising testing efforts, 
internal projects, driving the implementation of process improvement within the organization and a consistent 
demonstration of a 'mastery' of the tasks associated with the Intermediate and Advanced levels.       
 
Work Activities: 
Developing Objectives and Strategies: Contribute to the process of establishing strategies and standards within the 
organization.Coaching and Developing Others:  Recognizes skill levels of peers and assisting in knowledge 
transfer/mentoring. Provide on the job training for all levels and new hires.Analyzing Data or Information: Analyze long 
running processes to understand negative trends for the purposes of performance tuning. Analyzes changes to 
operating system by monitoring systems consoles and take appropriate action by correcting or notifying technician of 
change.Updating and Using Relevant Knowledge: Leverage existing toolsets to provide improved service levels to the 
organization. Understand existing and new technology and the value technology plays in providing day-to-day 
operational support to the organization. Implements new ideas to continually improve service levels and work 
efficiencies within the department. Maintain up to date documentation of technical changes as they occur. Displays 
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knowledge of all application toolsets in place for service provision to the organization and is able to effectively apply 
knowledge of toolsets to support ongoing process improvements within the organization. Schedules platforms, tools 
and applications used for file transfer and management, application monitoring, application change and release 
management, application-testing tools.  Scheduling Work and Activities:  Coordinate with functional and technical 
resources to ensure approval of changes to normal process cycles due to scheduled or emergency maintenance events. 
Provides maintenance support for existing batch/scheduled processes emergency maintenance events. Ensure the 
accurate execution of approved schedule changes associated with scheduled or emergency maintenance events. Verifies 
the restart of normal production control related operational processes post-maintenance. Resolves or works with 
appropriate resources to identify, escalate and ensure the timely resolution of issues per established response time 
requirements associated with scheduled or emergency maintenance events. Work with appropriate resources to 
provide testing support for various projects and other initiatives (such as application upgrades, new application 
installations), as required. Schedules downtimes with help desk and agencies by reviewing the change management 
database change management requests. Decommission processes as requested by customers. Establishes new batch 
and scheduled processes. Establishes new and provides maintenance support for existing processes. Provides 
maintenance support for existing batch/scheduled processes. Checks all switches and input data cards for accuracy 
before releasing jobs into the system. Notify developers if any reports are determined to be missing or miss-printed. 
Reviews schedules, create proper holiday schedules and special circumstances. Work with appropriate resources to 
provide support for various disaster recovery testing events as required. Coordinates with agencies extended 
downtimes for hardware/software environments. Cycles equipment for system restarts during maintenance and 
emergency situations.Establishing and Maintaining Interpersonal Relationships: Provide day-to-day leadership to the 
production control group.Getting Information: Answer telephone calls to assist computer users encountering problems. 
Receive requests from an automated incident/service request system. Reviews production control task list to 
understand standard work activities and associated schedule. Reviews shift notes from previous shifts. Receives request 
from users to transmit data via email. Review on-line documentation, system reference information, and ABEND history 
documentation.Monitor Processes, Materials, or Surroundings: Monitors the system for software errors in performance 
and take procedural recovery action to ensure timely resolution. Resolves or works with appropriate resources to 
identify, escalate, and ensure the timely resolution of process related issues per established response time 
requirements. Works with appropriate resources to provide testing support of new or modified file transfer processes 
prior to deployment to a production environment. Works with appropriate resources to identify, escalate and ensure 
the resolution of end user experience (EUE) performance related issues per established response time requirements. 
Monitors job scheduler for failures, delays and takes procedural recovery action to ensure timely resolution. Monitors 
application, internet and telecommunication performance to insure resolution of performance related issues per 
established response time requirements. Provide ongoing monitoring of data file transfers both internal and external to 
the State to ensure the timely movement of data between source and destination points per defined requirements. 
Monitors overall end user experience (EUE) to understand performance anomalies as they occur. Monitor consoles to 
identify where problems are occurring and take action to resolve. Practices quality control by spot checking each hour 
when separating print to ensure clear and legible print quality is present for all printed output. Monitors and recovers 
batch schedules to insure each are processed in a timely manner and activate recovery procedures when appropriate. 
Review completion of all job schedules by comparing to job run logs.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Inventories of all stocked forms and printer supplies are adequately on hand at all 
times.Judging the Qualities of Things, Services, or People: Recognizes skill levels of peers and assisting in knowledge 
transfer/mentoring.Thinking Creatively: Identify ways to prevent issues before they occur and work to implement 
preventative actions.Documenting/Recording Information: Records information such as computer operating time, 
problems that occurred, and actions taken. Creates shift notes to document activities. Creates and maintains process 
documentation. Records accurate counts on control forms. Documents and run-books are to be kept orderly, up to date 
and be properly labeled for the needs of other department personnel. Maintain lists of Phone Numbers of Users/ 
Programmer/technical support personnel. Creates and maintain process documentations and standard operating 
procedures. Creates control documents for all required control items.Communicating with Supervisors, Peers, or 
Subordinates: Notify supervisor or computer maintenance technicians of equipment malfunctions.Communicating with 
Persons Outside Organization: Monitors jobs and notify agencies of problems. Interfaces with outside agencies and help 
desk in notifying them of system problems and estimated time for resolution. Interface with agencies in creating and 
updating job schedules. Initiates service calls to the appropriate vendor for repairs.Coordinating the Work and Activities 
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of Others: Lead various internal projects as appropriate per established project management methodologies. Lead 
testing efforts to support application upgrades.Provide Consultation and Advice to Others: Assesses and makes 
recommendations for new technologies/toolsets within the organization; is able to make recommendations in the form 
of Approach Papers and other forms of standard written documentation as appropriate. Drives process improvement 
within the organization.Identifying Objects, Actions, and Events: Identifies discrepancies between the supplied system 
documentation to actual use cases and notifies responsible party. Checks Printer and burster equipment on a daily basis 
for any hardware malfunctions. Identify data transmission errors and corrections of factors causing these errors. Identify 
events that could delay processing and notify appropriate personnel or take corrective action.Inspecting Equipment, 
Structures, or Material: Inspects computer hardware equipment for any warning lights and takes action to involve 
technicians. Perform periodic maintenance of equipment, repairing/correcting all minor problems as they occur.Making 
Decisions and Solving Problems: Analyzes ABEND, determine cause, and take corrective action or notifying appropriate 
personnel. Analyzes disk space problem and perform maintenance for ongoing operations and special 
requests.Organizing, Planning, and Prioritizing Work  Manage job schedules by evaluating current tasks/running jobs and 
changing priority of job and assets to assist in meeting run time objectives.Interacting With Computers:  Enters 
commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and 
operate equipment. Respond to program error messages by finding and correcting problems or terminating the 
program. Retrieves, separates and sorts program output as needed, and send data to specified users. Transmit remote 
data to the State's mainframe system. Operates spreadsheet programs and other types of software to load and 
manipulate data and to produce reports. Helps programmers and systems analysts test and debug new programs. 
Oversees the operation of computer hardware systems, including coordinating and scheduling the use of computer 
terminals and networks to ensure efficient use.Processing Information: Checks all switches and input data cards for 
accuracy before releasing jobs into the system. Maintains and assists with keeping the Tape Management System up to 
date, scratch tapes when requested with the proper authorization, set up GDGs or tape volume sets as needed, create 
and modify the generations kept when requested. Maintains and assist with keeping the Tape Management System up 
to date. Creates and modifies Generation Dataset Groups (GDGs) or tape volume sets. Creates system control files (JCL, 
date cards, jobstream) to ensure proper processing of application systems. 
 
Competencies (KSA’s): 
Competencies: Listening Problem Solving Decision Quality Functional/Technical Competency Learning on the Fly Drive 
for Results Customer Focus Composure Time Management Self-Development Process ManagementKnowledge: 
Knowledge of Interpersonal Relationships Knowledge of Console Monitoring Knowledge of Automated Job Scheduling 
Knowledge of Application Performance Software Knowledge of Automated Incident/Service Request Systems 
Knowledge of Automated/Service Request Systems Knowledge of Change Management Concepts Knowledge of 
Application Testing Concepts Knowledge of Printer and Burster Equipment Knowledge of Stock and Supply Inventory 
Knowledge of Switches and Data Input Cards Knowledge of Tape Volume Sets Knowledge of Performance Tuning 
Knowledge of Tape Management System Knowledge of Disaster Recovery Testing Knowledge of Equipment Cycling 
Knowledge of Data Load and Manipulation Knowledge of Skill Transfer and Mentoring Knowledge of Developing 
Processes, Procedures, Strategies and Standard Documentation Knowledge of Project Management Methodologies 
Knowledge of Complex Job Scheduling Knowledge of Data File Transfer Knowledge of End User Experience Software 
Knowledge of Scratch Tapes Knowledge of Basic Trouble Shooting Corrective Action Knowledge of State Computer 
Operating Environment Knowledge of Operating System Command Languages Knowledge of Customer and Personal 
Service Knowledge of Office Automation SoftwareSkills: Speaking Active Listening Reading Comprehension Writing 
Service Orientation Social Perceptiveness Systems Analysis Time Management Learning Strategies Operation and 
Control Quality Control Analysis Critical Thinking Monitoring Negotiation Complex Problem Solving Operations Analysis 
Systems Evaluation Management of Personnel Resources Active Learning Operation Monitoring Troubleshooting 
InstructingAbilities: Oral Comprehension Deductive Reasoning Inductive Reasoning Information Ordering Memorization 
Oral Expression Written Comprehension Near Vision Problem Sensitivity Perceptual Speed Finger Dexterity Static 
Strength 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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079644 - PROGRAM MONITOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4624 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards. Substitution of 
Education for Experience: Additional graduate coursework from an accredited college or university may substitute for 
the required experience on a year for year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: All positions in this class require travel. An applicant for 
this class must be willing to travel to be considered for a position in this class; Possess a valid driver's license if driving is 
an essential function of the position. Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring activities of average difficulty; performs related work 
as required. Distinguishing Features: This is the advanced working level class in the Program Monitor sub series. An 
employee in this class monitors programs of contract agencies receiving public funds from the State. The Program 
Monitor 2 differs from a Program Monitor 1 in that an incumbent of the latter performs basic monitoring tasks of 
smaller or less complex contract programs. The Program Monitor 2 differs from a Program Monitor 3 in that an 
incumbent of the latter supervises lower level monitors. 
 
Work Activities: 
Processing Information: Writes narrative and detailed observations, conclusions, findings, concerns, and 
recommendations relevant to the program to increase productivity and effectiveness. Reviews and analyzes applicable 
documentation while on-site to verify compliance with program standards. Prepares reports to document results of 
monitoring activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate 
the review process.Judging the Qualities of Things, Services, or People: Determines if a program has achieved stated 
results and outcomes in the contract or grant agreement. Determines the extent to which the contract agency has 
achieved compliance with established standards. Reviews and monitors implementation of agency/contractor corrective 
action plan to ensure compliance.Monitoring and Controlling Resources: Conducts monitoring of contracted agency 
services to ensure compliance with policies and procedures.Analyzing Data or Information: Writes formal reports with 
detailed findings, justification for findings, and corrective action to provide a formal record for the department and to 
communicate findings with all parties. Summarizes reports and displays data timely and accurately to contribute to 
management decision-making. Collects, tracks, and analyzes data from the contract agencies to identify trends.Making 
Decisions and Solving Problems: Compares documentation against established standards to determine 
compliance.Monitors Processes, Materials, or Surroundings: Compares reports against existing records to assure 
completeness and accuracy of program operations. Compares documents, including contracts, leases, and other 
pertinent records to identify omissions and discrepancies in program operations. Identifies areas that need to be 
monitored based on contract requirements, complaints received, previous compliance findings, and other pertinent 
information to ensure compliance with departmental policies and state and federal laws. Monitors to ensure 
compliance of program policies and procedures and applicable state and federal laws of the contract or grant 
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agreement. Reviews licensing evaluator's documentation of on-site visits to ensure compliance with departmental 
policies and procedures.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met.Interpreting the Meaning of Information for 
Others: Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Clarifies any questions or concerns pertaining to compliance to inform 
and interpret the meaning of information for providers and departmental management.Evaluating Information to 
Determine Compliance with Standards: Determines if the activities of a program are allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Determines compliance with state and federal laws, and any other specific program policies, procedures 
and performance standards. Tests compliance of allowed and unallowed program activities, Civil Rights, eligibility, and 
other applicable program areas to ensure all requirements are met according to state and federal law. Determines if 
program benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Examines staff/client ratio, equipment inventories, business 
services, and other evidence to verify the contract requirements are met for program operations. Determines if program 
participants were eligible under applicable eligibility guidelines. Reviews relevant Civil Rights policies and procedures for 
program compliance. Identifies ratios and trends about program deliverables and business operations that may warrant 
a finding of non-compliance.Documenting/Recording Information: Ensures that information collected during the review 
is supported and documented in work papers and reports.Provide Consultation and Advice to Others: Provides 
consultation to contract agencies to guarantee compliance with state law and reviews corrective action 
plans.Communicating with Persons outside the Organization: Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Reports results of program 
review which may include findings, observations, and recommendations for program improvements in an effort to 
ensure compliance. Discusses pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among agency staff, contractors, clients and local officials to facilitate the 
review process. Interviews agency personnel and clients to obtain information applicable to the monitoring process. 
Conducts conferences with contract agency representatives to define the scope of the review and the procedures which 
will be followed for the on-site visit.Coaching and Developing Others: Assures that the data collected by entry level staff 
is documented to ensure the findings, concerns, recommendations, and conclusions are supported.Communicating with 
Supervisors, Peers, or Subordinates: Discusses findings and effectiveness of the program with monitoring staff to 
provide information that can be used to make changes and improvements to the monitoring process. Reviews 
supporting documentation and discusses program monitoring with supervisors and peers to ensure established policies 
and procedures are followed. Identifies improvements in the monitoring process to increase productivity and efficiency. 
Discusses report recommendations with management to inform them of suggested improvements and program 
observations.Coordinating the Work and Activities of Others: Leads review process by identifying team members and 
delegating tasks to facilitate review.Getting Information: Obtains contract agencies responses to questions about 
operations, staffing patterns, and how services are delivered to gather information for monitoring purposes. Obtains 
reports about monitoring activities for a specified time period in order to monitor compliance.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Organizing, Planning, and 
Prioritizing Work: Schedules and coordinates reviews to manage and prioritize workflow.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members and vendors. Performing Administrative Activities: Prepares written correspondence 
to provide information to staff and customers to comply with state and federal laws. Ensures work paper files are 
maintained so that information is easily located. Prepares time and travel reports in a timely manner through 
designated computer systems to ensure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Determines mileage and travel costs to efficiently manage time and resources.Scheduling Work 
and Activities: Schedules agency site visits based on site locations, agency hours of operation, and other project 
conditions to ensure programs are monitored according to policy.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates state/personal vehicles to conduct required observations to ensure compliance as required by 
state law. 
 
Competencies (KSA’s): 
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Competencies: Decision Quality Problem Solving Organizing Planning Priority Setting Time Management Drive for 
Results Written Communications Integrity and Trust ListeningKnowledge: Administration and Management Clerical 
Communication and Media Computer and Electronic Software Customer and Personal Service Economics and 
Accounting Education and Training Law and Government Mathematics Skills: Active Learning Active Listening Critical 
Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis 
Troubleshooting Judgment and Decision Making Systems Evaluation Time Management Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Auditory 
Attention Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone Fax Machine Printer Scanner GPS Voice Recorder Digital Camera Motor Vehicle 
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079644 - PROGRAM MONITOR 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4625 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards. Substitution of 
Education for Experience: Additional graduate coursework from an accredited college or university may substitute for 
the required experience on a year for year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: All positions in this class require travel. An applicant for 
this class must be willing to travel to be considered for a position in this class; Possess a valid driver's license if driving is 
an essential function of the position. Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring activities of average difficulty; performs related work 
as required. Distinguishing Features: This is the advanced working level class in the Program Monitor sub series. An 
employee in this class monitors programs of contract agencies receiving public funds from the State. The Program 
Monitor 2 differs from a Program Monitor 1 in that an incumbent of the latter performs basic monitoring tasks of 
smaller or less complex contract programs. The Program Monitor 2 differs from a Program Monitor 3 in that an 
incumbent of the latter supervises lower level monitors. 
 
Work Activities: 
Processing Information: Writes narrative and detailed observations, conclusions, findings, concerns, and 
recommendations relevant to the program to increase productivity and effectiveness. Reviews and analyzes applicable 
documentation while on-site to verify compliance with program standards. Prepares reports to document results of 
monitoring activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate 
the review process.Judging the Qualities of Things, Services, or People: Determines if a program has achieved stated 
results and outcomes in the contract or grant agreement. Determines the extent to which the contract agency has 
achieved compliance with established standards. Reviews and monitors implementation of agency/contractor corrective 
action plan to ensure compliance.Monitoring and Controlling Resources: Conducts monitoring of contracted agency 
services to ensure compliance with policies and procedures.Analyzing Data or Information: Writes formal reports with 
detailed findings, justification for findings, and corrective action to provide a formal record for the department and to 
communicate findings with all parties. Summarizes reports and displays data timely and accurately to contribute to 
management decision-making. Collects, tracks, and analyzes data from the contract agencies to identify trends.Making 
Decisions and Solving Problems: Compares documentation against established standards to determine 
compliance.Monitors Processes, Materials, or Surroundings: Compares reports against existing records to assure 
completeness and accuracy of program operations. Compares documents, including contracts, leases, and other 
pertinent records to identify omissions and discrepancies in program operations. Identifies areas that need to be 
monitored based on contract requirements, complaints received, previous compliance findings, and other pertinent 
information to ensure compliance with departmental policies and state and federal laws. Monitors to ensure 
compliance of program policies and procedures and applicable state and federal laws of the contract or grant 



 TN Job Classification Specifications  
September 22, 2020 

agreement. Reviews licensing evaluator's documentation of on-site visits to ensure compliance with departmental 
policies and procedures.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met.Interpreting the Meaning of Information for 
Others: Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Clarifies any questions or concerns pertaining to compliance to inform 
and interpret the meaning of information for providers and departmental management.Evaluating Information to 
Determine Compliance with Standards: Determines if the activities of a program are allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Determines compliance with state and federal laws, and any other specific program policies, procedures 
and performance standards. Tests compliance of allowed and unallowed program activities, Civil Rights, eligibility, and 
other applicable program areas to ensure all requirements are met according to state and federal law. Determines if 
program benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Examines staff/client ratio, equipment inventories, business 
services, and other evidence to verify the contract requirements are met for program operations. Determines if program 
participants were eligible under applicable eligibility guidelines. Reviews relevant Civil Rights policies and procedures for 
program compliance. Identifies ratios and trends about program deliverables and business operations that may warrant 
a finding of non-compliance.Documenting/Recording Information: Ensures that information collected during the review 
is supported and documented in work papers and reports.Provide Consultation and Advice to Others: Provides 
consultation to contract agencies to guarantee compliance with state law and reviews corrective action 
plans.Communicating with Persons outside the Organization: Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Reports results of program 
review which may include findings, observations, and recommendations for program improvements in an effort to 
ensure compliance. Discusses pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among agency staff, contractors, clients and local officials to facilitate the 
review process. Interviews agency personnel and clients to obtain information applicable to the monitoring process. 
Conducts conferences with contract agency representatives to define the scope of the review and the procedures which 
will be followed for the on-site visit.Coaching and Developing Others: Assures that the data collected by entry level staff 
is documented to ensure the findings, concerns, recommendations, and conclusions are supported.Communicating with 
Supervisors, Peers, or Subordinates: Discusses findings and effectiveness of the program with monitoring staff to 
provide information that can be used to make changes and improvements to the monitoring process. Reviews 
supporting documentation and discusses program monitoring with supervisors and peers to ensure established policies 
and procedures are followed. Identifies improvements in the monitoring process to increase productivity and efficiency. 
Discusses report recommendations with management to inform them of suggested improvements and program 
observations.Coordinating the Work and Activities of Others: Leads review process by identifying team members and 
delegating tasks to facilitate review.Getting Information: Obtains contract agencies responses to questions about 
operations, staffing patterns, and how services are delivered to gather information for monitoring purposes. Obtains 
reports about monitoring activities for a specified time period in order to monitor compliance.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Organizing, Planning, and 
Prioritizing Work: Schedules and coordinates reviews to manage and prioritize workflow.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members and vendors. Performing Administrative Activities: Prepares written correspondence 
to provide information to staff and customers to comply with state and federal laws. Ensures work paper files are 
maintained so that information is easily located. Prepares time and travel reports in a timely manner through 
designated computer systems to ensure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Determines mileage and travel costs to efficiently manage time and resources.Scheduling Work 
and Activities: Schedules agency site visits based on site locations, agency hours of operation, and other project 
conditions to ensure programs are monitored according to policy.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates state/personal vehicles to conduct required observations to ensure compliance as required by 
state law. 
 
Competencies (KSA’s): 
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Competencies: Decision Quality Problem Solving Organizing Planning Priority Setting Time Management Drive for 
Results Written Communications Integrity and Trust ListeningKnowledge: Administration and Management Clerical 
Communication and Media Computer and Electronic Software Customer and Personal Service Economics and 
Accounting Education and Training Law and Government Mathematics Skills: Active Learning Active Listening Critical 
Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis 
Troubleshooting Judgment and Decision Making Systems Evaluation Time Management Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Auditory 
Attention Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone Fax Machine Printer Scanner GPS Voice Recorder Digital Camera Motor Vehicle 
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079644 - PROGRAM MONITOR 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4626 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards. Substitution of 
Education for Experience: Additional graduate coursework from an accredited college or university may substitute for 
the required experience on a year for year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: All positions in this class require travel. An applicant for 
this class must be willing to travel to be considered for a position in this class; Possess a valid driver's license if driving is 
an essential function of the position. Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring activities of average difficulty; performs related work 
as required. Distinguishing Features: This is the advanced working level class in the Program Monitor sub series. An 
employee in this class monitors programs of contract agencies receiving public funds from the State. The Program 
Monitor 2 differs from a Program Monitor 1 in that an incumbent of the latter performs basic monitoring tasks of 
smaller or less complex contract programs. The Program Monitor 2 differs from a Program Monitor 3 in that an 
incumbent of the latter supervises lower level monitors. 
 
Work Activities: 
Processing Information: Writes narrative and detailed observations, conclusions, findings, concerns, and 
recommendations relevant to the program to increase productivity and effectiveness. Reviews and analyzes applicable 
documentation while on-site to verify compliance with program standards. Prepares reports to document results of 
monitoring activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate 
the review process.Judging the Qualities of Things, Services, or People: Determines if a program has achieved stated 
results and outcomes in the contract or grant agreement. Determines the extent to which the contract agency has 
achieved compliance with established standards. Reviews and monitors implementation of agency/contractor corrective 
action plan to ensure compliance.Monitoring and Controlling Resources: Conducts monitoring of contracted agency 
services to ensure compliance with policies and procedures.Analyzing Data or Information: Writes formal reports with 
detailed findings, justification for findings, and corrective action to provide a formal record for the department and to 
communicate findings with all parties. Summarizes reports and displays data timely and accurately to contribute to 
management decision-making. Collects, tracks, and analyzes data from the contract agencies to identify trends.Making 
Decisions and Solving Problems: Compares documentation against established standards to determine 
compliance.Monitors Processes, Materials, or Surroundings: Compares reports against existing records to assure 
completeness and accuracy of program operations. Compares documents, including contracts, leases, and other 
pertinent records to identify omissions and discrepancies in program operations. Identifies areas that need to be 
monitored based on contract requirements, complaints received, previous compliance findings, and other pertinent 
information to ensure compliance with departmental policies and state and federal laws. Monitors to ensure 
compliance of program policies and procedures and applicable state and federal laws of the contract or grant 
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agreement. Reviews licensing evaluator's documentation of on-site visits to ensure compliance with departmental 
policies and procedures.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met.Interpreting the Meaning of Information for 
Others: Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Clarifies any questions or concerns pertaining to compliance to inform 
and interpret the meaning of information for providers and departmental management.Evaluating Information to 
Determine Compliance with Standards: Determines if the activities of a program are allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Determines compliance with state and federal laws, and any other specific program policies, procedures 
and performance standards. Tests compliance of allowed and unallowed program activities, Civil Rights, eligibility, and 
other applicable program areas to ensure all requirements are met according to state and federal law. Determines if 
program benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Examines staff/client ratio, equipment inventories, business 
services, and other evidence to verify the contract requirements are met for program operations. Determines if program 
participants were eligible under applicable eligibility guidelines. Reviews relevant Civil Rights policies and procedures for 
program compliance. Identifies ratios and trends about program deliverables and business operations that may warrant 
a finding of non-compliance.Documenting/Recording Information: Ensures that information collected during the review 
is supported and documented in work papers and reports.Provide Consultation and Advice to Others: Provides 
consultation to contract agencies to guarantee compliance with state law and reviews corrective action 
plans.Communicating with Persons outside the Organization: Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Reports results of program 
review which may include findings, observations, and recommendations for program improvements in an effort to 
ensure compliance. Discusses pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among agency staff, contractors, clients and local officials to facilitate the 
review process. Interviews agency personnel and clients to obtain information applicable to the monitoring process. 
Conducts conferences with contract agency representatives to define the scope of the review and the procedures which 
will be followed for the on-site visit.Coaching and Developing Others: Assures that the data collected by entry level staff 
is documented to ensure the findings, concerns, recommendations, and conclusions are supported.Communicating with 
Supervisors, Peers, or Subordinates: Discusses findings and effectiveness of the program with monitoring staff to 
provide information that can be used to make changes and improvements to the monitoring process. Reviews 
supporting documentation and discusses program monitoring with supervisors and peers to ensure established policies 
and procedures are followed. Identifies improvements in the monitoring process to increase productivity and efficiency. 
Discusses report recommendations with management to inform them of suggested improvements and program 
observations.Coordinating the Work and Activities of Others: Leads review process by identifying team members and 
delegating tasks to facilitate review.Getting Information: Obtains contract agencies responses to questions about 
operations, staffing patterns, and how services are delivered to gather information for monitoring purposes. Obtains 
reports about monitoring activities for a specified time period in order to monitor compliance.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Organizing, Planning, and 
Prioritizing Work: Schedules and coordinates reviews to manage and prioritize workflow.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members and vendors. Performing Administrative Activities: Prepares written correspondence 
to provide information to staff and customers to comply with state and federal laws. Ensures work paper files are 
maintained so that information is easily located. Prepares time and travel reports in a timely manner through 
designated computer systems to ensure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Determines mileage and travel costs to efficiently manage time and resources.Scheduling Work 
and Activities: Schedules agency site visits based on site locations, agency hours of operation, and other project 
conditions to ensure programs are monitored according to policy.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates state/personal vehicles to conduct required observations to ensure compliance as required by 
state law. 
 
Competencies (KSA’s): 
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Competencies: Decision Quality Problem Solving Organizing Planning Priority Setting Time Management Drive for 
Results Written Communications Integrity and Trust ListeningKnowledge: Administration and Management Clerical 
Communication and Media Computer and Electronic Software Customer and Personal Service Economics and 
Accounting Education and Training Law and Government Mathematics Skills: Active Learning Active Listening Critical 
Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis 
Troubleshooting Judgment and Decision Making Systems Evaluation Time Management Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Auditory 
Attention Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone Fax Machine Printer Scanner GPS Voice Recorder Digital Camera Motor Vehicle 
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079644 - PROGRAM MONITOR 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4627 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards. Substitution of 
Education for Experience: Additional graduate coursework from an accredited college or university may substitute for 
the required experience on a year for year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: All positions in this class require travel. An applicant for 
this class must be willing to travel to be considered for a position in this class; Possess a valid driver's license if driving is 
an essential function of the position. Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring activities of average difficulty; performs related work 
as required. Distinguishing Features: This is the advanced working level class in the Program Monitor sub series. An 
employee in this class monitors programs of contract agencies receiving public funds from the State. The Program 
Monitor 2 differs from a Program Monitor 1 in that an incumbent of the latter performs basic monitoring tasks of 
smaller or less complex contract programs. The Program Monitor 2 differs from a Program Monitor 3 in that an 
incumbent of the latter supervises lower level monitors. 
 
Work Activities: 
Processing Information: Writes narrative and detailed observations, conclusions, findings, concerns, and 
recommendations relevant to the program to increase productivity and effectiveness. Reviews and analyzes applicable 
documentation while on-site to verify compliance with program standards. Prepares reports to document results of 
monitoring activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate 
the review process.Judging the Qualities of Things, Services, or People: Determines if a program has achieved stated 
results and outcomes in the contract or grant agreement. Determines the extent to which the contract agency has 
achieved compliance with established standards. Reviews and monitors implementation of agency/contractor corrective 
action plan to ensure compliance.Monitoring and Controlling Resources: Conducts monitoring of contracted agency 
services to ensure compliance with policies and procedures.Analyzing Data or Information: Writes formal reports with 
detailed findings, justification for findings, and corrective action to provide a formal record for the department and to 
communicate findings with all parties. Summarizes reports and displays data timely and accurately to contribute to 
management decision-making. Collects, tracks, and analyzes data from the contract agencies to identify trends.Making 
Decisions and Solving Problems: Compares documentation against established standards to determine 
compliance.Monitors Processes, Materials, or Surroundings: Compares reports against existing records to assure 
completeness and accuracy of program operations. Compares documents, including contracts, leases, and other 
pertinent records to identify omissions and discrepancies in program operations. Identifies areas that need to be 
monitored based on contract requirements, complaints received, previous compliance findings, and other pertinent 
information to ensure compliance with departmental policies and state and federal laws. Monitors to ensure 
compliance of program policies and procedures and applicable state and federal laws of the contract or grant 
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agreement. Reviews licensing evaluator's documentation of on-site visits to ensure compliance with departmental 
policies and procedures.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met.Interpreting the Meaning of Information for 
Others: Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Clarifies any questions or concerns pertaining to compliance to inform 
and interpret the meaning of information for providers and departmental management.Evaluating Information to 
Determine Compliance with Standards: Determines if the activities of a program are allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Determines compliance with state and federal laws, and any other specific program policies, procedures 
and performance standards. Tests compliance of allowed and unallowed program activities, Civil Rights, eligibility, and 
other applicable program areas to ensure all requirements are met according to state and federal law. Determines if 
program benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Examines staff/client ratio, equipment inventories, business 
services, and other evidence to verify the contract requirements are met for program operations. Determines if program 
participants were eligible under applicable eligibility guidelines. Reviews relevant Civil Rights policies and procedures for 
program compliance. Identifies ratios and trends about program deliverables and business operations that may warrant 
a finding of non-compliance.Documenting/Recording Information: Ensures that information collected during the review 
is supported and documented in work papers and reports.Provide Consultation and Advice to Others: Provides 
consultation to contract agencies to guarantee compliance with state law and reviews corrective action 
plans.Communicating with Persons outside the Organization: Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Reports results of program 
review which may include findings, observations, and recommendations for program improvements in an effort to 
ensure compliance. Discusses pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among agency staff, contractors, clients and local officials to facilitate the 
review process. Interviews agency personnel and clients to obtain information applicable to the monitoring process. 
Conducts conferences with contract agency representatives to define the scope of the review and the procedures which 
will be followed for the on-site visit.Coaching and Developing Others: Assures that the data collected by entry level staff 
is documented to ensure the findings, concerns, recommendations, and conclusions are supported.Communicating with 
Supervisors, Peers, or Subordinates: Discusses findings and effectiveness of the program with monitoring staff to 
provide information that can be used to make changes and improvements to the monitoring process. Reviews 
supporting documentation and discusses program monitoring with supervisors and peers to ensure established policies 
and procedures are followed. Identifies improvements in the monitoring process to increase productivity and efficiency. 
Discusses report recommendations with management to inform them of suggested improvements and program 
observations.Coordinating the Work and Activities of Others: Leads review process by identifying team members and 
delegating tasks to facilitate review.Getting Information: Obtains contract agencies responses to questions about 
operations, staffing patterns, and how services are delivered to gather information for monitoring purposes. Obtains 
reports about monitoring activities for a specified time period in order to monitor compliance.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Organizing, Planning, and 
Prioritizing Work: Schedules and coordinates reviews to manage and prioritize workflow.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members and vendors. Performing Administrative Activities: Prepares written correspondence 
to provide information to staff and customers to comply with state and federal laws. Ensures work paper files are 
maintained so that information is easily located. Prepares time and travel reports in a timely manner through 
designated computer systems to ensure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Determines mileage and travel costs to efficiently manage time and resources.Scheduling Work 
and Activities: Schedules agency site visits based on site locations, agency hours of operation, and other project 
conditions to ensure programs are monitored according to policy.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates state/personal vehicles to conduct required observations to ensure compliance as required by 
state law. 
 
Competencies (KSA’s): 
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Competencies: Decision Quality Problem Solving Organizing Planning Priority Setting Time Management Drive for 
Results Written Communications Integrity and Trust ListeningKnowledge: Administration and Management Clerical 
Communication and Media Computer and Electronic Software Customer and Personal Service Economics and 
Accounting Education and Training Law and Government Mathematics Skills: Active Learning Active Listening Critical 
Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis 
Troubleshooting Judgment and Decision Making Systems Evaluation Time Management Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Auditory 
Attention Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone Fax Machine Printer Scanner GPS Voice Recorder Digital Camera Motor Vehicle 
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079644 - PROGRAM MONITOR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4628 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards. Substitution of 
Education for Experience: Additional graduate coursework from an accredited college or university may substitute for 
the required experience on a year for year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: All positions in this class require travel. An applicant for 
this class must be willing to travel to be considered for a position in this class; Possess a valid driver's license if driving is 
an essential function of the position. Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for monitoring activities of average difficulty; performs related work 
as required. Distinguishing Features: This is the advanced working level class in the Program Monitor sub series. An 
employee in this class monitors programs of contract agencies receiving public funds from the State. The Program 
Monitor 2 differs from a Program Monitor 1 in that an incumbent of the latter performs basic monitoring tasks of 
smaller or less complex contract programs. The Program Monitor 2 differs from a Program Monitor 3 in that an 
incumbent of the latter supervises lower level monitors. 
 
Work Activities: 
Processing Information: Writes narrative and detailed observations, conclusions, findings, concerns, and 
recommendations relevant to the program to increase productivity and effectiveness. Reviews and analyzes applicable 
documentation while on-site to verify compliance with program standards. Prepares reports to document results of 
monitoring activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate 
the review process.Judging the Qualities of Things, Services, or People: Determines if a program has achieved stated 
results and outcomes in the contract or grant agreement. Determines the extent to which the contract agency has 
achieved compliance with established standards. Reviews and monitors implementation of agency/contractor corrective 
action plan to ensure compliance.Monitoring and Controlling Resources: Conducts monitoring of contracted agency 
services to ensure compliance with policies and procedures.Analyzing Data or Information: Writes formal reports with 
detailed findings, justification for findings, and corrective action to provide a formal record for the department and to 
communicate findings with all parties. Summarizes reports and displays data timely and accurately to contribute to 
management decision-making. Collects, tracks, and analyzes data from the contract agencies to identify trends.Making 
Decisions and Solving Problems: Compares documentation against established standards to determine 
compliance.Monitors Processes, Materials, or Surroundings: Compares reports against existing records to assure 
completeness and accuracy of program operations. Compares documents, including contracts, leases, and other 
pertinent records to identify omissions and discrepancies in program operations. Identifies areas that need to be 
monitored based on contract requirements, complaints received, previous compliance findings, and other pertinent 
information to ensure compliance with departmental policies and state and federal laws. Monitors to ensure 
compliance of program policies and procedures and applicable state and federal laws of the contract or grant 



 TN Job Classification Specifications  
September 22, 2020 

agreement. Reviews licensing evaluator's documentation of on-site visits to ensure compliance with departmental 
policies and procedures.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met.Interpreting the Meaning of Information for 
Others: Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Clarifies any questions or concerns pertaining to compliance to inform 
and interpret the meaning of information for providers and departmental management.Evaluating Information to 
Determine Compliance with Standards: Determines if the activities of a program are allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Determines compliance with state and federal laws, and any other specific program policies, procedures 
and performance standards. Tests compliance of allowed and unallowed program activities, Civil Rights, eligibility, and 
other applicable program areas to ensure all requirements are met according to state and federal law. Determines if 
program benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Examines staff/client ratio, equipment inventories, business 
services, and other evidence to verify the contract requirements are met for program operations. Determines if program 
participants were eligible under applicable eligibility guidelines. Reviews relevant Civil Rights policies and procedures for 
program compliance. Identifies ratios and trends about program deliverables and business operations that may warrant 
a finding of non-compliance.Documenting/Recording Information: Ensures that information collected during the review 
is supported and documented in work papers and reports.Provide Consultation and Advice to Others: Provides 
consultation to contract agencies to guarantee compliance with state law and reviews corrective action 
plans.Communicating with Persons outside the Organization: Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Reports results of program 
review which may include findings, observations, and recommendations for program improvements in an effort to 
ensure compliance. Discusses pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among agency staff, contractors, clients and local officials to facilitate the 
review process. Interviews agency personnel and clients to obtain information applicable to the monitoring process. 
Conducts conferences with contract agency representatives to define the scope of the review and the procedures which 
will be followed for the on-site visit.Coaching and Developing Others: Assures that the data collected by entry level staff 
is documented to ensure the findings, concerns, recommendations, and conclusions are supported.Communicating with 
Supervisors, Peers, or Subordinates: Discusses findings and effectiveness of the program with monitoring staff to 
provide information that can be used to make changes and improvements to the monitoring process. Reviews 
supporting documentation and discusses program monitoring with supervisors and peers to ensure established policies 
and procedures are followed. Identifies improvements in the monitoring process to increase productivity and efficiency. 
Discusses report recommendations with management to inform them of suggested improvements and program 
observations.Coordinating the Work and Activities of Others: Leads review process by identifying team members and 
delegating tasks to facilitate review.Getting Information: Obtains contract agencies responses to questions about 
operations, staffing patterns, and how services are delivered to gather information for monitoring purposes. Obtains 
reports about monitoring activities for a specified time period in order to monitor compliance.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collective data, and to communicate with others to capture and maintain program information.Organizing, Planning, and 
Prioritizing Work: Schedules and coordinates reviews to manage and prioritize workflow.Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members and vendors. Performing Administrative Activities: Prepares written correspondence 
to provide information to staff and customers to comply with state and federal laws. Ensures work paper files are 
maintained so that information is easily located. Prepares time and travel reports in a timely manner through 
designated computer systems to ensure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Determines mileage and travel costs to efficiently manage time and resources.Scheduling Work 
and Activities: Schedules agency site visits based on site locations, agency hours of operation, and other project 
conditions to ensure programs are monitored according to policy.Operating Vehicles, Mechanized Devices, or 
Equipment: Operates state/personal vehicles to conduct required observations to ensure compliance as required by 
state law. 
 
Competencies (KSA’s): 
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Competencies: Decision Quality Problem Solving Organizing Planning Priority Setting Time Management Drive for 
Results Written Communications Integrity and Trust ListeningKnowledge: Administration and Management Clerical 
Communication and Media Computer and Electronic Software Customer and Personal Service Economics and 
Accounting Education and Training Law and Government Mathematics Skills: Active Learning Active Listening Critical 
Thinking Learning Strategies Mathematics Monitoring Reading Comprehension Speaking Writing Coordination 
Instructing Negotiation Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis 
Troubleshooting Judgment and Decision Making Systems Evaluation Time Management Abilities: Deductive Reasoning 
Flexibility of Closure Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Memorization 
Number Facility Oral Comprehension Oral Expression Originality Perceptual Speed Problem Sensitivity Selective 
Attention Spatial Orientation Speed of Closure Time Sharing Written Comprehension Written Expression Auditory 
Attention Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/Laptop Telephone Fax Machine Printer Scanner GPS Voice Recorder Digital Camera Motor Vehicle 
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079646 - PROGRAM MONITOR 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4635 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards.                                                                                                                       
Substitution of Education for Experience:  Additional graduate coursework may substitute for the required experience 
on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: An applicant for this class must be willing to travel to be 
considered for a position in this class; Possess a valid driver's license if driving is an essential function of the position. 
Applicants for this class may be required to: Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising professional monitoring activities; and performs 
related work as required. Distinguishing Features:  This is the first supervisory level in the Program Monitor sub-series. 
An employee in this class is responsible for supervising a small number of monitors and auditors who are involved in the 
review of contract agencies receiving public funds from the State. This class differs from Program Monitor 2 in that an 
incumbent of the latter operates at the advanced working level reviewing larger and more complex contract programs. 
This class differs from Program Monitor 4 in that an incumbent of the latter supervises a large number of monitors and 
auditors. 
 
Work Activities: 
Processing Information: Reviews and analyzes applicable documentation while on site to verify compliance with 
program standards. Writes narrative and detailed observations, conclusions, findings, concerns, and recommendations 
relevant to the program to increase productivity and effectiveness. Prepares reports to document results of monitoring 
activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate the review 
process.Coordinating the Work and Activities of Others: Supervises staff to ensure their responsibilities are being met. 
Works to assure that the fiscal and program data collected by staff is complete and documented in work papers.Staffing 
Organizational Units: Evaluates performance of staff according to the established schedule and procedures in order to 
maintain a high performing unit. Conducts interviews with applicants and reviews resumes to identify relevant skills and 
work experience to select the most qualified candidate for the position. Makes recommendations on employment, 
retention, promotion, demotion, and other personnel actions in order to manage personnel.Establishing and 
Maintaining Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual 
trust and cooperation among team members, agency representatives and vendors.Communicating with Persons Outside 
Organization: Reports results of program review which may include findings, observations, and recommendations for 
program improvements in an effort to ensure compliance. Interviews agency personnel and clients to obtain 
information applicable to the monitoring process. Discusses and reports pertinent components of the monitoring 
activities including planning, data collection, monitoring techniques, and communication among state and federal 
agency staff, contractors, clients and local officials to facilitate the review process. Discusses program observations, 
report findings and recommendations with agency management to inform them of required corrective action. Conducts 
conferences with contract agency representatives to define the scope of the review and the procedures which will be 
followed for the on-site visit.Evaluating Information to Determine Compliance with Standards:  Examines staff/client 
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ratio, equipment inventories, business services and other evidence to verify the contract requirements are met for 
program operations. Determines if the activities of a program are allowed or un-allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Tests compliance of allowed and un-allowed program activities, civil rights, eligibility, and other 
applicable program areas to ensure all requirements are met according to state and federal law. Determines compliance 
with state and federal laws, and any other specific program policies, procedures, and performance standards. Reviews 
relevant civil rights policies and procedures for program compliance. Determines if program participants are eligible 
under applicable eligibility guidelines. Identifies ratios and trends about program deliveries and business operations that 
may warrant a finding of noncompliance. Determines if program benefits amounts provided to, or on behalf of, eligible 
participants are calculated in accordance with program requirements and in compliance with state and federal 
law.Interpreting the Meaning of Information for Others: Explains departmental policies and procedures and interprets 
rules and regulations to internal and external customers to ensure consistency of information. Clarifies any questions or 
concerns pertaining to compliance to inform and interpret the meaning of information for providers and departmental 
management.Documenting/Recording Information: Ensures that information collected during the review is supported 
and documented in work papers and reports. Enters and maintains data on a shared server for access and 
reference.Interacting With Computers: Operates computer hardware and software, scanners, and other equipment to 
complete reports, document collected data, and to communicate with others to capture and maintain program 
information.Training and Teaching Others: Provides orientation to new employees through review of policies, 
procedures and job functions to establish clear expectations. Analyzes employee performance to identify training needs 
based upon the strengths and weaknesses of staff members and teams in the monitoring process, and the staff's 
awareness of regulations and policies to determine development needs. Develops and coordinates training for 
monitoring staff to maintain a competent staff.Guiding, Directing, and Motivating Subordinates: Manages a team of 
program monitors and auditors to ensure monitoring assignments are completed timely and accurately. Explains proper 
monitoring procedures and practices before and during on-site reviews. Accompanies staff on assignments to provide 
technical assistance.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met. Pursues professional development with 
respect to technical advancements and procedural changes in the field to ensure best practices are available.Provide 
Consultation and Advice to Others: Discusses the implications of employing new or modified policies and procedures 
with internal management in order to implement best procedures and practices. Provides consultation to contract 
agencies to guarantee compliance with state law and review corrective action plans.Analyzing Data or Information: 
Examines the data collected at the site visit to ensure the monitoring process is thorough and effective. Evaluates 
program reviews conducted by monitors to verify conformity with procedural requirements. Examines monitoring 
reports from multiple sources to ensure accuracy and completeness. Summarizes reports and displays data timely and 
accurately to contribute to management decision making. Reviews findings and recommendations provided by staff for 
adherence to program standards. Collects, analyzes and tracks data from the contract agencies to identify 
trends.Communicating with Supervisors, Peers, or Subordinates: Writes formal reports outlining the findings of 
monitoring reviews, justification for findings, and corrective action, if needed. Communicates or consults with 
supervisors, staff and co-workers by phone, written form, email or in person to ensure established policies and 
procedures are followed. Provides periodic reports on the status of goals, objectives and strategies to higher 
management.Performing Administrative Activities: Prepares and approves time and travel reports in a timely manner 
through designated computer systems to assure accurate recording.Scheduling Work and Activities: Schedules agency 
site visits based on site locations, agency hours of operation, and other project conditions to ensure programs are 
monitored according to policy.Coaching and Developing Others: Provides technical assistance on monitoring procedures 
and practices, report writing, and interpretation and application of regulations, applicable laws, and the provisions of 
the contract or grant agreement. Identifies the developmental needs of others and coaches, mentors, or otherwise 
helps others to improve their interpersonal skills.Making Decisions and Solving Problems: Compares documentation 
against established standards to determine compliance. Determines the most applicable monitoring techniques to be 
employed for the review.Monitor Processes, Materials, or Surroundings: Identifies areas that need to be monitored 
based on contract requirements, complaints received, previous findings, and other pertinent information to ensure 
compliance with departmental policies and state and federal laws. Reviews documents, including contracts, leases, and 
other pertinent records to identify omissions and discrepancies in program operations. Decides if an unannounced visit 
or additional program monitoring is warranted based on severity of findings, history of the agency's compliance with 
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contract provisions, and the complaints received. Compares reports against existing records to assure completeness and 
accuracy of program operations.Organizing, Planning, and Prioritizing Work: Schedules and coordinates reviews to 
manage and prioritize work flow. Distributes staff assignments based on review of program needs to equalize workflow. 
Facilitates meetings to develop specific goals for the unit.Getting Information: Obtains contract agency responses to 
questions about operations, staffing patterns and how services are delivered to gather information for monitoring 
services. Observes agency operations to verify adequate service delivery. Obtains reports about monitoring activities for 
a specified time period in order to monitor compliance.Developing and Building Teams: Delegates decision-making 
authority to staff to effectively complete work and build teams. Ensures all teams possess adequate levels of program 
and fiscal monitoring expertise.Operating Vehicles, Mechanized Devices, or Equipment: Operates state/personal 
vehicles to travel and conduct required site reviews.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Determines mileage and travel costs to efficiently manage time and resources. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Organizing Planning Priority Setting 
Presentation Skills Written Communications Customer Focus Integrity and Trust Listening Motivating OthersKnowledge: 
Administration and Management Clerical Economics and Accounting Customer Service Education and Training Laws, 
Government Regulations, Executive Orders and Agency Rules Mathematics Personnel and Human Resources Human 
Behavior Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring Reading 
Comprehension Speaking Communicating Effectively in Writing Coordination Instructing Service Orientation Social 
Perceptiveness Quality Control Analysis Problem Solving Judgment and Decision Making Management of Personnel 
Resources Time Management Abilities: Deductive Reasoning Inductive Reasoning Information Ordering Mathematical 
Reasoning Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity Selective Attention 
Speed of Closure Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer/ I-Pad/ Laptop Scanner Phone Printer/Fax Calculator Vehicle 
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079646 - PROGRAM MONITOR 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4636 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards.                                                                   
Substitution of Education for Experience:  Additional graduate coursework may substitute for the required experience 
on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: An applicant for this class must be willing to travel to be 
considered for a position in this class; Possess a valid driver's license if driving is an essential function of the position. 
Applicants for this class may be required to: Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising professional monitoring activities; and performs 
related work as required. Distinguishing Features:  This is the first supervisory level in the Program Monitor sub-series. 
An employee in this class is responsible for supervising a small number of monitors and auditors who are involved in the 
review of contract agencies receiving public funds from the State. This class differs from Program Monitor 2 in that an 
incumbent of the latter operates at the advanced working level reviewing larger and more complex contract programs. 
This class differs from Program Monitor 4 in that an incumbent of the latter supervises a large number of monitors and 
auditors. 
 
Work Activities: 
Processing Information: Reviews and analyzes applicable documentation while on site to verify compliance with 
program standards. Writes narrative and detailed observations, conclusions, findings, concerns, and recommendations 
relevant to the program to increase productivity and effectiveness. Prepares reports to document results of monitoring 
activities. Collects and compiles pertinent data relating to service delivery prior to on-site visits to facilitate the review 
process.Coordinating the Work and Activities of Others: Supervises staff to ensure their responsibilities are being met. 
Works to assure that the fiscal and program data collected by staff is complete and documented in work papers.Staffing 
Organizational Units: Evaluates performance of staff according to the established schedule and procedures in order to 
maintain a high performing unit. Conducts interviews with applicants and reviews resumes to identify relevant skills and 
work experience to select the most qualified candidate for the position. Makes recommendations on employment, 
retention, promotion, demotion, and other personnel actions in order to manage personnel.Establishing and 
Maintaining Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual 
trust and cooperation among team members, agency representatives and vendors.Communicating with Persons Outside 
Organization: Reports results of program review which may include findings, observations, and recommendations for 
program improvements in an effort to ensure compliance. Interviews agency personnel and clients to obtain 
information applicable to the monitoring process. Discusses and reports pertinent components of the monitoring 
activities including planning, data collection, monitoring techniques, and communication among state and federal 
agency staff, contractors, clients and local officials to facilitate the review process. Discusses program observations, 
report findings and recommendations with agency management to inform them of required corrective action. Conducts 
conferences with contract agency representatives to define the scope of the review and the procedures which will be 
followed for the on-site visit.Evaluating Information to Determine Compliance with Standards:  Examines staff/client 
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ratio, equipment inventories, business services and other evidence to verify the contract requirements are met for 
program operations. Determines if the activities of a program are allowed or un-allowed under particular program 
regulations, laws and provisions of the contract or grant agreement, and if the program goals, objectives and strategies 
are being met. Tests compliance of allowed and un-allowed program activities, civil rights, eligibility, and other 
applicable program areas to ensure all requirements are met according to state and federal law. Determines compliance 
with state and federal laws, and any other specific program policies, procedures, and performance standards. Reviews 
relevant civil rights policies and procedures for program compliance. Determines if program participants are eligible 
under applicable eligibility guidelines. Identifies ratios and trends about program deliveries and business operations that 
may warrant a finding of noncompliance. Determines if program benefits amounts provided to, or on behalf of, eligible 
participants are calculated in accordance with program requirements and in compliance with state and federal 
law.Interpreting the Meaning of Information for Others: Explains departmental policies and procedures and interprets 
rules and regulations to internal and external customers to ensure consistency of information. Clarifies any questions or 
concerns pertaining to compliance to inform and interpret the meaning of information for providers and departmental 
management.Documenting/Recording Information: Ensures that information collected during the review is supported 
and documented in work papers and reports. Enters and maintains data on a shared server for access and 
reference.Interacting With Computers: Operates computer hardware and software, scanners, and other equipment to 
complete reports, document collected data, and to communicate with others to capture and maintain program 
information.Training and Teaching Others: Provides orientation to new employees through review of policies, 
procedures and job functions to establish clear expectations. Analyzes employee performance to identify training needs 
based upon the strengths and weaknesses of staff members and teams in the monitoring process, and the staff's 
awareness of regulations and policies to determine development needs. Develops and coordinates training for 
monitoring staff to maintain a competent staff.Guiding, Directing, and Motivating Subordinates: Manages a team of 
program monitors and auditors to ensure monitoring assignments are completed timely and accurately. Explains proper 
monitoring procedures and practices before and during on-site reviews. Accompanies staff on assignments to provide 
technical assistance.Updating and Using Relevant Knowledge: Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met. Pursues professional development with 
respect to technical advancements and procedural changes in the field to ensure best practices are available.Provide 
Consultation and Advice to Others: Discusses the implications of employing new or modified policies and procedures 
with internal management in order to implement best procedures and practices. Provides consultation to contract 
agencies to guarantee compliance with state law and review corrective action plans.Analyzing Data or Information: 
Examines the data collected at the site visit to ensure the monitoring process is thorough and effective. Evaluates 
program reviews conducted by monitors to verify conformity with procedural requirements. Examines monitoring 
reports from multiple sources to ensure accuracy and completeness. Summarizes reports and displays data timely and 
accurately to contribute to management decision making. Reviews findings and recommendations provided by staff for 
adherence to program standards. Collects, analyzes and tracks data from the contract agencies to identify 
trends.Communicating with Supervisors, Peers, or Subordinates: Writes formal reports outlining the findings of 
monitoring reviews, justification for findings, and corrective action, if needed. Communicates or consults with 
supervisors, staff and co-workers by phone, written form, email or in person to ensure established policies and 
procedures are followed. Provides periodic reports on the status of goals, objectives and strategies to higher 
management.Performing Administrative Activities: Prepares and approves time and travel reports in a timely manner 
through designated computer systems to assure accurate recording.Scheduling Work and Activities: Schedules agency 
site visits based on site locations, agency hours of operation, and other project conditions to ensure programs are 
monitored according to policy.Coaching and Developing Others: Provides technical assistance on monitoring procedures 
and practices, report writing, and interpretation and application of regulations, applicable laws, and the provisions of 
the contract or grant agreement. Identifies the developmental needs of others and coaches, mentors, or otherwise 
helps others to improve their interpersonal skills.Making Decisions and Solving Problems: Compares documentation 
against established standards to determine compliance. Determines the most applicable monitoring techniques to be 
employed for the review.Monitor Processes, Materials, or Surroundings: Identifies areas that need to be monitored 
based on contract requirements, complaints received, previous findings, and other pertinent information to ensure 
compliance with departmental policies and state and federal laws. Reviews documents, including contracts, leases, and 
other pertinent records to identify omissions and discrepancies in program operations. Decides if an unannounced visit 
or additional program monitoring is warranted based on severity of findings, history of the agency's compliance with 
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contract provisions, and the complaints received. Compares reports against existing records to assure completeness and 
accuracy of program operations.Organizing, Planning, and Prioritizing Work: Schedules and coordinates reviews to 
manage and prioritize work flow. Distributes staff assignments based on review of program needs to equalize workflow. 
Facilitates meetings to develop specific goals for the unit.Getting Information: Obtains contract agency responses to 
questions about operations, staffing patterns and how services are delivered to gather information for monitoring 
services. Observes agency operations to verify adequate service delivery. Obtains reports about monitoring activities for 
a specified time period in order to monitor compliance.Developing and Building Teams: Delegates decision-making 
authority to staff to effectively complete work and build teams. Ensures all teams possess adequate levels of program 
and fiscal monitoring expertise.Operating Vehicles, Mechanized Devices, or Equipment: Operates state/personal 
vehicles to travel and conduct required site reviews.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Determines mileage and travel costs to efficiently manage time and resources. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Organizing Planning Priority Setting 
Presentation Skills Written Communications Customer Focus Integrity and Trust Listening Motivating OthersKnowledge: 
Administration and Management Clerical Economics and Accounting Customer Service Education and Training Laws, 
Government Regulations, Executive Orders and Agency Rules Mathematics Personnel and Human Resources Human 
Behavior Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring Reading 
Comprehension Speaking Communicating Effectively in Writing Coordination Instructing Service Orientation Social 
Perceptiveness Quality Control Analysis Problem Solving Judgment and Decision Making Management of Personnel 
Resources Time Management Abilities: Deductive Reasoning Inductive Reasoning Information Ordering Mathematical 
Reasoning Memorization Number Facility Oral Comprehension Oral Expression Problem Sensitivity Selective Attention 
Speed of Closure Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer/ I-Pad/ Laptop Scanner Phone Printer/Fax Calculator Vehicle 
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079647 - PROGRAM MONITOR 4 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4641 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards.                                                                                                                       
Substitution of Education for Experience:  Additional graduate coursework may substitute for the required experience 
on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: An applicant for this class must be willing to travel to be 
considered for a position in this class; Possess a valid driver's license if driving is an essential function of the position. 
Applicants for this class may be required to: Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing professional monitoring activities of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the highest supervisory level in the 
Program Monitor sub-series. An employee in this class is responsible for supervising a large number of monitors and 
auditors who are involved in the review of contract agencies receiving public funds from the State. This class differs from 
Program Monitor 3 in that an incumbent of the latter functions as a supervisor over a small number of monitors and 
auditors. This class differs from the Program Monitor Director in that an incumbent of the latter directs statewide sub-
recipient monitoring activities for the Department of Labor and Workforce Development. 
 
Work Activities: 
Staffing Organizational Units:  Conducts interviews with applicants and reviews resumes to identify relevant skills and 
work experience to select the most qualified candidate for the position. Evaluates performance of staff according to the 
established schedule and procedure in order to maintain a high performing unit. Makes recommendations on 
employment, retention, promotion, demotion, and other personnel actions in order to manage personnel.Establishing 
and Maintaining Interpersonal Relationships:  Develops and maintains respectful working relationships to promote 
mutual trust and cooperation among team members, agency representatives and vendors.Training and Teaching Others: 
Provides orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations. Analyzes employee performance to identify training needs based upon the strengths and weaknesses of 
staff members and teams in the monitoring process, and the staff's awareness of regulations and policies to determine 
development needs. Develops and coordinates training for monitoring staff to maintain a competent staff.Interpreting 
the Meaning of Information for Others:  Explains departmental policies and procedures and interprets rules and 
regulations to internal and external customers to ensure consistency of information. Clarifies any questions or concerns 
pertaining to compliance to inform and interpret the meaning of information for providers and departmental 
management.Coaching and Developing Others:  Identifies the developmental needs of others and coaches, mentors, or 
otherwise helps others to improve their interpersonal skills. Provides technical assistance on monitoring procedures and 
practices, report writing, and interpretation and application of regulations, applicable laws, and the provisions of the 
contract or grant agreement.Communicating with Supervisors, Peers, or Subordinates:  Writes formal reports outlining 
the findings of monitoring reviews, justification for findings, and corrective action, if needed. Provides periodic reports 
on status of goals, objectives and strategies to higher management. Communicates or consults with supervisors, staff 
and co-workers by phone, written form, email or in person to ensure established policies and procedures are 
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followed.Monitor Processes, Materials, or Surroundings:  Identifies areas that need to be monitored based on contract 
requirements, complaints received, previous findings, and other pertinent information to ensure compliance with 
departmental policies and state and federal laws. Reviews documents, including contracts, leases, and other pertinent 
records to identify omissions and discrepancies in program operations. Compares reports against existing records to 
assure completeness and accuracy of program operations. Decides if an unannounced visit or additional program 
monitoring is warranted based on severity of findings, history of the agency's compliance with contract provisions, and 
the complaints received.Making Decisions and Solving Problems:  Compares documentation against established 
standards to determine compliance. Determines the most applicable monitoring techniques to be employed for the 
review.Developing Objectives and Strategies:  Assists in developing new or revised policies and procedures with higher 
management. Assists in writing goals, objectives, and strategies to meet departmental mission.Communicating with 
Persons Outside Organization:  Reports results of program review which may include findings, observations, and 
recommendations for program improvements in an effort to ensure compliance. Interviews agency personnel and 
clients to obtain information applicable to the monitoring process. Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Discusses and reports 
pertinent components of the monitoring activities including planning, data collection, monitoring techniques, and 
communication among state and federal agency staff, contractors, clients and local officials to facilitate the review 
process. Conducts conferences with contract agency representatives to define the scope of the review and the 
procedures which will be followed for the on-site visit.Evaluating Information to Determine Compliance with Standards:  
Determines if the activities of a program are allowed or not allowed under particular program regulations, laws and 
provisions of the contract or grant agreement, and if the program goals, objectives and strategies are being met. 
Determines compliance with state and federal laws, and any other specific program policies, procedures, and 
performance standards. Determines if program benefits amounts provided to, or on behalf of, eligible participants are 
calculated in accordance with program requirements and in compliance with state and federal law. Tests compliance of 
allowed and un-allowed program activities, civil rights, eligibility and other applicable program areas to ensure all 
requirements are met according to state and federal law. Examines staff/client ratio, equipment inventories, business 
services and other evidence to verify the contract requirements are met for program operations. Reviews relevant civil 
rights policies and procedures for program compliance. Identifies ratios and trends about program deliveries and 
business operations that may warrant a finding of noncompliance. Determines if program participants are eligible under 
applicable eligibility guidelines.Documenting/Recording Information:  Ensures that information collected during the 
review is supported and documented in work papers and reports. Enters and maintains data on a shared server for 
access and reference.Updating and Using Relevant Knowledge:  Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met. Pursues professional development with 
respect to technical advancements and procedural changes in the field to ensure best practices are available.Developing 
and Building Teams:  Ensures all teams possess adequate levels of program and fiscal monitoring expertise. Delegates 
decision-making authority to staff to effectively complete work and build teams.Guiding, Directing, and Motivating 
Subordinates:  Manages a team of program monitors and auditors to ensure monitoring assignments are completed 
timely and accurately. Explains proper monitoring procedures and practices before and during on-site reviews. 
Accompanies staff on assignments to provide technical assistance.Processing Information:  Reviews and analyzes 
applicable documentation while on site to verify compliance with program standards. Writes narrative and detailed 
observations, conclusions, findings, concerns, and recommendations relevant to the program to increase productivity 
and effectiveness. Prepares reports to document results of monitoring activities. Collects and compiles pertinent data 
relating to service delivery prior to on-site visits to facilitate the review process.Analyzing Data or Information:  
Examines monitoring reports from multiple sources to ensure accuracy and completeness. Examines the data collected 
at the site visit to ensure the monitoring process is thorough and effective. Evaluates program reviews conducted by 
monitors to verify conformity with procedural requirements. Summarizes reports and displays data timely and 
accurately to contribute to management decision making. Reviews findings and recommendations provided by staff for 
adherence to program standards. Collects, analyzes and tracks data from the contract agencies to identify 
trends.Getting Information:  Obtains contract agency responses to questions about operations, staffing patterns and 
how services are delivered to gather information for monitoring services. Observes agency operations to verify 
adequate service delivery. Obtains reports about monitoring activities for a specified time period in order to monitor 
compliance.Operating Vehicles, Mechanized Devices, or Equipment:  Operates state/personal vehicles to travel and 
conduct required site reviews.Provide Consultation and Advice to Others:  Provides consultation to contract agencies to 
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guarantee compliance with state law and review corrective action plans. Discusses the implications of employing new or 
modified policies and procedures with internal management in order to implement best procedures and 
practices.Organizing, Planning, and Prioritizing Work:  Facilitates meetings to develop specific goals for the unit. 
Schedules and coordinates reviews to manage and prioritize work flow. Distributes staff assignments based on review of 
program needs to equalize workflow.Interacting With Computers:  Operates computer hardware and software, 
scanners, and other equipment to complete reports, document collected data, and to communicate with others to 
capture and maintain program information.Scheduling Work and Activities: Schedules agency site visits based on site 
locations, agency hours of operation, and other project conditions to ensure programs are monitored according to 
policy.Performing Administrative Activities:  Prepares and approves time and travel reports in a timely manner through 
designated computer systems to assure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Determines mileage and travel costs to efficiently manage time and resources. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Motivating Others Problem Solving 
Directing Others Informing Confronting Direct Reports Listening Organizing Planning Developing Direct Reports and 
Others Managerial CourageKnowledge: Administration and Management Clerical Economics and Accounting Customer 
Service Education and Training Laws, Government Regulations, Executive Orders and Agency Rules Mathematics 
Personnel and Human Resources Human Behavior Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Monitoring Reading Comprehension Speaking Communicating Effectively in Writing 
Coordination Instructing Service Orientation Social Perceptiveness Quality Control Analysis Problem Solving Judgment 
and Decision Making Management of Personnel Resources Time Management Abilities: Deductive Reasoning Inductive 
Reasoning Information Ordering Mathematical Reasoning Memorization Number facility Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Speed of Closure Written Comprehension Written Expression Speech 
Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer / I-Pad/ Laptop Scanner Phone Printer/Fax Calculator Vehicle 
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079647 - PROGRAM MONITOR 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4642 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards.                                                                                                                       
Substitution of Education for Experience:  Additional graduate coursework may substitute for the required experience 
on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: An applicant for this class must be willing to travel to be 
considered for a position in this class; Possess a valid driver's license if driving is an essential function of the position. 
Applicants for this class may be required to: Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing professional monitoring activities of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the highest supervisory level in the 
Program Monitor sub-series. An employee in this class is responsible for supervising a large number of monitors and 
auditors who are involved in the review of contract agencies receiving public funds from the State. This class differs from 
Program Monitor 3 in that an incumbent of the latter functions as a supervisor over a small number of monitors and 
auditors. This class differs from the Program Monitor Director in that an incumbent of the latter directs statewide sub-
recipient monitoring activities for the Department of Labor and Workforce Development. 
 
Work Activities: 
Staffing Organizational Units:  Conducts interviews with applicants and reviews resumes to identify relevant skills and 
work experience to select the most qualified candidate for the position. Evaluates performance of staff according to the 
established schedule and procedure in order to maintain a high performing unit. Makes recommendations on 
employment, retention, promotion, demotion, and other personnel actions in order to manage personnel.Establishing 
and Maintaining Interpersonal Relationships:  Develops and maintains respectful working relationships to promote 
mutual trust and cooperation among team members, agency representatives and vendors.Training and Teaching Others: 
Provides orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations. Analyzes employee performance to identify training needs based upon the strengths and weaknesses of 
staff members and teams in the monitoring process, and the staff's awareness of regulations and policies to determine 
development needs. Develops and coordinates training for monitoring staff to maintain a competent staff.Interpreting 
the Meaning of Information for Others:  Explains departmental policies and procedures and interprets rules and 
regulations to internal and external customers to ensure consistency of information. Clarifies any questions or concerns 
pertaining to compliance to inform and interpret the meaning of information for providers and departmental 
management.Coaching and Developing Others:  Identifies the developmental needs of others and coaches, mentors, or 
otherwise helps others to improve their interpersonal skills. Provides technical assistance on monitoring procedures and 
practices, report writing, and interpretation and application of regulations, applicable laws, and the provisions of the 
contract or grant agreement.Communicating with Supervisors, Peers, or Subordinates:  Writes formal reports outlining 
the findings of monitoring reviews, justification for findings, and corrective action, if needed. Provides periodic reports 
on status of goals, objectives and strategies to higher management. Communicates or consults with supervisors, staff 
and co-workers by phone, written form, email or in person to ensure established policies and procedures are 
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followed.Monitor Processes, Materials, or Surroundings:  Identifies areas that need to be monitored based on contract 
requirements, complaints received, previous findings, and other pertinent information to ensure compliance with 
departmental policies and state and federal laws. Reviews documents, including contracts, leases, and other pertinent 
records to identify omissions and discrepancies in program operations. Compares reports against existing records to 
assure completeness and accuracy of program operations. Decides if an unannounced visit or additional program 
monitoring is warranted based on severity of findings, history of the agency's compliance with contract provisions, and 
the complaints received.Making Decisions and Solving Problems:  Compares documentation against established 
standards to determine compliance. Determines the most applicable monitoring techniques to be employed for the 
review.Developing Objectives and Strategies:  Assists in developing new or revised policies and procedures with higher 
management. Assists in writing goals, objectives, and strategies to meet departmental mission.Communicating with 
Persons Outside Organization:  Reports results of program review which may include findings, observations, and 
recommendations for program improvements in an effort to ensure compliance. Interviews agency personnel and 
clients to obtain information applicable to the monitoring process. Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Discusses and reports 
pertinent components of the monitoring activities including planning, data collection, monitoring techniques, and 
communication among state and federal agency staff, contractors, clients and local officials to facilitate the review 
process. Conducts conferences with contract agency representatives to define the scope of the review and the 
procedures which will be followed for the on-site visit.Evaluating Information to Determine Compliance with Standards:  
Determines if the activities of a program are allowed or not allowed under particular program regulations, laws and 
provisions of the contract or grant agreement, and if the program goals, objectives and strategies are being met. 
Determines compliance with state and federal laws, and any other specific program policies, procedures, and 
performance standards. Determines if program benefits amounts provided to, or on behalf of, eligible participants are 
calculated in accordance with program requirements and in compliance with state and federal law. Tests compliance of 
allowed and un-allowed program activities, civil rights, eligibility and other applicable program areas to ensure all 
requirements are met according to state and federal law. Examines staff/client ratio, equipment inventories, business 
services and other evidence to verify the contract requirements are met for program operations. Reviews relevant civil 
rights policies and procedures for program compliance. Identifies ratios and trends about program deliveries and 
business operations that may warrant a finding of noncompliance. Determines if program participants are eligible under 
applicable eligibility guidelines.Documenting/Recording Information:  Ensures that information collected during the 
review is supported and documented in work papers and reports. Enters and maintains data on a shared server for 
access and reference.Updating and Using Relevant Knowledge:  Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met. Pursues professional development with 
respect to technical advancements and procedural changes in the field to ensure best practices are available.Developing 
and Building Teams:  Ensures all teams possess adequate levels of program and fiscal monitoring expertise. Delegates 
decision-making authority to staff to effectively complete work and build teams.Guiding, Directing, and Motivating 
Subordinates:  Manages a team of program monitors and auditors to ensure monitoring assignments are completed 
timely and accurately. Explains proper monitoring procedures and practices before and during on-site reviews. 
Accompanies staff on assignments to provide technical assistance.Processing Information:  Reviews and analyzes 
applicable documentation while on site to verify compliance with program standards. Writes narrative and detailed 
observations, conclusions, findings, concerns, and recommendations relevant to the program to increase productivity 
and effectiveness. Prepares reports to document results of monitoring activities. Collects and compiles pertinent data 
relating to service delivery prior to on-site visits to facilitate the review process.Analyzing Data or Information:  
Examines monitoring reports from multiple sources to ensure accuracy and completeness. Examines the data collected 
at the site visit to ensure the monitoring process is thorough and effective. Evaluates program reviews conducted by 
monitors to verify conformity with procedural requirements. Summarizes reports and displays data timely and 
accurately to contribute to management decision making. Reviews findings and recommendations provided by staff for 
adherence to program standards. Collects, analyzes and tracks data from the contract agencies to identify 
trends.Getting Information:  Obtains contract agency responses to questions about operations, staffing patterns and 
how services are delivered to gather information for monitoring services. Observes agency operations to verify 
adequate service delivery. Obtains reports about monitoring activities for a specified time period in order to monitor 
compliance.Operating Vehicles, Mechanized Devices, or Equipment:  Operates state/personal vehicles to travel and 
conduct required site reviews.Provide Consultation and Advice to Others:  Provides consultation to contract agencies to 
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guarantee compliance with state law and review corrective action plans. Discusses the implications of employing new or 
modified policies and procedures with internal management in order to implement best procedures and 
practices.Organizing, Planning, and Prioritizing Work:  Facilitates meetings to develop specific goals for the unit. 
Schedules and coordinates reviews to manage and prioritize work flow. Distributes staff assignments based on review of 
program needs to equalize workflow.Interacting With Computers:  Operates computer hardware and software, 
scanners, and other equipment to complete reports, document collected data, and to communicate with others to 
capture and maintain program information.Scheduling Work and Activities: Schedules agency site visits based on site 
locations, agency hours of operation, and other project conditions to ensure programs are monitored according to 
policy.Performing Administrative Activities:  Prepares and approves time and travel reports in a timely manner through 
designated computer systems to assure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Determines mileage and travel costs to efficiently manage time and resources. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Motivating Others Problem Solving 
Directing Others Informing Confronting Direct Reports Listening Organizing Planning Developing Direct Reports and 
Others Managerial CourageKnowledge: Administration and Management Clerical Economics and Accounting Customer 
Service Education and Training Laws, Government Regulations, Executive Orders and Agency Rules Mathematics 
Personnel and Human Resources Human Behavior Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Monitoring Reading Comprehension Speaking Communicating Effectively in Writing 
Coordination Instructing Service Orientation Social Perceptiveness Quality Control Analysis Problem Solving Judgment 
and Decision Making Management of Personnel Resources Time Management Abilities: Deductive Reasoning Inductive 
Reasoning Information Ordering Mathematical Reasoning Memorization Number facility Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Speed of Closure Written Comprehension Written Expression Speech 
Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer / I-Pad/ Laptop Scanner Phone Printer/Fax Calculator Vehicle 
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079647 - PROGRAM MONITOR 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4643 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of full-time professional experience monitoring, developing, or implementing accounting systems or programs with 
services or related outcomes covered by organizational rules, regulations, or related standards.                                                                                                                       
Substitution of Education for Experience:  Additional graduate coursework may substitute for the required experience 
on a year for year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: An applicant for this class must be willing to travel to be 
considered for a position in this class; Possess a valid driver's license if driving is an essential function of the position. 
Applicants for this class may be required to: Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records clerk.Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing professional monitoring activities of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the highest supervisory level in the 
Program Monitor sub-series. An employee in this class is responsible for supervising a large number of monitors and 
auditors who are involved in the review of contract agencies receiving public funds from the State. This class differs from 
Program Monitor 3 in that an incumbent of the latter functions as a supervisor over a small number of monitors and 
auditors. This class differs from the Program Monitor Director in that an incumbent of the latter directs statewide sub-
recipient monitoring activities for the Department of Labor and Workforce Development. 
 
Work Activities: 
Staffing Organizational Units:  Conducts interviews with applicants and reviews resumes to identify relevant skills and 
work experience to select the most qualified candidate for the position. Evaluates performance of staff according to the 
established schedule and procedure in order to maintain a high performing unit. Makes recommendations on 
employment, retention, promotion, demotion, and other personnel actions in order to manage personnel.Establishing 
and Maintaining Interpersonal Relationships:  Develops and maintains respectful working relationships to promote 
mutual trust and cooperation among team members, agency representatives and vendors.Training and Teaching Others: 
Provides orientation to new employees through review of policies, procedures and job functions to establish clear 
expectations. Analyzes employee performance to identify training needs based upon the strengths and weaknesses of 
staff members and teams in the monitoring process, and the staff's awareness of regulations and policies to determine 
development needs. Develops and coordinates training for monitoring staff to maintain a competent staff.Interpreting 
the Meaning of Information for Others:  Explains departmental policies and procedures and interprets rules and 
regulations to internal and external customers to ensure consistency of information. Clarifies any questions or concerns 
pertaining to compliance to inform and interpret the meaning of information for providers and departmental 
management.Coaching and Developing Others:  Identifies the developmental needs of others and coaches, mentors, or 
otherwise helps others to improve their interpersonal skills. Provides technical assistance on monitoring procedures and 
practices, report writing, and interpretation and application of regulations, applicable laws, and the provisions of the 
contract or grant agreement.Communicating with Supervisors, Peers, or Subordinates:  Writes formal reports outlining 
the findings of monitoring reviews, justification for findings, and corrective action, if needed. Provides periodic reports 
on status of goals, objectives and strategies to higher management. Communicates or consults with supervisors, staff 
and co-workers by phone, written form, email or in person to ensure established policies and procedures are 
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followed.Monitor Processes, Materials, or Surroundings:  Identifies areas that need to be monitored based on contract 
requirements, complaints received, previous findings, and other pertinent information to ensure compliance with 
departmental policies and state and federal laws. Reviews documents, including contracts, leases, and other pertinent 
records to identify omissions and discrepancies in program operations. Compares reports against existing records to 
assure completeness and accuracy of program operations. Decides if an unannounced visit or additional program 
monitoring is warranted based on severity of findings, history of the agency's compliance with contract provisions, and 
the complaints received.Making Decisions and Solving Problems:  Compares documentation against established 
standards to determine compliance. Determines the most applicable monitoring techniques to be employed for the 
review.Developing Objectives and Strategies:  Assists in developing new or revised policies and procedures with higher 
management. Assists in writing goals, objectives, and strategies to meet departmental mission.Communicating with 
Persons Outside Organization:  Reports results of program review which may include findings, observations, and 
recommendations for program improvements in an effort to ensure compliance. Interviews agency personnel and 
clients to obtain information applicable to the monitoring process. Discusses program observations, report findings and 
recommendations with agency management to inform them of required corrective action. Discusses and reports 
pertinent components of the monitoring activities including planning, data collection, monitoring techniques, and 
communication among state and federal agency staff, contractors, clients and local officials to facilitate the review 
process. Conducts conferences with contract agency representatives to define the scope of the review and the 
procedures which will be followed for the on-site visit.Evaluating Information to Determine Compliance with Standards:  
Determines if the activities of a program are allowed or not allowed under particular program regulations, laws and 
provisions of the contract or grant agreement, and if the program goals, objectives and strategies are being met. 
Determines compliance with state and federal laws, and any other specific program policies, procedures, and 
performance standards. Determines if program benefits amounts provided to, or on behalf of, eligible participants are 
calculated in accordance with program requirements and in compliance with state and federal law. Tests compliance of 
allowed and un-allowed program activities, civil rights, eligibility and other applicable program areas to ensure all 
requirements are met according to state and federal law. Examines staff/client ratio, equipment inventories, business 
services and other evidence to verify the contract requirements are met for program operations. Reviews relevant civil 
rights policies and procedures for program compliance. Identifies ratios and trends about program deliveries and 
business operations that may warrant a finding of noncompliance. Determines if program participants are eligible under 
applicable eligibility guidelines.Documenting/Recording Information:  Ensures that information collected during the 
review is supported and documented in work papers and reports. Enters and maintains data on a shared server for 
access and reference.Updating and Using Relevant Knowledge:  Remains up to date on new policies and procedures as 
they are implemented in order to ensure current standards are being met. Pursues professional development with 
respect to technical advancements and procedural changes in the field to ensure best practices are available.Developing 
and Building Teams:  Ensures all teams possess adequate levels of program and fiscal monitoring expertise. Delegates 
decision-making authority to staff to effectively complete work and build teams.Guiding, Directing, and Motivating 
Subordinates:  Manages a team of program monitors and auditors to ensure monitoring assignments are completed 
timely and accurately. Explains proper monitoring procedures and practices before and during on-site reviews. 
Accompanies staff on assignments to provide technical assistance.Processing Information:  Reviews and analyzes 
applicable documentation while on site to verify compliance with program standards. Writes narrative and detailed 
observations, conclusions, findings, concerns, and recommendations relevant to the program to increase productivity 
and effectiveness. Prepares reports to document results of monitoring activities. Collects and compiles pertinent data 
relating to service delivery prior to on-site visits to facilitate the review process.Analyzing Data or Information:  
Examines monitoring reports from multiple sources to ensure accuracy and completeness. Examines the data collected 
at the site visit to ensure the monitoring process is thorough and effective. Evaluates program reviews conducted by 
monitors to verify conformity with procedural requirements. Summarizes reports and displays data timely and 
accurately to contribute to management decision making. Reviews findings and recommendations provided by staff for 
adherence to program standards. Collects, analyzes and tracks data from the contract agencies to identify 
trends.Getting Information:  Obtains contract agency responses to questions about operations, staffing patterns and 
how services are delivered to gather information for monitoring services. Observes agency operations to verify 
adequate service delivery. Obtains reports about monitoring activities for a specified time period in order to monitor 
compliance.Operating Vehicles, Mechanized Devices, or Equipment:  Operates state/personal vehicles to travel and 
conduct required site reviews.Provide Consultation and Advice to Others:  Provides consultation to contract agencies to 
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guarantee compliance with state law and review corrective action plans. Discusses the implications of employing new or 
modified policies and procedures with internal management in order to implement best procedures and 
practices.Organizing, Planning, and Prioritizing Work:  Facilitates meetings to develop specific goals for the unit. 
Schedules and coordinates reviews to manage and prioritize work flow. Distributes staff assignments based on review of 
program needs to equalize workflow.Interacting With Computers:  Operates computer hardware and software, 
scanners, and other equipment to complete reports, document collected data, and to communicate with others to 
capture and maintain program information.Scheduling Work and Activities: Schedules agency site visits based on site 
locations, agency hours of operation, and other project conditions to ensure programs are monitored according to 
policy.Performing Administrative Activities:  Prepares and approves time and travel reports in a timely manner through 
designated computer systems to assure accurate recording.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:  Determines mileage and travel costs to efficiently manage time and resources. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Written Communications Motivating Others Problem Solving 
Directing Others Informing Confronting Direct Reports Listening Organizing Planning Developing Direct Reports and 
Others Managerial CourageKnowledge: Administration and Management Clerical Economics and Accounting Customer 
Service Education and Training Laws, Government Regulations, Executive Orders and Agency Rules Mathematics 
Personnel and Human Resources Human Behavior Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Monitoring Reading Comprehension Speaking Communicating Effectively in Writing 
Coordination Instructing Service Orientation Social Perceptiveness Quality Control Analysis Problem Solving Judgment 
and Decision Making Management of Personnel Resources Time Management Abilities: Deductive Reasoning Inductive 
Reasoning Information Ordering Mathematical Reasoning Memorization Number facility Oral Comprehension Oral 
Expression Problem Sensitivity Selective Attention Speed of Closure Written Comprehension Written Expression Speech 
Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer / I-Pad/ Laptop Scanner Phone Printer/Fax Calculator Vehicle 
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079648 - PROGRAM MONITOR DIRECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4653 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 36 
quarter hours in accounting and five years of full-time professional experience monitoring sub-recipient financial 
contract requirements or vendor contract monitoring experience. This experience must include at least one year at the 
supervisory level.Substitution of Education for Experience: Additional graduate coursework may substitute for the 
required experience on a year for year basis to a maximum of two years, there being no substitution for the supervisory 
experience.  
 
Other Requirements: 
Necessary Special Qualifications: All positions in this class require travel. An applicant for this class must be willing to 
travel to be considered for a position in this class. A valid motor vehicle operator license is required.Examination 
Method: Education and Experience, 100%, for Career Service positions.  
 
Job Overview: 
Summary: Under direction, is responsible for professional monitoring work of considerable difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class directs sub-recipient monitoring activities in accordance with state and fedreal laws and regulations. 
 
Work Activities: 
1. Directs statewide sub-recipient monitoring activities for the Department of Labor and Workforce Development 
(DOLWD) including financial and program compliance monitoring reviews; develops monitoring policies and procedures; 
provides explanation and interpretation of monitoring policies and procedures to staff; reviews monitoring policies and 
procedures and operational procedures for compliance with state and federal laws, rules and regulations; makes 
recommendations for changes in monitoring policies and procedures and operational procedures.2. Provides technical 
consultation to auditors regarding accounting and auditing issues; advises staff on methods of handling complex or 
potentially controversial reviews; assures that reviews are accurate, consistent, and in conformance with established 
monitoring policies and procedures.3. Manages staff; develops job plans; conducts interim reviews and annual 
performance evaluations; assures that job performance plans prepared by supervisory staff are logically sound and 
accurate; determines decisions on employment, retention, promotion, demotion, and other personnel actions; resolves 
staff disputes and counsels the parties involved; delegates decision-making authority to staff; develops new or revised 
policies and procedures; revises existing policies and procedures for improvement based upon suggestions made by 
staff and monitoring teams.4. Directs the coordination of the DOLWD sub-reipient monitoring activities with state and 
federal agency personnel; discusses monitoring findings and concerns with local, state and federal officials; meets on a 
regular basis to discuss monitoring activities; may contact local, state and/or federal officials prior to a monitoring visit 
to acquire knowledge about the contracted agency; provides pertinent follow-up information to necessary officials.5. 
Establishes and maintains a variety of important personal contacts with division heads, high level managerial personnel, 
governmental and private agency officials, attorneys, accountants and associates in reporting findings identified in 
monitoring reviews.6. Directs the preparation and maintenance of detailed and complex monitoring narrative reports 
and supporting financial and program documentation; ensures that findings and program documentation support 
monitoring findings; identifies financial, program, and administrative problems or discrepancies; recommends methods 
for improvements to staff.7. Participates in departmental strategic planning; writes goals, objectives and strategies to 
meet departmental mission; prepares quarterly reports on status of goals, objectives and strategies provided by staff.8. 
Manages inventory for sub-recipients: conducts physical inventory of sub-recipent equipment; reviews authorization 
letters to approve equipment purchases; maintains state database for sub-recipient equipment; ensures compliance 
with the DOLWD policies and procedures regarding surplus equipment. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075523 - PROGRAMMER/ANALYST 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5140 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND two years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and computer systems design work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the advanced working-level class in the Programmer/Analyst series. An employee in this 
class, either independently or as a member of a project team, designs, modifies, codes, and/or implements complex 
business applications programs. This class differs from Programmer/Analyst 2 in that an incumbent of the latter 
performs programming work of lesser scope and complexity. This class differs from Programmer/Analyst 4 in that an 
incumbent of the latter leads a project team in the design, modification, coding, and/or implementation of new or 
modified complex business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies advanced code base.    Designs advanced database, tables, and 
files for use in a system.    Identifies and develops data elements, indexes, data retrieval requirements, and level of 
security needed for an application.Monitor Processes, Materials, or Surroundings:     Monitors and debugs program code 
and makes recommendations for modifications.    Reviews code spec specifications, develops code, and makes 
recommendations when additional changes are needed.Processing Information:    Codes an instruction set in a 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Generates advanced data to test programs.    Produces an advanced executable application according to the 
specifications identified in a program design.    Performs advanced unit and system tests on code changes to ensure 
accuracy of modifications.    Troubleshoots applications using generated control data to identify program errors.    
Modifies existing code to address any unexpected or inaccurate processes.    Transfers executable files and associated 
table structures from one operating environment to another in order to implement the approved code modifications.    
Implements advanced application software in a user-ready environment.Identifying Objects, Actions, and Events:    
Identifies advanced modifications to code, data elements, meta-data, security, etc.    Identifies advanced input and 
output parameters for data and operating parameters.    Identifies data elements, variables, tables, databases, etc.    
Reviews project specifications with database administrators to ensure that programs are moved to appropriate 
production environments, established standards are met, and data integrity is maintained.Making Decisions and Solving 
Problems:    Analyzes advanced data gathered in trouble shooting activities, evaluates the results and chooses a 
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solution.    Researches and develops processing efficiency to maximize processing performance of an application or a 
system.    Verifies that project goals and objectives are met on a timely basis and within budget.    Identifies and plans 
project tasks, task dependencies or interrelationships for advanced problems.    Schedules completion dates for tasks.    
Compares current system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing system or purchase and modify a commercially available system.    Reviews commercially available 
software or hardware in order to determine whether available products may accomplish system 
requirements.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Reviews advanced 
specifications to ensure they satisfy the business requirements.    Estimates development time for a work unit, task 
and/or project.    Estimates costs, timelines, and resources for a given task.    Establishes and documents the cost 
effectiveness of an approved system.Establishing and Maintaining Interpersonal Relationships:    Maintains good 
working relationship with managers, peers, and the customer served.Interacting With Computers:     Uses computer 
systems to enter data, and utilize email and office productivity tools.    Uses computer systems to develop, test, and 
deploy code.    Uses appropriate software development tools.Getting Information:     Gathers requirements from end 
users for developing requirement documentation for assigned projects.    Uses various methods and performs research 
from technical knowledge base and other resources.    Reviews and extracts pertinent information from detail 
requirement documents when needed.    Reviews and becomes familiar with the state's technology acceptable-use 
policy.    Gathers information from vendors, peers, and subject matter experts to be used to solve problems for problem 
solving.    Examines advanced system specifications, input/output reports, existing equipment, security protocols, and 
system interfaces to understand how the current system operates.Communicating with Supervisors, Peers, or 
Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    
Communicates on a regular basis with coworkers/team to share knowledge.    Communicate effectively in written form, 
by email, by phone or in person.Evaluating Information to Determine Compliance with Standards:     Complies with 
published programming standards and practices, including security standards, coding, and naming conventions, etc.    
Adheres to the code validation rules for the Agency.    Adheres to the established release schedule of the 
application.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Develops and maintains 
complex installation instructions for various hardware and software solutions for the agency.    Creates and maintains 
user manuals for proper use of software applications.    Creates test scripts for software and applications adhering to 
testing requirements of the project.    Maintains knowledge base of advanced issue resolution to be used by IT peers to 
help solve problems.    Develops and maintains training materials for software projects.    Compiles and prepares 
program documentation which may include test plans.Documenting/Recording Information:     Documents the operation 
of the current and proposed systems, user needs, and the resources available for the project.    Documents all 
appropriate code modifications based on the development standards when modifying code, data structures, etc.    
Documents all user, data, equipment, security and legal requirements for proposed system changes.    Documents levels 
of user accesses to system based on user and/or legal requirements.    Writes data backup procedures documenting how 
and when files are to be copied and saved.Organizing and Planning Work:    Develops specific performance goals that 
meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, 
processing costs, equipment, and all other known costs associated with the project.Communicating with Persons 
Outside Organization:     Communicates effectively with outside vendors while representing the state in a professional 
manner.    Maintains a communication plan and executes the plan to keep customers informed of status, timelines, 
expectations, etc. for all IT projects and events.    Discusses current system operations, proposed system requirements 
and user needs with stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and 
output reports will appear and function, and the details of the security plan to ensure that user requirements and 
established guidelines are met.    Communicates with vendors about user requirements for a proposed system in order 
to obtain an estimate of time and cost required to purchase software or hardware products.Thinking Creatively:    
Identifies and designs application efficiencies in coding and in operations.    Solves technical problems creatively by 
researching new or innovative ways to develop an application and/or data structure.    Draws graphical diagrams to 
describe data flow and relationships and the manual and automated business processes of the system. 
 
Competencies (KSA’s): 
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Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of computers and computer systems    Advanced knowledge of programming/developing    
Advanced knowledge of technology    Knowledge of basic accounting principles    Knowledge of complex IT system 
design    Knowledge of customer service principles    Knowledge of mathematics Skills:    Active learning and listening    
Advanced critical thinking skills    Advanced troubleshooting    Complex problem solving    Judging and decision making    
Mathematics    Quality control analysis    Systems analysis and evaluation    Technology design    Time 
managementAbilities:    Deductive and inductive reasoning    Flexibility of closure    Mathematical reasoning    Oral 
comprehension and expression    Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075523 - PROGRAMMER/ANALYST 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5141 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND two years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and computer systems design work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the advanced working-level class in the Programmer/Analyst series. An employee in this 
class, either independently or as a member of a project team, designs, modifies, codes, and/or implements complex 
business applications programs. This class differs from Programmer/Analyst 2 in that an incumbent of the latter 
performs programming work of lesser scope and complexity. This class differs from Programmer/Analyst 4 in that an 
incumbent of the latter leads a project team in the design, modification, coding, and/or implementation of new or 
modified complex business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies advanced code base.    Designs advanced database, tables, and 
files for use in a system.    Identifies and develops data elements, indexes, data retrieval requirements, and level of 
security needed for an application.Monitor Processes, Materials, or Surroundings:     Monitors and debugs program code 
and makes recommendations for modifications.    Reviews code spec specifications, develops code, and makes 
recommendations when additional changes are needed.Processing Information:    Codes an instruction set in a 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Generates advanced data to test programs.    Produces an advanced executable application according to the 
specifications identified in a program design.    Performs advanced unit and system tests on code changes to ensure 
accuracy of modifications.    Troubleshoots applications using generated control data to identify program errors.    
Modifies existing code to address any unexpected or inaccurate processes.    Transfers executable files and associated 
table structures from one operating environment to another in order to implement the approved code modifications.    
Implements advanced application software in a user-ready environment.Identifying Objects, Actions, and Events:    
Identifies advanced modifications to code, data elements, meta-data, security, etc.    Identifies advanced input and 
output parameters for data and operating parameters.    Identifies data elements, variables, tables, databases, etc.    
Reviews project specifications with database administrators to ensure that programs are moved to appropriate 
production environments, established standards are met, and data integrity is maintained.Making Decisions and Solving 
Problems:    Analyzes advanced data gathered in trouble shooting activities, evaluates the results and chooses a 
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solution.    Researches and develops processing efficiency to maximize processing performance of an application or a 
system.    Verifies that project goals and objectives are met on a timely basis and within budget.    Identifies and plans 
project tasks, task dependencies or interrelationships for advanced problems.    Schedules completion dates for tasks.    
Compares current system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing system or purchase and modify a commercially available system.    Reviews commercially available 
software or hardware in order to determine whether available products may accomplish system 
requirements.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Reviews advanced 
specifications to ensure they satisfy the business requirements.    Estimates development time for a work unit, task 
and/or project.    Estimates costs, timelines, and resources for a given task.    Establishes and documents the cost 
effectiveness of an approved system.Establishing and Maintaining Interpersonal Relationships:    Maintains good 
working relationship with managers, peers, and the customer served.Interacting With Computers:     Uses computer 
systems to enter data, and utilize email and office productivity tools.    Uses computer systems to develop, test, and 
deploy code.    Uses appropriate software development tools.Getting Information:     Gathers requirements from end 
users for developing requirement documentation for assigned projects.    Uses various methods and performs research 
from technical knowledge base and other resources.    Reviews and extracts pertinent information from detail 
requirement documents when needed.    Reviews and becomes familiar with the state's technology acceptable-use 
policy.    Gathers information from vendors, peers, and subject matter experts to be used to solve problems for problem 
solving.    Examines advanced system specifications, input/output reports, existing equipment, security protocols, and 
system interfaces to understand how the current system operates.Communicating with Supervisors, Peers, or 
Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    
Communicates on a regular basis with coworkers/team to share knowledge.    Communicate effectively in written form, 
by email, by phone or in person.Evaluating Information to Determine Compliance with Standards:     Complies with 
published programming standards and practices, including security standards, coding, and naming conventions, etc.    
Adheres to the code validation rules for the Agency.    Adheres to the established release schedule of the 
application.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Develops and maintains 
complex installation instructions for various hardware and software solutions for the agency.    Creates and maintains 
user manuals for proper use of software applications.    Creates test scripts for software and applications adhering to 
testing requirements of the project.    Maintains knowledge base of advanced issue resolution to be used by IT peers to 
help solve problems.    Develops and maintains training materials for software projects.    Compiles and prepares 
program documentation which may include test plans.Documenting/Recording Information:     Documents the operation 
of the current and proposed systems, user needs, and the resources available for the project.    Documents all 
appropriate code modifications based on the development standards when modifying code, data structures, etc.    
Documents all user, data, equipment, security and legal requirements for proposed system changes.    Documents levels 
of user accesses to system based on user and/or legal requirements.    Writes data backup procedures documenting how 
and when files are to be copied and saved.Organizing and Planning Work:    Develops specific performance goals that 
meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, 
processing costs, equipment, and all other known costs associated with the project.Communicating with Persons 
Outside Organization:     Communicates effectively with outside vendors while representing the state in a professional 
manner.    Maintains a communication plan and executes the plan to keep customers informed of status, timelines, 
expectations, etc. for all IT projects and events.    Discusses current system operations, proposed system requirements 
and user needs with stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and 
output reports will appear and function, and the details of the security plan to ensure that user requirements and 
established guidelines are met.    Communicates with vendors about user requirements for a proposed system in order 
to obtain an estimate of time and cost required to purchase software or hardware products.Thinking Creatively:    
Identifies and designs application efficiencies in coding and in operations.    Solves technical problems creatively by 
researching new or innovative ways to develop an application and/or data structure.    Draws graphical diagrams to 
describe data flow and relationships and the manual and automated business processes of the system. 
 
Competencies (KSA’s): 
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Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of computers and computer systems    Advanced knowledge of programming/developing    
Advanced knowledge of technology    Knowledge of basic accounting principles    Knowledge of complex IT system 
design    Knowledge of customer service principles    Knowledge of mathematics Skills:    Active learning and listening    
Advanced critical thinking skills    Advanced troubleshooting    Complex problem solving    Judging and decision making    
Mathematics    Quality control analysis    Systems analysis and evaluation    Technology design    Time 
managementAbilities:    Deductive and inductive reasoning    Flexibility of closure    Mathematical reasoning    Oral 
comprehension and expression    Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075523 - PROGRAMMER/ANALYST 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5142 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND two years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 2, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and computer systems design work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the advanced working-level class in the Programmer/Analyst series. An employee in this 
class, either independently or as a member of a project team, designs, modifies, codes, and/or implements complex 
business applications programs. This class differs from Programmer/Analyst 2 in that an incumbent of the latter 
performs programming work of lesser scope and complexity. This class differs from Programmer/Analyst 4 in that an 
incumbent of the latter leads a project team in the design, modification, coding, and/or implementation of new or 
modified complex business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies advanced code base.    Designs advanced database, tables, and 
files for use in a system.    Identifies and develops data elements, indexes, data retrieval requirements, and level of 
security needed for an application.Monitor Processes, Materials, or Surroundings:     Monitors and debugs program code 
and makes recommendations for modifications.    Reviews code spec specifications, develops code, and makes 
recommendations when additional changes are needed.Processing Information:    Codes an instruction set in a 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Generates advanced data to test programs.    Produces an advanced executable application according to the 
specifications identified in a program design.    Performs advanced unit and system tests on code changes to ensure 
accuracy of modifications.    Troubleshoots applications using generated control data to identify program errors.    
Modifies existing code to address any unexpected or inaccurate processes.    Transfers executable files and associated 
table structures from one operating environment to another in order to implement the approved code modifications.    
Implements advanced application software in a user-ready environment.Identifying Objects, Actions, and Events:    
Identifies advanced modifications to code, data elements, meta-data, security, etc.    Identifies advanced input and 
output parameters for data and operating parameters.    Identifies data elements, variables, tables, databases, etc.    
Reviews project specifications with database administrators to ensure that programs are moved to appropriate 
production environments, established standards are met, and data integrity is maintained.Making Decisions and Solving 
Problems:    Analyzes advanced data gathered in trouble shooting activities, evaluates the results and chooses a 
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solution.    Researches and develops processing efficiency to maximize processing performance of an application or a 
system.    Verifies that project goals and objectives are met on a timely basis and within budget.    Identifies and plans 
project tasks, task dependencies or interrelationships for advanced problems.    Schedules completion dates for tasks.    
Compares current system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing system or purchase and modify a commercially available system.    Reviews commercially available 
software or hardware in order to determine whether available products may accomplish system 
requirements.Estimating the Quantifiable Characteristics of Products, Events, or Information:     Reviews advanced 
specifications to ensure they satisfy the business requirements.    Estimates development time for a work unit, task 
and/or project.    Estimates costs, timelines, and resources for a given task.    Establishes and documents the cost 
effectiveness of an approved system.Establishing and Maintaining Interpersonal Relationships:    Maintains good 
working relationship with managers, peers, and the customer served.Interacting With Computers:     Uses computer 
systems to enter data, and utilize email and office productivity tools.    Uses computer systems to develop, test, and 
deploy code.    Uses appropriate software development tools.Getting Information:     Gathers requirements from end 
users for developing requirement documentation for assigned projects.    Uses various methods and performs research 
from technical knowledge base and other resources.    Reviews and extracts pertinent information from detail 
requirement documents when needed.    Reviews and becomes familiar with the state's technology acceptable-use 
policy.    Gathers information from vendors, peers, and subject matter experts to be used to solve problems for problem 
solving.    Examines advanced system specifications, input/output reports, existing equipment, security protocols, and 
system interfaces to understand how the current system operates.Communicating with Supervisors, Peers, or 
Subordinates:     Communicates effectively by keeping supervisor informed of issues affecting performance.    
Communicates on a regular basis with coworkers/team to share knowledge.    Communicate effectively in written form, 
by email, by phone or in person.Evaluating Information to Determine Compliance with Standards:     Complies with 
published programming standards and practices, including security standards, coding, and naming conventions, etc.    
Adheres to the code validation rules for the Agency.    Adheres to the established release schedule of the 
application.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Develops and maintains 
complex installation instructions for various hardware and software solutions for the agency.    Creates and maintains 
user manuals for proper use of software applications.    Creates test scripts for software and applications adhering to 
testing requirements of the project.    Maintains knowledge base of advanced issue resolution to be used by IT peers to 
help solve problems.    Develops and maintains training materials for software projects.    Compiles and prepares 
program documentation which may include test plans.Documenting/Recording Information:     Documents the operation 
of the current and proposed systems, user needs, and the resources available for the project.    Documents all 
appropriate code modifications based on the development standards when modifying code, data structures, etc.    
Documents all user, data, equipment, security and legal requirements for proposed system changes.    Documents levels 
of user accesses to system based on user and/or legal requirements.    Writes data backup procedures documenting how 
and when files are to be copied and saved.Organizing and Planning Work:    Develops specific performance goals that 
meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, 
processing costs, equipment, and all other known costs associated with the project.Communicating with Persons 
Outside Organization:     Communicates effectively with outside vendors while representing the state in a professional 
manner.    Maintains a communication plan and executes the plan to keep customers informed of status, timelines, 
expectations, etc. for all IT projects and events.    Discusses current system operations, proposed system requirements 
and user needs with stakeholders.    Discusses with stakeholders how interfaces will operate, how input forms and 
output reports will appear and function, and the details of the security plan to ensure that user requirements and 
established guidelines are met.    Communicates with vendors about user requirements for a proposed system in order 
to obtain an estimate of time and cost required to purchase software or hardware products.Thinking Creatively:    
Identifies and designs application efficiencies in coding and in operations.    Solves technical problems creatively by 
researching new or innovative ways to develop an application and/or data structure.    Draws graphical diagrams to 
describe data flow and relationships and the manual and automated business processes of the system. 
 
Competencies (KSA’s): 
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Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of computers and computer systems    Advanced knowledge of programming/developing    
Advanced knowledge of technology    Knowledge of basic accounting principles    Knowledge of complex IT system 
design    Knowledge of customer service principles    Knowledge of mathematics Skills:    Active learning and listening    
Advanced critical thinking skills    Advanced troubleshooting    Complex problem solving    Judging and decision making    
Mathematics    Quality control analysis    Systems analysis and evaluation    Technology design    Time 
managementAbilities:    Deductive and inductive reasoning    Flexibility of closure    Mathematical reasoning    Oral 
comprehension and expression    Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075524 - PROGRAMMER/ANALYST 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5148 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND three 
years of professional experience in one or a combination of the following: (1) software development; (2) database 
design; (3) systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: 
Additional professional level experience in software development, database design, systems analysis or design, or 
information systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four 
years (e.g., one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in computer engineering, computer and information science, computer hardware 
networking, management information systems, or software development may substitute for the required bachelor's 
degree. OR One year of experience as a Programmer/Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming lead work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the lead-level class in the 
Programmer/Analyst series. An employee in this class leads a project team in the design, modification, coding, and/or 
implementation of new or modified business applications programs. Work includes developing project work plans, 
making specific task assignments, and reviewing work of team members. This class differs from Programmer/Analyst 3 in 
that an incumbent of the latter, either independently or as a member of a project team, designs, modifies, codes, 
and/or implements complex business applications programs. This class differs from Programmer/Analyst Supervisor in 
that an incumbent of the latter supervises one or more project teams of Programmer/Analysts. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary units and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and data integrity is maintained. Making Decisions and Solving Problems:    Researches and develops 
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complex and advanced processing efficiencies to maximize processing performance of an application or a system.    
Leads the effort to verify that project goals and objectives are met on a timely basis and within budget.    Identifies and 
plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares current 
complex system processes with proposed system changes in order to determine the potential impact on other systems 
and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project goals are 
consistent with user and legal requirements.    Advises management of options that are available to develop or modify 
an existing advanced system or purchase and modify a commercially available system.    Reviews complex commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of complex commercially available software packages and applications based on purchase price and 
potential in-house modification costs. Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Develops and reviews specifications to ensure they satisfy the business requirements.    Leads the effort to estimate 
development time for a work unit, task and/or project.    Leads the effort to estimate costs, timelines, and resources for 
a given task.    Leads the effort to establish and document the cost effectiveness of an approved system. Establishing and 
Maintaining Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the 
customers served. Interacting With Computers:     Uses complex computer systems to enter data, and utilize email and 
office productivity tools.    Uses complex computer systems to develop, test, and deploy code.    Uses advanced software 
development tools. Getting Information:     Leads the effort to gather requirements from end users for developing 
requirements documentation for assigned projects.    Conducts research from technical knowledge base and other 
resources.    Reviews and extracts advanced information from complex requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy.    Leads the effort to gather 
information from vendors, peers, and subject matter experts to be used to solve problems for problem solving.    Leads 
the effort to examine system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates. Communicating with Supervisors, Peers, or Subordinates:     
Communicates effectively by keeping supervisor informed of issues affecting performance.    Communicates on a regular 
basis with coworkers/team to share knowledge.    Communicates effectively in written form, by email, by phone or in 
person.     Makes recommendations to management regarding recruitment and selection decisions based on interview 
results and review of applicant qualifications. Evaluating Information to Determine Compliance with Standards:     
Develops and complies with published programming standards and practices including security standards, coding, and 
naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to the established release 
schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Leads the 
effort to develop and maintain complex installation instructions for various hardware and software solutions for the 
agency.    Leads the effort to create and maintain user manuals for proper use of software applications.    Creates 
complex test scripts for software and multiple applications adhering to testing requirements of the project.    Maintains 
an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    Leads the effort to 
develop and maintain training materials for software projects.    Compiles and prepares program documentation which 
may include test plans. Documenting/Recording Information:     Documents the operation of the current and proposed 
systems, user needs, and the resources available for the project.    Documents all appropriate code modifications based 
on the development standards when modifying code, data structures, etc.    Documents all user, data, equipment, 
security and legal requirements for proposed system changes.    Documents levels of user access to system based on 
user and/or legal requirements.    Writes data backup procedures documenting how and when files are to be copied and 
saved.    Creates or maintains documentation detailing established standards and procedures for information systems 
division staff. Organizing and Planning Work:    Develops complex and advanced performance goals that meet the 
organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, processing costs, 
equipment, and all other known costs associated with the complex projects.   Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors while representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stake holders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.      Training and Teaching Others:    Provides on-the-
job training to staff regarding specific software and hardware requirements, programming standards, and data storage, 



 TN Job Classification Specifications  
September 22, 2020 

transmission, exchange, and maintenance procedures.     Leads the effort to create and maintain training documentation 
as needed. Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves 
complex technical problems creatively by researching new or innovative ways to develop an application and/or data 
structure.    Draws complex graphical diagrams to describe data flow and relationships and the manual and automated 
business processes of the system. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of basic 
accounting principles    Knowledge of education and training                        Knowledge of mathematics    Knowledge of 
personnel and HR Skills:    Active learning and listening    Advanced critical thinking    Advanced judging and decision 
making    Complex and advanced troubleshooting    Complex problem solving    Complex technology design                           
Mathematics    Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time 
management Abilities:     Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Mathematical reasoning                     Oral 
comprehension and expression                          Written comprehension and expression            
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075524 - PROGRAMMER/ANALYST 4 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5149 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND three 
years of professional experience in one or a combination of the following: (1) software development; (2) database 
design; (3) systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: 
Additional professional level experience in software development, database design, systems analysis or design, or 
information systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four 
years (e.g., one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in computer engineering, computer and information science, computer hardware 
networking, management information systems, or software development may substitute for the required bachelor's 
degree. OR One year of experience as a Programmer/Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming lead work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the lead-level class in the 
Programmer/Analyst series. An employee in this class leads a project team in the design, modification, coding, and/or 
implementation of new or modified business applications programs. Work includes developing project work plans, 
making specific task assignments, and reviewing work of team members. This class differs from Programmer/Analyst 3 in 
that an incumbent of the latter, either independently or as a member of a project team, designs, modifies, codes, 
and/or implements complex business applications programs. This class differs from Programmer/Analyst Supervisor in 
that an incumbent of the latter supervises one or more project teams of Programmer/Analysts. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary units and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and data integrity is maintained. Making Decisions and Solving Problems:    Researches and develops 
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complex and advanced processing efficiencies to maximize processing performance of an application or a system.    
Leads the effort to verify that project goals and objectives are met on a timely basis and within budget.    Identifies and 
plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares current 
complex system processes with proposed system changes in order to determine the potential impact on other systems 
and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project goals are 
consistent with user and legal requirements.    Advises management of options that are available to develop or modify 
an existing advanced system or purchase and modify a commercially available system.    Reviews complex commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of complex commercially available software packages and applications based on purchase price and 
potential in-house modification costs. Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Develops and reviews specifications to ensure they satisfy the business requirements.    Leads the effort to estimate 
development time for a work unit, task and/or project.    Leads the effort to estimate costs, timelines, and resources for 
a given task.    Leads the effort to establish and document the cost effectiveness of an approved system. Establishing and 
Maintaining Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the 
customers served. Interacting With Computers:     Uses complex computer systems to enter data, and utilize email and 
office productivity tools.    Uses complex computer systems to develop, test, and deploy code.    Uses advanced software 
development tools. Getting Information:     Leads the effort to gather requirements from end users for developing 
requirements documentation for assigned projects.    Conducts research from technical knowledge base and other 
resources.    Reviews and extracts advanced information from complex requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy.    Leads the effort to gather 
information from vendors, peers, and subject matter experts to be used to solve problems for problem solving.    Leads 
the effort to examine system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates. Communicating with Supervisors, Peers, or Subordinates:     
Communicates effectively by keeping supervisor informed of issues affecting performance.    Communicates on a regular 
basis with coworkers/team to share knowledge.    Communicates effectively in written form, by email, by phone or in 
person.     Makes recommendations to management regarding recruitment and selection decisions based on interview 
results and review of applicant qualifications. Evaluating Information to Determine Compliance with Standards:     
Develops and complies with published programming standards and practices including security standards, coding, and 
naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to the established release 
schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Leads the 
effort to develop and maintain complex installation instructions for various hardware and software solutions for the 
agency.    Leads the effort to create and maintain user manuals for proper use of software applications.    Creates 
complex test scripts for software and multiple applications adhering to testing requirements of the project.    Maintains 
an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    Leads the effort to 
develop and maintain training materials for software projects.    Compiles and prepares program documentation which 
may include test plans. Documenting/Recording Information:     Documents the operation of the current and proposed 
systems, user needs, and the resources available for the project.    Documents all appropriate code modifications based 
on the development standards when modifying code, data structures, etc.    Documents all user, data, equipment, 
security and legal requirements for proposed system changes.    Documents levels of user access to system based on 
user and/or legal requirements.    Writes data backup procedures documenting how and when files are to be copied and 
saved.    Creates or maintains documentation detailing established standards and procedures for information systems 
division staff. Organizing and Planning Work:    Develops complex and advanced performance goals that meet the 
organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, processing costs, 
equipment, and all other known costs associated with the complex projects.   Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors while representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stake holders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.      Training and Teaching Others:    Provides on-the-
job training to staff regarding specific software and hardware requirements, programming standards, and data storage, 
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transmission, exchange, and maintenance procedures.     Leads the effort to create and maintain training documentation 
as needed. Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves 
complex technical problems creatively by researching new or innovative ways to develop an application and/or data 
structure.    Draws complex graphical diagrams to describe data flow and relationships and the manual and automated 
business processes of the system. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of basic 
accounting principles    Knowledge of education and training                        Knowledge of mathematics    Knowledge of 
personnel and HR Skills:    Active learning and listening    Advanced critical thinking    Advanced judging and decision 
making    Complex and advanced troubleshooting    Complex problem solving    Complex technology design                           
Mathematics    Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time 
management Abilities:     Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Mathematical reasoning                     Oral 
comprehension and expression                          Written comprehension and expression            
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075524 - PROGRAMMER/ANALYST 4 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5150 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND three 
years of professional experience in one or a combination of the following: (1) software development; (2) database 
design; (3) systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: 
Additional professional level experience in software development, database design, systems analysis or design, or 
information systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four 
years (e.g., one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in computer engineering, computer and information science, computer hardware 
networking, management information systems, or software development may substitute for the required bachelor's 
degree. OR One year of experience as a Programmer/Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming lead work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the lead-level class in the 
Programmer/Analyst series. An employee in this class leads a project team in the design, modification, coding, and/or 
implementation of new or modified business applications programs. Work includes developing project work plans, 
making specific task assignments, and reviewing work of team members. This class differs from Programmer/Analyst 3 in 
that an incumbent of the latter, either independently or as a member of a project team, designs, modifies, codes, 
and/or implements complex business applications programs. This class differs from Programmer/Analyst Supervisor in 
that an incumbent of the latter supervises one or more project teams of Programmer/Analysts. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary units and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and data integrity is maintained. Making Decisions and Solving Problems:    Researches and develops 
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complex and advanced processing efficiencies to maximize processing performance of an application or a system.    
Leads the effort to verify that project goals and objectives are met on a timely basis and within budget.    Identifies and 
plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares current 
complex system processes with proposed system changes in order to determine the potential impact on other systems 
and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project goals are 
consistent with user and legal requirements.    Advises management of options that are available to develop or modify 
an existing advanced system or purchase and modify a commercially available system.    Reviews complex commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of complex commercially available software packages and applications based on purchase price and 
potential in-house modification costs. Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Develops and reviews specifications to ensure they satisfy the business requirements.    Leads the effort to estimate 
development time for a work unit, task and/or project.    Leads the effort to estimate costs, timelines, and resources for 
a given task.    Leads the effort to establish and document the cost effectiveness of an approved system. Establishing and 
Maintaining Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the 
customers served. Interacting With Computers:     Uses complex computer systems to enter data, and utilize email and 
office productivity tools.    Uses complex computer systems to develop, test, and deploy code.    Uses advanced software 
development tools. Getting Information:     Leads the effort to gather requirements from end users for developing 
requirements documentation for assigned projects.    Conducts research from technical knowledge base and other 
resources.    Reviews and extracts advanced information from complex requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy.    Leads the effort to gather 
information from vendors, peers, and subject matter experts to be used to solve problems for problem solving.    Leads 
the effort to examine system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates. Communicating with Supervisors, Peers, or Subordinates:     
Communicates effectively by keeping supervisor informed of issues affecting performance.    Communicates on a regular 
basis with coworkers/team to share knowledge.    Communicates effectively in written form, by email, by phone or in 
person.     Makes recommendations to management regarding recruitment and selection decisions based on interview 
results and review of applicant qualifications. Evaluating Information to Determine Compliance with Standards:     
Develops and complies with published programming standards and practices including security standards, coding, and 
naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to the established release 
schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Leads the 
effort to develop and maintain complex installation instructions for various hardware and software solutions for the 
agency.    Leads the effort to create and maintain user manuals for proper use of software applications.    Creates 
complex test scripts for software and multiple applications adhering to testing requirements of the project.    Maintains 
an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    Leads the effort to 
develop and maintain training materials for software projects.    Compiles and prepares program documentation which 
may include test plans. Documenting/Recording Information:     Documents the operation of the current and proposed 
systems, user needs, and the resources available for the project.    Documents all appropriate code modifications based 
on the development standards when modifying code, data structures, etc.    Documents all user, data, equipment, 
security and legal requirements for proposed system changes.    Documents levels of user access to system based on 
user and/or legal requirements.    Writes data backup procedures documenting how and when files are to be copied and 
saved.    Creates or maintains documentation detailing established standards and procedures for information systems 
division staff. Organizing and Planning Work:    Develops complex and advanced performance goals that meet the 
organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, processing costs, 
equipment, and all other known costs associated with the complex projects.   Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors while representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stake holders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.      Training and Teaching Others:    Provides on-the-
job training to staff regarding specific software and hardware requirements, programming standards, and data storage, 
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transmission, exchange, and maintenance procedures.     Leads the effort to create and maintain training documentation 
as needed. Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves 
complex technical problems creatively by researching new or innovative ways to develop an application and/or data 
structure.    Draws complex graphical diagrams to describe data flow and relationships and the manual and automated 
business processes of the system. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of basic 
accounting principles    Knowledge of education and training                        Knowledge of mathematics    Knowledge of 
personnel and HR Skills:    Active learning and listening    Advanced critical thinking    Advanced judging and decision 
making    Complex and advanced troubleshooting    Complex problem solving    Complex technology design                           
Mathematics    Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time 
management Abilities:     Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Mathematical reasoning                     Oral 
comprehension and expression                          Written comprehension and expression            
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075524 - PROGRAMMER/ANALYST 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5151 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND three 
years of professional experience in one or a combination of the following: (1) software development; (2) database 
design; (3) systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: 
Additional professional level experience in software development, database design, systems analysis or design, or 
information systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four 
years (e.g., one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in computer engineering, computer and information science, computer hardware 
networking, management information systems, or software development may substitute for the required bachelor's 
degree. OR One year of experience as a Programmer/Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming lead work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the lead-level class in the 
Programmer/Analyst series. An employee in this class leads a project team in the design, modification, coding, and/or 
implementation of new or modified business applications programs. Work includes developing project work plans, 
making specific task assignments, and reviewing work of team members. This class differs from Programmer/Analyst 3 in 
that an incumbent of the latter, either independently or as a member of a project team, designs, modifies, codes, 
and/or implements complex business applications programs. This class differs from Programmer/Analyst Supervisor in 
that an incumbent of the latter supervises one or more project teams of Programmer/Analysts. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary units and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and data integrity is maintained. Making Decisions and Solving Problems:    Researches and develops 
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complex and advanced processing efficiencies to maximize processing performance of an application or a system.    
Leads the effort to verify that project goals and objectives are met on a timely basis and within budget.    Identifies and 
plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares current 
complex system processes with proposed system changes in order to determine the potential impact on other systems 
and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project goals are 
consistent with user and legal requirements.    Advises management of options that are available to develop or modify 
an existing advanced system or purchase and modify a commercially available system.    Reviews complex commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of complex commercially available software packages and applications based on purchase price and 
potential in-house modification costs. Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Develops and reviews specifications to ensure they satisfy the business requirements.    Leads the effort to estimate 
development time for a work unit, task and/or project.    Leads the effort to estimate costs, timelines, and resources for 
a given task.    Leads the effort to establish and document the cost effectiveness of an approved system. Establishing and 
Maintaining Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the 
customers served. Interacting With Computers:     Uses complex computer systems to enter data, and utilize email and 
office productivity tools.    Uses complex computer systems to develop, test, and deploy code.    Uses advanced software 
development tools. Getting Information:     Leads the effort to gather requirements from end users for developing 
requirements documentation for assigned projects.    Conducts research from technical knowledge base and other 
resources.    Reviews and extracts advanced information from complex requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy.    Leads the effort to gather 
information from vendors, peers, and subject matter experts to be used to solve problems for problem solving.    Leads 
the effort to examine system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates. Communicating with Supervisors, Peers, or Subordinates:     
Communicates effectively by keeping supervisor informed of issues affecting performance.    Communicates on a regular 
basis with coworkers/team to share knowledge.    Communicates effectively in written form, by email, by phone or in 
person.     Makes recommendations to management regarding recruitment and selection decisions based on interview 
results and review of applicant qualifications. Evaluating Information to Determine Compliance with Standards:     
Develops and complies with published programming standards and practices including security standards, coding, and 
naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to the established release 
schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Leads the 
effort to develop and maintain complex installation instructions for various hardware and software solutions for the 
agency.    Leads the effort to create and maintain user manuals for proper use of software applications.    Creates 
complex test scripts for software and multiple applications adhering to testing requirements of the project.    Maintains 
an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    Leads the effort to 
develop and maintain training materials for software projects.    Compiles and prepares program documentation which 
may include test plans. Documenting/Recording Information:     Documents the operation of the current and proposed 
systems, user needs, and the resources available for the project.    Documents all appropriate code modifications based 
on the development standards when modifying code, data structures, etc.    Documents all user, data, equipment, 
security and legal requirements for proposed system changes.    Documents levels of user access to system based on 
user and/or legal requirements.    Writes data backup procedures documenting how and when files are to be copied and 
saved.    Creates or maintains documentation detailing established standards and procedures for information systems 
division staff. Organizing and Planning Work:    Develops complex and advanced performance goals that meet the 
organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, processing costs, 
equipment, and all other known costs associated with the complex projects.   Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors while representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stake holders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.      Training and Teaching Others:    Provides on-the-
job training to staff regarding specific software and hardware requirements, programming standards, and data storage, 
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transmission, exchange, and maintenance procedures.     Leads the effort to create and maintain training documentation 
as needed. Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves 
complex technical problems creatively by researching new or innovative ways to develop an application and/or data 
structure.    Draws complex graphical diagrams to describe data flow and relationships and the manual and automated 
business processes of the system. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of basic 
accounting principles    Knowledge of education and training                        Knowledge of mathematics    Knowledge of 
personnel and HR Skills:    Active learning and listening    Advanced critical thinking    Advanced judging and decision 
making    Complex and advanced troubleshooting    Complex problem solving    Complex technology design                           
Mathematics    Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time 
management Abilities:     Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Mathematical reasoning                     Oral 
comprehension and expression                          Written comprehension and expression            
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075524 - PROGRAMMER/ANALYST 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  5152 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND three 
years of professional experience in one or a combination of the following: (1) software development; (2) database 
design; (3) systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: 
Additional professional level experience in software development, database design, systems analysis or design, or 
information systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four 
years (e.g., one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). 
Substitution of Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or 
university with an associate's degree in computer engineering, computer and information science, computer hardware 
networking, management information systems, or software development may substitute for the required bachelor's 
degree. OR One year of experience as a Programmer/Analyst 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming lead work of 
considerable difficulty; and performs related work as required. Distinguishing Features:  This is the lead-level class in the 
Programmer/Analyst series. An employee in this class leads a project team in the design, modification, coding, and/or 
implementation of new or modified business applications programs. Work includes developing project work plans, 
making specific task assignments, and reviewing work of team members. This class differs from Programmer/Analyst 3 in 
that an incumbent of the latter, either independently or as a member of a project team, designs, modifies, codes, 
and/or implements complex business applications programs. This class differs from Programmer/Analyst Supervisor in 
that an incumbent of the latter supervises one or more project teams of Programmer/Analysts. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and execute an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary units and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and data integrity is maintained. Making Decisions and Solving Problems:    Researches and develops 
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complex and advanced processing efficiencies to maximize processing performance of an application or a system.    
Leads the effort to verify that project goals and objectives are met on a timely basis and within budget.    Identifies and 
plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares current 
complex system processes with proposed system changes in order to determine the potential impact on other systems 
and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project goals are 
consistent with user and legal requirements.    Advises management of options that are available to develop or modify 
an existing advanced system or purchase and modify a commercially available system.    Reviews complex commercially 
available software or hardware in order to determine whether available products may accomplish system requirements.    
Compares the costs of complex commercially available software packages and applications based on purchase price and 
potential in-house modification costs. Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Develops and reviews specifications to ensure they satisfy the business requirements.    Leads the effort to estimate 
development time for a work unit, task and/or project.    Leads the effort to estimate costs, timelines, and resources for 
a given task.    Leads the effort to establish and document the cost effectiveness of an approved system. Establishing and 
Maintaining Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the 
customers served. Interacting With Computers:     Uses complex computer systems to enter data, and utilize email and 
office productivity tools.    Uses complex computer systems to develop, test, and deploy code.    Uses advanced software 
development tools. Getting Information:     Leads the effort to gather requirements from end users for developing 
requirements documentation for assigned projects.    Conducts research from technical knowledge base and other 
resources.    Reviews and extracts advanced information from complex requirement documents when needed.    
Reviews and becomes familiar with the state's technology acceptable-use policy.    Leads the effort to gather 
information from vendors, peers, and subject matter experts to be used to solve problems for problem solving.    Leads 
the effort to examine system specifications, input/output reports, existing equipment, security protocols, and system 
interfaces to understand how the current system operates. Communicating with Supervisors, Peers, or Subordinates:     
Communicates effectively by keeping supervisor informed of issues affecting performance.    Communicates on a regular 
basis with coworkers/team to share knowledge.    Communicates effectively in written form, by email, by phone or in 
person.     Makes recommendations to management regarding recruitment and selection decisions based on interview 
results and review of applicant qualifications. Evaluating Information to Determine Compliance with Standards:     
Develops and complies with published programming standards and practices including security standards, coding, and 
naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to the established release 
schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Leads the 
effort to develop and maintain complex installation instructions for various hardware and software solutions for the 
agency.    Leads the effort to create and maintain user manuals for proper use of software applications.    Creates 
complex test scripts for software and multiple applications adhering to testing requirements of the project.    Maintains 
an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    Leads the effort to 
develop and maintain training materials for software projects.    Compiles and prepares program documentation which 
may include test plans. Documenting/Recording Information:     Documents the operation of the current and proposed 
systems, user needs, and the resources available for the project.    Documents all appropriate code modifications based 
on the development standards when modifying code, data structures, etc.    Documents all user, data, equipment, 
security and legal requirements for proposed system changes.    Documents levels of user access to system based on 
user and/or legal requirements.    Writes data backup procedures documenting how and when files are to be copied and 
saved.    Creates or maintains documentation detailing established standards and procedures for information systems 
division staff. Organizing and Planning Work:    Develops complex and advanced performance goals that meet the 
organization mission and goals.    Prioritizes and organizes work.    Itemizes manpower requirements, processing costs, 
equipment, and all other known costs associated with the complex projects.   Communicating with Persons Outside 
Organization:     Communicates effectively with outside vendors while representing the state in a professional manner.    
Maintains a communication plan and executes the plan to keep customers informed of status, timelines, expectations, 
etc. for all IT projects and events.    Discusses current system operations, proposed system requirements and user needs 
with stake holders.    Discusses with stakeholders how interfaces will operate, how input forms and output reports will 
appear and function, and the details of the security plan to ensure that user requirements and established guidelines are 
met.    Communicates with vendors about user requirements for a proposed system in order to obtain an estimate of 
time and cost required to purchase software or hardware products.      Training and Teaching Others:    Provides on-the-
job training to staff regarding specific software and hardware requirements, programming standards, and data storage, 
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transmission, exchange, and maintenance procedures.     Leads the effort to create and maintain training documentation 
as needed. Thinking Creatively:    Identifies and designs application efficiencies in coding and in operations.    Solves 
complex technical problems creatively by researching new or innovative ways to develop an application and/or data 
structure.    Draws complex graphical diagrams to describe data flow and relationships and the manual and automated 
business processes of the system. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of basic 
accounting principles    Knowledge of education and training                        Knowledge of mathematics    Knowledge of 
personnel and HR Skills:    Active learning and listening    Advanced critical thinking    Advanced judging and decision 
making    Complex and advanced troubleshooting    Complex problem solving    Complex technology design                           
Mathematics    Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time 
management Abilities:     Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Mathematical reasoning                     Oral 
comprehension and expression                          Written comprehension and expression            
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Printer    Bar code scanners    Mobile devices    Copy machine 
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075525 - PROGRAMMER/ANALYST SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5158 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND four years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features:  This is the supervisory class in the Programmer/Analyst series. An employee in this class supervises one or 
more teams of Programmer/Analysts in the design, modification, coding, and/or implementation of new or modified 
business applications programs. Work includes planning projects, projecting time and resource requirements, allocating 
staff, and reviewing progress and deliverables. This class differs from Programmer/Analyst 4 in that an incumbent of the 
latter leads a team in the design, modification, coding, and/or implementation of business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and executes an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary unit and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and that data integrity is maintained. Making Decisions and Solving Problems:    Researches and 
develops complex and advanced processing efficiency to maximize processing performance of an application or a 
system.    Leads the effort to verify project goals and objectives are met on a timely basis and within budget.    Identifies 
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and plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares 
current complex system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing advanced system or purchase and modify a commercially available system.    Reviews complex 
commercially available software or hardware in order to determine whether available products may accomplish system 
requirements.    Compares the costs of complex commercially available software packages and applications based on 
purchase price and potential in-house modification costs.    Evaluates financial aspects of proposed and actual projects 
in order to ensure that state funds are expended in the most cost-effective manner available. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:     Develops and reviews specifications to ensure they 
satisfy the business requirements.    Leads the effort to estimate development time for a work unit, task and/or project.    
Leads the effort to estimate costs, timelines, and resources for a given task.    Leads the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available. Establishing and Maintaining 
Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the customers served. 
Interacting With Computers:     Uses computer systems to enter data, and utilize email and office productivity tools.    
Uses computer systems to develop, test, and deploy code.    Uses appropriate software development tools. Getting 
Information:     Leads the effort to gather requirements from end users for developing requirements documentation for 
assigned projects.    Conducts research from technical knowledge base and other resources.    Reviews and extracts 
advanced information from complex requirements documents when needed.    Reviews and becomes familiar with the 
state's technology acceptable-use policy.    Leads the effort to gather information from vendors, peers, and subject 
matter experts to be used to solve problems for problem solving.    Leads the effort to examine system specifications, 
input/output reports, existing equipment, security protocols, and system interfaces to understand how the current 
system operates. Communicating with Supervisors, Peers, or Subordinates:     Communicates effectively by keeping 
supervisor informed of issues affecting performance.    Communicates on a regular basis with coworkers/team to share 
knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes recommendations to 
management regarding recruitment and selection decisions based on interview results and review of applicant 
qualifications.    Advises management of options available to update an existing system, develop a new system, or to 
purchase and modify, as necessary, a commercially available system. Evaluating Information to Determine Compliance 
with Standards:     Develops and complies with published programming standards and practices including security 
standards, coding, and naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to 
established release schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:     Leads the effort to develop and maintain complex installation instructions for various hardware and 
software solutions for the agency.    Leads the effort to create and maintain user manuals for proper use of software 
applications.    Creates complex test scripts for software and multiple applications adhering to testing requirements of 
the project.    Maintains an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    
Leads the effort to develop and maintain training materials for software projects.    Compiles and prepares program 
documentation which may include test plans. Documenting/Recording Information:     Documents the operation of the 
current and proposed systems, user needs, and the resources available for the project.    Documents all appropriate 
code modifications based on the development standards when modifying code, data structures, etc.    Documents all 
user, data, equipment, security and legal requirements for proposed system changes.    Documents levels of user access 
to system based on user and/or legal requirements.    Writes data backup procedures documenting how and when files 
are to be copied and saved.    Creates or maintains documentation detailing established standards and procedures for 
information systems division staff.    Tracks actual costs versus proposed costs throughout the life-cycle of the project in 
order to ensure adequate funding is available for the project. Organizing and Planning Work:    Develops complex and 
advanced performance goals that meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes 
manpower requirements, processing costs, equipment, and all other known costs associated with the complex projects.   
Communicating with Persons Outside Organization:     Communicates effectively with outside vendors while 
representing the state in a professional manner.    Maintains a communication plan and executes the plan to keep 
customers informed of status, timelines, expectations, etc. for all IT projects and events.    Discusses current system 
operations, proposed system requirements and user needs with stake holders.    Discusses with stakeholders how 
interfaces will operate, how input forms and output reports will appear and function, and the details of the security plan 
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to ensure that user requirements and established guidelines are met.    Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware products.       Training and Teaching Others:    Provides on-the-job training to staff regarding specific software 
and hardware requirements, programming standards, and data storage, transmission, exchange, and maintenance 
procedures.     Leads the effort to create and maintain training documentation as needed.    Develops a training plan for 
subordinate staff.     Briefs staff on specifications and functions of new technology by presenting emerging software 
and/or hardware products. Thinking Creatively:    Identifies and designs application efficiencies in coding and in 
operations.    Solves complex technical problems creatively by researching new or innovative ways to develop an 
application and/or data structure.    Draws complex graphical diagrams to describe data flow and relationships and the 
manual and automated business processes of the system. Guiding, Directing, and Motivating Subordinates:    Sets and 
monitors performance standards of others.    Supervises one or more teams of Programmer/Analysts and related staff.    
Oversees the work schedules of all subordinate staff to ensure projects stay on target.    Writes goals for employees in 
order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency goals, project 
requirements, employee skill sets, time considerations, and availability of resources.    Identifies employee training 
needs based on current and potential assigned work tasks and the employee's potential for professional advancement.    
Monitors schedule and attendance of staff.    Assigns performance ratings for subordinate staff according to established 
criteria and reviews results of performance evaluation with management and respective employees.    Provides 
feedback to management regarding staff performance and project status.    Oversees multiple project teams in the 
development of information technology systems. Staffing Organizational Units:    Interviews applicants to determine 
best-qualified candidates for vacant positions.    Makes hiring recommendations to management.    Writes individual 
goals for new employees in order to define duties and performance expectations.    Identifies areas of satisfactory 
employee performance and areas needing improvement. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of administration 
and management                     Knowledge of basic accounting principles                 Knowledge of customer service 
principles    Knowledge of education and training    Knowledge of personnel and HR Skills:    Active learning and listening                     
Advanced critical thinking    Advanced judging and decision making    Complex and advanced troubleshooting    Complex 
problem solving                  Complex technology design    Management of personnel resources    Monitoring                 
Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time management 
Abilities:    Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Oral comprehension and expression                          
Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Bar code scanners    Mobile devices    Copy machine 
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075525 - PROGRAMMER/ANALYST SUPERVISOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5159 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND four years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features:  This is the supervisory class in the Programmer/Analyst series. An employee in this class supervises one or 
more teams of Programmer/Analysts in the design, modification, coding, and/or implementation of new or modified 
business applications programs. Work includes planning projects, projecting time and resource requirements, allocating 
staff, and reviewing progress and deliverables. This class differs from Programmer/Analyst 4 in that an incumbent of the 
latter leads a team in the design, modification, coding, and/or implementation of business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and executes an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary unit and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and that data integrity is maintained. Making Decisions and Solving Problems:    Researches and 
develops complex and advanced processing efficiency to maximize processing performance of an application or a 
system.    Leads the effort to verify project goals and objectives are met on a timely basis and within budget.    Identifies 
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and plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares 
current complex system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing advanced system or purchase and modify a commercially available system.    Reviews complex 
commercially available software or hardware in order to determine whether available products may accomplish system 
requirements.    Compares the costs of complex commercially available software packages and applications based on 
purchase price and potential in-house modification costs.    Evaluates financial aspects of proposed and actual projects 
in order to ensure that state funds are expended in the most cost-effective manner available. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:     Develops and reviews specifications to ensure they 
satisfy the business requirements.    Leads the effort to estimate development time for a work unit, task and/or project.    
Leads the effort to estimate costs, timelines, and resources for a given task.    Leads the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available. Establishing and Maintaining 
Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the customers served. 
Interacting With Computers:     Uses computer systems to enter data, and utilize email and office productivity tools.    
Uses computer systems to develop, test, and deploy code.    Uses appropriate software development tools. Getting 
Information:     Leads the effort to gather requirements from end users for developing requirements documentation for 
assigned projects.    Conducts research from technical knowledge base and other resources.    Reviews and extracts 
advanced information from complex requirements documents when needed.    Reviews and becomes familiar with the 
state's technology acceptable-use policy.    Leads the effort to gather information from vendors, peers, and subject 
matter experts to be used to solve problems for problem solving.    Leads the effort to examine system specifications, 
input/output reports, existing equipment, security protocols, and system interfaces to understand how the current 
system operates. Communicating with Supervisors, Peers, or Subordinates:     Communicates effectively by keeping 
supervisor informed of issues affecting performance.    Communicates on a regular basis with coworkers/team to share 
knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes recommendations to 
management regarding recruitment and selection decisions based on interview results and review of applicant 
qualifications.    Advises management of options available to update an existing system, develop a new system, or to 
purchase and modify, as necessary, a commercially available system. Evaluating Information to Determine Compliance 
with Standards:     Develops and complies with published programming standards and practices including security 
standards, coding, and naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to 
established release schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:     Leads the effort to develop and maintain complex installation instructions for various hardware and 
software solutions for the agency.    Leads the effort to create and maintain user manuals for proper use of software 
applications.    Creates complex test scripts for software and multiple applications adhering to testing requirements of 
the project.    Maintains an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    
Leads the effort to develop and maintain training materials for software projects.    Compiles and prepares program 
documentation which may include test plans. Documenting/Recording Information:     Documents the operation of the 
current and proposed systems, user needs, and the resources available for the project.    Documents all appropriate 
code modifications based on the development standards when modifying code, data structures, etc.    Documents all 
user, data, equipment, security and legal requirements for proposed system changes.    Documents levels of user access 
to system based on user and/or legal requirements.    Writes data backup procedures documenting how and when files 
are to be copied and saved.    Creates or maintains documentation detailing established standards and procedures for 
information systems division staff.    Tracks actual costs versus proposed costs throughout the life-cycle of the project in 
order to ensure adequate funding is available for the project. Organizing and Planning Work:    Develops complex and 
advanced performance goals that meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes 
manpower requirements, processing costs, equipment, and all other known costs associated with the complex projects.   
Communicating with Persons Outside Organization:     Communicates effectively with outside vendors while 
representing the state in a professional manner.    Maintains a communication plan and executes the plan to keep 
customers informed of status, timelines, expectations, etc. for all IT projects and events.    Discusses current system 
operations, proposed system requirements and user needs with stake holders.    Discusses with stakeholders how 
interfaces will operate, how input forms and output reports will appear and function, and the details of the security plan 
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to ensure that user requirements and established guidelines are met.    Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware products.       Training and Teaching Others:    Provides on-the-job training to staff regarding specific software 
and hardware requirements, programming standards, and data storage, transmission, exchange, and maintenance 
procedures.     Leads the effort to create and maintain training documentation as needed.    Develops a training plan for 
subordinate staff.     Briefs staff on specifications and functions of new technology by presenting emerging software 
and/or hardware products. Thinking Creatively:    Identifies and designs application efficiencies in coding and in 
operations.    Solves complex technical problems creatively by researching new or innovative ways to develop an 
application and/or data structure.    Draws complex graphical diagrams to describe data flow and relationships and the 
manual and automated business processes of the system. Guiding, Directing, and Motivating Subordinates:    Sets and 
monitors performance standards of others.    Supervises one or more teams of Programmer/Analysts and related staff.    
Oversees the work schedules of all subordinate staff to ensure projects stay on target.    Writes goals for employees in 
order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency goals, project 
requirements, employee skill sets, time considerations, and availability of resources.    Identifies employee training 
needs based on current and potential assigned work tasks and the employee's potential for professional advancement.    
Monitors schedule and attendance of staff.    Assigns performance ratings for subordinate staff according to established 
criteria and reviews results of performance evaluation with management and respective employees.    Provides 
feedback to management regarding staff performance and project status.    Oversees multiple project teams in the 
development of information technology systems. Staffing Organizational Units:    Interviews applicants to determine 
best-qualified candidates for vacant positions.    Makes hiring recommendations to management.    Writes individual 
goals for new employees in order to define duties and performance expectations.    Identifies areas of satisfactory 
employee performance and areas needing improvement. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of administration 
and management                     Knowledge of basic accounting principles                 Knowledge of customer service 
principles    Knowledge of education and training    Knowledge of personnel and HR Skills:    Active learning and listening                     
Advanced critical thinking    Advanced judging and decision making    Complex and advanced troubleshooting    Complex 
problem solving                  Complex technology design    Management of personnel resources    Monitoring                 
Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time management 
Abilities:    Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Oral comprehension and expression                          
Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Bar code scanners    Mobile devices    Copy machine 
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075525 - PROGRAMMER/ANALYST SUPERVISOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  5160 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree AND four years 
of professional experience in one or a combination of the following: (1) software development; (2) database design; (3) 
systems analysis or design; or (4) information systems instruction. Substitution of Experience for Education: Additional 
professional level experience in software development, database design, systems analysis or design, or information 
systems instruction may substitute for the required degree on a year-for-year basis to a maximum of four years (e.g., 
one year of experience in the above areas is equivalent to forty-five quarter hours of coursework). Substitution of 
Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with 
an associate's degree in computer engineering, computer and information science, computer hardware networking, 
management information systems, or software development may substitute for the required bachelor's degree. OR One 
year of experience as a Programmer/Analyst 4 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional applications computer programming work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features:  This is the supervisory class in the Programmer/Analyst series. An employee in this class supervises one or 
more teams of Programmer/Analysts in the design, modification, coding, and/or implementation of new or modified 
business applications programs. Work includes planning projects, projecting time and resource requirements, allocating 
staff, and reviewing progress and deliverables. This class differs from Programmer/Analyst 4 in that an incumbent of the 
latter leads a team in the design, modification, coding, and/or implementation of business applications programs. 
 
Work Activities: 
Analyzing Data or Information:    Interprets and modifies complex previous code base for multiple systems.    Leads the 
design of complex database, tables, and files for use in a system.    Leads the development of complex data elements, 
indexes, data retrieval requirements, and levels of security needed for an application.    Designs complex databases and 
data tables/files for use in a large impact, highly interconnected system, with multiple users, based on state approved 
data naming and structure standards. Processing Information:    Leads in the coding of instruction sets using advanced 
procedural control language that enables the computer to initiate a processing sequence and executes an application.    
Leads the creation of data to test programs.    Produces and leads the development of advanced executable 
applications.    Develops specifications for a complex program design.    Develops and leads necessary unit and system 
tests on code changes to ensure accuracy of modifications.    Troubleshoots complex and advanced applications using 
generated control data to identify program errors.    Transfers complex executable files and associated table structures 
from one operating environment to another in order to implement the approved system.    Creates a data dictionary 
describing the included data elements and the structure of information.    Implements completed and approved 
application software in a multi-user environment. Identifying Objects, Actions, and Events:                                Identifies 
needed modifications to code, data elements, meta-data, security, etc.    Identifies input and output parameters for data 
and operating parameters.    Identifies data elements, variables, tables, databases, etc.    Reviews project specifications 
with database administrators to ensure that programs are moved to appropriate production environments, established 
standards are met, and that data integrity is maintained. Making Decisions and Solving Problems:    Researches and 
develops complex and advanced processing efficiency to maximize processing performance of an application or a 
system.    Leads the effort to verify project goals and objectives are met on a timely basis and within budget.    Identifies 



 TN Job Classification Specifications  
September 22, 2020 

and plans project tasks, task dependencies or interrelationships.    Schedules completion dates for tasks.    Compares 
current complex system processes with proposed system changes in order to determine the potential impact on other 
systems and business operations.    Reviews the proposed system changes with stakeholders to ensure that the project 
goals are consistent with user and legal requirements.    Advises management of options that are available to develop or 
modify an existing advanced system or purchase and modify a commercially available system.    Reviews complex 
commercially available software or hardware in order to determine whether available products may accomplish system 
requirements.    Compares the costs of complex commercially available software packages and applications based on 
purchase price and potential in-house modification costs.    Evaluates financial aspects of proposed and actual projects 
in order to ensure that state funds are expended in the most cost-effective manner available. Estimating the 
Quantifiable Characteristics of Products, Events, or Information:     Develops and reviews specifications to ensure they 
satisfy the business requirements.    Leads the effort to estimate development time for a work unit, task and/or project.    
Leads the effort to estimate costs, timelines, and resources for a given task.    Leads the effort to establish and 
document the cost effectiveness of an approved system.    Evaluates financial aspects of proposed and actual projects in 
order to ensure that state funds are expended in the most cost-effective manner available. Establishing and Maintaining 
Interpersonal Relationships:    Maintains good working relationship with managers, peers, and the customers served. 
Interacting With Computers:     Uses computer systems to enter data, and utilize email and office productivity tools.    
Uses computer systems to develop, test, and deploy code.    Uses appropriate software development tools. Getting 
Information:     Leads the effort to gather requirements from end users for developing requirements documentation for 
assigned projects.    Conducts research from technical knowledge base and other resources.    Reviews and extracts 
advanced information from complex requirements documents when needed.    Reviews and becomes familiar with the 
state's technology acceptable-use policy.    Leads the effort to gather information from vendors, peers, and subject 
matter experts to be used to solve problems for problem solving.    Leads the effort to examine system specifications, 
input/output reports, existing equipment, security protocols, and system interfaces to understand how the current 
system operates. Communicating with Supervisors, Peers, or Subordinates:     Communicates effectively by keeping 
supervisor informed of issues affecting performance.    Communicates on a regular basis with coworkers/team to share 
knowledge.    Communicates effectively in written form, by email, by phone or in person.     Makes recommendations to 
management regarding recruitment and selection decisions based on interview results and review of applicant 
qualifications.    Advises management of options available to update an existing system, develop a new system, or to 
purchase and modify, as necessary, a commercially available system. Evaluating Information to Determine Compliance 
with Standards:     Develops and complies with published programming standards and practices including security 
standards, coding, and naming conventions, etc.    Adheres to the code validation rules for the Agency.    Adheres to 
established release schedule of the application. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:     Leads the effort to develop and maintain complex installation instructions for various hardware and 
software solutions for the agency.    Leads the effort to create and maintain user manuals for proper use of software 
applications.    Creates complex test scripts for software and multiple applications adhering to testing requirements of 
the project.    Maintains an advanced knowledge base of issue resolution to be used by IT peers to help solve problems.    
Leads the effort to develop and maintain training materials for software projects.    Compiles and prepares program 
documentation which may include test plans. Documenting/Recording Information:     Documents the operation of the 
current and proposed systems, user needs, and the resources available for the project.    Documents all appropriate 
code modifications based on the development standards when modifying code, data structures, etc.    Documents all 
user, data, equipment, security and legal requirements for proposed system changes.    Documents levels of user access 
to system based on user and/or legal requirements.    Writes data backup procedures documenting how and when files 
are to be copied and saved.    Creates or maintains documentation detailing established standards and procedures for 
information systems division staff.    Tracks actual costs versus proposed costs throughout the life-cycle of the project in 
order to ensure adequate funding is available for the project. Organizing and Planning Work:    Develops complex and 
advanced performance goals that meet the organization mission and goals.    Prioritizes and organizes work.    Itemizes 
manpower requirements, processing costs, equipment, and all other known costs associated with the complex projects.   
Communicating with Persons Outside Organization:     Communicates effectively with outside vendors while 
representing the state in a professional manner.    Maintains a communication plan and executes the plan to keep 
customers informed of status, timelines, expectations, etc. for all IT projects and events.    Discusses current system 
operations, proposed system requirements and user needs with stake holders.    Discusses with stakeholders how 
interfaces will operate, how input forms and output reports will appear and function, and the details of the security plan 
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to ensure that user requirements and established guidelines are met.    Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware products.       Training and Teaching Others:    Provides on-the-job training to staff regarding specific software 
and hardware requirements, programming standards, and data storage, transmission, exchange, and maintenance 
procedures.     Leads the effort to create and maintain training documentation as needed.    Develops a training plan for 
subordinate staff.     Briefs staff on specifications and functions of new technology by presenting emerging software 
and/or hardware products. Thinking Creatively:    Identifies and designs application efficiencies in coding and in 
operations.    Solves complex technical problems creatively by researching new or innovative ways to develop an 
application and/or data structure.    Draws complex graphical diagrams to describe data flow and relationships and the 
manual and automated business processes of the system. Guiding, Directing, and Motivating Subordinates:    Sets and 
monitors performance standards of others.    Supervises one or more teams of Programmer/Analysts and related staff.    
Oversees the work schedules of all subordinate staff to ensure projects stay on target.    Writes goals for employees in 
order to define duties as they relate to accomplishing a task.    Assigns work tasks to staff based on agency goals, project 
requirements, employee skill sets, time considerations, and availability of resources.    Identifies employee training 
needs based on current and potential assigned work tasks and the employee's potential for professional advancement.    
Monitors schedule and attendance of staff.    Assigns performance ratings for subordinate staff according to established 
criteria and reviews results of performance evaluation with management and respective employees.    Provides 
feedback to management regarding staff performance and project status.    Oversees multiple project teams in the 
development of information technology systems. Staffing Organizational Units:    Interviews applicants to determine 
best-qualified candidates for vacant positions.    Makes hiring recommendations to management.    Writes individual 
goals for new employees in order to define duties and performance expectations.    Identifies areas of satisfactory 
employee performance and areas needing improvement. 
 
Competencies (KSA’s): 
Competencies:    Functional / Technical Competency    Problem Solving    Technical Learning    Customer Focus    Personal 
Learning    Organization    Written Communications    Time Management    Perseverance    CreativityKnowledge:    
Advanced knowledge of complex IT system design    Advanced knowledge of computers and complex computer systems                   
Advanced knowledge of programming/developing    Advanced knowledge of technology    Knowledge of administration 
and management                     Knowledge of basic accounting principles                 Knowledge of customer service 
principles    Knowledge of education and training    Knowledge of personnel and HR Skills:    Active learning and listening                     
Advanced critical thinking    Advanced judging and decision making    Complex and advanced troubleshooting    Complex 
problem solving                  Complex technology design    Management of personnel resources    Monitoring                 
Operational analysis                          Quality control analysis    Systems analysis and evaluation    Time management 
Abilities:    Advanced deductive and inductive reasoning                        Advanced problem sensitivity                       
Advanced selective attention                         Flexibility of closure                          Oral comprehension and expression                          
Written comprehension and expression 
 
Tools and Equipment Used: 
    Personal computer    Telephone    Fax machine    Bar code scanners    Mobile devices    Copy machine 
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076107 - PROJECT DIRECTOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5197 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and ten years 
of professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; three of the five years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; three of the five years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.) ORFive years of experience as a 
Project Manager-Sr with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, provides oversight and is responsible for planning, initiating, and managing large, 
complex information technology (IT) projects.  Distinguishing Features: The Project Director class provides oversight 
and/or is responsible for planning, initiating, and managing large, complex information technology (IT) projects. This 
class differs from the Project Manager-Sr class in that an incumbent of the latter is responsible for leading/mentoring 
staff and/or teams in project implementations, along with reviewing the work of team members for accuracy and 
completeness. 
 
Work Activities: 
Selling or Influencing Others:     Establishes and manages stakeholder expectations.Identifying Objects, Actions, and 
Events:    Manages the development or update of plans for projects including project objectives, technologies, systems, 
information specifications, schedules, funding, and staffing.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Determines time, cost, resources, and materials needed to complete the project.Making 
Decisions and Solving Problems:    Manages others in the collaboration with project stakeholders to identify and 
resolve/escalate problems as appropriate.    Directs others to identify and manage project dependencies.    Establishes 
and manages project change control process.Monitoring and Controlling Resources:    Monitors and controls costs 
against the project budget.    Tracks and reports team hours and expenses and identifies variances.Analyzing Data or 
Information:    Analyzes project actuals against project plan and develop action plans.Communicating with Supervisors, 
Peers, or Subordinates:    Executes the project communication plan as detailed in the project management plan.    
Communicates project and product expectations to project stakeholders.    Reports project status to project 
stakeholders.    Communicates and escalates project issues to appropriate project stakeholders.Interpreting the 
Meaning of Information for Others:     Manages others in interpreting and communicating a clear vision of the project 
objectives.    Facilitates the development of the project schedule.Coordinating the Work and Activities of Others:    
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Assigns duties, responsibilities, and spans of authority to project personnel.    Guides project stakeholders in the 
development of the project scope statement.Scheduling Work and Activities:    Manages project execution to adhere to 
schedule and identify potential corrective action(s).    Directs or coordinates activities of project personnel.    
Coordinates and manages through others, the assignment of project work according to plan and schedule.    Facilitates 
development of the project schedule and provides review.Resolving Conflicts and Negotiating with Others:    Manages 
and resolves project conflict.    Exercises active listening techniques when faced with complaints or disputes and 
suggest/develop potential solutions or assist others in finding positive outcomes.Getting Information:    Facilitates in the 
development of strategic planning documentation and make interpretations for implementation.    Reviews and 
interprets business requirements and supporting project documentation.    Prepares project status reports by collecting, 
analyzing, and summarizing information and trends.    Facilitates the development of initial project requirements for 
project charter development.    Identifies internal and external project stakeholders and their impact.    Facilitates the 
estimation of potential costs and funding sources for cost-benefit analysis.Monitor Processes, Materials, or 
Surroundings:    Reviews and interprets information to assess project performance (including direct others, make 
management decisions, risks, constraints, and assumptions).    Monitors and reports on project schedule including 
critical path.    Evaluates effectiveness of project milestones and deliverables.    Facilitates the identification of risks and 
contingency plans.    Monitors project activities including work breakdown structure.    Manages project execution to 
adhere to defined scope.Staffing Organizational Units:    Identifies project roles, responsibilities, and skills required to 
achieve project goals.    Works with management to acquire team needed to staff the project.    Executes project human 
resource/staffing plan.Organizing, Planning, and Prioritizing Work:    Reviews and provides critical feedback on the work 
breakdown structure (WBS).    Organizes project work into manageable groups.    Manages others in the development of 
the project management plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Facilitates 
and manages the procurement process through others.Guiding, Directing, and Motivating Subordinates:    Creates or 
provides input on job performance plans and holds discussions with employees as appropriate.    Provides feedback on 
areas for improvement, including notations on positive performance.    Performs or provides input on scheduled 
evaluations.Developing and Building Teams:    Creates a positive and pleasant work atmosphere where all contributors 
feel important and responsible.Judging the Qualities of Things, Services, or People:    Manages project execution to 
continually verify project and product quality measurements.    Establishes and manages project quality.    Facilitates the 
identification and documentation of project success factors corresponding with quality measurements. Communicating 
with Persons Outside the Organization:    Manages external stakeholder communications.Coaching and Developing 
Others:    Coaches project team members in the concepts and application of the project methodologies and principles.    
Supervises and coaches project managers to enhance their understanding and use of project methodologies and 
principles.    Develops ways to address project team skill gaps as appropriate.Updating and Using Relevant Knowledge:    
Keeps current with emerging project management skills, methodologies, and technologies.Provide Consultation and 
Advice to Others:    Recommends potential process improvements and methodology 
enhancements.Documenting/Recording Information:    Manages the project team in the development of project 
documentation for completeness and adherence to standards.    Manages the compilation and storage of project 
documentation (central repository).    Assesses project post-closure review(s) for accuracy and completeness.    Manages 
the project close documentation to ensure completeness.Evaluating Information to Determine Compliance with 
Standards:    Reviews project deliverables to evaluate adherence to quality standards.    Reviews project processes and 
procedures to evaluate adherence to State of TN project management methodology and agency standards.Training and 
Teaching Others:    Identifies and provides training opportunities for staff and/or team.    Provides project methodology 
training and instruction to project team members.    Provides input into the development and management of the 
project training plan. 
 
Competencies (KSA’s): 
Competencies:    Building Effective Teams    Business Acumen    Conflict Management    Directing Others    Integrity and 
Trust    Motivating Others    Organizational Agility    Organizing    Political Savvy    Total Work SystemsKnowledge:    
Clerical - Basic knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and 
processes for providing customer and personal services. This includes customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and 
methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement 
of training effects    Project Management Knowledge - Knowledge of Project and Portfolio Management Knowledge of 
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roles and responsibilities in a project    Administration and Management - Knowledge of business and management 
principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, 
production methods, and coordination of people and resources    Personnel and Human Resources - Knowledge of 
principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and 
negotiation, and personnel information systems    Communications and Media - Knowledge of media production, 
communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via 
written, oral, and visual media    Economics and Accounting - Knowledge of economic and accounting principles and 
practices, the financial markets, banking and the analysis and reporting of financial data    Law and Government - 
Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, 
and the democratic political process    Public Safety and Security - Knowledge of relevant equipment, policies, 
procedures, and strategies to promote effective local, state, or national security operations for the protection of people, 
data, property, and institutions    Manage WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status on multiple projects    Mastery knowledge of interpersonal skills and techniques    Mastery knowledge of 
Quality Management processes and tools    Mastery knowledge of reporting actuals against schedule    Mastery 
knowledge of PM principles involved in monitoring project deliverables against scope documents    Knowledge of 
principles, techniques and processes for communicating with stakeholders    Advanced knowledge of principles and 
methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement 
of training effects    Mastery knowledge of principles and processes for providing customer and personal services. This 
includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems    Knowledge of raw materials, production processes, 
quality control, costs, and other techniques for maximizing the effective deployment of solution    Project Management - 
Knowledge of project management information systems (ex. MS Project, Primavera)    Project Management - Knowledge 
of Strategic Planning and Approach    Project Management - Knowledge of Portfolio Management Concepts 
(governance)Skills:    Project Management Skills  -  Skilled in all Project Management Areas (Risk, Communication, HR, 
Procurement, Cost, Integration, Scope, Time, Quality)    Active Learning - Understanding the implications of new 
information for both current and future problem solving and decision making    Active Listening - Giving full attention to 
what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times    Monitoring - Monitoring/Assessing performance of yourself, other individuals, 
or organizations to make improvements or take corrective action    Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action    Speaking - Talking to others 
to convey information effectively    Writing - Communicating effectively in writing as appropriate for the needs of the 
audience    Instructing - Teaching others how to do something    Time Management - Managing one's own time and the 
time of others    Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    Coordination - Adjusting actions in relation to others' actions    Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do    Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance    
Systems Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or 
correct performance, relative to the goals of the system    Management of Personnel Resources - Motivating, 
developing, and directing people as they work, identifying the best people for the job    Negotiation - Bringing others 
together and trying to reconcile differences    Complex Problem Solving - Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Judgment and Decision Analysis - 
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Management of 
Financial Resources - Determining how money will be spent to get the work done, and accounting for these 
expenditures    Establish and maintain cooperative and professional relationships to meet agency's goals and objectives    
Selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Identifying complex problems and reviewing related information to develop and evaluate options 
and implement solutions    Motivating, developing, and directing people as they work, identifying the best people for the 
job    Determining how money will be spent to get the work done, and accounting for these expendituresAbilities:    
Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different 
ways    Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 
not their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain 
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order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations)    Oral Comprehension - The ability to listen to and understand information and ideas 
presented through spoken words and sentences    Oral Expression - The ability to communicate information and ideas in 
speaking so others will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go 
wrong. It does not involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift 
back and forth between two or more activities or sources of information (such as speech, sounds, touch, or other 
sources)    Written Comprehension - The ability to read and understand information and ideas presented in writing    
Written Expression - The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076107 - PROJECT DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  5198 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and ten years 
of professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; three of the five years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; three of the five years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.) ORFive years of experience as a 
Project Manager-Sr with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, provides oversight and is responsible for planning, initiating, and managing large, 
complex information technology (IT) projects.  Distinguishing Features: The Project Director class provides oversight 
and/or is responsible for planning, initiating, and managing large, complex information technology (IT) projects. This 
class differs from the Project Manager-Sr class in that an incumbent of the latter is responsible for leading/mentoring 
staff and/or teams in project implementations, along with reviewing the work of team members for accuracy and 
completeness. 
 
Work Activities: 
Selling or Influencing Others:     Establishes and manages stakeholder expectations.Identifying Objects, Actions, and 
Events:    Manages the development or update of plans for projects including project objectives, technologies, systems, 
information specifications, schedules, funding, and staffing.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Determines time, cost, resources, and materials needed to complete the project.Making 
Decisions and Solving Problems:    Manages others in the collaboration with project stakeholders to identify and 
resolve/escalate problems as appropriate.    Directs others to identify and manage project dependencies.    Establishes 
and manages project change control process.Monitoring and Controlling Resources:    Monitors and controls costs 
against the project budget.    Tracks and reports team hours and expenses and identifies variances.Analyzing Data or 
Information:    Analyzes project actuals against project plan and develop action plans.Communicating with Supervisors, 
Peers, or Subordinates:    Executes the project communication plan as detailed in the project management plan.    
Communicates project and product expectations to project stakeholders.    Reports project status to project 
stakeholders.    Communicates and escalates project issues to appropriate project stakeholders.Interpreting the 
Meaning of Information for Others:     Manages others in interpreting and communicating a clear vision of the project 
objectives.    Facilitates the development of the project schedule.Coordinating the Work and Activities of Others:    
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Assigns duties, responsibilities, and spans of authority to project personnel.    Guides project stakeholders in the 
development of the project scope statement.Scheduling Work and Activities:    Manages project execution to adhere to 
schedule and identify potential corrective action(s).    Directs or coordinates activities of project personnel.    
Coordinates and manages through others, the assignment of project work according to plan and schedule.    Facilitates 
development of the project schedule and provides review.Resolving Conflicts and Negotiating with Others:    Manages 
and resolves project conflict.    Exercises active listening techniques when faced with complaints or disputes and 
suggest/develop potential solutions or assist others in finding positive outcomes.Getting Information:    Facilitates in the 
development of strategic planning documentation and make interpretations for implementation.    Reviews and 
interprets business requirements and supporting project documentation.    Prepares project status reports by collecting, 
analyzing, and summarizing information and trends.    Facilitates the development of initial project requirements for 
project charter development.    Identifies internal and external project stakeholders and their impact.    Facilitates the 
estimation of potential costs and funding sources for cost-benefit analysis.Monitor Processes, Materials, or 
Surroundings:    Reviews and interprets information to assess project performance (including direct others, make 
management decisions, risks, constraints, and assumptions).    Monitors and reports on project schedule including 
critical path.    Evaluates effectiveness of project milestones and deliverables.    Facilitates the identification of risks and 
contingency plans.    Monitors project activities including work breakdown structure.    Manages project execution to 
adhere to defined scope.Staffing Organizational Units:    Identifies project roles, responsibilities, and skills required to 
achieve project goals.    Works with management to acquire team needed to staff the project.    Executes project human 
resource/staffing plan.Organizing, Planning, and Prioritizing Work:    Reviews and provides critical feedback on the work 
breakdown structure (WBS).    Organizes project work into manageable groups.    Manages others in the development of 
the project management plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Facilitates 
and manages the procurement process through others.Guiding, Directing, and Motivating Subordinates:    Creates or 
provides input on job performance plans and holds discussions with employees as appropriate.    Provides feedback on 
areas for improvement, including notations on positive performance.    Performs or provides input on scheduled 
evaluations.Developing and Building Teams:    Creates a positive and pleasant work atmosphere where all contributors 
feel important and responsible.Judging the Qualities of Things, Services, or People:    Manages project execution to 
continually verify project and product quality measurements.    Establishes and manages project quality.    Facilitates the 
identification and documentation of project success factors corresponding with quality measurements. Communicating 
with Persons Outside the Organization:    Manages external stakeholder communications.Coaching and Developing 
Others:    Coaches project team members in the concepts and application of the project methodologies and principles.    
Supervises and coaches project managers to enhance their understanding and use of project methodologies and 
principles.    Develops ways to address project team skill gaps as appropriate.Updating and Using Relevant Knowledge:    
Keeps current with emerging project management skills, methodologies, and technologies.Provide Consultation and 
Advice to Others:    Recommends potential process improvements and methodology 
enhancements.Documenting/Recording Information:    Manages the project team in the development of project 
documentation for completeness and adherence to standards.    Manages the compilation and storage of project 
documentation (central repository).    Assesses project post-closure review(s) for accuracy and completeness.    Manages 
the project close documentation to ensure completeness.Evaluating Information to Determine Compliance with 
Standards:    Reviews project deliverables to evaluate adherence to quality standards.    Reviews project processes and 
procedures to evaluate adherence to State of TN project management methodology and agency standards.Training and 
Teaching Others:    Identifies and provides training opportunities for staff and/or team.    Provides project methodology 
training and instruction to project team members.    Provides input into the development and management of the 
project training plan. 
 
Competencies (KSA’s): 
Competencies:    Building Effective Teams    Business Acumen    Conflict Management    Directing Others    Integrity and 
Trust    Motivating Others    Organizational Agility    Organizing    Political Savvy    Total Work SystemsKnowledge:    
Clerical - Basic knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and 
processes for providing customer and personal services. This includes customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and 
methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement 
of training effects    Project Management Knowledge - Knowledge of Project and Portfolio Management Knowledge of 
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roles and responsibilities in a project    Administration and Management - Knowledge of business and management 
principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, 
production methods, and coordination of people and resources    Personnel and Human Resources - Knowledge of 
principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and 
negotiation, and personnel information systems    Communications and Media - Knowledge of media production, 
communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via 
written, oral, and visual media    Economics and Accounting - Knowledge of economic and accounting principles and 
practices, the financial markets, banking and the analysis and reporting of financial data    Law and Government - 
Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, 
and the democratic political process    Public Safety and Security - Knowledge of relevant equipment, policies, 
procedures, and strategies to promote effective local, state, or national security operations for the protection of people, 
data, property, and institutions    Manage WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status on multiple projects    Mastery knowledge of interpersonal skills and techniques    Mastery knowledge of 
Quality Management processes and tools    Mastery knowledge of reporting actuals against schedule    Mastery 
knowledge of PM principles involved in monitoring project deliverables against scope documents    Knowledge of 
principles, techniques and processes for communicating with stakeholders    Advanced knowledge of principles and 
methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement 
of training effects    Mastery knowledge of principles and processes for providing customer and personal services. This 
includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    
Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems    Knowledge of raw materials, production processes, 
quality control, costs, and other techniques for maximizing the effective deployment of solution    Project Management - 
Knowledge of project management information systems (ex. MS Project, Primavera)    Project Management - Knowledge 
of Strategic Planning and Approach    Project Management - Knowledge of Portfolio Management Concepts 
(governance)Skills:    Project Management Skills  -  Skilled in all Project Management Areas (Risk, Communication, HR, 
Procurement, Cost, Integration, Scope, Time, Quality)    Active Learning - Understanding the implications of new 
information for both current and future problem solving and decision making    Active Listening - Giving full attention to 
what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times    Monitoring - Monitoring/Assessing performance of yourself, other individuals, 
or organizations to make improvements or take corrective action    Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action    Speaking - Talking to others 
to convey information effectively    Writing - Communicating effectively in writing as appropriate for the needs of the 
audience    Instructing - Teaching others how to do something    Time Management - Managing one's own time and the 
time of others    Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    Coordination - Adjusting actions in relation to others' actions    Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do    Quality Control 
Analysis - Conducting tests and inspections of products, services, or processes to evaluate quality or performance    
Systems Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or 
correct performance, relative to the goals of the system    Management of Personnel Resources - Motivating, 
developing, and directing people as they work, identifying the best people for the job    Negotiation - Bringing others 
together and trying to reconcile differences    Complex Problem Solving - Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Judgment and Decision Analysis - 
Considering the relative costs and benefits of potential actions to choose the most appropriate one    Management of 
Financial Resources - Determining how money will be spent to get the work done, and accounting for these 
expenditures    Establish and maintain cooperative and professional relationships to meet agency's goals and objectives    
Selecting and using training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    Identifying complex problems and reviewing related information to develop and evaluate options 
and implement solutions    Motivating, developing, and directing people as they work, identifying the best people for the 
job    Determining how money will be spent to get the work done, and accounting for these expendituresAbilities:    
Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different 
ways    Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 
not their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain 
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order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, 
mathematical operations)    Oral Comprehension - The ability to listen to and understand information and ideas 
presented through spoken words and sentences    Oral Expression - The ability to communicate information and ideas in 
speaking so others will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go 
wrong. It does not involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift 
back and forth between two or more activities or sources of information (such as speech, sounds, touch, or other 
sources)    Written Comprehension - The ability to read and understand information and ideas presented in writing    
Written Expression - The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076104 - PROJECT MANAGER-ASC 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5182 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) systematic analysis of overall work 
processes for business or information systems or (2) project management. Substitution of the Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer information systems, computer technology or other related field may substitute for the required 
bachelor's degree. OR Two years of experience as a Business Analyst with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under close supervision, is responsible for planning, initiating, and managing information technology (IT) 
project.  Distinguishing Features: This is the entry-level class and under close supervision, is responsible for planning, 
initiating, and managing information technology (IT) project. This class differs from the intermediate class in that 
incumbents of the latter perform at the working-level with an intermediate understanding of the Project Manager 
duties/functions, and can perform some tasks independently, while contributing to team efforts. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Participate in developing or updating plans for projects including project 
objectives, technologies, systems, information specifications, schedules, funding, and staffing.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Participate in determining time, cost, resources, and 
materials needed to complete the project.Scheduling Work and Activities:    Under general supervision, manages project 
execution to adhere to schedule.    Under close supervision, coordinates activities of project personnel.    Under close 
supervision, coordinates the assignment of project work according to plan and schedule.    Participate in the 
development and maintenance of the detailed project schedule.Organizing, Planning, and Prioritizing Work:    
Participate in the development and maintenance of work breakdown structure (WBS).    Under close supervision, 
organizes project work into manageable groups.    Under close supervision, develops and maintains the project 
management plan.Making Decisions and Solving Problems:    Under close supervision, collaborates with project 
stakeholders to identify problems and resolves/escalates as appropriate.    Participate in the identification and 
management of project dependencies.    Under general supervision, manages project change control process.Updating 
and Using Relevant Knowledge:    Keep current with emerging project management skills, methodologies, and 
technologies.Analyzing Data or Information:    Tracks and reports project actuals against project plan.Selling or 
Influencing Others:    Under close supervision, participates in establishing and managing stakeholder 
expectations.Monitoring and Controlling Resources:    Assist with tracking and monitoring of project budget.    Assist in 
the tracking and reporting of team hours and expenses.Monitor Processes, Materials, or Surroundings:    Under close 
supervision, participates in project performance review.    Participate in monitoring and reporting on project schedule 
including critical path.    Participate in monitoring and tracking of project milestones and deliverables.    Participate in 
the identification of risks and the development of contingency plans.    Participates in project reviews and develops 
understanding of work breakdown structure.    Participate in project execution to adhere to defined scope.Coordinating 
the Work and Activities of Others:    Under close supervision, assigns duties and responsibilities to project personnel.    
Under close supervision, participates in guiding the appropriate project stakeholders in the development of the project 
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scope statement.Communicate with Persons Outside the Organization:    Under close supervision, participates in the 
management of external stakeholder communications.Getting Information:    Assist in the review and interpretation of 
business requirements and supporting project documentation.    Researches, collects and evaluates project data 
necessary to meet project reporting requirements.    Under close supervision, participates in gathering initial project 
requirements for project charter development.    Participate in the identification of internal and external project 
stakeholders.    Participate in the review of project proposals, cost estimates and budgets.Staffing Organizational Units:    
Under close supervision, participates in the identification of project roles, responsibilities, and skills required to achieve 
project goals.    Under close supervision, works with management to acquire team needed to staff the project.    Under 
close supervision, participates in the execution of the project human resource/staffing plan.Evaluating Information to 
Determine Compliance with Standards:    Participate in reviewing project deliverables to evaluate adherence to quality 
standards.    Participate in the review of project processes and procedures to evaluate adherence to State of TN project 
management methodology and agency standards.Communicating with Supervisors, Peers, or Subordinates:    Under 
close supervision, executes the project communication plan as detailed in the project management plan.    Under close 
supervision, participates in the communication of project and product expectations to project stakeholders.    Under 
close supervision, participates in reporting the project status to project stakeholders.    Under close supervision, 
participates in the communication and escalation of project issues to appropriate project stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Interpreting the Meaning of Information for Others:    Assist with the development of project reports and 
presentations.    Under close supervision, interprets and communicates project schedule to stakeholders.Coaching and 
Developing Others:    Under close supervision, participates in coaching project team members in the concepts and 
application of the project methodologies and principles.Judging the Qualities of Things, Services, or People:    Participate 
in managing project execution to continually validate project and product quality measurements.    Participate in 
establishing and managing project quality.    Participate in the identification and documentation of project success 
factors corresponding with quality measurements.Documenting/Recording Information:    Under close supervision, 
reviews project documentation for adherence to standards.    Under close supervision, manages compilation and 
storage of project documentation (central repository).    Participates and documents project post-closure review(s).    
Assist with the development of project close documentation.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Participate in the procurement process.Resolving Conflicts and Negotiating with Others:    
Exercises active listening techniques when faced with complaints or disputes and under close supervision, work with 
others to develop potential solutions or assist others in finding positive outcomes.Provide Consultation and Advice to 
Others:    Under close supervision, participates in the implementation of process improvements and methodology 
enhancements.Training and Teaching Others:    Under close supervision, participates in providing project methodology 
training and instruction to project team members.    Under close supervision, participates in the coordination and 
oversight of the project training plan execution. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Boss Relationships    Dealing with Ambiguity    Learning on the Fly    Perseverance    
Self Development    Self Knowledge    Technical Learning    Written CommunicationsKnowledge:    Clerical - Basic 
knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Project Management Knowledge - Basic knowledge of project management methodology    Basic understanding 
of interpersonal skills and Quality Management techniques    Basic understanding of Quality Management techniques    
Basic knowledge of reporting actuals against schedule    Basic knowledge of PM principles involved in monitoring project 
deliverables against scope documents    Knowledge of quality control, costs, and other techniques for maximizing the 
effective deployment of solution    Project Management - Knowledge of basic project management conceptsSkills:    
Active Learning - Understanding the implications of new information for both current and future problem solving and 
decision making    Active Listening - Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Monitoring - 
Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Reading Comprehension - Understanding written sentences and paragraphs in work related to make 
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improvements or take corrective action    Speaking - Talking to others to convey information effectively    Writing - 
Communicating effectively in writing as appropriate for the needs of the audience    Instructing - Teaching others how to 
do something    Time Management - Managing one's own time and the time of others    Establish and maintain 
cooperative and professional relationships with project team members    Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Motivating, and directing people as they 
work, identifying the best people for the job    Determining how money will be spent to get the work doneAbilities:    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/Audio-Video 
Equipment 
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076104 - PROJECT MANAGER-ASC 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5183 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) systematic analysis of overall work 
processes for business or information systems or (2) project management. Substitution of the Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer information systems, computer technology or other related field may substitute for the required 
bachelor's degree. OR Two years of experience as a Business Analyst with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under close supervision, is responsible for planning, initiating, and managing information technology (IT) 
project.  Distinguishing Features: This is the entry-level class and under close supervision, is responsible for planning, 
initiating, and managing information technology (IT) project. This class differs from the intermediate class in that 
incumbents of the latter perform at the working-level with an intermediate understanding of the Project Manager 
duties/functions, and can perform some tasks independently, while contributing to team efforts. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Participate in developing or updating plans for projects including project 
objectives, technologies, systems, information specifications, schedules, funding, and staffing.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Participate in determining time, cost, resources, and 
materials needed to complete the project.Scheduling Work and Activities:    Under general supervision, manages project 
execution to adhere to schedule.    Under close supervision, coordinates activities of project personnel.    Under close 
supervision, coordinates the assignment of project work according to plan and schedule.    Participate in the 
development and maintenance of the detailed project schedule.Organizing, Planning, and Prioritizing Work:    
Participate in the development and maintenance of work breakdown structure (WBS).    Under close supervision, 
organizes project work into manageable groups.    Under close supervision, develops and maintains the project 
management plan.Making Decisions and Solving Problems:    Under close supervision, collaborates with project 
stakeholders to identify problems and resolves/escalates as appropriate.    Participate in the identification and 
management of project dependencies.    Under general supervision, manages project change control process.Updating 
and Using Relevant Knowledge:    Keep current with emerging project management skills, methodologies, and 
technologies.Analyzing Data or Information:    Tracks and reports project actuals against project plan.Selling or 
Influencing Others:    Under close supervision, participates in establishing and managing stakeholder 
expectations.Monitoring and Controlling Resources:    Assist with tracking and monitoring of project budget.    Assist in 
the tracking and reporting of team hours and expenses.Monitor Processes, Materials, or Surroundings:    Under close 
supervision, participates in project performance review.    Participate in monitoring and reporting on project schedule 
including critical path.    Participate in monitoring and tracking of project milestones and deliverables.    Participate in 
the identification of risks and the development of contingency plans.    Participates in project reviews and develops 
understanding of work breakdown structure.    Participate in project execution to adhere to defined scope.Coordinating 
the Work and Activities of Others:    Under close supervision, assigns duties and responsibilities to project personnel.    
Under close supervision, participates in guiding the appropriate project stakeholders in the development of the project 
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scope statement.Communicate with Persons Outside the Organization:    Under close supervision, participates in the 
management of external stakeholder communications.Getting Information:    Assist in the review and interpretation of 
business requirements and supporting project documentation.    Researches, collects and evaluates project data 
necessary to meet project reporting requirements.    Under close supervision, participates in gathering initial project 
requirements for project charter development.    Participate in the identification of internal and external project 
stakeholders.    Participate in the review of project proposals, cost estimates and budgets.Staffing Organizational Units:    
Under close supervision, participates in the identification of project roles, responsibilities, and skills required to achieve 
project goals.    Under close supervision, works with management to acquire team needed to staff the project.    Under 
close supervision, participates in the execution of the project human resource/staffing plan.Evaluating Information to 
Determine Compliance with Standards:    Participate in reviewing project deliverables to evaluate adherence to quality 
standards.    Participate in the review of project processes and procedures to evaluate adherence to State of TN project 
management methodology and agency standards.Communicating with Supervisors, Peers, or Subordinates:    Under 
close supervision, executes the project communication plan as detailed in the project management plan.    Under close 
supervision, participates in the communication of project and product expectations to project stakeholders.    Under 
close supervision, participates in reporting the project status to project stakeholders.    Under close supervision, 
participates in the communication and escalation of project issues to appropriate project stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Interpreting the Meaning of Information for Others:    Assist with the development of project reports and 
presentations.    Under close supervision, interprets and communicates project schedule to stakeholders.Coaching and 
Developing Others:    Under close supervision, participates in coaching project team members in the concepts and 
application of the project methodologies and principles.Judging the Qualities of Things, Services, or People:    Participate 
in managing project execution to continually validate project and product quality measurements.    Participate in 
establishing and managing project quality.    Participate in the identification and documentation of project success 
factors corresponding with quality measurements.Documenting/Recording Information:    Under close supervision, 
reviews project documentation for adherence to standards.    Under close supervision, manages compilation and 
storage of project documentation (central repository).    Participates and documents project post-closure review(s).    
Assist with the development of project close documentation.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Participate in the procurement process.Resolving Conflicts and Negotiating with Others:    
Exercises active listening techniques when faced with complaints or disputes and under close supervision, work with 
others to develop potential solutions or assist others in finding positive outcomes.Provide Consultation and Advice to 
Others:    Under close supervision, participates in the implementation of process improvements and methodology 
enhancements.Training and Teaching Others:    Under close supervision, participates in providing project methodology 
training and instruction to project team members.    Under close supervision, participates in the coordination and 
oversight of the project training plan execution. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Boss Relationships    Dealing with Ambiguity    Learning on the Fly    Perseverance    
Self Development    Self Knowledge    Technical Learning    Written CommunicationsKnowledge:    Clerical - Basic 
knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Project Management Knowledge - Basic knowledge of project management methodology    Basic understanding 
of interpersonal skills and Quality Management techniques    Basic understanding of Quality Management techniques    
Basic knowledge of reporting actuals against schedule    Basic knowledge of PM principles involved in monitoring project 
deliverables against scope documents    Knowledge of quality control, costs, and other techniques for maximizing the 
effective deployment of solution    Project Management - Knowledge of basic project management conceptsSkills:    
Active Learning - Understanding the implications of new information for both current and future problem solving and 
decision making    Active Listening - Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Monitoring - 
Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Reading Comprehension - Understanding written sentences and paragraphs in work related to make 



 TN Job Classification Specifications  
September 22, 2020 

improvements or take corrective action    Speaking - Talking to others to convey information effectively    Writing - 
Communicating effectively in writing as appropriate for the needs of the audience    Instructing - Teaching others how to 
do something    Time Management - Managing one's own time and the time of others    Establish and maintain 
cooperative and professional relationships with project team members    Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Motivating, and directing people as they 
work, identifying the best people for the job    Determining how money will be spent to get the work doneAbilities:    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/Audio-Video 
Equipment 
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076104 - PROJECT MANAGER-ASC 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5184 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) systematic analysis of overall work 
processes for business or information systems or (2) project management. Substitution of the Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer information systems, computer technology or other related field may substitute for the required 
bachelor's degree. OR Two years of experience as a Business Analyst with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under close supervision, is responsible for planning, initiating, and managing information technology (IT) 
project.  Distinguishing Features: This is the entry-level class and under close supervision, is responsible for planning, 
initiating, and managing information technology (IT) project. This class differs from the intermediate class in that 
incumbents of the latter perform at the working-level with an intermediate understanding of the Project Manager 
duties/functions, and can perform some tasks independently, while contributing to team efforts. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Participate in developing or updating plans for projects including project 
objectives, technologies, systems, information specifications, schedules, funding, and staffing.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Participate in determining time, cost, resources, and 
materials needed to complete the project.Scheduling Work and Activities:    Under general supervision, manages project 
execution to adhere to schedule.    Under close supervision, coordinates activities of project personnel.    Under close 
supervision, coordinates the assignment of project work according to plan and schedule.    Participate in the 
development and maintenance of the detailed project schedule.Organizing, Planning, and Prioritizing Work:    
Participate in the development and maintenance of work breakdown structure (WBS).    Under close supervision, 
organizes project work into manageable groups.    Under close supervision, develops and maintains the project 
management plan.Making Decisions and Solving Problems:    Under close supervision, collaborates with project 
stakeholders to identify problems and resolves/escalates as appropriate.    Participate in the identification and 
management of project dependencies.    Under general supervision, manages project change control process.Updating 
and Using Relevant Knowledge:    Keep current with emerging project management skills, methodologies, and 
technologies.Analyzing Data or Information:    Tracks and reports project actuals against project plan.Selling or 
Influencing Others:    Under close supervision, participates in establishing and managing stakeholder 
expectations.Monitoring and Controlling Resources:    Assist with tracking and monitoring of project budget.    Assist in 
the tracking and reporting of team hours and expenses.Monitor Processes, Materials, or Surroundings:    Under close 
supervision, participates in project performance review.    Participate in monitoring and reporting on project schedule 
including critical path.    Participate in monitoring and tracking of project milestones and deliverables.    Participate in 
the identification of risks and the development of contingency plans.    Participates in project reviews and develops 
understanding of work breakdown structure.    Participate in project execution to adhere to defined scope.Coordinating 
the Work and Activities of Others:    Under close supervision, assigns duties and responsibilities to project personnel.    
Under close supervision, participates in guiding the appropriate project stakeholders in the development of the project 
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scope statement.Communicate with Persons Outside the Organization:    Under close supervision, participates in the 
management of external stakeholder communications.Getting Information:    Assist in the review and interpretation of 
business requirements and supporting project documentation.    Researches, collects and evaluates project data 
necessary to meet project reporting requirements.    Under close supervision, participates in gathering initial project 
requirements for project charter development.    Participate in the identification of internal and external project 
stakeholders.    Participate in the review of project proposals, cost estimates and budgets.Staffing Organizational Units:    
Under close supervision, participates in the identification of project roles, responsibilities, and skills required to achieve 
project goals.    Under close supervision, works with management to acquire team needed to staff the project.    Under 
close supervision, participates in the execution of the project human resource/staffing plan.Evaluating Information to 
Determine Compliance with Standards:    Participate in reviewing project deliverables to evaluate adherence to quality 
standards.    Participate in the review of project processes and procedures to evaluate adherence to State of TN project 
management methodology and agency standards.Communicating with Supervisors, Peers, or Subordinates:    Under 
close supervision, executes the project communication plan as detailed in the project management plan.    Under close 
supervision, participates in the communication of project and product expectations to project stakeholders.    Under 
close supervision, participates in reporting the project status to project stakeholders.    Under close supervision, 
participates in the communication and escalation of project issues to appropriate project stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Interpreting the Meaning of Information for Others:    Assist with the development of project reports and 
presentations.    Under close supervision, interprets and communicates project schedule to stakeholders.Coaching and 
Developing Others:    Under close supervision, participates in coaching project team members in the concepts and 
application of the project methodologies and principles.Judging the Qualities of Things, Services, or People:    Participate 
in managing project execution to continually validate project and product quality measurements.    Participate in 
establishing and managing project quality.    Participate in the identification and documentation of project success 
factors corresponding with quality measurements.Documenting/Recording Information:    Under close supervision, 
reviews project documentation for adherence to standards.    Under close supervision, manages compilation and 
storage of project documentation (central repository).    Participates and documents project post-closure review(s).    
Assist with the development of project close documentation.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Participate in the procurement process.Resolving Conflicts and Negotiating with Others:    
Exercises active listening techniques when faced with complaints or disputes and under close supervision, work with 
others to develop potential solutions or assist others in finding positive outcomes.Provide Consultation and Advice to 
Others:    Under close supervision, participates in the implementation of process improvements and methodology 
enhancements.Training and Teaching Others:    Under close supervision, participates in providing project methodology 
training and instruction to project team members.    Under close supervision, participates in the coordination and 
oversight of the project training plan execution. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Boss Relationships    Dealing with Ambiguity    Learning on the Fly    Perseverance    
Self Development    Self Knowledge    Technical Learning    Written CommunicationsKnowledge:    Clerical - Basic 
knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Project Management Knowledge - Basic knowledge of project management methodology    Basic understanding 
of interpersonal skills and Quality Management techniques    Basic understanding of Quality Management techniques    
Basic knowledge of reporting actuals against schedule    Basic knowledge of PM principles involved in monitoring project 
deliverables against scope documents    Knowledge of quality control, costs, and other techniques for maximizing the 
effective deployment of solution    Project Management - Knowledge of basic project management conceptsSkills:    
Active Learning - Understanding the implications of new information for both current and future problem solving and 
decision making    Active Listening - Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Monitoring - 
Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Reading Comprehension - Understanding written sentences and paragraphs in work related to make 
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improvements or take corrective action    Speaking - Talking to others to convey information effectively    Writing - 
Communicating effectively in writing as appropriate for the needs of the audience    Instructing - Teaching others how to 
do something    Time Management - Managing one's own time and the time of others    Establish and maintain 
cooperative and professional relationships with project team members    Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Motivating, and directing people as they 
work, identifying the best people for the job    Determining how money will be spent to get the work doneAbilities:    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/Audio-Video 
Equipment 
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076104 - PROJECT MANAGER-ASC 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5185 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Professional-level experience in any one of the following areas may substitute for the required 
college degree on a year-for-year basis to a maximum substitution of four years: (1) systematic analysis of overall work 
processes for business or information systems or (2) project management. Substitution of the Specific Associate's 
Degree for the Required Bachelor's Degree: Graduation from an accredited college or university with an associate's 
degree in computer information systems, computer technology or other related field may substitute for the required 
bachelor's degree. OR Two years of experience as a Business Analyst with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under close supervision, is responsible for planning, initiating, and managing information technology (IT) 
project.  Distinguishing Features: This is the entry-level class and under close supervision, is responsible for planning, 
initiating, and managing information technology (IT) project. This class differs from the intermediate class in that 
incumbents of the latter perform at the working-level with an intermediate understanding of the Project Manager 
duties/functions, and can perform some tasks independently, while contributing to team efforts. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Participate in developing or updating plans for projects including project 
objectives, technologies, systems, information specifications, schedules, funding, and staffing.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Participate in determining time, cost, resources, and 
materials needed to complete the project.Scheduling Work and Activities:    Under general supervision, manages project 
execution to adhere to schedule.    Under close supervision, coordinates activities of project personnel.    Under close 
supervision, coordinates the assignment of project work according to plan and schedule.    Participate in the 
development and maintenance of the detailed project schedule.Organizing, Planning, and Prioritizing Work:    
Participate in the development and maintenance of work breakdown structure (WBS).    Under close supervision, 
organizes project work into manageable groups.    Under close supervision, develops and maintains the project 
management plan.Making Decisions and Solving Problems:    Under close supervision, collaborates with project 
stakeholders to identify problems and resolves/escalates as appropriate.    Participate in the identification and 
management of project dependencies.    Under general supervision, manages project change control process.Updating 
and Using Relevant Knowledge:    Keep current with emerging project management skills, methodologies, and 
technologies.Analyzing Data or Information:    Tracks and reports project actuals against project plan.Selling or 
Influencing Others:    Under close supervision, participates in establishing and managing stakeholder 
expectations.Monitoring and Controlling Resources:    Assist with tracking and monitoring of project budget.    Assist in 
the tracking and reporting of team hours and expenses.Monitor Processes, Materials, or Surroundings:    Under close 
supervision, participates in project performance review.    Participate in monitoring and reporting on project schedule 
including critical path.    Participate in monitoring and tracking of project milestones and deliverables.    Participate in 
the identification of risks and the development of contingency plans.    Participates in project reviews and develops 
understanding of work breakdown structure.    Participate in project execution to adhere to defined scope.Coordinating 
the Work and Activities of Others:    Under close supervision, assigns duties and responsibilities to project personnel.    
Under close supervision, participates in guiding the appropriate project stakeholders in the development of the project 
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scope statement.Communicate with Persons Outside the Organization:    Under close supervision, participates in the 
management of external stakeholder communications.Getting Information:    Assist in the review and interpretation of 
business requirements and supporting project documentation.    Researches, collects and evaluates project data 
necessary to meet project reporting requirements.    Under close supervision, participates in gathering initial project 
requirements for project charter development.    Participate in the identification of internal and external project 
stakeholders.    Participate in the review of project proposals, cost estimates and budgets.Staffing Organizational Units:    
Under close supervision, participates in the identification of project roles, responsibilities, and skills required to achieve 
project goals.    Under close supervision, works with management to acquire team needed to staff the project.    Under 
close supervision, participates in the execution of the project human resource/staffing plan.Evaluating Information to 
Determine Compliance with Standards:    Participate in reviewing project deliverables to evaluate adherence to quality 
standards.    Participate in the review of project processes and procedures to evaluate adherence to State of TN project 
management methodology and agency standards.Communicating with Supervisors, Peers, or Subordinates:    Under 
close supervision, executes the project communication plan as detailed in the project management plan.    Under close 
supervision, participates in the communication of project and product expectations to project stakeholders.    Under 
close supervision, participates in reporting the project status to project stakeholders.    Under close supervision, 
participates in the communication and escalation of project issues to appropriate project stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Interpreting the Meaning of Information for Others:    Assist with the development of project reports and 
presentations.    Under close supervision, interprets and communicates project schedule to stakeholders.Coaching and 
Developing Others:    Under close supervision, participates in coaching project team members in the concepts and 
application of the project methodologies and principles.Judging the Qualities of Things, Services, or People:    Participate 
in managing project execution to continually validate project and product quality measurements.    Participate in 
establishing and managing project quality.    Participate in the identification and documentation of project success 
factors corresponding with quality measurements.Documenting/Recording Information:    Under close supervision, 
reviews project documentation for adherence to standards.    Under close supervision, manages compilation and 
storage of project documentation (central repository).    Participates and documents project post-closure review(s).    
Assist with the development of project close documentation.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Participate in the procurement process.Resolving Conflicts and Negotiating with Others:    
Exercises active listening techniques when faced with complaints or disputes and under close supervision, work with 
others to develop potential solutions or assist others in finding positive outcomes.Provide Consultation and Advice to 
Others:    Under close supervision, participates in the implementation of process improvements and methodology 
enhancements.Training and Teaching Others:    Under close supervision, participates in providing project methodology 
training and instruction to project team members.    Under close supervision, participates in the coordination and 
oversight of the project training plan execution. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Boss Relationships    Dealing with Ambiguity    Learning on the Fly    Perseverance    
Self Development    Self Knowledge    Technical Learning    Written CommunicationsKnowledge:    Clerical - Basic 
knowledge of Microsoft Office products    Customer and Personal Service - Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Education and Training - Knowledge of principles and methods for 
curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training 
effects    Project Management Knowledge - Basic knowledge of project management methodology    Basic understanding 
of interpersonal skills and Quality Management techniques    Basic understanding of Quality Management techniques    
Basic knowledge of reporting actuals against schedule    Basic knowledge of PM principles involved in monitoring project 
deliverables against scope documents    Knowledge of quality control, costs, and other techniques for maximizing the 
effective deployment of solution    Project Management - Knowledge of basic project management conceptsSkills:    
Active Learning - Understanding the implications of new information for both current and future problem solving and 
decision making    Active Listening - Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Monitoring - 
Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Reading Comprehension - Understanding written sentences and paragraphs in work related to make 
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improvements or take corrective action    Speaking - Talking to others to convey information effectively    Writing - 
Communicating effectively in writing as appropriate for the needs of the audience    Instructing - Teaching others how to 
do something    Time Management - Managing one's own time and the time of others    Establish and maintain 
cooperative and professional relationships with project team members    Identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Motivating, and directing people as they 
work, identifying the best people for the job    Determining how money will be spent to get the work doneAbilities:    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    Projector/Audio-Video 
Equipment 
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076105 - PROJECT MANAGER-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5186 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems or (2) project management.Substitution of Experience for Education: Professional-level 
experience in any one of the following areas may substitute for the required college degree on a year-for-year basis to a 
maximum substitution of four years: (1) systematic analysis of overall work processes for business or information 
systems or (2) project management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate's degree in computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORTwo years of experience as a 
Project Manager-Asc with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects.  Distinguishing Features: This is the working-level class with an intermediate understanding of the Project 
Manager duties/functions, can perform some tasks independently, while contributing to team efforts. This class differs 
from the Project Manager-Asc classification in that incumbents of the latter learn to plan, initiate, and manage 
information technology (IT) projects. This class differs from the Project Manager-Adv classification in that incumbents of 
the latter can work independently or strongly contribute to team efforts relative to Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines time, cost, resources, and 
materials needed to complete the project.Selling or Influencing Others:     Establishes and manages stakeholder 
expectationsResolving Conflicts and Negotiating with Others:    Manages and resolves project conflict.    Exercises active 
listening techniques when faced with complaints or disputes and works with others to develop potential solutions or 
assists others in finding positive outcomes.Scheduling Work and Activities:    Manages project execution to adhere to 
schedule.    Under general supervision, directs or coordinates activities of project personnel.    Coordinates the 
assignment of project work according to plan and schedule.    Develops the project schedule.Identifying Objects, Actions, 
and Events:    Participates in developing or updating plans for projects including project objectives, technologies, 
systems, information specifications, schedules, funding, and staffing.Monitoring and Controlling Resources:    Monitors 
the project budget and escalate variances as appropriate.    Tracks and reports team hours and expenses.Judging the 
Qualities of Things, Services, or People:    Manages project execution to continually validate project and product quality 
measurements.    Establishes and manages project quality.    Participates in the identification and documentation of 
project success factors corresponding with quality measurements.Making Decisions and Solving Problems:    Manages 
project change control process.    Collaborates with project stakeholders to identify problems and resolves/escalates as 
appropriate.Organizing, Planning, and Prioritizing Work:    Develops work breakdown structure (WBS).    Organizes 
project work into manageable groups.    Under general supervision, develops the project management 
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plan.Communicating with Supervisors, Peers, or Subordinates:    Executes the project communication plan as detailed in 
the project management plan.    Communicates project and product expectations to project stakeholders.    Reports 
project status to project stakeholders.    Communicates and escalates project issues to appropriate project 
stakeholders.Interpreting the Meaning of Information for Others:    Interprets and communicates a clear vision of the 
project objectives to stakeholders.    Interprets and communicates project schedule to stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Monitor Processes, Materials, or Surroundings:    Reviews and interprets information to assess project 
performance (including risks, constraints, and assumptions).    Monitors and reports on project schedule including 
critical path.    Monitors and tracks project milestones and deliverables.    Participates in the identification of risks and 
develops contingency plans.    Provides basic review of project activities including work breakdown structure.    
Participates in project execution to adhere to defined scope.Analyzing Data or Information:    Tracks, analyzes, and 
reports project actuals against project plan.Communicating with Persons Outside the Organization:    Manages external 
stakeholder communications.Staffing Organizational Units:    Identifies project roles, responsibilities, and skills required 
to achieve project goals.    Works with management to acquire team needed to staff the project.    Executes project 
human resource/staffing plan.Getting Information:    Assists in creating strategic planning documentation.    Reviews and 
interprets business requirements and supporting project documentation.    Prepares project status reports by collecting, 
analyzing, and summarizing information and trends.    Gathers initial project requirements for project charter 
development.    Participates in the identification of internal and external project stakeholders.    Verifies potential costs 
and funding sources for cost-benefit analysis.    Participates in project execution to adhere to defined scope.Provide 
Consultation and Advice to Others:    Participates in the implementation of process improvements and methodology 
enhancements.Coordinating the Work and Activities of Others:    Assigns duties, responsibilities, and spans of authority 
to project personnel.    Guides the appropriate project stakeholders in the development of the project scope 
statement.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Participates in the 
procurement process.Updating and Using Relevant Knowledge:    Keeps current with emerging project management 
skills, methodologies, and technologies.Coaching and Developing Others:    Coaches project team members in the 
concepts and application of the project methodologies and principles.    Identifies and escalates project team skill gaps 
as appropriate.Documenting/Recording Information:    Reviews project documentation for completeness and adherence 
to standards.    Manages the compilation and storage of project documentation (central repository).    Facilitates project 
post-closure review(s).    Creates project close documentation.Training and Teaching Others:    Provides project 
methodology training and instruction to project team members.    Coordinates and oversees the execution of the project 
training plan.Evaluating Information to Determine Compliance with Standards:    Reviews project deliverables to 
evaluate adherence to quality standards.    Participates in the review of project processes and procedures to evaluate 
adherence to State of TN project management methodology and agency standards. 
 
Competencies (KSA’s): 
Competencies:    Comfort around Higher Management    Composure    Customer Focus    Decision Quality    Informing    
Listening    Planning    Process Management    Self Development    Time Management    Written 
CommunicationsKnowledge:    Clerical - Basic knowledge of Microsoft Office products    Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction    Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects    Project Management Knowledge - Knowledge of what information is 
needed to create a project charter and status report    Knowledge of roles and responsibilities in a project    
Administration and Management - Knowledge of business and management principles involved in leadership technique, 
production methods, and coordination of people and resources    Communications and Media - Knowledge of media 
production, communication, and dissemination techniques and methods. This includes alternative ways to inform and 
entertain via written, oral, and visual media    Economics and Accounting - Knowledge of economic and accounting 
principles and practices, the financial markets, banking and the analysis and reporting of financial data    Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions    Estimating durations for project activities    Working understanding and 
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usage of interpersonal skills    Working knowledge of Quality management processes and tools    Intermediate 
knowledge of reporting actuals against schedule    Intermediate knowledge of PM principles involved in monitoring 
project deliverables against scope documents    Basic knowledge of principles and processes for communicating with 
stakeholders    Basic knowledge of principles and methods for curriculum and training design, teaching and instruction 
for individuals and groups, and the measurement of training effects    Intermediate knowledge of principles and 
processes for providing customer and personal services. This includes customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of principles and procedures for personnel 
selection, training, and personnel information systems    Knowledge of production processes, quality control, costs, and 
other techniques for maximizing the effective deployment of solution    Project Management - Knowledge of the 
following Project Management Areas: Integration, Scope, Time, QualitySkills:    Active Learning - Understanding the 
implications of new information for both current and future problem solving and decision making    Active Listening - 
Giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times    Monitoring - Monitoring/Assessing performance of 
yourself, other individuals, or organizations to make improvements or take corrective action    Reading Comprehension - 
Understanding written sentences and paragraphs in work related to make improvements or take corrective action    
Speaking - Talking to others to convey information effectively    Writing - Communicating effectively in writing as 
appropriate for the needs of the audience    Instructing - Teaching others how to do something    Time Management - 
Managing one's own time and the time of others    Critical Thinking - Using logic and reasoning to identify the strengths 
and weaknesses of alternative solutions, conclusions or approaches to problems    Coordination - Adjusting actions in 
relation to others' actions    Social Perceptiveness - Being aware of others' reactions and understanding why they react 
as they do    Quality Control Analysis - Conducting tests and inspections of products, services, or processes to evaluate 
quality or performance    Systems Evaluation - Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Management of Personnel Resources - 
Motivating, developing, and directing people as they work, identifying the best people for the job    Establish and 
maintain cooperative and professional relationships with project team members    Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Motivating, developing, and directing people as they work, identifying the best people for the job    
Determining how money will be spent to get the work done, and accounting for these expendituresAbilities:    Category 
Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different ways    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076105 - PROJECT MANAGER-INT 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5187 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems or (2) project management.Substitution of Experience for Education: Professional-level 
experience in any one of the following areas may substitute for the required college degree on a year-for-year basis to a 
maximum substitution of four years: (1) systematic analysis of overall work processes for business or information 
systems or (2) project management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate's degree in computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORTwo years of experience as a 
Project Manager-Asc with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects.  Distinguishing Features: This is the working-level class with an intermediate understanding of the Project 
Manager duties/functions, can perform some tasks independently, while contributing to team efforts. This class differs 
from the Project Manager-Asc classification in that incumbents of the latter learn to plan, initiate, and manage 
information technology (IT) projects. This class differs from the Project Manager-Adv classification in that incumbents of 
the latter can work independently or strongly contribute to team efforts relative to Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines time, cost, resources, and 
materials needed to complete the project.Selling or Influencing Others:     Establishes and manages stakeholder 
expectationsResolving Conflicts and Negotiating with Others:    Manages and resolves project conflict.    Exercises active 
listening techniques when faced with complaints or disputes and works with others to develop potential solutions or 
assists others in finding positive outcomes.Scheduling Work and Activities:    Manages project execution to adhere to 
schedule.    Under general supervision, directs or coordinates activities of project personnel.    Coordinates the 
assignment of project work according to plan and schedule.    Develops the project schedule.Identifying Objects, Actions, 
and Events:    Participates in developing or updating plans for projects including project objectives, technologies, 
systems, information specifications, schedules, funding, and staffing.Monitoring and Controlling Resources:    Monitors 
the project budget and escalate variances as appropriate.    Tracks and reports team hours and expenses.Judging the 
Qualities of Things, Services, or People:    Manages project execution to continually validate project and product quality 
measurements.    Establishes and manages project quality.    Participates in the identification and documentation of 
project success factors corresponding with quality measurements.Making Decisions and Solving Problems:    Manages 
project change control process.    Collaborates with project stakeholders to identify problems and resolves/escalates as 
appropriate.Organizing, Planning, and Prioritizing Work:    Develops work breakdown structure (WBS).    Organizes 
project work into manageable groups.    Under general supervision, develops the project management 
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plan.Communicating with Supervisors, Peers, or Subordinates:    Executes the project communication plan as detailed in 
the project management plan.    Communicates project and product expectations to project stakeholders.    Reports 
project status to project stakeholders.    Communicates and escalates project issues to appropriate project 
stakeholders.Interpreting the Meaning of Information for Others:    Interprets and communicates a clear vision of the 
project objectives to stakeholders.    Interprets and communicates project schedule to stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Monitor Processes, Materials, or Surroundings:    Reviews and interprets information to assess project 
performance (including risks, constraints, and assumptions).    Monitors and reports on project schedule including 
critical path.    Monitors and tracks project milestones and deliverables.    Participates in the identification of risks and 
develops contingency plans.    Provides basic review of project activities including work breakdown structure.    
Participates in project execution to adhere to defined scope.Analyzing Data or Information:    Tracks, analyzes, and 
reports project actuals against project plan.Communicating with Persons Outside the Organization:    Manages external 
stakeholder communications.Staffing Organizational Units:    Identifies project roles, responsibilities, and skills required 
to achieve project goals.    Works with management to acquire team needed to staff the project.    Executes project 
human resource/staffing plan.Getting Information:    Assists in creating strategic planning documentation.    Reviews and 
interprets business requirements and supporting project documentation.    Prepares project status reports by collecting, 
analyzing, and summarizing information and trends.    Gathers initial project requirements for project charter 
development.    Participates in the identification of internal and external project stakeholders.    Verifies potential costs 
and funding sources for cost-benefit analysis.    Participates in project execution to adhere to defined scope.Provide 
Consultation and Advice to Others:    Participates in the implementation of process improvements and methodology 
enhancements.Coordinating the Work and Activities of Others:    Assigns duties, responsibilities, and spans of authority 
to project personnel.    Guides the appropriate project stakeholders in the development of the project scope 
statement.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Participates in the 
procurement process.Updating and Using Relevant Knowledge:    Keeps current with emerging project management 
skills, methodologies, and technologies.Coaching and Developing Others:    Coaches project team members in the 
concepts and application of the project methodologies and principles.    Identifies and escalates project team skill gaps 
as appropriate.Documenting/Recording Information:    Reviews project documentation for completeness and adherence 
to standards.    Manages the compilation and storage of project documentation (central repository).    Facilitates project 
post-closure review(s).    Creates project close documentation.Training and Teaching Others:    Provides project 
methodology training and instruction to project team members.    Coordinates and oversees the execution of the project 
training plan.Evaluating Information to Determine Compliance with Standards:    Reviews project deliverables to 
evaluate adherence to quality standards.    Participates in the review of project processes and procedures to evaluate 
adherence to State of TN project management methodology and agency standards. 
 
Competencies (KSA’s): 
Competencies:    Comfort around Higher Management    Composure    Customer Focus    Decision Quality    Informing    
Listening    Planning    Process Management    Self Development    Time Management    Written 
CommunicationsKnowledge:    Clerical - Basic knowledge of Microsoft Office products    Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction    Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects    Project Management Knowledge - Knowledge of what information is 
needed to create a project charter and status report    Knowledge of roles and responsibilities in a project    
Administration and Management - Knowledge of business and management principles involved in leadership technique, 
production methods, and coordination of people and resources    Communications and Media - Knowledge of media 
production, communication, and dissemination techniques and methods. This includes alternative ways to inform and 
entertain via written, oral, and visual media    Economics and Accounting - Knowledge of economic and accounting 
principles and practices, the financial markets, banking and the analysis and reporting of financial data    Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions    Estimating durations for project activities    Working understanding and 
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usage of interpersonal skills    Working knowledge of Quality management processes and tools    Intermediate 
knowledge of reporting actuals against schedule    Intermediate knowledge of PM principles involved in monitoring 
project deliverables against scope documents    Basic knowledge of principles and processes for communicating with 
stakeholders    Basic knowledge of principles and methods for curriculum and training design, teaching and instruction 
for individuals and groups, and the measurement of training effects    Intermediate knowledge of principles and 
processes for providing customer and personal services. This includes customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of principles and procedures for personnel 
selection, training, and personnel information systems    Knowledge of production processes, quality control, costs, and 
other techniques for maximizing the effective deployment of solution    Project Management - Knowledge of the 
following Project Management Areas: Integration, Scope, Time, QualitySkills:    Active Learning - Understanding the 
implications of new information for both current and future problem solving and decision making    Active Listening - 
Giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times    Monitoring - Monitoring/Assessing performance of 
yourself, other individuals, or organizations to make improvements or take corrective action    Reading Comprehension - 
Understanding written sentences and paragraphs in work related to make improvements or take corrective action    
Speaking - Talking to others to convey information effectively    Writing - Communicating effectively in writing as 
appropriate for the needs of the audience    Instructing - Teaching others how to do something    Time Management - 
Managing one's own time and the time of others    Critical Thinking - Using logic and reasoning to identify the strengths 
and weaknesses of alternative solutions, conclusions or approaches to problems    Coordination - Adjusting actions in 
relation to others' actions    Social Perceptiveness - Being aware of others' reactions and understanding why they react 
as they do    Quality Control Analysis - Conducting tests and inspections of products, services, or processes to evaluate 
quality or performance    Systems Evaluation - Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Management of Personnel Resources - 
Motivating, developing, and directing people as they work, identifying the best people for the job    Establish and 
maintain cooperative and professional relationships with project team members    Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Motivating, developing, and directing people as they work, identifying the best people for the job    
Determining how money will be spent to get the work done, and accounting for these expendituresAbilities:    Category 
Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different ways    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076105 - PROJECT MANAGER-INT 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5188 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems or (2) project management.Substitution of Experience for Education: Professional-level 
experience in any one of the following areas may substitute for the required college degree on a year-for-year basis to a 
maximum substitution of four years: (1) systematic analysis of overall work processes for business or information 
systems or (2) project management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate's degree in computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORTwo years of experience as a 
Project Manager-Asc with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects.  Distinguishing Features: This is the working-level class with an intermediate understanding of the Project 
Manager duties/functions, can perform some tasks independently, while contributing to team efforts. This class differs 
from the Project Manager-Asc classification in that incumbents of the latter learn to plan, initiate, and manage 
information technology (IT) projects. This class differs from the Project Manager-Adv classification in that incumbents of 
the latter can work independently or strongly contribute to team efforts relative to Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines time, cost, resources, and 
materials needed to complete the project.Selling or Influencing Others:     Establishes and manages stakeholder 
expectationsResolving Conflicts and Negotiating with Others:    Manages and resolves project conflict.    Exercises active 
listening techniques when faced with complaints or disputes and works with others to develop potential solutions or 
assists others in finding positive outcomes.Scheduling Work and Activities:    Manages project execution to adhere to 
schedule.    Under general supervision, directs or coordinates activities of project personnel.    Coordinates the 
assignment of project work according to plan and schedule.    Develops the project schedule.Identifying Objects, Actions, 
and Events:    Participates in developing or updating plans for projects including project objectives, technologies, 
systems, information specifications, schedules, funding, and staffing.Monitoring and Controlling Resources:    Monitors 
the project budget and escalate variances as appropriate.    Tracks and reports team hours and expenses.Judging the 
Qualities of Things, Services, or People:    Manages project execution to continually validate project and product quality 
measurements.    Establishes and manages project quality.    Participates in the identification and documentation of 
project success factors corresponding with quality measurements.Making Decisions and Solving Problems:    Manages 
project change control process.    Collaborates with project stakeholders to identify problems and resolves/escalates as 
appropriate.Organizing, Planning, and Prioritizing Work:    Develops work breakdown structure (WBS).    Organizes 
project work into manageable groups.    Under general supervision, develops the project management 
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plan.Communicating with Supervisors, Peers, or Subordinates:    Executes the project communication plan as detailed in 
the project management plan.    Communicates project and product expectations to project stakeholders.    Reports 
project status to project stakeholders.    Communicates and escalates project issues to appropriate project 
stakeholders.Interpreting the Meaning of Information for Others:    Interprets and communicates a clear vision of the 
project objectives to stakeholders.    Interprets and communicates project schedule to stakeholders.Developing and 
Building Teams:    Creates a positive and pleasant work atmosphere where all contributors feel important and 
responsible.Monitor Processes, Materials, or Surroundings:    Reviews and interprets information to assess project 
performance (including risks, constraints, and assumptions).    Monitors and reports on project schedule including 
critical path.    Monitors and tracks project milestones and deliverables.    Participates in the identification of risks and 
develops contingency plans.    Provides basic review of project activities including work breakdown structure.    
Participates in project execution to adhere to defined scope.Analyzing Data or Information:    Tracks, analyzes, and 
reports project actuals against project plan.Communicating with Persons Outside the Organization:    Manages external 
stakeholder communications.Staffing Organizational Units:    Identifies project roles, responsibilities, and skills required 
to achieve project goals.    Works with management to acquire team needed to staff the project.    Executes project 
human resource/staffing plan.Getting Information:    Assists in creating strategic planning documentation.    Reviews and 
interprets business requirements and supporting project documentation.    Prepares project status reports by collecting, 
analyzing, and summarizing information and trends.    Gathers initial project requirements for project charter 
development.    Participates in the identification of internal and external project stakeholders.    Verifies potential costs 
and funding sources for cost-benefit analysis.    Participates in project execution to adhere to defined scope.Provide 
Consultation and Advice to Others:    Participates in the implementation of process improvements and methodology 
enhancements.Coordinating the Work and Activities of Others:    Assigns duties, responsibilities, and spans of authority 
to project personnel.    Guides the appropriate project stakeholders in the development of the project scope 
statement.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Participates in the 
procurement process.Updating and Using Relevant Knowledge:    Keeps current with emerging project management 
skills, methodologies, and technologies.Coaching and Developing Others:    Coaches project team members in the 
concepts and application of the project methodologies and principles.    Identifies and escalates project team skill gaps 
as appropriate.Documenting/Recording Information:    Reviews project documentation for completeness and adherence 
to standards.    Manages the compilation and storage of project documentation (central repository).    Facilitates project 
post-closure review(s).    Creates project close documentation.Training and Teaching Others:    Provides project 
methodology training and instruction to project team members.    Coordinates and oversees the execution of the project 
training plan.Evaluating Information to Determine Compliance with Standards:    Reviews project deliverables to 
evaluate adherence to quality standards.    Participates in the review of project processes and procedures to evaluate 
adherence to State of TN project management methodology and agency standards. 
 
Competencies (KSA’s): 
Competencies:    Comfort around Higher Management    Composure    Customer Focus    Decision Quality    Informing    
Listening    Planning    Process Management    Self Development    Time Management    Written 
CommunicationsKnowledge:    Clerical - Basic knowledge of Microsoft Office products    Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction    Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects    Project Management Knowledge - Knowledge of what information is 
needed to create a project charter and status report    Knowledge of roles and responsibilities in a project    
Administration and Management - Knowledge of business and management principles involved in leadership technique, 
production methods, and coordination of people and resources    Communications and Media - Knowledge of media 
production, communication, and dissemination techniques and methods. This includes alternative ways to inform and 
entertain via written, oral, and visual media    Economics and Accounting - Knowledge of economic and accounting 
principles and practices, the financial markets, banking and the analysis and reporting of financial data    Law and 
Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process    Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions    Estimating durations for project activities    Working understanding and 
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usage of interpersonal skills    Working knowledge of Quality management processes and tools    Intermediate 
knowledge of reporting actuals against schedule    Intermediate knowledge of PM principles involved in monitoring 
project deliverables against scope documents    Basic knowledge of principles and processes for communicating with 
stakeholders    Basic knowledge of principles and methods for curriculum and training design, teaching and instruction 
for individuals and groups, and the measurement of training effects    Intermediate knowledge of principles and 
processes for providing customer and personal services. This includes customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Knowledge of principles and procedures for personnel 
selection, training, and personnel information systems    Knowledge of production processes, quality control, costs, and 
other techniques for maximizing the effective deployment of solution    Project Management - Knowledge of the 
following Project Management Areas: Integration, Scope, Time, QualitySkills:    Active Learning - Understanding the 
implications of new information for both current and future problem solving and decision making    Active Listening - 
Giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times    Monitoring - Monitoring/Assessing performance of 
yourself, other individuals, or organizations to make improvements or take corrective action    Reading Comprehension - 
Understanding written sentences and paragraphs in work related to make improvements or take corrective action    
Speaking - Talking to others to convey information effectively    Writing - Communicating effectively in writing as 
appropriate for the needs of the audience    Instructing - Teaching others how to do something    Time Management - 
Managing one's own time and the time of others    Critical Thinking - Using logic and reasoning to identify the strengths 
and weaknesses of alternative solutions, conclusions or approaches to problems    Coordination - Adjusting actions in 
relation to others' actions    Social Perceptiveness - Being aware of others' reactions and understanding why they react 
as they do    Quality Control Analysis - Conducting tests and inspections of products, services, or processes to evaluate 
quality or performance    Systems Evaluation - Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system    Management of Personnel Resources - 
Motivating, developing, and directing people as they work, identifying the best people for the job    Establish and 
maintain cooperative and professional relationships with project team members    Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Motivating, developing, and directing people as they work, identifying the best people for the job    
Determining how money will be spent to get the work done, and accounting for these expendituresAbilities:    Category 
Flexibility - The ability to generate or use different sets of rules for combining or grouping things in different ways    
Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, not 
their quality, correctness, or creativity)    Information Ordering - The ability to arrange things or actions in a certain order 
or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Oral Comprehension - The ability to listen to and understand information and ideas presented through 
spoken words and sentences    Oral Expression - The ability to communicate information and ideas in speaking so others 
will understand    Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not 
involve solving the problem, only recognizing there is a problem    Time Sharing - The ability to shift back and forth 
between two or more activities or sources of information (such as speech, sounds, touch, or other sources)    Written 
Comprehension - The ability to read and understand information and ideas presented in writing    Written Expression - 
The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076106 - PROJECT MANAGER-SR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5192 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and six years of 
professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; one of the six years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; one of the six years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORFour years of experience as a 
Project Manager-Int with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects and may supervise other project staff members.  Distinguishing Features: The Project Manager-Sr class can 
either work independently or strongly contributes to team efforts relative to the Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. This class differs from the 
intermediate class in that incumbents of the latter may supervise other staff and performs at the working-level with an 
intermediate understanding of the Project Manager duties/functions and can perform some tasks independently while 
contributing to team efforts.   This class differs from the Project Dir in that incumbents of the latter provides oversight 
and is responsible for planning, initiating, and managing large, complex information technology (IT) projects.  
 
Work Activities: 
Identifying Objects, Actions, and Events: Develops or updates plans for projects including project objectives, 
technologies, systems, information specifications, schedules, funding, and staffing.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines time, cost, resources, and materials needed to complete 
the project.Selling or Influencing Others: Establishes and manages stakeholder expectations.Making Decisions and 
Solving Problems: Collaborates with project stakeholders to identify and resolve/escalate problems as appropriate. 
Identifies and manages project dependencies. Manages project change control process.Analyzing Data or Information: 
Tracks, analyzes, and reports project actuals against project plan.Resolving Conflicts and Negotiating with Others: Under 
general supervision, manages and resolves project conflict. Exercises active listening techniques when faced with 
complaints or disputes and develop potential solutions or assist others in finding positive outcomes.Scheduling Work 
and Activities: Manages project execution to adhere to schedule. Directs or coordinates activities of project personnel. 
Coordinates the assignment of project work according to plan and schedule. Develops project schedule.Coordinating the 
Work and Activities of Others: Assigns duties, responsibilities, and spans of authority to project personnel. Under 
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general supervision, guides project stakeholders in the development of the project scope statement.Communicating 
with Persons Outside the Organization: Manages external stakeholder communications.Monitor Processes, Materials, or 
Surroundings: Reviews and interprets information to assess project performance (including risks, constraints, and 
assumptions). Monitors and reports on project schedule including critical path. Monitors and tracks project milestones 
and deliverables. Identifies risks and develops contingency plans. Monitors project activities including work breakdown 
structure. Manages project execution to adhere to defined scope.Organizing, Planning, and Prioritizing Work: Develops 
work breakdown structure (WBS). Organizes project work into manageable groups. Develops the project management 
plan.Interpreting the Meaning of Information for Others: Interprets and communicates a clear vision of the project 
objectives. Interprets and communicates project schedule.Communicating with Supervisors, Peers, or Subordinates: 
Executes the project communication plan as detailed in the project management plan. Communicates project and 
product expectations to project stakeholders. Reports project status to project stakeholders. Communicates and 
escalate project issues to appropriate project stakeholders.Developing and Building Teams: Creates a positive and 
pleasant work atmosphere where all contributors feel important and responsible.Getting Information: Participates in 
the development of strategic planning documentation. Reviews and interprets business requirements and supporting 
project documentation. Prepares project status reports by collecting, analyzing, and summarizing information and 
trends. Gathers initial project requirements for project charter development. Identifies internal and external project 
stakeholders. Facilitates the estimation of potential costs and verifies funding sources for cost-benefit analysis.Staffing 
Organizational Units: Under general supervision, identifies project roles, responsibilities, and skills required to achieve 
project goals. Works with management to acquire team needed to staff the project. Executes project human 
resource/staffing plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Under general 
supervision, facilitates the procurement process.Judging the Qualities of Things, Services, or People: Manages project 
execution to continually verify project and product quality measurements. Establishes and manages project quality. 
Identifies and documents project success factors corresponding with quality measurements.Guiding, Directing, and 
Motivating Subordinates: Provides input on job performance plans and holds discussions with employees as 
appropriate. Provides feedback on areas for improvement, including notations on positive performance. Provides input 
on scheduled evaluations.Evaluating Information to Determine Compliance with Standards: Reviews project deliverables 
to evaluate adherence to quality standards. Reviews project processes and procedures to evaluate adherence to State of 
TN project management methodology and agency standards.Updating and Using Relevant Knowledge: Keeps current 
with emerging project management skills, methodologies, and technologies.Provide Consultation and Advice to Others: 
Recommends potential process improvements and methodology enhancements.Monitoring and Controlling Resources: 
Monitors and manages costs against the project budget. Tracks and reports team hours and expenses and identify 
variances.Training and Teaching Others: Provides project methodology training and instruction to project team 
members. Develops the project training plan.Coaching and Developing Others: Coaches project team members in the 
concepts and application of the project methodologies and principles. Coaches project managers to enhance their 
understanding and use of project methodologies and principles. Identifies and escalates project team skill gaps as 
appropriate.Documenting/Recording Information: Reviews project documentation for completeness and adherence to 
standards. Manages the compilation and storage of project documentation (central repository). Facilitates project post-
closure review(s). Creates project close documentation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Comfort around Higher Management Customer Focus Dealing with Ambiguity 
Delegation Directing Others Organizational Agility Organizing Planning Process Management Written 
CommunicationsKnowledge: Clerical - Basic knowledge of Microsoft Office products Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects Project Management Knowledge - Advanced knowledge of Project 
Management methodology Administration and Management - Knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources Personnel and Human 
Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, labor relations and negotiation, and personnel information systems Communications and Media - Knowledge 
of media production, communication, and dissemination techniques and methods. This includes alternative ways to 
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inform and entertain via written, oral, and visual media Economics and Accounting - Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data Law 
and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive 
orders, agency rules, and the democratic political process Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status Advanced knowledge of interpersonal skills and techniques Advanced knowledge of Quality Management 
processes and tools Advanced knowledge of reporting actuals against schedule Advanced knowledge of PM principles 
involved in monitoring project deliverables against scope documents General knowledge of principles and processes for 
communicating with stakeholders Advanced knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Advanced knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction Knowledge of principles and procedures 
for personnel recruitment, selection, training, labor relations and negotiation, and personnel information systems 
Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the 
effective deployment of solution Project Management - Knowledge of all Project Management Areas (Risk, 
Communication, HR, Procurement, Cost, Integration, Scope, Time, Quality) Project Management - Knowledge of project 
management information systems (ex. MS Project, Primavera)Skills: Active Learning - Understanding the implications of 
new information for both current and future problem solving and decision making Active Listening - Giving full attention 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action Speaking - Talking to others 
to convey information effectively Writing - Communicating effectively in writing as appropriate for the needs of the 
audience Instructing - Teaching others how to do something Time Management - Managing one's own time and the time 
of others Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems Coordination - Adjusting actions in relation to others' actions Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do Quality Control Analysis - 
Conducting tests and inspections of products, services, or processes to evaluate quality or performance Systems 
Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Management of Personnel Resources - Motivating, developing, and 
directing people as they work, identifying the best people for the job Negotiation - Bringing others together and trying 
to reconcile differences Complex Problem Solving - Identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Judgment and Decision Analysis - Considering the relative costs 
and benefits of potential actions to choose the most appropriate one Management of Financial Resources - Determining 
how money will be spent to get the work done, and accounting for these expenditures Establish and maintain 
cooperative and professional relationships to meet project goals and objectives Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Motivating, developing, and directing people as they work, identifying the best people for the job Determining 
how money will be spent to get the work done, and accounting for these expendituresAbilities: Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways Fluency of Ideas - The 
ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, 
or creativity) Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Oral 
Comprehension - The ability to listen to and understand information and ideas presented through spoken words and 
sentences Oral Expression - The ability to communicate information and ideas in speaking so others will understand 
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Written Comprehension - The 
ability to read and understand information and ideas presented in writing Written Expression - The ability to 
communicate information and ideas in writing so others will understand 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076106 - PROJECT MANAGER-SR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5193 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and six years of 
professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; one of the six years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; one of the six years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORFour years of experience as a 
Project Manager-Int with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects and may supervise other project staff members.  Distinguishing Features: The Project Manager-Sr class can 
either work independently or strongly contributes to team efforts relative to the Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. This class differs from the 
intermediate class in that incumbents of the latter may supervise other staff and performs at the working-level with an 
intermediate understanding of the Project Manager duties/functions and can perform some tasks independently while 
contributing to team efforts.   This class differs from the Project Dir in that incumbents of the latter provides oversight 
and is responsible for planning, initiating, and managing large, complex information technology (IT) projects.  
 
Work Activities: 
Identifying Objects, Actions, and Events: Develops or updates plans for projects including project objectives, 
technologies, systems, information specifications, schedules, funding, and staffing.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines time, cost, resources, and materials needed to complete 
the project.Selling or Influencing Others: Establishes and manages stakeholder expectations.Making Decisions and 
Solving Problems: Collaborates with project stakeholders to identify and resolve/escalate problems as appropriate. 
Identifies and manages project dependencies. Manages project change control process.Analyzing Data or Information: 
Tracks, analyzes, and reports project actuals against project plan.Resolving Conflicts and Negotiating with Others: Under 
general supervision, manages and resolves project conflict. Exercises active listening techniques when faced with 
complaints or disputes and develop potential solutions or assist others in finding positive outcomes.Scheduling Work 
and Activities: Manages project execution to adhere to schedule. Directs or coordinates activities of project personnel. 
Coordinates the assignment of project work according to plan and schedule. Develops project schedule.Coordinating the 
Work and Activities of Others: Assigns duties, responsibilities, and spans of authority to project personnel. Under 
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general supervision, guides project stakeholders in the development of the project scope statement.Communicating 
with Persons Outside the Organization: Manages external stakeholder communications.Monitor Processes, Materials, or 
Surroundings: Reviews and interprets information to assess project performance (including risks, constraints, and 
assumptions). Monitors and reports on project schedule including critical path. Monitors and tracks project milestones 
and deliverables. Identifies risks and develops contingency plans. Monitors project activities including work breakdown 
structure. Manages project execution to adhere to defined scope.Organizing, Planning, and Prioritizing Work: Develops 
work breakdown structure (WBS). Organizes project work into manageable groups. Develops the project management 
plan.Interpreting the Meaning of Information for Others: Interprets and communicates a clear vision of the project 
objectives. Interprets and communicates project schedule.Communicating with Supervisors, Peers, or Subordinates: 
Executes the project communication plan as detailed in the project management plan. Communicates project and 
product expectations to project stakeholders. Reports project status to project stakeholders. Communicates and 
escalate project issues to appropriate project stakeholders.Developing and Building Teams: Creates a positive and 
pleasant work atmosphere where all contributors feel important and responsible.Getting Information: Participates in 
the development of strategic planning documentation. Reviews and interprets business requirements and supporting 
project documentation. Prepares project status reports by collecting, analyzing, and summarizing information and 
trends. Gathers initial project requirements for project charter development. Identifies internal and external project 
stakeholders. Facilitates the estimation of potential costs and verifies funding sources for cost-benefit analysis.Staffing 
Organizational Units: Under general supervision, identifies project roles, responsibilities, and skills required to achieve 
project goals. Works with management to acquire team needed to staff the project. Executes project human 
resource/staffing plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Under general 
supervision, facilitates the procurement process.Judging the Qualities of Things, Services, or People: Manages project 
execution to continually verify project and product quality measurements. Establishes and manages project quality. 
Identifies and documents project success factors corresponding with quality measurements.Guiding, Directing, and 
Motivating Subordinates: Provides input on job performance plans and holds discussions with employees as 
appropriate. Provides feedback on areas for improvement, including notations on positive performance. Provides input 
on scheduled evaluations.Evaluating Information to Determine Compliance with Standards: Reviews project deliverables 
to evaluate adherence to quality standards. Reviews project processes and procedures to evaluate adherence to State of 
TN project management methodology and agency standards.Updating and Using Relevant Knowledge: Keeps current 
with emerging project management skills, methodologies, and technologies.Provide Consultation and Advice to Others: 
Recommends potential process improvements and methodology enhancements.Monitoring and Controlling Resources: 
Monitors and manages costs against the project budget. Tracks and reports team hours and expenses and identify 
variances.Training and Teaching Others: Provides project methodology training and instruction to project team 
members. Develops the project training plan.Coaching and Developing Others: Coaches project team members in the 
concepts and application of the project methodologies and principles. Coaches project managers to enhance their 
understanding and use of project methodologies and principles. Identifies and escalates project team skill gaps as 
appropriate.Documenting/Recording Information: Reviews project documentation for completeness and adherence to 
standards. Manages the compilation and storage of project documentation (central repository). Facilitates project post-
closure review(s). Creates project close documentation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Comfort around Higher Management Customer Focus Dealing with Ambiguity 
Delegation Directing Others Organizational Agility Organizing Planning Process Management Written 
CommunicationsKnowledge: Clerical - Basic knowledge of Microsoft Office products Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects Project Management Knowledge - Advanced knowledge of Project 
Management methodology Administration and Management - Knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources Personnel and Human 
Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, labor relations and negotiation, and personnel information systems Communications and Media - Knowledge 
of media production, communication, and dissemination techniques and methods. This includes alternative ways to 
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inform and entertain via written, oral, and visual media Economics and Accounting - Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data Law 
and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive 
orders, agency rules, and the democratic political process Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status Advanced knowledge of interpersonal skills and techniques Advanced knowledge of Quality Management 
processes and tools Advanced knowledge of reporting actuals against schedule Advanced knowledge of PM principles 
involved in monitoring project deliverables against scope documents General knowledge of principles and processes for 
communicating with stakeholders Advanced knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Advanced knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction Knowledge of principles and procedures 
for personnel recruitment, selection, training, labor relations and negotiation, and personnel information systems 
Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the 
effective deployment of solution Project Management - Knowledge of all Project Management Areas (Risk, 
Communication, HR, Procurement, Cost, Integration, Scope, Time, Quality) Project Management - Knowledge of project 
management information systems (ex. MS Project, Primavera)Skills: Active Learning - Understanding the implications of 
new information for both current and future problem solving and decision making Active Listening - Giving full attention 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action Speaking - Talking to others 
to convey information effectively Writing - Communicating effectively in writing as appropriate for the needs of the 
audience Instructing - Teaching others how to do something Time Management - Managing one's own time and the time 
of others Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems Coordination - Adjusting actions in relation to others' actions Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do Quality Control Analysis - 
Conducting tests and inspections of products, services, or processes to evaluate quality or performance Systems 
Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Management of Personnel Resources - Motivating, developing, and 
directing people as they work, identifying the best people for the job Negotiation - Bringing others together and trying 
to reconcile differences Complex Problem Solving - Identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Judgment and Decision Analysis - Considering the relative costs 
and benefits of potential actions to choose the most appropriate one Management of Financial Resources - Determining 
how money will be spent to get the work done, and accounting for these expenditures Establish and maintain 
cooperative and professional relationships to meet project goals and objectives Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Motivating, developing, and directing people as they work, identifying the best people for the job Determining 
how money will be spent to get the work done, and accounting for these expendituresAbilities: Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways Fluency of Ideas - The 
ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, 
or creativity) Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Oral 
Comprehension - The ability to listen to and understand information and ideas presented through spoken words and 
sentences Oral Expression - The ability to communicate information and ideas in speaking so others will understand 
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Written Comprehension - The 
ability to read and understand information and ideas presented in writing Written Expression - The ability to 
communicate information and ideas in writing so others will understand 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076106 - PROJECT MANAGER-SR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5194 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and six years of 
professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; one of the six years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; one of the six years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORFour years of experience as a 
Project Manager-Int with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects and may supervise other project staff members.  Distinguishing Features: The Project Manager-Sr class can 
either work independently or strongly contributes to team efforts relative to the Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. This class differs from the 
intermediate class in that incumbents of the latter may supervise other staff and performs at the working-level with an 
intermediate understanding of the Project Manager duties/functions and can perform some tasks independently while 
contributing to team efforts.   This class differs from the Project Dir in that incumbents of the latter provides oversight 
and is responsible for planning, initiating, and managing large, complex information technology (IT) projects.  
 
Work Activities: 
Identifying Objects, Actions, and Events: Develops or updates plans for projects including project objectives, 
technologies, systems, information specifications, schedules, funding, and staffing.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines time, cost, resources, and materials needed to complete 
the project.Selling or Influencing Others: Establishes and manages stakeholder expectations.Making Decisions and 
Solving Problems: Collaborates with project stakeholders to identify and resolve/escalate problems as appropriate. 
Identifies and manages project dependencies. Manages project change control process.Analyzing Data or Information: 
Tracks, analyzes, and reports project actuals against project plan.Resolving Conflicts and Negotiating with Others: Under 
general supervision, manages and resolves project conflict. Exercises active listening techniques when faced with 
complaints or disputes and develop potential solutions or assist others in finding positive outcomes.Scheduling Work 
and Activities: Manages project execution to adhere to schedule. Directs or coordinates activities of project personnel. 
Coordinates the assignment of project work according to plan and schedule. Develops project schedule.Coordinating the 
Work and Activities of Others: Assigns duties, responsibilities, and spans of authority to project personnel. Under 
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general supervision, guides project stakeholders in the development of the project scope statement.Communicating 
with Persons Outside the Organization: Manages external stakeholder communications.Monitor Processes, Materials, or 
Surroundings: Reviews and interprets information to assess project performance (including risks, constraints, and 
assumptions). Monitors and reports on project schedule including critical path. Monitors and tracks project milestones 
and deliverables. Identifies risks and develops contingency plans. Monitors project activities including work breakdown 
structure. Manages project execution to adhere to defined scope.Organizing, Planning, and Prioritizing Work: Develops 
work breakdown structure (WBS). Organizes project work into manageable groups. Develops the project management 
plan.Interpreting the Meaning of Information for Others: Interprets and communicates a clear vision of the project 
objectives. Interprets and communicates project schedule.Communicating with Supervisors, Peers, or Subordinates: 
Executes the project communication plan as detailed in the project management plan. Communicates project and 
product expectations to project stakeholders. Reports project status to project stakeholders. Communicates and 
escalate project issues to appropriate project stakeholders.Developing and Building Teams: Creates a positive and 
pleasant work atmosphere where all contributors feel important and responsible.Getting Information: Participates in 
the development of strategic planning documentation. Reviews and interprets business requirements and supporting 
project documentation. Prepares project status reports by collecting, analyzing, and summarizing information and 
trends. Gathers initial project requirements for project charter development. Identifies internal and external project 
stakeholders. Facilitates the estimation of potential costs and verifies funding sources for cost-benefit analysis.Staffing 
Organizational Units: Under general supervision, identifies project roles, responsibilities, and skills required to achieve 
project goals. Works with management to acquire team needed to staff the project. Executes project human 
resource/staffing plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Under general 
supervision, facilitates the procurement process.Judging the Qualities of Things, Services, or People: Manages project 
execution to continually verify project and product quality measurements. Establishes and manages project quality. 
Identifies and documents project success factors corresponding with quality measurements.Guiding, Directing, and 
Motivating Subordinates: Provides input on job performance plans and holds discussions with employees as 
appropriate. Provides feedback on areas for improvement, including notations on positive performance. Provides input 
on scheduled evaluations.Evaluating Information to Determine Compliance with Standards: Reviews project deliverables 
to evaluate adherence to quality standards. Reviews project processes and procedures to evaluate adherence to State of 
TN project management methodology and agency standards.Updating and Using Relevant Knowledge: Keeps current 
with emerging project management skills, methodologies, and technologies.Provide Consultation and Advice to Others: 
Recommends potential process improvements and methodology enhancements.Monitoring and Controlling Resources: 
Monitors and manages costs against the project budget. Tracks and reports team hours and expenses and identify 
variances.Training and Teaching Others: Provides project methodology training and instruction to project team 
members. Develops the project training plan.Coaching and Developing Others: Coaches project team members in the 
concepts and application of the project methodologies and principles. Coaches project managers to enhance their 
understanding and use of project methodologies and principles. Identifies and escalates project team skill gaps as 
appropriate.Documenting/Recording Information: Reviews project documentation for completeness and adherence to 
standards. Manages the compilation and storage of project documentation (central repository). Facilitates project post-
closure review(s). Creates project close documentation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Comfort around Higher Management Customer Focus Dealing with Ambiguity 
Delegation Directing Others Organizational Agility Organizing Planning Process Management Written 
CommunicationsKnowledge: Clerical - Basic knowledge of Microsoft Office products Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects Project Management Knowledge - Advanced knowledge of Project 
Management methodology Administration and Management - Knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources Personnel and Human 
Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, labor relations and negotiation, and personnel information systems Communications and Media - Knowledge 
of media production, communication, and dissemination techniques and methods. This includes alternative ways to 
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inform and entertain via written, oral, and visual media Economics and Accounting - Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data Law 
and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive 
orders, agency rules, and the democratic political process Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status Advanced knowledge of interpersonal skills and techniques Advanced knowledge of Quality Management 
processes and tools Advanced knowledge of reporting actuals against schedule Advanced knowledge of PM principles 
involved in monitoring project deliverables against scope documents General knowledge of principles and processes for 
communicating with stakeholders Advanced knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Advanced knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction Knowledge of principles and procedures 
for personnel recruitment, selection, training, labor relations and negotiation, and personnel information systems 
Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the 
effective deployment of solution Project Management - Knowledge of all Project Management Areas (Risk, 
Communication, HR, Procurement, Cost, Integration, Scope, Time, Quality) Project Management - Knowledge of project 
management information systems (ex. MS Project, Primavera)Skills: Active Learning - Understanding the implications of 
new information for both current and future problem solving and decision making Active Listening - Giving full attention 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action Speaking - Talking to others 
to convey information effectively Writing - Communicating effectively in writing as appropriate for the needs of the 
audience Instructing - Teaching others how to do something Time Management - Managing one's own time and the time 
of others Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems Coordination - Adjusting actions in relation to others' actions Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do Quality Control Analysis - 
Conducting tests and inspections of products, services, or processes to evaluate quality or performance Systems 
Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Management of Personnel Resources - Motivating, developing, and 
directing people as they work, identifying the best people for the job Negotiation - Bringing others together and trying 
to reconcile differences Complex Problem Solving - Identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Judgment and Decision Analysis - Considering the relative costs 
and benefits of potential actions to choose the most appropriate one Management of Financial Resources - Determining 
how money will be spent to get the work done, and accounting for these expenditures Establish and maintain 
cooperative and professional relationships to meet project goals and objectives Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Motivating, developing, and directing people as they work, identifying the best people for the job Determining 
how money will be spent to get the work done, and accounting for these expendituresAbilities: Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways Fluency of Ideas - The 
ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, 
or creativity) Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Oral 
Comprehension - The ability to listen to and understand information and ideas presented through spoken words and 
sentences Oral Expression - The ability to communicate information and ideas in speaking so others will understand 
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Written Comprehension - The 
ability to read and understand information and ideas presented in writing Written Expression - The ability to 
communicate information and ideas in writing so others will understand 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076106 - PROJECT MANAGER-SR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5195 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and six years of 
professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; one of the six years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; one of the six years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORFour years of experience as a 
Project Manager-Int with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects and may supervise other project staff members.  Distinguishing Features: The Project Manager-Sr class can 
either work independently or strongly contributes to team efforts relative to the Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. This class differs from the 
intermediate class in that incumbents of the latter may supervise other staff and performs at the working-level with an 
intermediate understanding of the Project Manager duties/functions and can perform some tasks independently while 
contributing to team efforts.   This class differs from the Project Dir in that incumbents of the latter provides oversight 
and is responsible for planning, initiating, and managing large, complex information technology (IT) projects.  
 
Work Activities: 
Identifying Objects, Actions, and Events: Develops or updates plans for projects including project objectives, 
technologies, systems, information specifications, schedules, funding, and staffing.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines time, cost, resources, and materials needed to complete 
the project.Selling or Influencing Others: Establishes and manages stakeholder expectations.Making Decisions and 
Solving Problems: Collaborates with project stakeholders to identify and resolve/escalate problems as appropriate. 
Identifies and manages project dependencies. Manages project change control process.Analyzing Data or Information: 
Tracks, analyzes, and reports project actuals against project plan.Resolving Conflicts and Negotiating with Others: Under 
general supervision, manages and resolves project conflict. Exercises active listening techniques when faced with 
complaints or disputes and develop potential solutions or assist others in finding positive outcomes.Scheduling Work 
and Activities: Manages project execution to adhere to schedule. Directs or coordinates activities of project personnel. 
Coordinates the assignment of project work according to plan and schedule. Develops project schedule.Coordinating the 
Work and Activities of Others: Assigns duties, responsibilities, and spans of authority to project personnel. Under 
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general supervision, guides project stakeholders in the development of the project scope statement.Communicating 
with Persons Outside the Organization: Manages external stakeholder communications.Monitor Processes, Materials, or 
Surroundings: Reviews and interprets information to assess project performance (including risks, constraints, and 
assumptions). Monitors and reports on project schedule including critical path. Monitors and tracks project milestones 
and deliverables. Identifies risks and develops contingency plans. Monitors project activities including work breakdown 
structure. Manages project execution to adhere to defined scope.Organizing, Planning, and Prioritizing Work: Develops 
work breakdown structure (WBS). Organizes project work into manageable groups. Develops the project management 
plan.Interpreting the Meaning of Information for Others: Interprets and communicates a clear vision of the project 
objectives. Interprets and communicates project schedule.Communicating with Supervisors, Peers, or Subordinates: 
Executes the project communication plan as detailed in the project management plan. Communicates project and 
product expectations to project stakeholders. Reports project status to project stakeholders. Communicates and 
escalate project issues to appropriate project stakeholders.Developing and Building Teams: Creates a positive and 
pleasant work atmosphere where all contributors feel important and responsible.Getting Information: Participates in 
the development of strategic planning documentation. Reviews and interprets business requirements and supporting 
project documentation. Prepares project status reports by collecting, analyzing, and summarizing information and 
trends. Gathers initial project requirements for project charter development. Identifies internal and external project 
stakeholders. Facilitates the estimation of potential costs and verifies funding sources for cost-benefit analysis.Staffing 
Organizational Units: Under general supervision, identifies project roles, responsibilities, and skills required to achieve 
project goals. Works with management to acquire team needed to staff the project. Executes project human 
resource/staffing plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Under general 
supervision, facilitates the procurement process.Judging the Qualities of Things, Services, or People: Manages project 
execution to continually verify project and product quality measurements. Establishes and manages project quality. 
Identifies and documents project success factors corresponding with quality measurements.Guiding, Directing, and 
Motivating Subordinates: Provides input on job performance plans and holds discussions with employees as 
appropriate. Provides feedback on areas for improvement, including notations on positive performance. Provides input 
on scheduled evaluations.Evaluating Information to Determine Compliance with Standards: Reviews project deliverables 
to evaluate adherence to quality standards. Reviews project processes and procedures to evaluate adherence to State of 
TN project management methodology and agency standards.Updating and Using Relevant Knowledge: Keeps current 
with emerging project management skills, methodologies, and technologies.Provide Consultation and Advice to Others: 
Recommends potential process improvements and methodology enhancements.Monitoring and Controlling Resources: 
Monitors and manages costs against the project budget. Tracks and reports team hours and expenses and identify 
variances.Training and Teaching Others: Provides project methodology training and instruction to project team 
members. Develops the project training plan.Coaching and Developing Others: Coaches project team members in the 
concepts and application of the project methodologies and principles. Coaches project managers to enhance their 
understanding and use of project methodologies and principles. Identifies and escalates project team skill gaps as 
appropriate.Documenting/Recording Information: Reviews project documentation for completeness and adherence to 
standards. Manages the compilation and storage of project documentation (central repository). Facilitates project post-
closure review(s). Creates project close documentation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Comfort around Higher Management Customer Focus Dealing with Ambiguity 
Delegation Directing Others Organizational Agility Organizing Planning Process Management Written 
CommunicationsKnowledge: Clerical - Basic knowledge of Microsoft Office products Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects Project Management Knowledge - Advanced knowledge of Project 
Management methodology Administration and Management - Knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources Personnel and Human 
Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, labor relations and negotiation, and personnel information systems Communications and Media - Knowledge 
of media production, communication, and dissemination techniques and methods. This includes alternative ways to 
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inform and entertain via written, oral, and visual media Economics and Accounting - Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data Law 
and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive 
orders, agency rules, and the democratic political process Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status Advanced knowledge of interpersonal skills and techniques Advanced knowledge of Quality Management 
processes and tools Advanced knowledge of reporting actuals against schedule Advanced knowledge of PM principles 
involved in monitoring project deliverables against scope documents General knowledge of principles and processes for 
communicating with stakeholders Advanced knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Advanced knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction Knowledge of principles and procedures 
for personnel recruitment, selection, training, labor relations and negotiation, and personnel information systems 
Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the 
effective deployment of solution Project Management - Knowledge of all Project Management Areas (Risk, 
Communication, HR, Procurement, Cost, Integration, Scope, Time, Quality) Project Management - Knowledge of project 
management information systems (ex. MS Project, Primavera)Skills: Active Learning - Understanding the implications of 
new information for both current and future problem solving and decision making Active Listening - Giving full attention 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action Speaking - Talking to others 
to convey information effectively Writing - Communicating effectively in writing as appropriate for the needs of the 
audience Instructing - Teaching others how to do something Time Management - Managing one's own time and the time 
of others Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems Coordination - Adjusting actions in relation to others' actions Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do Quality Control Analysis - 
Conducting tests and inspections of products, services, or processes to evaluate quality or performance Systems 
Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Management of Personnel Resources - Motivating, developing, and 
directing people as they work, identifying the best people for the job Negotiation - Bringing others together and trying 
to reconcile differences Complex Problem Solving - Identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Judgment and Decision Analysis - Considering the relative costs 
and benefits of potential actions to choose the most appropriate one Management of Financial Resources - Determining 
how money will be spent to get the work done, and accounting for these expenditures Establish and maintain 
cooperative and professional relationships to meet project goals and objectives Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Motivating, developing, and directing people as they work, identifying the best people for the job Determining 
how money will be spent to get the work done, and accounting for these expendituresAbilities: Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways Fluency of Ideas - The 
ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, 
or creativity) Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Oral 
Comprehension - The ability to listen to and understand information and ideas presented through spoken words and 
sentences Oral Expression - The ability to communicate information and ideas in speaking so others will understand 
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Written Comprehension - The 
ability to read and understand information and ideas presented in writing Written Expression - The ability to 
communicate information and ideas in writing so others will understand 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076106 - PROJECT MANAGER-SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5196 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, and six years of 
professional level experience in any one of the following areas: (1) systematic analysis of overall work processes for 
business or information systems; or (2) project management; one of the six years must include being a leading team 
member of a project or project management.Substitution of Experience for Education: Professional-level experience in 
any one of the following areas may substitute for the required college degree on a year-for-year basis to a maximum 
substitution of four years: (1) systematic analysis of overall work processes for business or information systems; (2) 
project management; one of the six years must include being a leading team member of a project or project 
management.Substitution of the Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an associate's degree in project management, computer information systems, 
computer technology or other related field may substitute for the required bachelor's degree.Substitution of Graduate 
Coursework for the Required Experience: Any additional graduate coursework in project management, computer 
information systems, computer networking technology, computer technology or other related field may substitute for 
the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six graduate quarter 
hours or a master's degree in the above fields is equivalent to one year of experience.)ORFour years of experience as a 
Project Manager-Int with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under minimal supervision, is responsible for planning, initiating, and managing information technology (IT) 
projects and may supervise other project staff members.  Distinguishing Features: The Project Manager-Sr class can 
either work independently or strongly contributes to team efforts relative to the Project Manager tasks, and work 
requires minimal review prior to being considered presentable to upper management. This class differs from the 
intermediate class in that incumbents of the latter may supervise other staff and performs at the working-level with an 
intermediate understanding of the Project Manager duties/functions and can perform some tasks independently while 
contributing to team efforts.   This class differs from the Project Dir in that incumbents of the latter provides oversight 
and is responsible for planning, initiating, and managing large, complex information technology (IT) projects.  
 
Work Activities: 
Identifying Objects, Actions, and Events: Develops or updates plans for projects including project objectives, 
technologies, systems, information specifications, schedules, funding, and staffing.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines time, cost, resources, and materials needed to complete 
the project.Selling or Influencing Others: Establishes and manages stakeholder expectations.Making Decisions and 
Solving Problems: Collaborates with project stakeholders to identify and resolve/escalate problems as appropriate. 
Identifies and manages project dependencies. Manages project change control process.Analyzing Data or Information: 
Tracks, analyzes, and reports project actuals against project plan.Resolving Conflicts and Negotiating with Others: Under 
general supervision, manages and resolves project conflict. Exercises active listening techniques when faced with 
complaints or disputes and develop potential solutions or assist others in finding positive outcomes.Scheduling Work 
and Activities: Manages project execution to adhere to schedule. Directs or coordinates activities of project personnel. 
Coordinates the assignment of project work according to plan and schedule. Develops project schedule.Coordinating the 
Work and Activities of Others: Assigns duties, responsibilities, and spans of authority to project personnel. Under 
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general supervision, guides project stakeholders in the development of the project scope statement.Communicating 
with Persons Outside the Organization: Manages external stakeholder communications.Monitor Processes, Materials, or 
Surroundings: Reviews and interprets information to assess project performance (including risks, constraints, and 
assumptions). Monitors and reports on project schedule including critical path. Monitors and tracks project milestones 
and deliverables. Identifies risks and develops contingency plans. Monitors project activities including work breakdown 
structure. Manages project execution to adhere to defined scope.Organizing, Planning, and Prioritizing Work: Develops 
work breakdown structure (WBS). Organizes project work into manageable groups. Develops the project management 
plan.Interpreting the Meaning of Information for Others: Interprets and communicates a clear vision of the project 
objectives. Interprets and communicates project schedule.Communicating with Supervisors, Peers, or Subordinates: 
Executes the project communication plan as detailed in the project management plan. Communicates project and 
product expectations to project stakeholders. Reports project status to project stakeholders. Communicates and 
escalate project issues to appropriate project stakeholders.Developing and Building Teams: Creates a positive and 
pleasant work atmosphere where all contributors feel important and responsible.Getting Information: Participates in 
the development of strategic planning documentation. Reviews and interprets business requirements and supporting 
project documentation. Prepares project status reports by collecting, analyzing, and summarizing information and 
trends. Gathers initial project requirements for project charter development. Identifies internal and external project 
stakeholders. Facilitates the estimation of potential costs and verifies funding sources for cost-benefit analysis.Staffing 
Organizational Units: Under general supervision, identifies project roles, responsibilities, and skills required to achieve 
project goals. Works with management to acquire team needed to staff the project. Executes project human 
resource/staffing plan.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Under general 
supervision, facilitates the procurement process.Judging the Qualities of Things, Services, or People: Manages project 
execution to continually verify project and product quality measurements. Establishes and manages project quality. 
Identifies and documents project success factors corresponding with quality measurements.Guiding, Directing, and 
Motivating Subordinates: Provides input on job performance plans and holds discussions with employees as 
appropriate. Provides feedback on areas for improvement, including notations on positive performance. Provides input 
on scheduled evaluations.Evaluating Information to Determine Compliance with Standards: Reviews project deliverables 
to evaluate adherence to quality standards. Reviews project processes and procedures to evaluate adherence to State of 
TN project management methodology and agency standards.Updating and Using Relevant Knowledge: Keeps current 
with emerging project management skills, methodologies, and technologies.Provide Consultation and Advice to Others: 
Recommends potential process improvements and methodology enhancements.Monitoring and Controlling Resources: 
Monitors and manages costs against the project budget. Tracks and reports team hours and expenses and identify 
variances.Training and Teaching Others: Provides project methodology training and instruction to project team 
members. Develops the project training plan.Coaching and Developing Others: Coaches project team members in the 
concepts and application of the project methodologies and principles. Coaches project managers to enhance their 
understanding and use of project methodologies and principles. Identifies and escalates project team skill gaps as 
appropriate.Documenting/Recording Information: Reviews project documentation for completeness and adherence to 
standards. Manages the compilation and storage of project documentation (central repository). Facilitates project post-
closure review(s). Creates project close documentation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Comfort around Higher Management Customer Focus Dealing with Ambiguity 
Delegation Directing Others Organizational Agility Organizing Planning Process Management Written 
CommunicationsKnowledge: Clerical - Basic knowledge of Microsoft Office products Customer and Personal Service - 
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Education and Training - 
Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups, and the measurement of training effects Project Management Knowledge - Advanced knowledge of Project 
Management methodology Administration and Management - Knowledge of business and management principles 
involved in leadership technique, production methods, and coordination of people and resources Personnel and Human 
Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, labor relations and negotiation, and personnel information systems Communications and Media - Knowledge 
of media production, communication, and dissemination techniques and methods. This includes alternative ways to 
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inform and entertain via written, oral, and visual media Economics and Accounting - Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data Law 
and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive 
orders, agency rules, and the democratic political process Public Safety and Security - Knowledge of relevant equipment, 
policies, procedures, and strategies to promote effective local, state, or national security operations for the protection 
of people, data, property, and institutions WBS, critical path, critical chain scheduling, collect, organize and distribute 
project status Advanced knowledge of interpersonal skills and techniques Advanced knowledge of Quality Management 
processes and tools Advanced knowledge of reporting actuals against schedule Advanced knowledge of PM principles 
involved in monitoring project deliverables against scope documents General knowledge of principles and processes for 
communicating with stakeholders Advanced knowledge of principles and methods for curriculum and training design, 
teaching and instruction for individuals and groups, and the measurement of training effects Advanced knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction Knowledge of principles and procedures 
for personnel recruitment, selection, training, labor relations and negotiation, and personnel information systems 
Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the 
effective deployment of solution Project Management - Knowledge of all Project Management Areas (Risk, 
Communication, HR, Procurement, Cost, Integration, Scope, Time, Quality) Project Management - Knowledge of project 
management information systems (ex. MS Project, Primavera)Skills: Active Learning - Understanding the implications of 
new information for both current and future problem solving and decision making Active Listening - Giving full attention 
to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Monitoring - Monitoring/Assessing performance of yourself, other individuals, or 
organizations to make improvements or take corrective action Reading Comprehension - Understanding written 
sentences and paragraphs in work related to make improvements or take corrective action Speaking - Talking to others 
to convey information effectively Writing - Communicating effectively in writing as appropriate for the needs of the 
audience Instructing - Teaching others how to do something Time Management - Managing one's own time and the time 
of others Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems Coordination - Adjusting actions in relation to others' actions Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do Quality Control Analysis - 
Conducting tests and inspections of products, services, or processes to evaluate quality or performance Systems 
Evaluation - Identifying measures or indicators of system performance and the actions needed to improve or correct 
performance, relative to the goals of the system Management of Personnel Resources - Motivating, developing, and 
directing people as they work, identifying the best people for the job Negotiation - Bringing others together and trying 
to reconcile differences Complex Problem Solving - Identifying complex problems and reviewing related information to 
develop and evaluate options and implement solutions Judgment and Decision Analysis - Considering the relative costs 
and benefits of potential actions to choose the most appropriate one Management of Financial Resources - Determining 
how money will be spent to get the work done, and accounting for these expenditures Establish and maintain 
cooperative and professional relationships to meet project goals and objectives Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions Motivating, developing, and directing people as they work, identifying the best people for the job Determining 
how money will be spent to get the work done, and accounting for these expendituresAbilities: Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways Fluency of Ideas - The 
ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, 
or creativity) Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a 
specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations) Oral 
Comprehension - The ability to listen to and understand information and ideas presented through spoken words and 
sentences Oral Expression - The ability to communicate information and ideas in speaking so others will understand 
Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the 
problem, only recognizing there is a problem Time Sharing - The ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources) Written Comprehension - The 
ability to read and understand information and ideas presented in writing Written Expression - The ability to 
communicate information and ideas in writing so others will understand 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027292 - PROOFREADER 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1155 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007521 - PROPERTY OFFICER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2728 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to four years of 
increasingly responsible full-time clerical work.     Substitution of Experience for Education: Additional qualifying 
experience may be substituted for the required education, on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property control work of average difficulty; and performs 
related work as required.  Distinguishing Features: This is the entry class in the Property Officer sub-series. An employee 
in this class is responsible for maintaining the inventory of in-use and surplus state property at an institution or assisting 
an employee responsible for property control for a department. This class differs from that of a Property Officer 2 in 
that an incumbent of the latter is responsible for property control work for a department.    
 
Work Activities: 
Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure accuracy.Monitor Processes, Materials, or 
Surroundings:    Monitors the movement of property to ensure property and equipment is properly located and stored. 
Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Maintains current information on all state issued items.    Enters information 
into state database to meet the needs of daily operations.    Stores and modifies any information with state tagged 
assets and/or vehicle inventory.    Documents any discrepancies concerning state tagged equipment.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Evaluating Information to Determine 
Compliance with Standards:    Uses relevant information to determine disposal process for property and equipment to 
ensure compliance with departmental, state, and federal guidelines.Processing Information:    Processes changes in 
electronic database including but not limited to location changes, serial numbers, property tag numbers and model 
numbers of equipment.    Verifies that periodic random inspections are conducted and inventory is accurate.    Compiles 
information to prepare a variety of records and reports that pertain to state inventory objectives.Coordinating the Work 
and Activities of Others:    Coordinates with upper management and peers to facilitate equitable workload 
dissemination.    Coordinates workload with internal and external business partners as required to facilitate timely and 
accurate task completion.Getting Information:    Obtains information to ensure effective control of property and all 
procedures are followed according to policy, procedure and guidelines.     Receives information from various sources to 
tag new purchases or relocate current property.    Receives information from supervisor concerning performance goals 
and objectives.Scheduling Work and Activities:    Schedules and conducts inventories to ensure compliance with 
departmental, state, and federal guidelines.    Schedules meetings with internal and external business partners to keep 
all parties informed on current processes. Identifying Objects, Actions, and Events:    Identifies work priorities to ensure 
the most important work is completed first based on work load.    Categorizes data and equipment to ensure compliance 
with departmental, state and federal guidelines.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
forklifts to relocate property and materials.    Operates vehicles to complete daily tasks.Controlling Machines and 
Processes:    Operates a variety of office equipment including but not limited to copies, scanners, digital cameras, 
calculators and fax machines.Monitoring and Controlling Resources:    Controls the issuance and placement of state 
property tags.   Coaching and Developing Others:    Mentors less experienced co-workers in their work. Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
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documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Developing and Building Teams:    
Models effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. 
Selling or Influencing Others:    Influences external business partners to increase productivity.Updating and using 
Relevant Knowledge:    Maintains up to date knowledge on software applications.    Stays up to date on the best 
practices in the field of property inventory.Communicating with Persons Outside Organization:    Communicates with 
external business partners by telephone, in written form, e-mail, or in person to inform them of daily operations, issues 
and/or concerns.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors and co-
workers by telephone, in written form, e-mail, or in person to inform them of daily operations and/or concerns. 
Establishing and Maintaining Interpersonal Relationships:    Maintains a professional working relationship with peers and 
upper management to ensure smooth and effective team operations.    Establishes interpersonal relationships with 
external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Analyzing 
Data or Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age 
of equipment for recommendation on a replacement schedule.Inspecting Equipment, Structures, or Material:    Inspects 
various equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Performing 
General Physical Activities:    Performs general physical activities such as climbing, lifting, and balancing to meet the 
needs of inventory related tasks. Performing Administrative Activities:    Performs day to day tasks such as entering 
personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input to 
ensure timely and efficient performance and maintain positive working relationships.    Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administration 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly / Flatbed Carts    Digital Camera    Hand Held Scanner 
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007521 - PROPERTY OFFICER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2729 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to four years of 
increasingly responsible full-time clerical work.     Substitution of Experience for Education: Additional qualifying 
experience may be substituted for the required education, on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property control work of average difficulty; and performs 
related work as required.  Distinguishing Features: This is the entry class in the Property Officer sub-series. An employee 
in this class is responsible for maintaining the inventory of in-use and surplus state property at an institution or assisting 
an employee responsible for property control for a department. This class differs from that of a Property Officer 2 in 
that an incumbent of the latter is responsible for property control work for a department.    
 
Work Activities: 
Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure accuracy.Monitor Processes, Materials, or 
Surroundings:    Monitors the movement of property to ensure property and equipment is properly located and stored. 
Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Maintains current information on all state issued items.    Enters information 
into state database to meet the needs of daily operations.    Stores and modifies any information with state tagged 
assets and/or vehicle inventory.    Documents any discrepancies concerning state tagged equipment.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Evaluating Information to Determine 
Compliance with Standards:    Uses relevant information to determine disposal process for property and equipment to 
ensure compliance with departmental, state, and federal guidelines.Processing Information:    Processes changes in 
electronic database including but not limited to location changes, serial numbers, property tag numbers and model 
numbers of equipment.    Verifies that periodic random inspections are conducted and inventory is accurate.    Compiles 
information to prepare a variety of records and reports that pertain to state inventory objectives.Coordinating the Work 
and Activities of Others:    Coordinates with upper management and peers to facilitate equitable workload 
dissemination.    Coordinates workload with internal and external business partners as required to facilitate timely and 
accurate task completion.Getting Information:    Obtains information to ensure effective control of property and all 
procedures are followed according to policy, procedure and guidelines.     Receives information from various sources to 
tag new purchases or relocate current property.    Receives information from supervisor concerning performance goals 
and objectives.Scheduling Work and Activities:    Schedules and conducts inventories to ensure compliance with 
departmental, state, and federal guidelines.    Schedules meetings with internal and external business partners to keep 
all parties informed on current processes. Identifying Objects, Actions, and Events:    Identifies work priorities to ensure 
the most important work is completed first based on work load.    Categorizes data and equipment to ensure compliance 
with departmental, state and federal guidelines.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
forklifts to relocate property and materials.    Operates vehicles to complete daily tasks.Controlling Machines and 
Processes:    Operates a variety of office equipment including but not limited to copies, scanners, digital cameras, 
calculators and fax machines.Monitoring and Controlling Resources:    Controls the issuance and placement of state 
property tags.   Coaching and Developing Others:    Mentors less experienced co-workers in their work. Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
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documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Developing and Building Teams:    
Models effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. 
Selling or Influencing Others:    Influences external business partners to increase productivity.Updating and using 
Relevant Knowledge:    Maintains up to date knowledge on software applications.    Stays up to date on the best 
practices in the field of property inventory.Communicating with Persons Outside Organization:    Communicates with 
external business partners by telephone, in written form, e-mail, or in person to inform them of daily operations, issues 
and/or concerns.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors and co-
workers by telephone, in written form, e-mail, or in person to inform them of daily operations and/or concerns. 
Establishing and Maintaining Interpersonal Relationships:    Maintains a professional working relationship with peers and 
upper management to ensure smooth and effective team operations.    Establishes interpersonal relationships with 
external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Analyzing 
Data or Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age 
of equipment for recommendation on a replacement schedule.Inspecting Equipment, Structures, or Material:    Inspects 
various equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Performing 
General Physical Activities:    Performs general physical activities such as climbing, lifting, and balancing to meet the 
needs of inventory related tasks. Performing Administrative Activities:    Performs day to day tasks such as entering 
personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input to 
ensure timely and efficient performance and maintain positive working relationships.    Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administration 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly / Flatbed Carts    Digital Camera    Hand Held Scanner 
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007521 - PROPERTY OFFICER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2730 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to four years of 
increasingly responsible full-time clerical work.     Substitution of Experience for Education: Additional qualifying 
experience may be substituted for the required education, on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property control work of average difficulty; and performs 
related work as required.  Distinguishing Features: This is the entry class in the Property Officer sub-series. An employee 
in this class is responsible for maintaining the inventory of in-use and surplus state property at an institution or assisting 
an employee responsible for property control for a department. This class differs from that of a Property Officer 2 in 
that an incumbent of the latter is responsible for property control work for a department.    
 
Work Activities: 
Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure accuracy.Monitor Processes, Materials, or 
Surroundings:    Monitors the movement of property to ensure property and equipment is properly located and stored. 
Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Maintains current information on all state issued items.    Enters information 
into state database to meet the needs of daily operations.    Stores and modifies any information with state tagged 
assets and/or vehicle inventory.    Documents any discrepancies concerning state tagged equipment.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Evaluating Information to Determine 
Compliance with Standards:    Uses relevant information to determine disposal process for property and equipment to 
ensure compliance with departmental, state, and federal guidelines.Processing Information:    Processes changes in 
electronic database including but not limited to location changes, serial numbers, property tag numbers and model 
numbers of equipment.    Verifies that periodic random inspections are conducted and inventory is accurate.    Compiles 
information to prepare a variety of records and reports that pertain to state inventory objectives.Coordinating the Work 
and Activities of Others:    Coordinates with upper management and peers to facilitate equitable workload 
dissemination.    Coordinates workload with internal and external business partners as required to facilitate timely and 
accurate task completion.Getting Information:    Obtains information to ensure effective control of property and all 
procedures are followed according to policy, procedure and guidelines.     Receives information from various sources to 
tag new purchases or relocate current property.    Receives information from supervisor concerning performance goals 
and objectives.Scheduling Work and Activities:    Schedules and conducts inventories to ensure compliance with 
departmental, state, and federal guidelines.    Schedules meetings with internal and external business partners to keep 
all parties informed on current processes. Identifying Objects, Actions, and Events:    Identifies work priorities to ensure 
the most important work is completed first based on work load.    Categorizes data and equipment to ensure compliance 
with departmental, state and federal guidelines.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
forklifts to relocate property and materials.    Operates vehicles to complete daily tasks.Controlling Machines and 
Processes:    Operates a variety of office equipment including but not limited to copies, scanners, digital cameras, 
calculators and fax machines.Monitoring and Controlling Resources:    Controls the issuance and placement of state 
property tags.   Coaching and Developing Others:    Mentors less experienced co-workers in their work. Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
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documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.     Organizes and prioritizes personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Developing and Building Teams:    
Models effective performance for co-workers to provide a role model, encourage success in others, and enhance trust. 
Selling or Influencing Others:    Influences external business partners to increase productivity.Updating and using 
Relevant Knowledge:    Maintains up to date knowledge on software applications.    Stays up to date on the best 
practices in the field of property inventory.Communicating with Persons Outside Organization:    Communicates with 
external business partners by telephone, in written form, e-mail, or in person to inform them of daily operations, issues 
and/or concerns.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors and co-
workers by telephone, in written form, e-mail, or in person to inform them of daily operations and/or concerns. 
Establishing and Maintaining Interpersonal Relationships:    Maintains a professional working relationship with peers and 
upper management to ensure smooth and effective team operations.    Establishes interpersonal relationships with 
external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Analyzing 
Data or Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age 
of equipment for recommendation on a replacement schedule.Inspecting Equipment, Structures, or Material:    Inspects 
various equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Performing 
General Physical Activities:    Performs general physical activities such as climbing, lifting, and balancing to meet the 
needs of inventory related tasks. Performing Administrative Activities:    Performs day to day tasks such as entering 
personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input to 
ensure timely and efficient performance and maintain positive working relationships.    Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administration 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly / Flatbed Carts    Digital Camera    Hand Held Scanner 
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007522 - PROPERTY OFFICER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2731 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to substantial (five or 
more years of) increasingly responsible full-time clerical work including, at least, one year of property control 
experience.    
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for property control work of considerable difficulty; and performs related 
work as required.  Distinguishing Features: This is the second class in the Property Officer sub-series. An employee in this 
class is responsible for maintaining the inventory of departmental in-use and surplus property. This class differs from 
that of a Property Officer 1 in that an incumbent of the latter is responsible for property control at a major institution or 
assists an incumbent in this class in accomplishing a department-wide property control function.    
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors the movement of property to ensure property and 
equipment is properly located and stored. Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure 
accuracy.Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Documents any discrepancies concerning state tagged equipment.    Maintains 
current information on all state issued items.    Enters information into state database to meet the needs of daily 
operations.    Stores and modifies any information with state tagged assets and/or vehicle inventory.Processing 
Information:    Compiles information to prepare a variety of records and reports that pertain to state inventory 
objectives.    Processes changes in electronic database including but not limited to location changes, serial numbers, 
property tag numbers and model numbers of equipment.    Verifies that periodic random inspections are conducted and 
inventory is accurate.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.    Coordinates workload with internal and external 
business partners as required to facilitate  timely and accurate task completion.Performing General Physical Activities:    
Performs general physical activities such as climbing, lifting, and balancing to meet the needs of inventory related tasks. 
Getting Information:    Obtains information to ensure effective control of property and all procedures are followed 
according to policy, procedure and guidelines.     Receives information from various sources to tag new purchases or 
relocate current property.    Receives information from supervisor concerning performance goals and 
objectives.Monitoring and Controlling Resources:    Controls the issuance and placement of state property tags.   
Communicating with Persons Outside Organization:    Communicates with external business partners by telephone, in 
written form, e-mail, or in person to inform them of daily operations, issues and/or concerns.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Identifying Objects, Actions, and 
Events:    Identifies work priorities to ensure the most important work is completed first based on work load.    
Categorizes data and equipment to ensure compliance with departmental, state and federal guidelines.Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Updating and using Relevant Knowledge:    Stays up to date on the best practices in the field of 
property inventory.    Maintains up to date knowledge on software applications.Communicating with Supervisors, Peers, 
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or Subordinates:    Communicates with supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person to inform them of daily operations and/or concerns. Resolving Conflicts and Negotiating with Others:    
Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive 
working relationships.    Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Inspecting Equipment, Structures, or Material:    Inspects various 
equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Analyzing Data or 
Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age of 
equipment for recommendation on a replacement schedule.Scheduling Work and Activities:    Schedules and conducts 
inventories to ensure compliance with departmental, state, and federal guidelines.    Schedules meetings with internal 
and external business partners to keep all parties informed on current processes. Establishing and Maintaining 
Interpersonal Relationships:    Establishes interpersonal relationships with external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.     Maintains a professional working relationship with 
peers, assigned subordinates, and with upper management to ensure smooth and effective team operations.Organizing, 
Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.     Organizes and prioritizes personal workload and the workloads of assigned 
subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess.Coaching and Developing Others:    Mentors 
less experienced co-workers in their work. Performing Administrative Activities:    Performs day to day tasks such as 
entering personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles to complete daily tasks.    
Operates forklifts to relocate property and materials.Evaluating Information to Determine Compliance with Standards:    
Uses relevant information to determine disposal process for property and equipment to ensure compliance with 
departmental, state, and federal guidelines.Controlling Machines and Processes:    Operates a variety of office 
equipment including but not limited to copies, scanners, digital cameras, calculators and fax machines.Developing and 
Building Teams:    Models effective performance for co-workers and assigned subordinates to provide a role model, 
encourage success in others, and enhance trust. Selling or Influencing Others:    Influences assigned subordinates using 
identified individual motivational factors to increase job performance productivity.    Influences external business 
partners to increase productivity. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administrative 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-Limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly/Flatbed Carts    Digital Camera    Hand Held Scanner 
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007522 - PROPERTY OFFICER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2732 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to substantial (five or 
more years of) increasingly responsible full-time clerical work including, at least, one year of property control 
experience.    
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for property control work of considerable difficulty; and performs related 
work as required.  Distinguishing Features: This is the second class in the Property Officer sub-series. An employee in this 
class is responsible for maintaining the inventory of departmental in-use and surplus property. This class differs from 
that of a Property Officer 1 in that an incumbent of the latter is responsible for property control at a major institution or 
assists an incumbent in this class in accomplishing a department-wide property control function.    
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors the movement of property to ensure property and 
equipment is properly located and stored. Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure 
accuracy.Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Documents any discrepancies concerning state tagged equipment.    Maintains 
current information on all state issued items.    Enters information into state database to meet the needs of daily 
operations.    Stores and modifies any information with state tagged assets and/or vehicle inventory.Processing 
Information:    Compiles information to prepare a variety of records and reports that pertain to state inventory 
objectives.    Processes changes in electronic database including but not limited to location changes, serial numbers, 
property tag numbers and model numbers of equipment.    Verifies that periodic random inspections are conducted and 
inventory is accurate.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.    Coordinates workload with internal and external 
business partners as required to facilitate  timely and accurate task completion.Performing General Physical Activities:    
Performs general physical activities such as climbing, lifting, and balancing to meet the needs of inventory related tasks. 
Getting Information:    Obtains information to ensure effective control of property and all procedures are followed 
according to policy, procedure and guidelines.     Receives information from various sources to tag new purchases or 
relocate current property.    Receives information from supervisor concerning performance goals and 
objectives.Monitoring and Controlling Resources:    Controls the issuance and placement of state property tags.   
Communicating with Persons Outside Organization:    Communicates with external business partners by telephone, in 
written form, e-mail, or in person to inform them of daily operations, issues and/or concerns.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Identifying Objects, Actions, and 
Events:    Identifies work priorities to ensure the most important work is completed first based on work load.    
Categorizes data and equipment to ensure compliance with departmental, state and federal guidelines.Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Updating and using Relevant Knowledge:    Stays up to date on the best practices in the field of 
property inventory.    Maintains up to date knowledge on software applications.Communicating with Supervisors, Peers, 
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or Subordinates:    Communicates with supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person to inform them of daily operations and/or concerns. Resolving Conflicts and Negotiating with Others:    
Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive 
working relationships.    Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Inspecting Equipment, Structures, or Material:    Inspects various 
equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Analyzing Data or 
Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age of 
equipment for recommendation on a replacement schedule.Scheduling Work and Activities:    Schedules and conducts 
inventories to ensure compliance with departmental, state, and federal guidelines.    Schedules meetings with internal 
and external business partners to keep all parties informed on current processes. Establishing and Maintaining 
Interpersonal Relationships:    Establishes interpersonal relationships with external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.     Maintains a professional working relationship with 
peers, assigned subordinates, and with upper management to ensure smooth and effective team operations.Organizing, 
Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.     Organizes and prioritizes personal workload and the workloads of assigned 
subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess.Coaching and Developing Others:    Mentors 
less experienced co-workers in their work. Performing Administrative Activities:    Performs day to day tasks such as 
entering personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles to complete daily tasks.    
Operates forklifts to relocate property and materials.Evaluating Information to Determine Compliance with Standards:    
Uses relevant information to determine disposal process for property and equipment to ensure compliance with 
departmental, state, and federal guidelines.Controlling Machines and Processes:    Operates a variety of office 
equipment including but not limited to copies, scanners, digital cameras, calculators and fax machines.Developing and 
Building Teams:    Models effective performance for co-workers and assigned subordinates to provide a role model, 
encourage success in others, and enhance trust. Selling or Influencing Others:    Influences assigned subordinates using 
identified individual motivational factors to increase job performance productivity.    Influences external business 
partners to increase productivity. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administrative 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-Limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly/Flatbed Carts    Digital Camera    Hand Held Scanner 
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007522 - PROPERTY OFFICER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2733 
 
Minimum Qualifications: 
Education and Experience: Graduation from a standard high school and experience equivalent to substantial (five or 
more years of) increasingly responsible full-time clerical work including, at least, one year of property control 
experience.    
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for property control work of considerable difficulty; and performs related 
work as required.  Distinguishing Features: This is the second class in the Property Officer sub-series. An employee in this 
class is responsible for maintaining the inventory of departmental in-use and surplus property. This class differs from 
that of a Property Officer 1 in that an incumbent of the latter is responsible for property control at a major institution or 
assists an incumbent in this class in accomplishing a department-wide property control function.    
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors the movement of property to ensure property and 
equipment is properly located and stored. Thinking Creatively:    Designs spreadsheets for tracking inventory to ensure 
accuracy.Developing Objectives and Strategies:    Develops plans for 100% annual year end fiscal inventory. 
Documenting/Recording Information:    Documents any discrepancies concerning state tagged equipment.    Maintains 
current information on all state issued items.    Enters information into state database to meet the needs of daily 
operations.    Stores and modifies any information with state tagged assets and/or vehicle inventory.Processing 
Information:    Compiles information to prepare a variety of records and reports that pertain to state inventory 
objectives.    Processes changes in electronic database including but not limited to location changes, serial numbers, 
property tag numbers and model numbers of equipment.    Verifies that periodic random inspections are conducted and 
inventory is accurate.Handling and Moving Objects:    Moves material and equipment to meet the needs of inventory 
related tasks.Coordinating the Work and Activities of Others:    Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.    Coordinates workload with internal and external 
business partners as required to facilitate  timely and accurate task completion.Performing General Physical Activities:    
Performs general physical activities such as climbing, lifting, and balancing to meet the needs of inventory related tasks. 
Getting Information:    Obtains information to ensure effective control of property and all procedures are followed 
according to policy, procedure and guidelines.     Receives information from various sources to tag new purchases or 
relocate current property.    Receives information from supervisor concerning performance goals and 
objectives.Monitoring and Controlling Resources:    Controls the issuance and placement of state property tags.   
Communicating with Persons Outside Organization:    Communicates with external business partners by telephone, in 
written form, e-mail, or in person to inform them of daily operations, issues and/or concerns.Interacting with 
Computers:    Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based e-mail programs, and search engines. Identifying Objects, Actions, and 
Events:    Identifies work priorities to ensure the most important work is completed first based on work load.    
Categorizes data and equipment to ensure compliance with departmental, state and federal guidelines.Interpreting the 
Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.Updating and using Relevant Knowledge:    Stays up to date on the best practices in the field of 
property inventory.    Maintains up to date knowledge on software applications.Communicating with Supervisors, Peers, 
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or Subordinates:    Communicates with supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person to inform them of daily operations and/or concerns. Resolving Conflicts and Negotiating with Others:    
Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive 
working relationships.    Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes and facilitate performance.Inspecting Equipment, Structures, or Material:    Inspects various 
equipment and vehicles for defects or malfunctioning equipment to ensure operational status. Analyzing Data or 
Information:    Analyzes property records for accuracy.    Analyzes equipment condition or data to determine age of 
equipment for recommendation on a replacement schedule.Scheduling Work and Activities:    Schedules and conducts 
inventories to ensure compliance with departmental, state, and federal guidelines.    Schedules meetings with internal 
and external business partners to keep all parties informed on current processes. Establishing and Maintaining 
Interpersonal Relationships:    Establishes interpersonal relationships with external business partners to ensure open 
dialogues exist and to facilitate coordination and unified effort.     Maintains a professional working relationship with 
peers, assigned subordinates, and with upper management to ensure smooth and effective team operations.Organizing, 
Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.     Organizes and prioritizes personal workload and the workloads of assigned 
subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess.Coaching and Developing Others:    Mentors 
less experienced co-workers in their work. Performing Administrative Activities:    Performs day to day tasks such as 
entering personal time, responding to e-mails, phone calls, and other correspondence as required and processing 
paperwork.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles to complete daily tasks.    
Operates forklifts to relocate property and materials.Evaluating Information to Determine Compliance with Standards:    
Uses relevant information to determine disposal process for property and equipment to ensure compliance with 
departmental, state, and federal guidelines.Controlling Machines and Processes:    Operates a variety of office 
equipment including but not limited to copies, scanners, digital cameras, calculators and fax machines.Developing and 
Building Teams:    Models effective performance for co-workers and assigned subordinates to provide a role model, 
encourage success in others, and enhance trust. Selling or Influencing Others:    Influences assigned subordinates using 
identified individual motivational factors to increase job performance productivity.    Influences external business 
partners to increase productivity. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Learning on the Fly    Priority Setting    Time Management    Standing Alone    
Action Oriented    Drive for Results    Perseverance    Customer Focus    Integrity and TrustKnowledge:    Administrative 
and Management    Communications and Media    Customer and Personal Service    Law and Government    Clerical    
Computers and ElectronicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading 
Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    Complex Problem Solving    
Judgment and Decision Making    Management of Material Resources    Time ManagementAbilities:    Oral 
Comprehension    Oral Expression    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Multi-Limb Coordination    Wrist-Finger Speed    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    
Static Strength    Sound Localization    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Copy Machine    Fax Machine    Motor Vehicles    Scanners    Calculator    
Two-Way Radio    Pallet Jack    Forklifts    Dolly/Flatbed Carts    Digital Camera    Hand Held Scanner 
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007562 - PROPERTY REPRESENTATIVE 2* 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2780 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time clerical, stores or property representative experience. At least one year of the five years must 
include property representative work. Substitution of Experience for Education: Qualifying experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property utilization work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working class in the Property Representative sub-series. An 
employee in this class is responsible for monitoring property utilization. This class is flexibly staffed with and differs from 
that of Property Representative 1, in that an incumbent of the latter is responsible for entry level work. This class differs 
from that of Property Representative 3 in that an incumbent of the latter is responsible for assessments & appraisals of 
state and federal surplus property to determine if it can be re-utilized. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Verifies that surplus property documentation for actual property corresponds 
with the correct request.    Evaluates pictures and descriptions to determine if property is scrap or has value for re-sale.    
Identifies the digital pictures for virtual property to confirm each corresponds to the correct surplus property submission 
for the virtual warehouse and on-line auctions.    Identifies and explains to agency property officers any system status 
updates in order to prevent delays or stagnant surplus requests.Getting Information:    Gathers information from agency 
property officers to process their surplus property requests.    Receives all documentation from agency property officers 
relevant to surplus property dispositioning (e.g., photographs, descriptions).    Receives and reviews systematic surplus 
property request in order to make surplus inventory available to customers for purchase.    Receives completed surplus 
documentation from the custodian agency in order to maintain systematic inventory.Processing Information:    Reviews 
systematic surplus submissions for accuracy and completion.    Verifies that the information from Data Removal 
Certification form corresponds with the surplus request data for all computer related (hard-driven) equipment.    
Attaches Authorization for Destruction to appropriate surplus request.Performing Administrative Activities:    Maintains 
accurate database of surplus requests to ensure data is available for executive monthly surplus reports.    Processes 
receipt of property to State Surplus in order to delete items(s) from the state's inventory.    Completes the agency files 
categorically for easy retrieval.    Scans surplus documentation for file upload and electronic file completion.Interacting 
with Computers:    Enters surplus transfer requests into the web-based specialized operational software for surplus 
processing.    Uses office productivity software (e.g., Microsoft Office Suite) to process information and requests, as well 
as create files & compile reports and other necessary records.Evaluating Information to Determine Compliance with 
Standards:    Ensures all tagged assets are properly recorded in the surplus requests.    Confirms that necessary 
signatures appear on the Authorization for Destruction document in order to validate the proper disposal method has 
been completed.    Verifies mandated form for data removal is attached as required.Communicating with Persons 
Outside the Organization:    Communicates to state property managers the final property disposition, including 
authorizations to dispose or instruction for resale.    Contacts agency property representatives to obtain or provide 
required information to correct errors and clarify ambiguities for any request or transaction.    Communicates necessary 
systematic surplus status updates to agency property officers to move surplus processes through the system when 
stagnation occurs.    Maintains open dialogue with agency contacts to ensure a high level of customer service is 
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provided.    Notify customers when inventory requested on “wish lists” is available.Interpreting the Meaning of 
Information for Others:    Explains to agencies & surplus property contacts all rules, regulations, policies, and procedures 
regarding the proper handling and disposing of surplus property to facilitate clear understanding, enhanced 
communication, and compliance.    Interprets systematic messaging regarding automated email to ensure proper 
surplus operational processing through designated software.Documenting/Recording Information:    Documents final 
property disposal records in order to close the file on a request.    Updates data base systems for new or changing 
agency contacts and system end-users as needed.    Documents and continually updates customer “want lists” to ensure 
property is distributed on a “first come, first served” basis.Establishing and Maintaining Interpersonal Relationships:    
Responds to email, phone calls, and other correspondence as required in order to maintain effective customer 
relationships.    Maintains professional working relationships with peers & management to ensure smooth & effective 
team operations.    Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination & unified effort.Training and Teaching Others:    Writes and provides procedural updates and 
information to assist property officers in the disposal of state property.    Provides assistance to property officers 
regarding issues or inquiries for Surplus requests.    Disseminates all related information to ensure agency property 
officers have been informed and have the necessary tools to complete the surplus process.    Conducts agency specific 
and specialized training for agency property contacts to ensure compliance with surplus processing, as well as applicable 
rules, regulations, and Tennessee Code Annotated (TCA).    Assesses and evaluates areas needing clarity and additional 
instruction with the agency contacts on surplus property processes.    Prepares training packets to distribute to agency 
property officers in order to instruct them on virtualization processes for surplus property.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with the internet coordinator to facilitate the assessment of 
surplus property potentially identified for the virtual auction.    Provides continual updates to management and co-
workers regarding customer/client requests and issues.Selling or Influencing Others:    Solicits sales for the division by 
inviting agencies/customers to purchase available inventory based on “wish list” data.    Assists customers with price 
comparisons for like or similar products.    Conducts walk-throughs in order to show available inventory to potential 
customers.Performing for or Working Directly with the Public:    Greets customers and clients presenting on-site in order 
to direct them to the appropriate person(s).    Assist customers by showing and/or describing available surplus property. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Customer Focus    Approachability    Boss RelationshipsKnowledge:    Clerical    
Customer & Personal ServiceSkills:    Reading Comprehension    Instructing    Active Listening    SpeakingAbilities:    
Memorization    Oral Comprehension 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Scanner    Copier    Digital Camera 
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007562 - PROPERTY REPRESENTATIVE 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2781 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time clerical, stores or property representative experience. At least one year of the five years must 
include property representative work. Substitution of Experience for Education: Qualifying experience may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property utilization work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working class in the Property Representative sub-series. An 
employee in this class is responsible for monitoring property utilization. This class is flexibly staffed with and differs from 
that of Property Representative 1, in that an incumbent of the latter is responsible for entry level work. This class differs 
from that of Property Representative 3 in that an incumbent of the latter is responsible for assessments & appraisals of 
state and federal surplus property to determine if it can be re-utilized. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Verifies that surplus property documentation for actual property corresponds 
with the correct request.    Evaluates pictures and descriptions to determine if property is scrap or has value for re-sale.    
Identifies the digital pictures for virtual property to confirm each corresponds to the correct surplus property submission 
for the virtual warehouse and on-line auctions.    Identifies and explains to agency property officers any system status 
updates in order to prevent delays or stagnant surplus requests.Getting Information:    Gathers information from agency 
property officers to process their surplus property requests.    Receives all documentation from agency property officers 
relevant to surplus property dispositioning (e.g., photographs, descriptions).    Receives and reviews systematic surplus 
property request in order to make surplus inventory available to customers for purchase.    Receives completed surplus 
documentation from the custodian agency in order to maintain systematic inventory.Processing Information:    Reviews 
systematic surplus submissions for accuracy and completion.    Verifies that the information from Data Removal 
Certification form corresponds with the surplus request data for all computer related (hard-driven) equipment.    
Attaches Authorization for Destruction to appropriate surplus request.Performing Administrative Activities:    Maintains 
accurate database of surplus requests to ensure data is available for executive monthly surplus reports.    Processes 
receipt of property to State Surplus in order to delete items(s) from the state's inventory.    Completes the agency files 
categorically for easy retrieval.    Scans surplus documentation for file upload and electronic file completion.Interacting 
with Computers:    Enters surplus transfer requests into the web-based specialized operational software for surplus 
processing.    Uses office productivity software (e.g., Microsoft Office Suite) to process information and requests, as well 
as create files & compile reports and other necessary records.Evaluating Information to Determine Compliance with 
Standards:    Ensures all tagged assets are properly recorded in the surplus requests.    Confirms that necessary 
signatures appear on the Authorization for Destruction document in order to validate the proper disposal method has 
been completed.    Verifies mandated form for data removal is attached as required.Communicating with Persons 
Outside the Organization:    Communicates to state property managers the final property disposition, including 
authorizations to dispose or instruction for resale.    Contacts agency property representatives to obtain or provide 
required information to correct errors and clarify ambiguities for any request or transaction.    Communicates necessary 
systematic surplus status updates to agency property officers to move surplus processes through the system when 
stagnation occurs.    Maintains open dialogue with agency contacts to ensure a high level of customer service is 
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provided.    Notify customers when inventory requested on “wish lists” is available.Interpreting the Meaning of 
Information for Others:    Explains to agencies & surplus property contacts all rules, regulations, policies, and procedures 
regarding the proper handling and disposing of surplus property to facilitate clear understanding, enhanced 
communication, and compliance.    Interprets systematic messaging regarding automated email to ensure proper 
surplus operational processing through designated software.Documenting/Recording Information:    Documents final 
property disposal records in order to close the file on a request.    Updates data base systems for new or changing 
agency contacts and system end-users as needed.    Documents and continually updates customer “want lists” to ensure 
property is distributed on a “first come, first served” basis.Establishing and Maintaining Interpersonal Relationships:    
Responds to email, phone calls, and other correspondence as required in order to maintain effective customer 
relationships.    Maintains professional working relationships with peers & management to ensure smooth & effective 
team operations.    Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination & unified effort.Training and Teaching Others:    Writes and provides procedural updates and 
information to assist property officers in the disposal of state property.    Provides assistance to property officers 
regarding issues or inquiries for Surplus requests.    Disseminates all related information to ensure agency property 
officers have been informed and have the necessary tools to complete the surplus process.    Conducts agency specific 
and specialized training for agency property contacts to ensure compliance with surplus processing, as well as applicable 
rules, regulations, and Tennessee Code Annotated (TCA).    Assesses and evaluates areas needing clarity and additional 
instruction with the agency contacts on surplus property processes.    Prepares training packets to distribute to agency 
property officers in order to instruct them on virtualization processes for surplus property.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with the internet coordinator to facilitate the assessment of 
surplus property potentially identified for the virtual auction.    Provides continual updates to management and co-
workers regarding customer/client requests and issues.Selling or Influencing Others:    Solicits sales for the division by 
inviting agencies/customers to purchase available inventory based on “wish list” data.    Assists customers with price 
comparisons for like or similar products.    Conducts walk-throughs in order to show available inventory to potential 
customers.Performing for or Working Directly with the Public:    Greets customers and clients presenting on-site in order 
to direct them to the appropriate person(s).    Assist customers by showing and/or describing available surplus property. 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Customer Focus    Approachability    Boss RelationshipsKnowledge:    Clerical    
Customer & Personal ServiceSkills:    Reading Comprehension    Instructing    Active Listening    SpeakingAbilities:    
Memorization    Oral Comprehension 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Scanner    Copier    Digital Camera 
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007563 - PROPERTY REPRESENTATIVE 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2782 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time property control, stores or related work including, at 
least, two years of property representative experience; additional qualifying experience may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for property utilization work of considerable difficulty; and performs 
related work as required.Distinguishing Features: An employee in this class is responsible for appraising and disposing of 
surplus property or determining if federal surplus property can be utilized by the state. This class differs from that of 
Property Representative 2 in that an incumbent of the latter is responsible for performing duties of lesser scope or 
responsibility. This class differs from that of Property Representative Supervisor in that an incumbent of the latter is 
responsible for supervisory work. 
 
Work Activities: 
1. Leads others in ensuring state-owned property is utilized correctly.2. Determines the equitable price for creditable 
merchandise to be obtained for state-use.3. Appraises surplus property by inspecting its condition, documentation, and 
disposal method such as trade-in, transfer, sale, auction, or destruction.4. Works at public auctions by receiving items, 
checking identification numbers, completing documents, and assisting with property removal.5. Arranges for 
interdepartmental transfer of property and maintains an accurate inventory of the warehouse.6. Inspects Federal 
surplus property for possible state use by traveling out-of-state.7. Prepares a variety of records and reports such as 
requisitions, reports, inventory records, and transaction reports.8. Operates a motor vehicle.9. Loads and transports 
surplus property. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007582 - PROPERTY UTILIZATION MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2783 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to successful completion of two years of coursework at an accredited 
college or university and substantial (five or more years of) increasingly responsible experience in property utilization, 
procurement, stores or related work including at least one year of supervisory experience. Substitution of Experience for 
Education: Qualifying experience in property utilization, procurement, stores or related work may substitute for the 
required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Certain positions in this class may be required to meet the following requirements:  A 
valid vehicle operator's license. A Commercial Driver's License that is valid in the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial property utilization work of average difficulty at a 
distribution center; and performs related work as required.                                                                                                   
Distinguishing Features: An employee in this class manages state and federal property utilization work at a distribution 
center. They are responsible for managing the state's personal property inventory system, the warehousing and 
transportation of surplus property, or the screening and sales of surplus property.  
 
Work Activities: 
1. Assigns, trains, supervises, and evaluates the work of subordinates in the maintenance of an accurate inventory of 
state surplus and federal property utilization at a distribution center.2. Manages a distribution center: oversees a 
comprehensive inventory system of state owned personal property or confiscated property; receives, distributes, and 
disposes of surplus property; handles titling and registration of property within the distribution center.3. Coordinates, 
reviews, and schedules the sales, trade-ins, and retirements of surplus property with other departments: manages 
public auctions by determining the date of auctions or sealed bid sales and publicly advertising for them; resolves 
complaints of sales and issues refunds; removes assets from agency's inventory; bill involved parties accordingly.4. 
Represents the state agency through conferences, advertising, outreach emails, and meetings with government officials 
regarding surplus inventory.5. Generates and reviews reports to provide requested data related to surplus sales, active 
donees, federal property received, issued, and sold, etc. and to monitor inventory: evaluates the effectiveness of 
property utilization. 
 
Competencies (KSA’s): 
Competencies: Caring About Direct Reports Comfort Around Higher Management Customer Focus Dealing with 
Ambiguity Problem Solving Timely Decision Making Planning Conflict Management Decision Quality Business 
AcumenKnowledge: Administration and Management Customer and Personal Service Economics and Accounting 
Education and Training Law and Government Public Safety and Security Sales and Marketing Transportation 
ClericalSkills: Active Learning Active Listening Complex Problem Solving Critical Thinking Instructing Judgment and 
Decision Making Mathematics Speaking Time Management CoordinationAbilities: Deductive Reasoning Inductive 
Reasoning Oral Comprehension Oral Expression Originality Speech Clarity Written Comprehension Written Expression 
Problem Sensitivity Time Sharing 
 
Tools and Equipment Used: 
 Computer Printer Fax Machine 
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073791 - PROTECTED LEAVE SPECIALIST 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3895 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in Human Resources with an emphasis in one of the following: Benefits Administration, 
Claims/Eligibility Determination, Workers' Compensation or Family Medical Leave Act (FMLA).     Substitution of 
Experience for Education: Qualifying full-time experience in Benefits Administration, Claims/Eligibility Determination, 
Workers' Compensation or Family Medical Leave Act (FMLA) may be substituted for the required education on a year-
for-year basis, to a maximum of four years, there being no substitution for the required specialized experience. OROne 
year of experience as a Protected Leave Associate with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
SUMMARY: Under general supervision, performs human resources eligibility determination work of average difficulty; 
and performs related work as required.DISTINGUISHING FEATURES: An incumbent in this class is employed in the 
Department of Human Resources (DOHR) and is responsible for the administration, eligibility determination and 
caseload management of the state employee Sick Leave Bank (SLB), Workers' Compensation and Family Medical Leave 
Act (FMLA). This class differs from the Protected Leave Associate in that the latter is the learning/entry classification in 
the sub-series. This class differs from the Protected Leave Supervisor in that the latter has a supervisory role and an 
expanded scope of responsibility.  
 
Work Activities: 
1. Analyzes, corrects, maintains, monitors, prepares, and processes documents, files, logs and reports for protective 
leave division actions: analyze application and medical certification to determine extent of additional information 
needed from employee, or medical provider to make a final decision; codes SLB applications with membership 
information.2. Communicates with members, outside callers, senders, persons in other departments or divisions, 
outside organizations and representatives and the general public to furnish or obtain information: contacts medical 
providers to collect all relevant information needed to complete the medical certification form; assists with questions 
and concerns during utilization of the benefits; explains SLB, FMLA, WC law and guidelines to employees and agencies 
upon request or in formal meeting settings; provides expert advice regarding the payment and application process; 
provides guidance for guideline and process improvement in program changes; provides input regarding sub-processes 
in determining and maintaining files for process improvements; obtains timesheets and leave balances upon receipt of 
new applications; obtains Social Security Administration and worker's compensation information for applications; 
communicates with human resources agency staff to ensure information is being disseminated among personnel; checks 
with Department of Human Resources to keep track of status of files; communicates with employee regarding approval 
or denial of benefits.3. Performs various calculations and verifications of information to determine accuracy and/or 
eligibility: SLB member's leave expiration date on new applications; benefits do not exceed 90 days for any medical 
condition that is related to, resulting from, or recurring from any one medical condition or within a 12 month period; 
critical program information to provide to agency SLB coordinators to assist members regarding membership or 
benefits; determines whether participant's applications are newly diagnosed or a continuation or if member appeals 
may be resolved; may calculate time and payroll (when payroll and time functions are done separate).4. Performs office 
duties as assigned: receive new applications/files of employees applying for benefits; monitor mail date of decision 
letters to employees, processing and turnaround time of applications; general filing and alphabetization of all employees 
files; updates files with decision and tracking of days approved; updates the employee's hard copy file with 
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determination letter and calculations for benefits.5. Prepares and/or processes a variety of correspondences for internal 
and external customers: emails determination letters to coordinators, 3rd party vendors and/or Benefits Administrators, 
correspondence to medical doctors to resolve outstanding issues regarding eligibility for benefits; uses certified mail to 
notify employees of denials.6. Conducts audit reviews of specific program area queries.7. Uses office productivity and 
database tracking software to perform various duties and responsibilities: generate decision letters to employees; 
record and store determination letter; create data elements in the database for the purpose of information tracking and 
reporting.8. Prepares and/or conducts specialized training for Employee Relations representatives, Agency Benefits 
Coordinators and others as needed. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Time Management Informing Timely Decision Making 
Action Oriented Drive for Results Written/Verbal Communication skills Customer Focus Listening Composure 
Interpersonal SavvyKnowledge: Knowledge of Administration and Management Intermediate Knowledge of Computer 
Software Knowledge of Customer and Personal Service Knowledge of Clerical Procedures Personnel and Human 
ResourcesSkills: Active Listening Skill Critical Thinking Skills Monitoring Skills Reading Comprehension Speaking Skills 
Writing Skills Coordination Skills Social Perceptiveness Complex Problem Solving Skills Troubleshooting Skills Time 
Management Skills Judgment and Decision Making SkillsAbilities: Information Ordering Written/Oral Comprehension 
Written/Oral Expression Number Facility Memorization -- the ability to remember information such as words, numbers, 
pictures, and procedures. Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Microfiche Microfilm Calculator Other office 
related equipment as required   
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073790 - PROTECTED LEAVE SUPERVISOR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3889 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time experience in Human Resources with an emphasis in one of the following: Benefits Administration, 
Claims/Eligibility Determination, Workers' Compensation or Family Medical Leave Act (FMLA).     OR Qualifying full-time 
experience in Benefits Administration, Claims/Eligibility Determination, Workers' Compensation or Family Medical Leave 
Act (FMLA) may be substituted for the required education on a year-for-year basis, to a maximum of four years, there 
being no substitution for the required specialized experience.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
SUMMARY: Under general supervision, performs human resources eligibility determination work of average difficulty; 
and performs related work as required.DISTINGUISHING FEATURES: An incumbent in this class is employed in the 
Department of Human Resources (DOHR) and is responsible for the supervision, administration, eligibility determination 
and caseload management of the state employee Sick Leave Bank (SLB), Workers' Compensation and Family Medical 
Leave Act (FMLA). This class differs from the Protected Leave Specialist in that the latter performs the administration, 
eligibility determination and caseload management of the state employee Sick Leave Bank (SLB), Workers' 
Compensation and Family Medical Leave Act (FMLA).  
 
Work Activities: 
1. Develops job performance plans, documents performance, conducts periodic meetings, provide performance 
feedback and developmental guidance for assigned subordinates.2. Provides oversight of the daily operations of the 
Protected Leave Division: tracks and monitors operations; manages escalated issues and financial statuses; drafts 
membership enrollment and eligibility correspondence.3. Supervises the analysis, correction, maintenance, monitor, 
preparation, and processing of documents, files, logs and reports for protective leave division actions: analyzes 
application and medical certification to determine extent of additional information needed from employee, or medical 
provider to make a final decision; codes applications with membership information retrieved from database; monitors 
enrollment and assessments of membership; (WC) receives personal injury and/or accident report and verifies 
information.4. Communicates with members, outside callers, senders, persons in other departments or divisions, 
outside organizations and representatives and the general public to furnish or obtain information: contacts medical 
providers to collect all relevant information needed to complete the medical certification form; assists with questions 
and concerns during utilization of the benefits; explains SLB, FMLA, WC law and guidelines to employees and agencies 
upon request or in formal meeting settings; provides expert advice regarding the payment and application process; 
provides guidance for guideline and process improvement in program changes; provides input regarding sub-processes 
in determining and maintaining files for process improvements; obtains timesheets and leave balances upon receipt of 
new applications; obtains Social Security Administration and worker's compensation information for applications; 
communicates with human resources agency staff to ensure information is being disseminated among personnel; checks 
with Department of Human Resources to keep track of status of files; communicates with employee regarding approval 
or denial of benefits; consults with Legal division.5. Uses office productivity and database tracking software to perform 
various duties and responsibilities: generate decision letters to employees; key membership cancelation or 
reinstatement; record and store determination letter; create data elements in the database for the purpose of 
information tracking and reporting; manages metrics; tracks and monitors claim deadline, enrollment and assessment.6. 
Prepares and/or processes a variety of correspondences for internal and external customers: emails determination 
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letters to 3rd party vendors and/or Benefits Administrators; emails meeting materials to board members one week prior 
to the meeting date   administrator/supervisor; correspondence to medical doctors to resolve outstanding issues 
regarding eligibility for benefits; uses certified mail to notify employees of denials; emails statewide enrollment 
notification.7. Performs various calculations and verifications of information to determine accuracy and/or eligibility: 
SLB member's leave expiration date on new applications; benefits do not exceed 90 days for any medical condition that 
is related to, resulting from, or recurring from any one medical condition or within a 12 month period; critical program 
information to provide to agency SLB coordinators to assist members regarding membership or benefits; determines 
whether participant's applications are newly diagnosed or a continuation or if member appeals may be resolved; may 
calculate time and payroll (when payroll and time functions are done separate).8. May conduct audit reviews of specific 
program area queries.9. Prepares and/or conducts specialized training for Employee Relations representatives, Agency 
Benefits Coordinators and others as needed.10. Liaises with Sick Leave Bank Board to ensure accurate and timely 
processing of actions and other related tasks: provides historical and operational instances to SLB board members; 
schedules SLB Board of Trustees meetings with board members to hear appeals and conduct business; prepares Board 
agenda and minutes for management approval; utilizes the SLB board meeting checklist to create a timeline of required 
actions to prepare for the SLB board meeting; verifies the schedules of SLB board meeting attendees and set meeting 
location; prepares materials and notes for each board meeting to assemble board meeting notebooks.11. Performs 
office duties as assigned: receive new applications/files of employees applying for benefits; monitor mail date of 
decision letters to employees, processing and turnaround time of applications; general filing and alphabetization of all 
employees files; which includes scanning and saving all materials to electronic meeting folder; updates files with 
decision and tracking of days approved; updates the employee's hard copy file with determination letter and 
calculations for benefits. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Time Management Informing Timely Decision Making 
Action Oriented Drive for Results Organizational Agility Written/Verbal Communication skills Customer Focus Listening 
Composure Interpersonal Savvy Developing Direct ReportsKnowledge: Knowledge of Administration and Management 
Law and Government Intermediate Knowledge of Computer Software Knowledge of Customer and Personal Service 
Knowledge of Clerical Procedures Personnel and Human ResourcesSkills: Active Listening Skill Critical Thinking Skills 
Monitoring Skills Reading Comprehension Speaking Skills Writing Skills Coordination Skills Social Perceptiveness Complex 
Problem Solving Skills Troubleshooting Skills Time Management Skills Judgment and Decision Making Skills Management 
of Personnel ResourcesAbilities: Information Ordering Written/Oral Comprehension Written/Oral Expression Number 
Facility Memorization -- the ability to remember information such as words, numbers, pictures, and procedures. 
Deductive Reasoning  
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Microfiche Microfilm Calculator Other office 
related equipment as required 
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026640 - PSA ASSOCIATE EX DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1450 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026743 - PSA TCL EDUCATION SPECIALIST 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1146 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073693 - PSY HOSP ADMINISTRATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3839 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in public or 
business administration or other acceptable field and experience equivalent to five or more years of increasingly 
responsible full-time professional administrative services related experience, including at least two years in a hospital or 
comparable setting. Substitution of Education for Experience: Additional graduate coursework in hospital 
administration, public or business administration or other related acceptable field may substitute for the required non-
specialized experience on a year-for-year basis, to a maximum of two years.Substitution of Experience for Education: 
Full-time administrative services related experience may substitute for the required education on a year-for-year basis 
to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under executive direction, is responsible for hospital administrative work of considerable difficulty in the 
direction of all staff support services necessary to operate a complex psychiatric hospital; and performs related work as 
required. Distinguishing Features: An employee in this class directs all administrative services for a state psychiatric 
hospital, usually consisting of fiscal services, general services, human resources, physical plant maintenance, and 
variable standards compliance services. An incumbent receives general guidance from the site chief officer and directs a 
relatively complex system of support business and related services. This class differs from the Psy Hosp Asst Supt-Quality 
Mgt and Psy Hosp Asst Supt-Program Svs in that incumbents of these classifications direct either quality management 
functions or program services for a state psychiatric hospital. 
 
Work Activities: 
Developing Objectives and Strategies: Conducts strategic planning with hospital leadership.  Establishes goals to support 
the hospital's mission.  Develops objectives that relate to goals. Implements strategies to achieve goals and objectives. 
Monitors and reports outcome of activities to achieve goals and objectives. Monitoring and Controlling Resources: 
Ensures expenditures remain within budgetary limitations. Monitors and evaluates completeness and accuracy of 
financial documents.Resolving Conflicts and Negotiating with Others: Makes decisions based on relevant information 
obtained through discussions and fact finding. Gathers information relevant to resolving conflicts and complaints, 
including limits as specified by regulations, etc. Maintains availability and openness to co-workers, subordinates and 
senior management who require assistance. Utilizes appropriate mediation and negotiating techniques and practices 
when dealing with employee conflicts and disputes. Remains open minded and neutral when resolving employee 
conflicts.Establishing and Maintaining Interpersonal Relationships: Networks with co-workers, subordinates, and senior 
management.Guiding, Directing, and Motivating Subordinates: Effectively uses objective data to support evaluation of 
performance. Gathers information necessary to set performance standards. Provides timely feedback to subordinates 
relative to their performance.Communicating with Supervisors, Peers, or Subordinates: Provides written information in 
an understandable format to supervisors, co-workers and subordinates. Provides verbal information in an 
understandable format to supervisors, co-workers and subordinates. Effectively uses technology in communicating 
when appropriate for a situation. Determines appropriate mode of communication (staff meeting, one-to-one, 
telephone, e-mail, etc.).Coaching and Developing Others: Reinforces and recognizes achievements. Develops strategies 
to improve knowledge and/or skills. Identifies developmental needs of subordinate staff and conducts training as 
appropriate.Evaluating Information to Determine Compliance with Standards: Reads and understands standards 
relevant to operations of a mental health hospital. Conducts frequent monitoring and oversight of physical plant, budget 
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and funding data, contracts, purchasing, and Human Resource processes to assure compliance with standards. Making 
Decisions and Solving Problems: Takes appropriate actions based on analyses.Analyzing Data or Information: Reports 
results of analyses and provides recommendations. Organizes and interprets data. Oversees the collection of data to 
generate reports to support decision making by organization.Developing and Building Teams: Effectively communicates 
mission and vision. Recognizes and rewards individual efforts and contributions towards group goals.Communicating 
with Persons Outside the Organization: Responds to outside organization's requests for information in either written or 
verbal format. Provides written information in an understandable format to outside organizations. Provides verbal 
information in an understandable format to outside organization. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Drive for Results Ethics and Values Listening Business Acumen Decision Quality 
Functional/Technical Competencies Directing Others Problem Solving Priority Setting Process Management Conflict 
Management Building Effective TeamsKnowledge: Knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources Knowledge of principles and processes for providing customer and personal 
services, including customer needs assessment, meeting quality standards for services, and evaluation of customer 
satisfaction Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and 
benefits, employee relations and personnel information systems Knowledge of financial management principles  Skills: 
Giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems Monitoring/assessing performance of 
oneself, other individuals, or organizations to make improvements or take corrective action Talking to others to convey 
information effectively Communicating effectively in writing as appropriate for the needs of the audience Adjusting 
actions in relation to others' actions Bringing others together and trying to reconcile differences Being aware of other's 
reactions and understanding why they react as they do Identifying complex problems and reviewing related information 
to develop and evaluate options and implement solutions Considering the relative costs and benefits of potential actions 
to choose the most appropriate one Determining how a system should work and how changes in conditions, operations, 
and the environment will affect outcomes Identifying measures or indicators of system performance and the actions 
needed to improve or correct performance, relative to the goals of the system Determining how money will be spent to 
get the work done, and accounting for these expenditures Obtaining and seeing to the appropriate use of equipment, 
facilities, and materials needed to do certain work Motivating, developing, and directing people as they work, identifying 
the best people for the job Abilities: The ability to apply general rules to specific problems to produce answers that 
make sense The ability to combine pieces of information to form general rules or conclusions (includes finding a 
relationship among seemingly unrelated events The ability to listen to and understand information and ideas presented 
through spoken words and sentences The ability to communicate information and ideas in speaking so others will 
understand The ability to tell when something is wrong or is likely to go wrong The ability to communicate information 
and ideas in writing so others will understand The ability to prioritize and recommend approval of expenditures 
 
Tools and Equipment Used: 
 Telephone Computer General office equipment 
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072692 - PSY HOSP ASST NURSE EXECUTIVE 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2056 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in nursing, 
nursing administration, healthcare or hospital administration, public health, or other related health care field and 
experience equivalent to four years of registered nursing work, including at least one year of nursing supervisory 
experience. OR Education and Experience: Graduation from an accredited college or university with a bachelor’s degree 
in nursing and experience equivalent to five years of registered nursing work, including at least one year of nursing 
supervisory experience. OR Education and Experience: Graduation from an accredited college or university with an 
associate’s degree in nursing and experience equivalent to seven years of registered nursing work, including at least one 
year of nursing supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: Must be currently licensed as a Registered Nurse with the State of Tennessee or hold a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional nursing supervisory work of considerable difficulty by assisting 
in the management/direction of nursing services at a state psychiatric hospital; and performs related work as required.                                            
Distinguishing Features: An employee in this class manages professional nursing staff and assists in directing nursing 
care, treatment, and services at a state psychiatric hospital.  This includes establishing work performance goals and 
monitoring/evaluating nursing staff; developing/writing, implementing, and evaluating nursing policies, procedures, and 
operational guidelines; evaluating patient care data for compliance with hospital and regulatory agency standards; 
determining staffing needs and hiring nursing staff; and various other management/supervisory responsibilities. An 
employee in this class may also supervise the provision of clinical nursing services and/or provide registered nursing 
care. This class differs from the Psy Hosp Nurse Executive in that an incumbent of the latter supervises incumbents of 
this class and has full responsibility for the direction of all nursing services at a state psychiatric hospital. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:     Implements corrective measures to staff for inappropriate actions 
through discussions, written warnings, and recommendations for suspension or termination.    Develops an Individual 
Performance Plan for every direct report staff member making sure to include specific, measurable, assignable, realistic, 
and time-related (SMART) goals for performance.    Oversees the performance management activities for all direct 
report supervisors to ensure they complete their responsibilities of the Performance Management Program by the 
deadlines established.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the delivery of nursing care, treatment, and services.    Monitors work and provides ongoing 
verbal and written feedback to direct report staff to assist in maintaining and/or creating high performance.    Identifies 
outstanding performance characteristics through employee discussions and personal observations to 
encourage/acknowledge positive behavior.Judging the Qualities of Things, Services, or People:     Assesses the 
performance of each direct report as necessary to complete two formal interim evaluations and an annual performance 
evaluation which includes the determination of a final rating value.    Reviews staff roles, effectiveness, assignments, and 
adequacy to meet the hospital mission.Assisting and Caring for Others:    May supervise the provision of clinical nursing 
services and/or provide registered nursing care.Developing and Building Teams:     Conducts staff meetings and 
facilitates team-building activities to build trust, respect, and cooperation among team members.Resolving Conflicts and 
Negotiating with Others:    Discusses issues in dispute with the parties involved to facilitate a resolution or negotiate a 
compromise solution.Documenting/Recording Information:     Documents the performance of direct reports, including 
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the preparation of written interim reviews and an annual performance evaluation for submission to the designated 
reviewer.    Records dates and specific details of incidents that may require further action.Making Decisions and Solving 
Problems:    Reviews relevant information and makes disciplinary action recommendations for nursing services 
personnel based on the individual, prior disciplinary actions and/or the seriousness of the offense.    Reviews all 
available information relevant to an incident (e.g., code blues, seclusion/restraint, responses to violent behavior, 
medical emergencies) to determine any training needs or improvement in process.    Reviews hospital policies and 
procedures relevant to nursing services (or as assigned by the Nurse Executive) and makes recommendations for any 
modifications needed to ensure the highest quality of patient care.    Based on observations and other available 
information, makes recommendations for improvements of non-nursing services (e.g., food services, security, 
housekeeping, professional education programs) which impact the administration of nursing services.Communicating 
with Supervisors, Peers, or Subordinates:    Communicates by telephone, in written form (including e-mail), or in person 
with direct report staff to provide relevant or new information, including all new and revised policies to direct report 
staff.    Participates in regular meetings with nurse managers and other staff to report on resolution of issues, to advise 
of communications with outside agencies regarding the planning of mental health services, or to discuss other issues 
pertinent to ensuring patient quality of care, treatment, and services.Thinking Creatively:    Develops plans for staffing 
and scheduling procedures to ensure even distribution of daily staffing.    Develops policies and operational guidelines 
for direct report staff.    Composes or revises facility nursing best practices by extracting relevant policies and 
procedures from professional nursing information sources.Evaluating Information to Determine Compliance with 
Standards:     Reviews patient care performance improvement data to determine whether hospital standards and 
regulatory agency standards are being met.    Reviews regulatory agency standards for nursing services to assist in 
maintaining compliance and ensure that corrective actions are taken when measures of success are below standard.    
Compares new or revised nursing policies with current nursing practices to ensure they do not conflict with each other.    
Compares safety and health regulatory policies and professional practice standards to current facility nursing policies 
and procedures to identify needed changes.Provide Consultation and Advice to Others:    Provides suggestions of 
improvements in processes regarding patient care through participation as a member of various committees (e.g., 
Hospital Policy and Procedures, Safety, Provision of Care, Quality Improvement, Pharmacy and Therapeutics).    Makes 
recommendations to upper management for changes in operations to improve efficiency and quality of agency 
operations and services.Coordinating the Work and Activities of Others:    Coordinates patient education groups and 
activities to ensure they are scheduled and occur on a timely basis.    Coordinates workload of staff assigned to work 
together on a project to ensure the timely and accurate completion of project tasks.Performing Administrative 
Activities:     Emails incidents of staff attendance problems to supervisors and human resources staff so that any 
appropriate follow-up or disciplinary action may be initiated.    Enters and approves time and leave/overtime requests in 
the appropriate database following standard operating procedures.Staffing Organizational Units:     Recruits, interviews 
and hires staff with guidance from agency HR staff and in accordance with Department of Human Resources' Rules and 
other applicable policies, procedures, and guidelines.Identifying Objects, Actions, and Events:     Reviews job applications 
to identify viable candidates for nursing position vacancies.    Identifies types of position vacancies to determine hiring 
needs.Training and Teaching Others:    Monitors nursing services employees' training participation to ensure all required 
training is completed.    Supervises the development of annual training plan/schedule for nursing services employees to 
ensure their educational needs are met and all required training is scheduled.Getting Information:    Reviews daily 
assignments, unit census and acuity data, staffing pattern/available staff, and other relevant information to determine 
staffing needs for delivering adequate patient care in an environment that is safe for staff and patients.    Reviews 
reports of occurrences, shift reports, emails, and other reports or sources of information to be informed of patient 
activities and care.    Participates in daily meetings with nurse managers and other staff to obtain/provide information as 
necessary to ensure patient quality of care, treatment, and services.Monitoring and Controlling Resources:    Prioritizes 
the utilization of resources to best address the needs of the hospital and patients.Inspecting Equipment, Structures, or 
Material:    Walks through facility to check for any safety hazards, maintenance needs, or issues of noncompliance (e.g., 
broken equipment, seclusion rooms not ready, temperature of medication refrigerators, status of crash carts) with 
regulatory agencies (e.g., The Joint Commission, CMS, and licensure).    Inspects documents provided by job candidates 
(e.g., driver's license, nursing license, work permit) to verify possession of current documents required for 
employment.Monitor Processes, Materials, or Surroundings:    Monitors staff sign in/out times to make sure staff are 
starting and ending work shifts as assigned.    Monitors program activities (e.g., groups, treatment planning, admissions 
and discharges for transportation) to ensure goals are being met.    Monitors staff overtime to ensure maximum 
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allowable work hours are not exceeded and appropriate time off has been provided.Coaching and Developing Others:     
Mentors assigned staff by providing feedback and information on organizational culture, policies, and procedures, task 
prioritization, and other work-related information.Processing Information:     Reviews records to ensure accuracy and 
completeness.    Checks staffing agency log on a daily basis to verify that all calls to staffing agencies have been 
recorded.    Reviews all purchase orders for nursing services to check for accuracy and appropriateness of vendor and 
items/quantities being ordered before approving.Updating and Using Relevant Knowledge:     Attends training seminars 
and reviews professional publications to keep up-to-date on the latest methods and technologies relevant to job 
duties.Communicating with Persons Outside Organization:     Communicates via telephone, email, or in person with 
outside agencies regarding various nursing and mental health issues.Establishing and Maintaining Interpersonal 
Relationships:     May act as a liaison with hospital management and/or other community agencies on behalf of nursing 
services and staff to assist in ensuring problems and concerns are addressed.Interacting With Computers:     Uses office 
productivity software, such as word processing, spreadsheet, or presentation programs, to process information and 
create documents. 
 
Competencies (KSA’s): 
Competencies:      Decision Quality    Directing Others    Customer Focus    Hiring and Staffing    Conflict Management    
Perseverance    Ethics and Values    Priority Setting    Organizing    Organizational Agility    Functional/Technical 
Competency    Dealing with AmbiguityKnowledge:    Advanced knowledge of the relevant information and techniques 
needed to provide/direct nursing care, including best practices and standards of care    Intermediate knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
and the assessment and treatment of behavioral and affective disorders    Intermediate knowledge of business and 
management principles involved in strategic planning, resource allocation, human resources modeling, leadership 
technique, production methods, and coordination of people and resources    Intermediate knowledge of principles and 
processes for providing customer and personal services, including customer needs assessment, meeting quality 
standards for services, and evaluation of customer satisfaction    Intermediate knowledge of communication and 
dissemination techniques and methods, including alternative ways to inform and entertain via written, oral, and visual 
media    Basic knowledge of administrative and clerical procedures and systems such as word processing, managing files 
and records, designing forms, and other office procedures and terminologySkills:    Intermediate skill in giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Advanced skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced skill in identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions    
Intermediate skill in monitoring/assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action    Intermediate skill in bringing others together and trying to reconcile 
differences    Intermediate skill in motivating, developing, and directing people as they work, identifying the best people 
for the job    Advanced skill in adjusting actions in relation to others' actions    Intermediate skill in considering the 
relative costs and benefits of potential actions to choose the most appropriate one    Intermediate skill in talking to 
others to convey information effectively    Intermediate skill in communicating effectively in writing as appropriate for 
the needs of the audience    Intermediate skill in identifying measures or indicators of system performance and the 
actions needed to improve or correct performance, relative to the goals of the system    Intermediate skill in obtaining 
and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    Intermediate skill 
in understanding written sentences and paragraphs in work related documents    Intermediate skill in managing one's 
own time and the time of othersAbilities:    The ability to tell when something is wrong or is likely to go wrong (does not 
involve solving the problem, only recognizing there is a problem)    The ability to shift back and forth between two or 
more activities or sources of information (such as speech, sounds, touch, or other sources)    The ability to speak clearly 
so others can understand    The ability to identify and understand the speech of another person    Intermediate ability to 
apply general rules to specific problems to produce answers that make sense    Intermediate ability to communicate 
information and ideas in speaking so others will understand    Intermediate ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem    Intermediate ability to read and 
understand information and ideas presented in writing    The ability to detect or tell the differences between sounds 
that vary in pitch and loudness    Intermediate ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events)    Intermediate ability to listen to and 
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understand information and ideas presented through spoken words and sentences    Intermediate ability to 
communicate information and ideas in writing so others will understand    Basic ability to add, subtract, multiply, or 
divide quickly and correctly    The ability to see objects or movement of objects to one's side when the eyes are looking 
ahead    The ability to see details at close range (within a few feet) 
 
Tools and Equipment Used: 
    Computer    Telephone    Copiers, printers, and other office equipment    Various medical devices/equipment 
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073694 - PSY HOSP ASST SUPT-PROGRAM SVS 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3840 
 
Minimum Qualifications: 
Education and Experience:  Possession of a master's degree from an accredited college or university in a social or 
behavioral science or other related acceptable field and experience equivalent to five or more years of full-time 
professional mental health or behavioral health work, including at least two years of professional managerial work. 
Substitution of Experience for Education: Qualifying full-time professional behavioral health or mental health work 
experience may substitute for the required education on a year-for-year basis to a maximum of two years. Substitution 
of Education for Experience:  Additional graduate coursework in a social or behavioral science or other related 
acceptable field may substitute for the required experience on a year-for-year basis to a maximum of two years, there 
being no substitution for the required two years of managerial experience. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional mental health institutional management work of considerable 
difficulty by assisting in directing complex program services at a state psychiatric hospital; and performs related work as 
required. Distinguishing Features: An employee in this class functions as the assistant superintendent of program 
services such as residential services, community services, clinical support, or other services at a state psychiatric 
hospital. This class differs from that of Psychiatric Hospital Supt in that an incumbent of the latter functions as the 
superintendent of a state psychiatric hospital and supervises incumbents of this class. 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:     Handles very difficult negotiations to resolve complex problems or 
issues. Analyzing Data or Information:     Reviews relevant information to analyze the underlying causes or contributing 
factors to trends, patterns, complaints, or other issues. Coordinating the Work and Activities of Others:     Coordinates 
efforts of staff to work together to ensure the timely and accurate completion of project, facility, and departmental 
goals. Developing and Building Teams:     Facilitates activities at all levels of the organization to encourage effective 
communications and build trust, respect, and cooperation among staff. Organizing, Planning, and Prioritizing 
Work:     Participates and provides consultation in overall planning and development of program goals, guidelines, and 
procedures for the facility. Selling or Influencing Others:     Talks with facility staff at all levels about new initiatives or 
procedures to obtain their ""buy-in"" and cooperation. Guiding, Directing, and Motivating Subordinates:     Through 
subordinate supervisory and managerial staff, directs the assignment, training, supervision, and evaluation of assigned 
staff and organizational functions. Judging the Qualities of Things, Services, or People:     Continually assesses quality of, 
and judges the inter-relatedness of, program services, community services, processes, and performance 
criteria.    Following established State performance evaluation procedures, conducts interim and annual performance 
evaluations for assigned staff to provide constructive feedback and recommendations for improvement. Processing 
Information:     Compiles data and prepares reports necessary to meet departmental objectives, convey operational 
information, and respond to information requests. Communicating with Persons Outside Organization:     Communicates 
(in person, in writing, or by telephone or e-mail) with people outside the organization, representing the organization to 
the public, government, and other external community sources.Monitoring and Controlling Resources:     Continually 
evaluates the allocation of resources to ensure achievement of operational and departmental goals in the most efficient 
manner possible. Evaluating Information to Determine Compliance with Standards:     Uses relevant information and 
individual judgment to determine whether program services and processes comply with applicable standards, 
policies/procedures, and State and Federal laws.    Reviews existing policies and procedures to ensure compliance with 
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applicable laws, regulations, and standards. Thinking Creatively:     Modifies or develops/designs processes or 
procedures to improve or enhance quality of patient care and/or improve facility operations.    Writes or revises policies 
and procedures. Identifying Objects, Actions, and Events:     Identifies operational improvement opportunities based on 
information collected in meetings with staff, reports, or other sources. Developing Objectives and 
Strategies:     Generates job or program goals and develops strategies for achievement for direct report employees. 
Communicating with Supervisors, Peers, or Subordinates:     Communicates clearly and concisely with supervisors, co-
workers, and subordinates by telephone, in written form (including e-mail), or in person to exchange information. 
Coaching and Developing Others:     Identifies the developmental needs of others and mentors or otherwise helps them 
to improve their knowledge or skills. Making Decisions and Solving Problems:     Based analysis of relevant information, 
makes decisions and implements changes to improve efficiency, quality of organization, operations, and 
services.    Participates in the study of relevant policies and procedures and makes recommendation for 
change.Establishing and Maintaining Interpersonal Relationships:     Networks with internal and external customers to 
ensure open dialogues and to facilitate coordination of efforts toward shared goals. Provide Consultation and Advice to 
Others:     Provides guidance, consultation, and advice to all levels of the organization, as well as to community partners, 
on facility operations and services. Updating and Using Relevant Knowledge:     Implements and guides changes in 
practices, processes and procedures based on changing directions, philosophies, principles, and technologies.    Keeps 
abreast of changing directions, philosophies, principles, and technologies by networking with others, reading 
publications, and attending seminars and training programs. Interpreting the Meaning of Information for 
Others:     Interprets a variety of rules, regulations, policies and procedures to internal and external business partners to 
facilitate understanding. Monitor Processes, Materials, or Surroundings:     Continuously monitors work environment 
and patient milieu to identify patient, family, or staff needs and/or any safety issues requiring corrective action. Staffing 
Organizational Units:     Reviews and makes decisions on employment, promotion, demotion, and other human 
resources actions. Getting Information:     Investigates complaints, concerns or other issues by reviewing patient 
information, talking with staff, and gathering all other relevant information from various sources.    Collects information 
from patient database (e.g., AVATAR) as needed to make management decisions relevant to program services. 
Estimating the Quantifiable Characteristics of Products, Events, or Information:     Determines what community 
resources are currently available or what resources need to be developed to meet the needs of patients.    Determines 
internal resources (e.g., space requirements, labor, materials) needed to meet patient needs.Interacting With 
Computers:     Uses various computer applications to produce, collect, and store information." 
 
Competencies (KSA’s): 
Competencies:     Problem solving    Decision quality    Directing others    Interpersonal savvy    Integrity and trust    
Priority setting    Customer focus    Strategic agility    Managing vision and purpose    Ethics and valuesKnowledge:    
Advanced knowledge of management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, and coordination of people and resources    Advanced knowledge of state and federal 
laws regulating mental health, as well as accrediting agency/third-party reviewer standards, departmental rules, policies 
and procedures    Basic knowledge of the information and techniques needed to diagnose and treat human illnesses, 
including symptoms, treatment alternatives, and preventive health-care measures    Intermediate knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Advanced knowledge of principles, methods, 
and procedures for diagnosis, treatment, and rehabilitation of psychiatric disorders    Basic knowledge of human 
behavior; individual differences in ability, personality, and interests; learning and motivation; and the assessment and 
treatment of behavioral and affective disorders    Basic knowledge of group behavior and dynamics, societal trends and 
influences, ethnicity, religions, and cultures    Basic knowledge of arithmetic, statistics, and their applicationsSkills:    
Expert skill in bringing others together and trying to reconcile differences    Expert skill in talking to others to convey 
information effectively    Expert skill in identifying complex problems and reviewing related information to develop and 
evaluate options and implement solutions    Expert skill in using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems    Advanced skill in monitoring/assessing 
performance of oneself, other individuals, or organizations to make improvements or take corrective action    Advanced 
skill in reading/interpreting the actions of others and making adjustments to promote cooperation/cohesiveness 
between disciplines/services    Basic skill in using mathematics to solve problems    Advanced skill in understanding the 
implications of new information for both current and future problem-solving and decision-making    Expert skill in giving 
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full attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Expert skill in communicating effectively in writing as 
appropriate for the needs of the audience    Expert skill in persuading others to change their minds or behavior    Expert 
skill in motivating, developing, and directing people as they work, identifying the best people for the job    Expert skill in 
being aware of others' reactions and understanding why they react as they do    Intermediate skill in understanding 
written sentences and paragraphs in work related documents    Advanced skill in considering the relative costs and 
benefits of potential actions to choose the most appropriate oneAbilities:    Expert ability to listen to and understand 
information and ideas presented through spoken words and sentences    Expert ability to communicate information and 
ideas in speaking so others will understand    Expert ability to read and understand information and ideas presented in 
writing    Expert ability to communicate information and ideas in writing so others will understand    Expert ability to 
shift back and forth between two or more activities or sources of information (such as speech, sounds, touch, or other 
sources)    Advanced ability to abstract, generate or use different sets of rules for solving complex problems    Advanced 
ability to apply general rules to specific problems to produce answers that make sense    Advanced ability to concentrate 
on a task over a period of time without being distracted    Advanced ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events)    Advanced ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem 
 
Tools and Equipment Used: 
    Computer    Telephone    Other office equipment 
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073696 - PSY HOSP ASST SUPT-QUALITY MGT 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3851 
 
Minimum Qualifications: 
Education and Experience:  Possession of a bachelor’s degree from an accredited college or university and experience 
equivalent to five years or more of full-time professional mental health or quality management work in a hospital or 
comparable setting, including at least two years of supervisory or managerial experience. Substitution of Education for 
Experience: Additional graduate coursework in hospital administration, public administration, business administration, 
or a social or behavioral science may substitute for the required experience on a year-for-year basis to a maximum of 
two years, there being no substitution for the required two years of supervisory or managerial experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional mental health institutional management work of considerable 
difficulty by directing and overseeing the quality management area at a state psychiatric hospital; and performs related 
work as required. Distinguishing Features:  An employee in this class functions as the chief quality management officer 
at a state psychiatric hospital and is responsible for areas such as risk management, performance improvement, medical 
records, and utilization review. This class differs from that of Psy Hosp Superintendent in that an incumbent of the latter 
functions as the chief executive officer of a state psychiatric hospital and supervises incumbents of this class. This class 
differs from MH/IDD Standards Coordinator in that the latter is supervised by this class and oversees a sub-component 
of the larger quality management area. 
 
Work Activities: 
Processing Information:     Compiles data and prepares reports of information necessary to determine compliance. 
Provide Consultation and Advice to Others:    Provides guidance and expert advice to management or other groups with 
regard to compliance activities.Organizing, Planning, and Prioritizing Work:    Participates and provides consultation in 
overall planning and development of program goals, guidelines, and procedures for the facility.Monitor Processes, 
Materials, or Surroundings:    Monitors data and reports to detect or identify potential problems and issues.Evaluating 
Information to Determine Compliance with Standards:    Monitors facility's compliance with standards of all applicable 
regulatory agencies.    Reviews existing policies and procedures to ensure compliance with applicable laws, regulations, 
and standards.Communicating with Persons Outside Organization:    Communicates in person, in writing, by telephone 
or e-mail with other state agencies, community organizations, managed care organizations, and regulatory bodies 
relative to compliance, legal, and other issues.Resolving Conflicts and Negotiating with Others:    Handles very difficult 
negotiations to resolve complex problems or issues.Developing and Building Teams:    Conducts team events and 
activities to improve performance and promote quality patient care and safety.Thinking Creatively:    Develops 
monitoring tools for assessing compliance.    Develops new policies and procedures.Getting Information:    Conducts 
research relative to compliance with regulatory agency standards, such as the Joint Commission, Centers for Medicare 
and Medicaid Services, managed care companies, and state licensure.Interpreting the Meaning of Information for 
Others:    Interprets data to other staff to ensure understanding of information.Coordinating the Work and Activities of 
Others:     Directs the preparation and maintenance of a very large volume of standard records and reports.    
Coordinates work activities of the quality management services staff.Guiding, Directing, and Motivating Subordinates:    
Develops job plans for assigned staff to communicate responsibilities and expected outcomes of performance.    
Through subordinate supervisory and managerial staff, directs the assignment, training, supervision, and evaluation of 
assigned staff and organizational functions.Coaching and Developing Others:    Identifies the developmental needs of 
others and mentors or otherwise helps them to improve their knowledge or skills.Staffing Organizational Units:    
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Reviews and makes decisions on employment, promotion, demotion, and other human resources actions.Making 
Decisions and Solving Problems:    Supervises and participates in the study of organization, operations, and services and 
makes recommendation for improvements in efficiency, quality of organization, operations, and services.    Supervises 
and participates in the study of relevant policies and procedures and makes recommendation for change.Establishing 
and Maintaining Interpersonal Relationships:    Develops and maintains constructive and cooperative working 
relationships with supervisors, co-workers, and other agencies.Scheduling Work and Activities:    Makes work 
assignments to staff in order to achieve agency objectives.Updating and Using Relevant Knowledge:    Reads publications 
from accrediting agencies and attends training to keep current with changing requirements.Interacting With Computers:    
Uses various computer applications to produce, collect, and store information.Communicating with Supervisors, Peers, 
or Subordinates:    Provides information to supervisors, co-workers, and subordinates by telephone, in written form 
(including e-mail), or in person.Judging the Qualities of Things, Services, or People:    Assesses quality of facility's 
processes and performance criteria.    Following established State performance evaluation procedures, conducts interim 
and annual performance evaluations for assigned staff to provide constructive feedback and recommendations for 
improvement. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Process Management    Integrity and Trust    Motivating Others    Patience    Decision 
Quality    Command Skills    Perseverance    Organizing    Dealing with Ambiguity    Managing Through Systems    
Customer FocusKnowledge:    Intermediate knowledge of laws, legal codes, applicable court procedures, government 
regulations, executive orders, and agency rules relevant to mental health services    Basic knowledge of various 
computer applications used to produce, collect, and store information    Basic knowledge of arithmetic, algebra, and 
statistics and their applications    Intermediate knowledge of management principles involved in strategic planning, 
resource allocation, leadership techniques, and coordination of people and resources    Basic knowledge of 
administrative and clerical procedures and systems, such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Basic knowledge of group behavior and dynamicsSkills:    Basic skill 
in understanding the implications of new information for both current and future problem-solving and decision-making    
Intermediate skill in giving full attention to what other people are saying, taking time to understand points being made, 
asking questions as appropriate, and not interrupting at inappropriate times    Advanced skill in managing one’s own 
time and the time of others    Advanced critical thinking skills    Advanced skill in monitoring/assessing performance of 
oneself, other individuals, or organizations to make improvements or take corrective action    Advanced reading 
comprehension skills    Advanced skill in speaking to others to convey information effectively    Complex problem solving 
skills    Advanced judgment and decision-making skills    Intermediate skill in motivating, developing, and directing 
people as they work    Intermediate skill in selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things    Advanced writing skills    Intermediate skill in 
adjusting actions in relation to others’ actions    Advanced skill in determining how a system should work and how 
changes in conditions, operations, and the environment will affect outcomes    Basic mathematics skills    Intermediate 
skill in teaching others how to do something    Intermediate skill in bringing others together and trying to reconcile 
differences    Intermediate skill in persuading others to change their minds or behavior    Advanced skill in identifying 
measures or indicators of system performance and the actions needed to improve or correct performance, relative to 
the goals of the system    Basic skill in being aware of others’ reactions and understanding why they react as they do    
Intermediate skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain workAbilities:    Advanced ability to communicate information and ideas in speaking so others will understand    
Intermediate ability to apply general rules to specific problems to produce answers that make sense    Advanced ability 
to listen to and understand information and ideas presented through spoken words and sentences    Intermediate ability 
to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
Advanced ability to tell when something is wrong or is likely to go wrong    Intermediate ability to shift back and forth 
between two or more activities or sources of information    Advanced ability to read and understand information and 
ideas presented in writing    Advanced ability to communicate information and ideas in writing so others will understand    
Basic ability to speak clearly so others can understand    Intermediate ability to combine pieces of information to form 
general rules or conclusions, including finding a relationship among seemingly unrelated events    Basic ability to choose 
the right mathematical methods and formulas to solve a problem    Advanced ability to concentrate on a task over a 
period of time without being distracted    Basic ability to identify and understand the speech of another person    
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Advanced ability to identify and detect a known pattern that is hidden in other distracting material    Advanced ability to 
quickly and accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or 
patterns, including comparing things at the same time or comparing something present with something remembered    
Basic ability to generate or use different sets of rules for combining or grouping things in different ways    Intermediate 
ability to come up with a number of ideas about a topic    Intermediate ability to arrange things or actions in a certain 
order or pattern according to a specific rule or set of rules    Advanced ability to remember information such as words, 
numbers, pictures, or procedures    Intermediate ability to imagine how something will look after it is moved around or 
when its parts are moved or rearranged 
 
Tools and Equipment Used: 
    Computer    Telephone    Other office equipment 
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073697 - PSY HOSP FISCAL DIRECTOR 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3861 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, accounting or related acceptable field and experience equivalent to five or more years of full-time 
professional fiscal services and/or auditing work, including at least one year of experience in the supervision of fiscal 
and/or auditing staff. Substitution of Experience for Education: Qualifying full-time professional fiscal services and/or 
auditing experience may be substituted for the required education, on a year-for-year basis, to a maximum of four years 
(e.g., experience equivalent to one year of full-time work in professional fiscal services and/or auditing may substitute 
for one year of the required education). Substitution of Certificate or License for Education and Experience: Current 
certification as a “Certified Public Accountant” or a “Public Accountant” license with the State of Tennessee may 
substitute for the required bachelor's degree and one year of full-time professional fiscal services and/or auditing work, 
there being no substitution for the required supervisory experience. Substitution of Graduate Education for Experience: 
Additional graduate course work credit received from an accredited college or university in business administration, 
accounting or related acceptable field may substitute for the required experience on a month-for-month basis to a 
maximum of one year, there being no substitution for the required supervisory experience (e.g., an additional 24 
semester hours in one or a combination of the above listed fields may substitute for one year of the required non-
supervisory experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional managerial and supervisory fiscal work of average difficulty; 
and performs related work as required.Distinguishing Features: An employee in this class directs a full range of fiscal 
services for a large or multiple state psychiatric hospitals.  Responsibilities include preparing or directing the preparation 
of various complex reports, supervising professional and technical level accounting/fiscal staff, providing consultation 
and advice to hospital administration with regard to financial issues, developing budget projections and preparing 
hospital budget, monitoring cost expenditures, and various other fiscal and managerial responsibilities. This class differs 
from Psy Hosp Fiscal Director 1 in that incumbents of the later direct fiscal services for a moderate to small-sized state 
psychiatric hospital. 
 
Work Activities: 
Coordinating the Work and Activities of Others:     Directs all fiscal services for a large or multiple state psychiatric 
hospitals with a complex financial operation.     Directs the preparation of complex and difficult management reports 
and supporting documents.    Coordinates contract activities of staff to ensure compliance, accountability and adequate 
and proper funding. Processing Information:     Prepares and submits private pay and Medicare cost reports.    Sets rates 
to internal and external customers for services rendered.    Prepares complex and important financial activity reports for 
use by internal and external customers.    Processes complex and important accounting transactions in electronic 
databases.    Performs complex and important reconciliations of general ledger accounts against transaction queries, 
researched information, information provided by outside vendors, and individual transactions in electronic databases.    
Prepares adjusting entries to reflect modified accrual or full accrual reporting in preparation of year-end financial 
statements. Estimating the Quantifiable Characteristics of Products, Events, or Information:     Completes risk 
assessments to determine appropriateness and function of internal financial controls.    Develops budget projections, 
workload requirements, and temporary and permanent staffing needs.    Estimates charges to other agencies for 
services provided to set rates. Thinking Creatively:     Designs and updates cost accounting systems.    Develops process 
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improvement suggestions to enhance efficiency.    Establishes financial policies and procedures to improve agency 
efficiency.    Brainstorms workflow and process improvements with co-workers to enhance workplace efficiency and 
comply with audit suggestions. Selling or Influencing Others:     Develops buy-in with internal business partners for 
changing business processes and management objectives. Resolving Conflicts and Negotiating with Others:     Resolves 
issues with internal and external customers.    Resolves interpersonal conflicts between assigned subordinates or work 
teams to enhance teambuilding and generate a positive working environment. Documenting/Recording Information:     
Prepares complex and difficult reports such as appropriation requests and/or work programs, along with supporting 
documents.    Records complex and important financial transactions in electronic databases, spreadsheets, and forms.    
Documents assigned subordinates performance on an on-going basis to aid in performance evaluation. Monitoring and 
Controlling Resources:     Prepares budget modification recommendations for submission to approving authority.    
Monitors direct and indirect cost expenditures against hospital budget.    Monitors contracts, special funds and 
collections to ensure compliance with federal and state laws, rules, and regulations. Judging the Qualities of Things, 
Services, or People:     Identifies appropriate candidates for vacant assigned positions.    Completes performance 
evaluations for assigned subordinates. Provide Consultation and Advice to Others:     Advises hospital administration 
with regard to financial issues and possible courses of action.    Serves as a subject matter expert on accounting policies, 
procedures, and systems for internal and external business partners. Monitor Processes, Materials, or Surroundings:     
Monitors reported expenditures of program funds for allowable and accurate reporting.    Monitors revenue collections 
to determine congruence with assigned budget. Interpreting the Meaning of Information for Others:     Interprets 
federal and state laws, rules, and regulations for internal and external customers.    Interprets financial reports for non-
accounting personnel in response to questions.    Interprets departmental rules and regulations for assigned 
subordinates and external customers to explain program parameters. Making Decisions and Solving Problems:     
Prepares budget for a large or multiple state psychiatric hospitals.    Determines whether or not candidates will be hired 
for vacant positions based on interviews and input from assigned subordinates.    Solves complex and important 
problems related to customer billing based on reporting and research.    Reviews and approves financial activity reports 
for use by internal and external customers.    Reviews and approves reconciliations of general ledger accounts against 
transaction queries, researched information, information provided by outside vendors, and individual transactions in 
electronic databases.    Reviews and approves accounting transactions in electronic databases to ensure accuracy and 
that appropriate accounting policies and procedures were followed.    Reviews and approves corrections to unusual 
account balances in electronic database based on results of research.    Reviews and approves rates to internal 
customers for services rendered.    Reviews and approves the billing of internal and external customers to ensure 
accuracy and compliance with set rates, contracts, and/or federal, state, and departmental rules and regulations. 
Evaluating Information to Determine Compliance with Standards:     Reviews hospital budget to actual expenditure 
report in electronic database to determine availability of funds and/or discrepancies.    Audits monthly billing report to 
ensure the billing is in compliance with departmental policies, procedures, rules and regulations.    Audits complex and 
important invoices and billings for compliance with departmental policies and procedures, contract terms, federal and 
state laws and regulations.    Reviews performance evaluations submitted by subordinate supervisors to ensure 
compliance with Human Resources guidelines.    Audits aging report to determine proper actions in regards to 
delinquent accounts.    Audits monthly financial period closing reports to ensure there are no outstanding transactions.    
Audits physical inventory reports submitted by assigned subordinates or others for completeness and accuracy.    
Performs random audits of assigned subordinate work for quality control purposes. Staffing Organizational Units:     
Makes recommendations to supervisor regarding assigned subordinate retention, reallocation, and/or termination.    
Interviews candidates for vacant assigned positions to develop hiring recommendations. Analyzing Data or Information:     
Analyzes complex and important general ledger transactions to ensure and verify the accurate recording and/or 
application of funds.    Analyzes issues identified by assigned subordinates to determine appropriate actions.    Reviews 
invoices for accuracy and appropriateness of expenditures. Developing Objectives and Strategies:     Develops strategies 
for achieving departmental goals during end of year closing based on deadlines and best practices.    Develops 
performance evaluation goals and desired work outcomes for assigned subordinates to evaluate and develop job 
performance.    Sets work goals and priorities based on policy, legislation, and available resources. Establishing and 
Maintaining Interpersonal Relationships:     Establishes and maintains a variety of important personal contacts with 
internal and external customers.Guiding, Directing, and Motivating Subordinates:     Plans, organizes and supervises the 
work of professional and sub-professional personnel in specialized accounting, budget, and financial functions.    
Provides design guidance to assigned subordinates for the development of electronic spreadsheets and word processing 
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documents.    Ensures that assigned subordinates prepare and distribute necessary reports to facilitate information 
dissemination. Communicating with Supervisors, Peers, or Subordinates:     Communicates with internal business 
partners (e.g., central office staff) using multiple mediums to facilitate interdepartmental financial transactions.    
Communicates with management team members using multiple mediums to keep them abreast of daily operations, 
special projects, and other unit functions.    Communicates with supervisors, co-workers, subordinates using multiple 
mediums to effectively relay work related information.    Talks frequently with assigned subordinates to discuss job 
performance and make recommendations for improvement and development. Updating and Using Relevant Knowledge:     
Maintains up to date, professional knowledge of generally accepted accounting principles.    Cross-trains with co-
workers in assigned job duties to ensure continuity of operations and improve succession planning.    Attends 
department specific in-service training as required to enhance personal development. Communicating with Persons 
Outside Organization:     Communicates with external customers using multiple mediums regarding financial issues 
and/or requests for additional information. Getting Information:     Researches unusual account balance changes to 
identify the source of the issue.    Gathers information from assigned subordinates to make informed budgetary 
decisions and other analyses.    Runs queries in electronic databases to provide information for accounting and 
management analyses. Coaching and Developing Others:     Identifies developmental needs of staff and 
coaches/mentors them to help improve their knowledge and skills.    Provides guidance to co-workers on financial 
related policies and procedures.    Instructs internal and external customers on use of electronic forms and spreadsheets 
to enhance efficiency. Organizing, Planning, and Prioritizing Work:     Manages long term projects to ensure timely 
completion of project milestones.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    
Plans and schedules leave requests of assigned subordinates to ensure proper coverage. Identifying Objects, Actions, 
and Events:     Runs aging report as required to identify delinquent accounts and level of delinquency.    Runs trial 
balance report to identify unusual account balance changes.    Generates finance status report as required to identify 
patients who should receive statements.    Runs monthly financial period closing reports prior to closing for review.    
Runs monthly billing reports for review.    Runs accounting queries as required to identify incomplete transactions. 
Interacting with Computers:     Uses a computer to access email, create spreadsheets and documents, or to 
enter/retrieve information. Developing and Building Teams:     Conducts meetings and activities to build trust and 
respect among team members.    Recognizes subordinate accomplishments to enhance morale and improve employee 
satisfaction. Performing Administrative Activities:     Prepares and maintains administrative and supervisory records and 
reports. Scheduling Work and Activities:     Schedules training for assigned subordinates to enhance employee 
development.    Schedules staff meetings as required to facilitate interpersonal and inter-departmental goal 
achievement. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Intellectual Horsepower    Problem Solving    Directing Others    Priority Setting    
Technical Learning    Timely Decision Making    Organizational Agility    Business Acumen    Conflict Management    
Comfort around Higher ManagementKnowledge:    Intermediate knowledge of administrative and clerical procedures 
and systems such as Microsoft Office (including Excel), managing files and records, designing forms, and other office 
procedures and terminology    Advanced knowledge of governmental accounting principles and practices, and the 
analysis and reporting of financial data    Advanced knowledge of business and management principles involved in 
strategic planning, resource allocation, leadership techniques, and coordination of people and resources    Basic 
knowledge of principles and processes for providing customer services    Intermediate knowledge of mathematics, 
including arithmetic, algebra, statistics and their application    Basic knowledge of personnel and human resources 
principles and procedures for recruitment, selection, and trainingSkills:    Advanced skill in the management of financial 
resources    Intermediate critical thinking skills    Advanced skill in accounting and fiscal systems analysis    Advanced skill 
in accounting and fiscal systems evaluation    Intermediate skill in using mathematics to solve problems    Intermediate 
time management skills    Advanced judgment and decision-making skills    Complex problem solving skills    Advanced 
skill in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Intermediate business writing skills    Intermediate skill in bringing others together to reconcile 
differences    Intermediate skill in motivating, developing, and directing people as they workAbilities:    Ability to choose 
the right mathematical methods or formulas to solve a problem    Ability to listen to and understand information and 
ideas presented through spoken words and sentences    Ability to arrange things or actions in a certain order or pattern 
according to a specific rule or set of rules    Ability to read and understand information and ideas presented in writing    
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Ability to communicate information and ideas in writing so others will understand    Ability to shift back and forth 
between two or more activities or sources of information    Ability to apply general rules to specific problems to produce 
answers that make sense    Ability to combine pieces of information to form general rules or conclusions (including 
finding a relationship among seemingly unrelated events)    Ability to communicate information and ideas in speaking so 
others will understand    Ability to tell when something is wrong or is likely to go wrong 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner/Copier    Calculator 
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073698 - PSY HOSP HR DIRECTOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3852 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time professional human resources work experience. Substitution of Education 
for Experience: Additional graduate coursework in business administration, public administration, healthcare or hospital 
administration, or human resources management may substitute for the required experience on a year-for-year basis to 
a maximum of two years. OR Four years of full-time increasingly responsible professional human resources experience 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under executive direction, performs professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for a moderate to small-sized state regional mental health institute; and performs related work as 
required.Distinguishing Features: This is the first level class in the Psy Hosp HR Director sub-series. Incumbents in this 
class direct all human resources activities at a moderate to small-sized state regional mental health institute. 
Responsibilities include ensuring that legally defensible and accurate employment decisions are made; providing 
advice/recommendations to supervisory and management staff on human resources actions; interpreting a variety of 
human resources reports, rules and/or labor laws, regulations, policies, procedures, and documentation for internal and 
external business partners; overseeing the documentation of sensitive and/or complex investigations performed for 
employee relations purposes; developing plans to facilitate human resources operations and address the 
needs/strategic goals of the mental health institute; and various other human resources management responsibilities. 
This class differs from Psy Hosp HR Director 2 in that incumbents of the latter direct all human resources activities for 
the largest of the state regional mental health institutes with a more complex human resources system.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Negotiates with internal business partners to ensure legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Facilitates a resolution to employee conflicts in accordance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving issues and ensure a respectful and productive work environment. Provide Consultation and Advice to 
Others:     Notifies appropriate leadership staff of possible violations of departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Provides advice/recommendations to supervisory and management 
staff on human resources actions such as employment, promotion, demotion, transfer, retention, position actions, and 
compensation changes.    Provides advice/recommendations to upper management regarding operating procedures, 
best practices, and changes which may improve the economy, efficiency and quality of operations and services. 
Interpreting the Meaning of Information for Others:     Interprets a variety of current human resources reports, rules 
and/or labor laws, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, ensure compliance, and/or meet accreditation standards. 
Documenting/Recording Information:     Creates or oversees the creation of sensitive and/or complex disciplinary letters 
for institute employees based on information received from upper management to document the disciplinary process 
and inform the employee of the outcome of the disciplinary action.    Documents or oversees the documentation of 
sensitive and/or complex investigations performed for employee relations purposes to ensure accurate information is 
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used in decision making.    Oversees the preparation and maintenance of a variety of records and reports such as 
transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance management records, longevity records, leave and 
attendance records, employee work schedules, overtime reports, and payroll reports.    Prepares risk assessment, 
continuity of operations and financial integrity documentation to mitigate liability and vulnerability of the institute.    
Oversees the documentation of accidents and other safety violations to ensure compliance with OSHA/TOSHA 
regulations.    Continually documents the performance of assigned staff to ensure accurate and unbiased performance 
evaluations.Thinking Creatively:     Develops action/operational/implementation plans based on knowledge, 
experiences, skills, best practices, and targeted research to facilitate human resources operations and address the 
needs/strategic goals of the mental health institute.    Develops human resources and/or institute-wide policies and 
procedures; presentations, forms, database queries and other data collection/presentation tools; and other systems 
applications or products to facilitate work goals and ensure compliance with applicable laws and regulations. Evaluating 
Information to Determine Compliance with Standards:     Discusses/reviews accommodation requests with legal staff 
and other leadership staff to determine appropriate action in accordance with the American's with Disabilities Act 
Amendments Act and other related departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits and/or oversees the auditing of important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with Joint Commission standards, departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates hiring, promotion, retention and 
other employment decisions to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Oversees the evaluation of time and attendance for employees worker's 
compensation, FMLA, 120-day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Oversees the determination of employee qualifications for a variety of employment benefits, including but not limited 
to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance with standards and identify 
next steps.    Evaluates sensitive and/or complex employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures.    Evaluates the pay of employees against the pay of other individuals in comparable job 
classes to determine whether salary adjustments are warranted.    Evaluates performance documents of employees 
submitted by supervisory personnel for compliance with performance management guidelines.    Audits organizational 
hierarchies and supervisory assignments to ensure organizational charts and reporting relationships are appropriate and 
up to date. Making Decisions and Solving Problems:     Analyzes issues related to employee performance/conduct and 
makes recommendations as to the appropriate corrective action.    Resolves transactional, benefit, time and attendance, 
pay, and other issues identified during evaluations and audits using departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to ensure accurate and timely processing.    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures to develop recommendations for changes and 
improvements which will positively affect the economy, efficiency and quality of operations and services, while ensuring 
they comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Determines electronic database and physical security access levels for employees based on assigned job duties to ensure 
the safety and security of facilities and information.    Discusses the strengths and weaknesses of the human resources 
unit with the Psychiatric Hospital Administrator and other administrative staff to determine the needs of the unit and 
the best strategies/solutions for improvements. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:     Estimates future staffing and skill requirements needed for the mental health institute's succession 
planning and talent management.    Projects mental health institute budget impact of proposed program or operational 
changes to establish appropriate funding and implementation guidelines.    Estimates time needed to complete projects 
for meeting the strategic needs of the mental health institute. Judging the Qualities of Things, Services, or People:     
Assesses statements made in the course of sensitive and/or complex investigations and resulting disciplinary actions to 
determine accuracy and relevance.    Assesses mental health institute staff work behaviors, competencies, knowledge, 
skills and abilities for succession planning, talent management and retention purposes.    Completes an annual 
assessment of the human resources staff roles, effectiveness and assignments to determine strengths, weaknesses and 
unit needs, as well as judge adequacy to meet the mental health institute's mission.    Assesses the performance of each 
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direct report as necessary to complete two formal interim evaluations and an annual performance evaluation which 
includes the determination of a final rating value. Analyzing Data or Information:     Analyzes position information to 
determine the appropriate classification to which positions should be assigned.    Analyzes employee transactions (e.g., 
appointments, promotions, demotions, and other employee transactions), human resources related investigations, 
disciplinary actions, separations, and exit interview information to identify trends, changes, and other relevant factors. 
Processing Information:     Oversees the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Prepares and/or coordinates the 
preparation of a variety of reports with recommendations for action in areas including, but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Reviews and compares staffing and other human resources related reports to ensure accuracy and determine when 
more extensive evaluation is required. Performing Administrative Activities:     Maintains human resources and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Establishing and Maintaining Interpersonal Relationships:     Liaises with agency human 
resources representatives, other central office state representatives, the Department of Human Resources, and other 
organizational representatives to ensure accurate and timely completion of transactions and other human resources 
related tasks.    Maintains professional working relationships with peers, assigned staff, and upper management to 
ensure smooth and effective team operations.    Networks with internal and external business partners to ensure open 
dialogues exists and to facilitate coordination and unified effort. Guiding, Directing, and Motivating Subordinates:     
Directs the human resources management functions for a moderate to small-sized state mental health institute, 
including position classification, position control, special recruitment, interviewing/employee selection, affirmative 
action, career planning/development, training, employee relations, safety, performance management, and human 
resources transactions.    Implements corrective measures to staff for inappropriate actions through discussions, written 
warnings, and recommendations for suspension or termination.    Oversees the performance management activities for 
all direct report supervisors to ensure they complete their responsibilities of the Performance Management Program by 
the deadlines established.    Develops an Individual Performance Plan for every direct report staff member making sure 
to include specific, measurable, achievable, relevant and time-sensitive (SMART) goals for performance.    Identifies 
outstanding performance characteristics through employee discussions and personal observations to 
encourage/acknowledge positive behavior. Communicating with Persons Outside Organization:     Testifies on behalf of 
the agency at hearings related to the results of employee relations investigations and/or disciplinary appeals.    Answers 
sensitive and/or complex inquiries from persons of substantially high rank outside the institute as required.    Contacts 
vendors and other outside agencies who administer human resources functions to obtain/provide required information, 
correct errors, and/or for clarification purposes.    Communicates by telephone, email, or in person with job candidates 
and the general public to assist with the application/hiring process and respond to inquiries about salary, job duties, and 
other related information. Coaching and Developing Others:     Conducts periodic performance development meetings 
with assigned staff to communicate and develop performance plans and provide performance feedback and 
developmental guidance.    Coaches employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Mentors assigned staff by providing information and feedback on organizational culture, policies and procedures, 
workflow and chain of command, task prioritization, proper documentation, use of systems and available functionality, 
and how to most effectively and efficiently perform their assigned tasks.    Provides guidance to supervisors when 
performance problems arise with their direct reports.    Mentors less experienced internal business partners in their 
work.    Oversees or conducts new employee orientations/on boarding meetings to educate new hires on departmental, 
state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures. Developing Objectives and 
Strategies:     Develops special projects, strategies, and objectives for human resources, institute-wide, and agency-wide 
program areas to enhance performance, improve organizational efficiency, and facilitate achievement of goals.    
Develops communication strategies for addressing the ongoing communication of human resources related information 
to institute employees. Selling or Influencing Others:     Presents motivational information, internal initiatives, process 
changes, and other information to employees, internal business partners, external business partners, and others to 
obtain their support, commitment, cooperation, or otherwise achieve a desired outcome. Training and Teaching Others:     
Conducts various training programs for employees to improve performance and comply with Joint Commission 
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standards, as well as departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Prepares training and standard operating procedure documentation to facilitate the work and training of internal 
business partners.    Identifies developmental opportunities appropriate for assigned staff to enhance/improve team 
their work performance. Scheduling Work and Activities:     Schedules sensitive and/or complex investigation interviews 
as required to ensure timely completion of the investigation in compliance with policy.    Schedules human resources 
staff workload and deadlines for work completion to ensure staff availability for internal business partners and the 
timely completion of work.    Schedules training, orientations, meetings, special events, and projects as required. 
Identifying Objects, Actions, and Events:    Identifies demographic information about mental health institute employees, 
contractors, and positions to inform a variety of internal and external reporting. Getting Information:     Researches laws, 
rules, regulations, and policies to gather information needed to ensure compliance.    Collaborates with employees and 
other individuals to gather information relevant to ongoing investigations or work processes.    Participates in strategic 
and operational meetings to obtain information needed to achieve operational objectives.    Reviews reports, queries, 
electronic databases, email/written correspondence, and other information sources to gather information necessary to 
complete assigned work.    Conducts site visits of external and internal organizations to obtain information for 
reorganization, benchmarking and other work related activities. Monitor Processes, Materials, or Surroundings:     
Monitors culture and work environment of the mental health institute to identify interpersonal issues, policy 
compliance issues, best practices and other relevant organizational traits.    Monitors employee work activities and 
outcomes/products to identify strengths/weaknesses and gather information for performance management/evaluation.    
Monitors work processes of the human resources staff to identify efficiencies and achieve more timely and accurate 
processing.    Monitors employee attendance to ensure all leave and attendance is processed accurately and approved in 
the database each pay period. Organizing, Planning, and Prioritizing work:     Organizes and prioritizes personal workload 
and staff workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    
Delegates tasks to assigned staff and other employees based on the competencies they possess and their assigned role 
to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, accurately, and timely. 
Monitoring and Controlling Resources:     Monitors resources (e.g., use of overtime, staffing levels) on a daily basis to 
ensure effectiveness of the work unit. Coordinating the Work and Activities of Others:     Coordinates with internal and 
inter-agency business partners to resolve issues with complex or highly sensitive transactions including, but not limited 
to, disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates the 
announcement of open staff positions to ensure adequate staffing.    Coordinates meetings, events, and other special 
projects as required to ensure availability, attendance, and coverage. Staffing Organizational Units:     Selects job 
candidates who best fit available positions based on the results of selection assessment.    Oversees the creation of 
salary recommendations for candidates and employees to eliminate pay inequities.    Oversees the entry of coded 
candidate information into the applicant tracking system to process appointments, promotions, demotions, and lateral 
reclassifications.    Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most 
qualified employees.    Oversees the verification of applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates.    May attend 
interviews conducted by internal business partners as required to ensure compliance with departmental, state, and 
federal laws, rules, regulations, and best practices.    Identifies promotional opportunities for staff (if requested) to 
develop bench strength and enhance the talent pool.    Participates in job fairs and other active recruiting events as 
required. Developing and Building Teams:     Identifies and implements motivational techniques to enhance commitment 
and performance of assigned staff.    Demonstrates effective performance for internal and external business partners to 
provide a role model, encourage success in others, and enhance trust.    Encourages assigned staff to pursue career 
development opportunities as a means of improving team performance. Communicating with Supervisors, Peers, or 
Subordinates:    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates (by telephone, in written form, e-mail, or in person) with supervisor, 
peers, assigned staff, and a variety of business partners, as necessary to share work-related information (e.g., changes in 
policies, procedures, or laws), facilitate teamwork, assign tasks, and coordinate effort.    Conducts and participates in 
benefits meetings to educate employees on available benefits and changes to existing benefits. Updating and Using 
Relevant Knowledge:     Periodically reviews current departmental, state, and federal information sources to identify 
relevant changes in policies, procedures, rules, regulations, and best practices and gain knowledge/expertise.    Attends 
agency-specific training and other in-service training as required to ensure continual learning and current knowledge of 
the field, as well as to comply with departmental, state, and federal laws and guidelines.    Actively seeks out work 
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related developmental opportunities for self and assigned staff to improve performance and team efficiency and 
develop expertise in various human resources program areas.    Shares and applies acquired knowledge and skills to 
enhance work performance, as well as the performance of assigned staff. Interacting With Computers:     Uses office 
productivity software (e.g., word processing, spreadsheet, and presentation applications); email systems; search 
engines; and other computer products to process information, create documents, and accomplish other work tasks. 
 
Competencies (KSA’s): 
Competencies:     Conflict Management    Integrity and Trust    Ethics and Values    Decision Quality    
Functional/Technical Competency    Directing Others    Problem Solving    Process Management    Delegation    Building 
Effective Teams    Dealing with Ambiguity    Customer Focus Knowledge:     Intermediate knowledge of the application of 
labor and employment laws    Advanced knowledge of administration and management principles as they relate to 
executing the human resources function of a regional mental health institute, including workgroup and process 
management and supervision of personnel    Advanced knowledge of personnel and human resources operations and 
best practices as it relates to employee relations, performance management, selection and retention, talent 
management, compensation, etc.    Intermediate knowledge of computer software applications including Microsoft 
Word, Excel, PowerPoint, and Outlook, as well as internet search functions    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Basic knowledge of 
mathematics (arithmetic)    Basic knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, designing forms, and other office procedures and terminology    Basic knowledge 
of principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and 
the measurement of training effectsSkills:     Advanced judgment and decision making skills as they relate to personnel 
and operational management    Critical thinking skills    Complex problem solving skills    Intermediate Reading 
Comprehension Skills    Intermediate skill in persuading others to change their minds or behavior    Intermediate skill in 
managing one's own time and the time of others    Active Listening Skills    Intermediate Writing Skills    Advanced 
negotiation skills as they relate to workplace conflict resolution    Advanced skill in motivating, developing, and directing 
people as they work, identifying the best people for the job    Advanced monitoring skills as they relate to employee 
performance, reporting, organizational or operational processes    Intermediate interpersonal and public speaking skills    
Intermediate social perceptiveness skills    Advanced performance and systems analysis skills    Active learning skills    
Basic skill in using mathematics to solve problems    Basic in teaching others how to do something Abilities:     Ability to 
apply general rules to specific problems to produce answers that make sense    Ability to communicate information and 
ideas in writing so others will understand    Ability to read and understand information and ideas presented in writing    
Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among 
seemingly unrelated events)    Ability to listen to and understand information and ideas presented through spoken 
words and sentences    Ability to communicate information and ideas in speaking so others will understand    Ability to 
add, subtract, multiply, or divide quickly and correctly    Ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources)    Ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 
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073699 - PSY HOSP HR DIRECTOR 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3870 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five or more years of full-time professional human resources work experience, including at least one year 
of human resources supervisory experience. Substitution of Education for Experience: Additional graduate coursework 
in business administration, public administration, healthcare or hospital administration, or human resources 
management may substitute for the required experience on a year-for-year basis to a maximum of two years. OR Four 
years of full-time increasingly responsible professional human resources experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under executive direction, performs professional general human resources analytic work of considerable 
difficulty and human resources management and supervisory work of average difficulty in directing all human resources 
related activities for the largest state regional mental health institutes; and performs related work as required. 
Distinguishing Features: This is the highest level class in the Psy Hosp HR Director sub-series.  Incumbents in this class 
direct all human resources activities at the largest of the state mental health institutes.  Responsibilities include ensuring 
that legally defensible and accurate employment decisions are made; providing advice/recommendations to supervisory 
and management staff on human resources actions; interpreting a variety of human resources reports, rules and/or 
labor laws, regulations, policies, procedures, and documentation for internal and external business partners; overseeing 
the documentation of sensitive and/or complex investigations performed for employee relations purposes; developing 
plans to facilitate human resources operations and address the needs/strategic goals of the mental health institute; and 
various other human resources management responsibilities.  This class differs from Psy Hosp HR Director 1 in that 
incumbents of the latter direct all human resources activities for a moderate to small-sized regional mental health 
institute with a moderately complex human resources system. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Negotiates with internal business partners to ensure legally 
defensible and accurate employment decisions are made based on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Facilitates a resolution to employee conflicts in accordance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving issues and ensure a respectful and productive work environment. Provide Consultation and Advice to 
Others:     Notifies appropriate leadership staff of possible violations of departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.    Provides advice/recommendations to supervisory and management 
staff on human resources actions such as employment, promotion, demotion, transfer, retention, position actions, and 
compensation changes.    Provides advice/recommendations to upper management regarding operating procedures, 
best practices, and changes which may improve the economy, efficiency and quality of operations and services. 
Interpreting the Meaning of Information for Others:     Interprets a variety of current human resources reports, rules 
and/or labor laws, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, ensure compliance, and/or meet accreditation standards. 
Documenting/Recording Information:     Creates or oversees the creation of sensitive and/or complex disciplinary letters 
for institute employees based on information received from upper management to document the disciplinary process 
and inform the employee of the outcome of the disciplinary action.    Documents or oversees the documentation of 
sensitive and/or complex investigations performed for employee relations purposes to ensure accurate information is 
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used in decision making.    Oversees the preparation and maintenance of a variety of records and reports such as 
transaction records, employee files, lists of employees recommended for performance increases and promotions, job 
specification files, affirmative action records, performance management records, longevity records, leave and 
attendance records, employee work schedules, overtime reports, and payroll reports.    Prepares risk assessment, 
continuity of operations and financial integrity documentation to mitigate liability and vulnerability of the institute.    
Oversees the documentation of accidents and other safety violations to ensure compliance with OSHA/TOSHA 
regulations.    Continually documents the performance of assigned staff to ensure accurate and unbiased performance 
evaluations. Thinking Creatively:     Develops action/operational/implementation plans based on knowledge, 
experiences, skills, best practices, and targeted research to facilitate human resources operations and address the 
needs/strategic goals of the mental health institute.    Develops human resources and/or institute-wide policies and 
procedures; presentations, forms, database queries and other data collection/presentation tools; and other systems 
applications or products to facilitate work goals and ensure compliance with applicable laws and regulations. Evaluating 
Information to Determine Compliance with Standards:     Discusses/reviews accommodation requests with legal staff 
and other leadership staff to determine appropriate action in accordance with the American's with Disabilities Act 
Amendments Act and other related departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Audits and/or oversees the auditing of important, detailed, and/or complex human resources records, 
documentation, and transactions to determine compliance with Joint Commission standards, departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates hiring, promotion, retention and 
other employment decisions to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Oversees the evaluation of time and attendance for employees worker's 
compensation, FMLA, 120-day appointments, leave without pay, and other types of extended leave to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Oversees the determination of employee qualifications for a variety of employment benefits, including but not limited 
to FMLA, worker's compensation, and qualifying events for insurance to ensure compliance with standards and identify 
next steps.    Evaluates sensitive and/or complex employee and candidate background check results to identify possible 
findings and determine next steps.    Evaluates employee pay and salary recommendations submitted by internal 
business partners to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures.    Evaluates the pay of employees against the pay of other individuals in comparable job 
classes to determine whether salary adjustments are warranted.    Evaluates performance documents of employees 
submitted by supervisory personnel for compliance with performance management guidelines.    Audits organizational 
hierarchies and supervisory assignments to ensure organizational charts and reporting relationships are appropriate and 
up to date. Making Decisions and Solving Problems:     Analyzes issues related to employee performance/conduct and 
makes recommendations as to the appropriate corrective action.    Resolves transactional, benefit, time and attendance, 
pay, and other issues identified during evaluations and audits using departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures to ensure accurate and timely processing.    Performs difficult, 
detailed, and complex staff studies in any area of human resources and in general management to determine staffing 
needs and assignments.    Analyzes processes, policies, and procedures to develop recommendations for changes and 
improvements which will positively affect the economy, efficiency and quality of operations and services, while ensuring 
they comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Determines electronic database and physical security access levels for employees based on assigned job duties to ensure 
the safety and security of facilities and information.    Discusses the strengths and weaknesses of the human resources 
unit with the Psychiatric Hospital Administrator and other administrative staff to determine the needs of the unit and 
the best strategies/solutions for improvements. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:     Estimates future staffing and skill requirements needed for the mental health institute's succession 
planning and talent management.    Projects mental health institute budget impact of proposed program or operational 
changes to establish appropriate funding and implementation guidelines.    Estimates time needed to complete projects 
for meeting the strategic needs of the mental health institute. Judging the Qualities of Things, Services, or People:     
Assesses statements made in the course of sensitive and/or complex investigations and resulting disciplinary actions to 
determine accuracy and relevance.    Assesses mental health institute staff work behaviors, competencies, knowledge, 
skills and abilities for succession planning, talent management and retention purposes.    Completes an annual 
assessment of the human resources staff roles, effectiveness and assignments to determine strengths, weaknesses and 
unit needs, as well as judge adequacy to meet the mental health institute's mission.    Assesses the performance of each 
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direct report as necessary to complete two formal interim evaluations and an annual performance evaluation which 
includes the determination of a final rating value. Analyzing Data or Information:     Analyzes position information to 
determine the appropriate classification to which positions should be assigned.    Analyzes employee transactions (e.g., 
appointments, promotions, demotions, and other employee transactions), human resources related investigations, 
disciplinary actions, separations, and exit interview information to identify trends, changes, and other relevant factors. 
Processing Information:     Oversees the preparation, processing, and correction of human resources transaction 
documents for employee appointments, promotions, demotions, reclassifications, separations, terminations, transfers, 
retirement, reinstatements, overturned suspensions, and information changes.    Prepares and/or coordinates the 
preparation of a variety of reports with recommendations for action in areas including, but not limited to: attendance, 
benefits, affirmative action and equal employment opportunity issues; classification and organizational structure; 
selection and retention; occupational safety and health; employee relations; and other general human resources issues.    
Reviews and compares staffing and other human resources related reports to ensure accuracy and determine when 
more extensive evaluation is required. Performing Administrative Activities:     Maintains human resources and other 
confidential reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, 
regulations, and best practices. Establishing and Maintaining Interpersonal Relationships:     Liaises with agency human 
resources representatives, other central office state representatives, the Department of Human Resources, and other 
organizational representatives to ensure accurate and timely completion of transactions and other human resources 
related tasks.    Maintains professional working relationships with peers, assigned staff, and upper management to 
ensure smooth and effective team operations.    Networks with internal and external business partners to ensure open 
dialogues exists and to facilitate coordination and unified effort. Guiding, Directing, and Motivating Subordinates:     
Directs the human resources management functions for the largest state mental health institute, including position 
classification, position control, special recruitment, interviewing/employee selection, affirmative action, career 
planning/development, training, employee relations, safety, performance management, and human resources 
transactions.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination.    Oversees the performance management activities for all direct 
report supervisors to ensure they complete their responsibilities of the Performance Management Program by the 
deadlines established.    Develops an Individual Performance Plan for every direct report staff member making sure to 
include specific, measurable, achievable, relevant and time-sensitive (SMART) goals for performance.    Identifies 
outstanding performance characteristics through employee discussions and personal observations to 
encourage/acknowledge positive behavior. Communicating with Persons Outside Organization:     Testifies on behalf of 
the agency at hearings related to the results of employee relations investigations and/or disciplinary appeals.    Answers 
sensitive and/or complex inquiries from persons of substantially high rank outside the institute as required.    Contacts 
vendors and other outside agencies who administer human resources functions to obtain/provide required information, 
correct errors, and/or for clarification purposes.    Communicates by telephone, email, or in person with job candidates 
and the general public to assist with the application/hiring process and respond to inquiries about salary, job duties, and 
other related information. Coaching and Developing Others:     Conducts periodic performance development meetings 
with assigned staff to communicate and develop performance plans and provide performance feedback and 
developmental guidance.    Coaches employees on human resources related programs and information to ensure 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Mentors assigned staff by providing information and feedback on organizational culture, policies and procedures, 
workflow and chain of command, task prioritization, proper documentation, use of systems and available functionality, 
and how to most effectively and efficiently perform their assigned tasks.    Provides guidance to supervisors when 
performance problems arise with their direct reports.    Mentors less experienced internal business partners in their 
work.    Oversees or conducts new employee orientations/on boarding meetings to educate new hires on departmental, 
state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures. Developing Objectives and 
Strategies:     Develops special projects, strategies, and objectives for human resources, institute-wide, and agency-wide 
program areas to enhance performance, improve organizational efficiency, and facilitate achievement of goals.    
Develops communication strategies for addressing the ongoing communication of human resources related information 
to institute employees. Selling or Influencing Others:     Presents motivational information, internal initiatives, process 
changes, and other information to employees, internal business partners, external business partners, and others to 
obtain their support, commitment, cooperation, or otherwise achieve a desired outcome. Training and Teaching Others:     
Conducts various training programs for employees to improve performance and comply with Joint Commission 
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standards, as well as departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Prepares training and standard operating procedure documentation to facilitate the work and training of internal 
business partners.    Identifies developmental opportunities appropriate for assigned staff to enhance/improve team 
their work performance. Scheduling Work and Activities:     Schedules sensitive and/or complex investigation interviews 
as required to ensure timely completion of the investigation in compliance with policy.    Schedules human resources 
staff workload and deadlines for work completion to ensure staff availability for internal business partners and the 
timely completion of work.    Schedules training, orientations, meetings, special events, and projects as required. 
Identifying Objects, Actions, and Events:    Identifies demographic information about mental health institute employees, 
contractors, and positions to inform a variety of internal and external reporting. Getting Information:     Researches laws, 
rules, regulations, and policies to gather information needed to ensure compliance.    Collaborates with employees and 
other individuals to gather information relevant to ongoing investigations or work processes.    Participates in strategic 
and operational meetings to obtain information needed to achieve operational objectives.    Reviews reports, queries, 
electronic databases, email/written correspondence, and other information sources to gather information necessary to 
complete assigned work.    Conducts site visits of external and internal organizations to obtain information for 
reorganization, benchmarking and other work related activities. Monitor Processes, Materials, or Surroundings:     
Monitors culture and work environment of the mental health institute to identify interpersonal issues, policy 
compliance issues, best practices and other relevant organizational traits.    Monitors employee work activities and 
outcomes/products to identify strengths/weaknesses and gather information for performance management/evaluation.    
Monitors work processes of the human resources staff to identify efficiencies and achieve more timely and accurate 
processing.    Monitors employee attendance to ensure all leave and attendance is processed accurately and approved in 
the database each pay period. Organizing, Planning, and Prioritizing work:     Organizes and prioritizes personal workload 
and staff workloads using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    
Delegates tasks to assigned staff and other employees based on the competencies they possess and their assigned role 
to ensure sufficient time to engage in supervisory work and ensure work is completed efficiently, accurately, and timely. 
Monitoring and Controlling Resources:     Monitors resources (e.g., use of overtime, staffing levels) on a daily basis to 
ensure effectiveness of the work unit. Coordinating the Work and Activities of Others:     Coordinates with internal and 
inter-agency business partners to resolve issues with complex or highly sensitive transactions including, but not limited 
to, disciplinary actions, retirement issues, salary issues, benefits issues, and medical leave issues.    Coordinates the 
announcement of open staff positions to ensure adequate staffing.    Coordinates meetings, events, and other special 
projects as required to ensure availability, attendance, and coverage. Staffing Organizational Units:     Selects job 
candidates who best fit available positions based on the results of selection assessment.    Oversees the creation of 
salary recommendations for candidates and employees to eliminate pay inequities.    Oversees the entry of coded 
candidate information into the applicant tracking system to process appointments, promotions, demotions, and lateral 
reclassifications.    Conducts behaviorally based interviews for job candidates to ensure hiring and retention of the most 
qualified employees.    Oversees the verification of applicants' general information, previous employment, education, 
compliance with necessary and special qualifications, and possession of required licenses or certificates.    May attend 
interviews conducted by internal business partners as required to ensure compliance with departmental, state, and 
federal laws, rules, regulations, and best practices.    Identifies promotional opportunities for staff (if requested) to 
develop bench strength and enhance the talent pool.    Participates in job fairs and other active recruiting events as 
required. Developing and Building Teams:     Identifies and implements motivational techniques to enhance commitment 
and performance of assigned staff.    Demonstrates effective performance for internal and external business partners to 
provide a role model, encourage success in others, and enhance trust.    Encourages assigned staff to pursue career 
development opportunities as a means of improving team performance. Communicating with Supervisors, Peers, or 
Subordinates:    Provides regular updates to upper management and other internal business partners on the status of 
projects and other assigned work.    Communicates (by telephone, in written form, e-mail, or in person) with supervisor, 
peers, assigned staff, and a variety of business partners, as necessary to share work-related information (e.g., changes in 
policies, procedures, or laws), facilitate teamwork, assign tasks, and coordinate effort.    Conducts and participates in 
benefits meetings to educate employees on available benefits and changes to existing benefits. Updating and Using 
Relevant Knowledge:     Periodically reviews current departmental, state, and federal information sources to identify 
relevant changes in policies, procedures, rules, regulations, and best practices and gain knowledge/expertise.    Attends 
agency-specific training and other in-service training as required to ensure continual learning and current knowledge of 
the field, as well as to comply with departmental, state, and federal laws and guidelines.    Actively seeks out work 
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related developmental opportunities for self and assigned staff to improve performance and team efficiency and 
develop expertise in various human resources program areas.    Shares and applies acquired knowledge and skills to 
enhance work performance, as well as the performance of assigned staff. Interacting With Computers:     Uses office 
productivity software (e.g., word processing, spreadsheet, and presentation applications); email systems; search 
engines; and other computer products to process information, create documents, and accomplish other work tasks. 
 
Competencies (KSA’s): 
Competencies:     Conflict Management    Integrity and Trust    Ethics and Values    Decision Quality    
Functional/Technical Competency    Directing Others    Problem Solving    Process Management    Delegation    Building 
Effective Teams    Dealing with Ambiguity    Customer Focus Knowledge:     Intermediate knowledge of the application of 
labor and employment laws    Advanced knowledge of administration and management principles as they relate to 
executing the human resources function of a regional mental health institute, including workgroup and process 
management and supervision of personnel    Advanced knowledge of personnel and human resources operations and 
best practices as it relates to employee relations, performance management, selection and retention, talent 
management, compensation, etc.    Intermediate knowledge of computer software applications including Microsoft 
Word, Excel, PowerPoint, and Outlook, as well as internet search functions    Intermediate knowledge of customer and 
personal service as it relates to serving the needs of internal and external business partners    Basic knowledge of 
mathematics (arithmetic)    Basic knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, designing forms, and other office procedures and terminology    Basic knowledge 
of principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and 
the measurement of training effects Skills:     Advanced judgment and decision making skills as they relate to personnel 
and operational management    Critical thinking skills    Complex problem solving skills    Intermediate reading 
comprehension skills    Intermediate skill in persuading others to change their minds or behavior    Intermediate skill in 
managing one's own time and the time of others    Active listening skills    Intermediate writing skills    Advanced 
negotiation skills as they relate to workplace conflict resolution    Advanced skill in motivating, developing, and directing 
people as they work, identifying the best people for the job    Advanced monitoring skills as they relate to employee 
performance, reporting, organizational or operational processes    Intermediate interpersonal and public speaking skills    
Intermediate social perceptiveness skills    Advanced performance and systems analysis skills    Active learning skills    
Basic skill in using mathematics to solve problems    Basic in teaching others how to do something Abilities:     Ability to 
apply general rules to specific problems to produce answers that make sense    Ability to communicate information and 
ideas in writing so others will understand    Ability to read and understand information and ideas presented in writing    
Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among 
seemingly unrelated events)    Ability to listen to and understand information and ideas presented through spoken 
words and sentences    Ability to communicate information and ideas in speaking so others will understand    Ability to 
add, subtract, multiply, or divide quickly and correctly    Ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources)    Ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072235 - PSY HOSP INPATIENT COORDINATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2120 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or other related or acceptable field and experience equivalent to two years of full-time responsible 
mental health or intellectual disabilities program work. Substitution of Experience for Education: Qualifying full-time 
mental health or intellectual disabilities program work experience may substitute for the required education on a year-
for-year basis, to a maximum of four years. Substitution of Education for Experience: Graduate course work in social or 
behavioral science or other related acceptable field may substitute for the required experience on a month for month 
basis to a maximum of one year (e.g., 24 semester hours in the above listed fields may substitute for one year of the 
required experience). Substitution of License for Experience:  ,Possession of a current practical nurse license may 
substitute for one year of the required experience. ,Must be currently licensed as a practical nurse with the State of 
Tennessee or hold privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). 
 
Other Requirements: 
Necessary Special Qualifications:  For positions designated for the role of forensic services coordinator at a mental 
health facility, qualified candidates may be required to possess at least a master’s degree in a human service area with 
licensure/certification appropriate to that discipline. Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional inpatient coordination work at a State psychiatric hospital and 
supervisory duties of considerable difficulty; and performs related work as required.Distinguishing Features: An 
employee in this class coordinates inpatient programs at a State psychiatric hospital and may supervise professional and 
sub-professional staff as assigned.  Incumbents in this class may serve as coordinator for treatment teams, treatment 
programs, patient admissions, quality management, forensic services or other inpatient programs, depending upon 
position assignment.  
 
Work Activities: 
Developing Objectives and Strategies:     Develops job performance plans for subordinate staff to communicate 
responsibilities and expected outcomes of performance of their assigned job duties.Communicating with Persons 
Outside Organization:    Communicates with attorneys, law enforcement officials, court officials, and other appropriate 
individuals (e.g., family members, conservators) by written correspondence or telephone as necessary to respond to 
inquiries, comply with court-ordered requirements (e.g., reporting of evaluation results, patient status change or 
transfer notifications), explain/interpret policies and procedures or exchange information relevant to forensic 
admissions, evaluations, and treatment of individuals.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with admitting physicians and other staff to provide or exchange information (e.g., provide referral 
information, obtain permission for transport of individual, provide key findings during the intake process, exchange 
information relevant to evaluation or treatment) as necessary to coordinate the patient admission/intake process; 
forensic admission, evaluation and treatment process; or other inpatient services.    Conducts periodic performance 
development meetings with assigned subordinates to communicate and develop job plans and provide performance 
feedback and developmental guidance.    Makes oral reports to staff across multiple disciplines about findings and status 
of plans of corrective action for performance improvement.Getting Information:     Reviews referral information, 
assessments, progress notes, group notes, or other relevant documentation to gather information needed to present a 
patient’s background and needs to treatment team.    Talks with staff of community health agencies or hospitals to 
gather and exchange information relevant to referral and admission to a State psychiatric hospital (e.g., demographics, 
legal issues, insurance status, presenting problem, previous in-patient or out-patient history, medical issues, alcohol or 
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drug abuse issues).    Communicates with other staff about patients' functioning to gather additional information that 
may be relevant to the treatment team process.Coaching and Developing Others:    Provides on-the-job training and 
performance feedback to assigned staff as necessary to ensure effective performance of their assigned job 
duties.Guiding, Directing, and Motivating Subordinates:    Assigns and supervises the work of assigned staff to ensure 
that work is completed appropriately and timely.Analyzing Data or Information:     Analyzes the underlying principles, 
reasons, or facts by breaking down policies, procedures, and data to trend for patterns and identify opportunities for 
improvement.Making Decisions and Solving Problems:     Attends and actively participates in evaluations of competency, 
mental condition at time of crime and/or committability with certified forensic staff.Documenting/Recording 
Information:    Enters admission and referral related information into hospital information system as necessary to 
initiate the admission process, provide confirmation information back to the referring agency, and document each 
episode (i.e., each pre-admission episode, pre-discharge episode and/or admission).    Prepares and maintain records of 
court-ordered forensic referrals to ensure the admission and evaluation process occurs within the required time-frame.    
Writes narrative reports to document quality review findings and plans of corrective action for performance 
improvement.    Records in written form the identified problems, goals, objectives, interventions and other input from 
treatment team members to create treatment plans and document treatment plan reviews.Staffing Organizational 
Units:    Conducts interviews of job candidates to gather information needed to make promotional or hiring decisions.    
Makes recommendations on human resources matters such as employment, promotion, demotion, transfer, or 
retention of staff.Training and Teaching Others:    Plans and conducts classroom training with employees to provide 
information about the performance improvement process, treatment planning, forensic services, or other programs and 
services.Provide Consultation and Advice to Others:    Provides technical guidance regarding forensic services to hospital 
staff and outside agencies (e.g., courts, law enforcement, attorneys).    Talks with staff involved in the treatment team 
process to offer guidance and provide feedback with regard to meeting the needs of the patient and adhering to 
standards.Judging the Qualities of Things, Services, or People:    Observes staff in the performance of patient care 
activities to assess quality of care and safety of patients.    Assesses the performance of assigned subordinates in 
accordance with established performance evaluation procedures.Scheduling Work and Activities:    Coordinates the daily 
scheduling for patient treatment groups to ensure that patients are assigned to appropriate groups, group sizes are 
appropriate, and that schedules are available to both staff and patients.    Creates and maintains a schedule for the 
development and review of treatment plans according to institute requirements.    Schedules forensic evaluations of 
patients for competency assessment, mental condition at time of crime, committability, and risk appraisal.    Schedules 
and facilitates meetings between attorneys and forensic patients.Monitor Processes, Materials, or Surroundings:    In the 
absence of direct supervisor, assumes responsibility for operations to maintain essential functioning.    Monitors the 
work of assigned clerical and technician staff to check for accuracy and adherence to standards.    Monitors admission 
activities and records (e.g., number of admissions from various counties, age and gender of individuals, type of 
admissions) to collect information necessary for process improvement.    Monitors group leaders and other staff 
involved in group treatment to ensure that the appropriate groups are being provided as scheduled.    Conducts reviews 
of group notes to ensure the appropriate and timely documentation of patient participation and progress toward 
treatment goals.Coordinating the Work and Activities of Others:    Facilitates the treatment team process involving the 
development and review of the initial and master treatment plans according to institute policies and procedures.    
Communicates with staff about treatment team schedule to make sure required disciplines are present at treatment 
team meetings.Evaluating Information to Determine Compliance with Standards:    Reviews all forensic progress notes, 
discharge summaries and forensic summaries for consistency, completeness, and compliance with departmental policies 
and procedures.    Audits medical records and related documentation for quality of care and compliance with hospital 
standards.    Reviews documents relevant to the treatment plan to check for compliance with standards.Assisting and 
Caring for Others:    Talks with patients and/or conservators individually or in groups to educate them with regard to 
their treatment plan process or to provide therapeutic interventions.    Explains admission documents to patients to 
assist them in completing necessary paperwork at time of admission to a State psychiatric hospital.Processing 
Information:    Checks patient medical records to be sure all required information has been documented by staff.    
Checks documents received for pre-admission evaluation to verify that required forms have been completed correctly 
and that all essential information has been provided.    Accesses computer records to verify the patient’s insurance 
status and check for any previous admissions to a state regional mental health institute.Interacting With Computers:    
Utilizes various computer software (e.g., Microsoft Word, Excel, PowerPoint) to create text documents, graphs, charts, 
and tables as necessary to present information in reports.    Operates scanner to create computer records of medical 
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information for distribution to medical records and all other appropriate parties.Updating and Using Relevant 
Knowledge:    Participates in state training and various job-related continuing education programs to enhance 
knowledge and job performance.    Attends agency meetings to keep up to date on agency's vision, mission, goals, and 
implementation strategies.Inspecting Equipment, Structures, or Material:    Inspects group rooms, patient bedrooms, 
bathrooms, seclusion restraint rooms, and other areas to check for cleanliness, appropriate lighting, safety concerns, or 
any other issues impacting patient care.Identifying Objects, Actions, and Events:    Identifies appropriate staff to 
participate on a team responsible for conducting mock audits in preparation for third-party surveys.    Reviews 
documents received for pre-admission evaluation to identify key issues about the individual to be admitted.Monitoring 
and Controlling Resources:    Monitors supplies and equipment and orders items as necessary for treatment groups to 
function effectively and efficiently. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Decision Quality    Organizing    Action Oriented    Informing    Ethics and Values    
Integrity and Trust    Process Management    Conflict Management    Building Effective TeamsKnowledge:    Intermediate 
knowledge of human behavior and performance; individual differences in ability, personality and interests; learning and 
motivation; and the assessment and treatment of behavioral and affective disorders    Intermediate knowledge of 
applicable laws, rules, and policies relative to emergency in-patient mental health commitments, conservatorships, 
and/or court-ordered forensic evaluations    Intermediate knowledge of principles and processes for providing customer 
and personal service, including needs assessment, meeting quality standards for services, and evaluation of customer 
satisfaction    Intermediate knowledge of principles, methods, and procedures for diagnosis, treatment, and 
rehabilitation of physical and mental dysfunctions    Basic knowledge of computer software, including applications and 
programming    Basic clerical knowledge, including word processing, spreadsheets, managing records and files, and other 
office procedures and terminologySkills:    Intermediate reading comprehension skills (i.e., skilled at understanding 
written sentences and paragraphs in work related documents)    Intermediate writing skills (i.e., skilled in 
communicating effectively in writing as appropriate for the needs of the audience)    Complex problem solving skills (i.e., 
skilled in identifying complex problems and reviewing related information to develop and evaluate options and 
implement solutions)    Intermediate speaking skills (i.e., skilled at talking to others to convey information effectively)    
Critical thinking skills (i.e., skilled in using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems)    Intermediate negotiation skills (i.e., skilled at bringing others 
together and trying to reconcile differences)    Intermediate monitoring skills (i.e., skilled at monitoring/Assessing 
performance of oneself, other individuals, or organizations to make improvements or take corrective action)    Learning 
strategies skills (i.e., skilled at selecting and using training/instructional methods and procedures appropriate for the 
situation when learning or teaching new things)    Intermediate judgment and decision making skills (i.e., skilled at 
considering the relative costs and benefits of potential actions to choose the most appropriate one)    Intermediate skills 
in the Management of Personnel Resources (i.e., skilled at motivating, developing, and directing people as they work, 
identifying the best people for the job)    Intermediate time management skills (i.e., skilled at managing one's own time 
and the time of others)    Intermediate service orientation skills (i.e., skilled at actively looking for ways to help people)    
Intermediate systems evaluation skills (i.e., skilled at identifying measures or indicators of system performance and the 
actions needed to improve or correct performance, relative to the goals of the system)    Active listening skills (i.e., 
skilled at giving full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times)    Intermediate coordination skills (i.e., skilled at 
adjusting actions in relation to others' actions)    Intermediate social perceptiveness skills (i.e., skilled at being aware of 
others' reactions and understanding why they react as they do)    Intermediate skills in the management of material 
resources (i.e., skilled in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain work)    Basic mathematics skills (i.e., skilled in using mathematics to solve problems)Abilities:    Ability to 
communicate information and ideas in speaking so others will understand    Ability to communicate information and 
ideas in writing so others will understand    Deductive reasoning (i.e., ability to apply general rules to specific problems 
to produce answers that make sense)    Ability to listen to and understand information and ideas presented through 
spoken words and sentences    Ability to read and understand information and ideas presented in writing    Ability to 
communicate information and ideas in writing so others will understand    Problem sensitivity (i.e., ability to tell when 
something is wrong or is likely to go wrong)    Ability to quickly and accurately compare similarities and differences 
among sets of letters, numbers, objects, pictures, or patterns    Ability to add, subtract, multiply, or divide quickly and 
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correctly    Ability to remember information such as words, numbers, pictures, and procedures    Ability to concentrate 
on a task over a period of time without being distracted 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer/Scanner/Copier 
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072691 - PSY HOSP NURSE EXECUTIVE 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2042 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in nursing, 
nursing administration, healthcare or hospital administration, public health, or other related health care field and 
experience equivalent to five years of registered nursing work, including at least two years of nursing supervisory 
experience.Substitution of Experience for Education: Experience as a registered nurse may substitute for the required 
master's degree on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Must be currently licensed as a Registered Nurse with the State of Tennessee or hold a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under executive direction, is responsible for professional nursing managerial work of considerable difficulty 
in the direction/management of all nursing services at a state psychiatric hospital; and performs related work as 
required. Distinguishing Features:  An employee in this class directs the delivery of nursing care, treatment, and services 
at a state psychiatric hospital. This includes developing work unit goals, objectives and strategies; developing/writing, 
implementing, and evaluating nursing policies, procedures, protocols, and manuals; evaluating patient care data for 
compliance with hospital and regulatory agency standards; determining staffing needs and hiring nursing staff; budget 
development and monitoring; and various other professional nursing management responsibilities. An incumbent in this 
class reports to and receives general guidance from the chief executive officer for the hospital. This class differs from the 
Psy Hosp Asst Nurse Executive in that an incumbent of the latter reports to an incumbent of this class and does not have 
full responsibility for the direction of all nursing services at a mental health institute. 
 
Work Activities: 
"Developing Objectives and Strategies: Prepares an annual plan for work unit by outlining specific goals and objectives, 
along with the strategies and action plan for achieving them.Evaluating Information to Determine Compliance with 
Standards: Reviews patient care performance improvement data to determine whether hospital standards and 
regulatory agency standards are being met. Reviews regulatory agency standards for nursing services to assist in 
maintaining compliance and ensure that corrective actions are taken when measures of success are below standard. 
Compares new or revised nursing policies with current nursing practices to ensure they do not conflict with each other. 
Compares safety and health regulatory policies and professional practice standards to current facility nursing policies 
and procedures to identify needed changes.Establishing and Maintaining Interpersonal Relationships: Acts as a liaison 
with hospital management and/or other community agencies on behalf of nursing services and staff to assist in ensuring 
problems and concerns are addressed. Provides for the integration of nursing services through the treatment team 
interactions with other disciplines to ensure the needs of patients are met.Resolving Conflicts and Negotiating with 
Others: Discusses issues in dispute with the parties involved to facilitate a resolution or negotiate a compromise 
solution.Staffing Organizational Units: Interviews and hires staff with guidance from agency HR staff and in accordance 
with Department of Human Resources' Rules and other applicable policies, procedures, and guidelines.Thinking 
Creatively: Develops policies and operational guidelines for direct report staff. Composes or revises facility nursing best 
practices by extracting relevant policies and procedures from professional nursing information sources. Develops plans 
for staffing and scheduling procedures to ensure even distribution of daily staffing. Reviews, writes, and edits text to 
update the hospital policy and procedure manual and nursing manual. Writes nursing policies, procedures and 
protocols.Estimating the Quantifiable Characteristics of Products, Events, or Information: Determines the amount and 
type of positions needed to prepare for the development of a master staffing plan.Judging the Qualities of Things, 
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Services, or People: Reviews staff roles, effectiveness, assignments, and judges adequacy to meet the hospital mission. 
Assesses the performance of each direct report as necessary to complete two formal interim evaluations and an annual 
performance evaluation which includes the determination of a final rating value.Guiding, Directing, and Motivating 
Subordinates: Directs the delivery of nursing care, treatment, and services ensuring that nursing standards in the facility 
are consistent with all regulatory requirements. Develops an Individual Performance Plan for every direct report staff 
member making sure to include specific, measurable, assignable, realistic, and time-related (SMART) goals for 
performance. Oversees the performance management activities for all direct report supervisors to ensure they 
complete their responsibilities of the Performance Management Program by the deadlines established. Identifies 
outstanding performance characteristics through employee discussions and personal observations to 
encourage/acknowledge positive behavior. Monitors work and provides ongoing verbal and written feedback to direct 
report staff to assist in maintaining and/or creating high performance. Implements corrective measures to staff for 
inappropriate actions through discussions, written warnings, and recommendations for suspension or 
termination.Making Decisions and Solving Problems: Reviews relevant information and makes disciplinary action 
recommendations for nursing services personnel based on the individual, prior disciplinary actions and/or the 
seriousness of the offense. Reviews hospital policies and procedures relevant to nursing services and makes 
recommendations for any modifications needed to ensure the highest quality of patient care. Based on observations and 
other available information, makes recommendations for improvements of non-nursing services (e.g., food services, 
security, housekeeping, professional education programs) which impact the administration of nursing services. Reviews 
all available information relevant to an incident (e.g., code blues, seclusion/restraint, responses to violent behavior, 
medical emergencies) to determine any need for training or improvement in process.Training and Teaching Others: 
Supervises the development of annual training plan/schedule for nursing services employees to ensure their educational 
needs are met and all required training is scheduled/implemented. Monitors nursing services employees' training 
participation to ensure all required training is completed. Identifies training needs of employees based on observation 
and review of performance improvement data. Coordinates and implements the education of non-licensed staff on 
specific health related issues such as legal and ethical ramifications of procedures, safety issues, and infection 
control.Interpreting the Meaning of Information for Others: Interprets a variety of rules, regulations, policies and 
procedures to internal and external business partners to facilitate understanding.Documenting/Recording Information: 
Documents the performance of direct reports, including the preparation of written interim reviews and an annual 
performance evaluation for submission to the designated reviewer. Records dates and specific details of incidents that 
may require further action.Selling or Influencing Others: Talks with staff about new initiatives or procedures to obtain 
their ""buy-in"" and cooperation. Talks with community groups, students, and others to get their support for mental 
health programs and/or recruit potential job candidates.Provide Consultation and Advice to Others: Provides 
suggestions of improvements in processes regarding patient care through participation as a member of various 
committees (e.g., Executive Council, Hospital Policy and Procedures, Safety, Provision of Care, Quality Improvement, 
Pharmacy and Therapeutics).Identifying Objects, Actions, and Events: Identifies trends (e.g., in quality management, 
medication errors, fall reduction, etc.) to determine actions needed to improve processes that impact patient care. 
Reviews job applications to identify viable candidates for nursing position vacancies. Identifies types of position 
vacancies as necessary to determine hiring needs.Coaching and Developing Others: Mentors assigned staff by providing 
feedback and information on organizational culture, policies, and procedures, task prioritization, and other work-related 
information. Provides guidance to nursing supervisors when performance problems arise with their direct reports. 
Provides consistent guidance on service delivery to nursing services supervisors to assist in ensuring that services are 
being delivered in accordance with hospital expectations, policies, and procedures.Performing Administrative Activities: 
Enters and approves time and leave/overtime requests in the appropriate database following standard operating 
procedures.Monitoring and Controlling Resources: Prioritizes the utilization of resources to best address the needs of 
the hospital and patients. Monitors and reconciles actual contract agency staff usage with monthly fiscal report to assist 
in ensuring budget is not exceeded. Assesses and monitors resource needs (i.e., staffing, supplies, and equipment) of 
nursing services. Writes narrative position requests. Locates and procures temporary employees, equipment, and 
supplies through state contracted and non-state contracted vendors. Examines contract provisions, vendor catalogs, and 
products to determine if needs will be met. Develops and monitors budget for the nursing services of a facility. Reviews 
various contracts, agency staff, and other financial information to determine the current status of fiscal operations for 
nursing services. Identifies any inconsistencies or inaccuracies in budget report or recorded transactions. Examines any 
information which has a budgetary impact such as bills, regulations, position changes, and constraints of state 
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guidelines. Reviews all purchase orders for nursing services to check for accuracy and appropriateness of vendor and 
items/quantities being ordered before approving.Getting Information: Reviews daily assignments, unit census and acuity 
data, staffing pattern/available staff, and other relevant information to determine staffing needs for delivering adequate 
patient care in an environment that is safe for staff and patients. Participates in multiple daily meetings with nurse 
managers and other staff to obtain/provide information as necessary to ensure patient quality of care, treatment, and 
services. Reviews reports of occurrences, shift reports, emails, and other reports or sources of information to be 
informed of patient activities and care. Participates in executive staff meetings to obtain/provide information regarding 
on-going projects, corrective actions, personnel issues, and/or recommendations for improvements to services. Collects 
health informatics, health care information via the internet and information from other resources to provide evidence-
based practice.Monitor Processes, Materials, or Surroundings: Monitors and oversees incidents of staff absenteeism to 
determine appropriateness of the absences. Monitors staff overtime to ensure maximum allowable work hours are not 
exceeded and appropriate time off has been provided. Monitors staff sign in/out times to make sure staff are starting 
and ending work shifts as assigned. Monitors program activities (e.g., groups, treatment planning, admissions and 
discharges for transportation) to ensure goals are being met.Communicating with Supervisors, Peers, or Subordinates: 
Communicates by telephone, in written form (including e-mail), or in person with supervisors and human resources staff 
to provide information about incidents of staff attendance problems so that any appropriate follow-up or disciplinary 
action may be initiated. Communicates by telephone, in written form (including e-mail), or in person with direct report 
staff to provide relevant or new information, including all new and revised policies to direct report staff. Provides 
relevant or new information, including all new and revised policies, to direct report staff to ensure communication of 
pertinent information. Participates in regular meetings with nurse managers and other staff to report on resolution of 
issues, to advise of communications with outside agencies regarding the planning of mental health services, or discuss 
other issues pertinent to ensuring patient quality of care, treatment, and services. Checks/answers email regularly, 
including at night and during weekends, to provide timely and appropriate responses to any nursing concerns. Answers 
telephone calls to resolve any nursing issues that may occur at any time of the day or night. Regularly communicates to 
nursing leadership regarding patient care performance improvement issues to assist in ensuring that hospital standards 
and regulatory agency standards are being met.Updating and Using Relevant Knowledge: Attends training seminars and 
reviews professional publications to keep up-to-date on the latest methods and technologies relevant to job 
duties.Developing and Building Teams: Conducts staff meetings and facilitates team-building activities to build trust, 
respect, and cooperation among team members.Inspecting Equipment, Structures, or Material: Walks through facility to 
check for any safety hazards, maintenance needs, issues of noncompliance (e.g., broken equipment, seclusion rooms not 
ready, temperature of medication refrigerators, status of crash carts) with regulatory agencies (e.g., The Joint 
Commission, CMS, and Licensure). Inspects documents provided by job candidates (e.g., driver's license, nursing license, 
work permit) to verify possession of current documents required for employment and/or obtain information necessary 
to verify credentials.Communicating with Persons Outside Organization: Communicates via telephone, email, or in 
person with outside agencies regarding various nursing and mental health issues.Processing Information: May review 
staffing agency log on a daily basis to verify that all calls to staffing agencies have been recorded. Reviews records to 
ensure accuracy and completeness. Compiles information from executive and/or professional discipline management 
team regarding on-going projects, corrective actions, personnel issues, and/or recommendations for improvements to 
services so that information may be strategically used to make better management decisions.Coordinating the Work and 
Activities of Others: Coordinates workload of staff assigned to work together on a project to ensure the timely and 
accurate completion of project tasks. Coordinates patient education groups and activities to ensure they are scheduled 
and occur on a timely basis. Coordinates nursing school placements to assist with the optimal training for the students 
and continued quality of care of patients.Interacting With Computers: Uses office productivity software, such as word 
processing, spreadsheet, or presentation programs, to process information and create documents." 
 
Competencies (KSA’s): 
Competencies: Decision Quality Organizing Priority Setting Conflict Management Hiring and Staffing Ethics and Values 
Directing Others Process Management Organizational Agility Customer Focus Peer Relationships Managing Diversity 
Self-DevelopmentKnowledge: Advanced knowledge of business and management principles involved in strategic 
planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination 
of people and resources Expert knowledge of the relevant information and techniques needed to provide/direct nursing 
care, including best practices and standards of care Expert knowledge of communication and dissemination techniques 
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and methods, including alternative ways to inform and entertain via written, oral, and visual media Advanced 
knowledge of principles and processes for providing customer and personal services, including customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction Advanced knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
and the assessment and treatment of behavioral and affective disorders Intermediate knowledge of administrative and 
clerical procedures and systems such as word processing, managing files and records, designing forms, and other office 
procedures and terminology Intermediate knowledge of government regulations, agency rules, and court procedures 
relevant to work responsibilities Intermediate knowledge of principles and procedures for personnel recruitment, 
selection, training, and personnel information systemsSkills: Advanced skill in bringing others together and trying to 
reconcile differences Advanced skill in identifying complex problems and reviewing related information to develop and 
evaluate options and implement solutions Advanced skill in identifying measures or indicators of system performance 
and the actions needed to improve or correct performance, relative to the goals of the system Advanced skill in using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems Advanced skill in monitoring/assessing performance of oneself, other individuals, or organizations to make 
improvements or take corrective action Advanced skill in adjusting actions in relation to others' actions Advanced skill in 
motivating, developing, and directing people as they work, identifying the best people for the job Advanced skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Advanced skill in talking to others to convey information 
effectively Advanced skill in communicating effectively in writing as appropriate for the needs of the audience Advanced 
skill in considering the relative costs and benefits of potential actions to choose the most appropriate one Advanced skill 
in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work 
Advanced skill in understanding written sentences and paragraphs in work related documents Intermediate skill in 
determining how money will be spent to get the work done, and accounting for these expenditures Advanced skill in 
managing one's own time and the time of othersAbilities: Intermediate ability to come up with unusual or clever ideas 
about a given topic or situation, or to develop creative ways to solve a problem The ability to tell when something is 
wrong or is likely to go wrong (does not involve solving the problem, only recognizing there is a problem) The ability to 
shift back and forth between two or more activities or sources of information (such as speech, sounds, touch, or other 
sources) Advanced ability to read and understand information and ideas presented in writing Advanced ability to 
communicate information and ideas in writing so others will understand The ability to see details at close range (within 
a few feet) Intermediate ability to add, subtract, multiply, or divide quickly and correctly Advanced ability to listen to 
and understand information and ideas presented through spoken words and sentences The ability to speak clearly so 
others can understand The ability to identify and understand the speech of another person Advanced ability to apply 
general rules to specific problems to produce answers that make sense Advanced ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
Advanced ability to communicate information and ideas in speaking so others will understand The ability to see objects 
or movement of objects to one's side when the eyes are looking ahead The ability to detect or tell the differences 
between sounds that vary in pitch and loudness 
 
Tools and Equipment Used: 
 Computer Telephone Copiers, printers, and other office equipment Various medical devices/equipment 
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072689 - PSY HOSP NURSE UNIT MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2032 
 
Minimum Qualifications: 
Education and Experience:  Qualified applicants must be currently licensed as a Registered Nurse and have experience 
equivalent to at least three years of full time work as a registered nurse, including at least one year of mental health 
nursing work experience. Substitution of Graduate Education for Experience:  A master's degree or higher in nursing 
may substitute for one year of the required work experience, there being no substitution for the required one year of 
mental health nursing work.  
 
Other Requirements: 
Necessary Special Qualifications: Must be currently licensed as a Registered Nurse in the State of Tennessee or hold a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under direction, is responsible for professional nursing management/supervisory work of average difficulty 
within a state psychiatric hospital; and performs related work as required. Distinguishing Features:  An employee in this 
job classification is responsible for the management and supervision of a patient unit within a state psychiatric hospital.  
This includes the direct supervision of registered nursing staff, as well as other patient care and support staff within 
assigned patient unit.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:   Monitors health status of the patients, efficacy of care, safety issues, 
and responses to treatments to determine patients' progress. Monitors unit activities to detect/prevent problems and 
intervene as necessary to promote and maintain a safe environment for patients and staff. Monitors staff during nursing 
rounds to assess work performance/level of care and determine if counseling, re-training, or other action is warranted. 
Utilizes various monitoring tools and techniques (e.g., cameras, observation of unit rounds, review of accountability and 
assignment sheets) to assess staff job performance and insure they are strictly adhering to policies and procedures while 
completing assigned tasks. Getting Information:   Interacts with patients to assess their condition, mental status, level of 
functioning, and progression, as well as to identify any areas of concern or complaints of the patient. Reviews patient 
admission/transfer paperwork to gather information needed to determine care needs (e.g., medication, dietary, and/or 
lab orders). Reviews reports of occurrences (e.g., staff and/or patient injuries), shift reports, emails, and other reports or 
sources of information to be informed of patient activities and care. May participate in daily meetings with nurses, 
clinicians, and/or other staff to obtain/provide information as necessary to ensure patient quality of care, treatment, 
and services. Performing General Physical Activities:   Performs physical hold/restraint techniques in accordance with 
Comprehensive Crisis Management to assist with assaultive or aggressive patients on assigned unit. May assist in 
moving patients using stretchers, wheelchairs, or other means. Controlling Machines and Processes:   Operates medical 
equipment such as nebulizers, CPAP (continuous positive airway pressure) machines, glucometers, oxygen 
concentrators, Doppler scanners, suction machines, and other medical devices to provide therapeutic patient care. 
Guiding, Directing, and Motivating Subordinates:   Oversees the delivery of nursing care, treatment, and services within 
assigned unit. Develops an Individual Performance Plan for every direct report staff member, making sure to include 
specific, measurable, achievable, relevant, and time-sensitive (SMART) goals for performance. Implements corrective 
measures (i.e., discussions/coaching, written warnings, and/or recommendations for suspension or termination) as 
necessary to address inappropriate actions or poor job performance of direct report staff. Identifies methods and 
strategies to discuss with employees for improving performance. Identifies outstanding performance characteristics 
through personal observations and discusses with employees to encourage/acknowledge positive behavior. Judging the 
Qualities of Things, Services, or People:   Assesses the performance of each direct report employee as necessary to 
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complete two formal interim evaluations and an annual performance evaluation which includes the determination of a 
final rating value. Assisting and Caring for Others:   Responds to medical emergencies by assisting in or performing 
cardiopulmonary resuscitation (CPR), basic life support, or other needed emergency care. May administer medications 
and monitor patients for adverse drug reactions and side effects. Provides nursing care and performs procedures 
according to physicians' orders and nursing standards of practice. Utilizing therapeutic communication skills, talks with 
patients to assist them in moving toward recovery and discharge. Talks to staff and recommends coaching, counseling, 
Employee Assistance Program (EAP), remedial training, or other steps to resolve their problems or needs. May take 
patients' vital signs (e.g., temperature, blood pressure) and begin assessments of patients' temperament/functioning 
level to assist in the patient admission process. Inspecting Equipment, Structures, or Material:   Walks through unit to 
check for any safety hazards, maintenance needs, or issues of noncompliance (e.g., broken equipment; seclusion rooms 
not ready; temperature of refrigerators; status of crash carts, patient rooms, other patient care areas) with regulatory 
agencies (e.g., The Joint Commission, CMS, and licensure). Evaluating Information to Determine Compliance with 
Standards:   Reviews written documentation (e.g., incident reports, physicians' orders, debriefing forms) relevant to 
episodes of physical hold, seclusion, or restraint to check for accuracy of information and determine compliance with 
clinical standards of practice. Making Decisions and Solving Problems:   May review reports of problems relevant to 
performance improvement and quality management (e.g., sentinel events, staff performance problems) to complete a 
root cause analysis and make recommendations for corrective action. Reviews all available information relevant to an 
incident (e.g., seclusion/restraint, responses to violent behavior, medical emergencies) to determine any training needs 
or improvement in process. Reviews relevant information regarding direct report staff with performance problems and 
makes disciplinary action recommendations based on seriousness of the problem, prior disciplinary actions, and/or 
other factors. Resolving Conflicts and Negotiating with Others:   Uses appropriate verbal strategies to de-escalate crisis 
situations with patients and avoid the need for physical intervention. Talks with involved parties to mediate staff 
disputes and resolve conflicts. Developing and Building Teams:   Conducts staff meetings and facilitates team-building 
activities to encourage effective communications and build trust, respect, and cooperation among team members.    
Training and Teaching Others:   May identify training needs and create annual training plan/schedule for direct report 
staff to ensure their educational needs are met and all required training is scheduled and completed. Organizing, 
Planning, and Prioritizing Work:   Prioritizes tasks based on importance, urgency, and other scheduled activities. 
Documenting/Recording Information:   Completes various forms, including medication error reports, lab requisition, 
incident reports, and other reports related to unexpected occurrences for patients and staff. May write narrative notes 
to document medications administered, summaries, special observations, changes in condition, patient status/progress, 
and other relevant information to establish records of patient care activities. Documents the performance of direct 
report staff, including recording dates/specific details of employee conferences/counseling sessions and any 
incidents/events as they occur to ensure accurate assessment of performance when completing interim and annual 
evaluations. May complete Fall Documentation Record, Falls Risk Reassessment, and incident report when fall incidents 
occur. May write patient-specific treatment plan objectives. May update Patient Care Hand-off report by documenting 
changes in condition, new orders, and/or concerns as they occur throughout each shift. Processing Information:   
Reviews records (e.g., physician orders, patient admission and discharge records, interdisciplinary progress notes, 
treatment plans, audit tools) to ensure accuracy and completeness. Staffing Organizational Units:   Conducts 
employment interviews in accordance with Department of Human Resources' Rules and other applicable policies, 
procedures, and guidelines to obtain information pertinent to making hiring recommendations/decisions. 
Communicating with Supervisors, Peers, or Subordinates:   Shares information (e.g., incident reports, change of shift 
reports, medication errors, and other patient related information) with hospital staff via verbal or written 
communications to assist them in providing a therapeutic and safe environment for patients and staff. Participates in 
regular meetings with other staff to report on resolution of issues, advise them of communications with outside 
agencies, or discuss other issues pertinent to ensuring patient quality of care, treatment, and services.  Updating and 
Using Relevant Knowledge:   Utilizes the nurse reference book and other appropriate resources to acquire knowledge 
and ensure appropriate adherence to nursing policies/procedures and hospital instructions in performance of job duties. 
Attends annual mandatory training and reviews professional publications to keep up-to-date on the latest methods and 
technologies relevant to job duties and meet requirements for maintaining licensure. Performing Administrative 
Activities:   Securely maintains various records and reports (e.g., assignment sheets, employee files, accountability 
records, logs) for the appropriate timeframe. May enter and approve time and leave/overtime requests in the 
appropriate database following standard operating procedures. Coaching and Developing Others:   Mentors direct 
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reports and other staff by providing feedback and information on organizational culture, policies, and procedures, task 
prioritization, and other work-related information. Talks with direct report staff to motivate and encourage them to 
achieve service excellence. Interpreting the Meaning of Information for Others:   Explains information (e.g., patient 
rights, plan of care, unit rules, and other information) to patients at their level of understanding. Coordinating the Work 
and Activities of Others:   Coordinates and facilitates staff assignments; patient activities/movements; and outside 
services for appointments, escorts, and/or discharges to ensure therapeutic patient care. May coordinate treatment 
team meetings and physician rounds based on the unit schedule. Communicating with Persons Outside Organization:   
May make presentations and/or represent the agency to educate/share information with the public. Provide 
Consultation and Advice to Others:   Based on observations and other available information, may make 
recommendations to supervisor and/or other management staff for improvements in operations/services (e.g., nursing 
services, food services, security, housekeeping, professional education programs) which impact the administration of 
nursing services and quality of patient care.  Scheduling Work and Activities:   May generate a monthly schedule for unit 
staff to ensure minimum staffing requirements for quality patient care are met. May make patient assignments and 
break schedules for Psychiatric Technicians assigned to the unit. Monitoring and Controlling Resources:   Monitors 
staffing levels and the number of hours employees work per week to ensure staffing/overtime limits are not exceeded. 
Prioritizes the utilization of resources (e.g., clothing, hygiene supplies, medical supplies) to best address the needs of the 
hospital and patients. Interacting With Computers:   Uses office productivity software, such as medical records software 
(e.g., Avatar), employee/human resources management software (e.g., Edison), word processing, spreadsheet, and/or 
presentation programs as necessary to process information and create documents. Thinking Creatively:   May develop 
new processes or procedures for unit and staff. May develop policies and operational guidelines for staff under direct 
supervision. Estimating the Quantifiable Characteristics of Products, Events, or Information:   May estimate the 
quantities of equipment and supplies needed for the unit. Handling and Moving Objects: May lift/move mattresses, 
furniture, boxes of supplies, patient property, and other items. 
 
Competencies (KSA’s): 
Competencies:   Problem solving Delegation Fairness to direct reports Conflict management Directing others Informing 
Time management Confronting direct reports Integrity and trust Listening Composure Managing diversity Knowledge:   
Basic knowledge of arithmetic, algebra, statistics, and their applications relevant to medication administration Basic 
knowledge of business and management principles involved in planning, resource allocation, leadership techniques, and 
coordination of people and resources Intermediate knowledge of the human body, including tissues, cells, functions, 
interdependencies, and interactions with each other and the environment Basic knowledge of laws, legal codes, court 
procedures, government regulations, and agency rules relevant to nursing practice and patient care Intermediate 
knowledge of the Joint Commission and Centers for Medicare & Medicaid Services (CMS) standards relevant to the care 
of psychiatric patients Basic knowledge of the chemical composition, structure, and properties of substances and of the 
chemical processes and transformations that they undergo, including uses of chemicals and their interactions and 
danger signs Basic knowledge of principles and processes for providing services to customers (e.g., patients, families, 
and the community), including customer needs assessment, meeting quality standards for services, and evaluation of 
customer service Basic knowledge of principles and methods for training, teaching, and instruction for individuals and 
groups, and the measurement of training effects Basic knowledge of medical equipment and tools, including their uses 
and maintenance Intermediate knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities, including symptoms, treatment alternatives, drug properties and interactions, and 
preventive health-care measures Intermediate knowledge of principles, methods, and procedures for assessment, 
treatment, and rehabilitation of physical and mental dysfunctions Basic knowledge of principles and procedures for 
personnel recruitment, selection, training, compensation and benefits, and personnel information systems Intermediate 
knowledge of the relevant information and techniques needed to provide/direct nursing care, including best practices 
and standards of care Basic knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; and  the assessment and treatment of behavioral and affective 
disorders Basic knowledge of relevant policies, procedures, and strategies to promote safety/protection of people, data, 
property, and institutions Basic knowledge of group behavior and dynamics, societal trends and influences, ethnicity, 
cultures and their history and origins Basic knowledge of administrative and clerical procedures and systems such as 
word processing, managing files and records, designing forms, and other office procedures and terminology  Skills:   
Intermediate skill in giving full attention to what other people are saying, taking time to understand the points being 
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made, asking questions as appropriate, and not interrupting at inappropriate times Intermediate skill in communicating 
effectively in writing as appropriate for the needs of the audience (e.g., patients, families, clinicians and other support 
staff) Intermediate skill in understanding of the implications of new information for both current and future problem-
solving and decision-making Intermediate skill in selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things Intermediate skill in the operation of medical 
equipment or systems (e.g., CPAP, nebulizers, glucometers, Oxygen concentrators, pulse oximeters) Intermediate skill in 
managing one's own time and the time of others Intermediate skill in using logic and reasoning to identify the strengths 
and weaknesses of alternative solutions, conclusions or approaches to problems Intermediate skill in 
monitoring/assessing performance of oneself and/or other individuals to make improvements or take corrective action 
Intermediate skill in understanding written sentences and paragraphs in work related documents Intermediate skill in 
using scientific rules and methods to solve problems Intermediate skill in talking to others to convey information 
effectively Intermediate skill in adjusting actions in relation to others' actions. Intermediate skill in identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions Intermediate skill 
in conducting tests and inspections of patient environment/equipment to evaluate for quality and safety standards Basic 
skill in determining causes of errors and determining corrective plan of action Intermediate skill in considering the 
relative impacts of potential actions to choose the most appropriate one Intermediate skill in determining how a 
system/unit should work and how changes in conditions, operations, and the environment will affect outcomes 
Intermediate skill in identifying measures or indicators of employee performance and unit operations and the actions 
needed to improve or correct performance/operations, relative to the goals of the facility/hospital Intermediate skill in 
motivating, developing, and directing people as they work and identifying the best people for the job Intermediate skill 
in using mathematics to solve problems. Intermediate skill teaching others how to do something Intermediate skill in 
bringing others together and trying to reconcile differences Intermediate skill in persuading others to change their 
minds or behavior Intermediate skill in obtaining and seeing to the appropriate use of equipment, facilities, and 
materials needed for unit operations Basic skill in actively looking for ways to help people Intermediate skill in being 
aware of others' reactions and understanding why they react as they do Basic skill in performing routine maintenance 
on office equipment (e.g., printers, copiers, fax machine) and medical equipment (e.g., suction machine, nebulizer, 
glucometer) and determining when and what kind of maintenance is needed Abilities:   Intermediate ability to tell when 
something is wrong or is likely to go wrong Ability to identify and understand the speech of another person Intermediate 
ability to listen to and understand information and ideas presented through spoken words and sentences Ability to 
coordinate two or more limbs (for example, two arms, two legs, or one leg and one arm) while sitting, standing, or lying 
down as necessary to perform comprehensive crisis management techniques and/or lift/move patients Ability to quickly 
respond (with the hands/body movements) to a signal/event (e.g., emergency/crisis situation) Ability to exert muscle 
force repeatedly or continuously over time (e.g., as necessary to perform cardiopulmonary resuscitation (CPR) or 
physical holds on patients) Ability to speak clearly so others can understand Intermediate ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) 
Basic ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules 
Intermediate ability to communicate information and ideas in speaking so others will understand Intermediate ability to 
come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem 
Intermediate ability to quickly and accurately compare similarities and differences when comparing things at the same 
time or one after the other Basic ability to concentrate on a task over a period of time without being distracted Ability to 
quickly and repeatedly bend, stretch, twist, or reach out with one's body, arms, and/or legs as necessary to perform 
comprehensive crisis management techniques Ability to bend, stretch, twist, or reach with your body, arms, and/or legs 
as necessary to perform comprehensive crisis management techniques and/or lift/move patients Ability to coordinate 
the movement of arms, legs, and torso together when the whole body is in motion as necessary to perform 
comprehensive crisis management techniques and/or lift/move patients Ability to keep or regain body balance or stay 
upright when in an unstable position as necessary to perform comprehensive crisis management techniques, lift/move 
patients, or provide patient care Ability to exert muscle force to lift, push, pull, or carry patients and/or objects Ability to 
see details at a distance Ability to detect or tell the differences between sounds that vary in pitch and loudness Ability to 
see details at close range (within a few feet) Ability to see under low light conditions (e.g., in patient rooms during the 
night) Ability to see objects or movement of objects to one's side when the eyes are looking ahead Ability to tell the 
direction from which a sound originated Ability to match or detect differences between colors, including shades of color 
and brightness Ability to quickly and/or repeatedly adjust the controls of machines (e.g., medical equipment) 
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Intermediate ability to apply general rules to specific problems to produce answers that make sense Intermediate ability 
to come up with a number of ideas about a topic Intermediate ability to choose the right mathematical methods or 
formulas to solve a problem Intermediate ability to remember information such as words, numbers, pictures, and 
procedures Basic ability to add, subtract, multiply, or divide quickly and correctly Basic ability to know one's location in 
relation to the environment or to know where other objects are in relation to oneself Basic ability to shift back and forth 
between two or more activities or sources of information Intermediate ability to read and understand information and 
ideas presented in writing Intermediate ability to communicate information and ideas in writing so others will 
understand Ability to keep one's hand and arm steady while moving arm or while holding arm and hand in one position 
as may be necessary in providing patient care Ability to make precisely coordinated movements of the fingers of one or 
both hands to grasp, manipulate, or assemble very small objects such as medical devices/equipment Ability to quickly 
move hand, hand together with arm, or two hands to grasp, manipulate, or assemble objects such as medical 
equipment/devices Ability to focus on a single source of sound in the presence of other distracting sounds Ability to 
judge which of several objects is closer or farther away, or to judge the distance between oneself and an object 
 
Tools and Equipment Used: 
 Various medical devices/equipment (e.g., nebulizers, CPAP machines, glucometers, oxygen concentrators, Doppler 
scanners, suction machines, sphygmomanometers, and others) Computer, printer, copier, telephone, and other office 
equipment 
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072307 - PSY HOSP PATIENT RIGHTS ADVOC 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2254 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a bachelor's degree from an accredited college or university in a 
social or behavioral science or other related field and experience equivalent to two years of full-time experience working 
directly with patients in a mental health setting OR Currently licensed as a Registered Nurse and experience equivalent 
to two years of full-time experience working directly with patients in a mental health setting. Substitution of Experience 
for Education: Full time experience working directly with patients in a mental health setting may substitute for the 
required education on a year for year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications:  NoneExamination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional work of average difficulty involving overseeing and 
executing the patient rights advocacy program at a state psychiatric hospital. Distinguishing Features: An employee in 
this classification serves as the Patient Rights Advocate for a state psychiatric hospital. This class is responsible for 
ensuring compliance with the psychotropic medication rules, assisting with hospital compliance to standards related to 
patient rights, investigating and resolving complaints related to patient care, and related work as required. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets and explains provisions of the Psychotropic Medication 
Rules listed in Tennessee Department of Mental Health and Substance Abuse Services Rules 0940-1-1 and 0940-1-2 and 
Center for Medicare and Medicaid Services (CMS) and Joint Commission standards applicable to patient rights to 
hospital staff.Evaluating Information to Determine Compliance with Standards: Assesses and assures compliance with 
the Psychotropic Medication Rules. Reviews CMS and Joint Commission standards related to patient rights, assesses 
compliance, and recommends corrective action. Completes the annual Title VI survey required for compliance with 
federal law and eligibility for federal funds, examines findings from the survey, and determines if actions are needed to 
improve or maintain compliance.Resolving Conflicts and Negotiating with Others: Gathers information upon the receipt 
of complaints of patient care and decides the best way to achieve a resolution.Coordinating the Work and Activities of 
Others: Schedules meetings of hospital Treatment Review Committees and ensures those committees are constituted in 
accordance with statute, departmental rules, and guidelines.Training and Teaching Others: Conducts initial and 
continuing education on compliance with the Psychotropic Medication Rules for medical, nursing, and other clinical 
staff. Provides training on general patient rights to all staff.Documenting/Recording Information: Every 30 days, reviews 
the status of patients who lack the capacity to make an informed decision by reviewing the patient's record, 
interviewing the patient, and speaking with the treatment team to determine if a further assessment of the patient's 
status is needed. Maintains records of meetings of the Treatment Review Committee. Maintains records of complaints 
related to patient care to be able to retrieve upon request. Maintains records regarding claims of damaged or lost 
property.Getting Information: Conducts investigations into claims and complaints filed. Consults with the other hospital 
staff on matters related to patient rights and/or complaints. Reviews patient charts for compliance with the 
Psychotropic Medication Rule.Provide Consultation and Advice to Others: Provides consultation to treatment teams 
concerning behavioral intervention and other treatment options from a patient rights perspective. Serves on Ethics 
Committee and provides input on patient rights.Establishing and Maintaining Interpersonal Relationships: Establishes 
and maintains relationships necessary to carry out assigned tasks or duties.Thinking Creatively: Provides support for 
patients by listening, advocating and advising. Informs patients of their rights as a patient upon admission to the 
hospital and as required thereafter. Assists patient in attaining necessary personal items and clothing from family 
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members, donated sources, or any other available sources. Assists patients in registering to vote and voting by 
absentee.Updating and Using Relevant Knowledge: Attends required trainings to maintain up-to-date knowledge of 
psychotropic medications and standards, rules, or laws related to patient rights.Analyzing Data or Information: Compiles 
and analyzes data for patient complaints and produces a report for relevant authority.Interacting With Computers: May 
produce graphs, charts, and other documentations based on information gathered and maintained.Communicating with 
Persons Outside Organization: Liaisons with community agencies to improve relationships, educate the public, and 
clarify issues through face to face meetings, telephone calls, or written communication. 
 
Competencies (KSA’s): 
Competencies: Standing Alone Perseverance Written Communications Approachability Composure Patience Decision 
Quality Problem Solving Priority Setting Time ManagementKnowledge: Knowledge of principles and processes for 
providing customer and personal services, including customer needs assessment, meeting quality standards for services, 
and evaluation of customer satisfaction Knowledge of the statutes and rules relevant to patient rights Knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminologySkills: Talking to others to convey 
information effectively Identifying problems and reviewing related information to develop and evaluate options and 
implement solutions Giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times Understanding written sentences 
and paragraphs in work related documents Communicating effectively in writing as appropriate for the needs of the 
audience Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems Teaching others how to do something Managing one's own time and the time of others 
Understanding the implications of new information for both current and future problem-solving and decision-making 
Bringing others together and trying to reconcile differences Actively looking for ways to help people Selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things 
Monitoring/Assessing performance of you, other individuals, or organizations to make improvements or take corrective 
action Adjusting actions in relation to others' actions Persuading others to change their minds or behavior Being aware 
of others' reactions and understanding why they react as they do Basic computer-use skillsAbilities: The ability to apply 
general rules to specific problems to produce answers that make sense The ability to communicate information and 
ideas in speaking so others will understand The ability to read and understand information and ideas presented in 
writing The ability to communicate information and ideas in writing so others will understand The ability to speak clearly 
so others can understand The ability to identify and understand the speech of another person Be able to adapt to a fluid 
work environment The ability to identify or detect a known pattern (a figure, object, word, or sound) that is hidden in 
other distracting material The ability to listen to and understand information and ideas presented through spoken words 
and sentences The ability to come up with a number of ideas about a topic (the number of ideas is important, not their 
quality, correctness, or creativity) The ability to tell when something is wrong or is likely to go wrong The ability to 
combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events) The ability to shift back and forth between two or more activities or sources of information (such as 
speech, sounds, touch, or other sources) 
 
Tools and Equipment Used: 
 Computer Telephone Standard office equipment 
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073695 - PSY HOSP SUPERINTENDENT 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3841 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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006170 - PSY HOSP TRANSPORTATION SPEC 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2704 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a high school diploma. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required for employment in this 
classification. Individuals selected for hire must obtain a FOR HIRE (F) endorsement and certification in First Aid and CPR 
prior to beginning work. Examination Method: Non-Competitive Selection for Preferred Service positions. NOTE: 
Applicants must pass a training program prescribed by the Department of Mental Health and Substance Abuse Services. 
Applicants must maintain First Aid and CPR certification throughout their employment. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled work in the operation of light motor vehicles of average 
difficulty to provide secure transportation services to patients and their personal belongings; and performs related work 
as required. Distinguishing Features: An employee in this class operates wheel-chair accessible vehicles or other state 
motor vehicles to transport patients of regional state psychiatric hospital. An employee in this class may be assigned to 
work days, evenings, nights, and/or weekends. 
 
Work Activities: 
Getting Information: Obtains address and directions for patients' destinations using GPS and/or other 
resources.Resolving Conflicts and Negotiating with Others: May intervene to de-escalate conflicts or disputes between 
patients during transport.Operating Vehicles, Mechanized Devices, or Equipment: Operates a wheel-chair accessible 
vehicle or other state motor vehicle to drive patients to off-campus trips and appointments or to pick up needed 
supplies.Assisting and Caring for Others: Provides lifesaving emergency procedures (e.g., CPR, Heimlich maneuver) to 
assist patients having a medical emergency until the arrival of qualified medical personnel. Searches for and retrieves 
patients who are unaccounted for or who have left facility without authorization.Scheduling Work and Activities: 
Contacts all appropriate personnel to notify them of any off-campus trips or appointments for patients.Performing 
Administrative Activities: Prepares and maintains records such as incident reports; vehicle fuel, load, and travel records; 
and other records and reports, as required. May perform various administrative tasks such as answering incoming 
phone calls from the public, operating public address system and other tasks, as assigned.Monitor Processes, Materials, 
or Surroundings: May observe patients for physical or mental distress (e.g., behavior outbursts, level of consciousness) 
to detect any problems that may require prompt intervention (e.g., placing 911 call). Monitors the performance of 
vehicles during operation and reports any potential problems detected. During transport of patients, monitors their 
clothing and personal items to ensure items are kept with the patient.Making Decisions and Solving Problems: Evaluates 
patients' functionality to determine the need for mobility assistance.Performing General Physical Activities: Moves, lifts, 
and/or transfers patients using sliding boards, wheel chairs, or other required equipment. Cleans assigned vehicles and 
work area to maintain a healthy work environment.Documenting/Recording Information: Records/writes information 
about observed hospital events (e.g., ambulance calls, patient problems) in the appropriate computer or paper 
log/journal to document required details of the event.Coaching and Developing Others: May mentor new staff to 
provide work-related information (e.g., destination information, paperwork processing).Communicating with 
Supervisors, Peers, or Subordinates: Communicates to appropriate staff to get detailed information about locations to 
which patients are to be transported (e.g., specific entrances or exits, specific locations within a large facility). 
Communicates via telephone or email with other staff to exchange information relevant to transportation or other job 
duties. Reports to immediate supervisor any vehicle maintenance problems to request repair of the 
problems.Controlling Machines and Processes: Operates and utilizes a variety of equipment, including two-way radios 
and other communication devices, as well as audiovisual and security systems. Operates copiers and scanners to create 
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digital images of paper documents (e.g., escort sheets).Handling and Moving Objects: May load and unload medical 
supplies, patient belongings or other items being transported.Updating and Using Relevant Knowledge: Attends annual 
and periodic in-service training to keep up-to-date on the latest methods and technologies relevant to job 
duties.Interacting With Computers: Uses a computer to process or obtain information and/or communicate by 
email.Communicating with Persons Outside Organization: May interact with staff at other facilities to provide 
information and/or assist in the intake/reception of patients. 
 
Competencies (KSA’s): 
Competencies: Composure Integrity and Trust Patience Learning on the Fly Timely Decision Making Conflict 
Management Customer Focus Peer Relationships InformingKnowledge: Basic knowledge of traffic laws and driving 
regulations for the state of Tennessee Basic knowledge of maps and the standard symbols used to denote key places, as 
well as geographic positioning systems (GPS) Basic knowledge of the operation of telephone and public address system 
for a facility Basic knowledge of mental dysfunctions and techniques for de-escalation Basic knowledge of administrative 
and clerical procedures and systems such as managing files and records, using an email system, and other office 
proceduresSkills: Basic skill in giving full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times Basic skill in understanding 
written sentences and paragraphs in work related documents Basic skill in controlling and operating a motor vehicle and 
other related equipment (e.g., wheelchair lift) Basic skill in talking to others to convey information effectively Basic skill 
in managing one's own time Basic skill in using a keyboard and operating a computer (e.g., to generate emails, to 
complete transportation logs, to access human resources database)Abilities: Basic ability to read and understand 
information and ideas presented in writing Basic ability to quickly move hand, hand together with arm, or two hands to 
grasp or manipulate objects Basic ability to quickly respond (with the hand, finger, or foot) to a signal or object (sound, 
light, picture) when it appears The ability to judge which of several objects is closer or farther away, or to judge the 
distance between oneself and an object The ability to see details at a distance The ability to see details at close range 
(within a few feet) The ability to see objects or movement of objects to one's side when the eyes are looking ahead Basic 
ability to listen to and understand information and ideas presented through spoken words and sentences Basic ability to 
communicate information and ideas in writing so others will understand The ability to speak clearly so others can 
understand Basic ability to communicate information and ideas in speaking so others will understand Ability to focus on 
a single source of sound in the presence of other distracting sounds The ability to identify and understand the speech of 
another person Basic ability to tell when something is wrong or is likely to go wrong (does not involve solving the 
problem, only recognizing there is a problem) The ability to match or detect differences between colors, including 
shades of color and brightness 
 
Tools and Equipment Used: 
 Wheel-chair accessible vehicle or other state motor vehicle Sliding boards, wheel chairs, or other equipment necessary 
to move/lift patients Telephones, two-way radios, public address systems and other communication devices Maps and 
Geographic Positioning System (GPS) devices Audiovisual and security systems Computer Copier, scanner and other 
office equipment 
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078872 - PSYCHIATRIC CHAPLAIN 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4379 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree from an accredited college or university in divinity, theology, 
or religious studies and experience equivalent to two years of full-time professional pastoral work.    Substitution for the 
Required Master’s Degree: Additional professional pastoral experience may substitute for the required graduate 
education on a year-for-year basis. (Two years of experience is required to completely substitute for the master’s 
degree.) Substitution of Specialized Training for Experience: Completion of the Basic level in an accredited Clinical 
Pastoral Education Program (i.e., CPE  -  Basic) may substitute for one year of the required experience. Substitution of 
Education for Experience: Graduate coursework in divinity, theology, or religious studies may substitute for the required 
experience on a year-for-year basis to a maximum of two years. (36 quarter hours of study equals one year of 
experience.)   Substitution for the Required Bachelor's Degree: Additional professional pastoral experience may 
substitute for the required undergraduate education on a year-for-year basis to a maximum of two years.  OR Two years 
of full-time professional pastoral work with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicant must have a current ordination or endorsement by their religious faith 
community.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing pastoral work of considerable difficulty; and 
performs related work as required.  Distinguishing Features:  An incumbent in this class directs pastoral services as the 
only residential chaplain at an institution in a mental health or correctional setting. This class differs from Psychiatric 
Chaplain 1 in that an incumbent of the latter acts in an entry working level capacity. This class differs from Psychiatric 
Chaplain 3 in that an incumbent of the latter directs pastoral services and supervises other chaplains.       
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, 
procedures and documentation for internal and external business partners to facilitate understanding.Processing 
Information:    Processes individual and/or group religious accommodations requests per policy.    Verifies information 
from external and internal business partners to ensure accuracy of information received.    Compiles various reports per 
policy and special requests.    Compiles files for all religious requests from offenders/clients and/or outside business 
partners.Evaluating Information to Determine Compliance with Standards:    Evaluates current policies that pertain to 
chaplain to ensure compliance and makes recommendations as needed. Developing and Building Teams:    Models 
effective performance for co-workers to encourage success and enhance trust. Judging the Qualities of Things, Services, 
or People:    Evaluates the performance of volunteers to ensure compliance with policies and procedures.    
Communicating with Persons Outside Organization:    Communicates with external business partners to obtain/verify 
information received.    Communicates between offender/clients and their families due to illness and/or death.    
Communicates with volunteers to ensure coverage based on the needs of the facility/institution.    Communicates with 
families of staff members as needed.    Communicates with outside callers and senders to ensure questions are directed 
to the appropriate individuals. Assisting and Caring for Others:    Provides emotional support to offender/client’s family 
and staff’s family as needed or requested.    Provides emotional support to offenders/clients and staff as needed or 
requested. Coordinating the Work and Activities of Others:    Coordinates special activities by utilizing various volunteer 
groups.Developing Objectives and Strategies:    Establishes short and long term goals based on the needs of the facility 
and/or offenders/clients.   Scheduling Work and Activities:    Schedules religious activities to meet the various needs of 
each faith group.    Schedules volunteers participation based on the needs of the facility.    Schedules meetings with 
offenders/clients to discuss personal issues.    Schedules meetings with internal and external business partners to meet 
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the needs of the facility and/or offender/client.    Schedules special activities and events. Performing Administrative 
Activities:    Schedules events and programs as required.    Files records and reports as needed.    Types correspondence 
as needed.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.     Develops specific goals based on the needs of the 
offenders/clients.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.Provide Consultation and Advice to Others:    Makes recommendations for 
changes that effect quality of agency operations and services.Establishing and Maintaining Interpersonal Relationships:    
Maintains a professional working relationship with peers and upper management to ensure smooth and effective team 
operations.     Maintains interpersonal relationships with volunteers, community clergy and others as needed.Monitor 
Processes, Materials, or Surroundings:    Monitors various religious activities to ensure compliance with departmental 
policies and procedures.    Monitors volunteer’s performance to ensure compliance.    Monitors the incoming of religious 
literature including but not limited to visual aids for appropriateness.    Monitors necessary communication between 
offenders/clients and their families due to illness and/or death.    Monitors the duties of assigned 
offenders/clients.Resolving Conflicts and Negotiating with Others:    Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.    Maintains good rapport 
with internal business partners and offenders/clients.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisor for performance evaluation or needs.    Communicates with upper management 
regarding the daily operations of the facility.    Communicates with co-workers concerning the scheduling of special 
events and programs.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates the 
quantity of food needed for religious feasts or activities.Getting Information:    Receives information regarding 
backgrounds from new hires and current volunteers.    Receives information from applicants for volunteer services and 
clergy visitors.    Receives information from references for potential volunteers.    Receives information from 
offender/client’s family concerning personal issues.    Receives information from various organizations regarding 
program participation.    Receives information from upper management concerning the daily operations of the facility.    
Receives information from internal and external business partners.    Receives information from offenders/clients 
concerning various matters/requests.Updating and Using Relevant Knowledge:    Maintains good standing with various 
faith groups.    Maintains up to date certification/licensure to ensure compliance with policy.    Maintains current 
knowledge on technology and resources.    Attends training to enhance job performance.Interacting with Computers:    
Obtains information using state database to obtain required information on offenders/clients.    Updates personal 
information in state database.    Uses computer to enter data on offenders/clients.    Uses office productivity software 
including but not limited to word processing programs, spreadsheet programs, presentation software, web-based e-mail 
programs, and search engines.    Uses computer to communicate with internal and external business partners.Identifying 
Objects, Actions, and Events:    Identifies offenders/clients dedication or sincerity for religious requests.    Identifies the 
religious needs of offenders/clients in order to meet needs per policy.    Identifies offenders/clients religious items for 
staff to ensure compliance with policies and procedures.    Identifies work priorities to ensure the most important work 
is completed first.    Identifies offenders/clients religious preference.Documenting/Recording Information:    Documents 
volunteer information in written or electronic form.    Records incidents that occur in assigned area.    Maintains files for 
all religious request from offenders/clients and/or outside business partners.    Documents counseling sessions.    Enters 
assigned offenders/clients pay.    Documents requested changes to religious preferences from offenders/clients in 
electronic or paper file.Training and Teaching Others:    Conducts orientation for volunteers.    Conducts training to 
enhance knowledge for offenders/clients.    Conducts orientation for new employees to provide information on religious 
services.Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copiers, scanners, fax machines, calculators and adding machines.Operating Vehicles, Mechanized Devices or 
Equipment:    Operates vehicles as needed.Inspecting Equipment, Structures, or Material:    Conducts visual inspection of 
chapel to ensure appropriateness.    Inspects equipment assigned to chapel to identify errors or defects. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Ethics and Value    Standing Alone    Conflict Management    Written Communications    
Approachability    Compassion    Integrity and TrustKnowledge:    Customer and Personal Service    Education and 
Training    Philosophy and Theology    Psychology    Public Safety and Security    Therapy and CounselingSkills:    Active 
Learning    Active Listening    Critical Thinking    Reading Comprehension    Speaking    Writing    Social Perceptiveness    
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Judgment and Decision Making    Time Management    Category Flexibility    Deductive ReasoningAbilities:    Oral 
Comprehension    Oral Expression    Written Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Fax Machine    Copy Machine    Scanner    Shredder    DVD Player / Television    
Telephone    Two-Way Radios    Digital Camera 
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078873 - PSYCHIATRIC CHAPLAIN 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4393 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree from an accredited college or university in divinity, theology, 
or religious studies and experience equivalent to three years of full-time professional pastoral work, including at least 
one year in an institutional setting (e.g., correctional, mental health, military, hospital). Substitution for the Required 
Master’s Degree: Additional professional pastoral experience may substitute for the required graduate education on a 
year-for-year basis. (Two years experience is required to completely substitute for the master’s degree.) Substitution of 
Specialized Training for Experience: Completion of the basic level in an accredited Clinical Pastoral Education Program 
(i.e., CPE  -  Basic) may substitute for one year of the required experience, there being no substitution for the required 
year of institutional experience.  Substitution of Education for Experience: Graduate coursework in divinity, theology, or 
religious studies may substitute for the required experience on a year-for-year basis to a maximum of two years. (36 
quarter hours of study equals one year of experience.)   Substitution for the Required Bachelor’s Degree: Additional 
professional pastoral experience may substitute for the required undergraduate education on a year-for-year basis to a 
maximum of two years.  ORThree years of full-time professional pastoral work with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicant must have a current ordination or endorsement by their religious faith 
community.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for pastoral work of considerable difficulty and supervisory work of average 
difficulty; and perform related work as required.    Distinguishing Features: This is the highest class in the Chaplain sub-
series responsible for providing pastoral services in a mental health or correctional setting. This class differs from the 
Psychiatric Chaplain 2 in that an incumbent of the latter directs pastoral services as the only residential chaplain in an 
institution, whereas the Psychiatric Chaplain 2 directs pastoral services and supervises other chaplains.        
 
Work Activities: 
"Developing and Building Teams:     Models effective performance for co-workers to encourage success and enhance 
trust. Assisting and Caring for Others:    Provides emotional support to offenders/clients family and staff’s family as 
needed or requested.    Provides emotional support to offenders/clients and staff as needed or requested. Resolving 
Conflicts and Negotiating with Others:    Maintains good rapport with internal business partners and offenders/clients.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Monitoring and Controlling Resources:    Monitors the Chaplain’s fund to ensure proper 
distribution of such funds.Evaluating Information to Determine Compliance with Standards:    Evaluates subordinates to 
ensure that performance standards are met.    Evaluates current policies that pertain to chaplain to ensure compliance 
and makes recommendations, as needed. Processing Information:    Processes individual and/or group religious 
accommodations requests per policy.    Compiles files for all religious requests from offenders/clients and/or outside 
business partners.    Verifies information from external and internal business partners to ensure accuracy of information 
received.    Compiles various reports per policy and special requests.Developing Objectives and Strategies:    Establishes 
short and long term goals based on the needs of the facility and/or offenders/clients.   Training and Teaching Others:    
Mentors and trains subordinates and less experienced employees.    Conducts orientation for volunteers.    Conducts 
orientation for new employees to provide information on religious services.    Conducts training to enhance knowledge 
for offenders/clients.Coordinating the Work and Activities of Others:    Coordinates special activities by utilizing various 
volunteer groups.Updating and using Relevant Knowledge:    Maintains good standing with various faith groups.    
Maintains up to date certification/licensure to ensure compliance with policy.    Maintains current knowledge on 
technology and resources.    Attends training to enhance job performance.Interpreting the Meaning of Information for 
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Others:    Interprets a variety of current rules, regulations, policies, procedures and documentation for internal and 
external business partners to facilitate understanding.Provide Consultation and Advice to Others:    Makes 
recommendations for changes which effect quality of agency operations and services.Judging the Qualities of Things, 
Services, or People:    Evaluates the performance of volunteers to ensure compliance with policy and procedures.    
Communicating with Persons Outside Organization:    Communicates between offender/clients and their families due to 
illness and/or death.    Communicates with families of staff members as needed.    Communicates with outside callers 
and senders to ensure questions are directed to the appropriate individuals.     Communicates with volunteers to ensure 
coverage based on the needs of the facility/institution.    Communicates with external business partners to obtain/verify 
information received.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Develops specific goals based on the needs of 
the offenders/clients.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to 
ensure timely and accurate completion of work.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the quantity of food needed for religious feasts or activities.Documenting/Recording 
Information:    Records incidents that occur in assigned area.    Maintains an employee file for all subordinates.    
Approves travel, time and attendance for subordinates to ensure coverage.    Enters assigned offenders/clients pay.    
Documents volunteer and subordinate’s information in written or electronic form.    Documents counseling sessions.    
Maintains files for all religious request from offenders/clients and/or outside business partners.    Documents requested 
changes to religious preferences from offenders/clients in electronic or paper file.Identifying Objects, Actions, and 
Events:    Identifies the religious needs of offenders/clients in order to meet needs per policy.    Identifies 
offenders/clients dedication or sincerity for religious requests.    Identifies work priorities to ensure the most important 
work is completed first.    Identifies offenders/clients religious items for staff to ensure compliance with policies and 
procedures.    Identifies offenders/clients religious preference.Establishing and Maintaining Interpersonal Relationships:    
Maintains a professional working relationship with peers and upper management to ensure smooth and effective team 
operations.     Maintains interpersonal relationships with volunteers, community clergy and others as 
needed.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisor for performance 
evaluation or needs.    Communicates with upper management regarding the daily operations of the facility.    
Communicates with co-workers concerning the scheduling of special events and programs.Scheduling Work and 
Activities:    Schedules religious activities to meet the various needs of each faith group.    Schedules volunteers 
participation based on the needs of the facility.    Schedules meetings with offenders/clients to discuss personal issues.    
Schedules special activities and events.     Schedules meetings with subordinates to ensure all needs are met.    
Schedules meetings with internal and external business partners to meet the needs of the facility and/or 
offender/client.Monitor Processes, Materials, or Surroundings:    Monitors various religious activities to ensure 
compliance with departmental policies and procedures.    Monitors volunteer’s performance to ensure compliance.    
Monitors the incoming of religious literature including but not limited to visual aids for appropriateness.    Monitors 
necessary communication between offender/client and their family due to illness and/or death.    Monitors the duties of 
assigned offender’s/clients.Getting Information:    Receives information from offender/clients family concerning 
personal issues.    Receives information from references for potential volunteers.    Receives information regarding 
backgrounds from new hires and current volunteers.    Receives information from applicants for volunteer services and 
clergy visitors.    Receives information from internal and external business partners.    Receives information from various 
organizations regarding program participation.    Receives information from offenders/clients concerning various 
matters/requests.    Receives information from subordinates and upper management concerning the daily operation of 
the facility.Interacting with Computers:    Obtains information using state database to obtain required information on 
offenders/clients.    Enters performance documentation in state database.    Uses office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based e-mail 
programs, and search engines.    Uses computer to communicate with internal and external business partners.    Uses 
computer to enter data on offenders/clients.    Updates personal information in state database.Performing 
Administrative Activities:    Schedules events and programs, as required.    Files records and reports, as needed.    Types 
correspondence, as needed.Operating Vehicles, Mechanized Devices or Equipment:    Operates vehicles, as 
needed.Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copies, scanners, fax machines, calculators and adding machines.Inspecting Equipment, Structures, or Material:    
Conducts visual inspection of chapel to ensure appropriateness.    Inspects equipment assigned to chapel to identify 
errors or defects." 
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Competencies (KSA’s): 
Competencies:     Decision Quality    Ethics and Value    Standing Alone    Conflict Management    Written 
Communications    Presentation Skills    Approachability    Compassion    Integrity and TrustKnowledge:    Administration 
and Management    Clerical    Communications and Media    Customer and Personal Service    Personnel and Human 
Resources    Education and Training    Philosophy and Theology    Psychology    Public Safety and Security    Therapy and 
CounselingSkills:    Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    
Speaking    Writing    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex 
Problem Solving    Judgment and Decision Making    Management of Financial Resources    Management of Material 
Resources    Time Management    Category Flexibility    Deductive Reasoning    Inductive ReasoningAbilities:    Oral 
Comprehension    Oral Expression    Originality    Problem Sensitivity    Selective Attention    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Fax Machine    Copy Machine    Scanner    Shredder    DVD Player / Television    
Telephone    Two-Way Radios    Digital Camera 
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078873 - PSYCHIATRIC CHAPLAIN 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4394 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree from an accredited college or university in divinity, theology, 
or religious studies and experience equivalent to three years of full-time professional pastoral work, including at least 
one year in an institutional setting (e.g., correctional, mental health, military, hospital). Substitution for the Required 
Master’s Degree: Additional professional pastoral experience may substitute for the required graduate education on a 
year-for-year basis. (Two years experience is required to completely substitute for the master’s degree.) Substitution of 
Specialized Training for Experience: Completion of the basic level in an accredited Clinical Pastoral Education Program 
(i.e., CPE  -  Basic) may substitute for one year of the required experience, there being no substitution for the required 
year of institutional experience.  Substitution of Education for Experience: Graduate coursework in divinity, theology, or 
religious studies may substitute for the required experience on a year-for-year basis to a maximum of two years. (36 
quarter hours of study equals one year of experience.)   Substitution for the Required Bachelor’s Degree: Additional 
professional pastoral experience may substitute for the required undergraduate education on a year-for-year basis to a 
maximum of two years.  ORThree years of full-time professional pastoral work with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicant must have a current ordination or endorsement by their religious faith 
community.  Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for pastoral work of considerable difficulty and supervisory work of average 
difficulty; and perform related work as required.    Distinguishing Features: This is the highest class in the Chaplain sub-
series responsible for providing pastoral services in a mental health or correctional setting. This class differs from the 
Psychiatric Chaplain 2 in that an incumbent of the latter directs pastoral services as the only residential chaplain in an 
institution, whereas the Psychiatric Chaplain 2 directs pastoral services and supervises other chaplains.        
 
Work Activities: 
"Developing and Building Teams:     Models effective performance for co-workers to encourage success and enhance 
trust. Assisting and Caring for Others:    Provides emotional support to offenders/clients family and staff’s family as 
needed or requested.    Provides emotional support to offenders/clients and staff as needed or requested. Resolving 
Conflicts and Negotiating with Others:    Maintains good rapport with internal business partners and offenders/clients.    
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Monitoring and Controlling Resources:    Monitors the Chaplain’s fund to ensure proper 
distribution of such funds.Evaluating Information to Determine Compliance with Standards:    Evaluates subordinates to 
ensure that performance standards are met.    Evaluates current policies that pertain to chaplain to ensure compliance 
and makes recommendations, as needed. Processing Information:    Processes individual and/or group religious 
accommodations requests per policy.    Compiles files for all religious requests from offenders/clients and/or outside 
business partners.    Verifies information from external and internal business partners to ensure accuracy of information 
received.    Compiles various reports per policy and special requests.Developing Objectives and Strategies:    Establishes 
short and long term goals based on the needs of the facility and/or offenders/clients.   Training and Teaching Others:    
Mentors and trains subordinates and less experienced employees.    Conducts orientation for volunteers.    Conducts 
orientation for new employees to provide information on religious services.    Conducts training to enhance knowledge 
for offenders/clients.Coordinating the Work and Activities of Others:    Coordinates special activities by utilizing various 
volunteer groups.Updating and using Relevant Knowledge:    Maintains good standing with various faith groups.    
Maintains up to date certification/licensure to ensure compliance with policy.    Maintains current knowledge on 
technology and resources.    Attends training to enhance job performance.Interpreting the Meaning of Information for 



 TN Job Classification Specifications  
September 22, 2020 

Others:    Interprets a variety of current rules, regulations, policies, procedures and documentation for internal and 
external business partners to facilitate understanding.Provide Consultation and Advice to Others:    Makes 
recommendations for changes which effect quality of agency operations and services.Judging the Qualities of Things, 
Services, or People:    Evaluates the performance of volunteers to ensure compliance with policy and procedures.    
Communicating with Persons Outside Organization:    Communicates between offender/clients and their families due to 
illness and/or death.    Communicates with families of staff members as needed.    Communicates with outside callers 
and senders to ensure questions are directed to the appropriate individuals.     Communicates with volunteers to ensure 
coverage based on the needs of the facility/institution.    Communicates with external business partners to obtain/verify 
information received.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.     Develops specific goals based on the needs of 
the offenders/clients.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to 
ensure timely and accurate completion of work.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the quantity of food needed for religious feasts or activities.Documenting/Recording 
Information:    Records incidents that occur in assigned area.    Maintains an employee file for all subordinates.    
Approves travel, time and attendance for subordinates to ensure coverage.    Enters assigned offenders/clients pay.    
Documents volunteer and subordinate’s information in written or electronic form.    Documents counseling sessions.    
Maintains files for all religious request from offenders/clients and/or outside business partners.    Documents requested 
changes to religious preferences from offenders/clients in electronic or paper file.Identifying Objects, Actions, and 
Events:    Identifies the religious needs of offenders/clients in order to meet needs per policy.    Identifies 
offenders/clients dedication or sincerity for religious requests.    Identifies work priorities to ensure the most important 
work is completed first.    Identifies offenders/clients religious items for staff to ensure compliance with policies and 
procedures.    Identifies offenders/clients religious preference.Establishing and Maintaining Interpersonal Relationships:    
Maintains a professional working relationship with peers and upper management to ensure smooth and effective team 
operations.     Maintains interpersonal relationships with volunteers, community clergy and others as 
needed.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisor for performance 
evaluation or needs.    Communicates with upper management regarding the daily operations of the facility.    
Communicates with co-workers concerning the scheduling of special events and programs.Scheduling Work and 
Activities:    Schedules religious activities to meet the various needs of each faith group.    Schedules volunteers 
participation based on the needs of the facility.    Schedules meetings with offenders/clients to discuss personal issues.    
Schedules special activities and events.     Schedules meetings with subordinates to ensure all needs are met.    
Schedules meetings with internal and external business partners to meet the needs of the facility and/or 
offender/client.Monitor Processes, Materials, or Surroundings:    Monitors various religious activities to ensure 
compliance with departmental policies and procedures.    Monitors volunteer’s performance to ensure compliance.    
Monitors the incoming of religious literature including but not limited to visual aids for appropriateness.    Monitors 
necessary communication between offender/client and their family due to illness and/or death.    Monitors the duties of 
assigned offender’s/clients.Getting Information:    Receives information from offender/clients family concerning 
personal issues.    Receives information from references for potential volunteers.    Receives information regarding 
backgrounds from new hires and current volunteers.    Receives information from applicants for volunteer services and 
clergy visitors.    Receives information from internal and external business partners.    Receives information from various 
organizations regarding program participation.    Receives information from offenders/clients concerning various 
matters/requests.    Receives information from subordinates and upper management concerning the daily operation of 
the facility.Interacting with Computers:    Obtains information using state database to obtain required information on 
offenders/clients.    Enters performance documentation in state database.    Uses office productivity software including 
but not limited to word processing programs, spreadsheet programs, presentation software, web-based e-mail 
programs, and search engines.    Uses computer to communicate with internal and external business partners.    Uses 
computer to enter data on offenders/clients.    Updates personal information in state database.Performing 
Administrative Activities:    Schedules events and programs, as required.    Files records and reports, as needed.    Types 
correspondence, as needed.Operating Vehicles, Mechanized Devices or Equipment:    Operates vehicles, as 
needed.Controlling Machines and Processes:    Operates a variety of office equipment including but not limited to 
copies, scanners, fax machines, calculators and adding machines.Inspecting Equipment, Structures, or Material:    
Conducts visual inspection of chapel to ensure appropriateness.    Inspects equipment assigned to chapel to identify 
errors or defects." 
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Competencies (KSA’s): 
Competencies:     Decision Quality    Ethics and Value    Standing Alone    Conflict Management    Written 
Communications    Presentation Skills    Approachability    Compassion    Integrity and TrustKnowledge:    Administration 
and Management    Clerical    Communications and Media    Customer and Personal Service    Personnel and Human 
Resources    Education and Training    Philosophy and Theology    Psychology    Public Safety and Security    Therapy and 
CounselingSkills:    Active Learning    Active Listening    Critical Thinking    Monitoring    Reading Comprehension    
Speaking    Writing    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Complex 
Problem Solving    Judgment and Decision Making    Management of Financial Resources    Management of Material 
Resources    Time Management    Category Flexibility    Deductive Reasoning    Inductive ReasoningAbilities:    Oral 
Comprehension    Oral Expression    Originality    Problem Sensitivity    Selective Attention    Time Sharing    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Fax Machine    Copy Machine    Scanner    Shredder    DVD Player / Television    
Telephone    Two-Way Radios    Digital Camera 
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072690 - PSYCHIATRIC NURSE 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2041 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in psychiatric nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or eligible for licensure as a Registered Nurse in the State of Tennessee. 
Licensure as a Registered Nurse in the State of Tennessee is required within a reasonable time after 
employment.Examination Method: Education and Experience, 100%, for Career Service positions.  For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric nursing work of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class is responsible for providing 
specialized psychiatric nursing care in a division or unit. Work includes providing group and individual therapy, assisting 
in the coordination of psychiatric related nursing services with other disciplines involved in resident care and treatment, 
and giving consultation to professional, sub-professional, and non-professional personnel engaged in resident care and 
treatment. Work is performed in accordance with established rules, regulations, and the standard practice of the 
profession and is reviewed through conferences, oral or written reports, and analysis of reports by administrative 
superior. 
 
Work Activities: 
1. Participates in giving group and individual therapy to residents.2. Makes inspections, reviews reports, and conducts 
conferences for the discussion of diagnoses, behavior, and treatment of residents.3. Investigates accident reports on 
residents.4. Gives advice on the application of nursing service techniques required in the care and treatment of 
residents assigned; assists in the development of comprehensive nursing care plans.5. Evaluates psychiatric nursing 
needs of ward areas and assists with appropriate changes or environmental issues in programs for residents.6. Conducts 
class discussions and lectures on psychiatric nursing techniques and practices to students assigned.7. Acts as a resource 
person and conference participant on problems regarding patient care and treatment; consults with other therapy and 
discipline personnel on nursing service activities; works closely with team leaders or division directors to facilitate 
nursing care; acts as a role model; participates in direct patient care.8. Provides consultation to probate court and 
represents the hospital in the community.9. Interprets and carries out pertinent policies and procedures.10. May assist 
in administration of grant program and activities; may serve on hospital committees as appointed by hospital 
administration, program director, nursing program supervisor, or nursing council.11. Prepares records and reports such 
as making entries in the medical records of residents; develops nursing service assessment forms for admissions. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072693 - PSYCHIATRIC NURSE PRACTITIONER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2057 
 
Minimum Qualifications: 
Education and Experience: Licensed by the State of Tennessee as a Registered Nurse with Advanced Practice 
certification and certificate of fitness, as well as current American Nursing Credentialing Center (ANCC) certification in a 
psychiatric/mental health specialty area. OR Education and Experience: Licensed by the State of Tennessee as a 
Registered Nurse with Advanced Practice certification and certificate of fitness and experience equivalent to at least two 
years of full-time work as a licensed nurse practitioner providing inpatient or outpatient psychiatric care in private 
practice or in a community mental health, psychiatric hospital, or similar setting. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure by the State of Tennessee as a Registered Nurse with 
Advanced Practice certification and certificate of fitness, as well as current American Nursing Credentialing Center 
(ANCC) certification in specialty area. If assigned responsibility of conducting forensic evaluations, completion of 
Forensic Certification Training is also required. Licensure as a Registered Nurse with Advanced Practice Nurse certificate 
in the State of Tennessee and national certification in the appropriate nursing specialty area are required within 60 days 
after employment. Completion of Forensic Certification Training is required within 60 days of assignment. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for psychiatric nurse practitioner duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class functions as a psychiatric nurse 
practitioner with responsibilities involving the assessment, examination, diagnosis, and treatment of patients in a state 
psychiatric hospital. This includes determining diagnosis and plan of care for patients with psychiatric disorders, medical 
organic brain disorders, or substance abuse problems; monitoring health status, efficacy of care, safety issues, and 
responses to treatments to ensure patients' progress; prescribing psychotherapy, psychotropic medications and other 
medications or treatments in accordance with accepted protocols and regulatory authorities; and various other 
psychiatric nurse practitioner duties. This class differs from Nurse Practitioner in that an incumbent of the latter 
primarily functions as clinical nurse practitioner in a specialty area providing assessment, diagnosis, and nursing/medical 
care for patients and families. 
 
Work Activities: 
Making Decisions and Solving Problems: May conduct forensic evaluations to assist in determining patients' competency 
to stand trial., Analyzes and interprets patients' histories, symptoms, physical and psychosocial findings, and/or 
diagnostic information to determine diagnosis and plan of care for patients with psychiatric disorders, medical organic 
brain disorders, or substance abuse problems. Evaluates patient's progress based on observations, patient/family 
communications, re-examination, and review of progress notes to determine any needed changes in plan of care.,This 
privilege is subject to completion of Forensic Certification Training. Analyzing Data or Information: Analyzes/interprets 
findings from physical/psychological examination, laboratory reports, and other diagnostic testing (e.g., psychological 
tests, blood counts, electrocardiograms, radiographs or other laboratory or diagnostic test results).Monitor Processes, 
Materials, or Surroundings: Monitors health status, efficacy of care, safety issues, and responses to treatments to 
ensure patients' progress.Getting Information: Performs physical/mental status examinations to gather information 
needed to determine treatment and care needs. Orders or obtains appropriate diagnostic tests to obtain any 
information needed to determine patient treatment and care needs. Talks with patients or others to determine the 
reason for hospitalization, or the patient's chief complaints. Reviews patient history from medical records including lab 
results, prior medications, past medical and family history, and prior hospitalizations.Assisting and Caring for Others: 
Prescribes psychotropic and other medication dosages, routes, and frequencies based on patients' diagnoses and 
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condition and in accordance with accepted protocols and regulatory authorities. Monitors patients for adverse drug 
reactions and side effects. Responds to medical/psychiatric emergencies by performing cardiopulmonary resuscitation, 
basic life support, or other needed emergency care. Completes the Ambulatory Involuntary Movement Scale (AIMS) 
evaluation by completing checklist and using a 5-point rating scale for recording scores for movement in face, lips, jaw, 
tongue, upper extremities, lower extremities, and trunk. Orders, implements, and modifies or discontinues the 
seclusion, restraint, and special precautions or observations of patients. Prescribes psychotherapy for patients based on 
diagnosis and in accordance with Best Practices Guidelines and Nurse Practitioner protocols. Teaches families about 
patients' diagnosis, treatment, expected outcomes, and follow-up care. Provides psychosocial counseling to help 
patients with depression, anxiety, and other conditions. Orders diets, privileges, therapeutic furloughs, and other 
activities and treatments based on patients' diagnoses/condition, and in accordance with accepted 
protocols.Documenting/Recording Information: Completes patients' discharge orders and associated paperwork, 
including discharge and aftercare plan. Prepares discharge notes, incorporating the physical findings, laboratory reports, 
and the patient's course in the hospital, as well as the instructions given to the patient regarding diet, medication, 
physical activity, and follow-up care. Documents psychiatric evaluations/assessments, treatment plans, progress notes, 
and miscellaneous chart notes by legibly writing patient information consistent with standard of care and which meets 
utilization review criteria and other applicable standards/requirements.Thinking Creatively: Devises evidence-based 
treatment strategies to meet needs of patients. Develops treatment plans based on scientific rationale, standards of 
care, and professional practice guidelines.Selling or Influencing Others: Discusses psychiatric diagnosis, 
medication/treatment, and follow-up care with patients to ensure their cooperation, understanding, and continuing 
treatment.Resolving Conflicts and Negotiating with Others: Discusses issues in dispute with the parties involved (e.g., 
family members, patients, co-workers) to facilitate a resolution or negotiate a compromise solution.Coordinating the 
Work and Activities of Others:  Assumes leadership of patient treatment teams as necessary to coordinate patient 
care.Communicating with Supervisors, Peers, or Subordinates: Collaborates with consulting physician about patients' 
plan of care. Communicates with supervisor or co-workers about patient care, condition and treatments. Communicates 
with supervisor or co-workers about policies, procedures, and operations.Updating and Using Relevant Knowledge: 
Attends mandatory training and meetings per hospital and/or agency requirements. Obtains continuing education units 
to satisfy licensure and certifications requirements and to ensure optimal patient care.Interpreting the Meaning of 
Information for Others: Explains information to patient and/or family members or guardians about psychiatric and 
medical conditions and plan of care, prescribed medications and side effects, diet, exercise/activity, discharge planning, 
and follow-up care. Explains information about a patient's psychiatric and medical condition to other treatment 
providers involved in that patient's care.Evaluating Information to Determine Compliance with Standards: Reviews 
patient charts for protocol, standards of care, and compliance with agency and outside accrediting/licensing 
organizations' guidelines.Organizing, Planning, and Prioritizing Work: On a daily basis, reviews lists of patients in 
assigned unit to organize and prioritize the patients' plans of care and associated work activities.Performing 
Administrative Activities: Securely maintains medical records in accordance with agency directives and state and federal 
law.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains relationships necessary to 
deliver quality patient care across the spectrum of care.Communicating with Persons Outside Organization: Provides 
verbal or written responses to requests for information, including consumer complaints and requests for data or other 
documentation. Makes referrals to and collaborates with specialty care personnel as appropriate. Educates and 
collaborates with the public on health care concerns.Provide Consultation and Advice to Others: Participates in 
treatment review committees (TRC) to provide recommendations for treatment of patients who are not competent to 
provide consent. Participates in staff meetings to provide professional opinion for process improvement. Provides 
consultation and advice to colleagues across the spectrum of care.Coaching and Developing Others: Provides guidance 
and instruction to other hospital staff to maintain best practices. Acts as a preceptor to students in medical, nursing, 
pharmacy or nurse practitioner programs by serving as a role model and providing support, counseling, coaching, and 
feedback to aid in the student's socialization and transition to new professional role. Conducts orientation for new 
advanced practice nursing staff.Interacting With Computers: Uses office productivity software, such as word processing, 
spreadsheet, or email programs, to process information, create documents, and communicate with others. 
 
Competencies (KSA’s): 
Competencies:  Timely Decision Making Approachability Ethics and Values Decision Quality Total Work Systems 
Command Skills Conflict Management Composure Strategic Agility Intellectual Horsepower Organizing Process 
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Management Action Oriented Understanding Others Self DevelopmentKnowledge:  Advanced knowledge of the 
information and techniques needed to diagnose and treat human injuries, diseases, and deformities, including 
symptoms, treatment alternatives, drug properties and interactions, and preventive health-care measures Advanced 
knowledge of psychotropic and other medications, such as drug classifications, dosing, interactions, abbreviations, drug 
regimens, calculations, brand and generic equivalencies, and formulary status Advanced knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, including 
counseling and guidance Intermediate knowledge of psychiatric and medical conditions impacted by diet (e.g., obesity, 
diabetes, hypertension, cardiovascular, gastrointestinal disorders), food and medication interactions; impact of 
psychotropic medications, and other conditions (e.g., dysphagia, renal diseases, multisystem organ failure, cancer, 
hepatic disease) which may require preventive health-care measures specific to the mental health population Advanced 
knowledge of human behavior and performance; individual differences in ability, personality, and interests; learning and 
motivation; psychological research methods; evidence based practices, and the assessment and treatment of behavioral 
and affective disorders Basic knowledge of emergency preparedness and response procedures for the protection of 
people, data, property, and institutions Advanced knowledge of principles and processes for providing customer and 
personal services, including customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction Basic knowledge of computer systems such as word processing, email systems, and other 
production software applications Advanced knowledge of laws, legal codes, precedents, government regulations, 
executive orders, and agency rules relevant to the mental health population Intermediate knowledge of group behavior 
and dynamics, societal trends and influences, human migrations, ethnicity, cultures and their history and origins 
Intermediate knowledge of organisms, their tissues, cells, functions, interdependencies, and interactions with each 
other and the environment Intermediate knowledge of the chemical composition, structure, and properties of 
substances and of the chemical processes and transformations that they undergo, including uses of chemicals and their 
interactions, danger signs, production techniques, and disposal methods Advanced knowledge of principles and 
methods for teaching and instruction for individuals and groups, and the measurement of training effects Advanced 
knowledge of different philosophical systems and religions, including their basic principles, values, ethics, ways of 
thinking, customs, practices, and their impact on human culture Skills:  Advanced skill in monitoring/assessing patients' 
mental health status to make improvements or take corrective action Advanced skill in understanding written sentences 
and paragraphs in work related documents Advanced skill in being aware of the reactions and behaviors of the mental 
health population understanding why they react/behave as they do Skill in identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions Advanced skill in giving full attention to 
what other people are saying, taking time to understand the points being made, asking questions as appropriate, and 
not interrupting at inappropriate times Advanced skill in using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems Advanced skill in communicating effectively 
in writing as appropriate for the needs of the audience Intermediate skill in persuading others to change their minds or 
behavior Advanced skill in talking to others to convey information effectively Intermediate skill in adjusting actions in 
relation to others' actions Intermediate skill in evaluating processes for quality, performance, and/or compliance 
requirements Advanced skill in considering the relative costs and benefits of potential actions to choose the most 
appropriate one Intermediate skill in managing one's own time and the time of others Advanced skill in understanding 
the implications of new information for both current and future problem-solving and decision-making Basic skill in using 
mathematics to solve problems Advanced skill in using scientific rules and methods to solve problems Intermediate skill 
in teaching others how to do something Intermediate skill in bringing others together and trying to reconcile differences 
Abilities: Advanced ability to listen to and understand information and ideas presented through spoken words and 
sentences Ability to apply general rules to specific problems to produce answers that make sense Ability to shift back 
and forth between two or more activities or sources of information (such as speech, sounds, touch, or other sources) 
Ability to respond timely to an alarm or other emergency situation requiring immediate action Ability to generate or use 
different sets of rules for combining or grouping things in different ways Ability to combine pieces of information to 
form general rules or conclusions (includes finding a relationship among seemingly unrelated events) Ability to arrange 
things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, 
letters, words, pictures, mathematical operations) Advanced ability to communicate information and ideas in speaking 
so others will understand Ability to tell when something is wrong or is likely to go wrong (does not involve solving the 
problem, only recognizing there is a problem) Advanced ability to read and understand information and ideas presented 
in writing Ability to speak clearly so others can understand Ability to concentrate on a task over a period of time without 
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being distracted Ability to add, subtract, multiply, or divide quickly and correctly Advanced ability to communicate 
information and ideas in writing so others will understand Ability to focus on a single source of sound in the presence of 
other distracting sounds Ability to identify and understand the speech of another person Ability to see details at close 
range (within a few feet) 
 
Tools and Equipment Used: 
 Various medical equipment and devices Computer Printers, copiers, and other office equipment 
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079661 - PSYCHIATRIC SOCIAL WORKER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4685 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree in social work from an accredited college or university. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Psychiatric Social Worker 1 classification as set 
forth in Tennessee Code Annotated, 63-23: Possession of a master’s degree in social work from an accredited social 
work program approved by the Council on Social Work Education; or Possession of a doctoral or Ph.D. in social work; or 
Possession of a current master of social work certificate or independent practitioner of social work license as set forth in 
63-23-102 and 63-23-103. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric social work duties of average difficulty; 
and performs related work as required.  Distinguishing Features: This is the entry-working class in the Psychiatric Social 
Worker sub-series. An employee in this class provides guidance, advice, and application of theory in treatment to 
patients, residents, and family where it is determined that treatment must include work on psychosocial problems. An 
employee in this class may be assigned to or rotated among a number of assignments such as admissions, adult alcohol 
and drug abuse, children and youth, correctional, extended treatment, general, geriatric, residential care and treatment, 
or other program or unit assignment. Work normally includes some individual, group, and family therapy. Classes in this 
sub-series differ from those in the Medical Social Worker sub-series in that the focus of work is upon psychosocial 
aspects. This class differs from that of lower level counseling classes in the focus and level of expertise required to 
accomplish work. This class differs from that of Psychiatric Social Worker 2 in that an incumbent of the latter acts as 
supervisor to employees of this class. 
 
Work Activities: 
Assisting and Caring for Others: Provides individual, group and family therapy relative to psychological problems. 
Provides and/or coordinates a variety of aftercare services subsequent to discharge from institution. Routinely assists in 
expediting the provision of necessary financial needs of persons on caseload by accomplishing tasks such as applying for 
social security monies, writing memoranda pertaining to trust funds, facilitating receipt of monies from other agencies 
and related tasks. Documenting/Recording Information: Prepares appropriate and necessary documentation such as 
may relate to intake, social history, referral and medical information, school/employment functioning, legal status, 
assessments, treatment plans, progress notes, pre-discharge summaries and/or instructions. Keeps detailed treatment 
progress notes and other records. Prepares and maintains a variety of detailed records and reports normally associated 
with the provision of professional social work.Organizing, Planning and Prioritizing Work: Participates in the 
development and execution of individual treatment plans. Develops discharge plans.Providing Consultation and Advice 
to Others: Makes referrals. Provides consultation to professional peers. Analyzing Data or Information: Completes 
biopsychosocial and other specialized assessments. Processing Information: Prepares pre-discharge and discharge 
summaries. Monitoring Processes, Materials or Surroundings:  Provides continuing extended treatment as assigned. 
Establishing and Maintaining Interpersonal Relationships: Handles a variety of personal contacts within assigned 
organization and with the courts, social and other agencies, community groups, families of patients, a variety of other 
professionals and other entities as necessary to ensure maximal proper psychiatric social care for persons on 
caseload.Guiding, Directing, and Motivating Subordinates: May be assigned to supervise sub-professional and other 
staff. Performing Administrative Activities: Coordinates treatment team activities. Training and Teaching Others: May be 
assigned to assist in giving guidance and training to less experienced professional staff. 
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Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Problem Solving Priority Setting Time Management Perseverance 
Written Communications Compassion Ethics and Values Integrity and Trust Listening Managing Diversity Understanding 
OthersKnowledge: Knowledge of human behavior and performance; individual differences in ability, personality, and 
interests; learning and motivation; psychological research methods; and the assessment and treatment of behavioral 
and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of 
physical and mental dysfunctions, and for career counseling and guidance Knowledge of principles and processes for 
providing customer and personal services, including customer needs assessment, meeting quality standards for services, 
and evaluation of customer satisfaction Knowledge of group behavior and dynamics, societal trends and influences, 
human migrations, ethnicity, cultures and their history and originsSkills: Using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems Monitoring/Assessing 
performance of oneself, other individuals, or organizations to make improvements or take corrective action 
Understanding written sentences and paragraphs in work related documents Talking to others to convey information 
effectively Communicating effectively in writing as appropriate for the needs of the audience Teaching others how to do 
something Persuading others to change their minds or behavior Being aware of others’ reactions and understanding 
why they react as they do Considering the relative costs and benefits of potential actions to choose the most 
appropriate one Managing one’s own time and the time of others Abilities: The ability to communicate information and 
ideas in speaking so others will understand The ability to read and understand information and ideas presented in 
writing The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
 Electronic Devices Office Equipment 
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079661 - PSYCHIATRIC SOCIAL WORKER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4686 
 
Minimum Qualifications: 
Education and Experience:  Possession of a master’s degree in social work from an accredited college or university. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Psychiatric Social Worker 1 classification as set 
forth in Tennessee Code Annotated, 63-23: Possession of a master’s degree in social work from an accredited social 
work program approved by the Council on Social Work Education; or Possession of a doctoral or Ph.D. in social work; or 
Possession of a current master of social work certificate or independent practitioner of social work license as set forth in 
63-23-102 and 63-23-103. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric social work duties of average difficulty; 
and performs related work as required.  Distinguishing Features: This is the entry-working class in the Psychiatric Social 
Worker sub-series. An employee in this class provides guidance, advice, and application of theory in treatment to 
patients, residents, and family where it is determined that treatment must include work on psychosocial problems. An 
employee in this class may be assigned to or rotated among a number of assignments such as admissions, adult alcohol 
and drug abuse, children and youth, correctional, extended treatment, general, geriatric, residential care and treatment, 
or other program or unit assignment. Work normally includes some individual, group, and family therapy. Classes in this 
sub-series differ from those in the Medical Social Worker sub-series in that the focus of work is upon psychosocial 
aspects. This class differs from that of lower level counseling classes in the focus and level of expertise required to 
accomplish work. This class differs from that of Psychiatric Social Worker 2 in that an incumbent of the latter acts as 
supervisor to employees of this class. 
 
Work Activities: 
Assisting and Caring for Others: Provides individual, group and family therapy relative to psychological problems. 
Provides and/or coordinates a variety of aftercare services subsequent to discharge from institution. Routinely assists in 
expediting the provision of necessary financial needs of persons on caseload by accomplishing tasks such as applying for 
social security monies, writing memoranda pertaining to trust funds, facilitating receipt of monies from other agencies 
and related tasks. Documenting/Recording Information: Prepares appropriate and necessary documentation such as 
may relate to intake, social history, referral and medical information, school/employment functioning, legal status, 
assessments, treatment plans, progress notes, pre-discharge summaries and/or instructions. Keeps detailed treatment 
progress notes and other records. Prepares and maintains a variety of detailed records and reports normally associated 
with the provision of professional social work.Organizing, Planning and Prioritizing Work: Participates in the 
development and execution of individual treatment plans. Develops discharge plans.Providing Consultation and Advice 
to Others: Makes referrals. Provides consultation to professional peers. Analyzing Data or Information: Completes 
biopsychosocial and other specialized assessments. Processing Information: Prepares pre-discharge and discharge 
summaries. Monitoring Processes, Materials or Surroundings:  Provides continuing extended treatment as assigned. 
Establishing and Maintaining Interpersonal Relationships: Handles a variety of personal contacts within assigned 
organization and with the courts, social and other agencies, community groups, families of patients, a variety of other 
professionals and other entities as necessary to ensure maximal proper psychiatric social care for persons on 
caseload.Guiding, Directing, and Motivating Subordinates: May be assigned to supervise sub-professional and other 
staff. Performing Administrative Activities: Coordinates treatment team activities. Training and Teaching Others: May be 
assigned to assist in giving guidance and training to less experienced professional staff. 
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Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Problem Solving Priority Setting Time Management Perseverance 
Written Communications Compassion Ethics and Values Integrity and Trust Listening Managing Diversity Understanding 
OthersKnowledge: Knowledge of human behavior and performance; individual differences in ability, personality, and 
interests; learning and motivation; psychological research methods; and the assessment and treatment of behavioral 
and affective disorders Knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of 
physical and mental dysfunctions, and for career counseling and guidance Knowledge of principles and processes for 
providing customer and personal services, including customer needs assessment, meeting quality standards for services, 
and evaluation of customer satisfaction Knowledge of group behavior and dynamics, societal trends and influences, 
human migrations, ethnicity, cultures and their history and originsSkills: Using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems Monitoring/Assessing 
performance of oneself, other individuals, or organizations to make improvements or take corrective action 
Understanding written sentences and paragraphs in work related documents Talking to others to convey information 
effectively Communicating effectively in writing as appropriate for the needs of the audience Teaching others how to do 
something Persuading others to change their minds or behavior Being aware of others’ reactions and understanding 
why they react as they do Considering the relative costs and benefits of potential actions to choose the most 
appropriate one Managing one’s own time and the time of others Abilities: The ability to communicate information and 
ideas in speaking so others will understand The ability to read and understand information and ideas presented in 
writing The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
 Electronic Devices Office Equipment 
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079662 - PSYCHIATRIC SOCIAL WORKER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4689 
 
Minimum Qualifications: 
Education and Experience:  Possession of a master's degree in social work from an accredited college or university and 
experience equivalent to one year of full-time responsible professional psychiatric social work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Psychiatric Social Worker 2 classification as set 
forth in Tennessee Code Annotated, &sect;63-23:      Possession of a master's degree in social work from an accredited 
social work program approved by the Council on Social Work Education; or    Possession of a doctoral or Ph.D. in social 
work; or    Possession of a current master of social work certificate or independent practitioner of social work license as 
set forth in &sect;63-23-102 and &sect;63-23-103. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric social work of considerable difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the 
first supervisory class in the Psychiatric Social Worker sub-series. An employee in this class supervises professional 
psychiatric social workers and others, and participates in providing a full-range of professional social work services to 
residents and clients who have problems of a psychosocial nature. This class differs from that of Psychiatric Social 
Worker 1 in that an incumbent of the latter is subordinate to an incumbent of this class. This class differs from that of 
Social Services Director in that an incumbent of the latter directs all psychiatric social work programs at a major 
institution. 
 
Work Activities: 
Guiding, Motivating, and Directing Subordinates:   Assigns, trains, supervises, and evaluates a relatively small staff of 
professional social workers and others in providing psychiatric social services to institutional and other clients. Making 
Decisions and Solving Problems: Applies expertise to particularly difficult case problems. Assisting and Caring for Others: 
Provides individual, group and family therapy, community services, aftercare, and extended treatment and related 
professional functions. Organizing, Planning and Prioritizing Work: Handles a caseload of clients performing duties 
relating to admissions, development, and execution of individual treatment plans. Establishing and Maintaining 
Interpersonal Relationships: Handles a variety of personal contacts within the organization to which assigned and with 
the courts, social and other agencies, community groups, the families of patients, a variety of other professionals and 
other entities as necessary to ensure maximal proper psychiatric social care for persons on caseload.    Staffing 
Organizational Units: Participates in making recommendations of personnel actions such as employment, promotion, 
demotion, transfer, retention, and increases for exceptional performance. Interpreting the Meaning of Information for 
Others: Provides professional guidance and advice to associates on technique and problems in work. 
Documenting/Recording Information: Prepares and maintains a variety of detailed records and reports normally 
associated with the provision of professional social work. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Problem Solving Priority Setting Time Management Perseverance 
Written Communications Compassion Ethics and Values Integrity and Trust Listening Managing Diversity Understanding 
OthersKnowledge: Knowledge of principles and procedures for personnel recruitment, selection, training, compensation 
and benefits, labor relations and negotiation, and personnel information systems Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation; psychological research 
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methods; and the assessment and treatment of behavioral and affective disorders Knowledge of principles, methods, 
and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career 
counseling and guidance Skills:  Using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems Selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things Monitoring/Assessing performance of oneself, other 
individuals, or organizations to make improvements or take corrective action Talking to others to convey information 
effectively Communicating effectively in writing as appropriate for the needs of the audience Teaching others how to do 
something Adjusting actions in relation to others’ actions Being aware of others’ reactions and understanding why they 
react as they do Identifying complex problems and reviewing related information to develop and evaluate options and 
implement solutions Considering the relative costs and benefits of potential actions to choose the most appropriate one 
Managing one’s own time and the time of othersAbilities:  The ability to communicate information and ideas in speaking 
so others will understand The ability to listen to and understand information and ideas presented through spoken words 
and sentences The ability to communicate information and ideas in writing so others will understand       The ability to 
read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
    Electronic Devices    Office Equipment 
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079662 - PSYCHIATRIC SOCIAL WORKER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  9162 
 
Minimum Qualifications: 
Education and Experience:  Possession of a master’s degree in social work from an accredited college or university and 
experience equivalent to one year of full-time responsible professional psychiatric social work.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Psychiatric Social Worker 2 classification as set 
forth in Tennessee Code Annotated, &sect;63-23:   Possession of a master’s degree in social work from an accredited 
social work program approved by the Council on Social Work Education; or Possession of a doctoral or Ph.D. in social 
work; or Possession of a current master of social work certificate or independent practitioner of social work license as 
set forth in &sect;63-23-102 and &sect;63-23-103. Examination Method: Education and Experience,100%, for Preferred 
Service positions 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric social work of considerable difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the 
first supervisory class in the Psychiatric Social Worker sub-series. An employee in this class supervises professional 
psychiatric social workers and others, and participates in providing a full-range of professional social work services to 
residents and clients who have problems of a psychosocial nature. This class differs from that of Psychiatric Social 
Worker 1 in that an incumbent of the latter is subordinate to an incumbent of this class. This class differs from that of 
Social Services Director in that an incumbent of the latter directs all psychiatric social work programs at a major 
institution.  
 
Work Activities: 
Guiding, Motivating, and Directing Subordinates:   Assigns, trains, supervises, and evaluates a relatively small staff of 
professional social workers and others in providing psychiatric social services to institutional and other clients. Making 
Decisions and Solving Problems: Applies expertise to particularly difficult case problems. Assisting and Caring for Others: 
Provides individual, group and family therapy, community services, aftercare, and extended treatment and related 
professional functions. Organizing, Planning and Prioritizing Work: Handles a caseload of clients performing duties 
relating to admissions, development, and execution of individual treatment plans. Establishing and Maintaining 
Interpersonal Relationships: Handles a variety of personal contacts within the organization to which assigned and with 
the courts, social and other agencies, community groups, the families of patients, a variety of other professionals and 
other entities as necessary to ensure maximal proper psychiatric social care for persons on caseload.    Staffing 
Organizational Units: Participates in making recommendations of personnel actions such as employment, promotion, 
demotion, transfer, retention, and increases for exceptional performance. Interpreting the Meaning of Information for 
Others: Provides professional guidance and advice to associates on technique and problems in work. 
Documenting/Recording Information: Prepares and maintains a variety of detailed records and reports normally 
associated with the provision of professional social work. 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Problem Solving Priority Setting Time Management Perseverance 
Written Communications Compassion Ethics and Values Integrity and Trust Listening Managing Diversity Understanding 
OthersKnowledge: Knowledge of principles and procedures for personnel recruitment, selection, training, compensation 
and benefits, labor relations and negotiation, and personnel information systems Knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation; psychological research 
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methods; and the assessment and treatment of behavioral and affective disorders Knowledge of principles, methods, 
and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career 
counseling and guidance Skills: Using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems Selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things Monitoring/Assessing performance of oneself, other 
individuals, or organizations to make improvements or take corrective action Talking to others to convey information 
effectively Communicating effectively in writing as appropriate for the needs of the audience Teaching others how to do 
something Adjusting actions in relation to others’ actions Being aware of others’ reactions and understanding why they 
react as they do Identifying complex problems and reviewing related information to develop and evaluate options and 
implement solutions Considering the relative costs and benefits of potential actions to choose the most appropriate one 
Managing one’s own time and the time of othersAbilities: The ability to communicate information and ideas in speaking 
so others will understand The ability to listen to and understand information and ideas presented through spoken words 
and sentences The ability to communicate information and ideas in writing so others will understand       The ability to 
read and understand information and ideas presented in writing 
 
Tools and Equipment Used: 
 Electronic Devices Office Equipment 
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071571 - PSYCHIATRIC TEACHER COUNS 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2117 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and completion 
of requirements for teaching certification. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid Interim or professional Tennessee Teacher's certificate is 
required.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional teaching and counseling work of average difficulty 
in a psychiatric setting; and performs related work as required.Distinguishing Features: This is the entry-working class in 
the Psychiatric Teacher Couns sub-series. An employee in this class functions in a variety of duties such as administering 
academic pretests and post- tests to residents for educational placement and evaluation, or providing classroom 
instructions in elementary or high school subjects including reading, language arts, mathematics, science or social 
studies, or conducting individual or group counseling sessions including goal planning and evaluation, problem solving, 
role playing, resolving conflicts and providing follow-up and feedback or individual or group tutoring sessions. This class 
differs from that of Psychiatric Teacher Couns Supv in that an incumbent of the latter supervises individuals of this class 
and other professional staff. 
 
Work Activities: 
1. Designs and implements individualized and group educational programs in areas such as mathematics, English, 
language, social studies, science, remedial education, and vocational preparation; provides instructions in physical 
education, including basketball, football, volleyball, softball, jogging, and camping and administers and grades 
examinations; prepares students progress reports; conducts individualized or group tutoring sessions.2. Participates in 
interdisciplinary team meetings to review and evaluate patient progress and develop individualized program plans.3. 
Provides individual and group counseling sessions for emotionally disturbed children including directing and facilitating 
counseling sessions, setting and evaluating goals, resolving conflicts, and role playing.4. Writes case reviews, progress 
notes, discharge summaries, six months reviews, and incident reports.5. Plans and implements after school activities 
including organizing individual and group sports; tutoring sessions, including mathematics, English, science or other 
academic problem areas; coordinating the activities of sub-professional staff and arranging transportation for off 
campus activities.6. Coordinates patient home visits, including contacting patients, parents and/or guardians, and 
arranging transportation.7. Provides intake and referrals services for the regional intervention program, including 
scheduling intake interviews and determining eligibility of clients for the program.8. Provides case management services 
for families, including designing and monitoring written treatment programs, securing needed supplementary services 
for families such as assessments and counseling; assists in identifying appropriate educational and/or treatment 
placement for children upon discharge from program.9. Provides a generalization training module in areas pertinent to 
individual training and treatment for families experiencing severe behavior management problems with their 
children.10. Provides a classroom module aimed at developing skills that would prepare children to function, in a school 
setting K-1 following the completion of the Regional Intervention program.11. Assists in giving guidance and training to 
less experienced workers.12. Assists in obtaining information and data necessary for the study of organization, 
operations, and services.13. Assists in performing public contact and liaison work in explaining and interpreting 
program.14. Keeps records and makes reports. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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044252 - PSYCHIATRIC TECHNICIAN 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1892 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required; some positions may require a 
valid motor vehicle operator's license with a FOR HIRE (F) endorsement. Examination Method: Non-competitive 
selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for psychiatric technical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working level class in the Psychiatric Technician sub-series. 
Positions may work in direct care on patient units in a psychiatric hospital with responsibilities including providing daily 
living care, individualized teaching, group teaching, and supervised medical assistance. In addition, some positions may 
work as unit coordinators or admissions clerks with responsibilities such as such as entering/editing patient information 
into a database; ordering medical and office supplies; explaining admission procedures, taking vital signs and collecting 
other information from patients at the time of admission; and other clerical or patient care work. An employee in this 
class may be assigned to work days, evenings, nights, weekends, and/or holidays. This class differs from Lead Psychiatric 
Technician in that an incumbent of the latter trains and orients new Psychiatric Technicians and supervises Psychiatric 
Technicians on an assigned shift in a unit. NOTE: Applicants must successfully complete an approved Psychiatric 
Technician training course with the State of Tennessee or pass an equivalent examination. Failure to do so may result in 
termination. 
 
Work Activities: 
Assisting and Caring for Others:   Performs lifesaving emergency procedures (e.g., CPR, Heimlich maneuver). Rescues 
injured patients and/or escorts patients to appropriate areas during the event of an emergency. Provides basic and/or 
emergency/psychiatric medical assistance under the direct supervision of a licensed health care provider. Searches for 
and retrieves patients who are unaccounted for or who have left facility without authorization. Bathes, clothes, feeds 
and provides direct daily living care for patients. Calls for assistance to provide prompt medical intervention. Teaches 
patients to function at the highest daily living level possible through demonstration, one-on-one instruction, videos, or 
booklets. Promotes social interaction by encouraging patient participation in group activities and/or discussions. Escorts 
patients on field trips and medical appointments. Adjusts protective devices (e.g., helmets, mittens, spit masks) to 
ensure patient and staff safety. Answers signals or call lights to determine the need of the patient. Introduces the 
patient to other patients and the facility's staff.Performing General Physical Activities: Restrains patients to prevent 
injuries to themselves and others. Moves, lifts, and/or transfers patients using sliding boards, wheel chairs, or other 
required equipment. Cleans the work area, supplies, and equipment to ensure a sanitary living environment.Identifying 
Objects, Actions, and Events: Identifies problematic situations between staff and patients and takes appropriate 
corrective action (e.g., intervenes when a staff member is having difficulties interacting with a patient). Identifies 
patients at risk based on current assessment by medical professionals and follows established protocols for specific risks 
to ensure safety of patients and staff.Inspecting Equipment, Structures, or Material: Inspects patients' belongings, 
rooms and other patient areas to check for contraband, safety and health issues, equipment functioning, or other 
problems or issues. Inspects food trays to ensure the delivered items are consistent with the diet list for each 
patient.Updating and Using Relevant Knowledge: Maintains current information and adheres to the Health Information 
Portability and Privacy Act (HIPPA) and other regularity standards relevant to job duties. Attends annual and periodic in-
service training to keep up-to-date on the latest methods and technologies relevant to job duties.Interpreting the 
Meaning of Information for Others: Explains HIPPA laws, patients' rights, and other information to patients, families, 
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and/or conservators. Explains routine ancillary services during patient orientation. Explains admission, vital sign, and 
laboratory procedures to patients. Explains to patients the reason why they are leaving the institution grounds for off-
campus trips or appointments.Making Decisions and Solving Problems: Evaluates patients' functionality to determine 
the need for mobility assistance.Communicating with Persons Outside Organization: Communicates with family 
members, service providers, and the general public to exchange information in accordance with HIPPA laws.Monitor 
Processes, Materials, or Surroundings: Monitors patients during administration of medications and meals to assist in 
compliance with prescribed regimen. Monitors alarms and panic buttons to ensure safety of patients and staff. Monitors 
office and medical supplies to ensure that adequate quantities are on hand.Communicating with Supervisors, Peers, or 
Subordinates: Meets with other staff daily to discuss patient behavior or any other hospital situations that have 
occurred. Reports to immediate supervisor observed progression or regression in patients that may indicate 
training/treatment need changes. Communicates to appropriate staff the patients' needs for interpreters or any other 
special services. Reports to immediate supervisor any safety or building maintenance problems to request repair of the 
problems.Coaching and Developing Others: May mentor new staff by providing feedback and information on 
organizational culture, policies, and procedures, task prioritization, and other work-related information.Scheduling Work 
and Activities: May ensure patients' secure transportation upon discharge. Contacts all appropriate personnel to notify 
them of any off-campus trips or appointments for patients.Getting Information: Checks patients for the presence of 
injuries and/or contraband. Takes patients' vital signs upon admission. Observes patients for signs of distress (e.g., poor 
vital signs, level of consciousness, behavior outburst). Visually checks the physical condition of units for any possible 
safety hazards. Observes patients visually for changes in behavior or attitude indicating effective or ineffective 
training/treatment. Asks patients questions upon admission to identify food and/or medical allergies. Monitors the 
amount of clothing and personal items belonging to patients.Documenting/Recording Information: Documents general 
changes in the patients' behavior (e.g., eating and sleeping patterns). Documents inspection of findings on body injury 
chart. Records key behaviors on flow sheet for patients in seclusion, restraints, and during unit checks. Fills out 
discharge paperwork by checking and initialing appropriate boxes/fields on the required forms. Labels and stores 
patients' personal belongings. Transcribes onto appropriate forms the hand-written orders from medical staff. 
Completes all required forms to gain approval to take patients from the facility for off-campus trips or appointments. 
Labels laboratory specimen transport containers to ensure proper handling of specimens. Records a personal item 
inventory for patients. Checks inventory sheets to ensure patients have their own belongings when being discharged. 
Records patient progress on institutional tracking forms. Assembles patient medical records appropriately by ensuring 
that all pieces of information are included and are in the correct order. Records procedures and/or tests performed on 
pre-printed logs. Fills out required forms to verify any money spent on patients' personal items.Operating Vehicles, 
Mechanized Devices, or Equipment: May operate a wheel-chair accessible vehicle or other State motor vehicle to drive 
patients to off-campus trips or appointments or to pick up needed supplies.Performing for or Working Directly with the 
Public: Greets and interacts with visitors to determine the reason for their visit, document/authorize their visit, and/or 
direct to appropriate location.Controlling Machines and Processes: Operates or assists in the operation of Hoyer lifts, 
scales, suction canisters, or other patient care equipment Operates copiers and scanners to create digital images of 
paper documents.Interacting With Computers: Uses a computer (e.g., access the internet, use office productivity 
software, such as word processing, spreadsheet, or presentation programs) to process or obtain information, create 
documents, and communicate by email.Processing Information: Enters and edits patient information in the health 
information database (e.g., Avatar system). Compares total patient count to bed availability to determine new admission 
availability. Orders medical and office supplies using an online ordering system. Disassembles discharged patients' charts 
and other medical information and submits to medical records staff.Estimating the Quantifiable Characteristics of 
Products, Events, or Information: Estimates the quantities of resource materials needed to conduct treatment mall 
classes based on number of groups and number of participants in each group.Handling and Moving Objects: Moves and 
unloads boxes of office and medical supplies to their correct storage location. Removes personal items and bed linens 
from patients' room upon discharge. 
 
Competencies (KSA’s): 
Competencies:  Customer Focus Integrity and Trust Listening Technical Learning Action Oriented Compassion 
Composure Patience Functional/Technical Competencies Time Management Written Communications Ethics and 
ValuesKnowledge: Basic knowledge of principles and processes for providing customer and personal services, including 
customer needs assessment and meeting quality standards for services Basic knowledge of principles and methods for 



 TN Job Classification Specifications  
September 22, 2020 

teaching and instruction for individuals and groups Basic knowledge of administrative and clerical procedures and 
systems such as word processing, managing files and records, and other office procedures and terminologySkills: Basic 
skill in managing one's own time Basic skill in using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems Basic skill in understanding written sentences and 
paragraphs in work related documents Basic skill in communicating effectively in writing as appropriate for the needs of 
the audience Basic skill in understanding the implications of new information for both current and future problem-
solving and decision-making Basic skill in talking to others to convey information effectively Basic skill in giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times Basic skill in selecting and using training/instructional methods 
and procedures appropriate for the situation when learning or teaching new things Basic skill in adjusting actions in 
relation to others' actions Basic skill in teaching others how to do something Basic skill in actively looking for ways to 
help peopleAbilities: Be physically able to perform assigned patient care tasks Be physically able to utilize approved crisis 
management techniques Ability to quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) 
when it appears Basic ability to listen to and understand information and ideas presented through spoken words and 
sentences Basic ability to communicate information and ideas in speaking so others will understand Ability to speak 
clearly so others can understand Basic ability to remember information such as words, numbers, pictures, and 
procedures Basic ability to read and understand information and ideas presented in writing Basic ability to communicate 
information and ideas in writing so others will understand Ability to identify and understand the speech of another 
person 
 
Tools and Equipment Used: 
 Computer                                               Electronic Devices General Office Equipment Various medical equipment and 
devices 
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078851 - PSYCHOLOGICAL EXAMINER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4370 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree or equivalent in psychology and licensure as a Psychological 
Examiner. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure as a psychological examiner with the State of Tennessee is required at the 
time of employment and must be maintained for the duration of employment.   Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychological examining work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class administers psychological 
assessments, interprets test results, provides recommendations on and participates in in-service training, and applies 
behavioral modification or behavioral therapy techniques. This class differs from that of Psychological Examiner 2 in that 
an incumbent of the latter functions as a supervisor. 
 
Work Activities: 
Analyzing Data or Information:    Performs psychological evaluations and assessments on clients to assess needs and 
update their status.    Evaluates psychological assessment data in order to make recommendations for treatment 
planning.    Reviews, analyzes and organizes available documents and prior reports for psychological assessment 
planning.Making Decisions and Solving Problems:    Interprets psychological test results and writes recommendations to 
meet agency service goals.    Performs psychological evaluations on developmentally delayed offenders, mental health 
referrals, and forensic evaluees as part of the client's overall plan of care.    Participates in individual case reviews in 
order to resolve diagnostic problems, treatment failures, and diagnostic errors.    Consults with other providers to foster 
communication and promote a multi-disciplinary treatment approach.    Seeks guidance from more experienced staff to 
improve decision making.Evaluating Information to Determine Compliance with Standards:    Applies practice and ethical 
standards required under the employee's license to provide psychological services.    Safeguards the HIPAA and 
confidentiality standards for client records.    May conduct peer reviews to ensure compliance with agency standards.    
Applies existing agency policy and procedure in the provision of psychological services.Establishing and Maintaining 
Interpersonal Relationships:    Maintains constructive interpersonal relationships in order to foster a team approach and 
effective communication.Documenting/Recording Information:    Documents assessment information in report form to 
provide a summary for use by other providers.    Documents client's record to highlight services provided and 
communicate assessment information to co-workers in a timely fashion. Interpreting the Meaning of Information for 
Others:    Consistently describes the meaning and limitations of assessment data to others to promote awareness of how 
data should be applied. Updating and Using Relevant Knowledge:    Maintains current licensure via continuing education 
requirements set forth by the American Psychological Association and overseen by the Board of Examiners in 
Psychology.    Participates in in-service training as required to remain updated on best practice guidelines. 
Communicating with Supervisors, Peers, or Subordinates:    Makes management and peers aware of various risk issues 
for clients and facility safety.    Provides information and assists in coordinating treatment activities with team members. 
Developing and Building Teams:    Actively participates in the client's treatment team to foster team 
effectiveness.Assisting and Caring for Others:    Participates in treatment activities which include individual and group 
therapy sessions as part of a client's treatment plan.Organizing, Planning, and Prioritizing Work:    Maintains flexibility 
regarding daily priorities in a changing work environment.    Prioritizes tasks daily regarding services to be provided to 
ensure workload efficiency.Monitor Processes, Materials, or Surroundings:    Participates in periodic treatment plan 
reviews for clients to ensure appropriate services are being rendered.Coaching and Developing Others:    Assists in giving 
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guidance and feedback to less experienced workers.Getting Information:    Clarifies the reason for the referral by phone, 
email or face to face to develop an initial plan for the assessment.    Receives written or oral referrals concerning clients 
to determine need for assessment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Functional/Technical Competency    Written 
Communications    Approachability    Ethics and Values    Self-Knowledge    Understanding Others    Integrity and 
TrustKnowledge:    Advanced Knowledge of Clinical, Counseling or School Psychology    Intermediate Knowledge of 
Sociology    Advanced Knowledge of Therapy and Counseling    Intermediate Knowledge of Learning and Motivation 
Theory    Intermediate Knowledge of Relevant Law, Court Operations, Statutes, and Sentencing    
IntermediateKnowledge of BehavioralMedicineSkills:    Advanced Active Listening Skills    Advanced Critical Thinking Skills    
Intermediate Learning Strategies Skills    Intermediate Monitoring Skills    Reading Comprehension Skills    Advanced 
Science Skills    Speaking Skills    Advanced Writing Skills    Negotiation Skills    Service Orientation Skills    Social 
Perceptiveness Skills    Complex Problem Solving Skills    Advanced Judgment and Decision Making Skills    Time 
Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Oral Comprehension 
Abilities    Oral Expression Abilities    Speed of Closure Abilities    Task Flexibility Abilities    Written Comprehension 
Abilities    Written Expression Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Psychological Tests 
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078851 - PSYCHOLOGICAL EXAMINER 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4371 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree or equivalent in psychology and licensure as a Psychological 
Examiner. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensure as a psychological examiner with the State of 
Tennessee is required at the time of employment and must be maintained for the duration of employment.  Necessary 
Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychological examining work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class administers psychological 
assessments, interprets test results, provides recommendations on and participates in in-service training, and applies 
behavioral modification or behavioral therapy techniques. This class differs from that of Psychological Examiner 2 in that 
an incumbent of the latter functions as a supervisor. 
 
Work Activities: 
Analyzing Data or Information:    Performs psychological evaluations and assessments on clients to assess needs and 
update their status.    Evaluates psychological assessment data in order to make recommendations for treatment 
planning.    Reviews, analyzes and organizes available documents and prior reports for psychological assessment 
planning.Making Decisions and Solving Problems:    Interprets psychological test results and writes recommendations to 
meet agency service goals.    Performs psychological evaluations on developmentally delayed offenders, mental health 
referrals, and forensic evaluees as part of the client's overall plan of care.    Participates in individual case reviews in 
order to resolve diagnostic problems, treatment failures, and diagnostic errors.    Consults with other providers to foster 
communication and promote a multi-disciplinary treatment approach.    Seeks guidance from more experienced staff to 
improve decision making.Evaluating Information to Determine Compliance with Standards:    Applies practice and ethical 
standards required under the employee's license to provide psychological services.    Safeguards the HIPAA and 
confidentiality standards for client records.    May conduct peer reviews to ensure compliance with agency standards.    
Applies existing agency policy and procedure in the provision of psychological services.Establishing and Maintaining 
Interpersonal Relationships:    Maintains constructive interpersonal relationships in order to foster a team approach and 
effective communication.Documenting/Recording Information:    Documents assessment information in report form to 
provide a summary for use by other providers.    Documents client's record to highlight services provided and 
communicate assessment information to co-workers in a timely fashion. Interpreting the Meaning of Information for 
Others:    Consistently describes the meaning and limitations of assessment data to others to promote awareness of how 
data should be applied. Updating and Using Relevant Knowledge:    Maintains current licensure via continuing education 
requirements set forth by the American Psychological Association and overseen by the Board of Examiners in 
Psychology.    Participates in in-service training as required to remain updated on best practice guidelines. 
Communicating with Supervisors, Peers, or Subordinates:    Makes management and peers aware of various risk issues 
for clients and facility safety.    Provides information and assists in coordinating treatment activities with team members. 
Developing and Building Teams:    Actively participates in the client's treatment team to foster team 
effectiveness.Assisting and Caring for Others:    Participates in treatment activities which include individual and group 
therapy sessions as part of a client's treatment plan.Organizing, Planning, and Prioritizing Work:    Maintains flexibility 
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regarding daily priorities in a changing work environment.    Prioritizes tasks daily regarding services to be provided to 
ensure workload efficiency.Monitor Processes, Materials, or Surroundings:    Participates in periodic treatment plan 
reviews for clients to ensure appropriate services are being rendered.Coaching and Developing Others:    Assists in giving 
guidance and feedback to less experienced workers.Getting Information:    Clarifies the reason for the referral by phone, 
email or face to face to develop an initial plan for the assessment.    Receives written or oral referrals concerning clients 
to determine need for assessment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Functional/Technical Competency    Written 
Communications    Approachability    Ethics and Values    Self-Knowledge    Understanding Others    Integrity and 
TrustKnowledge:    Advanced Knowledge of Clinical, Counseling or School Psychology    Intermediate Knowledge of 
Sociology    Advanced Knowledge of Therapy and Counseling    Intermediate Knowledge of Learning and Motivation 
Theory    Intermediate Knowledge of Relevant Law, Court Operations, Statutes, and Sentencing    
IntermediateKnowledge of BehavioralMedicineSkills:    Advanced Active Listening Skills    Advanced Critical Thinking Skills    
Intermediate Learning Strategies Skills    Intermediate Monitoring Skills    Reading Comprehension Skills    Advanced 
Science Skills    Speaking Skills    Advanced Writing Skills    Negotiation Skills    Service Orientation Skills    Social 
Perceptiveness Skills    Complex Problem Solving Skills    Advanced Judgment and Decision Making Skills    Time 
Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Oral Comprehension 
Abilities    Oral Expression Abilities    Speed of Closure Abilities    Task Flexibility Abilities    Written Comprehension 
Abilities    Written Expression Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Telephone    Psychological Tests 
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078852 - PSYCHOLOGICAL EXAMINER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4372 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in psychology, licensure as a Psychological Examiner and two 
years of full-time responsible professional psychological examining experience. Substitution of Education for Experience: 
Possession of a doctorate in psychology may be substituted for the required experience. Substitution of Experience for 
Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure as a psychological examiner with the State of Tennessee is required at the 
time of employment and must be maintained for the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision of a licensed Psychologist, is responsible for professional psychological examining 
work of considerable difficulty and supervisory work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the supervisory level class in the psychological examiner sub-series. This class differs 
from that of Psychological Examiner 1 in that an incumbent of the latter functions in a working level capacity. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors behavioral data to make recommendations for changes to 
treatment plans and medical plans.    Monitors psychological data to ensure that treatment is being provided as 
recommended.     Observes behaviors of persons served in a variety of environments to gain an understanding of how 
the person is functioning.     Monitors treatment plans to detect problems or issues.     Monitors systems to ensure that 
policies and procedures are adequate and appropriately carried out.    Monitors compliance with mandatory outpatient 
treatment.    Monitors physical environment to ensure overall health and well-being. Making Decisions and Solving 
Problems:    Interprets information to present at treatment team and status meetings and makes recommendations 
based on that information.    Uses crisis intervention techniques and protocols to react to and resolve behavioral and 
psychiatric issues.    Participates in treatment team meetings and status meetings to make treatment and therapeutic 
services decisions. Training and Teaching Others:    Provides training to people receiving services to help them manage 
their emotions and develop healthy relationships.    Provides training to external service providers.    Provides clinical 
supervision of interns. Getting Information:    Administers and scores standardized psychological tests to gather 
information.     Gathers social histories, medical histories, psychological evaluations, school histories, interviews, 
psychiatric evaluations, and information from data records and through conversations with other staff, families, and 
others to compare present function. Analyzing Data or Information:    Drafts psychological assessments and interprets 
data and information to make treatment recommendations or develop therapeutic interventions.    Completes trend 
analyses to ensure quality and identify patterns. Organizing, Planning, and Prioritizing Work:    Ensures that work can be 
completed in a timely manner and that work will be covered during absences.    Determines due dates for evaluations, 
follow-up, and meetings and prioritizes to meet those deadlines.    Maintains schedule of work activities on centralized 
or individual calendars.  Evaluating Information to Determine Compliance with Standards:    Ensures that treatments, 
charts, and electronic and written records comply with federal, state, and accreditation standards.    Reports violations 
to appropriate legal authorities for safety of persons served and compliance. Assisting and Caring for Others:    Provides 
crisis intervention to ensure the safety of others.    Facilitates individual and group counseling/therapy sessions to 
provide emotional support for others. Processing Information:    Tabulates psychological data for review by other clinical 
professionals.    Compiles and maintains accurate and complete progress notes for the required time period and ensures 
that HIPAA requirements are followed. Provide Consultation and Advice to Others:    Provides technical assistance to 
others outside the agency when requested.    Provides consultation and recommendations as part of a treatment team.  
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Interacting With Computers:    Ensures that all computer use complies with HIPAA, federal, state, and department 
requirements.    Uses data management systems, spreadsheet and word processing software, e-mail systems, and the 
Internet/intranets to input and retrieve information. Thinking Creatively:    Researches innovative therapeutic 
techniques and interventions.    Integrates therapeutic techniques and interventions into departmental and 
accreditation systems. Judging the Qualities of Things, Services, or People:    Serves on committees and therapeutic 
treatment teams to review treatment plans.    Serves as an advocate to make recommendations regarding the 
appropriateness of a particular program for an individual. Updating and Using Relevant Knowledge:    Remains abreast of 
current evidence-based practices to meet continuing education requirements and maintain licensure and certifications, 
if required.    Completes all state-specific trainings. Performing Administrative Activities:    Maintains well-organized files 
so that information can be retrieved quickly.    Enters hours worked and leave and overtime requests into computer 
system. Interpreting the Meaning of Information for Others:    Interprets psychological information for other units within 
the agency, individuals, provider agencies, families, and court officials so that they understand what it means. Resolving 
Conflicts and Negotiating with Others:    Resolves conflicts by gathering, analyzing, and interpreting information, relaying 
it in a respectful manner, and facilitating communication between interested parties.  Identifying Objects, Actions, and 
Events:    Identifies symptoms associated with DSM5 and ICD-10 diagnoses. Communicating with Persons outside 
Organization:    Initiates and responds to external communication clearly and accurately, both orally and in writing, so 
that needed information is obtained or provided, to ensure task completion. Establishing and Maintaining Interpersonal 
Relationships:    Develops and maintains relationships with supervisors, peers, subordinates, other units within the 
agency, individuals outside the agency, courts, and others to ensure effective communication and working environments 
and to establish resources. Communicating with Supervisors, Peers, or Subordinates:    Initiates and responds to internal 
communication clearly and accurately, both orally and in writing, so that needed information is obtained or provided, to 
ensure task completion. Inspecting Equipment, Structures, or Material:    Inspects testing and therapeutic equipment 
and materials to ensure that there is an adequate supply and that the equipment is safe to use.Developing Objectives 
and Strategies:    Develops long-range objectives as part of a treatment plan. Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates and makes recommendations for resources needed to ensure 
appropriate treatment and support. Scheduling Work and Activities:    Schedules psychopharmacology clinics, forensic 
evaluations, competency and other trainings, and treatment team, clinic, and provider meetings. Handling and Moving 
Objects:    Manipulates testing devices and equipment to complete evaluations and treatment interventions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                            Problem Solving                            Process Management                    
Conflict Management                    Standing Alone                  Perseverance                    Organizational Agility                    
Presentation Skills                        Integrity and Trust                        Interpersonal Savvy Knowledge:    Basic clerical 
knowledge to locate information, complete documentation, and manage files                          Advanced knowledge of 
communications to write evaluations, train others, and testify in court                        Basic computer knowledge to input 
data, use data processing systems and spreadsheets, and manage electronic records                    Advanced knowledge of 
psychology to conduct assessments, recognize symptoms for diagnoses, and act as a resource for other disciplines                       
Advanced knowledge of therapy and counseling to provide treatment in individual and group settingsSkills:    Advanced 
active learning skills to evaluate research and determine if it is applicable to people served           Advanced active 
listening skills for gathering information, recognizing symptoms, problem solving, therapy, and conflict management                       
Intermediate learning strategies skills to develop and conduct training                   Advanced social perceptiveness skills to 
conduct group sessions and to model as well as act as an exemplar for appropriate behavior                   Advanced 
equipment selection skills to determine the most appropriate materials for testing and/or treatment.                 
Intermediate time management skills for prioritizing tasks, scheduling clients, and managing deadlines  Abilities:    
Deductive Reasoning Ability                      Fluency of Ideas                            Inductive Reasoning                      Oral 
Comprehension                     Oral Expression                 Selective Attention                        Written Comprehension                
Written Expression                        Manual Dexterity 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Standardized psychological assessments and testing equipment 
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078852 - PSYCHOLOGICAL EXAMINER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4373 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in psychology, licensure as a Psychological Examiner and two 
years of full-time responsible professional psychological examining experience. Substitution of Education for Experience: 
Possession of a doctorate in psychology may be substituted for the required experience. Substitution of Experience for 
Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure as a psychological examiner with the State of Tennessee is required at the 
time of employment and must be maintained for the duration of employment. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision of a licensed Psychologist, is responsible for professional psychological examining 
work of considerable difficulty and supervisory work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the supervisory level class in the psychological examiner sub-series. This class differs 
from that of Psychological Examiner 1 in that an incumbent of the latter functions in a working level capacity. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors behavioral data to make recommendations for changes to 
treatment plans and medical plans.    Monitors psychological data to ensure that treatment is being provided as 
recommended.     Observes behaviors of persons served in a variety of environments to gain an understanding of how 
the person is functioning.     Monitors treatment plans to detect problems or issues.     Monitors systems to ensure that 
policies and procedures are adequate and appropriately carried out.    Monitors compliance with mandatory outpatient 
treatment.    Monitors physical environment to ensure overall health and well-being. Making Decisions and Solving 
Problems:    Interprets information to present at treatment team and status meetings and makes recommendations 
based on that information.    Uses crisis intervention techniques and protocols to react to and resolve behavioral and 
psychiatric issues.    Participates in treatment team meetings and status meetings to make treatment and therapeutic 
services decisions. Training and Teaching Others:    Provides training to people receiving services to help them manage 
their emotions and develop healthy relationships.    Provides training to external service providers.    Provides clinical 
supervision of interns. Getting Information:    Administers and scores standardized psychological tests to gather 
information.     Gathers social histories, medical histories, psychological evaluations, school histories, interviews, 
psychiatric evaluations, and information from data records and through conversations with other staff, families, and 
others to compare present function. Analyzing Data or Information:    Drafts psychological assessments and interprets 
data and information to make treatment recommendations or develop therapeutic interventions.    Completes trend 
analyses to ensure quality and identify patterns. Organizing, Planning, and Prioritizing Work:    Ensures that work can be 
completed in a timely manner and that work will be covered during absences.    Determines due dates for evaluations, 
follow-up, and meetings and prioritizes to meet those deadlines.    Maintains schedule of work activities on centralized 
or individual calendars.  Evaluating Information to Determine Compliance with Standards:    Ensures that treatments, 
charts, and electronic and written records comply with federal, state, and accreditation standards.    Reports violations 
to appropriate legal authorities for safety of persons served and compliance. Assisting and Caring for Others:    Provides 
crisis intervention to ensure the safety of others.    Facilitates individual and group counseling/therapy sessions to 
provide emotional support for others. Processing Information:    Tabulates psychological data for review by other clinical 
professionals.    Compiles and maintains accurate and complete progress notes for the required time period and ensures 
that HIPAA requirements are followed. Provide Consultation and Advice to Others:    Provides technical assistance to 
others outside the agency when requested.    Provides consultation and recommendations as part of a treatment team.  
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Interacting With Computers:    Ensures that all computer use complies with HIPAA, federal, state, and department 
requirements.    Uses data management systems, spreadsheet and word processing software, e-mail systems, and the 
Internet/intranets to input and retrieve information. Thinking Creatively:    Researches innovative therapeutic 
techniques and interventions.    Integrates therapeutic techniques and interventions into departmental and 
accreditation systems. Judging the Qualities of Things, Services, or People:    Serves on committees and therapeutic 
treatment teams to review treatment plans.    Serves as an advocate to make recommendations regarding the 
appropriateness of a particular program for an individual. Updating and Using Relevant Knowledge:    Remains abreast of 
current evidence-based practices to meet continuing education requirements and maintain licensure and certifications, 
if required.    Completes all state-specific trainings. Performing Administrative Activities:    Maintains well-organized files 
so that information can be retrieved quickly.    Enters hours worked and leave and overtime requests into computer 
system. Interpreting the Meaning of Information for Others:    Interprets psychological information for other units within 
the agency, individuals, provider agencies, families, and court officials so that they understand what it means. Resolving 
Conflicts and Negotiating with Others:    Resolves conflicts by gathering, analyzing, and interpreting information, relaying 
it in a respectful manner, and facilitating communication between interested parties.  Identifying Objects, Actions, and 
Events:    Identifies symptoms associated with DSM5 and ICD-10 diagnoses. Communicating with Persons outside 
Organization:    Initiates and responds to external communication clearly and accurately, both orally and in writing, so 
that needed information is obtained or provided, to ensure task completion. Establishing and Maintaining Interpersonal 
Relationships:    Develops and maintains relationships with supervisors, peers, subordinates, other units within the 
agency, individuals outside the agency, courts, and others to ensure effective communication and working environments 
and to establish resources. Communicating with Supervisors, Peers, or Subordinates:    Initiates and responds to internal 
communication clearly and accurately, both orally and in writing, so that needed information is obtained or provided, to 
ensure task completion. Inspecting Equipment, Structures, or Material:    Inspects testing and therapeutic equipment 
and materials to ensure that there is an adequate supply and that the equipment is safe to use.Developing Objectives 
and Strategies:    Develops long-range objectives as part of a treatment plan. Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Estimates and makes recommendations for resources needed to ensure 
appropriate treatment and support. Scheduling Work and Activities:    Schedules psychopharmacology clinics, forensic 
evaluations, competency and other trainings, and treatment team, clinic, and provider meetings. Handling and Moving 
Objects:    Manipulates testing devices and equipment to complete evaluations and treatment interventions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                            Problem Solving                            Process Management                    
Conflict Management                    Standing Alone                  Perseverance                    Organizational Agility                    
Presentation Skills                        Integrity and Trust                        Interpersonal Savvy Knowledge:    Basic clerical 
knowledge to locate information, complete documentation, and manage files                          Advanced knowledge of 
communications to write evaluations, train others, and testify in court                        Basic computer knowledge to input 
data, use data processing systems and spreadsheets, and manage electronic records                    Advanced knowledge of 
psychology to conduct assessments, recognize symptoms for diagnoses, and act as a resource for other disciplines                       
Advanced knowledge of therapy and counseling to provide treatment in individual and group settingsSkills:    Advanced 
active learning skills to evaluate research and determine if it is applicable to people served           Advanced active 
listening skills for gathering information, recognizing symptoms, problem solving, therapy, and conflict management                       
Intermediate learning strategies skills to develop and conduct training                   Advanced social perceptiveness skills to 
conduct group sessions and to model as well as act as an exemplar for appropriate behavior                   Advanced 
equipment selection skills to determine the most appropriate materials for testing and/or treatment.                 
Intermediate time management skills for prioritizing tasks, scheduling clients, and managing deadlines  Abilities:    
Deductive Reasoning Ability                      Fluency of Ideas                            Inductive Reasoning                      Oral 
Comprehension                     Oral Expression                 Selective Attention                        Written Comprehension                
Written Expression                        Manual Dexterity 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Standardized psychological assessments and testing equipment 
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078887 - PSYCHOLOGIST 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4402 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology from an accredited university. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for performing professional psychological work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class may function in a variety of 
assignments as a fully qualified Psychologist. An incumbent may be assigned to act primarily as a therapist and 
treatment team member, or as a treatment coordinator or leader, or as an evaluative specialist in supervising 
psychological examiners, or in a specialty staff assignment such as counseling, evaluating, consulting, and/or 
researching. Incumbents often supervise or lead professional, sub-professional, and other staff. This class differs from 
that of Psychology Director in that an incumbent of the latter is responsible for directing a psychological services 
program of broad extent. 
 
Work Activities: 
Developing Objectives and Strategies:    Plans a comprehensive mental health treatment program, including evaluation 
and diagnosis, detailed treatment planning, and extensive service.Evaluating Information to Determine Compliance with 
Standards:    Evaluates various clinical documentations and services to ensure compliance with professional, state and 
federal standards.Making Decisions and Solving Problems:    Develops treatment strategies to effectively address 
challenging and unique treatment needs. Assisting and Caring for Others:    Provides crisis intervention services for 
individuals.    Provides individual, group, and other therapy to improve behavioral health and/or mental health.Guiding, 
Directing, and Motivating Subordinates:    Supervises the clinical work of professional, sub-professional, and 
nonprofessional personnel.Getting Information:    Administers tests to individuals to collect information needed to make 
an appropriate evaluation and diagnosis.    Observes individuals to obtain information relevant to their physical, 
emotional, cognitive, and social functioning.    Interviews various individuals to collect information necessary to perform 
specific types of evaluations.Judging the Qualities of Things, Services, or People:    Evaluates the quality of work of 
service providers to determine whether corrective action is needed.Monitoring and Controlling Resources:    Controls 
the use of resources relevant to psychological services by determining whether or not services are 
warranted.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to provide information 
relevant to an individual's case.    Explains biopsychosocial constructs to help others understand mental health and more 
effectively provide care.Provide Consultation and Advice to Others:    Serves as a psychological resource person in 
evaluating and identifying problems, in developing detailed and coordinated treatment plans, and in conducting a wide 
variety of individual and group therapeutic and habilitative activities.Documenting/Recording Information:    Writes 
detailed clinical notes and reports to document services provided. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and with upper 
management to ensure smooth and effective team operations.Analyzing Data or Information:    Analyzes and interprets 
behavioral and mental health data to monitor progress and plan treatment.    Analyzes quality improvement, 
benchmarking or other data relevant to the performance and improvement of the agency to identify trends and/or 
determine improvement needs.Communicating with Supervisors, Peers, or Subordinates:    Conducts and participates in 
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diagnostic and evaluative staff meetings to discuss diagnoses, etiology, treatment, and disposition.Processing 
Information:    Enters appropriate diagnostic codes into clinical documents.Communicating with Persons Outside 
Organization:    Performs personal contact work with a variety of other individuals, groups, agencies, and other entities 
in explaining, interpreting and furthering programs.Resolving Conflicts and Negotiating with Others:    Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and to maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Coaching and Developing Others:    Instructs professional, sub-professional, and 
nonprofessional personnel in the theories, practices, and techniques employed in psychological services 
programs.Organizing, Planning, and Prioritizing Work:    Independently plans and prioritizes work in order to meet 
deadlines.Coordinating the Work and Activities of Others:    Coordinates and leads clinical meetings.    Coordinates 
workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Updating and Using Relevant Knowledge:    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Attends various continuing 
education seminars relevant to work in order to maintain licensure.Performing Administrative Activities:    Completes 
relevant forms as required to accomplish professional responsibilities.Staffing Organizational Units:    Conducts 
interviews for job candidates to assist in the selection and hiring process.Training and Teaching Others:    Conducts 
training classes relevant to mental health issues to educate others. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Managing Diversity    Understanding Others    Decision Quality    
Intellectual Horsepower    Conflict Management    Composure    Strategic Agility    Self-KnowledgeKnowledge:    
Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency rules relevant to 
psychological practices    Expert knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for diagnosis, 
treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of arithmetic, algebra, statistics, and 
their applicationsSkills:    Critical thinking skills    Active listening skills    Advanced reading comprehension skills    
Advanced speaking skills    Time management skills    Advanced written communication skills    Complex problem solving 
skills    Negotiation skills    Expert judgment and decision making skills    Skills in adjusting actions in relation to others’ 
actions    Skills in teaching others how to do something    Skills in persuading others to change their minds or behavior    
Skills in understanding the implications of new information for both current and future problem-solving and decision-
making    Skills in using scientific rules and methods to solve problems    Service orientation skills    Social perceptiveness 
skills    Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements 
or take corrective action    Advanced skills in identifying measures or indicators of the performance of a system and 
actions needed to improve or correct performance relative to the goals of the system    Skills in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Advanced skills in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Skills in using mathematics to solve problems    Intermediate skills in the 
management of material resourcesAbilities    Ability to read and understand information and ideas presented in writing    
Ability to communicate information and ideas in writing so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to communicate information and ideas 
in speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to 
concentrate on a task over a period of time without being distracted    Ability to quickly make sense of, combine, and 
organize information into meaningful patterns    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to shift back and forth between two or more activities or sources of information    Ability to 
generate or use different sets of rules for combining or grouping things in different ways    Ability to come up with a 
number of ideas about a topic    Ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Ability to choose the right mathematical methods or formulas to solve a 
problem 
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Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078887 - PSYCHOLOGIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4403 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology from an accredited university. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for performing professional psychological work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class may function in a variety of 
assignments as a fully qualified Psychologist. An incumbent may be assigned to act primarily as a therapist and 
treatment team member, or as a treatment coordinator or leader, or as an evaluative specialist in supervising 
psychological examiners, or in a specialty staff assignment such as counseling, evaluating, consulting, and/or 
researching. Incumbents often supervise or lead professional, sub-professional, and other staff. This class differs from 
that of Psychology Director in that an incumbent of the latter is responsible for directing a psychological services 
program of broad extent. 
 
Work Activities: 
Developing Objectives and Strategies:    Plans a comprehensive mental health treatment program, including evaluation 
and diagnosis, detailed treatment planning, and extensive service.Evaluating Information to Determine Compliance with 
Standards:    Evaluates various clinical documentations and services to ensure compliance with professional, state and 
federal standards.Making Decisions and Solving Problems:    Develops treatment strategies to effectively address 
challenging and unique treatment needs. Assisting and Caring for Others:    Provides crisis intervention services for 
individuals.    Provides individual, group, and other therapy to improve behavioral health and/or mental health.Guiding, 
Directing, and Motivating Subordinates:    Supervises the clinical work of professional, sub-professional, and 
nonprofessional personnel.Getting Information:    Administers tests to individuals to collect information needed to make 
an appropriate evaluation and diagnosis.    Observes individuals to obtain information relevant to their physical, 
emotional, cognitive, and social functioning.    Interviews various individuals to collect information necessary to perform 
specific types of evaluations.Judging the Qualities of Things, Services, or People:    Evaluates the quality of work of 
service providers to determine whether corrective action is needed.Monitoring and Controlling Resources:    Controls 
the use of resources relevant to psychological services by determining whether or not services are 
warranted.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to provide information 
relevant to an individual's case.    Explains biopsychosocial constructs to help others understand mental health and more 
effectively provide care.Provide Consultation and Advice to Others:    Serves as a psychological resource person in 
evaluating and identifying problems, in developing detailed and coordinated treatment plans, and in conducting a wide 
variety of individual and group therapeutic and habilitative activities.Documenting/Recording Information:    Writes 
detailed clinical notes and reports to document services provided. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and with upper 
management to ensure smooth and effective team operations.Analyzing Data or Information:    Analyzes and interprets 
behavioral and mental health data to monitor progress and plan treatment.    Analyzes quality improvement, 
benchmarking or other data relevant to the performance and improvement of the agency to identify trends and/or 
determine improvement needs.Communicating with Supervisors, Peers, or Subordinates:    Conducts and participates in 
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diagnostic and evaluative staff meetings to discuss diagnoses, etiology, treatment, and disposition.Processing 
Information:    Enters appropriate diagnostic codes into clinical documents.Communicating with Persons Outside 
Organization:    Performs personal contact work with a variety of other individuals, groups, agencies, and other entities 
in explaining, interpreting and furthering programs.Resolving Conflicts and Negotiating with Others:    Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and to maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Coaching and Developing Others:    Instructs professional, sub-professional, and 
nonprofessional personnel in the theories, practices, and techniques employed in psychological services 
programs.Organizing, Planning, and Prioritizing Work:    Independently plans and prioritizes work in order to meet 
deadlines.Coordinating the Work and Activities of Others:    Coordinates and leads clinical meetings.    Coordinates 
workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Updating and Using Relevant Knowledge:    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Attends various continuing 
education seminars relevant to work in order to maintain licensure.Performing Administrative Activities:    Completes 
relevant forms as required to accomplish professional responsibilities.Staffing Organizational Units:    Conducts 
interviews for job candidates to assist in the selection and hiring process.Training and Teaching Others:    Conducts 
training classes relevant to mental health issues to educate others. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Managing Diversity    Understanding Others    Decision Quality    
Intellectual Horsepower    Conflict Management    Composure    Strategic Agility    Self-KnowledgeKnowledge:    
Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency rules relevant to 
psychological practices    Expert knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for diagnosis, 
treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of arithmetic, algebra, statistics, and 
their applicationsSkills:    Critical thinking skills    Active listening skills    Advanced reading comprehension skills    
Advanced speaking skills    Time management skills    Advanced written communication skills    Complex problem solving 
skills    Negotiation skills    Expert judgment and decision making skills    Skills in adjusting actions in relation to others’ 
actions    Skills in teaching others how to do something    Skills in persuading others to change their minds or behavior    
Skills in understanding the implications of new information for both current and future problem-solving and decision-
making    Skills in using scientific rules and methods to solve problems    Service orientation skills    Social perceptiveness 
skills    Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements 
or take corrective action    Advanced skills in identifying measures or indicators of the performance of a system and 
actions needed to improve or correct performance relative to the goals of the system    Skills in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Advanced skills in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Skills in using mathematics to solve problems    Intermediate skills in the 
management of material resourcesAbilities    Ability to read and understand information and ideas presented in writing    
Ability to communicate information and ideas in writing so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to communicate information and ideas 
in speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to 
concentrate on a task over a period of time without being distracted    Ability to quickly make sense of, combine, and 
organize information into meaningful patterns    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to shift back and forth between two or more activities or sources of information    Ability to 
generate or use different sets of rules for combining or grouping things in different ways    Ability to come up with a 
number of ideas about a topic    Ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Ability to choose the right mathematical methods or formulas to solve a 
problem 
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Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078887 - PSYCHOLOGIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4404 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology from an accredited university. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for performing professional psychological work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class may function in a variety of 
assignments as a fully qualified Psychologist. An incumbent may be assigned to act primarily as a therapist and 
treatment team member, or as a treatment coordinator or leader, or as an evaluative specialist in supervising 
psychological examiners, or in a specialty staff assignment such as counseling, evaluating, consulting, and/or 
researching. Incumbents often supervise or lead professional, sub-professional, and other staff. This class differs from 
that of Psychology Director in that an incumbent of the latter is responsible for directing a psychological services 
program of broad extent. 
 
Work Activities: 
Developing Objectives and Strategies:    Plans a comprehensive mental health treatment program, including evaluation 
and diagnosis, detailed treatment planning, and extensive service.Evaluating Information to Determine Compliance with 
Standards:    Evaluates various clinical documentations and services to ensure compliance with professional, state and 
federal standards.Making Decisions and Solving Problems:    Develops treatment strategies to effectively address 
challenging and unique treatment needs. Assisting and Caring for Others:    Provides crisis intervention services for 
individuals.    Provides individual, group, and other therapy to improve behavioral health and/or mental health.Guiding, 
Directing, and Motivating Subordinates:    Supervises the clinical work of professional, sub-professional, and 
nonprofessional personnel.Getting Information:    Administers tests to individuals to collect information needed to make 
an appropriate evaluation and diagnosis.    Observes individuals to obtain information relevant to their physical, 
emotional, cognitive, and social functioning.    Interviews various individuals to collect information necessary to perform 
specific types of evaluations.Judging the Qualities of Things, Services, or People:    Evaluates the quality of work of 
service providers to determine whether corrective action is needed.Monitoring and Controlling Resources:    Controls 
the use of resources relevant to psychological services by determining whether or not services are 
warranted.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to provide information 
relevant to an individual's case.    Explains biopsychosocial constructs to help others understand mental health and more 
effectively provide care.Provide Consultation and Advice to Others:    Serves as a psychological resource person in 
evaluating and identifying problems, in developing detailed and coordinated treatment plans, and in conducting a wide 
variety of individual and group therapeutic and habilitative activities.Documenting/Recording Information:    Writes 
detailed clinical notes and reports to document services provided. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and with upper 
management to ensure smooth and effective team operations.Analyzing Data or Information:    Analyzes and interprets 
behavioral and mental health data to monitor progress and plan treatment.    Analyzes quality improvement, 
benchmarking or other data relevant to the performance and improvement of the agency to identify trends and/or 
determine improvement needs.Communicating with Supervisors, Peers, or Subordinates:    Conducts and participates in 
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diagnostic and evaluative staff meetings to discuss diagnoses, etiology, treatment, and disposition.Processing 
Information:    Enters appropriate diagnostic codes into clinical documents.Communicating with Persons Outside 
Organization:    Performs personal contact work with a variety of other individuals, groups, agencies, and other entities 
in explaining, interpreting and furthering programs.Resolving Conflicts and Negotiating with Others:    Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and to maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Coaching and Developing Others:    Instructs professional, sub-professional, and 
nonprofessional personnel in the theories, practices, and techniques employed in psychological services 
programs.Organizing, Planning, and Prioritizing Work:    Independently plans and prioritizes work in order to meet 
deadlines.Coordinating the Work and Activities of Others:    Coordinates and leads clinical meetings.    Coordinates 
workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Updating and Using Relevant Knowledge:    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Attends various continuing 
education seminars relevant to work in order to maintain licensure.Performing Administrative Activities:    Completes 
relevant forms as required to accomplish professional responsibilities.Staffing Organizational Units:    Conducts 
interviews for job candidates to assist in the selection and hiring process.Training and Teaching Others:    Conducts 
training classes relevant to mental health issues to educate others. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Managing Diversity    Understanding Others    Decision Quality    
Intellectual Horsepower    Conflict Management    Composure    Strategic Agility    Self-KnowledgeKnowledge:    
Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency rules relevant to 
psychological practices    Expert knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for diagnosis, 
treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of arithmetic, algebra, statistics, and 
their applicationsSkills:    Critical thinking skills    Active listening skills    Advanced reading comprehension skills    
Advanced speaking skills    Time management skills    Advanced written communication skills    Complex problem solving 
skills    Negotiation skills    Expert judgment and decision making skills    Skills in adjusting actions in relation to others’ 
actions    Skills in teaching others how to do something    Skills in persuading others to change their minds or behavior    
Skills in understanding the implications of new information for both current and future problem-solving and decision-
making    Skills in using scientific rules and methods to solve problems    Service orientation skills    Social perceptiveness 
skills    Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements 
or take corrective action    Advanced skills in identifying measures or indicators of the performance of a system and 
actions needed to improve or correct performance relative to the goals of the system    Skills in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Advanced skills in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Skills in using mathematics to solve problems    Intermediate skills in the 
management of material resourcesAbilities    Ability to read and understand information and ideas presented in writing    
Ability to communicate information and ideas in writing so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to communicate information and ideas 
in speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to 
concentrate on a task over a period of time without being distracted    Ability to quickly make sense of, combine, and 
organize information into meaningful patterns    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to shift back and forth between two or more activities or sources of information    Ability to 
generate or use different sets of rules for combining or grouping things in different ways    Ability to come up with a 
number of ideas about a topic    Ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Ability to choose the right mathematical methods or formulas to solve a 
problem 
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Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078887 - PSYCHOLOGIST 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4405 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology from an accredited university. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period. Necessary 
Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for performing professional psychological work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class may function in a variety of 
assignments as a fully qualified Psychologist. An incumbent may be assigned to act primarily as a therapist and 
treatment team member, or as a treatment coordinator or leader, or as an evaluative specialist in supervising 
psychological examiners, or in a specialty staff assignment such as counseling, evaluating, consulting, and/or 
researching. Incumbents often supervise or lead professional, sub-professional, and other staff. This class differs from 
that of Psychology Director in that an incumbent of the latter is responsible for directing a psychological services 
program of broad extent. 
 
Work Activities: 
Developing Objectives and Strategies:    Plans a comprehensive mental health treatment program, including evaluation 
and diagnosis, detailed treatment planning, and extensive service.Evaluating Information to Determine Compliance with 
Standards:    Evaluates various clinical documentations and services to ensure compliance with professional, state and 
federal standards.Making Decisions and Solving Problems:    Develops treatment strategies to effectively address 
challenging and unique treatment needs. Assisting and Caring for Others:    Provides crisis intervention services for 
individuals.    Provides individual, group, and other therapy to improve behavioral health and/or mental health.Guiding, 
Directing, and Motivating Subordinates:    Supervises the clinical work of professional, sub-professional, and 
nonprofessional personnel.Getting Information:    Administers tests to individuals to collect information needed to make 
an appropriate evaluation and diagnosis.    Observes individuals to obtain information relevant to their physical, 
emotional, cognitive, and social functioning.    Interviews various individuals to collect information necessary to perform 
specific types of evaluations.Judging the Qualities of Things, Services, or People:    Evaluates the quality of work of 
service providers to determine whether corrective action is needed.Monitoring and Controlling Resources:    Controls 
the use of resources relevant to psychological services by determining whether or not services are 
warranted.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to provide information 
relevant to an individual's case.    Explains biopsychosocial constructs to help others understand mental health and more 
effectively provide care.Provide Consultation and Advice to Others:    Serves as a psychological resource person in 
evaluating and identifying problems, in developing detailed and coordinated treatment plans, and in conducting a wide 
variety of individual and group therapeutic and habilitative activities.Documenting/Recording Information:    Writes 
detailed clinical notes and reports to document services provided. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and with upper 
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management to ensure smooth and effective team operations.Analyzing Data or Information:    Analyzes and interprets 
behavioral and mental health data to monitor progress and plan treatment.    Analyzes quality improvement, 
benchmarking or other data relevant to the performance and improvement of the agency to identify trends and/or 
determine improvement needs.Communicating with Supervisors, Peers, or Subordinates:    Conducts and participates in 
diagnostic and evaluative staff meetings to discuss diagnoses, etiology, treatment, and disposition.Processing 
Information:    Enters appropriate diagnostic codes into clinical documents.Communicating with Persons Outside 
Organization:    Performs personal contact work with a variety of other individuals, groups, agencies, and other entities 
in explaining, interpreting and furthering programs.Resolving Conflicts and Negotiating with Others:    Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and to maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Coaching and Developing Others:    Instructs professional, sub-professional, and 
nonprofessional personnel in the theories, practices, and techniques employed in psychological services 
programs.Organizing, Planning, and Prioritizing Work:    Independently plans and prioritizes work in order to meet 
deadlines.Coordinating the Work and Activities of Others:    Coordinates and leads clinical meetings.    Coordinates 
workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Updating and Using Relevant Knowledge:    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Attends various continuing 
education seminars relevant to work in order to maintain licensure.Performing Administrative Activities:    Completes 
relevant forms as required to accomplish professional responsibilities.Staffing Organizational Units:    Conducts 
interviews for job candidates to assist in the selection and hiring process.Training and Teaching Others:    Conducts 
training classes relevant to mental health issues to educate others. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Managing Diversity    Understanding Others    Decision Quality    
Intellectual Horsepower    Conflict Management    Composure    Strategic Agility    Self-KnowledgeKnowledge:    
Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency rules relevant to 
psychological practices    Expert knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for diagnosis, 
treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of arithmetic, algebra, statistics, and 
their applicationsSkills:    Critical thinking skills    Active listening skills    Advanced reading comprehension skills    
Advanced speaking skills    Time management skills    Advanced written communication skills    Complex problem solving 
skills    Negotiation skills    Expert judgment and decision making skills    Skills in adjusting actions in relation to others’ 
actions    Skills in teaching others how to do something    Skills in persuading others to change their minds or behavior    
Skills in understanding the implications of new information for both current and future problem-solving and decision-
making    Skills in using scientific rules and methods to solve problems    Service orientation skills    Social perceptiveness 
skills    Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements 
or take corrective action    Advanced skills in identifying measures or indicators of the performance of a system and 
actions needed to improve or correct performance relative to the goals of the system    Skills in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Advanced skills in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Skills in using mathematics to solve problems    Intermediate skills in the 
management of material resourcesAbilities    Ability to read and understand information and ideas presented in writing    
Ability to communicate information and ideas in writing so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to communicate information and ideas 
in speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to 
concentrate on a task over a period of time without being distracted    Ability to quickly make sense of, combine, and 
organize information into meaningful patterns    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to shift back and forth between two or more activities or sources of information    Ability to 
generate or use different sets of rules for combining or grouping things in different ways    Ability to come up with a 
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number of ideas about a topic    Ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Ability to choose the right mathematical methods or formulas to solve a 
problem 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078887 - PSYCHOLOGIST 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4406 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology from an accredited university. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for performing professional psychological work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class may function in a variety of 
assignments as a fully qualified Psychologist. An incumbent may be assigned to act primarily as a therapist and 
treatment team member, or as a treatment coordinator or leader, or as an evaluative specialist in supervising 
psychological examiners, or in a specialty staff assignment such as counseling, evaluating, consulting, and/or 
researching. Incumbents often supervise or lead professional, sub-professional, and other staff. This class differs from 
that of Psychology Director in that an incumbent of the latter is responsible for directing a psychological services 
program of broad extent. 
 
Work Activities: 
Developing Objectives and Strategies:    Plans a comprehensive mental health treatment program, including evaluation 
and diagnosis, detailed treatment planning, and extensive service.Evaluating Information to Determine Compliance with 
Standards:    Evaluates various clinical documentations and services to ensure compliance with professional, state and 
federal standards.Making Decisions and Solving Problems:    Develops treatment strategies to effectively address 
challenging and unique treatment needs. Assisting and Caring for Others:    Provides crisis intervention services for 
individuals.    Provides individual, group, and other therapy to improve behavioral health and/or mental health.Guiding, 
Directing, and Motivating Subordinates:    Supervises the clinical work of professional, sub-professional, and 
nonprofessional personnel.Getting Information:    Administers tests to individuals to collect information needed to make 
an appropriate evaluation and diagnosis.    Observes individuals to obtain information relevant to their physical, 
emotional, cognitive, and social functioning.    Interviews various individuals to collect information necessary to perform 
specific types of evaluations.Judging the Qualities of Things, Services, or People:    Evaluates the quality of work of 
service providers to determine whether corrective action is needed.Monitoring and Controlling Resources:    Controls 
the use of resources relevant to psychological services by determining whether or not services are 
warranted.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to provide information 
relevant to an individual's case.    Explains biopsychosocial constructs to help others understand mental health and more 
effectively provide care.Provide Consultation and Advice to Others:    Serves as a psychological resource person in 
evaluating and identifying problems, in developing detailed and coordinated treatment plans, and in conducting a wide 
variety of individual and group therapeutic and habilitative activities.Documenting/Recording Information:    Writes 
detailed clinical notes and reports to document services provided. Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationships with peers, with assigned subordinates, and with upper 
management to ensure smooth and effective team operations.Analyzing Data or Information:    Analyzes and interprets 
behavioral and mental health data to monitor progress and plan treatment.    Analyzes quality improvement, 
benchmarking or other data relevant to the performance and improvement of the agency to identify trends and/or 
determine improvement needs.Communicating with Supervisors, Peers, or Subordinates:    Conducts and participates in 
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diagnostic and evaluative staff meetings to discuss diagnoses, etiology, treatment, and disposition.Processing 
Information:    Enters appropriate diagnostic codes into clinical documents.Communicating with Persons Outside 
Organization:    Performs personal contact work with a variety of other individuals, groups, agencies, and other entities 
in explaining, interpreting and furthering programs.Resolving Conflicts and Negotiating with Others:    Resolves simple 
conflicts without supervisory input to ensure timely and efficient performance and to maintain positive working 
relationships.    Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Coaching and Developing Others:    Instructs professional, sub-professional, and 
nonprofessional personnel in the theories, practices, and techniques employed in psychological services 
programs.Organizing, Planning, and Prioritizing Work:    Independently plans and prioritizes work in order to meet 
deadlines.Coordinating the Work and Activities of Others:    Coordinates and leads clinical meetings.    Coordinates 
workloads with internal and external business partners as required to facilitate timely and accurate task 
completion.Updating and Using Relevant Knowledge:    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Attends various continuing 
education seminars relevant to work in order to maintain licensure.Performing Administrative Activities:    Completes 
relevant forms as required to accomplish professional responsibilities.Staffing Organizational Units:    Conducts 
interviews for job candidates to assist in the selection and hiring process.Training and Teaching Others:    Conducts 
training classes relevant to mental health issues to educate others. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Managing Diversity    Understanding Others    Decision Quality    
Intellectual Horsepower    Conflict Management    Composure    Strategic Agility    Self-KnowledgeKnowledge:    
Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency rules relevant to 
psychological practices    Expert knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment 
of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for diagnosis, 
treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, designing 
forms, and other office procedures and terminology    Intermediate knowledge of arithmetic, algebra, statistics, and 
their applicationsSkills:    Critical thinking skills    Active listening skills    Advanced reading comprehension skills    
Advanced speaking skills    Time management skills    Advanced written communication skills    Complex problem solving 
skills    Negotiation skills    Expert judgment and decision making skills    Skills in adjusting actions in relation to others’ 
actions    Skills in teaching others how to do something    Skills in persuading others to change their minds or behavior    
Skills in understanding the implications of new information for both current and future problem-solving and decision-
making    Skills in using scientific rules and methods to solve problems    Service orientation skills    Social perceptiveness 
skills    Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements 
or take corrective action    Advanced skills in identifying measures or indicators of the performance of a system and 
actions needed to improve or correct performance relative to the goals of the system    Skills in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Advanced skills in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Skills in using mathematics to solve problems    Intermediate skills in the 
management of material resourcesAbilities    Ability to read and understand information and ideas presented in writing    
Ability to communicate information and ideas in writing so others will understand    Ability to listen to and understand 
information and ideas presented through spoken words and sentences    Ability to communicate information and ideas 
in speaking so others will understand    Ability to tell when something is wrong or is likely to go wrong    Ability to 
concentrate on a task over a period of time without being distracted    Ability to quickly make sense of, combine, and 
organize information into meaningful patterns    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to shift back and forth between two or more activities or sources of information    Ability to 
generate or use different sets of rules for combining or grouping things in different ways    Ability to come up with a 
number of ideas about a topic    Ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Ability to choose the right mathematical methods or formulas to solve a 
problem 
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Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
078885 - PSYCHOLOGIST-DDS 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4395 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078888 - PSYCHOLOGY DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4407 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology or other acceptable area from an accredited 
university and experience equivalent to three years of work as a professional psychologist. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional psychological work of unusual difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class acts as director of psychological services at a major mental health institute, intellectual and developmental 
disabilities facility, or correctional facility. As director, an incumbent in this class also participates as an integral member 
of the management staff in development of a coordinated effort of treatment at the institute or facility to which 
assigned. This class differs from that of Psychologist in that an incumbent of the latter performs work of lesser scope and 
responsibility and normally reports to an employee in this class. An employee in this class receives supervision from a 
person at the level of assistant superintendent or associate warden. 
 
Work Activities: 
Getting Information:    Interviews various individuals to collect information necessary to perform specific types of 
evaluations.    Administers tests to individuals to collect information needed to make an appropriate evaluation and 
diagnosis.    Observes individuals to obtain information relevant to their physical, emotional, cognitive, and social 
functioning.    Gathers information by talking with staff and reviewing workflow and case distribution information to 
ensure work is assigned to staff in an equitable manner.    Gathers information about clinical instruments (e.g. testing 
materials) and clinical services to identify vendors and determine which clinical instruments or services should be 
obtained to meet program needs. Monitor Processes, Materials, or Surroundings:    Monitors incident data to identify 
any trends that may warrant investigation or further involvement of the Psychology Director.Identifying Objects, 
Actions, and Events:    Identifies work priorities to ensure cases are being handled by staff in the appropriate priority 
order.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates staffing and overtime 
needs based on clinical service needs as necessary to obtain management approval of financial needs. Judging the 
Qualities of Things, Services, or People:    Evaluates the quality of work of service providers to determine whether 
corrective action is needed.    Evaluates the performance of assigned staff.Processing Information:    Enters appropriate 
diagnostic codes into clinical documents.Evaluating Information to Determine Compliance with Standards:    Reviews 
service recipients' information to verify service eligibility and to determine whether statutory requirements are met for 
continued services.    Reviews documentation of cases, incidents, or other reports to determine compliance with laws, 
regulations, and/or human rights standards.Analyzing Data or Information:    Analyzes and interprets behavioral and 
mental health data to monitor progress and plan treatment.    Analyzes quality improvement, benchmarking or other 
data relevant to the performance and improvement of the agency to identify trends and/or determine improvement 
needs.Making Decisions and Solving Problems:    Studies or directs the study of psychological services functions, 
activities, and programs.    Makes recommendations for change intended to effect improvement.    Makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, retention, 
transfer, and pay increases for exceptional performance.Thinking Creatively:    Develops new or modifies existing 
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programs to improve functioning and efficiency of services.    Writes or revises policies and procedures as necessary to 
maintain current practice standards.Updating and Using Relevant Knowledge:    Attends various continuing education 
relevant to the job in order to maintain licensure.    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Participates in state training 
to enhance knowledge of best practices in business, organizational, and human resource management.    Attends agency 
meetings to keep up to date on agency's vision, mission, goals, and implementation strategies.Developing Objectives 
and Strategies:    Plans a comprehensive mental health treatment program, including evaluation and diagnosis, detailed 
treatment planning, and extensive clinical services.    Participates in the development of agency objectives and strategies 
including making determination of the appropriate resource level needs.Scheduling Work and Activities:    Schedules 
staff training, meetings, and other activities as necessary to achieve work objectives.    Oversees the scheduling of leave 
for staff to ensure adequate coverage for provision of services.Organizing, Planning, and Prioritizing Work:    Plans and 
prioritizes work in order to meet deadlines.Interacting With Computers:    Uses computer programming such as email, 
word processing, spreadsheet, and agency-specific software to retrieve, process, and/or disseminate 
information.Documenting/Recording Information:    Writes detailed clinical notes and reports to document services 
provided.    Documents performance of psychology staff as necessary to address any performance issues and complete 
formal performance evaluations.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to 
provide information relevant to an individual's case.    Explains biopsychosocial constructs to help others understand 
mental health and more effectively provide care.    Interprets rules, regulations, policies, and procedures to staff to 
ensure their understanding and compliance.Communicating with Supervisors, Peers, or Subordinates:    Participates as a 
member of various management committees and other groups in discussion of policies and procedures for the 
organization.    Conducts and participates in diagnostic and evaluative staff meetings to discuss diagnosis, etiology 
treatment, and disposition.    Talks with subordinate staff to discuss job performance and other work related 
issues.Communicating with Persons Outside Organization:    Acts as liaison and performs personal contact work with a 
variety of other individuals, groups, agencies, and other entities in explaining, interpreting, and furthering 
programs.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations. 
Assisting and Caring for Others:    Personally handles the most difficult cases of treatment application.       Provides crisis 
intervention services for individuals.    May provide individual, group, and other therapy to improve behavioral health 
and/or mental health.Selling or Influencing Others:    Talks to staff to explain operational changes and encourage their 
acceptance and compliance.    Talks to upper management to advocate for resources or operational changes.Resolving 
Conflicts and Negotiating with Others:    Handles difficult interpersonal relations and takes corrective action as 
necessary.    Maintains a respectful and productive work environment to minimize disputes and facilitate performance 
and collaboration.Coordinating the Work and Activities of Others:    Directs the preparation and maintenance of detailed 
and complex records and reports.    Coordinates and leads clinical and staff meetings.    Coordinates work with internal 
and external business partners as required to facilitate timely and accurate task completion.Developing and Building 
Teams:    Identifies developmental opportunities appropriate for assigned subordinates to improve and enhance staff 
performance.Training and Teaching Others:    May conduct training classes relevant to mental health issues to educate 
others.Guiding, Directing, and Motivating Subordinates:    Directs the work of assigned professional and other staff such 
as psychologists, consulting psychologists, psychologist interns, psychological examiners, counseling associates, and 
clerical staff.    Establishes performance standards, develops job plan, and monitors staff performance.Coaching and 
Developing Others:    Instructs professional, sub-professional, and nonprofessional personnel in the theories, practices, 
and techniques employed in psychological services programs.Provide Consultation and Advice to Others:    Consults with 
staff on matters of practice and technique offering guidance on resolution of problems in application.    Serves as a 
psychological resource person in evaluating and identifying problems, in developing detailed and coordinated treatment 
plans, and in conducting a wide variety of individual and group therapeutic and habilitative activities.    Interfaces with 
information technology staff to provide input on the development of software programming relevant to the agency's 
functions.Performing Administrative Activities:    Prepares standard records and reports meeting high professional 
standards.    Completes relevant forms as required to accomplish professional responsibilities.Staffing Organizational 
Units:    Conducts interviews of job candidates to hire psychological staff or assist in hiring other clinical staff. Monitoring 
and Controlling Resources:    Controls the use of resources relevant to psychological services by determining whether or 
not services are warranted.    Reviews and approves staff requests for purchase of supplies. 
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Competencies (KSA’s): 
Competencies:    Ethics and Values    Political Savvy    Intellectual Horsepower    Strategic Agility    Process Management    
Conflict Management    Composure    Motivating Others    Decision Quality    Problem Solving    Managing 
DiversityKnowledge:    Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency 
rules relevant to psychological practices    Expert knowledge of human behavior and performance; individual differences 
in ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for 
diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic 
knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources    Intermediate 
knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems    Basic knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, designing forms, and other office 
procedures and terminology.    Intermediate knowledge of arithmetic, algebra, statistics, and their applicationsSkills:    
Critical thinking skills    Advanced written communication skills    Advanced speaking skills    Complex problem solving 
skills    Expert judgment and decision making skills    Advanced skills in determining how a system should work and how 
changes in conditions, operations, and the environment will affect outcomes    Advanced skills in identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Intermediate skill in motivating, developing, and directing people as they work, identifying the best people 
for the job    Active listening skills    Advanced reading comprehension skills    Negotiation skills    Skills in persuading 
others to change their minds or behavior    Intermediate skills in the management of financial resources    Skills in 
understanding the implications of new information for both current and future problem-solving and decision-making    
Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Skills in adjusting actions in relation to others' actions    Social perceptiveness skills    Intermediate 
skills in the management of material resources    Time management skills    Skills in using mathematics to solve 
problemsAbilities:    Ability to combine pieces of information to form general rules or conclusions    Ability to teach 
others how to do something    Ability to select and use training/instructional methods and procedures appropriate for 
the situation when learning or teaching new things    Ability to use scientific rules and methods to solve problems    
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Ability to 
communicate information and ideas in writing so others will understand    Ability to communicate information and ideas 
in speaking so others will understand    Ability to read and understand information and ideas presented in writing    
Ability to listen to and understand information and ideas presented through spoken words and sentences    Ability to tell 
when something is wrong or is likely to go wrong    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative 
ways to solve a problem    Ability to concentrate on a task over a period of time without being distracted    Ability to 
quickly make sense of, combine, and organize information into meaningful patterns    Ability to come up with a number 
of ideas about a topic    Ability to shift back and forth between two or more activities or sources of information    Ability 
to generate or use different sets of rules for combining or grouping things in different ways    Ability to imagine how 
something will look after it is moved around or when its parts are moved or rearranged    Ability to quickly and 
accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns    Ability to 
choose the right mathematical methods or formulas to solve a problem 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078888 - PSYCHOLOGY DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4408 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology or other acceptable area from an accredited 
university and experience equivalent to three years of work as a professional psychologist. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional psychological work of unusual difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class acts as director of psychological services at a major mental health institute, intellectual and developmental 
disabilities facility, or correctional facility. As director, an incumbent in this class also participates as an integral member 
of the management staff in development of a coordinated effort of treatment at the institute or facility to which 
assigned. This class differs from that of Psychologist in that an incumbent of the latter performs work of lesser scope and 
responsibility and normally reports to an employee in this class. An employee in this class receives supervision from a 
person at the level of assistant superintendent or associate warden. 
 
Work Activities: 
Getting Information:    Interviews various individuals to collect information necessary to perform specific types of 
evaluations.    Administers tests to individuals to collect information needed to make an appropriate evaluation and 
diagnosis.    Observes individuals to obtain information relevant to their physical, emotional, cognitive, and social 
functioning.    Gathers information by talking with staff and reviewing workflow and case distribution information to 
ensure work is assigned to staff in an equitable manner.    Gathers information about clinical instruments (e.g. testing 
materials) and clinical services to identify vendors and determine which clinical instruments or services should be 
obtained to meet program needs. Monitor Processes, Materials, or Surroundings:    Monitors incident data to identify 
any trends that may warrant investigation or further involvement of the Psychology Director.Identifying Objects, 
Actions, and Events:    Identifies work priorities to ensure cases are being handled by staff in the appropriate priority 
order.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates staffing and overtime 
needs based on clinical service needs as necessary to obtain management approval of financial needs. Judging the 
Qualities of Things, Services, or People:    Evaluates the quality of work of service providers to determine whether 
corrective action is needed.    Evaluates the performance of assigned staff.Processing Information:    Enters appropriate 
diagnostic codes into clinical documents.Evaluating Information to Determine Compliance with Standards:    Reviews 
service recipients' information to verify service eligibility and to determine whether statutory requirements are met for 
continued services.    Reviews documentation of cases, incidents, or other reports to determine compliance with laws, 
regulations, and/or human rights standards.Analyzing Data or Information:    Analyzes and interprets behavioral and 
mental health data to monitor progress and plan treatment.    Analyzes quality improvement, benchmarking or other 
data relevant to the performance and improvement of the agency to identify trends and/or determine improvement 
needs.Making Decisions and Solving Problems:    Studies or directs the study of psychological services functions, 
activities, and programs.    Makes recommendations for change intended to effect improvement.    Makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, retention, 
transfer, and pay increases for exceptional performance.Thinking Creatively:    Develops new or modifies existing 
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programs to improve functioning and efficiency of services.    Writes or revises policies and procedures as necessary to 
maintain current practice standards.Updating and Using Relevant Knowledge:    Attends various continuing education 
relevant to the job in order to maintain licensure.    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Participates in state training 
to enhance knowledge of best practices in business, organizational, and human resource management.    Attends agency 
meetings to keep up to date on agency's vision, mission, goals, and implementation strategies.Developing Objectives 
and Strategies:    Plans a comprehensive mental health treatment program, including evaluation and diagnosis, detailed 
treatment planning, and extensive clinical services.    Participates in the development of agency objectives and strategies 
including making determination of the appropriate resource level needs.Scheduling Work and Activities:    Schedules 
staff training, meetings, and other activities as necessary to achieve work objectives.    Oversees the scheduling of leave 
for staff to ensure adequate coverage for provision of services.Organizing, Planning, and Prioritizing Work:    Plans and 
prioritizes work in order to meet deadlines.Interacting With Computers:    Uses computer programming such as email, 
word processing, spreadsheet, and agency-specific software to retrieve, process, and/or disseminate 
information.Documenting/Recording Information:    Writes detailed clinical notes and reports to document services 
provided.    Documents performance of psychology staff as necessary to address any performance issues and complete 
formal performance evaluations.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to 
provide information relevant to an individual's case.    Explains biopsychosocial constructs to help others understand 
mental health and more effectively provide care.    Interprets rules, regulations, policies, and procedures to staff to 
ensure their understanding and compliance.Communicating with Supervisors, Peers, or Subordinates:    Participates as a 
member of various management committees and other groups in discussion of policies and procedures for the 
organization.    Conducts and participates in diagnostic and evaluative staff meetings to discuss diagnosis, etiology 
treatment, and disposition.    Talks with subordinate staff to discuss job performance and other work related 
issues.Communicating with Persons Outside Organization:    Acts as liaison and performs personal contact work with a 
variety of other individuals, groups, agencies, and other entities in explaining, interpreting, and furthering 
programs.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations. 
Assisting and Caring for Others:    Personally handles the most difficult cases of treatment application.       Provides crisis 
intervention services for individuals.    May provide individual, group, and other therapy to improve behavioral health 
and/or mental health.Selling or Influencing Others:    Talks to staff to explain operational changes and encourage their 
acceptance and compliance.    Talks to upper management to advocate for resources or operational changes.Resolving 
Conflicts and Negotiating with Others:    Handles difficult interpersonal relations and takes corrective action as 
necessary.    Maintains a respectful and productive work environment to minimize disputes and facilitate performance 
and collaboration.Coordinating the Work and Activities of Others:    Directs the preparation and maintenance of detailed 
and complex records and reports.    Coordinates and leads clinical and staff meetings.    Coordinates work with internal 
and external business partners as required to facilitate timely and accurate task completion.Developing and Building 
Teams:    Identifies developmental opportunities appropriate for assigned subordinates to improve and enhance staff 
performance.Training and Teaching Others:    May conduct training classes relevant to mental health issues to educate 
others.Guiding, Directing, and Motivating Subordinates:    Directs the work of assigned professional and other staff such 
as psychologists, consulting psychologists, psychologist interns, psychological examiners, counseling associates, and 
clerical staff.    Establishes performance standards, develops job plan, and monitors staff performance.Coaching and 
Developing Others:    Instructs professional, sub-professional, and nonprofessional personnel in the theories, practices, 
and techniques employed in psychological services programs.Provide Consultation and Advice to Others:    Consults with 
staff on matters of practice and technique offering guidance on resolution of problems in application.    Serves as a 
psychological resource person in evaluating and identifying problems, in developing detailed and coordinated treatment 
plans, and in conducting a wide variety of individual and group therapeutic and habilitative activities.    Interfaces with 
information technology staff to provide input on the development of software programming relevant to the agency's 
functions.Performing Administrative Activities:    Prepares standard records and reports meeting high professional 
standards.    Completes relevant forms as required to accomplish professional responsibilities.Staffing Organizational 
Units:    Conducts interviews of job candidates to hire psychological staff or assist in hiring other clinical staff. Monitoring 
and Controlling Resources:    Controls the use of resources relevant to psychological services by determining whether or 
not services are warranted.    Reviews and approves staff requests for purchase of supplies. 
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Competencies (KSA’s): 
Competencies:    Ethics and Values    Political Savvy    Intellectual Horsepower    Strategic Agility    Process Management    
Conflict Management    Composure    Motivating Others    Decision Quality    Problem Solving    Managing 
DiversityKnowledge:    Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency 
rules relevant to psychological practices    Expert knowledge of human behavior and performance; individual differences 
in ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for 
diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic 
knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources    Intermediate 
knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems    Basic knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, designing forms, and other office 
procedures and terminology.    Intermediate knowledge of arithmetic, algebra, statistics, and their applicationsSkills:    
Critical thinking skills    Advanced written communication skills    Advanced speaking skills    Complex problem solving 
skills    Expert judgment and decision making skills    Advanced skills in determining how a system should work and how 
changes in conditions, operations, and the environment will affect outcomes    Advanced skills in identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Intermediate skill in motivating, developing, and directing people as they work, identifying the best people 
for the job    Active listening skills    Advanced reading comprehension skills    Negotiation skills    Skills in persuading 
others to change their minds or behavior    Intermediate skills in the management of financial resources    Skills in 
understanding the implications of new information for both current and future problem-solving and decision-making    
Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Skills in adjusting actions in relation to others' actions    Social perceptiveness skills    Intermediate 
skills in the management of material resources    Time management skills    Skills in using mathematics to solve 
problemsAbilities:    Ability to combine pieces of information to form general rules or conclusions    Ability to teach 
others how to do something    Ability to select and use training/instructional methods and procedures appropriate for 
the situation when learning or teaching new things    Ability to use scientific rules and methods to solve problems    
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Ability to 
communicate information and ideas in writing so others will understand    Ability to communicate information and ideas 
in speaking so others will understand    Ability to read and understand information and ideas presented in writing    
Ability to listen to and understand information and ideas presented through spoken words and sentences    Ability to tell 
when something is wrong or is likely to go wrong    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative 
ways to solve a problem    Ability to concentrate on a task over a period of time without being distracted    Ability to 
quickly make sense of, combine, and organize information into meaningful patterns    Ability to come up with a number 
of ideas about a topic    Ability to shift back and forth between two or more activities or sources of information    Ability 
to generate or use different sets of rules for combining or grouping things in different ways    Ability to imagine how 
something will look after it is moved around or when its parts are moved or rearranged    Ability to quickly and 
accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns    Ability to 
choose the right mathematical methods or formulas to solve a problem 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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078888 - PSYCHOLOGY DIRECTOR 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4409 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in psychology or other acceptable area from an accredited 
university and experience equivalent to three years of work as a professional psychologist. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure or a temporary permit as a psychologist with the State of Tennessee is 
required at the time of employment and must be maintained for the duration of the one year probationary period; 
licensure as a psychologist with the State of Tennessee is required by the end of the probationary period.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional psychological work of unusual difficulty and managerial and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: An employee in 
this class acts as director of psychological services at a major mental health institute, intellectual and developmental 
disabilities facility, or correctional facility. As director, an incumbent in this class also participates as an integral member 
of the management staff in development of a coordinated effort of treatment at the institute or facility to which 
assigned. This class differs from that of Psychologist in that an incumbent of the latter performs work of lesser scope and 
responsibility and normally reports to an employee in this class. An employee in this class receives supervision from a 
person at the level of assistant superintendent or associate warden. 
 
Work Activities: 
Getting Information:    Interviews various individuals to collect information necessary to perform specific types of 
evaluations.    Administers tests to individuals to collect information needed to make an appropriate evaluation and 
diagnosis.    Observes individuals to obtain information relevant to their physical, emotional, cognitive, and social 
functioning.    Gathers information by talking with staff and reviewing workflow and case distribution information to 
ensure work is assigned to staff in an equitable manner.    Gathers information about clinical instruments (e.g. testing 
materials) and clinical services to identify vendors and determine which clinical instruments or services should be 
obtained to meet program needs. Monitor Processes, Materials, or Surroundings:    Monitors incident data to identify 
any trends that may warrant investigation or further involvement of the Psychology Director.Identifying Objects, 
Actions, and Events:    Identifies work priorities to ensure cases are being handled by staff in the appropriate priority 
order.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates staffing and overtime 
needs based on clinical service needs as necessary to obtain management approval of financial needs. Judging the 
Qualities of Things, Services, or People:    Evaluates the quality of work of service providers to determine whether 
corrective action is needed.    Evaluates the performance of assigned staff.Processing Information:    Enters appropriate 
diagnostic codes into clinical documents.Evaluating Information to Determine Compliance with Standards:    Reviews 
service recipients' information to verify service eligibility and to determine whether statutory requirements are met for 
continued services.    Reviews documentation of cases, incidents, or other reports to determine compliance with laws, 
regulations, and/or human rights standards.Analyzing Data or Information:    Analyzes and interprets behavioral and 
mental health data to monitor progress and plan treatment.    Analyzes quality improvement, benchmarking or other 
data relevant to the performance and improvement of the agency to identify trends and/or determine improvement 
needs.Making Decisions and Solving Problems:    Studies or directs the study of psychological services functions, 
activities, and programs.    Makes recommendations for change intended to effect improvement.    Makes 
recommendations and decisions on human resources actions such as employment, promotion, demotion, retention, 
transfer, and pay increases for exceptional performance.Thinking Creatively:    Develops new or modifies existing 
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programs to improve functioning and efficiency of services.    Writes or revises policies and procedures as necessary to 
maintain current practice standards.Updating and Using Relevant Knowledge:    Attends various continuing education 
relevant to the job in order to maintain licensure.    Applies evidence based practices in the delivery of psychological 
services.    Reads professional literature to keep up to date on community best practices.    Participates in state training 
to enhance knowledge of best practices in business, organizational, and human resource management.    Attends agency 
meetings to keep up to date on agency's vision, mission, goals, and implementation strategies.Developing Objectives 
and Strategies:    Plans a comprehensive mental health treatment program, including evaluation and diagnosis, detailed 
treatment planning, and extensive clinical services.    Participates in the development of agency objectives and strategies 
including making determination of the appropriate resource level needs.Scheduling Work and Activities:    Schedules 
staff training, meetings, and other activities as necessary to achieve work objectives.    Oversees the scheduling of leave 
for staff to ensure adequate coverage for provision of services.Organizing, Planning, and Prioritizing Work:    Plans and 
prioritizes work in order to meet deadlines.Interacting With Computers:    Uses computer programming such as email, 
word processing, spreadsheet, and agency-specific software to retrieve, process, and/or disseminate 
information.Documenting/Recording Information:    Writes detailed clinical notes and reports to document services 
provided.    Documents performance of psychology staff as necessary to address any performance issues and complete 
formal performance evaluations.Interpreting the Meaning of Information for Others:    Testifies as an expert witness to 
provide information relevant to an individual's case.    Explains biopsychosocial constructs to help others understand 
mental health and more effectively provide care.    Interprets rules, regulations, policies, and procedures to staff to 
ensure their understanding and compliance.Communicating with Supervisors, Peers, or Subordinates:    Participates as a 
member of various management committees and other groups in discussion of policies and procedures for the 
organization.    Conducts and participates in diagnostic and evaluative staff meetings to discuss diagnosis, etiology 
treatment, and disposition.    Talks with subordinate staff to discuss job performance and other work related 
issues.Communicating with Persons Outside Organization:    Acts as liaison and performs personal contact work with a 
variety of other individuals, groups, agencies, and other entities in explaining, interpreting, and furthering 
programs.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations. 
Assisting and Caring for Others:    Personally handles the most difficult cases of treatment application.       Provides crisis 
intervention services for individuals.    May provide individual, group, and other therapy to improve behavioral health 
and/or mental health.Selling or Influencing Others:    Talks to staff to explain operational changes and encourage their 
acceptance and compliance.    Talks to upper management to advocate for resources or operational changes.Resolving 
Conflicts and Negotiating with Others:    Handles difficult interpersonal relations and takes corrective action as 
necessary.    Maintains a respectful and productive work environment to minimize disputes and facilitate performance 
and collaboration.Coordinating the Work and Activities of Others:    Directs the preparation and maintenance of detailed 
and complex records and reports.    Coordinates and leads clinical and staff meetings.    Coordinates work with internal 
and external business partners as required to facilitate timely and accurate task completion.Developing and Building 
Teams:    Identifies developmental opportunities appropriate for assigned subordinates to improve and enhance staff 
performance.Training and Teaching Others:    May conduct training classes relevant to mental health issues to educate 
others.Guiding, Directing, and Motivating Subordinates:    Directs the work of assigned professional and other staff such 
as psychologists, consulting psychologists, psychologist interns, psychological examiners, counseling associates, and 
clerical staff.    Establishes performance standards, develops job plan, and monitors staff performance.Coaching and 
Developing Others:    Instructs professional, sub-professional, and nonprofessional personnel in the theories, practices, 
and techniques employed in psychological services programs.Provide Consultation and Advice to Others:    Consults with 
staff on matters of practice and technique offering guidance on resolution of problems in application.    Serves as a 
psychological resource person in evaluating and identifying problems, in developing detailed and coordinated treatment 
plans, and in conducting a wide variety of individual and group therapeutic and habilitative activities.    Interfaces with 
information technology staff to provide input on the development of software programming relevant to the agency's 
functions.Performing Administrative Activities:    Prepares standard records and reports meeting high professional 
standards.    Completes relevant forms as required to accomplish professional responsibilities.Staffing Organizational 
Units:    Conducts interviews of job candidates to hire psychological staff or assist in hiring other clinical staff. Monitoring 
and Controlling Resources:    Controls the use of resources relevant to psychological services by determining whether or 
not services are warranted.    Reviews and approves staff requests for purchase of supplies. 
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Competencies (KSA’s): 
Competencies:    Ethics and Values    Political Savvy    Intellectual Horsepower    Strategic Agility    Process Management    
Conflict Management    Composure    Motivating Others    Decision Quality    Problem Solving    Managing 
DiversityKnowledge:    Advanced knowledge of laws, legal codes, court procedures, government regulations, and agency 
rules relevant to psychological practices    Expert knowledge of human behavior and performance; individual differences 
in ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders    Expert knowledge of principles, methods, and procedures for 
diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for counseling and guidance    Basic 
knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources    Intermediate 
knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems    Basic knowledge of administrative and clerical 
procedures and systems such as word processing, managing files and records, designing forms, and other office 
procedures and terminology.    Intermediate knowledge of arithmetic, algebra, statistics, and their applicationsSkills:    
Critical thinking skills    Advanced written communication skills    Advanced speaking skills    Complex problem solving 
skills    Expert judgment and decision making skills    Advanced skills in determining how a system should work and how 
changes in conditions, operations, and the environment will affect outcomes    Advanced skills in identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Intermediate skill in motivating, developing, and directing people as they work, identifying the best people 
for the job    Active listening skills    Advanced reading comprehension skills    Negotiation skills    Skills in persuading 
others to change their minds or behavior    Intermediate skills in the management of financial resources    Skills in 
understanding the implications of new information for both current and future problem-solving and decision-making    
Skills in monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action    Skills in adjusting actions in relation to others' actions    Social perceptiveness skills    Intermediate 
skills in the management of material resources    Time management skills    Skills in using mathematics to solve 
problemsAbilities:    Ability to combine pieces of information to form general rules or conclusions    Ability to teach 
others how to do something    Ability to select and use training/instructional methods and procedures appropriate for 
the situation when learning or teaching new things    Ability to use scientific rules and methods to solve problems    
Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules    Ability to 
communicate information and ideas in writing so others will understand    Ability to communicate information and ideas 
in speaking so others will understand    Ability to read and understand information and ideas presented in writing    
Ability to listen to and understand information and ideas presented through spoken words and sentences    Ability to tell 
when something is wrong or is likely to go wrong    Ability to apply general rules to specific problems to produce answers 
that make sense    Ability to come up with unusual or clever ideas about a given topic or situation, or to develop creative 
ways to solve a problem    Ability to concentrate on a task over a period of time without being distracted    Ability to 
quickly make sense of, combine, and organize information into meaningful patterns    Ability to come up with a number 
of ideas about a topic    Ability to shift back and forth between two or more activities or sources of information    Ability 
to generate or use different sets of rules for combining or grouping things in different ways    Ability to imagine how 
something will look after it is moved around or when its parts are moved or rearranged    Ability to quickly and 
accurately compare similarities and differences among sets of letters, numbers, objects, pictures, or patterns    Ability to 
choose the right mathematical methods or formulas to solve a problem 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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029737 - PUB DEF DEPUTY EXECUTIVE DIR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2928 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029775 - PUB DEF EXECUTIVE DIRECTOR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2948 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029778 - PUB DEF FISCAL DIRECTOR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2950 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029779 - PUB DEF FISCAL SERVICES ASST 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2951 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029792 - PUB DEF INFO SYS DIR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2967 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029789 - PUB DEF INFO SYS SPECIALIST 3 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2966 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029773 - PUB DEF INVESTIGATOR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2931 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029794 - PUB DEF JR SYSTEMS ADMIN 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2968 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029722 - PUB DEF LEGAL ASSISTANT 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2927 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029711 - PUB DEF LEGAL SECRETARY 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2914 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029782 - PUB DEF MITIGATION SPECIALIST 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2964 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029710 - PUB DEF OFFICE MANAGER 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2913 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029720 - PUB DEF PARALEGAL 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2916 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029777 - PUB DEF PERSONNEL DIRECTOR 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2949 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029784 - PUB DEF RES DIR/STAFF ATTORNEY 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2965 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029774 - PUB DEF SECRETARY 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2947 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029714 - PUB DEF SPECIAL ASSISTANT 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2915 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
" Click here to access current compensation information." 
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072376 - PUB HEALTH STATE VETERINARIAN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2029 
 
Minimum Qualifications: 
 There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ““Search and Apply for Jobs”“ page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029771 - PUBLIC DEFENDER 
 
Agency:  Public Defenders Conference (30601) 
Edison Template Job Opening ID:  2929 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072371 - PUBLIC HEALTH ADMINISTRATOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2014 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072371 - PUBLIC HEALTH ADMINISTRATOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2015 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072370 - PUBLIC HEALTH ADMINISTRATOR 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2012 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072370 - PUBLIC HEALTH ADMINISTRATOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2013 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072364 - PUBLIC HEALTH ADMINISTRATOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3024 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072353 - PUBLIC HEALTH COUNTY DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2088 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in health, public 
health, health education, public health administration, business administration, public administration, or education 
administration and two years of any professional public health experience including, but not limited to, nutrition, 
communicable disease, health education and promotion, maternal and child health, or health planning.Substitution of 
Experience for Education: Qualifying full-time professional public health experience may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education). 
Substitution of Graduate Degree for the Required Experience: Graduation from an accredited college or university with a 
master's degree in health, public health, health education, public health administration, business administration, public 
administration, education administration or a related field may be substituted for the required experience. OR  
Graduation from an accredited college or university with a bachelor's degree and three years of any professional public 
health experience.    
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary:  Under direction, is responsible for professional staff administrative and managerial work of considerable 
difficulty in support of line operations; and performs related work as required. Distinguishing Features:  An employee in 
this class directs and coordinates all administrative activities for a public health department within a large county or for 
a district consisting of three or more small county health departments. Work includes developing and maintaining the 
budget, disseminating public health programs information, overseeing expenditures for supplies and maintenance, and 
serving as a liaison among patients, staff, and the general public. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Monitors all Quality Improvement (QI) standards to 
ensure compliance.    Ensures compliance with State and Federal rules and regulations.    Ensures compliance with the 
rules and regulations prescribed by the Commissioner and the County Board of Health essential to the control of 
preventable diseases and maintenance of the general health; ceases and corrects any condition or activity that is 
counter to the prevention of disease and/or the maintenance of general health.    Ensures compliance with the 
Tennessee Code Annotated (TCA) in relation to county health departments.    Assesses facility needs based on 
regulations for providing a hygienic, safe work environment; (e.g. TOSHA, OSHA, Division of Radiological Health).    
Assists the county board of health in the writing of policies and procedure to comply with the TCA; assists the county 
board of health in establishing rules and regulations to protect the general health and safety of the citizens of the 
county. Monitoring and Controlling Resources:    Secures funds based on analysis of needs.    Manages state, county, and 
municipal budgets.    Monitors procurement and usage of resources necessary for clinic, office, facility, and community 
operations.    Analyzes revenue collections.    Appears before county and/or municipal governments as needed. Staffing 
Organizational Units:    Carries out disciplinary action per Department of Human Resources/County rules and 
regulations.    Handles complaints, disputes, grievances and conflicts in an effective and timely manner.    Directs, 
supervises, and evaluates/reviews work activities of subordinates.    Directs or conducts recruiting, interviewing, 
selecting, hiring, and promoting employees according to Department of Human Resources/County policies and 
procedures. Communicating with Persons Outside Organization:    Maintains cooperative relationship with elected 
officials.    Consults with medical, business, and community groups in responding to community needs, enhancing public 
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relations, coordinating activities and plans, and promoting health programs.    Develops and maintains effective working 
relationships with health councils, community agencies, organizations, the media, institutions, citizens, and civic groups.    
Serves as an ex-officio member and participates in the county board of health and community health councils. 
Scheduling Work and Activities:    Ensures all staff are accountable in performing assigned job responsibilities.    
Organizes staff activities based on data to maximize productivity.    Makes staff work assignments in order to achieve 
agency objectives.    Schedules events, programs, and activities to meet departmental initiatives.Analyzing Data or 
Information:    Analyzes patient and provider data for the purpose of assuring quality public health services.    Examines 
a variety of data, including financial, demographic, and productivity, to maximize efficiency. Performing Administrative 
Activities:    Oversees the design, construction/renovation, and furnishing of facilities.    Coordinates overall facility 
functions and maintenance.    Prepares activity reports to inform management of the status and implementation plans 
of programs, services, and quality initiatives. Developing and Building Teams:    Encourages and builds mutual trust, 
respect, and cooperation among team members.    Fosters a respectful workplace environment.    Identifies the 
professional development needs of others and coaches, mentors, or otherwise helps others to improve their knowledge 
or skills. Getting Information:    Requests and collects data from provider surveys, community forums, patient surveys, 
and federal, state, and county governments.    Requests and collects population-based data.    Requests and collects data 
from internal information systems. Interpreting the Meaning of Information for Others:    Interprets data results; 
disseminates analyzed data to staff, community and governmental agencies.    Develops strategies to disseminate 
community health information.    Makes presentations regarding current health department activities and community 
health issues. Making Decisions and Solving Problems:    Utilizes critical thinking to make management decisions to 
minimize potential liabilities.    Implements program services, staff, and clinic management as a result of the data 
analysis.Developing Objectives and Strategies:    Works with the management team to establish goals that are specific, 
measurable, achievable, relevant, and time-bound for each county.    Oversees the annual health department 
assessment process. Communicating with Supervisors, Peers, or Subordinates:    Engages in open communication and 
provides information and updates.    Schedules, plans and conducts staff meetings. Updating and Using Relevant 
Knowledge:    Maintains current knowledge, skills, and abilities related to public health management and leadership. 
 
Competencies (KSA’s): 
Competencies:    Conflict Management    Customer Focus    Dealing with Ambiguity    Decision Quality    Directing Others    
Hiring and Staffing    Informing    Integrity and Trust    Interpersonal Savvy    Motivating Others    Presentation Skills    
Priority Setting    Problem SolvingKnowledge:    Knowledge of administrative and clerical procedures and systems such as 
word processing, managing files and records, stenography and transcription, designing forms, and other office 
procedures and terminology.    Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.    
Knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources.    Knowledge of 
economic and accounting principles and practices, the financial markets, banking and the analysis and reporting of 
financial data.    Knowledge of hardware and software.    Knowledge of human behavior and performance; individual 
differences in ability, personality, and interests; learning and motivation.    Knowledge of laws, legal codes, court 
procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process.    
Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor 
relations and negotiation, and personnel information systems.    Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction.    Knowledge of the information and techniques needed for preventive health-care 
measures. Skills:    Actively looking for ways to help people.    Adjusting actions in relation to others’ actions.    Being 
aware of others’ reactions and understanding why they react as they do.    Bringing others together and trying to 
reconcile differences.    Communicating effectively in writing as appropriate for the needs of the audience.    Considering 
the relative costs and benefits of potential actions to choose the most appropriate one.    Determining how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes.    Determining how 
money will be spent to get the work done, and accounting for these expenditures.    Giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times.    Identifying complex problems and reviewing related information to develop and 
evaluate options and implement solutions.    Identifying measures or indicators of systems performance and the actions 
needed to improve or correct performance, relative to the goals of the system.    Managing one’s own time and the time 
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of others.    Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or 
take corrective action.    Motivating, developing, and directing people as they work, identifying the best people for the 
job.    Obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work.    
Persuading others to change their minds or behavior.    Talking to others to convey information effectively.    Teaching 
others how to do something.    Understanding the implications of new information for both current and future problem-
solving and decision-making.    Understanding written sentences and paragraphs in work related documents.    Using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems.    Using mathematics to solve problems. Abilities:    The ability to apply general rules to specific problems to 
produce answers that make sense.    The ability to choose the right mathematical methods or formulas to solve a 
problem.    The ability to combine pieces of information to form general rules or conclusions (including finding a 
relationship among seemingly unrelated events).    The ability to come up with unusual or clever ideas about a given 
topic or situation, or to develop creative ways to solve a problem.    The ability to communicate information and ideas in 
speaking so others will understand.    The ability to communicate information and ideas in writing so others will 
understand.    The ability to concentrate on a task over a period of time without being distracted.    The ability to identify 
and understand the speech of another person.    The ability to imagine how something will look after it is moved around 
or when its parts are moved or rearranged.    The ability to listen to and understand information and ideas presented 
through spoken words and sentences.    The ability to multitask.    The ability to read and understand information and 
ideas presented in writing.    The ability to speak clearly so others can understand you.    The ability to tell when 
something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Smart Phone    Fax Machine    Printer    Scanner    CalculatorOther Office-Related 
Equipment as Required 
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072359 - PUBLIC HEALTH DATA ITF PLANNER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3037 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072812 - PUBLIC HEALTH EDUCATOR 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2064 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in health 
education, biology, or a related field and experience equivalent to one year full-time professional health education 
work.Substitution of Experience for Education: Qualifying full-time professional experience in health education may be 
substituted for the required education on a year-for-year basis, to a maximum of four years.Substitution of Education 
for Experience: Additional qualifying graduate coursework in health education, biology, or related field may be 
substituted for the required experience, on a year-for year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health education and consulting work of 
average difficulty; and performs related work as required Distinguishing Features: ,This is the working class in the public 
health education sub-series. An employee in this class performs a full range of public health education program 
development, evaluation and consulting work of average difficulty. This class is flexibly staffed with and differs from that 
of Public Health Educator 1 in that an incumbent of the latter performs at entry level. This class differs from the Public 
Health Educator 3 in that the incumbent of the latter may provide supervision of Public Health education work or have 
statewide oversite of a moderate to large public health educational program.  
 
Work Activities: 
Updating and Using Relevant Knowledge: Utilizes knowledge gained through state approved trainings to provide 
guidance and professional advice for community groups. Updates and uses relevant knowledge to implement health 
education interventions and programs for the community. Utilizes training methods and procedures for the purpose of 
learning and teaching new ideas to community health partners.Organizing, Planning, and Prioritizing Work: Identifies the 
underlying principles, reasons, or facts of information by breaking down information or data into separate parts in order 
to achieve specified goals. Develops specific goals and plans to prioritize, organize, and accomplish work. Works directly 
with the public to facilitate programs, provide community education and disseminate health related materials.Making 
Decisions and Solving Problems: Analyzes information and evaluate results to establish long-range objectives and specify 
strategies and actions to achieve them. Clarifies the meaning of public health and/or information to educate the 
community. Compiles information and reviews results to choose the best solution and solve problems pertaining to 
public health.Training and Teaching Others: Identifies the educational needs of others, develops formal educational or 
training programs or classes, and teaches and instructs others. Assists with the design and delivery of relevant in-service 
training programs for health department employees, teachers, and other professionals. Motivates members of a group 
to work together to accomplish tasks.Thinking Creatively: Communicates information and ideas in oral and written 
expression as appropriate for the need of the audience. Implements health education evidenced-based programs 
through a creative process to educate targeted population. Develops needed resources and communities and establish 
effective relationships for coalition building.Getting Information: Implements Public Health activities based on the needs 
of the targeted population. Assists and plans community meetings based on public health needs. Observes, receives, 
and obtains information from all relevant sources to educate the public.Establishing and Maintaining Interpersonal 
Relationships: Communicates public health needs with people outside the organization including the public, government 
agencies, and other external sources. Develops constructive and cooperative working relationships with the state, 
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regional and local health departments and others in determining training needs.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Determines the characteristics and resources needed for successful 
coalition building. Utilizes relevant knowledge to provide guidance and professional advice to determine the needs of 
the community.Monitoring and Controlling Resources: Partners with community to make recommendations on 
obtaining and utilizing funds for health education activities. Monitors and controls resources and oversees the 
distribution of health education materials.Monitor Processes, Materials, and Surroundings: Assesses the value, 
importance of quality of educational materials for the targeted population. Reviews public health education materials 
for the targeted population.Performing General Physical Activities: Performs activities that may require physical lifting 
and handling of materials in preparation for community presentations. Handles, installs, moves, and positions items and 
materials.Interacting with Computers: Utilizes computers, projectors, and computer systems to set up functions, enter 
data, and process information.Documenting and Recording Information: Prepares, reviews and maintains operation 
records and reports to facilitate health education programs.Performing Administrative Activities: Performs day to day 
administrative tasks such as maintaining information files, documenting activities, and other information to facilitate 
health education programs. 
 
Competencies (KSA’s): 
Competencies: Organizing Time Management Integrity and Trust Priority Setting Informing Drive for Results Written 
Communications Listening Work/Life Balance Presentation SkillsKnowledge: Customer and Personal Service Education 
and Training Computers and Electronics Communications and Media Mathematics Sales and Marketing Psychology Law 
and Government ClericalSkills: Time Management Speaking Reading Comprehension Judgment and Decision Making 
Writing Service Orientation Management of Material Resources Management of Personnel Resources Critical Thinking 
PersuasionAbilities: Time Sharing Written Expression Oral Expression Oral Comprehension Speech Clarity Category 
Flexibility Deductive Reasoning Speech Recognition Fluency of Ideas Inductive Reasoning 
 
Tools and Equipment Used: 
 Computer Fax Copier Scanner Telephone Calculator Projector Flip Charts Smart Phones Smart Boards Social Media 
Television Compact Disc (CD) Player Digital Video Disc (DVD) Player Video Home System (VHS) 
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072813 - PUBLIC HEALTH EDUCATOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2076 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in health 
education, biology, or a related field and experience equivalent to three years of full-time increasingly responsible 
professional health education work.Substitution of Experience for Education: Qualifying full-time professional 
experience in health education may be substituted for the required education on a year-for-year basis, to a maximum of 
four years. Substitution of Education for Experience: Additional qualifying graduate coursework in health education, 
biology, or related field may be substituted for the required experience, on a year-for year basis, to a maximum of two 
years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health education work of considerable 
difficulty and supervisory public health education work of routine difficulty; and performs related work as required. 
Distinguishing Features: This is the highest class in the Public Health Educator sub-series.  An employee in this class 
performs a full range of considerably difficult statewide public health education work and/or performs supervisory work. 
This class differs from that of Public Health Educator 2 in that an incumbent of the latter performs a full range of 
educational program development, evaluation, and consulting work with no supervisory responsibility or statewide 
oversite of a moderate to large public health educational program.  
 
Work Activities: 
Organizing, Planning, and Prioritizing: Supervises professional staff in implementing health programs, objectives, and 
goals. Identifies the underlying principles, reasons, or facts of information by breaking down information or data into 
separate parts in order to achieve specific goals. Develops specific goals and plans to prioritize, organize, and accomplish 
work. Works directly with public to facilitate programs, provide community education and disseminate health related 
materials.Thinking Creatively: Implements health education evidenced-based programs through a creative process to 
educate targeted population. Develops needed resources for communities and establishes effective relationships for 
coalition building. Designs and conducts research studies to determine community health education needs based on 
long range objectives and specified strategies. Communicates information and ideas in oral and written expression as 
appropriate for the needs of the audience.Getting Information: Observes, receives, and obtains information from all 
relevant sources to educate the public. Compiles, categorizes, calculates, and verifies information for distribution to the 
community based on needs. Conducts community meetings based on public health needs. Implements public health 
activities based on needs of the targeted population.Updating and Using Relevant Knowledge: Develops formal training 
programs to instruct and educate stakeholders to expand public health knowledge. Updates and uses relevant 
knowledge to implement health education interventions and programs for the community. Selects and uses training 
methods and procedures for the purpose of learning and teaching new ideas to community health partners. Utilizes 
knowledge gained through state approved trainings to provide guidance and professional advice for community 
groups.Estimating the Quantifiable Characteristics of Products, Events, or Information: Utilizes relevant knowledge to 
provide guidance and professional advice to determine the needs of the community. Determines the characteristics and 
resources needed for successful coalition building. Determines time, costs, resources or materials needed to perform a 
work activity.Making Decisions and Solving Problems: Analyzes information and evaluates results to establish long-range 
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objectives and specify strategies and actions to achieve them. Compiles information and reviews results to choose the 
best solution and solve problems pertaining to public health. Clarifies the meaning of public health data and/or 
information to educate the community.Monitor Processes, Materials, and Surroundings: Identifies information by 
categorizing, estimating, and recognizing differences or similarities to detect changes in circumstances or events. 
Assesses the value, importance or quality of educational materials for the targeted population. Reviews public health 
education materials for the targeted population.Guiding, Directing, and Motivating Subordinates: Provides guidance and 
direction to staff, including setting performance standards and monitoring performance. Identifies the needs of staff by 
coaching, mentoring, or otherwise helping others to improve their knowledge or skills. Motivates members of a group to 
work together to accomplish tasks.Training and Teaching Others: Supervises the design and delivery of relevant in-
service training programs or classes, and teaches and instructs others. Identifies the educational needs of others, 
develops formal educational or training programs or classes, and teaches others.Establishing and Maintaining 
Interpersonal Relationships: Communicates public health needs with people outside the organization, including the 
public, government agencies, and other external sources in determining training needs. Develops constructive and 
cooperative relationships with the state, regional, and local health departments and teach and instruct 
others.Monitoring and Controlling Resources: Monitors and controls resources and oversees the distribution of health 
education materials. Routinely assists with budget preparation; makes recommendations on obtaining and utilizing 
funds for health education activities.Performing General Physical Activities: Performs activities that may require physical 
lifting and handling of materials in preparation for community presentations. Handles, installs, moves, and positions 
items and materials.Documenting and Recording Information: Prepares, reviews and maintains operation records and 
reports to facilitate health education programs.Performing Administrative Activities: Performs day to day administrative 
tasks such as maintaining information files, documenting activities, and other information to facilitate health education 
programs.Interacting with Computers: Utilizes computers, projectors, and computer systems to set up functions, enter 
data, and process information. 
 
Competencies (KSA’s): 
Competencies: Organizing Written Communication Integrity and Trust Presentations Skills Creativity Priority Setting 
Decision Quality Approachability Functional/Technical Competency Boss RelationshipsKnowledge: Communications and 
Media Education and Training Law and Government Sales and Marketing Computers and Electronics Public Safety and 
Security Sociology and Anthropology Mathematics Philosophy and Theology Customer and Personal ServiceSkills: 
Speaking Writing Active Listening Critical Thinking Instructing Complex Problem Solving Judgment and Decision Making 
Learning Strategies Reading Comprehension NegotiationAbilities: Oral Comprehension Selective Attention Oral 
Expression Originality Time Sharing Written Comprehension Written Expression Deductive Reasoning Inductive 
Reasoning Memorization 
 
Tools and Equipment Used: 
 Computer Fax Copier Scanner Telephone Calculator Projector Flip Charts Smart Phones Smart Boards Social Media 
Television Compact Disc (CD) Player Digital Video Disc (DVD) Player Video Home System (VHS) 
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072254 - PUBLIC HEALTH EXAMINER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2131 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077898 - PUBLIC HEALTH LABORATORIES DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4190 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2061 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work. Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Public 
Health Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health 
care facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter 
may directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
"Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or 
patients that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine 
Compliance with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient 
practices are identified, determines the extent of the noncompliance. Accesses factual information according to 
established state and federal protocols in order to reach supported conclusions. Recognizes and defines deviations from 
regulations and standards. Reviews state/regional plans in order to communicate and provide input to internal and 
external customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in 
review and decision processes. Reviews and interprets all medical information received on each patient. Reviews 
information from medical records for sampled individuals to determine quality of care and compliance with state and 
federal rules and regulations. Conducts document reviews, observations, interviews to use the information to identify 
non-compliance with regulatory requirements. Monitors by observation a health care facility's infection control 
practices.   Tours health care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies 
common source outbreaks and reports to supervisory staff in order to develop processes and plans for care of at-risk 
population involved in disaster situations. Organizes and interprets available information and materials in order to 
define existing problems. Organizes, analyzes and interprets applicant's medical records to determine if medical 
eligibility has been met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both 
state and federal in order to communicate that information to facility personnel, patients/residents, family members, 
complainants and peers. Communicates with hospitals, community health centers, private physicians' offices, and other 
external customers in regard to potential communicable diseases. Translates written word into verbal examples and 
validates that perception with appropriate persons for use as evidence.Performing for or Working Directly with the 
Public: Provides training to the public in prevention of spread of communicable disease and preparedness for 
emergency situations as requested and does so in a professional and caring manner.Analyzing Data or Information:  
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Organizes and interprets available information and materials in order to define existing problems. Reviews laboratory 
reports, patient records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies 
relevant information in order to investigate each allegation of a complaint. Identifies relevant information needed to 
survey the program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others:  Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates' information 
into one computerized document using correct format and layout. Writes reports according to PRINCIPLES of 
DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible and 
are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient's disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility's past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work:  Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides ""Point of Dispensing"" or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 
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team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures' specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others:  Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination." 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone PrinterVarious Medical Devices and Equipment  
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072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2062 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work. Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Public 
Health Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health 
care facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter 
may directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
"Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or 
patients that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine 
Compliance with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient 
practices are identified, determines the extent of the noncompliance. Accesses factual information according to 
established state and federal protocols in order to reach supported conclusions. Recognizes and defines deviations from 
regulations and standards. Reviews state/regional plans in order to communicate and provide input to internal and 
external customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in 
review and decision processes. Reviews and interprets all medical information received on each patient. Reviews 
information from medical records for sampled individuals to determine quality of care and compliance with state and 
federal rules and regulations. Conducts document reviews, observations, interviews to use the information to identify 
non-compliance with regulatory requirements. Monitors by observation a health care facility's infection control 
practices.   Tours health care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies 
common source outbreaks and reports to supervisory staff in order to develop processes and plans for care of at-risk 
population involved in disaster situations. Organizes and interprets available information and materials in order to 
define existing problems. Organizes, analyzes and interprets applicant's medical records to determine if medical 
eligibility has been met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both 
state and federal in order to communicate that information to facility personnel, patients/residents, family members, 
complainants and peers. Communicates with hospitals, community health centers, private physicians' offices, and other 
external customers in regard to potential communicable diseases. Translates written word into verbal examples and 
validates that perception with appropriate persons for use as evidence.Performing for or Working Directly with the 
Public: Provides training to the public in prevention of spread of communicable disease and preparedness for 
emergency situations as requested and does so in a professional and caring manner.Analyzing Data or Information:  
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Organizes and interprets available information and materials in order to define existing problems. Reviews laboratory 
reports, patient records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies 
relevant information in order to investigate each allegation of a complaint. Identifies relevant information needed to 
survey the program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others:  Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates' information 
into one computerized document using correct format and layout. Writes reports according to PRINCIPLES of 
DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible and 
are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient's disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility's past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work:  Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides ""Point of Dispensing"" or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 
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team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures' specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others:  Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination." 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone PrinterVarious Medical Devices and Equipment  
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072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  10818 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work. Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Public 
Health Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health 
care facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter 
may directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or patients 
that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine Compliance 
with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient practices are 
identified, determines the extent of the noncompliance. Accesses factual information according to established state and 
federal protocols in order to reach supported conclusions. Recognizes and defines deviations from regulations and 
standards. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in review and 
decision processes. Reviews and interprets all medical information received on each patient. Reviews information from 
medical records for sampled individuals to determine quality of care and compliance with state and federal rules and 
regulations. Conducts document reviews, observations, interviews to use the information to identify non-compliance 
with regulatory requirements. Monitors by observation a health care facility’s infection control practices.   Tours health 
care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies common source outbreaks 
and reports to supervisory staff in order to develop processes and plans for care of at-risk population involved in 
disaster situations. Organizes and interprets available information and materials in order to define existing problems. 
Organizes, analyzes and interprets applicant’s medical records to determine if medical eligibility has been 
met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both state and federal in 
order to communicate that information to facility personnel, patients/residents, family members, complainants and 
peers. Communicates with hospitals, community health centers, private physicians’ offices, and other external 
customers in regard to potential communicable diseases. Translates written word into verbal examples and validates 
that perception with appropriate persons for use as evidence.Performing for or Working Directly with the Public: 
Provides training to the public in prevention of spread of communicable disease and preparedness for emergency 
situations as requested and does so in a professional and caring manner.Analyzing Data or Information:  Organizes and 
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interprets available information and materials in order to define existing problems. Reviews laboratory reports, patient 
records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies relevant 
information in order to investigate each allegation of a complaint. Identifies relevant information needed to survey the 
program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others:  Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates’ 
information into one computerized document using correct format and layout. Writes reports according to PRINCIPLES 
of DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible 
and are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient’s disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility’s past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work:  Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides ““Point of Dispensing”“ or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 
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team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures’ specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others:  Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Various Medical Devices and Equipment 
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072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  7587 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required.Distinguishing Features: This is the entry level class in the Public Health 
Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health care 
facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter may 
directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or patients 
that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine Compliance 
with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient practices are 
identified, determines the extent of the noncompliance. Accesses factual information according to established state and 
federal protocols in order to reach supported conclusions. Recognizes and defines deviations from regulations and 
standards. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in review and 
decision processes. Reviews and interprets all medical information received on each patient. Reviews information from 
medical records for sampled individuals to determine quality of care and compliance with state and federal rules and 
regulations. Conducts document reviews, observations, interviews to use the information to identify non-compliance 
with regulatory requirements. Monitors by observation a health care facility’s infection control practices.   Tours health 
care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies common source outbreaks 
and reports to supervisory staff in order to develop processes and plans for care of at-risk population involved in 
disaster situations. Organizes and interprets available information and materials in order to define existing problems. 
Organizes, analyzes and interprets applicant’s medical records to determine if medical eligibility has been 
met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both state and federal in 
order to communicate that information to facility personnel, patients/residents, family members, complainants and 
peers. Communicates with hospitals, community health centers, private physicians’ offices, and other external 
customers in regard to potential communicable diseases. Translates written word into verbal examples and validates 
that perception with appropriate persons for use as evidence.Performing for or Working Directly with the Public: 
Provides training to the public in prevention of spread of communicable disease and preparedness for emergency 
situations as requested and does so in a professional and caring manner.Analyzing Data or Information: Organizes and 
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interprets available information and materials in order to define existing problems. Reviews laboratory reports, patient 
records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies relevant 
information in order to investigate each allegation of a complaint. Identifies relevant information needed to survey the 
program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others: Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates’ 
information into one computerized document using correct format and layout. Writes reports according to PRINCIPLES 
of DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible 
and are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient’s disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility’s past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work: Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides “Point of Dispensing” or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 
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team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures’ specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others: Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Various Medical Devices and Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  7526 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required.Distinguishing Features: This is the entry level class in the Public Health 
Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health care 
facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter may 
directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or patients 
that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine Compliance 
with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient practices are 
identified, determines the extent of the noncompliance. Accesses factual information according to established state and 
federal protocols in order to reach supported conclusions. Recognizes and defines deviations from regulations and 
standards. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in review and 
decision processes. Reviews and interprets all medical information received on each patient. Reviews information from 
medical records for sampled individuals to determine quality of care and compliance with state and federal rules and 
regulations. Conducts document reviews, observations, interviews to use the information to identify non-compliance 
with regulatory requirements. Monitors by observation a health care facility’s infection control practices.   Tours health 
care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies common source outbreaks 
and reports to supervisory staff in order to develop processes and plans for care of at-risk population involved in 
disaster situations. Organizes and interprets available information and materials in order to define existing problems. 
Organizes, analyzes and interprets applicant’s medical records to determine if medical eligibility has been 
met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both state and federal in 
order to communicate that information to facility personnel, patients/residents, family members, complainants and 
peers. Communicates with hospitals, community health centers, private physicians’ offices, and other external 
customers in regard to potential communicable diseases. Translates written word into verbal examples and validates 
that perception with appropriate persons for use as evidence.Performing for or Working Directly with the Public: 
Provides training to the public in prevention of spread of communicable disease and preparedness for emergency 
situations as requested and does so in a professional and caring manner.Analyzing Data or Information: Organizes and 
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interprets available information and materials in order to define existing problems. Reviews laboratory reports, patient 
records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies relevant 
information in order to investigate each allegation of a complaint. Identifies relevant information needed to survey the 
program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others: Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates’ 
information into one computerized document using correct format and layout. Writes reports according to PRINCIPLES 
of DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible 
and are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient’s disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility’s past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work: Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides “Point of Dispensing” or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 
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team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures’ specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others: Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Various Medical Devices and Equipment 
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072711 - PUBLIC HEALTH NURSING CON 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2063 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to three years of full-time increasingly responsible professional nursing work. Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Licensed as a Registered Nurse in the State of Tennessee. 
A valid motor vehicle license may be required for employment in some positions.Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the Public 
Health Nursing Con sub-series. An employee in this class provides advisory services and nursing consultation to health 
care facilities/providers. This class differs from that of Public Health Nursing Con 2 in that an incumbent of the latter 
may directly supervise a staff of professional and sub-professional personnel including employees of this class or have 
oversight over a moderate to large statewide program. 
 
Work Activities: 
"Processing Information: Compiles findings from surveys, investigations, etc of health care facilities, providers or 
patients that support conclusions or compliance of state and federal protocols. Evaluating Information to Determine 
Compliance with Standards: Determines compliance with state and/or federal rules and regulations, and if deficient 
practices are identified, determines the extent of the noncompliance. Accesses factual information according to 
established state and federal protocols in order to reach supported conclusions. Recognizes and defines deviations from 
regulations and standards. Reviews state/regional plans in order to communicate and provide input to internal and 
external customers.Monitor Processes, Materials, or Surroundings: Applies federal & state rules and regulations in 
review and decision processes. Reviews and interprets all medical information received on each patient. Reviews 
information from medical records for sampled individuals to determine quality of care and compliance with state and 
federal rules and regulations. Conducts document reviews, observations, interviews to use the information to identify 
non-compliance with regulatory requirements. Monitors by observation a health care facility's infection control 
practices.   Tours health care facilities to access for environment.Identifying Objects, Actions, and Events: Identifies 
common source outbreaks and reports to supervisory staff in order to develop processes and plans for care of at-risk 
population involved in disaster situations. Organizes and interprets available information and materials in order to 
define existing problems. Organizes, analyzes and interprets applicant's medical records to determine if medical 
eligibility has been met.Interpreting the Meaning of Information for Others: Interprets laws, rules and regulations both 
state and federal in order to communicate that information to facility personnel, patients/residents, family members, 
complainants and peers. Communicates with hospitals, community health centers, private physicians' offices, and other 
external customers in regard to potential communicable diseases. Translates written word into verbal examples and 
validates that perception with appropriate persons for use as evidence.Performing for or Working Directly with the 
Public: Provides training to the public in prevention of spread of communicable disease and preparedness for 
emergency situations as requested and does so in a professional and caring manner.Analyzing Data or Information:  
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Organizes and interprets available information and materials in order to define existing problems. Reviews laboratory 
reports, patient records and histories, and disease reports in an effort to prevent further spread of diseases. Identifies 
relevant information in order to investigate each allegation of a complaint. Identifies relevant information needed to 
survey the program utilizing specific survey protocol for each program surveyed. Reviews past performance files, current 
documents, observations, interviews, dietary and environmental issues and analyzes the findings to arrive at decisions 
concerning adherence or deviations from regulations. Reviews medical records to determine if medical eligibility for 
Medicaid reimbursed Long Term Care Services and Supports are met. Making Decisions and Solving Problems: Functions 
as a member of a Public Health team in analyzing information in order to achieve best possible outcomes in individual 
illnesses or potential outbreak situations. Compiles and reviews information necessary to reach supported decision. 
Determines the level of services applicants qualify for using Level of Care Acuity Scale.Coordinating the Work and 
Activities of Others:  Serves as Team Leader/Coordinator by assigning tasks in accordance with protocol, which includes 
coordinating activities, analysis and decision making related to findings, and scheduling meetings to assess the progress 
and accomplish tasks for efficiency. Provides guidance and participation during completion of survey documentation. 
Provides support to team members when organizing training, presenting sessions, and evaluating outcomes of activities. 
Developing Objectives and Strategies: Develops processes and plans for care of at-risk population involved in disaster 
situations. Provides input to program director in development of HCF Surveys and/or promoting the health, safety and 
welfare of our residents. Provides input to program director in development of public health emergency 
preparedness.Documenting/Recording Information: Enters data into computer system ensuring all documentation and 
maintenance of records are within the parameters of established nursing standards. Assimilates teammates' information 
into one computerized document using correct format and layout. Writes reports according to PRINCIPLES of 
DOCUMENTATION requirements provided by federal agency. Organizes written communications which are legible and 
are grammatically correct using state and federal documenting protocols.Guiding, Directing, and Motivating 
Subordinates: Provides relay program specific information to other medical personnel in order to achieve optimal 
patient outcome.Getting Information: Conducts and/or participates in activities for obtaining needed information and or 
materials through observations, interviews, research, and records review to determine compliance with state and 
federal rules and regulations. Conducts disease investigation to obtain patient-specific information concerning the 
patient's disease and disease process. Requests and obtains pertinent medical record information to investigate 
complaints against providers, healthcare facilities, or determine patient eligibility or fraud. Reviews a facility's past 
performance file, quality indicator reports, or complaint/incident file prior to the onsite survey. Receives and collects lab 
reports from multiple sources.Organizing, Planning, and Prioritizing Work:  Coordinates all aspects of survey activities 
when serving as team coordinator or when surveying independently. Adheres to specific protocols provided by the state 
and federal agencies to accomplish all phases of assignments. Prioritizes job responsibilities and tasks in order to 
complete the work at hand.Communicating with Persons Outside Organization: Ensures confidential 
information/materials are not compromised. Serves as a resource person for the agency when communicating with 
nursing homes, jails, hospitals, assisted living establishments, home health agencies, and other community 
partners.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services provided to 
recipients of health care facilities by utilizing specific survey protocol.Provide Consultation and Advice to Others: 
Maintains open communication channels with hospitals, schools, and all community agencies. Provides public 
information as needed in emergency preparedness, communicable disease control, and all public health areas. Provides 
management and peers with education related to advanced program training and the current survey 
protocols.Scheduling Work and Activities: Coordinates and plans team surveys of health care facilities. Provides Food 
Net visits to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit 
Testing on appropriate internal customers. Coordinates with co-workers and external customers in order to achieve 
program goals. Organizes daily work in order to meet time sensitive deadlines.Developing and Building Teams: Assists 
peers in training activities by sharing knowledge and skills. Assists other teammates with assignments when their 
workloads become more pressing during group assignments. Notifies team members as soon as possible of schedule 
changes when functioning as team coordinator.Training and Teaching Others: Provides ""Point of Dispensing"" or 
Perinatal Hepatitis B training and/or guidance to all involved persons. Provides Fit Testing to the public in rural health 
departments and regional offices. Schedules and conducts Nurse Strike Team and Public Health Investigation training for 
public health personnel. Thinking Creatively: Analyzes current processes and assists in development of innovative 
processes in order to improve program efficiency.Communicating with Supervisors, Peers, or Subordinates: 
Communicates and documents programmatic issues and/or concerns during survey process with management, survey 



 TN Job Classification Specifications  
September 22, 2020 

team and facility.    Interprets and adheres to appropriate lines of communication.Establishing and Maintaining 
Interpersonal Relationships: Makes frequent contact with community partners in order to establish and maintain open 
lines of communication. Assists in the orientation and training of new employees as requested. Assists others in the 
completion of their assignments.Coaching and Developing Others: Serves as a mentor for other less experienced staff 
for each mastered program. Provides verbal and written guidance of protocols and program knowledge. Shares prior 
surveyor knowledge and skills with surveyors new to the survey process. Identifies needs of new hires in the field and 
provides guidance and resources as appropriate. Provide technical and educational assistance to public health 
employees, community partners, and other agencies who request it.Interacting With Computers: Edits exported data to 
compile final reports. Records observations and interviews utilizing a tablet computer. Imports/exports data prior 
to/following data collection. Enters data/information into various computer programs using required documentation 
format. Uses web based computer program to input time and labor and travel expense claims. Uses state and/or federal 
program applications on a daily basis. Receives and sends e-mail messages to coordinate scheduling, guidance and other 
work-related functions.Inspecting Equipment, Structures, or Material: Inspects facility or office environments to 
determine if environmental safety guidelines are met. Maintains and inspects agency equipment following 
manufactures' specifications in order to assure efficient and accurate operation. Updating and Using Relevant 
Knowledge: Maintains working knowledge of new regulations, regulatory revisions and application of regulations in 
various settings. Assists in the orientation and training of new employees as requested. Participates in called meetings, 
programmatic conference calls, and planned conferences related to particular field. Attends mandatory in-service and 
training programs.Performing General Physical Activities: Carries and inputs data into portable computer while 
conducting survey and documenting findings in computer at time of review, observation or interview Enters all areas of 
facility for inspection purposes and for validation of information. Walks throughout large Health Care Facilities; stands, 
stoops and bends torso in order to observe the facility staff providing patient care/procedures for several hours. Stands 
long periods while holding computer in order to compile findings according to federal protocols. Carries required survey 
materials on site weighing approximately 25 lbs. Performing Administrative Activities: Identifies, develops, and 
maintains programmatic information needed to support communicable disease and emergency Preparedness Programs. 
Maintains appropriate records of agency inventory and property.Assisting and Caring for Others:  Provides 
knowledgeable assistance as needed to internal and external entities in a courteous manner.Operating Vehicles, 
Mechanized Devices, or Equipment: Possesses adequate driving skills to navigate large cities and small towns on both 
interstate and rural roads. Drives state or personally owned automobile in all road conditions at any given time (i.e., day 
or night) for long periods to reach worksite destination." 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Planning Approachability Problem Solving Written Communications 
Organizational Agility Priority Setting Ethics and Values Perseverance ComposureKnowledge: Clerical                 
Administration and Management            Computers and Electronics                      Education and Training                                       
Public Safety and Security   Skills: Critical Thinking              Reading Comprehension              Active Learning               Active 
Listening              Speaking              Learning Strategies                      Skill to use scientific rules and methods to solve 
problems                     Skill in the application of professional nursing techniques                      Time Management                       
Management of Personnel Resources                  Social Perceptiveness   Abilities: Deductive Reasoning                   Inductive 
Reasoning                    Information Ordering                  Oral Comprehension                    Oral Expression                Problem 
Sensitivity                      Written Comprehension               Written Expression                      Stamina                Dynamic 
Strength                        Static Strength  -  must be able to lift at least 25 pounds             Trunk Strength                 Selective 
Attention                      Night Vision                    Finger Dexterity 
 
Tools and Equipment Used: 
 Personal Computer Telephone PrinterVarious Medical Devices and Equipment  
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072712 - PUBLIC HEALTH NURSING CON 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2070 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to four years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis, to a maximum of two years.Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of 
considerable difficulty and/or supervisory work of routine difficulty and performs related work as required. 
Distinguishing Features: This class in the Public Health Nursing Con sub-series may supervise or provide oversight to a 
moderate to large statewide program. An employee in this class may supervise professional and sub-professional 
personnel in providing advisory services and nursing consultation. This class differs from that of Public Health Nursing 
Con 1 in that an incumbent of the latter functions at the entry-working level and usually reports to an incumbent of this 
class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Translates written word into verbal examples and validate that 
perception with appropriate persons for use as evidence. Interprets a variety of current human resources rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates laws, rules and regulations both state 
and federal to facility personnel, patients/residents, family members, complainants and peers to facilitate 
understanding and ensure compliance. Communicates with health care providers and other external entities.Evaluating 
Information to Determine Compliance with Standards: Determines compliance with state, federal rules, regulations, and 
standards if deficient practices are identified, determines the extent of the noncompliance and recommends 
appropriate actions. Assesses factual information according to established state and federal protocols in order to reach 
supported conclusions. Review, accept or deny plans of action/correction to determine level of follow-up needed for 
compliance. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Processing Information: Reviews surveys, investigations, applications, etc. to verify conclusions of 
compliance/non-compliance. Documents, compiles, and reviews statistical data for internal or external required 
reporting.Monitor Processes, Materials or Surroundings: Reviews, analyzes and interprets information from records to 
determine quality of care and compliance with state and federal rules and regulations. Conducts document reviews, 
observations, interviews to use the information to identify non-compliance with regulatory requirements. Applies 
federal & state rules and regulations in review and decision processes. Conducts site inspections of facilities to assess for 
compliance. Monitors by observation a health care facility's infection control practices.Analyzing Data or Information: 
Reviews medical records to determine medical eligibility or compliance. Organizes and interprets available information 
and materials in order to define existing problems. Reviews laboratory reports, patient records and histories, and 
disease reports in an effort to prevent further spread of disease, e.g., communicable disease. Analyzes relevant 
information from investigation of complaint(s) to determine actions needed. Identifies and analyzes relevant 
information needed to survey the program utilizing the specific survey protocol.Guiding, Directing, and Motivating 
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Subordinates: Leads assigned staff in using relevant information and individual judgment to determine whether 
events/decisions/processes comply with laws, regulations, and standards. Provides/communicates program specific 
information to staff/peers to achieve optimal outcome. Prepares job plans with measurable SMART formula and meets 
with staff to provide clear expectations.Resolving Conflicts and Negotiating with Others: Resolve simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Training 
and Teaching Others: Conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Identifying 
Objects, Actions and Events: Organizes and interprets available information and materials in order to define existing 
problems. Identify work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Organizes, analyzes 
and interprets applicant's medical records to determine if medical eligibility has been met. Identifies common source 
outbreaks and develops processes and plans for care of at-risk population.Staffing Organizational: Conducts interviews 
for job candidates and identifies opportunities with assigned staff to develop/maintain quality staff to accomplish goals 
of the unit. Utilizes available resources for recruitment of qualified candidates.Organizing, Planning, and Prioritizing 
Work: Adheres to specific protocols provided by the state and federal agencies to accomplish all phases of assignments. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned subordinates based on 
the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Making Decisions and Solving Problems: Acts as state witness when services have been 
denied or appealed. Reviews and analyzes information to determine accurate decisions have been made. Determines 
the level of services applicants qualify for in accordance with rules and regulations. Functions as a member of a Public 
Health team in analyzing information in order to achieve best possible outcomes, in individual illnesses or potential 
outbreak situations. Approves travel, time and attendance, training and other related requests submitted by assigned 
subordinates.Documenting/Recording Information: Documents investigations performed for employee relation 
purposes to ensure accurate information is used in decision making. Maintains documentation of survey/investigation 
results for potential appeal/hearings. Maintains documentation to ensure the legal defensibility of employment 
decisions. Documents the performance of assigned staff to ensure accurate and unbiased performance evaluations. 
Update job plans using SMART goals.Communicating with Persons Outside Organization: Demonstrates knowledge and 
skill in providing understandable responses to questions and is articulate in a wide range of difficult communication 
situations. Ensures confidential information/materials are not compromised. Serves as a resource person for the agency 
when communicating with health care facilities and entities. Responds courteously to applicants, licensees, board 
members, government representatives and the public.Performing for or Working Directly with the Public: Provides 
training and education to the public regarding law and rules. Provides training to the public in prevention of spread of 
communicable disease and preparedness for emergency situations as requested and does so in a professional and caring 
manner.Establishing and Maintaining Interpersonal Relationships: Makes frequent contact with community partners, 
using good customer service practices, in order to establish and maintain open lines of communication. Develops a trust 
relationship with these partners in order to maintain a strong public health presence in the area. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Assists others in the completion of their assignments as needed.Developing and Building 
Teams: Successfully functions within assigned group interacting with staff using established protocols being reviewed for 
compliance with state and/or federal regulations. Functions in a supportive, positive, flexible manner in conducting all 
job responsibilities in order to achieve and maintain optimal Public Health Performance Standards. Assists peers in 
training activities by sharing knowledge and skills. Notifies staff as soon as possible with schedule changes and assists 
others with assignments when their workloads become more pressing. Identifies development opportunities 
appropriate for assigned staff to improve team development.Getting Information: Conducts and/or participates in 
activities for obtaining, reviewing and analyzing needed information and or materials such as observations, interviews, 
research, and records review to determine compliance with state and federal rules and regulations. Conducts disease 
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investigation to obtain patient-specific information concerning the patient's disease and disease process. Requests and 
obtains pertinent medical record information to investigate complaints against providers, healthcare facilities, or 
determine patient eligibility or fraud. Review past performance file(s), quality indicator reports, or complaint/incident 
file to determine the appropriate action(s) needed. Contacts potential and current providers related to requirements for 
licensure and/or certification programs.Coordinating the Work and Activities of Others: Assigns tasks in accordance with 
protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently. Provides guidance and participation during completion 
of documentation, creation of reports including proof reading and submission for processing. Provides support to staff 
when they are organizing training, presenting sessions, and evaluating outcomes of activities. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination.Communicating with 
Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns with management, and/or 
staff. Listens, and responds to inquiries from staff, and/or management courteously and professionally, providing clear 
and accurate information. Conducts self in a supportive and professional manner when organizing training, presenting 
sessions, and evaluating outcomes of activities. Provides regular updates to supervisors, co-workers and staff on the 
status or projects and other assigned work. Maintains an open dialogue with supervisors, co-workers and staff to ensure 
effective and efficient communication.Coaching and Developing Others: Mentors staff by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to 
protocol.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimate the travel and 
material resources needed to perform work activities and stay within the budgetary guidelines and priorities. 
Coordinates and schedules personnel resources to accomplish the goals of the work unit.Assisting and Caring for Others: 
Makes referrals to the Employee Assistance Program and/or other entities as appropriate. Provides knowledgeable 
assistance as needed to internal and external entities in a courteous manner.Monitoring and Controlling Resources: 
Monitors staff resources and equipment in order to inform upper management when additional resources are required 
to accomplish goals.Provide Consultation and Advice to Others: Makes recommendations to upper management for 
change in operations which affect the economy, efficiency and quality of operations and services. Provides management 
and peers with education related to advance program training. Provides technical and educational assistance to public 
health employees, community partners, and other agencies who request it.Judging the Quality of Things, Services or 
People: Assesses the quality of care and services provided to entities by utilizing specific protocol. Evaluates staff's 
performance based on established measurable SMART goals. Participates in the assessment of potential employees 
during the hiring process.Updating and Using Relevant Knowledge: Maintains working knowledge of laws, regulations, 
regulatory revisions and application of regulations in various settings. Learns new laws, regulations, regulatory revisions 
and application of regulations in various settings. Participates in or provides orientation and training of employees as 
requested. Maintains knowledge of current standards of practice. Reviews relevant current program information. 
Attends called meetings, participates in all programmatic conference calls, and planned conferences related to 
particular field. Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-
service and training programs.Developing Objectives and Strategies: Develops strategies to recruit, retain and train staff 
with the skill to perform multiple duties. Develops processes and plans for care of at-risk population involved in disaster 
situations. Participates in development of strategies to protect, promote and improve the health and prosperity of 
people in Tennessee. Participates in development of Public Health Emergency Preparedness and other public health 
programs.Inspecting Equipment, Structures or Material: Inspects facility or office environments to determine 
environmental safety. e.g., safe water temps, dietary coolers, instrument sterilization equipment. Maintains and 
inspects agency equipment following manufacturer's specifications in order to assure efficient and accurate 
operation.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the development of cases 
to conclusion. Carries materials to and from different areas of the workplace.Performing Administrative Activities: 
Identifies, develops, and maintains programmatic information needed to support program activities. Enters 
performance management related documents into appropriate data bases as required. Enters, oversees and approves 
staff entry of personal payable time and leave/overtime requests into appropriate data bases as required. Enters, 
oversees and approves entry of travel authorizations and expense claims into appropriate data bases as required. 
Maintains appropriate records of agency inventory and property.Thinking Creatively: Analyzes current processes and 
assists in development of innovative processes in order to improve program efficiency. Develops and revises tools to 
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track and trend information. Participates in developing and designing web applications to enhance electronic 
accessibility.Interacting with Computers: Enters data/information into various computer programs using required 
documentation format. Edits exported data to compile final reports. Records observations and interviews utilizing a 
tablet computer. Imports/exports data prior to/following data collection. Uses state and/or federal program 
applications on a daily basis. Uses web based computer program to approve time and labor and travel expense claims. 
Receives and sends e-mail messages to coordinate scheduling, guidance and other work-related functions. Uses web 
based computer program to input time and labor and travel expense claims. Uses Team Track to request enhancement 
of web applications.Scheduling Work and Activities: Organizes daily work in order to meet time sensitive deadlines. 
Schedules staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and external 
customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits to 
community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Performing General Physical Activities: Performs repetitive computer data entry. 
Navigates all areas of facility for inspection purposes and for validation of information. Walks throughout facilities; 
stands, navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials 
on site weighing up to 25 lbs.Operating Vehicles, Mechanized Devices, or Equipment: Drives state or personally owned 
automobile in all road conditions at any time of day or night for long periods, to reach a worksite destination. Travels to 
and navigates large cities and small towns on both interstate and rural roads.Controlling Machines and Processes: 
Operating a variety of office equipment including but not limited to copiers, scanners, digital cameras, calculators, and 
fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Problem Solving Written Communications Priority Setting Ethics and 
Values Conflict Management Confronting Direct Reports Building Effective Teams Interpersonal Savvy 
ComposureKnowledge: Intermediate knowledge of human behavior and performance displayed through recognition of 
individual differences in ability, personality, interests, learning and motivation. Intermediate knowledge of 
administrative and clerical procedures such as word processing, managing files and records, designing forms, and other 
office procedures and terminology. Intermediate knowledge of nursing, Tennessee law and rules that govern nursing 
and how applicable in a given situation. Intermediate knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources. Intermediate knowledge of computer hardware and software. Intermediate knowledge of the 
principles for providing customer and personal services. Intermediate knowledge of principles, methods, and procedures 
for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and guidance. 
For use especially with evaluations, interims and counseling sessions leading to guidance of employees continuous 
improvement. Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process. The intermediate level of knowledge must be incorporated into the 
daily decisions of the job process to promote equal rights to staff and those you serve. Skills: Intermediate skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Intermediate 
skill to identify problems, review related information, develop and evaluate options, and implement solutions. 
Intermediate knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation. Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Intermediate active learning skills in understanding new and revised 
information. Intermediate social skills in bringing others together to identify solutions or reconcile differences. 
Intermediate skills in organizing and prioritizing workloads according to identified skills and competencies. Intermediate 
skill for teaching/instructing others. Intermediate skill to communicate effectively in writing as appropriate for the needs 
of the audience, for consistent and accurate communication with staff and those you serve. Intermediate skill of 
listening to what other people say, taking time to understand the point being made, and asking appropriate questions. 
Intermediate skill to speak to others and convey information effectively. Intermediate skill to manage one's own time 
and the time of others in order to meet deadlines. Abilities: Intermediate ability to read and comprehend information 
and ideas being disseminated. Ability to coordinate movement of your arms, legs, and torso together when the body is 
in motion as it relates to touring and inspecting health care facilities. Intermediate ability to use deductive reasoning in 
applying rules to specific problems in order to determine a solution. Ability to maintain balance when in an unstable 
position. Intermediate ability to remember information such as words, numbers, pictures and procedures. Basic ability 
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to make fast, simple, repeated movements of the fingers, hands, and wrists. Basic ability to match or detect differences 
between colors, including shades of color and brightness. Intermediate ability to analyze and evaluate how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes, as well as identifying 
measures or indicators of system performance/actions needed to improve or correct performance, relative to the goals 
of the system. Intermediate ability to listen and understand verbal communication. Intermediate ability to quickly 
respond to stimuli or signals. Intermediate ability to communicate information and ideas in writing so that others will 
understand. Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). Ability to identify and 
understand the speech of another person to prevent miscommunication related to relaying and receiving vital 
information related to work process at all times. Intermediate ability to combine pieces of information to form general 
rules or conclusions. Intermediate ability to communicate information and ideas in speaking so that others will 
understand. Intermediate ability to identify when something is wrong or likely to go wrong. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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072712 - PUBLIC HEALTH NURSING CON 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2071 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to four years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis, to a maximum of two years.Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of 
considerable difficulty and/or supervisory work of routine difficulty and performs related work as required. 
Distinguishing Features: This class in the Public Health Nursing Con sub-series may supervise or provide oversight to a 
moderate to large statewide program. An employee in this class may supervise professional and sub-professional 
personnel in providing advisory services and nursing consultation. This class differs from that of Public Health Nursing 
Con 1 in that an incumbent of the latter functions at the entry-working level and usually reports to an incumbent of this 
class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Translates written word into verbal examples and validate that 
perception with appropriate persons for use as evidence. Interprets a variety of current human resources rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates laws, rules and regulations both state 
and federal to facility personnel, patients/residents, family members, complainants and peers to facilitate 
understanding and ensure compliance. Communicates with health care providers and other external entities.Evaluating 
Information to Determine Compliance with Standards: Determines compliance with state, federal rules, regulations, and 
standards if deficient practices are identified, determines the extent of the noncompliance and recommends 
appropriate actions. Assesses factual information according to established state and federal protocols in order to reach 
supported conclusions. Review, accept or deny plans of action/correction to determine level of follow-up needed for 
compliance. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Processing Information: Reviews surveys, investigations, applications, etc. to verify conclusions of 
compliance/non-compliance. Documents, compiles, and reviews statistical data for internal or external required 
reporting.Monitor Processes, Materials or Surroundings: Reviews, analyzes and interprets information from records to 
determine quality of care and compliance with state and federal rules and regulations. Conducts document reviews, 
observations, interviews to use the information to identify non-compliance with regulatory requirements. Applies 
federal & state rules and regulations in review and decision processes. Conducts site inspections of facilities to assess for 
compliance. Monitors by observation a health care facility's infection control practices.Analyzing Data or Information: 
Reviews medical records to determine medical eligibility or compliance. Organizes and interprets available information 
and materials in order to define existing problems. Reviews laboratory reports, patient records and histories, and 
disease reports in an effort to prevent further spread of disease, e.g., communicable disease. Analyzes relevant 
information from investigation of complaint(s) to determine actions needed. Identifies and analyzes relevant 
information needed to survey the program utilizing the specific survey protocol.Guiding, Directing, and Motivating 
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Subordinates: Leads assigned staff in using relevant information and individual judgment to determine whether 
events/decisions/processes comply with laws, regulations, and standards. Provides/communicates program specific 
information to staff/peers to achieve optimal outcome. Prepares job plans with measurable SMART formula and meets 
with staff to provide clear expectations.Resolving Conflicts and Negotiating with Others: Resolve simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Training 
and Teaching Others: Conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Identifying 
Objects, Actions and Events: Organizes and interprets available information and materials in order to define existing 
problems. Identify work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Organizes, analyzes 
and interprets applicant's medical records to determine if medical eligibility has been met. Identifies common source 
outbreaks and develops processes and plans for care of at-risk population.Staffing Organizational: Conducts interviews 
for job candidates and identifies opportunities with assigned staff to develop/maintain quality staff to accomplish goals 
of the unit. Utilizes available resources for recruitment of qualified candidates.Organizing, Planning, and Prioritizing 
Work: Adheres to specific protocols provided by the state and federal agencies to accomplish all phases of assignments. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned subordinates based on 
the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Making Decisions and Solving Problems: Acts as state witness when services have been 
denied or appealed. Reviews and analyzes information to determine accurate decisions have been made. Determines 
the level of services applicants qualify for in accordance with rules and regulations. Functions as a member of a Public 
Health team in analyzing information in order to achieve best possible outcomes, in individual illnesses or potential 
outbreak situations. Approves travel, time and attendance, training and other related requests submitted by assigned 
subordinates.Documenting/Recording Information: Documents investigations performed for employee relation 
purposes to ensure accurate information is used in decision making. Maintains documentation of survey/investigation 
results for potential appeal/hearings. Maintains documentation to ensure the legal defensibility of employment 
decisions. Documents the performance of assigned staff to ensure accurate and unbiased performance evaluations. 
Update job plans using SMART goals.Communicating with Persons Outside Organization: Demonstrates knowledge and 
skill in providing understandable responses to questions and is articulate in a wide range of difficult communication 
situations. Ensures confidential information/materials are not compromised. Serves as a resource person for the agency 
when communicating with health care facilities and entities. Responds courteously to applicants, licensees, board 
members, government representatives and the public.Performing for or Working Directly with the Public: Provides 
training and education to the public regarding law and rules. Provides training to the public in prevention of spread of 
communicable disease and preparedness for emergency situations as requested and does so in a professional and caring 
manner.Establishing and Maintaining Interpersonal Relationships: Makes frequent contact with community partners, 
using good customer service practices, in order to establish and maintain open lines of communication. Develops a trust 
relationship with these partners in order to maintain a strong public health presence in the area. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Assists others in the completion of their assignments as needed.Developing and Building 
Teams: Successfully functions within assigned group interacting with staff using established protocols being reviewed for 
compliance with state and/or federal regulations. Functions in a supportive, positive, flexible manner in conducting all 
job responsibilities in order to achieve and maintain optimal Public Health Performance Standards. Assists peers in 
training activities by sharing knowledge and skills. Notifies staff as soon as possible with schedule changes and assists 
others with assignments when their workloads become more pressing. Identifies development opportunities 
appropriate for assigned staff to improve team development.Getting Information: Conducts and/or participates in 
activities for obtaining, reviewing and analyzing needed information and or materials such as observations, interviews, 
research, and records review to determine compliance with state and federal rules and regulations. Conducts disease 
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investigation to obtain patient-specific information concerning the patient's disease and disease process. Requests and 
obtains pertinent medical record information to investigate complaints against providers, healthcare facilities, or 
determine patient eligibility or fraud. Review past performance file(s), quality indicator reports, or complaint/incident 
file to determine the appropriate action(s) needed. Contacts potential and current providers related to requirements for 
licensure and/or certification programs.Coordinating the Work and Activities of Others: Assigns tasks in accordance with 
protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently. Provides guidance and participation during completion 
of documentation, creation of reports including proof reading and submission for processing. Provides support to staff 
when they are organizing training, presenting sessions, and evaluating outcomes of activities. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination.Communicating with 
Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns with management, and/or 
staff. Listens, and responds to inquiries from staff, and/or management courteously and professionally, providing clear 
and accurate information. Conducts self in a supportive and professional manner when organizing training, presenting 
sessions, and evaluating outcomes of activities. Provides regular updates to supervisors, co-workers and staff on the 
status or projects and other assigned work. Maintains an open dialogue with supervisors, co-workers and staff to ensure 
effective and efficient communication.Coaching and Developing Others: Mentors staff by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to 
protocol.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimate the travel and 
material resources needed to perform work activities and stay within the budgetary guidelines and priorities. 
Coordinates and schedules personnel resources to accomplish the goals of the work unit.Assisting and Caring for Others: 
Makes referrals to the Employee Assistance Program and/or other entities as appropriate. Provides knowledgeable 
assistance as needed to internal and external entities in a courteous manner.Monitoring and Controlling Resources: 
Monitors staff resources and equipment in order to inform upper management when additional resources are required 
to accomplish goals.Provide Consultation and Advice to Others: Makes recommendations to upper management for 
change in operations which affect the economy, efficiency and quality of operations and services. Provides management 
and peers with education related to advance program training. Provides technical and educational assistance to public 
health employees, community partners, and other agencies who request it.Judging the Quality of Things, Services or 
People: Assesses the quality of care and services provided to entities by utilizing specific protocol. Evaluates staff's 
performance based on established measurable SMART goals. Participates in the assessment of potential employees 
during the hiring process.Updating and Using Relevant Knowledge: Maintains working knowledge of laws, regulations, 
regulatory revisions and application of regulations in various settings. Learns new laws, regulations, regulatory revisions 
and application of regulations in various settings. Participates in or provides orientation and training of employees as 
requested. Maintains knowledge of current standards of practice. Reviews relevant current program information. 
Attends called meetings, participates in all programmatic conference calls, and planned conferences related to 
particular field. Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-
service and training programs.Developing Objectives and Strategies: Develops strategies to recruit, retain and train staff 
with the skill to perform multiple duties. Develops processes and plans for care of at-risk population involved in disaster 
situations. Participates in development of strategies to protect, promote and improve the health and prosperity of 
people in Tennessee. Participates in development of Public Health Emergency Preparedness and other public health 
programs.Inspecting Equipment, Structures or Material: Inspects facility or office environments to determine 
environmental safety. e.g., safe water temps, dietary coolers, instrument sterilization equipment. Maintains and 
inspects agency equipment following manufacturer's specifications in order to assure efficient and accurate 
operation.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the development of cases 
to conclusion. Carries materials to and from different areas of the workplace.Performing Administrative Activities: 
Identifies, develops, and maintains programmatic information needed to support program activities. Enters 
performance management related documents into appropriate data bases as required. Enters, oversees and approves 
staff entry of personal payable time and leave/overtime requests into appropriate data bases as required. Enters, 
oversees and approves entry of travel authorizations and expense claims into appropriate data bases as required. 
Maintains appropriate records of agency inventory and property.Thinking Creatively: Analyzes current processes and 
assists in development of innovative processes in order to improve program efficiency. Develops and revises tools to 
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track and trend information. Participates in developing and designing web applications to enhance electronic 
accessibility.Interacting with Computers: Enters data/information into various computer programs using required 
documentation format. Edits exported data to compile final reports. Records observations and interviews utilizing a 
tablet computer. Imports/exports data prior to/following data collection. Uses state and/or federal program 
applications on a daily basis. Uses web based computer program to approve time and labor and travel expense claims. 
Receives and sends e-mail messages to coordinate scheduling, guidance and other work-related functions. Uses web 
based computer program to input time and labor and travel expense claims. Uses Team Track to request enhancement 
of web applications.Scheduling Work and Activities: Organizes daily work in order to meet time sensitive deadlines. 
Schedules staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and external 
customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits to 
community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Performing General Physical Activities: Performs repetitive computer data entry. 
Navigates all areas of facility for inspection purposes and for validation of information. Walks throughout facilities; 
stands, navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials 
on site weighing up to 25 lbs.Operating Vehicles, Mechanized Devices, or Equipment: Drives state or personally owned 
automobile in all road conditions at any time of day or night for long periods, to reach a worksite destination. Travels to 
and navigates large cities and small towns on both interstate and rural roads.Controlling Machines and Processes: 
Operating a variety of office equipment including but not limited to copiers, scanners, digital cameras, calculators, and 
fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Problem Solving Written Communications Priority Setting Ethics and 
Values Conflict Management Confronting Direct Reports Building Effective Teams Interpersonal Savvy 
ComposureKnowledge: Intermediate knowledge of human behavior and performance displayed through recognition of 
individual differences in ability, personality, interests, learning and motivation. Intermediate knowledge of 
administrative and clerical procedures such as word processing, managing files and records, designing forms, and other 
office procedures and terminology. Intermediate knowledge of nursing, Tennessee law and rules that govern nursing 
and how applicable in a given situation. Intermediate knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources. Intermediate knowledge of computer hardware and software. Intermediate knowledge of the 
principles for providing customer and personal services. Intermediate knowledge of principles, methods, and procedures 
for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and guidance. 
For use especially with evaluations, interims and counseling sessions leading to guidance of employees continuous 
improvement. Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process. The intermediate level of knowledge must be incorporated into the 
daily decisions of the job process to promote equal rights to staff and those you serve. Skills: Intermediate skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Intermediate 
skill to identify problems, review related information, develop and evaluate options, and implement solutions. 
Intermediate knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation. Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Intermediate active learning skills in understanding new and revised 
information. Intermediate social skills in bringing others together to identify solutions or reconcile differences. 
Intermediate skills in organizing and prioritizing workloads according to identified skills and competencies. Intermediate 
skill for teaching/instructing others. Intermediate skill to communicate effectively in writing as appropriate for the needs 
of the audience, for consistent and accurate communication with staff and those you serve. Intermediate skill of 
listening to what other people say, taking time to understand the point being made, and asking appropriate questions. 
Intermediate skill to speak to others and convey information effectively. Intermediate skill to manage one's own time 
and the time of others in order to meet deadlines. Abilities: Intermediate ability to read and comprehend information 
and ideas being disseminated. Ability to coordinate movement of your arms, legs, and torso together when the body is 
in motion as it relates to touring and inspecting health care facilities. Intermediate ability to use deductive reasoning in 
applying rules to specific problems in order to determine a solution. Ability to maintain balance when in an unstable 
position. Intermediate ability to remember information such as words, numbers, pictures and procedures. Basic ability 
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to make fast, simple, repeated movements of the fingers, hands, and wrists. Basic ability to match or detect differences 
between colors, including shades of color and brightness. Intermediate ability to analyze and evaluate how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes, as well as identifying 
measures or indicators of system performance/actions needed to improve or correct performance, relative to the goals 
of the system. Intermediate ability to listen and understand verbal communication. Intermediate ability to quickly 
respond to stimuli or signals. Intermediate ability to communicate information and ideas in writing so that others will 
understand. Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). Ability to identify and 
understand the speech of another person to prevent miscommunication related to relaying and receiving vital 
information related to work process at all times. Intermediate ability to combine pieces of information to form general 
rules or conclusions. Intermediate ability to communicate information and ideas in speaking so that others will 
understand. Intermediate ability to identify when something is wrong or likely to go wrong. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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072712 - PUBLIC HEALTH NURSING CON 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2072 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to four years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis, to a maximum of two years.Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of 
considerable difficulty and/or supervisory work of routine difficulty and performs related work as required. 
Distinguishing Features: This class in the Public Health Nursing Con sub-series may supervise or provide oversight to a 
moderate to large statewide program. An employee in this class may supervise professional and sub-professional 
personnel in providing advisory services and nursing consultation. This class differs from that of Public Health Nursing 
Con 1 in that an incumbent of the latter functions at the entry-working level and usually reports to an incumbent of this 
class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Translates written word into verbal examples and validate that 
perception with appropriate persons for use as evidence. Interprets a variety of current human resources rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates laws, rules and regulations both state 
and federal to facility personnel, patients/residents, family members, complainants and peers to facilitate 
understanding and ensure compliance. Communicates with health care providers and other external entities.Evaluating 
Information to Determine Compliance with Standards: Determines compliance with state, federal rules, regulations, and 
standards if deficient practices are identified, determines the extent of the noncompliance and recommends 
appropriate actions. Assesses factual information according to established state and federal protocols in order to reach 
supported conclusions. Review, accept or deny plans of action/correction to determine level of follow-up needed for 
compliance. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Processing Information: Reviews surveys, investigations, applications, etc. to verify conclusions of 
compliance/non-compliance. Documents, compiles, and reviews statistical data for internal or external required 
reporting.Monitor Processes, Materials or Surroundings: Reviews, analyzes and interprets information from records to 
determine quality of care and compliance with state and federal rules and regulations. Conducts document reviews, 
observations, interviews to use the information to identify non-compliance with regulatory requirements. Applies 
federal & state rules and regulations in review and decision processes. Conducts site inspections of facilities to assess for 
compliance. Monitors by observation a health care facility's infection control practices.Analyzing Data or Information: 
Reviews medical records to determine medical eligibility or compliance. Organizes and interprets available information 
and materials in order to define existing problems. Reviews laboratory reports, patient records and histories, and 
disease reports in an effort to prevent further spread of disease, e.g., communicable disease. Analyzes relevant 
information from investigation of complaint(s) to determine actions needed. Identifies and analyzes relevant 
information needed to survey the program utilizing the specific survey protocol.Guiding, Directing, and Motivating 
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Subordinates: Leads assigned staff in using relevant information and individual judgment to determine whether 
events/decisions/processes comply with laws, regulations, and standards. Provides/communicates program specific 
information to staff/peers to achieve optimal outcome. Prepares job plans with measurable SMART formula and meets 
with staff to provide clear expectations.Resolving Conflicts and Negotiating with Others: Resolve simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Training 
and Teaching Others: Conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Identifying 
Objects, Actions and Events: Organizes and interprets available information and materials in order to define existing 
problems. Identify work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Organizes, analyzes 
and interprets applicant's medical records to determine if medical eligibility has been met. Identifies common source 
outbreaks and develops processes and plans for care of at-risk population.Staffing Organizational: Conducts interviews 
for job candidates and identifies opportunities with assigned staff to develop/maintain quality staff to accomplish goals 
of the unit. Utilizes available resources for recruitment of qualified candidates.Organizing, Planning, and Prioritizing 
Work: Adheres to specific protocols provided by the state and federal agencies to accomplish all phases of assignments. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned subordinates based on 
the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Making Decisions and Solving Problems: Acts as state witness when services have been 
denied or appealed. Reviews and analyzes information to determine accurate decisions have been made. Determines 
the level of services applicants qualify for in accordance with rules and regulations. Functions as a member of a Public 
Health team in analyzing information in order to achieve best possible outcomes, in individual illnesses or potential 
outbreak situations. Approves travel, time and attendance, training and other related requests submitted by assigned 
subordinates.Documenting/Recording Information: Documents investigations performed for employee relation 
purposes to ensure accurate information is used in decision making. Maintains documentation of survey/investigation 
results for potential appeal/hearings. Maintains documentation to ensure the legal defensibility of employment 
decisions. Documents the performance of assigned staff to ensure accurate and unbiased performance evaluations. 
Update job plans using SMART goals.Communicating with Persons Outside Organization: Demonstrates knowledge and 
skill in providing understandable responses to questions and is articulate in a wide range of difficult communication 
situations. Ensures confidential information/materials are not compromised. Serves as a resource person for the agency 
when communicating with health care facilities and entities. Responds courteously to applicants, licensees, board 
members, government representatives and the public.Performing for or Working Directly with the Public: Provides 
training and education to the public regarding law and rules. Provides training to the public in prevention of spread of 
communicable disease and preparedness for emergency situations as requested and does so in a professional and caring 
manner.Establishing and Maintaining Interpersonal Relationships: Makes frequent contact with community partners, 
using good customer service practices, in order to establish and maintain open lines of communication. Develops a trust 
relationship with these partners in order to maintain a strong public health presence in the area. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Assists others in the completion of their assignments as needed.Developing and Building 
Teams: Successfully functions within assigned group interacting with staff using established protocols being reviewed for 
compliance with state and/or federal regulations. Functions in a supportive, positive, flexible manner in conducting all 
job responsibilities in order to achieve and maintain optimal Public Health Performance Standards. Assists peers in 
training activities by sharing knowledge and skills. Notifies staff as soon as possible with schedule changes and assists 
others with assignments when their workloads become more pressing. Identifies development opportunities 
appropriate for assigned staff to improve team development.Getting Information: Conducts and/or participates in 
activities for obtaining, reviewing and analyzing needed information and or materials such as observations, interviews, 
research, and records review to determine compliance with state and federal rules and regulations. Conducts disease 
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investigation to obtain patient-specific information concerning the patient's disease and disease process. Requests and 
obtains pertinent medical record information to investigate complaints against providers, healthcare facilities, or 
determine patient eligibility or fraud. Review past performance file(s), quality indicator reports, or complaint/incident 
file to determine the appropriate action(s) needed. Contacts potential and current providers related to requirements for 
licensure and/or certification programs.Coordinating the Work and Activities of Others: Assigns tasks in accordance with 
protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently. Provides guidance and participation during completion 
of documentation, creation of reports including proof reading and submission for processing. Provides support to staff 
when they are organizing training, presenting sessions, and evaluating outcomes of activities. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination.Communicating with 
Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns with management, and/or 
staff. Listens, and responds to inquiries from staff, and/or management courteously and professionally, providing clear 
and accurate information. Conducts self in a supportive and professional manner when organizing training, presenting 
sessions, and evaluating outcomes of activities. Provides regular updates to supervisors, co-workers and staff on the 
status or projects and other assigned work. Maintains an open dialogue with supervisors, co-workers and staff to ensure 
effective and efficient communication.Coaching and Developing Others: Mentors staff by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to 
protocol.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimate the travel and 
material resources needed to perform work activities and stay within the budgetary guidelines and priorities. 
Coordinates and schedules personnel resources to accomplish the goals of the work unit.Assisting and Caring for Others: 
Makes referrals to the Employee Assistance Program and/or other entities as appropriate. Provides knowledgeable 
assistance as needed to internal and external entities in a courteous manner.Monitoring and Controlling Resources: 
Monitors staff resources and equipment in order to inform upper management when additional resources are required 
to accomplish goals.Provide Consultation and Advice to Others: Makes recommendations to upper management for 
change in operations which affect the economy, efficiency and quality of operations and services. Provides management 
and peers with education related to advance program training. Provides technical and educational assistance to public 
health employees, community partners, and other agencies who request it.Judging the Quality of Things, Services or 
People: Assesses the quality of care and services provided to entities by utilizing specific protocol. Evaluates staff's 
performance based on established measurable SMART goals. Participates in the assessment of potential employees 
during the hiring process.Updating and Using Relevant Knowledge: Maintains working knowledge of laws, regulations, 
regulatory revisions and application of regulations in various settings. Learns new laws, regulations, regulatory revisions 
and application of regulations in various settings. Participates in or provides orientation and training of employees as 
requested. Maintains knowledge of current standards of practice. Reviews relevant current program information. 
Attends called meetings, participates in all programmatic conference calls, and planned conferences related to 
particular field. Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-
service and training programs.Developing Objectives and Strategies: Develops strategies to recruit, retain and train staff 
with the skill to perform multiple duties. Develops processes and plans for care of at-risk population involved in disaster 
situations. Participates in development of strategies to protect, promote and improve the health and prosperity of 
people in Tennessee. Participates in development of Public Health Emergency Preparedness and other public health 
programs.Inspecting Equipment, Structures or Material: Inspects facility or office environments to determine 
environmental safety. e.g., safe water temps, dietary coolers, instrument sterilization equipment. Maintains and 
inspects agency equipment following manufacturer's specifications in order to assure efficient and accurate 
operation.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the development of cases 
to conclusion. Carries materials to and from different areas of the workplace.Performing Administrative Activities: 
Identifies, develops, and maintains programmatic information needed to support program activities. Enters 
performance management related documents into appropriate data bases as required. Enters, oversees and approves 
staff entry of personal payable time and leave/overtime requests into appropriate data bases as required. Enters, 
oversees and approves entry of travel authorizations and expense claims into appropriate data bases as required. 
Maintains appropriate records of agency inventory and property.Thinking Creatively: Analyzes current processes and 
assists in development of innovative processes in order to improve program efficiency. Develops and revises tools to 
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track and trend information. Participates in developing and designing web applications to enhance electronic 
accessibility.Interacting with Computers: Enters data/information into various computer programs using required 
documentation format. Edits exported data to compile final reports. Records observations and interviews utilizing a 
tablet computer. Imports/exports data prior to/following data collection. Uses state and/or federal program 
applications on a daily basis. Uses web based computer program to approve time and labor and travel expense claims. 
Receives and sends e-mail messages to coordinate scheduling, guidance and other work-related functions. Uses web 
based computer program to input time and labor and travel expense claims. Uses Team Track to request enhancement 
of web applications.Scheduling Work and Activities: Organizes daily work in order to meet time sensitive deadlines. 
Schedules staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and external 
customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits to 
community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Performing General Physical Activities: Performs repetitive computer data entry. 
Navigates all areas of facility for inspection purposes and for validation of information. Walks throughout facilities; 
stands, navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials 
on site weighing up to 25 lbs.Operating Vehicles, Mechanized Devices, or Equipment: Drives state or personally owned 
automobile in all road conditions at any time of day or night for long periods, to reach a worksite destination. Travels to 
and navigates large cities and small towns on both interstate and rural roads.Controlling Machines and Processes: 
Operating a variety of office equipment including but not limited to copiers, scanners, digital cameras, calculators, and 
fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Problem Solving Written Communications Priority Setting Ethics and 
Values Conflict Management Confronting Direct Reports Building Effective Teams Interpersonal Savvy 
ComposureKnowledge: Intermediate knowledge of human behavior and performance displayed through recognition of 
individual differences in ability, personality, interests, learning and motivation. Intermediate knowledge of 
administrative and clerical procedures such as word processing, managing files and records, designing forms, and other 
office procedures and terminology. Intermediate knowledge of nursing, Tennessee law and rules that govern nursing 
and how applicable in a given situation. Intermediate knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources. Intermediate knowledge of computer hardware and software. Intermediate knowledge of the 
principles for providing customer and personal services. Intermediate knowledge of principles, methods, and procedures 
for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and guidance. 
For use especially with evaluations, interims and counseling sessions leading to guidance of employees continuous 
improvement. Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process. The intermediate level of knowledge must be incorporated into the 
daily decisions of the job process to promote equal rights to staff and those you serve. Skills: Intermediate skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Intermediate 
skill to identify problems, review related information, develop and evaluate options, and implement solutions. 
Intermediate knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation. Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Intermediate active learning skills in understanding new and revised 
information. Intermediate social skills in bringing others together to identify solutions or reconcile differences. 
Intermediate skills in organizing and prioritizing workloads according to identified skills and competencies. Intermediate 
skill for teaching/instructing others. Intermediate skill to communicate effectively in writing as appropriate for the needs 
of the audience, for consistent and accurate communication with staff and those you serve. Intermediate skill of 
listening to what other people say, taking time to understand the point being made, and asking appropriate questions. 
Intermediate skill to speak to others and convey information effectively. Intermediate skill to manage one's own time 
and the time of others in order to meet deadlines. Abilities: Intermediate ability to read and comprehend information 
and ideas being disseminated. Ability to coordinate movement of your arms, legs, and torso together when the body is 
in motion as it relates to touring and inspecting health care facilities. Intermediate ability to use deductive reasoning in 
applying rules to specific problems in order to determine a solution. Ability to maintain balance when in an unstable 
position. Intermediate ability to remember information such as words, numbers, pictures and procedures. Basic ability 
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to make fast, simple, repeated movements of the fingers, hands, and wrists. Basic ability to match or detect differences 
between colors, including shades of color and brightness. Intermediate ability to analyze and evaluate how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes, as well as identifying 
measures or indicators of system performance/actions needed to improve or correct performance, relative to the goals 
of the system. Intermediate ability to listen and understand verbal communication. Intermediate ability to quickly 
respond to stimuli or signals. Intermediate ability to communicate information and ideas in writing so that others will 
understand. Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). Ability to identify and 
understand the speech of another person to prevent miscommunication related to relaying and receiving vital 
information related to work process at all times. Intermediate ability to combine pieces of information to form general 
rules or conclusions. Intermediate ability to communicate information and ideas in speaking so that others will 
understand. Intermediate ability to identify when something is wrong or likely to go wrong. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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072712 - PUBLIC HEALTH NURSING CON 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  7597 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in nursing and 
experience equivalent to four years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis to a maximum of two years. Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of 
considerable difficulty and/or supervisory work of routine difficulty and performs related work as 
required.Distinguishing Features: This class in the Public Health Nursing Con sub-series may supervise or provide 
oversight to a moderate to large statewide program. An employee in this class may supervise professional and sub-
professional personnel in providing advisory services and nursing consultation. This class differs from that of Public 
Health Nursing Con 1 in that an incumbent of the latter functions at the entry-working level and usually reports to an 
incumbent of this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Translates written word into verbal examples and validate that 
perception with appropriate persons for use as evidence. Interprets a variety of current human resources rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates laws, rules and regulations both state 
and federal to facility personnel, patients/residents, family members, complainants and peers to facilitate 
understanding and ensure compliance. Communicates with health care providers and other external entities.Evaluating 
Information to Determine Compliance with Standards: Determines compliance with state, federal rules, regulations, and 
standards if deficient practices are identified, determines the extent of the noncompliance and recommends 
appropriate actions. Assesses factual information according to established state and federal protocols in order to reach 
supported conclusions. Review, accept or deny plans of action/correction to determine level of follow-up needed for 
compliance. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Processing Information: Reviews surveys, investigations, applications, etc. to verify conclusions of 
compliance/non-compliance. Documents, compiles, and reviews statistical data for internal or external required 
reporting.Monitor Processes, Materials or Surroundings: Reviews, analyzes and interprets information from records to 
determine quality of care and compliance with state and federal rules and regulations. Conducts document reviews, 
observations, interviews to use the information to identify non-compliance with regulatory requirements. Applies 
federal & state rules and regulations in review and decision processes. Conducts site inspections of facilities to assess for 
compliance. Monitors by observation a health care facility’s infection control practices.Analyzing Data or Information: 
Reviews medical records to determine medical eligibility or compliance. Organizes and interprets available information 
and materials in order to define existing problems. Reviews laboratory reports, patient records and histories, and 
disease reports in an effort to prevent further spread of disease, e.g., communicable disease. Analyzes relevant 
information from investigation of complaint(s) to determine actions needed. Identifies and analyzes relevant 
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information needed to survey the program utilizing the specific survey protocol.Guiding, Directing, and Motivating 
Subordinates: Leads assigned staff in using relevant information and individual judgment to determine whether 
events/decisions/processes comply with laws, regulations, and standards. Provides/communicates program specific 
information to staff/peers to achieve optimal outcome. Prepares job plans with measurable SMART formula and meets 
with staff to provide clear expectations.Resolving Conflicts and Negotiating with Others: Resolve simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Training 
and Teaching Others: Conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Identifying 
Objects, Actions and Events: Organizes and interprets available information and materials in order to define existing 
problems. Identify work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Organizes, analyzes 
and interprets applicant’s medical records to determine if medical eligibility has been met. Identifies common source 
outbreaks and develops processes and plans for care of at-risk population.Staffing Organizational: Conducts interviews 
for job candidates and identifies opportunities with assigned staff to develop/maintain quality staff to accomplish goals 
of the unit. Utilizes available resources for recruitment of qualified candidates.Organizing, Planning, and Prioritizing 
Work: Adheres to specific protocols provided by the state and federal agencies to accomplish all phases of assignments. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned subordinates based on 
the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Making Decisions and Solving Problems: Acts as state witness when services have been 
denied or appealed. Reviews and analyzes information to determine accurate decisions have been made. Determines 
the level of services applicants qualify for in accordance with rules and regulations. Functions as a member of a Public 
Health team in analyzing information in order to achieve best possible outcomes, in individual illnesses or potential 
outbreak situations. Approves travel, time and attendance, training and other related requests submitted by assigned 
subordinates.Documenting/Recording Information: Documents investigations performed for employee relation 
purposes to ensure accurate information is used in decision making. Maintains documentation of survey/investigation 
results for potential appeal/hearings. Maintains documentation to ensure the legal defensibility of employment 
decisions. Documents the performance of assigned staff to ensure accurate and unbiased performance evaluations. 
Update job plans using SMART goals.Communicating with Persons Outside Organization: Demonstrates knowledge and 
skill in providing understandable responses to questions and is articulate in a wide range of difficult communication 
situations. Ensures confidential information/materials are not compromised. Serves as a resource person for the agency 
when communicating with health care facilities and entities. Responds courteously to applicants, licensees, board 
members, government representatives and the public.Performing for or Working Directly with the Public: Provides 
training and education to the public regarding law and rules. Provides training to the public in prevention of spread of 
communicable disease and preparedness for emergency situations as requested and does so in a professional and caring 
manner.Establishing and Maintaining Interpersonal Relationships: Makes frequent contact with community partners, 
using good customer service practices, in order to establish and maintain open lines of communication. Develops a trust 
relationship with these partners in order to maintain a strong public health presence in the area. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Assists others in the completion of their assignments as needed.Developing and Building 
Teams: Successfully functions within assigned group interacting with staff using established protocols being reviewed for 
compliance with state and/or federal regulations. Functions in a supportive, positive, flexible manner in conducting all 
job responsibilities in order to achieve and maintain optimal Public Health Performance Standards. Assists peers in 
training activities by sharing knowledge and skills. Notifies staff as soon as possible with schedule changes and assists 
others with assignments when their workloads become more pressing. Identifies development opportunities 
appropriate for assigned staff to improve team development.Getting Information: Conducts and/or participates in 
activities for obtaining, reviewing and analyzing needed information and or materials such as observations, interviews, 
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research, and records review to determine compliance with state and federal rules and regulations. Conducts disease 
investigation to obtain patient-specific information concerning the patient’s disease and disease process. Requests and 
obtains pertinent medical record information to investigate complaints against providers, healthcare facilities, or 
determine patient eligibility or fraud. Review past performance file(s), quality indicator reports, or complaint/incident 
file to determine the appropriate action(s) needed. Contacts potential and current providers related to requirements for 
licensure and/or certification programs.Coordinating the Work and Activities of Others: Assigns tasks in accordance with 
protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently. Provides guidance and participation during completion 
of documentation, creation of reports including proof reading and submission for processing. Provides support to staff 
when they are organizing training, presenting sessions, and evaluating outcomes of activities. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination.Communicating with 
Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns with management, and/or 
staff. Listens, and responds to inquiries from staff, and/or management courteously and professionally, providing clear 
and accurate information. Conducts self in a supportive and professional manner when organizing training, presenting 
sessions, and evaluating outcomes of activities. Provides regular updates to supervisors, co-workers and staff on the 
status or projects and other assigned work. Maintains an open dialogue with supervisors, co-workers and staff to ensure 
effective and efficient communication.Coaching and Developing Others: Mentors staff by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to 
protocol.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimate the travel and 
material resources needed to perform work activities and stay within the budgetary guidelines and priorities. 
Coordinates and schedules personnel resources to accomplish the goals of the work unit.Assisting and Caring for Others: 
Makes referrals to the Employee Assistance Program and/or other entities as appropriate. Provides knowledgeable 
assistance as needed to internal and external entities in a courteous manner.Monitoring and Controlling Resources: 
Monitors staff resources and equipment in order to inform upper management when additional resources are required 
to accomplish goals.Provide Consultation and Advice to Others: Makes recommendations to upper management for 
change in operations which affect the economy, efficiency and quality of operations and services. Provides management 
and peers with education related to advance program training. Provides technical and educational assistance to public 
health employees, community partners, and other agencies who request it.Judging the Quality of Things, Services or 
People: Assesses the quality of care and services provided to entities by utilizing specific protocol. Evaluates staff’s 
performance based on established measurable SMART goals. Participates in the assessment of potential employees 
during the hiring process.Updating and Using Relevant Knowledge: Maintains working knowledge of laws, regulations, 
regulatory revisions and application of regulations in various settings. Learns new laws, regulations, regulatory revisions 
and application of regulations in various settings. Participates in or provides orientation and training of employees as 
requested. Maintains knowledge of current standards of practice. Reviews relevant current program information. 
Attends called meetings, participates in all programmatic conference calls, and planned conferences related to 
particular field. Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-
service and training programs.Developing Objectives and Strategies: Develops strategies to recruit, retain and train staff 
with the skill to perform multiple duties. Develops processes and plans for care of at-risk population involved in disaster 
situations. Participates in development of strategies to protect, promote and improve the health and prosperity of 
people in Tennessee. Participates in development of Public Health Emergency Preparedness and other public health 
programs.Inspecting Equipment, Structures or Material: Inspects facility or office environments to determine 
environmental safety. e.g., safe water temps, dietary coolers, instrument sterilization equipment. Maintains and 
inspects agency equipment following manufacturer’s specifications in order to assure efficient and accurate 
operation.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the development of cases 
to conclusion. Carries materials to and from different areas of the workplace.Performing Administrative Activities: 
Identifies, develops, and maintains programmatic information needed to support program activities. Enters 
performance management related documents into appropriate data bases as required. Enters, oversees and approves 
staff entry of personal payable time and leave/overtime requests into appropriate data bases as required. Enters, 
oversees and approves entry of travel authorizations and expense claims into appropriate data bases as required. 
Maintains appropriate records of agency inventory and property.Thinking Creatively: Analyzes current processes and 
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assists in development of innovative processes in order to improve program efficiency. Develops and revises tools to 
track and trend information. Participates in developing and designing web applications to enhance electronic 
accessibility.Interacting with Computers: Enters data/information into various computer programs using required 
documentation format. Edits exported data to compile final reports. Records observations and interviews utilizing a 
tablet computer. Imports/exports data prior to/following data collection. Uses state and/or federal program 
applications on a daily basis. Uses web based computer program to approve time and labor and travel expense claims. 
Receives and sends e-mail messages to coordinate scheduling, guidance and other work-related functions. Uses web 
based computer program to input time and labor and travel expense claims. Uses Team Track to request enhancement 
of web applications.Scheduling Work and Activities: Organizes daily work in order to meet time sensitive deadlines. 
Schedules staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and external 
customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits to 
community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Performing General Physical Activities: Performs repetitive computer data entry. 
Navigates all areas of facility for inspection purposes and for validation of information. Walks throughout facilities; 
stands, navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials 
on site weighing up to 25 lbs.Operating Vehicles, Mechanized Devices, or Equipment: Drives state or personally owned 
automobile in all road conditions at any time of day or night for long periods, to reach a worksite destination. Travels to 
and navigates large cities and small towns on both interstate and rural roads.Controlling Machines and Processes: 
Operating a variety of office equipment including but not limited to copiers, scanners, digital cameras, calculators, and 
fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Problem Solving Written Communications Priority Setting Ethics and 
Values Conflict Management Confronting Direct Reports Building Effective Teams Interpersonal Savvy 
ComposureKnowledge: Intermediate knowledge of human behavior and performance displayed through recognition of 
individual differences in ability, personality, interests, learning and motivation. Intermediate knowledge of 
administrative and clerical procedures such as word processing, managing files and records, designing forms, and other 
office procedures and terminology. Intermediate knowledge of nursing, Tennessee law and rules that govern nursing 
and how applicable in a given situation. Intermediate knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources. Intermediate knowledge of computer hardware and software. Intermediate knowledge of the 
principles for providing customer and personal services. Intermediate knowledge of principles, methods, and procedures 
for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and guidance. 
For use especially with evaluations, interims and counseling sessions leading to guidance of employees continuous 
improvement. Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process. The intermediate level of knowledge must be incorporated into the 
daily decisions of the job process to promote equal rights to staff and those you serve. Skills: Intermediate skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Intermediate 
skill to identify problems, review related information, develop and evaluate options, and implement solutions. 
Intermediate knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation. Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Intermediate active learning skills in understanding new and revised 
information. Intermediate social skills in bringing others together to identify solutions or reconcile differences. 
Intermediate skills in organizing and prioritizing workloads according to identified skills and competencies. Intermediate 
skill for teaching/instructing others. Intermediate skill to communicate effectively in writing as appropriate for the needs 
of the audience, for consistent and accurate communication with staff and those you serve. Intermediate skill of 
listening to what other people say, taking time to understand the point being made, and asking appropriate questions. 
Intermediate skill to speak to others and convey information effectively. Intermediate skill to manage one’s own time 
and the time of others in order to meet deadlines. Abilities: Intermediate ability to read and comprehend information 
and ideas being disseminated. Ability to coordinate movement of your arms, legs, and torso together when the body is 
in motion as it relates to touring and inspecting health care facilities. Intermediate ability to use deductive reasoning in 
applying rules to specific problems in order to determine a solution. Ability to maintain balance when in an unstable 



 TN Job Classification Specifications  
September 22, 2020 

position. Intermediate ability to remember information such as words, numbers, pictures and procedures. Basic ability 
to make fast, simple, repeated movements of the fingers, hands, and wrists. Basic ability to match or detect differences 
between colors, including shades of color and brightness. Intermediate ability to analyze and evaluate how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes, as well as identifying 
measures or indicators of system performance/actions needed to improve or correct performance, relative to the goals 
of the system. Intermediate ability to listen and understand verbal communication. Intermediate ability to quickly 
respond to stimuli or signals. Intermediate ability to communicate information and ideas in writing so that others will 
understand. Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). Ability to identify and 
understand the speech of another person to prevent miscommunication related to relaying and receiving vital 
information related to work process at all times. Intermediate ability to combine pieces of information to form general 
rules or conclusions. Intermediate ability to communicate information and ideas in speaking so that others will 
understand. Intermediate ability to identify when something is wrong or likely to go wrong. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Calculator 
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072712 - PUBLIC HEALTH NURSING CON 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2073 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to four years of full-time increasingly responsible professional nursing work.Substitution of 
Experience for Education: Qualifying full-time experience in nursing may be substituted for the required education on a 
year-for-year basis, to a maximum of two years.Substitution of Graduate Education for Experience: Additional graduate 
coursework in nursing may be substituted for the required experience on a year-for-year basis to a maximum of one 
year. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health nursing consulting work of 
considerable difficulty and/or supervisory work of routine difficulty and performs related work as required. 
Distinguishing Features: This class in the Public Health Nursing Con sub-series may supervise or provide oversight to a 
moderate to large statewide program. An employee in this class may supervise professional and sub-professional 
personnel in providing advisory services and nursing consultation. This class differs from that of Public Health Nursing 
Con 1 in that an incumbent of the latter functions at the entry-working level and usually reports to an incumbent of this 
class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Translates written word into verbal examples and validate that 
perception with appropriate persons for use as evidence. Interprets a variety of current human resources rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates laws, rules and regulations both state 
and federal to facility personnel, patients/residents, family members, complainants and peers to facilitate 
understanding and ensure compliance. Communicates with health care providers and other external entities.Evaluating 
Information to Determine Compliance with Standards: Determines compliance with state, federal rules, regulations, and 
standards if deficient practices are identified, determines the extent of the noncompliance and recommends 
appropriate actions. Assesses factual information according to established state and federal protocols in order to reach 
supported conclusions. Review, accept or deny plans of action/correction to determine level of follow-up needed for 
compliance. Reviews state/regional plans in order to communicate and provide input to internal and external 
customers.Processing Information: Reviews surveys, investigations, applications, etc. to verify conclusions of 
compliance/non-compliance. Documents, compiles, and reviews statistical data for internal or external required 
reporting.Monitor Processes, Materials or Surroundings: Reviews, analyzes and interprets information from records to 
determine quality of care and compliance with state and federal rules and regulations. Conducts document reviews, 
observations, interviews to use the information to identify non-compliance with regulatory requirements. Applies 
federal & state rules and regulations in review and decision processes. Conducts site inspections of facilities to assess for 
compliance. Monitors by observation a health care facility's infection control practices.Analyzing Data or Information: 
Reviews medical records to determine medical eligibility or compliance. Organizes and interprets available information 
and materials in order to define existing problems. Reviews laboratory reports, patient records and histories, and 
disease reports in an effort to prevent further spread of disease, e.g., communicable disease. Analyzes relevant 
information from investigation of complaint(s) to determine actions needed. Identifies and analyzes relevant 
information needed to survey the program utilizing the specific survey protocol.Guiding, Directing, and Motivating 
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Subordinates: Leads assigned staff in using relevant information and individual judgment to determine whether 
events/decisions/processes comply with laws, regulations, and standards. Provides/communicates program specific 
information to staff/peers to achieve optimal outcome. Prepares job plans with measurable SMART formula and meets 
with staff to provide clear expectations.Resolving Conflicts and Negotiating with Others: Resolve simple conflicts without 
supervisory input to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintain a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Training 
and Teaching Others: Conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Identifying 
Objects, Actions and Events: Organizes and interprets available information and materials in order to define existing 
problems. Identify work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Organizes, analyzes 
and interprets applicant's medical records to determine if medical eligibility has been met. Identifies common source 
outbreaks and develops processes and plans for care of at-risk population.Staffing Organizational: Conducts interviews 
for job candidates and identifies opportunities with assigned staff to develop/maintain quality staff to accomplish goals 
of the unit. Utilizes available resources for recruitment of qualified candidates.Organizing, Planning, and Prioritizing 
Work: Adheres to specific protocols provided by the state and federal agencies to accomplish all phases of assignments. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Organizes and prioritizes personal workload and the workloads of assigned subordinates using calendars, lists, and 
other facilitators to ensure timely and accurate completion of work. Delegates tasks to assigned subordinates based on 
the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.Making Decisions and Solving Problems: Acts as state witness when services have been 
denied or appealed. Reviews and analyzes information to determine accurate decisions have been made. Determines 
the level of services applicants qualify for in accordance with rules and regulations. Functions as a member of a Public 
Health team in analyzing information in order to achieve best possible outcomes, in individual illnesses or potential 
outbreak situations. Approves travel, time and attendance, training and other related requests submitted by assigned 
subordinates.Documenting/Recording Information: Documents investigations performed for employee relation 
purposes to ensure accurate information is used in decision making. Maintains documentation of survey/investigation 
results for potential appeal/hearings. Maintains documentation to ensure the legal defensibility of employment 
decisions. Documents the performance of assigned staff to ensure accurate and unbiased performance evaluations. 
Update job plans using SMART goals.Communicating with Persons Outside Organization: Demonstrates knowledge and 
skill in providing understandable responses to questions and is articulate in a wide range of difficult communication 
situations. Ensures confidential information/materials are not compromised. Serves as a resource person for the agency 
when communicating with health care facilities and entities. Responds courteously to applicants, licensees, board 
members, government representatives and the public.Performing for or Working Directly with the Public: Provides 
training and education to the public regarding law and rules. Provides training to the public in prevention of spread of 
communicable disease and preparedness for emergency situations as requested and does so in a professional and caring 
manner.Establishing and Maintaining Interpersonal Relationships: Makes frequent contact with community partners, 
using good customer service practices, in order to establish and maintain open lines of communication. Develops a trust 
relationship with these partners in order to maintain a strong public health presence in the area. Maintains professional 
working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and 
effective team operations. Assists others in the completion of their assignments as needed.Developing and Building 
Teams: Successfully functions within assigned group interacting with staff using established protocols being reviewed for 
compliance with state and/or federal regulations. Functions in a supportive, positive, flexible manner in conducting all 
job responsibilities in order to achieve and maintain optimal Public Health Performance Standards. Assists peers in 
training activities by sharing knowledge and skills. Notifies staff as soon as possible with schedule changes and assists 
others with assignments when their workloads become more pressing. Identifies development opportunities 
appropriate for assigned staff to improve team development.Getting Information: Conducts and/or participates in 
activities for obtaining, reviewing and analyzing needed information and or materials such as observations, interviews, 
research, and records review to determine compliance with state and federal rules and regulations. Conducts disease 
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investigation to obtain patient-specific information concerning the patient's disease and disease process. Requests and 
obtains pertinent medical record information to investigate complaints against providers, healthcare facilities, or 
determine patient eligibility or fraud. Review past performance file(s), quality indicator reports, or complaint/incident 
file to determine the appropriate action(s) needed. Contacts potential and current providers related to requirements for 
licensure and/or certification programs.Coordinating the Work and Activities of Others: Assigns tasks in accordance with 
protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently. Provides guidance and participation during completion 
of documentation, creation of reports including proof reading and submission for processing. Provides support to staff 
when they are organizing training, presenting sessions, and evaluating outcomes of activities. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination.Communicating with 
Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns with management, and/or 
staff. Listens, and responds to inquiries from staff, and/or management courteously and professionally, providing clear 
and accurate information. Conducts self in a supportive and professional manner when organizing training, presenting 
sessions, and evaluating outcomes of activities. Provides regular updates to supervisors, co-workers and staff on the 
status or projects and other assigned work. Maintains an open dialogue with supervisors, co-workers and staff to ensure 
effective and efficient communication.Coaching and Developing Others: Mentors staff by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to 
protocol.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimate the travel and 
material resources needed to perform work activities and stay within the budgetary guidelines and priorities. 
Coordinates and schedules personnel resources to accomplish the goals of the work unit.Assisting and Caring for Others: 
Makes referrals to the Employee Assistance Program and/or other entities as appropriate. Provides knowledgeable 
assistance as needed to internal and external entities in a courteous manner.Monitoring and Controlling Resources: 
Monitors staff resources and equipment in order to inform upper management when additional resources are required 
to accomplish goals.Provide Consultation and Advice to Others: Makes recommendations to upper management for 
change in operations which affect the economy, efficiency and quality of operations and services. Provides management 
and peers with education related to advance program training. Provides technical and educational assistance to public 
health employees, community partners, and other agencies who request it.Judging the Quality of Things, Services or 
People: Assesses the quality of care and services provided to entities by utilizing specific protocol. Evaluates staff's 
performance based on established measurable SMART goals. Participates in the assessment of potential employees 
during the hiring process.Updating and Using Relevant Knowledge: Maintains working knowledge of laws, regulations, 
regulatory revisions and application of regulations in various settings. Learns new laws, regulations, regulatory revisions 
and application of regulations in various settings. Participates in or provides orientation and training of employees as 
requested. Maintains knowledge of current standards of practice. Reviews relevant current program information. 
Attends called meetings, participates in all programmatic conference calls, and planned conferences related to 
particular field. Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-
service and training programs.Developing Objectives and Strategies: Develops strategies to recruit, retain and train staff 
with the skill to perform multiple duties. Develops processes and plans for care of at-risk population involved in disaster 
situations. Participates in development of strategies to protect, promote and improve the health and prosperity of 
people in Tennessee. Participates in development of Public Health Emergency Preparedness and other public health 
programs.Inspecting Equipment, Structures or Material: Inspects facility or office environments to determine 
environmental safety. e.g., safe water temps, dietary coolers, instrument sterilization equipment. Maintains and 
inspects agency equipment following manufacturer's specifications in order to assure efficient and accurate 
operation.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the development of cases 
to conclusion. Carries materials to and from different areas of the workplace.Performing Administrative Activities: 
Identifies, develops, and maintains programmatic information needed to support program activities. Enters 
performance management related documents into appropriate data bases as required. Enters, oversees and approves 
staff entry of personal payable time and leave/overtime requests into appropriate data bases as required. Enters, 
oversees and approves entry of travel authorizations and expense claims into appropriate data bases as required. 
Maintains appropriate records of agency inventory and property.Thinking Creatively: Analyzes current processes and 
assists in development of innovative processes in order to improve program efficiency. Develops and revises tools to 
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track and trend information. Participates in developing and designing web applications to enhance electronic 
accessibility.Interacting with Computers: Enters data/information into various computer programs using required 
documentation format. Edits exported data to compile final reports. Records observations and interviews utilizing a 
tablet computer. Imports/exports data prior to/following data collection. Uses state and/or federal program 
applications on a daily basis. Uses web based computer program to approve time and labor and travel expense claims. 
Receives and sends e-mail messages to coordinate scheduling, guidance and other work-related functions. Uses web 
based computer program to input time and labor and travel expense claims. Uses Team Track to request enhancement 
of web applications.Scheduling Work and Activities: Organizes daily work in order to meet time sensitive deadlines. 
Schedules staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and external 
customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits to 
community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Performing General Physical Activities: Performs repetitive computer data entry. 
Navigates all areas of facility for inspection purposes and for validation of information. Walks throughout facilities; 
stands, navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials 
on site weighing up to 25 lbs.Operating Vehicles, Mechanized Devices, or Equipment: Drives state or personally owned 
automobile in all road conditions at any time of day or night for long periods, to reach a worksite destination. Travels to 
and navigates large cities and small towns on both interstate and rural roads.Controlling Machines and Processes: 
Operating a variety of office equipment including but not limited to copiers, scanners, digital cameras, calculators, and 
fax machines. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Problem Solving Written Communications Priority Setting Ethics and 
Values Conflict Management Confronting Direct Reports Building Effective Teams Interpersonal Savvy 
ComposureKnowledge: Intermediate knowledge of human behavior and performance displayed through recognition of 
individual differences in ability, personality, interests, learning and motivation. Intermediate knowledge of 
administrative and clerical procedures such as word processing, managing files and records, designing forms, and other 
office procedures and terminology. Intermediate knowledge of nursing, Tennessee law and rules that govern nursing 
and how applicable in a given situation. Intermediate knowledge of business and management principles involved in 
strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources. Intermediate knowledge of computer hardware and software. Intermediate knowledge of the 
principles for providing customer and personal services. Intermediate knowledge of principles, methods, and procedures 
for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and guidance. 
For use especially with evaluations, interims and counseling sessions leading to guidance of employees continuous 
improvement. Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, 
agency rules, and the democratic political process. The intermediate level of knowledge must be incorporated into the 
daily decisions of the job process to promote equal rights to staff and those you serve. Skills: Intermediate skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Intermediate 
skill to identify problems, review related information, develop and evaluate options, and implement solutions. 
Intermediate knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation. Intermediate skill to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Intermediate active learning skills in understanding new and revised 
information. Intermediate social skills in bringing others together to identify solutions or reconcile differences. 
Intermediate skills in organizing and prioritizing workloads according to identified skills and competencies. Intermediate 
skill for teaching/instructing others. Intermediate skill to communicate effectively in writing as appropriate for the needs 
of the audience, for consistent and accurate communication with staff and those you serve. Intermediate skill of 
listening to what other people say, taking time to understand the point being made, and asking appropriate questions. 
Intermediate skill to speak to others and convey information effectively. Intermediate skill to manage one's own time 
and the time of others in order to meet deadlines. Abilities: Intermediate ability to read and comprehend information 
and ideas being disseminated. Ability to coordinate movement of your arms, legs, and torso together when the body is 
in motion as it relates to touring and inspecting health care facilities. Intermediate ability to use deductive reasoning in 
applying rules to specific problems in order to determine a solution. Ability to maintain balance when in an unstable 
position. Intermediate ability to remember information such as words, numbers, pictures and procedures. Basic ability 
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to make fast, simple, repeated movements of the fingers, hands, and wrists. Basic ability to match or detect differences 
between colors, including shades of color and brightness. Intermediate ability to analyze and evaluate how a system 
should work and how changes in conditions, operations, and the environment will affect outcomes, as well as identifying 
measures or indicators of system performance/actions needed to improve or correct performance, relative to the goals 
of the system. Intermediate ability to listen and understand verbal communication. Intermediate ability to quickly 
respond to stimuli or signals. Intermediate ability to communicate information and ideas in writing so that others will 
understand. Intermediate ability to arrange things or actions in a certain order or pattern according to a specific rule or 
set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). Ability to identify and 
understand the speech of another person to prevent miscommunication related to relaying and receiving vital 
information related to work process at all times. Intermediate ability to combine pieces of information to form general 
rules or conclusions. Intermediate ability to communicate information and ideas in speaking so that others will 
understand. Intermediate ability to identify when something is wrong or likely to go wrong. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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072714 - PUBLIC HEALTH NURSING CON MGR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2074 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to five years of full-time increasingly responsible professional nursing work, including at least one 
year of supervisory experience over professional nurses or one year of statewide oversight of a large 
program.Substitution of Experience for Education: Qualifying full-time experience in nursing may be substituted for the 
required education on a year-for-year basis, to a maximum of two years.Substitution of Graduate Education for 
Experience: Additional graduate coursework in nursing may be substituted for the required non-specialized experience 
on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public health nursing consultant management work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features: This is the managerial class in the Public Health Nursing Con sub-series. This class differs from Public Health 
Nursing Con 2 in that an incumbent of the latter may supervise professional and sub professional personnel in providing 
advisory services and nursing consultation or provide oversight to a moderate to large statewide program. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Determines compliance decisions with state, federal 
rules, regulations, and standards if deficient practices are identified, determines the extent of the noncompliance and 
recommends appropriate actions. Assesses factual information according to established state and federal protocols in 
order to reach supported conclusions. Reviews, accepts or denies plans of action/correction to determine level of 
follow-up needed for compliance. Reviews state/regional plans in order to communicate and provide input to internal 
and external customers.Interpreting the Meaning of Information for Others: Serves as a knowledgeable resource of 
laws, rules and regulations both state and federal in order to communicate that information to facility personnel, 
patients/residents, family members, complainants and peers. Translates written word into verbal examples and 
validates that perception with appropriate persons for use as evidence. Interprets a variety of current human resources 
rules, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates with health care providers and other 
external entities.Processing Information: Reviews surveys, investigations, applications, etc. to justify the conclusions of 
compliance/non-compliance. Oversees, documents, compiles, reviews and analyzes statistical data for internal or 
external required reporting.Monitor Processes, Materials, or Surroundings: Oversees document reviews, observations, 
interviews used to identify non-compliance with regulatory requirements. Oversees the process of record review to 
determine quality of care and compliance with state and federal rules and regulations. Applies federal & state rules and 
regulations in review and decision processes. Oversees site inspections of facilities to assess for compliance. Monitors by 
observation a health care facility's infection control practices.Resolving Conflicts and Negotiating with Others: Resolves 
conflicts to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coordinating the Work and Activities of Others: Provides guidance and participation during completion of 
documentation, creation of reports including proof reading and submission for processing. Assigns tasks in accordance 
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with protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently.  Coordinates overall activities to distribute resources 
according to priority. Coordinates with upper management, peers, and assigned subordinates to facilitate equitable 
workload dissemination. Provides support to staff when they are organizing training, presenting sessions, and evaluating 
outcomes of activities.Analyzing Data or Information: Organizes and interprets available information and materials in 
order to define existing problems. Analyzes relevant information from investigation of complaint(s) to determine actions 
needed. Conducts a job analysis to break down a job into measurable tasks and identify the competencies needed to 
succeed at accomplishing those tasks. Reviews medical records to determine Medical eligibility or compliance and 
justifies the decisions made. Identifies and analyzes relevant information needed to survey the program utilizing the 
specific survey protocol.Communicating with Persons Outside Organization: Ensures confidential information/materials 
are not compromised. Demonstrates knowledge and skill in providing understandable responses to questions and is 
articulate in a wide range of difficult communication situations. Serves as a resource person for the agency when 
communicating with health care facilities and entities. Responds courteously to applicants, licensees, board members, 
government representatives and the public. Speaks clearly and persuasively, demonstrates ability to listen.Training and 
Teaching Others: Coordinates/conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Coordinates/conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Organizing, 
Planning, and Prioritizing Work: Adheres to specific protocols provided by the state and federal agencies to accomplish 
all phases of assignments. Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Organizes and prioritizes personal workload and the workloads of assigned subordinates 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work. Delegates tasks to 
assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work 
and ensure work is completed efficiently, accurately, and timely.Guiding, Directing, and Motivating Subordinates: Leads 
assigned staff in using relevant information and individual judgment to determine whether events/decisions/processes 
comply with laws, regulations, and standards. Provides/communicates program specific information to staff/peers to 
achieve optimal outcome. Facilitates developmental opportunities to improve team development and performance of 
assigned staff. Reviews and prepares job plans with measurable SMART formula and meets with staff to provide clear 
expectations.Performing for or Working Directly with the Public: Coordinates and provides training and education to the 
public regarding law and rules. Coordinates training for the public in prevention of spread of communicable disease and 
preparedness for emergency situations as requested and does so in a professional and caring manner.Identifying 
Objects, Actions, and Events: Organizes and interprets available information and materials in order to define existing 
problems. Organizes, analyzes and interprets applicant's medical records to determine if medical eligibility has been 
met. Establishes work priorities to ensure the most important work is completed first based on departmental, state, and 
federal laws, rules, regulations, and guidelines. Identifies common source outbreaks and develops processes and plans 
for care of at-risk population.Making Decisions and Solving Problems: Provides leadership in analyzing information in 
order to achieve best possible outcomes. Acts as state witness when services have been denied and/or entities request 
appeals/hearings. Determines the level of services applicants qualify for in accordance with rules and regulations. 
Approves travel, time and attendance, training and other related requests submitted by assigned subordinates.Staffing 
Organizational Units: Conducts interviews for job candidates, making hiring recommendations and identifies 
opportunities with assigned staff to develop/maintain quality staff to accomplish goals of the unit. Utilizes available 
resources for recruitment of qualified candidates.Documenting/Recording Information: Reviews investigations 
performed for employee relation purposes to ensure accurate information is used in decision making. Maintains 
documentation of survey/investigation results for potential appeal/hearings. Maintains documentation to ensure the 
legal defensibility of employment decisions. Reviews and documents the performance of assigned staff to ensure 
accurate and unbiased performance evaluations. Reviews and updates job plans using SMART formula.Getting 
Information: Oversees activities for obtaining, reviewing and analyzing needed information and or materials such as 
observations, interviews, research, and records review to determine compliance with state and federal rules and 
regulations. Requests and obtains pertinent medical record information to investigate complaints against providers, 
healthcare facilities, or determine patient eligibility or fraud. Conducts disease investigation to obtain patient-specific 
information concerning the patient's disease and disease process. Reviews past performance file(s), quality indicator 
reports, or complaint/incident file to determine the appropriate action(s) needed.     Contacts potential and current 
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providers related to requirements for licensure and/or certification programs.Establishing and Maintaining Interpersonal 
Relationships: Makes frequent contact with community partners, using good customer service practices, in order to 
establish and maintain open lines of communication. Develops a trust relationship with these partners in order to 
maintain a strong public health presence in the area. Maintains professional working relationships with peers, with 
assigned subordinates, and with upper management to ensure smooth and effective team operations. Assists others in 
the completion of their assignments as needed.Coaching and Developing Others: Mentors staff by providing feedback 
and information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to protocol.Provide 
Consultation and Advice to Others: Makes recommendations to upper management for change in operations which 
affect the economy, efficiency and quality of operations and services. Provides management and peers with education 
related to advance program training. Provides/directs technical and educational assistance to public health employees, 
community partners, and other agencies who request it.Monitoring and Controlling Resources: Monitors staff resources 
and equipment in order to inform upper management when additional resources are required to accomplish 
goals.Communicating with Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns 
with management, and/or staff. Listens, and responds to inquiries from staff, and/or management courteously and 
professionally, providing clear and accurate information. Conducts self in a supportive and professional manner when 
organizing training, presenting sessions, and evaluating outcomes of activities Maintains an open dialogue with 
supervisors, co-workers and staff to ensure effective and efficient communication. Provides regular updates to 
supervisors, co-workers and staff on the status or projects and other assigned work.Interacting With Computers: Edits 
exported data to compile final reports. Enters data/information into various computer programs using required 
documentation format. Uses state and/or federal program applications on a daily basis. Imports/exports data prior 
to/following data collection. Records observations and interviews utilizing a tablet computer. Uses web based computer 
program to approve time and labor and travel expense claims. Uses Team Track to request enhancement of web 
applications. Uses web based computer program to input time and labor and travel expense claims. Receives and sends 
e-mail messages to coordinate scheduling, guidance and other work-related functions.Developing and Building Teams: 
Models effective performance for staff for the purpose of serving as a role model, encouraging success in others, and 
enhancing trust. Assists staff in training activities by sharing knowledge and skills. Interacts and coordinates with staff 
using established protocols being reviewed for compliance with state and/or federal regulations. Functions in a 
supportive, positive, flexible manner in conducting all job responsibilities in order to achieve and maintain optimal 
Public Health Performance Standards. Identifies development opportunities appropriate for assigned staff to improve 
team development. Notifies staff as soon as possible with schedule changes and assists others with assignments when 
their workloads become more pressing.Developing Objectives and Strategies: Coordinates strategies to recruit, retain 
and train staff with the skill to perform multiple duties. Develops processes and plans for care of at-risk population 
involved in disaster situations. Coordinates the development of strategies to protect, promote and improve the health 
and prosperity of people in Tennessee. Coordinates the development of Public Health Emergency Preparedness and 
other public health programs.Assisting and Caring for Others: Makes referrals to the Employee Assistance Program 
and/or other entities as appropriate. Provides knowledgeable assistance as needed to internal and external entities in a 
courteous manner.Performing Administrative Activities: Identifies, develops, and maintains programmatic information 
needed to support program activities. Oversees and approves performance management related documents into 
appropriate data bases as required. Enters performance management related documents into appropriate data bases as 
required. Enters, oversees and approves staff entry of personal payable time and leave/overtime requests into 
appropriate data bases as required. Enters, oversees and approves entry of travel authorizations and expense claims 
into appropriate data bases as required. Oversees maintenance of appropriate records of agency inventory and 
property.Estimating the Quantifiable Characteristics of Products, Events, or Information: Oversees the coordination and 
scheduling of personnel resources to accomplish the goals of the work unit. Estimates the travel and material resources 
needed to perform work activities and stay within the budgetary guidelines and priorities.Thinking Creatively: 
Implements the development of innovative processes in order to improve program efficiency. Develops and revises 
tools to track and trend information. Provides leadership in developing and designing web applications to enhance 
electronic accessibility.Updating and Using Relevant Knowledge: Serves as subject matter expert of laws, regulations, 
regulatory revisions and application of regulations. Ensures knowledge of new laws, regulations, regulatory revisions and 
application of regulations is disseminated to staff. Maintains knowledge of current standards of practice. Reviews 
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relevant current program information. Directs orientation and training of employees as requested. Attends called 
meetings, participates in all programmatic conference calls, and planned conferences related to particular field. 
Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-service and 
training programs.Inspecting Equipment, Structures, or Material: Oversees inspection of facility or office environments 
to determine environmental safety .e.g., safe water temps, dietary coolers, instrument sterilization equipment. 
Maintains and inspects agency equipment following manufacturer's specifications in order to assure efficient and 
accurate operation.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services 
provided to entities by utilizing specific protocol. Evaluates staff performance based on established measurable SMART 
goals. Participates in the assessment of potential employees during the hiring process and recommends candidate for 
hiring.Scheduling Work and Activities: Directs daily work in order to meet time sensitive deadlines. Coordinates 
scheduling of staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and 
external customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits 
to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the 
development of cases to conclusion. Carries materials to and from different areas of the workplace.Operating Vehicles, 
Mechanized Devices, or Equipment: Drives state or personally owned automobile in all road conditions at any time of 
day or night for long periods, to reach a worksite destination. Travels to and navigates large cities and small towns on 
both interstate and rural roads.Performing General Physical Activities: Navigates all areas of facility for inspection 
purposes and for validation of information. Performs repetitive computer data entry. Walks throughout facilities; stands, 
navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials on site 
weighing up to 25 lbs.Controlling Machines and Processes: Operating a variety of office equipment including but not 
limited to copiers, scanners, digital cameras, calculators, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Planning Integrity and Trust Decision Quality Problem Solving Written Communications Motivating 
Others Priority Setting Ethics and Values Directing Others Process Management Conflict Management Building effective 
teams Interpersonal Savvy ComposureKnowledge: Advanced knowledge of human behavior and performance displayed 
through recognition of individual differences in ability, personality, interests, learning and motivation. Advanced 
knowledge of administrative and clerical procedures such as word processing, managing files and records, designing 
forms, and other office procedures and terminology.       Advanced knowledge of nursing, Tennessee law and rules that 
governs nursing and how applicable in a given situation. Advanced knowledge of business and management principles 
involved in strategic planning, resource allocation, human resources, leadership technique, production methods, and 
coordination of people and resources.                   Advanced knowledge of relevant resources, equipment, policies & 
procedures, departmental processes & functions and communication techniques to promote effective security for 
people, data and property.         Advanced knowledge of computer hardware and software.                           Advanced 
knowledge of the principles for providing customer and personal services.                 Advanced knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for 
career counseling and guidance. For use especially with evaluations, interims and counseling sessions leading to 
guidance of employees continuous improvement.               Knowledge of laws, legal codes, court procedures, precedents, 
government regulations, executive orders, agency rules, and the democratic political process. The Advanced level of 
knowledge must be incorporated into the daily decisions of the job process to promote equal rights to staff and those 
you serve. Advanced knowledge of mathematical applications to solve problems.                         Advanced knowledge of 
principles and procedures for personnel recruitment, selection, and training.                        Skills: Advanced skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Advanced skill 
to identify problems, review related information, develop and evaluate options, and implement solutions.                           
Advanced knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation.               Advanced skill to use logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems. Advanced skill to adjust actions in relation to others' actions.                        
Advanced active learning skills in understanding new and revised information.                            Advanced skills in 
organizing and prioritizing workloads according to identified skills and competencies.  Advanced skill for 
teaching/instructing others.                              Advanced skill for securing and appropriate utilization of equipment, 
facilities and other material resources. Advanced skill to communicate effectively in writing as appropriate for the needs 
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of the audience, for consistent and accurate communication with staff and those you serve. Advanced skill of 
determining how a system should work and how changes in conditions, operations, and the environment will affect 
outcomes.                       Advanced skill of listening to what other people say, taking time to understand the point being 
made, and asking appropriate questions.           Advanced skill to monitor and assess the performance of others, or 
organizations to make improvements or take corrective actions.                  Advanced skill to speak to others and convey 
information effectively.                          Advanced skill to be aware of others' reactions and understand why they react as 
they do.                           Advanced skill to consider the relative costs and benefits of potential actions to choose the most 
appropriate one.                       Advanced skill to manage ones own time and the time of others in order to meet 
deadlines.                                                                                        Abilities: Advanced ability to read and comprehend 
information and ideas being disseminated.   Ability to coordinate movement of your arms, legs, and torso together when 
the body is in motion as it relates to touring and inspecting health care facilities.  Ability to see under low light 
conditions as it relates to driving when having to travel to different facilities. Advanced ability to use deductive 
reasoning in applying rules to specific problems in order to determine a solution. Advanced ability to apply selective 
attention to a task over a long period of time without being distracted. Ability to maintain balance when in an unstable 
position. Ability to see objects or movement to one's side when looking straight ahead. Advanced ability to remember 
information such as words, numbers, pictures and procedures. Basic ability to make fast, simple, repeated movements 
of the fingers, hands, and wrists.                             Basic ability to match or detect differences between colors, including 
shades of color and brightness. Advanced ability to analyze and evaluate how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes, as well as identifying measures or indicators of 
system performance/actions needed to improve or correct performance, relative to the goals of the system.              
Advanced ability to listen and understand verbal communication.                 Advanced ability to communicate information 
and ideas in writing so that others will understand. Ability to identify and understand the speech of another person to 
prevent miscommunication related to relaying and receiving vital information related to work process at all times.                               
Advanced ability to combine pieces of information to form general rules or conclusions.                             Advanced ability 
to communicate information and ideas in speaking so that others will understand. Advanced ability to identify when 
something is wrong or likely to go wrong.                      
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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072714 - PUBLIC HEALTH NURSING CON MGR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2075 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to five years of full-time increasingly responsible professional nursing work, including at least one 
year of supervisory experience over professional nurses or one year of statewide oversight of a large 
program.Substitution of Experience for Education: Qualifying full-time experience in nursing may be substituted for the 
required education on a year-for-year basis, to a maximum of two years.Substitution of Graduate Education for 
Experience: Additional graduate coursework in nursing may be substituted for the required non-specialized experience 
on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee.Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional public health nursing consultant management work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features: This is the managerial class in the Public Health Nursing Con sub-series. This class differs from Public Health 
Nursing Con 2 in that an incumbent of the latter may supervise professional and sub professional personnel in providing 
advisory services and nursing consultation or provide oversight to a moderate to large statewide program. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Determines compliance decisions with state, federal 
rules, regulations, and standards if deficient practices are identified, determines the extent of the noncompliance and 
recommends appropriate actions. Assesses factual information according to established state and federal protocols in 
order to reach supported conclusions. Reviews, accepts or denies plans of action/correction to determine level of 
follow-up needed for compliance. Reviews state/regional plans in order to communicate and provide input to internal 
and external customers.Interpreting the Meaning of Information for Others: Serves as a knowledgeable resource of 
laws, rules and regulations both state and federal in order to communicate that information to facility personnel, 
patients/residents, family members, complainants and peers. Translates written word into verbal examples and 
validates that perception with appropriate persons for use as evidence. Interprets a variety of current human resources 
rules, regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Communicates with health care providers and other 
external entities.Processing Information: Reviews surveys, investigations, applications, etc. to justify the conclusions of 
compliance/non-compliance. Oversees, documents, compiles, reviews and analyzes statistical data for internal or 
external required reporting.Monitor Processes, Materials, or Surroundings: Oversees document reviews, observations, 
interviews used to identify non-compliance with regulatory requirements. Oversees the process of record review to 
determine quality of care and compliance with state and federal rules and regulations. Applies federal & state rules and 
regulations in review and decision processes. Oversees site inspections of facilities to assess for compliance. Monitors by 
observation a health care facility's infection control practices.Resolving Conflicts and Negotiating with Others: Resolves 
conflicts to ensure timely and efficient performance and maintain positive working relationships. Demonstrates 
customer service skills in conflict resolution when dealing with unsatisfied customers. Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate 
performance.Coordinating the Work and Activities of Others: Provides guidance and participation during completion of 
documentation, creation of reports including proof reading and submission for processing. Assigns tasks in accordance 
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with protocol, which includes coordinating activities, analysis and decision making related to findings, and scheduling 
meetings to assess the progress and accomplish tasks efficiently.  Coordinates overall activities to distribute resources 
according to priority. Coordinates with upper management, peers, and assigned subordinates to facilitate equitable 
workload dissemination. Provides support to staff when they are organizing training, presenting sessions, and evaluating 
outcomes of activities.Analyzing Data or Information: Organizes and interprets available information and materials in 
order to define existing problems. Analyzes relevant information from investigation of complaint(s) to determine actions 
needed. Conducts a job analysis to break down a job into measurable tasks and identify the competencies needed to 
succeed at accomplishing those tasks. Reviews medical records to determine Medical eligibility or compliance and 
justifies the decisions made. Identifies and analyzes relevant information needed to survey the program utilizing the 
specific survey protocol.Communicating with Persons Outside Organization: Ensures confidential information/materials 
are not compromised. Demonstrates knowledge and skill in providing understandable responses to questions and is 
articulate in a wide range of difficult communication situations. Serves as a resource person for the agency when 
communicating with health care facilities and entities. Responds courteously to applicants, licensees, board members, 
government representatives and the public. Speaks clearly and persuasively, demonstrates ability to listen.Training and 
Teaching Others: Coordinates/conducts agency specific and specialized training for agency employees to comply with 
departmental, state, and federal laws, rules, regulations guidelines, processes, and procedures, facilitating change, and 
improvement initiatives. Coordinates/conducts employee orientations/training meetings as required to educate staff on 
departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures.Organizing, 
Planning, and Prioritizing Work: Adheres to specific protocols provided by the state and federal agencies to accomplish 
all phases of assignments. Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Organizes and prioritizes personal workload and the workloads of assigned subordinates 
using calendars, lists, and other facilitators to ensure timely and accurate completion of work. Delegates tasks to 
assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work 
and ensure work is completed efficiently, accurately, and timely.Guiding, Directing, and Motivating Subordinates: Leads 
assigned staff in using relevant information and individual judgment to determine whether events/decisions/processes 
comply with laws, regulations, and standards. Provides/communicates program specific information to staff/peers to 
achieve optimal outcome. Facilitates developmental opportunities to improve team development and performance of 
assigned staff. Reviews and prepares job plans with measurable SMART formula and meets with staff to provide clear 
expectations.Performing for or Working Directly with the Public: Coordinates and provides training and education to the 
public regarding law and rules. Coordinates training for the public in prevention of spread of communicable disease and 
preparedness for emergency situations as requested and does so in a professional and caring manner.Identifying 
Objects, Actions, and Events: Organizes and interprets available information and materials in order to define existing 
problems. Organizes, analyzes and interprets applicant's medical records to determine if medical eligibility has been 
met. Establishes work priorities to ensure the most important work is completed first based on departmental, state, and 
federal laws, rules, regulations, and guidelines. Identifies common source outbreaks and develops processes and plans 
for care of at-risk population.Making Decisions and Solving Problems: Provides leadership in analyzing information in 
order to achieve best possible outcomes. Acts as state witness when services have been denied and/or entities request 
appeals/hearings. Determines the level of services applicants qualify for in accordance with rules and regulations. 
Approves travel, time and attendance, training and other related requests submitted by assigned subordinates.Staffing 
Organizational Units: Conducts interviews for job candidates, making hiring recommendations and identifies 
opportunities with assigned staff to develop/maintain quality staff to accomplish goals of the unit. Utilizes available 
resources for recruitment of qualified candidates.Documenting/Recording Information: Reviews investigations 
performed for employee relation purposes to ensure accurate information is used in decision making. Maintains 
documentation of survey/investigation results for potential appeal/hearings. Maintains documentation to ensure the 
legal defensibility of employment decisions. Reviews and documents the performance of assigned staff to ensure 
accurate and unbiased performance evaluations. Reviews and updates job plans using SMART formula.Getting 
Information: Oversees activities for obtaining, reviewing and analyzing needed information and or materials such as 
observations, interviews, research, and records review to determine compliance with state and federal rules and 
regulations. Requests and obtains pertinent medical record information to investigate complaints against providers, 
healthcare facilities, or determine patient eligibility or fraud. Conducts disease investigation to obtain patient-specific 
information concerning the patient's disease and disease process. Reviews past performance file(s), quality indicator 
reports, or complaint/incident file to determine the appropriate action(s) needed.     Contacts potential and current 
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providers related to requirements for licensure and/or certification programs.Establishing and Maintaining Interpersonal 
Relationships: Makes frequent contact with community partners, using good customer service practices, in order to 
establish and maintain open lines of communication. Develops a trust relationship with these partners in order to 
maintain a strong public health presence in the area. Maintains professional working relationships with peers, with 
assigned subordinates, and with upper management to ensure smooth and effective team operations. Assists others in 
the completion of their assignments as needed.Coaching and Developing Others: Mentors staff by providing feedback 
and information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks. Monitors/provides feedback on progress toward goals as needed and according to protocol.Provide 
Consultation and Advice to Others: Makes recommendations to upper management for change in operations which 
affect the economy, efficiency and quality of operations and services. Provides management and peers with education 
related to advance program training. Provides/directs technical and educational assistance to public health employees, 
community partners, and other agencies who request it.Monitoring and Controlling Resources: Monitors staff resources 
and equipment in order to inform upper management when additional resources are required to accomplish 
goals.Communicating with Supervisors, Peers, or Subordinates: Communicates programmatic issues and/or concerns 
with management, and/or staff. Listens, and responds to inquiries from staff, and/or management courteously and 
professionally, providing clear and accurate information. Conducts self in a supportive and professional manner when 
organizing training, presenting sessions, and evaluating outcomes of activities Maintains an open dialogue with 
supervisors, co-workers and staff to ensure effective and efficient communication. Provides regular updates to 
supervisors, co-workers and staff on the status or projects and other assigned work.Interacting With Computers: Edits 
exported data to compile final reports. Enters data/information into various computer programs using required 
documentation format. Uses state and/or federal program applications on a daily basis. Imports/exports data prior 
to/following data collection. Records observations and interviews utilizing a tablet computer. Uses web based computer 
program to approve time and labor and travel expense claims. Uses Team Track to request enhancement of web 
applications. Uses web based computer program to input time and labor and travel expense claims. Receives and sends 
e-mail messages to coordinate scheduling, guidance and other work-related functions.Developing and Building Teams: 
Models effective performance for staff for the purpose of serving as a role model, encouraging success in others, and 
enhancing trust. Assists staff in training activities by sharing knowledge and skills. Interacts and coordinates with staff 
using established protocols being reviewed for compliance with state and/or federal regulations. Functions in a 
supportive, positive, flexible manner in conducting all job responsibilities in order to achieve and maintain optimal 
Public Health Performance Standards. Identifies development opportunities appropriate for assigned staff to improve 
team development. Notifies staff as soon as possible with schedule changes and assists others with assignments when 
their workloads become more pressing.Developing Objectives and Strategies: Coordinates strategies to recruit, retain 
and train staff with the skill to perform multiple duties. Develops processes and plans for care of at-risk population 
involved in disaster situations. Coordinates the development of strategies to protect, promote and improve the health 
and prosperity of people in Tennessee. Coordinates the development of Public Health Emergency Preparedness and 
other public health programs.Assisting and Caring for Others: Makes referrals to the Employee Assistance Program 
and/or other entities as appropriate. Provides knowledgeable assistance as needed to internal and external entities in a 
courteous manner.Performing Administrative Activities: Identifies, develops, and maintains programmatic information 
needed to support program activities. Oversees and approves performance management related documents into 
appropriate data bases as required. Enters performance management related documents into appropriate data bases as 
required. Enters, oversees and approves staff entry of personal payable time and leave/overtime requests into 
appropriate data bases as required. Enters, oversees and approves entry of travel authorizations and expense claims 
into appropriate data bases as required. Oversees maintenance of appropriate records of agency inventory and 
property.Estimating the Quantifiable Characteristics of Products, Events, or Information: Oversees the coordination and 
scheduling of personnel resources to accomplish the goals of the work unit. Estimates the travel and material resources 
needed to perform work activities and stay within the budgetary guidelines and priorities.Thinking Creatively: 
Implements the development of innovative processes in order to improve program efficiency. Develops and revises 
tools to track and trend information. Provides leadership in developing and designing web applications to enhance 
electronic accessibility.Updating and Using Relevant Knowledge: Serves as subject matter expert of laws, regulations, 
regulatory revisions and application of regulations. Ensures knowledge of new laws, regulations, regulatory revisions and 
application of regulations is disseminated to staff. Maintains knowledge of current standards of practice. Reviews 
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relevant current program information. Directs orientation and training of employees as requested. Attends called 
meetings, participates in all programmatic conference calls, and planned conferences related to particular field. 
Identifies own learning needs and goals and seeks direction to meet those needs. Attends mandatory in-service and 
training programs.Inspecting Equipment, Structures, or Material: Oversees inspection of facility or office environments 
to determine environmental safety .e.g., safe water temps, dietary coolers, instrument sterilization equipment. 
Maintains and inspects agency equipment following manufacturer's specifications in order to assure efficient and 
accurate operation.Judging the Qualities of Things, Services, or People: Assesses the quality of care and services 
provided to entities by utilizing specific protocol. Evaluates staff performance based on established measurable SMART 
goals. Participates in the assessment of potential employees during the hiring process and recommends candidate for 
hiring.Scheduling Work and Activities: Directs daily work in order to meet time sensitive deadlines. Coordinates 
scheduling of staff attendance at surveys, investigations, hearings and site visits. Coordinates with co-workers and 
external customers in order to achieve program goals. Travel and overnight stays as required. Schedules Food Net visits 
to community partners to maintain vigilance in prevention of outbreaks, schedules and provides annual Fit Testing on 
appropriate internal customers.Handling and Moving Objects: Collects and preserves evidence in order to facilitate the 
development of cases to conclusion. Carries materials to and from different areas of the workplace.Operating Vehicles, 
Mechanized Devices, or Equipment: Drives state or personally owned automobile in all road conditions at any time of 
day or night for long periods, to reach a worksite destination. Travels to and navigates large cities and small towns on 
both interstate and rural roads.Performing General Physical Activities: Navigates all areas of facility for inspection 
purposes and for validation of information. Performs repetitive computer data entry. Walks throughout facilities; stands, 
navigate stairs, stoops and bends torso in order to observe the staff for several hours. Carries required materials on site 
weighing up to 25 lbs.Controlling Machines and Processes: Operating a variety of office equipment including but not 
limited to copiers, scanners, digital cameras, calculators, and fax machines. 
 
Competencies (KSA’s): 
Competencies: Planning Integrity and Trust Decision Quality Problem Solving Written Communications Motivating 
Others Priority Setting Ethics and Values Directing Others Process Management Conflict Management Building effective 
teams Interpersonal Savvy ComposureKnowledge: Advanced knowledge of human behavior and performance displayed 
through recognition of individual differences in ability, personality, interests, learning and motivation. Advanced 
knowledge of administrative and clerical procedures such as word processing, managing files and records, designing 
forms, and other office procedures and terminology.       Advanced knowledge of nursing, Tennessee law and rules that 
governs nursing and how applicable in a given situation. Advanced knowledge of business and management principles 
involved in strategic planning, resource allocation, human resources, leadership technique, production methods, and 
coordination of people and resources.                   Advanced knowledge of relevant resources, equipment, policies & 
procedures, departmental processes & functions and communication techniques to promote effective security for 
people, data and property.         Advanced knowledge of computer hardware and software.                           Advanced 
knowledge of the principles for providing customer and personal services.                 Advanced knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for 
career counseling and guidance. For use especially with evaluations, interims and counseling sessions leading to 
guidance of employees continuous improvement.               Knowledge of laws, legal codes, court procedures, precedents, 
government regulations, executive orders, agency rules, and the democratic political process. The Advanced level of 
knowledge must be incorporated into the daily decisions of the job process to promote equal rights to staff and those 
you serve. Advanced knowledge of mathematical applications to solve problems.                         Advanced knowledge of 
principles and procedures for personnel recruitment, selection, and training.                        Skills: Advanced skill to 
understand completely written sentences and paragraphs in work related documentation and paperwork. Advanced skill 
to identify problems, review related information, develop and evaluate options, and implement solutions.                           
Advanced knowledge of nursing, Tennessee law and rules that govern nursing and how they are applicable in a given 
situation.               Advanced skill to use logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems. Advanced skill to adjust actions in relation to others' actions.                        
Advanced active learning skills in understanding new and revised information.                            Advanced skills in 
organizing and prioritizing workloads according to identified skills and competencies.  Advanced skill for 
teaching/instructing others.                              Advanced skill for securing and appropriate utilization of equipment, 
facilities and other material resources. Advanced skill to communicate effectively in writing as appropriate for the needs 
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of the audience, for consistent and accurate communication with staff and those you serve. Advanced skill of 
determining how a system should work and how changes in conditions, operations, and the environment will affect 
outcomes.                       Advanced skill of listening to what other people say, taking time to understand the point being 
made, and asking appropriate questions.           Advanced skill to monitor and assess the performance of others, or 
organizations to make improvements or take corrective actions.                  Advanced skill to speak to others and convey 
information effectively.                          Advanced skill to be aware of others' reactions and understand why they react as 
they do.                           Advanced skill to consider the relative costs and benefits of potential actions to choose the most 
appropriate one.                       Advanced skill to manage ones own time and the time of others in order to meet 
deadlines.                                                                                        Abilities: Advanced ability to read and comprehend 
information and ideas being disseminated.   Ability to coordinate movement of your arms, legs, and torso together when 
the body is in motion as it relates to touring and inspecting health care facilities.  Ability to see under low light 
conditions as it relates to driving when having to travel to different facilities. Advanced ability to use deductive 
reasoning in applying rules to specific problems in order to determine a solution. Advanced ability to apply selective 
attention to a task over a long period of time without being distracted. Ability to maintain balance when in an unstable 
position. Ability to see objects or movement to one's side when looking straight ahead. Advanced ability to remember 
information such as words, numbers, pictures and procedures. Basic ability to make fast, simple, repeated movements 
of the fingers, hands, and wrists.                             Basic ability to match or detect differences between colors, including 
shades of color and brightness. Advanced ability to analyze and evaluate how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes, as well as identifying measures or indicators of 
system performance/actions needed to improve or correct performance, relative to the goals of the system.              
Advanced ability to listen and understand verbal communication.                 Advanced ability to communicate information 
and ideas in writing so that others will understand. Ability to identify and understand the speech of another person to 
prevent miscommunication related to relaying and receiving vital information related to work process at all times.                               
Advanced ability to combine pieces of information to form general rules or conclusions.                             Advanced ability 
to communicate information and ideas in speaking so that others will understand. Advanced ability to identify when 
something is wrong or likely to go wrong.                      
 
Tools and Equipment Used: 
 Personal Computer Telephone Calculator Printer 
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002360 - PUBLIC HEALTH OFFICE ASSISTANT 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2543 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to two years of full-time customer service delivery and/or clerical/office work. Substitution of Experience for Education:  
Qualifying full-time customer service delivery and/or clerical/office support work may substitute for the required 
education on a year-for-year basis (e.g., experience equivalent to one year of full-time work in one or a combination of 
the above listed fields may substitute for one year of the required education).  Substitution of Education for Experience:  
Course work credit received from an accredited college or university may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the required 
experience)." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method:  Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
"Summary: Under general supervision, performs county or regional health department office work, in a clinic setting, of 
average difficulty; and performs related work as required.  Distinguishing Features:  This is the entry-working level class 
in the Public Health Office sub-series. An incumbent in this class performs some combination of patient registration, 
scheduling, patient checkout, fee/payment collection, accounts reconciliation, insurance, eligibility determination, 
patient education, WIC voucher disbursement, vital records processing, and/or medical records duties, local registrar, 
deputy registrar, lead clerk, TennCare enrollment coordination, and public relations duties; may also perform some 
property and procurement or personnel duties. This class differs from the Public Health Office Supervisor 1 in that an 
incumbent of the latter is head of the office staff in a small county health department (not a satellite site), supervising 
two to four office employees, and assists the county director with administrative duties." 
 
Work Activities: 
"Updating and Using Relevant Knowledge:    Complies with and adapts to current state and federal program and policies 
and all applicable laws. Guiding, Directing, and Motivating Subordinates:    Serves as the sole office employee in a county 
health department or may be head of the office staff in a very small county health department as required.    Supervises 
one office employee or may be the first-line supervisor of a small staff of office employees as required.    Assigns and 
reviews work of staff members, creating job performance plans, interim reviews and final performance evaluations as 
required. Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes and resolves 
grievances and conflicts with others.  Evaluating Information to Determine Compliance with Standards:    Reviews 
departmental policies and procedures to keep abreast of any changes, revisions, or additions.    Complies with all state 
and federal program guidelines, policies and laws to determine eligibility for services. Processing Information:    
Processes the cash drawer and balance, deposits, credit cards, etc. to ensure fiscal accountability. Analyzing Data or 
Information:    Reviews documentation such as income, residency, identification, citizenship, and insurance information 
to determines if client qualifies for services based on information provided.    Analyzes and determines eligibility for 
program services provided by the Department of Health and other referring agencies. Interacting with Computers:    
Interacts with multiple computer software systems and websites to enter and receive information. Training and 
Teaching Others:    Conducts peer training for employees in areas as assigned. Documenting/Recording Information:    
Enters collected data into the Health Department management information systems (e.g. EMR, PTBMIS, etc). 
Communicating with Supervisors, Peers, and Subordinates:    Maintains a positive, constructive and cooperative 
communication with supervisors, peers or subordinates. Performing Administrative Activities:    Performs time-keeping, 
public relations, property and procurement, personnel, and/or medical transcription duties as needed.    Compiles 
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reports as needed.    Provides assistance in a specific program area such as Immunization, Sexually Transmitted 
Infections (STI), Human Immunodeficiency Virus (HIV), Tuberculosis, or Children's Special Services as needed.  
Communicating with Persons Outside Organization:    Informs client of rights and responsibilities for participation in 
various programs.    Serves as liaison between clients and medical providers, the community, and other agencies.    
Serves as liaison with the public to translate or explain or interpret the meaning of information. Getting Information:    
Interviews health department clients for medical, environmental, and administrative services; schedules client 
appointments; informs client of any visit requirements; collects and updates client demographic information for 
registration purposes.     Registers patients to receive all demographic information, income, insurance, proof of ID, 
verification eligibility for services.    Obtains prior authorization from patient, parent, or legal guardian before releasing 
medical information.    Retains and destroys records according to established state and federal guidelines.  Performing 
for or Working Directly with the Public:    Provides direct services and/or assisting the public with all eligible services.  
Processing Information:    Reviews client encounter forms for accuracy after services have been provided.    Determines 
if the information received from clients in the Health Department meets eligibility guidelines.    Enters information into 
database with proper codes.    Assesses patient to provide all potentially eligible services for the client and informs client 
of other services offered by the state.    Prepares medical records for services to be provided, which may include 
attaching necessary forms, encounter labels, or any special instructions for the medical provider or laboratory.    
Compiles appropriate program forms for services requested according to medical record format to ensure continuity for 
efficient clinic flow.      " 
 
Competencies (KSA’s): 
Competencies:    Action Oriented    Approachability    Composure    Customer Focus    Ethics and Values    Integrity and 
Trust    Interpersonal Savvy    Listening    Patience    Written CommunicationKnowledge:    Knowledge of administrative 
and clerical procedures and systems such as word processing, managing files and records, stenography and 
transcription, designing forms, and other office procedures and terminology.    Knowledge of circuit boards, processors, 
chips, electronic equipment, and computer hardware and software, including applications and programming.    
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction.    Knowledge of arithmetic, 
algebra, geometry, calculus, statistics, and their applications. Skills:    Understanding the implications of new information 
for both current and future problem-solving and decision-making.    Giving full attention to what other people are 
saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at 
inappropriate times.    Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems.    Selecting and using training/instructional methods and procedures 
appropriate for the situation when learning or teaching new things.    Using mathematics to solve problems.    
Understanding written sentences and paragraphs in work related documents.    Talking to others to convey information 
effectively.    Communicating effectively in writing as appropriate for the needs of the audience.    Adjusting actions in 
relation to others' actions.    Actively looking for ways to help people.    Being aware of others' reactions and 
understanding why they react as they do.    Managing one's own time and the time of others. Abilities:    The ability to 
generate or use different sets of rules for combining or grouping things in different ways.    The ability to apply general 
rules to specific problems to produce answers that make sense.    The ability to remember information such as words, 
numbers, pictures, and procedures.    The ability to listen to and understand information and ideas presented through 
spoken words and sentences.    The ability to communicate information and ideas in speaking so others will understand.    
The ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, 
pictures, or patterns. The things to be compared may be presented at the same time or one after the other. This ability 
also includes comparing a presented object with a remembered object.    The ability to tell when something is wrong or 
is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.    The ability to 
concentrate on a task over a period of time without being distracted.    The ability to read and understand information 
and ideas presented in writing.    The ability to communicate information and ideas in writing so others will understand.    
The ability to make fast, simple, repeated movements of the fingers, hands, and wrists.    The ability to quickly and 
repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The ability to focus on a single source 
of sound in the presence of other distracting sounds.    The ability to see objects in the presence of glare or bright 
lighting.    The ability to see details at close range (within a few feet of the observer).    The ability to speak clearly so 
others can understand you.    The ability to identify and understand the speech of another person. 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Bar Code Scanner    Credit Card Scanner    Paper Scanner    
Check Scanner    Copy Machine    Calculator    Retail Sales Equipment 
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002364 - PUBLIC HEALTH OFFICE COOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2565 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time customer service delivery and/or clerical/office work. Substitution of Education for Experience: 
Course work credit received from an accredited college or university may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the required 
experience). Substitution of Experience for Education: Qualifying full-time customer service delivery and/or 
clerical/office support work may substitute for the required education on a year-for-year basis (e.g., experience 
equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for one year of 
the required education).   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs county health department office work, in a clinic setting, of average 
difficulty; and performs related work as required. Distinguishing Features: An incumbent in this class serves as the head 
of the office staff supervising one employee or as the sole clerical support in a small county health department, and 
assists the county director with administrative duties. This class differs from the Public Health Office Supervisor 1 in that 
an incumbent of the latter is head of the office staff in a small county health department (not a satellite site), 
supervising two to four office employees, and assists the county director with administrative duties. This class differs 
from the Public Health Office Assistant in that the Public Health Office Assistant does not supervise and is not the sole 
clerical support.  
 
Work Activities: 
Updating and Using Relevant Knowledge:    Reviews departmental policies and procedures to keep abreast of any 
changes, revisions, or additions.Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, 
and resolves grievances and conflicts, or otherwise negotiates with others.Staffing Organizational Units:    Establishes 
job performance plans; makes recommendations to County Director in relation to training, hiring, promotions, 
demotions, dismissals, and other human resources transactions; completes performance evaluations of subordinate 
office staff.Scheduling Work and Activities:    Assigns and trains multiple job tasks.Training, Teaching, Coaching and 
Developing Others:    Identifies the educational needs of others, develops educational or trains programs or classes, and 
teaches or instructs others.    Identifies the developmental needs of others and coaches, mentors, or otherwise helps 
others to improve their knowledge or skills.Guiding, Directing, and Motivating Subordinates:    Trains, supervises and 
evaluates a county health department office staff and its work.Analyzing Data or Information:    Discusses charges for 
services with clients and explains sliding fee scale where applicable.    Reviews and verifies current insurance 
information, financial information, as well as immunization status.Processing and Evaluating Information to Determine 
Compliance with Standards:    Reconciles client ledgers to reflect claim denials and generate statements for unpaid 
balances.    Reviews client encounter forms for accuracy and enters service/encounter data into the health department 
computer system.    Reviews explanation of payment from insurance companies and applies the correct amount to each 
client ledger.    Creates certificate of deposit to allocate funds to proper program area budget codes.    Maintains the 
fiscal accountability for services provided at the health department.    Calculates charges, electronically or manually, to 
initiate the billing process.    Reconciles fees collected with cash drawer report.    Implements refund process for 
overpayments.    Adjusts client’s account upon receiving a returned check and mails a letter requesting payment.    
Collects payments for services rendered.Making Decisions and Solving Problems:    Assists the County Director in the 
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day-to-day operations of a public health office.    Observes and analyzes clinic flow and recommends and/or initiates 
changes as necessary.    Provides guidance and expert advice to management or other groups on technical, systems, or 
process-related topics.Interacting With Computers:    Enters collected data into the health department management 
information system.    Assesses computer database to determine managed care organization assignment and client co-
pay/deductible responsibilities.    Reviews client account balance.Communicating with Supervisors, Peers, or 
Subordinates:    Maintains positive, constructive and cooperative communication by telephone, in written form, email or 
in person with supervisors, peers or subordinates.Monitoring and Controlling Resources:    Assists County Director with 
preparing and monitoring the operating budget.    Prepares purchase requisitions and coordinates deliveries of supplies 
and equipment; makes arrangements for equipment to be loaned to the facility.    Completes annual inventory of state 
and county property.    Monitors inventory and purchasing of supplies.Performing Administrative Activities:    Processes 
and maintains medical and administrative records and reports.    Determines appropriate forms for establishing records 
to comply with state and federal guidelines.    Obtains prior authorization from patient, parent, or legal guardian before 
releasing medical information based on state and federal guidelines/law.    Generates and reconciles periodic reports.    
Prepares medical record for services to be provided, which may include attaching necessary forms, encounter labels, or 
any special instructions for the medical provider or laboratory.Getting Information:    Interviews health department 
clients for medical, environmental, and administrative services while maintaining confidentiality.    Collects and updates 
client demographic information for registration purposes.    Schedules client appointments.    Informs client of any visit 
requirements.Communicating with Persons Outside Organization:    Develops and maintains an on-going, working 
relationship with county government, hospitals, as well as other entities such as the Board of Health, the Department of 
Human Services, and Child Support Services.    Explains role of the County Health Department and provides information 
as requested.    Serves as the health department representative.    Attends city and county government 
meetings.Interpreting the Meaning of Information for Others:    Discusses with clients all possibilities for assistance 
within and outside the health department.    Informs client of rights and responsibilities for participation in various 
programs. 
 
Competencies (KSA’s): 
Competencies:    Written Communications    Customer Focus    Ethics and Values    Integrity and Trust    Patience    
Decision Quality    Problem Solving    Delegation    Directing Others    Time Management    Conflict Management    Drive 
for Results    Approachability    Composure    ListeningKnowledge:    Administration Management    Computers and 
Electronics    Customer and Personal Service    Economics/Accounting    Education and Training    Clerical    Law and 
Government    Personnel and Human ResourcesSkills:    Critical Thinking    Writing    Service Orientation    Social 
Perceptiveness    Active Learning    Active Listening    Speaking    Coordination    Instructing    Reading Comprehension    
Negotiation    Persuasion    Complex Problem Solving    Troubleshooting    Monitoring    Management of Material 
Resources    Management of Personnel ResourcesAbilities:    Written Comprehension    Written Expression    Speech 
Clarity    Time Sharing    Memorization    Oral Comprehension    Oral Expression    Problem Sensitivity    Deductive 
Reasoning    Inductive Reasoning    Selective Attention    Wrist-Finger Speed    Dynamic Flexibility    Near Vision    
Originality 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Bar Code Scanner    Credit Card Scanner    Paper Scanner    
Check Scanner    Copy Machine    Calculator    Retail Sales Equipment 
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002361 - PUBLIC HEALTH OFFICE SUPV 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2544 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to three years of full-time customer service delivery and/or clerical/office support work. Substitution of Experience for 
Education:  Qualifying full-time customer service delivery and/or clerical/office support work may substitute for the 
required education on a year-for-year basis (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience:  Course work credit received from an accredited college or university may substitute for the required 
experience on a year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the 
required experience)." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for supervisory county health department office work of routine 
difficulty and administrative work of routine difficulty; and performs related work as required.  Distinguishing Features:  
This is the first supervisory class in the Public Health Office sub-series. An incumbent in this class is head of the office 
staff in a small county health department (not a satellite site), supervising two to four office employees, and assists the 
county director with administrative duties. This class differs from Public Health Office Supervisor 2 in that an incumbent 
of the latter is head of the office staff in a moderate-sized county health department (not a satellite site), supervising 
five to nine office employees, or supervises a small staff of office employees in two or more county health 
departments." 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, and resolves grievances and 
conflicts, or otherwise negotiates with others.  Staffing Organizational Units:    Establishes job performance plans; makes 
recommendation to County Director in relation to hiring, promotions, demotions, dismissals, and other human resource 
transactions; completes performance evaluations of subordinate office staff.  Updating and Using Relevant Knowledge:    
Reviews departmental policies and procedures to keep abreast of any changes, revisions, or additions. Guiding, 
Directing, and Motivating Subordinates:    Trains, supervises and evaluates a county health department office staff and 
its work. Training, Teaching, Coaching and Developing Others:    Identifies the developmental needs of others through 
coaching and mentoring.    Identifies the educational needs of others through the development of educational or 
training programs. Scheduling Work and Activities:    Assigns and trains multiple job tasks. Communicating with 
Supervisors, Peers, and Subordinates:    Maintains positive, constructive and cooperative communication by telephone, 
in written form, email or in person with  supervisors, peers, or subordinates. Processing and Evaluating Information to 
Determine Compliance with Standards:    Reconciles client ledgers to reflect claim denials and generate statements for 
unpaid balances.    Maintains the fiscal accountability for services provided at the Health Department.    Reconciles fee 
collected with cash drawer report.    Reviews explanation of payment from insurance companies and applies the correct 
amount to each client ledger.    Implements refund process for overpayments.    Creates certificate of deposit to allocate 
funds to proper program area budget codes.    Calculates charges, electronically or manually, to initiate the billing 
process.    Reviews client encounter forms for accuracy and enters service/encounter data into the Health Department 
computer system.    Adjusts client's account upon receiving a returned check and mails a letter requesting payment.    
Collects payments for services rendered. Performing Administrative Activities:    Processes and maintains medical and 
administrative records and reports.    Determines appropriate forms for establishing records to comply with state and 
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federal guidelines.    Obtains prior authorization from patient, parent, or legal guardian before releasing medical 
information based on state and federal guidelines/laws.    Generates and reconciles periodic reports.    Prepares medical 
record for services to be provided, which may include attaching necessary forms, encounter labels, or any special 
instructions from the medical provider or laboratory. Getting Information:    Interviews health department client for 
medical, environmental, and administrative services while maintaining confidentiality.    Collects and updates client 
demographic information for registration purposes.    Schedules client appointments.    Informs client of any visit 
requirements.  Making Decisions and Solving Problems:    Observes and analyzes clinic flow and recommends and/or 
initiates changes as necessary.    Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics.    Assists the County Director in the day-to-day operations of public health office. 
Communicating with Persons Outside Organization:    Serves as the Health Department representative.    Develops and 
maintain an on-going, working relationship with county government, hospitals, as well as other entities such as the 
Board of Health, the Department of Human Services, and Child Support Services.    Explains the role of the County Health 
Department and provides information as requested.    Attends city and county government meetings. Monitoring and 
Controlling Resources:    Assists the County Director with preparing and monitoring the operating budget.    Completes 
annual inventory of state and county properties.    Prepares purchase requisitions and coordinates deliveries of supplies 
and equipment; make arrangements for equipment to be loaned to the facility.    Monitors inventory and purchasing of 
supplies. Interacting with Computers:    Enters collected data into the Health Department's management information 
system.    Assesses computer database to determine managed care organization assignment and client co-
pay/deductible responsibilities.    Reviews client account balance. Analyzing Data or Information:    Reviews and verifies 
current insurance information, financial information, as well as immunization status.    Discusses charges for services 
with clients and explain sliding fee scale where applicable. Interpreting the Meaning of Information for Others:    Informs 
client of rights and responsibilities for participation in various programs.    Discusses with clients all possibilities for 
assistance within and outside the Health Department." 
 
Competencies (KSA’s): 
Competencies:    Approachability    Composure    Conflict Management    Customer Focus    Ethics and Values    Integrity 
and Trust    Listening    Patience    Problem Solving    Time Management    Written CommunicationKnowledge:    
Knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources.    Knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology.    Knowledge of circuit boards, 
processors, chips, electronic equipment, and computer hardware and software, including applications and 
programming.    Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.    
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data.    Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects.    Knowledge of principles and 
procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, 
and personnel information systems. Skills:    Understanding the implications of new information for both current and 
future problem-solving and decision-making.    Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.    Using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems.    Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or 
take corrective action.    Understanding written sentences and paragraphs in work related documents.    Talking to 
others to convey information effectively.    Communicating effectively in writing as appropriate for the needs of the 
audience.    Adjusting actions in relation to others' actions.    Teaching others how to do something.    Bringing others 
together and trying to reconcile differences.    Persuading others to change their minds or behavior.    Actively looking 
for ways to help people.    Being aware of others' reactions and understanding why they react as they do.    Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions.    
Determining causes of operating errors and deciding what to do about it.    Motivating, developing, and directing people 
as they work, identifying the best people for the job.    Managing one's own time and the time of others.   Abilities:    The 
ability to apply general rules to specific problems to produce answers that make sense.    The ability to combine pieces 
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of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).    
The ability to remember information such as words, numbers, pictures, and procedures.    The ability to listen to and 
understand information and ideas presented through spoken words and sentences.    The ability to communicate 
information and ideas in speaking so others will understand.    The ability to come up with unusual or clever ideas about 
a given topic or situation, or to develop creative ways to solve a problem.    The ability to tell when something is wrong 
or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.    The ability to 
concentrate on a task over a period of time without being distracted.    The ability to shift back and forth between two 
or more activities or sources of information (such as speech, sounds, touch, or other sources).    The ability to read and 
understand information and ideas presented in writing.    The ability to communicate information and ideas in writing so 
others will understand.    The ability to make fast, simple, repeated movements of the fingers, hands, and wrists.    The 
ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The ability to see 
details at close range (within a few feet of the observer).    The ability to speak clearly so others can understand you. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Bar Code Scanner    Credit Card Scanner    Paper Scanner    
Check Scanner    Copy Machine    Calculator    Retail Sales Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002362 - PUBLIC HEALTH OFFICE SUPV 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2541 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to four years of full-time customer service delivery and/or clerical/office support work.Substitution of Experience for 
Education:  Qualifying full-time customer service delivery and/or clerical/office support work may substitute for the 
required education on a year-for-year basis (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience:  Course work credit received from an accredited college or university may substitute for the required 
experience on a year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the 
required experience)." 
 
Other Requirements: 
"Necessary Special Qualifications: None.  Examination Method: Education and Experience 100%, for Preferred Service 
positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for supervisory county health department office work of average 
difficulty and administrative work of average difficulty; and performs related work as required.    Distinguishing 
Features:  This is the second supervisory class in the Public Health Office sub-series. An incumbent in this class is head of 
the office staff in a moderate-sized county health department (not a satellite site), supervising five to nine office 
employees, or supervises a small staff of office employees in two or more county health departments. Duties also 
include assisting the county director with administrative duties. This class differs from Public Health Office Supervisor 1 
in that an incumbent of the latter is head of the office staff in a small county health department (not a satellite site), 
supervising two to four office employees. This class differs from Public Health Office Supervisor 3 in that an incumbent 
of the latter is head of the office staff in a large county health department (not a satellite site), supervising ten or more 
office employees, or supervises a moderate-sized staff of office employees in two or more county health departments.      
" 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, and resolves grievances and 
conflicts, or otherwise negotiates with others.  Staffing Organizational Units:    Establishes job performance plans; makes 
recommendation to County Director in relation to hiring, promotions, demotions, dismissals, and other human resource 
transactions; completes performance evaluations of subordinate office staff.  Updating and Using Relevant Knowledge:    
Reviews departmental policies and procedures to keep abreast of any changes, revisions, or additions. Guiding, 
Directing, and Motivating Subordinates:    Trains, supervises and evaluates a county health department office staff and 
its work. Training, Teaching, Coaching and Developing Others:    Identifies the developmental needs of others through 
coaching, mentoring, or otherwise helping others to improve their knowledge or skills.    Identifies the educational needs 
of others through the development of educational or training programs. Scheduling Work and Activities:    Assigns and 
trains multiple job tasks. Communicating with Supervisors, Peers, and Subordinates:    Maintains positive, constructive 
and cooperative communication by telephone, in written form, email or in person with supervisors, peers or 
subordinates. Processing and Evaluating Information to Determine Compliance with Standards:    Reconciles client 
ledgers to reflect claim denials and generate statements for unpaid balances.    Maintains the fiscal accountability for 
services provided at the Health Department.    Reconciles fee collected with cash drawer report.    Reviews explanation 
of payment from insurance companies and applies the correct amount to each client ledger.    Implements refund 
process for overpayments.    Creates certificate of deposit to allocate funds to proper program area budget codes.    
Calculates charges, electronically or manually, to initiate the billing process.    Reviews client encounter forms for 
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accuracy and enters service/encounter data into the Health Department computer system.    Adjusts client's account 
upon receiving a returned check and mails a letter requesting payment.    Collects payments for services rendered. 
Performing Administrative Activities:    Processes and maintains medical and administrative records and reports.    
Determines appropriate forms for establishing records to comply with state and federal guidelines.    Obtains prior 
authorization from patient, parent, or legal guardian before releasing medical information based on state and federal 
guidelines/laws.    Generates and reconciles periodic reports.    Prepares medical record for services to be provided, 
which may include attaching necessary forms, encounter labels, or any special instructions from the medical provider or 
laboratory.  Getting Information:    Interviews health department client for medical, environmental, and administrative 
services while maintaining confidentiality.    Collects and updates client demographic information for registration 
purposes.    Schedules client appointments.    Informs client of any visit requirements.  Making Decisions and Solving 
Problems:    Observes and analyzes clinic flow and recommends and/or initiates changes as necessary.    Provides 
guidance and expert advice to management or other groups on technical, systems, or process-related topics.    Assists 
the County Director in the day-to-day operations of public health office. Communicating with Persons Outside 
Organization:    Serves as  Health Department representative.    Develops and maintains an on-going, working 
relationship with county government, hospitals, as well as other entities such as the Board of Health, the Department of 
Human Services, and Child Support Services.    Explains role of the County Health Department and provides information 
as requested.    Attends city and county government meetings. Monitoring and Controlling Resources:    Assists the 
County Director with preparing and monitoring the operating budget.    Completes annual inventory of state and county 
property.    Prepares purchase requisitions and coordinates deliveries of supplies and equipment; make arrangements 
for equipment to be loaned to the facility.    Monitors inventory and purchasing of supplies. Interacting with Computers:    
Enters collected data into the Health Department management information system.    Assesses computer database to 
determine managed care organization assignment and client co-pay/deductible responsibilities.    Reviews client account 
balance. Analyzing Data or Information:    Reviews and verify current insurance information, financial information, as 
well as immunization status.    Discusses charges for services with clients and explain sliding fee scale where applicable. 
Interpreting the Meaning of Information for Others:    Informs client of rights and responsibilities for participation in 
various programs.    Discusses with clients all possibilities for assistance within and outside the Health Department." 
 
Competencies (KSA’s): 
Competencies:    Approachability    Composure    Conflict Management    Customer Focus    Ethics and Values    Integrity 
and Trust    Listening    Patience    Problem Solving    Time Management    Written CommunicationKnowledge:    
Knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources.    Knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology.    Knowledge of circuit boards, 
processors, chips, electronic equipment, and computer hardware and software, including applications and 
programming.    Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.    
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data.    Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects.    Knowledge of principles and 
procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, 
and personnel information systems. Skills:    Understanding the implications of new information for both current and 
future problem-solving and decision-making.    Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.    Using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems.    Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or 
take corrective action.    Understanding written sentences and paragraphs in work related documents.    Talking to 
others to convey information effectively.    Communicating effectively in writing as appropriate for the needs of the 
audience.    Adjusting actions in relation to others' actions.    Teaching others how to do something.    Bringing others 
together and trying to reconcile differences.    Persuading others to change their minds or behavior.    Actively looking 
for ways to help people.    Being aware of others' reactions and understanding why they react as they do.    Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions.    
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Determining causes of operating errors and deciding what to do about it.    Motivating, developing, and directing people 
as they work, identifying the best people for the job.    Managing one's own time and the time of others.  Abilities:    The 
ability to apply general rules to specific problems to produce answers that make sense.    The ability to combine pieces 
of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).    
The ability to remember information such as words, numbers, pictures, and procedures.    The ability to listen to and 
understand information and ideas presented through spoken words and sentences.    The ability to communicate 
information and ideas in speaking so others will understand.    The ability to come up with unusual or clever ideas about 
a given topic or situation, or to develop creative ways to solve a problem.    The ability to tell when something is wrong 
or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.    The ability to 
concentrate on a task over a period of time without being distracted.    The ability to shift back and forth between two 
or more activities or sources of information (such as speech, sounds, touch, or other sources).    The ability to read and 
understand information and ideas presented in writing.    The ability to communicate information and ideas in writing so 
others will understand.    The ability to make fast, simple, repeated movements of the fingers, hands, and wrists.    The 
ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The ability to see 
details at close range (within a few feet of the observer).    The ability to speak clearly so others can understand you. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Bar Code Scanner    Credit Card Scanner    Paper Scanner    
Check Scanner    Copy Machine    Calculator    Retail Sales Equipment 
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002363 - PUBLIC HEALTH OFFICE SUPV 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2542 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to five years of full-time customer service delivery and/or clerical/office support work. Substitution of Experience for 
Education:  Qualifying full-time customer service delivery and/or clerical/office support work may substitute for the 
required education on a year-for-year basis (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Education 
for Experience:  Course work credit received from an accredited college or university may substitute for the required 
experience on a year-for-year basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the 
required experience)." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience 100%, for Preferred Service 
positions." 
 
Job Overview: 
"Summary: Under general supervision, is responsible for supervisory county health department office work of 
considerable difficulty and administrative work of average difficulty; and performs related work as required.    
Distinguishing Features:  This is the third supervisory class in the Public Health Office sub-series. An incumbent in this 
class is head of the office staff in a large county health department (not a satellite site), supervising ten or more office 
employees, or supervises a moderate-sized staff in two or more county health departments. Duties also include assisting 
the county director with administrative duties. This class differs from Public Health Office Supervisor 2 in that an 
incumbent of the latter is head of the office staff in a moderate-sized county health department (not a satellite site), 
supervising five to nine office employees, or supervises a small staff of office employees in two or more county health 
departments." 
 
Work Activities: 
"Resolving Conflicts and Negotiating with Others:    Handles complaints, settles disputes, and resolves grievances and 
conflicts, or otherwise negotiates with others.  Staffing Organizational Units:    Establishes job performance plans; makes 
recommendation to County Director in relation to hiring, promotions, demotions, dismissals, and other human resource 
transactions; completes performance evaluations of subordinate office staff.  Updating and Using Relevant Knowledge:    
Reviews departmental policies and procedures to keep abreast of any changes, revisions, or additions. Guiding, 
Directing, and Motivating Subordinates:    Trains, supervises and evaluates a county health department office staff and 
its work. Training, Teaching, Coaching and Developing Others:    Identifies the developmental needs of others through 
coaching and mentoring.    Identifies the educational needs of others through the development of educational or 
training programs. Scheduling Work and Activities:    Assigns and trains multiple job tasks. Communicating with 
Supervisors, Peers, and Subordinates:    Maintains positive, constructive and cooperative communication by telephone, 
in written form, email or in person with supervisors, peers or subordinates. Processing and Evaluating Information to 
Determine Compliance with Standards:    Reconciles client ledgers to reflect claim denials and generate statements for 
unpaid balances.    Maintains the fiscal accountability for services provided at the Health Department.    Reconciles fee 
collected with cash drawer report.    Reviews explanation of payment from insurance companies and applies the correct 
amount to each client ledger.    Implements refund process for overpayments.    Creates certificate of deposit to allocate 
funds to proper program area budget codes.    Calculates charges, electronically or manually, to initiate the billing 
process.    Reviews client encounter forms for accuracy and enters service/encounter data into the Health Department 
computer system.    Adjusts client's account upon receiving a returned check and mails a letter requesting payment.    
Collects payments for services rendered. Performing Administrative Activities:    Processes and maintains medical and 
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administrative records and reports.    Determines appropriate forms for establishing records to comply with state and 
federal guidelines.    Obtains prior authorization from patient, parent, or legal guardian before releasing medical 
information based on state and federal guidelines/laws.    Generates and reconciles periodic reports.    Prepares medical 
record for services to be provided, which may include attaching necessary forms, encounter labels, or any special 
instructions from the medical provider or laboratory.  Getting Information:    Interviews health department client for 
medical, environmental, and administrative services while maintaining confidentiality.    Collects and updates client 
demographic information for registration purposes.    Schedules client appointments.    Informs client of any visit 
requirements.  Making Decisions and Solving Problems:    Observes and analyzes clinic flow and recommends and/or 
initiates changes as necessary.    Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics.    Assists the County Director in the day-to-day operations of public health office. 
Communicating with Persons Outside Organization    Serves as the Health Department representative.    Develops and 
maintains an on-going, working relationship with county government, hospitals, as well as other entities such as the 
Board of Health, the Department of Human Services, and Child Support Services.    Explains role of the County Health 
Department and provides information as requested.    Attends city and county government meetings.Monitoring and 
Controlling Resources:    Assists the County Director with preparing and monitoring the operating budget.    Completes 
annual inventory of state and county property.    Prepares purchase requisitions and coordinates deliveries of supplies 
and equipment; make arrangements for equipment to be loaned to the facility.    Monitors inventory and purchasing of 
supplies. Interacting with Computers:    Enters collected data into the Health Department management information 
system.    Assesses computer database to determine managed care organization assignment and client co-
pay/deductible responsibilities.    Reviews client account balance. Analyzing Data or Information:    Reviews and verify 
current insurance information, financial information, as well as immunization status.    Discusses charges for services 
with clients and explain sliding fee scale where applicable. Interpreting the Meaning of Information for Others    Informs 
client of rights and responsibilities for participation in various programs.    Discusses with clients all possibilities for 
assistance within and outside the Health Department.  " 
 
Competencies (KSA’s): 
Competencies:    Approachability    Composure    Conflict Management    Customer Focus    Ethics and Values    Integrity 
and Trust    Listening    Patience    Problem Solving    Time Management    Written CommunicationKnowledge:    
Knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, production methods, and coordination of people and resources.    Knowledge of 
administrative and clerical procedures and systems such as word processing, managing files and records, stenography 
and transcription, designing forms, and other office procedures and terminology.    Knowledge of circuit boards, 
processors, chips, electronic equipment, and computer hardware and software, including applications and 
programming.    Knowledge of principles and processes for providing customer and personal services. This includes 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.    
Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 
reporting of financial data.    Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects.    Knowledge of principles and 
procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, 
and personnel information systems. Skills:    Understanding the implications of new information for both current and 
future problem-solving and decision-making.    Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.    Using 
logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems.    Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or 
take corrective action.    Understanding written sentences and paragraphs in work related documents.    Talking to 
others to convey information effectively.    Communicating effectively in writing as appropriate for the needs of the 
audience.    Adjusting actions in relation to others' actions.    Teaching others how to do something.    Bringing others 
together and trying to reconcile differences.    Persuading others to change their minds or behavior.    Actively looking 
for ways to help people.    Being aware of others' reactions and understanding why they react as they do.    Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions.    
Determining causes of operating errors and deciding what to do about it.    Motivating, developing, and directing people 
as they work, identifying the best people for the job.    Managing one's own time and the time of others.  Abilities:    The 
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ability to apply general rules to specific problems to produce answers that make sense.    The ability to combine pieces 
of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).    
The ability to remember information such as words, numbers, pictures, and procedures.    The ability to listen to and 
understand information and ideas presented through spoken words and sentences.    The ability to communicate 
information and ideas in speaking so others will understand.    The ability to come up with unusual or clever ideas about 
a given topic or situation, or to develop creative ways to solve a problem.    The ability to tell when something is wrong 
or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.    The ability to 
concentrate on a task over a period of time without being distracted.    The ability to shift back and forth between two 
or more activities or sources of information (such as speech, sounds, touch, or other sources).         The ability to read 
and understand information and ideas presented in writing.    The ability to communicate information and ideas in 
writing so others will understand.    The ability to make fast, simple, repeated movements of the fingers, hands, and 
wrists.    The ability to quickly and repeatedly bend, stretch, twist, or reach out with your body, arms, and/or legs.    The 
ability to see details at close range (within a few feet of the observer).    The ability to speak clearly so others can 
understand you. 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Bar Code Scanner    Credit Card Scanner    Paper Scanner    
Check Scanner    Copy Machine    Calculator    Retail Sales Equipment 
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072341 - PUBLIC HEALTH PROGRAM DIR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2122 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional health program work 
including, at least, one year of full-time supervisory work or statewide program oversite.  Substitution of Education for 
Experience: Additional graduate coursework in a business or health related field may be substituted, on a year-for-year 
basis, for one year of the required nonsupervisory experience. Substitution of Experience for Education: Additional 
qualifying professional experience may be substituted for the required education, on a year-for year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional public health program development and administrative work 
of average difficulty and may supervise work of routine difficulty or have statewide responsibility for a small public 
health grant or program; and performs related work as required. Distinguishing Features:  An employee in this class 
provides central office program management and technical consultation to field services staff for a small statewide 
program such as chronic diseases, emergency medical services, child safety, venereal disease, immunization, prenatal, 
health access, speech and hearing, or children with physical disabilities. An incumbent may supervise or provide 
oversight of central office professional staff and other technical and administrative staff who participate in directing 
specific components of the assigned program. This class differs from that of Public Health Program Director 2 in that an 
incumbent of the latter is responsible for work of greater scope and responsibility in a larger program. An employee in 
this class reports to a Public Health Program Director 2, Public Health Program Director 3, or Physician. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events or Information: Determines time, costs, resources and 
materials needed to perform a work activity in a cost effective way.Resolving Conflicts and Negotiating with Others: 
Handles complaints, settles disputes and resolves grievances and conflicts or otherwise negotiates with 
others.Performing Administrative Activities: Develops grants for assigned program. Supervises and participates in the 
preparation and maintenance of a variety of reports related to assigned program. Maintains grants for assigned 
program.Staffing Organizational Units: Makes recommendations on human resource actions such as employment, 
promotion, demotion, transfer, retention and increases for exceptional performance.Developing Objectives and 
Strategies: Facilitates the development of short and long term program strategies. Provides leadership in completing 
needs assessments, resource allocation and program evaluation planning and development for the assigned 
program.Processing Information: Uses relevant information and individual judgment to determine whether events or 
processes comply with laws, regulations or standards.Provide Consultation and Advice to Others: Provides guidance and 
expert advice to management or other groups on technical, systems or process-related topics.Monitoring and 
Controlling Resources: Manages the preparation, submittal and administration of program budget.Making Decisions and 
Solving Problems: Implements decision making process based on sound judgment and credible information.Scheduling 
Work and Activities: Plans effectively and ensures that assigned tasks meet deadlines.Monitor Processes, Materials or 
Surroundings: Monitors applicable policies and procedures to ensure compliance with state and federal guidelines. 
Makes recommendations for changes to applicable policies and procedures as needed.Interpreting the Meaning of 
Information for Others: Communicates and interprets policy and procedures to staff and stakeholders.Developing and 
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Building Teams: Empowers and motivates stakeholders in accomplishing the program's objectives.Training and Teaching 
Others: Identifies the educational needs of others, develops formal educational or training programs or classes and 
teaches or instructs others.Guiding, Directing and Motivating Subordinates: Educates staff and stakeholders concerning 
current policies, procedures and processes. Assigns, trains, supervises and evaluates assigned staff and their 
accomplished duties.Organizing, Planning and Prioritizing Work: Develops specific goals and plans to prioritize, organize 
and accomplish the work. Exhibits flexibility by identifying and completing unassigned tasks.Evaluating Information to 
Determine Compliance with Standards: Evaluates the processes and the stakeholders to ensure compliance with 
program goals and objectives.Updating and Using Relevant Knowledge: Maintains competency by acquiring additional 
knowledge for the job.Coaching and Developing Others: Provides feedback to staff prior to formal evaluations.Getting 
Information: Identifies, prioritizes and shares relevant information from all appropriate sources.Communicating with 
Supervisors, Peers or Subordinates: Maintains contact with other related public health program staff in order to 
coordinate efforts. Communicates effective and professional according to the organization structure and 
guidelines.Communicating with Persons Outside Organization: Performs public contact and liaison work within other 
departments, governmental entities, social and community agencies and others in explaining and interpreting program 
and obtaining desired actions. Communicates effectively and professionally with those outside of the department, 
following the organization structure and guidelines.Analyzing Data or Information: Identifies trends and areas for 
improvement.Interacting with Computers: Uses computers to analyze data or report information.Establishing and 
Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships with others and 
maintain them over time. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Conflict Management Decision Quality Developing Direct Reports and Others 
Ethics and Values Interpersonal Savvy Organizing Presentation Skills Self-Development Written 
CommunicationsKnowledge: Administration and Management Clerical Communications and Media Computers and 
Electronics Customer and Personal Service Economics and Accounting Education and Training Law and Government 
Mathematics Medicine and Dentistry Personnel and Human Resources Public Safety and Security Sociology and 
Anthropology Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring 
Reading Comprehension Science Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation 
Social Perceptiveness Complex Problem Solving Equipment Selection Operation and Control Operations Analysis Quality 
Control Analysis Troubleshooting Judgment and Decision making Systems Analysis Systems Evaluation Management of 
Financial Resources Management of Material Resources Management of Personnel Resources Time Management 
Abilities: Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering Mathematical Reasoning 
Oral Comprehension Oral Expression Problem Sensitivity Selective Attention Speed of Closure Time Sharing Visualization 
Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computers Copiers Projectors Fax Machines Telecommunication Devices, Fixed and Portable State VehicleOther 
equipment as needed 
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072342 - PUBLIC HEALTH PROGRAM DIR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2132 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time increasingly responsible professional health program work 
including, at least, two years of full-time supervisory work or statewide program oversite. Substitution of Education for 
Experience:  Additional graduate coursework in a business or health related field may be substituted, on a year-for-year 
basis, for one year of the required nonsupervisory experience. Substitution of Experience for Education:  Additional 
qualifying professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under direction, is responsible for professional public health program development and administrative work 
of considerable difficulty and may supervise work of average difficulty or have statewide responsibility for a large public 
health grant or program; and performs related work as required. Distinguishing Features:  An employee in this class 
provides central office program management and major technical consultation to field services staff for a large 
statewide public health program.  An incumbent may supervise or provide oversite of central office professional staff 
and other technical and administrative staff who participate in directing specific components of a major program or 
have statewide responsibility for a large public health grant or program.  This class differs from that of Public Health 
Program Director 1 in that an incumbent of the latter performs work of lesser scope and responsibility.  This class differs 
from that of Public Health Program Director 3 in that an incumbent of the latter is responsible for directing all functions 
of a public health program as a whole. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Engages community stakeholders in tasks related to accomplishing 
program goals and objectives. Estimating the Quantifiable Characteristics of Products, Events or Information: 
Determines time, costs, resources and materials needed to perform a work activity in a cost effective way.Resolving 
Conflicts and Negotiating with Others: Handles complaints, settles disputes and resolves grievances and conflicts or 
otherwise negotiates with others.Monitoring and Controlling Resources: Manages the preparation, submittal and 
administration of program budgets. Conducts grant development, administration and monitoring to ensure compliance 
with grant requirements. Works with others to monitor and control resources and oversee program 
expenditures.Evaluating Information to Determine Compliance with Standards: Evaluates the processes and works with 
stakeholders to ensure compliance with program goals and objectives. Uses relevant information and individual 
judgment to determine whether events or processes comply with laws, regulations or standards.Provide Consultation 
and Advice to Others: Provides guidance and expert advice to management or other groups on technical, systems, 
process-related topics and programmatic issues.Performing Administrative Activities: Develops and maintains grants for 
assigned program. Supervises and participates in the preparation and maintenance of a variety of reports related to 
assigned program. Performs a variety of general administrative duties to support program operations.Developing 
Objectives and Strategies: Facilitates the development of short and long term program strategies. Provides leadership in 
completing needs assessments, resource allocation and program evaluation planning and development for the assigned 
program.Interpreting the Meaning of Information for Others: Communicates and interprets policy and procedures to 
staff and stakeholders.Communicating with Supervisors, Peers or Subordinates: Maintains contact with other related 
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public health program staff in order to coordinate efforts. Communicates effectively and professional according to the 
organization structure and guidelines.Communicating with Persons Outside Organization: Performs public contact and 
liaison work within other departments, governmental entities, social and community agencies and others in explaining 
and interpreting program goals and objectives. Communicates effectively and professionally with those outside of the 
department following the organizational structure and guidelines.Coaching and Developing Others: Identifies the 
professional development needs of others and coaches, mentors or otherwise helps others to improve their knowledge 
or skills.Getting Information: Gathers and provides information to management for programmatic decisions and other 
analyses. Conducts complex research in electronic applications, paper files and interpersonally to gather data for 
preparing reports. Gathers information from internal and external sources to update and maintain programmatic and 
fiscal records and reports.Making Decisions and Solving Problems: Interprets and enforces existing policies and 
procedures. Implements decision making processes based on agency policies and procedures, sound judgment and 
credible information.Scheduling Work and Activities: Plans effectively and ensures that program tasks and projects meet 
deadlines. Ensures all staff is accountable in performing assigned job responsibilities.Interacting With Computers: Uses 
computers to analyze data or report information. Utilizes computer software application such as Word, Excel and 
PowerPoint.Developing and Building Teams: Encourages and builds mutual trust, respect and cooperation among team 
members. Fosters a respectful workplace environment.Organizing, Planning and Prioritizing Work: Develops specific 
goals and plans to prioritize, organize and accomplish the work. Exhibits initiative and flexibility by identifying and 
completing unassigned tasks.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with others and maintains them over time.Updating and Using Relevant Knowledge: 
Maintains core competency by acquiring additional knowledge through professional development such as training 
seminars and workshops. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Directing Others Customer Focus Delegation Directing Others Managerial Courage 
Motivating Others Organizing Presentation Skills Problem Solving Written CommunicationsKnowledge: Administration 
and Management Clerical Communications and Media Computers and Electronics Customer and Personal Service 
Economics and Accounting Education and Training Law and Government Mathematics Personnel and Human Resources 
Skills: Active Learning Active Listening Critical Thinking Mathematics Monitoring Reading Comprehension Speaking 
Writing Coordination Service Orientation Social Perceptiveness Complex Problem Solving Operation and Control Quality 
Control Analysis Judgment and Decision Making Systems Analysis Systems Evaluation Management of Financial 
Resources Management of Material Resources Management of Personnel Resources Time Management Abilities: 
Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering Mathematical Reasoning Oral 
Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Time Sharing Visualization Written 
Comprehension Written Expression 
 
Tools and Equipment Used: 
 Personal Computers Telephone Fax Machine Printer Scanner Copier Calculators Electronic Devices Smart PhoneOther 
office related equipment as required 
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072343 - PUBLIC HEALTH PROGRAM DIR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2133 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072356 - PUBLIC HEALTH REG A & P COOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3034 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master’s degree in public health. 
OR Graduation from an accredited college or university with a master’s degree in health care administration, business 
administration, public administration, community health, or heath or medical statistics, and two years of professional 
work experience in the field of public health. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for public health program analysis and coordination of considerable 
difficulty and performs related work as required. Distinguishing Features:  An employee in this class will work in the 
regional or central offices in the Department of Health and develop a working knowledge of all public health programs 
through the analysis of program requirements and protocols, related productivity data and direct observation and 
experience. The employee will combine academic knowledge of population based public health with hands on public 
health experience to appropriately assess the strengths and weaknesses of various programs and activities and ascertain 
their potential impact on population health. The employee will also be expected to complete additional training in 
performance management concepts in order to advise management in regards to program analysis and overall program 
effectiveness as well as training to develop and enhance leadership skills. 
 
Work Activities: 
Developing Objectives and Strategies:    Performs research for grant opportunities and writes grants as directed for our 
organization or partnering agencies.     Becomes a certified Baldrige examiner and facilitates the Baldrige application 
process, performance management and Lean thinking events to address weaknesses both locally and regionally.    
Works with the management team to establish goals that are specific, measurable, achievable, relevant, and time-
bound for each county.    Oversees the annual health department assessment process by making suggestions for 
improvement and tracking the progress of the counties' strategic plans quarterly.    Coordinates the staff and patient 
satisfaction survey processes. Distributes surveys, analyzes the results, presents results to staff and assists management 
in developing action plans to address areas in need and mitigating potential barriers to success.   Assists local and 
regional management in tracking the progress of these action plans and in identifying by collaborating with appropriate 
staff and partners.Training and Teaching Others:    Identifies the educational needs of staff, develops formal educational 
or training programs or classes and trains or instructs others.     Conducts agency-specific and specialized training for 
agency employees to comply with departmental, state and federal laws, rules, regulations, guidelines, processes and 
procedures, facilitating change and improvement initiatives.    Completes additional training in performance 
management concepts in order to advise management in regards to program analysis and overall program effectiveness 
as well as training to develop and enhance leadership.    Coordinates and presents the introduction to public health 
portion of new employee orientation.    Trains members of the health council and teaches council members how to 
diagnose community problems, including strategic planning processes and assessment.Thinking Creatively:    
Investigates no-show rates within the department and outside the organization to determine more efficient ways to 
decrease the probability of no-shows.    Develops, designs and creates innovative strategies, applications, ideas and 
relationships or products that better serve our populations.    Examines all aspects of local health department operations 
and using Lean, 5-S and other management tools to streamline procedures and protocols.    Acts as a Special Project 
Coordinator for all manner of public health programs and initiatives in the public health region.Analyzing Data or 
Information:    Examines a variety of data, including financial, demographic, and productivity, to maximize efficiency.    
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Analyzes patient and provider data for the purpose of assuring both appropriate quantitative and qualitative public 
health service.    Analyzes county health data including measures which contribute to county health rankings and looks 
for viable opportunities for improvement and presents those to local health councils.Interacting With Computers:    Uses 
computer systems to enter data, utilize email and office productivity tools.    Uses Survey Gizmo in the creation and 
administration of surveys and the data manipulation of the results.    Utilizes spreadsheets, charts and graphs to create 
new and better ways of examining all productivity measures currently used in the region.Processing Information:    
Develops additional ways to examine data sets to allow various comparisons to be made and tracked over time.    
Compiles, codes, categorizes, calculates, tabulates or verifies information or data from local health department 
productivity measures.    Interprets Relative Value Units, Encounters, WIC participation, EPSDT’s, Family Planning 
participation and other reports.Evaluating Information to Determine Compliance with Standards:    Trains in Quality 
Improvement standards, even assisting the QI Director on occasional audits, and develops new and innovative means of 
measuring progress and achieving higher standards.    Works with QI Director to ensure compliance with new standards 
once released by developing both training and other interpretive materials for use in local clinics.    Assesses facility 
needs based on regulations for providing a hygienic, safe work environment; (e.g., TOSHA, OSHA, Division of Radiological 
Health) and assists County Health Department Directors in assuring compliance.Interpreting the Meaning of Information 
for Other:    Communicates and interprets policy and procedures to staff and stakeholders.    Creates easy to follow 
explanations of all productivity measures used on a regular basis.Judging the Qualities of Things, Services, or People:    
Performs an overall assessment of a public health region by studying all regional reports, county assessments, 
community assessments, QI Audits and other resources to determine strengths and weaknesses of regional operations 
as a whole and determining the impact on population health.    Assess the strengths and weaknesses of various 
programs and activities and ascertain their potential impact on population health.Making Decisions and Solving 
Problems:    Contributes meaningfully to regional management meetings bringing the ability to analyze data together 
with knowledge of public health functions and programs.    Combines academic knowledge of population based public 
health with hands on public health experience to appropriately assess the strengths and weaknesses of various 
programs and activities and make suggested changes that positively impact both. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Career Ambition    Process Management    Decision Quality    Problem Solving    
Technical Learning    Presentation Skills    Planning    OrganizingKnowledge:    Administration and Management    
Customer and Personal Service    Education and Training    Economics and AccountingSkills:    Time Management    
Complex Problem Solving    Active Learning    Active Listening    Critical Thinking    Judgment and Decision Making    
Speaking    Systems Analysis    Systems EvaluationAbilities:    Written Expression    Deductive Reasoning    Oral 
Comprehension    Originality    Problem Sensitivity    Written Comprehension    Inductive Reasoning    Oral Expression    
Mathematical Reasoning    Selective Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    IPhone    IPad    Scanner    Calculator 
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072357 - PUBLIC HEALTH REG ADMIN 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3035 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072354 - PUBLIC HEALTH REG ASST DIR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2093 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of any professional public health experience, or experience involved in fiscal and personnel management within a public 
health setting, of which two years must include supervisory or managerial experience. Substitution of Experience for 
Education: Qualifying full-time professional public health experience, or experience involved in fiscal or personnel 
management within the public health setting may be substituted for the required education on a year-for-year basis, to 
a maximum of four years (e.g., experience equivalent to one year of full-time work may substitute for one year of 
required education). Substitution of Graduate Course work for the required experience: Graduate course work credit 
received from an accredited college or university in health, public health, health education, public health administration, 
or education administration may be substituted for the required experience, on a month-for-month basis, to a 
maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute 
for one year of required experience) there being no substitution for the required two years of supervisory or managerial 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health administrative, program 
management, and supervisory work of considerable difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class assists the director of a public health region in accomplishing all operations in the 
specified region. Though the emphasis of the work may be administrative services type duties, significant time is 
expanded in actual program monitoring and supervision of health field professionals. This class differs from that of 
Public Health Regional Director in that the incumbent of the latter exercises supervision over assistant directors and 
performs work of greater scope and complexity. 
 
Work Activities: 
Making Decisions and Solving Problems:    Develops and maintains a good working knowledge of all regional programs.    
Complies with the work activities as outlined in the Public Health County Director 3 job specification.     Oversees patient 
and provider data collection for the purpose of managing public health services.    Analyzes information and evaluates 
results to choose the best solution and solve problems.     Reviews the collection and examination of a variety of data 
including financial, demographic, productivity, and services provided.     Updates and applies new knowledge to the job.    
Observes, receives, and otherwise obtains information from all relevant sources.    Compiles, codes, categorizes, 
tabulates, audits, and verifies information or data.Monitoring and Controlling Resources:    Oversees the day to day 
operations of the regional health facility; assesses facility needs; prepares capital maintenance and improvement 
requests; ensures compliance with state and federal regulations (e.g., TOHSA, OSHA, County Codes); coordinates and 
secures maintenance services; purchases equipment and furnishing for new and existing facilities.    Monitors and 
controls resources and oversees the spending of money.    Requests funding from county government and presents 
budget annually.    Manages budget for the provision of health services.    Monitors expenditures and revenues for local 
health.    Reviews regional appropriation by comparing allocations versus the need.Guiding, Directing, and Motivating 
Subordinates:    Fosters a customer centered culture emphasizing a commitment to the health and well being of internal 
and external customers.    Promotes a harmonious work environment among staff seeking their participation and input 
by fostering team building.    Encourages and builds mutual trust, respect, and cooperation among team members.    
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Provides guidance and direction to subordinates, including setting performance standards and monitoring performance.    
Identifies the development needs of others by coaching, mentoring, or otherwise helping others to improve their 
knowledge or skills.Communicating with Supervisors, Peers, Subordinates, and Persons outside the Organization:    
Develops and maintains effective working relationships through effective communications with local and regional public 
health department staff, community leaders, health councils, agencies, organizations, the media, institutions, and citizen 
groups.    Provides clear concise communications in regard to departmental goals, policies, procedures, and 
accomplishments.    Represents the Department of Health in a professional manner when communicating with the 
public and other outside agencies.    Provides information to supervisors, co-workers, and subordinates by telephone, in 
written form, e-mail or in person.Resolving Conflicts and Negotiating with Others:    Handles complaints, settles 
disputes, and resolves grievances and conflicts or otherwise negotiates with others.    Responds immediately and 
effectively to all potential conflicts working toward a resolution in a timely manner.    Negotiates skillfully in difficult 
situations with internal and external customers.Staffing Organizational Units:    Evaluates job performance and conducts 
any needed disciplinary actions per Department of Human Resources and/or county rules and regulations.    Recruits, 
interviews, select, hires, and promote employees in regional and local health departments.    Provides support to County 
Directors and regional office staff in the areas of workforce management and development.Developing Objectives and 
Strategies:    Assures goals and objectives are aligned with Department of Health strategic plan.    Works with core 
management staff, County Directors, and local management teams to establish county specific S.M.A.R.T. goals.    
Assesses and evaluates population based health needs in the region/counties.Organizing, Planning, and Prioritizing:    
Establishes daily priorities based on critical needs using time efficiently and effectively.    Schedules events, programs, 
and activities, as well as the work of others.    Delegates tasks and decisions as appropriate to subordinates.Evaluate 
Information to Determine Compliance with Standards:    Monitors all Quality Improvement Standards to ensure 
compliance.    Ensures compliance with state and federal rules and regulations. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Building Effective Teams    Customer Focus    Ethics and Values    
Integrity and Trust    Directing Others    Conflict Management    Hiring and Staffing    Written 
CommunicationsKnowledge:    Administration and Management    Customer and Personal Service    Personnel and 
Human Resources    Law and Government    Psychology    Public Safety and Security    Sales and Marketing    
Mathematics    DesignSkills:    Critical Thinking    Judgment and Decision Making    Management of Personnel Resources    
Complex Problem Solving    Active Listening    Management of Financial Resources    Time Management    Negotiation    
Writing    Management of Material ResourcesAbilities:    Oral Comprehension    Speech Clarity    Deductive Reasoning    
Oral Expression    Problem Sensitivity    Written Comprehension    Inductive Reasoning    Originality    Time Sharing 
 
Tools and Equipment Used: 
    Computer    Printer    Fax    Copier    Scanner    Telephone    Projector    Smart Phone    Smart Board    Social Media 
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072355 - PUBLIC HEALTH REG DIRECTOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2134 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072942 - PUBLIC HEALTH REG REGUL PG MGR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3334 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of full-time professional experience in investigative, public health, hospital administration, or 
managed healthcare administration work (for example, with Medicaid, TennCare, or other health maintenance 
organizations). Substitution of Experience for Education:  Qualifying full-time professional nursing experience may 
substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed as a Registered Nurse in the State of Tennessee. A valid motor vehicle 
operator license may be required. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for managerial work of considerable difficulty and supervisory work of 
considerable difficultly; and performs related work as required. Distinguishing Features:  An employee in this class 
manages staff performing a variety of public health functions in a region of the state, including health facilities 
surveying, complaint investigation against licensed and/or certified healthcare facilities, and civil rights admissions 
compliance. This class supervises and differs from the Public Health Nursing Consultant 2 in that the incumbent of the 
latter supervises the survey team in the healthcare facility and reviews the team’s work for completeness and 
compliance with state and federal rules and regulations.  
 
Work Activities: 
Making Decisions and Solving Problems:    Reviews and analyzes information to determine if accurate decisions have 
been made.    Approves, directly or tacitly, all transactions completed by assigned subordinates and assigned internal 
business partners to ensure accuracy and compliance with standards.    Approves travel, time and attendance, training, 
and other related requests submitted by assigned subordinates to ensure compliance with departmental, state, and 
federal laws, rules, regulations, guidelines and processes.    Assists supervisory personnel and surveyors in solving 
problems encountered during on site surveys to ensure appropriate action is taken. Identifying Objects, Actions, and 
Events:    Organizes and interprets available information and materials in order to define existing problems.    Identifies 
changes to state or federal regulations to update standard operating procedures and ensure that the teams work is in 
compliance with the most current standards.    Identifies work priorities to ensure the most important work is 
completed first based on supervisory guidance, departmental, state, and federal laws, rules, regulations, and guidelines. 
Communicating with Person Outside Organization:    Testifies in hearings on behalf of state and federal government as 
required related to the results of healthcare facility surveys.    Communicates with providers, local government, and the 
general public when asked questions about rules and regulations pertaining to healthcare facility operations.    
Communicates with federal regulatory agency regarding healthcare facility activities. Organizing, Planning, and 
Prioritizing Work:    Adheres to specific rules and regulations provided by state and federal agencies to accomplish all 
phases of assignments.    Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work.    Delegates tasks to assigned subordinates based on the competencies they possess and 
ensure work is completed efficiently, accurately, and timely. Developing Objectives and Strategies:    Develops 
performance plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in 
their role.    Participates in the development of strategies to protect, promote, and improve the health and prosperity of 
people in Tennessee.    Develops strategies to recruit, retain, and train staff with the skill to perform multiple duties.    
Develops strategies and objectives for assigned region to enhance performance and improve organizational efficiency. 
Coaching and Developing Others:    Identifying the developmental needs of others and coaching, mentoring, or 
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otherwise helping others to improve their knowledge or skills. Monitor Processes, Materials, or Surroundings:    Reviews 
documentation which includes medical record review, observations and staff interviews for determining compliance 
with state and federal rules and regulations during certification, licensing, and complaint surveys.    Reviews, analyzes, 
and interprets information from the survey to determine quality of care and compliance with state and federal rules and 
regulations.    Applies federal and state rules and regulations in review and decision processes.    Monitors costs and 
expenditures related to contracts and travel claims to ensure compliance with budgetary constraints.    Monitors time 
and labor during each pay period to identify timekeeping issues and exceptions.    Monitors performance/quality of the 
assigned regional office within the state related to performance of surveys in accordance with state and federal 
guidelines.    Monitors supervisory personnel to ensure performance documents are completed timely and 
accurately.Judging the Qualities of Things, Services, or People:    Evaluates staff's performance based on established 
measurable Specific, Measurable, Achievable, Relevant, and Time (SMART) goals.    Participates in the assessment of 
potential employees during the hiring process.    Assesses the quality of the work of assigned subordinates to inform, 
advice and guidance related to performance management, employee development, and the survey process. Getting 
Information:    Researches policies, procedures, guidelines, rules, regulations, and laws related to quality of care within   
healthcare facilities throughout the State of Tennessee to ensure compliance.    Reviews past survey results, quality 
indicator reports, or complaint/incident files to determine the appropriate action needed.    Contacts and/or consults 
with potential and current providers related to requirements for licensure and/or certification programs.    Attends 
management meetings and conferences/conference calls to gather information on new policies, procedures, best 
practices, and other changes. Evaluating Information to Determine Compliance with Standards:    Determines 
compliance with state and federal rules, regulations, and standards if deficient practices are identified, and determines 
the extent of the noncompliance and recommends appropriate actions.    Evaluates performance documents of agency 
employees submitted by supervisory personnel for compliance with performance evaluation guidelines.    Reviews, 
accepts, or denies plans of action/correction for enforcement surveys of healthcare facilities to determine level of 
follow-up needed for compliance.    Performs informal desk review of deficiencies cited on health care facility surveys as 
requested by the provider. Analyzing Data or Information:    Analyzes periodic required survey reports in order to 
improve processes and communicate results to higher management.    Analyzes and processes rules and regulations 
using federal and state guidance to develop recommendations for change in operations and/or the survey process.    
Analyzes the workforce within assigned region in order to assign training to maintain sufficient staff that is proficient in 
each provider category (i.e., hospital, home health agency, etc.). Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Estimates the time, resources, and materials needed to conduct a healthcare facility survey. 
Processing Information:    Collects and reviews human resources transaction documents for employee appointments, 
promotions, and transfers.    Prepares a variety of reports with recommendations for action in areas including the survey 
process, regional office efficiency, and staff and provider training.    Documents, compiles, and reviews statistical data 
for internal or external required reporting.Interpreting the Meaning of Information for Others:    Communicates laws, 
rules, and regulations to facility personnel, patients/residents, family members, complainants, and peers to facilitate 
understanding and ensure compliance. Establishing and Maintaining Interpersonal Relationships:    Maintains 
professional working relationships with peers, assigned subordinates, and with upper management to ensure smooth 
and effective team operations.    Makes frequent contact with community partners, using good customer service 
practices, in order to establish and maintain open lines of communication. Develops a trust relationship with these 
partners in order to maintain a strong public health presence in the area.    Networks with provider associations to 
ensure open dialogues exist and to facilitate a unified effort to provide quality healthcare to the citizens of the State of 
Tennessee. Resolving Conflicts and Negotiating with Others:    Serves as a mediator for assigned subordinates and peers 
to upper management.    Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and 
productive work environment.    Demonstrates customer service skills in conflict resolution when dealing with 
unsatisfied customers. Monitoring and Controlling Resources:    Provides input into budgetary decisions to upper 
management for each fiscal year. Updating and Using Relevant Knowledge:    Actively seeks out work related 
developmental opportunities for self and assigned subordinates to improve performance and team efficiency.    
Periodically reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules regulations, and best practices.    Attends training as required to ensure continual learning 
and current knowledge of the field.    Ensures subordinates are properly trained and kept up to date on current rules and 
regulations pertaining to multiple healthcare facility categories. Thinking Creatively:    Develops and revises tools to track 
and trend information.    Analyzes current processes and assists in development of innovative processes in order to 
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improve program efficiency.    Incorporate departmental, state and federal laws, rules, regulations, and policies into 
team best practices and standard operating procedures for efficiency and compliance purposes. Training and Teaching 
Others:    Oversees training of regional staff to comply with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitating change, and improvement initiatives. Staffing Organizational Units:    
Recruiting, interviewing, selecting, hiring, and promoting employees in an organization. Performing for or Working 
Directly with the Public:    Provides training and education to the public regarding healthcare facility rules and 
regulations. Developing and Building Teams:    Functions in a supportive, positive, flexible manner in conducting all job 
responsibilities in order to achieve departmental goals.    Models effective performance for coworkers and assigned 
subordinates to provide a role model, encourage success in others, and enhance trust. Guiding, Directing, and 
Motivating Subordinates:    Providing guidance and direction to subordinates, including setting performance standards 
and monitoring performance. Communicating with Supervisors, Peers, or Subordinates:    Provides information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    Conducts periodic 
performance development meetings with assigned subordinates to communicate and develop performance plans and 
provide performance feedback and developmental guidance.    Conducts meetings with assigned subordinates and other 
internal business partners to gather project information and status updates and to disseminate information.    
Communicates with officials at higher levels on situations requiring cooperation and explanation of the services and 
activities of the agency, and provides regular updates to upper management and other internal business partners on the 
status of projects and other assigned work.    Conducts staff meetings to communicate work related information to 
assigned subordinates to facilitate teamwork, assign tasks, and coordinate effort. Scheduling Work and Activities:    
Schedules personal workload and the workloads of assigned subordinates to ensure work is completed according to 
required deadlines.    Travels and overnight stays as required.    Coordinates with other regional offices within the state, 
central office, and other agencies as needed to complete surveys, training, or departmental priorities as assigned by 
senior management. Operating Vehicles, Mechanized Devices, or Equipment:    Drives state or personally owned 
vehicles in all road conditions at any time of day or night for long periods to reach a worksite destination.    Travels to 
and navigates large cities and small towns on both interstate and rural road. Performing Administrative Activities:    
Performing day-to-day administrative tasks such as maintaining information files and processing paperwork. 
Documenting/Recording Information:    Documents the performance of assigned staff to ensure accurate and unbiased 
performance evaluations.    Maintains various files in an electronic format. Interacting With Computers:    Enters 
data/information into various computer programs using required documentation format.    Receives and sends email 
messages to coordinate scheduling, guidance, and other work related functions. Performing General Physical Activities:    
Performs repetitive computer data entry.    Carries required materials on site weighing up to 25 lbs. Handling and 
Moving Objects:    Carries materials to and from different areas of the workplace. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Perspective    Directing Others    Priority Setting    Process Management    Conflict 
Management    Perseverance    Political Savvy    Presentation Skills    Building Effective Teams    Customer Focus    Ethics 
and Values Knowledge:    Administration/Management    Customer and Personal Services    Law and Government    
Personnel and Human Resources Skills:    Active Learning    Critical    Monitoring    Coordination    Negotiation    
Persuasion    Social Perceptiveness    Complex Problem Solving    Quality Control Analysis    Judgment and Decision 
Making    Management of Material Resources    Management of Personnel Resources    Time Management Abilities:    
Inductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    Perceptual Speed    Written 
Expression    Gross Body Coordination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Other Office Related Equipment as Required 
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072852 - PUBLIC HEALTH REP 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2026 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional health program experience that involves the investigation, prevention or 
treatment of individuals with communicable diseases.                                                                                                                        
Substitution of Experience for Education:  Qualifying full-time professional health program experience that involves the 
investigation, prevention or treatment of individuals with communicable diseases may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience:  Additional 
qualifying graduate coursework in public health, public health education, epidemiology, nursing, or social work may be 
substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method:  
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health field contact work of average difficulty 
and/or provide oversite to a moderate region wide program; and performs related work as required. Distinguishing 
Features: ,This is the working class in the Public Health Representative sub-series. An employee in this class implements 
the sexually transmitted disease (STD), human immunodeficiency virus (HIV), tuberculosis and immunization programs 
within the county health department by performing a full range of epidemiological investigative, public information, 
disease control program implementation, and monitoring work, or performs alcohol and drug abuse treatment and 
prevention program monitoring work and provides technical assistance. This class is flexibly staffed with and differs 
from the Public Health Representative 1 in that an incumbent of the latter functions at the entry level. This class differs 
from the Public Health Representative 3 in that an incumbent of the latter may function in a supervisory capacity and/or 
provide oversite to a moderate to large statewide program.   
 
Work Activities: 
Getting Information: Conducts field investigation of disease suspects and contacts. Interviews patients diagnosed as 
having a communicable disease to determine other persons who may have been exposed to the disease or who may 
have exposed the patient. Locates disease suspects and refer them to the appropriate diagnostic facility for examination 
and needed treatment. Assisting and Caring for Others: Performs phlebotomy and tuberculosis skin tests according to 
guidelines and procedures. Observes patients during field visits for compliance with prescribed treatment regimens 
including direct observation of treatment (DOT). Provides expedited partner-delivered therapy according to guidelines. 
Interacting with Computers: Enters data into the Sexually Transmitted Disease and Human Immunodeficiency Virus 
database. Uses computer systems to enter data or process information. Enters data into surveillance and case 
management systems to maintain information for field records, laboratory results and task lists.Coaching and 
Developing Others: Provides risk reduction or behavioral counseling to individuals or groups for the purpose of reducing 
the risk of acquiring or transmitting a communicable disease. Determines and advises individuals of the best means of 
reducing risk. Conducts case management and observation of field staff to evaluate staff development needs.Organizing, 
Planning, and Prioritizing Work: Prioritizes and conducts tasks based on importance, urgency and other scheduled 
activities. Implements program standards, goals, objectives and guidelines.Scheduling Work and Activities: Schedules 
audits according to program requirements. Schedules community events and activities. Schedules appointments for 
patients.Performing Administrative Activities: Reviews records to ensure accuracy and completeness. Making Decisions 
and Solving Problems: Provides risk reduction or behavioral counseling to groups to reduce the risk of transmitting 
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communicable diseases.Documenting/Recording Information: Maintains records and produce reports. Records 
information in patient records.Establishing and Maintaining Interpersonal Relationships: Develops rapport with patients 
and community partners. Maintains professional working relationships with co-workers and community 
partners.Communicating with Persons Outside Organization: Interacts with others and serves as a Health Department 
representative. Develops and maintains an ongoing working relationship with laboratories, health care providers and 
community-based organizations.Updating and Using Relevant Knowledge: Learns to review departmental policies and 
procedures to keep current of any changes, revisions or additions. Attends and completes all required training.Operating 
Vehicle, Mechanized Devices, or Equipment: Transports patients to Tuberculosis clinic for evaluation and treatments. 
Utilize personal vehicle for extensive authorized travel.Processing Information: Audits records to ensure compliance 
with laws designed to control transmission of communicable diseases. Conducts laboratory and hospital surveillance 
activities.Resolving Conflicts and Negotiating with Others: Handles complaints, settles disputes and resolves conflicts or 
otherwise negotiate with others.Monitoring and Controlling Resources: Monitors program activities to ensure program 
goals are being met.Communicating with Supervisors or Peers: Maintains positive, constructive and cooperative 
communication by telephone, in written form, in email or in person with supervisors and peers.Interpreting the 
Meaning of Information for Others: Explains tests, procedures and results to appropriate individuals according to 
guidelines.Developing and Building Teams: Encourages and builds mutual trust, respect, and cooperation among team 
members. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Integrity and Trust Negotiating Organize Perseverance Planning Priority Setting 
Problem Solving Time Management Timely Decision Making Written CommunicationKnowledge: Administration and 
Management Clerical Computers and Electronics Customer and Personal Service Education and Training Law and 
Government Mathematics Personnel and Human Resources Psychology Sociology and Anthropology Therapy and 
Counseling Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring Reading 
Comprehension Science Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Social 
Perceptiveness Complex Problem Solving Management of Personnel Resources Time Management  Abilities: Category 
Flexibility Deductive Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Perceptual Speed Problem Sensitivity Selective Attention Speed of Closure Time Sharing Written Comprehension 
Written Expression Arm-Hand Steadiness Finger Dexterity Manual Dexterity Auditory Attention Depth Perception 
Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer Scanner Printer Copier Fax TelephoneOther office equipment as needed.  
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072853 - PUBLIC HEALTH REP 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2039 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional health program experience that involves the investigation, prevention 
or treatment of individuals with communicable diseases.                                                                                                                        
Substitution of Experience for Education:  Qualifying full-time professional health program experience that involves the 
investigation, prevention or treatment of individuals with communicable diseases may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience:  Additional 
qualifying graduate coursework in public health, public health education, epidemiology, nursing, or social work may be 
substituted for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required. Examination Method:  
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional public health field contact work of considerable 
difficulty and supervisory work of routine difficulty or provide oversite of a moderate to large program; and performs 
related work as required. Distinguishing Features: This class in the Public Health Representative sub-series may 
supervise or provide oversite of a moderate to large program. An employee in this class may serve as the supervisor of 
other public health representatives. This class differs from that of Public Health Representative 2 in that an incumbent of 
the latter has no direct supervisory responsibility of other public health representatives or provide oversite to a 
moderate to large program. This class differs from that of Public Health Representative 4 in that an incumbent of the 
latter is responsible for assisting in the planning, development, administration, and evaluation of chronic or 
communicable disease control programs statewide.  
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Assigns and manages activities of subordinate staff in one or more 
programs. Advises subordinate staff in policies and procedures. Observes employees as they perform tasks to ensure 
efficiency in work activities. Implements corrective measures to staff for inappropriate actions through discussions, 
written warnings and recommendations for suspension or termination. Getting Information Conducts field investigation 
of disease suspects and contacts. Interviews patients diagnosed as having a communicable disease to determine other 
persons who may have been exposed to the disease or who may have exposed the patient. Locates disease suspects and 
refer them to the appropriate diagnostic facility for examination and needed treatment.Assisting and Caring for Others: 
Performs phlebotomy and tuberculosis skin tests according to guidelines and procedures. Observes patients during field 
visits for compliance with prescribed treatment regimens including direct observation of treatment (DOT). Provides 
expedited partner-delivered therapy according to guidelines.Interacting with Computers: Enters data into the Sexually 
Transmitted Disease and Human Immunodeficiency Virus database. Uses computer systems to enter data or process 
information. Enters data into surveillance and case management systems to maintain information for field records, 
laboratory results and task lists.Coaching and Developing Others: Provides risk reduction or behavioral counseling to 
individuals or groups for the purpose of reducing the risk of acquiring or transmitting a communicable disease. 
Determines and advises individuals of the best means of reducing risk. Conducts case management and observation of 
field staff to evaluate staff development needs.Organizing, Planning, and Prioritizing Work: Prioritize and conducts tasks 
based on importance, urgency and other scheduled activities. Implements program standards, goals, objectives and 
guidelines.Scheduling Work and Activities: Schedules audits according to program requirements. Schedules community 
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events and activities. Schedules appointments for patients.Performing Administrative Activities: Reviews records to 
ensure accuracy and completeness. Writes or reviews personnel evaluations written for subordinates.Making Decisions 
and Solving Problems: Provides risk reduction or behavioral counseling to groups to reduce the risk of transmitting 
communicable diseases. Facilitates problem solving.Documenting/Recording Information: Maintains records and 
produces reports. Records information in patient records.Establishing and Maintaining Interpersonal Relationships: 
Develops rapport with patients and community partners. Maintains professional working relationships with co-workers 
and community partners.Communicating with Persons Outside Organization: Interacts with others and serves as a 
Health Department representative. Develops and maintains an ongoing working relationship with laboratories, health 
care providers and community-based organizations. Updating and Using Relevant Knowledge: Reviews departmental 
policies and procedures to keep current of any changes, revisions or additions. Attends and completes all required 
training.Operating Vehicle, Mechanized Devices, or Equipment: Transports patients to Tuberculosis clinic for evaluation 
and treatments. Utilize personal vehicle for extensive authorized travel.Processing Information: Audits records to ensure 
compliance with laws designed to control transmission of communicable diseases. Conducts laboratory and hospital 
surveillance activities. Resolving Conflicts and Negotiating with Others: Handles complaints, settles disputes and resolves 
conflicts or otherwise negotiate with others.Monitoring and Controlling Resources: Monitors program activities to 
ensure program goals are being met.Communicating with Supervisors, Peers, or Subordinates: Maintains positive, 
constructive and cooperative communication by telephone, in written form, in email or in person with supervisors, 
peers or subordinates.Staffing Organizational Units: Interviews prospective employees, asking questions to assess 
applicant's ability to meet job responsibilities. Interpreting the Meaning of Information for Others: Explains tests, 
procedures and results to appropriate individuals according to guidelines.Training and Teaching Others: Identifies the 
educational needs of staff, develops formal educational or training programs or classes and trains or instructs others. 
Developing and Building Teams: Encourages and builds mutual trust, respect, and cooperation among team members. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Integrity and Trust Negotiating Organize Perseverance Planning Priority Setting 
Problem Solving Time Management Timely Decision Making Written CommunicationKnowledge: Administration and 
Management Clerical Computers and Electronics Customer and Personal Service Education and Training Law and 
Government Mathematics Personnel and Human Resources Psychology Sociology and Anthropology Therapy and 
Counseling Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring Reading 
Comprehension Science Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Social 
Perceptiveness Complex Problem Solving Management of Personnel Resources Time Management Abilities: Category 
Flexibility Deductive Reasoning Inductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Perceptual Speed Problem Sensitivity Selective Attention Speed of Closure Time Sharing Written Comprehension 
Written Expression Arm-Hand Steadiness Finger Dexterity Manual Dexterity Auditory Attention Depth Perception 
Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Computer Scanner Printer Copier Fax TelephoneOther office equipment as needed.  
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073852 - PUBLICATIONS EDITOR 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3688 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in English, 
journalism, communications, graphic design, or other related acceptable field and experience equivalent to four years of 
full-time professional journalistic, editorial, or technical writing work. Substitution of Experience for Education: 
Qualifying full-time professional journalistic, editorial, or technical writing work experience may substitute for the 
required education on a year-for-year basis to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in English or journalism may substitute for the required experience on a year-for-year 
basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional editorial work of considerable difficulty in 
coordinating the overall production of in-house, informational, and/or technical publications for a department or 
agency; and performs related work as required. Distinguishing Features: An employee in this class coordinates the 
overall production of print and digital publications, including in-house newsletters, informational and educational 
pamphlets and brochures, posters, special reports, technical publications, commercially sold magazines and/or other 
publications for a department or agency. Work involves planning, researching, writing, soliciting, and editing articles for 
publication and coordinating the layout, printing, and distribution of publications. An employee in this class exercises a 
high degree of initiative and independent judgment in developing, selecting, and evaluating information for publication 
pertinent to departmental or agency functions, services, policies, and issues. This class differs from that of Publications 
Editor 1 in that an incumbent of the latter is responsible for performing public information work of average difficulty in 
coordinating the overall production of departmental/agency print and digital publications of routine to moderate 
complexity. 
 
Work Activities: 
Monitoring and Controlling Resources:     On commercially sold publications, may be responsible for accounting of 
collected monies and monitoring the publication budget.Evaluating Information to Determine Compliance with 
Standards:    Edits articles submitted by other sources for adherence to publication standards, including checking for 
spelling, punctuation, grammatical, factual, and formatting errors.Organizing, Planning, and Prioritizing Work:    Plans 
and coordinates the overall production of in-house newsletters, informational and educational pamphlets and 
brochures, special reports, technical publications, electronic publications, and/or commercially sold magazines for a 
department or agency.    Plans and oversees annual production and editorial schedules, including setting deadlines for 
all stages of publication.Thinking Creatively:    Writes or oversees the writing of feature stories and articles for 
publication.    Creates and develops own ideas or those submitted by other sources for publication.    Rewrites/edits 
articles submitted by other sources when necessary to achieve greater consistency, clarity, and adherence to space 
limitations of publication.    Plans and designs/oversees format and layout of pages for an entire publication, including 
determining correct placement, spacing, position, and size of articles, illustrations, and photographs.Interacting With 
Computers:    Uses office productivity software, such as computer layout, graphics, word processing, spreadsheet, or 
presentation programs, to process information and create documents.Processing Information:    Verify facts, dates, and 
statistics, using standard reference sources and/or subject matter experts.    Coordinate publication circulation by 
supervising or contracting the mailing of publications, selecting groups or individuals to receive various publications, 
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and/or updating distribution lists as necessary.Judging the Qualities of Things, Services, or People:    Checks proofs from 
printer or graphic artist and gives final authorization for all printing/publication.    Evaluates and selects photographs 
and illustrations for publications and determines portions to be reproduced.    Evaluates and selects articles from other 
writers for publication.    May conducts interim and annual performance evaluations for assigned staff, following 
established State performance evaluation procedures, to provide constructive feedback and recommendations for 
improvement.Getting Information:    Researches and compiles information for use in writing stories and articles for 
publication.    Conduct interviews with departmental staff, subject matter experts, or the general public to gather 
information for specific print or electronic publications.    Attend meetings and conferences to gather information for 
specific articles.Guiding, Directing, and Motivating Subordinates:    May assign and supervise subordinate professional 
and/or clerical staff and their work.    May develop performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of job performance.Staffing Organizational Units:    May conduct employment 
interviews with job candidates to collect information pertinent to making a hiring decision.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains personal contacts with free-lance professional writers, in-house 
departmental writers, photographers, artists, printers, publishers, or others in order to gather information for and 
produce publications.Performing Administrative Activities:    May prepare and maintain a variety of records and 
reports.Updating and Using Relevant Knowledge:    Attends meetings and communicates regularly with state 
Publications Committee to maintain current knowledge of state publications guidelines.    Attends training seminars or 
conducts other research to keep up-to-date on the latest methods and technologies relevant to job duties.Resolving 
Conflicts and Negotiating with Others:     Works with others to develop and negotiate printing contracts.Communicating 
with Persons Outside Organization:    Confer with representatives from state reproduction divisions or commercial 
printing firms on a continuous basis during the publication process.    May respond to general phone and email inquiries 
or forward to the appropriate staff person for a response.Interpreting the Meaning of Information for Others:    Explains 
state publication rules to departmental staff.Communicating with Supervisors, Peers, or Subordinates:    Provide regular 
updates to upper management and other internal business partners on the status of projects and other assigned 
work.Documenting/Recording Information:    May document information such as staff contacts with media, media 
coverage of agency, or other information relevant to work. 
 
Competencies (KSA’s): 
Competencies:     Written Communications    Listening    Creativity    Innovation Management    Problem Solving    
Learning on the Fly    Organizing    Planning    Customer Focus    Interpersonal Savvy    Organizational AgilityKnowledge:    
Advanced knowledge of English grammar, punctuation, and style    Advanced knowledge of media production, 
communication, and dissemination techniques and methods, including print, digital, and social media    Advanced 
knowledge of computer layout, design, and graphics software    Advanced knowledge of principles of layout and design 
for publications    Basic knowledge of principles and processes for providing customer and personal services, including 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheet, and 
presentation software; managing files and records; designing forms; and other office procedures and terminologySkills:    
Advanced skill in giving full attention to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Advanced skill in understanding written sentences 
and paragraphs in work related documents    Advanced skill in visual presentation of information, including selecting and 
laying out elements of publications (e.g., photographs, charts/graphics, text)    Intermediate skill in managing one's own 
time and the time of others    Intermediate skill in talking to others to convey information effectively    Intermediate skill 
in understanding the implications of new information for both current and future problem-solving and decision-making    
Basic skill in determining how money will be spent to get the work done, and accounting for these expenditures    Basic 
skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    
Basic skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems    Basic skill in monitoring/assessing performance of oneself, other individuals, or organizations 
to make improvements or take corrective action    Basic skill in considering the relative costs and benefits of potential 
actions to choose the most appropriate one    Basic skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new thingsAbilities:    Advanced ability to read and 
understand information and ideas presented in writing    Advanced ability to communicate information and ideas in 
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writing so others will understand    Intermediate ability to listen to and understand information and ideas presented 
through spoken words and sentences    Intermediate ability to communicate information and ideas in speaking so others 
will understand    Ability to speak clearly so others can understand    Ability to identify and understand the speech of 
another person    Intermediate ability to concentrate on a task over a period of time without being distracted    Ability to 
see details at close range (within a few feet)    Ability to match or detect differences between colors, including shades of 
color and brightness    Advanced ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Advanced ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Intermediate ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events)    Intermediate ability to 
tell when something is wrong or is likely to go wrong    Intermediate ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources)    Advanced ability to come up with 
a number of ideas about a topic    Intermediate ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/Scanner 
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073852 - PUBLICATIONS EDITOR 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3689 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in English, 
journalism, communications, graphic design, or other related acceptable field and experience equivalent to four years of 
full-time professional journalistic, editorial, or technical writing work. Substitution of Experience for Education: 
Qualifying full-time professional journalistic, editorial, or technical writing work experience may substitute for the 
required education on a year-for-year basis to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in English or journalism may substitute for the required experience on a year-for-year 
basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional editorial work of considerable difficulty in 
coordinating the overall production of in-house, informational, and/or technical publications for a department or 
agency; and performs related work as required. Distinguishing Features: An employee in this class coordinates the 
overall production of print and digital publications, including in-house newsletters, informational and educational 
pamphlets and brochures, posters, special reports, technical publications, commercially sold magazines and/or other 
publications for a department or agency. Work involves planning, researching, writing, soliciting, and editing articles for 
publication and coordinating the layout, printing, and distribution of publications. An employee in this class exercises a 
high degree of initiative and independent judgment in developing, selecting, and evaluating information for publication 
pertinent to departmental or agency functions, services, policies, and issues. This class differs from that of Publications 
Editor 1 in that an incumbent of the latter is responsible for performing public information work of average difficulty in 
coordinating the overall production of departmental/agency print and digital publications of routine to moderate 
complexity. 
 
Work Activities: 
Monitoring and Controlling Resources:     On commercially sold publications, may be responsible for accounting of 
collected monies and monitoring the publication budget.Evaluating Information to Determine Compliance with 
Standards:    Edits articles submitted by other sources for adherence to publication standards, including checking for 
spelling, punctuation, grammatical, factual, and formatting errors.Organizing, Planning, and Prioritizing Work:    Plans 
and coordinates the overall production of in-house newsletters, informational and educational pamphlets and 
brochures, special reports, technical publications, electronic publications, and/or commercially sold magazines for a 
department or agency.    Plans and oversees annual production and editorial schedules, including setting deadlines for 
all stages of publication.Thinking Creatively:    Writes or oversees the writing of feature stories and articles for 
publication.    Creates and develops own ideas or those submitted by other sources for publication.    Rewrites/edits 
articles submitted by other sources when necessary to achieve greater consistency, clarity, and adherence to space 
limitations of publication.    Plans and designs/oversees format and layout of pages for an entire publication, including 
determining correct placement, spacing, position, and size of articles, illustrations, and photographs.Interacting With 
Computers:    Uses office productivity software, such as computer layout, graphics, word processing, spreadsheet, or 
presentation programs, to process information and create documents.Processing Information:    Verify facts, dates, and 
statistics, using standard reference sources and/or subject matter experts.    Coordinate publication circulation by 
supervising or contracting the mailing of publications, selecting groups or individuals to receive various publications, 
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and/or updating distribution lists as necessary.Judging the Qualities of Things, Services, or People:    Checks proofs from 
printer or graphic artist and gives final authorization for all printing/publication.    Evaluates and selects photographs 
and illustrations for publications and determines portions to be reproduced.    Evaluates and selects articles from other 
writers for publication.    May conducts interim and annual performance evaluations for assigned staff, following 
established State performance evaluation procedures, to provide constructive feedback and recommendations for 
improvement.Getting Information:    Researches and compiles information for use in writing stories and articles for 
publication.    Conduct interviews with departmental staff, subject matter experts, or the general public to gather 
information for specific print or electronic publications.    Attend meetings and conferences to gather information for 
specific articles.Guiding, Directing, and Motivating Subordinates:    May assign and supervise subordinate professional 
and/or clerical staff and their work.    May develop performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of job performance.Staffing Organizational Units:    May conduct employment 
interviews with job candidates to collect information pertinent to making a hiring decision.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains personal contacts with free-lance professional writers, in-house 
departmental writers, photographers, artists, printers, publishers, or others in order to gather information for and 
produce publications.Performing Administrative Activities:    May prepare and maintain a variety of records and 
reports.Updating and Using Relevant Knowledge:    Attends meetings and communicates regularly with state 
Publications Committee to maintain current knowledge of state publications guidelines.    Attends training seminars or 
conducts other research to keep up-to-date on the latest methods and technologies relevant to job duties.Resolving 
Conflicts and Negotiating with Others:     Works with others to develop and negotiate printing contracts.Communicating 
with Persons Outside Organization:    Confer with representatives from state reproduction divisions or commercial 
printing firms on a continuous basis during the publication process.    May respond to general phone and email inquiries 
or forward to the appropriate staff person for a response.Interpreting the Meaning of Information for Others:    Explains 
state publication rules to departmental staff.Communicating with Supervisors, Peers, or Subordinates:    Provide regular 
updates to upper management and other internal business partners on the status of projects and other assigned 
work.Documenting/Recording Information:    May document information such as staff contacts with media, media 
coverage of agency, or other information relevant to work. 
 
Competencies (KSA’s): 
Competencies:     Written Communications    Listening    Creativity    Innovation Management    Problem Solving    
Learning on the Fly    Organizing    Planning    Customer Focus    Interpersonal Savvy    Organizational AgilityKnowledge:    
Advanced knowledge of English grammar, punctuation, and style    Advanced knowledge of media production, 
communication, and dissemination techniques and methods, including print, digital, and social media    Advanced 
knowledge of computer layout, design, and graphics software    Advanced knowledge of principles of layout and design 
for publications    Basic knowledge of principles and processes for providing customer and personal services, including 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheet, and 
presentation software; managing files and records; designing forms; and other office procedures and terminologySkills:    
Advanced skill in giving full attention to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Advanced skill in understanding written sentences 
and paragraphs in work related documents    Advanced skill in visual presentation of information, including selecting and 
laying out elements of publications (e.g., photographs, charts/graphics, text)    Intermediate skill in managing one's own 
time and the time of others    Intermediate skill in talking to others to convey information effectively    Intermediate skill 
in understanding the implications of new information for both current and future problem-solving and decision-making    
Basic skill in determining how money will be spent to get the work done, and accounting for these expenditures    Basic 
skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    
Basic skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems    Basic skill in monitoring/assessing performance of oneself, other individuals, or organizations 
to make improvements or take corrective action    Basic skill in considering the relative costs and benefits of potential 
actions to choose the most appropriate one    Basic skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new thingsAbilities:    Advanced ability to read and 
understand information and ideas presented in writing    Advanced ability to communicate information and ideas in 
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writing so others will understand    Intermediate ability to listen to and understand information and ideas presented 
through spoken words and sentences    Intermediate ability to communicate information and ideas in speaking so others 
will understand    Ability to speak clearly so others can understand    Ability to identify and understand the speech of 
another person    Intermediate ability to concentrate on a task over a period of time without being distracted    Ability to 
see details at close range (within a few feet)    Ability to match or detect differences between colors, including shades of 
color and brightness    Advanced ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Advanced ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Intermediate ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events)    Intermediate ability to 
tell when something is wrong or is likely to go wrong    Intermediate ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources)    Advanced ability to come up with 
a number of ideas about a topic    Intermediate ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/Scanner 
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073852 - PUBLICATIONS EDITOR 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3690 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in English, 
journalism, communications, graphic design, or other related acceptable field and experience equivalent to four years of 
full-time professional journalistic, editorial, or technical writing work. Substitution of Experience for Education: 
Qualifying full-time professional journalistic, editorial, or technical writing work experience may substitute for the 
required education on a year-for-year basis to a maximum of four years. Substitution of Education for Experience: 
Additional graduate coursework in English or journalism may substitute for the required experience on a year-for-year 
basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional editorial work of considerable difficulty in 
coordinating the overall production of in-house, informational, and/or technical publications for a department or 
agency; and performs related work as required. Distinguishing Features: An employee in this class coordinates the 
overall production of print and digital publications, including in-house newsletters, informational and educational 
pamphlets and brochures, posters, special reports, technical publications, commercially sold magazines and/or other 
publications for a department or agency. Work involves planning, researching, writing, soliciting, and editing articles for 
publication and coordinating the layout, printing, and distribution of publications. An employee in this class exercises a 
high degree of initiative and independent judgment in developing, selecting, and evaluating information for publication 
pertinent to departmental or agency functions, services, policies, and issues. This class differs from that of Publications 
Editor 1 in that an incumbent of the latter is responsible for performing public information work of average difficulty in 
coordinating the overall production of departmental/agency print and digital publications of routine to moderate 
complexity. 
 
Work Activities: 
Monitoring and Controlling Resources:     On commercially sold publications, may be responsible for accounting of 
collected monies and monitoring the publication budget.Evaluating Information to Determine Compliance with 
Standards:    Edits articles submitted by other sources for adherence to publication standards, including checking for 
spelling, punctuation, grammatical, factual, and formatting errors.Organizing, Planning, and Prioritizing Work:    Plans 
and coordinates the overall production of in-house newsletters, informational and educational pamphlets and 
brochures, special reports, technical publications, electronic publications, and/or commercially sold magazines for a 
department or agency.    Plans and oversees annual production and editorial schedules, including setting deadlines for 
all stages of publication.Thinking Creatively:    Writes or oversees the writing of feature stories and articles for 
publication.    Creates and develops own ideas or those submitted by other sources for publication.    Rewrites/edits 
articles submitted by other sources when necessary to achieve greater consistency, clarity, and adherence to space 
limitations of publication.    Plans and designs/oversees format and layout of pages for an entire publication, including 
determining correct placement, spacing, position, and size of articles, illustrations, and photographs.Interacting With 
Computers:    Uses office productivity software, such as computer layout, graphics, word processing, spreadsheet, or 
presentation programs, to process information and create documents.Processing Information:    Verify facts, dates, and 
statistics, using standard reference sources and/or subject matter experts.    Coordinate publication circulation by 
supervising or contracting the mailing of publications, selecting groups or individuals to receive various publications, 
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and/or updating distribution lists as necessary.Judging the Qualities of Things, Services, or People:    Checks proofs from 
printer or graphic artist and gives final authorization for all printing/publication.    Evaluates and selects photographs 
and illustrations for publications and determines portions to be reproduced.    Evaluates and selects articles from other 
writers for publication.    May conducts interim and annual performance evaluations for assigned staff, following 
established State performance evaluation procedures, to provide constructive feedback and recommendations for 
improvement.Getting Information:    Researches and compiles information for use in writing stories and articles for 
publication.    Conduct interviews with departmental staff, subject matter experts, or the general public to gather 
information for specific print or electronic publications.    Attend meetings and conferences to gather information for 
specific articles.Guiding, Directing, and Motivating Subordinates:    May assign and supervise subordinate professional 
and/or clerical staff and their work.    May develop performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of job performance.Staffing Organizational Units:    May conduct employment 
interviews with job candidates to collect information pertinent to making a hiring decision.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains personal contacts with free-lance professional writers, in-house 
departmental writers, photographers, artists, printers, publishers, or others in order to gather information for and 
produce publications.Performing Administrative Activities:    May prepare and maintain a variety of records and 
reports.Updating and Using Relevant Knowledge:    Attends meetings and communicates regularly with state 
Publications Committee to maintain current knowledge of state publications guidelines.    Attends training seminars or 
conducts other research to keep up-to-date on the latest methods and technologies relevant to job duties.Resolving 
Conflicts and Negotiating with Others:     Works with others to develop and negotiate printing contracts.Communicating 
with Persons Outside Organization:    Confer with representatives from state reproduction divisions or commercial 
printing firms on a continuous basis during the publication process.    May respond to general phone and email inquiries 
or forward to the appropriate staff person for a response.Interpreting the Meaning of Information for Others:    Explains 
state publication rules to departmental staff.Communicating with Supervisors, Peers, or Subordinates:    Provide regular 
updates to upper management and other internal business partners on the status of projects and other assigned 
work.Documenting/Recording Information:    May document information such as staff contacts with media, media 
coverage of agency, or other information relevant to work. 
 
Competencies (KSA’s): 
Competencies:     Written Communications    Listening    Creativity    Innovation Management    Problem Solving    
Learning on the Fly    Organizing    Planning    Customer Focus    Interpersonal Savvy    Organizational AgilityKnowledge:    
Advanced knowledge of English grammar, punctuation, and style    Advanced knowledge of media production, 
communication, and dissemination techniques and methods, including print, digital, and social media    Advanced 
knowledge of computer layout, design, and graphics software    Advanced knowledge of principles of layout and design 
for publications    Basic knowledge of principles and processes for providing customer and personal services, including 
customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction    Basic 
knowledge of administrative and clerical procedures and systems such as word processing, spreadsheet, and 
presentation software; managing files and records; designing forms; and other office procedures and terminologySkills:    
Advanced skill in giving full attention to what other people are saying, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at inappropriate times    Advanced skill in communicating 
effectively in writing as appropriate for the needs of the audience    Advanced skill in understanding written sentences 
and paragraphs in work related documents    Advanced skill in visual presentation of information, including selecting and 
laying out elements of publications (e.g., photographs, charts/graphics, text)    Intermediate skill in managing one's own 
time and the time of others    Intermediate skill in talking to others to convey information effectively    Intermediate skill 
in understanding the implications of new information for both current and future problem-solving and decision-making    
Basic skill in determining how money will be spent to get the work done, and accounting for these expenditures    Basic 
skill in obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work    
Basic skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems    Basic skill in monitoring/assessing performance of oneself, other individuals, or organizations 
to make improvements or take corrective action    Basic skill in considering the relative costs and benefits of potential 
actions to choose the most appropriate one    Basic skill in selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new thingsAbilities:    Advanced ability to read and 
understand information and ideas presented in writing    Advanced ability to communicate information and ideas in 
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writing so others will understand    Intermediate ability to listen to and understand information and ideas presented 
through spoken words and sentences    Intermediate ability to communicate information and ideas in speaking so others 
will understand    Ability to speak clearly so others can understand    Ability to identify and understand the speech of 
another person    Intermediate ability to concentrate on a task over a period of time without being distracted    Ability to 
see details at close range (within a few feet)    Ability to match or detect differences between colors, including shades of 
color and brightness    Advanced ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    Advanced ability to imagine how something will look after it is moved 
around or when its parts are moved or rearranged    Intermediate ability to combine pieces of information to form 
general rules or conclusions (includes finding a relationship among seemingly unrelated events)    Intermediate ability to 
tell when something is wrong or is likely to go wrong    Intermediate ability to shift back and forth between two or more 
activities or sources of information (such as speech, sounds, touch, or other sources)    Advanced ability to come up with 
a number of ideas about a topic    Intermediate ability to apply general rules to specific problems to produce answers 
that make sense    Basic ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier/Scanner 
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079106 - QUALITY & APPEALS SPECIALIST 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4355 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079107 - QUALITY & APPEALS SPECIALIST 2 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4327 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076117 - QUALITY ANALYST 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4039 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing execution and quality assessment; 4) business analysis and process design; or 5) 
information technology project management. Substitution of a Specific Associate’s Degree for the Required Bachelor’s 
Degree: An associate’s degree in business data processing (e.g., business data programming, business systems analysis, 
or computer accounting), management information systems, computer and information systems, or other related 
Information Technology field from an accredited college or university may substitute for the required bachelor’s degree. 
Substitution of Education for Experience: Qualifying experience in one or a combination of the following areas may 
substitute for the required education, on a year for year basis, to a maximum of four years: 1) testing and quality 
assurance work, or 2) any information systems work including but not limited to computer programming, information 
systems analysis, or project management (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Graduate 
Education for Experience: Additional qualifying graduate course work in Information Systems may substitute for the 
required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in Information 
Systems may substitute for one year of the required experience). OROne year of experience as a Testing Analyst-Lead 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for Quality Analysis work of considerable difficulty and complexity. 
Performs multiple simultaneous review and assessment activities related to the verification and validation of project and 
product quality, and executes other related work duties as required. Distinguishing Features: An employee in this class 
should possess an advanced to expert understanding of the various factors that contribute to project and product 
quality for medium to large projects. Individuals in this class can work independently or strongly contribute to team 
efforts relative to quality analysis tasks, and can perform review, analysis, and assessment of multiple factors that 
impact project and product quality. Work requires minimal to no review prior to being considered presentable to upper 
management. This class differs from the Testing Analyst-Lead task in that the latter has a specific focus on testing 
planning, test execution, and testing resource leadership while the Quality Analyst is typically focused on overall project 
and product quality standards.    
 
Work Activities: 
Coaching and Developing Others:    Encourages team ownership of quality to increase overall product solution 
effectiveness.    Mentors and coaches team members in best practices for QA activities related to the software 
development lifecycle.Developing Objectives and Strategies:    Recommends process improvements for approach 
implementation, process standards maintenance, document accuracy and management and control standards as they 
apply to software life cycle management.    Acts as an internal quality consultant to define conformance impacts on 
quality, process and productivity.Organizing, Planning, and Prioritizing Work:    Plans quality assurance strategies in 
accordance with project objectives, commitments and product solution methodology.Evaluating Information to 
Determine Compliance with Standards:    Develops or specifies quality assurance standards, measurements, methods, or 
procedures to determine product quality or release readiness.    Performs quality reviews to validate process and 
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operational compliance.    Reviews documented requirements for testability, adherence to the project scope, 
established standards and methodologies, internal and external regulatory continuity and industry standards alignment.    
Identifies differences between quality guidelines and user applications and suggests modifications to conform to 
standards.Judging the Qualities of Things, Services, or People:    Establishes quality standards and measurements used to 
evaluate process effectiveness.    Reviews design documentation to validate clarity, consistency, and usability.    Reviews 
system, business, and report requirements for accuracy and completeness.    Reviews test plans and reports for accuracy 
and completeness.    Reviews user manuals and training documentation to verify accurate reflection of system 
functionality.Scheduling Work and Activities:    Works with the Project Manager to provide estimates regarding tasks, 
and work breakdown structure for quality activities.Provide Consultation and Advice to Others:    Works with 
management to perform root cause analysis and implement preventative action plans.    Participates in product design 
reviews to provide input on functional requirements, product designs, schedules, or potential problems.Identifying 
Objects, Actions, and Events:    Scopes test effort to allocate resources, environment, and time to meet the 
commitments of quality for product solution.    Analyzes test data and results to detect potential patterns or issues 
related to software, hardware, and component quality.Monitor Processes, Materials, or Surroundings:    Drives the 
creation and analysis of IT performance and quality measurements, including Key Performance Indicators (KPIs) and 
Service Level Agreements (SLAs) for applicable systems.    Identifies testing program deviance from standards, and 
suggest modifications to ensure compliance.    Monitors performance by gathering relevant data and producing 
statistical reports.    Monitors and reports on defect resolution efforts and tracks status or progress.Making Decisions 
and Solving Problems:    Authorizes the implementation of new and revised quality approaches to promote continuous 
improvement.Analyzing Data or Information:    Collates and analyzes performance data and charts against defined 
parameters to identify areas of continuous improvement.    Utilizes testing knowledge and experience to assess or 
recommend solutions.Interpreting the Meaning of Information for Others:    Communicates any risks associated with the 
agreed test strategy and the test plan to clients, users and stakeholders for transparency and visibility into the testing 
process.Training and Teaching Others:    Provides authoritative advice and guidance to colleagues on any aspect of 
quality assurance, including training where appropriate.Thinking Creatively:    Identifies process and product 
improvements and participates in their implementation.Communicating with Persons Outside the Organization:    
Reviews external documentation, assesses risk, usability, and accuracy, and provides feedback to the 
stakeholders.Coordinating the Work and Activities of Others:    Plans, arranges and facilitates meetings or workshops 
with stakeholders to convey quality assurance scope and strategy. 
 
Competencies (KSA’s): 
Competencies:    Managing Through Systems    Planning    Process Management    Strategic Agility    Managerial Courage    
Managing Vision and Purpose    Organizational Agility    Business Acumen    Directing Others    Presentation Skills    
DelegationKnowledge:    Knowledge of quality standards to suggest, plan, and implement process improvements    
Knowledge of resource allocation and effort estimation techniques for resource assignment to quality activities    
Knowledge of planning, organizing, and managing resources and developing resource estimates to support project 
quality objectives    Knowledge of different types of quality management tools and their uses to assist in the selection 
and implementation process as needed    Knowledge of quality measurement activities to create and analyze 
performance indicators    Knowledge of performance monitoring techniques used to create statistical reports and 
analysis    Knowledge of task estimation and work breakdown structure    Knowledge and understanding of coding and 
development concepts to participate in code and design reviews    Knowledge and understanding of system 
requirements and design as inputs into quality management activities and processesSkills:    Skilled at creating and 
maintaining quality documentation of all types, including audit documentation, quality standards, and quality 
management plans    Skill of assessing and reporting relevant and timely test status to project stakeholders    Skill of 
designing, creating, and implementing quality management plans    Skilled at assessing the current status of quality 
processes, propose step-wise improvements and illustrate linkage to achieving business goals    Skilled at leading 
programs for improving the quality processes within an organization or project, including identification and 
management of critical success factors    Skilled at reviewing documentation for adherence to standards; creates 
corrective action plan and monitors execution    Skilled at the estimation of resource needs to meet project or product 
quality objectives    Skilled with the use and configuration of testing tools to support efficient testing processes    Skilled 
at effectively participating in reviews of medium to large projectsAbilities:    Visualization    Problem Sensitivity    Speech 
Recognition    Information Ordering    Deductive Reasoning    Category Flexibility    Oral Expression    Oral Comprehension    



 TN Job Classification Specifications  
September 22, 2020 

Mathematical Reasoning    Flexibility of Closure    Written Comprehension    Written Expression    Time Sharing    
Memorization    Perceptual Speed    Inductive Reasoning    Speed of Closure    Originality    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076117 - QUALITY ANALYST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4040 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing execution and quality assessment; 4) business analysis and process design; or 5) 
information technology project management. Substitution of a Specific Associate’s Degree for the Required Bachelor’s 
Degree: An associate’s degree in business data processing (e.g., business data programming, business systems analysis, 
or computer accounting), management information systems, computer and information systems, or other related 
Information Technology field from an accredited college or university may substitute for the required bachelor’s degree. 
Substitution of Education for Experience: Qualifying experience in one or a combination of the following areas may 
substitute for the required education, on a year for year basis, to a maximum of four years: 1) testing and quality 
assurance work, or 2) any information systems work including but not limited to computer programming, information 
systems analysis, or project management (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Graduate 
Education for Experience: Additional qualifying graduate course work in Information Systems may substitute for the 
required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in Information 
Systems may substitute for one year of the required experience). OROne year of experience as a Testing Analyst-Lead 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for Quality Analysis work of considerable difficulty and complexity. 
Performs multiple simultaneous review and assessment activities related to the verification and validation of project and 
product quality, and executes other related work duties as required. Distinguishing Features: An employee in this class 
should possess an advanced to expert understanding of the various factors that contribute to project and product 
quality for medium to large projects. Individuals in this class can work independently or strongly contribute to team 
efforts relative to quality analysis tasks, and can perform review, analysis, and assessment of multiple factors that 
impact project and product quality. Work requires minimal to no review prior to being considered presentable to upper 
management. This class differs from the Testing Analyst-Lead task in that the latter has a specific focus on testing 
planning, test execution, and testing resource leadership while the Quality Analyst is typically focused on overall project 
and product quality standards.    
 
Work Activities: 
Coaching and Developing Others:    Encourages team ownership of quality to increase overall product solution 
effectiveness.    Mentors and coaches team members in best practices for QA activities related to the software 
development lifecycle.Developing Objectives and Strategies:    Recommends process improvements for approach 
implementation, process standards maintenance, document accuracy and management and control standards as they 
apply to software life cycle management.    Acts as an internal quality consultant to define conformance impacts on 
quality, process and productivity.Organizing, Planning, and Prioritizing Work:    Plans quality assurance strategies in 
accordance with project objectives, commitments and product solution methodology.Evaluating Information to 
Determine Compliance with Standards:    Develops or specifies quality assurance standards, measurements, methods, or 
procedures to determine product quality or release readiness.    Performs quality reviews to validate process and 
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operational compliance.    Reviews documented requirements for testability, adherence to the project scope, 
established standards and methodologies, internal and external regulatory continuity and industry standards alignment.    
Identifies differences between quality guidelines and user applications and suggests modifications to conform to 
standards.Judging the Qualities of Things, Services, or People:    Establishes quality standards and measurements used to 
evaluate process effectiveness.    Reviews design documentation to validate clarity, consistency, and usability.    Reviews 
system, business, and report requirements for accuracy and completeness.    Reviews test plans and reports for accuracy 
and completeness.    Reviews user manuals and training documentation to verify accurate reflection of system 
functionality.Scheduling Work and Activities:    Works with the Project Manager to provide estimates regarding tasks, 
and work breakdown structure for quality activities.Provide Consultation and Advice to Others:    Works with 
management to perform root cause analysis and implement preventative action plans.    Participates in product design 
reviews to provide input on functional requirements, product designs, schedules, or potential problems.Identifying 
Objects, Actions, and Events:    Scopes test effort to allocate resources, environment, and time to meet the 
commitments of quality for product solution.    Analyzes test data and results to detect potential patterns or issues 
related to software, hardware, and component quality.Monitor Processes, Materials, or Surroundings:    Drives the 
creation and analysis of IT performance and quality measurements, including Key Performance Indicators (KPIs) and 
Service Level Agreements (SLAs) for applicable systems.    Identifies testing program deviance from standards, and 
suggest modifications to ensure compliance.    Monitors performance by gathering relevant data and producing 
statistical reports.    Monitors and reports on defect resolution efforts and tracks status or progress.Making Decisions 
and Solving Problems:    Authorizes the implementation of new and revised quality approaches to promote continuous 
improvement.Analyzing Data or Information:    Collates and analyzes performance data and charts against defined 
parameters to identify areas of continuous improvement.    Utilizes testing knowledge and experience to assess or 
recommend solutions.Interpreting the Meaning of Information for Others:    Communicates any risks associated with the 
agreed test strategy and the test plan to clients, users and stakeholders for transparency and visibility into the testing 
process.Training and Teaching Others:    Provides authoritative advice and guidance to colleagues on any aspect of 
quality assurance, including training where appropriate.Thinking Creatively:    Identifies process and product 
improvements and participates in their implementation.Communicating with Persons Outside the Organization:    
Reviews external documentation, assesses risk, usability, and accuracy, and provides feedback to the 
stakeholders.Coordinating the Work and Activities of Others:    Plans, arranges and facilitates meetings or workshops 
with stakeholders to convey quality assurance scope and strategy. 
 
Competencies (KSA’s): 
Competencies:    Managing Through Systems    Planning    Process Management    Strategic Agility    Managerial Courage    
Managing Vision and Purpose    Organizational Agility    Business Acumen    Directing Others    Presentation Skills    
DelegationKnowledge:    Knowledge of quality standards to suggest, plan, and implement process improvements    
Knowledge of resource allocation and effort estimation techniques for resource assignment to quality activities    
Knowledge of planning, organizing, and managing resources and developing resource estimates to support project 
quality objectives    Knowledge of different types of quality management tools and their uses to assist in the selection 
and implementation process as needed    Knowledge of quality measurement activities to create and analyze 
performance indicators    Knowledge of performance monitoring techniques used to create statistical reports and 
analysis    Knowledge of task estimation and work breakdown structure    Knowledge and understanding of coding and 
development concepts to participate in code and design reviews    Knowledge and understanding of system 
requirements and design as inputs into quality management activities and processesSkills:    Skilled at creating and 
maintaining quality documentation of all types, including audit documentation, quality standards, and quality 
management plans    Skill of assessing and reporting relevant and timely test status to project stakeholders    Skill of 
designing, creating, and implementing quality management plans    Skilled at assessing the current status of quality 
processes, propose step-wise improvements and illustrate linkage to achieving business goals    Skilled at leading 
programs for improving the quality processes within an organization or project, including identification and 
management of critical success factors    Skilled at reviewing documentation for adherence to standards; creates 
corrective action plan and monitors execution    Skilled at the estimation of resource needs to meet project or product 
quality objectives    Skilled with the use and configuration of testing tools to support efficient testing processes    Skilled 
at effectively participating in reviews of medium to large projectsAbilities:    Visualization    Problem Sensitivity    Speech 
Recognition    Information Ordering    Deductive Reasoning    Category Flexibility    Oral Expression    Oral Comprehension    
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Mathematical Reasoning    Flexibility of Closure    Written Comprehension    Written Expression    Time Sharing    
Memorization    Perceptual Speed    Inductive Reasoning    Speed of Closure    Originality    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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076117 - QUALITY ANALYST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4041 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing execution and quality assessment; 4) business analysis and process design; or 5) 
information technology project management. Substitution of a Specific Associate’s Degree for the Required Bachelor’s 
Degree: An associate’s degree in business data processing (e.g., business data programming, business systems analysis, 
or computer accounting), management information systems, computer and information systems, or other related 
Information Technology field from an accredited college or university may substitute for the required bachelor’s degree. 
Substitution of Education for Experience: Qualifying experience in one or a combination of the following areas may 
substitute for the required education, on a year for year basis, to a maximum of four years: 1) testing and quality 
assurance work, or 2) any information systems work including but not limited to computer programming, information 
systems analysis, or project management (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). Substitution of Graduate 
Education for Experience: Additional qualifying graduate course work in Information Systems may substitute for the 
required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in Information 
Systems may substitute for one year of the required experience). OROne year of experience as a Testing Analyst-Lead 
with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for Quality Analysis work of considerable difficulty and complexity. 
Performs multiple simultaneous review and assessment activities related to the verification and validation of project and 
product quality, and executes other related work duties as required. Distinguishing Features: An employee in this class 
should possess an advanced to expert understanding of the various factors that contribute to project and product 
quality for medium to large projects. Individuals in this class can work independently or strongly contribute to team 
efforts relative to quality analysis tasks, and can perform review, analysis, and assessment of multiple factors that 
impact project and product quality. Work requires minimal to no review prior to being considered presentable to upper 
management. This class differs from the Testing Analyst-Lead task in that the latter has a specific focus on testing 
planning, test execution, and testing resource leadership while the Quality Analyst is typically focused on overall project 
and product quality standards.    
 
Work Activities: 
Coaching and Developing Others:    Encourages team ownership of quality to increase overall product solution 
effectiveness.    Mentors and coaches team members in best practices for QA activities related to the software 
development lifecycle.Developing Objectives and Strategies:    Recommends process improvements for approach 
implementation, process standards maintenance, document accuracy and management and control standards as they 
apply to software life cycle management.    Acts as an internal quality consultant to define conformance impacts on 
quality, process and productivity.Organizing, Planning, and Prioritizing Work:    Plans quality assurance strategies in 
accordance with project objectives, commitments and product solution methodology.Evaluating Information to 
Determine Compliance with Standards:    Develops or specifies quality assurance standards, measurements, methods, or 
procedures to determine product quality or release readiness.    Performs quality reviews to validate process and 
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operational compliance.    Reviews documented requirements for testability, adherence to the project scope, 
established standards and methodologies, internal and external regulatory continuity and industry standards alignment.    
Identifies differences between quality guidelines and user applications and suggests modifications to conform to 
standards.Judging the Qualities of Things, Services, or People:    Establishes quality standards and measurements used to 
evaluate process effectiveness.    Reviews design documentation to validate clarity, consistency, and usability.    Reviews 
system, business, and report requirements for accuracy and completeness.    Reviews test plans and reports for accuracy 
and completeness.    Reviews user manuals and training documentation to verify accurate reflection of system 
functionality.Scheduling Work and Activities:    Works with the Project Manager to provide estimates regarding tasks, 
and work breakdown structure for quality activities.Provide Consultation and Advice to Others:    Works with 
management to perform root cause analysis and implement preventative action plans.    Participates in product design 
reviews to provide input on functional requirements, product designs, schedules, or potential problems.Identifying 
Objects, Actions, and Events:    Scopes test effort to allocate resources, environment, and time to meet the 
commitments of quality for product solution.    Analyzes test data and results to detect potential patterns or issues 
related to software, hardware, and component quality.Monitor Processes, Materials, or Surroundings:    Drives the 
creation and analysis of IT performance and quality measurements, including Key Performance Indicators (KPIs) and 
Service Level Agreements (SLAs) for applicable systems.    Identifies testing program deviance from standards, and 
suggest modifications to ensure compliance.    Monitors performance by gathering relevant data and producing 
statistical reports.    Monitors and reports on defect resolution efforts and tracks status or progress.Making Decisions 
and Solving Problems:    Authorizes the implementation of new and revised quality approaches to promote continuous 
improvement.Analyzing Data or Information:    Collates and analyzes performance data and charts against defined 
parameters to identify areas of continuous improvement.    Utilizes testing knowledge and experience to assess or 
recommend solutions.Interpreting the Meaning of Information for Others:    Communicates any risks associated with the 
agreed test strategy and the test plan to clients, users and stakeholders for transparency and visibility into the testing 
process.Training and Teaching Others:    Provides authoritative advice and guidance to colleagues on any aspect of 
quality assurance, including training where appropriate.Thinking Creatively:    Identifies process and product 
improvements and participates in their implementation.Communicating with Persons Outside the Organization:    
Reviews external documentation, assesses risk, usability, and accuracy, and provides feedback to the 
stakeholders.Coordinating the Work and Activities of Others:    Plans, arranges and facilitates meetings or workshops 
with stakeholders to convey quality assurance scope and strategy. 
 
Competencies (KSA’s): 
Competencies:    Managing Through Systems    Planning    Process Management    Strategic Agility    Managerial Courage    
Managing Vision and Purpose    Organizational Agility    Business Acumen    Directing Others    Presentation Skills    
DelegationKnowledge:    Knowledge of quality standards to suggest, plan, and implement process improvements    
Knowledge of resource allocation and effort estimation techniques for resource assignment to quality activities    
Knowledge of planning, organizing, and managing resources and developing resource estimates to support project 
quality objectives    Knowledge of different types of quality management tools and their uses to assist in the selection 
and implementation process as needed    Knowledge of quality measurement activities to create and analyze 
performance indicators    Knowledge of performance monitoring techniques used to create statistical reports and 
analysis    Knowledge of task estimation and work breakdown structure    Knowledge and understanding of coding and 
development concepts to participate in code and design reviews    Knowledge and understanding of system 
requirements and design as inputs into quality management activities and processesSkills:    Skilled at creating and 
maintaining quality documentation of all types, including audit documentation, quality standards, and quality 
management plans    Skill of assessing and reporting relevant and timely test status to project stakeholders    Skill of 
designing, creating, and implementing quality management plans    Skilled at assessing the current status of quality 
processes, propose step-wise improvements and illustrate linkage to achieving business goals    Skilled at leading 
programs for improving the quality processes within an organization or project, including identification and 
management of critical success factors    Skilled at reviewing documentation for adherence to standards; creates 
corrective action plan and monitors execution    Skilled at the estimation of resource needs to meet project or product 
quality objectives    Skilled with the use and configuration of testing tools to support efficient testing processes    Skilled 
at effectively participating in reviews of medium to large projectsAbilities:    Visualization    Problem Sensitivity    Speech 
Recognition    Information Ordering    Deductive Reasoning    Category Flexibility    Oral Expression    Oral Comprehension    
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Mathematical Reasoning    Flexibility of Closure    Written Comprehension    Written Expression    Time Sharing    
Memorization    Perceptual Speed    Inductive Reasoning    Speed of Closure    Originality    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner    Mobile Devices    
Projector/Audio-Video Equipment 
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079623 - QUALITY ASSURANCE REVIEWER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4376 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time increasingly responsible professional social services eligibility interviewing, disability 
claims determination work, or child care and/or adult care licensing work. Substitution of Education for Experience: 
Additional qualifying graduate coursework from an accredited college or university in a social or behavioral science may 
be substituted for the required experience, on a year-for-year basis, to a maximum of two years. OR Experience 
equivalent to four years of full-time professional social services eligibility interviewing, disability claims determination, 
or child care and/or adult care licensing experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possess a valid motor vehicle operator's license and 
have access to a motor vehicle at the time of appointment. Examination Method: Education and Experience, 100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional human services quality review work of considerable 
difficulty; performs related work as required. Distinguishing Features: An employee in this class is responsible for 
reviewing social services benefits and child care and adult day care licensing decisions for accuracy and adherence to 
established policies and procedures. This class differs from that of Eligibility Counselor 2 in that incumbents of the latter 
determine clients' eligibility for benefits. 
 
Work Activities: 
Analyzing Data or Information:    Compares collected information to agency records to determine review outcome, 
recognizing differences or similarities and detecting changes in circumstances or events.    Breaks down information or 
data received or obtained from verbal, written, or electronic communication into separate parts to evaluate results to 
choose the best solution and to solve problems. Evaluating Information to Determine Compliance with Standards:    
Evaluates the validity and accuracy of decisions made by eligibility counselors based on established policies and 
procedures to comply with federal and state guidelines.    Reviews a random selection of cases to ensure that laws and 
regulations are applied appropriately.    Performs routine and case-specific inquiries utilizing shared databases to verify 
eligibility factors. Organizing, Planning, and Prioritizing Work:    Develops specific goals by planning, prioritizing, and 
organizing work to meet performance standards in a timely manner.    Prioritizes work activities and cooperates with 
peers to coordinate and complete Quality Assurance assignments in a timely manner. Communicating with Persons 
outside Organization:    Provides information through written and electronic communication to federal agency 
representatives regarding the findings of the review determination in accordance with established guidelines.    
Communicates professionally with persons, institutions, or other government agencies verbally or in writing for the 
purpose of obtaining information and verification required to complete the review in a timely manner.    Communicates 
verbally in a professional and courteous manner with customers and/or representatives to explain Quality Assurance 
processes and requirements for the purpose of obtaining the customer's cooperation. Getting Information:    Contacts 
third parties for the purpose of gathering information relevant to the case review.    Conducts customer interviews face 
to face or by telephone for the purpose of gathering information relevant to the case review.    Accesses available 
computer systems or databases for information gathering purposes pertinent to the case under review. 
Documenting/Recording Information:    Documents and records the electronic workbook for collection of agency records 
and Quality Assurance findings to determine correctness of the agency actions.    Maintains all relevant records related 
to Quality Assurance findings, case records, and actions completed as an official record for the 



 TN Job Classification Specifications  
September 22, 2020 

department.Communicating with Supervisors, Peers, or Subordinates:    Communicates through verbal, written, and 
electronic communication or in person with peers, supervisors, and other DHS agency representatives to obtain policy or 
procedural clarifications and effectively complete the Quality Assurance process.    Provides information through written 
and electronic communication to state agency representatives regarding the findings of the review determination in 
accordance with established guidelines. Updating and Using Relevant Knowledge:    Researches, gathers, and applies 
relevant information to evaluate the correctness of cases under review.    Remains up-to-date on new policies and 
procedures as they are implemented in order to best perform the Quality Assurance process.    Pursues professional 
development, attending required trainings, with respect to technical advancements in the field to ensure best practices 
are available. Interacting With Computers:    Enters necessary information into federal databases as required by current 
procedures.    Uses computers and computer systems, enters data, processes information, and types letters and 
correspondence.    Operates computer hardware and software, scanners, and other equipment to complete reports, 
document collective data, and to communicate with others to capture and maintain program information. Thinking 
Creatively:    Implements new procedures, ideas, relationships, or systems to improve functionality of programs.    Works 
with staff through brainstorming sessions and other discussions to formulate creative ideas and find solutions to 
problems in an effort to promote and improve accuracy and reduce the error rate in the delivery of services to 
Tennessee's disadvantaged populations. Interpreting the Meaning of Information for Others:    Explains and interprets 
departmental policies and procedures and interprets rules and regulations to customers and third parties to ensure 
consistency of information.    Provides agency with recommendations for future actions based upon completed case 
reviews and identified deficiencies.Establishing and Maintaining Interpersonal Relationships:    Develops constructive 
and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, and local 
governmental agencies through meetings and other positive interactions to ensure quality and timely services.    
Develops and maintains healthy working relationships with co-workers to promote productivity and timeliness in Quality 
Assurance operations. Performing Administrative Activities:    Conducts office functions including but not limited to 
taking messages, answering telephones, inputting time sheets, filing, reviewing and distributing mail, creating 
documents or forms, ordering supplies, and other related functions. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Organizing    Time Management    Drive for Results    
Written Communications    Interpersonal Savvy    ListeningKnowledge:    Clerical                           Computers and 
Electronics                    Customer and Personal Service                                     Law and Government                Mathematics 
Skills:    Active Learning                         Active Listening                        Critical Thinking                        Mathematics                   
Reading Comprehension                        Speaking                        Writing                           Coordination                  Social 
Perceptiveness - Being aware of others' reactions and understanding why they react as they do    Complex Problem 
Solving                     Judgment and Decision Making                        Time Management Abilities:    Category Flexibility - The 
ability to generate or use different sets of rules for combining or grouping things in different ways.                           
Deductive Reasoning                 Brainstorming                Inductive Reasoning                  Information Ordering                
Mathematical Reasoning                        Basic Mathematics                     Oral Comprehension                  Oral Expression                          
Perceptual Speed - The ability to quickly and accurately compare similarities and differences among sets of letters, 
numbers, objects, pictures, or patterns. The things to be compared may be presented at the same time or one after the 
other. This ability also includes comparing a presented object with a remembered object.                  Problem Sensitivity                    
Selective Attention                    Speed of Closure - The ability to quickly make sense of, combine, and organize information 
into meaningful patterns.             Multi-Tasking                 Written Comprehension                         Written Expression                    
Speech Clarity                Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Multi-Function Printer    Stand Alone Scanner    Telephone    Fax Machine    Calculator    Postage 
Machine 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
098363 - RADIO COMMUNICATIONS TECH 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4576 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to four years of increasingly 
and skilled responsible full-time communications technical work; qualifying full-time communications technical work 
may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the lead and/or advanced working level class in 
the Radio Communications Tech sub-series. An employee in this class leads in the installation, maintenance, and repair 
of a variety of communications equipment, including mobile radios, base stations, and transmitting towers. This class 
differs from Radio Communications Tech 2 in that an incumbent of the latter is not a lead worker and performs duties of 
lesser scope and complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Repairs radio transmitting equipment/systems (to include fixed, 
mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test equipment including PC, 
test set, hand tools, etc. to ensure reliable communications.    Performs preventative maintenance on radio transmitting 
equipment systems according to FCC guidelines and manufacturer's specifications to prevent system failure.    Installs 
radio transmitting equipment/systems in vehicles and/or structures according to system operational parameters to 
meet operational needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer 
software to maintain or set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-
point and analog communications).Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as 
installing connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, 
maintain or repair electrical radio transmitting equipment/systems.Evaluating Information to Determine Compliance 
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with Standards:    Ensures compliance of State equipment with agency, state and federal laws/guidelines, etc. through 
inspection and measurement.Making Decisions and Solving Problems:    Assesses daily problems (such as broken 
equipment, unusual needs/situations, resource availability) and determines appropriate action (fabricates or makes 
adjustments to equipment, knowing who to call for staffing/technical support).Interacting With Computers:    Programs 
radio transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and 
specialized interface equipment to set up system parameters.    Programs security/safety equipment including 
emergency lighting, camera and siren systems using computer software.    Uses computer for daily functions including e-
mail systems, word processing systems, data base programs, spreadsheets and windows environments.Organizing, 
Planning, and Prioritizing Work:    Determines work to be accomplished by referencing the division's priority of service 
which is organized by supervisor as determined by level of system interruption, emergency conditions, safety and 
health.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinates the installation/removal and repair of radio systems by scheduling work activities/logistics of radio 
personnel and users.    Facilitates the sharing of relevant data/information to promote seamless interoperability with 
local government officials and other agencies.Performing General Physical Activities:    Carries equipment (such as 
service monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Works in 
close quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, 
stoops, squats, etc. to pick up equipment, load service vehicle and install equipment.Getting Information:    Listens to 
radio systems to identify potential problems (noise, distortion, anomalies) or loss of communication.    Visually monitors 
fault management terminal to detect potential problems.    Gathers equipment failure information from clients via e-
mail or telephone to determine course of action.    Visually inspects equipment to determine cause of problem and 
actions needed to repair.Inspecting Equipment, Structures, or Material:    Utilizes test equipment (such as service 
monitor, computer diagnostic software, watt meter) to detect possible failure and discrepancies from performance 
parameters.    Visually inspects equipment (such as towers, equipment shelters, power sources) to detect possible 
failure and discrepancies from performance parameters.    Inspects physical aspects of the property (such as fences, 
grounding equipment, HVAC systems) to determine if the cause of the problem is due to a security breach.    Inspects 
environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper performance of all 
equipment.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas and open/honest communication.    
Develops and maintains positive relationships with users by interacting in a professional, customer-focused manner 
through repetitive contact.Provide Consultation and Advice to Others:    Provides technical expertise to agency users 
taking into consideration the equipment and system needs and the concerns of users.    Shares relevant 
data/information with staff of other agencies to promote reliable and efficient communication.Documenting/Recording 
Information:    Fills out work ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory 
database, maintenance/station log.    Enters time and labor or expense information electronically to document weekly 
schedule and work related travel.    Maintains and updates code plug and other radio databases with current frequency 
and system operating parameters.Updating and Using Relevant Knowledge:    Attends necessary technical training (such 
as radio and IT on-line and resident training systems, webinars) as required by agency.    Attends safety training as 
required by agency (such as CPR, First Aid and defensive driving).Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with peers to discuss joint radio communication issues and activities. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Problem Solving    Technical Learning    Time Management    Action Oriented    
Customer Focus    Integrity and Trust    Peer RelationsKnowledge:    Building and Construction                             Clerical                        
Computers and Electronics                            Geography                        Law and Government                      Mathematics                     
Mechanical                       Public Safety and Security                             Telecommunications     Skill:                   Active Learning                         
Active Listening                             Critical Thinking                             Mathematics                     Reading Comprehension                                
Science                             Speaking                          Complex Problem Solving                              Equipment Maintenance                           
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
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Management of Material Resources                              Time ManagementAbility:                             Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098363 - RADIO COMMUNICATIONS TECH 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4577 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to four years of increasingly 
and skilled responsible full-time communications technical work; qualifying full-time communications technical work 
may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the lead and/or advanced working level class in 
the Radio Communications Tech sub-series. An employee in this class leads in the installation, maintenance, and repair 
of a variety of communications equipment, including mobile radios, base stations, and transmitting towers. This class 
differs from Radio Communications Tech 2 in that an incumbent of the latter is not a lead worker and performs duties of 
lesser scope and complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Repairs radio transmitting equipment/systems (to include fixed, 
mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test equipment including PC, 
test set, hand tools, etc. to ensure reliable communications.    Performs preventative maintenance on radio transmitting 
equipment systems according to FCC guidelines and manufacturer's specifications to prevent system failure.    Installs 
radio transmitting equipment/systems in vehicles and/or structures according to system operational parameters to 
meet operational needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer 
software to maintain or set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-
point and analog communications).Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as 
installing connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, 
maintain or repair electrical radio transmitting equipment/systems.Evaluating Information to Determine Compliance 
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with Standards:    Ensures compliance of State equipment with agency, state and federal laws/guidelines, etc. through 
inspection and measurement.Making Decisions and Solving Problems:    Assesses daily problems (such as broken 
equipment, unusual needs/situations, resource availability) and determines appropriate action (fabricates or makes 
adjustments to equipment, knowing who to call for staffing/technical support).Interacting With Computers:    Programs 
radio transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and 
specialized interface equipment to set up system parameters.    Programs security/safety equipment including 
emergency lighting, camera and siren systems using computer software.    Uses computer for daily functions including e-
mail systems, word processing systems, data base programs, spreadsheets and windows environments.Organizing, 
Planning, and Prioritizing Work:    Determines work to be accomplished by referencing the division's priority of service 
which is organized by supervisor as determined by level of system interruption, emergency conditions, safety and 
health.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinates the installation/removal and repair of radio systems by scheduling work activities/logistics of radio 
personnel and users.    Facilitates the sharing of relevant data/information to promote seamless interoperability with 
local government officials and other agencies.Performing General Physical Activities:    Carries equipment (such as 
service monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Works in 
close quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, 
stoops, squats, etc. to pick up equipment, load service vehicle and install equipment.Getting Information:    Listens to 
radio systems to identify potential problems (noise, distortion, anomalies) or loss of communication.    Visually monitors 
fault management terminal to detect potential problems.    Gathers equipment failure information from clients via e-
mail or telephone to determine course of action.    Visually inspects equipment to determine cause of problem and 
actions needed to repair.Inspecting Equipment, Structures, or Material:    Utilizes test equipment (such as service 
monitor, computer diagnostic software, watt meter) to detect possible failure and discrepancies from performance 
parameters.    Visually inspects equipment (such as towers, equipment shelters, power sources) to detect possible 
failure and discrepancies from performance parameters.    Inspects physical aspects of the property (such as fences, 
grounding equipment, HVAC systems) to determine if the cause of the problem is due to a security breach.    Inspects 
environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper performance of all 
equipment.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas and open/honest communication.    
Develops and maintains positive relationships with users by interacting in a professional, customer-focused manner 
through repetitive contact.Provide Consultation and Advice to Others:    Provides technical expertise to agency users 
taking into consideration the equipment and system needs and the concerns of users.    Shares relevant 
data/information with staff of other agencies to promote reliable and efficient communication.Documenting/Recording 
Information:    Fills out work ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory 
database, maintenance/station log.    Enters time and labor or expense information electronically to document weekly 
schedule and work related travel.    Maintains and updates code plug and other radio databases with current frequency 
and system operating parameters.Updating and Using Relevant Knowledge:    Attends necessary technical training (such 
as radio and IT on-line and resident training systems, webinars) as required by agency.    Attends safety training as 
required by agency (such as CPR, First Aid and defensive driving).Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with peers to discuss joint radio communication issues and activities. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Problem Solving    Technical Learning    Time Management    Action Oriented    
Customer Focus    Integrity and Trust    Peer RelationsKnowledge:    Building and Construction                             Clerical                        
Computers and Electronics                            Geography                        Law and Government                      Mathematics                     
Mechanical                       Public Safety and Security                             Telecommunications     Skill:                   Active Learning                         
Active Listening                             Critical Thinking                             Mathematics                     Reading Comprehension                                
Science                             Speaking                          Complex Problem Solving                              Equipment Maintenance                           
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
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Management of Material Resources                              Time ManagementAbility:                             Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098363 - RADIO COMMUNICATIONS TECH 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4578 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to four years of increasingly 
and skilled responsible full-time communications technical work; qualifying full-time communications technical work 
may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the lead and/or advanced working level class in 
the Radio Communications Tech sub-series. An employee in this class leads in the installation, maintenance, and repair 
of a variety of communications equipment, including mobile radios, base stations, and transmitting towers. This class 
differs from Radio Communications Tech 2 in that an incumbent of the latter is not a lead worker and performs duties of 
lesser scope and complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Repairs radio transmitting equipment/systems (to include fixed, 
mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test equipment including PC, 
test set, hand tools, etc. to ensure reliable communications.    Performs preventative maintenance on radio transmitting 
equipment systems according to FCC guidelines and manufacturer's specifications to prevent system failure.    Installs 
radio transmitting equipment/systems in vehicles and/or structures according to system operational parameters to 
meet operational needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer 
software to maintain or set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-
point and analog communications).Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as 
installing connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, 
maintain or repair electrical radio transmitting equipment/systems.Evaluating Information to Determine Compliance 
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with Standards:    Ensures compliance of State equipment with agency, state and federal laws/guidelines, etc. through 
inspection and measurement.Making Decisions and Solving Problems:    Assesses daily problems (such as broken 
equipment, unusual needs/situations, resource availability) and determines appropriate action (fabricates or makes 
adjustments to equipment, knowing who to call for staffing/technical support).Interacting With Computers:    Programs 
radio transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and 
specialized interface equipment to set up system parameters.    Programs security/safety equipment including 
emergency lighting, camera and siren systems using computer software.    Uses computer for daily functions including e-
mail systems, word processing systems, data base programs, spreadsheets and windows environments.Organizing, 
Planning, and Prioritizing Work:    Determines work to be accomplished by referencing the division's priority of service 
which is organized by supervisor as determined by level of system interruption, emergency conditions, safety and 
health.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinates the installation/removal and repair of radio systems by scheduling work activities/logistics of radio 
personnel and users.    Facilitates the sharing of relevant data/information to promote seamless interoperability with 
local government officials and other agencies.Performing General Physical Activities:    Carries equipment (such as 
service monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Works in 
close quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, 
stoops, squats, etc. to pick up equipment, load service vehicle and install equipment.Getting Information:    Listens to 
radio systems to identify potential problems (noise, distortion, anomalies) or loss of communication.    Visually monitors 
fault management terminal to detect potential problems.    Gathers equipment failure information from clients via e-
mail or telephone to determine course of action.    Visually inspects equipment to determine cause of problem and 
actions needed to repair.Inspecting Equipment, Structures, or Material:    Utilizes test equipment (such as service 
monitor, computer diagnostic software, watt meter) to detect possible failure and discrepancies from performance 
parameters.    Visually inspects equipment (such as towers, equipment shelters, power sources) to detect possible 
failure and discrepancies from performance parameters.    Inspects physical aspects of the property (such as fences, 
grounding equipment, HVAC systems) to determine if the cause of the problem is due to a security breach.    Inspects 
environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper performance of all 
equipment.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas and open/honest communication.    
Develops and maintains positive relationships with users by interacting in a professional, customer-focused manner 
through repetitive contact.Provide Consultation and Advice to Others:    Provides technical expertise to agency users 
taking into consideration the equipment and system needs and the concerns of users.    Shares relevant 
data/information with staff of other agencies to promote reliable and efficient communication.Documenting/Recording 
Information:    Fills out work ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory 
database, maintenance/station log.    Enters time and labor or expense information electronically to document weekly 
schedule and work related travel.    Maintains and updates code plug and other radio databases with current frequency 
and system operating parameters.Updating and Using Relevant Knowledge:    Attends necessary technical training (such 
as radio and IT on-line and resident training systems, webinars) as required by agency.    Attends safety training as 
required by agency (such as CPR, First Aid and defensive driving).Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with peers to discuss joint radio communication issues and activities. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Problem Solving    Technical Learning    Time Management    Action Oriented    
Customer Focus    Integrity and Trust    Peer RelationsKnowledge:    Building and Construction                             Clerical                        
Computers and Electronics                            Geography                        Law and Government                      Mathematics                     
Mechanical                       Public Safety and Security                             Telecommunications     Skill:                   Active Learning                         
Active Listening                             Critical Thinking                             Mathematics                     Reading Comprehension                                
Science                             Speaking                          Complex Problem Solving                              Equipment Maintenance                           
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
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Management of Material Resources                              Time ManagementAbility:                             Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098363 - RADIO COMMUNICATIONS TECH 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4579 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to four years of increasingly 
and skilled responsible full-time communications technical work; qualifying full-time communications technical work 
may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the lead and/or advanced working level class in 
the Radio Communications Tech sub-series. An employee in this class leads in the installation, maintenance, and repair 
of a variety of communications equipment, including mobile radios, base stations, and transmitting towers. This class 
differs from Radio Communications Tech 2 in that an incumbent of the latter is not a lead worker and performs duties of 
lesser scope and complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Repairs radio transmitting equipment/systems (to include fixed, 
mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test equipment including PC, 
test set, hand tools, etc. to ensure reliable communications.    Performs preventative maintenance on radio transmitting 
equipment systems according to FCC guidelines and manufacturer's specifications to prevent system failure.    Installs 
radio transmitting equipment/systems in vehicles and/or structures according to system operational parameters to 
meet operational needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer 
software to maintain or set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-
point and analog communications).Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as 
installing connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, 
maintain or repair electrical radio transmitting equipment/systems.Evaluating Information to Determine Compliance 
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with Standards:    Ensures compliance of State equipment with agency, state and federal laws/guidelines, etc. through 
inspection and measurement.Making Decisions and Solving Problems:    Assesses daily problems (such as broken 
equipment, unusual needs/situations, resource availability) and determines appropriate action (fabricates or makes 
adjustments to equipment, knowing who to call for staffing/technical support).Interacting With Computers:    Programs 
radio transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and 
specialized interface equipment to set up system parameters.    Programs security/safety equipment including 
emergency lighting, camera and siren systems using computer software.    Uses computer for daily functions including e-
mail systems, word processing systems, data base programs, spreadsheets and windows environments.Organizing, 
Planning, and Prioritizing Work:    Determines work to be accomplished by referencing the division's priority of service 
which is organized by supervisor as determined by level of system interruption, emergency conditions, safety and 
health.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinates the installation/removal and repair of radio systems by scheduling work activities/logistics of radio 
personnel and users.    Facilitates the sharing of relevant data/information to promote seamless interoperability with 
local government officials and other agencies.Performing General Physical Activities:    Carries equipment (such as 
service monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Works in 
close quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, 
stoops, squats, etc. to pick up equipment, load service vehicle and install equipment.Getting Information:    Listens to 
radio systems to identify potential problems (noise, distortion, anomalies) or loss of communication.    Visually monitors 
fault management terminal to detect potential problems.    Gathers equipment failure information from clients via e-
mail or telephone to determine course of action.    Visually inspects equipment to determine cause of problem and 
actions needed to repair.Inspecting Equipment, Structures, or Material:    Utilizes test equipment (such as service 
monitor, computer diagnostic software, watt meter) to detect possible failure and discrepancies from performance 
parameters.    Visually inspects equipment (such as towers, equipment shelters, power sources) to detect possible 
failure and discrepancies from performance parameters.    Inspects physical aspects of the property (such as fences, 
grounding equipment, HVAC systems) to determine if the cause of the problem is due to a security breach.    Inspects 
environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper performance of all 
equipment.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas and open/honest communication.    
Develops and maintains positive relationships with users by interacting in a professional, customer-focused manner 
through repetitive contact.Provide Consultation and Advice to Others:    Provides technical expertise to agency users 
taking into consideration the equipment and system needs and the concerns of users.    Shares relevant 
data/information with staff of other agencies to promote reliable and efficient communication.Documenting/Recording 
Information:    Fills out work ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory 
database, maintenance/station log.    Enters time and labor or expense information electronically to document weekly 
schedule and work related travel.    Maintains and updates code plug and other radio databases with current frequency 
and system operating parameters.Updating and Using Relevant Knowledge:    Attends necessary technical training (such 
as radio and IT on-line and resident training systems, webinars) as required by agency.    Attends safety training as 
required by agency (such as CPR, First Aid and defensive driving).Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with peers to discuss joint radio communication issues and activities. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Problem Solving    Technical Learning    Time Management    Action Oriented    
Customer Focus    Integrity and Trust    Peer RelationsKnowledge:    Building and Construction                             Clerical                        
Computers and Electronics                            Geography                        Law and Government                      Mathematics                     
Mechanical                       Public Safety and Security                             Telecommunications     Skill:                   Active Learning                         
Active Listening                             Critical Thinking                             Mathematics                     Reading Comprehension                                
Science                             Speaking                          Complex Problem Solving                              Equipment Maintenance                           
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
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Management of Material Resources                              Time ManagementAbility:                             Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098363 - RADIO COMMUNICATIONS TECH 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4580 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to four years of increasingly 
and skilled responsible full-time communications technical work; qualifying full-time communications technical work 
may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for radio communications technical work of considerable difficulty; 
and performs related work as required.Distinguishing Features: This is the lead and/or advanced working level class in 
the Radio Communications Tech sub-series. An employee in this class leads in the installation, maintenance, and repair 
of a variety of communications equipment, including mobile radios, base stations, and transmitting towers. This class 
differs from Radio Communications Tech 2 in that an incumbent of the latter is not a lead worker and performs duties of 
lesser scope and complexity. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment:    Repairs radio transmitting equipment/systems (to include fixed, 
mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test equipment including PC, 
test set, hand tools, etc. to ensure reliable communications.    Performs preventative maintenance on radio transmitting 
equipment systems according to FCC guidelines and manufacturer's specifications to prevent system failure.    Installs 
radio transmitting equipment/systems in vehicles and/or structures according to system operational parameters to 
meet operational needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer 
software to maintain or set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-
point and analog communications).Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as 
installing connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, 
maintain or repair electrical radio transmitting equipment/systems.Evaluating Information to Determine Compliance 
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with Standards:    Ensures compliance of State equipment with agency, state and federal laws/guidelines, etc. through 
inspection and measurement.Making Decisions and Solving Problems:    Assesses daily problems (such as broken 
equipment, unusual needs/situations, resource availability) and determines appropriate action (fabricates or makes 
adjustments to equipment, knowing who to call for staffing/technical support).Interacting With Computers:    Programs 
radio transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and 
specialized interface equipment to set up system parameters.    Programs security/safety equipment including 
emergency lighting, camera and siren systems using computer software.    Uses computer for daily functions including e-
mail systems, word processing systems, data base programs, spreadsheets and windows environments.Organizing, 
Planning, and Prioritizing Work:    Determines work to be accomplished by referencing the division's priority of service 
which is organized by supervisor as determined by level of system interruption, emergency conditions, safety and 
health.Coordinating the Work and Activities of Others:    Oversees and coordinates the scheduled work of 
vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinates the installation/removal and repair of radio systems by scheduling work activities/logistics of radio 
personnel and users.    Facilitates the sharing of relevant data/information to promote seamless interoperability with 
local government officials and other agencies.Performing General Physical Activities:    Carries equipment (such as 
service monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Works in 
close quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, 
stoops, squats, etc. to pick up equipment, load service vehicle and install equipment.Getting Information:    Listens to 
radio systems to identify potential problems (noise, distortion, anomalies) or loss of communication.    Visually monitors 
fault management terminal to detect potential problems.    Gathers equipment failure information from clients via e-
mail or telephone to determine course of action.    Visually inspects equipment to determine cause of problem and 
actions needed to repair.Inspecting Equipment, Structures, or Material:    Utilizes test equipment (such as service 
monitor, computer diagnostic software, watt meter) to detect possible failure and discrepancies from performance 
parameters.    Visually inspects equipment (such as towers, equipment shelters, power sources) to detect possible 
failure and discrepancies from performance parameters.    Inspects physical aspects of the property (such as fences, 
grounding equipment, HVAC systems) to determine if the cause of the problem is due to a security breach.    Inspects 
environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper performance of all 
equipment.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains effective working 
relationships with peers and management by fostering cooperation, sharing of ideas and open/honest communication.    
Develops and maintains positive relationships with users by interacting in a professional, customer-focused manner 
through repetitive contact.Provide Consultation and Advice to Others:    Provides technical expertise to agency users 
taking into consideration the equipment and system needs and the concerns of users.    Shares relevant 
data/information with staff of other agencies to promote reliable and efficient communication.Documenting/Recording 
Information:    Fills out work ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory 
database, maintenance/station log.    Enters time and labor or expense information electronically to document weekly 
schedule and work related travel.    Maintains and updates code plug and other radio databases with current frequency 
and system operating parameters.Updating and Using Relevant Knowledge:    Attends necessary technical training (such 
as radio and IT on-line and resident training systems, webinars) as required by agency.    Attends safety training as 
required by agency (such as CPR, First Aid and defensive driving).Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with peers to discuss joint radio communication issues and activities. 
 
Competencies (KSA’s): 
Competencies:    Learning on the Fly    Problem Solving    Technical Learning    Time Management    Action Oriented    
Customer Focus    Integrity and Trust    Peer RelationsKnowledge:    Building and Construction                             Clerical                        
Computers and Electronics                            Geography                        Law and Government                      Mathematics                     
Mechanical                       Public Safety and Security                             Telecommunications     Skill:                   Active Learning                         
Active Listening                             Critical Thinking                             Mathematics                     Reading Comprehension                                
Science                             Speaking                          Complex Problem Solving                              Equipment Maintenance                           
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
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Management of Material Resources                              Time ManagementAbility:                             Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098364 - RADIO COMMUNICATIONS TECH SUPV 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4583 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to substantial (five or more 
years of) increasingly responsible and skilled full-time communications technical work; qualifying full-time 
communications technical work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:     Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising radio communications technical work of 
considerable difficulty; and performs related work as required.Distinguishing Features: This is the supervisory and 
highest level class in the Radio Communications Tech sub-series. An employee in this class supervises the installation, 
maintenance, and repair of a variety of communications equipment, including mobile radios, base stations, and 
transmitting towers. This class differs from Radio Communications Tech 3 in that an incumbent of the latter functions at 
the lead and/or advanced working level. 
 
Work Activities: 
"Staffing Organizational Units:    Recruit for potential vacancies through personal contact and referrals to build an 
applicant pool.    Conduct interviews according to State requirements with candidates for vacancies to identify the best 
person to work in the unit.    Select candidate to be recommended to fill vacancies for promotion or 
appointment.Developing Objectives and Strategies:    Develop and implement a preventive maintenance program 
(including annual/semi-annual maintenance checks) to prevent major system failures and to ensure long range reliability 
of the equipment.Evaluating Information to Determine Compliance with Standards:    Ensure compliance of State 
equipment with agency, state and federal laws/guidelines, etc. through inspection and measurement.Handling and 
Moving Objects:    Uses fine motor skills in daily work activities (such as installing connections, soldering components 
and connectors, crimping fittings/connectors and pulling fuses) to install, maintain or repair electrical radio transmitting 
equipment/systems.Repairing and Maintaining Electronic Equipment:    Repair radio transmitting equipment/systems 
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(to include fixed, mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test 
equipment including PC, test set, hand tools, etc. to ensure reliable communications.    Perform preventative 
maintenance on radio transmitting equipment systems according to FCC guidelines and manufacturer's specifications to 
prevent system failure.    Installs radio transmitting equipment/systems in vehicles and/or structures according to 
system operational parameters to meet operational needs of the user.    Programs system parameters, talk groups, 
frequencies, etc. using computer software to maintain or set up radio transmitting equipment/systems (such as P25 - IP 
network, microwave point-to-point and analog communications).Interpreting the Meaning of Information for Others:    
Interprets rules, regulations and policies (such as Human Resources, FCC, technical standards) for staff and/or users in 
order to communicate the meaning of them and lead others in this effort.Inspecting Equipment, Structures, or Material:    
Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to detect possible failure 
and discrepancies from performance parameters.    Visually inspects equipment (such as towers, equipment shelters, 
power sources) to detect possible failure and discrepancies from performance parameters.    Inspects physical aspects of 
the property (such as fences, grounding equipment, HVAC systems) to determine if the cause of the problem is due to a 
security breach.    Inspects environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper 
performance of all equipment.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self 
and staff as determined by level of system interruption, emergency conditions, safety and health.Resolving Conflicts and 
Negotiating with Others:    Handles complaints received from the public, customers, users and/or staff by gathering 
information from all parties and makes a decision regarding actions needed.Coordinating the Work and Activities of 
Others:    Oversees and coordinates the scheduled work of vendors/contractors as the agency's on-site representative to 
verify the work is accomplished per specifications.    Coordinates the installation/removal and repair of radio systems by 
scheduling work activities/logistics of radio personnel and users.    Facilitates the sharing of relevant data/information to 
promote seamless interoperability with local government officials and other agencies.Guiding, Directing, and Motivating 
Subordinates:    Set performance standards for employees by developing performance plans and evaluating 
performance annually.    Provide problem solving guidance to employees when judgment on complex situations is 
needed.    Monitors workload of subordinates, makes adjustments to their schedule to ensure all types of assignments 
are completed by established deadlines.    Ensures staff can convey meaning of policies, procedures and regulations to 
staff and users in the appropriate format based on the recipient.Interacting With Computers:    Programs radio 
transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and specialized 
interface equipment to set up system parameters.    Programs security/safety equipment including emergency lighting, 
camera and siren systems using computer software.    Uses computer for daily functions including e-mail systems, word 
processing systems, data base programs, spreadsheets and windows environments.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Determine resources and materials needed to accomplish radio 
communications projects by collecting information (such as cost, resources, staff availability) or using input from 
staff.Making Decisions and Solving Problems:    Assesses daily problems (such as broken equipment, unusual 
needs/situations, resource availability) and determines appropriate action (fabricates or makes adjustments to 
equipment, knowing who to call for staffing/technical support).Scheduling Work and Activities:    Assigns work activities 
to staff by considering factors such as priority of service, employee workload, resource capabilities and deadlines.    
Coordinates or schedules work activities of contractors and vendors by considering the urgency of the situation, 
contractor/vendor availability, facility access, etc.Establishing and Maintaining Interpersonal Relationships:    Establishes 
and maintains effective working relationships with staff, peers and management by fostering cooperation, sharing of 
ideas and open/honest communication.    Develops and maintains positive relationships with users by interacting in a 
professional, customer-focused manner through repetitive contact.Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with supervisors, peers and subordinates to discuss joint radio communication issues 
and activities.Coaching and Developing Others:    Observe the work of subordinates and others to communicate more 
efficient and effective ways to perform job responsibilities.    Encourage staff to utilize available elective training 
opportunities based on career goals of the employee.    Actively observes strengths and weaknesses of staff to provide 
guidance on ways to build on strengths and capabilities.    Mentors staff by always representing the agency in a 
courteous and professional manner.Performing General Physical Activities:    Carries equipment (such as service 
monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Work in close 
quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, stoops, 
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squats, etc. to pick up equipment, load service vehicle and install equipment.Provide Consultation and Advice to Others:    
Provide technical expertise to agency users taking into consideration the equipment and system needs and the concerns 
of users.    Share relevant data/information with staff of other agencies to promote reliable and efficient 
communication.Getting Information:    Listen to radio systems to identify potential problems (noise, distortion, 
anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential problems.    
Gather equipment failure information from clients to determine course of action.    Visually inspects equipment to 
determine cause of problem and actions needed to repair.Documenting/Recording Information:    Fill out work ticket 
(electronic or paper) for installed/repaired radio equipment to be used for inventory database, maintenance/station log.    
Enters time and labor or expense information electronically to document weekly schedule and work related travel.    
Maintains and updates code plug and other radio databases with current frequency and system operating 
parameters.Training and Teaching Others:    Identifies training needs (such as equipment updates, certifications and new 
technology) of staff and make recommendation to management.Updating and Using Relevant Knowledge:    Attends 
necessary technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as 
required by agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving)." 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Directing Others    Time Management    Action Oriented    
Customer FocusKnowledge:    Building and Construction                         Clerical                             Computers and Electronics                       
Geography                        Law and Government                      Mathematics                     Mechanical                       Public Safety 
and Security                             Telecommunications     Skills:                Active Learning                              Active Listening                             
Critical Thinking                             Mathematics                     Reading Comprehension                                Science                             
Speaking                          Complex Problem Solving                              Equipment Maintenance                                Equipment 
Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
Management of Material Resources                              Time ManagementAbilities:                          Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity                                 Visual Color Discrimination                        
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098364 - RADIO COMMUNICATIONS TECH SUPV 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4584 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to substantial (five or more 
years of) increasingly responsible and skilled full-time communications technical work; qualifying full-time 
communications technical work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:     Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising radio communications technical work of 
considerable difficulty; and performs related work as required.Distinguishing Features: This is the supervisory and 
highest level class in the Radio Communications Tech sub-series. An employee in this class supervises the installation, 
maintenance, and repair of a variety of communications equipment, including mobile radios, base stations, and 
transmitting towers. This class differs from Radio Communications Tech 3 in that an incumbent of the latter functions at 
the lead and/or advanced working level. 
 
Work Activities: 
"Staffing Organizational Units:    Recruit for potential vacancies through personal contact and referrals to build an 
applicant pool.    Conduct interviews according to State requirements with candidates for vacancies to identify the best 
person to work in the unit.    Select candidate to be recommended to fill vacancies for promotion or 
appointment.Developing Objectives and Strategies:    Develop and implement a preventive maintenance program 
(including annual/semi-annual maintenance checks) to prevent major system failures and to ensure long range reliability 
of the equipment.Evaluating Information to Determine Compliance with Standards:    Ensure compliance of State 
equipment with agency, state and federal laws/guidelines, etc. through inspection and measurement.Handling and 
Moving Objects:    Uses fine motor skills in daily work activities (such as installing connections, soldering components 
and connectors, crimping fittings/connectors and pulling fuses) to install, maintain or repair electrical radio transmitting 
equipment/systems.Repairing and Maintaining Electronic Equipment:    Repair radio transmitting equipment/systems 
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(to include fixed, mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test 
equipment including PC, test set, hand tools, etc. to ensure reliable communications.    Perform preventative 
maintenance on radio transmitting equipment systems according to FCC guidelines and manufacturer's specifications to 
prevent system failure.    Installs radio transmitting equipment/systems in vehicles and/or structures according to 
system operational parameters to meet operational needs of the user.    Programs system parameters, talk groups, 
frequencies, etc. using computer software to maintain or set up radio transmitting equipment/systems (such as P25 - IP 
network, microwave point-to-point and analog communications).Interpreting the Meaning of Information for Others:    
Interprets rules, regulations and policies (such as Human Resources, FCC, technical standards) for staff and/or users in 
order to communicate the meaning of them and lead others in this effort.Inspecting Equipment, Structures, or Material:    
Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to detect possible failure 
and discrepancies from performance parameters.    Visually inspects equipment (such as towers, equipment shelters, 
power sources) to detect possible failure and discrepancies from performance parameters.    Inspects physical aspects of 
the property (such as fences, grounding equipment, HVAC systems) to determine if the cause of the problem is due to a 
security breach.    Inspects environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper 
performance of all equipment.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self 
and staff as determined by level of system interruption, emergency conditions, safety and health.Resolving Conflicts and 
Negotiating with Others:    Handles complaints received from the public, customers, users and/or staff by gathering 
information from all parties and makes a decision regarding actions needed.Coordinating the Work and Activities of 
Others:    Oversees and coordinates the scheduled work of vendors/contractors as the agency's on-site representative to 
verify the work is accomplished per specifications.    Coordinates the installation/removal and repair of radio systems by 
scheduling work activities/logistics of radio personnel and users.    Facilitates the sharing of relevant data/information to 
promote seamless interoperability with local government officials and other agencies.Guiding, Directing, and Motivating 
Subordinates:    Set performance standards for employees by developing performance plans and evaluating 
performance annually.    Provide problem solving guidance to employees when judgment on complex situations is 
needed.    Monitors workload of subordinates, makes adjustments to their schedule to ensure all types of assignments 
are completed by established deadlines.    Ensures staff can convey meaning of policies, procedures and regulations to 
staff and users in the appropriate format based on the recipient.Interacting With Computers:    Programs radio 
transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and specialized 
interface equipment to set up system parameters.    Programs security/safety equipment including emergency lighting, 
camera and siren systems using computer software.    Uses computer for daily functions including e-mail systems, word 
processing systems, data base programs, spreadsheets and windows environments.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Determine resources and materials needed to accomplish radio 
communications projects by collecting information (such as cost, resources, staff availability) or using input from 
staff.Making Decisions and Solving Problems:    Assesses daily problems (such as broken equipment, unusual 
needs/situations, resource availability) and determines appropriate action (fabricates or makes adjustments to 
equipment, knowing who to call for staffing/technical support).Scheduling Work and Activities:    Assigns work activities 
to staff by considering factors such as priority of service, employee workload, resource capabilities and deadlines.    
Coordinates or schedules work activities of contractors and vendors by considering the urgency of the situation, 
contractor/vendor availability, facility access, etc.Establishing and Maintaining Interpersonal Relationships:    Establishes 
and maintains effective working relationships with staff, peers and management by fostering cooperation, sharing of 
ideas and open/honest communication.    Develops and maintains positive relationships with users by interacting in a 
professional, customer-focused manner through repetitive contact.Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with supervisors, peers and subordinates to discuss joint radio communication issues 
and activities.Coaching and Developing Others:    Observe the work of subordinates and others to communicate more 
efficient and effective ways to perform job responsibilities.    Encourage staff to utilize available elective training 
opportunities based on career goals of the employee.    Actively observes strengths and weaknesses of staff to provide 
guidance on ways to build on strengths and capabilities.    Mentors staff by always representing the agency in a 
courteous and professional manner.Performing General Physical Activities:    Carries equipment (such as service 
monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Work in close 
quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, stoops, 



 TN Job Classification Specifications  
September 22, 2020 

squats, etc. to pick up equipment, load service vehicle and install equipment.Provide Consultation and Advice to Others:    
Provide technical expertise to agency users taking into consideration the equipment and system needs and the concerns 
of users.    Share relevant data/information with staff of other agencies to promote reliable and efficient 
communication.Getting Information:    Listen to radio systems to identify potential problems (noise, distortion, 
anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential problems.    
Gather equipment failure information from clients to determine course of action.    Visually inspects equipment to 
determine cause of problem and actions needed to repair.Documenting/Recording Information:    Fill out work ticket 
(electronic or paper) for installed/repaired radio equipment to be used for inventory database, maintenance/station log.    
Enters time and labor or expense information electronically to document weekly schedule and work related travel.    
Maintains and updates code plug and other radio databases with current frequency and system operating 
parameters.Training and Teaching Others:    Identifies training needs (such as equipment updates, certifications and new 
technology) of staff and make recommendation to management.Updating and Using Relevant Knowledge:    Attends 
necessary technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as 
required by agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving)." 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Directing Others    Time Management    Action Oriented    
Customer FocusKnowledge:    Building and Construction                         Clerical                             Computers and Electronics                  
Geography                        Law and Government                      Mathematics                     Mechanical                       Public Safety 
and Security                             Telecommunications     Skills:                Active Learning                              Active Listening                             
Critical Thinking                             Mathematics                     Reading Comprehension                                Science                             
Speaking                          Complex Problem Solving                              Equipment Maintenance                                Equipment 
Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
Management of Material Resources                              Time ManagementAbilities:                          Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity                                 Visual Color Discrimination                        
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098364 - RADIO COMMUNICATIONS TECH SUPV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4585 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of one year of coursework at a vocational or technical 
school in communication equipment repair or other related field and experience equivalent to substantial (five or more 
years of) increasingly responsible and skilled full-time communications technical work; qualifying full-time 
communications technical work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:     Possession of a Radiotelephone license issued by the Federal Communications Commission or 
certification as a two-way radio technician by an approved organization such as the Associated Public Safety 
Communications Officers (APOC) or the National Association of Business and Educational Radio (NABER) is required;    
Be willing to and able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security 
clearance in accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral 
character, as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have 
been convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of 
federal or state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled 
substances, Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, 
successfully complete a prescribed course of instruction.Examination Method: Education and Experience,100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising radio communications technical work of 
considerable difficulty; and performs related work as required.Distinguishing Features: This is the supervisory and 
highest level class in the Radio Communications Tech sub-series. An employee in this class supervises the installation, 
maintenance, and repair of a variety of communications equipment, including mobile radios, base stations, and 
transmitting towers. This class differs from Radio Communications Tech 3 in that an incumbent of the latter functions at 
the lead and/or advanced working level. 
 
Work Activities: 
"Staffing Organizational Units:    Recruit for potential vacancies through personal contact and referrals to build an 
applicant pool.    Conduct interviews according to State requirements with candidates for vacancies to identify the best 
person to work in the unit.    Select candidate to be recommended to fill vacancies for promotion or 
appointment.Developing Objectives and Strategies:    Develop and implement a preventive maintenance program 
(including annual/semi-annual maintenance checks) to prevent major system failures and to ensure long range reliability 
of the equipment.Evaluating Information to Determine Compliance with Standards:    Ensure compliance of State 
equipment with agency, state and federal laws/guidelines, etc. through inspection and measurement.Handling and 
Moving Objects:    Uses fine motor skills in daily work activities (such as installing connections, soldering components 
and connectors, crimping fittings/connectors and pulling fuses) to install, maintain or repair electrical radio transmitting 
equipment/systems.Repairing and Maintaining Electronic Equipment:    Repair radio transmitting equipment/systems 
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(to include fixed, mobile, portable devices and ancillary equipment-lighting and sirens) utilizing necessary test 
equipment including PC, test set, hand tools, etc. to ensure reliable communications.    Perform preventative 
maintenance on radio transmitting equipment systems according to FCC guidelines and manufacturer's specifications to 
prevent system failure.    Installs radio transmitting equipment/systems in vehicles and/or structures according to 
system operational parameters to meet operational needs of the user.    Programs system parameters, talk groups, 
frequencies, etc. using computer software to maintain or set up radio transmitting equipment/systems (such as P25 - IP 
network, microwave point-to-point and analog communications).Interpreting the Meaning of Information for Others:    
Interprets rules, regulations and policies (such as Human Resources, FCC, technical standards) for staff and/or users in 
order to communicate the meaning of them and lead others in this effort.Inspecting Equipment, Structures, or Material:    
Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to detect possible failure 
and discrepancies from performance parameters.    Visually inspects equipment (such as towers, equipment shelters, 
power sources) to detect possible failure and discrepancies from performance parameters.    Inspects physical aspects of 
the property (such as fences, grounding equipment, HVAC systems) to determine if the cause of the problem is due to a 
security breach.    Inspects environmental controls (such as structural integrity, HVAC systems, lighting) to ensure proper 
performance of all equipment.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self 
and staff as determined by level of system interruption, emergency conditions, safety and health.Resolving Conflicts and 
Negotiating with Others:    Handles complaints received from the public, customers, users and/or staff by gathering 
information from all parties and makes a decision regarding actions needed.Coordinating the Work and Activities of 
Others:    Oversees and coordinates the scheduled work of vendors/contractors as the agency's on-site representative to 
verify the work is accomplished per specifications.    Coordinates the installation/removal and repair of radio systems by 
scheduling work activities/logistics of radio personnel and users.    Facilitates the sharing of relevant data/information to 
promote seamless interoperability with local government officials and other agencies.Guiding, Directing, and Motivating 
Subordinates:    Set performance standards for employees by developing performance plans and evaluating 
performance annually.    Provide problem solving guidance to employees when judgment on complex situations is 
needed.    Monitors workload of subordinates, makes adjustments to their schedule to ensure all types of assignments 
are completed by established deadlines.    Ensures staff can convey meaning of policies, procedures and regulations to 
staff and users in the appropriate format based on the recipient.Interacting With Computers:    Programs radio 
transceivers, IP routers and switches using up-to-date, specialized manufacturer's computer software and specialized 
interface equipment to set up system parameters.    Programs security/safety equipment including emergency lighting, 
camera and siren systems using computer software.    Uses computer for daily functions including e-mail systems, word 
processing systems, data base programs, spreadsheets and windows environments.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Determine resources and materials needed to accomplish radio 
communications projects by collecting information (such as cost, resources, staff availability) or using input from 
staff.Making Decisions and Solving Problems:    Assesses daily problems (such as broken equipment, unusual 
needs/situations, resource availability) and determines appropriate action (fabricates or makes adjustments to 
equipment, knowing who to call for staffing/technical support).Scheduling Work and Activities:    Assigns work activities 
to staff by considering factors such as priority of service, employee workload, resource capabilities and deadlines.    
Coordinates or schedules work activities of contractors and vendors by considering the urgency of the situation, 
contractor/vendor availability, facility access, etc.Establishing and Maintaining Interpersonal Relationships:    Establishes 
and maintains effective working relationships with staff, peers and management by fostering cooperation, sharing of 
ideas and open/honest communication.    Develops and maintains positive relationships with users by interacting in a 
professional, customer-focused manner through repetitive contact.Communicating with Supervisors, Peers, or 
Subordinates:    Participates in performance evaluation discussions with supervisor to understand performance 
expectations and method by which set goals are achieved.    Submits work documents electronically or by mail to verify 
work completed.    Communicates with supervisors, peers and subordinates to discuss joint radio communication issues 
and activities.Coaching and Developing Others:    Observe the work of subordinates and others to communicate more 
efficient and effective ways to perform job responsibilities.    Encourage staff to utilize available elective training 
opportunities based on career goals of the employee.    Actively observes strengths and weaknesses of staff to provide 
guidance on ways to build on strengths and capabilities.    Mentors staff by always representing the agency in a 
courteous and professional manner.Performing General Physical Activities:    Carries equipment (such as service 
monitors, test equipment, batteries and hand tools) averaging 40 lbs. in weight for short distances.    Work in close 
quarters such as the trunk of a vehicle, under the dash of a vehicle and crowded equipment enclosures.    Bends, stoops, 
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squats, etc. to pick up equipment, load service vehicle and install equipment.Provide Consultation and Advice to Others:    
Provide technical expertise to agency users taking into consideration the equipment and system needs and the concerns 
of users.    Share relevant data/information with staff of other agencies to promote reliable and efficient 
communication.Getting Information:    Listen to radio systems to identify potential problems (noise, distortion, 
anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential problems.    
Gather equipment failure information from clients to determine course of action.    Visually inspects equipment to 
determine cause of problem and actions needed to repair.Documenting/Recording Information:    Fill out work ticket 
(electronic or paper) for installed/repaired radio equipment to be used for inventory database, maintenance/station log.    
Enters time and labor or expense information electronically to document weekly schedule and work related travel.    
Maintains and updates code plug and other radio databases with current frequency and system operating 
parameters.Training and Teaching Others:    Identifies training needs (such as equipment updates, certifications and new 
technology) of staff and make recommendation to management.Updating and Using Relevant Knowledge:    Attends 
necessary technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as 
required by agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving)." 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Directing Others    Time Management    Action Oriented    
Customer FocusKnowledge:    Building and Construction                         Clerical                             Computers and Electronics                       
Geography                        Law and Government                      Mathematics                     Mechanical                       Public Safety 
and Security                             Telecommunications     Skills:                Active Learning                              Active Listening                             
Critical Thinking                             Mathematics                     Reading Comprehension                                Science                             
Speaking                          Complex Problem Solving                              Equipment Maintenance                                Equipment 
Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Quality Control Analysis                               Repairing                          Troubleshooting                              Systems Evaluation                         
Management of Material Resources                              Time ManagementAbilities:                          Deductive Reasoning                       
Inductive Reasoning                        Mathematical Reasoning                                Number Facility                              Oral 
Comprehension                       Oral Expression                               Problem Sensitivity                         Selective Attention                         
Spatial Orientation                          Time Sharing                    Visualization                    Written Comprehension                                 
Finger Dexterity                              Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            
Gross Body Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                     Speech Clarity                                 Visual Color Discrimination                        
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4587 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4588 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4589 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4590 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4591 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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098365 - RADIO SYSTEMS ANALYST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4592 
 
Minimum Qualifications: 
Education and Experience: Graduation from a two-year college or technical institute with an associate's degree in 
electrical or electronic engineering or a radio/television repair certificate and experience equivalent to three years of 
full-time radio communications technical work, including one year of radio communications systems design work and 
one year of supervisory radio communications work; qualifying military coursework or radio systems design and 
maintenance work may be substituted for the required education on a year-for-year basis; additional coursework at an 
accredited college or university in electrical or electronic engineering may be substituted for the required non-
specialized, non-supervisory experience, on a year-for-year basis, to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:NOTE:  Applicants for positions in the Department of 
Military must:    A valid vehicle operator's license may be required for employment in some positions;    Be willing to and 
able to qualify with, carry, and use assigned weapons;    Be eligible to receive and maintain a security clearance in 
accordance with applicable agency regulations;    Be at least eighteen (18) years of age;    Have a good moral character, 
as determined by investigation;    Complete a criminal history disclosure form in a manner approved by the appointing 
authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a fingerprint 
sample in a manner prescribed by the TBI for a fingerprint based criminal history records check;    Not have been 
convicted or pleaded guilty to, or entered a plea of nolo contendere to any felony charge or to any violation of federal or 
state laws or city ordinances relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, 
Tennessee Code Annotated 7-86-205;    Not have been discharged under any other than honorable conditions from any 
branch of the United States armed forces;    Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position;    Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position;    Upon appointment, successfully 
complete a prescribed course of instruction. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
"Summary: Under direction, is responsible for radio communications system design and development work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: An employee in this class is responsible for designing, developing, and evaluating radio communications 
systems and supervises the overall maintenance and repair of communication equipment. This class differs from that of 
Radio Communications Technician Supervisor in that an incumbent of the latter supervises lower level Communication 
Technicians in routine installation, maintenance, and repair of communications equipment and has no communications 
systems design responsibilities." 
 
Work Activities: 
Monitoring and Controlling Resources:    Monitors expenditures of unit to ensure spending is within budgetary 
limits.Interacting With Computers:    Programs radio transceivers, IP routers and switches using up-to-date, specialized 
manufacturer's computer software and specialized interface equipment to set up system parameters.    Programs 
security/safety equipment including emergency lighting, camera and siren systems using computer software.    Use 
computer for daily functions including e-mail systems, word processing systems, database programs, spreadsheets and 
windows environments.    Uses computer and propagation software to evaluate system performance and determine 
design variables.    Use computer to perform radio frequency interference analysis by considering co-use of frequencies 
to determine radio spectrum availability.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    
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Develop technical specifications in a written document of radio communication equipment and ancillary devices for 
equipment procurement which includes items such as power, emissions, electrical requirements, etc.    Creates and 
revises radio systems drawings/diagrams detailing aspects (such as radio interface configuration, radio connection, 
program parameters and punch block interconnection).Staffing Organizational Units:    Recruit for potential vacancies 
through personal contact and referrals to build an applicant pool.    Conduct interviews according to State requirements 
with candidates for vacancies to identify the best person to work in the unit.    Select candidate to be recommended to 
fill vacancies for promotion or appointment.Judging the Qualities of Things, Services, or People:    Analyze potential 
radio communication site to judge value in communications designs by considering factors such as accessibility, location, 
availability, proximity to airport, applicable local, state and federal rules and regulations.    Determine equipment 
compliance to design specifications by measurement testing, research and visual inspection.Developing Objectives and 
Strategies:    Develop long-range radio communication systems replacement plan by evaluating trends in technology, 
evolving agency needs, equipment replacement cycles, etc.    Assist in long-range budget preparations by presenting 
options based on present and projected needs to management.Documenting/Recording Information:    Fill out work 
ticket (electronic or paper) for installed/repaired radio equipment to be used for inventory database, 
maintenance/station log.    Enters time and labor or expense information electronically to document weekly schedule 
and work related travel.    Maintains and updates code plug and other radio databases with current frequency and 
system operating parameters.    Completes and submits Federal standardized multipage form that includes site 
specifications, elevations, power, emission, tower height/type, etc. to obtain FCC licensure.    Maintains and updates 
radio system files including, but not limited to vendor as-built documents, system drawings, FCC licenses, FAA 
authorizations.Resolving Conflicts and Negotiating with Others:    Handles complaints received from the public, vendors, 
users and/or staff by gathering information from all parties and makes a decision regarding actions needed.    Work to 
resolve issues with non-compliant vendors by gathering information and submitting/presenting recommendations to 
appropriate authority.Evaluating Information to Determine Compliance with Standards:      Ensure compliance of State 
equipment and sites with agency, state and federal laws/guidelines, etc. through inspection and measurement.Making 
Decisions and Solving Problems:    Analyze system problems and deficiencies (such as special needs/situations, resource 
availability) and design solutions (including hardware/software, dynamic system changes, and equipment modifications) 
to satisfy agency needs.Organizing, Planning, and Prioritizing Work:    Prioritizes work to be accomplished by self and 
staff as determined by level of system interruption, emergency conditions, safety and health.    Plans, develops and 
manages special projects (such as technology upgrades, site relocation and tower replacement) and upgrades associated 
with radio systems.Handling and Moving Objects:    Uses fine motor skills in daily work activities (such as installing 
connections, soldering components and connectors, crimping fittings/connectors and pulling fuses) to install, maintain 
or repair electrical radio transmitting equipment/systems.Communicating with Persons Outside Organization:    
Interface with outside entities (such as agency counterparts, vendors, all levels of government) for a mutually beneficial 
exchange of thoughts and ideas.Getting Information:    Listen to radio systems to identify potential problems (noise, 
distortion, anomalies) or loss of communication.    Visually monitors fault management terminal to detect potential 
problems.    Gather equipment failure information from clients to determine course of action.    Visual inspection of 
equipment to determine cause of problem and actions needed to repair.    Gather system performance requirements 
from clients to determine appropriate system upgrade, modification or design.    Gather equipment information from 
vendors to determine if equipment satisfies design requirements.    Gather systems statistics from management 
terminals to determine current system performance.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determine resources and materials needed to accomplish radio communications projects by collecting 
information (such as cost, resources, staff availability) or using input from staff.Repairing and Maintaining Electronic 
Equipment:    Repairs radio transmitting equipment/systems (to include fixed, mobile, portable devices and ancillary 
equipment-lighting and sirens) utilizing necessary test equipment including PC, test set, hand tools, etc. to ensure 
reliable communications.    Perform preventative maintenance on radio transmitting equipment systems according to 
FCC guidelines and manufacturer's specifications to prevent system failure.    Installs radio transmitting 
equipment/systems in vehicles and/or structures according to system operational parameters to meet operational 
needs of the user.    Programs system parameters, talk groups, frequencies, etc. using computer software to maintain or 
set up radio transmitting equipment/systems (such as P25 - IP network, microwave point-to-point and analog 
communications).Interpreting the Meaning of Information for Others:    Interprets rules, regulations and policies (such 
as Human Resources, FCC, technical standards) for staff and/or users in order to communicate the meaning of them and 
lead others in this effort.Coordinating the Work and Activities of Others:    Manages and coordinates the scheduled work 
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of vendors/contractors as the agency's on-site representative to verify the work is accomplished per specifications.    
Coordinate the installation/removal and repair of radio systems by scheduling work activities/logistics of radio personnel 
and users.    Facilitate the sharing of relevant data/information to promote seamless interoperability with local 
government officials and other agencies.Guiding, Directing, and Motivating Subordinates:    Set performance standards 
for employees by developing performance plans and evaluating performance annually.    Provide problem solving 
guidance to employees when judgment on complex situations is needed.    Monitors workload of subordinates, makes 
adjustments to their schedule to ensure all types of assignments are completed by established deadlines.    Ensures staff 
can convey meaning of policies, procedures and regulations to other personnel in the appropriate format based on the 
recipient.Scheduling Work and Activities:    Manages work activities of staff by considering factors such as priority of 
service, employee workload, resource capabilities and deadlines.    Coordinates or schedules work activities of 
contractors and vendors by considering the urgency of the situation, contractor/vendor availability, facility access, 
etc.Provide Consultation and Advice to Others:    Provide technical expertise to agency users taking into consideration 
the equipment and system needs and the concerns of users.    Share relevant data/information with staff of other 
agencies to promote reliable and efficient communication.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains effective working relationships with staff, peers and management by fostering cooperation, 
sharing of ideas and open/honest communication.    Develops and maintains positive relationships with users by 
interacting in a professional, customer-focused manner through repetitive contact.Coaching and Developing Others:    
Observe the work of subordinates and others to communicate more efficient and effective ways to perform job 
responsibilities.    Encourage staff to utilize available elective training opportunities based on career goals of the 
employee.    Actively observes strengths and weaknesses of staff to provide guidance on ways to build on strengths and 
capabilities.    Mentors staff by always representing the agency in a courteous and professional manner.Training and 
Teaching Others:    Identifies training needs (such as equipment updates, certifications, and new technology) of staff and 
makes recommendations to management.    Develops and conducts technical training for users and technical staff 
regarding equipment operation and/or maintenance.Updating and Using Relevant Knowledge:    Attends necessary 
technical and managerial training (such as radio and IT on-line and resident training systems, webinars) as required by 
agency.    Attend safety training as required by agency (such as CPR, First Aid and defensive driving).    Conducts research 
on local, state and federal agency rules, laws and regulations related to radio communications.Performing General 
Physical Activities:    Carries equipment (such as service monitors, test equipment, batteries and hand tools) averaging 
40 lbs. in weight for short distances.    Work in close quarters such as the trunk of a vehicle, under the dash of a vehicle 
and crowded equipment enclosures.    Bends, stoops, squats, etc. to pick up equipment, load service vehicle and install 
equipment.Communicating with Supervisors, Peers, or Subordinates:    Participates in performance evaluation 
discussions with supervisor to understand performance expectations and method by which set goals are achieved.    
Submits work documents electronically or by mail to verify work completed.    Communicates with supervisors, peers 
and subordinates to discuss joint radio communication issues and activities.Inspecting Equipment, Structures, or 
Material:    Utilizes test equipment (such as service monitor, computer diagnostic software, watt meter) to evaluate 
system performance.    Visually inspects equipment (such as towers, equipment shelters, power sources) to evaluate 
current and future uses and modifications.    Inspects physical aspects of the property (such as fences, grounding 
equipment, HVAC systems) to evaluate suitability for current and future communications systems and upgrades. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Technical Learning    Planning    Time Management    Timely Decision Making    
Comfort around Higher Management    Written Communications    Customer FocusKnowledge:    Administration and 
Management                   Building and Construction                             Clerical                             Computers and Electronics                       
Design                              Education and Training                   Geography                        Law and Government                      
Mathematics                     Mechanical                       Public Safety and Security                             Telecommunications     Skills:                
Active Learning                              Active Listening                             Critical Thinking                             Mathematics                     
Monitoring                       Reading Comprehension                                Science                             Speaking                          
Writing                            Instructing                       Complex Problem Solving                              Equipment Maintenance                                
Equipment Selection                       Installation                       Operation and Control                     Operation Monitoring                      
Operation Analysis                          Quality Control Analysis                               Repairing                          Technology Design                         
Troubleshooting                              Judgment and Decision Making                     Systems Analysis                            Systems 
Evaluation                         Management of Material Resources                              Management of Personnel Resources                            
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Time ManagementAbilities:            Deductive Reasoning                       Inductive Reasoning                        Mathematical 
Reasoning                                Number Facility                              Oral Comprehension                       Oral Expression                               
Problem Sensitivity                         Selective Attention                         Spatial Orientation                          Time Sharing                    
Visualization                    Written Comprehension                                 Written Expression                          Finger Dexterity                         
Manual Dexterity                            Dynamic Strength                           Extent Flexibility                            Gross Body 
Equilibrium                                 Stamina                            Static Strength                                Auditory Attention                         
Depth Perception                            Far Vision                        Glare Sensitivity                             Hearing Sensitivity                          
Near Vision                      Night Vision                   Speech Clarity                                 Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Radios    Printer    Soldering Iron    Heating Gun    General Dynamics 
Communication Analyzer    TIMS Test Set    Multi-Meter    Watt Meter    Drill    Crimping Tools 
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076302 - RAILROAD SAFETY INSPECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4326 
 
Minimum Qualifications: 
Education and Experience: Certification by the Federal Railroad Administration as a Railroad Safety Inspector in one the 
following areas: 1) Track; 2) Signal and Train Control; 3) Motive Power and Equipment; 4) Operating Practices; 5) 
Hazardous Materials; or 6) Highway-Rail Grade Crossing. Substitution of Education for Experience: None Substitution of 
Experience for Education: Experience equivalent to four years of full-time work with a railroad or railroad regulatory 
agency may substitute for the required Federal Railroad Administration certification.  The certification is required prior 
to completion of the probationary period.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Maintain a valid motor vehicle operator license. Possess 
or obtain prior to completion of probationary period a certification by the Federal Railroad Administration. Examination 
Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for railroad safety inspection work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class conducts Federal Railroad 
Administration (FRA) safety inspections and possesses the appropriate FRA certification in one of the following specialty 
areas: signal and train control, operating practices, track, hazardous materials, highway-rail grade crossing, or motive 
power and equipment.   
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Interprets and enforces current railroad standards, laws, safety 
rules, and regulations to railroad industry. Provides technical advice and interpretation of regulations to railroad officials 
when required to improve the quality of compliance. Identifying Objects, Actions, and Events:  Identifies features of 
track, railroad cars, signal appliances, switching operations, and other equipment to enhance safety of railroad 
environment. Checks railroad inspection data to determine compliance with federal railroad laws. Identifies deficiencies 
observed during inspections and/or investigations for compliance with state and federal regulations. Inspecting 
Equipment, Structures, or Material:  Conducts inspections in Track, Signal and Train Control, Motive Power and 
Equipment, Hazardous Materials, or Operating Practices to determine compliance with federal and state regulations. 
Conducts safety inspections of railroad-related property and operations to evaluate compliance with regard to rail safety 
standards. Investigates derailments and other incidents to determine the cause of train accidents. Performing General 
Physical Activities:  Walks, climbs, and/or hikes through work sites, including rough terrain and obstacles, to facilitate 
task completion in a variety of environmental conditions. Lifts job-related equipment and materials needed to complete 
assigned tasks in a variety of environmental conditions. Resolving Conflicts and Negotiating with Others:  Responds to 
and investigates complaints and inquiries from the general public, railroad personnel, or federal officials to resolve 
conflicts and grievances. Testifies in court proceedings as part of civil litigation, as needed. Provide Consultation and 
Advice to Others:  Interprets and explains railroad regulations and procedures to supervisors and internal and external 
partners. Judging the Qualities of Things, Services, or People:  Judges the quality of crossings, signal appliances, 
walkways, and other state-regulated railroad equipment for proper classification. Monitor Processes, Materials, or 
Surroundings:  Monitors switches, switch machines, and crossing equipment by observation and testing to ensure 
proper functioning. Monitors, visually or by electronic devices, the loading of hazardous materials into rail cars to ensure 
proper loading procedures are followed. Monitors radio communications among railroad employees for compliance 
with federal regulations. Evaluating Information to Determine Compliance with Standards:  Evaluates railroad 
operations and procedures to determine compliance with federal regulations. Evaluates tools and equipment used by 
railroad industry to determine compliance with standards and specifications. Refers to past reports to confirm that 
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previously discovered defects and violations have been addressed and/or corrected. Interacting With Computers:  Uses 
a computer to compose findings gathered during railroad inspections and investigations for review and reference. 
Organizes technical information gathered during inspections for reports. Uses office productivity software including but 
not limited to word processing programs, spreadsheet programs, database software, web-based email programs, 
instant-messaging programs, and search engines. Documenting/Recording Information:  Prepares federal and state 
reports relating to inspections of railroads and related entities for distribution to proper railroad authorities and 
officials. Documents all aspects of non-compliant conditions discovered during inspections, and any precautionary steps 
to be taken, using notebooks and electronic devices for reporting and archiving. Records and documents conversations 
with railroad employees pertaining to investigations. Organizing, Planning, and Prioritizing Work:  Plans systematic, risk-
based inspection schedule for assigned territory to ensure efficiency in operations. Communicates with railroad 
company contacts to schedule inspections, railroad and crossing repairs, or follow-up investigations. Processing 
Information:  Prepares comprehensive reports via electronic device to compile information gathered during inspections 
and generate completed reports for distribution and review. Getting Information:  Obtains information through visual 
inspection of all railroad appliances. Receives phone calls, emails, and other communications from general public, 
private organizations, public officials, railroad officials and employees, federal railroad officials pertaining to railroad-
related conditions. References railroad inspection databases to obtain list of locations to be inspected. Accesses federal 
websites to verify and obtain railroad-related information. References archives of federal inspection reports to reveal 
patterns of non-compliance. Making Decisions and Solving Problems:  Coordinates with railroad authorities to facilitate 
correction of defects. Recommends remedial action to correct defects when needed through verbal communication and 
written reports. Advises of best practices according to industry standards and federal regulations. Operating Vehicles, 
Mechanized Devices, or Equipment:  Uses state vehicle to travel to and from assigned railroad inspection territories and 
respond if needed to railroad emergencies, such as derailments. Communicating with Persons Outside Organization:  
Communicates with general public, private organizations, public officials, railroad officials and employees, and federal 
railroad officials to discuss and gather information related to railroad subject matter. Assisting and Caring for Others:  
Responds appropriately during roadside, work site, and other emergencies as required. Coaching and Developing 
Others:  Assists in the training of entry-level employees by providing on-the-job training and guidance as needed to 
facilitate learning and development. Performing Administrative Activities:  Responds to emails, phone calls, and other 
correspondence as required. Enters personal time and leave/overtime requests into the appropriate databases as 
required. Provides periodic reports and other documentation to supervisor as required. Maintains databases of 
fieldwork-related information for future use and reference. Updating and Using Relevant Knowledge:  Maintains 
knowledge of changes in federal railroad safety laws that impact federal inspections. Attends training classes as required 
by Federal Railroad Administration to maintain certifications. Seeks out work-related developmental opportunities to 
improve performance. Attends conferences and seminars conducted by manufacturers, trade organizations, and 
suppliers related to the railroad industry. Communicating with Supervisors, Peers, or Subordinates:  Maintains an open 
dialogue with internal partners to ensure effective and efficient communications. Maintains communication with 
supervisors and peers to give status updates on work activities. Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:  Creates visual representation of railroad accidents and incidents as part of documentation 
procedures. Scheduling Work and Activities:  Schedules personal workload to ensure coverage of assigned territory. 
Establishing and Maintaining Interpersonal Relationships:  Establishes and maintains effective working relationships with 
railroads, private industry, labor organizations, the general public, and other local, state, and federal officials to ensure a 
harmonious work environment. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Planning Informing Process Management Time Management Action Oriented Written 
Communications Listening Self-Development Strategic Agility Knowledge:  Knowledge of Construction of railroad tracks 
and related appliances Knowledge of Mechanics as it pertains to locomotives and rail cars Knowledge of railroad 
Transportation regulations and processes for freight and passengers service Basic knowledge of computers and 
electronics Skills:  Active learning Active listening Critical thinking Reading comprehension Writing Quality control 
analysis Time management Abilities:  Deductive reasoning Memorization Number facility Oral Comprehension Oral 
Expression Extent flexibility Near vision Far Vison   
 
Tools and Equipment Used: 
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 Personal Computer Telephone Fax Machine 
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076300 - RAILROAD SAFETY SPECIALIST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4325 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may substitute for the 
required education to a maximum of four years: 1) operating, constructing, or repairing railroad rolling equipment, 
track, or signals; dispatching railroad personnel; or overseeing railroad operations functions; 2) identifying safety 
hazards regarding railroad equipment or operations, hazardous materials, or industrial equipment; 3) performing 
professional or technical-level engineering or engineering technology work; or 4) performing professional-level 
transportation planning work for railroads (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license is required.Examination Method: Education and 
experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for railroad inspection work of routine difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class inspects railroad crossings and rail yards to 
determine compliance with State railroad safety standards, investigates complaints and accidents, and coordinates 
railroad crossing closures. This class differs from Railroad Safety Inspector Trainee in that an incumbent of the latter 
learns to conduct Federal Railroad Administration (FRA) safety inspections in a specialty area.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Testifies in court proceedings as part of civil litigation, as needed. 
Responds to and investigates complaints and inquiries from the general public, and railroad personnel to identify the 
nature of the problem. Investigates railroad accidents and derailments to determine cause and identify any possible or 
resulting hazard. Assisting and Caring for Others:  Responds appropriately during roadside, work site, and other 
emergencies as required. Communicating with Persons Outside Organization:  Communicates with general public, 
private organizations, public officials, railroad officials and employees, and state railroad officials to discuss and gather 
information related to railroad subject matter. Processing Information:  Prepares comprehensive reports via electronic 
device to compile information gathered during inspections and generate completed reports for distribution and review. 
Judging the Qualities of Things, Services, or People:  Assesses the condition of railroad crossings to determine a quality 
grade. Documenting/Recording Information:  Documents all aspects of non-compliant conditions discovered during 
inspections, and any precautionary steps to be taken, using notebooks and electronic devices for reporting and 
archiving. Prepares state reports relating to inspections of railroads and related entities for distribution to proper 
railroad authorities and officials. Documents conversations with railroad employees pertaining to inspections. 
Interacting With Computers:  Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, database software, web-based email programs, instant-messaging programs, and search 
engines. Uses a computer to compose findings gathered during railroad inspections and investigations for review and 
reference. Organizes technical information gathered during inspections for reports. Provide Consultation and Advice to 
Others:  Interprets and explains railroad regulations and procedures to supervisors and internal and external partners. 
Coaching and Developing Others:  Assists in the training of entry-level employees by providing on-the-job training and 
guidance as needed to facilitate learning and development. Establishing and Maintaining Interpersonal Relationships:  
Establishes and maintains effective working relationships with railroads, private industry, labor organizations, the 
general public, and other local, state, and federal officials to ensure a harmonious work environment. Interpreting the 
Meaning of Information for Others:  Provides interpretation of state regulations to railroad officials when required to 
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improve the quality of compliance. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  
Creates visual representation of railroad accidents and incidents as part of documentation procedures, as required. 
Operating Vehicles, Mechanized Devices, or Equipment:  Uses state vehicle to travel to and from assigned railroad 
inspection territories and respond if needed to railroad emergencies, such as derailments. Making Decisions and Solving 
Problems:  Coordinates with railroad supervisors and employees to prioritize repairs. Communicating with Supervisors, 
Peers, or Subordinates:  Maintains communication with supervisors and peers to give status updates on work activities. 
Maintains an open dialogue with internal partners to ensure effective and efficient communications. Performing General 
Physical Activities:  Walks, climbs, and/or hikes through work sites, including rough terrain and obstacles, to facilitate 
task completion in a variety of environmental conditions. Lifts job-related equipment and materials needed to complete 
assigned tasks in a variety of environmental conditions. Inspecting Equipment, Structures, or Material:  Inspects and 
reviews railroad crossings, crossing surfaces, rail yards, industrial sites, other rail-accessible areas, and rail-related 
construction projects to ensure they meet the required State regulations and specifications. Identifying Objects, Actions, 
and Events:  Identifies deficiencies observed during inspections and/or investigations for compliance with state 
regulations. Getting Information:  References railroad inspection databases to obtain list of locations to be inspected. 
Requests traffic and accident reports for a specific crossing from state and local officials. Receives phone calls, emails, 
and other communications from general public, private organizations, public officials, supervisors, and railroad officials 
and employees pertaining to railroad-related conditions. References archives of state inspection reports to reveal 
patterns of non-compliance. Performing Administrative Activities:  Maintains databases of fieldwork-related information 
for future use and reference. Enters personal time and leave/overtime requests into the appropriate databases as 
required. Responds to emails, phone calls, and other correspondence as required. Provides periodic reports and other 
documentation to supervisor as required. Updating and Using Relevant Knowledge:  Applies and interprets state 
standards, laws, rules, and regulations to railroad inspections. Maintains knowledge of changes in federal and state 
railroad safety laws that impact state inspections. Attends training classes as required by TDOT to maintain relevant 
knowledge. Organizing, Planning, and Prioritizing Work:  Communicates with railroad company contacts to determine 
scheduling of railroad and crossing repairs. Plans systematic, risk-based inspection schedule for assigned territory to 
ensure efficiency in operations. Monitor Processes, Materials, or Surroundings:  Monitors the general condition of the 
area around railroad crossings to identify potential hazards. Monitors traffic flow through railroad crossings visually to 
assist in the identification of problems with rail crossing surfaces. Scheduling Work and Activities:  Schedules personal 
workload to ensure coverage of assigned territory. Evaluating Information to Determine Compliance with Standards:  
Enter highest-rated task statement here Refers to past reports to confirm that previously discovered defects and 
deficiencies have been addressed and/or corrected. Analyzing Data or Information:  Analyzes traffic flow patterns to 
assist in the prioritization of rail repair projects. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving             Planning            Informing                      Process Management                 Time 
Management                     Action Oriented             Written Communications            Listening                       Self-Development                     
Strategic Agility             Knowledge:  Knowledge of railroad Transportation regulations and processes for freight and 
passenger service. Knowledge of Construction of railroad properties.           Basic Knowledge of Computer Systems. Skills:  
Active Learning Active Listening Critical Thinking Reading Comprehension Writing  Time Management Abilities:  
Deductive Reasoning     Memorization     Number Facility  Oral Comprehension                  Originality         Problem 
Sensitivity        Speed of Closure           Far Vision          Near Vison         Speech Clarity               Speech Recognition                     
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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029368 - REAL ESTATE DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1040 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076480 - REAL ESTATE MGMT DIRECTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4267 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075783 - REAL PROPERTY AGENT 3 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4142 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in real estate or 
other related field and experience equivalent to three years of full-time increasingly responsible real property 
transactions including appraisal, negotiation, title due diligence, closing, or other related field.Substitution of Experience 
for Education: Qualifying full-time real property transactional experience including appraisal, negotiation, title due 
diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must have a valid TN Driver’s License. Examination Method: 
Education and Experience,100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the third level in the Real 
Property Agent sub-series. An employee in this class performs work which focuses upon the appraisal of real property. 
This class differs from that of Real Property Agent 2, in that an incumbent of the latter performs generalized real 
property appraisal and negotiations at the working level. This class differs from that of Real Property Agent 4 in that the 
incumbent of the latter performs lead work of greater scope and of supervisory responsibility. 
 
Work Activities: 
Documenting/Recording Information: Creates real property (e.g.; land or facilities) acquisition documents for 
government. Prepares deed and lease contracts for real property utilized by government.Evaluating Information to 
Determine Compliance with Standards: Appraises real property to be acquired, disposed of, transferred, or leased by 
Government. Participates in evaluation of real property; examples include: right of way, acquisition, disposal, leasing, 
easements etc.Monitoring and Controlling Resources: Prepares technical reports pertaining to the status and funds of 
real property.Making Decisions and Solving Problems: Participates in negotiations for the acquisition, disposal, or leasing 
of real property.Interpreting the Meaning of Information for Others: Interprets government maps for real property 
inspections.Communicating with Persons Outside Organization: Routes real property (e.g.; land or facilities) acquisition 
documents for government through established processes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Time Management Functional/Technical Competency Perseverance Written 
Communication Negotiating Comfort around Higher Management  Presentation Skills Ethics and ValuesKnowledge: 
Intermediate knowledge of Microsoft Office Suite Intermediate knowledge of Real Estate lawsSkills: Critical Thinking 
Reading Comprehension Active ListeningAbilities: Basic ability to use the Internet for research Basic mathematic ability 
 
Tools and Equipment Used: 
 Computer Telephone Measuring Wheel Electronic Tape Measure Calculator Government Vehicle 
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075783 - REAL PROPERTY AGENT 3 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4143 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in real estate or 
other related field and experience equivalent to three years of full-time increasingly responsible real property 
transactions including appraisal, negotiation, title due diligence, closing, or other related field.  Substitution of 
Experience for Education: Qualifying full-time real property transactional experience including appraisal, negotiation, 
title due diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, 
to a maximum of four years. Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must have a valid TN Driver's License. Examination Method: 
Education and Experience,100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the third level in the Real 
Property Agent sub-series. An employee in this class performs work which focuses upon the appraisal of real property. 
This class differs from that of Real Property Agent 2, in that an incumbent of the latter performs generalized real 
property appraisal and negotiations at the working level. This class differs from that of Real Property Agent 4 in that the 
incumbent of the latter performs lead work of greater scope and of supervisory responsibility. 
 
Work Activities: 
Documenting/Recording Information: Creates real property (e.g.; land or facilities) acquisition documents for 
government. Prepares deed and lease contracts for real property utilized by government.Evaluating Information to 
Determine Compliance with Standards: Appraises real property to be acquired, disposed of, transferred, or leased by 
Government. Participates in evaluation of real property; examples include: right of way, acquisition, disposal, leasing, 
easements etc.Monitoring and Controlling Resources: Prepares technical reports pertaining to the status and funds of 
real property.Making Decisions and Solving Problems: Participates in negotiations for the acquisition, disposal, or leasing 
of real property.Interpreting the Meaning of Information for Others: Interprets government maps for real property 
inspections.Communicating with Persons Outside Organization: Routes real property (e.g.; land or facilities) acquisition 
documents for government through established processes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality       Time Management Functional/Technical Competency         Perseverance             
Written Communication                        Negotiating Comfort around Higher Management          Presentation Skills                   
Ethics and ValuesKnowledge: Intermediate knowledge of Microsoft Office Suite Intermediate knowledge of Real Estate 
laws         Skills: Critical Thinking Reading Comprehension Active ListeningAbilities: Basic ability to use the Internet for 
research Basic mathematic ability  
 
Tools and Equipment Used: 
 Computer Telephone Measuring Wheel Electronic Tape Measure Calculator Government Vehicle 
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075783 - REAL PROPERTY AGENT 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4144 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in real estate or 
other related field and experience equivalent to three years of full-time increasingly responsible real property 
transactions including appraisal, negotiation, title due diligence, closing, or other related field.  Substitution of 
Experience for Education: Qualifying full-time real property transactional experience including appraisal, negotiation, 
title due diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, 
to a maximum of four years. Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must have a valid TN Driver's License. Examination Method: 
Education and Experience,100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the third level in the Real 
Property Agent sub-series. An employee in this class performs work which focuses upon the appraisal of real property. 
This class differs from that of Real Property Agent 2, in that an incumbent of the latter performs generalized real 
property appraisal and negotiations at the working level. This class differs from that of Real Property Agent 4 in that the 
incumbent of the latter performs lead work of greater scope and of supervisory responsibility. 
 
Work Activities: 
Documenting/Recording Information: Creates real property (e.g.; land or facilities) acquisition documents for 
government. Prepares deed and lease contracts for real property utilized by government.Evaluating Information to 
Determine Compliance with Standards: Appraises real property to be acquired, disposed of, transferred, or leased by 
Government. Participates in evaluation of real property; examples include: right of way, acquisition, disposal, leasing, 
easements etc.Monitoring and Controlling Resources: Prepares technical reports pertaining to the status and funds of 
real property.Making Decisions and Solving Problems: Participates in negotiations for the acquisition, disposal, or leasing 
of real property.Interpreting the Meaning of Information for Others: Interprets government maps for real property 
inspections.Communicating with Persons Outside Organization: Routes real property (e.g.; land or facilities) acquisition 
documents for government through established processes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality       Time Management Functional/Technical Competency         Perseverance             
Written Communication                        Negotiating Comfort around Higher Management          Presentation Skills                   
Ethics and ValuesKnowledge: Intermediate knowledge of Microsoft Office Suite Intermediate knowledge of Real Estate 
laws         Skills: Critical Thinking Reading Comprehension Active ListeningAbilities: Basic ability to use the Internet for 
research Basic mathematic ability  
 
Tools and Equipment Used: 
 Computer Telephone Measuring Wheel Electronic Tape Measure Calculator Government Vehicle 
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075780 - REAL PROPERTY AGENT 4 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4134 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in real estate or 
other related field and experience equivalent to four years of full-time increasingly responsible real property 
transactions including appraisal, negotiation, title due diligence, closing, or other related field.Substitution of Experience 
for Education: Qualifying full-time real property transactional experience including appraisal, negotiation, title due 
diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must have a valid TN Driver’s License. Examination Method: 
Education and Experience,100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: This is the lead level class in the 
Real Property Agent sub-series. An employee in this class leads others in the execution of the proper principles, 
practices, and procedures for professional real property negotiation and appraisal. This class differs from Real Property 
Agent 3 in that an incumbent of the latter receives advice and guidance from employees in this class. This class differs 
from Real Property Mgmt Supervisor in that an incumbent of the latter supervises employees in this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets architectural drawings and maps for real property 
inspections and construction.Evaluating Information to Determine Compliance with Standards: Appraises complex or 
high value real property to be acquired, disposed of, transferred, or leased by Government. Participates in evaluation of 
real property; examples include: right of way, acquisition, disposal, leasing, easements, etc.Documenting/Recording 
Information: Creates acquisition or other real property documents for government entities. Prepares deed and lease 
contracts for real property utilized by government or other entities.Establishing and Maintaining Interpersonal 
Relationships: Communicates with sellers, partners and government about ongoing real property 
transactions.Coordinating the Work and Activities of Others: Leads negotiations for the acquisition, disposal, or leasing 
of real property.Monitoring and Controlling Resources: Prepares technical reports pertaining to the status and funds of 
real property.Communicating with Persons Outside Organization: Routes real property (e.g.; land or facilities) acquisition 
documents for government through established processes. Presents real property proposals and reports to 
commissioners, boards and directors in the government and executives in the real estate industry. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Time Management Functional/Technical Competency Perseverance Written 
Communication Negotiating Comfort around Higher Management  Presentation Skills Ethics and ValuesKnowledge: 
Intermediate knowledge of Microsoft Office Suite Intermediate knowledge of Real Estate lawsSkills: Critical Thinking 
Reading Comprehension Active ListeningAbilities: Basic ability to use the Internet for research Basic mathematic ability 
 
Tools and Equipment Used: 
 Computer Telephone Measuring Wheel Electronic Tape Measure Calculator Government Vehicle 
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075780 - REAL PROPERTY AGENT 4 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4135 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in real estate or 
other related field and experience equivalent to four years of full-time increasingly responsible real property 
transactions including appraisal, negotiation, title due diligence, closing, or other related field.   Substitution of 
Experience for Education: Qualifying full-time real property transactional experience including appraisal, negotiation, 
title due diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, 
to a maximum of four years. Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class: Must have a valid TN Driver's License. Examination Method: 
Education and Experience,100% for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the lead level class in the 
Real Property Agent sub-series. An employee in this class leads others in the execution of the proper principles, 
practices, and procedures for professional real property negotiation and appraisal. This class differs from Real Property 
Agent 3 in that an incumbent of the latter receives advice and guidance from employees in this class. This class differs 
from Real Property Mgmt Supervisor in that an incumbent of the latter supervises employees in this class. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets architectural drawings and maps for real property 
inspections and construction.Evaluating Information to Determine Compliance with Standards: Appraises complex or 
high value real property to be acquired, disposed of, transferred, or leased by Government. Participates in evaluation of 
real property; examples include: right of way, acquisition, disposal, leasing, easements, etc.Documenting/Recording 
Information: Creates acquisition or other real property documents for government entities. Prepares deed and lease 
contracts for real property utilized by government or other entities.Establishing and Maintaining Interpersonal 
Relationships: Communicates with sellers, partners and government about ongoing real property 
transactions.Coordinating the Work and Activities of Others: Leads negotiations for the acquisition, disposal, or leasing 
of real property.Monitoring and Controlling Resources: Prepares technical reports pertaining to the status and funds of 
real property.Communicating with Persons Outside Organization: Routes real property (e.g.; land or facilities) acquisition 
documents for government through established processes. Presents real property proposals and reports to 
commissioners, boards and directors in the government and executives in the real estate industry. 
 
Competencies (KSA’s): 
Competencies: Decision Quality        Time Management Functional/Technical Competency          Perseverance              
Written Communication                         Negotiating Comfort around Higher Management          Presentation Skills                    
Ethics and ValuesKnowledge: Intermediate knowledge of Microsoft Office Suite Intermediate knowledge of Real Estate 
laws          Skills: Critical Thinking Reading Comprehension Active ListeningAbilities: Basic ability to use the Internet for 
research Basic mathematic ability                         
 
Tools and Equipment Used: 
 Computer Telephone Measuring Wheel Electronic Tape Measure Calculator Government Vehicle 
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075784 - REAL PROPERTY MGMT SUPERVISOR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3855 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in real estate or 
other related field and experience equivalent to five years of full-time increasingly responsible real property transactions 
including appraisal, negotiation, title due diligence, closing, or other related field.  Substitution of Experience for 
Education: Qualifying full-time real property transactional experience including appraisal, negotiation, title due 
diligence, closing, or other related field may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. Substitution of Education for Experience: Additional graduate coursework in real estate or 
related field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. For Executive Service 
positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional real property appraisal and negotiation work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing 
Features: This is the supervisory class in the Real Property Agent sub-series. The employee in this class supervises the 
day-to-day execution of the proper principles, practices, and procedures for professional real property negotiation and 
appraisal. This class differs from that of Real Property Agent 3 in that an incumbent of the latter acts as a real property 
appraisal specialist and does not supervise subordinate staff. This class differs from that of Real Property Mgmt Assistant 
Director in that the incumbent of the latter assists in the direction of the statewide Real Property Management Division. 
 
Work Activities: 
 Assigns, trains, supervises, and evaluates real property management staff and their work in negotiating the acquisition, 
disposal, or leasing of real property. Makes recommendations on employment, retention, promotion, demotion, and 
other human resources actions. Reviews subordinates' work to ensure compliance with all policies, procedures, and 
applicable laws; and assists in developing new policies as needed. Assists in long range planning for future transactions 
involving the acquisition, disposal, or leasing of real property. Approves cost estimates or bid proposals made for state 
agencies including the cost of space, utility cost, janitorial service, moving expense, and telephone expense. Oversees 
the preparation and execution of deeds and lease contracts for real property utilized by state agencies. Supervises and 
coordinates the preparation of correspondence, news releases, and advertisements to secure bids from private sector 
for real property utilization by state agencies. Maintains the accuracy of all files in Real Property Management. Carries 
out special projects as assigned. Handles the difficult public contract and negotiation work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075686 - RECEIVERSHIP DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5006 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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042850 - RECREATION ASSISTANT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1948 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying experience in providing recreational activities and/or professional, paraprofessional, technical, 
or clerical experience in a correctional or security setting may substitute for the required education on a year for year 
basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs varied sub-professional recreational duties of average difficulty in 
providing recreational activities to inmates, vocational rehabilitation client groups, and others as assigned; and performs 
related duties as required. Distinguishing Features: An employee in this class is responsible for providing recreational 
activities at a correction or related institution or for a vocational rehabilitation group. This class differs from higher level 
recreational classes in that incumbent of the latter act in a professional capacity and may supervise employees of this 
class. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Check all recreation supplies, equipment, and facilities for serviceability 
and safety as required by policy and procedures.Organizing, Planning, and Prioritizing Work:    Learn to establish work 
priorities and plans for inmates and staff under their supervision in recreational activities.Resolving Conflicts and 
Negotiating with Others:    Learn to communicate effectively with others to resolve conflicts quickly and efficiently.    
Learns to follow due process procedures to report and effectively resolve unresolved conflicts.Interpreting the Meaning 
of Information for Others:    Learns how to explain the requirements and standards required for recreational activities to 
staff under their supervision as required by code, policy, and procedures.Developing and Building Teams:    Promote 
team building, staff development, and cooperation with other team members in order to promote a more effective and 
productive work environment.Performing Administrative Activities:    Learn how to maintain files, reports, and records 
for daily operations, personnel, and administration as required by code, policy, and procedures.Monitor Processes, 
Materials, or Surroundings:    Monitor recreation equipment issue, use, and inventory as required by policy and 
procedures.    Monitors the numbers of inmates involved in all daily activities to insure adequate equipment, supplies, 
and staff coverage are available for the planned activities as required by policy and procedures.Communicating with 
Supervisors, Peers, or Subordinates:    Coordinate with other staff to insure that the resources and facilities are available 
in order to schedule daily recreational activities in the facility in accordance with policy and procedures.    Effectively 
communicates with other staff and supervisors concerning events, activities, and policies related to offenders and the 
agency to promote effective completion of work tasks and a harmonious working environment as required by code, 
policy, and procedures.Establishing and Maintaining Interpersonal Relationships:    Supports mission-critical decisions 
made by supervisors, managers, and directors.    Interacts in a positive manner with other staff members, fellow 
employees, other agencies, and the public to foster and maintain a harmonious working environment in the facility’s 
recreational programs.Updating and Using Relevant Knowledge:    Attend required annual and special training to 
improve job proficiency and performance as required by policy and procedures.Scheduling Work and Activities:    Learn 
how to schedule daily and weekly unit activities and staff work schedules for recreation programs and staff as required 
by policy and procedures.Assisting and Caring for Others:    Respond appropriately when personal assistance is 
needed.Coordinating the Work and Activities of Others:    Learn how to coordinate the work loads and activities of the 
staff under their supervision.Guiding, Directing, and Motivating Subordinates:    Follow departmental policy and 
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procedure guidelines when giving information and guidance to all staff.    Consistently sets a professional example for 
fellow employees by demonstrating positive work habits.    Provides coaching, performance expectations, and 
performance evaluation reviews for their assigned staff as required by code, policy, and procedures.    Provide job 
performance guidance, analysis, and performance evaluations to employees under their supervision as required by 
code, policy and procedures.Provide Consultation and Advice to Others:    Recommend changes and improvements in 
the processes and procedures for recreational work activities to improve unit operational performance.    Answer 
questions for offenders, staff, and others as required by code, policy, and procedures.Documenting/Recording 
Information:    Learn how to provide payroll information on time and attendance for staff under their supervision as 
required by code, policy, and procedures.    Learns how to maintain records and documentation on inmate recreational 
labor for attendance and pay as required by code, policy, and procedures.Interacting With Computers:    Use a personal 
computer in their daily work activities.Staffing Organizational Units:    May participate in the staffing and hiring 
processes for the recreational unit.Processing Information:    Learn how to process annual and special user surveys for 
future program planning and development as required by policy and procedures.Training and Teaching Others:    
Mentors and/or assists in training of new staff and current staff in order to promote staff development and to improve 
work performance within the facility's recreation unit.Getting Information:    Attend meetings as required to gather 
information for recreation planning and coordination in accordance with policy and procedures.Operating Vehicles, 
Mechanized Devices, or Equipment:    May be required to operate a vehicle or equipment in their daily work 
activities.Communicating with Persons Outside Organization:    Coordinate with other staff to insure that the resources 
and facilities are available in order to schedule daily recreational activities in the facility in accordance with policy and 
procedures.    Effectively communicates with other staff and supervisors concerning events, activities, and policies 
related to offenders and the agency to promote effective completion of work tasks and a harmonious working 
environment as required by code, policy, and procedures. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Informing    Organizing    Priority Setting    Time 
Management    Written Communications    Managing Diversity    ListeningKnowledge:    Public Safety and Security    
Clerical    Education and TrainingSkills:    Active Listening    Speaking    Writing    Judgment and Decision MakingAbilities:    
Memorization    Oral Comprehension    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Sports Equipment    Calculator    Telephone    Printer    First Aid Kits    Photocopy Machines    
Recreational Art Supplies    Scoreboards 
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078231 - RECREATION SPECIALIST 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4511 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in recreation or 
a related field. Substitution of Experience for Education: Qualifying full-time professional or paraprofessional experience 
in recreation or full time work as a Recreation Assistant at a State Institution or Facility may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
"Summary: Under immediate supervision, is responsible for professional recreation work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class routinely schedules, plans, and 
directs recreational programs at institutions or parks. This class differs from Recreation Specialist 2 in that an incumbent 
of the latter is responsible for performing work of greater complexity, and is often assigned as the chief recreator at a 
correctional institution." 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:     Check all recreation supplies, equipment, and facilities for serviceability 
and safety as required by policy and procedures.Organizing, Planning, and Prioritizing Work:    Establishes work priorities 
and plans for inmates and staff under their supervision in recreational activities.Resolving Conflicts and Negotiating with 
Others:    Communicate effectively with others to resolve conflicts quickly and efficiently.    Follows due process 
procedures to report and effectively resolve unresolved conflicts.Interpreting the Meaning of Information for Others:    
Explain the requirements and standards required for recreational activities to staff under their supervision as required 
by code, policy, and procedures.Developing and Building Teams:    Promote team building, staff development, and 
cooperation with other team members in order to promote a more effective and productive work 
environment.Performing Administrative Activities:    Maintain files, reports, and records for daily operations, personnel, 
and administration as required by code, policy, and procedures.Monitor Processes, Materials, or Surroundings:    
Monitor recreation equipment issue, use, and inventory as required by policy and procedures.    Monitors the numbers 
of inmates involved in all daily activities to insure adequate equipment, supplies, and staff coverage are available for the 
planned activities as required by policy and procedures.Communicating with Supervisors, Peers, or Subordinates:    
Coordinate with other staff to insure that the resources and facilities are available in order to schedule daily recreational 
activities in the facility in accordance with policy and procedures.    Effectively communicates with other staff and 
supervisors concerning events, activities, and policies related to offenders and the agency to promote effective 
completion of work tasks and a harmonious working environment as required by code, policy, and 
procedures.Establishing and Maintaining Interpersonal Relationships:    Supports mission-critical decisions made by 
supervisors, managers, and directors.    Interacts in a positive manner with other staff members, fellow employees, 
other agencies, and the public to foster and maintain a harmonious working environment in the facility’s recreational 
programs.Updating and Using Relevant Knowledge:    Attend required annual and special training to improve job 
proficiency and performance as required by policy and procedures.Scheduling Work and Activities:    Schedules daily and 
weekly unit activities and staff work schedules for recreation programs and staff as required by policy and 
procedures.Assisting and Caring for Others:    Respond appropriately when personal assistance is needed.Coordinating 
the Work and Activities of Others:    Coordinate the work loads and activities of the staff under their 
supervision.Guiding, Directing, and Motivating Subordinates:    Follow departmental policy and procedure guidelines 
when giving information and guidance to all staff.    Consistently sets a professional example for fellow employees by 
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demonstrating positive work habits.    Provides coaching, performance expectations, and performance evaluation 
reviews for their assigned staff as required by code, policy, and procedures.    Provide job performance guidance, 
analysis, and performance evaluations to employees under their supervision as required by code, policy and 
procedures.Provide Consultation and Advice to Others:    Recommend changes and improvements in the processes and 
procedures for recreational work activities to improve unit operational performance.    Answer questions for offenders, 
staff, and others as required by code, policy, and procedures.Documenting/Recording Information:    Provide payroll 
information on time and attendance for staff under their supervision as required by code, policy, and procedures.    
Maintain records and documentation on inmate recreational labor for attendance and pay as required by code, policy, 
and procedures.Interacting With Computers:    Use a personal computer in their daily work activities.Staffing 
Organizational Units:    May participate in the staffing and hiring processes for the recreational unit.Processing 
Information:    Process annual and special user surveys for future program planning and development as required by 
policy and procedures.Training and Teaching Others:    Mentors and/or assists in training of new staff and current staff 
in order to promote staff development and to improve work performance within the facility's recreation unit.Getting 
Information:    Attend meetings as required to gather information for recreation planning and coordination in 
accordance with policy and procedures.Operating Vehicles, Mechanized Devices, or Equipment:    May be required to 
operate a vehicle or equipment in their daily work activities.Communicating with Persons Outside Organization:    
Coordinate with other staff to insure that the resources and facilities are available in order to schedule daily recreational 
activities in the facility in accordance with policy and procedures.    Effectively communicates with other staff and 
supervisors concerning events, activities, and policies related to offenders and the agency to promote effective 
completion of work tasks and a harmonious working environment as required by code, policy, and procedures. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Informing    Organizing    Priority Setting    Time 
Management    Written Communications    Managing Diversity    ListeningKnowledge:    Public Safety and Security    
Clerical    Education and TrainingSkills:    Active Listening    Speaking    Writing    Judgment and Decision MakingAbilities:    
Memorization    Oral Comprehension    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Sports Equipment    Calculator    Telephone    Printer    First Aid Kits    Photocopy Machines    
Recreational Art Supplies    Scoreboards 
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078232 - RECREATION SPECIALIST 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  9928 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in recreation or 
related field and experience equivalent to two years of full-time responsible professional recreation work. Substitution 
of Education for Experience: Additional graduate coursework in recreation or closely related field may be substituted for 
the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional experience in recreation work, or full-time work as a Recreation 
Assistant in a State Institution or Facility may be substituted for the required education on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
 Summary: Under general supervision, is responsible for professional recreation work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class plans and develops recreational 
and special event programs for the parks within a region or acts as chief recreator for a correctional facility. This class 
differs from Recreational Specialist 1 in that an incumbent of the latter is responsible for more routine work. 
 
Work Activities: 
Making Decisions and Solving Problems:    May be asked for recommendations related to recreation unit staffing and 
organization.Developing and Building Teams:      Promote team building, staff development, and cooperation with other 
team members in order to promote a more effective and productive work environment.Monitoring and Controlling 
Resources:        Monitor the procurement, security, and use of recreational materials and supplies as required by policy 
and procedures.Updating and Using Relevant Knowledge:        Attend required annual and special training to improve job 
proficiency and performance as required by policy and procedures.Establishing and Maintaining Interpersonal 
Relationships:        Supports mission-critical decisions made by supervisors, managers, and directors.    Interacts in a 
positive manner with other staff members, fellow employees, other agencies, and the public to foster and maintain a 
harmonious working environment in the facilities’ recreational programs.Processing Information:        Process annual 
and special user surveys for future program planning and development as required by policy and procedures.    As 
required delegates to subordinate staff the gathering of information and the conduct of surveys required for planning 
recreational activities and programs.Documenting/Recording Information:        Maintain records and documentation on 
inmate recreational labor for attendance and pay as required by code, policy, and procedures.    Provide payroll 
information on time and attendance for staff under their supervision as required by code, policy, and 
procedures.Monitor Processes, Materials, or Surroundings:        Monitors the numbers of inmates involved in all daily 
activities to insure adequate equipment, supplies, and staff coverage are available for the planned activities as required 
by policy and procedures.    Monitor recreation equipment issue, use, and inventory as required by policy and 
procedures.Inspecting Equipment, Structures, or Material:        Check all recreation supplies, equipment, and facilities for 
serviceability and safety as required by policy and procedures.Developing Objectives and Strategies:        Develop 
recreation unit objectives and plans for staff development and performance improvement.Resolving Conflicts and 
Negotiating with Others:        Follows due process procedures to report and effectively resolve unresolved conflicts.    
Communicate effectively with others to resolve conflicts quickly and efficiently.Training and Teaching Others:        
Mentors and/or assists in training of new staff and current staff in order to promote staff development and to improve 
work performance within the facility’s recreation unit.Performing Administrative Activities:        Maintain files, reports, 
and records for daily operations, personnel, and administration as required by code, policy, and procedures.Staffing 
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Organizational Units:        Participate in the staffing, hiring, and promoting processes for the recreational unit 
staffing.Getting Information:        Attend meetings as required to gather information for recreation planning and 
coordination in accordance with policy and procedures.    Conducts staff meetings to gather information and plan 
recreational activities for the facility.Guiding, Directing, and Motivating Subordinates:        Provide job performance 
guidance, analysis, and performance evaluations to employees under their supervision as required by code, policy and 
procedures.   Follow departmental policy and procedure guidelines when giving information and guidance to all staff.    
Consistently sets a professional example for fellow employees by demonstrating positive work habits.    Provides 
coaching, performance expectations, and performance evaluation reviews for those assigned as required by code, 
policy, and procedures.Interpreting the Meaning of Information for Others:        Interpret as required for subordinate 
staff the policies, procedures, and administrative processes of the recreation unit.    Explain the requirements and 
standards required for recreational activities to staff under their supervision as required by code, policy, and 
procedures.    Translate the meaning of data/reports on recreation programs to end users/superiors in a clear concise 
manner.Scheduling Work and Activities:        Schedules daily and weekly unit activities and staff work schedules for 
recreation programs and staff as required by policy and procedures.Organizing, Planning, and Prioritizing Work:        
Establishes work priorities and plans for inmates and staff under their supervision in recreational 
activities.Communicating with Persons Outside Organization:        May coordinate with outside individuals/organizations 
related to recreational programs and activities as required by policy and procedures.Coordinating the Work and 
Activities of Others:        Coordinate the work loads and activities of the staff under their supervision.Communicating 
with Supervisors, Peers, or Subordinates:        Effectively communicates with other staff and supervisors concerning 
events, activities, and policies related to offenders and the agency to promote effective completion of work tasks and a 
harmonious working environment as required by code, policy, and procedures.    Coordinate with other staff to insure 
that the resources and facilities are available in order to schedule daily recreational activities in the facility in accordance 
with policy and procedures.Assisting and Caring for Others:        Respond appropriately when personal assistance is 
needed.Provide Consultation and Advice to Others:        Recommend changes and improvements in the processes and 
procedures for recreational work activities to improve unit operational performance.    Answer questions for offenders, 
staff, and others as required by code, policy, and procedures.Operating Vehicles, Mechanized Devices, or Equipment:        
May be required to operate a vehicle or equipment in their daily work activities.Interacting With Computers:        Use a 
personal computer in their daily work activities. 
 
Competencies (KSA’s): 
Competencies: Priority Setting Command Skills Directing Others Organizing Time Management Decision Quality Problem 
Solving Integrity and Trust Written Communications DelegationKnowledge:   Administration and Management Public 
Safety and Security Clerical Education and Training MechanicalSkills:    Active Listening Critical Thinking Speaking Reading 
Comprehension Coordination Instructing Writing Time Management Judgment and Decision Making Active Learning 
MonitoringAbilities:    Problem Sensitivity Written Comprehension Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Sports Equipment Calculator Telephone Printer First Aid Kits Photocopy Machines Recreational Art 
Supplies Scoreboards 
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078232 - RECREATION SPECIALIST 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  4513 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in recreation or 
related field and experience equivalent to two years of full-time responsible professional recreation work. Substitution 
of Education for Experience: Additional graduate coursework in recreation or closely related field may be substituted for 
the required experience, on a year-for-year basis, to a maximum of two years. Substitution of Experience for Education: 
Qualifying full-time professional or paraprofessional experience in recreation work, or full-time work as a Recreation 
Assistant in a State Institution or Facility may be substituted for the required education on a year-for-year basis, to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class plans and develops recreational 
and special event programs for the parks within a region or acts as chief recreator for a correctional facility. This class 
differs from Recreational Specialist 1 in that an incumbent of the latter is responsible for more routine work.  
 
Work Activities: 
"Making Decisions and Solving Problems:    May be asked for recommendations related to recreation unit staffing and 
organization.Developing and Building Teams:    Promote team building, staff development, and cooperation with other 
team members in order to promote a more effective and productive work environment.Monitoring and Controlling 
Resources:    Monitor the procurement, security, and use of recreational materials and supplies as required by policy 
and procedures.Updating and Using Relevant Knowledge:    Attend required annual and special training to improve job 
proficiency and performance as required by policy and procedures.Establishing and Maintaining Interpersonal 
Relationships:    Supports mission-critical decisions made by supervisors, managers, and directors.    Interacts in a 
positive manner with other staff members, fellow employees, other agencies, and the public to foster and maintain a 
harmonious working environment in the facilities’ recreational programs.Processing Information:    Process annual and 
special user surveys for future program planning and development as required by policy and procedures.    As required 
delegates to subordinate staff the gathering of information and the conduct of surveys required for planning 
recreational activities and programs.Documenting/Recording Information:    Maintain records and documentation on 
inmate recreational labor for attendance and pay as required by code, policy, and procedures.    Provide payroll 
information on time and attendance for staff under their supervision as required by code, policy, and 
procedures.Monitor Processes, Materials, or Surroundings:    Monitors the numbers of inmates involved in all daily 
activities to insure adequate equipment, supplies, and staff coverage are available for the planned activities as required 
by policy and procedures.    Monitor recreation equipment issue, use, and inventory as required by policy and 
procedures.Inspecting Equipment, Structures, or Material:    Check all recreation supplies, equipment, and facilities for 
serviceability and safety as required by policy and procedures.Developing Objectives and Strategies:    Develop 
recreation unit objectives and plans for staff development and performance improvement.Resolving Conflicts and 
Negotiating with Others:    Follows due process procedures to report and effectively resolve unresolved conflicts.    
Communicate effectively with others to resolve conflicts quickly and efficiently.Training and Teaching Others:    Mentors 
and/or assists in training of new staff and current staff in order to promote staff development and to improve work 
performance within the facility's recreation unit.Performing Administrative Activities:    Maintain files, reports, and 
records for daily operations, personnel, and administration as required by code, policy, and procedures.Staffing 



 TN Job Classification Specifications  
September 22, 2020 

Organizational Units:    Participate in the staffing, hiring, and promoting processes for the recreational unit 
staffing.Getting Information:    Attend meetings as required to gather information for recreation planning and 
coordination in accordance with policy and procedures.    Conducts staff meetings to gather information and plan 
recreational activities for the facility.Guiding, Directing, and Motivating Subordinates:    Provide job performance 
guidance, analysis, and performance evaluations to employees under their supervision as required by code, policy and 
procedures.    Follow departmental policy and procedure guidelines when giving information and guidance to all staff.    
Consistently sets a professional example for fellow employees by demonstrating positive work habits.    Provides 
coaching, performance expectations, and performance evaluation reviews for those assigned as required by code, 
policy, and procedures.Interpreting the Meaning of Information for Others:    Interpret as required for subordinate staff 
the policies, procedures, and administrative processes of the recreation unit.    Explain the requirements and standards 
required for recreational activities to staff under their supervision as required by code, policy, and procedures.    
Translate the meaning of data/reports on recreation programs to end users/superiors in a clear concise 
manner.Scheduling Work and Activities:    Schedules daily and weekly unit activities and staff work schedules for 
recreation programs and staff as required by policy and procedures.Organizing, Planning, and Prioritizing Work:    
Establishes work priorities and plans for inmates and staff under their supervision in recreational 
activities.Communicating with Persons Outside Organization:    May coordinate with outside individuals/organizations 
related to recreational programs and activities as required by policy and procedures.Coordinating the Work and 
Activities of Others:    Coordinate the work loads and activities of the staff under their supervision.Communicating with 
Supervisors, Peers, or Subordinates:    Effectively communicates with other staff and supervisors concerning events, 
activities, and policies related to offenders and the agency to promote effective completion of work tasks and a 
harmonious working environment as required by code, policy, and procedures.    Coordinate with other staff to insure 
that the resources and facilities are available in order to schedule daily recreational activities in the facility in accordance 
with policy and procedures.Assisting and Caring for Others:    Respond appropriately when personal assistance is 
needed.Provide Consultation and Advice to Others:    Recommend changes and improvements in the processes and 
procedures for recreational work activities to improve unit operational performance.    Answer questions for offenders, 
staff, and others as required by code, policy, and procedures.Operating Vehicles, Mechanized Devices, or Equipment:    
May be required to operate a vehicle or equipment in their daily work activities.Interacting With Computers:    Use a 
personal computer in their daily work activities." 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Command Skills    Directing Others    Organizing    Time Management    Decision 
Quality    Problem Solving    Integrity and Trust    Written Communications    DelegationKnowledge:    Administration and 
Management    Public Safety and Security    Clerical    Education and Training    MechanicalSkills:    Active Listening    
Critical Thinking    Speaking    Reading Comprehension    Coordination    Instructing    Writing    Time Management    
Judgment and Decision Making    Active Learning    MonitoringAbilities:    Problem Sensitivity    Written Comprehension    
Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Sports Equipment    Calculator    Telephone    Printer    First Aid Kits    Photocopy Machines    
Recreational Art Supplies    Scoreboards 
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072631 - RECREATION THERAPIST 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1997 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
rehabilitation services recreation, recreation therapy, psychology, education, sociology, allied health or mental 
health/human services. Substitution of Experience for Education: Qualifying full-time experience in recreation, teaching, 
or in providing aid or assistance to disabled individuals may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years." 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy duties of routine through 
average difficulty; performs related work as required. Distinguishing Features: This is the entry-working class in the 
recreation therapy sub-series. An employee in this class conducts recreational activities, therapies and programs for 
individuals engaged in recreational therapy. This class differs from Recreation Therapist 2 in that an incumbent of the 
latter performs work of a more responsible nature. 
 
Work Activities: 
Developing Objectives and Strategies:    Identifies goals and objectives for individuals engaged in recreational therapy 
relying upon individual assessments, therapist observations, referrals, and inter-disciplinary team findings to ensure 
appropriate services and activities are provided.    May develop therapeutic treatment plans/ recreational therapy goals 
to ensure client outcomes are met.    Assesses plans, evaluates, and implements recreational activities of individuals 
engaged in therapy to assist in meeting desired client outcomes. Evaluating Information to Determine Compliance with 
Standards:    Assures that departmental/facility policy is carried out as recreation therapy is being implemented to 
comply with state/federal law and accrediting bodies. Coaching and Developing Others:    Assists in training direct care 
staff so that the client receives the correct and appropriate services.    Works with paraprofessional personnel to train 
and assist in carrying out therapeutic programs to meet the needs of the client. Training and Teaching Others:    
Implements various recreational activities such as social interactions, anger management, healthy lifestyles, coping 
skills, leisure education, character education, creative expression, and physical activities to assist in meeting desired 
client outcomes.    Implements clinical care activities to provide resources for successful client outcomes. Provide 
Consultation and Advice to Others:    Provides input and information to other therapists and inter-disciplinary teams 
about the effectiveness of individuals adapting to recreational therapy programs to ensure client goals and objectives 
are met. Making Decisions and Solving Problems:    Assesses whether recreation therapy provided is safe and 
appropriate for the physical needs of the client.    Identifies goals and objectives for individuals engaged in recreational 
therapy relying upon individual assessments, personal observations, referrals, and inter-disciplinary team findings to 
ensure appropriate techniques and services are provided.    Evaluates and assesses client progress to determine 
readiness for re-entry into the workforce/independent living. Thinking Creatively:    Demonstrates awareness of 
individual differences by delivering instructions that are always appropriate for individual needs. Interacting With 
Computers:    Operates computer hardware and software, scanners, and other equipment to complete reports, 
document collective data, and communicate with others to capture and maintain program information. Establishing and 
Maintaining Interpersonal Relationships:    Develops constructive, cooperative, professional and harmonious working 
relationships with staff and clients to ensure quality and timely services. Assisting and Caring for Others:    Follows state 
facility emergency response plans to ensure safety of clients and staff.    Implements activities in a therapeutic plan in 
order to develop psychosocial skills, independent living skills, or the physical development of individuals engaged in 
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recreational therapy to ensure appropriate client outcomes are achieved.    Implements recreational activities for all 
clients who want to participate in recreational services. Analyzing Data or Information:    Identifies psychosocial, 
behavioral, or physical problems of individuals to assist with meeting client needs.    May evaluate progress data of 
individuals to assess their advancement toward meeting their goals and objectives. Organizing, Planning, and Prioritizing 
Work:    Completes work assignments in the designated time frames to meet facility guidelines. Documenting/Recording 
Information:    Records the progress and reactions of individuals engaged in recreational therapeutic activities to 
evaluate their advancement toward meeting desired outcomes.    Completes recreational assessments within the 
facilities' established timeframes to create client goals, outcomes, and objectives.    Completes recreational discharge 
summaries to give clients information on how they can continue recreational programs within their community. Getting 
Information:    Assesses the skill level, ability, and interests of individuals engaged in recreational activities under the 
direction of an experienced professional-level therapist to ensure client outcomes are met.    Observes and assesses 
individuals engaged in recreational therapy and gathers information regarding their progress toward goals and 
objectives.    Reviews client documentation to obtain important information regarding client needs and ability levels. 
Judging the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs in relation to 
individual needs to determine if appropriate and beneficial services are provided to clients.    Reviews client input to 
determine the quality of services provided. Performing General Physical Activities:    May be required to lift up to 40 
pounds, walk and stand for extended periods of time, and provide other physical activities as required to perform job 
tasks. Operating Vehicles, Mechanized Devices, or Equipment:    Has knowledge of and practices wheelchair van 
procedures to ensure safety.    Maintains and secures appropriate motor vehicle operating license and endorsement in a 
timely manner to provide transportation as needed.    Follows center and state regulations while driving state vehicles to 
ensure safety. Communicating with Supervisors, Peers, or Subordinates:    Communicates relevant information to 
supervisor and co-workers by telephone, in written form, email or in-person to provide information and for consultation 
and accreditation. Scheduling Work and Activities:    Schedules therapeutic activities for clients to meet desired 
outcomes. Monitor Processes, Materials, or Surroundings:    Maintains care and storage of recreational equipment and 
supplies to ensure available resources are well maintained and in good condition.    Reports any equipment which needs 
repairing or any shortage of supplies to the supervisor to guarantee the appropriate number and types of equipment 
and supplies are readily accessible. Updating and Using Relevant Knowledge:    Attends state organization's required 
annual trainings to increase knowledge of policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional/Technical Competencies    Problem Solving    Organizing    Time Management    
Drive for Results    Written Communications    Approachability    Compassion    Customer Focus    Ethics and Values    
Listening    PatienceKnowledge:    Administration and Management                        Clerical                      Communications 
and Media                                Computers and Electronics                                   Customer and Personal Service                            
Education and Training                         Law and Government    Psychology                               Public Safety and Security                               
Therapy and Counseling                        Transportation Skills:    Active Learning and Listening                              Critical 
Thinking and Problem Solving                                Learning Strategies                                  Mathematics                            
Monitoring                                Reading and Writing                               Communication                      Instructing                                 
Negotiation                               Persuasion                                 Service Orientation                                  Social Perceptiveness    
Equipment Selection                               Operation and Control                           Management of Material Resources                                  
Time Management                 Independent Living Skills     Fine Motor Skills                      Gross Motor Skills and Flexibility 
Abilities:    Processing and Expressing Information              Stamina                     Basic Physical Fitness                             Depth 
Perception                     Far Vision                                  Glare Sensitivity                       Hearing Sensitivity                                  
Near Vision                               Night Vision                              Peripheral Vision                      Sound Localization                                 
Speech Clarity    Speech Recognition                                Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Fax    Copier    Proxy Cards    Audio Visual Equipment    Leisure Equipment    Motor Vehicles    Wheelchair 
Lift    Communication Equipment    Restraints    ADL (Activities Daily Living) Equipment 
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072632 - RECREATION THERAPIST 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3001 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to one year of full-time experience in recreation therapy or responsible professional 
experience in therapy, education or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy or 
education may be substituted for the required experience on a year for year basis. Substitution of Experience for 
Education: Qualifying full-time experience in recreation, teaching, or in providing aid or assistance to disabled individuals 
may be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy duties of average difficulty; 
performs related work as required. Distinguishing Features: An employee in this class plans and executes recreational 
activities, therapies, and programs. This class differs from Recreation Therapist 1 in that an incumbent of the latter 
performs work of a less responsible nature. This class differs from Recreation Therapist 3 in that an incumbent of the 
latter supervises or assists a supervisor in planning a therapeutic program at a facility or agency and may supervise a 
staff of professional and para-professional recreation therapy personnel. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Implements behavior education systems with clients to ensure 
successful independent living skills by creating behavior change plans and contracts, providing individual behavior 
change interventions with documentation, and intervening as needed when behaviors violate the standards of conduct. 
Developing Objectives and Strategies:    Identifies goals and objectives for individuals engaged in recreational therapy 
relying upon individual assessments, therapist observations, referrals, and inter-disciplinary team findings to ensure 
appropriate services and activities are provided.    Develops therapeutic treatment plans/recreational therapy goals to 
ensure client outcomes are met.    Assesses, plans, evaluates, and implements recreational activities of individuals 
engaged in therapy to assist in meeting desired client outcomes. Evaluating Information to Determine Compliance with 
Standards:    Assures that departmental/facility policy is carried out as recreation therapy is being implemented to 
comply with state/federal law and accrediting bodies. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive, cooperative, professional and harmonious working relationships with staff and clients to ensure 
quality and timely services. Analyzing Data or Information:    Identifies psychosocial, behavioral, or physical problems of 
individuals to assist with meeting client needs.    Evaluates progress data of individuals to assess their advancement 
toward meeting their goals and objectives. Making Decisions and Solving Problems:    Assesses whether recreation 
therapy provided is safe and appropriate for the physical needs of the client.    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, personal observations, referrals, and 
inter-disciplinary team findings to ensure appropriate techniques and services are provided.    Evaluates and assesses 
client progress to determine readiness for re-entry into the workforce/independent living. Coaching and Developing 
Others:    Assists in training direct care staff so that the client receives the correct and appropriate services.    Works with 
paraprofessional personnel to train and assist in carrying out therapeutic programs to meet the needs of the client.    
Provides a teaching setting for interns to provide them with skills they will need for future employment. Training and 
Teaching Others:    Implements various recreational activities such as social interactions, anger management, healthy 
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lifestyles, coping skills, leisure education, character education, creative expression, and physical activities to assist in 
meeting desired client outcomes.    Implements clinical care activities to provide resources for successful client 
outcomes. Provide Consultation and Advice to Others:    Provides input and information to other therapists and inter-
disciplinary teams about the effectiveness of individuals adapting to recreational therapy programs to ensure client 
goals and objectives are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering 
instructions that are always appropriate for individual needs. Organizing, Planning, and Prioritizing Work:    Completes 
work assignments in the designated time frames to meet facility guidelines. Assisting and Caring for Others:    
Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or the 
physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services.  Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Documenting/Recording 
Information:    Records the progress and reactions of individuals engaged in recreational therapeutic activities to 
evaluate their advancement toward meeting desired outcomes.    Completes recreational assessments within the 
facilities' established timeframes to create client goals, outcomes, and objectives.    Completes recreational discharge 
summaries to give clients information on how they can continue recreational programs within their community. Judging 
the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs in relation to individual 
needs to determine if appropriate and beneficial services are provided to clients.     Reviews client input to determine 
the quality of services provided. Getting Information:     Assesses the skill level, ability, and interests of individuals 
engaged in recreational activities to ensure client outcomes are met.     Observes and assesses individuals engaged in 
recreational therapy and gathers information regarding their progress toward goals and objectives.     Reviews client 
documentation to obtain important information regarding client needs and ability levels. Performing General Physical 
Activities:    May be required to lift up to 40 pounds, walk and stand for extended periods of time, and provide other 
physical activities as required to perform job tasks. Communicating with Supervisors, Peers, or Subordinates:    
Communicates relevant information to supervisor and co-workers by telephone, in written form, email or in-person to 
provide information and for consultation and accreditation. Operating Vehicles, Mechanized Devices, or Equipment:    
Has knowledge of and practices wheelchair van procedures to ensure safety.    Follows center and state regulations 
while driving state vehicles to ensure safety.    Maintains and secures appropriate motor vehicle operating license and 
endorsement in a timely manner to provide transportation as needed. Monitor Processes, Materials, or Surroundings:    
Reports any equipment which needs repairing or any shortage of supplies to the supervisor to guarantee the 
appropriate number and types of equipment and supplies are readily accessible.     Maintains care and storage of 
recreational equipment and supplies to ensure available resources are well maintained and in good condition.  
Scheduling Work and Activities:    Schedules therapeutic activities for clients to meet desired outcomes. Communicating 
with Persons outside the Organization:    Provides input and information to other therapists about the effectiveness of 
individuals adapting to recreational therapy programs to ensure the continuity of services provided. Updating and Using 
Relevant Knowledge:    Attends state organization's required annual trainings to increase knowledge of policies and 
procedures. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Organizing    Time Management    Written Communications    Compassion    Customer 
Focus    ListeningKnowledge:    Administration and Management                        Clerical                      Communications and 
Media                                Computers and Electronics                                   Customer and Personal Service                            
Education and Training                                                         Fine Arts                                    Law and Government                            
Personnel and Human Resources                        Psychology                               Public Safety and Security                                    
Therapy and Counseling                        Transportation Skills:    Active Learning and Listening                              Critical 
Thinking and Problem Solving                                Learning Strategies                                  Mathematics                            
Monitoring                                Reading and Writing                               Communication                      Instructing                                 
Negotiation                               Persuasion                                 Service Orientation                                  Social Perceptiveness                         
Equipment Maintenance                       Equipment Selection                               Operation and Control                           
Management of Material Resources                                   Time Management                                 Independent Living Skills     
Fine Motor Skills                      Gross Motor Skills and Flexibility Abilities:    Processing and Expressing Information              
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Stamina                     Basic Physical Fitness                             Depth Perception                     Far Vision                                  Glare 
Sensitivity                       Hearing Sensitivity                                  Near Vision                               Night Vision                              
Peripheral Vision                      Sound Localization                                 Speech Clarity                          Speech Recognition                           
Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computers    Fax Machine    Copiers    Proxy Cards    Auto Visual Equipment    Exercise Equipment    Recreational 
Equipment    Motor Vehicles    Wheelchair Lifts    Communication Equipment    Circuit Breakers    Restraints    ADL 
(Activities Daily Living) Equipment 
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072632 - RECREATION THERAPIST 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3002 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to one year of full-time experience in recreation therapy or responsible professional 
experience in therapy, education or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy or 
education may be substituted for the required experience on a year for year basis. Substitution of Experience for 
Education: Qualifying full-time experience in recreation, teaching, or in providing aid or assistance to disabled individuals 
may be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy duties of average difficulty; 
performs related work as required. Distinguishing Features: An employee in this class plans and executes recreational 
activities, therapies, and programs. This class differs from Recreation Therapist 1 in that an incumbent of the latter 
performs work of a less responsible nature. This class differs from Recreation Therapist 3 in that an incumbent of the 
latter supervises or assists a supervisor in planning a therapeutic program at a facility or agency and may supervise a 
staff of professional and para-professional recreation therapy personnel. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Implements behavior education systems with clients to ensure 
successful independent living skills by creating behavior change plans and contracts, providing individual behavior 
change interventions with documentation, and intervening as needed when behaviors violate the standards of conduct. 
Developing Objectives and Strategies:    Identifies goals and objectives for individuals engaged in recreational therapy 
relying upon individual assessments, therapist observations, referrals, and inter-disciplinary team findings to ensure 
appropriate services and activities are provided.    Develops therapeutic treatment plans/recreational therapy goals to 
ensure client outcomes are met.    Assesses, plans, evaluates, and implements recreational activities of individuals 
engaged in therapy to assist in meeting desired client outcomes. Evaluating Information to Determine Compliance with 
Standards:    Assures that departmental/facility policy is carried out as recreation therapy is being implemented to 
comply with state/federal law and accrediting bodies. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive, cooperative, professional and harmonious working relationships with staff and clients to ensure 
quality and timely services. Analyzing Data or Information:    Identifies psychosocial, behavioral, or physical problems of 
individuals to assist with meeting client needs.    Evaluates progress data of individuals to assess their advancement 
toward meeting their goals and objectives. Making Decisions and Solving Problems:    Assesses whether recreation 
therapy provided is safe and appropriate for the physical needs of the client.    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, personal observations, referrals, and 
inter-disciplinary team findings to ensure appropriate techniques and services are provided.    Evaluates and assesses 
client progress to determine readiness for re-entry into the workforce/independent living. Coaching and Developing 
Others:    Assists in training direct care staff so that the client receives the correct and appropriate services.    Works with 
paraprofessional personnel to train and assist in carrying out therapeutic programs to meet the needs of the client.    
Provides a teaching setting for interns to provide them with skills they will need for future employment. Training and 
Teaching Others:    Implements various recreational activities such as social interactions, anger management, healthy 
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lifestyles, coping skills, leisure education, character education, creative expression, and physical activities to assist in 
meeting desired client outcomes.    Implements clinical care activities to provide resources for successful client 
outcomes. Provide Consultation and Advice to Others:    Provides input and information to other therapists and inter-
disciplinary teams about the effectiveness of individuals adapting to recreational therapy programs to ensure client 
goals and objectives are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering 
instructions that are always appropriate for individual needs. Organizing, Planning, and Prioritizing Work:    Completes 
work assignments in the designated time frames to meet facility guidelines. Assisting and Caring for Others:    
Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or the 
physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services.  Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Documenting/Recording 
Information:    Records the progress and reactions of individuals engaged in recreational therapeutic activities to 
evaluate their advancement toward meeting desired outcomes.    Completes recreational assessments within the 
facilities' established timeframes to create client goals, outcomes, and objectives.    Completes recreational discharge 
summaries to give clients information on how they can continue recreational programs within their community. Judging 
the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs in relation to individual 
needs to determine if appropriate and beneficial services are provided to clients.     Reviews client input to determine 
the quality of services provided. Getting Information:     Assesses the skill level, ability, and interests of individuals 
engaged in recreational activities to ensure client outcomes are met.     Observes and assesses individuals engaged in 
recreational therapy and gathers information regarding their progress toward goals and objectives.     Reviews client 
documentation to obtain important information regarding client needs and ability levels. Performing General Physical 
Activities:    May be required to lift up to 40 pounds, walk and stand for extended periods of time, and provide other 
physical activities as required to perform job tasks. Communicating with Supervisors, Peers, or Subordinates:    
Communicates relevant information to supervisor and co-workers by telephone, in written form, email or in-person to 
provide information and for consultation and accreditation. Operating Vehicles, Mechanized Devices, or Equipment:    
Has knowledge of and practices wheelchair van procedures to ensure safety.    Follows center and state regulations 
while driving state vehicles to ensure safety.    Maintains and secures appropriate motor vehicle operating license and 
endorsement in a timely manner to provide transportation as needed. Monitor Processes, Materials, or Surroundings:    
Reports any equipment which needs repairing or any shortage of supplies to the supervisor to guarantee the 
appropriate number and types of equipment and supplies are readily accessible.     Maintains care and storage of 
recreational equipment and supplies to ensure available resources are well maintained and in good condition.  
Scheduling Work and Activities:    Schedules therapeutic activities for clients to meet desired outcomes. Communicating 
with Persons outside the Organization:    Provides input and information to other therapists about the effectiveness of 
individuals adapting to recreational therapy programs to ensure the continuity of services provided. Updating and Using 
Relevant Knowledge:    Attends state organization's required annual trainings to increase knowledge of policies and 
procedures. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Organizing    Time Management    Written Communications    Compassion    Customer 
Focus    ListeningKnowledge:    Administration and Management                        Clerical                      Communications and 
Media                                Computers and Electronics                                   Customer and Personal Service                            
Education and Training                                                         Fine Arts                                    Law and Government                            
Personnel and Human Resources                        Psychology                               Public Safety and Security                                    
Therapy and Counseling                        Transportation Skills:    Active Learning and Listening                              Critical 
Thinking and Problem Solving                                Learning Strategies                                  Mathematics                            
Monitoring                                Reading and Writing                               Communication                      Instructing                                 
Negotiation                               Persuasion                                 Service Orientation                                  Social Perceptiveness                         
Equipment Maintenance                       Equipment Selection                               Operation and Control                           
Management of Material Resources                                   Time Management                                 Independent Living Skills     
Fine Motor Skills                      Gross Motor Skills and Flexibility Abilities:    Processing and Expressing Information              
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Stamina                     Basic Physical Fitness                             Depth Perception                     Far Vision                                  Glare 
Sensitivity                       Hearing Sensitivity                                  Near Vision                               Night Vision                              
Peripheral Vision                      Sound Localization                                 Speech Clarity                          Speech Recognition                           
Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computers    Fax Machine    Copiers    Proxy Cards    Auto Visual Equipment    Exercise Equipment    Recreational 
Equipment    Motor Vehicles    Wheelchair Lifts    Communication Equipment    Circuit Breakers    Restraints    ADL 
(Activities Daily Living) Equipment 
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072632 - RECREATION THERAPIST 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3003 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to one year of full-time experience in recreation therapy or responsible professional 
experience in therapy, education or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy or 
education may be substituted for the required experience on a year for year basis. Substitution of Experience for 
Education: Qualifying full-time experience in recreation, teaching, or in providing aid or assistance to disabled individuals 
may be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy duties of average difficulty; 
performs related work as required. Distinguishing Features: An employee in this class plans and executes recreational 
activities, therapies, and programs. This class differs from Recreation Therapist 1 in that an incumbent of the latter 
performs work of a less responsible nature. This class differs from Recreation Therapist 3 in that an incumbent of the 
latter supervises or assists a supervisor in planning a therapeutic program at a facility or agency and may supervise a 
staff of professional and para-professional recreation therapy personnel. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Implements behavior education systems with clients to ensure 
successful independent living skills by creating behavior change plans and contracts, providing individual behavior 
change interventions with documentation, and intervening as needed when behaviors violate the standards of conduct. 
Developing Objectives and Strategies:    Identifies goals and objectives for individuals engaged in recreational therapy 
relying upon individual assessments, therapist observations, referrals, and inter-disciplinary team findings to ensure 
appropriate services and activities are provided.    Develops therapeutic treatment plans/recreational therapy goals to 
ensure client outcomes are met.    Assesses, plans, evaluates, and implements recreational activities of individuals 
engaged in therapy to assist in meeting desired client outcomes. Evaluating Information to Determine Compliance with 
Standards:    Assures that departmental/facility policy is carried out as recreation therapy is being implemented to 
comply with state/federal law and accrediting bodies. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive, cooperative, professional and harmonious working relationships with staff and clients to ensure 
quality and timely services. Analyzing Data or Information:    Identifies psychosocial, behavioral, or physical problems of 
individuals to assist with meeting client needs.    Evaluates progress data of individuals to assess their advancement 
toward meeting their goals and objectives. Making Decisions and Solving Problems:    Assesses whether recreation 
therapy provided is safe and appropriate for the physical needs of the client.    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, personal observations, referrals, and 
inter-disciplinary team findings to ensure appropriate techniques and services are provided.    Evaluates and assesses 
client progress to determine readiness for re-entry into the workforce/independent living. Coaching and Developing 
Others:    Assists in training direct care staff so that the client receives the correct and appropriate services.    Works with 
paraprofessional personnel to train and assist in carrying out therapeutic programs to meet the needs of the client.    
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Provides a teaching setting for interns to provide them with skills they will need for future employment. Training and 
Teaching Others:    Implements various recreational activities such as social interactions, anger management, healthy 
lifestyles, coping skills, leisure education, character education, creative expression, and physical activities to assist in 
meeting desired client outcomes.    Implements clinical care activities to provide resources for successful client 
outcomes. Provide Consultation and Advice to Others:    Provides input and information to other therapists and inter-
disciplinary teams about the effectiveness of individuals adapting to recreational therapy programs to ensure client 
goals and objectives are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering 
instructions that are always appropriate for individual needs. Organizing, Planning, and Prioritizing Work:    Completes 
work assignments in the designated time frames to meet facility guidelines. Assisting and Caring for Others:    
Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or the 
physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services.  Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Documenting/Recording 
Information:    Records the progress and reactions of individuals engaged in recreational therapeutic activities to 
evaluate their advancement toward meeting desired outcomes.    Completes recreational assessments within the 
facilities' established timeframes to create client goals, outcomes, and objectives.    Completes recreational discharge 
summaries to give clients information on how they can continue recreational programs within their community. Judging 
the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs in relation to individual 
needs to determine if appropriate and beneficial services are provided to clients.     Reviews client input to determine 
the quality of services provided. Getting Information:     Assesses the skill level, ability, and interests of individuals 
engaged in recreational activities to ensure client outcomes are met.     Observes and assesses individuals engaged in 
recreational therapy and gathers information regarding their progress toward goals and objectives.     Reviews client 
documentation to obtain important information regarding client needs and ability levels. Performing General Physical 
Activities:    May be required to lift up to 40 pounds, walk and stand for extended periods of time, and provide other 
physical activities as required to perform job tasks. Communicating with Supervisors, Peers, or Subordinates:    
Communicates relevant information to supervisor and co-workers by telephone, in written form, email or in-person to 
provide information and for consultation and accreditation. Operating Vehicles, Mechanized Devices, or Equipment:    
Has knowledge of and practices wheelchair van procedures to ensure safety.    Follows center and state regulations 
while driving state vehicles to ensure safety.    Maintains and secures appropriate motor vehicle operating license and 
endorsement in a timely manner to provide transportation as needed. Monitor Processes, Materials, or Surroundings:    
Reports any equipment which needs repairing or any shortage of supplies to the supervisor to guarantee the 
appropriate number and types of equipment and supplies are readily accessible.     Maintains care and storage of 
recreational equipment and supplies to ensure available resources are well maintained and in good condition.  
Scheduling Work and Activities:    Schedules therapeutic activities for clients to meet desired outcomes. Communicating 
with Persons outside the Organization:    Provides input and information to other therapists about the effectiveness of 
individuals adapting to recreational therapy programs to ensure the continuity of services provided. Updating and Using 
Relevant Knowledge:    Attends state organization's required annual trainings to increase knowledge of policies and 
procedures. 
 
Competencies (KSA’s): 
Competencies:    Creativity    Organizing    Time Management    Written Communications    Compassion    Customer 
Focus    ListeningKnowledge:    Administration and Management                        Clerical                      Communications and 
Media                                Computers and Electronics                                   Customer and Personal Service                            
Education and Training                                                         Fine Arts                                    Law and Government                            
Personnel and Human Resources                        Psychology                               Public Safety and Security                                    
Therapy and Counseling                        Transportation Skills:    Active Learning and Listening                              Critical 
Thinking and Problem Solving                                Learning Strategies                                  Mathematics                            
Monitoring                                Reading and Writing                               Communication                      Instructing                                 
Negotiation                               Persuasion                                 Service Orientation                                  Social Perceptiveness                         
Equipment Maintenance                       Equipment Selection                               Operation and Control                           
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Management of Material Resources                                   Time Management                                 Independent Living Skills     
Fine Motor Skills                      Gross Motor Skills and Flexibility Abilities:    Processing and Expressing Information              
Stamina                     Basic Physical Fitness                             Depth Perception                     Far Vision                                  Glare 
Sensitivity                       Hearing Sensitivity                                  Near Vision                               Night Vision                              
Peripheral Vision                      Sound Localization                                 Speech Clarity                          Speech Recognition                           
Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computers    Fax Machine    Copiers    Proxy Cards    Auto Visual Equipment    Exercise Equipment    Recreational 
Equipment    Motor Vehicles    Wheelchair Lifts    Communication Equipment    Circuit Breakers    Restraints    ADL 
(Activities Daily Living) Equipment 
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072633 - RECREATION THERAPIST 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3004 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to two years of full-time experience in recreation therapy or responsible professional 
experience in therapy, education, or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy, or 
education may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time experience in recreation, teaching, or in providing aid or 
assistance to disabled individuals may be substituted for the required education, on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
highest level class in the recreation therapy sub-series. An employee in this class supervises or assists a supervisor in 
planning a therapeutic program at a facility or agency and may supervise a staff of professional and paraprofessional 
recreation therapy personnel. This class differs from Recreation Therapist 2 in that an incumbent of the latter plans and 
executes recreational activities, therapies, and programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Assures that departmental/facility policy is carried 
out as recreation therapy is being implemented to comply with state/federal law and accrediting bodies.    Evaluates the 
outcomes of the recreational therapy programs to determine whether effective services have been provided.    Develops 
and submits proposals concerning the establishment of therapeutic recreation policy and procedure at a facility to 
guarantee compliance with state and federal law. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely services.  
Resolving Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate.    Implements 
behavior education systems with clients to ensure successful independent living skills by creating behavior change plans 
and contracts, providing individual behavior change interventions with documentation, and intervening as needed when 
behaviors violate the standards of conduct. Developing Objectives and Strategies:    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, therapist observations, referrals, and 
inter-disciplinary team findings to ensure appropriate services and activities are provided.    Develops therapeutic 
treatment plans/recreational therapy goals to ensure client outcomes are met.    Assesses, plans, evaluates, and 
implements recreational activities of individuals engaged in therapy to assist in meeting desired client outcomes. 
Processing Information:    Oversees workflow and processing of paperwork within the unit to ensure effective and 
quality services are delivered to clients. Guiding, Directing, and Motivating Subordinates:    Conducts the employee 
evaluation process to review and provide feedback to the employee regarding their job performance in order to confirm 
effective service delivery, compliance with state law, and understanding of policies and procedures.    Motivates staff 
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through goal-setting to increase performance and improve client outcomes.    Provides guidance to staff about assigned 
work to guarantee proper service delivery. Provide Consultation and Advice to Others:    Develops corrective action 
plans for the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery.    Provides input and information to other therapists and inter-disciplinary teams 
about the effectiveness of individuals adapting to recreational therapy programs to ensure client goals and objectives 
are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering instructions that are 
always appropriate for individual needs.    Works with staff through brainstorming sessions and other discussions to 
formulate creative ideas and find solutions to problems in an effort to promote and improve service delivery. Making 
Decisions and Solving Problems:    Plans, directs, and approves programs for individuals receiving recreational therapy 
services to ensure effective service delivery.    Identifies goals and objectives for individuals engaged in recreational 
therapy relying upon individual assessments, personal observations, referrals, and inter-disciplinary team findings to 
ensure appropriate techniques and services are provided.    Supervises the recreational program to complement the 
total treatment programs so that the appropriate services are provided to meet the needs of the client.    Assesses 
whether recreation therapy provided is safe and appropriate for the physical needs of the client.    Evaluates and 
assesses client progress to determine readiness for re-entry into the workforce/independent living.    Recommends and 
implements changes in order to achieve therapeutic goals to ensure the best use of program resources and client 
outcomes. Organizing, Planning, and Prioritizing Work:    Completes work assignments in the designated time frames to 
meet facility guidelines.    Submits program development activities for approval to meet the changing needs of the client 
population.    Creates annual goals for the department to assist with meeting state and federal guidelines and improving 
the department as a whole. Interpreting the Meaning of Information for Others:    Interprets rules, regulations, and laws 
for programs and the public in an effort to provide clarity. Performing Administrative Activities:    Performs duties of the 
residential services administrator as scheduled by supervisor to ensure continuity of care.    Develops and implements 
program policies and procedures to ensure effective service delivery.    Prepares written correspondence to provide 
information to staff, customers, and the public to comply with state and federal laws.    Ensures staff and provider files 
are maintained and updated through a periodic review so that information can be easily located.    Approves staff leave, 
travel, and time sheets through the designated system to guarantee employees are compensated for time worked. 
Coaching and Developing Others:    Assists in training direct care staff so that the client receives the correct and 
appropriate services.    Gives direction to other personnel concerning proper entries for records and reports to ensure 
accuracy and compliance with policies and procedures.    Works with paraprofessional personnel to train and assist in 
carrying out therapeutic programs to meet the needs of the client.    Provides a teaching setting for interns to provide 
them with skills they will need for future employment. Staffing Organizational Units:    Conducts interviews with 
applicants and reviews resumes to identify relevant skills and work experience to select the most qualified candidate for 
the positions.    Discusses new hire recommendations with management to select the most qualified candidate for the 
position.    Reads existing job plans to identify appropriate skills in order to select the most qualified candidate. Training 
and Teaching Others:    Trains subordinate staff regarding policies and procedures so that positive client outcomes will 
be met.    Plans and conducts in-service training in recreational principles, methods, and procedures to ensure staff are 
provided with the most current and relevant information.    Implements various recreational activities such as social 
interactions, anger management, healthy lifestyles, coping skills, leisure education, character education, creative 
expression, and physical activities to assist in meeting desired client outcomes.    Implements clinical care activities to 
provide resources for successful client outcomes. Analyzing Data or Information:    Evaluates progress data of individuals 
to assess their advancement toward meeting their goals and objectives.    Identifies psychosocial, behavioral, or physical 
problems of individuals to assist with meeting client needs.    Analyzes client exit surveys to determine trends within the 
department to produce plans to improve services. Scheduling Work and Activities:    Supervises and schedules specific 
recreational and social activities to assist in meeting desired client and program outcomes.    Assigns subordinate staff 
their work to ensure effective coverage is provided or provides coverage when needed.    May assign referred clients to 
the appropriate therapists based on individual client needs to meet recreational therapy goals. Assisting and Caring for 
Others:    Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or 
the physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services. Communicating with Supervisors, 
Peers, or Subordinates:    Provides timely communication to supervisor regarding problematic situations in day-to-day 
service delivery operations to ensure problems are handled in a timely manner.    Communicates relevant information to 
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supervisor and co-workers by telephone, in written form, email or in-person to provide information and for consultation 
and accreditation.    Provides information at monthly departmental meetings to ensure staff is aware of changes and 
improvements needed at the facility.    May act as a community liaison by establishing recreational therapy internships 
or recreational therapy internship agreements with colleges, universities, or technical institutes and 
attending/conducting lectures concerning leisure time/therapeutic activities for disabled individuals to promote 
education of new professionals and the public regarding recreational therapy advances and techniques. Communicating 
with Persons outside the Organization:    Coordinates recreational therapy programs and activities with other disciplines 
to allow for continuity of services for clients.    Provides input and information to other therapists about the 
effectiveness of individuals adapting to recreational therapy programs to ensure the continuity of services provided.    
Recommends new programs to administrators and management at a facility when necessitated by the needs of the 
client. Documenting/Recording Information:    Completes recreational assessments within the facilities' established 
timeframes to create client goals, outcomes, and objectives.    Prepares, maintains, and monitors the status of 
documentation activities concerning recreation at the facility according to established policy and procedures to 
guarantee all documentation is up-to-date and is completed within the allotted time frames.    Documents all relevant 
records and reports related to services provided as an official record for the department.    Records the progress and 
reactions of individuals engaged in recreational therapeutic activities to evaluate their advancement toward meeting 
desired outcomes.    Completes recreational discharge summaries to give clients information on how they can continue 
recreational programs within their community. Performing General Physical Activities:    May be required to lift up to 40 
pounds, walk and stand for extended periods of time, and provide other physical activities as required to perform job 
tasks. Developing and Building Teams:    Conducts team building exercises and other group activities to promote positive 
interaction among staff. Getting Information:    Assesses the skill level, ability, and interests of individuals engaged in 
recreational activities to ensure client outcomes are met.    Gathers information from other inter-disciplinary 
components to obtain a comprehensive picture of services provided to clients.    Observes and assesses individuals 
engaged in recreational therapy and gathers information regarding their progress toward goals and objectives.    
Reviews client documentation to obtain important information regarding client needs and ability levels. Monitoring and 
Controlling Resources:    Creates yearly equipment request to ensure staff has appropriate resources and materials to 
complete their job responsibilities.    Requisitions supplies and equipment for recreation therapy to guarantee effective 
service delivery. Judging the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs 
in relation to individual needs to determine if appropriate and beneficial services are provided to clients.    Reviews 
client input to determine the quality of services provided. Operating Vehicles, Mechanized Devices, or Equipment:    
Ensures staff complies with all motor vehicle regulations and state/facility guidelines to ensure client and personal 
safety.    Maintains and secures appropriate motor vehicle operating license and endorsement in a timely manner to 
provide transportation as needed.    Has knowledge of and practices wheelchair van procedures to ensure safety.    
Follows center and state regulations while driving state vehicles to ensure safety. Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Monitor Processes, Materials, or 
Surroundings:    Maintains care and storage of recreational equipment and supplies to ensure available resources are 
well maintained and in good condition.    Reports any equipment which needs repairing or any shortage of supplies to 
the supervisor to guarantee the appropriate number and types of equipment and supplies are readily accessible. 
Updating and Using Relevant Knowledge:    Creates learning environment for staff to provide new leisure resources and 
educational tools to enhance the recreation therapy department.    Attends state organization's required annual 
trainings to increase knowledge of policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Developing Direct Reports and Others    Conflict Management    Hiring and Staffing    Drive for Results    
Organizational Agility    Presentation Skills    Written Communications    Approachability    Motivating OthersKnowledge:    
Administration and Management    Clerical    Communications and Media    Computers and Electronics    Customer and 
Personal Service    Education and Training    Fine Arts    Law and Government    Personnel and Human Resources    
Psychology    Public Safety and Security    Therapy and Counseling    Transportation Skills:    Active Learning and Listening    
Critical Thinking and Problem Solving    Learning Strategies    Mathematics    Monitoring    Reading and Writing    
Communication    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Equipment 
Maintenance    Equipment Selection    Operation and Control    Management of Material Resources    Time Management    
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Independent Living Skills     Fine Motor Skills Abilities:    Processing and Expressing Information     Stamina    Basic 
Physical Fitness    Depth Perception    Far Vision    Glare Sensitivity    Hearing Sensitivity    Near Vision    Night Vision    
Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Fax    Copier    Proxy Cards    Audio Visual Equipment    Exercise Equipment    Motor Vehicles    Wheelchair 
Lift    Communication Equipment    Restraints    ADL (Activities Daily Living) Equipment 
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072633 - RECREATION THERAPIST 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3005 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to two years of full-time experience in recreation therapy or responsible professional 
experience in therapy, education, or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy, or 
education may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time experience in recreation, teaching, or in providing aid or 
assistance to disabled individuals may be substituted for the required education, on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
highest level class in the recreation therapy sub-series. An employee in this class supervises or assists a supervisor in 
planning a therapeutic program at a facility or agency and may supervise a staff of professional and paraprofessional 
recreation therapy personnel. This class differs from Recreation Therapist 2 in that an incumbent of the latter plans and 
executes recreational activities, therapies, and programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Assures that departmental/facility policy is carried 
out as recreation therapy is being implemented to comply with state/federal law and accrediting bodies.    Evaluates the 
outcomes of the recreational therapy programs to determine whether effective services have been provided.    Develops 
and submits proposals concerning the establishment of therapeutic recreation policy and procedure at a facility to 
guarantee compliance with state and federal law. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely services.  
Resolving Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate.    Implements 
behavior education systems with clients to ensure successful independent living skills by creating behavior change plans 
and contracts, providing individual behavior change interventions with documentation, and intervening as needed when 
behaviors violate the standards of conduct. Developing Objectives and Strategies:    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, therapist observations, referrals, and 
inter-disciplinary team findings to ensure appropriate services and activities are provided.    Develops therapeutic 
treatment plans/recreational therapy goals to ensure client outcomes are met.    Assesses, plans, evaluates, and 
implements recreational activities of individuals engaged in therapy to assist in meeting desired client outcomes. 
Processing Information:    Oversees workflow and processing of paperwork within the unit to ensure effective and 
quality services are delivered to clients. Guiding, Directing, and Motivating Subordinates:    Conducts the employee 
evaluation process to review and provide feedback to the employee regarding their job performance in order to confirm 
effective service delivery, compliance with state law, and understanding of policies and procedures.    Motivates staff 
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through goal-setting to increase performance and improve client outcomes.    Provides guidance to staff about assigned 
work to guarantee proper service delivery. Provide Consultation and Advice to Others:    Develops corrective action 
plans for the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery.    Provides input and information to other therapists and inter-disciplinary teams 
about the effectiveness of individuals adapting to recreational therapy programs to ensure client goals and objectives 
are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering instructions that are 
always appropriate for individual needs.    Works with staff through brainstorming sessions and other discussions to 
formulate creative ideas and find solutions to problems in an effort to promote and improve service delivery. Making 
Decisions and Solving Problems:    Plans, directs, and approves programs for individuals receiving recreational therapy 
services to ensure effective service delivery.    Identifies goals and objectives for individuals engaged in recreational 
therapy relying upon individual assessments, personal observations, referrals, and inter-disciplinary team findings to 
ensure appropriate techniques and services are provided.    Supervises the recreational program to complement the 
total treatment programs so that the appropriate services are provided to meet the needs of the client.    Assesses 
whether recreation therapy provided is safe and appropriate for the physical needs of the client.    Evaluates and 
assesses client progress to determine readiness for re-entry into the workforce/independent living.    Recommends and 
implements changes in order to achieve therapeutic goals to ensure the best use of program resources and client 
outcomes. Organizing, Planning, and Prioritizing Work:    Completes work assignments in the designated time frames to 
meet facility guidelines.    Submits program development activities for approval to meet the changing needs of the client 
population.    Creates annual goals for the department to assist with meeting state and federal guidelines and improving 
the department as a whole. Interpreting the Meaning of Information for Others:    Interprets rules, regulations, and laws 
for programs and the public in an effort to provide clarity. Performing Administrative Activities:    Performs duties of the 
residential services administrator as scheduled by supervisor to ensure continuity of care.    Develops and implements 
program policies and procedures to ensure effective service delivery.    Prepares written correspondence to provide 
information to staff, customers, and the public to comply with state and federal laws.    Ensures staff and provider files 
are maintained and updated through a periodic review so that information can be easily located.    Approves staff leave, 
travel, and time sheets through the designated system to guarantee employees are compensated for time worked. 
Coaching and Developing Others:    Assists in training direct care staff so that the client receives the correct and 
appropriate services.    Gives direction to other personnel concerning proper entries for records and reports to ensure 
accuracy and compliance with policies and procedures.    Works with paraprofessional personnel to train and assist in 
carrying out therapeutic programs to meet the needs of the client.    Provides a teaching setting for interns to provide 
them with skills they will need for future employment. Staffing Organizational Units:    Conducts interviews with 
applicants and reviews resumes to identify relevant skills and work experience to select the most qualified candidate for 
the positions.    Discusses new hire recommendations with management to select the most qualified candidate for the 
position.    Reads existing job plans to identify appropriate skills in order to select the most qualified candidate. Training 
and Teaching Others:    Trains subordinate staff regarding policies and procedures so that positive client outcomes will 
be met.    Plans and conducts in-service training in recreational principles, methods, and procedures to ensure staff are 
provided with the most current and relevant information.    Implements various recreational activities such as social 
interactions, anger management, healthy lifestyles, coping skills, leisure education, character education, creative 
expression, and physical activities to assist in meeting desired client outcomes.    Implements clinical care activities to 
provide resources for successful client outcomes. Analyzing Data or Information:    Evaluates progress data of individuals 
to assess their advancement toward meeting their goals and objectives.    Identifies psychosocial, behavioral, or physical 
problems of individuals to assist with meeting client needs.    Analyzes client exit surveys to determine trends within the 
department to produce plans to improve services. Scheduling Work and Activities:    Supervises and schedules specific 
recreational and social activities to assist in meeting desired client and program outcomes.    Assigns subordinate staff 
their work to ensure effective coverage is provided or provides coverage when needed.    May assign referred clients to 
the appropriate therapists based on individual client needs to meet recreational therapy goals. Assisting and Caring for 
Others:    Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or 
the physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services. Communicating with Supervisors, 
Peers, or Subordinates:    Provides timely communication to supervisor regarding problematic situations in day-to-day 
service delivery operations to ensure problems are handled in a timely manner.    Communicates relevant information to 
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supervisor and co-workers by telephone, in written form, email or in-person to provide information and for consultation 
and accreditation.    Provides information at monthly departmental meetings to ensure staff is aware of changes and 
improvements needed at the facility.    May act as a community liaison by establishing recreational therapy internships 
or recreational therapy internship agreements with colleges, universities, or technical institutes and 
attending/conducting lectures concerning leisure time/therapeutic activities for disabled individuals to promote 
education of new professionals and the public regarding recreational therapy advances and techniques. Communicating 
with Persons outside the Organization:    Coordinates recreational therapy programs and activities with other disciplines 
to allow for continuity of services for clients.    Provides input and information to other therapists about the 
effectiveness of individuals adapting to recreational therapy programs to ensure the continuity of services provided.    
Recommends new programs to administrators and management at a facility when necessitated by the needs of the 
client. Documenting/Recording Information:    Completes recreational assessments within the facilities' established 
timeframes to create client goals, outcomes, and objectives.    Prepares, maintains, and monitors the status of 
documentation activities concerning recreation at the facility according to established policy and procedures to 
guarantee all documentation is up-to-date and is completed within the allotted time frames.    Documents all relevant 
records and reports related to services provided as an official record for the department.    Records the progress and 
reactions of individuals engaged in recreational therapeutic activities to evaluate their advancement toward meeting 
desired outcomes.    Completes recreational discharge summaries to give clients information on how they can continue 
recreational programs within their community. Performing General Physical Activities:    May be required to lift up to 40 
pounds, walk and stand for extended periods of time, and provide other physical activities as required to perform job 
tasks. Developing and Building Teams:    Conducts team building exercises and other group activities to promote positive 
interaction among staff. Getting Information:    Assesses the skill level, ability, and interests of individuals engaged in 
recreational activities to ensure client outcomes are met.    Gathers information from other inter-disciplinary 
components to obtain a comprehensive picture of services provided to clients.    Observes and assesses individuals 
engaged in recreational therapy and gathers information regarding their progress toward goals and objectives.    
Reviews client documentation to obtain important information regarding client needs and ability levels. Monitoring and 
Controlling Resources:    Creates yearly equipment request to ensure staff has appropriate resources and materials to 
complete their job responsibilities.    Requisitions supplies and equipment for recreation therapy to guarantee effective 
service delivery. Judging the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs 
in relation to individual needs to determine if appropriate and beneficial services are provided to clients.    Reviews 
client input to determine the quality of services provided. Operating Vehicles, Mechanized Devices, or Equipment:    
Ensures staff complies with all motor vehicle regulations and state/facility guidelines to ensure client and personal 
safety.    Maintains and secures appropriate motor vehicle operating license and endorsement in a timely manner to 
provide transportation as needed.    Has knowledge of and practices wheelchair van procedures to ensure safety.    
Follows center and state regulations while driving state vehicles to ensure safety. Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Monitor Processes, Materials, or 
Surroundings:    Maintains care and storage of recreational equipment and supplies to ensure available resources are 
well maintained and in good condition.    Reports any equipment which needs repairing or any shortage of supplies to 
the supervisor to guarantee the appropriate number and types of equipment and supplies are readily accessible. 
Updating and Using Relevant Knowledge:    Creates learning environment for staff to provide new leisure resources and 
educational tools to enhance the recreation therapy department.    Attends state organization's required annual 
trainings to increase knowledge of policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Developing Direct Reports and Others    Conflict Management    Hiring and Staffing    Drive for Results    
Organizational Agility    Presentation Skills    Written Communications    Approachability    Motivating OthersKnowledge:    
Administration and Management    Clerical    Communications and Media    Computers and Electronics    Customer and 
Personal Service    Education and Training    Fine Arts    Law and Government    Personnel and Human Resources    
Psychology    Public Safety and Security    Therapy and Counseling    Transportation Skills:    Active Learning and Listening    
Critical Thinking and Problem Solving    Learning Strategies    Mathematics    Monitoring    Reading and Writing    
Communication    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Equipment 
Maintenance    Equipment Selection    Operation and Control    Management of Material Resources    Time Management    
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Independent Living Skills     Fine Motor Skills Abilities:    Processing and Expressing Information     Stamina    Basic 
Physical Fitness    Depth Perception    Far Vision    Glare Sensitivity    Hearing Sensitivity    Near Vision    Night Vision    
Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Fax    Copier    Proxy Cards    Audio Visual Equipment    Exercise Equipment    Motor Vehicles    Wheelchair 
Lift    Communication Equipment    Restraints    ADL (Activities Daily Living) Equipment 
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072633 - RECREATION THERAPIST 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3006 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to two years of full-time experience in recreation therapy or responsible professional 
experience in therapy, education, or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy, or 
education may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time experience in recreation, teaching, or in providing aid or 
assistance to disabled individuals may be substituted for the required education, on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to 
the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
highest level class in the recreation therapy sub-series. An employee in this class supervises or assists a supervisor in 
planning a therapeutic program at a facility or agency and may supervise a staff of professional and paraprofessional 
recreation therapy personnel. This class differs from Recreation Therapist 2 in that an incumbent of the latter plans and 
executes recreational activities, therapies, and programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Assures that departmental/facility policy is carried 
out as recreation therapy is being implemented to comply with state/federal law and accrediting bodies.    Evaluates the 
outcomes of the recreational therapy programs to determine whether effective services have been provided.    Develops 
and submits proposals concerning the establishment of therapeutic recreation policy and procedure at a facility to 
guarantee compliance with state and federal law. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely services.  
Resolving Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate.    Implements 
behavior education systems with clients to ensure successful independent living skills by creating behavior change plans 
and contracts, providing individual behavior change interventions with documentation, and intervening as needed when 
behaviors violate the standards of conduct. Developing Objectives and Strategies:    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, therapist observations, referrals, and 
inter-disciplinary team findings to ensure appropriate services and activities are provided.    Develops therapeutic 
treatment plans/recreational therapy goals to ensure client outcomes are met.    Assesses, plans, evaluates, and 
implements recreational activities of individuals engaged in therapy to assist in meeting desired client outcomes. 
Processing Information:    Oversees workflow and processing of paperwork within the unit to ensure effective and 
quality services are delivered to clients. Guiding, Directing, and Motivating Subordinates:    Conducts the employee 
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evaluation process to review and provide feedback to the employee regarding their job performance in order to confirm 
effective service delivery, compliance with state law, and understanding of policies and procedures.    Motivates staff 
through goal-setting to increase performance and improve client outcomes.    Provides guidance to staff about assigned 
work to guarantee proper service delivery. Provide Consultation and Advice to Others:    Develops corrective action 
plans for the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery.    Provides input and information to other therapists and inter-disciplinary teams 
about the effectiveness of individuals adapting to recreational therapy programs to ensure client goals and objectives 
are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering instructions that are 
always appropriate for individual needs.    Works with staff through brainstorming sessions and other discussions to 
formulate creative ideas and find solutions to problems in an effort to promote and improve service delivery. Making 
Decisions and Solving Problems:    Plans, directs, and approves programs for individuals receiving recreational therapy 
services to ensure effective service delivery.    Identifies goals and objectives for individuals engaged in recreational 
therapy relying upon individual assessments, personal observations, referrals, and inter-disciplinary team findings to 
ensure appropriate techniques and services are provided.    Supervises the recreational program to complement the 
total treatment programs so that the appropriate services are provided to meet the needs of the client.    Assesses 
whether recreation therapy provided is safe and appropriate for the physical needs of the client.    Evaluates and 
assesses client progress to determine readiness for re-entry into the workforce/independent living.    Recommends and 
implements changes in order to achieve therapeutic goals to ensure the best use of program resources and client 
outcomes. Organizing, Planning, and Prioritizing Work:    Completes work assignments in the designated time frames to 
meet facility guidelines.    Submits program development activities for approval to meet the changing needs of the client 
population.    Creates annual goals for the department to assist with meeting state and federal guidelines and improving 
the department as a whole. Interpreting the Meaning of Information for Others:    Interprets rules, regulations, and laws 
for programs and the public in an effort to provide clarity. Performing Administrative Activities:    Performs duties of the 
residential services administrator as scheduled by supervisor to ensure continuity of care.    Develops and implements 
program policies and procedures to ensure effective service delivery.    Prepares written correspondence to provide 
information to staff, customers, and the public to comply with state and federal laws.    Ensures staff and provider files 
are maintained and updated through a periodic review so that information can be easily located.    Approves staff leave, 
travel, and time sheets through the designated system to guarantee employees are compensated for time worked. 
Coaching and Developing Others:    Assists in training direct care staff so that the client receives the correct and 
appropriate services.    Gives direction to other personnel concerning proper entries for records and reports to ensure 
accuracy and compliance with policies and procedures.    Works with paraprofessional personnel to train and assist in 
carrying out therapeutic programs to meet the needs of the client.    Provides a teaching setting for interns to provide 
them with skills they will need for future employment. Staffing Organizational Units:    Conducts interviews with 
applicants and reviews resumes to identify relevant skills and work experience to select the most qualified candidate for 
the positions.    Discusses new hire recommendations with management to select the most qualified candidate for the 
position.    Reads existing job plans to identify appropriate skills in order to select the most qualified candidate. Training 
and Teaching Others:    Trains subordinate staff regarding policies and procedures so that positive client outcomes will 
be met.    Plans and conducts in-service training in recreational principles, methods, and procedures to ensure staff are 
provided with the most current and relevant information.    Implements various recreational activities such as social 
interactions, anger management, healthy lifestyles, coping skills, leisure education, character education, creative 
expression, and physical activities to assist in meeting desired client outcomes.    Implements clinical care activities to 
provide resources for successful client outcomes. Analyzing Data or Information:    Evaluates progress data of individuals 
to assess their advancement toward meeting their goals and objectives.    Identifies psychosocial, behavioral, or physical 
problems of individuals to assist with meeting client needs.    Analyzes client exit surveys to determine trends within the 
department to produce plans to improve services. Scheduling Work and Activities:    Supervises and schedules specific 
recreational and social activities to assist in meeting desired client and program outcomes.    Assigns subordinate staff 
their work to ensure effective coverage is provided or provides coverage when needed.    May assign referred clients to 
the appropriate therapists based on individual client needs to meet recreational therapy goals. Assisting and Caring for 
Others:    Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or 
the physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services. Communicating with Supervisors, 
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Peers, or Subordinates:    Provides timely communication to supervisor regarding problematic situations in day-to-day 
service delivery operations to ensure problems are handled in a timely manner.    Communicates relevant information to 
supervisor and co-workers by telephone, in written form, email or in-person to provide information and for consultation 
and accreditation.    Provides information at monthly departmental meetings to ensure staff is aware of changes and 
improvements needed at the facility.    May act as a community liaison by establishing recreational therapy internships 
or recreational therapy internship agreements with colleges, universities, or technical institutes and 
attending/conducting lectures concerning leisure time/therapeutic activities for disabled individuals to promote 
education of new professionals and the public regarding recreational therapy advances and techniques. Communicating 
with Persons outside the Organization:    Coordinates recreational therapy programs and activities with other disciplines 
to allow for continuity of services for clients.    Provides input and information to other therapists about the 
effectiveness of individuals adapting to recreational therapy programs to ensure the continuity of services provided.    
Recommends new programs to administrators and management at a facility when necessitated by the needs of the 
client. Documenting/Recording Information:    Completes recreational assessments within the facilities' established 
timeframes to create client goals, outcomes, and objectives.    Prepares, maintains, and monitors the status of 
documentation activities concerning recreation at the facility according to established policy and procedures to 
guarantee all documentation is up-to-date and is completed within the allotted time frames.    Documents all relevant 
records and reports related to services provided as an official record for the department.    Records the progress and 
reactions of individuals engaged in recreational therapeutic activities to evaluate their advancement toward meeting 
desired outcomes.    Completes recreational discharge summaries to give clients information on how they can continue 
recreational programs within their community. Performing General Physical Activities:    May be required to lift up to 40 
pounds, walk and stand for extended periods of time, and provide other physical activities as required to perform job 
tasks. Developing and Building Teams:    Conducts team building exercises and other group activities to promote positive 
interaction among staff. Getting Information:    Assesses the skill level, ability, and interests of individuals engaged in 
recreational activities to ensure client outcomes are met.    Gathers information from other inter-disciplinary 
components to obtain a comprehensive picture of services provided to clients.    Observes and assesses individuals 
engaged in recreational therapy and gathers information regarding their progress toward goals and objectives.    
Reviews client documentation to obtain important information regarding client needs and ability levels. Monitoring and 
Controlling Resources:    Creates yearly equipment request to ensure staff has appropriate resources and materials to 
complete their job responsibilities.    Requisitions supplies and equipment for recreation therapy to guarantee effective 
service delivery. Judging the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs 
in relation to individual needs to determine if appropriate and beneficial services are provided to clients.    Reviews 
client input to determine the quality of services provided. Operating Vehicles, Mechanized Devices, or Equipment:    
Ensures staff complies with all motor vehicle regulations and state/facility guidelines to ensure client and personal 
safety.    Maintains and secures appropriate motor vehicle operating license and endorsement in a timely manner to 
provide transportation as needed.    Has knowledge of and practices wheelchair van procedures to ensure safety.    
Follows center and state regulations while driving state vehicles to ensure safety. Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Monitor Processes, Materials, or 
Surroundings:    Maintains care and storage of recreational equipment and supplies to ensure available resources are 
well maintained and in good condition.    Reports any equipment which needs repairing or any shortage of supplies to 
the supervisor to guarantee the appropriate number and types of equipment and supplies are readily accessible. 
Updating and Using Relevant Knowledge:    Creates learning environment for staff to provide new leisure resources and 
educational tools to enhance the recreation therapy department.    Attends state organization's required annual 
trainings to increase knowledge of policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Developing Direct Reports and Others    Conflict Management    Hiring and Staffing    Drive for Results    
Organizational Agility    Presentation Skills    Written Communications    Approachability    Motivating OthersKnowledge:    
Administration and Management    Clerical    Communications and Media    Computers and Electronics    Customer and 
Personal Service    Education and Training    Fine Arts    Law and Government    Personnel and Human Resources    
Psychology    Public Safety and Security    Therapy and Counseling    Transportation Skills:    Active Learning and Listening    
Critical Thinking and Problem Solving    Learning Strategies    Mathematics    Monitoring    Reading and Writing    
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Communication    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Equipment 
Maintenance    Equipment Selection    Operation and Control    Management of Material Resources    Time Management    
Independent Living Skills     Fine Motor Skills Abilities:    Processing and Expressing Information     Stamina    Basic 
Physical Fitness    Depth Perception    Far Vision    Glare Sensitivity    Hearing Sensitivity    Near Vision    Night Vision    
Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Fax    Copier    Proxy Cards    Audio Visual Equipment    Exercise Equipment    Motor Vehicles    Wheelchair 
Lift    Communication Equipment    Restraints    ADL (Activities Daily Living) Equipment 
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072633 - RECREATION THERAPIST 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3007 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in rehabilitation 
services, recreation, psychology, sociology, recreation therapy, education, allied health, or mental health/human 
services and experience equivalent to two years of full-time experience in recreation therapy or responsible professional 
experience in therapy, education, or recreation work. Substitution of Education for Experience: Additional graduate 
coursework from an accredited college or university in rehabilitation services, recreation, recreation therapy, or 
education may be substituted for the required experience, on a year-for-year basis, to a maximum of two years. 
Substitution of Experience for Education: Qualifying full-time experience in recreation, teaching, or in providing aid or 
assistance to disabled individuals may be substituted for the required education, on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional recreation therapy work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
highest level class in the recreation therapy sub-series. An employee in this class supervises or assists a supervisor in 
planning a therapeutic program at a facility or agency and may supervise a staff of professional and paraprofessional 
recreation therapy personnel. This class differs from Recreation Therapist 2 in that an incumbent of the latter plans and 
executes recreational activities, therapies, and programs. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Assures that departmental/facility policy is carried 
out as recreation therapy is being implemented to comply with state/federal law and accrediting bodies.    Evaluates the 
outcomes of the recreational therapy programs to determine whether effective services have been provided.    Develops 
and submits proposals concerning the establishment of therapeutic recreation policy and procedure at a facility to 
guarantee compliance with state and federal law. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other employees, 
and local governmental agencies through meetings and other positive interactions to ensure quality and timely services.  
Resolving Conflicts and Negotiating with Others:    Investigates, responds, and resolves complaints and other disputes 
among staff, customers, and other sources to provide the most effective use of program resources and positive 
outcomes through mediation, discussions, or other problem solving techniques deemed appropriate.    Implements 
behavior education systems with clients to ensure successful independent living skills by creating behavior change plans 
and contracts, providing individual behavior change interventions with documentation, and intervening as needed when 
behaviors violate the standards of conduct. Developing Objectives and Strategies:    Identifies goals and objectives for 
individuals engaged in recreational therapy relying upon individual assessments, therapist observations, referrals, and 
inter-disciplinary team findings to ensure appropriate services and activities are provided.    Develops therapeutic 
treatment plans/recreational therapy goals to ensure client outcomes are met.    Assesses, plans, evaluates, and 
implements recreational activities of individuals engaged in therapy to assist in meeting desired client outcomes. 
Processing Information:    Oversees workflow and processing of paperwork within the unit to ensure effective and 
quality services are delivered to clients. Guiding, Directing, and Motivating Subordinates:    Conducts the employee 
evaluation process to review and provide feedback to the employee regarding their job performance in order to confirm 
effective service delivery, compliance with state law, and understanding of policies and procedures.    Motivates staff 



 TN Job Classification Specifications  
September 22, 2020 

through goal-setting to increase performance and improve client outcomes.    Provides guidance to staff about assigned 
work to guarantee proper service delivery. Provide Consultation and Advice to Others:    Develops corrective action 
plans for the unsatisfactory job performance of staff and makes recommendations for disciplinary actions to improve 
performance and service delivery.    Provides input and information to other therapists and inter-disciplinary teams 
about the effectiveness of individuals adapting to recreational therapy programs to ensure client goals and objectives 
are met. Thinking Creatively:    Demonstrates awareness of individual differences by delivering instructions that are 
always appropriate for individual needs.    Works with staff through brainstorming sessions and other discussions to 
formulate creative ideas and find solutions to problems in an effort to promote and improve service delivery. Making 
Decisions and Solving Problems:    Plans, directs, and approves programs for individuals receiving recreational therapy 
services to ensure effective service delivery.    Identifies goals and objectives for individuals engaged in recreational 
therapy relying upon individual assessments, personal observations, referrals, and inter-disciplinary team findings to 
ensure appropriate techniques and services are provided.    Supervises the recreational program to complement the 
total treatment programs so that the appropriate services are provided to meet the needs of the client.    Assesses 
whether recreation therapy provided is safe and appropriate for the physical needs of the client.    Evaluates and 
assesses client progress to determine readiness for re-entry into the workforce/independent living.    Recommends and 
implements changes in order to achieve therapeutic goals to ensure the best use of program resources and client 
outcomes. Organizing, Planning, and Prioritizing Work:    Completes work assignments in the designated time frames to 
meet facility guidelines.    Submits program development activities for approval to meet the changing needs of the client 
population.    Creates annual goals for the department to assist with meeting state and federal guidelines and improving 
the department as a whole. Interpreting the Meaning of Information for Others:    Interprets rules, regulations, and laws 
for programs and the public in an effort to provide clarity. Performing Administrative Activities:    Performs duties of the 
residential services administrator as scheduled by supervisor to ensure continuity of care.    Develops and implements 
program policies and procedures to ensure effective service delivery.    Prepares written correspondence to provide 
information to staff, customers, and the public to comply with state and federal laws.    Ensures staff and provider files 
are maintained and updated through a periodic review so that information can be easily located.    Approves staff leave, 
travel, and time sheets through the designated system to guarantee employees are compensated for time worked. 
Coaching and Developing Others:    Assists in training direct care staff so that the client receives the correct and 
appropriate services.    Gives direction to other personnel concerning proper entries for records and reports to ensure 
accuracy and compliance with policies and procedures.    Works with paraprofessional personnel to train and assist in 
carrying out therapeutic programs to meet the needs of the client.    Provides a teaching setting for interns to provide 
them with skills they will need for future employment. Staffing Organizational Units:    Conducts interviews with 
applicants and reviews resumes to identify relevant skills and work experience to select the most qualified candidate for 
the positions.    Discusses new hire recommendations with management to select the most qualified candidate for the 
position.    Reads existing job plans to identify appropriate skills in order to select the most qualified candidate. Training 
and Teaching Others:    Trains subordinate staff regarding policies and procedures so that positive client outcomes will 
be met.    Plans and conducts in-service training in recreational principles, methods, and procedures to ensure staff are 
provided with the most current and relevant information.    Implements various recreational activities such as social 
interactions, anger management, healthy lifestyles, coping skills, leisure education, character education, creative 
expression, and physical activities to assist in meeting desired client outcomes.    Implements clinical care activities to 
provide resources for successful client outcomes. Analyzing Data or Information:    Evaluates progress data of individuals 
to assess their advancement toward meeting their goals and objectives.    Identifies psychosocial, behavioral, or physical 
problems of individuals to assist with meeting client needs.    Analyzes client exit surveys to determine trends within the 
department to produce plans to improve services. Scheduling Work and Activities:    Supervises and schedules specific 
recreational and social activities to assist in meeting desired client and program outcomes.    Assigns subordinate staff 
their work to ensure effective coverage is provided or provides coverage when needed.    May assign referred clients to 
the appropriate therapists based on individual client needs to meet recreational therapy goals. Assisting and Caring for 
Others:    Implements activities in a therapeutic plan in order to develop psychosocial skills, independent living skills or 
the physical development of individuals engaged in recreational therapy to ensure appropriate client outcomes are 
achieved.    Follows state facility emergency response plans to ensure safety of clients and staff.    Implements 
recreational activities for all clients who want to participate in recreational services. Communicating with Supervisors, 
Peers, or Subordinates:    Provides timely communication to supervisor regarding problematic situations in day-to-day 
service delivery operations to ensure problems are handled in a timely manner.    Communicates relevant information to 
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supervisor and co-workers by telephone, in written form, email or in-person to provide information and for consultation 
and accreditation.    Provides information at monthly departmental meetings to ensure staff is aware of changes and 
improvements needed at the facility.    May act as a community liaison by establishing recreational therapy internships 
or recreational therapy internship agreements with colleges, universities, or technical institutes and 
attending/conducting lectures concerning leisure time/therapeutic activities for disabled individuals to promote 
education of new professionals and the public regarding recreational therapy advances and techniques. Communicating 
with Persons outside the Organization:    Coordinates recreational therapy programs and activities with other disciplines 
to allow for continuity of services for clients.    Provides input and information to other therapists about the 
effectiveness of individuals adapting to recreational therapy programs to ensure the continuity of services provided.    
Recommends new programs to administrators and management at a facility when necessitated by the needs of the 
client. Documenting/Recording Information:    Completes recreational assessments within the facilities' established 
timeframes to create client goals, outcomes, and objectives.    Prepares, maintains, and monitors the status of 
documentation activities concerning recreation at the facility according to established policy and procedures to 
guarantee all documentation is up-to-date and is completed within the allotted time frames.    Documents all relevant 
records and reports related to services provided as an official record for the department.    Records the progress and 
reactions of individuals engaged in recreational therapeutic activities to evaluate their advancement toward meeting 
desired outcomes.    Completes recreational discharge summaries to give clients information on how they can continue 
recreational programs within their community. Performing General Physical Activities:    May be required to lift up to 40 
pounds, walk and stand for extended periods of time, and provide other physical activities as required to perform job 
tasks. Developing and Building Teams:    Conducts team building exercises and other group activities to promote positive 
interaction among staff. Getting Information:    Assesses the skill level, ability, and interests of individuals engaged in 
recreational activities to ensure client outcomes are met.    Gathers information from other inter-disciplinary 
components to obtain a comprehensive picture of services provided to clients.    Observes and assesses individuals 
engaged in recreational therapy and gathers information regarding their progress toward goals and objectives.    
Reviews client documentation to obtain important information regarding client needs and ability levels. Monitoring and 
Controlling Resources:    Creates yearly equipment request to ensure staff has appropriate resources and materials to 
complete their job responsibilities.    Requisitions supplies and equipment for recreation therapy to guarantee effective 
service delivery. Judging the Qualities of Things, Services, or People:    Evaluates the outcomes of therapeutic programs 
in relation to individual needs to determine if appropriate and beneficial services are provided to clients.    Reviews 
client input to determine the quality of services provided. Operating Vehicles, Mechanized Devices, or Equipment:    
Ensures staff complies with all motor vehicle regulations and state/facility guidelines to ensure client and personal 
safety.    Maintains and secures appropriate motor vehicle operating license and endorsement in a timely manner to 
provide transportation as needed.    Has knowledge of and practices wheelchair van procedures to ensure safety.    
Follows center and state regulations while driving state vehicles to ensure safety. Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and communicate with others to capture and maintain program information. Monitor Processes, Materials, or 
Surroundings:    Maintains care and storage of recreational equipment and supplies to ensure available resources are 
well maintained and in good condition.    Reports any equipment which needs repairing or any shortage of supplies to 
the supervisor to guarantee the appropriate number and types of equipment and supplies are readily accessible. 
Updating and Using Relevant Knowledge:    Creates learning environment for staff to provide new leisure resources and 
educational tools to enhance the recreation therapy department.    Attends state organization's required annual 
trainings to increase knowledge of policies and procedures. 
 
Competencies (KSA’s): 
Competencies:    Developing Direct Reports and Others    Conflict Management    Hiring and Staffing    Drive for Results    
Organizational Agility    Presentation Skills    Written Communications    Approachability    Motivating OthersKnowledge:    
Administration and Management    Clerical    Communications and Media    Computers and Electronics    Customer and 
Personal Service    Education and Training    Fine Arts    Law and Government    Personnel and Human Resources    
Psychology    Public Safety and Security    Therapy and Counseling    Transportation Skills:    Active Learning and Listening    
Critical Thinking and Problem Solving    Learning Strategies    Mathematics    Monitoring    Reading and Writing    
Communication    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Equipment 
Maintenance    Equipment Selection    Operation and Control    Management of Material Resources    Time Management    
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Independent Living Skills     Fine Motor Skills Abilities:    Processing and Expressing Information     Stamina    Basic 
Physical Fitness    Depth Perception    Far Vision    Glare Sensitivity    Hearing Sensitivity    Near Vision    Night Vision    
Peripheral Vision    Sound Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Computer    Fax    Copier    Proxy Cards    Audio Visual Equipment    Exercise Equipment    Motor Vehicles    Wheelchair 
Lift    Communication Equipment    Restraints    ADL (Activities Daily Living) Equipment 
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078222 - RECREATIONAL SERVICES COOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4503 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one or a 
combination of the following: park resources, recreation, or leisure services and experience equivalent to three years of 
professional work in the areas of parks, recreation, and/or leisure services, one of which must include developing 
recreation delivery systems; or supervising or managing park, recreation, or leisure programs.Substitution of Graduate 
Education for Experience: Additional graduate course work credit received from an accredited college or university in 
one or a combination of the following: park resources, recreation, or leisure services may substitute for the required 
experience on a year-for-year basis to a maximum of two years (e.g. 36 graduate quarter hours in one or a combination 
of the above listed fields may substitute for one year of the required experience, there being no substitution for the 
specialized experience).Substitution of Experience for Education: Any parks, recreation, or leisure services experience 
may substitute for the required education on a year for year basis to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for one year of 
the required education).OREducation and Experience: Graduation from an accredited college or university with a 
associate's degree in one or a combination of the following: park resources, recreation, or leisure services and 
experience equivalent to four years of professional work in the areas of parks, recreation, and/or leisure services, one of 
which must include developing recreation delivery systems; or supervising or managing park, recreation, or leisure 
programs.OREducation and Experience: Graduation from an accredited college or university with a bachelor's degree 
and experience equivalent to four years of professional work in the areas of parks, recreation, and/or leisure services, 
one of which must include developing recreation delivery systems; or supervising or managing park, recreation, or 
leisure programs. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100% for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs supervisory work of average difficulty in overseeing the regional 
specialists in the recreation and education services division; and performs related work as required.Distinguishing 
Features: The employee in this class is responsible for supervising the Recreational Services Specialists in developing 
parks and recreation delivery systems for public and private industries. This involves assessing recreational needs, 
administering grant-funded services, and training clients on parks and recreation issues. This class differs from that of 
Recreational Services Spec in that an incumbent of the latter is not responsible for supervision. This class differs from 
that of Recreational Services Asst Dir in that an incumbent of the latter serves as the assistant to the director over all 
division activities and sections. 
 
Work Activities: 
1. Supervises the recreation technical services subordinate staff: assists the director with interviewing and hiring for 
unfilled positions; defines job expectations for job plans; conducts employee performance evaluations; provides 
feedback to employees about job performance; develops and explains operating procedures and work assignments to 
staff; approves time sheets and expenditure requests.2. Prepares and maintains annual management plans for the 
technical services section: compares the section's areas of emphasis against the objectives of the division; describes 
strategies and timelines for achieving the goals in those areas; reviews staff reports and other records to document the 
section's activities, workloads, and progress; creates budget plans based on expense and revenue forecasts to ensure 
the section operates within it's appropriation funds; prepares and submits reports to the assistant director summarizing 
all active projects within technical services; revises plans based on management feedback.3. Coordinates activities for 
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special park or recreation projects statewide: outlines the goals, objectives, and available resources to project 
stakeholders; describes needed materials, equipment or personnel to justify expenditures; compares expenditures to 
budget allocation to ensure project can be funded; establishes various committees to achieve project objectives and to 
monitor that project goals are met; secures the location or site for the event and activities to take place; obtains 
necessary materials and speakers needed for the event or activities; lists a summary of project content and a schedule 
of all activities to provide event information to the stakeholders.4. Evaluates the effectiveness of services provided by 
the recreational education division: reviews the division's standard operating procedures which cover the processes 
carried out by each section; interprets state and federal laws pertaining to parks and recreation systems to ensure the 
division's methodologies are in agreement; reviews staff project reports to identify reasons for delay in the progress of 
projects; develops and revises surveys, questionnaires, and guidelines to identify areas of need; determines programs' 
strengths and weaknesses based on data collected from the project satisfaction surveys and other assessments; 
examines the outcomes of special projects (e.g., attendance, total cost of project).5. Trains and educates clients and 
employees on parks and recreation principles: drafts publications, makes exhibits or displays, and creates educational 
pamphlets and booklets to announce the latest standards and technologies for recreation programs and systems; 
explains changes in the requirements needed to meet new or revised codes; provides lectures to colleges and 
universities about job opportunities in specific areas of the field, special credentialing requirements, and available 
scholarship/internship programs; conducts training workshops and seminars to provide direction on how to develop, 
improve, and maintain recreation delivery systems; demonstrates aspects of site planning to environmental 
organizations; explains the application of land-use studies in predetermining the layout of urban areas.6. Develops 
recreational delivery systems for clients statewide in public and private agencies: conducts assessments to determine 
specific recreational needs; evaluates agency constraints through client interviews, archives, and other agency records; 
reviews scientific field research, data, and literature to devise an appropriate delivery system; advises clients about 
issues relating to leisure or recreation service delivery, staffing of personnel, land acquisitions for facility development, 
and public relations; estimates project construction costs; identifies funding resources in order to aid clients in financing 
a project; compares client's financial resources against project operation costs to determine admission charges and 
other means for maintaining project operations; writes proposals to document the legal, financial, design, and feasibility 
aspects of the project.7. Assists upper management in implementing the objectives of all grant programs within the 
recreational education division: evaluates grant applications to determine if applicants meet the minimum criteria to be 
awarded an endowment; confers with the division's grant services staff to identify changes in regulatory requirements; 
updates grant procedural manuals; plans mandatory workshops for the recreational education staff; supervises the 
administration of all grant-funded services; oversees the coordination of all pre-construction conferences to verify that 
projects are equipped to proceed; reviews onsite inspection reports to ensure construction remains on its preset 
schedule; compares post-completion results against contract specifications to confirm that all federal compliance codes 
are maintained; oversees the selling of property that was once a park or recreation site established with federal grant 
funds to address land management issues.8. May serve as an expert witness in court to provide testimony on technical 
issues related to an agency's recreation delivery system: answers inquiries from legal counsel; interprets state and 
federal guideline requirements for recreation system compliance; defines the extent to which non-compliance issues 
relate to particular outcomes (e.g. injuries, disability discriminations); identifies possible reasons for program or 
equipment failure; reports findings from previous on-site evaluations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078224 - RECREATIONAL SERVICES DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4505 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078221 - RECREATIONAL SERVICES SPEC 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4502 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in one or a 
combination of the following: park resources, recreation, or leisure services and experience equivalent to two years of 
professional work in the areas of parks, recreation, and/or leisure services.Substitution of Graduate Education for 
Experience: Additional graduate course work credit received from an accredited college or university in one or a 
combination of the following: park resources, recreation, or leisure services may substitute for the required experience 
on a year-for-year basis to a maximum of two years (e.g. 36 graduate quarter hours in one or a combination of the 
above listed fields may substitute for one year of the required experience).Substitution of Experience for Education: Any 
parks, recreation, or leisure services experience may substitute for the required education on a year for year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education).OREducation and Experience: Graduation from an 
accredited college or university with a associate's degree in one or a combination of the following: park resources, 
recreation, or leisure services and experience equivalent to three years of professional work in the areas of parks, 
recreation, and/or leisure services.OREducation and Experience: Graduation from an accredited college or university 
with a bachelor's degree and experience equivalent to three years of professional work in the area of parks, recreation, 
and/or leisure services. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs work of average difficulty in providing technical assistance to local 
governments and agencies regarding parks and recreation development; and performs related work as 
required.Distinguishing Features: This is the working-level class in the recreational education services division. 
Employees in this class are responsible for developing parks and recreational delivery systems for public and private 
industries. This assistance includes assessing recreational needs, administering grant-funded services, and training 
clients on park and recreation issues. This class differs from that of Recreational Services Coordinator in that an 
incumbent of the latter serves as the supervisor for employees in this class. 
 
Work Activities: 
1. Develops recreational delivery systems for clients in public and private agencies: conducts assessments to determine 
specific recreational needs; evaluates agency constraints through client interviews, archives, and other agency records; 
reviews scientific field research, data, and literature to devise an appropriate delivery system; advises clients about 
issues relating to leisure or recreation service delivery, staffing of personnel, land acquisitions for facility development, 
and public relations; estimates project construction costs; identifies funding resources in order to aid clients in financing 
a project; compares client's financial resources against project operation costs to determine admission charges and 
other means for maintaining project operations; writes proposals to document the legal, financial, design, and feasibility 
aspects of the project.2. Administers all grant-funded services issued by the recreational education division: reviews 
grant manuals for updates and changes; confers with the park and recreation grant services staff to identify any changes 
in the grant regulatory requirements; explains information associated with grant processes to prospective grant 
recipients to ensure they are aware of the criteria for eligibility; organizes pre-construction conferences to verify that 
projects are equipped to proceed; ensures construction remains on its preset schedule during on-site visits; compares 
post-completion results against contract specifications to ensure consistency; oversees the selling of property that was 
once a park or recreation site established with federal grant funds to address land management issues; completes 
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project forms to confirm that all grant-funded projects and their agencies are within the required regulations and 
associated guidelines.3. Conducts on-site evaluations for grant-funded recreation systems: examines all recreation 
equipment to ensure it meets required standards; inspects swimming pools to verify they meet regulatory 
requirements; measures ground covers to determine if the levels are appropriate; examines bathrooms to ensure all 
fixtures meet the American Disabilities Act regulations; observes all outdoor electrical wiring to ensure underground 
requirements are met; recommends corrective actions to clients that assure systems meet state and federal compliance 
codes.4. Trains and educates clients on parks and recreation principles: drafts publications, makes exhibits or displays, 
and creates educational pamphlets and booklets to announce the latest standards and technologies for recreation 
programs and systems; explains changes in the requirements needed to meet new or revised codes; provides lectures to 
colleges and universities about job opportunities in specific areas of the field, special credentialing requirements, and 
available scholarship/internship programs; conducts training workshops and seminars to provide direction on how to 
develop, improve, and maintain recreation delivery systems; demonstrates aspects of site planning to environmental 
organizations; explains the application of land-use studies in predetermining the layout of urban areas.5. Assists 
management in evaluating services provided by the recreational education division: distributes project satisfaction 
surveys to evaluate client's overall perceptions of a completed project's quality and effectiveness; documents any 
project related complaint made by clients during field visits; completes monthly project reports to explain any problems 
related to the progress of current projects.6. May serve as an expert witness in court to provide testimony on technical 
issues related to an agency's recreation delivery system: answers inquiries from legal counsel; interprets state and 
federal guideline requirements for recreation system compliance; defines the extent to which non-compliance issues 
relate to particular outcomes (e.g. injuries, disability discriminations); identifies possible reasons for program or 
equipment failure; reports findings from previous on-site evaluations. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062984 - REFORESTATION AIDE 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  9537 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and one year of full-time 
experience in nursery or farming operations. Substitution of Education for Experience: Coursework in agriculture, 
horticulture, natural resource management, or other related acceptable field from an accredited college or university 
may be substituted for the required experience on a year-to-year basis to a maximum of one year.  Substitution of 
Experience for Education: Experience in nursery, farming operations, or other related natural resource work can 
substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
 Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a valid vehicle operator’s license 
in some positions; Be at least eighteen (18) years old at date of application; Obtain Commercial Pesticide Applicator 
Certification for applicable categories within the first 12 months of hire.  Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, operates an efficient nursery in order to grow, harvest, and ship quality seedlings 
while maintaining a safe work environment of average difficulty; and performs related work as required. Distinguishing 
Features: This is the entry level classification in the Reforestation sub-series. The Reforestation Aide at the nursery is 
responsible for assisting in the daily operations under the direction of the Reforestation Technician. This class differs 
from the Reforestation Technician in that an employee of the latter is a supervisory class and performs work of higher 
complexity.  
 
Work Activities: 
 Completes nursey pest control activities, sowing and cultural practices needed to produce the nurseys seedling crop.  
Maintains weed control in all nursey seedbeds by applying herbicides, hand weeding, and hoeing to ensure that seedling 
growth is not negatively affected by the presence of weeds.  Assists with seedling irrigation activities as scheduled and 
directed based on weather conditions, soil moisture, and the stage of crop development.  Records irrigating seedlings, 
fertilizer and pesticide applications activity information.  Completes all seedling lifting, packaging, shipping and delivery. 
Maintains the nursery grounds by mowing and weed eating the grass.  Cleans and maintains the nursery office, chemical 
storage, fuel, shop/ tractor storage and packaging/seedling storage building.   Provides the Reforestation Technician 
with an accurate time of seedling lifting and inventory process. Reports field conditions that could impact seedling 
germination and growth (e.g., soil, moisture, temperature, pests, disease, insects, weather, etc.). Reports seeds and 
seedling storage facilities (e.g., temperature, relative humidity, proper functioning of equipment) to ensure viable 
seedlings. Oversees contract crews, vendors, and district personnel for maintenance and management needs.  Reports 
trial runs and times the process for producing branded seedling bundles. Assists in inventory of assigned state and 
federal field equipment including tag numbers. Assists in inventory of reforestation tools and chemicals and facilitates 
procurement. Assists in inventory of seedlings to determine availability.  Assists in the evaluation of facility quality and 
equipment maintenance to determine compliance to expected standards or actions needed. May assist with wildland 
fire needs as requested such as fire suppression, prevention, and support services.  Attends mandatory technical 
training (e.g., annual fire refresher course, defensive driving, safety, insect and disease, forest management, etc.) as 
required by the Division of Forestry. May attend annual training to be certified in specialty areas. 
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Process Management                     Customer Focus                 Integrity and Trust                       
Functional/Technical Competency                        Conflict Management                    Peer Relationships                         
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Learning on the Fly                       Organizing                         Timely Decision Making               Knowledge: Building and 
Construction                         Computers and Electronics                        Mathematics                      Mechanical                        
Production and Processing                        Transportation                    Customer and Personal Service                 Skills: Active 
Listening                Complex Problem Solving                        Coordination                      Equipment Maintenance                
Instructing                          Equipment Selection                      Operation and Control                   Operation Monitoring                    
Troubleshooting                 Time Management                         Abilities: Auditory Attention                        Deductive 
Reasoning                     Dynamic Strength                          Inductive Reasoning                      Oral Expression                 
Peripheral Vision               Speech Clarity                   Stamina                  Visualization                      Written Comprehension                
Extent Flexibility                                  
 
Tools and Equipment Used: 
 Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Calculator               
Smart Phone                       Safety Equipment/Tools                 Motor Vehicles                  Heavy Equipment              Pesticide 
Application Equipment              Survey Equipment  Maintenance Equipment  
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062985 - REFORESTATION TECHNICIAN 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  9539 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and three years of full-time 
experience in nursery or farming operations. Substitution of Education for Experience: Coursework in agriculture, 
horticulture, natural resource management, or other related acceptable field from an accredited college or university 
may be substituted for the required experience on year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a valid vehicle operator’s license 
in some positions Obtain Commercial Pesticide Applicator Certification for applicable categories within the first 12 
months of hire.  Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, operates an efficient nursery to grow, harvest, and ship quality seedlings while 
maintaining a safe work environment of average difficulty; performs supervisory work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the supervisory level class in the Reforestation sub-
series. An employee in this class is responsible for supervising employees in the Reforestation program. The 
Reforestation Technician at the nursery is responsible for planning, organizing and coordinating personnel and 
equipment resources to successfully implement the daily activities needed to produce, harvest, package and ship the 
nursery’s annual crop of millions of bare root tree and shrub seedlings. The Reforestation Technician directs the 
activities of assigned subordinates to accomplish desired program objectives at the nursery. This class differs from 
Reforestation Aide in that an employee of the latter is not a supervisory class and performs work of less complexity.  
 
Work Activities: 
 Supervises reforestation employees in nursery operations. Conducts performance evaluations. Provides the Forestry 
Management Administrator with an accurate time of seedling lifting and inventory processes. Monitors field conditions 
that could impact seedling germination and growth (e.g., soil, moisture, temperature, pests, disease, insects, weather, 
etc.). Monitors seeds and seedling storage facilities (e.g., temperature, relative humidity, proper functioning of 
equipment, etc.) to ensure viable seedlings. Coordinates with contract crews, vendors, and district personnel for 
maintenance and management needs.  Conducts trial runs and times the process for producing branded seedling 
bundles. Estimates the package cost for bundles and develops shipping cost analysis by contract shipping services.  
Maintains inventory of assigned state and federal field equipment including tag numbers. Maintains inventory of 
reforestation tools and chemicals and facilitates procurement.  Evaluates the quality of facility and equipment 
maintenance to determine compliance to expected standards or actions needed. Assesses quality and quantity of 
seedling to determine availability. Coordinates the delivery of seedlings with appropriate delivery methods.  Confirms 
Seedling Shipping Manifest corresponds with seedlings delivered. Provides the Forestry Management Administrator a 
fiscal year report of anticipated supply needs, list of equipment due for replacement and other cost estimates. May 
assist with wildland fire needs as requested such as fire suppression, prevention, and support services.  Attends 
mandatory technical training (e.g., annual fire refresher course, defensive driving, safety, insect and disease, forest 
management, etc.) as required by the Division of Forestry. May attend annual training to be certified in specialty areas. 
 
Competencies (KSA’s): 
Competencies: Action Oriented                 Process Management                     Building Effective Teams              Caring About 
Direct Reports                     Command Skills                Conflict Management                    Confronting Direct Reports                       
Learning on the Fly                       Organizing                         Knowledge: Administration and Management              Biology                  
Building and Construction                         Computers and Electronics                        Customer and Personal Service                 
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Mathematics                      Mechanical                        Production and Processing                        Transportation                   
Skills: Active Listening                Complex Problem Solving                        Coordination                      Equipment Maintenance                
Instructing                          Management of Material Resources                      Monitoring                         Quality Control 
Analysis               Troubleshooting                 Time Management                         Abilities: Auditory Attention                        
Deductive Reasoning                     Dynamic Strength                          Inductive Reasoning                      Oral Expression                 
Peripheral Vision               Speech Clarity                   Stamina                  Visualization                      Written Comprehension                                            
 
Tools and Equipment Used: 
 Computer               Telephone               Fax Machine                      Printer/Copier/Scanner                   Calculator               
Smart Phone                       Safety Equipment/Tools                 Motor Vehicles                  Heavy Equipment              Pesticide 
Application Equipment              Survey Equipment  Maintenance Equipment  
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073141 - REG BOARD ACCOUNTING DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2444 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002661 - REG BOARD ADMIN ASST 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2619 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to three years of full-time work in one or a combination of the following: management, administrative support to 
management, or clerical experience. Substitution of College Education for Experience: Course work credit received from 
an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of three years (e.g., 45 quarter hours may substitute for one year of the required experience). OR Experience 
equivalent to one year as a Licensing Technician with the State of Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for regulatory boards administrative work of routine difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class handles administrative activities 
for a board or boards necessary for the execution of statutes and mandates. This class differs from Regulatory Board 
Admin Asst 2 in that an incumbent of the latter performs duties of greater scope and complexity and may supervise a 
small staff. This class differs from Licensing Technician in that an incumbent of the latter provides the clerical support 
needed to determine eligibility for licenses, permits, or certifications covered by standard procedures. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Makes a recommendation to accept or reject the 
application in accordance with pertinent laws, rules, and regulations, and forwards recommendation to supervisor for 
approval.    Reviews licensure/application, permits, and certifications for status, completeness, accuracy, and eligibility 
requirements based on policy, procedures and law.    Evaluates licensing certificates, registration, or other statements of 
authority for completeness, accuracy, and eligibility requirements.    Ensures mandates and pronouncements are 
implemented as assigned.    May make determinations on requests for reciprocity and renewal, per policy, procedures 
and law. Processing Information:    Matches payments made to cashier’s office with appropriate licensee’s record.    May 
process expenditure reports. Interacting With Computers:    Enters and/or revises data from multiple sources into data 
base.    May post or make adjustments to payments on licensee’s record in computer. Documenting/Recording 
Information:    Maintains and processes license payment records and accounts for fees to include refunds and returned 
checks.    Maintains license payment records.    Coordinates the collection and preparation of reports.    May prepare 
reports for submission to the board.    May prepare leave and attendance requests and timesheets. Communicating with 
Persons Outside Organization:    Responds to applicant inquiries about licenses.    Provides information to other states or 
professional organizations surveying for information such as number of licensees or the cost of a license.    Supplies 
requested information, records, or reports.    May handle complaints and explain policies, procedures, and laws to 
applicants, members of the public, board and commission members, operating departments, and other entities.    May 
notify applicants of passing or failing examination scores. Getting Information:    Examines the status of the case from 
established computer databases. Scheduling Work and Activities:    Schedules requisite competency examinations.    
Notifies applicant of date, time, and place of examination or interviews.    Prepares the meeting facility.    May 
coordinate meetings for pertinent boards and commissions. Communicating with Supervisors, Peers, or Subordinates:    
Discusses critical deviations from standard policies and procedures with a supervisor.    Relates findings to appropriate 
personnel (e.g., supervisor, director, or attorney) of the status of the case.    Collects expenditure reports.    Discusses 
issues concerning the preparation of reports with supervisor.    May instruct peers and subordinates on the performance 
job duties.    May ensure that administrative staff collects and prepares leave requests and timesheets, weekly reports, 
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and inspection sheets.    May collect reports from inspectors, investigators, and auditors. Monitor Processes, Materials, 
or Surroundings:    May monitor or review the status of case investigations of individuals practicing pertinent 
occupations and professions.    May monitor applicants during the examination. Making Decisions and Solving Problems:    
May issue licenses, certificates, registration, or other statements of authority to practice in an occupation or profession. 
Monitoring and Controlling Resources:    May order equipment and supplies. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Time Management    Listening    Written Communications    Customer Focus    
Dealing with Ambiguity    Functional/Technical Competencies    Informing    Technical Learning                              Action 
OrientedKnowledge:     Knowledge of Customer Service Principles    Knowledge of Administrative and Clerical Procedures    
Knowledge of Grammar and Spelling    Knowledge of Basic Mathematics Skills:      Reading Comprehension Skills    Basic 
Computer Skills    Problem Solving Skills    Writing Skills Abilities:     Oral Expression Ability    Oral Comprehension Ability    
Ability to Comprehend New Information    Ability to Instruct    Multi-Tasking Ability    Deductive Reasoning Ability    
Ability to Work in a Team Environment    Social Perceptiveness Ability 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    Phones 
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002661 - REG BOARD ADMIN ASST 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2620 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to three years of full-time work in one or a combination of the following: management, administrative support to 
management, or clerical experience. Substitution of College Education for Experience: Course work credit received from 
an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of three years (e.g., 45 quarter hours may substitute for one year of the required experience). OR Experience 
equivalent to one year as a Licensing Technician with the State of Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for regulatory boards administrative work of routine difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class handles administrative activities 
for a board or boards necessary for the execution of statutes and mandates. This class differs from Regulatory Board 
Admin Asst 2 in that an incumbent of the latter performs duties of greater scope and complexity and may supervise a 
small staff. This class differs from Licensing Technician in that an incumbent of the latter provides the clerical support 
needed to determine eligibility for licenses, permits, or certifications covered by standard procedures. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Makes a recommendation to accept or reject the 
application in accordance with pertinent laws, rules, and regulations, and forwards recommendation to supervisor for 
approval.    Reviews licensure/application, permits, and certifications for status, completeness, accuracy, and eligibility 
requirements based on policy, procedures and law.    Evaluates licensing certificates, registration, or other statements of 
authority for completeness, accuracy, and eligibility requirements.    Ensures mandates and pronouncements are 
implemented as assigned.    May make determinations on requests for reciprocity and renewal, per policy, procedures 
and law. Processing Information:    Matches payments made to cashier’s office with appropriate licensee’s record.    May 
process expenditure reports. Interacting With Computers:    Enters and/or revises data from multiple sources into data 
base.    May post or make adjustments to payments on licensee’s record in computer. Documenting/Recording 
Information:    Maintains and processes license payment records and accounts for fees to include refunds and returned 
checks.    Maintains license payment records.    Coordinates the collection and preparation of reports.    May prepare 
reports for submission to the board.    May prepare leave and attendance requests and timesheets. Communicating with 
Persons Outside Organization:    Responds to applicant inquiries about licenses.    Provides information to other states or 
professional organizations surveying for information such as number of licensees or the cost of a license.    Supplies 
requested information, records, or reports.    May handle complaints and explain policies, procedures, and laws to 
applicants, members of the public, board and commission members, operating departments, and other entities.    May 
notify applicants of passing or failing examination scores. Getting Information:    Examines the status of the case from 
established computer databases. Scheduling Work and Activities:    Schedules requisite competency examinations.    
Notifies applicant of date, time, and place of examination or interviews.    Prepares the meeting facility.    May 
coordinate meetings for pertinent boards and commissions. Communicating with Supervisors, Peers, or Subordinates:    
Discusses critical deviations from standard policies and procedures with a supervisor.    Relates findings to appropriate 
personnel (e.g., supervisor, director, or attorney) of the status of the case.    Collects expenditure reports.    Discusses 
issues concerning the preparation of reports with supervisor.    May instruct peers and subordinates on the performance 
job duties.    May ensure that administrative staff collects and prepares leave requests and timesheets, weekly reports, 



 TN Job Classification Specifications  
September 22, 2020 

and inspection sheets.    May collect reports from inspectors, investigators, and auditors. Monitor Processes, Materials, 
or Surroundings:    May monitor or review the status of case investigations of individuals practicing pertinent 
occupations and professions.    May monitor applicants during the examination. Making Decisions and Solving Problems:    
May issue licenses, certificates, registration, or other statements of authority to practice in an occupation or profession. 
Monitoring and Controlling Resources:    May order equipment and supplies. 
 
Competencies (KSA’s): 
Competencies:     Integrity and Trust    Time Management    Listening    Written Communications    Customer Focus    
Dealing with Ambiguity    Functional/Technical Competencies    Informing    Technical Learning                              Action 
OrientedKnowledge:     Knowledge of Customer Service Principles    Knowledge of Administrative and Clerical Procedures    
Knowledge of Grammar and Spelling    Knowledge of Basic Mathematics Skills:      Reading Comprehension Skills    Basic 
Computer Skills    Problem Solving Skills    Writing Skills Abilities:     Oral Expression Ability    Oral Comprehension Ability    
Ability to Comprehend New Information    Ability to Instruct    Multi-Tasking Ability    Deductive Reasoning Ability    
Ability to Work in a Team Environment    Social Perceptiveness Ability 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    Phones 
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002662 - REG BOARD ADMIN ASST 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2621 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to four years of full-time work in one or a combination of the following: management, administrative support to 
management, or clerical experience. Substitution of College Education for Experience:  Course work credit received from 
an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of four years (e.g., 45 quarter hours may substitute for one year of the required experience. ORExperience 
equivalent to one year as a Regulatory Board Admin Asst 1 with the State of Tennessee. " 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for regulatory boards administrative work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class handles moderately complex 
activities for a regulatory board necessary for the execution of statutes and mandates and may supervise staff.  This 
class differs from Regulatory Board Admin Asst 1 in that an incumbent of the latter handles less complex administrative 
activities and does not function as a supervisor.  This class differs from Regulatory Board Admin Asst 3 in that an 
incumbent of the latter supervises a larger staff.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Reviews licensure/application, permits, and 
certifications for status, completeness, accuracy, and eligibility requirements based on policy, procedures and law.    
Makes a recommendation to accept or reject the application in accordance with pertinent laws, rules, and regulations, 
and forwards recommendation to supervisor for approval.    Makes determinations on requests for reciprocity and 
renewal, per policy, procedures and law.    Evaluates licensing certificates, registration, or other statements of authority 
for completeness, accuracy, and eligibility requirements.    Ensure that licenses and reports are completed accurately.    
Ensures mandates and pronouncements are implemented as assigned.Making Decisions and Solving Problems:    Issues 
licenses, certificates, registration, or other statements of authority to practice in an occupation or profession.Processing 
Information:    Matches payments made to cashier’s office with appropriate licensee’s record.    May process 
expenditure reports.Interacting With Computers:    Enters and/or revises data from multiple sources into data base.    
May post or make adjustments to payments on licensee’s record in computer.Documenting/Recording Information:    
Maintains and processes license payment records and accounts for fees to include refunds and returned checks.    
Prepares reports for submission to the board.    Maintains license payment records.    Coordinates the collection and 
preparation of reports.    May prepare leave and attendance requests and timesheets.Communicating with Persons 
Outside Organization:    Handles complaints and explains policies, procedures, and laws to applicants, members of the 
public, board and commission members, operating departments, and other entities.    Responds to applicant inquiries 
about licenses.    Supplies requested information, records, or reports.    Provides information to other states or 
professional organizations surveying for information such as number of licensees or the cost of a license.    May notify 
applicants of passing or failing examination scores.    May ensure that applicants are notified of passage or 
failure.Getting Information:    Examines the status of the case from established computer databases.Scheduling Work 
and Activities:    Coordinates meetings for pertinent board or commissions.    Supervises or coordinates the scheduling of 
requisite competency examinations.    Ensures that the testing dates, time, and place are set for test administrators.    
Ensures the notification of the date, time, and place of the applicant’s examination or interviews.    Notifies applicant of 
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date, time, and place of examination or interviews.    Prepares the meeting facility.    May ensure that applicants are 
monitored during examinations, and that applicants are notified of passage or failure.Communicating with Supervisors, 
Peers, or Subordinates:    Relates findings to appropriate personnel (e.g., supervisor, director, or attorney) of the status 
of the case.    Discusses critical deviations from standard policies and procedures with a supervisor.    Discusses issues 
concerning the preparation of reports with supervisor.    Collects expenditure reports.    May instruct peers and 
subordinates on the performance job duties.    May ensure that administrative staff collects and prepares leave requests 
and timesheets, weekly reports, and inspection sheets.    May collect reports from inspectors, investigators, and 
auditors.Staffing Organizational Units:    May conduct performance evaluations for staff.Coordinating the Work and 
Activities of Others:    May supervise staff.Monitor Processes, Materials, or Surroundings:    May monitor or review the 
status of case investigations of individuals practicing pertinent occupations and professions.    May monitor applicants 
during the examination.Monitoring and Controlling Resources:    May order equipment and supplies. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    
Informing    Priority Setting    Technical Learning    Time Management    Comfort Around Higher Management    Written 
CommunicationsKnowledge:      Knowledge of Customer Service Principles    Knowledge of Administrative and Clerical 
Procedures    Knowledge of Grammar and Spelling    Knowledge of Basic MathematicsSkills:     Reading Comprehension 
Skill    Problem Solving Skills    Basic Computer Skills    Writing SkillsAbilities:    Ability to Work in a Team Environment    
Ability to Comprehend New Information    Multi-Tasking Ability    Oral Comprehension Ability    Deductive Reasoning 
Ability    Ability to Instruct    Ability to Manage Personnel Resources    Oral Expression Ability    Social Perceptiveness 
Ability 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    Phones 
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002662 - REG BOARD ADMIN ASST 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2622 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to four years of full-time work in one or a combination of the following: management, administrative support to 
management, or clerical experience. Substitution of College Education for Experience:  Course work credit received from 
an accredited college or university may substitute for the required experience on a month-for-month basis to a 
maximum of four years (e.g., 45 quarter hours may substitute for one year of the required experience. ORExperience 
equivalent to one year as a Regulatory Board Admin Asst 1 with the State of Tennessee. " 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for regulatory boards administrative work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class handles moderately complex 
activities for a regulatory board necessary for the execution of statutes and mandates and may supervise staff.  This 
class differs from Regulatory Board Admin Asst 1 in that an incumbent of the latter handles less complex administrative 
activities and does not function as a supervisor.  This class differs from Regulatory Board Admin Asst 3 in that an 
incumbent of the latter supervises a larger staff.  
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Reviews licensure/application, permits, and 
certifications for status, completeness, accuracy, and eligibility requirements based on policy, procedures and law.    
Makes a recommendation to accept or reject the application in accordance with pertinent laws, rules, and regulations, 
and forwards recommendation to supervisor for approval.    Makes determinations on requests for reciprocity and 
renewal, per policy, procedures and law.    Evaluates licensing certificates, registration, or other statements of authority 
for completeness, accuracy, and eligibility requirements.    Ensure that licenses and reports are completed accurately.    
Ensures mandates and pronouncements are implemented as assigned.Making Decisions and Solving Problems:    Issues 
licenses, certificates, registration, or other statements of authority to practice in an occupation or profession.Processing 
Information:    Matches payments made to cashier’s office with appropriate licensee’s record.    May process 
expenditure reports.Interacting With Computers:    Enters and/or revises data from multiple sources into data base.    
May post or make adjustments to payments on licensee’s record in computer.Documenting/Recording Information:    
Maintains and processes license payment records and accounts for fees to include refunds and returned checks.    
Prepares reports for submission to the board.    Maintains license payment records.    Coordinates the collection and 
preparation of reports.    May prepare leave and attendance requests and timesheets.Communicating with Persons 
Outside Organization:    Handles complaints and explains policies, procedures, and laws to applicants, members of the 
public, board and commission members, operating departments, and other entities.    Responds to applicant inquiries 
about licenses.    Supplies requested information, records, or reports.    Provides information to other states or 
professional organizations surveying for information such as number of licensees or the cost of a license.    May notify 
applicants of passing or failing examination scores.    May ensure that applicants are notified of passage or 
failure.Getting Information:    Examines the status of the case from established computer databases.Scheduling Work 
and Activities:    Coordinates meetings for pertinent board or commissions.    Supervises or coordinates the scheduling of 
requisite competency examinations.    Ensures that the testing dates, time, and place are set for test administrators.    
Ensures the notification of the date, time, and place of the applicant’s examination or interviews.    Notifies applicant of 
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date, time, and place of examination or interviews.    Prepares the meeting facility.    May ensure that applicants are 
monitored during examinations, and that applicants are notified of passage or failure.Communicating with Supervisors, 
Peers, or Subordinates:    Relates findings to appropriate personnel (e.g., supervisor, director, or attorney) of the status 
of the case.    Discusses critical deviations from standard policies and procedures with a supervisor.    Discusses issues 
concerning the preparation of reports with supervisor.    Collects expenditure reports.    May instruct peers and 
subordinates on the performance job duties.    May ensure that administrative staff collects and prepares leave requests 
and timesheets, weekly reports, and inspection sheets.    May collect reports from inspectors, investigators, and 
auditors.Staffing Organizational Units:    May conduct performance evaluations for staff.Coordinating the Work and 
Activities of Others:    May supervise staff.Monitor Processes, Materials, or Surroundings:    May monitor or review the 
status of case investigations of individuals practicing pertinent occupations and professions.    May monitor applicants 
during the examination.Monitoring and Controlling Resources:    May order equipment and supplies. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    
Informing    Priority Setting    Technical Learning    Time Management    Comfort Around Higher Management    Written 
CommunicationsKnowledge:      Knowledge of Customer Service Principles    Knowledge of Administrative and Clerical 
Procedures    Knowledge of Grammar and Spelling    Knowledge of Basic MathematicsSkills:     Reading Comprehension 
Skill    Problem Solving Skills    Basic Computer Skills    Writing SkillsAbilities:    Ability to Work in a Team Environment    
Ability to Comprehend New Information    Multi-Tasking Ability    Oral Comprehension Ability    Deductive Reasoning 
Ability    Ability to Instruct    Ability to Manage Personnel Resources    Oral Expression Ability    Social Perceptiveness 
Ability 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    Phones 
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002664 - REG BOARD ADMIN ASST 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2630 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to four years of full-time work in one or a combination of the following: 
management, administrative support to management, or clerical experience. Substitution of Experience for Education:  
Qualifying management, administrative support to management, or clerical experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in the above listed fields 
may substitute for one year of the required education).Substitution of College Education for Experience:  Additional 
course work credit received from an accredited college or university may substitute for the required experience on a 
month-for-month basis to a maximum of two years (e.g., an additional 45 quarter hours may substitute for one year of 
the required experience).ORExperience equivalent to one year as a Reg Board Admin Asst 2 with the State of 
Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional regulatory boards administrative work of 
average difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class supervises a large clerical staff, and has the authority to issue licenses, certificates, 
registrations, or other statements of authority to enable individuals to practice in an occupation or profession for a large 
board or commission. Licensure issues that involve critical deviations of procedure are reviewed with the supervisor. 
This class differs from Reg Board Admin Asst 2 in that an incumbent of the latter supervises a smaller staff or handles 
moderately complex administrative activities for a large board. This class differs from Reg Board Admin Manager in that 
an incumbent of the latter serves as a full assistant director of a large board. 
 
Work Activities: 
Staffing Organizational Units: Conducts performance evaluations for staff. Makes recommendations on employment, 
retention, promotion, demotion, disciplinary action, and other human resources actions. Recommends for employment 
the most qualified applicant from available applicant pool. Interviews applicants and explains job 
responsibilities.Coordinating the Work and Activities of Others: Supervises the licensure process or payment processing. 
Supervises staff. May manage staff.Evaluating Information to Determine Compliance with Standards: Reviews 
licensure/application, permits, and certifications for status, completeness, accuracy, and eligibility requirements based 
on policy, procedures and law. Evaluates licensing certificates, registration, or other statements of authority for 
completeness, accuracy, and eligibility requirements. Implements mandates and pronouncements. Ensures that licenses 
and reports are completed accurately. May make recommendations for suspension, revocation, or other actions on 
authority to practice, based on a review of documentation submitted.Making Decisions and Solving Problems: Issues 
licenses, certificates, registration, or other statements of authority to practice in an occupation or profession.Getting 
Information: Examines the status of the case from established computer databases. May assist in investigation of 
individuals practicing pertinent occupations and professions.Processing Information: Matches payments made to 
cashier's office with appropriate licensee's record. May process expenditure reports.Interacting with Computers: Enters 
and/or revises data from multiple sources into data base. May post or make adjustments to payments on licensee's 
record in computer.Communicating with Persons Outside Organization: Handles complaints and explains policies, 
procedures, and laws to applicants, members of the public, board and commission members, operating departments, 
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and other entities. Responds to applicant inquiries about licenses. Supplies requested information, records, or reports. 
Provides information to other states or professional organizations surveying for information such as number of licensees 
or the cost of a license. May notify applicants of passing or failing examination scores. May ensure that applicants are 
notified of passage or failure.Documenting/Recording Information: Maintains and processes license payment records 
and accounts for fees to include refunds and returned checks. Prepares reports for submission to the board. Documents 
subordinates' activities through review of their recorded paperwork (e.g., time sheets, weekly travel reports, inspection 
sheets). Coordinates the collection and preparation of reports. May prepare leave and attendance requests and 
timesheets.Monitor Processes, Materials, or Surroundings: Reviews operating reports such as leave requests and 
timesheets, weekly reports, and inspection sheets. May monitor or review the status of case investigations of individuals 
practicing pertinent occupations and professions. May supervise the monitoring of applicants during the 
examination.Scheduling Work and Activities: Coordinates meetings for pertinent board or commissions. Ensures that the 
testing dates, time, and place are set for test administrators. Supervises or coordinates the scheduling of requisite 
competency examinations. Prepares the meeting facility. May ensure that applicants are monitored during 
examinations. May notify applicants of testing date, time, and place of examination or interview.Communicating with 
Supervisors, Peers, or Subordinates: Instructs subordinates on the performance of job duties. Discusses critical 
deviations from standard policies and procedures with a supervisor. Relates findings to appropriate personnel (e.g., 
supervisor, director, or attorney) of the status of the case. Discusses issues concerning the preparation of reports with 
supervisor. Collects expenditure reports. May confer with the director of the investigative section on the status of the 
case. May ensure that administrative staff collects and prepares leave requests and timesheets, weekly reports, and 
inspection sheets. May collect reports from inspectors, investigators, and auditors. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Informing Process Management Business Acumen Problem Solving Priority Setting 
Managing Diversity Customer Focus             Motivating Others Written CommunicationsKnowledge:  Knowledge of 
Customer Service Principles Knowledge of Administrative and Management Principles Knowledge of Basic Mathematics 
Knowledge of Grammar and Spelling Knowledge of Clerical ProceduresSkills:   Reading Comprehension Skill Critical 
Thinking Skills Complex Problem Solving Skills Basic Computer Skills Judgment and Decision Making Skills Conflict 
Resolution Skills Writing SkillsAbilities:  Ability to Comprehend New Information Ability to Work in a Team Environment 
Ability to Instruct Multi-Tasking Ability Deductive Reasoning Ability Ability to Manage Personnel Resources Oral 
Expression Ability Oral Comprehension Ability Social Perceptiveness Ability 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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002664 - REG BOARD ADMIN ASST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2631 
 
Minimum Qualifications: 
"Education and Experience:  Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to four years of full-time work in one or a combination of the following: 
management, administrative support to management, or clerical experience. Substitution of Experience for Education:  
Qualifying management, administrative support to management, or clerical experience may substitute for the required 
education to a maximum of two years (e.g., experience equivalent to one year of full-time work in the above listed fields 
may substitute for one year of the required education).Substitution of College Education for Experience:  Additional 
course work credit received from an accredited college or university may substitute for the required experience on a 
month-for-month basis to a maximum of two years (e.g., an additional 45 quarter hours may substitute for one year of 
the required experience).ORExperience equivalent to one year as a Reg Board Admin Asst 2 with the State of 
Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional regulatory boards administrative work of 
average difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class supervises a large clerical staff, and has the authority to issue licenses, certificates, 
registrations, or other statements of authority to enable individuals to practice in an occupation or profession for a large 
board or commission. Licensure issues that involve critical deviations of procedure are reviewed with the supervisor. 
This class differs from Reg Board Admin Asst 2 in that an incumbent of the latter supervises a smaller staff or handles 
moderately complex administrative activities for a large board. This class differs from Reg Board Admin Manager in that 
an incumbent of the latter serves as a full assistant director of a large board. 
 
Work Activities: 
Staffing Organizational Units: Conducts performance evaluations for staff. Makes recommendations on employment, 
retention, promotion, demotion, disciplinary action, and other human resources actions. Recommends for employment 
the most qualified applicant from available applicant pool. Interviews applicants and explains job 
responsibilities.Coordinating the Work and Activities of Others: Supervises the licensure process or payment processing. 
Supervises staff. May manage staff.Evaluating Information to Determine Compliance with Standards: Reviews 
licensure/application, permits, and certifications for status, completeness, accuracy, and eligibility requirements based 
on policy, procedures and law. Evaluates licensing certificates, registration, or other statements of authority for 
completeness, accuracy, and eligibility requirements. Implements mandates and pronouncements. Ensures that licenses 
and reports are completed accurately. May make recommendations for suspension, revocation, or other actions on 
authority to practice, based on a review of documentation submitted.Making Decisions and Solving Problems: Issues 
licenses, certificates, registration, or other statements of authority to practice in an occupation or profession.Getting 
Information: Examines the status of the case from established computer databases. May assist in investigation of 
individuals practicing pertinent occupations and professions.Processing Information: Matches payments made to 
cashier's office with appropriate licensee's record. May process expenditure reports.Interacting with Computers: Enters 
and/or revises data from multiple sources into data base. May post or make adjustments to payments on licensee's 
record in computer.Communicating with Persons Outside Organization: Handles complaints and explains policies, 
procedures, and laws to applicants, members of the public, board and commission members, operating departments, 
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and other entities. Responds to applicant inquiries about licenses. Supplies requested information, records, or reports. 
Provides information to other states or professional organizations surveying for information such as number of licensees 
or the cost of a license. May notify applicants of passing or failing examination scores. May ensure that applicants are 
notified of passage or failure.Documenting/Recording Information: Maintains and processes license payment records 
and accounts for fees to include refunds and returned checks. Prepares reports for submission to the board. Documents 
subordinates' activities through review of their recorded paperwork (e.g., time sheets, weekly travel reports, inspection 
sheets). Coordinates the collection and preparation of reports. May prepare leave and attendance requests and 
timesheets.Monitor Processes, Materials, or Surroundings: Reviews operating reports such as leave requests and 
timesheets, weekly reports, and inspection sheets. May monitor or review the status of case investigations of individuals 
practicing pertinent occupations and professions. May supervise the monitoring of applicants during the 
examination.Scheduling Work and Activities: Coordinates meetings for pertinent board or commissions. Ensures that the 
testing dates, time, and place are set for test administrators. Supervises or coordinates the scheduling of requisite 
competency examinations. Prepares the meeting facility. May ensure that applicants are monitored during 
examinations. May notify applicants of testing date, time, and place of examination or interview.Communicating with 
Supervisors, Peers, or Subordinates: Instructs subordinates on the performance of job duties. Discusses critical 
deviations from standard policies and procedures with a supervisor. Relates findings to appropriate personnel (e.g., 
supervisor, director, or attorney) of the status of the case. Discusses issues concerning the preparation of reports with 
supervisor. Collects expenditure reports. May confer with the director of the investigative section on the status of the 
case. May ensure that administrative staff collects and prepares leave requests and timesheets, weekly reports, and 
inspection sheets. May collect reports from inspectors, investigators, and auditors. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Informing Process Management Business Acumen Problem Solving Priority Setting 
Managing Diversity Customer Focus             Motivating Others Written CommunicationsKnowledge:  Knowledge of 
Customer Service Principles Knowledge of Administrative and Management Principles Knowledge of Basic Mathematics 
Knowledge of Grammar and Spelling Knowledge of Clerical ProceduresSkills:   Reading Comprehension Skill Critical 
Thinking Skills Complex Problem Solving Skills Basic Computer Skills Judgment and Decision Making Skills Conflict 
Resolution Skills Writing SkillsAbilities:  Ability to Comprehend New Information Ability to Work in a Team Environment 
Ability to Instruct Multi-Tasking Ability Deductive Reasoning Ability Ability to Manage Personnel Resources Oral 
Expression Ability Oral Comprehension Ability Social Perceptiveness Ability 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073127 - REG BOARD ADMIN DIRECTOR 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2422 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time work in one or a combination of the following: supervisory experience over staff 
who determine licensure eligibility for regulatory boards, managerial experience over staff, or administrative experience 
directing a program. Substitution of Experience for Education: Qualifying supervisory experience over staff who 
determine licensure eligibility for regulatory boards, managerial experience over staff, or administrative experience 
directing a program may be substituted for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in the above listed fields may substitute for one year of the required education). 
Substitution of Education for Experience: Additional graduate coursework may be substituted for the required 
experience, on a month-for-month basis to a maximum of two years.ORThree years of experience as an Admin Services 
Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional regulatory boards administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
directs a small staff in support of a moderate-sized board or two or more small boards or commissions. This class differs 
from that of Regulatory Board Admin Manager in that an incumbent of the latter serves as a full assistant director of a 
large board. This class differs from Regulatory Board Admin Dir 2 in that an incumbent of the latter directs the daily 
administrative operations of a large board or commission. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including setting 
performance standards and monitoring performance.     Leads assigned subordinates in handling complaints, settling 
disputes, and resolving grievances and conflicts with others.    Leads assigned subordinates in performing day-to-day 
administrative tasks such as maintaining information files and processing paperwork.    Leads assigned subordinates in 
monitoring and reviewing information from materials, events, and the environment to detect and assess problems.    
Leads assigned subordinates in getting members of a group to work together to accomplish tasks.    Leverages 
developmental opportunities and motivational factors to improve team development and the performance of assigned 
subordinates.Processing Information:    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Prepares, processes, and corrects documents for 
internal and external customers relating to retirement, reinstatements, continuing education, initial applications, and 
renewals.    Prepares and processes a variety of reports for internal review.    Creates disciplinary letters for licensees 
based on information received from other agencies to document the disciplinary process and inform the licensee of the 
outcome of the disciplinary action.    Prepares and processes a variety of board reports to be presented at board 
meetings.    Matches payments made to cashier’s office with appropriate licensee’s record.Communicating with Persons 
Outside Organization:    Handles complaints and explains policies, procedures, and laws to applicants, members of the 
public, board and commission members, operating departments, and other entities.    Supplies requested information, 
records, or reports.    Responds to applicant inquiries about licenses.    Ensure that applicants are notified of passage or 
failure as required.    Provides information to other states or professional organizations surveying for information such 
as number of licensees or cost of a license.    Communicates with outside callers and senders to ensure questions are 
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directed to the appropriate individuals.Monitor Processes, Materials, or Surroundings:    Monitors supervisory personnel 
to ensure performance documents are completed timely and accurately.    Reviews the work of assigned subordinates to 
provide assistance and guidance on proper order and completion.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors the costs and expenditures related to contracts and travel claims 
to ensure compliance with budgetary constraints.    Monitors time and labor during each pay period to identify 
timekeeping issues and exceptions.    Monitors vacancy reports to identify unfilled positions and inform 
reporting.Resolving Conflicts and Negotiating with Others:    Serves as mediator for complex issues related to applicant 
problems with administrative staff and the general public.    Investigates conflicts between partners and agency 
employees according to departmental and state rules, regulations, guidelines, processes and procedures to develop an 
action plan for conflict resolutions.    Resolves interpersonal conflicts between assigned subordinates to ensure a 
respectful and productive work environment.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.Judging the Qualities of Things, Services, or People:    
Assesses the performance of assigned subordinates to perform the performance evaluation process.    Assesses the 
quality of the work of assigned subordinates to inform advice and guidance related to performance management and 
development.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed.    Assesses employee disciplinary and performance evaluation documentation to inform recommendations 
to management.Getting Information:    Makes regular contact with the general public, persons in other departments or 
divisions, or outside organizations and representatives for the purpose of furnishing or obtaining information.    Collects 
applicant information, documentation and assessment results for determining qualifications in compliance with rules, 
regulations, and policies for Health Related Boards.    Researches policies, procedures, guidelines, rules, regulations, and 
laws related to Health Related Boards processes using physical and electronic sources to inform conflict resolution, 
problem solving, and decision making.    Attends management meetings and conferences to gather information on new 
policies, procedures, best practices, and other changes.Communicating with Supervisors, Peers, or Subordinates:    
Confer with the director of the investigative section on the status of a case as required.    Providing information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    Maintains open dialogue 
with internal business partners to ensure effective and efficient communications.    Relates findings to appropriate 
personnel of the status of a case.Performing Administrative Activities:    Performs a variety of working level professional 
administrative duties related to internal and external customer service relations, performance evaluations, and data 
entry.    Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.    
Responds to e-mails, phone calls, and other correspondence as required.Evaluating Information to Determine 
Compliance with Standards:    Reviews and evaluates licensure/application, permits, and certifications for status, 
completeness, accuracy, and eligibility requirements based on policy, procedures and law.    Ensures that licenses and 
reports are completed accurately.    Take recommendations for suspension, revocation, or other actions on authority to 
practice, based on a review of documentation submitted as required.Interpreting the Meaning of Information for 
Others:    Interprets a variety of current Health Related Boards rules, regulations, policies, procedures, and 
documentation for internal and external customers to facilitate understanding, enhance communications, and ensure 
compliance.    Explains Health Related Boards specific procedures, rules, regulations, and policies to the general public 
for clarity.    Analyzes proposed and existing legislation, policy, standards, mandates, or operating instructions and drafts 
revision recommendations in order to provide clarity.Organizing, Planning, and Prioritizing Work:    Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in 
supervisory work and ensure work is completed efficiently, accurately, and timely.    Organizes and prioritizes personal 
workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work.Developing Objectives and Strategies:    Develops performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
strategies and objectives for assigned program areas to enhance performance and improve organizational efficiency.    
Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Documenting/Recording Information:    Transcribes meeting minutes, stores, records, and maintains 
information in written and electronic form for public knowledge.    Documents subordinates’ activities through review of 
their recorded paperwork, such as timesheets, travel reports, and inspection sheets.    Maintains and processes license 
payment records and accounts for fees to include refunds and returned checks.Scheduling Work and Activities:    
Schedules training, orientations, meetings, special events, and projects as required.    Schedules testing and assessments 
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for applicants to determine compliance with necessary rules and regulations.    Schedules interviews for applicants to 
attend board meetings.Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard 
operating procedures and ensure that the team’s work is in compliance with the most current standards.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to leave status, personal/general information changes, etc.Making Decisions and Solving 
Problems:    Issues licenses, certificates, registration, or other statements of authority to determine eligibility in an 
occupation or profession.    Analyzes information and evaluation results to choose the best solution and solve 
problems.Training and Teaching Others:    Trains assigned subordinates in the basic workflow and processes related to 
their tasks.    Conducts new employee orientations as required to educate new hires on rules, regulations, processes, 
and procedures.Interacting With Computers:    Uses computers and computer systems to enter data and process 
information into multiple databases.Establishing and Maintaining Interpersonal Relationships:    Developing constructive 
and cooperative working relationships with others, and maintaining them over time.Developing and Building Teams:    
Encourages and building mutual trust, respect, and cooperation among team members.Analyzing Data or Information:    
Analyzes job tasks for assigned subordinates to maximize efficiency.Staffing Organizational Units:    Interviews, selects, 
hire, and provide input for job advancement in an organization.Coordinating the Work and Activities of Others:    
Coordinates meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Coaching and Developing Others:    Identifies the developmental needs of others and coaching, mentoring, or 
otherwise helping others to improve their knowledge or skills. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Directing Others    Organizing    Time Management    
Conflict Management    Standing Alone    Action Oriented    Organizational Agility    Customer Focus    Managing Diversity    
Self KnowledgeKnowledge:    Administration Management    Clerical    Customer and Personal Service    Law and 
Government    Personnel and Human ResourcesSkills:    Active Listening    Monitoring    Speaking    Writing    Complex 
Problem Solving    Systems Evaluation    Management of Personnel Resources    Time Management    
MathematicsAbilities:    Deductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    Selective 
Attention    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    PhonesOther Office Related 
Equipment as Required 
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073127 - REG BOARD ADMIN DIRECTOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2423 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time work in one or a combination of the following: supervisory experience over staff 
who determine licensure eligibility for regulatory boards, managerial experience over staff, or administrative experience 
directing a program. Substitution of Experience for Education: Qualifying supervisory experience over staff who 
determine licensure eligibility for regulatory boards, managerial experience over staff, or administrative experience 
directing a program may be substituted for the required education to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in the above listed fields may substitute for one year of the required education). 
Substitution of Education for Experience: Additional graduate coursework may be substituted for the required 
experience, on a month-for-month basis to a maximum of two years.ORThree years of experience as an Admin Services 
Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional regulatory boards administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
directs a small staff in support of a moderate-sized board or two or more small boards or commissions. This class differs 
from that of Regulatory Board Admin Manager in that an incumbent of the latter serves as a full assistant director of a 
large board. This class differs from Regulatory Board Admin Dir 2 in that an incumbent of the latter directs the daily 
administrative operations of a large board or commission. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to subordinates, including setting 
performance standards and monitoring performance.     Leads assigned subordinates in handling complaints, settling 
disputes, and resolving grievances and conflicts with others.    Leads assigned subordinates in performing day-to-day 
administrative tasks such as maintaining information files and processing paperwork.    Leads assigned subordinates in 
monitoring and reviewing information from materials, events, and the environment to detect and assess problems.    
Leads assigned subordinates in getting members of a group to work together to accomplish tasks.    Leverages 
developmental opportunities and motivational factors to improve team development and the performance of assigned 
subordinates.Processing Information:    Prepares, processes, and corrects information related to special projects, highly 
confidential transactions, and high profile transactions as assigned.    Prepares, processes, and corrects documents for 
internal and external customers relating to retirement, reinstatements, continuing education, initial applications, and 
renewals.    Prepares and processes a variety of reports for internal review.    Creates disciplinary letters for licensees 
based on information received from other agencies to document the disciplinary process and inform the licensee of the 
outcome of the disciplinary action.    Prepares and processes a variety of board reports to be presented at board 
meetings.    Matches payments made to cashier’s office with appropriate licensee’s record.Communicating with Persons 
Outside Organization:    Handles complaints and explains policies, procedures, and laws to applicants, members of the 
public, board and commission members, operating departments, and other entities.    Supplies requested information, 
records, or reports.    Responds to applicant inquiries about licenses.    Ensure that applicants are notified of passage or 
failure as required.    Provides information to other states or professional organizations surveying for information such 
as number of licensees or cost of a license.    Communicates with outside callers and senders to ensure questions are 
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directed to the appropriate individuals.Monitor Processes, Materials, or Surroundings:    Monitors supervisory personnel 
to ensure performance documents are completed timely and accurately.    Reviews the work of assigned subordinates to 
provide assistance and guidance on proper order and completion.    Monitors electronic databases to ensure 
transactions process timely and accurately.    Monitors the costs and expenditures related to contracts and travel claims 
to ensure compliance with budgetary constraints.    Monitors time and labor during each pay period to identify 
timekeeping issues and exceptions.    Monitors vacancy reports to identify unfilled positions and inform 
reporting.Resolving Conflicts and Negotiating with Others:    Serves as mediator for complex issues related to applicant 
problems with administrative staff and the general public.    Investigates conflicts between partners and agency 
employees according to departmental and state rules, regulations, guidelines, processes and procedures to develop an 
action plan for conflict resolutions.    Resolves interpersonal conflicts between assigned subordinates to ensure a 
respectful and productive work environment.    Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance.Judging the Qualities of Things, Services, or People:    
Assesses the performance of assigned subordinates to perform the performance evaluation process.    Assesses the 
quality of the work of assigned subordinates to inform advice and guidance related to performance management and 
development.    Assesses candidate applications to determine qualifications and inform decisions on who should be 
interviewed.    Assesses employee disciplinary and performance evaluation documentation to inform recommendations 
to management.Getting Information:    Makes regular contact with the general public, persons in other departments or 
divisions, or outside organizations and representatives for the purpose of furnishing or obtaining information.    Collects 
applicant information, documentation and assessment results for determining qualifications in compliance with rules, 
regulations, and policies for Health Related Boards.    Researches policies, procedures, guidelines, rules, regulations, and 
laws related to Health Related Boards processes using physical and electronic sources to inform conflict resolution, 
problem solving, and decision making.    Attends management meetings and conferences to gather information on new 
policies, procedures, best practices, and other changes.Communicating with Supervisors, Peers, or Subordinates:    
Confer with the director of the investigative section on the status of a case as required.    Providing information to 
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.    Maintains open dialogue 
with internal business partners to ensure effective and efficient communications.    Relates findings to appropriate 
personnel of the status of a case.Performing Administrative Activities:    Performs a variety of working level professional 
administrative duties related to internal and external customer service relations, performance evaluations, and data 
entry.    Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.    
Responds to e-mails, phone calls, and other correspondence as required.Evaluating Information to Determine 
Compliance with Standards:    Reviews and evaluates licensure/application, permits, and certifications for status, 
completeness, accuracy, and eligibility requirements based on policy, procedures and law.    Ensures that licenses and 
reports are completed accurately.    Take recommendations for suspension, revocation, or other actions on authority to 
practice, based on a review of documentation submitted as required.Interpreting the Meaning of Information for 
Others:    Interprets a variety of current Health Related Boards rules, regulations, policies, procedures, and 
documentation for internal and external customers to facilitate understanding, enhance communications, and ensure 
compliance.    Explains Health Related Boards specific procedures, rules, regulations, and policies to the general public 
for clarity.    Analyzes proposed and existing legislation, policy, standards, mandates, or operating instructions and drafts 
revision recommendations in order to provide clarity.Organizing, Planning, and Prioritizing Work:    Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in 
supervisory work and ensure work is completed efficiently, accurately, and timely.    Organizes and prioritizes personal 
workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work.Developing Objectives and Strategies:    Develops performance plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role.    Develops 
strategies and objectives for assigned program areas to enhance performance and improve organizational efficiency.    
Develops strategies for addressing staffing and headcount needs to ensure adequate coverage for assigned 
workload.Documenting/Recording Information:    Transcribes meeting minutes, stores, records, and maintains 
information in written and electronic form for public knowledge.    Documents subordinates’ activities through review of 
their recorded paperwork, such as timesheets, travel reports, and inspection sheets.    Maintains and processes license 
payment records and accounts for fees to include refunds and returned checks.Scheduling Work and Activities:    
Schedules training, orientations, meetings, special events, and projects as required.    Schedules testing and assessments 
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for applicants to determine compliance with necessary rules and regulations.    Schedules interviews for applicants to 
attend board meetings.Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard 
operating procedures and ensure that the team’s work is in compliance with the most current standards.    Identifies 
work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, 
and departmental, state, and federal laws, rules, regulations, and guidelines.    Identifies changes in employee status 
including but not limited to leave status, personal/general information changes, etc.Making Decisions and Solving 
Problems:    Issues licenses, certificates, registration, or other statements of authority to determine eligibility in an 
occupation or profession.    Analyzes information and evaluation results to choose the best solution and solve 
problems.Training and Teaching Others:    Trains assigned subordinates in the basic workflow and processes related to 
their tasks.    Conducts new employee orientations as required to educate new hires on rules, regulations, processes, 
and procedures.Interacting With Computers:    Uses computers and computer systems to enter data and process 
information into multiple databases.Establishing and Maintaining Interpersonal Relationships:    Developing constructive 
and cooperative working relationships with others, and maintaining them over time.Developing and Building Teams:    
Encourages and building mutual trust, respect, and cooperation among team members.Analyzing Data or Information:    
Analyzes job tasks for assigned subordinates to maximize efficiency.Staffing Organizational Units:    Interviews, selects, 
hire, and provide input for job advancement in an organization.Coordinating the Work and Activities of Others:    
Coordinates meetings, events, and other special projects as required to ensure availability, attendance, and 
coverage.Coaching and Developing Others:    Identifies the developmental needs of others and coaching, mentoring, or 
otherwise helping others to improve their knowledge or skills. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Directing Others    Organizing    Time Management    
Conflict Management    Standing Alone    Action Oriented    Organizational Agility    Customer Focus    Managing Diversity    
Self KnowledgeKnowledge:    Administration Management    Clerical    Customer and Personal Service    Law and 
Government    Personnel and Human ResourcesSkills:    Active Listening    Monitoring    Speaking    Writing    Complex 
Problem Solving    Systems Evaluation    Management of Personnel Resources    Time Management    
MathematicsAbilities:    Deductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    Selective 
Attention    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Copier    Printer    Fax Machine    Scanner    Calculator    Tablet    Laptop    PhonesOther Office Related 
Equipment as Required 
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073128 - REG BOARD ADMIN DIRECTOR 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2424 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073128 - REG BOARD ADMIN DIRECTOR 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2425 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002663 - REG BOARD ADMIN MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2628 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to five years of full-time work in one or a combination of the following: 
management, administrative support to management, or clerical experience. Substitution of Experience for Education: 
Qualifying management, administrative support to management, and/or clerical experience may substitute for the 
required education to a maximum of two years (e.g., experience equivalent to one year of full-time work in the above 
listed fields may substitute for one year of the required education). Substitution of College Education for Experience: 
Additional course work credit received from an accredited college or university may substitute for the required 
experience on a month-for-month basis to a maximum of two years (e.g., an additional 45 quarter hours may substitute 
for one year of the required experience). OR Experience equivalent to one year as a Reg Board Admin Asst 3 with the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional regulatory boards administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
serves as a full assistant director of a large board. This class differs from Regulatory Board Admin Asst 3 in that 
incumbents of the latter supervise a large staff, but do not function as full assistant director over a large board. This 
class differs from Regulatory Board Admin Dir 1 in that incumbents of the latter function as directors over small boards. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Manages staff. Manages the licensure process.Staffing Organizational 
Units: Makes recommendations on employment, retention, promotion, demotion, disciplinary action, and other human 
resources actions. Conducts performance evaluations for staff. Interviews applicants and explains job responsibilities. 
Recommends for employment the most qualified applicant from available applicant pool.Evaluating Information to 
Determine Compliance with Standards: Implements mandates and pronouncements. Reviews licensure/application, 
permits, and certifications for status, completeness, accuracy, and eligibility requirements based on policy, procedures 
and law. Ensures that licenses and reports are completed accurately. Evaluates licensing certificates, registration, or 
other statements of authority for completeness, accuracy, and eligibility requirements. May make recommendations for 
suspension, revocation, or other actions on authority to practice, based on a review of documentation 
submitted.Communicating with Persons Outside Organization: Handles complaints and explains policies, procedures, 
and laws to applicants, members of the public, board and commission members, operating departments, and other 
entities. Supplies requested information, records, or reports. Responds to applicant inquiries about licenses. Provides 
information to other states or professional organizations surveying for information such as number of licensees or the 
cost of a license. May ensure that applicants are notified of passage or failure.Processing Information: Matches 
payments made to cashier's office with appropriate licensee's record. May process expenditure reports.Making 
Decisions and Solving Problems: Issues licenses, certificates, registration, or other statements of authority to practice in 
an occupation or profession. Interacting With Computers: Enters and/or revises data from multiple sources into data 
base.Documenting/Recording Information: Prepares reports for submission to the board. Maintains and processes 
license payment records and accounts for fees to include refunds and returned checks. Documents subordinates' 
activities through review of their recorded paperwork (e.g., time sheets, weekly travel reports, inspection sheets). 
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Coordinates the collection and preparation of reports. May prepare leave and attendance requests and 
timesheets.Scheduling Work and Activities: Prepares the meeting facility. Coordinates meetings for pertinent board or 
commissions. Manages the scheduling of requisite competency examinations. Ensures that the testing dates, time, and 
place are set for test administrators. May ensure that applicants are monitored during examinations, and that applicants 
are notified of passage or failure.Communicating with Supervisors, Peers, or Subordinates: Discusses critical deviations 
from standard policies and procedures with a supervisor. Relates findings to appropriate personnel (e.g., supervisor, 
director, or attorney) of the status of the case. Discusses issues concerning the preparation of reports with supervisor. 
Collects expenditure reports. Instructs subordinates on the performance of job duties. May confer with the director of 
the investigative section on the status of the case. May ensure that administrative staff collects and prepares leave 
requests and timesheets, weekly reports, and inspection sheets.Monitor Processes, Materials, or Surroundings: Ensures 
that applicants are monitored during examinations. Reviews operating reports such as leave requests and timesheets, 
weekly reports, and inspection sheets. May monitor or review the status of case investigations of individuals practicing 
pertinent occupations and professions.Getting Information: May assist in investigation of individuals practicing pertinent 
occupations and professions. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Informing Managing Through Systems Process Management Comfort Around 
Higher Management Customer Focus Business Acumen Conflict Management Managing Diversity Dealing with 
AmbiguityKnowledge:  Knowledge of Customer Service Principles Knowledge of Administrative and Management 
Principles Knowledge of Clerical Procedures Knowledge of Grammar and Spelling Knowledge of Basic MathematicsSkills:  
Skill to Track and Assess Organizational Productivity Critical Thinking Skills Judgment and Decision Making Skills Complex 
Problem Solving Skills Materials Management Skills Reading Comprehension Skill Conflict Resolution Skills Basic 
Computer Skills Writing SkillsAbilities:  Ability to Manage Personnel Resources Deductive Reasoning Ability Ability to 
Work in a Team Environment Ability to Comprehend New Information Ability to Instruct Oral Expression Ability Oral 
Comprehension Ability Multi-Tasking Ability Social Perceptiveness Ability 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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002663 - REG BOARD ADMIN MANAGER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2629 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of two years of coursework at an accredited college or 
university and experience equivalent to five years of full-time work in one or a combination of the following: 
management, administrative support to management, or clerical experience. Substitution of Experience for Education: 
Qualifying management, administrative support to management, and/or clerical experience may substitute for the 
required education to a maximum of two years (e.g., experience equivalent to one year of full-time work in the above 
listed fields may substitute for one year of the required education). Substitution of College Education for Experience: 
Additional course work credit received from an accredited college or university may substitute for the required 
experience on a month-for-month basis to a maximum of two years (e.g., an additional 45 quarter hours may substitute 
for one year of the required experience). OR Experience equivalent to one year as a Reg Board Admin Asst 3 with the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional regulatory boards administrative and supervisory 
work of average difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
serves as a full assistant director of a large board. This class differs from Regulatory Board Admin Asst 3 in that 
incumbents of the latter supervise a large staff, but do not function as full assistant director over a large board. This 
class differs from Regulatory Board Admin Dir 1 in that incumbents of the latter function as directors over small boards. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Manages staff. Manages the licensure process.Staffing Organizational 
Units: Makes recommendations on employment, retention, promotion, demotion, disciplinary action, and other human 
resources actions. Conducts performance evaluations for staff. Interviews applicants and explains job responsibilities. 
Recommends for employment the most qualified applicant from available applicant pool.Evaluating Information to 
Determine Compliance with Standards: Implements mandates and pronouncements. Reviews licensure/application, 
permits, and certifications for status, completeness, accuracy, and eligibility requirements based on policy, procedures 
and law. Ensures that licenses and reports are completed accurately. Evaluates licensing certificates, registration, or 
other statements of authority for completeness, accuracy, and eligibility requirements. May make recommendations for 
suspension, revocation, or other actions on authority to practice, based on a review of documentation 
submitted.Communicating with Persons Outside Organization: Handles complaints and explains policies, procedures, 
and laws to applicants, members of the public, board and commission members, operating departments, and other 
entities. Supplies requested information, records, or reports. Responds to applicant inquiries about licenses. Provides 
information to other states or professional organizations surveying for information such as number of licensees or the 
cost of a license. May ensure that applicants are notified of passage or failure.Processing Information: Matches 
payments made to cashier's office with appropriate licensee's record. May process expenditure reports.Making 
Decisions and Solving Problems: Issues licenses, certificates, registration, or other statements of authority to practice in 
an occupation or profession. Interacting With Computers: Enters and/or revises data from multiple sources into data 
base.Documenting/Recording Information: Prepares reports for submission to the board. Maintains and processes 
license payment records and accounts for fees to include refunds and returned checks. Documents subordinates' 
activities through review of their recorded paperwork (e.g., time sheets, weekly travel reports, inspection sheets). 
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Coordinates the collection and preparation of reports. May prepare leave and attendance requests and 
timesheets.Scheduling Work and Activities: Prepares the meeting facility. Coordinates meetings for pertinent board or 
commissions. Manages the scheduling of requisite competency examinations. Ensures that the testing dates, time, and 
place are set for test administrators. May ensure that applicants are monitored during examinations, and that applicants 
are notified of passage or failure.Communicating with Supervisors, Peers, or Subordinates: Discusses critical deviations 
from standard policies and procedures with a supervisor. Relates findings to appropriate personnel (e.g., supervisor, 
director, or attorney) of the status of the case. Discusses issues concerning the preparation of reports with supervisor. 
Collects expenditure reports. Instructs subordinates on the performance of job duties. May confer with the director of 
the investigative section on the status of the case. May ensure that administrative staff collects and prepares leave 
requests and timesheets, weekly reports, and inspection sheets.Monitor Processes, Materials, or Surroundings: Ensures 
that applicants are monitored during examinations. Reviews operating reports such as leave requests and timesheets, 
weekly reports, and inspection sheets. May monitor or review the status of case investigations of individuals practicing 
pertinent occupations and professions.Getting Information: May assist in investigation of individuals practicing pertinent 
occupations and professions. 
 
Competencies (KSA’s): 
Competencies: Building Effective Teams Informing Managing Through Systems Process Management Comfort Around 
Higher Management Customer Focus Business Acumen Conflict Management Managing Diversity Dealing with 
AmbiguityKnowledge:  Knowledge of Customer Service Principles Knowledge of Administrative and Management 
Principles Knowledge of Clerical Procedures Knowledge of Grammar and Spelling Knowledge of Basic MathematicsSkills:  
Skill to Track and Assess Organizational Productivity Critical Thinking Skills Judgment and Decision Making Skills Complex 
Problem Solving Skills Materials Management Skills Reading Comprehension Skill Conflict Resolution Skills Basic 
Computer Skills Writing SkillsAbilities:  Ability to Manage Personnel Resources Deductive Reasoning Ability Ability to 
Work in a Team Environment Ability to Comprehend New Information Ability to Instruct Oral Expression Ability Oral 
Comprehension Ability Multi-Tasking Ability Social Perceptiveness Ability 
 
Tools and Equipment Used: 
 Computer Copier Printer Fax Machine Scanner Calculator Tablet Laptop Phones 
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073126 - REG BOARD EXECUTIVE DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2382 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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032421 - REG BOARD FIELD REP 1 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2981 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time public contact work. Substitution of Education for Experience: Qualifying full-time public contact 
experience may be substituted for the required education, on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. A 
license related to the businesses the employee is inspecting may be required in some positions. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for inspection and licensing work of average difficulty relative to 
funeral homes and barber and cosmetology schools and shops; and performs related work as required. Distinguishing 
Features: This is the only class in the Regulatory Board Field Rep sub-series. Employees in this class perform field 
inspections of establishments under jurisdiction of state regulatory board laws, rules, and regulations. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People:  Assesses severity of violations to inform decisions made related to 
potential violations. Making Decisions and Solving Problems:  Makes decisions related to actions to be taken on non-
compliant entities or individuals. Makes decisions on whether or not licensee or non-licensed entity is in compliance 
with statutes or rules. Documenting/Recording Information:  Writes reports to summarize exhibits collected that will be 
returned to the requesting authority. Records sworn statements for use in legal matters. Issue a notice of violation when 
necessary. Documents routine inspections using standard inspection format. Performing for or Working Directly with the 
Public:  Performs job duties in accordance with established standards or procedures to minimize disruption to business 
or public. Organizing, Planning, and Prioritizing Work:  Incorporates unscheduled or last-minute tasks into current 
workload to ensure timely completion of work. Prioritizes inspections and investigations according to applicable time 
frames, requesting authority, and established goals to ensure timely completion of work. Monitor Process, Materials, or 
Surroundings:  Monitors assigned territory for potential violations and/or non-licensed activity. Monitors licensees for 
compliance with statutes and rules. Resolving Conflicts and Negotiating with Others:  Maintains a respectful and 
productive work environment to minimize disputes and facilitate performance. Resolves conflicts at worksite with 
supervisory input as needed. Updating and Using Relevant Knowledge:  Maintains appropriate licensure(s) and 
certification(s) as required for job performance. Remains up-to-date on statutes and rules within the scope of assigned 
responsibility. Remains up-to-date on relevant technology as it relates to job responsibilities. Communicating with 
Persons Outside Organization:  Serves as expert witness for legal proceedings. Communicates regularly with the licensee 
in the inspection of establishments. Communicates with individuals who have information pertinent to a specific 
complaint. Directs complainants, licensees, and potential licensees on ways to access information regarding existing 
laws and regulations. Coordinates with other agencies in the performance of job duties. Getting Information:  Obtains 
information as requested by legal, which may include taking pictures, interviewing, and observing behaviors. Performs 
inspections of licensees in order to verify compliance with statutes and rules. Collects information related to operations 
and/or non-licensed activity in order to determine violation of statutes and rules. Gathers information related to 
complaints in order to process complaints. Obtains basic information related to establishments and/or licensees. 
Compiles lists of businesses to inspect from quarterly reports with pertinent information related to license status. 
Scheduling Work and Activities:  Schedules meetings and interviews with complainant and respondent. Schedules time 
and location of inspections or investigations using applicable time frames through the use of office productivity software 
and communication devices. Interpreting the Meaning of Information to Others:  Interpreting a variety of rules, 
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regulations, policies, procedures, and documentation for licensees to facilitate understanding and ensure compliance. 
Interprets details of reports for internal staff as needed. Interacting with Computers:  Utilizes office productivity 
software, including, but not limited to Microsoft Word, Excel and Outlook in the performance of job duties. Utilizes 
database to gather and input information about licensees. Operates mobile devices in the performance of job duties. 
Evaluating Information to Determine Compliance with Standards:  Uses relevant information and knowledge to 
determine whether licensees comply with statutes and rules. Compares establishment offerings, including products, 
services, and advertisements, to ensure that consumers are provided with required federal and state disclosures. 
Evaluates operations to determine whether an establishment is engaged in unlicensed activity per federal or state law. 
Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicles in the performance of daily job duties. 
Establishing and Maintaining Interpersonal Relationships:  Attends and presents at industry events. Establishes and 
maintains relationships with other state and local officials. Identifying Objects, Actions, and Events:  Identifies the proper 
usage of working equipment. Processing Information:  Compiles exhibits collected during inspections or investigations in 
preparation for submission to requesting authority. Compares financial statements against other relevant information to 
determine accuracy of information. Performs simple calculations as needed in order to determine compliance with 
statutes and rules. Calculates work parameters, such as mileage and time spent conducting an inspection or an 
investigation in order to prepare relevant reports. Performing Administrative Activities:  Enters relevant data into 
licensing database. Submits reports to management and legal team. Documents work activities such as mileage, 
inspections performed, meetings attended, and interviews conducted. Reports time and attendance, leave, and 
overtime requests as required. Inspecting Equipment, Structures, or Materials:  Inspects equipment and structures in 
order to determine compliance with statutes and rules. Thinking Creatively:  Develops innovative solutions to specific 
job-related obstacles or difficulties. Determines best travel routes to ensure efficiency in inspections. Communicating 
with Supervisors, Peers, or Subordinates:  May correspond with the legal team on matters pertaining to inspections or 
investigations. Submits work summary to supervisor detailing work accomplished as required. Notifies supervisor of 
work and travel plans. Coordinates schedule with other inspectors or investigators. Performing General Physical 
Activities:  Performs job responsibilities, including, but not limited to walking, lifting objects, bending, and climbing in 
compliance with safety standards and requirements. Handling and Moving Objects:  Moves objects as needed in the 
course of inspection or investigation. Estimating the Quantifiable Characteristics of Products, Events, or Information:  
Estimates size and/or square footage of assigned establishments to ensure they meet compliance with rules and 
statutes. . 
 
Competencies (KSA’s): 
Competencies:  Ethics and Values Integrity and Trust Written Communications Listening Customer Focus Decision 
Making Functional/Technical Competency Time Management Priority Setting Business Acumen Knowledge:  Knowledge 
of customer service principles Basic knowledge of law and government Knowledge of office productivity software Basic 
knowledge of mathematics Knowledge of investigative principles Skills:  Reading Comprehension Writing Active 
Listening Critical Thinking Speaking Monitoring Active Learning Social Perceptiveness Coordination Time Management 
Complex Problem Solving Management of Material Resources Abilities:  Oral Comprehension Intermediate Written 
Expression Intermediate Written Comprehension Oral Expression Ability to combine pieces of information so that 
pertinent information is communicated. Ability to shift back and forth between two or more activities or sources of 
information. Deductive Reasoning Ability to recognize patterns in information. Speech Clarity Problem SensitivityAbility 
to adapt to current technological trends 
 
Tools and Equipment Used: 
 Computer/Tablet Vehicle Scanner Smart Phone Fax Machine Copier Printer 
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032422 - REG BOARD FIELD REP 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2952 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time public contact work. Substitution of Experience for Education: Qualifying full-time public contact 
experience may be substituted for the required education, on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Applicants for the Board of Funeral Directors and Embalmers must:  Hold active Funeral Director and Embalmer licenses 
issued through the State of Tennessee and a valid Crematory Operator certification. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for inspection and licensing work of routine difficulty relative to 
funeral homes and barber and cosmetology schools and shops; and performs related work as required. Distinguishing 
Features: This is the lead class in the Regulatory Board Field Representative sub-series. Employees in this class perform 
more complex field inspections of establishments under jurisdiction of state regulatory board laws, rules, and 
regulations and may lead less experienced co-workers in duties.  This class differs from the Regulatory Boards Field 
Representative 1 in that an incumbent of the latter performs inspection work of a less complex nature.   
 
Work Activities: 
Coaching and Developing Others:  Guides and motivates less experienced coworkers in the performance of their job 
duties. Identifying Objects, Actions, and Events:  Identifies situations that are considered more complex in nature. 
Identifies the proper usage of working equipment.  Inspecting Equipment, Structures, or Materials:  Inspects equipment 
and structures in order to determine compliance with rules and statutes. Performing for or Working Directly with the 
Public:  Performs job duties in accordance with established standards or procedures to minimize disruption to the 
businesses or the public. Making Decisions and Solving Problems:  Makes decisions on whether or not licensees or non-
licensed entities are in compliance with rules or statutes. Makes decisions related to actions to be taken on non-
compliant entities or individuals. Resolving Conflicts and Negotiating with Others:  Maintains a respectful and productive 
work environment to minimize disputes and facilitate performance. Resolves conflicts at work site with supervisory 
input as needed. Inspecting Equipment, Structures, or Materials:  Inspects equipment and structures in order to 
determine compliance with rules and statutes. Documenting/Recording Information:  Records sworn statements for use 
in legal matters. Writes reports to summarize exhibits collected that will be returned to the requesting authority. Issues 
a notice of violation when necessary. Documents routine inspections using standard inspection format. Evaluating 
Information to Determine Compliance with Standards:  Uses relevant information and knowledge to determine whether 
licensees comply with statutes and rules. Compares establishment offerings, including products, services, and 
advertisements to ensure that consumers are provided with required federal and state disclosures. Evaluates operations 
to determine whether an establishment is engaged in unlicensed activity per federal or state law. Getting Information:  
Obtains information requested by legal which may include taking pictures, interviewing, and observing behaviors. 
Performs inspections of licensees in order to verify compliance with statutes and rules. Collects information related to 
operating and/or non-licensed activity in order to determine violation of statutes and rules. Gathers information related 
to complaints in order to process complaints. Compiles lists of businesses to inspect from quarterly reports with 
pertinent information related to license status. Obtains basic information related to establishments and/or licenses.  
Monitoring Processes, Materials, or Surroundings:  Monitors assigned territory for potential violations and/or non-
licensed activity. Monitors licensees for compliance with statutes and rules. Interpreting the Meaning of Information for 
Others:  Interprets a variety of rules, regulations, policies, procedures, and documentation for licensees to facilitate 
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understanding and ensure compliance. Interprets details of reports for internal staff as needed. Updating and Using 
Relevant Knowledge:  Remains up-to-date on statutes and rules within the scope of assigned responsibility. Maintains 
appropriate licensure(s) and certification(s) as required for job performance. Remains up-to-date on relevant technology 
as it relates to job responsibilities. Organizing, Planning, and Prioritizing Work:  Incorporates unscheduled or last-minute 
tasks into current workload to ensure timely completion of work. Prioritizes inspections and investigations according to 
applicable time frames, requesting authority and established goals to ensure timely completion of work. Performing 
Administrative Activities:  Submits reports to management and legal team. Enters relevant data into licensing database. 
Documents work activities such as mileage, inspections performed, meetings attended, and interviews conducted. 
Reports time and attendance, leave, and overtime requests as required. Communicating with Persons Outside 
Organization:  Serves as an expert witness for legal proceedings. Communicates with the licensees in the inspection of 
establishments. Communicates with individuals who have information pertinent to a specific complaint. Directs 
complainants, licensees, and potential licensees on ways to access information regarding existing laws and regulations. 
Coordinates with other agencies in the performance of job duties.   Interacting with Computers:  Utilizes database to 
gather and input information about licensees. Utilizes office productivity software, including, but not limited to 
Microsoft Office Suite, in the performance of job duties. Operates mobile devices in the performance of job duties. 
Thinking Creatively:  Develops innovative solutions to specific job-related obstacles or difficulties. Determines best travel 
routes to ensure efficiency in inspections. Communicating with Supervisors, Peers, and Subordinates:  Leads and guides 
less experienced staff members in the performance of job responsibilities. May correspond with the legal team on 
matters pertaining to inspections or investigations. Submits work summary to supervisor detailing work accomplished as 
required. Notifies supervisor of work and travel plans. Coordinates work schedule with other inspectors or investigators. 
Establishing and Maintaining Interpersonal Relationships:  Attends and presents at industry events. Establishes and 
maintains relationship with other state and local officials. Processing Information:  Compiles exhibits collected during 
inspections or investigations in preparation for submission to requesting authority. Compares financial statements 
against other relevant information to determine accuracy of information. Performs simple calculations in order to 
determine compliance with statutes and rules. Calculates work parameters such as mileage and time spent conducting 
an inspection or investigation in order to prepare relevant reports. Operating Vehicles, Mechanized Devices, or 
Equipment:  Operates vehicles in the performance of daily job duties. Performing General Physical Activities:  Performs 
job responsibilities, including, but not limited to walking, lifting objects, bending and climbing in compliance with safety 
standards and requirements. Handling and Moving Objects:  Moves objects in the course of inspection or investigation.  
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates size and/or square footage of 
assigned establishments to ensure they meet compliance with statutes and rules.   
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust Ethics and Values Decision Making Written Communications Customer Focus 
Listening Planning Priority Setting Conflict Management Problem Solving Organizing Time Management Patience 
Knowledge:  Knowledge of customer service principles Basic knowledge of law and government Knowledge of office 
productivity software Basic knowledge of mathematics Knowledge of investigative principles Skills:  Reading 
Comprehension Active Listening Writing Critical Thinking Monitoring Active Learning Social perceptiveness Speaking 
Coordination Quality Control Analysis Complex Problem Solving Management of Material Resources   Abilities:  
Intermediate Written Expression Intermediate Written Comprehension Oral Comprehension Oral Expression Deductive 
Reasoning Ability to combine pieces of information so that pertinent information is communicated. Ability to shift back 
and forth between two or more activities or sources of information. Speech clarity Ability to recognize patterns in 
information. Ability to adapt to current technological trends. Problem Sensitivity 
 
Tools and Equipment Used: 
 Computer/Tablet Vehicle Scanner Smart Phone Fax Machine Copier Printer   
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032472 - REG BOARD INVESTIGATOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1650 
 
Minimum Qualifications: 
"Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and 
experience equivalent to two years of full-time work in one or a combination of the following: governmental criminal 
investigations, law enforcement involving criminal investigation, or investigating violations of governmental regulatory 
boards' regulations. Substitution of Experience for Education:  Qualifying experience in governmental criminal 
investigations, law enforcement involving criminal investigation, or investigating violations of governmental regulatory 
boards' regulations may substitute for the required education to a maximum of four years (e.g., experience equivalent 
to one year of full-time work in one or a combination of the above listed fields may substitute for one year of the 
required education). OR Graduation from an accredited four-year college or university with a bachelor's degree in 
criminal justice, criminology, law enforcement, police science, or sociology with an emphasis in criminal justice and one 
year of full-time work in one or a combination of the following: governmental criminal investigations, law enforcement 
involving criminal investigation, or investigating violations of governmental regulatory boards' regulations. OR 
Graduation from an accredited college or university with an associate's degree in criminal justice, criminology, law 
enforcement, police science, or sociology with an emphasis in criminal justice and three years of full-time work in one or 
a combination of the following: governmental criminal investigations, law enforcement involving criminal investigation, 
or investigating violations of governmental regulatory boards' regulations." 
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator license is required.            Examination Method:  
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for professional regulatory boards investigation work of average 
difficulty; and performs related work as required.  Distinguishing Features:  This is the entry-working class in the 
regulatory boards investigation sub-series. An employee in this class performs a variety of professional investigations of 
alleged legal violations by licensees of state regulatory boards. This class differs from Regulatory Board Inv Supv in that 
an incumbent of the latter supervises subordinate regulatory board investigative staff in an assigned geographical 
division of the state. 
 
Work Activities: 
Getting Information:    Performs detailed investigations requiring considerable knowledge of technical cases involving 
gross malpractice or fraud.    Investigates complaints of alleged unlicensed conduct and violations by licensees of state 
boards.    Interviews witnesses, licensees, board members, complainants, and others regarding the conduct of the 
licensee.    Researches case files and computer databases to gather case histories, court records, affidavits, and previous 
related complaints needed to use in investigating complaints of fraudulence or other misconduct by licensees of 
regulated/licensed boards.    Assists prosecuting attorneys when preparing cases for civil or criminal hearings by 
questioning licensees, witnesses, or others during a deposition.    Performs undercover work using surveillance 
techniques and assuming false identities. Evaluating Information to Determine Compliance with Standards:    Audits the 
financial records of individuals or businesses to ensure illegal or fraudulent practices are not occurring.    Conducts 
compliance inspections of licensees and firms under jurisdiction.    Identifies laws and regulations applicable to cases 
under review. Documenting/Recording Information:    Produces comprehensive investigative reports and 
memorandums.    Documents procedures and methods used during the investigative process to justify the legitimacy of 
the investigation as well as the admissibility of the gathered evidence.    Preserves and records evidence.    Documents 
and submits log of daily, weekly, and monthly activities.    May enter data into Regulatory Board data base. 
Communicating with Persons Outside Organization:    Testifies at trials or departmental hearings, before grand juries, 
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judges, administrative hearings, court commissioners, and regulatory board meetings about investigations or other 
regulatory issues.    Issues notices of violation to licensed and unlicensed individuals.    Serves consent orders issued by 
commission/board attorneys.    Serves order of cease and desist.    Serves notice of hearing and charges.    Answers 
questions from board members, professional associations, and the public about licensure board programs and 
regulations.    May address community interest groups and professional associations to inform them of issues involving 
board programs. Analyzing Data or Information:    Analyzes evidence and facts to conclude investigation.    Outlines 
chronologically the investigative process and the laws and regulations pertinent to the case.    Reports observed 
violations of applicable laws and/or regulations.    Analyzes background checks of potential violators for appropriate 
information. Establishing and Maintaining Interpersonal Relationships:    Builds professional relationships with other 
investigative agencies and professional associations (e.g., DEA, TBI, FBI, and local Police) to eliminate duplicating 
investigative procedures and to gain support and cooperation during investigations.    Maintains contacts with attorneys 
to ensure final disposition of investigative reports. Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
motor vehicles and schedules regular maintenance for assigned vehicle. Organizing, Planning, and Prioritizing Work:    
Reviews board and commission documents in order to prioritize work flow. Monitor Processes, Materials, or 
Surroundings:    May monitor licensees conduct to ensure compliance at motor vehicle auctions.Communicating with 
Supervisors, Peers, or Subordinates:    May mentor or assist other Investigators concerning on-going investigations. 
 
Competencies (KSA’s): 
Competencies:     Written Communications    Composure    Ethics and Values    Integrity and Trust    Decision Quality    
Listening    Presentation Skills    Problem Solving    Planning    Time ManagementKnowledge:    Basic Knowledge of Law 
and Government    Basic Knowledge of Public Safety and Security    Knowledge of Administrative and Clerical Procedures 
Skills:     Written Communications Skills    Time Management Skills    Oral Communication Skills    Critical Thinking Skills    
Basic Computer Skills    Judgment and Decision Making Skills    Social Perceptiveness Skills    Active Listening Skills    
Reading Comprehension Skills    Active Learning Skills    Persuasion Skills    Monitoring Skills Abilities:    Multi-Tasking 
Ability    Selective Attention Ability    Deductive Reasoning Ability    Inductive Reasoning Ability    Problem Sensitivity    
Memorization Ability 
 
Tools and Equipment Used: 
    Desktop or Laptop    Tablet    Calculator    Printer    Scanner    Copier    Fax Machine 
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073100 - REG BOARDS CENTRAL PROGRAM DIR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3362 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072381 - REGIONAL WELLNESS COORDINATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2031 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072771 - REGISTERED NURSE 1* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  7798 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a Registered Nurse. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of routine difficulty based on easily 
identified normal ranges and performs related work as required. Distinguishing Features: This is the entry level class in 
the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, and/or 
weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 1 provides registered nursing 
care which involves nursing assessment and diagnosis, planning, implementation/intervention, and evaluation. This class 
differs from that of Registered Nurse 2 in that incumbents of the latter perform at the working level. *An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period. Inadequate or marginal performance during the training period will 
result in termination. 
 
Work Activities: 
Assisting and Caring for Others: Provides nursing care and procedures according to physicians orders and nursing 
protocol. Administers medication according to the physician’s orders and protocol. Evaluates possible side effects and 
the overall effectiveness of medication. Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and 
other emergency responses. Participates in emergency response setting.Getting Information: Performs initial and 
ongoing assessments according to protocol. Collects patient and family health history data. Performs diagnostic tests on 
collected specimens to determine patient’s health status.Documenting/Recording Information: Documents patient 
information according to standards of care. Completes patient health records (electronic and paper). Completes 
medication record/sheet. Analyzing Data or Information: Compares assessment data to established acceptable ranges to 
determine abnormalities. Monitor Processes, Materials, or Surroundings: Counts and tracks drugs, instruments, and 
other accountable items. Maintains health care equipment, supplies, and inventory. Interpreting the Meaning of 
Information for Others: Explains tests, procedures, and results to appropriate individuals according to protocol. Provide 
Consultation and Advice to Others: Makes adjustments to the health care plan of care including changing the patient’s 
goals and nursing interventions. Directs patient in building positive relationships and increasing self esteem. Teaches 
patients or the patient’s family the skills needed to maintain physical and mental health. Compares patient’s level of 
goal attainment to previously defined goals. Determines if patient goals and interventions are effective. Performing 
Administrative Activities: Follows appropriate health care plan. Maintains patient health files and legal record of service. 
Coordinating the Work and Activities of Others: Assigns job duties and activities to subordinates. Communicating with 
Supervisors, Peers, or Subordinates: Discusses the patient’s comprehensive health plan with other staff to identify the 
patient’s needs. Training and Teaching Others: Educates the health care plan to patient, family, individuals, groups and 
others as appropriate. Communicating with Persons Outside Organization: Communicates with internal and external 
entities.  
 
Competencies (KSA’s): 
Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
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Ethics and Values   12. Integrity and TrustKnowledge:  Knowledge of principles of nursing, nursing practices, techniques, 
and applicable laws Knowledge of administrative and clerical procedures and systems such as word processing, 
managing files and records, and medical terminology Skills:  The skill in the application of professional nursing 
techniques The skill to give full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times The skill to demonstrate critical 
thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to 
problems The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things The skill to monitor/ access performance of yourself, other individuals, or organizations 
to make improvements or take corrective action The skill to understand written sentences and paragraphs in work 
related documents The skill to use scientific rules and methods to solve problems The skill to adjust actions in relation to 
others’ actions The skill to being aware of others’ reactions and understanding why they react as they do The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions 
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate oneAbilities:  The 
ability to assess and monitor healthcare outcomes The ability to manage change The ability to combine pieces of 
information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events) The 
ability to choose the right mathematical methods or formulas to solve a problem The ability to communicate (verbal and 
written) information and ideas The ability to listen to and understand information and ideas The ability to come up with 
unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict The 
ability to tell when something is wrong or is likely to go wrong The ability to multitask between two or more activities or 
sources of information The ability to exert maximum muscle force to lift, push, pull, or carry objects The ability to use 
your abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 
‘giving out’ or fatiguing The ability to see details at close range (within a few feet of the observer) The ability to see 
under low light conditions The ability to speak clearly so others can understand you The ability to identify and 
understand the speech of another person The ability to match or detect differences between colors, including shades of 
color and brightness  
 
Tools and Equipment Used: 
 Electronic devices Various medical equipment and devices 
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072772 - REGISTERED NURSE 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2007 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to one year of registered 
nursing. OR Currently licensed as a Registered Nurse and education equivalent to a bachelor's or graduate degree in 
nursing from an accredited college or university or a diploma in registered nursing from an accredited school of 
nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: ,This is the working level 
class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 2 provides registered 
nursing care which involves nursing assessment and diagnosis, nursing care planning, nursing care 
implementation/intervention, and nursing care evaluation. This class differs from that of Registered Nurse 1 in that an 
incumbent of the latter functions at the entry level. This class differs from Registered Nurse 3 in that an incumbent of 
the latter is responsible for supervision of staff. 
 
Work Activities: 
Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and nursing 
protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side effects 
and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Participates in emergency response setting.Getting Information:     Performs initial 
and ongoing assessments according to protocol.    Collects patient and family health history data.    Performs diagnostic 
tests on collected specimens to determine patient’s health status. Documenting/Recording Information:    Documents 
patient information according to standards of care.    Completes patient health records (electronic and paper).    
Completes medication record/sheet. Provide Consultation and Advice to Others:    Makes adjustments to the health care 
plan of care including changing the patient's goals and nursing interventions.    Directs patient in building positive 
relationships and increasing self esteem.    Teaches patients or the patient's family the skills needed to maintain physical 
and mental health.    Compares patient's level of goal attainment to previously defined goals.    Determines if patient 
goals and interventions are effective. Interpreting the Meaning of Information for Others:    Explains tests, procedures, 
and results to appropriate individuals according to protocol. Communicating with Persons Outside Organization:     
Communicates with internal and external entities. Analyzing Data or Information:    Compares assessment data to 
established acceptable ranges to determine abnormalities. Performing Administrative Activities:    Follows appropriate 
health care plan.    Maintains patient health files and legal record of service. Training and Teaching Others:    Educates 
the health care plan to patient, family, individuals, groups and others as appropriate. Communicating with Supervisors, 
Peers, or Subordinates:    Discusses the patient's comprehensive health plan with other staff to identify the patient's 
needs. Coordinating the Work and Activities of Others:     Assigns job duties and activities to subordinates. Monitor 
Processes, Materials, or Surroundings:    Counts and tracks drugs, instruments, and other accountable items.    Maintains 
health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
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Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of principles of nursing, nursing practices, 
techniques, and applicable laws     Knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and medical terminology Skills:      The skill in the application of professional 
nursing techniques    The skill to give full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to demonstrate 
critical thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems    The skill to select and use training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to use scientific rules and methods to solve 
problems    The skill to adjust actions in relation to others' actions    The skill to being aware of others' reactions and 
understanding why they react as they do    The skill to identify complex problems and reviewing related information to 
develop and evaluate options and implement solutions    The skill to consider the relative costs and benefits of potential 
actions to choose the most appropriate oneAbilities:     The ability to assess and monitor healthcare outcomes    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbal and written) information 
and ideas    The ability to listen to and understand information and ideas    The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072772 - REGISTERED NURSE 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2008 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to one year of registered 
nursing. OR Currently licensed as a Registered Nurse and education equivalent to a bachelor's or graduate degree in 
nursing from an accredited college or university or a diploma in registered nursing from an accredited school of 
nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: ,This is the working level 
class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 2 provides registered 
nursing care which involves nursing assessment and diagnosis, nursing care planning, nursing care 
implementation/intervention, and nursing care evaluation. This class differs from that of Registered Nurse 1 in that an 
incumbent of the latter functions at the entry level. This class differs from Registered Nurse 3 in that an incumbent of 
the latter is responsible for supervision of staff. 
 
Work Activities: 
Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and nursing 
protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side effects 
and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Participates in emergency response setting.Getting Information:     Performs initial 
and ongoing assessments according to protocol.    Collects patient and family health history data.    Performs diagnostic 
tests on collected specimens to determine patient’s health status. Documenting/Recording Information:    Documents 
patient information according to standards of care.    Completes patient health records (electronic and paper).    
Completes medication record/sheet. Provide Consultation and Advice to Others:    Makes adjustments to the health care 
plan of care including changing the patient's goals and nursing interventions.    Directs patient in building positive 
relationships and increasing self esteem.    Teaches patients or the patient's family the skills needed to maintain physical 
and mental health.    Compares patient's level of goal attainment to previously defined goals.    Determines if patient 
goals and interventions are effective. Interpreting the Meaning of Information for Others:    Explains tests, procedures, 
and results to appropriate individuals according to protocol. Communicating with Persons Outside Organization:     
Communicates with internal and external entities. Analyzing Data or Information:    Compares assessment data to 
established acceptable ranges to determine abnormalities. Performing Administrative Activities:    Follows appropriate 
health care plan.    Maintains patient health files and legal record of service. Training and Teaching Others:    Educates 
the health care plan to patient, family, individuals, groups and others as appropriate. Communicating with Supervisors, 
Peers, or Subordinates:    Discusses the patient's comprehensive health plan with other staff to identify the patient's 
needs. Coordinating the Work and Activities of Others:     Assigns job duties and activities to subordinates. Monitor 
Processes, Materials, or Surroundings:    Counts and tracks drugs, instruments, and other accountable items.    Maintains 
health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
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Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of principles of nursing, nursing practices, 
techniques, and applicable laws     Knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and medical terminology Skills:      The skill in the application of professional 
nursing techniques    The skill to give full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to demonstrate 
critical thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems    The skill to select and use training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to use scientific rules and methods to solve 
problems    The skill to adjust actions in relation to others' actions    The skill to being aware of others' reactions and 
understanding why they react as they do    The skill to identify complex problems and reviewing related information to 
develop and evaluate options and implement solutions    The skill to consider the relative costs and benefits of potential 
actions to choose the most appropriate oneAbilities:     The ability to assess and monitor healthcare outcomes    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbal and written) information 
and ideas    The ability to listen to and understand information and ideas    The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072772 - REGISTERED NURSE 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2009 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to one year of registered 
nursing. OR Currently licensed as a Registered Nurse and education equivalent to a bachelor's or graduate degree in 
nursing from an accredited college or university or a diploma in registered nursing from an accredited school of 
nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: ,This is the working level 
class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 2 provides registered 
nursing care which involves nursing assessment and diagnosis, nursing care planning, nursing care 
implementation/intervention, and nursing care evaluation. This class differs from that of Registered Nurse 1 in that an 
incumbent of the latter functions at the entry level. This class differs from Registered Nurse 3 in that an incumbent of 
the latter is responsible for supervision of staff. 
 
Work Activities: 
Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and nursing 
protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side effects 
and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Participates in emergency response setting.Getting Information:     Performs initial 
and ongoing assessments according to protocol.    Collects patient and family health history data.    Performs diagnostic 
tests on collected specimens to determine patient’s health status. Documenting/Recording Information:    Documents 
patient information according to standards of care.    Completes patient health records (electronic and paper).    
Completes medication record/sheet. Provide Consultation and Advice to Others:    Makes adjustments to the health care 
plan of care including changing the patient's goals and nursing interventions.    Directs patient in building positive 
relationships and increasing self esteem.    Teaches patients or the patient's family the skills needed to maintain physical 
and mental health.    Compares patient's level of goal attainment to previously defined goals.    Determines if patient 
goals and interventions are effective. Interpreting the Meaning of Information for Others:    Explains tests, procedures, 
and results to appropriate individuals according to protocol. Communicating with Persons Outside Organization:     
Communicates with internal and external entities. Analyzing Data or Information:    Compares assessment data to 
established acceptable ranges to determine abnormalities. Performing Administrative Activities:    Follows appropriate 
health care plan.    Maintains patient health files and legal record of service. Training and Teaching Others:    Educates 
the health care plan to patient, family, individuals, groups and others as appropriate. Communicating with Supervisors, 
Peers, or Subordinates:    Discusses the patient's comprehensive health plan with other staff to identify the patient's 
needs. Coordinating the Work and Activities of Others:     Assigns job duties and activities to subordinates. Monitor 
Processes, Materials, or Surroundings:    Counts and tracks drugs, instruments, and other accountable items.    Maintains 
health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
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Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of principles of nursing, nursing practices, 
techniques, and applicable laws     Knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and medical terminology Skills:      The skill in the application of professional 
nursing techniques    The skill to give full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to demonstrate 
critical thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems    The skill to select and use training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to use scientific rules and methods to solve 
problems    The skill to adjust actions in relation to others' actions    The skill to being aware of others' reactions and 
understanding why they react as they do    The skill to identify complex problems and reviewing related information to 
develop and evaluate options and implement solutions    The skill to consider the relative costs and benefits of potential 
actions to choose the most appropriate oneAbilities:     The ability to assess and monitor healthcare outcomes    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbal and written) information 
and ideas    The ability to listen to and understand information and ideas    The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072772 - REGISTERED NURSE 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2010 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to one year of registered 
nursing. OR Currently licensed as a Registered Nurse and education equivalent to a bachelor's or graduate degree in 
nursing from an accredited college or university or a diploma in registered nursing from an accredited school of 
nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: ,This is the working level 
class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 2 provides registered 
nursing care which involves nursing assessment and diagnosis, nursing care planning, nursing care 
implementation/intervention, and nursing care evaluation. This class differs from that of Registered Nurse 1 in that an 
incumbent of the latter functions at the entry level. This class differs from Registered Nurse 3 in that an incumbent of 
the latter is responsible for supervision of staff. 
 
Work Activities: 
Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and nursing 
protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side effects 
and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), 
and other emergency responses.    Participates in emergency response setting.Getting Information:     Performs initial 
and ongoing assessments according to protocol.    Collects patient and family health history data.    Performs diagnostic 
tests on collected specimens to determine patient’s health status. Documenting/Recording Information:    Documents 
patient information according to standards of care.    Completes patient health records (electronic and paper).    
Completes medication record/sheet. Provide Consultation and Advice to Others:    Makes adjustments to the health care 
plan of care including changing the patient's goals and nursing interventions.    Directs patient in building positive 
relationships and increasing self esteem.    Teaches patients or the patient's family the skills needed to maintain physical 
and mental health.    Compares patient's level of goal attainment to previously defined goals.    Determines if patient 
goals and interventions are effective. Interpreting the Meaning of Information for Others:    Explains tests, procedures, 
and results to appropriate individuals according to protocol. Communicating with Persons Outside Organization:     
Communicates with internal and external entities. Analyzing Data or Information:    Compares assessment data to 
established acceptable ranges to determine abnormalities. Performing Administrative Activities:    Follows appropriate 
health care plan.    Maintains patient health files and legal record of service. Training and Teaching Others:    Educates 
the health care plan to patient, family, individuals, groups and others as appropriate. Communicating with Supervisors, 
Peers, or Subordinates:    Discusses the patient's comprehensive health plan with other staff to identify the patient's 
needs. Coordinating the Work and Activities of Others:     Assigns job duties and activities to subordinates. Monitor 
Processes, Materials, or Surroundings:    Counts and tracks drugs, instruments, and other accountable items.    Maintains 
health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
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Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of principles of nursing, nursing practices, 
techniques, and applicable laws     Knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and medical terminology Skills:      The skill in the application of professional 
nursing techniques    The skill to give full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to demonstrate 
critical thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems    The skill to select and use training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to use scientific rules and methods to solve 
problems    The skill to adjust actions in relation to others' actions    The skill to being aware of others' reactions and 
understanding why they react as they do    The skill to identify complex problems and reviewing related information to 
develop and evaluate options and implement solutions    The skill to consider the relative costs and benefits of potential 
actions to choose the most appropriate oneAbilities:     The ability to assess and monitor healthcare outcomes    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbal and written) information 
and ideas    The ability to listen to and understand information and ideas    The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072772 - REGISTERED NURSE 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2011 
 
Minimum Qualifications: 
Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to one year of registered 
nursing. OR Currently licensed as a Registered Nurse and education equivalent to a bachelor’s or graduate degree in 
nursing from an accredited college or university or a diploma in registered nursing from an accredited school of nursing. 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the working level 
class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, nights, 
and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 2 provides registered 
nursing care which involves nursing assessment and diagnosis, nursing care planning, nursing care 
implementation/intervention, and nursing care evaluation. This class differs from that of Registered Nurse 1 in that an 
incumbent of the latter functions at the entry level. This class differs from Registered Nurse 3 in that an incumbent of 
the latter is responsible for supervision of staff. 
 
Work Activities: 
Assisting and Caring for Others: Provides nursing care and procedures according to physicians orders and nursing 
protocol. Administers medication according to the physician’s orders and protocol. Evaluates possible side effects and 
the overall effectiveness of medication. Performs BLS (Basic Life Support), CPR (cardiopulmonary resuscitation), and 
other emergency responses. Participates in emergency response setting.Getting Information: Performs initial and 
ongoing assessments according to protocol. Collects patient and family health history data. Performs diagnostic tests on 
collected specimens to determine patient’s health status.  Documenting/Recording Information: Documents patient 
information according to standards of care. Completes patient health records (electronic and paper). Completes 
medication record/sheet. Provide Consultation and Advice to Others: Makes adjustments to the health care plan of care 
including changing the patient’s goals and nursing interventions. Directs patient in building positive relationships and 
increasing self esteem. Teaches patients or the patient’s family the skills needed to maintain physical and mental health. 
Compares patient’s level of goal attainment to previously defined goals. Determines if patient goals and interventions 
are effective. Interpreting the Meaning of Information for Others: Explains tests, procedures, and results to appropriate 
individuals according to protocol. Communicating with Persons Outside Organization:  Communicates with internal and 
external entities. Analyzing Data or Information: Compares assessment data to established acceptable ranges to 
determine abnormalities. Performing Administrative Activities: Follows appropriate health care plan. Maintains patient 
health files and legal record of service. Training and Teaching Others: Educates the health care plan to patient, family, 
individuals, groups and others as appropriate. Communicating with Supervisors, Peers, or Subordinates: Discusses the 
patient’s comprehensive health plan with other staff to identify the patient’s needs. Coordinating the Work and 
Activities of Others:  Assigns job duties and activities to subordinates. Monitor Processes, Materials, or Surroundings: 
Counts and tracks drugs, instruments, and other accountable items. Maintains health care equipment, supplies, and 
inventory. 
 
Competencies (KSA’s): 



 TN Job Classification Specifications  
September 22, 2020 

Competencies:     1. Learning on the Fly     2. Creativity     3. Time Management     4. Priority Setting     5. Standing Alone     
6. Drive for Results     7. Perseverance     8. Written Communications     9. Approachability   10. Boss Relationships   11. 
Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of principles of nursing, nursing practices, 
techniques, and applicable laws     Knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and medical terminology Skills:      The skill in the application of professional 
nursing techniques    The skill to give full attention to what other people are saying, taking time to understand the points 
being made, asking questions as appropriate, and not interrupting at inappropriate times    The skill to demonstrate 
critical thinking techniques to identify the strengths and weaknesses of alternative solutions, conclusions or approaches 
to problems    The skill to select and use training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to use scientific rules and methods to solve 
problems    The skill to adjust actions in relation to others' actions    The skill to being aware of others' reactions and 
understanding why they react as they do    The skill to identify complex problems and reviewing related information to 
develop and evaluate options and implement solutions    The skill to consider the relative costs and benefits of potential 
actions to choose the most appropriate oneAbilities:     The ability to assess and monitor healthcare outcomes    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbal and written) information 
and ideas    The ability to listen to and understand information and ideas    The ability to come up with unusual or clever 
ideas about a given topic or situation, or to develop creative ways to solve a problem or conflict    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2020 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
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Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2021 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
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Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2022 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
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Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2023 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
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Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2024 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal 
history disclosure form in a manner approved by the appointing authority; 2. Agree to release all records involving their 
criminal history to the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history 
records check.  Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
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Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072773 - REGISTERED NURSE 3 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2025 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to three years of 
registered nursing. OR Currently licensed as a Registered Nurse and education equivalent to a diploma in registered 
nursing from an accredited school of nursing or bachelor’s degree in nursing from an accredited college or university, 
and experience equivalent to two years of registered nursing. ORCurrently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to one 
year of registered nursing. " 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for registered nursing duties of average difficulty based on based on 
a wide range of circumstances and performs related work as required. Distinguishing Features: This is the first full 
supervisory class in the Registered Nurse sub series. An employee in this class may be assigned to work days, evenings, 
nights, and/or weekends in an institution, clinic, hospital, home care, or other health care setting. The RN 3 provides 
registered nursing care which involves nursing assessment and diagnosis, planning, implementation/intervention, and 
evaluation. The RN 3 is a member of the management team and has clinical responsibility for one or more units 
including scheduling, motivation, discipline, employee evaluation, handling grievances, interviewing, and staff 
development. This class differs from that of Registered Nurse 2 in that an incumbent of the latter performs at the 
working level. This class differs from that of Registered Nurse 4 in that an incumbent of the latter manages a nursing 
program or serves as an assistant director of nursing including administrative management of a health care facility. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises the application of nursing techniques required in care and 
treatment of patients.    Advises subordinate staff in policies and procedures.    Observes employees as they perform 
tasks to ensure efficiency in work activities.    Identifies exceptional performance characteristics through employee 
discussions and personal observations.    Discusses methods to improve performance and motivate employees by 
discussing employee performance.    Resolves disputes among employees following organizational policies and 
procedures.    Implements corrective measures to staff for inappropriate actions through discussions, written warnings, 
and recommendations for suspension or termination. Coaching and Developing Others:    Informs applicant of job 
opportunities, duties and responsibilities, and state employee policies (e.g., insurance, leave and attendance, 
retirement). Assisting and Caring for Others:    Provides nursing care and procedures according to physicians orders and 
nursing protocol.    Administers medication according to the physician's orders and protocol.    Evaluates possible side 
effects and the overall effectiveness of medication.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation), and other emergency responses.    Participates in emergency response setting. Organizing, Planning, and 
Prioritizing Work:    Prioritizes tasks based on importance, urgency, and other scheduled activities. Performing 
Administrative Activities:    Reviews records to ensure accuracy and completeness.    Prepares written work schedules.    
Interviews prospective employees to gather information of their work history, training, and education.    Asks questions 
to assess applicant’s ability to meet job requirements.    Selects applicants to recommend for hiring. Interpreting the 
Meaning of Information for Others:    Evaluates nursing plan of care and makes adjustment as needed. Train and 
Teaching Others:    Identifies training needs of employees and writes manuals of instruction detailing procedures,  
policies, and/or regulations pertaining to a specified area of nursing care operations. Scheduling Work and Activities:    
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Assigns staff to work plans and activities by comparing the patient needs with the staff’s availability, experience, 
independence, and training. Documenting/Recording Information:    Counts and tracks drugs, instruments, and other 
accountable items.    Records all nursing care in patient files and maintains file systems. Inspecting Equipment, 
Structures, or Material:    May maintain health care equipment, supplies, and inventory. 
 
Competencies (KSA’s): 
Competencies:1. Business Acumen2. Creativity3. Dealing with Ambiguity4. Decision Quality5. Delegation6. Organizing7. 
Planning8. Conflict Management9. Hiring Staffing10. Perseverance11. Written Communications12. Ethics and Values13. 
Integrity and TrustKnowledge:        Knowledge of accepted nursing practices and techniques and complex medical 
treatments     Knowledge of applicable laws, policies, procedures, agency administrative directives, regulations and rules     
Knowledge of management and administrative procedures     Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction     Knowledge of the information and techniques needed to assess and treat human 
injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug properties and interactions, 
and preventive health-care measures     Knowledge of human behavior and performance; individual differences in 
ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and 
treatment of behavioral and affective disorders      Skills:     The skill in the application of complex professional nursing 
techniques    The skill to demonstrate critical thinking techniques to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    The skill to understand the implications of new information for both 
current and future problem-solving and decision-making    The skill to give full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    The skill to select and use training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    The skill to monitor/ access performance of yourself, other individuals, or 
organizations to make improvements or take corrective action    The skill to understand written sentences and 
paragraphs in work related documents    The skill to use scientific rules and methods to solve problems    The skill to 
adjust actions in relation to others' actions    The skill to being aware of others' reactions and understanding why they 
react as they do    The skill to identify complex problems and reviewing related information to develop and evaluate 
options and implement solutions    The skill to consider the relative costs and benefits of potential actions to choose the 
most appropriate one  Abilities:     The ability to function independently without close/continuous supervision    The 
ability to manage change    The ability to combine pieces of information to form general rules or conclusions (includes 
finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The ability to use your 
abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' 
or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability to see under low 
light conditions    The ability to speak clearly so others can understand you    The ability to identify and understand the 
speech of another person    The ability to match or detect differences between colors, including shades of color and 
brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment and devices    
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072774 - REGISTERED NURSE 4 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2033 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 



 TN Job Classification Specifications  
September 22, 2020 

current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072774 - REGISTERED NURSE 4 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2034 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 
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current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072774 - REGISTERED NURSE 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2035 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 
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current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072774 - REGISTERED NURSE 4 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2036 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 
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current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072774 - REGISTERED NURSE 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2037 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Necessary Special Qualifications: Applicants for this class may be required to: 1. Complete a criminal 
history disclosure form in a manner approved by the appointing authority; 2. Agree to release all records involving their 
criminal history to the appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history 
records check. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
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which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 
current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072774 - REGISTERED NURSE 4 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2038 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to four years of 
registered nursing. OR Currently licensed as a Registered Nurse, education equivalent to a diploma in registered nursing 
from an accredited school of nursing or bachelor's degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing. OR Currently licensed as a Registered Nurse, education 
equivalent to a graduate degree in nursing from an accredited college or university, and experience equivalent to two 
years of registered nursing." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse in the State of Tennessee or holds a privilege 
to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator license 
may be required. Examination Method: Education and experience, 100%, for Preferred Service positions. For Executive 
Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined 
by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of considerable difficulty; and 
performs related work as required. Distinguishing Features: This is the managerial class in the Registered Nurse sub 
series. The RN 4 is responsible for managing nursing staff activities on all shifts, has twenty-four hour administrative 
responsibility for one or more programs (e.g., infection control, quality assurance, nurse education, children and youth, 
forensics, geriatrics), or serves as an assistant director of nursing. This class differs from Registered Nurse 3 in that an 
incumbent of the latter is responsible for the supervision of clinical nursing care. This class differs from Registered Nurse 
5 in that an incumbent of the latter serves as a director of nursing at a major health care facility or as a nursing 
consultant to multiple adult or youth correctional facilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Manages the activities of all nursing staff for one or more programs.    
Advises subordinate staff in policies and procedures.    Observes employees as they perform tasks to ensure efficiency in 
work activities.    Identifies exceptional performance characteristics through employee discussions and personal 
observations.    Discusses methods to improve performance and motivate employees by discussing employee 
performance.    Directs the work of the entire nursing service staff in the care and treatment of patients at a health care 
facility.     Implements corrective measures to staff for inappropriate actions through discussions, written warnings, and 
recommendations for suspension or termination.Scheduling Work and Activities:    Assigns staff to program work plans 
and activities by comparing program requirements and needs with the staff's availability, experience working in a 
particular program, level of independence, and training in specified areas. Organizing, Planning, and Prioritizing Work:    
Develops program standards, goals, objectives, and guidelines.    Prioritizes program goals and needs based on 
importance, urgency, and other factor. Training and Teaching Others:     Identifies training needs of employees and 
writes manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing 
care operations. Performing Administrative Activities:    Reviews records to ensure accuracy and completeness.    
Writes/reviews personnel evaluations written by/for subordinate nursing supervisors.    Assesses and monitors resource 
needs including developing a master staffing plan, writing position requests.     Makes recommendations for 
improvements of non nursing services (e.g., food services, security, housekeeping, professional education programs) 
which impact the administration of nursing services.    May monitor a budget. Monitor Processes, Materials, or 
Surroundings:    Monitors program activities to ensure goals are being met.Evaluating Information to Determine 
Compliance with Standards:    Compares safety and health regulatory policies and professional practice standards to 
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current facility nursing policies and procedures to identify needed changes.    Composes or revises facility nursing 
practices by extracting relevant policies and procedures from professional nursing information sources.    Compares new 
or revised nursing policies with current nursing practices to ensure they do not conflict with each other. Assisting and 
Caring for Others:    Assesses patient's health history, recording vital signs, and performing laboratory procedures.    
Establishes a nursing diagnosis including a written plan of care.    Implements nursing plan of care by administering 
medication, nursing treatments, and patient education.    Performs BLS (Basic Life Support), CPR (cardiopulmonary 
resuscitation) and other emergency responses.    May provide registered nursing care when other registered nurses are 
not available.    May assist in directing nursing care services. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Problem Solving     4. Delegation     5. Organizing     6. 
Command Skills     7. Conflict Management     8. Perseverance     9. Written Communications   10. Approachability   11. 
Ethics and Values   12. Integrity and TrustKnowledge:      Knowledge of accepted advanced nursing practices and 
techniques and complex medical treatments     Knowledge of applicable laws, policies, procedures, agency 
administrative directives, regulations and rules     Knowledge of management and administrative procedures     
Knowledge of principles and processes for providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer satisfaction     Knowledge of the 
information and techniques needed to assess and treat human injuries, diseases, and deformities    Knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders Skills:     The 
skill to implement complex management and administrative procedures    The skill to implement changes    The skill to 
understand the implications of new information for both current and future problem-solving and decision-making    The 
skill to give full attention to what other people are saying, taking time to understand the points being made, asking 
questions as appropriate, and not interrupting at inappropriate times    The skill to use critical thinking techniques and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
The skill to select and use training/instructional methods and procedures appropriate for the situation when learning or 
teaching new things    The skill to monitor/ access performance of yourself, other individuals, or organizations to make 
improvements or take corrective action    The skill to understand written sentences and paragraphs in work related 
documents    The skill to use scientific rules and methods to solve problems    The skill to adjust actions in relation to 
others' actions    The skill to being aware of others' reactions and understanding why they react as they do    The skill to 
identify complex problems and reviewing related information to develop and evaluate options and implement solutions    
The skill to consider the relative costs and benefits of potential actions to choose the most appropriate one Abilities:     
The ability to function autonomously    The ability to assess healthcare barriers and the delivery of services    The ability 
to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly 
unrelated events)    The ability to communicate (verbally and written) information and ideas    The ability to assess and 
monitor healthcare outcomes    The ability to come up with unusual or clever ideas about a given topic or situation, or to 
develop creative ways to solve a problem    The ability to tell when something is wrong or is likely to go wrong    The 
ability to multitask between two or more activities or sources of information    The ability to exert maximum muscle 
force to lift, push, pull, or carry objects    The ability to use your abdominal and lower back muscles to support part of 
the body repeatedly or continuously over time without 'giving out' or fatiguing    The ability to see details at close range 
(within a few feet of the observer)    The ability to see under low light conditions    The ability to speak clearly so others 
can understand you    The ability to identify and understand the speech of another person    The ability to match or 
detect differences between colors, including shades of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072775 - REGISTERED NURSE 5 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2044 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to five years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a diploma in registered nursing from an accredited school of nursing or 
bachelor's degree in nursing from an accredited college or university, and experience equivalent to four years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a graduate degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing, of which one year must be nursing supervisory or 
consultation experience." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse with the State of Tennessee or holds a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator 
license may be required. A master's degree in nursing from an accredited college or university may be required in 
mental health facilities. Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of unusual difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the highest class in the 
Registered Nurse sub series. An employee in this class serves as the director of nursing services at a major health care 
facility or as a nursing consultant to multiple adult or youth correctional facilities. The RN 5 provides nursing consulting 
and program management which involves developing, implementing, and evaluating registered nursing policies and 
procedures, determining staffing needs, budget development and monitoring, procurement and contract negotiation, 
and administrative reports. This class differs from that of Registered Nurse 4 in that an incumbent of the latter is 
responsible for managing the nursing staff on all shifts, has twenty-four hour administrative responsibility for one or 
more programs, or serves as an assistant director of nursing. 
 
Work Activities: 
Guiding, Directing, Motivating Subordinates:     Directs nursing services ensuring that nursing standards in the 
community. are consistent with regulatory agency requirements.    Directs the work of the entire nursing service staff.        
Observes employees as they perform tasks.    Advises subordinate staff in policies and procedures.    Discusses methods 
to improve performance and motivate employees by discussing employee performance.    Implements corrective action 
to staff for inappropriate actions through discussions, written warning, suspension, or termination. Evaluating 
Information to Determine Compliance with Standards:     Identifies appropriate changes to current facility nursing 
policies and procedures based on safety and health regulations and professional standards.     Compares new or revised 
nursing policies and procedures with current nursing practices to ensure they do not conflict.     Composes or revises 
facility nursing practices by extracting relevant policies and procedures from professional nursing information 
sources.Making Decisions and Solving Problems:    Makes recommendations for improvements of services which impact 
the administration of nursing services.    Resolves health service conflicts.    Resolves disputes among employees 
according to organizational policies and procedures. Communicating with Supervisors, Peers, or Subordinates:     
Communicates to educational program staff needed skills to be developed in the training of allied health students.    
Receives and disseminates information (i.e., protocols, policies, directives and other procedures). Performing 
Administrative Activities:     Evaluates employees' performance.    Interviews prospective employees to gather 
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information of their work history, training, and education.    Writes nursing policies, procedures and protocols.    May 
design a system to categorize patients into levels of care and to identify trends during the patients' stay.    Reviews 
records to ensure accuracy and completeness.    Develops a master staffing plan to determine the amount and type of 
positions needed.    Collects health informatics, health care information and other management systems.    May write 
staff schedules and assigns tasks.Training and Teaching Others:     Identifies training needs of employees.    Writes 
manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing care 
operations.    Implements training as appropriate.    May coordinate and implement the education of other  unlicensed 
staff on specific health related issues such as legal and ethical ramifications of procedures, safety issues, and infection 
control. Monitoring and Controlling Resources:    Assesses and monitors resource needs of nursing services.    Writes 
narrative position requests.     Locates and procures temporary employees, equipment, and supplies through state 
contracted and non-state contracted vendors.     Identifies needed supplies and equipment.     Examines contract 
provisions, vendor catalogs, and products to determine if needs will be met.    May solicit bids on non-state contracted 
items.    Writes a narrative justification of the purchasing request.    Develops and monitors a budget for the nursing 
services of a facility.     Determines the current status of fiscal operations for nursing services.    Identifies any 
inconsistencies or inaccuracies in budget report or recorded transactions.    May examine any information which has a 
budgetary impact such as bills, regulations, position changes, and constraints of state guidelines.    Monitors 
expenditures such as purchasing requests and expense claims.    May manage contracts and/or DPAs (Delegated 
Purchase Authority). Communicating with Persons Outside Organization:     Communicates with internal and external 
entities. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Delegation     4. Time Management     5. Command Skills     
6. Conflict Management     7. Perseverance     8. Career Ambition     9. Written Communications   10. Building Effective 
Teams   11. Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of accepted advanced nursing practices 
and techniques and complex medical treatments        Knowledge of advanced nursing management principles    
Knowledge of advanced health care systems and evaluation process       Knowledge of applicable laws, policies, 
procedures, agency administrative directives, regulations and rules    Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Knowledge of the information and techniques needed to diagnose 
and treat human injuries, diseases, and deformities    Knowledge of human behavior and performance; individual 
differences in ability, personality, and interests; learning and motivation; psychological research methods; and the 
assessment and treatment of behavioral and affective disorders    Skills:     The skill to develop and implement complex 
management and administrative applications     The skill to develop and implement advanced professional nursing 
techniques, policies and procedures    The skill to analyze data    The skill to develop and implement a system of change      
The skill to understand the implications of new information for both current and future problem-solving and decision-
making    The skill to use critical thinking techniques to address the strengths and weaknesses of alternative solutions, 
conclusions or approaches to complex problems    The skill to develop and implement training/instructional methods 
and procedures appropriate for health care systems    The skill to evaluate the performance of the organizations to make 
improvements or take corrective action    The skill to address complex problems and review related information to 
develop and evaluate options and implement solutions    The skill to motivate, develop, and direct people as they work, 
identifying the best people for the job Abilities:     The ability to function autonomously    The ability to address health 
care barriers and the delivery of services    The ability to  evaluate information to form general rules  and conclusions 
(includes finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble objects    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The 
ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time 
without 'giving out' or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability 
to see under low light conditions    The ability to speak clearly so others can understand you    The ability to identify and 
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understand the speech of another person    The ability to match or detect differences between colors, including shades 
of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072775 - REGISTERED NURSE 5 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2045 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to five years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a diploma in registered nursing from an accredited school of nursing or 
bachelor's degree in nursing from an accredited college or university, and experience equivalent to four years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a graduate degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing, of which one year must be nursing supervisory or 
consultation experience." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse with the State of Tennessee or holds a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator 
license may be required. A master's degree in nursing from an accredited college or university may be required in 
mental health facilities. Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of unusual difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the highest class in the 
Registered Nurse sub series. An employee in this class serves as the director of nursing services at a major health care 
facility or as a nursing consultant to multiple adult or youth correctional facilities. The RN 5 provides nursing consulting 
and program management which involves developing, implementing, and evaluating registered nursing policies and 
procedures, determining staffing needs, budget development and monitoring, procurement and contract negotiation, 
and administrative reports. This class differs from that of Registered Nurse 4 in that an incumbent of the latter is 
responsible for managing the nursing staff on all shifts, has twenty-four hour administrative responsibility for one or 
more programs, or serves as an assistant director of nursing. 
 
Work Activities: 
Guiding, Directing, Motivating Subordinates:     Directs nursing services ensuring that nursing standards in the 
community. are consistent with regulatory agency requirements.    Directs the work of the entire nursing service staff.        
Observes employees as they perform tasks.    Advises subordinate staff in policies and procedures.    Discusses methods 
to improve performance and motivate employees by discussing employee performance.    Implements corrective action 
to staff for inappropriate actions through discussions, written warning, suspension, or termination. Evaluating 
Information to Determine Compliance with Standards:     Identifies appropriate changes to current facility nursing 
policies and procedures based on safety and health regulations and professional standards.     Compares new or revised 
nursing policies and procedures with current nursing practices to ensure they do not conflict.     Composes or revises 
facility nursing practices by extracting relevant policies and procedures from professional nursing information 
sources.Making Decisions and Solving Problems:    Makes recommendations for improvements of services which impact 
the administration of nursing services.    Resolves health service conflicts.    Resolves disputes among employees 
according to organizational policies and procedures. Communicating with Supervisors, Peers, or Subordinates:     
Communicates to educational program staff needed skills to be developed in the training of allied health students.    
Receives and disseminates information (i.e., protocols, policies, directives and other procedures). Performing 
Administrative Activities:     Evaluates employees' performance.    Interviews prospective employees to gather 
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information of their work history, training, and education.    Writes nursing policies, procedures and protocols.    May 
design a system to categorize patients into levels of care and to identify trends during the patients' stay.    Reviews 
records to ensure accuracy and completeness.    Develops a master staffing plan to determine the amount and type of 
positions needed.    Collects health informatics, health care information and other management systems.    May write 
staff schedules and assigns tasks.Training and Teaching Others:     Identifies training needs of employees.    Writes 
manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing care 
operations.    Implements training as appropriate.    May coordinate and implement the education of other  unlicensed 
staff on specific health related issues such as legal and ethical ramifications of procedures, safety issues, and infection 
control. Monitoring and Controlling Resources:    Assesses and monitors resource needs of nursing services.    Writes 
narrative position requests.     Locates and procures temporary employees, equipment, and supplies through state 
contracted and non-state contracted vendors.     Identifies needed supplies and equipment.     Examines contract 
provisions, vendor catalogs, and products to determine if needs will be met.    May solicit bids on non-state contracted 
items.    Writes a narrative justification of the purchasing request.    Develops and monitors a budget for the nursing 
services of a facility.     Determines the current status of fiscal operations for nursing services.    Identifies any 
inconsistencies or inaccuracies in budget report or recorded transactions.    May examine any information which has a 
budgetary impact such as bills, regulations, position changes, and constraints of state guidelines.    Monitors 
expenditures such as purchasing requests and expense claims.    May manage contracts and/or DPAs (Delegated 
Purchase Authority). Communicating with Persons Outside Organization:     Communicates with internal and external 
entities. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Delegation     4. Time Management     5. Command Skills     
6. Conflict Management     7. Perseverance     8. Career Ambition     9. Written Communications   10. Building Effective 
Teams   11. Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of accepted advanced nursing practices 
and techniques and complex medical treatments        Knowledge of advanced nursing management principles    
Knowledge of advanced health care systems and evaluation process       Knowledge of applicable laws, policies, 
procedures, agency administrative directives, regulations and rules    Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Knowledge of the information and techniques needed to diagnose 
and treat human injuries, diseases, and deformities    Knowledge of human behavior and performance; individual 
differences in ability, personality, and interests; learning and motivation; psychological research methods; and the 
assessment and treatment of behavioral and affective disorders    Skills:     The skill to develop and implement complex 
management and administrative applications     The skill to develop and implement advanced professional nursing 
techniques, policies and procedures    The skill to analyze data    The skill to develop and implement a system of change      
The skill to understand the implications of new information for both current and future problem-solving and decision-
making    The skill to use critical thinking techniques to address the strengths and weaknesses of alternative solutions, 
conclusions or approaches to complex problems    The skill to develop and implement training/instructional methods 
and procedures appropriate for health care systems    The skill to evaluate the performance of the organizations to make 
improvements or take corrective action    The skill to address complex problems and review related information to 
develop and evaluate options and implement solutions    The skill to motivate, develop, and direct people as they work, 
identifying the best people for the job Abilities:     The ability to function autonomously    The ability to address health 
care barriers and the delivery of services    The ability to  evaluate information to form general rules  and conclusions 
(includes finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble objects    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The 
ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time 
without 'giving out' or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability 
to see under low light conditions    The ability to speak clearly so others can understand you    The ability to identify and 



 TN Job Classification Specifications  
September 22, 2020 

understand the speech of another person    The ability to match or detect differences between colors, including shades 
of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072775 - REGISTERED NURSE 5 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2046 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to five years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a diploma in registered nursing from an accredited school of nursing or 
bachelor's degree in nursing from an accredited college or university, and experience equivalent to four years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a graduate degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing, of which one year must be nursing supervisory or 
consultation experience." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse with the State of Tennessee or holds a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator 
license may be required. A master's degree in nursing from an accredited college or university may be required in 
mental health facilities. Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of unusual difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the highest class in the 
Registered Nurse sub series. An employee in this class serves as the director of nursing services at a major health care 
facility or as a nursing consultant to multiple adult or youth correctional facilities. The RN 5 provides nursing consulting 
and program management which involves developing, implementing, and evaluating registered nursing policies and 
procedures, determining staffing needs, budget development and monitoring, procurement and contract negotiation, 
and administrative reports. This class differs from that of Registered Nurse 4 in that an incumbent of the latter is 
responsible for managing the nursing staff on all shifts, has twenty-four hour administrative responsibility for one or 
more programs, or serves as an assistant director of nursing. 
 
Work Activities: 
Guiding, Directing, Motivating Subordinates:     Directs nursing services ensuring that nursing standards in the 
community. are consistent with regulatory agency requirements.    Directs the work of the entire nursing service staff.        
Observes employees as they perform tasks.    Advises subordinate staff in policies and procedures.    Discusses methods 
to improve performance and motivate employees by discussing employee performance.    Implements corrective action 
to staff for inappropriate actions through discussions, written warning, suspension, or termination. Evaluating 
Information to Determine Compliance with Standards:     Identifies appropriate changes to current facility nursing 
policies and procedures based on safety and health regulations and professional standards.     Compares new or revised 
nursing policies and procedures with current nursing practices to ensure they do not conflict.     Composes or revises 
facility nursing practices by extracting relevant policies and procedures from professional nursing information 
sources.Making Decisions and Solving Problems:    Makes recommendations for improvements of services which impact 
the administration of nursing services.    Resolves health service conflicts.    Resolves disputes among employees 
according to organizational policies and procedures. Communicating with Supervisors, Peers, or Subordinates:     
Communicates to educational program staff needed skills to be developed in the training of allied health students.    
Receives and disseminates information (i.e., protocols, policies, directives and other procedures). Performing 
Administrative Activities:     Evaluates employees' performance.    Interviews prospective employees to gather 
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information of their work history, training, and education.    Writes nursing policies, procedures and protocols.    May 
design a system to categorize patients into levels of care and to identify trends during the patients' stay.    Reviews 
records to ensure accuracy and completeness.    Develops a master staffing plan to determine the amount and type of 
positions needed.    Collects health informatics, health care information and other management systems.    May write 
staff schedules and assigns tasks.Training and Teaching Others:     Identifies training needs of employees.    Writes 
manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing care 
operations.    Implements training as appropriate.    May coordinate and implement the education of other  unlicensed 
staff on specific health related issues such as legal and ethical ramifications of procedures, safety issues, and infection 
control. Monitoring and Controlling Resources:    Assesses and monitors resource needs of nursing services.    Writes 
narrative position requests.     Locates and procures temporary employees, equipment, and supplies through state 
contracted and non-state contracted vendors.     Identifies needed supplies and equipment.     Examines contract 
provisions, vendor catalogs, and products to determine if needs will be met.    May solicit bids on non-state contracted 
items.    Writes a narrative justification of the purchasing request.    Develops and monitors a budget for the nursing 
services of a facility.     Determines the current status of fiscal operations for nursing services.    Identifies any 
inconsistencies or inaccuracies in budget report or recorded transactions.    May examine any information which has a 
budgetary impact such as bills, regulations, position changes, and constraints of state guidelines.    Monitors 
expenditures such as purchasing requests and expense claims.    May manage contracts and/or DPAs (Delegated 
Purchase Authority). Communicating with Persons Outside Organization:     Communicates with internal and external 
entities. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Delegation     4. Time Management     5. Command Skills     
6. Conflict Management     7. Perseverance     8. Career Ambition     9. Written Communications   10. Building Effective 
Teams   11. Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of accepted advanced nursing practices 
and techniques and complex medical treatments        Knowledge of advanced nursing management principles    
Knowledge of advanced health care systems and evaluation process       Knowledge of applicable laws, policies, 
procedures, agency administrative directives, regulations and rules    Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Knowledge of the information and techniques needed to diagnose 
and treat human injuries, diseases, and deformities    Knowledge of human behavior and performance; individual 
differences in ability, personality, and interests; learning and motivation; psychological research methods; and the 
assessment and treatment of behavioral and affective disorders    Skills:     The skill to develop and implement complex 
management and administrative applications     The skill to develop and implement advanced professional nursing 
techniques, policies and procedures    The skill to analyze data    The skill to develop and implement a system of change      
The skill to understand the implications of new information for both current and future problem-solving and decision-
making    The skill to use critical thinking techniques to address the strengths and weaknesses of alternative solutions, 
conclusions or approaches to complex problems    The skill to develop and implement training/instructional methods 
and procedures appropriate for health care systems    The skill to evaluate the performance of the organizations to make 
improvements or take corrective action    The skill to address complex problems and review related information to 
develop and evaluate options and implement solutions    The skill to motivate, develop, and direct people as they work, 
identifying the best people for the job Abilities:     The ability to function autonomously    The ability to address health 
care barriers and the delivery of services    The ability to  evaluate information to form general rules  and conclusions 
(includes finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble objects    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The 
ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time 
without 'giving out' or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability 
to see under low light conditions    The ability to speak clearly so others can understand you    The ability to identify and 
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understand the speech of another person    The ability to match or detect differences between colors, including shades 
of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072775 - REGISTERED NURSE 5 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2047 
 
Minimum Qualifications: 
"Education and Experience: Currently licensed as a Registered Nurse and experience equivalent to five years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a diploma in registered nursing from an accredited school of nursing or 
bachelor's degree in nursing from an accredited college or university, and experience equivalent to four years of 
registered nursing, of which one year must be nursing supervisory or consultation experience. OR Currently licensed as a 
Registered Nurse, education equivalent to a graduate degree in nursing from an accredited college or university, and 
experience equivalent to three years of registered nursing, of which one year must be nursing supervisory or 
consultation experience." 
 
Other Requirements: 
Necessary Special Qualifications: Currently licensed as a Registered Nurse with the State of Tennessee or holds a 
privilege to practice in the State of Tennessee under the Nurse Licensure Compact (NLC). A valid motor vehicle operator 
license may be required. A master's degree in nursing from an accredited college or university may be required in 
mental health facilities. Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory registered nursing duties of unusual difficulty and managerial 
work of average difficulty; and performs related work as required. Distinguishing Features: This is the highest class in the 
Registered Nurse sub series. An employee in this class serves as the director of nursing services at a major health care 
facility or as a nursing consultant to multiple adult or youth correctional facilities. The RN 5 provides nursing consulting 
and program management which involves developing, implementing, and evaluating registered nursing policies and 
procedures, determining staffing needs, budget development and monitoring, procurement and contract negotiation, 
and administrative reports. This class differs from that of Registered Nurse 4 in that an incumbent of the latter is 
responsible for managing the nursing staff on all shifts, has twenty-four hour administrative responsibility for one or 
more programs, or serves as an assistant director of nursing. 
 
Work Activities: 
Guiding, Directing, Motivating Subordinates:     Directs nursing services ensuring that nursing standards in the 
community. are consistent with regulatory agency requirements.    Directs the work of the entire nursing service staff.        
Observes employees as they perform tasks.    Advises subordinate staff in policies and procedures.    Discusses methods 
to improve performance and motivate employees by discussing employee performance.    Implements corrective action 
to staff for inappropriate actions through discussions, written warning, suspension, or termination. Evaluating 
Information to Determine Compliance with Standards:     Identifies appropriate changes to current facility nursing 
policies and procedures based on safety and health regulations and professional standards.     Compares new or revised 
nursing policies and procedures with current nursing practices to ensure they do not conflict.     Composes or revises 
facility nursing practices by extracting relevant policies and procedures from professional nursing information 
sources.Making Decisions and Solving Problems:    Makes recommendations for improvements of services which impact 
the administration of nursing services.    Resolves health service conflicts.    Resolves disputes among employees 
according to organizational policies and procedures. Communicating with Supervisors, Peers, or Subordinates:     
Communicates to educational program staff needed skills to be developed in the training of allied health students.    
Receives and disseminates information (i.e., protocols, policies, directives and other procedures). Performing 
Administrative Activities:     Evaluates employees' performance.    Interviews prospective employees to gather 
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information of their work history, training, and education.    Writes nursing policies, procedures and protocols.    May 
design a system to categorize patients into levels of care and to identify trends during the patients' stay.    Reviews 
records to ensure accuracy and completeness.    Develops a master staffing plan to determine the amount and type of 
positions needed.    Collects health informatics, health care information and other management systems.    May write 
staff schedules and assigns tasks.Training and Teaching Others:     Identifies training needs of employees.    Writes 
manuals of instruction detailing procedures, policies, and/or regulations pertaining to a specified area of nursing care 
operations.    Implements training as appropriate.    May coordinate and implement the education of other  unlicensed 
staff on specific health related issues such as legal and ethical ramifications of procedures, safety issues, and infection 
control. Monitoring and Controlling Resources:    Assesses and monitors resource needs of nursing services.    Writes 
narrative position requests.     Locates and procures temporary employees, equipment, and supplies through state 
contracted and non-state contracted vendors.     Identifies needed supplies and equipment.     Examines contract 
provisions, vendor catalogs, and products to determine if needs will be met.    May solicit bids on non-state contracted 
items.    Writes a narrative justification of the purchasing request.    Develops and monitors a budget for the nursing 
services of a facility.     Determines the current status of fiscal operations for nursing services.    Identifies any 
inconsistencies or inaccuracies in budget report or recorded transactions.    May examine any information which has a 
budgetary impact such as bills, regulations, position changes, and constraints of state guidelines.    Monitors 
expenditures such as purchasing requests and expense claims.    May manage contracts and/or DPAs (Delegated 
Purchase Authority). Communicating with Persons Outside Organization:     Communicates with internal and external 
entities. 
 
Competencies (KSA’s): 
Competencies:     1. Creativity     2. Dealing with Ambiguity     3. Delegation     4. Time Management     5. Command Skills     
6. Conflict Management     7. Perseverance     8. Career Ambition     9. Written Communications   10. Building Effective 
Teams   11. Ethics and Values   12. Integrity and TrustKnowledge:     Knowledge of accepted advanced nursing practices 
and techniques and complex medical treatments        Knowledge of advanced nursing management principles    
Knowledge of advanced health care systems and evaluation process       Knowledge of applicable laws, policies, 
procedures, agency administrative directives, regulations and rules    Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Knowledge of the information and techniques needed to diagnose 
and treat human injuries, diseases, and deformities    Knowledge of human behavior and performance; individual 
differences in ability, personality, and interests; learning and motivation; psychological research methods; and the 
assessment and treatment of behavioral and affective disorders    Skills:     The skill to develop and implement complex 
management and administrative applications     The skill to develop and implement advanced professional nursing 
techniques, policies and procedures    The skill to analyze data    The skill to develop and implement a system of change      
The skill to understand the implications of new information for both current and future problem-solving and decision-
making    The skill to use critical thinking techniques to address the strengths and weaknesses of alternative solutions, 
conclusions or approaches to complex problems    The skill to develop and implement training/instructional methods 
and procedures appropriate for health care systems    The skill to evaluate the performance of the organizations to make 
improvements or take corrective action    The skill to address complex problems and review related information to 
develop and evaluate options and implement solutions    The skill to motivate, develop, and direct people as they work, 
identifying the best people for the job Abilities:     The ability to function autonomously    The ability to address health 
care barriers and the delivery of services    The ability to  evaluate information to form general rules  and conclusions 
(includes finding a relationship among seemingly unrelated events)    The ability to communicate (verbally and written) 
information and ideas    The ability to assess and monitor healthcare outcomes    The ability to come up with unusual or 
clever ideas about a given topic or situation, or to develop creative ways to solve a problem    The ability to tell when 
something is wrong or is likely to go wrong    The ability to multitask between two or more activities or sources of 
information    The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, 
manipulate, or assemble objects    The ability to exert maximum muscle force to lift, push, pull, or carry objects    The 
ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time 
without 'giving out' or fatiguing    The ability to see details at close range (within a few feet of the observer)    The ability 
to see under low light conditions    The ability to speak clearly so others can understand you    The ability to identify and 
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understand the speech of another person    The ability to match or detect differences between colors, including shades 
of color and brightness 
 
Tools and Equipment Used: 
    Electronic devices    Various medical equipment devices 
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072787 - REGISTERED NURSE EXPAND SKILLS 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2058 
 
Minimum Qualifications: 
Education and Experience: Graduation from an approved school of nursing and completion of nine months of academic 
study in a clinical nursing specialty. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed or eligible for licensure as a Registered Nurse in the State of Tennessee and 
current national certification or eligible for national certification in the appropriate nursing specialty area. Licensure as a 
Registered Nurse in the State of Tennessee and national certification in the appropriate nursing specialty area are 
required within a reasonable time after employment.Examination Method: Education and Experience, 100%, for Career 
Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for clinical nursing duties of considerable difficulty; and performs related work 
as required.Distinguishing Features: An employee in this class functions as a clinical nurse in a specialty area providing 
assessment, diagnosis and nursing/medical care for patients and families. This class differs from Nurse Practitioner in 
that an incumbent of the latter meets the qualifications to write and sign prescriptions and/or issue noncontrolled 
legend drugs. 
 
Work Activities: 
1. Plans and provides nursing services in a specialty area such as family planning, pediatrics, and prenatal; coordinates 
ongoing care with other health team members; develops and revises protocols and nursing guidelines.2. Collects patient 
data that are comprehensive and accurate, including: health histories, physical assessment, laboratory tests, growth and 
development, mental and emotional status, risk factors, family dynamics, and economic, environmental, cultural and 
religious factors affecting health.3. Interprets and analyzes collected data to formulate diagnoses.4. Develops plans, 
based on the diagnosis, that specify nursing actions unique to client needs and that include consultation with and/or 
referral to other health care providers.5. Intervenes to promote, maintain, or restore health, to prevent or treat illness, 
and to effect rehabilitation according to policy, guidelines, and/or protocol.6. Evaluates responses to interventions in 
order to determine progress and to revise the data base, diagnosis, and plan of care.7. Participates in peer review and 
other means of evaluation to assure quality of nursing practice.8. Serves as a consultant in collection and interpretation 
of data by other health team members and development of treatment plans.9. Contributes to the professional 
development of other health team members by participation in orientation of new staff and in-service education.10. 
Assures legal documentation and safeguards confidentiality of legal/official records; completes management reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075220 - REGULATORY COMPLIANCE DIRECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3611 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075220 - REGULATORY COMPLIANCE DIRECTOR 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3612 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075350 - REGULATORY COMPLIANCE MANAGER 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3484 
 
Minimum Qualifications: 
Education and Experience: Bachelor’s degree in business administration, accounting, finance or other related 
management area and a minimum of nine (9) hours of accounting or finance. Five plus years of nondepository 
examination experience. Two of the five years’ experience must be in a supervisory or team lead role.                            
Substitution of Education for Experience: None. Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Maintain a valid motor vehicle license. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:   Under minimal supervision, is responsible for non-depository financial institutions management work of 
considerable difficulty; and performs related work as required. Is also responsible for assisting in the management of 
and data analysis of the risk focused program as well as staff development and technical training related to the 
nondepository institutions regulated by the department. Distinguishing Features: An employee in this class directly and 
indirectly manages staff conducting examinations of all industry types of nondepository financial institutions statewide. 
This class differs from Compliance Examination Supervisor in that the incumbent of the latter generally has supervisory 
responsibilities related to only one or two nondepository industries regulated by the department. This class reports to 
the Safety and Soundness Chief Administrator. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Serves as departmental subject matter expert for all nondepository 
institutions pertaining to the regulatory responsibilities of the division.    Provide advice and answer questions to staff as 
needed related to the examination processes of all license types, the risk-focused program as well as state and 
department policies and procedures. Establishing and Maintaining Interpersonal Relationships:    Work collectively with 
division management, the risk-focused director, direct and indirect reports to ensure 100% of identified high-risk 
licensees are examined during each fiscal year.    Facilitates and work collectively with federal regulators and other 
industry entities to ensure a balance and consistent regulatory approach.    Work collectively with division management, 
licensing staff and direct and indirect reports to ensure the examinations are conducted timely and in compliance with 
established policy, procedure, rules, statutes and laws and to ensure that all division regulatory responsibilities are 
completed/processed as required. Judging the Qualities of Things, Services, or People:    Ensure the accuracy of the 
worksheets for Compliance Examination Supervisors that were completed during the examination process and 
determine if all aspects of the examination were appropriately conducted in compliance with policy, procedure and 
practice.    Review the data sheets that are completed following each nondepository examination to ensure that 
accurate and appropriate data has been collected for analysis within the risk-focused program.    Ensure that all 
identified violations are appropriately supported with verifiable documentation and that the examination report 
accurately reflects the findings/violations for those examinations conducted by Compliance Examination Supervisors. 
Coaching and Developing Others:    Provide coaching and feedback to improve employee performance and development 
and complete all required supporting forms and documents as part of the performance management process.    Provide 
coaching, direction and serve as reviewer for direct reports related to the performance management process to 
promote improved performance of examination teams.    Actively solicit and maintain open door availability to staff. 
Training and Teaching Others:    Provide on-the-job training to direct and indirect reports and individualize training as 
needed to ensure they learn all facets and requirements of the examination process.    Provide direct and indirect 
reports with information and updates pertaining to changes in legislation, statutes, rules, policies and procedures to 
ensure they have up-to-date information related to the examination process.    Ensure all direct and indirect reports 
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have the resources available to meet their required CSBS training hour requirements yearly. Updating and Using 
Relevant Information:    Maintains up-to-date knowledge of relevant processes, practices and information related to the 
risk-focused program.    Maintains up-to-date knowledge related to changes in regulation of non-depository institutions 
and share this information with direct and indirect reports to ensure staff continue to build their knowledge base.    
Maintains up-to-date knowledge of all non-depository regulatory processes, statutes, policies, procedures, regulations 
and industry knowledge to effectively regulate the institutions and to serve as an information resource to internal and 
external customers. Thinking Creatively:    Work collectively with division management and/or department leadership to 
identify/design/develop policies, procedures and practices for the Compliance division's examination team. Interpreting 
the Meaning of Information for Others:    Interpret information for direct and indirect reports related to the risk-focused 
program to ensure understanding of policies, procedures and guidelines related to the program.    Interpret information 
for internal and external customers related to the risk-focused program to ensure understanding of policies, procedures 
and guidelines related to the program.    Explain regulatory statutes, guidelines, policies and procedures for internal and 
external customers to determine applicability to the division's regulatory responsibilities and seek guidance/forward 
questions to upper management as needed to ensure consistency or for additional clarification. Staffing Organizational 
Units:    Interviews and makes recommendations for hire, promotion, demotion and transfer to ensure appropriate 
staffing is maintained within the division to carry out regulatory responsibilities. Communicating with Supervisors, Peers, 
or Subordinates:    Communicate and address performance issues with direct and indirect reports as needed.    
Communicate with central office management as needed or directed by the Chief Administrator for consultation and/or 
resolution of identified administrative issues.    Communicate on a daily basis with Chief Administrator, Director, direct 
and indirect reports to convey work related information and coordinate work activities. Making Decisions and Solving 
Problems:    Consult with Chief Administrator, direct and indirect reports, licensees, other department management to 
resolve problems and answer questions raised as part of the examination process. Guiding, Directing, and Motivating 
Subordinates:    Provide performance feedback to direct or indirect reports to facilitate employee development.    Direct 
staff to complete department initiatives within established goals.    Provide motivation to staff to ensure continued 
employee engagement. Resolving Conflicts and Negotiating with Others:    Assign appropriate staff to investigate 
complaints submitted by regulated entities.    Work collectively with the Consumer Resources Director to ensure 
investigation, resolution and or settlement of complaints/grievances to ensure continued customer service to external 
customers.    Investigate and work with direct and indirect reports to facilitate conflict resolution. Organizing, Planning 
and Prioritizing Work:    Manage and prioritize multiple work assignments to meet established deadlines. Developing 
Objectives and Strategies:    Work collectively with the Director of the risk-focused program to embed the results of the 
risk-focused program into the caseloads to facilitate the structuring and assignment of caseloads.    Work collectively 
with the Chief Administrator and Director to analyze staffing needs based on the number of current licensed industries 
and the risk focused program to ensure appropriate staffing is available to meet division and department regulatory 
responsibilities.    Work collectively with Chief Administrator to evaluate caseloads to strategically assign staff to conduct 
examinations based on industry fluctuations and changes. Monitoring and Controlling Resources:    Monitor processes, 
work time, supplies, equipment, etc. to ensure direct and indirect reports are being good stewards of state resources 
and funding. Evaluating Information to Determine Compliance with Standards:    Review examination reports for direct 
and indirect reports to ensure that all facets of the examination have been completed, all supporting documentation is 
relevant, all required reports/information as required by policy and procedure is included with the examination, all 
worksheets are accurately and completely prepared and included with the examination work papers.    Evaluate 
information received from examination reports and assist as needed with the examination of non-depository institutions 
to ensure compliance with all state and federal laws, policies, rules and procedures.    Audit and approve direct and 
indirect reports travel claims, travel authorizations and timesheets to ensure compliance with state and department 
policy. Processing Information:    Audit Compliance Examination Supervisor documentation and information to utilize in 
facilitating meetings with direct reports.    Work collectively with the risk-focused director to compile, audit and analyze 
information obtained from the examination data sheets to assist in the identification of high risk entities.    Verify 
information in the RBS/FIRST billing report to ensure that all examinations are accurately processed for billing in 
comparison to the exam reports received and examiner itineraries submitted.    Submit a monthly attestment to Internal 
Audit verifying the locations visited on the itinerary in comparison to the locations disclosed on the mileage logs direct 
reports. Monitor Processes, Materials, or Surroundings:    Monitor and ensure supervisors have reviewed all 
examination work papers to ensure all facets of the examination have been correctly conducted by examiner in 
accordance with examiner guidelines manual.    Monitor examiners' caseloads to make sure all nondepository 
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institutions are examined within specified timeframes as identified by the risk program.    Review and monitor itineraries 
to verify the efficiency of the examination schedules and verify that the examinations are completed in compliance with 
established policies/procedures.    Monitor the mileage logs to ensure examiners are being good stewards of the state's 
property and funding, compliance with the leased car policies, examiners conducted examinations as scheduled, and 
service and maintenance is being carried out as prescribed. Performing Administrative Activities:    Maintain supervision 
files to include information, documentation and data pertaining to the performance of direct reports as required to 
support performance evaluation ratings and coaching needs.    Maintain files, itineraries, reports, information, etc. as 
required by policy and procedure.    Maintain all electronic examination records in compliance with division policy and 
procedure.    Serve as contact point and ensure all direct and indirect reports have needed supplies and equipment to 
carry out job responsibilities. Interacting with Computers:    Utilizes word processing, databases, spreadsheets, search 
engines, regulatory and inventory software to maintain up-to-date information systems and generate required reports.    
Inputs and extracts data into and from assigned computer programs to facilitate the execution of other assigned 
tasks.Identifying Objects, Actions, Events:    Enter examination dates to ensure the master caseload is maintained up-to-
date and to ensure that examinations are completed in compliance with policy and practice. Analyzing Data or 
Information:    Work collectively with the Director of risk-focused program to analyze risk factors to determine the risk 
rating for nondepository institutions.    Perform random mileage audits of mileage logs to ensure variance levels are 
within acceptable levels. Inspecting Equipment, Structures, or Material:    Inspect the assigned state vehicles to verify 
that the vehicle is being appropriately maintained, no damage has occurred and that the supervisor is complying with 
the policies pertaining to leased vehicles. Developing and Building Teams:    Develops a culture of mutual trust, respect 
and cooperation among team members.    Provides constructive feedback and assistance to department leadership, 
direct and indirect reports as opportunities for improvement are identified.    Provide leadership by example. Scheduling 
Work Activities:    Provide “Failed to Renew” licensee report to Compliance Examination Supervisor to prompt 
examinations of potential unlicensed activity to ensure that examinations are conducted within established timeframes.    
Work collectively with Compliance Examination Supervisors to assign staff to conduct examinations based on complaints 
received from the Consumer Resources Division and ensure the examinations are conducted in compliance with policy 
and procedure. Getting Information:    Receive weekly examiner itineraries via e-mail to update caseloads and ensure 
examination frequency is in compliance with division practice, to cross-check to ensure examinations are completed, 
mileage logs are accurate and Edison time is accurately keyed.    Observe and receive information from Loan Examiner 
4s to manage and facilitate the completion of the pre-scoping examination process on all assigned complex 
examinations including internet and centralized collection center examinations.    Receive completed examination report 
from direct and indirect reports on a daily basis via e-mail to ensure examinations are completed and to verify the 
examiner's work schedules.    Receive completed mileage logs, gas receipts, maintenance receipts and other information 
as needed to verify the accuracy of the records in compliance with the leased vehicle policy. Documenting/Recording 
Information:    Maintain documentation of examination response follow-up in accordance with division policy and 
procedure.    Maintain documentation of direct report examination review sheets in accordance with division policy and 
procedure.    Maintain personnel documentation of direct reports to manage staff performance.    Maintain 
documentation of direct and indirect reports weekly itineraries and mileage logs. Operating Vehicles, Mechanized 
Devices, or Equipment:    Drive personal vehicle for designated work assignments.    Travel to examination sites 
regulated by the department, including the potential for overnight travel, to participate in training/meetings and/or 
conduct examinations.    Travel out-of-state to participate in training or conduct other regulatory responsibilities as 
needed. Performing General Physical Activities:    Lift and transport equipment and examination files/records to be 
utilized during the examination review and response process of non-depository institutions. Communicating with 
Persons outside the Organization:    Establish and maintain a variety of professional contacts with non-depository 
institution executives, managers, employees and other state, federal and professional entities. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                 Developing Direct Reports and Others                     Informing                           
Priority Setting                   Command Skills                 Conflict Management                      Hiring and Staffing                          
Organizational Agility                      Written Communications                                        Building Effective Teams                 
Fairness to Direct Reports                           Motivating Others                           Patience                 Ethics and Values                            
Managerial Courage  Knowledge:    Intermediate knowledge of administration and management as it relates to 
nondepository institutions               Basic knowledge of communications as it relates to making formal presentations                     
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Intermediate knowledge of nondepository institution laws and regulations                  Intermediate knowledge of 
effective business writing principles                   Intermediate knowledge of financial mathematics                           Basic 
knowledge of personnel management principles and best practices      Advanced knowledge of nondepository institution 
examination process  Skills:    Critical Thinking Skills                     Active Learning Skills                      Reading Comprehension 
Skills                    Active Listening Skills                     Financial Mathematical Skills                       Personnel Monitoring Skills                    
Process Monitoring Skills                 Technical Business Writing Skills                 Instructing Skills                 Coordination Skills                     
Negotiation Skills                           Persuasion Social Skills                   Service Orientation Social Skills                  Complex 
Problem Solving Skills                  Judgment and Decision Making Skills                      Systems Evaluation Skills                           
Systems Analysis Skills                   Management of Personnel Resources Skills                         Time Management Skills              
Abilities:    Deductive Reasoning Abilities                     Oral Expression Abilities                 Mathematical Reasoning Abilities                       
Oral Comprehension Abilities                      Written Comprehension Abilities                 Problem Sensitivity Abilities                        
Written Expression Abilities                         Finger Dexterity Abilities                Speech Clarity Abilities                   Speech 
Recognition Abilities                        Ability to Maintain Confidentiality 
 
Tools and Equipment Used: 
    Personal Computer    Printer    Copier    Fax    Scanner    Motor Vehicle    Financial Calculator    IPhone 
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006835 - REHAB ASSISTANT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2724 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school AND experience equivalent 
to three years of full-time experience in teaching, teaching assistance, training, manufacturing or production control 
work, or in providing services to handicapped clients. Substitution of Experience for Education: Qualifying experience 
may be substituted for the required education on a year-for-year basis, to a maximum of four years. Substitution of 
Education for Experience: Additional college coursework in education, a social or behavioral science, business 
management, production management, or other related field may be substituted for the required experience on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions;2. Complete a criminal history disclosure form in a manner approved by the 
appointing authority; 3. Agree to release all records involving their criminal history to the appointing authority; 4. Supply 
a fingerprint sample prescribed by the TBI based criminal history records check.Examination Method:  Education and 
Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs sub-professional rehabilitation assistance work of average difficulty in 
providing basic support to occupational programs; and performs related work as required. Distinguishing Features: An 
employee in this class is responsible for assisting professional counselors with teaching occupational skills to clients. An 
employee in this class is supervised by a professional staff member. This class differs from that of Counseling Assistant in 
that an incumbent of the latter teaches basic living skills. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Conducts time studies and wage 
surveys, create invoices and complete work orders to meet Department of Labor requirements.  Evaluating Information 
to Determine Compliance with Standards:    Interprets and complies with TOSHA, CARF and OSHA requirements. 
Organizing, Planning, and Prioritizing Work:     Prioritizes, organizes and develops and /or implements service plans. 
Coaching and Developing Others:    Performs regular home visits to deliver and teaches adaptive techniques and use of 
devices. Establishing and Maintaining Interpersonal Relationships:    Works with clients to reach goals set forth in the 
service plan.    Works directly with clients and co-workers to establish trust and teamwork. Developing Objectives and 
Strategies:    Implements service plans to meet the client's goals. Training and Teaching Others:    Teaches use of 
adaptive equipment and techniques to perform activities. Processing Information:    Complete all necessary forms and 
enter them into case management system. Documenting/Recording Information:    Documents client information into 
the electronic case file. Monitor Processes, Materials, or Surroundings:    Monitors behavior and progress of clients to 
ensure safety and the achievement of goals. Making Decisions and Solving Problems:    Makes independent decisions 
based on various factors to resolve problems. Repairing and Maintaining Mechanical Equipment:    Maintains and tests 
equipment to insure proper operation. Updating and Using Relevant Knowledge:    Understands and keeps up to date 
with new technology, community resources and assistive devices available for people with disabilities. Controlling 
Machines and Processes:    Assembles devices and demonstrates functions in order to teach client proper usage. 
Interpreting the Meaning of Information for Others:    Teaches clients how to perform specific tasks and explain policies. 
Resolving Conflicts and Negotiating with Others:    Handles client complaints and work to resolve the problem. Judging 
the Qualities of Things, Services, or People:    Assesses a client’s ability to independently perform a learned skill. 
Performing General Physical Activities:    Lifts boxes of supplies as needed. Getting Information:    Receives referral from 
teacher/counselor to review for program services needed. Thinking Creatively:    Develops and modifies processes to 
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accommodate the client's impairments. Inspecting Equipment, Structures, or Material:    Inspects equipment and 
adaptive devices to ensure working properly. Interacting With Computers:    Utilizes computer to enter data and other 
software as needed to perform the essential functions of the job.    Enters data in the Edison system. Scheduling Work 
and Activities:    Schedules events and training to ensure client goals are met. Communicating with Supervisors, Peers, or 
Subordinates:    Uses various forms of communication to update and coordinate with others.    Regularly review goals 
and prioritizes as required to perform the essential functions of the job. Communicating with Persons Outside the 
Organization:    Communicates and coordinates with others outside the organization to market and promote programs. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Problem Solving    Directing Others    Organizing    Planning    
Time Management    Conflict Management    Written Communications    Customer Focus    Integrity and Trust    Listening    
PatienceKnowledge:    Clerical    Customer and Personal Service    Basic Mathematics    Production and Processing Skills:    
Active Learning    Active Listening    Complex Problem Solving    Critical Thinking    Instructing    Judgment and Decision 
Making    Learning Strategies    Management of Material Resources    Monitoring    Operation and Control    Operation 
Monitoring    Reading Comprehension    Service Orientation    Speaking    Time management    Troubleshooting    Writing 
Abilities:    Deductive Reasoning    Inductive Reasoning    Information Ordering    Oral Comprehension    Oral Expression    
Problem Sensitivity    Time Sharing    Visualization    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Air Compressors    Forklift               Pneumatic Tools    Pallet Jack    Heat Sealers    Shrink Wrappers    Skid Binders    
Hand Tools    Office Equipment    Personal Computer    Multi-function Printer    Various Adaptive Equipment 
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071984 - REHAB ASSISTANT SUP 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2180 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in education, a 
social or behavioral science, public administration, or other related acceptable field AND experience equivalent to 
substantial (five or more years of) full-time increasingly responsible professional vocational rehabilitation, training, or 
counseling work including, at least, two years of supervisory or administrative experience. Substitution of Education for 
Experience: Additional qualifying graduate coursework in education, rehabilitation counseling or closely related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of two years, 
there being no substitution for the required two years of specialized experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for administrative and managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: The employee in this class is responsible for assisting in 
planning, organizing, and directing the programs, activities, and services of the State Multi-Disciplinary Residential 
Rehabilitation Training Center. Work involves assisting in the administration of a full range of programs, activities, and 
services, including psychological testing and evaluation, rehabilitation counseling, recreation, vocational evaluation, 
vocational instruction, medical services, physical and occupational therapy, food services, security, building and grounds 
maintenance, housekeeping, admissions, and fiscal services. This class differs from that of Rehab Training Center 
Manager 2 in that incumbents of the latter are responsible for planning, organizing, and managing a major section of the 
Residential Rehabilitation Center. This class differs from that of Rehab Superintendent in that the incumbent of the 
latter has full responsibility for the overall administration of the Residential Rehabilitation Center. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Resolves conflicts among staff and/or students to maintain a 
harmonious working environment. Interpreting the Meaning of Information for Others:    Explains, interprets, and 
enforces federal and state rehabilitation laws and regulations and CARF standards for compliance with government 
guidelines.    Explains, interprets, and enforces center policies and procedures for consistency in operations. Making 
Decisions and Solving Problems:    Addresses and resolves student and family complaints to ensure client satisfaction.    
Reviews and makes recommendations to professional staff based on medical and behavioral documentation to 
determine if students should continue program services at that time. Establishing and Maintaining Interpersonal 
Relationships:    Establishes and maintains personal contacts with subordinates, clients, parents, guardians, attorneys, 
social, psychological, and medical professionals and the public. Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisors, peers and subordinates using all available forms of communication on an as needed 
basis to clarify issues..Staffing Organizational Units:    Assists in making decisions on staff employment, retention, 
promotion, demotion and other Human Resources actions. Documenting/Recording Information:    Documents 
disciplinary actions taken on staff to comply with Human Resources standards and improve employee performance.    
Documents responses to CARF standards to comply with accreditation requirements. Coaching and Developing Others:    
Engages in daily active interactions with assigned staff to develop employee growth and program improvement.    
Conducts monthly and interim employee conferences to review and address performance and conduct and to identify 
additional growth opportunities.    Identifies new assignments to assist staff in developing new skill sets.    Responds to 
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employee inquiries to provide guidance and advice to professional staff on issues related to program implementation. 
Guiding, Directing, and Motivating Subordinates:    Provides guidance and direction to staff to ensure continued 
employee engagement.    Establishes clear and concise expectations that inspire staff to make individual and unified 
efforts to meet center goals. Communicating with Persons Outside Organization:    Establishes relationships with family 
members, guardians, attorneys and medical professionals to ensure student needs are best met.    Collaborates with 
outside agencies for implementation of job fairs, work opportunities and joint program services.    Responds timely to 
communication requests from outside sources to maintain positive community relationships.    Conducts campus tours 
to educate the public on services provided and generate referrals. Coordinating the Work and Activities of Others:    
Coordinates team activities to drive process improvement initiatives.    Coordinates task assignments between 
subordinates to ensure workload balance. Monitoring and Controlling Resources:    Monitors professional services 
vendor contracts to ensure annual maximum liability is not exceeded.    Assists in the preparation of the center's 
operating budget and the review and approval of assigned program expenditures to ensure center is within budget 
allocations.    Assists the contracts management department in the preparation and negotiation of professional services 
contracts to ensure quality student services are provided. Developing and Building Teams:    Conducts team-building 
activities, meetings and other events to develop subordinate work coordination and cooperation. Interacting With 
Computers:    Utilizes appropriate computer programs to accomplish administrative activities.    Utilizes word processing, 
database and spreadsheet software to maintain information and generate required reports. Organizing, Planning, and 
Prioritizing Work:    Organizes and plans quarterly student graduation ceremonies to recognize student achievements 
and successes.    Assists in the organization of fall and spring staff in-service training.    Coordinates community advisory 
committee meetings including developing agendas, making logistical arrangements and identifying speakers. Training 
and Teaching Others:    Trains subordinate staff on new processes, procedures and policies to enhance program services.    
Prepares and presents training presentation for annual staff in-service meeting on new national trends and techniques.    
Assists with new employee orientation to provide new staff with an understanding of the center mission, programs and 
services. Developing Objectives and Strategies:    Assists with the development of center goals, policies and procedures 
to ensure effective program delivery and continuous improvement.    Assists and monitors the implementation of 
individual program goals and objectives. Judging the Qualities of Things, Services, or People:    Utilizes critical thinking 
ability to assess the value of services and make appropriate revisions. Thinking Creatively:    Utilizes information, 
recommendations and research to develop innovative solutions to increase center productivity. Monitor Processes, 
Materials, or Surroundings:    Monitors the utilization, quality and records review committees to ensure they meet as 
scheduled and adhere to policies and procedures.    Monitors program and service areas to ensure appropriate 
management as defined by program objectives and center mission. Analyzing Data or Information:    Analyzes monthly 
and quarterly program reports to identify trends, confirm effective services are provided and detect areas for 
improvement.    Analyzes survey results from students, families and VR field counselors to address concerns and adjust 
program services as needed.    Evaluates staff recommendations for cost savings, efficiency, and quality of services. 
Updating and Using Relevant Knowledge:    Keeps up-to-date on new vocational rehabilitation legislation to assist the 
legal department with legal recommendations and opinions. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Delegation    Time Management    Command Competencies    
Presentation Skills    Written Communications    Building Effective Teams    Dealing with Paradox    Motivating 
OthersKnowledge:    Knowledge of Administration and Management    Knowledge of Communication and Dissemination 
Techniques via Written, Oral and Visual Media    Knowledge of Education and Training    Knowledge of Performance 
Management    Knowledge of Therapy and Counseling Skills:    Active Listening    Complex Problem-solving    
Coordination  -  adjusting actions in relations to others actions    Critical Thinking    Instructing    Judgment and Decision-
making    Management of Personnel Resources    Negotiation    Persuasion    Reading Comprehension    Social 
Orientation  -  actively looking for ways to help people    Social Perspective - being aware of others reactions and 
understanding why they react the way they do    Speaking    Systems Analysis- determining how a system should work 
and how changes in conditions, operations, and the environment will affect outcomes    Systems Evaluation - identifying 
measures or indicators of system performance and the action needed to improve or correct performance relative to the 
goals of the system    Time Management    Writing Abilities:    Deductive Reasoning    Fluency of Ideas    Inductive 
Reasoning- the ability to combine pieces of information to form general rules or conclusions    Oral Comprehension    
Oral Expression    Originality    Problem Sensitivity    Speech Clarity    Written Expression 
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Tools and Equipment Used: 
    Laptop Computer    Telephone    Printer    Copier    Fax Machine 
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079922 - REHAB BEHAVIORAL INST 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4655 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in a social or 
behavioral science or related field and experience equivalent to one year of full-time professional rehabilitation 
behavioral instruction, or related work.  Substitution of Education for Experience: Additional qualifying graduate 
coursework in vocational rehabilitation, social work, a social or behavioral science, or related field may be substituted 
for the required experience, on a year-for-year basis. OR  One year of experience as a Vocational Rehabilitation 
Counselor 1 in the rehabilitation behavioral instruction assignment with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation behavioral instruction 
work of average difficulty; performs related work as required. Distinguishing Features: ,This is a working level class, the 
entry level being Voc Rehab Counselor 1. An employee in this class is responsible for instructing and counseling 
vocational rehabilitation clients on appropriate work behaviors and attitudes. Work involves assessing clients' work 
skills, developing individualized student learning plans, selecting and implementing teaching and behavioral treatment 
methods for developing appropriate work behaviors and evaluating client progress. This class is flexibly staffed with and 
differs from that of Voc Rehab Counselor 1 in that an incumbent of the latter is responsible for learning to perform these 
duties. 
 
Work Activities: 
Making Decisions and Solving Problems:    Intervenes using the appropriate behavior modification theory/techniques 
and appropriate teaching methods to address all client challenges that impede employment.    Identifies client 
behavioral challenges through observation, documentation, and client input to modify behavioral plans.    Monitors 
client work performance skills, manual skills, work attitudes, motivation, initiative, and appropriate work behavior to 
ensure job readiness.Training and Teaching Others:    Teaches students how to respond to the crisis plan in both practice 
drill and crisis situations to ensure the health, welfare and safety of all clients.    Assesses clients' work abilities and 
aptitudes, contributes to individualized student employment plans, and selects and implements appropriate behavioral 
management methods to teach/coach students on appropriate work skills and behaviors.    Varies teaching methods to 
best accommodate client learning styles and abilities, such as providing instructions in multiple formats to enhance 
client learning and teach accommodations for the workplace.    Uses a variety of current curriculum resources in 
instructing clients.    Enhances the success of the client by reinforcing a collaborative service approach.    Teaches 
orientation and other topical work behavior classes to meet current training needs.Assisting and Caring for Others:    
Knows and implements the crisis plan in both practice drills and crisis situations to promote health, welfare and safety of 
all clients.    Provides behavioral management for clients as a means to modify behaviors to increase successful work 
outcomes.    Demonstrates respectful assertive work appropriate communications with clients at all times.    Models 
appropriate work behaviors including employee-supervisor relationships through day-to-day interactions.    Ensures that 
clients receive prompt medical/mental health care from appropriate personnel to promote health, welfare and safety of 
all clients.Organizing, Planning, and Prioritizing Work:    Prioritizes and addresses unplanned and urgent client needs to 
maintain health, safety and welfare of the individual and the work environment.    Plans and prepares individual and 
group sessions to address client behavioral management goals, such as behavioral change interventions to teach 
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appropriate work behaviors.    Organizes daily schedules to provide effective and efficient client 
services.Documenting/Recording Information:    Uses electronic resources to prepare a variety of standard records and 
reports, such as monthly progress reports and attendance records in order to document the progress of clients.    Uses 
electronic resources to develop, implement, coordinate and review discipline reports and Behavioral Management plans 
to teach appropriate workplace behavior.    Uses electronic resources to record evaluation, assessment, and discharge 
reports through review of the clients' files and collected baseline behavior data in order to determine services 
needed.Establishing and Maintaining Interpersonal Relationships:    Communicates with other Vocational Rehabilitation 
staff in coordinating continuity of client services between programs to ensure successful transitioning to the community 
and employment.    Builds a rapport and therapeutic relationship with clients to effectively teach and apply behavior 
management techniques in order for clients to learn appropriate work behaviors.    Maintains positive work 
relationships with internal and external partners to ensure best use of available resources.    Contributes to the cohesion 
of the unit through effective communication with all parties to maintain cooperative working relationships.Scheduling 
Work and Activities:    Schedules, plans, and organizes classroom activities to teach appropriate work skills and 
behaviors.    Individualizes work activities and tasks to accommodate the abilities of each client to enhance self-
sufficiency and independence for transition into the community.    Requests necessary support services/groups for 
clients based on needs to prepare the client for transition into the community/employment.    Schedules orientation and 
other topical work behavior classes to meet current training needs.Updating and Using Relevant Knowledge:    Develops 
and revises curriculum to teach clients at a level that is current with the job trends.    Maintains consistent and up-to-
date required training to meet departmental/certification standards to provide efficient service for employment 
outcomes. 
 
Competencies (KSA’s): 
Competencies:    Organizing    Written Communications    Compassion    Customer Focus    Listening    Motivating Others    
PatienceKnowledge:    Intermediate Knowledge of Customer and Personal Service    Intermediate Knowledge of 
Education and Training    Intermediate Knowledge of Therapy and CounselingSkills:    Basic Active Listening Skills    
Intermediate Learning Strategies Skills    Basic Reading Comprehension SkillsAbilities:    Basic Oral Expression Abilities    
Basic Oral Comprehension Abilities    Intermediate Problem Sensitivity Abilities    Intermediate Written Expression 
Abilities 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Scanner    Basic Office Supplies    Camera    Tape Recorder    Projector    
Fork Lift 
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071925 - REHAB INSTRUCTOR-BLIND* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2141 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in one or a combination of the following: rehabilitation or teaching work with individuals who are blind 
orvision impaired; or any professional level experience in rehabilitation, teaching, or home economics. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience, on a year for year basis, to a maximum of one year (e.g., 36 graduate quarter hours may 
substitute for the one year of required experience): (1) orientation and mobility, vocational rehabilitation counseling, 
special education, or other related educational field dealing with individuals who are blind or vision impaired or other 
disabilities; (2) gerontology; or (3) family and community services, child development, or a related field dealing with 
home economics for families. OR One year of experience as a Vocational Rehab Counselor with the State of 
Tennessee.Note: An official transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional rehabilitation teaching work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the professional Rehab 
Instructor - Blind series. An employee in this class performs a full range of rehabilitation teaching and counseling work 
for individuals who are blind or vision impaired in an assigned geographical area of the state or at a rehabilitation 
center. This class differs from that of Vocational Rehab Counselor 1 in that the latter functions in an entry level capacity 
under immediate supervision. This class differs from that of Orientation and Mobility Spec in that incumbents of the 
latter are certified in Orientation and Mobility instruction and provide more technical and complex training. 
 
Work Activities: 
Monitoring and Controlling Resources:    Controls the ordering, receipt, and distribution of adaptive equipment, 
supplies, services, and materials needed to meet the client's goals.    May monitor annual budget to ensure that funds 
are available throughout the fiscal year and the agency is effectively meeting clients' needs.    Selects the most cost 
effective and practical equipment options to ensure effective use of agency resources.Developing Objectives and 
Strategies:    Develops individualized goals and services after determining specific skill areas the client needs in order to 
enhance client independence.Training and Teaching Others:     May teach pre-vocational skills such as job seeking, 
college preparation, keyboarding, and computer usage to assist in obtaining future employment.    Instructs clients in 
adaptive skills and equipment necessary to live and work independently and adjust to blindness or vision impairment.    
May teach braille, low vision devices, or other adaptive technology to ensure the clients' ability to effectively 
communicate.    Teaches adaptive independent living skills related to personal care, home management (meal planning, 
food preparation, cleaning, home budgeting), and leisure activities to foster independence.Interacting With Computers:    
Uses appropriate database tracking software specific to the state and agency as required.    Uses office productivity 
software including but not limited to word processing programs, spreadsheets, presentation software, web-based e-
mail, instant-messaging, and search engines to meet agency goals.Evaluating Information to Determine Compliance with 
Standards:    Evaluates client's current level of functioning along with vision and medical records through established 
procedures to determine eligibility for services.     Evaluates client's current level of functioning through established 
procedures to develop his/her individual plan of service.    Evaluates referrals in accordance with current program 
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standards to determine an individual's possible eligibility for services.Documenting/Recording Information:    Documents 
required verifications, services, benefits provided, and other case-related activity using a computerized case record 
and/or paper case file.    Properly stores and maintains case-related documentation (application, referral, medical proof 
of eligibility, etc.) on paper or electronically to ensure program integrity and confidentiality.    Documents if the teaching 
plan or schedule is approved or if services provided are adjusted to ensure compliance with program procedures.     
Documents instructional objectives, recommendations, and the degree to which clients demonstrate skills and 
techniques upon completion of services for future retrieval and to support case actions.     Documents information 
obtained during client interactions for future reference and to support case actions.Judging the Qualities of Things, 
Services, or People:    Evaluates client's progress through practice sessions and other evaluation techniques to ensure 
the client is meeting his/her goals.Getting Information:    Obtains visual and medical records through established laws 
and procedures to assist in eligibility determination.    Interviews clients verbally and/or in writing about issues or 
challenges they are facing in order to determine ways to provide services.    Observes clients visually or aurally in their 
home or training environment to determine needed services to enhance their independence.    Obtains information 
from vendors, agencies, or organizations regarding equipment and resources available to assist in meeting individuals' 
needs.    Receives referrals of individuals who are blind or vision impaired from various verbal or written sources to later 
assess for service eligibility.Organizing, Planning, and Prioritizing Work:    Identifies personal work priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state, 
and federal laws, rules, regulations, and guidelines.    Determines client and instructor responsibilities through 
established procedures for a client's individualized plan of service in order to best serve the client.Provide Consultation 
and Advice to Others:    Counsels clients and their families regarding adjustment to blindness or vision impairment to 
improve their quality of life.    Consults with the individual, family, social worker, or others to develop individualized 
plans of service to enhance independence.Updating and Using Relevant Knowledge:    Attends or completes agency 
training as required to ensure compliance with departmental, state, and federal laws and guidelines.    Remains current 
on new policies and procedures as they are implemented in order to ensure accurate eligibility determination.    Attends 
or completes training as required to ensure continual learning and current knowledge of the field.    Researches 
products, trends, resources, and similar agencies through electronic and physical sources to stay current and apply new 
information for optimal service delivery.Performing Administrative Activities:     Maintains reports, files, and logs as 
required to ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices.    
Schedules appointments verbally and electronically with clients to complete assessments and provide services.    
Responds to e-mails, phone calls, and other correspondence to ensure great customer service.    Submits time, 
leave/overtime requests, and expense claims by required deadlines to comply with state rules and regulations.    Scans, 
uploads, faxes, and/or e-mails documentation to appropriate individuals to ensure effective service 
delivery.Communicating with Supervisors, Peers, or Subordinates:    Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification.    Maintains an open dialogue verbally or electronically 
with supervisors, co-workers, and others within the agency to ensure effective and efficient communication and to meet 
clients' needs.    Communicates daily schedules and activities verbally/electronically with supervisors and co-workers to 
maintain a balanced workflow.    Provides regular updates verbally and electronically to supervisor on the status of 
assigned work to ensure timely completion.Communicating with Persons Outside Organization:    Refers individuals who 
are blind or vision impaired and their families to local, state, and federal organizations to assist them with meeting their 
individualized needs.     Networks with community professionals and organizations to identify resources available to 
clients to ensure quality service delivery.    Consults with various community organizations, such as nursing homes or 
home health agencies, to provide them with information on issues related to blindness or vision impairment.    Leads 
public education activities to promote awareness about resources and issues related to blindness or vision impairment. 
 
Competencies (KSA’s): 
Competencies:    Listening    Customer Focus    Written Communications    Interpersonal Savvy    Decision Quality    
Planning    Creativity    Perseverance    Organizational Agility    Conflict ManagementKnowledge:    Intermediate 
knowledge of methods of teaching and instruction for individuals and small groups    Intermediate knowledge of the 
principles for providing customer service    Basic knowledge of individual differences in ability, personality, interests, 
learning, and motivation    Basic knowledge of the principles of counseling and guidance    Basic knowledge of office 
skills such as word processing and managing files and records    Basic computer knowledge    Basic knowledge of 
arithmetic applicationsSkills:    Intermediate instruction skills in the teaching of individuals and small groups    Basic 



 TN Job Classification Specifications  
September 22, 2020 

personal time management skills    Intermediate effective oral communication skills as appropriate for the needs of the 
audience    Intermediate active listening skills    Intermediate critical thinking skills    Basic monitoring skills for assessing 
performance of other individuals    Intermediate effective written communication skills as appropriate for the needs of 
the audience    Basic service orientation skills    Intermediate reading comprehension of work related documents    
Intermediate learning strategy skills    Intermediate active learning skills    Basic mathematical skillsAbilities:    
Intermediate ability to communicate information and ideas so others will understand them    Intermediate ability to 
listen to and understand information and ideas presented through spoken words and sentences    Intermediate ability to 
read and understand information and ideas presented in writing    Intermediate ability to communicate information and 
ideas in writing so others will understand    Basic ability to communicate based on the needs of the audience    Basic 
ability to add, subtract, multiply, or divide correctly 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Multifunctional Printer    Calculator    Adaptive Equipment (e.g., braille writing 
equipment, talking devices, magnifiers, writing guides, tactile markings, etc.)    Home Management Equipment (e.g., 
cleaning materials and equipment, cooking items, kitchen and laundry appliances, etc.)    Personal Care Tools (e.g., 
electric shavers, magnifying mirrors, adaptive health care items, etc.)Other related office equipment as required 
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071985 - REHAB SUPERINTENDENT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2181 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072641 - REHAB THERAPIST 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3016 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, education, industrial arts, engineering, a social or behavioral science, or a mental health or human 
services field. Substitution of Experience for Education: Qualifying full-time teaching, sales, marketing, engineering, 
vocational, rehabilitation or habilitation work may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs psychiatric rehabilitation therapy work of average difficulty; and 
performs related work as required. Distinguishing Features: This is the working level therapist class in the Rehab Therapy 
sub-series.  An employee in this class provides counseling, training, and other rehabilitation services to patients in a 
State mental health institute. This includes leading vocational groups to counsel and teach patients to develop/enhance 
their skills in obtaining and maintaining employment; assessing patients’ work behaviors/skills to track their progress 
toward goals, and other related work activities. This class differs from Rehab Therapist Supervisor in that an incumbent 
of the latter is responsible for supervising incumbents of this class. 
 
Work Activities: 
Identifying Objects, Actions, and Events:     Identifies patients’ level of functioning based on observations, ratings of 
ability, and other collected information; and assigns appropriate wage level and work sites accordingly.  Communicating 
with Persons Outside Organization:     Communicates via email and telephone with various organizations (e.g., Social 
Security Administration, Vocational Rehabilitation, Goodwill Industries, and others) to exchange information relevant to 
patient workers. Monitor Processes, Materials, or Surroundings:     Monitors work sites to check for any safety, behavior, 
and other issues that may arise (e.g., procedural and/or job description changes needed) and to determine whether 
tasks are being completed in a timely manner. Training and Teaching Others:     Teaches classes for new employees on 
such topics as workplace respect, customer service or other work-related topics. Assisting and Caring for Others:     
Counsels distressed patients or refers them back to their unit.    Leads vocational groups to counsel and teach patients 
to develop/enhance their skills in obtaining and maintaining employment, including filling out applications, responding 
to employment interviews, timeliness, following instructions, and appropriate personal hygiene.    Provides vocational 
counseling, as needed, to patients enrolled in the Workforce Program.    Leads psycho-educational groups by facilitating 
discussion/activities on various topics.    Provides to all referred patients the necessary services to facilitate a referral to 
the State Division of Rehabilitation Services.    Talks with patients to discuss initial assessment findings and work 
development. Documenting/Recording Information:     Documents all patient worker wage-hour information in 
accordance with U.S. Department of Labor requirements.    Documents progress notes on patients on a weekly or 
monthly basis, in accordance with hospital policy.    Documents observed attitudes, habits and behaviors of patients.    
Documents patients’ weekly work progress as required to complete the workforce weekly vocational evaluation form. 
Processing Information:     Enters hours worked and rate of pay into a spreadsheet to prepare patient worker 
information for payroll, as well as for reporting to administrative, accounting and other staff.    Reviews patients' 
documents (e.g., I-9 form, social security card) and checks patient identification to verify they are eligible to work. 
Analyzing Data or Information:     Conducts job analysis meetings with vocational staff to break down jobs into task lists 
for each work site.    Conducts time studies to establish the quantity of work that can be produced in a certain amount 
of time, making sure that quality of work is at an acceptable level. Getting Information:     Talks with patients, treatment 
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team coordinator, social workers, or other staff to gather information to assess the patient's needs.    Observes the 
attitudes, habits, behaviors, and grooming/hygiene of patients to assess their readiness to work.    Reviews social 
history, information on referrals, master treatment plan and other documentation to gather information to assess the 
patient's needs. Judging the Qualities of Things, Services, or People:     Assesses patient workers' behaviors, attendance, 
and work skills during each work period to track their progress toward goals. Making Decisions and Solving Problems:     
Evaluates referral information on each patient to determine if a functional evaluation is appropriate.    Evaluates patient 
information and potential issues that may cause work problems and determine the appropriate work site solutions (e.g., 
reassigning to another work site, removing patient from work area where there are chemicals, providing adaptive 
equipment or other solutions). Interacting With Computers:     Uses office productivity software, such as word 
processing, spreadsheet, or presentation programs, to process information and create documents. Coordinating the 
Work and Activities of Others:     Collaborates with other staff to plan and conduct hospital-wide projects/activities for 
patients and staff. Thinking Creatively:     May write production procedures and methods.    Designs and 
creates/implements new work sites.    Designs and/or modifies various work forms used by vocational staff. Inspecting 
Equipment, Structures, or Material:     Inspects equipment and supplies (e.g., vacuum cleaners and other cleaning 
equipment/supplies) and makes recommendation to replace, repair or purchase equipment/supplies based on 
inspection findings. Communicating with Supervisors, Peers, or Subordinates:     Attends staff meetings to share 
information and discuss patient issues, staff coverage, or other issues. Estimating the Quantifiable Characteristics of 
Products, Events, or Information:     Estimates the quantities of cleaning supplies, hygiene products for care kits, and 
other materials needed for work sites.    Estimates the number and type (i.e., skill level) of patient workers required for 
special projects and events. Scheduling Work and Activities:     Creates work schedules for patient workers.    Schedules 
quarterly meetings and special events for patients to communicate information and keep them motivated and 
encouraged. Handling and Moving Objects:     May assist patient workers in restocking shelves with supplies and 
equipment needed for work sites and in lifting/moving loaded bins and containers.    May construct and maintain 
production equipment. Updating and Using Relevant Knowledge:     Attends/completes competency training, required 
state training programs, and various other seminars and workshops to keep up to date technically and enhance job 
performance.    Reads and shares articles, new ideas, or other information relevant to work. Operating Vehicles, 
Mechanized Devices, or Equipment:     May operate a motor vehicle to pick up supplies and equipment. 
 
Competencies (KSA’s): 
Competencies:     Understanding Others    Developing Direct Reports and others    Self-Knowledge    Composure    
Creativity    Decision Quality    Informing    Organizing    Planning    Presentation Skills    Timely Decision Making    
Compassion    Dealing with Ambiguity    Learning on the Fly    Problem Solving Knowledge:     Intermediate knowledge of 
principles and processes for providing customer and personal services for patients that includes assessments, quality 
standards, and evaluations    Basic knowledge of wage/hour, labor, and employment eligibility laws/regulations    
Intermediate knowledge of business and management principles involved in strategic planning, resource allocation, 
human resources, leadership technique, production methods, and coordination of people and resource    Intermediate 
knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and 
groups    Basic knowledge of arithmetic    Basic knowledge of principles and procedures for training, compensation and 
benefits, labor relations and negotiation, and personnel information systems    Intermediate knowledge of human 
behavior and performance; individual differences in ability, personality, and interests; learning and motivation; and the 
assessment and treatment of behavioral and affective disorders    Intermediate knowledge of group behavior and 
dynamics, societal trends and influences, ethnicity, and cultures    Intermediate knowledge of principles, methods, and 
procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling 
and guidance    Intermediate knowledge of administrative and clerical procedures and systems such as word processing, 
spreadsheets (e.g., Excel) and other business software applications; managing files and records; designing forms; and 
other office procedures and terminology Skills:     Intermediate skill in teaching others how to do something    
Intermediate skill in giving full attention to what other people are saying, taking time to understand the points being 
made, asking questions as appropriate, and not interrupting at inappropriate times    Intermediate skill in using logic and 
reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    
Intermediate skill in selecting and using training/instructional methods and procedures appropriate for the situation 
when learning or teaching new things    Basic skill in using mathematics to solve problems    Intermediate skill in 
monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
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corrective action    Intermediate skill in understanding written sentences and paragraphs in work related documents    
Intermediate skill in talking to others to convey information effectively    Intermediate skill in communicating effectively 
in writing as appropriate for the needs of the audience    Intermediate skill in adjusting actions in relation to others' 
actions    Intermediate skill in assisting others to reconcile differences    Skill in identifying complex problems and 
reviewing related information to develop and evaluate options and implement solutions    Intermediate skill in 
motivating, developing, and directing people as they work, identifying the best people for the job    Intermediate skill in 
managing one's own time and the time of others    Intermediate persuading others to change their minds or behavior    
Intermediate skill in actively looking for ways to help people    Intermediate skill in being aware of others' reactions and 
understanding why they react as they do    Intermediate skill in determining how a system should work and how 
changes in conditions, operations, and the environment will affect outcomes    Intermediate skill in identifying measures 
or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system Abilities:     Intermediate ability to generate or use different sets of rules for combining or grouping things in 
different ways    Intermediate ability to apply general rules to specific problems to produce answers that make sense    
Intermediate ability to come up with a number of ideas about a topic    Basic ability to remember information such as 
words, numbers, pictures, and procedures    Basic ability to add, subtract, multiply, or divide quickly and correctly    
Intermediate ability to listen to and understand information and ideas presented through spoken words and sentences    
Intermediate ability to communicate information and ideas in speaking so others will understand    Intermediate ability 
to come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to solve a problem    
Intermediate ability to tell when something is wrong or is likely to go wrong    Basic ability to concentrate on a task over 
a period of time without being distracted    Intermediate ability to quickly make sense of, combine, and organize 
information into meaningful patterns    Intermediate ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources)    Intermediate ability to read and understand 
information and ideas presented in writing    Intermediate ability to communicate information and ideas in writing so 
others will understand    The ability to see at close range (within a few feet)    The ability to see objects or movement of 
objects to one's side when the eyes are looking ahead    The ability to speak clearly so others can understand    The 
ability to identify and understand the speech of another person 
 
Tools and Equipment Used: 
    Computer    Telephone    Printers, copiers, and other office equipment 
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072642 - REHAB THERAPIST SUPERVISOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3017 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, education, industrial arts, engineering, a social or behavioral science, or a mental health or human 
services field and experience equivalent to three years of increasingly responsible professional therapy or education 
work, or supervisory production or precision work. Substitution of Experience for Education: Qualifying full-time sales, 
marketing, teaching, vocational, engineering, rehabilitation or habilitation work may substitute for the required 
education on a year-for-year basis to a maximum of four years. Substitution of Education for Experience: Additional 
graduate coursework in business administration, education, industrial arts, engineering, a social or behavioral science, 
or a mental health or human services field may substitute for the required experience on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs psychiatric rehabilitation therapy work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: This is the 
supervisory class in the Rehab Therapy sub-series. An employee in this class supervises the rehabilitation therapy 
activities of a vocational rehabilitation program at a mental health institution. This includes reviewing 
documents/records to insure compliance with applicable policies, laws, and regulations; designing and implementing 
quality control methods; supervising and evaluating the performance of rehab therapy staff; and various other 
supervisory duties.  This class differs from Rehab Therapist in that an incumbent of the latter functions as a working level 
therapist and reports to an incumbent of this class. 
 
Work Activities: 
Staffing Organizational Units:     Conducts employment interviews with job candidates to collect information pertinent to 
making a hiring decision. Identifying Objects, Actions, and Events:     May assist Rehab Therapist staff in identifying 
patients’ level of functioning based on observations, ratings of ability, and other collected information and assigning to 
appropriate wage level and work sites accordingly. Evaluating Information to Determine Compliance with Standards:     
Reviews documents required by the U.S. Department of Labor and other files and records to insure compliance with 
applicable policies, laws, and regulations (e.g., minimum wage requirements, Joint Commission requirements). 
Documenting/Recording Information:     Prepares all required reports (e.g., compliance reports, job injury worker's 
compensation reports) for submission to human resources, administrative staff, the U.S. Department of Labor, or other 
regulatory/oversight authority.    Maintains a record of assignment, disposition, and follow-up of all patient referrals.    
Documents general observations and specific incidents to compile information necessary to accurately assess the 
performance of direct report employees.    Compiles information from assessments, reassessments and progress notes 
to create vocational services quality assurance report. Guiding, Directing, and Motivating Subordinates:     Establishes 
performance standards for staff, specifying specific SMART goals, to develop job plan in accordance with State policies 
and procedures.    Monitors/supervises the work of direct report rehabilitation therapy staff. Coaching and Developing 
Others:     Provides consistent feedback to each direct report employee on work performance issues to help ensure a 
high quality of services. Provide Consultation and Advice to Others:     Makes recommendations to hospital 
administrative staff for changes in policies and procedures to improve quality of patient services and/or the efficiency 
and effectiveness of agency operations. Communicating with Persons Outside Organization:     Communicates via email 
and telephone with various organizations (e.g., Social Security Administration, Vocational Rehabilitation, Goodwill 
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Industries and others) to exchange information relevant to patient workers. Monitor Processes, Materials, or 
Surroundings:     Monitors work sites to check for any safety, behavior, and other issues that may arise (e.g., procedural 
and/or job description changes needed) and to determine whether tasks are being completed in a timely manner. 
Judging the Qualities of Things, Services, or People:     Judges how well direct report employees meet performance 
standards and SMART goals established in their job plans, as necessary to complete required interim and annual 
performance evaluations.    May assist Rehab Therapist staff in assessing patient workers' behaviors, attendance, and 
work skills during each work period to track their progress toward goals. Training and Teaching Others:     Teaches 
classes for new employees on such topics as workplace respect, customer service or other work-related topics. Assisting 
and Caring for Others:     May assist with Rehab Therapist patient care duties, including counseling distressed patients, 
leading vocational groups to develop/enhance patients' employment related skills, providing vocational counseling to 
patients enrolled in the Workforce Program, talking with patients to discuss initial assessment findings and work 
development, and facilitating referrals to the State Division of Rehabilitation Services.    Leads psycho-educational 
groups by facilitating discussion/activities on various topics. Analyzing Data or Information:     Conducts job analysis 
meetings with vocational staff to break down jobs into task lists for each work site.    Conducts time studies to establish 
the quantity of work that can be produced in a certain amount of time, making sure that quality of work is at an 
acceptable level. Thinking Creatively:     May write production procedures and methods.    Designs and 
creates/implements new work sites.    Designs and/or modifies various work forms used by vocational staff. Getting 
Information:     May assist with Rehab Therapists' workload by gathering information to assess patients' needs, including 
reviewing documentation (e.g., social history, master treatment plan and other documentation) and talking with 
patients, treatment team coordinator, social workers, or other staff.    Observes the attitudes, habits, behaviors, and 
grooming/hygiene of patients to assess their readiness to work. Communicating with Supervisors, Peers, or 
Subordinates:     Communicates with supervisor (or other designated reviewer) within appropriate timeframe to obtain 
feedback/approval of interim and annual evaluations of job performance for direct report employees.    Communicates 
on a regular basis with direct report employees to ensure they are aware of their job duties/performance expectations 
and are given proper feedback regarding performance (i.e., feedback as needed for areas requiring improvement, as 
well as formal interim and annual performance evaluation discussions).    Attends staff meetings to share information 
and discuss patient issues, staff coverage, or other issues. Making Decisions and Solving Problems:     May assist Rehab 
Therapist staff in evaluating patient information and potential issues that may cause work problems and in determining 
the appropriate work site solutions (e.g., reassigning to another work site, removing patient from work area where there 
are chemicals, providing adaptive equipment or other solutions). Interacting With Computers:     Uses office productivity 
software, such as word processing, spreadsheet, or presentation programs, to process information and create 
documents. Coordinating the Work and Activities of Others:     Collaborates with other staff to plan and conduct 
hospital-wide projects/activities for patients and staff. Inspecting Equipment, Structures, or Material:     May inspect 
equipment and supplies (e.g., vacuum cleaners and other cleaning equipment/supplies) and make recommendation to 
replace, repair or purchase equipment/supplies (including estimating quantities needed for work sites) based on 
inspection findings. Scheduling Work and Activities:     Prepares staff schedule to ensure coverage/staff availability for 
assigned groups, as well as coverage for other staff on leave.    May create work schedules for patient workers.    
Schedules quarterly meetings and special events for patients to communicate information and keep them motivated 
and encouraged  Updating and Using Relevant Knowledge:     Attends/completes competency training, required state 
training programs, and various other seminars and workshops to keep up to date technically and enhance job 
performance.    Reads and shares articles, new ideas, or other information relevant to work. Operating Vehicles, 
Mechanized Devices, or Equipment:     May operate a motor vehicle to pick up supplies and equipment. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Hiring and Staffing    Understanding Others    Decision Quality    Functional/Technical 
Competency    Learning on the Fly    Strategic Agility    Developing Direct Reports and others    Directing Others    
Informing    Organizing    Planning    Timely Decision Making    Confronting Direct Reports    Drive for Results    
Presentation Skills    Compassion    Composure Knowledge:     Intermediate knowledge of principles and processes for 
providing customer and personal services for patients that includes assessments, quality standards, and evaluations    
Basic knowledge of wage/hour, labor, and employment eligibility laws/regulations    Basic knowledge of principles and 
procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, 
and personnel information systems    Intermediate knowledge of business and management principles involved in 
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strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination 
of people and resources    Intermediate knowledge of administrative and clerical procedures and systems such as word 
processing, spreadsheets (e.g., Excel) and other business software applications; managing files and records; designing 
forms; and other office procedures and terminology    Intermediate knowledge of principles and methods for curriculum 
and training design, teaching and instruction for individuals and groups    Basic knowledge of arithmetic    Intermediate 
knowledge of human behavior and performance; individual differences in ability, personality, and interests; learning and 
motivation; and the assessment and treatment of behavioral and affective disorders    Intermediate knowledge of group 
behavior and dynamics, societal trends and influences, ethnicity, and cultures    Intermediate knowledge of principles, 
methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, and for 
career counseling and guidance Skills:     Intermediate skill in teaching others how to do something    Skill in identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions    
Intermediate skill in motivating, developing, and directing people as they work, identifying the best people for the job    
Intermediate skill in managing one's own time and the time of others    Intermediate skill in giving full attention to what 
other people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times    Intermediate skill in using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems    Intermediate skill in selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things    
Basic skill in using mathematics to solve problems    Intermediate skill in monitoring/assessing performance of oneself, 
other individuals, or organizations to make improvements or take corrective action    Intermediate skill in understanding 
written sentences and paragraphs in work related documents    Intermediate skill in talking to others to convey 
information effectively    Intermediate skill in communicating effectively in writing as appropriate for the needs of the 
audience    Intermediate skill in adjusting actions in relation to others' actions    Intermediate skill in assisting others to 
reconcile differences    Intermediate persuading others to change their minds or behavior    Intermediate skill in actively 
looking for ways to help people    Intermediate skill in being aware of others' reactions and understanding why they 
react as they do    Intermediate skill in determining how a system should work and how changes in conditions, 
operations, and the environment will affect outcomes    Intermediate skill in identifying measures or indicators of 
system performance and the actions needed to improve or correct performance, relative to the goals of the system 
Abilities:     Intermediate ability to come up with unusual or clever ideas about a given topic or situation, or to develop 
creative ways to solve a problem    Intermediate ability to generate or use different sets of rules for combining or 
grouping things in different ways    Intermediate ability to apply general rules to specific problems to produce answers 
that make sense    Intermediate ability to come up with a number of ideas about a topic    Basic ability to remember 
information such as words, numbers, pictures, and procedures    Basic ability to add, subtract, multiply, or divide quickly 
and correctly    Intermediate ability to listen to and understand information and ideas presented through spoken words 
and sentences    Intermediate ability to communicate information and ideas in speaking so others will understand    
Intermediate ability to tell when something is wrong or is likely to go wrong    Basic ability to concentrate on a task over 
a period of time without being distracted    Intermediate ability to quickly make sense of, combine, and organize 
information into meaningful patterns    Intermediate ability to shift back and forth between two or more activities or 
sources of information (such as speech, sounds, touch, or other sources)    Intermediate ability to read and understand 
information and ideas presented in writing    Intermediate ability to communicate information and ideas in writing so 
others will understand    The ability to see at close range (within a few feet)    The ability to see objects or movement of 
objects to one's side when the eyes are looking ahead    The ability to speak clearly so others can understand    The 
ability to identify and understand the speech of another person 
 
Tools and Equipment Used: 
    Computer    Telephone    Printers, copiers, and other office equipment 
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071961 - REHAB TRNG CENTER MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2170 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three-years of experience in one or a combination of the following: (1) the management of warehouse 
operations, industrial production, or related production operations management; (2) professional-level vocational 
rehabilitation, career counseling, or related vocational services; (3) professional-level human services, family assistance, 
or related social work; or (4) professional-level instruction or assessment of individuals with disabilities. Substitution of 
Education for Experience: Qualifying graduate coursework in a behavioral science, business administration, or 
industrial/operations management may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions.. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional rehabilitation training administrative work of 
average difficulty and managerial work of routine difficulty; and performs related work as required. Distinguishing 
Features: An employee in this class manages a vocational rehabilitation training center including maintenance of the 
budget and facility, administration of the vocational rehabilitation program, and supervision of personnel. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Manages all operations of the Tennessee Rehabilitation Training Center in 
order to ensure effective center operations.Resolving Conflicts and Negotiating with Others:    Investigates, responds to, 
and resolves complaints and other disputes among staff, clients, and other sources to provide the most effective use of 
program resources and positive outcomes through mediation, discussions, or other problem solving techniques deemed 
appropriate.Making Decisions and Solving Problems:    Analyzes information in order to make informed decisions and 
advise staff regarding problems, develop plans of action, and address identified concerns while remaining in compliance 
with policies and procedures.Staffing Organizational Units:    Completes interview process and makes recommendations 
on employment, retention, promotion, and demotion for training center and vocational rehabilitation staff to ensure 
adequate staffing.Developing Objectives and Strategies:    Develops strategic plan for vocational rehabilitation 
counselors through evaluation of available information to address issues and accomplish goals as established by the 
agency.    Develops annual strategic plan for the rehabilitation training center through evaluation of available 
information to address issues and accomplish goals as established by the agency and/or the Commission on 
Accreditation of Rehabilitation Facilities.Assisting and Caring for Others:    Follows established procedures in situations 
requiring necessary first aid, disaster and emergency response, and emotional support for clients or 
staff.Communicating with Persons outside Organization:    Contacts appropriate parties to obtain needed funding for 
rehabilitation training center operations annually.    Promotes rehabilitation service programs and maintains positive 
working relationships with the general public, outside organizations, advisory boards and committees through 
dissemination of current information regarding available services.    Contacts potential and established employers to 
obtain subcontract work for the work adjustment program to ensure clients have adequate opportunities to develop 
appropriate work behaviors.    Assists public relations representatives in addressing public concerns about program 
actions or activities to ensure client satisfaction, to verify accuracy of information, and to deliver a positive message 
regarding rehabilitation services.    Communicates with community service providers to ensure effective service delivery 
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to clients.Guiding, Directing, and Motivating Subordinates:    Develops corrective action plans for the unsatisfactory job 
performance of staff and makes recommendations for disciplinary actions to improve performance and service delivery.    
Evaluates the performance of a professional and clerical staff in accordance with established performance management 
guidelines.    Motivates staff through goal-setting to increase performance and improve client outcomes.    Conducts the 
employee evaluation process to review and provide feedback to the employee regarding their job performance in order 
to confirm effective service delivery and compliance with policies and procedures.    Reviews and monitors records and 
reports prepared by the training center staff and vocational rehabilitation counselors to ensure documents produced 
meet performance standards for the facility and agency.Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with partnering agencies, co-workers, supervisors, other 
employees, and local governmental agencies through meetings and other positive interactions to ensure quality and 
timely services.Scheduling Work and Activities:    Supervises the activities of training center staff to ensure effective 
center operations.    Assigns tasks to staff to ensure proper coverage of the rehabilitation center and vocational 
rehabilitation functions.    Schedules meetings and trainings to inform and update staff, clients, and stakeholders 
regarding program changes and other relevant information.Documenting/Recording Information:    Generates reports 
and documents relevant records and actions related to services provided in order to generate official records and 
maintain compliance with policies and procedures.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Calculates direct and indirect costs needed to perform work activities in order to determine shop rate for 
all subcontract work.Interpreting the Meaning of Information for Others:    Interprets and explains laws, rules, 
regulations, policies, and procedures related to training center operations and vocational rehabilitation for facility staff, 
board of directors, and outside parties to ensure accurate and relevant information is readily available when requested.    
Serves as a consultant and provides technical assistance to designated staff regarding program activities to ensure 
effective service delivery.Evaluating Information to Determine Compliance with Standards:    Ensures that requirements 
are met to continue facility accreditation as defined by the Commission on Accreditation of Rehabilitation Facilities 
guidelines.    Enforces and ensures compliance with laws, rules, regulations, policies, and procedures related to training 
center operations in order to meet facility and agency goals and standards.    Oversees the workflow and processing of 
all assigned work and reviews reports and records submitted by staff for accuracy, progress and compliance with policy 
and procedures.    Ensures that all staff understands the rehabilitation services' administrative review process by 
conferring with staff and ensuring case records and supporting documents are available as needed in accordance with 
guidelines.    Reviews the validity of evaluations made by the evaluation counselor to ensure adherence to facility and 
agency standards.    Ensures that staff is provided all required trainings in order to remain in compliance with 
established policies, procedures, and guidelines.Monitor Processes, Materials or Surroundings:    Monitors and 
supervises the vocational rehabilitation counselors within assigned office(s) in order to oversee the workflow and 
processing of all assigned work for the vocational rehabilitation program.    Supervises the work adjustment program for 
clients to ensure that work habits and interpersonal skills are taught in order to minimize work barriers and develop 
marketable job skills utilizing contract work, classroom activities, and/or community based work sites.    Supervises the 
job placement program to ensure that the included mock employment interviews, resume development, job searches, 
and employer contacts assist the clients served in seeking and securing gainful employment.    Monitors client referrals 
to agency programs, employers or needed community assistance to ensure referrals are appropriate.    Monitors and 
supervises the vocational evaluation services to ensure effective operation of the program.    Reviews evaluation 
counselor activities to ensure all needed information is gathered to assess a client's aptitude, skills, and job interests in 
order to determine recommendations for work.Inspecting Equipment, Structures, or Material:    Manages the 
maintenance of training center property and equipment, completing needed inspections according to recommended 
guidelines, in order to ensure a safe environment for staff, clients, and the public.Developing and Building Teams:    
Conducts team meetings, teambuilding exercises, and other group activities to promote positive interaction among staff 
and clients.Updating and Using Relevant Knowledge:    Remains current on new policies and procedures as they are 
implemented in order to best perform required duties.    Pursues professional development and attends required 
trainings with respect to technical advancements in the field to ensure best practices are available.Communicating with 
Supervisors, Peers, and Subordinates:    Communicates and consults with supervisor, staff, community contacts, and 
clients by telephone, electronic and written formats, in person, and through adaptive equipment to ensure effective 
service delivery.Interacting With Computers:    Operates computer hardware and software, scanners, and other 
equipment to complete reports, document collective data, communicate with others, and capture and maintain 
program information.Analyzing Data or Information:    Improves program outcomes, service quality, staff effectiveness, 
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and agency growth through the analysis and interpretation of performance data, survey feedback, and information from 
other sources.    Analyzes and reviews results of psychometric, intelligence, interest, academic achievement, special 
aptitude, general aptitude, and other required tests for clients with disabilities to ensure consistent and accurate results 
are being generated.Training and Teaching Others:    Provides orientation to new employees through review of policies, 
procedures and job functions to establish clear expectations.    Provides formal and informal training to employees, 
contracted staff, board members, interns, and clients to educate and inform them of program policies and procedures.    
Reviews and delivers existing training materials to staff and clients in accordance with established procedures while 
seeking out new opportunities to develop others.    Provides technical assistance to staff for computer operations in 
order to complete tasks in a timely manner.Monitoring and Controlling Resources:    Assures that expenses of staff are 
within budget while maintaining expense reports to ensure fiscal operations are at an optimum level.    Ensures the 
collection of payments owed by vendors for contract work performed and takes action to secure delinquent accounts in 
accordance with established policies and procedures.    Approves and reviews unit expenditures, reviews and manages 
unit budget, and requests additional unit funding as needed to guarantee timely and effective use of available 
resources.    Conducts monitoring of vendor provided services to ensure compliance with policies and procedures.    
Maintains contact with the bank and other parties for expenditures payment to facilitate fiscal operation of the 
rehabilitation training center.    Supervises the inventory of equipment, products, curriculum, materials, and supplies 
used in training center operations.Performing Administrative Activities:    Supervises maintenance of records and reports 
to ensure proper documents are on file in accordance with established guidelines.    Approves staff leave, travel, and 
timesheets through the designated system to guarantee employees are compensated for time worked.Performing 
General Physical Activities:    Performs physical activities to assess, measure, and inspect facilities to ensure a safe 
environment and compliance with established guidelines.Operating Vehicles, Mechanized Devices, or Equipment:    
Operates state and/or personal vehicles along with a forklift to complete required activities in accordance with 
established operating and safety procedures.Thinking Creatively:    Works with staff through brainstorming sessions and 
other discussions to formulate creative ideas and find solutions to problems in an effort to promote and improve service 
delivery.Getting Information:    Gathers information from all available resources to disseminate to customers, staff, 
vendors, and stakeholders to ensure effective service delivery.    Compiles data from staff reports so that the progress of 
programs may be determined as needed.Controlling Machines and Processes:    Operates machines and equipment 
utilized in the rehabilitation training center in accordance with established operating and safety procedures.Handling 
and Moving Objects:    Uses hands and arms in handling, installing, positioning, and moving materials, and operating 
equipment necessary for completion of job duties. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                               Decision Quality                                 Developing Direct Reports and 
Others                           Process Management                        Command Skills                                 Organizing                           
Drive for Results                                 Organizational Agility                       Customer Focus                                 Building Effective 
Teams     Knowledge:    Intermediate Knowledge of Administration and Management                                Basic Knowledge 
of Clerical                            Intermediate Knowledge of Customer and Personal Service                                    Intermediate 
Knowledge of Education and Training                                 Basic Knowledge of Production and Processing                          
Intermediate Knowledge of Psychology                       Basic Knowledge of Public Safety and Security                          Basic 
Knowledge of Sales and Marketing                                    Intermediate Knowledge of Therapy and Counseling    Skills:    
Basic Active Learning Skills                             Basic Active Listening Skills                            Basic Critical Thinking Skills                           
Basic Negotiation Skills                                    Basic Complex Problem Solving Skills                          Basic Quality Control 
Analysis Skills                             Basic Management of Financial Resources Skills                       Basic Management of Material 
Resources Skills                        Basic Management of Personnel Resources Skills                      Basic Time Management Skills       
Abilities:    Basic Deductive Reasoning Ability                                Intermediate Oral Comprehension Ability                                    
Intermediate Oral Expression Ability                             Basic Time Sharing Ability                               Intermediate Written 
Comprehension Ability                              Intermediate Written Expression Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Calculator    Basic Office Equipment    Forklift    
Electrical, Power, Hand, and Battery-Operated Tools    Motor Vehicle    Safety and First Aid Equipment    Adaptive & Low-
Vision Equipment    Industrial Equipment and Machinery 
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027296 - REPRESENTATIVE 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1158 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027294 - REPUBLICAN PRESS SECRETARY 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1157 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075590 - RESEARCH & DEVELOPMENT CONSULT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3949 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027286 - RESEARCH DIV DIRECTOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1135 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072665 - RESPIRATORY CARE THERAPIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3027 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associates degree in a health or 
applied science field of study; successful completion of an approved respiratory care therapist program; and successful 
completion of the Registered Respiratory Therapist National Board examination.OREducation equivalent to graduation 
from a standard high school and successful completion of two years of study in an approved respiratory care program; 
successful completion of the Registered Respiratory Therapist National Board examination. OR Substitution of 
Experience for Education:  Experience equivalent to four years of Certified Respiratory Therapy Technician work with 
successful completion of college coursework in Microbiology and Physics and successfully challenging the Registered 
Respiratory Therapist National Board examination. 
 
Other Requirements: 
Necessary Special Qualifications: Licensure as a Respiratory Therapist by the State of Tennessee. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional respiratory care therapy work of considerable 
difficulty and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class performs professional respiratory care therapy work and directs a respiratory care therapy 
program involving the use of respiratory care modalities, including use of respiratory therapy equipment and the 
administration of prescribed drugs and medications. This class differs from Respiratory Care Technician in that an 
incumbent of the latter provides respiratory therapy care of a less complex nature, does not use independent judgment 
with regard to medical respiratory decisions, and is often supervised by an incumbent of this class. 
 
Work Activities: 
Assisting and Caring for Others:    Administers prescribed drugs and medications to the cardio-respiratory system; 
administers chest physiotherapy, postural drainage, and cardio-pulmonary resuscitation; inserts, maintains, and 
manages artificial airways, including intubation.    Provides patient evaluation; assists in administration of diagnostic 
procedures such as bronchoscopies, cardiac catheterizations, and advanced research technologies.    Provides 
respiratory care in conjunction with life support systems and critical care techniques.    Responds to medical 
emergencies as member of medical emergency response team.    Performs diagnostic procedures such as pulmonary 
function testing, EKG's, treadmills, etc.    Assists patients in the therapeutic and diagnostic use of medical gases, 
administering apparatus, humidification, and aerosols.Monitor Processes, Materials, or Surroundings:    Monitors 
arterial blood gases to determine ventilatory status.    Monitors patient via assessment pre- and post-therapy for 
response to therapy.Making Decisions and Solving Problems:    Administers specific testing techniques, including 
measuring ventilatory volumes, pressures and flows, specimen collection and analysis of blood and other materials, and 
related physiologic monitoring.    Recommends changes in therapy based on patient assessment.Organizing, Planning, 
and Prioritizing Work:    Prioritizes treatment procedures based on the immediate patient needs and therapist 
availability.Evaluating Information to Determine Compliance with Standards:    Ensures compliance with infection 
control per respiratory care departmental policy.Repairing and Maintaining Electronic Equipment:    Calibrates oxygen 
analyzers.Provide Consultation and Advice to Others:    Serves as technical resource and consultant/evaluator to primary 
care provider and other staff regarding the practice of respiratory care.Inspecting Equipment, Structures, or Material:    
Troubleshoots respiratory care equipment problems.    Inspects and maintains respiratory care equipment for optimum 
functionality.Updating and Using Relevant Knowledge:    Maintains continuing education units to meet licensure 
requirements and increase knowledge base.Training and Teaching Others:    Provides education and training to other 
disciplines on delivery of respiratory care for continuity of care.Guiding, Directing, and Motivating Subordinates:    
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Supervises respiratory care technicians and/or respiratory care assistants in the delivery of services.Getting Information:    
Verifies primary care provider orders.    Accepts telephone, fax, written, and verbal orders from primary care provider, 
adjusting treatment modalities based on these orders.    Monitors e-mail for relevant information concerning respiratory 
care.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative working 
relationships with others and maintains them over time to enhance patient care.Communicating with Supervisors, 
Peers, or Subordinates:    Communicates with nursing, primary care providers, and interdisciplinary teams concerning 
treatment and patient status.    Provides report to oncoming shift concerning treatment and patient status.Performing 
General Physical Activities:     Lifts and repositions patients for respiratory care procedures.    Assembles various pieces 
of respiratory care equipment required for services.    Stocks supplies.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Estimates following day work load based on current respiratory care 
assignments.Documenting/Recording Information:    Documents telephone and verbal orders from primary care 
provider.    Documents therapy provided.    Records progress notes.    Documents daily work activities for productivity 
report.Handling and Moving Objects:    Transports equipment and supplies to various locations as needed to provide 
services.Performing Administrative Activities:    Performs daily tasks including maintaining information files and 
paperwork. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Ethics and Values    Fairness to Direct Reports    Motivating Others    
Compassion    Composure    Technical Learning    Directing Others    Informing    Priority Setting    Conflict Management    
Approachability    Decision Quality    Organizing    Learning on the Fly    Comfort Around Higher Management    Dealing 
with Ambiguity    Standing Alone    Career AmbitionKnowledge:    Knowledge of respiratory anatomy, principles, 
methods, medications, procedures, diagnostics, and treatments    Knowledge of current state and federal health care 
laws, codes, and regulations    Customer and Personal Service: Knowledge of principles and processes for providing 
customer and personal services. This includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction    Mathematics: Knowledge of arithmetic, statistics, and their applicationsSkills:    
Operation Monitoring: Watching gauges, dials, or other indicators to make sure a machine is working properly    Critical 
Thinking: Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or 
approaches to problems    Management of Personnel Resources: Motivating, developing, and directing people as they 
work, identifying the best people for the job    Coordination: Adjusting actions in relation to others' actions    Equipment 
Maintenance: Performing routine maintenance on equipment and determining when and what kind of maintenance is 
needed    Troubleshooting: Determining causes of operating errors and deciding what to do about it    Management of 
Material Resources: Obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do 
certain work    Time Management: Managing one's own time and the time of others    Speaking: Talking to others to 
convey information effectively    Complex Problem Solving: Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions    Quality Control Analysis: Conducting tests and 
inspections of products, services, or processes to evaluate quality or performance    Instructing: Teaching others how to 
do somethingAbilities:    Manual Dexterity: The ability to quickly move your hand, your hand together with your arm, or 
your two hands to grasp, manipulate, or assemble objects    Dynamic Flexibility: The ability to quickly and repeatedly 
bend, stretch, twist, or reach with your body, arms, and/or legs    Auditory Attention: The ability to focus on a single 
source of sound in the presence of other distracting sounds    Hearing Sensitivity: The ability to detect or tell the 
differences between sounds that vary in pitch and loudness    Oral Comprehension: The ability to listen to and 
understand information and ideas presented through spoken words and sentences    Oral Expression: The ability to 
communicate information and ideas in speaking so others will understand    Written Comprehension: The ability to read 
and understand information and ideas presented in writing    Written Expression: The ability to communicate 
information and ideas in writing so others will understand    Eye Hand Coordination: The ability to maintain eye hand 
coordination    Dynamic Strength: The ability to exert muscle force repeatedly or continuously over time. This involves 
muscular endurance and resistance to muscle fatigue    Stamina: The ability to exert yourself physically over long periods 
of time without getting winded or out of breath    Near Vision: The ability to see details at close range (within a few feet 
of the observer)    Deductive Reasoning: The ability to apply general rules to specific problems to produce answers that 
make sense    Static Strength: The ability to exert maximum muscle force to lift, push, pull, or carry objects    Visual Color 
Discrimination: The ability to match or detect differences between colors, including shades of color and brightness    
Memorization: The ability to remember information such as words, numbers, pictures, and procedures 
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Tools and Equipment Used: 
    Pulmonetics LTV 950    Oxygen Concentrator    Suction Machine    High and Small Volume Air Compressor    Pulse 
Oximeter    Air and Oxygen Flowmeters    Percussors    Vest Machines    Computer 
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072666 - RESPIRATORY CARE THERAPY DIR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2001 
 
Minimum Qualifications: 
Education and Experience: Licensed by the State of Tennessee as a Respiratory Care Therapist and two years of 
experience as a licensed Respiratory Care Therapist Substitution of Education for Experience: None. Substitution of 
Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: Licensed by the State of Tennessee as a Respiratory Care Therapist. Applicants must be 
eighteen years of age to practice respiratory care in the State of Tennessee. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for professional respiratory care therapy work of considerable difficulty and 
respiratory therapy administrative work of average difficulty in directing all respiratory therapy personnel at an 
institution or in a program; and performs related work as required. Distinguishing Features: This is the highest level class 
in the Respiratory Care Therapy sub-series. An employee in this class serves as the director of respiratory care therapy at 
a facility and supervises professional and para-professional therapy personnel. This class differs from Respiratory Care 
Therapist in that an incumbent of the latter may function in a supervisory capacity over the para-professional therapy 
staff and is supervised by an incumbent of this class. 
 
Work Activities: 
Assisting and Caring for Others:    Responds to medical emergencies as member of medical emergency response team.    
Administers prescribed drugs and medications to the cardio-respiratory system; administers chest physiotherapy, 
postural drainage, and cardio-pulmonary resuscitation; inserts, maintains, and manages artificial airways, including 
intubation.    Provides respiratory care in conjunction with life support systems and critical care techniques.    Provides 
patient evaluation to provide optimal care.    Performs diagnostic procedures such as arterial blood gas (ABG) and 
sputum culture.     Assists patients in the therapeutic and diagnostic use of medical gases, administering apparatus, 
humidification, and aerosols. Getting Information:    Verifies primary care provider orders.    Accepts telephone, fax, 
written, and verbal orders from primary care provider, adjusting treatment modalities based on these orders.    Receives 
information from the interdisciplinary team for use in care and transition planning and scheduling.    Obtains pricing and 
bids for equipment and supplies by contacting vendors and through on-line research.    Attends meetings with other 
management staff to gather information.    Collects information from respiratory therapy logs for productivity reports.    
Verifies current licensure of all respiratory care practitioners using the on-line verification program and by getting a copy 
of licenses from practitioners.    Monitors e-mail for relevant information concerning respiratory care. Making Decisions 
and Solving Problems:    Recommends changes in therapy based on patient assessment.    Administers specific testing 
techniques, including measuring ventilator volumes, pressures and flows, specimen collection and analysis of blood and 
other materials, and related physiologic monitoring.    Develops and adjusts schedules based on both planned and 
unplanned time off.    Makes decisions on whether to repair or replace malfunctioning equipment.    Resolves problems 
related to the appropriate positioning of patients and equipment location to provide optimal care. 
Documenting/Recording Information:    Documents telephone and verbal orders from primary care provider.    
Documents therapy provided.    Records progress notes.    Documents daily work activities for productivity report.    
Documents findings from research and analysis to support changes in procedures. Monitor Processes, Materials, or 
Surroundings:    Monitors patient response to ventilator parameters to assure patent airway and that ventilator are 
meeting patient needs.    Monitors patient via assessment pre-and post-therapy for response to therapy.    Monitors 
arterial blood gases to determine ventilator status.    Monitors vital signs and breathe sounds to ensure the patient is 
stable. Inspecting Equipment, Structures, or Materials:    Troubleshoots respiratory care equipment problems.    Tracks 
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respiratory equipment for location and usage.    Schedules routine reviews of equipment safety by in-house staff or 
outside vendors.    Inspects and maintains respiratory care equipment for optimum functionality. Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with nursing, primary care providers, and interdisciplinary teams 
concerning treatment and patient status.    Provides report to oncoming shift concerning treatment and patient status.    
Communicates the current status regarding departmental needs and functionality with executive staff to minimize the 
impact of variances.Evaluating Information to Determine Compliance with Standards:    Evaluates staff to determine 
whether they are complying with current standards of care.    Ensures compliance with infection control per current 
standards of practice.    Uses professional knowledge to develop policies and procedures specific to respiratory care. 
Training and Teaching Others:    Trains all new respiratory care therapy staff on departmental and individual-specific 
needs.    Trains new nursing staff in various respiratory care techniques.    Trains family members on the specific 
respiratory care therapy needs of patients  going on home visits. Performing General Physical Activities:    Assembles 
various pieces of respiratory care equipment required for services.    Lifts and repositions patients for respiratory care 
procedures.    Stocks supplies.    Transports equipment and supplies to various locations as needed to provide services. 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines appropriate amounts of 
supplies and medications needed to perform day-to-day operations of the Respiratory Care department.    Determines 
the number of therapists needed to adjust schedules and for budget planning purposes.    Estimates the following day 
work load based on current respiratory care assignments. Interpreting the Meaning of Information for Others:    Explains 
policies and procedures to subordinate staff.    Explains medical terms in layman's terms to family members and non-
medical staff.    Explains information regarding respiratory care to other staff to ensure effective communication and 
optimal care. Communicating with Persons outside Organization:    Communicates with providers to receive status 
updates and prepare to meet current level of care.    Communicates with vendors in the provision of supplies and 
equipment for use by the facility and/or home.    Communicates with potential providers for the continuance of 
individualized respiratory care. Developing Objectives and Strategies:    Develops plans to lessen and possibly 
discontinue services for patients who have stabilized or who will be transitioning from their current residence.    
Develops plans and strategies to implement new therapy techniques.Analyzing Data or Information:    Conducts analysis 
of compiled information to establish respiratory therapy services and operational strategies by evaluating trends.    
Researches clinical care variances to improve care. Coaching and Developing Others:    Provides feedback on work 
performed by subordinates and gives suggestions for improved performance.    Initiates coaching sessions in a timely 
manner to ensure employees' progression towards departmental expectations. Organizing, Planning, and Prioritizing 
Work:    Organizes, plans, and prioritizes supervisory work to meet current deadlines while assuring that personal 
patient care load is met.    Prioritizes treatment procedures based on the immediate patient needs and therapist 
availability. Scheduling Work and Activities:    Schedules staff to provide respiratory care training to other staff.    
Schedules staff to provide services during outings, appointments, and travel time. Processing Information:    Prepares 
quantitative reports obtained from respiratory care journals and staff logs for staff interim reviews and evaluations.    
Prepares productivity reports about patients served for management. Provide Consultation and Advice to Others:    
Interacts with upper management and attends meetings to provide job-specific/patient-specific information in order to 
optimize operation of the Respiratory Care department.    Interacts with providers/potential providers and attends 
meetings to provide and/or receive job-specific/patient-specific information to ensure optimal respiratory care. 
Developing and Building Teams:    Establishes expected performance levels and sets clear expectations for subordinates 
to follow in the provision of patient care.    Identifies and models team-building behavior to encourage trust and respect. 
Performing Administrative Activities:    Enters personal time worked and approves time and leave and overtime requests 
for subordinates.    Responds to e-mails, phone calls, and correspondence as needed to obtain and relay information. 
Resolving Conflicts and Negotiating with Others:    Participates in resolving conflicts to maintain positive working 
relationships and keep the focus on patient care.Establishing and Maintaining Interpersonal Relationships:    Establishes 
and maintains constructive and cooperative professional working relationships with upper management, other 
disciplines, and assigned staff to create a harmonious work environment and to enhance patient care. Coordinating the 
Work and Activities of Others:    Reassigns work as needed based on the needs of the patients and the number of 
therapists available to ensure an equitable work load for each staff member. Guiding, Directing and Motivating 
Subordinates:    Completes the performance evaluation process for subordinates, including individual performance 
plans, interim reviews, and annual evaluations. Staffing Organizational Units:    Interviews and selects from job 
candidates the best-qualified therapists to hire. Repairing and Maintaining Electronic Equipment:    Calibrates oxygen 
analyzers. Monitoring and Controlling Resources:    Oversees the appropriate use of supplies and maintains a sufficient 
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inventory to support operation of the Respiratory Care department. Updating and Using Relevant Knowledge:    
Maintains continuing education units to meet licensure requirements and increase knowledge base. Thinking Creatively:    
Creates spreadsheets to track and provide information to meet departmental needs. Interacting with Computers:    Uses 
computer software for scheduling; writing reports, letters, and procedures; sending and receiving e-mails; performing 
Internet research for information specific to respiratory care; and developing and presenting training materials. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Innovation Management    Delegation    Priority Setting    Managerial Courage    
Conflict Management    Perseverance    Organizational Agility    Customer Focus    Building Effective Teams Knowledge:    
Intermediate knowledge of communications and media for effective interaction with customers, families, providers, 
vendors, staff, and management.    Basic knowledge of computers for developing educational programs, spreadsheets, 
policy development, internet research, and using e-mail.    Intermediate knowledge of customer and personal service to 
build relationships between patients and providers, vendors, staff, and management.    Intermediate education and 
training knowledge to effectively train staff.    Basic mechanical knowledge for the appropriate selection and use of 
respiratory care equipment and to ensure that maintenance performed meets manufacturer's guidelines. Skills:    Basic 
active learning skills to understand training and resolve problems and issues.    Intermediate active listening skills to 
understand policies and procedures and to resolve conflicts.    Intermediate critical thinking skills to resolve problems, 
adjust schedules, and meet patient needs.    Intermediate monitoring skills to evaluate performance of subordinates.    
Intermediate speaking skills to communicate effectively with staff, patients, co-workers, and vendors.    Intermediate 
writing skills to prepare documentation and communicate effectively.    Basic coordination skills to respond 
appropriately to the actions of others.    Intermediate negotiation skills to complete contracts, resolve conflicts, and 
reconcile differences.    Intermediate operation monitoring skills to ensure that equipment is working properly and no 
operating errors are noted.    Intermediate time management skills to ensure that all work performed by self and staff is 
accomplished in a timely manner. Abilities:    Deductive Reasoning    Mathematic Reasoning    Originality    Control 
Precision    Reaction Time    Dynamic Strength    Extent Flexibility    Stamina    Static Strength    Auditory Attention    Near 
Vision    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Ventilators    BiPAP    CPAP    Oxygen Concentrators    Suction Units    High Volume Air Compressor (50PSI)    Small 
Volume Air Compressor (nebulizer, pulmo-aide)    Pulse Oximeter    Precursors    Vest Machines    EKG Machines    
Computer    Fax Machine    MetaNeb    Cough Assist 
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038655 - REV CHIEF COMPLIANCE OFFICER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1569 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075851 - REVENUE AUDIT ASST DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4110 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075852 - REVENUE AUDIT DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4111 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075811 - REVENUE AUDIT TECH-SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4100 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075816 - REVENUE AUDIT TECHNICIAN 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4148 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of experience in one or a combination of the following: (1) tax auditing; (2) clerical or technical accounting or 
auditing, or (3) tax preparation. Substitution of Experience for Education: Qualifying experience in tax auditing, clerical 
or technical accounting or auditing, and/or tax preparation may substitute for the required education on a year for year 
basis. Substitution of Education for Experience:  Accounting, bookkeeping, business, or computer course work from an 
accredited college or technical institute may substitute for years of experience up to four years. Three semester hours in 
accounting, bookkeeping, business, or computer course work is equivalent to a one-year substitution; six semester 
hours in accounting, bookkeeping, business, or computer course work is equivalent to a two-year substitution; nine 
semester hours in accounting, bookkeeping, business, or computer course work is equivalent to a three-year 
substitution; twelve semester hours in accounting, bookkeeping, business, or computer course work is equivalent to a 
four-year substitution. OR Experience equivalent to two years as an Accounting Technician with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for paraprofessional tax auditing assistance work of moderate 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class provides assistance 
and information to tax auditors or agents in the examination of business records to ensure compliance with accounting 
and auditing principles and with state tax laws, rules and regulations. This class differs from Tax Auditor 2 in that 
incumbents of the latter are responsible for independently performing professional-level audits of taxpayers. 
 
Work Activities: 
Communicating with Persons Outside Organization: Contacts taxpayers by telephone and letter regarding specific 
transactions selected for audit or investigation. Discusses tax assessments and payment options with taxpayers by 
telephone. Provides taxpayer assistance in person, by telephone, or through correspondence concerning basic tax 
information. Directs taxpayers to appropriate individual to provide answers to difficult tax-related questions. 
Documenting/Recording Information: Compiles listings of taxpayer financial data, including invoices, and inputs 
information into spreadsheets. Copies and/or scans specified documents selected by tax auditor or agent. Counts stock 
of cigarettes, alcohol, and other items at taxpayer's business location. Inputs tax audit results on mainframe computer 
system. Receives and processes tax payments. Maintains and stores completed reports, claims, work papers, or other 
relevant documents and data. Evaluating Information to Determine Compliance with Standards: Assists tax auditors or 
agents in auditing or investigating the financial records of businesses and individuals. Researches whether appropriate 
taxes have been charged, collected, and paid. Computes tax assessment and confirms accuracy of supporting schedules. 
Examines list of taxable products imported into the state to determine if products have already been taxed. Compiles, 
organizes, and reviews audit work papers or investigative reports for accuracy and completeness. Getting Information: 
Utilizes various resources and tools to research taxpayer history for tax audits or investigations. Locates and compiles 
taxpayer account information (prior audits, reporting history, registration information, bankruptcies) on the mainframe 
computer system. Locates relevant legal rulings, conference letters, and court cases.Interacting with Computers: Uses 
the most current software, templates, rates and tools to complete audit, investigative, and administrative functions. 
Maintains working knowledge of computer applications used in the audit or investigative process.Performing 
Administrative Activities: Prepares and maintains a variety of records and statistical reports concerning completed 
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audits and other tax audit information. Prepares and maintains records and reports about leave and attendance, travel, 
and use of personal time during the month. Distributes information provided by management to appropriate personnel. 
Orders office supplies and maintains equipment inventory. May travel to various locations throughout the state. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Time Management Customer Focus Ethics and Values Technical 
Learning Conflict Management Informing Written Communications Organizing ApproachabilityKnowledge: Principles 
and processes for providing customer service Administrative and clerical procedures Accounting practicesSkills: Analyzes 
information and applies appropriate judgment when making decisions Manages one's own time Prioritizes work to meet 
goals and deadlines Proficiently uses common office software Socially interacts with others, including displaying a 
cooperative attitudeAbilities: Comprehends information and concepts presented both orally and in writing Effectively 
expresses information and concepts both orally and in writing Conducts oneself professionally and with the utmost 
integrity Works independently and with purpose Examines detail with careful attention Actively listens to others and 
recognizes the implications of the information provided Effectively organizes large amounts of information 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer Telephone Fax Machine Scanner Printer Copy Machine Personal Motor Vehicle 
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075855 - REVENUE CHIEF FINANCIAL OFFICE 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4112 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075846 - REVENUE COLLECTION ASST DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4103 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business or 
finance (including, but not limited to, accounting, banking, insurance, real estate, economics, or taxation) criminal 
justice, law, law enforcement, criminology, legal assistant studies, paralegal studies or a paralegal certificate, and 
experience equivalent to five or more years of full-time professional tax investigation, tax analysis, or negotiation of 
delinquent payments, including at least two years of supervisory work. Substitution of Experience for Education: 
Qualifying full-time professional experience in tax, investigation, tax analysis, or negotiation of delinquent payments 
may be substituted for the specific bachelor's degree, on a year-for-year basis, to a maximum of four years.ORFive years 
of full-time professional experience in the Tax Collection Services Division of the Tennessee Department of Revenue 
including, at least, two years of supervisory work. 
 
Other Requirements: 
Necessary Special Qualifications: An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial and administrative work of average difficulty in assisting in 
planning, organizing, and directing the tax collection division of the Department of Revenue; and performs related work 
as required. Distinguishing Features: The employee in this class may be responsible for assisting in planning, organizing, 
and directing the statewide program for the collection of revenue from delinquent taxes, licenses and fees or may be 
responsible for identifying areas of risk assessment and continuous testing of potential risk areas for the division. Work 
may require considerable judgment in making decisions on difficult tax collection problems, although most guidelines 
are provided by laws, policies and precedents. This class differs from that of Revenue Collection Manager in that 
incumbents of the latter is responsible for supervising all regional field collection staff in the collection of delinquent 
taxes. This class differs from that of Revenue Collection Director in that the incumbent of the latter is responsible for 
planning, organizing, and directing the Tax Collection Division of the Department of Revenue. 
 
Work Activities: 
Developing Objectives and Strategies:  Assist in planning, organizing, and directing the statewide program for the 
collection of revenue from delinquent taxes, licenses and fees. Monitoring and Controlling Resources: Assist in 
formulating specific divisional policies and procedures within areas of authority. Assist in the preparation of and 
approval of expenditures for the division's operating budget. Report findings of waste and abuse to the Director in areas 
that need to be continuously monitored. Evaluating Information to Determine Compliance with Standards:                               
Assist in directing and participating in the preparation and maintenance of tax collection and enforcement and 
administrative records and reports.Guiding, Directing, and Motivating Subordinates: Assist in directing tax collection 
activities including contacting taxpayers, collecting taxes, investigating property assets, serving tax levies, conducting 
property inventories and seizures, and conducting property sales and auctions. Through subordinate supervisory staff, 
may assist in directing the assignment, training, supervision, and evaluation of subordinate revenue collection 
employees and their work.Making Decisions and Solving Problems: Coordinate with other entities in attempting to 
resolve difficult problems connected with the collection of delinquent taxes including arranging payment agreements, 
interpreting and enforcing tax laws, rules and regulations, locking up property by seizure, restraining vehicles, selling 
property assets, and garnishing bank accounts and/or wages.Performing Administrative Activities: Assist in assessing Tax 
Collection Division organization, operations and functions, and making recommendations and decisions on 
improvements in economy, efficiency, and quality of organization, operations and functions.Staffing Organizational 
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Units: Assist in making decisions and recommendations on staff retention, promotion, demotion, dismissal, and other 
personnel actions.Interpreting the Meaning of Information for Others: Assist in directing the interpretation and 
collection of state and federal tax laws, rules and regulations, and departmental and divisional tax enforcement and 
collection policies and procedures. Assist in directing the supervision of the investigation of facts concerning tax liability, 
property available for levy, and priority of liens in each case handled. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Managing Through Systems Planning Comfort around Higher Management Decision 
Quality Problem Solving Motivating Others Command Skills Managerial Courage Innovation Management Knowledge: 
Education and Training Communications and Media Personnel and Human Resources Admin and Management Law and 
Government Economics and Accounting Basic MathematicsSkills: Management of Personnel Resources Critical Thinking 
Complex Problem Solving Systems Evaluation Active Listening Social Perceptiveness Speaking Abilities: Oral 
Comprehension Oral Expression Written Expression Deductive Reasoning Inductive Reasoning Mathematical Reasoning 
Originality Category Flexibility 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075847 - REVENUE COLLECTION DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4068 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075845 - REVENUE COLLECTION MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4093 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business or 
finance (including, but not limited to, accounting, banking, insurance, real estate, economics, or taxation) criminal 
justice, law, law enforcement, criminology, legal assistant studies, paralegal studies or a paralegal certificate, and 
experience equivalent to five years of full-time professional collection work, including at least one year of supervisory 
work. Substitution of Experience for Education: Professional experience in tax investigation, tax analysis or negotiation 
of delinquent payments may be substituted for the specific bachelor's degree, on a year-for-year basis, to a maximum of 
four years. OR Four years of full-time experience as a Revenue Collection Officer 2, or 3 or two years of experience as a 
Revenue Collection Supervisor with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation.      Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory collections and enforcement work of considerable 
difficulty involving supervising subordinate revenue collection officers in a regional office engaged in collecting 
delinquent taxes; and performs related work as required. Distinguishing Features: This is the managerial class in the 
Revenue Collection Officer sub-series. An employee in this class supervises field collection officers in a region of the 
state in contacting businesses and individual taxpayers in order to collect delinquent taxes. This class differs from 
Revenue Collection Supervisor in that incumbents of the latter supervise a unit of subordinate collection officers within 
a region of the state. This class differs from Revenue Collection Assistant Director in that the incumbent of the latter is 
responsible for assisting in planning, organizing, and directing the Tax Collection Division of the Department of Revenue. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:  Supervises subordinate collection supervisors in assigning, training, 
supervising, and evaluating collection officers and other tax collection personnel engaged in collecting delinquent taxes. 
Provides technical guidance in the development of proper collection procedures.Staffing Organizational Units:  Makes 
recommendations on staff promotion, demotion, retention, dismissal, and other personnel actions. Training and 
Teaching Others:  Through subordinate supervisory staff, supervises and participates in conducting training sessions for 
subordinate tax collection personnel.Developing Objectives and Strategies: Assists upper management in formulating 
divisional policy and procedure within areas of authority.Making Decisions and Solving Problems: Makes 
recommendations and provides technical guidance to staff on how to effect improvements in economy, efficiency, 
productivity, and quality of organization, operations and procedures.Processing Information: Reviews all collection and 
enforcement reports.Provide Consultation and Advice to Others:                                                                       Explains, 
interprets, and enforces tax laws, rules and regulations, departmental and divisional goals and objectives and policy and 
procedure to subordinate staff, taxpayers and other members of the public.Communicating with Persons Inside and 
Outside the Organization: Maintains a variety of personal contacts with internal and external contacts in resolving 
difficult problems connected with collecting delinquent taxes, arranging payment agreements, and enforcing and 
interpreting tax laws, rules and regulations.Evaluating Information to Determine Compliance with Standards: Visits tax 
collection offices within the region to assess office organization, operations, tax collection, and enforcement 
procedures. Through subordinate supervisory staff supervises the serving of tax levies, conducting of property seizures, 
inventory procedures for seized property, and sale and auction of property to cover delinquent taxes.Performing 
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Administrative Activities: Supervises and participates in the preparation and maintenance of tax records and reports for 
upper management. 
 
Competencies (KSA’s): 
Competencies     1. Managing Through Systems     2. Confronting Direct Reports     3. Hiring and Staffing     4. Directing 
Others     5. Problem Solving     6. Building Effective Teams     7. Motivating Others     8. Time ManagementKnowledge 
Knowledge of business and management principles Knowledge of principles and processes for providing customer and 
personal services Knowledge of principles, training, teaching and instruction for individuals and groups, and the 
measurement of training effects Knowledge of laws, government regulations, and agency rulesSkills  The skill to analyze 
information for problem-solving and decision-making The skill of interpersonal relations The skill to select and use 
training and instructional methods The skill to monitor/assess performance of personnel and/or organizations to make 
improvements The skill to understand written communication The skill to verbally communicate The skill to 
communicate effectively in writing The skill to bring others together and try to reconcile differences The skill to 
persuade others to change their minds or behavior The skill to actively look for ways to help people The skill to identify 
complex problems The skill to analyze program costs and benefits The skill to obtain equipment, facilities, and materials 
The skills to motivate, develop, and direct people The skill to manage timeAbilities The ability to generate or use 
different sets of rules for optimal decision making The ability to combine pieces of information to form general rules or 
conclusions The ability to remember information such as tax laws, policy, procedures, and rules The ability to add, 
subtract, multiply, or divide quickly and correctly The ability to listen The ability to verbally communicate The ability to 
develop creative ways to solve a problem The ability to tell when something is wrong or is likely to go wrong The ability 
to concentrate The ability to multi-task The ability to communicate information and ideas in writing The ability to speak 
clearly so others can understand you The ability to identify and understand the speech of another person 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer Cell Phone Copier Motor Vehicle Firearm Camera 
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075841 - REVENUE COLLECTION OFFICER 1* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  5938 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
Experience for Education: Professional experience in tax investigation, tax analysis or negotiation of delinquent 
payments may substitute for the bachelor’s degree on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  An employee in this class may be required to possess and maintain a valid motor 
vehicle operator’s license, personal vehicle insurance, and reliable transportation.  Examination Method:  Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under direct supervision, is responsible for tax collections and tax enforcement work of routine difficulty. 
This involves learning to contact businesses and individual taxpayers to collect delinquent taxes due; performs related 
work as required. Distinguishing Features:  This is the entry level class in the Revenue Collection Officer sub-series. An 
employee in this class learns to collect delinquent taxes from businesses and individual taxpayers (or their 
representative). Work involves learning to interpret and enforce tax laws, rules, and regulations through a prescribed set 
of collection and enforcement procedures, under direct supervision. This class differs from Revenue Collection Officer 2* 
in that incumbents of the latter are responsible for performing collections and enforcement duties at the working level 
under general supervision.*An applicant appointed to this flexibly staffed class will be reclassified to the next higher 
class in the series after successful completion of a mandatory one year training period; inadequate or marginal 
performance during the training period will result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Serves tax levies and participates in property seizures. Learns to establish a 
partial payment agreement. Determines what steps need to be taken to collect delinquent revenue and to solve 
information and processing issues with taxpayer accounts.Analyzing Data or Information: Learns to use department 
computer and courthouse records to locate tax, real estate, motor vehicle, and other public records. Learns methods for 
evaluating taxpayer’s assets and liabilities. Learns to analyze delinquent taxpayer accounts and financial credit 
information. Evaluates financial data to determine collectability of an account. Evaluates financial data to determine 
feasibility of payment plans or offer compromise. Learns to research and investigate public and bank records. Re-
investigates the delinquent taxpayer periodically to determine whether or not the ability of the taxpayer to pay has 
changed. Determines whether or not a complaint is legitimate by examining computer records and files. Examines 
mathematical calculations to ensure their correctness. Communicating with Persons Outside Organization: Learns how 
to explain partial payment procedures and offers of compromise to delinquent taxpayers, including amount of 
payments, rate of interest, collateral, and penalty for failure to meet the agreement. Visits place of business to collect 
delinquent tax payment. Contacts the source of the complaint to inform him/her of the action taken. Issues receipts for 
tax payments received. Performing for or Working Directly with the Public: Locates and identifies taxpayers to 
determine the ability of the taxpayer to reduce or eliminate tax liabilities. Assists taxpayers in completing their tax 
returns. Provides assistance to the taxpayer/representative in completing proper tax forms. Investigates complaints 
delegated by Revenue Collection Supervisor. Develops a variety of personal contacts with business representatives, 
individual taxpayers, bankers, lawyers, city and county law enforcement officials, and tax auditors in the process of 
locating taxpayers and collecting delinquent taxes.Interpreting the Meaning of Information for Others: Becomes familiar 
with tax laws, rules, and regulations in order to answer general tax related questions. Explains and interprets tax laws, 
departmental policies, and divisional policies to taxpayers with questions. Contacts taxpayer in order to inform them of 
their tax liability. Contacts businesses which are opening or closing to inform owners of applicable tax laws, rules, 
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regulations, and liabilities.Documenting/Recording Information: Collects delinquent tax payments. Maintains record of 
deposits to aid in tracing payments which are not properly credited to the taxpayer’s account. Completes justification 
report to document reason for partial payment agreement and offers of compromise. Conducts property inventories of 
seized assets. Maintains receipt copies, records of monies collected, taxpayer payment histories, records of taxpayer 
contacts, and records on uncollected taxes. Documents the findings of the investigation. Prepares and maintains records 
and reports of collection activities. Communicating with Supervisors, Peers, or Subordinates: Discusses the taxpayer’s 
financial assets and the ability of the taxpayer to meet the tax liability with senior Revenue Collection Officers. May 
assist the Revenue Collection Supervisor with public auctions to raise revenue to cover tax liabilities. Discusses the 
taxpayer’s ability to pay the tax liability with senior Revenue Collection Officers. Assists higher grade officers in 
conducting more complex and technically difficult cases.Handling and Moving Objects: Lifts and transports seized goods 
by truck to storage location. 
 
Competencies (KSA’s): 
Competencies: Dealing with Paradox Functional/Technical Competency Approachability Customer Focus Action Oriented 
Patience Timely Decision Making Technical LearningKnowledge: Knowledge of administrative and clerical 
proceduresSkills: Active learning skills Strategic learning skills Coordination Complex problem solving skills Time 
management skillsAbilities: Deductive Reasoning Memorization Oral Expression Multi-tasking 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075842 - REVENUE COLLECTION OFFICER 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4069 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional tax investigation, tax analysis or negotiation of delinquent 
payments.Substitution of Experience for Education: Professional experience in tax investigation, tax analysis or 
negotiation of delinquent payments may substitute for the bachelor's degree on a year-for-year basis, to a maximum of 
four years.OROne year of full-time experience as a Revenue Collection Officer 1, with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications:  An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direct supervision, is responsible for tax collections and tax enforcement work of routine difficulty. This 
involves contacting businesses and individual taxpayers to collect delinquent taxes due; performs related work as 
required. Distinguishing Features: This is the working level class in the Revenue Collection Officer subseries. An 
employee in this class contacts businesses and individual taxpayers (or their representatives) within an assigned 
territory in order to collect delinquent taxes. Work involves interpreting and enforcing tax laws, rules, and regulations, 
and attempting to collect delinquent taxes owed the State of Tennessee following a prescribed set of collection and 
enforcement procedures. This class differs from Revenue Collection Officer 1, in that incumbents of the latter are 
responsible for learning to perform major revenue collection and enforcement duties at the entry level under direct 
supervision. This class differs from Revenue Collection Officer 3 in that incumbents of the latter, in addition to a normal 
case load, handle the more difficult cases within or across territories, and perform on-the-job training of new field 
officers.   
 
Work Activities: 
Making Decisions and Solving Problems: Serves tax levies and participates in property seizures. Establishes a partial 
payment agreement. Determines what steps need to be taken to collect delinquent taxes and to solve information and 
processing issues with taxpayer accounts. Determines feasibility of an offer to compromise. Analyzing Data or 
Information: Selects a feasible strategy to locate real property, lien information, credit and tax history from a variety of 
sources (e.g., department computer, courthouse records and other public records). Examines real property, liens, credit, 
tax history, income, the taxpayer's place of business, and the taxpayer's residence to determine assets and liabilities. 
Investigates delinquent taxpayer accounts to determine if account is collectible. Researches and investigates public and 
bank records. Periodically conducts follow-up investigations of uncollectible accounts to determine whether or not the 
taxpayer's ability to pay the tax liability has changed. Determines whether or not a complaint is legitimate by examining 
computer records and files. Analyzes taxpayer account, credit, and asset information. Examines mathematical 
calculations to ensure their correctness. Communicating with Persons Outside Organization: Explains partial payment 
procedures and offers in compromise to delinquent taxpayers, including amount of payments, rate of interest, 
collateral, lien filing process and penalty for failure to meet the agreement. Visits place of business to collect delinquent 
tax payment. Issues receipts for tax payments received. Performing for or Working Directly with the Public: Assists 
taxpayers in completing their tax returns. Provides assistance to the taxpayer/representative in completing proper tax 
forms. Investigates complaints delegated by Revenue Collection Supervisor. Maintains a variety of personal contacts 
with business representatives, individual taxpayers, bankers, lawyers, city and county law enforcement officials, and tax 
auditors in the process of locating taxpayers and collecting delinquent taxes.Interpreting the Meaning of Information for 
Others: Explains and interprets tax laws, departmental policies, and divisional policies to taxpayers with questions. 
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Contacts taxpayer in order to inform them of their tax liability. Contacts businesses which are opening or closing to 
inform owners of applicable tax laws, rules, regulations, and liabilities.Documenting/Recording Information: Documents 
collection of delinquent tax payments. Conducts property inventories of seized assets. Maintains record of deposits to 
aid in tracing payments which are not properly credited to the taxpayer's account. Completes justification report to 
document reason for partial payment agreement and offers to compromise. Maintains receipt copies, records of monies 
collected, taxpayer payment histories, records of taxpayer contacts, and records on uncollected taxes. Documents the 
findings of the investigation.Communicating with Supervisors, Peers, or Subordinates: Justifies to Revenue Collection 
Supervisor the need for a partial payment agreement and justifies the acceptance/rejection of an offer in compromise 
to Revenue Collection Supervisor. Compares assets and income to liabilities to determine the ability of the taxpayer to 
pay delinquent taxes. May assist the Revenue Collection Supervisor with public auctions to raise revenue to cover tax 
liabilities. Assists higher grade officers in conducting more complex and technically difficult cases.Handling and Moving 
Objects: May be required to use assigned firearms to defend against physical or deadly assault. Lifts and transports 
seized goods by truck to storage location. 
 
Competencies (KSA’s): 
Competencies: Dealing with Paradox Approachability Customer Focus Functional/Technical Competency Action Oriented 
Patience Timely Decision Making Technical LearningKnowledge:              Knowledge of administrative and clerical 
proceduresSkills: Active learning skills Strategic learning skills Leadership skills Coordination Complex problem solving 
skills Time management skillsAbilities: Deductive Reasoning Memorization Oral Expression Multi-tasking 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicle Calculator Firearms 
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075840 - REVENUE COLLECTION OFFICER 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4062 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's and experience 
equivalent to two years of full-time professional tax investigation or tax analysis work, of which at least one year must 
have been experience in negotiation of delinquent tax payments.Substitution of Experience for Education: Professional 
experience in tax investigation, tax analysis, or negotiation of delinquent payments may substitute for the bachelor's 
degree on a year-for-year basis to a maximum of four years. ORTwo years of full-time experience as a Revenue 
Collection Officer 2 with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications:  An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for tax collections and tax enforcement work of routine difficulty. 
This involves contacting businesses and individual taxpayers to collect delinquent taxes due; performs related work as 
required. Distinguishing Features: This is the advanced working level class in the Revenue Collection Officer sub-series. 
An employee in this class handles the more difficult delinquent tax cases within and across territories and investigates 
businesses or individuals who are historically delinquent in their tax payment or who wish to negotiate their payment 
schedule. They are also responsible for training officers on the job in the collection of delinquent taxes and in the 
enforcement of regulations. This class differs from Revenue Collection Officer 2 in that incumbents of the later are 
responsible for collecting delinquent taxes and enforcing regulations within an assigned region. The class differs from 
Revenue Collection Supervisor in that incumbents of the latter are responsible for the supervision of a unit of revenue 
collection officers within a specific area of the state. 
 
Work Activities: 
Making Decisions and Solving Problems: Serves tax levies and participates in property seizures. Determines if part of the 
taxability should be eliminated as an offer to compromise with the taxpayer. Determines if taxpayer can pay the liability 
immediately or if a partial payment schedule needs to be established. Decides that a delinquent account be designed as 
uncollectible. Determines what steps need to be taken to collect delinquent taxes and to solve informational and 
processing issues with taxpayer accounts. Determines whether or not a complaint is legitimate by examining computer 
records and files. Analyzing Data or Information: Selects a feasible strategy to locate real property, lien information, 
credit and tax history from a variety of sources (e.g., department computer, courthouse records, and other public 
records). Examines real property, liens, credit, tax history, income, the taxpayer's place of business and the taxpayer's 
residence to determine current financial standing for determining the collectability of an account. Investigates taxpayer 
accounts that have a history of requiring special payment agreements (e.g., partial payments, offers to compromise) to 
meet tax delinquencies. Researches and investigates public and bank records, departmental and courthouse files that 
are difficult to locate with standard departmental investigative techniques. Periodically conducts follow-up 
investigations of uncollectible accounts to determine whether or not the taxpayer's ability to pay the tax liability has 
changed. Examines mathematical calculations to ensure their correctness.Communicating with Persons Outside 
Organization: Explains partial payment procedures and offers to compromise to delinquent taxpayers, including amount 
of payments, rate of interest, collateral, lien filing procedure and penalty for failure to meet the agreement. Visits place 
of business to collect delinquent tax payment. Performing for or Working Directly with the Public: Provides assistance to 
the taxpayer/representative in completing proper tax forms. Investigates complaints delegated by Revenue Collection 
Supervisor. Maintains a variety of personal contacts with business representatives, individual taxpayers, bankers, 
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lawyers, city and county law enforcement officials, and tax auditors in the process of locating taxpayers and collecting 
delinquent taxes.Interpreting the Meaning of Information for Others: Explains and interprets tax laws, departmental 
policies, and divisional policies to taxpayers with questions. Answers general tax related questions using knowledge of 
tax laws, rules, and regulations.Documenting/Recording Information: Collects delinquent tax payments from taxpayers, 
including those who have a history of being uncooperative in tax investigations. Conducts property inventories of seized 
assets. Maintains record of deposits to aid in tracing payments which are not properly credited to the taxpayer's 
account. Completes a justification report to document reasons for establishing the partial payment agreement and 
offers to compromise. Maintains receipt copies, records of monies collected, taxpayer payment histories, records of 
taxpayer contacts, and records on uncollected taxes. Documents the findings of the investigation. Prepares and 
maintains records and reports of collection activities. Issues receipts for tax payments received.Communicating with 
Supervisors, Peers, or Subordinates: Compares assets and income to liabilities to determine the ability of the taxpayer to 
pay delinquent taxes or to initiate an offer to compromise. May assist the Revenue Collection Supervisor with public 
auctions to raise revenue to cover tax liabilities. Justifies to Revenue Collection Supervisor an acceptable payment 
schedule or an offer in compromise for the taxpayer to satisfy the tax liability. Assists subordinate revenue collection 
officers in interpreting tax laws, rules, and regulations. Assists lower grade officers in conducting more complex and 
technically difficult cases. Conducts on-the-job training with one or more assigned revenue collection officers to teach 
them how to accomplish work objectives in the most efficient and effective manner. Observes the work progress of 
recently hired employees to determine whether or not they need further training in any area. May occasionally conduct 
classroom training.Handling and Moving Objects: May be required to use assigned firearms to defend against physical or 
deadly assault. Lifts and transports seized goods by truck to storage location. 
 
Competencies (KSA’s): 
Competencies: Dealing with Paradox Approachability Customer Focus Functional/Technical Competency Action Oriented 
Peer Relationships Timely Decision Making Informing Technical LearningKnowledge:               Knowledge of 
administrative and clerical proceduresSkills: Active learning skills Strategic learning skills Advanced leadership skills 
Coordination Complex problem solving skills Time management skillsAbilities: Deductive Reasoning Memorization Oral 
Expression Multi-tasking 
 
Tools and Equipment Used: 
 Personal Computer                                               Telephone                                                             Fax Machine                                                       
Printer Copy Machine Calculator Motor Vehicle Firearms 
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075843 - REVENUE COLLECTION REGIONAL OF 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4072 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with any bachelor's degree and 
experience equivalent to three years of full-time professional tax investigation, tax analysis, or negotiation of delinquent 
payments.Substitution of Experience for Education: Professional experience in tax investigation, tax analysis, or 
negotiation of delinquent payments may substitute for the specific bachelor's degree on a year-for-year basis, to a 
maximum of four years.ORTwo years of full-time experience as a Revenue Collection Officer 2, or 3 with the State of 
Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications:An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation.Examination Method: Education and 
Experience, 100% for Preferred Service positions.  
 
Job Overview: 
Summary: Under general direction, is responsible for tax collection and tax enforcement work of average difficulty 
involving direct contact and onsite collection of delinquent taxes, in concert with other law enforcement officials, from 
businesses and individual taxpayers in and across assigned geographical regions of the state; and performs all office-
based work necessary to resolve cases assigned.Distinguishing Features: This is the regional officer class in the Revenue 
Collection Officer sub-series. An employee in this class handles the more difficult delinquent tax cases within and across 
specific regions and, in particular, investigates and interacts directly with businesses or individuals for which office-
based collection efforts have been unsuccessful and actions including property seizure are required. An employee in this 
class must also work in a team setting where satisfactory results rely on close coordination with coworkers and other 
law enforcement officials. This class differs from Revenue Collection Officer 3 in that incumbents of the latter are 
responsible for collecting delinquent taxes and enforcing regulations with an emphasis on office-based methods. The 
class differs from Revenue Collection Supervisor in that incumbents of the latter are responsible for the supervision of a 
unit of revenue collection officers.  
 
Work Activities: 
Making Decisions and Solving Problems:1. Receives ongoing cases and identifies appropriate field- and/or office-based 
actions to resolve difficult cases.2. Serves tax levies and participates in property seizures.3. Determines if part of the 
taxability should be eliminated as an offer to compromise with the taxpayer.4. Determines if taxpayer can pay the 
liability immediately or if a partial payment schedule needs to be established.5. Decides that a delinquent account be 
designed as uncollectable.6. Determines what steps need to be taken to collect delinquent taxes and to solve 
informational and processing issues with taxpayer accounts.7. Determines whether or not a complaint is legitimate by 
examining computer records and files.Communicating with Persons Outside Organization:1. Visits place of business to 
collect delinquent tax payment.2. Maintains a variety of personal contacts in and around assigned region with business 
representatives, individual taxpayers, bankers, lawyers, city and county law enforcement officials, and tax auditors in 
the process of collecting delinquent taxes.3. Provides assistance to the taxpayer/representative by mail, telephone, or 
direct contact to assure proper completion of departmental forms and to answer general tax related questions.4. 
Explains partial payment procedures and offers to compromise to delinquent taxpayers, including amount of payments, 
rate of interest, collateral, lien filing procedure and penalty for failure to meet the agreement.5. Negotiates the payment 
of delinquent taxes.Analyzing Data or Information:1. Becomes familiar with cases already in progress and communicates 
with office-based personnel to acquire the information needed to proceed with collection.2. Selects a feasible strategy 
to locate real property, lien information, credit and tax history from a variety of sources (e.g., department computer, 
courthouse records, and other public records).3. Examines real property, liens, credit, tax history, income, the taxpayer's 
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place of business and the taxpayer's residence to determine current financial standing for determining the collectability 
of an account.4. Investigates taxpayer accounts that have a history of requiring special payment agreements (e.g., 
partial payments, offers to compromise) to meet tax delinquencies.5. Researches and investigates public and bank 
records, departmental and courthouse files that are difficult to locate with standard departmental investigative 
techniques.6. Periodically conducts follow-up investigations of uncollectible accounts to determine whether or not the 
taxpayer's ability to pay the tax liability has changed.7. Examines mathematical calculations to ensure their 
correctness.8. Compares assets and income to liabilities to determine the ability of the taxpayer to pay delinquent taxes 
or to initiate an offer to compromise.Documenting/Recording Information:1. Collects delinquent tax payments from 
taxpayers, including those who have a history of being uncooperative in tax investigations.2. Conducts property 
inventories of seized assets.3. Maintains record of deposits to aid in tracing payments which are not properly credited to 
the taxpayer's account.4. Completes a justification report to document reasons for establishing the partial payment 
agreement and offers to compromise.5. Maintains receipt copies, records of monies collected, taxpayer payment 
histories, records of taxpayer contacts, and records on uncollected taxes.6. Documents the findings of the 
investigation.7. Prepares and maintains records and reports of collection activities.8. Issues receipts for tax payments 
received.Resolving Conflicts and Negotiating with Others:1. Investigates internal/external complaints dealing with 
sensitive and complex issues.Provide Consultation, Explanation, and Advice to Others:1. Explains, interprets, and 
enforces tax laws, rules, regulations, departmental policies, and divisional policies to taxpayers and to coworkers.2. 
Answers general tax related questions using knowledge of tax laws, rules, and regulations.3. May occasionally conduct 
on-the-job training, as needed.Communicating with Supervisors and Peers:1. Interacts regularly with team members and 
officials from other divisions or agencies to establish logistical details for field actions including property seizure, and 
revises details as needed to accommodate fluid situations.2. May assist the Revenue Collection Supervisor with public 
auctions to raise revenue to cover tax liabilities.3. Justifies to Revenue Collection Supervisor an acceptable payment 
schedule or an offer in compromise for the taxpayer to satisfy the tax liability.Handling and Moving Objects:1. May be 
required to use assigned firearms to defend against physical or deadly assault.2. Lifts and transports seized goods by 
truck to storage location.  
 
Competencies (KSA’s): 
Competencies:1.Dealing with Paradox2.Approachability3.Customer Focus4.Functional/Technical Competency5.Action 
Oriented6.Building Effective Teams7.Timely Decision Making8.Informing9.Technical LearningKnowledge:1.Knowledge of 
principles and processes for providing customer and personal services2.Knowledge of laws, government regulations, and 
agency rules3.Knowledge of basic mathematics4.Knowledge of policies, procedures, and strategies to promote effective 
protection of people, data, and propertySkills:1.The skill to analyze information for problem-solving and decision-
making2.The skill of interpersonal relations3.Coordination4.Time management skills5.The skill to verbally 
communicate6. The skill to communicate effectively in writing7.The skill to persuade others to change their minds or 
behaviorAbilities:1.The ability to generate or use different sets of rules for optimal decision making2.The ability to 
combine pieces of information to form general rules or conclusions3.The ability to remember information such as tax 
laws, policy, procedures, and rules4.The ability to add, subtract, multiply, or divide quickly and correctly5.The ability to 
listen6.The ability to verbally communicate7.The ability to develop creative ways to solve a problem8.The ability to tell 
when something is wrong or is likely to go wrong9.The ability to concentrate10.The ability to multi-task11.The ability to 
communicate information and ideas in writing12.The ability to speak clearly so others can understand you13.The ability 
to identify and understand the speech of another person  
 
Tools and Equipment Used: 
1.Computer2.Telephone3.Fax Machine4.Printer5.Copy Machine6.Motor Vehicle7.Calculator 
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038657 - REVENUE COLLECTION SPEC 1* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  8374 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time paralegal, financial services, clerical accounting, or auditing work.Substitution of Education for 
Experience: Undergraduate or graduate coursework in accounting, auditing, paralegal, business or finance coursework 
from an accredited college or technical institute may substitute the required experience on a year-for-year basis to a 
maximum of two years.Substitution of Experience for Education: None  
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, an employee in this class is responsible for preparation and maintenance of 
complex and difficult sub-professional tax records and legal documents; may interact directly with taxpayers, attorneys, 
and tax representatives regarding specialized tax issues; and performs related work as required. Distinguishing Features: 
This is the entry level classification in the Revenue Collection Specialist sub-series.  An employee in this class learns to: 
interpret, process, and/or prepare legal instruments including bankruptcy, foreclosure, probate, receivership, lien, and 
levy notices; take related actions to protect the State’s interest in unpaid tax debt; communicate the status of related 
cases to others; and manage and/or operate from multiple web-based caseloads and task queues in support of 
collecting delinquent taxes.  This class differs from that of an Accounting Technician 1 in that an incumbent of the latter 
performs less specialized bookkeeping and clerical tasks of a more routine nature. This class differs from that of Revenue 
Collection Specialist 2 in that an incumbent of the latter operates at the working level and is responsible for managing 
and communicating about taxpayer cases of greater volume, difficulty, and/or complexity.*An applicant appointed to 
this flexibly staffed class will be reclassified to the next higher class in the series after successful completion of a 
mandatory two-year training period; inadequate or marginal performance during the training period will result in 
automatic demotion or termination. 
 
Work Activities: 
 Learns to process incoming legal notices from courts and clerks including, but not limited to, notices of bankruptcy, 
notices of foreclosure, and notices of lien recordation; may assure that tax forms and reports from law enforcement 
agencies and others are accurately completed. Learns to generate correspondence including, but not limited to, proofs 
of claim in bankruptcy court for pre-petition and post-petition tax liability; probate claims; warrant requests for 
payment of various requests and claims; lien pay off letters; lien requests; and lien releases according to the 
specifications and time constraints in state and federal law. Learns to research taxpayer accounts and/or outstanding tax 
debt - including whether debt can be collected according to applicable collection and bankruptcy laws - to perform 
specialized procedures like filing claims in court, releasing liens, and communicating lien pay off amounts to preserve the 
State’s interest in tax debt and/or satisfy taxpayer requests. Learns to determine tax liability by examining the amount 
of taxes owed, the number of non-filed tax returns, and other related information. Learns to research the status of 
warrant checks and reviews lien bills for duplication and performs related actions including requests to cancel and re-
issue as necessary.   Learns to utilize electronic office productivity software such as Outlook, Word, Excel, OneNote, 
Access, and various web-based applications to perform daily tasks; may generate spreadsheets by writing formulas and 
functions to facilitate the processing of financial information. May process cash and checks received and reconcile them 
against internal and external account records; request closure of accounts and/or updates to addresses and other data 
in taxpayers’ records; and monitor taxpayer accounts and cases to ensure accuracy of outstanding liability claims. Learns 
to verify taxpayer information when filing liens and claims and performing other specialized actions; may monitor the 
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status of lien bills to ensure proper processing.  Learns to communicate systemic complaints/problems, issues, unmet 
taxpayer needs, and information about proper navigation of procedures to the appropriate co-workers, supervisors, 
and/or management to identify proper courses of action to resolve problems as they arise. Learns to provide answers, 
informational forms/letters/tax forms/copies of laws, rules and regulations to taxpayers and others about topics 
including, but not limited to, lien pay off amounts, bankruptcy protection and proofs of claim, outstanding tax debt, tax 
return due dates, filing requirements, and other tax issues. Answers telephones, emails, may work with walk-in 
taxpayers and communicates in a friendly and courteous manner with internal and external customers in support of 
specialized collection activity and to resolve identified issues.  Learns to refer to established, in-house interpretations of 
tax laws, rules, and regulations to take appropriate actions and provide accurate assistance to others. Learns to 
participate in department and division-specific training, coaching, and peer activities to promote effectiveness, 
cooperation, and compliance with training requirements. May accept taxpayer payments and/or direct payments to 
appropriate personnel for processing. Learns to operate and maintain basic office equipment including but not limited 
to computers, copiers, scanners, faxes, phones, and calculators. Learns to open, process and appropriately route 
mail/incoming tax payments, and travels to internal and external sites on foot to deliver mail, process deposits, pick up 
relevant departmental packages, attend meetings, and/or assist walk-in taxpayers. Learns to maintain paper/electronic 
files and runs routine/ad-hoc queries/reports to ensure accurate record keeping, record retention and record 
destruction requirements;  References electronic databases and paper files for taxpayer information, outstanding 
liability, claim and lien information, and legal correspondence to assist with daily activities and respond to inquiries; 
Notates conversations and other important information into web-based tax management system as directed by division 
policy. Learns to orders and inventory supplies needed for the office; may climb ladders to perform inventory counts as 
required  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Technical Learning Time Management Customer Focus Listening 
Patience Problem Solving Dealing with Ambiguity Integrity and TrustKnowledge: Clerical Basic mathematics Computer 
Software Applications Customer service Administrative and Clerical Procedures Skills: Active Learning Active Listening 
Critical Thinking Reading Comprehension Speaking Writing Typing Coordination/Organization Personal Time 
ManagementAbilities: Deductive Reasoning Inductive Reasoning Problem Sensitivity Oral Expression Oral 
Comprehension Multi-Tasking Memorization Finger Dexterity Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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038658 - REVENUE COLLECTION SPEC 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  8375 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time paralegal, financial services, clerical accounting, or auditing work.Substitution of Education for 
Experience: Undergraduate or graduate coursework in accounting, auditing, paralegal, business or finance coursework 
from an accredited college or technical institute may substitute the required experience on a year-for-year basis to a 
maximum of four years.Substitution of Experience for Education: NoneORTwo years of full-time experience as a 
Collection Services employee with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for preparation and maintenance of 
complex and difficult sub-professional tax records and legal documents; may interact directly with taxpayers, attorneys, 
and tax representatives regarding specialized tax issues; and performs related work as required.Distinguishing Features: 
This is the working level class in the Revenue Collection Specialist sub-series.  An employee in this class interprets, 
processes, and/or prepares legal instruments including bankruptcy, foreclosure, probate, receivership, lien, and levy 
notices; takes related actions to protect the State’s interest in unpaid tax debt; communicates the status of related cases 
to others; and manages and/or operates from multiple web-based caseloads and task queues in support of collecting 
delinquent taxes.  This class differs from that of Revenue Collection Specialist 1 in that an incumbent of the latter is 
responsible for learning to perform specialized revenue collection duties at the entry level under direct supervision. This 
class differs from that of Revenue Collection Specialist 3 in that an incumbent of the latter operates at the lead level 
and, in addition to a normal case load, may handle more challenging projects and tasks, and performs on-the-job 
training of new specialists. 
 
Work Activities: 
 Processes incoming legal notices from courts and clerks including, but not limited to, notices of bankruptcy, notices of 
foreclosure, and notices of lien recordation; may assure that tax forms and reports from law enforcement agencies and 
others are accurately completed. Generates correspondence including, but not limited to, proofs of claim in bankruptcy 
court for pre-petition and post-petition tax liability; probate claims; warrant requests for payment of various requests 
and claims; lien pay off letters; lien requests; and lien releases according to the specifications and time constraints in 
state and federal law.  Researches taxpayer accounts and/or outstanding tax debt - including whether debt can be 
collected according to applicable collection and bankruptcy laws - to perform specialized procedures like filing claims in 
court, releasing liens, and communicating lien pay off amounts to preserve the State’s interest in tax debt and/or satisfy 
taxpayer requests. Determines tax liability by examining the amount of taxes owed, the number of non-filed tax returns, 
and other related information Researches the status of warrant checks and reviews lien bills for duplication and 
performs related actions including requests to cancel and re-issue as necessary.   Utilizes electronic office productivity 
software such as Outlook, Word, Excel, OneNote, Access, and various web-based applications to perform daily tasks; 
may generate spreadsheets by writing formulas and functions to facilitate the processing of financial information. May 
process cash and checks received and reconcile them against internal and external account records; request closure of 
accounts and/or updates to addresses and other data in taxpayers’ records; and monitor taxpayer accounts and cases to 
ensure accuracy of outstanding liability claims. Verifies taxpayer information when filing liens and claims and performing 
other specialized actions; may monitor the status of lien bills to ensure proper processing.  Communicates systemic 
complaints/problems, issues, unmet taxpayer needs, and information about proper navigation of procedures to the 
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appropriate co-workers, supervisors, and/or management to identify proper courses of action to resolve problems as 
they arise. Provides answers, informational forms/letters/tax forms/copies of laws, rules and regulations to taxpayers 
and others about topics including, but not limited to, lien pay off amounts, bankruptcy protection and proofs of claim, 
outstanding tax debt, tax return due dates, filing requirements, and other tax issues. Answers telephones, emails, may 
work with walk-in taxpayers and communicates in a friendly and courteous manner with internal and external 
customers in support of specialized collection activity and to resolve identified issues.  Refers to established, in-house 
interpretations of tax laws, rules, and regulations to take appropriate actions and provide accurate assistance to others. 
Participates in department and division-specific training, coaching, and peer activities to promote effectiveness, 
cooperation, and compliance with training requirements. May accept taxpayer payments and/or direct payments to 
appropriate personnel for processing. Operates and maintains basic office equipment including but not limited to 
computers, copiers, scanners, faxes, phones, and calculators. Opens, processes and appropriately routes mail/incoming 
tax payments, and travels to internal and external sites on foot to deliver mail, process deposits, pick up relevant 
departmental packages, attend meetings, and/or assist walk-in taxpayers. Maintains paper/electronic files and runs 
routine/ad-hoc queries/reports to ensure accurate record keeping, record retention and record destruction 
requirements;  References electronic databases and paper files for taxpayer information, outstanding liability, claim and 
lien information, and legal correspondence to assist with daily activities and respond to inquiries; Notates conversations 
and other important information into web-based tax management system as directed by division policy. Orders and 
inventories supplies needed for the office; may climb ladders to perform inventory counts as required  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Technical Learning Time Management Customer Focus Listening 
Patience Problem Solving Dealing with Ambiguity Integrity and Trust Knowledge: Clerical Basic mathematics Computer 
Software Applications Customer service Administrative and Clerical Procedures  Skills: Active Learning Active Listening 
Critical Thinking Reading Comprehension Speaking Writing Typing Coordination/Organization Personal Time 
Management Abilities: Deductive Reasoning Inductive Reasoning Problem Sensitivity Oral Expression Oral 
Comprehension Multi-Tasking Memorization Finger Dexterity Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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038659 - REVENUE COLLECTION SPEC 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  8377 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time paralegal, financial services, clerical accounting, or auditing work.Substitution of Education for 
Experience: Undergraduate or graduate coursework in accounting, auditing, paralegal, business or finance coursework 
from an accredited college or technical institute may substitute the required experience on a year-for-year basis to a 
maximum of four years.Substitution of Experience for Education: NoneOR Three years of full-time experience as a 
Collection Services employee with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class is responsible for preparation and maintenance of 
complex and difficult sub-professional tax records and legal documents; may interact directly with taxpayers, attorneys, 
and tax representatives regarding specialized tax issues; and performs related work as required.Distinguishing Features: 
This is the lead level class in the Revenue Collection Specialist sub-series.  An employee in this class is responsible for 
more complex tasks and projects in their specialized unit; for training specialists on the job in the performance of 
specialized tasks; and for guiding lower-level specialists in the completion of their work. They also interpret, process, 
and/or prepare legal instruments including bankruptcy, foreclosure, probate, receivership, lien, and levy notices; take 
related actions to protect the State’s interest in unpaid tax debt; communicate the status of related cases to others; and 
manage and/or operate from multiple web-based caseloads and task queues in support of collecting delinquent taxes.  
This class differs from that of Revenue Collection Specialist 2 in that an incumbent of the latter operates at the working 
level and performs more routine tasks and is not responsible for the training or performance of other specialists. This 
class differs from that of Revenue Collection Supervisor in that an incumbent of the latter supervises a group of Revenue 
Collection Specialists and is responsible for performance and program changes in a subject area that is unique in the 
state. 
 
Work Activities: 
 Conducts on-the-job training for assigned Revenue Collection Specialists and observes work progress of recently hired 
employee to determine training needs; may conduct classroom training. Advises co-workers in resolving identified 
problems and issues. Processes incoming legal notices from courts and clerks including, but not limited to, notices of 
bankruptcy, notices of foreclosure, and notices of lien recordation; may assure that tax forms and reports from law 
enforcement agencies and others are accurately completed. Generates correspondence including, but not limited to, 
proofs of claim in bankruptcy court for pre-petition and post-petition tax liability; probate claims; warrant requests for 
payment of various requests and claims; lien pay off letters; lien requests; and lien releases according to the 
specifications and time constraints in state and federal law.  Researches taxpayer accounts and/or outstanding tax debt - 
including whether debt can be collected according to applicable collection and bankruptcy laws - to perform specialized 
procedures like filing claims in court, releasing liens, and communicating lien pay off amounts to preserve the State’s 
interest in tax debt and/or satisfy taxpayer requests. Determines tax liability by examining the amount of taxes owed, 
the number of non-filed tax returns, and other related information Researches the status of warrant checks and reviews 
lien bills for duplication and performs related actions including requests to cancel and re-issue as necessary.   Utilizes 
electronic office productivity software such as Outlook, Word, Excel, OneNote, Access, and various web-based 
applications to perform daily tasks; may generate spreadsheets by writing formulas and functions to facilitate the 
processing of financial information. May process cash and checks received and reconcile them against internal and 
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external account records; request closure of accounts and/or updates to addresses and other data in taxpayers’ records; 
and monitor taxpayer accounts and cases to ensure accuracy of outstanding liability claims. Verifies taxpayer 
information when filing liens and claims and performing other specialized actions; may monitor the status of lien bills to 
ensure proper processing.  Communicates systemic complaints/problems, issues, unmet taxpayer needs, and 
information about proper navigation of procedures to the appropriate co-workers, supervisors, and/or management to 
identify proper courses of action to resolve problems as they arise. Provides answers, informational forms/letters/tax 
forms/copies of laws, rules and regulations to taxpayers and others about topics including, but not limited to, lien pay 
off amounts, bankruptcy protection and proofs of claim, outstanding tax debt, tax return due dates, filing requirements, 
and other tax issues. Answers telephones, emails, may work with walk-in taxpayers and communicates in a friendly and 
courteous manner with internal and external customers in support of specialized collection activity and to resolve 
identified issues.  Refers to established, in-house interpretations of tax laws, rules, and regulations to take appropriate 
actions and provide accurate assistance to others. Participates in department and division-specific training, coaching, 
and peer activities to promote effectiveness, cooperation, and compliance with training requirements; and provides 
training to new employees in an equivalent role as needed. May accept taxpayer payments and/or direct payments to 
appropriate personnel for processing. Operates and maintains basic office equipment including but not limited to 
computers, copiers, scanners, faxes, phones, and calculators. Opens, processes and appropriately routes mail/incoming 
tax payments, and travels to internal and external sites on foot to deliver mail, process deposits, pick up relevant 
departmental packages, attend meetings, and/or assist walk-in taxpayers. Maintains paper/electronic files and runs 
routine/ad-hoc queries/reports to ensure accurate record keeping, record retention and record destruction 
requirements;  References electronic databases and paper files for taxpayer information, outstanding liability, claim and 
lien information, and legal correspondence to assist with daily activities and respond to inquiries; Notates conversations 
and other important information into web-based tax management system as directed by division policy. Orders and 
inventories supplies needed for the office; may climb ladders to perform inventory counts as required 
 
Competencies (KSA’s): 
Competencies: Approachability Peer Relationships Priority Setting Developing Direct Reports and Others 
Functional/Technical Competency Technical Learning Time Management Customer Focus Listening Patience Problem 
Solving Dealing with Ambiguity Dealing with Paradox Integrity and TrustKnowledge: Administration and Management 
Clerical Computers and Electronics Customer and Personal Service Education and Training English Language Law and 
Government Mathematics Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Reading 
Comprehension Speaking Writing Typing Coordination/Organization Personal Time Management Leadership skills 
Teaching and Coaching Monitoring Social PerceptivenessAbilities: Deductive Reasoning Inductive Reasoning Problem 
Sensitivity  Written Expression Oral Comprehension Oral Expression Multi-Tasking Memorization Finger Dexterity  
Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator Other office related equipment as 
required 
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075844 - REVENUE COLLECTION SUPV 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4077 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with any bachelor's degree and 
experience equivalent to four years of full-time professional tax investigation or tax analysis, of which two years must 
have been experience in negotiation of delinquent tax payments.Substitution of Experience for Education: Professional 
experience in tax investigation, tax analysis, or negotiation of delinquent payments may substitute for the bachelor's 
degree on a year-for-year basis, to a maximum of four years.ORThree years of full-time experience as a Revenue 
Collection Officer 2, or 3 with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  An employee in this class may be required to possess and maintain a valid motor 
vehicle operator's license, personal vehicle insurance, and reliable transportation.            Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory tax collections and tax enforcement work of average 
difficulty involving the supervision of revenue collection officers engaged in contacting businesses and individual 
taxpayers to collect delinquent taxes in an assigned geographical region of the state; and performs related work as 
required. Distinguishing Features: This is the supervisory class in the Revenue Collection Officer subseries. An employee 
in this class is responsible for the supervision of a unit of revenue collection officers within a specific area of the state. 
This class differs from Revenue Collection Officer 3 in that incumbents of the latter do not supervise revenue collection 
officers. This class differs from Revenue Collection Manager in that incumbents of the latter coordinate all revenue 
collection officers within a region of the state. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Determines the appropriate work territory and work load for subordinate 
revenue collection officers based on the size of the territory, the number of businesses within each territory, and the 
experience and ability of the revenue officer.Coordinating the Work and Activities of Others: Supervises the staff 
assigned within an area of the state and out of state. Guiding, Directing, and Motivating Subordinates: Supervises and 
evaluates subordinate collection staff in their job performance. Provide Consultation and Advice to Others: Explains, 
interprets, and enforces tax laws, rules, regulations, departmental policies, and divisional policies to taxpayers and to 
subordinate staff.Scheduling Work and Activities: Supervises property seizures and conducting sales and auctions on 
seized property to raise the revenue needed to cover tax liabilities. Supervises and follows established procedures 
regarding the sale of seized taxpayer assets.Staffing Organizational Units: Makes recommendations on staff retention, 
promotion, demotion, dismissal, and other human resources actions.Training and Teaching Others: May occasionally 
conduct on-the-job training, as needed.Getting Information: Supervises the investigation of public and bank records. 
Determines if a complaint is valid and the appropriate course of action to be taken.Evaluating Information to Determine 
Compliance with Standards: Supervises teams in serving tax levies. Examines the available documentations of staff and 
subordinates to determine whether or not all laws, rules, regulations, and policies have been followed in work activities. 
Studies and analyzes regional revenue collection office organization, operations, and procedures. Assures that strategies 
taken by staff to locate credit and tax history information are suitable to the investigation at hand and that all sources 
have been contacted.Making Decisions and Solving Problems: Observes the work progress of employees to determine 
whether or not the training is effective.Resolving Conflicts and Negotiating with Others: Supervises the investigation of 
internal/external complaints dealing with sensitive or complex issues.Analyzing Data or Information: Determines if staff 
has sufficiently gathered the assets, liabilities, and income information of the taxpayer to support the assessment of the 
Revenue Officer's recommendation. Decides if the course of action recommended by a staff member in collecting 
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delinquent taxes is valid based on the taxpayer's financial data. Evaluates whether the conclusions drawn by field staff 
support the decisions to require immediate payments of tax liabilities, establish partial payment plans, or reduce part or 
all of a tax liability. Makes recommendations for improvements in economy, efficiency, and quality in their assigned 
area. Communicating with Supervisors, Peers, or Subordinates: Informs subordinate staff members of methods and 
procedures used to accomplish work objectives in the most efficient and effective manner. Prepares summaries of staff 
decisions for review by management. Contacts the source of the complaint if necessary to inform him/her of the action 
taken.Communicating with Persons Outside Organization: Maintains a variety of personal contacts with business 
representatives, individual taxpayers, bankers, lawyers, city and county law enforcement officials, and tax auditors in 
the process of collecting delinquent taxes. Provides assistance to the taxpayer/representative by mail, telephone, or 
direct contact to assure proper completion of departmental forms and to answer general tax related 
questions.Performing Administrative Activities: Manages collections records (e.g. receipt copies, records of monies 
collected, taxpayer payment histories, records of taxpayer contacts, and records on uncollected taxes). Supervises the 
maintenance of records and reports. Ensures all monies received are submitted, as determined by division procedures, 
to the central collection office.Handling and Moving Objects: May be required to use assigned firearm to defend against 
attempted physical or deadly assaults. 
 
Competencies (KSA’s): 
Competencies: Confront Direct Reports Directing Others Motivating Others Functional/Technical Competency Problem 
Solving Building Effective Teams Hiring and StaffingKnowledge: Knowledge of business and management principles 
Knowledge of principles and processes for providing customer and personal services Knowledge of principles, training, 
teaching and instruction for individuals and groups, and the measurement of training effects Knowledge of laws, 
government regulations, and agency rules Knowledge of basic mathematics Knowledge of principles and procedures for 
personnel recruitment, selection, training and compensation Knowledge of policies, procedures, and strategies to 
promote effective protection of people, data, and propertySkills:  The skill to analyze information for problem-solving 
and decision-making The skill of interpersonal relations The skill to select and use training and instructional methods The 
skill to monitor/assess performance of personnel and/or organizations to make improvements The skill to understand 
written communication The skill to verbally communicate The skill to communicate effectively in writing The skill to 
bring others together and try to reconcile differences The skill to persuade others to change their minds or behavior The 
skill to actively look for ways to help people The skill to identify complex problems The skill to analyze program costs and 
benefits The skill to obtain equipment, facilities, and materials The skills to motivate, develop, and direct people The skill 
to manage timeAbilities: The ability to generate or use different sets of rules for optimal decision making The ability to 
combine pieces of information to form general rules or conclusions The ability to remember information such as tax 
laws, policy, procedures, and rules The ability to add, subtract, multiply, or divide quickly and correctly The ability to 
listen The ability to verbally communicate The ability to develop creative ways to solve a problem The ability to tell 
when something is wrong or is likely to go wrong The ability to concentrate The ability to multi-task The ability to 
communicate information and ideas in writing The ability to speak clearly so others can understand you The ability to 
identify and understand the speech of another person 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer Cell Phone Copier Motor Vehicle Firearm Camera 
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075863 - REVENUE PROCESSING ASST DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4052 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time employment in any one or more of the following areas: (1) coordinating, managing 
or directing forms, monetary transactions, records, budgets, personnel, training, or a related business function for the 
public or private sector; or (2) supervising, coordinating, managing, or directing the resolution of tax processing 
problems associated with a data processing function (e.g., data entry, data scanning, scan/edit) or clerical accounting 
function. (e.g., sorting documents by tax, editing tax forms, or troubleshooting tax problems; or (3) developing computer 
systems for accounting related functions.Experience From Which There Can Be No Substitution: At least three of the 
above five years must fall in one of the following areas: (1) coordinating, managing, or directing the resolution of 
problems associated with multiple (two or more) business functions in the public or private sector; or (2) coordinating, 
managing, or directing the resolution of tax processing problems associated with multiple (two or more) data processing 
functions or multiple (two or more) clerical accounting functions; or (3) developing computer systems for accounting 
related functions.ORSubstitution of Experience for the Required College Degree: Experience in any one of the following 
areas may substitute for the required degree on a year-for-year basis to a maximum of four years: (1) accounting or data 
processing experience associated with a tax processing operation, or (2) coordinating, managing, or directing a business 
function in the public or private sector; or (3) developing computer systems for accounting related functions. 
ORSubstitution of the Associate's for the required Bachelor's degree: Graduation from an accredited college or 
university with an associate's degree in (1) business administration and management; or (2) business administrative 
support (namely accounting and bookkeeping, banking and related financial programs, business data processing, or 
office supervision and management); or (3) management information systems may substitute for the required college 
degree. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs managerial and administrative work of varying degrees of difficulty in assisting the 
direction of the processing division of the Department of Revenue; and performs related work as required.  
Distinguishing Features: The employee in this class assists in planning, organizing and directing the activities of the 
processing division of the Department of Revenue. Work involves preparing and monitoring the division's budget, 
implementing divisional policies and procedures, assuring that the division supplies accurate taxpayer and vehicle 
services information, and coordinating seminars. This class differs from Revenue Processing Director in that an 
incumbent of the latter exercises full direction over all division activities.  
 
Work Activities: 
Performing Administrative Activities:    Assists in planning, organizing, and directing all activities performed by 
subordinate staff.    Ensures that customer service standards are being achieved.    Assures that the processing staff 
provides accurate responses to taxpayer and vehicle services inquiries.    Interviews applicants for vacant positions.    
Sets performance standards, goals and priorities for subordinate staff regarding the number of errors corrected, 
customers served, data entered and time required to respond to taxpayer inquiries.    Implements departmental and 
divisional and taxpayer assistance policies and procedures established by top management.    Provides 
recommendations to the director of the division concerning the selection of the applicant.    Evaluates seminars based 
on feedback received from the participants.    Explains special features of the job to applicants.    Talks to applicants 
about their overall goals, strong and weak points, and prior work history.  Organizing, Planning, and Prioritizing Work:    
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Prioritizes the workflow of each functional area.    Assures that the division responds to taxpayers and customers in a 
timely and efficient manner.    Monitors keying and correction of tax returns and vehicle registration documents to 
assure that correct and updated information is provided to taxpayers.    Identifies from monthly statistical reports time 
spent opening mail, scanning, keying, indexing and correcting errors of tax returns and vehicle registration documents to 
determine the need for additional personnel.  Communicating with Supervisors, Peers, or Subordinates:    Provides 
subordinate staff with written and oral instructions concerning the adoption of new policies and procedures.    
Interprets existing departmental policies and procedures.    Informs staff of changes to work processes through 
memorandums, meetings, and training in classrooms. Communicating with Persons Outside Organization:    Provides the 
legislature with written processing information as requested.    Represents the division to lobbyists and government 
agencies through public contact and outreach programs.    Coordinates and conducts meetings to educate clerks and 
taxpayers as they relate to law changes and electronic processing mandates.    Communicates verbally and in writing 
with taxpayers and customers to inform them of the department's interpretation of electronic filing mandates and 
policies.    Participates in divisional seminars, updating them on processing procedures and processes.    Establishes the 
place, date and agenda for seminars; provides packets of pertinent information to attendees.    Informs speakers of their 
responsibilities and answers any questions they may have.  Coaching and Developing Others:    Evaluates the 
performance of processing managers.    Identifies job responsibilities and characteristics of exceptional performance to 
establish job performance plans.    Assesses the logic and accuracy of performance evaluations conducted by supervisors 
for processing staff.    Reviews tax collection documents and vehicle registration application correspondence for 
accuracy.    Informs staff of acceptable responses to standard taxpayer and customer questions.    Periodically reads 
sample correspondence to check for accuracy in supplied information.  Training and Teaching Others:    Trains staff on 
selected issues in a classroom environment.    Establishes and coordinates processing training programs.    Selects issues 
in tax and vehicle services law, divisional policy and divisional procedure, which must be understood by the processing 
staff.    Evaluates the effectiveness of the training program.  Interpreting the Meaning of Information for Others:    
Interprets existing policies and procedures.    Researches and correct issues with suspended tax returns and vehicle 
registration applications according to policy.    Seeks legal interpretation from in-house tax experts and the legal office.  
Monitoring and Controlling Resources:    Monitors processing data systems and reporting capabilities.    Assists in 
designing enhancements to computer systems, which meet data and reporting needs.    Monitors the divisional budget. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Drive for Results    Presentation Skills    Developing Direct Reports and Others    
Processing Management    Managerial Courage    Comfort around Higher Management    Customer FocusKnowledge:    
Knowledge of administrative and clerical procedures    Knowledge of principles and processes for providing customer 
service    Knowledge of principles and methods for teaching and instruction for groups    Knowledge of laws, government 
regulations, and agency rules Skills:    Complex problem-solving and decision-making skills    Appropriate listening skills    
Critical thinking    Effective speaking and instructional skills    Effective time management skills    Effective personnel 
management skills Abilities:    The ability to effectively communicate information and ideas both orally and in writing    
The ability to effectively listen and understand information and ideas 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    High Speed Scanner    iNovah Cashiering Components    
Credit Card Payment Device 
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002783 - REVENUE PROCESSING DATA SP 3* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2667 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school, and experience equivalent 
to three years of clerical or customer service experience or two years as a Revenue Processing Data Specialist 1,.  
Substitution of Education for Experience: N/A Substitution of Experience for Education: Clerical or customer service 
experience in the public or private sector may be substituted for the required education on a year-for-year basis. OR 
Experience equivalent to one year as a Taxpayer Services Representative 2, or a Vehicle Services Representative 2, with 
the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs data entry and document control work of average difficulty, providing quality 
control for data capture and performing related work as required. Distinguishing Features: This is the working level class 
in the Revenue Processing Data Specialist series. An employee in this class makes independent determinations regarding 
the processing of  eligibility for customer requests, makes direct contact with taxpayers, and enters job startup 
procedures and computer prompts. This class differs from the Revenue Processing Data Specialist 2, in that an 
incumbent in this class performs at the intermediate-level. This class differs from the Revenue Processing Supervisor in 
that an incumbent of the latter is responsible for direct supervision of subordinate revenue processing data specialist 
personnel.    
 
Work Activities: 
Coaching and Developing Others: May provide direction of activities for workflow May guide and act as subject matter 
expert in the training and development needs of staff. May review the data entry work for employees with less service. 
Enters sample data on screens typically encountered on the job to instruct staff. May explain instructions stated in 
training manuals to employees with less experience. May demonstrate competent work behaviors for less experienced 
data specialists during job orientation period. Determines eligibility for customer requests including the noting of liens, 
personal license plates, dealer tag refunds and other transactions routinely received in the daily workflow for other 
employees with less experience. Represents the division as a subject matter expert to provide input when changes or 
updates are brought about through system enhancements, legislative action and as other improvement opportunities 
are contemplated. Processing Information: Independently determines eligibility for customer requests including the 
noting of liens, personal license plates, dealer tag refunds and other transactions routinely received in the daily 
workflow. Makes direct contact with taxpayers regarding returns, applications and payments that require additional 
information to determine the best course of action in processing the transactions. Responds directly to individual 
taxpayers and businesses through emails, phone calls and other written correspondence for research into payment 
activity and posting concerns. Enters job startup procedures and computer prompts in order to adjust equipment for 
maximum clarity and timeliness of scanning operations. Enters proper commands into the states operating systems to 
transmit image files of documents to Data Capture. Ensures that all system functionality is fully operational and available 
for work assignments. Performs data entry for tax and motor vehicle documents. Enters data from special processing 
documents through the division's Lockbox operation. Enters data specifically from top priority tax forms. Enters 
correction information for images that was misread by the scanners. Enters correction information to balance 
transactions in the departments accounting systems. Scans batches of documents into the processing systems. Accesses 
IDM and IBM mainframes to ensure batches were processed correctly. Deletes forms with missing or illegible content 
and route items for corrective action. Processes incoming mail through each functional area. Checks received tax forms 
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for completeness, accuracy, and timeliness. Groups tax forms into batches by tax type for scanning or filming. Prepares 
documents for storage and archiving into the image retrieval system. Batches documents for scanning, keying and 
deposit preparations.Updating and Using Relevant Knowledge: Corrects numerical addition errors when a batch is 
identified as being out-of-balance. Compares data screens, changes to tax forms, and batch types against data capture 
procedures. Edits tax forms for entry into the tax system. Compares data on source documents with information on the 
system to ensure accuracy. Corrects information on images that were misread by scanners. Verifies that dollar amount 
on source documents and data entry fields match.  Indicates where errors exist in documents that will be corrected by 
others. Responsible for deleting incorrect information and/or re-keying data in verification mode. Identifies proper data 
capture procedures for batch types. Locates proper data entry procedures in reference manual.Identifying Objects, 
Actions, and Events: Pulls documents with errors from the daily error report and distributes to staff for corrections. 
Maintains an error log for supervisory review.Making Decisions and Solving Problems: Determines appropriate 
transaction resolution based on taxpayer information received regarding returns, applications and payments that 
require additional information. Assist technical personnel in identifying and resolving problems with equipment and 
testing new applications prior to implementation. Completes special projects as needed. Independently determines 
whether special process items are eligible for processing or rejection. May recommend appropriate refresher training to 
employees when changes to current processes are required. May review work items of new employees and provides 
feedback to supervisory staff after work is reviewed.Interacting With Computers: Performs routine production control 
tasks such as cleaning mirrors around cameras or scanners, vacuuming dust from interior of scanners, adjusting feeder 
based on size of forms being processed, and logging error messages for technical staff to review. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Technical Learning Drive for Results Perseverance Ethics and Values Integrity and Trust 
Decision Quality Self-Development Delegation Dealing with Ambiguity Problem SolvingKnowledge:  Administrative and 
clerical procedures Basic mathematicsSkills: Active learning Active listening Time management Basic writing Oral 
comprehension Oral expression Equipment and selection Operation and control Troubleshooting Complex problem 
solvingAbilities: Being able to make precise coordinated movements of the fingers to grasp very small objects Being able 
to focus on a task over a period of time without distraction. Being able to add, subtract, multiply or divide quickly and 
correctly. Being able to quickly and accurately compare similarities and differences among sets of letters, numbers, 
objects, pictures, or patterns. Being able to apply general rules to specific problems to produce answers that make 
sense. Being able to exert yourself over long periods of time without getting winded or out of breath. Being able to exert 
muscle force repeatedly over time. Being able to see objects or movements to one's side while looking ahead. Being 
able to tell the direction from which a sound originated. Being able to focus on a single source of sound in the presence 
of other distracting sounds. 
 
Tools and Equipment Used: 
 Computer 10-Key Calculator Copier Fax Machine High-Speed Scanner Printer 
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075864 - REVENUE PROCESSING DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4053 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075860 - REVENUE PROCESSING MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4147 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one of the following: (1) clerical accounting, (2) data entry, correction of 
coding or keystroke errors, or related data processing work, or (3) systems analysis. At least three of the years must 
include supervising clerical accounting staff involved with revenue tax collections or supervising data processing staff. 
Substitution of Experience for Education: Qualifying experience involved in (1) clerical accounting, (2) related data 
processing work, or (3) systems analysis may substitute for the required degree on a year-for-year basis to a maximum 
of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields 
may substitute for one year of the required education).OREducation and Experience: Graduation from an accredited 
college or university with a bachelor's degree in Business Administration, Business Information and Data Processing, 
Computer and Information Sciences/Data Processing, Management, or Office Management and experience equivalent 
to four years of full-time work in one or the following: (1) clerical accounting, (2) data entry, correction of coding or 
keystroke errors, or related data processing work, or (3) systems analysis. At least three of the years must include 
supervising clerical accounting staff involved with revenue tax collections or supervising data processing 
staff.OREducation and Experience: Graduation from an accredited college or university with an associate's degree in 
business administration, business data processing, or related business and management field; and/or systems analysis, 
data processing, or related computer and information sciences field and experience equivalent to five years of full-time 
work in one or a combination of the following: (1) clerical accounting; or (2) systems analysis; or (3) or related data 
processing work. At least three of the years must include supervising clerical accounting staff involved with revenue tax 
collections or supervising data processing staff.OROne year of experience as a Revenue Processing Supervisor 3 in the 
Tennessee Department of Revenue. 
 
Other Requirements: 
Necessary Special Qualifications: None.            Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs work of considerable difficulty supervising and managing staff involved 
in processing tax returns; and performs related work as required. Distinguishing Features: The employee in this class 
manages the revenue processing functions related to tax financials, preparation, and corrections and indirectly 
supervises staff who receive and process tax returns and deposit tax payments. This class differs from the Revenue 
Processing Assistant Director in that the Revenue Processing Assistant Director assists in planning and directing the 
activities of the entire division. This class differs from the Revenue Processing Supervisor 3 in that the Revenue 
Processing Supervisor 3 supervises a clerical, sub-professional or professional staff performing more complex and 
specialized tax processing functions and is supervised by an employee of this class.  
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Sets section priorities and goals; coordinates workflow. Manages staff 
directly supervising technical and professional personnel in multiple work units involved in tax processing work. Assigns 
work and special projects to ensure divisional deadlines and other departmental requirements are achieved. Ensures 
work is focused on the correct tasks and that efforts are in the appropriate areas.Making Decisions and Solving 
Problems: Works on special committee projects. Interacts with other agencies or other divisions within the Department 
of Revenue to solve problems.Staffing Organizational Units: Interviews applicants for vacancies and promotional 
opportunities within the financials, preparation, and correction sections of the tax processing work group. Explains 
special features of the job to applicants. Talks to applicants about their overall goals, strong and weak points and prior 
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work history. Provides recommendations to upper management concerning the selection of the applicant.Training and 
Teaching Others: Defines new procedures for modifications and implementation. Coordinates and implements training 
for staff. Evaluates the performance of subordinate staff. Ensures work unit's procedures are consistent, efficient, and 
updated. Ensures all departmental policies and regulations are followed.Communicating with Supervisors, Peers, or 
Subordinates: Oversees end of month closeout focusing on distribution of revenue collections to proper accounts for 
use in budgetary spending. Reviews reports; monitors closeout levels.Communicating with Persons Outside 
Organization: Communicates directly with taxpayers to answer inquiries regarding action taken on their accounts. 
Educates taxpayers and their representatives on various tax issues. 
 
Competencies (KSA’s): 
Competencies: Confronting Direct Reports Managerial Courage Ethics and Values Integrity and Trust Decision Quality 
Conflict Management Problem Solving Directing Others Priority Setting OrganizingKnowledge: Administrative and 
management procedures as it relates to the coordination of people and resources Clerical procedures as it relates to 
managing files and records and the use of word processing systems Customer service principles and processes Education 
and training as it relates to methods for design, teaching and instructing individuals and groupsSkills:  Speaking and 
conveying information to others effectively Learning strategies and selecting the appropriate training method for a 
situation Instructing and teaching others how to do something Time Management Management of personnel resources 
by motivating, developing, directing, and identifying the best people for the job Complex problem solving by evaluating 
options and implementing solutions Active listening and giving full attention to points being made  Abilities: Being able 
to add, subtract, multiply and divide quickly and correctly Communicating information and ideas verbally and in writing 
so others can understand Being able to quickly and accurately compare similarities and differences among sets of 
letters, numbers, objects or patterns Time Sharing 
 
Tools and Equipment Used: 
 Computer Telephone  Printer Copier 10-Key Calculator 
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075859 - REVENUE PROCESSING QA REVIEWER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4133 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: (1) clerical accounting; or (2) systems 
analysis; or (3) data entry, correction of coding or keystroke errors, or related data processing work.Substitution of 
Experience for Education: Qualifying experience in (1) clerical accounting; or (2) systems analysis; or (3) related data 
processing work may substitute for the required education to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).OREducation and Experience: Graduation from an accredited college or university with a bachelor's in 
business administration, business data processing, or related business and management field; and/or systems analysis, 
data processing, or related computer and information sciences field.OREducation and Experience: Graduation from an 
accredited college or university with an associate's degree in business administration, business data processing, or 
related business and management field; and/or systems analysis, data processing, or related computer and information 
sciences field and experience equivalent to one year of full-time work in one or a combination of the following: (1) 
clerical accounting; or (2) systems analysis; or (3) data entry, correction of coding or keystroke errors, or related data 
processing work.OROne year of as an Accounting Technician in the Department of Revenue and/or leading revenue data 
processing staff for the state of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None.            Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for tax work of considerable difficulty and performs related work as 
required.  Distinguishing Features: The employee in this class performs extensive research in locating and correcting 
errors that prohibit tax forms and payments from posting. This work involves gathering information, communicating 
with taxpayers and providing assistance and information regarding complex tax issues such as the application of multiple 
tax laws and regulations and correct placement of funds to the taxpayer accounts. 
 
Work Activities: 
Making Decisions and Solving Problems:    Determines the most effective and accurate method for correcting tax 
documents that did not post to taxpayer accounts due to taxpayer errors, keying errors, and/or system problems.    
Identifies repetitive errors and provides input on procedural changes that are within guidelines of state law and 
departmental rules and regulations.    Locates and corrects errors that prohibit tax forms and payments from posting.    
Reads and understands relevant issues in tax law.    Maintains and allocates payments wired into the Department of 
Revenue via the Electronic Funds Transfer (EFT) process. Organizing, Planning, and Prioritizing Work:    Assists supervisor 
in development and implementation of divisional quality control measures.    May serve in a lead role in the end of the 
month close-out which focuses on the distribution of revenue collection to proper accounts.    Reviews reports and 
monitors closeout levels.    Makes sure work is focused on the correct tasks and that efforts are in the appropriate 
areas.Updating and Using Relevant Knowledge:    Performs general tax account corrections such as on-line adjustments, 
posting audit assessments, and other measures to correct financial data of a technical nature.    May register new 
accounts and make any other adjustments deemed necessary to maintain and account for proper distribution of state 
funds.    Performs financial verification of the taxpayer's account regarding the status of and compliance with state and 
departmental requirements. Communicating with Persons Outside Organization:    Provides accurate and consistent 
information to taxpayers regarding tax related issues such as filing for multiple taxes, specific tax laws, rules and 
regulations related to inquiries.    Discusses tax law with attorneys, tax auditors, and other Revenue staff to ensure 
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correct interpretation of information.    Responds to taxpayer's inquiries regarding payment application and policy 
requirements.    Corresponds via phone or email with taxpayer to obtain correct tax information. 
Documenting/Recording Information:    Maintains statistical information regarding the transfer of financial data.    
Ensures once changes are made, documents flow through the system and post to proper accounts. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Technical Learning    Drive for Results    Perseverance    Ethics and Values    Integrity 
and Trust    Decision Quality    Dealing with Ambiguity    Problem Solving    Priority SettingKnowledge:    Clerical 
procedures as it relates to managing files and records and the use of word processing systems.    Basic mathematics. 
Skills:     Active learning and using new information for problem-solving and decision-making.    Speaking and conveying 
information to others effectively.    Instructing and teaching others how to do something.    Complex problem solving by 
evaluating options and implementing solutions.    Time Management.    Troubleshooting to determine the cause of an 
error and deciding what to do about it. Abilities:    Applying rules to problems to produce answers.    Combining 
information to form rules or conclusions.    Arranging things in order to set rules.    Adding, subtracting, multiplying and 
dividing quickly and correctly.    Listening and understanding information.    Concentrating on one task at a time.    Time 
Sharing    Visualizing how something will look after it is moved or rearranged.    Understanding and being able to 
communicate written information.    Making fast, simple, repeated movements of fingers, hands, and wrists.    Speaking 
so others can understand. 
 
Tools and Equipment Used: 
    Computer    Telephone    Printer    10-Key Calculator    Fax Machine    Scanner 
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009334 - REVENUE PROCESSING SUPERVISOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2843 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in business 
administration, business data processing, or related business and management field; and/or systems analysis, data 
processing, or related computer and information sciences field and experience equivalent to three years of full-time 
work in one or a combination of the following: (1) clerical accounting, (2) data entry, correction of coding or keystroke 
errors, or related data processing work, or (3) systems analysis. Substitution of Experience for Education: Qualifying 
experience in (1) clerical accounting, (2) related data processing work, or (3) systems analysis may substitute for the 
required education to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). OR Education and 
Experience: Graduation from an accredited college or university with a bachelor's degree and experience equivalent to 
four years of full-time work in one or a combination of the following: (1) clerical accounting, (2) related data processing 
work, or (3) systems analysis. OR Education and Experience:  Graduation from an accredited college or university with an 
associate's degree in business administration, business data processing, or related business and management field; 
and/or systems analysis, data processing, or related computer and information sciences field and experience equivalent 
to four years of full-time work in one or a combination of the following: (1) clerical accounting; or (2) systems analysis; 
or (3) or related data processing work OR Two years as a Revenue Processing Quality Assurance Reviewer or Revenue 
Processing Technician 2.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for specialized supervisory work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class supervises clerical, para-
professional, or professional staff performing tax processing functions within the Department of Revenue and oversees 
the work of employees engaged in several specialized processes or functions. This class differs from that of Revenue 
Processing Manager in that a Revenue Processing Manager is responsible for managing large, multi-functioning units 
processing tax account documents, returns, and records with the Department of Revenue.  
 
Work Activities: 
Coaching and Developing Others: Supervises multiple staff units of para-professional accounting and/or general clerical 
employees. Trains new personnel in unit policies and procedures. Ensures departmental policies and procedures for 
document processing and deposit functions within areas of authority are followed.Organizing, Planning, and Prioritizing 
Work: Meets with staff to assign work and coordinate workflow, maximizing processing efficiency and productivity. 
Coordinates daily work and work flow to maximize processing efficiency and productivity. Meets with higher level staff 
to create plans and set unit priorities. Sorts and organizes incoming documents and remittances correctly to prepare for 
scanning and deposit processes. May be involved in coordinating and setting divisional priorities and goalsPerforming 
Administrative Activities: Makes recommendations of staff retention, promotion, demotion, dismissal, and other 
personnel actions. Provides daily, weekly, monthly, or annual status reports to upper management. Evaluates staff and 
identifies needed training for policies and procedures. Works as a liaison on committees between the division and other 
departmental agencies.Making Decisions and Solving Problems: Oversees the handling of documents and provides 
solutions to problems that arise during processing. Resolves problems with processing documents and discusses changes 
or corrections made to accounts and applications. Checks deposits, collections, scanned documents, keyed documents, 
and postings. Oversees, and may participate in balancing, evaluating and reviewing of documents for mathematical 
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accuracy and completeness of information related to tax accounts or vehicle applications.Updating and Using Relevant 
Knowledge  Oversees and participates in researching tax related information or oversees and participates in researching 
vehicle title and registration information. Assists in clarifying information concerning specific tax laws, vehicle laws, rules 
and regulations, and departmental policies and procedures. Performs special projects involving close-outs, or creating 
and updating new work procedures to enhance unit efficiency. Consults and addresses questions with 
customers/taxpayers (internal and external) by phone, correspondence, or personal visit. Oversees and participates in 
processing incoming mail. Supervises and participates in verifying and correcting errors and making financial 
adjustments to tax documents or vehicle applications. Deposits state funds for revenue and various agencies according 
to related documentation. Looks up computer account files and reviews FileNet images to provide accurate information. 
Assists in updating procedures. Repairing and Maintaining Electronic Equipment: Oversees the operation and 
maintenance of a variety of office machines such as calculators, computers, low or high speed scanners, printers, 
encoders, mail extractors, and related equipment. Attempts to fix machines when various problems occur by making 
needed adjustments. Calls for maintenance when problems are not resolved. Oversees scheduling of preventive 
maintenance on equipment with vendor as outlined in maintenance contracts. 
 
Competencies (KSA’s): 
Competencies: Managerial Courage Ethics and Values Integrity and Trust Decision Quality Self-Development Problem 
Solving Directing Others Priority Setting Motivating Others Knowledge: Administrative and management procedures as it 
relates to the coordination of people and resources Clerical procedures as it relates to managing files and records and 
the use of word processing systems Customer service principles and processes  Skills: Active learning and using new 
information for problem-solving and decision-making Active listening and giving full attention to points being made 
Learning strategies and selecting the appropriate training method for a situation Monitoring yourself and others to 
make improvements Complex problem solving and reviewing information to evaluate options and implement solutions 
Time management Management of Personnel Resources   Abilities: Listening and understanding information and ideas 
both written and through spoken words Communicating information and ideas verbally and in writing so others can 
understand Adding, subtracting, multiplying, or dividing quickly and correctly Quickly and repeatedly bending, 
stretching, twisting, or reaching with body, arms and/or legs Time Sharing-shifting back and forth between two or more 
activities Peripheral Vision 
 
Tools and Equipment Used: 
 Computers 10-Key Calculator Low or High-Speed Scanners Printer Desktop Scanner Fax Machine Copier Check Encoder 
Phone Mail Extractor 
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075858 - REVENUE PROCESSING TECH 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4127 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and five years of Revenue 
processing experience in the Department of Revenue for the State of Tennessee.Substitution of Experience for 
Education: Clerical or customer service experience may be substituted for the required education on a year-for-year 
basis OR One year of full-time experience as a Revenue Processing Tech 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs data entry and document control work of considerable difficulty, 
providing quality control for data capture and performs related work as required. Distinguishing Features: This is the 
working-level class in the Revenue Processing Technician series.  An employee in this class is responsible for completing 
processes for document review, payment review, payment cashiering, and deposit functions.  This class differs from the 
Revenue Processing Technician 1, in that the incumbent in the latter functions at the entry-level.  
 
Work Activities: 
Making Decisions and Solving Problems: Determines source of errors when actual deposits do not balance with amount 
entered into computer system. Compares deposit totals entered into deposit area software with totals in revenue 
processing system to ensure accuracy. Tracks payments and documentation in Revenue Processing computer system in 
response to inquiries from internal and external sources. Verifies information for accuracy and completeness before 
validating documents and/or endorsing checks. Corrects tax documents with deleted document location numbers so 
that they can be re-batched. Researches returns and documents by entering data from corresponding check into the 
Revenue Processing computer systems. Applies payments to taxpayer accounts accruing largest penalties unless 
otherwise specified. Matches checks rejected from electronic deposit process to corresponding tax forms to be sent to 
exceptions. Edits tax forms for entry into the Revenue Processing system. Reviews received tax forms or title and 
registration documents for completeness, accuracy, and timeliness. Organizing, Planning, and Prioritizing Work: Corrects 
errors made on accounting records, tax forms, databases, title and registration transactions and taxpayer checks:  
deletes database errors from system or re-keys data. Provides excellent customer service to taxpayers and customers, 
financial institutions, and other state agencies.  Answers questions and resolves issues regarding Revenue Processing 
policies and procedures. Maintains Revenue Processing accounting records: creates deposit records containing 
information such as deposit types and totals, type of documents, total number of documents, and receiving agency. May 
be required to perform and help lead special projects and processed within the unit and across the Processing Division. 
May be required to lead staff in recording payments into State's cashiering software system.Processing Information: 
Reverses electronic payments made in error or duplicated at taxpayer request. Ensures that batches of scanned 
payments balance with batch totals in the State's cashiering software system. Creates deposits of all checks collected by 
Revenue Processing and other state agencies for delivery to appropriate financial institutions: verifies that checks 
bundled for deposit are listed on deposit slip. Deposits money into correct accounts for other agencies not authorized to 
do so. Keys commands into data fields so that payments can be processed and deposited correctly. Enters batch 
numbers of verified checks into software program that generates deposit statements for financial institutions. Balances 
daily deposit information against amount entered to customer accounts in the database. Scans checks into State's 
cashiering software system for electronic delivery to Treasury and Financial institutions. Verifies that dollar amount 
matches in written line and box on actual check. Enters deposit file names into a document for state tax accounting 
system. Credits tax payments received from walk-in taxpayers to appropriate account. Creates documents for taxpayers 
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or customers who mail payments without appropriate forms. Places monies into suspense account until cleared to 
appropriate account. Works with taxpayers to format and enter professional privilege tax correctly into spreadsheets to 
ensure that the correct accounts are credited in the database. May be required to perform Data Specialist duties as 
needed: enters alphanumeric data from both hard copy and scanned images into correct numeric or alphanumeric 
fields. May be required to perform duties across the division such as process incoming mail. Groups tax forms into 
batches by type for scanning. Performs timely maintenance on revenue processing equipment in order to process 
documents and payments accurately. References training manual to determine proper data entry procedures for 
different tax forms and batch types.Evaluating Information to Determine Compliance with Standards: Contacts 
taxpayers via letter, telephone, or e-mail and provides needed correspondence to make corrections to ACH payments. 
Cancels transactions for walk-in taxpayers made in error.Communicating with Persons Outside the Organization: 
Answers questions from financial institutions regarding deposits made to Revenue Processing accounts. Writes letters, 
emails, or places phone calls to taxpayers requesting additional information to process documents and 
checks.Documenting/Recording Information: Prepares checks for pick-up by financial institution courier. Records all cash 
collected from taxpayers who pay in person and any other cash that comes into Revenue Processing. Compiles and 
maintains electronic data statistics on a daily/monthly/annual basis. Enters totals of deposits, deposit names, and 
deposit slips into spreadsheets for use internally and by financial institutions. Enters all deposits including cash, check, 
lockbox, and electronic funds into spreadsheets. Generates spreadsheets of deposit information to be entered into 
Revenue Processing computer system. Files tax forms for storage and document retention. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Technical Learning Drive for Results Perseverance Ethics and Values Integrity and Trust 
Decision Quality Self-Development Dealing with Ambiguity Directing OthersKnowledge: Clerical procedures as it relates 
to managing files and records and the use of word processing systems Customer service principles and processesSkills:  
Active learning and using new information for problem-solving and decision-making Active listening and giving full 
attention to points being made Critical thinking and using logic and reasoning to identify strengths and weaknesses of 
approaches to problems Using math to solve problems Communicating effectively in writing as appropriate for the 
needs of the audience Teaching others how to do something Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions Determining the causes of operating errors and 
deciding what to do about it. Time ManagementAbilities: Applying general rules to specific problems to produce 
answers that make sense Combining pieces of information to form general rules or conclusions Arranging things or 
actions in a certain order or pattern according to a specific rule or set of rules Communicating information and ideas in 
speaking so others will understand Multi-tasking Reading and understanding information and ideas in writing so others 
will understand Communicating information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
1.  Computer2.  Telephone3.  Fax Machine4.  Printer5.  Copier6.  Low-speed scanner7.  Credit/Debit machine8.  Check 
scanner 
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038646 - REVENUE REGULATORY AGENT 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1531 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: 1) commissioned law enforcement 
work or 2) professional or paraprofessional state or federal regulatory compliance work.Substitution of Experience for 
Education: Qualifying experience in one or a combination of the following may be substituted for the required education 
on a year-for-year basis to a maximum of four years: 1) commissioned law enforcement work or 2) professional or 
paraprofessional state or federal regulatory compliance work.Substitution of Education for Experience: Graduate 
coursework from an accredited college or university in criminal justice or criminology may be substituted for the 
required experience on a year-for-year basis, to a maximum of two years (e.g., 36 quarter hours is equivalent to one 
year).OREducation and Experience: Graduation from an accredited college or university with an associate's degree in 
criminal justice or criminology and experience equivalent to two years of full-time work in one or a combination of the 
following: 1) commissioned law enforcement work or 2) professional or paraprofessional state or federal regulatory 
compliance work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Each eye corrected to 
20/30 or better with corrective lenses;    Possess a valid motor vehicle operator's license at the time of appointment in 
some positions;    Upon appointment, successfully complete a prescribed course of instruction at the Tennessee Law 
Enforcement Training Academy or have successfully completed the equivalent of the prescribed course. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting investigation and inspection work of average 
difficulty involving suspected cases of stolen parts trafficking and title and registration violations; and performs related 
work as required.Distinguishing Features: An employee in this class performs covert and overt investigations and 
inspections of suspected cases of stolen vehicle parts trafficking and title and registration violations. Employees are 
assigned to perform investigative duties in specific geographic areas of the state but may be required to assist in 
unassigned areas as necessary. This class reports to and differs from Revenue Regulatory Agent Supervisor in that 
incumbents of the latter supervise and train subordinate revenue regulatory agents in an assigned geographical region 
of the state. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Manages personal work assignments to meet investigative and 
administrative requirements.       Evaluating Information to Determine Compliance with Standards:    Conducts criminal 
investigation involving trafficking of stolen vehicles and any parts associated with the vehicle, title and registration 
violations, and related Revenue violations.    Conducts regulatory inspections of reconstructed vehicles submitted for 
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issuance of a rebuilt title to verify that replacement parts or vehicles are not stolen.    Conducts audits of car dealers to 
ensure open titles and drive-out tags are in compliance with state laws and regulations.    Uses information found 
through other law enforcement agency databases, National Insurance Crime Bureau (NICB), NCIC, Commerce and 
Insurance and other supporting agencies to substantiate conclusions regarding alleged title and registration violations.    
Conducts audits of salvage yards to ensure that all vehicles on salvage yard have proof of ownership.Communicating 
with Persons Outside Organization:    Testifies under oath to judges, grand juries, or hearing officers in depositions, 
trials, and preliminary or departmental hearings to explain details of investigations and provides testimony to legal for 
violation of the title and registration statutes.    Conducts interview and interrogations of potential suspects in criminal 
investigations.    Explains techniques for identifying damaged identification numbers on vehicles.    Discusses 
investigations, case reports, and legal issues with prosecuting attorneys, federal, state, and local agencies.    Provides 
information to salvage business owners, citizens, county clerks, law enforcement agencies and other public officials 
regarding reconstructed, dismantled or stolen vehicles.    Explains existing policies and procedures pertinent to the Anti-
Theft division.    Communicates with coordinating agencies and victims regarding investigative activity.Getting 
Information:    Plans, co-ordinates, and executes search warrants, subpoenas, and affidavits related to criminal 
investigations.    Interviews witnesses, suspects, and third party to gather information in reference to criminal 
investigations and/or regulatory inspections.    Searches databases to gather investigative knowledge.    Gathers, retains, 
and transcribes information received from county clerks, third party, and law enforcement 
agencies.Documenting/Recording Information:    Writes a variety of detailed reports regarding the status of criminal 
investigations of stolen parts, stolen vehicles, title forgeries, and odometer fraud.    Prepares investigative case reports, 
legal correspondence, and evidence for use by prosecuting attorneys, administrative personnel or legal authorities.    
Compiles facts from surveillance and inspection activities, evidence collected, and third party testimony into narrative 
reports.    Inputs data related to assigned inspections into in-house database.Handling and Moving Objects:    Seizes 
contraband and transports evidence in state issued vehicle.    Qualifies with firearm weapon to ensure protection of self 
and others.    Operates and maintains assigned vehicle and equipment issued.    Makes arrest and transports 
suspects.Interacting With Computers:    Uses office software to enter data into case management system for tracking 
investigative cases and regulatory inspections.    Uses office software to write investigative reports.    Uses computer to 
enter or access data in regards to daily function of job, such as Edison and email.    Uses hardware to determine true 
identity of vehicles.Communicating with Supervisors, Peers, or Subordinates:    Provides supervisor with status update of 
case work and leave and attendance requests.    Communicates with other agents and management regarding 
investigative activity. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Perseverance    Organizing    Written Communication    Self-Development    Priority 
Setting    Self-Knowledge    Approachability    Composure    Decision QualityKnowledge:    Law and GovernmentSkills:    
Time Management    Writing    Reading Comprehension    Active Listening    Active LearningAbilities:    Written 
Expression    Problem Sensitivity    Oral Comprehension    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Motor Vehicle    Telephone    Copy/Fax Machine    Printer/Scanner    Firearm Weapon    Personal 
Protection (e.g. body armor and handcuffs)    Mechanical Tools (related to removal of vehicle parts)    Electronic 
Equipment (e.g. GPS, vehicle diagnostic reader, tape recorder, camera and video equipment) 
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038645 - REVENUE REGULATORY AGENT SR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1527 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of full-time work in one or a combination of the following: 1) commissioned law enforcement 
work or 2) professional or paraprofessional state or federal regulatory compliance work.Substitution of Experience for 
Education: Qualifying experience in one or a combination of the following may be substituted for the required education 
on a year-for-year basis to a maximum of four years: 1) commissioned law enforcement work or 2) professional or 
paraprofessional state or federal regulatory compliance work.Substitution of Education for Experience: Graduate 
coursework from an accredited college or university in criminal justice or criminology may be substituted for the 
required experience on a year-for-year basis, to a maximum of two years (e.g., 36 quarter hours is equivalent to one 
year). OREducation and Experience: Graduation from an accredited college or university with an associate’s degree in 
criminal justice or criminology and experience equivalent to three years of full-time work in one or a combination of the 
following: 1) commissioned law enforcement work or 2) professional or paraprofessional state or federal regulatory 
compliance work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Each eye corrected to 
20/30 or better with corrective lenses;    Possess a valid motor vehicle operator’s license at the time of appointment in 
some positions;    Upon appointment, successfully complete a prescribed course of instruction at the Tennessee Law 
Enforcement Training Academy or have successfully completed the equivalent of the prescribed course. Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting investigation and inspection work of considerable 
difficulty involving suspected cases of stolen parts trafficking and title and registration violations and lead work of 
average difficulty; and performs related work as required.Distinguishing Features: This is the lead class in the Revenue 
Regulatory Agent sub-series. An employee in this class performs covert and overt investigations and inspections of 
suspected cases of stolen vehicle parts trafficking and title and registration violations, and leads lower level agents in 
performing investigations and inspections. This class differs from Revenue Regulatory Agent in that an incumbent of the 
latter functions at the working level. This class reports to and differs from Revenue Regulatory Agent Supervisor in that 
incumbents of the latter supervise a unit of subordinate agents in an assigned geographical region of the state. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Manages personal work assignments to meet investigative and 
administrative requirements.Evaluating Information to Determine Compliance with Standards:    Acts as lead agent 
when conducting criminal investigation involving trafficking of stolen vehicles and any parts associated with the vehicle, 
title and registration violations, and related Revenue violations.    Conducts regulatory inspections of reconstructed 
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vehicles submitted for issuance of a rebuilt title to verify that replacement parts or vehicles are not stolen.    Conducts 
audits of car dealers to ensure open titles and drive-out tags are in compliance with state laws and regulations.    Uses 
information found through other law enforcement agencies, National Insurance Crime Bureau (NICB), NCIC, Commerce 
and Insurance and other supporting agencies to substantiate conclusions regarding alleged title and registration 
violations.    Conducts audits of salvage yards to ensure that all vehicles on salvage yard have proof of 
ownership.Communicating with Persons Outside Organization:    Testifies under oath to judges, grand juries, or hearing 
officers in depositions, trials, and preliminary or departmental hearings to explain details of investigations and provides 
testimony to legal for violation of the title and registration statutes.    Acts as lead agent in interview and interrogations 
of potential suspects in criminal investigations.    Explains techniques for identifying damaged identification numbers on 
vehicles.    Leads in discussing investigations, case reports, and legal issues with prosecuting attorneys, federal, state, 
and local agencies.    Explains more complex issues related to existing policies and procedures pertinent to the Anti-
Theft division.    Provides information to salvage business owners, citizens, county clerks, law enforcement agencies and 
other public officials regarding reconstructed, dismantled or stolen vehicles.    Communicates with coordinating agencies 
and victims regarding investigative activity.Getting Information:    Plans, co-ordinates, and executes search warrants, 
subpoenas, and affidavits related to criminal investigations.    Interviews witnesses, suspects, and third party to gather 
information in reference to criminal investigations and/or regulatory inspections,    Searches databases to gather 
investigative knowledge.    Gathers, retains, and transcribes information received from county clerks, third party, and 
law enforcement agencies.Documenting/Recording Information:    Responsible for writing more complex reports 
regarding criminal investigations of stolen parts, stolen vehicles, title forgeries, and odometer fraud.    Prepares 
investigative case reports, legal correspondence, and evidence for use by prosecuting attorneys, administrative 
personnel or legal authorities.    In absence of supervisor reviews agent reports.    Compiles facts from surveillance and 
inspection activities, evidence collected, and third party testimony into narrative reports.    Inputs data related to 
assigned inspections into in-house database.Coaching and Developing Others:    Leads in work activity, coaches and 
trains lower level agent in absence of supervisor.    Acts as supervisor in supervisor’s absence.Handling and Moving 
Objects:    Qualifies with firearm weapon to ensure protection of self and others.    Seizes contraband and transports 
evidence in state issued vehicle.    Operates and maintains assigned vehicle and equipment issued.    Lead agent in the 
arrest and transportation of suspects.Communicating with Supervisors, Peers, or Subordinates:    Provides supervisor 
with status update of case work and leave and attendance requests.    Communicates with other agents and 
management regarding investigative activity.Interacting With Computers:    Uses office software to enter data into case 
management system for tracking investigative cases and regulatory inspections.    Uses office software to write 
investigative reports.    Uses computer to enter or access data in regards to daily function of job, such as Edison and 
email.    Uses hardware to determine true identity of vehicles. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Organizing    Perseverance    Written Communication    Composure    Priority Setting    
Self-Development    Self-Knowledge    Decision Quality    ApproachabilityKnowledge:    Law and GovernmentSkills:    Time 
Management    Writing    Reading Comprehension    Active Listening    Active LearningAbilities:    Written Expression    
Problem Sensitivity    Oral Comprehension    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Motor Vehicle    Telephone    Copy/Fax Machine    Printer/Scanner    Firearm Weapon    Personal 
Protection (e.g. body armor and handcuffs)    Mechanical Tools (related to removal of vehicle parts)    Electronic 
Equipment (e.g. GPS, vehicle diagnostic reader, tape recorder, camera and video equipment) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
038647 - REVENUE REGULATORY AGENT SUPV 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1535 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four years of full-time work in one or a combination of the following: 1) commissioned law enforcement 
work or 2) professional or paraprofessional state or federal regulatory compliance work. Substitution of Experience for 
Education: Qualifying experience in one or a combination of the following may be substituted for the required education 
on a year-for-year basis to a maximum of four years: 1) commissioned law enforcement work or 2) professional or 
paraprofessional state or federal regulatory compliance work.Substitution of Education for Experience: Graduate 
coursework from an accredited college or university in criminal justice or criminology may be substituted for the 
required experience on a year-for-year basis, to a maximum of two years (e.g., 36 quarter hours is equivalent to one 
year). OREducation and Experience: Graduation from an accredited college or university with an associate’s degree in 
criminal justice or criminology and experience equivalent to four years of full-time work in one or a combination of the 
following: 1) commissioned law enforcement work or 2) professional or paraprofessional state or federal regulatory 
compliance work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Each eye corrected to 
20/30 or better with corrective lenses;    Possess a valid motor vehicle operator's license at the time of appointment in 
some positions;    Upon appointment, successfully complete a prescribed course of instruction at the Department of 
Safety Training Center or have successfully completed the equivalent of the prescribed course.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory inspection and investigation work of average 
difficulty involving the supervision of revenue regulatory agents in an assigned geographical region of the state; and 
performs related work as required.Distinguishing Features: This is the supervisory class in the Revenue Regulatory Agent 
sub-series.  An employee in this class supervises a unit of subordinate agents within a specific area of the state that 
performs covert and overt investigations and inspections of suspected cases of stolen vehicle parts trafficking and title 
and registration violations, and performs investigations and inspections, as needed. 
 
Work Activities: 
Documenting/Recording Information:    Responsible for writing and reviewing more complex reports regarding criminal 
investigations of stolen parts, stolen vehicles, title forgeries, and odometer fraud.        Prepare investigative case reports, 
legal correspondence, and evidence for use by prosecuting attorneys, administrative personnel or legal authorities.    
Compiles narrative reports from personal activity related to surveillance, inspection activities, evidence collected, and 
third party testimony gathered during field work.    Review agent's criminal investigative reports for accuracy, detail, 
grammar, and completeness prior to submitting to management for disposition.    Inputs data related to personal 
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assigned inspections into in-house database.Performing Administrative Activities:    Conducts job performance 
evaluations of subordinates assigned within the group.    Approves Edison related tasks such as leave and attendance 
reports, travel/expense claims, and training requests for assigned group.    Prepare activity reports based upon 
performance measures and other special projects for management's review.Evaluating Information to Determine 
Compliance with Standards:    Acts as expert witness and subject matter expert when conducting criminal investigation 
involving trafficking of stolen vehicles and any parts associated with the vehicle, title and registrations violations, and 
any other Revenue related violation.    Conducts regulatory inspections of reconstructed vehicles submitted for issuance 
of a rebuilt title to verify that replacement parts or vehicles are not stolen.    Conducts audit of car dealers to ensure 
titles, drive out tags, and sales tax registration are in compliance with state laws and regulations.    Uses information 
found through other law enforcement agencies, National Insurance Crime Bureau (NICB), National Crime Information 
Center (NCIC), Commerce and Insurance and other supporting agencies to substantiate conclusions regarding alleged 
title and registration violations.    Conduct audits of salvage yards to ensure that all vehicles on salvage yard have proof 
of ownership.Communicating with Persons Outside Organization:    Explains more complex issues related to existing 
policies and procedures pertinent to the Anti-Theft Division.    Explain techniques for identifying vehicle identification 
numbers on vehicles.    Interviews and interrogates potential suspects in criminal investigations.    Testifies under oath to 
judges, grand juries, or hearing officers in depositions, trials, and preliminary or departmental hearings to explain details 
of investigations and provides testimony to Legal Department concerning violation of title and registration statutes.    
Discuss investigations, case reports, and legal issues with prosecuting attorneys, federal, state, and local agencies.    
Provide information and clarification of title and registration laws regarding reconstructed, dismantled, or stolen 
vehicles to salvage business owners, citizens, county clerks, law enforcement agencies, individuals, and other public 
officials.    Communicate with coordinating agencies and victims regarding investigative activity.Coaching and 
Developing Others:    Supervises subordinates in performance of more complex duties, such as drive out tag audits and 
criminal investigations.    Monitors and assists with on the job training for those under his/her supervision.Organizing, 
Planning, and Prioritizing Work:    Assigns or delegates work activity to staff to promote the most efficient use of time 
and resources.    Manage personal work assignments to meet investigative and administrative requirements.    Monitors 
daily work of subordinates to ensure investigative and administrative tasks are done in an efficient and effective 
manner.Getting Information:    Interview witnesses, suspects, and third party to gather information in reference to 
criminal investigations and/or regulatory inspections.    Reviews and assists with execution of search warrants, 
subpoenas, and affidavits related to criminal investigations.    Search in-house databases, such as case management, 
RITS, and File Net, to gather investigative knowledge.    Gathers, retains, and documents information received from 
county clerks, third party, and law enforcement agencies related to title and registration violations.Handling and Moving 
Objects:    Qualify with assigned firearm weapon(s) to ensure protection of self and others.    Seizes contraband and 
transports evidence in state issued vehicle.    Operates and maintains assigned vehicle and equipment issued.    Uses 
mechanical tools and chemicals to identify vehicles and associated component parts.Communicating with Supervisors, 
Peers, or Subordinates:    Communicate with upper management regarding investigative activity within assigned group.    
Provide management with status update of group's activity, case work, and leave and attendance within direct 
supervision.Interacting With Computers:    Use in-house software to enter data into case management system for 
tracking investigative cases and regulatory inspections.    Uses computer to enter or access data in regards to daily 
function of job, such as Edison and email.    Uses Microsoft Office type software, such as Word and Excel, to write 
investigative reports and memos as well as present detailed information related to potential criminal activity.    Uses 
hand held computer hardware to identify true identity of vehicles. 
 
Competencies (KSA’s): 
Competencies:    Integrity & Trust    Customer Focus    Written Communications    Approachability    Command Skills    
Time Management    Planning    Organizing    DelegationKnowledge:    Law and GovernmentSkills:    Speaking    Writing    
Reading Comprehension    Active Learning    Active Listening    Time Management    Management of Personnel 
Resources    InstructingAbilities:    Oral Expression    Oral Comprehension    Written Comprehension    Written Expression    
Deductive Reasoning    Inductive Reasoning 
 
Tools and Equipment Used: 
    Computer    Vehicle    Telephone    Weapon    Law Enforcement Radio    Printer    Copier    Scanner    Fax Machine    GPS    
Mechanical Tools    Diagnostic Equipment for Vehicles 
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038650 - REVENUE REGULATORY OFFICER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1555 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and qualifying 
experience equivalent to one year of full-time work in one or a combination of the following: 1) professional or 
paraprofessional level investigative experience dealing with tax compliance, 2) professional experience involving 
financial accounting or auditing, 3) criminal investigations, or 4) experience dealing with the inspection of 
establishments which deal with alcohol, tobacco, or gas products. Substitution of Education for Experience: Experience 
in one or a combination of the following areas may be substituted for the required education on a year-for-year basis to 
a maximum of four years: 1) professional or paraprofessional level investigative experience dealing with tax compliance, 
2) professional experience involving financial accounting or auditing, 3) criminal investigations, or 4) experience dealing 
with the inspection of establishments which deal with alcohol, tobacco, or gas products. Substitution of Experience for 
Education: Additional graduate course work in one or a combination of the following may be substituted for the 
required experience on a year-for-year basis, to a maximum of one year: (1) accounting; (2) business administration; (3) 
criminal justice; (4) criminology, or (5) finance (e.g., 36 graduate quarter hours in accounting may substitute for one year 
of required experience). OR One year of experience as a Revenue Audit Technician in the Department of Revenue with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have a good moral character, as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in a 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Possess a valid motor vehicle 
operator's license at the time of appointment;    Have a motor vehicle available for use in performance of job duties in 
some positions;    Upon appointment, successfully complete the certification process to take dyed fuel 
samples.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for conducting inspections and investigations to determine unlawful 
trade practices of motor fuel, tobacco, and beer; and performs related work as required. Distinguishing Features:  An 
employee in this class conducts inspections and investigations of retail establishments and transport companies to 
ensure compliance to tax laws, rules, and regulations involving motor fuel, tobacco, and beer sold and/or used in 
Tennessee. This class differs from classifications in the Revenue Special Agent series in that incumbents of the latter 
conduct professional audits and criminal investigations on businesses or individuals violating Tennessee revenue laws, 
rules, and regulations, and are assisted by employees in this class to prepare criminal cases as necessary. This class also 
differs from classifications in the Revenue Regulatory Agent series in that incumbents of the latter are commissioned 
law enforcement agents that perform covert and overt investigations and inspections of suspected cases of stolen 
vehicle parts trafficking and title and registration violations. 
 
Work Activities: 
Analyzing Data or Information:    Compares sales tax license numbers against tax license numbers present in the 
Department of Revenue files.    Analyzes motor fuel invoices to determine origin of the motor fuel, destination, 
transporter of the motor fuel, supplier of the fuel, quantity of the fuel, type of fuel, invoice number, and notation of 
taxes paid.    Verifies that documents which are used in court are true and accurate documents by signing written 
statements or testifying in court.    Examines inspection records to in-house information for discrepancies.    Cross-
references information from inspection worksheet with in-house records of tax returns to look for discrepancies 
between gallons received versus gallons reported sold on the tax return.Evaluating Information to Determine 
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Compliance with Standards:    Conducts field inspections of tobacco inventories found in retail stores and wholesale 
establishments.    Seizes contraband tobacco products.    Calculates sales costs from most recent tobacco invoices.    
Inspects diesel fuel tanks of motor vehicles to ensure that on-road vehicles are using undyed fuel according to tax codes.    
Recommends assessment for dyed fuel violations.    Recommends issuance of assessment for misuse of dyed fuel if 
permission to inspect the fuel tank is denied by owner.    Recommends issuance of assessments for retailers who have 
not maintained invoices.    Determines if the diesel fuel is dyed based on the physical appearance of the fuel according 
to standards set by the American Petroleum Institute.    Recommends further action for the Department of Revenue to 
take based on amount of contraband beer seized and violation history of the retailer.    Identifies contraband beer that is 
not located on the invoice.    Examines most recent beer purchase invoice to determine if quantity and type of beer 
purchased is in agreement with current beer inventory.Documenting/Recording Information:    Inventories contraband 
tobacco products to ensure chain of custody is maintained.    Describes in detail the inspection, procedures followed, 
results, recommendations, and conclusions.    Documents date of seizure, description of seized beer, and current 
location of contraband beer.    Completes a retail beer inspection worksheet and narrative detailing the inspection.    
Records confessions or statements made by the driver if dyed fuel is suspected.    Records driver information, vehicle tag 
number, Vehicle Identification Number, description of the vehicle, and fuel tank description.    Identifies tobacco 
supplier and the amount of tobacco product from the most recent tobacco purchase inventories.    Completes an 
inspection worksheet indicating location information, account number, inspecting agent, store owner, date, business 
type, and details concerning any violation.Performing Administrative Activities:    Rewrites documents to correct errors 
and deficiencies found in review by the supervisor.    Records daily activities including beer inspections, dyed fuel 
inspections, motor fuel retail inspections, tobacco inspections, leave, attendance, and phone calls in a diary for potential 
use in civil court or revenue hearings.    Records number and type of inspections made, hours worked, and location in a 
daily diary.    Compares information in daily diary with information recorded on inspection worksheets to verify accurate 
recording of the inspection.Inspecting Equipment, Structures, or Material:    Inserts a pipette into the diesel fuel tank to 
extract a fuel sample.    Inspects records of companies that transport motor fuel into the State of Tennessee to ensure 
that applicable taxes have been paid.    Inspects tobacco products visually to ensure that a Tennessee Tobacco Tax 
Stamp is affixed to each package.    Performs field inspections of alcoholic beverages of not more than five percent by 
weight sold or offered for sale at retail.Performing General Physical Activities:    Transfers seized contraband beer to 
nearest duly licensed Tennessee wholesaler or distributor engaged in handling the particular brand of beer involved 
nearest to the site of seizure.    Locates stationary diesel fuel vehicles within a regional territory.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Compares brands of tobacco present in the inventory 
with brands of cigarettes as listed on the directory of the Master Settlement Agreement to ensure that no contraband 
brands are present. Interpreting the Meaning of Information for Others:    Presents case evidence to judge, 
commissioner, or Revenue Hearing Officer.    Presents evidence from an inspection which justifies prosecution or 
assessment of civil penalties and taxability to the commissioner or chancery court judge.    Explains the right for the 
Department of Revenue to seize contraband products, rights to a hearing, and that the product could be deemed 
contraband to the store manager.    Responds to questions or inquiries from officers of the court about the handling of 
records or evidence.    Explains the procedures followed regarding the handling of records or evidence under oath to a 
judge, commissioner, or Revenue Hearing Officer in court or at departmental hearings.    Explains fuel sampling 
procedures, vehicle owner rights, and potential assessments to owner of the vehicle. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Integrity and Trust    Time Management    Problem Solving    
Perseverance    Written Communication    Approachability    Composure    ListeningKnowledge:    Applicable laws, 
government regulations, and agency rules    Customer service principles and processes    Accounting principles and 
practices    Basic mathematics    Clerical procedures as they relate to managing files and records and the use of word 
processing systems    Policies, procedures, and strategies to promote effective local and state operations for the 
protection of people and property.Skills:    Time management    Speaking and conveying information to others 
effectively.    Active learning and using new information for problem-solving and decision-making.    Critical thinking and 
using logic and reasoning to identify strengths and weaknesses of approaches to problems.    Active listening and giving 
full attention to points being made.    Communicating effectively in writing as appropriate for the needs of the audience.    
Social Perceptiveness    Quality Control Analysis as it relates to conducting inspections of certain products.Abilities:    
Time sharing and the ability to shift back and forth between two or more tasks.    Communicating information and ideas 
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verbally and in writing so others can understand.    Listening and understanding information and ideas both written and 
through spoken words.    Deductive Reasoning and the ability to apply general rules to specific problems to produce 
answers that make sense.    Inductive Reasoning and the ability to combine pieces of information to form general rules 
or conclusions.    Adding, subtracting, multiplying, or dividing quickly and correctly.    Bending, stretching, twisting, or 
reaching with body, arms and/or legs.    Visual Color Discrimination and the ability to match or detect differences 
between colors. 
 
Tools and Equipment Used: 
    Motor Vehicle    Cell Phone    Laptop    Scanner    Pipette    Roadside Safety Equipment 
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038649 - REVENUE REGULATORY OFFICER SV 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1549 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and qualifying 
experience equivalent to two years of full-time work in one or a combination of the following: 1) professional or 
paraprofessional investigative experience dealing with tax compliance, 2) professional experience involving financial 
accounting or auditing, 3) criminal investigations, or 4) experience dealing with the inspection of establishments which 
deal with alcohol, tobacco, or gas products.Substitution of Experience for Education: Experience in one or a combination 
of the following areas may be substituted for the required education on a year-for-year basis to a maximum of four 
years: 1) professional or paraprofessional investigative experience dealing with tax compliance, 2) professional 
experience involving financial accounting or auditing, 3) criminal investigations, or 4) experience dealing with the 
inspection of establishments which deal with alcohol, tobacco, or gas products.Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) accounting; (2) business administration; (3) criminal 
justice; (4) criminology, or (5) finance (e.g., 36 graduate quarter hours in accounting may substitute for one year of 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:1. have a good moral character, as determined by 
investigation2. complete a criminal history disclosure form in a manner approved by the appointing authority3. agree to 
release all records involving their criminal history to the appointing authority4. supply a fingerprint sample in a manner 
prescribed by the TBI for a fingerprint based criminal history records check5. possess a valid motor vehicle operator's 
license at the time of appointment6. have a motor vehicle available for use in performance of job duties in some 
positions7. upon appointment, successfully complete the certification process to take dyed fuel samples.Examination 
Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for revenue regulatory supervisory work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the supervisory class in the Revenue Regulatory 
Officer subseries. An employee in this class supervises a unit of revenue regulatory officers conducting inspections and 
investigations to determine unlawful trade practices of motor fuel, tobacco, and beer. 
 
Work Activities: 
1. Supervises Revenue Regulatory Officers (RROs): evaluates subordinate officers in their job performance; makes 
recommendations on personnel actions such as hiring, promoting, and dismissals; provides on-the-job training for new 
officers; approves time sheets, vehicle mileage, and expense reports in order to monitor officers' leave and attendance, 
vehicles, and related law enforcement equipment; edits reports submitted by officers; monitors the tobacco directory in 
order to notify officers of changes; reviews in-house database systems to determine validity of taxpayer records; 
exchanges information between the Department of Revenue (DOR) and the Internal Revenue Service (IRS) to ensure 
that state and federal diesel motor fuel tax guidelines are in agreement; coordinates resources between agencies to 
conduct field inspections; compiles officers' daily activity reports into a monthly report to submit to manager; provides 
feedback to management related to unit performance.                                          2. Conducts field inspections of tobacco 
inventories in retail stores and wholesale establishments: explains to store managers the right for the DOR to seize 
contraband products and their rights to a hearing; inspects tobacco products to ensure that a Tennessee Tobacco Tax 
Stamp is affixed to each package; compares brands of tobacco in store inventories with brands listed on the directory of 
the Master Settlement Agreement to ensure that no contraband brands are present; compares sales tax registration 
numbers against tax registration numbers in DOR files to ensure proper registration; calculates sales costs from most 
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recent tobacco invoices to ensure that vendors adhere to the unfair trade law; identifies tobacco supplier and the 
amount of tobacco product from the most recent tobacco purchase inventories; completes inspection worksheets; 
seizes contraband tobacco products; inventories contraband tobacco products to ensure chain of custody is maintained. 
3. Conducts inspections of diesel fuel tanks of motor vehicles to ensure that on-road vehicles are using undyed fuel 
according to tax codes: locates stationary diesel fuel vehicles within an assigned regional territory; explains fuel 
sampling procedures, vehicle owner rights, and potential fines to owner of the vehicle; records driver information, 
vehicle tag number, Vehicle Identification Number (VIN), description of the vehicle, and fuel tank description; issues 
fines for misuse of dyed fuel or if permission to inspect the fuel tank is denied by owner; inserts a pipette into the diesel 
fuel tank to extract a fuel sample; determines if the diesel fuel is dyed based on the physical appearance of the fuel 
according to standards set by the American Petroleum Institute; records confessions or statements made by the driver if 
dyed fuel is suspected. 4. Conducts field inspections of alcoholic beverages of not more than five percent by weight sold 
or offered for sale at retail stores: examines most recent beer purchase invoices to determine if quantity and type of 
beer purchased are in agreement with current beer inventory; completes retail beer inspection worksheets detailing 
inspection results; identifies contraband beer not shown on the invoices; transfers seized contraband beer to nearest 
duly licensed Tennessee wholesaler or distributor engaged in handling that brand of beer; records date of seizure, 
description of seized beer, and current location of contraband beer; writes seizure reports to document contraband 
beer and to recommend actions to be taken by the department. 5. Presents case evidence to judges, commissioners or 
Revenue Hearing Officers: explains under oath in court or at departmental hearings the procedures followed regarding 
the collecting and handling of records or evidence; presents to the commissioner or chancery court judge evidence from 
an inspection that justifies prosecution or assessment of civil penalties and taxability; responds to questions or inquiries 
from officers of the court about the handling of records or evidence; verifies that documents which are used in court are 
true and accurate by signing written statements or testifying in court. 6. Maintains daily activity reports regarding all 
inspections and related activities for potential use in civil court or revenue hearings: describes procedures followed, 
results, recommendations, and conclusions; records number and type of inspections made and hours and location 
worked. 7. May inspect the records of companies that transport motor fuel in the State of Tennessee to ensure that 
applicable taxes have been paid: examines motor fuel invoices to determine origin, destination, transporter, and 
supplier; identifies the quantity and type of motor fuel, invoice number, and taxes paid; issues fines for retailers who 
have not maintained invoices; completes inspection worksheet based on information obtained from invoices; cross-
references information from inspection worksheet with in-house tax returns records to identify discrepancies (e.g., 
gallons received versus gallons reported sold); prepares reports describing discrepancies between retail inspection 
sheets and retailer invoices. 
 
Competencies (KSA’s): 
Competencies: Approachability Caring about Direct Reports Building Effective Teams Composure Conflict Management 
Creativity Customer focus Developing Direct Reports Motivating Others Organizing Planning Process Management 
Functional/Technical CompetenciesKnowledge: Administration & Management Customer and Personal Service Clerical 
Law and Government MathematicsSkills: Coordination Critical thinking Judgment and Decision Making Mathematics 
Negotiation Time management Writing MonitoringAbilities: Deductive reasoning Written Expression Written 
Comprehension Mathematical Reasoning Oral Expression Oral Comprehension Manual Dexterity Static Strength 
 
Tools and Equipment Used: 
 Computer Printer Phone Test kits 
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075854 - REVENUE RESEARCH DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4101 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038644 - REVENUE SI PROGRAM MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  7953 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
twenty-seven quarter hours in accounting (18 semester hours) and experience equivalent to five years of full-time work 
in one or a combination of the following: tax fraud investigations, writing state or federal tax investigative reports, or 
state or federal tax compliance work.Substitution of Experience for Education: Qualifying experience in professional 
accounting and/or auditing may substitute for the required education to a maximum of four years.Substitution of 
Graduate Education or License for Experience: Graduation from an accredited college or university with a master’s 
degree in accounting, business management, and/or law may substitute for the required experience for a maximum of 
two years OR a current license as a certified public accountant may substitute for one year of experience. 
 
Other Requirements: 
Necessary Special Qualifications: Necessary Special Qualifications: Applicants for this class must: Be willing to and able to 
qualify with, carry, and use assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a 
citizen of the United States; Have a good moral character, as determined by investigation; Complete a criminal history 
disclosure form in a manner approved by the appointing authority; Agree to release all records involving their criminal 
history to the appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check; Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces; Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position; Possess a valid motor 
vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Training Academy or have successfully completed 
the equivalent of the prescribed course.  Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for program management work of considerable difficulty in 
investigative case review and performs related work as required.Distinguishing Features: This is the program manager 
class in the Revenue Special Investigations series. An employee in this class reviews cases of tax investigation activities. 
This class differs from the Revenue SI Assistant Director in that an incumbent of the latter has a larger scope and focus 
on policy and administrative responsibility. 
 
Work Activities: 
 Reviews case reports to identify and document: evidence gaps, calculation issues, witness errors, intent deficiencies; 
and to trace sources. Conducts case reviews with supervisors and necessary internal employees when needed. Provides 
insight and feedback to the Assistant Director on pending cases. Develop and implement a standard Investigative Plan 
process demonstrating a collaborative approach, a comprehensive view of known case facts, and an identification of 
unique issues. Revise the Special Investigations manual under the supervision of the Chief Compliance Officer.  Develop 
technical training materials and practices for the Agents as relevant to internal policies and industry standards.  
Oversees and facilitates technical training to Agents when needed. Conducts document management audits to ensure 
case files are complete. Regularly reviews internal policies and offers recommendations to executive leadership on 
possible revisions.  Maintains industry knowledge on relevant state and federal tax policies. Consults Agents and 
Supervisors on best practices and investigative techniques.  
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Competencies (KSA’s): 
Competencies:1.Action Oriented                     2.Building Effective Teams                  3.Command Skills                    
4.Composure                 5.Creativity                   6.Decision Quality                    7.Functional/Technical Competency                
8.Innovation Management                    9.Integrity and Trust                 10.Managerial Courage              11.Managing Through 
Systems              12.Motivating Others                  13.Work/Life Balance                Knowledge:1.Administration and 
Management                  2.Communications and Media              3.Computers and Electronics                4.Customer and 
Personal Service                     5.Education and Training                     6.English Language                  7.Law and Government            
8.Mathematics              9.Public Safety and Security                Skills:1.Active Listening                    2.Complex Problem 
Solving                3.Coordination              4.Critical Thinking                   5.Learning Strategies                6.Monitoring                 
7.Persuasion                  8.Quality Control Analysis                   9.Systems Analysis                   10.Time Management                 
11.Writing                       Abilities:1.Deductive Reasoning             2.Inductive Reasoning              3.Information Ordering             
4.Mathematical Reasoning                   5.Oral Comprehension              6.Oral Expression                     7.Originality                  
8.Problem Sensitivity               9.Selective Attention10. Written Comprehension   
 
Tools and Equipment Used: 
 1.Computer                   2.Printer/Copier/Scanner                       3.Smart Phone               4.Safety Equipment/Tools                     
5.Motor Vehicles                      6.Training Props           7.Handgun                    8.Handcuffs9. Secondary weapon                
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038652 - REVENUE SPECIAL AGENT 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1561 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree including 
twenty-seven quarter hours in accounting and experience equivalent to three years of full-time professional auditing, 
accounting, criminal investigation, financial management, or experience as an attorney. At least one year of the required 
experience must be tax fraud investigative work.Substitution of Experience for Education: Qualifying experience in 
professional accounting and/or auditing may substitute for the required education to a maximum of four years. 
Substitution of Graduate Education or License for Experience: Graduate course work credit received from an accredited 
college or university in accounting, criminal justice, criminology, and/or law may substitute for the required experience 
on a month-for-month basis to a maximum of one year (e.g., 24 graduate semester hours (36 graduate quarter hours) in 
one or a combination of the above listed fields may substitute for one year of the required experience) or a current 
license as a certified public accountant may substitute for one year of experience, there being no substitution for the 
require year of tax fraud investigative work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment;    Have a motor vehicle available for use in performance of job 
duties. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional criminal investigative work of average difficulty in 
investigating cases of suspected tax fraud, fair trade violation, or peddling contraband, and for performing professional 
auditing work of considerable difficulty involving the audit of individual and corporate tax documents and records to 
determine tax liability; and performs related work as required. Distinguishing Features: ,This is a working class in the 
Revenue Special Agent job series. An employee in this class conducts forensic audits and criminal investigations on 
businesses or individuals violating Tennessee revenue laws, rules, and regulations. This class is flexibly staffed with the 
Revenue Special Agent 1 and differs in that employees in the latter class learn criminal investigative procedures and 
perform duties under immediate supervision. This class differs from the Revenue Special Agent 3 in that employees of 
the latter class are responsible for leading others in conducting forensic audits and investigations, and conducting 
investigations and forensic audits involving conspiracies between businesses and individuals or businesses with multiple 
subsidiaries and complex financial records. , Applicants not flexing from Revenue Special Agent 1 must successfully 
complete a state approved criminal investigation training course; inadequate or marginal performance during the 
training course will result in automatic demotion or termination. 
 
Work Activities: 
Analyzing Data or Information:    Conducts forensic audits of individuals or businesses.    Researches allegations and 
identifies suspects of criminal wrongdoing.    Determines the critical issues of an investigation that must be included in a 



 TN Job Classification Specifications  
September 22, 2020 

final report.    Writes final case reports which supply prosecutors with the evidence necessary to prosecute suspects and 
related documents.    Examines financial records to identify taxes owed, exemptions taken, and whether sales/purchases 
were reported correctly.    Creates charts, graphs, or tables that support the conclusions drawn.    Monitors location of 
suspect until an arrest warrant is issued.    Identifies discrepancies in the civil audit. Processing Information:    Writes 
final case report containing details of an investigation and/or audit, procedures followed, recommendations, and 
conclusions.    Prepares and execute search warrants.    Prepares summonses and judicial subpoenas.    Reads final 
report outline and other final reports for examples of structure and content for the composition of a final report.    
Prepares forensic audit with accurate computations to compute criminal tax liability.    Documents interviews in written 
form.    Arranges files and court exhibits according to the needs of the case to prepare for testifying in court.    Maintains 
the integrity of evidence.    Photographs or scan evidence gathered during an investigation.    Compares findings of tax 
auditors with findings of Revenue Special Agents. Organizing, Planning, and Prioritizing Work:    Conducts investigations 
of individuals suspected of criminal wrongdoing.    Coordinates activities of staff assigned to an investigation or audit. 
Updating and Using Relevant Knowledge:     Interprets applicable laws, statutes, attorney general's opinion, and current 
administrative policy appropriate to the collection and processing of evidence. Communicating with Persons Outside the 
Organization:    Testifies under oath to judge, grand jury, and/or commissioner in court or at preliminary hearings.    
Testifies to district attorney, judge, grand jury or at a trial, preliminary or departmental hearing.    Writes news releases 
containing names of businesses and individuals indicted, place of indictment, individuals arrested, location of arrest, 
charges against individuals, and possible sentence or penalty of crime committed.    Answers questions regarding an 
investigation or forensic audit.    Shares data collected about an individual suspected of a criminal wrongdoing with 
individuals outside the state system. Performing General Physical Activities:    Operates firearm to protect self and 
others.    Handcuffs suspects to prevent escape and injury to others.    Transports arrested individuals to local detention 
centers.    Pursues suspects and collects evidence during the investigation of criminal activities.    Pursues suspects 
resisting arrest.    Follows suspect in a car or on foot.    Lawfully enters buildings, vehicles, or other locations.    Moves 
body in position to protect self and others.    Confiscates weapons, contraband, search warrant materials, and personnel 
items from businesses, suspects, or arrested individuals. Getting Information:    Interviews informants, suspects, or other 
individuals to gather evidence.    Searches in house records, computer databases, and government records for 
information on businesses or individuals suspected or accused of committing crimes.    Conducts background research of 
individuals and businesses suspected of criminal tax fraud, fair trade violation, employee gross misconduct, and 
contraband tobacco and beer.    Serves summons to gather financial records of businesses or individuals being audited.    
Identifies contraband tobacco and beer.    Searches premises for search warrant material.    Conducts covert operations 
such as assuming the identity of someone other than a special agent, associating with known suspects or informants, or 
tape recording phone calls of suspects.    Video tapes individuals committing crimes.    Records time, date, description, 
and location of where evidence was obtained on a label, log book, or in a property inventory sheet. Performing 
Administrative Activities:    Completes administrative forms such as time/attendance, expense claims, Special 
Investigations case management reports, etc.    Conducts general administrative activities. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Intellectual Horsepower    Problem Solving    
Integrity and Trust    Listening    Self-Development    Written Communications    Perseverance    
ApproachabilityKnowledge:    Administrative and clerical procedures    Basic Math    Accounting and auditing    Providing 
customer service    Computer software applications such as Microsoft Office (Word, Excel)    Knowledge of laws, legal 
codes, court procedures, precedents, government regulations, executive orders and agency rules. Skills:    Critical 
thinking skills    Speaks effectively    Comprehends written sentences and paragraphs    Provides full attention to what 
others are saying    Communicates effectively in writing    Complex problem solving skills    Time management skills    
Applies appropriate judgment when making decisions    Applies new information in decision making for current and 
future problems    Social perceptiveness Abilities:    Deductive Reasoning    Inductive Reasoning    Memorization    Oral 
Comprehension and Expression    Speech Clarity    Written Comprehension and Expression 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Calculator    Camera    Handgun    Motor Vehicle    GPS    Handcuffs 
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038653 - REVENUE SPECIAL AGENT 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1566 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree including 
twenty-seven quarter hours in accounting and experience equivalent to four years of full-time professional auditing, 
accounting, criminal investigation, financial management, or experience as an attorney, of which two years must be in 
fraud investigation work.Substitution of Experience for Education: Qualifying experience in professional accounting 
and/or auditing may substitute for the required education to a maximum of four years.Substitution of Graduate 
Education or License for Experience: Graduate course work credit received from an accredited college or university in 
accounting, criminal justice, criminology, and/or law may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 24 graduate semester hours (36 graduate quarter hours) in one or a combination 
of the above listed fields may substitute for one year of the required experience) or a current license as a certified public 
accountant may substitute for one year of experience, there being no substitution for the required two years of tax 
fraud investigative work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment;    Have a motor vehicle available for use in performance of job 
duties. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal investigative work of considerable difficulty in 
investigating cases of suspected tax fraud, fair trade violation, or peddling contraband, and for performing professional 
auditing work of considerable difficulty involving the audit of individual and corporate tax documents and records to 
determine tax liability; and performs related work as required. Distinguishing Features: ,This is the lead class in the 
Revenue Special Agent job series. An employee in this class is responsible for leading others in forensic audits and 
criminal investigations, including the conduction of forensic auditing and criminal investigative work related to 
businesses or individuals violating Tennessee revenue laws, rules, and regulations, and forensic audits and investigations 
involving conspiracies between businesses and individuals or businesses with multiple subsidiaries and complex financial 
records. This class differs from the Revenue Special Agent 2 in that employees in the latter class do not lead others in 
performing forensic audits and criminal investigative work. This class differs from the Revenue Special Agent Supervisor 
in that employees in the latter class are responsible for supervising subordinate staff who conduct investigations and 
forensic audits. ,An applicant appointed to this class must successfully complete a state approved criminal investigation 
training course; inadequate or marginal performance during the training course will result in automatic demotion or 
termination. 
 
Work Activities: 
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Analyzing Data or Information:    Conducts forensic audits of individuals or businesses.    Researches allegations and 
identifies suspects of criminal wrongdoing.    Determines the critical issues of an investigation that must be included in a 
final report.    Writes final case reports which supply prosecutors with the evidence necessary to prosecute suspects and 
related documents.    Examines financial records to identify taxes owed, exemptions taken, and if sales/purchases were 
reported correctly.    Creates charts, graphs, or tables that support the conclusions drawn.    Monitor location of suspect 
until an arrest warrant is issued.    Identifies discrepancies in the civil audit. Processing Information:    Writes final case 
report containing details of an investigation and/or audit, procedures followed, recommendations, and conclusions.    
Prepares and execute search warrants.    Prepares summonses and judicial subpoenas.    Reads final report outline and 
other final reports for examples of structure and content for the composition of a final report.    Prepares forensic audit 
with accurate computations to compute criminal tax liability.    Documents interviews in written form.    Arranges files 
and court exhibits according to the needs of the case to prepare for testifying in court.    Maintains the integrity of 
evidence.    Photographs or scan evidence gathered during an investigation.    Compares findings of tax auditors with 
findings of Revenue Special Agents. Organizing, Planning, and Prioritizing Work:    Conducts investigations of individuals 
suspected of criminal wrongdoing.    Coordinates activities of staff assigned to an investigation or audit. Coaching and 
Developing Others:    Discusses case scenarios and options with agents to help them reach decisions that are in 
accordance to departmental policies and procedures.    Demonstrates how to write reports, collect and record evidence, 
operate a firearm, search an individual, and protect self and others from injury on the job. Training and Teaching Others:    
Trains Revenue Special Agents in proper tax auditing and criminal investigative procedures.    Schedules training, creates 
training manuals, create training presentations to aid in training.    Modifies training programs to accommodate changes 
in policies and procedures.    Identifies the training needs of employees. Coordinating the Work and Activities of Others:    
Leads Revenue Special Agents in criminal investigations and forensic audits involving conspiracies between businesses 
and individuals or businesses with multiple subsidiaries with complex financial records.    Assigns specific tasks to agents 
on an investigation or audit. Guiding, Directing, and Motivating Subordinates:    Advises agents of appropriate actions to 
take during tax audits and investigations.    Examines agents' case files to ensure they are organized in a logical and 
accessible sequence. Updating and Using Relevant Knowledge:     Interprets applicable laws, statutes, attorney general's 
opinion, and current administrative policy appropriate to the collection and processing of evidence. Communicating 
with Persons Outside the Organization:    Testifies under oath to judge, grand jury, and/or commissioner in court or at 
preliminary hearings.    Testifies to district attorney, judge, grand jury or at a trial, preliminary or departmental hearing.    
Writes news releases containing names of businesses and individuals indicted, place of indictment, individuals arrested, 
location of arrest, charges against individuals, and possible sentence or penalty of crime committed.    Answers 
questions regarding an investigation or forensic audit.    Shares data collected about an individual suspected of a 
criminal wrongdoing with individuals outside the state system. Performing General Physical Activities:    Operates 
firearm to protect self and others.    Handcuffs suspects to prevent escape and injury to others.    Transports arrested 
individuals to local detention centers.    Pursues suspects and collects evidence during the investigation of criminal 
activities.    Pursues suspects resisting arrest.    Follows suspect in a car or on foot.    Lawfully enters buildings, vehicles, 
or other locations.    Moves body in position to protect self and others.    Confiscates weapons, contraband, search 
warrant materials, and personnel items from businesses, suspects, or arrested individuals. Getting Information:    
Interviews informants, suspects, or other individuals to gather evidence.    Searches in house records, computer 
databases, and government records for information on businesses or individuals suspected or accused of committing 
crimes.    Conducts background research of individuals and businesses suspected of criminal tax fraud, fair trade 
violation, employee gross misconduct, and contraband tobacco and beer.    Serves summons to gather financial records 
of businesses or individuals being audited.    Identifies contraband tobacco and beer.    Searches premises for search 
warrant material.    Conducts covert operations such as assuming the identity of someone other than a special agent, 
associating with known suspects or informants, or tape recording phone calls of suspects.    Video tapes individuals 
committing crimes.    Records time, date, description, and location of where evidence was obtained on a label, log book, 
or in a property inventory sheet. Performing Administrative Activities:    Completes administrative forms such as 
time/attendance, expense claims, Special Investigations case management reports, etc.    Conducts general 
administrative activities. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Intellectual Horsepower    Problem Solving    
Integrity and Trust    Listening    Written Communications    Organizing    Self-Development    PerseveranceKnowledge:    
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Administrative and clerical procedures    Basic Math    Accounting and auditing    Providing customer service    Computer 
software applications such as Microsoft Office (Word, Excel)    Knowledge of laws, legal codes, court procedures, 
precedents, government regulations, executive orders and agency rules Skills:    Critical thinking skills    Speaks 
effectively    Comprehends written sentences and paragraphs    Provides full attention to what others are saying    
Communicates effectively in writing    Complex problem solving skills    Time management skills    Applies appropriate 
judgment when making decisions    Applies new information in decision making for current and future problems    Social 
perceptiveness    Personnel management Abilities:    Deductive Reasoning    Inductive Reasoning    Memorization    Oral 
Comprehension and Expression    Speech Clarity    Written Comprehension and Expression 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Calculator    Camera    Handgun    Motor Vehicle    GPS    Handcuffs 
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038654 - REVENUE SPECIAL AGENT SUPV 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1568 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
twenty-seven quarter hours in accounting and experience equivalent to five years of full-time professional auditing, 
accounting, criminal investigation, financial management, or experience as an attorney, of which three years must be 
tax fraud investigative work.Substitution of Experience for Education: Qualifying experience in professional accounting 
and/or auditing may substitute for the required education to a maximum of four years.Substitution of Graduate 
Education or License for Experience: Graduate course work credit received from an accredited college or university in 
accounting, criminal justice, criminology, and/or law may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of non-tax fraud investigative experience) or a current license as a certified public accountant 
may substitute for one year of experience, there being no substitution for the required years of tax fraud investigative 
work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment;    Have a motor vehicle available for use in performance of job 
duties.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal investigative work of considerable difficulty and 
supervisory work of average difficulty in supervising the investigation of suspected tax fraud, fair trade violation, or 
peddling of contraband and for professional auditing work of considerable difficulty involving the audit of individual and 
corporate tax documents and records to determine tax liability; and performs related work as required.Distinguishing 
Features: This is the supervisory class in the Revenue Special Agent job series. An employee in this class is responsible 
for conducting and supervising all investigations and audits of businesses and individuals violating Tennessee revenue 
laws, rules and regulations, including case preparation and testifying in court. This class differs from that of the Revenue 
Special Agent 3 in that incumbents of the latter do not supervise Revenue Special Agent staff. This class differs from the 
Revenue Special Investigations Director in that incumbents of the latter are responsible for directing the operations of 
the division.NOTE: An applicant appointed to this class must successfully complete a state approved criminal 
investigation training course; inadequate or marginal performance during the training course will result in automatic 
demotion or termination. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Advises agents of appropriate actions to take during tax audits and 
investigations.    Provides technical guidance to subordinate staff by interpreting new or modified policies and 
procedures.    Reviews activities and decisions of subordinate personnel to determine if decisions were in accordance to 
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departmental policies and procedures.    Examines agents' case files to ensure they are organized in a logical and 
accessible sequence.Analyzing Data or Information:    Conducts forensic audits of individuals or businesses.    Researches 
allegations and identifies suspects of criminal wrongdoing.    Examines financial records to identify taxes owed, 
exemptions taken, and if sales/purchases were reported correctly.    Determines the critical issues of an investigation 
that must be included in a final report.    Write final case reports which supply prosecutors with the evidence necessary 
to prosecute suspects and related documents.    Examines subordinates' case files to ensure they are organized in a 
logical and accessible sequence.    Creates charts, graphs, or tables that support the conclusions drawn.    Identify 
discrepancies in the civil audit.    Monitor location of suspect until an arrest warrant is issued.Processing Information:    
Prepares and executes search warrants.    Reads final report outline and other final reports for examples of structure 
and content for the composition of a final report.    Prepare forensic audit with accurate computations to compute 
criminal tax liability.    Documents interviews and third party contacts in the form of a written letter, memorandum, or 
affidavit.    Arranges files and court exhibits according to the needs of the case to prepare for testifying in court.    
Maintains the integrity of evidence.    Photographs or scans evidence gathered during an investigation.    Compares 
findings of tax auditors with findings of Revenue Special Agents.Judging the Qualities of Things, Services, or People:    
Reviews final case reports for accuracy and completeness to ensure appropriate procedures were followed and 
documented correctly.    Assigns job performance ratings based on job performance information gathered through 
employee discussions, personal observations, and review of work products.    Compares completed portions of 
subordinate work with subordinate work plans to ensure goals are being reached.    Reviews written documentation of 
interviews and third party contacts.    Describes acceptable and unacceptable work behavior to each employee.    
Discusses job performance ratings with subordinates.    Establishes goals for future work performance.Organizing, 
Planning, and Prioritizing Work:    Conducts investigations of individuals suspected of criminal wrongdoing.    Coordinates 
activities of staff assigned to an investigation or audit.Training and Teaching Others:    Trains Revenue Special Agents in 
proper tax auditing and criminal investigative procedures.    Schedules training; creates training manuals, create training 
presentations to aid in training.    Modifies training programs to accommodate changes in policies and procedures.    
Identifies the training needs of employees.    Keeps abreast of applicable laws, statutes, attorney general's opinion, and 
current administrative policy.Staffing Organizational Units:    Evaluates specific course work, job training, background 
experience, and prior job experience of perspective employees.    Explains duties, responsibilities, and expectations of 
the Revenue Special Agent job to applicants.    Interviews prospective employees.    Recommends the hiring of an 
applicant.Coordinating the Work and Activities of Others:    Leads Revenue Special Agents in criminal investigations and 
forensic audits involving conspiracies between businesses and individuals or businesses with multiple subsidiaries with 
complex financial records.    Assigns specific tasks to agents on an investigation or audit.    Reviews investigation and 
audit task schedules to estimate manpower and resources necessary to complete investigation or audit.    Assigns agents 
to an investigation or audit based on experience, availability, case load, and other factors.    Prioritizes audits and 
investigations.Performing General Physical Activities:    Operates firearm to protect self and others.    Handcuffs suspects 
to prevent escape and injury to others.    Transports arrested individuals to local detention centers.    Pursues suspects 
and collects evidence during the investigation of criminal activities.    Pursues suspects resisting arrest.    Follows suspect 
in a car or on foot.    Lawfully enters buildings, vehicles, or other locations.    Moves body in position to protect self and 
others.    Confiscates weapons, contraband, search warrant materials, and personnel items from businesses, suspects, or 
arrested individuals.Communicating with Persons Outside Organization:    Testifies under oath to judge, grand jury, 
and/or commissioner in court or at preliminary hearings.    Testifies to district attorney, judge, grand jury or at a trial, 
preliminary or departmental hearing.    Writes news releases containing names of businesses and individuals indicted, 
place of indictment, individuals arrested, location of arrest, charge against an individual and possible sentence or 
penalty of crime committed.    Answers questions regarding an investigation or forensic audit.Getting Information:    
Interview informants, suspects, or other individuals to gather evidence.    Searches in house records, computer 
databases, and government records for information on businesses or individuals suspected or accused of committing 
crimes.    Conducts background research of individuals and businesses suspected of criminal tax fraud, fair trade 
violation, employee gross misconduct, and contraband tobacco and beer.    Serves summons to gather financial records 
of businesses or individuals being audited.    Identify contraband tobacco and beer.    Searches premises for search 
warrant material.    Conducts covert operations such as assuming the identity of someone other than a special agent, 
associating with known suspects or informants, or tape recording phone calls of suspects.    Video tape individuals 
committing crimes.    Record time, date, description, and location of where evidence was obtained on a label, log book, 
or in a property inventory sheet.Performing Administrative Activities:    Completes administrative forms such as 
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time/attendance, expense claims, Special Investigations case management reports, etc.    Approves administrative forms 
such as time/attendance, travel vouchers, and expense claims.    Conducts general administrative activities. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Intellectual Horsepower    Problem Solving    Functional/Technical Competency    
Organizing    Ethics and Value    Self-Development    Integrity and Trust    Listening    Written CommunicationsKnowledge:    
Administrative and Management    Mathematics    Economics and Accounting    Customer and Personal Service    Law 
and Government    Public Safety and SecuritySkills:    Critical Thinking    Speaking    Reading Comprehension    Active 
Listening    Writing    Complex Problem Solving Skills    Judgment and Decision Making    Social Perceptiveness    Active 
Learning    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Written Comprehension    Written Expression    Memorization    Number Facility 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Calculator    Camera    Handgun    Motor Vehicle    GPS    Handcuffs 
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038656 - REVENUE SPECIAL INVN ASST DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1573 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: 1) vehicle title & registration 
commissioned law enforcement work 2) professional investigative state or federal tax compliance work.Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may be substituted for 
the required education on a year-for-year basis to a maximum of four years: 1) vehicle title & registration commissioned 
law enforcement work 2) professional investigative state or federal tax compliance work.Substitution of Education for 
Experience: Graduate coursework from an accredited college or university in criminal justice or criminology may be 
substituted for the required experience on a year-for-year basis; to a maximum of two years (e.g., 36 quarter hours is 
equivalent to one year).OREducation and Experience: Graduation from an accredited college or university with an 
associate's degree in criminal justice or criminology and experience equivalent to five years of full-time work in one or a 
combination of the following: 1) vehicle title & registration commissioned law enforcement work 2) professional 
investigative state or federal tax compliance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment in some positions;    Upon appointment, successfully complete a 
prescribed course of instruction at the Department of Safety Training Center or have successfully completed the 
equivalent of the prescribed course. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial and administrative work of considerable difficulty in planning, 
organizing, and managing revenue investigative and inspection work; and performs related work as 
required.Distinguishing Features: This is the second supervisory class in the Revenue Regulatory Officer, Revenue 
Regulatory Agent, and Revenue Special Agent sub-series. An employee in this class manages the investigative activities 
of agents, officers, and employees engaged in enforcing the revenue laws of the State of Tennessee. This class 
supervises and differs from the lower-level Revenue Supervisors in that incumbents of the later supervise an anti-theft 
and regulatory unit or tax investigations unit within a specific area of the state. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Serves as advisor to the director in criminal and technical matters.    
Prepares reports on activities to present to upper-management.    Reviews state and federal law for updates.    Assists 
director to develop policy in conformity with state and federal mandates to identify disparities between the two.    
Discusses issues with subordinates and management relating to performance in field.    Drafts preliminary documents 
addressing new and revised operating procedures.    Outlines fiscal needs in order to prepare annual budget.    Serves in 
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the absence of the director as technical advisor to and spokesman for the Commissioner of Revenue in various 
matters.Communicating with Persons Outside Organization:    Communicates with other divisions, departments, and 
other law enforcement agencies on various maters.    Communicates with district attorneys, hearing office, and legal 
counsel to assist in preparing for legal proceedings.    Holds conferences with taxpayers and their 
representatives.Coaching and Developing Others:    Discusses case scenarios and options with supervisors and managers 
to help them reach decisions that are in accordance to departmental policies and procedures.    Demonstrates to 
supervisors and managers how to write reports, collect and record evidence, operate a firearm, search an individual, 
and protect self and others from injury on the job.Evaluating Information to Determine Compliance with Standards:    
Reviews agent and officers investigative reports for accuracy, completeness, and clarity.    Identifies areas in which 
additional data is needed to support criminal investigation.    Ensures all necessary information is included in criminal 
indictments.    Reviews activities and decisions of subordinate personnel to determine if decisions were in accordance to 
departmental policies and procedures.    Edits staff reports and other documents that are submitted to executive staff.    
Monitors various information sources to determine proper application of law relating to contraband.    Reviews 
operations report in order to monitor work production.Training and Teaching Others:    Works with supervisors to train 
Revenue personnel in all work assignments.    Schedules training; assists in creating training manuals, creates training 
presentations to aid in training.    Modifies training programs to accommodate changes in policies and procedures.    
Identifies the training needs of employees.Staffing Organizational Units:    Interviews perspective employees.    
Recommends the hiring of an applicant.Communicating with Supervisors, Peers, or Subordinates:    Directs internal 
investigations of alleged criminal violations or serious misconduct of employees in the performance of their duties.    
Assists in handling difficult negotiations, personal relationships, contacts, and problems.    Communicates on new 
departmental policies and procedures.    Explains to staff standard operating procedures to assist with work 
assignments.    Discusses recommended corrective action plan with staff.Organizing, Planning, and Prioritizing Work:    
Compares information available to available manpower in order to evaluate the workload for a particular territory.    
Adjusts field assignments based on activity information, need for coverage, and workloads.    Evaluates investigation and 
audit schedules to ensure manpower and resources are available to complete the assignment.    Establish goals and 
priorities based on departmental guidelines and current workload.    Assess job duties and responsibilities in order to 
identify needs.    Address administrative issues (e.g., scheduling, equipment, communication).    Analyze data and 
available information in order to determine the best use of manpower.    Works with supervisors and managers to 
coordinate work group activities.Judging the Qualities of Things, Services, or People:    Reviews daily activity logs or 
databases submitted by supervisors, managers, and subordinates to determine use of time, coverage’s, and needs.    
Reviews performance plans to identify job expectations.    Conducts employee performance evaluations.    Makes 
recommendations to director in all personnel decisions.    Reviews performance evaluations of all staff to identify 
performance issues within the unit.    Provides feedback to subordinate employees concerning job 
performance.Performing Administrative Activities:    Approves time sheets and expenditure requests.    Reviews weekly 
and monthly activity reports to ensure processes are complete.    Reviews staff reports for accuracy and completeness. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Intellectual Horsepower    Functional/Technical Competency    
Organizing    Ethics and Value    Integrity and Trust    Self-Development    Listening    Written CommunicationsKnowledge:    
Administrative and Management    Mathematics    Customer and Personal Service    Economics and Accounting    Law 
and Government    Public Safety and SecuritySkills:    Critical Thinking    Speaking    Reading Comprehension    Active 
Listening    Writing    Complex Problem Solving Skills    Judgment and Decision Making    Social Perceptiveness    Active 
Learning    Time managementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Written Expression    Written Comprehension    Number Facility 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Calculator    Camera    Handgun    Motor Vehicle    GPS    Handcuffs 
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038648 - REVENUE SPECIAL INVN MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  1545 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: 1) vehicle title & registration 
commissioned law enforcement work 2) professional investigative state or federal tax compliance work.Substitution of 
Experience for Education: Qualifying experience in one or a combination of the following areas may be substituted for 
the required education on a year-for-year basis to a maximum of four years: 1) vehicle title & registration commissioned 
law enforcement work 2) professional investigative state or federal tax compliance work.Substitution of Education for 
Experience: Graduate coursework from an accredited college or university in criminal justice or criminology may be 
substituted for the required experience on a year-for-year basis, to a maximum of two years (e.g., 36 quarter hours is 
equivalent to one year).OREducation and Experience: Graduation from an accredited college or university with an 
associate's degree in criminal justice or criminology and experience equivalent to five years of full-time work in one or a 
combination of the following: 1) vehicle title & registration commissioned law enforcement work 2) professional 
investigative state or federal tax compliance work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Have a good moral character, as determined by investigation;    Complete a criminal history disclosure form in a 
manner approved by the appointing authority;    Agree to release all records involving their criminal history to the 
appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;    Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position;    Possess a valid motor 
vehicle operator's license at the time of appointment in some positions;    Upon appointment, successfully complete a 
prescribed course of instruction at the Department of Safety Training Center or have successfully completed the 
equivalent of the prescribed course. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial and administrative work of considerable difficulty in 
planning, organizing, and managing revenue investigative and inspection work; and performs related work as 
required.Distinguishing Features: This is the second supervisory class in the Revenue Regulatory Officer, Revenue 
Regulatory Agent, and Revenue Special Agent sub-series. An employee in this class manages the investigative activities 
of agents, officers, and employees engaged in enforcing the revenue laws of the State of Tennessee. This class 
supervises and differs from lower-level Revenue Supervisors in that incumbents of the latter supervise an anti-theft and 
regulatory unit or tax investigations unit within a specific area of the state. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Serves as technical advisor to the director in criminal matters.    Prepare 
reports on activities to present to upper-management.    Reviews state and federal law for updates.    Compares existing 
policy and procedures to state and federal mandates to identify disparities between the two.    Discuss issues with 
subordinates and management relating to performance in field.    Drafts preliminary documents addressing new or 
revised operating procedures.    Outlines fiscal needs in order to prepare annual budget.Evaluating Information to 
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Determine Compliance with Standards:    Reviews agent investigative reports for accuracy, completeness, and clarity.    
Identifies areas in which additional data is needed to support criminal investigation.    Ensures all necessary information 
is included in criminal indictments.    Edits staff reports and other documents that are submitted to executive staff.    
Monitors various information sources to determine proper application of law relating to contraband.    Reviews 
operations report in order to monitor work production.    Reviews activities and decisions of subordinate personnel to 
determine if decisions were in accordance to departmental policies and procedures.Coaching and Developing Others:    
Discusses case scenarios and options with supervisors to help them reach decisions that are in accordance to 
departmental policies and procedures.    Demonstrates to supervisors how to write reports, collect and record evidence, 
operate a firearm, search an individual, and protect self and others from injury on the job.Training and Teaching Others:    
Works with supervisors to train Revenue personnel in all work assignments.    Schedules training; assist in creating 
training manuals, create training presentations to aid in training.    Modifies training programs to accommodate changes 
in policies and procedures.    Identifies the training needs of employees.Staffing Organizational Units:    Interviews 
perspective employees.    Recommends the hiring of an applicant.Communicating with Persons Outside Organization:    
Communicate with district attorneys to assist in preparing for legal proceedings.    Hold conferences with taxpayers and 
their representatives.Organizing, Planning, and Prioritizing Work:    Compares information available to available 
manpower in order to evaluate the workload for a particular territory.    Adjusts field assignments based on activity 
information, need for coverage, and workloads.    Evaluates investigation and audit schedules to ensure manpower and 
resources are available to complete the assignment.    Establish goals and priorities based on departmental guidelines 
and current workload.    Assess job duties and responsibilities in order to identify needs.    Address administrative issues 
(e.g., scheduling, equipment, communication).    Analyze data and available information in order to determine the best 
use of manpower.    Works with supervisors to coordinate work group activities.Judging the Qualities of Things, Services, 
or People:    Review seizure reports for alcoholic beverages, tobacco products, and any other contraband items seized to 
ensure officers follow proper protocol.    Reviews daily activity logs or databases submitted by supervisors and 
subordinates to determine use of time, coverage, and need.    Reviews job plans to identify job expectations.    Conducts 
employee performance evaluations.    Makes recommendations to upper level management in all personnel decisions.    
Reviews performance evaluations of all staff to identify performance issues within the unit.    Provides feedback to 
subordinate employees concerning job performance.Communicating with Supervisors, Peers, or Subordinates:    
Communicates on new departmental policies and procedures.    Explains to staff standard operating procedures to assist 
with work assignments.    Discusses recommended corrective action plan with staff.Performing Administrative Activities:    
Approves time sheets and expenditure requests.    Reviews weekly and monthly activity reports to ensure processes are 
complete.    Reviews staff reports for accuracy and completeness. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Intellectual Horsepower    Functional/Technical Competency    
Organizing    Ethics and Value    Integrity and Trust    Self-Development    Listening    Written CommunicationsKnowledge:    
Administrative and Management    Mathematics    Customer and Personal Service    Economics and Accounting    Law 
and Government    Public Safety and SecuritySkills:    Critical Thinking    Speaking    Reading Comprehension    Active 
Listening    Writing    Complex Problem Solving Skills    Judgment and Decision Making    Social Perceptiveness    Active 
Learning    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Oral 
Expression    Written Expression    Written Comprehension    Number Facility 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Calculator    Camera    Handgun    Motor Vehicle    GPS    Handcuffs 
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078650 - REVENUE SPECIAL PROJECTS DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4354 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075861 - REVENUE TAX POLICY ANALYST 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4113 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075862 - REVENUE TAX POLICY DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4114 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075809 - REVENUE TR3 CONSULTANT 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4091 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work with the Department of Revenue. Substitution of Education for Experience: 
Additional graduate coursework in business administration or other acceptable field may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: Qualifying full-
time professional experience may be substituted for the required education on a year-for-year basis, to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general direction, is responsible for planning, initiating and consultation work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An incumbent in this class is employed in the 
Department of Revenue. An employee in this class functions as a project lead for the Tennessee Revenue Registration 
and Reporting System (TR3) utilizing expert knowledge of one of the departments specialized units.  
 
Work Activities: 
Selling or Influencing Others:  Manages division expectations. Acts as primary liaison between project team and 
business.Making Decisions and Solving Problems: Articulates business objectives and requirements within individual 
realm of responsibility. Identifies other subject matter experts to consult as appropriate.Analyzing Data or Information: 
Analyses various approaches to meeting objectives and requirements. Tests business scenarios iteratively and provides 
feedback.                                     Communicating with Supervisors and Peers:  Facilitates escalation of decision requests to 
appropriate divisional managers/directors. Communicates regularly with directors/managers within individual realm of 
responsibility. Interpreting the Meaning of Information for Others:                               Interprets and communicates a clear 
vision of business decisions. Facilitates understanding of new business processes within system.          Resolving Conflicts 
and Negotiating with Others:  Works with appropriate parties to resolve business design conflicts. Exercises active 
listening techniques when faces with complaints or disputes and suggests/develops potential solutions or assists others 
in finding positive outcomes.Getting Information: Participates in the development of system documentation, training, 
and conversion. Reviews and interprets business requirements and supporting project documentation.Organizing, 
Planning and Prioritizing Work: Provides critical feedback to project director. Organizes individual project work into 
manageable groups.Developing and Building Teams: Creates a positive and pleasant work atmosphere where all 
contributors feel important and responsible.Judging the Qualities of Things, Services or People: Manages project 
execution to continually verify project and product quality. Establishes and manages project quality. Facilitates the 
identification and documentation of project success factors with quality measurements.Updating and Using Relevant 
Knowledge: Keeps current with business objectives, goals, and legislation. 
 
Competencies (KSA’s): 
Competencies: Business Acumen Integrity and Trust Organizational Agility Building Effective Teams Motivating 
OthersKnowledge: Advanced knowledge of specific agency processes and procedures. Knowledge of principles and 
nature of interaction between various business areas. Detailed knowledge of business objectives, processes, and 
operations. Knowledge of agency staff and their areas of expertise. Skills: Active Learning   Understanding the 
implications of new information for both current and future problem solving and decision making. Active Listening   
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Giving full attention to what other people are saying, taking time to understand the points made, asking questions as 
appropriate and not interrupting at inappropriate times. Reading Comprehension   Understanding written work as it 
relates to making improvement or taking corrective action. Speaking   Talking to others to convey information 
effectively. Critical Thinking   Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems. Time Management   Managing one's own time and the time of others. 
Coordination   Adjusting actions in relation to others' actions. Social Perceptiveness   Being aware of others' reactions 
and understanding why they react as they do. Quality Control Analysis   Conducting tests and inspections of product to 
evaluate quality or performance. Complex Problem Solving   Identifying complex problems and reviewing related 
information to develop and evaluate options and implement solutions. Establish and maintain cooperative and 
professional relationships to meet project goals and objectives.Abilities: Fluency of Ideas   The ability to come up with a 
number of ideas about a topic. Information Ordering   The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules. Oral Comprehension   The ability to listen to and understand 
information and ideas presented through spoken words. Oral Expression   The ability to communicate information and 
ideas in speaking so other will understand. Category Flexibility   The ability to generate or use different sets or rules for 
combining or grouping things in a different way. Problem Sensitivity   The ability to tell when something is wrong or is 
likely to go wrong.  It does not involve solving the problem, only recognizing there is a problem. Time Sharing   The 
ability to shift back and forth between two or more activities or sources of information. Written Comprehension   The 
ability to read and understand information and ideas presented in writing.Written Expression   The ability to 
communicate information and ideas in writing so others will understand. 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Mobile Devices Copy Machine Fax Machine 
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075752 - RIGHT-OF-WAY APPRAISER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4116 
 
Minimum Qualifications: 
Education and Experience: Possession of an active Certified Residential Real Estate Appraiser License. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    upon appointment, applicants must possess an active 
Certified Residential Real Estate Appraiser License as issued by the Tennessee Real Estate Appraiser Commission and a 
valid motor vehicle operator’s license.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way appraisal and appraisal review work of 
average difficulty, and performs related work as required. Distinguishing Features:  The incumbent in this class performs 
appraisals and appraisal reviews of property acquired by the State. This class differs from Right-of-Way Appraiser 3 in 
that an incumbent in the latter performs appraisals and appraisal reviews of properties of greater value and/or 
complexity.  
 
Work Activities: 
Making Decisions and Solving Problems:    Determines final estimate value through approval of appraisal or review 
report.    Approves or denies the appraisal report.    Resolves appraisal issues identified through review process in order 
to arrive at an acceptable value estimate.Processing Information:     Defines appraisal problem to determine the market 
value of the affected property.    Evaluates appropriate approaches needed for the valuation and/or analysis of the 
subject property.Analyzing Data or Information:    Reviews appraisal analyses, judgments, and conclusions concerning 
land values (includes improvements, damages, and benefits of various tracts).    Reconciles appropriate approaches 
needed for the valuation and/or analysis of the subject property.Evaluating Information to Determine Compliance with 
Standards:    Conducts review appraisals for completeness, accuracy, consistency, and compliance with State and 
Federal laws and specifications.    Compares right of way plan(s) to field inspection and data research to determine 
accuracy and define appraisal problem.Inspecting Equipment, Structures, or Material:    Conducts field inspections of 
properties and market area to determine accuracy/reliability of appraisal report.    Conducts field inspections of 
properties and market area for valuation analysis.Getting Information:    Gathers documents, including public records 
and other pertinent data sources which support right-of-way appraisal decisions and ensure appraisals meet federal, 
state and departmental guidelines.    Researches deeds and comparable property market data to obtain information that 
will be used in the appraisal and/or review process.    Makes regular contacts with the general public, persons in other 
departments or divisions or outside organizations and representatives for the purpose of furnishing or obtaining 
information.    Researches policies, procedures, guidelines, rules, regulations and laws related to the appraisal process.    
Receives and collects right of way plans from appropriate sources to determine affected property. 
Documenting/Recording Information:    Writes final determination of values for each tract/appraisal.    Completes 
appraisals by entering data (amount of land to be acquired) on necessary forms, adding supporting material such as 
photographs.    Writes narrative passages, where appropriate, detailing appraisal procedures.    Scans appropriate 
documentation into database for archival.Communicating with Persons Outside Organization:    Meets with property 
owners to inspect the property and explain right of way process.    Testifies and gives depositions in hearings on behalf 
of the state as an expert witness.    Communicates project information with consultants to ensure project milestones are 
met accurately and on time.    Participates in Right of Way and public meetings.Judging the Qualities of Things, Services, 
or People:    Completes evaluations to determine quality of appraiser performance and work documents.    Reviews 
appraisals submitted by property owners for compliance with the Uniform Standards of Professional Appraisal Practice 
(USPAP) to determine acceptability for the negotiation process.    Compares appraisals submitted by property owners to 
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departmental appraisals to determine acceptability for the negotiation process.Interpreting the Meaning of Information 
for Others:    Interprets a variety of current rules, regulations, policies, procedures and documentation for Attorney 
General, property owners and/or their representatives, and elected officials.Identifying Objects, Actions, and Events:    
Categorizes property types, features, and improvements by research and/or visual inspection to assist in the 
determination or verification of property value.Interacting With Computers:    Uses office productivity software 
including but not limited to work processing programs, spreadsheet programs, presentation software, email programs, 
and search engines.    Uses appropriate data base tracking software specific to state and agency as required.Organizing, 
Planning, and Prioritizing Work:    Organizes and prioritizes personal workload using calendars, lists, and other 
facilitators to ensure timely and accurate completion of work.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.Monitor Processes, Materials, or Surroundings:    
Monitors project schedules to ensure appraisal documents are delivered in a timely manner.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates cost of right of way for project planning purposes by 
compiling market data research to create a cost estimate.Provide Consultation and Advice to Others:    Advises internal 
and external business partners on the appropriate application of departmental, state, and federal laws, rules, regulation, 
guidelines, policies, and procedures relating to real property valuation.Communicating with Supervisors, Peers, or 
Subordinates:    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communication.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions of work 
assignments.    Communicates work related information to peers to facilitate teamwork and coordinate effort.    
Communicates with officials at higher levels on situation requiring cooperation and explanation of the services and 
activities of the agency.    Participates in meetings as required to provide and gather status updates for assigned 
workload.Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external business 
partners to ensure open dialogues exist and to facilite coordination and unified effort.    Maintain professional working 
relationships with peers and with upper management to ensure smooth and effective team operations.Resolving 
Conflicts and Negotiating with Others:    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilite performance.    Reports internal and external conflicts, complaints, and other 
issues to assigned supervisor and appropriate reporting authority as required.Updating and Using Relevant Knowledge:    
Attends training as required to ensure continual learning and current knowledge of the field and maintenance of 
appraiser certification.    Seeks out work related developmental opportunities for self to improve performance and team 
efficiency.    Maintains required valid motor vehicle operator's license.Scheduling Work and Activities:    Schedules 
personal workload to ensure timely processing and account for current workload.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates vehicles to transport self and equipment to and from work related activities.Coaching 
and Developing Others:    Provides mentoring to coworkers and other employees to facilitate development and job 
performance.Performing Administrative Activities:    Scans, uploads, faxes and/or emails backup copies of appraisal 
documentation for filing and/or providing information to appropriate individuals.    Enters personal time and 
leave/overtime requests into the appropriate databases as required.    Responds to email, phone calls, and other 
correspondence as required.Thinking Creatively:    Creates spreadsheets, presentations, forms, form letters, memos and 
other items necessary for communicating with property owners.    Develops process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming sessions to develop 
process streamlining initiatives and improve business practices.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Drafts and plots by sketching on paper simple designs and layouts of property and 
improvements.Performing General Physical Activities:    Walks property when appropriate to perform appraisal 
inspection.    Lifts and carries job related job materials. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                      Problem Solving                       Technical Learning                                 Time 
Management                                 Informing                                  Standing Alone                        Perseverance                            
Written Communication                        Ethics and Values                                    Self-Development                               
Knowledge:    Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required 
equipment and software.                     Basic knowledge of design plans.         Intermediate knowledge of building 
components including materials and construction type.                                Intermediate knowledge of structural design 
elements.                        Intermediate knowledge of economics and accounting including financial statements, operating 
information and other financial documents.                               Intermediate knowledge of federal, state, and local laws 
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and guidelines related to the appraisal process.           Intermediate knowledge of financial mathematics.    Intermediate 
reading comprehension.                    Skills:    Active Learning                       Active Listening                       Critical Thinking                      
Complex Problem Solving                                     Quality Control Analysis    Basic skill of speaking to individuals or small 
groups.                     Basic skill of negotiation.                       Basic skill of social perceptiveness.    Intermediate skill of time 
management and timely decision making.    Intermediate skill in the application of mathematics including algebra, 
geometry and financial formulas.         Intermediate skill of writing and preparing reports, letters, and other necessary 
documents.Abilities:    Deductive Reasoning                              Mathematical Reasoning     Oral Comprehension                               
Oral Expression                        Written Comprehension                         Written Expression                                  Visualization    
Inductive Reasoning                               Time Sharing                            Speech Clarity                          Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Vehicles 
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075753 - RIGHT-OF-WAY APPRAISER 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4117 
 
Minimum Qualifications: 
Education and Experience: Possession of an active Certified General Real Estate Appraiser License and one year of 
certified general real property appraisal work.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    upon appointment, applicants must possess an active 
Certified General Real Estate Appraiser License as issued by the Tennessee Real Estate Appraiser Commission and a valid 
motor vehicle operator’s license.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way review appraisal and appraisal review 
work for considerable difficulty, and performs related work as required. Distinguishing Features:  The incumbent in this 
class performs appraisals and appraisal reviews of property acquired by the State. This class differs from the Right-of-
Way Appraiser 2 in that an incumbent of the latter performs appraisals and appraisal reviews of properties of lesser 
value and/or complexity. This class differs from the Right-of-Way Appraiser 4 in that an incumbent of the latter 
functions in a supervisory capacity.  
 
Work Activities: 
Making Decisions and Solving Problems:    Determines final estimate value through approval of appraisal or review 
report.    Approves or denies the appraisal report.    Resolves appraisal issues identified through review process in order 
to arrive at an acceptable value estimate.Processing Information:     Defines appraisal problem to determine the market 
value of the affected property.    Evaluates appropriate approaches needed for the valuation and/or analysis of the 
subject property.Analyzing Data or Information:    Reviews appraisal analyses, judgments, and conclusions concerning 
land values (includes improvements, damages, and benefits of various tracts).    Reconciles appropriate approaches 
needed for the valuation and/or analysis of the subject property.Evaluating Information to Determine Compliance with 
Standards:    Conducts review appraisals for completeness, accuracy, consistency, and compliance with State and 
Federal laws and specifications.    Compares right of way plan(s) to field inspection and data research to determine 
accuracy and define appraisal problem.Inspecting Equipment, Structures, or Material:    Conducts field inspections of 
properties and market area to determine accuracy/reliability of appraisal report.    Conducts field inspections of 
properties and market area for valuation analysis.Getting Information:    Gathers documents, including public records 
and other pertinent data sources which support right-of-way appraisal decisions and ensure appraisals meet federal, 
state and departmental guidelines.    Researches deeds and comparable property market data to obtain information that 
will be used in the appraisal and/or review process.    Makes regular contacts with the general public, persons in other 
departments, divisions or outside organizations and representatives for the purpose of furnishing or obtaining 
information.    Researches policies, procedures, guidelines, rules, regulations and laws related to the appraisal process.    
Receives and collect right of way plans from appropriate source to determine affected property.   
Documenting/Recording Information:    Writes final determination of values for each tract/appraisal.    Completes 
appraisals by entering data (amount of land to be acquired) on necessary forms, adding supporting material such as 
photographs.    Writes narrative passages, where appropriate, detailing appraisal procedures.    Scans appropriate 
documentation into database for archival.Communicating with Persons Outside Organization:    Meets with property 
owners to inspect the property and explain right of way process.    Testifies and gives depositions in hearings on behalf 
of the state as an expert witness.    Communicates project information with consultants to ensure project milestones are 
met accurately and on time.    Participates in Right of Way and public meetings.Judging the Qualities of Things, Services, 
or People:    Completes evaluations to determine quality of appraiser performance and work documents.    Reviews 
appraisals submitted by property owners for compliance with the Uniform Standards of Professional Appraisal Practice 
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(USPAP) to determine acceptability for the negotiation process.    Compares appraisals submitted by property owners to 
departmental appraisals to determine acceptability for the negotiation process.Interpreting the Meaning of Information 
for Others:    Interprets a variety of current rules, regulations, policies, procedures and documentation for Attorney 
General, property owners and/or their representatives, and elected officials.Identifying Objects, Actions, and Events:    
Categorizes property types, features, and improvements by research and/or visual inspection to assist in the 
determination or verification of property value.Interacting With Computers:    Uses office productivity software 
including but not limited to work processing programs, spreadsheet programs, presentation software, email programs, 
and search engines.    Uses appropriate database tracking software specific to state and agency as required.Organizing, 
Planning, and Prioritizing Work:    Organizes and prioritizes personal workload using calendars, lists, and other 
facilitators to ensure timely and accurate completion of work.    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.Monitor Processes, Materials, or Surroundings:    
Monitors project schedules to ensure appraisal documents are delivered in a timely manner.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates cost of right of way for project planning purposes by 
compiling market data research to create a cost estimate.Provide Consultation and Advice to Others:    Advises internal 
and external business partners on the appropriate application of departmental, state, and federal laws, rules, regulation, 
guidelines, policies, and procedures relating to real property valuation.Communicating with Supervisors, Peers, or 
Subordinates:    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions of work 
assignments.    Communicates work related information to peers to facilitate teamwork and coordinate effort.    
Communicates with officials at higher levels on situations requiring cooperation and explanation of the services and 
activities of the agency.    Participates in meetings as required to provide and gather status updates for assigned 
workload.Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external business 
partners to ensure open dialogues exist and to facilite coordination and unified effort.    Maintains professional working 
relationships with peers and with upper management to ensure smooth and effective team operations.Resolving 
Conflicts and Negotiating with Others:    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilite performance.    Reports internal and external conflicts, complaints, and other 
issues to assigned supervisor and appropriate reporting authority as required.Updating and Using Relevant Knowledge:    
Attends training as required to ensure continual learning and current knowledge of the field and maintenance of 
appraiser certification.    Seeks out work related developmental opportunities for self to improve performance and team 
efficiency.    Maintains required valid motor vehicle operator's license.Scheduling Work and Activities:    Schedules 
personal workload to ensure timely processing and account for current workload.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates vehicle to transport self and equipment to and from work related activities.Coaching 
and Developing Others:    Provides mentoring to coworkers and other employees to facilitate development and job 
performance.Performing Administrative Activities:    Scans, uploads, faxes and/or emails backup copies of appraisal 
documentation for filing and/or providing information to appropriate individuals.    Enters personal time and 
leave/overtime requests into the appropriate databases as required.    Responds to email, phone calls, and other 
correspondence as required.Thinking Creatively:    Creates spreadsheets, presentations, forms, form letters, memos and 
other items necessary for communicating with property owners.    Develops process improvement suggestions to 
streamline workflow and improve process cycle times and accuracy.    Participates in brainstorming sessions to develop 
process streamlining initiatives and improve business practices.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Drafts and plots by sketching on paper simple designs and layouts of property and 
improvements.Performing General Physical Activities:    Walks property when appropriate to perform appraisal 
inspection.    Lifts and carries job related job materials. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                      Problem Solving                       Technical Learning                                 Time 
Management                                 Informing                                  Standing Alone                        Perseverance                            
Written Communication                        Ethics and Values                                    Self-Development                               
Knowledge:              Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required 
equipment and software.                     Basic knowledge of design plans.         Intermediate knowledge of building 
components including materials and construction type.                                Intermediate knowledge of structural design 
elements.    Intermediate reading comprehension.                                                 Intermediate knowledge of federal, state, 
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and local laws and guidelines related to the appraisal process.           Intermediate knowledge of financial mathematics.    
Intermediate knowledge of economics and accounting including financial statements, operating information and other 
financial documents.                                     Skills:    Active Learning                       Active Listening                       Critical 
Thinking                      Complex Problem Solving                                     Quality Control Analysis    Basic skill of speaking to 
individuals or small groups.    Basic skill of negotiation.                       Basic skill of social perceptiveness.    Intermediate 
skill in the application of mathematics including algebra, geometry and financial formulas.    Intermediate skill of writing 
and preparing reports, letters, and other necessary documents                .    Intermediate skill of time management and 
timely decision making.Abilities:    Deductive Reasoning                              Mathematical Reasoning     Oral Comprehension                          
Oral Expression                        Written Comprehension                         Written Expression                                  Visualization    
Inductive Reasoning                               Time Sharing                            Speech Clarity                          Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Vehicles 
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075754 - RIGHT-OF-WAY APPRAISER 4 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4118 
 
Minimum Qualifications: 
Education and Experience: Possession of an active Certified General Real Estate Appraiser License and one year 
professional experience performing review appraisals.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    upon appointment, applicants must possess an active 
Certified General Real Estate Appraiser License as issued by the Tennessee Real Estate Appraiser Commission and a valid 
motor vehicle operator’s license.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way appraisal and appraisal review work of 
considerable difficulty and supervisory work of average difficulty, and performs related work as required.  Distinguishing 
Features:  The incumbent in this class performs appraisal, reviews appraisal work and supervises a staff of right-of-way 
appraisers in a regional office. This class differs from Right-of-Way Appraiser 3 in that an incumbent of the latter does 
not function in a supervisory capacity. This class differs from a Right-of-Way Appraiser 5 in that the incumbent of the 
latter supervises a central office staff of appraisers and assist in planning, coordinating, and managing the 
appraisal/appraisal review program on a statewide basis.  
 
Work Activities: 
Making Decisions and Solving Problems:    Approves or denies the appraisal report.    Resolves complex appraisal issues 
identified through review process in order to arrive at an acceptable value estimate.    Determines the work schedule 
and assignment of projects/appraisals to staff. Processing Information:    Defines appraisal problems to determine the 
market value of the affected property.    Evaluates appropriate approaches needed for the valuation and/or analysis of 
the subject property.    Completes preliminary cost estimates to determine right of way costs for funding purposes.    
Conducts preliminary group inspections (PGI) to determine estimated appraisal fees, appraisal types, and right of way 
related issues.Evaluating Information to Determine Compliance with Standards:    Conducts review appraisals for 
completeness, accuracy, consistency, and compliance with State and Federal laws and specifications.    Compares right 
of way plan(s) to field inspection and data research to determine accuracy and define appraisal problem.Provide 
Consultation and Advice to Others:    Advises internal and external business partners on the appropriate application of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures relating to real property 
valuation.    Assists State Attorney General Office in condemnation procedures.Developing and Building Teams:    Leads 
assigned subordinates by example by performing assigned work activities according to policies and procedures.Getting 
Information:    Gathers documents, including public records and other pertinent data sources which support right-of-
way appraisal decisions and ensure appraisals meet federal, state and departmental guidelines.    Researches deeds and 
comparable property market data to obtain information that will be used in the appraisal and/or review process.    
Researches policies, procedures, guidelines, rules, regulations and laws related to the appraisal process.    Receives and 
collect right of way plans from appropriate source to determine affected property.     Attends management meeting and 
conferences/conference calls to gather information on right of way issues and best practices.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates cost of right of way for project planning purposes by 
compiling market data research to create a cost estimate.    Estimates appraisal fees for appraisal services related to the 
project.    Provides recommendations on project related appraisal assignments for distribution of work and due dates. 
Identifying Objects, Actions, and Events:    Identifies changes to policies to update standard operating procedures and 
ensure that the team's work is in compliance with the most current standards.    Identifies work priorities to ensure the 
most important work is completed first.Thinking Creatively:    Creates spreadsheets, presentations, forms, form letters, 
memos and other items necessary for communicating with property owners, management and staff.    Develops process 
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improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Conducts and 
participates in brainstorming sessions to develop process streamlining initiatives and improve business 
practices.Communicating with Persons Outside Organization:    Meets with property owners to inspect the property and 
explain right of way process.    Testifies and gives depositions in hearings on behalf of the state as an expert witness.    
Communicates project information with consultants to ensure project milestones are met accurately and on time.    
Participates in Right of Way and public meetings.Judging the Qualities of Things, Services, or People:    Completes 
evaluations to determine quality of appraiser performance and work documents.    Reviews appraisals submitted by 
property owners for compliance with the Uniform Standards of Professional Appraisal Practice (USPAP) and to 
determine acceptability for the negotiation process.    Compares appraisals submitted by property owners to 
departmental appraisals to determine acceptability for the negotiation process.    Assesses the quality of the work 
assigned to subordinates to inform, advise, and provide guidance related to performance management and 
development.    Assesses employee disciplinary and performance evaluation documentation to inform 
recommendations to management.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal 
workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work.    Incorporates 
last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.    Delegates 
tasks to assigned subordinates to ensure work is completed efficiently, accurately, and in a timely manner.Staffing 
Organizational Units:    Makes recommendations to supervisor regarding employment, promotion, and/or termination.    
Makes recommendations to supervisor and departmental staff regarding employment and/or termination of consultant 
appraisers.Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, 
policies, procedures and documentation for Attorney General, property owners and/or their representatives, elected 
officials, departmental staff, and consultant appraisers.Guiding, Directing, and Motivating Subordinates:    Recognizes 
subordinate accomplishments to enhance morale and improve employee satisfaction.    Sets goals and performance 
standards relative to deadlines and assigned tasks.Communicating with Supervisors, Peers, or Subordinates:    Maintains 
an open dialogue with internal business partners to ensure effective and efficient communications.    Communicates 
with assigned supervisor to ensure accurate and timely receipt of instructions of work assignments.    Communicates 
work related information to peers to facilitate teamwork and coordinate effort.    Communicates with officials at higher 
levels on situations requiring cooperation and explanation of agency services and activities.    Conducts/participates in 
meetings as required to provide and gather status updates for assigned workload.    Provides regular updates to upper 
management and other internal business partners on the status of projects and other assigned work.Updating and Using 
Relevant Knowledge:    Attends training as required to ensure continual learning and current knowledge of the field and 
maintenance of appraiser certification.    Seeks out work related developmental opportunities for self to improve 
performance and team efficiency.    Maintains required valid motor vehicle operator's license.    Reviews current 
departmental, state, and federal information sources to identify relevant changes in policy, procedures, rules, 
regulations, and best practices to ensure that all assigned subordinates are knowledgeable on the latest 
systems.Documenting/Recording Information:    Writes final determination of values for each tract/appraisal.    Writes 
narrative passages, where appropriate, detailing appraisal procedures.    Scans appropriate documentation into 
database for archival.    Documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations.Interacting With Computers:    Uses office productivity software including but not limited to 
work processing programs, spreadsheet programs, presentation software, email programs, and search engines.    Uses 
appropriate database tracking software specific to state and agency as required.    Operates manager self-service 
database to view and modify subordinate employment data, including but not limited to leave requests, performance 
evaluations, and time entry.Resolving Conflicts and Negotiating with Others:    Maintains a respectful and productive 
work environment within the assigned work unit to minimize disputes and facilitate performance.    Reports internal and 
external conflicts, complaints, and other issues to assigned supervisor and appropriate reporting authority as required.    
Resolves conflicts with assigned subordinates.Training and Teaching Others:    Oversees subordinate training schedules 
to ensure completion of required training.    Conducts training/teaching opportunities to consultant appraisers and 
departmental staff.Scheduling Work and Activities:    Schedules personal workload and the workloads of assigned 
subordinates to ensure timely processing and account for current workload.    Schedules training, orientation, meetings, 
special events, and projects as required.    Determines the work schedule and assignment of projects/appraisals to 
staff.Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort.    Maintains professional working 
relationships with peers and with upper management to ensure smooth and effective team operations.Monitor 
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Processes, Materials, or Surroundings:    Monitors project schedules to ensure appraisal documents are delivered in a 
timely manner.    Monitors time and labor during each pay period to identify time keeping issues and exceptions.    
Reviews the work of assigned subordinates to provide assistance and guidance.Coaching and Developing Others:    
Provides mentoring to coworkers and other employees to facilitate development and job performance.    Provides 
developmental feedback to subordinates and consultant appraisers to increase knowledge and skills needed for the 
job.Monitoring and Controlling Resources:    Reviews and approves consultant appraisal and/or related 
invoices.Performing Administrative Activities:    Scans, uploads, faxes and/or emails backup copies of appraisal 
documentation for filing and/or providing information to appropriate individuals.    Enters personal time and 
leave/overtime requests into the appropriate databases as required.    Responds to email, phone calls, and other 
correspondence as required.    Reviews and approves leave, overtime requests, performance evaluation documentation 
and time entry for assigned subordinates.    Completes the appropriate administrative functions related to appraisal 
delivery.Operating Vehicles, Mechanized Devices, or Equipment:    Operates vehicles to transport self and equipment to 
and from work related activities.Performing General Physical Activities:    Walks property when appropriate to perform 
appraisal inspection.    Lifts and carries job related job materials.Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Drafts and plots by sketching on paper simple designs and layouts of property and 
improvements.Analyzing Data or Information:    Reviews appraisal analysis, judgments, and conclusions concerning land 
values (includes improvements, damages, and benefits of various tracts).    Reconciles appropriate approaches needed 
for the valuation and/or analysis of the subject property.Inspecting Equipment, Structures, or Material:    Conducts field 
inspections of properties and market area to determine accuracy/reliability of appraisal report.    Conducts field 
inspections of properties and market area for valuation analysis.Developing Objectives and Strategies:    Develops 
strategies and objectives for assigned program areas to enhance performance and improve organizational efficiency.    
Develops job plans for assigned subordinates to communicate responsibilities and expected outcomes of performance 
of their role. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving                       Technical Learning                                 Directing Others                       Priority 
Setting                          Command Skills                      Perseverance                            Organizational Agility                             
Written Communication                        Ethics and Values                                    Listening                                     Knowledge:    
Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required equipment and 
software.                     Basic knowledge of geography features.            Intermediate knowledge of building components 
including materials and construction type.                                Intermediate knowledge of structural design elements.                          
Intermediate economics and accounting including financial statements, operating information and other financial 
documents.    Intermediate knowledge of financial mathematics.         Intermediate knowledge of design plans.    
Intermediate knowledge of administration and management and coordination of people and resources.          Advanced 
knowledge of federal, state, and local laws and guidelines related to the appraisal process.                Advanced reading 
comprehension.Skills:    Active Learning                       Active Listening                       Critical Thinking     Complex Problem 
Solving    Quality Control Analysis        Intermediate skill of speaking to individuals or small groups.                        
Intermediate skill in the application of mathematics including algebra, geometry and financial formulas.         
Intermediate skill of negotiation.                         Intermediate skill of social perceptiveness.    Advanced skill of time 
management and timely decision making.    Advanced skill of writing and preparing reports, letters, and other necessary 
documents.                                                                  Abilities:    Deductive Reasoning                              Mathematical 
Reasoning                      Information Ordering                             Oral Comprehension                               Oral Expression                        
Written Comprehension                         Written Expression                                  Visualization                            Speed of 
Closure                     Inductive Reasoning                               Time Sharing                            Time Clarity                             Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Vehicles 
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075755 - RIGHT-OF-WAY APPRAISER 5 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4120 
 
Minimum Qualifications: 
Education and Experience: Possession of an active Certified General Real Estate Appraiser License and two years 
professional experience performing review appraisals.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    upon appointment, applicants must possess an active 
Certified General Real Estate Appraiser License as issued by the Tennessee Real Estate Appraiser Commission and a valid 
motor vehicle operator’s license.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way appraisal and appraisal review work of 
unusual difficulty and supervisory work of considerable difficulty; and performs related work as required.  Distinguishing 
Features:  This is the highest class in the Right-of-Way Appraiser sub-series. An incumbent in this class supervises a 
central office staff of appraisers and assists in planning, coordinating and managing the appraisal/appraisal review 
program on a statewide basis. This class differs from Right - of-Way Appraiser 4 in that an incumbent of the latter 
supervises a staff of appraisers in a regional office.  
 
Work Activities: 
Provide Consultation and Advice to Others:    Advises internal and external business partners on the appropriate 
application of departmental, state, and federal laws, rules, regulation, guidelines, policies, and procedures relating to 
real property valuation.     Assists State Attorney General Office in condemnation procedures.Analyzing Data or 
Information:    Reviews complex appraisal analysis, judgments, and conclusions concerning land values (includes 
improvements, damages, and benefits of various tracts).    Reconciles appropriate approaches needed for the valuation 
and/or analysis of the subject property.Judging the Qualities of Things, Services, or People:    Completes evaluation to 
determine quality of appraiser performance and work documents.    Reviews appraisals submitted by property owners 
for compliance with the Uniform Standards of Professional Appraisal Practice (USPAP) and to determine acceptability for 
the negotiation process.    Compares appraisals submitted by property owners to departmental appraisals to determine 
acceptability for the negotiation process.    Assesses the quality of the work assigned to subordinates to inform, advise, 
and provide guidance related to performance management and development.    Assesses employee performance, 
maintain performance evaluation documentation and pursue appropriate discipline as required, and make 
recommendations to management.    Advises and assists with Federal Highway Administration (FHWA) on regional audit 
reports.Processing Information:    Defines appraisal problems to determine the market value of the affected property.    
Evaluates appropriate approaches needed for the valuation and/or analysis of the subject property.    Completes 
preliminary cost estimates to determine right of way costs for funding purposes.    Conducts preliminary group 
inspections (PGI) to determine estimated appraisal fees, appraisal types, and right of way related issues.    Conducts 
internal regional and local public agency audits for quality control and compliance.Communicating with Persons Outside 
Organization:    Meets with property owners to inspect the property and explain right of way process.    Testifies and 
gives depositions in hearings on behalf of the state as an expert witness.    Communicates project information with 
consultants to ensure project milestones are met accurately and on time.    Participates in Right-of-Way and public 
meetings.    Provides litigation support to the Attorney General Office.Making Decisions and Solving Problems:    
Approves or denies the appraisal report.    Determines final estimate value through approval of appraisal or review 
report.    Resolves complex appraisal issues identified through review process in order to arrive at an acceptable value 
estimate.    Determines the work schedule and assignment of projects/appraisals to headquarters appraisal staff.Staffing 
Organizational Units:    Makes recommendations to supervisor regarding employment, promotion, and/or termination.    
Makes recommendations to supervisor and departmental staff regarding employment and/or termination of consultant 
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appraisers.    Recruits prospective candidates for potential continuous contract panel and right of way appraisal 
staff.Evaluating Information to Determine Compliance with Standards:    Reviews appraisals for completeness, accuracy, 
consistency, and compliance with State and Federal laws and specifications.    Compares right of way plan(s) to field 
inspection and data research to determine accuracy and define appraisal problem.    Evaluates work product, 
performance of the continuous contract appraisers, and staff appraisers for compliance with federal and state 
regulations.Identifying Objects, Actions, and Events:    Categorizes complex property types, features, and improvements 
by research and/or visual inspection to assist in the determination or verification of property value.    Identifies changes 
to policies to update standard operating procedures and ensure that the team's work is in compliance with the most 
current standards.    Identifies work priorities to ensure the most important work is completed first.Inspecting 
Equipment, Structures, or Material:    Conducts field inspections of complex properties and market area to determine 
accuracy/reliability of appraisal report.    Conducts field inspections of complex properties and market area for valuation 
analysis.Developing Objectives and Strategies:    Develops strategies and objectives for assigned program areas to 
enhance performance and improve organizational efficiency.    Develops job plans for assigned subordinates to 
communicate responsibilities and expected outcomes of performance of their role.Monitoring and Controlling 
Resources:    Reviews and approves complex appraisals.    Reviews and approves consultant appraisal and/or related 
invoices. Interpreting the Meaning of Information for Others:    Interprets a variety of current rules, regulations, policies, 
procedures and documentation for Attorney General, property owners and/or their representatives, elected officials, 
departmental staff, and consultant appraisers.Getting Information:    Gathers documents, including public records and 
other pertinent data sources which support right-of-way appraisal decisions and ensure appraisals meet federal, state 
and departmental guidelines.    Researches deeds and comparable property market data to obtain information that will 
be used in the appraisal and/or review process.    Makes regular contacts with the general public, persons in other 
departments or divisions, or outside organizations and representatives for the purpose of furnishing or obtaining 
information.    Researches policies, procedures, guidelines, rules, regulations and laws related to the appraisal process.    
Receives and collect right of way plans from appropriate source to determine affected property.    Attends management 
meeting and conferences/conference calls to gather information on right of way issues and best practices.    Gathers 
continuous contract appraiser evaluations from Regional Appraiser 4 for annual evaluation purposes.    Gathers 
continuous contract and pre-qualified applications and letters of interest.Communicating with Supervisors, Peers, or 
Subordinates:    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.    Communicates with assigned supervisor to ensure accurate and timely receipt of instructions of work 
assignments.    Communicates work related information to peers to facilitate teamwork and coordinate effort.    
Communicates with officials at higher levels on situations requiring cooperation and explanation of the services and 
activities of the agency.     Conducts/participates in meetings as required to provide and gather status updates for 
assigned workload.    Provides regular updates to upper management and other internal business partners on the status 
of projects and other assigned work.Documenting/Recording Information:    Writes final determination of values for 
each tract/appraisal.     Completes complex appraisals and reviews by entering data (amount of land to be acquired) on 
necessary forms, adding supporting material such as photographs.    Writes narrative passages, where appropriate, 
detailing appraisal procedures.    Scans appropriate documentation into database for archival.    Documents the 
performance of assigned subordinates to ensure accurate and unbiased performance evaluations.Training and Teaching 
Others:    Oversees subordinates training schedules to ensure completion of required training.    Conducts 
training/teaching opportunities to consultant appraisers and departmental staff.    Develops, coordinates and presents 
appraisal segment for local government guideline training.    Researches and coordinates training/educational 
opportunities for staff and consultants.Updating and Using Relevant Knowledge:    Attends training as required to ensure 
continual learning and current knowledge of the field and maintenance of appraiser certification.    Seeks out work 
related developmental opportunities to improve performance and team efficiency.    Maintains required valid motor 
vehicle operator's license.    Reviews current departmental, state, and federal information sources to identify relevant 
changes in policy, procedures, rules, regulations, and best practices to ensure assigned subordinates are knowledgeable 
on the latest systems. Scheduling Work and Activities:    Schedules personal workload and the workloads of assigned 
subordinates to ensure timely processing and account for current workload.    Schedules training, orientation, meetings, 
special events, and projects as required.    Determines the work schedule and assignment of projects/appraisals to 
headquarters staff.    Schedules regional and local public agency project audit reviews.Performing General Physical 
Activities:    Walks property when appropriate to perform appraisal inspection.    Lifts and carries job related 
materials.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes personal workload using calendars, 
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lists, and other facilitators to ensure timely and accurate completion of work.    Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.    Delegates tasks to 
assigned subordinates to ensure work is completed efficiently, accurately, and in a timely manner.Interacting With 
Computers:    Uses office productivity software including but not limited to work processing programs, spreadsheet 
programs, presentation software, email programs, and search engines.    Uses appropriate data base tracking software 
specific to state and agency as required.    Operates manager self-service database to view and modify subordinate 
employment data, including but not limited to leave requests, performance evaluations, and time entry.Resolving 
Conflicts and Negotiating with Others:    Maintains a respectful and productive work environment within the assigned 
work unit to minimize disputes and facilite performance.    Reports internal and external conflicts, complaints, and other 
issues to assigned supervisor and appropriate reporting authority as required.    Resolves conflicts with assigned 
subordinates. Thinking Creatively:    Creates spreadsheets, presentations, forms, form letters, memos and other items 
necessary for communicating with property owners, management and staff.    Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy.    Conducts and participates in 
brainstorming sessions to develop process streamlining initiatives and improve business practices.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:    Estimates cost of right of way for project planning 
purposes by compiling market data research to create a cost estimate.    Estimates appraisal fees for appraisal services 
related to the project.    Provides recommendations on project related appraisal assignments for distribution of work 
and due dates.Coaching and Developing Others:    Provides mentoring to coworkers and other employees to facilitate 
development and job performance.    Provides developmental feedback to subordinates and consultant appraisers to 
increase knowledge and skills needed for the job.Establishing and Maintaining Interpersonal Relationships:    Networks 
with internal and external business partners to ensure open dialogues exist and to facilite coordination and unified 
effort.    Maintains professional working relationships with peers and with upper management to ensure smooth and 
effective team operations.Developing and Building Teams:    Leads assigned subordinates by example by performing 
assigned work activities according to policies and procedures.Performing Administrative Activities:    Scans, uploads, 
faxes and/or emails backup copies of appraisal documentation for filing and/or providing information to appropriate 
individuals.    Enters personal time and leave/overtime requests into the appropriate databases as required.    Responds 
to email, phone calls, and other correspondence as required.    Reviews and approves leave, overtime requests, 
performance evaluation documentation and time entry for assigned subordinates.    Completes the appropriate 
administrative functions related to appraisal delivery.    Maintains current list of continuous contract panel and pre-
qualified roster.Monitor Processes, Materials, or Surroundings:    Monitors project schedules to ensure appraisal 
documents are delivered in a timely manner.    Monitors time and labor during each pay period to identify time keeping 
issues and exceptions.    Reviews the work of assigned subordinates to provide assistance and guidance.Guiding, 
Directing, and Motivating Subordinates:    Recognizes subordinate accomplishments to enhance morale and improve 
employee satisfaction.    Sets goals and performance standards relative to deadlines and assigned tasks.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates vehicles to transport self and equipment to and from work 
related activities.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Drafts and plots by 
sketching on paper simple designs and layouts of property and improvements. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving                       Technical Learning                                 Directing Others                       Priority 
Setting                          Command Skills                      Perseverance                            Organizational Agility                             
Written Communication                        Ethics and Values                                    Listening                                   Knowledge:    
Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required equipment and 
software.                     Basic knowledge of geography features.    Intermediate knowledge of building components 
including materials and construction type.                                Intermediate knowledge of structural design elements.                              
Intermediate economics and accounting including financial statements, operating information and other financial 
documents.                    Intermediate knowledge of financial mathematics.                                         Intermediate 
knowledge of design plans.    Intermediate skill in the application of mathematics including algebra, geometry and 
financial formulas.      .    Intermediate knowledge of practices used in teaching and instruction of individuals and groups.                    
Advanced knowledge of federal, state, and local laws and guidelines related to the appraisal process.                Advanced 
reading comprehension.                   Advanced knowledge of administration and management and coordination of people 
and resources.                     Skills:    Active Learning                       Active Listening                       Critical Thinking     Complex 
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Problem Solving    Quality Control Analysis        Intermediate skill of negotiation                          Intermediate skill of social 
perceptiveness.    Advanced skill of time management and timely decision making    Advanced skill of speaking to 
individuals or small groups                              Advanced skill of writing and preparing reports, letters, and other necessary 
documents    Abilities:    Deductive Reasoning                              Mathematical Reasoning     Information Ordering    Oral 
Comprehension                               Oral Expression                        Written Comprehension                         Written Expression                             
Visualization    Speed of Closure    Inductive Reasoning                               Time Sharing                            Speech Clarity                          
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Vehicles 
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073665 - RISK NEEDS ASSESSMENT MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  9208 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and five years 
of full-time increasingly responsible professional correctional experience including at least one year of correctional 
supervisory work. Substitution of Education for Experience: Additional graduate coursework in a field related to 
correctional work may be substituted for the required experience, on a year-for-year basis, to a maximum of two years, 
there being no substitution for the required year of correctional supervisory experience. Substitution of Experience for 
Education: Qualifying full-time professional experience in correctional work may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
 Necessary Special Qualifications:  A valid vehicle operator’s license must be required for employment in some positions. 
Examination Method: Experience and Education, 100%, for Preferred Service positions. 
 
Job Overview: 
SUMMARY Under general supervision, is responsible for Risk Needs Assessment correctional program managerial work 
of considerable difficulty; and performs related work as required.   DISTINGUISHING FEATURES An employee in this 
classification is responsible for Risk Needs Assessment program oversight in the Rehabilitative Services Division of the 
Tennessee Department of Correction. This classification develops and evaluates practices, provides supervision, acts as 
the subject matter expert, collects and reports data, and facilitates communication related to the Risk Needs 
Assessment division.  
 
Work Activities: 
 Provides supervision, guidance, training, and performance evaluation reviews for Risk Needs Assessment staff as 
required by code, policy, and procedures.  Acts as the Risk Needs Assessment subject matter expert to promote and 
educate various stakeholders on the development and implementation of Risk Needs Assessment programming and 
best processes. Act as the primary point of contact between Risk Needs Assessment staff and higher management to 
facilitate communication and resolution of issues. Develop, evaluate, and implement Risk Needs Assessment best 
practices and processes to ensure that the Risk Needs Assessments are being conducted with fidelity and integrity and 
are in compliance with established standards. Develop and implement Risk Needs Assessment tools such as the Assessor 
Development Model, Training Model, and Risk Needs Assessment QA process. Create regular reports to management on 
the status and metrics of the Risk Needs Assessment division. Perform Research and data collection to assist in the 
creation of policy and programming to facilitate accurate and consistent work is performed. Develop and evaluate 
policies pertaining to Risk Needs Assessment to ensure accurate and consistent practices. Coordinate the logistics of Risk 
Needs Assessment trainings to ensure needs are met. Audit the Risk Needs Assessment QA staff to ensure accurate 
scoring. 
 
Competencies (KSA’s): 
Competencies:  Building Effective Teams                             Comfort Around Higher Management                       Composure                    
Conflict Management                   Developing Direct Reports and Others                      Directing Others                             
Ethics and Values                           Integrity and Trust                         Managing Vision and Purpose                     Timely 
Decision Making                              Knowledge:  Administration and Management                               Clerical                             
Customer and Personal Service                   English Language                           Law and Government                    Public Safety 
and Security                            Skills:  Active Learning                              Active Listening                             Complex Problem 
Solving                           Instructing                        Judgment and Decision Making                  Monitoring                       
Negotiation                      Quality Control Analysis                              Speaking                          Time Management                       
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Abilities:  Deductive Reasoning                     Inductive Reasoning                      Memorization                                  Oral 
Comprehension                      Oral Expression                              Problem Sensitivity                        Time Sharing                   
Written Comprehension                                Written Expression                         
 
Tools and Equipment Used: 
 Computer                         Telephone                        Fax Machine                   Scanner                            Copy Machine                                
Printer                               Projector                           Cell Phone                       Motor Vehicles                                
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002515 - ROOM CLERK 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2572 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
or public contact work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs general public relations and clerical work of routine difficulty; and 
performs related duties as required.Distinguishing Features: An employee of this class is responsible for greeting guests, 
assisting guests in obtaining accommodations, acting as an information agent, and performing routine clerical duties. 
 
Work Activities: 
1. Registers guests by obtaining names, addresses, phone numbers, make and model of automobiles, license plate 
numbers, and other related guest information.2. Takes reservations by telephone or in person, making sure 
accommodations are available on requested date, and keeps records of rooms available.3. Provides park information to 
guests such as schedules for park programs, facilities available and costs, park recreational activities, historic or cultural 
significance of the park, and other related information.4. Tallies receipts and guest charges, makes change, and operates 
a cash register.5. Operates a switchboard and two-way radio.6. May provide first aid treatment as necessary. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002515 - ROOM CLERK 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2573 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time clerical 
or public contact work may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary:  Under immediate supervision, performs general public relations and clerical work of routine difficulty; and 
performs related duties as required.Distinguishing Features: An employee of this class is responsible for greeting guests, 
assisting guests in obtaining accommodations, acting as an information agent, and performing routine clerical duties. 
 
Work Activities: 
1. Registers guests by obtaining names, addresses, phone numbers, make and model of automobiles, license plate 
numbers, and other related guest information.2. Takes reservations by telephone or in person, making sure 
accommodations are available on requested date, and keeps records of rooms available.3. Provides park information to 
guests such as schedules for park programs, facilities available and costs, park recreational activities, historic or cultural 
significance of the park, and other related information.4. Tallies receipts and guest charges, makes change, and operates 
a cash register.5. Operates a switchboard and two-way radio.6. May provide first aid treatment as necessary. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073835 - RURAL TOURISM CONSULTANT 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3667 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075257 - SAFETY & SOUNDNESS CHIEF ADMR 
 
Agency:  Financial Institutions (33600) 
Edison Template Job Opening ID:  3615 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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093883 - SAFETY CDL DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4661 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036951 - SAFETY COMMUNICATIONS DIR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1601 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073744 - SAFETY CONTRACT SVCS CRD 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3832 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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002611 - SAFETY EXAMINER 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2603 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full-time clerical or customer service work. Substitution of Experience for Education: Qualifying 
experience in clerical and/or customer service work may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:    complete a background clearance application which 
includes releasing all records involving any criminal history;    submit a fingerprint sample in a manner prescribed by the 
TBI;    agree to a fingerprint-based, name-based criminal history records check;    never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses);    not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses);    not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses). 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, performs safety examination duties of routine difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the routine processing and coding 
of driver history information. This class differs from that of Safety Examiner 2 in that an incumbent of the latter is 
responsible for performing more complex duties related to driver's license issuance, financial responsibility or driver's 
license revocation. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Advises licensees or other individuals or groups concerning 
licensing, permits, or laws, rules, and regulations.    Analyzes data to determine answers to questions from customers or 
members of the public.    Assists customers by providing oral and written information to resolve their complaints.    
Confers with customers by telephone, via correspondence and in person to obtain details about their requests and 
provide information about products or services, policies and procedures, or regulations.Processing Information:    
Approves or disallows application or license.    Interprets, processes, and codes driver history information.    Verifies and 
codes convictions for dissemination to state and federal agencies.    Checks to ensure that appropriate changes were 
made to resolve customers' problems.    Codes information on compliance documents, license applications and tickets 
prior to entry into computers.    Completes form letters in response to requests or problems identified by 
correspondence.    Evaluates applications, records, or documents to gather information about eligibility or liability 
issues.    Issues licenses to individuals meeting standards and collects appropriate fees.    Confers with or interview 
officials, technical or professional specialists, or applicants to obtain information or to clarify facts relevant to licensing 
decisions.    Coordinates or maintains office tracking systems for correspondence or follow-up actions.    Examines 
documents for completeness, accuracy, or conformance to standards.    Retrieves photographs to verify the applicants’ 
identity to produce completed license.    Compiles data from records to prepare periodic reports.Documenting and 
Recording Information:    Accesses multiple databases to retrieve information and documents needed to correct, verify 
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or update driver records.    Creates driver history records for out of state drivers.    Creates driver history records for 
unlicensed drivers.    Enters timesheet information.    Maintains records, reports, or files.Interacting With Computers:    
Enters data into various databases using keyboard.    Locates, analyzes, and corrects data entry errors, or reports them 
to supervisors.    Compares data with source documents, or re-enters data in verification format to detect errors.    
Reports technical problems to help desk.Interpreting the Meaning of Information for Others:    Sends letters to vehicle 
operators and others involved in accident requesting information on damages and insurance coverage and checks this 
information with crash reports.    Composes letters in reply to correspondence concerning such items as restricted driver 
license renewals, insurance company inquiries, and general information.    Completes form letters in response to 
requests or problems identified by correspondence.Updating and Using Relevant Knowledge:    Reads and understands 
changes to laws, rules, regulations, policies and procedures and applies changes to performance of job tasks.    Applies 
training received as implemented to daily activities.    Updates procedure and compliance manual with changes as 
applicable. Getting Information:    Receives court, insurance, crash claims, and other documents via paper or electronics 
means for distribution and processing.    Receives, compiles, sorts and verifies the accuracy of data before it is entered 
into databases.    Accepts, sorts, and checks containers of mail or parcels from large volume mailers, couriers, and 
contractors for distribution. Communicating with Supervisors, Peers, or Subordinates:    Contacts supervisor for advice 
on coding procedures and other processes.    Contacts supervisor for guidance and assistance regarding outside vendors 
and internal personnel.    Answers telephones, direct calls, and take messages. Performing Administrative Activities:    
Logs money orders, cashier checks, and cash accurately.    Checks completed work for spelling, grammar, punctuation, 
and format.    Fills out business or government forms.    Addresses envelopes or prepares envelope labels, using 
typewriter or computer.    Fixes minor problems, such as equipment jams, and notifies repair personnel of major 
equipment problems.    Loads tapes, disks or paper into computers or peripherals.    Maintains logs of activities and 
completed work.    Affixes postage to packages or letters by hand, or stamp materials.    Maintains inventory of office 
forms.    Collates pages of reports and other documents prepared.Controlling Machines and Processes:     Uses 
telephones for communicating and providing information to customers.    Uses copy machines for duplicating and 
dispersing information.    Uses fax machines for transmitting and receiving information.    Uses scanners for transmitting 
information to various customers. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus        Ethics and Values    Written Communications    Problem Solving    Time 
Management    Approachability    Patience    Decision Quality    Informing    ComposureKnowledge:    Clerical Knowledge    
Customer and Personal Service Knowledge Skills:    Active Learning    Active Listening    Critical Thinking    Reading 
Comprehension    Speaking    WritingAbilities:    Deductive Reasoning    Memorization    Number Facility    Oral 
Comprehension    Oral Expression    Written Comprehension    Written Expression    Wrist Finger Speed    Extent 
Flexibility    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Fax Machine    Calculator    Telephone    Computer    Printer    Scanner    Copier 
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002612 - SAFETY EXAMINER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2604 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical or customer service work. Substitution of Education for Experience: Qualifying experience 
in clerical and/or customer service work may substitute for the required education to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for 
one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Complete a background clearance application which 
includes releasing all records involving any criminal history; Submit a fingerprint sample in a manner prescribed by the 
TBI; Agree to a fingerprint-based, name-based criminal history records check; Never have been convicted or found not 
guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed in 
section 1572.103(a) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses); Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Not be under want or warrant for a felony listed in section 
1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying 
offenses).Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for safety examination duties of average difficulty; and performs 
related work as required. Distinguishing Features: An employee in this class is responsible for accomplishing duties 
which implement the proper execution of Financial Responsibility and driver license laws. This class differs from that of 
Safety Examiner 1 in that an incumbent of the latter performs work of more routine nature. This class differs from that 
of Safety Examiner Supervisor 1 in that an incumbent of the latter is responsible for routine supervisory work. 
 
Work Activities: 
Communicating with Persons Outside Organization:    Advises applicants, individuals or groups concerning licensing, 
permits, certifications, requirements, laws, rules, and regulations.    Analyzes data to determine answers to questions 
from customers or members of the public.    Assists customers by providing oral and written information to resolve their 
complaints.    Confers with customers by telephone, via paper correspondence or electronic means and in person to 
obtain details about their requests and provide information about products or services, policies and procedures, or 
regulations.Updating and Using Relevant Knowledge:    Reads and understands changes to laws, rules, regulations, 
policies and procedures and applies changes to performance of job tasks.    Applies training received to daily activities.    
Updates procedure and compliance manual with changes.Getting Information:    Receives court, insurance, handgun 
permit applications, handgun instructor and handgun school applications, and other documents via paper or electronic 
means for distribution and processing.    Receives, compiles, sorts, reviews, and verifies the accuracy of data before it is 
entered into databases.    Accepts, lifts, sorts, and checks containers of mail or parcels from large volume mailers, 
couriers, vendors, and contractors for distribution. Processing Information:    Researches and evaluates applications, 
records, or documents to gather information about eligibility or liability issues.    Approves or disallows application, 
license, handgun permit, handgun instructor certifications, and handgun school certifications.    Checks to ensure that 
appropriate changes were made to resolve customers' problems.    Examines documents for completeness, accuracy, or 
conformance to standards.    Interprets, processes, codes, and adds information to various databases.    Issues licenses, 
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handgun permits, handgun instructor and handgun school certifications to individuals meeting standards and collects 
appropriate fees.    Codes information on compliance documents, applications and tickets prior to entry into databases.    
Completes and reviews form letters and draft correspondence in response to requests or problems identified.    Confers 
with or interviews officials, technical or professional specialists, or applicants to obtain information or to clarify facts 
relevant to licensing and handgun decisions.    Verifies, codes, and enters convictions for dissemination to state and 
federal agencies.    Compiles data from records to prepare periodic reports.    Coordinates or maintains office tracking 
systems for correspondence or follow-up actions.    Retrieves photographs to verify the applicants’ identity to produce 
completed license, handgun permits, and handgun school certifications. Communicating with Supervisors, Peers, or 
Subordinates:    Researches and analyzes data to determine answers to questions from internal customers to resolve 
inquiry.    Contacts supervisor for advice on coding procedures and other processes.    Provides training and assistance to 
co-workers.    Answers telephones, responds to e-mails, directs calls, and takes messages.    Contacts supervisor for 
guidance and assistance regarding outside vendors and internal personnel.Documenting and Recording Information:    
Accesses multiple databases to retrieve information and documents needed to correct, verify or update driver or 
handgun records.    Enters timesheet information.    Maintains records, reports, or files.    Creates driver history records 
for out of state residents.    Creates driver history records for unlicensed drivers.Interacting With Computers:    Locates, 
analyzes, and corrects data entry errors, or reports them to supervisors.    Compares data with source documents, or re-
enters data in verification format to detect errors.    Enters data into various databases using keyboard.    Reports 
technical problems to help desk. Performing Administrative Activities:    Logs and receipts money orders, cashier checks, 
and cash accurately.    Writes policies and procedures and distributes.    Maintains inventory of office forms and office 
supplies.    Maintains logs of activities and completed work.    Addresses envelopes or prepares envelope labels, using 
typewriter or computer.    Affixes postage to packages or letters by hand, or stamps materials.    Checks completed work 
for spelling, grammar, punctuation, and format.    Collates pages of reports and other documents prepared.    Fills out 
business or government forms.    Fixes minor problems, such as equipment jams, and notifies repair personnel of major 
equipment problems.    Loads tapes, disks or paper into computers or peripherals.Controlling Machines and Processes:    
Uses telephones for communicating and providing information to customers.    Uses camera and card production 
equipment.    Uses copy machines for duplicating and dispersing information.    Uses fax machines for transmitting and 
receiving information.    Uses scanners for transmitting information to various customers. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus                  Approachability    Learning on the Fly    Action Oriented    Dealing with 
Ambiguity    Ethics and Values    Composure    Time Management    Patience    PerseveranceKnowledge:    Clerical 
Knowledge    Customer and Personal Service KnowledgeSkills:    Active Learning Skills    Active Listening Skills    Critical 
Thinking Skills    Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving SkillsAbilities:    
Deductive Reasoning Ability    Memorization Ability    Number Facility Ability    Oral Comprehension Ability    Oral 
Expression Ability    Selective Attention Ability    Written Comprehension Ability    Written Expression Ability    Wrist 
Finger Speed Ability    Speech Clarity Ability 
 
Tools and Equipment Used: 
    Fax Machine    Calculator    Telephone    Computer    Printer    Scanner    Copier 
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002613 - SAFETY EXAMINER SUPERVISOR 1 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2605 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time clerical or customer service work. Substitution of Experience for Education: Qualifying 
experience in clerical and/or customer service work may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must:     Complete a background clearance application which 
includes releasing all records involving any criminal history;    Submit a fingerprint sample in a manner prescribed by the 
TBI;    Agree to a fingerprint-based, name-based criminal history records check;    Never have been convicted or found 
not guilty by reason of insanity in a civilian or military jurisdiction of any Permanent disqualifying criminal offense listed 
in section 1572.103(a) of the Code of Federal Regulations (CFR)  -  Title 49 (disqualifying offenses);    Never have been 
convicted or found not guilty by reason of insanity in a civilian or military jurisdiction within the 7 years preceding the 
date of application of any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code of Federal 
Regulations (CFR)  -  Title 49 (disqualifying offenses);    Not have been released from incarceration within the 5 years 
preceding the date of application for any Interim disqualifying criminal offense listed in section 1572.103(b) of the Code 
of Federal Regulation (CFR)  -  Title 49 (disqualifying offenses);    Not be under want or warrant for a felony listed in 
section 1572.103(a) or section 1572.103(b) of the Code of Federal Regulations (CFR)  -  Title 49 (disqualifying offenses). 
Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for safety examination duties of considerable difficulty and 
supervisory work of routine difficulty; performs related work as required. Distinguishing Features:  This is the first full 
supervisory class in the Safety Examiner sub-series. An employee in this class is responsible for supervising subordinates 
involved in processing and coding driver history information. This class differs from that of Safety Examiner Supervisor 2 
in that an incumbent of the latter has greater supervisory responsibilities and supervises incumbents of this class. 
 
Work Activities: 
Processing Information:    Verifies approval or denial of application or license/permit.    Checks to ensure that 
appropriate information is provided to customers to resolve inquiries.    Manages the issuance of licenses/permits to 
individuals meeting standards and collects appropriate fees.    Oversees the interpretation, processing, and coding of 
driver history information.    Manages the verification and coding of convictions for dissemination to state and federal 
agencies.    Evaluates coded information on compliance documents, license/permits applications and tickets prior to 
entry into computers.    Verifies that applications, records, or documents have been evaluated accurately regarding 
eligibility or liability issues.    Serves as a liaison by consulting with officials, technical or professional specialists, or 
applicants to obtain information or to clarify facts relevant to licensing/permit decisions.    Oversees the retrieval of 
photographs to verify the applicant’s identity and/or to produce an accurate license/permit.    Reviews documents for 
completeness, accuracy, or conformance to standards.    Coordinates or maintains office tracking systems for 
correspondence or follow-up actions.    Compiles data from records to prepare periodic reports.    Approves completed 
form letters in response to requests or problems identified by correspondence.Performing Administrative Activities:    
Develops corrective action plans for unsatisfactory performance and makes recommendations for disciplinary actions to 
improve performance and service delivery.    Evaluates information on applications received to verify completeness and 
accuracy to determine whether applicants are qualified to obtain desired licenses/permits.    Develops job plans, 
conducts interim reviews, and annual performance evaluations with employees.    Maintains documentation regarding 
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subordinate job performance for the evaluation process noting exceptional or marginal performance.    Researches, 
compiles, prepares and submits reports, manuals, correspondence, or other information required by management or 
governmental agencies.    Approves daily batches in financial database, creates and submits deposit slips to financial 
institutions.    Maintains records pertaining to inventory, personnel, orders, supplies, or machine maintenance.    Detects 
discrepancies on records or reports and determines cause and appropriate action necessary.    Operates a motor vehicle 
in the performance of assigned duties; may travel to courts, conferences, or other districts.    Conducts interviews with 
applicants to make recommendations for employment or promotion.    Approves staff leave, travel, and timesheets 
through the designated system to guarantee employees are compensated for time worked.    Conducts and/or attends 
staff meetings.    Performs routine data entry or other office support activities, including creating, sorting, photocopying, 
distributing, or filing documents.    Monitors inventory levels and requisitions or purchases supplies as needed.    
Recommends purchase or repair of furnishings or equipment; arranges for necessary maintenance or repair work of 
office equipment and building facility.Communicating with Supervisors, Peers or Subordinates:    Responds to 
telephonic, verbal, written and electronic communication.    Informs, schedules, and monitors employees' daily 
workload to ensure tasks are being processed in a timely manner.    Makes recommendations to management 
concerning such issues as staffing decisions or procedural changes.    Demonstrates adaptability and flexibility when 
working with internal and external customers.    Demonstrates a sense of cooperativeness by remaining open and 
positive when receiving direction or constructive feedback.    Consults with managers or other personnel to resolve 
problems in areas such as equipment performance, output quality or work schedules.    Contacts supervisor for advice 
on procedures and other processes.    Contacts supervisor for guidance and assistance regarding outside vendors and 
internal personnel.Controlling Machines and Processes:     Utilizes and monitors the use of camera equipment for 
issuance of licenses/permits.    Utilizes and monitors the use of telephones for communicating and providing 
information to customers.    Utilizes and monitors microfilming and microfiche equipment for capture, storage, and 
retrieval of information.    Utilizes and monitors the use of scanners for transmitting information to various customers.    
Utilizes and monitors the use of fax machines for transmitting and receiving information.    Utilizes and monitors the use 
of copy machines for duplicating and dispersing information.Updating and Using Relevant Knowledge:    Reads and 
understands changes to laws, rules, regulations, policies and procedures and applies changes to performance of job 
tasks.    Facilitates periodic staff meetings and training sessions to provide new or updated information to employees.    
Updates procedure and compliance manuals with changes as applicable.    Applies and implements completed training 
to daily activities.    Attends training classes and/or maintains certifications as required.Interpreting the Meaning of 
Information for Others:     Provides assistance to resolve unique or sensitive customer inquiries.    Interprets a variety of 
rules, regulations, policies, procedures, and documentation for internal and external customers.    Analyzes forms and 
letters in response to requests or problems identified by correspondence.    Provides procedures for sending and 
receiving various forms of correspondence to license holders and other customers.Communicating with Persons Outside 
Organization:    Analyzes data to determine answers to questions from customers: such as the public, government, and 
other entities.    Assists customers by providing oral and written information to resolve their complaints.    Advises 
licensees or other individuals or groups concerning licensing, permits, or laws, rules, and regulations.    Confers with 
customers by telephone, via correspondence and in person to obtain details about their requests and provides 
information about products or services, policies and procedures, or regulations.  Interacting With Computers:    Locates, 
analyzes, and compares data with source documents and corrects errors.    Enters information in various databases 
using keyboard.    Reports technical problems to help desk or administration.    Navigates and utilizes various software 
programs.Documenting/Recording Information:    Evaluates multiple databases to retrieve information and documents 
needed to correct, verify or update driver records.    Monitors the creation of driver history records for unlicensed 
drivers.    Monitors the creation of driver history records for out of state drivers.    Maintains records, reports, or files 
and/or distributes as necessary.Getting Information:    Verifies the accuracy of information before and after it is entered 
into the databases.    Receives court documents, insurance documents, crash claims, criminal background information, 
reports, and other documents via paper or electronics means for distribution and processing.    Receives administrative 
updates for distribution to employees.    Monitors the receipt, compilation, and sorting of daily work.Training and 
Teaching Others:    Provides on-going formal and informal training to employees, contracted staff, and customers to 
educate and inform them of program policies and procedures.    Reviews, revises, and delivers existing training materials 
to staff and customers in order to ascertain accuracy of information.    Provides orientation to new employees and 
contracted staff through review of policies, procedures and job functions to establish clear expectations.    Provides on-
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going technical assistance to staff for computer operations (e.g., instructions for accessing specific databases) in order to 
complete tasks in a timely manner. 
 
Competencies (KSA’s): 
Competencies:     Informing    Conflict Management    Customer Focus    Integrity and Trust    Planning    Written 
Communications    Composure    Managing Diversity    Decision Quality    Directing Others    Listening    
PatienceKnowledge:    Customer and Personal Service    Clerical    MathematicsSkills:    Instructing    Speaking    Writing    
Reading Comprehension    Management of Personnel Resources    Basic Computer Skills, Including Typing    Active 
Listening    Active Learning    Troubleshooting    Time Management    Critical Thinking    Negotiation    Management of 
Material Resources    Monitoring    Social Perceptiveness    MathematicsAbilities:    Written Expression    Oral 
Comprehension    Oral Expression    Written Comprehension    Wrist Finger Speed    Speech Clarity    Deductive 
Reasoning    Problem Sensitivity    Memorization    Extent Flexibility    Number Facility    Static Strength 
 
Tools and Equipment Used: 
    Computer    Camera Equipment    Motor Vehicle    Telephone    Microfilm Equipment    Microfiche Equipment    
Scanner    Fax Machine    Printer    Copier 
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093885 - SAFETY HANDGUN ASST DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4568 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to substantial (five or more years) of full-time law enforcement, driver control, safety administrative, or 
customer service related work including at least four (4) years of managerial or supervision responsibility.Substitution of 
Experience for Education:  Qualifying full-time law enforcement, driver control or safety administrative experience may 
be substituted for the required education on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications:1.Be willing to qualify and obtain a Tennessee Handgun Permit;2.Be at least twenty-one 
(21) years of age on the date of application;3.Be a citizen of the United States or a lawful permanent resident;4.Have a 
good moral character, as determined by investigation;5.Complete a criminal history disclosure form in a manner 
approved by the appointing authority;6.Agree to release all records involving their criminal history to the appointing 
authority;7.Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check;8.Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; 9.Possess a valid Tennessee motor vehicle operator’s license at the time of 
appointment;10.Upon appointment, successfully complete a prescribed course of instruction at the Department of 
Safety and Homeland Security Training Center.11. Within 6 months of hire, acquire the following certifications: 
Tennessee Information Enforcement System (TIES), Basic National Rifle Association (NRA) Range Safety Officer (RSO), 
Certified Handgun Permit Instructor. Candidates for a position in this classification must be willing to perform duties at 
night and on weekends as required.In-state travel is required. Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
SUMMARY: Under direction, is responsible for the oversight of all day-to-day activities of the Safety Handgun Division, 
consisting of managerial work of considerable difficulty; and performs related work as required. DISTINGUISHING 
FEATURES: An employee in this class assists in directing the day to day activities of the Safety Handgun Division 
consisting of a  moderately sized staff of inspectors in inspecting new and existing handgun safety schools and certified 
ranges to ensure compliance with state and federal standards, oversight of the statewide Handgun Carry Permit 
Program call center and permitting office. This class differs from that of Safety Handgun Program Manager in that an 
incumbent in the latter class performs in a supervisory capacity for a specificed program within the Safety Handgun 
Division. This class differs from that of Safety Handgun Director in that an incumbent of the latter directs all aspects of 
the Safety Handgun Division across the State of Tennessee.  
 
Work Activities: 
1. Assist in managing Handgun School instructors statewide who facilitate the required handgun safety course for 
applicants seeking to acquire a handgun permit. 2. Assist in managing Safety Examiners and their supervisors who are 
responsible for compiling documentation for the review of handgun safety schools seeking to establish or renew their 
certifications and insurance with the State of Tennessee, enabling them to facilitate handgun safety courses and certify 
handgun permits. 3. Assist in managing Handgun School Inspectors who are responsible for annual regional inspections 
of hangun schools , audits of handgun inspectors facilitating handgun safety courses, and community handgun outreach 
or gun shows. 4. Assists the Safety Handgun Director in reviewing and making modifications to existing policies and 
procedures affecting areas of authority in order to maximize the operational methods of the program. This also includes 
the effective direction and execution of legislative mandates and assisiting with annual legislative bill analysis and fiscal 
notes on pending legislation affecting the Handgun Carry Permit Program. 5. Prepares correspondence and reports on 
operational procedures and accountability. 6. Acts as a liaison between the Hangun Carry Permit Program and internal 
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and external agencies, state and federal law enforcement agencies, city and county governments, court systems, and 
the general public. This entails providing general knowledge of the Handgun Carry Permit Program and its current and 
changing procedures, as well as investigating complaints from the general public and other sources and overseeing 
audits of those complaints to ensure that actions being performed by anyone in the Hangun Carry Permit Program are in 
compliance with state and federal regulations. Also responsible for attending legislative sessions, seminars and meetings 
as needed to facilitate the understanding of Handgun Carry Permit Program. 7. Aids in oversight of the preparation and 
maintenance of handgun permit files which will contain sensitive and classified information; ensures the accuracy and 
consistency of records, specifically  in reference to police reports and background checks used in the qualification of 
applicants for handgun permits. 8. Reviews and assists in making decisions on employment, retention, promotion, 
demotion, merit awards, and other personnel actions. 9. Assists in the oversight of several Handgun Division Program 
Systems (i.e. A-List, TAPS, TIES, Sharepoint), including working with vendors, overseeing system upgrades, end-user 
testing, and system troubleshooting. 10. Assists in the oversight of the Handgun Division Call Center and Background 
Unit in all functions including receipting and disbursement of funds, handling of inquiries from the general public, state 
and local governments, and state legislators, and issuance of permits.   
 
Competencies (KSA’s): 
Competencies: 1. Approachability2.  Business Acumen3. Comfort Around Higher Management4. Composure5. Customer 
Focus6. Directing Others7. Drive for results8. Integrity and Trust9. Managing Through Systems10. Strategic Agility 
Knowledge: 1. Administration and Management2. Clerical3. Communications and Media4. Customer and Personal 
Service5. Education and Training6. English Language7. Law and Government8. Personnel and Human Resources9. Public 
Safety and Security10. Sales and Marketing                            Skills: 1. Active Learning2. Active Listening3. Complex 
Problem Solving4. Instructing5. Judgment and Decision Making6. Management of Personnel Resources7. Monitoring8. 
Negotiation9. Quality Control Analysis10. Time Management Abilities: 1. Category Flexibility2. Deductive Reasoning3. 
Inductive Reasoning4. Information Ordering5. Oral Comprehension6. Oral Expression7. Problem Sensitivity8. Time 
Sharing9. Written Comprehension10. Written Expression    
 
Tools and Equipment Used: 
1. Computer2. Telephone/Cell Phone3. Fax Machine4. Copy/Scanner Machine5. Printer6. Projector7. Tape Measure8. 
Motor Vehicle9. Handgun  
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093886 - SAFETY HANDGUN DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4662 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036937 - SAFETY HANDGUN PROGRAM MANAGER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1588 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two (2) years of fulltime handgun program or permit/licensure related work and four (4) years of full-time increasingly 
responsible supervisory (or higher) customer service work. Substitution of Education for Experience: Additional 
coursework at an accredited college or university in public administration or business administration may be substituted 
for the required supervisory experience on a year-for-year basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: 1.Be willing to qualify and obtain a Tennessee Handgun Permit;2.Be at least twenty-
one (21) years of age on the date of application;3.Be a citizen of the United States or a lawful permanent 
resident;4.Have a good moral character, as determined by investigation;5.Complete a criminal history disclosure form in 
a manner approved by the appointing authority;6.Agree to release all records involving their criminal history to the 
appointing authority;7.Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;8.Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces; 9.Possess a valid Tennessee motor vehicle operator's 
license at the time of appointment;10.Upon appointment, successfully complete a prescribed course of instruction at 
the Department of Safety and Homeland Security Training Center.11. Within 6 months of hire, acquire the Tennessee 
Information System (TIES) certification.12. May be required to obtain the following certifications depending the program 
area being supervised: Basic National Rifle Association (NRA) Range Safety Officer (RSO), Certified Handgun Permit 
Instructor. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
SUMMARY: Under direction, is responsible for the management of handgun safety program divisional work of 
considerable difficulty and other managerial work of average difficulty; and performs related work as required. 
DISTINGUISHING FEATURES: An employee in this class assists in directing a moderately sized staff within the Handgun 
Safety Program Division to ensure compliance with state and federal standards. This classification may have oversight of 
the Handgun Carry Permit Program Call Center, Background Unit, or the Handgun Safety School Inspection Unit. This 
class differs from that of Safety Examine Supervisor 1 in that an incumbent of the latter class performs in a supervisory 
capacity. This class differs from that of Safety Handgun Assistant Director in that an incumbent of the latter directs all 
Handgun Carry Permit Program activities across the State of Tennessee.  
 
Work Activities: 
1. Handles negotiations to resolve problems or issues in accordance with federal and state laws and agency policies and 
procedures. 2. Coordinates the work and activities of others through the supervision of a program function within the 
Safety Handgun Division (i.e. the Handgun Carry Permit Program Call Center, Pemit Files & Background Unit, or the 
Handgun Safety School Inspection Unit). 3. Makes recommendations on staff employment, retention, promotion, 
demotion, and other human resources actions, as well as performs a variety of general staff administrative duties to 
support program operations. 4. Monitors processes, materials and resources by assisting in the preparation of the 
divisional budget, monitoring and approving requisitions and invoices for program area purchases, monitoring office 
workflow and implementing necessary procedural changes to improve production, quality and efficiency, and 
monitoring to ensure that professional standards are adhered to in the work environment. 5. Researches, complies, 
prepares, and submits reports, manuals, correspondence, or other information required by the Safety Handgun Director 
or Assistant Director for dissmenation of information to stakeholders inside and outside of the agency. Reads and 
understands changes to laws, rules, regulations, policies and procedures and applies changes to performance of job 
tasks. 6. Guides, directs and motivates program area teams by providing guidance in handling difficult and complex 
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problems or escalated complaints and disputes, ensuring that all team members are adequately trained in their areas of 
daily responsibility, and motivating employees to enhance performance to achieve departmental goals. 7. 
Communicates with persons outside of the organization by conferring with customers by telephone, email and in person 
to obtain details about their requests and provides information about products or services, policies or procedures or 
regulation. Also, attends external conferences, workshops, and community events to answer questions or provide 
information concerning the Safety Handgun Division. Establishes and maintains a variety of community and professional 
contacts to ensure smooth and effective operations.  
 
Competencies (KSA’s): 
Competencies: 1. Conflict Management2. Customer Focus3. Dealing with Ambiguity4. Decision Quality5. Developing 
Direct Reports and Others6. Directing Others7. Integrity and Trust8. Interpersonal Savvy9. Presentation Skills10. Timely 
Decision Making Knowledge: 1. Administration and Management2. Clerical3. Communications and Media4. Customer 
and Personal Service5. Economics and Accounting6. Education and Training7. Law and Government8. Personnel and 
Human Resources9. Public Safety and Security10. Sales and Marketing                                          Skills: 1. Active Learning2. 
Active Listening3. Complex Problem Solving4. Instructing5. Learning Strategies6. Management of Personnel Resources7. 
Monitoring8. Negotiation9. Quality Control Analysis10. Time Management Abilities: 1. Category Flexibility2. Deductive 
Reasoning3. Inductive Reasoning4. Information Ordering5. Oral Comprehension6. Oral Expression7. Problem 
Sensitivity8. Time Sharing9. Written Comprehension10. Written Expression  
 
Tools and Equipment Used: 
Tools and Equipment Used: 1. Computer2. Telephone3. Fax Machine4. Scanner5. Copy Machine6. Printer7. Projector8. 
Tape Measure9. Cell Phone10. Motor Vehicles11. Camera Equipment12. Handgun  
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036927 - SAFETY HEARING OFFICER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1657 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited high school and four years of full-time experience in: (1) 
adjudication of administrative, civil, or criminal hearings; (2) motor vehicle law enforcement; (3) 
professional/paraprofessional legal research; or (4) drivers license administration (e.g., examining, financial 
responsibility, issuance work).OROne of the following educations attained at an accredited college, university, or 
professional school: (1) Associate's Degree in Criminal Justice, Criminology, Law Enforcement, Legal Assistant, or 
Paralegal Studies; (2) a Bachelor's Degree in Criminal Justice, Criminology, Law Enforcement, Legal Assistant, or Paralegal 
Studies; or (3) one year (28 semester hours) of graduate level law school.Substitution of Experience for Education: Full-
time experience in one of the following may substitute for the required education on a year-for-year basis to a 
maximum of four years: (1) adjudication of administrative, civil, or criminal hearings; (2) motor vehicle law enforcement; 
(3) professional/paraprofessional legal research; or (4) drivers license administration (e.g., examining, financial 
responsibility, issuance work). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs adjudication work of average difficulty in conducting hearings on driver's 
license revocations, suspensions, and cancellations; and performs related work as required.Distinguishing Features: This 
is the entry-working class in the Safety Hearing Officer job-series. An employee in this class makes decisions based on 
findings in administrative driver's license revocation, suspension, and cancellation case hearings. This class differs from 
Safety Hearing Officer Supervisor in that an incumbent of the latter supervises Safety Hearing Officers statewide. 
 
Work Activities: 
1. Conducts administrative hearings at the request of the petitioner; prepares for administrative hearing; verifies 
information (e.g., accident reports, drivers license histories, traffic reports) in the case file; informs petitioner and 
witnesses of the purpose of the hearing and the right to an appeal; swears in and questions petitioner and witnesses; 
listens to testimony; determines if drivers license shall be revoked, suspended, or cancelled on matters such as traffic 
violations, financial responsibility cases, involvement in a fatality accident, and drivers license fraud; explains decision or 
possible options that would allow petitioner to retain license; completes case file for entry into driver history database; 
may reinvestigate the case.2. Assists in ensuring all courts and law enforcement agencies within the district are 
informed of new laws and changes in existing motor vehicle laws; studies new laws and Department of Safety drivers 
license rules and regulations to keep informed of any changes; delivers or mails pertinent Department of Safety forms 
and/or information on laws and policies; answers questions from various agencies (e.g., police departments, county 
sheriff's offices, or judges) regarding Tennessee Motor Vehicle laws, drivers license suspension laws, and Department of 
Safety policies.3. Instructs troopers and traffic violators in motor vehicle laws and Department of Safety policies and 
rules; teaches at the Trooper Training Academy on violation of the point system (i.e., exceeding the maximum number 
of violations allowed during a specified period of time) and violation of financial responsibility laws (e.g., failure to meet 
financial responsibility after an accident); obtains certification through the National Safety Council to teach defensive 
driving curriculum to traffic violators.4. Promotes safe driving by keeping the public informed of driver improvement 
issues, laws, and programs; answers questions regarding driver license issuance, revocation, suspension, and 
cancellation; details steps necessary for reinstatement of driving privileges; makes public speeches at schools, civic 
groups, and other organizations regarding driver improvement and safety. 
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Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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036928 - SAFETY HEARING OFFICER SUPV 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1662 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited high school and five years full-time experience in: (1) 
adjudication of administrative, civil, or criminal hearings; (2) motor vehicle law enforcement; (3) 
professional/paraprofessional legal research; or (4) drivers license administration (e.g., examining, financial 
responsibility, issuance work).Substitution of Education for Experience: One of the following educations attained at an 
accredited college, university, or professional school may substitute for four of the five years of required experience: (1) 
Associate's Degree in Criminal Justice, Criminology, Law Enforcement, Legal Assistant, or Paralegal Studies; (2) a 
Bachelor's Degree in Criminal Justice, Criminology, Law Enforcement, Legal Assistant, or Paralegal Studies; or (3) one 
year (28 semester hours) of graduate level law school.Substitution of Experience for Education: Full-time experience in 
one of the following may substitute for the required education on a year-for-year basis to a maximum of four years: (1) 
adjudication of administrative, civil, or criminal hearings; (2) motor vehicle law enforcement; (3) 
professional/paraprofessional legal research; or (4) drivers license administration (e.g., examining, financial 
responsibility, issuance). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs administrative and supervisory work of average difficulty in supervising 
Safety Hearing Officers statewide; and performs related work as required.Distinguishing Features: This is the highest 
class in the Safety Hearing Officer job-series. The employee in this class supervises subordinate Safety Hearing Officers 
statewide. This class differs from Safety Hearing Officer in that incumbents of the latter adjudicate hearings on driver's 
license suspensions, revocations, and cancellations, and do not perform supervisory duties. 
 
Work Activities: 
1. Trains, supervises, and evaluates a staff of Safety Hearing Officers and clerical personnel involved in adjudicating 
reinstatement hearings for petitioners whose driving privileges have or may be revoked, suspended, or cancelled; makes 
recommendations on employment, retention, promotion, and other personnel actions.2. Ensures each hearing was 
conducted in accordance with state law and departmental administrative rules and regulations; reviews final 
dispositions for each hearing conducted by subordinates; reviews petitioner's appeals of actions resulting from the 
hearing and either rescinds or upholds these actions on behalf of the Commissioner of the Department of Safety.3. 
Studies relevant policies and procedures pertaining to drivers license suspension, revocation, and cancellation and 
makes recommendations for change.4. Supervises the preparation and maintenance of a large volume of both routine 
and complex records such as case files and final hearing dispositions.5. Establishes and maintains a variety of public 
contacts with petitioners, law enforcement personnel, educators, members of the judicial system, and civic groups to 
answer questions regarding drivers license revocations, suspensions, and cancellations.6. Instructs classes for Trooper 
in-service training; may speak to schools and civic groups on driver safety. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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036953 - SAFETY LEGISLATIVE & POLICY DR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1603 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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036985 - SAFETY PROGRAM MANAGER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1628 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to substantial (five or more years of) full-time law enforcement, driver control or safety administrative work 
including at least one year of managerial or supervisory work; qualifying full-time law enforcement, driver control or 
safety administrative experience may be substituted for the required education on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class must: Complete a background clearance application which 
includes releasing all records involving any criminal history; Agree to a fingerprint-based, name-based criminal history 
records check; Never have been convicted or found not guilty by reason of insanity in a civilian or military jurisdiction of 
any Permanent disqualifying criminal offense listed in section 1572.103(a) of the Code of Federal Regulations (CFR) - 
Title 49 (disqualifying offenses); Never have been convicted or found not guilty by reason of insanity in a civilian or 
military jurisdiction within the 7 years preceding the date of application of any Interim disqualifying criminal offense 
listed in section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Not have been 
released from incarceration within the 5 years preceding the date of application for any Interim disqualifying criminal 
offense listed in section 1572.103(b) of the Code of Federal Regulations (CFR) - Title 49 (disqualifying offenses); Not be 
under want or warrant for a felony listed in section 1572.103(a) or section 1572.103(b) of the Code of Federal 
Regulations (CFR) - Title 49 (disqualifying offenses); Pass a pre-employment physical examination following an offer of 
employment; Possess a valid motor vehicle operator's license or be able to obtain one prior to 
appointment.Examination Method: Education and Experience, 100%, for Preferred Service positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for managerial and administrative work of considerable difficulty in 
assisting in planning, organizing, and directing the activities of the Driver License Issuance Division; and performs related 
work as required.Distinguishing Features: The employee in this class assists in planning, organizing, and directing the 
activities of the Driver's License Issuance Division. Work involves assisting in directing the testing of driver's license 
applicants and the issuing of driver's licenses to qualified individuals. This class reports to and differs from Driver's 
License Issuance Director in that the incumbent of the latter directs all activities of the Driver's License Issuance Division. 
 
Work Activities: 
1. Through subordinate administrative and supervisory staff, assists in planning, organizing, and directing the activities 
of the Driver License Issuance Division.2. Assists in directing the assignment, training, supervision, and evaluation of 
subordinate staff and their work; assists in making decisions on staff employment, retention, promotion, demotion, 
dismissal, and other personnel actions.3. Assists in directing the activities of the Driver's License Issuance Division and 
makes decisions on the merit of recommendations intended to effect improvements in economy, efficiency, and quality 
in these areas.4. Assists in directing the administration of pertinent motor vehicle control laws, rules, and regulations 
and departmental policies, and procedures; assists in formulating policy and making decisions on recommendations for 
change; assists in the explanation, interpretation, and enforcement of driver's license issuance laws, regulations, policies 
and procedures and resolves differences of legal interpretation and application.5. Through subordinate staff, assists in 
directing and participating in the preparation and maintenance of records and reports concerning the budget and 
administration of the Driver's License Issuance Division. 
 
Competencies (KSA’s): 
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Tools and Equipment Used: 
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036987 - SAFETY TECHNICAL SERVICES DIR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1608 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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071332 - SBE ANALYST 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2266 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071338 - SBE ANALYST 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2268 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071336 - SBE EXECUTIVE DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2267 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026934 - SC ADMIN DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1334 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026929 - SC APPELLATE COURT CLERK 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1317 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026936 - SC ASSISTANT DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1335 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026909 - SC ASSISTANT FISCAL DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1290 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026902 - SC ATTORNEY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1268 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026954 - SC BOARD MEMBER SEC TREASURER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1359 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026975 - SC BPR CHIEF DISP COUNSEL 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1379 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027023 - SC BPR CONSUM ASSIST PROG DIR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1459 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027021 - SC BPR DEP CHIEF DISP COUNSEL 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1457 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027036 - SC BPR DISCIPLINARY COUNSEL 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1484 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027056 - SC BPR EXECUTIVE SECRETARY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1152 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027083 - SC BPR LEGAL SECRETARY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1199 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027104 - SC BPR REGISTRATION DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1225 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027075 - SC BUSINESS ANALYST 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1182 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026937 - SC CAP CASE ATTORNEY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1336 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027113 - SC CHIEF DEPUTY CLERK 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1246 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026978 - SC CHIEF JUSTICE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1380 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026982 - SC CHILD SUPPORT REFEREE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1383 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026986 - SC COURT IMPROVEMENT COOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1404 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026992 - SC COURT IMPROVEMENT SPEC 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1430 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027020 - SC COURT REPORTER MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1456 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027024 - SC DEPUTY DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1479 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027619 - SC EXEC ADMIN ASSISTANT 2 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1280 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027054 - SC FIELD SUPPORT MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1150 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027059 - SC HR MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1175 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027061 - SC HR SPECIALIST 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1176 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027108 - SC PROGRAM MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1228 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027293 - SC PUBLIC INFO OFFICER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1156 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027106 - SC PUBLICATIONS COORDINATOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1226 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027076 - SC SENIOR BUSINESS ANALYST 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1198 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026938 - SC STAFF ATTORNEY 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1337 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027144 - SC STAFF RESEARCH ASSISTANT 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1295 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027158 - SC TCL SERVICES ASSISTANT 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1297 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027124 - SC TECHNOLOGY SERVICES MANAGER 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1249 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073433 - SCHEDULING DIRECTOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3160 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077616 - SEASONAL INTERPRETER/RECREATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4272 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077617 - SEAT/POSITION CLINIC DIRECTOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4207 
 
Minimum Qualifications: 
Education and Experience: Licensed by the State of Tennessee to practice as an occupational therapy assistant and 
experience equivalent to four years full-time work as an occupational therapy assistant. ORLicensed by the State of 
Tennessee to practice as a physical therapy assistant and experience equivalent to four years full-time work as a physical 
therapy assistant. ORLicensed by the State of Tennessee to practice as an occupational therapist and experience 
equivalent to two years full-time work as an occupational therapist. ORLicensed by the State of Tennessee to practice as 
a physical therapist and experience equivalent to two years full-time work as a physical therapist.  
 
Other Requirements: 
Necessary Special Qualifications:  Employees in this classification must maintain the required licensure for the duration 
of their employment with the State of Tennessee. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for custom seating/positioning clinic and fabrication shop administrative and 
supervisory work of average difficulty in directing all clinic and fabrication shop personnel within a region; and performs 
related work as required. Distinguishing Features:  An employee in this class serves as the director of the custom 
seating/positioning clinic and fabrication shop within a region and supervises professional and para-professional clinic 
and shop personnel.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors production and fabrication schedules to ensure that products 
are completed before the person served arrives for fitting of and training on use of the product.     Monitors clinic 
schedule and ensures that it is adjusted as needed to ensure that the clinic operates efficiently.       Visually monitors the 
shop and clinic environments to ensure the safety of persons served and employees. Provides on-the-spot correction for 
potential hazards and corrects systemic environmental issues through training and consistent implementation of policies 
and procedures.    Monitors materials inventory to ensure that supplies are sufficient to maintain production.    Ensures 
that all areas of the clinic are clean and comfortable for persons served and employees. Updating and Using Relevant 
Knowledge:    Reviews changes in federal and state laws and regulations related to providing services to individuals to 
remain compliant.    Maintains licensure/certification in relevant field to meet state requirements.    Attends in-services 
and seminars and reviews literature to keep abreast of best practices in the field of seating and positioning.    Attends 
State of Tennessee required trainings to meet requirements. Evaluating Information to Determine Compliance with 
Standards:    Verifies that clinic documentation meets billing requirements by reviewing evaluations and clinic notes.    
Evaluates internal processes to ensure that they meet clinic and departmental policies.    Verifies that information in the 
automated inventory and labor distribution system is complete and accurate by reviewing reports pulled from the 
system to meet funding requirements. Guiding, Directing, and Motivating Subordinates:    Completes performance 
evaluations of subordinate staff.    Determines what motivates each employee and uses those motivators to encourage 
superior performance.    Assigns work to subordinate staff, making sure that projects are appropriately distributed. 
Developing Objectives and Strategies:    Contributes to the development of the clinic budget by making 
recommendations and supplying information.    Contributes to the development of departmental seating and 
positioning goals by participating in statewide planning meetings. Making Decisions and Solving Problems:    Analyzes 
daily operations to ensure that the clinic shop runs efficiently and that the needs of persons served are met.    Analyzes 
referrals for services to determine whether the requested service can and should be provided. Organizing, Planning, and 
Prioritizing Work:     Prioritizes and reprioritizes daily schedules for the clinic, the shop, and self to accommodate 
emergencies and unscheduled tasks.    Delegates work to subordinate staff to accommodate emergencies and 
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unscheduled tasks.Documenting/Recording Information:    Documents performance of subordinate staff for discussion 
during employee coaching and to justify ratings on formal performance evaluations and disciplinary actions.    Creates 
reports as requested by supervisor or executive staff to contribute to the department's strategic goals and objectives. 
Monitoring and Controlling Resources:    Evaluates work to ensure that products are being fabricated and processes are 
being implemented in the most cost-effective manner.    Authorizes expenditures and ensures that they are within 
budgetary guidelines. Judging the Qualities of Things, Services, or People:    Determines whether employees are meeting 
outcomes listed in their individual performance plans in order to evaluate their performance.    Determines whether 
employees are using person-centered principles in working with persons served in order to be consistent with the 
department's mission. Scheduling Work and Activities:    Schedules trainings for subordinate staff as required and to 
keep them abreast of new technologies and products.    Schedules student observations, field work placements, and 
educational opportunities to assist students in meeting graduation requirements.    Schedules and provides tours as 
requested by others for exposure to the seating and positioning clinic. Staffing Organizational Units:    Schedules 
trainings for subordinate staff as required and to keep them abreast of new technologies and products.    Fosters 
development of higher-level skills in employees to increase their ability to be promoted. Resolving Conflicts and 
Negotiating with Others:    Facilitates the resolution of conflicts and complaints by gathering information and proposing 
workable solutions to address barriers and issues, either by using a team approach or one-on-one consultation, as 
appropriate.    Analyzes information in the automated inventory and labor distribution system, clinic notes, and 
schedules to uncover trends related to process and schedule issues. Establishing and Maintaining Interpersonal 
Relationships:     Develops and maintains professional working relationships with management, vendors, manufacturers, 
community stakeholders, and other employees, using a team approach to accomplish day-to-day operations and 
departmental goals. Getting Information:    Obtains information from employees such as internal manufacturing shop 
workers, secretaries, and therapists, referral entities, community providers, manufacturing providers, vendors, funding 
sources, and computer inventory management system, through verbal, electronic, or written means or through 
observation to direct the daily operations of the Seating, Positioning, and Mobility clinic and to maximize revenue 
streams to minimize the use of state funding. Coaching and Developing Others:    Identifies areas for each employee 
where improvement is needed and facilitates a plan for enhancing skills. Interacting with Computers:    Uses Word, 
Excel, Power Point, inventory management and manufacturing software, and departmental-specific software to perform 
job duties as assigned. Developing and Building Teams:    Facilitates daily staff meetings with team members to 
encourage them to work together to accomplish day-to-day operations. Provide Consultation and Advice to Others:    
Works in a consultative manner to provide information to management or other groups regarding seating and 
positioning-related issues. Communicating with Supervisors, Peers, or Subordinates:    Communicates consistently and 
respectfully with supervisors, subordinates, and peers, verbally, electronically, and in writing, to accomplish the goals of 
persons served and the vision of the clinic. Communicating with Persons outside Organization:    Communicates 
concisely and in a professional manner with vendors, manufacturers, persons served, providers, and families, verbally, 
electronically, and in writing, to promote the goals of the persons served and the vision of the clinic. Coordinating the 
Work and Activities of Others:    Assigns employees to assist each other as needed to meet production targets. 
Interpreting the Meaning of Information for Others:    Explains policies, procedures, and operational standards to 
subordinate staff, vendors, and persons served. Performing Administrative Activities:    Travels to various locations to 
attend meetings or trainings or to complete day-to-day duties. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Directing Others    Process Management    Managerial Courage    
Organizational Agility    Presentation Skills    Composure    Compassion    Motivating Others Knowledge:    Intermediate 
knowledge of administration and management to successfully handle day-to-day operations and coordinate resources    
Basic knowledge of customer and personal service to meet the needs of individuals in an exceptional manner    Basic 
knowledge of education and training to effectively make presentations and educate others on the role of the seating 
and positioning clinic Skills:    Intermediate reading comprehension skills to understand legal documents and state and 
federal regulations    Intermediate speaking skills to communicate effectively with subordinates, management, and 
stakeholders    Intermediate writing skills to respond to correspondence, to develop performance evaluation 
documents, and to communicate with senior management    Intermediate negotiation skills to resolve customer 
satisfaction issues, staff conflicts, operational issues, and stakeholder concerns    Basic service orientation skills to 
provide assistance with any level of day-to-day operations within the organization    Intermediate problem solving skills 
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to resolve issues with day-to-day operations    Basic judgment and decision making skills to effectively manage resources 
and assure quality services    Intermediate systems analysis skills to adapt operations and improve processes    
Intermediate systems evaluation skills to determine what should be measured and how changes impact outcomes    
Basic management of material resources skills to ensure that the materials are obtained and used appropriately and 
efficiently    Intermediate time management skills to ensure that production schedules and the needs of the persons 
served are met, and to maintain the clinics and shop's organization and efficiency Abilities:    Deductive Reasoning    
Fluency of Ideas    Inductive Reasoning    Oral Expression    Problem Sensitivity    Selective Attention    Written 
Comprehension    Written Expression    Speech Clarity 
 
Tools and Equipment Used: 
    Computer/Laptop    State Vehicle    Telephone/Mobile Phone    Printer/Scanner/Copier    Projector 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077615 - SEAT/POSITION CLINICIAN 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4199 
 
Minimum Qualifications: 
Education and Experience: Licensed by the State of Tennessee to practice as an occupational therapist or physical 
therapist. Substitution of Education for Experience: None. Substitution of Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: Certified by the Tennessee Boards of Occupational and Physical Therapy as a Licensed 
Occupational Therapist or Licensed Physical Therapist. Examination Method: Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under direction, is responsible for professional custom seating/positioning clinical work of considerable 
difficulty; and performs related work as required.  Distinguishing Features: This is the working level in the 
Seating/Positioning sub-series.  An incumbent of this classification performs specialized assessments and writes 
specifications for the provision, modification, and repair of custom seating, positioning, and mobility equipment.  This 
work involves consultation with and instruction to other parties on the purpose and use of equipment and appropriate 
equipment selection.  This classification differs from that of Seating/Positioning Clinic Director in that an incumbent of 
the latter serves as the director of the custom seating/positioning clinic and fabrication shop within a region and 
supervises professional and para-professional clinic and shop personnel.  
 
Work Activities: 
Making Decisions and Solving Problems: Analyzes and applies information gathered during assessments to develop 
recommendations for seating, positioning, and mobility equipment based on established goals. Educates clients and 
others regarding what seating, positioning, and mobility equipment can be provided based on available options. Works 
with client and others to clarify appropriate therapeutic goals/outcomes.Training and Teaching Others: Instructs clients, 
students, and others on the use of seating, positioning, and mobility equipment and on transfer techniques. Determines 
the amount of information that needs to be provided to clients and others. Educates clients and others on the 
importance of seating, positioning, and mobility. Identifies training needs of other staff and notifies the appropriate 
supervisor.Thinking Creatively: Designs and fabricates individualized custom seating, positioning, and mobility 
equipment to meet the client's unique needs. Identifies commercial seating, positioning, and mobility equipment that 
can be modified and/or used in a non-traditional way to meet the client's needs.Drafting, Laying out and Specifying 
Technical Devices, Parts and Equipment: Writes detailed instructions for the assembling and fabrication of seating, 
positioning, and mobility equipment. Draws 3-dimensional diagrams/schematics of proposed equipment for the 
fabrication process.Interpreting the Meaning of Information for Others: Explains written specifications for other clinic 
staff so that equipment will be fabricated correctly. Synthesizes and incorporates information from clients; explains to 
clients and others the reasoning behind and justification for recommendations and actions taken and how they will help 
meet the client's needs.Coordinating the Work and Activities of Others: Coordinates the steps of the clinic process to 
ensure immediate needs are met in a timely and efficient manner. Integrates the work of staff, vendors, and others to 
ensure the timely and accurate issuance of equipment.Performing Administrative Activities: Maintains charts and notes 
for documentation guidelines. Enters personal time worked into computer and maintains hard-copy time sheets. 
Responds to phone calls and e-mails in a timely manner.Interacting with Computers: Enters clinic documentation and 
time worked into computer. Uses word processing, spreadsheet, inventory, and manufacturing software and the state e-
mail system.Organizing, Planning, and Prioritizing Work: Prioritizes seating, positioning, and mobility needs of clients 
based on established goals/outcomes. Estimates the number of clinic appointments that each client will need in order to 
complete the clinic process efficiently.Updating and Using Relevant Knowledge: Maintains continuing education units to 
meet licensure requirements. Stays up-to-date on current seating and positioning trends by attending seminars and 
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conferences, reading industry literature, and attending product demonstrations.Communicating with Persons Outside 
Organization: Communicates with vendors, manufacturers, and others to exchange information to ensure that the 
client's needs are met in a timely manner. Communicates with clients and others to keep everyone abreast of the status 
of equipment and to maintain day-to-day clinic operations.Inspecting Equipment, Structures, or Materials: Inspects 
seating, positioning, and mobility equipment, either existing or newly fabricated, to ensure that specifications are met 
and that the equipment meets the client's needs and to identify problems or defects so that they can be 
corrected.Getting Information: Gathers relevant information regarding insurance, current medical issues, medical 
history, and functional status from caregivers, charts, and clients in order to determine what the seating, positioning, 
and mobility needs of the clients are and to maximize health, safety, and independence and to minimize 
decline.Estimating the Quantifiable Characteristics of Products, Events, or Information: Determines the properties of 
materials required for a piece of seating, positioning, or mobility equipment based on the client's individual 
measurements and range of motion.Monitor Processes, Materials, or Surroundings: Monitors seating, positioning, and 
mobility equipment according to clinic protocol to make sure that it fits the client appropriately, meets the client's 
needs, and that it can be used safely. Monitors materials and the equipment fabrication process to ensure that 
equipment meets production standards and to ensure that adequate inventory is maintained.Performing General 
Physical Activities: Lifts, positions, and transfers clients, demonstrating awareness of proper body mechanics. Bends, 
squats, and crawls around and under equipment in order to access all areas of the equipment for evaluation purposes. 
Stands and walks for extended periods of time.Resolving Conflicts and Negotiating with Others: Facilitates the resolution 
of issues between clients, vendors, and team members so that the client's needs are met.Provide Consultation and 
Advice to Others: Consults with others to provide information and advice on clinic processes, equipment 
recommendations, the referral process, and appropriate courses of action.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external sources to ensure 
effective clinic and team operations.Communicating with Supervisors, Peers, or Subordinates: Communicates with 
supervisors and colleagues to keep everyone abreast of the status of caseload and to maintain day-to-day clinic 
operations.Coaching and Developing Others: Coaches and/or mentors others to increase their knowledge of seating, 
positioning, and mobility interventions.Handling and Moving Objects: Pushes and lifts large and cumbersome objects on 
a routine basis.Controlling Machines and Processes: Operates mechanical lifts and power and non-power hand tools. 
Manipulates nuts, bolts, screws, washers, adjustable straps, and other small items as needed to secure and adjust 
equipment. 
 
Competencies (KSA’s): 
Competencies: Creativity                     Decision Quality            Problem Solving            Priority Setting             Time 
Management                    Conflict Management                Written Communication            Presentation Skills                    
Customer Focus            Listening   Knowledge: Basic clerical knowledge of spreadsheet and word processing programs 
and using e-mail       Basic design knowledge   Skills: Basic active learning skills to integrate new knowledge and 
information into therapeutic interventions         Basic active listening skills to gather information and identify appropriate 
outcomes               Intermediate critical thinking skills to weigh all relevant information, set priorities, and design 
appropriate therapeutic interventions                Intermediate writing skills to prepare electronic communication and clinic 
documentation that can be understood by others               Basic instructing skills for training caregivers in transferring, 
positioning, and use and care of equipment       Basic negotiation skills to reach consensus on goals and equipment 
needs   Basic complex problem solving skills to weigh all relevant information, set priorities, and design appropriate 
therapeutic interventions                Basic judgment and decision making skills to develop appropriate therapeutic 
interventions and goals       Basic time management skills to juggle multiple prioritiesAbilities: Originality Problem 
Sensitivity Visualization Written Comprehension Finger Dexterity Manual Dexterity Dynamic Strength Extent Flexibility 
Gross Body Coordination Gross Body Equilibrium Stamina Auditory Attention Near Vision 
 
Tools and Equipment Used: 
 Goniometer Angleometer Planar and molding simulators Positioning simulation equipment Power and non-power hand 
tools Tape measure Carving knives Digital camera Computer Basic office equipment 
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077618 - SEAT/POSITION SHOP SUPERVISOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  4208 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to five years of full-time carpentry, woodwork, mechanical 
maintenance, industrial arts, or other related acceptable work. Substitution of Education for Experience: Qualifying 
coursework at a vocational school or technical school in industrial arts, carpentry, woodworking, mechanics, or other 
related acceptable field may be substituted for the required experience on a year-for-year basis, to a maximum of two 
years. Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for therapeutic equipment supervisory work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class supervises a group of 
Therapeutic Equipment Workers that assist in the design and modification of customized adaptive and therapeutic 
equipment and devices that fit the special needs of individuals with intellectual and developmental disabilities. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors the fabrication and repair process visually and electronically 
to ensure quality and safety standards are followed and to make sure that product specifications were implemented.    
Monitors inventory visually, electronically, and through verbal communication and written information to ensure that 
there is enough inventory on hand to meet the production schedule.    Monitors the physical environment visually to 
ensure that all safety standards are followed.    Monitors the production schedule through conversations with 
subordinates, through observation, and electronically to maximize shop and/or employee efficiency.     Processing 
Information:    Performs calculations of units of measure to verify the accuracy of inventory.    Categorizes inventory to 
keep it organized and maintain efficiency.    Performs cycle counts as necessary to maintain an accurate 
inventory.Monitoring and Controlling Resources:    Scrutinizes inventory levels to determine if additional inventory 
needs to be ordered and if excess inventory needs to be transferred to another location.    Collaborates with peers to 
minimize costs by combining orders.    Obtains bids as required by state purchasing rules to purchase items at lowest 
possible cost. Interpreting the Meaning of Information for Others:     Explains clinician notes to subordinate staff to 
facilitate accurate fabrication and modification of devices.    Interprets fabrication and modification issues for clinicians 
so that appropriate alternatives can be considered. Organizing, Planning, and Prioritizing Work:    Orders inventory and 
coordinates transfers of inventory between interdepartmental warehouses as necessary to ensure production schedules 
are met.    Prioritizes subordinates’ workload to ensure that projects are completed in accordance with the production 
schedule. Interacting With Computers:    Uses procurement, inventory, and time management software to track daily 
operations.    Sends and receives e-mails to communicate information. Guiding, Directing, and Motivating Subordinates:    
Creates individual performance plans and evaluates the performance of each subordinate to recognize valued 
performance and provide correction when necessary. Coaching and Developing Others:    Recognizes need for 
improvement in subordinates' performance and provides coaching and guidance to bring about positive results. Staffing 
Organizational Units:    Participates in the selection of new employees for the unit. Resolving Conflicts and Negotiating 
with Others:    Resolves issues with subordinates and co-workers to maintain a cohesive and harmonious work 
environment. Getting Information:    Collects information verbally and electronically from therapists, supervisor, persons 
served and their families, and others for scheduling and ordering purposes and to determine if quality and safety 
standards are being met.  Performing for or Working Directly with the Public:    Oversees the fabrication, modification, 
and repair of assistive technology devices to improve the lives of individuals with intellectual and developmental 
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disabilities.Inspecting Equipment, Structures, or Material:    Inspects equipment visually and through review of 
specifications at various steps during the fabrication, modification, and repair process to ensure that quality and safety 
standards are met and that directions are followed. Making Decisions and Solving Problems:    Assesses and reassigns 
production schedules as necessary, in conjunction with supervisor and administrative support staff, to meet production 
deadlines. Repairing and Maintaining Mechanical Equipment:    Maintains all shop equipment and facilitates repairs 
when necessary to ensure production schedules are met. Provide Consultation and Advice to Others:    Provides 
technical expertise to supervisor and other management staff to resolve issues or facilitate appropriate solutions. 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates, in conjunction with 
supervisor, the amount of time, materials, and overall cost it will take to fabricate, modify, or repair a device so 
customers can decide whether the work should be done. Communicating with Supervisors, Peers, or Subordinates:    
Maintains ongoing communication verbally and in writing with supervisor, subordinates, and co-workers to reassess 
production and clinical priorities. Updating and Using Relevant Knowledge:    Collaborates with other shop supervisors, 
verbally and through e-mail, to ensure standardization of the fabrication, modification, and repair process.  Scheduling 
Work and Activities:    Provides input into the creation and maintenance of the production schedule to maximize 
productivity. Judging the Qualities of Things, Services, or People:    Evaluates visually and electronically the efficiency, 
workmanship, and time management skills of subordinates to ensure customer satisfaction.  Thinking Creatively:    
Creates jigs and other equipment to make the fabrication, modification, and repair process more efficient. 
Communicating with Persons Outside Organization:    Communicates with vendors to maintain sufficient inventory. 
Documenting/Recording Information:    Creates handwritten and electronic records of safety checks performed. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency                    Problem Solving                      Directing Others                      
Process Management                          Time Management                  Organizational Agility                          Managerial 
Courage                            Building Effective Teams                     Customer Focus                      Ethics and Values  Knowledge:    
Intermediate building and construction experience to effectively train staff and ensure quality management standards 
are met                     Basic computer knowledge to maintain files, order and maintain inventory, manage productivity, and 
perform employee evaluations                      Basic customer service knowledge to communicate effectively with persons 
served, their families, therapists, and supporting agencies           Basic mathematical knowledge to perform calculations 
in order to fabricate equipment and for accurate inventory management                    Basic mechanical knowledge to 
fabricate, maintains, and repair adaptive and therapeutic equipment    Basic production and processing knowledge to 
fabricate adaptive and therapeutic equipment efficiently and effectively  Skills:    Basic active listening skills to maintain 
relationships with co-workers                      Basic active learning skills to improve efficiency and quality assurance                      
Basic critical thinking skills to resolve fabrication, repair, and inventory issues                      Basic reading comprehension 
for effective communication and to ensure that fabrications and repairs are being done correctly                     Basic 
instruction skills to train staff to perform their duties                   Basic equipment maintenance and repair skills to ensure 
safety and proper equipment operation                Basic equipment selection skills to determine what tools are best suited 
for the task and to ensure quality and efficiency                        Basic judgment and decision making skills to maintain 
quality and cost effectiveness of products         Basic management of material resources to maintain adequate inventory, 
to account for materials, and to maintain cost effectiveness                      Basic management of personnel resources skills 
to meet deadlines and maximize efficiency Abilities:    Problem Sensitivity                 Written Comprehension                      
Finger Dexterity                      Gross Body Coordination                     Multi-Limb Coordination                      Manual Dexterity                    
Near Vision                 Written Comprehension 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Shop Saws    Drill Press    Various Hand Tools    Sander 
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Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  2668 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2669 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2670 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2671 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Correction (32901) 
Edison Template Job Opening ID:  2672 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  2673 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2674 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2675 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2676 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2677 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2678 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2679 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2680 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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002942 - SECRETARY 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2681 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. OR Qualifying full-time 
secretarial or office clerical experience may be substituted for the required education on a year for year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
clerk.Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general supervision, is responsible for typing and clerical work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the entry working class in the secretary sub-series. An 
employee in this class is responsible for performing a variety of secretarial science duties. This class differs from 
Administrative Secretary in that an incumbent of the latter performs more complex secretarial duties and duties of 
wider scope and impact. 
 
Work Activities: 
Documenting/Recording Information: Types a variety of material of narrative, tabular, statistical and other nature 
including correspondence, memoranda, abstracts, articles, business, case, legal, medical, other reports, and a variety of 
other items. Reviews all material typed for spelling, grammar, structure, logic, and makes suggestions for improvement 
where appropriate. Communicating with Supervisors, Peers, or Subordinates: Answers questions to provide assistance 
and direction regarding policies, procedures, and agency information. Communicates by telephone, e-mail, or personal 
contact. Getting Information: Retrieves information from files, internet, and databases regarding personnel, payroll, 
invoices, accounts receivable, etc. Gathers materials necessary for meetings, interviews, and presentations. Interacting 
With Computers: Creates documents and spreadsheets using current office software. Communicating with Persons 
Outside Organization: Answers questions to provide assistance and direction regarding policies, procedures, and agency 
information. Proofreads documents to ensure accuracy of content. Screens and directs calls and visitors to proper 
services. Notifies technicians if office equipment is not functional. Administrative Activities: Prepares tabulations and 
performs a variety of figures including timesheets, mileage, etc. Creates documents and e-mails for internal and external 
communications from copy, rough draft, marginal notes, or verbal instruction. Distributes work to units and maintains 
files for executive or supervisor. Performs a variety of routine clerical functions. Files documents and items in both 
paper and electronic formats according to office preference. Audits employee timesheets to ensure accuracy and 
completion. Audits business relevant documents for accuracy and completion. Monitors inventory levels of standard 
office supplies to ensure adequate stock for office functionality. Monitors office equipment to ensure proper working 
condition. Performs a variety of routine clerical functions such as compiling and assembling information for 
dissemination. Maintains appointment calendars for office staff. Inspecting Equipment, Structures, or Material: Inspects 
office equipment to ensure proper working condition. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Written Communication Boss Relationships Customer Focus 
Comfort Around Higher Management Organizational Agility Approachability Patience Time ManagementKnowledge: 
Knowledge of Computer Literacy Knowledge of Customer Service Knowledge of English Grammar Knowledge of 
Mathematics Skills: Active Listening Reading Comprehension Social Perceptiveness Time Management Writing Abilities: 
Memorization Oral Comprehension Oral Expression Speech Clarity Speech Recognition Written Comprehension 
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Tools and Equipment Used: 
 Audio Visual Equipment Automatic and Manual Filing Systems Calculator Copier Electric and Manual Hole Puncher 
Electric and Manual Stapler Fax Machine Intercommunication System Laminating Machine Overhead Projector Paper 
Shredder Pencil Sharpener Personal Computer Postage Meter Printer Scanner Tape Recorder Telephone Time, Date, and 
Serial Number Stamping Machine Transcription Equipment Two-way Radio Typewriter 
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027909 - SECRETARY OF STATE 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2939 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is There is no formal job description for this 
classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of the appointing authority of the 
department in which the position is located. The Department of Human Resources does not process applications for 
Executive Service jobs. To apply for these jobs, you should contact the particular department in which the Executive 
Service position is located. To determine the department location, you may want to use the Job Search feature provided 
on our Employment Page. Although job descriptions are not provided for most Executive Service job titles, other 
information such as number of positions and vacancies by county or by department, as well as salary grade information, 
is provided for these jobs. To get information about a particular department, go to the State of Tennessee website at 
www.tn.gov and click on Government to access links to the websites of each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075642 - SECURITIES EXAMINER 2* 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4999 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting, 
auditing, business administration, business economics, banking and finance, or business and management and 
experience equivalent to one year of full-time professional experience in one or a combination of the following: 
examining financial institutions; providing accounting, auditing, or financial services; conducting financial-related 
investigations; or practicing law. OR Education and Experience: Graduation from an accredited college or university with 
a bachelor's degree and experience equivalent to two years of full-time professional experience in one or a combination 
of the following: examining financial institutions; providing accounting, auditing, or financial services; conducting 
financial-related investigations; or practicing law. Substitution of Experience for Education: Additional qualifying 
experience involving examining financial institutions; providing accounting, auditing, or financial services; conducting 
financial-related investigations; and/or practicing law may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). Substitution of Graduate Education for Experience: Graduate course 
work credit received from an accredited college or university in accounting, auditing, business administration, business 
economics, banking & finance, business & management, and/or law may substitute for the required experience on a 
month-for-month basis to a maximum of 1 year (e.g., 36 graduate quarter hours in one or a combination of the above 
listed fields may substitute for one year of the required experience). OR One year of full-time professional securities 
examination experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional securities examination work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the Securities Examiner 
sub-series, the entry level being subsumed by Securities Examiner 1,. An employee in this class is responsible for 
reviewing and analyzing applications for the registration of securities offerings, broker-dealers, investment advisers, and 
sales agents; for conducting field examinations of securities businesses; and for investigating complaints and allegations 
of fraud or misconduct and gathering evidence for prosecution. This class is flexibly staffed with the Securities Examiner 
1, and differs in that incumbents of the latter perform securities examination duties at the entry level under immediate 
supervision. This class differs from that of Securities Examiner 3 in that incumbents of the latter are responsible for 
leading a unit of subordinate securities examiners. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Investigates alleged or suspected violations of 
securities laws and rules.    Examines registration statements, prospectuses, offering circulars, private placement 
memoranda, certain exempt filings, filing amendments, and supporting documents to determine whether the objectives 
of the applicant would be fair and reasonable to investors pursuant to the Act and Rules.    Analyzes risk/reward balance 
of securities offerings, including but not limited to, assets, net worth, liquidity through mathematical analysis of dilution, 
cheap stock, equity investment of promoters, excessive compensation to management, options and warrants, and issuer 
ability to service debt in compliance with federal and state laws, rules, and regulations.    Utilizes supporting financial 
and statistical information obtained from applications, on-site examinations, public sources, and/or subpoenaed 
documents in order to delineate the scope and nature of violations of federal and state securities laws which are 
evidenced by the information.    Approves applications for registration under the direction of the Director.    Examines 
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statutorily mandated post-registration filings to determine compliance by registrants with continuing investor 
protection, regulatory disclosure, net capital, financial reporting and operational business practice requirements. 
Analyzing Data or Information:    Analyzes current operational business practices, individual qualifications, financial 
condition, required disclosures and regulatory and criminal history of applicants to determine eligibility for registration.    
Identifies the provisions of federal and state securities law which are applicable to the review of applications for 
registration, complaints, and/or investigations.    Prepares proposals of registration denials, suspensions, and 
revocations by outlining violations as grounds for denials, suspensions, and revocations.    Itemizes deficiencies in 
required filings.    May review trading records and other documents to promote a fair and open securities marketplace 
and avoid prohibited and fraudulent business practices. Interpreting the Meaning of Information for Others:    Interprets 
and explains securities laws, rules, and regulations to the public. Getting Information:    Conducts on-site examinations 
of registered securities broker-dealers and investment advisers.    Interviews complainants, witnesses, and victims.    
May assist with depositions of suspected violators and respondents with department legal counsel.    Participates in 
internal and external training, including out-of-state travel, as required by supervisor. Organizing, Planning, and 
Prioritizing Work:    Plans broker-dealer and investment adviser field examinations.    Arranges interviews and meetings 
with industry, as needed.Processing Information:    Examines applications for registration of broker-dealers, agents, 
investment advisers and investment adviser representatives in the offer and sale of securities and investment advisory 
services from, in, or into Tennessee.    Collects and analyzes evidence from investors, witnesses and other sources 
relating to misconduct, and/or fraudulent schemes and practices.    Audits financial and business records to ensure 
registrants adopt effective investor protection measures, engage in fair and equitable sales practices, retain accurate 
accounting books and records, and maintain appropriate net capital levels according to federal and state securities laws, 
rules, and regulations.    Verifies that regulatory and financial disclosures are submitted on a timely basis as prescribed 
by the Act and Rules. Communicating with Persons Outside Organization:    Presents evidence through documents and 
testimony in appropriate legal proceedings.    Provides guidance regarding compliance with the Act and Rules.    May 
serve subpoenas, orders and other legal documents on witnesses and respondents.    May make public presentations for 
education and outreach. Establishing and Maintaining Interpersonal Relationships:    Maintains a variety of personal 
contacts with industry, law enforcement, self-regulatory organizations, and other regulators. Guiding, Directing, and 
Motivating Subordinates:    May lead junior securities examiners in conducting examinations and audits of financial and 
operational records or in conducting limited and preliminary investigations. Documenting/Recording Information:    
Prepares detailed and complex securities examination and investigation narrative comment letters, preliminary 
summaries, referral memoranda, and final reports.    May assist with depositions of suspected violators and respondents 
with department legal counsel. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Integrity and Trust    Written Communications    Intellectual 
Horsepower              Time Management    Dealing with Ambiguity    Perseverance    Comfort around Higher Management    
PatienceKnowledge:    Knowledge of the Meaning and Spelling of Words, Rules of Composition and Grammar    
Knowledge of Securities Principles    Knowledge of Economic and Accounting Principles    Knowledge of Mathematics    
Knowledge of Computers and Electronics    Knowledge of Law and Government Skills:    Reading Comprehension Skills    
Critical Thinking Skills    Writing Skills    Multi-Tasking Skills    Time Management Skills    Complex Problem Solving Skills    
Active Learning Skills    Judgment and Decision Making Skills    Active Listening Skills    Customer Service Skills    
Coordination Skills    Telephone Skills    Negotiation Skills    Persuasion SkillsAbilities:    Ability to Quickly and Accurately 
Compare Information    Oral Comprehension Ability    Oral Expression Ability    Deductive Reasoning Ability    Inductive 
Reasoning Ability    Mathematical Reasoning Ability    Social Perceptiveness 
 
Tools and Equipment Used: 
    Computers                                                 Fax Machines                                            Copiers                                                     
Scanners    Printers    Phones                                                     Vehicles    Cameras/Recording Devices    Projector    
Calculators 
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075644 - SECURITIES EXAMINER 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5011 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting, 
auditing, business administration, business economics, banking and finance, or business and management and 
experience equivalent to three years of full-time professional experience in one or a combination of the following: 
examining financial institutions; providing accounting, auditing, or financial services; conducting financial-related 
investigations; or practicing law. OR Education and Experience: Graduation from an accredited college or university with 
a bachelor's degree and experience equivalent to four years of full-time professional experience in one or a combination 
of the following: examining financial institutions; providing accounting, auditing, or financial services; conducting 
financial-related investigations; or practicing law. Substitution of Experience for Education: Additional qualifying 
experience involving examining financial institutions; providing accounting, auditing, or financial services; conducting 
financial-related investigations; and/or practicing law may substitute for the required education to a maximum of four 
years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields may 
substitute for one year of the required education). Substitution of Graduate Education for Experience: Graduate course 
work credit received from an accredited college or university in accounting, auditing, business administration, business 
economics, banking & finance, business & management, and/or law may substitute for the required experience on a 
month-for-month basis to a maximum of 1 year (e.g., 36 graduate quarter hours in one or a combination of the above 
listed fields may substitute for one year of the required experience). OR Three years of full-time professional securities 
examination experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading and performing professional securities examination 
work of substantial difficulty; and performs related work as required. Distinguishing Features: This is the lead class in the 
Securities Examiner sub-series. An employee in this class is responsible for leading a unit of subordinate examiners in 
reviewing and analyzing applications for the registration of securities offerings, broker-dealers, investment advisers, and 
sales agents; for conducting field examinations of securities businesses; and for investigating complaints and allegations 
of fraud or misconduct and gathering evidence for prosecution. This class differs from that of Securities Examiner 2, in 
that incumbents of the latter perform at the working level. This class differs from that of Securities Examiner Supervisor 
in that incumbents of the latter are responsible for supervising a unit of subordinate securities examiners. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Leads and participates in investigating alleged or 
suspected violations of securities laws and rules.    Analyzes risk/reward balance of securities offerings, including but not 
limited to, assets, net worth, liquidity through mathematical analysis of dilution, cheap stock, equity investment of 
promoters, excessive compensation to management, options and warrants, and issuer ability to service debt in 
compliance with federal and state laws, rules, and regulations.    Examines registration statements, prospectuses, 
offering circulars, private placement memoranda, certain exempt filings, filing amendments, and supporting documents 
to determine whether the objectives of the applicant would be fair and reasonable to investors pursuant to the Act and 
Rules.    Utilizes supporting financial and statistical information obtained from applications, on-site examinations, public 
sources, and/or subpoenaed documents in order to delineate the scope and nature of violations of federal and state 
securities laws which are evidenced by the information.    Examines statutorily mandated post-registration filings to 
determine compliance by registrants with continuing investor protection, regulatory disclosure, net capital, financial 
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reporting and operational business practice requirements.    Approves applications for registration under the direction 
of the Director. Analyzing Data or Information:    Leads and participates in analyzing current operational business 
practices, individual qualifications, financial condition, required disclosures and regulatory and criminal history of 
applicants to determine eligibility for registration.    Identifies the provisions of federal and state securities law which are 
applicable to the review of applications for registration, complaints, and/or investigations.    Prepares proposals of 
registration denials, suspensions, and revocations by outlining violations as grounds for denials, suspensions, and 
revocations.    Itemizes deficiencies in required filings.    May review trading records and other documents to promote a 
fair and open securities marketplace and avoid prohibited and fraudulent business practices. Interpreting the Meaning 
of Information for Others:    Interprets and explains securities laws, rules, and regulations to the public. Getting 
Information:    Leads and participates in conducting on-site examinations of registered securities broker-dealers and 
investment advisers.    Interviews complainants, witnesses, and victims.    Participates in internal and external training, 
including out-of-state travel, as required by supervisor.    May assist with depositions of suspected violators and 
respondents with department legal counsel. Organizing, Planning, and Prioritizing Work:    Leads and participates in the 
planning of broker-dealer and investment adviser field examinations.    Arranges interviews and meetings with industry, 
as needed. Processing Information:    Leads and participates in collecting and analyzing evidence from investors, 
witnesses and other sources relating to misconduct, and/or fraudulent schemes and practices.    Examines applications 
for registration of broker-dealers, agents, investment advisers and investment adviser representatives in the offer and 
sale of securities and investment advisory services from, in, or into Tennessee.    Audits financial and business records to 
ensure registrants adopt effective investor protection measures, engage in fair and equitable sales practices, retain 
accurate accounting books and records, and maintain appropriate net capital levels according to federal and state 
securities laws, rules, and regulations.    Verifies that regulatory and financial disclosures are submitted on a timely basis 
as prescribed by the Act and Rules. Communicating with Persons Outside Organization:    Leads and participates in the 
presentation of evidence through documents and testimony in appropriate legal proceedings.    Provides guidance 
regarding compliance with the Act and Rules.    May serve subpoenas, orders and other legal documents on witnesses 
and respondents.    May make public presentations for education and outreach. Establishing and Maintaining 
Interpersonal Relationships:    Maintains a variety of personal contacts with industry, law enforcement, self-regulatory 
organizations, and other regulators. Guiding, Directing, and Motivating Subordinates:    Leads junior securities examiners 
in conducting examinations and audits of financial and operational records or in conducting limited and preliminary 
investigations.    Makes work assignments. Documenting/Recording Information:    Leads and participates in preparing 
detailed and complex securities examination and investigation narrative comment letters, preliminary summaries, 
referral memoranda, and final reports.    May assist with depositions of suspected violators and respondents with 
department legal counsel. Provide Consultation and Advice to Others:    Provides technical assistance to subordinate 
examiners 
 
Competencies (KSA’s): 
Competencies:     Fairness to Direct Reports    Integrity and Trust    Decision Quality    Problem Solving    Perseverance    
Written Communications    Patience    Dealing with Ambiguity              Intellectual Horsepower    Process 
ManagementKnowledge:    Knowledge of the Meaning and Spelling of Words, Rules of Composition and Grammar    
Knowledge of Securities Principles    Knowledge of Economic and Accounting Principles    Knowledge of Mathematics    
Knowledge of Law and Government    Knowledge of Computers and Electronics Skills:    Reading Comprehension Skills    
Critical Thinking Skills    Writing Skills    Telephone Skills    Time Management Skills    Multi-Tasking Skills    Active Learning 
Skills    Complex Problem Solving Skills    Negotiation Skills    Customer Service Skills    Active Listening Skills    Judgment 
and Decision Making Skills    Persuasion Skills    Coordination SkillsAbilities:    Inductive Reasoning Ability    Ability to 
Quickly and Accurately Compare Information    Deductive Reasoning Ability    Oral Comprehension Ability    Oral 
Expression Ability    Mathematical Reasoning Ability    Ability to Instruct Others    Social Perceptiveness 
 
Tools and Equipment Used: 
    Computers    Fax Machines    Copiers    Scanners    Printers    Phones    Vehicles    Cameras/Recording Devices    
Projector    Calculators 
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045333 - SECURITY CHIEF 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1883 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of increasingly responsible full-time law enforcement or security employment. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory institutional security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Security Guard sub-series. 
This class differs from that of Security Guard 2 in that an incumbent of the latter is responsible for acting as lead security 
guard on assigned shift, whereas the Security Chief is responsible for directing security operations. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises security function at a large state institution by assigning, 
training, supervising, and evaluating security staff and their work, making recommendation on employment, retention, 
promotion, demotion, dismissal, and other human resources actions, enforcing policy and procedures for operations 
and functions within sphere of authority.Communicating with Persons Outside Organization:    Performs liaison work 
with law enforcement agencies and other entities as required.Performing General Physical Activities:    Responds to calls 
and takes appropriate action to assist in emergency situations.    Searches for and apprehends missing or unauthorized 
individuals.Documenting/Recording Information:    Supervises and participates in the preparation and maintenance of 
records such as incident reports, vehicle citations, logs of visitors and others, and personal property reports.Making 
Decisions and Solving Problems:    Studies relevant security policies and procedures and makes recommendations for 
change in order to effect improvements in economy, efficiency and quality of organization, operations and 
services.Performing for or Working Directly with the Public:    Supervises and participates in the control of entrance and 
exit of persons at a facility.Monitor Processes, Materials, or Surroundings:    Supervises and participates in the patrolling 
of facilities and the monitoring of alarms and audiovisual/security systems (e.g., TV monitors) to check for security, 
hazards, disturbances, and violations of pertinent laws, rules, and regulations.    Visually monitors individuals to ensure 
safety and compliance with policies, rules and regulations.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisor and other facility staff by telephone, in written form, e-mail or in person to advise of any 
security concerns or provide information.Operating Vehicles, Mechanized Devices, or Equipment:    Operates patrol and 
transport vehicles to complete security patrols or transport valuables and individuals.Scheduling Work and Activities:    
Creates and/or reviews work schedules to ensure adequate staffing levels.Controlling Machines and Processes:    
Operates two-way radios and other communications devices to accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Customer Focused    Written Communication    Building 
Effective Teams    Directing Others    Dealing with Ambiguity    Decision Quality    Approachability    Confronting Direct 
ReportsKnowledge:    Intermediate knowledge of accepted practices for providing security servicesSkills:    Active 
listening skills    Active learning skills    Basic reading comprehension skills    Basic speaking skills    Basic writing skills    
Social perceptiveness skills    Basic skills in using computer software such as word processing and spreadsheet 
softwareAbilities:    Ability to coordinate the movement of your arms, legs, and torso together when the whole body is in 
motion    Ability to read and understand information and ideas presented in writing    Ability to keep or regain body 
balance or stay upright when in an unstable position    Ability to see details at a distance    Ability to see under low light 
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conditions    Ability to see objects or movement of objects to one’s side when the eyes are looking ahead    Ability to tell 
the direction from which a sound originated      Ability to listen to and understand information and ideas in speaking so 
others will understand    Ability to apply general rules to specific problems to produce answers that make sense    Ability 
to communicate information in speaking so others will understand    Ability to tell when something is wrong or is likely 
to go wrong     Ability to communicate information and ideas in writing so others will understand    Ability to add, 
subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal Computer 
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045333 - SECURITY CHIEF 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1884 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of increasingly responsible full-time law enforcement or security employment. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory institutional security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the highest class in the Security Guard sub-series. 
This class differs from that of Security Guard 2 in that an incumbent of the latter is responsible for acting as lead security 
guard on assigned shift, whereas the Security Chief is responsible for directing security operations. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises security function at a large state institution by assigning, 
training, supervising, and evaluating security staff and their work, making recommendation on employment, retention, 
promotion, demotion, dismissal, and other human resources actions, enforcing policy and procedures for operations 
and functions within sphere of authority.Communicating with Persons Outside Organization:    Performs liaison work 
with law enforcement agencies and other entities as required.Performing General Physical Activities:    Responds to calls 
and takes appropriate action to assist in emergency situations.    Searches for and apprehends missing or unauthorized 
individuals.Documenting/Recording Information:    Supervises and participates in the preparation and maintenance of 
records such as incident reports, vehicle citations, logs of visitors and others, and personal property reports.Making 
Decisions and Solving Problems:    Studies relevant security policies and procedures and makes recommendations for 
change in order to effect improvements in economy, efficiency and quality of organization, operations and 
services.Performing for or Working Directly with the Public:    Supervises and participates in the control of entrance and 
exit of persons at a facility.Monitor Processes, Materials, or Surroundings:    Supervises and participates in the patrolling 
of facilities and the monitoring of alarms and audiovisual/security systems (e.g., TV monitors) to check for security, 
hazards, disturbances, and violations of pertinent laws, rules, and regulations.    Visually monitors individuals to ensure 
safety and compliance with policies, rules and regulations.Communicating with Supervisors, Peers, or Subordinates:    
Communicates with supervisor and other facility staff by telephone, in written form, e-mail or in person to advise of any 
security concerns or provide information.Operating Vehicles, Mechanized Devices, or Equipment:    Operates patrol and 
transport vehicles to complete security patrols or transport valuables and individuals.Scheduling Work and Activities:    
Creates and/or reviews work schedules to ensure adequate staffing levels.Controlling Machines and Processes:    
Operates two-way radios and other communications devices to accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Customer Focused    Written Communication    Building 
Effective Teams    Directing Others    Dealing with Ambiguity    Decision Quality    Approachability    Confronting Direct 
ReportsKnowledge:    Intermediate knowledge of accepted practices for providing security servicesSkills:    Active 
listening skills    Active learning skills    Basic reading comprehension skills    Basic speaking skills    Basic writing skills    
Social perceptiveness skills    Basic skills in using computer software such as word processing and spreadsheet 
softwareAbilities:    Ability to coordinate the movement of your arms, legs, and torso together when the whole body is in 
motion    Ability to read and understand information and ideas presented in writing    Ability to keep or regain body 
balance or stay upright when in an unstable position    Ability to see details at a distance    Ability to see under low light 
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conditions    Ability to see objects or movement of objects to one’s side when the eyes are looking ahead    Ability to tell 
the direction from which a sound originated      Ability to listen to and understand information and ideas in speaking so 
others will understand    Ability to apply general rules to specific problems to produce answers that make sense    Ability 
to communicate information in speaking so others will understand    Ability to tell when something is wrong or is likely 
to go wrong     Ability to communicate information and ideas in writing so others will understand    Ability to add, 
subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal Computer 
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045331 - SECURITY GUARD 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1861 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time law 
enforcement, security or related experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Non-Competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the entry-working class in the security guard sub-
series. An employee in this class may be assigned to work any shift in providing a full range of institutional and other 
security activities, such as protection of public buildings. This class differs from that of Security Guard 2 in that an 
incumbent of the latter is responsible for acting as lead security guard on an assigned shift. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Performing for or Working Directly with 
the Public:    Controls entrance and exit of individuals by checking for identity, purpose of visit and authorization.    
Escorts individuals to ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as 
incident reports, vehicle citations, logs of visitors and others, and personal property reports.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in 
person to advise of any security concerns. Communicating with Persons Outside Organization:    Communicates with law 
enforcement agencies to report incidents, provide information, and/or request assistance.Monitor Processes, Materials, 
or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual and security systems (e.g., TV monitors) to 
check for security, hazards, disturbances, and violations of pertinent laws, rules, or regulations.    Visually monitors 
individuals to ensure safety and compliance with policies, rules and regulations.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates patrol and transport vehicles to complete security patrols or transport valuables and 
individuals.Controlling Machines and Processes:    Operates two-way radios and other communications devices to 
accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Written Communication    Customer Focused    Decision 
Quality    Problem Solving    Approachability    Interpersonal Savvy    Dealing with Ambiguity    Action OrientedSkills:    
Basic reading comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing 
skills    Social perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together 
when the whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    
Ability to see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of 
objects to one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      
Ability to listen to and understand information and ideas in speaking so others will understand    Ability to apply general 
rules to specific problems to produce answers that make sense    Ability to communicate information in speaking so 
others will understand    Ability to communicate information and ideas in writing so others will understand    Ability to 
tell when something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented 
in writing    Ability to add, subtract, multiply, or divide quickly and correctly 
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Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal computer 
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045331 - SECURITY GUARD 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1862 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time law 
enforcement, security or related experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Non-Competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the entry-working class in the security guard sub-
series. An employee in this class may be assigned to work any shift in providing a full range of institutional and other 
security activities, such as protection of public buildings. This class differs from that of Security Guard 2 in that an 
incumbent of the latter is responsible for acting as lead security guard on an assigned shift. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Performing for or Working Directly with 
the Public:    Controls entrance and exit of individuals by checking for identity, purpose of visit and authorization.    
Escorts individuals to ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as 
incident reports, vehicle citations, logs of visitors and others, and personal property reports.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in 
person to advise of any security concerns. Communicating with Persons Outside Organization:    Communicates with law 
enforcement agencies to report incidents, provide information, and/or request assistance.Monitor Processes, Materials, 
or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual and security systems (e.g., TV monitors) to 
check for security, hazards, disturbances, and violations of pertinent laws, rules, or regulations.    Visually monitors 
individuals to ensure safety and compliance with policies, rules and regulations.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates patrol and transport vehicles to complete security patrols or transport valuables and 
individuals.Controlling Machines and Processes:    Operates two-way radios and other communications devices to 
accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Written Communication    Customer Focused    Decision 
Quality    Problem Solving    Approachability    Interpersonal Savvy    Dealing with Ambiguity    Action OrientedSkills:    
Basic reading comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing 
skills    Social perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together 
when the whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    
Ability to see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of 
objects to one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      
Ability to listen to and understand information and ideas in speaking so others will understand    Ability to apply general 
rules to specific problems to produce answers that make sense    Ability to communicate information in speaking so 
others will understand    Ability to communicate information and ideas in writing so others will understand    Ability to 
tell when something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented 
in writing    Ability to add, subtract, multiply, or divide quickly and correctly 
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Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal computer 
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045331 - SECURITY GUARD 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  1863 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time law 
enforcement, security or related experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check. Examination 
Method: Non-Competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the entry-working class in the security guard sub-
series. An employee in this class may be assigned to work any shift in providing a full range of institutional and other 
security activities, such as protection of public buildings. This class differs from that of Security Guard 2 in that an 
incumbent of the latter is responsible for acting as lead security guard on an assigned shift. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Performing for or Working Directly with 
the Public:    Controls entrance and exit of individuals by checking for identity, purpose of visit and authorization.    
Escorts individuals to ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as 
incident reports, vehicle citations, logs of visitors and others, and personal property reports.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in 
person to advise of any security concerns. Communicating with Persons Outside Organization:    Communicates with law 
enforcement agencies to report incidents, provide information, and/or request assistance.Monitor Processes, Materials, 
or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual and security systems (e.g., TV monitors) to 
check for security, hazards, disturbances, and violations of pertinent laws, rules, or regulations.    Visually monitors 
individuals to ensure safety and compliance with policies, rules and regulations.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates patrol and transport vehicles to complete security patrols or transport valuables and 
individuals.Controlling Machines and Processes:    Operates two-way radios and other communications devices to 
accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Written Communication    Customer Focused    Decision 
Quality    Problem Solving    Approachability    Interpersonal Savvy    Dealing with Ambiguity    Action OrientedSkills:    
Basic reading comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing 
skills    Social perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together 
when the whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    
Ability to see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of 
objects to one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      
Ability to listen to and understand information and ideas in speaking so others will understand    Ability to apply general 
rules to specific problems to produce answers that make sense    Ability to communicate information in speaking so 
others will understand    Ability to communicate information and ideas in writing so others will understand    Ability to 



 TN Job Classification Specifications  
September 22, 2020 

tell when something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented 
in writing    Ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal computer 
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045331 - SECURITY GUARD 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1864 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school; qualifying full-time law 
enforcement, security or related experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Non-Competitive selection for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the entry-working class in the security guard sub-
series. An employee in this class may be assigned to work any shift in providing a full range of institutional and other 
security activities, such as protection of public buildings. This class differs from that of Security Guard 2 in that an 
incumbent of the latter is responsible for acting as lead security guard on an assigned shift. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Performing for or Working Directly with 
the Public:    Controls entrance and exit of individuals by checking for identity, purpose of visit and authorization.    
Escorts individuals to ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as 
incident reports, vehicle citations, logs of visitors and others, and personal property reports.Communicating with 
Supervisors, Peers, or Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in 
person to advise of any security concerns. Communicating with Persons Outside Organization:    Communicates with law 
enforcement agencies to report incidents, provide information, and/or request assistance.Monitor Processes, Materials, 
or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual and security systems (e.g., TV monitors) to 
check for security, hazards, disturbances, and violations of pertinent laws, rules, or regulations.    Visually monitors 
individuals to ensure safety and compliance with policies, rules and regulations.Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates patrol and transport vehicles to complete security patrols or transport valuables and 
individuals.Controlling Machines and Processes:    Operates two-way radios and other communications devices to 
accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Conflict Management    Written Communication    Customer Focused    Decision 
Quality    Problem Solving    Approachability    Interpersonal Savvy    Dealing with Ambiguity    Action OrientedSkills:    
Basic reading comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing 
skills    Social perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together 
when the whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    
Ability to see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of 
objects to one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      
Ability to listen to and understand information and ideas in speaking so others will understand    Ability to apply general 
rules to specific problems to produce answers that make sense    Ability to communicate information in speaking so 
others will understand    Ability to communicate information and ideas in writing so others will understand    Ability to 
tell when something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented 
in writing    Ability to add, subtract, multiply, or divide quickly and correctly 
 



 TN Job Classification Specifications  
September 22, 2020 

Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal computer 
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045332 - SECURITY GUARD 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  1872 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of law enforcement or security work; qualifying full-time law enforcement, security or related experience may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the lead-level class in the Security Guard sub-series. 
An employee in this class may be assigned to work any shift in leading and providing a full range of institutional and 
other security services, such as protection of public buildings. Work activities may include the supervision of staff during 
a work shift or full supervisory and performance management responsibilities for assigned security staff. This class 
differs from that of Security Guard 1 in that an incumbent of the latter acts in an entry-working capacity. This class 
differs from that of Security Chief in that an incumbent of the latter is responsible for directing a staff in security 
operations on a 24 hour basis at a large state facility. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Guiding, Directing, and Motivating 
Subordinates:     May assign, train, supervise and evaluate performance of security staff and their work.     Supervises a 
shift of subordinate staff in the performance of security duties, including controlling the entrance and exit of individuals, 
patrolling facilities, and other assigned security duties.Performing for or Working Directly with the Public:    Controls 
entrance and exit of individuals by checking for identity, purpose of visit and authorization.    Escorts individuals to 
ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as incident reports, 
vehicle citations, logs of visitors and others, and personal property reports.Communicating with Supervisors, Peers, or 
Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in person to advise of any 
security concerns and/or discuss work performance of security staff.Communicating with Persons Outside Organization:    
Communicates with law enforcement agencies to report incidents, provide information, and/or request 
assistance.Monitor Processes, Materials, or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual 
and security systems (e.g., TV monitors) to check for security, hazards, disturbances, and violations of pertinent laws, 
rules, or regulations.    Visually monitors individuals to ensure safety and compliance with policies, rules and 
regulations.Scheduling Work and Activities:    Creates work schedules to ensure adequate staffing levels.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates patrol and transport vehicles to complete security patrols or 
transport valuables and individuals.Controlling Machines and Processes:    Operates two-way radios and other 
communications devices to accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Building Effective Teams    Directing Others    Ethics and Values    Conflict Management    Written 
Communication    Customer Focused    Decision Quality    Problem Solving    Approachability    Interpersonal 
SavvyKnowledge:    Basic knowledge of accepted practices for providing security servicesSkills:    Basic reading 
comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing skills    Social 
perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together when the 
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whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    Ability to 
see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of objects to 
one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      Ability to 
listen to and understand information and ideas in speaking so others will understand    Ability to apply general rules to 
specific problems to produce answers that make sense    Ability to communicate information in speaking so others will 
understand    Ability to communicate information and ideas in writing so others will understand    Ability to tell when 
something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented in writing    
Ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal Computer 
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045332 - SECURITY GUARD 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1873 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of law enforcement or security work; qualifying full-time law enforcement, security or related experience may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for institutional and related security work of average difficulty; and 
performs related work as required. Distinguishing Features:  This is the lead-level class in the Security Guard sub-series. 
An employee in this class may be assigned to work any shift in leading and providing a full range of institutional and 
other security services, such as protection of public buildings. Work activities may include the supervision of staff during 
a work shift or full supervisory and performance management responsibilities for assigned security staff. This class 
differs from that of Security Guard 1 in that an incumbent of the latter acts in an entry-working capacity. This class 
differs from that of Security Chief in that an incumbent of the latter is responsible for directing a staff in security 
operations on a 24 hour basis at a large state facility. 
 
Work Activities: 
Performing General Physical Activities:    Responds to calls and takes appropriate action to assist in emergency 
situations.    Searches for and apprehends missing or unauthorized individuals.Guiding, Directing, and Motivating 
Subordinates:     May assign, train, supervise and evaluate performance of security staff and their work.     Supervises a 
shift of subordinate staff in the performance of security duties, including controlling the entrance and exit of individuals, 
patrolling facilities, and other assigned security duties.Performing for or Working Directly with the Public:    Controls 
entrance and exit of individuals by checking for identity, purpose of visit and authorization.    Escorts individuals to 
ensure their safety.Documenting/Recording Information:    Prepares and maintains records such as incident reports, 
vehicle citations, logs of visitors and others, and personal property reports.Communicating with Supervisors, Peers, or 
Subordinates:    Provides information to supervisor by telephone, in written form, e-mail or in person to advise of any 
security concerns and/or discuss work performance of security staff.Communicating with Persons Outside Organization:    
Communicates with law enforcement agencies to report incidents, provide information, and/or request 
assistance.Monitor Processes, Materials, or Surroundings:    Patrols facilities, monitors alarms, and utilizes audiovisual 
and security systems (e.g., TV monitors) to check for security, hazards, disturbances, and violations of pertinent laws, 
rules, or regulations.    Visually monitors individuals to ensure safety and compliance with policies, rules and 
regulations.Scheduling Work and Activities:    Creates work schedules to ensure adequate staffing levels.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates patrol and transport vehicles to complete security patrols or 
transport valuables and individuals.Controlling Machines and Processes:    Operates two-way radios and other 
communications devices to accomplish security tasks. 
 
Competencies (KSA’s): 
Competencies:    Building Effective Teams    Directing Others    Ethics and Values    Conflict Management    Written 
Communication    Customer Focused    Decision Quality    Problem Solving    Approachability    Interpersonal 
SavvyKnowledge:    Basic knowledge of accepted practices for providing security servicesSkills:    Basic reading 
comprehension skills    Active listening skills    Active learning skills    Basic speaking skills    Basic writing skills    Social 
perceptiveness skillsAbilities:    Ability to coordinate the movement of your arms, legs, and torso together when the 
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whole body is in motion    Ability to keep or regain body balance or stay upright when in an unstable position    Ability to 
see details at a distance    Ability to see under low light conditions    Ability to see objects or movement of objects to 
one’s side when the eyes are looking ahead    Ability to tell the direction from which a sound originated      Ability to 
listen to and understand information and ideas in speaking so others will understand    Ability to apply general rules to 
specific problems to produce answers that make sense    Ability to communicate information in speaking so others will 
understand    Ability to communicate information and ideas in writing so others will understand    Ability to tell when 
something is wrong or is likely to go wrong     Ability to read and understand information and ideas presented in writing    
Ability to add, subtract, multiply, or divide quickly and correctly 
 
Tools and Equipment Used: 
    Motor Vehicle    Golf Cart    Security surveillance/monitoring equipment    Two-way radio and other communication 
equipment    Restraint devices and other security equipment    Personal Computer 
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027298 - SENATOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1159 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073447 - SENIOR ADVISOR 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3174 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073472 - SENIOR ASSOC FOR COMM & POLICY 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3224 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027140 - SENIOR JUDGE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1275 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027325 - SENIOR LEG ADVISOR 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1205 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073429 - SENIOR LEGISLATIVE LIAISON 
 
Agency:  Executive Department (31501) 
Edison Template Job Opening ID:  3157 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078101 - SENTENCE/DOCKETING ANALYST 1* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  8782 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Additional qualifying full-time sentencing analysis work and/or parole docketing work for 
convicted offenders may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Have good moral character as determined by 
investigation; Complete a criminal history disclosure form in a manner approved by the appointing authority; Agree to 
release all records involving their criminal history to the appointing authority; Supply a fingerprint sample in the manner 
prescribed by the TBI for a fingerprint bases criminal history records check; Have no conviction for a felony or have been 
discharged under any conditions other than honorable conditions from any branch of the United States armed forces. 
Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary:  Under direct supervision, performs professional sentence calculation or parole docketing work of 
considerable difficulty and performs supervisory work of average difficulty and performs related work as required. 
Distinguishing Features:  This is the entry-level, professional class in the Sentencing/Docketing Analyst sub-series with 
the entry level being the Sentence/Docketing Analyst 1*.  An employee in this class learns to analyze sentence or parole 
structure, sentence calculation or parole docketing work, and sentence or parole hearing management procedures. This 
class differs from Sentencing/Docketing Technician 3 in that incumbents of the latter verify, modify, and code computer 
records and lead lower level staff.  This class differs from the Sentence/Docketing Analyst 2* in that incumbents of the 
latter perform under general supervision at the working level. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Learns how to insure that offender records are complete, accurate, and 
properly stored as required by policies and procedures. Learns to reviews offender judgment orders for accuracy and 
proper calculations as required by codes, policies, and procedures. Processing Information: Learns how to confirm that 
all required data and information is accurate prior to certifying parole eligibility, determinate release eligibility, or prior 
to authorizing the release of an offender as required by codes, policies, and procedures. Learns to supervise the 
processing of orders when all data, information, and codes are complete and correct according to the requirements of 
codes, policies, and procedures. Learns how to assess the offender’s credits to determine their applicability toward 
sentencing as required by codes, policies, and procedures. Making Decisions and Solving Problems: Learns to analyze the 
offender’s file and history to insure that the overall sentence and time served is in compliance with the court orders. 
Learns how to insure that staff under their personal supervision understands their personal job responsibilities in 
processing and reviewing offender’s records and files as required by codes, policies, and procedures. Analyzing Data or 
Information: Learns how to identify the separate components of an offender’s sentence structure to explain to the 
courts the offender’s sentence history and calculation. Identifying Objects, Actions, and Events: Learns how to review 
dockets and reports on offenders to determine release eligibility, expiration of sentences, and to clear out court status 
as required by codes, policies, and procedures. Documenting/Recording Information: Learns how to enter and maintain 
all required information and changes in information into information records systems as required by codes, policies, and 
procedures. Learns how to monitor staff under their supervision in their processing and maintenance of all required 
offender information and records as required by policies and procedures. Evaluating Information to Determine 
Compliance with Standards: Learns how to reference offender court orders with legal codes, policies, and procedures to 
confirm that the order is in compliance with the legal requirements for a parole hearing, determinate release, or the 
offender’s expiration of sentence release. Interpreting the Meaning of Information for Others: Learns how to explain the 
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requirements and standards required by codes, policies, and procedures to staff under their supervision and others as 
required. Communicating with Supervisors, Peers, or Subordinates: Learns how to communicate with supervisors, peers, 
or subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures. Training and Teaching 
Others: Learns how to train, coach, and develop staff under their supervision as required by policies, procedures and 
unit manuals. Communicating with Persons Outside Organization: Learns how to communicate with persons outside the 
organization as required in response to inquiries for offender information to explain details relative to parole hearings, 
sentencing, and all releases as required by codes, policies, or procedures. Guiding, Directing, and Motivating 
Subordinates: Learns how to provide job performance guidance, analysis, and performance evaluations to their 
employees as required by codes, policies, and procedures. Organizing, Planning, and Prioritizing Work:  Learns how to 
process and organize all work according to their priorities in order to complete all work as required in a timely manner. 
Learns how to review the organization and plan for the work of staff under their supervision to insure that operational 
requirements and goals are met as required by codes, policies, and procedures. Interacting With Computers: Uses a 
computer in the conduct of their daily work activities and for communication related to their work with other staff and 
agencies. Getting Information: Contacts a variety of public officials regarding offender information and records as 
required by laws, policies and procedures. Receives documentation on offenders from public officials at all levels. 
Reviews time and attendance data on staff under their supervision. Developing Objectives and Strategies: Participates in 
the formulation and execution of improvements for programs, policies, and procedures to address operational 
requirements for processing offender’s sentence calculations and releases. Resolving Conflicts and Negotiating with 
Others: Communicates effectively with others to resolve conflicts quickly and effectively. Performing for or Working 
Directly with the Public: Maintains and provides information from files and records as required by policies, procedures, 
and unit operating procedures, as required. Coaching and Developing Others: Assists in the development of other staff 
in improving job related skills and in their work responsibilities. Performing Administrative Activities: Maintains files, 
reports, and records for daily operations, personnel, and administration as required by codes, policies, and procedures. 
Establishing and Maintaining Interpersonal Relationships: Interacts in a positive manner with other staff members, 
fellow employees, other agencies, and the public to foster and maintain a harmonious working environment and good 
public relations. Coordinating the Work and Activities of Others: Coordinates the workloads and activities of the staff 
under their supervision. Developing and Building Teams: Participates in the development and growth of team building 
and contributes to team success in job performance and completion of daily work requirements. Provide Consultation 
and Advice to Others: Recommends changes and improvements in the processes and procedures for work activities to 
improve unit operational performance. Staffing Organizational Units: Participates in the hiring and/or promotional 
process for staffing for the unit. Scheduling Work and Activities: Sets the work schedule and requirements for staff 
under their supervision. Assists in the scheduling of conferences for other departmental staff related to the policies and 
procedures for program operations, as required. Updating and Using Relevant Knowledge: Attends and participates in all 
required in-service and pre-service trainings related to applying new knowledge to their job requirements as required by 
codes, policies, and procedures. Assisting and Caring for Others: Responds appropriately when personal assistance is 
needed. Operating Vehicles, Mechanized Devices, or Equipment: Operates state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Priority Setting Confronting Direct Reports 
Perseverance Organizational Agility Approachability Composure Integrity and TrustKnowledge: Administration and 
Management Clerical Customer and Personal Service Law and GovernmentSkills: Active Listening Active Learning Critical 
Thinking Speaking Monitoring Reading Comprehension Complex Problem Solving Learning Strategies Mathematics 
Writing Time ManagementAbilities: Time Sharing Memorization Deductive Reasoning Inductive Reasoning Mathematical 
Reasoning Problem Sensitivity Selective Attention Perceptual Speed Wrist-Finger Speed Category Flexibility Information 
Ordering Oral Comprehension Oral Expression Written Expression Near Vision Written Comprehension Speech Clarity 
Speech Recognition Number Facility 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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078102 - SENTENCE/DOCKETING ANALYST 2* 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4468 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of sentencing analysis work and/or parole docketing work for convicted offenders. Substitution 
of Experience for Education: Additional qualifying full-time sentencing analysis work and/or parole docketing work for 
convicted offenders may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint bases criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs professional sentence calculation or parole docketing work of 
considerable difficulty and performs supervisory work of average difficulty and performs related work as required. 
Distinguishing Features:  This is the working-level, professional class in the Sentencing/Docketing Analyst sub-series with 
the entry level being the Sentence/Docketing Analyst 1,.  An employee in this class analyzes sentence or parole 
structure, sentence calculation or parole docketing work, and sentence or parole hearing management procedures. This 
class differs from Sentencing/Docketing Analyst 1, in that incumbents of the latter are at the entry level and are learning 
the competencies of this level. This class differs from the Sentence/Docketing Management Supervisor in that  
incumbents of the latter supervises a Sentence Computation Unit, a Sentence Information Services Unit, or a Parole 
Docketing Unit and explains, interprets, and enforces laws pertaining to sentence calculation or parole docketing. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly 
stored as required by policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations 
as required by codes, policies, and procedures.Processing Information:    Confirms that all required data and information 
is accurate prior to certifying parole eligibility, determinate release eligibility, or prior to authorizing the release of an 
offender as required by codes, policies, and procedures.    Supervises the processing of orders when all data, 
information, and codes are complete and correct according to the requirements of codes, policies, and procedures.    
Assesses the offender's credits to determine their applicability toward sentencing as required by codes, policies, and 
procedures.Making Decisions and Solving Problems:    Analyzes the offender's file and history to insure that the overall 
sentence and time served is in compliance with the court orders.    Insures that staff under their personal supervision 
understands their personal job responsibilities in processing and reviewing offender's records and files as required by 
codes, policies, and procedures.Analyzing Data or Information:    Identifies the separate components of an offender's 
sentence structure to explain to the courts the offender's sentence history and calculation.Identifying Objects, Actions, 
and Events:    Reviews dockets and reports on offenders to determine release eligibility, expiration of sentences, and to 
clear out court status as required by codes, policies, and procedures.Documenting/Recording Information:     Enters and 
maintains all required information and changes in information into information records systems as required by codes, 
policies, and procedures.    Monitors staff under their supervision in their processing and maintenance of all required 
offender information and records as required by policy and procedures.Evaluating Information to Determine 
Compliance with Standards:    References offender court orders with legal codes, policies, and procedures to confirm 
that the order is in compliance with the legal requirements for a parole hearing, determinate release, or the offender's 
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expiration of sentence release.Interpreting the Meaning of Information for Others:    Explains the requirements and 
standards required by codes, policies, and procedures to staff under their supervision and others as 
required.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Training and Teaching 
Others:    Trains, coaches, and develops staff under their supervision and other staff as required by policies, procedures, 
and unit manuals.Communicating with Persons Outside Organization:    Communicates with persons outside the 
organization as required in response to inquiries for offender information to explain details relative to parole hearings, 
sentencing, and all releases as required by codes, policies, or procedures.Guiding, Directing, and Motivating 
Subordinates:    Provides job performance guidance, analysis, and performance evaluations to their employees as 
required by codes, policies, and procedures.Organizing, Planning, and Prioritizing Work:    Processes and organizes all 
work according to their priorities in order to complete all work as required and in a timely manner.    Reviews the 
organization and plan for work of staff under their supervision to insure that operational requirements and goals are 
met as required by codes, policies, and procedures.Interacting With Computers:    Uses a computer in the conduct of 
their daily work activities and for communication related to their work with other staff and agencies.Getting 
Information:    Contacts a variety of public officials regarding offender information and records as required by laws, 
policies and procedures.    Receives documentation on offenders from public officials at all levels.    Reviews time and 
attendance data on staff under their supervision.Developing Objectives and Strategies:    Participates in the formulation 
and execution of improvements for programs, policies, and procedures to address operational requirements for 
processing offender's sentence calculations and releases.Resolving Conflicts and Negotiating with Others:    
Communicates effectively with others to resolve conflicts quickly and effectively.Performing for or Working Directly with 
the Public:    Maintains and provides information from files and records as required by policies, procedures, and unit 
operating procedures, as required.Coaching and Developing Others:    Assists in the development of other staff in 
improving job related skills and in their work responsibilities.Performing Administrative Activities:    Maintains files, 
reports, and records for daily operations, personnel, and administration as required by codes, policies, and 
procedures.Establishing and Maintaining Interpersonal Relationships:    Interacts in a positive manner with other staff 
members, fellow employees, other agencies, and the public to foster and maintain a harmonious working environment 
and good public relations.Coordinating the Work and Activities of Others:    Coordinates the workloads and activities of 
the staff under their supervision.Developing and Building Teams:    Participates in the development and growth of team 
building and contributes to team success in job performance and completion of daily work requirements.Provide 
Consultation and Advice to Others:    Recommends changes and improvements in the processes and procedures for 
work activities to improve unit operational performance.Staffing Organizational Units:    Participates in the hiring and/or 
promotional process for staffing for the unit.Scheduling Work and Activities:    Sets the work schedule and requirements 
for staff under their supervision.    Assists in the scheduling of conferences for other departmental staff related to the 
policies and procedures for program operations, as required.Updating and Using Relevant Knowledge:    Attends and 
participates in all required in-service and pre-service training related to applying new knowledge to their job 
requirements and as required by codes, policies, and procedures.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Priority Setting    Confronting Direct Reports    
Perseverance    Organizational Agility    Approachability    Composure    Integrity and TrustKnowledge:    Administration 
and Management    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Listening    Active 
Learning    Critical Thinking    Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning 
Strategies    Mathematics    Writing    Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    
Inductive Reasoning    Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-
Finger Speed    Category Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    
Near Vision    Written Comprehension    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078102 - SENTENCE/DOCKETING ANALYST 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4469 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to one year of sentencing analysis work and/or parole docketing work for convicted offenders. Substitution 
of Experience for Education: Additional qualifying full-time sentencing analysis work and/or parole docketing work for 
convicted offenders may substitute for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint bases criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs professional sentence calculation or parole docketing work of 
considerable difficulty and performs supervisory work of average difficulty and performs related work as required. 
Distinguishing Features:  This is the working-level, professional class in the Sentencing/Docketing Analyst sub-series with 
the entry level being the Sentence/Docketing Analyst 1,.  An employee in this class analyzes sentence or parole 
structure, sentence calculation or parole docketing work, and sentence or parole hearing management procedures. This 
class differs from Sentencing/Docketing Analyst 1, in that incumbents of the latter are at the entry level and are learning 
the competencies of this level. This class differs from the Sentence/Docketing Management Supervisor in that  
incumbents of the latter supervises a Sentence Computation Unit, a Sentence Information Services Unit, or a Parole 
Docketing Unit and explains, interprets, and enforces laws pertaining to sentence calculation or parole docketing. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly 
stored as required by policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations 
as required by codes, policies, and procedures.Processing Information:    Confirms that all required data and information 
is accurate prior to certifying parole eligibility, determinate release eligibility, or prior to authorizing the release of an 
offender as required by codes, policies, and procedures.    Supervises the processing of orders when all data, 
information, and codes are complete and correct according to the requirements of codes, policies, and procedures.    
Assesses the offender's credits to determine their applicability toward sentencing as required by codes, policies, and 
procedures.Making Decisions and Solving Problems:    Analyzes the offender's file and history to insure that the overall 
sentence and time served is in compliance with the court orders.    Insures that staff under their personal supervision 
understands their personal job responsibilities in processing and reviewing offender's records and files as required by 
codes, policies, and procedures.Analyzing Data or Information:    Identifies the separate components of an offender's 
sentence structure to explain to the courts the offender's sentence history and calculation.Identifying Objects, Actions, 
and Events:    Reviews dockets and reports on offenders to determine release eligibility, expiration of sentences, and to 
clear out court status as required by codes, policies, and procedures.Documenting/Recording Information:     Enters and 
maintains all required information and changes in information into information records systems as required by codes, 
policies, and procedures.    Monitors staff under their supervision in their processing and maintenance of all required 
offender information and records as required by policy and procedures.Evaluating Information to Determine 
Compliance with Standards:    References offender court orders with legal codes, policies, and procedures to confirm 
that the order is in compliance with the legal requirements for a parole hearing, determinate release, or the offender's 
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expiration of sentence release.Interpreting the Meaning of Information for Others:    Explains the requirements and 
standards required by codes, policies, and procedures to staff under their supervision and others as 
required.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Training and Teaching 
Others:    Trains, coaches, and develops staff under their supervision and other staff as required by policies, procedures, 
and unit manuals.Communicating with Persons Outside Organization:    Communicates with persons outside the 
organization as required in response to inquiries for offender information to explain details relative to parole hearings, 
sentencing, and all releases as required by codes, policies, or procedures.Guiding, Directing, and Motivating 
Subordinates:    Provides job performance guidance, analysis, and performance evaluations to their employees as 
required by codes, policies, and procedures.Organizing, Planning, and Prioritizing Work:    Processes and organizes all 
work according to their priorities in order to complete all work as required and in a timely manner.    Reviews the 
organization and plan for work of staff under their supervision to insure that operational requirements and goals are 
met as required by codes, policies, and procedures.Interacting With Computers:    Uses a computer in the conduct of 
their daily work activities and for communication related to their work with other staff and agencies.Getting 
Information:    Contacts a variety of public officials regarding offender information and records as required by laws, 
policies and procedures.    Receives documentation on offenders from public officials at all levels.    Reviews time and 
attendance data on staff under their supervision.Developing Objectives and Strategies:    Participates in the formulation 
and execution of improvements for programs, policies, and procedures to address operational requirements for 
processing offender's sentence calculations and releases.Resolving Conflicts and Negotiating with Others:    
Communicates effectively with others to resolve conflicts quickly and effectively.Performing for or Working Directly with 
the Public:    Maintains and provides information from files and records as required by policies, procedures, and unit 
operating procedures, as required.Coaching and Developing Others:    Assists in the development of other staff in 
improving job related skills and in their work responsibilities.Performing Administrative Activities:    Maintains files, 
reports, and records for daily operations, personnel, and administration as required by codes, policies, and 
procedures.Establishing and Maintaining Interpersonal Relationships:    Interacts in a positive manner with other staff 
members, fellow employees, other agencies, and the public to foster and maintain a harmonious working environment 
and good public relations.Coordinating the Work and Activities of Others:    Coordinates the workloads and activities of 
the staff under their supervision.Developing and Building Teams:    Participates in the development and growth of team 
building and contributes to team success in job performance and completion of daily work requirements.Provide 
Consultation and Advice to Others:    Recommends changes and improvements in the processes and procedures for 
work activities to improve unit operational performance.Staffing Organizational Units:    Participates in the hiring and/or 
promotional process for staffing for the unit.Scheduling Work and Activities:    Sets the work schedule and requirements 
for staff under their supervision.    Assists in the scheduling of conferences for other departmental staff related to the 
policies and procedures for program operations, as required.Updating and Using Relevant Knowledge:    Attends and 
participates in all required in-service and pre-service training related to applying new knowledge to their job 
requirements and as required by codes, policies, and procedures.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
state equipment in the conduct of their work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Priority Setting    Confronting Direct Reports    
Perseverance    Organizational Agility    Approachability    Composure    Integrity and TrustKnowledge:    Administration 
and Management    Clerical    Customer and Personal Service    Law and GovernmentSkills:    Active Listening    Active 
Learning    Critical Thinking    Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning 
Strategies    Mathematics    Writing    Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    
Inductive Reasoning    Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-
Finger Speed    Category Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    
Near Vision    Written Comprehension    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078103 - SENTENCE/DOCKETING MGMT SUPV 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4474 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of sentencing analysis work and / or parole docketing work for convicted offenders. 
Substitution of Experience for Education: Additional qualifying full-time sentencing analysis work and / or parole 
docketing work for convicted offenders may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release of all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint bases criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under minimal supervision, performs professional sentence calculation or parole docketing work of 
considerable difficulty and supervisory work of considerable difficulty; and performs related work as required. 
Distinguishing Features:  This is the supervisory/managerial level class in the Sentencing/Docketing Technician and 
Sentencing/ Docketing Analyst sub-series. An employee in this class supervises a Sentence Computation Unit, a Sentence 
Information Services Unit, or a Parole Docketing Unit and explains, interprets, and enforces laws and policies pertaining 
to sentence calculation or parole docketing. This class differs from Sentencing/Docketing Analyst 2, in that incumbents 
of the latter analyzes sentence or parole structure, sentence calculation or parole docketing work, and sentence or 
parole hearing management procedures and reports to an incumbent in this class. 
 
Work Activities: 
Analyzing Data or Information:    Identifies the separate components of an offender's sentence structure to explain to 
the courts the offender's sentence history and calculation.Evaluating Information to Determine Compliance with 
Standards:    References offender orders with legal codes, policies, and procedures to confirm that the order is in 
compliance with the legal requirements for parole hearing or the offender’s release.Making Decisions and Solving 
Problems:    Monitors the staff's analysis of the offender's files and history to insure that the overall sentence and time 
served is in compliance with the court orders.    Insures that staff under their personal supervision understands their 
personal job responsibilities in processing and reviewing offender's records and files as required by codes, policies, and 
procedures.Developing Objectives and Strategies:    Addresses the actions needed to execute changes in work processes 
required by changes in the legal codes impacting offender sentencing.    Participates in the formulation and execution of 
improvements for programs, policies, and procedures to address operational requirements for processing offender's 
sentence calculations and releases.Processing Information:    Insures that staff is confirming all required data and 
information is accurate prior to certifying parole eligibility, determine release eligibility, or prior to authorizing the 
release of an offender as required by codes, policies, and procedures.     Supervises the processing of orders when all 
data, information, and codes are complete and correct according to the requirements of codes, policies, and 
procedures.    Insures that staff is assessing the offender's credits to determine their applicability toward sentencing as 
required by codes, policies, and procedures.Identifying Objects, Actions, and Events:    Reviews dockets and reports on 
offenders to determine release eligibility, expiration of sentences, and to clear out court status as required by codes, 
policies, and procedures.    Insures that staff under their supervision is identifying critical items and changes impacting 
their work requirements.Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, 
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accurate, and properly stored as required by policies and procedures.    Reviews offender judgment orders for accuracy 
and proper calculations as required by codes, policies, and procedures.    Reviews time and attendance data on staff 
under their supervision.Documenting/Recording Information:     Insures that staff enters and maintains all required 
information and changes in information into information records systems as required by codes, policies, and 
procedures.    Monitors staff under their supervision in their processing and maintenance of all required offender 
information and records as required by policies and procedures.Interacting With Computers:    Uses a computer in the 
conduct of their daily work activities and for communication related to their work with other staff and agencies.Getting 
Information:    Receives documentation on offenders from public officials at all levels.    Contacts a variety of public 
officials regarding offender information and records as required by laws, policies and procedures.    Reviews time and 
attendance data on staff under their supervision.Organizing, Planning, and Prioritizing Work:    Processes and organizes 
all work according to their priorities in order to complete all work as required and in a timely manner.    Reviews the 
organization and plan for work of staff under their supervision to insure that operational requirements and goals are 
met as required by codes, policies, and procedures.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the staff time and resources needed to meet work load projections in a timely manner as 
required by codes, policies, and procedures.Judging the Qualities of Things, Services, or People:    Assesses the 
importance of the cases and the work requirements to determine the priorities for the work unit.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or subordinates as required in response to 
inquiries for offender information to explain details relative to parole or revocation hearings, sentencing, or parole 
release as required by codes, policies, or procedures.Communicating with Persons Outside Organization:    
Communicates with persons outside the organization as required in response to inquiries for offender information to 
explain details relative to parole hearings, sentencing, and all releases as required by codes, policies, or 
procedures.Training and Teaching Others:    Trains, coaches, and develops staff under their supervision and other staff 
as required by policies, procedures, and unit manuals.Interpreting the Meaning of Information for Others:    Explains the 
requirements and standards required by codes, policies, and procedures to staff under their supervision and to others as 
required.Resolving Conflicts and Negotiating with Others:    Resolves grievances and complaints quickly and effectively 
as required by policies and procedures.    Communicates effectively with others to prevent and if necessary to resolve 
conflicts and disagreements quickly and effectively.Performing for or Working Directly with the Public:    Maintains and 
provides information from files and records as required by policies, procedures, and unit operating procedures, as 
required.Provide Consultation and Advice to Others:    Recommends changes and improvements in the processes and 
procedures for work activities to improve unit operational performance.Performing Administrative Activities:    
Maintains files, reports, and records for daily operations, personnel, and administration as required by codes policies, 
and procedures.Staffing Organizational Units:    Participates in the hiring and/or promotional process for staffing the 
unit.Thinking Creatively:    Identifies needed changes in policies and procedures related to unit functions.    Looks for 
ways to improve unit work performance.Scheduling Work and Activities:    Sets the work schedule and requirements for 
staff under their supervision.    Schedules conferences for other departmental staff related to the policies and 
procedures for program operations.Developing and Building Teams:    Participates in the development and growth of 
individuals and the team by building and contributing to team success in job performance and completion of daily work 
requirements.Coaching and Developing Others:    Insures that staff under their supervision receives the guidance and 
personal training needed to develop their skills and personal potential.Coordinating the Work and Activities of Others:    
Coordinates the workloads and activities of the staff under their supervision.    Coordinates with other units involving 
shared work and joint projects.Guiding, Directing, and Motivating Subordinates:    Provides job performance guidance, 
analysis, and job performance evaluations to their employees as required by codes, policies, and procedures.Updating 
and Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to 
applying new knowledge and to their job requirements and as required by codes, policies, and procedures.Monitoring 
and Controlling Resources:    Initiates action to secure supplies and equipment needed for unit operations.    Evaluates 
the costs of activities involving unit staff and work requirements.Establishing and Maintaining Interpersonal 
Relationships:    Interacts in a positive manner with other staff members, fellow employees, other agencies, and the 
public to foster and maintain a harmonious working environment and good public relations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.Assisting and Caring for 
Others:    Responds appropriately when personal assistance is needed. 
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Problem Solving    Planning    Process Management    Managerial Courage    
Perseverance    Presentation Skills    Building Effective Teams    Composure    Integrity and TrustKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Law and Government    Public Safety and 
SecuritySkills:    Active Listening    Active Learning    Critical Thinking    Speaking    Monitoring    Reading Comprehension    
Complex Problem Solving    Learning Strategies    Mathematics    Writing    Service Orientation    Social Perceptiveness    
Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    Inductive Reasoning    
Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-Finger Speed    Extent 
Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Near Vision    Written 
Comprehension    Auditory Attention    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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078103 - SENTENCE/DOCKETING MGMT SUPV 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4475 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three years of sentencing analysis work and / or parole docketing work for convicted offenders. 
Substitution of Experience for Education: Additional qualifying full-time sentencing analysis work and / or parole 
docketing work for convicted offenders may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release of all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint bases criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under minimal supervision, performs professional sentence calculation or parole docketing work of 
considerable difficulty and supervisory work of considerable difficulty; and performs related work as required. 
Distinguishing Features:  This is the supervisory/managerial level class in the Sentencing/Docketing Technician and 
Sentencing/ Docketing Analyst sub-series. An employee in this class supervises a Sentence Computation Unit, a Sentence 
Information Services Unit, or a Parole Docketing Unit and explains, interprets, and enforces laws and policies pertaining 
to sentence calculation or parole docketing. This class differs from Sentencing/Docketing Analyst 2, in that incumbents 
of the latter analyzes sentence or parole structure, sentence calculation or parole docketing work, and sentence or 
parole hearing management procedures and reports to an incumbent in this class. 
 
Work Activities: 
Analyzing Data or Information:    Identifies the separate components of an offender's sentence structure to explain to 
the courts the offender's sentence history and calculation.Evaluating Information to Determine Compliance with 
Standards:    References offender orders with legal codes, policies, and procedures to confirm that the order is in 
compliance with the legal requirements for parole hearing or the offender’s release.Making Decisions and Solving 
Problems:    Monitors the staff's analysis of the offender's files and history to insure that the overall sentence and time 
served is in compliance with the court orders.    Insures that staff under their personal supervision understands their 
personal job responsibilities in processing and reviewing offender's records and files as required by codes, policies, and 
procedures.Developing Objectives and Strategies:    Addresses the actions needed to execute changes in work processes 
required by changes in the legal codes impacting offender sentencing.    Participates in the formulation and execution of 
improvements for programs, policies, and procedures to address operational requirements for processing offender's 
sentence calculations and releases.Processing Information:    Insures that staff is confirming all required data and 
information is accurate prior to certifying parole eligibility, determine release eligibility, or prior to authorizing the 
release of an offender as required by codes, policies, and procedures.     Supervises the processing of orders when all 
data, information, and codes are complete and correct according to the requirements of codes, policies, and 
procedures.    Insures that staff is assessing the offender's credits to determine their applicability toward sentencing as 
required by codes, policies, and procedures.Identifying Objects, Actions, and Events:    Reviews dockets and reports on 
offenders to determine release eligibility, expiration of sentences, and to clear out court status as required by codes, 
policies, and procedures.    Insures that staff under their supervision is identifying critical items and changes impacting 
their work requirements.Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, 
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accurate, and properly stored as required by policies and procedures.    Reviews offender judgment orders for accuracy 
and proper calculations as required by codes, policies, and procedures.    Reviews time and attendance data on staff 
under their supervision.Documenting/Recording Information:     Insures that staff enters and maintains all required 
information and changes in information into information records systems as required by codes, policies, and 
procedures.    Monitors staff under their supervision in their processing and maintenance of all required offender 
information and records as required by policies and procedures.Interacting With Computers:    Uses a computer in the 
conduct of their daily work activities and for communication related to their work with other staff and agencies.Getting 
Information:    Receives documentation on offenders from public officials at all levels.    Contacts a variety of public 
officials regarding offender information and records as required by laws, policies and procedures.    Reviews time and 
attendance data on staff under their supervision.Organizing, Planning, and Prioritizing Work:    Processes and organizes 
all work according to their priorities in order to complete all work as required and in a timely manner.    Reviews the 
organization and plan for work of staff under their supervision to insure that operational requirements and goals are 
met as required by codes, policies, and procedures.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the staff time and resources needed to meet work load projections in a timely manner as 
required by codes, policies, and procedures.Judging the Qualities of Things, Services, or People:    Assesses the 
importance of the cases and the work requirements to determine the priorities for the work unit.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or subordinates as required in response to 
inquiries for offender information to explain details relative to parole or revocation hearings, sentencing, or parole 
release as required by codes, policies, or procedures.Communicating with Persons Outside Organization:    
Communicates with persons outside the organization as required in response to inquiries for offender information to 
explain details relative to parole hearings, sentencing, and all releases as required by codes, policies, or 
procedures.Training and Teaching Others:    Trains, coaches, and develops staff under their supervision and other staff 
as required by policies, procedures, and unit manuals.Interpreting the Meaning of Information for Others:    Explains the 
requirements and standards required by codes, policies, and procedures to staff under their supervision and to others as 
required.Resolving Conflicts and Negotiating with Others:    Resolves grievances and complaints quickly and effectively 
as required by policies and procedures.    Communicates effectively with others to prevent and if necessary to resolve 
conflicts and disagreements quickly and effectively.Performing for or Working Directly with the Public:    Maintains and 
provides information from files and records as required by policies, procedures, and unit operating procedures, as 
required.Provide Consultation and Advice to Others:    Recommends changes and improvements in the processes and 
procedures for work activities to improve unit operational performance.Performing Administrative Activities:    
Maintains files, reports, and records for daily operations, personnel, and administration as required by codes policies, 
and procedures.Staffing Organizational Units:    Participates in the hiring and/or promotional process for staffing the 
unit.Thinking Creatively:    Identifies needed changes in policies and procedures related to unit functions.    Looks for 
ways to improve unit work performance.Scheduling Work and Activities:    Sets the work schedule and requirements for 
staff under their supervision.    Schedules conferences for other departmental staff related to the policies and 
procedures for program operations.Developing and Building Teams:    Participates in the development and growth of 
individuals and the team by building and contributing to team success in job performance and completion of daily work 
requirements.Coaching and Developing Others:    Insures that staff under their supervision receives the guidance and 
personal training needed to develop their skills and personal potential.Coordinating the Work and Activities of Others:    
Coordinates the workloads and activities of the staff under their supervision.    Coordinates with other units involving 
shared work and joint projects.Guiding, Directing, and Motivating Subordinates:    Provides job performance guidance, 
analysis, and job performance evaluations to their employees as required by codes, policies, and procedures.Updating 
and Using Relevant Knowledge:    Attends and participates in all required in-service and pre-service training related to 
applying new knowledge and to their job requirements and as required by codes, policies, and procedures.Monitoring 
and Controlling Resources:    Initiates action to secure supplies and equipment needed for unit operations.    Evaluates 
the costs of activities involving unit staff and work requirements.Establishing and Maintaining Interpersonal 
Relationships:    Interacts in a positive manner with other staff members, fellow employees, other agencies, and the 
public to foster and maintain a harmonious working environment and good public relations.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their work.Assisting and Caring for 
Others:    Responds appropriately when personal assistance is needed. 
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Problem Solving    Planning    Process Management    Managerial Courage    
Perseverance    Presentation Skills    Building Effective Teams    Composure    Integrity and TrustKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Law and Government    Public Safety and 
SecuritySkills:    Active Listening    Active Learning    Critical Thinking    Speaking    Monitoring    Reading Comprehension    
Complex Problem Solving    Learning Strategies    Mathematics    Writing    Service Orientation    Social Perceptiveness    
Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    Inductive Reasoning    
Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-Finger Speed    Extent 
Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Near Vision    Written 
Comprehension    Auditory Attention    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009841 - SENTENCE/DOCKETING TECH 2* 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2870 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited high school and experience 
equivalent to two years of data processing work or office clerical work involved in reviewing or verifying information 
contained in documents or computer records, of which one year must include organizing and verifying felony offenders’ 
sentencing documents and computer records. Substitution of Vocational Education for Experience: Completion of a 
vocational certificate in office administration or data processing may substitute for one year of the required office 
clerical or data processing work, there being no substitution for the required year of sentencing records work. 
Substitution of College Education for Experience:   Successful completion of at least nine out of forty-five quarter hours 
in office administration or data processing from an accredited college or university may substitute for one year of the 
required office clerical or data processing experience, there being no substitution for the required year of sentencing 
records work. Substitution of Experience for Education: Additional qualifying full-time data processing work or office 
clerical work involved in reviewing or verifying information contained in documents or computer records may substitute 
for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs sentence calculation work or parole docketing work of average 
difficulty; and performs related work as required. Distinguishing Features: , This is the working level class in the 
Sentencing/Docketing Tech sub-series. Employees in this class either verify the completeness and accuracy of judgment 
orders pertaining to offender incarceration or verify the accuracy of sentencing and parole eligibility data to schedule 
parole hearings for eligible offenders. This class differs from Sentencing/Docketing Tech 1, in that incumbents of the 
latter learn to code, enter, and verify the accuracy of offender incarceration or parole data. This class differs from the 
Sentence/Docketing Tech 3 in that incumbents of the latter modify judgment order computer records or perform 
specialized parole docketing functions. 
 
Work Activities: 
Processing Information:    Confirms that all required data and information is accurate prior to scheduling a hearing/ 
parole hearing as required by policies and procedures.    Assesses the offender's credits to determine their applicability 
toward sentencing as required by codes, policies, and procedures.    Processes orders when all data, information, and 
codes are complete and correct according to the requirements of codes, policies, and procedures.Monitor Processes, 
Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly stored as required by 
policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations as required by codes, 
policies, and procedures.Documenting/Recording Information:     Enters all required information and changes in 
information records systems as required by codes, policies, and procedures.Evaluating Information to Determine 
Compliance with Standards:    References offender orders with legal codes, policies, and procedures to confirm that the 
order is in compliance with the legal requirements.Organizing, Planning, and Prioritizing Work:    Processes and 
organizes all work according to their priorities in order to complete all work as required and in a timely 
manner.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
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subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Performing 
Administrative Activities:      Maintains files and records as required by policies and procedures, as required.Establishing 
and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and 
effectively.    Interacts in a positive manner with other staff members and fellow employees to foster and maintain a 
harmonious working environment.Communicating with Persons Outside Organization:    Communicates with persons 
outside the organization as required in response to inquiries for offender information to explain details relative to 
hearings, sentencing, or paroles as required by codes, policies, or procedures.Getting Information:    Contacts a variety 
of public officials regarding offender information and records as required by laws, policies and procedures.    Receives 
documentation on offenders from public officials at all levels.Training and Teaching Others:     Assists in the training of 
other staff, as required.Interacting With Computers:    Utilizes a computer in the conduct of daily work 
activities.Updating and Using Relevant Knowledge:    Attends and participates in all required in-services and pre-service 
trainings related to applying new knowledge to job requirements.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
state equipment in the conduct of work. 
 
Competencies (KSA’s): 
Competencies:   1.  Functional/Technical Competency   2.  Learning on the Fly   3.  Problem Solving   4.  Priority Setting   
5.  Time Management   6.  Perseverance   7.  Written Communications   8.  Listening   9.  Self-Development  10. Self- 
AwarenessKnowledge    Clerical    Customer and Personal ServiceSkills:    Active Listening    Active Learning    Critical 
Thinking    Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning Strategies    
Mathematics    Writing    Service Orientation    Time ManagementAbilities:    Time Sharing    Memorization    Deductive 
Reasoning    Inductive Reasoning    Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual 
Speed    Wrist-Finger Speed    Category Flexibility    Information Ordering    Oral Comprehension    Oral Expression    
Written Expression    Near Vision    Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009841 - SENTENCE/DOCKETING TECH 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2871 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited high school and experience 
equivalent to two years of data processing work or office clerical work involved in reviewing or verifying information 
contained in documents or computer records, of which one year must include organizing and verifying felony offenders’ 
sentencing documents and computer records. Substitution of Vocational Education for Experience: Completion of a 
vocational certificate in office administration or data processing may substitute for one year of the required office 
clerical or data processing work, there being no substitution for the required year of sentencing records work. 
Substitution of College Education for Experience:   Successful completion of at least nine out of forty-five quarter hours 
in office administration or data processing from an accredited college or university may substitute for one year of the 
required office clerical or data processing experience, there being no substitution for the required year of sentencing 
records work. Substitution of Experience for Education: Additional qualifying full-time data processing work or office 
clerical work involved in reviewing or verifying information contained in documents or computer records may substitute 
for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs sentence calculation work or parole docketing work of average 
difficulty; and performs related work as required. Distinguishing Features: , This is the working level class in the 
Sentencing/Docketing Tech sub-series. Employees in this class either verify the completeness and accuracy of judgment 
orders pertaining to offender incarceration or verify the accuracy of sentencing and parole eligibility data to schedule 
parole hearings for eligible offenders. This class differs from Sentencing/Docketing Tech 1, in that incumbents of the 
latter learn to code, enter, and verify the accuracy of offender incarceration or parole data. This class differs from the 
Sentence/Docketing Tech 3 in that incumbents of the latter modify judgment order computer records or perform 
specialized parole docketing functions. 
 
Work Activities: 
Processing Information:    Confirms that all required data and information is accurate prior to scheduling a hearing/ 
parole hearing as required by policies and procedures.    Assesses the offender's credits to determine their applicability 
toward sentencing as required by codes, policies, and procedures.    Processes orders when all data, information, and 
codes are complete and correct according to the requirements of codes, policies, and procedures.Monitor Processes, 
Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly stored as required by 
policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations as required by codes, 
policies, and procedures.Documenting/Recording Information:     Enters all required information and changes in 
information records systems as required by codes, policies, and procedures.Evaluating Information to Determine 
Compliance with Standards:    References offender orders with legal codes, policies, and procedures to confirm that the 
order is in compliance with the legal requirements.Organizing, Planning, and Prioritizing Work:    Processes and 
organizes all work according to their priorities in order to complete all work as required and in a timely 
manner.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
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subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Performing 
Administrative Activities:      Maintains files and records as required by policies and procedures, as required.Establishing 
and Maintaining Interpersonal Relationships:    Communicates effectively with others to resolve conflicts quickly and 
effectively.    Interacts in a positive manner with other staff members and fellow employees to foster and maintain a 
harmonious working environment.Communicating with Persons Outside Organization:    Communicates with persons 
outside the organization as required in response to inquiries for offender information to explain details relative to 
hearings, sentencing, or paroles as required by codes, policies, or procedures.Getting Information:    Contacts a variety 
of public officials regarding offender information and records as required by laws, policies and procedures.    Receives 
documentation on offenders from public officials at all levels.Training and Teaching Others:     Assists in the training of 
other staff, as required.Interacting With Computers:    Utilizes a computer in the conduct of daily work 
activities.Updating and Using Relevant Knowledge:    Attends and participates in all required in-services and pre-service 
trainings related to applying new knowledge to job requirements.Assisting and Caring for Others:    Responds 
appropriately when personal assistance is needed.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
state equipment in the conduct of work. 
 
Competencies (KSA’s): 
Competencies:   1.  Functional/Technical Competency   2.  Learning on the Fly   3.  Problem Solving   4.  Priority Setting   
5.  Time Management   6.  Perseverance   7.  Written Communications   8.  Listening   9.  Self-Development  10. Self- 
AwarenessKnowledge    Clerical    Customer and Personal ServiceSkills:    Active Listening    Active Learning    Critical 
Thinking    Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning Strategies    
Mathematics    Writing    Service Orientation    Time ManagementAbilities:    Time Sharing    Memorization    Deductive 
Reasoning    Inductive Reasoning    Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual 
Speed    Wrist-Finger Speed    Category Flexibility    Information Ordering    Oral Comprehension    Oral Expression    
Written Expression    Near Vision    Written Comprehension    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009842 - SENTENCE/DOCKETING TECH 3 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  2872 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited high school and experience 
equivalent to three years of data processing work or office clerical work involved in reviewing or verifying information 
contained in documents or computer records, of which two years must include organizing and verifying felony 
offenders’ sentencing documents and computer records. Substitution of Vocational Education for Experience: 
Completion of a vocational certificate in office administration or data processing may substitute for one year of the 
required office clerical or data processing work, there being no substitution for the required years of sentencing records 
work. Substitution of College Education for Experience:   Successful completion of at least nine out of forty-five quarter 
hours in office administration or data processing from an accredited college or university may substitute for one year of 
the required office clerical or data processing experience, there being no substitution for the required years of 
sentencing records work. Substitution of Experience for Education: Additional qualifying full-time data processing work 
or office clerical work involved in reviewing or verifying information contained in documents or computer records may 
substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs sentence calculation work or parole docketing work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working/lead level class 
in the Sentencing/Docketing Tech sub-series. Employees in this class verify, modify, and code offenders’ computer 
records, lead lower level staff, schedule parole hearings for offenders, and/or perform specialized parole functions. This 
class differs from Sentencing/Docketing Tech 2, in that incumbents of the latter do not modify computer records, lead 
lower level staff, or perform specialized parole functions. This class differs from the Sentence/Docketing Analyst 1, in 
that incumbents of the latter learn to analyze sentence structure, sentence calculation, and sentence management 
procedures. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly 
stored as required by policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations 
as required by codes, policies, and procedures.Documenting/Recording Information:      Enters all required information 
and changes in information in information records systems as required by codes, policies, and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Processing Information:    
Confirms that all required data and information is accurate prior to scheduling a hearing/parole hearing as required by 
policies and procedures.    Processes orders when all data, information, and codes are complete and correct according to 
the requirements of codes, policies, and procedures.    Assesses the offender's credits to determine their applicability 
toward sentencing as required by codes, policies, and procedures.Identifying Objects, Actions, and Events:    Reviews 
offender judgment orders for accuracy and proper calculations as required by codes, policies, and procedures.    Reviews 
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reports on offenders to determine release eligibility and to clear out court status.Organizing, Planning, and Prioritizing 
Work:    Processes and organizes all work according to their priorities in order to complete all work as required and in a 
timely manner.Communicating with Persons Outside Organization:    Communicates with persons outside the 
organization as required in response to inquiries for offender information to explain details relative to hearings, 
sentencing, or paroles as required by codes, policies, or procedures.Resolving Conflicts and Negotiating with Others:    
Communicates effectively with others to resolve conflicts quickly and effectively.Evaluating Information to Determine 
Compliance with Standards:    References offender orders with legal codes, policies, and procedures to confirm that the 
order is in compliance with the legal requirements for parole hearing or the offender’s release.Making Decisions and 
Solving Problems:    Analyzes the offender's file and history to insure that the overall sentence and time served is in 
compliance with the court orders.    Prior to a parole hearing analyzes the offender's file to insure that all required 
documentation is available for the parole hearing.    Insures that staff under supervision comprehends job 
responsibilities.Training and Teaching Others:    Assists in the training of other staff as required by policies, procedures, 
and unit managers, as required.Interacting With Computers:    Utilizes a computer in the conduct of daily work 
activities.Performing Administrative Activities:    Maintains files, reports, and records for daily operations, personnel, 
and administration as required by codes, policies, and procedures.Establishing and Maintaining Interpersonal 
Relationships:    Interacts in a positive manner with other staff members and fellow employees to foster and maintain a 
harmonious working environment.Performing for or Working Directly with the Public:    Maintains and provides 
information from files and records as required by policies, procedures, and unit operating procedures, as 
needed.Getting Information:    Contacts a variety of public officials regarding offender information and records as 
required by laws, policies and procedures.    Receives documentation on offenders from public officials at all levels.    
Reviews time and attendance data on staff under their supervision.Guiding, Directing, and Motivating Subordinates:     
Provides job performance guidance to employees as required.Coaching and Developing Others:    Assists in the 
development of other staff in job related skills and work responsibilities, as required.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job requirements.Developing and Building Teams:    Participates in the development and growth of 
team building and contributes to team success in job performance.Scheduling Work and Activities:    Sets the work 
schedule and requirements for staff under supervision.Assisting and Caring for Others:    Responds appropriately when 
personal assistance is needed.Staffing Organizational Units:     Participates in the hiring or promotional process, as 
required.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Learning on the Fly    Problem Solving    Perspective    Directing 
Others    Organizing    Perseverance    Composure    Customer Focus    Self-DevelopmentKnowledge:    Clerical    
Customer and Personal Service    Law and GovernmentSkills:    Active Listening    Active Learning    Critical Thinking    
Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning Strategies    Mathematics    
Writing    Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    Inductive Reasoning    
Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-Finger Speed    Category 
Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Near Vision    Written 
Comprehension    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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009842 - SENTENCE/DOCKETING TECH 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2873 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited high school and experience 
equivalent to three years of data processing work or office clerical work involved in reviewing or verifying information 
contained in documents or computer records, of which two years must include organizing and verifying felony 
offenders’ sentencing documents and computer records. Substitution of Vocational Education for Experience: 
Completion of a vocational certificate in office administration or data processing may substitute for one year of the 
required office clerical or data processing work, there being no substitution for the required years of sentencing records 
work. Substitution of College Education for Experience:   Successful completion of at least nine out of forty-five quarter 
hours in office administration or data processing from an accredited college or university may substitute for one year of 
the required office clerical or data processing experience, there being no substitution for the required years of 
sentencing records work. Substitution of Experience for Education: Additional qualifying full-time data processing work 
or office clerical work involved in reviewing or verifying information contained in documents or computer records may 
substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Have good moral character as determined by 
investigation;    Complete a criminal history disclosure form in a manner approved by the appointing authority;    Agree 
to release all records involving their criminal history to the appointing authority;    Supply a fingerprint sample in the 
manner prescribed by the TBI for a fingerprint based criminal history records check;    Have no conviction for a felony or 
have been discharged under any conditions other than honorable conditions from any branch of the United States 
armed forces.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs sentence calculation work or parole docketing work of considerable 
difficulty; and performs related work as required. Distinguishing Features:  This is the advanced working/lead level class 
in the Sentencing/Docketing Tech sub-series. Employees in this class verify, modify, and code offenders’ computer 
records, lead lower level staff, schedule parole hearings for offenders, and/or perform specialized parole functions. This 
class differs from Sentencing/Docketing Tech 2, in that incumbents of the latter do not modify computer records, lead 
lower level staff, or perform specialized parole functions. This class differs from the Sentence/Docketing Analyst 1, in 
that incumbents of the latter learn to analyze sentence structure, sentence calculation, and sentence management 
procedures. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Insures that offender records are complete, accurate, and properly 
stored as required by policies and procedures.    Reviews offender judgment orders for accuracy and proper calculations 
as required by codes, policies, and procedures.Documenting/Recording Information:      Enters all required information 
and changes in information in information records systems as required by codes, policies, and 
procedures.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers, or 
subordinates as required in response to inquiries for offender information to explain details relative to parole or 
revocation hearings, sentencing, or parole release as required by codes, policies, or procedures.Processing Information:    
Confirms that all required data and information is accurate prior to scheduling a hearing/parole hearing as required by 
policies and procedures.    Processes orders when all data, information, and codes are complete and correct according to 
the requirements of codes, policies, and procedures.    Assesses the offender's credits to determine their applicability 
toward sentencing as required by codes, policies, and procedures.Identifying Objects, Actions, and Events:    Reviews 
offender judgment orders for accuracy and proper calculations as required by codes, policies, and procedures.    Reviews 
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reports on offenders to determine release eligibility and to clear out court status.Organizing, Planning, and Prioritizing 
Work:    Processes and organizes all work according to their priorities in order to complete all work as required and in a 
timely manner.Communicating with Persons Outside Organization:    Communicates with persons outside the 
organization as required in response to inquiries for offender information to explain details relative to hearings, 
sentencing, or paroles as required by codes, policies, or procedures.Resolving Conflicts and Negotiating with Others:    
Communicates effectively with others to resolve conflicts quickly and effectively.Evaluating Information to Determine 
Compliance with Standards:    References offender orders with legal codes, policies, and procedures to confirm that the 
order is in compliance with the legal requirements for parole hearing or the offender’s release.Making Decisions and 
Solving Problems:    Analyzes the offender's file and history to insure that the overall sentence and time served is in 
compliance with the court orders.    Prior to a parole hearing analyzes the offender's file to insure that all required 
documentation is available for the parole hearing.    Insures that staff under supervision comprehends job 
responsibilities.Training and Teaching Others:    Assists in the training of other staff as required by policies, procedures, 
and unit managers, as required.Interacting With Computers:    Utilizes a computer in the conduct of daily work 
activities.Performing Administrative Activities:    Maintains files, reports, and records for daily operations, personnel, 
and administration as required by codes, policies, and procedures.Establishing and Maintaining Interpersonal 
Relationships:    Interacts in a positive manner with other staff members and fellow employees to foster and maintain a 
harmonious working environment.Performing for or Working Directly with the Public:    Maintains and provides 
information from files and records as required by policies, procedures, and unit operating procedures, as 
needed.Getting Information:    Contacts a variety of public officials regarding offender information and records as 
required by laws, policies and procedures.    Receives documentation on offenders from public officials at all levels.    
Reviews time and attendance data on staff under their supervision.Guiding, Directing, and Motivating Subordinates:     
Provides job performance guidance to employees as required.Coaching and Developing Others:    Assists in the 
development of other staff in job related skills and work responsibilities, as required.Updating and Using Relevant 
Knowledge:    Attends and participates in all required in-service and pre-service training related to applying new 
knowledge to their job requirements.Developing and Building Teams:    Participates in the development and growth of 
team building and contributes to team success in job performance.Scheduling Work and Activities:    Sets the work 
schedule and requirements for staff under supervision.Assisting and Caring for Others:    Responds appropriately when 
personal assistance is needed.Staffing Organizational Units:     Participates in the hiring or promotional process, as 
required.Operating Vehicles, Mechanized Devices, or Equipment:    Operates state equipment in the conduct of their 
work. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Learning on the Fly    Problem Solving    Perspective    Directing 
Others    Organizing    Perseverance    Composure    Customer Focus    Self-DevelopmentKnowledge:    Clerical    
Customer and Personal Service    Law and GovernmentSkills:    Active Listening    Active Learning    Critical Thinking    
Speaking    Monitoring    Reading Comprehension    Complex Problem Solving    Learning Strategies    Mathematics    
Writing    Time ManagementAbilities:    Time Sharing    Memorization    Deductive Reasoning    Inductive Reasoning    
Mathematical Reasoning    Problem Sensitivity    Selective Attention    Perceptual Speed    Wrist-Finger Speed    Category 
Flexibility    Information Ordering    Oral Comprehension    Oral Expression    Written Expression    Near Vision    Written 
Comprehension    Speech Clarity    Speech Recognition    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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027300 - SERGEANT AT ARMS 
 
Agency:  Legislature (30101) 
Edison Template Job Opening ID:  1299 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076109 - SERVER ADMINISTRATOR-ADV 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5206 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and three years 
of experience in the maintenance of Windows & UNIX/Linux servers, including the maintenance of server operating 
systems, or the ongoing operation and support of application software running in an enterprise environment. OR 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college 
or university with an Associate's Degree in Information Technology specific may substitute for the required bachelor's 
degree. OR Substitution of Education for Experience: Any graduate coursework in Information Technology may 
substitute for the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six 
graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) OR Substitution 
of Experience for the Specific Associate's Degree: Professional-level experience in any one of the following areas may 
substitute for the required Associate's degree on a year-for-year basis to a maximum substitution of two years: 
maintenance of server operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. 
 
Other Requirements: 
Necessary Special Qualifications: Valid Driver's License. Examination Method: Education and Experience, 100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the deployment and maintenance of Windows & UNIX/Linux 
servers, server operating systems, server application software, and performs related work as required. Distinguishing 
Features: An employee in this class functions in a working capacity to perform advanced server and application 
administration duties utilizing configuration management tools and performs basic administration duties.  This class 
differs from the Server Administrator-Lead in that incumbents of the latter perform complex server and application 
administration duties, recommends server and application software standards, and leads or supervises staff primarily 
responsible for the administration and maintenance of server hardware, operating system software or application 
software. This class differs from the Server Administrator-Intermediate in that incumbents of the latter perform basic 
server and application administration duties utilizing configuration management tools and perform basic administration 
duties.   
 
Work Activities: 
Getting Information: Receive data from the problem management database. Collects and compiles performance and 
availability information on servers, operating systems, and hardware to report to management.Monitor Processes, 
Materials, or Surroundings: Monitor application performance statistics to verify sufficient resources for user load. 
Monitors system and applications logs and reports for system integrity and escalates as necessary. Monitor licenses for 
applications to confirm adequate amount of remaining licenses.Identifying Objects, Actions, and Events: Review critical 
errors in the server and application logs. Researches server log errors and takes the steps necessary to fix the problem.  
Researches abnormal system events, takes required action and escalates if necessary. Researches the application 
websites for common event identification to determine normal informative events.Inspecting Equipment, Structures, or 
Material: Inspect system hardware to determine issues and failing components.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Plans server installation requirements for hardware and/or software 
components to ensure system functionality.Evaluating Information to Determine Compliance with Standards: Evaluate 
application software and related packages for standards. Review server policies for compliance to standards.Making 
Decisions and Solving Problems: Researches vendor documentation in the event of a problem to identify the solution. 
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Utilize Problem Management Database to submit a request for additional resources to ensure system integrity.Updating 
and Using Relevant Knowledge: Maintain knowledge of servers and applications in use in the data center environment. 
Contribute to departmental productivity and development objectives by participating in training programs. Meets with 
Information Technology staff, attends webinars, and reads industry related publications to remain abreast of advance 
technology. Searches for new documentation for the product, and determines if any new information applies to the 
current environment or can improve the performance of the server or application.Developing Objectives and Strategies: 
Review new releases, patches, hotfixes, and security bulletins from Software vendor to stay up-to-date. Reviews test 
environment to evaluate upgrade or deployment status. Implements new products in test environment and refers to 
lead server administrator for assistance or direction.Scheduling Work and Activities: Schedules routine maintenance 
cycles for the server operating systems and application to keep them up-to-date. Schedules time before the actual 
maintenance to apply updates and patches to the test environments to test before applying them to the live 
environment. Utilize the problem management database to submit a request for permission to perform routine 
maintenance to prevent interruption of service for users or applications.Interacting With Computers: Utilizes state 
standard workstation tools to manage server, operating system and application software. Installs and configures server 
hardware, operating system and application software. Verifies application load is balanced across servers to ensure 
acceptable performance. Perform high availability testing on servers to prevent downtime. Perform fail over of servers 
in case of disaster recovery. Perform back-ups for servers, applications and data. Perform server, application and data 
restoration.Repairing and Maintaining Electronic Equipment: Performs advanced routine system maintenance on 
servers. Performs advanced routine maintenance on databases. Performs advanced hardware troubleshooting on 
systems maintained. Determines if/when vendor support should be called in to aid in resolution of problems or repairs. 
Performs application upgrades for new product releases. Perform application and operating system tuning to meet user 
requirements. Defines firewall rules required for server and application connectivity.Documenting and Recording 
Information: Develops and maintains the documentation needed for system implementation and recovery. Develops 
and maintains scripts for server and application administration.Communicating with Supervisors, Peers, or Subordinates: 
Assist users with resolutions of technical problems. Identifies and escalates problems as appropriate following 
procedures. Convey concise problem information for service personnel. Recommends changes or improvements to 
enhance customer service and/or reduces time of problem resolution. Communicate pertinent information accurately to 
create a work environment that leads itself to the best interests of departmental personnel and customer service. 
Recommends change or improvements to service level agreements to upper management to ensure the highest level of 
customer satisfaction is met.Communicating with Persons Outside Organization Develops and maintains a proper 
working relationship with vendors/contractors and suppliers in accordance with management policies and promptly 
inform management of any issues that arise. Maintain communication with customers during the problem resolution 
process. Respond to agency queries in person, by phone or email. Assist in the planning, scheduling, and logistics for 
server replacement/refresh. Develops and maintains a relationship with outside companies to establish a connection for 
the secure exchange of information.Performing Administrative Activities: Maintains all proper paperwork and problem 
management database entries as dictated by current policies and guidelinesEstablishing and Maintaining Interpersonal 
Relationships: Interface with users of Information Technology, employing a high degree of tact and diplomacy to 
promote a positive image of the department. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Time Management Written 
Communication Perseverance Customer Focus Integrity and Trust Organizing Self-DevelopmentKnowledge: Knowledge 
of Email Systems Knowledge of Directory Services Knowledge of End Point Protection Knowledge of Antivirus Protection 
Knowledge of Email Archival Software Knowledge of Web Server Software Knowledge of Customer Relations 
Management Software Knowledge of Operating Systems Knowledge of Firewall Concepts Knowledge of Performance 
Monitoring Knowledge of Server Sizing Knowledge of Security Knowledge of Server Application Knowledge of 
Telecommunications Knowledge of Server Hardware Knowledge of Clustering Technology Knowledge of Server Load 
Testing Knowledge of Back-up Methodology Knowledge of Disaster Recovery Concepts Knowledge of Systems 
Management Knowledge of Configuration Management Knowledge of Mass Mailing Management Software Knowledge 
of Unified Communication Software Knowledge of Encryption Software Knowledge of Dual Factor Authentication 
Software Knowledge of Identity Management Software Knowledge of Antivirus and Spam Software Knowledge of 
Collaboration and Content Management Knowledge of Problem Management Systems Knowledge of WAN Hardware 
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Topology Knowledge of Server Load Balance Knowledge of Storage Area Network Knowledge of DNS Knowledge of 
Service Level ManagementSkills: Active Learning Skills in Technology Server and Application Troubleshooting Skills 
Server Hardware Maintenance and Operating Skills Strong Communication Skills Problem Solving Skills Advanced Testing 
Technique Skills Installation of Application Software Skills Service Orientation Skills Tuning Technique Skills Server 
Hardware and Operating Systems Installation Skills Team Oriented Skills Customer Service Oriented SkillsAbilities: Static 
Strength Ability Oral Comprehension and Expression Ability Problem Sensitivity Ability Written Comprehension and 
Expression Ability Deductive Reasoning Ability Inductive Reasoning Ability 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine Printer Copy Machine Server Camera Bar Code Scanner Mobile Devices Motor 
Vehicle Projector/Audio Video Equipment 
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076108 - SERVER ADMINISTRATOR-INT 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5202 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in the maintenance of Windows & UNIX/Linux servers, including the maintenance of server operating 
systems, or the ongoing operation and support of application software running in an enterprise environment. OR 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an accredited college 
or university with an associate’s degree in Information Technology specific may substitute for the required bachelor's 
degree.OR Substitution of Education for Experience: Any graduate coursework in Information Technology may 
substitute for the required experience on a year-for-year basis to a maximum substitution of one year. (Thirty-six 
graduate quarter hours or a master's degree in the above fields is equivalent to one year of experience.) OR Substitution 
of Experience for the Specific Associate’s Degree: Professional-level experience in any one of the following areas may 
substitute for the required Associate’s degree on a year-for-year basis to a maximum substitution of two years: 
maintenance of server operating systems, or the ongoing operation and support of application software running in an 
enterprise environment.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the deployment and maintenance of Windows & UNIX/Linux 
servers, server operating systems, server application software, and performs related work as required. Distinguishing 
Features: This is the working-level class in the Server Administration sub-series. An employee in this class functions in a 
working capacity to perform basic server and application administration duties utilizing configuration management tools 
and performs basic administration duties. This class differs from the Server Administrator-Adv in that incumbents of the 
latter perform advanced server and application administration duties; utilizing configuration management tools and 
performs basic administration duties. 
 
Work Activities: 
Identifying Objects, Actions, and Events:    Reviews critical errors in the server and application logs, researches the 
reason for the error and takes the steps necessary to fix the problem.       Researches abnormal system events and 
determine if further action is required.Analyzing Data or Information:    Troubleshoots server, operating system, 
application issues and escalates if necessary.    Tests network connectivity of all needed application services, (e.g. 
database, site servers, and clients).Repairing and Maintaining Electronic Equipment:    Performs routine system 
maintenance on servers.    Performs routine maintenance on databases    Performs basic hardware troubleshooting on 
systems maintained.    Determines if/when vendor support should be called in to aid in resolution of problems or 
repairs.Interacting With Computers:    Utilizes state standard workstation tools to manage server, Operating system and 
application software.    Installs and configures server hardware, operating system and application software.    Verifies 
application load is balanced across servers to ensure acceptable performance.    Assists with high availability testing on 
servers to prevent downtime.    Assists with fail over of servers in case of disaster recovery.Documenting and Recording 
Information:    Develops and maintains the documentation needed for system implementation and recovery.    Develops 
and maintains scripts for server and application administration.Inspecting Equipment, Structures, or Material:    Inspects 
system hardware to determine issues and failing components.Developing Objectives and Strategies:    Reviews new 
releases, patches, hotfixes, and security bulletins from Software vendor to stay up-to-date.Communicating with 
Supervisors, Peers, or Subordinates:    Assists users with resolutions of technical problems.    Identifies and escalates 
problems as appropriate following procedures.    Conveys concise problem information for service personnel.Monitor 
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Processes, Materials, or Surroundings:    Monitors application performance statistics to verify sufficient resources for 
user load.    Monitors system and application logs and reports for system integrity and escalates as necessary.    
Monitors licenses for applications to confirm adequate amount of remaining licenses.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Assists in planning server installation requirements for hardware 
and/or software components to ensure system functionality.Evaluating Information to Determine Compliance with 
Standards:    Evaluates application software and related packages for standards.Making Decisions and Solving Problems:    
Researches vendor documentation in the event of a problem to identify the solution.    Utilizes Problem Management 
Database to submit a request for additional resources to ensure system integrity.Scheduling Work and Activities:    
Works with co-workers to schedule monthly maintenance cycles for the Server OS and application to keep them up to 
date.    Schedules time before the actual maintenance to apply updates and patches to the test environments to test 
before applying them to the live environment.    Utilizes the Problem Management Database to submit a request for 
permission to perform monthly maintenance to prevent interruption of service for users or applications.Performing 
Administrative Activities:    Maintains all proper paperwork and problem management database entries as dictated by 
current policies and guidelines.Updating and Using Relevant Knowledge:    Maintains knowledge of servers and 
applications in use in the data center environment.    Contributes to departmental productivity and development 
objectives by participating in training programs.    Meets with Information Technology staff, attends webinars and reads 
industry related publications to remain abreast of advance technology.Getting Information:    Receives data from the 
problem management database. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Technical Learning    Written Communication    
Perseverance    Customer Focus    Integrity and Trust    Organizing    Self-Development    Time ManagementKnowledge:    
Knowledge of Server Application    Knowledge of Server Hardware    Knowledge of Problem Management Systems    
Knowledge of Service Level Management    Knowledge of Antivirus and Spam Software    Knowledge of Web Server 
Software    Knowledge of Email Systems    Knowledge of Directory Services    Knowledge of Operating Systems    
Knowledge of Security    Knowledge of Email Archival Software    Knowledge of Collaboration and Content Management    
Knowledge of Customer Relations Management Software    Knowledge of End Point Protection    Knowledge of Antivirus 
Protection    Knowledge of Systems Management    Knowledge of Configuration Management    Knowledge of Mass 
Mailing Management Software    Knowledge of Unified Communication Software    Knowledge of Encryption Software    
Knowledge of Dual Factor Authentication Software    Knowledge of Identity Management Software    Knowledge of 
Telecommunications    Knowledge of WAN Hardware Topology    Knowledge of Server Load Balance    Knowledge of 
Storage Area Network    Knowledge of Clustering Technology    Knowledge of DNS    Knowledge of Server Load 
TestingSkills:    Server hardware and operating systems installation skills    Strong Communication Skills    Team Oriented 
Skills    Active Learning skills in technology    Server and Application troubleshooting skills    Server hardware 
maintenance and operating skills    Problem Solving Skills    Customer Service Oriented SkillsAbilities:    Static Strength 
Ability    Oral Comprehension and Expression Ability    Problem Sensitivity Ability    Written Comprehension and  
Expression Ability    Inductive Reasoning Ability    Deductive Reasoning Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Camera    Bar Code Scanner    
Mobile Devices    Motor Vehicle    Projector/Audio Video Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
042205 - SERVITOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1974 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs varied food serving duties of routine difficulty; and performs related 
work as required.Distinguishing Features: An employee in this class performs routine duties in serving food and 
preparing dining areas for patrons, on an assigned shift, in a state park restaurant. 
 
Work Activities: 
1. Prepares the dining area for patrons by performing a variety of duties such as making tea and coffee, pouring juice, 
keeping salad bar full, filling salt and pepper shakers, refilling the ice bin, sorting and wrapping silverware, folding linens, 
and setting up tables for banquets and parties.2. Serves dining patrons by taking food orders and bringing food from the 
kitchen to the dining tables.3. May assist in cleaning restaurant and wait station and vacuuming the floor.4. May operate 
the cash register as needed. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073743 - SMALL BUSINESS DEV DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3842 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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079632 - SOCIAL COUNSELOR 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4669 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree AND one year 
of professional experience in one or a combination of the following: health care for children, adolescent, or geriatric 
populations; social work; or social or psychological counseling, including, but not limited to, mental health, correctional, 
or behavioral rehabilitation counseling; or one year of experience in early intervention and/or service coordination with 
individuals with disabilities in an educational, social services or medical setting; or one year of teaching early childhood 
education or assessing individuals with disabilities.Substitution of Graduate Course Work for Experience:  Additional 
qualifying graduate course work from an accredited college or university in a related field may be substituted for the 
experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver's license if driving is 
an essential function of the position;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample prescribed by the TBI based criminal history records check;    Submit to a review of their status on the 
Department of Health’s vulnerable persons registry.  Examination Method:  Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social counseling work and/or service coordination 
of average difficulty; and performs related work as required by department. Distinguishing Features: ,This is the working 
class in the professional Social Counselor sub series. An employee in this class interviews and provides social counseling 
for clients in programs such as adult protective services and maternal and child health counseling, as well as individuals 
with disabilities in an educational, social service, or medical setting. This class is flexibly staffed with and differs from 
that of the Social Counselor 1 in that an incumbent of the latter learns the proper principles, practices, and procedures 
for social counseling work in various programs. This class differs from higher level social counseling classes in that 
incumbents of the latter are responsible for supervisory social counseling work.    
 
Work Activities: 
Getting Information:    Investigates and/or reports abuse, neglect, or exploitation of adults and/or children who are 
mentally or physically impaired, or incapable of self-care due to disability or age to determine if there is a need for 
protective services.    Conducts pre-assessment/developmental screening to determine needs, strengths, and/or level of 
risk for client.    Asks client, family members, neighbors, alleged perpetrators, or other involved parties questions that 
relate to the allegations in order to gather case information and determine causes of current situation as appropriate for 
specific agency functions.    Asks clients/caregivers open-ended questions about client's health, living arrangements, 
financial stability, family involvement, needs, strengths and other risk factors.    Interviews individual making initial 
referral and/or interviewing family with concerns regarding their child.    Requests relevant documentation such as 
educational, medical, psychiatric, criminal, and  financial records, as needed, to assess needs and risks of clients. 
Monitoring Processes, Materials, or Surroundings:    Identifies potential risk factors such as unsanitary living conditions, 
lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client's home environment, as appropriate, 
for specific agency functions.    Conducts regular home visits/targeted case management to monitor progress of the 
service plan/client status.    Identifies each form of maltreatment or needs of the client alleged in the referral as 
appropriate for specific agency functions.    Identifies developmental risk factors that would inhibit a child from future 
educational growth, as appropriate, for specific agency functions.    Reviews relevant documentation such as 
educational, medical, psychiatric, criminal, and financial records, as needed, to assess needs and risks of clients. 
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Communicating with Persons Outside the Organization:    Refers and/or coordinates services for clients which may 
reduce client risk, increase autonomy and/or demonstrate educational progress.    Responds to clients, collaterals, 
stakeholders, or caregivers according to department policy.    Responds to professional or public casework inquiries 
through telephone calls, e-mails, letters, and face-to-face visits.    Testifies or provides necessary documents in legal 
proceedings.    Gives presentations for public awareness and/or child find activities, as appropriate, for agency functions. 
Evaluating Information to Determine Compliance with Standards:    Evaluates case information according to agency 
guidelines.    Ensures client confidentiality is maintained according to agency policy.    Determines the validity of referral 
based on analysis of all collected information, as appropriate, for specific agency function.    Completes entrance and 
exit assessment according to agency standards.    Compares information from referral source with agency guidelines to 
determine if other agencies should be contacted or if the referral meets criteria for further assessment. 
Documenting/Recording Information:    Records in client files and computer databases the services implemented, 
observations made during home visits, changes that occurred related to progress noted or reduced risk, and the level of 
function/protection achieved for each client.    Records information regarding client-oriented contacts including the 
date, method, purpose and outcome of the contact, and the level of client progress in meeting the goals or objectives in 
the service plan.    Maintains a copy of all relevant records and service plans for clients. Analyzing Data or Information:    
Analyzes and reviews all information gathered about the client situation to prioritize risk and implement appropriate 
plan per agency standards.    Collects and analyzes data from standardized evaluation tools to determine if client meets 
agency eligibility guidelines. Coordinating the Work and Activities of Others:    Implements a service plan that identifies 
goals for addressing needs or concerns of the clients.    Coordinates delivery of services for individual needs of clients. 
Making Decisions and Solving Problems:    Prioritizes needs or concerns of the client/ family (i.e. electricity, food, 
medical, educational, etc.).    Coordinates and conducts meetings with appropriate personnel to develop a safety and/or 
transition plan for clients as appropriate for agency standards. Developing Objectives and Strategies:    Develops a 
service plan to address the needs of the clients who are victims of abuse, neglect, self-neglect, or exploitation and/or 
children with special needs. Scheduling Work and Activities:    Schedules all necessary activities within agency timelines 
to meet policy objectives. Developing and Building Teams:    Brainstorms solutions for concerns and/or priorities as 
related to the client by participating as a member of a multi-disciplinary team. Provide Consultation and Advice to 
Others:    Discusses situations with the client, family members, caregivers, collaterals and/or stakeholders to decide 
what resources or actions are needed to reduce risk, facilitate change and/or demonstrate educational progress. 
Controlling Machines and Processes:    Uses appropriate audio-visual equipment, as needed, to assess and/or implement 
client services. Operating Vehicles, Mechanized Devices, or Equipment:    Drives vehicle to conduct agency business. 
Training and Teaching Others:    Educates government departments, local regional agencies, law enforcement, nursing 
home staff, and the general public about agency programs. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Time Management    Problem Solving    Written 
Communication    Decision Quality    Perspective    Drive for Results    Building Effective Teams    Interpersonal 
SavvyKnowledge:    Administration and Management    Clerical    Customer and Personal Service    Psychology Skills:    
Active Learning    Active Listening    Complex Problem Solving    Coordination    Critical Thinking    Judgment and Decision 
Making    Learning Strategies    Negotiation    Reading Comprehension    Self Orientation    Self-Monitoring    Social 
Perceptiveness    Speaking    Time Management    Writing Abilities:    Arm-Hand Steadiness    Auditory Attention    Extent 
Flexibility    Finger Dexterity    Gross Body Coordination    Inductive Reasoning    Manual Dexterity    Multi-limb 
Coordination    Oral Comprehension    Oral Expression    Problem Sensitivity    Reaction time    Selective Attention    
Speech Clarity    Speech Recognition    Time Sharing    Wrist-Finger Speed    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Vehicle    Personal computer    Fax machine    Copier/scanner    Phone 
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079632 - SOCIAL COUNSELOR 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4670 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree AND one year 
of professional experience in one or a combination of the following: health care for children, adolescent, or geriatric 
populations; social work; or social or psychological counseling, including, but not limited to, mental health, correctional, 
or behavioral rehabilitation counseling; or one year of experience in early intervention and/or service coordination with 
individuals with disabilities in an educational, social services or medical setting; or one year of teaching early childhood 
education or assessing individuals with disabilities.Substitution of Graduate Course Work for Experience:  Additional 
qualifying graduate course work from an accredited college or university in a related field may be substituted for the 
experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Possess a valid driver's license if driving is 
an essential function of the position;    Complete a criminal history disclosure form in a manner approved by the 
appointing authority;    Agree to release all records involving their criminal history to the appointing authority;    Supply a 
fingerprint sample prescribed by the TBI based criminal history records check;    Submit to a review of their status on the 
Department of Health’s vulnerable persons registry.  Examination Method:  Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social counseling work and/or service coordination 
of average difficulty; and performs related work as required by department. Distinguishing Features: ,This is the working 
class in the professional Social Counselor sub series. An employee in this class interviews and provides social counseling 
for clients in programs such as adult protective services and maternal and child health counseling, as well as individuals 
with disabilities in an educational, social service, or medical setting. This class is flexibly staffed with and differs from 
that of the Social Counselor 1 in that an incumbent of the latter learns the proper principles, practices, and procedures 
for social counseling work in various programs. This class differs from higher level social counseling classes in that 
incumbents of the latter are responsible for supervisory social counseling work.    
 
Work Activities: 
Getting Information:    Investigates and/or reports abuse, neglect, or exploitation of adults and/or children who are 
mentally or physically impaired, or incapable of self-care due to disability or age to determine if there is a need for 
protective services.    Conducts pre-assessment/developmental screening to determine needs, strengths, and/or level of 
risk for client.    Asks client, family members, neighbors, alleged perpetrators, or other involved parties questions that 
relate to the allegations in order to gather case information and determine causes of current situation as appropriate for 
specific agency functions.    Asks clients/caregivers open-ended questions about client's health, living arrangements, 
financial stability, family involvement, needs, strengths and other risk factors.    Interviews individual making initial 
referral and/or interviewing family with concerns regarding their child.    Requests relevant documentation such as 
educational, medical, psychiatric, criminal, and  financial records, as needed, to assess needs and risks of clients. 
Monitoring Processes, Materials, or Surroundings:    Identifies potential risk factors such as unsanitary living conditions, 
lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client's home environment, as appropriate, 
for specific agency functions.    Conducts regular home visits/targeted case management to monitor progress of the 
service plan/client status.    Identifies each form of maltreatment or needs of the client alleged in the referral as 
appropriate for specific agency functions.    Identifies developmental risk factors that would inhibit a child from future 
educational growth, as appropriate, for specific agency functions.    Reviews relevant documentation such as 
educational, medical, psychiatric, criminal, and financial records, as needed, to assess needs and risks of clients. 
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Communicating with Persons Outside the Organization:    Refers and/or coordinates services for clients which may 
reduce client risk, increase autonomy and/or demonstrate educational progress.    Responds to clients, collaterals, 
stakeholders, or caregivers according to department policy.    Responds to professional or public casework inquiries 
through telephone calls, e-mails, letters, and face-to-face visits.    Testifies or provides necessary documents in legal 
proceedings.    Gives presentations for public awareness and/or child find activities, as appropriate, for agency functions. 
Evaluating Information to Determine Compliance with Standards:    Evaluates case information according to agency 
guidelines.    Ensures client confidentiality is maintained according to agency policy.    Determines the validity of referral 
based on analysis of all collected information, as appropriate, for specific agency function.    Completes entrance and 
exit assessment according to agency standards.    Compares information from referral source with agency guidelines to 
determine if other agencies should be contacted or if the referral meets criteria for further assessment. 
Documenting/Recording Information:    Records in client files and computer databases the services implemented, 
observations made during home visits, changes that occurred related to progress noted or reduced risk, and the level of 
function/protection achieved for each client.    Records information regarding client-oriented contacts including the 
date, method, purpose and outcome of the contact, and the level of client progress in meeting the goals or objectives in 
the service plan.    Maintains a copy of all relevant records and service plans for clients. Analyzing Data or Information:    
Analyzes and reviews all information gathered about the client situation to prioritize risk and implement appropriate 
plan per agency standards.    Collects and analyzes data from standardized evaluation tools to determine if client meets 
agency eligibility guidelines. Coordinating the Work and Activities of Others:    Implements a service plan that identifies 
goals for addressing needs or concerns of the clients.    Coordinates delivery of services for individual needs of clients. 
Making Decisions and Solving Problems:    Prioritizes needs or concerns of the client/ family (i.e. electricity, food, 
medical, educational, etc.).    Coordinates and conducts meetings with appropriate personnel to develop a safety and/or 
transition plan for clients as appropriate for agency standards. Developing Objectives and Strategies:    Develops a 
service plan to address the needs of the clients who are victims of abuse, neglect, self-neglect, or exploitation and/or 
children with special needs. Scheduling Work and Activities:    Schedules all necessary activities within agency timelines 
to meet policy objectives. Developing and Building Teams:    Brainstorms solutions for concerns and/or priorities as 
related to the client by participating as a member of a multi-disciplinary team. Provide Consultation and Advice to 
Others:    Discusses situations with the client, family members, caregivers, collaterals and/or stakeholders to decide 
what resources or actions are needed to reduce risk, facilitate change and/or demonstrate educational progress. 
Controlling Machines and Processes:    Uses appropriate audio-visual equipment, as needed, to assess and/or implement 
client services. Operating Vehicles, Mechanized Devices, or Equipment:    Drives vehicle to conduct agency business. 
Training and Teaching Others:    Educates government departments, local regional agencies, law enforcement, nursing 
home staff, and the general public about agency programs. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Time Management    Problem Solving    Written 
Communication    Decision Quality    Perspective    Drive for Results    Building Effective Teams    Interpersonal 
SavvyKnowledge:    Administration and Management    Clerical    Customer and Personal Service    Psychology Skills:    
Active Learning    Active Listening    Complex Problem Solving    Coordination    Critical Thinking    Judgment and Decision 
Making    Learning Strategies    Negotiation    Reading Comprehension    Self Orientation    Self-Monitoring    Social 
Perceptiveness    Speaking    Time Management    Writing Abilities:    Arm-Hand Steadiness    Auditory Attention    Extent 
Flexibility    Finger Dexterity    Gross Body Coordination    Inductive Reasoning    Manual Dexterity    Multi-limb 
Coordination    Oral Comprehension    Oral Expression    Problem Sensitivity    Reaction time    Selective Attention    
Speech Clarity    Speech Recognition    Time Sharing    Wrist-Finger Speed    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Vehicle    Personal computer    Fax machine    Copier/scanner    Phone 
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079632 - SOCIAL COUNSELOR 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  10730 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor’s degree AND one year 
of professional experience in one or a combination of the following: health care for children, adolescent, or geriatric 
populations; social work; or social or psychological counseling, including, but not limited to, mental health, correctional, 
or behavioral rehabilitation counseling; or one year of experience in early intervention and/or service coordination with 
individuals with disabilities in an educational, social services or medical setting; or one year of teaching early childhood 
education or assessing individuals with disabilities. Substitution of Graduate Course Work for Experience:  Additional 
qualifying graduate course work from an accredited college or university in a related field may be substituted for the 
experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Possess a valid driver’s license if driving is 
an essential function of the position; Complete a criminal history disclosure form in a manner approved by the 
appointing authority; Agree to release all records involving their criminal history to the appointing authority; Supply a 
fingerprint sample prescribed by the TBI based criminal history records check; Submit to a review of their status on the 
Department of Health’s vulnerable persons registry.  Examination Method:  Education and Experience, 100%, for 
Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social counseling work and/or service coordination 
of average difficulty; and performs related work as required by department. Distinguishing Features: ,This is the working 
class in the professional Social Counselor sub series. An employee in this class interviews and provides social counseling 
for clients in programs such as adult protective services and maternal and child health counseling, as well as individuals 
with disabilities in an educational, social service, or medical setting. This class is flexibly staffed with and differs from 
that of the Social Counselor 1 in that an incumbent of the latter learns the proper principles, practices, and procedures 
for social counseling work in various programs. This class differs from higher level social counseling classes in that 
incumbents of the latter are responsible for supervisory social counseling work.    
 
Work Activities: 
Getting Information: Investigates and/or reports abuse, neglect, or exploitation of adults and/or children who are 
mentally or physically impaired, or incapable of self-care due to disability or age to determine if there is a need for 
protective services. Conducts pre-assessment/developmental screening to determine needs, strengths, and/or level of 
risk for client. Asks client, family members, neighbors, alleged perpetrators, or other involved parties questions that 
relate to the allegations in order to gather case information and determine causes of current situation as appropriate for 
specific agency functions. Asks clients/caregivers open-ended questions about client’s health, living arrangements, 
financial stability, family involvement, needs, strengths and other risk factors. Interviews individual making initial 
referral and/or interviewing family with concerns regarding their child. Requests relevant documentation such as 
educational, medical, psychiatric, criminal, and  financial records, as needed, to assess needs and risks of clients. 
Monitoring Processes, Materials, or Surroundings: Identifies potential risk factors such as unsanitary living conditions, 
lack of utilities, any form of abuse, neglect, exploitation or self-neglect in the client’s home environment, as appropriate, 
for specific agency functions. Conducts regular home visits/targeted case management to monitor progress of the 
service plan/client status. Identifies each form of maltreatment or needs of the client alleged in the referral as 
appropriate for specific agency functions. Identifies developmental risk factors that would inhibit a child from future 
educational growth, as appropriate, for specific agency functions. Reviews relevant documentation such as educational, 
medical, psychiatric, criminal, and financial records, as needed, to assess needs and risks of clients. Communicating with 
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Persons Outside the Organization: Refers and/or coordinates services for clients which may reduce client risk, increase 
autonomy and/or demonstrate educational progress. Responds to clients, collaterals, stakeholders, or caregivers 
according to department policy. Responds to professional or public casework inquiries through telephone calls, e-mails, 
letters, and face-to-face visits. Testifies or provides necessary documents in legal proceedings. Gives presentations for 
public awareness and/or child find activities, as appropriate, for agency functions. Evaluating Information to Determine 
Compliance with Standards: Evaluates case information according to agency guidelines. Ensures client confidentiality is 
maintained according to agency policy. Determines the validity of referral based on analysis of all collected information, 
as appropriate, for specific agency function. Completes entrance and exit assessment according to agency standards. 
Compares information from referral source with agency guidelines to determine if other agencies should be contacted 
or if the referral meets criteria for further assessment. Documenting/Recording Information: Records in client files and 
computer databases the services implemented, observations made during home visits, changes that occurred related to 
progress noted or reduced risk, and the level of function/protection achieved for each client. Records information 
regarding client-oriented contacts including the date, method, purpose and outcome of the contact, and the level of 
client progress in meeting the goals or objectives in the service plan. Maintains a copy of all relevant records and service 
plans for clients. Analyzing Data or Information: Analyzes and reviews all information gathered about the client situation 
to prioritize risk and implement appropriate plan per agency standards. Collects and analyzes data from standardized 
evaluation tools to determine if client meets agency eligibility guidelines. Coordinating the Work and Activities of 
Others: Implements a service plan that identifies goals for addressing needs or concerns of the clients. Coordinates 
delivery of services for individual needs of clients. Making Decisions and Solving Problems: Prioritizes needs or concerns 
of the client/ family (i.e. electricity, food, medical, educational, etc.). Coordinates and conducts meetings with 
appropriate personnel to develop a safety and/or transition plan for clients as appropriate for agency standards. 
Developing Objectives and Strategies: Develops a service plan to address the needs of the clients who are victims of 
abuse, neglect, self-neglect, or exploitation and/or children with special needs. Scheduling Work and Activities: 
Schedules all necessary activities within agency timelines to meet policy objectives. Developing and Building Teams: 
Brainstorms solutions for concerns and/or priorities as related to the client by participating as a member of a multi-
disciplinary team. Provide Consultation and Advice to Others: Discusses situations with the client, family members, 
caregivers, collaterals and/or stakeholders to decide what resources or actions are needed to reduce risk, facilitate 
change and/or demonstrate educational progress. Controlling Machines and Processes: Uses appropriate audio-visual 
equipment, as needed, to assess and/or implement client services. Operating Vehicles, Mechanized Devices, or 
Equipment: Drives vehicle to conduct agency business. Training and Teaching Others: Educates government 
departments, local regional agencies, law enforcement, nursing home staff, and the general public about agency 
programs. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Time Management Problem Solving Written Communication 
Decision Quality Perspective Drive for Results Building Effective Teams Interpersonal SavvyKnowledge: Administration 
and Management Clerical Customer and Personal Service Psychology Skills: Active Learning Active Listening Complex 
Problem Solving Coordination Critical Thinking Judgment and Decision Making Learning Strategies Negotiation Reading 
Comprehension Self Orientation Self-Monitoring Social Perceptiveness Speaking Time Management Writing Abilities: 
Arm-Hand Steadiness Auditory Attention Extent Flexibility Finger Dexterity Gross Body Coordination Inductive Reasoning 
Manual Dexterity Multi-limb Coordination Oral Comprehension Oral Expression Problem Sensitivity Reaction time 
Selective Attention Speech Clarity Speech Recognition Time Sharing Wrist-Finger Speed Written Comprehension Written 
Expression 
 
Tools and Equipment Used: 
 Vehicle Personal computer Fax machine Copier/scanner Phone  

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079633 - SOCIAL COUNSELOR SUPERVISOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4675 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in social or 
behavioral science and experience equivalent to three years of full-time professional social or human services 
counseling work; additional qualifying graduate coursework in social work may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years; Or three years of full-time professional social or 
human services counseling experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:    Complete a criminal history disclosure 
form in a manner approved by the appointing authority;    Agree to release all records involving their criminal history to 
the appointing authority;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check;    Submit to a review of their status on the Department of Health’s vulnerable person’s registry.  
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social counseling work of average difficulty and 
supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class is responsible for supervising subordinates providing professional social counseling services. This class differs 
from that of Social Counselor 2 in that an incumbent of the latter is responsible for professional social counseling work. 
This class differs from that of DHS Supervisor 1 in that an incumbent of the latter is responsible for supervising 
subordinates providing professional social counseling services or determining clients’ eligibility for receiving monetary 
benefits for social services. 
 
Work Activities: 
Performing Administrative Activities:    Directs, supervises and evaluates/reviews work activity for subordinates 
according to policy.    Selects applicants to recommend for hiring.    Supervises and participates in the preparation and 
maintenance of a variety of reports related to assigned program.    Interviews prospective employees to gather 
information of their work history, training, and education.    Asks questions to assess applicant’s ability to meet job 
requirements.Guiding, Directing, and Motivating Subordinates:    Identifies exceptional performance characteristics 
through employee discussions and personal observations.    Manages the activities for all social work staff for one or 
more programs.    Observes subordinates as they perform tasks to ensure efficiency in work and planning activities.    
Advises staff on policies and procedures.Monitor Processes, Materials, or Surroundings:    Reviews charts of external 
customers to ensure compliance with program policies, procedures and guidelines.    Makes periodic home visits with 
internal customers to observe interactions with external customers (e.g., families).    Monitors program activities to 
ensure goals are being met.    Monitors computerized assessment and/or chart documentation to determine potential 
issues within a family unit.Communicating with Persons Outside Organization:    Performs public contact and liaison 
work within other departments, governmental entities, social and community agencies in explaining and interpreting 
programs and obtaining desired actions.    Communicates effectively and professionally with those outside of the 
department following the organizational structure and guidelines.Training and Teaching Others:    Provides training and 
orientation to new staff to ensure thorough knowledge of program guidelines and policies.    Provides ongoing training 
as specific needs are identified.Judging the Qualities of Things, Services, or People:    Accesses the quality of services for 
families based on identified needs and appropriateness of referrals.    Determines how well the subordinate interacts 
with families served by periodic supervisory home visits.Communicating with Supervisors, Peers, or Subordinates:    
Maintains contact with other related program staff in order to coordinate efforts.    Communicates effectively and 
professionally according to organizational structure and guidelines.Evaluating Information to Determine Compliance 
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with Standards:    Evaluates recorded documentation to determine whether events or processes comply with policies, 
regulations, or standards.Interpreting the Meaning of Information for Others:    Communicates and interprets program 
guidelines and policies to internal and external customers.Developing and Building Teams:    Empowers and motivates 
internal customers in accomplishing the program objectives.Resolving Conflicts and Negotiating with Others:    Handles 
complaints and resolve conflicts from external and internal customers.Making Decisions and Solving Problems:    
Discusses difficult cases or situations with subordinate and/or supervisor to assist in problem solving.Scheduling Work 
and Activities:    Assigns staff to program work plans and activities by comparing program requirements and needs with 
staff’s availability, experience working in a particular program, level of independence and training in specified 
areas.Identifying Objects, Actions, and Events:    Reviews categorization of level of need in order to determine 
appropriateness of planned services for external customers.Updating and Using Relevant Knowledge:    Maintains 
competency by acquiring additional knowledge for the job.Provide Consultation and Advice to Others:    Provides 
guidance and advice to improve efficiency and quality of program operations and services.Analyzing Data or 
Information:    Identifies trends and areas for improvement.Organizing, Planning, and Prioritizing Work:    Prioritizes 
tasks based on importance, urgency and other scheduled activities.Interacting With Computers:    Uses computers to 
analyze data or report information.Coaching and Developing Others:    Discusses methods to improve performance and 
motivate subordinates.Getting Information:    Identifies, prioritizes and shares relevant information from all appropriate 
sources. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Hiring and Staffing    Managerial Courage    Approachability    Compassion    
Customer Focus    Ethics and Values    Integrity and Trust    Listening    Managing Diversity    PatienceKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Education and Training    Law and 
Government    Personnel and Human Resources    Philosophy and Theology    PsychologySkills:    Active Learning    Active 
Listening    Critical Thinking    Learning Strategies    Monitoring    Reading Comprehension    Speaking    Writing    
Coordination    Instructing    Negotiating    Persuasion    Service Orientation    Social Perceptiveness    Complex Problem 
Solving    Management of Personnel Resources    Time ManagementAbilities:    Category Flexibility    Deductive 
Reasoning    Oral Comprehension    Oral Expression    Problem Sensitivity    Written Comprehension    Written Expression    
Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Personal 
VehicleOther office related equipment as required 
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079663 - SOCIAL SERVICES DIRECTOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4677 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree in social work from an accredited college or university and 
experience equivalent to three years of full-time increasingly responsible professional psychiatric social work 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional psychiatric social work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
highest class in the Psychiatric Social Worker sub-series. An employee in this class is assigned to supervise all psychiatric 
social work staff at a state psychiatric hospital. This class differs from that of Psychiatric Social Worker 2 in that an 
incumbent of the latter is supervised by an incumbent of this class and performs work of lesser scope. 
 
Work Activities: 
Selling or Influencing Others:     Communicates with social services staff about new initiatives or procedures to obtain 
their “buy-in” and cooperation.Provide Consultation and Advice to Others:    Serves as a subject matter expert on 
policies, procedures, and systems for social services programs.Assisting and Caring for Others:     Personally handles the 
more difficult and sensitive psychiatric social personal contacts occurring at the institution.Staffing Organizational Units:    
Interviews candidates for vacant positions to develop hiring recommendations.Evaluating Information to Determine 
Compliance with Standards:    Conducts administrative review of records to determine compliance with standards and 
requirements of the Joint Commission and Centers for Medicare Services, Federal rules and regulations, and hospital 
policies.Resolving Conflicts and Negotiating with Others:    Resolves interpersonal conflicts between assigned 
subordinates or work teams to enhance teambuilding and generate a positive work environment.Interpreting the 
Meaning of Information for Others:    Explains and interprets policy and procedure information to staff.    Provides 
professional guidance and advice to staff on problem solving and other social work methods.Making Decisions and 
Solving Problems:    Makes recommendation on important human resources actions such as employment, promotion, 
demotion, transfer, retention, and increases for exceptional performance.    Analyzes all available information, consults 
with other professional disciplines, and applies expertise to particularly difficult case problems.    Collaborates with 
community providers and external customers to identify and resolve service delivery problems (e.g., developing 
discharge plans for patients with multiple barriers).    Analyzes information obtained through observation and 
communications with other concerned parties to identify problems relevant to social services and determine 
appropriate corrective action.    Recommends and implements staffing changes in order to achieve maximum potential 
of staff and best patient care.Thinking Creatively:    Makes recommendations and assists in the development of policies, 
operating procedures, and methods pertinent to social services.    Brainstorms workflow and process improvements 
with co-workers to enhance workplace efficiency.    May develop new programs, resources, and/or activities to meet the 
needs of individuals.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and cooperative 
working relationships with partnering agencies, co-workers, supervisors, other employees and local government 
agencies through meetings and other positive interactions to ensure quality and timely services.Communicating with 
Supervisors, Peers, or Subordinates:    Communicates via email, in person, or by telephone with supervisor and co-
workers to keep them advised of work activities (e.g., case load status, urgent care issues, or social services 
issues).Guiding, Directing, and Motivating Subordinates:    Assigns and supervises the work of social services 
staff.Performing Administrative Activities:    Supervises and participates in the preparation and maintenance of a variety 
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of standard records and reports common to the field of social work.Judging the Qualities of Things, Services, or People:    
Conducts interim and annual performance evaluations and competency assessments for assigned staff to provide 
constructive feedback and recommendations for improvement.    Collaborates with other disciplines to evaluate the 
quality of hospital services.Scheduling Work and Activities:    Schedules staff for social services functions, including 
groups, weekend, and holiday coverage.Developing Objectives and Strategies:    Develops performance evaluation goals 
and desired work outcomes for assigned subordinates to evaluate and develop job performance.    Collaborates with 
community mental health centers and other internal and external service providers to develop objectives and strategies 
for moving patients with multiple barriers into the community.Getting Information:    Collects data from reports or from 
social services staff to create monthly, quarterly, annual, and special reports to aid in supervision of social services staff 
and provide needed information to upper management.    Meets with staff to obtain information necessary to monitor 
and evaluate their work.Organizing, Planning, and Prioritizing Work:     Plans and implements psychiatric social services 
at assigned institution to afford the best service to the client and family and to properly coordinate service with the 
community and social agencies.    Plans and schedules leave requests of assigned subordinates to ensure proper 
coverage.Communicating with Persons Outside Organization:    Communicates via written communications, telephone, 
or email with the courts, social and other agencies, community groups, the family of patients, a variety of other 
professionals, and other entities to assure maximal and proper psychiatric social services.    Communicates with 
individuals from colleges and universities to coordinate student social work practicums.Updating and Using Relevant 
Knowledge:    Attends staff meetings, specific in-service training, and other available training to keep up-to-date on 
policies, procedures, and best practices relevant to social services.    Attends internal or external training programs as 
required to enhance personal development.Interacting With Computers:    Uses a computer to enter and retrieve 
information, create documents, and communicate by email as needed in the performance of assigned job 
duties.Developing and Building Teams:    Conducts social services staff meetings to share information, discuss ideas, and 
build teamwork.Monitoring and Controlling Resources:    Monitors use of grant fund expenditures to ensure appropriate 
use of allocated funds.Monitor Processes, Materials, or Surroundings:    Observes staff interactions with patients and 
their families on a regular basis, including group sessions, to determine the quality of their work.    Monitors interactions 
of staff with other professional disciplines and external customers to ensure that they maintain their professionalism 
and competency.    Reviews patient records to ensure all required materials are present and information is completed 
according to established standards.Training and Teaching Others:    May plan and conduct specialized training to 
educate social services staff on policy and/or procedural changes and improve social services staff 
performance.Coaching and Developing Others:    Creates learning environment by mentoring staff and providing new 
resources and educational tools (e.g., internet resources, professional journals, events in the community) to enhance 
social services programs and increase knowledge and skills of social services staff.Operating Vehicles, Mechanized 
Devices, or Equipment:     May operate a state vehicle or personal vehicle in the performance of job duties. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality    Directing Others    Drive for Results    Ethics and Values    Fairness to Direct Reports    
Conflict Management    Planning    Motivating Others    Hiring and Staffing    Confronting Direct Reports    Comfort 
around Higher Management    Organizational Agility    Building Effective Teams    Peer RelationshipsKnowledge:    
Intermediate knowledge of business and management principles involved in strategic planning, resource allocation, 
leadership technique, and coordination of people and resources    Advanced knowledge of human behavior and 
performance; individual differences in ability, personality, and interests; learning and motivation; and the assessment 
and treatment of behavioral and affective disorders    Advanced knowledge of principles, methods, and procedures for 
diagnosis, treatment, and rehabilitation of mental dysfunctions    Advanced knowledge of group behavior and dynamics, 
societal trends and influences, human migrations, ethnicity, cultures and their history and origins    Basic knowledge of 
principles and processes for providing customer and personal services, including customer needs assessment, meeting 
quality standards for services, and evaluation of customer satisfaction    Intermediate knowledge of principles and 
methods for teaching and instruction for individuals and groups, and the evaluation of training outcomes    Intermediate 
knowledge of psychotropic drug properties and interactions    Intermediate knowledge of principles and procedures for 
personnel recruitment, selection, and training    Basic knowledge of compensation and benefits, labor relations and 
negotiation, and personnel information systems.    Basic knowledge of laws, legal codes, court procedures, government 
regulations, executive orders, and agency rules relative to social service workSkills:    Advanced skill in Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions    
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Advanced skill in considering the relative costs and benefits of potential actions to choose the most appropriate one    
Advanced skill in determining how a system should work and how changes in conditions, operations, and the 
environment will affect outcomes    Advanced skill in identifying measures or indicators of system performance and the 
actions needed to improve or correct performance, relative to the goals of the system    Advanced skill in motivating, 
developing, and directing people as they work, identifying the best people for the job    Advanced skill in managing one's 
own time and the time of others    Advanced skill in understanding the implications of new information for both current 
and future problem-solving and decision-making    Advanced skill in giving full attention to what other people are saying, 
taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate 
times    Advanced skill in talking to others to convey information effectively    Advanced skill in bringing others together 
and trying to reconcile differences    Advanced skill in being aware of others' reactions and understanding why they react 
as they do    Advanced skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 
conclusions or approaches to problems    Advanced skill in monitoring/assessing performance of oneself, other 
individuals, or organizations to make improvements or take corrective action    Intermediate skill in understanding 
written sentences and paragraphs in work related documents    Advanced skill in communicating effectively in writing as 
appropriate for the needs of the audience    Intermediate skill In teaching others how to do something    Advanced skill 
in persuading others to change their minds or behavior    Intermediate skill in selecting and using training/instructional 
methods and procedures appropriate for the situation when learning or teaching new things    Intermediate skill in 
actively looking for ways to help people    Intermediate skill in obtaining and seeing to the appropriate use of 
equipment, facilities, and materials needed to do certain work    Intermediate skill in adjusting actions in relation to 
others' actionsAbilities:    Advanced ability to generate or use different sets of rules for combining or grouping things in 
different ways    Advanced ability to apply general rules to specific problems to produce answers that make sense    
Advanced ability to identify or detect a known pattern (a figure, object, word, or sound) that is hidden in other 
distracting material    Advanced ability to come up with a number of ideas about a topic    Advanced ability to listen to 
and understand information and ideas presented through spoken words and sentences    Intermediate ability to 
concentrate on a task over a period of time without being distracted    Advanced ability to shift back and forth between 
two or more activities or sources of information    Advanced ability to communicate information and ideas in speaking so 
others will understand    Intermediate ability to come up with unusual or clever ideas about a given topic or situation, or 
to develop creative ways to solve a problem    Advanced ability to read and understand information and ideas presented 
in writing    Advanced ability to communicate information and ideas in writing so others will understand    Advanced 
ability to remember information such as words, numbers, pictures, and procedures    Basic ability to add, subtract, 
multiply, or divide quickly and correctly    Advanced ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events)    Basic ability to arrange things or 
actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, 
pictures, mathematical operations)    Advanced ability to tell when something is wrong or is likely to go wrong    The 
ability to see details at close range (within a few feet)    The ability to speak clearly so others can understand    The ability 
to identify and understand the speech of another person 
 
Tools and Equipment Used: 
    Computer    Telephone    Printer/Copier/Fax    Other Office Equipment 
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079612 - SOCIAL SERVICES SPECIALIST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4344 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social work, 
social welfare, sociology, psychology, criminal justice, human services, special education, or other related social service 
field and experience equivalent to one year of full-time professional social services work.Substitution of Education for 
Experience: Qualifying graduate coursework in social work, social welfare, sociology, psychology, criminal justice, human 
services, special education, or other related social service field from an accredited college or university may be 
substituted for the required year of experience. (e.g., 36 graduate quarter hours in one or the combination of the above 
listed field may be substituted for the one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social services work of average difficulty; and 
performs related work as required.Distinguishing Features: ,This is the working level class in the professional Social 
Services Specialist sub-series, the entry level being subsumed by that of Social Services Specialist 1. An employee in this 
class provides guidance, advice, and application of theory in treatment to families and patients in home settings, mental 
health or intellectual and developmental disabilities facilities, or state and county prisons. This class is flexibly staffed 
with and differs from Social Services Specialist 1 in that an incumbent of the latter learns the proper principles, 
practices, and procedures for social services work. 
 
Work Activities: 
Making Decisions and Solving Problems:1. Assesses individual situations by reviewing intake record, social history, 
referral and medical information, school/employment functioning, collateral information from families and local mental 
health services, and other information to determine an appropriate plan to address the needs of an 
individual.Developing Objectives and Strategies:1. Participates in the development and execution of individual 
treatment plans by evaluating patients' strengths, needs and goals and making treatment recommendations 
accordingly.Assisting and Caring for Others:1. Provides individual, group, and family counseling relative to social 
problems.2. Makes appropriate referrals to other public and private social agencies and community resources, such as 
Department of Human Services, food banks, housing, child care, education, counseling centers, hospice care, and/or 
medical providers.3. Counsel's patients and their families in developing and using their own potential to more 
adequately solve their social, health, emotional, and economic problems.4. Arranges or schedules a variety of aftercare 
services subsequent to discharge such as medication management, case management, alcohol and drug follow-up, as 
well as coordinating placements in boarding and other homes, half-way houses, alcohol and drug treatment and/or 
other placements.Getting Information:1. Reviews intake documents, psychiatric evaluations, medical records, school 
records, employment record, or other relevant information to gather information needed to assess an individual's 
needs.2. Interviews individuals to obtain social history, medical information, school or employment functioning, or other 
relevant information to determine whether eligibility for services.3. Talks with family members, friends, outpatient 
providers, and others to gather information needed to assess an individual.Evaluating Information to Determine 
Compliance with Standards:1. May review patient charts to determine compliance with HIPAA laws.2. May review 
records maintained by co-workers to check compliance with social services policies and/or standards.Interpreting the 
Meaning of Information for Others:1. May testify in court to provide a recommendation for a plan of care outcome for 
an individual.Resolving Conflicts and Negotiating with Others:1. May talk with individuals and their families to assist 
them in resolving conflicts.Performing Administrative Activities:1. Maintains a variety of records and reports normally 
associated with the provision of professional social services work.Organizing, Planning, and Prioritizing Work:1. Plans 
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and prioritizes work tasks based on scheduled events and activities, deadlines, and in accordance with social services 
policies.Interacting With Computers:1. Uses a computer to enter and retrieve information in the performance of social 
services work.Coordinating the Work and Activities of Others:1. Serves as liaison and coordinator between patients and 
their families, the community, schools, hospitals, and social services.Documenting/Recording Information:1. Prepares 
appropriate and necessary documentation for records and treatment teams including such information as intake 
records, social history, referrals, medical information, school employment functioning, assessments, treatment plans, 
treatment progress notes, pre-discharge, and discharge summaries.2. May keep logs of communications with individuals 
and/or other providers to comply with in-house policies.Updating and Using Relevant Knowledge:1. Attends staff 
meetings, in-service training, and other available training to keep up-to-date on policies, procedures, and best practices 
relevant to social services.Scheduling Work and Activities:1. Schedules visits with individuals, families, and/or other 
caregivers based on the individual's plan of care and policy requirements.Communicating with Supervisors, Peers, or 
Subordinates:1. Communicates via email, in person, or by telephone with supervisor and co-workers to keep them 
advised of work activities (e.g., case load status, urgent care issues, or social services issues).Communicating with 
Persons Outside Organization:1. Communicates via written communications, telephone, or email to other agencies (e.g., 
Probation and Parole, Social Security Administration, out-patient mental health centers) to verify status of an 
individual.2. Communicates via telephone, email, or in person with the service providers to exchange information 
necessary to assist an individual in obtaining services and to follow up on the progress being made in receiving 
services.3. May write letters to employers to advise them of the limitations of an individual, confirm the reason for their 
absence, and provide return to work status.Thinking Creatively:1. May develop new programs, resources, and/or 
activities to meet the needs of individuals.Monitoring and Controlling Resources:1. In an in-patient setting, may 
obtain/monitor funds for patients' accounts and request expenditures as necessary to assist them in obtaining needed 
goods and services.Coaching and Developing Others:1. May provide mentoring to interns, volunteers, or others to help 
them increase their knowledge and skills relevant to social services.Operating Vehicles, Mechanized Devices, or 
Equipment:1. May operate a state vehicle or personal vehicle in the performance of job duties. 
 
Competencies (KSA’s): 
Competencies:1. Ethics and Values2. Compassion3. Problem Solving4. Approachability5. Listening6. Decision Quality7. 
Learning on the Fly8. Composure9. Organizing10. PerseveranceKnowledge:1. Intermediate knowledge of human 
behavior and performance; individual differences in ability, personality and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders2. 
Intermediate knowledge of group behavior and dynamics, societal trends and influences, human migrations, ethnicity, 
cultures and their history and origins3. Intermediate knowledge of applicable laws, rules, and policies relative to 
emergency in-patient mental health commitments, conservatorships, and/or court-ordered forensic evaluations4. 
Intermediate knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of physical 
and mental dysfunctions5. Basic knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and other office proceduresSkills:1. Intermediate reading comprehension skills2. 
Intermediate service orientation skills3. Basic skills in managing one's own time effectively4. Basic active listening skills5. 
Intermediate speaking skills6. Intermediate writing skills7. Intermediate social perceptiveness skills8. Basic active 
learning skills9. Basic critical thinking skills10. Intermediate negotiation skills11. Intermediate skills in complex problem 
solving12. Intermediate judgment and decision-making skills13. Intermediate persuasion skills14. Basic skills in the 
management of financial resources15. Basic social coordination skills16. Basic monitoring skillsAbilities:1. Intermediate 
oral comprehension abilities2. Intermediate oral expression abilities3. Intermediate time sharing abilities4. Intermediate 
written comprehension abilities5. Intermediate written expression abilities6. Intermediate category flexibility abilities7. 
Intermediate deductive reasoning abilities8. Intermediate inductive reasoning abilities9. Ability to develop creative ways 
to solve a problem10. Intermediate memorization abilities  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner 
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079612 - SOCIAL SERVICES SPECIALIST 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4345 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social work, 
social welfare, sociology, psychology, criminal justice, human services, special education, or other related social service 
field and experience equivalent to one year of full-time professional social services work.Substitution of Education for 
Experience: Qualifying graduate coursework in social work, social welfare, sociology, psychology, criminal justice, human 
services, special education, or other related social service field from an accredited college or university may be 
substituted for the required year of experience. (e.g., 36 graduate quarter hours in one or the combination of the above 
listed field may be substituted for the one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social services work of average difficulty; and 
performs related work as required.Distinguishing Features: ,This is the working level class in the professional Social 
Services Specialist sub-series, the entry level being subsumed by that of Social Services Specialist 1. An employee in this 
class provides guidance, advice, and application of theory in treatment to families and patients in home settings, mental 
health or intellectual and developmental disabilities facilities, or state and county prisons. This class is flexibly staffed 
with and differs from Social Services Specialist 1 in that an incumbent of the latter learns the proper principles, 
practices, and procedures for social services work. 
 
Work Activities: 
Making Decisions and Solving Problems:1. Assesses individual situations by reviewing intake record, social history, 
referral and medical information, school/employment functioning, collateral information from families and local mental 
health services, and other information to determine an appropriate plan to address the needs of an 
individual.Developing Objectives and Strategies:1. Participates in the development and execution of individual 
treatment plans by evaluating patients' strengths, needs and goals and making treatment recommendations 
accordingly.Assisting and Caring for Others:1. Provides individual, group, and family counseling relative to social 
problems.2. Makes appropriate referrals to other public and private social agencies and community resources, such as 
Department of Human Services, food banks, housing, child care, education, counseling centers, hospice care, and/or 
medical providers.3. Counsel's patients and their families in developing and using their own potential to more 
adequately solve their social, health, emotional, and economic problems.4. Arranges or schedules a variety of aftercare 
services subsequent to discharge such as medication management, case management, alcohol and drug follow-up, as 
well as coordinating placements in boarding and other homes, half-way houses, alcohol and drug treatment and/or 
other placements.Getting Information:1. Reviews intake documents, psychiatric evaluations, medical records, school 
records, employment record, or other relevant information to gather information needed to assess an individual's 
needs.2. Interviews individuals to obtain social history, medical information, school or employment functioning, or other 
relevant information to determine whether eligibility for services.3. Talks with family members, friends, outpatient 
providers, and others to gather information needed to assess an individual.Evaluating Information to Determine 
Compliance with Standards:1. May review patient charts to determine compliance with HIPAA laws.2. May review 
records maintained by co-workers to check compliance with social services policies and/or standards.Interpreting the 
Meaning of Information for Others:1. May testify in court to provide a recommendation for a plan of care outcome for 
an individual.Resolving Conflicts and Negotiating with Others:1. May talk with individuals and their families to assist 
them in resolving conflicts.Performing Administrative Activities:1. Maintains a variety of records and reports normally 
associated with the provision of professional social services work.Organizing, Planning, and Prioritizing Work:1. Plans 
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and prioritizes work tasks based on scheduled events and activities, deadlines, and in accordance with social services 
policies.Interacting With Computers:1. Uses a computer to enter and retrieve information in the performance of social 
services work.Coordinating the Work and Activities of Others:1. Serves as liaison and coordinator between patients and 
their families, the community, schools, hospitals, and social services.Documenting/Recording Information:1. Prepares 
appropriate and necessary documentation for records and treatment teams including such information as intake 
records, social history, referrals, medical information, school employment functioning, assessments, treatment plans, 
treatment progress notes, pre-discharge, and discharge summaries.2. May keep logs of communications with individuals 
and/or other providers to comply with in-house policies.Updating and Using Relevant Knowledge:1. Attends staff 
meetings, in-service training, and other available training to keep up-to-date on policies, procedures, and best practices 
relevant to social services.Scheduling Work and Activities:1. Schedules visits with individuals, families, and/or other 
caregivers based on the individual's plan of care and policy requirements.Communicating with Supervisors, Peers, or 
Subordinates:1. Communicates via email, in person, or by telephone with supervisor and co-workers to keep them 
advised of work activities (e.g., case load status, urgent care issues, or social services issues).Communicating with 
Persons Outside Organization:1. Communicates via written communications, telephone, or email to other agencies (e.g., 
Probation and Parole, Social Security Administration, out-patient mental health centers) to verify status of an 
individual.2. Communicates via telephone, email, or in person with the service providers to exchange information 
necessary to assist an individual in obtaining services and to follow up on the progress being made in receiving 
services.3. May write letters to employers to advise them of the limitations of an individual, confirm the reason for their 
absence, and provide return to work status.Thinking Creatively:1. May develop new programs, resources, and/or 
activities to meet the needs of individuals.Monitoring and Controlling Resources:1. In an in-patient setting, may 
obtain/monitor funds for patients' accounts and request expenditures as necessary to assist them in obtaining needed 
goods and services.Coaching and Developing Others:1. May provide mentoring to interns, volunteers, or others to help 
them increase their knowledge and skills relevant to social services.Operating Vehicles, Mechanized Devices, or 
Equipment:1. May operate a state vehicle or personal vehicle in the performance of job duties. 
 
Competencies (KSA’s): 
Competencies:1. Ethics and Values2. Compassion3. Problem Solving4. Approachability5. Listening6. Decision Quality7. 
Learning on the Fly8. Composure9. Organizing10. PerseveranceKnowledge:1. Intermediate knowledge of human 
behavior and performance; individual differences in ability, personality and interests; learning and motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disorders2. 
Intermediate knowledge of group behavior and dynamics, societal trends and influences, human migrations, ethnicity, 
cultures and their history and origins3. Intermediate knowledge of applicable laws, rules, and policies relative to 
emergency in-patient mental health commitments, conservatorships, and/or court-ordered forensic evaluations4. 
Intermediate knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of physical 
and mental dysfunctions5. Basic knowledge of administrative and clerical procedures and systems such as word 
processing, managing files and records, and other office proceduresSkills:1. Intermediate reading comprehension skills2. 
Intermediate service orientation skills3. Basic skills in managing one's own time effectively4. Basic active listening skills5. 
Intermediate speaking skills6. Intermediate writing skills7. Intermediate social perceptiveness skills8. Basic active 
learning skills9. Basic critical thinking skills10. Intermediate negotiation skills11. Intermediate skills in complex problem 
solving12. Intermediate judgment and decision-making skills13. Intermediate persuasion skills14. Basic skills in the 
management of financial resources15. Basic social coordination skills16. Basic monitoring skillsAbilities:1. Intermediate 
oral comprehension abilities2. Intermediate oral expression abilities3. Intermediate time sharing abilities4. Intermediate 
written comprehension abilities5. Intermediate written expression abilities6. Intermediate category flexibility abilities7. 
Intermediate deductive reasoning abilities8. Intermediate inductive reasoning abilities9. Ability to develop creative ways 
to solve a problem10. Intermediate memorization abilities  
 
Tools and Equipment Used: 
1. Personal Computer2. Telephone3. Fax Machine4. Printer5. Copy Machine6. Scanner 
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079602 - SOCIAL WORKER 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4458 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's, master's, or doctorate 
degree in social work and one year of full-time professional social work or social work related experience.Substitution of 
Education for Experience: Qualifying graduate coursework in social work from an accredited college or university may be 
substituted for the required year of experience. (e.g., 36 graduate quarter hours in social work may be substituted for 
the one year of required experience).ORPossession of a Master's of Social Work Certificate (CMSW) or License of Clinical 
Social Work (LCSW) from the State of Tennessee 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Social Worker 2 classification as set forth in 
Tennessee Code Annotated, &sect;63-23-111:     possession of a baccalaureate or master's degree in social work from an 
accredited social work program approved by the Council on Social Work Education; or    possession of a doctoral or Ph.D. 
in social work; or    possession of a current master of social work certificate or independent practitioner of social work 
license as set forth in &sect;63-23-102 and &sect;63-23-103.Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working level class in the professional Social Worker sub-
series, the entry level being subsumed by that of Social Worker 1. An employee in this class provides guidance, advice, 
and application of theory in treatment to families and patients in home settings, mental health/ intellectual and 
developmental disabilities facilities, or state and county prisons. This class is flexibly staffed with and differs from Social 
Worker 1 in that an incumbent of the latter functions at the working level under general supervision. 
 
Work Activities: 
Assisting and Caring for Others:    Arranges or schedules a variety of aftercare services subsequent to discharge such as 
medication management, case management, alcohol and drug follow-up, as well as coordinating placements in boarding 
and other homes, half-way houses, alcohol and drug treatment and other placements.    Counsels patients and their 
families in developing and using their own potential for more adequately solving their social, health, emotional, and 
economic problems, as well as co-occurring disorders.    Provides individual, group, and family counseling relative to 
social problems.Judging the Qualities of Things, Services, or People:    Assesses individual situations by reviewing intake 
record, social history, referral and medical information, school/employment functioning, collateral information from 
families and local mental health services, and other information relevant to a plan of treatment for the 
individual.Documenting/Recording Information:    Prepares appropriate and necessary documentation for records and 
treatment teams such as may relate to intake, social and family history, referral and medical information, 
school/employment functioning, assessments, treatment plans, progress notes, pre-discharge, and discharge 
summaries.    Keeps detailed treatment progress notes and other records to document assessment 
outcomes.Establishing and Maintaining Interpersonal Relationships:    Makes appropriate referrals, with follow-up, to 
other public and private social agencies and community resources, such as Department of Human Services, food banks, 
housing, child care, education, mental health centers, and medical providers, concerning the needs and problems of 
patients.    Works with attending physician and appropriate nursing personnel in providing total patient care.Developing 
Objectives and Strategies:    Participates in the development and execution of individual interdisciplinary treatment 
plans by evaluating patients’ strengths, needs and goals and makes treatment recommendations 
accordingly.Coordinating the Work and Activities of Others:    Serves as liaison and coordinator between patients and 
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their families, the community, schools, hospitals, and social services.Performing Administrative Activities:    Prepares and 
maintains a variety of detailed records and reports normally associated with the provision of professional social services 
work. 
 
Competencies (KSA’s): 
Competencies:    Written Communication    Ethics and Values    Organizational Agility    Problem Solving    Action 
Oriented    Approachability    Dealing with Ambiguity    Decision Quality    Integrity and Trust    Command Skills    Conflict 
Management    Perseverance    Time Management    Timely Decision MakingKnowledge:    Advanced knowledge of 
principles, methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, 
and for career counseling and guidance    Advanced knowledge of group behavior and dynamics, societal trends and 
influences, human migrations, ethnicity, cultures and their history and origins    Intermediate knowledge of human 
behavior and performance; individual differences in ability, personality and interests; learning & motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disordersSkills:    
Advanced social perceptiveness skills    Intermediate writing skills    Intermediate coordination skills    Active listening 
skills    Critical thinking skills    Intermediate skills in teaching service recipients how to access resources and services 
needed for independent community living    Intermediate negotiation skills    Service orientation skills Abilities:    
Problem sensitivity ability    Sufficient auditory, visual, and olfaction senses to be able to accurately assess and monitor 
service recipients in a mental health setting to ensure the safety of service recipients and service providers    
Intermediate oral comprehension ability    Intermediate oral expression ability    Deductive reasoning ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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079602 - SOCIAL WORKER 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4459 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's, master's, or doctorate 
degree in social work and one year of full-time professional social work or social work related experience.Substitution of 
Education for Experience: Qualifying graduate coursework in social work from an accredited college or university may be 
substituted for the required year of experience. (e.g., 36 graduate quarter hours in social work may be substituted for 
the one year of required experience).ORPossession of a Master's of Social Work Certificate (CMSW) or License of Clinical 
Social Work (LCSW) from the State of Tennessee 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess one or more of the following conditions at the 
time of appointment and must be maintained during employment in the Social Worker 2 classification as set forth in 
Tennessee Code Annotated, &sect;63-23-111:     possession of a baccalaureate or master's degree in social work from an 
accredited social work program approved by the Council on Social Work Education; or    possession of a doctoral or Ph.D. 
in social work; or    possession of a current master of social work certificate or independent practitioner of social work 
license as set forth in &sect;63-23-102 and &sect;63-23-103.Examination Method: Education and Experience, 100%, for 
Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional social work of average difficulty; and performs 
related work as required. Distinguishing Features: ,This is the working level class in the professional Social Worker sub-
series, the entry level being subsumed by that of Social Worker 1. An employee in this class provides guidance, advice, 
and application of theory in treatment to families and patients in home settings, mental health/ intellectual and 
developmental disabilities facilities, or state and county prisons. This class is flexibly staffed with and differs from Social 
Worker 1 in that an incumbent of the latter functions at the working level under general supervision. 
 
Work Activities: 
Assisting and Caring for Others:    Arranges or schedules a variety of aftercare services subsequent to discharge such as 
medication management, case management, alcohol and drug follow-up, as well as coordinating placements in boarding 
and other homes, half-way houses, alcohol and drug treatment and other placements.    Counsels patients and their 
families in developing and using their own potential for more adequately solving their social, health, emotional, and 
economic problems, as well as co-occurring disorders.    Provides individual, group, and family counseling relative to 
social problems.Judging the Qualities of Things, Services, or People:    Assesses individual situations by reviewing intake 
record, social history, referral and medical information, school/employment functioning, collateral information from 
families and local mental health services, and other information relevant to a plan of treatment for the 
individual.Documenting/Recording Information:    Prepares appropriate and necessary documentation for records and 
treatment teams such as may relate to intake, social and family history, referral and medical information, 
school/employment functioning, assessments, treatment plans, progress notes, pre-discharge, and discharge 
summaries.    Keeps detailed treatment progress notes and other records to document assessment 
outcomes.Establishing and Maintaining Interpersonal Relationships:    Makes appropriate referrals, with follow-up, to 
other public and private social agencies and community resources, such as Department of Human Services, food banks, 
housing, child care, education, mental health centers, and medical providers, concerning the needs and problems of 
patients.    Works with attending physician and appropriate nursing personnel in providing total patient care.Developing 
Objectives and Strategies:    Participates in the development and execution of individual interdisciplinary treatment 
plans by evaluating patients’ strengths, needs and goals and makes treatment recommendations 
accordingly.Coordinating the Work and Activities of Others:    Serves as liaison and coordinator between patients and 
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their families, the community, schools, hospitals, and social services.Performing Administrative Activities:    Prepares and 
maintains a variety of detailed records and reports normally associated with the provision of professional social services 
work. 
 
Competencies (KSA’s): 
Competencies:    Written Communication    Ethics and Values    Organizational Agility    Problem Solving    Action 
Oriented    Approachability    Dealing with Ambiguity    Decision Quality    Integrity and Trust    Command Skills    Conflict 
Management    Perseverance    Time Management    Timely Decision MakingKnowledge:    Advanced knowledge of 
principles, methods, and procedures for diagnosis, treatment, and rehabilitation of physical and mental dysfunctions, 
and for career counseling and guidance    Advanced knowledge of group behavior and dynamics, societal trends and 
influences, human migrations, ethnicity, cultures and their history and origins    Intermediate knowledge of human 
behavior and performance; individual differences in ability, personality and interests; learning & motivation; 
psychological research methods; and the assessment and treatment of behavioral and affective disordersSkills:    
Advanced social perceptiveness skills    Intermediate writing skills    Intermediate coordination skills    Active listening 
skills    Critical thinking skills    Intermediate skills in teaching service recipients how to access resources and services 
needed for independent community living    Intermediate negotiation skills    Service orientation skills Abilities:    
Problem sensitivity ability    Sufficient auditory, visual, and olfaction senses to be able to accurately assess and monitor 
service recipients in a mental health setting to ensure the safety of service recipients and service providers    
Intermediate oral comprehension ability    Intermediate oral expression ability    Deductive reasoning ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Scanner 
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076112 - SOFTWARE DEVELOPER-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4001 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for applications computer programming work of considerable 
difficulty and computer systems design work of average difficulty; and performs related word as required. Distinguishing 
Features: An employee in this class, independently or as a member of a project team, designs, modifies code, 
participates in code reviews, and develops databases and/or implements complex business applications programs. This 
class differs from the Software Developer-Jr, in that an incumbent of the latter performs programming work of lesser 
scope and complexity. This class differs from the Software Developer-Lead in that an incumbent of the latter leads or 
supervises a development team in the design, modification, coding, code reviews and/or implementation of new or 
modified complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to customers.Provide 
Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics. Provides technical guidance to peers or subordinates regarding improvements to 
design, code, testing procedures and documentation. Consults with team to evaluate interface between hardware and 
software, develop specifications and performance requirements, or resolve customer problems. Advises management of 
options that are available to develop or modify an existing system or purchase and modify a commercially available 
system.Interacting With Computers:  Uses computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information. Develops software according to the 
design specifications using established software application standards. Writes software that enables the computer to 
initiate the processing sequence and execute the program. Codes database scripts and stored procedures in order to 
retrieve and manipulate specific data based on required business processes. Changes software to address any 
unexpected or inaccurate processes identified in the system test or through user feedback. Changes software 
components to access the appropriate environment by updating data linkages, data libraries in order to implement the 
approved system. Composes messages which will be output by programs to assist in error identification and correction. 
Writes code to create export files based on software requirements. Develops software applications that imports/exports 
data, connects to databases, designs user interfaces.Monitor Processes, Materials, or Surroundings: Monitors and 
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reviews information from materials, events, or the environment, to detect or assess problems. Reviews and monitors 
error logs and brings to the attention of Software Developer-Lead or supervisor. Troubleshoots operational or software 
problems and recommends solutions to the supervisor. Implements the recommended resolution to operational or 
software problems. Reviews security vulnerability reports as needed and recommends/makes software changes to 
resolve issues.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. 
Reads and interprets written functional specifications.  Interviews business user to establish functional requirements. 
Discusses current system operations, proposed system requirements, and user need with relevant stakeholders, 
including clients, users, and management. Validates information gathered to present to lead and/or supervisor. 
Examines system specification, input/output reports, existing equipment, security protocols and system interfaces to 
understand how the current system operates. Coordinates with the Software Developer-Lead or supervisor to obtain 
project task. Confers with lead/supervisor or project manager to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Provides reliable and reasonable 
estimates of man-hours required for programming assignments. Verifies that project goals and objectives are met on a 
timely basis and within costs. Provides cost estimates for use in long-range planning of future projects. Schedules 
completion dates for tasks.Making Decisions and Solving Problems: Analyzes information and evaluates results to 
choose the best solution and solve problems. Determines the appropriate methods and functions to solve problems 
according to established standards.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Analyzing Data or Information: Identifies the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts. Analyzes information to determine, recommend, and plan 
installation of a new system or modification to an existing system. Compares current system processes to proposed 
system changes in order to determine the potential impact on other systems and business operations. Analyzes existing 
data for accuracy and completeness. Identifies the data input, output sources and logical interfaces, in order to estimate 
the volume of associated data within the system. Defines user input and output using design tools.         Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function.   Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Conducts 
training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, and 
reading inquiry screens. Creates status reports for management summarizing the status of a project as it relates to the 
scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written 
or electronic/magnetic form. Documents all user, data, equipment, security, and legal requirements for a proposed 
system change. Documents the data elements, input and output sources, and how data will be transmitted through a 
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proposed system. Documents a conversion plan describing the steps required for data migration. Prepares design 
documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be used in 
the writing of program source code.   Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Draws graphical diagrams to 
describe process flow and relationships and the manual and automated business processes of the system. Documents 
data backup procedures.              Writes basic operations guidelines. Conducts project relevant presentations to 
stakeholders and/or management and answers any related questions. Creates a detailed project plan which identifies 
tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps required for data 
migration. Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Learning on the Fly Time 
Management Timely Decision Making Planning Process Management Peer Relationships Written 
CommunicationsKnowledge: Knowledge of a Programming language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet Protocols Knowledge of SSL and certificates for enhancing application security Knowledge of 
System Architecture Knowledge of XML Web Services Knowledge of code reviews to ensure compliance with best 
practices, reusability, maintainability and scalability Knowledge of cross platform communication techniques Knowledge 
of developing software using OOP Knowledge of code management and versioning softwareSkills: Skilled in using code 
management and versioning software Skilled in using XML Web Services Skilled in using SSL and certificates for 
enhancing application security Skilled in developing cross platform communication Skilled in developing software using 
OOP for mobile application development Skilled with data design and data modeling Skilled in writing and executing test 
plans Skilled in tracking testing results to ensure system applications are free from defects Skilled in developing software 
using OOPAbilities: Flexibility Ability to organize and plan work to meet goals and deadlines 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076112 - SOFTWARE DEVELOPER-ADV 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4002 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for applications computer programming work of considerable 
difficulty and computer systems design work of average difficulty; and performs related word as required. Distinguishing 
Features: An employee in this class, independently or as a member of a project team, designs, modifies code, 
participates in code reviews, and develops databases and/or implements complex business applications programs. This 
class differs from the Software Developer-Jr, in that an incumbent of the latter performs programming work of lesser 
scope and complexity. This class differs from the Software Developer-Lead in that an incumbent of the latter leads or 
supervises a development team in the design, modification, coding, code reviews and/or implementation of new or 
modified complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to customers.Provide 
Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics. Provides technical guidance to peers or subordinates regarding improvements to 
design, code, testing procedures and documentation. Consults with team to evaluate interface between hardware and 
software, develop specifications and performance requirements, or resolve customer problems. Advises management of 
options that are available to develop or modify an existing system or purchase and modify a commercially available 
system.Interacting With Computers:  Uses computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information. Develops software according to the 
design specifications using established software application standards. Writes software that enables the computer to 
initiate the processing sequence and execute the program. Codes database scripts and stored procedures in order to 
retrieve and manipulate specific data based on required business processes. Changes software to address any 
unexpected or inaccurate processes identified in the system test or through user feedback. Changes software 
components to access the appropriate environment by updating data linkages, data libraries in order to implement the 
approved system. Composes messages which will be output by programs to assist in error identification and correction. 
Writes code to create export files based on software requirements. Develops software applications that imports/exports 
data, connects to databases, designs user interfaces.Monitor Processes, Materials, or Surroundings: Monitors and 
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reviews information from materials, events, or the environment, to detect or assess problems. Reviews and monitors 
error logs and brings to the attention of Software Developer-Lead or supervisor. Troubleshoots operational or software 
problems and recommends solutions to the supervisor. Implements the recommended resolution to operational or 
software problems. Reviews security vulnerability reports as needed and recommends/makes software changes to 
resolve issues.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. 
Reads and interprets written functional specifications.  Interviews business user to establish functional requirements. 
Discusses current system operations, proposed system requirements, and user need with relevant stakeholders, 
including clients, users, and management. Validates information gathered to present to lead and/or supervisor. 
Examines system specification, input/output reports, existing equipment, security protocols and system interfaces to 
understand how the current system operates. Coordinates with the Software Developer-Lead or supervisor to obtain 
project task. Confers with lead/supervisor or project manager to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Provides reliable and reasonable 
estimates of man-hours required for programming assignments. Verifies that project goals and objectives are met on a 
timely basis and within costs. Provides cost estimates for use in long-range planning of future projects. Schedules 
completion dates for tasks.Making Decisions and Solving Problems: Analyzes information and evaluates results to 
choose the best solution and solve problems. Determines the appropriate methods and functions to solve problems 
according to established standards.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Analyzing Data or Information: Identifies the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts. Analyzes information to determine, recommend, and plan 
installation of a new system or modification to an existing system. Compares current system processes to proposed 
system changes in order to determine the potential impact on other systems and business operations. Analyzes existing 
data for accuracy and completeness. Identifies the data input, output sources and logical interfaces, in order to estimate 
the volume of associated data within the system. Defines user input and output using design tools.         Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function.   Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Conducts 
training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, and 
reading inquiry screens. Creates status reports for management summarizing the status of a project as it relates to the 
scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written 
or electronic/magnetic form. Documents all user, data, equipment, security, and legal requirements for a proposed 
system change. Documents the data elements, input and output sources, and how data will be transmitted through a 
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proposed system. Documents a conversion plan describing the steps required for data migration. Prepares design 
documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be used in 
the writing of program source code.   Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Draws graphical diagrams to 
describe process flow and relationships and the manual and automated business processes of the system. Documents 
data backup procedures.              Writes basic operations guidelines. Conducts project relevant presentations to 
stakeholders and/or management and answers any related questions. Creates a detailed project plan which identifies 
tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps required for data 
migration. Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Learning on the Fly Time 
Management Timely Decision Making Planning Process Management Peer Relationships Written 
CommunicationsKnowledge: Knowledge of a Programming language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet Protocols Knowledge of SSL and certificates for enhancing application security Knowledge of 
System Architecture Knowledge of XML Web Services Knowledge of code reviews to ensure compliance with best 
practices, reusability, maintainability and scalability Knowledge of cross platform communication techniques Knowledge 
of developing software using OOP Knowledge of code management and versioning softwareSkills: Skilled in using code 
management and versioning software Skilled in using XML Web Services Skilled in using SSL and certificates for 
enhancing application security Skilled in developing cross platform communication Skilled in developing software using 
OOP for mobile application development Skilled with data design and data modeling Skilled in writing and executing test 
plans Skilled in tracking testing results to ensure system applications are free from defects Skilled in developing software 
using OOPAbilities: Flexibility Ability to organize and plan work to meet goals and deadlines 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076112 - SOFTWARE DEVELOPER-ADV 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  8830 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of professional level experience in systems analysis, application design, or software development of business 
information systems.Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from 
an accredited college or university with an Information Technology related associate’s degree may substitute for the 
required bachelor’s degree.Substitution of Experience for the Specific Associate’s Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate’s degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for applications computer programming work of considerable 
difficulty and computer systems design work of average difficulty; and performs related word as required.Distinguishing 
Features: An employee in this class, independently or as a member of a project team, designs, modifies code, 
participates in code reviews, and develops databases and/or implements complex business applications programs. This 
class differs from the Software Developer-Jr* in that an incumbent of the latter performs programming work of lesser 
scope and complexity. This class differs from the Software Developer-Lead in that an incumbent of the latter leads or 
supervises a development team in the design, modification, coding, code reviews and/or implementation of new or 
modified complex business applications programs. 
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to customers.Provide 
Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics. Provides technical guidance to peers or subordinates regarding improvements to 
design, code, testing procedures and documentation. Consults with team to evaluate interface between hardware and 
software, develop specifications and performance requirements, or resolve customer problems. Advises management of 
options that are available to develop or modify an existing system or purchase and modify a commercially available 
system.Interacting With Computers: Uses computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information. Develops software according to the 
design specifications using established software application standards. Writes software that enables the computer to 
initiate the processing sequence and execute the program. Codes database scripts and stored procedures in order to 
retrieve and manipulate specific data based on required business processes. Changes software to address any 
unexpected or inaccurate processes identified in the system test or through user feedback. Changes software 
components to access the appropriate environment by updating data linkages, data libraries in order to implement the 
approved system. Composes messages which will be output by programs to assist in error identification and correction. 
Writes code to create export files based on software requirements. Develops software applications that imports/exports 
data, connects to databases, designs user interfaces.Monitor Processes, Materials, or Surroundings: Monitors and 
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reviews information from materials, events, or the environment, to detect or assess problems. Reviews and monitors 
error logs and brings to the attention of Software Developer-Lead or supervisor. Troubleshoots operational or software 
problems and recommends solutions to the supervisor. Implements the recommended resolution to operational or 
software problems. Reviews security vulnerability reports as needed and recommends/makes software changes to 
resolve issues.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. 
Reads and interprets written functional specifications.  Interviews business user to establish functional requirements. 
Discusses current system operations, proposed system requirements, and user need with relevant stakeholders, 
including clients, users, and management. Validates information gathered to present to lead and/or supervisor. 
Examines system specification, input/output reports, existing equipment, security protocols and system interfaces to 
understand how the current system operates. Coordinates with the Software Developer-Lead or supervisor to obtain 
project task. Confers with lead/supervisor or project manager to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Provides reliable and reasonable 
estimates of man-hours required for programming assignments. Verifies that project goals and objectives are met on a 
timely basis and within costs. Provides cost estimates for use in long-range planning of future projects. Schedules 
completion dates for tasks.Making Decisions and Solving Problems: Analyzes information and evaluates results to 
choose the best solution and solve problems. Determines the appropriate methods and functions to solve problems 
according to established standards.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Analyzing Data or Information: Identifies the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts. Analyzes information to determine, recommend, and plan 
installation of a new system or modification to an existing system. Compares current system processes to proposed 
system changes in order to determine the potential impact on other systems and business operations. Analyzes existing 
data for accuracy and completeness. Identifies the data input, output sources and logical interfaces, in order to estimate 
the volume of associated data within the system. Defines user input and output using design tools.         Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function.   Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Conducts 
training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, and 
reading inquiry screens. Creates status reports for management summarizing the status of a project as it relates to the 
scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written 
or electronic/magnetic form. Documents all user, data, equipment, security, and legal requirements for a proposed 
system change. Documents the data elements, input and output sources, and how data will be transmitted through a 
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proposed system. Documents a conversion plan describing the steps required for data migration. Prepares design 
documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be used in 
the writing of program source code.   Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Draws graphical diagrams to 
describe process flow and relationships and the manual and automated business processes of the system. Documents 
data backup procedures.              Writes basic operations guidelines. Conducts project relevant presentations to 
stakeholders and/or management and answers any related questions. Creates a detailed project plan which identifies 
tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps required for data 
migration. Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Learning on the Fly Time 
Management Timely Decision Making Planning Process Management Peer Relationships Written 
CommunicationsKnowledge: Knowledge of a Programming language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet Protocols Knowledge of SSL and certificates for enhancing application security Knowledge of 
System Architecture Knowledge of XML Web Services Knowledge of code reviews to ensure compliance with best 
practices, reusability, maintainability and scalability Knowledge of cross platform communication techniques Knowledge 
of developing software using OOP Knowledge of code management and versioning softwareSkills: Skilled in using code 
management and versioning software Skilled in using XML Web Services Skilled in using SSL and certificates for 
enhancing application security Skilled in developing cross platform communication Skilled in developing software using 
OOP for mobile application development Skilled with data design and data modeling Skilled in writing and executing test 
plans Skilled in tracking testing results to ensure system applications are free from defects Skilled in developing software 
using OOPAbilities: Flexibility Ability to organize and plan work to meet goals and deadlines 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076112 - SOFTWARE DEVELOPER-ADV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4003 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for applications computer programming work of considerable 
difficulty and computer systems design work of average difficulty; and performs related word as required. Distinguishing 
Features: An employee in this class, independently or as a member of a project team, designs, modifies code, 
participates in code reviews, and develops databases and/or implements complex business applications programs. This 
class differs from the Software Developer-Jr, in that an incumbent of the latter performs programming work of lesser 
scope and complexity. This class differs from the Software Developer-Lead in that an incumbent of the latter leads or 
supervises a development team in the design, modification, coding, code reviews and/or implementation of new or 
modified complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to customers.Provide 
Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics. Provides technical guidance to peers or subordinates regarding improvements to 
design, code, testing procedures and documentation. Consults with team to evaluate interface between hardware and 
software, develop specifications and performance requirements, or resolve customer problems. Advises management of 
options that are available to develop or modify an existing system or purchase and modify a commercially available 
system.Interacting With Computers:  Uses computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information. Develops software according to the 
design specifications using established software application standards. Writes software that enables the computer to 
initiate the processing sequence and execute the program. Codes database scripts and stored procedures in order to 
retrieve and manipulate specific data based on required business processes. Changes software to address any 
unexpected or inaccurate processes identified in the system test or through user feedback. Changes software 
components to access the appropriate environment by updating data linkages, data libraries in order to implement the 
approved system. Composes messages which will be output by programs to assist in error identification and correction. 
Writes code to create export files based on software requirements. Develops software applications that imports/exports 
data, connects to databases, designs user interfaces.Monitor Processes, Materials, or Surroundings: Monitors and 
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reviews information from materials, events, or the environment, to detect or assess problems. Reviews and monitors 
error logs and brings to the attention of Software Developer-Lead or supervisor. Troubleshoots operational or software 
problems and recommends solutions to the supervisor. Implements the recommended resolution to operational or 
software problems. Reviews security vulnerability reports as needed and recommends/makes software changes to 
resolve issues.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. 
Reads and interprets written functional specifications.  Interviews business user to establish functional requirements. 
Discusses current system operations, proposed system requirements, and user need with relevant stakeholders, 
including clients, users, and management. Validates information gathered to present to lead and/or supervisor. 
Examines system specification, input/output reports, existing equipment, security protocols and system interfaces to 
understand how the current system operates. Coordinates with the Software Developer-Lead or supervisor to obtain 
project task. Confers with lead/supervisor or project manager to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Provides reliable and reasonable 
estimates of man-hours required for programming assignments. Verifies that project goals and objectives are met on a 
timely basis and within costs. Provides cost estimates for use in long-range planning of future projects. Schedules 
completion dates for tasks.Making Decisions and Solving Problems: Analyzes information and evaluates results to 
choose the best solution and solve problems. Determines the appropriate methods and functions to solve problems 
according to established standards.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Analyzing Data or Information: Identifies the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts. Analyzes information to determine, recommend, and plan 
installation of a new system or modification to an existing system. Compares current system processes to proposed 
system changes in order to determine the potential impact on other systems and business operations. Analyzes existing 
data for accuracy and completeness. Identifies the data input, output sources and logical interfaces, in order to estimate 
the volume of associated data within the system. Defines user input and output using design tools.         Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function.   Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Conducts 
training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, and 
reading inquiry screens. Creates status reports for management summarizing the status of a project as it relates to the 
scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written 
or electronic/magnetic form. Documents all user, data, equipment, security, and legal requirements for a proposed 
system change. Documents the data elements, input and output sources, and how data will be transmitted through a 
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proposed system. Documents a conversion plan describing the steps required for data migration. Prepares design 
documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be used in 
the writing of program source code.   Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Draws graphical diagrams to 
describe process flow and relationships and the manual and automated business processes of the system. Documents 
data backup procedures.              Writes basic operations guidelines. Conducts project relevant presentations to 
stakeholders and/or management and answers any related questions. Creates a detailed project plan which identifies 
tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps required for data 
migration. Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Learning on the Fly Time 
Management Timely Decision Making Planning Process Management Peer Relationships Written 
CommunicationsKnowledge: Knowledge of a Programming language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet Protocols Knowledge of SSL and certificates for enhancing application security Knowledge of 
System Architecture Knowledge of XML Web Services Knowledge of code reviews to ensure compliance with best 
practices, reusability, maintainability and scalability Knowledge of cross platform communication techniques Knowledge 
of developing software using OOP Knowledge of code management and versioning softwareSkills: Skilled in using code 
management and versioning software Skilled in using XML Web Services Skilled in using SSL and certificates for 
enhancing application security Skilled in developing cross platform communication Skilled in developing software using 
OOP for mobile application development Skilled with data design and data modeling Skilled in writing and executing test 
plans Skilled in tracking testing results to ensure system applications are free from defects Skilled in developing software 
using OOPAbilities: Flexibility Ability to organize and plan work to meet goals and deadlines 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076112 - SOFTWARE DEVELOPER-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4004 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for applications computer programming work of considerable 
difficulty and computer systems design work of average difficulty; and performs related word as required. Distinguishing 
Features: An employee in this class, independently or as a member of a project team, designs, modifies code, 
participates in code reviews, and develops databases and/or implements complex business applications programs. This 
class differs from the Software Developer-Jr, in that an incumbent of the latter performs programming work of lesser 
scope and complexity. This class differs from the Software Developer-Lead in that an incumbent of the latter leads or 
supervises a development team in the design, modification, coding, code reviews and/or implementation of new or 
modified complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to customers.Provide 
Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on technical, 
systems, or process-related topics. Provides technical guidance to peers or subordinates regarding improvements to 
design, code, testing procedures and documentation. Consults with team to evaluate interface between hardware and 
software, develop specifications and performance requirements, or resolve customer problems. Advises management of 
options that are available to develop or modify an existing system or purchase and modify a commercially available 
system.Interacting With Computers:  Uses computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information. Develops software according to the 
design specifications using established software application standards. Writes software that enables the computer to 
initiate the processing sequence and execute the program. Codes database scripts and stored procedures in order to 
retrieve and manipulate specific data based on required business processes. Changes software to address any 
unexpected or inaccurate processes identified in the system test or through user feedback. Changes software 
components to access the appropriate environment by updating data linkages, data libraries in order to implement the 
approved system. Composes messages which will be output by programs to assist in error identification and correction. 
Writes code to create export files based on software requirements. Develops software applications that imports/exports 
data, connects to databases, designs user interfaces.Monitor Processes, Materials, or Surroundings: Monitors and 
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reviews information from materials, events, or the environment, to detect or assess problems. Reviews and monitors 
error logs and brings to the attention of Software Developer-Lead or supervisor. Troubleshoots operational or software 
problems and recommends solutions to the supervisor. Implements the recommended resolution to operational or 
software problems. Reviews security vulnerability reports as needed and recommends/makes software changes to 
resolve issues.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. 
Reads and interprets written functional specifications.  Interviews business user to establish functional requirements. 
Discusses current system operations, proposed system requirements, and user need with relevant stakeholders, 
including clients, users, and management. Validates information gathered to present to lead and/or supervisor. 
Examines system specification, input/output reports, existing equipment, security protocols and system interfaces to 
understand how the current system operates. Coordinates with the Software Developer-Lead or supervisor to obtain 
project task. Confers with lead/supervisor or project manager to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Provides reliable and reasonable 
estimates of man-hours required for programming assignments. Verifies that project goals and objectives are met on a 
timely basis and within costs. Provides cost estimates for use in long-range planning of future projects. Schedules 
completion dates for tasks.Making Decisions and Solving Problems: Analyzes information and evaluates results to 
choose the best solution and solve problems. Determines the appropriate methods and functions to solve problems 
according to established standards.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies 
new knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Analyzing Data or Information: Identifies the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts. Analyzes information to determine, recommend, and plan 
installation of a new system or modification to an existing system. Compares current system processes to proposed 
system changes in order to determine the potential impact on other systems and business operations. Analyzes existing 
data for accuracy and completeness. Identifies the data input, output sources and logical interfaces, in order to estimate 
the volume of associated data within the system. Defines user input and output using design tools.         Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function.   Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Conducts 
training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, and 
reading inquiry screens. Creates status reports for management summarizing the status of a project as it relates to the 
scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written 
or electronic/magnetic form. Documents all user, data, equipment, security, and legal requirements for a proposed 
system change. Documents the data elements, input and output sources, and how data will be transmitted through a 
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proposed system. Documents a conversion plan describing the steps required for data migration. Prepares design 
documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be used in 
the writing of program source code.   Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Draws graphical diagrams to 
describe process flow and relationships and the manual and automated business processes of the system. Documents 
data backup procedures.              Writes basic operations guidelines. Conducts project relevant presentations to 
stakeholders and/or management and answers any related questions. Creates a detailed project plan which identifies 
tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps required for data 
migration. Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Problem Solving Technical Learning Learning on the Fly Time 
Management Timely Decision Making Planning Process Management Peer Relationships Written 
CommunicationsKnowledge: Knowledge of a Programming language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet Protocols Knowledge of SSL and certificates for enhancing application security Knowledge of 
System Architecture Knowledge of XML Web Services Knowledge of code reviews to ensure compliance with best 
practices, reusability, maintainability and scalability Knowledge of cross platform communication techniques Knowledge 
of developing software using OOP Knowledge of code management and versioning softwareSkills: Skilled in using code 
management and versioning software Skilled in using XML Web Services Skilled in using SSL and certificates for 
enhancing application security Skilled in developing cross platform communication Skilled in developing software using 
OOP for mobile application development Skilled with data design and data modeling Skilled in writing and executing test 
plans Skilled in tracking testing results to ensure system applications are free from defects Skilled in developing software 
using OOPAbilities: Flexibility Ability to organize and plan work to meet goals and deadlines 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076111 - SOFTWARE DEVELOPER-JR* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  6903 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
professional level experience in systems analysis, application design, or software development of business information 
systems. Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: Graduation from an 
accredited college or university with an Information Technology related associate’s degree may substitute for the 
required bachelor’s degree. Substitution of Experience for the Specific Associates Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate’s degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. OR One year of experience as an Information Systems Associate* in training for software 
development with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for developing and maintaining software; performing routine 
analysis and testing; and performs related work as required. Distinguishing Features: This is the working-level class in 
the Software Developer series. An employee in this class, either independently or as a member of a team, designs, 
modifies, codes, and/or implements business applications programs. This class is flexibly staffed with and differs from 
the Information Systems Associate* in that an incumbent of the latter learns to write computer source code for business 
applications. This class differs from Software Developer-Adv in that an incumbent of the latter functions at the advanced 
working level and performs programming duties of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Uses computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information. Develops software according to the design 
specifications using established software application standards. Writes software that enables the computer to initiate 
the processing sequence and execute the program. Codes database scripts and stored procedures in order to retrieve 
and manipulate specific data based on required business processes. Changes software to address any unexpected or 
inaccurate processes identified in the system test or through user feedback. Changes software components to access 
the appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
databases, designing user interfaces.Processing Information: Compiles, codes, categorizes, calculates, tabulates, audits, 
or verifies information or data. Tests a program within a multi-user environment by running a real-time simulation with 
users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, and level of 
security needed for different types of system data. Generates data to test programs and/or system conditions by 
extracting data from existing sources or entering new data. Tests and troubleshoots programs using generated data to 
determine if the program produces the correct execution sequence and programs interface as specified. Designs 
databases and data tables and files based on state approved data naming and structure standards. Writes a test plan 
describing the types of data and tests needed to check all known possible conditions within the program. Modifies 
program design narrative based on user feedback and walkthrough results.Identifying Objects, Actions, and Events: 



 TN Job Classification Specifications  
September 22, 2020 

Identifies information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events. Identifies the type of information to be entered, computed, updated, or otherwise used in the 
system.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Determines the appropriate methods and functions to solve problems according to established 
standards.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. Reads 
and interprets written functional specifications. Interviews business user to establish functional requirements. Discusses 
current system operations, proposed system requirements, and user needs with relevant stakeholders, including clients, 
users, and management. Validates information gathered to present to lead and/or supervisor. Examines system 
specification, input/output reports, existing equipment, security protocols and system interfaces to understand how the 
current system operates. Coordinates with the lead software developer or supervisor to obtain project 
task.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form. Documents a conversion plan describing the steps required for data migration. Prepares 
design documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be 
used in the writing of program source code. Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Documents all user, data, 
equipment, security, and legal requirements for a proposed system change. Documents the data elements, input and 
output sources, and how data will be transmitted through a proposed system. Draws graphical diagrams to describe 
process flow and relationships and the manual and automated business processes of the system. Documents data 
backup procedures. Writes basic operations guidelines.Analyzing Data or Information: Identifies the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Thinking Creatively: Develops, designs, or creates new applications, ideas, relationships, systems, or 
products, including artistic contributions. Creates screen layout that meets stakeholders requirement.Monitor 
Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or the environment, to 
detect or assess problems. Reviews and monitors error logs and brings to the attention of lead software developer or 
supervisor. Troubleshoots operational or software problems and recommends solutions to the supervisor.Updating and 
Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to your job. Demonstrates 
continued technical skills development by application of new techniques and programming procedures. Completes 
training assignments related to various technologies through online research and/or training sessions.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function. Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Participates 
in training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, 
and reading inquiry screens. Provides status reports to supervisor summarizing the status of assignments as it relates to 
deliverable dates and the impact on user business activities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Estimates sizes, distances, and quantities; or determines time, costs, resources, or materials 
needed to perform a work activity. Provides reliable and reasonable estimates of man-hours required for programming 
assignments. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Technical Learning Time Management Peer Relationships Functional/Technical 
Competency Learning on the Fly Planning Process Management Timely Decision Making Written 
CommunicationsKnowledge: Knowledge of a Programming Language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet ProtocolsSkills: Writing Skills- Experience writing and maintaining basic technical documentation 
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Skill of experienced writing and executing test plansAbilities: Ability to research in order to find solutions to 
programming problems Ability to learn new technologies 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076111 - SOFTWARE DEVELOPER-JR* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5213 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in systems analysis, application design, or software development of business information 
systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associates Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. OR One year of experience as an Information Systems Associate, in training for software 
development with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for developing and maintaining software; performing routine 
analysis and testing; and performs related work as required. Distinguishing Features: This is the working-level class in 
the Software Developer series. An employee in this class, either independently or as a member of a team, designs, 
modifies, codes, and/or implements business applications programs. This class is flexibly staffed with and differs from 
the Information Systems Associate, in that an incumbent of the latter learns to write computer source code for business 
applications. This class differs from Software Developer-Adv in that an incumbent of the latter functions at the advanced 
working level and performs programming duties of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Uses computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information. Develops software according to the design 
specifications using established software application standards. Writes software that enables the computer to initiate 
the processing sequence and execute the program. Codes database scripts and stored procedures in order to retrieve 
and manipulate specific data based on required business processes. Changes software to address any unexpected or 
inaccurate processes identified in the system test or through user feedback. Changes software components to access 
the appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
databases, designing user interfaces.Processing Information: Compiles, codes, categorizes, calculates, tabulates, audits, 
or verifies information or data. Tests a program within a multi-user environment by running a real-time simulation with 
users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, and level of 
security needed for different types of system data. Generates data to test programs and/or system conditions by 
extracting data from existing sources or entering new data. Tests and troubleshoots programs using generated data to 
determine if the program produces the correct execution sequence and programs interface as specified. Designs 
databases and data tables and files based on state approved data naming and structure standards. Writes a test plan 
describing the types of data and tests needed to check all known possible conditions within the program. Modifies 
program design narrative based on user feedback and walkthrough results.Identifying Objects, Actions, and Events: 
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Identifies information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events. Identifies the type of information to be entered, computed, updated, or otherwise used in the 
system.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Determines the appropriate methods and functions to solve problems according to established 
standards.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. Reads 
and interprets written functional specifications. Interviews business user to establish functional requirements. Discusses 
current system operations, proposed system requirements, and user needs with relevant stakeholders, including clients, 
users, and management. Validates information gathered to present to lead and/or supervisor. Examines system 
specification, input/output reports, existing equipment, security protocols and system interfaces to understand how the 
current system operates. Coordinates with the lead software developer or supervisor to obtain project 
task.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form. Documents a conversion plan describing the steps required for data migration. Prepares 
design documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be 
used in the writing of program source code. Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Documents all user, data, 
equipment, security, and legal requirements for a proposed system change. Documents the data elements, input and 
output sources, and how data will be transmitted through a proposed system. Draws graphical diagrams to describe 
process flow and relationships and the manual and automated business processes of the system. Documents data 
backup procedures. Writes basic operations guidelines.Analyzing Data or Information: Identifies the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Thinking Creatively: Develops, designs, or creates new applications, ideas, relationships, systems, or 
products, including artistic contributions. Creates screen layout that meets stakeholders requirement.Monitor 
Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or the environment, to 
detect or assess problems. Reviews and monitors error logs and brings to the attention of lead software developer or 
supervisor. Troubleshoots operational or software problems and recommends solutions to the supervisor.Updating and 
Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to your job. Demonstrates 
continued technical skills development by application of new techniques and programming procedures. Completes 
training assignments related to various technologies through online research and/or training sessions.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function. Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Participates 
in training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, 
and reading inquiry screens. Provides status reports to supervisor summarizing the status of assignments as it relates to 
deliverable dates and the impact on user business activities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Estimates sizes, distances, and quantities; or determines time, costs, resources, or materials 
needed to perform a work activity. Provides reliable and reasonable estimates of man-hours required for programming 
assignments. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Technical Learning Time Management Peer Relationships Functional/Technical 
Competency Learning on the Fly Planning Process Management Timely Decision Making Written 
CommunicationsKnowledge: Knowledge of a Programming Language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet ProtocolsSkills: Writing Skills- Experience writing and maintaining basic technical documentation 
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Skill of experienced writing and executing test plansAbilities: Ability to research in order to find solutions to 
programming problems Ability to learn new technologies 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076111 - SOFTWARE DEVELOPER-JR* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5214 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in systems analysis, application design, or software development of business information 
systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associates Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. OR One year of experience as an Information Systems Associate, in training for software 
development with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for developing and maintaining software; performing routine 
analysis and testing; and performs related work as required. Distinguishing Features: This is the working-level class in 
the Software Developer series. An employee in this class, either independently or as a member of a team, designs, 
modifies, codes, and/or implements business applications programs. This class is flexibly staffed with and differs from 
the Information Systems Associate, in that an incumbent of the latter learns to write computer source code for business 
applications. This class differs from Software Developer-Adv in that an incumbent of the latter functions at the advanced 
working level and performs programming duties of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Uses computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information. Develops software according to the design 
specifications using established software application standards. Writes software that enables the computer to initiate 
the processing sequence and execute the program. Codes database scripts and stored procedures in order to retrieve 
and manipulate specific data based on required business processes. Changes software to address any unexpected or 
inaccurate processes identified in the system test or through user feedback. Changes software components to access 
the appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
databases, designing user interfaces.Processing Information: Compiles, codes, categorizes, calculates, tabulates, audits, 
or verifies information or data. Tests a program within a multi-user environment by running a real-time simulation with 
users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, and level of 
security needed for different types of system data. Generates data to test programs and/or system conditions by 
extracting data from existing sources or entering new data. Tests and troubleshoots programs using generated data to 
determine if the program produces the correct execution sequence and programs interface as specified. Designs 
databases and data tables and files based on state approved data naming and structure standards. Writes a test plan 
describing the types of data and tests needed to check all known possible conditions within the program. Modifies 
program design narrative based on user feedback and walkthrough results.Identifying Objects, Actions, and Events: 
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Identifies information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events. Identifies the type of information to be entered, computed, updated, or otherwise used in the 
system.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Determines the appropriate methods and functions to solve problems according to established 
standards.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. Reads 
and interprets written functional specifications. Interviews business user to establish functional requirements. Discusses 
current system operations, proposed system requirements, and user needs with relevant stakeholders, including clients, 
users, and management. Validates information gathered to present to lead and/or supervisor. Examines system 
specification, input/output reports, existing equipment, security protocols and system interfaces to understand how the 
current system operates. Coordinates with the lead software developer or supervisor to obtain project 
task.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form. Documents a conversion plan describing the steps required for data migration. Prepares 
design documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be 
used in the writing of program source code. Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Documents all user, data, 
equipment, security, and legal requirements for a proposed system change. Documents the data elements, input and 
output sources, and how data will be transmitted through a proposed system. Draws graphical diagrams to describe 
process flow and relationships and the manual and automated business processes of the system. Documents data 
backup procedures. Writes basic operations guidelines.Analyzing Data or Information: Identifies the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Thinking Creatively: Develops, designs, or creates new applications, ideas, relationships, systems, or 
products, including artistic contributions. Creates screen layout that meets stakeholders requirement.Monitor 
Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or the environment, to 
detect or assess problems. Reviews and monitors error logs and brings to the attention of lead software developer or 
supervisor. Troubleshoots operational or software problems and recommends solutions to the supervisor.Updating and 
Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to your job. Demonstrates 
continued technical skills development by application of new techniques and programming procedures. Completes 
training assignments related to various technologies through online research and/or training sessions.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function. Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Participates 
in training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, 
and reading inquiry screens. Provides status reports to supervisor summarizing the status of assignments as it relates to 
deliverable dates and the impact on user business activities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Estimates sizes, distances, and quantities; or determines time, costs, resources, or materials 
needed to perform a work activity. Provides reliable and reasonable estimates of man-hours required for programming 
assignments. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Technical Learning Time Management Peer Relationships Functional/Technical 
Competency Learning on the Fly Planning Process Management Timely Decision Making Written 
CommunicationsKnowledge: Knowledge of a Programming Language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet ProtocolsSkills: Writing Skills- Experience writing and maintaining basic technical documentation 
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Skill of experienced writing and executing test plansAbilities: Ability to research in order to find solutions to 
programming problems Ability to learn new technologies 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076111 - SOFTWARE DEVELOPER-JR* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5215 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in systems analysis, application design, or software development of business information 
systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associates Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. OR One year of experience as an Information Systems Associate, in training for software 
development with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for developing and maintaining software; performing routine 
analysis and testing; and performs related work as required. Distinguishing Features: This is the working-level class in 
the Software Developer series. An employee in this class, either independently or as a member of a team, designs, 
modifies, codes, and/or implements business applications programs. This class is flexibly staffed with and differs from 
the Information Systems Associate, in that an incumbent of the latter learns to write computer source code for business 
applications. This class differs from Software Developer-Adv in that an incumbent of the latter functions at the advanced 
working level and performs programming duties of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Uses computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information. Develops software according to the design 
specifications using established software application standards. Writes software that enables the computer to initiate 
the processing sequence and execute the program. Codes database scripts and stored procedures in order to retrieve 
and manipulate specific data based on required business processes. Changes software to address any unexpected or 
inaccurate processes identified in the system test or through user feedback. Changes software components to access 
the appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
databases, designing user interfaces.Processing Information: Compiles, codes, categorizes, calculates, tabulates, audits, 
or verifies information or data. Tests a program within a multi-user environment by running a real-time simulation with 
users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, and level of 
security needed for different types of system data. Generates data to test programs and/or system conditions by 
extracting data from existing sources or entering new data. Tests and troubleshoots programs using generated data to 
determine if the program produces the correct execution sequence and programs interface as specified. Designs 
databases and data tables and files based on state approved data naming and structure standards. Writes a test plan 
describing the types of data and tests needed to check all known possible conditions within the program. Modifies 
program design narrative based on user feedback and walkthrough results.Identifying Objects, Actions, and Events: 
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Identifies information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events. Identifies the type of information to be entered, computed, updated, or otherwise used in the 
system.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Determines the appropriate methods and functions to solve problems according to established 
standards.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. Reads 
and interprets written functional specifications. Interviews business user to establish functional requirements. Discusses 
current system operations, proposed system requirements, and user needs with relevant stakeholders, including clients, 
users, and management. Validates information gathered to present to lead and/or supervisor. Examines system 
specification, input/output reports, existing equipment, security protocols and system interfaces to understand how the 
current system operates. Coordinates with the lead software developer or supervisor to obtain project 
task.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form. Documents a conversion plan describing the steps required for data migration. Prepares 
design documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be 
used in the writing of program source code. Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Documents all user, data, 
equipment, security, and legal requirements for a proposed system change. Documents the data elements, input and 
output sources, and how data will be transmitted through a proposed system. Draws graphical diagrams to describe 
process flow and relationships and the manual and automated business processes of the system. Documents data 
backup procedures. Writes basic operations guidelines.Analyzing Data or Information: Identifies the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Thinking Creatively: Develops, designs, or creates new applications, ideas, relationships, systems, or 
products, including artistic contributions. Creates screen layout that meets stakeholders requirement.Monitor 
Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or the environment, to 
detect or assess problems. Reviews and monitors error logs and brings to the attention of lead software developer or 
supervisor. Troubleshoots operational or software problems and recommends solutions to the supervisor.Updating and 
Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to your job. Demonstrates 
continued technical skills development by application of new techniques and programming procedures. Completes 
training assignments related to various technologies through online research and/or training sessions.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function. Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Participates 
in training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, 
and reading inquiry screens. Provides status reports to supervisor summarizing the status of assignments as it relates to 
deliverable dates and the impact on user business activities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Estimates sizes, distances, and quantities; or determines time, costs, resources, or materials 
needed to perform a work activity. Provides reliable and reasonable estimates of man-hours required for programming 
assignments. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Technical Learning Time Management Peer Relationships Functional/Technical 
Competency Learning on the Fly Planning Process Management Timely Decision Making Written 
CommunicationsKnowledge: Knowledge of a Programming Language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet ProtocolsSkills: Writing Skills- Experience writing and maintaining basic technical documentation 
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Skill of experienced writing and executing test plansAbilities: Ability to research in order to find solutions to 
programming problems Ability to learn new technologies 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076111 - SOFTWARE DEVELOPER-JR* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5216 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
professional level experience in systems analysis, application design, or software development of business information 
systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from an 
accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associates Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. OR One year of experience as an Information Systems Associate, in training for software 
development with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for developing and maintaining software; performing routine 
analysis and testing; and performs related work as required. Distinguishing Features: This is the working-level class in 
the Software Developer series. An employee in this class, either independently or as a member of a team, designs, 
modifies, codes, and/or implements business applications programs. This class is flexibly staffed with and differs from 
the Information Systems Associate, in that an incumbent of the latter learns to write computer source code for business 
applications. This class differs from Software Developer-Adv in that an incumbent of the latter functions at the advanced 
working level and performs programming duties of greater scope and complexity. 
 
Work Activities: 
Interacting With Computers: Uses computers and computer systems (including hardware and software) to program, 
write software, set up functions, enter data, or process information. Develops software according to the design 
specifications using established software application standards. Writes software that enables the computer to initiate 
the processing sequence and execute the program. Codes database scripts and stored procedures in order to retrieve 
and manipulate specific data based on required business processes. Changes software to address any unexpected or 
inaccurate processes identified in the system test or through user feedback. Changes software components to access 
the appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
databases, designing user interfaces.Processing Information: Compiles, codes, categorizes, calculates, tabulates, audits, 
or verifies information or data. Tests a program within a multi-user environment by running a real-time simulation with 
users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, and level of 
security needed for different types of system data. Generates data to test programs and/or system conditions by 
extracting data from existing sources or entering new data. Tests and troubleshoots programs using generated data to 
determine if the program produces the correct execution sequence and programs interface as specified. Designs 
databases and data tables and files based on state approved data naming and structure standards. Writes a test plan 
describing the types of data and tests needed to check all known possible conditions within the program. Modifies 
program design narrative based on user feedback and walkthrough results.Identifying Objects, Actions, and Events: 
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Identifies information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events. Identifies the type of information to be entered, computed, updated, or otherwise used in the 
system.Making Decisions and Solving Problems: Analyzes information and evaluates results to choose the best solution 
and solve problems. Determines the appropriate methods and functions to solve problems according to established 
standards.Getting Information: Observes, receives, and otherwise obtains information from all relevant sources. Reads 
and interprets written functional specifications. Interviews business user to establish functional requirements. Discusses 
current system operations, proposed system requirements, and user needs with relevant stakeholders, including clients, 
users, and management. Validates information gathered to present to lead and/or supervisor. Examines system 
specification, input/output reports, existing equipment, security protocols and system interfaces to understand how the 
current system operates. Coordinates with the lead software developer or supervisor to obtain project 
task.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains information in written or 
electronic/magnetic form. Documents a conversion plan describing the steps required for data migration. Prepares 
design documentation containing the design narrative, data flow diagrams, triggered event and data dictionary to be 
used in the writing of program source code. Prepares program documentation which includes the test plan, program 
specifications, program narrative, client approval, and results of walkthroughs and testing. Documents all user, data, 
equipment, security, and legal requirements for a proposed system change. Documents the data elements, input and 
output sources, and how data will be transmitted through a proposed system. Draws graphical diagrams to describe 
process flow and relationships and the manual and automated business processes of the system. Documents data 
backup procedures. Writes basic operations guidelines.Analyzing Data or Information: Identifies the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Thinking Creatively: Develops, designs, or creates new applications, ideas, relationships, systems, or 
products, including artistic contributions. Creates screen layout that meets stakeholders requirement.Monitor 
Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or the environment, to 
detect or assess problems. Reviews and monitors error logs and brings to the attention of lead software developer or 
supervisor. Troubleshoots operational or software problems and recommends solutions to the supervisor.Updating and 
Using Relevant Knowledge: Keeps up-to-date technically and applies new knowledge to your job. Demonstrates 
continued technical skills development by application of new techniques and programming procedures. Completes 
training assignments related to various technologies through online research and/or training sessions.Communicating 
with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, and subordinates by 
telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will operate, how input and 
output will appear and function. Discusses the details of the security plan with superiors to ensure that user 
requirements and established guidelines are met. Performs a system walkthrough with information technology peers 
and supervisors to identify and correct any design problems or ineffective program logic or proposed coding. Reviews 
project specifications with supervisor/lead or other appropriate personnel to ensure that programs are moved to 
appropriate production environments, established standards are met, and that data integrity is maintained. Participates 
in training sessions regarding the functionality of the system, including error resolution, entering on-line transactions, 
and reading inquiry screens. Provides status reports to supervisor summarizing the status of assignments as it relates to 
deliverable dates and the impact on user business activities.Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Estimates sizes, distances, and quantities; or determines time, costs, resources, or materials 
needed to perform a work activity. Provides reliable and reasonable estimates of man-hours required for programming 
assignments. 
 
Competencies (KSA’s): 
Competencies:  Problem Solving Technical Learning Time Management Peer Relationships Functional/Technical 
Competency Learning on the Fly Planning Process Management Timely Decision Making Written 
CommunicationsKnowledge: Knowledge of a Programming Language Knowledge of Data Structure Knowledge of Testing 
Techniques Knowledge of Programming Concepts Knowledge of Systems Development Life Cycle Knowledge and 
Concepts of Internet ProtocolsSkills: Writing Skills- Experience writing and maintaining basic technical documentation 
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Skill of experienced writing and executing test plansAbilities: Ability to research in order to find solutions to 
programming problems Ability to learn new technologies 
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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076113 - SOFTWARE DEVELOPER-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4006 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading a development team, developing and maintaining 
software of considerable difficulty; performing routine analysis and testing; and performs related work as required. 
Distinguishing Features: An employee in this class leads or supervises a development team in the design, modification, 
coding and/or implementation of new or modified business applications programs. May also develop complex 
application databases, troubleshoot operating systems and hardware problems and assist other software developers in 
application database design.  Work includes developing project work plans, making specific task assignments, leading or 
supervising application code reviews and reviewing work of team members. This class differs from the Software 
Developer-ADV in that an incumbent of the latter, either independently or as a member of a project team, participates 
in code reviews, designs, modifies, codes, and/or implements complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to 
customers.Monitor Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or 
the environment, to detect or assess problems. Reviews and monitors error logs and brings to the attention of lead 
software developer or supervisor. Troubleshoots operational or software problems and recommends solutions to the 
supervisor. Implements the recommended resolution to operational or software problems. Reviews security 
vulnerability reports as needed and recommends/makes software changes to resolve issues.Interacting With 
Computers: Uses computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information. Develops software according to the design specifications using 
established software application standards. Writes software that enables the computer to initiate the processing 
sequence and execute the program. Codes database scripts and stored procedures in order to retrieve and manipulate 
specific data based on required business processes. Changes software to address any unexpected or inaccurate 
processes identified in the system test or through user feedback. Changes software components to access the 
appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
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databases, designing user interfaces.Getting Information: Observes, receives, and otherwise obtains information from 
all relevant sources. Reads and interprets written functional specifications.  Interviews business user to establish 
functional requirements. Discusses current system operations, proposed system requirements, and user needs with 
relevant stakeholders, including clients, users, and management. Validates information gathered to present to 
supervisor and/or management. Examines system specification, input/output reports, existing equipment, security 
protocols and system interfaces to understand how the current system operates. Defines and confirms detailed 
requirements with the stakeholders. Meets with system architects to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Estimates and documents the cost 
effectiveness of an existing system. Itemizes manpower requirements, processing costs, equipment requirements, and 
all other known costs associated with the project. Provides reliable and reasonable estimates of man-hours required for 
programming assignments. Insures that project goals and objectives are met on a timely basis and within costs. Provides 
cost estimates for use in long-range planning of future projects. Schedules completion dates for tasks.Guiding, Directing, 
and Motivating Subordinates: Provides guidance and direction to subordinates, including setting performance standards 
and monitoring performance. Creates job plans and performance goals for subordinates. Monitors the performance of 
subordinates and discusses areas for improvement. Conducts interim reviews and annual performance evaluations for 
subordinates. Assigns and tracks project tasks.Analyzing Data or Information: Identifies the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts. Analyzes information to 
determine, recommend, and plan installation of a new system or modification to an existing system. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Staffing Organizational Units: Recruits, interviews, selects, hires, and promotes employees in an 
organization. Interviews potential new hires and makes recommendations to management regarding selection of new 
employees based on interview results and review of applicant qualifications. Recommends staffing needs to meet 
project goals.Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system.Making Decisions and Solving Problems: Analyzes 
information and evaluates results to choose the best solution and solve problems. Determines the appropriate methods 
and functions to solve problems according to established standards.Scheduling Work and Activities: Schedules events, 
programs, and activities, as well as the work of others. Assigns project tasks based on task priority and technical abilities 
of team members.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will 
operate, how input and output will appear and function.   Discusses the details of the security plan with superiors to 
ensure that user requirements and established guidelines are met. Performs a system walkthrough with information 
technology peers and supervisors to identify and correct any design problems or ineffective program logic or proposed 
coding. Reviews project specifications with supervisor/lead or other appropriate personnel to ensure that programs are 
moved to appropriate production environments, established standards are met, and that data integrity is maintained. 
Conducts training sessions regarding the functionality of the system, including error resolution, entering on-line 
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transactions, and reading inquiry screens. Creates status reports for management summarizing the status of a project as 
it relates to the scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Coordinating the Work and Activities of Others: Gets members of a group to work together to accomplish 
tasks. Monitors progress of project tasks and reports any slippage to management.Training and Teaching Others: 
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others. Provides on-the-job training to staff regarding specific software and hardware requirements, 
programming standards, data storage, transmission, exchange, and maintenance procedures. Creates or maintains 
documentation detailing established standards and procedures for information systems division staff. Presents new 
policies and procedures, technology, and standards to staff. Presents new or enhanced system features to end users.    
Provide Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on 
technical, systems, or process-related topics. Provides technical guidance to peers or subordinates regarding 
improvements to design, code, testing procedures and documentation. Consults with team to evaluate interface 
between hardware and software, develop specifications and performance requirements, or resolve customer problems. 
Advises management of options that are available to develop or modify an existing system or purchase and modify a 
commercially available system.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains 
information in written or electronic/magnetic form. Documents all user, data, equipment, security, and legal 
requirements for a proposed system change. Documents the data elements, input and output sources, and how data 
will be transmitted through a proposed system. Documents a conversion plan describing the steps required for data 
migration. Prepares design documentation containing the design narrative, data flow diagrams, triggered event and data 
dictionary to be used in the writing of program source code.   Prepares program documentation which includes the test 
plan, program specifications, program narrative, client approval, and results of walkthroughs and testing. Draws 
graphical diagrams to describe process flow and relationships and the manual and automated business processes of the 
system. Documents data backup procedures. Writes basic operations guidelines. Conducts project relevant 
presentations to stakeholders and/or management and answers any related questions. Creates a detailed project plan 
which identifies tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps 
required for data migration.  Conducts project relevant presentations to stakeholders and/or management and answers 
any related questions.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies new 
knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Planning Timely Decision Making Written 
Communications Learning on the Fly Functional/Technical Competency Process ManagementKnowledge: Knowledge of 
a Programming Language Knowledge of Testing Techniques Knowledge of Programming Concepts Knowledge of Systems 
Development Life Cycle Proficient knowledge and Concepts of Internet Protocols - firewall, smtp Knowledge of SSL and 
certificates for enhancing application security Knowledge of system architecture Proficient Knowledge of XML Web 
Services Proficient Knowledge of code reviews to ensure compliance with best practices, reusability, maintainability and 
scalability Knowledge of cross platform communication techniques Knowledge of developing software using Object 
Oriented Programming Knowledge of code management and versioning software Proficient Knowledge of 
troubleshooting hardware and software production problems Knowledge of computers - leading code reviews 
Knowledge of computers -writing and executing test plans Knowledge of computers - project managementSkills: Skilled 
in using code management and versioning software Skilled in using XML Web Services Skilled in using SSL and 
certificates for enhancing application security Skilled in developing cross platform communication Advanced skills in 
developing software using OOP for mobile application development Proficient skills in developing software using OOP 
Leadership skills Skilled in leading code reviews Skilled in writing and executing test plans Skilled in reviewing the work 
of others Skilled in planning, documenting, evaluating and tracking testing results to ensure system applications are free 
from defects Project management skills Skilled in managing and supervising technical personnel to include performance 
evaluations. Excellent customer service skills Skilled in working with relational database designs Skilled in leading a team 
of skilled applications developers in software design and developmentAbilities: Ability to organize and plan work to 
meet goals and deadlines Ability to understand and adapt to new technologies/technology platforms 
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076113 - SOFTWARE DEVELOPER-LEAD 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4007 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading a development team, developing and maintaining 
software of considerable difficulty; performing routine analysis and testing; and performs related work as required. 
Distinguishing Features: An employee in this class leads or supervises a development team in the design, modification, 
coding and/or implementation of new or modified business applications programs. May also develop complex 
application databases, troubleshoot operating systems and hardware problems and assist other software developers in 
application database design.  Work includes developing project work plans, making specific task assignments, leading or 
supervising application code reviews and reviewing work of team members. This class differs from the Software 
Developer-ADV in that an incumbent of the latter, either independently or as a member of a project team, participates 
in code reviews, designs, modifies, codes, and/or implements complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to 
customers.Monitor Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or 
the environment, to detect or assess problems. Reviews and monitors error logs and brings to the attention of lead 
software developer or supervisor. Troubleshoots operational or software problems and recommends solutions to the 
supervisor. Implements the recommended resolution to operational or software problems. Reviews security 
vulnerability reports as needed and recommends/makes software changes to resolve issues.Interacting With 
Computers: Uses computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information. Develops software according to the design specifications using 
established software application standards. Writes software that enables the computer to initiate the processing 
sequence and execute the program. Codes database scripts and stored procedures in order to retrieve and manipulate 
specific data based on required business processes. Changes software to address any unexpected or inaccurate 
processes identified in the system test or through user feedback. Changes software components to access the 
appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
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databases, designing user interfaces.Getting Information: Observes, receives, and otherwise obtains information from 
all relevant sources. Reads and interprets written functional specifications.  Interviews business user to establish 
functional requirements. Discusses current system operations, proposed system requirements, and user needs with 
relevant stakeholders, including clients, users, and management. Validates information gathered to present to 
supervisor and/or management. Examines system specification, input/output reports, existing equipment, security 
protocols and system interfaces to understand how the current system operates. Defines and confirms detailed 
requirements with the stakeholders. Meets with system architects to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Estimates and documents the cost 
effectiveness of an existing system. Itemizes manpower requirements, processing costs, equipment requirements, and 
all other known costs associated with the project. Provides reliable and reasonable estimates of man-hours required for 
programming assignments. Insures that project goals and objectives are met on a timely basis and within costs. Provides 
cost estimates for use in long-range planning of future projects. Schedules completion dates for tasks.Guiding, Directing, 
and Motivating Subordinates: Provides guidance and direction to subordinates, including setting performance standards 
and monitoring performance. Creates job plans and performance goals for subordinates. Monitors the performance of 
subordinates and discusses areas for improvement. Conducts interim reviews and annual performance evaluations for 
subordinates. Assigns and tracks project tasks.Analyzing Data or Information: Identifies the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts. Analyzes information to 
determine, recommend, and plan installation of a new system or modification to an existing system. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Staffing Organizational Units: Recruits, interviews, selects, hires, and promotes employees in an 
organization. Interviews potential new hires and makes recommendations to management regarding selection of new 
employees based on interview results and review of applicant qualifications. Recommends staffing needs to meet 
project goals.Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system.Making Decisions and Solving Problems: Analyzes 
information and evaluates results to choose the best solution and solve problems. Determines the appropriate methods 
and functions to solve problems according to established standards.Scheduling Work and Activities: Schedules events, 
programs, and activities, as well as the work of others. Assigns project tasks based on task priority and technical abilities 
of team members.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will 
operate, how input and output will appear and function.   Discusses the details of the security plan with superiors to 
ensure that user requirements and established guidelines are met. Performs a system walkthrough with information 
technology peers and supervisors to identify and correct any design problems or ineffective program logic or proposed 
coding. Reviews project specifications with supervisor/lead or other appropriate personnel to ensure that programs are 
moved to appropriate production environments, established standards are met, and that data integrity is maintained. 
Conducts training sessions regarding the functionality of the system, including error resolution, entering on-line 
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transactions, and reading inquiry screens. Creates status reports for management summarizing the status of a project as 
it relates to the scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Coordinating the Work and Activities of Others: Gets members of a group to work together to accomplish 
tasks. Monitors progress of project tasks and reports any slippage to management.Training and Teaching Others: 
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others. Provides on-the-job training to staff regarding specific software and hardware requirements, 
programming standards, data storage, transmission, exchange, and maintenance procedures. Creates or maintains 
documentation detailing established standards and procedures for information systems division staff. Presents new 
policies and procedures, technology, and standards to staff. Presents new or enhanced system features to end users.    
Provide Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on 
technical, systems, or process-related topics. Provides technical guidance to peers or subordinates regarding 
improvements to design, code, testing procedures and documentation. Consults with team to evaluate interface 
between hardware and software, develop specifications and performance requirements, or resolve customer problems. 
Advises management of options that are available to develop or modify an existing system or purchase and modify a 
commercially available system.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains 
information in written or electronic/magnetic form. Documents all user, data, equipment, security, and legal 
requirements for a proposed system change. Documents the data elements, input and output sources, and how data 
will be transmitted through a proposed system. Documents a conversion plan describing the steps required for data 
migration. Prepares design documentation containing the design narrative, data flow diagrams, triggered event and data 
dictionary to be used in the writing of program source code.   Prepares program documentation which includes the test 
plan, program specifications, program narrative, client approval, and results of walkthroughs and testing. Draws 
graphical diagrams to describe process flow and relationships and the manual and automated business processes of the 
system. Documents data backup procedures. Writes basic operations guidelines. Conducts project relevant 
presentations to stakeholders and/or management and answers any related questions. Creates a detailed project plan 
which identifies tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps 
required for data migration.  Conducts project relevant presentations to stakeholders and/or management and answers 
any related questions.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies new 
knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Planning Timely Decision Making Written 
Communications Learning on the Fly Functional/Technical Competency Process ManagementKnowledge: Knowledge of 
a Programming Language Knowledge of Testing Techniques Knowledge of Programming Concepts Knowledge of Systems 
Development Life Cycle Proficient knowledge and Concepts of Internet Protocols - firewall, smtp Knowledge of SSL and 
certificates for enhancing application security Knowledge of system architecture Proficient Knowledge of XML Web 
Services Proficient Knowledge of code reviews to ensure compliance with best practices, reusability, maintainability and 
scalability Knowledge of cross platform communication techniques Knowledge of developing software using Object 
Oriented Programming Knowledge of code management and versioning software Proficient Knowledge of 
troubleshooting hardware and software production problems Knowledge of computers - leading code reviews 
Knowledge of computers -writing and executing test plans Knowledge of computers - project managementSkills: Skilled 
in using code management and versioning software Skilled in using XML Web Services Skilled in using SSL and 
certificates for enhancing application security Skilled in developing cross platform communication Advanced skills in 
developing software using OOP for mobile application development Proficient skills in developing software using OOP 
Leadership skills Skilled in leading code reviews Skilled in writing and executing test plans Skilled in reviewing the work 
of others Skilled in planning, documenting, evaluating and tracking testing results to ensure system applications are free 
from defects Project management skills Skilled in managing and supervising technical personnel to include performance 
evaluations. Excellent customer service skills Skilled in working with relational database designs Skilled in leading a team 
of skilled applications developers in software design and developmentAbilities: Ability to organize and plan work to 
meet goals and deadlines Ability to understand and adapt to new technologies/technology platforms 
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076113 - SOFTWARE DEVELOPER-LEAD 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4008 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading a development team, developing and maintaining 
software of considerable difficulty; performing routine analysis and testing; and performs related work as required. 
Distinguishing Features: An employee in this class leads or supervises a development team in the design, modification, 
coding and/or implementation of new or modified business applications programs. May also develop complex 
application databases, troubleshoot operating systems and hardware problems and assist other software developers in 
application database design.  Work includes developing project work plans, making specific task assignments, leading or 
supervising application code reviews and reviewing work of team members. This class differs from the Software 
Developer-ADV in that an incumbent of the latter, either independently or as a member of a project team, participates 
in code reviews, designs, modifies, codes, and/or implements complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to 
customers.Monitor Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or 
the environment, to detect or assess problems. Reviews and monitors error logs and brings to the attention of lead 
software developer or supervisor. Troubleshoots operational or software problems and recommends solutions to the 
supervisor. Implements the recommended resolution to operational or software problems. Reviews security 
vulnerability reports as needed and recommends/makes software changes to resolve issues.Interacting With 
Computers: Uses computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information. Develops software according to the design specifications using 
established software application standards. Writes software that enables the computer to initiate the processing 
sequence and execute the program. Codes database scripts and stored procedures in order to retrieve and manipulate 
specific data based on required business processes. Changes software to address any unexpected or inaccurate 
processes identified in the system test or through user feedback. Changes software components to access the 
appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
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databases, designing user interfaces.Getting Information: Observes, receives, and otherwise obtains information from 
all relevant sources. Reads and interprets written functional specifications.  Interviews business user to establish 
functional requirements. Discusses current system operations, proposed system requirements, and user needs with 
relevant stakeholders, including clients, users, and management. Validates information gathered to present to 
supervisor and/or management. Examines system specification, input/output reports, existing equipment, security 
protocols and system interfaces to understand how the current system operates. Defines and confirms detailed 
requirements with the stakeholders. Meets with system architects to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Estimates and documents the cost 
effectiveness of an existing system. Itemizes manpower requirements, processing costs, equipment requirements, and 
all other known costs associated with the project. Provides reliable and reasonable estimates of man-hours required for 
programming assignments. Insures that project goals and objectives are met on a timely basis and within costs. Provides 
cost estimates for use in long-range planning of future projects. Schedules completion dates for tasks.Guiding, Directing, 
and Motivating Subordinates: Provides guidance and direction to subordinates, including setting performance standards 
and monitoring performance. Creates job plans and performance goals for subordinates. Monitors the performance of 
subordinates and discusses areas for improvement. Conducts interim reviews and annual performance evaluations for 
subordinates. Assigns and tracks project tasks.Analyzing Data or Information: Identifies the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts. Analyzes information to 
determine, recommend, and plan installation of a new system or modification to an existing system. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Staffing Organizational Units: Recruits, interviews, selects, hires, and promotes employees in an 
organization. Interviews potential new hires and makes recommendations to management regarding selection of new 
employees based on interview results and review of applicant qualifications. Recommends staffing needs to meet 
project goals.Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system.Making Decisions and Solving Problems: Analyzes 
information and evaluates results to choose the best solution and solve problems. Determines the appropriate methods 
and functions to solve problems according to established standards.Scheduling Work and Activities: Schedules events, 
programs, and activities, as well as the work of others. Assigns project tasks based on task priority and technical abilities 
of team members.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will 
operate, how input and output will appear and function.   Discusses the details of the security plan with superiors to 
ensure that user requirements and established guidelines are met. Performs a system walkthrough with information 
technology peers and supervisors to identify and correct any design problems or ineffective program logic or proposed 
coding. Reviews project specifications with supervisor/lead or other appropriate personnel to ensure that programs are 
moved to appropriate production environments, established standards are met, and that data integrity is maintained. 
Conducts training sessions regarding the functionality of the system, including error resolution, entering on-line 
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transactions, and reading inquiry screens. Creates status reports for management summarizing the status of a project as 
it relates to the scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Coordinating the Work and Activities of Others: Gets members of a group to work together to accomplish 
tasks. Monitors progress of project tasks and reports any slippage to management.Training and Teaching Others: 
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others. Provides on-the-job training to staff regarding specific software and hardware requirements, 
programming standards, data storage, transmission, exchange, and maintenance procedures. Creates or maintains 
documentation detailing established standards and procedures for information systems division staff. Presents new 
policies and procedures, technology, and standards to staff. Presents new or enhanced system features to end users.    
Provide Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on 
technical, systems, or process-related topics. Provides technical guidance to peers or subordinates regarding 
improvements to design, code, testing procedures and documentation. Consults with team to evaluate interface 
between hardware and software, develop specifications and performance requirements, or resolve customer problems. 
Advises management of options that are available to develop or modify an existing system or purchase and modify a 
commercially available system.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains 
information in written or electronic/magnetic form. Documents all user, data, equipment, security, and legal 
requirements for a proposed system change. Documents the data elements, input and output sources, and how data 
will be transmitted through a proposed system. Documents a conversion plan describing the steps required for data 
migration. Prepares design documentation containing the design narrative, data flow diagrams, triggered event and data 
dictionary to be used in the writing of program source code.   Prepares program documentation which includes the test 
plan, program specifications, program narrative, client approval, and results of walkthroughs and testing. Draws 
graphical diagrams to describe process flow and relationships and the manual and automated business processes of the 
system. Documents data backup procedures. Writes basic operations guidelines. Conducts project relevant 
presentations to stakeholders and/or management and answers any related questions. Creates a detailed project plan 
which identifies tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps 
required for data migration.  Conducts project relevant presentations to stakeholders and/or management and answers 
any related questions.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies new 
knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Planning Timely Decision Making Written 
Communications Learning on the Fly Functional/Technical Competency Process ManagementKnowledge: Knowledge of 
a Programming Language Knowledge of Testing Techniques Knowledge of Programming Concepts Knowledge of Systems 
Development Life Cycle Proficient knowledge and Concepts of Internet Protocols - firewall, smtp Knowledge of SSL and 
certificates for enhancing application security Knowledge of system architecture Proficient Knowledge of XML Web 
Services Proficient Knowledge of code reviews to ensure compliance with best practices, reusability, maintainability and 
scalability Knowledge of cross platform communication techniques Knowledge of developing software using Object 
Oriented Programming Knowledge of code management and versioning software Proficient Knowledge of 
troubleshooting hardware and software production problems Knowledge of computers - leading code reviews 
Knowledge of computers -writing and executing test plans Knowledge of computers - project managementSkills: Skilled 
in using code management and versioning software Skilled in using XML Web Services Skilled in using SSL and 
certificates for enhancing application security Skilled in developing cross platform communication Advanced skills in 
developing software using OOP for mobile application development Proficient skills in developing software using OOP 
Leadership skills Skilled in leading code reviews Skilled in writing and executing test plans Skilled in reviewing the work 
of others Skilled in planning, documenting, evaluating and tracking testing results to ensure system applications are free 
from defects Project management skills Skilled in managing and supervising technical personnel to include performance 
evaluations. Excellent customer service skills Skilled in working with relational database designs Skilled in leading a team 
of skilled applications developers in software design and developmentAbilities: Ability to organize and plan work to 
meet goals and deadlines Ability to understand and adapt to new technologies/technology platforms 
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076113 - SOFTWARE DEVELOPER-LEAD 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4009 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of professional level experience in systems analysis, application design, or software development of business 
information systems. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: Graduation from 
an accredited college or university with an Information Technology related associate's degree may substitute for the 
required bachelor's degree. Substitution of Experience for the Specific Associate's Degree: Professional level experience 
in the following area may substitute for the required Information Technology associate's degree on a year-for-year basis 
to a maximum substitution of two years: systems analysis, application design, or software development of business 
information systems. Substitution of Graduate Coursework for the Required Experience: Any additional graduate 
coursework in software development may substitute for the required experience on a year for year basis to a maximum 
substitution of one year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for leading a development team, developing and maintaining 
software of considerable difficulty; performing routine analysis and testing; and performs related work as required. 
Distinguishing Features: An employee in this class leads or supervises a development team in the design, modification, 
coding and/or implementation of new or modified business applications programs. May also develop complex 
application databases, troubleshoot operating systems and hardware problems and assist other software developers in 
application database design.  Work includes developing project work plans, making specific task assignments, leading or 
supervising application code reviews and reviewing work of team members. This class differs from the Software 
Developer-ADV in that an incumbent of the latter, either independently or as a member of a project team, participates 
in code reviews, designs, modifies, codes, and/or implements complex business applications programs.  
 
Work Activities: 
Thinking Creatively:   Develops, designs, or creates new applications, ideas, relationships, systems, or products, including 
artistic contributions. Creates screen layout that meets stakeholders requirement. Recommends changes or 
enhancements to existing applications or processes which improve the quality of services provided to 
customers.Monitor Processes, Materials, or Surroundings: Monitors and reviews information from materials, events, or 
the environment, to detect or assess problems. Reviews and monitors error logs and brings to the attention of lead 
software developer or supervisor. Troubleshoots operational or software problems and recommends solutions to the 
supervisor. Implements the recommended resolution to operational or software problems. Reviews security 
vulnerability reports as needed and recommends/makes software changes to resolve issues.Interacting With 
Computers: Uses computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information. Develops software according to the design specifications using 
established software application standards. Writes software that enables the computer to initiate the processing 
sequence and execute the program. Codes database scripts and stored procedures in order to retrieve and manipulate 
specific data based on required business processes. Changes software to address any unexpected or inaccurate 
processes identified in the system test or through user feedback. Changes software components to access the 
appropriate environment by updating data linkages, data libraries in order to implement the approved system. 
Composes messages which will be output by programs to assist in error identification and correction. Writes code to 
create export files based on software requirements. Develops software applications that import/export data, connect to 
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databases, designing user interfaces.Getting Information: Observes, receives, and otherwise obtains information from 
all relevant sources. Reads and interprets written functional specifications.  Interviews business user to establish 
functional requirements. Discusses current system operations, proposed system requirements, and user needs with 
relevant stakeholders, including clients, users, and management. Validates information gathered to present to 
supervisor and/or management. Examines system specification, input/output reports, existing equipment, security 
protocols and system interfaces to understand how the current system operates. Defines and confirms detailed 
requirements with the stakeholders. Meets with system architects to obtain information on limitations or capabilities of 
systems projects to assist in project planning.Processing Information: Compiles, codes, categorizes, calculates, tabulates, 
audits, or verifies information or data. Tests a program within a multi-user environment by running a real-time 
simulation with users. Identifies the necessary data elements, keys/search criteria, indexes, data retrieval requirements, 
and level of security needed for different types of system data. Generates data to test programs and/or system 
conditions by extracting data from existing sources or entering new data. Tests and troubleshoots programs using 
generated data to determine if the program produces the correct execution sequence and programs interface as 
specified. Designs databases and data tables and files based on state approved data naming and structure standards. 
Writes a test plan describing the types of data and tests needed to check all known possible conditions within the 
program. Modifies program design narrative based on user feedback and walkthrough results.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates sizes, distances, and quantities; or 
determines time, costs, resources, or materials needed to perform a work activity. Estimates and documents the cost 
effectiveness of an existing system. Itemizes manpower requirements, processing costs, equipment requirements, and 
all other known costs associated with the project. Provides reliable and reasonable estimates of man-hours required for 
programming assignments. Insures that project goals and objectives are met on a timely basis and within costs. Provides 
cost estimates for use in long-range planning of future projects. Schedules completion dates for tasks.Guiding, Directing, 
and Motivating Subordinates: Provides guidance and direction to subordinates, including setting performance standards 
and monitoring performance. Creates job plans and performance goals for subordinates. Monitors the performance of 
subordinates and discusses areas for improvement. Conducts interim reviews and annual performance evaluations for 
subordinates. Assigns and tracks project tasks.Analyzing Data or Information: Identifies the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts. Analyzes information to 
determine, recommend, and plan installation of a new system or modification to an existing system. Compares current 
system processes to proposed system changes in order to determine the potential impact on other systems and 
business operations. Analyzes existing data for accuracy and completeness. Identifies the data input, output sources and 
logical interfaces, in order to estimate the volume of associated data within the system. Defines user input and output 
using design tools.Staffing Organizational Units: Recruits, interviews, selects, hires, and promotes employees in an 
organization. Interviews potential new hires and makes recommendations to management regarding selection of new 
employees based on interview results and review of applicant qualifications. Recommends staffing needs to meet 
project goals.Identifying Objects, Actions, and Events: Identifies information by categorizing, estimating, recognizing 
differences or similarities, and detecting changes in circumstances or events. Identifies the type of information to be 
entered, computed, updated, or otherwise used in the system.Making Decisions and Solving Problems: Analyzes 
information and evaluates results to choose the best solution and solve problems. Determines the appropriate methods 
and functions to solve problems according to established standards.Scheduling Work and Activities: Schedules events, 
programs, and activities, as well as the work of others. Assigns project tasks based on task priority and technical abilities 
of team members.Communicating with Persons Outside Organization: Communicates with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail. Communicates with vendors about user 
requirements for a proposed system in order to obtain an estimate of time and cost required to purchase software or 
hardware.Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person. Discusses with superiors how interfaces will 
operate, how input and output will appear and function.   Discusses the details of the security plan with superiors to 
ensure that user requirements and established guidelines are met. Performs a system walkthrough with information 
technology peers and supervisors to identify and correct any design problems or ineffective program logic or proposed 
coding. Reviews project specifications with supervisor/lead or other appropriate personnel to ensure that programs are 
moved to appropriate production environments, established standards are met, and that data integrity is maintained. 
Conducts training sessions regarding the functionality of the system, including error resolution, entering on-line 
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transactions, and reading inquiry screens. Creates status reports for management summarizing the status of a project as 
it relates to the scheduling of their own work, the status of deliverables, and the impact on user business 
activities.Coordinating the Work and Activities of Others: Gets members of a group to work together to accomplish 
tasks. Monitors progress of project tasks and reports any slippage to management.Training and Teaching Others: 
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others. Provides on-the-job training to staff regarding specific software and hardware requirements, 
programming standards, data storage, transmission, exchange, and maintenance procedures. Creates or maintains 
documentation detailing established standards and procedures for information systems division staff. Presents new 
policies and procedures, technology, and standards to staff. Presents new or enhanced system features to end users.    
Provide Consultation and Advice to Others: Provides guidance and expert advice to management or other groups on 
technical, systems, or process-related topics. Provides technical guidance to peers or subordinates regarding 
improvements to design, code, testing procedures and documentation. Consults with team to evaluate interface 
between hardware and software, develop specifications and performance requirements, or resolve customer problems. 
Advises management of options that are available to develop or modify an existing system or purchase and modify a 
commercially available system.Documenting/Recording Information: Enters, transcribes, records, stores, or maintains 
information in written or electronic/magnetic form. Documents all user, data, equipment, security, and legal 
requirements for a proposed system change. Documents the data elements, input and output sources, and how data 
will be transmitted through a proposed system. Documents a conversion plan describing the steps required for data 
migration. Prepares design documentation containing the design narrative, data flow diagrams, triggered event and data 
dictionary to be used in the writing of program source code.   Prepares program documentation which includes the test 
plan, program specifications, program narrative, client approval, and results of walkthroughs and testing. Draws 
graphical diagrams to describe process flow and relationships and the manual and automated business processes of the 
system. Documents data backup procedures. Writes basic operations guidelines. Conducts project relevant 
presentations to stakeholders and/or management and answers any related questions. Creates a detailed project plan 
which identifies tasks, resources, dependencies, dates and milestones. Creates a conversion plan describing the steps 
required for data migration.  Conducts project relevant presentations to stakeholders and/or management and answers 
any related questions.Updating and Using Relevant Knowledge: Keeps up-to-date technically and applies new 
knowledge to your job. Demonstrates continued technical skills development by application of new techniques and 
programming procedures. Completes training assignments related to various technologies through online research 
and/or training sessions. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Directing Others Informing Planning Timely Decision Making Written 
Communications Learning on the Fly Functional/Technical Competency Process ManagementKnowledge: Knowledge of 
a Programming Language Knowledge of Testing Techniques Knowledge of Programming Concepts Knowledge of Systems 
Development Life Cycle Proficient knowledge and Concepts of Internet Protocols - firewall, smtp Knowledge of SSL and 
certificates for enhancing application security Knowledge of system architecture Proficient Knowledge of XML Web 
Services Proficient Knowledge of code reviews to ensure compliance with best practices, reusability, maintainability and 
scalability Knowledge of cross platform communication techniques Knowledge of developing software using Object 
Oriented Programming Knowledge of code management and versioning software Proficient Knowledge of 
troubleshooting hardware and software production problems Knowledge of computers - leading code reviews 
Knowledge of computers -writing and executing test plans Knowledge of computers - project managementSkills: Skilled 
in using code management and versioning software Skilled in using XML Web Services Skilled in using SSL and 
certificates for enhancing application security Skilled in developing cross platform communication Advanced skills in 
developing software using OOP for mobile application development Proficient skills in developing software using OOP 
Leadership skills Skilled in leading code reviews Skilled in writing and executing test plans Skilled in reviewing the work 
of others Skilled in planning, documenting, evaluating and tracking testing results to ensure system applications are free 
from defects Project management skills Skilled in managing and supervising technical personnel to include performance 
evaluations. Excellent customer service skills Skilled in working with relational database designs Skilled in leading a team 
of skilled applications developers in software design and developmentAbilities: Ability to organize and plan work to 
meet goals and deadlines Ability to understand and adapt to new technologies/technology platforms 
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Tools and Equipment Used: 
 Personal Computer Telephone Printer 
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029532 - SOS ACCOUNTING MANAGER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2911 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029531 - SOS ACCOUNTING TECHNICIAN 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2903 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029523 - SOS ADMIN ASSISTANT 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2884 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029524 - SOS ADMIN ASSISTANT 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2885 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029525 - SOS ADMIN ASSISTANT 4 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2886 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027824 - SOS ADMIN LAW JUDGE 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1030 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027862 - SOS ADMIN PROCEDURES DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1102 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027825 - SOS ADMIN SECRETARY 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1031 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029526 - SOS ADMIN SERVICES ASSISTANT 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2898 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029527 - SOS ADMIN SERVICES ASSISTANT 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2899 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029528 - SOS ADMIN SERVICES ASSISTANT 4 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2900 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029529 - SOS ADMIN SERVICES MANAGER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2901 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029522 - SOS ADMIN SUPPORT TECHNICIAN 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2883 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027923 - SOS AES SYSTEM ADMINISTRATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2942 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027821 - SOS ARCHIVAL ASSIST 3-LEG REC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1282 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027822 - SOS ARCHIVAL ASSIST 4-LEG REC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1028 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027828 - SOS ARCHIVAL ASSISTANT 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1044 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027830 - SOS ARCHIVAL ASSISTANT 4 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1045 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027942 - SOS ARCHIVAL TCL SERVICES DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2975 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027831 - SOS ARCHIVIST 1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1046 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027823 - SOS ARCHIVIST 1-LEG RECORDER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1029 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027832 - SOS ARCHIVIST 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1047 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027834 - SOS ARCHIVIST 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1048 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027995 - SOS ARCHIVIST 3 SUPERVISOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1006 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027961 - SOS ASSISTANT GENERAL COUNSEL 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2996 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027948 - SOS ASSISTANT REGIONAL DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2982 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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September 22, 2020 

 
  
027837 - SOS ASSISTANT STATE ARCHIVIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1063 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
027840 - SOS ASST STATE ELECTIONS COOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1064 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029534 - SOS BECF - AUDIT MANAGER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2912 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027958 - SOS BECF - CAMPAIGN FIN SPEC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2987 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027969 - SOS BECF - COMPLIANCE OFFICER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2997 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027911 - SOS BECF - EXECUTIVE DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2941 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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025263 - SOS BECF-AUDITOR ASSISTANT 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1494 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027846 - SOS BOARD MEMBER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1067 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is There is no formal job description for this 
classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of the appointing authority of the 
department in which the position is located.The Department of Human Resources does not process applications for 
Executive Service jobs. To apply for these jobs, you should contact the particular department in which the Executive 
Service position is located. To determine the department location, you may want to use the Job Search feature provided 
on our Employment Page. Although job descriptions are not provided for most Executive Service job titles, other 
information such as number of positions and vacancies by county or by department, as well as salary grade information, 
is provided for these jobs. To get information about a particular department, go to the State of Tennessee website at 
www.tn.gov and click on Government to access links to the websites of each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
027848 - SOS BOARD MEMBER CHAIRMAN 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1084 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027872 - SOS BUSINESS SERVICES DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2891 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027996 - SOS BUSINESS SERVICES OFFICER1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1007 
 
Minimum Qualifications: 
“There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.” 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027997 - SOS BUSINESS SERVICES OFFICER2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1008 
 
Minimum Qualifications: 
“There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.” 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027998 - SOS BUSINESS SERVICES OFFICER3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1009 
 
Minimum Qualifications: 
“There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency.” 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027938 - SOS BUSINESS SERVICES SUPV 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2958 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026969 - SOS CHAR SOL &GAMING LGL CO/AD 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1360 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027957 - SOS CHAR SOL SYSTEMS ADMINR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2986 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027864 - SOS CHARITABLE SOL & GAMING DR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1104 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027882 - SOS CHIEF OF STAFF 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2904 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029516 - SOS COMMUNICATION SPEC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2882 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027853 - SOS COMPUTER OPS SPECIALIST 1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1085 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028002 - SOS CONTENT ACCESS SPECIALIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1016 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027883 - SOS CONTINUING EDUCATION COOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2905 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027863 - SOS CUSTODIAL WORKER 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1103 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027835 - SOS DEPUTY CHIEF OF STAFF 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1049 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027874 - SOS DIR PRESRVTN & DIGITIZTN 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2892 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029506 - SOS DOCKET MANAGER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1115 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027887 - SOS ELECTIONS ATTORNEY 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2908 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027877 - SOS ELECTIONS SPECIALIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2893 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027869 - SOS ELECTRONIC IMAGING SPEC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2888 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027860 - SOS FACILITY DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1100 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027866 - SOS FISC & ADMIN SERVICES DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1105 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026950 - SOS FISC & ADMIN SVCS ASST DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1358 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027855 - SOS GENERAL COUNSEL 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1086 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027993 - SOS HAVA ATTORNEY 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1004 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027897 - SOS HR & ORG DEV DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2920 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027922 - SOS HR COORDINATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2955 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027952 - SOS INFO SYSTEMS COORDINATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2984 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027943 - SOS INFO SYSTEMS DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2976 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027944 - SOS INFO TECHNOLOGY ASST DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2977 
 
Minimum Qualifications: 
"&gt;There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service position is located. To determine the department location, you 
may want to use the Job Search feature provided on our Employment Page. Although job descriptions are not provided 
for most Executive Service job titles, other information such as number of positions and vacancies by county or by 
department, as well as salary grade information, is provided for these jobs. To get information about a particular 
department, go to the State of Tennessee website at www.tn.gov and click on Government to access links to the 
websites of each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
028008 - SOS INVEST/CS&G COMMUN SPEC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1018 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027954 - SOS INVESTIGATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2985 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
028003 - SOS LBPH ASSISTANT DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1017 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027868 - SOS LBPH DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1106 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027856 - SOS LEG HISTORY COORDINATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1087 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027857 - SOS LEG RECORDING COORDINATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1068 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027889 - SOS LIBRARIAN 1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2918 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027890 - SOS LIBRARIAN 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2919 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027994 - SOS LIBRARIAN 3 SUPERVISOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1005 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027891 - SOS LIBRARIAN/ARCHIVIST 1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2910 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027884 - SOS LIBRARY ASSISTANT 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2906 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027886 - SOS LIBRARY ASSISTANT 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2907 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027888 - SOS LIBRARY ASSISTANT 4 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2909 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027976 - SOS LIBRARY INFO SYSTEMS SPEC 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  3031 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
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027941 - SOS LIBRARY TCL SERVICES DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2974 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
025825 - SOS MACHINE ASSOCIATE 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1141 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027970 - SOS MICROGRAPHICS TECHNICIAN 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2998 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027903 - SOS NETWORK SERVICES CONS 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2938 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027940 - SOS PC TECHNICIAN 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2973 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
025813 - SOS PHOTO MACHINE OPERATOR 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1140 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
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027901 - SOS PROJECT EDITOR/WEBMASTER 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2937 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027871 - SOS PUBLIC SERVICES DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2890 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027843 - SOS PUBLICATIONS ASST DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1065 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027870 - SOS PUBLICATIONS DIRECTOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2889 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027900 - SOS PUBLICATIONS SPECIALIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2921 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029508 - SOS RECORDS ANALYST 3 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1116 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
029513 - SOS RECORDS MANAGEMENT DIRECTO 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2880 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027844 - SOS REGIONAL LIBRARIES DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1066 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027949 - SOS REGIONAL LIBRARY DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2983 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027806 - SOS RESEARCH SERVICES A DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1281 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027937 - SOS SAFE AT HOME COORDINATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2957 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027926 - SOS SECURITY RECEPTIONIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2956 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027861 - SOS SENIOR ADMIN LAW JUDGE 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1101 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
027836 - SOS SERVICES ASSISTANT DIR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1050 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027910 - SOS STATE ELECTIONS COOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2940 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
027912 - SOS STATE LIB & ARCHIVIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2954 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027847 - SOS STATE LIBRARIAN ADMIN ASST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1083 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029510 - SOS STOREKEEPER 1 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1117 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029511 - SOS STOREKEEPER 2 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  1118 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027973 - SOS TECHNICAL SERVICES ASSIST 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2999 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029515 - SOS TEL ADMINISTRATOR 
 
Agency:  Secretary of State (30501) 
Edison Template Job Opening ID:  2881 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073477 - SPECIAL ASST TO THE FIRST LADY 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3322 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073630 - SPECIAL OPERATIONS UNIT DIRECT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3897 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028120 - SPECIAL SCHOOLS AUDIOLOGIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1020 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028110 - SPECIAL SCHOOLS BRAILLIST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1019 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020402 - SPECIAL SCHOOLS EDUC ASST 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2865 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028130 - SPECIAL SCHOOLS GUIDANCE COUNS 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1032 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028200 - SPECIAL SCHOOLS INSTRUCTION DI 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1052 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028170 - SPECIAL SCHOOLS PRINCIPAL 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1036 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028220 - SPECIAL SCHOOLS SUPERINTENDENT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1053 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028150 - SPECIAL SCHOOLS TEACHER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1033 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028180 - SPECIAL SCHOOLS TECH DIR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1051 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072701 - SPEECH & LANG PATHOLOGIST 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2060 
 
Minimum Qualifications: 
Education and Experience: Possession of a master’s degree in speech and language pathology, including practicum from 
an accredited college or university, and licensure by the state board of examiners of speech language pathology and 
audiology.  
 
Other Requirements: 
Necessary Special Qualifications:  Licensed by the state board of examiners of speech language pathology and audiology. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional speech and language therapy and diagnostic duties 
of average difficulty; and performs related work as required. Distinguishing Features: This is the working level class in 
the Speech and Lang Pathologist sub-series. An employee in this class provides a full range of professional speech 
therapy for developmentally delayed children and adults. This class differs from that of Speech & Lang Clinical Fellow in 
that an incumbent of the latter is fulfilling the licensure requirement of obtaining a full-time professional “fellowship 
year” under direct supervision of a licensed Speech & Lang Pathologist. This class differs from that of Speech & Lang 
Pathology Dir in that an incumbent of the latter plans and directs a comprehensive rehabilitative speech therapy 
program and supervises incumbents of this class. 
 
Work Activities: 
Getting Information:     Gathers information from persons served, caregivers, families, medical charts, other therapists 
and medical professionals, and by direct observation for assessment, screening, monitoring, intervention, and 
comprehensive evaluation purposes.Monitoring Processes, Materials, or Surroundings:    Monitors how persons served 
perform tasks to make sure that they can perform them safely and to increase their independence.    Monitors 
effectiveness of speech language pathology programs, including but not limited to dysphagia, oral motor, mealtime, and 
communication to determine if anything needs to be modified.    Monitors how caregivers are implementing programs 
to see if anything needs to be modified or if staff needs additional training.    Monitors use of equipment to make sure 
that it is being used effectively and functionally.    Serves as a member of an interdisciplinary therapy team to monitor 
individual-specific therapy programs and make recommendations regarding their effectiveness.Identifying Objects, 
Actions, and Events:    Identifies changes in health status and/or behavior so that modifications to interventions and 
supports can be made.Inspecting Equipment, Structures, or Material:    Evaluates communication and/or mealtime 
equipment and materials to identify potential problems or defects to determine their effectiveness and the need to 
modify or replace.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates the 
frequency and duration of interventions needed to provide persons served with the services, supports, and/or 
equipment they need.    Determines the amount and cost of services and materials that will be needed for equipment 
and other identified supports.Judging the Qualities of Things, Services, or People:    Assesses skills, barriers, health, and 
safety needs of persons served and/or staff to determine the need for interventions related to speech language 
pathology performance to maintain or improve quality of life.Processing Information:    Administers general and/or 
specialized assessments related to speech language pathology performance as established by best practice to determine 
the need for intervention.Evaluating Information to Determine Compliance with Standards:    Evaluates speech language 
pathology interventions to ensure compliance with professional, facility, state, and federal guidelines.Analyzing Data or 
Information:    Analyzes data collected during individual-specific assessments and for ongoing services to determine the 
most appropriate intervention(s) for each person served.Making Decisions and Solving Problems:    Develops individual 
treatment strategies to promote optimal health and performance in activities of daily living, work, and leisure related to 
speech language pathology.Thinking Creatively:    Develops, designs, creates, or customizes equipment, treatments, or 
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interventions to assist in achieving optimal person-centered outcomes.Updating and Using Relevant Knowledge:    
Maintains professional credentials and licensure required to perform job duties.    Attends conferences, in-service 
training, continuing education meetings, and other related meetings to stay up-to-date in the speech language 
pathology field.Developing Objectives and Strategies:    Uses a person-centered approach to establish the plan of care to 
facilitate completion of outcomes and actions by the individual.Scheduling Work and Activities:    Collaborates with team 
members and others to establish schedules for coordination of care.Organizing, Planning, and Prioritizing Work:    
Organizes and prioritizes personal workload to ensure timely and accurate completion of work.Handling and Moving 
Objects:    Uses hands and arms to perform assessments, interventions, move equipment and materials, and 
position/reposition persons served.Controlling Machines and Processes:    Utilizes assistive technology to improve 
independence, health, and safety of persons served.Interacting with Computers:    Uses computers and computer 
systems (including hardware and software) to complete job duties.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:    Provides instructions for use and care of assistive technology and equipment related to 
speech language pathology.Repairing and Maintaining Mechanical Equipment:    Coordinates and/or makes repairs and 
maintains mechanical devices that improve the independence, health, and safety of persons served.Repairing and 
Maintaining Electronic Equipment:    Coordinates and/or makes repairs and maintains electronic devices that improve 
the independence, health, and safety of persons served.Documenting/Recording Information:    Documents assessments 
and interventions completed and services provided to meet professional, facility, state, and federal 
guidelines.Interpreting the Meaning of Information for Others:    Develops instructions for staff/caregivers as it relates 
to their plans of care.    Explains assessment results, medical terminology, and plans of care to provide clarity and 
understanding in a manner appropriate for the individuals served as well as families/caregivers and other 
professionals.Communicating with Supervisors, Peers, or Subordinates:    Communicates effectively with team members, 
supervisors, and co-workers in person and through phone calls, emails, and written communications.Communicating 
with Persons Outside Organization:    Communicates effectively with families, conservators, advocates, vendors, and 
others outside the department in person and through phone calls, emails, and written communications.Establishing and 
Maintaining Interpersonal Relationships:    Develops and maintains professional working relationships with internal and 
external business partners.Assisting and Caring for Others:    Provides education and support to persons served, and 
family members/caregivers.Coordinating the Work and Activities of Others:    Coordinates the workload with internal 
and external customers as required to facilitate timely and accurate task completion.Developing and Building Teams:    
Models effective performance for co-workers and direct support staff to encourage success and enhance trust.Training 
and Teaching Others:    Develops formal educational or training programs within scope of practice.    Implements 
trainings for staff, family, and caregivers.    Identifies the educational needs of staff, family, and caregivers.Guiding, 
Directing, and Motivating Subordinates:    Provides guidance and direction to staff, family, and caregivers, including 
setting performance standards and monitoring performance.Coaching and Developing Others:    Provides feedback and 
information to co-workers/peers in order to encourage optimal performance.Provide Consultation and Advice to Others:    
Provides guidance and expert advice to management and others on technical systems, or process related 
topics.Performing Administrative Activities:    Files documentation as necessary. 
 
Competencies (KSA’s): 
Competencies:     Learning on the Fly    Problem Solving    Conflict Management    Perseverance    Presentation Skills    
Written Communication    Compassion    Ethics and Values    Managing Vision and Purpose    Self-
DevelopmentKnowledge:    Education and TrainingSkills:    Active Learning    Active Listening    Critical Thinking    Learning 
Strategies    Monitoring    Reading Comprehension    Speaking    Writing    Science    Instructing    Negotiation    
Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Equipment Maintenance    
Installation    Operation and Control    Technology Design    Troubleshooting    Judgment and Decision Making    Time 
ManagementAbilities:    Category Flexibility    Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Oral 
Comprehension    Oral Expression    Manual Dexterity    Multilimb Coordination    Speech Recognition    Near Vision 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Digital Camera    Printer    Basic Hand Tools  -  Screwdriver, Allen 
Wrench 
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020900 - SS ACCOUNT CLERK 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2848 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028231 - SS ACCOUNTING TECHNICIAN 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1054 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028232 - SS ACCOUNTING TECHNICIAN 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1055 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020203 - SS ADMIN SECRETARY 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2860 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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028242 - SS ADMIN SERVICES ASSISTANT 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1056 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028243 - SS ADMIN SERVICES ASSISTANT 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1069 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028244 - SS ADMIN SERVICES ASSISTANT 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1070 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020206 - SS ADMIN SERVICES MANAGER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2861 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022055 - SS BAKER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2850 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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023671 - SS BUILDING MAINTENANCE WKR 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1419 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department,as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023672 - SS BUILDING MAINTENANCE WRK 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1420 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov  and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023673 - SS BUILDING MAINTENANCE WRK 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1421 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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020052 - SS CLERK 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2825 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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020053 - SS CLERK 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2826 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022071 - SS COOK 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2851 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022072 - SS COOK 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2852 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023101 - SS CUSTODIAL WORKER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1345 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023105 - SS CUSTODIAL WORKER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1348 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023103 - SS CUSTODIAL WORKER SUPV 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1346 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023104 - SS CUSTODIAL WORKER SUPV 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1347 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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020207 - SS EDUCATION CONSULTANT 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2862 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020208 - SS EDUCATION CONSULTANT 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2863 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020050 - SS EXECUTIVE DIRECTOR STATE 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2665 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023481 - SS FACS MANAGER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1416 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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023482 - SS FACS MANAGER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1417 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023484 - SS FACS SAFETY OFFICER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1418 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023480 - SS FACS SUPERVISOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1395 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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022096 - SS FOOD SERVICE MANAGER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2854 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022097 - SS FOOD SERVICE MANAGER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2855 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022082 - SS FOOD SERVICE SUPERVISOR 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2853 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022050 - SS FOOD SERVICE WORKER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2849 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023151 - SS GROUNDS WORKER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1366 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023152 - SS GROUNDS WORKER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1367 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023154 - SS INTERPRETER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1369 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023153 - SS IT DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1368 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023155 - SS IT SUPERVISOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1370 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022452 - SS LICENSED PRACTICAL NURSE 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1327 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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023165 - SS MEDIA & COMMUNICATIONS SPEC 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1394 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023156 - SS NETWORK TECH SPECIALIST 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1371 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023157 - SS NETWORK TECH SPECIALIST 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1390 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023158 - SS NETWORK TECH SPECIALIST 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1391 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020652 - SS PROCUREMENT OFFICER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2866 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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025431 - SS RECREATION SPECIALIST 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1495 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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024492 - SS REGISTERED NURSE 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1447 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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024494 - SS REGISTERED NURSE 4 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1448 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
020202 - SS SECRETARY 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2859 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
022313 - SS SECURITY CHIEF 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1326 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022311 - SS SECURITY GUARD 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1325 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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025743 - SS SOCIAL SERVICES DIRECTOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1139 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022310 - SS SOCIAL WORKER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2869 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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020701 - SS STOREKEEPER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2868 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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020700 - SS STORES CLERK 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2867 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028155 - SS SUBSTITUTE TEACHER 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1021 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028156 - SS SUBSTITUTE TEACHER-TSD 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1034 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028158 - SS SUBSTITUTE TEACHER-TSD-CERT 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1035 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023160 - SS WORKSTATION SPECIALIST 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1392 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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023161 - SS WORKSTATION SPECIALIST 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1393 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022301 - SS YOUTH SERVICE WORKER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2856 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022302 - SS YOUTH SERVICE WORKER 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  2857 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022303 - SS YOUTH SERVICE WORKER SUPV 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1323 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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022304 - SS YOUTH SERVICE WORKER SUPV 2 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  1324 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073512 - STAFF LEARNING/DEV ADMIN-DOC 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2366 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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093893 - STATE CHIEF PHOTOGRAPHER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4582 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, with emphasis 
in photography and experience equivalent to substantial (five or more years of) full-time increasingly responsible and 
skilled photographic work; qualifying full-time increasingly responsible and skilled photographic work may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years.Examination Method: 
Education and Experience including Supplemental Application, 30%, and Portfolio, 70%, for Career Service positions. 
 
Other Requirements: 
Necessary Special Qualifications: None.  
 
Job Overview: 
Summary: Under general supervision, performs photographic work of considerable difficulty; and performs related work 
as required.Distinguishing Features: The employee in this class leads and participates in providing photographic services 
to the Governor's office, Legislators, and other government branches and also in providing photographs of various 
places of interest and activities throughout the state. This class differs from State Photographer 2 in that an incumbent 
of the latter is not a lead worker. This class differs from Media Production Services Dir in that the incumbent of the latter 
directs all the activities of the photographic services, graphic arts and video production sections of the media production 
division. 
 
Work Activities: 
1. Leads others in providing photographic services to the Governors' office, Legislators, and other government branches 
including press releases and portraits.2. Leads others in providing photographs of places of interest and activities 
throughout the state which are kept on file for use in advertisements, news articles, travel articles, tourist developing, 
and by the general public.3. Edits slides and prints to determine which should be kept in slide and negative files.4. 
Operates and utilizes a variety of photographic equipment including camera, lenses, lighting equipment, darkroom 
equipment, and automobiles.5. May work in a darkroom developing, processing, and printing film when necessary. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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079135 - STATE LT CARE OMBUDSMAN 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  4339 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077700 - STATE PARKS DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4162 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
093891 - STATE PHOTOGRAPHER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4574 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
Summary: Under general supervision, performs photographic work of average difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class provides photographic services in areas such as news, travel, 
portrait and industry. Work involves copy work in black and white and color, basic studio portrait and product 
photography, black and white film processing and printing, and other darkroom work when necessary. This class differs 
from that of State Photographer 2 in that an incumbent of the latter is responsible for picture editing and layout, design 
of multiple picture layouts, multiple lighting techniques and location advertising. 
 
Work Activities: 
1. Provides photographic services to the Governor's office, legislators and other government branches, including formal 
portraits.2. Provides photographs of locations and activities throughout the state which are kept on file for use in 
advertisements, news articles, travel articles, tourist development, and by the general public.3. Operates and utilizes a 
variety of photographic equipment including cameras, lenses, lighting equipment, darkroom equipment; operates a 
motor vehicle.4. May work in a darkroom developing, processing, and printing film when necessary. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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093892 - STATE PHOTOGRAPHER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4575 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
Summary: Under general supervision, performs photographic work of considerable difficulty; and performs related work 
as required.Distinguishing Features: An employee in this class is responsible for picture editing and layout, design of 
multiple picture layouts, multiple lighting techniques and location advertising. This class differs from that of State 
Photographer 1 in that an incumbent of the latter is responsible for providing photographic services in areas such as 
news, travel, portrait and industry. 
 
Work Activities: 
1. Edits photographic images in order to place them in files and use by customers.2. Designs multiple picture layouts for 
requesting agencies.3. Is responsible for projects requiring multiple lighting techniques.4. Operates and utilizes a variety 
of photographic equipment and/or programs including cameras, lenses, lighting equipment, laptops, and Photoshop; 
operates a motor vehicle.5. Is responsible for location advertising assignments. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072373 - STATE PUBLIC HEALTH REGISTRAR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2028 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075941 - STATISTICAL ANALYST 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7330 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science. Substitution of Experience for Education: 
Qualifying full-time professional statistical work may be substituted for the required education, on a year-for-year basis, 
to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional statistical analytic work of routine difficulty; 
performs related work as required. Distinguishing Features: This is the entry-level class in the Statistical Analyst sub-
series. An employee in this class receives on-the-job training in the conduct of statistical studies, research, and/or 
statistical analysis. Initially, work is closely supervised, but as knowledge and experience are gained, supervision 
becomes more general. This sub-series differs from the Statistician sub-series in that incumbents of the latter are 
involved only in the conduct of basic descriptive statistical studies. This class differs from that of Statistical Analyst 2 in 
that an incumbent of the latter functions at the working level. *An applicant appointed to this flexibly staffed class will 
be reclassified to the next higher class in the series after successful completion of a mandatory one-year training period; 
inadequate or marginal performance during the training period will result in automatic demotion or termination.  
 
Work Activities: 
Analyzing Data or Information: Learns to design a study to address a need or problem by consulting with program 
individuals; determine variables to be studied and sample size; discuss statistically valid data collection methods; and set 
a time-line for the components of the study. Learns to apply statistical techniques (ANOVA, correlation, frequencies) on 
collected data to obtain required information. Learns to interpret results of statistical procedures to determine 
relationships among the data; compare results of statistical procedures to previous results to determine changes over 
time; and interpret implications of findings. Learns to use computer software (SAS, SPSS, Excel, Access, or other 
specialized software related to area of study) to analyze data. Learns to review results of statistical analysis to ensure 
accuracy of data and format results for publication or presentation purposes. Learns to utilize metrics to assess the 
importance or progress of programs, activities or data. Learns to prioritize daily tasks to meet deadlines and facilitate 
efficient task completion. Interacting With Computers: Learns to format computer software and data fields using 
programs (Excel, Access, SPSS, SAS, and FoxPro, etc.) based on statistics required and software parameters. Learns to 
utilize computer software to transfer statistical results into a multimedia format; create overheads and/or graphic 
representations for presentation purposes; and provide all materials to appropriate source when study is complete. 
Learns to enter or import collected statistical data into appropriate database and fields; proofread entered data to verify 
accuracy and completeness; identify incomplete, inaccurate, and outdated information; and create and maintain back-
up copies of data for recovery purposes. Processing Information: Learns to write reports in accordance with 
departmental guidelines and at an appropriate level of audience understanding and to ensure narrative is written so 
that all confidential information of those involved in the study is protected. Learns to compile, calculate tabulate, code, 
categorize, audit, and verify the results of a study to create needed information. Learns to create charts, tables, and 
other graphical illustrations to demonstrate research findings to state the major conclusions from the study. Learns to 
write reports to explain studies which have been conducted and finalize formatted documents for electronic and/or 
other means of distribution. Learns to create reports to document the results of a statistical study. Learns to manage 
long term projects to ensure timely completion of project milestones under the direction of assigned supervisor. Learns 
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to proofread reports to check for errors and makes corrections based on supervisor suggestions and recommendations. 
Communicating with Persons outside the Organization: Learns to communicate with external customers to collect 
survey data and achieve survey response needed. Learns to communicate with other governmental agencies, 
businesses, professional organizations, educational institutions, and the general public to collect data, collaborate, and 
provide analysis. Learns to use different types of communication technology to most effectively deliver data analysis. 
Interpreting the Meaning of Information for Others: Learns to utilize most appropriate metrics for describing the 
problem or issues at hand. Learns to interpret statistical reports for non statistical personnel in response to basic 
questions. Learns to make users aware of the accuracy and limitations of the data and metrics. Getting Information: 
Learns to identify inferences about a population based upon statistical information to ensure departmental goals and 
objectives are met. Learns to ensure appropriate collection procedures are followed to achieve the required response 
rate while maintaining appropriate quality control. Learns to develop, process, and maintain data collection instruments 
used to gather information on particular criteria to accurately determine population characteristics. Learns to review 
existing databases to ascertain the accuracy, existence and availability of needed data variables or data elements. Learns 
to administer data instruments to selected statistical sample to collect desired information. Learns to contacts sources 
to obtain additional information to ensure accurate and complete data. Learns to monitor the data collection process 
and determine the best way to improve collection results. Learns to conduct secondary research such as library and 
internet research for historical information, trend analysis, and to detect or assess problems. Selling or Influencing 
Others: Learns to influence others to participate in surveys required to achieve an acceptable response rate. Learns to 
provide excellent customer service to those requesting data to improve service delivery. Learns to describe the benefits 
of data being produced to persuade people to participate in surveys or data collection. Learns to provide guidance and 
advice to external and internal customers to direct them on how to respond to the survey. Updating and Using Relevant 
Knowledge: Learns to cross-train with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Learns to train with external customers to ensure correct use of third party systems. Attends 
department specific in-service training, conferences, and webinars as required to enhance personal development.  
Thinking Creatively: Learns to create original ideas, analyses and data interpretations for presentations and reports. 
Learns to design simple electronic spreadsheets for internal departmental use to facilitate statistical analysis. Learns to 
brainstorm workflow and process improvements with co-workers to enhance workplace efficiency. Communicating with 
Supervisors, Peers, or Subordinates: Learns to coordinate with team members to collect data and achieve the desired 
objectives. Learns to utilize different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.  Learns to communicate with internal customers to obtain requested information.  
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Problem Solving Technical Learning Organizing Priority Setting Time 
Management Standing Alone Drive for Results Perseverance Written Communications Ethics and Values Integrity and 
Trust Listening Self-Development Knowledge: Clerical Computer and Electronics Customer and Personal Service 
Economics and Accounting Law and Government Mathematics Personnel and Human Resources Sociology and 
Anthropology Skills: Active Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring 
Reading Comprehension Science Speaking Writing Coordination Persuasion Social Perceptiveness Complex Problem 
Solving Programming Quality Control Analysis Trouble Shooting Time Management Abilities: Category Flexibility 
Deductive Reasoning Fluency of Ideas Inductive Reasoning Mathematical Reasoning Number Facility Oral 
Comprehension Oral Expression Originality Perceptual Speed  
 
Tools and Equipment Used: 
 Computer Multi-Function Printer Telephone Fax Machine Copier Postage Meter Calculator  
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075942 - STATISTICAL ANALYST 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4073 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to one year of 
full-time professional statistical work. Substitution of Experience for Education: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in any statistical field, including but not limited to applied statistics or mathematics; social, 
behavioral, health, or life science; computer science; any business field including but not limited to accounting or 
business administration; and/or public administration may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of average difficulty; 
performs related work as required. Distinguishing Features: ,This is the working-level class in the Statistical Analyst sub-
series. An employee in this class is responsible for the conduct of statistical studies, research, and statistical analysis. 
This class is flexibly staffed with and differs from that of Statistical Analyst 1 in that an incumbent of the latter functions 
at the entry level. This class differs from that of Statistical Analyst 3 in that an incumbent of the latter functions at the 
advanced working level. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with program individuals; 
determines variables to be studied and sample size; discusses statistically valid data collection methods; sets a time-line 
for the components of the study.    Applies statistical techniques (ANOVA, correlation, frequencies) on collected data to 
obtain required information.    Interprets results of statistical procedures to determine relationships among the data; 
compares results of statistical procedures to previous results to determine changes over time; interprets implications of 
findings.    Uses computer software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to 
analyze data.    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes metrics to assess the importance or progress of programs, activities or data.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Interacting With Computers:    Formats 
computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro,etc) based on statistics required 
and software parameters.    Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete.    Enters or imports collected statistical data into appropriate database and fields; proofreads entered 
data to verify accuracy and completeness; identifies incomplete, inaccurate, and outdated information; creates and 
maintains back-up copies of data for recovery purposes. Processing Information:    Writes reports in accordance with 
departmental guidelines and at an appropriate level of audience understanding; ensures narrative is written so that all 
confidential information of those involved in the study is protected.    Compiles, calculates, tabulates, codes, categorizes, 
audits, and verifies the results of a study to create needed information.    Creates charts, tables, and other graphical 
illustrations to demonstrate research findings to state the major conclusions from the study.    Writes reports to explain 
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studies which have been conducted; finalizes formatted documents for electronic and/or other means of distribution.    
Creates reports to document the results of a statistical study.    Manages long term projects to ensure timely completion 
of project milestones under the direction of assigned supervisor.    Proofreads reports to check for errors and makes 
corrections based on supervisor suggestions and recommendations. Communicating with Persons outside the 
Organization:    Communicates with external customers to collect survey data and achieve survey response needed.    
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, and 
the general public to collect data, collaborate, and provide analysis.    Uses different types of communication technology 
to most effectively deliver data analysis.  Interpreting the Meaning of Information for Others:    Utilizes most appropriate 
metrics for describing the problem or issues at hand.    Interprets statistical reports for non statistical personnel in 
response to basic questions.    Makes user aware of the accuracy and limitations of the data and metrics. Getting 
Information:    Identifies inferences about a population based upon statistical information to ensure departmental goals 
and objectives are met.    Ensures appropriate collection procedures are followed to achieve the required response rate 
while maintaining appropriate quality control.    Develops, processes, and maintains data collection instruments used to 
gather information on a particular criterion to accurately determine population characteristics.    Reviews existing 
databases to ascertain the accuracy, existence and availability of needed data variables or data elements.    Administers 
data instruments to selected statistical sample to collect desired information.    Contacts sources to obtain additional 
information to ensure accurate and complete data.    Monitors data collection process and determines best way to 
improve collection results.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems. Selling or Influencing Others:    Influences others to 
participate in surveys required to achieve an acceptable response rate.    Provides excellent customer service to those 
requesting data to improve service delivery.    Describes the benefits of data being produced to persuade people to 
participate in surveys or data collection.    Provides guidance and advice to external and internal customers to direct 
them on how to respond to the survey. Updating and Using Relevant Knowledge:    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Trains with external 
customers to ensure correct use of third party systems.    Attends department specific in-service training, conferences, 
and webinars as required to enhance personal development.  Thinking Creatively:    Creates original ideas, analyses and 
data interpretations for presentations and reports.    Designs simple electronic spreadsheets for internal departmental 
use to facilitate statistical analysis.    Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency. Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to 
collect data and achieve the desired objectives.    Utilizes different types of communication technology with supervisors, 
peers or subordinates to most effectively deliver data analysis.     Communicates with internal customers to obtain 
requested information. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    Technical Learning    
Organizing    Planning    Priority Setting    Process Management    Time Management    Standing Alone    Drive for Results    
Perseverance    Presentation Skills    Written Communications    Customer Focus    Ethics and Values    Listening    Self-
KnowledgeKnowledge:    Clerical    Computer and Electronics    Customer and Personal Service    Economics and 
Accounting    Law and Government    Mathematics    Personnel and Human Resources    Sociology and Anthropology 
Skills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading 
Comprehension    Science    Speaking    Writing    Coordination    Persuasion    Social Perceptiveness    Complex Problem 
Solving    Programming    Quality Control Analysis    Trouble Shooting    Time Management Abilities:    Category Flexibility    
Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Mathematical Reasoning    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problems Sensitivity    Selective Attention    Time 
Sharing    Speed of Closure    Written Comprehension    Written Expression    Speech Clarity    Auditory Attention    
Speech Recognition    Instructing    Negotiation 
 
Tools and Equipment Used: 
"    Computer    Multi-Function Printer    Telephone    Fax Machine    Copier    Postage Meter    Calculator" 
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075942 - STATISTICAL ANALYST 2* 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4074 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to one year of 
full-time professional statistical work. Substitution of Experience for Education: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in any statistical field, including but not limited to applied statistics or mathematics; social, 
behavioral, health, or life science; computer science; any business field including but not limited to accounting or 
business administration; and/or public administration may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of average difficulty; 
performs related work as required. Distinguishing Features: ,This is the working-level class in the Statistical Analyst sub-
series. An employee in this class is responsible for the conduct of statistical studies, research, and statistical analysis. 
This class is flexibly staffed with and differs from that of Statistical Analyst 1 in that an incumbent of the latter functions 
at the entry level. This class differs from that of Statistical Analyst 3 in that an incumbent of the latter functions at the 
advanced working level. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with program individuals; 
determines variables to be studied and sample size; discusses statistically valid data collection methods; sets a time-line 
for the components of the study.    Applies statistical techniques (ANOVA, correlation, frequencies) on collected data to 
obtain required information.    Interprets results of statistical procedures to determine relationships among the data; 
compares results of statistical procedures to previous results to determine changes over time; interprets implications of 
findings.    Uses computer software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to 
analyze data.    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes metrics to assess the importance or progress of programs, activities or data.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Interacting With Computers:    Formats 
computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro,etc) based on statistics required 
and software parameters.    Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete.    Enters or imports collected statistical data into appropriate database and fields; proofreads entered 
data to verify accuracy and completeness; identifies incomplete, inaccurate, and outdated information; creates and 
maintains back-up copies of data for recovery purposes. Processing Information:    Writes reports in accordance with 
departmental guidelines and at an appropriate level of audience understanding; ensures narrative is written so that all 
confidential information of those involved in the study is protected.    Compiles, calculates, tabulates, codes, categorizes, 
audits, and verifies the results of a study to create needed information.    Creates charts, tables, and other graphical 
illustrations to demonstrate research findings to state the major conclusions from the study.    Writes reports to explain 
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studies which have been conducted; finalizes formatted documents for electronic and/or other means of distribution.    
Creates reports to document the results of a statistical study.    Manages long term projects to ensure timely completion 
of project milestones under the direction of assigned supervisor.    Proofreads reports to check for errors and makes 
corrections based on supervisor suggestions and recommendations. Communicating with Persons outside the 
Organization:    Communicates with external customers to collect survey data and achieve survey response needed.    
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, and 
the general public to collect data, collaborate, and provide analysis.    Uses different types of communication technology 
to most effectively deliver data analysis.  Interpreting the Meaning of Information for Others:    Utilizes most appropriate 
metrics for describing the problem or issues at hand.    Interprets statistical reports for non statistical personnel in 
response to basic questions.    Makes user aware of the accuracy and limitations of the data and metrics. Getting 
Information:    Identifies inferences about a population based upon statistical information to ensure departmental goals 
and objectives are met.    Ensures appropriate collection procedures are followed to achieve the required response rate 
while maintaining appropriate quality control.    Develops, processes, and maintains data collection instruments used to 
gather information on a particular criterion to accurately determine population characteristics.    Reviews existing 
databases to ascertain the accuracy, existence and availability of needed data variables or data elements.    Administers 
data instruments to selected statistical sample to collect desired information.    Contacts sources to obtain additional 
information to ensure accurate and complete data.    Monitors data collection process and determines best way to 
improve collection results.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems. Selling or Influencing Others:    Influences others to 
participate in surveys required to achieve an acceptable response rate.    Provides excellent customer service to those 
requesting data to improve service delivery.    Describes the benefits of data being produced to persuade people to 
participate in surveys or data collection.    Provides guidance and advice to external and internal customers to direct 
them on how to respond to the survey. Updating and Using Relevant Knowledge:    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Trains with external 
customers to ensure correct use of third party systems.    Attends department specific in-service training, conferences, 
and webinars as required to enhance personal development.  Thinking Creatively:    Creates original ideas, analyses and 
data interpretations for presentations and reports.    Designs simple electronic spreadsheets for internal departmental 
use to facilitate statistical analysis.    Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency. Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to 
collect data and achieve the desired objectives.    Utilizes different types of communication technology with supervisors, 
peers or subordinates to most effectively deliver data analysis.     Communicates with internal customers to obtain 
requested information. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    Technical Learning    
Organizing    Planning    Priority Setting    Process Management    Time Management    Standing Alone    Drive for Results    
Perseverance    Presentation Skills    Written Communications    Customer Focus    Ethics and Values    Listening    Self-
KnowledgeKnowledge:    Clerical    Computer and Electronics    Customer and Personal Service    Economics and 
Accounting    Law and Government    Mathematics    Personnel and Human Resources    Sociology and Anthropology 
Skills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading 
Comprehension    Science    Speaking    Writing    Coordination    Persuasion    Social Perceptiveness    Complex Problem 
Solving    Programming    Quality Control Analysis    Trouble Shooting    Time Management Abilities:    Category Flexibility    
Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Mathematical Reasoning    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problems Sensitivity    Selective Attention    Time 
Sharing    Speed of Closure    Written Comprehension    Written Expression    Speech Clarity    Auditory Attention    
Speech Recognition    Instructing    Negotiation 
 
Tools and Equipment Used: 
"    Computer    Multi-Function Printer    Telephone    Fax Machine    Copier    Postage Meter    Calculator" 
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075942 - STATISTICAL ANALYST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4075 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to one year of 
full-time professional statistical work. Substitution of Experience for Education: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in any statistical field, including but not limited to applied statistics or mathematics; social, 
behavioral, health, or life science; computer science; any business field including but not limited to accounting or 
business administration; and/or public administration may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of average difficulty; 
performs related work as required. Distinguishing Features: ,This is the working-level class in the Statistical Analyst sub-
series. An employee in this class is responsible for the conduct of statistical studies, research, and statistical analysis. 
This class is flexibly staffed with and differs from that of Statistical Analyst 1 in that an incumbent of the latter functions 
at the entry level. This class differs from that of Statistical Analyst 3 in that an incumbent of the latter functions at the 
advanced working level. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with program individuals; 
determines variables to be studied and sample size; discusses statistically valid data collection methods; sets a time-line 
for the components of the study.    Applies statistical techniques (ANOVA, correlation, frequencies) on collected data to 
obtain required information.    Interprets results of statistical procedures to determine relationships among the data; 
compares results of statistical procedures to previous results to determine changes over time; interprets implications of 
findings.    Uses computer software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to 
analyze data.    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes metrics to assess the importance or progress of programs, activities or data.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Interacting With Computers:    Formats 
computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro,etc) based on statistics required 
and software parameters.    Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete.    Enters or imports collected statistical data into appropriate database and fields; proofreads entered 
data to verify accuracy and completeness; identifies incomplete, inaccurate, and outdated information; creates and 
maintains back-up copies of data for recovery purposes. Processing Information:    Writes reports in accordance with 
departmental guidelines and at an appropriate level of audience understanding; ensures narrative is written so that all 
confidential information of those involved in the study is protected.    Compiles, calculates, tabulates, codes, categorizes, 
audits, and verifies the results of a study to create needed information.    Creates charts, tables, and other graphical 
illustrations to demonstrate research findings to state the major conclusions from the study.    Writes reports to explain 
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studies which have been conducted; finalizes formatted documents for electronic and/or other means of distribution.    
Creates reports to document the results of a statistical study.    Manages long term projects to ensure timely completion 
of project milestones under the direction of assigned supervisor.    Proofreads reports to check for errors and makes 
corrections based on supervisor suggestions and recommendations. Communicating with Persons outside the 
Organization:    Communicates with external customers to collect survey data and achieve survey response needed.    
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, and 
the general public to collect data, collaborate, and provide analysis.    Uses different types of communication technology 
to most effectively deliver data analysis.  Interpreting the Meaning of Information for Others:    Utilizes most appropriate 
metrics for describing the problem or issues at hand.    Interprets statistical reports for non statistical personnel in 
response to basic questions.    Makes user aware of the accuracy and limitations of the data and metrics. Getting 
Information:    Identifies inferences about a population based upon statistical information to ensure departmental goals 
and objectives are met.    Ensures appropriate collection procedures are followed to achieve the required response rate 
while maintaining appropriate quality control.    Develops, processes, and maintains data collection instruments used to 
gather information on a particular criterion to accurately determine population characteristics.    Reviews existing 
databases to ascertain the accuracy, existence and availability of needed data variables or data elements.    Administers 
data instruments to selected statistical sample to collect desired information.    Contacts sources to obtain additional 
information to ensure accurate and complete data.    Monitors data collection process and determines best way to 
improve collection results.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems. Selling or Influencing Others:    Influences others to 
participate in surveys required to achieve an acceptable response rate.    Provides excellent customer service to those 
requesting data to improve service delivery.    Describes the benefits of data being produced to persuade people to 
participate in surveys or data collection.    Provides guidance and advice to external and internal customers to direct 
them on how to respond to the survey. Updating and Using Relevant Knowledge:    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Trains with external 
customers to ensure correct use of third party systems.    Attends department specific in-service training, conferences, 
and webinars as required to enhance personal development.  Thinking Creatively:    Creates original ideas, analyses and 
data interpretations for presentations and reports.    Designs simple electronic spreadsheets for internal departmental 
use to facilitate statistical analysis.    Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency. Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to 
collect data and achieve the desired objectives.    Utilizes different types of communication technology with supervisors, 
peers or subordinates to most effectively deliver data analysis.     Communicates with internal customers to obtain 
requested information. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    Technical Learning    
Organizing    Planning    Priority Setting    Process Management    Time Management    Standing Alone    Drive for Results    
Perseverance    Presentation Skills    Written Communications    Customer Focus    Ethics and Values    Listening    Self-
KnowledgeKnowledge:    Clerical    Computer and Electronics    Customer and Personal Service    Economics and 
Accounting    Law and Government    Mathematics    Personnel and Human Resources    Sociology and Anthropology 
Skills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading 
Comprehension    Science    Speaking    Writing    Coordination    Persuasion    Social Perceptiveness    Complex Problem 
Solving    Programming    Quality Control Analysis    Trouble Shooting    Time Management Abilities:    Category Flexibility    
Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Mathematical Reasoning    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problems Sensitivity    Selective Attention    Time 
Sharing    Speed of Closure    Written Comprehension    Written Expression    Speech Clarity    Auditory Attention    
Speech Recognition    Instructing    Negotiation 
 
Tools and Equipment Used: 
"    Computer    Multi-Function Printer    Telephone    Fax Machine    Copier    Postage Meter    Calculator" 
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075942 - STATISTICAL ANALYST 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4076 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to one year of 
full-time professional statistical work. Substitution of Experience for Education: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in any statistical field, including but not limited to applied statistics or mathematics; social, 
behavioral, health, or life science; computer science; any business field including but not limited to accounting or 
business administration; and/or public administration may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience). 
 
Other Requirements: 
"Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions." 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of average difficulty; 
performs related work as required. Distinguishing Features: ,This is the working-level class in the Statistical Analyst sub-
series. An employee in this class is responsible for the conduct of statistical studies, research, and statistical analysis. 
This class is flexibly staffed with and differs from that of Statistical Analyst 1 in that an incumbent of the latter functions 
at the entry level. This class differs from that of Statistical Analyst 3 in that an incumbent of the latter functions at the 
advanced working level. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with program individuals; 
determines variables to be studied and sample size; discusses statistically valid data collection methods; sets a time-line 
for the components of the study.    Applies statistical techniques (ANOVA, correlation, frequencies) on collected data to 
obtain required information.    Interprets results of statistical procedures to determine relationships among the data; 
compares results of statistical procedures to previous results to determine changes over time; interprets implications of 
findings.    Uses computer software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to 
analyze data.    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes metrics to assess the importance or progress of programs, activities or data.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. Interacting With Computers:    Formats 
computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro,etc) based on statistics required 
and software parameters.    Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete.    Enters or imports collected statistical data into appropriate database and fields; proofreads entered 
data to verify accuracy and completeness; identifies incomplete, inaccurate, and outdated information; creates and 
maintains back-up copies of data for recovery purposes. Processing Information:    Writes reports in accordance with 
departmental guidelines and at an appropriate level of audience understanding; ensures narrative is written so that all 
confidential information of those involved in the study is protected.    Compiles, calculates, tabulates, codes, categorizes, 
audits, and verifies the results of a study to create needed information.    Creates charts, tables, and other graphical 
illustrations to demonstrate research findings to state the major conclusions from the study.    Writes reports to explain 
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studies which have been conducted; finalizes formatted documents for electronic and/or other means of distribution.    
Creates reports to document the results of a statistical study.    Manages long term projects to ensure timely completion 
of project milestones under the direction of assigned supervisor.    Proofreads reports to check for errors and makes 
corrections based on supervisor suggestions and recommendations. Communicating with Persons outside the 
Organization:    Communicates with external customers to collect survey data and achieve survey response needed.    
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, and 
the general public to collect data, collaborate, and provide analysis.    Uses different types of communication technology 
to most effectively deliver data analysis.  Interpreting the Meaning of Information for Others:    Utilizes most appropriate 
metrics for describing the problem or issues at hand.    Interprets statistical reports for non statistical personnel in 
response to basic questions.    Makes user aware of the accuracy and limitations of the data and metrics. Getting 
Information:    Identifies inferences about a population based upon statistical information to ensure departmental goals 
and objectives are met.    Ensures appropriate collection procedures are followed to achieve the required response rate 
while maintaining appropriate quality control.    Develops, processes, and maintains data collection instruments used to 
gather information on a particular criterion to accurately determine population characteristics.    Reviews existing 
databases to ascertain the accuracy, existence and availability of needed data variables or data elements.    Administers 
data instruments to selected statistical sample to collect desired information.    Contacts sources to obtain additional 
information to ensure accurate and complete data.    Monitors data collection process and determines best way to 
improve collection results.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems. Selling or Influencing Others:    Influences others to 
participate in surveys required to achieve an acceptable response rate.    Provides excellent customer service to those 
requesting data to improve service delivery.    Describes the benefits of data being produced to persuade people to 
participate in surveys or data collection.    Provides guidance and advice to external and internal customers to direct 
them on how to respond to the survey. Updating and Using Relevant Knowledge:    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Trains with external 
customers to ensure correct use of third party systems.    Attends department specific in-service training, conferences, 
and webinars as required to enhance personal development.  Thinking Creatively:    Creates original ideas, analyses and 
data interpretations for presentations and reports.    Designs simple electronic spreadsheets for internal departmental 
use to facilitate statistical analysis.    Brainstorms workflow and process improvements with co-workers to enhance 
workplace efficiency. Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to 
collect data and achieve the desired objectives.    Utilizes different types of communication technology with supervisors, 
peers or subordinates to most effectively deliver data analysis.     Communicates with internal customers to obtain 
requested information. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Functional/Technical Competencies    Problem Solving    Technical Learning    
Organizing    Planning    Priority Setting    Process Management    Time Management    Standing Alone    Drive for Results    
Perseverance    Presentation Skills    Written Communications    Customer Focus    Ethics and Values    Listening    Self-
KnowledgeKnowledge:    Clerical    Computer and Electronics    Customer and Personal Service    Economics and 
Accounting    Law and Government    Mathematics    Personnel and Human Resources    Sociology and Anthropology 
Skills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Monitoring    Reading 
Comprehension    Science    Speaking    Writing    Coordination    Persuasion    Social Perceptiveness    Complex Problem 
Solving    Programming    Quality Control Analysis    Trouble Shooting    Time Management Abilities:    Category Flexibility    
Deductive Reasoning    Fluency of Ideas    Inductive Reasoning    Mathematical Reasoning    Number Facility    Oral 
Comprehension    Oral Expression    Originality    Perceptual Speed    Problems Sensitivity    Selective Attention    Time 
Sharing    Speed of Closure    Written Comprehension    Written Expression    Speech Clarity    Auditory Attention    
Speech Recognition    Instructing    Negotiation 
 
Tools and Equipment Used: 
"    Computer    Multi-Function Printer    Telephone    Fax Machine    Copier    Postage Meter    Calculator" 
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4083 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4084 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4085 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4086 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  4087 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4088 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4089 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 



 TN Job Classification Specifications  
September 22, 2020 

software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075943 - STATISTICAL ANALYST 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4090 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to two years of 
full-time professional statistical work. Substitution of Education for Experience: Graduate course work credit received 
from an accredited college or university in any statistical field, including but not limited to applied statistics or 
mathematics; social, behavioral, health, or life science; computer science; any business field, including but not limited to 
accounting or business administration; and/or public administration may substitute for the required experience on a 
year-for-year basis to a maximum of two years (e.g., 36 graduate quarter hours in one of a combination of the above 
listed fields may substitute for one year of the required experience). Substitution of Experience for Education: Qualifying 
experience in professional statistical work may substitute for the required education, on a year-for-year basis, to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in the above listed field may substitute 
for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic lead work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the advanced working-level and/or lead class in 
the Statistical Analyst sub-series. An employee in this class is responsible for leading subordinate statistical analyst staff 
in conducting statistical studies, research, and complex statistical analyses. This class differs from that of Statistical 
Analyst 2 in that an incumbent of the latter functions at the working level. This class differs from that of Statistical 
Analyst 4 in that an incumbent of the latter is responsible for supervising small units of statistical analysts. 
 
Work Activities: 
Coaching and Developing Others:    May coach employees through formal and informal discussions and feedback to 
develop and improve job performance.    May provide guidance and direction to subordinates, including setting 
performance standards and monitoring performance.Analyzing Data or Information:    Designs a study to address a need 
or problem by consulting with stakeholders (i.e., determines variables to be studied and sample size, discusses 
statistically valid data collection methods, sets a time-line for the components of the study, and determines how the 
results of a study will be distributed).    Interprets results of statistical procedures to determine relationships among the 
data as well as implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, 
regression, time-series analysis) on collected data to obtain required information.     Uses computer software (e.g., SAS, 
SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Compares results of 
statistical procedures to previous results to determine changes over time.Processing Information:    Compiles, calculates, 
tabulates codes, categorizes, audits, and verifies the results of a study to arrive at the conclusion.    Writes reports in 
accordance with departmental guidelines and at an appropriate level of audience understanding while ensuring 
narrative is written so that all confidential information of those involved in the study is protected.    Creates charts, 
tables, and other graphical illustrations to demonstrate research findings to state the major conclusions from the study.    
Writes reports to explain studies which have been conducted; finalizes formatted documents for electronic and/or other 
means of distribution.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations.Making Decisions and Solving Problems:    Assists management in decision making by using 
available statistical information to meet agency goals and objectives.Interacting with Computers:    Leads users in 
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software program development t (e.g., SAS, SPSS, Excel, Access etc.) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format; creates overheads and/or graphic 
representations for presentation purposes; provides all materials to appropriate source when study is complete.    
Enters or imports collected statistical data into appropriate database and fields to analyze data.    Creates and maintains 
back-up copies of data for recovery purposes.    Proofreads entered data to verify accuracy and 
completeness.Interpreting the Meaning of Information for Others:    Interprets statistical reports for management in 
response to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand.    Makes 
users aware of the accuracy and limitations of the data and metrics.Getting Information:    Leads staff in identifying 
inferences about a group based upon statistical information to ensure departmental goals and objectives are met.    
Ensures appropriate collection procedures are followed to achieve the required response rate while maintaining 
appropriate quality control.    Develops processes and maintains data collection instruments used to gather information 
on particular criteria to accurately determine population characteristics.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Monitors data collection processes and 
determines the best practices to improve collection results.    Contacts sources to obtain additional information to 
ensure accurate and complete data.    Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Encourages others to participate in surveys required to 
achieve an acceptable response rate.Thinking Creatively:    Designs end user appropriate electronic spreadsheets for 
internal departmental use to facilitate statistical analysis.    Creates original ideas for effectively communicating results 
in presentations and reports.    Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Organizing, Planning and Prioritizing Work:    Manages long term projects to ensure timely completion of 
project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the importance or progress of 
programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Cross 
trains with co-workers in assigned job duties to ensure continuity of operations and improve succession 
planning.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team members to collect data 
and achieve the desired objectives.    Provides guidance and advice to internal customers to direct them on how to 
respond to the survey.    Utilizes different types of communication technology with supervisors, peers or subordinates to 
most effectively deliver data analysis.     Communicates with internal customers to obtain requested 
information.Communicating with Persons Outside the Organization:    Communicates with external customers to collect 
survey data and achieve needed survey response.    Maintains good rapport with outside partners.    Communicates with 
other governmental agencies, businesses, professional organizations, educational institutions, and the general public to 
collect data, collaborate, and provide analysis.    Provides guidance and advice to external customers to direct them on 
how to respond to the survey.    Describes the benefits of data being produced to persuade people to participate in 
surveys or data collection.    Provides excellent customer service to those requesting data to improve service delivery.    
Uses different types of communication technology to most effectively deliver data analysis.Updating and Using Relevant 
Information:    Trains with external customers to ensure correct use of third party systems.    Attends department 
specific in-service training, conferences, and webinars as required to enhance personal development.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Written Communication    Learning on the Fly    Functional/Technical Competency    
Time Management    Presentation Skills    Listening    Ethics and Values    Directing Others    Drive for ResultsKnowledge:    
Intermediate Knowledge of Law and Government    Intermediate Knowledge of Mathematics    Intermediate Knowledge 
of Clerical    Intermediate Knowledge of Computer and ElectronicsSkills:    Active Listening Skills    Critical Thinking Skills    
Reading Comprehension Skills    Speaking Skills    Writing Skills    Complex Problem Solving Skills    Programming Skills    
Troubleshooting Skills    Intermediate Mathematics Skills    Instructing Skills    Management of Personnel Resources Skills    
Time Management SkillsAbilities:    Deductive Reasoning Abilities    Inductive Reasoning Abilities    Mathematical 
Reasoning Abilities    Number Facility Abilities    Written Comprehension Abilities    Information Ordering Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Function Printer    Copier    Scanner    Postage Meter    
Calculator  
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075944 - STATISTICAL ANALYST 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4078 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to three years of 
full-time professional statistical work. Substitution of Education for Experience: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Experience for Education: Graduate course work received from an accredited college or 
university in any statistical field, including but not limited to applied statistics or mathematics; social, behavioral, health, 
or life science; computer science; any business field, including but not limited to accounting or business administration; 
and/or public administration may substitute for the required experience on a year-for-year basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features:  This is the 
first supervisory class in the Statistical Analyst sub-series. An employee in this class is responsible for the supervision of a 
unit involved in the conduct of statistical studies, research, and statistical analysis. This class differs from that of 
Statistical Analyst 3 in that an incumbent of the latter functions at the advanced working or lead level. This class differs 
from that of Statistical Analyst Supervisor in that an incumbent of the latter functions as a section supervisor. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with stakeholders (i.e., 
determines variables to be studied and sample size, discusses statistically valid data collection methods, sets a time-line 
for the components of the study, and determines how the results of a study will be distributed).    Interprets results of 
statistical procedures to determine relationships among the data as well as implications of findings.    Applies statistical 
techniques (e.g., ANOVA, correlation, frequencies, regression, time-series analysis) on collected data to obtain required 
information.    Uses computer software (e.g., SAS, SPSS, Excel, Access, or other specialized software related to area of 
study) to analyze data.    Compares results of statistical procedures to previous results to determine changes over 
time.Processing Information:    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a 
study to arrive at the conclusion.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Creates charts, tables, and other graphical illustrations to demonstrate research findings to 
state the major conclusions from the study.    Writes reports to explain studies which have been conducted; finalizes 
formatted documents for electronic and/or other means of distribution.    Ensures accuracy of reports to check for 
errors and makes sure corrections have been made.Monitor Processes, Materials, or Surroundings:    Monitors work 
flow and data by contacting outside sources to ensure the quality of data meets requirements.    Oversees various 
components tasks needed to complete a project in a timely manner.Resolving Conflicts and Negotiating with Others:    
Handles complaints and misunderstandings to minimize disputes and facilitate performance.Developing Objectives and 
Strategies:    Establishes long-range objectives and specifies the strategies and actions to achieve 
them.Documenting/Recording Information:    Documents and maintains procedural information in written or electronic 



 TN Job Classification Specifications  
September 22, 2020 

form for reference within the program or a manual.Interpreting the meaning of Information for Others:    Interprets 
statistical reports and results for management in response to basic questions.    Utilizes most appropriate metrics for 
describing the problem or issues at hand.    Makes users aware of the accuracy, scope, and limitations of the data and 
metrics.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to determine whether events or processes comply with laws, regulations, or standards.Making Decisions and 
Solving Problems:    Assists management in decision making by using available statistical information to meet 
departmental goals and objectives.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure 
timely completion of project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the 
importance or progress of programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion.    Cross trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.Staffing Organizational Units:    Assists in the recruiting and/or interviewing process to fill staff 
positions as required.Interacting with Computers:    Leads and supervises users in software program development (e.g. 
SAS, SPSS, Excel, Access, etc) to produce needed statistical results.    Utilizes computer software to transfer statistical 
results into a multimedia format; creates overheads and/or graphic representations for presentation purposes; provides 
all materials to appropriate source when study is complete.    Enters or imports collected statistical data into appropriate 
database and fields to analyze data.    Creates and maintains back-up copies of data for recovery purposes.    Proofreads 
entered data to verify accuracy and completeness.Thinking Creatively:    Designs end user appropriate electronic 
spreadsheets, charts, and graphs for internal departmental use to facilitate statistical analysis.    Creates original ideas 
for effectively communicating results in presentations and reports.    Brainstorms workflow and process improvements 
with co-workers to enhance workplace efficiency.Getting Information:    Supervises staff in identifying inferences about 
a group based upon statistical information to ensure departmental goals and objectives are met.    Develops, processes 
and maintains data collection instruments used to gather information on a particular criteria to accurately determine 
population characteristics.    Reviews existing databases to ascertain the accuracy, existence and availability of needed 
data variables or data elements.    Monitors data collection processes and determines the best practices to improve 
collection results.    Contacts sources to obtain additional information to ensure accurate and complete data.    Conducts 
secondary research such as library and internet research for historical information, trend analysis, and to detect or 
assess problems.    Encourages others to participate in surveys required to achieve an acceptable response 
rate.Coaching and Developing Others:    Coaches employees through formal and informal discussions and feedback to 
develop and improve job performance, as needed.    Provides guidance and direction to subordinates, including setting 
performance standards and monitoring performance, as needed.Identifying Objects, Actions, and Events:    Identifies the 
relevant variables, tables, and literature to complete the project.Communicating with Persons Outside Organizations:    
Communicates with external customers to collect survey data and achieve needed survey response.    Communicates 
with other governmental agencies, businesses, professional organizations, educational institutions, and the general 
public to collect data, collaborate, and provide analysis.    Describes the benefits of data being produced to persuade 
people to provide better information.    Provides excellent customer service to those requesting data to improve service 
delivery.    Uses different types of communication technology to most effectively deliver data analysis.Updating and 
Using relevant Knowledge:    Trains with external customers to ensure correct use of third party systems.    Attends 
department specific in-service training, conferences, and webinars as required to enhance personal 
development.Coordinating the Work and Activities of Others:    Coordinates with internal and external business partners 
to accomplish goals and objectives.Training and Teaching Others:    Trains assigned subordinates in the basic workflow 
and processes related to their tasks.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team 
members or subordinates to collect data and achieve the desired objectives.    Provides guidance and advice to internal 
customers to direct them on how to respond to the survey.    Utilizes different types of communication technology with 
supervisors, peers or subordinates to most effectively deliver data analysis.    Communicates with internal customers to 
obtain requested information.    Communicates with supervisors, co-workers, and subordinates using multiple media to 
effectively relay work related information.Developing and Building Teams:    Encourages assigned subordinates to 
pursue career development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Time Management    Written Communication    Presentation Skills    Customer Focus    
Integrity and Trust    ListeningKnowledge:    Computers and Electronics    Customer and Personal Focus    
MathematicsSkills:    Active Listening    Critical Thinking    Mathematics    Writing    Complex Problem Solving    
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Programming    Time ManagementAbilities:    Inductive Reasoning    Mathematical Ordering    Oral expression    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computers    Telephone    Fax Machine    Copier    Multi-Function Printer    Scanner    Calculator    Postage 
Meter    Other Office Related Equipment 
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075944 - STATISTICAL ANALYST 4 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4079 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to three years of 
full-time professional statistical work. Substitution of Education for Experience: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Experience for Education: Graduate course work received from an accredited college or 
university in any statistical field, including but not limited to applied statistics or mathematics; social, behavioral, health, 
or life science; computer science; any business field, including but not limited to accounting or business administration; 
and/or public administration may substitute for the required experience on a year-for-year basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features:  This is the 
first supervisory class in the Statistical Analyst sub-series. An employee in this class is responsible for the supervision of a 
unit involved in the conduct of statistical studies, research, and statistical analysis. This class differs from that of 
Statistical Analyst 3 in that an incumbent of the latter functions at the advanced working or lead level. This class differs 
from that of Statistical Analyst Supervisor in that an incumbent of the latter functions as a section supervisor. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with stakeholders (i.e., 
determines variables to be studied and sample size, discusses statistically valid data collection methods, sets a time-line 
for the components of the study, and determines how the results of a study will be distributed).    Interprets results of 
statistical procedures to determine relationships among the data as well as implications of findings.    Applies statistical 
techniques (e.g., ANOVA, correlation, frequencies, regression, time-series analysis) on collected data to obtain required 
information.    Uses computer software (e.g., SAS, SPSS, Excel, Access, or other specialized software related to area of 
study) to analyze data.    Compares results of statistical procedures to previous results to determine changes over 
time.Processing Information:    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a 
study to arrive at the conclusion.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Creates charts, tables, and other graphical illustrations to demonstrate research findings to 
state the major conclusions from the study.    Writes reports to explain studies which have been conducted; finalizes 
formatted documents for electronic and/or other means of distribution.    Ensures accuracy of reports to check for 
errors and makes sure corrections have been made.Monitor Processes, Materials, or Surroundings:    Monitors work 
flow and data by contacting outside sources to ensure the quality of data meets requirements.    Oversees various 
components tasks needed to complete a project in a timely manner.Resolving Conflicts and Negotiating with Others:    
Handles complaints and misunderstandings to minimize disputes and facilitate performance.Developing Objectives and 
Strategies:    Establishes long-range objectives and specifies the strategies and actions to achieve 
them.Documenting/Recording Information:    Documents and maintains procedural information in written or electronic 
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form for reference within the program or a manual.Interpreting the meaning of Information for Others:    Interprets 
statistical reports and results for management in response to basic questions.    Utilizes most appropriate metrics for 
describing the problem or issues at hand.    Makes users aware of the accuracy, scope, and limitations of the data and 
metrics.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to determine whether events or processes comply with laws, regulations, or standards.Making Decisions and 
Solving Problems:    Assists management in decision making by using available statistical information to meet 
departmental goals and objectives.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure 
timely completion of project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the 
importance or progress of programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion.    Cross trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.Staffing Organizational Units:    Assists in the recruiting and/or interviewing process to fill staff 
positions as required.Interacting with Computers:    Leads and supervises users in software program development (e.g. 
SAS, SPSS, Excel, Access, etc) to produce needed statistical results.    Utilizes computer software to transfer statistical 
results into a multimedia format; creates overheads and/or graphic representations for presentation purposes; provides 
all materials to appropriate source when study is complete.    Enters or imports collected statistical data into appropriate 
database and fields to analyze data.    Creates and maintains back-up copies of data for recovery purposes.    Proofreads 
entered data to verify accuracy and completeness.Thinking Creatively:    Designs end user appropriate electronic 
spreadsheets, charts, and graphs for internal departmental use to facilitate statistical analysis.    Creates original ideas 
for effectively communicating results in presentations and reports.    Brainstorms workflow and process improvements 
with co-workers to enhance workplace efficiency.Getting Information:    Supervises staff in identifying inferences about 
a group based upon statistical information to ensure departmental goals and objectives are met.    Develops, processes 
and maintains data collection instruments used to gather information on a particular criteria to accurately determine 
population characteristics.    Reviews existing databases to ascertain the accuracy, existence and availability of needed 
data variables or data elements.    Monitors data collection processes and determines the best practices to improve 
collection results.    Contacts sources to obtain additional information to ensure accurate and complete data.    Conducts 
secondary research such as library and internet research for historical information, trend analysis, and to detect or 
assess problems.    Encourages others to participate in surveys required to achieve an acceptable response 
rate.Coaching and Developing Others:    Coaches employees through formal and informal discussions and feedback to 
develop and improve job performance, as needed.    Provides guidance and direction to subordinates, including setting 
performance standards and monitoring performance, as needed.Identifying Objects, Actions, and Events:    Identifies the 
relevant variables, tables, and literature to complete the project.Communicating with Persons Outside Organizations:    
Communicates with external customers to collect survey data and achieve needed survey response.    Communicates 
with other governmental agencies, businesses, professional organizations, educational institutions, and the general 
public to collect data, collaborate, and provide analysis.    Describes the benefits of data being produced to persuade 
people to provide better information.    Provides excellent customer service to those requesting data to improve service 
delivery.    Uses different types of communication technology to most effectively deliver data analysis.Updating and 
Using relevant Knowledge:    Trains with external customers to ensure correct use of third party systems.    Attends 
department specific in-service training, conferences, and webinars as required to enhance personal 
development.Coordinating the Work and Activities of Others:    Coordinates with internal and external business partners 
to accomplish goals and objectives.Training and Teaching Others:    Trains assigned subordinates in the basic workflow 
and processes related to their tasks.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team 
members or subordinates to collect data and achieve the desired objectives.    Provides guidance and advice to internal 
customers to direct them on how to respond to the survey.    Utilizes different types of communication technology with 
supervisors, peers or subordinates to most effectively deliver data analysis.    Communicates with internal customers to 
obtain requested information.    Communicates with supervisors, co-workers, and subordinates using multiple media to 
effectively relay work related information.Developing and Building Teams:    Encourages assigned subordinates to 
pursue career development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Time Management    Written Communication    Presentation Skills    Customer Focus    
Integrity and Trust    ListeningKnowledge:    Computers and Electronics    Customer and Personal Focus    
MathematicsSkills:    Active Listening    Critical Thinking    Mathematics    Writing    Complex Problem Solving    
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Programming    Time ManagementAbilities:    Inductive Reasoning    Mathematical Ordering    Oral expression    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computers    Telephone    Fax Machine    Copier    Multi-Function Printer    Scanner    Calculator    Postage 
Meter    Other Office Related Equipment 
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075944 - STATISTICAL ANALYST 4 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4080 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to three years of 
full-time professional statistical work. Substitution of Education for Experience: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Experience for Education: Graduate course work received from an accredited college or 
university in any statistical field, including but not limited to applied statistics or mathematics; social, behavioral, health, 
or life science; computer science; any business field, including but not limited to accounting or business administration; 
and/or public administration may substitute for the required experience on a year-for-year basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic work of considerable difficulty 
and supervisory work of average difficulty; and performs related work as required. Distinguishing Features:  This is the 
first supervisory class in the Statistical Analyst sub-series. An employee in this class is responsible for the supervision of a 
unit involved in the conduct of statistical studies, research, and statistical analysis. This class differs from that of 
Statistical Analyst 3 in that an incumbent of the latter functions at the advanced working or lead level. This class differs 
from that of Statistical Analyst Supervisor in that an incumbent of the latter functions as a section supervisor. 
 
Work Activities: 
Analyzing Data or Information:    Designs a study to address a need or problem by consulting with stakeholders (i.e., 
determines variables to be studied and sample size, discusses statistically valid data collection methods, sets a time-line 
for the components of the study, and determines how the results of a study will be distributed).    Interprets results of 
statistical procedures to determine relationships among the data as well as implications of findings.    Applies statistical 
techniques (e.g., ANOVA, correlation, frequencies, regression, time-series analysis) on collected data to obtain required 
information.    Uses computer software (e.g., SAS, SPSS, Excel, Access, or other specialized software related to area of 
study) to analyze data.    Compares results of statistical procedures to previous results to determine changes over 
time.Processing Information:    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a 
study to arrive at the conclusion.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Creates charts, tables, and other graphical illustrations to demonstrate research findings to 
state the major conclusions from the study.    Writes reports to explain studies which have been conducted; finalizes 
formatted documents for electronic and/or other means of distribution.    Ensures accuracy of reports to check for 
errors and makes sure corrections have been made.Monitor Processes, Materials, or Surroundings:    Monitors work 
flow and data by contacting outside sources to ensure the quality of data meets requirements.    Oversees various 
components tasks needed to complete a project in a timely manner.Resolving Conflicts and Negotiating with Others:    
Handles complaints and misunderstandings to minimize disputes and facilitate performance.Developing Objectives and 
Strategies:    Establishes long-range objectives and specifies the strategies and actions to achieve 
them.Documenting/Recording Information:    Documents and maintains procedural information in written or electronic 



 TN Job Classification Specifications  
September 22, 2020 

form for reference within the program or a manual.Interpreting the meaning of Information for Others:    Interprets 
statistical reports and results for management in response to basic questions.    Utilizes most appropriate metrics for 
describing the problem or issues at hand.    Makes users aware of the accuracy, scope, and limitations of the data and 
metrics.Evaluating Information to Determine Compliance with Standards:    Uses relevant information and individual 
judgment to determine whether events or processes comply with laws, regulations, or standards.Making Decisions and 
Solving Problems:    Assists management in decision making by using available statistical information to meet 
departmental goals and objectives.Organizing, Planning, and Prioritizing Work:    Manages long term projects to ensure 
timely completion of project milestones under the direction of assigned supervisor.    Utilizes metrics to assess the 
importance or progress of programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion.    Cross trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.Staffing Organizational Units:    Assists in the recruiting and/or interviewing process to fill staff 
positions as required.Interacting with Computers:    Leads and supervises users in software program development (e.g. 
SAS, SPSS, Excel, Access, etc) to produce needed statistical results.    Utilizes computer software to transfer statistical 
results into a multimedia format; creates overheads and/or graphic representations for presentation purposes; provides 
all materials to appropriate source when study is complete.    Enters or imports collected statistical data into appropriate 
database and fields to analyze data.    Creates and maintains back-up copies of data for recovery purposes.    Proofreads 
entered data to verify accuracy and completeness.Thinking Creatively:    Designs end user appropriate electronic 
spreadsheets, charts, and graphs for internal departmental use to facilitate statistical analysis.    Creates original ideas 
for effectively communicating results in presentations and reports.    Brainstorms workflow and process improvements 
with co-workers to enhance workplace efficiency.Getting Information:    Supervises staff in identifying inferences about 
a group based upon statistical information to ensure departmental goals and objectives are met.    Develops, processes 
and maintains data collection instruments used to gather information on a particular criteria to accurately determine 
population characteristics.    Reviews existing databases to ascertain the accuracy, existence and availability of needed 
data variables or data elements.    Monitors data collection processes and determines the best practices to improve 
collection results.    Contacts sources to obtain additional information to ensure accurate and complete data.    Conducts 
secondary research such as library and internet research for historical information, trend analysis, and to detect or 
assess problems.    Encourages others to participate in surveys required to achieve an acceptable response 
rate.Coaching and Developing Others:    Coaches employees through formal and informal discussions and feedback to 
develop and improve job performance, as needed.    Provides guidance and direction to subordinates, including setting 
performance standards and monitoring performance, as needed.Identifying Objects, Actions, and Events:    Identifies the 
relevant variables, tables, and literature to complete the project.Communicating with Persons Outside Organizations:    
Communicates with external customers to collect survey data and achieve needed survey response.    Communicates 
with other governmental agencies, businesses, professional organizations, educational institutions, and the general 
public to collect data, collaborate, and provide analysis.    Describes the benefits of data being produced to persuade 
people to provide better information.    Provides excellent customer service to those requesting data to improve service 
delivery.    Uses different types of communication technology to most effectively deliver data analysis.Updating and 
Using relevant Knowledge:    Trains with external customers to ensure correct use of third party systems.    Attends 
department specific in-service training, conferences, and webinars as required to enhance personal 
development.Coordinating the Work and Activities of Others:    Coordinates with internal and external business partners 
to accomplish goals and objectives.Training and Teaching Others:    Trains assigned subordinates in the basic workflow 
and processes related to their tasks.Communicating with Supervisors, Peers, or Subordinates:    Coordinates with team 
members or subordinates to collect data and achieve the desired objectives.    Provides guidance and advice to internal 
customers to direct them on how to respond to the survey.    Utilizes different types of communication technology with 
supervisors, peers or subordinates to most effectively deliver data analysis.    Communicates with internal customers to 
obtain requested information.    Communicates with supervisors, co-workers, and subordinates using multiple media to 
effectively relay work related information.Developing and Building Teams:    Encourages assigned subordinates to 
pursue career development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Time Management    Written Communication    Presentation Skills    Customer Focus    
Integrity and Trust    ListeningKnowledge:    Computers and Electronics    Customer and Personal Focus    
MathematicsSkills:    Active Listening    Critical Thinking    Mathematics    Writing    Complex Problem Solving    
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Programming    Time ManagementAbilities:    Inductive Reasoning    Mathematical Ordering    Oral expression    Written 
Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computers    Telephone    Fax Machine    Copier    Multi-Function Printer    Scanner    Calculator    Postage 
Meter    Other Office Related Equipment 
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075945 - STATISTICAL ANALYST SUPERVISOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4013 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including, at 
least, six quarter hours in statistics, mathematics, and/or computer science and experience equivalent to four years of 
full-time professional statistical work. Substitution of Education for Experience: Qualifying experience in professional 
statistical work may substitute for the required education, on a year-for-year basis, to a maximum of four years (e.g., 
experience equivalent to one year of full-time work in the above listed field may substitute for one year of the required 
education). Substitution of Experience for Education: Graduate course work received from an accredited college or 
university in any statistical field, including but not limited to applied statistics or mathematics; social, behavioral, health, 
or life science; computer science; any business field, including but not limited to accounting or business administration; 
and/or public administration may substitute for the required experience on a year-for-year basis to a maximum of two 
years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Services positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory statistical analytic work of considerable 
difficulty and managerial work of routine difficulty; and performs related work as required. Distinguishing Features:  This 
is the second supervisory level in the Statistical Analyst sub-series. An employee in this class acts as the supervisor of a 
large section of statistical analysts and/or statisticians involved in the conduct of statistical studies, research, and/or 
statistical analysis, as well as other subordinate office staff. This class differs from that of Statistical Analyst 4 in that an 
incumbent of the latter functions as a unit supervisor. This class differs from that of Statistics Assistant Director in that 
an incumbent of the latter assists in directing a large department of statistical staff involved in the conduct of statistical 
studies, research, and statistical analysis. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:    Monitors work flow and data to ensure the quality of data meets 
requirements.    Oversees various components tasks needed to complete a project in a timely manner.    Reviews the 
work of subordinates to provide assistance and guidance on proper order and completion.Guiding, Directing, and 
Motivating Subordinates:    Provide guidance and direction to subordinates including setting performance standards and 
monitoring performance.Analyzing Data or Information:    Designs a study to address a need or problem by consulting 
with stakeholders (i.e., determines variables to be studied and sample size, discusses statistically valid data collection 
methods, sets a time-line for the components of the study, and determines how the results of a study will be 
distributed).    Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Applies statistical techniques (e.g., ANOVA, correlation, frequencies, regression, time-series 
analysis) on collected data to obtain required information.    Uses computer software (e.g., SAS, SPSS, Excel, Access, or 
other specialized software related to area of study) to analyze data.    Compares results of statistical procedures to 
previous results to determine changes over time.Interpreting the Meaning of Information for Others:    Interprets 
statistical reports and results for management in response to basic questions.    Utilizes most appropriate metrics for 
describing the problem or issues at hand.    Makes users aware of the accuracy, scope, and limitations of the data and 
metrics.Resolving Conflicts and Negotiating with Others:    Handles complaints and misunderstandings to minimize 
disputes and facilitate performance.    Maintains a respectful and productive work environment within the assigned 
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work unit to minimize disputes and facilitate performance.Interacting with Computers:    Leads and supervises users in 
software program development (e.g. SAS, SPSS, Excel, Access, etc) to produce needed statistical results.    Utilizes 
computer software to transfer statistical results into a multimedia format and graphic representations for presentation 
purposes; provides all materials to appropriate source when study is complete.    Enters or imports collected statistical 
data into appropriate database and fields to analyze data.    Creates and maintains back-up copies of data for recovery 
purposes.    Proofreads entered data to verify accuracy and completeness.Evaluating Information to Determine 
Compliance with Standards:    Uses relevant information and individual judgment to evaluate policies and determine 
whether events or processes comply with laws, regulations, or standards.Making Decisions and Solving Problems:    
Assists management in decision making by using available statistical information to meet departmental goals and 
objectives.Establishing and Maintaining Interpersonal Relationships:    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team 
operations.Provide Consultation and Advice to Others:    Provides guidance and expert advice to management or others 
groups on technical, systems or process-related topics.Identifying Objects, Actions, and Events:    Identifies the relevant 
variables, tables, and literature to complete the project.    Identifies work priorities to ensure the most important work is 
completed first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, 
regulations, and guidelines.Processing Information:    Writes reports in accordance with departmental guidelines and at 
an appropriate level of audience understanding while ensuring narrative is written so that all confidential information of 
those involved in the study is protected.    Creates charts, tables, and other graphical illustrations to demonstrate 
research findings to state the major conclusions from the study.    Writes reports to explain studies which have been 
conducted; finalizes formatted documents for electronic and/or other means of distribution.    Ensures accuracy of 
reports to check for errors and makes sure corrections have been made.Organizing, Planning, and Prioritizing Work:    
Manages long term projects to ensure timely completion of project milestones.    Utilizes metrics to assess the 
importance or progress of programs, activities or data.    Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion.    Cross trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning.Getting Information:    Supervises staff in identifying inferences about a group based upon statistical 
information to ensure departmental goals and objectives are met.    Develops, processes and maintains data collection 
instruments used to gather information on a particular criteria to accurately determine population characteristics.    
Reviews existing databases to ascertain the accuracy, existence and availability of needed data variables or data 
elements.    Monitors data collection processes and determines the best practices to improve collection results.    
Contacts sources to obtain additional information to ensure accurate and complete data, as needed.    Conducts 
secondary research such as library and internet research for historical information, trend analysis, and to detect or 
assess problems.    Encourages others to participate in surveys required to achieve an acceptable response 
rate.Estimating the Quantifiable Characteristics of Products, events, or Information:    Determines tasks needed and 
estimates time and resources needed to complete a project to submit to higher management for 
determination.Scheduling Work and Activities:    Schedules personal workload and the workloads of assigned 
subordinates to ensure timely processing and account for current workload.Coordinating the Work and Activities of 
Others:    Coordinates with internal and external business partners to accomplish goals and objectives.Training and 
Teaching Others:    Trains assigned subordinates in the basic workflow and processes related to their tasks.    Conducts 
agency specific and specialized training for agency employees to facilitate professional development and the 
accomplishment of the organization’s goals.Coaching and Developing Others:    Coaches employees through formal and 
informal discussions and feedback to develop and improve job performance.    Provides guidance and direction to 
subordinates, including setting performance standards and monitoring performance.Staffing Organizational Units:    
Assists in the recruiting and/or interviewing process to fill staff positions as required.Communicating with Supervisors, 
Peers, or Subordinates:    Coordinates with team members or subordinates to collect data and achieve the desired 
objectives.    Provides guidance and advice to internal customers to direct them on how to respond to the survey.    
Utilizes different types of communication technology with supervisors, peers or subordinates to most effectively deliver 
data analysis.    Communicates with internal customers to obtain requested information.    Communicates with 
supervisors, co-workers, and subordinates using multiple media to effectively relay work related information.    
Communicates with officials at higher levels on situations requiring cooperation and explanation of the services and 
activities of the agency.Judging the Qualities of Things, Services, or People:    Assesses the quality of the work of 
assigned subordinates to inform, advice and guidance related to performance management and development.Thinking 
Creatively:    Designs end user appropriate electronic spreadsheets, charts, and graphs for internal departmental use to 
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facilitate statistical analysis.    Creates original ideas for effectively communicating results in presentations and reports.    
Brainstorms workflow and process improvements with co-workers to enhance workplace 
efficiency.Documenting/Recording Information:    Documents and maintains procedural information in written or 
electronic form for reference within the program or a manual.Developing and Building Teams:    Encourages assigned 
subordinates to pursue career development opportunities as a means of improving team performance.    Identifies 
developmental opportunities appropriate for assigned subordinates to improve team development.Communicating with 
Persons Outside Organizations:    Communicates with external customers to collect survey data and achieve needed 
survey response.    Communicates with other governmental agencies, businesses, professional organizations, 
educational institutions, and the general public to collect data, collaborate, and provide analysis.    Describes the 
benefits of data being produced to persuade people to provide better information.    Provides excellent customer 
service to those requesting data to improve service delivery.    Uses different types of communication technology to 
most effectively deliver data analysis.Developing Objectives and Strategies:    Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance of their role.    Develops 
strategies and objectives for assigned program areas to enhance performance and improve organizational 
efficiency.Updating and Using Relevant Knowledge:    Attends department specific in-service training, conferences, and 
webinars as required to enhance personal development. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Informing    Planning    Time Management    Written 
Communication    Integrity and Trust    ListeningKnowledge:    Computers and Electronics    Mathematics    Social and 
AnthropologySkills:    Active Listening    Critical Thinking    Mathematics    Writing    Complex Problem Solving    
ProgrammingAbilities:    Inductive Reasoning    Oral Expression    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computers    Telephone    Fax Machine    Copier    Multi-Function Printer    Scanner    Calculator    Postage 
Meter    Other office related equipment 
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075946 - STATISTICAL PROGRAMMER SPEC 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4017 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least nine quarter hours of statistics or computer science.Note: A transcript is required for a proper evaluation for this 
class. 
 
Other Requirements: 
Necessary Special Qualifications:  None Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and programming work of 
average difficulty and performs related work as required. Distinguishing Features: This is the working-level class in the 
Statistical Programmer Spec sub-series. An employee in this class is responsible for writing queries to produce statistical 
reports and for learning to write more complex programs. This class differs from that of Statistical Programmer Spec 2 in 
that an incumbent of the latter writes complex computer programs to derive statistical reports. 
 
Work Activities: 
Analyzing Data or Information:    Learns to write programs to generate analyses of data.Interacting With Computers:     
Learns statistical programming to produce descriptive statistics and data analyses.    Utilizes spreadsheet and basic 
database applications to produce descriptive statistics and data analyses.Updating and Using Relevant Knowledge:     
Learns to create and develop programs in various versions of software.Processing Information:     Creates reports to 
tabulate various counts, frequency of distributions, or measures of central tendency and variability to summarize data.    
Creates tables, charts, and graphs to represent outcome produced by data analysis.Evaluating Information to Determine 
Compliance with Standards:     Learns to determine if data is compliant with program standards or relevant agency 
guidelines or laws.Getting Information:    Writes or develops queries or statistical programs to retrieve data.    
Determines relevant data is submitted and performs accuracy checks for data verification.    Reads and understands data 
manuals to determine variables in a data set or database.    Determines requirements from the requestor or project 
owner to provide data analysis or reports.    Researches relevant information from all available and appropriate 
sources.Communicating with Persons Outside Organization:    Communicates with persons or agencies outside the 
organization to ascertain and convey information relevant to the project that is being completed.Interpreting the 
Meaning of Information for Others:    Explains reports or findings that the programmer develops.Judging the Qualities of 
Things, Services, or People:    Evaluates data and information to determine project or program 
success.Documenting/Recording Information:    Learns to document programs for duplication and verification either in 
the program itself or in a separate document.Organizing, Planning, and Prioritizing Work:    Prioritizes work to achieve 
goals as directed.Training and Teaching Others:    Provides basic technical assistance for software usage to co-workers, 
peers and customers.Performing Administrative Activities:    Documents process status of projects to assist in workflow, 
management decisions, grant writing and strategic planning.    Maintains written records of data received and provides 
documentation to customers to document compliance. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Problem Solving    Time Management    PerseveranceKnowledge:    Computers and 
Electronics    Customer and Personal Service    Written Communication    Oral Communication    Visual Communication    
MathematicsSkills:    Critical Thinking    Reading Comprehension    Writing    Programming    Quality Control Analysis    
Troubleshooting    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    
Information Ordering    Written Comprehension    Written Expression 
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Tools and Equipment Used: 
    Personal Computer    Copier    Printer    Telephone 
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075947 - STATISTICAL PROGRAMMER SPEC 2 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4021 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least nine quarter hours of statistics or computer science and experience equivalent to one year full-time professional 
statistical programming or database administration work. Substitution of Graduate Education for Experience: Graduate 
course work credit received from an accredited college or university in statistics or computer science may substitute for 
the required experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one 
or a combination of the above listed fields may substitute for one year of the required experience).Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and programming work of 
considerable difficulty and performs related work as required. Distinguishing Features: This is the advanced-working-
level class in the Statistical Programmer Specialist sub-series. An employee in this class writes complex programs to 
obtain statistical data and reports. This class differs from that of Statistical Programmer Specialist 1 in that an incumbent 
of the latter writes mostly queries and conducts statistical computer programming of less complexity. 
 
Work Activities: 
Analyzing Data or Information:     Writes moderate to complex statistical programs to generate analyses of data, such 
regression analysis, significance testing, confidence intervals, etc.Interacting With Computers:     Performs statistical 
programming to produce descriptive statistics and data analyses.    Utilizes spreadsheet and database applications to 
produce descriptive, predictive, and inferential statistics and data analyses.    Develops and maintains databases, 
program libraries, and report libraries for file storage and tracking.Processing Information:    Compiles and analyzes data 
to provide answers to users' requests or questions and performs descriptive, predictive, and inferential statistical 
analyses.    Creates reports to tabulate various counts and rates, frequency distributions, or measures of central 
tendency and variability to summarize data.    Calculates appropriate sample size for a study or survey.    Creates tables, 
charts, and graphs to represent outcome produced by data analysis.Updating and Using Relevant Knowledge:    Creates 
and develops programs in various versions of statistical database and spreadsheet software.Evaluating Information to 
Determine Compliance with Standards:    Determines if data is compliant with program standards or relevant agency 
guidelines or laws.Documenting/Recording Information:     Document programs for duplication and verification either in 
the program itself or in a separate document.Provide Consultation and Advice to Others:    Provides consultation on 
statistical results to senior staff.Thinking Creatively:    Thinks creatively for developing data table relationships in order 
to link related variables in different data sets.    Forward thinking in interpreting data to find patterns and trends for 
presenting meaningful results or findings.Training and Teaching Others:    Provides technical assistance for software 
usage to co-workers, peers and customers.    Guides other technical users in usage of software and performance of 
techniques.Getting Information:    Writes moderate to complex queries or statistical programs to retrieve data.    
Determines relevant data is submitted and performs accuracy checks for data verification.    Reads and understands data 
manuals to determine variables in a data set or database.    Researches relevant information from all available and 
appropriate sources.    Determines requirements from the requestor or project owner to provide data analysis or 
reports.Interpreting the Meaning of Information for Others:    Explains reports or findings that the programmer 
develops.Judging the Qualities of Things, Services, or People:    Evaluates data and information to determine project or 
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program success/effectiveness.    Evaluates type of software needed to perform job tasks.Monitor Processes, Materials, 
or Surroundings:    Monitors progress of data compilation within data programs for quality, completion and 
compliance.Communicating with Persons Outside Organization:    Communicates with persons or agencies outside the 
organization to ascertain and convey information relevant to the project that is being completed. Scheduling Work and 
Activities:    Coordinates and suggests scheduling of work activities for an assigned project.Staffing Organizational Units:    
Participates in interviewing and selection process for hiring and promoting lower level staff.Performing Administrative 
Activities:    Documents process status of projects to assist in workflow, management decisions, grant writing and 
strategic planning.    Maintains written records of data received and provides documentation to customers to document 
compliance.Communicating with Supervisors, Peers, or Subordinates:    Produces and submits periodic status reports on 
projects to supervisor. Establishing and Maintaining Interpersonal Relationships:    Develops and maintains constructive 
and cooperative working relationships with co-workers, liaisons or partners in other agencies.Making Decisions and 
Solving Problems:    Makes decisions on validity of data or methodology used to analyze data.    Investigates approaches 
to resolve data processing problems to make or determine if data is usable.Organizing, Planning, and Prioritizing Work:    
Prioritizes work to achieve goals as directed.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates time and cost of adhoc requests. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Informing    Time Management    Priority Setting    Timely Decision Making    
Perseverance Knowledge:    Administration and Management    Computers and Electronics    Customer and Personal 
Service    Written Communication    Oral Communication    Visual Communication    MathematicsSkills:    Active Listening    
Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Complex Problem Solving    
Programming    Quality Control Analysis    Troubleshooting    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Mathematical Reasoning    Information Ordering    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Copier    Printer    Telephone 
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075947 - STATISTICAL PROGRAMMER SPEC 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4022 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least nine quarter hours of statistics or computer science and experience equivalent to one year full-time professional 
statistical programming or database administration work. Substitution of Graduate Education for Experience: Graduate 
course work credit received from an accredited college or university in statistics or computer science may substitute for 
the required experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one 
or a combination of the above listed fields may substitute for one year of the required experience).Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and programming work of 
considerable difficulty and performs related work as required. Distinguishing Features: This is the advanced-working-
level class in the Statistical Programmer Specialist sub-series. An employee in this class writes complex programs to 
obtain statistical data and reports. This class differs from that of Statistical Programmer Specialist 1 in that an incumbent 
of the latter writes mostly queries and conducts statistical computer programming of less complexity. 
 
Work Activities: 
Analyzing Data or Information:     Writes moderate to complex statistical programs to generate analyses of data, such 
regression analysis, significance testing, confidence intervals, etc.Interacting With Computers:     Performs statistical 
programming to produce descriptive statistics and data analyses.    Utilizes spreadsheet and database applications to 
produce descriptive, predictive, and inferential statistics and data analyses.    Develops and maintains databases, 
program libraries, and report libraries for file storage and tracking.Processing Information:    Compiles and analyzes data 
to provide answers to users' requests or questions and performs descriptive, predictive, and inferential statistical 
analyses.    Creates reports to tabulate various counts and rates, frequency distributions, or measures of central 
tendency and variability to summarize data.    Calculates appropriate sample size for a study or survey.    Creates tables, 
charts, and graphs to represent outcome produced by data analysis.Updating and Using Relevant Knowledge:    Creates 
and develops programs in various versions of statistical database and spreadsheet software.Evaluating Information to 
Determine Compliance with Standards:    Determines if data is compliant with program standards or relevant agency 
guidelines or laws.Documenting/Recording Information:     Document programs for duplication and verification either in 
the program itself or in a separate document.Provide Consultation and Advice to Others:    Provides consultation on 
statistical results to senior staff.Thinking Creatively:    Thinks creatively for developing data table relationships in order 
to link related variables in different data sets.    Forward thinking in interpreting data to find patterns and trends for 
presenting meaningful results or findings.Training and Teaching Others:    Provides technical assistance for software 
usage to co-workers, peers and customers.    Guides other technical users in usage of software and performance of 
techniques.Getting Information:    Writes moderate to complex queries or statistical programs to retrieve data.    
Determines relevant data is submitted and performs accuracy checks for data verification.    Reads and understands data 
manuals to determine variables in a data set or database.    Researches relevant information from all available and 
appropriate sources.    Determines requirements from the requestor or project owner to provide data analysis or 
reports.Interpreting the Meaning of Information for Others:    Explains reports or findings that the programmer 
develops.Judging the Qualities of Things, Services, or People:    Evaluates data and information to determine project or 
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program success/effectiveness.    Evaluates type of software needed to perform job tasks.Monitor Processes, Materials, 
or Surroundings:    Monitors progress of data compilation within data programs for quality, completion and 
compliance.Communicating with Persons Outside Organization:    Communicates with persons or agencies outside the 
organization to ascertain and convey information relevant to the project that is being completed. Scheduling Work and 
Activities:    Coordinates and suggests scheduling of work activities for an assigned project.Staffing Organizational Units:    
Participates in interviewing and selection process for hiring and promoting lower level staff.Performing Administrative 
Activities:    Documents process status of projects to assist in workflow, management decisions, grant writing and 
strategic planning.    Maintains written records of data received and provides documentation to customers to document 
compliance.Communicating with Supervisors, Peers, or Subordinates:    Produces and submits periodic status reports on 
projects to supervisor. Establishing and Maintaining Interpersonal Relationships:    Develops and maintains constructive 
and cooperative working relationships with co-workers, liaisons or partners in other agencies.Making Decisions and 
Solving Problems:    Makes decisions on validity of data or methodology used to analyze data.    Investigates approaches 
to resolve data processing problems to make or determine if data is usable.Organizing, Planning, and Prioritizing Work:    
Prioritizes work to achieve goals as directed.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates time and cost of adhoc requests. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Informing    Time Management    Priority Setting    Timely Decision Making    
Perseverance Knowledge:    Administration and Management    Computers and Electronics    Customer and Personal 
Service    Written Communication    Oral Communication    Visual Communication    MathematicsSkills:    Active Listening    
Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Complex Problem Solving    
Programming    Quality Control Analysis    Troubleshooting    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Mathematical Reasoning    Information Ordering    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Copier    Printer    Telephone 
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075947 - STATISTICAL PROGRAMMER SPEC 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4023 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree, including at 
least nine quarter hours of statistics or computer science and experience equivalent to one year full-time professional 
statistical programming or database administration work. Substitution of Graduate Education for Experience: Graduate 
course work credit received from an accredited college or university in statistics or computer science may substitute for 
the required experience on a month-for-month basis to a maximum of one year (e.g., 36 graduate quarter hours in one 
or a combination of the above listed fields may substitute for one year of the required experience).Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and programming work of 
considerable difficulty and performs related work as required. Distinguishing Features: This is the advanced-working-
level class in the Statistical Programmer Specialist sub-series. An employee in this class writes complex programs to 
obtain statistical data and reports. This class differs from that of Statistical Programmer Specialist 1 in that an incumbent 
of the latter writes mostly queries and conducts statistical computer programming of less complexity. 
 
Work Activities: 
Analyzing Data or Information:     Writes moderate to complex statistical programs to generate analyses of data, such 
regression analysis, significance testing, confidence intervals, etc.Interacting With Computers:     Performs statistical 
programming to produce descriptive statistics and data analyses.    Utilizes spreadsheet and database applications to 
produce descriptive, predictive, and inferential statistics and data analyses.    Develops and maintains databases, 
program libraries, and report libraries for file storage and tracking.Processing Information:    Compiles and analyzes data 
to provide answers to users' requests or questions and performs descriptive, predictive, and inferential statistical 
analyses.    Creates reports to tabulate various counts and rates, frequency distributions, or measures of central 
tendency and variability to summarize data.    Calculates appropriate sample size for a study or survey.    Creates tables, 
charts, and graphs to represent outcome produced by data analysis.Updating and Using Relevant Knowledge:    Creates 
and develops programs in various versions of statistical database and spreadsheet software.Evaluating Information to 
Determine Compliance with Standards:    Determines if data is compliant with program standards or relevant agency 
guidelines or laws.Documenting/Recording Information:     Document programs for duplication and verification either in 
the program itself or in a separate document.Provide Consultation and Advice to Others:    Provides consultation on 
statistical results to senior staff.Thinking Creatively:    Thinks creatively for developing data table relationships in order 
to link related variables in different data sets.    Forward thinking in interpreting data to find patterns and trends for 
presenting meaningful results or findings.Training and Teaching Others:    Provides technical assistance for software 
usage to co-workers, peers and customers.    Guides other technical users in usage of software and performance of 
techniques.Getting Information:    Writes moderate to complex queries or statistical programs to retrieve data.    
Determines relevant data is submitted and performs accuracy checks for data verification.    Reads and understands data 
manuals to determine variables in a data set or database.    Researches relevant information from all available and 
appropriate sources.    Determines requirements from the requestor or project owner to provide data analysis or 
reports.Interpreting the Meaning of Information for Others:    Explains reports or findings that the programmer 
develops.Judging the Qualities of Things, Services, or People:    Evaluates data and information to determine project or 
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program success/effectiveness.    Evaluates type of software needed to perform job tasks.Monitor Processes, Materials, 
or Surroundings:    Monitors progress of data compilation within data programs for quality, completion and 
compliance.Communicating with Persons Outside Organization:    Communicates with persons or agencies outside the 
organization to ascertain and convey information relevant to the project that is being completed. Scheduling Work and 
Activities:    Coordinates and suggests scheduling of work activities for an assigned project.Staffing Organizational Units:    
Participates in interviewing and selection process for hiring and promoting lower level staff.Performing Administrative 
Activities:    Documents process status of projects to assist in workflow, management decisions, grant writing and 
strategic planning.    Maintains written records of data received and provides documentation to customers to document 
compliance.Communicating with Supervisors, Peers, or Subordinates:    Produces and submits periodic status reports on 
projects to supervisor. Establishing and Maintaining Interpersonal Relationships:    Develops and maintains constructive 
and cooperative working relationships with co-workers, liaisons or partners in other agencies.Making Decisions and 
Solving Problems:    Makes decisions on validity of data or methodology used to analyze data.    Investigates approaches 
to resolve data processing problems to make or determine if data is usable.Organizing, Planning, and Prioritizing Work:    
Prioritizes work to achieve goals as directed.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates time and cost of adhoc requests. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Informing    Time Management    Priority Setting    Timely Decision Making    
Perseverance Knowledge:    Administration and Management    Computers and Electronics    Customer and Personal 
Service    Written Communication    Oral Communication    Visual Communication    MathematicsSkills:    Active Listening    
Critical Thinking    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Complex Problem Solving    
Programming    Quality Control Analysis    Troubleshooting    Time ManagementAbilities:    Deductive Reasoning    
Inductive Reasoning    Mathematical Reasoning    Information Ordering    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Copier    Printer    Telephone 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  4024 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Commission on Children & Youth (31601) 
Edison Template Job Opening ID:  4025 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4026 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  4027 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  4028 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 



 TN Job Classification Specifications  
September 22, 2020 

established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4029 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 



 TN Job Classification Specifications  
September 22, 2020 

established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  4030 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4031 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4032 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4033 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 



 TN Job Classification Specifications  
September 22, 2020 

through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075948 - STATISTICAL RESEARCH SPEC 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4034 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a master's degree in statistics, 
applied statistics, social or behavioral sciences, health sciences, business, business administration, or public policy and 
experience equivalent to two years full-time professional work developing research methodology and/or directing 
statistical research.Substitution of Education for Experience: Additional graduate course work from an accredited 
college or university in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, and/or public policy may substitute for the required experience on a year-for-year basis to a maximum 
of two years (e.g., an additional 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORGraduation from an accredited college or university with a 
bachelor's degree in statistics, applied statistics, social or behavioral sciences, health sciences, business, business 
administration, or public policy and experience equivalent to five years full-time professional work developing research 
methodology and/or directing statistical research.Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional statistical analytic and research work of 
considerable difficulty and performs related work as required. Distinguishing Features: An employee in this class 
performs independent research and statistical analytic studies and may supervise a unit involved in the development of 
new statistical analytic studies and programs. 
 
Work Activities: 
Selling or Influencing Others:     Provides statistical information and research to senior management in support of 
departmental mission (i.e. promoting the benefits of healthy lifestyles to enhance the health status of Tennesseans). 
Evaluating Information to Determine Compliance with Standards:    Use relevant information and individual judgment to 
evaluate policies and determine compliance with laws, regulations, and federal requirements.Analyzing Data or 
Information:     Interprets results of statistical procedures to determine relationships among the data as well as 
implications of findings.    Develops methodology pertinent to research project (i.e., determines variables to be studied 
and sample size, discusses statistically valid data collection methods, sets a time-line for the components of the study, 
and determines how the results of a study will be distributed).    Applies statistical techniques (i.e., ANOVA, correlation, 
frequencies, regression, time-series analysis) on collected data to obtain required information.    Compares results of 
statistical procedures to previous results to determine changes over time.    Uses computer software (i.e., SAS, SPSS, 
Excel, or other specialized software related to area of study) to analyze data.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:     Estimates revenue, cost or program impact for proposed legislation.    Estimates 
time, cost, resources or materials needed to perform a work activity, as required.Monitor Processes, Materials, or 
Surroundings:       Monitors data to detect deviations from trends or expectations.    Monitors program resources and 
budgets to ensure compliance with federal and state requirements.    Monitors work flow and data to ensure the quality 
of data meets requirements.    Monitors and reports on variables that may affect the health status of 
Tennesseans.Processing Information:       Compiles, codes, categorizes, calculates, tabulates, and verifies information or 
data or coordinates the activities.    Writes reports in accordance with departmental guidelines and at an appropriate 
level of audience understanding while ensuring narrative is written so that all confidential information of those involved 
in the study is protected.    Writes reports to explain studies which have been conducted; finalizes formatted documents 
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for electronic and/or other means of distributions.    Reviews reports to check for errors and makes sure corrections 
have been made to ensure accuracy.Making Decisions and Solving Problems:      Interprets statistical/organizational 
model results to determine appropriate policy recommendations.    Assists programs with the identification and 
resolution of problems related to processes or performance.    Meets with supervisor and/or subject matter experts to 
discuss the most efficient and effective approach to conducting a research project.Interpreting the Meaning of 
Information for Others:       Interprets statistical reports and results for management in response to requests for 
information.    Utilizes appropriate metrics for describing the problem or issues and communicates the findings to 
stakeholders.    Makes users aware of the accuracy, scope, limitations, and de-limitations of the data and 
metrics.Getting Information:       Conducts secondary research such as library and internet research for historical 
information, trend analysis, and to detect or assess problems.    Gathers and tracks departmental resources to compile 
datasets to ensure the department meets its goals and objectives.    Reviews existing databases to ascertain the 
accuracy, existence and availability of needed data variables or data elements.    Contacts sources to obtain additional 
information to ensure accurate and complete data, as needed.    Develops and conducts surveys to assess customer 
satisfaction, departmental processes, and program evaluations.Communicating with Persons Outside Organization:        
Communicates with other governmental agencies, businesses, professional organizations, educational institutions, 
heath care facilities, and the general public to collect or provide data, collaborate, and provide analysis.    Plans and 
develops information that is utilized on websites and public postings to inform the public and increase efficiency in 
information delivery.Monitoring and Controlling Resources:     Participates in the preparation, submission and 
administration of program budget.    Participates in grant development, administration and monitoring to ensure 
compliance with grant requirements.    Works with others to monitor and control resources and oversee project 
expenditures.Performing Administrative Activities:        Supervises and participates in the preparation and maintenance 
of a variety of standard records, economic/statistical models, and reports related to assigned program.    Participates in 
grant development and administers grant activities for assigned program.Identifying Objects, Actions, and Events:        
Identifies the relevant data sources, variables, tables, and literature to complete the project.    Identifies work priorities 
to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations and guidelines.Judging the Qualities of Things, Services, or 
People:        Assesses programs to ensure goals and objectives have been met according to requirements.    Assesses 
datasets in order to ensure that data quality standards are met.    Assesses the quality of the work of assigned 
subordinates to support and inform performance management and development.Documenting/Recording Information:       
Develops and submits programmatic reports and documentation to meet state and federal requirements.    Documents 
and maintains procedural information in written or electronic form for reference within the program or a 
manual.Organizing, Planning, and Prioritizing Work:     Utilizes metrics to assess the importance or progress of programs, 
activities or data.    Manages long term projects to ensure timely completion of project milestones.    Cross trains with 
co-workers in assigned job duties to ensure continuity of operations.    Prioritizes daily tasks to meet deadlines and 
facilitate efficient task completion.Provide Consultation and Advice to Others:      Provides guidance on grant 
technicalities to internal customers as requested.Developing Objectives and Strategies:     Develops strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency.    Participates in 
needs assessments, resource allocation and program evaluation, planning and development for the assigned program.    
Generates SMART goals for assigned subordinates.Scheduling Work and Activities:     Schedules routine projects to 
accommodate high priority assignments in order to meet necessary deadlines.    Schedules the work and activities of 
others to accomplish program goals and objectives, as needed.Interacting With Computers:    Enters or imports collected 
statistical data into appropriate database and fields to analyze data.    Utilizes software applications to perform analyses.    
Proofreads entered data to verify accuracy and completeness.    Utilizes computer software to transfer statistical results 
into a multimedia format and graphic representations for presentation purposes.    Creates and maintains back-up 
copies of data for recovery purposes.    Assesses software application packages for potential use with datasets.Staffing 
Organizational Units:     Assists in the recruiting and/or interviewing process to fill staff positions as required.    Makes 
recommendation on human resource actions such as employment, promotion, demotion, transfer, retention and 
increases for exceptional performance, as needed.Thinking Creatively:     Develops and implements end user appropriate 
electronic spreadsheets, charts, and graphs for use to facilitate statistical analysis.    Creates original ideas for effectively 
communicating results in presentations and reports.    Brainstorms process improvements with co-workers to enhance 
efficiency and cost effectiveness.Coordinating the Work and Activities of Others:      Coordinates the work and activities 
of others to accomplish program goals and objectives, as needed.Coaching and Developing Others:     Communicates 
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established guidelines to grant recipient program staff to improve their understanding of project compliance.    Coaches 
employees through formal and informal discussions and feedback to develop and improve job performance.    Mentors 
peers to provide opportunities to improve job specific knowledge and skills.Guiding, Directing, and Motivating 
Subordinates:    Identifies development opportunities appropriate for assigned subordinates to improve work 
performance.    Provides guidance and direction to subordinates including setting performance standards and improving 
performance.Communicating with Supervisors, Peers, or Subordinates     Communicates with officials at higher levels on 
situations requiring cooperation and explanation of the services and activities of the agency.    Provides timely 
information to supervisors, subordinates and co-workers in a clear and accurate manner.    Communicates with 
supervisors, subordinates, and co-workers using multiple media to effectively relay work related 
information.Establishing and Maintaining Interpersonal:     Provides a customer focused work environment to external 
customers to ensure timely and accurate delivery of services.    Maintains professional working relationships with peers, 
with assigned subordinates, and with upper management to ensure smooth and effective team operations.Updating and 
Using Relevant Knowledge:     Attends department specific in-service training, out-service training, conferences, 
webinars; maintains required proficiencies in the field and applies new knowledge to your job.Developing and Building 
Teams:     Develops and participates in team building activities with supervisors, subordinates, and co-workers.    
Encourages team members to pursue development opportunities as a means of improving team performance. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Written Communication    Integrity and Trust    Timely Decision Making    
Perseverance    Business Acumen    Intellectual Horsepower    Problem Solving    Customer Focus    Standing 
AloneKnowledge:    Advanced knowledge of mathematical and statistical principles and applications    Advanced 
knowledge of economic and accounting principles and practices    Advanced knowledge of business, management, and 
education principles involved in strategic planning, resource allocation, human resources, leadership techniques, 
production methods, and coordination of people and resources    Advanced knowledge of communication, 
dissemination techniques and methods for electronic media production, communication, oral, and visual presentations    
Intermediate knowledge of computer hardware and software, including applications and basic programming principles    
Advanced knowledge of laws, legal codes, precedents, government regulations, executive orders, and agency rules    
Advanced knowledge of principles and processes for providing customer services, including customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfactionSkills:    Advanced skill using logic and 
reason to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Advanced 
skill using mathematical and statistical principles and applications to solve problems    Advanced skill in oral or written 
communication to convey complex information effectively    Advanced skill identifying complex problems and reviewing 
related information to develop and evaluate options and implement solutions    Advanced skill in informed listening and 
understanding of points made, questions asked, and resolutions proposed    Intermediate skill reading and 
understanding work related documents containing complex ideas and theories    Intermediate skill utilizing software 
applications for analysis and evaluation    Intermediate skill in basic accounting and business methods to manage 
financial resources    Advanced skill in management of one's own time and the time of others to achieve goals    
Advanced skill in understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate skill in monitoring or assessing individual and organizational performance to make 
improvements or take corrective action    Advanced skill in applying scientific methods and principles to problem solving    
Advanced skill interacting with team members to accomplish the mission of the department    Advanced skill in 
examining relative costs and benefits to make an informed decision    Advance skill in identifying measures or system 
indicators to determine how a system should work, the actions needed to improve/correct performance and how 
changes will affect outcomes    Intermediate skill in motivating, developing, and directing people as they work, in order 
to achieve the desired outcomesAbilities:    Advanced ability to choose the correct mathematical and/or statistical 
methods and formulas to solve problems    Advanced ability to verbally communicate ideas in a thorough and accurate 
manner so that others will understand    Advanced ability to detect and identify problems and potential solutions    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to communicate 
information and ideas in writing so others will understand    Advanced ability to utilize different rules, approaches, and 
methodologies, through inductive and deductive reasoning, in order to identify or detect patterns, generate ideas, and 
produce creative ways to solve problems    Advanced ability to listen and understand information and ideas presented 
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through spoken words and sentences    Advanced ability to quickly make sense of, combine, and organize information 
into meaningful patterns 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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075922 - STATISTICIAN 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7332 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and two years of full-time 
work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any computer 
and/or information systems experience, including, but not limited to systems analysis, systems design, database 
administration, or data base management; or 3) any remaining office work involving data entry and review. Substitution 
of Education for Experience: Qualifying experience in one or a combination of the following: 1) any descriptive or 
inferential statistics experience; 2) any computer and/or information systems experience, including; or) any remaining 
office work involving data entry and review, may substitute for the required education on a year for year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). OREducation equivalent to graduation from a 
standard high school and course work at an accredited college or university including at least one course (4.5 quarter 
hours or 3.0 semester hours) in statistics; and one year of full-time work in one or a combination of the following: 1) any 
descriptive or inferential statistics experience; 2) any computer and/or information systems experience, including; or 3) 
any remaining office work involving data entry and review. Substitution of Experience for Education: Course work credit 
received from an accredited college or university may substitute for the required experience on a month to month basis 
to a maximum of one year (e.g., 45 quarter hours may substitute for one year of the required experience), there being 
no substitution for the specialized statistics course work.OROne year of full-time experience as a Statistician for the 
State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for statistical work of average difficulty in the compilation of 
information for basic statistical studies; and performs related work as required. Distinguishing Features: *This is the 
working level class in the Statistician sub-series. An employee in this class is responsible for obtaining, editing, and 
tabulating data for basic recurring and random reports and specific requests. This class is flexibly staffed with and differs 
from that of Statistician 1 in that an incumbent of the latter functions at the entry level. This class differs from that of 
Statistician 3 in that an incumbent of the latter functions as the lead of a major unit.  
 
Work Activities: 
Interacting With Computers:  Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete. Enters or imports collected statistical data into appropriate database and fields to conduct analysis. 
Formats computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro, etc.) based on 
statistics required and software parameters. Analyzing Data or Information:  Reviews results of statistical analysis to 
ensure accuracy of data; formats results for publication or presentation purposes. Utilizes statistical methods to assess 
the importance or progress of programs, activities or data. Interprets results of statistical procedures to determine 
relationships among the data; compares results of statistical procedures to previous results to determine changes over 
time; interprets implications of findings. Uses computer software (SAS, SPSS, Excel, Access, or other specialized software 
related to area of study) to analyze data. Applies statistical techniques (correlation, frequencies trends, etc.) on 
collected data to obtain required information. Processing Information:  Reviews raw data for completeness, accuracy, 
and validity. Creates charts, tables, and other graphical illustrations to demonstrate research findings to state the major 
conclusions from the study. Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a study 
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to create needed information. Proofreads reports to check for errors and makes corrections based on supervisor 
suggestions and recommendations. Documenting/Recording Information:  Creates and maintains back-up copies of data 
for recovery purposes. Thinking Creatively:  Creates tables or lists of ranges, means, or frequencies for presentations and 
reports. Designs simple electronic spreadsheets for internal departmental use to facilitate statistical analysis. 
Participates with co-workers in brainstorming to enhance workplace efficiency. Getting Information:  Reviews existing 
databases to ascertain the accuracy, existence and availability of needed data variables or data elements. Contacts 
sources to obtain additional information to ensure accurate and complete data. Develops, processes, and maintains 
data collection methods used to gather information on a particular criterion to accurately determine population 
characteristics. Ensures appropriate collection procedures are followed to achieve the required response rate while 
maintaining appropriate quality control. Identifies inferences about a population based upon statistical information to 
ensure departmental goals and objectives are met. Conducts secondary research such as library and internet research 
for historical information, trend analysis, and to detect or assess problems.Identifying Objects, Actions, and Events:  
Locates statistical data by searching records and available databases including printouts, computer databases, and other 
sources to identify relevant data. Answers requests from public or other agencies for health and demographic 
information, operational costs associated with programs, etc. Performing Administrative Activities:  Maintains database 
of internal and external customers in order to exchange monthly/quarterly/annual statistical data. Notifies customers of 
publication availability and cost. Maintains customer documentation file to track status of submissions. Communicating 
with Supervisors, Peers, or Subordinates:  Communicates with internal customers to obtain requested information. 
Utilizes different types of communication technology with supervisors or peers to most effectively deliver data analysis. 
Coordinates with team members to collect data and achieve the desired objectives. Updating and Using Relevant 
Knowledge:  Cross-trains with co-workers in assigned job duties to ensure continuity of operations and improve 
succession planning. Attends training, conferences, and webinars as required to enhance personal development. 
Organizing, Planning, and Prioritizing Work:  Manages long term projects to ensure timely completion of project 
milestones under the direction of assigned supervisor. Prioritizes daily tasks to meet deadlines and facilitate efficient 
task completion. 
 
Competencies (KSA’s): 
Competencies:  Technical Learning Written Communications Integrity and Trust Customer Focus Patience Self-
Knowledge Knowledge:  Basic knowledge of administrative and clerical procedures such as word processing, file 
management, and other office procedures Basic knowledge of arithmetic, algebra, and statistics Basic knowledge of 
computer hardware and software Skills:  Basic active learning skills Performs basic math skills Basic writing skills to 
communicate with customers in relation to information needed to process statistical analysesAbilities:  Basic ability to 
choose the appropriate mathematical method or formula to solve a problem Ability to perform basic math skills for 
problem solving Basic ability to listen and comprehend verbal information and ideas being disseminated Basic ability to 
communicate information and ideas verbally so that others will understand Basic ability to read and comprehend 
written information and ideas being disseminated Basic ability to communicate written information and ideas so that 
others will understand Basic ability to recognize when there is a problem or a potential problem as it relates to statistical 
data 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer  
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075922 - STATISTICIAN 2* 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4060 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and two years of full-time 
work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any computer 
and/or information systems experience, including, but not limited to systems analysis, systems design, database 
administration, or data base management; or 3) any remaining office work involving data entry and review. Substitution 
of Education for Experience: Qualifying experience in one or a combination of the following: 1) any descriptive or 
inferential statistics experience; 2) any computer and/or information systems experience, including; or) any remaining 
office work involving data entry and review, may substitute for the required education on a year for year basis to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). OREducation equivalent to graduation from a 
standard high school and course work at an accredited college or university including at least one course (4.5 quarter 
hours or 3.0 semester hours) in statistics; and one year of full-time work in one or a combination of the following: 1) any 
descriptive or inferential statistics experience; 2) any computer and/or information systems experience, including; or 3) 
any remaining office work involving data entry and review. Substitution of Experience for Education: Course work credit 
received from an accredited college or university may substitute for the required experience on a month to month basis 
to a maximum of one year (e.g., 45 quarter hours may substitute for one year of the required experience), there being 
no substitution for the specialized statistics course work.OROne year of full-time experience as a Statistician for the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for statistical work of average difficulty in the compilation of 
information for basic statistical studies; and performs related work as required. Distinguishing Features: ,This is the 
working level class in the Statistician sub-series. An employee in this class is responsible for obtaining, editing, and 
tabulating data for basic recurring and random reports and specific requests. This class is flexibly staffed with and differs 
from that of Statistician 1 in that an incumbent of the latter functions at the entry level. This class differs from that of 
Statistician 3 in that an incumbent of the latter functions as the lead of a major unit. 
 
Work Activities: 
Interacting With Computers:    Utilizes computer software to transfer statistical results into a multimedia format; creates 
overheads and/or graphic representations for presentation purposes; provides all materials to appropriate source when 
study is complete.    Enters or imports collected statistical data into appropriate database and fields to conduct analysis.    
Formats computer software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro, etc.) based on 
statistics required and software parameters. Analyzing Data or Information:    Reviews results of statistical analysis to 
ensure accuracy of data; formats results for publication or presentation purposes.    Utilizes statistical methods to assess 
the importance or progress of programs, activities or data.    Interprets results of statistical procedures to determine 
relationships among the data; compares results of statistical procedures to previous results to determine changes over 
time; interprets implications of findings.    Uses computer software (SAS, SPSS, Excel, Access, or other specialized 
software related to area of study) to analyze data.    Applies statistical techniques (correlation, frequencies trends, etc.) 
on collected data to obtain required information. Processing Information:    Reviews raw data for completeness, 
accuracy, and validity.    Creates charts, tables, and other graphical illustrations to demonstrate research findings to 
state the major conclusions from the study.    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the 
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results of a study to create needed information.    Proofreads reports to check for errors and makes corrections based 
on supervisor suggestions and recommendations. Documenting/Recording Information:    Creates and maintains back-
up copies of data for recovery purposes. Thinking Creatively:    Creates tables or lists of ranges, means, or frequencies 
for presentations and reports.    Designs simple electronic spreadsheets for internal departmental use to facilitate 
statistical analysis.    Participates with co-workers in brainstorming to enhance workplace efficiency. Getting 
Information:    Reviews existing databases to ascertain the accuracy, existence and availability of needed data variables 
or data elements.    Contacts sources to obtain additional information to ensure accurate and complete data.    
Develops, processes, and maintains data collection methods used to gather information on a particular criterion to 
accurately determine population characteristics.    Ensures appropriate collection procedures are followed to achieve 
the required response rate while maintaining appropriate quality control.    Identifies inferences about a population 
based upon statistical information to ensure departmental goals and objectives are met.    Conducts secondary research 
such as library and internet research for historical information, trend analysis, and to detect or assess 
problems.Identifying Objects, Actions, and Events:    Locates statistical data by searching records and available databases 
including printouts, computer databases, and other sources to identify relevant data.    Answers requests from public or 
other agencies for health and demographic information, operational costs associated with programs, etc. Performing 
Administrative Activities:    Maintains database of internal and external customers in order to exchange 
monthly/quarterly/annual statistical data.    Notifies customers of publication availability and cost.    Maintains customer 
documentation file to track status of submissions. Communicating with Supervisors, Peers, or Subordinates:    
Communicates with internal customers to obtain requested information.    Utilizes different types of communication 
technology with supervisors or peers to most effectively deliver data analysis.    Coordinates with team members to 
collect data and achieve the desired objectives. Updating and Using Relevant Knowledge:    Cross-trains with co-workers 
in assigned job duties to ensure continuity of operations and improve succession planning.    Attends training, 
conferences, and webinars as required to enhance personal development. Organizing, Planning, and Prioritizing Work:    
Manages long term projects to ensure timely completion of project milestones under the direction of assigned 
supervisor.    Prioritizes daily tasks to meet deadlines and facilitate efficient task completion. 
 
Competencies (KSA’s): 
Competencies:    Technical Learning    Written Communications    Integrity and Trust    Customer Focus    Patience    Self-
Knowledge Knowledge:    Basic knowledge of administrative and clerical procedures such as word processing, file 
management, and other office procedures    Basic knowledge of arithmetic, algebra, and statistics    Basic knowledge of 
computer hardware and software Skills:    Basic active learning skills    Performs basic math skills    Basic writing skills to 
communicate with customers in relation to information needed to process statistical analysesAbilities:    Basic ability to 
choose the appropriate mathematical method or formula to solve a problem    Ability to perform basic math skills for 
problem solving    Basic ability to listen and comprehend verbal information and ideas being disseminated    Basic ability 
to communicate information and ideas verbally so that others will understand    Basic ability to read and comprehend 
written information and ideas being disseminated    Basic ability to communicate written information and ideas so that 
others will understand    Basic ability to recognize when there is a problem or a potential problem as it relates to 
statistical data 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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075923 - STATISTICIAN 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4063 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and three years of full-time 
work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any computer 
and/or information systems experience, including, but not limited to systems analysis, systems design, database 
administration, or data base management; or 3) any remaining office work involving data entry and review. Substitution 
of Education for Experience: Course work credit received from an accredited college or university may substitute for the 
required experience on a month to month basis to a maximum of one year (e.g., 45 quarter hours may substitute for 
one year of the required experience), there being no substitution for the specialized statistics course work.ORTwo years 
of full-time experience as a Statistician for the State of Tennessee. Substitution of Experience for Education: Qualifying 
experience in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any 
computer and/or information systems experience; or 3) any remaining office work involving data entry and review, may 
substitute for the required education on a year for year basis to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).OREducation equivalent to graduation from a standard high school and course work at an accredited college 
or university including at least one course (4.5 quarter hours or 3.0 semester hours) in statistics; and two years of full-
time work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any 
computer and/or information systems experience; or 3) any remaining office work involving data entry and review. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory statistical work of average difficulty in the 
compilation of information for basic statistical studies; and performs related work as required. Distinguishing Features: 
This is the lead level class in the Statistician sub-series. An employee in this class is responsible for leading individuals 
involved in compiling information for basic statistical studies. This class differs from that of Statistician 2 in that an 
incumbent of the latter functions at the working level. 
 
Work Activities: 
Interacting With Computers:    Writes software setup function to view specific data elements.    Utilizes computer 
software to transfer statistical results into a multimedia format; creates overheads and/or graphic representations for 
presentation purposes; provides all materials to appropriate source when study is complete.    Formats computer 
software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro, etc.) based on statistics required and 
software parameters.    Writes reports to explain studies which have been conducted, finalizing formatted documents 
for electronic and/or other means of distribution.    Tests new computer statistical programs for usability.    Writes 
reports in accordance with departmental guidelines and at an appropriate level of audience understanding, ensuring 
that narrative is written so that all confidential information of those involved in the study is protected.    Enters or 
imports collected statistical data into appropriate database and fields to conduct analysis. Analyzing Data or 
Information:    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes statistical methods to assess the importance or progress of programs, activities or data.    
Interprets results of statistical procedures to determine relationships among the data; compares results of statistical 
procedures to previous results to determine changes over time; interprets implications of findings.    Uses computer 
software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Applies 
statistical techniques (correlation, frequencies trends, etc.) on collected data to obtain required information. Evaluating 
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Information to Determine Compliance with Standards:    Collects and disseminates data in accordance with State Law 
and Departmental Rules and Regulations.    Ensures that all HIPAA and other confidentiality guidelines are followed in 
the handling of all public health or any other sensitive information.    Reviews data submissions to ensure that data 
collection guidelines are met. Processing Information:    Reviews raw data for completeness, accuracy, and validity.    
Creates charts, tables, and other graphical illustrations to demonstrate research findings to state the major conclusions 
from the study.    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a study to create 
needed information.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations. Documenting/Recording Information:    Creates and maintains back-up copies of data for 
recovery purposes.    Coordinates the storage and accuracy of department information databases for disaster recovery. 
Communicating with Persons Outside Organization:    Communicates with external customers to collect data and 
achieve required response.    Communicates with other governmental agencies, businesses, professional organizations, 
educational institutions, health care facilities, and the general public to collect data, collaborate, and provide analysis.    
Uses different types of communication technology to more effectively deliver data analysis. Scheduling Work and 
Activities:    Leads individuals involved in collecting, editing, coding, and compiling data to ensure correctness and 
integrity of the data.    Assists subordinate staff in querying, entering, and running simple statistical programs on data.    
Sets goals and time frames in order to meet deadlines. Thinking Creatively:    Designs complex electronic spreadsheets 
for internal departmental use to facilitate statistical analysis.    Creates complex tables or lists of ranges, means, or 
frequencies for presentations and reports.    Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency. Identifying Objects, Actions, and Events:    Recommends changes to computer database 
programs that may improve the processes for collecting, storing, and retrieving data.    Confers with systems analysts to 
develop new or modify existing computer programs to obtain data from different sources.    Locates statistical data by 
searching records and available databases including printouts, computer databases, and other sources to identify 
relevant data.    Answers requests from public or other agencies for health and demographic information, operational 
costs associated with programs, etc. Interpreting the Meaning of Information for Others:    Makes user aware of the 
accuracy and limitations of the data and metrics.    Interprets statistical reports for non-statistical personnel in response 
to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand. Getting Information:    
Reviews existing databases to ascertain the accuracy, existence and availability of needed data variables or data 
elements.    Administers data instruments to selected statistical sample to collect desired information.    Contacts 
sources to obtain additional information to ensure accurate and complete data.    Monitors data collection process and 
determines best way to improve collection.    Develops, processes, and maintains data collection methods used to 
gather information on a particular criterion to accurately determine population characteristics.    Ensures appropriate 
collection procedures are followed to achieve the required response rate while maintaining appropriate quality control.    
Identifies inferences about a population based upon statistical information to ensure departmental goals and objectives 
are met.    Conducts secondary research such as library and internet research for historical information, trend analysis, 
and to detect or assess problems. Performing Administrative Activities:    Maintains database of internal and external 
customers in order to exchange monthly/quarterly/annual statistical data.    Notifies customers of publication 
availability and cost.    Maintains customer documentation file to track status of submissions. Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with internal customers to obtain requested information.    
Coordinates with team members to collect data and achieve the desired objectives.    Utilizes different types of 
communication technology with supervisors, peers, or subordinates to most effectively deliver data analysis.Updating 
and Using Relevant Knowledge:    Trains with external customers to ensure correct use of third party systems.    Meets 
with customers to identify desired information needed to conduct statistical analyses.    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Attends training, conferences, 
and webinars as required to enhance personal development. Organizing, Planning, and Prioritizing Work:    Manages 
long term projects to ensure timely completion of project milestones under the direction of assigned supervisor.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.  
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional and Technical Competency    Written Communications    Integrity and Trust    
Customer Focus    Interpersonal Savvy    Listening    Self-DevelopmentKnowledge:    Intermediate knowledge of 
administrative and clerical procedures such as word processing, file management, and other office procedures    
Intermediate knowledge of principles and procedures for providing customer services in order to satisfactorily meet 
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customer needs    Intermediate knowledge of arithmetic, algebra, and statistics    Intermediate knowledge of computer 
hardware and software Skills:    Intermediate active learning skills    Intermediate skills to listen, understand, and ask 
questions as appropriate    Intermediate skill to use logic and reasoning to help identify solutions conclusions, or 
approaches to problems    Intermediate skill to monitor/assess the performance and take corrective action of self and 
others    Intermediate skill to effectively convey information verbally to others    Performs Intermediate math skills    
Intermediate writing skills to communicate with customers in relation to information needed to process statistical 
analyses    Intermediate skills to identify problems, review related information, evaluate options, and implement 
solutions Abilities:    Intermediate ability to arrange and organize data in accordance to the specific set of rules to 
achieve a desired result    Intermediate ability to choose the appropriate mathematical method or formula to solve a 
problem    Ability to perform Intermediate math skills for problem solving    Intermediate ability to listen and 
comprehend verbal information and ideas being disseminated    Intermediate ability to read and comprehend written 
information and ideas being disseminated    Intermediate ability to communicate written information and ideas so that 
others will understand    Intermediate ability to recognize when there is a problem or a potential problem as it relates to 
statistical data 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075923 - STATISTICIAN 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  4064 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and three years of full-time 
work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any computer 
and/or information systems experience, including, but not limited to systems analysis, systems design, database 
administration, or data base management; or 3) any remaining office work involving data entry and review. Substitution 
of Education for Experience: Course work credit received from an accredited college or university may substitute for the 
required experience on a month to month basis to a maximum of one year (e.g., 45 quarter hours may substitute for 
one year of the required experience), there being no substitution for the specialized statistics course work.ORTwo years 
of full-time experience as a Statistician for the State of Tennessee. Substitution of Experience for Education: Qualifying 
experience in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any 
computer and/or information systems experience; or 3) any remaining office work involving data entry and review, may 
substitute for the required education on a year for year basis to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education).OREducation equivalent to graduation from a standard high school and course work at an accredited college 
or university including at least one course (4.5 quarter hours or 3.0 semester hours) in statistics; and two years of full-
time work in one or a combination of the following: 1) any descriptive or inferential statistics experience; 2) any 
computer and/or information systems experience; or 3) any remaining office work involving data entry and review. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory statistical work of average difficulty in the 
compilation of information for basic statistical studies; and performs related work as required. Distinguishing Features: 
This is the lead level class in the Statistician sub-series. An employee in this class is responsible for leading individuals 
involved in compiling information for basic statistical studies. This class differs from that of Statistician 2 in that an 
incumbent of the latter functions at the working level. 
 
Work Activities: 
Interacting With Computers:    Writes software setup function to view specific data elements.    Utilizes computer 
software to transfer statistical results into a multimedia format; creates overheads and/or graphic representations for 
presentation purposes; provides all materials to appropriate source when study is complete.    Formats computer 
software and data fields using programs (Excel, Access, SPSS, SAS, and FoxPro, etc.) based on statistics required and 
software parameters.    Writes reports to explain studies which have been conducted, finalizing formatted documents 
for electronic and/or other means of distribution.    Tests new computer statistical programs for usability.    Writes 
reports in accordance with departmental guidelines and at an appropriate level of audience understanding, ensuring 
that narrative is written so that all confidential information of those involved in the study is protected.    Enters or 
imports collected statistical data into appropriate database and fields to conduct analysis. Analyzing Data or 
Information:    Reviews results of statistical analysis to ensure accuracy of data; formats results for publication or 
presentation purposes.    Utilizes statistical methods to assess the importance or progress of programs, activities or data.    
Interprets results of statistical procedures to determine relationships among the data; compares results of statistical 
procedures to previous results to determine changes over time; interprets implications of findings.    Uses computer 
software (SAS, SPSS, Excel, Access, or other specialized software related to area of study) to analyze data.    Applies 
statistical techniques (correlation, frequencies trends, etc.) on collected data to obtain required information. Evaluating 
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Information to Determine Compliance with Standards:    Collects and disseminates data in accordance with State Law 
and Departmental Rules and Regulations.    Ensures that all HIPAA and other confidentiality guidelines are followed in 
the handling of all public health or any other sensitive information.    Reviews data submissions to ensure that data 
collection guidelines are met. Processing Information:    Reviews raw data for completeness, accuracy, and validity.    
Creates charts, tables, and other graphical illustrations to demonstrate research findings to state the major conclusions 
from the study.    Compiles, calculates, tabulates, codes, categorizes, audits, and verifies the results of a study to create 
needed information.    Proofreads reports to check for errors and makes corrections based on supervisor suggestions 
and recommendations. Documenting/Recording Information:    Creates and maintains back-up copies of data for 
recovery purposes.    Coordinates the storage and accuracy of department information databases for disaster recovery. 
Communicating with Persons Outside Organization:    Communicates with external customers to collect data and 
achieve required response.    Communicates with other governmental agencies, businesses, professional organizations, 
educational institutions, health care facilities, and the general public to collect data, collaborate, and provide analysis.    
Uses different types of communication technology to more effectively deliver data analysis. Scheduling Work and 
Activities:    Leads individuals involved in collecting, editing, coding, and compiling data to ensure correctness and 
integrity of the data.    Assists subordinate staff in querying, entering, and running simple statistical programs on data.    
Sets goals and time frames in order to meet deadlines. Thinking Creatively:    Designs complex electronic spreadsheets 
for internal departmental use to facilitate statistical analysis.    Creates complex tables or lists of ranges, means, or 
frequencies for presentations and reports.    Brainstorms workflow and process improvements with co-workers to 
enhance workplace efficiency. Identifying Objects, Actions, and Events:    Recommends changes to computer database 
programs that may improve the processes for collecting, storing, and retrieving data.    Confers with systems analysts to 
develop new or modify existing computer programs to obtain data from different sources.    Locates statistical data by 
searching records and available databases including printouts, computer databases, and other sources to identify 
relevant data.    Answers requests from public or other agencies for health and demographic information, operational 
costs associated with programs, etc. Interpreting the Meaning of Information for Others:    Makes user aware of the 
accuracy and limitations of the data and metrics.    Interprets statistical reports for non-statistical personnel in response 
to basic questions.    Utilizes most appropriate metrics for describing the problem or issues at hand. Getting Information:    
Reviews existing databases to ascertain the accuracy, existence and availability of needed data variables or data 
elements.    Administers data instruments to selected statistical sample to collect desired information.    Contacts 
sources to obtain additional information to ensure accurate and complete data.    Monitors data collection process and 
determines best way to improve collection.    Develops, processes, and maintains data collection methods used to 
gather information on a particular criterion to accurately determine population characteristics.    Ensures appropriate 
collection procedures are followed to achieve the required response rate while maintaining appropriate quality control.    
Identifies inferences about a population based upon statistical information to ensure departmental goals and objectives 
are met.    Conducts secondary research such as library and internet research for historical information, trend analysis, 
and to detect or assess problems. Performing Administrative Activities:    Maintains database of internal and external 
customers in order to exchange monthly/quarterly/annual statistical data.    Notifies customers of publication 
availability and cost.    Maintains customer documentation file to track status of submissions. Communicating with 
Supervisors, Peers, or Subordinates:    Communicates with internal customers to obtain requested information.    
Coordinates with team members to collect data and achieve the desired objectives.    Utilizes different types of 
communication technology with supervisors, peers, or subordinates to most effectively deliver data analysis.Updating 
and Using Relevant Knowledge:    Trains with external customers to ensure correct use of third party systems.    Meets 
with customers to identify desired information needed to conduct statistical analyses.    Cross-trains with co-workers in 
assigned job duties to ensure continuity of operations and improve succession planning.    Attends training, conferences, 
and webinars as required to enhance personal development. Organizing, Planning, and Prioritizing Work:    Manages 
long term projects to ensure timely completion of project milestones under the direction of assigned supervisor.    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.  
 
Competencies (KSA’s): 
Competencies:    Creativity    Functional and Technical Competency    Written Communications    Integrity and Trust    
Customer Focus    Interpersonal Savvy    Listening    Self-DevelopmentKnowledge:    Intermediate knowledge of 
administrative and clerical procedures such as word processing, file management, and other office procedures    
Intermediate knowledge of principles and procedures for providing customer services in order to satisfactorily meet 
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customer needs    Intermediate knowledge of arithmetic, algebra, and statistics    Intermediate knowledge of computer 
hardware and software Skills:    Intermediate active learning skills    Intermediate skills to listen, understand, and ask 
questions as appropriate    Intermediate skill to use logic and reasoning to help identify solutions conclusions, or 
approaches to problems    Intermediate skill to monitor/assess the performance and take corrective action of self and 
others    Intermediate skill to effectively convey information verbally to others    Performs Intermediate math skills    
Intermediate writing skills to communicate with customers in relation to information needed to process statistical 
analyses    Intermediate skills to identify problems, review related information, evaluate options, and implement 
solutions Abilities:    Intermediate ability to arrange and organize data in accordance to the specific set of rules to 
achieve a desired result    Intermediate ability to choose the appropriate mathematical method or formula to solve a 
problem    Ability to perform Intermediate math skills for problem solving    Intermediate ability to listen and 
comprehend verbal information and ideas being disseminated    Intermediate ability to read and comprehend written 
information and ideas being disseminated    Intermediate ability to communicate written information and ideas so that 
others will understand    Intermediate ability to recognize when there is a problem or a potential problem as it relates to 
statistical data 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    Printer 
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075965 - STATISTICS DIRECTOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4057 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007841 - STOREKEEPER 1 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2789 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2790 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2791 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2792 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2793 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2794 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007841 - STOREKEEPER 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2795 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of storekeeping work.Substitution of Experience for Education: Qualifying experience in storekeeping may 
be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of average difficulty and supervisory work of 
routine difficulty, being responsible for the receipt, storage, inventorying and disbursal of commodities at a moderate-
sized storehouse; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for the operation of a storehouse of moderate-size, or with a great variety of stock items, or a section of a 
large storehouse, or may act as assistant to a storekeeper of higher level. Positions in this class usually have some 
responsibility for directing the work of a small number of employees of clerical, laboring, or warehousing nature. This 
class differs from that of Stores Clerk in that an incumbent of the latter usually takes direction from a Storekeeper 1 and 
has lesser responsibility regarding volume of storage area or quantity of commodities. This class differs from that of a 
Storekeeper 2 in that an incumbent of the latter usually supervises Storekeepers 1, and has charge of larger 
storehouses, storehouses of greater commodity variety, and greater commodity value. 
 
Work Activities: 
Getting Information:    Reviews delivery documents to identify the location for the delivery of the order placed.    
Reviews pick plan to identify product type & quantity and location of product in the warehouse.     Reviews product 
catalog to verify proper quantity and product description.Inspecting Equipment, Structures, or Materials:    Performs 
safety checks on applicable vehicles (e.g., forklifts, delivery vehicles).    Compares purchase order records to shipments 
received on stock and equipment to ensure product accuracy (e.g., correct product specifications).    Inspects incoming 
equipment and stock to document and record any damage that occurred during shipment.Operating Vehicles, 
Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet jacks, cherry 
pickers) to assist in moving and transporting heavy products, inventory, and picked orders throughout the warehouse.    
Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.    Operates scanning 
devices to reserve products for customer orders.    Operates and/or utilizes a variety of electronic devices including 
calculators, copy machines, postage scales and carts to accurately fill and prepare customer orders.Monitor Processes, 
Materials, or Surroundings:    Observes expiration dates or suggested use by dates on stock to ensure out of date items 
are not processed in customer orders.    Monitors temperature reading on freezers to ensure proper temperature is 
maintained.    Monitors accuracy of paperwork related to ordering, receiving, storing, and disbursing products in order 
to maintain precise inventory reports.    Observes products and materials housed and shelved in the warehouse to 
identify damaged goods that need to be removed from inventory.Performing General Physical Activities:    Walks varying 
distances repetitively throughout warehouse to fill customer orders, shelve stock that has been received, and conduct 
inventories.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles 
and furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of products from 
one destination to another within the warehouse.    Climbs various types of ladders to retrieve or stock products from 
high elevations.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of 
all products housed in the warehouse.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
(written and verbal) errors in shipping/receiving manifest and products to supervisor.    Communicates (written and 
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verbal) delivery and receiving information to staff to ensure delivery process is carried out without issues.Performing 
Administrative Activities:    Maintains daily activity logs on all orders pulled and packed.    Processes, logs, and files 
shipping and delivery related documents.    Generates inventory related reports (e.g., daily operating report, transaction 
register, shipping report, current inventory value report) in order to maintain and account for inventory levels.    
Compiles and maintains records on damaged or expired products that are removed from inventory.Interacting with 
Computers:    Enters delivery information into shipping software programs for FedX, UPS, and USPS to process and 
generate shipping labels for customer orders.    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders, and track inventory.Communicating with Persons Outside the Organization:    Collects 
information regarding customer complaints or delivery issues in order to resolve problems or pass on to supervisor for a 
resolution.    Interacts and communicates (written and verbal) daily with customers and vendors inside and outside state 
government to ensure accuracy of orders and to confirm delivery availability.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to be cooperative and maintain professional working 
relationships. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Time Management    Action-Oriented    Perseverance    Approachability    Boss 
Relationships    Desire for Results    Priority Setting    Integrity & Trust    ListeningKnowledge:    Knowledge of simple 
mathematic calculations.    Knowledge of clerical procedures such as word processing, filing, and other office procedures 
and terminology.Skills:    Active Listening    Speaking    Reading Comprehension    Writing    Time ManagementAbilities:    
Auditory Attention    Written Comprehension    Depth Perception    Number Facility    Oral Expression    Static Strength    
Speech Clarity    Dynamic Strength    Peripheral Vision    Dynamic Flexibility    Far Vision    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, Van) 
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007842 - STOREKEEPER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2750 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
007842 - STOREKEEPER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2751 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 
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007842 - STOREKEEPER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2752 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 
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007842 - STOREKEEPER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2753 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 
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007842 - STOREKEEPER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2754 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 
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007842 - STOREKEEPER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2755 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of storekeeping work. Substitution of Experience for Education: Qualifying experience in storekeeping may be 
substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of considerable difficulty and supervisory 
work of routine difficulty, being responsible for storekeeping operations at a large storehouse; and performs related 
work as required. Distinguishing Features: An employee in this class is responsible for the operation of a major 
storehouse with a wide variety and volume of commodities. This class differs from that of a Storekeeper 1 in that an 
incumbent of the latter has lesser overall storekeeping responsibilities and often reports to an incumbent of this class. 
 
Work Activities: 
Getting Information:    Verifies order accuracy prior to shipment by comparing shipping documents to actual items 
pulled for the order.    Contacts customer to collect the necessary information to determine the correct delivery 
destination in the case of delivery errors.     Retrieves contract and vendor information from the Edison procurement 
portal in order to place orders for restocking.    Reviews re-order reports to identify low count data for product re-
ordering.Inspecting Equipment, Structures, or Materials:    Reviews the purchase order to ensure accuracy of products 
received.    Inspects incoming equipment/stock to ensure no damage has occurred during shipping.    Inspects 
equipment in order to make recommendations for repairs, replacement or purchase of needed equipment.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates various equipment (e.g., forklifts, manual and electric pallet 
jacks, cherry pickers) to assist in moving and transporting heavy products, inventory and picked orders throughout the 
warehouse.    Operates scanning devices to reserve products for customer orders.    Operates and/or utilizes a variety of 
electronic devices including calculators, copy machines, postage scales and carts to accurately fill and prepare customer 
orders.    Operates a motor vehicle (e.g., trucks and vans) in order to distribute deliverable customer orders.Scheduling 
the Work and Activities:    Distributes daily work assignments to designated staff based on the number of work orders 
and priorities for the day.Monitor Processes, Materials, or Surroundings:    Conducts periodic inventory checks to 
maintain accuracy of inventory.    Monitors all hazmat items to detect spills, leakages, chemical reactions and other 
potential dangers to ensure all local state and federal regulations are met.    Reviews temperature log to ensure the 
temperatures are logged as policy requires.    Conducts spot checks to ensure staff are properly rotating perishable 
goods on the “first in, first out” method.    Conducts inventory on hazardous materials to create accountability 
reports.Performing General Physical Activities:    Climbs various types of ladders to retrieve or stock products at high 
levels.    Stoops and lifts to load and unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and 
furniture) to and from pallets, delivery vehicles, and warehouse locations.    Carries heavy boxes of inventory products 
from one destination to another within the warehouse/commissary.    Walks varying distances repetitively to complete 
filling orders.Processing Information:    Participates in physical inventory counts to maintain accurate stock records of all 
products housed in the warehouse/commissary.Communicating with Supervisors, Peers, or Subordinates:    
Communicates (written and verbal) delivery and receiving information to staff to ensure delivery process is carried out 
smoothly.    Communicates (written and verbal) errors in shipping/receiving manifest and products to 
supervisor.Performing Administrative Activities:    Enters performance evaluation documentation according to state 
policies and procedures.    Generates inventory related reports (e.g., daily operating report, transaction register, 
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shipping report, current inventory value report).    Processes, logs and files shipping and delivery related documents.    
Maintains daily activity logs on all orders pulled and packed.    Enters and approves employees' leave and 
attendance.Interacting with Computers:    Enters data into Excel spreadsheets to compile information to generate 
reports, process orders and track inventory.    Enters delivery information into shipping software programs for FedX, UPS 
and USPS to process and generate shipping labels for customer orders.    Enters product information to place orders for 
replenishing commissary goods.Communicating with Persons Outside the Organization:    Interacts and communicates 
(written and verbal) daily with customers, vendors inside and outside state government to ensure accuracy of orders 
and to confirm delivery availability.    Responds directly to customers in order to resolve any dissatisfaction.    Collects or 
gathers information regarding customer complaints or delivery issues.Establishing and Maintaining Interpersonal 
Relationships:    Provides excellent customer service in order to maintain professional working relationships.Resolving 
Conflicts and Negotiating With Others:    Investigates complaints by customers regarding quantity or quality of stock 
received.Coaching and Developing Others:    Conducts performance evaluations for all assigned staff.    Provides 
guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide continued 
warehouse coverage.    Identifies developmental needs for assigned staff in order to improve their knowledge and 
skills.Staffing Organizational Units:    Identifies candidates to be interviewed for vacant positions.    Conducts interviews 
for potential employees.    Makes recommendation on personnel actions that may regard promotion, demotion, 
retention and related. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Functional/Technical Competency    Managing Diversity    Customer Focus    
Written Communications    Motivating Others    Listening    Organizing    Ethics and Values    Priority SettingKnowledge:    
Knowledge of principles and processes for providing customer service    Knowledge of simple mathematic calculations    
Knowledge of relevant equipment, policies and procedures to promote effective security and safety operations    
Knowledge of clerical procedures such as word processing, filing, and other office procedures and terminologySkills:    
Active Listening    Active Learning    Speaking    Reading Comprehension    Writing    Instructing    Time Management    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Number 
Facility    Dynamic Flexibility    Peripheral Vision    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer    Forklift    Hand-held Scanner    Motor Vehicle (Box Truck, Van) 
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007840 - STORES CLERK 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2784 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying experience in stores or warehousing may be substituted for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for stores clerical and related work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the entry class in the stores sub series. This class 
differs from lower level laboring and warehousing classes found in stores and warehouses in that those classes 
emphasize manual labor to a greater extent and have lesser responsibility for operation of storehouses. Lower level 
clerical class incumbents may also aspire to this class through assisting in routine stores clerical, or in procurement 
operations. This class differs from that of Storekeeper 1 in that an incumbent of the latter has responsibility for a 
moderate-sized storehouse with substantial square footage, or a substantial number of stock items, or assists a 
storekeeper in his responsibilities, or is responsible for the specialty area of receiving, inventory and shipping in a 
moderate-sized to largest of storehouses. 
 
Work Activities: 
1. Operates a relatively small storehouse such as for a smaller department or divisional operating unit as may be found 
in smaller parks, laboratories, small institutions, small military sites, and family planning, maternal health, and other 
units.2. Operates a storehouse which is a small sub-inventory of a main warehouse such as may deal with clothing, 
furniture, and property.3. Assists a storekeeper in the receipt, disbursal, shipping, ordering and inventory of a moderate-
sized sub-inventory storehouse such as may be found in large hospital maintenance units.4. Assists storekeepers in 
charge of major units of a main inventory storehouse in their specialty area; or in a main inventory storehouse may be 
responsible for receiving and/or inventory.5. Receives goods from vendors and checks items for proper condition, 
quantity and description; records and checks against purchase orders, shipping orders, or other documents.6. Unpacks, 
sorts, and stores items in appropriate storage areas in a safe manner; posts and records; conducts routine inventories; 
may ship materials.7. Takes inventory of storehouse and maintains running inventory of commodities; makes up orders 
for replacement commodities; prepares periodic reports of activities and other matters as required.8. Operates and/or 
utilizes a variety of business and other machines and appliances including: calculator, typewriter (to a limited degree), 
copy machines, telephone, franking machine, postage scales, and carts; occasionally uses pallet jacks, fork lifts, floor 
jacks, trucks, and vans.9. May direct the work of lower level storehouse workers as assigned; in correctional facilities, 
may direct inmates assigned to assist in activities. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007840 - STORES CLERK 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2785 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying experience in stores or warehousing may be substituted for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for stores clerical and related work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the entry class in the stores sub series. This class 
differs from lower level laboring and warehousing classes found in stores and warehouses in that those classes 
emphasize manual labor to a greater extent and have lesser responsibility for operation of storehouses. Lower level 
clerical class incumbents may also aspire to this class through assisting in routine stores clerical, or in procurement 
operations. This class differs from that of Storekeeper 1 in that an incumbent of the latter has responsibility for a 
moderate-sized storehouse with substantial square footage, or a substantial number of stock items, or assists a 
storekeeper in his responsibilities, or is responsible for the specialty area of receiving, inventory and shipping in a 
moderate-sized to largest of storehouses. 
 
Work Activities: 
1. Operates a relatively small storehouse such as for a smaller department or divisional operating unit as may be found 
in smaller parks, laboratories, small institutions, small military sites, and family planning, maternal health, and other 
units.2. Operates a storehouse which is a small sub-inventory of a main warehouse such as may deal with clothing, 
furniture, and property.3. Assists a storekeeper in the receipt, disbursal, shipping, ordering and inventory of a moderate-
sized sub-inventory storehouse such as may be found in large hospital maintenance units.4. Assists storekeepers in 
charge of major units of a main inventory storehouse in their specialty area; or in a main inventory storehouse may be 
responsible for receiving and/or inventory.5. Receives goods from vendors and checks items for proper condition, 
quantity and description; records and checks against purchase orders, shipping orders, or other documents.6. Unpacks, 
sorts, and stores items in appropriate storage areas in a safe manner; posts and records; conducts routine inventories; 
may ship materials.7. Takes inventory of storehouse and maintains running inventory of commodities; makes up orders 
for replacement commodities; prepares periodic reports of activities and other matters as required.8. Operates and/or 
utilizes a variety of business and other machines and appliances including: calculator, typewriter (to a limited degree), 
copy machines, telephone, franking machine, postage scales, and carts; occasionally uses pallet jacks, fork lifts, floor 
jacks, trucks, and vans.9. May direct the work of lower level storehouse workers as assigned; in correctional facilities, 
may direct inmates assigned to assist in activities. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007840 - STORES CLERK 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2786 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying experience in stores or warehousing may be substituted for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for stores clerical and related work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the entry class in the stores sub series. This class 
differs from lower level laboring and warehousing classes found in stores and warehouses in that those classes 
emphasize manual labor to a greater extent and have lesser responsibility for operation of storehouses. Lower level 
clerical class incumbents may also aspire to this class through assisting in routine stores clerical, or in procurement 
operations. This class differs from that of Storekeeper 1 in that an incumbent of the latter has responsibility for a 
moderate-sized storehouse with substantial square footage, or a substantial number of stock items, or assists a 
storekeeper in his responsibilities, or is responsible for the specialty area of receiving, inventory and shipping in a 
moderate-sized to largest of storehouses. 
 
Work Activities: 
1. Operates a relatively small storehouse such as for a smaller department or divisional operating unit as may be found 
in smaller parks, laboratories, small institutions, small military sites, and family planning, maternal health, and other 
units.2. Operates a storehouse which is a small sub-inventory of a main warehouse such as may deal with clothing, 
furniture, and property.3. Assists a storekeeper in the receipt, disbursal, shipping, ordering and inventory of a moderate-
sized sub-inventory storehouse such as may be found in large hospital maintenance units.4. Assists storekeepers in 
charge of major units of a main inventory storehouse in their specialty area; or in a main inventory storehouse may be 
responsible for receiving and/or inventory.5. Receives goods from vendors and checks items for proper condition, 
quantity and description; records and checks against purchase orders, shipping orders, or other documents.6. Unpacks, 
sorts, and stores items in appropriate storage areas in a safe manner; posts and records; conducts routine inventories; 
may ship materials.7. Takes inventory of storehouse and maintains running inventory of commodities; makes up orders 
for replacement commodities; prepares periodic reports of activities and other matters as required.8. Operates and/or 
utilizes a variety of business and other machines and appliances including: calculator, typewriter (to a limited degree), 
copy machines, telephone, franking machine, postage scales, and carts; occasionally uses pallet jacks, fork lifts, floor 
jacks, trucks, and vans.9. May direct the work of lower level storehouse workers as assigned; in correctional facilities, 
may direct inmates assigned to assist in activities. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007840 - STORES CLERK 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2787 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying experience in stores or warehousing may be substituted for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for stores clerical and related work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the entry class in the stores sub series. This class 
differs from lower level laboring and warehousing classes found in stores and warehouses in that those classes 
emphasize manual labor to a greater extent and have lesser responsibility for operation of storehouses. Lower level 
clerical class incumbents may also aspire to this class through assisting in routine stores clerical, or in procurement 
operations. This class differs from that of Storekeeper 1 in that an incumbent of the latter has responsibility for a 
moderate-sized storehouse with substantial square footage, or a substantial number of stock items, or assists a 
storekeeper in his responsibilities, or is responsible for the specialty area of receiving, inventory and shipping in a 
moderate-sized to largest of storehouses. 
 
Work Activities: 
1. Operates a relatively small storehouse such as for a smaller department or divisional operating unit as may be found 
in smaller parks, laboratories, small institutions, small military sites, and family planning, maternal health, and other 
units.2. Operates a storehouse which is a small sub-inventory of a main warehouse such as may deal with clothing, 
furniture, and property.3. Assists a storekeeper in the receipt, disbursal, shipping, ordering and inventory of a moderate-
sized sub-inventory storehouse such as may be found in large hospital maintenance units.4. Assists storekeepers in 
charge of major units of a main inventory storehouse in their specialty area; or in a main inventory storehouse may be 
responsible for receiving and/or inventory.5. Receives goods from vendors and checks items for proper condition, 
quantity and description; records and checks against purchase orders, shipping orders, or other documents.6. Unpacks, 
sorts, and stores items in appropriate storage areas in a safe manner; posts and records; conducts routine inventories; 
may ship materials.7. Takes inventory of storehouse and maintains running inventory of commodities; makes up orders 
for replacement commodities; prepares periodic reports of activities and other matters as required.8. Operates and/or 
utilizes a variety of business and other machines and appliances including: calculator, typewriter (to a limited degree), 
copy machines, telephone, franking machine, postage scales, and carts; occasionally uses pallet jacks, fork lifts, floor 
jacks, trucks, and vans.9. May direct the work of lower level storehouse workers as assigned; in correctional facilities, 
may direct inmates assigned to assist in activities. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007840 - STORES CLERK 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  2788 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: Qualifying experience in stores or warehousing may be substituted for the required education on a year-
for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for stores clerical and related work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the entry class in the stores sub series. This class 
differs from lower level laboring and warehousing classes found in stores and warehouses in that those classes 
emphasize manual labor to a greater extent and have lesser responsibility for operation of storehouses. Lower level 
clerical class incumbents may also aspire to this class through assisting in routine stores clerical, or in procurement 
operations. This class differs from that of Storekeeper 1 in that an incumbent of the latter has responsibility for a 
moderate-sized storehouse with substantial square footage, or a substantial number of stock items, or assists a 
storekeeper in his responsibilities, or is responsible for the specialty area of receiving, inventory and shipping in a 
moderate-sized to largest of storehouses. 
 
Work Activities: 
1. Operates a relatively small storehouse such as for a smaller department or divisional operating unit as may be found 
in smaller parks, laboratories, small institutions, small military sites, and family planning, maternal health, and other 
units.2. Operates a storehouse which is a small sub-inventory of a main warehouse such as may deal with clothing, 
furniture, and property.3. Assists a storekeeper in the receipt, disbursal, shipping, ordering and inventory of a moderate-
sized sub-inventory storehouse such as may be found in large hospital maintenance units.4. Assists storekeepers in 
charge of major units of a main inventory storehouse in their specialty area; or in a main inventory storehouse may be 
responsible for receiving and/or inventory.5. Receives goods from vendors and checks items for proper condition, 
quantity and description; records and checks against purchase orders, shipping orders, or other documents.6. Unpacks, 
sorts, and stores items in appropriate storage areas in a safe manner; posts and records; conducts routine inventories; 
may ship materials.7. Takes inventory of storehouse and maintains running inventory of commodities; makes up orders 
for replacement commodities; prepares periodic reports of activities and other matters as required.8. Operates and/or 
utilizes a variety of business and other machines and appliances including: calculator, typewriter (to a limited degree), 
copy machines, telephone, franking machine, postage scales, and carts; occasionally uses pallet jacks, fork lifts, floor 
jacks, trucks, and vans.9. May direct the work of lower level storehouse workers as assigned; in correctional facilities, 
may direct inmates assigned to assist in activities. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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007843 - STORES MANAGER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  2756 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 
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boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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007843 - STORES MANAGER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2757 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 



 TN Job Classification Specifications  
September 22, 2020 

boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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007843 - STORES MANAGER 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2758 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 
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boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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007843 - STORES MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  2759 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 
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boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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007843 - STORES MANAGER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2760 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 
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boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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007843 - STORES MANAGER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2761 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years full-time storekeeping experience. Substitution of Experience for Education: Qualifying storekeeping 
experience may be substituted for the required education on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license is required for some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for storekeeping work of unusual difficulty and supervisory work of 
average difficulty being responsible for the largest and most complex of storekeeping and warehousing operations; and 
performs related work as required. Distinguishing Features:  This is the highest storekeeping class in state service. An 
employee in this class operates stores and warehousing operations with unusually large square footage and variety of 
commodities. The class differs from that of Storekeeper 2 in that an incumbent of the latter operates a store or 
warehouse of lesser magnitude or reports to an incumbent of this class. 
 
Work Activities: 
Establishing and Maintaining Interpersonal Relationships:    Provides excellent customer service in order to maintain 
professional working relationships.Coaching and Developing Others:    Conducts performance evaluations for all 
assigned staff.    Identifies developmental needs for assigned staff in order to improve their knowledge and skills.    
Provides guidance and direction to assigned staff for daily activities.    Cross trains staff as necessary to provide 
continued warehouse coverage.Staffing Organizational Units:    Makes recommendation on personnel actions regarding 
hiring, promoting, demoting and other related matters.    Identifies candidates to be interviewed for vacant positions.    
Conducts interviews for potential employees.Processing Information:    Conducts cost analysis for the warehouse 
regarding inventory.Scheduling Work and Activities:    Schedules and monitors physical inventory counts to ensure 
accurate stock and records are maintained.    Plans, develops, or implements warehouse safety and security policies.    
Distributes daily work assignments to assigned staff based on the number of work orders and priorities for the 
day.Resolving Conflicts and Negotiating with Others:    Investigates complaints by customers regarding quantity or 
quality of stock received.Monitoring Processes, Materials, or Surroundings:    Conducts blind counts and compares with 
computer counts to verify periodic checks are conducted.    Conducts spot checks to ensure staff members are properly 
rotating perishable goods (FIFO).    Conducts inventory on all hazmat items to ensure all items are accounted for and 
accurate to inventory control records.    Reviews temperature log to ensure the temperatures are logged as policy 
requires.Communicating with Supervisors, Peers, or Subordinates:    Issues shipping instructions and provide routing 
information to ensure that delivery times and locations are coordinated.    Communicates daily work assignments during 
morning briefing.Communicating with Persons Outside Organization:    Responds directly to customers in order to 
resolve any dissatisfaction.    Collects or gathers information regarding customer complaints or delivery issues.    
Interacts and communicates (written and verbal) daily with customers, vendors inside and outside state government to 
ensure accuracy of orders and to confirm delivery availability.Interacting with Computers:    Verifies product information 
through the vendor database in order to ensure adequate stock levels are maintained.    Enters cost, expenditures, 
overage and damaged product data into Excel spreadsheets to compile information to generate reports, process orders 
and track inventory.    Enters delivery information into shipping software programs for FedX, UPS and USPS to process 
and generate shipping labels for customer orders.Performing General Physical Activities:    Stoops and lifts to load and 
unload equipment or cases of stock (e.g., paper, canned goods, juice bottles and furniture) to pallets and delivery 
vehicles.    Walks repetitively distances pulling products & stock from warehouse shelves to fill orders.    Carries heavy 
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boxes of inventory products & stock from one destination to another within the warehouse/commissary.    Climbs 
various types of ladders to retrieve or stock products at high levels.Getting Information:    Retrieves contract and vendor 
information (e.g. pricing, contract duration, approved vendors) from the Edison procurement portal in order to place 
orders for restocking.    Generates re-order reports to identify low count data for product re-ordering.    Verifies order 
accuracy prior to shipment by comparing shipping documents to actual items pulled for the order.    Contacts customer 
to collect the necessary information to determine the correct delivery destination in the case of delivery errors.    
Reviews order forms for product information on specialized orders (i.e., inmate orders, control items) in order to pull, 
pack and distribute.Inspecting Equipment, Structures, or Materials:    Inspects equipment when necessary in order to 
make recommendations for repairs, replacement, or purchase of needed equipment.    Reviews the purchase orders 
prior to placing the order with the vendor to ensure accuracy of products ordered.    Examines incoming equipment and 
stock to ensure no damage has occurred during shipping.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Time Management    Priority Setting    Customer Focus    Listening    
Motivating Others    Directing Others    Planning    Developing Direct Reports    Ethics and ValuesKnowledge:    
Knowledge clerical and office procedures for word processing, filing, and other office procedures and terminology    
Knowledge of customer service principles    Knowledge of intermediate mathematics (e.g., dividing, multiplying, and 
adding fractions)Skills:    Active Learning    Active Listening    Reading Comprehension    Speaking    Writing    Instructing    
NegotiationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    Dynamic 
Flexibility    Speech Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Forklift    Hand-Held Scanner    Motor Vehicle (Box Truck, 
Van) Printer 
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075329 - STRATEGIC DEVELOPMENT DIR 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3494 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075329 - STRATEGIC DEVELOPMENT DIR 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3495 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075329 - STRATEGIC DEVELOPMENT DIR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3496 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079451 - STREAM COMPLIANCE PARALEGAL 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  4444 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075591 - STS DIRECTOR 1 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3950 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075592 - STS DIRECTOR 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3951 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075599 - STS DIRECTOR 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3954 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027152 - SUPREME COURT JUSTICE 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1296 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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045730 - SURVEILLANCE OFFICER 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1923 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from an accredited college or university with an 
associate's degree in criminal justice, counseling, psychology, sociology, paralegal studies, or other related acceptable 
field. Substitution of Experience for Education: Experience in corrections, probation/parole, social services, law 
enforcement, private security, investigative, or other closely related work experience may substitute for the required 
education on a year for year basis to a maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least eighteen (18) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or any domestic assault convictions or have been discharged under any other 
than honorable conditions from any branch of the United States armed forces; Pass a physical examination administered 
by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential 
functions of the position; Pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Submit to 
and pass a pre-employment screening test for use of illegal drugs; Possess a valid motor vehicle operator's license at the 
time of appointment; Upon appointment, successfully complete all additional prescribed course of instruction at the 
Tennessee Correction Academy and any and all on-line training. Examination Method: Education and Experience, 100%, 
for Preferred Service positions.  
 
Job Overview: 
Summary:  Under general direction, is responsible for professional probation and parole surveillance work of average 
difficulty; and performs related work as required. Distinguishing Features:  An employee in this class performs 
surveillance, monitoring, and supervision of offenders transitioning into the community.  Work involves developing 
transitional accountability and offender responsibility plans; monitoring and investigating offenders' activities in home, 
work, school, or other settings in the community; interacting with offenders, family members, correctional staff, law 
enforcement, community members, and others to promote fluid supervision of offenders, increase public safety, and 
reduce recidivism; and other related tasks as assigned.  
 
Work Activities: 
Performing General Physical Activities:  Uses baton, pepper spray, handcuffs, and/or physical force as needed in the 
event of a critical incident. Monitor Processes, Materials, or Surroundings:  Responds to offender GPS alerts by 
processing notifications according to protocol (e.g., contacts offenders by telephone, mobilizes response team, or other 
appropriate response action). Monitors offenders' activities by visiting the home, work, school, or other settings in the 
community and by utilizing collateral contacts and other monitoring techniques to ensure public safety and compliance 
with standards and rules of supervision set forth by policy/procedure. Administers drug and alcohol tests, including 
random drug screens, to check for compliance with rules of supervision. Making Decisions and Solving Problems:  
Recommends remedial action in response to noncompliant behavior. Reviews/analyzes compiled offender information 
in order to determine appropriate steps for rehabilitation. Thinking Creatively:  Develops offender responsibility plan 
(ORP) to set offender goals (e.g., maintain employment, stay in school, maintained sobriety, or other set goals) and 
establish appropriate sanctions for offender non-compliance. Establishing and Maintaining Interpersonal Relationships:  
Acts as liaison between institutional staff, community supervision, law enforcement, and other agencies to promote 
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fluid supervision of offenders, increase public safety, and reduce recidivism. Interacts in a positive manner with 
offenders and their family members, community members, and others to foster/maintain harmonious relationships and 
to assist offenders with re-entry into the community. Judging the Qualities of Things, Services, or People:  Assesses 
offender recidivism risk based on criminal history, substance abuse issues, employment, transportation, available 
housing support, and/or other pertinent information. Assesses the availability of service providers to deliver appropriate 
services to offenders. Getting Information:  Compiles all preliminary information relevant to offender's background, 
supervision history, and compliance with rules/standards in response to credible allegations of non-compliance. 
Interviews individuals who may have information pertinent to an investigation of credible allegations of offender non-
compliance. Interviews offenders, employers, and others in the field as part of pre-release investigations and as 
necessary to evaluate offenders' compliance with rules of supervision and rehabilitation plans. Gathers information 
prior to offenders' release into the community (e.g., visits place of residence and/or work site, travels bus route to work 
site) to identify any potential deterrents for offender or potential risks to public safety. Updating and Using Relevant 
Knowledge:  Reads/reviews state and agency policies and procedures (e.g., Acceptable-Use Policy for computers, 
Workplace Harassment, and other work-related policies) to ensure adherence/compliance in the performance of job 
duties. Attends and participates in all required in-service and pre-service training to acquire new knowledge and/or skills 
relevant to job responsibilities. Developing Objectives and Strategies:  Develops a transitional accountability plan 
informing offenders of the requirements of conditional release, such as office visits, restitution payments, or 
educational and employment stipulations. Assisting and Caring for Others:  Talks with offenders to encourage good 
decision-making, pro-social behaviors, and independent living (e.g., encourages residents to participate in GED and/or 
job skills classes, assists with budget preparation, discourages extravagant purchases). Coordinates clinical assessments 
for offenders and arranges for medical, mental health, substance abuse treatment services, and/or other accessible 
programs/services according to individual needs. Documenting/Recording Information:  Writes reports describing 
offenders' progress including identifying offenders' status and updating personal and employer information. Prepares 
and maintains contact notes on offenders within case file folder, as well as in required data bases and records in 
accordance with policies and procedures. Maintains appropriate documentation of interactions with community 
partners, institutional staff, employers, or any other persons having contact with the offender. Documents and records 
personal working time and travel. Scheduling Work and Activities:  Coordinates offender activities such as public service 
work, orientation, classes, in-take processing, and drug screens. Interpreting the Meaning of Information for Others:  
Clearly defines/explains offender responsibility plan and requirements of conditional release (e.g., office visits, 
restitution payments, or educational and employment stipulations) to ensure the offender understands what is 
expected. Communicating with Persons Outside Organization:  Exchanges offender-related information with law 
enforcement officers, district attorneys, other state agencies, and other states. Represents the department in a variety 
of formal and informal contacts. Identifying Objects, Actions, and Events:  Identifies and verifies offenders' location and 
movement between local, state, federal facilities, and/ or supervising field offices. Communicating with Supervisors, 
Peers, or Subordinates:  Communicates with staff, supervisors, and other agencies concerning events, activities, and 
policies related to offenders to promote effective completion of work tasks. Communicates effectively in written form, 
by email, by phone, prison radio system, or in person to relay or exchange information. Inspecting Equipment, 
Structures, or Material:  Inspects personal safety equipment (e.g., vest, baton, handcuffs, pepper spray) to ensure 
proper condition and functioning. Inspects office and specialty equipment, such as a GPS and supplies, to ensure 
adequate supply of functional equipment. Resolving Conflicts and Negotiating with Others:  Handles offender 
complaints and grievances in accordance with policies and procedures to facilitate a resolution or other appropriate 
action.    Interacting With Computers:  Uses computer systems and productivity tools/applications in accordance with 
the State Acceptable Use Policy to complete required work (e.g., email communications, maintenance of offenders' files, 
or other work tasks). Coaching and Developing Others:  Mentors and coaches other staff to assist them in acquiring job-
specific knowledge and developing and enhancing their skill level. Provide Consultation and Advice to Others:  Makes 
improvement suggestions to management based on research, analysis, and/or first-hand observations of trends, 
problems, or other information gathered relevant to agency operations and services. Operating Vehicles, Mechanized 
Devices, or Equipment:  Uses state vehicle or personal vehicle to perform work-related travel. 
 
Competencies (KSA’s): 
Competencies:  Integrity and trust Ethics and values Decision quality Action oriented Managing diversity Informing 
Composure Customer focused Planning Patience Knowledge:  Basic knowledge of relevant equipment, policies, 
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procedures, and strategies to promote effective local, state and prison security operations for the protection of people, 
data, and property Intermediate knowledge of administrative and clerical procedures and systems such as office 
productivity software, managing files and records, and other office procedures and terminology Basic knowledge of 
human behavior and performance; individual differences in ability, personality, and interests; and learning and 
motivation Basic knowledge of group behavior and dynamics, societal trends and influences, ethnicity, and cultures 
Skills:  Intermediate skill understanding written sentences and paragraphs in work-related documents Intermediate skill 
in creating clear, convincing and organized written information Basic skill in establishing effective relationships with 
team members and participating in problem solving and decision-making as a team Intermediate skill in talking to others 
to convey information effectively Basic skill in performing routine inspections on security related equipment (e.g., 
handcuffs, baton, protective vests, pepper spray) to ensure they are functioning properly Intermediate skill in managing 
one's own time to complete assigned work tasks effectively and timely Intermediate skill in using logic and reasoning to 
identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems Intermediate skill 
in adjusting actions in relation to others' actions Intermediate skill in persuading others to change their minds or 
behavior Basic skill in actively looking for ways to empower offenders to obtain needed tools and services for 
reintegration into the community Intermediate skill in modifying one's own behavior and work activities in response to 
new information, changing conditions, or unexpected obstacles Intermediate skill in giving full attention to what other 
people are saying, taking time to understand the points being made, asking questions as appropriate, and not 
interrupting at inappropriate times Basic skill in grasping the essence of new information, mastering new technical and 
business knowledge, recognizing own strengths and weaknesses, and pursuing self-development Basic skill in 
monitoring/assessing behaviors of other individuals to make improvements or take corrective action Abilities:  
Intermediate ability to communicate information and ideas in writing so others will understand Ability to bend, stretch, 
twist, or reach with body, arms, and/or legs Ability to coordinate the movement of arms, legs, and torso together when 
the whole body is in motion Intermediate ability to communicate information and ideas in speaking so others will 
understand Intermediate ability to read and understand information and ideas presented in writing Ability to see objects 
or movement of objects to one's side when the eyes are looking ahead Ability to speak clearly so others can understand 
Ability to identify and understand the speech of another person Intermediate ability to listen to and understand 
information and ideas presented through spoken words and sentences Ability to see details at close range (within a few 
feet) Ability to tell the direction from which a sound originated Basic ability to remember information such as words, 
numbers, pictures, and procedures Basic ability to tell when something is wrong or is likely to go wrong (does not 
involve solving the problem, only recognizing there is a problem) Basic ability to apply general rules to specific problems 
to produce answers that make sense 
 
Tools and Equipment Used: 
 Computer, printers, copiers, and other office equipment GPS monitoring equipment Two-way radio, cell phone, and 
other communication equipment Handcuffs, pepper spray, protective vest, baton, and other security-related equipment 
Drug and alcohol testing equipment 
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076127 - SYSTEMS ADMINISTRATOR-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5210 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience in the configuration, maintenance and replacement of enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An Information 
Technology Associate's degree may be substituted for the required Bachelor's degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, performs enterprise systems technical support work of considerable difficulty. 
Distinguishing Features: An employee in this class functions in a working capacity to perform advanced systems 
administration duties, analyzes system logs and researches failure codes for resolutions and implements solution.  This 
class differs from that of Systems Administrator-Intermediate in that an incumbent of the latter functions in a working 
capacity to perform systems administration duties.  This class differs from that of Systems Administrator Lead in that an 
incumbent of the latter leads or supervises complex systems administration duties and is primarily responsible for 
researching, architecting and designing new enterprise solutions.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Monitors systems log failure codes and researches resolutions. Monitor 
Storage Area Network Tools that manages the arrays configurations and reporting tools. Monitors the health of Hosts 
and Virtual Guests for potential issues, notify and suggest solutions for resolution.Analyzing Data or Information: Assists 
in collecting statistical information to monitor growth and report to management. Analyze system logs and researches 
failure codes for resolutions and implements solution.Interacting With Computers: Assist in adding Network Attached 
Storage (NAS) and Storage Area Network space. Assist in configuration of Network Attached Storage for Network File 
Shares (NFS) and Common Internet File System (CIFS). Assist in connecting and monitoring fiber channel connectivity 
using fiber switches. Assist in setting up Storage Area Network (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Assist Administrators in setting backup clients and performing 
recoveries. Assist in working with Enterprise Backup Solutions in an Enterprise Environment. Maintains Enterprise tape 
libraries and maintains tape robots. Assist server administrators on loading proper backup clients for the operating 
system on the supported server. Assists Agencies with all backup environments to include non-enterprise supported 
tape libraries and tape drives. Assists backup personnel with loading backup tapes in all respective tape drives and 
robotic libraries. Configure tapes to be used in enterprise library by using enterprise backup best practices. Assist in 
configuring server and data backup to adhere to state methods. Assists in using server and data backup support tools to 
provide backup reports and ensure all backups are completed. Assist server Administrators in managing and 
provisioning storage within the Server Operating System. Assist in server and data backup support issues. Assist in the 
maintenance of Enterprise server and data Backup solution for enterprise environment. Assists in Maintaining Operating 
Systems in which Enterprise solutions reside. Configures, maintains and performs reporting on Data Domain storage for 
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Enterprise Backup Environment. Support by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Assist in the maintenance and configuration of 
enterprise Backup network. Assist in troubleshooting server and data backup client routing and server/datacenter 
firewall issues. Assist in the Configuration of disk pools, storage groups, storage units, volume units, and robotic 
libraries. Assist in the installation of Storage Area Networks (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Utilizes Virtual Operating System console to assist in troubleshooting 
issues, review logs and manage the virtual environment. Creates virtual machines, modify existing virtual machines, 
manage virtual machines and configure virtual machines base on customer requests or performance needs. Maintain 
enterprise servers and data Backup solution for enterprise environment. Configure, Monitors and implements Storage 
Area Networks to include Virtualization methodologies. Configure applications to correct storage tiers due to 
performance requirements. Installs, configures and maintains operating systems for servers in which Enterprise 
solutions reside. Configures and breaks replications on the Storage Area Network to ensure proper failover for Disaster 
Recovery. Installs and configures Storage Area Network (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Configures, maintains, and troubleshoots Data Domain storage 
devices for Enterprise Backup Solution. Creates and manages disaster recovery procedures. Implement by using IT Best 
Practices for administering Operating Systems and Virtualization technologies and backup devices and components. 
Maintain Storage Area Network Tools that manages the arrays configurations and reporting tools. Maintains and 
configures enterprise Backup network to ensure enterprise backup environment. Troubleshoots advanced backup issues 
to include client side, routing and server/firewall issues. Create Clones of virtual machines. Configures and implements 
disk pools, storage groups, storage units, volume units, and robotic libraries are established. Provisions new 
technologies for enterprise environment. Installs, troubleshoots, Monitors and Maintains enterprise support tools to 
provide reports and functionality. Configure enterprise storage to connect to all different Operating Systems. Perform 
maintenance tasks that include downloading, validating and applying enterprise level patches on systems. Installs and 
configures, maintains virtual components as well as upgrade Virtual based on vendor best practices. Determine the 
needs of Storage Area Network space resources based on customer requests.Documenting/Recording Information: 
Documents environments to include policies and procedures.Coaching and Developing Others: Assists team members 
with resolving assigned problem management incidents.Getting Information: Monitors and responds to incidents using 
the problem management database.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Assists in performing proactive capacity planning, including short term and long-term trend analysis, ensuring all backup 
and storage are monitored for capacity and stability.Developing Objectives and Strategies: Serves as part of the IT 
Infrastructure Team in developing and implementing next generation backup systems' architectures around backup 
products.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Identifies and provides 
enterprise servers upgrades and instructions for other system administrators. Configures and maintains disaster 
recovery procedures based on multiple data centers. Configures and maintains all changes to enterprise 
environment.Communicating with Persons Outside Organization: Interacts routinely with vendors website to properly 
send off and return tape containers. Assist in setting up server and data backup rotations and shipping offsite to outside 
vendors. Schedules and works with state vendors to troubleshoot issues and discuss new technologies. Utilizes vendor 
support to troubleshoot and resolve technical problems.Communicating with Supervisors, Peers, or Subordinates: 
Coordinate communications between server and data backup staff and support groups to resolve issues, and to assist in 
escalating issues to advanced backup team members. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning Organizing 
Planning Time Management Standing Alone Customer Focus Integrity and TrustKnowledge: Knowledge of Systems Log 
Knowledge of Systems Tools Knowledge of Array Configuration Knowledge of Network Attached Storage (NAS) 
Knowledge of Storage Area Network Knowledge of File Share Knowledge of Common Internet Files System (CIFS) 
Knowledge of Fiber Channel Connectivity Knowledge of Fiber Switches Knowledge of Raid Groups Knowledge of Systems 
Backup and Recovery Knowledge of Tape Libraries and Robots Knowledge of Server Operating System Knowledge of 
Storage Provisioning Knowledge of Enterprise Servers Knowledge of Data Domain Storage Knowledge of Virtualization 
Technology Knowledge of Firewalls Knowledge of Disk Pools Knowledge of Storage Groups Knowledge of Virtual 
Operating Systems Console Knowledge of Systems Logs Knowledge of Replication Configuration Knowledge of Disaster 
Recovery ProceduresSkills: Active Listening Troubleshooting Learning Strategies Equipment Maintenance Installation 
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Speaking Complex Problem Solving Operation and Control Operation Monitoring Quality Control Analysis Technology 
DesignAbilities: Oral Comprehension Deductive Reasoning Oral Expression Problem Sensitivity Written Comprehension 
Written Expression Dynamic Strength Static Strength 
 
Tools and Equipment Used: 
 Computer Cell Phone Telephone Printer Broadband Internet 
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076127 - SYSTEMS ADMINISTRATOR-ADV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5211 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience in the configuration, maintenance and replacement of enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An Information 
Technology Associate's degree may be substituted for the required Bachelor's degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, performs enterprise systems technical support work of considerable difficulty. 
Distinguishing Features: An employee in this class functions in a working capacity to perform advanced systems 
administration duties, analyzes system logs and researches failure codes for resolutions and implements solution.  This 
class differs from that of Systems Administrator-Intermediate in that an incumbent of the latter functions in a working 
capacity to perform systems administration duties.  This class differs from that of Systems Administrator Lead in that an 
incumbent of the latter leads or supervises complex systems administration duties and is primarily responsible for 
researching, architecting and designing new enterprise solutions.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Monitors systems log failure codes and researches resolutions. Monitor 
Storage Area Network Tools that manages the arrays configurations and reporting tools. Monitors the health of Hosts 
and Virtual Guests for potential issues, notify and suggest solutions for resolution.Analyzing Data or Information: Assists 
in collecting statistical information to monitor growth and report to management. Analyze system logs and researches 
failure codes for resolutions and implements solution.Interacting With Computers: Assist in adding Network Attached 
Storage (NAS) and Storage Area Network space. Assist in configuration of Network Attached Storage for Network File 
Shares (NFS) and Common Internet File System (CIFS). Assist in connecting and monitoring fiber channel connectivity 
using fiber switches. Assist in setting up Storage Area Network (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Assist Administrators in setting backup clients and performing 
recoveries. Assist in working with Enterprise Backup Solutions in an Enterprise Environment. Maintains Enterprise tape 
libraries and maintains tape robots. Assist server administrators on loading proper backup clients for the operating 
system on the supported server. Assists Agencies with all backup environments to include non-enterprise supported 
tape libraries and tape drives. Assists backup personnel with loading backup tapes in all respective tape drives and 
robotic libraries. Configure tapes to be used in enterprise library by using enterprise backup best practices. Assist in 
configuring server and data backup to adhere to state methods. Assists in using server and data backup support tools to 
provide backup reports and ensure all backups are completed. Assist server Administrators in managing and 
provisioning storage within the Server Operating System. Assist in server and data backup support issues. Assist in the 
maintenance of Enterprise server and data Backup solution for enterprise environment. Assists in Maintaining Operating 
Systems in which Enterprise solutions reside. Configures, maintains and performs reporting on Data Domain storage for 
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Enterprise Backup Environment. Support by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Assist in the maintenance and configuration of 
enterprise Backup network. Assist in troubleshooting server and data backup client routing and server/datacenter 
firewall issues. Assist in the Configuration of disk pools, storage groups, storage units, volume units, and robotic 
libraries. Assist in the installation of Storage Area Networks (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Utilizes Virtual Operating System console to assist in troubleshooting 
issues, review logs and manage the virtual environment. Creates virtual machines, modify existing virtual machines, 
manage virtual machines and configure virtual machines base on customer requests or performance needs. Maintain 
enterprise servers and data Backup solution for enterprise environment. Configure, Monitors and implements Storage 
Area Networks to include Virtualization methodologies. Configure applications to correct storage tiers due to 
performance requirements. Installs, configures and maintains operating systems for servers in which Enterprise 
solutions reside. Configures and breaks replications on the Storage Area Network to ensure proper failover for Disaster 
Recovery. Installs and configures Storage Area Network (SAN) to include Raid groups across the disks to adhere to 
vendor's best practice across different disk types. Configures, maintains, and troubleshoots Data Domain storage 
devices for Enterprise Backup Solution. Creates and manages disaster recovery procedures. Implement by using IT Best 
Practices for administering Operating Systems and Virtualization technologies and backup devices and components. 
Maintain Storage Area Network Tools that manages the arrays configurations and reporting tools. Maintains and 
configures enterprise Backup network to ensure enterprise backup environment. Troubleshoots advanced backup issues 
to include client side, routing and server/firewall issues. Create Clones of virtual machines. Configures and implements 
disk pools, storage groups, storage units, volume units, and robotic libraries are established. Provisions new 
technologies for enterprise environment. Installs, troubleshoots, Monitors and Maintains enterprise support tools to 
provide reports and functionality. Configure enterprise storage to connect to all different Operating Systems. Perform 
maintenance tasks that include downloading, validating and applying enterprise level patches on systems. Installs and 
configures, maintains virtual components as well as upgrade Virtual based on vendor best practices. Determine the 
needs of Storage Area Network space resources based on customer requests.Documenting/Recording Information: 
Documents environments to include policies and procedures.Coaching and Developing Others: Assists team members 
with resolving assigned problem management incidents.Getting Information: Monitors and responds to incidents using 
the problem management database.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Assists in performing proactive capacity planning, including short term and long-term trend analysis, ensuring all backup 
and storage are monitored for capacity and stability.Developing Objectives and Strategies: Serves as part of the IT 
Infrastructure Team in developing and implementing next generation backup systems' architectures around backup 
products.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Identifies and provides 
enterprise servers upgrades and instructions for other system administrators. Configures and maintains disaster 
recovery procedures based on multiple data centers. Configures and maintains all changes to enterprise 
environment.Communicating with Persons Outside Organization: Interacts routinely with vendors website to properly 
send off and return tape containers. Assist in setting up server and data backup rotations and shipping offsite to outside 
vendors. Schedules and works with state vendors to troubleshoot issues and discuss new technologies. Utilizes vendor 
support to troubleshoot and resolve technical problems.Communicating with Supervisors, Peers, or Subordinates: 
Coordinate communications between server and data backup staff and support groups to resolve issues, and to assist in 
escalating issues to advanced backup team members. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning Organizing 
Planning Time Management Standing Alone Customer Focus Integrity and TrustKnowledge: Knowledge of Systems Log 
Knowledge of Systems Tools Knowledge of Array Configuration Knowledge of Network Attached Storage (NAS) 
Knowledge of Storage Area Network Knowledge of File Share Knowledge of Common Internet Files System (CIFS) 
Knowledge of Fiber Channel Connectivity Knowledge of Fiber Switches Knowledge of Raid Groups Knowledge of Systems 
Backup and Recovery Knowledge of Tape Libraries and Robots Knowledge of Server Operating System Knowledge of 
Storage Provisioning Knowledge of Enterprise Servers Knowledge of Data Domain Storage Knowledge of Virtualization 
Technology Knowledge of Firewalls Knowledge of Disk Pools Knowledge of Storage Groups Knowledge of Virtual 
Operating Systems Console Knowledge of Systems Logs Knowledge of Replication Configuration Knowledge of Disaster 
Recovery ProceduresSkills: Active Listening Troubleshooting Learning Strategies Equipment Maintenance Installation 
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Speaking Complex Problem Solving Operation and Control Operation Monitoring Quality Control Analysis Technology 
DesignAbilities: Oral Comprehension Deductive Reasoning Oral Expression Problem Sensitivity Written Comprehension 
Written Expression Dynamic Strength Static Strength 
 
Tools and Equipment Used: 
 Computer Cell Phone Telephone Printer Broadband Internet 
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076126 - SYSTEMS ADMINISTRATOR-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5207 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in the configuration, maintenance and replacement of  enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor’s degree: An Information 
Technology associate’s degree may be substituted for the required Bachelor’s degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs enterprise systems technical support work of average difficulty. 
Distinguishing Features: The Systems Administrator-Intermediate is the entry-level class in the Systems Administrator 
sub-series. An employee in this class functions in a working capacity to perform systems administration duties, 
configures, maintains, and performs reporting on systems. This class differs from the Systems Administrator-Advanced 
in that incumbents of the latter perform complex systems administration duties in analyzing system logs and researching 
failure codes for resolutions and implementing solution. 
 
Work Activities: 
Getting Information:    Monitors and responds to incidents using the problem management database.Monitor Processes, 
Materials, or Surroundings:    Monitors systems log failure codes and researches resolutions.    Monitors Storage Area 
Network Tools that manages the arrays configuration and reporting tools.    Monitors the health of Hosts and Virtual 
Guests for potential issues, notify and suggest solutions for resolution.Developing Objectives and Strategies:    Serves as 
part of the IT Infrastructure Team in developing and implementing next generation backup systems’ architectures 
around backup products.Interacting With Computers:    Assists in adding network attached storage (NAS) and Storage 
Area Network space.    Assists in configuration of Network Attached Storage for Network File Shares (NFS) and Common 
Internet File System (CIFS).    Assists in connecting and monitoring fiber channel connectivity using fiber switches.    
Assists in setting up Storage Area Network(SAN) to include Raid groups across the disks to adhere to vendors best 
practice across different disk types.    Assists Administrators in setting backup clients and performing recoveries.    
Assists in working with Enterprise Backup Solutions in an Enterprise Environment.    Maintains Enterprise tape libraries 
and maintains tape robots.    Assists server administrators on loading proper backup clients for the operating system on 
the supported server.    Assists Agencies with all backup environments to include non-enterprise supported tape 
libraries and tape drives.    Assists backup personnel with loading backup tapes in all respective tape drives and robotic 
libraries.    Configures tapes to be used in enterprise library by using enterprise backup best practices.    Assists in 
configuring server and data backup to adhere to state methods.    Assists in using server and data backup support tools 
to provide backup reports and ensure all backups are completed.    Assists server Administrator in managing and 
provisioning storage within the Server Operating System.    Assists in server and data backup support issues.    Assists in 
the maintenance of Enterprise server and data Backup solution for enterprise environment.    Assists in Maintaining 
Operating Systems in which Enterprise solutions reside.    Configures, maintains, and performs reporting on Data 
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Domain storages for Enterprise Backup Environment.    Uses IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components.    Assists in the maintenance and configuration of 
enterprise Backup network.    Assists in troubleshooting server and data backup client routing and server/data center 
firewall issues.    Assists in the Configuration of disk pools, storage groups, storage units, volume units, and robotic 
libraries.    Assists in the installation of Storage Area Networks(SAN) to include Raid groups across the disks to adhere to 
vendors best practice across different disk types.    Utilizes Virtual Operating System console to assist in troubleshooting 
issues, review logs, and manage the virtual environment.    Creates virtual machines, modify existing virtual machines, 
manage virtual machines and configure virtual machines base on customer requests or performance 
needs.Communicating with Persons Outside Organization:    Interacts routinely with vendors website to properly send 
off and return tape containers.    Assists in setting up server and data backup rotations and shipping offsite to outside 
vendors.Communicating with Supervisors, Peers, or Subordinates:    Coordinates communications between server and 
data backup staff and support groups to resolve issues, and to assist in escalating issues to advanced backup team 
members. 
 
Competencies (KSA’s): 
Competencies:     Technical Learning    Decision Quality    Functional/Technical Competency    Problem Solving    
Organizing    Planning    Time Management    Standing Alone    Customer Focus    Integrity and TrustKnowledge:    
Knowledge of enterprise servers    Knowledge of systems log    Knowledge of systems tools    Knowledge of array 
configuration    Knowledge of network attached storage (NAS)    Knowledge of storage area network    Knowledge of file 
share    Knowledge of common internet files system (CIFS)    Knowledge of fiber channel connectivity    Knowledge of 
fiber switches    Knowledge of raid groups    Knowledge of systems backup and recovery    Knowledge of tape libraries 
and robots    Knowledge of server operating system    Knowledge of storage provisioning    Knowledge of data domain 
storage    Knowledge of virtualization technology    Knowledge of firewalls    Knowledge of disk pools    Knowledge of 
storage groups    Knowledge of virtual operating systems consoleSkills:    Active Listening    Troubleshooting    Learning 
Strategies    Equipment Maintenance    InstallationAbilities:    Deductive Reasoning    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Written Comprehension    Written Expression    Dynamic Strength    Static Strength 
 
Tools and Equipment Used: 
    Computer    Cell Phone    Telephone    Printer    Broadband Internet 
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076126 - SYSTEMS ADMINISTRATOR-INT 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5208 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in the configuration, maintenance and replacement of  enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor’s degree: An Information 
Technology associate’s degree may be substituted for the required Bachelor’s degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs enterprise systems technical support work of average difficulty. 
Distinguishing Features: The Systems Administrator-Intermediate is the entry-level class in the Systems Administrator 
sub-series. An employee in this class functions in a working capacity to perform systems administration duties, 
configures, maintains, and performs reporting on systems. This class differs from the Systems Administrator-Advanced 
in that incumbents of the latter perform complex systems administration duties in analyzing system logs and researching 
failure codes for resolutions and implementing solution. 
 
Work Activities: 
Getting Information:    Monitors and responds to incidents using the problem management database.Monitor Processes, 
Materials, or Surroundings:    Monitors systems log failure codes and researches resolutions.    Monitors Storage Area 
Network Tools that manages the arrays configuration and reporting tools.    Monitors the health of Hosts and Virtual 
Guests for potential issues, notify and suggest solutions for resolution.Developing Objectives and Strategies:    Serves as 
part of the IT Infrastructure Team in developing and implementing next generation backup systems’ architectures 
around backup products.Interacting With Computers:    Assists in adding network attached storage (NAS) and Storage 
Area Network space.    Assists in configuration of Network Attached Storage for Network File Shares (NFS) and Common 
Internet File System (CIFS).    Assists in connecting and monitoring fiber channel connectivity using fiber switches.    
Assists in setting up Storage Area Network(SAN) to include Raid groups across the disks to adhere to vendors best 
practice across different disk types.    Assists Administrators in setting backup clients and performing recoveries.    
Assists in working with Enterprise Backup Solutions in an Enterprise Environment.    Maintains Enterprise tape libraries 
and maintains tape robots.    Assists server administrators on loading proper backup clients for the operating system on 
the supported server.    Assists Agencies with all backup environments to include non-enterprise supported tape 
libraries and tape drives.    Assists backup personnel with loading backup tapes in all respective tape drives and robotic 
libraries.    Configures tapes to be used in enterprise library by using enterprise backup best practices.    Assists in 
configuring server and data backup to adhere to state methods.    Assists in using server and data backup support tools 
to provide backup reports and ensure all backups are completed.    Assists server Administrator in managing and 
provisioning storage within the Server Operating System.    Assists in server and data backup support issues.    Assists in 
the maintenance of Enterprise server and data Backup solution for enterprise environment.    Assists in Maintaining 
Operating Systems in which Enterprise solutions reside.    Configures, maintains, and performs reporting on Data 



 TN Job Classification Specifications  
September 22, 2020 

Domain storages for Enterprise Backup Environment.    Uses IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components.    Assists in the maintenance and configuration of 
enterprise Backup network.    Assists in troubleshooting server and data backup client routing and server/data center 
firewall issues.    Assists in the Configuration of disk pools, storage groups, storage units, volume units, and robotic 
libraries.    Assists in the installation of Storage Area Networks(SAN) to include Raid groups across the disks to adhere to 
vendors best practice across different disk types.    Utilizes Virtual Operating System console to assist in troubleshooting 
issues, review logs, and manage the virtual environment.    Creates virtual machines, modify existing virtual machines, 
manage virtual machines and configure virtual machines base on customer requests or performance 
needs.Communicating with Persons Outside Organization:    Interacts routinely with vendors website to properly send 
off and return tape containers.    Assists in setting up server and data backup rotations and shipping offsite to outside 
vendors.Communicating with Supervisors, Peers, or Subordinates:    Coordinates communications between server and 
data backup staff and support groups to resolve issues, and to assist in escalating issues to advanced backup team 
members. 
 
Competencies (KSA’s): 
Competencies:     Technical Learning    Decision Quality    Functional/Technical Competency    Problem Solving    
Organizing    Planning    Time Management    Standing Alone    Customer Focus    Integrity and TrustKnowledge:    
Knowledge of enterprise servers    Knowledge of systems log    Knowledge of systems tools    Knowledge of array 
configuration    Knowledge of network attached storage (NAS)    Knowledge of storage area network    Knowledge of file 
share    Knowledge of common internet files system (CIFS)    Knowledge of fiber channel connectivity    Knowledge of 
fiber switches    Knowledge of raid groups    Knowledge of systems backup and recovery    Knowledge of tape libraries 
and robots    Knowledge of server operating system    Knowledge of storage provisioning    Knowledge of data domain 
storage    Knowledge of virtualization technology    Knowledge of firewalls    Knowledge of disk pools    Knowledge of 
storage groups    Knowledge of virtual operating systems consoleSkills:    Active Listening    Troubleshooting    Learning 
Strategies    Equipment Maintenance    InstallationAbilities:    Deductive Reasoning    Oral Comprehension    Oral 
Expression    Problem Sensitivity    Written Comprehension    Written Expression    Dynamic Strength    Static Strength 
 
Tools and Equipment Used: 
    Computer    Cell Phone    Telephone    Printer    Broadband Internet 
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076128 - SYSTEMS ADMINISTRATOR-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5217 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and four year of 
experience in the configuration, maintenance and replacement of enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An Information 
Technology Associate's degree may be substituted for the required Bachelor's degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for   the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, performs enterprise systems technical support work of unusual difficulty. 
Distinguishing Features: An employee in this class leads or supervises complex systems administration duties, 
recommends systems standards, and researches, architects and designs new enterprise solutions. This class differs from 
the Systems Administrator-Adv in that an incumbent of the latter analyzes systems logs and researches failure codes for 
resolutions and implements solutions.  
 
Work Activities: 
Documenting/Recording Information: Documents environments to include policies and procedures. Create detailed 
documents and procedures for Operations and Administration teams using office automation software.Coaching and 
Developing Others: Provide technical leadership and act as a technical resource and mentor for intermediate level 
engineers. Assists team members with resolving assigned problem management incidents. Provide technical leadership 
and act as a technical resource and mentor for engineers. Assist engineers in resolving assigned problem management 
incidents.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Identifies and provides 
enterprise servers upgrades and instructions for other system administrators. Configures and maintains disaster 
recovery procedures based on multiple data centers. Configures and maintains all changes to enterprise environment. 
Documents, designs, implements and supports by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Documents comprehensive detailed documents for 
building, troubleshooting, installing, recovering, and supporting servers and applications. Documents, configures and 
maintains disaster recovery procedures based on multiple data centers. Engineers, configures and maintains disaster 
recovery procedures based on multiple data centers. Architects, configures and maintains all changes to enterprise 
environment. Plans, designs, developments, and configurations of the Virtual Server environment.Communicating with 
Supervisors, Peers, or Subordinates: Coordinate communications between server and data backup staff and support 
groups to resolve issues, and to assist in escalating issues to advanced backup team members.Monitor Processes, 
Materials, or Surroundings: Monitors systems log failure codes and researches resolutions. Monitor Storage Area 
Network Tools that manages the arrays configurations and reporting tools. Monitors the health of Hosts and Virtual 
Guests for potential issues, notify and suggest solutions for resolution.Analyzing Data or Information: Assists in 
collecting statistical information to monitor growth and report to management. Analyze system logs and researches 
failure codes for resolutions and implements solution. Collects statistical information to monitor growth and report to 
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management.Getting Information: Monitors and responds to incidents using the problem management 
database.Estimating the Quantifiable Characteristics of Products, Events, or Information: Assists in performing proactive 
capacity planning to include short term and long-term trend analysis, ensuring all backup and storage are monitored for 
capacity and stability.Developing Objectives and Strategies: Serves as part of the IT Infrastructure Team in developing 
and implementing next generation backup systems' architectures around backup products. Perform proactive capacity 
planning, including short term and long-term trend analysis.Interacting With Computers: Assist in adding Network 
Attached Storage (NAS) and Storage Area Network space. Assist in the configuration of Network Attached Storage for 
Network File Shares (NFS) and Common Internet File System (CIFS). Assist in connecting and monitoring fiber channel 
connectivity using fiber switches. Assist in setting up Storage Area Network (SAN) to include Raid groups across the disks 
to adhere to vendor's best practice across different disk types. Assist administrators in setting up backup clients and 
performing recoveries. Assist in working with Enterprise Backup Solutions in an Enterprise Environment. Maintains 
Enterprise tape libraries and maintains tape robots. Assist server administrators on loading proper backup clients for the 
operating system on the supported server. Assists agencies with all backup environments to include non-enterprise 
supported tape libraries and tape drives. Assists backup personnel with loading backup tapes in all respective tape 
drives and robotic libraries. Configure tapes to be used in enterprise library by using enterprise backup best practices. 
Assist in configuring server and data backup to adhere to state methods. Assists in using server and data backup support 
tools to provide backup reports and ensure all backups are completed. Assist server administrator in managing and 
provisioning storage within the Server Operating System. Assist in server and data backup support issues. Assist in the 
maintenance of enterprise server and data backup solution for enterprise environment. Assists in maintaining operating 
systems in which enterprise solutions reside. Configures, maintains, and performs reporting on Data Domain storage for 
Enterprise Backup Environment. Support by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Assist in the maintenance and configuration of 
enterprise Backup network. Assist in troubleshooting server and data backup client routing and server/datacenter 
firewall issues. Assist in the configuration of disk pools, storage groups, storage units, volume units, and robotic libraries. 
Assist in the installation of Storage Area Networks (SAN) to include Raid groups across the disks to adhere to vendor's 
best practice across different disk types. Utilizes Virtual Operating System console to assist in troubleshooting issues, 
review logs, and manage the virtual environment. Creates virtual machines, modify existing virtual machines, manage 
virtual machines and configure virtual machines based on customer requests or performance needs. Maintain enterprise 
servers and data Backup solution for enterprise environment. Configures, monitors and implements Storage Area 
Networks to include Virtualization methodologies. Configure applications to correct storage tiers due to performance 
requirements. Installs, configures and maintains operating systems for servers in which Enterprise solutions reside. 
Configures and breaks replications on the Storage Area Network to ensure proper failover for Disaster Recovery. Installs 
and configures storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Configures, maintains, and troubleshoots Data Domain storage devices for Enterprise Backup 
Solution. Creates and manages disaster recovery procedures. Implement by using IT Best Practices for administering 
Operating Systems and Virtualization technologies and backup devices and components. Maintain Storage Area Network 
Tools that manages the arrays configurations and reporting tools. Maintains and configures enterprise Backup network 
to ensure enterprise backup environment. Troubleshoots advanced backup issues to include client side, routing and 
server/firewall issues. Create Clones of virtual machines. Configures and implements disk pools, storage groups, storage 
units, volume units, and robotic libraries are established. Provisions new technologies for enterprise environment. 
Installs, troubleshoots, Monitors and Maintains enterprise support tools to provide reports and functionality. Configure 
enterprise storage to connect to all different Operating Systems. Perform maintenance tasks that include downloading, 
validating and applying enterprise level patches on systems. Installs and configures, maintains virtual components as 
well as upgrade Virtual based on vendor best practices. Determine the needs of Storage Area Network space resources 
based on customer requests. Designs, installs and configures technologies for enterprise environments. Designs, installs 
and configures Storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Designs, maintains, and configures enterprise Backup network to ensure enterprise backup 
environment.Communicating with Persons Outside Organization: Interacts routinely with vendors website to properly 
send off and return tape containers. Assist in setting up server and data backup rotations and shipping offsite to outside 
vendors. Schedules and works with state vendors to troubleshoot issues and discuss new technologies. Utilizes vendor 
support to troubleshoot and resolve technical problems. 
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Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning Organizing 
Planning Standing Alone Customer Focus Integrity and Trust Time ManagementKnowledge: Knowledge of Array 
Configuration Knowledge of Network Attached Storage (NAS) Knowledge of Storage Area Network Knowledge of File 
Share Knowledge of Common Internet Files System (CIFS) Knowledge of Fiber Channel Connectivity Knowledge of Fiber 
Switches Knowledge of Raid Groups Knowledge of Systems Backup and Recovery Knowledge of Tape Libraries and 
Robots Knowledge of Storage Provisioning Knowledge of Data Domain Storage Knowledge of Virtualization Technology 
Knowledge of Firewalls Knowledge of Disk Pools Knowledge of Storage Groups Knowledge of Virtual Operating Systems 
Console Knowledge of Replication Configuration Knowledge of Storage Area Network Design Knowledge of Virtual 
Infrastructure Design Knowledge of Systems Trend Analysis Knowledge of Statistical Analysis Knowledge of Systems 
Tools Knowledge of Systems Log Knowledge of Server Operating System Knowledge of Enterprise Servers Knowledge of 
Technical Documentation Knowledge of Disaster Recovery Procedures Knowledge of IT Best Practices Knowledge of 
Technical LeadershipSkills: Speaking Complex Problem Solving Operation and Control Quality Control Analysis Instructing 
Judgment and Decision Making Systems Analysis Active Listening Troubleshooting Learning Strategies Equipment 
Maintenance Installation Operation Monitoring Technology Design Critical Thinking Equipment Selection Operation 
Analysis Systems EvaluationAbilities: Deductive Reasoning Oral Comprehension Problem Sensitivity Written 
Comprehension Written Expression Dynamic Strength Static Strength Oral Expression 
 
Tools and Equipment Used: 
 Computer Cell Phone Telephone Printer Broadband Internet 
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076128 - SYSTEMS ADMINISTRATOR-LEAD 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5218 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and four year of 
experience in the configuration, maintenance and replacement of enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An Information 
Technology Associate's degree may be substituted for the required Bachelor's degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for   the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, performs enterprise systems technical support work of unusual difficulty. 
Distinguishing Features: An employee in this class leads or supervises complex systems administration duties, 
recommends systems standards, and researches, architects and designs new enterprise solutions. This class differs from 
the Systems Administrator-Adv in that an incumbent of the latter analyzes systems logs and researches failure codes for 
resolutions and implements solutions.  
 
Work Activities: 
Documenting/Recording Information: Documents environments to include policies and procedures. Create detailed 
documents and procedures for Operations and Administration teams using office automation software.Coaching and 
Developing Others: Provide technical leadership and act as a technical resource and mentor for intermediate level 
engineers. Assists team members with resolving assigned problem management incidents. Provide technical leadership 
and act as a technical resource and mentor for engineers. Assist engineers in resolving assigned problem management 
incidents.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Identifies and provides 
enterprise servers upgrades and instructions for other system administrators. Configures and maintains disaster 
recovery procedures based on multiple data centers. Configures and maintains all changes to enterprise environment. 
Documents, designs, implements and supports by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Documents comprehensive detailed documents for 
building, troubleshooting, installing, recovering, and supporting servers and applications. Documents, configures and 
maintains disaster recovery procedures based on multiple data centers. Engineers, configures and maintains disaster 
recovery procedures based on multiple data centers. Architects, configures and maintains all changes to enterprise 
environment. Plans, designs, developments, and configurations of the Virtual Server environment.Communicating with 
Supervisors, Peers, or Subordinates: Coordinate communications between server and data backup staff and support 
groups to resolve issues, and to assist in escalating issues to advanced backup team members.Monitor Processes, 
Materials, or Surroundings: Monitors systems log failure codes and researches resolutions. Monitor Storage Area 
Network Tools that manages the arrays configurations and reporting tools. Monitors the health of Hosts and Virtual 
Guests for potential issues, notify and suggest solutions for resolution.Analyzing Data or Information: Assists in 
collecting statistical information to monitor growth and report to management. Analyze system logs and researches 
failure codes for resolutions and implements solution. Collects statistical information to monitor growth and report to 
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management.Getting Information: Monitors and responds to incidents using the problem management 
database.Estimating the Quantifiable Characteristics of Products, Events, or Information: Assists in performing proactive 
capacity planning to include short term and long-term trend analysis, ensuring all backup and storage are monitored for 
capacity and stability.Developing Objectives and Strategies: Serves as part of the IT Infrastructure Team in developing 
and implementing next generation backup systems' architectures around backup products. Perform proactive capacity 
planning, including short term and long-term trend analysis.Interacting With Computers: Assist in adding Network 
Attached Storage (NAS) and Storage Area Network space. Assist in the configuration of Network Attached Storage for 
Network File Shares (NFS) and Common Internet File System (CIFS). Assist in connecting and monitoring fiber channel 
connectivity using fiber switches. Assist in setting up Storage Area Network (SAN) to include Raid groups across the disks 
to adhere to vendor's best practice across different disk types. Assist administrators in setting up backup clients and 
performing recoveries. Assist in working with Enterprise Backup Solutions in an Enterprise Environment. Maintains 
Enterprise tape libraries and maintains tape robots. Assist server administrators on loading proper backup clients for the 
operating system on the supported server. Assists agencies with all backup environments to include non-enterprise 
supported tape libraries and tape drives. Assists backup personnel with loading backup tapes in all respective tape 
drives and robotic libraries. Configure tapes to be used in enterprise library by using enterprise backup best practices. 
Assist in configuring server and data backup to adhere to state methods. Assists in using server and data backup support 
tools to provide backup reports and ensure all backups are completed. Assist server administrator in managing and 
provisioning storage within the Server Operating System. Assist in server and data backup support issues. Assist in the 
maintenance of enterprise server and data backup solution for enterprise environment. Assists in maintaining operating 
systems in which enterprise solutions reside. Configures, maintains, and performs reporting on Data Domain storage for 
Enterprise Backup Environment. Support by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Assist in the maintenance and configuration of 
enterprise Backup network. Assist in troubleshooting server and data backup client routing and server/datacenter 
firewall issues. Assist in the configuration of disk pools, storage groups, storage units, volume units, and robotic libraries. 
Assist in the installation of Storage Area Networks (SAN) to include Raid groups across the disks to adhere to vendor's 
best practice across different disk types. Utilizes Virtual Operating System console to assist in troubleshooting issues, 
review logs, and manage the virtual environment. Creates virtual machines, modify existing virtual machines, manage 
virtual machines and configure virtual machines based on customer requests or performance needs. Maintain enterprise 
servers and data Backup solution for enterprise environment. Configures, monitors and implements Storage Area 
Networks to include Virtualization methodologies. Configure applications to correct storage tiers due to performance 
requirements. Installs, configures and maintains operating systems for servers in which Enterprise solutions reside. 
Configures and breaks replications on the Storage Area Network to ensure proper failover for Disaster Recovery. Installs 
and configures storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Configures, maintains, and troubleshoots Data Domain storage devices for Enterprise Backup 
Solution. Creates and manages disaster recovery procedures. Implement by using IT Best Practices for administering 
Operating Systems and Virtualization technologies and backup devices and components. Maintain Storage Area Network 
Tools that manages the arrays configurations and reporting tools. Maintains and configures enterprise Backup network 
to ensure enterprise backup environment. Troubleshoots advanced backup issues to include client side, routing and 
server/firewall issues. Create Clones of virtual machines. Configures and implements disk pools, storage groups, storage 
units, volume units, and robotic libraries are established. Provisions new technologies for enterprise environment. 
Installs, troubleshoots, Monitors and Maintains enterprise support tools to provide reports and functionality. Configure 
enterprise storage to connect to all different Operating Systems. Perform maintenance tasks that include downloading, 
validating and applying enterprise level patches on systems. Installs and configures, maintains virtual components as 
well as upgrade Virtual based on vendor best practices. Determine the needs of Storage Area Network space resources 
based on customer requests. Designs, installs and configures technologies for enterprise environments. Designs, installs 
and configures Storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Designs, maintains, and configures enterprise Backup network to ensure enterprise backup 
environment.Communicating with Persons Outside Organization: Interacts routinely with vendors website to properly 
send off and return tape containers. Assist in setting up server and data backup rotations and shipping offsite to outside 
vendors. Schedules and works with state vendors to troubleshoot issues and discuss new technologies. Utilizes vendor 
support to troubleshoot and resolve technical problems. 
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Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning Organizing 
Planning Standing Alone Customer Focus Integrity and Trust Time ManagementKnowledge: Knowledge of Array 
Configuration Knowledge of Network Attached Storage (NAS) Knowledge of Storage Area Network Knowledge of File 
Share Knowledge of Common Internet Files System (CIFS) Knowledge of Fiber Channel Connectivity Knowledge of Fiber 
Switches Knowledge of Raid Groups Knowledge of Systems Backup and Recovery Knowledge of Tape Libraries and 
Robots Knowledge of Storage Provisioning Knowledge of Data Domain Storage Knowledge of Virtualization Technology 
Knowledge of Firewalls Knowledge of Disk Pools Knowledge of Storage Groups Knowledge of Virtual Operating Systems 
Console Knowledge of Replication Configuration Knowledge of Storage Area Network Design Knowledge of Virtual 
Infrastructure Design Knowledge of Systems Trend Analysis Knowledge of Statistical Analysis Knowledge of Systems 
Tools Knowledge of Systems Log Knowledge of Server Operating System Knowledge of Enterprise Servers Knowledge of 
Technical Documentation Knowledge of Disaster Recovery Procedures Knowledge of IT Best Practices Knowledge of 
Technical LeadershipSkills: Speaking Complex Problem Solving Operation and Control Quality Control Analysis Instructing 
Judgment and Decision Making Systems Analysis Active Listening Troubleshooting Learning Strategies Equipment 
Maintenance Installation Operation Monitoring Technology Design Critical Thinking Equipment Selection Operation 
Analysis Systems EvaluationAbilities: Deductive Reasoning Oral Comprehension Problem Sensitivity Written 
Comprehension Written Expression Dynamic Strength Static Strength Oral Expression 
 
Tools and Equipment Used: 
 Computer Cell Phone Telephone Printer Broadband Internet 
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076128 - SYSTEMS ADMINISTRATOR-LEAD 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  5219 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and four year of 
experience in the configuration, maintenance and replacement of enterprise systems, including the maintenance of 
server hardware and operating systems, or the ongoing operation and support of application software running in an 
enterprise environment. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An Information 
Technology Associate's degree may be substituted for the required Bachelor's degree. Substitution of Education for 
Experience: Any graduate coursework in Information Technology may substitute for   the required experience on a year-
for-year basis to a maximum substitution of one year. Substitution of Experience for Education: Experience in the 
configuration, maintenance and replacement of enterprise system hardware, operating systems, or the ongoing 
operation and support of application software may substitute for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, performs enterprise systems technical support work of unusual difficulty. 
Distinguishing Features: An employee in this class leads or supervises complex systems administration duties, 
recommends systems standards, and researches, architects and designs new enterprise solutions. This class differs from 
the Systems Administrator-Adv in that an incumbent of the latter analyzes systems logs and researches failure codes for 
resolutions and implements solutions.  
 
Work Activities: 
Documenting/Recording Information: Documents environments to include policies and procedures. Create detailed 
documents and procedures for Operations and Administration teams using office automation software.Coaching and 
Developing Others: Provide technical leadership and act as a technical resource and mentor for intermediate level 
engineers. Assists team members with resolving assigned problem management incidents. Provide technical leadership 
and act as a technical resource and mentor for engineers. Assist engineers in resolving assigned problem management 
incidents.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Identifies and provides 
enterprise servers upgrades and instructions for other system administrators. Configures and maintains disaster 
recovery procedures based on multiple data centers. Configures and maintains all changes to enterprise environment. 
Documents, designs, implements and supports by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Documents comprehensive detailed documents for 
building, troubleshooting, installing, recovering, and supporting servers and applications. Documents, configures and 
maintains disaster recovery procedures based on multiple data centers. Engineers, configures and maintains disaster 
recovery procedures based on multiple data centers. Architects, configures and maintains all changes to enterprise 
environment. Plans, designs, developments, and configurations of the Virtual Server environment.Communicating with 
Supervisors, Peers, or Subordinates: Coordinate communications between server and data backup staff and support 
groups to resolve issues, and to assist in escalating issues to advanced backup team members.Monitor Processes, 
Materials, or Surroundings: Monitors systems log failure codes and researches resolutions. Monitor Storage Area 
Network Tools that manages the arrays configurations and reporting tools. Monitors the health of Hosts and Virtual 
Guests for potential issues, notify and suggest solutions for resolution.Analyzing Data or Information: Assists in 
collecting statistical information to monitor growth and report to management. Analyze system logs and researches 
failure codes for resolutions and implements solution. Collects statistical information to monitor growth and report to 
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management.Getting Information: Monitors and responds to incidents using the problem management 
database.Estimating the Quantifiable Characteristics of Products, Events, or Information: Assists in performing proactive 
capacity planning to include short term and long-term trend analysis, ensuring all backup and storage are monitored for 
capacity and stability.Developing Objectives and Strategies: Serves as part of the IT Infrastructure Team in developing 
and implementing next generation backup systems' architectures around backup products. Perform proactive capacity 
planning, including short term and long-term trend analysis.Interacting With Computers: Assist in adding Network 
Attached Storage (NAS) and Storage Area Network space. Assist in the configuration of Network Attached Storage for 
Network File Shares (NFS) and Common Internet File System (CIFS). Assist in connecting and monitoring fiber channel 
connectivity using fiber switches. Assist in setting up Storage Area Network (SAN) to include Raid groups across the disks 
to adhere to vendor's best practice across different disk types. Assist administrators in setting up backup clients and 
performing recoveries. Assist in working with Enterprise Backup Solutions in an Enterprise Environment. Maintains 
Enterprise tape libraries and maintains tape robots. Assist server administrators on loading proper backup clients for the 
operating system on the supported server. Assists agencies with all backup environments to include non-enterprise 
supported tape libraries and tape drives. Assists backup personnel with loading backup tapes in all respective tape 
drives and robotic libraries. Configure tapes to be used in enterprise library by using enterprise backup best practices. 
Assist in configuring server and data backup to adhere to state methods. Assists in using server and data backup support 
tools to provide backup reports and ensure all backups are completed. Assist server administrator in managing and 
provisioning storage within the Server Operating System. Assist in server and data backup support issues. Assist in the 
maintenance of enterprise server and data backup solution for enterprise environment. Assists in maintaining operating 
systems in which enterprise solutions reside. Configures, maintains, and performs reporting on Data Domain storage for 
Enterprise Backup Environment. Support by using IT Best Practices for administering Operating Systems and 
Virtualization technologies and backup devices and components. Assist in the maintenance and configuration of 
enterprise Backup network. Assist in troubleshooting server and data backup client routing and server/datacenter 
firewall issues. Assist in the configuration of disk pools, storage groups, storage units, volume units, and robotic libraries. 
Assist in the installation of Storage Area Networks (SAN) to include Raid groups across the disks to adhere to vendor's 
best practice across different disk types. Utilizes Virtual Operating System console to assist in troubleshooting issues, 
review logs, and manage the virtual environment. Creates virtual machines, modify existing virtual machines, manage 
virtual machines and configure virtual machines based on customer requests or performance needs. Maintain enterprise 
servers and data Backup solution for enterprise environment. Configures, monitors and implements Storage Area 
Networks to include Virtualization methodologies. Configure applications to correct storage tiers due to performance 
requirements. Installs, configures and maintains operating systems for servers in which Enterprise solutions reside. 
Configures and breaks replications on the Storage Area Network to ensure proper failover for Disaster Recovery. Installs 
and configures storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Configures, maintains, and troubleshoots Data Domain storage devices for Enterprise Backup 
Solution. Creates and manages disaster recovery procedures. Implement by using IT Best Practices for administering 
Operating Systems and Virtualization technologies and backup devices and components. Maintain Storage Area Network 
Tools that manages the arrays configurations and reporting tools. Maintains and configures enterprise Backup network 
to ensure enterprise backup environment. Troubleshoots advanced backup issues to include client side, routing and 
server/firewall issues. Create Clones of virtual machines. Configures and implements disk pools, storage groups, storage 
units, volume units, and robotic libraries are established. Provisions new technologies for enterprise environment. 
Installs, troubleshoots, Monitors and Maintains enterprise support tools to provide reports and functionality. Configure 
enterprise storage to connect to all different Operating Systems. Perform maintenance tasks that include downloading, 
validating and applying enterprise level patches on systems. Installs and configures, maintains virtual components as 
well as upgrade Virtual based on vendor best practices. Determine the needs of Storage Area Network space resources 
based on customer requests. Designs, installs and configures technologies for enterprise environments. Designs, installs 
and configures Storage Area Network (SAN) to include Raid groups across the disks to adhere to vendor's best practice 
across different disk types. Designs, maintains, and configures enterprise Backup network to ensure enterprise backup 
environment.Communicating with Persons Outside Organization: Interacts routinely with vendors website to properly 
send off and return tape containers. Assist in setting up server and data backup rotations and shipping offsite to outside 
vendors. Schedules and works with state vendors to troubleshoot issues and discuss new technologies. Utilizes vendor 
support to troubleshoot and resolve technical problems. 
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Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Technical Learning Organizing 
Planning Standing Alone Customer Focus Integrity and Trust Time ManagementKnowledge: Knowledge of Array 
Configuration Knowledge of Network Attached Storage (NAS) Knowledge of Storage Area Network Knowledge of File 
Share Knowledge of Common Internet Files System (CIFS) Knowledge of Fiber Channel Connectivity Knowledge of Fiber 
Switches Knowledge of Raid Groups Knowledge of Systems Backup and Recovery Knowledge of Tape Libraries and 
Robots Knowledge of Storage Provisioning Knowledge of Data Domain Storage Knowledge of Virtualization Technology 
Knowledge of Firewalls Knowledge of Disk Pools Knowledge of Storage Groups Knowledge of Virtual Operating Systems 
Console Knowledge of Replication Configuration Knowledge of Storage Area Network Design Knowledge of Virtual 
Infrastructure Design Knowledge of Systems Trend Analysis Knowledge of Statistical Analysis Knowledge of Systems 
Tools Knowledge of Systems Log Knowledge of Server Operating System Knowledge of Enterprise Servers Knowledge of 
Technical Documentation Knowledge of Disaster Recovery Procedures Knowledge of IT Best Practices Knowledge of 
Technical LeadershipSkills: Speaking Complex Problem Solving Operation and Control Quality Control Analysis Instructing 
Judgment and Decision Making Systems Analysis Active Listening Troubleshooting Learning Strategies Equipment 
Maintenance Installation Operation Monitoring Technology Design Critical Thinking Equipment Selection Operation 
Analysis Systems EvaluationAbilities: Deductive Reasoning Oral Comprehension Problem Sensitivity Written 
Comprehension Written Expression Dynamic Strength Static Strength Oral Expression 
 
Tools and Equipment Used: 
 Computer Cell Phone Telephone Printer Broadband Internet 
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075512 - SYSTEMS PROGRAMMER 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5062 
 
Minimum Qualifications: 
Education and Experience: Graduate from an accredited college or university with a bachelor's degree and two years of 
experience in the maintenance of Windows & UNIX/Linux servers, and Network management, including the 
maintenance of server operating systems, or the ongoing procurement, operation and support of application software 
running in an enterprise environment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: 
Graduate from an accredited college or university with an associate’s degree in Information Technology specific may 
substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in 
Information Technology may substitute for the required experience on a year-for-year basis to a maximum substitution 
of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) Substitution of Experience for Education: Professional-level experience in any one of the following areas 
may substitute for the specific associate’s degree on a year-for-year basis to a maximum substitution of two years: 
maintenance of server or network operating systems or the ongoing operation and support of application software 
running in an enterprise environment. OR One year of experience as a Systems Programmer 1, with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the procurement, deployment and maintenance of servers, 
switches, server operating systems, network operating systems, server application software, and performs related work 
as required. Distinguishing Features:  An employee in this class performs server, network and application administration 
duties. Primarily responsible for the administration and maintenance of server and network hardware, operating system 
software or application software. This class is flexibly staffed with and differs from the Systems Programmer 1, in that 
incumbents of the latter perform duties under immediate supervision at the entry level. This class differs from the 
Systems Programmer 3 in that incumbents of the latter perform advanced server/network and application 
administration duties; utilizing configuration management tools and performs basic administration duties, but do not 
lead teams. 
 
Work Activities: 
Interacting With Computers:    Utilizes state standard workstation tools to manage server, operating system and 
application software.    Installs server hardware, operating system and application software.    Performs back-ups for 
server, application and data.    Performs server, application and data restoration.Communicating with Supervisors, 
Peers, or Subordinates:    Identifies server, network and application problems.Communicating with Persons Outside 
Organization:    Maintains communication with customers during the problem resolution process.    Maintains a 
relationship with outside companies to establish a connection for the secure exchange of 
information.Documenting/Recording Information:     Develops and maintains the documentation needed for system 
implementation and recovery.    Maintains scripts for server and application administration.    Prepares detailed network 
specifications, including diagrams, charts, equipment configurations, or recommended technologies.    Develops and 
write procedures for installation, use, or troubleshooting of communications hardware or software.    Prepares detailed 
network specifications, including diagrams, charts, equipment configurations, or recommended technologies.Updating 
and Using Relevant Knowledge:    Maintains knowledge of servers and applications in use in the data center 
environment.    Researches changes or improvements to enhance customer service and/or reduces time of problem 
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resolution.    Researches server installation requirements for hardware and/or software components to ensure system 
functionality.Getting Information:     Receives data from the problem management database.    Collects performance 
and availability information on servers, operating systems, and hardware.    Gathers data pertaining to customer needs 
from project managers or director and use the information to identify, predict, interpret, and evaluate system and 
network requirements.Monitor Processes, Materials, or Surroundings:     Coordinates network activities with 
administrator of associated networks.    Monitors licenses for applications to confirm adequate amount of remaining 
licenses.Identifying Objects, Actions, and Events:     Gathers specific network hardware or software requirements, such 
as platforms, interfaces, bandwidths, or routine schemas.    Evaluates local area network (LAN) or wide area network 
(WAN) performance data to ensure sufficient availability or speed, to identify network problems, or for disaster recovery 
purposes.Analyzing Data or Information:    Analyzes network performance and data input/output reports to detect 
problems.Evaluating Information to Determine Compliance with Standards:    Researches application software and 
related packages for standards. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Integrity and Trust    Peer Relationships    Organizing    Problem Solving    
Functional/Technical Competency    Technical Learning    Managing through Systems    Perseverance    Written 
CommunicationKnowledge:    Knowledge of Configuration Management    Knowledge of Identity Management Software    
Knowledge of Systems Management    Knowledge of Performance Monitoring    Knowledge of Operating Systems    
Knowledge of Server Hardware    Knowledge of Server Application    Knowledge of Network Topology    Knowledge of 
Customer Relations Management Software    Knowledge of Network ConfigurationSkills:    Troubleshooting    Customer 
Service    Problem Solving    Active Listening    Maintenance and Operating    Installation    Team Oriented    Oral 
CommunicationAbilities:    Static Strength    Oral Comprehension and Expression    Written Comprehension and 
Expression    Deductive Reasoning    Inductive Reasoning    Problem Sensitivity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Camera    Bar Code Scanner    
Mobile Devices    Motor Vehicle    Projector/Audio Visual Equipment    Routers    Switches 
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075513 - SYSTEMS PROGRAMMER 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5083 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in the maintenance of Windows & UNIX/Linux servers, and Network management, including the 
maintenance of server operating systems, or the ongoing procurement, operation and support of application software 
running in an enterprise environment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: 
Graduation from an accredited college or university with an associate’s degree in Information Technology specific may 
substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in 
Information Technology may substitute for the required experience on a year-for-year basis to a maximum substitution 
of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) Substitution of Experience for Education: Professional-level experience in any one of the following areas 
may substitute for the specific associate’s degree on a year-for-year basis to a maximum substitution of two years: 
maintenance of server or network operating systems or the ongoing operation and support of application software 
running in an enterprise environment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the procurement, deployment and maintenance of servers, 
switches, server operating systems, network operating systems, server application software, and performs related work 
as required. Distinguishing Features: An employee in this class performs complex server, network and application 
administration duties, recommends server/network and application software standards, acts as a team lead for staff 
primarily responsible for the administration and maintenance of server and network hardware, operating system 
software or application software. This class differs from the Systems Programmer 2, in that incumbents of the latter 
perform basic server network and application administration duties and are primarily responsible for the administration 
and maintenance of server and network hardware, operating system software or application software. This class differs 
from the Systems Programmer 4 in that incumbents of the latter perform advanced server/network and application 
administration duties; utilizing configuration management tools and performs basic administration duties, but do not 
lead teams. 
 
Work Activities: 
Updating and Using Relevant Knowledge:    Maintains knowledge of servers and applications in use in the data center 
environment.Communicating with Supervisors, Peers, or Subordinates:    Identifies and escalates problems as 
appropriate following procedures.    Recommends changes or improvements to enhance customer service and/or 
reduces time of problem resolution.Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Plans server installation requirements for hardware and/or software components to ensure system functionality.Getting 
Information:     Receives data from the problem management database.    Collects and compiles performance and 
availability information on servers, operating systems, and hardware to report to management.    Gathers data 
pertaining to customer needs from project managers or director and use the information to identify, predict, interpret, 
and evaluate system and network requirements.Monitor Processes, Materials, or Surroundings:     Coordinates network 
or design activities with administrator of associated networks.    Monitors application performance statistics to verify 
sufficient resources for user load.    Monitors system and applications logs and reports for system integrity and escalates 
as necessary.    Monitors licenses for applications to confirm adequate amount of remaining licenses.Evaluating 
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Information to Determine Compliance with Standards:    Evaluates application software and related packages for 
standards.    Reviews server policies for compliance to standards.Interacting With Computers:    Utilizes state standard 
workstation tools to manage server, operating system and application software.    Installs and configures server 
hardware, operating system and application software.    Verifies application load is balanced across servers to ensure 
acceptable performance.Communicating with Persons Outside Organization:    Maintains communication with 
customers during the problem resolution process.    Develops and maintains a relationship with outside companies to 
establish a connection for the secure exchange of information.Identifying Objects, Actions, and Events:     Determines 
specific network hardware or software requirements, such as platforms, interfaces, bandwidths, or routine schemas.    
Evaluates local area network (LAN) or wide area network (WAN) performance data to ensure sufficient availability or 
speed, to identify network problems, or for disaster recovery purposes.Analyzing Data or Information:    Analyzes 
network performance and data input/output reports to detect problems, identify inefficient use of computer resources, 
or perform capacity planning.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Builds, or 
operates equipment configuration prototypes, including network hardware, Firewalls, Voice over Internet Protocol 
(VOIP) and management systems.  
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Problem Solving    Technical Learning    Managing through Systems    
Written Communication    Perseverance    Customer Focus    Integrity and Trust    Organizing    Peer 
RelationshipsKnowledge:    Knowledge of Email Systems    Knowledge of Directory Services    Knowledge of End Point 
Protection    Knowledge of Antivirus Protection    Knowledge of Email Archival Software    Knowledge of Web Server 
Software    Knowledge of Customer Relations Management Software    Knowledge of Operating Systems    Knowledge of 
Firewall Concepts    Knowledge of Performance Monitoring    Knowledge of Server Sizing    Knowledge of Security    
Knowledge of Server Application    Knowledge of Telecommunications    Knowledge of Server Hardware    Knowledge of 
Clustering Technology    Knowledge of Back-up Methodologies    Knowledge of Load Testing    Knowledge of Disaster 
Recovery Concepts    Knowledge of Unified Communication Software    Knowledge of Identity Management Software    
Knowledge of Encryption Software    Knowledge of Mass Mailing Management Software    Knowledge of Systems 
Management    Knowledge of Network Topology    Knowledge of Network Configuration    Knowledge of Configuration 
ManagementSkills:    Active Listening    Troubleshooting    Maintenance and Operating    Oral Communication    Testing    
Installation    Customer Service    Performance Tuning    Team Oriented    Problem SolvingAbilities:    Static Strength    
Oral Comprehension and Expression    Problem Sensitivity    Written Comprehension and Expression    Deductive 
Reasoning    Inductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Camera    Bar Code Scanner    
Mobile Devices    Motor Vehicle    Projector/Audio Visual Equipment    Routers    Switches 
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075514 - SYSTEMS PROGRAMMER 4 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5084 
 
Minimum Qualifications: 
Education and Experience: Graduates from an accredited college or university with a bachelor's degree and five years of 
experience in the maintenance of Windows & UNIX/Linux servers, and Network management, including the 
maintenance of server operating systems, or the ongoing procurement, operation and support of application software 
running in an enterprise environment. Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: 
Graduates from an accredited college or university with an associate’s degree in Information Technology specific may 
substitute for the required bachelor's degree. Substitution of Education for Experience: Any graduate coursework in 
Information Technology may substitute for the required experience on a year-for-year basis to a maximum substitution 
of one year. (Thirty-six graduate quarter hours or a master's degree in the above fields is equivalent to one year of 
experience.) Substitution of Experience for Education: Professional-level experience in any one of the following areas 
may substitute for the specific associate’s degree on a year-for-year basis to a maximum substitution of two years: 
maintenance of server or network operating systems or the ongoing operation and support of application software 
running in an enterprise environment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the procurement, deployment and maintenance of servers, 
switches, server operating systems, network operating systems, server application software, and performs related work 
as required. Distinguishing Features: An employee in this class performs complex server, network and application 
administration duties, recommends server/network and application software standards, acts as a team lead for staff 
primarily responsible for the administration and maintenance of server and network hardware, operating system 
software or application software. This class differs from the Systems Programmer 3 in that incumbents of the latter 
perform advanced server/network and application administration duties; utilizing configuration management tools and 
performs basic administration duties, and may lead teams. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:     Plans server installation requirements 
for hardware and/or software components to ensure system functionality. Getting Information:     Receives data from 
the problem management database.    Collects and compiles performance and availability information on servers, 
operating systems, and hardware to report to management.    Gathers data pertaining to customer needs from project 
managers or director and use the information to identify, predict, interpret, and evaluate system and network 
requirements.Monitor Processes, Materials, or Surroundings:     Coordinates network or design activities with 
administrator of associated networks.    Monitors application performance statistics to verify sufficient resources for 
user load.    Monitors system and applications logs and reports for system integrity and escalates as necessary.    
Monitors licenses for applications to confirm adequate amount of remaining licenses.Evaluating Information to 
Determine Compliance with Standards:    Evaluates application software and related packages for standards.    Reviews 
server policies for compliance to standards.Updating and Using Relevant Knowledge:    Maintains knowledge of servers 
and applications in use in the data center environment.Interacting With Computers:    Utilizes state standard 
workstation tools to manage server, operating system and application software.    Installs and configures server 
hardware, operating system and application software.    Verifies application load is balanced across servers to ensure 
acceptable performance.    Performs high availability testing on servers to prevent downtime.    Performs fail over of 
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servers in case of disaster recovery.    Performs server, application and data restoration.    Performs back-ups for servers, 
applications and data.Documenting/Recording Information:    Develops and maintains the documentation needed for 
system implementation and recovery.    Develops and maintains scripts for server and application administration.    
Prepares detailed network specifications, including diagrams, charts, equipment configurations, or recommended 
technologies.    Develops and write procedures for installation, use, or troubleshooting of communications hardware or 
software.    Prepares detailed network specifications, including diagrams, charts, equipment configurations, or 
recommended technologies.Communicating with Supervisors, Peers, or Subordinates:    Identifies and escalates 
problems as appropriate following procedures.    Leads groups and projects.    Recommends changes or improvements 
to enhance customer service and/or reduces time of problem resolution.Communicating with Persons Outside 
Organization:    Maintains communication with customers during the problem resolution process.    Develops and 
maintains a relationship with outside companies to establish a connection for the secure exchange of 
information.Identifying Objects, Actions, and Events:     Determines specific network hardware or software 
requirements, such as platforms, interfaces, bandwidths, or routine schemas.    Evaluates local area network (LAN) or 
wide area network (WAN) performance data to ensure sufficient availability or speed, to identify network problems, or 
for disaster recovery purposes.Analyzing Data or Information:    Analyzes network performance and data input/output 
reports to detect problems, identify inefficient use of computer resources, or perform capacity planning.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:    Builds, or operates equipment configuration prototypes, 
including network hardware, Firewalls, Voice Over Internet Protocol (VOIP) and management systems. 
 
Competencies (KSA’s): 
Competencies:    Organizing    Peer Relationships    Problem Solving    Functional/Technical Competency    Technical 
Learning    Managing through Systems    Written Communication    Perseverance    Customer Focus    Integrity and 
TrustKnowledge:    Knowledge of Operating Systems    Knowledge of Antivirus Protection    Knowledge of Web Server 
Software    Knowledge of Firewall Concepts    Knowledge of Email Systems    Knowledge of Directory Services    
Knowledge of End Point Protection    Knowledge of Email Archival Software    Knowledge of Customer Relations 
Management Software    Knowledge of Performance Monitoring    Knowledge of Server Sizing    Knowledge of Security    
Knowledge of Server Application    Knowledge of Server Hardware    Knowledge of Clustering Technology    Knowledge of 
Back-up Methodologies    Knowledge of Load Testing    Knowledge of Disaster Recovery Concepts    Knowledge of 
Systems Management    Knowledge of Network Topology    Knowledge of Unified Communication Software    Knowledge 
of Encryption Software    Knowledge of Telecommunications    Knowledge of Network Configuration    Knowledge of 
Configuration Management    Knowledge of Mass Mailing Management Software    Knowledge of Identity Management 
SoftwareSkills:    Customer Service    Troubleshooting    Active Listening    Maintenance and Operating    Oral 
Communication    Testing    Installation    Performance Tuning    Team Oriented    Problem solvingAbilities:    Oral 
Comprehension and Expression    Static Strength    Problem Sensitivity    Written Comprehension and Expression    
Deductive Reasoning    Inductive Reasoning    Leadership 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Server    Camera    Bar Code Scanner    
Mobile Devices    Motor Vehicle    Projector/Audio Visual Equipment    Routers    Switches 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
036955 - Safety Comm Deputy Director 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1605 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075865 - T&R DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4056 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078273 - TAC ASSISTANT DIR 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  4485 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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078272 - TAC PROGRAM DIRECTOR 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  4484 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time increasingly responsible professional arts program coordination work; qualifying 
full-time experience in arts program coordination may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years; additional pertinent graduate coursework may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years; OR two years of increasingly responsible professional 
arts program coordinative experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  A valid vehicle operator's license may be required for employment in some 
positions.Examination Method:  Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional arts commission program coordinative work of 
average difficulty; and performs related work as required.Distinguishing Features:  This is the working-level class in the 
Arts Commission Program Coordinator sub-series. An employee in this class is responsible for administering state and 
federal grants to individual and group artists. This class differs from Arts Commission Program Coordinator 1 in that an 
incumbent of the latter is responsible for entry-level work. This class differs from that of Arts Commission Program 
Director in that the incumbent of the latter is responsible for directing the program. 
 
Work Activities: 
1. Assists in the development and administration of state and federal grants to arts organizations, non-arts 
organizations, individual, and group artists producing arts projects through individual consultation and travel to sites 
across the state explaining the grant making process.2. Monitors current grantees performing on-site evaluations and 
desk audits to guarantee compliance with state and federal contracts.3. Provides technical assistance to groups 
developing art programs and projects that may include: board development, staff training, fundraising, information 
technology, arts curriculum development, fairs and festivals, organizational development, volunteerism, cultural 
planning, cultural tourism, arts programming, gallery operation, financial management, governance, and non-profit 
incorporation.4. Provides technical assistance to individual artists developing art programs and projects that may 
include: marketing, public relations, contract negotiation, legal responsibilities, employment opportunities, information 
technology, and facility management.5. Generates public support for the arts by conducting surveys, writing press 
releases, developing brochures, and using technology to promote Commission programs, projects, and events.6. Serves 
as a resource for arts disciplines that may include: dance, music, opera, theater, visual arts, crafts, design arts, 
photography, media arts, literature, and folklife/traditional arts.7. Represents the Commission at local, state, regional, 
and national meetings and attends staff meetings, seminars, and arts council meetings.8. Plans events, develops 
workshops, and facilitates meetings for specific groups served by the Commission.9. Prepares records and reports such 
as speeches, annual reports, activity reports, brochures, newsletters, and educational material.10. Works with the 
executive director to develop an annual individual program budget and works with the administrative services director 
in implementing the budget.11. Assists Commission staff on special projects assigned by the executive director.12. 
Identifies issues and develops strategies to assist the Commission in carrying out its mission.13. Operates a motor 
vehicle. 
 
Competencies (KSA’s): 
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Tools and Equipment Used: 
" Click here to access current compensation information." 
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078295 - TAC-DIRECTOR 
 
Agency:  TN Arts Commission (31625) 
Edison Template Job Opening ID:  4498 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028423 - TACIR ADMINISTRATION DIRECTOR 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1074 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028422 - TACIR DEPUTY EXEC DIRECTOR 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1073 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028420 - TACIR EXEC DIRECTOR 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1072 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028427 - TACIR INFO SYSTEMS TECH MGR 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1088 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028430 - TACIR RESEARCH ASSOCIATE 1 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1089 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028431 - TACIR RESEARCH ASSOCIATE 2 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1090 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028447 - TACIR RESEARCH ASSOCIATE 3 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1091 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028448 - TACIR RESEARCH ASSOCIATE 4 
 
Agency:  Advis Comm Intergov Relations (31612) 
Edison Template Job Opening ID:  1092 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3899 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3900 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3901 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3902 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  3903 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3904 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3905 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3906 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  3907 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3908 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3909 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073709 - TALENT MANAGEMENT ASST DIR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3910 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Human 
Resources, Adult Education, Instructional Design, or other related field. OR Education and Experience: Graduation from 
an accredited college or university with a bachelor's degree and two years of experience in Human Resources, Adult 
Education, Instructional Design, or other related experience. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional talent management work of considerable difficulty 
and supervisory work of routine difficulty in assisting in strategically implementing talent management related functions 
for a department; and performs related work as required. Distinguishing Features: Incumbents in this class assist in 
strategically implementing talent management functions for a department. This class differs from the Talent 
Management Director series in that incumbents of the latter strategically implement talent management related 
functions for an agency. 
 
Work Activities: 
Training and Teaching Others:    Educates departmental staff in the use of organizational development tools to support 
the statewide talent management initiatives and departmental business practices.     Uses Department of Human 
Resources’ (DOHR) curriculum to implement the development needs of the agency.     Implements DOHR approved 
management development and employee career path programs that will support and sustain the department.    
Prepares and delivers presentations on subjects relating to technical policies, procedures, and activities to departmental 
staff.     Recommends internal candidates for TGEI, TGMI, LEAD Tennessee, and other state and departmental leadership 
programs.  Getting Information:    Develops a needs assessment to determine departmental technical and non-technical 
learning and talent development needs.    Administers surveys to determine the effectiveness of departmental technical 
and non-technical learning and talent development.    Obtains information using DOHR talent management tools to 
determine agency talent development needs. Making Decisions and Solving Problems:    Assists with the execution of 
the department’s talent management strategy.    Identifies current and future talent and capability gaps and partners 
with DOHR to create solutions to fill gaps within the department.     Provides technical advice and guidance to staff on a 
regular basis in talent management. Coaching and Developing Others:    Works closely with departmental leadership to 
develop and execute DOHR approved human capital strategies and processes that effectively meet, support and 
enhance departmental objectives.    Ensures the successful implementation of departmental on-boarding processes 
using the state approved on-boarding template.  Scheduling Work and Activities:    Coordinates training programs and 
events conducted by subordinate training staff members.    Schedules learning and development opportunities for 
departmental staff.    Coordinates training staff assignments.  Judging the Qualities of Things, Services, or People:    
Assesses the quality of departmental technical and training materials to ensure that departmental learning strategies 
can be carried out effectively.    Analyzes survey data received on learning and talent development initiatives. 
Developing Objectives and Strategies:    Assists with the planning and organizing of a department wide talent 
management program.    Assists with departmental succession planning using the state approved succession planning 
template. Communicating with Supervisors, Peers, or Subordinates:    Communicates and provides customer service to 
departmental staff and helps assist, clarify and direct them to the appropriate authority for further assistance.    
Prepares written reports on subjects relating to divisional policies, procedures and activities to departmental staff. 
Evaluating Information to Determine Compliance with Standards:    Keeps abreast of all relevant changes in laws, rules, 
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policies and procedures; and relays information to team members.    Keeps abreast of changes and updates in applicable 
relevant learning management systems software and technology to assist in achieving departmental goals. Establishing 
and Maintaining Interpersonal Relationships:    Builds and maintains positive working relationships with key 
stakeholders to support departmental learning and talent management strategy. Staffing Organizational Units:    Makes 
recommendations on staff employment, retention, promotion and other human resources actions. Analyzing Data or 
Information:    Analyzes survey results, talent management assessments, and other relevant data to inform 
departmental leadership concerning talent management needs. Guiding, Directing and Motivating Subordinates:    
Provides guidance and direction to subordinates, including setting performance standards, conducting performance 
evaluations and monitoring performance. Provide Consultation and Advice to Others:    Informs departmental leadership 
of talent management development needs within the department. Communicating with Persons Outside Organization:    
Communicates and provides customer service to external customers to ensure that their business needs are met. 
Developing and Building Teams:    Leverages developmental opportunities and motivational factors to improve team 
development and the performance of assigned subordinates. Estimating the Quantifiable Characteristics of Products, 
Events, or Information:    Assists the Talent Management Director in determining the appropriate resources needed to 
ensure the effective implementation of the state’s talent management strategies. Performing Administrative Activities:    
Assists with the management and tracking of the internal selection and approval processes for TGEI, TGMI, LEAD 
Tennessee, and other state and departmental leadership programs. Monitor Processes, Materials, or Surroundings:    
Monitors information using state talent management tools to determine agency talent development needs. Processing 
Information:    Compiles survey results, talent management assessments, and other relevant data to determine 
departmental talent management needs. Updating and Using Relevant Knowledge:    Keeps abreast of best practices in 
the field of learning and talent development.  Interpreting the Meaning of Information for Others:    Explains, interprets 
and enforces pertinent policy and procedures to departmental staff.Organizing, Planning and Prioritizing Work:    
Prioritizes daily duties to accomplish individual work outcomes.  
 
Competencies (KSA’s): 
Competencies:    Business Acumen    Decision Quality    Problem Solving    Perseverance    Presentation Skills    Written 
Communications    Ethics and Values Knowledge:    Administration and Management    Communications and Media    
Education and Training    Personnel and Human Resources Skills:    Active Learning    Active Listening    Critical Thinking    
Learning Strategies    Reading Comprehension    Speaking    Writing    Instructing    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    Systems Evaluation Abilities:    Oral Expression    Deducting 
Reasoning    Inductive Reasoning    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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073781 - TALENT MANAGEMENT DIRECTOR 3 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3844 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for a large 
department; and performs related work as required. Distinguishing Features: Incumbents in this class strategically direct 
all talent management functions for large departments or agencies. This class differs from Talent Management Director 
2 in that incumbents of the latter strategically direct talent management related functions for small to moderate-sized 
departments. This class differs from Talent Management Director 4 in that incumbents of the latter strategically direct 
talent management related functions for the largest or most complex departments. 
 
Work Activities: 
    Directs the state’s talent management strategy for a large department to improve departmental processes and create 
a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state and 
departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these initiatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies; directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073781 - TALENT MANAGEMENT DIRECTOR 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3845 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for a large 
department; and performs related work as required. Distinguishing Features: Incumbents in this class strategically direct 
all talent management functions for large departments or agencies. This class differs from Talent Management Director 
2 in that incumbents of the latter strategically direct talent management related functions for small to moderate-sized 
departments. This class differs from Talent Management Director 4 in that incumbents of the latter strategically direct 
talent management related functions for the largest or most complex departments. 
 
Work Activities: 
    Directs the state’s talent management strategy for a large department to improve departmental processes and create 
a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state and 
departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these initiatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies; directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073781 - TALENT MANAGEMENT DIRECTOR 3 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3846 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for a large 
department; and performs related work as required. Distinguishing Features: Incumbents in this class strategically direct 
all talent management functions for large departments or agencies. This class differs from Talent Management Director 
2 in that incumbents of the latter strategically direct talent management related functions for small to moderate-sized 
departments. This class differs from Talent Management Director 4 in that incumbents of the latter strategically direct 
talent management related functions for the largest or most complex departments. 
 
Work Activities: 
    Directs the state’s talent management strategy for a large department to improve departmental processes and create 
a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state and 
departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these initiatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies; directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073781 - TALENT MANAGEMENT DIRECTOR 3 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3847 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for a large 
department; and performs related work as required. Distinguishing Features: Incumbents in this class strategically direct 
all talent management functions for large departments or agencies. This class differs from Talent Management Director 
2 in that incumbents of the latter strategically direct talent management related functions for small to moderate-sized 
departments. This class differs from Talent Management Director 4 in that incumbents of the latter strategically direct 
talent management related functions for the largest or most complex departments. 
 
Work Activities: 
    Directs the state’s talent management strategy for a large department to improve departmental processes and create 
a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state and 
departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these initiatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies; directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073782 - TALENT MANAGEMENT DIRECTOR 4 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3853 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for the largest 
departments; and performs related work as required. Distinguishing Features: Incumbents in this class strategically 
direct all talent management functions for the largest or most complex departments or agencies. This class differs from 
Talent Management Director 3 in that incumbents of the latter strategically direct talent management related functions 
for large departments.  
 
Work Activities: 
    Directs the state’s talent management strategy for the largest departments to improve departmental processes and 
create a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state 
and departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these iniatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies;  directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073782 - TALENT MANAGEMENT DIRECTOR 4 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3854 
 
Minimum Qualifications: 
Education and Experience:  Determined by appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by appointing authority. Examination Method: Determined by appointing 
authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional talent management work of considerable difficulty and 
supervisory work of average difficulty in strategically directing all talent management related functions for the largest 
departments; and performs related work as required. Distinguishing Features: Incumbents in this class strategically 
direct all talent management functions for the largest or most complex departments or agencies. This class differs from 
Talent Management Director 3 in that incumbents of the latter strategically direct talent management related functions 
for large departments.  
 
Work Activities: 
    Directs the state’s talent management strategy for the largest departments to improve departmental processes and 
create a high performing workforce; in conjunction with the Department of Human Resources (DOHR), executes all state 
and departmental talent management initiatives including assessment, succession planning and management, talent 
pipelines, high potential identification, performance coaching, mentoring, competency modeling and integration, 
onboarding, and workforce planning.         Systemically analyzes the department and the current workforce culture to 
identify gaps and departmental talent management needs; partners with executive/senior leaders and agency HR 
directors, as well as DOHR, in implementing organizational development tools to meet the needs of the department and 
address identified talent gaps; ensures alignment of these iniatives with the vision of the Governor, the department’s 
mission, vision and values, as well as core competencies;  directs the internal selection process for statewide leadership 
programs such as TGEI, TGMI, and LEAD Tennessee, as well as any agency-specific leadership programs; educates 
departmental leaders on the use of the state’s talent review process and the nine-box matrix; in conjunction with DOHR, 
develops an agency-specific leadership program.         Serves as an internal partner to all levels of employees and officials 
in the organization on talent management matters and career planning; acts as liaison to DOHR on talent management; 
collaborates with other talent management directors, human resources directors, and DOHR in ensuring a consistent 
and proper talent management strategy.         Collaborates with departmental leadership, including the HR Director, to 
utilize the state’s talent management initiatives to create a workplace culture that is positive, progressive, and high 
performing.         Assigns, trains, supervises, and evaluates subordinate professional and other talent management staff 
and their work; makes recommendations and decisions on human resources actions such as employment, promotion, 
demotion, transfer, retention, and performance increases; gives guidance and advice to subordinates. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073756 - TALENT MGMT BUSINESS PARTNER 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3886 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073756 - TALENT MGMT BUSINESS PARTNER 3 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3887 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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098341 - TARGET SYSTEMS REPAIR SPEC 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4560 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a high school diploma and one year of experience installing, 
maintaining, and troubleshooting electronic equipment. 
 
Other Requirements: 
Necessary Special Qualifications:   Must possess a Department of Defense Secret Clearance within one year of being 
hired. Must attend and pass Army National Guard Target Systems Repair class within one year. Must possess a valid 
Driver's License Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for the repair, installation, operation, and maintenance of a variety 
of Army Standard Integrated Training Systems.                                                                                                   Distinguishing 
Features: An incumbent in this class is responsible for the repair, installation, operation, and maintenance of a variety of 
Army Standard Integrated Training Systems within the Tennessee Army National Guard Training Site Command. 
 
Work Activities: 
1. Inspects and tests Army Standard Integrated Target Systems, using wiring, diagrams, schematics, technical manuals 
and test equipment.2. Isolates faulty components and determines extent of repair or replacement required to restore 
power, signal or correct mechanical operation.3. Installs portable target systems and thermal target equipment to 
include, but not limited to, AC or DC power thermal heating panels.4. Developing training scenarios for radio controlled 
and hardwired down range target systems, using computer controlled target systems software.5. Fabricates and 
maintains a variety of static wooden, plastic, and cardboard target frames in accordance with established 
standards.6.Fabricates and repairs electrical power/data cables, hit sensor assemblies, and hardwired target controls 
power distribution/switch devices.7. Operates and performs operational and organizational maintenance on gasoline 
and/or diesel powered generating systems and various portable power sources used in support of range control and 
target systems.8. Operates and maintains wheeled vehicles assigned to Range Control.9. Operates and maintains 
equipment used for such purposes as berm repair and maintenance, grass cutting, snow removal, and otherwise 
maintaining the range area in order to keep ranges operational to the maximum extent possible on a year round 
basis.10. Performs other duties as assigned. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Customer Focus Drive for Results Informing Integrity and Trust Learning on the Fly 
Organizing Problem Solving Self-Development Time ManagementKnowledge: Public Safety and Security Mechanical 
Mathematics Engineering and Technology Design Computers and Electronics Communications and Media Building and 
Construction Customer and Personal Service Production and ProcessingSkills: Management of Material Resources 
Programming Troubleshooting Technology Design Systems Evaluation Repairing Equipment Maintenance Complex 
Problem Solving Installation Operation and ControlAbilities: Visual Color Discrimination Trunk Strength Time Sharing 
Selective Attention Finger Dexterity Information Ordering Extent Flexibility Depth Perception Control Precision Auditory 
Attention 
 
Tools and Equipment Used: 
 Electronic/Electrical test equipment Personal computer Power tools Hand tools Material handling equipment Power 
generation equipment /solar panels Heavy equipment (wheeled and tracked) Welding equipment Light utility vehicles 
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075831 - TAX AUDIT MANAGER 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4132 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including at 
least eighteen semester (twenty-seven quarter) hours in accounting and experience equivalent to two years of full-time 
work supervising professional-level employees. Substitution of Experience for Education: Qualifying experience in 
professional accounting and/or auditing may substitute for the required education to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license and personal vehicle insurance. Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing and supervisory work of considerable 
difficulty and managerial work of routine difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class manages certain tax programs within a division. This class differs from Tax Auditor Supervisor in 
that a Tax Auditor Supervisor supervises the operation of a regional tax office or work unit of a tax division. This class 
differs from Tax Audit Manager 2 in that a Tax Audit Manager 2 manages the operation of one or more regional tax 
offices or manages all tax programs within one section of a tax division. 
 
Work Activities: 
Communicating with Persons Outside Organization: Facilitates communication between taxpayers and tax auditors 
regarding audit findings. Explains tax positions and tax policies to interested parties. Answers inquiries from the legal 
staff or Attorney General and provides necessary documentation. Provides testimony as a fact or expert witness in a 
court of law or in a case deposition.Communicating with Supervisors, Peers, or Subordinates: Communicates changes in 
policies and procedures. Participates and provides constructive feedback in organizational meetings to accomplish 
management directives. Notifies management of any unresolved disagreements with taxpayers about audit 
determinations. Gathers information about tax audit projects, personnel matters, and other administrative matters for 
management's information. Communicates with other divisions regarding departmental policies, procedures, and future 
planning. Communicates tax and procedural issues on which clarification is needed to management. Assists with the 
administration of current and potential tax incentive projects.Developing and Building Teams: Promotes team building. 
Interviews applicants for employment or promotional opportunities. Provides recommendations concerning the 
selection of applicants. Identifies and develops future leaders and subject matter experts. Coordinates and organizes 
multiple units.Evaluating Information to Determine Compliance with Standards: Works with supervisors to ensure 
professional and technical staff comply with tax audit and departmental policies and procedures. Reviews and approves 
audits performed by professional-level tax auditors after supervisory review. Works with supervisors to ensure that tax 
audit findings are in accordance with tax law and administrative policies. Reviews supervisory determinations that audit 
documentation is complete, logically-developed, and well-supported. Monitors issues addressed in new legislation, legal 
rulings, hearing office decisions, and departmental guidance and ensures that audits properly address such 
issues.Guiding, Directing, and Motivating Subordinates: Discusses and coordinates work assignments with employees 
under direct supervision. Reviews job responsibilities and goals of employees for individual job performance plans. 
Reviews performance evaluations of professional-level tax auditors and technical staff and provides necessary guidance. 
Reviews allocation of professional-level tax auditors who will train and coach new employees on the job. Develops direct 
reports in anticipation of possible management succession.Making Decisions and Solving Problems: Identifies forms 
(such as tax returns, waivers, certificates, licenses, and registration forms) or processes which need revision or 
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development. Develops layouts for forms which conform to changes or revisions in the law and more efficient 
processing procedures. Makes decisions on work issues presented by subordinates. Continuously looks for ways to 
improve unit effectiveness. Evaluates and makes decisions on employee-related issues as presented by subordinates. 
Maintains a working understanding of, and reviews, supervisory reports. Makes determinations regarding corrective 
action and implements necessary actions.Organizing, Planning, and Prioritizing Work: Set goals and priorities for a work 
section. Monitors direction of work section and makes necessary adjustments. Selects individual auditors to participate 
in tax audit assignments according to level of development and ability. Manages the daily operations of a work section. 
Incorporates management goals and directives into priorities set for work section.Training and Teaching Others: Teaches 
department-wide training classes when called upon by management. Supports special projects and commitments from 
management, including making presentations to taxpayer groups and the general public. Ensures that persons within 
work section are completing necessary training. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity and Trust Planning Delegation Customer Focus Motivating Others Written 
Communications Functional/Technical Competency Perspective Conflict ManagementKnowledge: Advanced knowledge 
of generally accepted accounting principles (GAAP) and practices, including financial statements Advanced knowledge of 
corporate formations and business structures Principles and processes for providing customer service Thorough 
understanding of Tennessee tax law and rules and regulations Understanding of State of Tennessee personnel 
procedures Business and management principles involved in strategic planning, resource allocation and leadership 
techniquesSkills: Thinks critically and uses problem solving techniques Analyzes information and applies appropriate 
judgment when making decisions Prioritizes work to meet goals and deadlines Monitors, motivates, and directs the 
performance of others Brings others together to reconcile differencesAbilities: Comprehends information and concepts 
presented both orally and in writing Effectively expresses information and concepts both orally and in writing Conducts 
oneself professionally and with the utmost integrity Examines detail with careful attention Actively listens to others and 
recognizes the implications of the information provided Applies inductive, deductive, and mathematical reasoning to 
identify issues and to form conclusions Critically and objectively evaluates employees under supervision Motivates 
others Leads with confidence Manages with a broad perspective 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                                                Personal Motor Vehicle Telephone Fax Machine Scanner Printer 
Copy Machine 
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075832 - TAX AUDIT MANAGER 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4141 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including at 
least eighteen semester (twenty-seven quarter) hours in accounting and experience equivalent to three years of full-
time work supervising professional-level employees. Substitution of Experience for Education: Qualifying experience in 
professional accounting and/or auditing may substitute for the required education to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license and personal vehicle insurance. Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing and supervisory work of considerable 
difficulty and managerial work of average difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class manages the operation of one or more regional tax offices or manages all tax programs within 
one section of a tax division. This class differs from Tax Audit Manager 1 in that a Tax Audit Manager 1 manages certain 
tax programs within a tax division. This class differs from Tax Audit Manager 3 in that a Tax Audit Manager 3 manages 
two or more regional tax offices or manages all tax programs administered in several sections of a tax division. 
 
Work Activities: 
Communicating with Persons Outside Organization: Facilitates communication between taxpayers and tax auditors 
regarding audit findings. Explains tax positions and tax policies to interested parties. Answers inquiries from the legal 
staff or Attorney General and provides necessary documentation. Provides testimony as a fact or expert witness in a 
court of law or in a case deposition.Communicating with Supervisors, Peers, or Subordinates: Communicates changes in 
policies and procedures. Participates and provides constructive feedback in organizational meetings to accomplish 
management directives. Notifies management of any unresolved disagreements with taxpayers about audit 
determinations. Gathers information about tax audit projects, personnel matters, and other administrative matters for 
management's information. Communicates with other divisions regarding departmental policies, procedures, and future 
planning. Communicates tax and procedural issues on which clarification is needed to management. Assists with the 
administration of current and potential tax incentive projects.Developing and Building Teams: Promotes team building 
on a regional basis. Interviews applicants for employment or promotional opportunities. Provides recommendations 
concerning the selection of applicants. Identifies and develops future leaders and subject matter experts. Coordinates 
and organizes multiple units.Evaluating Information to Determine Compliance with Standards: Works with supervisors 
to ensure professional and technical staff comply with tax audit and departmental policies and procedures. Reviews and 
approves audits performed by professional-level tax auditors after supervisory review. Works with supervisors to ensure 
that tax audit findings are in accordance with tax law and administrative policies. Reviews supervisory determinations 
that audit documentation is complete, logically-developed, and well-supported. Monitors issues addressed in new 
legislation, legal rulings, hearing office decisions, and departmental guidance and ensures that audits properly address 
such issues.Guiding, Directing, and Motivating Subordinates: Discusses and coordinates work assignments with 
employees under direct supervision. Reviews job responsibilities and goals of employees for individual job performance 
plans. Reviews performance evaluations of professional-level tax auditors and technical staff and provides necessary 
guidance. Reviews allocation of professional-level tax auditors who will train and coach new employees on the job. 
Develops direct reports in anticipation of possible management succession.Making Decisions and Solving Problems: 
Identifies forms (such as tax returns, waivers, certificates, licenses, and registration forms) or processes which need 
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revision or development. Develops layouts for forms which conform to changes or revisions in the law and more 
efficient processing procedures. Makes decisions on work issues presented by subordinates. Continuously looks for ways 
to improve unit effectiveness. Evaluates and makes decisions on employee-related issues as presented by subordinates. 
Maintains a working understanding of, and reviews, supervisory reports. Makes determinations regarding corrective 
action and implements necessary actions.Organizing, Planning, and Prioritizing Work: Set goals and priorities for work 
sections. Monitors direction of work sections and makes necessary adjustments. Selects individual auditors to 
participate in tax audit assignments according to level of development and ability. Manages the daily operations of 
regional offices or work sections. Incorporates management goals and directives into priorities set for work 
sections.Training and Teaching Others: Teaches department-wide training classes when called upon by management. 
Supports special projects and commitments from management, including making presentations to taxpayer groups and 
the general public. Ensures that persons within work sections are completing necessary training. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity and Trust Planning Delegation Customer Focus Motivating Others Written 
Communications Functional/Technical Competency Perspective Conflict ManagementKnowledge: Advanced knowledge 
of generally accepted accounting principles (GAAP) and practices, including financial statements Advanced knowledge of 
corporate formations and business structures Principles and processes for providing customer service Thorough 
understanding of Tennessee tax law and rules and regulations Understanding of State of Tennessee personnel 
procedures Business and management principles involved in strategic planning, resource allocation and leadership 
techniquesSkills: Thinks critically and uses problem solving techniques Analyzes information and applies appropriate 
judgment when making decisions Prioritizes work to meet goals and deadlines Monitors, motivates, and directs the 
performance of others Brings others together to reconcile differencesAbilities: Comprehends information and concepts 
presented both orally and in writing Effectively expresses information and concepts both orally and in writing Conducts 
oneself professionally and with the utmost integrity Examines detail with careful attention Actively listens to others and 
recognizes the implications of the information provided Applies inductive, deductive, and mathematical reasoning to 
identify issues and to form conclusions Critically and objectively evaluates employees under supervision Motivates 
others Leads with confidence Manages with a broad perspective 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                                                Personal Motor Vehicle Telephone Fax Machine Scanner Printer 
Copy Machine 
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075833 - TAX AUDIT MANAGER 3 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4146 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including at 
least eighteen semester (twenty-seven quarter) hours in accounting and experience equivalent to four years of full-time 
work supervising professional-level employees. Substitution of Experience for Education: Qualifying experience in 
professional accounting and/or auditing may substitute for the required education to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license and personal vehicle insurance. Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and 
Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing and supervisory work of considerable 
difficulty and complex managerial work in managing the work of professional tax auditors in several sections within a 
division of the Department of Revenue; and performs related work as required. Distinguishing Features: An employee in 
this class manages two or more regional tax offices or manages all tax programs administered in several sections of a tax 
division. This class differs from Tax Audit Manager 2 in that a Tax Audit Manager 2 manages the operation of one or 
more regional tax offices or manages all tax programs within one section of a tax division. This class differs from 
Revenue Audit Assistant Director in that a Revenue Audit Assistant Director assists in directing an entire tax division. 
 
Work Activities: 
Communicating with Persons Outside Organization: Facilitates communication between taxpayers and tax auditors 
regarding audit findings. Explains tax positions and tax policies to interested parties. Answers inquiries from the legal 
staff or Attorney General and provides necessary documentation. Provides testimony as a fact or expert witness in a 
court of law or in a case deposition.Communicating with Supervisors, Peers, or Subordinates: Communicates changes in 
policies and procedures. Participates and provides constructive feedback in organizational meetings to accomplish 
management directives. Notifies management of any unresolved disagreements with taxpayers about audit 
determinations. Gathers information about tax audit projects, personnel matters, and other administrative matters for 
management's information. Communicates with other divisions regarding departmental policies, procedures, and future 
planning. Communicates tax and procedural issues on which clarification is needed to management. Assists with the 
administration of current and potential tax incentive projects.Developing and Building Teams: Promotes team building 
on a regional basis. Interviews applicants for employment or promotional opportunities. Provides recommendations 
concerning the selection of applicants. Identifies and develops future leaders and subject matter experts. Coordinates 
and organizes multiple units.Evaluating Information to Determine Compliance with Standards: Works with supervisors 
to ensure professional and technical staff comply with tax audit and departmental policies and procedures. Reviews and 
approves audits performed by professional-level tax auditors after supervisory review. Works with supervisors to ensure 
that tax audit findings are in accordance with tax law and administrative policies. Reviews supervisory determinations 
that audit documentation is complete, logically-developed, and well-supported. Monitors issues addressed in new 
legislation, legal rulings, hearing office decisions, and departmental guidance and ensures that audits properly address 
such issues.Guiding, Directing, and Motivating Subordinates: Discusses and coordinates work assignments with 
employees under direct supervision. Reviews job responsibilities and goals of employees for individual job performance 
plans. Reviews performance evaluations of professional-level tax auditors and technical staff and provides necessary 
guidance. Reviews allocation of professional-level tax auditors who will train and coach new employees on the job. 
Develops direct reports in anticipation of possible management succession.Making Decisions and Solving Problems: 
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Identifies forms (such as tax returns, waivers, certificates, licenses, and registration forms) or processes which need 
revision or development. Develops layouts for forms which conform to changes or revisions in the law and more 
efficient processing procedures. Makes decisions on work issues presented by subordinates. Continuously looks for ways 
to improve unit effectiveness. Evaluates and makes decisions on employee-related issues as presented by subordinates. 
Maintains a working understanding of, and reviews, supervisory reports. Makes determinations regarding corrective 
action and implements necessary actions.Organizing, Planning, and Prioritizing Work: Set goals and priorities for work 
sections. Monitors direction of work sections and makes necessary adjustments. Selects individual auditors to 
participate in tax audit assignments according to level of development and ability. Manages the daily operations of 
regional offices or work sections. Incorporates management goals and directives into priorities set for work 
sections.Training and Teaching Others: Teaches department-wide training classes when called upon by management. 
Supports special projects and commitments from management, including making presentations to taxpayer groups and 
the general public. Ensures that persons within work sections are completing necessary training. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity and Trust Planning Delegation Customer Focus Motivating Others Written 
Communications Functional/Technical Competency Perspective Conflict ManagementKnowledge: Advanced knowledge 
of generally accepted accounting principles (GAAP) and practices, including financial statements Advanced knowledge of 
corporate formations and business structures Principles and processes for providing customer service Thorough 
understanding of Tennessee tax law and rules and regulations Understanding of State of Tennessee personnel 
procedures Business and management principles involved in strategic planning, resource allocation and leadership 
techniquesSkills: Thinks critically and uses problem solving techniques Analyzes information and applies appropriate 
judgment when making decisions Prioritizes work to meet goals and deadlines Monitors, motivates, and directs the 
performance of others Brings others together to reconcile differencesAbilities: Comprehends information and concepts 
presented both orally and in writing Effectively expresses information and concepts both orally and in writing Conducts 
oneself professionally and with the utmost integrity Examines detail with careful attention Actively listens to others and 
recognizes the implications of the information provided Applies inductive, deductive, and mathematical reasoning to 
identify issues and to form conclusions Critically and objectively evaluates employees under supervision Motivates 
others Leads with confidence Manages with a broad perspective 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                                                Personal Motor Vehicle Telephone Fax Machine Scanner Printer 
Copy Machine 
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075211 - TAX AUDITING ASSOCIATE** 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  6011 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing; qualifying full-time professional experience 
in accounting or auditing may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORSix semester (nine quarter) hours of college coursework in accounting and three years of experience as an 
Accounting Technician or Revenue Audit Technician with the Tennessee Department of Revenue; additional college 
coursework in accounting may be substituted for the required experience at the rate of six semester (nine quarter) 
hours for one year of experience with a maximum substitution of twelve semester (eighteen quarter) hours for two 
years of experience. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator’s license and personal vehicle insurance. Examination Method:  Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for learning to perform professional auditing work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry-level class in the Tax Auditor 
series. Under close supervision, a member of this class learns procedures and practices of performing professional tax 
auditing work. This class differs from a Tax Auditor 2* in that a Tax Auditor 2* functions at the intermediate level under 
general supervision.*An applicant appointed to this flexibly staffed class will be eligible for a salary increase and 
reclassified to the Tax Auditor 2* class after successful completion of a mandatory one year training period; an applicant 
appointed to this flexibly staffed class will be eligible for a salary increase and flex to the Tax Auditor 3* class after 
successful completion of an additional mandatory one year training period. Inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Learns to collect detailed tax information in 
accordance with Department of Revenue policy and procedure for office or field audits. Learns to establish sampling 
procedures for audits. Learns to explain the purpose of the audits to the taxpayer and define the scope of their records. 
Learns to verify completeness of records and reconcile discrepant figures from taxpayer accounts. Learns to determine a 
suitable position for tax liability in accordance with applicable state law, attorney general opinions, and established 
administrative practices. Learns to compute tax liability, plus any interest, penalties, or adjustments due from the 
taxpayer.Documenting/Recording Information: Learns to prepare reports of audit findings. Learns to describe the steps 
followed when conducting a tax audit, including the reasons for the audit, the recommended tax adjustments, and the 
discrepancies found during the audit. Learns to cite the position of the Department of Revenue and to record objections 
from the taxpayer. Learns to attach schedules detailing computation of tax liability. Communicating with Persons 
Outside the Organization: Learns to conduct closing conferences with the taxpayer upon completion of the audit. Learns 
to discuss findings with the taxpayer. Learns to cite applicable laws, attorney general opinions, current administrative 
policies, and relevant court decisions in support of the position taken. Learns to prepare tax audit correspondence for 
taxpayers, attorneys, CPAs and other representatives of the community. Learns to explain and clarify audit findings. 
Learns to respond to inquiries about tax liability and tax law. Analyzing Data or Information: Learns to select or 
recommend potential taxpayers for audit. Learns to use prior audit history, newspaper articles, advertisements, and 
other resources to identify potential taxpayers, taxpayers who may not be complying with the law, or taxpayers affected 
by changes in tax law or administrative practices. Organizing, Planning, and Prioritizing: Schedules audits and 
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appointments to maximize continuous work flow. Prioritizes work to meet deadlines specified by supervisor or 
management. Plans transportation and lodging efficiently, if needed. Interpreting the Meaning of Information for 
Others: Learns to explain relevant tax positions and tax policies. Learns to answer inquiries from the legal staff or 
attorney general. Learns to provide documentation to legal staff which will support a tax assessment. Learns to provide 
testimony as a fact or expert witness in a court of law or at a deposition. Updating and Using Relevant Knowledge: 
Pursues knowledge in new tax areas. Keeps informed of tax legislation and court decisions. Learns to advise taxpayers 
on technical matters related to tax law. Learns to answer questions about tax law, proper tax return completion, 
business licenses and registration, and departmental correspondence. Interacting With Computers: Learns to use the 
most current software, templates, rates and tools to complete audit and administrative functions. Gains working 
knowledge of computer applications used in the audit process. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Conflict Management Integrity and Trust Self-Development Time 
Management Decision Quality Written Communications Customer Focus Dealing with Ambiguity Problem 
SolvingKnowledge: Generally accepted accounting principles (GAAP) and practices, including financial statements. 
Corporate formations and business structures. Principles and processes for providing customer service. Skills: Thinks 
critically and uses problem solving techniques. Analyzes information and applies appropriate judgment when making 
decisions. Manages one’s own time. Prioritizes work to meet goals and deadlines. Proficiently uses common office 
software. Socially interacts with others, including displaying a cooperative attitude. Abilities: Comprehends information 
and concepts presented both orally and in writing. Effectively expresses information and concepts both orally and in 
writing. Conducts oneself professionally and with the utmost integrity. Works independently and with purpose. 
Examines detail with careful attention. Actively listens to others and recognizes the implications of the information 
provided. Applies inductive, deductive, and mathematical reasoning to identify issues and to form conclusions 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer Telephone Fax Machine Scanner Printer Copy Machine Personal Motor Vehicle 
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075805 - TAX AUDITOR 1-SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4065 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and two years of professional-level 
experience in accounting or auditing. Substitution of an Associate’s Degree and Experience for the Bachelor’s Degree: An 
associate’s degree with a major in accounting and one year of experience in professional-level accounting or auditing 
may be substituted for the required bachelor’s degree.    Substitution of Education and Licensure for Experience: 
Additional graduate coursework in accounting, business administration, licensure as a Public Accountant, or licensure as 
a Certified Public Accountant may substitute for one year of the required experience (thirty-six graduate quarter hours 
of specific education may substitute for one year of experience). Substitution of Experience for Education: Qualifying 
full-time professional accounting or auditing experience may be substituted for the required education on a year-for-
year basis, to a maximum of four years; OR one year of experience as a Tax Auditing Associate, with the Tennessee 
Department of Revenue. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator’s license at the 
time of appointment. Following the appointment, they must reside outside the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing work of average difficulty involving the 
examination and audit of tax documents of out-of-state corporations doing business in Tennessee to determine tax 
liability; and performs related work as required.            Distinguishing Features: An employee in this class is assigned to a 
regional tax office outside the State of Tennessee. Work involves traveling between several states in the assigned region 
to conduct primarily sales and use tax audits of corporations doing business in Tennessee. This class differs from the 
general Tax Auditor series in that incumbents of the latter reside in state to conduct tax audits. This class differs from 
the Tax Auditor 2-Special in that incumbents of the latter perform professional auditing work of considerable difficulty 
and lead Tax Auditor 1-Specials. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Explains issues pertaining to nexus and taxability to 
the taxpayer.    Collects detailed tax information from taxpayers with multi-state operations in accordance with 
Department of Revenue policy and procedure.    Explains the purpose of the audits to the taxpayer and defines the 
scope of their records.    Verifies completeness of records and reconciles discrepant figures from taxpayer accounts.    
Determines a suitable position for tax liability in accordance with applicable state law, attorney general opinions, and 
established administrative practices.    Computes tax liability, plus any interest, penalties, or adjustments due from the 
taxpayer.Documenting/Recording Information:    Prepares reports of audit findings.    Describes the steps followed when 
conducting a tax audit, including the reasons for the audit, the recommended tax adjustments, and the discrepancies 
found during the audit.    Cites the position of the Department of Revenue and records objections from the taxpayer.    
Attaches schedules detailing computation of tax liability.Communicating with Persons Outside the Organization:    
Learns to conduct closing conferences with the taxpayer upon completion of the audit.    Discusses findings with the 
taxpayer.    Cites applicable laws, attorney general opinions, current administrative policies, and relevant court decisions 
in support of the position taken.    Prepares tax audit correspondence for taxpayers, attorneys, CPAs and other 
representatives of the community.    Explains and clarifies audit findings.    Responds to inquiries about tax liability and 
tax law.Interpreting the Meaning of Information for Others:    Learns to explain relevant tax positions and tax policies, 
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which could potentially be questioned in a court of law.    Answers inquiries from the legal staff or attorney general.    
Provides documentation to legal staff, which will support a tax assessment.    Provides testimony as a fact or expert 
witness in a court of law or at a deposition.Updating and Using Relevant Knowledge:    Keeps informed of tax legislation 
and court decisions.    Advises taxpayers on technical matters related to tax law.    Receives inquiries and answers 
questions about tax law, proper tax return completion, business licenses and registration, and departmental 
correspondence.    Pursues knowledge in new tax areas.    Gains experience in performing audits of larger scope 
involving taxes of some complexity.Organizing, Planning, and Prioritizing:    Schedules audits and appointments to 
maximize continuous workflow.    Prioritizes work to meet deadlines specified by supervisor or management.    Plans 
transportation and lodging efficiently, if needed.Interacting With Computers:    Identifies and participates in the 
resolution of computer and technical issues.    Uses the most current software, templates, rates and tools to complete 
audit and administrative functions.    Maintains working knowledge of computer applications used in the audit 
process.Analyzing Data or Information:    Identifies forms, which need revision or development.    Learns to develop 
layouts for forms, which conform to changes or revisions in the law and more efficient processing procedures.    
Identifies trends or recurring issues identified in data or audits performed.    Recommends potential taxpayers for audit.    
Uses prior audit history, newspaper articles, advertisements, and other resources to identify potential taxpayers, 
taxpayers who may not be complying with the law, or taxpayers affected by changes in tax law or administrative 
practices. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Integrity and Trust    Self-Development    Conflict Management    
Time Management    Customer Focus    Written Communications    Decision Quality    Problem Solving    Dealing with 
AmbiguityKnowledge:    Advanced knowledge of generally accepted accounting principles (GAAP) and practices, 
including financial statements    Advanced knowledge of corporate formations and business structures    Principles and 
processes for providing customer service    Methods for designing, facilitating, and measuring training of individuals and 
groupsSkills:    Thinks critically and uses problem solving techniques    Analyzes information and applies appropriate 
judgment when making decisions    Manages one’s own time    Prioritizes work to meet goals and deadlines    
Proficiently uses common office software    Socially interacts with others, including displaying a cooperative attitude    
Monitors and guides the performance of others Abilities:    Comprehends information and concepts presented both 
orally and in writing    Effectively expresses information and concepts both orally and in writing    Conducts oneself 
professionally and with the utmost integrity    Works independently and with purpose    Examines detail with careful 
attention    Actively listens to others and recognizes the implications of the information provided    Applies inductive, 
deductive, and mathematical reasoning to identify issues and to form conclusions 
 
Tools and Equipment Used: 
    Laptop or Desktop Computer    Personal Motor Vehicle    Telephone    Fax Machine    Scanner    Printer    Copy Machine 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075812 - TAX AUDITOR 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  6018 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree with at least 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one year of professional level accounting 
or auditing experience.                                                                                                                 Substitution of Education and 
Licensure for Experience: Additional graduate coursework in accounting, business administration, or licensure as a 
Certified Public Accountant may substitute for one year of the required experience. Twenty-four semester (thirty-six 
quarter) graduate hours of specific education may substitute for one year of experience.          Substitution of an 
Associate’s Degree and Experience for the Bachelor’s Degree: An associate’s degree with a major in accounting and one 
year of experience in professional-level accounting or auditing may be substituted for the required education. 
Substitution of Experience for Education:  Qualifying full-time professional accounting or auditing experience may be 
substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator’s license, personal vehicle insurance, and reliable transportation. Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax audit work of routine difficulty involving the 
examination and audit of individual and corporate tax documents to determine tax liability; and performs related work 
as required. Distinguishing Features: This is the intermediate level class in the Tax Auditor sub-series, which is flexibly 
staffed with the Tax Auditor 3*. Members of this class perform professional tax audit work of routine difficulty. This 
class differs from the Tax Auditing Associate* in that the latter learns to perform tax auditing work of routine difficulty. 
This class differs from Tax Auditor 3* in that Tax Auditor 3s function at the working-level and are responsible for 
professional tax audit work of average difficulty. *An applicant appointed to this flexibly staffed class will be eligible for a 
salary increase and flex to the Tax Auditor 3* classification after successful completion of a mandatory one year training 
and probationary period. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Collects detailed tax information in accordance with 
Department of Revenue policy and procedure for office or field audits. Establishes sampling procedures for audits. 
Explains the purpose of the audits to the taxpayer and defines the scope of their records. Verifies completeness of 
records and reconciles discrepant figures from taxpayer accounts. Determines a suitable position for tax liability in 
accordance with applicable state law, attorney general opinions, and established administrative practices. Computes tax 
liability, plus any interest, penalties, or adjustments due from the taxpayer. Documenting/Recording Information: 
Prepares reports of audit findings. Describes the steps followed when conducting a tax audit, including the reasons for 
the audit, the recommended tax adjustments, and the discrepancies found during the audit. Cites the position of the 
Department of Revenue and records objections from the taxpayer. Attaches schedules detailing computation of tax 
liability. Communicating with Persons Outside the Organization: Conducts closing conferences with the taxpayer upon 
completion of the audit. Discusses findings with the taxpayer. Cites applicable laws, attorney general opinions, current 
administrative policies, and relevant court decisions in support of the position taken. Prepares tax audit correspondence 
for taxpayers, attorneys, CPAs and other representatives of the community. Explains and clarifies audit findings. 
Responds to inquiries about tax liability and tax law. Analyzing Data or Information:      May select or recommend 
potential taxpayers for audit. Uses prior audit history, newspaper articles, advertisements, and other resources to 
identify potential taxpayers, taxpayers who may not be complying with the law, or taxpayers affected by changes in tax 
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law or administrative practices. Organizing, Planning, and Prioritizing: Schedules audits and appointments to maximize 
continuous work flow. Prioritizes work to meet deadlines specified by supervisor or management. Plans transportation 
and lodging efficiently, if needed. Interpreting the Meaning of Information for Others: May explain relevant tax positions 
and tax policies. Answers inquiries from the legal staff or attorney general. Provides documentation to legal staff which 
will support a tax assessment. Provides testimony as a fact or expert witness in a court of law or at a deposition. 
Updating and Using Relevant Knowledge: Pursues knowledge in new tax areas. Keeps informed of tax legislation and 
court decisions. Advises taxpayers on technical matters related to tax law. Receives inquiries and answers questions 
about tax law, proper tax return completion, business licenses and registration, and departmental correspondence. 
Interacting With Computers: Uses the most current software, templates, rates and tools to complete audit and 
administrative functions. Maintains working knowledge of computer applications used in the audit process. 
 
Competencies (KSA’s): 
 Functional/Technical Competency Conflict Management Integrity and Trust Self-Development Time Management 
Decision Quality Written Communications Customer Focus Dealing with Ambiguity Problem SolvingKnowledge: 
Generally accepted accounting principles (GAAP) and practices, including financial statements. Corporate formations 
and business structures. Principles and processes for providing customer service.Skills: Thinks critically and uses problem 
solving techniques. Analyzes information and applies appropriate judgment when making decisions. Manages one’s own 
time. Prioritizes work to meet goals and deadlines. Proficiently uses common office software. Socially interacts with 
others, including displaying a cooperative attitude.Abilities: Comprehends information and concepts presented both 
orally and in writing. Effectively expresses information and concepts both orally and in writing. Conducts oneself 
professionally and with the utmost integrity. Works independently and with purpose. Examines detail with careful 
attention. Actively listens to others and recognizes the implications of the information provided. Applies inductive, 
deductive, and mathematical reasoning to identify issues and to form conclusions. 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer             Telephone                                            Fax Machine                                       Scanner 
Printer Copy Machine Personal Motor Vehicle 
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075806 - TAX AUDITOR 2-SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4070 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and three years of professional-level 
experience in accounting or auditing. Substitution of an Associate’s Degree and Experience for the Bachelor’s Degree: An 
associate’s degree with a major in accounting and one year of experience in professional-level accounting or auditing 
may be substituted for the required bachelor’s degree.    Substitution of Education and Licensure for Experience: 
Additional graduate coursework in accounting, business administration, licensure as a Public Accountant, or licensure as 
a Certified Public Accountant may substitute for one year of the required experience (thirty-six graduate quarter hours 
of specific education may substitute for one year of experience). Substitution of Experience for Education: Qualifying 
full-time professional accounting or auditing experience may be substituted for the required education on a year-for-
year basis, to a maximum of four years; OR one year of experience as a Tax Auditing Associate, with the Tennessee 
Department of Revenue. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator’s license at the 
time of appointment. Following the appointment they must reside outside the State of Tennessee. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing work of considerable difficulty and lead 
work involving the examination and audit of tax documents of out-of-state corporations doing business in Tennessee to 
determine tax liability; and performs related work as required. Distinguishing Features: An employee in this class is 
assigned to a regional tax office outside the State of Tennessee. Work involves traveling between several states in the 
assigned region to conduct primarily sales and use tax audits of corporations doing business in Tennessee. An employee 
in this class is responsible for leading Tax Auditor 1-Specials. This class differs from the general Tax Auditor series in that 
incumbents of the latter reside in state to conduct tax audits. This class differs from the Tax Auditor 1-Special in that 
incumbents of the latter perform professional auditing work of average difficulty for out-of-state corporations. This class 
differs from the Tax Auditor 3-Special in that the latter serves as a technical expert. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Explains and resolves issues pertaining to nexus and 
taxability to the taxpayer.    Leads highly complex audits of major corporations with multi-state operations in 
determining compliance and taxability issues.    Leads audits of taxpayers where disagreement is likely over the position 
taken for tax liability.    Collects detailed tax information from taxpayers with multi-state operations in accordance with 
Department of Revenue policy and procedure.    Establishes sampling procedures for audits.    Explains the purpose of 
the audits to the taxpayer and defines the scope of their records.    Verifies completeness of records and reconciles 
discrepant figures from taxpayer accounts.    Determines a suitable position for tax liability in accordance with applicable 
state law, attorney general opinions, and established administrative practices.    Computes tax liability, plus any interest, 
penalties, or adjustments due from the taxpayer.Documenting/Recording Information:    Prepares and leads Tax Auditor 
1-Specials in preparing reports of audit findings.    Describes the steps followed when conducting a tax audit, including 
the reasons for the audit, the recommended tax adjustments, and the discrepancies found during the audit.    Cites the 
position of the Department of Revenue and records objections from the taxpayer.    Attaches schedules detailing 
computation of tax liability.Communicating with Persons Outside the Organization:    Coordinates and conduct 
discussions regarding tax disputes between taxpayers and tax auditors.    Conducts and leads Tax Auditor 1-Specials in 
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conducting closing conferences with the taxpayer upon completion of the audit.    Discusses findings with the taxpayer.    
Cites applicable laws, attorney general opinions, current administrative policies, and relevant court decisions in support 
of the position taken.    Prepares, and trains other auditors to prepare tax audit correspondence for taxpayers, 
attorneys, CPAs and other representatives of the community.    Explains and clarifies audit findings.    Responds to 
inquiries about tax liability and tax law.Interpreting the Meaning of Information for Others:    Explains relevant tax 
positions and tax policies which could potentially be questioned in a court of law.    Answers inquiries from the legal staff 
or attorney general.    Provides documentation to legal staff which will support a tax assessment.    Provides testimony 
as a fact or expert witness in a court of law or at a deposition.    Explains and clarifies such issues as taxability and nexus 
for taxpayers.Coaching and Developing Others:    Trains professional-level tax auditors through on-the-job training and 
departmental classes, orients new employees in departmental policy, tax law, audit techniques, and audit procedures.    
Teaches specific issues in tax law, the background related to tax law, audit techniques, and audit sampling to 
professional-level audit staff on a department-wide basis.    Develops or teach standardized training classes.    Sets or 
assists in setting goals and priorities for a working group of professional-level tax auditors based on divisional policy, 
production, tax legislation, and resources.    Reviews and approves audits performed by professional-level tax auditors.    
Make decisions about the accuracy of audit findings.    Insures that tax audit findings are in accordance with tax law and 
administrative policies.    Verifies that documentation is complete, logically developed, and well-supported.    Leads tax 
auditors in the collection of detailed tax information.    Trains and advises Tax Auditor 1 Specials in the determination of 
tax issues and taxpayer liability.Updating and Using Relevant Knowledge:    Keeps informed of tax legislation and court 
decisions.    Advises Tax Auditor 1 Specials and taxpayers on technical matters related to tax law.    Receives inquiries 
and answers questions about tax law, proper tax return completion, business licenses and registration, and 
departmental correspondence.    Pursues, and leads Tax Auditor 1 Specials in pursuing knowledge in new tax 
areas.Organizing, Planning, and Prioritizing:    Schedules audits and appointments to maximize continuous workflow.    
Prioritizes work to meet deadlines specified by supervisor or management.    Plans transportation and lodging efficiently, 
if needed.Analyzing Data or Information:    Identifies forms which need revision or development.    Develops, and leads 
Tax Auditor 1 Specials, in developing layouts for forms which conform to changes or revisions in the law and more 
efficient processing procedures.    Identifies trends or recurring issues identified in data or audits performed.    Selects or 
recommends potential taxpayers for audit.    Uses prior audit history, newspaper articles, advertisements, and other 
resources to identify potential taxpayers, taxpayers who may not be complying with the law, or taxpayers affected by 
changes in tax law or administrative practices.    Leads and trains Tax Auditor 1 Specials in the extraction of vital 
information from tax records and in the determination of tax issues and taxpayer liability. Interacting With Computers:    
Identifies and participates in the resolution of computer and technical issues.    Uses the most current software, 
templates, rates and tools to complete audit and administrative functions.    Maintains working knowledge of computer 
applications used in the audit process. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Integrity and Trust    Self-Development    Conflict Management    
Time Management    Customer Focus    Written Communications    Decision Quality    Motivating Others    Problem 
SolvingKnowledge:    Advanced knowledge of generally accepted accounting principles (GAAP) and practices, including 
financial statements    Advanced knowledge of corporate formations and business structures    Principles and processes 
for providing customer service    Methods for designing, facilitating, and measuring training of individuals and 
groupsSkills:    Thinks critically and uses problem solving techniques    Analyzes information and applies appropriate 
judgment when making decisions    Manages one’s own time    Prioritizes work to meet goals and deadlines    
Proficiently uses common office software    Socially interacts with others, including displaying a cooperative attitude    
Monitors and guides the performance of othersAbilities:    Comprehends information and concepts presented both 
orally and in writing    Effectively expresses information and concepts both orally and in writing    Conducts oneself 
professionally and with the utmost integrity    Works independently and with purpose    Examines detail with careful 
attention    Actively listens to others and recognizes the implications of the information provided    Applies inductive, 
deductive, and mathematical reasoning to identify issues and to form conclusions    Motivates and leads others 
 
Tools and Equipment Used: 
    Laptop or Desktop Computer    Personal Motor Vehicle    Telephone    Fax Machine    Scanner    Printer    Copy Machine 
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075804 - TAX AUDITOR 3 - SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4061 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one of the following: four years of 
experience in professional-level accounting or auditing. One year of the above must be in professional level auditing. 
Substitution of an Associate’s Degree and Experience for the Bachelor’s Degree: An associate’s degree with a major in 
accounting and one year of experience in professional-level accounting or auditing may be substituted for the required 
bachelor’s degree.    Substitution of Education and Licensure for Experience: Additional graduate coursework in 
accounting, business administration, licensure as a Public Accountant, or licensure as a Certified Public Accountant may 
substitute for one year of the required experience (thirty-six graduate hours of specific education may substitute for one 
year of experience). Substitution of Experience for Education: Qualifying full-time professional accounting or auditing 
experience may be substituted for the required education on a year-for-year basis, to a maximum of four years; OR one 
year of experience as a Tax Auditing Associate, with the Tennessee Department of Revenue. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator’s license at the 
time of appointment. Following the appointment, they must reside outside the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax audit work involving the examination and audit 
of tax documents of out-of-state corporations doing business in Tennessee to determine tax liability. Incumbents of this 
class serve as technical experts and internal consultants within an assigned out-of-state region of tax auditors and 
perform related work as required. Distinguishing Features: An employee in this class is assigned to a regional tax office 
outside the State of Tennessee. Members of this class are capable of conducting increasingly complex audits 
independently, possess significant technical expertise in their areas of concentration, and provide special assistance to 
their management in the leadership and direction of their work units. This class differs from Tax Auditor 2-Special in that 
Tax Auditor 2-Specials lead Tax Auditor 1-Specials. This class differs from Tax Audit Supervisor-Special in that all Tax 
Audit Supervisor-Specials supervise out-of-state tax auditors in assigned regions who are involved in examining and 
auditing tax documents of out-of-state corporations doing business in Tennessee. 
 
Work Activities: 
Provide Consultation and Advice to Others:    As technical experts, leads out-of-state average to advanced professional 
tax auditors in conducting tax auditing work of considerable difficulty on specific tax areas.    Supports development of 
additional subject matter experts by providing technical consultation, support, and guidance.    Serves as a subject 
matter expert on internal procedures, policies, data analysis, or specified tax types.    Provides advice on audit selection 
and electronic filing initiatives.    Provides recommendations and advice on legislation and legislative initiatives.    
Provides advice on data points needed for the audit process.    Provides advice on the processes and procedures 
necessary to conduct an audit in more complex cases assigned to their specific unit, office, or region.    Serves as an 
advanced level electronic data consultant.    Develops or teaches standardized advanced training modules and training 
classes that may relate to specific issues in tax law, the background related to tax law, audit techniques, or audit 
process.    Leads out-of-state tax auditors in the collection of detailed tax information, particularly in specialized areas or 
audits involving complex issues.    Provides feedback to supervisors and managers regarding progress of entry level to 
advanced level tax auditors in areas on which assigned to consult and provide guidance.Analyzing Data or Information:    
Conducts computational modeling or other technical analyses that support program decision and policy making.    
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Identifies forms which need revision or development.    Develops layouts for forms which conform to changes or 
revisions in the law and more efficient processing procedures.    Identifies trends or recurring issues identified in data or 
audits performed.    Selects or recommends potential taxpayers for audit.    Uses prior audit history, newspaper articles, 
advertisements, and other resources to identify potential taxpayers, taxpayers who may not be complying with the law, 
or taxpayers affected by changes in tax law or administrative practices.    Leads other tax auditors in an assigned out-of-
state region in the extraction of vital information from tax records and in the determination of tax issues and taxpayer 
liability.Evaluating Information to Determine Compliance with Standards:    Explains and resolves issues pertaining to 
nexus and taxability to the taxpayer.    Leads highly complex audits or audit teams of major corporations with multi-state 
operations in determining compliance and taxability issues.    Leads audits of taxpayers where disagreement is likely 
over the position taken for tax liability.    Collects detailed tax information from taxpayers with multi-state or other types 
of complex operations for office or field audits in accordance with Department of Revenue policy and procedure.    
Establishes sampling procedures for audits.    Explains the purpose of the audits to the taxpayer and defines the scope of 
their records.    Verifies completeness of records and reconciles discrepant figures from taxpayer accounts.    Determines 
a suitable position for tax liability in accordance with applicable state law, attorney general opinions, and established 
administrative practices.    Computes tax liability, plus any interest, penalties, or adjustments due from the 
taxpayer.Communicating with Supervisors, Peers, or Subordinates:    Gathers information about tax audit projects, 
personnel matters, and other administrative matters for management’s information.    Communicates changes in 
policies and procedures.    Notifies management of unresolved tax disagreements, areas of non-compliance, and data 
matching opportunities for audit selection.    Participates and provides constructive feedback in organizational meetings 
to accomplish management directives.Communicating with Persons Outside the Organization:    Coordinates discussions 
regarding tax disputes between taxpayers and tax auditors in an assigned out-of-state region.    Conducts and leads 
other tax auditors in an assigned out-of-state region in conducting closing conferences with the taxpayer upon 
completion of the audit.    Discusses findings with the taxpayer.    Cites applicable laws, attorney general opinions, 
current administrative policies, and relevant court decisions in support of the position taken.    Prepares tax audit 
correspondence for taxpayers, attorneys, CPAs and other representatives of the community.    Explains and clarifies 
audit findings.    Responds to inquiries about tax liability and tax law.Documenting/Recording Information:    Prepares 
reports and lead other tax auditors in an assigned out-of-state region in preparing reports of audit findings in 
increasingly complex or specialized audits.    Describes the steps followed when conducting a tax audit, including the 
reasons for the audit, the recommended tax adjustments, and the discrepancies found during the audit.    Cites the 
position of the Department of Revenue and records objections from the taxpayer when conducting audits.    Attaches 
schedules detailing computation of tax liability or tax effect or impact.Interpreting the Meaning of Information for 
Others:    Explains relevant tax positions and tax policies.    Answers inquiries from the legal staff or attorney general.    
Provides documentation to legal staff which will support a tax assessment.    Provides testimony as a fact or expert 
witness in a court of law or at a deposition.Updating and Using Relevant Knowledge:    Keeps informed of tax legislation 
and court decisions.    Advises taxpayers on technical matters related to tax law.    Receives inquiries and answers 
questions about tax law, proper tax return completion, business licenses and registration, and departmental 
correspondence.    Pursues knowledge in new and increasingly complex tax areas.Developing and Building Teams:    
Promotes team building.    Provides recommendations concerning the technical and procedural subject matter 
development of employees.    Identifies and develops future leaders and subject matter experts.    Plans and coordinates 
activities of technical work groups.Organizing, Planning, and Prioritizing:    Schedules audits and appointments to 
maximize continuous work flow.    Prioritizes work to meet deadlines specified by supervisor or management.    Plans 
transportation and lodging efficiently, if needed.    Assist with technical project management duties, including 
interaction with responsible parties, review of relevant documents and pertinent information. Interacting With 
Computers:    Identifies and participates in the resolution of computer and technical issues.    Uses the most current 
software, templates, rates and tools to complete audit and administrative functions.    Maintains working knowledge of 
computer applications used in the audit process. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Integrity and Trust    Self-Development    Decision Quality    Written 
Communications    Conflict Management    Time Management    Customer Focus    Informing    Problem 
SolvingKnowledge:    Advanced knowledge of generally accepted accounting principles (GAAP) and practices, including 
financial statements    Advanced knowledge of corporate formations and business structures    Thorough understanding 
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of Tennessee tax law and rules and regulations    Principles and processes for providing customer service    Methods for 
designing, facilitating, and measuring training of individuals and groupsSkills:    Analyzes information and applies 
appropriate judgment when making decisions    Thinks critically and uses problem solving techniques    Manages one’s 
own time    Prioritizes work to meet goals and deadlines    Proficiently uses common office software    Socially interacts 
with others, including displaying a cooperative attitude    Monitors and guides the performance of othersAbilities:    
Works independently and with purpose    Comprehends information and concepts presented both orally and in writing    
Effectively expresses information and concepts both orally and in writing    Conducts oneself professionally and with the 
utmost integrity    Actively listens to others and recognizes the implications of the information provided    Applies 
inductive, deductive, and mathematical reasoning to identify issues and to form conclusions    Examines detail with 
careful attention    Motivates and leads others 
 
Tools and Equipment Used: 
    Laptop or Desktop Computer                                            Personal Motor Vehicle    Telephone    Fax Machine    Scanner    
Printer    Copy Machine 
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075813 - TAX AUDITOR 3* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4126 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one of the following: two years of 
experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting; or two years of 
experience as a Tax Auditing Associate, or one year of experience as a Tax Auditor 2, in the Tennessee Department of 
Revenue. Substitution of an Associate's Degree and Experience for the Bachelor's Degree: An associate's degree with a 
major in accounting and one year of experience in professional-level accounting or auditing may be substituted for the 
required bachelor's degree.   Substitution of Graduate Education or Licensure for Experience: Twenty-four semester 
(thirty-six quarter) graduate coursework hours in accounting or business administration or licensure as a Certified Public 
Accountant may substitute for one year of the required experience in professional-level accounting, auditing, tax-related 
civil-legal experience, or tax consulting. Substitution of Experience for Education: Qualifying full-time professional 
accounting or auditing experience may be substituted for the required education on a year-for-year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license, personal vehicle insurance, and reliable transportation. Examination Method:  Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax audit work of average difficulty involving the 
examination and audit of individual and corporate tax documents to determine tax liability; and performs related work 
as required. Distinguishing Features: This is the working-level class in the Tax Auditor sub-series in that members of this 
class independently perform professional tax audit work of average difficulty. This class differs from the Tax Auditor 2, in 
that the latter functions at the intermediate level and performs professional auditing work of routine difficulty. This 
class differs from the Tax Auditor 4 in that the latter perform professional tax audit work of considerable difficulty and 
lead other professional tax auditors. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Collects detailed tax information from taxpayers with 
multi-state or other types of complex operations for office or field audits in accordance with Department of Revenue 
policy and procedure. Explains and resolves issues pertaining to nexus and taxability to the taxpayer. Leads audit in 
determining compliance and taxability issues. Establishes sampling procedures for audits. Explains the purpose of the 
audits to the taxpayer and defines the scope of their records. Verifies completeness of records and reconciles discrepant 
figures from taxpayer accounts. Determines a suitable position for tax liability in accordance with applicable state law, 
attorney general opinions, and established administrative practices. Computes tax liability, plus any interest, penalties, 
or adjustments due from the taxpayer. Documenting/Recording Information: Prepares reports of audit findings. 
Describes the steps followed when conducting a tax audit, including the reasons for the audit, the recommended tax 
adjustments, and the discrepancies found during the audit. Cites the position of the Department of Revenue and records 
objections from the taxpayer. Attaches schedules detailing computation of tax liability. Communicating with Persons 
Outside the Organization: Conducts closing conferences with the taxpayer upon completion of the audit. Discusses 
findings with the taxpayer. Cites applicable laws, attorney general opinions, current administrative policies, and relevant 
court decisions in support of the position taken. Prepares tax audit correspondence for taxpayers, attorneys, CPAs and 
other representatives of the community. Explains and clarifies audit findings. Responds to inquiries about tax liability 
and tax law. May participate in tax conferences where the taxpayer has disputed the findings and is seeking 
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administrative remedies. Coaching and Developing Others: Leads tax auditors in the collection of detailed tax 
information. Trains and advises tax auditors in the determination of tax issues and taxpayer liability. Analyzing Data or 
Information: May select or recommend potential taxpayers for audit. Uses prior audit history, newspaper articles, 
advertisements, and other resources to identify potential taxpayers, taxpayers who may not be complying with the law, 
or taxpayers affected by changes in tax law or administrative practices. May identify forms which need revision or 
development. May develop layouts for forms which conform to changes or revisions in the law and more efficient 
processing procedures. May identify trends or recurring issues identified in data or audits performed. Organizing, 
Planning, and Prioritizing: Schedules audits and appointments to maximize continuous work flow. Prioritizes work to 
meet deadlines specified by supervisor or management. Plans transportation and lodging efficiently, if needed. 
Interpreting the Meaning of Information for Others: May explain relevant tax positions and tax policies. Answers 
inquiries from the legal staff or attorney general. Provides documentation to legal staff which will support a tax 
assessment. Provides testimony as a fact or expert witness in a court of law or at a deposition. Updating and Using 
Relevant Knowledge: Pursues knowledge in new tax areas. Keeps informed of tax legislation and court decisions. Advises 
taxpayers on technical matters related to tax law. Receives inquiries and answers questions about tax law, proper tax 
return completion, business licenses and registration, and departmental correspondence. Interacting With Computers: 
Uses the most current software, templates, rates and tools to complete audit and administrative functions. Maintains 
working knowledge of computer applications used in the audit process. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Integrity and Trust Self-Development Conflict Management Time 
Management Customer Focus Written Communications Decision Quality Problem Solving Dealing with 
AmbiguityKnowledge: Advanced knowledge of generally accepted accounting principles (GAAP) and practices, including 
financial statements. Advanced knowledge of corporate formations and business structures. Principles and processes for 
providing customer service. Methods for designing, facilitating, and measuring training of individuals and groups.Skills: 
Thinks critically and uses problem solving techniques. Analyzes information and applies appropriate judgment when 
making decisions. Manages one's own time. Prioritizes work to meet goals and deadlines. Proficiently uses common 
office software. Socially interacts with others, including displaying a cooperative attitude. Monitors and guides the 
performance of others.  Abilities: Comprehends information and concepts presented both orally and in writing. 
Effectively expresses information and concepts both orally and in writing. Conducts oneself professionally and with the 
utmost integrity. Works independently and with purpose. Examines detail with careful attention. Actively listens to 
others and recognizes the implications of the information provided. Applies inductive, deductive, and mathematical 
reasoning to identify issues and to form conclusions. Motivates and leads others. 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                       Personal Motor Vehicle Telephone Fax Machine Scanner Printer Copy 
Machine 
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075814 - TAX AUDITOR 4 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4131 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one of the following: three years of 
experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting. Substitution of 
an Associate's Degree and Experience for the Bachelor's Degree: An associate's degree with a major in accounting and 
one year of experience in professional-level accounting or auditing may be substituted for the required bachelor's 
degree.  Substitution of Graduate Education or Licensure for Experience: Twenty-four semester (thirty-six quarter) 
graduate coursework hours in accounting or business administration or licensure as a Certified Public Accountant may 
substitute for one year of the required experience in professional-level accounting, auditing, tax-related civil-legal 
experience, or tax consulting. Substitution of Experience for Education: Qualifying full-time professional accounting or 
auditing experience may be substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax audit work of considerable difficulty and lead 
work; and performs related work as required. Distinguishing Features: This is the lead class in the Tax Auditor sub-series 
in that members of this class independently perform professional tax audit work of considerable difficulty and lead 
other professional tax auditors. This class differs from the Tax Auditor 3, in that the latter functions at the working-level 
and performs professional auditing work of average difficulty.  This class differs from the Tax Auditor 5 in that Tax 
Auditor 5s serve as technical experts. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Analyzes tax results, tax assessments, and coverage of accounts in 
relation to goals and priorities set for the work group. Changes direction of the work group, if necessary, in order to 
meet goals and priorities. Identifies job responsibilities and characteristics of exceptional performance to establish job 
performance plans. Assigns job performance ratings to professional-level tax auditors. Evaluates performance of 
professional-level tax auditors. Assigns new employees to lead auditors for on-the-job training. Supervises other auditor 
classifications.Coaching and Developing Others: Trains professional-level tax auditors through on-the-job training and 
departmental classes, orients new employees in departmental policy, tax law, audit techniques, and audit procedures. 
Teaches specific issues in tax law, the background related to tax law, audit techniques, and audit sampling to 
professional-level audit staff on a department-wide basis. Develops or teaches standardized training classes. Sets or 
assists in setting goals and priorities for a working group of professional-level tax auditors based on divisional policy, 
production, tax legislation, and resources. Reviews and approves audits performed by professional-level tax auditors. 
Make decisions about the accuracy of audit findings. Insures that tax audit findings are in accordance with tax law and 
administrative policies. Verifies that documentation is complete, logically developed, and well-supported. Leads tax 
auditors in the collection of detailed tax information. Trains and advises tax auditors in the determination of tax issues 
and taxpayer liability.Evaluating Information to Determine Compliance with Standards: Explains and resolves issues 
pertaining to nexus and taxability to the taxpayer. Leads audit in determining compliance and taxability issues. Collects 
detailed tax information from taxpayers with multi-state or other types of complex operations for office or field audits in 
accordance with Department of Revenue policy and procedure. Establishes sampling procedures for audits. Explains the 
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purpose of the audits to the taxpayer and defines the scope of their records. Verifies completeness of records and 
reconciles discrepant figures from taxpayer accounts. Determines a suitable position for tax liability in accordance with 
applicable state law, attorney general opinions, and established administrative practices. Computes tax liability, plus any 
interest, penalties, or adjustments due from the taxpayer.Communicating with Persons Outside the Organization: 
Participates in tax conferences where the taxpayer has disputed the findings and is seeking administrative remedies. 
Coordinates discussions regarding tax disputes between taxpayers and tax auditors. Conducts closing conferences with 
the taxpayer upon completion of the audit. Discusses findings with the taxpayer. Cites applicable laws, attorney general 
opinions, current administrative policies, and relevant court decisions in support of the position taken. Prepares tax 
audit correspondence for taxpayers, attorneys, CPAs and other representatives of the community. Explains and clarifies 
audit findings. Responds to inquiries about tax liability and tax law.Analyzing Data or Information: Identifies forms which 
need revision or development. Develops layouts for forms which conform to changes or revisions in the law and more 
efficient processing procedures. Identifies trends or recurring issues identified in data or audits performed. Selects or 
recommends potential taxpayers for audit. Uses prior audit history, newspaper articles, advertisements, and other 
resources to identify potential taxpayers, taxpayers who may not be complying with the law, or taxpayers affected by 
changes in tax law or administrative practices.Documenting/Recording Information: Prepares reports of audit findings. 
Describes the steps followed when conducting a tax audit, including the reasons for the audit, the recommended tax 
adjustments, and the discrepancies found during the audit. Cites the position of the Department of Revenue and records 
objections from the taxpayer. Attaches schedules detailing computation of tax liability.Interpreting the Meaning of 
Information for Others: Explains relevant tax positions and tax policies. Answers inquiries from the legal staff or attorney 
general. Provides documentation to legal staff which will support a tax assessment. Provides testimony as a fact or 
expert witness in a court of law or at a deposition.Updating and Using Relevant Knowledge: Keeps informed of tax 
legislation and court decisions. Advises taxpayers on technical matters related to tax law. Receives inquiries and answers 
questions about tax law, proper tax return completion, business licenses and registration, and departmental 
correspondence. Pursues knowledge in new tax areas.Organizing, Planning, and Prioritizing: Schedules audits and 
appointments to maximize continuous work flow. Prioritizes work to meet deadlines specified by supervisor or 
management. Plans transportation and lodging efficiently, if needed.Interacting With Computers: Identifies and 
participates in the resolution of computer and technical issues. Uses the most current software, templates, rates and 
tools to complete audit and administrative functions. Maintains working knowledge of computer applications used in 
the audit process. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Integrity and Trust Self-Development Conflict Management Time 
Management Customer Focus Written Communications Decision Quality Developing Direct Report and Others Problem 
SolvingKnowledge: Advanced knowledge of generally accepted accounting principles (GAAP) and practices, including 
financial statements Advanced knowledge of corporate formations and business structures Principles and processes for 
providing customer service Methods for designing, facilitating, and measuring training of individuals and groupsSkills: 
Thinks critically and uses problem solving techniques Analyzes information and applies appropriate judgment when 
making decisions Manages one's own time Prioritizes work to meet goals and deadlines Proficiently uses common office 
software Socially interacts with others, including displaying a cooperative attitude Monitors and guides the performance 
of othersAbilities: Comprehends information and concepts presented both orally and in writing Effectively expresses 
information and concepts both orally and in writing Conducts oneself professionally and with the utmost integrity Works 
independently and with purpose Examines detail with careful attention Actively listens to others and recognizes the 
implications of the information provided Applies inductive, deductive, and mathematical reasoning to identify issues and 
to form conclusions Motivates and leads others 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer Personal Motor Vehicle Telephone Fax Machine Scanner Printer Copy Machine 
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075803 - TAX AUDITOR 5 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4058 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one of the following: four years of 
experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting; or three years 
of experience in the tax auditor series in the Tennessee Department of Revenue. Substitution of an Associate's Degree 
and Experience for the Bachelor's Degree: An associate's degree with a major in accounting and one year of experience 
in professional-level accounting or auditing may be substituted for the required bachelor's degree.   Substitution of 
Graduate Education or Licensure for Experience: Twenty-four semester (thirty-six quarter) graduate coursework hours in 
accounting or business administration or licensure as a Certified Public Accountant may substitute for one year of the 
required experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting. 
Substitution of Experience for Education: Qualifying full-time professional accounting or auditing experience may be 
substituted for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax audit work of considerable difficulty, serves as a 
technical expert, and performs related work, including internal tax and administrative consulting, as required. 
Distinguishing Features: Members of this class are capable of conducting increasingly complex audits independently, 
possess significant technical expertise in their areas of concentration, and routinely provide consultation and special 
assistance to their management in the leadership and direction of their work units. This class differs from the Tax 
Auditor 4 in that Tax Auditor 4s lead other professional Tax Auditors. This class differs from Tax Audit Supervisor in that 
all Tax Audit Supervisors supervise professional-level tax auditors. 
 
Work Activities: 
Provide Consultation and Advice to Others: Serves as a subject matter expert on internal procedures, policies, data 
analysis, or specified tax types. Consults with average to advanced auditors on specific tax areas. Provides advice on 
audit selection initiatives. Provides recommendations and advice on legislation and legislative initiatives. Provides advice 
on data points needed for the audit process. Provides advice on the processes and procedures necessary to conduct an 
audit. Serves as an advanced level electronic data consultant.Analyzing Data or Information: Conducts computational 
modeling or other technical analyses that support program decision and policy making. Identifies forms which need 
revision or development. Develops layouts for forms which conform to changes or revisions in the law and more 
efficient processing procedures. Identifies trends or recurring issues identified in data or audits performed. Selects or 
recommends potential taxpayers for audit. Uses prior audit history, newspaper articles, advertisements, and other 
resources to identify potential taxpayers, taxpayers who may not be complying with the law, or taxpayers affected by 
changes in tax law or administrative practices.Evaluating Information to Determine Compliance with Standards: Explains 
and resolves issues pertaining to nexus and taxability to the taxpayer. Leads audit or audit teams in determining 
compliance and taxability issues. Collects detailed tax information from taxpayers with multi-state or other types of 
complex operations for office or field audits in accordance with Department of Revenue policy and procedure. 
Establishes sampling procedures for audits. Explains the purpose of the audits to the taxpayer and defines the scope of 
their records. Verifies completeness of records and reconciles discrepant figures from taxpayer accounts. Determines a 
suitable position for tax liability in accordance with applicable state law, attorney general opinions, and established 
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administrative practices. Computes tax liability, plus any interest, penalties, or adjustments due from the 
taxpayer.Communicating with Supervisors, Peers, or Subordinates: Gathers information about tax audit projects, and 
other administrative matters for management's information. Communicates changes in policies and procedures. Notifies 
management of unresolved tax disagreements, areas of non-compliance, and data matching opportunities for audit 
selection. Participates and provides constructive feedback in organizational meetings to accomplish management 
directives.Communicating with Persons Outside the Organization: Participates in tax conferences where the taxpayer 
has disputed the findings and is seeking administrative remedies. Coordinates discussions regarding tax disputes 
between taxpayers and tax auditors. Conducts closing conferences with the taxpayer upon completion of the audit. 
Discusses findings with the taxpayer. Cites applicable laws, attorney general opinions, current administrative policies, 
and relevant court decisions in support of the position taken. Prepares tax audit correspondence for taxpayers, 
attorneys, CPAs and other representatives of the community. Explains and clarifies audit findings. Responds to inquiries 
about tax liability and tax law.Documenting/Recording Information: Prepares reports of audit findings in increasingly 
complex or specialized audits. Describes the steps followed when conducting a tax audit, including the reasons for the 
audit, the recommended tax adjustments, and the discrepancies found during the audit. Cites the position of the 
Department of Revenue and records objections from the taxpayer when conducting audits. Attaches schedules detailing 
computation of tax liability or tax effect or impact.Interpreting the Meaning of Information for Others: Explains relevant 
tax positions and tax policies. Answers inquiries from the legal staff or attorney general. Provides documentation to 
legal staff which will support a tax assessment. Provides testimony as a fact or expert witness in a court of law or at a 
deposition.Updating and Using Relevant Knowledge: Keeps informed of tax legislation and court decisions. Advises 
taxpayers on technical matters related to tax law. Receives inquiries and answers questions about specialized or 
increasingly complex audit situations, tax law, proper tax return completion, business licenses and registration, and 
departmental correspondence. Pursues knowledge in new and increasingly complex tax areas.Developing and Building 
Teams: Promotes team building. Provides recommendations concerning the technical and procedural subject matter 
development of employees. Identifies and develops future technical leaders and subject matter experts. Plans and 
coordinates activities of technical work groups.Organizing, Planning, and Prioritizing: Schedules audits and appointments 
to maximize continuous workflow. Prioritizes work to meet deadlines specified by supervisor or management. Plans 
transportation and lodging efficiently, if needed. Assist with technical project management duties, including interaction 
with responsible parties, review of relevant documents and pertinent information. Interacting With Computers: 
Identifies and participates in the resolution of computer and technical issues. Uses the most current software, 
templates, rates and tools to complete audit and administrative functions. Maintains working knowledge of computer 
applications used in the audit process. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Integrity and Trust Self-Development Decision Quality Written 
Communications Conflict Management Time Management Customer Focus Informing Problem SolvingKnowledge: 
Advanced knowledge of generally accepted accounting principles (GAAP) and practices, including financial statements 
Advanced knowledge of corporate formations and business structures Thorough understanding of Tennessee tax law 
and rules and regulations Principles and processes for providing customer service Methods for designing, facilitating, 
and measuring training of individuals and groupsSkills: Analyzes information and applies appropriate judgment when 
making decisions Thinks critically and uses problem solving techniques Manages one's own time Prioritizes work to meet 
goals and deadlines Proficiently uses common office software Socially interacts with others, including displaying a 
cooperative attitude Monitors and guides the performance of othersAbilities: Works independently and with purpose 
Comprehends information and concepts presented both orally and in writing Effectively expresses information and 
concepts both orally and in writing Conducts oneself professionally and with the utmost integrity Actively listens to 
others and recognizes the implications of the information provided Applies inductive, deductive, and mathematical 
reasoning to identify issues and to form conclusions Examines detail with careful attention Motivates and leads others 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                                        Personal Motor Vehicle Telephone Fax Machine Scanner Printer 
Copy Machine 
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075807 - TAX AUDITOR MANAGER-SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4071 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075815 - TAX AUDITOR SUPERVISOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4145 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
eighteen semester (twenty-seven quarter) hours in accounting or auditing and one of the following: four years of 
experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting; or three years 
of experience in the tax auditor series in the Tennessee Department of Revenue; or one year of experience as a 
supervisor of tax accountants, tax auditors, or tax consultants. Substitution of an Associate's Degree and Experience for 
the Bachelor's Degree: An associate's degree with a major in accounting and one year of experience in professional-level 
accounting or auditing may be substituted for the required bachelor's degree.   Substitution of Graduate Education or 
Licensure for Experience: Twenty-four semester (thirty-six quarter) graduate coursework hours in accounting or 
business administration or licensure as a Certified Public Accountant may substitute for one year of the required 
experience in professional-level accounting, auditing, tax-related civil-legal experience, or tax consulting. Substitution of 
Experience for Education: Qualifying full-time professional accounting or auditing experience may be substituted for the 
required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to possess and maintain a valid motor vehicle 
operator's license, personal vehicle insurance, and reliable transportation. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional tax auditing and supervisory work of considerable 
difficulty in supervising professional Tax Auditors; and performs related work as required. Distinguishing Features: This is 
the highest class in the Tax Auditor sub-series.  An employee in this class supervises the operation of a regional tax office 
or work unit of a tax division and coordinates activities of professional-level tax auditors. This class differs from the Tax 
Auditor 5 in that Tax Auditor 5s are responsible for professional tax audit work of considerable difficulty, including 
internal tax and administrative consulting, and serve as technical experts. This class differs from Tax Audit Manager 1 in 
that a Tax Audit Manager 1 manages certain tax programs within a tax division. 
 
Work Activities: 
Communicating with Persons Outside Organization: Facilitates communication between taxpayers and tax auditors 
regarding audit findings. Explains tax positions and tax policies to interested parties. Provides testimony as a fact or 
expert witness in a court of law or in a case deposition. Answers inquiries from the legal staff or Attorney General and 
provides necessary documentation. Cites the legal basis for a decision to the taxpayer or taxpayer's 
representative.Evaluating Information to Determine Compliance with Standards: Ensures professional and technical staff 
comply with tax audit and departmental policies and procedures. Reviews and approves audits performed by 
professional-level tax auditors. Verifies that audit documentation is complete, logically-developed, and well-supported. 
Ensures that tax audit findings are in accordance with tax law and administrative policies.Organizing, Planning, and 
Prioritizing Work: Sets goals and priorities for a regional office or work section of a tax division. Monitors direction of 
work section or regional office and makes necessary adjustments. Manages the daily operations of a regional office or 
work section. Selects individual auditors to participate in tax audit assignments according to level of development and 
ability.Training and Teaching Others: Teaches department-wide training classes when called upon by management. 
Supports special projects and commitments from management, including making presentations to taxpayer groups and 
the general public. Coordinates the training of professional-level tax auditors.Making Decisions and Solving Problems: 
Makes decisions on work issues presented by subordinates. Looks for ways to continuously improve unit effectiveness. 
Identifies forms (such as tax returns, waivers, certificates, licenses, and registration forms) or processes which need 
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revision or development. Develops layouts for forms which conform to changes or revisions in the law and develops 
more efficient processing procedures.Guiding, Directing, and Motivating Subordinates: Evaluates the performance of 
professional-level tax auditors and technical staff under supervision. Discusses and coordinates work assignments with 
employees under supervision. Defines job responsibilities and goals of employees for individual job performance plans. 
Assesses new employee progress and development. Selects professional-level tax auditors who will train and coach new 
employees on the job.Communicating with Supervisors, Peers, or Subordinates: Gathers information about tax audit 
projects, personnel matters, and other administrative matters for management's information. Communicates changes in 
policies and procedures. Notifies management of unresolved tax disagreements. Participates and provides constructive 
feedback in organizational meetings to accomplish management directives.Developing and Building Teams: Promotes 
team building. Provides recommendations concerning the selection of applicants. Identifies and develops future leaders 
and subject matter experts. Interviews applicants for employment or promotional opportunities. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Integrity and Trust Directing Others Customer Focus Written Communications 
Functional/Technical Competency Developing Direct Reports and Others Conflict Management Motivating Others 
Problem SolvingKnowledge: Advanced knowledge of generally accepted accounting principles (GAAP) and practices, 
including financial statements. Advanced knowledge of corporate formations and business structures. Methods for 
designing, facilitating, and measuring training of individuals and groups. Thorough understanding of Tennessee tax law 
and rules and regulations. Principles and processes for providing customer service.Skills: Analyzes information and 
applies appropriate judgment when making decisions. Prioritizes work to meet goals and deadlines. Monitors, 
motivates, and directs the performance of others. Thinks critically and uses problem solving techniques. Proficiently 
uses common office software.Abilities: Effectively expresses information and concepts both orally and in writing. 
Comprehends information and concepts presented both orally and in writing. Conducts oneself professionally and with 
the utmost integrity. Motivates and leads others. Examines detail with careful attention. Critically and objectively 
evaluates employees under supervision. Actively listens to others and recognizes the implications of the information 
provided. Displays a cooperative attitude when working with others. Applies inductive, deductive, and mathematical 
reasoning to identify issues and to form conclusions. 
 
Tools and Equipment Used: 
 Laptop or Desktop Computer                                                 Personal Motor Vehicle Telephone Fax Machine Scanner 
Printer Copy Machine 
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075808 - TAX AUDITOR SUPERVISOR-SPECIAL 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4081 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen semester (twenty-seven quarter) hours in accounting and four years of experience in professional-level 
accounting or auditing. One year of the above experience must be in professional-level auditing or the supervision of 
employees engaged in professional-level accounting (i.e. non-substitutable experience). Substitution of an Associate’s 
Degree and Experience for the Bachelor’s Degree: An associate’s degree with a major in accounting and one year of 
experience in professional-level accounting or auditing may be substituted for the required bachelor’s degree.    
Substitution of Education and Licensure for Experience: Additional graduate coursework in accounting, business 
administration, licensure as a Public Accountant, or licensure as a Certified Public Accountant may substitute for one 
year of the required experience (thirty-six graduate quarter hours of specific education may substitute for one year of 
experience). Substitution of Experience for Education: Qualifying full-time professional accounting or auditing 
experience may be substituted for the required education on a year-for-year basis, to a maximum of four years; OR one 
year of experience as a Tax Auditing Associate, with the Tennessee Department of Revenue. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must possess a valid motor vehicle operator’s license at the 
time of appointment. Following the appointment, they must reside outside the State of Tennessee. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing work of considerable difficulty and 
supervising a region of tax auditors involved in examining and auditing tax documents of out-of-state corporations doing 
business in Tennessee; and performs related work as required. Distinguishing Features: An employee in this class is 
permanently assigned to a regional tax office outside the State of Tennessee. Work involves supervising subordinate tax 
auditors who travel extensively within their assigned region to conduct tax audits of corporations doing business in 
Tennessee. This class differs from Tax Auditor 3-Special in that incumbents of the latter perform audit work of 
considerable difficulty and serve as technical experts. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Ensures professional and technical staff comply with 
tax audit and departmental policies and procedures.    Reviews and approves audits performed by an assigned region of 
out-of-state professional-level tax auditors.    Verifies that audit documentation is complete, logically-developed, and 
well-supported.    Ensures that tax audit findings are in accordance with tax law and administrative policies.Organizing, 
Planning, and Prioritizing Work:    Sets goals and priorities for an out-of-state regional office.    Monitors direction of an 
assigned out-of-state regional office and makes necessary adjustments.    Manages the daily operations of an assigned 
out-of-state regional office.    Selects individual auditors to participate in tax audit assignments according to level of 
development and ability.Communicating with Persons Outside Organization:    Facilitates communication between 
taxpayers a region of out-of-state tax auditors regarding audit findings.    Explains tax positions and tax policies to 
interested parties.    Provides testimony as a fact or expert witness in a court of law or in a case deposition.    Answers 
inquiries from the legal staff or Attorney General and provides necessary documentation.    Cites the legal basis for a 
decision to the taxpayer or taxpayer's representative.Guiding, Directing, and Motivating Subordinates:    Evaluates the 
performance of an assigned region of out-of-state professional-level tax auditors and technical staff under supervision.    
Discusses and coordinates work assignments with employees under supervision.    Defines job responsibilities and goals 
of employees for individual job performance plans.    Assesses new employee progress and development.    Selects 
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professional-level tax auditors from an assigned out-of-state region who will train and coach new employees on the 
job.Developing and Building Teams:    Promotes team building.    Provides recommendations concerning the selection of 
applicants.    Identifies and develops future leaders and subject matter experts.    Interviews applicants for employment 
or promotional opportunities.Making Decisions and Solving Problems:    Makes decisions on work issues presented by 
subordinates.    Looks for ways to continuously improve the out-of-state auditing program’s effectiveness.    Identifies 
forms (such as tax returns, waivers, certificates, licenses, and registration forms) or processes which need revision or 
development.    Develops layouts for forms which conform to changes or revisions in the law and develops more 
efficient processing procedures.Training and Teaching Others:    Teaches department-wide training classes when called 
upon by management.    Supports special projects and commitments from management, including making presentations 
to taxpayer groups and the general public.    Coordinates the training of an assigned region of out-of-state professional-
level tax auditors.Communicating with Supervisors, Peers, or Subordinates:    Gathers information about tax audit 
projects, personnel matters, and other administrative matters for management’s information.    Communicates changes 
in policies and procedures.    Notifies management of unresolved tax disagreements.    Participates and provides 
constructive feedback in organizational meetings to accomplish management directives. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Integrity and Trust    Directing Others    Customer Focus    Written Communications    
Functional/Technical Competency    Developing Direct Reports and Others    Conflict Management    Motivating Others    
Problem SolvingKnowledge:    Advanced knowledge of generally accepted accounting principles (GAAP) and practices, 
including financial statements    Advanced knowledge of corporate formations and business structures    Methods for 
designing, facilitating, and measuring training of individuals and groups    Thorough understanding of Tennessee tax law 
and rules and regulations    Principles and processes for providing customer serviceSkills:    Analyzes information and 
applies appropriate judgment when making decisions    Prioritizes work to meet goals and deadlines    Monitors, 
motivates, and directs the performance of others    Thinks critically and uses problem solving techniques    Proficiently 
uses common office softwareAbilities:    Effectively expresses information and concepts both orally and in writing    
Comprehends information and concepts presented both orally and in writing    Conducts oneself professionally and with 
the utmost integrity    Motivates and leads others    Examines detail with careful attention    Critically and objectively 
evaluates employees under supervision    Actively listens to others and recognizes the implications of the information 
provided.    Displays a cooperative attitude when working with others    Applies inductive, deductive, and mathematical 
reasoning to identify issues and to form conclusions 
 
Tools and Equipment Used: 
    Laptop or Desktop Computer    Personal Motor Vehicle    Telephone    Fax Machine    Scanner    Printer    Copy Machine 
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002550 - TAX INFORMATION ASSISTANT 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  2599 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to a high school diploma and experience equivalent to one year of full-
time work in one or a combination of the following: tax preparation, tax law interpretation, tax auditing, tax 
enforcement, or related taxpayer services; clerical work; or accounting, auditing, or related fiscal services work. 
Substitution of Experience for Education: Qualifying experience in related taxpayer services, clerical, accounting; 
auditing; or fiscal services work may substitute for the required education to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for tax information assistance work of routine difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class provides direct taxpayer assistance 
and information regarding general tax issues such as tax filing requirements, exemption certifications, and registration 
within the tax enforcement division. Work involves providing taxpayer assistance over phone lines, to walk-in clients, 
and through standardized correspondence. This class differs from Taxpayer Services Technician in that an employee of 
the latter class provides information and assistance regarding technical tax issues such as filing requirements, exemption 
qualifications, and registration requirements within the taxpayer services division. 
 
Work Activities: 
Interacting With Computers:    Accesses computer files pertaining to a taxpayer accounts.    Accesses computer files 
pertaining to a business' closure status. Communicating with Persons Outside Organization:    Provides standard answers 
to taxpayers regarding tax return due dates, filing requirements, and other tax issues.    Communicates with other 
divisional units, outside agencies, and tax specialists to clarify and assure the accuracy of responses.    Sends 
informational form letters, tax forms, and copies of laws, rules and regulations to taxpayers on request.    Discusses tax 
liens, delinquent taxes and other collection issues with taxpayers.    Contacts the appropriate divisions of the 
Department of Revenue.    May contact taxpayers with potential tax liabilities by phone or mail to initiate collection 
activity.    Registers vendors for special events. Getting Information:     Answers telephones and greets walk-in clients to 
provide and gather information and tax filing needs. Processing Information:    Assures that tax forms and applications 
are accurately completed.    Completes tax forms from information provided by the taxpayer or related source 
documents and makes appropriate calculations. Documenting/Recording Information:    Requests closure of taxpayer 
accounts.    Maintains taxpayer records.    Requests updates of addresses, tax codes and other data in taxpayers' 
records.    Keys response of the individual into the computer. Analyzing Data or Information:    Determines tax liability by 
examining the amount of taxes owed, the number of non-filed tax returns and other related information.    Determines 
if an account can be closed.    Determines where and if payments from accounts should be transferred.    Determines if 
changes or updates to the system result in a change in filing status.    Determines the problem (e.g., tax returns not filed, 
tax return filed late, returned checks) associated with the tax liability case(s) that is received through the computer 
system. Updating and Using Relevant Knowledge:    Refers to established, in-house interpretations of tax laws, rules and 
regulations to provide the appropriate response to taxpayer questions.    Provides the taxpayer with the appropriate tax 
form or registration application. Performing Administrative Activities:    Accepts taxpayer payments.    May perform a 
variety of clerical work such as copying, faxing, sorting, stamping, filing, calculating, incidental typing not requiring 
speed, and related duties.    Orders and inventories supplies needed for the office.    Maintains office equipment.    
Maintain records for special events. 
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Competencies (KSA’s): 
Competencies:     1. Functional/Technical Competency     2. Customer Focus     3. Listening     4. Time Management     5. 
Perseverance     6. Technical Learning     7. PatienceKnowledge:    Clerical    Customer Service    Basic mathematics    
Computer Software Applications    Government Regulations    Agency Rules Skills:     Active Learning    Active Listening    
Critical Thinking    Reading Comprehension    Speaking    Writing    Personal Time Management              Abilities:    
Deductive Reasoning    Memorization    Oral Comprehension    Oral Expression              Written Comprehension    Written 
Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Copier    Scanner    Fax Machine    Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075821 - TAXPAYER SERVICES A DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4067 
 
Minimum Qualifications: 
Education and Experience: A bachelor's degree from an accredited college or university and three years of experience 
supervising or managing multiple operations units or complex operations.   Substitution of Education for Experience: 
Qualifying experience in tax preparation, tax law interpretation, tax auditing, tax enforcement, or related taxpayer 
services work; accounting, auditing, or related fiscal services work; or clerical work may substitute for the required 
education on a year-for-year basis, to a maximum of four years. Substitution of Graduate Education for Experience: 
Graduate coursework credit received from an accredited college or university in accounting, business management, or 
public administration may substitute for the required experience on a year-for-year basis to a maximum of two years 
(e.g., 36 graduate quarter hours in one or a combination of the above listed fields may be substituted for one year of the 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications:  None. Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under direction, performs administrative and managerial work of average difficulty in assisting and directing 
the taxpayer services division of the Department of Revenue; and performs related work as required. Distinguishing 
Features:  The employee in this class assists in directing the activities of the taxpayer services division of the Department 
of Revenue. Work involves preparing and monitoring the division's budget, implementing divisional policies and 
procedures, assuring that the division supplies accurate taxpayer information, and coordinating tax information 
seminars. This class differs from Taxpayer Services Director in that the incumbent of the latter establishes divisional 
policy and procedures and exercises full direction over all division activities. 
 
Work Activities: 
Performing Administrative Activities:    Assists in planning, organizing, and directing all activities performed by 
subordinate staff.    Ensures that customer service standards are being achieved.    Assures that the taxpayer services 
staff provides accurate responses to taxpayer inquiries.    Interviews applicants for vacant positions.    Sets performance 
standards, goals and priorities for subordinate staff regarding the number of taxpayers served, data entered and time 
required to respond to taxpayer inquiries.    Implements taxpayer assistance policies and procedures established by top 
management.    Provides recommendations to the director of the division concerning the selection of the applicant.    
Evaluates seminars based on feedback received from the participants.    Explains special features of the job to 
applicants.    Talks to applicants about their overall goals, strong and weak points, and prior work history. Organizing, 
Planning, and Prioritizing Work:    Prioritizes the workflow of each functional area.    Assures that the division responds 
to taxpayers in a timely and efficient manner.    Monitors automated phone lines and mail outs to assure that correct 
and updated information is provided to taxpayers.    Identifies from monthly statistical reports time spent on calls, the 
number of incoming lines, and the number of incoming calls to determine the need for more lines and/or personnel. 
Communicating with Supervisors, Peers, or Subordinates:    Provides subordinate staff with written and oral instructions 
concerning the adoption of new policies and procedures.    Interprets existing tax laws and policies.    Informs staff of 
changes to tax policy and law through memorandums, meetings, and training in classrooms.    Researches tax issues in 
tax law, court cases, and administrative policies; seeks legal interpretation from in-house tax experts and the legal 
office. Communicating with Persons Outside Organization:    Provides the legislature with written taxpayer services 
information as requested.    Represents the division to lobbyists and government agencies through public contact and 
outreach programs.    Coordinates and conducts meetings to educate attorneys, lobbyists, and governmental agencies 
on tax issues.    Communicates verbally and in writing with taxpayers to inform them of the department's interpretation 
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of tax laws and policies.    Presents an overview of the Department of Revenue for taxpayers.    Coordinates and 
participates in tax seminars.    Establishes the place, date and agenda for tax seminars; provides packets of legislative 
changes, court cases, and other tax materials.    Informs speakers of their responsibilities and answers any questions 
they may have. Coaching and Developing Others:    Evaluates the performance of taxpayer services supervisors.    
Identifies job responsibilities and characteristics of exceptional performance to establish job performance plans.    
Assesses the logic and accuracy of performance evaluations conducted by supervisors for taxpayer services staff.    
Reviews tax collection documents, tax registration records, statistical documentation and other taxpayer reports for 
accuracy.    Informs staff of acceptable responses to standard taxpayer questions.    Periodically reads sample 
correspondence to check for accuracy in supplied information. Training and Teaching Others:    Trains staff on selected 
issues in a classroom environment.    Establishes and coordinates taxpayer services training programs.    Selects issues in 
tax law, divisional policy and divisional procedure which must be understood by the taxpayer services staff.    Evaluates 
the effectiveness of the training program. Interpreting the Meaning of Information for Others:    Interprets existing tax 
laws and policies.    Researches tax issues in tax law, court cases, and administrative policies.    Seeks legal interpretation 
from in-house tax experts and the legal office. Monitoring and Controlling Resources:    Monitors taxpayer services data 
systems and reporting capabilities.    Assists in designing enhancements to computer systems which meet data and 
reporting needs.    Monitors the divisional budget. 
 
Competencies (KSA’s): 
Competencies:     1. Ethics and Values     2. Drive for Results     3. Presentation Skills     4. Developing Direct Reports and 
Others     5. Processing Management     6. Managerial Courage     7. Comfort Around Higher Management     8. Customer 
FocusKnowledge:    Knowledge of administrative and clerical procedures    Knowledge of principles and processes for 
providing customer service    Knowledge of principles and methods for teaching and instruction for groups    Knowledge 
of laws, government regulations, and agency rules Skills:    Complex problem-solving and decision-making skills    
Appropriate listening skills    Critical thinking    Effective speaking and instructional skills    Effective time management 
skills    Effective personnel management skills Abilities:    The ability to effectively communicate information and ideas 
both orally and in writing    The ability to effectively listen and understand information and ideas 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075820 - TAXPAYER SERVICES DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4066 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075827 - TAXPAYER SERVICES MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4102 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time experience supervising employees engaged full-time in one of the following areas: (1) providing tax 
information and interpretation to the public (taxpayer services work) (2) auditing businesses and individuals for 
compliance with local, state and/or federal tax laws (professional tax auditing), or (3) supervising a customer service 
operation in either the public or private sector. Substitution of Graduate Education for Experience: Graduate 
coursework credit received from an accredited college or university in accounting, business management, or public 
administration may substitute for the required experience, on a year-for-year basis, to a maximum of two years (e.g., 36 
graduate quarter hours in one or a combination of the above listed fields may be substituted for one year of the 
required experience). Substitution of Experience for Education: Qualifying experience in tax preparation, tax law 
interpretation, tax auditing, tax enforcement, or related taxpayer services work; accounting, auditing, or related fiscal 
services work; or clerical work may substitute for the required education on a year-for-year basis to a maximum of four 
years. OR Experience equivalent to two years functioning as a supervisor within the Department of Revenue's 
operational divisions (Vehicle Services, Taxpayer Services, Processing or Collection Services). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs work of considerable difficulty supervising and managing professional 
staff involved in Taxpayer Services work; and performs related work as required. Distinguishing Features: An employee 
in this class manages the Revenue Taxpayer Services functions related to customer service, tax registration, and 
taxpayer education. This class differs from the Taxpayer Services Assistant Director in that an incumbent of the latter 
assists in the planning and directing of the activities of the entire division. This class differs from the Taxpayer Services 
Supervisor 3 in that an incumbent of the latter supervises staff responsible for direct supervision of technical and 
professional taxpayer services personnel engaged in complex taxpayer services work.  
 
Work Activities: 
Performing Administrative Activities: Manages professional staff directly supervising personnel responsible for taxpayer 
services work in multiple work units that can include taxpayer assistance, taxpayer registration and taxpayer education. 
Ensures all departmental policies and regulations are being followed. Manages and/or participates in special committee 
projects. Evaluates the performance of subordinate taxpayer services staff. Identifies job responsibilities and 
characteristics of exceptional performance to establish job performance plans. Assesses the logic and accuracy of 
performance evaluations conducted by subordinate supervisors of taxpayer services staff. May manage the Department 
of Revenue's taxpayer education activities, including university seminars, workshops and other speaking engagements. 
May evaluate the effectiveness and efficiency of taxpayer services seminars and speakers. May determine the 
effectiveness and appropriateness of information presented based on participant feedback and observation.Organizing, 
Planning, and Prioritizing Work: Establishes priorities and goals for multiple work units. Coordinates and manages 
workflow according to established priorities and goals. Assigns work and special projects to ensure divisional deadlines 
and other departmental requirements are achieved. Evaluating Information to Determine Compliance with Standards: 
Ensures that the work unit's procedures are consistent, efficient and updated. Writes narratives defining new 
procedures and submits them for review and approval. Distributes procedural modifications and changes to affected 
personnel. Describes interpretation of tax laws, rules and regulations to enable the legal staff to write revenue rulings 
which formally answer taxpayer's inquiries. Researches relevant tax laws, rules and regulations based on executive 
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leadership requests; communicates with the legal staff to ensure consistent interpretation. Reviews tax legislation and 
evaluate the impact of new or proposed legislation on the administration of tax law. Writes narratives to explain the 
impact of new or proposed legislation for inclusion in fiscal notes submitted by the division. Proposes rule or legal 
changes for legislative consideration. Evaluates the effect of relevant attorney general opinions, court cases, legal 
changes, policy and rule changes, and legal interpretations of tax matters from staff attorneys and departmental 
management. Communicating with Persons Outside Organization: Interacts with other agencies or other divisions within 
the Department of Revenue to solve problems and share information. Communicates directly with taxpayers to answer 
complex inquiries regarding the application of tax law and to explain action taken on specific accounts. Participates in 
tax seminars, tax workshops, government agency meetings and public speaking requests by speaking, making 
presentations and answering tax related questions. Staffing Organizational Units: Interviews applicants for vacancies and 
promotional opportunities within multiple functioning sections in the division. Explains special features of the job to 
applicants. Talks to applicants about their overall goals, strong and weak points and prior work history. Provides 
recommendations to the divisional director concerning the selected applicant. Training and Teaching Others: Develops 
and maintains referral materials and job aids for Taxpayer Services staff to ensure accurate and consistent taxpayer 
information is provided. Coordinates and implements training programs for taxpayer services staff. Recommends 
training in tax law and divisional policies and procedures based on observation of work products and subordinate input. 
Evaluates the effectiveness of the training program by observation of improved effectiveness and employee feedback. 
 
Competencies (KSA’s): 
Competencies:     1. Ethics and Values     2. Dealing with Ambiguity     3. Customer Focus     4. Conflict Management     5. 
Developing Direct Reports and Others     6. Process Management     7. Hiring and Staffing     8. Presentation Skills     9. 
Motivating OthersKnowledge:     1. Administration and Management      2. Education and Training     3. Clerical     4. 
Customer Service     5. Communications     6. Basic Mathematics  Skills:  Active Learning Active Listening Critical Thinking 
Reading Comprehension Speaking Writing Personal Time Management Mentoring Learning Strategies Instructing 
Complex Problem Solving Management of Personnel Resources Time Management Abilities: Deductive Reasoning 
Memorization Number Facility Oral Comprehension Oral Expression Multi-tasking Written Comprehension Written 
Expression 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine 
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075818 - TAXPAYER SERVICES SUPERVISOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4059 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in one of the following areas: (1) providing tax information and interpretation to the public 
(taxpayer services work) (2) tax preparation or auditing for compliance with local, state and/or federal tax laws 
(professional tax preparation/auditing), or (3) providing customer service in either the public or private sector. 
Substitution of Education for Experience: Qualifying experience in tax preparation, tax law interpretation, tax auditing, 
tax enforcement, or related taxpayer services work; accounting, auditing, or related fiscal services work; or clerical work 
may substitute for the required education on a year-for-year basis to a maximum of four years. Substitution of 
Graduation Experience for Education: Graduate coursework credit received from an accredited college or university in 
accounting, business management, or public administration may substitute for the required experience, on a year-for-
year basis, to a maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields 
may be substituted for one year of the required experience).   OR Experience equivalent to three years functioning as a 
Taxpayer Services Representative 3 or as a Taxpayer Services Supervisor 1 with the State of Tennessee. OR Experience 
equivalent to three years supervising a customer service operation in either the public or private sector. OR Experience 
equivalent to three years of full-time professional or technical work within the Department of Revenue's operational 
divisions (Taxpayer Services, Vehicle Services, Collection Services or Processing).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general management, is responsible for taxpayer services supervisory work of complex difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises staff who provide direct 
taxpayer assistance and information regarding tax registration and registration requirements, interpretations of tax 
laws, rules and regulations, technical information, financial adjustments or corrections to taxpayer accounting, and 
assistance with electronic funds transfers, electronic data interchange and internet filing. 
 
Work Activities: 
Performing for or Working Directly with the Public:  Provides direct customer service to taxpayers. Provide accurate and 
consistent information to taxpayers on relevant tax issues. May perform complex financial adjustments. Inform 
specifically taxed groups of modifications to relevant tax laws, rules, and regulations. May write narratives which notify 
specific taxpayers of proper filing procedures, law changes, attorney general rulings and other changes. Selects 
appropriate speakers based on the subject matter for public presentations. Schedule the presentation. Ensures new or 
modified forms and records are necessary and available to meet taxpayer requirements and informational needs. 
Processes tax clearances and tax registrations.Training and Teaching Others: Talk to applicants about their overall goals, 
strengths and weaknesses, and prior work history. Make presentations as requested by management. Explain proper 
interpretations of tax law to other supervisors and subordinate staff. Implement training to educate staff on new 
procedures, new or modified laws, rules and regulations, or systems modifications. Identify training needs through 
observation, taxpayer feedback, and employee suggestions. Select the appropriate informal training methods. Provide 
training. Evaluate the effectiveness of training based on observation of work products and employee feedback. May 
coordinate the presentation of tax information to special interest or other groups as requested. Provides input on 
training methods. Assist divisional management in developing and maintaining job aids for Taxpayer Services staff. May 
evaluate the effectiveness and efficiency of taxpayer services seminars and speakers. May determine the effectiveness 
and appropriateness of information presented based on participant feedback and observations; recommends 
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improvements in seminar format. Pulls work samples and employee transaction reports to assure data files are 
complete and updated.Organizing, Planning, and Prioritizing Work: Coordinate the workflow of multiple taxpayer 
services units. Supervise the work of subordinate taxpayer services staff. Schedules work assignments based on 
departmental priorities, established deadlines, existing workloads, and number of available staff. Monitor the accuracy 
and efficiency of work produced by taxpayer services staff. Coordinates special projects to ensure divisional deadlines 
and other departmental requirements are achieved.Performing Administrative Activities: Manages professional staff 
directly supervising personnel responsible for multiple Taxpayer Services work functions that can include taxpayer 
assistance, taxpayer registration and taxpayer education. Researches changes and additions to tax laws, work 
procedures, and systems capabilities. Interviews applicants for vacant positions. Explains special features of the job to 
applicants. May provide recommendations to the manager of the division concerning the selection of the applicant. 
Reviews tax legislation and evaluate the impact of new or proposed legislation on the administration of tax law to 
divisional management.Guiding, Directing, and Motivating Subordinates:  Correct problem areas within the work unit 
that inhibit an effective work flow. Identify job responsibilities and characteristics of exceptional performance to 
establish performance plans. Evaluate the performance of taxpayer services personnel. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Customer Focus Action Oriented Written Communications Dealing with Ambiguity 
Directing Others Motivating Others Peer Relationship Conflict Management OrganizingKnowledge: Administration and 
Management Education and Training Clerical Customer Service Communications Basic MathematicsSkills:  Active 
Learning Active Listening Critical Thinking Reading Comprehension Speaking Writing Personal Time Management 
Mentoring InstructingAbilities: Deductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Multi-Tasking Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine 
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075823 - TAXPAYER SERVICES SUPERVISOR 2 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4082 
 
Minimum Qualifications: 
"Education and Experience: A bachelor's degree from an accredited college or university and experience equivalent to 
(1) one year of full-time experience supervising staff engaged full-time in providing taxpayer services and information or 
(2) four years of full time experience providing tax education and interpretation to taxpayers, their representatives and 
departmental staff (professional taxpayer services work), auditing businesses and individuals for compliance with local, 
state, and/or federal tax laws (professional tax auditing), or ensuring that taxes are paid in accordance with local, state, 
and/or federal tax laws (professional tax enforcement).                                                                                                                
Substitution of Experience for Education: Qualifying experience in tax preparation, tax law interpretation, tax auditing, 
tax enforcement, or related taxpayer services work; accounting, auditing, or related fiscal services work; or clerical work 
may substitute for the required college education on a year-for-year basis, to a maximum of four years. Substitution of 
Education for Experience: Graduate coursework credit received from any accredited college or university in accounting, 
business management, or public administration may substitute for the required experience, on a year for year basis, to a 
maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may be 
substituted for one year of the required experience). OR Experience equivalent to four years as a Taxpayer Services 
Representative with the State of Tennessee. OR One year as a Taxpayer Services Supervisor 1 with the State of 
Tennessee. OR Experience equivalent to five years of Title and Registration Examining work, of which one year must be 
equivalent to Title and Registration Examining Clerk Supervisor 1 or 2 with the State of Tennessee. OR Experience 
equivalent to two years as a Title and Registration Examining Clerk Supervisor with the State of Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general management, is responsible for taxpayer services supervisory work of moderate difficulty; and 
performs related work as required.  Distinguishing Features: An employee in this class supervises one of the following 
types of personnel: (1) professional staff operates the tax practitioner hotline or (2) staff responsible for direct 
supervision of technical and professional taxpayer services. This class differs from Taxpayer Services Supervisor 1 in that 
a Taxpayer Services Supervisor 1 is responsible for direct supervision of technical staff, professional staff responsible for 
advanced back-up of the Revenue Integrated Tax System (RITS), and professional staff responsible for electronic funds 
transfer (EFT), electronic data interchange (EDI) and Internet filing. This class differs from Taxpayer Services Supervisor 3 
in that a Taxpayer Services Supervisor 3 supervises personnel in this job class. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:    Coordinates the work flow of multiple taxpayer services units.    Supervises 
the work of subordinate taxpayer services supervisors.    Schedules work assignments based on departmental priorities, 
established deadlines, existing workloads, and number of available staff.    Monitors the accuracy and efficiency of work 
produced by taxpayer services staff. Guiding, Directing, and Motivating Subordinates:    Corrects problem areas within 
the work unit that inhibit an effective work flow.    Evaluates the performance of taxpayer services personnel.    
Identifies job responsibilities and characteristics of exceptional performance to establish job performance plans. 
Performing for or Working Directly with the Public:    Informs specifically taxed groups of modifications to relevant tax 
laws, rules, and regulations.    May write narratives which notify specific taxpayers of proper filing procedures, law 
changes, attorney general rulings and other updates.    Provides direct customer service to taxpayers.    Provides 
accurate and consistent information to taxpayers on relevant tax issues.    May process tax clearances and tax 
registration.    May close taxpayer accounts. Performing Administrative Activities:    Researches changes and additions to 
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tax laws, work procedures, and systems capabilities.    May interview applicants for vacant positions.    May explain 
special features of the job to applicants.    May talk to applicants about their overall goals, strengths and weaknesses, 
and prior work history.    May provide recommendations to the manager of the division concerning the selection of an 
applicant.    Assesses the logic and accuracy of performance evaluations conducted by subordinate supervisors of 
taxpayer services staff.    Grants or rejects employee leave requests based on the status of work.    Prepares statistical 
reports. Training and Teaching Others:           Explains proper interpretations of tax law to other supervisors and 
subordinate staff.    Makes presentations as requested by management.    Provides training on supervision and 
evaluation methods.    Assists subordinate supervisors in determining training needs and organizing training programs 
for subordinate staff.    Implements training to educate staff on new procedures, new or modified laws, rules and 
regulations, or systems modifications.    Identifies training needs through observation, taxpayer feedback, and employee 
suggestions.    Selects the appropriate informal training methods.    Provides training.    May coordinate the presentation 
of tax information to special interest or other groups as requested. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Customer Focus    Action Oriented    Written Communications    Dealing with 
Ambiguity    Directing Others    Motivating Others    Peer Relationship    Conflict Management    OrganizingKnowledge:    
Administration and Management    Education and Training    Clerical    Customer Service    Communications    Basic 
mathematics Skills:     Active Learning    Active Listening    Critical Thinking    Reading Comprehension    Speaking    
Writing    Personal Time Management    Mentoring    Instructing Abilities:    Deductive Reasoning    Memorization    
Number Facility    Oral Comprehension    Oral Expression    Multi-tasking    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine 
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038699 - TBI ASAC (CRIM INVESTIGATIONS) 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1580 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of experience as a TBI Special Agent - Criminal Investigator.ORSubstitution of Experience for the Required Education: Full 
time experience as a TBI Special Agent - Criminal Investigator may be substituted for the required education on a year-
for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check;    Agree to release all records involving their criminal history to the appointing authority;    Complete a criminal 
history disclosure form in a manner approved by the appointing authority;    Have good moral character as determined 
by investigation;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Must participate in pre-employment, random and for cause drug 
and substance abuse testing as required by departmental policies and procedures;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Possess a valid motor vehicle operator's license at the time of appointment in some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority 
 
Job Overview: 
Summary: Under general supervision, is responsible for criminal investigative supervisory work of considerable difficulty; 
and performs related as required. Distinguishing Features: This is the first supervisory class in the TBI Special Agent-
Criminal Investigator sub-series. An employee in this class assists in supervising and training subordinate TBI Special 
Agent-Criminal Investigators and participates in the most complex criminal investigations in a specialized investigative 
unit or in an assigned geographic region of the state. This class differs from TBI Special Agent-Criminal Investigator 2 in 
that an incumbent of the latter functions at the working level performing criminal investigative work of lesser scope and 
complexity and has no supervisory responsibility. This class reports to and differs from TBI Special Agent-in-Charge in 
that an incumbent of the latter has full supervisory responsibility for criminal investigations in a specialized unit or an 
assigned geographic region of the state. 
 
Work Activities: 
Analyzing Data or Information:    Analyzes physical evidence at a crime scene to interpret sequence of events, to 
determine the focus of investigation, or to develop investigative leads.    Analyzes subject/witness statements to 
determine credibility/accuracy.    Analyzes investigative data (e.g. audit reports, financial statements, 
telecommunications records) to identify criminal activity. Staffing Organizational Units:    Participates in the selection of 
new employees. Repairing and Maintaining Electronic Equipment:    Troubleshoots sensitive electronic equipment. 
Identifying Objects, Actions and Events:    Identifies objects/data of relevance at crime scenes and other investigative 
sites/activities.    Monitors patterns of behavior of suspects to determine if criminal activity has occurred. Interpreting 
the Meaning of Information for Others:    Serves as an expert witness for court proceedings.    Provides interpretation of 
reports/investigative leads to concerned parties. Thinking Creatively:    Recreates events in a crime to develop timeline 
or sequence of events.    Develops leads using conventional/non-conventional means.    Creates spreadsheets, graphs 
and charts to illustrate relevant facts. Performing General Physical Activities:    Uses force, up to and including deadly 
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force, to protect themselves or others.    Performs strenuous physical activity (e.g. run, handcuff, overpower) to pursue, 
subdue and/or apprehend suspects.    Participates in physical training activities (e.g. weapons training, CQC, firearms 
qualifications).    Moves heavy, bulky, or large equipment, supplies and evidence at crime scenes. Operating Vehicles, 
Mechanized Devices, or Equipment:     Operates vehicles (e.g. automobiles, RVs, ATVs, Aircraft, Boats) in emergency and 
non-emergency situations. Developing Objectives and Strategies:    Develops strategies to resolve investigations. 
Documenting/Recording Information:    Prepares judicial processes (e.g. search warrants, applications, motions).    
Documents statements from witness, victims and suspects.    Transcribes audio/video communications.    Records, 
maintains and stores photographic, digital media and audio evidence. Judging the Qualities of Things, Services, or 
People:    Judges the value/relevance of evidence.    Judges the veracity of witness/subject statements.    Recognizes skill 
sets of members assigned to the team (internal and external). Monitor Processes, Materials, or Surroundings:    
Monitors criminal behavior during protective detail assignments.    Monitors electronic communications to gather 
investigative knowledge.    Monitors civil disobedience as it relates to criminal conduct. Guiding, Directing and 
Motivating:    Evaluates and communicates performance of each employee.    Establishes performance standards for 
subordinates. Getting Information:    Interviews witnesses, suspects and others to gather investigative knowledge.    
Observes crime scenes to gather investigative knowledge.    Observes subjects (surveillance, undercover, electronic) of 
criminal activity: Gather information through judicial process (search warrants, office reviews, subpoenas).    Reviews 
external/internal departmental reports (e.g. offense reports, statements, investigative files) for investigative knowledge.    
Searches databases (criminal, financial, registries, record management systems, etc.) to gather investigative knowledge. 
Making Decisions and Solving Problems:    Uses knowledge, training and experience in the review of relevant 
information to determine plan of action or resolution. Handling and Moving Objects:     Performs physical searches of 
suspects.    Loads, unloads, fires, assembles, disassembles, and cleans weapons.    Places surveillance equipment on 
individuals or within objects. Developing and Building Teams:    Fosters an environment of trust and respect within 
assigned staff and with coordinating agencies. Performing Administrative Activities:     Prepares administrative and 
investigative reports. Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines 
operational logistics to conduct enforcement actions. Processing Information:    Compiles accurate and factual 
information to document a case file.    Compiles statistical data to report administrative functions.Coaching and 
Developing Others:    Identifies strengths and weaknesses of subordinate staff to maximize performance.    Recommends 
training and developmental opportunities. Coordinating the Work and Activities of Others:    Coordinates work 
assignments and activities of law enforcement/investigative peers in joint investigations. Inspecting Equipment, 
Structures, or Material:    Inspects equipment, weapons, vehicles, to determine viability of use. Assisting and Caring for 
Others:    Performs first aid as necessary.    Provides victims, victim's families and witnesses with support and help 
understanding of the judicial process. Monitoring and Controlling Resources:    Oversees the use of confidential 
expenditures for the unit. Organizing, Planning, and Prioritizing Work:    Manages personal work assignments to meet 
investigative and administrative requirements. Evaluating Information to Determine Compliance with Standards:    
Evaluates data and knowledge gathered through investigative activity to determine applicable federal/state law 
violations for relevant prosecutions.    Evaluates behavior to determine if conduct/actions comply with policy and 
standards. Communicating with Supervisors, Peers, or Subordinates:     Notifies other agents of potential health/safety 
hazards.    Communicates with agents, TBI employees and supervisor regarding investigative activity.    Provides 
supervisor with status updates as requested. Training and Teaching Others:    Serves as a field training officer for new 
employees in unit.    Develops curriculum and teaches investigative techniques or other law enforcement topics when 
necessary.    Makes presentations to law enforcement peers and community organization.    Shares newly acquired 
knowledge with peers. Communicating with Persons Outside Organization:    Communicates with coordinating agencies, 
victims, and court system regarding investigative activity. Establishing and Maintaining Interpersonal Relationships:    
Develops and maintains relationships with advocacy groups, local, state and federal law enforcement agencies, court 
officials, and other government agencies. Updating and Using Relevant Knowledge:    Reads job specific documents 
(legal updates, case law, legislative updates) to stay abreast of relevant changes/additions/deletions.    Attends training 
to maintain or improve knowledge and skills. Interacting With Computers:    Uses the case management system to enter 
investigative reports/documents and review case information.    Uses Edison to perform timekeeping and performance 
management functions.    Uses office software to develop work product.    Uses databases/internet to query 
investigative information. 
 
Competencies (KSA’s): 
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Competencies:    Decision Quality    Strategic Agility    Directing Others    Process Management    Command 
Competencies    Managerial Courage    Comfort around Higher Management    Organizational Agility    Approachability    
Ethics and Values    Integrity and Trust    Motivating OthersKnowledge:    Administration and Management    Clerical                
Computers and Electronics         Accounting and Finance                         Customer and Personal Service                                                  
Law and Government                 Psychology                      Public Safety and Security                     Sociology    Skills:    Active 
Learning                         Active Listening                        Critical Thinking                        Math Skills                     Monitoring                     
Reading Comprehension                        Speaking                        Writing                           Coordination                  Negotiation                    
Persuasion                      Social Perceptiveness                 Complex Problem Solving                     Troubleshooting             
Computer and Electronic Repair           Programming                  Judgment and Decision Making                        Management 
of Financial Resources                 Management of Material Resources                  Management of Personnel Resources                
Time Management   Abilities:    Deductive Reasoning                 Fluency of Ideas                        Inductive Reasoning                  
Information Ordering                Mathematical Reasoning                        Memorization                 Number Facility                         
Oral Comprehension                  Oral Expression                          Originality                      Problem Sensitivity                    
Selective Attention                    Speed of Closure                       Time Sharing                  Written Comprehension                         
Written Expression               
 
Tools and Equipment Used: 
    Firearms and other weapons    Computers    Vehicles    Communication devices    Evidence collecting equipment    
Restraint devices    Personal Protection Equipment (e.g. body armor, gas mask)    Photographic and video equipment    
Electronic surveillance equipment    First Aid kits  
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038696 - TBI ASSISTANT DIRECTOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1575 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077880 - TBI COMMUNICATIONS DIRECTOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4218 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077878 - TBI COMMUNICATIONS OFFICER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4152 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038697 - TBI DEPUTY DIRECTOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1576 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038698 - TBI DIRECTOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1577 
 
Minimum Qualifications: 
Education and Experience: Determined by the appointing authority. 
 
Other Requirements: 
Necessary Special Qualifications: Determined by the appointing authority.Examination Method: Determined by the 
appointing authority. 
 
Job Overview: 
Summary: Under executive direction, is responsible for criminal investigative managerial work of unusual difficulty and 
supervisory criminal investigative work of considerable difficulty; and performs related work as required.Distinguishing 
Features: This is the highest managerial class in the TBI Agent sub-series. The incumbent in this class is responsible for 
managing and directing all TBI investigations, operations, functions, activities, and services on a statewide basis. This 
class differs from those of specialized TBI Agents-in-Charge in that incumbents of the latter are responsible for the 
statewide investigations, records and identification, or special services section. 
 
Work Activities: 
1. Through subordinate supervisory and managerial staff, directs the assignment, training, supervision, and evaluation of 
all TBI operations, functions, activities, and services on a statewide basis.2. Reviews and makes decisions on 
employment, retention, promotion, demotion, merit awards, and other personnel actions.3. Directs the development, 
modification, and enforcement of policy and procedure for operations, functions and services of the TBI.4. Plans, 
organizes and directs all bureau operations, functions, activities, and services.5. Directs the study of organization, 
operations and services, and passes judgements on merit of recommendations intended to effect improvements in 
economy, efficiency and quality of organization, operations, and services.6. Handles the most difficult of negotiations, 
and job related personal relationships and contracts.7. Directs the preparation of administrative reports. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038687 - TBI EXECUTIVE OFFICER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1529 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077866 - TBI FLEET PURCHASING MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4188 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077865 - TBI FORENSIC QA MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4187 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077870 - TBI MEDICAID FRAUD AUDITOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4202 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years full-time professional work in accounting/finance, computer science, statistics, economics, 
analytics, healthcare, or developing research. Substitution of Education for Experience: Additional graduate course work 
from an accredited college or university in statistics, health care informatics, mathematics, economics, computer 
science, social or behavioral sciences, health sciences, engineering, or accounting/finance may substitute on a year for 
year basis for up to two years of the required experience. Substitution of Experience for Education: None. 
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for Medicaid fraud audit work of considerable difficulty; and 
performs related work as required Distinguishing Features: The employee in this class is responsible for reviewing, 
analyzing, interpreting and explaining data, auditing records, and designing tools in support of TBI Medicaid fraud civil 
and criminal investigations.  
 
Work Activities: 
Thinking Creatively: Designs ad hoc investigative tools and applications in support of Medicaid fraud criminal and civil 
investigations. Develops and utilizes custom investigative tools and applications to include computer programs in 
support of Medicaid fraud criminal and civil investigations. Designs ad hoc visual representations of data, to include 
charts, graphs, and heat/geographical maps, etc., in support of Medicaid fraud criminal and civil investigations. Develops 
and utilizes custom visual representations of data, to include charts, graphs, and heat/geographical maps, etc., in 
support of Medicaid fraud criminal and civil investigations. Analyzing Data or Information: Reviews data to include, 
claims data, Controlled Substance Monitoring Database (CSMD), TennCare claims billing information , and Pharmacy 
Benefits Manager (PBM), etc., in order to identify anomalies, outliers, and trends in support of   Medicaid fraud criminal 
and civil investigations. Audits Electronic Health Records (EHR)/ Electronic Medical Records (EMR) in order to identify 
anomalies, outliers, and trends in support of Medicaid fraud criminal and civil investigations. Audits financial records to 
include, bank statements, credit card statements, financial statements, tax records, etc., in order to identify anomalies, 
outliers, and trends in support of Medicaid fraud criminal and civil investigations. Analyzes data utilizing Microsoft Visual 
Basic for Applications (VBA), Transact - Structured Query Language (MSSQL T-SQL), Microsoft Visual Studio C#, and 
various application macros in support of Medicaid fraud criminal and civil investigations. Analyzes personal identifying 
information (PII) to identify potential witnesses, subjects, and victims in support of Medicaid fraud criminal and civil 
investigations. Processing Information: Compiles and audits potential Medicaid fraud financial information to include 
bank statements, credit card statements, financial statements, tax records, etc., in support of Medicaid fraud criminal 
and civil investigations. Audits claims data in support of Medicaid fraud criminal and civil investigations. Creates custom 
summary reports based off information obtained from the Controlled Substance Monitoring Database (CSMD), 
TennCare claims billing information , and Pharmacy Benefits Manager (PBM), etc., in  support of Medicaid fraud criminal 
and civil investigations. Compiles and audits Electronic Health Records (EHR)/ Electronic Medical Records (EMR) in 
support of Medicaid fraud criminal and civil investigations. Compiles patient abuse referral reports to be included in the 
required quarterly and annual reports. Establishing and Maintaining Interpersonal Relationships: Serves as a consultant 
to State and Federal law enforcement partners, such as United States Attorney's Office (USAO), State Attorney General 
(AG), and State Office of Inspector General (OIG), etc., to facilitate the exchange of  information related to Medicaid 
fraud investigations. Serves as a liaison to the Division of TennCare, Office of Program Integrity (OPI), Healthcare 
Informatics (HCI), and Pharmacy Benefits Manager (PBM) to facilitate the exchange of information related to Medicaid 
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fraud investigations. Serves as a liaison to the Department of Labor and Workforce Development and Department of 
Health Controlled Substance Monitoring Database Program (CSMD) to facilitate the exchange of information related to 
Medicaid fraud investigations. Updating and Using Relevant Knowledge: Maintains relevant subject matter expertise to 
include accounting, business practice, statistics, intelligence analysis, and information systems management, etc., in 
support of Medicaid fraud criminal and civil investigations. Maintains knowledge of all current software applications and 
relevant updates to include National Crime Information Center (NCIC), Integrated Criminal Justice Portal (ICJP), and The 
Last One (TLO) comprehensive reports, etc., used in support of Medicaid fraud criminal and civil investigations. 
Researches electronic hardware industry standards to meet Medicaid Fraud Control Division (MFCD) performance 
requirements. Interpreting the Meaning of Information for Others: Interprets and explains Medicaid fraud financial 
information to include bank statements, credit card statements, financial statements, tax records, etc., to Medicaid 
Fraud TBI Special Agents, Nurse Consultants, and external law enforcement entities. Interprets and explains TennCare 
claims billing information and summary reports to Medicaid Fraud TBI Special Agents, Nurse Consultants, and external 
law enforcement entities. Interprets and explains Electronic Health Records (EHR)/ Electronic Medical Records (EMR) to 
Medicaid Fraud TBI Special Agents, Nurse Consultants, and external law enforcement entities. Interprets and explains 
intelligence reports to Medicaid Fraud TBI Special Agents, Nurse Consultants, and external law enforcement entities. 
Getting Information: Obtains Controlled Substance Monitoring Database (CSMD) reports at the request of Medicaid 
Fraud Control TBI Special Agents for the purpose of investigative support. Requests TennCare claims billing information 
and summary reports at the request of Medicaid Fraud Control TBI Special Agents for the purpose of investigative 
support. Receives various forms of information to include Medicaid Provider data, financial records, leads/investigative 
tips, Personally Identifiable Information (PII), etc., from Medicaid Fraud Control TBI Special Agents. Receives provider 
fraud referrals from various sources to include TennCare Managed Care Organizations (MCO's), Pharmacy Benefits 
Manager (PBM), Dental Benefits Manager (DBM), in support of Medicaid Fraud criminal and civil investigations. Receives 
bi-monthly reporting from TennCare Managed Care Organizations (MCO's), Pharmacy Benefits Manager (PBM), and 
Dental Benefits Manager (DBM) in order to be included in the required quarterly and annual reports. Obtains patient 
abuse referral reports from various sources to include Adult Protective Services (APS), Department of Intellectual and 
Developmental Disabilities (DIDD), and Department of Health (DOH), etc., in order to be monitored and included in the 
required quarterly and annual reports. Documenting/Recording Information: Transcribes abuse referrals, TennCare 
Managed Care Organization (MCO's) bi-monthly referrals, and investigative tips in furtherance of Medicaid fraud 
criminal and civil investigations. Stores and maintains pertinent case information from Department of Labor and 
Workforce Development, Secretary of State, and Department of Health Automated Index Retrieval System (AIRS), etc., 
in furtherance of Medicaid fraud criminal and civil investigations. Stores and maintains pertinent case information from 
Medicaid fraud state partners, including but not limited to, State Attorney General's Conference and TennCare Office of 
Program Integrity (OPI) in furtherance of Medicaid fraud criminal and civil investigations 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Functional/Technical Competency Intellectual Horsepower Problem Solving Time 
Management Total Work Systems Presentation Skills Written Communications Ethics and Values Integrity and Trust 
Interpersonal Savvy Self-Development Knowledge: Clerical Computer and Electronics Customer and Personal Service 
Mathematics Skills: Active Listening Critical Thinking Speaking Writing Mathematics Reading Comprehension 
Coordination Complex Problem Solving Operations Analysis Time Management   Abilities: Oral Comprehension Oral 
Expression Written Comprehension Written Expression Mathematical Reasoning Deductive Reasoning Inductive 
Reasoning Wrist-Finger Speed Near Vision Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer/Plotter Scanner Copy  Machine  
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077858 - TBI MEDICAID FRAUD MANAGER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4151 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077859 - TBI MEDICAID FRAUD NURSE CONS 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4180 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in nursing and 
experience equivalent to two years of full-time increasingly responsible professional nursing work OR graduation from 
accredited college or technical institute with an associate's degree, possession of an unencumbered Tennessee 
Registered Nurse (RN)  License, and experience equivalent to four years of full-time increasingly responsible professional 
nursing work.  Substitution of Specific Experience for the Required Experience: Qualifying full-time experience in fraud 
detection, regulatory compliance, or quality assurance may be substituted for one year of the required nursing 
experience. Substitution of Specific Certification for the Required Experience: Certified Professional Coder (CPC) 
Credential from the American Academy of Professional Coders (AAPC) will substitute for one year of nursing experience.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Must be licensed or be eligible to obtain a license as a 
registered nurse in the state of Tennessee. Must possess a valid driver's license.                              Examination Method: 
Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for professional nurse consulting work of average difficulty and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for providing 
healthcare expertise in support of Medicaid Fraud cases, to include reviewing and interpreting information from 
acquired medical records for selected and sample individuals to determine presence of fraud, overprescribing, and/or 
patient abuse/neglect.  
 
Work Activities: 
Analyzing Data or Information:  Reviews, compares, and analyzes information in healthcare and billing records for 
Medicaid Fraud and abuse case investigations. Synthesizes Medicaid Fraud and abuse case investigations findings and 
information to produce reports. Analyzes applicable federal and state rules, regulations, and laws to determine any 
possible violations. Processing Information:  Compiles findings and information from patient medical records, medical 
and/or pharmacy reports, etc., to apply to Medicaid Fraud and abuse case investigations. Compiles findings and 
information from healthcare coding, billing, and claims data. Compiles findings and information from interviews, office 
reviews, and search warrants related to Medicaid Fraud and abuse case investigations. Identifies relevant healthcare 
records and data for Medicaid Fraud and abuse case investigations. Verifies applicable federal and state rules, 
regulations, and laws to apply to Medicaid Fraud and abuse case investigations. Communicating with Persons Outside 
Organization:  Communicates with District Attorneys General and federal prosecutors in support of civil and criminal 
Medicaid fraud investigations. Communicates with the state Attorney General's Office in support of civil Medicaid fraud 
investigations. Communicates with regulatory agencies and other outside healthcare related entities (e.g., state 
Department of Health, Tenncare, Managed Care Organizations (MCO's), etc.) in support of civil and criminal Medicaid 
fraud investigations. Organizing, Planning, and Prioritizing Work:  Prioritizes Medicaid Fraud and abuse casework with 
supervisor(s) guidance to ensure justicability. Organizes and prioritizes Medicaid Fraud and abuse casework with internal 
and external customers to ensure justicability. Maintains and organizes case assistance request forms from case agents 
(e.g., state Attorney General's Office, etc.) for Medicaid Fraud and abuse case investigations. Updating and Using 
Relevant Knowledge:  Serves as the initial healthcare expert for Medicaid fraud and abuse casework (e.g. interpretation 
of medical and procedural terminology, medical standards of care, scope of practice, etc.). Maintains proficiency in 
areas of expertise, including but not limited to, federal and state law and regulations, professional guidelines, etc. 
Completes necessary continuing education and training to maintain state licensure and national certifications. Requests 
and maintains necessary reference materials for Medicaid fraud and abuse case investigations (e.g, American Medical 
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Association (AMA) Current Procedural Terminology (CPT) Manual, American Dental Association (ADA) Current Dental 
Terminology (CDT) Manual, etc.). Interacting with Computers:  Generates Medicaid fraud and abuse casework product 
(e.g., preliminary Controlled Substance Monitoring Database (CSMD) reports, etc.) using relevant computer programs. 
Creates presentations related to Medicaid Fraud and abuse to inform internal and external customers. Utilizes online 
medical knowledge resources to further Medicaid Fraud and abuse case investigations (e.g., PubMed, Centers for 
Medicare and Medicaid Services website, state licensure verification website, etc.). Communicating with Supervisors, 
Peers, or Subordinates:  Communicates case status/findings to case agents to further the Medicaid Fraud and abuse 
investigative process. Communicates status reports to supervisor(s) regarding case and work activities to maintain 
appropriate deadlines. Coordinates with other Medicaid Fraud Control Unit (MFCU) support staff to further the 
Medicaid Fraud and abuse investigative process. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Informing Planning Action Oriented Written Communications 
Compassion Composure Self-Development Self-Knowledge Ethics and Values Integrity and Trust Knowledge:  Medicine 
and Dentistry Law and Government Skills:  Critical Thinking Skills Reading Comprehension Skills Writing Skills Active 
Listening Skills Speaking Skills Coordination Skills Service Orientation Skills Social Perceptiveness Skills Complex Problem 
Solving Skills Abilities:  Deductive Reasoning Ability Flexibility of Closure Ability Oral Comprehension Ability Oral 
Expression Ability Written Comprehension Ability Written Expression Ability Selective Attention Ability Speech 
Recognition Ability Speech Clarity Ability   
 
Tools and Equipment Used: 
 Personal Computer Telephone(s) Printer Copier Scanner Fax 
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077883 - TBI SENIOR COMM OFFICER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4220 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077879 - TBI SENIOR POLICY ADVISOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4153 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038688 - TBI SP AGENT NARCOTICS ENF INV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1520 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. 
 
Other Requirements: 
Necessary Special Qualifications:Applicants for this class must:1. be willing to and able to qualify with, carry, and use 
assigned weapons.2. be at least twenty-one (21) years of age on the date of application.3. be a citizen of the United 
States.4. have a good moral character, as determined by investigation.5. complete a criminal history disclosure form in a 
manner approved by the appointing authority.6. agree to release all records involving their criminal history to the 
appointing authority.7. supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminalhistory records check.8. have no conviction for a felony or have been discharged under any other than 
honorable conditions from any branch of the United States armed forces.9. pass a physical examination administered by 
a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions 
of the position.10. pass a psychological evaluation administered by a licensed mental health professional that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position.11. possess 
a valid motor vehicle operator's license at the time of appointment in some positions.12. upon appointment, 
successfully complete the Tennessee Bureau of Investigation Investigative Course and Field Training Program or a Basic 
Police Training and Criminal Investigative Course that includes the following coursework: interviewing and interrogation; 
drug enforcement training and surveillance/undercover operations; communication skills, interpersonal skills, and/or 
leadership skills; case organization training; basic financial crimes investigation; handling informants; and training and 
instructor development.Examination Method: Education and experience, 100% for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs narcotic enforcement investigative work of considerable difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class performs narcotic enforcement 
investigation, criminal identification, case preparation, and prosecution duties. 
 
Work Activities: 
1. Performs narcotic enforcement investigations; secures information and evidence for eventual arrest and prosecution 
of persons involved in narcotic activities.2. Performs covert narcotic enforcement investigations using a variety of 
investigative equipment including electronic tracking devices, mobile radio equipment, cameras, night viewing devices, 
audio surveillance, video, and tape recording equipment; uses information to gather information; makes undercover 
and informant purchases of narcotics; utilizes laboratory analysis to support case development.3. Seizes vehicles and 
currency used in illegal narcotic activity.4. Prepares case report of narcotic investigation to be used by District Attorney 
Generals in the prosecution of criminal defendants; testifies in criminal prosecutions and administrative hearings.5. 
Assists other law enforcement agencies by providing information and assisting with narcotic enforcement investigations; 
arrest subjects for narcotic enforcement violations.6. Prepares and maintains required records and reports on vehicle 
maintenance, hours and locations worked, confidential fund expenditures, and administrative reports.7. Operates a 
motor vehicle and other investigative related equipment in the performance of duties. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038692 - TBI SP AGENT-CRIMINAL INV 2* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1570 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time increasingly responsible investigative experience as a TBI Special Agent-Criminal Investigator 1,. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C.   922(g) or 
any other state or federal law; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the 
United States; Possess a valid motor vehicle operator's license; Upon appointment, be willing to and able to obtain a 
Security Clearance. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Complete a criminal history and background disclosure form in a manner approved by the appointing 
authority and agree to release all records involving any criminal history or necessary records to the appointing authority; 
Be subject to an intense background investigation in a manner prescribed by the appointing authority, which includes 
but not limited to a check of State and Federal criminal records, driving history, social media accounts, credit check, 
education, military, previous employment, drug use, and reference verification as well as a polygraph examination to 
this effect, which will require some travel to the appointment; A candidate must not have been convicted of, pleaded 
guilty to, or entered a plea of nolo contendre to any violation of any federal or state law or city ordinance considered a 
felony or a misdemeanor based on integrity (to include, but not limited to: force, violence, theft, dishonesty, gambling, 
DUI, or controlled substances).  This includes a sufficient number of misdemeanors, of any nature, to establish a pattern 
of disregard for the law. Violations considered “youthful indiscretions” or experimentation (domestic related offenses 
excluded) may be considered on a case by case basis by the appointing authority; Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces; 
Must participate in pre-employment, random and for cause drug and substance abuse testing as required by 
departmental policies and procedures; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Upon appointment, successfully complete 
the Tennessee Bureau of Investigation Special Agent Academy that includes the following coursework: interviewing and 
interrogation; drug enforcement training and surveillance/undercover operations; communication skills, interpersonal 
skills, and/or leadership skills; case organization training; basic financial crimes investigation; handling informants; and 
training and instructor development. Must also successfully complete the Tennessee Law Enforcement Training 
Academy (TLETA), if TLETA or other TBI approved basic police training has not been previously completed.Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for criminal investigative work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the working class in the TBI Special Agent-Criminal Investigator 
sub-series. An employee in this class performs a full range of criminal investigation, criminal identification, case 
preparation and prosecution duties. This class is flexibly staffed with and differs from that of TBI Special Agent-Criminal 
Investigator 1, in that an incumbent of the latter functions in a training capacity. This class differs from that of TBI 
Assistant Special Agent in Charge in that an incumbent of the latter supervises TBI Special Agent-Criminal Investigators. 
 
Work Activities: 
Analyzing Data or Information:  Analyzes physical evidence at a crime scene to interpret sequence of events, to 
determine the focus of investigation, or to develop investigative leads. Analyzes subject/witness statements to 
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determine credibility/accuracy. Judges the veracity of witness/subject statements. Judges the value/relevance of 
evidence. Analyzes investigative data (e.g., financial statements, telecommunications records, medical records, and 
digital data) to identify criminal activity. Monitoring and Controlling Resources:  Recruits, document, and control 
confidential informants. Interpreting the Meaning of Information for Others:  Serves as a competent witness for judicial 
proceedings. Prepares judicial processes (e.g. search warrants, applications, and subpoenas). Documents statements 
from witness, victims and suspects. Recreates events in a crime to develop timeline or sequence of events. Provides 
interpretation of reports/investigative leads to concerned parties. Records, maintains and stores photographic, digital 
media and audio evidence. Creates spreadsheets, graphs and charts to illustrate relevant facts. Performing General 
Physical Activities:  Uses force, up to and including deadly force, to protect themselves or others when necessary. 
Performs strenuous physical activity (e.g. run, handcuff, overpower) to pursue, subdue and/or apprehend suspects. 
Works extended hours without periods of rest, to include extended surveillance, processing crime scenes, etc. Performs 
first aid as necessary. Loads, unloads, fires, assembles, disassembles, and cleans weapons. Participates in physical 
training activities (e.g. weapons training, Close Quarters Combat and Control (CQC), firearms qualifications). Performs 
physical searches (e.g., suspects, vehicles, residences, structures, etc.). Places surveillance equipment on individuals or 
within or on objects. Operates vehicles (e.g. automobiles, RVs, ATVs, Boats, Aircraft) in emergency and non-emergency 
situations. Moves heavy and bulky objects (e.g., human remains, large equipment, supplies, and evidence) at crime 
scenes. Performing Administrative Activities:  Compiles accurate and factual information to document a case file. 
Manages personal work assignments to meet investigative and administrative requirements. Prepares administrative 
and investigative reports accurately and in a timely fashion. Documents and controls the use of confidential funds when 
necessary. Compiles statistical data to report administrative functions. Communicating with Supervisors, Peers, or 
Subordinates:  Maintains availability to respond at all times. Communicates in a timely manner with agents, TBI 
employees, supervisors, etc. Provides supervisors with status updates. Identifying Objects, Actions, and Events:  
Identifies objects/data of relevance at crime scenes and other investigative sites/activities. Develops strategies to 
resolve investigations. Monitors and interprets patterns of behavior of suspects to determine if criminal activity has 
occurred. Evaluates data and knowledge gathered through investigative activity to determine applicable federal/state 
law violations for relevant prosecutions. Updating and Using Relevant Knowledge:  Maintains proficiency in physical 
training activities (e.g. weapons training, Close Quarters Combat and Control (CQC), firearms qualifications). Learns and 
maintains proficiency in relevant technology (including hardware and software). Reads job specific documents (e.g., 
legal updates, case law, legislative updates) to stay abreast of relevant changes/additions/deletions. Attends training to 
maintain or improve knowledge and skills. Establishing and Maintaining Interpersonal Relationships:  Utilizes methods of 
conflict management and de-escalation in all situations (e.g., interviews, arrests, and dealing with outside entities). 
Develops and maintains relationships with advocacy groups, local, state and federal law enforcement agencies, court 
officials, and other government agencies. Communicates with coordinating agencies, victims, and court system 
regarding investigative activity. Training and Teaching Others:  Develops curriculum and teaches investigative techniques 
or other law enforcement topics when necessary. Makes presentations to law enforcement peers and community 
organization. Shares newly acquired or specialized knowledge with peers. 
 
Competencies (KSA’s): 
Competencies:  Intellectual Horsepower Problem Solving Time Management Timely Decision Making Conflict 
Management Action Oriented Written Communications Composure Interpersonal Savvy Listening Ethics and Values 
Integrity and Trust Knowledge:  Administration and Management Knowledge Clerical Knowledge Law and Government 
Knowledge Public Safety and Security Knowledge Communication and Media Knowledge Education and Training 
Knowledge Customer and Personal Service Knowledge Skills:  Active Learning Skills Active Listening Skills Reading 
Comprehension Skills Speaking Skills Writing Skills Persuasion Skills Social Perceptiveness Skills Complex Problem Solving 
Skills Judgment and Decision Making Skills Time Management Skills Abilities:  Deductive Reasoning Ability Fluency of 
Ideas Ability Inductive Reasoning Ability Information Ordering Ability Memorization Ability Oral Comprehension Ability 
Oral Expression Ability Time Sharing Ability Written Comprehension Ability Written Expression Ability Response 
Orientation Ability Stamina Ability 
 
Tools and Equipment Used: 
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 Firearms and other weapons Computers Vehicles Communication devices Evidence collecting equipment Restraint 
devices Personal protection equipment (e.g., body armor, gas mask, etc.) Photographic and video equipment Electronic 
surveillance equipment First aid kits (e.g., Narcan, tourniquets, Automated External Defibrillators, etc.) 
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077867 - TBI SP AGENT-FORENSIC SCI 1** 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  8099 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry, or 
other natural or physical sciences; forensic science, or other forensic related areas; including a minimum of thirty-six 
quarter hours (twenty-four semester hours) in chemistry. Substitution of Education for Experience: None Substitution of 
Experience for Education: NoneA transcript with all chemistry credits is required to be uploaded with an employment 
application in order that the agency is able to properly evaluate a candidate’s eligibility for a position in this 
classification. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C. &sect; 922(g) 
or any other state or federal law; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the 
United States; Possess a valid motor vehicle operator’s license; Upon appointment, be willing to and able to obtain a 
Security Clearance. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Complete a criminal history and background disclosure form in a manner approved by the appointing 
authority and agree to release all records involving any criminal history or necessary records to the appointing authority; 
Be subject to an intense background investigation in a manner prescribed by the appointing authority, which includes 
but not limited to a check of State and Federal criminal records, driving history, social media accounts, credit check, 
education, military, previous employment, drug use, and reference verification as well as a polygraph examination to 
this effect, which will require some travel to the appointment; A candidate must not have been convicted of, pleaded 
guilty to, or entered a plea of nolo contendre to any violation of any federal or state law or city ordinance considered a 
felony or a misdemeanor based on integrity (to include, but not limited to: force, violence, theft, dishonesty, gambling, 
DUI, or controlled substances).  This includes a sufficient number of misdemeanors, of any nature, to establish a pattern 
of disregard for the law. Violations considered “youthful indiscretions” or experimentation (domestic related offenses 
excluded) may be considered on a case by case basis by the appointing authority; Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces; 
Must participate in pre-employment, random and for cause drug and substance abuse testing as required by 
departmental policies and procedures; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position. 
 
Job Overview: 
Summary: Under general supervision, performs professional forensic science laboratory and field work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the TBI Special 
Agent-Forensic Scientist sub-series. An employee in this class performs a variety of routine laboratory tests such as 
analyzing physical, chemical, or biological evidence submitted to the Tennessee Bureau of Investigation; and composing 
technical laboratory reports describing the results of tests and testifies in criminal court as an expert witness. Initially, an 
incumbent receives close supervision, but as experience is gained, supervision becomes more general. This class differs 
from TBI Special Agent Forensic Scientist 2* in that an incumbent of the latter performs at the working level. *An 
applicant appointed to this flexibly staffed class will be promoted to the next higher class in the series after successful 
completion of a mandatory two-year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination.                         
 
Work Activities: 
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Analyzing Data or Information: Makes and/or verifies critical findings on forensic evidence submitted from crimes 
Evaluates and compares unknown forensic evidence against known reference standards to determine identity, 
similarities, patterns, or differences for the use in the investigation of crime. Analyzes and examines biological or 
physical forensic evidence in assigned discipline using scientific principles and methods. Compiles collected data from 
scientific testing to generate qualitative and quantitative and statistical conclusions of forensic significance. Performs 
peer reviews of forensic casework to determine technical and administrative accuracy. Evaluates forensic evidence for 
quality and to determine probative value in criminal cases. Evaluates forensic evidence to determine the most 
appropriate forensic testing and sequence. Performing General Physical Activities: Uses force, up to and including deadly 
force, to protect themselves or others when necessary. Works extended hours without periods of rest while processing 
crime scenes. Performs first aid as necessary. Operates equipment for the detection of and documentation of crimes 
and scenes of officer involved use of force. Performs physical searches (e.g. deceased individuals, vehicles, residences, 
structures, etc.) Participates in physical training activities (e.g. weapons training, Close Quarters Combat and Control 
(CQC), firearms qualifications, judgmental use of force training, etc.) Performs strenuous physical activity and moves 
heavy and bulky objects (e.g. human remains, large equipment, supplies, and evidence) at crime scenes. Operates 
vehicles (e.g. automobiles, specialized crime scene vehicle) in emergency and non-emergency situations. Training and 
Teaching Others:  Conveys, interprets, and presents scientific concepts, methods, and results in judicial proceedings. 
Trains new employees in laboratory testing, expert testimony and crime scene processing. Instructs and presents 
laboratory topics for internal and external customers (e.g. judicial officials, law enforcement, laboratory, and medical 
personnel, etc.) Scheduling Work and Activities: Maintains on call status 24 hours a day, 365 days a year on a rotating 
basis to respond to violent crime scenes and scenes of officer involved use of force. Schedules to accommodate 
courtroom testimony, pretrial conferences, depositions, motion hearings, and other events as required by the judicial 
system. Plans, organizes and coordinates the testing of forensic evidence to aid in the detection, investigation and 
adjudication of crimes. Repairing and Maintaining Electronic Equipment: Diagnoses problems and repairs scientific 
equipment and instruments as required. Performs calibration and/or maintenance on scientific equipment to be used in 
the field by law enforcement officers. Performs routine quality control and maintenance on scientific equipment and 
instruments as required. Handling and Moving Objects: Performs basic and complex forensic evidence testing for the 
purpose of criminal investigations. Safely carries and handles issued firearms. Maintains security of forensic evidence. 
Prepares reagents used in forensic analysis. Packages, seals and transports forensic evidence in the laboratory, crime 
scenes and officer involved use of force. Wears personal protective equipment when handling potential biological, 
physical, and chemical hazards encountered during the processing of forensic evidence. Communicating with Persons 
Outside Organization: Serves as an expert witness for judicial proceedings. Provides interpretation of forensic reports to 
law enforcement agencies and judicial officials. Advises submitting law enforcement agencies on appropriate evaluation, 
collection, preservation, and testing of forensic evidence. Provides forensic reports or status updates to concerned 
parties as required. Establishes and maintains contacts with criminal justice officials and law enforcement officers. 
Interacting with Computers: Uses specialized equipment and instrumentation to collect data, document violent crime 
scenes, and perform forensic analyses. Uses designated forensic databases to facilitate identification and/or association 
of unknown sources. (e.g. Automated Fingerprint Identification Systems (AFIS), Combined DNA Index System (CODIS), 
National Integrated Ballistic Information Network (NIBIN)) Uses and maintains proprietary computer programs to 
operate instrumentation to analyze forensic evidence. Uses the laboratory information system to track evidence, enter 
results, generate reports, and review case information. Documenting/Recording Information:  Produces detailed 
documentation of crime scenes and/or scenes of officer involved use of force, including notes, videos, photographs, and 
diagrams. Produces and maintains detailed records to document forensic evidence and analysis. Produces and maintains 
detailed records to document forensic validation studies and results. Records the use and preparation of reagents and 
standards in the laboratory. Records results of quality control/safety checks into log books. Evaluating Information to 
Determine Compliance with Standards  Ensures that crime laboratory testing is in compliance with TBI Policy, Crime 
Laboratory Standard Operating Procedures and guidelines, and accreditation requirements. Validates and applies new 
techniques or technologies in collecting, documenting and testing forensic evidence in the laboratory or crime scene. 
Ensures that crime laboratory testing is in compliance with state and federal law. Participates in proficiency tests to 
maintain compliance per accreditation requirements. Participates in internal and external audits to ensure compliance 
with accreditation requirements. Evaluates the quality of equipment, chemicals, and reference standards to determine 
fitness of us in forensic casework. Stays abreast of legislative changes, discipline specific literature, and 
accreditation/certification requirements, and applies knowledge for use in forensic investigations. Attends training, 
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conferences and/or continuing education as required per forensic discipline. Communicating with Supervisors, Peers, or 
Subordinates  Serves as a team member and/or leader on the violent crime response team. Coordinates the testing of 
multi-discipline forensic evidence. Notifies other employees of potential health/safety hazards in the lab. Communicates 
with peers and supervisor regarding forensic casework analysis and newly acquired knowledge Provides supervisor with 
status updates as requested. Repairing and Maintaining Mechanical Equipment:  Loads, unloads, fires, assembles, 
disassembles, and cleans issued firearms. Performs routine maintenance on violent crime response vehicle and 
equipment as required. Performs regular checks on refrigerators, freezers, dry baths, incubators, and other laboratory 
equipment. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Technical Learning Informing Organizing Time Management Process Management 
Conflict Management Perseverance Composure Ethics and Values Integrity and Trust Listening Knowledge: Intermediate 
Chemistry Knowledge DNA-Biology College Coursework (i.e. Genetics, Statistics, Molecular Biology and Biochemistry) 
Intermediate Mathematics Knowledge Customer and Personal Service Knowledge Clerical Knowledge 
Communications/Media Use Knowledge Education/Training Knowledge Law and Government Knowledge Public Safety 
and Security Knowledge Computers and Electronics Knowledge Skills: Active Listening Skills Critical Thinking Skills 
Mathematics Skills Science Skills Reading Comprehension Complex Problem Solving Skills Coordination Skills Judgement 
and Decision Making Skills Time Management Skills Troubleshooting Skills Repairing Skills Quality Control Analysis Skills  
Abilities: Deductive Reasoning Ability Flexibility of Closure Ability Oral Expression Ability Written Communication Ability 
Time Sharing Ability Selective Attention Ability Manual Dexterity Ability Stamina Depth Perception Ability Visual Color 
Discrimination Ability 
 
Tools and Equipment Used: 
 Hand Tools Laboratory Information System and Forensic Databases Firearms Video and Photographic Equipment Power 
Tools Computers Vehicles Scientific Laboratory Equipment Forensic Imagining Tools Large Specialty Vehicles (e.g. Violent 
Crime Response Truck) Specialized Measurement Tools (e.g. Scan Station, micrometer, analytical balances) Personal 
Protection Equipment (e.g. body armor, gas mask) Metal Detector Safety and First Aid (e.g. First Aid Kit, Narcan 
Tourniquets, Automated External Defibrillators, Fire Extinguisher, etc.) 
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077868 - TBI SP AGENT-FORENSIC SCI 2* 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4196 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree inchemistry, or 
other natural or physical sciences; forensic science or other forensic related areas; including a minimum of thirty-six 
quarter hours (twenty-four semester hours) in chemistry and two years of full-time professional forensic science work. 
Substitution of Education for Experience: Additional graduate coursework in a natural or physical science or other 
forensic related area may be substituted for the required experience on a year-for-year basis to a maximum of one year. 
Substitution of Experience for Education: NoneA transcript with all chemistry credits is required to be uploaded with an 
employment application in order that the agency is able to properly evaluate a candidate's eligibility for a position in this 
classification. 
 
Other Requirements: 
 Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C.   922(g) or 
any other state or federal law; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the 
United States; Possess a valid motor vehicle operator's license; Upon appointment, be willing to and able to obtain a 
Security Clearance. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Complete a criminal history and background disclosure form in a manner approved by the appointing 
authority and agree to release all records involving any criminal history or necessary records to the appointing authority; 
Be subject to an intense background investigation in a manner prescribed by the appointing authority, which includes 
but not limited to a check of State and Federal criminal records, driving history, social media accounts, credit check, 
education, military, previous employment, drug use, and reference verification as well as a polygraph examination to 
this effect, which will require some travel to the appointment; A candidate must not have been convicted of, pleaded 
guilty to, or entered a plea of nolo contendre to any violation of any federal or state law or city ordinance considered a 
felony or a misdemeanor based on integrity (to include, but not limited to: force, violence, theft, dishonesty, gambling, 
DUI, or controlled substances).  This includes a sufficient number of misdemeanors, of any nature, to establish a pattern 
of disregard for the law. Violations considered “youthful indiscretions” or experimentation (domestic related offenses 
excluded) may be considered on a case by case basis by the appointing authority; Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces; 
Must participate in pre-employment, random and for cause drug and substance abuse testing as required by 
departmental policies and procedures; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional forensic science laboratory and field work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the working level class in the TBI 
Special Agent-Forensic Scientist sub-series. An employee in this class performs a variety of moderately complex 
chemical, physical and biologic tests in analyzing and comparing evidence collected at a crime scene and from suspects. 
This class is flexibly staffed with and differs from TBI Special Agent-Forensic Scientist 1 in that incumbents of the latter 
perform at the entry level. This class differs from TBI Special Agent-Forensic Scientist Supervisor in that incumbents of 
the latter supervise a small subordinate staff in a service section of the crime laboratory. 
 
Work Activities: 



 TN Job Classification Specifications  
September 22, 2020 

Analyzing Data or Information: Makes and/or verifies critical findings on forensic evidence submitted from crimes 
Evaluates and compares unknown forensic evidence against known reference standards to determine identity, 
similarities, patterns, or differences for the use in the investigation of crime. Analyzes and examines biological or 
physical forensic evidence in assigned discipline using scientific principles and methods. Compiles collected data from 
scientific testing to generate qualitative and quantitative and statistical conclusions of forensic significance. Performs 
peer reviews of forensic casework to determine technical and administrative accuracy. Evaluates forensic evidence for 
quality and to determine probative value in criminal cases. Evaluates forensic evidence to determine the most 
appropriate forensic testing and sequence. Performing General Physical Activities: Uses force, up to and including deadly 
force, to protect themselves or others when necessary. Works extended hours without periods of rest while processing 
crime scenes. Performs first aid as necessary. Operates equipment for the detection of and documentation of crimes 
and scenes of officer involved use of force. Performs physical searches (e.g. deceased individuals, vehicles, residences, 
structures, etc.) Participates in physical training activities (e.g. weapons training, Close Quarters Combat and Control 
(CQC), firearms qualifications, judgmental use of force training, etc.) Performs strenuous physical activity and moves 
heavy and bulky objects (e.g. human remains, large equipment, supplies, and evidence) at crime scenes. Operates 
vehicles (e.g. automobiles, specialized crime scene vehicle) in emergency and non-emergency situations. Training and 
Teaching Others:  Conveys, interprets, and presents scientific concepts, methods, and results in judicial proceedings. 
Trains new employees in laboratory testing, expert testimony and crime scene processing. Instructs and presents 
laboratory topics for internal and external customers (e.g. judicial officials, law enforcement, laboratory, and medical 
personnel, etc.) Scheduling Work and Activities: Maintains on call status 24 hours a day, 365 days a year on a rotating 
basis to respond to violent crime scenes and scenes of officer involved use of force. Schedules to accommodate 
courtroom testimony, pretrial conferences, depositions, motion hearings, and other events as required by the judicial 
system. Plans, organizes and coordinates the testing of forensic evidence to aid in the detection, investigation and 
adjudication of crimes. Repairing and Maintaining Electronic Equipment: Diagnoses problems and repairs scientific 
equipment and instruments as required. Performs calibration and/or maintenance on scientific equipment to be used in 
the field by law enforcement officers. Performs routine quality control and maintenance on scientific equipment and 
instruments as required. Handling and Moving Objects: Performs basic and complex forensic evidence testing for the 
purpose of criminal investigations. Safely carries and handles issued firearms. Maintains security of forensic evidence. 
Prepares reagents used in forensic analysis. Packages, seals and transports forensic evidence in the laboratory, crime 
scenes and officer involved use of force. Wears personal protective equipment when handling potential biological, 
physical, and chemical hazards encountered during the processing of forensic evidence. Communicating with Persons 
Outside Organization: Serves as an expert witness for judicial proceedings. Provides interpretation of forensic reports to 
law enforcement agencies and judicial officials. Advises submitting law enforcement agencies on appropriate evaluation, 
collection, preservation, and testing of forensic evidence. Provides forensic reports or status updates to concerned 
parties as required. Establishes and maintains contacts with criminal justice officials and law enforcement officers. 
Interacting with Computers: Uses specialized equipment and instrumentation to collect data, document violent crime 
scenes, and perform forensic analyses. Uses designated forensic databases to facilitate identification and/or association 
of unknown sources. (e.g. Automated Fingerprint Identification Systems (AFIS), Combined DNA Index System (CODIS), 
National Integrated Ballistic Information Network (NIBIN)) Uses and maintains proprietary computer programs to 
operate instrumentation to analyze forensic evidence. Uses the laboratory information system to track evidence, enter 
results, generate reports, and review case information. Documenting/Recording Information:  Produces detailed 
documentation of crime scenes and/or scenes of officer involved use of force, including notes, videos, photographs, and 
diagrams. Produces and maintains detailed records to document forensic evidence and analysis. Produces and maintains 
detailed records to document forensic validation studies and results. Records the use and preparation of reagents and 
standards in the laboratory. Records results of quality control/safety checks into log books. Evaluating Information to 
Determine Compliance with Standards  Ensures that crime laboratory testing is in compliance with TBI Policy, Crime 
Laboratory Standard Operating Procedures and guidelines, and accreditation requirements. Validates and applies new 
techniques or technologies in collecting, documenting and testing forensic evidence in the laboratory or crime scene. 
Ensures that crime laboratory testing is in compliance with state and federal law. Participates in proficiency tests to 
maintain compliance per accreditation requirements. Participates in internal and external audits to ensure compliance 
with accreditation requirements. Evaluates the quality of equipment, chemicals, and reference standards to determine 
fitness of us in forensic casework. Stays abreast of legislative changes, discipline specific literature, and 
accreditation/certification requirements, and applies knowledge for use in forensic investigations. Attends training, 
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conferences and/or continuing education as required per forensic discipline. Communicating with Supervisors, Peers, or 
Subordinates  Serves as a team member and/or leader on the violent crime response team. Coordinates the testing of 
multi-discipline forensic evidence. Notifies other employees of potential health/safety hazards in the lab. Communicates 
with peers and supervisor regarding forensic casework analysis and newly acquired knowledge Provides supervisor with 
status updates as requested. Repairing and Maintaining Mechanical Equipment:  Loads, unloads, fires, assembles, 
disassembles, and cleans issued firearms. Performs routine maintenance on violent crime response vehicle and 
equipment as required. Performs regular checks on refrigerators, freezers, dry baths, incubators, and other laboratory 
equipment. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Technical Learning Informing Organizing Time Management Process Management 
Conflict Management Perseverance Composure Ethics and Values Integrity and Trust Listening Knowledge: Intermediate 
Chemistry Knowledge DNA-Biology College Coursework (i.e. Genetics, Statistics, Molecular Biology and Biochemistry) 
Intermediate Mathematics Knowledge Customer and Personal Service Knowledge Clerical Knowledge 
Communications/Media Use Knowledge Education/Training Knowledge Law and Government Knowledge Public Safety 
and Security Knowledge Computers and Electronics Knowledge Skills: Active Listening Skills Critical Thinking Skills 
Mathematics Skills Science Skills Reading Comprehension Complex Problem Solving Skills Coordination Skills Judgement 
and Decision Making Skills Time Management Skills Troubleshooting Skills Repairing Skills Quality Control Analysis Skills  
Abilities: Deductive Reasoning Ability Flexibility of Closure Ability Oral Expression Ability Written Communication Ability 
Time Sharing Ability Selective Attention Ability Manual Dexterity Ability Stamina Depth Perception Ability Visual Color 
Discrimination Ability 
 
Tools and Equipment Used: 
 Hand Tools Laboratory Information System and Forensic Databases Firearms Video and Photographic Equipment Power 
Tools Computers Vehicles Scientific Laboratory Equipment Forensic Imagining Tools Large Specialty Vehicles (e.g. Violent 
Crime Response Truck) Specialized Measurement Tools (e.g. Scan Station, micrometer, analytical balances) Personal 
Protection Equipment (e.g. body armor, gas mask) Metal Detector Safety and First Aid (e.g. First Aid Kit, Narcan 
Tourniquets, Automated External Defibrillators, Fire Extinguisher, etc.) 
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077869 - TBI SP AGENT-FORENSIC SCI SPV 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4201 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in chemistry, 
mathematics, or other natural or physical sciences; medical technology; forensic science, criminalistics, or other forensic 
related areas; including a minimum of thirty-six quarter hours in chemistry and four years of full-time professional 
forensic science work.Substitution of Education for Experience: Additional graduate coursework in a natural or physical 
science, criminalistics or other forensic related area may be substituted for the required experience on a year-for-year 
basis to a maximum of one year. OR Four years of forensic science work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Be willing to and able to qualify with, carry, and use 
assigned weapons;    Be at least twenty-one (21) years of age on the date of application;    Be a citizen of the United 
States;    Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check;    Agree to release all records involving their criminal history to the appointing authority;    Complete a criminal 
history disclosure form in a manner approved by the appointing authority;    Have good moral character as determined 
by investigation;    Have no conviction for a felony or have been discharged under any other than honorable conditions 
from any branch of the United States armed forces;    Participate in pre-employment, random and for cause drug and 
substance abuse testing as required by departmental policies and procedures;    Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position;    Pass a psychological evaluation administered by a licensed mental health 
professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position;    Possess a valid motor vehicle operator's license at the time of appointment in some positions. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional forensic science work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required. Distinguishing Features: This is the 
supervisory class in the TBI Special Agent-Forensic Scientist sub-series. An employee in this class supervises and 
performs forensic science activities in a section of the TBI crime laboratory. This class differs from TBI Special Agent-
Forensic Scientist 2 in that incumbents of the latter perform at the working level. 
 
Work Activities: 
Processing Information:    Verifies critical findings. (e.g. latent print comparisons).    Compiles collected data from 
scientific testing to generate qualitative, quantitative and statistical conclusions of forensic significance.    Performs peer 
reviews of casework to determine technical and administrative accuracy.Making Decisions and Solving Problems:    
Compares evidentiary items or data to determine identification/non-identification in comparison to a reference 
standard.    Compares evidentiary items or data to determine degree of association/non-association.    Evaluates 
evidence to determine the most appropriate forensic testing and sequence. Analyzing Data or Information:    Analyzes 
and examines biological or physical evidence in assigned discipline using scientific principles and methods. Identifying 
Objects, Actions, and Events:    Evaluates submitted evidence against known reference standards to determine identity, 
similarities, patterns, or differences.    Evaluates crime scenes to recognize items of evidentiary value. Interpreting the 
Meaning of Information for Others:    Serves as an expert witness for court proceedings.    Provides interpretation of 
reports to concerned parties. Thinking Creatively:    Designs, validates, and applies new techniques or technologies in 
collecting, documenting and testing forensic evidence in the laboratory or field. Controlling Machines and Processes:     
Uses specialized equipment and instrumentation to perform forensic analysis.    Maintains security of evidence during 
testing. Coordinating the Work and Activities of Others:    Serves as a team leader on the crime scene team and 
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coordinate the testing of multi-discipline evidence.    Assigns cases for analysis and monitors the workflow of the 
assigned unit. Getting Information:    Represents one of the disciplines (e.g. firearms, microanalysis) on the crime scene 
teams for collection of evidence.    Reviews information (oral conversations or written forms) from submitting agencies 
to determine relevance and sequence of testing.    Gathers information from other involved scientists to receive all 
relevant details of case and coordinate testing. Judging the Qualities of Things, Services, or People:    Evaluates the 
quality of equipment, chemicals, and reference standards to determine fitness for use.    Evaluates the quality of 
evidence samples to determine value. Repairing and Maintaining Electronic Equipment:    Troubleshoots and performs 
some repairs on scientific equipment and instruments.    Performs regular checks of instrumentation used in the lab. 
Guiding, Directing and Motivating Subordinates:    Sets performance standards and evaluates performance of 
subordinates. Documenting/Recording Information:    Produces detailed documentation of the crime scene including 
videos, photographs, and diagrams.    Produces and maintains detailed records to document evidence and analysis.    
Records use of reagents and standards used in the laboratory.    Records results of quality control/safety checks into log 
books. Interacting With Computers:    Uses proprietary computer programs to operate instrumentation and analyze 
evidence.    Uses designated forensic databases to facilitate identification of unknown sources. (e.g. AFIS, CODIS).    Uses 
the lab information system to track evidence, enter results, generate reports, and review case information.    Uses 
Edison to perform timekeeping and performance management functions. Handling and Moving Objects:     Performs 
basic and complex laboratory testing.    Prepares reagents used in forensic analysis.    Packages, seals and transports 
evidence at crime scenes for analysis at the laboratory.    Places evidence in vaults/storage areas.    Wears personal 
protective equipment when handling chemical and biological hazards. Staffing Organizational Units:    Interviews and 
makes recommendations to hire. Training and Teaching Others:    Develops curriculum and instruct in laboratory topics 
for internal and external customers.    Makes presentations on laboratory testing, guidelines, and capabilities to outside 
entities.    Shares newly acquired knowledge with peers. Evaluating Information to Determine Compliance with 
Standards:    Ensures that laboratory testing is in compliance with Standard Operating Procedures, legislative 
requirements, and accreditation guidelines.    Wears protective gear when handling biological and chemical hazards. 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Estimates the amount of sample 
required to run a valid test on a piece of evidence. Scheduling Work and Activities:    Schedules the work of subordinates 
to maximize unit efficiency.    Schedules casework to accommodate court dates and crime scene assignments. Coaching 
and Developing Others:    Provides coaching to subordinates to improve performance. Performing General Physical 
Activities:    Participates in weapons and self-defense training as required.    Moves heavy, bulky, or large equipment, 
supplies and evidence in the lab or at crime scenes. Developing Objectives and Strategies:    Assists in the development 
of strategic planning for the forensic division. Organizing, Planning, and Prioritizing Work:    Plans, organizes and 
coordinates work assignments of subordinates to maximize efficiency.    Plans, organizes and coordinates work 
assignments with coworkers to maximize efficiency. Repairing and Maintaining Mechanical Equipment:     Performs 
regular checks on safety equipment.    Performs regular checks on refrigerators, freezers, and incubators. 
Communicating with Persons Outside Organization:    Advises submitting agencies on recommended laboratory testing 
of evidence.    Establishes and maintains personal contacts with criminal justice officials and law enforcement officers. 
Communicating with Supervisors, Peers, or Subordinates:     Notifies other employees of potential health/safety hazards 
in the lab.    Provides supervisor with status updates as requested.    Communicates with peers and supervisor regarding 
casework analysis. Performing for or Working Directly with the Public:     Provides reports or status updates to 
concerned parties as required. Updating and Using Relevant Knowledge:    Stays abreast of legislative changes, discipline 
specific literature/journals/updates, and accreditation/certification requirements and applies knowledge in day-to-day 
tasks.    Attends training, conferences or continuing education as required per discipline. Operating Vehicles, 
Mechanized Devices, or Equipment:     Drives the crime scene vehicle.    Operates vehicles for travel to court, training, or 
to transport evidence.    Operates evidence vehicle to facilitate testing or storage. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Problem Solving    Informing    Process Management    Command 
Competencies    Managerial Courage    Drive for Results    Written Communications    Integrity and Trust    Interpersonal 
SavvyKnowledge:    Intermediate level knowledge of chemistry                        DNA-biology college coursework                                               
Intermediate Math Skills:    Active Learning                     Active Listening                    Critical Thinking                   Math Skills                
Science Skills                        Reading Comprehension                   Speaking                  Writing                     Complex Problem 
Solving Skills                   Coordination                        Social Perceptiveness                       Judgment and Decision Making                   
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Systems Analysis                  Time Management             Abilities:                                               Deductive Reasoning                        
Inductive Reasoning                         Flexibility of Closure                        Oral Comprehension                         Oral Expression                    
Mathematical Reasoning                   Written Comprehension                    Written Expression                           Time Sharing                     
Selective Attention                           Problem Sensitivity                                       Arm-Hand Steadiness                       Finger 
Dexterity                   Manual Dexterity                  Multilimb Coordination                    Reaction Time                       Response 
Orientation                        Speed of Limb Movement                 Wrist-Finger Speed                           Control Precision                  
Stamina    Gross Body Coordination                 Gross Body Equilibrium                    Auditory Attention                           Depth 
Perception                 Speech Clarity                       Speech Recognition                           Visual Color Discrimination                          
Near Vision                           Peripheral Vision       Detail-Oriented                     Consciousness                      Integrity                   
Honesty                    Discretion                 Self-Confidence                    Self Motivated      
 
Tools and Equipment Used: 
    Hand Tools    Laboratory Information System and Forensic Databases    Firearms    Photographic Equipment    Power 
Tools    Computers    Vehicles    Scientific Laboratory Equipment    Forensic Imaging Tools    Large Specialty Vehicles (e.g. 
Crime Scene Truck)    Specialized Measurement Tools (e.g. ScanStation, micrometer)    Personal Protection Equipment 
(e.g. body armor, gas mask) 
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038694 - TBI SPECIAL AGENT-IN-CHARGE 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1574 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077864 - TBI SPECIAL AGT - TECH LEADER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4186 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in chemistry, 
mathematics, or other natural or physical sciences; medical technology; forensic science, criminalistics, or other forensic 
related areas; including a minimum of thirty-six quarter hours in chemistry and four years of full-time professional 
forensic science work.Substitution of Education for Experience: Additional graduate coursework in a natural or physical 
science, criminalistics or other forensic related area may be substituted for the required experience on a year-for-year 
basis to a maximum of one year. A transcript with all chemistry credits is required to be uploaded with an employment 
application in order that the agency is able to properly evaluate a candidate’s eligibility for a position in this classification 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C. &sect; 922(g) 
or any other state or federal law;  Be at least twenty-one (21) years of age on the date of application;  Be a citizen of the 
United States; Possess a valid motor vehicle operator’s license; Upon appointment, be willing to and able to obtain a 
Security Clearance. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history 
records check; Complete a criminal history and background disclosure form in a manner approved by the appointing 
authority and agree to release all records involving any criminal history or necessary records to the appointing authority; 
Be subject to an intense background investigation in a manner prescribed by the appointing authority, which includes 
but not limited to a check of State and Federal criminal records, driving history, social media accounts, credit check, 
education, military, previous employment, drug use, and reference verification as well as a polygraph examination to 
this effect, which will require some travel to the appointment; A candidate must not have been convicted of, pleaded 
guilty to, or entered a plea of nolo contendre to any violation of any federal or state law or city ordinance considered a 
felony or a misdemeanor based on integrity (to include, but not limited to: force, violence, theft, dishonesty, gambling, 
DUI, or controlled substances).  This includes a sufficient number of misdemeanors, of any nature, to establish a pattern 
of disregard for the law. Violations considered “youthful indiscretions” or experimentation (domestic related offenses 
excluded) may be considered on a case by case basis by the appointing authority; Have no conviction for a felony or 
have been discharged under any other than honorable conditions from any branch of the United States armed forces; 
Must participate in pre-employment, random and for cause drug and substance abuse testing as required by 
departmental policies and procedures; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional forensic science and technical laboratory duties including 
compliance responsibilities of considerable difficulty; and performs related work as required. Distinguishing Features: 
This is the lead class in the TBI Special Agent-Forensic sub-series. An employee in this class is responsible for the 
technical operations in the laboratory including compliance, audit and risk management activities in a section of the TBI 
crime laboratory. This class differs from TBI Special Agent-Forensic Scientist 2 in that incumbents of the latter perform at 
the working level. This class differs from TBI Special Agent-Forensic Scientist Supervisor in that incumbents of the latter 
supervise a small staff in a service section of the crime laboratory. 
 
Work Activities: 
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 Evaluates critical findings from audits, proficiency tests, and non-conforming work. Evaluates collected data from 
scientific testing to generate qualitative, quantitative and/or statistical conclusions of forensic significance (e.g., 
casework, measurement of uncertainty, etc.). Performs peer reviews of casework for the purpose of verification, 
technical and administrative review, and/or conflict resolution.  Interprets TBI policy, accreditation guidelines, and 
compliance/statute requirements.  Analyzes and examines biological or physical evidence in assigned discipline using 
scientific principles and methods. Uses computer programs (e.g., forensic databases, lab information system, etc.) and 
specialized equipment to facilitate forensic analysis and reporting. Designs, validates, and applies new techniques or 
technologies for application in forensic testing. Analyzes and makes decisions concerning TBI policy, accreditation 
guidelines, and compliance/statute requirements. Develops and reviews policies and procedures. Evaluates casework to 
determine the most appropriate forensic testing and sequencing with regards to customer needs, TBI policy, and 
accreditation guidelines.  Investigates root cause for non-conforming work (e.g., casework, proficiency testing, etc.). 
Gathers casework information to be used for testing, conflict resolution, and policy decisions.  Monitors unit 
performance to evaluate trends and/or opportunities for improvement or potential quality risk. Gathers unit data (e.g., 
casework data, quality assurance data, etc.) to be used for compliance activities. Reviews information (oral 
conversations or written forms) from submitting agencies to determine relevance and sequence of testing. Performs 
accreditation and compliance activities (e.g., audits, assessments, outsourcing, etc.). Approves analyst training and 
competency and authorizes the initiation of independent casework.  Troubleshoots and performs some repairs on 
scientific equipment and instruments. Evaluates the validation and performance checks of equipment (e.g. 
instrumentation, reagents, reference material, etc.) and methodology.  Evaluates the quality of evidence samples to 
determine value.  Performs regular checks on laboratory equipment (e.g. reagents, instrumentation, safety equipment 
etc). Communicates quality concerns to management and authorizes the initiation, suspension, and resumption of 
casework. Develops training materials and instructs in laboratory topics for TBI employees (e.g. trainees, academies, 
etc.). Notifies other employees of potential health/safety hazards in the lab and enforces the use of personal protective 
equipment when handling chemical and biological hazards. Plans, organizes, and coordinates with coworkers regarding 
casework analysis.  Ensures that laboratory testing is in compliance with Standard Operating Procedures, legislative 
requirements, and accreditation guidelines. Stays abreast of legislative changes, discipline specific 
literature/journals/updates, and accreditation/certification requirements and applies knowledge in day-to-day tasks. 
Attends training, conferences, or continuing education (e.g. literature, webinars, etc.) as required per discipline and 
shares newly acquired knowledge with peers. Documents and maintains records of compliance, equipment, validations, 
training, and safety. Documents the results of proficiency and competency testing. Enters TBI laboratory policies and 
procedures into the laboratory document control system. Serves as an expert witness for court proceedings. Provides 
materials and instructs in laboratory topics for external customers (e.g. law enforcement agencies, legislators, district 
attorneys, students, etc.). Provides reports, interpretations, or status updates to concerned parties as required. Advises 
submitting agencies on recommended laboratory testing of evidence. Establishes and maintains personal contacts with 
criminal justice officials and law enforcement officers. Represents one of the disciplines (e.g. firearms, microanalysis, 
etc.) and/or serves as team leader on the crime scene teams for identification, documentation, and collection of 
evidence. Participates in required commissioned training (e.g., weapons, self-defense training, etc.). Manipulates bulky 
equipment, supplies, and evidence in the laboratory or on crime scenes. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical  Problem Solving Informing Planning Conflict Management  
Managerial Courage Written Communications Customer Focus Ethics and Values Integrity and Trust Peer Relationships 
Knowledge: Intermediate level knowledge of chemistry DNA-biology college coursework Intermediate math Education 
and training Customer and personal service Law and government Skills: Active Learning Active Listening Critical Thinking 
Math Monitoring Learning Strategies Instructing Negotiation Quality Control Analysis Troubleshooting Systems 
Evaluation Science Reading Comprehension Speaking Writing Complex Problem Solving Judgment and Decision Making 
Systems Analysis Abilities: Deductive Reasononing Inductive Reasoning Speed of Closure Oral Comprehension Orasl 
Expression Mathematical Reasoning Written Comprehension Written Expression Selective Attention Problem Sensitivity 
 
Tools and Equipment Used: 
 Hand Tools Laboratory Information System and Forensic Databases Firearms Photographic Equipment Power Tools 
Computers Vehicles Scientific Laboratory Equipment Forensic Imaging Tools Large Specialty Vehicles (e.g. Crime Scene 
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Truck) Specialized Measurement Tools (e.g. ScanStation, micrometer) Personal Protection Equipment (e.g. body armor, 
gas mask) 
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038685 - TBI UNIFORMED OFFICER 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  1562 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate's degree, or 2 years of 
college coursework. Substitution of Experience for Education: Qualifying full-time professional law enforcement or 
police work can be substituted for the required education to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C.   922(g) or 
any other state or federal law; Be at least twenty-one (21) years of age on the date of application;  Be a citizen of the 
United States;  Possess a valid motor vehicle operator's license; Upon appointment, be willing to and able to obtain a 
Security Clearance;  Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Complete a criminal history and background disclosure form in a manner approved by the 
appointing authority and agree to release all records involving any criminal history or necessary records to the 
appointing authority; Be subject to an intense background investigation in a manner prescribed by the appointing 
authority, which includes but not limited to a check of State and Federal criminal records, driving history, social media 
accounts, credit check, education, military, previous employment, drug use, and reference verification as well as a 
polygraph examination to this effect, which will require some travel to the appointment; A candidate must not have 
been convicted of, pleaded guilty to, or entered a plea of nolo contendre to any violation of any federal or state law or 
city ordinance considered a felony or a misdemeanor based on integrity (to include, but not limited to: force, violence, 
theft, dishonesty, gambling, DUI, or controlled substances).  This includes a sufficient number of misdemeanors, of any 
nature, to establish a pattern of disregard for the law. Violations considered “youthful indiscretions” or experimentation 
(domestic related offenses excluded) may be considered on a case by case basis by the appointing authority; Have no 
conviction for a felony or have been discharged under any other than honorable conditions from any branch of the 
United States armed forces; Must participate in pre-employment, random and for cause drug and substance abuse 
testing as required by departmental policies and procedures; Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position; Upon appointment, must 
successfully complete a prescribed basic law enforcement course of instruction at the Jerry F. Agee Tennessee Law 
Enforcement Training Academy or its equivalent.   
 
Job Overview: 
Summary: Under general supervision, is responsible for security work of considerable difficulty; and performs related 
work as required. Distinguishing Features: An employee in this class is a commissioned law enforcement officer who 
provides security for all TBI facilities statewide. Duties include maintaining building security, checking all visitors, 
providing entrance security, investigating security violations of TBI property, apprehending and arresting suspects, and 
assisting TBI Special Agents. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Inspects the TBI vehicles assigned to the unit quarterly with a safety 
checklist to ensure vehicles are maintained, stocked (i.e., with emergency and law enforcement equipment) and 
operational. Conducts searches of visitors/suspects/employees as required by TBI policy to ensure safety of TBI facilities 
and personnel. Inspects assigned personal gear, including weapons, periodically to ensure compliance with TBI 
policy.Updating and Using Relevant Knowledge: Maintains all certifications by completing recertification requirements. 
Attends training sessions assigned or required by TBI policy.Processing Information: Conducts fact checks on 
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investigative files to determine accuracy.Handling and Moving Objects: Collects and packages evidence at crime scenes. 
Files paperwork in the unit.Organizing, Planning, and Prioritizing Work: Organizes and prioritizes assigned work to meet 
deadlines.Interacting with Computers: Uses computers to access law enforcement databases, conduct research, 
communicate, and prepare reports. Uses a computer operated building security system (including video feeds) to 
monitor TBI facilities statewide.Judging the Qualities of Things, Services, or People: Assesses threats/safety concerns to 
determine if action is required. Assesses the importance and quality of investigative information to determine if it 
requires further attention. Evaluates visitors/personnel/deliveries to the facility to determine safety risks. Assesses the 
importance and quality of incoming information (e.g., calls, visitor queries, electronic information) to determine if it 
requires further attention.Assisting and Caring for Others: Provides basic first aid for staff, visitors to TBI facilities, and in 
the field.Establishing and Maintaining Interpersonal Relationships: Maintains a relationship with the Department of 
Human Services (child support unit) to obtain information for background investigations. Maintains a relationship with 
the Tennessee Highway Patrol, Metro Nashville Police Department, and Federal law enforcement to 
facilitate/coordinate efforts.Analyzing Data or Information: Analyzing incoming information (e.g., calls, electronic 
communications) to determine appropriate referral.Evaluating Information to Determine Compliance with Standards: 
Determines if incoming information (e.g., calls, electronic communications, etc.) falls within the jurisdiction and 
expertise of TBI.Performing General Physical Activities: Physically restrains suspects when so required. Participates in 
intense physical training required for commissioned law enforcement. Patrols TBI facilities (indoors and grounds) by foot 
and vehicle multiple times per assigned shift. Escorts and assists visitors and TBI personnel (including disabled persons) 
on TBI property or other locations. Delivers or moves packages/evidence/vehicles. Assists personnel with vehicle jump 
starts and tire changes. Moves furniture to accommodate special functions at TBI facilities.Monitor Processes, Materials, 
or Surroundings: Monitors TBI personnel and visitor movement in the facility to detect safety and security risks. 
Monitors TBI facilities by closed circuit television/law enforcement radios/electronic communications/alarms, to detect 
safety and security risks. Monitors the facility, grounds, surroundings, and vehicles to ensure safe conditions for both 
staff and visitors. Monitors facility systems (e.g., electrical, heating, etc.) to ensure continuous operations.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates TBI vehicles to transport packages, including evidence, as 
required. Operates TBI vehicles to transport officials, suspects, and TBI personnel as required.Performing Administrative 
Activities: Maintains personal Edison timesheets including leave requests and overtime requests.Getting Information: 
Obtains information from employers, courts, law enforcement databases, military databases, credit bureaus, references, 
and others to conduct various assigned investigations. Conducts internet research to perform investigations and verify 
license/certification/disciplinary actions. Receives walk-in visitors requesting TBI services or information. Receives law 
enforcement bulletins/alerts through email, fax, radio, phone, mail, court documents, reports, memos, in person, or 
teletype. Receives phone calls routed from the TIES unit requesting TBI services or information.Making Decisions and 
Solving Problems: Independently finds alternative solutions for non-essential malfunctioning equipment and/or 
personnel shortages on a temporary basis.Communicating with Supervisors, Peers, or Subordinates: Provides supervisor 
with regular updates/status reports of all assigned duties, verbally and in writing. Coordinates efforts with co-workers by 
communicating relevant information to maintain a secure and safe facility. Coordinates verbally with co-workers to fulfill 
special assignments. Calls TBI personnel to advise them of visitors waiting in the lobby.Documenting/Recording 
Information: Documents information obtained during investigations into paper and electronic investigative files. 
Documents daily activities (e.g., phone calls, rounds, escorts, visitors, etc.) into electronic logbooks. Maintains backup 
video recordings of TBI facilities.Interpreting the Meaning of Information for Others: Explains TBI policies/jurisdiction in 
response to queries from interested parties.Communicating with Persons Outside Organization: Communicates with 
outside parties (e.g., employers, law enforcement agencies, etc.) to conduct investigations. Acts as the duty officer for 
outside phone calls by providing information, reporting, or directing calls to other TBI staff. May be assigned to 
recruiting fairs to communicate TBI job opportunities. Calls for ambulance services as needed. Provides tours of TBI 
facilities to outside visitors. Communicates verbally and in writing with the facility maintenance to report 
issues.Resolving Conflicts and Negotiating with Others: Handles minor complaints from outside callers and visitors. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Written Communications Ethics and Values Time Management Composure Decision 
Quality Conflict Management Patience OrganizingKnowledge: Intermediate Knowledge of Public Safety Basic Customer 
Service Knowledge Basic Personal Computer Knowledge Basic Clerical KnowledgeSkills: Intermediate Writing Skills 
Intermediate Reading Comprehension Basic Negotiation Skills Basic Troubleshooting Skills Judgment and Decision 
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Making Skills Speaking Time Management Skills Active Learning Skills Active Listening Skills Critical Thinking Coordination 
MonitoringAbilities: Reaction Time Speed of Limb Movement Arm-Hand Steadiness Control Precision Finger Dexterity 
Manual Dexterity Multilimb Coordination Explosive Strength Stamina Oral Comprehension Response Orientation Wrist-
Finger Speed Gross Body Coordination Gross Body Equilibrium Speech Recognition Oral Expression Dynamic Strength 
Trunk Strength Depth Perception Near Vision Peripheral Vision Sound Localization Speech Clarity Written 
Comprehension Dynamic Flexibility Far Vision Night Vision Static Strength Glare Sensitivity Hearing Sensitivity 
 
Tools and Equipment Used: 
 Firearms and Other Weapons Computers Vehicles Communication Devices Evidence Collecting Equipment Restraint 
Devices Personal Protection Equipment (e.g., body armor) Video Surveillance Equipment First Aid Kits 
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038701 - TBI UNIFORMED SERGEANT 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  10971 
 
Minimum Qualifications: 
Education and Experience: Education and Experience: Graduation from an accredited college or university with a 
bachelor’s degree and two years of experience as a TBI Uniformed Officer. Substitution of Education for Experience: 
None Substitution of Specialized Experience for Required Experience: Two years of full-time law enforcement or 
supervisory military experience will substitute for the required experience.  
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:1. Be willing to and able to qualify with, carry, and use 
assigned weapons; nor shall applicant be prohibited from purchasing or possessing a firearm per 18 U.S.C. 922(g) or any 
other state or federal law; 2. Be at least twenty-one (21) years of age on the date of application; 3. Be a citizen of the 
United States, or a permanent legal resident of the United States and an honorably discharged veteran of the United 
States armed forces; provided, that the applicant applies for or obtains United States citizenship within six (6) years of 
the employment start date with TBI; 4. Possess a valid motor vehicle operator’s license; 5. Upon appointment, be willing 
to and able to obtain a Security Clearance; 6. Supply a fingerprint sample in a manner prescribed by the TBI for a 
fingerprint based criminal history records check;7. Complete a criminal history and background disclosure form in a 
manner approved by the appointing authority and agree to release all records involving any criminal history or necessary 
records to the appointing authority; 8. Be subject to an intense background investigation in a manner prescribed by the 
appointing authority, which includes but not limited to a check of State and Federal criminal records, driving history, 
social media accounts, credit check, education, military, previous employment, drug use, and reference verification as 
well as a polygraph examination to this effect, which will require some travel to the appointment; 9. A candidate must 
not have been convicted of, pleaded guilty to, or entered a plea of nolo contendre to any violation of any federal or 
state law or city ordinance considered a felony or a misdemeanor based on integrity (to include, but not limited to: 
force, violence, theft, dishonesty, gambling, DUI, or controlled substances). This includes a sufficient number of 
misdemeanors, of any nature, to establish a pattern of disregard for the law. Violations considered “youthful 
indiscretions” or experimentation (domestic related offenses excluded) may be considered on a case by case basis by 
the appointing authority; 10. Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces;11.  Must participate in pre-employment, random and for 
cause drug and substance abuse testing as required by departmental policies and procedures; 12. Pass a physical 
examination administered by a licensed physician that is consistent with the Americans with Disabilities Act and that 
relates to the essential functions of the position; 13. Pass a psychological evaluation administered by a licensed mental 
health professional that is consistent with the Americans with Disabilities Act and that relates to the essential functions 
of the position; 14. Upon appointment, must successfully complete a prescribed basic law enforcement course of 
instruction at the Jerry F. Agee Tennessee Law Enforcement Training Academy or its equivalent. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the supervision of security and public safety work of 
considerable difficulty; and performs related work as required.  Distinguishing Features: An employee in this class is a 
commissioned law enforcement officer who supervises the TBI Uniformed Officers who monitor and enforce security for 
all TBI facilities statewide. Duties include maintaining building security, creating shift schedules, investigating security 
violations of TBI property, apprehending and arresting suspects, and assisting TBI Special Agents. This class differs from 
that of a TBI Uniformed Officer in that an incumbent of the latter functions at the working level with no supervisory 
responsibilities.  
 
Work Activities: 
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 Assesses threats/safety concerns to determine the appropriate action. Assesses the importance and quality of 
investigative information to determine if it requires further attention. Receives and assesses the viability of internal and 
external complaints against TBI and/or personnel, vendors, contractors, etc. Maintains confidentiality of information per 
TBI policy.  Assists in conducting internal investigations of TBI personnel as required or assigned. Manages and reviews 
information from individuals, entities, and various other sources in criminal, internal, and background investigations 
(e.g., law enforcement agencies, databases, employers, witnesses, suspects, courts, credit bureaus, references, 
neighborhood checks, etc. ). Manages and observes facility management and physical security systems (e.g., cameras, 
security alarms, fire alarms, generator alarms) to ensure continuous operation and safe conditions of both Headquarters 
and regional TBI facilities. Reviews intelligence received by phone, in person, and/or email from TBI’s TIES Unit, Fusion 
Center, and/or other and disseminates accordingly.   Utilizes methods of conflict management and de-escalation in all 
situations (e.g., interviews, arrests, and dealing with outside entities). Develops and maintains relationships with 
advocacy groups, local, state, and federal law enforcement agencies, court officials, and other government agencies. 
Communicates with coordinating agencies, victims, and the court system, regarding investigative activity. Collaborates 
and communicates with other TBI unit supervisors to identify and fulfill the investigative needs of TBI.  Creates shift 
schedules for TBI Uniformed Officers to maintain appropriate security of Headquarters and TBI regional facilities. 
Facilitates TBI Uniformed Officer assistance to other TBI units as requested. Schedules and manages an appropriate 
workload balance amongst TBI Uniformed Officers (e.g., assignment of required training; criminal, internal, and 
background investigations, etc.  Develops, coordinates, and approves training courses specific to TBI Uniformed Officer 
responsibilities for direct reports. Learns and maintains proficiency in relevant technology including hardware and 
software (e.g., access control systems, building alarm systems, AFIS, surveillance system, case management software, 
etc.). Maintains proficiency in physical training activities (e.g. weapons training, Close Quarters Combat and Control 
(CQC), firearms qualifications) for self and direct reports. Reads job specific documents (e.g., legal updates, case law, 
legislative updates, technology publications) to stay abreast of relevant changes/additions/deletions.  Uses force, up to 
and including deadly force, to protect themselves or others when necessary. Performs strenuous physical activity (e.g. 
run, handcuff, overpower) to pursue, subdue and/or apprehend suspects. Performs first aid as necessary. Works 
extended hours without periods of rest, to include assisting at crime scenes, and large-scale events (e.g., protests, 
rallies, demonstrations, inaugural events, protective details, etc.) Performs physical searches (e.g., suspects, vehicles, 
residences, structures, etc.). Participates in physical training activities (e.g. weapons training, Close Quarters Combat 
and Control (CQC), firearms qualifications, Honor Guard, Perimeter Security, Prisoner Transport, etc.). Operates vehicles 
(e.g. automobiles, RVs, ATVs, TBI Command Post) in emergency and non-emergency situations. Loads, unloads, fires, 
assembles, disassembles, and cleans weapons. Patrols TBI facilities (indoors and grounds) by foot and vehicle multiple 
times per assigned shift. Transports case sensitive documents to and from other local, state, or federal entities (e.g., the 
Governor’s Office, the Tennessee Education Lottery Corporation, the Tennessee Supreme Court, etc.). Assists in moving 
heavy and bulky objects (e.g., human remains, large equipment, supplies, and evidence) as required. Escorts and assists 
visitors and TBI personnel on TBI property or other locations.   Maintains availability to communicate, address issues, 
and respond when necessary. Communicates relevant information effectively and timely with TBI Uniformed Officers, 
agents, and employees (e.g., schedule changes, policy and procedure changes, investigations, etc.). Communicates the 
status of ongoing internal investigations to supervisor.   Documents information obtained during investigation into the 
case file management system, electronic, and paper investigative files. Assigns and approves administrative and 
investigative reports by established deadlines. Disseminates pertinent complaints, tips, and investigative leads to the 
appropriate TBI personnel. Reviews daily activity logs (e.g., phone calls, rounds, visitors, etc.) and obtains additional 
information as necessary.  Ensures that any malfunctioning safety and security systems (e.g., lighting, access control 
systems, video cameras, exterior access control barriers, etc.) are properly reported to maintain working order. Inspects 
all gear assigned to the Protective Services Unit, including weapons, to ensure compliance with TBI policy. Ensures the 
TBI vehicles assigned to the Protective Services Unit are inspected monthly to verify vehicles are maintained, stocked 
(i.e., with emergency and law enforcement equipment) and operational 
 
Competencies (KSA’s): 
Competencies: Decision Quality Strategic Agility Directing Others Process Management Command Skills Action Oriented 
Written Communications Composure Ethics and Values Integrity and Trust Managing Diversity Motivating Others 
Knowledge: Administration and Management Customer and Personal Service Education and Training Law and 
Government Public Safety and Security Skills: Active Learning Skills Critical Thinking Skills Mathematics Skills Reading 
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Comprehension Skills Monitoring Skills Speaking Skills Writing Skills Coordination Skills Service Orientation Skills 
Negotiation Skills Social Perceptiveness Skills Instructing Skills Complex Problem Solving Skills Equipment Selection Skills 
Troubleshooting Skills Judgment and Decision Making Skills Systems Evaluation Skills Management of Personnel 
Resources Time Management Skills Abilities: Inductive Reasoning Ability Deductive Reasoning Ability Oral 
Comprehension Ability Oral Expression Ability Problem Sensitivity Ability Written Comprehension Ability Written 
Expression Ability Selective Attention Ability Time Sharing Ability Speed of Closure Ability Arm Hand Steadiness Ability 
Manual Dexterity Ability Control Precision AbilityFinger Dexterity Ability 
 
Tools and Equipment Used: 
  Firearms and Other Weapons Computers Vehicles Communication Devices Evidence Collecting Equipment  Restraint 
Devices  Personal Protection Equipment (e.g., body armor)  Video Surveillance Equipment  First Aid Kits  

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077860 - TBI VICTIM SVCS COORDINATOR 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  4181 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree; and three years 
of full-time experience in law enforcement, counseling, or social work.Substitution of Education for Experience: 
Additional graduate coursework from an accredited college or university may substitute for the required experience on 
a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possess a valid motor vehicle operator's license at the 
time of appointment. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for victim assistance work of average difficulty; and performs 
related work as required. Distinguishing Features: The employee in this class is responsible for communicating with, 
organizing, and providing assistance (e.g., resource referrals) to victims and victims’ families directly affected by criminal 
activity under the investigation of the TBI. 
 
Work Activities: 
Getting Information:    Obtains and identifies victim information in investigations conducted by TBI.    Obtains 
information on available community resources for victims and/or victims' families.    Obtains and receives case updates 
from TBI Special Agent-Criminal Investigators.    Receives information from District Attorney’s Office regarding court 
processes and victim services.Communicating with Supervisors, Peers, or Subordinates:    Provides TBI Special Agent-
Criminal Investigators with pertinent case information that may arise from victim contact.    Communicates objectives of 
Victim Services Coordinator Program to peers.    Provides feedback to supervisor regarding barriers and issues related to 
victim advocacy.Training and Teaching Others:    Promotes the Victim Services Coordinator program to TBI Special 
Agents through TBI training academies.    Provides training to federal, state, and local law enforcement on the Victim 
Services Coordinator program.    Provides training to government [e.g., Department of Children’s Services (DCS), 
Department of Human Services (DHS), etc.] and non-government organizations on the Victim Services Coordinator 
program.Processing Information:    Compiles financial data on monthly services provided to victims and/or victims' 
families.    Conducts needs assessments in order to categorize data.    Researches public databases for offender 
information and community resources.Making Decisions and Solving Problems:    Determines and recommends services 
for victims and/or victims’ families.    Makes Department of Children's Services (DCS) and Department of Human Services 
(DHS) referrals as appropriate.Communicating with Persons Outside Organization:    Collaborates and coordinates 
victim's services with Department of Children Services (DCS), District Attorney General (DAG), Department of Human 
Services (DHS), child advocacy centers, federal agencies [e.g., Federal Bureau of Investigation (FBI), Homeland Security 
Investigations (HSI), U.S. Postal Inspection Services, (USPIS), and U.S. Attorney's Office, etc.], local law enforcement 
agencies, and non-government organizations.    Provides case updates to victims and/or victims' families.Analyzing Data 
or Information:    Quantifies victim's services data monthly (e.g., time spent providing services, time traveling, food 
assistance, counseling referrals, number of interviews arranged, employment referrals, creditor interventions, medical 
services, court accompaniment, and housing assistance, etc.)    Compiles financial data, to include but not limited to, 
food assistance; counseling referrals; forensic interviews; employment referrals; creditor intervention; medical services; 
court accompaniment; and housing assistance for victims and/or victims' families.Resolving Conflicts and Negotiating 
with Others:    Encourages victims and victims' families to remain engaged with law enforcement in support of the 
investigation.Interpreting the Meaning of Information for Others:    Interprets state and federal laws, the investigative 
process, court process, TBI policies, and Tennessee Department of Corrections (TDOC) policies for victims and/or 
victims’ families.Evaluating Information to Determine Compliance with Standards:    Evaluates TBI policies and 
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procedures, Tennessee Victim's Rights statutes, and federal laws for compliance with standards of victim care.Judging 
the Qualities of Things, Services, or People:    Assesses the importance and quality of community resources for victims 
and/or victims' families.Thinking Creatively:    Utilizes available victim services creatively.Establishing and Maintaining 
Interpersonal Relationships:    Networks with government and non-government agencies for victim’s rights advocacy 
and referral resources.Updating and Using Relevant Knowledge:    Keeps up with relevant licensures, victim legislation, 
and continuing education credits.Monitoring Processes, Materials, or Surroundings:    Monitors victim related legislation 
for updates.Documenting/Recording Information:    Documents victim services provided as per TBI policy. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Learning on the Fly    Time Management    Conflict Management    Drive for Results    
Presentation Skills    Boss Relationships    Composure    Customer Focus    Peer Relationships    Self-Development    Ethics 
and Values    Integrity and TrustKnowledge:    Knowledge of Customer and Personal Service    Knowledge of Education 
and Training    Knowledge of Law and Government    Knowledge of PsychologySkills:    Intermediate Speaking Skills    
Intermediate Writing Skills    Basic Negotiation Skills    Active Listening Skills    Critical Thinking Skills    Coordination Skills    
Instructing Skills    Persuasion Skills    Service Orientation Skills    Social Perceptiveness Skills    Complex Problem-Solving 
Skills    Judgment and Decision Making Skills    Time Management SkillsAbilities:    Deductive Reasoning Ability    Fluency 
of Ideas Ability    Inductive Reasoning Ability    Oral Comprehension Ability    Oral Expression Ability    Problem Sensitivity 
Ability    Written Comprehension Ability    Written Expression Ability    Speech Clarity Ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Automobile 
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072958 - TC Dental Director 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3344 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028310 - TDEC DIR SPACE MGMT&DIGITAL TR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1071 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076548 - TDEC ENERGY PROGRAM ADMIN 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4279 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062260 - TDEC-AGRONOMY DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1700 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072976 - TDEC-DIR OF EMERGENCY SERVICES 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3395 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073875 - TDEC-DIRECTOR OF COMMUNICATION 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3461 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073044 - TDEC-ENERGY ANALYST 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3350 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.  The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073045 - TDEC-ENERGY SYSTEMS ENGINEER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3351 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073021 - TDEC-ENV CONSULTANT 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3397 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental  
health, pre-medicine, engineering or other acceptable science or natural resource related field and three years of full-
time professional environmental program, natural resource conservation work or full-time professional work that 
involved ensuring compliance with radiation safety standards and/or regulations. Substitution of Education for 
Experience: Graduate coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year). Substitution of a Specific Bachelor's Degree for Experience: A bachelor's degree in health 
physics or nuclear engineering may substitute for one year of the required experience in the Division of Radiological 
Health. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, serves as an Environmental Consultant dealing with issues of average difficulty 
within a division. Performs complex scientific and technical work of average difficulty associated with or related to 
technical oversight, planning, reviewing, negotiating, coordinating, program and process development and performs 
related work as required.        Distinguishing Features: This is the first level technical consultant in the TDEC 
Environmental Consultant sub-series. An employee in this class performs professional environmental consultant duties 
in environmental regulatory, radiological health, natural areas and/or sustainability programs by serving as an 
Environmental Consultant and technical or regulatory expert addressing complex issues. This classification performs 
scientific and technical environmental consultant duties by serving as a subject matter or process expert, may assist in 
training others, and performs technical tasks of average difficulty in a small work unit or project team. This classification 
differs from TDEC Environmental Consultant 2 in that an incumbent of the latter functions as a technical consultant 
working on issues of considerable difficulty and/or trains or coordinates two or more small project or process teams. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Perform investigation, remediation, abatement and/or closure and/or 
monitoring work, including sampling and evaluation of the environment, pollutants and/or ionizing radiation to 
determine compliance with environmental or other standards. Independently performs environmental or other 
compliance monitoring.Making Decisions and Solving Problems: Develop theories to identify causes, sources, pathways, 
receptors, and potential risks associated with environmental pollutants. Writes and/or recommends amendments, 
corrective action plans, licenses or permits, etc., of average difficulty. Analyzes available information/data, to ensure the 
best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other 
government agencies, coworkers, non-governmental organizations, etc.), needs. Review plans and reports of average 
difficulty to determine future regulatory actions required. Determines if compliance violation warrants an enforcement 
order; recommends enforcement actions as required.Analyzing Data or Information: Conduct computational modeling 
or other technical analyses that support program decision and policy making. Analyze data to ensure quality control 
standards are met.Interpreting the Meaning of Information for Others: Interpret findings, results, etc. to stakeholders 



 TN Job Classification Specifications  
September 22, 2020 

(i.e. site inspections, permits, lab results, etc.). Communicates and/or presents interpretation of regulations, policy, 
guidance, etc. to stakeholders.Resolving Conflicts and Negotiating with Others: Negotiate with stakeholders to resolve 
issues. Oversees and/or investigates complaints; develops and/or reviews corrective recommendations for identified 
problems, and if necessary, initiates enforcement/legal action to effect compliance of established standards, laws, rules, 
regulations, or policies; supports technical dispute resolution. Coordinate with management, to ensure that all critical 
factors are considered, when determining the need for disciplinary action. Attempt to prevent grievances by fostering 
an atmosphere where potential problems are brought forth and resolved.Selling or Influencing Others: Build consensus 
among stakeholders, in order to further the mission and goals. Make technical presentations of average difficulty to 
internal and external stakeholders.Coordinating the Work and Activities of Others: Assist with technical project 
management duties, including interaction with responsible parties, review of relevant documents and pertinent 
information. Plans and coordinates activities of technical work groups.Provide Consultation and Advice to Others: 
Provide basic technical advice in responding to environmental incidents. Assists or provides consultative, technical, or 
educational information to other environmental staff, industries, municipalities, counties, individuals, or groups. 
Participate in enforcement actions to bring non-compliant entities into compliance. Assist with the development of 
and/or revisions to regulations and guidance documents. Respond to environmental or other 
incidents/complaints/requests/inquiries, in a timely manner. Update regulatory information to stakeholders.Inspecting 
Equipment, Structures, or Material: Conduct inspections of equipment, structures and/or material, to ensure proper 
installation, maintenance, and/or operation. Evaluate performance of equipment, structures, and/or materials.Coaching 
and Developing Others: Provide coaching and mentoring to other technical staff.Documenting/Recording Information: 
Prepares and/or maintains complete and accurate records and reports. Documents all relevant work activities, contacts, 
and meetings.Judging the Qualities of Things, Services, or People: Evaluate proposals or other business instruments from 
a financial and technical perspective. Interpret material evaluations. Determine material properties and 
classification.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Prepares documentation 
(such as permits, equipment specifications, designs, layout, blueprints, evaluations, etc.), in a concise and defensible 
manner, to ensure missions are met. Write justification describing the need for equipment. Obtains cost estimates for 
equipment from different vendors.Establishing and Maintaining Interpersonal Relationships: Ensure healthy 
relationships with stakeholders. Work with other agencies and organizations to ensure that operational and 
programmatic activities receive early concurrence and input from regional and statewide authorities. Relate 
observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner.Communicating with Persons Outside Organization: Serve as a subject matter advisor for technical or legal 
issues. Follows established policy for media/legislative contacts, which may include providing a response. Provide high-
quality outreach, including design, distribution of information, and technical assistance to stakeholders. Ensures all 
internal and external customers are serviced in a timely, professional and knowledgeable manner, so as to meet the 
mission. May coordinate with local, state, and/or federal agencies, and/or non-governmental organizations, for 
consultations and/or joint projects. Update and inform stakeholders of policy and/or regulation changes, as they occur. 
Use tools, such as GIS, etc., to inform and educate stakeholders and improve or maintain environmental 
resources.Processing Information: Compiles, processes, and reviews records, data, operational plans, enforcement 
action requests, etc. Manage databases, as designated, to meet agency requirements. Compiles all required technical 
information for environmental or other documents. Generates queries and develop reports for stakeholders.Repairing 
and Maintaining Electronic Equipment: Maintains, troubleshoots and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed.Interacting With 
Computers: Designs, develops and/or maintains technical applications including but not limited to: (databases, web-
based applications, electronic documents, etc.). General knowledge and use of various software programs, such as word 
processing, spreadsheets, databases, Geographic Information Systems (GIS), etc. Enter time and leave within the 
designated computer program, in a proper and timely manner.Developing Objectives and Strategies: Assist with 
developing standard operating procedures.Training and Teaching Others: Participate in education and training for and to 
stakeholders.Evaluating Information to Determine Compliance with Standards: Determines if the documents of average 
difficulty (i.e., permits, applications, reciprocity documents, National Environmental Policy Act (NEPA), licenses, etc.) 
may be approved or deemed acceptable by reviewing and evaluating information submitted by applicant or acquired by 
the department used for determining compliance with established standards. Enforce established environmental or 
other standards, laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as 
warranted. Oversees environmental compliance monitoring and inspection work within the department. Reviews 
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technical reports and other submitted documentation for accuracy and completeness. Ensures statutory obligations are 
fulfilled. Assure that projects adhere to all agency directives, policies, procedures, and protocols. Assure that projects 
are completed on time and within assigned performance standards. Assure that electronic and paper reports as required 
for projects are submitted accurately and promptly Assure that completed reimbursements or billing requests are 
properly justified and submitted in a timely manner with properly coded expenditures, as warranted.Organizing, 
Planning, and Prioritizing Work: Assist with implementing state and/or federal grant/loan projects, including planning, 
researching, field work, data management, report writing, and public outreach. Assist in the development of technical 
policies and guidance. Assists with planning, including the preparation and updating of management plans and ensuring 
annual reports are compiled and submitted, each year. Prioritizes work assignments to ensure goals are met.Repairing 
and Maintaining Mechanical Equipment: Maintains and troubleshoots equipment (such as, but not limited to air 
monitoring, laser level, boats, etc.), needed to perform duties. Calibrate mechanical equipment (such as, but not limited 
to: ozone monitor, etc.), as needed.Performing for or Working Directly with the Public: Schedule, and/or participate in 
public meetings/hearings, as required. Schedule and/or participate in technical presentations at public outreach 
events.Monitoring and Controlling Resources: Provide technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs. Assist management with budget development. Determine eligibility 
to participate in fund reimbursement programs. Ensures contractors' proposed work activities comply with established 
rates. Calculate the technical basis for fee assessments.Updating and Using Relevant Knowledge: Maintain knowledge of 
current regulatory information and technical area of expertise. Maintain educational/training requirements, (CEUs, 
certifications, etc.) Seek additional education/training opportunities for professional development.Developing and 
Building Teams: Encourages and works effectively with team members by listening, sharing, and/or brainstorming. 
Continually seeks out ways to build effective technical teams and seeks their commitment to departmental goals. 
Volunteers and participates in work groups, special assignments, planning teams, etc., as opportunities arise that further 
established goals.Communicating with Supervisors, Peers, or Subordinates: Advise management about issues of 
concern, as they occur. Communicates regularly with coworkers, and/or supervisors to ensure consistent program 
operation, (i.e., staff meetings, performance evaluations, etc.). Provides effective communication to supervisors and 
peers by telephone, email, verbally, etc. Recognizes, provides, and communicates areas of improvement.Getting 
Information: Consult with staff, investigators, attorneys, judges and other court officials to obtain information related to 
legal cases. Conducts and/or oversees environmental and scientific surveys, inventories or monitoring, including site 
evaluations that may be of conservation interest. Performs research on regulatory information sources, to provide 
assistance and stay current with local, state, and federal standards and/or procedures. Review rules, track updates, and 
assess impacts to stakeholders. Obtains and receives technical information, such as records, data, operational plans, 
enforcement action requests, permit applications, etc. May search for entities that should be regulated, to identify and 
inform those that need to be brought into compliance. Attend meetings (such as, but not limited to: board meetings, 
regulatory, professional, stakeholder, and association meetings, etc.).Thinking Creatively: Actively seeks opportunities to 
improve processes to ensure goals and/or mission of the department are met or exceeded. May create and design 
outreach material (i.e. websites, social media, etc.) and/or regulatory assistance/training programs that apply to 
stakeholders.Staffing Organizational Units: Provides input to management regarding personnel issues when necessary 
and participates in recruiting events.Operating Vehicles, Mechanized Devices, or Equipment: Operates personal or 
assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency 
policy and procedures, as well as all traffic laws.Performing Administrative Activities: Draft and/or develop documents 
(such as, but not limited to administrative orders, letters, permits, etc.), for review and signature. Assist management 
with review, response, and/or analysis of legislation, public correspondence, etc. Ensures confidential material is not 
disclosed or made accessible to unauthorized personnel. Ensures files are managed according to the Records Disposition 
Authorization (RDA). Ensures all activities, contacts, and meetings are properly filed. Coordinate the preparation and 
maintenance of operating records and reports. Complete required documentation for travel and/or field use of vehicle 
(i.e. mileage logs, travel time, vehicle inspection checklist, etc.) Distribute documents to appropriate parties, to ensure 
proper routing. Recognize and coordinates interpretation or translation services, as needed.Performing General Physical 
Activities: Travel as required to provide technical expertise. Performs physically demanding, ecologically-based 
stewardship and natural resource management on state natural areas, (utilizing equipment, such as backpack sprayer, 
chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail 
maintenance, boundary maintenance, invasive species control, etc.). Perform physical activities, such as, walking (i.e. 
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ditches, uneven terrain, etc.), wading in water, swimming, climbing, lifting, operating soil evaluation equipment (i.e. 
auger or probe), etc. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Listening Decision Quality Problem Solving Technical Learning Written 
Communications Customer Focus Time Management Self-Development Building Effective Teams Presentation 
SkillsKnowledge: Law & Government Mathematics Engineering & Technology Physics Chemistry GeologySkills: Reading 
Comprehension Judgment & Decision Making Complex Problem Solving Science Active Listening Critical Thinking Writing 
Active Learning Speaking Time Management Trouble Shooting Equipment SelectionAbilities: Written Comprehension 
Written Expression Oral Comprehension Oral Expression Deductive Reasoning Inductive Reasoning Mathematical 
Reasoning 
 
Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor 
Vehicle Sampling, Monitoring Equipment and Supplies/Tools Radiation Detection Meter/Radiation Survey 
Equipment/Personal Dosimetry Tractors/All-Terrain Vehicles (ATVs) Two-Way Radios Cameras and Optical Equipment 
Film Processing Equipment Global Position System (GPS) Surveying and Measuring Equipment Safety and/or Personal 
Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory Equipment Maps/Plans 
Fluorometer Electroshocking Equipment Compass Graphic Software 
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073022 - TDEC-ENV CONSULTANT 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3401 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and five years of full-time 
professional environmental program, natural resource conservation work or full-time professional work that involved 
ensuring compliance with radiation safety standards and/or regulations.  Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year). Substitution of a Specific Bachelor's Degree for Experience:  A bachelor's degree in health 
physics or nuclear engineering may substitute for one year of the required experience in the Division of Radiological 
Health.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, serves as an Environmental Consultant dealing with issues of considerable 
difficulty within a division. Performs scientific and technical work of considerable difficulty associated with or related to 
technical oversight, planning, reviewing, negotiating, coordinating, program and process development and performs 
related work as required. Distinguishing Features:This is the second level technical consultant in the Environmental 
Consultant sub-series.  An employee in this class performs professional environmental consultant duties in 
environmental regulatory, radiological health, natural areas and/or sustainability programs by serving as a technical or 
regulatory expert addressing issues of considerable difficulty and may function as a technical consultant working on 
issues of considerable difficulty and/or trains or coordinates two or more small project or process teams. This 
classification differs from Environmental Consultant 3 in that an incumbent of the latter functions as a technical 
consultant working in a division dealing with complex issues, and/or training or leading a large and/or complex project 
or process team, Statewide program, and/or industry sector. The Environmental Consultant 2 differs from 
Environmental Consultant 1 in that an incumbent of the latter may assist in training others, and performs technical tasks 
of average difficulty in a small work unit or project team.   
 
Work Activities: 
Making Decisions and Solving Problems:  Writes and/or recommends amendments, corrective action plans, licenses or 
permits, etc. that are of considerable difficulty. Analyzes available information/data, to ensure the best solution is 
chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other government 
agencies, coworkers, non-governmental organizations, etc.), needs. Develops theories to identify causes, sources, 
pathways, receptors, and potential risks associated with environmental pollutants. Review plans and reports of 
considerable difficulty to determine future regulatory actions required. Determines if compliance violation warrants an 
enforcement order; recommends enforcement actions as required. Interpreting the Meaning of Information for Others:  
Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab results, etc.). Communicates and/or 
presents interpretation of regulations, policy, guidance, etc. to stakeholders. Resolving Conflicts and Negotiating with 
Others:  Oversees and/or investigates complaints; develops and/or reviews corrective recommendations for identified 
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problems, and if necessary, initiates enforcement/legal action to effect compliance of established standards, laws, rules, 
regulations, or policies; supports technical dispute resolution. Coordinates with management, to ensure that all critical 
factors are considered, when determining the need for disciplinary action.       3.  Negotiates with stakeholders to resolve 
issues.       4.  Attempts to prevent grievances by fostering an atmosphere where potential problems are brought forth 
and   resolved. Monitor Processes, Materials, or Surroundings:  Coordinates the investigation, remediation, abatement 
and/or closure monitoring work, including sampling and evaluation of the environment, pollutants and/or ionizing 
radiation to determine compliance with environmental or other standards. Independently performs environmental or 
other compliance monitoring. Judging the Qualities of Things, Services, or People:  Evaluate proposals or other business 
instruments from a financial and technical perspective. Oversees or conducts the interpretation of material evaluations. 
Oversees or conducts the determination of material properties and classification. Selling or Influencing Others:  Makes 
technical presentations of considerable difficulty to stakeholders including professional meetings. Builds consensus 
among stakeholders, in order to further the mission and goals. Provide Consultation and Advice to Others:  Provides 
technical advice in responding to environmental incidents. Provides consultative, technical, or educational information 
to other environmental staff, industries, municipalities, counties, individuals, or groups. Develops drafts for revisions to 
regulations and guidance documents. Responds to environmental or other incidents/complaints/requests/inquiries, in a 
timely manner. Participates in enforcement actions to bring non-compliant entities into compliance. Updates regulatory 
information to stakeholders. Inspecting Equipment, Structures, or Material:  Coordinates or conducts inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation. Coordinates or 
conducts the evaluation of the performance of equipment, structures, and/or materials. Evaluating Information to 
Determine Compliance with Standards:  Determines if documents of considerable difficulty (i.e., permits, applications, 
reciprocity documents, National Environmental Policy Act (NEPA), licenses, etc.) may be approved or deemed acceptable 
by reviewing and evaluating information submitted by applicant or acquired by the department used for determining 
compliance with established standards. Leads the enforcement of established environmental or other standards, laws, 
rules, regulations, and/or administrative policies and procedures, taking corrective action as warranted Oversees 
environmental compliance monitoring and inspection work within the department Coordinates the reviews technical 
reports and other submitted documentation for accuracy and completeness. Ensures statutory obligations are fulfilled. 
Assures that projects adhere to all agency directives, policies, procedures, and protocols. Assures that projects are 
completed on time and within assigned performance standards. Assures that completed reimbursements or billing 
requests are properly justified and submitted in a timely manner with properly coded expenditures, as warranted. 
Assures that electronic and paper reports as required for projects are submitted accurately and promptly Performing for 
or Working Directly with the Public:  Lead or participate in public meetings/hearings, as required. Lead or participate in 
technical presentations at  public outreach events. Processing Information:  Coordinates or conducts the compilation, 
processing and review of records, data, operational plans, enforcement action requests, etc. Coordinates or conducts 
the compilation of all required technical information for environmental or other documents. Generates queries and 
develop reports for stakeholders. Manages databases, as designated, to meet agency requirements. Analyzing Data or 
Information:  Conducts and interprets basic screening computational modeling or other  technical analyzes that support 
program decision and policy making. Analyze data to ensure quality control standards are met. Developing Objectives 
and Strategies:  Develops standard operating procedures. Communicating with Persons Outside Organization:  Serves as 
a subject matter expert for technical, legal issues, meetings or hearings. Ensures all external customers are serviced in a 
timely, professional and knowledgeable manner, so as to meet the mission. Follows established policy for 
media/legislative contacts, which may include providing a response. May coordinate with local, state, and/or federal 
agencies, and/or non-governmental organizations, for consultations and/or joint projects. Provides high-quality 
outreach, including design, distribution of information, and technical assistance to stakeholders. Update and inform 
stakeholders of policy and/or regulation changes, as they occur. Use tools, such as GIS, etc., to inform and educate 
stakeholders and improve or maintain environmental resources. Coordinating the Work and Activities of Others:  Plans 
and coordinates activities of technical work groups. Coordinates technical project management duties, including 
interaction with responsible parties, review of relevant documents and pertinent information. Coaching and Developing 
Others:  Provides coaching and mentoring to other technical staff. Organizing, Planning, and Prioritizing Work:  Develops 
or assists in the development of technical policies and guidance. Assists or implements state and/or federal grant/loan 
projects, including planning, researching, field work, data management, report writing, and public outreach. Assists or 
coordinates planning, including the preparation and updating of management plans and ensuring annual reports are 
compiled and submitted, each year. Prioritizes work assignments to ensure goals are met.  Establishing and Maintaining 
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Interpersonal Relationships:  Ensures healthy relationships with stakeholders. Works with other agencies and 
organizations to ensure that operational and programmatic activities receive early concurrence and input from regional 
and statewide authorities. Relates observations, conclusions, and opinions to co-workers/internal customers in a 
respectful and professional manner. Getting Information:  Consults with staff, investigators, attorneys, judges and other 
court officials to obtain information related to legal cases. Conducts and/or oversees environmental and scientific 
surveys, inventories or monitoring, including site evaluations that may be of conservation interest. Coordinates the 
review of rules, track updates, and assess impacts to stakeholders. Coordinates or conducts research on regulatory 
information sources, to provide assistance and stay current with local, state, and federal standards and/or procedures. 
Obtains and receives technical information, such as records, data, operational plans, enforcement action requests, 
permit applications, etc. May search for entities that should be regulated, to identify and inform those that need to be 
brought into compliance. Attend meetings (such as, but not limited to: board meetings, regulatory, professional, 
stakeholder, and association meetings, etc.). Monitoring and Controlling Resources:  Provide technical oversight, review, 
and/or project management of ongoing state and/or federal grant/loan programs. Ensures contractors' proposed work 
activities comply with established rates. Calculates the technical basis for fee assessments. Determines eligibility to 
participate in fund reimbursement programs. Assist management with budget development. Repairing and Maintaining 
Mechanical Equipment:  Maintains and troubleshoots equipment (such as, but not limited to air monitoring, laser level, 
boats, etc.), needed to perform duties or trains others in the performance of these tasks. Conducts or instructs staff in 
the calibration of mechanical equipment (such as, but not limited to: ozone monitor, etc.), as needed. Repairing and 
Maintaining Electronic Equipment:  Maintains, troubleshoots and calibrates electronic equipment (such as, but not 
limited to: radiation detection meter, photo ionization detector, pH meter, GPS, etc.), as needed or trains others in the 
performance of these tasks. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Reviews or 
prepares documentation (such as permits,  equipment specifications, designs, layout, blueprints, evaluations, etc.), in a 
concise and defensible manner, to ensure missions are met. Writes or reviews justification describing the need for 
equipment. Obtains or reviews cost estimates for equipment from different vendors. Documenting/Recording 
Information:  Prepares and/or maintains complete and accurate records and reports. Documents all relevant work 
activities, contacts, and meetings. Developing and Building Teams:  Participates in work groups, special assignments, 
planning teams, etc., as opportunities arise that further established goals. Encourages and works effectively with team 
members by listening, sharing, and/or brainstorming. Continually seeks out ways to build effective technical teams and 
seeks their commitment to departmental goals. Training and Teaching Others:  Identify the need for and assists in 
developing education and training for and to stakeholders. Staffing Organizational Units:  Provides input to management 
regarding personnel issues when necessary and participates in recruiting events. Thinking Creatively:  Actively seeks 
opportunities to improve processes to ensure goals and/or mission of the department are met or exceeded. May create 
and design outreach material (i.e. websites, social media, etc.) and/or regulatory assistance/training programs that 
apply to stakeholders. Communicating with Supervisors, Peers, or Subordinates:  Recognizes, provides, and 
communicates areas of improvement and evaluates progress of implementation. Advises management about issues of 
concern, as they occur. Provides effective communication to supervisors and peers by telephone, email, verbally, etc. 
Communicates regularly with coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff 
meetings, performance evaluations, etc.). Interacting With Computers:  Designs, develops and/or maintains technical 
applications including but not limited to: databases,  web-based applications, electronic documents, etc.). General 
knowledge and use of various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc. Enters time and leave within the designated computer program, in a proper and timely 
manner. Performing Administrative Activities:  Assist management with review, response, and/or analysis of legislation, 
public correspondence, etc. Draft and/or develop documents (such as, but not limited to administrative orders, letters, 
permits, etc.), for review and signature. Ensures confidential material is not disclosed or made accessible to 
unauthorized personnel. Coordinates the preparation and maintenance of operating records and reports. Ensures files 
are managed according to the Records Disposition Authorization (RDA). Ensures all activities, contacts, and meetings are 
properly filed. Recognize and coordinates interpretation or translation services, as needed. Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.) 
Distributes documents to appropriate parties, to ensure proper routing. Updating and Using Relevant Knowledge:  
Maintains knowledge of current regulatory information and technical area of expertise. Maintains educational/training 
requirements, (CEUs, certifications, etc.) Seeks additional education/ training opportunities for professional 
development. Operating Vehicles, Mechanized Devices, or Equipment:  Operates personal or assigned vehicles (such as, 
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but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as 
well as all traffic laws. Performing General Physical Activities:  Travel as required to provide technical expertise. Performs 
physical activities, such as, walking (i.e. ditches, uneven terrain, etc), wading in water, swimming, climbing, lifting, 
operating soil evaluation equipment (i.e. auger or probe), etc. Performs physically demanding, ecologically-based 
stewardship and natural resource management on state natural areas, (utilizing equipment, such as backpack sprayer, 
chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled fire, trail 
maintenance, boundary maintenance, invasive species control, etc.). 
 
Competencies (KSA’s): 
Competencies:  Functional/Technical Competency Decision Quality Problem Solving Listening Written Communications 
Technical Learning Customer Focus Time Management Building Effective Teams Self-Development Presentation Skills 
Knowledge:  Law & Government Engineering & Technology Mathematics Physics Geology Chemistry Skills:  Science 
Judgment & Decision Making Reading Compression Writing Critical Thinking Complex Problem Solving Active Learning 
Active Listening Speaking Time Management Trouble Shooting Equipment Selection Abilities:  Written Comprehension 
Written Expression Oral Comprehension Deductive Reasoning Oral Expression Mathematical Reasoning Inductive 
Reasoning 
 
Tools and Equipment Used: 
 Personal Computer/ Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor 
Vehicle Sampling, Monitoring Equipment and Supplies/Tools Ra Personal Computer/ Calculator Table Telephone/Cell 
Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicle Sampling, Monitoring Equipment and 
Supplies/Tools Radiation Detection Meter/ Radiation Survey Equipment/Persona Dosimetry Tractors/All-Terrain Vehicles 
(ATVs) Two-way Radios Cameras and Optical Equipment Film Processing Equipment Global Position System (GPS) 
Surveying and Measuring Equipment Safety and/or Personal Protective Equipment (PPE) Outdoor Power Equipment and 
Hand Tools Projector Laboratory Equipment Maps/Plans Fluorometer Electroshocking Equipment Compass Graphic 
Software diation Detection Meter/ Radiation Survey Equipment/Personal Dosimetry Tractors/All-Terrain Vehicles (ATVs) 
Two-way Radios Cameras and Optical Equipment Film Processing Equipment Global Position System (GPS) Surveying and 
Measuring Equipment Safety and/or Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools 
Projector Laboratory Equipment Maps/Plans Fluorometer Electroshocking Equipment Compass Graphic Software 
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073023 - TDEC-ENV CONSULTANT 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3405 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a   bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and five years of full-time 
professional environmental program, natural resource conservation work or full-time professional work that involved 
ensuring compliance with radiation safety standards and/or regulations. Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year). Substitution of a Specific Bachelor's Degree for Experience:  A bachelor's degree in health 
physics or nuclear engineering may substitute for one year of the required experience in the Division of Radiological 
Health.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, serves as an Environmental Consultant dealing with issues of unusual difficulty within a 
division.  Performs scientific and technical work of unusual difficulty associated with or related to technical oversight, 
planning, reviewing, negotiating, coordinating, program and process development and performs related work as 
required. Distinguishing Features:This is the third level technical consultant in the Environmental Consultant sub-series. 
An employee in this class performs professional environmental consultant duties in environmental regulatory, 
radiological health, natural areas and/or sustainability programs by serving as an Environmental Consultant and 
technical or regulatory expert addressing complex issues. An incumbent in this classification functions as a technical 
consultant working within a division dealing with issues of unusual difficulty, and may train or lead a large or complex 
process or project team or function as technical expert for a regional or Statewide program and/or industry section. This 
classification differs from Environmental Consultant 4 in that an incumbent of the latter functions as a lead over two or 
more large and complex project or process teams or regional or Statewide programs, or has expertise in two or more 
industry sectors. The Environmental Consultant 3 differs from Environmental Consultant 2 in that an incumbent of the 
latter serves as a technical expert and may train or lead two small work units or project teams.  
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Communicates and/or presents interpretation of regulations, 
policy, guidance, etc. to stakeholders. Interprets findings, results, etc. to stakeholders (i.e. site inspections, permits, lab 
results, etc.). Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Prepares documentation 
(such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure 
missions are met. Developing Objectives and Strategies:  Develops standard operating procedures to ensure compliance 
with established standards and consistency with divisional and departmental policies. Monitor Processes, Materials, or 
Surroundings:  Independently performs environmental or other compliance monitoring. Performs environmental 
investigation, remediation, and/or monitoring work, including sampling and evaluation of pollutants and/or ionizing 
radiation to determine compliance with environmental or other standards. Selling or Influencing Others:  Builds 
consensus among stakeholders, in order to further Department environmental mission and goals. Makes presentations 
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to internal and external stakeholders. Analyzing Data or Information:  Oversees environmental compliance monitoring 
and inspection work or independently performs inspection duties in areas such as air pollution, water resources, 
remediation, underground storage tanks, solid waste management, radiological health, natural areas, etc. Determines if 
the documents (i.e., permits, applications, National Environmental Policy Act (NEPA), licenses, etc.) may be approved by 
reviewing and evaluating information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining minimum environmental or other compliance with established standards. Oversees 
environmental compliance monitoring and inspection work in a small to moderate program or section within air 
pollution, water resources, remediation, underground storage tanks, solid waste management, radiological health, 
natural areas, etc. Enforces established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted. Ensures statutory obligations are fulfilled. Reviews staff 
reports, performance review documents, and other submitted documentation for accuracy and completeness in 
conjunction with supervisors and/or managers in areas related to projects lead by the TDEC Environmental Consultant 3 
or related to the TDEC Environmental Consultant 3 areas of expertise. Coordinates environmental project management 
duties at assigned sites; including interaction with responsible parties and review of relevant documents and 
information pertinent to the site. Assures that completed budgets are properly justified and submitted in a timely 
manner with properly coded expenditures, as warranted. Coordinates and/or leads meetings with stakeholders. 
Coordinates committee meetings to develop policies, procedures, and plans. Resolving Conflicts and Negotiating with 
Others:  Oversees and/or investigates complaints; develops and/or reviews corrective recommendations for identified 
problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, regulations, 
or policies. Training and Teaching Others:  Provides high-quality education and training to stakeholders (i.e. public, 
regulated community, first responders and staff). Identifies training needs and develops plans to ensure staff are 
adequately trained to perform their work. Making Decisions and Solving Problems:  Analyzes available information/data, 
to ensure the best solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, 
legislators, other government agencies, coworkers, non-governmental organizations, etc.), needs. Determines if 
compliance violation warrants an enforcement order. Review plans and reports to determine future regulatory actions 
required. Documenting/Recording Information:  Prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the NEPA Administrative record, enforcement action request, grant applications, etc.). 
Documents all relevant work activities, contacts, and meetings. Communicating with Supervisors, Peers, or 
Subordinates:  Communicates regularly with project team members, coworkers, and/or supervisors to ensure consistent 
program operation, (i.e., staff meetings, performance evaluations, etc.). Provides effective communication to 
supervisors, peers, or teams being lead on special projects by telephone, email, verbally, etc. Advises management 
about issues of concern, as they occur. Recognizes, provides, and communicates areas of improvement. Monitoring and 
Controlling Resources:  Provide technical oversight, review, and/or project management of ongoing state and/or federal 
grant/loan programs. Ensures contractors' proposed work activities comply with established rates. Manages fee 
programs to ensure that funds are properly and accurately distributed and tracked. Assist management with budget 
development. Determines eligibility to participate in fund reimbursement programs. Processing Information:  Compiles, 
processes, and reviews records, data, operational plans, enforcement action requests, etc. Compiles all required 
technical information for environmental or other documents. Manages databases, as designated, to meet agency 
requirements. Generates queries and develops reports for stakeholders. Repairing and Maintaining Mechanical 
Equipment:  Calibrate mechanical equipment (such as, but not limited to: ozone monitor, etc.), as needed. Maintains 
equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to perform duties.Establishing and 
Maintaining Interpersonal Relationships:  Ensures healthy relationships with stakeholders. Works with other agencies 
and organizations to ensure that operational and programmatic activities receive early concurrence and input from 
regional and statewide authorities. Relates observations, conclusions, and opinions to co-workers/internal customers in 
a respectful and professional manner. Coaching and Developing Others:  Addresses and/or recognizes the performance 
of employees assigned to special projects and provides input in employee performance to managers and supervisors for 
consideration during the performance management process. Provides and/or participates in training TDEC staff. 
Provides coaching/mentoring to TDEC staff on specific technical environmental issues. Recommends professional 
development opportunities for project team members based upon observation of performance on special projects. May 
oversee the development and presentation of an orientation program for new staff in specific areas of technical 
expertise. Provide Consultation and Advice to Others:  Provides technical expertise in handling disasters involving 
nuclear, transportation, and industrial accidents as well as natural catastrophes. May serve as a technical advisor/expert 
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to a moderate program or section providing consultative, technical, or educational information to other environmental 
staff, industries, municipalities, counties, individuals, or groups. Provides consultative, technical, or educational services 
to industry, municipalities, counties, individuals, or groups in the necessity and methodology of enhancing 
environmental stewardship, health or other standards, practices, and safety. Participates in enforcement actions to 
bring non-compliant entities into compliance. Responds to environmental or other requests/inquiries, in a timely 
manner. Assists central office personnel with the development of and/or revisions to regulations and guidance 
documents. Updates regulatory information to stakeholders. Repairing and Maintaining Electronic Equipment:  Maintain 
and calibrate electronic equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH 
meter, GPS, etc.), as needed. Communicating with Persons Outside Organization;  Ensures all internal and external 
customers are serviced in a timely, professional and knowledgeable manner, so as to meet the mission. Follows 
established policy for media/legislative contacts, which may include providing a response. Provides high-quality 
outreach, including design, distribution of information, and technical assistance to stakeholders. Use tools, such as GIS, 
etc., to inform and educate stakeholders and improve or maintain environmental resources. May coordinate with local, 
state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects. Update 
and inform stakeholders of policy and/or regulation changes, as they occur. Performing Administrative Activities:  Draft 
and/or develop documents (such as, but not limited to administrative orders, letters, permits, etc.), for review and 
signature. Assist management with review, response, and/or analysis of legislation, public correspondence, etc. Ensures 
confidential material is not disclosed or made accessible to unauthorized personnel. Supervises the preparation and 
maintenance of operating records and reports. Ensures files are managed according to the Records Disposition 
Authorization (RDA). Recognize and coordinate interpretation or translation services, as needed. Completes required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.) 
Ensures all activities, contacts, and meetings are properly filed. Distributes documents to appropriate parties to ensure 
proper routing. Inspecting Equipment, Structures, or Material:  Conducts inspections of equipment, structures and/or 
material, to ensure proper installation, maintenance, and/or operation. Evaluates performance of equipment, 
structures, and/or materials. Updating and Using Relevant Knowledge:  Update and determine application of regulatory 
information. Fulfills established educational/training requirements. May assist management with ensuring department 
staff maintain at least minimum standards in training and certification. Seeks opportunities for professional 
development. Interacting With Computers:  Designs or develops databases, for stakeholders. Develops and maintains at 
least a general knowledge and use of various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems (GIS), etc. Enters time and leave within the designated computer program, in a proper 
and timely manner. Performing for or Working Directly with the Public:  Schedule, participate in, and/or lead public 
meetings/hearings, as required. Schedule, participate in, and/or lead public outreach presentations, (such as, but not 
limited to: school presentations, guided hikes, special events, etc.). Thinking Creatively:  Actively seeks opportunities to 
improve processes to ensure goals and/or mission of the department are met or exceeded. May create and design 
outreach material (i.e. websites, social media, etc.) and/or regulatory assistance/training programs that apply to 
stakeholders. Developing and Building Teams:  Encourages and works harmoniously with team members by listening, 
sharing, and/or brainstorming. Continually seeks out ways to involve staff and seeks their commitment to departmental 
goals. Willingly volunteers and participates in work groups, special assignments, planning teams, etc., as opportunities 
arise that further established goals. Staffing Organizational Units:  Assist with the recruiting, interviewing, and selection 
of employees for the work unit. May discuss with management recommendations on employment actions. May discuss 
with program management training needs for new and incumbent staff. Scheduling Work and Activities:  Schedules 
work week when overseeing projects to address regular and complaint inspections, tasks, directives, correspondence, 
etc. Organizing, Planning, and Prioritizing Work:  Implements state and/or federal grant/loan projects, including 
planning, researching, field work, data management, report writing, and public outreach. Prioritizes work assignments to 
ensure goals are met. Assists in the development of administrative policy drafts. Performs natural areas planning, 
including the preparation and updating of management plans and ensuring annual reports are compiled and submitted, 
each year. Performing General Physical Activities:  Performs physical activities, such as, walking (i.e. ditches, uneven 
terrain, etc), wading in water, swimming, climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. 
Performs physically demanding, ecologically-based stewardship and natural resource management on state natural 
areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management 
of rare species habitat, controlled fire, trail maintenance, boundary maintenance, invasive species control, etc.). 
Operating Vehicles, Mechanized Devices, or Equipment:  Operates personal or assigned vehicles (such as, but not limited 
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to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic 
laws. Getting Information:  Performs research on regulatory information sources, to provide assistance and stay current 
with local, state, and federal standards and/or procedures. May search for entities that should be regulated, to identify 
and inform those that need to be brought into compliance. Conducts and/or oversees environmental surveys, 
inventories or monitoring, including site evaluations that may be of conservation interest. Review rules, track updates, 
and assess impacts to stakeholders. Obtains and receives records, data, operational plans, enforcement action requests, 
etc. Attend meetings (such as, but not limited to: board meetings, regulatory meetings, association meetings, etc.). 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Listening Written Communications 
Technical Learning Customer Focus Organizing Planning Time Management Presentation Skills Knowledge:  Law & 
Government Mathematics Engineering & Technology Physics Customer & Personal Service Geology Chemistry Biology 
Skills:  Judgment & Decision Making Complex Problem Solving Reading Comprehension Science Writing Active Listening 
Active Learning Speaking Time Management Trouble Shooting Abilities:  Written Comprehension Written Expression 
Oral Comprehension Deductive Reasoning Inductive Reasoning Oral Expression 
 
Tools and Equipment Used: 
 Personal Computer/ Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor 
Vehicle Sampling, Monitoring Equipment and Supplies/Tools Radiation Detection Meter/ Radiation Survey 
Equipment/Personal Dosimetry Tractors/All-Terrain Vehicles (ATVs) Two-way Radios Cameras and Optical Equipment 
Film Processing Equipment Global Position System (GPS) Surveying and Measuring Equipment Safety and/or Personal 
Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory Equipment Maps/Plans 
Fluorometer Electroshocking Equipment Compass Graphic Software 
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073024 - TDEC-ENV CONSULTANT 4 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3409 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and seven years of full-
time professional environmental program, natural resource conservation work or full-time professional work that 
involved ensuring compliance with radiation safety standards and/or regulations. Substitution of Education for 
Experience: Graduate coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year). Substitution of a Specific Bachelor's Degree for Experience: A bachelor's degree in health 
physics or nuclear engineering may substitute for one year of the required experience in the Division of Radiological 
Health. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions.  Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general direction, serves as an Environmental Consultant dealing with issues of overall unusual 
difficulty within a division.  Performs scientific and technical work of overall unusual difficulty associated with or related 
to technical oversight, planning, reviewing, negotiating, coordinating, program and process development and performs 
related work as required. Distinguishing Features: This is the fourth level technical consultant in the Environmental 
Consultant sub-series. An employee in this class performs professional environmental consultant duties in 
environmental regulatory, radiological health, natural areas and/or sustainability programs by serving as an 
Environmental Consultant and technical or regulatory expert addressing areas and issues of overall unusual difficulty.  
This classification functions as a technical consultant working within a division, and may train or lead two or more large 
and complex project or process teams or regional or Statewide programs, and/or be a technical expert in two or more 
industry specific sectors or lead two or more teams working on industry sector specific projects. This class differs from 
Environmental Consultant 3 in that an incumbent of the latter functions as a technical consultant working within a 
division dealing with issues of unusual difficulty, and may train or lead a large or complex process or project team or 
function as technical expert for a regional or Statewide program, and/or industry sector.  
 
Work Activities: 
Analyzing Data or Information:  Reviews data analyzes and directs the preparation, review, evaluation, and maintenance 
of environmental and engineering standards and pollution studies.    Reviews computational modeling or other technical 
analyzes of unusual difficulty that support program decision and policy making..Interpreting the Meaning of Information 
for Others:  Interprets findings, or provides guidance in the interpretation of results, data, etc. (i.e. site inspections, 
permits, lab results, etc.) to management and stakeholders. Communicates and/or presents interpretation of 
regulations, policy, guidance,   etc. of overall unusual difficulty to stakeholders. Monitor Processes, Materials, or 
Surroundings:  Directs the investigation, remediation, abatement and/or closure monitoring work, including sampling 
and evaluation of the environment, pollutants and/or ionizing radiation to determine compliance with environmental or 
other standards. Independently performs environmental or other compliance monitoring of unusual difficulty. 
Coordinating the Work and Activities of Others:  Directs technical project management duties, including interaction with 
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responsible parties, review of relevant documents and pertinent information. Identifies the need for and directs 
activities of technical work groups involving issues of unusual difficulty. Making Decisions and Solving Problems:  
Analyzes available information/data, to ensure the best solution is chosen, to meet regulatory and/or stakeholders (such 
as, but not limited to: the public, legislators, other government agencies, coworkers, non-governmental organizations, 
etc.), needs. Develops theories to identify causes, sources, pathways, receptors, and potential risks associated with 
environmental pollutants. Identifies environmental problem areas, reviews and approves amendments, corrective 
action plans, licenses or permits, etc. that are of unusual difficulty. Review and/or approves plans and reports of overall 
unusual difficulty to determine future regulatory actions required. Determines if compliance violation warrants an 
enforcement order; recommends enforcement actions as required. Resolve questions and problems concerning 
classification of equipment. Resolving Conflicts and Negotiating with Others:  Directs complaint investigations; delegates 
the development of, or provides input to corrective recommendations for identified problems, and if necessary, 
authorizes enforcement/legal action to effect compliance of established standards, laws, rules, regulations, or policies; 
supports technical dispute resolution. Negotiates with stakeholders to resolve issues. Advises and coordinates with 
management, to ensure that all critical factors are considered, when determining the need for disciplinary action. 
Attempts to prevent grievances by fostering an atmosphere where potential problems are brought forth and resolved. 
Developing Objectives and Strategies:  Coordinates, develops and/or approves standard operating procedures. Selling or 
Influencing Others:  Makes technical presentations of overall unusual difficulty to stakeholders including professional 
meetings. Builds consensus among stakeholders, in order to further the mission and goals. Provide Consultation and 
Advice to Others:  Provides consultative, technical, or educational information to other environmental staff, industries, 
municipalities, counties, individuals, or groups. Provides technical advice in responding to environmental incidents of 
unusual difficulty. Directs the response to environmental or other incidents/complaints/requests/inquiries, in a timely 
manner. Updates regulatory information to stakeholders. Directs enforcement actions to bring non-compliant entities 
into compliance. Evaluating Information to Determine Compliance with Standards:  Determines if documents of unusual 
difficulty (i.e., permits, applications, reciprocity documents, National Environmental Policy Act (NEPA), licenses, etc.) 
may be approved or deemed acceptable by reviewing and evaluating information submitted by applicant or acquired by 
the department used for determining compliance with established standards. Directs the enforcement of established 
environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, taking 
corrective action as warranted. Oversees environmental compliance monitoring and inspection work within the 
department Directs the review of technical reports and other submitted documentation of unusual difficulty for 
accuracy and completeness. Ensures statutory obligations are fulfilled. Assures that projects adhere to all agency 
directives, policies, procedures, and protocols. Assures that projects are completed on time and within assigned 
performance standards. Assures that electronic and paper reports as required for projects are submitted accurately and 
promptly Assures that completed reimbursements or billing requests are properly justified and submitted in a timely 
manner with properly coded expenditures, as warranted. Performing for or Working Directly with the Public:  Leads 
public meetings/hearings, as required. Leads technical presentations at public outreach events. Judging the Qualities of 
Things, Services, or People:  Oversees the evaluations and the negotiations of proposals and/or other business 
instruments from a financial and technical perspective. Oversees and defends the interpretation of material evaluations. 
Oversees and defends the determination of material properties and classification. Inspecting Equipment, Structures, or 
Material:  Directs the inspections of equipment, structures and/or material, to ensure proper installation, maintenance, 
and/or operation in a specialized area of technical expertise and/or of unusual difficulty. Directs the evaluation of the 
performance of equipment, structures, and/or materials in a specialized area of technical expertise and/or of unusual 
difficulty. Organizing, Planning, and Prioritizing Work:  Oversees, coordinates, implements or assists in the development 
of technical policies and guidance. Proposes, oversees, coordinates, implements or assists with state and/or federal 
grant/loan projects, including planning, researching, field work, data management, report writing, and public outreach. 
Oversees, coordinates, implements or assists with planning, including the preparation and updating of management 
plans and ensuring annual reports are compiled and submitted, each year. Prioritizes work assignments to ensure goals 
are met. Getting Information:  Consults with staff, investigators, attorneys, judges and other court officials to obtain 
information related to legal cases. Directs environmental and scientific surveys, inventories or monitoring of unusual 
difficulty, including site evaluations that may be of conservation interest. Directs research of unusual difficulty on 
regulatory information sources, to provide assistance and stay current with local, state, and federal standards and/or 
procedures. Directs the review of rules, track updates, and assess impacts to stakeholders. Lead or attend meetings 
(such as, but not limited to: board meetings, regulatory, professional, stakeholder, and association meetings, etc.). 
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Oversees the search for entities that should be regulated, to identify and inform those that need to be brought into 
compliance. Oversees the distribution of technical information, such as records, data, operational plans, enforcement 
action requests, permit applications, etc. Processing Information:  Directs the compilation, processing and review of 
records, data, operational plans, enforcement action requests, etc. of unusual difficulty. Directs the compilation of all 
required technical information for environmental or other documents of unusual difficulty. Directs and/or generates 
queries and develops reports of unusual difficulty for stakeholders. Oversees and/or manages databases, as designated, 
to meet agency requirements. Communicating with Persons outside Organization:  Serves as a subject matter expert for 
technical and legal issues, for meetings, hearings or court cases on a statewide or regional basis. Provides high-quality 
outreach on a statewide or regional basis, including design, distribution of information, and technical assistance to 
stakeholders and provides feedback to management. Coordinates with local, state, and/or federal agencies, and/or non-
governmental organizations, for consultations, peer reviews and/or joint projects. Ensures all external customers are 
serviced in a timely, professional and knowledgeable manner, so as to meet the mission. Follows established policy for 
media/legislative contacts, which may include providing a response and effecting a resolution of the concern. Oversees 
and informs stakeholders of policy and/or regulation changes, as they occur. Use tools, such as GIS, etc., to inform and 
educate stakeholders and improve or maintain environmental resources. Coaching and Developing Others:  Provides 
coaching and mentoring to other technical staff on a statewide or regional basis. Scheduling Work and Activities:  
Proposes and/or coordinates technical events, programs or training on a statewide or regional basis. Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment:  Oversees, reviews or prepares documentation of overall 
unusual difficulty (such as permits, equipment specifications, designs, layout, blueprints, evaluations, etc.), in a concise 
and defensible manner, to ensure missions are met. Obtains or reviews cost estimates for equipment from different 
vendors and/or establishes acceptable cost guidelines. Writes or approves justification or assesses the need for 
equipment. Establishing and Maintaining Interpersonal Relationships:  Ensures healthy relationships with stakeholders 
and resolves issues as they occur, providing feedback to management. Works with other agencies and organizations to 
ensure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities. Relates observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner. Training and Teaching Others:  Identify the need for and direct development of education and 
training for stakeholders. Monitoring and Controlling Resources:  Provide technical oversight, review, and/or project 
management of ongoing state and/or federal grant/loan programs. Compiles the technical aspects of fiscal reports for 
budget development. Directs proposed technical work activities for contractors to ensure compliance with established 
rates. Determines eligibility to participate in fund reimbursement programs. Calculates the technical basis for fee 
assessments. Documenting/Recording Information:  Assures records and/or reports are complete, accurate and secure 
and establishes the format for reporting on a statewide or regional basis. Documents all relevant work activities, 
contacts, and meetings. Communicating with Supervisors, Peers, or Subordinates:  Advises management about issues of 
concern as they occur, with a proposed technical resolution. Provides effective communication to supervisors and peers 
by telephone, email, verbally, etc. Recognizes, provides, and communicates areas of improvement and evaluates 
progress of implementation. Communicates regularly with coworkers, and/or supervisors to ensure consistent program 
operation, (i.e., staff meetings, performance evaluations, etc.). Developing and Building Teams:  Directs work groups, 
special assignment or planning teams, etc., as opportunities arise that further established goals. Continually seeks out 
ways to build effective technical teams and seeks their commitment to departmental goals. Encourages technical teams 
to work effectively. Thinking Creatively:  Actively seeks opportunities to improve processes to ensure goals and/or 
mission of the department are met or exceeded. Create, design and approve outreach material (i.e. websites, social 
media, etc.) and/or regulatory assistance/training programs that apply to stakeholders on a statewide or regional basis. 
Updating and Using Relevant Knowledge:  Maintains knowledge of current regulatory information and technical area of 
expertise. Maintains educational/training requirements, (CEUs, certifications, etc.) Seeks additional education/ training 
opportunities for professional development. Repairing and Maintaining Electronic Equipment:  Ensures maintenance 
and calibration of electronic equipment (such as, but not limited to: radiation detection meter, photo ionization 
detector, pH meter, GPS, etc.), is scheduled and conducted as needed. Interacting With Computers:  Designs, develops 
and/or maintains technical applications including but not limited to: databases, web-based applications, electronic 
documents, etc.). General knowledge and use of various software programs, such as word processing, spreadsheets, 
databases, Geographic Information Systems (GIS), etc. Enters time and leave within the designated computer program, 
in a proper and timely manner. Repairing and Maintaining Mechanical Equipment;  Ensures maintenance of equipment 
(such as, but not limited to air monitoring, laser level, boats, etc.), is scheduled and conducted as needed. Ensures 
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mechanical equipment (such as, but not limited to: ozone monitor, etc.), is calibrated as needed. Staffing Organizational 
Units:  Provides input to management regarding personnel issues when necessary and participates in recruiting events. 
Performing Administrative Activities:  Develops and reviews documents (such as, but not limited to administrative 
orders, letters, permits, etc.), for signature. Ensures confidential material is not disclosed or made accessible to 
unauthorized personnel. Coordinates the preparation and maintenance of operating records and reports. Ensures files 
are managed according to the Records Disposition Authorization (RDA). Recognize and coordinates interpretation or 
translation services, as needed. Distributes documents to appropriate parties, to ensure proper routing. Completes 
required documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, 
etc.) Operating Vehicles, Mechanized Devices, or Equipment:  Operates personal or assigned vehicles (such as, but not 
limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all 
traffic laws. Performing General Physical Activities:  Travel as required to provide technical expertise. Performs 
physically demanding, ecologically-based stewardship and natural resource management on state natural areas, 
(utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare 
species habitat, controlled fire, trail maintenance, boundary maintenance, invasive species control, etc.). Performs 
physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, swimming, climbing, lifting, 
operating soil evaluation equipment (i.e. auger or probe), etc.   
 
Competencies (KSA’s): 
Competencies:  Decision Quality Functional/Technical Competency Problem Solving Written Communications Listening 
Technical Learning Customer Focus Planning Organizing Time Management Presentation Skills Knowledge:  Law & 
Government Mathematics Customer & Personal Service Engineering & Technology Physics Chemistry Geology Biology 
Skills:  Complex Problem Solving Judgment & Decision Making Critical Thinking Reading Comprehension Science Active 
Learning Active Listening Writing Time Management Trouble Shooting Speaking Abilities:  Written Comprehension 
Written Expression Oral Comprehension Deductive Reasoning Inductive Reasoning Oral Expression 
 
Tools and Equipment Used: 
 Personal Computer/ Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor 
Vehicle Sampling, Monitoring Equipment and Supplies/Tools Radiation Detection Meter/ Radiation Survey 
Equipment/Personal Dosimetry Tractors/All-Terrain Vehicles (ATVs) Two-way Radios Cameras and Optical Equipment 
Film Processing Equipment Global Position System (GPS) Surveying and Measuring Equipment Safety and/or Personal 
Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory Equipment Maps/Plans 
Fluorimeter Electroshocking Equipment Compass Graphic Software 
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073015 - TDEC-ENV PROTECTION SPEC 1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6481 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in engineering. 
Substitution of Professional Registration for the Required Education:  Registration as a professional engineer with the 
State of Tennessee may substitute for the required bachelor’s degree.  OR Graduation from an accredited college or 
university with a bachelor’s degree and graduation from an accredited college or university with a master’s degree in 
engineering. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions. Examination Method: Education and Experience,100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional environmental engineering work of routine 
difficulty; and performs related work as required. Distinguishing Features: This is the entry level class in the TDEC 
Environmental Protection Specialist sub-series. An employee in this class is assigned to learn a variety of environmental 
engineering duties. An employee may perform environmental program and/or regulatory duties in a specific program 
specialty area such as air pollution, water toxics pollution, water supply, groundwater, remediation, solid and hazardous 
waste management, toxics, or underground storage tanks. This class differs from TDEC Environmental Protection 
Specialist 2* in that an incumbent of the latter performs environmental engineering duties at the working level under 
general supervision. *An applicant appointed to this flexibly staffed class will be reclassified to TDEC Environmental 
Protection Specialist 2* after successful completion of a mandatory one year training period; inadequate or marginal 
performance during the training period will result in automatic termination. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Perform environmental investigation, remediation, and/or monitoring 
work, including sampling and evaluation of environmental media and/or other materials in order to evaluate levels of 
pollutants to determine compliance with environmental or other standards.Evaluating Information to Determine 
Compliance with Standards: Evaluate the adequacy of engineering design in accordance with environmental standards, 
laws, rules, regulations, and policies. Review applications, engineering reports, plans and specifications to ensure 
compliance with established design criteria and operations of facilities, systems, and equipment. Inspects and evaluates 
operations, functions, and activities regulated by environmental laws to ensure compliance with minimum operating 
standards.  Enforce established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted.Making Decisions and Solving Problems: Prepares 
documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, etc.), in a concise and 
defensible manner, to ensure Agency’s missions are met. Prepares or assists in the preparation of environmental 
permits and/or Total Maximum Daily Loads (TMDL) by interpreting regulations and published guidelines, using 
mathematical calculations or engineering experience and judgment. Analyze available information/data, engineering 
plans and reports to ensure that the proposed solution meets regulatory and/or stakeholder needs. Determine whether 
non-compliance warrants an enforcement action.Resolving Conflicts and Negotiating with Others: Investigates 
complaints; develops or assists with corrective recommendations for identified problems, and if necessary, initiates legal 
action to effect compliance of established standards, laws, rules, regulations, or policies.Inspecting Equipment, 
Structures, or Material: Conduct inspections of equipment, structures and/or material, to ensure proper installation, 
maintenance, and/or operation. Evaluate performance of equipment, structures, and/or materials.Interpreting the 
Meaning of Information for Others: Interprets the meaning of findings and results (e.g. site inspections, permits, lab 
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results, etc.), for stakeholders. Communicates and/or presents interpretation of regulations, policy, guidance, etc. to 
stakeholders.Communicating with Supervisors, Peers, or Subordinates: Provide effective communication to supervisors 
or peers, by telephone, email, verbally, etc. Exhibits effective writing skills, including proper grammar and structure 
when communicating with supervisors and peers. Build consensus among peers, and supervisors in order to further the 
agency’s mission and goals.Processing Information: Compiles, processes, and reviews technical information (records, 
engineering plans and reports, data, operational plans, enforcement action requests, etc.). Manage data as designated, 
to meet agency requirements. Calculate applicable fees based on environmental data and engineering design.Interacting 
With Computers: Develops and applies computer models for simulation and analysis of environmental processes. Uses 
various software programs, such as word processing, spreadsheets, databases, Geographic Information Systems, etc. to 
carry out assigned work duties. Enter time and leave within the designated computer program, in a proper and timely 
manner.Communicating with Persons Outside Organization: Ensures all internal and external customers receive service 
in a timely, professional and knowledgeable manner, so as to meet the department’s mission. Participate in legal 
proceedings, as needed. Exhibits effective writing skills, including proper grammar and structure when communicating 
with persons outside the organization. Schedules and/or participates in public meetings, public hearings, community 
groups, etc. as required. Provide high-quality outreach, distribution of information, and technical assistance to 
stakeholders. Coordinate with local, state, and/or federal agencies, and/or non-governmental organizations, for 
consultations and/or joint projects. Uses tools, such as Geographic Information System (GIS), etc., to inform and educate 
stakeholders and improve or maintain environmental resources.Analyzing Data or Information: Analyze engineering, 
environmental, and other information, such as monitoring records, site inspections, sampling data, etc.; documents 
findings and implements appropriate actions. Assist in developing environmental and engineering standards. Assist with 
evaluation studies of environmental pollution and its effects.Monitoring and Controlling Resources: Provide assistance 
with technical oversight, review, and/or project management of ongoing state and/or federal grant/loan programs. 
Ensures contractors’ proposed work activities comply with established rates.Provide Consultation and Advice to Others: 
Provide engineering assistance in responding to environmental incidents. Provide technical assistance to regulated 
operations and other stakeholders having potential environmental impact. Respond to environmental or other 
requests/inquiries. Provide regulatory updates to stakeholders.Documenting/Recording Information: Prepares and/or 
maintains records and reports of work activities, contacts, and meetings.Training and Teaching Others: Educate 
stakeholders in the operation of systems, equipment, and programs designed to reduce environmental damage caused 
by unacceptable practices in areas of solid waste management, underground storage tanks, air pollution, and water 
quality control.Updating and Using Relevant Knowledge: Pursue continuous improvement by applying new knowledge 
to the job. Fulfill educational/training requirements as established by the agency. Seek opportunities for professional 
development within and outside the agency.Organizing, Planning, and Prioritizing Work: Schedules work to address 
responsibilities such as writing and reviewing permits and/or reports, inspections, tasks, directives, correspondence, etc. 
Prioritizes work assignments, daily, to ensure goals are met or exceeded. Implements grant-funded projects (federal, 
state, local, etc.), including planning, researching, field work, data management, report writing, and public 
outreach.Getting Information: Reviews, conducts and/or oversees environmental surveys, inspections, inventories or 
monitoring. Performs research on regulatory information sources, to provide assistance and stay current with local, 
state, and federal standards and/or procedures. Obtains and receives technical information (records, engineering plans 
and reports, data, operational plans, enforcement action requests, etc.). Search for entities that should be regulated, to 
identify and inform those that need to be brought into compliance.Developing and Building Teams: Fosters and 
encourage team building, mutual trust, respect, and cooperation among stakeholders.Controlling Machines and 
Processes: Operates field and/or water equipment (such as, but not limited to flow meters, water samplers, backpack 
shocker, etc.), in accordance with agency policies and procedures.Repairing and Maintaining Electronic Equipment: 
Maintains and calibrates electronic equipment (such as, but not limited to: radiation detection meter, photo ionization 
detector, pH meter, Global Positioning System (GPS), etc.), as needed.Establishing and Maintaining Interpersonal 
Relationships:  Relate observations, conclusions, and opinions to co-workers/internal customers in a respectful and 
professional manner. Foster professional relationships with stakeholders. Work with other agencies and organizations to 
assure that operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.Operating Vehicles, Mechanized Devices, or Equipment: Operates personal or assigned vehicles (such as, but 
not limited to watercraft, all-terrain vehicles, cars, etc.), in accordance with agency policies and procedures, as well as all 
traffic laws.Thinking Creatively: Seeks improvements, offers ideas for change and elimination of unnecessary work. 
Creates and designs outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an 
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instructive and appealing manner.Performing General Physical Activities: Perform physical activities such as walking on 
uneven terrain, wading in water, climbing, lifting, operating equipment (water or soil sampling), etc.Performing 
Administrative Activities: Distribute documents to appropriate parties, to ensure proper routing. Ensures all activities, 
contacts, and meetings are properly documented and documentation is appropriately filed. Ensures files are managed 
according to the Records Disposition Authorization (RDA). Recognizes and coordinates interpretation or translation 
services, as needed. Complete required documentation for travel and/or field use of vehicle (i.e. mileage logs, travel 
time, vehicle inspection checklist, etc.).  
 
Competencies (KSA’s): 
Competencies: Written Communication Listening Technical Learning Decision Quality Composure Time Management 
Drive for Results Action Oriented Presentation Skills Conflict Management Self-Development Standing AloneKnowledge: 
Engineering & Technology Mathematics Computer & Electronics Chemistry Clerical Law & Government Design Physics 
MechanicalSkills: Reading Comprehension Writing Active Listening Speaking Mathematics Science Active Learning 
Critical ThinkingAbilities: Written Comprehension Written Expression Oral Comprehension Speech Clarity Oral 
Expression Deductive Reasoning Mathematical Reasoning  
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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073016 - TDEC-ENV PROTECTION SPEC 2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3357 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to one year of full-time professional environmental engineering work. Substitution of 
Education for Experience:  Graduate course work received from an accredited college or university in engineering may 
substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for the one year of required experience).  
Substitution of Professional Registration for the Required Education: Registration as a professional engineer with the 
State of Tennessee may substitute for the required bachelor's degree. OR Graduation from an accredited college or 
university with a bachelor's degree and graduation from an accredited college or university with a master’s degree in 
engineering, and experience equivalent to one year of full-time professional environmental engineering work. 
 
Other Requirements: 
"Necessary Special Qualifications: Applicants for this class:    Must possess a valid motor vehicle operator's license at the 
time of appointment in some positions. Examination Method: Education and Experience,100%, for Preferred Service 
positions. " 
 
Job Overview: 
"Summary: Under general supervision, is responsible for professional environmental engineering work of average 
difficulty; and performs related work as required. Distinguishing Features: ,This is the working level in the TDEC 
Environmental Protection Specialist sub-series. An employee in this class performs environmental program and/or 
regulatory duties in a specific program specialty area such as air pollution, water pollution, water supply, groundwater, 
remediation, solid and hazardous waste management, toxics, or underground storage tanks.  This class is flexibly staffed 
with and differs from TDEC Environmental Protection Specialist 1, in that an incumbent of the latter functions at the 
entry level. This class differs from the TDEC Environmental Protection Specialist 3 in that the incumbent of the latter 
functions at the lead and/or advanced working level of the TDEC Environmental Protection Specialist Sub-series." 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Evaluate the adequacy of engineering design in 
accordance with environmental laws, rules, regulations, and policies.    Review applications, engineering reports, plans 
and specifications to ensure compliance with established design criteria and operations of facilities, systems, and 
equipment.    Enforce established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted.    Inspects and evaluates operations, functions, and 
activities regulated by environmental laws to ensure compliance with minimum operating standards.Resolving Conflicts 
and Negotiating with Others:    Investigates complaints; develops, or assists with corrective recommendations for 
identified problems and, if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies.Monitor Processes, Materials, or Surroundings:    Perform environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of environmental media and/or other 
materials in order to evaluate levels of pollutants to determine compliance with environmental or other 
standards.Making Decisions and Solving Problems:    Prepares or assists in the preparation of environmental permits 
and/or Total Maximum Daily Loads (TMDL) by interpreting regulations and published guidelines, using mathematical 
calculations or engineering experience and judgment.    Prepares documentation (such as permits, correspondence, 
designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure Agency's missions are 
met.    Analyze available information/data, engineering plans and reports to ensure that the proposed solution meets 
regulatory and/or stakeholder needs.    Determine whether non-compliance warrants an enforcement action.Training 
and Teaching Others:    Educate personnel and other stakeholders in the operation of systems, equipment, and 
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programs designed to reduce environmental damage caused by unacceptable practices in areas of solid waste 
management, underground storage tanks, air pollution, and water quality control.Analyzing Data or Information:    
Analyzes engineering, environmental, and other information, such as monitoring records, site inspections, sampling 
data, etc., documents findings and implements appropriate actions.    Participate in developing environmental and 
engineering standards.    Participate in evaluation studies of environmental pollution and its effects.Communicating with 
Supervisors, Peers, or Subordinates:    Exhibits effective writing skills, including proper grammar and structure when 
communicating with supervisors or peers.    Provides effective communication to supervisors and peers by telephone, 
email, verbally, etc.    Build consensus among peers and supervisors to further the agency's mission and goals.Coaching 
and Developing Others:    Provides and/or participates in training other environmental professional staff.    Provide 
coaching to other environmental professionals.Inspecting Equipment, Structures, or Material:    Conduct inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.    Evaluate 
performance of equipment, structures, and/or materials.Developing and Building Teams:    Fosters and encourage team 
building, mutual trust, respect, and cooperation among stakeholders.Communicating with Persons Outside 
Organization:    Ensures all internal and external customers receive service in a timely, professional and knowledgeable 
manner, so as to meet the department mission.    Exhibits effective writing skills, including proper grammar and 
structure when communicating with persons outside the organization.    Participate in legal proceedings, as needed.    
Schedules and/or participates in public meetings, public hearings, community groups, etc. as required.    Provide high-
quality outreach, distribution of information, and technical assistance to stakeholders.    Coordinate with local, state, 
and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects.    Uses tools, 
such as Geographic Information System (GIS), etc., to inform and educate stakeholders and improve or maintain 
environmental resources.Provide Consultation and Advice to Others:    Provide engineering assistance in responding to 
environmental incidents.    Provide technical assistance to regulated operations and other stakeholders having potential 
environmental impact.    Provide regulatory updates to stakeholders.    Respond to environmental or other 
requests/inquiries.Interpreting the Meaning of Information for Others:    Interprets the meaning of findings and results 
(e.g. site inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or presents interpretation of 
regulations, policy, guidance, etc. to stakeholders.Monitoring and Controlling Resources:    Provide technical oversight, 
review, and/or project management of ongoing state and/or federal grant/loan programs.    Ensures contractors' 
proposed work activities comply with established rates.Establishing and Maintaining Interpersonal Relationships:    
Foster professional relationships with stakeholders.    Work with other agencies and organizations to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities.    
Relate observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner.Interacting With Computers:    Develops and applies computer models for simulation and analysis of 
environmental processes.    Uses various software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems, etc. to carry out assigned work duties.    Enter time and leave within the designated 
computer program, in a proper and timely manner.Processing Information:    Compiles, processes, and reviews technical 
information (records, engineering plans and reports, data, operational plans, enforcement action requests, etc.).    
Manage data, as designated, to meet agency requirements.    Calculate applicable fees based on environmental data and 
engineering design.Organizing, Planning, and Prioritizing Work:    Implements grant-funded projects (federal, state, local, 
etc.), including planning, researching, field work, data management, report writing, and public outreach.    Schedules 
work to address responsibilities such as writing and reviewing permits and/or reports, inspections, tasks, directives, 
correspondence, etc.    Prioritizes work assignments, daily, to ensure goals are met or exceeded.Documenting/Recording 
Information:    Prepares and/or maintains records and reports of work activities, contacts, and meetings.Getting 
Information:    Reviews, conducts and/or oversees environmental surveys, inspections, inventories or monitoring.    
Performs research on regulatory information sources, to provide assistance and stay current with local, state, and 
federal standards and/or procedures.    Obtains and receives technical information (records, engineering plans and 
reports, data, operational plans, enforcement action requests, etc.).    Search for entities that should be regulated, to 
identify and inform those that need to be brought into compliance.Updating and Using Relevant Knowledge:    Pursue 
continuous improvement by applying new knowledge to the job.    Fulfill educational/training requirements as 
established by the agency.    Seek opportunities for professional development within and outside the agency.Thinking 
Creatively:    Seeks improvements, offers ideas for change and elimination of unnecessary work.    Creates and designs 
outreach material (i.e. websites, social media, etc.) that fit applicable targets and subjects, in an instructive and 
appealing manner.Controlling Machines and Processes:    Operates field and/or water equipment (such as, but not 
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limited to flow meters, water samplers, backpack shocker, etc.), in accordance with agency policies and 
procedures.Operating Vehicles, Mechanized Devices, or Equipment:    Operates personal or assigned vehicles (such as, 
but not limited to watercraft, all-terrain vehicles, cars, etc.), in accordance with agency policies and procedures, as well 
as all traffic laws.Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic equipment 
(such as, but not limited to: radiation detection meter, photo ionization detector, pH meter, Global Positioning System 
(GPS), etc.), as needed.Performing General Physical Activities:    Perform physical activities such as walking on uneven 
terrain, wading in water, climbing, lifting, operating equipment (water or soil sampling), etc.Performing Administrative 
Activities:    Ensures all activities, contacts, and meetings are properly documented and documentation is appropriately 
filed.    Distribute documents to appropriate parties, to ensure proper routing.    Recognizes and coordinates 
interpretation or translation services, as needed.    Complete required documentation for travel and/or field use of 
vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.).    Ensures files are managed according to the 
Records Disposition Authorization (RDA). 
 
Competencies (KSA’s): 
Competencies:    Drive for Results    Composure    Listening    Technical Learning    Decision Quality    Time Management    
Conflict Management    Action Oriented    Self-Development    Written Communication    Presentation Skills    Standing 
AloneKnowledge:    Chemistry    Engineering & Technology    Mathematics    Design    Law & Government    Mechanical    
Computers & Electronics    Physics    ClericalSkills:    Speaking    Science    Active Learning    Mathematics    Critical 
Thinking    Active Listening    Reading Comprehension    WritingAbilities:    Oral Expression    Written Comprehension    
Mathematical Reasoning    Oral Comprehension    Written Expression    Speech Clarity    Deductive Reasoning 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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073017 - TDEC-ENV PROTECTION SPEC 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3371 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in engineering 
and experience equivalent to three years of full-time professional environmental engineering work. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in engineering may 
substitute for the required experience on a month-for-month basis to a maximum of one year (e.g. 24 graduate 
semester hours or 36 graduate quarter hours in engineering may substitute for one year of the required experience). 
Substitution of Professional Registration for the Required Education:  Registration as a professional engineer with    the 
State of Tennessee may substitute for the required bachelor's degree. OR Graduation from an accredited college or 
university with a bachelor's degree and graduation from an accredited college or university with a master’s degree in 
engineering, and experience equivalent to three years of full-time professional environmental engineering work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possess a valid motor vehicle operator's license at the 
time of appointment in some positions. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional environmental engineering work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the advanced working or lead level class 
in the TDEC Environmental Protection Specialist sub-series. An employee in this class functions in an environmental 
regulatory or assistance division performing environmental program and/or regulatory duties in a specific program 
specialty area such as air pollution, water pollution, water supply, groundwater, remediation, solid and hazardous waste 
management, toxics or underground storage tanks. This class differs from TDEC Environmental Protection Specialist 2, in 
that an incumbent of the latter functions at the working level. 
 
Work Activities: 
Making Decisions and Solving Problems:    Prepares or assists in the preparation of complex environmental permits, 
Total Maximum Daily Loads (TMDL), and/or statewide pollutant reduction and control strategies by interpreting 
regulations and published guidelines, using mathematical calculations or engineering experience and judgment.    
Analyze complex information/data, engineering plans and reports to ensure that the proposed solution meets 
regulatory and/or stakeholder needs.    Determine whether non-compliance warrants an enforcement action.    Prepares 
documentation (such as permits, correspondence, designs, layout, blueprints, soil evaluations, etc.), in a concise and 
defensible manner, to ensure Agency's missions are met.    Identifies environmental problem areas and develops 
management plans for corrective action.Evaluating Information to Determine Compliance with Standards:    Review 
complex applications, engineering reports, plans and specifications to ensure compliance with established design criteria 
and operations of facilities, systems, and equipment.    Evaluate the adequacy of engineering design in accordance with 
environmental standards, laws, rules, regulations, and policies.    Inspects and evaluates operations, functions, and 
activities regulated by environmental laws to ensure compliance with minimum operating standards.     Enforce 
established environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, 
taking corrective action as warranted.    Ensures project tasks are completed on time and within assigned standards.    
Ensure that all agency directives, policies, procedures, and protocols are followed.    Review reports, documents, and 
other submitted documentation for accuracy and completeness. Resolving Conflicts and Negotiating with Others:    
Negotiate with stakeholders to resolve permitting, compliance or other issues.    Investigates complaints; develops 
corrective recommendations for identified problems, and if necessary, initiates legal action to effect compliance of 
established standards, laws, rules, regulations, or policies.Analyzing Data or Information:    Analyzes complex 
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engineering, environmental, and other information, such as monitoring records, site inspections, sampling data, etc., 
documents findings and implements appropriate actions.    Participate in developing environmental and engineering 
standards.    Participate in evaluation studies of environmental pollution and its effects.Staffing Organizational Units:    
Assist in recruiting, interviewing and selecting employees for the work unit.Provide Consultation and Advice to Others:    
Provide technical assistance to stakeholders and co-workers on complex environmental issues.    Provide engineering 
assistance in responding to complex environmental incidents.    Respond to environmental or other requests/inquiries.    
Provide regulatory updates to stakeholders.Monitor Processes, Materials, or Surroundings:    Perform environmental 
investigation, remediation, and/or monitoring work, including sampling and evaluation of environmental media and/or 
other materials to evaluate levels of pollutants to determine compliance with environmental or other standards.Training 
and Teaching Others:    Educates and advises personnel and other stakeholders in the operation of systems, equipment, 
and programs designed to reduce environmental damage caused by unacceptable practices in areas of solid and 
hazardous waste management, toxics, underground storage tanks, air pollution, and water quality control.    Educates 
and advises personnel and other stakeholders about environmental regulations, agency procedures, etc.Inspecting 
Equipment, Structures, or Material:    Conduct inspections of equipment, structures and/or material, to ensure proper 
installation, maintenance, and/or operation.    Evaluate performance of equipment, structures, and/or 
materials.Interpreting the Meaning of Information for Others:    Interprets the meaning of findings and results (e.g. site 
inspections, permits, lab results, etc.), for stakeholders.    Communicates and/or presents interpretation of regulations, 
policy, guidance, etc. to stakeholders. Communicating with Supervisors, Peers, or Subordinates:    Provide effective 
communication to supervisors and peers, by telephone, email, verbally, etc.    Build consensus among peers and 
supervisors in order to further the agency's mission and goals.    Exhibits effective writing skills, including proper 
grammar and structure when communicating with supervisors and peers.    Advise management about issues of 
concern, as they occur.Coaching and Developing Others:    Provides and/or participates in training other environmental 
professional staff.    Provide coaching to other environmental professionals.    Addresses and/or recognizes the technical 
performance of other environmental professionals appropriately in accordance with established policy.Communicating 
with Persons Outside Organization:    Ensures all internal and external customers receive service in a timely, professional 
and knowledgeable manner, so as to meet the department mission.    Exhibits effective writing skills, including proper 
grammar and structure when communicating with persons outside the organization.    Participate in legal proceedings, 
as needed.    Schedules and/or participates in public meetings, public hearings, community groups, etc. as required.    
Provide high-quality outreach, distribution of information, and technical assistance to stakeholders.    Coordinate with 
local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects.    
Uses tools, such as Geographic Information System (GIS), etc., to inform and educate stakeholders and improve or 
maintain environmental resources.Interacting With Computers:    Develops and applies computer models for simulation 
and analysis of environmental processes.    Uses software programs, such as word processing, spreadsheets, databases, 
Geographic Information Systems, etc. to carry out assigned work duties.    Enter time and leave within the designated 
computer program, in a proper and timely manner.Establishing and Maintaining Interpersonal Relationships:    Foster 
professional relationships with stakeholders.    Relate observations, conclusions, and opinions to co-workers/internal 
customers in a respectful and professional manner.    Work with other agencies and organizations to assure that 
operational and programmatic activities receive early concurrence and input from regional and statewide 
authorities.Developing and Building Teams:    Leads, fosters, and encourage team building, mutual trust, respect, and 
cooperation among stakeholders. Processing Information:    Compiles, processes, and reviews technical information 
(records, engineering plans and reports, data, operational plans, enforcement action requests, etc.).    Calculate 
applicable fees based on environmental data and engineering design.    Manage data, as designated, to meet agency 
requirements.Organizing, Planning, and Prioritizing Work:    Schedules work to address responsibilities such as writing 
and reviewing permits and/or reports, inspections, tasks, directives, correspondence, etc.    Implements grant-funded 
projects (federal, state, local, etc.), including planning, researching, field work, data management, report writing, and 
public outreach.    Prioritizes work assignments, daily, to ensure goals are met or exceeded.Monitoring and Controlling 
Resources:    Provide technical oversight, review, and/or project management of ongoing state and/or federal grant/loan 
programs.    Ensures contractors' proposed work activities comply with established rates. Coordinating the Work and 
Activities of Others:    Plans and coordinates the activities of a group to ensure that operational and strategic priorities 
are met.    Coordinate meetings with stakeholders. Getting Information:    Reviews, conducts and/or oversees 
environmental surveys, inspections, inventories or monitoring.    Performs research on regulatory information sources, 
to provide assistance and stay current with local, state, and federal standards and/or procedures.    Routinely searches 
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for entities that should be regulated, to identify and inform those that need to be brought into compliance.    Obtains 
and receives technical information (records, engineering plans and reports, data, operational plans, enforcement action 
requests, etc.). Updating and Using Relevant Knowledge:    Pursue continuous improvement by applying new knowledge 
to the job.    Fulfill educational/training requirements as established by the agency.    Seek opportunities for professional 
development within and outside the agency. Controlling Machines and Processes:    Operates field and/or water 
equipment (such as, but not limited to flow meters, water samplers, backpack shocker, etc.), in accordance with agency 
policies and procedures. Repairing and Maintaining Electronic Equipment:    Maintains and calibrates electronic 
equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH meter, Global 
Positioning System (GPS), etc.), as needed. Documenting/Recording Information:    Prepares and/or maintains records 
and reports of work activities, contacts, and meetings. Thinking Creatively:    Seeks improvements, offers ideas for 
change and elimination of unnecessary work.    Creates and designs outreach material (i.e. websites, social media, etc.) 
that fit applicable targets and subjects, in an instructive and appealing manner. Operating Vehicles, Mechanized Devices, 
or Equipment:    Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, cars, 
etc.), in accordance with agency policies and procedures, as well as all traffic laws.Performing Administrative Activities:    
Ensures all activities, contacts, and meetings are properly documented and documentation is appropriately filed.    
Distribute documents to appropriate parties, to ensure proper routing.    Recognize and coordinates interpretation or 
translation services, as needed.    Complete required documentation for travel and/or field use of vehicle (i.e. mileage 
logs, travel time, vehicle inspection checklist, etc.).    Ensures files are managed according to the Records Disposition 
Authorization (RDA).Performing General Physical Activities:    Perform physical activities such as walking on uneven 
terrain, wading in water, climbing, lifting, operating equipment (water or soil sampling), etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Listening    Written Communications    Composure    Conflict Management    
Motivating Others    Directing Others    Problem Solving    Priority Setting    Drive for Results    Presentation 
SkillsKnowledge:    Computers & Electronics    Design    Engineering & Technology    Mathematics    Law & Government    
PhysicsSkills:    Writing    Complex Problem Solving    Reading Comprehension    Speaking    Time Management    Science    
Mathematics    Active Listening    Critical ThinkingAbilities:    Written Expression    Deductive Reasoning    Speech Clarity    
Oral Expression    Written Comprehension    Mathematical Reasoning    Oral Comprehension 
 
Tools and Equipment Used: 
    Personal Computer/Tablet    Telephone/Cell Phone    Printer/Scanner/Copier/Fax Machine    Water Craft/Motor 
Vehicles    Sampling/Monitoring Equipment and Supplies/Tools    Calculator    Two-Way Radios    Cameras and Optical 
Equipment    Global Positioning System (GPS)    Surveying and Measuring Equipment    Safety and/or Personal Protective 
Equipment (PPE)    Hand Tools    Projector    Laboratory Equipment 
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073014 - TDEC-ENVIRONMENTAL FELLOW 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3434 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073010 - TDEC-ENVIRONMENTAL MANAGER 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3433 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time professional environmental program, natural resource conservation work, increasingly responsible 
professional work, or full-time professional work that involved ensuring compliance with radiation safety standards 
and/or regulations. Substitution of Education for Experience: Graduate coursework may be substituted for the required 
experience, on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year).    
Substitution of Experience for Education: A bachelor's degree in health physics or nuclear engineering may substitute for 
one year of the required experience in the Division of Radiological Health.     
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions.Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary:   Under general supervision, is responsible for technical professional environmental, natural resourcesand/or 
similar science related program supervisory work of average difficulty and performs related work as required. 
Distinguishing Features: This is the first managerial/supervisory level in the TDEC Environmental Manager classification 
series. An employee in this class performs professional environmental supervisory duties in environmental regulatory, 
radiological health and/or assistance programs by managing a small program(s) or section(s).  This class differs from 
TDEC Environmental Manager 2 in that an incumbent of the latter manages either a moderate or large program(s) or 
section(s). 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Communicates and/or presents interpretation of regulations, 
policy, guidance, etc. to stakeholders. Interpret findings, results, etc. to stakeholders (i.e. site inspections, permits, lab 
results, etc.).Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Prepares documentation 
(such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure 
missions are met.Developing Objectives and Strategies: Assist in developing and/or implementing standard operating 
procedures to ensure compliance with established standards consistent with division and department policy. Monitor 
Processes, Materials, or Surroundings: Independently performs environmental or other compliance monitoring. Perform 
environmental investigation, remediation, and/or monitoring work, including sampling and evaluation of pollutants 
and/or ionizing radiation to determine compliance with environmental or other standards.Selling or Influencing Others: 
Build consensus among stakeholders to further the mission and goals of the department. Make presentations to internal 
and external stakeholders.Analyzing Data or Information: Oversees environmental compliance monitoring and 
inspection work or independently performs inspection duties in areas such as air pollution, water resources, 
remediation, underground storage tanks, solid waste management, radiological health, natural areas, etc. Determines if 
the documents (i.e. permits, applications, National Environmental Policy Act (NEPA), licenses, etc., may be approved by 
reviewing and evaluating information submitted by applicant or acquired by site inspections and/or other informative 
sources used for determining minimum environmental and/or other compliance with established standards. Oversees 
environmental compliance monitoring and inspections work in a small to moderate program or section within air 
pollution, water resources, remediation, underground storage tanks, solid waste management, radiological health, 
natural areas, etc. Enforce established environmental or other standards, laws, rules, regulations, and/or administrative 
policies and procedures, taking corrective action as warranted. Ensures statutory obligations are fulfilled. Reviews staff 
reports, performance review documents, and other submitted documentation for accuracy and completeness. 
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Coordinate environmental project management duties at assigned sites; including interaction with responsible parties 
and review of relevant documents and information pertinent to the site. Assure that completed budgets are properly 
justified and submitted in a timely manner with properly coded expenditures as warranted. Coordinates and/or leads 
meetings with stakeholders. Coordinate committee meetings to develop policies, procedures, and plans.Resolving 
Conflicts and Negotiating with Others: Oversees and/or investigates complaints; develops and/or reviews corrective 
recommendations for identified problems, and if necessary, initiates legal action to effect compliance of established 
standards, laws, rules, regulations, or policies. Coordinates with Division of Human Resources (DHR), to ensure all critical 
factors are considered, when determining the need for disciplinary action of a subordinate and impose necessary 
discipline. Attempt to prevent grievances by fostering an atmosphere where potential problems are brought forth and 
resolved.Training and Teaching Others: Provide high-quality education and training to stakeholders (i.e. public, regulated 
community, first responders and staff). Identifies training needs and develops plans to ensure staff is adequately trained 
to perform their work.Making Decisions and Solving Problems: Analyzes available information/data, to ensure the best 
solution is chosen, to meet regulatory and/or stakeholders (such as, but not limited to: the public, legislators, other 
government agencies, coworkers, non-governmental organizations, etc.), needs. Determine if compliance violation 
warrants an enforcement order. Review plans and reports to determine future regulatory actions 
required.Documenting/Recording Information: Prepares and/or maintains complete and accurate records and reports, 
(such as, but not limited to the NEPA Administrative record, enforcement action request, grant applications, etc.). 
Documents all relevant work activities, contacts, and meetings.Communicating with Supervisors, Peers, or Subordinates:  
Communicates regularly with direct reports, coworkers, and/or supervisors to ensure consistent program operation, 
(i.e., staff meetings, performance evaluations, etc.). Provide effective communication to supervisors, peers, or 
subordinates by telephone, email, verbally, etc. Advise management about issues of concern as they occur. Recognizes, 
provides, and communicates areas of recommended improvement.Guiding, Directing, and Motivating Subordinates: 
May serve as a manager at a small to moderate program or section. Completes and submits performance review 
documents for direct reports accurately and promptly. Adhere to all directives, policies, procedures, and protocols to 
provide an example to direct reports. Plans, organizes, and advises direct reports, as needed to meet program goals. 
Assist direct reports in coordinating activities.Monitoring and Controlling Resources: Provide technical oversight, review, 
and/or project management of ongoing state and/or federal grant/loan programs. Ensures contractors' proposed work 
activities comply with established rates. Manage fee programs to ensure that funds are properly and accurately 
distributed and tracked. Determine eligibility to participate in fund reimbursement programs. Assist management with 
budget development.Evaluating Information to Determine Compliance with Standards: Oversees environmental 
compliance monitoring and inspection work in a small to moderate program or section within air pollution, water 
resources, remediation, underground storage tanks, solid waste management, radiological health, natural areas, etc. 
Enforce established environmental or other standards, laws, rules, regulations, and/or administrative policies and 
procedures, taking corrective action as warranted. Determines if the documents (i.e., permits, applications, National 
Environmental Policy Act (NEPA), licenses, etc.) may be approved by reviewing and evaluating information submitted by 
applicant or acquired by site inspections and/or other informative sources used for determining minimum 
environmental or other compliance with established standards. Ensures statutory obligations are fulfilled. Assures 
completed budgets are properly justified and submitted in a timely manner with properly coded expenditures, as 
warranted. Assures all agency directives, policies, procedures, and protocols are adhered to by direct reports. Assures 
direct reports are completing tasks on time and within assigned performance standards. Assures direct reports submit 
electronic and paper reports as required accurately and promptly. Reviews staff reports, performance review 
documents, and other submitted documentation for accuracy and completeness.Processing Information: Compiles, 
processes, and reviews records, data, operational plans, enforcement action requests, etc. Compiles all required 
technical information for environmental or other documents. Manage databases, as designated, to meet agency 
requirements. Generates queries and develop reports for stakeholders.Repairing and Maintaining Mechanical 
Equipment: Calibrate mechanical equipment (such as, but not limited to: ozone monitor, etc.), as needed. Maintains 
equipment (such as, but not limited to air monitoring, laser level, boats, etc.), needed to perform duties.Establishing and 
Maintaining Interpersonal Relationships: Ensure healthy relationships with stakeholders. Works with other agencies and 
organizations to ensure operational and programmatic activities receive early concurrence and input from regional and 
statewide authorities. Relate observations, conclusions, and opinions to co-workers/internal customers in a respectful 
and professional manner.Coaching and Developing Others: Addresses and/or recognizes the performance of assigned 
direct reports appropriately in accordance with established policy. Provides and/or participates in training direct reports. 
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Provide coaching to subordinates on appropriate performance management techniques in accordance with 
recommendations from Human Resources. Seek professional development opportunities for subordinates. Oversee the 
establishment and implementation of an orientation program for subordinates.Provide Consultation and Advice to 
Others: Provide technical expertise in handling disasters involving nuclear, transportation, and industrial accidents as 
well as natural catastrophes. May manage a small to moderate program or section providing consultative, technical, or 
educational information to other environmental staff, industries, municipalities, counties, individuals, or groups. Provide 
consultative, technical, or educational services to industry, municipalities, counties, individuals, or groups in the 
necessity and methodology of enhancing environmental stewardship, health or other standards, practices, and safety. 
Participate in enforcement actions to bring non-compliant entities into compliance. Assist central office personnel with 
the development of and/or revisions to regulations and guidance documents. Respond to environmental or other 
requests/inquiries in a timely manner. Update regulatory information to stakeholders.Repairing and Maintaining 
Electronic Equipment: Maintain and calibrate electronic equipment (such as, but not limited to: radiation detection 
meter, photo ionization detector, pH meter, GPS, etc.), as needed.Communicating with Persons Outside the 
Organization: Ensures all internal and external customers are serviced in a timely, professional and knowledgeable 
manner, to meet the department mission. Follows established policy for media/legislative contacts, which may include 
providing a response. Provide high-quality outreach, including design, distribution of information, and technical 
assistance to stakeholders. Use tools, such as GIS, etc., to inform and educate stakeholders and improve or maintain 
environmental resources. May coordinate with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects. Update and inform stakeholders of policy and/or regulation 
changes as they occur.Performing Administrative Activities: Draft and/or develop documents (such as, but not limited to 
administrative orders, letters, permits, etc.), for review and signature. Assist management with review, response, and/or 
analysis of legislation, public correspondence, etc. Ensures confidential material is not disclosed or made accessible to 
unauthorized personnel. Supervise the preparation and maintenance of operating records and reports. Ensures files are 
managed according to the Records Disposition Authorization (RDA). Recognize and coordinate interpretation or 
translation services, as needed. Complete required documentation for travel and/or field use of vehicle (i.e. mileage 
logs, travel time, vehicle inspection checklist, etc.) Ensures records of all activities, contacts, and meetings are properly 
filed. Distribute documents to appropriate parties to ensure proper routing.Inspecting Equipment, Structures, or 
Material: Conduct inspections of equipment, structures and/or material, to ensure proper installation, maintenance, 
and/or operation. Evaluate performance of equipment, structures, and/or materials.Updating and Using Relevant 
Knowledge: Update and determine application of regulatory information. Fulfill established educational/training 
requirements. Ensure direct reports maintain at least minimum standards in training and certification. Seek 
opportunities for professional development.Interacting With Computers: Designs or develops databases, for 
stakeholders. Use various software programs, such as word processing, spreadsheets, databases, Geographic 
Information Systems (GIS), etc. Enter time and leave within the designated computer program, in a proper and timely 
manner.Performing for or Working Directly with the Public: Schedule, participate in, and/or lead public 
meetings/hearings, as required. Schedule, participate in, and/or lead public outreach presentations, (such as, but not 
limited to: school presentations, guided hikes, special events, etc.).Thinking Creatively: Actively seeks opportunities to 
improve processes to ensure goals and/or mission of the department are met or exceeded. May create and design 
outreach material (i.e. websites, social media, etc.) and/or regulatory assistance/training programs that apply to 
stakeholders.Developing and Building Teams: Encourages and works harmoniously with team members by listening, 
sharing, and/or brainstorming. Continually seeks out ways to involve staff and seeks their commitment to departmental 
goals. Willingly volunteers and participates in work groups, special assignments, planning teams, etc., as opportunities 
arise that further established goals.Staffing Organizational Units: Ensures Preferred Service rules are strictly adhered to 
in selecting and recommending applicants for employment or promotion. Recruit, interview, select and/or assist in 
hiring employees for the work unit. Discuss with management recommendations for employment actions. Discuss with 
program management training needs for new and incumbent staff.Scheduling Work and Activities: Schedules work week 
to address regular and complaint inspections, tasks, directives, correspondence, etc.Organizing, Planning, and 
Prioritizing Work: Implements state and/or federal grant/loan projects, including planning, researching, field work, data 
management, report writing, and public outreach. Prioritizes work assignments to ensure goals are met. Assist in the 
development of administrative policy drafts. Performs natural areas planning, including the preparation and updating of 
management plans and ensuring annual reports are compiled and submitted annually.Performing General Physical 
Activities: Perform physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in water, swimming, 
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climbing, lifting, operating soil evaluation equipment (i.e. auger or probe), etc. Performs physically demanding, 
ecologically-based stewardship and natural resource management on state natural areas, (utilizing equipment, such as 
backpack sprayer, chainsaw, bush hog, lawnmower, tractor, etc. in the management of rare species habitat, controlled 
fire, trail maintenance, boundary maintenance, invasive species control, etc.).Operating Vehicles, Mechanized Devices, 
or Equipment: Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, 
tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws.Getting Information: Performs 
research on regulatory information sources, to provide assistance and stay current with local, state, and federal 
standards and/or procedures. May search for entities that should be regulated, to identify and inform those that need 
to be brought into compliance. Conducts and/or oversees environmental surveys, inventories or monitoring, including 
site evaluations that may be of conservation interest. Review rules, track updates, and assess impacts to stakeholders. 
Obtains and receives records, data, operational plans, enforcement action requests, etc. Attend meetings (such as, but 
not limited to: board meetings, regulatory meetings, association meetings, etc.). 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Decision Quality Customer Focus Directing Others Process 
Management Building Effective Teams Written Communications Priority Setting Motivating Others Confronting Direct 
ReportsKnowledge: Customer and Personal Service Engineering and Technology Administration and Management Law 
and Government MathematicsSkills: Judgment and Decision Making Science Critical Thinking Writing Speaking Active 
Listening Reading Comprehension Active Learning Management of Personnel Resources Complex Problem Solving Time 
Management Management of Financial Resources Instructing Monitoring Negotiation PersuasionAbilities: Oral 
Comprehension Oral Expression Deductive Reasoning Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer/Tablet Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicles 
Sampling, Monitoring Equipment and Supplies/Tools Radiation Detector Meter Tractors/All-Terrain Vehicles (ATV) Two-
Way Radios Cameras and Optical Equipment Global Positioning System (GPS) Surveying and Measuring Equipment 
Safety and/or Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory 
Equipment Personal Dosimetry Motor Vehicle Film Processing Equipment Radiation Survey Equipment 
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073011 - TDEC-ENVIRONMENTAL MANAGER 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3329 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of full-time professional environmental program, natural resource conservation work, increasingly responsible 
professional work, or full-time professional work that involved ensuring compliance, with radiation safety standards 
and/or regulations. Substitution of Education for Experience: Graduate coursework may be substituted for the required 
experience, on a year-for- year basis, to a maximum of two years (24 semester hours is equivalent to one year). 
Substitution of Experience for Education: A bachelor's degree in health physics or nuclear engineering may substitute for 
one year of the required experience in the Division of Radiological Health.    
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for managerial professional environmental program work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the second managerial/supervisory 
level in the TDEC Environmental Manager classification series. An employee in this class performs professional 
environmental supervisory duties in environmental regulatory, radiological health and/or assistance programs by 
managing a moderate to large program(s) or section(s). This class differs from TDEC Environmental Manager 3 in that an 
incumbent of the latter manages at least one Statewide program, manages an environmental field office, or manages a 
regional program covering more than one field office area. 
 
Work Activities: 
Provide Consultation and Advice to Others:  Provide technical expertise in handling disasters and/or emergency 
situations involving nuclear, transportation, and industrial accidents as well as natural catastrophes. Provide technical 
and/or managerial support and direction to employees providing consultative, technical, or educational services to 
stakeholders for protecting human health, promoting safety, and conserving natural resources.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment: Ensure that documents (such as permits, reports, designs, layout, 
blueprints, soil evaluations, etc.) are prepared in a concise and defensible manner, so that Department and Division 
missions are met.Resolving Conflicts and Negotiating with Others: Coordinates with Division of Human Resources (DHR), 
to ensure all critical factors are considered when determining the need for disciplinary action of a subordinate, and 
imposes necessary discipline. Provide technical and/or managerial support and direction to employees participating in 
the investigation and/or resolution of complaints.Developing Objectives and Strategies: Develops and/or provides 
technical and/or managerial support and direction for employees preparing draft standards, policies, guidance 
documents, etc. Assist in developing and/or implementing standard operating procedures to ensure compliance with 
established standards consistent with division and department policy. Monitor Processes, Materials, or Surroundings: 
Manages and/or performs environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of pollutants to determine compliance with environmental or other standards, in accordance with standard 
operating procedures (SOP's).Making Decisions and Solving Problems: Ensures the best decisions are made through 
analysis of available information/data, to meet regulatory and/or stakeholder's (such as, but not limited to: the public, 
legislators, other government agencies, coworkers, non-governmental organizations, etc.) needs. Determines 
license/permit application worthiness based on regulations and other applicable criteria. Determine the validity and 
severity of an incident and appropriate response. Determine if environmental violation(s) warrant an enforcement 
action. Assess the progress of regulatory, incident response, and remediation actions. Develops and/or reviews work 
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plans and reports.Analyzing Data or Information: Assists in developing standards; performs special evaluation studies of 
environmental pollutants and their socio-economic effects; and prepares reports of findings.  Analyze environmental 
and/or other information, such as monitoring records, site inspections, sampling data, etc. to determine if further action 
is necessary. Provide technical and managerial support to employees participating in special evaluation studies of 
environmental pollutants and ionizing radiation and their socio-economic effects.Selling or Influencing Others: Build 
consensus among stakeholders, to further the Department's/Division's mission and goals. Make presentations to 
internal and external stakeholders.Staffing Organizational Units: Recruits, interviews, select and/or assist in hiring 
employees for the work unit and ensure that Preferred Service rules are strictly adhered to in selecting and 
recommending applicants for employment or promotion. Develop personnel staffing for a unit within a 
division.Interpreting the Meaning of Information for Others: Interprets findings, results, etc. (i.e. site inspections, 
permits, lab results, etc.) to stakeholders. Communicates and/or presents interpretation of regulations, policy, guidance, 
etc. to stakeholders.Scheduling Work and Activities: Develops, manages and/or implements an annual work plan for the 
division. Ensures that the work of direct and indirect reports are scheduled to address regular and complaint 
inspections, tasks, directives, correspondence, etc. Assists in developing statewide activities and events, such as, but not 
limited to: certifying officials, coordination and training, records management, reporting requirements, 
etc.Communicating with Persons Outside Organization: Meets with outside groups, legislators, and other local, state and 
federal agencies to solve critical problems and develop relationships for implementing policies of the department 
relating to environmental programs and administration. Ensures all internal and external customers are serviced in a 
timely, professional and knowledgeable manner, so as to meet the Department/Division's mission. Provide high-quality 
outreach, including design, distribution of information, technical assistance, etc. to stakeholders. Coordinate with local, 
state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or joint projects. Updates 
and informs stakeholders of policy and/or regulation changes, as they occur.Repairing and Maintaining Mechanical 
Equipment: Ensures that mechanical equipment (such as, but not limited to: ozone monitor, etc.) is calibrated, as 
needed. Ensures that equipment (such as, but not limited to air monitoring, laser level, boats, etc.) is maintained as 
needed to perform duties.Evaluating Information to Determine Compliance with Standards: Provide technical and/or 
managerial support and direction for employees participating in the enforcement of established environmental 
standards, laws, rules, regulations, and administrative policies and procedures having statewide impact. Assist with 
development of recommendations for corrective actions of identified problems by providing technical and/or 
administrative support for action(s) to effect compliance with environmental and/or other established standards. 
Manage the enforcement of established environmental or other standards, laws, rules, regulations, and/or 
administrative policies and procedures, taking corrective action as warranted. Ensures compliance with agency 
directives, policies, procedures, protocols and ensures statutory obligations are fulfilled. Manages environmental 
compliance monitoring and inspection work for program(s) within air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, etc. Oversees grant programs consistent with 
local, state, and/or federal laws, regulations and/or grant conditions. Manages and/or determines if the documents (i.e., 
permits, applications, licenses, etc.) may be approved by reviewing and evaluating information submitted by applicant 
or acquired by site inspections and/or other informative sources used for determining minimum environmental or other 
compliance with established standards. Manages and/or reviews staff reports, performance review documents, and 
other submitted documentation for accuracy and completeness. Provide technical and/or managerial support and 
direction to employees in determining if the documents (i.e., permits, applications, licenses, etc.) may be approved. 
Ensure that electronic and paper reports are submitted accurately and promptly.Training and Teaching Others: Identifies 
training needs and develops plans to ensure staff is adequately trained to perform their work. Ensures direct and 
indirect reports maintain at least minimum standards in training and certification.Documenting/Recording Information: 
Ensures all relevant work activities, contacts, and meetings are properly documented in complete, accurate, and timely 
completed and submitted records and reports, (such as, but not limited to: administrative records, enforcement action 
requests, etc.). Compiles, manages, and directs the preparation and maintenance of operating records and 
reports.Thinking Creatively: Actively seeks opportunities to improve processes to ensure goals and/or mission of the 
department are met or exceeded.Repairing and Maintaining Electronic Equipment: Ensures the maintenance and 
calibration of electronic equipment (such as, but not limited to: radiation detection meter, photo ionization detector, pH 
meter, GPS, etc.) is performed as needed.Updating and Using Relevant Knowledge: Updates and determines application 
of regulatory information. Fulfills established educational/training requirements (up to and including annual training, 
mandatory certifications, etc.) that may require in-state and out-of-state travel and seeks opportunities for professional 
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development.Performing for or Working Directly with the Public: Coordinates, schedules, participates in, and/or leads 
public outreach presentations, (such as, but not limited to: public hearings, school presentations, special events, 
etc.).Guiding, Directing, and Motivating Subordinates: Provide technical and/or managerial support and direction for 
employees performing environmental compliance sampling, monitoring and inspecting with statewide impact in a 
specific program specialty area such as air pollution, water resources, remediation, underground storage tanks, solid 
waste management, radiological health, etc. Plans, organizes, and advises direct and indirect reports, as needed to meet 
program goals. Ensures direct and indirect reports are completing tasks on time and within assigned performance 
standards. Completes and submits performance review documents for direct and indirect reports accurately and 
promptly. Adhere to all directives, policies, procedures, and protocols to provide an example to direct and indirect 
reports. Assists direct and indirect reports in coordinating activities.Establishing and Maintaining Interpersonal 
Relationships: Works with other agencies and organizations to ensure operational and programmatic activities receive 
early concurrence and input from regional and statewide authorities. Relate observations, conclusions, and opinions to 
co-workers/internal customers in a respectful and professional manner.Communicating with Supervisors, Peers, or 
Subordinates: Provides effective communication to supervisors, peers, or subordinates by telephone, email, written 
correspondence, oral communications, etc. Recognizes and implements program improvements. Informs and advises 
management about issues of concern as they occur. Communicates regularly with direct and indirect reports, 
coworkers, and/or supervisors to ensure consistent program operation, (i.e., staff meetings, performance evaluations, 
etc.).Coaching and Developing Others: Provide coaching to subordinates on appropriate performance management 
techniques in accordance with recommendations from agency HR. Addresses and/or recognizes the performance of 
assigned direct reports appropriately in accordance with established policy. Provides and/or participates in training 
direct reports. Manage the establishment and implementation of an orientation program for subordinates. Seek 
professional development opportunities for subordinates.Monitoring and Controlling Resources: Manages fee programs 
to ensure funds are properly and accurately distributed and tracked. Provide technical oversight, review, and/or project 
management of ongoing state and/or federal grant/loan programs. Manage purchase requests, budget development, 
and expenditure of funds. Ensures contractors' proposed work activities comply with established rates. Determine 
eligibility to participate in fund reimbursement programs. Ensures equipment is maintained, obtains cost estimates, and 
writes justification describing the need for equipment.Processing Information: Manages and/or compiles processes, and 
reviews records, data, operational plans, enforcement action requests, etc. Generates queries and develops reports for 
stakeholders. Manage databases, as designated, to meet agency requirements.Organizing, Planning, and Prioritizing 
Work: Prioritizes work assignments to ensure goals are met.Interacting With Computers: Designs, develops, and/or 
maintains databases for stakeholders. Maintains working knowledge and use of various software programs, such as 
word processing, spreadsheets, databases, Geographic Information Systems (GIS), etc. Enter time and leave, expense 
accounts, etc. within the designated computer program, in a proper and timely manner.Performing Administrative 
Activities: Ensures confidential material is not disclosed or made accessible to unauthorized personnel. Reviews and 
approves direct and indirect report's administrative actions, (including, but not limited to, performance evaluations, 
expense requests, time and labor, etc.). Complete required documentation for travel and/or field use of vehicle (i.e. 
mileage logs, travel time, vehicle inspection checklist, etc.) Ensures files are managed according to the Records 
Disposition Authorization (RDA).Developing and Building Teams: Continually seeks out ways to involve staff and seeks 
their commitment to departmental goals. Encourages and works harmoniously with team members by listening, sharing, 
and/or brainstorming. Willingly volunteers and participates in work groups, special assignments, planning teams, etc., as 
opportunities arise that further established goals.Getting Information: Writes and/or reviews rules, tracks updates, and 
assesses impact to stakeholders. Attend meetings (such as, but not limited to: board meetings, regulatory meetings, 
public hearings, association meetings, etc.). Obtains and receives records, data, operational plans, enforcement action 
requests, etc.Operating Vehicles, Mechanized Devices, or Equipment: Operates personal or assigned vehicles (such as, 
but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as 
well as all traffic laws.Performing General Physical Activities: Perform physical activities, such as, walking (i.e. ditches, 
uneven terrain, etc.), wading in water, climbing, lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency Decision Quality Written Communications Customer Focus Directing 
Others Process Management Building Effective Teams Confronting Direct Reports Motivating Others Priority 
SettingKnowledge: Customer and Personal Service Administration and Management Engineering and Technology Law 
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and Government MathematicsSkills: Judgment and Decision Making Science Active Listening Reading Comprehension 
Writing Speaking Time Management Management of Personnel Resources Complex Problem Solving Critical Thinking 
Negotiation Monitoring Active Learning Management of Financial Resources Instructing PersuasionAbilities: Oral 
Expression Oral Comprehension Deductive Reasoning Speech Clarity 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicles Sampling, 
Monitoring Equipment and Supplies/Tools Radiation Detection Meter Tractors/All-Terrain Vehicles (ATVs) Two-Way 
Radio Camera and Optical Equipment Global Positioning System (GPS) Surveying and Measuring Equipment Safety and 
Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Laboratory Equipment Projector 
Personal Dosimetry Film Processing Equipment Radiation Survey Equipment Hand & Power Tools 
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073012 - TDEC-ENVIRONMENTAL MANAGER 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3333 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of full-time professional environmental program, natural resource conservation work, increasingly responsible work or 
full-time professional work that involved ensuring compliance with radiation safety standards and/or regulations. 
Substitution of Education for Experience: Graduate coursework may be substituted for the required experience, on year-
for-year basis, to a maximum of two years (24 semester hours is equivalent to one year). Substitution of Experience for 
Education: A bachelor's degree in health physics or nuclear engineering may substitute for one year of the required 
experience in the Division of Radiological Health. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Applicants for this class must possess a valid motor 
vehicle operator's license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for managerial professional environmental program work of unusual 
difficulty and performs related work as required. Distinguishing Features: This is the third managerial/supervisory level 
in the TDEC Environmental Manager classification series. An employee in this class performs professional environmental 
supervisory duties in environmental regulatory, radiological health and/or assistance programs by managing at least one 
Statewide program, managing an environmental field office, or managing a regional program covering more than one 
field office area. This class differs from TDEC Environmental Manager 4 in that an incumbent of the latter manages two 
or more statewide programs, or may function as an Assistant Director. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Manages and/or performs environmental investigation, remediation, 
and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with environmental 
or other standards, in accordance with standard operating procedures (SOP's).Resolving Conflicts and Negotiating with 
Others: Handle difficult negotiations with stakeholders to enhance the effectiveness of environmental program 
activities. Conducts or participates in enforcement conferences and other legal meetings including: case preparation for 
submission to attorneys, attending enforcement and settlement hearings, and testifying as necessary. Coordinates with 
the Division of Human Resources (DHR), to ensure all critical factors are considered when determining the need for 
disciplinary action of a subordinate, and imposes necessary discipline. Directs and/or assists in the investigation and/or 
resolution of complaints.Provide Consultation and Advice to Others: Provide central office technical and/or managerial 
support and direction to employees providing consultative, technical, or educational services to stakeholders for 
protecting human health, promoting safety, and conserving natural resources.Analyzing Data or Information: Directs 
and/or manages special evaluation studies of environmental pollutants and ionizing radiation and their socio-economic 
effects. Analyze environmental and/or other information, such as monitoring records, site inspections, sampling data, 
etc. to determine if further action is necessary. Assists in developing standards; performs special evaluation studies of 
environmental pollutants and their socio-economic effects; and prepares reports of findings.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment: Ensure that documents (such as permits, reports, designs, layout, 
blueprints, soil evaluations, etc.) are prepared in a concise and defensible manner, so that Departmental/Division 
missions are met.Thinking Creatively: Recruits, interviews, select and/or assist in hiring employees for the work unit and 
ensure that Preferred Service rules are strictly adhered to in selecting and recommending applicants for employment or 
promotion.Developing Objectives and Strategies: Develops, interprets, and/or provides technical and/or managerial 
support and direction for employees preparing draft standards, policies, guidance documents, etc. Assist in developing 
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and/or implementing standard operating procedures to ensure compliance with established standards consistent with 
division and department policy.Scheduling Work and Activities: Develops, manages and/or implements an annual work 
plan for the division. Ensures the work week of direct and indirect reports are scheduled to address regular and 
complaint inspections, tasks, directives, correspondence, etc. Develops statewide activities and events, such as, but not 
limited to: certifying officials, coordination and training, records management, reporting requirements, etc.Selling or 
Influencing Others: Build consensus among stakeholders to further the Department's/Division/s mission and goals. Make 
presentations to internal and external stakeholders.Making Decisions and Solving Problems: Ensures the best decisions 
are made through analysis of available information/data, to meet regulatory and/or stakeholder's (such as, but not 
limited to: the public, legislators, other government agencies, coworkers, non-governmental organizations, etc.) needs. 
Develops and/or reviews work plans and reports. Determine if environmental violation(s) warrant an enforcement 
action.Evaluating Information to Determine Compliance with Standards: Provide central office technical and/or 
managerial support and direction to employees to determine if documents (i.e., permits, applications, licenses, etc.) may 
be approved. Provide central office technical and/or managerial support and direction for employees participating in the 
enforcement of established environmental standards, laws, rules, regulations, and administrative policies and 
procedures having statewide impact. Assist with development of recommendations for corrective actions of identified 
problems by providing technical and/or administrative support for action(s) to effect compliance with environmental 
and/or other established standards. Reviews and evaluates information submitted by applicants or acquired by site 
inspections and/or other informative sources used for determining compliance with environmental and/or other 
established standards. Assures compliance with agency directives, policies, procedures, protocols and ensures statutory 
obligations are fulfilled. Oversees grant programs consistent with local, state, and/or federal laws, regulations and/or 
grant conditions. Directs and/or manages the reviews of staff reports, performance review documents, and other 
submitted documentation for accuracy and completeness. Assures electronic and paper reports are submitted 
accurately and promptly.Staffing Organizational Units: Recruits, interviews, selects and/or assists in hiring employees for 
the work unit and ensures Preferred Service rules are strictly adhered to in selecting and recommending applicants for 
employment or promotion.Monitoring and Controlling Resources: Manages fee programs to ensure funds are properly 
and accurately distributed and tracked. Provide technical oversight, review, and/or project management of ongoing 
state and/or federal grant/loan programs. Direct eligibility determination for fund reimbursement programs. Manage 
purchase requests, budget development, and expenditure of funds. Ensures contractors' proposed work activities 
comply with established rates.Interpreting the Meaning of Information for Others: Interpret findings, results, etc. to 
stakeholders (i.e. site inspections, permits, lab results, etc.).Communicating with Persons Outside Organization: Meets 
with outside groups, legislators, and other local, state and federal agencies to solve critical problems and develop 
relationships for implementing policies of the department relating to environmental programs and administration. 
Ensures all internal and external customers are served in a timely, professional and knowledgeable manner, to meet the 
Department's/Division's mission. Coordinate with local, state, and/or federal agencies, and/or non-governmental 
organizations, for consultations and/or joint projects. Provide high-quality outreach, including design, distribution of 
information, technical assistance, etc. to stakeholders.Updating and Using Relevant Knowledge: Updates and 
determines application of regulatory information. Fulfills established educational/training requirements (up to and 
including annual training, mandatory certifications, etc.) that may require in-state and out-of-state travel and seeks 
opportunities for professional development.Establishing and Maintaining Interpersonal Relationships: Work with other 
agencies and organizations to ensure that operational and programmatic activities receive early concurrence and input 
from regional and statewide authorities. Relate observations, conclusions, and opinions to co-workers/internal 
customers in a respectful and professional manner.Guiding, Directing, and Motivating Subordinates: Through 
subordinate supervisory and management personnel, assigns, trains, supervises, and evaluates a technical staff with 
statewide responsibility for environmental programs in areas such as air pollution, water resources, remediation, 
underground storage tanks, solid waste management, radiological health, natural resources, etc. Assures direct and 
indirect reports are completing tasks on time and within assigned performance standards. Plans, organizes, and advises 
direct and indirect reports, as needed to meet program goals. Completes and submits performance review documents 
for direct and indirect reports accurately and promptly. Adhere to all directives, policies, procedures, and protocols to 
provide an example to direct and indirect reports. Assists direct and indirect reports in coordinating activities.Training 
and Teaching Others: Identifies training needs and develops plans to ensure staff is adequately trained to perform their 
work. Ensure that direct and indirect reports maintain at least minimum standards in training and certification.Getting 
Information: Writes and/or reviews rules, tracks updates, and assesses impact to stakeholders. Attend meetings (such 
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as, but not limited to: board meetings, regulatory meetings, public hearings, association meetings, etc.). Obtains and 
receives records, data, operational plans, enforcement action requests, etc.Organizing, Planning, and Prioritizing Work: 
Prioritizes work assignments to ensure goals are met.Communicating with Supervisors, Peers, or Subordinates: Informs 
and advises management about issues of concern as they occur. Recognizes and implements program improvements. 
Provides effective communication to supervisors, peers, or subordinates by telephone, email, written documents, oral 
communications, etc. Communicates regularly with direct and indirect reports, coworkers, and/or supervisors to ensure 
consistent program operation, (i.e., staff meetings, performance evaluations, etc.).Processing Information: Directs 
and/or manages databases as designated to meet agency requirements. Generates queries and develops reports for 
stakeholders. Manage and/or compiles, processes, and reviews records, data, operational plans, enforcement action 
requests, etc.Documenting/Recording Information: Compiles, manages, and directs the preparation and maintenance of 
operating records and reports. Ensures all relevant work activities, contacts, and meetings are properly documented 
with complete and accurate records and reports, (such as but not limited to: administrative records, enforcement action 
requests, etc.).Interacting With Computers: Directs and/or oversees the design, development, and/or maintenance of 
databases for stakeholders. Maintains working knowledge and use of various software programs, such as word 
processing, spreadsheets, databases, Geographic Information Systems (GIS), etc. Enter time and leave, expense 
accounts, etc. within the designated computer program, in a proper and timely manner.Developing and Building Teams: 
Continually seeks ways to involve staff and seeks their commitment to departmental goals. Encourages and works 
harmoniously with team members by listening, sharing, and/or brainstorming. Willingly volunteers and participates in 
work groups, special assignments, planning teams, etc., as opportunities arise that further established goals.Coaching 
and Developing Others: Provide coaching to subordinates using appropriate performance management techniques in 
accordance with recommendations from agency HR. Addresses and/or recognizes the performance of assigned direct 
reports appropriately in accordance with established policy. Provides and/or participates in training direct reports. 
Direct the establishment and implementation of an orientation program for subordinates. Seek professional 
development opportunities for subordinates.Coordinating the Work and Activities of Others: Coordinate committee 
meetings to develop policies, procedures, and plans.Performing for or Working Directly with the Public: Coordinates, 
schedules, participates in, and/or leads public outreach presentations, (such as, but not limited to: public hearings, 
school presentations, special events, etc.).Performing Administrative Activities: Ensures confidential material is not 
disclosed or made accessible to unauthorized personnel. Reviews and approves direct and indirect reports' 
administrative actions, (including, but not limited to, performance evaluations, expense requests, time and labor, etc.). 
Ensures files are managed according to the Records Disposition Authorization (RDA). Complete required documentation 
for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, etc.)Operating Vehicles, 
Mechanized Devices, or Equipment: Operates personal or assigned vehicles (such as, but not limited to, watercraft, all-
terrain vehicles, tractors, etc.), in accordance with agency policy and procedures, as well as all traffic laws.Performing 
General Physical Activities: Perform physical activities, such as, walking (i.e. ditches, uneven terrain, etc.), wading in 
water, climbing, lifting, operating environmental equipment, etc. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Customer Focus Directing Others Functional/Technical Competency Written 
Communications Process Management Building Effective Teams Confronting Direct Reports Priority Setting Motivating 
OthersKnowledge: Customer and Personal Service Law and Government Administration and Management Engineering 
and Technology MathematicsSkills: Judgment and Decision Making Science Management of Personnel Resources 
Complex Problem Solving Critical Thinking Active Listening Reading Comprehension Speaking Writing Time Management 
Instructing Negotiation Active Learning Monitoring PersuasionAbilities: Oral Comprehension Oral Expression Deductive 
Reasoning Speech Clarity 
 
Tools and Equipment Used: 
 Computer/Tablet Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicles Sampling, 
Monitoring Equipment and Supplies/Tools Radiation Detection Meter Tractors/All-Terrain Vehicles (ATVs) Two-Way 
Radio Camera and Optical Equipment Global Positioning System (GPS) Surveying and Measuring Equipment Safety and 
Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Laboratory Equipment Projector 
Personal Dosimetry Film Processing Equipment Radiation Survey Equipment Hand & Power Tools 
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073013 - TDEC-ENVIRONMENTAL MANAGER 4 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3337 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and seven years of full-
time professional environmental program, natural resource conservation work or full-time professional work that 
involved ensuring compliance with radiation safety standards and/or regulations; five years of which must be 
supervisory experience. Five years in an Environmental Consultant classification with the State of Tennessee may be 
substituted on a year-for-year basis for the supervisory experience. Substitution of Education for Experience: Graduate 
coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, sustainability, applied 
science in sustainability, or other acceptable science or natural resource related field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one year). 
Substitution of a Specific Bachelor's Degree for Experience:A bachelor's degree in health physics or nuclear engineering 
may substitute for one year of the required experience in the Division of Radiological Health. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:     Applicants for this class must possess a valid motor 
vehicle operator’s license at the time of appointment in some positions. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under administrative direction, is responsible for managerial professional environmental program work of 
overall unusual difficulty and performs related work as required. Distinguishing Features: This is the fourth and highest 
managerial/supervisory level in the TDEC Environmental Manager classification series. An employee in this class 
performs professional environmental supervisory duties in environmental regulatory, radiological health and/or 
assistance programs by managing two or more statewide programs, or may function as an Assistant Director. 
 
Work Activities: 
Provide Consultation and Advice to Others:     Provide leadership and specialized technical expertise in handling disasters 
and/or emergency situations involving nuclear, transportation, and industrial accidents as well as natural catastrophes.    
Directs and/or provides central office technical and/or managerial support to employees providing consultative, 
technical, or educational services to stakeholders for protecting human health, promoting safety, and conserving natural 
resources.Monitor Processes, Materials, or Surroundings:    Manages and/or performs environmental investigation, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards, in accordance with standard operating procedures (SOP's). Thinking Creatively:    
Directs the study of division/program organization, operations, and services, and judges the merit of recommendations 
intended to effect improvements in economy, efficiency, and quality to ensure the goals and/or mission of the 
department are met or exceeded.Developing Objectives and Strategies:    Develops, interprets, and/or provides central 
office technical and/or managerial support and direction for employees preparing draft standards, policies, guidance 
documents, etc.    Assist in developing and/or implementing standard operating procedures to ensure compliance with 
established standards consistent with division and department policy. Resolving Conflicts and Negotiating with Others:    
Handle difficult negotiations with stakeholders to enhance the effectiveness of environmental program activities.    
Conducts or participates in enforcement conferences and other legal meetings including: case preparation for 
submission to attorneys, attending enforcement and settlement hearings, and testifying as necessary.    Directs and/or 
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coordinates with the Division of Human Resources (DHR) to ensure all critical factors are considered when determining 
the need for disciplinary action of a subordinate and imposes necessary discipline.    Directs and/or assists in the 
investigation and/or resolution of complaints.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Ensures documents (such as permits, reports, designs, layout, blueprints, soil evaluations, etc.) are 
prepared in a concise and defensible manner, so department objectives and missions are met.Analyzing Data or 
Information:    Assists in developing standards; performs special evaluation studies of environmental pollutants and their 
socio-economic effects; and prepares reports of findings.     Direct special evaluation studies of environmental pollutants 
and their socio-economic effects.    Analyze environmental and/or other information, such as monitoring records, site 
inspections, sampling data, etc. to determine if further action is necessary.Selling or Influencing Others:    Build 
consensus among stakeholders to further the Department’s/Division’s mission and goals.    Make presentations to 
internal and external stakeholders.Scheduling Work and Activities:    Develops, manages and/or implements an annual 
work plan for the division.    Directs and/or develops statewide activities and events, such as, but not limited to: 
certifying officials, coordination and training, records management, reporting requirements, etc.    Ensures work is 
scheduled to address regular and complaint inspections, tasks, directives, correspondence, etc.Staffing Organizational 
Units:    Recruits, interviews, selects and/or assists in hiring employees for the work unit and ensures Preferred Service 
rules are strictly adhered to in selecting and recommending applicants for employment or promotion.Communicating 
with Persons Outside Organization:    Meets with outside groups, legislators, and other local, state and federal agencies 
to solve critical problems and develop relationships for implementing policies of the department relating to 
environmental programs and administration.    Ensures all internal and external customers are serviced in a timely, 
professional and knowledgeable manner, to meet the Department’s/Division’s mission.    Directs and/or provides high-
quality outreach, including design, distribution of information, technical assistance, etc. to stakeholders.    Directs and/or 
coordinates with local, state, and/or federal agencies, and/or non-governmental organizations, for consultations and/or 
joint projects.Making Decisions and Solving Problems:    Ensures the best decisions are made through analysis of 
available information/data, to meet regulatory and/or stakeholder's (such as, but not limited to: the public, legislators, 
other government agencies, coworkers, non-governmental organizations, etc.) needs.    Determine if environmental 
violation(s) warrant an enforcement action.    Develops and/or reviews work plans and reports.Organizing, Planning, and 
Prioritizing Work:    Directs and/or coordinates committee meetings to develop policies, procedures, and 
plans.Evaluating Information to Determine Compliance with Standards:    Assures compliance with agency directives, 
policies, procedures, and protocols to ensure statutory obligations are fulfilled.    Direct central office technical and/or 
managerial support for employees participating in the enforcement of established environmental standards, laws, rules, 
regulations, and administrative policies and procedures having statewide impact.    Assist with development of 
recommendations for corrective actions of identified problems by providing technical and/or administrative support for 
action(s) to effect compliance with environmental and/or other established standards.    Direct central office technical 
and/or managerial support for employees in determining if the documents (i.e., permits, applications, licenses, etc.) may 
be approved.    Oversees grant programs consistent with local, state, and/or federal laws, regulations and/or grant 
conditions.    Directs and/or manages the reviews of staff reports, performance review documents, and other submitted 
documentation for accuracy and completeness.    Assures electronic and paper reports are submitted accurately and 
promptly.Monitoring and Controlling Resources:    Directs and/or manages fee programs to ensure funds are properly 
and accurately distributed and tracked.    Directs and/or provides technical oversight, review, and/or project 
management of ongoing state and/or federal grant/loan programs.    Assist in planning, organizing, and directing division 
operations, functions, activities, and services.    Direct eligibility determination for fund reimbursement programs.    
Directs and/or manages purchase requests, budget development, and the expenditure of funds.Guiding, Directing, and 
Motivating Subordinates:    Through subordinate supervisory and management personnel, assigns, trains, supervises, 
and evaluates a technical staff with statewide responsibility for environmental programs in areas such as air pollution, 
water resources, remediation, underground storage tanks, solid waste management, radiological health, natural 
resources, etc.    Plans, organizes, and advises direct and indirect reports, as needed to meet program goals.    Completes 
and submits performance review documents for direct and indirect reports accurately and promptly.    Assures direct 
and indirect reports are completing tasks on time and within assigned performance standards.    Adhere to all directives, 
policies, procedures, and protocols to provide an example to direct and indirect reports.    Assists direct and indirect 
reports in coordinating activities.Updating and Using Relevant Knowledge:    Updates and determines application of 
regulatory information.    Fulfills established educational/training requirements (up to and including annual training, 
mandatory certifications, etc.) that may require in-state and out-of-state travel and seeks opportunities for professional 
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development.Interpreting the Meaning of Information for Others:    Communicates and/or presents interpretation of 
regulations, policy, guidance, etc. to stakeholders.    Interpret findings, results, etc. to stakeholders (i.e. site inspections, 
permits, lab results, etc.).Getting Information:    Writes and/or reviews rules, tracks updates, and assesses impact to 
stakeholders.    Obtains and receives records, data, operational plans, enforcement action requests, etc.    Attend 
meetings (such as, but not limited to: board meetings, regulatory meetings, public hearings, association meetings, 
etc.).Communicating with Supervisors, Peers, or Subordinates:    Recognizes and implements program improvements.    
Provides effective communication to supervisors, peers, or subordinates by telephone, email, written documents, oral 
communications, etc.    Communicates regularly with direct and indirect reports, coworkers, and/or supervisors to 
ensure consistent program operation, (i.e., staff meetings, performance evaluations, etc.).    Informs and advises 
management about issues of concern as they occur.Establishing and Maintaining Interpersonal Relationships:    Works 
with other agencies and organizations to ensure operational and programmatic activities receive early concurrence and 
input from regional and statewide authorities.    Relate observations, conclusions, and opinions to co-workers/internal 
customers in a respectful and professional manner.Performing for or Working Directly with the Public:    Coordinates, 
schedules, participates in, and/or leads public outreach presentations, (such as, but not limited to: public hearings, 
school presentations, special events, etc.).Coordinating the Work and Activities of Others:    Directs and/or coordinates 
committee meetings to develop policies, procedures, and plans.Processing Information:    Manages and/or compiles 
processes, and reviews records, data, operational plans, enforcement action requests, etc.    Directs and/or manages 
databases as designated to meet agency requirements.    Directs and/or generates queries and develops reports for 
stakeholders.Documenting/Recording Information:    Compiles, manages, and directs the preparation and maintenance 
of operating records and reports.    Ensures all relevant work activities, contacts, and meetings are properly documented 
in complete accurate records and reports, (such as but not limited to: administrative records, enforcement action 
requests, etc.).Developing and Building Teams:    Continually seeks ways to involve staff and seeks their commitment to 
departmental goals.     Encourages and works harmoniously with team members by listening, sharing, and/or 
brainstorming.    Willingly volunteers and participates in work groups, special assignments, planning teams, etc., as 
opportunities arise that further established goals.Performing Administrative Activities:    Ensures confidential material is 
not disclosed or made accessible to unauthorized personnel.    Review and approve direct and indirect report’s 
administrative actions, (including but not limited to performance evaluations, expense requests, time and labor, etc.).    
Ensures files are managed according to the Records Disposition Authorization (RDA).    Complete required 
documentation for travel and/or field use of vehicle (i.e. mileage logs, travel time, vehicle inspection checklist, 
etc.)Interacting With Computers:    Directs and/or oversees the design, development, and/or maintenance of databases 
for stakeholders.    Maintains working knowledge and uses various software programs, such as word processing, 
spreadsheets, databases, Geographic Information Systems (GIS), etc.    Enter time and leave, expense reports, etc. into 
the designated computer program, in a proper and timely manner. 
 
Competencies (KSA’s): 
Competencies:    Customer Focus    Decision Quality    Managing Vision and Purpose    Total Work Systems    Business 
Acumen    Building Effective Teams    Process Management    Political Savvy    Directing Others    Motivating 
OthersKnowledge:    Customer and Personal Service    Administration and Management    Law and Government    
Engineering and Technology    MathematicsSkills:    Judgment and Decision Making    Critical Thinking    Management of 
Personnel Resources    Complex Problem Solving    Active Listening    Speaking    Reading Comprehension    Writing    
Persuasion    Management of Financial Resources    Science    Time Management    Instructing    Active Learning    
Negotiation    MonitoringAbilities:    Oral Expression    Oral Comprehension    Deductive Reasoning    Speech Clarity 
 
Tools and Equipment Used: 
    Computer/Tablet    Telephone/Cell Phone/Pager    Printer/Scanner/Copier/Fax    Water Craft/Motor Vehicles    
Sampling, Monitoring Equipment and Supplies/Tools    Radiation Detection Meter    Tractors/All-Terrain Vehicles (ATVs)    
Two-Way Radio    Camera and Optical Equipment    Global Positioning System (GPS)    Surveying and Measuring 
Equipment    Safety and Personal Protective Equipment (PPE)    Outdoor Power Equipment and Hand Tools    Laboratory 
Equipment    Projector    Personal Dosimetry    Film Processing Equipment    Radiation Survey Equipment    Hand & Power 
Tools 
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073020 - TDEC-ENVIRONMENTAL SCIENTIST 3 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3389 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and three years of full-
time professional environmental program, natural resource conservation work or full-time professional work that 
involved ensuring compliance with radiation safety standards and/or regulations.Substitution of a Specific Bachelor's 
Degree for Experience:A bachelor's degree in health physics or nuclear engineering may substitute for one year of the 
required experience in the Division of Radiological Health. Substitution of Education for Experience: Graduate 
coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, sustainability, applied 
science in sustainability, or other acceptable science or natural resource related field may be substituted for the 
required experience, on a year-for-year basis, to a maximum of two years (24 semester hours or 36 quarter hours is 
equivalent to one year).Substitution of Experience for Education: Qualifying fulltime environmental, sustainability, or 
natural resource conservation program experience may substitute for the required education, on a year-for-year basis, 
to a maximum of four years. OR Three years fulltime professional environmental, sustainability, or natural resource 
conservation program work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator's license at the 
time of appointment in some positions; Applicants who are working in the Division of Radiological Health must have 
successfully completed the training courses offered by the Division of Radiological Health. Failure to do so may result in 
termination; TDEC Environmental Scientist's 3 performing geologic duties the major portion of their time must: Either a.) 
have completed the required college course work at the time of appointment to be eligible to take the licensing 
examination offered by Tennessee's Department of Commerce and Insurance's Board of Professional Geologists, or b.) 
hold and maintain a current Geologic license from the State of Tennessee during employment or hold a current Geologic 
license from another State that Tennessee has evaluated and granted reciprocal licensing rights. Applicants hired with a 
current Geologic license from a reciprocal licensing State must obtain, and then maintain, a current license in Geology 
from the State of Tennessee Board of Professional Geologists within one year of appointment; Some TDEC 
Environmental Scientist 3 positions assigned to function as Biologists must meet the specific educational requirements 
for Biologists, as follows: Graduation from an accredited college or university with a bachelor's degree, including at least 
36 quarter hours (or 24 semester hours) in biology, in one of the following areas: (1) biology or biological sciences, (2) 
botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, terrestrial, or 
wetland biology or ecology or other acceptable biological science related field. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, may be responsible for professional environmental, natural resources and/or 
similar science related program work of average difficulty; and performs related work as required. Distinguishing 
Features: ,This is the advanced working and/or lead level in the TDEC Environmental Scientist subseries. An employee in 
this class will perform a full range of complex environmental compliance inspection, monitoring, problem identification, 
corrective action and enforcement duties in an environmental regulatory or assistance division.  An employee in this 
class may perform natural resource management and/or inventory duties in conservation or other non-regulatory 
programs. 
 
Work Activities: 
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Coordinating the Work and Activities of Other:  Coordinate meetings and projects with stakeholders. Lead, plans and 
coordinates the activities of other staff to ensure operational and strategic priorities are met.Resolving Conflicts and 
Negotiating with Others: Investigates complaints; develops corrective recommendations for identified problems, and if 
necessary, initiates legal action to effect compliance of established standards, laws, rules, regulations, or 
policies.Interpreting the Meaning of Information for Others: Interprets findings, results, (i.e. site inspections, permits, 
lab results, etc.) and communicates interpretation of regulations, policy, guidance to stakeholders.Processing 
Information: Compile legally defensible environmental documents. Compiles, processes, and reviews records, data, 
operational plans, enforcement action requests, reports, etc. Reviews Quality Assurance/Quality Control parameters, 
specific to and required by acceptable methodologies, to ensure they are performed with each data set. Prepare 
statistical/metric reports for aquatic, terrestrial, and wetland evaluations.Making Decisions and Solving Problems: 
Determine the validity and severity of an incident and appropriate response. Analyzes available information and makes 
recommendations to ensure the best solution is chosen to meet regulatory, project, and/or stakeholders' needs. 
Determine validity and severity of violation(s) and if an enforcement action is warranted. Review plans and reports to 
determine future regulatory actions.Developing Objectives and Strategies: Assist in developing, implementing and 
enforcing departmental policies and procedures.Inspecting Equipment, Structures, or Material: Conduct inspections of 
equipment, structures and/or material, to ensure proper installation, maintenance, and/or operation.Drafting, Laying 
Out, and Specifying Technical Devices, Parts, and Equipment: Prepares documentation (such as permits, designs, layout, 
blueprints, soil evaluations, etc.), in a concise and defensible manner, to ensure missions are met.Evaluating Information 
to Determine Compliance with Standards: Perform inspections and/or investigations when required by a specific TDEC 
program area such as air pollution, water resources, remediation, underground storage tanks, solid waste management, 
radiological health, natural areas, etc. to determine compliance with laws, regulations, or standards. Enforce 
environmental or other standards, laws, rules, regulations, and/or administrative policies and procedures, taking 
corrective action as warranted. Determines if documents (i.e., permits, applications, National Environmental Policy Act, 
licenses, accreditations and certifications, etc.) may be approved by reviewing and evaluating information submitted by 
applicant or acquired by site inspections and/or other informative sources used for determining minimum 
environmental or other compliance with established standards. Ensures statutory obligations are fulfilled. Reviews and 
evaluates applications, forms, plans, inspection documents, general correspondence, reports or other records to ensure 
technical adequacy. Oversee environmental sampling and/or investigations to assure that acceptable procedures are 
followed. Adheres to requirements specified in Standard Operating Procedures and any applicable federal and/or state 
standards. Audits third party inspections of facilities to determine compliance with regulatory standards. Compares 
environmental and/or health related data to applicable criteria. Assesses fees based on the regulatory 
standards.Analyzing Data or Information: Assist in developing standards. Analyze environmental and/or other 
information, such as monitoring records, site inspections, sampling data to determine if further action is necessary and 
to evaluate trends. Review plans to ensure protection of human health and the environment. Interpret analytical results 
to determine data quality and usability. Perform studies of environmental pollution or ionizing radiation and any 
socioeconomic effects. Analyze environmental data using mathematical and statistical methods. Prepare plans, maps or 
reports of findings relating to health and environmental data. Performs laboratory or field tests based specific sample 
requirements.Monitor Processes, Materials, or Surroundings: Performs environmental or health investigations, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards. Coordinates and serves as technical lead for projects. Serve as a technical advisor to 
emergency responders for incidents/accidents. Reviews monitoring data to determine permit compliance, 
environmental standards and/or ecological conditions. Comply with safe handling, storage and disposal procedures for 
samples, laboratory reagents and other chemicals. Verify expiration dates of chemicals and supplies, disposing of 
expired materials as required by safety rules and regulations.Selling or Influencing Others: Build consensus among 
internal and/or external stakeholders in order to further TDEC's missions and goals.Interacting With Computers: 
Possesses general knowledge and utilizes computer software including but not limited to: statistical programs, scientific 
instruments, modeling, Geographic Information System (GIS), databases, word processing, spreadsheets, email, etc. 
Generate reports and documents utilizing contemporary computer software.Scheduling Work and Activities: Manages 
or assists in managing state programs including certifying officials/professionals; coordination and training; records 
management; and federal reporting requirements (e.g. the ginseng program, asbestos, lead based paint, etc.). 
Participate in a required on-call rotation to respond to incidents/accidents as assigned. Schedules assigned work to 
address compliance monitoring inspections, complaints and/or investigations, tasks, directives, correspondence, 
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laboratory activities, biological surveys, etc.Communicating with Persons Outside Organization: Provide expert 
testimony for legal hearings and proceedings. Ensures all customers are serviced in a timely, professional and 
knowledgeable manner so as to meet the mission. Participates and/or leads compliance review meetings with 
stakeholders to achieve compliance with regulations. Explain the validity and severity of incidents to governmental 
agencies and other stakeholders. Provide high-quality outreach, including design, distribution of information, and 
technical assistance to stakeholders. Communicate findings in applicable approval letters, notice of deficiencies, notice 
of violations, license or amendment agreement or enforcement action requests. Uses tools, such as GIS, to inform and 
educate stakeholders and to improve or maintain environmental resources. Coordinate with stakeholders for 
consultations, meetings, workshops and joint projects. Informs stakeholders of public participation opportunities, policy 
and regulation changes. Participate in public participation opportunities as assigned.Getting Information: Conducts, 
observes and/or oversees environmental or health surveys, sampling, inventories or monitoring, testing, including site 
evaluations. Perform regulatory and other research in order to stay current with local, state, and federal standards and 
procedures. Obtains and receives records, data, operational plans, enforcement action requests, survey information, 
etc. Searches for and/or identifies entities or locations that should be regulated and inform those that need to be 
brought into compliance.Training and Teaching Others: Train other staff, in the proper methods and procedures for 
performing environmental work as requested. Provides training to stakeholders who may require specific knowledge. 
Provide materials and tools needed for training.Coaching and Developing Others: Coaches, develop, and mentor other 
staff to improve their knowledge or skills for an assigned job task. Provide input, recommendations, and advice during 
the performance management cycle for other environmental staff as requested.Documenting/Recording Information: 
Prepares and maintains complete and accurate records, reports, logs, databases, chain-of-custody and correspondence 
based on established guidelines and procedures. Maintains records of observations made during field evaluations to 
document data collection, ambient site conditions, and the location of the evaluation. Documents all relevant work 
activities, contacts, and meetings.Monitoring and Controlling Resources: Oversees and/or prepares cost estimates, 
grants, contracts or financial assurance documents. Provide technical oversight, review, and/or project management of 
ongoing state and/or federal grant/loan programs. Ensures contractors' proposed work activities comply with 
established rates and/or approved scope of work. Submit requests with justification for large expenditures for approval. 
Conduct periodic inventory of equipment and supplies to ensure availability of necessary materials.               Organizing, 
Planning, and Prioritizing Work: Organizes, plans and prioritizes work to ensure completion by a given deadline or other 
time constraint. Develops work and study plans to identify specific goals and activities to ensure proper implementation 
of the assigned work. Implements cross training programs to manage staff development and to avoid work flow 
interruptions.Establishing and Maintaining Interpersonal Relationships: Works harmoniously with and ensures healthy 
relationships with internal and external stakeholders. Works with other agencies and organizations to ensure that 
operational and programmatic activities receive early concurrence and input from regional and statewide authorities. 
Relate observations, conclusions, and opinions to co-workers/internal customers in a respectful and professional 
manner.Repairing and Maintaining Electronic Equipment: Maintains, repairs and calibrates electronic equipment, such 
as radiation detection meter, photo ionization detector, pH meter, GPS, and X-ray fluorescence (XRF) as needed. Ensures 
that malfunctioning equipment is repaired, replaced or surpluses according to state guidelines.Developing and Building 
Teams: Uses team building, leadership and effective communication skills to encourage and instruct others in their work 
activities. Seek out ways to involve staff in developing and meeting departmental goals.Updating and Using Relevant 
Knowledge: Fulfill established educational, training, and safety requirements. Keeps up-to-date with technical 
developments, standard operating procedures and regulations, and applies new knowledge to the job. Seek 
opportunities for professional development within and outside of the agency.Performing General Physical Activities: 
Collect environmental samples and/or monitoring data (e.g., soil, rock, air, water, sediment, sludge, biological), under 
physically demanding conditions. Perform physical activities, such as walking (i.e. ditches, uneven terrain, etc.), wading 
in water, climbing, lifting (such as coolers, generators, etc.), operating field equipment (backpack shockers, augers, core 
samplers, or probes), etc. Performs physically demanding, ecologically-based stewardship and natural resource 
management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, 
tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary maintenance, 
invasive species control, etc.) Operates, carries or handles equipment/machinery unassisted that may weigh up to 50 
pounds.Repairing and Maintaining Mechanical Equipment: Maintains, repairs, and/or calibrates mechanical equipment, 
such as ozone monitor, air monitoring, laser level and watercrafts as needed. Ensures that malfunctioning equipment is 
repaired, replaced or surpluses according to state guidelines.Operating Vehicles, Mechanized Devices, or Equipment: 
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Operates personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in 
accordance with agency policy and procedures, as well as all traffic laws.Performing for or Working Directly with the 
Public: Schedules, attends, observes, and/or participates in public meetings or public outreach, as required.Provide 
Consultation and Advice to Others: Provide consultative, technical, or educational services to industry, municipalities, 
counties, individuals, or groups in the necessity and methodology of enhancing environmental stewardship, health or 
other standards, practices, and safety. Provide technical expertise in handling events involving radiation and radioactive 
material, including transportation, and industrial incidents as well as natural catastrophes. Update regulatory 
information to stakeholders.Communicating with Supervisors, Peers, or Subordinates: Provide relevant, effective and 
routine written or verbal communication to supervisors or peers. Advise management about work issues of concern as 
they occur. Disseminate information as appropriate within the agency. Recognizes, provides, and communicates 
potential areas of improvement.Staffing Organizational Units: Make recommendations regarding the hiring of new 
employees for the work unit.Performing Administrative Activities: Drafts and/or develops documents for review and 
signature within the required timeframe. Enter time and leave within the designated computer program in a proper and 
timely manner. Conducts meetings to plan future work, solve problems and to inform the manager and staff of progress 
and changes. Recognizes and coordinates interpretation or translation services, as needed. Complete required 
documentation for travel and/or field use of vehicle (e.g. mileage logs, travel time, vehicle inspection checklist). Ensures 
all information is properly filed. Distribute documents to appropriate parties to ensure proper routing. Ensures files are 
managed according to the Records Disposition Authorization. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Problem Solving Written Communications Building 
Effective Teams Directing Others Technical Learning Time Management Listening Planning Customer FocusKnowledge: 
Biology Chemistry Geology Physics Law & Government MathematicsSkills: Complex Problem Solving Science Judgment & 
Decision Making Critical Thinking Time Management Instructing Active Listening Active Learning Quality Control Analysis 
Equipment SelectionAbilities: Written Expression Oral Expression Written Comprehension Oral Comprehension Gross 
Body Coordination Deductive Reasoning Inductive Reasoning Stamina Static Strength 
 
Tools and Equipment Used: 
Hand ToolsProjectorLaboratory EquipmentPersonal DosimetryFilm Processing EquipmentRadiation Survey Equipment 
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073018 - TDEC-ENVIRONMENTAL SCIENTIST1* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  6477 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions; Applicants for the TDEC Environmental Scientist 1* or Health Physicist 1* in the 
Division of Radiological Health must successfully complete the training courses offered by the Division of Radiological 
Health. Failure to do so may result in termination; TDEC Environmental Scientist’s 1* performing geologic duties the 
major portion of their time must: have completed the required college course work at the time of appointment to be 
eligible to take the licensing examination offered by Tennessee’s Department of Commerce and Insurance’s Board of 
Professional Geologists, or b.) hold and maintain a current Geologic license from the State of Tennessee during 
employment or hold a current Geologic license from another State that Tennessee has evaluated and granted reciprocal 
licensing rights; Some TDEC Environmental Scientist 1* positions assigned to function as Biologists must meet the 
specific educational requirements for Biologists, as follows: Graduation from an accredited college or university with a 
bachelor’s degree, including at least 36 quarter hours (or 24 semester hours) in biology, in one of the following areas: (1) 
biology or biological sciences, (2) botanical sciences, (3) environmental or conservation sciences, (4) zoological sciences, 
or (5) aquatic, terrestrial, or wetland biology or ecology or other acceptable biological science related field. Examination 
Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for learning professional environmental, natural resources, 
sustainability, environmental assistance program, radiological health and/or similar science related program work of 
routine difficulty; and learns to perform related work as required.Distinguishing Features: *This is the entry level class in 
the TDEC Environmental Scientist subseries. An employee in this class may be assigned to learn a variety of 
environmental compliance inspection, monitoring, problem identification, corrective action and enforcement duties in 
an environmental regulatory or assistance division. An employee in this class may be assigned to learn natural resource 
management and/or inventory in conservation or other, non-regulatory programs. This class differs from TDEC 
Environmental Scientist 3 in that an incumbent of the latter performs environmental program duties at the advanced 
working or lead level under general supervision. *An applicant appointed to this flexibly staffed class will be reclassified 
to TDEC Environmental Scientist 2* after successful completion of a mandatory one year probationary period; 
inadequate or marginal performance during the probationary period will result in automatic termination. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
regulations, or policies.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Prepares 
documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible manner, 
to ensure Agency’s missions are met.Inspecting Equipment, Structures, or Material: Conduct inspections of equipment, 
structures and/or material, to ensure proper installation, maintenance, and/or operation.Making Decisions and Solving 
Problems: Learn to determine the validity and severity of an incident and appropriate response. Analyzes available 
information and makes recommendations to ensure the best solution is chosen to meet regulatory, project, and/or 
stakeholders’ needs. Determines validity and severity of violation(s) and if an enforcement action is warranted. Review 
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plans and reports to determine future regulatory actions.Interpreting the Meaning of Information for Others: Interprets 
findings, results, (i.e. site inspections, permits, lab results, etc.) and communicates interpretation of regulations, policy, 
guidance to stakeholders. Prepare various publications, reports, technical documents, maps and plans.Interacting With 
Computers: Possesses general knowledge and utilizes computer software including but not limited to: statistical 
programs, scientific instruments, modeling, Geographic Information System (GIS), databases, word processing, 
spreadsheets, email, etc. Generate reports and documents utilizing contemporary computer software.Processing 
Information: Compile legally defensible environmental documents. Compiles, processes, and reviews records, data, 
operational plans, enforcement action requests, reports, etc. Reviews Quality Assurance/Quality Control parameters, 
specific to and required by acceptable methodologies are performed with each data set. Prepare statistical/metric 
reports for aquatic, terrestrial, and wetland evaluations.Analyzing Data or Information: Analyze environmental and/or 
other information, such as monitoring records, site inspections, sampling data to determine if further action is necessary 
and to evaluate trends. Prepare plans, maps or reports of findings relating to health and environmental data. Analyze 
environmental data using mathematical and statistical methods. Assist in developing standards. Performs laboratory or 
field tests based specific sample requirements. Review plans to ensure protection of human health and the 
environment. Interpret analytical results to determine data quality and usability. Assist in conducting studies of 
environmental pollution or ionizing radiation and any socioeconomic effects.Evaluating Information to Determine 
Compliance with Standards: Perform inspections and/or investigations when required by a specific TDEC program area 
such as air pollution, water resources, remediation, underground storage tanks, solid waste management, radiological 
health, natural areas, etc. to determine compliance with laws, regulations, or standards. Enforce environmental or other 
standards, laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as warranted. 
Determines if documents (i.e., permits, applications, National Environmental Policy Act, licenses, accreditations and 
certifications, etc.) may be approved by reviewing and evaluating information submitted by applicant or acquired by site 
inspections and/or other informative sources used for determining minimum environmental or other compliance with 
established standards. Adheres to requirements specified in Standard Operating Procedures and any applicable federal 
and/or state standards. Ensures statutory obligations are fulfilled. Oversee environmental sampling and/or 
investigations to assure that acceptable procedures are followed. Compares environmental and/or health related data 
to applicable criteria. Reviews and evaluates applications, forms, plans, inspection documents, general correspondence, 
reports or other records to ensure technical adequacy. Audits third party inspections of facilities to determine 
compliance with regulatory standards. Assesses fees based on the regulatory standards.Performing General Physical 
Activities: Collect environmental samples and/or monitoring data (e.g., soil, rock, air, water, sediment, sludge, 
biological), under physically demanding conditions. Perform physical activities, such as walking (i.e. ditches, uneven 
terrain, etc.), wading in water, climbing, lifting (such as coolers, generators, etc.), operating field equipment (backpack 
shockers, augers, core samplers, or probes), etc. Operates, carries or handles equipment/machinery unassisted that may 
weigh up to 50 pounds. Performs physically demanding, ecologically-based stewardship and natural resource 
management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, 
tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary maintenance, 
invasive species control, etc.)Documenting/Recording Information: Prepares and maintains complete and accurate 
records, reports, logs, databases, chain-of-custody and correspondence based on established guidelines and procedures. 
Maintains records of observations made during field evaluations to document data collection, ambient site conditions, 
and the location of the evaluation. Documents all relevant work activities, contacts, and meetings.Monitor Processes, 
Materials, or Surroundings: Performs environmental or health investigations, remediation, and/or monitoring work, 
including sampling and evaluation of pollutants to determine compliance with environmental or other standards. Serves 
as a technical advisor to emergency responders for incidents/accidents. Reviews monitoring data to determine permit 
compliance, environmental standards and/or ecological conditions. Comply with safe handling, storage and disposal 
procedures for samples, laboratory reagents and other chemicals. Verify expiration dates of chemicals and supplies, 
disposing of expired materials as required by safety rules and regulations.Repairing and Maintaining Electronic 
Equipment: Maintains, repairs and calibrates electronic equipment, such as radiation detection meter, photo ionization 
detector, pH meter, GPS, and X-ray fluorescence (XRF) as needed.Provide Consultation and Advice to Others: Provide 
technical expertise in handling events involving radiation and radioactive material, including transportation, and 
industrial incidents as well as natural catastrophes. Provide consultative, technical, or educational services to industry, 
municipalities, counties, individuals, or groups in the necessity and methodology of enhancing environmental 
stewardship, health or other standards, practices, and safety. Update regulatory information to stakeholders.Repairing 
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and Maintaining Mechanical Equipment: Maintains, repairs, and/or calibrates mechanical equipment, such as ozone 
monitor, air monitoring, laser level and watercrafts as needed.Monitoring and Controlling Resources: Ensures 
contractors’ proposed work activities comply with established rates and/or approved scope of work.Getting 
Information: Conducts, observes and/or oversees environmental or health surveys, sampling, inventories or monitoring, 
testing, including site evaluations. Perform regulatory and other research in order to stay current with local, state, and 
federal standards and procedures. Searches for and/or identifies entities or locations that should be regulated and 
inform those that need to be brought into compliance. Obtains and receives records, data, operational plans, 
enforcement action requests, survey information, etc.Scheduling Work and Activities: Assist in managing state programs 
including certifying officials/professionals; coordination and training; records management; and federal reporting 
requirements (e.g. the ginseng program, asbestos, lead based paint, etc.). Schedules assigned work to address 
compliance monitoring inspections, complaints and/or investigations, tasks, directives, correspondence, laboratory 
activities, biological surveys, etc.Operating Vehicles, Mechanized Devices, or Equipment: Operates personal or assigned 
vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance with agency policy and 
procedures, as well as all traffic laws.Organizing, Planning, and Prioritizing Work: Develop work and study plans to 
identify specific goals and activities to ensure proper implementation of the assigned work. Organizes, plans and 
prioritizes work to ensure completion by a given deadline or other time constraint.Selling or Influencing Others: Build 
consensus among internal and/or external stakeholders to further TDEC’s missions and goals.Establishing and 
Maintaining Interpersonal Relationships: Works harmoniously with and ensures healthy relationships with internal and 
external stakeholders. Relate observations, conclusions, and opinions to co-workers/internal customers in a respectful 
and professional manner. Work with other agencies and organizations to ensure that operational and programmatic 
activities receive early concurrence and input from regional and statewide authorities.Training and Teaching Others: 
Provides training to stakeholders who may require specific knowledge. Train other staff, in the proper methods and 
procedures for performing environmental work as requested.Updating and Using Relevant Knowledge: Fulfill 
established educational, training, and safety requirements. Keeps up-to-date with technical developments, standard 
operating procedures and regulations and applies new knowledge to the job. Seek opportunities for professional 
development within and outside of the agency.Communicating with Persons Outside Organization: Explain the validity 
and severity of incidents to governmental agencies and other stakeholders. Communicate findings in applicable approval 
letters, notice of deficiencies, notice of violations, license or amendment agreement or enforcement action requests. 
Ensures all customers are serviced in a timely, professional and knowledgeable manner so as to meet the mission. 
Provide high-quality outreach, including design, distribution of information, and technical assistance to stakeholders. 
Uses tools, such as GIS, to inform and educate stakeholders and to improve or maintain environmental resources. 
Coordinate with stakeholders for consultations, meetings, workshops and joint projects. Informs stakeholders of public 
participation opportunities, policy and regulation changes. Participate in public participation opportunities as 
assigned.Performing Administrative Activities: Drafts and/or develops documents for review and signature within the 
required timeframe. Enters time and leave and expenses within the designated computer program in a proper and 
timely manner. Ensures all information is properly filed. Complete required documentation for travel and/or field use of 
vehicle (e.g. mileage logs, travel time, vehicle inspection checklist). Distribute documents to appropriate parties to 
ensure proper routing. Recognizes and coordinates interpretation or translation services, as needed. Ensures files are 
managed according to the Records Disposition Authorization.Communicating with Supervisors, Peers, or Subordinates: 
Provide relevant, effective and routine written or verbal communication to supervisors or peers. Advise management 
about work issues of concern as they occur. Disseminate information as appropriate within the agency. Recognizes, 
provides, and communicates potential areas of improvement.Performing for or Working Directly with the Public: 
Schedules, attends, observes, and/or participates in public meetings or public outreach, as required. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Functional/Technical Competency Written Communications Customer Focus Technical 
Learning Listening Problem Solving Time Management Planning Learning on the FlyKnowledge: Biology Chemistry 
Physics Geology Mathematics Customer & Personal Service Law & GovernmentSkills: Science Active Listening Judgment 
& Decision Making Critical Thinking Active Learning Time Management Equipment Selecting Quality Control Analysis 
Complex Problem SolvingAbilities: Oral Expression Oral Comprehension Written Comprehension Written Expression 
Inductive Reasoning Stamina Deductive Reasoning Static Strength Gross Body Coordination 
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Tools and Equipment Used: 
 Personal Computer/Tablet Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicles 
Sampling, Monitoring Equipment and Supplies/Tools Radiation Detection Meter Tractors/All-Terrain Vehicles (ATV) Two-
Way Radios Cameras and Optical Equipment Global Positioning System (GPS) Surveying and Measuring Equipment 
Safety and/or Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory 
Equipment Personal Dosimetry Film Processing Equipment Radiation Survey Equipment 
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073019 - TDEC-ENVIRONMENTAL SCIENTIST2* 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3385 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in 
environmental science, physical sciences (e.g. physics, chemistry, geology, meteorology), ecology, sustainability or 
applied science in sustainability, life sciences (e.g. biology, microbiology, health physics or biophysics), environmental 
health, pre-medicine, engineering or other acceptable science or natural resource related field and one year of full-time 
professional environmental program, natural resource conservation work or full-time professional work that involved 
ensuring compliance with radiation safety standards and/or regulations.Substitution of Education for Experience: 
Graduate coursework in environmental science, biology, chemistry, geology, engineering, physics, ecology, 
sustainability, applied science in sustainability, or other acceptable science or natural resource related field may be 
substituted for the required experience, on a year-for-year basis, to a maximum of one year (24 semester hours or 36 
quarter hours is equivalent to one year).OR One year of fulltime professional environmental, sustainability, or natural 
resource conservation program work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator's license at the 
time of appointment in some positions; Applicants not flexing from the TDEC Environmental Scientist 1, or Health 
Physicist 1, who are working in the Division of Radiological Health must successfully complete the training courses 
offered by the Division of Radiological Health. Failure to do so may result in termination; TDEC Environmental Scientist's 
2, performing geologic duties the major portion of their time must: Either a.) have completed the required college 
course work at the time of appointment to be eligible to take the licensing examination offered by Tennessee's 
Department of Commerce and Insurance's Board of Professional Geologists, or b.) hold and maintain a current Geologic 
license from the State of Tennessee during employment or hold a current Geologic license from another State that 
Tennessee has evaluated and granted reciprocal licensing rights; Some TDEC Environmental Scientist 2, positions 
assigned to function as Biologists must meet the specific educational requirements for Biologists, as follows: Graduation 
from an accredited college or university with a bachelor's degree, including at least 36 quarter hours (or 24 semester 
hours) in biology, in one of the following areas: (1) biology or biological sciences, (2) botanical sciences, (3) 
environmental or conservation sciences, (4) zoological sciences, or (5) aquatic, terrestrial, or wetland biology or ecology 
or other acceptable biological science related field. Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for performing a wide variety of professional environmental, health 
physicist, natural resources, sustainability, laboratory, geological, and/or similar science related program work of 
average difficulty; and performs related work as required. Distinguishing Features: This is the working-level in the TDEC 
Environmental Scientist sub-series. An employee in this class may perform a full range of environmental compliance 
activities, including inspections, monitoring, problem identification, sample collection, report writing, corrective action, 
emergency response, surveying, lab work, and enforcement duties in environmental regulatory, radiological health, 
natural resources, or sustainable practices program areas. An employee in this class may perform natural resource 
management and other non-regulatory duties. This class is flexibly staffed with and differs from the TDEC Environmental 
Scientist 1, in that an incumbent of the latter functions at the entry-training level. This class differs from TDEC 
Environmental Scientist 3 in that an incumbent of the latter functions at an advanced level and may lead other staff. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:  Investigates complaints; develops corrective recommendations for 
identified problems, and if necessary, initiates legal action to effect compliance of established standards, laws, rules, 
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regulations, or policies.Making Decisions and Solving Problems: Determine the validity and severity of an incident and 
appropriate response. Analyzes available information and makes recommendations to ensure the best solution is 
chosen to meet regulatory, project, and/or stakeholders' needs. Determines validity and severity of violation(s) and if an 
enforcement action is warranted. Review plans and reports to determine future regulatory actions.Interpreting the 
Meaning of Information for Others: Interprets findings, results, (i.e. site inspections, permits, lab results, etc.) and 
communicates interpretation of regulations, policy, guidance to stakeholders. Prepare various publications, reports, 
technical documents, maps and plans.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: 
Prepares documentation (such as permits, designs, layout, blueprints, soil evaluations, etc.), in a concise and defensible 
manner, to ensure missions are met.Processing Information: Compile legally defensible environmental documents. 
Compiles, processes, and reviews records, data, operational plans, enforcement action requests, reports, etc. Reviews 
Quality Assurance/Quality Control parameters, specific to and required by acceptable methodologies, to ensure they are 
performed with each data set. Prepare statistical/metric reports for aquatic, terrestrial, and wetland 
evaluations.Analyzing Data or Information: Prepare plans, maps or reports of findings relating to health and 
environmental data. Analyze environmental and/or other information, such as monitoring records, site inspections, 
sampling data to determine if further action is necessary and to evaluate trends. Assist in developing standards. Analyze 
environmental data using mathematical and statistical methods. Interpret analytical results to determine data quality 
and usability. Review plans to ensure protection of human health and the environment. Performs laboratory or field 
tests based specific sample requirements. Perform studies of environmental pollution or ionizing radiation and any 
socioeconomic effects.Monitor Processes, Materials, or Surroundings: Performs environmental or health investigations, 
remediation, and/or monitoring work, including sampling and evaluation of pollutants to determine compliance with 
environmental or other standards. Serve as a technical advisor to emergency responders for incidents/accidents. 
Coordinates and serves as technical lead for projects. Reviews monitoring data to determine permit compliance, 
environmental standards and/or ecological conditions. Comply with safe handling, storage and disposal procedures for 
samples, laboratory reagents and other chemicals. Verify expiration dates of chemicals and supplies, disposing of 
expired materials as required by safety rules and regulations.Evaluating Information to Determine Compliance with 
Standards: Perform inspections and/or investigations when required by a specific TDEC program area such as air 
pollution, water resources, remediation, underground storage tanks, solid waste management, radiological health, 
natural areas, etc., to determine compliance with laws, regulations, or standards. Enforce environmental or other 
standards, laws, rules, regulations, and/or administrative policies and procedures, taking corrective action as warranted. 
Determines if documents (i.e., permits, applications, National Environmental Policy Act, licenses, accreditations and 
certifications, etc.) may be approved by reviewing and evaluating information submitted by applicant or acquired by site 
inspections and/or other informative sources used for determining minimum environmental or other compliance with 
established standards. Ensures statutory obligations are fulfilled. Oversee environmental sampling and/or investigations 
to assure that acceptable procedures are followed. Reviews and evaluates applications, forms, plans, inspection 
documents, general correspondence, reports or other records to ensure technical adequacy. Adheres to requirements 
specified in Standard Operating Procedures and any applicable federal and/or state standards. Compares environmental 
and/or health related data to applicable criteria. Audits third party inspections of facilities to determine compliance with 
regulatory standards. Assesses fees based on the regulatory standards.Inspecting Equipment, Structures, or Material: 
Conduct inspections of equipment, structures and/or material, to ensure proper installation, maintenance, and/or 
operation.Interacting With Computers: Possesses general knowledge and utilizes computer software including but not 
limited to: statistical programs, scientific instruments, modeling, Geographic Information System (GIS), databases, word 
processing, spreadsheets, email, etc. Generate reports and documents utilizing contemporary computer 
software.Provide Consultation and Advice to Others: Provide technical expertise in handling events involving radiation 
and radioactive material, including transportation, and industrial incidents as well as natural catastrophes. Provide 
consultative, technical, or educational services to industry, municipalities, counties, individuals, or groups in the 
necessity and methodology of enhancing environmental stewardship, health or other standards, practices, and safety. 
Update regulatory information to stakeholders.Getting Information: Conducts, observes and/or oversees environmental 
or health surveys, sampling, inventories or monitoring, testing, including site evaluations. Perform regulatory and other 
research in order to stay current with local, state, and federal standards and procedures. Searches for and/or identifies 
entities or locations that should be regulated and inform those that need to be brought into compliance. Obtains and 
receives records, data, operational plans, enforcement action requests, survey information, etc.Performing General 
Physical Activities: Collect environmental samples and/or monitoring data (e.g., soil, rock, air, water, sediment, sludge, 
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biological), under physically demanding conditions. Perform physical activities, such as walking (i.e. ditches, uneven 
terrain, etc.), wading in water, climbing, lifting (such as coolers, generators, etc.), operating field equipment (backpack 
shockers, augers, core samplers, or probes), etc. Operates, carries or handles equipment/machinery unassisted that may 
weigh up to 50 pounds. Performs physically demanding, ecologically-based stewardship and natural resource 
management on state natural areas, (utilizing equipment, such as backpack sprayer, chainsaw, bush hog, lawnmower, 
tractor, etc. in the management of rare species habitat, controlled fire, trail maintenance, boundary maintenance, 
invasive species control, etc.)Selling or Influencing Others: Build consensus among internal and/or external stakeholders 
in order to further TDEC's missions and goals.Documenting/Recording Information: Prepares and maintains complete 
and accurate records, reports, logs, databases, chain-of-custody and correspondence based on established guidelines 
and procedures. Maintains records of observations made during field evaluations to document data collection, ambient 
site conditions, and the location of the evaluation. Documents all relevant work activities, contacts, and 
meetings.Repairing and Maintaining Electronic Equipment: Maintains, repairs and calibrates electronic equipment, such 
as radiation detection meter, photo ionization detector, pH meter, GPS, and X-ray fluorescence (XRF) as 
needed.Communicating with Persons Outside Organization: Provide expert testimony for legal hearings and 
proceedings. Participates and/or leads compliance review meetings with stakeholders to achieve compliance with 
regulations. Explain the validity and severity of incidents to governmental agencies and other stakeholders. 
Communicate findings in applicable approval letters, notice of deficiencies, notice of violations, license or amendment 
agreement or enforcement action requests. Ensures all customers are serviced in a timely, professional and 
knowledgeable manner so as to meet the mission. Provide high-quality outreach, including design, distribution of 
information, and technical assistance to stakeholders. Uses tools, such as GIS, to inform and educate stakeholders and 
to improve or maintain environmental resources. Coordinate with stakeholders for consultations, meetings, workshops 
and joint projects. Participate in public participation opportunities as assigned.Monitoring and Controlling Resources: 
Ensures contractors' proposed work activities comply with established rates and/or approved scope of work. Provide 
technical oversight, review, and/or project management of ongoing state and/or federal grant/loan 
programs.Scheduling Work and Activities: Participate in a required on-call rotation to respond to incidents/accidents as 
assigned. Manages or assists in managing state programs including certifying officials/professionals; coordination and 
training; records management; and federal reporting requirements (e.g. the ginseng program, asbestos, lead based 
paint, etc.). Schedules assigned work to address compliance monitoring inspections, complaints and/or investigations, 
tasks, directives, correspondence, laboratory activities, biological surveys, etc.Training and Teaching Others: Train other 
staff, in the proper methods and procedures for performing environmental work as requested. Provides training to 
stakeholders who may require specific knowledge.Operating Vehicles, Mechanized Devices, or Equipment: Operates 
personal or assigned vehicles (such as, but not limited to watercraft, all-terrain vehicles, tractors, etc.), in accordance 
with agency policy and procedures, as well as all traffic laws.Organizing, Planning, and Prioritizing Work: Develop work 
and study plans to identify specific goals and activities to ensure proper distribution of the workload. Organizes, plans 
and prioritizes work to ensure completion by a given deadline or other time constraint.Repairing and Maintaining 
Mechanical Equipment: Maintains, repairs, and/or calibrates mechanical equipment, such as ozone monitor, air 
monitoring, laser level and watercrafts as needed.Establishing and Maintaining Interpersonal Relationships: Work with 
other agencies and organizations to ensure that operational and programmatic activities receive early concurrence and 
input from regional and statewide authorities. Works harmoniously with and ensures healthy relationships with internal 
and external stakeholders. Relate observations, conclusions, and opinions to co-workers/internal customers in a 
respectful and professional manner.Performing for or Working Directly with the Public: Schedules, attends, observes, 
and/or participates in public meetings or public outreach, as required.Updating and Using Relevant Knowledge: Fulfill 
established educational, training, and safety requirements. Keeps up-to-date with technical developments, standard 
operating procedures and regulations and applies new knowledge to the job. Seek opportunities for professional 
development within and outside of the agency.Performing Administrative Activities: Drafts and/or develops documents 
for review and signature within the required timeframe. Enter time and leave within the designated computer program 
in a proper and timely manner. Ensures all information is properly filed. Recognizes and coordinates interpretation or 
translation services, as needed. Complete required documentation for travel and/or field use of vehicle (e.g. mileage 
logs, travel time, vehicle inspection checklist). Distribute documents to appropriate parties to ensure proper routing. 
Ensures files are managed according to the Records Disposition Authorization.Communicating with Supervisors, Peers, 
or Subordinates: Provide relevant, effective and routine written or verbal communication to supervisors or peers. Advise 
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management about work issues of concern as they occur. Disseminate information as appropriate within the agency. 
Recognizes, provides, and communicates potential areas of improvement. 
 
Competencies (KSA’s): 
Competencies: Written Communication Decision Quality Functional/Technical Competency Technical Learning Time 
Management Problem Solving Customer Focus Listening Planning Learning on the Fly Self-DevelopmentKnowledge: 
Chemistry Biology Geology Physics Law & Government Mathematics Customer & Personal ServiceSkills: Science Critical 
Thinking Judgment & Decision Making Active Listening Active Learning Time Management Complex Problem Solving 
Quality Control Analysis Equipment SelectionAbilities: Written Comprehension Written Expression Oral Comprehension 
Oral Expression Deductive Reasoning Inductive Reasoning Gross Body Coordination Stamina Static Strength 
 
Tools and Equipment Used: 
 Personal Computer/Tablet Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Water Craft/Motor Vehicles 
Sampling, Monitoring Equipment and Supplies/Tools Radiation Detection Meter Tractors/All-Terrain Vehicles (ATV) Two-
Way Radios Cameras and Optical Equipment Global Positioning System (GPS) Surveying and Measuring Equipment 
Safety and/or Personal Protective Equipment (PPE) Outdoor Power Equipment and Hand Tools Projector Laboratory 
Equipment Personal Dosimetry Film Processing Equipment Radiation Survey Equipment 
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073047 - TDEC-FACILITIES MAN ASSIST DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3360 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.  The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062695 - TDEC-FACILITIES MANAGEMENT DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1770 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073026 - TDEC-GRANTS CONTRACTS ADM 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3346 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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042876 - TDEC-HOSPITALITY DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1844 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073030 - TDEC-PROGRAM ADMINISTRATOR 1 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3358 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.- See more at: 
https://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=99978&viewOnly=yes#sthash.nTFgJzJf.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072983 - TDEC-PROGRAM ADMINISTRATOR 2 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3399 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
072988 - TDEC-PROGRAM MANAGER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3400 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072920 - TDEC-REG DIRECTOR EXT AFFAIRS 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3366 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073031 - TDEC-SENIOR ADVISOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3359 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072939 - TDEC-SENIOR POLICY ANALYST 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3332 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077706 - TDEC-STATE PARKS PARTNER CDR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  4167 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072937 - TDEC-STATE REVOLVING FUND DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3328 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072938 - TDEC-TALENT MANAGEMENT AST DIR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3331 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072936 - TDEC-TALENT MANAGMENT DIRECTOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  3412 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045748 - TDOC BEHAVIORAL HEALTH DIR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1916 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079660 - TDOC DRC CLINICAL DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  4676 
 
Minimum Qualifications: 
Education and Experience:  Possession of at least a master's degree in a social science field from an accredited college or 
university and experience equivalent to one year or full time responsible professional clinical work. 
 
Other Requirements: 
Necessary Special Qualifications:  At the time of appointment, eligible candidates must be currently be licensed by the 
State of Tennessee as a licensed mental health professional and license must be maintained during employment. Eligible 
licensed professionals include LCSW, LPC, LSPE, or Licensed Psychologist.Examination Method: Education and 
Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for directing clinical activities/services of average difficulty at 
assigned region; and performs related work as required.Distinguishing Features: An employee in this class performs 
clinical duties requiring the application of specialized clinical knowledge and skills in the areas of assessment, diagnosis 
and treatment of mental, emotional and behavioral disorders, conditions and addictions.  This includes completing 
clinical assessments on individuals referred/accepted into rehabilitation services; providing psychotherapy using a 
variety of clinical approaches in individual and group/family sessions; continually monitoring clients' behavior to assess 
progress and compliance with treatment program; providing oversight for a variety of aftercare services such as case 
management, psychiatric services, alcohol and drug follow-up; and various other clinical work tasks. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Continually monitors client behavior when interacting individually or 
within a group to detect mental health or substance use issues. Monitors client's behavior on an ongoing basis to assess 
progress toward goals and/or compliance with treatment.Selling or Influencing Others: Utilizes a variety of clinical 
strategies (e.g., dialectical behavior therapy, motivational interviewing) with clients to decrease resistance and increase 
motivation to change maladaptive behaviors and attitudes. Talks with direct reports and/or other staff about new 
initiatives or procedures to obtain their “buy-in” and cooperation.Resolving Conflicts and Negotiating with Others: Talks 
with clients and their families or other involved parties to assist them in resolving conflicts. Discusses issues in dispute 
with involved staff to facilitate a resolution or negotiate a compromise solution.Getting Information: Interviews 
individuals to obtain social history, medical/mental health/substance use history, employment history, and other 
relevant information for assessing client condition and targeting needs. Reviews available documentation (e.g., intake 
documents, psychiatric evaluations, medical records, school records, employment record, or other relevant information) 
to gain knowledge and understanding necessary to assess client condition and/or needs.Judging the Qualities of Things, 
Services, or People: Assesses client condition and/or progress based on observations and information gathered from 
interviews, records, and other resources (e.g., intake record, social history, referral and medical information, 
school/employment functioning, collateral information from families and local mental health services, and other 
information). May be responsible for evaluating the performance of direct report employees as necessary to complete 
two formal interim evaluations and an annual performance evaluation which includes the determination of a final rating 
value.Assisting and Caring for Others: Completes clinical assessments on individuals referred/accepted into 
rehabilitation services. Provides psychotherapy using a variety of clinical approaches in individual and group/family 
sessions for the treatment of mental, behavioral, and emotional disorders. May provide psychiatric diagnoses of 
referred individuals for the purpose of developing and implementing individualized treatment. Provides oversight for a 
variety of aftercare services such as case management, psychiatric services, alcohol and drug follow-up, as well as 
coordinating placements in housing, alcohol and drug treatment and/or other placements. Makes appropriate referrals 
to other public and private social agencies and community resources (e.g., Department of Human Services, mental 
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health providers, housing, child care, education, hospice care, medical providers, and/or other resourcesInterpreting the 
Meaning of Information for Others: Interprets client status/assessment information to other staff and/or treatment 
team members to help them implement plans of care that will maximize client progress. May testify in court regarding 
client compliance with plan of care. Interprets rules, regulations, policies, procedures, and status/assessment 
information to clients to help them understand their rights and responsibilities, plan of care/treatment, and potential 
challenges.Documenting/Recording Information: Prepares appropriate and necessary documentation for records and 
treatment teams such as intake records, social history, referrals, medical information, school/ employment functioning, 
assessments, treatment plans, treatment progress notes, pre-discharge, and discharge summaries.Guiding, Directing, 
and Motivating Subordinates: May develop Individual Performance Plans for direct report staff member making sure to 
include specific, measurable, achievable, relevant, and time-sensitive (SMART) goals for performance. May implement 
corrective measures (i.e., discussions/coaching, written warnings, and/or recommendations for suspension or 
termination) as necessary to address inappropriate actions or poor job performance of direct report staff. May identify 
and discuss with direct report employees the methods and strategies for improving performance. Leads assigned staff in 
using relevant information and individual judgment to determine whether events and processes comply with laws, 
regulations, and/or standards. May identify outstanding performance characteristics through employee discussions and 
personal observations to encourage/acknowledge positive behavior.Coaching and Developing Others: Mentors interns, 
volunteers, less experienced co-workers and assigned subordinates by providing feedback and information on 
organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks.Developing Objectives and Strategies: May participate in developing an annual work plan for work unit by 
outlining specific goals and objectives, along with the strategies and action plan for achieving them.Training and 
Teaching Others: May develop and/or implement agency-specific and specialized training to improve staff performance 
and/or comply with departmental, state, and federal regulations/standards.Evaluating Information to Determine 
Compliance with Standards: Reviews records maintained by other staff to check compliance with laws, policies and/or 
standards.Staffing Organizational Units: May conduct and/or participate in employment interviews with job candidates 
to collect information for making hiring recommendations.Provide Consultation and Advice to Others: May make 
recommendations to upper management for changes in operations to improve efficiency and quality of agency 
operations and services.Making Decisions and Solving Problems: Analyzes program data (e.g., referral and utilization 
trends) to determine best use of staff and other resources. Analyzes outcome data, using pre and post tests, to assess 
changes in clients' level of understanding and problem solving skills.Interacting With Computers: Utilizes job-related 
databases such as eTOMIS, Edison, TN-WITS to accomplish work tasks. Uses office productivity software, such as word 
processing, spreadsheet, or presentation programs, to process information and create documentsThinking Creatively: 
Develops new programs, therapeutic techniques, resources, and/or activities as needed to meet the needs of 
patient/client.Processing Information: Compiles data for services provided (e.g., numbers of referrals in/out, number of 
persons involved in group and one-to-one interactions, client status) to create monthly statistical reports of productivity 
or other types of reports as requested.Organizing, Planning, and Prioritizing Work: Plans and prioritizes work tasks (for 
self and/or staff) based on scheduled events and activities, deadlines, and in accordance with departmental and 
professional standards.Communicating with Persons Outside Organization: Communicates via telephone, email, or in 
person with the service providers to exchange information necessary to assist individuals in obtaining services and to 
follow up on the progress being made in receiving services.Establishing and Maintaining Interpersonal Relationships: 
Develops a network of internal and external contacts with people who may be able to assist in housing/living 
arrangements, placing clients in jobs, and/or provide other needed services for transitioning clients back into the 
community.Developing and Building Teams: May conduct staff meetings and facilitate team-building activities to 
encourage effective communications and build trust, respect, and cooperation among team members.Communicating 
with Supervisors, Peers, or Subordinates: Exchanges information via email, in person, or by telephone with supervisor, 
team members, and others co-workers relevant to work activities (e.g., case load status, urgent care issues, or social 
services issues).Scheduling Work and Activities: Determines schedules for individuals, families, and/or other caregivers 
based on the individual's plan of care and policy requirements.Coordinating the Work and Activities of Others: May 
coordinate workload of staff assigned to work together on projects (e.g., community service projects) to ensure the 
timely and accurate completion of project tasks.Updating and Using Relevant Knowledge: Attends seminars, workshops, 
and/or other educational events as necessary to maintain license and enhance clinical social work knowledge, skills, and 
professional ethics/values.Operating Vehicles, Mechanized Devices, or Equipment: May operate a motor vehicle to drive 
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to other places as necessary to perform work tasks.Estimating the Quantifiable Characteristics of Products, Events, or 
Information: Estimates the quantities of materials or resources (e.g., number of workbooks, staff needed, flip charts) 
needed to conduct programmatic activities. 
 
Competencies (KSA’s): 
General Competencies: Ethics and values Decision quality Approachability Compassion Composure Understanding 
others Organizing Priority setting Conflict management PatienceKnowledge: Intermediate knowledge of principles and 
processes for providing client and rehabilitation services, including client needs assessment, meeting quality standards 
for rehabilitation services, and evaluation of program outcomes Advanced knowledge of laws governing clinical practice 
as a licensed clinical social worker, including HIPPAA, state and federal regulations for scope of practice, and other 
applicable laws/regulations Advanced knowledge of human behavior and performance; individual differences in ability, 
personality, and interests; learning and motivation; and the assessment and treatment of behavioral and affective 
disorders Advanced knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of 
behavioral disorders and/or dysfunctions Intermediate knowledge of principles and methods for teaching and 
instruction for individuals and groups Basic knowledge of professional safety methods Intermediate knowledge of group 
behavior and dynamics, societal trends and influences, ethnicity, and cultures Basic/Intermediate knowledge of business 
and management principles involved resource allocation, leadership techniques, and coordination of people and 
resources Basic knowledge of psychoactive drug properties and interactions and wellness alternatives Basic knowledge 
of administrative and clerical procedures and systems such as word processing, managing files and records, and other 
office procedures and terminology Basic knowledge of statisticsSkills: Advanced skill in being aware of others' reactions 
and understanding why they react as they do Advanced skill in actively looking for ways to help people Advanced skill in 
giving full attention to what other people are saying, taking time to understand the points being made, asking questions 
as appropriate, and not interrupting at inappropriate times Advanced skill in using logic and reasoning to identify the 
strengths and weaknesses of alternative solutions, conclusions or approaches to problems Advanced skill in 
understanding written sentences and paragraphs in work related documents Advanced skill in adjusting actions in 
relation to others' actions Advanced skill in talking to others to convey information effectively Advanced skill in 
monitoring/assessing performance of oneself, other individuals, or organizations to make improvements or take 
corrective action Advanced skill in communicating effectively in writing as appropriate for the needs of the audience 
Advanced skill in teaching others how to do something Advanced skill in bringing others together and trying to reconcile 
differences Advanced skill in persuading others to change their minds or behavior Intermediate skill in motivating and 
developing people as they work Advanced skill in understanding the implications of new information for both current 
and future problem-solving and decision-making Advanced skill in selecting and using training/instructional methods 
and procedures appropriate for the situation when learning or teaching new things Advanced skill in identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions Intermediate skill 
in managing one's own timeAbilities: Ability to identify and understand the speech of another person Advanced ability 
to listen to and understand information and ideas presented through spoken words and sentences Advanced ability to 
communicate information and ideas in speaking so others will understand Advanced ability to read and understand 
information and ideas presented in writing Advanced ability to communicate information and ideas in writing so others 
will understand Ability to detect and respond quickly to indicators of dangerous or aberrant behaviors via sensory 
modalities Intermediate ability to remember information such as words, numbers, pictures, and procedures 
Intermediate ability to tell when something is wrong or is likely to go wrong Intermediate ability to quickly make sense 
of, combine, and organize information into meaningful patterns Advanced ability to combine pieces of information to 
form general rules or conclusions (includes finding a relationship among seemingly unrelated events) Advanced ability to 
apply general rules to specific problems to produce answers that make sense Basic ability to add, subtract, multiply, or 
divide quickly and correctly Basic ability to come up with unusual or clever ideas and creative ways to solve a problem 
Intermediate ability to concentrate on a task over a period of time without being distracted Intermediate ability to come 
up with a number of ideas about a topic Intermediate ability to shift back and forth between two or more activities or 
sources of information Intermediate ability to generate or use different sets of rules for combining or grouping things in 
different ways 
 
Tools and Equipment Used: 
  Computer Telephone Printers, copiers, and other office equipment 
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071524 - TDOC EDUCATION SUPERINTENDENT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2221 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073629 - TDOC INVESTIGATIONS DIRECTOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3882 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045746 - TDOC SPECIAL AGENT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1852 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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045747 - TDOC SPECIAL AGENT IN CHARGE 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1853 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062873 - TDOT AIRCRAFT MAINTENANCE SUPV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  6951 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
3 years of experience in aircraft inspection, maintenance, and repair as an FAA licensed A&P Mechanic 
 
Other Requirements: 
Necessary Special Qualifications: Possession of both the Federal Aviation Administration (FAA) and Airframe and 
Powerplant (A&P) license. Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, this classification is responsible for the oversight and supervision of an aircraft 
maintenance and hangar staff and performs other related work as required.Distinguishing Features: This is the 
supervisory and highest-level class in the Aircraft Mechanic sub-series. An employee in this class supervises employees 
in the Aircraft Mechanic sub-series. This classification oversees and directs the unscheduled and scheduled maintenance 
and repair of various aircraft. This classification is responsible for the scheduling of aircraft maintenance, oversight and 
execution of aircraft maintenance and repair, records management, communication of aircraft status, and supervision of 
aircraft hangar staff. This class differs from that of Aircraft Mechanic 2 in that an incumbent of the latter does not 
supervise staff.  
 
Work Activities: 
 Schedule and forecast the preventative and routine maintenance of various state aircraft including reciprocating 
powered, turbine powered, fixed wing, rotary wing, single and/or multi-engine or jets to ensure the continued 
airworthiness of Tennessee state aircraft.  Schedule the repair of various state aircraft including reciprocating powered, 
turbine powered, fixed wing, rotary wing, single and/or multi-engine or jets to ensure the continued airworthiness of 
Tennessee state aircraft.  Oversee the scheduled and unscheduled maintenance of aircraft to ensure compliance with 
state and federal regulations and the continued airworthiness of Tennessee state aircraft.  Maintain maintenance and 
repair records in aircraft specific logbooks and tool calibration to ensure Federal Aviation Administration compliance. 
Maintains hangar records related to maintenance and repair schedules, status boards, aircraft status, invoices, parts 
inventory.  Provides consultation to management on the procurement and bid analysis for required aircraft parts and 
equipment to ensure compliance with the State of Tennessee procurement guidelines.  Communicate the results of pre-
flight and post-flight analysis to Pilots to ensure the safe operation of all aircraft. Coordinate with chief pilot to ensure 
proper availability, maintenance, and scheduling of aircraft Provides Department of Transportation leadership with 
information regarding aircraft status, cost expenditures, vehicles/equipment, and inventory status.  Perform scheduled 
and unscheduled and maintenance and repair of assigned aircraft such as reciprocating powered, turbine powered, 
fixed wing, rotary wing, single or multi-engine or jets when needed. Oversee the appropriate storage and disposal of 
hazardous materials and waste in accordance with state and federal Environmental Protection Agency regulations. 
Provide guidance and supervision to aircraft hangar staff including time management, training, scheduling, performance 
management, and other related tasks as required.  
 
Competencies (KSA’s): 
Competencies Approachability Comfort Around Higher Management Composure Developing Direct Reports and Others 
Directing Others Functional/Technical Competency Integrity and Trust Peer Relationships Planning Self-
DevelopmentKnowledge: Administration and Management Clerical Customer and Personal Service English Language Law 
and Government Mathematics Mechanical Publix Safety and Security Transportation Skills: Active Listening Complex 
Problem Solving Equipment Maintenance Judgment and Decision Making Management of Material Resources 
Monitoring Reading Comprehension Speaking Time Management Troubleshooting Abilities: Deductive Reasoning Extent 
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Flexibility Gross Body Equilibrium Inductive Reasoning Manual Dexterity Multi-limb Coordination Problem Sensitivity 
Selective Attention Spatial Orientation Time Sharing 
 
Tools and Equipment Used: 
Tools and Equipment Used Computer Telephone Fax Machine Scanner Copy Machine Printer Projector Calculator Cell 
Phone Safety Equipment Motor Vehicles Heavy Equipment Basic Hand and Power Tools Precision Calibration Tools 
Hydraulic Press Hoist Ladders Aircraft Jacks and Scales Borescope Inspection Equipment Vibration Testers HVAC Service 
Cart Media Blaster Drill press Brake Metal Shear Arbor Press Sparkplug Cleaning Station Multimeter Fuel Bowser 
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076237 - TDOT ASSISTANT DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4285 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076238 - TDOT DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4286 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076240 - TDOT ENV STUDIES SPEC TRAINEE* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7425 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for learning to interpret and comply with state and federal 
regulations while conducting environmental studies, of average difficulty, required for federal and state funded 
transportation projects and performs related work as required. Distinguishing Features:  This is the entry or trainee level 
of the TDOT Environmental Studies Specialist Series. An employee in this class is responsible for learning to identify and 
complete environmental studies required for federal and state funded transportation projects. This position will learn to 
work with engineering and operational staff to coordinate environmental studies with consideration of the overall 
project schedule. This classification flexes to and differs from the TDOT Environmental Studies Specialist in that the 
incumbent of the latter is responsible for independently completing studies and coordinating with engineering and 
operations staff. *An applicant appointed to this class will be reclassified to the TDOT Environmental Studies Specialist 
after successful completion of a one-year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Learns to interpret a variety of environmental rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance. Learns to explain project-specific procedures and regulations to the 
general public, persons in other departments or divisions, or outside organizations and representatives as 
required.Judging the Qualities of Things, Services, or People: Learns to evaluate consultant performance and document 
quality to determine continued business partnerships. Learns to review design plans, including but not limited to project 
scope, table of acquisition, and project termini, for accuracy as related to environmental issues.Provide Consultation and 
Advice to Others: Learns to provide responses to technical questions for peers, consultants or contractors to clarify 
project information, environmental constraints and commitments, and departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Evaluating Information to 
Determine Compliance with Standards: Learns to evaluate increasingly complex environmental documents for accuracy 
and to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Learns to coordinate, prepare and/or review documentation of all transportation projects in the state to 
determine the effect of such projects on properties listed or eligible to be listed as a regulated property. Learns to 
review construction documents with architects, engineers, contractors and consultants, and advises as to the 
applicability of departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Learns 
to evaluate current business practices for effectiveness and provides recommendations for modifications, additions, or 
improvement of processes. Learns to prepare and/or review program and operational memoranda of 
understanding/agreement in consultation with external agencies and entities to determine applicability and compliance 
of individual projects. Learns to review and validate environmental documents prepared by peers and external business 
partners to ensure quality, completeness, and compliance.Getting Information: Learns to research plans, policies, 
procedures, guidelines, and various environmental rules, regulations, and laws related to transportation to assist with 
document creation. Learns to conduct and/or oversee environmental surveys, inventories, or monitoring, including site 
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evaluations to locate, identify, photograph, map, and collect data on all building sites, structures, archaeological sites, 
and natural resource sites. Learns to coordinate and conduct research using primary and secondary sources to obtain 
records, maps and background information in order to determine the potential for regulatory listings and impacts to 
regulated sites. Learns to contact internal and external business partners for the purpose of furnishing or obtaining 
information. Learns to attend meetings and conferences/conference calls to gather information on project 
updates.Monitor Processes, Materials, or Surroundings: Learns to monitor information systems to determine any 
changes to new or existing projects. Learns to perform environmental investigation, remediation, and/or monitoring 
work, including sampling and evaluation of site characteristics to determine compliance with environmental, 
transportation, or other standards. Learns to monitor work orders, schedules, deliverables, and project scope to ensure 
deadlines are met.Making Decisions and Solving Problems:  Learns to review project documentation to identify a 
project’s impacts on certain resources, including but not limited to air quality, noise, hazardous materials, historical 
sites, archaeological sites, regulated streams, wetlands, species and habitats, farmland, parks, and flood zones, to 
determine whether additional coordination and environmental documentation is required. Learns to determine type of 
environmental document necessary based on project scope, funding source, and other considerations in order to 
maintain compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Learns to prepare mitigation plans that meet regulatory requirements based on analysis of project 
documentation and proposed impacts to regulated features.Identifying Objects, Actions, and Events: Learns to identify 
features of potential significance in the project plans to determine level of documentation needed, level of project 
impact, and project schedule. Learns to identify work priorities to ensure the most important work is completed first 
based on project schedule and supervisor guidance.Analyzing Data or Information:  Learns to review and analyze 
relevant information, including but not limited to the natural, social, and cultural monitoring records, site inspection 
studies, and sampling data, to determine the next action to be taken in developing the environmental 
document.Resolving Conflicts and Negotiating with Others: Learns to negotiate agreements with agencies and other 
stakeholders to streamline project reviews, define procedures, and/or resolve issues related to proposed environmental 
impacts from transportation projects.Documenting/Recording Information: Compiles and generates all relevant 
environmental documents as required by departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Documents and stores appropriate information in electronic databases and/or physical form 
as required to ensure accurate information is recorded. Documents information provided during meetings and training 
to ensure accurate project-related information is disseminated to others.Processing Information:  Learns to compile, 
calculate, create, and review accurate and complete information, including but not limited to transportation plans, 
environmental regulations, site information records and studies, research data, and maps and charts, to prepare 
increasingly complex environmental documents. Learns to distribute approved environmental documents to appropriate 
internal and external business partners in order to advance project development. Learns to manage data storage 
systems by adding all relevant environmental documentation to ensure accurate and complete information. Learns to 
prepare artifacts for curation according to regulatory requirements. Learns to update information tracking systems with 
schedule updates, project progress reports, and commitments to ensure accurate and complete information.Updating 
and Using Relevant Knowledge:  Reviews current departmental, state, and federal information sources periodically to 
identify relevant changes in environmental documentation policies, procedures, rules, regulations, and best practices. 
Completes required training events to learn new procedures, ensure continual learning, maintain current knowledge of 
the field, and increase job proficiency. Seeks internal and external opportunities for professional development, including 
but not limited to participation in webinars, panel discussions, and presentations.Performing Administrative Activities: 
Learns to maintain project documentation, including but not limited to administrative records, correspondence, minutes 
of meetings, memos, and phone logs. Prepares and mails documents to internal and external business partners. Reviews 
and signs invoices detailing scope of work and labor hours performed by external business partners.Thinking Creatively: 
Learns to develop spreadsheets, presentations, letters, meeting displays, informational handouts, memos, logs, website 
and other systems as required to facilitate accurate data gathering, training, efficiency, and dissemination. Learns to 
participate in brainstorming sessions to streamline workflow processes, identify new initiatives, and improve business 
practices.Organizing, Planning, and Prioritizing Work: Organizes and prioritizes personal workload using calendars, lists, 
and other project delivery facilitators to ensure timely and accurate completion of work. Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.Communicating with 
Persons Outside Organization:  Coordinates with departmental representatives to draft correspondence in response to 
public complaints or inquiries. Effectively communicates with external stakeholders including regulatory agencies, 
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interested parties, and the public to gather project information and status updates and to disseminate 
information.Establishing and Maintaining Interpersonal Relationships:  Maintains professional working relationships 
with peers and management to ensure effective team operations. Networks with internal and external business partners 
to ensure open dialogues exist and to facilitate coordination and unified effort.Coordinating the Work and Activities of 
Others:  Coordinates with internal and external business partners to facilitate communication for the delivery of 
transportation projects.Communicating with Supervisors, Peers, or Subordinates: Communicates effectively verbally and 
through written formats with management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments. Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications and advises management about issues of concern as they occur. Conducts and/or attends 
meetings with internal business partners to gather project information and status updates and to disseminate 
information. Communicates work-related information to peers to facilitate teamwork and coordinate effort.Scheduling 
Work and Activities: Schedules and coordinates meetings with internal and external customers to ensure information is 
communicated. Schedules personal workload to ensure project delivery schedules are met or, if not met, proposes new 
schedule. Reviews assigned activities and proposes personal workload adjustments as needed.Interacting With 
Computers: Learns to use appropriate technical database and data storage tracking software specific to the state and 
agency as required. Uses office productivity software, including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines. Learns to convert archival data to electronic format. Enters and/or approves time, leave and/or travel within 
the designated computer program, in a proper and timely manner.Controlling Machines and Processes: Utilizes office 
equipment, including but not limited to copier, fax, phone, and scanner in accordance with state policy and procedures. 
 
Competencies (KSA’s): 
Competencies: Technical Learning                     Informing                      Organizing                     Priority Setting              Time 
Management                     Written Communications           Composure                   Interpersonal Savvy                  Listening                      
Peer Relationships  Knowledge: Intermediate knowledge of clerical tasks including use of Microsoft office products, filing 
and other required equipment and software                    Intermediate knowledge of technical writing                  
Intermediate knowledge of oral communication techniques                    Basic knowledge of geographic features that 
could be affected by transportation projects              Basic knowledge of relevant environmental laws and regulations 
Intermediate knowledge of plants and animal species and habitats Intermediate knowledge of historical and 
archeological sites Intermediate knowledge of chemistrySkills: Active learning              Active listening              Reading 
comprehension             Speaking to individuals or groups                       Writing and preparing reports, letters, and other 
necessary documents The coordination of processes, people, and programs Time management     Abilities: Deductive 
Reasoning                 Information Ordering                 Oral Comprehension                  Oral Expression             Problem 
Sensitivity                   Selective Attention                    Time Sharing                 Written Comprehension             Written 
Expression                    Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Sampling, Monitoring 
Equipment and Supplies/Tools Cameras and Optical Equipment Global Position System (GPS) 
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076242 - TDOT ENV STUDIES SPECIALIST AD 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4299 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time professional environmental program, environmental studies or cultural resources experience. Substitution of 
Education for Experience: Graduate coursework may be substituted for the required experience on a year-for-year basis, 
to a maximum of two years (24 semester hours is equivalent to one year). Substitution of Experience for Education: 
None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for interpreting and complying with state and federal regulations 
while conducting environmental studies of considerable difficulty required for federal and state-funded transportation 
projects and performs related work as required. Distinguishing Features:  An employee in this class is a lead worker 
responsible for identifying and completing environmental studies required for federal and state-funded transportation 
projects. This position will work with project development and operational staff to coordinate environmental studies 
with consideration of the overall project schedule. An employee of this class will be responsible for complex projects 
and studies. This classification differs from the TDOT Transportation Studies Specialist in that the incumbent of the latter 
is not a lead worker and is responsible for projects and studies of average difficulty. This classification differs from the 
TDOT Environmental Supervisor in that the incumbent of the latter is responsible for the supervision of subordinate 
staff. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Interprets a variety of environmental rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance. Explains project-specific procedures and regulations to the general public, 
persons in other departments or divisions, or outside organizations and representatives as required.Provide 
Consultation and Advice to Others:   Provides responses to technical questions for peers, consultants, or contractors to 
clarify project information, environmental constraints and commitments, and departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures. Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Getting Information:   
Researches plans, policies, procedures, guidelines, and various environmental rules, regulations, and laws related to 
transportation to assist with document creation. Conducts and/or oversees environmental surveys, inventories or 
monitoring, including site evaluations to locate, identify, photograph, map, and collect data on all building sites, 
structures, archaeological sites, and natural resource sites. Coordinates and conducts research using primary and 
secondary sources to obtain records, maps, and background information in order to determine the potential for 
regulatory listings and impacts to regulated sites. Contacts internal and external business partners for the purpose of 
furnishing or obtaining information. Attends meetings and conferences/conference calls to gather information on 
project updates.Evaluating Information to Determine Compliance with Standards: Evaluates complex environmental 
documents for accuracy and to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Coordinates, prepares and/or reviews documentation of all transportation 
projects in the state to determine the effect of such projects on properties listed or eligible to be listed as regulated 
properties. Reviews construction documents with architects, engineers, contractors and consultants, and advises as to 
the applicability of departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
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Evaluates current business practices for effectiveness and provides recommendations for modifications, additions, or 
improvement of processes. Prepares and/or reviews program and operational memoranda of understanding/agreement 
in consultation with external agencies and entities to determine applicability and compliance of individual projects. 
Reviews and validates environmental documents prepared by peers and external business partners to ensure quality, 
completeness, and compliance.Monitor Processes, Materials, or Surroundings:   Performs complex environmental 
investigation, remediation, and/or monitoring work, including sampling and evaluation of site characteristics to 
determine compliance with environmental, transportation or other standards. Monitors work orders, schedules, 
deliverables, and project scope to ensure deadlines are met. Monitors information systems to determine any changes to 
new or existing projects.Making Decisions and Solving Problems:   Reviews complex project documentation to identify a 
project's impact on certain resources, including but not limited to air quality, noise, hazardous materials, historical sites, 
archaeological sites, regulated streams, wetlands, species and habitat, farmland, parks, and flood zones, to determine 
whether additional coordination and environmental documentation is required. Determines type of environmental 
document necessary based on project scope, funding source, and other considerations in order to maintain compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Based on analysis 
of project documentation and proposed impacts to regulated features, prepares mitigation plans that meet regulatory 
requirements.Identifying Objects, Actions, and Events:   Identifies features of potential significance in the project plans 
to determine level of documentation needed, level of project impact, and project schedule. Identifies work priorities to 
ensure the most important work is completed first based on project schedule and supervisor guidance.Judging the 
Qualities of Things, Services, or People:   Evaluates consultant performance and document quality to determine 
continued business partnership. Reviews design plans, including but not limited to project scope, table of acquisition, 
and project termini, for accuracy as related to environmental issues. Analyzing Data or Information:   Reviews and 
analyzes relevant information, including but not limited to the natural, social, and cultural monitoring records, site 
inspection studies, and sampling data to determine the next action to be taken in developing the environmental 
document. Resolving Conflicts and Negotiating with Others:   Negotiates agreements with agencies and other 
stakeholders to streamline project reviews, define procedures, and/or resolve issues related to proposed environmental 
impacts from transportation projects.Documenting/Recording Information:   Compiles and generates all relevant 
environmental documents as required by departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Documents and stores appropriate information in electronic databases and/or physical form 
as required to ensure accurate information is recorded. Documents information provided during meetings and training 
to ensure accurate project-related information is disseminated to others.Processing Information:   Completes complex 
calculations and reviews complex information, including but not limited to transportation plans, environmental 
regulations, site information records and studies, research data, and maps and charts to prepare complex environmental 
documents. Distributes approved environmental documents to appropriate internal and external business partners in 
order to advance project development. Manages data storage systems by adding all relevant environmental 
documentation to ensure accurate and complete information. Prepares artifacts for curation according to regulatory 
requirements. Updates information tracking systems with schedule updates, project progress reports, and commitments 
to ensure accurate and complete information.Updating and Using Relevant Knowledge:   Periodically reviews current 
departmental, state, and federal information sources to identify relevant changes in environmental documentation 
policies, procedures, rules, regulations, and best practices. Completes required training events to learn new procedures, 
ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Seeks internal and 
external opportunities for professional development, including but not limited to participation in webinars, panel 
discussions, and presentations. Performing Administrative Activities: Maintains project documentation, including but 
not limited to administrative records, correspondence, minutes of meetings, memos, and phone logs. Prepares and 
mails documents to internal and external business partners. Reviews and signs invoices detailing scope of work and 
labor hours performed by external business partners. Establishing and Maintaining Interpersonal Relationships:   
Maintains professional working relationships with peers and management to ensure effective team operations. 
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort.Communicating with Persons Outside Organization: Coordinates with departmental representatives to 
draft correspondence in response to public complaints or inquiries. Effectively communicates with external stakeholders 
including regulatory agencies, interested parties, and the public to gather project information and status updates and to 
disseminate information.Organizing, Planning, and Prioritizing Work:   Organizes and prioritizes personal workload using 
calendars, lists, and other project delivery facilitators to ensure timely and accurate completion of work. Incorporates 
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last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.Thinking 
Creatively: Develops spreadsheets, presentations, letters, meeting displays, informational handouts, memos, logs, 
website and other systems as required to facilitate accurate data gathering, training, efficiency, and dissemination. 
Participates in brainstorming sessions to streamline workflow processes, identify new initiatives, and improve business 
practices. Coordinating the Work and Activities of Others:   Leads coordination with internal and external business 
partners to facilitate communication for the delivery of transportation projects.Coaching and Developing Others: 
Mentors less experienced coworkers and reviews their documents to facilitate development and job 
performance.Communicating with Supervisors, Peers, or Subordinates: Communicates effectively verbally and through 
written formats with management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments. Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications and advises management about issues of concern as they occur. Conducts and/or attends 
meetings with internal business partners to gather project information and status updates and to disseminate 
information. Communicates work-related information to peers to facilitate teamwork and coordinate effort.Scheduling 
Work and Activities: Schedules and coordinates meetings with internal and external customers to ensure information is 
communicated. Schedules personal workload to ensure project delivery schedules are met or, if not met, proposes new 
schedule. Reviews assigned activities and proposes personal workload adjustments as needed.Interacting With 
Computers: Uses appropriate technical database and data storage tracking software specific to the state and agency as 
required. Uses office productivity software, including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines. 
Converts archival data to electronic format. Enters and/or approves time, leave and/or travel within the designated 
computer program in a proper and timely manner. Controlling Machines and Processes:   Utilizes office equipment, 
including but not limited to copier, fax, phone, and scanner in accordance with state policy and procedures. 
 
Competencies (KSA’s): 
Competencies: Composure                 Integrity and Trust                  Decision Quality          Functional/Technical Competency                   
Directing Others          Conflict Management               Political Savvy             Presentation Skills                   Organizing                   
Written Communications    Knowledge: Advanced knowledge of clerical tasks including use of Microsoft office products, 
filing, and other required equipment and software                 Advanced knowledge of technical writing          Advanced 
knowledge of oral communication techniques           Intermediate knowledge of geographical features that could be 
affected by transportation projects Intermediate knowledge of plants and animal species and habitats Intermediate 
knowledge of historical and archeological sites Intermediate knowledge of chemistry              Intermediate knowledge of 
relevant environmental laws and regulations Intermediate knowledge of transportation systems including air, water, 
rail, and roadways                   Basic knowledge of reading and interpreting design plans       Skills: Active learning            
Active listening            Reading comprehension           Speaking to individuals or groups                     Writing and preparing 
reports, letters, and other necessary documents Coordination               Social perceptiveness              Instructing                  
Complex problem solving                    Quality control analysis through review of documents               Management of 
personnel                    Time management     Abilities: Deductive Reasoning               Information Ordering               Oral 
Comprehension                Oral Expression           Problem Sensitivity                 Selective Attention                  Time Sharing               
Written Comprehension           Written Expression                  Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Sampling, Monitoring 
Equipment and Supplies/Tools Cameras and Optical Equipment Global Position System (GPS) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076241 - TDOT ENV STUDIES SPECIALIST* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4294 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
full-time professional environmental program, environmental studies or cultural resources experience. . Substitution of 
Education for Experience: Graduate coursework may be substituted for the required experience on a year-for-year basis, 
to a maximum of one year (24 semester hours is equivalent to one year). Substitution of Experience for Education: 
Qualifying professional environmental program, environmental studies or cultural resources experience obtained as a 
Full-Time Tennessee Department of Transportation employee may be substituted for the required education, on a year-
for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for interpreting and complying with state and federal regulations 
while conducting environmental studies, of average difficulty, required for federal and state funded transportation 
projects and performs related work as required. Distinguishing Features:  This is the working level for the TDOT 
Environmental Studies Specialist Series. An employee in this class is responsible for identifying and independently 
completing environmental studies of average difficulty required for federal and state funded transportation projects. 
This position will work with engineering and operational staff to coordinate environmental studies with consideration of 
the overall project schedule. This class is flexibly staffed and this classification differs from the TDOT Environmental 
Studies Specialist-Trainee in that the incumbent of the latter is learning to identify and complete environmental studies 
and coordinate activities with project development and operational staff.  This classification differs from the TDOT 
Transportation Studies Specialist-Advanced in that the incumbent of the latter is a lead worker and responsible for 
projects and studies of greater complexity. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Interprets a variety of environmental rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance. Explains project-specific procedures and regulations to the general public, 
persons in other departments or divisions, or outside organizations and representatives as required.Judging the 
Qualities of Things, Services, or People:  Evaluates consultant performance and document quality to determine 
continued business partnership. Reviews design plans, including but not limited to project scope, table of acquisition, 
and project termini, for accuracy as related to environmental issues.Provide Consultation and Advice to Others: Provides 
responses to technical questions for peers, consultants or contractors to clarify project information, environmental 
constraints and commitments, and departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.Evaluating Information to Determine Compliance with Standards: 
Evaluates increasingly complex environmental documents for accuracy and to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Coordinates, prepares and/or reviews 
documentation of all transportation projects in the state to determine the effect of such projects on properties listed or 
eligible to be listed as a regulated property. Reviews construction documents with architects, engineers, contractors and 
consultants, and advises as to the applicability of departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Prepares and/or reviews program and operational memoranda of understanding/agreement 
in consultation with external agencies and entities to determine applicability and compliance of individual projects. 
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Evaluates current business practices for effectiveness and provides recommendations for modifications, additions, or 
improvement of processes. Reviews and validates environmental documents prepared by peers and external business 
partners to ensure quality, completeness, and compliance.Getting Information: Researches plans, policies, procedures, 
guidelines, and various environmental rules, regulations, and laws related to transportation to assist with document 
creation. Conducts and/or oversees environmental surveys, inventories, or monitoring, including site evaluations to 
locate, identify, photograph, map, and collect data on all building sites, structures, archaeological sites, and natural 
resource sites. Coordinates and conducts research using primary and secondary sources to obtain records, maps and 
background information in order to determine the potential for regulatory listings and impacts to regulated sites. 
Contacts internal and external business partners for the purpose of furnishing or obtaining information. Attends 
meetings and conferences/conference calls to gather information on project updates.Making Decisions and Solving 
Problems:  Reviews project documentation to identify a project's impact on certain resources, including but not limited 
to air quality, noise, hazardous materials, historical sites, archaeological sites, regulated streams, wetlands, species and 
habitat, farmland, parks, and flood zones, to determine whether additional coordination and environmental 
documentation is required. Determines type of environmental document necessary based on project scope, funding 
source, and other considerations in order to maintain compliance with departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Prepares mitigation plans that meet regulatory requirements based 
on analysis of project documentation and proposed impacts to regulated features.Monitor Processes, Materials, or 
Surroundings: Monitors information systems to determine any changes to new or existing projects. Performs 
environmental investigation, remediation, and/or monitoring work, including sampling and evaluation of site 
characteristics to determine compliance with environmental, transportation or other standards. Monitors work orders, 
schedules, deliverables, and project scope to ensure deadlines are met.Identifying Objects, Actions, and Events: 
Identifies features of potential significance in the project plans to determine level of documentation needed, level of 
project impact, and project schedule. Identifies work priorities to ensure the most important work is completed first 
based on project schedule and supervisor guidance.Resolving Conflicts and Negotiating with Others: Negotiates 
agreements with agencies and other stakeholders to streamline project reviews, define procedures, and/or resolve 
issues related to proposed environmental impact from transportation projects. Analyzing Data or Information: Reviews 
and analyzes relevant information, including but not limited to the natural, social, and cultural monitoring records, site 
inspection studies, and sampling data to determine the next action to be taken in developing the environmental 
document. Processing Information: Compiles, calculates, creates, and reviews accurate and complete information, 
including but not limited to transportation plans, environmental regulations, site information records and studies, 
research data, and maps and charts, to prepare increasingly complex environmental documents. Distributes approved 
environmental documents to appropriate internal and external business partners in order to advance project 
development. Manages data storage systems by adding all relevant environmental documentation to ensure accurate 
and complete information. Prepares artifacts for curation according to regulatory requirements. Updates information 
tracking systems with schedule updates, project progress reports, and commitments to ensure accurate and complete 
information. Documenting/Recording Information: Compiles and generates all relevant environmental documents as 
required by departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Documents 
and stores appropriate information in electronic databases and/or physical form as required ensuring accurate 
information is recorded. Documents information provided during meetings and training to ensure accurate project-
related information is disseminated to others. Performing Administrative Activities: Maintains project documentation, 
including but not limited to administrative records, correspondence, minutes of meetings, memos, and phone logs. 
Prepares and mails documents to internal and external business partners. Reviews and signs invoices detailing scope of 
work and labor hours performed by external business partners.Updating and Using Relevant Knowledge:  Periodically 
reviews current departmental, state, and federal information sources to identify relevant changes in environmental 
documentation policies, procedures, rules, regulations, and best practices. Completes required training events to learn 
new procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Seeks 
internal and external opportunities for professional development, including but not limited to participation in webinars, 
panel discussions, and presentations.Thinking Creatively: Develops spreadsheets, presentations, letters, meeting 
displays, informational handouts, memos, logs, website and other systems as required to facilitate accurate data 
gathering, training, efficiency, and dissemination. Participates in brainstorming sessions to streamline workflow 
processes, identify new initiatives, and improve business practices. Organizing, Planning, and Prioritizing Work:  
Organizes and prioritizes personal workload using calendars, lists, and other project delivery facilitators to ensure timely 
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and accurate completion of work. Incorporates last minute and unscheduled tasks into current workload to ensure 
timely and accurate completion of work.Communicating with Persons Outside Organization: Coordinates with 
departmental representatives to draft correspondence in response to public complaints or inquiries. Effectively 
communicates with external stakeholders including regulatory agencies, interested parties, and the public to gather 
project information and status updates and to disseminate information.Establishing and Maintaining Interpersonal 
Relationships:  Maintains professional working relationships with peers and management to ensure effective team 
operations. Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.Coordinating the Work and Activities of Others: Coordinates with internal and external 
business partners to facilitate communication for project delivery of transportation projects. Communicating with 
Supervisors, Peers, or Subordinates: Communicates effectively verbally and through written formats with management 
and other internal business partners to ensure accurate and timely receipt of instructions and work assignments. 
Maintains an open dialogue with internal business partners to ensure effective and efficient communications and 
advises management about issues of concern as they occur. Conducts and/or attends meetings with internal business 
partners to gather project information and status updates and to disseminate information. Communicates work-related 
information to peers to facilitate teamwork and coordinate effort. Scheduling Work and Activities: Schedules and 
coordinates meetings with internal and external customers to ensure information is communicated. Schedules personal 
workload to ensure project delivery schedules are met or, if not met, proposes new schedules. Reviews assigned 
activities and proposes personal workload adjustments as needed.Interacting With Computers: Uses appropriate 
technical database and data storage tracking software specific to the state and agency as required. Uses office 
productivity software, including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Converts archival data to 
electronic format. Enters and/or approves time, leave and/or travel within the designated computer program, in a 
proper and timely manner.Controlling Machines and Processes:  Utilizes office equipment, including but not limited to 
copier, fax, phone, and scanner in accordance with state policy and procedures. 
 
Competencies (KSA’s): 
Competencies: Technical Learning                    Informing                     Organizing                    Priority Setting             Time 
Management                    Written Communications          Composure                  Interpersonal Savvy                 Listening                      
Peer Relationships   Knowledge: Intermediate knowledge of clerical tasks including use of Microsoft office products, 
filing and other required equipment and software                   Intermediate knowledge of technical writing                 
Intermediate knowledge of oral communication techniques                   Intermediate knowledge of geological conditions, 
features, and descriptions            Intermediate knowledge of relevant environmental laws and regulations Intermediate 
knowledge of plants and animal species and habitats Intermediate knowledge of historical and archeological sites 
Intermediate knowledge of chemistry  Skills: Active learning             Active listening             Reading comprehension            
Speaking to individuals or groups                      Writing and preparing reports, letters, and other necessary documents The 
coordination of processes, people, and programs Time management    Abilities: Deductive Reasoning                
Information Ordering                Oral Comprehension                 Oral Expression            Problem Sensitivity                  
Selective Attention                   Time Sharing                Written Comprehension            Written Expression                   Speech 
Clarity 
 
Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Sampling, Monitoring 
Equipment and Supplies/Tools Cameras and Optical Equipment Global Position System (GPS) 
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076244 - TDOT ENVIRONMENTAL MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4312 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of full-time professional environmental program, environmental studies or cultural resources experience including at 
least two years of supervisory experience. Substitution of Education for Experience: Graduate coursework may be 
substituted for the required experience on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year).  There is no substitution for the supervisory experience. Substitution of Experience for 
Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the managing of staff completing environmental studies and 
documentation of considerable difficulty that is required for federal and state funded transportation projects and 
performing related work as required. Distinguishing Features: An employee in this class performs managerial duties for a 
statewide environmental division by functioning as either the manager over a moderate sized technical central office 
section, regional environmental project development manager, or manager with statewide responsibilities over a 
specialty environmental study area. This position will work with project development and operational staff to coordinate 
environmental studies with consideration of the overall project schedule. An employee of this class will be responsible 
for complex projects and studies. This classification differs from the TDOT Transportation Studies Specialist Supervisor in 
that the incumbent of the latter is assigned supervisory responsibilities. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets a variety of environmental rules, regulations, policies, 
procedures, and documentation for subordinate staff, and internal and external business partners, to facilitate 
understanding, enhance communications, and ensure compliance. Explains project-specific procedures and regulations 
to the general public, persons in other departments or divisions, or outside organizations and representatives as 
required.Judging the Qualities of Things, Services, or People:  Evaluates consultant performance and document quality 
to determine continued business partnership. Assesses the performance of assigned subordinates and needs of the 
department to make decisions and recommendations including promotion, demotion, transfer and retention. Assesses 
the quality of the work of subordinates to inform, advise, and guide performance management and development. 
Reviews design plans, including but not limited to project scope, table of acquisition, and project termini, for accuracy as 
related to environmental issues.Coaching and Developing Others: Discusses performance with subordinates to identify 
and correct deficiencies and to reinforce strengths. Mentors assigned subordinates by providing feedback and 
information regarding organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, use of systems and available functionality, to encourage effective and efficient 
performance of assigned tasks. Mentors less experienced coworkers and reviews their documents to facilitate 
development and job performance.Resolving Conflicts and Negotiating with Others: Investigates conflicts between 
business partners and agency employees according to department, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures and develops an action plan for resolving the issue. Negotiates agreements with agencies 
and other stakeholders to streamline project reviews, define procedures, and/or resolve issues related to proposed 
environmental impacts from transportation projects.Provide Consultation and Advice to Others: Provides responses to 
technical questions for peers, consultants or contractors to clarify project information, environmental constraints and 
commitments, and departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 



 TN Job Classification Specifications  
September 22, 2020 

Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.Staffing Organizational Units:  Participates in hiring process including identifying 
hiring criteria, recruiting and interviewing applicants.Evaluating Information to Determine Compliance with Standards: 
Evaluates complex environmental documents for accuracy and to determine compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Coordinates, prepares and/or reviews 
documentation of all transportation projects in the state to determine the effect of such projects on properties listed or 
eligible to be listed as a regulated properties. Reviews construction documents with architects, engineers, contractors 
and consultants, and advises as to the applicability of departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates current business practices for effectiveness and provides 
recommendations for modifications, additions, or improvement of processes. Prepares and/or reviews program and 
operational memoranda of understanding/agreement in consultation with external agencies and entities to determine 
applicability and compliance of individual projects. Reviews and validates environmental documents prepared by peers 
and external business partners to ensure quality, completeness, and compliance. Getting Information: Researches plans, 
policies, procedures, guidelines, and various environmental rules, regulations, and laws related to transportation to 
assist with document creation. Conducts and/or oversees environmental surveys, inventories or monitoring, including 
site evaluations to locate, identify, photograph, map, and collect data on all building sites, structures, archaeological 
sites, and natural resource sites. Coordinates and conducts research using primary and secondary sources to obtain 
records, maps and background information in order to determine the potential for regulatory listing and impacts to 
regulated sites. Contacts internal and external business partners for the purpose of furnishing or obtaining information. 
Attends meetings and conferences/conference calls to gather information on project updates.Monitor Processes, 
Materials, or Surroundings:  Monitors information systems to determine any changes to new or existing projects. 
Performs complex environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of site characteristics to determine compliance with environmental, transportation, or other standards. 
Monitors work orders, schedules, deliverables, and project scope to ensure deadlines are met. Monitors subordinate 
attendance, leave, time worked, schedules, travel and/or other information.Documenting/Recording Information:  
Maintains appropriate subordinate performance documentation to ensure the completion of accurate and unbiased 
performance evaluations. Compiles and generates all relevant environmental documents as required by departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Documents and stores appropriate 
information in electronic databases and/or physical form as required ensuring accurate information is recorded. 
Documents information provided during meetings and training to ensure accurate project-related information is 
disseminated to others.Making Decisions and Solving Problems:  Reviews complex project documentation to identify a 
project's impact on certain resources, including but not limited to air quality, noise, hazardous materials, historical sites, 
archaeological sites, regulated streams, wetlands, species and habitats, farmland, parks, and flood zones, to determine 
whether additional coordination and environmental documentation is required. Determines type of environmental 
document necessary based on project scope, funding source, and other considerations in order to maintain compliance 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Prepares 
mitigation plans that meet regulatory requirements based on analysis of project documentation and proposed impacts 
to regulated features.Identifying Objects, Actions, and Events: Identifies features of potential significance in the project 
plans to determine level of documentation needed, level of project impact, and project schedule. Identifies work 
priorities to ensure the most important work is completed first based on project schedule and supervisor 
guidance.Coordinating the Work and Activities of Others:  Coordinates workload with internal and external business 
partners to ensure timely and accurate task completion. Assigns work to subordinates and monitors progress.Analyzing 
Data or Information: Reviews and analyzes relevant information, including but not limited to the natural, social, and 
cultural monitoring records, site inspection studies, and sampling data to determine the next action to be taken in 
developing the environmental document.Processing Information:  Completes complex calculations and reviews complex 
information, including but not limited to transportation plans, environmental regulations, site information records and 
studies, research data, and maps and charts to prepare complex environmental documents. Distributes approved 
environmental documents to appropriate internal and external business partners in order to advance project 
development. Manages data storage systems by adding all relevant environmental documentation to ensure accurate 
and complete information. Prepares artifacts for curation according to regulatory requirements. Updates information 
tracking systems with schedule updates, project progress reports, and commitments to ensure accurate and complete 
information.Updating and Using Relevant Knowledge:  Periodically reviews current departmental, state, and federal 
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information sources to identify relevant changes in environmental documentation policies, procedures, rules, 
regulations, and best practices. Completes required training events to learn new procedures, ensure continual learning, 
maintain current knowledge of the field, and increase job proficiency. Seeks internal and external opportunities for 
professional development including but not limited to participation in webinars, panel discussions, and 
presentations.Performing Administrative Activities: Maintains project documentation, including but not limited to 
administrative records, correspondence, minutes of meetings, memos, and phone logs. Prepares and mails documents 
to internal and external business partners. Reviews and signs invoices detailing scope of work and labor hours 
performed by external business partners.Thinking Creatively: Develops spreadsheets, presentations, letters, meeting 
displays, informational handouts, memos, logs, website and other systems as required to facilitate accurate data 
gathering, training, efficiency, and dissemination. Participates in brainstorming sessions to streamline workflow 
processes, identify new initiatives, and improve business practices.Organizing, Planning, and Prioritizing Work:  
Organizes and prioritizes personal and subordinate workload using calendars, lists, and other project delivery facilitators 
to ensure timely and accurate completion of work. Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.Communicating with Persons outside Organization: 
Coordinates with departmental representatives to draft correspondence in response to public complaints or inquiries. 
Communicates effectively with external stakeholders including regulatory agencies, interested parties, and the public to 
gather project information and status updates and to disseminate information.Establishing and Maintaining 
Interpersonal Relationships:  Maintains professional working relationships with peers and management to ensure 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.Communicating with Supervisors, Peers, or Subordinates: Communicates 
effectively verbally and through written formats with management and other internal business partners to ensure 
accurate and timely receipt of instructions and work assignments. Maintains an open dialogue with internal business 
partners to ensure effective and efficient communications and advises management about issues of concern as they 
occur. Conducts and/or attends meetings with internal business partners to gather project information and status 
updates and to disseminate information. Communicates work-related information to peers to facilitate teamwork and 
coordinate effort. Scheduling Work and Activities:  Schedules and coordinates meetings with internal and external 
customers to ensure information is communicated. Schedules and coordinates the work of subordinates, contractors 
and consultants to ensure timely submission of required information. Reviews assigned activities and proposes personal 
workload adjustments as needed.Interacting With Computers: Uses appropriate technical database and data storage 
tracking software specific to the state and agency as required. Uses office productivity software, including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines. Converts archival data to electronic format. Enters and/or approves 
time, leave and/or travel within the designated computer program in a proper and timely manner.Controlling Machines 
and Processes:  Utilizes office equipment, including but not limited to copier, fax, phone, and scanner in accordance with 
state policy and procedures. 
 
Competencies (KSA’s): 
Competencies: Composure                   Integrity and Trust                    Decision Quality            Functional/Technical 
Competency                      Directing Others            Conflict Management                 Political Savvy               Presentation Skills                    
Organizing                     Written Communications   Knowledge: Advanced knowledge of clerical tasks including use of 
Microsoft office products, filing and other required equipment and software                    Advanced knowledge of 
technical writing            Advanced knowledge of oral communication techniques             Intermediate knowledge of 
geographical features that could be affected by transportation projects  Intermediate knowledge of plants and animal 
species and habitats Intermediate knowledge of historical and archeological sites Intermediate knowledge of chemistry    
Intermediate knowledge of relevant environmental laws and regulations  Intermediate knowledge of transportation 
systems, including air, water, rail, and roadways                     Basic knowledge of reading and interpreting design plans   
Skills: Active learning              Active listening              Reading comprehension             Speaking to individuals or groups                       
Writing and preparing reports, letters, and other necessary documents  Coordination                 Social perceptiveness                
Instructing                    Complex problem solving                      Quality control analysis through review of documents                 
Management of personnel                      Time management     Abilities: Deductive Reasoning                 Information 
Ordering                 Oral Comprehension                  Oral Expression             Problem Sensitivity                   Selective Attention                   
Time Sharing                 Written Comprehension             Written Expression                    Speech Clarity 
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Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Sampling, Monitoring 
Equipment and Supplies/Tools Cameras and Optical Equipment Global Position System (GPS) 
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076243 - TDOT ENVIRONMENTAL SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4305 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and five years 
of full-time professional environmental program, environmental studies or cultural resources experience. Substitution of 
Education for Experience: Graduate coursework may be substituted for the required experience on a year-for-year basis, 
to a maximum of two years (24 semester hours is equivalent to one year). Substitution of Experience for Education: 
None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the supervision of staff and the completion of environmental 
studies and documentation of considerable difficulty that is required for federal and state funded transportation 
projects; and performs related work as required. Distinguishing Features: This is the supervisory level of the TDOT 
Environmental Studies Specialist Series. An employee in this class supervises a unit responsible for identifying and 
completing environmental studies required for federal and state funded transportation projects. This position will work 
with project development and operational staff to coordinate environmental studies with consideration of the overall 
project schedule. An employee of this class will be responsible for complex projects and studies. This classification 
differs from the TDOT Environmental Studies Specialist-Advance in that the incumbent of the latter is not assigned 
supervisory responsibilities. This classification differs from the TDOT Environmental Manager in that the incumbent of 
the latter is responsible for the supervision of multiple work units or one scientific area of study. 
 
Work Activities: 
Interpreting the Meaning of Information for Others: Interprets a variety of environmental rules, regulations, policies, 
procedures, and documentation for subordinate staff, internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance. Explains project-specific procedures and regulations 
to the general public, persons in other departments or divisions, or outside organizations and representatives as 
required.Judging the Qualities of Things, Services, or People:  Evaluates consultant performance and document quality 
to determine continued business partnership. Assesses the performance of assigned subordinates and needs of the 
department to make decisions and recommendations involving promotion, demotion, transfer and retention of 
employees. Assesses the quality of the work of subordinates to inform, advise, and guide performance management and 
development. Reviews design plans, including but not limited to project scope, table of acquisition, and project termini 
for accuracy as related to environmental issues.Coaching and Developing Others: Discusses performance with 
subordinates to identify and correct deficiencies and to reinforce strengths. Mentors assigned subordinates by providing 
feedback and information regarding organizational culture, policies and procedures, workflow and chain of command, 
task prioritization, proper documentation, use of systems and available functionality to encourage effective and efficient 
performance of assigned tasks. Mentors less experienced coworkers and reviews their documents to facilitate 
development and job performance.Resolving Conflicts and Negotiating with Others: Investigates conflicts between 
business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures and develops an action plan for resolving the issue. Negotiates agreements with 
agencies and other stakeholders to streamline project reviews, define procedures, and/or resolve issues related to 
proposed environmental impacts from transportation projects.Provide Consultation and Advice to Others: Provides 
responses to technical questions for peers, consultants or contractors to clarify project information, environmental 
constraints and commitments, and departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
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procedures. Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures.Staffing Organizational Units:  Participates in hiring process including 
identifying hiring criteria, recruiting, and interviewing applicants.Evaluating Information to Determine Compliance with 
Standards: Evaluates complex environmental documents for accuracy and to determine compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures. Coordinates, prepares and/or reviews 
documentation of all transportation projects in the state to determine the effect of such projects on properties listed or 
eligible to be listed as a regulated properties. Reviews construction documents with architects, engineers, contractors 
and consultants, and advises as to the applicability of departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Evaluates current business practices for effectiveness and provides 
recommendations for modifications, additions, or improvement of processes. Prepares and/or reviews program and 
operational memoranda of understanding/agreement in consultation with external agencies and entities to determine 
applicability and compliance of individual projects. Reviews and validates environmental documents prepared by peers 
and external business partners to ensure quality, completeness, and compliance. Getting Information: Researches plans, 
policies, procedures, guidelines, and various environmental rules, regulations, and laws related to transportation to 
assist with document creation. Conducts and/or oversees environmental surveys, inventories or monitoring, including 
site evaluations to locate, identify, photograph, map, and collect data on all building sites, structures, archaeological 
sites, and natural resource sites. Coordinates and conducts research using primary and secondary sources to obtain 
records, maps and background information in order to determine the potential for regulatory listings and impacts to 
regulated sites. Contacts internal and external business partners for the purpose of furnishing or obtaining information. 
Attends meetings and conferences/conference calls to gather information on project updates.Monitor Processes, 
Materials, or Surroundings:  Monitors information systems to determine any changes to new or existing projects. 
Performs complex environmental investigation, remediation, and/or monitoring work, including sampling and 
evaluation of site characteristics to determine compliance with environmental, transportation or other standards. 
Monitors work orders, schedules, deliverables, and project scope to ensure deadlines are met. Monitors subordinate 
employees' attendance, leave, time worked, schedules, travel and/or other information.Documenting/Recording 
Information:  Maintains appropriate subordinate performance documentation to ensure the completion of accurate and 
unbiased performance evaluations. Compiles and generates all relevant environmental documents as required by 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Documents and stores 
appropriate information in electronic databases and/or physical form as required ensuring accurate information is 
recorded. Documents information provided during meetings and training to ensure accurate project-related information 
is disseminated to others.Making Decisions and Solving Problems:  Reviews complex project documentation to identify a 
project's impacts on certain resources, including but not limited to air quality, noise, hazardous materials, historical 
sites, archaeological sites, regulated streams, wetlands, species and habitat, farmland, parks, and flood zones to 
determine whether additional coordination and environmental documentation is required. Determines type of 
environmental document necessary based on project scope, funding source, and other considerations in order to 
maintain compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Prepares mitigation plans that meet regulatory requirements based on analysis of project documentation 
and proposed impacts to regulated features.Identifying Objects, Actions, and Events: Identifies features of potential 
significance in the project plans to determine level of documentation needed, level of project impact, and project 
schedule. Identifies work priorities to ensure the most important work is completed first based on project schedule and 
supervisor guidance.Coordinating the Work and Activities of Others:  Coordinates workload with internal and external 
business partners to ensure timely and accurate task completion. Assigns work to subordinates and monitors 
progress.Analyzing Data or Information: Reviews and analyzes relevant information, including but not limited to the 
natural, social and cultural monitoring records, site inspection studies, and sampling data to determine the next action 
to be taken in developing the environmental document.Processing Information:  Completes complex calculations and 
reviews complex information, including but not limited to transportation plans, environmental regulations, site 
information records and studies, research data, and maps and charts to prepare complex environmental documents. 
Distributes approved environmental documents to appropriate internal and external business partners in order to 
advance project development. Manages data storage systems by adding all relevant environmental documentation to 
ensure accurate and complete information. Prepares artifacts for curation according to regulatory requirements. 
Updates information tracking systems with schedule updates, project progress reports, and commitments to ensure 
accurate and complete information.Updating and Using Relevant Knowledge:  Reviews current departmental, state, and 
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federal information sources periodically to identify relevant changes in environmental documentation policies, 
procedures, rules, regulations, and best practices. Completes required training events to learn new procedures, ensure 
continual learning, maintain current knowledge of the field, and increase job proficiency. Seeks internal and external 
opportunities for professional development, including but not limited to participation in webinars, panel discussions, 
and presentations.Performing Administrative Activities: Maintains project documentation, including but not limited to 
administrative records, correspondence, minutes of meetings, memos, and phone logs. Prepares and mails documents 
to internal and external business partners. Reviews and signs invoices detailing scope of work and labor hours 
performed by external business partners.Thinking Creatively: Develops spreadsheets, presentations, letters, meeting 
displays, informational handouts, memos, logs, website and other systems as required to facilitate accurate data 
gathering, training, efficiency, and dissemination. Participates in brainstorming sessions to streamline workflow 
processes, identify new initiatives, and improve business practices.Organizing, Planning, and Prioritizing Work:  
Organizes and prioritizes personal and subordinate workload using calendars, lists, and other project delivery facilitators 
to ensure timely and accurate completion of work. Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.Communicating with Persons outside Organization: 
Coordinates with departmental representatives to draft correspondence in response to public complaints or inquiries. 
Effectively communicates with external stakeholders including regulatory agencies, interested parties, and the public to 
gather project information and status updates and to disseminate information.Establishing and Maintaining 
Interpersonal Relationships:  Maintains professional working relationships with peers and management to ensure 
effective team operations. Networks with internal and external business partners to ensure open dialogues exist and to 
facilitate coordination and unified effort.Communicating with Supervisors, Peers, or Subordinates: Effectively 
communicates verbally and through written formats with management and other internal business partners to ensure 
accurate and timely receipt of instructions and work assignments. Maintains an open dialogue with internal business 
partners to ensure effective and efficient communications and advises management about issues of concern as they 
occur. Conducts and/or attends meetings with internal business partners to gather project information and status 
updates and to disseminate information. Communicates work-related information to peers and subordinates to 
facilitate teamwork and coordinate effort. Scheduling Work and Activities:  Schedules and coordinates meetings with 
internal and external customers to ensure information is communicated. Schedules and coordinates the work of 
subordinates, contractors and consultants to ensure timely submission of required information. Reviews assigned 
activities and proposes personal workload adjustments as needed.Interacting With Computers: Uses appropriate 
technical database and data storage tracking software specific to the state and agency as required. Uses office 
productivity software, including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Converts archival data to 
electronic format. Enters and/or approves time, leave and/or travel within the designated computer program in a 
proper and timely manner.Controlling Machines and Processes:  Utilizes office equipment, including but not limited to 
copier, fax, phone, and scanner in accordance with state policy and procedures. 
 
Competencies (KSA’s): 
Competencies: Composure                   Integrity and Trust                    Decision Quality            Functional/Technical 
Competency                      Directing Others            Conflict Management                 Political Savvy               Presentation Skills                    
Organizing                     Written Communications Knowledge: Advanced knowledge of clerical tasks including use of 
Microsoft office products, filing and other required equipment and software                    Advanced knowledge of 
technical writing            Advanced knowledge of oral communication techniques             Intermediate knowledge of 
geographical features that could be affected by transportation projects  Intermediate knowledge of plants and animal 
species and habitats Intermediate knowledge of historical and archeological sites Intermediate knowledge of chemistry    
Intermediate knowledge of relevant environmental laws and regulations  Intermediate knowledge of transportation 
systems including air, water, rail, and roadways                     Basic knowledge of reading and interpreting design plans  
Skills: Active learning              Active listening              Reading comprehension             Speaking to individuals or groups                       
Writing and preparing reports, letters, and other necessary documents  Coordination                 Social perceptiveness                
Instructing                    Complex problem solving                      Quality control analysis through review of documents                 
Management of personnel                      Time management    Abilities: Deductive Reasoning                 Information 
Ordering                 Oral Comprehension                  Oral Expression             Problem Sensitivity                   Selective Attention                   
Time Sharing                 Written Comprehension             Written Expression                    Speech Clarity 
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Tools and Equipment Used: 
 Personal Computer/Calculator Table Telephone/Cell Phone/Pager Printer/Scanner/Copier/Fax Sampling, Monitoring 
Equipment and Supplies/Tools Cameras and Optical Equipment Global Position System (GPS) 
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076259 - TDOT MECHANIC SENIOR* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4288 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time repair and/or maintenance of engines or related mechanical components, including but not 
limited to, transmissions, ignitions, and brakes. Substitution of Education for Experience: Coursework at an accredited 
technical or trades school in automotive technology, auto mechanics or diesel mechanics may be substituted for the 
required experience on a month-for-month basis up to 24 months.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Possess and maintain a Class D driver's license valid to 
operate vehicles in the State of Tennessee.   Possess and maintain, or obtain at their own expense and within eleven 
months of hire or promotion, a Class A Commercial Driver's License with an N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee.  Employees will have five months from hire or promotion into the title 
to obtain the applicable permits leading to eligibility for the specific required license.   Possess and maintain, or obtain at 
their own expense and within three months of hire or promotion, passing scores on all tests (T2 through T8) of the 
Automotive Service Excellence Certification in the Medium to Heavy Truck Test Series. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising technical and skilled vehicle and equipment 
mechanic work of average difficulty, and performs technical analysis, diagnosis, and repair of various mechanical, 
electric, and computerized issues; and performs related work as required.  May also be responsible for overseeing the 
inventory and purchasing of a district garage. Distinguishing Features: An employee in this class will supervise a 
mechanic crew in a TDOT regional garage or will oversee the operations of a TDOT district garage and perform technical 
diagnosis and repairs of average difficulty.  This class differs from the TDOT Regional Garage Supervisor in that an 
incumbent of the latter performs technical diagnosis and repairs of considerable difficulty and supervises the operations 
of a TDOT regional garage.  
 
Work Activities: 
Repairing and Maintaining Electronic Equipment -- Servicing, repairing, calibrating, regulating, fine-tuning, or testing 
machines, devices, and equipment that operate primarily on the basis of electrical or electronic (not mechanical) 
principles:  Supervises and performs the calibration of computerized groundspeed and measuring controls to ensure 
proper working condition of electronic equipment used in tack trucks, snow and ice removal, anti-icing distribution, salt 
brine production, herbicide application, mapping vehicles, asphalt pavers, and milling machines. Supervises and 
performs repairs utilizing electronic testing equipment such as multi-meters, scan tools, electrical probes, and battery 
and load testers to ensure proper working condition of electronic equipment used in tack trucks, snow and ice removal, 
anti-icing distribution, salt brine production, herbicide application, mapping vehicles, asphalt pavers, and milling 
machines. Repairing and Maintaining Mechanical Equipment -- Servicing, repairing, adjusting, and testing machines, 
devices, moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles:  
Supervises and performs the repair and calibration of computerized groundspeed and measuring controls to ensure 
proper working condition of mechanical equipment used in tack trucks, snow and ice removal, anti-icing distribution, 
salt brine production, herbicide application, mapping vehicles and asphalt pavers and milling machines. Supervises and 
performs the analysis, diagnosis, and repair of a variety of heavy-duty tracked and wheeled equipment powered by 
diesel engines including, but not limited to, excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, 
backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, milling machines, and rollers. Supervises and performs the analysis, diagnosis, and repair of a 
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variety of engines and transmissions; electrical, cooling, hydraulic, emissions, and suspension systems; and hydraulic, 
electric, and air brake systems. Supervises and performs the analysis, diagnosis, and repair of a variety of gas, diesel, and 
hybrid vehicles such as cars, light trucks, vans, and SUVs. Supervises and performs the analysis, diagnosis, and repair of 
small gas, diesel, and air-cooled engines and equipment such as generators, lawn mowers, and chainsaws. Supervises 
and performs preventive equipment/vehicle maintenance such as changing oil; checking and replacing filters; checking 
fluid levels and adding fluids that are low; checking air in tires; replacing and balancing tires; greasing, oiling, and 
adjusting tracks; and inspecting safety items such as fire extinguishers and warning triangles. Making Decisions and 
Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problems:  Makes 
determination of whether malfunctioning equipment can be operated safely to avoid damage to equipment or injury to 
personnel. Makes decisions involving garage operations, vehicle and equipment repairs, environmental compliance, 
materials, and techniques to ensure safe and efficient operations. Makes decisions to assign work tasks considering the 
capability and experience of assigned subordinates to ensure accomplishment of assigned goals. Makes decisions to 
assign work tasks considering availability of materials, workspace, parts, tools, and other resources. Resolving Conflicts 
and Negotiating with Others -- Handling complaints, settling disputes, and resolving grievances and conflicts, or 
otherwise negotiating with others:  Assists in the resolution of interpersonal conflicts among TDOT staff to ensure a 
respectful and productive work environment. Maintains a respectful and productive work environment within the 
assigned work unit to minimize disputes and facilitate performance. Analyzing Data or Information -- Identifying the 
underlying principles, reasons, or facts of information by breaking down information or data into separate parts:  
Analyzes all appropriate data for the correct repair of vehicles/equipment. Supervises the assessment of component 
systems of equipment to isolate source of equipment malfunction or failure. Analyzes information provided by 
customers and subordinates to determine needed repairs and viability of equipment and vehicles. Analyzes repetitive 
work order activities to determine trends or equipment failures for specific product lines. Monitor Processes, Materials, 
or Surroundings -- Monitoring and reviewing information from materials, events, or the environment, to detect or assess 
problems:  Monitors work environment, garages, and roadway work zones to identify safety hazards and initiate 
corrective action. Monitors garage operations and subordinate activities to ensure labor efficiency is maintained. 
Monitors gauges and other indicators to ensure correct functionality and operations of various types of equipment. 
Inspecting Equipment, Structures, or Material -- Inspecting equipment, structures, or materials to identify the cause of 
errors or other problems or defects:  Supervises and performs the diagnosis of equipment malfunctions and issues by 
listening to noises and visually inspecting, including the reading of codes using diagnostic scanning tools, on excavators 
(tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, tractors, backhoes, dozers, TDOT 
HELP trucks, bucket trucks, fire trucks, under bridge inspection trucks, graders, loaders, tack trucks, herbicide 
applicators, and asphalt pavers and milling machines. Supervises and performs inspections and test drives to determine 
the nature of problems with equipment and vehicles such as excavators (tracked or wheeled), snowplow trucks, 
tractors, backhoes, dozers, graders, loaders, tack trucks, herbicide applicators, and asphalt pavers and milling machines. 
Supervises and performs the inspection of equipment including, but not limited to, excavators (tracked or wheeled), 
snowplow trucks, anti-icing distribution, salt brine production, tractors, backhoes, dozers, TDOT HELP trucks, bucket 
trucks, fire trucks, under bridge inspection trucks, graders, loaders, tack trucks, herbicide applicators, and asphalt pavers 
and milling machines to ensure end-of-season cleanliness and proper maintenance. Evaluating Information to 
Determine Compliance with Standards -- Using relevant information and individual judgment to determine whether 
events or processes comply with laws, regulations, or standards:  Monitors garage facilities and grounds and implements 
controls and corrective actions to ensure environmental compliance. Evaluates results of repairs to ensure all vehicle 
and system components comply with relevant rules and regulations. Reviews and verifies results of groundspeed control 
calibrations to ensure compliance with standards. Updating and Using Relevant Knowledge -- Keeping up-to-date 
technically and applying new knowledge to your job:  Maintains required levels of certification in Automotive Service 
Excellence (ASE), work zone flagging, OSHA, brine making, CDL, basic computer skills, and equipment including, but not 
limited to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, 
tractors, backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire 
trucks, tack trucks, asphalt pavers, and milling machines. Attends training classes to maintain up-to-date required 
licenses, skills, certifications, and understanding of all relevant technology used in equipment including, but not limited 
to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, 
backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, and milling machines. Acquires on-the-job training and attends training classes to maintain safety 
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and environmental compliance. Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to 
prioritize, organize, and accomplish your work:  Responds to last-minute and unscheduled tasks to ensure timely and 
accurate completion of work. Organizes and prioritizes workload of self and subordinates to ensure timely and accurate 
completion of work. Prepares and organizes the planning of seasonal equipment usage and parts availability as it 
pertains to snow and ice removal, paving, mowing and vegetation removal. Operating Vehicles, Mechanized Devices, or 
Equipment -- Running, maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, 
passenger vehicles, aircraft, or water craft:  Tests and validates that all vehicles and equipment have been repaired or 
serviced correctly and are functioning properly. Operates computerized groundspeed controls to ensure proper working 
condition of equipment used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, 
herbicide application, and asphalt pavers and milling machines. Operates light-duty and heavy-duty vehicles, machinery, 
and equipment including, but not limited to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, 
salt brine production, forklifts, tractors, backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP 
trucks, bucket trucks, fire trucks, tack trucks, asphalt pavers, and milling machines as required for proper garage 
operations. Estimating the Quantifiable Characteristics of Products, Events, or Information -- Estimating sizes, distances, 
and quantities; or determining time, costs, resources, or materials needed to perform a work activity:  Estimates and 
reviews time required to complete equipment repair. Estimates and reviews quantity of tools, parts, and supplies 
needed for repairs. Scheduling Work and Activities -- Scheduling events, programs, and activities, as well as the work of 
others:  Schedules and/or coordinates the work of subordinates, outside vendors, state agencies, other regional and 
district garages to ensure efficient garage operations. Schedules and coordinates the delivery of equipment, supplies, 
and tools to ensure project completion. Interpreting the Meaning of Information for Others -- Translating or explaining 
what information means and how it can be used:  Interprets and enforces a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance. Assisting and Caring for Others -- Providing personal assistance, medical 
attention, emotional support, or other personal care to others such as coworkers, customers, or patients:  Responds 
appropriately during roadside, work site, and other emergencies as required. Processing Information -- Compiling, 
coding, categorizing, calculating, tabulating, or verifying information or data:  May obtain and evaluate competitive bids 
for repairs, services, or parts from appropriate outside vendors in accordance with all relevant rules and regulations. 
Performs intermediate calculations related to measurements taken in the course of routine equipment repair and 
maintenance. May open and code work orders, and reviews and closes all work orders using appropriate software. 
Compiles and maintains records of needed or pending maintenance and repairs for equipment and vehicles, and 
provides information to internal business partners. Coordinating the Work and Activities of Others -- Getting members 
of a group to work together to accomplish tasks:  Coordinates the work of subordinates to ensure activities are 
performed and completed to specification and in a timely manner. Coordinates workload with internal and external 
business partners as required to facilitate timely and accurate task completion. Coordinates the scheduling of training 
activities provided by third parties. Coordinates meetings with subordinates as required to ensure availability, 
attendance, and coverage. Guiding, Directing, and Motivating Subordinates -- Providing guidance and direction to 
subordinates, including setting performance standards and monitoring performance:  Leads staff to perform activities 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Supervises 
others in the implementation of departmental goals, objectives, and assigned tasks. Monitors performance of 
subordinates to ensure standards and goals are met. Oversees pre-use and post-use inspection of equipment to ensure 
proper functionality and safety. Coaching and Developing Others -- Identifying the developmental needs of others and 
coaching, mentoring, or otherwise helping others to improve their knowledge or skills:  Provides equipment/tools 
orientation and on-the-job training to subordinates in the analysis, diagnosis, and repair of a variety of engines and 
transmissions; electrical, cooling, hydraulic, emissions, and suspension systems; hydraulic, electric, and air brake 
systems; and environmental compliance. May act as a subject matter expert in the repair, use, and operation of TDOT 
equipment and vehicles including, but not limited to, tack trucks, snow and ice removal, herbicide application, anti-icing 
distribution, salt brine production, and asphalt pavers and milling machines. Provides on-the-job training to 
subordinates in the use of industry-specific software applications. Coordinates the scheduling of garage-related training 
activities provided by third parties. Getting Information -- Observing, receiving, and otherwise obtaining information 
from all relevant sources:  Receives equipment/vehicle maintenance and repair reports in preparation to generate work 
orders to complete assigned tasks. Reviews computer and paper resources to retrieve information regarding proper 
repair procedures, theory, and operations. Receives information verbally, electronically, and in written form to 
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understand and diagnose mechanical issues to be resolved.  Judging the Qualities of Things, Services, or People -- 
Assessing the value, importance, or quality of things or people:  Assesses the performance of assigned subordinates for 
the performance evaluation process. Judges the quality and performance of tools and shop equipment used in the 
operation and repair of vehicles and equipment. Assesses whether the appearance of the garage and district grounds is 
appropriate/professional and initiates necessary corrective action. Developing and Building Teams -- Encouraging and 
building mutual trust, respect, and cooperation among team members:  Leads subordinates by performing assigned 
work activities within specification and in a timely manner. Identifies developmental opportunities appropriate for 
subordinates to improve team development. Models effective performance to subordinates, encourages success in 
others, and enhances trust. Monitoring and Controlling Resources -- Monitoring and controlling resources and 
overseeing the spending of money:  Ensures the proper use, storage, and security of all necessary materials and supplies 
used in garage operations per departmental policies to prevent loss due to damage or theft. Reviews and approves 
overtime requests and materials usage to ensure efficient garage operations. Monitors supplies and inventory to ensure 
adequate quantities are available for completion of work. Performing General Physical Activities -- Performing physical 
activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, 
balancing, walking, and stooping:  Climbs and/or balances on ladders, scaffolding, vehicles, slopes, hills and roadway 
structures of varying heights to maintain equipment and complete other assigned tasks in a variety of environmental 
conditions. Replaces parts which may require bending, stooping, overhead lifting, or lifting of heavy items. 
Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person:  Coordinates with supervisor, peers, and subordinates 
to obtain parts and supplies needed for equipment repairs from appropriate source. Communicates with supervisor, 
peers, and subordinates regarding status of assigned work, new technology, policies and procedures.  Communicating 
with Persons Outside Organization -- Communicating with people outside the organization, representing the 
organization to customers, the public, government, and other external sources. This information can be exchanged in 
person, in writing, or by telephone or e-mail:  Communicates as needed with external business partners to complete 
cost-effective and efficient equipment/vehicle repair. Communicates as needed via phone, electronic, or written 
communication with outside vendors to facilitate ordering accuracy. Identifying Objects, Actions, and Events -- 
Identifying information by categorizing, estimating, recognizing differences or similarities, and detecting changes in 
circumstances or events:  Identifies potentially hazardous safety violations to suggest or implement appropriate 
abatements. Identifies mechanical parts, systems, and other equipment visually and physically to facilitate repairs. 
Establishing and Maintaining Interpersonal Relationships -- Developing constructive and cooperative working 
relationships with others, and maintaining them over time:  Communicates politely and courteously with co-workers, 
supervisors, subordinates, and other business partners to ensure a positive and productive work environment. Staffing 
Organizational Units -- Recruiting, interviewing, selecting, hiring, and promoting employees in an organization:  
Participates in hiring process including identifying hiring criteria, recruiting, and interviewing applicants. Interacting With 
Computers -- Using computers and computer systems (including hardware and software) to program, write software, set 
up functions, enter data, or process information:  Utilizes a computer to access and navigate vehicle/equipment 
diagnostic data, information resources, and other records. Keys messages in a variety of electronic message boards as 
directed by supervisor to inform public of roadway conditions. Operates employee and manager self-service databases 
to maintain and view personal and subordinates' employment data. Utilizes industry specific software applications to 
facilitate garage operations. Utilizes digital camera and other data recording equipment to record information and 
transfer files to centralized storage locations. Documenting/Recording Information -- Entering, transcribing, recording, 
storing, or maintaining information in written or electronic/magnetic form:  Documents calibration of computerized 
groundspeed controls to ensure proper working condition of electronic equipment used in tack trucks, snow and ice 
removal, anti-icing distribution, salt brine production, herbicide application, and asphalt pavers and milling machines. 
Maintains accurate records of interpersonal and/or performance conflicts of assigned subordinates to ensure complete 
documentation. Logs, reviews, and analyzes reports for subordinates' time worked, time spent on work orders, and 
leave taken on department specific forms as directed by supervisor. Logs equipment usage including mileage, hours, 
pre-operation and post-operation checklist, and other factors to provide to supervisors as directed. Updates history file 
records and routine paperwork, such as work orders and maintenance records, on serviced/repaired vehicles or 
equipment. Performing Administrative Activities -- Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork:  Approves receipts, delivery tickets, checklists, log books, inspection reports 
and other documentation as related to garage operations. Continually documents the performance of assigned 
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subordinates to ensure accurate and unbiased performance evaluations. Monitors electronic correspondence from 
internal and external business partners and provides appropriate responses. Answers telephone, operates fax machine, 
accepts mail and directs all correspondence appropriately. Controlling Machines and Processes -- Using either control 
mechanisms or direct physical activity to operate machines or processes (not including computers or vehicles):  
Operates and utilizes a variety of standard and specialized tools and equipment used in equipment/vehicle repair, such 
as hand tools, jacks, chain hoists, air compressors, all service truck/tools, air wrenches, automotive/equipment lifts, 
welders, cutting torches, drill presses, lathes, grinders, diagnostic machines, and other new technology. Operates office 
equipment such as copiers, scanners, fax machines, and calculators for efficient garage operations. 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity                     Learning on the Fly                             Problem Solving                  
Functional/Technical Competency                 Organizing                            Directing Others                   Perseverance                        
Integrity and Trust              Patience                Self-Knowledge Knowledge:  Intermediate Customer and Personal Service               
Administration and Management                   Mathematics                        Intermediate Mechanical                  Basic Public 
Safety and Security Skills:  Active Learning                   Intermediate Equipment Maintenance                          Equipment 
Selection                          Installation                           Intermediate Repairing                      Intermediate Troubleshooting                         
Intermediate Systems Analysis                        Management of Personnel Resources                             Management of 
Material Resources Abilities:  Deductive Reasoning                         Spatial Orientation              Finger Dexterity                   
Manual Dexterity                Wrist-Finger Speed              Extent Flexibility                 Hearing Sensitivity              Auditory 
Attention              Depth Perception                 Sound Localization                            Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076257 - TDOT MECHANIC TRAINEE* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7173 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a Class D driver’s license valid to 
operate vehicles in the State of Tennessee. Possess and maintain, or obtain at their own expense and within eleven 
months of hire or promotion, a Class A Commercial Driver’s License with an N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee.  Employees will have five months from hire or promotion into the title 
to obtain the applicable permits leading to eligibility for the specific required license. Employees not meeting the age 
requirements for the Class A Commercial Driver’s License with an N endorsement must possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion into the title, a Class B Commercial Driver’s License 
that is valid in the State of Tennessee.  When the age requirements are met, the employee must, at their own expense 
and within eleven months, obtain a Class A Commercial Driver’s License with N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for vehicle and equipment mechanic work of routine difficulty; 
and performs related work as required. Distinguishing Features: This is the entry level classification in the TDOT 
Mechanic sub-series.  An employee in this class learns to analyze, diagnose, and repair various mechanical, electric, and 
computerized issues of routine difficulty in vehicles and road equipment.  This class is flexibly staffed with and differs 
from the TDOT Mechanic* in that an incumbent of the latter executes analyzing, diagnosing, and repairing various 
mechanical, electric, and computerized issues of considerable difficulty in vehicles and road equipment. *An employee 
appointed to this flexibly staffed class will be reclassified to the TDOT Mechanic* after successful completion of a 
mandatory one year training period; inadequate or marginal performance during the training period will result in 
automatic demotion or termination. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment -- Servicing, repairing, adjusting, and testing machines, devices, 
moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles:  Learns to 
assist with analyzing, diagnosing, and repairing a variety of heavy-duty tracked and wheeled equipment powered by 
diesel engines, including but not limited to excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, 
backhoes, dozers, graders, loaders, under bridge inspection trucks, bucket trucks,  fire trucks, TDOT HELP trucks,  tack 
trucks, asphalt pavers, milling machines and rollers. Learns to assist with analyzing, diagnosing, and repairing a variety of 
engines and transmissions, electrical; cooling; hydraulic; emissions; suspension systems and hydraulic, electric, and air 
brake systems of vehicles or equipment. Learns to assist with the repair and calibration of computerized groundspeed 
and measuring controls to ensure proper working condition of the mechanical equipment that is used in tack trucks, 
snow and ice removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles and asphalt 
pavers and milling machines. Learns to assist with the analyzing, diagnosing, and repairing a variety of vehicles such as 
cars, light trucks, vans, and SUVs, including gas, diesel, and hybrid. Learns to assist with the analyzing, diagnosing, and 
repairing a variety of small engines and equipment, such as gas, diesel, and air-cooled generators, lawn mowers, and 
chainsaws. Learns to perform preventive equipment/vehicle maintenance including but not limited to changing fluids; 
checking and replacing filters; checking fluid levels and adding fluids that are low; checking air pressure and tread depth 
in tires; replacing and balancing tires; and greasing, oiling; adjusting tracks and inspection of safety items such as fire 
extinguishers and warning triangles. Repairing and Maintaining Electronic Equipment -- Servicing, repairing, calibrating, 
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regulating, fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of electrical or 
electronic (not mechanical) principles:  Learns to assist with the calibration processes of computerized groundspeed and 
measuring controls to ensure proper working condition of the electronic equipment that is used in tack trucks, snow and 
ice removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles and asphalt pavers and 
milling machines. Learns to assist with the repairs of electronic equipment that is used in tack trucks, snow and ice 
removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles and asphalt pavers and 
milling machines by utilizing electronic testing equipment such as multimeters, scan tools, electrical probes, battery and 
load testers, to ensure proper working condition. Controlling Machines and Processes -- Using either control 
mechanisms or direct physical activity to operate machines or processes (not including computers or vehicles):  Learns 
to operate and utilize a variety of standard and specialized tools and equipment used in equipment/vehicle repair and 
maintenance, such as hand tools, air compressors, all service truck tools, jacks, chain hoists, air wrenches, 
automotive/equipment lifts, welders, cutting torches, drill presses, lathes, and grinders. Inspecting Equipment, 
Structures, or Material -- Inspecting equipment, structures, or materials to identify the cause of errors or other problems 
or defects:  Learns to inspect items such as fuel, hydraulic, oil and air filters, hydraulic systems, brake systems, 
suspension systems, electric/lighting systems, tires and wheels, engines, transmissions, axle/differential assemblies and 
bodies on TDOT diesel-powered equipment such as but not limited to heavy-duty tracked and wheeled equipment, 
excavators (tracked or wheeled), snowplow trucks, salt and brine equipment, forklifts, tractors, backhoes, dozers, 
graders, loaders, under bridge inspection trucks, bucket trucks, fire trucks, help trucks,  tack trucks, asphalt pavers, 
milling machines and rollers for wear of items, leaks or possible future failure and reports findings verbally, electronic or 
paper to supervisor. Learns to inspect items such as fuel, hydraulic, oil and air filters, hydraulic systems, brake systems, 
suspension systems, electric/lighting systems, tires and wheels, engines, transmissions, axle/differential assemblies and 
bodies on gasoline powered vehicles and light duty equipment such as but not limited to cars, pickups, chainsaws, lawn 
mowers, grass trimmers, arrow boards, message boards  for wear of items, leaks or possible future failure and reports 
findings verbally, electronic or paper to supervisor. Learns to test drive vehicles to determine nature of problem. 
Operating Vehicles, Mechanized Devices, or Equipment -- Running, maneuvering, navigating, or driving vehicles or 
mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft:  Learns to test vehicles and 
equipment that have been repaired or serviced to ensure that they are in proper working condition. Learns to perform 
basic operation of vehicles, machinery, and light-duty and heavy-duty equipment, including but not limited to 
excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, backhoes, dozers, graders, loaders, under bridge 
inspection trucks, bucket trucks, Fire trucks, HELP trucks, Fire trucks, tack trucks, asphalt pavers and milling machines 
and rollers. Learns to perform basic operation of computerized groundspeed controls to ensure proper working 
condition of equipment used in tack trucks, snow and ice removal, herbicide application, and asphalt pavers and milling 
machines. Making Decisions and Solving Problems -- Analyzing information and evaluating results to choose the best 
solution and solve problems:  Learns to make basic determination with assistance of whether malfunctioning equipment 
can be operated safely to avoid damage to equipment or injury to personnel. Learns to analyze all appropriate data for 
the correct maintenance procedures and repair of vehicles/equipment. Assisting and Caring for Others -- Providing 
personal assistance, medical attention, emotional support, or other personal care to others such as coworkers, 
customers, or patients:  Learns to respond appropriately during roadside, work site, and other emergencies as required. 
Documenting/Recording Information -- Entering, transcribing, recording, storing, or maintaining information in written 
or electronic/magnetic form:  Learns to assist with the documentation of calibration of computerized groundspeed 
controls to ensure proper working condition of electronic equipment such as is used in tack trucks, snow and ice 
removal, herbicide application, and asphalt pavers and milling machines. Learns to update routine paperwork, such as 
work orders and maintenance forms, on serviced/repaired vehicles or equipment. Learns to log personal time worked 
on work orders and leave taken on department-specific forms as directed by supervisor. Learns to log equipment usage 
including mileage, hours, pre-operation and post-operation checklist, and other factors to provide to supervisors as 
directed. Updating and Using Relevant Knowledge -- Keeping up-to-date technically and applying new knowledge to 
your job:  Maintains required levels of certification in work zone flagging, OSHA, brine making, CDL, basic computer 
skills, and all TDOT equipment including but not limited to excavators (tracked or wheeled), snowplow trucks, anti-icing 
distribution, salt brine production, tractors, backhoes, dozers, graders, loaders, under bridge inspection trucks, bucket 
trucks, fire trucks, TDOT HELP trucks, tack trucks, asphalt pavers and milling machines. Attends training classes to 
maintain up-to-date required licenses, skills, certifications, and understanding of all relevant technology used in TDOT 
equipment including but not limited to excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, backhoes, 
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dozers, graders, loaders, under bridge inspection trucks, bucket trucks, TDOT HELP trucks, fire trucks, tack trucks, 
asphalt pavers and milling machines. Acquires on-the-job training and attends training classes in environmental 
compliance. Performing General Physical Activities -- Performing physical activities that require considerable use of your 
arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping:  Learns to climb 
and/or balance on ladders, scaffolding, vehicles, slopes, hills and roadway structures of varying heights to maintain 
equipment and complete other assigned tasks in a variety of environmental conditions. Learns to replace parts which 
may require bending, stooping, overhead lifting, or lifting of heavy items. Communicating with Supervisors, Peers, or 
Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-
mail, or in person:  Learns to communicate with supervisor and peers regarding status of assigned work, new 
technology, policies and procedures Learns to coordinate with supervisor and peers to obtain parts and supplies needed 
for equipment/vehicle maintenance and repairs from appropriate source as directed by supervisor. Identifying Objects, 
Actions, and Events -- Identifying information by categorizing, estimating, recognizing differences or similarities, and 
detecting changes in circumstances or events:  Learns to identify mechanical parts, systems, and other equipment 
visually and physically to facilitate maintenance and repairs. Organizing, Planning, and Prioritizing Work -- Developing 
specific goals and plans to prioritize, organize, and accomplish your work:  Learns to organize and prioritize personal 
work load to ensure timely and efficient completion of work. Establishing and Maintaining Interpersonal Relationships -- 
Developing constructive and cooperative working relationships with others, and maintaining them over time:  
Communicates politely and courteously with co-workers, supervisors, and other business partners to ensure a positive 
and productive work environment. Getting Information -- Observing, receiving, and otherwise obtaining information 
from all relevant sources:  Learns to receive work orders electronically, verbally, or in written form from supervisor to 
complete assigned tasks. Learns to review computer and paper resources to retrieve information regarding proper 
maintenance and repair procedures and operations. Learns to receive information verbally, electronically, and in written 
form to understand mechanical issues to be resolved. Interacting With Computers -- Using computers and computer 
systems (including hardware and software) to program, write software, set up functions, enter data, or process 
information:  Learns to utilize a computer to access and navigate vehicle/equipment data, information resources, and 
other records. Learns to operate employee self-service database to maintain and view personal employment data. 
Learns to utilize digital camera and other data recording equipment to record information. Monitor Processes, 
Materials, or Surroundings -- Monitoring and reviewing information from materials, events, or the environment, to 
detect or assess problems:  Learns to monitor work environment to identify safety hazards and report to appropriate 
personnel. Learns to monitor gauges and other indicators to ensure correct functionality and operations of various types 
of equipment. Communicating with Persons Outside Organization -- Communicating with people outside the 
organization, representing the organization to customers, the public, government, and other external sources. This 
information can be exchanged in person, in writing, or by telephone or e-mail:  Learns to communicate as directed by 
supervisor with external business partners to complete cost-effective and efficient equipment/vehicle maintenance and 
repair. Learns to communicate as directed by supervisor via phone, electronic, or written communication with outside 
vendors to facilitate ordering accuracy. Estimating the Quantifiable Characteristics of Products, Events, or Information -- 
Estimating sizes, distances, and quantities; or determining time, costs, resources, or materials needed to perform a work 
activity:  Learns to estimate quantity of tools, parts, and supplies needed for maintenance and repairs. Processing 
Information -- Compiling, coding, categorizing, calculating, tabulating, or verifying information or data:  Learns to 
perform basic calculations related to measurements taken in the course of routine equipment maintenance and repairs. 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity Learning on the Fly Problem Solving Technical Learning Time Management 
Action Oriented Perseverance Integrity and Trust Patience Self-Development  Knowledge:  Customer and Personal 
Service Mathematics Mechanical Basic Public Safety and Security Skills:  Active Learning Equipment Maintenance 
Equipment Selection Installation Operation Monitoring Repairing Troubleshooting Systems Analysis Time Management 
Abilities:  Problem Sensitivity Spatial Orientation Finger Dexterity Manual Dexterity Wrist-Finger Speed Extent Flexibility 
Static Strength Auditory Attention Depth Perception Sound Localization Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076258 - TDOT MECHANIC* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4273 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time repair and/or maintenance of engines or related mechanical components, including but not limited 
to, transmissions, ignitions, and brakes.Substitution of Education for Experience: Coursework at an accredited technical 
or trades school in automotive technology, auto mechanics or diesel mechanics may be substituted for the required 
experience on a month-for-month basis up to 12 months. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a Class D driver’s license valid to 
operate vehicles in the State of Tennessee.  Possess and maintain, or obtain at their own expense and within eleven 
months of hire or promotion, a Class A Commercial Driver’s License with an N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee. Employees will have five months from hire or promotion into the title 
to obtain the applicable permits leading to eligibility for the specific required license.  Employees not meeting the age 
requirements for the Class A Commercial Driver’s License with an N endorsement must possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion into the title, a Class B Commercial Driver’s License 
that is valid in the State of Tennessee. When the age requirements are met, the employee must, at their own expense 
and within eleven months, obtain a Class A Commercial Driver’s License with N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee.Examination Method: Education and Experience, 100%, for Preferred 
Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for vehicle and equipment mechanic work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the working level classification in the TDOT Mechanic 
sub-series. An employee in this class performs analysis, diagnosis, and repairs of various mechanical, electric, and 
computerized issues of average difficulty in vehicles and road equipment. This class is flexibly staffed with and differs 
from the TDOT Mechanic Trainee, in that an incumbent of the latter learns to analyze, diagnose, and repair various 
mechanical, electrical, and computerized issues of routine difficulty in vehicles and road equipment. This class differs 
from that of a TDOT Mechanic Senior in that an incumbent of the latter is responsible for analysis, diagnosis, and repairs 
of vehicles and road equipment of considerable difficulty and supervisory responsibilities of average difficulty. 
 
Work Activities: 
Repairing and Maintaining Electronic Equipment -- Servicing, repairing, calibrating, regulating, fine-tuning, or testing 
machines, devices, and equipment that operate primarily on the basis of electrical or electronic (not mechanical) 
principles: Performs the calibration processes of computerized groundspeed and measuring controls to ensure proper 
working condition of the electronic equipment that is used in tack trucks, snow and ice removal, anti-icing distribution, 
salt brine production, herbicide application, mapping vehicles and asphalt pavers and milling machines. Repairs 
electronic equipment that is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, 
herbicide application, mapping vehicles and asphalt pavers and milling machines by utilizing electronic testing 
equipment such as multimeters, scan tools, electrical probes, battery and load testers, to ensure proper working 
condition.Repairing and Maintaining Mechanical Equipment -- Servicing, repairing, adjusting, and testing machines, 
devices, moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles: 
Repairs and calibrates computerized groundspeed and measuring controls to ensure proper working condition of the 
mechanical equipment that is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, 
herbicide application, mapping vehicles and asphalt pavers and milling machines. Diagnoses, analyzes, and repairs a 
variety of heavy-duty tracked and wheeled equipment powered by diesel engines, such as excavators (tracked or 
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wheeled), snowplow trucks, forklifts, tractors, backhoes, dozers, graders, loaders, under bridge inspection trucks, bucket 
trucks, TDOT HELP trucks, fire trucks, tack trucks, asphalt pavers, milling machines and rollers. Analyzes, diagnoses, and 
repairs a variety of engines and transmissions, electrical; cooling; hydraulic; emissions; suspension systems and 
hydraulic, electric, and air brake systems of vehicles or equipment. Analyzes, diagnoses, and repairs a variety of vehicles 
such as cars, light trucks, vans, and SUVs, including gas, diesel, and hybrid. Analyzes, diagnoses, and repairs a variety of 
small engines and equipment, such as gas, diesel, and air-cooled generators, lawn mowers, and chainsaws. Performs 
preventive equipment/vehicle maintenance such as changing oil; checking and replacing filters; checking fluid levels and 
adding fluids that are low; checking air in tires; replacing and balancing tires; and greasing, oiling; adjusting tracks and 
inspection of safety items such as fire extinguishers and warning triangles.Inspecting Equipment, Structures, or Material 
-- Inspecting equipment, structures, or materials to identify the cause of errors or other problems or defects: Diagnoses 
equipment malfunctions and issues by listening to noises and visually inspecting, including the reading of codes using 
diagnostic scanning tools. Inspects equipment and test drives vehicles to determine nature of problem.Making Decisions 
and Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problems: 
May make basic determination of whether malfunctioning equipment can be operated safely to avoid damage to 
equipment or injury to personnel. Analyzes all appropriate data for the correct maintenance procedures and repair of 
vehicles/equipment.Assisting and Caring for Others -- Providing personal assistance, medical attention, emotional 
support, or other personal care to others such as coworkers, customers, or patients: Responds appropriately during 
roadside, work site, and other emergencies as required.Operating Vehicles, Mechanized Devices, or Equipment -- 
Running, maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, 
aircraft, or water craft: Tests vehicles and equipment that have been repaired or serviced to ensure that they are in 
proper working condition. Performs basic operation of vehicles, machinery, and light-duty and heavy-duty equipment, 
including but not limited to excavators (tracked or wheeled), snowplow trucks, fire trucks, forklifts, tractors, backhoes, 
dozers, graders, loaders, under bridge inspection trucks, bucket trucks, TDOT HELP trucks, tack trucks, asphalt pavers 
and milling machines and rollers. Operates computerized groundspeed controls to ensure proper working condition of 
equipment used in tack trucks, snow and ice removal, herbicide application, and asphalt pavers and milling 
machines.Analyzing Data or Information -- Identifying the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts: Assesses the component systems of equipment to isolate source 
of equipment malfunction or failure.Controlling Machines and Processes -- Using either control mechanisms or direct 
physical activity to operate machines or processes (not including computers or vehicles): Operates and utilizes a variety 
of standard and specialized tools and equipment used in equipment/vehicle repair, such as hand tools, air compressors, 
all service truck tools, jacks, chain hoists, air wrenches, automotive/equipment lifts, welders, cutting torches, drill 
presses, lathes, grinders, and diagnostic machines.Coaching and Developing Others -- Identifying the developmental 
needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills: Provides 
equipment/tools orientation and on-the-job training to other employees.Documenting/Recording Information -- 
Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form: Documents 
calibration of computerized groundspeed controls to ensure proper working condition of electronic equipment such as 
is used in tack trucks, snow and ice removal, herbicide application, and asphalt pavers and milling machines. Updates 
history file records and routine paperwork, such as work orders and maintenance records, on serviced/repaired vehicles 
or equipment. Logs personal time worked, work orders, and leave taken on department-specific forms as directed by 
supervisor. Logs equipment usage including mileage, hours, pre-operation and post-operation checklist, and other 
factors to provide to supervisors as directed.Updating and Using Relevant Knowledge -- Keeping up-to-date technically 
and applying new knowledge to your job: Maintains required levels of certification in work zone flagging, OSHA, brine 
making, CDL, basic computer skills, and all TDOT equipment including but not limited to excavators (tracked or 
wheeled), snowplow trucks, anti-icing distribution, salt brine production, tractors, backhoes, dozers, graders, loaders, 
tack trucks, asphalt pavers and milling machines. Attends training classes to maintain up-to-date required licenses, skills, 
certifications, and understanding of all relevant technology used in TDOT equipment such as excavators (tracked or 
wheeled), snowplow trucks, forklifts, tractors, backhoes, dozers, graders, loaders, under bridge inspection trucks, bucket 
trucks, fire trucks, TDOT HELP trucks, tack trucks, asphalt pavers and milling machines. Acquires on-the-job training and 
attends training classes in environmental compliance.Performing General Physical Activities -- Performing physical 
activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, 
balancing, walking, and stooping: Replaces parts which may require bending, stooping, overhead lifting, or lifting of 
heavy items. Climbs and/or balances on ladders, scaffolding, vehicles, slopes, hills and roadway structures of varying 
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heights to maintain equipment and complete other assigned tasks in a variety of environmental 
conditions.Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, 
and subordinates by telephone, in written form, e-mail, or in person: Communicates with supervisor and peers 
regarding status of assigned work, new technology, policies and procedures. Coordinates with supervisor and peers to 
obtain parts and supplies needed for equipment repairs from appropriate source.Communicating with Persons Outside 
Organization -- Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail: Communicates as directed by supervisor with external business partners to complete cost-effective 
and efficient vehicle repair. Communicates as directed by supervisor via phone, electronic, or written communication 
with outside vendors to facilitate ordering accuracy.Interacting With Computers -- Using computers and computer 
systems (including hardware and software) to program, write software, set up functions, enter data, or process 
information: Utilizes a computer to access and navigate vehicle/equipment diagnostic data, information resources, and 
other records. Keys messages in a variety of electronic message boards as directed by supervisor to inform public of 
roadway conditions. Operates employee self-service database to maintain and view personal employment data. May 
utilize digital camera and other data recording equipment to record information and transfer files to centralized storage 
locations.Getting Information -- Observing, receiving, and otherwise obtaining information from all relevant sources: 
Receives work orders electronically, verbally, or in written form from supervisor to complete assigned tasks. Reviews 
computer and paper resources to retrieve information regarding proper repair and maintenance procedures, theory, 
and operations. Receives information verbally, electronically, and in written form to understand and diagnose 
mechanical issues to be resolved.Monitor Processes, Materials, or Surroundings -- Monitoring and reviewing 
information from materials, events, or the environment, to detect or assess problems: Monitors work environment to 
identify safety hazards and report to appropriate personnel. Monitors gauges and other indicators to ensure correct 
functionality and operations of various types of equipment.Estimating the Quantifiable Characteristics of Products, 
Events, or Information -- Estimating sizes, distances, and quantities; or determining time, costs, resources, or materials 
needed to perform a work activity: Estimates time required to complete equipment repair. Estimates quantity of tools, 
parts, and supplies needed for repairs.Establishing and Maintaining Interpersonal Relationships -- Developing 
constructive and cooperative working relationships with others, and maintaining them over time: Communicates 
politely and courteously with co-workers, supervisors, and other business partners to ensure a positive and productive 
work environment. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Learning on the Fly Problem Solving Technical Learning Time Management Action 
Oriented Perseverance Integrity and Trust Patience Self-DevelopmentKnowledge: Customer and Personal Service 
Mathematics Mechanical Basic Public Safety and SecuritySkills: Active Learning Equipment Maintenance Equipment 
Selection Installation Operation Monitoring Repairing Troubleshooting Systems Analysis Time Management ...Abilities: 
Problem Sensitivity Spatial Orientation Finger Dexterity Manual Dexterity Wrist-Finger Speed Extent Flexibility Static 
Strength Auditory Attention Depth Perception Sound Localization Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076227 - TDOT OPERATIONS DISTRICT ENG 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5181 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time work managing and/or supervising 
professional and technical civil engineering staff involved in the survey, design, or construction of a roadway, runway, or 
transportation structure and current registration in active status with the State of Tennessee as a professional engineer. 
Note: Education and experience requirements for registration as an engineer are determined by the Tennessee State 
Board of Architectural and Engineering Examiners. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possession of a current certificate of registration in 
active status as a professional engineer with the State of Tennessee is required at the time of appointment and must be 
maintained during employment in the Operations District Engineer classification. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial work of considerable difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class is responsible for managing 
construction and maintenance units and civil engineering activities for a district. An incumbent in this class may prepare 
and seal addenda sheets if revisions are necessary, interpret construction contract documents, and judge construction 
contract performance and consequently will be required to maintain an active certificate of registration as a 
professional engineer with the State of Tennessee. This class differs from that of the TDOT Operations District Manager 
class in that incumbents of the latter are not required to maintain an active status with the State of Tennessee as a 
professional engineer. This class differs from that of the TDOT Operations Regional Engineer class in that an incumbent 
of the latter is responsible for managing multiple civil engineering districts region-wide. 
 
Work Activities: 
Making Decisions and Solving Problems:    Determines variable solutions to civil engineering problems.    Determines 
that plans and specifications are accurate and complete.    Makes decisions involving work site conditions, materials, and 
techniques that may deviate from plans in order to meet specifications and guidelines.    Approves payments, purchase 
orders and change orders in accordance with departmental guidelines and policies.    Reviews and approves 
recommendations based upon information gathered from the Maintenance Rating Index to determine type of work 
needed to improve rating.    Reviews and approves recommendations for highway components for land use permits, 
construction, maintenance, repair, safety, environmental, quality assurance and operational needs.    Approves the 
allocation of resources, people, and equipment within the district.    Approves subordinate time and leave requests, 
expense reports, and vehicle usage justifications.    Verifies and/or approves advanced calculations, such as vertical and 
horizontal alignments, related to measurements taken to ensure accuracy of calculations for field changes.Guiding, 
Directing, and Motivating Subordinates:     Oversees district operations including roadway construction and/or 
maintenance according to local, state, and federal guidelines to ensure standards are met.    Supervises others in the 
implementation of departmental goals, objectives, and assigned tasks.    Provides motivation through positive 
reinforcement to promote a productive and efficient work environment.    Sets performance standards and goals for 
subordinates and monitors performance.Identifying Objects, Actions, and Events:     Identifies district priorities to ensure 
the most important work is completed first based on work experience, supervisor guidance, and departmental, state, 
and federal laws, rules, regulations, and guidelines.    Reads construction plans, contracts, standard drawings, guidelines, 
and schematics to identify quantities, materials, location, placement, features, specifications, and details to provide 
technical guidance.    Identifies errors, omissions, and potential conflicts on applications, contract documents, reports, 
and/or plans to discuss with upper management.Analyzing Data or Information:     Analyzes relevant information to 
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determine the appropriate engineering approach to resolve an issue, problem or task.    Analyzes contractor claims to 
help in decision making.    Analyzes project sites, processes, policies, and procedures to develop recommendations for 
changes in operations which affect the environment, safety, economy, efficiency and quality of agency operations and 
services.Scheduling Work and Activities:     Schedules district projects to ensure timely processing, accounting for 
current workload.    Assigns teams for special projects including internal and external staff to ensure departmental goals 
are met.    Schedules, coordinates and/or leads meetings with internal and external customers to ensure information is 
communicated.Organizing, Planning, and Prioritizing Work:     Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Prioritizes strategies and objectives for assigned 
district to enhance performance and improve organizational efficiency.    Organizes and prioritizes personal workload 
and/or the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work.Interpreting the Meaning of Information for Others:     Interprets a variety of engineering and 
environmental rules, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, and ensure compliance.    Explains project specific procedures and 
regulations to subordinates, the general public, persons in other departments or divisions, or outside organizations and 
elected officials as required.    Interprets plans and specifications for property owners to facilitate 
understanding.Resolving Conflicts and Negotiating with Others:     Resolves conflicts and issues between business 
partners and agency employees according to departmental, state, and federal laws, rules, regulations and guidelines.    
Resolves interpersonal conflicts between assigned subordinates in order to maintain a respectful and productive work 
environment.    Negotiates with internal and external business partners to develop a consistent deployment of policy, 
procedure, processes, and specifications.Provide Consultation and Advice to Others:     Provides technical guidance to 
external or internal business partners to resolve problems with environmental, geotechnical and/or engineering 
concerns.    Answers technical questions for subordinates, peers, consultants or contractors to clarify project 
information, engineering solutions, departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Investigates and notifies upper management of possible violations of departmental, state, and federal 
laws, rules, regulations, guidelines, policies, and procedures.Estimating the Quantifiable Characteristics of Products, 
Events, or Information:     Estimates future needs of district resources for upper management.    Estimates work hours of 
staff to establish project schedule and cost.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:     
Participates in the development of transportation related documents including, but not limited to, specifications, 
standard drawings, roadway plans, mitigation plans, structure design, circular letters, and Standard Operating 
Procedures for internal and external business partners.Processing Information:     Compiles accurate and complete 
information from multiple sources to create report for submission to upper management as required.Getting 
Information:     Researches plans, policies, specifications, procedures, guidelines, rules, regulations, and laws related to 
transportation using physical and electronic sources to resolve conflicts, problems, and make decisions.    Collects 
information from staff regarding status updates, project schedules, and/or inspections to effectively make decisions, 
communicate to upper management, and/or prioritize work.     Contacts the general public, subordinates, persons in 
other departments or divisions, elected officials, and outside organizations, including producers and suppliers, for the 
purpose of furnishing or obtaining information.    Obtains geotechnical, hydraulic, environmental, structural, survey, and 
other applicable information to assist with permitting, designing, and analyzing projects.     Utilizes maps, computer 
software, plans and other documents to collect project information.    Attends meetings and conferences/conference 
calls to gather information on new or existing policies, procedures, project updates, best practices, technologies and 
other changes.Communicating with Supervisors, Peers, or Subordinates:     Communicates in verbal and written form 
with subordinates, upper management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments.    Sends notifications of special events, changes, approvals, and deadlines to internal 
and external business partners to ensure timely and accurate receipt of information.    Maintains an open dialogue with 
internal business partners to ensure effective and efficient communications.    Conducts and/or attends meetings with 
subordinates and other internal business partners to gather project information and status updates and to disseminate 
information.    Presents technical information to small and large groups to disseminate information.    Provides 
constructive feedback to subordinates related to job performance, work outcomes and/or work issues.Monitor 
Processes, Materials, or Surroundings:     Monitors district operations including construction projects, personnel, 
transportation infrastructure, costs, and expenditures to identify concerns and issues to ensure compliance with 
budgetary constraints.    Monitors road conditions during snow and ice removal to coordinate with upper management.    
Monitors work outputs of self and subordinates to ensure quality.    Monitors information systems to determine 
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necessary response in the event of an abnormal occurrence.    Monitors subordinate attendance, leave, time worked, 
schedules, travel and other information.Judging the Qualities of Things, Services, or People:     Reviews documents, 
applications, reports and/or plans for completeness and accuracy to provide solutions for changes or improvements.     
Assesses the quality of roadway components to provide solutions for improvement.    Reviews calculations and verifies 
quantities of materials given set parameters to estimate cost, time, materials and other bid factors for a project.    
Assesses ROW/Construction plans for completeness and accuracy to ensure proper ROW acquisition and 
constructability.    Assesses and reviews the performance of assigned subordinates for the performance evaluation 
process.Communicating with Persons Outside the Organization:     Communicates in verbal and written form regarding 
project details, rules, regulations, and laws with land owners, utility representatives, government officials, business 
representatives, and other individuals.    Contacts general public, producers, consultants, contractors, and other outside 
agencies to obtain/provide required information, correct errors, and/or for clarification purposes.    Provides testimony 
in court as a representative of the department.    Conducts and/or attends meetings with external business partners to 
gather project information and status updates and to disseminate information.    Presents technical information to small 
and large groups to disseminate information.Thinking Creatively:     Implements creative engineering solutions to unique 
problems as they arise.    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, efficiency 
and dissemination.    Develops process improvement suggestions to streamline workflow and improve process cycle 
times and accuracy.    Leads and/or participates in brainstorming sessions to develop process streamlining initiatives and 
improve business practices.Evaluating Information to Determine Compliance with Standards:     Evaluates documents 
including, but not limited to, final drawings, operations procedures, plans, materials, test results, labor, environmental 
reports and estimates submitted by subordinates, internal and/or external business partners for accuracy and to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Evaluates current business practices for effectiveness and provides recommendations for modifications, 
additions, or improvement of specifications.    Evaluates new technologies, equipment, materials, or processes to 
determine best practices for departmental use.Developing Objectives and Strategies:     Develops job plans for assigned 
subordinates to communicate responsibilities and expected outcomes of performance in their role.    Incorporates 
departmental objectives and goals into assigned programs.    Develops or recommends strategies and objectives for 
assigned district to enhance performance and improve organizational efficiency.Establishing and Maintaining 
Interpersonal Relationships:     Networks with internal and external business partners to ensure open dialogues exist and 
to facilitate coordination and unified effort.    Acts as a liaison with internal and external business partners and other 
organizational representatives to ensure accurate and timely processing of information and deliverables.    Maintains 
professional working relationships with peers, assigned subordinates, and upper management to ensure smooth and 
effective team operations.Developing and Building Teams:     Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others, and enhance trust.    Encourages assigned 
subordinates to pursue career development opportunities as a means of improving team performance.    Identifies 
developmental opportunities appropriate for assigned subordinates to improve team development.Coaching and 
Developing Others:     Educates internal and external business partners on departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures process to facilitate accurate and timely submission of 
documentation.    Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks.    Discusses performance 
with appropriate staff to identify and correct deficiencies and to reinforce strengths.Staffing Organizational Units:     
Participates in hiring process including identifying hiring criteria, interviewing, and recruiting applicants.Monitoring and 
Controlling Resources:     Approves and justifies distribution of district resources as per departmental policy.Training and 
Teaching Others:     Trains and mentors assigned subordinates, peers and external business partners in the basic 
workflow and processes related to their tasks.Documenting/Recording Information:     Documents the performance of 
assigned subordinates to ensure accurate and unbiased performance evaluations.    Documents information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others.Inspecting Equipment, Structures, or Material:     Conducts, reviews, or approves final 
inspections of sites, equipment, and materials to determine that the job was completed as specified.    Conducts field 
reviews as requested by local, state, and federal regulatory agencies, to ensure projects adhere to guidelines and 
specifications.Updating and Using Relevant Knowledge:     Ensures self and/or assigned subordinates maintain required 
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level of certifications.    Completes required training events to learn new procedures, ensure continual learning, 
maintain current knowledge of the field, and increase job proficiency.    Reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they and/or their assigned subordinates are knowledgeable on the latest systems.    Seeks out work related 
developmental opportunities for self and/or assigned subordinates to improve performance and team 
efficiency.Interacting With Computers:     Utilizes appropriate state and federal databases and/or software as required 
to manage information.    Utilizes office productivity software including, but not limited to, word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.    Utilizes appropriate database tracking software specific to the state and agency as required.Performing 
Administrative Activities:     Updates internal databases to document time, schedule and project development.     
Prepares correspondence to internal and external business partners.Operating Vehicles, Mechanized Devices, or 
Equipment:     Operates pick-up truck, SUV, van and other on road delivery and transport vehicles within safety and 
departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                             Strategic Agility                              Innovation Management                                
Developing Direct Reports and Other                            Planning                           Priority Setting                               Managerial 
Courage                        Organizational Agility                     Integrity and Trust                          Negotiating                  
Knowledge:    Advanced Knowledge of administration and management in the coordination of people and resources            
Advanced knowledge of roadway and bridge construction materials and techniques                        Basic knowledge of 
office clerical tasks including data entry and form completion (written or electronic)          Intermediate knowledge of 
teaching and instruction for individuals and groups                       Advanced knowledge of engineering science and 
technology                      Intermediate knowledge of work zone establishment and safety procedures                            
Intermediate knowledge of personal protective equipment, operation, and use                        Advanced knowledge of 
roadway construction plans                    Critical thinking skills                 Skills:    Monitor performance and work efficiency 
of professional subordinates                      Skill in the application of advanced mathematics                         Reading 
comprehension of technical documents and specifications                           Skill of writing contractual documents and 
professional correspondence                   Speaking to groups and/or individuals to convey and/or interpret technical 
information                  Advance skill developing and instructing subordinates                               Negotiation                      
Advanced skill of coordinating work unit or divisional activities                               Service orientation skills                                
Social perceptiveness skills                             Complex problem solving                              Judgment and decision making                      
Systems evaluation                         Time management skills                            Abilities:    Management of Financial, Material 
and/or Personnel Resources                                Deductive Reasoning                       Oral Comprehension                       Oral 
Expression                               Problem Sensitivity                         Visualization                    Written Expression                          
Written Comprehension                                 Speech Clarity                                 Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Various Hand Tools    Vehicles    Electronic Message Boards    
Navigational GPS    Digital Camera    Data Recording Equipment 
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076226 - TDOT OPERATIONS DISTRICT MGR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5180 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to five years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee with at least two 
years supervising and/or providing technical guidance to professional and technical staff in a civil engineering or related 
field. OR Possession of a master's degree in civil engineering from an accredited college or university and experience 
equivalent to four years of full-time professional civil engineering work with at least two years supervising and/or 
providing technical guidance to professional and technical staff in a civil engineering or related field. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possess a motor vehicle operator license that is valid in 
the State of Tennessee. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory civil engineering work of considerable 
difficulty over civil engineering staff in areas related to constructing or maintaining a structure or roadway; and 
performs related work as required. Distinguishing Features:  Employees in this class are responsible for providing 
technical guidance through the coordination of district operation’s activities. This class differs from the TDOT District 
Operations Supervisor class in that an incumbent of the latter will supervise a single operations field office or coordinate 
the activities of multiple inspection teams and/or maintenance units assigned to the field office. This class differs from 
the TDOT District Operations Engineer class in that an incumbent of the latter is responsible for managing construction 
and maintenance staff for the district and is required to maintain an active status with the State of Tennessee as a 
professional engineer in civil engineering. 
 
Work Activities: 
Making Decisions and Solving Problems:    Recommends variable solutions to civil engineering problems.    Determines 
that plans and specifications are accurate and complete.    Makes decisions involving work site conditions, materials, and 
techniques that may deviate from plans in order to meet specifications and guidelines.    Approves payments, purchase 
orders and change orders in accordance with departmental guidelines and policies.    Reviews and approves 
recommendations regarding issues of highway components for construction, maintenance, repair, safety, 
environmental, quality assurance and operational needs.    Reviews and approves recommendations based upon 
information gathered from the Maintenance Rating Index to determine type of work needed to improve rating.    
Approves subordinate time and leave requests, expense reports, and vehicle usage justifications.Monitor Processes, 
Materials, or Surroundings:    Monitors district operations including construction projects, personnel, transportation 
infrastructure, costs, and expenditures to identify concerns and issues to ensure compliance with budgetary constraints.    
Monitors road conditions during snow and ice removal to coordinate with upper management.    Monitors work outputs 
of self and subordinates to ensure quality.    Monitors information systems to determine necessary response in the 
event of an abnormal occurrence.    Monitors subordinate attendance, leave, time worked, schedules, travel and other 
information.Scheduling Work and Activities:    Assigns teams for special projects including internal and external staff to 
ensure departmental goals are met.    Schedules and coordinates the work of subordinates, contractors, consultants and 
utility companies to ensure timely submission of required information.    Schedules district projects and assignments to 
subordinates to ensure timely processing, accounting for current workload.    Schedules, coordinates and/or leads 
meetings with internal and external customers to ensure information is communicated.Interpreting the Meaning of 
Information for Others:    Interprets a variety of engineering and environmental rules, regulations, policies, procedures, 
and documentation for internal and external business partners to facilitate understanding, enhance communications, 
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and ensure compliance.    Explains project specific procedures and regulations to subordinates, the general public, 
persons in other departments or divisions, or outside organizations and elected officials as required.    Interprets 
construction plans, standard drawings, and schematics to identify quantities, location, placement, features, and details 
to guide assigned work.    Interprets plans and specifications for property owner to facilitate understanding.Resolving 
Conflicts and Negotiating with Others:    Investigates conflicts between business partners and agency employees 
according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop 
an action plan for resolving the issue.    Resolves interpersonal conflicts between assigned subordinates to ensure a 
respectful and productive work environment.    Negotiates with internal and external business partners to develop a 
consistent deployment of policy, procedure, processes, and specifications.    Maintains a respectful and productive work 
environment within the district to minimize disputes and facilitate performance.Guiding, Directing, and Motivating 
Subordinates:    Oversees district operations including roadway construction and/or maintenance according to local, 
state, and federal guidelines to ensure standards are met.    Supervises others in the implementation of departmental 
goals, objectives, and assigned tasks.    Provides motivation through positive reinforcement to promote a productive and 
efficient work environment.    Sets performance standards and goals for subordinates and monitors 
performance.Provide Consultation and Advice to Others:    Provides technical guidance to external or internal business 
partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Answers technical 
questions for subordinates, peers, consultants or contractors to clarify project information, engineering solutions, 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Investigates and 
notifies upper management of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.Identifying Objects, Actions, and Events:    Identifies district priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines.    Reads construction plans, contracts, standard drawings, guidelines, and 
schematics to identify quantities, materials, location, placement, features, specifications, and details to provide 
technical guidance.    Identifies errors, omissions, and potential conflicts on applications, contract documents, reports, 
and/or plans to discuss with upper management.Analyzing Data or Information:    Analyzes relevant information to 
determine the appropriate engineering approach to resolve an issue, problem or task.    Analyzes contractor claims to 
help in decision making.    Analyzes project sites, processes, policies, and procedures to develop recommendations for 
changes in operations which affect the environment, safety, economy, efficiency and quality of agency operations and 
services.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload and/or the 
workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work.Communicating with Supervisors, Peers, or Subordinates:    Communicates in verbal and written 
form with subordinates, upper management and other internal business partners to ensure accurate and timely receipt 
of instructions and work assignments.    Sends notifications of special events, changes, approvals, and deadlines to 
internal and external business partners to ensure timely and accurate receipt of information.    Conducts and/or attends 
meetings with subordinates and other internal business partners to gather project information and status updates and 
to disseminate information.    Provides constructive feedback to subordinates related to job performance, work 
outcomes and/or work issues.    Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications.    Presents technical information to small and large groups to disseminate information.Getting 
Information:     Researches plans, policies, specifications, procedures, guidelines, rules, regulations, and laws related to 
transportation using physical and electronic sources to assist with conflict resolution, problem solving, and decision 
making.    Collects information from staff regarding status updates, project schedules, and/or inspections to effectively 
make decisions, communicate to upper management, and/or prioritize work.     Contacts the general public, 
subordinates, persons in other departments or divisions, elected officials, and outside organizations, including producers 
and suppliers, for the purpose of furnishing or obtaining information.    Obtains geotechnical, hydraulic, environmental, 
structural, survey, and other applicable information to assist with permitting, designing, and analyzing projects.     
Utilizes maps, computer software, plans and other documents to collect project information.    Attends meetings and 
conferences/conference calls to gather information on new or existing policies, procedures, project updates, best 
practices, technologies and other changes.Communicating with Persons Outside the Organization:    Communicates in 
verbal and written form regarding project details, rules, regulations, and laws with land owners, utility representatives, 
government officials, business representatives, and other individuals.    Contacts general public, producers, consultants, 
contractors, and other outside agencies to obtain/provide required information, correct errors, and/or for clarification 
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purposes.    Provides testimony in court as a representative of the department.    Conducts and/or attends meetings 
with external business partners to gather project information and status updates and to disseminate information.    
Presents technical information to small and large groups to disseminate information.Judging the Qualities of Things, 
Services, or People:    Assesses and reviews the performance of assigned subordinates for the performance evaluation 
process.    Assesses the quality of roadway components to provide recommendations for improvement.    Reviews 
documents, applications, reports and/or plans for completeness and accuracy to make recommendations for change or 
improvement.     Assesses ROW/Construction plans for completeness and accuracy to ensure proper ROW acquisition 
and constructability.Processing Information:    Compiles accurate and complete information from multiple sources to 
create report for submission to upper management as required.    Compiles and/or verifies data by performing 
necessary calculations to request and/or approve plans revisions.    Verifies advanced calculations, such as vertical and 
horizontal alignments, related to measurements taken to ensure accuracy of calculations for field changes.    Verifies 
information submitted for change order as required to ensure accurate use of language, time extensions, and item 
pricing.Evaluating Information to Determine Compliance with Standards:    Evaluates documents including, but not 
limited to, final drawings, operations procedures, plans, materials, test results, labor, environmental reports and 
estimates submitted by subordinates, internal and/or external business partners for accuracy and to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates new technologies, equipment, materials, or processes to determine best practices for departmental use.    
Evaluates current business practices for effectiveness and provides recommendations for modifications, additions, or 
improvement of specifications.Developing Objectives and Strategies:    Develops job plans for assigned subordinates to 
communicate responsibilities and expected outcomes of performance in their role.    Incorporates departmental 
objectives and goals into assigned programs.    Develops or recommends strategies and objectives for assigned district to 
enhance performance and improve organizational efficiency.Documenting/Recording Information:    Documents and 
stores appropriate information in electronic databases and/or physical form as required to ensure accurate information 
is recorded.    Documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.    Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Acts as a liaison with internal and external business partners and other organizational 
representatives to ensure accurate and timely processing of information and deliverables.    Maintains professional 
working relationships with peers, assigned subordinates, and upper management to ensure smooth and effective team 
operations.Developing and Building Teams:    Models effective performance for co-workers and assigned subordinates 
to provide a role model, encourage success in others, and enhance trust.    Encourages assigned subordinates to pursue 
career development opportunities as a means of improving team performance.    Identifies developmental opportunities 
appropriate for assigned subordinates to improve team development.Coaching and Developing Others:    Educates 
internal and external business partners on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures process to facilitate accurate and timely submission of documentation.    Mentors assigned 
subordinates by providing feedback and information on organizational culture, policies and procedures, workflow and 
chain of command, task prioritization, proper documentation, use of systems and available functionality, and how to 
most effectively and efficiently perform their assigned tasks.    Discusses performance with subordinates to identify and 
correct deficiencies and to reinforce strengths.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Assists in estimating future needs of district resources to upper management.    Calculates and verifies 
quantities of materials given set parameters to estimate cost, time, materials and other bid factors for a project.    
Estimates work hours of staff to establish project schedule and cost.Training and Teaching Others:    Creates and 
conducts agency specific and specialized training for agency employees and external business partners to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to facilitate change and 
implement improvement initiatives.    Trains and mentors assigned subordinates, peers and external business partners 
in the basic workflow and processes related to their tasks.Inspecting Equipment, Structures, or Material:     Conducts 
final inspections of sites, equipment, and materials to determine that the job was completed as specified.    Conducts 
field reviews as requested by local, state, and federal regulatory agencies, to ensure projects adhere to guidelines and 
specifications.Staffing Organizational Units:    Participates in hiring process including identifying hiring criteria, 
interviewing, and recruiting applicants.Thinking Creatively:    Implements creative engineering solutions to unique 
problems as they arise.    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
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advertisements, logs, and other systems as required to facilitate accurate data gathering, tracking, training, efficiency 
and dissemination.    Develops process improvement suggestions to streamline workflow and improve process cycle 
times and accuracy.    Leads and/or participates in brainstorming sessions to develop process streamlining initiatives and 
improve business practices.Updating and Using Relevant Knowledge:    Ensures self and/or assigned subordinates 
maintain required level of certifications.    Reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and/or their 
assigned subordinates are knowledgeable on the latest systems.    Completes required training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency.    Seeks out 
work related developmental opportunities for self and/or assigned subordinates to improve performance and team 
efficiency.Interacting With Computers:    Utilizes CADD software, modeling software, and analyzing software to 
complete engineering related tasks.    Utilizes appropriate database tracking software specific to the state and agency as 
required.    Utilizes office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, instant-messaging programs, and search engines.    
Utilizes digital camera and other data recording equipment to record information and transfer files to centralized 
storage locations.Coordinating the Work and Activities of Others:    Coordinates workload with internal and external 
business partners as required to facilitate timely and accurate task completion.    Coordinates meetings, events, and 
other special projects as required to ensure availability, attendance, and coverage.Performing Administrative Activities:    
Updates internal databases to document time, schedule and project development.     Prepares correspondence to 
internal and external business partners.Monitoring and Controlling Resources:    Approves and justifies distribution of 
equipment and vehicles as per departmental policy.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Designs concept plans for safety and operational improvement options.Performing General Physical 
Activities:    Walks, crawls, and/or hikes through construction, inspection, and maintenance sites possibly including 
rough terrain and obstacles to facilitate task completion in a variety of environmental conditions.Controlling Machines 
and Processes:    Utilizes office equipment including, but not limited to, copier, fax, phone, and scanner.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates pick-up truck, SUV, van and other on road delivery and 
transport vehicles within safety and departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality                             Strategic Agility                              Developing Direct Reports and Other                       
Planning                           Priority Setting                               Conflict Management                      Organizational Agility                     
Written Communication                                Integrity and Trust                          Negotiating                  Knowledge:    
Knowledge of administration and management in the coordination of people and resources            Advanced knowledge 
of roadway and bridge construction materials and techniques                        Basic knowledge of office clerical tasks 
including data entry and form completion (written or electronic)          Intermediate knowledge of teaching and 
instruction for individuals and groups                       Advanced knowledge of engineering science and technology                      
Intermediate knowledge of work zone establishment and safety procedures                            Intermediate knowledge of 
personal protective equipment, operation, and use                        Advanced knowledge of roadway construction plans               
Skills:    Critical thinking skills       Monitor performance and work efficiency of professional subordinates                      Skill 
in the application of advanced mathematics                        Reading comprehension of technical documents and 
specifications                          Skill of writing contractual documents and professional correspondence                                 
Speaking to groups and/or individuals to convey and/or interpret technical information                 Advance skill 
developing and instructing subordinates                              Negotiation                      Intermediate skill of coordinating work 
unit or divisional activities                           Service orientation skills                                Social perceptiveness skills    
Complex problem solving                              Judgment and decision making                      Systems evaluation           Time 
management skills    Management of financial, material and/or personnel resources                               Abilities:    
Deductive Reasoning                       Oral Comprehension                       Oral Expression                               Problem Sensitivity                    
Visualization                    Written Expression                          Written Comprehension                                 Multi-Limb 
Coordination                                 Depth Perception                            Peripheral Vision                             Speech Clarity                                 
Speech Recognition 
 
Tools and Equipment Used: 
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    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Survey 
Equipment    Various Hand Tools    Vehicles    Boats    Electronic Message Boards    Navigational GPS    Digital Camera    
Data Recording Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076224 - TDOT OPERATIONS DISTRICT SPEC 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5169 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to one year of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee. Candidate must 
have passed the National Council of Examiners and Surveys' (NCEES) Fundamentals of Engineering exam.OR Possession 
of a master's degree in civil engineering from an accredited college or university and passage of the National Council of 
Examiners and Surveys' (NCEES) Fundamentals of Engineering exam.ORPossession of a bachelor's degree in civil 
engineering from an accredited college or university and experience equivalent to twelve years of full-time professional 
civil engineering work.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a motor vehicle operator license that is valid in 
the State of Tennessee.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing non-routine professional civil engineering work of 
considerable difficulty related to constructing and maintaining a roadway and/or bridge, and performs related work as 
required. This position may supervise technical and paraprofessional civil engineering staff in district operations. 
Distinguishing Features: An employee in this title will apply professional level civil engineering principles to ensure the 
construction and maintenance of roads, and/or bridges adhere to civil engineering specifications and standards. This 
position differs from the TDOT Operations Technician Supervisor class in that the latter performs paraprofessional civil 
engineering work by providing assistance to a TDOT Operations District Specialist. This position reports to and differs 
from the TDOT Operations District Supervisor class in that the latter supervises an operations field office and 
coordinates the activities of multiple inspection teams and/or maintenance units. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material: Inspects geotechnical event, including sink hole, rock fall, or landslide, to 
gather information to determine appropriate action to resolve the issue. Conducts inspections of sites, roadway 
features, equipment, and/or materials to determine that the job is being completed as specified according to local, 
state, and federal guidelines to ensure standards are met.Identifying Objects, Actions, and Events: Identifies 
infrastructure issues of highway components for maintenance, repair, safety, environmental, and operational needs. 
Reads construction plans, contracts, standard drawings, guidelines, and schematics to identify quantities, materials, 
location, placement, features, specifications, and details to guide assigned work. Identifies geotechnical characteristics 
of project area to determine possible issue with design and/or construction. Identifies work priorities to ensure the most 
important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal 
laws, rules, regulations, and guidelines.Interpreting the Meaning of Information for Others: Interprets a variety of 
engineering rules, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, and ensure compliance. Explains project specific procedures and 
regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Interprets construction plans, standard drawings, and schematics to identify quantities, 
location, placement, features, and details to guide assigned work.Guiding, Directing, and Motivating Subordinates: 
Provides technical guidance to other engineering personnel regarding inspection techniques, material specifications, 
testing methods, or construction practices. Assists regional or statewide specialist by providing technical guidance to 
field engineering staff for a specialty area such as construction, maintenance, materials and tests, or bridge 
inspection.Provide Consultation and Advice to Others: Provides technical guidance to external or internal business 



 TN Job Classification Specifications  
September 22, 2020 

partners to resolve problems with environmental, geotechnical and/or engineering concerns. Answers technical 
questions for subordinates, peers, consultants or contractors to clarify project information, engineering solutions, 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Notifies supervisory 
personnel of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.Getting Information: Researches plans, policies, specifications, procedures, guidelines, rules, regulations, 
and laws related to transportation using physical and electronic sources to assist with conflict resolution, problem 
solving, and decision making. Contacts the general public, persons in other departments or divisions, representatives, 
and outside organizations, including producers and suppliers, for the purpose of furnishing or obtaining information. 
Attends meetings and conferences/conference calls to gather information on new or existing policies, procedures, 
project updates, best practices, technologies and other changes. Obtains geotechnical, hydraulic, environmental, 
structural, survey, and other applicable information to assist with permitting, designing, and analyzing projects. Utilizes 
maps, computer software, plans and other documents to collect project information. Collects construction material 
samples provided by field staff and/or suppliers for testing purposes to determine compliance with specifications, 
source approval, and other informational needs.Monitor Processes, Materials, or Surroundings: Monitors work 
environment to identify safety hazards. Monitors work outputs to ensure quality to report to assigned supervisor. 
Monitors schedules and deliverables to ensure deadlines are met. Monitors the costs and expenditures related to 
contracts to ensure compliance with budgetary constraints. Monitors road conditions during snow and ice removal to 
ensure equipment and staff allocation is appropriate. Monitors infrastructure to identify concerns and issues to report 
to appropriate contact. Monitors materials, equipment, and resources to ensure sufficient quality.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Calculates roadway quantities of materials given set 
parameters to estimate time, materials and other factors for a project. Ensures pay quantities for monthly progress 
payments are paid to contractors and accurate.Judging the Qualities of Things, Services, or People: Assesses 
ROW/Construction plans for completeness and accuracy to ensure proper ROW acquisition and constructability. 
Reviews reports and plans for completeness and accuracy to make recommendations for change or improvement. 
Assesses the performance of subordinates for the performance evaluation process. Reviews surveys of project sites to 
ensure the accuracy of the information collected by the survey teams.Processing Information: Performs advanced 
calculations, such as vertical and horizontal alignments, related to measurements taken in the course of daily work 
activities to appropriately document work performed. Compiles accurate and complete information during work day or 
inspection to ensure costs associated with work performed are documented appropriately. Compiles data and performs 
necessary calculations to request plans revisions. Compiles environmental information for required permits. Conducts 
field tests by taking measurements, performing calculations, and using appropriate equipment to determine material's 
properties. Uses satellite-referenced GPS or standard surveying equipment and procedures to measure and calculate 
the location of control points, baseline, and other components of the right-of-way, construction project, and existing 
features of the land.Evaluating Information to Determine Compliance with Standards: Evaluates environmental, safety, 
and other features of structures and roadways visually before, during and after the completion of assigned tasks to 
ensure compliance with standard drawings, plans, and specifications. Evaluates operations procedures, plans, materials, 
test results, labor, and estimates submitted by internal and external business partners for accuracy and to determine 
compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Evaluates environmental, safety, and other features of structures and roadways visually in comparison to performance 
standards.Analyzing Data or Information: Analyzes relevant information to determine the appropriate engineering 
approach to resolve an issue, problem or task. Analyzes contractor claims to help in decision making. Analyzes 
Maintenance Rating Index to determine type of work needed to improve rating.Making Decisions and Solving Problems: 
Makes decisions to establish and/or modify necessary traffic controls including message boards, arrow boards, and sign 
placements appropriate for assigned work site to ensure compliance with safety guidelines. Makes decisions involving 
work site conditions, materials, and techniques that may deviate from plans in order to meet specifications and 
guidelines. Determines that plans and specifications are accurate and complete. Recommends variable solutions to civil 
engineering problems. Analyzes data and makes decisions to improve performance measures. Makes decisions involving 
encroachments, vegetation removal, and environmental features pertaining to Right-of-Way (ROW).Thinking Creatively: 
Implements creative engineering solutions to unique problems as they arise. Develops spreadsheets, presentations, 
forms, form letters, memos, database queries, logs, and other systems as required to facilitate accurate data gathering, 
tracking, training, efficiency and dissemination. Participates in brainstorming sessions to develop process streamlining 
initiatives and improve business practices.Updating and Using Relevant Knowledge: Seeks out work related 
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developmental opportunities for self and/or assigned subordinates to improve performance and team efficiency. 
Maintains required level of certifications. Reviews current departmental, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and/or their 
assigned subordinates are knowledgeable on the latest systems. Completes required training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency.Developing 
Objectives and Strategies: Develops job plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role. Incorporates departmental objectives and goals into assigned 
programs.Scheduling Work and Activities: Schedules and/or coordinates the work of subordinates, contractors, 
consultants and utility companies to ensure timely submission of required information. Schedules and/or coordinate 
meetings with internal and external customers to ensure information is communicated. Schedules personal workload to 
ensure timely processing and accounts for current workload.Documenting/Recording Information: Documents the 
performance of subordinates to ensure accurate and unbiased performance evaluations. Writes reports to document 
field inspections, laboratory test, and other necessary items to ensure accurate information is used in decision making. 
Documents information provided during meetings and training when serving as the sole agency representative to ensure 
accurate information is disseminated to others. Documents and/or reviews contractor information by conducting 
interviews and inspections to ensure compliance with federal and state guidelines. Documents and stores appropriate 
information in electronic databases and/or physical form as required to ensure accurate information is 
recorded.Communicating with Supervisors, Peers, or Subordinates: Meets with supervisor to discuss schedule to provide 
updates. Communicates the purpose of lane closures and location including mile marker and route, severity of incident, 
status of emergency response, and other incident information to supervisor and others as required when responding to 
the scene of an incident. Communicates verbally with staff, upper management and other internal business partners to 
ensure accurate and timely receipt of instructions and work assignments. Conducts and/or attends meetings with staff 
and other internal business partners to gather project information and status updates and to disseminate information. 
Communicates through written format to send notifications of special events, changes, approvals, and deadlines to 
internal business partners to ensure timely and accurate receipt of information.Communicating with Persons Outside 
the Organization: Communicates with general public, producers, consultants, contractors, and other outside agencies to 
obtain/provide required information, correct errors, and/or for clarification purposes. Responds with appropriate 
contact information for inquiries made by media and general public. Communicates information to business partners by 
creating letters, memos, and/or email.Establishing and Maintaining Interpersonal Relationships: Acts as a liaison with 
internal and external business partners and other organizational representatives to ensure accurate and timely 
processing of information and deliverables. Maintains professional working relationships with peers, with assigned 
subordinates, and with upper management to ensure smooth and effective team operations. Communicates politely 
and courteously with co-workers, supervisors, and other business partners to ensure a positive and productive work 
environment.Resolving Conflicts and Negotiating with Others: Investigates conflicts between business partners and 
agency employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue. Resolves interpersonal conflicts between subordinates to 
ensure a respectful and productive work environment. Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance.Training and Teaching Others: Creates and 
conducts agency specific and specialized training for agency employees and external business partners to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and 
improving initiatives. Trains and mentors subordinates, peers and external business partners in the basic workflow and 
processes related to their tasks.Coaching and Developing Others: Educates internal and external business partners on 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures process to facilitate 
accurate and timely submission of documentation. Discusses performance with staff to identify and correct deficiencies 
and to reinforce strengths. Mentors less experienced coworkers to facilitate development and job 
performance.Organizing, Planning, and Prioritizing Work: Incorporates last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work. Organizes and prioritizes personal workload and/or the 
workloads of subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.Handling and Moving Objects: Handles delicate survey and inspection equipment as required to ensure its safety 
and proper use.Controlling Machines and Processes: Utilizes various testing equipment, such as nuclear gauge, to 
conduct materials testing. Utilizes office equipment including but not limited to copier, fax, phone, scanner.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates pick-up truck, SUV, van and other on road delivery and transport 
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vehicles within safety and departmental guidelines as necessary.Interacting With Computers: Uses CADD software, 
modeling software, and analyzing software to complete engineering related tasks. Operates navigational GPS to obtain 
location data. Operates employee self-service database to maintain and view personal employment data. Uses office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Uses appropriate database 
tracking software specific to the state and agency as required. Operates computerized testing equipment to conduct 
materials testing. Utilizes digital camera and other data recording equipment to record information and transfer files to 
centralized storage locations.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Drafts and 
plots designs and elevation by sketching roadway elements on paper to model field measurements.Coordinating the 
Work and Activities of Others: Coordinates workload with internal and external business partners as required to 
facilitate timely and accurate task completion. Coordinates meetings, events, and other special projects as required to 
ensure availability, attendance, and coverage. Assigns work to technical subordinates and monitors their 
progress.Developing and Building Teams: Models effective performance for co-workers and subordinates to provide a 
role model, encourage success in others, and enhance trust. Encourages subordinates to pursue career development 
opportunities as a means of improving team performance. Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development.Performing Administrative Activities: Monitors and/or prepares 
correspondence from internal and external business partners and provides appropriate response.Staffing Organizational 
Units: Participates in interviews and recruiting efforts for new job candidates.Performing General Physical Activities: 
Walks, crawls, and/or hikes through construction, inspection, and maintenance sites possibly including rough terrain and 
obstacles to facilitate task completion in a variety of environmental conditions. Climbs and/or balances on ladders, 
scaffolding, vehicles, slopes, hills and roadway structures of varying heights to perform inspections and complete other 
assigned tasks in a variety of environmental conditions. Lifts job related documents, equipment and materials to 
complete assigned tasks in a variety of environmental conditions. 
 
Competencies (KSA’s): 
Competencies: Decision Quality                     Strategic Agility                      Problem Solving                      Process 
Management               Timely Decision Making                        Conflict Management              Drive for Results                     
Negotiating              Integrity and TrustKnowledge: Intermediate knowledge of roadway and bridge construction 
materials and techniques         Intermediate knowledge of office clerical tasks including data entry and form completion 
(written or electronic)             Intermediate knowledge of engineering science and technology                       Intermediate 
knowledge of operating a variety of on and off road vehicles used for roadway maintenance and construction              
Intermediate knowledge of work zone establishment and safety procedures                   Intermediate knowledge of 
personal protective equipment, operation, and use               Intermediate knowledge of roadway construction plansSkills: 
Skill in the application of advanced mathematics                Reading comprehension of technical documents and 
specifications                  Writing reports                        Speaking to groups and/or individuals to convey and/or interpret 
technical information       Intermediate skill instructing subordinates            Negotiation              Intermediate skill 
coordinating subordinates and work activities                       Intermediate report and form writing skills           Service 
orientation skills                        Social perceptiveness skills                     Complex problem solving                      Judgment and 
decision making              Systems evaluation                 Time management skillAbilities: Management of Financial, Material 
and/or Personnel Resources                        Deductive Reasoning               Oral Comprehension               Oral Expression                       
Mathematical Reasoning                        Visualization            Written Expression                  Spatial Orientation                  
Written Comprehension                         Multi-Limb Coordination                         Reaction Time                        Dynamic 
Flexibility                 Gross Body Equilibrium                         Depth Perception                    Peripheral Vision                     Speech 
Clarity                         Speech Recognition    
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Survey Equipment 
Various Hand Tools Vehicles Electronic Message Boards Navigational GPS Digital Camera Data Recording Equipment 
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076225 - TDOT OPERATIONS DISTRICT SUPER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4012 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to four years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee. OR Possession of a 
master's degree in civil engineering from an accredited college or university and experience equivalent to three years of 
full-time professional civil engineering work. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possess a motor vehicle operator license that is valid in 
the State of Tennessee. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for supervisory work of considerable difficulty over professional and technical 
staff in areas related to constructing or maintaining a structure or roadway; and performs related work as required. 
Distinguishing Features:  Employees in this class supervise an operations field office and coordinate the activities of 
multiple inspection teams and/or maintenance units. This class differs from the TDOT Operations District Specialist class 
in that incumbents of the latter may supervise technical engineering staff. This class differs from TDOT Operations 
District Manager class in that the incumbents of the latter coordinate the activities of multiple offices and oversee 
technical and professional staff by providing guidance and direction on a district basis for both construction and 
maintenance projects. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:      Inspects geotechnical event, including sink hole, rock fall, or landslide, 
to gather information to determine appropriate action to resolve the issue.    Conducts inspections of sites, roadway 
features, equipment, and/or materials to determine that the job is being completed as specified according to local, 
state, and federal guidelines to ensure standards are met.Identifying Objects, Actions, and Events:     Identifies 
infrastructure issues of highway components for maintenance, repair, safety, environmental, and operational needs.    
Identifies work priorities to ensure the most important work is completed first based on work experience, supervisor 
guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.    Reads construction plans, 
contracts, standard drawings, guidelines, and schematics to identify quantities, materials, location, placement, features, 
specifications, and details to guide assigned work.    Identifies geotechnical characteristics of project area to determine 
possible issues with design and/or construction.Evaluating Information to Determine Compliance with Standards:    
Evaluates environmental, safety, and other features of structures and roadways visually before, during and after the 
completion of assigned tasks to ensure compliance with standard drawings, plans, and specifications.    Evaluates 
operations procedures, plans, materials, test results, labor, and estimates submitted by internal and external business 
partners for accuracy and to determine compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluates environmental, safety, and other features of structures and roadways 
visually in comparison to performance standards.Interpreting the Meaning of Information for Others:    Interprets a 
variety of engineering rules, regulations, policies, procedures, and documentation for internal and external business 
partners to facilitate understanding, enhance communications, and ensure compliance.    Explains project specific 
procedures and regulations to the general public, persons in other departments or divisions, or outside organizations 
and elected officials as required.    Interprets construction plans, standard drawings, and schematics to identify 
quantities, location, placement, features, and details to guide assigned work.Provide Consultation and Advice to Others:    
Provides technical guidance to external or internal business partners to resolve problems with environmental, 
geotechnical and/or engineering concerns.    Answers technical questions for subordinates, peers, consultants or 



 TN Job Classification Specifications  
September 22, 2020 

contractors to clarify project information, engineering solutions, departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Guiding, Directing, and 
Motivating Subordinates:    Provides technical guidance to other engineering personnel regarding inspection techniques, 
material specifications, testing methods, or construction practices.    Assists regional or statewide specialist by providing 
technical guidance to field engineering staff for a specialty area such as construction, maintenance, materials and tests, 
or bridge inspection.Monitor Processes, Materials, or Surroundings:     Monitors the costs and expenditures related to 
contracts to ensure compliance with budgetary constraints.    Monitors infrastructure to identify concerns and issues to 
report to appropriate contact.    Monitors materials, equipment, and resources to ensure sufficient quality.    Monitors 
work environment to identify safety hazards.    Monitors work outputs to ensure quality to report to assigned 
supervisor.    Monitors schedules and deliverables to ensure deadlines are met.    Monitors road conditions during snow 
and ice removal to ensure equipment and staff allocation is appropriate.Getting Information:    Researches plans, 
policies, specifications, procedures, guidelines, rules, regulations, and laws related to transportation using physical and 
electronic sources to assist with conflict resolution, problem solving, and decision making.    Obtains geotechnical, 
hydraulic, environmental, structural, survey, and other applicable information to assist with permitting, designing, and 
analyzing projects.     Utilizes maps, computer software, plans and other documents to collect project information.    
Contacts the general public, persons in other departments or divisions, and outside organizations, including producers 
and suppliers, for the purpose of furnishing or obtaining information.    Attends meetings and conferences/conference 
calls to gather information on new or existing policies, procedures, project updates, best practices, technologies and 
other changes.    Collects construction material samples provided by field staff and/or suppliers for testing purposes to 
determine compliance with specifications, source approval, and other informational needs. Processing Information:     
Performs advanced calculations, such as vertical and horizontal alignments, related to measurements taken in the 
course of daily work activities to appropriately document work performed.    Compiles accurate and complete 
information during work day or inspection to ensure costs associated with work performed are documented 
appropriately.    Compiles data and performs necessary calculations to request plans revisions.    Compiles 
environmental information for required permits.    Conducts field tests by taking measurements, performing 
calculations, and using appropriate equipment to determine material properties.    Uses satellite-referenced GPS or 
standard surveying equipment and procedures to measure and calculate the location of control points, baseline, and 
other components of the right-of-way, construction project, and existing features of the land.Making Decisions and 
Solving Problems:     Recommends variable solutions to civil engineering problems.    Determines that plans and 
specifications are accurate and complete.    Makes decisions to establish and/or modify necessary traffic controls 
including message boards, arrow boards, and sign placements appropriate for assigned work site to ensure compliance 
with safety guidelines.    Makes decisions involving work site conditions, materials, and techniques that may deviate 
from plans in order to meet specifications and guidelines.    Analyzes data and make decisions to improve performance 
measures.    Makes decisions involving encroachments, vegetation removal, and environmental features pertaining to 
Right-of-Way (ROW).Documenting/Recording:    Documents and stores appropriate information in electronic databases 
and/or physical form as required ensuring accurate information is recorded.    Documents the performance of 
subordinates to ensure accurate and unbiased performance evaluations.    Writes reports to document field inspections, 
laboratory tests, and other necessary items to ensure accurate information is used in decision making.    Documents 
and/or reviews contractor information by conducting interviews and inspections to ensure compliance with federal and 
state guidelines.    Documents information provided during meetings and training when serving as the sole agency 
representative to ensure accurate information is disseminated to others.Communicating with Supervisors, Peers, or 
Subordinates:    Meets with supervisor to discuss schedules and provide updates.    Communicates the purpose of lane 
closures and location including mile marker and route, severity of incident, status of emergency response, and other 
incident information to supervisor and others as required when responding to the scene of an incident.    Communicates 
verbally with staff, upper management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments.    Conducts and/or attends meetings with staff and other internal business partners 
to gather project information and status updates and to disseminate information.    Communicates through written 
format to send notifications of special events, changes, approvals, and deadlines to internal business partners to ensure 
timely and accurate receipt of information.Judging the Qualities of Things, Services, or People:     Assesses 
ROW/Construction plans for completeness and accuracy to ensure proper ROW acquisition and constructability.    
Reviews reports and plans for completeness and accuracy to make recommendation for change or improvement.    
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Assesses the performance of subordinates for the performance evaluation process.    Reviews surveys of project sites to 
ensure the accuracy of the information collected by the survey teams.Analyzing Data or Information:    Analyzes relevant 
information to determine the appropriate engineering approach to resolve an issue, problem or task.    Analyzes 
contractor claims to help in decision making.    Analyzes Maintenance Rating Index to determine type of work needed to 
improve rating.Updating and Using Relevant Knowledge:    Seeks out work related developmental opportunities for self 
and/or assigned subordinates to improve performance and team efficiency.    Maintains required level of certifications.    
Reviews current departmental, state, and federal information sources to identify relevant changes in policies, 
procedures, rules, regulations, and best practices to ensure they and/or their assigned subordinates are knowledgeable 
on the latest systems.    Completes required training events to learn new procedures, ensure continual learning, 
maintain current knowledge of the field, and increase job proficiency.Communicating with Persons Outside the 
Organization:    Responds with appropriate contact information for inquiries made by media and general public.    
Communicates with general public, producers, consultants, contractors, and other outside agencies to obtain/provide 
required information, correct errors, and/or for clarification purposes.    Communicates information to business partners 
by creating letters, memos, and/or email.Establishing and Maintaining Interpersonal Relationships:    Acts as a liaison 
with internal and external business partners, elected officials and other organizational representatives to ensure 
accurate and timely processing of information and deliverables.    Maintains professional working relationships with 
peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations.    
Communicates politely and courteously with co-workers, supervisors, and other business partners to ensure a positive 
and productive work environment.Resolving Conflicts and Negotiating with Others:    Investigates conflicts between 
business partners and agency employees according to departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures to develop an action plan for resolving the issue.    Resolves interpersonal 
conflicts between subordinates to ensure a respectful and productive work environment.    Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance.Coaching 
and Developing Others:    Mentors less experienced co-workers to facilitate development and job performance.    
Educates internal and external business partners on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures process to facilitate accurate and timely submission of documentation.    Discusses 
performance with staff to identify and correct deficiencies and to reinforce strengths.Thinking Creatively:    Implements 
creative engineering solutions to unique problems as they arise.    Develops spreadsheets, presentations, forms, form 
letters, memos, database queries, logs, and other systems as required to facilitate accurate data gathering, tracking, 
training, efficiency and dissemination.    Participates in brainstorming sessions to develop process streamlining initiatives 
and improve business practices.Scheduling Work and Activities:     Schedules and/or coordinates the work of 
subordinates, contractors, consultants and utility companies to ensure timely submission of required information.    
Schedules and/or coordinates meetings with internal and external customers to ensure information is 
communicated.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Calculates roadway 
quantities of materials given set parameters to estimate time, materials and other factors for a project.    Ensures pay 
quantities for monthly progress payments are accurate and paid to the contractor.Developing Objectives and Strategies:    
Develops job plans for assigned subordinates to communicate responsibilities and expected outcomes of performance in 
their role.    Incorporates departmental objectives and goals into assigned programs.Training and Teaching Others:    
Creates and conducts agency specific and specialized training for agency employees and external business partners to 
comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to facilitate 
change and implement improvement initiatives.    Trains and mentors subordinates, peers and external business 
partners in the basic workflow and processes related to their tasks.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment:    Drafts and plots designs and elevation by sketching roadway elements on paper to 
model field measurements.Staffing Organizational Units:    Participates in interviews and recruiting efforts for new job 
candidates.Interacting With Computers:    Uses CADD software, modeling software, and analyzing software to complete 
engineering related tasks.    Operates navigational GPS to obtain location data.    Operates employee self-service 
database to maintain and view personal employment data.    Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs, and search engines.    Uses appropriate database tracking software specific to the state and agency 
as required.    Operates computerized testing equipment to conduct materials testing.Coordinating the Work and 
Activities of Others:     Coordinates workload with internal and external business partners as required to facilitate timely 
and accurate task completion.    Assigns work to technical subordinates and monitors their progress.    Coordinates 
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meetings, events, and other special projects as required to ensure availability, attendance, and coverage.Developing and 
Building Teams:     Models effective performance for co-workers and subordinates to provide a role model, encourage 
success in others, and enhance trust.    Encourages subordinates to pursue career development opportunities as a 
means of improving team performance.    Identifies developmental opportunities appropriate for assigned subordinates 
to improve team development.Controlling Machines and Processes:    Utilizes various testing equipment, such as nuclear 
gauge, to conduct materials testing.    Utilizes office equipment including, but not limited to, copier, fax, phone, 
scanner.Organizing, Planning, and Prioritizing Work:     Organizes and prioritizes personal workload and/or the 
workloads of subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.    Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion 
of work.Handling and Moving Objects:     Handles delicate survey and inspection equipment as required to ensure its 
safety and proper use.Operating Vehicles, Mechanized Devices, or Equipment:    Operates pick-up truck, SUV, van and 
other on road delivery and transport vehicles within safety and departmental guidelines as necessary.Performing 
Administrative Activities:     Monitors correspondence from internal and external business partners and prepares and 
provides appropriate response.Performing General Physical Activities:     Climbs and/or balances on ladders, scaffolding, 
vehicles, slopes, hills and roadway structures of varying heights to perform inspections and complete other assigned 
tasks in a variety of environmental conditions.    Lifts job related documents, equipment and materials to complete 
assigned tasks in a variety of environmental conditions.    Walks, crawls, and/or hikes through construction, inspection, 
and maintenance sites possibly including rough terrain and obstacles to facilitate task completion in a variety of 
environmental conditions. 
 
Competencies (KSA’s): 
Competencies:     Decision Quality                      Strategic Agility                       Problem Solving                      Process 
Management                              Timely Decision Making                         Conflict Management                             Drive for 
Results                      Negotiating                              Integrity and Trust               Knowledge:    Intermediate knowledge of 
roadway and bridge construction materials and techniques                   Intermediate knowledge of office clerical tasks 
including data entry and form completion (written or electronic)    Intermediate knowledge of engineering science and 
technology                         Intermediate knowledge of operating a variety of on and off road vehicles used for roadway 
maintenance and construction                 Intermediate knowledge of work zone establishment and safety procedures                  
Intermediate knowledge of personal protective equipment, operation, and use                             Intermediate knowledge 
of roadway construction plans                   Skills:    Skill in the application of advanced mathematics                                
Reading comprehension of technical documents and specifications                    Writing reports                        Speaking to 
groups and/or individuals to convey and/or interpret technical information                                  Intermediate skill 
instructing subordinates                           Negotiation                              Intermediate skill coordinating subordinates and 
work activities                        Intermediate report and form writing skills                           Service orientation skills                         
Social perceptiveness skills                     Complex problem solving                       Judgment and decision making                             
Systems evaluation                                 Time management skills    Management of financial, material and/or personnel 
resources                                     Abilities:    Deductive Reasoning                              Oral Comprehension                               
Oral Expression                        Mathematical Reasoning                        Visualization                           Written Expression                            
Spatial Orientation                   Written Comprehension                         Multi-Limb Coordination                          Reaction 
Time                         Dynamic Flexibility                                Gross Body Equilibrium                         Depth Perception                     
Peripheral Vision                     Speech Clarity                         Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Survey 
Equipment    Various Hand Tools    Vehicles    Boats    Electronic Message Boards    Navigational GPS    Digital Camera    
Data Recording Equipment 
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076228 - TDOT OPERATIONS REGIONAL ENG 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5190 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of full-time work managing and/or supervising 
professional and technical civil engineering staff involved in the survey, design, or construction of a roadway, runway, or 
transportation structure and current registration in active status with the State of Tennessee as a professional engineer. 
Note: Education and experience requirements for registration as an engineer are determined by the Tennessee State 
Board of Architectural and Engineering Examiners. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Possess current certificate of registration in active 
status as a professional engineer with the State of Tennessee is required at the time of appointment and must be 
maintained during employment in the Operations Regional Engineer classification. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional managerial civil engineering work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
managing multiple districts and civil engineering activities region-wide. An incumbent in this class may prepare and seal 
addenda sheets if revisions are necessary, interpret construction contract documents, and judge construction contract 
performance and consequently will be required to maintain an active certificate of registration as a professional 
engineer with the State of Tennessee. This class differs from that of TDOT Operations District Engineer in that 
incumbents of the latter manage civil engineering work within a district. This class differs from that of Director of 
Operations in that an incumbent of the latter is responsible for directing multiple civil engineering disciplines within a 
region, including geotechnical engineering, bridge evaluation, construction, maintenance and traffic. 
 
Work Activities: 
Making Decisions and Solving Problems:     Determines variable solutions to civil engineering problems.    Makes 
decisions concerning work site conditions, materials, and techniques that may deviate from plans in order to meet 
specifications and guidelines.    Approves payments, purchase orders, and change orders in accordance with 
departmental guidelines and policies.    Reviews and approves recommendations for highway components for land use 
permits, construction, maintenance, repair, safety, environmental, quality assurance and operational needs.    Approves 
the allocation of resources, people, and equipment throughout the region.    Approves subordinate time and leave 
requests, expense reports, and justification for vehicle use and assignments.    Recommends the most qualified 
consultant to perform services following the Request for Proposal process.Monitor Processes, Materials, or 
Surroundings:    Monitors regional operations including construction projects, personnel, transportation infrastructure, 
costs, and expenditures to identify concerns and issues to ensure compliance with budgetary constraints.    Monitors 
road conditions during snow and ice removal and coordinates appropriate response with management leaders.    
Monitors compliance and continuity between teams and districts.    Monitors employee production to ensure quality of 
work.    Monitors information systems to determine necessary response to emergency events and irregular occurrences.    
Monitors subordinate attendance, leave, time worked, schedules, travel and other work related 
information.Communicating with Persons Outside Organization:     Represents the department in court testimony.    
Provides verbal and written communication regarding project details, rules, regulations, and laws with land owners, 
utility representatives, government officials, business representatives, and other individuals.    Conducts and attends 
meetings with external business partners to gather project information and status updates and to disseminate 
information.    Contacts general public, producers, consultants, contractors, and other outside agencies to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Presents and disseminates 
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technical information to small and large groups.Guiding, Directing, and Motivating Subordinates:    Manages regional 
maintenance and construction operations to ensure compliance with all local, state, and federal guidelines and 
standards.    Supervises the implementation of department goals, objectives, and assigned tasks.    Motivates and 
encourages a professional, productive and efficient work environment.    Establishes performance standards and goals, 
monitors performance and provides appropriate employee coaching.Identifying Objects, Actions, and Events:    
Identifies regional priorities to ensure the most important work is completed first based on work experience, supervisor 
guidance, and departmental, state, and federal laws, rules, regulations, and guidelines.    Interprets construction plans, 
contracts, standard drawings, guidelines, and schematics to identify quantities, materials, location, placement, features, 
specifications, and details in order to provide technical guidance.    Identifies and resolves errors, omissions, potential 
conflicts on applications, contract documents, reports, and plans and when appropriate, reviews with management 
staff.Scheduling Work and Activities:    Assigns teams to special projects in order to ensure the completion of 
department goals and assignments.    Prepares regional project schedule based upon workload and required timeline 
completion.    Schedules, coordinates and leads meetings to ensure timely communication.Organizing, Planning, and 
Prioritizing Work:    Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.    Prioritizes regional strategies and objectives to improve performance and organizational 
efficiency.    Organizes and prioritizes personal and staff workload using calendars, lists, and other tools to ensure timely 
and accurate completion of work.Resolving Conflicts and Negotiating with Others:    Resolves conflicts and issues 
between business partners and agency employees according to department, state, and federal laws, rules, regulations 
and guidelines.    Resolves interpersonal conflicts between assigned staff in order to maintain a professional, respectful 
and productive work environment.    Negotiates with internal and external business partners to develop a consistent 
deployment of policy, procedure, processes, and specifications.Coaching and Developing Others:    Educates internal and 
external business partners on department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures and facilitates accurate and timely submission of required documentation.    Provides training and 
performance coaching to assigned staff through feedback and discussion about organizational culture, policies and 
procedures, workflow, chain of command, task prioritization, proper documentation, use of systems and available 
functionality, and encourages efficient performance on assigned tasks.    Discusses performance with appropriate staff 
to identify and correct deficiencies and to reinforce strengths.Staffing Organizational Units:    Participates in the hiring 
process; establishes hiring criteria, interviews, and recruits.    Ensures that the most qualified candidate is selected to 
perform the job based upon identified hiring criteria.Interpreting the Meaning of Information for Others:    Documents 
the performance of assigned staff to ensure accurate and unbiased performance evaluations.    Documents information 
provided during meetings and training when serving as the sole agency representative and ensures that the information 
is appropriately disseminated to staff.Monitoring and Controlling Resources:    Approves and justifies distribution of 
regional resources per department policy.Processing Information:     Compiles accurate and complete information from 
multiple sources to create reports for submission to management.Estimating the Quantifiable Characteristics of 
Products, Events, or Information:    Provides regional resource estimates for the annual budget.Communicating with 
Supervisors, Peers, or Subordinates:    Provides verbal and written communication to staff, upper management, and 
other internal business partners to ensure accurate and timely receipt of instructions and work assignments.    Provides 
constructive feedback to subordinates related to job performance, work outcomes and workplace issues.    Notifies 
internal and external business partners of special events, changes, approvals, and deadlines to ensure timely and 
accurate receipt of information.    Maintains an open dialogue with internal business partners to ensure effective and 
efficient communication.    Conducts and attends meetings with subordinates and other internal business partners to 
gather project information and status updates and to disseminate information.    Presents and disseminates technical 
information to small and large groups.Getting Information:    Researches plans, policies, specifications, procedures, 
guidelines, rules, regulations, and laws related to transportation using physical and electronic sources to make decisions 
and resolve conflicts and problems.    Collects information from staff regarding status updates, project schedules, and 
inspections to effectively make decisions, communicate to upper management, and prioritize work.     Contacts the 
general public, subordinates, persons in other departments or divisions, representatives, and outside organizations, 
including producers and suppliers, for the purpose of furnishing or obtaining information.    Uses maps, computer 
software, plans and other documents to collect project information.    Attends meetings and conference calls to 
understand and learn about new or existing policies, procedures, project updates, best practices, related technology and 
other changes.Judging the Qualities of Things, Services, or People:    Assesses and reviews the performance of assigned 
subordinates for the performance evaluation process.    Assesses the quality of roadway components to provide 
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solutions for improvement.    Reviews calculations and verifies material quantities given set parameters to estimate 
project cost, time, materials and other bid factors.    Provides solutions for changes or improvements by reviewing 
documents, applications, reports and plans.Thinking Creatively:    Implements creative engineering solutions to unique 
problems.    Develops spreadsheets, presentations, forms, letters, memos, database queries, position advertisements, 
logs, and other systems as required to facilitate accurate data gathering, tracking, training, efficiency and dissemination.    
Develops process improvement suggestions to streamline workflow and improve process cycle times and accuracy.    
Leads and participates in brainstorming sessions to develop process streamlining initiatives and improve business 
practices.Evaluating Information to Determine Compliance with Standards:    Evaluates documents including, but not 
limited to, final drawings, operation procedures, plans, materials, test results, labor, environmental reports and 
estimates submitted by subordinates, internal and external business partners for accuracy and to determine compliance 
with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates current 
business practices for effectiveness and provides recommendations for modifications, additions, or improvement of 
specifications.    Evaluates new technologies, equipment, materials, or processes to determine best practices for 
department use.Analyzing Data or Information:    Analyzes project sites, processes, policies, and procedures to develop 
recommendations for changes in operations which affect the environment, safety, economy, efficiency and quality of 
agency operations and services.    Analyzes relevant information to determine the appropriate engineering approach to 
resolve issues, problems or tasks.    Analyzes contractor claims to help with accurate decision making.Developing 
Objectives and Strategies:    Communicates responsibilities and expected performance work plans by developing job 
plans and associated performance goals.    Develops or recommends strategies and objectives for assigned region to 
increase performance and improve organizational efficiency.    Incorporates departmental objectives and goals into 
assigned programs.Establishing and Maintaining Interpersonal Relationships:    Acts as a liaison with internal and 
external business partners and other organizational representatives to ensure accurate and timely processing of 
information and deliverables.    Maintains professional working relationships with peers, assigned subordinates, and 
department leadership to ensure smooth and effective team operations.    Networks with internal and external business 
partners to ensure open dialogue and to facilitate a coordinated and unified work effort.Developing and Building Teams:    
Models exemplary workplace performance, encourages success, and promotes trust with staff and co-workers.    
Encourages assigned subordinates to pursue career development opportunities as a means of improving team 
performance.    Identifies developmental opportunities appropriate for assigned staff.Coordinating the Work and 
Activities of Others:    Coordinates workload with internal and external business partners as required, to facilitate timely 
and accurate task completion.    Coordinates meetings, training, events, and other special projects as required to ensure 
availability, attendance, and coverage.Inspecting Equipment, Structures, or Material:    Conducts project field reviews as 
required by local, state, and federal regulatory agencies, to ensure compliance with all guidelines and specifications.    
Conducts, reviews, and approves final inspections of sites, equipment, and materials to ensure compliance with all 
specifications.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Participates in the 
development of transportation related documents including but not limited to specifications, standard drawings, 
roadway plans, mitigation plans, structure design, circular letters, and Standard Operating Procedures.Updating and 
Using Relevant Knowledge:    Ensures staff compliance with all required level of professional certifications.    Reviews 
current department, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices and ensures that staff is current and  knowledgeable on the latest systems.    Completes 
required training events to learn new procedures, ensure continual learning, maintain current field knowledge, and 
increase job proficiency.    Seeks out work related developmental opportunities for self and assigned staff to improve 
performance and team efficiency.Interacting With Computers:    Uses appropriate database tracking software specific to 
the state and agency as required.    Uses appropriate state and federal databases and software as required to manage 
information.    Uses office productivity software including, but not limited to, word processing and spreadsheet 
programs, presentation software, web-based email and instant-messaging programs, and search engines.Performing 
Administrative Activities:    Updates internal databases to document time, schedule, and project development.     
Prepares correspondence to internal and external business partners.Training and Teaching Others:    Oversees training 
activities and ensures that all assigned employees have appropriate skills and knowledge to perform their duties in a 
productive, safe and efficient manner.Operating Vehicles, Mechanized Devices, or Equipment:    Operates pick-up truck, 
SUV, van and other on road delivery and transport vehicles safely and ensures compliance with all related department 
guidelines. 
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Competencies (KSA’s): 
Competencies:    Decision Quality                      Strategic Agility                       Delegation                               Process 
Management                              Priority Setting                        Managerial Courage                                Organizational Agility                       
Integrity and Trust                   Building Effective Teams                       Negotiating           Knowledge:    Advanced knowledge 
of administration and management in the coordination of people, allocation of resources and strategic planning                        
Advanced knowledge of roadway and bridge construction materials and techniques                              Advanced 
knowledge of engineering science and technology                            Advance knowledge of work zone establishment and 
safety procedures                          Advance knowledge of personal protective equipment, operation, and use                      
Advanced knowledge of roadway construction plans                          Knowledge of personnel recruitment, selection and 
training           Skills:    Critical Thinking Skills                          Monitor performance and efficiency of multiple work units 
and/or districts                     Reading comprehension of technical documents and specifications                                Skill of 
writing contractual documents and professional correspondence                        Speaking to groups and/or individuals to 
convey and/or interpret technical information                            Advance skill developing and instructing subordinates                       
Negotiation                              Advanced skill of coordinating work unit or divisional activities                        Service 
Orientation Skills                       Social Perceptiveness Skills                   Complex Problem Solving                      Judgment and 
Decision Making                            Systems Evaluation                                Time Management Skills    Management of 
Financial, Material and/or Personnel Resources                                  Abilities:    Inductive Reasoning                               Oral 
Comprehension                               Oral Expression                        Problem Sensitivity                                Visualization                           
Written Expression                                 Written Comprehension                         Speech Clarity                         Speech 
Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Various Hand Tools    Vehicles    Electronic Message Boards    
Navigational GPS    Digital Camera    Data Recording Equipment 
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076221 - TDOT OPERATIONS TECHNICIAN 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4044 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess and maintain a Class D driver's license valid to 
operate vehicles in the State of Tennessee. Possess and maintain, or obtain at their own expense and within eleven 
months of hire or promotion, a Class A Commercial Driver's License with an N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee.  Employees will have five months from hire or promotion into title to 
obtain the applicable permits leading to eligibility for the specific required license. Employees not meeting the age 
requirements for the Class A Commercial Driver's License with an N endorsement must possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion into title, a Class B Commercial Driver's License 
that is valid in the State of Tennessee.  When the age requirements are met, the employee must, at their own expense 
and within eleven months, obtain a Class A Commercial Driver's License with N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee.Examination Method: Education and Experience,100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs labor and data collection work of average difficulty in the area of 
highway maintenance, survey, construction, or inspection of a roadway, bridge, or other transportation structures; 
performs related work as required; responsible for following instructions quickly and accurately. Distinguishing Features:  
This is the entry level class in the Operations Technician sub-series.  An employee in this class performs labor and data 
collection work in the area of maintenance, inspection, repair, and/or construction.  An employee in this class may also 
operate roadway maintenance equipment, perform roadway maintenance work, and perform paraprofessional civil 
engineering assistance work, such as conducting materials or soils tests and performing geometric or algebraic 
calculations.  This class differs from Operations Technician Senior in that an incumbent of the latter performs technical 
civil engineering work and supervises inspection and maintenance labor staff and activities.    
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:  Monitors traffic control devices to ensure appropriate placement and 
monitors roadway congestion to report to assigned supervisor. Monitors work environment to identify safety hazards 
and report to appropriate personnel. Monitors work outputs to ensure quality and report to assigned supervisor. 
Observes performance of assigned team members to ensure completion of assigned tasks per department guidelines 
and report to supervisor. Monitors road conditions while performing snow and ice removal duties and report to 
assigned supervisor. Monitors work of contractor and completes checklists to ensure compliance with specification and 
federal regulations. Monitors work environment to identify environmental concerns and maintenance issues to report 
to assigned supervisor. Monitors materials, equipment, and resources to ensure sufficient quantities to fulfill assigned 
tasks. Monitors assigned team members to ensure fair work distribution.Inspecting Equipment, Structures, or Material: 
Inspects roadway construction features such as pipe installation, concrete and asphalt placement, guardrail installation, 
roadway drainage, and other roadway features as directed by supervisor in accordance with departmental specifications 
and procedures. Inspects roadway materials, construction equipment, and facilities as required by standard operating 
procedures. Inspect construction site and state facilities to determine compliance with environmental regulations and 
permits. Conducts assigned inspections of sites and materials to determine that a task is being completed as specified. 
Performs pre-use and/or post-use inspection of equipment to ensure proper functionality and safety.Processing 
Information: Takes measurements of quantities, distance, and other factors related to roadway materials and structures 
to appropriately document work performed. Compiles accurate and complete information during work day or inspection 
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to ensure costs associated with work performed are allocated appropriately. Performs intermediate calculations related 
to measurements taken in the course of daily work activities to appropriately document work performed. Performs test 
on roadway material samples using approved equipment methods to ensure materials meet departmental 
specification.Operating Vehicles, Mechanized Devices, or Equipment: Operates dump truck, pick-up truck, SUV, van and 
other on road delivery and transport vehicles as necessary to deliver materials and personnel to work sites. Operates 
tractor with mower, mowers, sweepers, rollers, forklift, loader, skid steer, track excavator and other necessary 
equipment common in the work unit as required. Operates vegetation control truck and related equipment to facilitate 
vegetation management.Identifying Objects, Actions, and Events: Reads construction plans, standard drawings, and 
schematics to identify quantities, location, placement, features, and details to guide assigned work. Identifies hazmat 
symbols on abandoned vehicles or vehicles involved in accidents for immediate action and reporting to supervisor. 
Identifies potential material alternatives that are cost effective and report to supervisor.Making Decisions and Solving 
Problems: Establishes routine traffic controls including but not limited to message boards, arrow boards, and sign 
placements appropriate for assigned work site to ensure compliance with safety guidelines. Makes routine decisions 
involving assigned work tasks to include the quality and application of equipment, materials, and labor to ensure 
accomplishment of assigned goals within established performance guidelines.Coordinating the Work and Activities of 
Others:  Coordinates assigned team members to ensure work activities are performed and completed to specification 
and in a timely manner.Developing and Building Teams:  Leads assigned team members by performing assigned work 
activities within specification and in a timely manner.Judging the Qualities of Things, Services, or People: Judges the 
quality of materials, work, equipment, and labor used on work site to provide recommendations to assigned 
supervisor.Handling and Moving Objects:  Removes inorganic debris, organic debris (downed trees, dead animals, etc.), 
snow, and ice from roadways, facilities, and structures in compliance with safety standards. Manually hauls rock, hot 
mix, dirt, salt, and other construction and maintenance materials using wheelbarrows, pallet jacks, and other 
appropriate equipment. Replaces highway signs, fences, lighting, grates, manhole covers, and other equipment and 
structural items using a variety of appropriate hand tools in compliance with safety standards as required. Shovels and 
rakes materials as required to accomplish assigned tasks. Clears brush as required to facilitate the taking of survey shots 
and visual inspections. Delivers construction material samples to material and test labs for testing purposes to 
determine compliance with specifications. Handles delicate survey and inspection equipment as required to ensure its 
safety and proper use. Operates basic construction hand tools including level rods, plumb bobs, brush hooks, hammers, 
and other similar tools.Communicating with Supervisors, Peers, or Subordinates: Meets with supervisor as directed to 
determine schedule and assignments. Submits accurately completed forms documenting daily activities to assigned 
supervisor ensuring goals are met. Communicates with coworkers and peers to coordinate work activities and 
accomplish tasks. Reports maintenance issues as soon as possible when daily work or inspection determines 
maintenance activity is necessary. Communicates the purpose of lane closures and location including mile marker and 
route, severity of incident, status of emergency response, and other incident information to supervisor and others as 
required when responding to the scene of an incident. Communicates with assigned team members to provide advice 
and guidance for assigned work activities. Notifies supervisor of expiration, suspension, revocation, or loss of driver's 
license at occurrence. Notifies supervisor to identify expiration of required certifications prior to occurrence.Getting 
Information: Collects construction material samples based on standardized sampling schedule for testing purposes to 
determine compliance with specifications. Collects tickets for roadway building materials and other delivered materials 
from internal and external business partners for quality assurance checks. Meets with supervisor to obtain daily work 
assignments. Observes road or site conditions to collect information and to report to supervisor. Collects equipment 
hours or mileage information daily to record on log sheet and report to supervisor.Updating and Using Relevant 
Knowledge: Participates in developmental activities to enhance performance, learn new procedures, and increase job 
proficiency. Obtains and/or maintains required levels of certification in work zone flagging, work zone safety, OSHA, 
Math 2, brine making, appropriate environmental training, plans reading, CDL and basic computer skills. Completes 
required annual training events to learn new procedures and increase job proficiency. Participates in events at the 
annual Equipment Operator Training Program as required by supervisor.Performing General Physical Activities: Climbs 
and/or balances on ladders, scaffolding, vehicles, slopes, hills and roadway structures of varying heights to maintain 
equipment and complete other assigned tasks in a variety of environmental conditions. Lifts job related equipment and 
materials including but not limited to roadway debris, construction, inspection and maintenance equipment, 
construction and maintenance materials, and animal removal to complete assigned tasks in a variety of environmental 
conditions. Walks, crawls, and/or hikes through construction and maintenance sites possibly including rough terrain and 
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obstacles to facilitate task completion in a variety of environmental conditions.Evaluating Information to Determine 
Compliance with Standards: Evaluates environmental, safety, and other features of structures and roadways before, 
during and after the completion of assigned tasks to ensure compliance with standard drawings, plans, and 
specifications. Evaluates on hand material quantities to ensure enough materials are available to complete assigned 
tasks.Controlling Machines and Processes: Operates a bucket truck, boom truck, and other similar operations 
equipment. Operates concrete mixer, brine maker, wood chipper, chainsaw, weed eater, and similar operations 
equipment.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates general material, 
labor, and/or equipment requirements for routine operations.Organizing, Planning, and Prioritizing Work: Plans the 
order of completion for assigned activities to ensure efficient and timely goal execution.Drafting, Laying Out, and 
Specifying Technical Devices, Parts, and Equipment: Drafts and plots simple designs and/or elevations by sketching 
roadway elements on paper to reflect field measurements.Assisting and Caring for Others: Responds appropriately 
during roadside, work site, and other emergencies as required.Resolving Conflicts and Negotiating with Others: Reports 
internal and external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as 
required.Performing Administrative Activities:  Provides and tabulates delivery tickets, load tickets, receipts, checklists, 
log books, inspection reports and other documentation and provides to supervisor as required.Monitoring and 
Controlling Resources: Secures equipment and vehicles assigned to team as per work unit policy to ensure equipment is 
not damaged or stolen.Interacting With Computers: Keys messages in a variety of electronic message boards. Operates 
navigational GPS to obtain location data. Operates employee self-service database to maintain and view personal 
employment data. Completes online forms as required to document work information. Utilizes search functions on 
internal and external websites to research and identify information necessary for completion of task. Utilizes digital 
camera and other data recording equipment to record information and transfer files to centralized storage 
locations.Documenting/Recording Information: Completes daily work report to document daily activities for historical 
tracking, audit purposes, and documentation of cost according to departmental guidelines. Logs equipment usage 
including mileage, hours, and other factors to provide to supervisors as directed. Logs personal time worked, projects 
worked, and leave taken on department specific forms as directed by supervisor. Documents contractor information by 
conducting interviews and inspections to ensure compliance with federal and state guidelines.Communicating with 
Persons Outside the Organization: Communicates, as directed by supervisor, with public verbally, using flags, and/or 
other safety equipment to ensure the safety of the traveling public and work zone employees. Interacts with external 
agencies during planned and unplanned work assignments as required. Responds with appropriate contact information 
for inquiries made by media and general public. Interacts with contractors by phone, email, and in person to ensure 
compliance with contractual obligations.Coaching and Developing Others: Mentors other team members in new skills 
and tasks including, but not limited to, testing procedures, equipment operation, inspection procedures/duties, and 
other tasks as assigned. Provides developmental feedback to assigned team members to successfully perform 
tasks.Repairing and Maintaining Mechanical Equipment: Performs operator level maintenance such as topping off fluid 
levels, greasing service points, maintaining tire pressure, and other similar duties on assigned equipment.Establishing 
and Maintaining Interpersonal Relationships: Communicates politely and courteously with co-workers, supervisors, and 
other business partners to ensure a positive and productive work environment. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity                  Integrity and Trust            Perseverance                     Personal Learning             
Time Management Informing                         Standing Alone                 Technical Learning                          Listening                          
Peer Relationships                                        Knowledge: Basic knowledge of simple carpentry              Basic knowledge of 
roadway construction materials                     Basic knowledge of concrete construction                     Basic knowledge of 
roadway drainage features               Basic knowledge of roadway surveying                         Basic knowledge of office clerical 
tasks including data entry and form completion (written or electronic)      Basic knowledge of simple mathematics 
(arithmetic and calculations of area and volume)                          Basic knowledge of hand tools and power tools as used 
for basic roadway maintenance and construction Basic knowledge of operating a variety of on and off road vehicles used 
for basic roadway maintenance and construction         Basic knowledge of general maintenance (such as checking fluid 
levels) of on and off road vehicles used for basic roadway maintenance and construction                   Basic knowledge of 
work zone establishment and safety procedures                         Basic knowledge of personal protective equipment, 
operation and use                      Basic knowledge of roadway construction plans            Basic knowledge of communication 
using two-way and stationary radiosSkills: Basic reading comprehension                         Active listening skills                      
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Speaking to other individuals to convey information                    Basic skill instructing team members             Basic skill 
coordinating team members and work activities                         Basic report and form writing skills                               Social 
perceptiveness skills              Skill to select equipment for work activity                    Basic equipment maintenance                        
Basic skill in the operation and control of on and off road equipment                        Basic monitoring of equipment                      
Basic skill in conducting field tests of materials                          Time management skill    Abilities: Memorization                                               
Oral Comprehension                        Oral Expression                 Number Facility                Problem Sensitivity                         
Mathematical Reasoning                 Visualization                    Written Expression                          Selective Attention                          
Spatial Orientation            Written Comprehension                  Arm-Hand Steadiness                      Control Precision              
Multi-Limb Coordination                Rate Control                     Reaction Time                  Dynamic Flexibility                         
Dynamic Strength             Gross Body Equilibrium                  Stamina             Static Strength                  Depth Perception              
Peripheral Vision              Speech Recognition 
 
Tools and Equipment Used: 
Off-Road Equipment Tractor with Attachments Mower Loader, Front End Roller, Steel Wheel Backhoe Other Related 
EquipmentOn-Road Equipment Truck Dump Truck Trailer Pick-Up Truck, SUV, and Van Other Related 
EquipmentMachinery Curbing Machine (automatic or manual) Asphalt Crack Seal Machine Mulcher Spreader Air 
Compressor, Portable Roller, Walk Behind Sweeper, Self-Propelled Brush Chipper Sprayer Sod Cutter Leaf Vacuum 
Loader Forklift Cutter, Asphalt/Concrete Traffic Line Remover Tiller Water Blaster Light Tower, Trailer Mounted Concrete 
Saw Pump, Water Chainsaw Jackhammer Mixer, Concrete and/or Brine Wood Chipper Weed Eater Pallet Jacks Other 
Related MachineryHand Tools Shovel Rake Level Hammer Wheelbarrows Other Related Hand ToolsElectronic Equipment 
Electronic Message Boards Computer Navigational GPS Digital Camera Data Recording Equipment 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076223 - TDOT OPERATIONS TECHNICIAN SPV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5163 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with an 
associate's degree in engineering and/or engineering technology and experience equivalent to three years of full-time 
technical civil engineering or higher level civil engineering work in one or a combination of the following areas: 1) 
drafting for building, roadways, bridges, or other structures; 2) surveying; 3) highway or bridge inspection and/or 
maintenance; 4) the calculation of grades, profiles, or engineering computations; or 5) performing right-of-way 
investigations.Possession of a current Class A Commercial Driver License with an N endorsement and exception 57 valid 
in the State of Tennessee is required. Substitution of Education for Experience: A bachelor's degree received from an 
accredited college or university in engineering or a related field may substitute for the required experience to a 
maximum of four years; OR Completion of the TDOT Reconnect Transportation Systems Certificate Program may be 
substituted for eighteen months of the required experience. Substitution of Experience for Education: Qualifying 
technical civil engineering or higher level civil engineering experience in one or a combination of the following areas may 
substitute for the required education to a maximum of two years: 1) drafting for building, roadways, bridges, or other 
structures; 2) surveying; 3) highway or bridge inspection and/or maintenance; 4) the calculation of grades, profiles, or 
engineering computations; or 5) performing right-of-way investigations.  
 
Other Requirements: 
Necessary Special Qualifications:  None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs paraprofessional civil engineering duties of considerable difficulty in 
operations; and performs related work as required.  This position supervises technical engineering staff in district 
operations. Distinguishing Features:  An employee in this class will perform paraprofessional civil engineering work by 
providing assistance to an Operations District Specialist. This class differs from Operations Technician Senior in that an 
incumbent of the latter performs technical civil engineering duties. This class differs from Operations District Specialist 
in that an incumbent of the latter performs non-routine professional civil engineering such as overseeing multiple 
construction, inspection, and/or maintenance projects.  
 
Work Activities: 
Coordinating the Work and Activities of Others:  Coordinates meetings with staff as required to ensure availability, 
attendance, and coverage.Evaluating Information to Determine Compliance with Standards: Evaluates environmental, 
safety, and other features of structures and roadways visually before, during and after the completion of assigned tasks 
to ensure compliance with standard drawings, plans, and specifications. Evaluates environmental, safety, and other 
features of structures and roadways visually in comparison to performance standards. Evaluates material quality and 
quantities to ensure materials are available to complete assigned tasks to ensure compliance with regulations and 
guidelines.Analyzing Data or Information: Analyzes relevant information to determine the appropriate approach to 
resolve an issue, problem, or task. Analyzes Maintenance Rating Index to determine type of work needed to improve 
rating. Analyzes material test results to determine compliance with standards and guidelines.Interpreting the Meaning 
of Information for Others: Interprets construction plans, standard drawings, and schematics to identify quantities, 
location, placement, features, and details to guide assigned work. Interprets project specific procedures, plans, and 
regulations for the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Interprets a variety of rules, regulations, policies, procedures, and documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Inspecting Equipment, Structures, or Material: Conducts complex inspections of sites and materials to 
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determine that a task is being completed as specified in accordance to departmental specifications and procedures. 
Inspects construction sites and state facilities to determine compliance with environmental regulations and 
permits.Provide Consultation and Advice to Others: Answers technical questions for staff, peers, consultants or 
contractors to clarify project information, solutions, departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures.Monitor Processes, Materials, or Surroundings: Monitors traffic control devices to ensure 
appropriate placement and monitors roadway congestion to report to assigned supervisor Monitors road conditions 
during snow and ice removal to ensure equipment and staff allocation is appropriate. Monitors work environment to 
identify environmental concerns and maintenance issues to ensure compliance. Monitors work environment to identify 
safety hazards. Monitors work outputs to ensure quality, accuracy, and timely completion of projects. Monitors work of 
contractor by completing checklists to ensure compliance with specifications, procedures, standard operating 
guidelines, and federal regulations. Monitors materials, equipment, and resources to ensure sufficient quantities to 
fulfill assigned tasks. Monitors appropriate databases to ensure accurate and up-to-date information is available.Getting 
Information: Meets with supervisor to obtain project information to set schedule. Observes roadway conditions, site 
conditions, collects and reports information and utilizes to assign work. Researches plans, policies, specifications, 
procedures, guidelines, rules, regulations, and laws related to transportation using physical and electronic sources to 
assist with conflict resolution, problem solving, and decision making. Contacts the general public, persons in other 
departments or divisions, representatives, and outside organizations, including producers and suppliers, for the purpose 
of furnishing or obtaining information. Attends meetings and conferences/conference calls to gather information on 
new or existing policies, procedures, and project updates, best practices, technologies and other changes.Processing 
Information: Performs advanced calculations, such as vertical and horizontal alignments, related to measurements taken 
in the course of daily work activities to appropriately document work performed. Takes complex measurements of 
quantities, distance, and other factors related to roadway materials and structures to appropriately document work 
performed. Compiles accurate and complete information during work day or inspection to ensure costs associated with 
work performed are allocated appropriately. Performs tests on material samples using approved equipment methods to 
ensure materials meet departmental specifications and guidelines.Making Decisions and Solving Problems: Analyzes 
data and makes decisions to improve performance measures. Makes decisions to establish and/or modify necessary 
traffic controls including message boards, arrow boards, and sign placements appropriate for assigned work site to 
ensure compliance with safety guidelines. Makes decisions involving work site conditions, materials, and techniques that 
may deviate from plans in order to meet specifications and guidelines. Makes decisions involving encroachments, 
vegetation removal, and environmental features pertaining to Right-of-Way (ROW).Judging the Qualities of Things, 
Services, or People: Assesses ROW/Construction plans for completeness and accuracy to ensure proper ROW acquisition 
and constructability. Assesses the performance of assigned subordinates for the performance evaluation process. Judges 
the quality of materials, work, equipment, and labor used on work site to provide recommendations to appropriate 
personnel.Resolving Conflicts and Negotiating with Others: Resolves interpersonal conflicts between assigned staff to 
ensure a respectful and productive work environment. Investigates complaints between business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to resolve the issue. Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance.Estimating the Quantifiable Characteristics of Products, Events, or Information: 
Ensures pay quantities for monthly progress payments are paid to contractors. Verifies general material, labor, and/or 
equipment requirements for routine operations.Scheduling Work and Activities: Schedules and/or coordinates the work 
of subordinates, contractors, consultants and utility companies to ensure timely submission of required information. 
Schedules and coordinates meetings with internal and external business partners to ensure information is 
communicated.Organizing, Planning, and Prioritizing Work: Prioritizes projects to ensure timely and accurate completion 
of work. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work.Guiding, Directing, and Motivating Subordinates: Leads staff to perform activities according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Sets performance 
standards and goals for staff and monitors performance.Interacting With Computers: Uses office productivity software 
including, but not limited to, word processing programs, spreadsheet programs, presentation software, web-based 
email programs, instant-messaging programs, and search engines. Keys messages in a variety of electronic message 
boards. Completes online forms as required to document work information. Utilizes digital camera and other data 
recording equipment to record information and transfer files to centralized storage locations. Operates employee self-
service database to maintain and view personal employment data. Operates navigational GPS to obtain location 
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data.Documenting/Recording Information: Completes daily work report to document daily activities for historical 
tracking, audit purposes, and documentation of cost according to departmental guidelines. Logs personal and staff's 
time worked, projects worked, and leave taken on department specific forms. Documents and/or reviews contractor 
information by conducting interviews and inspections to ensure compliance with federal and state guidelines. 
Documents information provided during meetings and training when serving as the sole agency representative to ensure 
accurate information is disseminated to others. Documents the performance of staff to ensure accurate and unbiased 
performance evaluations.Communicating with Supervisors, Peers, or Subordinates: Communicates the purpose of lane 
closures and location including mile marker and route, severity of incident, status of emergency response, and other 
incident information to supervisor and others as required when responding to the scene of an incident. Meets with 
supervisor to discuss schedule to provide updates. Communicates verbally with staff, upper management and other 
internal business partners to ensure accurate and timely receipt of instructions and work assignments. Conducts and/or 
attends meetings with staff and other internal business partners to gather project information and status updates and 
to disseminate information. Communicates through written format to send notifications of special events, changes, 
approvals, and deadlines to internal business partners to ensure timely and accurate receipt of information.Updating 
and Using Relevant Knowledge: Reviews current departmental, state, and federal information sources periodically to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they and/or their 
assigned subordinates are knowledgeable on the latest systems. Maintains required levels of certification in work zone 
flagging, work zone safety, OSHA, Math 2, brine making, single axle dump truck, appropriate environmental training, 
plans reading, CDL and basic computer skills. Participates and recommends and/or assigns staff to attend developmental 
activities to enhance performance or learn new procedures and increase job proficiency. Completes required annual 
training events to learn new procedures and increase job proficiency. Participates in events at the annual Equipment 
Operator Training Program as required by supervisor.Communicating with Persons Outside the Organization: 
Communicates with general public, producers, consultants, contractors, and other outside agencies to obtain/provide 
required information, correct errors, and/or for clarification purposes. Responds with appropriate contact information 
for inquiries made by media and general public. Communicates information to business partners by creating letters, 
memos, and/or email.Performing General Physical Activities: Climbs and/or balances on ladders, scaffolding, vehicles, 
slopes, hills and roadway structures of varying heights to maintain equipment and complete other assigned tasks in a 
variety of environmental conditions. Lifts job related equipment and materials including, but not limited to, roadway 
debris, construction, inspection and maintenance equipment, construction and maintenance materials, and animal 
removal to complete assigned tasks in a variety of environmental conditions. Walks, crawls, and/or hikes through 
construction and maintenance sites possibly including rough terrain and obstacles to facilitate task completion in a 
variety of environmental conditions.Coaching and Developing Others: Mentors staff in new skills and tasks including, but 
not limited to, testing procedures, equipment operation, inspection procedures/duties, and other tasks as assigned. 
Provides developmental feedback to staff to assist them in successfully performing tasks. Discusses performance with 
staff to identify and correct deficiencies and to reinforce strengths.Performing Administrative Activities: Monitors 
and/or prepares correspondence from internal and external business partners and provides appropriate response. 
Initiates payment of contractors and/or consultants based on work completed.Training and Teaching Others: Trains and 
mentors staff and peers in the workflow and processes related to their tasks. Conducts agency specific and specialized 
training for agency employees and external business partners to comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures, facilitating change, and improving initiatives.Developing 
Objectives and Strategies: Develops job plans for subordinates to communicate responsibilities and expected outcomes 
of performance in their role. Incorporates departmental objectives and goals into assigned programs.Identifying Objects, 
Actions, and Events: Identifies roadway issues and/or potential hazards to report to the appropriate personnel so that 
necessary actions can be taken. Identifies potential materials alternatives that are cost effective and reports to project 
supervisor.Thinking Creatively: Develops process improvement suggestions to streamline workflow and improve 
processes. Participates in brainstorming sessions to develop process streamlining initiatives and improve business 
practices.Developing and Building Teams: Models effective performance for staff and serves as a role model, encourages 
success in others, and enhances trust.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: 
Drafts and plots designs and elevation by sketching roadway elements on paper to model field 
measurements.Controlling Machines and Processes: Utilizes various testing equipment, such as nuclear gauge, to 
conduct materials testing.Handling and Moving Objects: Operates survey and inspection equipment and construction 
hand tools including level rods, plumb bobs, brush hooks, hammers, and other similar tools.Operating Vehicles, 
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Mechanized Devices, or Equipment: Operates dump truck, pick-up truck, SUV, van and other on road delivery and 
transport vehicles as necessary to deliver materials and personnel to work sites.Establishing and Maintaining 
Interpersonal Relationships: Communicates politely and courteously with co-workers, supervisors, and other business 
partners to ensure a positive and productive work environment. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality      Strategic Agility       Process Management              Priority Setting        Conflict 
Management             Drive for Results      Peer Relationships    Negotiating              Integrity and Trust   Customer Focus                  
Knowledge: Intermediate knowledge of roadway and bridge construction materials and techniques   Intermediate 
knowledge of office clerical tasks including data entry and form completion (written or electronic) Basic knowledge of 
engineering science and technology     Intermediate knowledge of hand tools and power tools as used for basic roadway 
maintenance and construction Intermediate knowledge of operating a variety of on and off road vehicles used for basic 
roadway maintenance and construction Intermediate knowledge of work zone establishment and safety procedures     
Intermediate knowledge of personal protective equipment, operation, and use   Intermediate knowledge of roadway 
construction plans                  Skills: Intermediate skill in the application of arithmetic and geometry        Intermediate 
reading comprehension     Writing     Speaking to other individuals to convey information Intermediate skill instructing 
staff         Negotiation              Intermediate skill coordinating staff and work activities      Intermediate report and form 
writing skills           Service orientation skills         Social perceptiveness skills     Skill to select equipment for work activity           
Complex problem solving       Intermediate skill in conducting field tests of materials      Judgment and decision making             
Systems evaluation                 Time management skills                                     Abilities: Deductive Reasoning              Oral 
Comprehension               Oral Expression        Number Facility       Mathematical Reasoning        Visualization           Written 
Expression                 Spatial Orientation   Written Comprehension         Multilimb Coordination                                       
Dynamic Flexibility                Gross Body Equilibrium         Depth Perception     Peripheral Vision     Speech Clarity         
Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Survey Equipment 
Various Hand Tools Vehicles Electronic Message Boards Navigational GPS Digital Camera Data Recording Equipment 
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076222 - TDOT OPERATIONS TECHNICIAN SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4050 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work of increasing responsibility and skill in one or a combination of the following areas: 1) 
construction using transits, rods, or other survey instruments for site preparation, sub structural or structural alignment 
work for highways, bridges, buildings or related structures; or 2) engineering assistance experience involved in drafting, 
architecture, cartography, highway/bridge/materials inspection, or the calculation of volumes, quantities of materials, 
or other related transportation computations for construction projects; or 3) surveying or participating as a survey crew 
member to determine the boundaries, right of ways, or areas of land parcels; 4)  highway/bridge construction or 
maintenance work; 5) Heavy equipment operation, and/or related facilities construction work involving site preparation, 
sub structural work, or structural work; 6) operation of highway construction and/or maintenance equipment and/or 
vehicles in excess of 26,000 lbs. Gross Vehicle Weight (GVW) with air brakes and manual transmission, including but not 
limited to heavy dump trucks, backhoes, loaders, rollers, graders, hydraulic excavators, truck mounted post hole augers, 
snowplow wings, paver screeds, and farming equipment (based on size, cost, and complexity).Possess and maintain a 
Class D driver's license valid to operate vehicles in the State of Tennessee.Substitution of Education for Experience: An 
associate's degree received from an accredited college or university with emphasis in civil engineering and/or civil 
engineering technology may substitute for the required experience to a maximum of two years; OR A bachelor's degree 
received from an accredited college or university with emphasis in civil engineering and/or related engineering field may 
substitute for the required experience to a maximum of four years; OR Completion of the TDOT Reconnect 
Transportation Systems Certificate Program may be substituted for eighteen months of the required experience. 
Substitution of Experience for Education: None  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain, or obtain at their own expense 
within eleven months of hire, a Class A Commercial Driver's License with an N endorsement (a 57 restriction is 
allowable) that is valid in the State of Tennessee. Employees will have five months from hire into title to obtain the 
applicable permits leading to eligibility for the specific required license. An employee in this title may be required to 
obtain and maintain a Commercial Category 6 Right-of-Way Certification from the Tennessee Department of Agriculture. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising technical civil engineering and maintenance work of 
average difficulty and performs technical civil engineering duties in the area of construction, inspection, or maintenance 
of a roadway; and performs related work as required. Distinguishing Features: An employee in this class will supervise a 
district operations' crew. This class differs from the TDOT Operations Technician in that an incumbent of the latter will 
function as an entry level worker. This class reports to and differs from Operations Technician Supervisor in that an 
incumbent of the latter performs paraprofessional civil engineering work by providing assistance to an operations 
District Specialist and supervises technical civil engineering and maintenance work of considerable difficulty.   
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Monitors traffic control devices to ensure appropriate placement and 
monitors roadway congestion to report to assigned supervisor. Monitors work environment to identify safety hazards. 
Monitors work outputs to ensure quality, accuracy, and timely completion of projects. Monitors road conditions while 
performing snow and ice removal to ensure equipment and staff allocation is appropriate. Monitors work environment 
to identify environmental concerns and maintenance issues to ensure compliance. Monitors materials, equipment, and 
resources to ensure sufficient quantities to fulfill assigned tasks. Observes performance of subordinates to ensure fair 
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work distribution and completion of assigned tasks per department guidelines. Monitors work of contractor by 
completing checklists to ensure compliance with specifications, procedures, standard operating guidelines, and federal 
regulations. Monitors appropriate database to ensure accuracy and updated information.Inspecting Equipment, 
Structures, or Material: Inspects roadway construction features such as pipe installation, concrete and asphalt 
placement, guardrail installation, roadway drainage, and other roadway features in accordance to departmental 
specifications and procedures. Inspects construction sites and state facilities to determine compliance with 
environmental regulations and permits. Inspects roadway materials, construction equipment, and facilities as required 
by standard operating procedures. Conducts assigned inspections of sites and materials to determine that a task is being 
completed as specified.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates 
general material, labor, and/or equipment requirements for routine operations. Estimates pay quantities for monthly 
progress payments to contractors.Processing Information: Takes measurements of quantities, distance, and other 
factors related to roadway materials and structures to appropriately document work performed. Compiles accurate and 
complete information during work day or inspection to ensure costs associated with work performed are allocated 
appropriately. Performs advanced calculations, such as vertical and horizontal alignments, related to measurements 
taken in the course of daily work activities to appropriately document work performed. Performs test on material 
samples using approved equipment methods to ensure materials meet departmental specifications and 
guidelines.Analyzing Data or Information: Analyzes Maintenance Rating Index to determine type of work needed to 
improve rating. Analyzes material test results to determine compliance with standards and guidelines.Making Decisions 
and Solving Problems: Makes decisions to establish necessary traffic controls including message boards, arrow boards, 
and sign placements appropriate for assigned work site to ensure compliance with safety guidelines. Makes routine 
decisions involving work site conditions, materials, and techniques that may deviate from plans in order to meet 
specifications and guidelines. Makes necessary decisions to assign work tasks considering the quality and application of 
equipment, materials, and labor to ensure accomplishment of assigned goals within established performance standards 
and guidelines. Makes decisions involving encroachments, vegetation removal, and environmental features pertaining 
to Right-of-Way.Interpreting the Meaning of Information for Others: Interprets construction plans, standard drawings, 
and schematics to identify quantities, location, placement, features, and details to guide assigned work. Interprets a 
variety of rules, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, and ensure compliance. Interprets project specific procedures, 
plans, and regulations for the general public, persons in other departments or divisions, or outside organizations and 
representatives as required.Evaluating Information to Determine Compliance with Standards: Evaluates environmental, 
safety, and other features of structures and roadways visually before, during and after the completion of assigned tasks 
to ensure compliance with standard drawings, plans, and specifications. Evaluates material quality and quantities to 
ensure materials are available to complete assigned tasks to ensure compliance with regulations and 
guidelines.Identifying Objects, Actions, and Events: Identifies roadway issues and/or potential hazards to report by 
contacting the appropriate personnel for necessary actions. Identifies hazmat symbols on vehicles involved in accidents 
or abandoned for immediate action and reporting to necessary personnel. Identifies potential materials alternatives that 
are cost effective and reports to supervisor.Judging the Qualities of Things, Services, or People: Judges the quality of 
materials, work, equipment, and labor used on work site to provide recommendations to appropriate personnel. 
Assesses the performance of assigned subordinates for the performance evaluation process.Updating and Using 
Relevant Knowledge: Completes required annual training events to learn new procedures and increase job proficiency. 
Maintains required levels of certification in work zone flagging, work zone safety, OSHA, Math 2, brine making, single 
axle dump truck, appropriate environmental training, plans reading, CDL and basic computer skills. Reviews current 
departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices ensuring staff is knowledgeable on the latest systems. Participates and assigns staff to 
attend developmental activities to enhance performance or learn new procedures and increase job proficiency. 
Participates in events at the annual Equipment Operator Training Program as required by supervisor.Developing 
Objectives and Strategies: Develops job plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role. Incorporates departmental objectives and goals into assigned 
programs.Scheduling Work and Activities: Schedules and/or coordinates the work of subordinates, contractors, 
consultants and utility companies to ensure timely submission of required information. Schedules and coordinates 
meetings with internal and external business partners to ensure information is communicated. Schedules and 
coordinates delivery of materials to ensure project completion.Organizing, Planning, and Prioritizing Work: Incorporates 
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last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes 
and prioritizes workload of subordinates to ensure timely and accurate completion of work.Controlling Machines and 
Processes: Operates concrete mixer, brine maker, wood chipper, chainsaw, weed eater, and similar operations 
equipment. Utilizes various testing equipment, such as nuclear gauge, to conduct materials 
testing.Documenting/Recording Information: Completes daily work report to document daily activities for historical 
tracking, audit purposes, and documentation of cost according to departmental guidelines. Logs personal and 
subordinates time worked, projects worked, and leave taken on department specific forms. Documents and/or reviews 
contractor information by conducting interviews and inspections to ensure compliance with federal and state guidelines. 
Documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.Communicating with Persons Outside the Organization: Communicates information to business partners by 
creating letters, memos, and/or email. Interacts with contractors by phone, email, and/or in person to ensure 
compliance with contractual obligations. Interacts with external agencies during planned and unplanned work 
assignments as required. Communicates verbally with general public, producers, consultants, contractors, and other 
outside agencies to obtain/provide required information, correct errors, and/or for clarification purposes. Responds 
with appropriate contact information for inquiries made by media and general public.Establishing and Maintaining 
Interpersonal Relationships: Communicates politely and courteously with co-workers, supervisors, and other business 
partners to ensure a positive and productive work environment.Getting Information: Collects construction material 
samples based on standardized sampling schedule for testing purposes to determine compliance with specifications. 
Collects tickets for roadway building materials and other delivered materials from internal and external business 
partners for quality assurance checks. Observes roadway, site conditions, and/or reports to collect information and to 
assign work. Meets with supervisor to obtain project schedules. Collects equipment log sheets for review and for data 
entry.Thinking Creatively: Develops process improvement suggestions to streamline workflow and improve 
processes.Performing General Physical Activities: Lifts job related equipment and materials including but not limited to 
roadway debris, construction, inspection and maintenance equipment, construction and maintenance materials, and 
animal removal to complete assigned tasks in a variety of environmental conditions. Climbs and/or balances on ladders, 
scaffolding, vehicles, slopes, hills and roadway structures of varying heights to maintain equipment and complete other 
assigned tasks in a variety of environmental conditions. Walks, crawls, and/or hikes through construction and 
maintenance sites possibly including rough terrain and obstacles to facilitate task completion in a variety of 
environmental conditions.Handling and Moving Objects: Removes inorganic debris, organic debris (downed trees, dead 
animals, etc.), snow, and ice from roadways, facilities, and structures in compliance with safety standards as required. 
Shovels and rakes materials as required to accomplish assigned tasks. Hauls rock, hot mix, dirt, salt, and other 
construction and maintenance materials using wheelbarrows, pallet jacks, and other appropriate equipment. Replaces 
highway signs, fences, lighting, grates, manhole covers, and other equipment and structural items using a variety of 
appropriate hand tools in compliance with safety standards as required. Clears brush as required to facilitate the taking 
of survey shots and visual inspections. Handles delicate survey and inspection equipment as required ensuring proper 
use. Operates basic construction hand tools including level rods, plumb bobs, brush hooks, hammers, and other similar 
tools. Delivers construction material samples to material and test labs for testing purposes to determine compliance 
with specifications.Operating Vehicles, Mechanized Devices, or Equipment: Operates dump truck, pick-up truck, SUV, 
van and other on road delivery and transport vehicles as necessary to deliver materials and personnel to work sites. 
Operates tractor with mower, mowers, sweepers, rollers, forklift, loader, skid steer, track excavator and other necessary 
equipment common in the work unit as required. Operates vegetation control truck and related equipment to facilitate 
vegetation management.Interacting With Computers: Keys messages in a variety of electronic message boards. Utilizes 
office productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines. Operates employee self-service 
database to maintain and view personal employment data. Completes online forms as required to document work 
information. Utilizes digital camera and other data recording equipment to record information and transfer files to 
centralized storage locations.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Drafts and 
plots simple designs and elevations by sketching roadway elements on paper to model field 
measurements.Communicating with Supervisors, Peers, or Subordinates: Communicates the purpose of lane closures 
and location including mile marker and route, severity of incident, status of emergency response, and other incident 
information to supervisor and others as required when responding to the scene of an incident. Communicates verbally 
with subordinates, upper management and other internal business partners to ensure accurate and timely receipt of 
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instructions and work assignments. Notifies supervisor of expiration, suspension, revocation, or loss of driver's license 
and/or required certifications at occurrence. Conducts and/or attends meetings with assigned subordinates and other 
internal business partners to gather project information and status updates and to disseminate information. Meets with 
supervisor to discuss schedule to provide updates.Assisting and Caring for Others: Responds appropriately during 
roadside, work site, and other emergencies as required.Resolving Conflicts and Negotiating with Others: Resolves 
interpersonal conflicts between assigned subordinates to ensure a respectful and productive work environment. 
Maintains a respectful and productive work environment within the assigned work unit to minimize disputes and 
facilitate performance.Coordinating the Work and Activities of Others: Coordinates the work of subordinates to ensure 
activities are performed and completed to specification and in a timely manner. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates meetings with 
subordinates as required to ensure availability, attendance, and coverage.Developing and Building Teams: Leads 
subordinates by example by performing assigned work activities within specification and in a timely manner. Identifies 
developmental opportunities appropriate for subordinates to improve team development. Models effective 
performances to provide a role model, encourage success in others, and enhance trust.Training and Teaching Others: 
Trains and mentors subordinates and peers in the basic workflow and processes related to their tasks.Guiding, Directing, 
and Motivating Subordinates: Leads staff to perform activities according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Supervises others in the implementation of departmental goals, 
objectives, and assigned tasks. Sets performance standards and goals for subordinates and monitors performance. 
Oversees the collection of construction material samples provided by field staff and/or suppliers for testing purposes to 
determine compliance with specifications, source approval, and other informational needs. Oversees pre-use and/or 
post-use inspection of equipment to ensure proper functionality and safety.Coaching and Developing Others: Mentors 
subordinates in new skills and tasks including, but not limited to, testing procedures, equipment operation, inspection 
procedures/duties, and other tasks as assigned. Discusses performance with subordinates to identify and correct 
deficiencies and to reinforce strengths. Provides developmental feedback to subordinates to ensure successful 
performance.Provide Consultation and Advice to Others: Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Performing Administrative 
Activities: Provides and tabulates delivery tickets, load tickets, receipts, checklists, log books, inspection reports and 
other documentation. Monitors electronic correspondence from internal and external business partners and provides 
appropriate response. Answers telephone, operates fax machine, accepts mail and directs all correspondence 
appropriately.Monitoring and Controlling Resources: Secures equipment and vehicles assigned to crew as per work unit 
policy to ensure equipment is not damaged or stolen.Repairing and Maintaining Mechanical Equipment: Performs 
operator level maintenance such as topping off fluid levels, greasing service points, maintaining tire pressure, and other 
similar duties on assigned equipment. 
 
Competencies (KSA’s): 
Competencies: Decision Quality             Functional/Technical Competencies             Directing Others             Time 
Management          Command Skills              Drive for Results             Motivating Others           Customer Focus              
Integrity and Trust          Patience          Knowledge: Intermediate knowledge of simple carpentry                Intermediate 
knowledge of roadway construction materials        Intermediate knowledge of concrete construction        Intermediate 
knowledge of roadway drainage features                Basic knowledge of roadway and bridge surveying       Intermediate 
knowledge of office clerical tasks including data entry and form completion (written or electronic) Intermediate 
knowledge of mathematics (arithmetic and geometry)          Intermediate knowledge of hand tools and power tools as 
used for basic roadway maintenance and construction Intermediate knowledge of operating a variety of on and off road 
vehicles used for basic roadway maintenance and construction Intermediate knowledge of general maintenance (such 
as checking fluid levels) of on and off road vehicles used for basic roadway maintenance and construction          
Intermediate knowledge of work zone establishment and safety procedures            Intermediate knowledge of personal 
protective equipment, operation, and use        Intermediate knowledge of roadway construction plans             Skills: 
Intermediate skill in the application of arithmetic and geometry               Intermediate reading comprehension            
Active listening skills Speaking to other individuals to convey information   Skill instructing team members      Skill 
coordinating subordinates and work activities      Basic report and form writing skills              Service orientation skills                
Social perceptiveness skills             Skill to select equipment for work activity    Intermediate equipment maintenance skill 
Intermediate skill in the operation and control of on and off road equipment           Basic Monitoring of Equipment     
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Intermediate skill in conducting field tests of materials             Judgment and decision making      Management of material 
resources                Management of personnel resources             Time management skill  Abilities: Deductive Reasoning       
Memorization   Information Ordering      Oral Comprehension       Oral Expression               Number Facility              
Problem Sensitivity         Mathematical Reasoning                Visualization    Written Expression          Selective Attention         
Written Comprehension                 Arm-Hand Steadiness      Control Precision            Multi-Limb Coordination                Rate 
Control     Reaction Time                Dynamic Flexibility         Gross Body Equilibrium                 Depth Perception            
Peripheral Vision             Speech Clarity                 Speech Recognition 
 
Tools and Equipment Used: 
Off-Road Equipment Tractor with Attachments Mower Loader, Front End Roller, Steel Wheel Backhoe Other Related 
EquipmentOn-Road Equipment Truck Dump Truck Trailer Pick-Up Truck, SUV, and Van Other Related 
EquipmentMachinery Curbing Machine (Automatic or Manual) Asphalt Crack Seal Machine Mulcher Spreader Air 
Compressor, Portable Roller, Walk Behind Sweeper, Self-Propelled Brush Chipper Sprayer Sod Cutter Leaf Vacuum 
Loader Forklift Cutter, Asphalt/Concrete Traffic Line Remover Tiller Water Blaster Light Tower, Trailer Mounted Concrete 
Saw Pump, Water Chainsaw Jackhammer Mixer, Concrete and/or Brine Wood Chipper Weed Eater Pallet Jacks Other 
Related MachineryHand Tools Shovel Rake Level Hammer Wheelbarrows Other Related Hand ToolsElectronic Equipment 
Electronic Message Boards Computer Navigational GPS Digital Camera Data Recording Equipment 
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076264 - TDOT PERMITS MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4313 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time experience in one or a combination of the following areas:  motor carrier 
registration, permit related responsibilities, or analytical experience related to determining compliance with state and 
federal rules, regulations, or related standards.  At least two of the required four years must be supervisory or higher 
experience in one or a combination of the following areas: motor carrier registration, permit related responsibilities, or 
analytical experience related to determining compliance with state and federal rules, regulations, or related standards.                                        
OR                                                         Graduation from an accredited college with an associate degree and six years of 
increasingly responsible motor carrier registration, permit related responsibilities, or analytical experience related to 
determining compliance with state and federal rules, regulations, or related standards.  At least two of the required five 
years must be supervisory or higher experience in one or a combination of the following areas: motor carrier 
registration, permit related responsibilities, or analytical experience related to determining compliance with state and 
federal rules, regulations, or related standards OR Education equivalent to graduation from a standard high school and 
eight years of increasingly responsible increasingly responsible motor carrier registration, permit related responsibilities, 
or analytical experience related to determining compliance with state and federal rules, regulations, or related 
standards. At least two of the required seven years must be supervisory or higher experience in one or a combination of 
the following areas: motor carrier registration, permit related responsibilities, or analytical experience related to 
determining compliance with state and federal rules, regulations, or related standards Substitution of Education for 
Experience: Additional graduate coursework in public administration, business administration or other acceptable field 
may be substituted for the required experience, on a year-for-year basis, to a maximum of two years.   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for managing the issuing of special permits for the transportation of 
oversized and overweight cargo in compliance with the Tennessee Code Annotated (TCA) and Federal laws. 
Distinguishing Features: An employee in this class manages the Oversize/Overweight TDOT Permits office and is 
responsible for ensuring the Department is in compliance with state and federal laws, rules, and regulations.   
 
Work Activities: 
 Communicates with staff, customers, and stakeholders to clarify questions pertaining to Oversize/Overweight Permits 
to ensure state and federal rules and regulations are followed. Coordinates workload with internal and external partners 
on specialized permits, such as superloads and other specialized loads requiring a Tennessee Highway Patrol escort to 
ensure timely processing and safe transport of loads. Reviews and analyzes complex permits for weight, width and 
height clearance and ensures all required documentation for permits is accurate and complete. Interviews, hires, and 
administers the development and training of personnel to provide optimum functioning of the oversize/overweight 
permitting operation. Interprets extensive and complicated state and federal laws, rules, and regulations related to the 
movement of over-sized and over-weight truckloads and permits and related this information to customers. Develops 
job performance plans, schedules tasks, coordinates and conducts monthly team meetings and provides performance 
feedback and developmental guidance for assigned subordinates and the Oversize/Overweight Permits office. Prepares 
and completes monthly production reports to track and evaluate revenue generated by oversize and overweight permits 
for the State of Tennessee. Analyzes data, processes, policies, and procedures to document and/or develop 
recommendations for changes in operations which affect the state's economy, efficiency and quality of departmental 
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and divisional operations and services. Collects data requirements from internal and external partners for system testing 
in TNTRIPS, conducts testing of these requirements in a user acceptance testing environment and submits any change 
requests as necessary and notifies internal and external partners of any upcoming TNTRIPS system changes. Processes 
refund requests, initiates payments and processes check closes in electronic databases to pay external customers 
accurately. Attends management meetings and conferences/conference calls to gather information on federal, state, 
and local laws, policies, procedures, process updates, and best practices for implementation with the Tennessee 
Department of Transportation. Conducts weekly and monthly permit audits on oversize/overweight loads to ensure 
compliance with Tennessee Code Annotated and applicable Federal laws. Directs or administers the implementation of 
state-wide training for over-weight and over-dimensional loads to ensure compliance with the Tennessee Code 
Annotated by leading and coordinating training events with Tennessee Highway Patrol staff stationed at scale houses to 
detect violations and issue fines. 
 
Competencies (KSA’s): 
 Competencies:  Decision Quality Managing Through Systems Customer focus Problem Solving Informing Integrity and 
Trust Developing Direct Reports Business Acumen Priority Setting Strategic Agility Knowledge:  Advanced knowledge of 
customer and personal service principles and best practices Advanced knowledge of computer operation and programs 
Advanced knowledge of mathematics (arithmetic) Advanced knowledge of the application and analysis of departmental, 
state, and federal laws, rules, regulations, policies, and procedures of permitting related to transportation services 
Transportation Intermediate knowledge of business and management principles involved in the coordination of people 
and resources Knowledge of accounting principles and the analysis of reporting financial data Skills:  Learning Strategies 
Active Listening Complex Problem Solving Critical Thinking Reading Comprehension Service Orientation Time 
Management Monitoring Management of Personnel Resources Judgement and Decision Making Abilities:  Deductive 
Reasoning Oral Expression Oral Comprehension Problem Sensitivity Memorization Selective Attention Speech Clarity 
Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076262 - TDOT PERMITS SPECIALIST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4300 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. OR Graduation 
from an accredited college with an associate degree and two years of increasingly responsible motor carrier registration, 
permit related responsibilities, or analytical experience related to determining compliance with state and federal rules, 
regulations, or related standards. OR Education equivalent to graduation from a standard high school and four years of 
increasingly responsible increasingly responsible motor carrier registration, permit related responsibilities, or analytical 
experience related to determining compliance with state and federal rules, regulations, or related standards.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for issuing special permits for the transportation of oversized, 
overweight and over-length cargo in compliance with the Tennessee Code Annotated (TCA) and Federal laws. 
Distinguishing Features: This is the entry level classification in the TDOT Permits Specialist series that evaluates and 
issues permits for commercial motor vehicles requiring special permission to utilize Tennessee's highways to transport 
oversized and overweight articles or commodities that cannot be reasonably dismantled or conveniently transported 
otherwise. This class differs from the TDOT Permits Supervisor in that an incumbent of the latter performs work of a 
more difficult nature and supervises employees of this class.  
 
Work Activities: 
  Evaluates oversized and over-weight online permit applications received from clients requesting permission to 
transport over-weight and over-dimensional cargo for completeness and accuracy and to identify potential issues 
involving desired routes through Tennessee's highways in a timely manner; issues, or denies permits based on 
evaluation. Utilizes state SmartWay, Federal Motor Carrier, and state transportation infrastructure databases to audit 
permit route details, gross weight descriptions and truck /trailer dimensions, vehicle details, insurance coverage, and 
fees to ensure compliance with the Tennessee Code Annotated and applicable Federal laws. Provides critical 
information to customers such as maps of low clearance bridges and areas inaccessible to the driver upon approval of 
the permit to ensure safe transport of cargo. Assists customers by establishing new accounts, updating current 
accounts, processing payments for permits, answering inquiries relating to registration, licensing, special permit 
procedures, and fees. Serves as point of contact between the TDOT Permit office and the motoring public for special 
permitting needs by communicating with customers and state representatives, trucking companies, third-party 
permitting companies, federal agencies, and state agencies such as the Tennessee Highway Patrol via telephone and 
email. Schedules and coordinates meetings with interested parties to provide relevant information and guidance on 
permit applications. Maintains records of Tennessee roadway locations and special conditions, including overpass 
clearances and posted bridges, construction activities, weight restrictions of permit routes statewide for the purpose of 
expediting the permitting process, and special notices of any other special conditions pertaining to permit issuance to 
provide for the safe transport of millions of dollars' worth of commodities, and to protect the health and lives of 
Tennessee's motoring public. Assists in the development and implementation of training material, aides and tools for 
over-weight and over-dimensional loads to ensure compliance with the Tennessee Code Annotated. Assists in permit 
audit and training activities with Tennessee Highway Patrol staff stationed at weigh station scale houses to detect 
violations and issue fines. Interprets extensive and complicated state and federal laws, rules, and regulations related to 
the movement of over-sized and over-weight truckloads and permits and related this information to customers 
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Coordinates with TDOT Bridge engineering staff when needed to verify bridge weight restrictions in accordance with 
state specifications and ensure safe transportation of cargo. 
 
Competencies (KSA’s): 
Competencies:  Decision Quality Managing Through Systems Customer focus Problem Solving Technical Learning Time 
Management Composure Informing Integrity and Trust PatienceKnowledge:  Basic knowledge of customer and personal 
service principles and best practices Basic knowledge of computer operation and programs Basic knowledge of 
mathematics (arithmetic) Basic knowledge of clerical processes and procedures. Basic knowledge of departmental, 
state, and federal laws, rules, regulations, policies, and procedures of permitting related to transportation services 
TransportationSkills:  Active Learning Active Listening Complex Problem Solving Critical Thinking Instructing Reading 
Comprehension Service Orientation Speaking Time Management MonitoringAbilities:  Deductive Reasoning Oral 
Expression Oral Comprehension Problem Sensitivity Memorization Selective Attention Speech Clarity Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
076263 - TDOT PERMITS SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4306 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of increasingly responsible motor carrier registration, permit related responsibilities, or analytical experience related to 
determining compliance with state and federal rules, regulations, or related standards. OR Graduation from an 
accredited college with an associate degree and four years of increasingly responsible motor carrier registration, permit 
related responsibilities, or analytical experience related to determining compliance with state and federal rules, 
regulations, or related standards. OR Education equivalent to graduation from a standard high school and six years of 
increasingly responsible increasingly responsible motor carrier registration, permit related responsibilities, or analytical 
experience related to determining compliance with state and federal rules, regulations, or related standards. 
Substitution of Education for Experience: Additional graduate coursework in public administration, business 
administration, or other acceptable field may be substituted for the required experience, on a year-for-year basis, to a 
maximum of two years.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the statewide issuance of oversized and over-dimensional 
permits and performs analytical work of considerable difficulty related to the transportation of oversized and 
overweight cargo in compliance with the Tennessee Code Annotated (TCA) and Federal laws to ensure safe and efficient 
operation of aircraft.  Distinguishing Features: An employee in this class supervises a team of Permits Specialists 
responsible for evaluating and issuing permits for commercial motor vehicles requiring special permission to utilize 
Tennessee's highways to transport oversized and overweight articles or commodities that cannot be reasonably 
dismantled or conveniently transported otherwise. This class differs from the TDOT Permits Manager in that an 
incumbent of the latter is responsible for managing the TDOT Permits office and ensuring the Department's compliance 
with state and federal laws and departmental policies and procedures.  
 
Work Activities: 
 Oversees the evaluation and processing of oversized and over-weight online permit applications received from clients 
requesting permission to transport over-weight and over-dimensional cargo for completeness and accuracy and to 
identify potential issues involving desired routes through Tennessee's highways in a timely manner. Utilizes SmartWay, 
Federal Motor Carrier databases, and state transportation infrastructure databases to audit permit route details, gross 
weight descriptions and truck /trailer dimensions, vehicle details, insurance coverage, and fees to ensure compliance 
with the Tennessee Code Annotated and applicable Federal laws. Provides critical information to customers such as 
maps of low clearance bridges and areas inaccessible to the driver upon approval of the permit to ensure safe transport 
of cargo. Serves as point of contact between the TDOT Permit office and the motoring public for special permitting 
needs by communicating with customers and state representatives, trucking companies, third-party permitting 
companies, federal agencies, and state agencies such as the Tennessee Highway Patrol via telephone and email. 
Maintains records of Tennessee roadway locations and special conditions, including overpass clearances and posted 
bridges, construction activities, weight restrictions of permit routes statewide for the purpose of expediting the 
permitting process, and special notices of any other special conditions pertaining to permit issuance to provide for the 
safe transport of millions of dollars' worth of commodities, and to protect the health and lives of Tennessee's motoring 
public. Interprets extensive and complicated state and federal laws, rules, and regulations related to the movement of 
over-sized and over-weight truckloads and permits and related this information to customers Evaluates “super load” 
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permit requests and coordinates with TDOT Bridge engineering staff to verify bridge weight restrictions in accordance 
with state specifications and ensure safe transportation of cargo. Supervises the training of Permit Specialists on issuing 
oversize and overweight permit in accordance with the Tennessee Code Annotated and TDOT best practices and 
procedures. Manages the implementation of state-wide training for over-weight and over-dimensional loads to ensure 
compliance with the Tennessee Code Annotated by leading and coordinating training events with Tennessee Highway 
Patrol staff stationed at scale houses to detect violations and issue fines.   
 
Competencies (KSA’s): 
Competencies:  Decision Quality Managing Through Systems Customer Focus Problem Solving Time Management 
Informing Integrity and Trust Developing Direct Reports Priority Setting Strategic Agility Knowledge:  Intermediate 
knowledge of customer and personal service principles and best practices Intermediate knowledge of computer 
operation and programs Intermediate knowledge of mathematics (arithmetic) Intermediate knowledge of departmental, 
state, and federal laws, rules, regulations, policies, and procedures of permitting related to transportation services 
Transportation Basic knowledge of business and management principles involved in the coordination of people and 
resources Skills:  Learning Strategies Active Listening Complex Problem Solving Critical Thinking Reading Comprehension 
Service Orientation Speaking Time Management Monitoring Management of Personnel Resources Abilities:  Deductive 
Reasoning Oral Expression Oral Comprehension Problem Sensitivity Memorization Selective Attention Speech Clarity 
Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076249 - TDOT PLANNING MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4224 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in community 
planning, transportation planning, public administration, civil engineering, landscape architecture, or other related 
bachelor’s degree and experience equivalent to five years of full-time professional planning experience including at least 
two years of supervisory experience. OR Possession of a master's degree in community planning, transportation 
planning, public administration, civil engineering, or landscape architecture from an accredited college or university and 
experience equivalent to three years of full-time professional planning work experience including at least two years of 
supervisory experience. Substitution of Education for Experience:  Graduate coursework in community planning, 
transportation planning, public administration, civil engineering, landscape architecture, or other related degree may be 
substituted for the required experience on a year-for-year basis, to a maximum of two years (24 semester hours is 
equivalent to one year). Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional transportation planning work of considerable 
difficulty and the management of staff responsible for completing planning work and performs related work as required. 
Distinguishing Features: An employee in this classification performs managerial duties for the statewide transportation 
planning division by functioning as the manager of multiple planning units. An incumbent will participate in the varied 
development, monitoring, and coordination of transportation planning projects. This class differs from that of TDOT 
Planning Supervisor in that an incumbent of the latter is assigned supervisory responsibilities of a single planning unit.  
 
Work Activities: 
Making Decisions and Solving Problems:    Evaluates multimodal transportation improvement options to alleviate 
apparent and potential deficiencies and makes a recommendation to resolve the potential issue.    Collaborates with 
engineers, planners, and policy makers to research, analyze, or resolve complex transportation issues. Processing 
Information:     Prepares complex multimodal planning documents such as planning work programs, long range plans, 
corridor studies, transportation planning models, and other planning documents.    Conducts complex studies through 
compilation, analyses, projections and other data to develop local, regional and state planning projects and programs.    
Translates or converts project descriptions into data characteristics that can be utilized in planning tools. Analyzing Data 
or Information:    Analyzes current conditions such as socio-economic trends, land use, traffic data, and economic 
development plans, in rural or metropolitan areas to determine impacts to the transportation system.    Analyzes traffic 
volumes, crash rates, and other data to identify safety and multimodal transportation system deficiencies.    Determines 
impact of various legislative proposals upon planning processes and configures financial structure and availability of 
funds for various and local transportation systems. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the scope of services and specifications including cost, resources, time, and quantities, during 
the contract development process and the purchase of technical tools/equipment.    Estimates revenue for plan and 
development of work program to meet fiscal constraints. Identifying Objects, Actions, and Events:    Reads planning 
documents, contracts, standard drawings, guidelines, and schematics to identify impacts the design and plans will have 
on the transportation system. Training and Teaching Others:    Trains less senior staff on best practices and 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Creates and/or conducts 
agency-specific and specialized training for agency employees and external business partners to comply with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change and 
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improving initiatives. Monitor Processes, Materials, or Surroundings:    Reviews and monitors the progress of planning 
studies, projects, and other activities identified and described in adopted planning work programs.    Reviews and 
monitors planning contracts to ensure that contractual obligations are clear, the work program is understood, schedules 
are met, and the budget is accurate.    Reviews and monitors studies conducted by local and urban planners by 
attending local planning committees, reviewing organizational agreements and other appropriate documentation of 
activities.    Monitors subordinate employees’ attendance, leave, time worked, schedules, travel and/or other 
information.Interpreting the Meaning of Information for Others:     Interprets a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Assists external and internal partners in preparing various multimodal 
planning documents by reviewing documentation and providing guidance on the planning process and data-driven 
needs, including federal, state, and local regulations.    Advises on and translates federal and state trends, regulations, 
and/or best practices to inform external partners and general public in the decision making process. Resolving Conflicts 
and Negotiating with Others:    Works to resolve conflicts between business partners and agency employees according 
to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Investigates conflicts between business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and develops an action 
plan for resolving the issue.    Acts in the best interest of the department to resolve conflict with external partners while 
maintaining a professional relationship. Staffing Organizational Units:     Participates in hiring process including 
identifying hiring criteria, recruiting, and interviewing applicants. Communicating with Persons outside Organization:    
Conducts and facilitates meetings as a departmental representative by offering technical assistance and other support 
to local planners, engineers, and administrators to ensure compliance with federal and state regulations.    Creates and 
disseminates basic information packages, including but not limited to resource guides, policy manuals, and educational 
programs, for use in public information campaigns regarding transportation and land use coordination.    Coordinates 
with departmental representatives to draft correspondence in response to public comments and/or inquiries. Provide 
Consultation and Advice to Others:    Serves as a liaison between the department and local agencies, regional planning 
commissions, metropolitan and rural planning organizations, and the general public, and provides assistance in 
developing and meeting local, regional, and statewide transportation goals.    Notifies supervisory personnel of possible 
violations and/or best practices of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.    Provides guidance and professional advice to planning staff regarding best practices and departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Scheduling Work and Activities:    
Schedules personal workload to ensure timely processing and account for current workload.    Schedules work of project 
team and/or consultants to ensure timely processing and completion of work.    Assigns work to subordinates and 
monitors progress. Developing Objectives and Strategies:    Recommends strategies and objectives for assigned program 
areas to enhance performance and improve organizational efficiency.    Participates in the development and/or 
implementation of the Department's Long Range Plan and strategic goals. Coaching and Developing Others:    Discusses 
performance with subordinates to identify and correct deficiencies and to reinforce strengths.    Mentors assigned 
subordinates by providing feedback and information regarding organizational culture, policies and procedures, workflow 
and chain of command, task prioritization, proper documentation, use of systems and available functionality to 
encourage effective and efficient performance of assigned tasks.    Educates internal and external business partners on 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures process to facilitate 
accurate and timely submission of documentation.    Mentors less senior planning staff by attending meetings and 
reviewing planning activities as assigned by the planning supervisor. Thinking Creatively:    Develops public involvement 
tools to increase transparency in departmental activities.    Implements creative solutions to unique problems as they 
arise.    Develops process improvement suggestions to streamline workflow and/or improve process cycle times and 
accuracy. Interacting With Computers:    Utilizes software such as geographic information software, data collection, 
analytic or scientific software, to create planning documents.    Utilizes office productivity software, including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based programs, instant-
messaging programs, and search engines.    Utilizes digital camera and other data-recording equipment to record 
information and transfer files to centralized storage locations. Communicating with Supervisors, Peers, or Subordinates:    
Communicates through written format to send notifications of special events, memos, and letters to internal business 
partners.    Presents and facilitates presentations to internal business partners to provide program recommendations, 
industry trends, and other information.    Conducts and/or attends meetings with internal business partners to gather 
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project information and status updates and to disseminate information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Acts as a liaison with internal and external business partners and other organizational 
representatives to ensure accurate and timely processing of information and deliverables.Documenting/Recording 
Information:     Documents, stores, and maintains appropriate information in electronic databases and/or physical form 
as required ensuring accurate information is recorded.    Documents information provided during meetings and training 
when serving as the agency representative to ensure accurate information is disseminated to others.    Maintains 
appropriate subordinate performance documentation to ensure the completion of accurate and unbiased performance 
evaluations. Developing and Building Teams:     Shares information and job knowledge with team members to ensure 
cross-trained staff has proficiency to complete work in case of absence.    Works with other team members to gather 
additional perspective by soliciting advice and brainstorming to complete work or resolve issues. Drafting, Laying Out, 
and Specifying Technical Devices, Parts, and Equipment:    Creates specifications, instructions, or technical manual to 
provide description and proper usage of software or data gathering tools. Evaluating Information to Determine 
Compliance with Standards:    Participates and reviews complex rural, metropolitan, and statewide planning initiatives to 
ensure that the planning process meets or exceeds applicable federal, state, and local requirements or best practices. 
Coordinating the Work and Activities of Others:    Coordinates with local and state planners, consultants, engineers, and 
transit managers in presenting recommended plans for review and comment by the public and the various planning 
committees. Getting Information:    Researches plans, policies, specifications, procedures, guidelines, rules, regulations, 
and laws related to transportation and land use using physical and/or electronic sources to assist with conflict 
resolution, problem solving, and/or decision making.    Contacts the general public, persons in other departments and/or 
divisions, representatives, elected officials, and outside organizations for the purpose of furnishing or obtaining 
information.    Collects field data by research or observation, such as a traffic counts, access control, and turning 
movements, to specify existing conditions. Judging the Qualities of Things, Services, or People:    Assesses the 
performance of assigned subordinates and needs of the department to make decisions and recommendations involving 
promotion, demotion, transfer and retention of employees.    Assesses the quality of the work of subordinates to 
inform, advise, and guide performance management and development.    Reviews and evaluates project proposal by 
scoring responses based on the scope of services requested.    Reviews, evaluates, and documents consultant work to 
ensure requirements, budget, and schedule are met and work is completed as specified.    Participates in the 
certification or review of planning processes for Metropolitan Planning Organizations, Rural Planning Organizations, and 
transit agencies.Updating and Using Relevant Knowledge:    Reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure 
staff is knowledgeable of the latest systems.    Completes required training events to learn new procedures, ensure 
continual learning, maintain current knowledge of the field, and increase job proficiency. Performing Administrative 
Activities:    Completes status reports for submission to management.    Prepares, mails, and tracks correspondence to 
internal and external business partners.    Maintaining informational files and paperwork as required. Organizing, 
Planning, and Prioritizing Work:     Organizes and prioritizes personal, team, and/or consultant workload using calendars, 
lists, and other facilitators to ensure timely and accurate completion of work. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Problem Solving    Planning    Total Work Systems    Perseverance    
Composure    Customer Focus    Integrity and Trust    Interpersonal Savvy    ListeningKnowledge:    Advanced knowledge 
of principles and methods for moving people or goods by air, rail, water, or road, including the relative costs and 
benefits    Knowledge of laws, legal codes, legislation, precedents, government regulations related to land use and 
transportation                           Knowledge of principles and processes for providing quality customer services                 
Advanced knowledge of principles and methods for describing the features of land, water, and air, including their 
physical characteristics, locations, and interrelationships                     Knowledge of arithmetic, algebra, statistics, and 
their applications               Knowledge of business and management principles involved in strategic planning, and 
resource allocation    Advanced knowledge of communication and dissemination techniques and methods                 
Knowledge of geographic information software, data collection, analytic or scientific software used to create planning 
documents         Knowledge of public safety and security goals as related to transportation system                               
Advanced knowledge of societal trends, cultures, travel trends, and population migrationSkills:       The application of 
arithmetic, algebra, and statistics    Reading Comprehension    Speaking    Writing    Coordination of Work Resources    
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Negotiation    Service Orientation    Social Perceptiveness    Complex Problem Solving    Judgment and Decision Making    
Systems Evaluation    Time ManagementAbilities:               Deductive Reasoning    Inductive Reasoning    Information 
Ordering    Mathematical Reasoning    Oral Comprehension    Oral Expression    Originality    Problem Sensitivity    Written 
Comprehension    Written Expression    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076247 - TDOT PLANNING SPEC-ADV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4319 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in community 
planning, transportation planning, public administration, civil engineering, landscape architecture, or other related 
bachelor’s degree and experience equivalent to three years of full-time professional planning work. OR Possession of a 
master's degree in community planning, transportation planning, public administration, civil engineering, or landscape 
architecture from an accredited college or university and experience equivalent to one year of full-time professional 
planning work. Substitution of Education for Experience:  Graduate coursework in community planning, transportation 
planning, public administration, civil engineering, landscape architecture, or other related degree may be substituted for 
the required experience on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one 
year). Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional transportation planning work of considerable 
difficulty and performs related work as required. Distinguishing Features: This is the advanced level classification in the 
TDOT Planning Specialist series. An employee in this classification is a lead worker performing the most complex 
transportation planning duties. An incumbent may be assigned to work in any area of transportation planning and may 
participate in the varied development, monitoring, and coordination of transportation planning projects. This class 
differs from that of TDOT Planning Specialist, in that an incumbent of the latter is not a lead worker and is responsible 
for planning duties of average difficulty. This classification differs from the TDOT Planning Supervisor in that the 
incumbent of the latter is responsible for the supervision of subordinate staff. 
 
Work Activities: 
Making Decisions and Solving Problems:    Evaluates multimodal transportation improvement options to alleviate 
apparent and potential deficiencies and makes a recommendation to resolve the potential issue.    Collaborates with 
engineers, planners, and policy makers to research, analyze, or resolve complex transportation issues. Processing 
Information:     Prepares complex multimodal planning documents such as planning work programs, long range plans, 
corridor studies, transportation planning models, and other planning documents.    Conducts complex studies through 
compilation, analyses, projections and other data to develop local, regional, and state planning projects and programs.    
Translates or converts project descriptions into data characteristics that can be utilized in planning tools. Analyzing Data 
or Information:    Analyzes current conditions, such as socio-economic trends, land use, traffic data, and economic 
development plans, in rural or metropolitan areas to determine impacts to the transportation system.    Analyzes traffic 
volumes, crash rates, and other data to identify safety and multimodal transportation system deficiencies.    Determines 
impact of various legislative proposals upon planning processes and configures financial structure and availability of 
funds for various and local transportation systems. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the scope of services and specifications, including cost, resources, time, and quantities during 
the contract development process and the purchase of technical tools/equipment.    Estimates revenue for plan and 
development of work program to meet fiscal constraints. Identifying Objects, Actions, and Events:    Reads planning 
documents, contracts, standard drawings, guidelines, and schematics to identify impacts the design and plans will have 
on the transportation system. Training and Teaching Others:    Trains less senior staff on best practices and 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Creates and/or conducts 
agency-specific and specialized training for agency employees and external business partners to comply with 
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departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and 
improving initiatives. Monitor Processes, Materials, or Surroundings:    Reviews and monitors the progress of planning 
studies, projects, and other activities identified and described in adopted planning work programs.    Reviews and 
monitors planning contracts to ensure that contractual obligations are clear, the work program is understood, schedules 
are met, and the budget is accurate.    Reviews and monitors studies conducted by local and urban planners by 
attending local planning committees, reviewing organizational agreements and other appropriate documentation of 
activities. Interpreting the Meaning of Information for Others:     Interprets a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Assists external and internal partners in preparing various multimodal 
planning documents by reviewing documentation and providing guidance on the planning process and data-driven 
needs, including Federal, State, and local regulations.    Advises on and translates federal and state trends, regulations, 
and/or best practices to inform external partners and general public in the decision-making process. Resolving Conflicts 
and Negotiating with Others:    Works to resolve conflicts between business partners and agency employees according 
to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Maintains a respectful and productive work environment to minimize disputes and 
facilitate performance.    Acts in the best interest of the department to resolve conflict with external partners while 
maintaining a professional relationship. Communicating with Persons outside Organization:    Conducts and facilitates 
meetings as a Departmental representative by offering technical assistance and other support to local planners, 
engineers, and administrators to ensure compliance with Federal and State regulations.    Creates and disseminates 
basic information packages, including but not limited to resource guides, policy manuals, and educational programs, for 
use in public information campaigns regarding transportation and land use coordination.    Coordinates with 
departmental representatives to draft correspondence in response to public comments and/or inquiries. Provide 
Consultation and Advice to Others:    Serves as a liaison between the department and local agencies, regional planning 
commissions, metropolitan and rural planning organizations, and the general public, and provides assistance in 
developing and meeting local, regional, and statewide transportation goals.    Notifies supervisory personnel of possible 
violations and/or best practices of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.    Provides guidance and professional advice to planning staff regarding best practices and departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Scheduling Work and Activities:    
Schedules personal workload to ensure timely processing and account for current workload.    Schedules work of project 
team and/or consultants to ensure timely processing and completion of work. Developing Objectives and Strategies:    
Recommends strategies and objectives for assigned program areas to enhance performance and improve organizational 
efficiency.    Participates in the development and/or implementation of the Department's Long Range Plan and strategic 
goals. Coaching and Developing Others:    Acts as a lead worker to less senior planning staff providing coaching on best 
practices and departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Educates 
internal and external business partners on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to facilitate accurate and timely submission of documentation.    Mentors less senior 
planning staff by attending meetings and reviewing planning activities as assigned by the planning supervisor. Thinking 
Creatively:    Develops public involvement tools to increase transparency in departmental activities.    Implements 
creative solutions to unique problems as they arise.    Develops process improvement suggestions to streamline 
workflow and/or improve process cycle times and accuracy. Interacting With Computers:    Utilizes software, such as 
geographic information software, data collection, analytic or scientific software, to create planning documents.    Utilizes 
office productivity software, including but not limited to word processing programs, spreadsheet programs, 
presentation software, web-based programs, instant-messaging programs, and search engines.    Utilizes digital camera 
and other data recording equipment to record information and transfer files to centralized storage locations. 
Communicating with Supervisors, Peers, or Subordinates:    Communicates through written format to send notifications 
of special events, memos, and letters to internal business partners.    Presents and facilitates presentations to internal 
business partners to provide program recommendations, industry trends, and other information.    Conducts and/or 
attends meetings with internal business partners to gather project information and status updates and to disseminate 
information. Establishing and Maintaining Interpersonal Relationships:    Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Acts as a liaison with internal 
and external business partners and other organizational representatives to ensure accurate and timely processing of 
information and deliverables. Documenting/Recording Information:     Documents, stores, and maintains appropriate 
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information in electronic databases and/or physical form as required ensuring accurate information is recorded.    
Documents information provided during meetings and training when serving as the agency representative to ensure 
accurate information is disseminated to others. Developing and Building Teams:     Shares information and job 
knowledge with team members to ensure cross-trained staff has proficiency to complete work in your absence.    Works 
with other team members to gather additional perspective by soliciting advice and brainstorming to complete work or 
resolve issues. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Creates specifications, 
instructions, or technical manual to provide description and proper usage of software or data gathering tools. Evaluating 
Information to Determine Compliance with Standards:    Participates and reviews complex rural, metropolitan, and 
statewide planning initiatives to ensure that the planning process meets or exceeds applicable federal, state, and local 
requirements or best practices. Coordinating the Work and Activities of Others:    Coordinates with local and state 
planners, consultants, engineers, and transit managers in presenting recommended plans for review and comment by 
the public and the various planning committees. Getting Information:    Researches plans, policies, specifications, 
procedures, guidelines, rules, regulations, and laws related to transportation and land use using physical and/or 
electronic sources to assist with conflict resolution, problem solving, and/or decision making.    Contacts the general 
public, persons in other departments and/or divisions, representatives, elected officials, and outside organizations for 
the purpose of furnishing or obtaining information.    Collects field data by research or observation, such as a traffic 
counts, access control, and turning movements, to specify existing conditions. Judging the Qualities of Things, Services, 
or People:    Reviews and evaluates project proposal by scoring responses based on the scope of services requested.    
Reviews, evaluates, and documents consultant work to ensure requirements, budget, and schedule are met and work is 
completed as specified.    Participates in the certification or review of planning processes for Metropolitan Planning 
Organizations, Rural Planning Organizations, and transit agencies. Updating and Using Relevant Knowledge:    Reviews 
current departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure staff is knowledgeable of the latest systems.    Completes required training 
events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency. Performing Administrative Activities:    Completes status reports for submission to management.    Prepares, 
mails, and tracks correspondence to internal and external business partners.    Maintaining informational files and 
paperwork as required. Organizing, Planning, and Prioritizing Work:     Organizes and prioritizes personal, team, and/or 
consultant workload using calendars, lists, and other facilitators to ensure timely and accurate completion of work. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower    Problem Solving    Planning    Total Work Systems    Perseverance         
Composure            Customer Focus     Integrity and Trust    Interpersonal Savvy    Listening Knowledge:    Advanced 
knowledge of principles and methods for moving people or goods by air, rail, water, or road, including the relative costs 
and benefits    Knowledge of laws, legal codes, legislation, precedents, and government regulations related to land use 
and transportation                           Knowledge of principles and processes for providing quality customer services                 
Advanced knowledge of principles and methods for describing the features of land, water, and air, including their 
physical characteristics, locations, and interrelationships                     Knowledge of arithmetic, algebra, statistics, and 
their applications               Knowledge of business and management principles involved in strategic planning and resource 
allocation    Advanced knowledge of communication and dissemination techniques and methods                 Knowledge of 
geographic information software, data collection, analytic or scientific software used to create planning documents         
Knowledge of public safety and security goals as related to transportation system                               Advanced knowledge 
of societal trends, cultures, travel trends, and population migration Skills:       The application of arithmetic, algebra, and 
statistics            Reading Comprehension                 Speaking                Writing    Coordination of Work Resources    
Negotiation                                                            Service Orientation             Social Perceptiveness         Complex Problem 
Solving               Judgment and Decision Making       Systems Evaluation            Time Management Abilities:               
Deductive Reasoning          Inductive Reasoning           Information Ordering          Mathematical Reasoning    Oral 
Comprehension           Oral Expression     Originality              Problem Sensitivity            Written Comprehension     Written 
Expression             Speech Clarity        Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076245 - TDOT PLANNING SPEC-TRAINEE* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7427 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in community 
planning, transportation planning, public administration, civil engineering, landscape architecture, or other related 
bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for learning to monitor, coordinate, and conduct transportation 
planning activities of average difficulty, and performs related work as required. Distinguishing Features: This is the 
trainee level classification in the TDOT Planning Specialist series. An employee in this classification will learn to perform 
transportation planning duties. An incumbent may be assigned to work in any area of transportation planning and will 
learn to participate in the varied development, monitoring, and coordination of transportation planning projects. This 
class differs from the TDOT Planning Specialist* in that an incumbent of the latter performs at a working level. *An 
applicant appointed to this flexibly staffed class will be reclassified to TDOT Planning Specialist* after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Making Decisions and Solving Problems: Learns to evaluate multimodal transportation improvement options to alleviate 
apparent and potential deficiencies and make a recommendation to resolve the potential issue. Collaborates with 
engineers, planners, and policy makers to research, analyze, or resolve transportation issues. Processing Information:  
Learns to prepare various multimodal planning documents such as planning work programs, long range plans, corridor 
studies, transportation planning models, and other planning documents. Learns to conduct studies through compilation, 
analyses, projections and other data to develop local, regional, and state planning projects and programs. Learns to 
translate or convert project descriptions into data characteristics that can be utilized in planning tools.Analyzing Data or 
Information: Learns to analyze current conditions, such as socio-economic trends, land use, traffic data, and economic 
development plans, in rural or metropolitan areas to determine impacts to the transportation system. Learns to analyze 
traffic volumes, crash rates, and other data to identify safety and multimodal transportation system deficiencies. Learns 
to determine impact of various legislative proposals upon planning processes and configures financial structure and 
availability of funds for various and local transportation systems. Estimating the Quantifiable Characteristics of Products, 
Events, or Information: Learns to estimate the scope of services and specifications, including cost, resources, time, and 
quantities during the contract development process and the purchase of technical tools/equipment. Learns to estimate 
revenue for plan and development of work program to meet fiscal constraints. Identifying Objects, Actions, and Events: 
Reads planning documents, contracts, standard drawings, guidelines, and schematics to identify impacts the design and 
plans will have on the transportation system. Training and Teaching Others: Learns to create and/or conduct agency-
specific and specialized training for agency employees and external business partners to comply with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change and improving 
initiatives. Monitor Processes, Materials, or Surroundings: Learns to review and monitor the progress of planning 
studies, projects, and other activities identified and described in adopted planning work programs. Learns to review and 
monitor planning contracts to ensure that contractual obligations are clear, the work program is understood, schedules 
are met, and the budget is accurate. Learns to review and monitor studies conducted by local and urban planners by 
attending local planning committees, reviewing organizational agreements and other appropriate documentation of 
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activities. Interpreting the Meaning of Information for Others:  Learns to interpret a variety of rules, regulations, 
policies, procedures, and documentation for internal and external business partners to facilitate understanding, 
enhance communications, and ensure compliance. Learns to assist external and internal partners in preparing various 
multimodal planning documents by reviewing documentation and providing guidance on the planning process and data-
driven needs, including Federal, State, and local regulations. Learns to advise of and translate federal and state trends, 
regulations, and/or best practices to inform external partners and general public in the decision making process. 
Resolving Conflicts and Negotiating with Others: Learns to resolve conflicts between business partners and agency 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Maintains a respectful and productive work environment to minimize 
disputes and facilitate performance. Acts in the best interest of the department to resolve conflict with external 
partners while maintaining a professional relationship. Communicating with Persons Outside Organization: Conducts 
and facilitates meetings as a Departmental representative by offering technical assistance and other support to local 
planners, engineers, and administrators to ensure compliance with Federal and State regulations. Creates and 
disseminates basic information packages, including but not limited to resource guides, policy manuals, and educational 
programs, for use in public information campaigns regarding transportation and land use coordination. Coordinates with 
departmental representatives to draft correspondence in response to public comments and/or inquiries. Provide 
Consultation and Advice to Others: Learns to serve as a liaison between the department and local agencies, regional 
planning commissions, metropolitan and rural planning organizations, and the general public and provides assistance in 
developing and meeting local, regional, and statewide transportation goals. Notifies supervisory personnel of possible 
violations and/or best practices of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures. Scheduling Work and Activities: Schedules personal workload to ensure timely processing and account for 
current workload. Learns to schedule work of project team and/or consultants to ensure timely processing and 
completion of work. Developing Objectives and Strategies: Learns to recommend strategies and objectives for assigned 
program areas to enhance performance and improve organizational efficiency. Participates in the development and/or 
implementation of the Department’s Long Range Plan and strategic goals. Coaching and Developing Others: Learns to 
educate internal and external business partners on departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures process to facilitate accurate and timely submission of documentation. Thinking Creatively: 
Learns to develop public involvement tools to increase transparency in departmental activities. Learns to implement 
creative solutions to unique problems as they arise. Learns to develop process improvement suggestions to streamline 
workflow and/or improve process cycle times and accuracy. Interacting with Computers: Utilizes software, such as 
geographic information software, data collection, analytic or scientific software, to create planning documents. Utilizes 
office productivity software, including but not limited to word processing programs, spreadsheet programs, 
presentation software, web-based programs, instant-messaging programs, and search engines. Utilizes digital camera 
and other data-recording equipment to record information and transfer files to centralized storage locations. 
Communicating with Supervisors, Peers, or Subordinates: Communicates through written format to send notifications of 
special events, memos, and letters to internal business partners. Presents and facilitates presentations to internal 
business partners to provide program recommendations, industry trends, and other information. Conducts and/or 
attends meetings with internal business partners to gather project information and status updates and to disseminate 
information. Establishing and Maintaining Interpersonal Relationships: Networks with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort. Learns to act as a liaison with 
internal and external business partners and other organizational representatives to ensure accurate and timely 
processing of information and deliverables. Documenting/Recording Information:  Documents, stores, and maintains 
appropriate information in electronic databases and/or physical form as required ensuring accurate information is 
recorded. Documents information provided during meetings and training when serving as the agency representative to 
ensure accurate information is disseminated to others. Developing and Building Teams:  Shares information and job 
knowledge with team members to ensure cross-trained staff has proficiency to complete workload in case of absence. 
Works with other team members to gather additional perspective by soliciting advice and brainstorming to complete 
work or resolve issues. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Learns to create 
specifications, instructions, or technical manuals to provide description and proper usage of software or data gathering 
tools. Evaluating Information to Determine Compliance with Standards: Participates and reviews in rural, metropolitan, 
and statewide planning initiatives to ensure that the planning process meets or exceeds applicable Federal, State, and 
local requirements or best practices. Coordinating the Work and Activities of Others: Learns to coordinate with local and 
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state planners, consultants, engineers, and transit managers in presenting recommended plans for review and comment 
by the public and the various planning committees. Getting Information: Learns to research plans, policies, 
specifications, procedures, guidelines, rules, regulations, and laws related to transportation and land use using physical 
and/or electronic sources to assist with conflict resolution, problem solving, and/or decision making. Contacts the 
general public, persons in other departments and/or divisions, representatives, elected officials, and outside 
organizations for the purpose of furnishing or obtaining information. Learns to collect field data by research or 
observation, such as a traffic counts, access control, and turning movements to specify existing conditions. Judging the 
Qualities of Things, Services, or People: Learns to review and evaluate project proposals by scoring responses based on 
the scope of services requested. Learns to review, evaluate, and document consultant work to ensure requirements, 
budget, and schedule are met and work is completed as specified. Participates in the certification or review of planning 
processes for Metropolitan Planning Organizations, Rural Planning Organizations, and transit agencies. Updating and 
Using Relevant Knowledge: Reviews current departmental, state, and federal information sources to identify relevant 
changes in policies, procedures, rules, regulations, and best practices to ensure staff is knowledgeable of the latest 
systems. Completes required training events to learn new procedures, ensure continual learning, maintain current 
knowledge of the field, and increase job proficiency. Performing Administrative Activities: Completes status reports for 
submission to management. Prepares, mails, and tracks correspondence to internal and external business partners. 
Maintaining informational files and paperwork as required. Organizing, Planning, and Prioritizing Work:  Organizes and 
prioritizes personal, team, and/or consultant workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. 
 
Competencies (KSA’s): 
Competencies: Intellectual Horsepower               Problem Solving              Planning              Total Work Systems                    
Perseverance                  Composure                     Customer Focus               Integrity and Trust                      Interpersonal 
Savvy                    Listening Knowledge: Knowledge of principles and methods for moving people or goods by air, rail, 
water, or road, including the relative costs and benefits Knowledge of principles and processes for providing quality 
customer services              Knowledge of principles and methods for describing the features of land, water, and air, 
including their physical characteristics, locations, interrelationships                         Knowledge of arithmetic, algebra, 
statistics, and their applications            Knowledge of business and management principles involved in strategic planning 
and resource allocation Knowledge of communication and dissemination techniques and methods               Knowledge of 
geographic information software, data collection, analytic or scientific software used to create planning documents                  
Knowledge of societal trends, cultures, travel trends, and population migration  Skills:    The application of arithmetic, 
algebra, and statistics                     Reading Comprehension              Speaking                         Writing                Service 
Orientation                      Social Perceptiveness                  Complex Problem Solving                        Judgment and Decision 
Making                Systems Evaluation                     Time Management Abilities:            Deductive Reasoning                   
Inductive Reasoning                    Information Ordering                   Mathematical Reasoning              Oral Comprehension                    
Oral Expression               Originality                       Problem Sensitivity                     Written Comprehension               Written 
Expression                      Speech Clarity                 Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076246 - TDOT PLANNING SPECIALIST* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4318 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in community 
planning, transportation planning, public administration, civil engineering, landscape architecture, or other related 
bachelor’s degree and experience equivalent to one year of full-time professional planning work. OR Possession of a 
master's degree in community planning, transportation planning, public administration, civil engineering, or landscape 
architecture from an accredited college or university. Substitution of Education for Experience:  Graduate coursework in 
community planning, transportation planning, public administration, civil engineering, landscape architecture, or other 
related degree may be substituted for the required experience on a year-for-year basis, to a maximum of one year (24 
semester hours is equivalent to one year). Substitution of Experience for Education: Experience equivalent to four years 
of full-time professional planning work with the Tennessee Department of Transportation working as a Transportation 
Planner 1,, Transportation Planner 2,, Transportation Planner 3,, Transportation Planner 4, Transportation Specialist 1, 
Transportation Specialist 2, Transportation Coordinator 1, Transportation Coordinator 2, Transportation Manager 1, or 
Transportation Manager 2 may be substituted for the required education on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional transportation planning work of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level classification in the TDOT 
Planning Specialist series.  An employee in this classification performs transportation planning duties of average 
difficulty.  An incumbent may be assigned to work in any area of transportation planning and may participate in the 
varied development, monitoring, and coordination of transportation planning projects.   ,This class is flexibly staffed 
with and differs from that of TDOT Planning Specialist-Trainee, in that an incumbent of the latter performs at a trainee 
level. This class differs from the TDOT Planning Specialist- Advanced in that an incumbent of the latter performs at an 
advance level and will act as lead person to lower level Planning Specialists. 
 
Work Activities: 
Making Decisions and Solving Problems:    Evaluates multimodal transportation improvement options to alleviate 
apparent and potential deficiencies and makes a recommendation to resolve the potential issue.    Collaborates with 
engineers, planners, and policy makers to research, analyze, or resolve complex transportation issues. Processing 
Information:     Prepares various multimodal planning documents such as planning work programs, long range plans, 
corridor studies, transportation planning models, and other planning documents.    Conducts studies through 
compilation, analyses, projections and other data to develop local, regional and state planning projects and programs.    
Translates or converts project descriptions into data characteristics that can be utilized in planning tools. Analyzing Data 
or Information:    Analyzes current conditions, such as socio-economic trends, land use, traffic data, and economic 
development plans, in rural or metropolitan areas to determine impacts to the transportation system.    Analyzes traffic 
volumes, crash rates, and other data to identify safety and multimodal transportation system deficiencies.    Determines 
impact of various legislative proposals upon planning processes and configures financial structure and availability of 
funds for various and local transportation systems. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the scope of services and specifications, including cost, resources, time, and quantities, during 
the contract development process and the purchase of technical tools/equipment.    Estimates revenue for plan and 
development of work program to meet fiscal constraints. Identifying Objects, Actions, and Events:    Reads planning 
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documents, contracts, standard drawings, guidelines, and schematics to identify impacts the design and plans will have 
on the transportation system. Training and Teaching Others:    Creates and/or conducts agency-specific and specialized 
training for agency employees and external business partners to comply with departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures, facilitating change and improving initiatives. Monitor 
Processes, Materials, or Surroundings:    Reviews and monitors the progress of planning studies, projects and other 
activities identified and described in adopted planning work programs.    Reviews and monitors planning contracts to 
ensure that contractual obligations are clear, the work program is understood, schedules are met, and the budget is 
accurate.    Reviews and monitors studies conducted by local and urban planners by attending local planning 
committees, reviewing organizational agreements and other appropriate documentation of activities.Interpreting the 
Meaning of Information for Others:     Interprets a variety of rules, regulations, policies, procedures, and documentation 
for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.    Assists external and internal partners in preparing various multimodal planning documents by reviewing 
documentation and providing guidance on the planning process and data-driven needs, including Federal, State, and 
local regulations.    Advises on and translates federal and state trends, regulations, and/or best practices to inform 
external partners and general public in the decision making process. Resolving Conflicts and Negotiating with Others:    
Works to resolve conflicts between business partners and agency employees according to departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    
Maintains a respectful and productive work environment to minimize disputes and facilitate performance.    Acts in the 
best interest of the department to resolve conflict with external partners while maintaining a professional relationship. 
Communicating with Persons Outside Organization:    Conducts and facilitates meetings as a Departmental 
representative by offering technical assistance and other support to local planners, engineers, and administrators to 
ensure compliance with Federal and State regulations.    Creates and disseminates basic information packages, including 
but not limited to resource guides, policy manuals, and educational programs, for use in public information campaigns 
regarding transportation and land use coordination.    Coordinates with departmental representatives to draft 
correspondence in response to public comments and/or inquiries. Provide Consultation and Advice to Others:    Serves 
as a liaison between the department and local agencies, regional planning commissions, metropolitan and rural planning 
organizations, and the general public, and provides assistance in developing and meeting local, regional, and statewide 
transportation goals.    Notifies supervisory personnel of possible violations and/or best practices of departmental, state, 
and federal laws, rules, regulations, guidelines, policies, and procedures. Scheduling Work and Activities:    Schedules 
personal workload to ensure timely processing and account for current workload.    Schedules work of project team 
and/or consultants to ensure timely processing and completion of work. Developing Objectives and Strategies:    
Recommends strategies and objectives for assigned program areas to enhance performance and improve organizational 
efficiency.    Participates in the development and/or implementation of the Department's Long Range Plan and strategic 
goals.Coaching and Developing Others:    Educates internal and external business partners on departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to facilitate accurate and timely submission of 
documentation. Thinking Creatively:    Develops public involvement tools to increase transparency in departmental 
activities.    Implements creative solutions to unique problems as they arise.    Develops process improvement 
suggestions to streamline workflow and/or improve process cycle times and accuracy. Interacting With Computers:    
Utilizes software, such as geographic information software, data collection, analytic or scientific software, to create 
planning documents.    Utilizes office productivity software, including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based programs, instant-messaging programs, and search engines.    
Utilizes digital camera and other data recording equipment to record information and transfer files to centralized 
storage locations. Communicating with Supervisors, Peers, or Subordinates:    Communicates through written format to 
send notifications of special events, memos, and letters to internal business partners.    Presents and facilitates 
presentations to internal business partners to provide program recommendations, industry trends, and other 
information.    Conducts and/or attends meetings with internal business partners to gather project information and 
status updates and to disseminate information. Establishing and Maintaining Interpersonal Relationships:    Networks 
with internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified 
effort.    Acts as a liaison with internal and external business partners and other organizational representatives to ensure 
accurate and timely processing of information and deliverables. Documenting/Recording Information:     Documents, 
stores, and maintains appropriate information in electronic databases and/or physical form as required ensuring 
accurate information is recorded.    Documents information provided during meetings and training when serving as the 
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agency representative to ensure accurate information is disseminated to others. Developing and Building Teams:     
Shares information and job knowledge with team members to ensure cross-trained staff has proficiency to complete 
work in your absence.    Works with other team members to gather additional perspective by soliciting advice and 
brainstorming to complete work or resolve issues.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment:    Creates specifications, instructions, or technical manual to provide description and proper usage of 
software or data gathering tools. Evaluating Information to Determine Compliance with Standards:    Participates in and 
reviews rural, metropolitan, and statewide planning initiatives to ensure that the planning process meets or exceeds 
applicable Federal, State, and local requirements or best practices. Coordinating the Work and Activities of Others:    
Coordinates with local and state planners, consultants, engineers, and transit managers in presenting recommended 
plans for review and comment by the public and the various planning committees. Getting Information:    Researches 
plans, policies, specifications, procedures, guidelines, rules, regulations, and laws related to transportation and land use 
using physical and/or electronic sources to assist with conflict resolution, problem solving, and/or decision making.    
Contacts the general public, persons in other departments and/or divisions, representatives, elected officials, and 
outside organizations for the purpose of furnishing or obtaining information.    Collects field data by research or 
observation, such as a traffic counts, access control, and turning movements to specify existing conditions. Judging the 
Qualities of Things, Services, or People:    Reviews and evaluates project proposal by scoring responses based on the 
scope of services requested.    Reviews, evaluates, and documents consultant work to ensure requirements, budget, and 
schedule are met and work is completed as specified.    Participates in the certification or review of planning processes 
for Metropolitan Planning Organizations, Rural Planning Organizations and transit agencies. Updating and Using 
Relevant Knowledge:    Reviews current departmental, state, and federal information sources to identify relevant 
changes in policies, procedures, rules, regulations, and best practices to ensure staff is knowledgeable of the latest 
systems.    Completes required training events to learn new procedures, ensure continual learning, maintain current 
knowledge of the field, and increase job proficiency. Performing Administrative Activities:    Completes status reports for 
submission to management.    Prepares, mails, and tracks correspondence to internal and external business partners.    
Maintains informational files and paperwork as required. Organizing, Planning, and Prioritizing Work:     Organizes and 
prioritizes personal, team, and/or consultant workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower                  Problem Solving                 Planning                 Total Work Systems                       
Perseverance                     Composure                        Customer Focus                  Integrity and Trust                         
Interpersonal Savvy                       Listening Knowledge:    Knowledge of principles and methods for moving people or 
goods by air, rail, water, or road, including the relative costs and benefits    Knowledge of principles and processes for 
providing quality customer services                 Knowledge of principles and methods for describing the features of land, 
water, and air, including their physical characteristics, locations, and interrelationships                            Knowledge of 
arithmetic, algebra, statistics, and their applications               Knowledge of business and management principles involved 
in strategic planning and resource allocation    Knowledge of communication and dissemination techniques and methods                  
Knowledge of geographic information software, data collection, analytic or scientific software used to create planning 
documents                     Knowledge of societal trends, cultures, travel trends, and population migration          Skills:       The 
application of arithmetic, algebra, and statistics                        Reading Comprehension                 Speaking                            
Writing                   Service Orientation                         Social Perceptiveness                     Complex Problem Solving                           
Judgment and Decision Making                   Systems Evaluation                        Time Management      Abilities:               
Deductive Reasoning                      Inductive Reasoning                       Information Ordering                      Mathematical 
Reasoning                 Oral Comprehension                       Oral Expression                  Originality                          Problem 
Sensitivity                        Written Comprehension                  Written Expression                         Speech Clarity                    
Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076248 - TDOT PLANNING SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4324 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in community 
planning, transportation planning, public administration, civil engineering, landscape architecture, or other related 
bachelor’s degree and experience equivalent to five years of full-time professional planning work. OR Possession of a 
master's degree in community planning, transportation planning, public administration, civil engineering, or landscape 
architecture from an accredited college or university and experience equivalent to three years of full-time professional 
planning work. Substitution of Education for Experience:  Graduate coursework in community planning, transportation 
planning, public administration, civil engineering, landscape architecture, or other related degree may be substituted for 
the required experience on a year-for-year basis, to a maximum of two years (24 semester hours is equivalent to one 
year). Substitution of Experience for Education: None. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the supervision of staff and professional transportation planning 
work of considerable difficulty; and performs related work as required. Distinguishing Features: This is the supervisory 
level classification in the TDOT Planning Specialist series. An employee in this classification supervises a unit responsible 
for transportation planning duties. An incumbent may be assigned to work in any area of transportation planning and 
may participate in the varied development, monitoring, and coordination of transportation planning projects. This class 
differs from that of TDOT Planning Specialist-Advanced in that an incumbent of the latter is not assigned supervisory 
responsibilities. This classification differs from the TDOT Planning Manager in that the incumbent of the latter is 
responsible for the supervision of multiple work units. 
 
Work Activities: 
Making Decisions and Solving Problems:    Evaluates multimodal transportation improvement options to alleviate 
apparent and potential deficiencies and makes a recommendation to resolve the potential issue.    Collaborates with 
engineers, planners, and policy makers to research, analyze, or resolve complex transportation issues. Processing 
Information:     Prepares complex multimodal planning documents such as planning work programs, long range plans, 
corridor studies, transportation planning models, and other planning documents.    Conducts complex studies through 
compilation, analyses, projections and other data to develop local, regional, and state planning projects and programs.    
Translates or converts project descriptions into data characteristics that can be utilized in planning tools. Analyzing Data 
or Information:    Analyzes current conditions, such as socio-economic trends, land use, traffic data, and economic 
development plans, in rural or metropolitan areas to determine impacts to the transportation system.    Analyzes traffic 
volumes, crash rates, and other data to identify safety and multimodal transportation system deficiencies.    Determines 
impact of various legislative proposals upon planning processes and configures financial structure and availability of 
funds for various local transportation systems. Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Estimates the scope of services and specifications including cost, resources, time, and quantities, during 
the contract development process and the purchase of technical tools/equipment.    Estimates revenue for plan and 
development of work program to meet fiscal constraints. Identifying Objects, Actions, and Events:    Reads planning 
documents, contracts, standard drawings, guidelines, and schematics to identify impacts the design and plans will have 
on the transportation system. Training and Teaching Others:    Trains less senior staff on best practices and 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.    Creates and/or conducts 
agency-specific and specialized training for agency employees and external business partners to comply with 
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departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change and 
improving initiatives. Monitor Processes, Materials, or Surroundings:    Reviews and monitors the progress of planning 
studies, projects and other activities identified and described in adopted planning work programs.    Reviews and 
monitors planning contracts to ensure that contractual obligations are clear, the work program is understood, schedules 
are met, and the budget is accurate.    Reviews and monitors studies conducted by local and urban planners by 
attending local planning committees, reviewing organizational agreements and other appropriate documentation of 
activities.    Monitors subordinate employees’ attendance, leave, time worked, schedules, travel and/or other 
information.Interpreting the Meaning of Information for Others:     Interprets a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Assists external and internal partners in preparing various multimodal 
planning documents by reviewing documentation and providing guidance on the planning process, data-driven needs, 
including federal, state, and local regulations.    Advises on and translates federal and state trends, regulations, and/or 
best practices to inform external partners and general public in the decision-making process. Resolving Conflicts and 
Negotiating with Others:    Works to resolve conflicts between business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures to develop an action 
plan for resolving the issue.    Investigates conflicts between business partners and agency employees according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures and develops an action 
plan for resolving the issue.    Acts in the best interest of the department to resolve conflict with external partners while 
maintaining a professional relationship. Staffing Organizational Units:     Participates in hiring process including 
identifying hiring criteria, recruiting, and interviewing applicants. Communicating with Persons outside Organization:    
Conducts and facilitates meetings as a departmental representative by offering technical assistance and other support 
to local planners, engineers, and administrators to ensure compliance with federal and state regulations.    Creates and 
disseminates basic information packages, including but not limited to resource guides, policy manuals, and educational 
programs, for use in public information campaigns regarding transportation and land use coordination.    Coordinates 
with departmental representatives to draft correspondence in response to public comments and/or inquiries. Provide 
Consultation and Advice to Others:    Serves as a liaison between the department and local agencies, regional planning 
commissions, metropolitan and rural planning organizations, and the general public, and provides assistance in 
developing and meeting local, regional, and statewide transportation goals.    Notifies supervisory personnel of possible 
violations and/or best practices of departmental, state, and federal laws, rules, regulations, guidelines, policies, and 
procedures.    Provides guidance and professional advice to planning staff regarding best practices and departmental, 
state, and federal laws, rules, regulations, guidelines, policies, and procedures. Scheduling Work and Activities:    
Schedules personal workload to ensure timely processing and account for current workload.    Schedules work of project 
team and/or consultants to ensure timely processing and completion of work.    Assigns work to subordinates and 
monitors progress.Developing Objectives and Strategies:    Recommends strategies and objectives for assigned program 
areas to enhance performance and improve organizational efficiency.    Participates in the development and/or 
implementation of the Department's Long Range Plan and strategic goals. Coaching and Developing Others:    Discusses 
performance with subordinates to identify and correct deficiencies and to reinforce strengths.    Mentors assigned 
subordinates by providing feedback and information regarding organizational culture, policies and procedures, workflow 
and chain of command, task prioritization, proper documentation, use of systems and available functionality, to 
encourage effective and efficient performance of assigned tasks.    Educates internal and external business partners on 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures process to facilitate 
accurate and timely submission of documentation.    Mentors less senior planning staff by attending meetings and 
reviewing planning activities as assigned by the planning supervisor. Thinking Creatively:    Develops public involvement 
tools to increase transparency in departmental activities.    Implements creative solutions to unique problems as they 
arise.    Develops process improvement suggestions to streamline workflow and/or improve process cycle times and 
accuracy. Interacting With Computers:    Utilizes software, such as geographic information software, data collection, 
analytic or scientific software, to create planning documents.    Utilizes office productivity software, including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based programs, instant-
messaging programs, and search engines.    Utilizes digital camera and other data-recording equipment to record 
information and transfer files to centralized storage locations. Communicating with Supervisors, Peers, or Subordinates:    
Communicates through written format to send notifications of special events, memos, and letters to internal business 
partners.    Presents and facilitates presentations to internal business partners to provide program recommendations, 
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industry trends, and other information.    Conducts and/or attends meetings with internal business partners to gather 
project information and status updates and to disseminate information. Establishing and Maintaining Interpersonal 
Relationships:    Networks with internal and external business partners to ensure open dialogues exist and to facilitate 
coordination and unified effort.    Acts as a liaison with internal and external business partners and other organizational 
representatives to ensure accurate and timely processing of information and deliverables.Documenting/Recording 
Information:     Documents, stores, and maintains appropriate information in electronic databases and/or physical form 
as required ensuring accurate information is recorded.    Documents information provided during meetings and training 
when serving as the agency representative to ensure accurate information is disseminated to others.    Maintains 
appropriate subordinate performance documentation to ensure the completion of accurate and unbiased performance 
evaluations. Developing and Building Teams:     Shares information and job knowledge with team members to ensure 
cross-trained staff has proficiency to complete work in your absence.    Works with other team members to gather 
additional perspective by soliciting advice and brainstorming to complete work or resolve issues. Drafting, Laying Out, 
and Specifying Technical Devices, Parts, and Equipment:    Creates specifications, instructions, or technical manual to 
provide description and proper usage of software or data gathering tools. Evaluating Information to Determine 
Compliance with Standards:    Participates and reviews complex rural, metropolitan, and statewide planning initiatives to 
ensure that the planning process meets or exceeds applicable federal, state, and local requirements or best practices. 
Coordinating the Work and Activities of Others:    Coordinates with local and state planners, consultants, engineers, and 
transit managers in presenting recommended plans for review and comment by the public and the various planning 
committees. Getting Information:    Researches plans, policies, specifications, procedures, guidelines, rules, regulations, 
and laws related to transportation and land use using physical and/or electronic sources to assist with conflict 
resolution, problem solving, and/or decision making.    Contacts the general public, persons in other departments and/or 
divisions, representatives, elected officials, and outside organizations for the purpose of furnishing or obtaining 
information.    Collects field data by research or observation, such as a traffic counts, access control, and turning 
movements, to specify existing conditions. Judging the Qualities of Things, Services, or People:    Assesses the 
performance of assigned subordinates and needs of the department to make decisions and recommendations involving 
promotion, demotion, transfer and retention of employees.    Assesses the quality of the work of subordinates to 
inform, advise, and guide performance management and development.    Reviews and evaluates project proposal by 
scoring responses based on the scope of services requested.    Reviews, evaluates, and documents consultant work to 
ensure requirements, budget, and schedule are met and work is completed as specified.    Participates in the 
certification or review of planning processes for Metropolitan Planning Organizations, Rural Planning Organizations, and 
transit agencies.Updating and Using Relevant Knowledge:    Reviews current departmental, state, and federal 
information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure 
staff is knowledgeable of the latest systems.    Completes required training events to learn new procedures, ensure 
continual learning, maintain current knowledge of the field, and increase job proficiency. Performing Administrative 
Activities    Completes status reports for submission to management.    Prepares, mails, and tracks correspondence to 
internal and external business partners.    Maintaining informational files and paperwork as required. Organizing, 
Planning, and Prioritizing Work     Organizes and prioritizes personal, team, and/or consultant workload using calendars, 
lists, and other facilitators to ensure timely and accurate completion of work. 
 
Competencies (KSA’s): 
Competencies:    Intellectual Horsepower                  Problem Solving                 Planning                 Total Work Systems                       
Perseverance                     Composure                        Customer Focus                  Integrity and Trust                         
Interpersonal Savvy                       Listening Knowledge:    Advanced knowledge of principles and methods for moving 
people or goods by air, rail, water, or road, including the relative costs and benefits    Knowledge of laws, legal codes, 
legislation, precedents, government regulations related to land use and transportation                           Knowledge of 
principles and processes for providing quality customer services                 Advanced knowledge of principles and 
methods for describing the features of land, water, and air, including their physical characteristics, locations, and 
interrelationships                     Knowledge of arithmetic, algebra, statistics, and their applications               Knowledge of 
business and management principles involved in strategic planning and resource allocation    Advanced knowledge of 
communication and dissemination techniques and methods                 Knowledge of geographic information software, 
data collection, analytic or scientific software used to create planning documents         Knowledge of public safety and 
security goals as related to transportation system                               Advanced knowledge of societal trends, cultures, 
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travel trends, and population migration   Skills:       The application of arithmetic, algebra, and statistics                        
Reading Comprehension                 Speaking                            Writing    Coordination of work resources    Negotiation                                           
Service Orientation                         Social Perceptiveness                     Complex Problem Solving                           Judgment 
and Decision Making                   Systems Evaluation                        Time Management           Abilities:               Deductive 
Reasoning                      Inductive Reasoning                       Information Ordering                      Mathematical Reasoning                 
Oral Comprehension                       Oral Expression                  Originality                          Problem Sensitivity                        
Written Comprehension                  Written Expression                         Speech Clarity                    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076261 - TDOT REGIONAL GARAGE MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4295 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with an 
associate's degree in automotive technology, automotive repair, or related automotive studies field and experience 
equivalent to four years of full-time repair and/or maintenance of engines or related mechanical components.  At least 
two of the four years must be supervisory.Substitution of Experience for Education: Full-time experience in repairing 
and/or maintaining engines or related mechanical components may substitute for the required education, on a year-for-
year basis, to a maximum of two years. Substitution of Education for Experience:  A bachelor's degree in engineering 
technology or a related automotive studies career may be substituted for the required experience on a year for year 
basis up to two years.  There is no substitution for the required two years of supervisory experience.ORCompletion of 
the TDOT Reconnect Transportation Systems Certificate Program may be substituted for eighteen months of the 
required experience.  There is no substitution for the two years of supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess and maintain a Class A Commercial Driver's 
License with an N endorsement (a 57 restriction is allowable) that is valid in the State of Tennessee. Possess and 
maintain passing scores on all tests (T2 through T8) of the Automotive Service Excellence Certification in the Medium to 
Heavy Truck Test Series.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: This is the manager classification in the TDOT Mechanic series.  Under general supervision, is responsible for 
managing the technical garage operations and the procurement and inventory administration of a TDOT regional garage; 
and performs related work as required.Distinguishing Features: An employee in this class is responsible for managing all 
TDOT regional garage operations, including:  technical garage operations; personnel and hiring decisions; procurement; 
budget management; purchasing; and inventory administration.  An employee in this class is responsible for supervising 
the working level supervisors over both sections in the TDOT regional garages, Garage Operations and Procurement and 
Administration. 
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment -- Servicing, repairing, adjusting, and testing machines, devices, 
moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles: Manages and 
may perform the repair and calibration of computerized groundspeed and measuring controls to ensure proper working 
condition of mechanical equipment such as is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine 
production, herbicide application, mapping vehicles and asphalt pavers and milling machines. Manages and may 
perform the analysis, diagnosis, and repair of a variety of heavy-duty tracked and wheeled equipment powered by diesel 
engines including, but not limited to, excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, backhoes, 
dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack trucks, 
asphalt pavers, milling machines, and rollers. Manages and may perform the analysis, diagnosis, and repair of a variety 
of engines and transmissions; electrical, cooling, hydraulic, emissions, and suspension systems; and hydraulic, electric, 
and air brake systems. Manages and may perform the analysis, diagnosis, and repair of a variety of gas, diesel, and 
hybrid vehicles such as cars, light trucks, vans, and SUVs. Manages and may perform the analysis, diagnosis, and repair 
of small gas, diesel, and air-cooled engines and equipment such as generators, lawn mowers, and chainsaws. Manages 
and may perform preventive equipment/vehicle maintenance such as changing oil; checking and replacing filters; 
checking fluid levels and adding fluids that are low; checking air in tires; replacing and balancing tires; greasing, oiling, 
and adjusting tracks; and inspecting safety items such as fire extinguishers and warning triangles.Making Decisions and 
Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problems: 
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Determines whether the most cost-effective methods in compliance with proper operational procedures were used to 
repair equipment or vehicles by analyzing fleet management data and operational needs in order to support regional 
operations. Manages competitive bids from outside vendors meeting all specifications following state procurement 
policies and procedures to support regional operations. Manages a regional garage, and supports district garages, in 
fixed asset expenditures for all garage tools, equipment, and supplies including garage upgrades. Manages regional 
garage stockroom to ensure correct operations and inventory levels and maintain efficiency and effectiveness of garage 
operations.Repairing and Maintaining Electronic Equipment -- Servicing, repairing, calibrating, regulating, fine-tuning, or 
testing machines, devices, and equipment that operate primarily on the basis of electrical or electronic (not mechanical) 
principles: Manages and may perform the calibration of computerized ground speed and measuring controls to ensure 
proper working condition of electronic equipment such as is used in tack trucks, snow and ice removal, anti-icing 
distribution, salt brine production, herbicide application, mapping vehicles, asphalt pavers, and milling machines. 
Manages and may perform repairs utilizing electronic testing equipment such as multi-meters, scan tools, electrical 
probes, and battery and load testers to ensure proper working condition of electronic equipment such as is used in tack 
trucks, snow and ice removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles, 
asphalt pavers, and milling machines.Interpreting the Meaning of Information for Others -- Translating or explaining 
what information means and how it can be used: Interprets and enforces a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.Coordinating the Work and Activities of Others -- Getting members of a group 
to work together to accomplish tasks: Coordinates with district management to facilitate the inspection of equipment 
including, but not limited to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine 
production, forklifts, tractors, backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, 
bucket trucks, fire trucks, tack trucks, asphalt pavers, and milling machines to ensure end-of-season cleanliness and 
proper maintenance. Coordinates with district garages as needed to ensure consistency of garage operations and 
services within assigned region. Manages the work of subordinates to ensure activities are performed and completed to 
specification and in a timely manner to ensure efficient garage operations. Manages workload with internal and external 
business partners as required to facilitate timely and accurate task completion. Manages meetings with subordinates as 
required to ensure availability, attendance, and coverage to ensure efficient garage operations.Monitoring and 
Controlling Resources -- Monitoring and controlling resources and overseeing the spending of money: Ensures and 
assists in the proper use, storage, and security of all necessary materials and supplies used in garage operations per 
departmental policies to prevent loss due to damage or theft. Monitors and approves supplies and inventory to ensure 
adequate quantities are available for anticipated seasonal work such as snow and ice removal, paving, and mowing and 
vegetation removal. Approves purchases and expenditures to ensure cost effectiveness and comply with state 
purchasing procedures and policies. Reviews and approves overtime requests and materials usage to ensure efficient 
garage operations.Inspecting Equipment, Structures, or Material -- Inspecting equipment, structures, or materials to 
identify the cause of errors or other problems or defects: Oversees and facilitates the inspection of all appropriate 
equipment including, but not limited to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt 
brine production, forklifts, tractors, backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP 
trucks, bucket trucks, fire trucks, tack trucks, asphalt pavers, and milling machines to ensure end-of-season cleanliness 
and proper maintenance. Assists garage mechanics in the diagnosis of complex problems with vehicles in need of repair 
to ensure the correct maintenance is performed. Inspects garage operations to ensure that garage is operating 
according to policies, procedures and guidelines, including properly disposing of waste products. Inspect new equipment 
to ensure compliance with specifications and prepare payment package.Evaluating Information to Determine 
Compliance with Standards -- Using relevant information and individual judgment to determine whether events or 
processes comply with laws, regulations, or standards: Evaluates specifications for new equipment to determine if 
equipment procurement complies with laws, regulations, and standards. Evaluates and inspects vehicle maintenance 
and repair performed by mechanics or outside vendors in order to comply with necessary repair guidelines and goals. 
Evaluates results of ground speed control calibrations and implements any necessary corrective action to ensure 
compliance with standards. Evaluates surplus equipment to implement equipment disposal as required by laws, 
regulations, and standards.Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to prioritize, 
organize, and accomplish your work: Organizes and prioritizes work activities and job assignments for garage staff to 
ensure fleet management and operational goals are met. Manages the procurement, warehousing, and distribution of 
supplies, parts, and garage equipment to ensure compliance with policies and procedures. Manages the distribution and 
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scheduling for the regional motor pool to ensure efficient operations.Resolving Conflicts and Negotiating with Others -- 
Handling complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others: 
Assists in the resolution of interpersonal conflicts among assigned staff to ensure a respectful and productive work 
environment. Maintains a respectful and productive work environment within the assigned work unit to minimize 
disputes and facilitate performance. Evaluates and resolves customer complaints relevant to repairs completed to 
ensure customer satisfaction with the garage, TDOT, and state government.Provide Consultation and Advice to Others -- 
Providing guidance and expert advice to management or other groups on technical, systems-, or process-related topics: 
Acts as a subject matter expert in the repair, use, and operation of TDOT equipment and vehicles including, but not 
limited to, tack trucks, snow and ice removal, herbicide application, anti-icing distribution, salt brine production, and 
asphalt pavers and milling machines. Provides subject-matter-expert advice to management on technical problems and 
issues with fleet operations that affect efficiency of procedures and best practices. Serve as technical resource on garage 
tools, equipment, supplies, procedures, and best practices for the regional and district garages.Developing Objectives 
and Strategies -- Establishing long-range objectives and specifying the strategies and actions to achieve them: Develops 
and implements strategies to enhance garage staff and improve efficiency in regional and district garage operations. 
Manages performance plans for subordinate staff within the garage by establishing goals and complying with standards 
in order to maintain efficiency and effectiveness.Training and Teaching Others -- Identifying the educational needs of 
others, developing formal educational or training programs or classes, and teaching or instructing others: Leads 
experienced mechanics in training garage staff by sharing information and demonstrating/providing proper procedures 
to ensure a consistent workflow within the garage.Documenting/Recording Information -- Entering, transcribing, 
recording, storing, or maintaining information in written or electronic/magnetic form: Maintains and manages 
environmental records to ensure regulations and processes are met through proper documentation. Documents 
calibration of computerized ground speed controls to ensure proper working condition of electronic equipment such as 
is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, herbicide application, and 
asphalt pavers and milling machines. Maintains and manages accurate records of interpersonal and/or performance 
conflicts of assigned subordinates to ensure complete documentation. Manages the documentation of history file 
records and routine paperwork, such as work orders and maintenance records, on serviced/repaired vehicles or 
equipment. Logs, reviews, and analyzes reports for subordinates' time worked, time spent on work orders, and leave 
taken using department-specific forms and databases to ensure efficient garage operations. Logs equipment usage 
including mileage, hours, pre-operation and post-operation checklist, and other factors to provide to supervisors as 
directed.Guiding, Directing, and Motivating Subordinates -- Providing guidance and direction to subordinates, including 
setting performance standards and monitoring performance: Leads staff to perform activities according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Establishes, monitors, 
and reports goals for garage staff by communicating and establishing performance priorities and time constraints on 
various work situations to maintain efficiency. Approves and ensures compliance of pre-use and post-use inspection of 
equipment to ensure proper functionality and safety according to standard operational guidelines. Oversees pre-use and 
post-use inspection of equipment to ensure proper functionality and safety. Monitors performance of subordinates to 
ensure standards and goals are met.Monitor Processes, Materials, or Surroundings -- Monitoring and reviewing 
information from materials, events, or the environment, to detect or assess problems: Monitors the performance 
evaluation process for all regional garage staff to ensure performance documents are completed accurately and timely. 
Monitors time and labor during each pay period to identify timekeeping issues and exceptions. Reviews the work of 
subordinate staff to provide assistance and guidance on prioritization and to ensure fleet maintenance activities are 
completed in a timely manner. Monitors garage facilities reports provided by subordinate staff to ensure environmental 
regulations are met.Analyzing Data or Information -- Identifying the underlying principles, reasons, or facts of 
information by breaking down information or data into separate parts: Manages and analyzes repetitive work order 
activities to determine trends or equipment failures for specific product lines. Manages and analyzes garage efficiency 
ratings to provide optimum utilization of state resources. Analyzes all appropriate data for the correct repair of 
vehicles/equipment. Manages and analyzes reports on vehicle maintenance, preventative maintenance, and open work 
orders to initiate directive action.Updating and Using Relevant Knowledge -- Keeping up-to-date technically and applying 
new knowledge to your job: Manages and approves the ordering of new equipment for the regional and district garages 
to facilitate the efficient completion of all work processes. Attends training classes to maintain up-to-date required 
licenses, skills, certifications, and understanding of all relevant technology used in equipment including, but not limited 
to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, 
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backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, and milling machines. Manages necessary training classes to maintain up-to-date mechanical 
skills and understanding of new technology to support region-wide garage operations. Acquires on-the-job training and 
attends training classes to maintain safety and environmental compliance.Communicating with Supervisors, Peers, or 
Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-
mail, or in person: Conducts periodic performance development meetings with assigned subordinates to communicate 
job plans and provide performance feedback and developmental guidance. Communicates with supervisor, peers, and 
subordinates regarding status of assigned work, new technology, policies and procedures. Communicates fleet 
management updates to appropriate persons within the agency. Coordinates with supervisor, peers, and subordinates 
to obtain parts and supplies needed for equipment repairs from appropriate source.Communicating with Persons 
Outside Organization -- Communicating with people outside the organization, representing the organization to 
customers, the public, government, and other external sources. This information can be exchanged in person, in writing, 
or by telephone or e-mail: Communicates as needed with external business partners to complete cost-effective and 
efficient equipment/vehicle repair. Communicates with various vendors, manufacturers, and contractors to resolve 
issues for all fleet maintenance repairs and warrantable repairs. Communicates fleet management updates to external 
business partners, including other state agencies. Communicates as needed via phone, electronic, or written 
communication with outside vendors to facilitate ordering accuracy.Getting Information -- Observing, receiving, and 
otherwise obtaining information from all relevant sources: Researches policies, procedures, guidelines, rules, 
regulations, and laws related to fleet management using physical and electronic sources to inform conflict resolution, 
problem solving, and decision making. Attends management meetings and conferences/conference calls to gather 
information on new policies, procedures, process updates, best practices, and other changes. Communicates with 
subordinates and co-workers in meetings and informal discussions to obtain information about current processes, 
problems, resolutions, needs, and requirements within the regional and district garages.Judging the Qualities of Things, 
Services, or People -- Assessing the value, importance, or quality of things or people: Reviews the work done by garage 
staff on state vehicles and equipment by systematically inspecting them to ensure proper safety guidelines are met. 
Inspects state vehicles and equipment brought into the garage to assess damages, needs, and priorities for complex 
repairs. Assesses the performance of assigned subordinates to inform the performance evaluation process.Processing 
Information -- Compiling, coding, categorizing, calculating, tabulating, or verifying information or data: Reviews 
competitive bids for repairs, services, or parts from appropriate outside vendors. Compiles complex reports for 
distribution to appropriate personnel on fleet management. May open and code work orders, and reviews and closes 
work orders using appropriate software.Scheduling Work and Activities -- Scheduling events, programs, and activities, as 
well as the work of others: Schedules and coordinates the delivery of equipment, supplies, and tools to ensure project 
completion. Supports regional management in special events as requested. Schedules work activities and job 
assignments for subordinate staff, which includes approving leave requests and overtime for garage staff.Operating 
Vehicles, Mechanized Devices, or Equipment -- Running, maneuvering, navigating, or driving vehicles or mechanized 
equipment, such as forklifts, passenger vehicles, aircraft, or water craft: Operates computerized groundspeed controls 
to ensure proper working condition of equipment such as is used in tack trucks, snow and ice removal, anti-icing 
distribution, salt brine production, herbicide application, and asphalt pavers and milling machines. Manages, tests, and 
validates that vehicles and equipment have been repaired or serviced correctly and are functioning properly. Operates 
light-duty and heavy-duty vehicles, machinery, and equipment including, but not limited to, excavators (tracked or 
wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, backhoes, dozers, graders, 
loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack trucks, asphalt pavers, and 
milling machines as required for proper garage operations.Coaching and Developing Others -- Identifying the 
developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or 
skills: Provides equipment/tools orientation and on-the-job training to subordinates in the analysis, diagnosis, and repair 
of a variety of engines and transmissions; electrical, cooling, hydraulic, emissions, and suspension systems; hydraulic, 
electric, and air brake systems; and environmental compliance. Provides on-the-job training to subordinates in the use 
of industry-specific software applications. Manages the scheduling of garage-related training activities provided by third 
parties.Establishing and Maintaining Interpersonal Relationships -- Developing constructive and cooperative working 
relationships with others, and maintaining them over time: Visits district garages within assigned region as needed to 
assist, advise, and support garage operations. Communicates politely and courteously with co-workers, supervisors, 
subordinates, and other business partners to ensure a positive and productive work environment.Staffing Organizational 
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Units -- Recruiting, interviewing, selecting, hiring, and promoting employees in an organization: Manages the hiring 
process for the regional garage including identifying hiring criteria, recruiting, and interviewing applicants. Determines 
developmental qualities for employees to achieve and recognizes those qualities within the garage to encourage career 
growth.Estimating the Quantifiable Characteristics of Products, Events, or Information -- Estimating sizes, distances, and 
quantities; or determining time, costs, resources, or materials needed to perform a work activity: Verifies and approves 
estimates provided by subordinate staff or district garages for materials and costs in the repair of a state vehicle or 
equipment by inspecting and gathering relevant information pertaining to the project to ensure efficient 
expenditures.Performing Administrative Activities -- Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork: Continually documents the performance of assigned subordinates to ensure 
accurate and unbiased performance evaluations. Audits and approves documentation compiled by subordinates to 
ensure accuracy and completeness. Approves receipts, delivery tickets, checklists, log books, inspection reports, and 
other documentation related to garage operations. Processes various types of paperwork by utilizing software systems 
and communication to manage the day-to-day needs of the garage. Monitors electronic correspondence from internal 
and external business partners and provides appropriate response. Answers telephone, operates fax machine, accepts 
mail, and directs all correspondence appropriately.Interacting With Computers -- Using computers and computer 
systems (including hardware and software) to program, write software, set up functions, enter data, or process 
information: Utilizes a computer to access and navigate vehicle/equipment diagnostic data, information resources, 
other records, and perform other administrative duties. Maintains accurate and necessary records using software 
programs to maintain and view personal and subordinate employment data. Utilizes industry-specific software 
applications to facilitate garage operations. May key messages in a variety of electronic message boards as directed to 
inform public of roadway conditions. Utilizes digital camera and other data recording equipment to record information 
and transfer files to centralized storage locations.Developing and Building Teams -- Encouraging and building mutual 
trust, respect, and cooperation among team members: Manages the performance of assigned work activities within 
specification and in a timely manner to ensure efficient garage operations. Identifies developmental needs and 
implements appropriate solutions to improve team development. Models effective performances to provide a role 
model, encourage success in others, and enhance trust.Controlling Machines and Processes -- Using either control 
mechanisms or direct physical activity to operate machines or processes (not including computers or vehicles): Operates 
a variety of standard and specialized tools and equipment used in equipment/vehicle repair, such as hand tools, jacks, 
chain hoists, air compressors, all service truck/tools, air wrenches, automotive/equipment lifts, welders, cutting torches, 
drill presses, lathes, grinders, diagnostic machines, and other new technology. Operates office equipment such as 
copiers, scanners, fax machines, and calculators for efficient garage operations.Assisting and Caring for Others -- 
Providing personal assistance, medical attention, emotional support, or other personal care to others such as coworkers, 
customers, or patients: Responds appropriately during roadside, work site, and other emergencies as 
required.Performing General Physical Activities -- Performing physical activities that require considerable use of your 
arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping: Climbs and/or 
balances on ladders, scaffolding, vehicles, slopes, hills and roadway structures of varying heights to maintain equipment 
and complete other assigned tasks in a variety of environmental conditions.  Replaces components of vehicles and 
equipment, which may require bending, stooping, overhead lifting, or lifting of heavy items. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Business Acumen Problem Solving Functional/Technical Competency Organizing     
Directing Others Managing Vision and Purpose Integrity and Trust Process Management Managerial CourageKnowledge: 
Economics and Accounting Administration and Management Personnel and Human Resources Mechanical Public Safety 
and Security Customer and Personal ServiceSkills: Equipment Maintenance Equipment Selection Management of 
Financial Resources Advanced Repairing Advanced Troubleshooting Advanced Systems Analysis  Management of 
Personnel Resources Management of Material ResourcesAbilities: Inductive Reasoning        Spatial Orientation Oral 
Comprehension        Oral Expression Written Expression Written Comprehension Originality Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076260 - TDOT REGIONAL GARAGE SPV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4291 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with an 
associate's degree in automotive technology, automotive repair, or related automotive studies field and experience 
equivalent to three years of full-time repair and/or maintenance of engines or related mechanical components.  At least 
one of the three years must be supervisory. Substitution of Experience for Education: Full-time experience in repairing 
and/or maintaining engines or related mechanical components may substitute for the required education, on a year-for-
year basis, to a maximum of two years. Substitution of Education for Experience:  Completion of the TDOT Reconnect 
Transportation Systems Certificate Program may be substituted for eighteen months of the required experience.  There 
is no substitution for the one year of supervisory experience. Substitution of Certification for Experience:  Possession of 
an Automotive Service Excellence Certification in the Medium to Heavy Truck Test Series, T2   T8, may substituted for 
one year of experience.  There is no substitution for the one year of supervisory experience.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess and maintain a Class A Commercial Driver's 
License with an N endorsement (a 57 restriction is allowable) that is valid in the State of Tennessee. Possess, maintain, 
or obtain within three months of hire or promotion into title, passing scores on all tests (T2 through T8) of the 
Automotive Service Excellence Certification in the Medium to Heavy Truck Test Series.Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervising the technical garage operations or the procurement 
and inventory administration of a TDOT regional garage; and performs related work as required. Distinguishing Features: 
An employee in this class is responsible for supervising either the garage operations or the procurement and inventory 
administration of a TDOT regional garage.  An employee in this class may supervise multiple TDOT mechanic work crews 
or multiple teams of procurement and administrative personnel.  This class differs from the TDOT Regional Garage 
Manager in that an incumbent of the latter class is responsible for managing all TDOT regional garage operations, 
including: technical garage operations; procurement; budget; purchasing; and inventory administration.  
 
Work Activities: 
Repairing and Maintaining Mechanical Equipment -- Servicing, repairing, adjusting, and testing machines, devices, 
moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles: Oversees and 
performs the analysis, diagnosis, and repair of a variety of heavy-duty tracked and wheeled equipment powered by 
diesel engines including, but not limited to, excavators (tracked or wheeled), snowplow trucks, forklifts, tractors, 
backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, milling machines, and rollers. Oversees and performs the repair and calibration of computerized 
groundspeed and measuring controls to ensure proper working condition of mechanical equipment such as is used in 
tack trucks, snow and ice removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles 
and asphalt pavers and milling machines. Oversees and performs the analysis, diagnosis, and repair of a variety of 
engines and transmissions; electrical, cooling, hydraulic, emissions, and suspension systems; and hydraulic, electric, and 
air brake systems. Oversees and performs the analysis, diagnosis, and repair of a variety of gas, diesel, and hybrid 
vehicles such as cars, light trucks, vans, and SUVs. Oversees and performs the analysis, diagnosis, and repair of small gas, 
diesel, and air-cooled engines and equipment such as generators, lawn mowers, and chainsaws. Oversees and performs 
preventive equipment/vehicle maintenance such as changing oil; checking and replacing filters; checking fluid levels and 
adding fluids that are low; checking air in tires; replacing and balancing tires; greasing, oiling, and adjusting tracks; and 
inspecting safety items such as fire extinguishers and warning triangles.Making Decisions and Solving Problems -- 
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Analyzing information and evaluating results to choose the best solution and solve problems: Makes determination of 
whether malfunctioning equipment can be operated safely to avoid damage to equipment or injury to personnel. Makes 
decisions involving garage operations, vehicle and equipment repairs, environmental compliance, materials, and 
techniques to ensure safe, cost effective,  and efficient operations. Makes decisions to assign work tasks considering the 
capability and experience of assigned subordinates to ensure accomplishment of assigned goals. Makes decisions to 
assign work tasks considering availability of materials, workspace, parts, tools, and other resources. Analyzes, evaluates, 
and approves competitive bids from outside vendors meeting all specifications following state procurement policies and 
procedures to support regional operations.Repairing and Maintaining Electronic Equipment -- Servicing, repairing, 
calibrating, regulating, fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of 
electrical or electronic (not mechanical) principles: Oversees and performs the calibration of computerized groundspeed 
and measuring controls to ensure proper working condition of electronic equipment such as is used in tack trucks, snow 
and ice removal, anti-icing distribution, salt brine production, herbicide application, mapping vehicles, asphalt pavers, 
and milling machines. Oversees and performs repairs utilizing electronic testing equipment such as multi-meters, scan 
tools, electrical probes, and battery and load testers to ensure proper working condition of electronic equipment such 
as is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, herbicide application, 
mapping vehicles, asphalt pavers, and milling machines.Interpreting the Meaning of Information for Others -- 
Translating or explaining what information means and how it can be used: Interprets and enforces a variety of rules, 
regulations, policies, procedures, and documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.Training and Teaching Others -- Identifying the 
educational needs of others, developing formal educational or training programs or classes, and teaching or instructing 
others: Assists experienced mechanics in training garage staff by sharing information and demonstrating/providing 
proper procedures to ensure a consistent workflow within the garage.Updating and Using Relevant Knowledge -- 
Keeping up-to-date technically and applying new knowledge to your job: Maintains required levels of certification in 
Automotive Service Excellence (ASE), work zone flagging, OSHA, brine making, CDL, basic computer skills, and 
equipment including, but not limited to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt 
brine production, forklifts, tractors, backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP 
trucks, bucket trucks, fire trucks, tack trucks, asphalt pavers, and milling machines. Researches, evaluates, and 
determines the need for equipment in the regional garage to facilitate the efficient completion of all work processes. 
Attends, administers, and coordinates necessary training classes to maintain up-to-date mechanical skills and 
understanding of new technology to support garage operations. Attends training classes to maintain up-to-date required 
licenses, skills, certifications, and understanding of all relevant technology used in equipment including, but not limited 
to, excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, 
backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, and milling machines. Acquires on-the-job training and attends training classes to maintain safety 
and environmental compliance.Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to 
prioritize, organize, and accomplish your work: Organize and prioritize work activities and job assignments for garage 
staff to ensure fleet management and operational goals are met. Responds to last-minute and unscheduled tasks to 
ensure timely and accurate completion of work. Prepares and organizes the planning of seasonal equipment usage and 
parts availability as it pertains to snow and ice removal, paving, and mowing and vegetation removal. Manages the 
procurement, warehousing, and distribution of supplies, parts, and garage equipment to ensure compliance with 
policies and procedures. Manages the distribution and scheduling for the regional motor pool to ensure efficient 
operations.Analyzing Data or Information -- Identifying the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts: Analyzes information provided by customers and subordinates 
to determine needed repairs and viability of equipment and vehicles. Analyze repetitive work order activities to 
determine trends or equipment failures for specific product lines. Analyzes all appropriate data for the correct repair of 
vehicles/equipment. Supervises the assessment of component systems of equipment to isolate source of equipment 
malfunction or failure.Monitoring and Controlling Resources -- Monitoring and controlling resources and overseeing the 
spending of money: Ensures and assists in the proper use, storage, and security of all necessary materials and supplies 
used in garage operations per departmental policies to prevent loss due to damage or theft. Monitors and purchases 
supplies and inventory to ensure adequate quantities are available for anticipated seasonal work such as snow and ice 
removal, paving, and mowing and vegetation removal. Approves purchases and expenditures to ensure cost 
effectiveness and comply with state purchasing procedures and policies. Reviews and approves overtime requests and 
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materials usage to ensure efficient garage operations.Inspecting Equipment, Structures, or Material -- Inspecting 
equipment, structures, or materials to identify the cause of errors or other problems or defects: Assists garage 
mechanics in the diagnosis of problems with vehicles in need of repair to ensure the correct maintenance is performed. 
Supervises and performs the inspection of equipment including, but not limited to, excavators (tracked or wheeled), 
snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, backhoes, dozers, graders, loaders, 
under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack trucks, asphalt pavers, and milling 
machines. Inspects new equipment to ensure compliance with specifications and prepare payment package. Evaluates 
garage operations to ensure garage is operating according to policies and procedures, including proper disposal of waste 
products.Guiding, Directing, and Motivating Subordinates -- Providing guidance and direction to subordinates, including 
setting performance standards and monitoring performance: Supervises staff to perform activities according to 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Monitors performance 
of subordinates to ensure standards and goals are met. Approves and ensures compliance of pre-use and post-use 
inspection of equipment to ensure proper functionality and safety according to standard operational guidelines. Sets 
goals for garage staff by communicating and establishing performance priorities and time constraints on various work 
situations to maintain efficiency.Operating Vehicles, Mechanized Devices, or Equipment -- Running, maneuvering, 
navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft: 
Manages, tests, and validates that vehicles and equipment have been repaired or serviced correctly and are functioning 
properly. Operates light-duty and heavy-duty vehicles, machinery, and equipment including, but not limited to, 
excavators (tracked or wheeled), snowplow trucks, anti-icing distribution, salt brine production, forklifts, tractors, 
backhoes, dozers, graders, loaders, under-bridge inspection trucks, TDOT HELP trucks, bucket trucks, fire trucks, tack 
trucks, asphalt pavers, and milling machines as required for proper garage operations. Operates computerized 
groundspeed controls to ensure proper working condition of equipment such as is used in tack trucks, snow and ice 
removal, anti-icing distribution, salt brine production, herbicide application, and asphalt pavers and milling 
machines.Resolving Conflicts and Negotiating with Others -- Handling complaints, settling disputes, and resolving 
grievances and conflicts, or otherwise negotiating with others: Assists in the resolution and resolves interpersonal 
conflicts among TDOT staff to ensure a respectful and productive work environment. Maintains a respectful and 
productive work environment within the assigned work unit to minimize disputes and facilitate performance. Assists in 
the resolution and resolves customer complaints relevant to repairs completed to ensure customer satisfaction with the 
garage and with the state.Evaluating Information to Determine Compliance with Standards -- Using relevant information 
and individual judgment to determine whether events or processes comply with laws, regulations, or standards: 
Evaluates and inspects vehicle maintenance and repair performed by mechanics or outside vendors in order to comply 
with necessary repair guidelines and goals. Reviews and verifies results of groundspeed control calibrations to ensure 
compliance with standards.Developing Objectives and Strategies -- Establishing long-range objectives and specifying the 
strategies and actions to achieve them: Develops performance plans for mechanics within the garage by establishing 
goals and complying with standards in order to maintain efficiency and effectiveness. Assists with the development and 
implementation of strategies to enhance garage staff and improve efficiency in regional garage operations.Estimating 
the Quantifiable Characteristics of Products, Events, or Information -- Estimating sizes, distances, and quantities; or 
determining time, costs, resources, or materials needed to perform a work activity: Estimates the needed materials and 
costs for the repair of a state vehicle or equipment by inspecting and gathering relevant information pertaining to the 
project to ensure efficient expenditures.Assisting and Caring for Others -- Providing personal assistance, medical 
attention, emotional support, or other personal care to others such as coworkers, customers, or patients: Responds 
appropriately during roadside, work site, and other emergencies as required.Documenting/Recording Information -- 
Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form: Maintains 
accurate records of interpersonal and/or performance conflicts of assigned subordinates to ensure complete 
documentation. Maintain environmental records to ensure regulations and processes are met through proper 
documentation. Updates history file records and routine paperwork, such as work orders and maintenance records, on 
serviced/repaired vehicles or equipment. Logs, reviews, and analyzes reports for subordinates time worked, time spent 
on work orders, and leave taken on department specific forms to ensure efficient garage operations. Documents 
calibration of computerized groundspeed controls to ensure proper working condition of electronic equipment such as 
is used in tack trucks, snow and ice removal, anti-icing distribution, salt brine production, herbicide application, and 
asphalt pavers and milling machines. Logs equipment usage including mileage, hours, pre-operation and post-operation 
checklist, and other factors to provide to supervisors as directed.Monitor Processes, Materials, or Surroundings -- 
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Monitoring and reviewing information from materials, events, or the environment, to detect or assess problems: 
Reviews the work of subordinate staff to provide assistance and guidance on prioritization and to ensure fleet 
maintenance activities are completed in a timely manner. Monitors garage facilities through visual inspections and 
record-keeping to ensure environmental regulations are met. Monitors subordinate staff in the regional garage through 
performance documents to ensure garage activities are completed timely and accurately. Monitors time and labor 
during each pay period to identify timekeeping issues and exceptions.Communicating with Supervisors, Peers, or 
Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-
mail, or in person: Conducts periodic performance development meetings with assigned subordinates to communicate 
job plans and provide performance feedback and developmental guidance. Coordinates with supervisor, peers, and 
subordinates to obtain parts and supplies needed for equipment repairs from appropriate source. Communicates with 
supervisor, peers, and subordinates regarding status of assigned work, new technology, policies and procedures. 
Communicates fleet management updates to appropriate persons within the agency.Coordinating the Work and 
Activities of Others -- Getting members of a group to work together to accomplish tasks: Coordinates the work of 
subordinates to ensure activities are performed and completed to specification and in a timely manner. Coordinates 
workload with internal and external business partners as required to facilitate timely and accurate task completion. 
Coordinates meetings with subordinates as required to ensure availability, attendance, and coverage. Coordinates and 
schedules training activities provided by third parties.Coaching and Developing Others -- Identifying the developmental 
needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills: Acts as a 
subject matter expert in the repair, use, and operation of TDOT equipment and vehicles including, but not limited to, 
tack trucks, snow and ice removal, herbicide application, anti-icing distribution, salt brine production, and asphalt pavers 
and milling machines. Provides equipment/tools orientation and on-the-job training to subordinates in the analysis, 
diagnosis, and repair of a variety of engines and transmissions; electrical, cooling, hydraulic, emissions, and suspension 
systems; hydraulic, electric, and air brake systems; and environmental compliance. Provides on-the-job training to 
subordinates in the use of industry-specific software applications. Coordinates the scheduling of garage-related training 
activities provided by third parties.Getting Information -- Observing, receiving, and otherwise obtaining information 
from all relevant sources: Researches policies, procedures, guidelines, rules, regulations, and laws related to fleet 
management using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Communicates with subordinates and co-workers in meetings and informal discussions to obtain information about 
current processes, problems, resolutions, needs, and requirements within the regional garage. Attends management 
meetings and conferences/conference calls to gather information on new policies, procedures, process updates, best 
practices, and other changes.Judging the Qualities of Things, Services, or People -- Assessing the value, importance, or 
quality of things or people:  Assesses the performance of assigned subordinates to inform the performance evaluation 
process. Reviews the work done by garage staff on state vehicles and equipment by systematically inspecting them to 
ensure proper safety guidelines are met. Inspects state vehicles and equipment brought into the garage to assess 
damages, needs, and priorities for complex repairs.Processing Information -- Compiling, coding, categorizing, calculating, 
tabulating, or verifying information or data: Evaluates and may obtain competitive bids for repairs, services, or parts 
from appropriate outside vendors in accordance with all relevant rules and regulations. Compiles various reports for 
distribution to appropriate personnel on fleet management. May open and code work orders, and reviews and closes 
work orders using appropriate software.Scheduling Work and Activities -- Scheduling events, programs, and activities, as 
well as the work of others: Schedules and/or coordinates the work of subordinates, outside vendors, state agencies, 
other regional and district garages to ensure efficient garage operations. Schedule work activities and job assignments 
for subordinate staff, which includes approving leave requests and overtime for garage staff. Schedules and coordinates 
the delivery of equipment, supplies, and tools to ensure project completion.Communicating with Persons Outside 
Organization -- Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail: Communicates as needed with external business partners to complete cost-effective and efficient 
equipment/vehicle repair. Communicates as needed via phone, electronic, or written communication with outside 
vendors to facilitate ordering accuracy. Communicates fleet management updates to external business partners, 
including other state agencies.Developing and Building Teams -- Encouraging and building mutual trust, respect, and 
cooperation among team members: Leads subordinates by example by performing assigned work activities within 
specification and in a timely manner. Models effective performances to provide a role model, encourage success in 
others, and enhance trust. Identifies developmental opportunities appropriate for subordinates to improve team 
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development.Performing Administrative Activities -- Performing day-to-day administrative tasks such as maintaining 
information files and processing paperwork: Audits and approves documentation compiled by subordinates to ensure 
accuracy and completeness. Processes various types of paperwork by utilizing software systems and communication to 
manage the day-to-day needs of the garage.Staffing Organizational Units -- Recruiting, interviewing, selecting, hiring, 
and promoting employees in an organization: Determines developmental qualities for employees to achieve and 
recognizes those qualities within the garage to encourage career growth. Participates actively in hiring process including 
identifying hiring criteria, recruiting, and interviewing applicants.Establishing and Maintaining Interpersonal 
Relationships -- Developing constructive and cooperative working relationships with others, and maintaining them over 
time: Communicates politely and courteously with co-workers, supervisors, subordinates, and other business partners to 
ensure a positive and productive work environment.Interacting With Computers -- Using computers and computer 
systems (including hardware and software) to program, write software, set up functions, enter data, or process 
information: Utilizes a computer to access and navigate vehicle/equipment diagnostic data, information resources, and 
other records. Maintains accurate and necessary records using software programs to maintain and view personal and 
subordinate employment data. May key messages in a variety of electronic message boards as directed to inform public 
of roadway conditions. Utilizes industry specific software applications to facilitate garage operations. Utilizes digital 
camera and other data recording equipment to record information and transfer files to centralized storage 
locations.Provide Consultation and Advice to Others -- Providing guidance and expert advice to management or other 
groups on technical, systems-, or process-related topics: Provides expert advice to management on technical 
problems/issues about fleet operations that govern efficient procedures and best practices. Approves receipts, delivery 
tickets, checklists, log books, inspection reports and other documentation as related to garage operations. Continually 
documents the performance of assigned subordinates to ensure accurate and unbiased performance evaluations. 
Monitors electronic correspondence from internal and external business partners and provides appropriate response. 
Answers telephone, operates fax machine, accepts mail and directs all correspondence appropriately.Performing 
General Physical Activities -- Performing physical activities that require considerable use of your arms and legs and 
moving your whole body, such as climbing, lifting, balancing, walking, and stooping: Replaces parts which may require 
bending, stooping, overhead lifting, or lifting of heavy items. Climbs and/or balances on ladders, scaffolding, vehicles, 
slopes, hills and roadway structures of varying heights to maintain equipment and complete other assigned tasks in a 
variety of environmental conditions.Controlling Machines and Processes -- Using either control mechanisms or direct 
physical activity to operate machines or processes (not including computers or vehicles): Manages, operates, and utilizes 
a variety of standard and specialized tools and equipment used in equipment/vehicle repair, such as hand tools, jacks, 
chain hoists, air compressors, all service truck/tools, air wrenches, automotive/equipment lifts, welders, cutting torches, 
drill presses, lathes, grinders, diagnostic machines, and other new technology. Manages, operates, and utilizes office 
equipment such as copiers, scanners, fax machines, and calculators for efficient garage operations. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity               Business Acumen                         Problem Solving            
Functional/Technical Competency          Organizing                       Directing Others            Perseverance                 Integrity 
and Trust                       Process Management                  Self-KnowledgeKnowledge: Customer and Personal Service                  
Mathematics                  Mechanical                    Basic Public Safety and SecuritySkills: Active Learning            Equipment 
Maintenance             Equipment Selection     Installation Operation Monitoring   Repairing Troubleshooting Systems 
Analysis Time ManagementAbilities: Problem Sensitivity       Spatial Orientation Finger Dexterity Manual Dexterity          
Wrist-Finger Speed       Extent Flexibility Static Strength Auditory Attention Depth Perception Sound Localization       
Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076231 - TDOT ROW AGENT - SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4000 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three year of full-time professional work experience in land acquisition, real estate appraisal, or relocation 
assistance/property management work for governmental use under eminent domain and the Uniform Act. Substitution 
of Experience for Education: Qualifying professional right-of-way or real estate experience obtain as a Full-Time 
Tennessee Department of Transportation employee may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of 
the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way acquisition, relocation advisory 
assistance, property management, and preparation of nominal payment procedure calculations of considerable 
difficulty; prepares Conceptual Stage Relocation Plans; and performs related work as required. Distinguishing Features: 
This is the senior-level class in the TDOT Right-of-Way Agent sub-series.  An employee in this class will act as a lead 
worker and will execute the proper principles, practices, and procedures for advanced level right-of-way acquisition, 
property management, and preparation of nominal payment calculations, and prepares Conceptual Stage Relocation 
Plans.  This class is flexibly staffed with and differs from that of TDOT Right-of-Way Agent - Trainee, in that an incumbent 
of the latter learns the proper principles, practices, and procedures for professional right-of-way acquisition, property 
management, and preparation of nominal payment calculations.  This class differs from that of TDOT Right-of-Way 
Agent, in that an incumbent of the latter performs at the working level and is responsible for nominal payment 
calculations.  This class differs from TDOT Right-of-Way Agent - Supervisor in that an incumbent of the latter supervises 
employees in this class. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Handling complaints, settling disputes, and resolving grievances and 
conflicts, or otherwise negotiating with others     Negotiates the acquisition of property with the owner by contacting 
the owner, making the offer, and explaining the state right-of-way procedures; studies appraisals in preparation for 
acquisition and validates all documentation regarding engineering and appraisal reviews before making an offer; learns 
to explain plans and construction; compiles, maintains, and checks all reports necessary to close the 
negotiation.Interpreting the Meaning of Information for Others: Translating or explaining what information means and 
how it can be used    Provides relocation advisory services for residential and non-residential displacees.    Conducts 
meetings to disseminate information about right-of-way plans and processes to stakeholders in order to explain the 
impacts of the project in relation to each tract.    Notifies residential displacee of their eligibility for replacement housing 
payments and moving expenses.    Notifies non-residential displacee of their eligibility for moving and other related 
expenses.Getting Information: Observing, receiving, and otherwise obtaining information from all relevant sources    
Collects information from multiple sources needed to determine non-residential relocation benefits including fixed 
payments or moving costs and re-establishment expenses.    Collects information from multiple sources needed to 
determine residential relocation benefits including, but not limited to, purchase or rent supplements, down payments, 
moving and incidental expenses, and increased interest payments.    Collects information by conducting interviews with 
displaced persons to determine needs for relocation assistance.    Collects information from local health agencies, 
departments, and contractors to accomplish the adjustment and restoration of private utility service and facilities not 
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owned by public utility companies including, but not limited to, septic systems, sewer, water, electric, gas, and 
telephone lines.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimating sizes, 
distances, and quantities; or determining time, costs, resources, or materials needed to perform a work activity    
Calculates moving costs based on gathered information relative to labor, material, equipment, and supervisory rates to 
determine moving expense payment.    Computes value for nominal payment parcel (NPP) using supporting 
documentation to expedite the valuation process for acquisitions.Making Decisions and Solving Problems: Analyzing 
information and evaluating results to choose the best solution and solve problems    Analyze information and evaluate 
results to choose the best solution and solve problems.    Develops acquisition stage relocation plan to summarize 
relocation and address concerns identified during the interview process.Provide Consultation and Advice to Others: 
Providing guidance and expert advice to management or other groups on technical, systems-, or process-related topics    
Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.Processing Information: Compiling, coding, categorizing, calculating, tabulating, or 
verifying information or data    Computes replacement housing payment based on appraisal and market data study to 
determine maximum amount of payment available to displacees as required by state and federal laws and regulations.    
Acts as title and closing agent by researching titles for liens and taxes owed, securing release of title, and disbursing 
funds to applicable parties.    Establishes performance deposit/bond to ensure land owner or contractor is performing 
removal in compliance with contract.    Compiles and maintains an inventory list of acquired improvements to be 
removed.    Calculates rent for displacees utilizing procedures set forth in the right-of-way manual to establish fair 
market rent.    Calculates salvage values of improvements that have been determined salvageable to allow owner 
retention.    Executes rental contract with displacees.Analyzing Data or Information:  Identifying the underlying 
principles, reasons, or facts of information by breaking down information or data into separate parts    Studies appraisals 
in preparation for acquisition and validates all documentation regarding engineering and appraisal reviews before 
making an offer to owner.    Conducts market analysis to identify currently available comparable housing for the 
computation of replacement housing payments for eligible residential displacees as required by state and federal laws 
and regulations.    Analyzes information from right-of-way plans to determine potential acquisitions and relocations.    
Analyzes functional plans and market analysis to assist in the development of the Conceptual Stage Relocation Plan.    
Conducts market analysis to identify currently available non-residential properties to displacees as required by state and 
federal laws and regulations.Identifying Objects, Actions, and Events:  Identifying information by categorizing, 
estimating, recognizing differences or similarities, and detecting changes in circumstances or events    Conducts 
relocation interviews with displaced persons to collect statistical information, determine relocation assistance needs, 
and explain relocation program.    Obtains estimates of moving expenses for relocation of personal property.    Reviews 
functional plans to identify potential relocations, hazardous waste sites and impact on community.    Visually inspects 
properties to determine real versus personal property to ensure payments are in compliance with state and federal 
laws, rules, regulations, and guidelines.Performing Administrative Activities:  Performing day-to-day administrative tasks 
such as maintaining information files and processing paperwork    Maintains project documentation in compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Updates internal 
databases to document time, schedule, and project development.    Mails or e-mails correspondence to internal and 
external business partners.    Responds to e-mails, phone calls, and other correspondence as required.Evaluating 
Information to Determine Compliance with Standards:Using relevant information and individual judgment to determine 
whether events or processes comply with laws, regulations, or standards    Order and disburse relocation payments to 
displacees as required by state and federal laws, rules, and regulations.     Reviews right-of-way plans to identify errors, 
omissions, and potential conflicts to ensure compliance with state and federal laws, rules, regulations.    Evaluates 
appraisal review to ensure real versus personal property is addressed and no overlap of payments exists.    Requests the 
return/cancellation of performance deposit/bond from internal business partners as required by contract after removal 
of improvements has been completed.Documenting/Recording Information: Entering, transcribing, recording, storing, or 
maintaining information in written or electronic/magnetic form    Submit tract and appropriate documentation for 
settlement or condemnation in order to complete negotiation.    Documents and stores appropriate information in 
electronic databases and/or physical forms as required ensuring accurate information is recorded.    Enters and 
maintains data on a shared server for access and reference.Thinking Creatively: Developing, designing, or creating new 
applications, ideas, relationships, systems, or products, including artistic contributions    Recommends creative solutions 
to unique problems as they arise.    Offers suggestions to help streamline workflow and improve work process and 
accuracy.    Participates in brainstorming sessions to develop process streamlining initiatives and improve business 
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practices.Updating and Using Relevant Knowledge: Keeping up-to-date technically and applying new knowledge to your 
job    Reviews current departmental, state, and federal information sources to identify relevant changes in policies, 
procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest updates.    Seeks out 
work-related developmental opportunities to improve performance and team efficiency.    Attends training events to 
learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job 
proficiency.Inspecting Equipment, Structures, or Material: Inspecting equipment, structures, or materials to identify the 
cause of errors or other problems or defects    Visually inspects subject housing to determine replacement housing 
needs as required by state and federal laws and regulations.     Visually inspects replacement housing to determine 
residence is decent, safe, and sanitary and in compliance with state and federal laws and regulations.Organizing, 
Planning, and Prioritizing Work: Developing specific goals and plans to prioritize, organize, and accomplish your work    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure timely and 
accurate completion of work.Interacting with Computers: Using computers and computer systems (including hardware 
and software) to program, write software, set up functions, enter data or process information    Operates office 
productivity software including but not limited to: word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and search engines to manage projects.    Operates computer hardware and 
software, scanners, digital cameras, and other equipment to complete reports, document collected data, and to 
communicate with others to capture and maintain project information.Communicating with Persons outside 
Organization:  Communicating with people outside the organization, representing the organization to customers, the 
public, government, and other external sources. This information can be exchanged in person, in writing, or by 
telephone or e-mail    Attends public meetings to provide information about the right-of-way process to external 
stakeholders to facilitate understanding, enhance communications, and ensure compliance.Establishing and Maintaining 
Interpersonal Relationships: Developing constructive and cooperative working relationships with others, and 
maintaining them over time    Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members, agency representatives, and external business partners.Coaching and Developing 
Others:  Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to 
improve their knowledge or skills    Mentors less experienced agents through on-the-job training to promote 
understanding of policies and procedures.Monitor Processes, Materials, or Surroundings: Monitoring and reviewing 
information from materials, events, or the environment, to detect or assess problems    Observes operational processes 
including, Americans with Disabilities Act (ADA) and Civil Rights regulations to ensure compliance with departmental, 
state, and federal standards.    Monitors and collects rental payments from displacees to ensure compliance with 
specified rental contract.    Visually monitors tract to ensure vacancy by the required expiration date on the Notice to 
Vacate.Communicating with Supervisors, Peers, or Subordinates:  Providing information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person    Communicates or consults with supervisors, staff and 
co-workers by phone, written form, and e-mail or in person to ensure established policies and procedures are followed.    
Provides periodic reports on the status of goals, objectives and strategies to higher management and other business 
partners.Judging the Qualities of Things, Services, or People: Assessing the value, importance, or quality of things or 
people    Reviews and analyzes applicable documentation while on-site to verify demolition is in compliance with 
program standards.Operating Vehicles, Mechanized Devices, or Equipment:  Running, maneuvering, navigating, or 
driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft    Operate 
passenger and/or transport vehicles within safety and departmental guidelines as necessary.Performing General 
Physical Activities: Performing physical activities that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, and stooping    Walks through project sites, possibly including 
rough terrain and obstacles, to facilitate task completion in a variety of environmental conditions.    Lifts job related 
documents, equipment and materials to complete assigned tasks in a variety of environmental conditions. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competency    Time Management    Standing 
Alone    Perseverance    Written Communication    Ethics and Values    Negotiating    Interpersonal Savvy     Knowledge:    
Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required equipment and 
software                          Intermediate knowledge of design plans                            Basic knowledge of building components 
including materials and construction type                          Basic knowledge of arithmetic, algebra, geometry, and their 



 TN Job Classification Specifications  
September 22, 2020 

applications                         Intermediate knowledge of relevant codes, regulations, and laws                      Skills:    Active 
Listening                 Active Learning                 Basic skill of arithmetic, algebra, geometry, and their applications                         
Critical Thinking                            Reading Comprehension                           Intermediate skill of speaking to individuals or 
groups.     Intermediate skill of writing and preparing reports, letters, and other necessary documents                    
Monitoring                        Instructing                        Negotiation                       Time Management                        Complex 
Problem Solving                     Abilities:    Deductive Reasoning                     Oral Comprehension                     Oral Expression                                    
Written Comprehension                Written Expression                        Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076232 - TDOT ROW AGENT - SUPV 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5191 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to four years of full-time professional work experience in land acquisition, real estate appraisal, or relocation 
assistance/property management work for governmental use under eminent domain and the Uniform Act. Substitution 
of Experience for Education: Qualifying professional right-of-way or real estate experience obtain as a Full-Time 
Tennessee Department of Transportation employee may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of 
the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way acquisition, relocation advisory 
assistance, property management, and preparation of nominal payment procedure calculations of considerable 
difficulty; and supervisory work of average difficulty, prepares Conceptual Stage Relocation Plans; and performs related 
work as required. Distinguishing Features: An employee in this class supervises the execution of the proper principles, 
practices, and procedures for professional right-of-way acquisition, property management, and preparation of nominal 
payment calculations, and prepares Conceptual Stage Relocation Plans, and formulates, interprets, and administers 
policies and procedures governing the above activities. This class differs from that of TDOT Right-of-Way Agent - Senior 
in that an incumbent of the latter performs at the advanced working level. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Handling complaints, settling disputes, and resolving grievances and 
conflicts, or otherwise negotiating with others     Negotiates the acquisition of property by contacting the owner, making 
an offer, and explaining the right-of-way process, plans, and construction.    Investigates conflicts between business 
partners and agency employees according to department, state, and federal laws, rules, regulations, guidelines, 
processes, procedures, and develops an action plan for resolving the issue.    Resolves interpersonal conflicts between 
subordinates to ensure a respectful and productive work environment.    Negotiate contractual agreements including 
cost and scope of work between the department and external business partners.Interpreting the Meaning of 
Information for Others:Translating or explaining what information means and how it can be used    Conducts meetings 
to disseminate information about right-of-way plans and processes to stakeholders in order to explain the impacts of 
the project in relation to each tract.    Interprets and enforces procedures for the administration of the acquisition and 
relocation/property management programs to ensure compliance with federal and state laws and regulations.    
Provides relocation advisory services for residential and non-residential displacees.Judging the Qualities of Things, 
Services, or People:Assessing the value, importance, or quality of things or people    Assesses the quality of the work of 
subordinates to inform, advise and guide performance management and development.    Assesses the performance of 
assigned subordinates and needs of the department to make decisions and recommendations including promotion, 
demotion, transfer and retention.    Reviews pertinent data relating to acquisition and relocation/property management 
to ensure compliance with state and federal laws and regulations.Processing Information: Compiling, coding, 
categorizing, calculating, tabulating, or verifying information or data    Acts as title and closing agent by researching titles 
for liens and taxes owed, securing release of title, and disbursing funds to applicable parties.    May calculate costs for 
acquisition and relocation/property management programs.Provide Consultation and Advice to Others:Providing 
guidance and expert advice to management or other groups on technical, systems-, or process-related topics    Identifies 
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and notifies management of possible violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.Staffing Organizational Units:Recruiting, interviewing, selecting, hiring, and promoting 
employees in an organization    Participates in hiring process including identifying hiring criteria, recruiting, and 
interviewing applicants.Coaching and Developing Others: Identifying the developmental needs of others and coaching, 
mentoring, or otherwise helping others to improve their knowledge or skills    Discusses performance with subordinates 
to identify and correct deficiencies and to reinforce strengths.    Mentors assigned subordinates, peers, and external 
business partners in the basic workflow and processes related to tasks.    Provides technical assistance on monitoring 
policies and procedures, report writing, and interpretation and application of regulations, applicable laws, and 
provisions of contracts.    Educates internal and external business partners on department, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures in order to facilitate accurate and timely submission of 
documentation.Guiding, Directing, and Motivating Subordinates:Providing guidance and direction to subordinates, 
including setting performance standards and monitoring performance    Leads subordinates to perform and implement 
activities according to department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Supervises the acquisition and relocation/property management processes by reviewing submissions from subordinates 
to provide approval or feedback.    Sets performance standards and goals for subordinates and monitors performance.    
Provides motivation through positive reinforcement to promote a productive and efficient work 
environment.Scheduling Work and Activities:Scheduling events, programs, and activities, as well as the work of others    
Assigns staff to projects based on skill level, ensures staff coverage to accomplish workload and/or maintain the 
schedule.    Schedules the work of subordinates, contractors, and consultants to ensure timely submission of required 
information.    Schedules tasks of self and/or subordinates to ensure timely processing and account for current 
workload.    Schedules and/or leads meetings with internal and external customers to ensure information is 
communicated.Thinking Creatively:Developing, designing, or creating new applications, ideas, relationships, systems, or 
products, including artistic contributions    Develops spreadsheets, presentations, forms, form letters, publications, 
memos, database queries, logs, and other systems to facilitate accurate data gathering, tracking, training, efficiency and 
dissemination.    Offers and/or implement suggestions to help streamline workflow and improve work process and 
accuracy.    Leads brainstorming sessions to develop process streamlining initiatives and improve business practices.    
Recommends to management creative solutions developed by staff.Making Decisions and Solving Problems:Analyzing 
information and evaluating results to choose the best solution and solve problems    Analyze information and evaluate 
results to choose the best solution and solve problems.    Reviews appropriate documentation and recommends tract for 
settlement or condemnation in order to complete negotiation.    Reviews appropriate documentation to recommend an 
administrative settlement for approval.    Reviews and approves Acquisition Stage Relocation Plan.Developing Objectives 
and Strategies:Establishing long-range objectives and specifying the strategies and actions to achieve them    Develops 
performance plans and conduct reviews for assigned subordinates, communicates responsibilities and expected 
performance outcomes.    Incorporates department objectives and goals into assigned programs, projects and initiatives.    
Recommends strategies and objectives for assigned program areas to enhance performance and improve organizational 
efficiency.Organizing, Planning, and Prioritizing Work:Developing specific goals and plans to prioritize, organize, and 
accomplish your work    Coordinate acquisition and relocation/property management activities for subordinates to 
ensure project schedules are met.    Incorporates last minute and unscheduled tasks into current workload of self and 
subordinates to ensure timely and accurate completion of work.    Organizes and prioritizes workload of self and 
subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work.Monitoring 
and Controlling Resources:Monitoring and controlling resources and overseeing the spending of money    Monitors, 
reviews, and/or approves estimates and calculations for acquisition and relocation/property management.    Monitors 
public hearings to ensure compliance with program policies and procedures and applicable state and federal 
laws.Coordinating the Work and Activities of Others:Getting members of a group to work together to accomplish tasks    
Coordinates with internal business partners to ensure compliance with asbestos testing and abatement, removal of 
underground storage tanks, and remediation of other hazardous waste sites, as required by state laws, rules, and 
regulations.    Coordinates work activities of subordinates to facilitate equitable workload dissemination.Establishing and 
Maintaining Interpersonal Relationships:Developing constructive and cooperative working relationships with others, and 
maintaining them over time    Develops and maintains respectful working relationships to promote mutual trust and 
cooperation among team members, agency representatives, and external business partners.    Networks with internal 
and external business partners to ensure open dialogues exist and to facilitate coordination and unified effort.Evaluating 
Information to Determine Compliance with Standards:Using relevant information and individual judgment to determine 
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whether events or processes comply with laws, regulations, or standards    Evaluates appraisal reviews to ensure real 
versus personal property is addressed and no overlap of payments exists.    Reviews right-of-way plans to identify errors, 
omissions, and potential conflicts to ensure compliance with state and federal laws, rules, regulations.Monitor 
Processes, Materials, or Surroundings:Monitoring and reviewing information from materials, events, or the 
environment, to detect or assess problems    Monitors progress of acquisition and/or relocation/property management 
activities to ensure critical milestones are met prior to construction letting.    Ensures operational process is in 
compliance with Americans with Disabilities Act (ADA) and Civil Rights regulations according to departmental, state, and 
federal standards.Getting Information:Observing, receiving, and otherwise obtaining information from all relevant 
sources    Supervises the collection of information from local health agencies, departments, and contractors to 
accomplish the adjustment and restoration of private utility service and facilities not owned by public utility companies, 
including but not limited to septic systems, sewer, water, electric, gas, and telephone lines.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:Estimating sizes, distances, and quantities; or determining time, 
costs, resources, or materials needed to perform a work activity    May estimate and calculate costs for acquisition and 
relocation/property management.Communicating with Persons Outside Organization:Communicating with people 
outside the organization, representing the organization to customers, the public, government, and other external 
sources. This information can be exchanged in person, in writing, or by telephone or e-mail    Communicates with 
external stakeholders to provide information about the right-of-way process, facilitate understanding, enhance 
communications, and ensure compliance.Training and Teaching Others:Identifying the educational needs of others, 
developing formal educational or training programs or classes, and teaching or instructing others    Trains assigned 
subordinates, peers, and external business partners in the basic workflow and processes related to 
tasks.Documenting/Recording Information:Entering, transcribing, recording, storing, or maintaining information in 
written or electronic/magnetic form    Documents information provided during meetings and training to ensure accurate 
information is disseminated to others.    Maintains appropriate subordinate performance documentation to ensure the 
completion of accurate and unbiased performance evaluations.    Documents and stores appropriate information in 
electronic databases and/or physical forms as required ensuring accurate information is recorded.    Enters and 
maintains data on a shared server for access and reference.Developing and Building Teams:Encouraging and building 
mutual trust, respect, and cooperation among team members    Models effective performance for co-workers and 
subordinates to provide a role model, encourage success in others, and enhance trust.    Identifies developmental 
opportunities appropriate for assigned subordinates to improve team development.    Encourages assigned subordinates 
to pursue career development opportunities as a means of improving team performance.Updating and Using Relevant 
Knowledge:Keeping up-to-date technically and applying new knowledge to your job    Reviews current departmental, 
state, and federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best 
practices to ensure they are knowledgeable on the latest updates.    Seeks out work-related developmental 
opportunities to improve performance and team efficiency.    Ensures self and/or assigned subordinates complete 
required training events to learn new procedures, ensure continual learning, maintain current knowledge of the field, 
and increase job proficiency.Analyzing Data or Information:Identifying the underlying principles, reasons, or facts of 
information by breaking down information or data into separate parts    Studies appraisals in preparation for acquisition 
and validates all documentation regarding engineering and appraisal reviews before making an offer to owner.    
Analyzes information from right-of-way plans to determine potential acquisitions and relocations.    Analyzes functional 
plans and market analysis to assist in the development of the Conceptual Stage Relocation Plan.Inspecting Equipment, 
Structures, or Material:Inspecting equipment, structures, or materials to identify the cause of errors or other problems 
or defects    Visually inspects subject housing to determine replacement housing needs as required by state and federal 
laws and regulations.    Visually inspects replacement housing to determine residence is decent, safe, and sanitary and in 
compliance with state and federal laws and regulations.Identifying Objects, Actions, and Events:Identifying information 
by categorizing, estimating, recognizing differences or similarities, and detecting changes in circumstances or events    
Visually inspects properties to determine real versus personal property to ensure payments are in compliance with state 
and federal laws, rules, regulations, and guidelines.    Supervises the review of functional plans to identify potential 
relocations, hazardous waste sites and impact on community.Communicating with Supervisors, Peers, or 
Subordinates:Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person    Communicates or consults with supervisors, staff and co-workers by phone, written form, and e-mail or in 
person to ensure established policies and procedures are followed.    Provides periodic reports on the status of goals, 
objectives and strategies to higher management and other business partners.Performing Administrative 
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Activities:Performing day-to-day administrative tasks such as maintaining information files and processing paperwork    
Maintains project documentation in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Updates internal databases to document time, schedule, and project 
development.    Mails or e-mails correspondence to internal and external business partners.    Responds to e-mails, 
phone calls, and other correspondence as required.    Approves subordinate leave, time, expense request and purchases 
to ensure proper payment.Interacting With Computers:Using computers and computer systems (including hardware and 
software) to program, write software, set up functions, enter data, or process information    Operates office productivity 
software including but not limited to: word processing programs, spreadsheet programs, presentation software, web-
based email programs, and search engines to manage projects.    Operates computer hardware and software, scanners, 
digital cameras, and other equipment to complete reports, document collected data, and to communicate with others 
to capture and maintain project information.Operating Vehicles, Mechanized Devices, or Equipment:Running, 
maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or 
water craft    Operate passenger and/or transport vehicles within safety and departmental guidelines as 
necessary.Performing General Physical Activities:Performing physical activities that require considerable use of your 
arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping    Walks through 
project sites, possibly including rough terrain and obstacles, to facilitate task completion in a variety of environmental 
conditions.    Lifts job related documents, equipment and materials to complete assigned tasks in a variety of 
environmental conditions. 
 
Competencies (KSA’s): 
Competencies:    Managerial Courage                      Time Management                        Problem Solving                            
Negotiation                       Directing Others                            Priority Setting                 Written Communication                
Customer Focus                            Ethics and Values    Interpersonal Savvy                 Knowledge:    Intermediate knowledge 
of clerical tasks including use of Microsoft office products, filing and other required equipment and software    
Intermediate knowledge of design plans    Basic knowledge of arithmetic, algebra, geometry, and their applications    
Intermediate knowledge of relevant codes, regulations, and laws    Basic knowledge of administration and management    
Basic knowledge of education and training    Basic knowledge of personnel and Human ResourcesSkills:    Active Listening                 
Active Learning                 Learning Strategies                       Basic skill of arithmetic, algebra, geometry, and their 
applications                         Critical Thinking                            Reading Comprehension                           Intermediate skill of 
speaking to individuals or groups       Intermediate skill of writing and preparing reports, letters, and other necessary 
documents    Monitoring                        Instructing                        Negotiation                       Time Management                        
Complex Problem Solving                         Management of Personnel Resources    Judgment and Decision Making              
Abilities:    Deductive Reasoning                     Oral Comprehension                     Oral Expression                 Written 
Comprehension                Written Expression                        Speech Clarity                  Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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076229 - TDOT ROW AGENT - TRAINEE* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  6794 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional right-of-way acquisition, relocation advisory 
assistance, property management, and preparation of nominal payment procedure calculations of routine difficulty; and 
performs related work as required. Distinguishing Features: This is the entry level class in the TDOT Right-of-Way Agent 
sub-series.  An employee in this class learns the proper principles, practices, and procedures for professional right-of-
way acquisition, property management, and preparation of nominal payment calculations.  This class is flexibly staffed 
with and differs from the TDOT Right-of-Way Agent* in that an incumbent of the latter executes the proper principles, 
practices, and procedures for professional right-of-way acquisition, property management, and preparation of nominal 
payment calculations, and prepares Conceptual Stage Relocation Plans. *An employee appointed to this flexibly staffed 
class will be reclassified to the TDOT Right-of-Way Agent* after successful completion of a mandatory one year training 
period; inadequate or marginal performance during the training period will result in automatic demotion or termination.  
 
Work Activities: 
Getting Information: Observing, receiving, and otherwise obtaining information from all relevant sources  Learns to 
collect information by conducting interviews with displaced persons to determine needs for relocation assistance. 
Learns to collect information from multiple sources needed to determine residential relocation benefits including, but 
not limited to, purchase or rent supplements, down payments, moving and incidental expenses, and increased interest 
payments. Learns to collect information from multiple sources needed to determine non-residential relocation benefits 
including fixed payments or moving costs and re-establishment expenses. Learns to collect information from local health 
agencies, departments, and contractors to accomplish the adjustment and restoration of private utility service and 
facilities not owned by public utility companies including, but not limited to, septic systems, sewer, water, electric, gas, 
and telephone lines.Interpreting the Meaning of Information for Others: Translating or explaining what information 
means and how it can be used  Learns to conduct meetings to disseminate information about right-of-way plans and 
processes to stakeholders in order to explain the impacts of the project in relation to each tract. Learns to notify 
residential displacee of their eligibility for replacement housing payments and moving expenses. Learns to notify non-
residential displacee of their eligibility for moving and other related expenses. Learns to provide relocation advisory 
services for residential and non-residential displacees.Resolving Conflicts and Negotiating with Others: Handling 
complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others  Learns to 
negotiate the acquisition of property by contacting the owner, making an offer, and explaining the right-of-way process, 
plans, and construction. Learns to negotiate the acquisition of property with the owner by contacting the owner, making 
the offer, and explaining the state right-of-way procedures; learns to study appraisals in preparation for acquisition and 
how to validate all documentation regarding engineering and appraisal reviews before making an offer; learns to explain 
plans and construction; compiles, maintains, and checks all reports necessary to close the negotiation. Learns to gather 
appropriate documentation to compose an administrative settlement justification for determination of 
approval.Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimating sizes, distances, and 
quantities; or determining time, costs, resources, or materials needed to perform a work activity  Learns to calculate 
moving costs based on gathered information relative to labor, material, equipment, and supervisory rates to determine 
moving expense payment. Learns to compute value for nominal payment parcel (NPP) using supporting documentation 
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to expedite the valuation process for acquisitions.Analyzing Data or Information: Identifying the underlying principles, 
reasons, or facts of information by breaking down information or data into separate parts  Learns to study appraisals in 
preparation for acquisition and validates all documentation regarding engineering and appraisal reviews before making 
an offer to owner. Learns to conduct market analysis to identify currently available comparable housing for the 
computation of replacement housing payments for eligible residential displacees as required by state and federal laws 
and regulations. Learns to analyze information from right-of-way plans to determine potential acquisitions and 
relocations. Learns to analyze functional plans and market analysis to assist in the development of the Conceptual Stage 
Relocation Plan. Learns to conduct market analysis to identify currently available non-residential properties to 
displacees as required by state and federal laws and regulations.Evaluating Information to Determine Compliance with 
Standards: Using relevant information and individual judgment to determine whether events or processes comply with 
laws, regulations, or standards  Learns to review right-of-way plans to identify errors, omissions, and potential conflicts 
to ensure compliance with state and federal laws, rules, regulations. Learns to order and disburse relocation payments 
to displacees as required by state and federal laws, rules, and regulations. Learns to evaluate appraisal review to ensure 
real versus personal property is addressed and no overlap of payments exists. Learns to request the return/cancellation 
of performance deposit/bond from internal business partners as required by contract after removal of improvements 
has been completed.Identifying Objects, Actions, and Events: Identifying information by categorizing, estimating, 
recognizing differences or similarities, and detecting changes in circumstances or events  Learns to conduct relocation 
interviews with displaced persons to collect statistical information, determine relocation assistance needs, and explain 
relocation program. Learns to visually inspect properties to determine real versus personal property to ensure payments 
are in compliance with state and federal laws, rules, regulations, and guidelines. Learns to review functional plans to 
identify potential relocations, hazardous waste sites and impact on community. Learns to obtain estimates of moving 
expenses for relocation of personal property.Inspecting Equipment, Structures, or Material: Inspecting equipment, 
structures, or materials to identify the cause of errors or other problems or defects  Learns to visually inspect subject 
housing to determine replacement housing needs as required by state and federal laws and regulations. Learns to 
visually inspect replacement housing to determine residence is decent, safe, and sanitary and in compliance with state 
and federal laws and regulations.Making Decisions and Solving Problems: Analyzing information and evaluating results 
to choose the best solution and solve problems  Learns to analyze information and evaluate results to choose the best 
solution and solve problems. Learns to develop acquisition stage relocation plan to summarize relocation and address 
concerns identified during the interview process. Communicating with Persons Outside Organization: Communicating 
with people outside the organization, representing the organization to customers, the public, government, and other 
external sources. This information can be exchanged in person, in writing, or by telephone or e-mail  Attends public 
meetings to learn how to provide information about the right-of-way process to external stakeholders to facilitate 
understanding, enhance communications, and ensure compliance.Coordinating the Work and Activities of Others: 
Getting members of a group to work together to accomplish tasks  Learns to coordinate with internal business partners 
to ensure compliance with asbestos testing and abatement, removal of underground storage tanks, and remediation of 
other hazardous waste sites, as required by state laws, rules, and regulations.Provide Consultation and Advice to Others: 
Providing guidance and expert advice to management or other groups on technical, systems-, or process-related topics 
Learns to notify supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.Processing Information: Compiling, coding, categorizing, calculating, tabulating, or 
verifying information or data  Learns to act as title and closing agent by researching titles for liens and taxes owed, 
securing release of title, and disbursing funds to applicable parties. Learns to compute replacement housing payment 
based on appraisal and market data study to determine maximum amount of payment available to displacees as 
required by state and federal laws and regulations. Learns to calculate rent for displacees utilizing procedures set forth 
in the right-of-way manual to establish fair market rent. Learns to establish performance deposit/bond to ensure land 
owner or contractor is performing removal in compliance with contract. Learns to compile and maintain an inventory list 
of acquired improvements to be removed. Learns to execute rental contract with displacees. Learns to calculate salvage 
values of improvements that have been determined salvageable to allow owner retention.Performing Administrative 
Activities: Performing day-to-day administrative tasks such as maintaining information files and processing paperwork  
Learns to maintain project documentation in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Learns to update internal databases to document time, schedule, and project 
development. Mails or e-mails correspondence to internal and external business partners. Responds to e-mails, phone 
calls, and other correspondence as required.Documenting/Recording Information: Entering, transcribing, recording, 
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storing, or maintaining information in written or electronic/magnetic form  Learns to document and store appropriate 
information in electronic databases and/or physical forms as required ensuring accurate information is recorded. Learns 
to submit tract and appropriate documentation for settlement or condemnation in order to complete negotiation. 
Learns to enter and maintain data on a shared server for access and reference. Updating and Using Relevant Knowledge: 
Keeping up-to-date technically and applying new knowledge to your job  Learns to review current departmental, state, 
and federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best 
practices to ensure they are knowledgeable on the latest updates. Attends training events to learn new procedures, 
ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Learns to seek out 
work-related developmental opportunities to improve performance and team efficiency.Interacting with Computers: 
Using computers and computer systems (including hardware and software) to program, write software, set up functions, 
enter data, or process information  Learns to operate office productivity software including, but not limited to: word 
processing programs, spreadsheet programs, presentation software, web-based email programs, and search engines to 
manage projects. Learns to operate computer hardware and software, scanners, digital cameras, and other equipment 
to complete reports, document collected data, and to communicate with others to capture and maintain project 
information.Organizing, Planning, and Prioritizing Work: Developing specific goals and plans to prioritize, organize, and 
accomplish your work  Learns to incorporate last minute and unscheduled tasks into current workload to ensure timely 
and accurate completion of work. Learns to organize and prioritize personal workload using calendars, lists, and other 
facilitators to ensure timely and accurate completion of work.Communicating with Supervisors, Peers, or Subordinates: 
Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person  
Learns to communicate or consults with supervisors and co-workers by phone, written form, e-mail or in person to 
ensure established policies and procedures are followed. Learns to provide periodic reports on the status of goals, 
objectives and strategies to higher management and other business partners.Judging the Qualities of Things, Services, or 
People: Assessing the value, importance, or quality of things or people  Learns to review and analyze applicable 
documentation while on-site to verify demolition is in compliance with program standards.Establishing and Maintaining 
Interpersonal Relationships: Developing constructive and cooperative working relationships with others, and 
maintaining them over time  Learns to develop and maintain respectful working relationships to promote mutual trust 
and cooperation among team members, agency representatives, and external business partners.Monitor Processes, 
Materials, or Surroundings: Monitoring and reviewing information from materials, events, or the environment, to detect 
or assess problems  Learns to observe operational processes including, ADA and Civil Rights regulations to ensure 
compliance with departmental, state, and federal standards. Learns to monitor and collect rental payments from 
displacees to ensure compliance with specified rental contract. Learns to visually monitor tract to ensure vacancy by the 
required expiration date on the Notice to Vacate.Thinking Creatively: Developing, designing, or creating new 
applications, ideas, relationships, systems, or products, including artistic contributions  Learns to recommend creative 
solutions to unique problems as they arise. Learns to offer suggestions to help streamline workflow and improve work 
process and accuracy. Learns to participate in brainstorming sessions to develop process streamlining initiatives and 
improve business practices.Operating Vehicles, Mechanized Devices, or Equipment: Running, maneuvering, navigating, 
or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft  Operate 
passenger and/or transport vehicles within safety and departmental guidelines as necessary.Performing General 
Physical Activities: Performing physical activities that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, and stooping  Walks through project sites, possibly including 
rough terrain and obstacles, to learn how to facilitate task completion in a variety of environmental conditions. Lifts job 
related documents, equipment and materials to learn how to complete assigned tasks in a variety of environmental 
conditions. 
 
Competencies (KSA’s): 
Competencies: Technical Learning                       Organizing                       Action Oriented               Perseverance                  
Written Communication               Approachability               Composure                     Listening                         Ethics and Values                       
Self-Development   Knowledge: Basic knowledge of clerical tasks including use of Microsoft office products, filing and 
other required equipment and software Basic knowledge of arithmetic, algebra, geometry, and their applications  Skills: 
Active Learning               Active Listening               Critical Thinking              Basic skill of arithmetic, algebra, geometry, and 
their applications            Reading Comprehension              Basic skill of speaking to individuals or small groups         
Intermediate skill of writing and preparing reports, letters, and other necessary documents Time Management    
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Abilities: Mathematical Reasoning              Deductive Reasoning                   Oral Comprehension                    Oral Expression               
Written Comprehension               Written Expression                      Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer 
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076230 - TDOT ROW AGENT* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5221 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional work experience in land acquisition, real estate appraisal, or relocation 
assistance/property management work for governmental use under eminent domain and the Uniform Act. Substitution 
of Experience for Education: Qualifying professional right-of-way or real estate experience obtain as a Full-Time 
Tennessee Department of Transportation employee may be substituted for the required education, on a year-for-year 
basis, to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of 
the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional right-of-way acquisition, relocation advisory 
assistance, property management, and preparation of nominal payment procedure calculations of average difficulty; 
and performs related work as required. Distinguishing Features: This is the working level class in the TDOT Right-of-Way 
Agent series.  An employee in this class executes the proper principles, practices, and procedures for professional right-
of-way acquisition, property management, and preparation of nominal payment calculations.  This class is flexibly 
staffed with and differs from the TDOT Right-of-Way Agent - Trainee, in that an incumbent of the latter learns proper 
principles, practices, and procedures for professional right-of-way acquisition, property management, and preparation 
of nominal payment calculations. This class differs from that of TDOT Right-of-Way Agent - Senior in that an incumbent 
of the latter is responsible for the preparation of nominal payment procedure calculation of considerable difficulty and 
responsible for Conceptual Stage Relocation Plans. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Handling complaints, settling disputes, and resolving grievances and 
conflicts, or otherwise negotiating with others     Negotiates the acquisition of property with the owner by contacting 
the owner, making the offer, and explaining the state right-of-way procedures; studies appraisals in preparation for 
acquisition and validates all documentation regarding engineering and appraisal reviews before making an offer; learns 
to explain plans and construction; compiles, maintains, and checks all reports necessary to close the negotiation. 
Interpreting the Meaning of Information for Others: Translating or explaining what information means and how it can be 
used     Provides relocation advisory services for residential and non-residential displacees.    Conducts meetings to 
disseminate information about right-of-way plans and processes to stakeholders in order to explain the impacts of the 
project in relation to each tract.    Notifies residential displacee of their eligibility for replacement housing payments and 
moving expenses.    Notifies non-residential displacee of their eligibility for moving and other related expenses. Getting 
Information: Observing, receiving, and otherwise obtaining information from all relevant sources     Collects information 
from multiple sources needed to determine non-residential relocation benefits including fixed payments or moving costs 
and re-establishment expenses.    Collects information from multiple sources needed to determine residential relocation 
benefits including, but not limited to, purchase or rent supplements, down payments, moving and incidental expenses, 
and increased interest payments.    Collects information by conducting interviews with displaced persons to determine 
needs for relocation assistance.    Collects information from local health agencies, departments, and contractors to 
accomplish the adjustment and restoration of private utility service and facilities not owned by public utility companies 
including, but not limited to, septic systems, sewer, water, electric, gas, and telephone lines. Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Estimating sizes, distances, and quantities; or determining time, 
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costs, resources, or materials needed to perform a work activity     Calculates moving costs based on gathered 
information relative to labor, material, equipment, and supervisory rates to determine moving expense payment.    
Computes value for nominal payment parcel (NPP) using supporting documentation to expedite the valuation process 
for acquisitions. Making Decisions and Solving Problems: Analyzing information and evaluating results to choose the 
best solution and solve problems     Analyze information and evaluate results to choose the best solution and solve 
problems.    Develops acquisition stage relocation plan to summarize relocation and address concerns identified during 
the interview process. Provide Consultation and Advice to Others: Providing guidance and expert advice to management 
or other groups on technical, systems-, or process-related topics     Notifies supervisory personnel of possible violations 
of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures. Processing Information: 
Compiling, coding, categorizing, calculating, tabulating, or verifying information or data     Computes replacement 
housing payment based on appraisal and market data study to determine maximum amount of payment available to 
displacees as required by state and federal laws and regulations.    Acts as title and closing agent by researching titles for 
liens and taxes owed, securing release of title, and disbursing funds to applicable parties.    Establishes performance 
deposit/bond to ensure land owner or contractor is performing removal in compliance with contract.    Compiles and 
maintains an inventory list of acquired improvements to be removed.    Calculates rent for displacees utilizing 
procedures set forth in the right-of-way manual to establish fair market rent.    Calculates salvage values of 
improvements that have been determined salvageable to allow owner retention.    Executes rental contract with 
displacees. Analyzing Data or Information: Identifying the underlying principles, reasons, or facts of information by 
breaking down information or data into separate parts     Studies appraisals in preparation for acquisition and validates 
all documentation regarding engineering and appraisal reviews before making an offer to owner.    Conducts market 
analysis to identify currently available comparable housing for the computation of replacement housing payments for 
eligible residential displacees as required by state and federal laws and regulations.    Analyzes information from right-
of-way plans to determine potential acquisitions and relocations.    Analyzes functional plans and market analysis to 
assist in the development of the Conceptual Stage Relocation Plan.    Conducts market analysis to identify currently 
available non-residential properties to displacees as required by state and federal laws and regulations.Identifying 
Objects, Actions, and Events: Identifying information by categorizing, estimating, recognizing differences or similarities, 
and detecting changes in circumstances or events     Conducts relocation interviews with displaced persons to collect 
statistical information, determine relocation assistance needs, and explain relocation program.    Obtains estimates of 
moving expenses for relocation of personal property.    Reviews functional plans to identify potential relocations, 
hazardous waste sites and impact on community.    Visually inspects properties to determine real versus personal 
property to ensure payments are in compliance with state and federal laws, rules, regulations, and guidelines. 
Performing Administrative Activities: Performing day-to-day administrative tasks such as maintaining information files 
and processing paperwork     Maintains project documentation in compliance with departmental, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures.    Updates internal databases to document time, 
schedule, and project development.    Mails or e-mails correspondence to internal and external business partners.    
Responds to e-mails, phone calls, and other correspondence as required. Evaluating Information to Determine 
Compliance with Standards: Using relevant information and individual judgment to determine whether events or 
processes comply with laws, regulations, or standards     Order and disburse relocation payments to displacees as 
required by state and federal laws, rules, and regulations.    Reviews right-of-way plans to identify errors, omissions, and 
potential conflicts to ensure compliance with state and federal laws, rules, regulations.    Evaluates appraisal review to 
ensure real versus personal property is addressed and no overlap of payments exists.    Requests the return/cancellation 
of performance deposit/bond from internal business partners as required by contract after removal of improvements 
has been completed. Documenting/Recording Information: Entering, transcribing, recording, storing, or maintaining 
information in written or electronic/magnetic form     Submit tract and appropriate documentation for settlement or 
condemnation in order to complete negotiation.    Documents and stores appropriate information in electronic 
databases and/or physical forms as required ensuring accurate information is recorded.    Enters and maintains data on 
a shared server for access and reference. Thinking Creatively: Developing, designing, or creating new applications, ideas, 
relationships, systems, or products, including artistic contributions     Recommends creative solutions to unique 
problems as they arise.    Offers suggestions to help streamline workflow and improve work process and accuracy.    
Participates in brainstorming sessions to develop process streamlining initiatives and improve business practices. 
Updating and Using Relevant Knowledge: Keeping up-to-date technically and applying new knowledge to your job     
Reviews current departmental, state, and federal information sources to identify relevant changes in policies, 



 TN Job Classification Specifications  
September 22, 2020 

procedures, rules, regulations, and best practices to ensure they are knowledgeable on the latest updates.    Seeks out 
work-related developmental opportunities to improve performance and team efficiency.    Attends training events to 
learn new procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. 
Inspecting Equipment, Structures, or Material: Inspecting equipment, structures, or materials to identify the cause of 
errors or other problems or defects     Visually inspects subject housing to determine replacement housing needs as 
required by state and federal laws and regulations.     Visually inspects replacement housing to determine residence is 
decent, safe, and sanitary and in compliance with state and federal laws and regulations. Organizing, Planning, and 
Prioritizing Work: Developing specific goals and plans to prioritize, organize, and accomplish your work     Incorporates 
last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work.    Organizes 
and prioritizes personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion 
of work. Interacting with Computers: Using computers and computer systems (including hardware and software) to 
program, write software, set up functions, enter data, or process information     Operates office productivity software 
including but not limited to: word processing programs, spreadsheet programs, presentation software, web-based email 
programs, and search engines to manage projects.    Operates computer hardware and software, scanners, digital 
cameras, and other equipment to complete reports, document collected data, and to communicate with others to 
capture and maintain project information. Communicating with Persons outside Organization: Communicating with 
people outside the organization, representing the organization to customers, the public, government, and other 
external sources. This information can be exchanged in person, in writing, or by telephone or e-mail     Attends public 
meetings to provide information about the right-of-way process to external stakeholders to facilitate understanding, 
enhance communications, and ensure compliance. Establishing and Maintaining Interpersonal Relationships: Developing 
constructive and cooperative working relationships with others, and maintaining them over time     Develops and 
maintains respectful working relationships to promote mutual trust and cooperation among team members, agency 
representatives, and external business partners. Coaching and Developing Others: Identifying the developmental needs 
of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills     Mentors less 
experienced agents through on-the-job training to promote understanding of policies and procedures. Monitor 
Processes, Materials, or Surroundings: Monitoring and reviewing information from materials, events, or the 
environment, to detect or assess problems     Observes operational processes including, Americans with Disabilities Act 
(ADA) and Civil Rights regulations to ensure compliance with departmental, state, and federal standards.    Monitors and 
collects rental payments from displacees to ensure compliance with specified rental contract.    Visually monitors tract 
to ensure vacancy by the required expiration date on the Notice to Vacate. Communicating with Supervisors, Peers, or 
Subordinates: Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, 
or in person     Communicates or consults with supervisors, staff and co-workers by phone, written form, and e-mail or in 
person to ensure established policies and procedures are followed.    Provides periodic reports on the status of goals, 
objectives and strategies to higher management and other business partners. Judging the Qualities of Things, Services, 
or People: Assessing the value, importance, or quality of things or people     Reviews and analyzes applicable 
documentation while on-site to verify demolition is in compliance with program standards. Operating Vehicles, 
Mechanized Devices, or Equipment: Running, maneuvering, navigating, or driving vehicles or mechanized equipment, 
such as forklifts, passenger vehicles, aircraft, or water craft     Operate passenger and/or transport vehicles within safety 
and departmental guidelines as necessary. Performing General Physical Activities: Performing physical activities that 
require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, 
walking, and stooping     Walks through project sites, possibly including rough terrain and obstacles, to facilitate task 
completion in a variety of environmental conditions.    Lifts job related documents, equipment and materials to 
complete assigned tasks in a variety of environmental conditions. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Decision Quality    Functional/Technical Competency    Time Management    Standing 
Alone    Perseverance    Written Communication    Ethics and Values    Negotiating    Interpersonal Savvy  Knowledge:    
Basic knowledge of clerical tasks including use of Microsoft office products, filing and other required equipment and 
software                            Intermediate knowledge of design plans                 Basic knowledge of building components 
including materials and construction type                            Basic knowledge of arithmetic, algebra, geometry, and their 
applications                   Intermediate knowledge of relevant codes, regulations, and laws   Skills:    Active Listening                  
Active Learning                  Basic skill of arithmetic, algebra, geometry, and their applications               Critical Thinking                 
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Reading Comprehension                 Intermediate skill of speaking to individuals or groups         Intermediate skill of writing 
and preparing reports, letters, and other necessary documents                     Monitoring                          Instructing                         
Negotiation                        Time Management                          Complex Problem Solving   Abilities:    Deductive Reasoning                      
Oral Comprehension                       Oral Expression                                          Written Comprehension                  Written 
Expression                         Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Printer 
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076255 - TDOT SAFETY COORDINATOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4239 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in safety, 
engineering, environmental science, physical sciences (e.g. physics, chemistry, geology), life sciences (e.g. biology, 
microbiology, health physics or biophysics), or other related field and experience equivalent to one year of full-time 
increasingly responsible professional occupational safety or health inspection work. Substitution of Education for 
Experience: Additional qualifying graduate coursework in one of the above fields may be substituted for the required 
experience, on a year-for-year basis, to a maximum of one year. Substitution of Experience for Education: None   
 
Other Requirements: 
Necessary Special Qualifications: A motor vehicle operator license valid in the State of Tennessee is required. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for TDOT health and safety inspection work of average difficulty. 
Distinguishing Features: This is the working level classification in the TDOT Safety Coordinator sub-series.  An employee 
in this class is responsible for safety and risk management for a TDOT region or a central office section.  This class differs 
from the TDOT Safety Manager in that an incumbent of the latter functions at the supervisory level.   
 
Work Activities: 
Assisting and Caring for Others1. Responds appropriately during medical, roadside, work site, and other emergencies as 
required.Communicating with Persons outside Organization1. May testify in hearings on behalf of the state regarding 
safety-related incidents as required.2. Presents technical information to small and large groups of external business 
partners to disseminate information.3. Promotes general safe work habits through communication with general public, 
contractors, and other external customers.4. Conducts and/or attends meetings with external business partners to 
gather project information and status updates and to disseminate information.5. Communicates effectively with 
external business partners through reports, e-mails, memos, and other written forms of communication.Identifying 
Objects, Actions, and Events1. Identifies the cause of errors, problems, or defects relating to the inspection of 
equipment, environmental features, structures, material, real property, or other related components.2. Identifies traffic 
control devices to determine compliance with federal and state regulations.Organizing, Planning, and Prioritizing Work1. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work requirements.2. Organizes and prioritizes personal workload through the use of calendars, lists, and other 
facilitators to ensure timely and accurate completion of work.Interpreting the Meaning of Information for Others1. 
Consults and advises county, district, and regional management team on matters related to the administration of the 
department's risk and safety policies/procedures.2. Serves as a resource for safety issues and emergencies such as 
hazardous spills, radiation contamination, post-accident drug/alcohol testing, and disasters.Establishing and Maintaining 
Interpersonal Relationships1. Networks with internal and external business partners to ensure open dialog exist and to 
facilitate coordination and unified efforts in a team-based environment.2. Maintains professional working relationships 
with peers and upper management to ensure smooth and effective team operations.Training and Teaching Others1. 
Develops and conducts periodic technical training regarding safety and health to regional employees.2. Develops 
training programs related to occupational safety and health for external and internal business partners as 
needed.Provide Consultation and Advice to Others1. Answers technical questions and provides recommendations and 
technical guidance to internal and external business partners in order to clarify departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures related to occupational safety and health.2. Notifies 
appropriate personnel of potential violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.Getting Information1. Researches plans, policies, specifications, procedures, guidelines, rules, 
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regulations, and laws related to occupational safety, health, risk management, and loss prevention using physical and 
electronic sources to assist with conflict resolution, problem solving, training and development, as well as decision 
making.2. May contact the general public, employees, persons in other departments or divisions, representatives, and 
outside organizations, including producers and suppliers, for the purpose of furnishing or obtaining information.3. 
Collects information from staff and management regarding status updates, project schedules, and/or inspections to 
effectively make decisions, communicate to upper management, and/or prioritize work. 4. Utilizes maps, computer 
software, plans, and other documents to collect safety information.5. Attends meetings and conferences/conference 
calls to gather information on new or existing policies, procedures, and project updates, best practices, technologies and 
other changes within the state.Communicating with Supervisors, Peers, or Subordinates1. Presents technical 
information to small and large groups of internal business partners to disseminate information.2. Conducts and/or 
attends meetings with internal business partners to gather project information and status updates and to disseminate 
information.3. Promotes general safe work habits through communication with employees, supervisors, and regional 
management.4. Communicates effectively with employees, upper management and other internal business partners 
through reports, e-mails, memos, and other written communications in order to promote cooperation and ensure 
completion of objectives.Guiding, Directing, and Motivating1. Develops and oversees safety quality assurance programs 
such as hazard assessments, job safety analysis, work zone audits, and required safety training programs for consistency 
and quality to achieve a safe work environment for employees.2. Coordinates all phases of the region's occupational 
safety, health, risk management, and loss prevention programs.3. Provides guidance and direction to others in the 
implementation of departmental safety metrics, goals, objectives, and assigned tasks.Making Decisions and Solving 
Problems1. Investigates work-related incidents involving department employees such as loss or exposure for fleet 
vehicles, general liability, and property damage to determine root cause, communicates with other divisions about the 
investigation, and recommends corrective actions.2. Reviews project requirements to determine needed resources and 
proper PPE and assigns work as needed.3. Based on review of compiled safety statistics, may recommend corrective 
actions to management as needed to improve occupational safety and health.Scheduling Work and Activities1. 
Schedules tasks to ensure timely processing and account for current workload.2. Schedules, coordinates, and/or leads 
meetings and training events with internal and external customers to ensure safety information is communicated.3. 
Estimates sizes, distances, time, cost, and/or quantities of materials, products, and equipment necessary for 
occupational safety and health programs.Judging the Qualities of Things, Services, or People1. Assesses the quality of 
technical training professionals and programs.2. Judges the quality of PPE and new products to determine future use by 
the department.Analyzing Data or Information1. Compiles injury and vehicle accident statistics used to identify accident 
trends and develop loss prevention programs.  This includes, but is not limited to, the completion of OSHA 300 logs for 
each region.2. May analyze job-related injury and illness data to identify trends, determine future training required, and 
any necessary corrective action to be taken.Developing Objectives and Strategies1. May develop, implement, and advise 
management on new strategies needed to maintain and enhance workplace safety.2. Monitors federal, state, and 
departmental laws and policies pertaining to occupational health and safety to develop implementation strategies to 
address changes and revisions to current policies/procedures.Performing General Physical Activities1. Walks, crawls, and 
climbs through construction, inspection, and maintenance sites, which may include ladders, scaffolding, vehicles, slopes, 
hills, rough terrain, obstacles, and roadway structures of varying heights, to perform inspections and evaluate the 
inspection process in a variety of environmental conditions.2. Lifts job-related documents, equipment, and materials to 
complete assigned tasks in a variety of environmental conditions.Resolving Conflicts and Negotiating with Others1. 
Maintains a respectful and productive work environment to minimize disputes and facilitate performance.2. Negotiates 
with internal and external business partners to develop a consistent deployment of policies, procedures, processes, and 
specifications.Coaching and Developing Others1. Educates internal and external business partners on federal, state, and 
departmental laws and policies pertaining to occupational safety and health.Drafting, Laying Out, and Specifying 
Technical Devices, Parts, and Equipment1. Designs concept plans for safety and operational improvement 
options.Operating Vehicles, Mechanized Devices, or Equipment1. Operates pick-up truck, SUV, van, and other on-road 
delivery and transport vehicles within safety and departmental guidelines as necessary.Inspecting Equipment, 
Structures, or Material1.  Inspects workplace (job sites) to identify environmental/fire/safety hazards, unsafe practices, 
and proper use of personal protective equipment (PPE) in order to minimize exposures to occupational health 
risks.Updating and Using Relevant Knowledge1. Completes required technical training events to learn new procedures, 
ensure continual learning, maintain current knowledge of the field and required certifications, and increase job 
proficiency.2. Actively seeks out work-related developmental opportunities to improve performance and team 
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efficiency.3. Reviews current departmental, state, and federal information sources periodically to identify relevant 
changes in policies, procedures, rules, regulations, and best practices to ensure knowledge of current systems.Thinking 
Creatively1. Develops spreadsheets, presentations, forms, form letters, memos, database queries, logs, and other 
computer systems as required to facilitate accurate data gathering, tracking, training, efficiency, and dissemination.2. 
Participates in brainstorming sessions and makes recommendations to improve safety-related practices and 
processes.Documenting/Recording Information1. Maintains regional safety records and publishes/reviews reports with 
regional managers and supervisors.2. Assists with the coordination of vehicle and/or equipment programs through 
documentation to ensure proper use, accountability, and functionality.Monitor Processes, Materials, or Surroundings1. 
Monitors project sites and work zone inspection forms to identify safety concerns and hazards in order to ensure 
compliance with federal, state, and departmental laws and policies and the Manual on Uniform Traffic Control Devices 
(MUTCD).2. Assists in monitoring the costs and expenditures related to safety programs and processes to ensure 
compliance with budgetary constraints and regulations.Selling or Influencing Others1. Promotes, recommends, and 
provides guidance on safety and risk management best practices and industry standards to management, employees, 
and the general public.Processing Information1. Processes claims for damages against the state by investigating and 
providing documentation (i.e. incident investigation) to appropriate contacts.2. Reviews and monitors hazard 
communication plan including chemical inventory and Safety Data Sheets (SDS) as required by law.3. Maintains 
information in appropriate databases to ensure federal and state records keeping requirements are met.4. Verifies valid 
equipment operator licenses/certifications for regional employees.5. Reviews inspection safety checklists of work 
equipment to ensure safe operating condition.6. Assists with the coordination of regional drug testing pool to ensure 
testing and compliance with departmental regulations.Evaluating Information to Determine Compliance with 
Standards1. Investigates workers' compensation claims to assist in the determination of causation and provides the 
necessary eligibility of benefits information to assigned claims specialist.2. Evaluates detailed and/or complex records, 
documentation, and transactions to determine compliance with federal, state, and departmental laws and policies.3. 
Reviews work activities, products, and/or information completed or provided by internal business partners to ensure 
accuracy and compliance with standards.4. Evaluates PPE and other equipment to ensure adequate materials are 
implemented for the work assignment. 5. Reviews project sites, facilities, and complaints to determine compliance with 
federal, state, and departmental laws and policies.Interacting With Computers1. Utilizes digital camera and other data 
recording equipment to record information and transfer files to centralized storage locations.2. Uses office productivity 
software including but not limited to: word processing programs, spreadsheet programs, presentation software, web-
based email programs, instant-messaging programs, and search engines.3. Uses appropriate database tracking software 
specific to the state and agency as required.4. Operates navigational GPS to obtain location data.Monitoring and 
Controlling Resources1. Coordinates work activities pertaining to risk management, occupational health and safety, and 
other transportation-related activities for regional operations or central office section within budgetary constraints.2. 
Coordinates the procurement, receipt, and payment of products, equipment, and/or services in compliance with all 
laws, rules, and regulations.Performing Administrative Activities1. Updates internal databases to maintain daily reports 
and document time, schedule, and project compliance.2. Responds to emails, phone calls, and other correspondence as 
required.3. Enters personal time and leave/overtime requests into the appropriate databases as required.4. Initiates or 
reviews payments based on work completed.5. Prepares and mails correspondence to internal and external business 
partners.Coordinating the Work and Activities of Others1. Coordinates workload with internal and external business 
partners as required facilitating timely and accurate task completion.2. May assist with the filing and administration of 
workers' compensation claims with the appropriate contacts, including initial reporting and follow-up.3. Facilitates 
communication regarding regional safety committees following federal, state, and departmental laws and policies.4. 
Coordinates meetings, events, and other special projects as required to ensure availability, attendance, and coverage 
within all regions.Controlling Machines and Processes1. Utilizes office equipment including but not limited to: copier, 
fax, phone, and scanner.  
 
Competencies (KSA’s): 
"Competencies: 1. Functional/Technical Competency2. Learning on the Fly3. Problem Solving  4. Informing   5. Standing 
Alone  6. Action Oriented  7. Written Communications  8. Approachability  9. Integrity and Trust  10. Peer 
RelationshipsKnowledge:  1. Basic Knowledge of Biology  2. Basic Knowledge of Building and Construction  3. Basic 
Knowledge of Chemistry  4. Basic Knowledge of Design  5. Basic Knowledge of Education and Training  6. Basic 
Knowledge of PhysicsSkills:1. Active Learning  2. Active Listening  3. Speaking  4. Writing  5. Persuasion  6. 
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Troubleshooting  7. Judgment and Decision Making  8. Time ManagementAbilities:1. Deductive Reasoning  2. Fluency of 
Ideas  3. Oral Expression  4. Problem Sensitivity  5. Selective Attention  6. Visualization  7. Written Comprehension  8. 
Written Expression  9. Gross Body Equilibrium  10. Depth Perception  11. Speech Clarity " 
 
Tools and Equipment Used: 
Personal Computer  Telephone Fax Machine Printer Various Hand Tools Vehicles Electronic Message Boards Navigational 
GPS Digital Camera Data Recording Equipment 
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076256 - TDOT SAFETY MANAGER 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4250 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in safety, 
engineering, environmental science, physical sciences (e.g. physics, chemistry, geology), life sciences (e.g. biology, 
microbiology, health physics or biophysics), or other related field and experience equivalent to five years of full-time 
increasingly responsible professional occupational safety or health inspection work.Substitution of Education for 
Experience: Additional qualifying graduate coursework in one of the above fields may be substituted for the required 
experience, on a year-for-year basis, to a maximum of one year.Substitution of Experience for Education: None   
 
Other Requirements: 
Necessary Special Qualifications: A motor vehicle operator license valid in the State of Tennessee is 
required.Examination Method: Education and Experience, 100%, for Preferred Service positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for TDOT health and safety inspection work of considerable 
difficulty and the management of staff responsible for completing occupational health and safety work and performs 
related work as required.Distinguishing Features: An employee in this classification performs managerial duties for the 
statewide occupational health and safety division by functioning as either the manager over a central office section or a 
regional safety inspection office.  An employee in this class is responsible for safety and risk management for a TDOT 
region.  This class differs from TDOT Safety Coordinator in that an incumbent of the latter functions at the working level.   
 
Work Activities: 
Interpreting the Meaning of Information for Others1. Serves as a resource for safety issues and emergencies such as 
hazardous spills, radiation contamination, post-accident drug/alcohol testing, and disasters.2. Consults and advises 
county, district, and regional management team on matters related to the administration of the department's risk and 
safety policies/procedures.Assisting and Caring for Others1. Responds appropriately during medical, roadside, work site, 
and other emergencies as required.Guiding, Directing, and Motivating Subordinates1. Directs and manages subordinate 
performance throughout all phases of the region's occupational safety, health, risk management, and loss prevention 
programs.2. Develops and oversees safety quality assurance programs such as hazard assessments, job safety analysis, 
work zone audits, and required safety training programs for consistency and quality to achieve a safe work environment 
for employees.3. Provides guidance and direction to subordinates and others in the implementation of departmental 
safety metrics/goals, objectives, and assigned tasks.4. Provides feedback during the performance evaluation cycle to 
address subordinate performance.Estimating the Quantifiable Characteristics of Products, Events, or Information1. 
Develops estimated completion dates for resolution of non-compliant observations related to procedures, work 
activities, and equipment to ensure compliance with departmental, state, and federal laws and policies.Communicating 
with Persons Outside Organization1. May testify in hearings on behalf of the state regarding safety-related incidents as 
required.2. Presents technical information to small and large groups of external business partners to disseminate 
information.3. Communicates effectively with external business partners through reports, e-mails, memos, and other 
written forms of communication.4. Promotes general safe work habits through communication with general public, 
contractors, and other external customers.5. Conducts and/or attends meetings with external business partners to 
gather project information and status updates and to disseminate information.Resolving Conflicts and Negotiating with 
Others1. Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive work 
environment.2. Negotiates with internal and external business partners to develop a consistent deployment of policies, 
procedures, processes, and specifications.3. May investigate or assist in the resolution of conflicts between business 
partners and agency employees according to departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures resulting in the development of an action plan for resolving the issue(s).4. Maintains a 
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respectful and productive work environment to minimize disputes and facilitate performance.Scheduling Work and 
Activities1. Schedules, coordinates, and/or leads meetings and training events with internal and external customers to 
ensure safety information is communicated.2. Estimates sizes, distances, time, cost, and/or quantities of materials, 
products, and equipment necessary for occupational safety and health programs.3. Schedules tasks of self and staff to 
ensure timely processing and account for current workload.Establishing and Maintaining Interpersonal Relationships1. 
Networks with internal and external business partners to ensure open dialog exist and to facilitate coordination and 
unified efforts in a team-based environment.2. Maintains professional working relationships with subordinates, peers, 
and upper management to ensure smooth and effective team operations.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment1. Designs concept plans for safety and operational improvement options.Judging the 
Qualities of Things, Services, or People1. Assesses the quality of the work of subordinates to inform, advise, and guide 
performance management and development.2. Assesses the quality and capacity of human resources in order to make 
staffing decisions and recommendations including promotion, demotion, transfer, and retention.3. Judges the quality of 
PPE and new products to determine future use by the department.4. Assesses the quality of technical training 
professionals and programs.Coaching and Developing Others1. Mentors direct reports by providing feedback and 
information on organizational culture, policies and procedures.2. Coaches subordinate staff by providing feedback and 
information on workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks.3. Educates internal and 
external business partners on federal, state, and departmental laws and policies pertaining to occupational safety and 
health.Documenting/Recording Information1. Documents the performance of subordinates to ensure accurate and 
unbiased performance evaluations.2. Maintains regional safety records and publishes/reviews reports with regional 
managers and supervisors.3. Assists with the coordination of vehicle and/or equipment programs through 
documentation to ensure proper use, accountability, and functionality.Staffing Organizational Units1. Conducts job 
interviews to select most qualified candidate.2. Selects job candidates who best fit available positions based on the 
results of selection assessment and testing.3. Identifies advancement opportunities for subordinates within assigned 
area.Provide Consultation and Advice to Others1. Answers technical questions and provides recommendations and 
technical guidance to internal and external business partners in order to clarify departmental, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures related to occupational safety and health.2. Notifies 
appropriate personnel of potential violations of departmental, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.Analyzing Data or Information1. Oversees the compilation of injury and vehicle accident 
statistics used to identify accident trends and develop loss prevention programs.  This includes, but is not limited to, the 
completion of OSHA 300 logs for each region.2. Analyzes job-related injury and illness data to identify trends, determine 
future training required, and any necessary corrective action to be taken.Selling or Influencing Others1. Promotes, 
recommends, and provides guidance on safety and risk management best practices and industry standards to 
management, employees, and the general public.Getting Information1. Researches plans, policies, specifications, 
procedures, guidelines, rules, regulations, and laws related to occupational safety, health, risk management, and loss 
prevention using physical and electronic sources to assist with conflict resolution, problem solving, training and 
development, as well as decision making.2. Contacts the general public, employees, persons in other departments or 
divisions, representatives, and outside organizations, including producers and suppliers, for the purpose of furnishing or 
obtaining information.3. Collects information from staff and management regarding status updates, project schedules, 
and/or inspections to effectively make decisions, communicate to upper management, and/or prioritize work.4. Utilizes 
maps, computer software, plans, and other documents to collect safety information.5. Attends meetings and 
conferences/conference calls to gather information on new or existing policies, procedures, and project updates, best 
practices, technologies and other changes within the state.Communicating with Supervisors, Peers, or Subordinates1. 
Conducts periodic performance development meetings with subordinates to communicate and develop job plans and 
provide performance feedback and developmental guidance.2. Communicates effectively with employees, upper 
management and other internal business partners through reports, e-mails, memos, and other written communications 
in order to promote cooperation and ensure completion of objectives.3. Promotes general safe work habits through 
communication with employees, supervisors, and regional management.4. Conducts and/or attends meetings with 
assigned subordinates and other internal business partners to gather project information and status updates and to 
disseminate information.5. Presents technical information to small and large groups of internal business partners to 
disseminate information.Coordinating the Work and Activities of Others1. Coordinates and organizes regional safety 
committees following federal, state, and departmental laws and policies.2. Coordinates meetings, events, and other 
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special projects as required to ensure availability, attendance, and coverage within all regions.3. Coordinates workload 
with internal and external business partners as required to facilitate timely and accurate task completion.4. May oversee 
the filing and administration of workers' compensation claims with the appropriate contacts, including initial reporting 
and follow-up.Training and Teaching Others1. Develops training programs related to occupational safety and health for 
external and internal business partners as needed.2. Oversees training schedule and needs in order to improve skills, 
productivity, safety, and efficiency for assigned subordinates.3. Develops and conducts periodic technical training 
regarding safety and health to regional employees.4. Trains subordinates in the basic workflow and processes related to 
their tasks.Identifying Objects, Actions, and Events1. Identifies the cause of errors, problems, or defects relating to the 
inspection of equipment, environmental features, structures, material, real property, or other related components.2. 
May identify traffic control devices to determine compliance with federal and state regulations.3. Identifies work tasks 
that deviate from established standard operating procedures by recognizing differences and similarities to ensure that 
best practices are applied consistently.Developing Objectives and Strategies1. Develops, implements, and advises 
management on new strategies needed to maintain and enhance workplace safety.2. Monitors federal, state, and 
departmental laws and policies pertaining to occupational health and safety to develop implementation strategies to 
address changes and revisions to current policies/procedures.3. Assists in developing and implementing strategic 
programs and events to improve subordinate morale.Organizing, Planning, and Prioritizing Work1. Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work requirements.2. 
Organizes and prioritizes personal workload and/or the workloads of staff members through the use of calendars, lists, 
and other facilitators to ensure timely and accurate completion of work.3. Delegates tasks to subordinates based on the 
competencies they possess to ensure work is completed efficiently, accurately, and timely.Making Decisions and Solving 
Problems1. Conducts or directs the investigation of work-related incidents involving department employees such as loss 
or exposure for fleet vehicles, general liability, and property damage to determine root cause; communicates with other 
divisions about the investigation; and recommends corrective actions.2. Based on review of compiled safety statistics, 
recommends corrective actions to management as needed to improve occupational safety and health.3. Reviews project 
requirements to verify needed resources and proper PPE are in place, and assigns work as needed.Developing and 
Building Teams1. Encourages subordinates to pursue career development opportunities as a means of improving team 
performance.2. Models effective performance for co-workers and assigned subordinates to act as a role model, 
encourage success in others, and enhance trust.3. Identifies motivational factors relevant to assigned subordinates to 
enhance commitment and performance.Monitoring and Controlling Resources1. Manages work activities pertaining to 
risk management, occupational health and safety, and other transportation-related activities for regional operations 
within budgetary constraints.2. Manages the procurement, receipt, and payment of products, equipment, and/or 
services in compliance with all laws, rules, and regulations.Inspecting Equipment, Structures, or Material1. Oversees the 
inspection of workplace (job sites) to identify environmental/fire/safety hazards, unsafe practices, and proper use of 
personal protective equipment (PPE) in order to minimize exposures to occupational health risks.Evaluating Information 
to Determine Compliance with Standards1. Evaluates detailed and/or complex records, documentation, and 
transactions to determine compliance with federal, state, and departmental laws and policies.2. Reviews project sites, 
facilities, and complaints to determine compliance with federal, state, and departmental laws and policies.3. 
Investigates workers' compensation claims to assist in the determination of causation and provides the necessary 
eligibility of benefits information to assigned claims specialist.4. Reviews work activities, products, and/or information 
completed or provided by assigned subordinates and internal business partners to ensure accuracy and compliance with 
standards.5. Oversees the evaluation of PPE and other equipment to ensure adequate materials are implemented for 
the work assignment.Monitor Processes, Materials, or Surroundings1. Monitors project sites and work zone inspection 
forms to identify safety concerns and hazards in order to ensure compliance with federal, state, and departmental laws 
and policies and the Manual on Uniform Traffic Control Devices (MUTCD).2. Monitors the costs and expenditures related 
to safety programs and processes to ensure compliance with budgetary constraints and regulations.3. Monitors time 
and labor during each pay period to identify timekeeping issues and exceptions.Performing General Physical Activities1. 
Walks, crawls, and climbs through construction, inspection, and maintenance sites, which may include ladders, 
scaffolding, vehicles, slopes, hills, rough terrain, obstacles, and roadway structures of varying heights, to perform 
inspections and evaluate the inspection process in a variety of environmental conditions.2. Lifts job-related documents, 
equipment, and materials to complete assigned tasks in a variety of environmental conditions.Operating Vehicles, 
Mechanized Devices, or Equipment1. Operates pick-up truck, SUV, van, and other on-road delivery and transport 
vehicles within safety and departmental guidelines as necessary.Processing Information1. Maintains information in 
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appropriate databases to ensure federal and state records keeping requirements are met.2. Processes claims for 
damages against the state by investigating and providing documentation (i.e. incident investigation) to appropriate 
contacts.3. Manages the verification of valid equipment operator licenses/certifications for regional employees.4. 
Manages the review of inspection safety checklists of work equipment to ensure safe operating condition.5. Oversees 
the review and monitoring of hazard communication plan including chemical inventory and Safety and Data Sheets (SDS) 
as required by law.6. May assist with the coordination of regional drug testing pool to ensure testing and compliance 
with departmental regulations.7. Performs calculations related to time, labor, and costs to verify accuracy of reported 
work activities.Performing Administrative Activities1. Responds to emails, phone calls, and other correspondence as 
required.2. Updates internal databases to maintain daily reports and document time, schedule, and project 
compliance.3. Approves travel, time and attendance, training, and other related requests submitted by assigned 
subordinates to ensure compliance with departmental, state, and federal laws and policies.4. Initiates or reviews 
payments based on work completed.5. Enters personal time and leave/overtime requests into the appropriate 
databases as required.6. Prepares and mails correspondence to internal and external business partners.Interacting With 
Computers1. Uses appropriate database tracking software specific to the state and agency as required.2. Uses office 
productivity software including, but not limited to, word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines.3. Operates navigational GPS to 
obtain location data.4. Utilizes digital camera and other data recording equipment to record information and transfer 
files to centralized storage locations.Updating and Using Relevant Knowledge1. Periodically reviews current 
departmental, state, and federal information sources to identify relevant changes in policies, procedures, rules, 
regulations, and best practices to ensure self and/or assigned subordinates are knowledgeable on current systems.2. 
Actively seeks out work-related developmental opportunities for self and/or assigned subordinates to improve 
performance and team efficiency.3. Completes, and ensures staff completes, required technical training events to learn 
new procedures, ensure continual learning, maintain current knowledge of the field and required certifications, and 
increase job proficiency.Thinking Creatively1. Develops spreadsheets, presentations, forms, form letters, memos, 
database queries, logs, and other computer systems as required to facilitate accurate data gathering, tracking, training, 
efficiency, and dissemination.2. Participates in brainstorming sessions and makes recommendations to improve safety-
related practices and processes.Controlling Machines and Processes1. Utilizes office equipment including, but not 
limited to, copier, fax, phone, and scanner.  
 
Competencies (KSA’s): 
"Competencies: 1. Functional/Technical Competency  2. Problem Solving  3. Developing Direct Reports and Others  4. 
Priority Setting  5. Standing Alone  6. Action Oriented  7. Written Communications  8. Approachability  9. Integrity and 
Trust  10. Peer RelationshipsKnowledge: 1. Basic Knowledge of Biology  2. Intermediate Knowledge of Building and 
Construction  3. Basic Knowledge of Chemistry  4. Basic Knowledge of Design  5. Intermediate Knowledge of Education 
and Training  6. Basic Knowledge of Personnel and HR  7. Basic Knowledge of PhysicsSkills: 1. Active Learning  2. Active 
Listening  3. Speaking  4. Writing  5. Persuasion  6. Social Perceptiveness  7. Complex Problem Solving  8. 
Troubleshooting  9. Judgment and Decision Making  10. Basic Management of Personnel Resources  11. Time 
ManagementAbilities: 1. Deductive Reasoning  2. Fluency of Ideas  3. Oral Expression  4. Problem Sensitivity  5. Selective 
Attention  6. Visualization  7. Written Comprehension  8. Written Expression  9. Gross Body Equilibrium  10. Depth 
Perception  11. Speech Clarity " 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Various Hand Tools Vehicles Electronic Message Boards Navigational 
GPS Digital Camera Data Recording Equipment 
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076234 - TDOT TECHNICIAN 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5209 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:   Possess and maintain a Class D driver's license valid to 
operate vehicles in the State of Tennessee. An employee in this class may be required to possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion, a Class A Commercial Driver's License with an N 
endorsement (a 57 restriction is allowable) that is valid in the State of Tennessee.  Employees that are required to obtain 
a CDL will have five months from hire or promotion into title to obtain the applicable permits leading to eligibility for the 
specific required license. Employees that are required to obtain a Class A Commercial Driver's License with N 
endorsement and not meeting the age requirements for the required license must possess or obtain and maintain, at 
their own expense and within eleven months of hire or promotion into title, a Class B Commercial Driver's License that is 
valid in the State of Tennessee.  When the age requirements are met, the employee must, at their own expense and 
within eleven months, obtain a Class A Commercial Driver's License with N endorsement (a 57 restriction is allowable) 
that is valid in the State of Tennessee. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under immediate supervision, performs technical civil engineering assistance work of routine difficulty in the 
area of survey, materials, traffic, records administration, right-of-way, materials testing, or bridge; and performs related 
work as required. Distinguishing Features: This is the entry level classification in the TDOT Technician series.  An 
employee in this class is responsible for performing engineering computations related to project records administration 
functions or may be lead worker performing paraprofessional civil engineering assistance work such as conducting 
materials or soils tests or; operating survey equipment; operating machinery used in roadway construction and 
maintenance; performing geometric or algebraic calculations for field survey, materials testing, inspection, or project 
completion; or identifying bridge scour, deterioration or other related bridge deficiencies.  This class differs from TDOT 
Technician Senior in that the incumbent of the latter performs work of a higher degree of difficulty and is a supervisor.  
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates quantities and costs of 
materials for construction projects for inclusion in letting documents.Making Decisions and Solving Problems: Makes 
recommendations of repair and/or replacement of highway assets to supervisors or appropriate divisions.Processing 
Information: Measures road features along route to determine need for appropriate warning signs, mile markers, or 
speed advisory and appropriately documents work performed. Performs complex calculations related to measurements 
taken and/or tests performed in the course of daily work activities, including but not limited to producers' processes and 
activities, to determine existing conditions, quantities of repairs needed, and/or compliance with standards and 
specifications. Takes measurements of quantities, distances, dimensions, and other factors related to materials, project 
sites, and structures to determine quantities of repairs needed, existing conditions, and/or compliance with standards 
and specifications. Conducts complex tests as directed in accordance with prescribed procedures. Enters into technical 
database accurate and complete information gathered during work day or structural inspection in order to maintain 
accurate documentation. Quantifies test reports by compiling construction reports to recommend issuance of the 
materials certification letter.Judging the Qualities of Things, Services, or People: Evaluates the quality of highway assets 
to determine changes in conditions, value, safety, or quality and make recommendation for repair. Evaluates the quality 
of pre-cast and pre-stressed construction components for acceptance in usage. Judges whether a mobile or temporary 
work zone is safe for use and take corrective action if necessary. Judges whether a sample of material is appropriate for 
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testing. Reviews reports, recommendations, files, databases, and other documentation for accuracy and 
completeness.Inspecting Equipment, Structures, or Material:   Inspects producers' facilities, processes, and equipment 
to ensure compliance with procedures and specifications. Conducts assigned inspections of sites, bridges, and materials 
to determine that a task is being completed as specified. Performs pre-use and/or post-use inspection of equipment to 
ensure proper calibration, functionality, and safety. Visually checks existing signs, markings, or sign locations to 
determine legibility, damage, retro reflectivity or missing items as part of the required sign inventory.Identifying 
Objects, Actions, and Events: Identifies components of plans, bid documents, standard drawings, and schematics to 
identify quantities, location, placement, features, and details to guide assigned work. Identifies testing requirements 
based on proposed use to ensure that appropriate tests are performed.Drafting, Laying Out, and Specifying Technical 
Devices, Parts, and Equipment: Drafts reports and/or sketches to identify necessary repairs of bridges and other 
structures. Drafts technical reports to recommend procedural steps to be taken based on evaluation of sites and/or 
materials.Thinking Creatively: Designs and fabricates signs using computer software.Coordinating the Work and 
Activities of Others: Leads crew of technical staff by equitably assigning tasks to team members to ensure timely 
completion of all work assignments.Monitor Processes, Materials, or Surroundings:  Regularly monitors highway assets 
to determine need for replacement, repair, or changes in conditions and notifies supervisor of needed action. Monitors 
work environment visually to identify safety hazards. Monitors producers' facilities, processes, and equipment to ensure 
compliance with procedures and specifications. Monitors equipment and supplies to ensure readiness for use.Operating 
Vehicles, Mechanized Devices, or Equipment: Operates vehicles, including but not limited to, dump truck, water truck, 
paint truck, low-boy, boom truck, pick-up truck, SUV, van and other on road delivery and transport vehicles as necessary 
to deliver materials and personnel to work sites. Operates motorized equipment including, but not limited to, sweeper, 
roller, forklift, loader, skid steer, man lift, and other necessary equipment common in the work unit as required. 
Operates mobile testing and/or surveying equipment mounted to various vehicles.Evaluating Information to Determine 
Compliance with Standards: Evaluates test results to determine acceptance and appropriate use of material based on 
departmental policies. Evaluates existing conditions or field data to determine compliance with departmental policies 
and standards.Scheduling Work and Activities: Schedules inspections, traffic control, utility locations, testing, sub-
surface explorations, and other work activities as needed in coordination with internal and external business partners. 
Schedules daily work activities to meet requirements as specified by supervisor or procedures.Controlling Machines and 
Processes: Operates and lifts heavy equipment and/or machinery, including but not limited to, pneumatic hammers 
(approx. 75 lbs.), drilling equipment, augurs, various power saws, and other equipment as required.Coaching and 
Developing Others: Assists in the training of entry-level employees by providing on-the-job training and guidance as 
needed to facilitate learning and development.Getting Information: Collects construction material samples based on 
standardized sampling schedule for testing purposes to determine compliance with specifications. Obtains necessary 
information from appropriate databases, e-mails, and log books to determine daily work activity as directed by 
supervisor. Researches historical and current data to obtain information about projects and/or materials proposed for 
use. Obtains physical or electronic information from public records relating to projects. Collects equipment hours or 
mileage information daily to record on log sheet and report to supervisor.Updating and Using Relevant Knowledge: 
Completes required annual training events and maintains required certifications/qualifications to learn new procedures, 
increase job proficiency and/or maintain accreditation. Completes required safety training courses to ensure compliance 
with OSHA and TDOT policies. Independently researches current standards and specifications to maintain up-to-date 
knowledge of field. Participates in developmental activities to enhance performance or learn new procedures and 
increase job proficiency.Communicating with Persons Outside Organization: Communicates, with minimal direction from 
supervisor, with public verbally and using flags and other safety equipment to ensure the safety of the traveling public 
and work zone employees. Communicates, with minimal direction from supervisor, with external business partners 
verbally to answer questions about projects and invoices. Communicates with external business partners to coordinate 
the completion of sampling and testing. Responds with appropriate contact information for inquiries made by media 
and general public.Performing Administrative Activities:  Based on databases and other files, generates reports of job-
related information. Updates and/or maintains databases and/or project files of job-related information. Provides log 
books, test results, daily work reports, and other documentation to supervisor as required.Performing General Physical 
Activities: Climbs and/or balances on ladders, scaffolding, vehicles, slopes, hills, roadway structures of varying heights to 
maintain equipment and complete other assigned tasks in a variety of environmental conditions. Lifts job-related 
equipment and materials needed to complete assigned tasks in a variety of environmental conditions. Walks, crawls, 
and/or hikes through work sites possibly including rough terrain and obstacles to facilitate task completion in a variety 
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of environmental conditions.Organizing, Planning, and Prioritizing Work: Plans and prioritizes work of self and team 
based upon deadlines set by supervisor and/or project schedule. Determines amount of supplies and equipment needed 
to carry out job assignment.Interpreting the Meaning of Information for Others: Interprets technical information and 
verbiage to co-workers and/or internal and external business partners.Assisting and Caring for Others: Responds 
appropriately during roadside, work site, and other emergencies as required.Interacting With Computers: Operates 
computer hardware and software, plotters, scanners, digital cameras, testing equipment, data collectors, and other 
equipment to generate and/or complete reports, document collected data, and communicate with others to capture 
and maintain project information. Operates office productivity software including but not limited to, word processing 
programs, spreadsheet programs, presentation software, web-based email programs, and search engines to manage 
projects. Operates and/or updates technical databases to maintain and view job-related data. Operates navigational 
GPS to obtain location data. Operates employee self-service database to maintain and view personal employment data. 
Utilizes search functions on internal and external websites to research and identify information necessary for 
completion of task. Utilizes digital camera and other data recording equipment to record information and transfer files 
to centralized storage locations.Handling and Moving Objects: Replaces highway signs, fences, lighting, grates, manhole 
covers, and other equipment and structural items using a variety of appropriate hand tools in compliance with safety 
standards as required. Handles delicate survey, testing, and/or inspection equipment as required ensuring its safety and 
proper use. Operates basic hand tools including level rods, plumb bobs, brush hooks, hammers, and other similar tools. 
Delivers construction material samples to material and test labs for testing purposes to determine compliance with 
specifications. Clears brush as required to facilitate the taking of materials samples, survey shots, and visual 
inspections.Repairing and Maintaining Mechanical Equipment: Performs preventive maintenance, repairs, and calibrates 
lab and mobile testing equipment to ensure proper functioning. Performs operator-level maintenance such as topping 
off fluid levels, greasing service points, maintaining tire pressure, and other similar duties on assigned 
equipment.Monitoring and Controlling Resources: Secures equipment and vehicles assigned to team as per work unit 
policy to ensure equipment is not damaged or stolen. Monitors supplies and inventory to ensure adequate quantities 
are available for completion of work.Developing and Building Teams: Models effective performance for co-workers to 
provide a role model, encourage success in others, and enhance trust. Works politely and courteously with coworkers, 
supervisors, and other business partners to enhance mutual respect, trust, and cooperation among team 
members.Repairing and Maintaining Electronic Equipment:  Performs preventive maintenance, repairs, and calibrates 
lab and mobile testing and/or survey equipment to ensure proper functioning.Communicating with Supervisors, Peers, 
or Subordinates: Reports findings for each completed inspection to team leader to ensure compliance with FHWA 
regulations. Submits accurately completed forms documenting daily activities of self and others to assigned supervisor 
to ensure goals are met. Provides updates and status reports on progress of projects to supervisor and/or manager. 
Communicates or consults with supervisors, staff and co-workers by phone, written form, e-mail or in person to ensure 
established policies and procedures are followed. Notifies supervisor of expiration, suspension, revocation, or loss of 
driver's license at occurrence. Communicates with supervisor via written communication to request leave and/or 
overtime.Documenting/Recording Information:  Creates and/or updates log sheets and/or databases of inventories for 
materials samples, test results, structures, and/or signs. Documents recommendations made to other offices for repairs 
and replacements to maintain accurate records. Creates and maintains a survey log book for each project to maintain 
accurate records. Logs equipment usage including mileage, hours, and other factors to provide to supervisors as 
directed. Logs personal time worked, projects worked, and leave taken on department specific forms as directed by 
supervisor.Establishing and Maintaining Interpersonal Relationships: Communicates politely and courteously with 
coworkers, supervisors, and other business partners to ensure a positive and productive work environment.Resolving 
Conflicts and Negotiating with Others: Reports internal and external conflicts, complaints, and other issues to assigned 
supervisor or appropriate reporting authority as required. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency               Technical Learning             Time Management             Drive for 
Results                Written Communication                 Composure            Integrity and Trust             Listening                Peer 
Relationships             Self-DevelopmentKnowledge: Basic knowledge of simple carpentry Basic knowledge of roadway 
construction materials, methods, and plans Basic knowledge of roadway surveying Basic knowledge of hand tools and 
power tools as used for basic roadway maintenance and construction Basic knowledge of office clerical tasks including 
data entry, file management, and form completion (written or electronic) Basic knowledge of engineering and 



 TN Job Classification Specifications  
September 22, 2020 

technology Basic knowledge of simple mathematics (arithmetic, geometry, and calculations of area and volume) Basic 
knowledge of identifying geographical land features Basic knowledge of operating a variety of vehicles and other 
motorized equipment Basic knowledge of general maintenance of vehicles and equipment Basic knowledge of 
production and processing of materials used in roadway construction Basic knowledge of work zone establishment and 
safety procedures Basic knowledge of personal protective equipment, operation and use Basic knowledge of 
transportation systemsSkills: Active Learning Active Listening Application of Basic Mathematics Reading Comprehension 
Interpersonal Communication Basic Writing for form Completion Customer Service Equipment Maintenance Operation 
and Control of Equipment Application of procedures to conduct quality control tests Time ManagementAbilities: 
Memorization Deductive Reasoning Mathematical Reasoning Number Facility Oral Comprehension Oral Expression 
Problem Sensitivity Spatial Orientation Time Sharing Written Comprehension Written Expression Control Precision Arm-
Hand Steadiness Finger Dexterity Manual Dexterity Multi-limb Coordination Rate Control Reaction Time Speed of Limb 
Movement Static Strength Dynamic Strength Extent Flexibility Gross Body Equilibrium Depth Perception Speech Clarity 
Speech Recognition Peripheral Vision Visual Color Discrimination 
 
Tools and Equipment Used: 
Off-Road Equipment: Tractor with Attachments Mower Loader, Front End Roller, Steel Wheel Other Related 
EquipmentOn-Road Equipment: Truck, Paint Truck, Water Truck Dump Truck Trailer Low-Boy Pick-Up Truck, SUV, and 
Van Other Related EquipmentMachinery: Curbing Machine (automatic or manual) Asphalt Crack Seal Machine Mulcher 
Spreader Air Compressor, Portable Roller, Walk Behind Sweeper, Self-Propelled Brush Chipper Sprayer Sod Cutter Leaf 
Vacuum Loader Forklift Cutter, Asphalt/Concrete Traffic Line Remover Tiller Water Blaster Light Tower, Trailer Mounted 
Concrete Saw Pump, Water Chainsaw Jackhammer Mixer, Concrete and/or Brine Wood Chipper Weed Eater Pallet Jacks 
Other Related MachineryHand Tools: Shovel Rake Level Hammer Wheelbarrows Other Related Hand ToolsElectronic 
Equipment: Electronic Message Boards Materials Testing Equipment Computer Navigational GPS Digital Camera Data 
Recording Equipment 
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076235 - TDOT TECHNICIAN SENIOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5201 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work of increasing responsibility and skill in one or a combination of the following areas: 1)  
engineering assistance or higher level engineering experience including cartography, architecture, drafting, the 
calculation of volume, grade, slope, quantity of materials, or other engineering-related computations for roadway 
projects or permit review,  auditing construction or project records for proper documentation and correct calculations; 
or 2)  surveying or participating as a survey crew member; or 3)  Performing technical traffic, speed, and accident studies 
of average difficulty;  repairing, installing and/or replacing panel signs, working on a roadway paint crew, installing 
pavement markers; or 4)  conduction materials testing or materials inspection; or 5)  inspecting highway or bridge 
features; or  6) conducting  right-of-way investigations, including title searches, excess land research; or 7)  construction 
for highways, bridges, buildings or related roadway assets; site preparation, sub structural or structural alignment work;  
heavy equipment operation, and/or related facilities construction work involving site preparation, sub structural work, 
or structural work; or operation of highway construction and/or maintenance equipment and/or vehicles in excess of 
26,000 lbs. Gross Vehicle Weight (GVW) with air brakes, including but not limited to heavy dump trucks, backhoes, 
loaders, rollers, graders, hydraulic excavators, truck mounted post hole augers, snowplow wings, paver screeds, and 
farming equipment (based on size, cost, and complexity). Substitution of Education for Experience: An associate's 
degree received from an accredited college or university with emphasis in civil engineering and/or civil engineering 
technology may substitute for the required experience to a maximum of two years; OR A bachelor's degree received 
from an accredited college or university in engineering or a related field may substitute for the required experience to a 
maximum of four years; OR Completion of the TDOT Reconnect Transportation Systems Certificate Program may be 
substituted for eighteen months of the required experience. Substitution of Experience for Education: None  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a Class D driver's license valid to 
operate vehicles in the State of Tennessee. An employee in this class may be required to possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion, a Class A Commercial Driver's License with an N 
endorsement (a 57 restriction is allowable) that is valid in the State of Tennessee.  Employees that are required to obtain 
a CDL will have five months from hire or promotion into title to obtain the applicable permits leading to eligibility for the 
specific required license. Employees that are required to obtain a Class A Commercial Driver's License with N 
endorsement and not meeting the age requirements for the required license must possess or obtain and maintain, at 
their own expense and within eleven months of hire or promotion into title, a Class B Commercial Driver's License that is 
valid in the State of Tennessee.  When the age requirements are met, the employee must, at their own expense and 
within eleven months, obtain a Class A Commercial Driver's License with N endorsement (a 57 restriction is allowable) 
that is valid in the State of Tennessee. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory work of average difficulty in the area of survey, 
traffic, records administration, right-of-way, materials testing or bridge; and performs related work as required. 
Distinguishing Features: An employee in this class will perform and supervise work related to project records 
administration, materials or soils testing, survey, inspection, or utilities. This class differs from TDOT Technician in that 
an incumbent of the latter works at the entry level and is responsible for work of routine difficulty.  This class differs 
from TDOT Technician Supervisor in that the incumbent of the latter supervises multiple crews or acts as a technical 
advisor to professional engineering staff and performs work of considerable difficulty. 
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Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:   Estimates quantities and costs of 
materials for construction projects for inclusion in letting documents. Estimates quantities and costs of materials needed 
for construction projects and repairs.Judging the Qualities of Things, Services, or People: Evaluates the quality of 
highway assets to determine changes in conditions, value, safety, or quality and make recommendation for repair. 
Evaluates the quality of pre-cast and pre-stressed construction components for acceptance in usage. Judges whether a 
mobile or temporary work zone is safe for use and take corrective action if necessary. Assesses the performance of 
assigned subordinates and needs of the department to make decisions and recommendations including promotion, 
demotion, transfer and retention. Assesses the quality of the work of subordinates to inform, advise and guide 
performance management and development. Reviews reports, recommendations, files, databases, and other 
documentation for accuracy and completeness. Judges whether a sample of material is appropriate for 
testing.Processing Information: Conducts complex tests as directed in accordance with prescribed procedures. Measures 
road features along route to determine need for appropriate warning signs, mile markers, or speed advisory and 
appropriately documents work performed. Performs complex calculations related to measurements taken and/or tests 
performed in the course of daily work activities, including but not limited to producers' processes and activities, to 
determine existing conditions, quantities of repairs needed, and/or compliance with standards and specifications. Takes 
measurements of quantities, distances, dimensions, and other factors related to materials, project sites, and structures 
to determine quantities of repairs needed, existing conditions, and/or compliance with standards and specifications. 
Enters into technical database accurate and complete information gathered during work day or structural inspection in 
order to maintain accurate documentation. Quantifies test reports by compiling construction reports to recommend 
issuance of the materials certification letter. Conducts Independent Assurance test to verify that business partners' 
acceptance tests are accurate.Making Decisions and Solving Problems: Makes recommendations of repair and/or 
replacement of highway assets to supervisors or appropriate divisions. Makes necessary decisions to assign work tasks 
considering the quality and application of equipment, materials, and labor to ensure accomplishment of assigned goals 
within established performance standards and guidelines. Makes routine decisions involving work site conditions, 
materials, and techniques that may deviate from plans in order to meet specifications and guidelines. Resolves problems 
encountered by subordinates during daily work activities, such as equipment failures, staffing conflicts, and scheduling 
problems.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Drafts reports and/or sketches 
to identify necessary repairs of bridges and other structures. Drafts technical reports to recommend procedural steps to 
be taken based on evaluation of sites and/or materials.Monitor Processes, Materials, or Surroundings: Monitors work 
environment visually to identify safety hazards. Regularly monitors highway assets to determine need for replacement, 
repair, or changes in conditions and makes recommendation for action. Monitors producers' facilities, processes, and 
equipment to ensure compliance with procedures and specifications. Observes performance of subordinates to ensure 
fair work distribution and completion of assigned tasks per department guidelines and report to supervisor. Monitors 
equipment and supplies to ensure readiness for use.Evaluating Information to Determine Compliance with Standards: 
Evaluates special projects and/or research programs to recommend and evaluate the performance of new materials 
and/or procedures. Evaluates test results to determine acceptance and appropriate use of material based on 
departmental policies. Evaluates existing conditions or field data to determine compliance with departmental policies 
and standards. Compares results of Independent Assurance test against the results of business partners' acceptance 
tests to ensure results are within established guidelines and to comply with FHWA mandate.Guiding, Directing, and 
Motivating Subordinates: Supervises data collection, repair projects, sign fabrication, installation of highway assets, 
and/or other assigned functional areas of subordinates to provide approval or feedback. Supervises the performance of 
lab or field tests, laboratory operations, drilling operations, and other assigned functional areas of subordinates to 
provide approval or feedback. Provides motivation through positive reinforcement to promote a productive and 
efficient work environment. Sets performance standards and goals for subordinates and monitors 
performance.Inspecting Equipment, Structures, or Material: Inspects producers' facilities, processes, and equipment to 
ensure compliance with procedures and specifications, and makes recommendations for corrective actions. Conducts 
assigned inspections of sites, bridges, and materials to determine that a task is being completed as specified. Performs 
pre-use and/or post-use inspection of equipment to ensure proper calibration, functionality, and safety. Visually checks 
existing signs, markings, or sign locations to determine legibility, damage, retro-reflectivity or missing items as part of 
the required sign inventory, and makes recommendations for corrective actions.Caching and Developing Others: 
Discusses performance with subordinates to identify and correct deficiencies and to reinforce strengths. Mentors 
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subordinates in new skills and tasks including, but not limited to, testing procedures, equipment operation, inspection 
procedures/duties, and other tasks as assigned. Trains employees by providing on-the-job training and guidance as 
needed to facilitate learning and development.Coordinating the Work and Activities of Others: Coordinates the 
Technician Training Program in order to comply with FHWA regulations. Coordinates workload with internal and 
external business partners as required to facilitate timely and accurate task completion. Coordinates subordinates to 
ensure work activities are performed and completed to specification and in a timely manner.Resolving Conflicts and 
Negotiating with Others: Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and 
productive work environment. Maintains a respectful and productive work environment within the assigned work unit 
to minimize disputes and facilitate performance. Reports internal and external conflicts, complaints, and other issues to 
assigned supervisor or appropriate reporting authority as required.Thinking Creatively: Develops spreadsheets, forms, 
form letters, memos, database queries, logs, and other systems as required to facilitate accurate data gathering, 
tracking, training, efficiency and distributes information to appropriate personnel. Designs and fabricates signs using 
computer software. Develops process improvement suggestions to streamline workflow and improve 
processes.Organizing, Planning, and Prioritizing Work: Plans and prioritizes work of subordinates based upon deadlines 
required by project schedule. Incorporates last minute and unscheduled tasks into current workload to ensure timely 
and accurate completion of work. Determines amount of supplies and equipment needed to carry out job 
assignment.Scheduling Work and Activities: Schedules daily work activities of subordinates to meet requirements as 
specified by procedures, project schedules, and/or department goals. Schedules inspections, traffic control, utility 
locations, testing, sub-surface explorations, and other work activities as needed in coordination with internal and 
external business partners.Identifying Objects, Actions, and Events: Identifies components of plans, bid documents, 
standard drawings, and schematics to identify quantities, location, placement, features, and details to guide assigned 
work. Identifies testing requirements based on proposed use to ensure that appropriate tests are 
performed.Interpreting the Meaning of Information for Others:  Interprets a variety of rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance. Interprets technical information and verbiage to co-workers, subordinates, 
and/or internal and external business partners.Controlling Machines and Processes:  Operates and lifts heavy equipment 
and/or machinery, including but not limited to, pneumatic hammers (approx. 75 lbs.), drilling equipment, augurs, 
various power saws, and other equipment as required.Assisting and Caring for Others: Responds appropriately during 
roadside, work site, and other emergencies as required.Staffing Organizational Units:  Participates in hiring process 
including identifying hiring criteria, recruiting, and interviewing applicants.Communicating with Persons Outside 
Organization: Communicates, with minimal direction from supervisor, with public verbally and using flags and other 
safety equipment to ensure the safety of the traveling public and work zone employees. Communicates, with minimal 
direction from supervisor, with external business partners verbally to answer questions about projects and invoices. 
Communicates with property owners and/or external stakeholders to obtain and provide information about the project 
site, inspection, bridge condition, or permit request. Communicates with external business partners to coordinate the 
completion of sampling and testing. Responds with appropriate contact information for inquiries made by media and 
general public.Developing and Building Teams:  Models effective performance for subordinates to provide a role model, 
encourage success in others, and enhance trust. Identifies developmental opportunities appropriate for subordinates to 
improve team development. Leads subordinates by example by performing assigned work activities within specification 
and in a timely manner. Works politely and courteously with coworkers, supervisors, subordinates, and other business 
partners to enhance mutual respect, trust, and cooperation among team members.Updating and Using Relevant 
Knowledge: Completes required annual training events and maintains required certifications/qualifications to learn new 
procedures, increase job proficiency and/or maintain accreditation. Completes required safety training courses to 
ensure compliance with OSHA and TDOT policies. Participates in and assigns staff to attend developmental activities to 
enhance performance or learn new procedures and increase job proficiency. Independently researches current 
standards and specifications to maintain up-to-date knowledge of field.Performing General Physical Activities: Climbs 
and/or balances on ladders, scaffolding, vehicles, slopes, hills, roadway structures of varying heights to maintain 
equipment and complete other assigned tasks in a variety of environmental conditions. Walks, crawls, and/or hikes 
through work sites possibly including rough terrain and obstacles to facilitate task completion in a variety of 
environmental conditions. Lifts job-related equipment and materials needed to complete assigned tasks in a variety of 
environmental conditions.Operating Vehicles, Mechanized Devices, or Equipment: Operates vehicles, including but not 
limited to, dump truck, water truck, paint truck, low-boy, boom truck, pick-up truck, SUV, van and other on road delivery 
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and transport vehicles as necessary to deliver materials and personnel to work sites. Operates motorized equipment 
including, but not limited to, sweeper, roller, forklift, loader, skid steer, man lift, and other necessary equipment 
common in the work unit as required. Operates mobile testing and/or surveying equipment mounted to various 
vehicles.Analyzing Data or Information: Analyze historical cost data to facilitate the projection of accurate estimations. 
Analyzes the test results and written reports generated by subordinates in the lab or the field for accuracy and 
completeness.Documenting/Recording Information: Continually documents the performance of assigned subordinates 
to ensure accurate and unbiased performance evaluations. Documents communications with property owners and other 
stakeholders to maintain accurate and complete records. Creates and maintains a survey log book for each project to 
maintain accurate records. Creates and/or updates log sheets and/or databases of inventories for materials samples, 
test results, structures, and /or signs. Documents recommendations made to other offices for repairs and replacements 
to maintain accurate records. Logs and approves personal time worked, projects worked, and leave taken on 
department-specific forms. Logs and compiles data regarding equipment usage including mileage, hours, and other 
factors to maintain accurate and complete records.Interacting With Computers: Operates computer hardware and 
software, plotters, scanners, digital cameras, testing equipment, data collectors, and other equipment to generate 
and/or complete reports, document collected data, and communicate with others to capture and maintain project 
information. Operates office productivity software including but not limited to, word processing programs, spreadsheet 
programs, presentation software, web-based email programs, and search engines to manage projects. Operates and/or 
updates technical databases to maintain and view job-related data. Operates navigational GPS to obtain location data. 
Operates employee and manager self-service database to maintain and view personal employment data. Utilizes search 
functions on internal and external websites to research and identify information necessary for completion of task. 
Utilizes digital camera and other data recording equipment to record information and transfer files to centralized 
storage locations.Communicating with Supervisors, Peers, or Subordinates: Reports findings for each completed 
inspection to team leader to ensure compliance with FHWA regulations. Provides updates and status reports on 
progress of projects to supervisor and/or manager. Conducts and/or attends meetings with assigned subordinates and 
other internal business partners to gather project information and status updates and to disseminate information. 
Communicates or consults with supervisors, subordinates, and co-workers by phone, written form, e-mail or in person 
to ensure established policies and procedures are followed. Notifies supervisor of expiration, suspension, revocation, or 
loss of driver's license at occurrence. Communicates with supervisor and subordinates via written communication to 
coordinate leave and/or overtime.Handling and Moving Objects: Replaces highway signs, fences, lighting, grates, 
manhole covers, and other equipment and structural items using a variety of appropriate hand tools in compliance with 
safety standards as required. Handles delicate survey, testing, and/or inspection equipment as required to ensure its 
safety and proper use. Operates basic hand tools including level rods, plumb bobs, brush hooks, hammers, and other 
similar tools. Delivers construction material samples to material and test labs for testing purposes to determine 
compliance with specifications. Clears brush as required to facilitate the taking of materials samples, survey shots, and 
visual inspections.Getting Information:  Collects construction material samples based on standardized sampling schedule 
for testing purposes to determine compliance with specifications. Researches historical and current data to obtain 
information about projects and/or materials proposed for use. Obtains necessary information from appropriate 
databases, e-mails, and log books to determine daily work activity. Obtains physical or electronic information from 
public records and other internal or external business partners in order to verify accuracy of information. Collects 
equipment hours or mileage information daily to record on log sheet.Monitoring and Controlling Resources:  Monitors 
overtime hours and/or materials purchased and used to ensure project is within budgetary requirements. Reviews and 
approves overtime requests and materials overages. Monitors supplies and inventory to ensure adequate quantities are 
available for completion of work. Secures equipment and vehicles assigned to team as per work unit policy to ensure 
equipment is not damaged or stolen.Performing Administrative Activities: Based on databases and other files, generates 
reports of job-related information. Updates and/or maintains databases and/or project files of job-related information. 
Receives log books, test results, daily work reports, and other documentation submitted by subordinates and reviews 
documents for compliance with policies.Establishing and Maintaining Interpersonal Relationships:  Networks with 
internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified effort. 
Communicates politely and courteously with coworkers, supervisors, subordinates, and other business partners to 
ensure a positive and productive work environment.Repairing and Maintaining Mechanical Equipment:  Performs and 
oversees the preventive maintenance, repairs, and calibration of lab and mobile testing equipment to ensure proper 
functioning. Performs and oversees operator-level maintenance such as topping off fluid levels, greasing service points, 
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maintaining tire pressure, and other similar duties on assigned equipment.Repairing and Maintaining Electronic 
Equipment: Performs and oversees the preventive maintenance, repairs, and calibration of lab and mobile testing 
and/or survey equipment to ensure proper functioning. 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competency           Decision Quality             Directing Others             Organizing         
Confronting Direct Reports         Drive for Results            Written Communication             Integrity and Trust         
Interpersonal Savvy                  Building Effective Teams                 .Knowledge: Intermediate knowledge of simple 
carpentry Intermediate knowledge of roadway construction materials, methods, and plans Intermediate knowledge of 
roadway surveying Intermediate knowledge of hand tools and power tools as used for basic roadway maintenance and 
construction Intermediate knowledge of office clerical tasks including data entry, file management, and form completion 
(written or electronic) Basic knowledge of engineering and technology Intermediate knowledge of mathematics 
(arithmetic, algebra, geometry, and calculations of area and volume) Intermediate knowledge of identifying 
geographical land features Intermediate knowledge of operating a variety of vehicles and other motorized equipment 
Basic knowledge of general maintenance of vehicles and equipment Intermediate knowledge of production and 
processing of materials used in roadway construction Intermediate knowledge of work zone establishment and safety 
procedures Basic knowledge of departmental specifications, policies, and procedures Intermediate knowledge of 
personal protective equipment, operation and use Basic knowledge of transportation systemsSkills: Monitoring of 
People and Processes Active Listening Application of Mathematics Interpersonal Communication Technical Writing and 
Reporting Coordination of People and Processes Instructing Customer Service Problem Solving and Troubleshooting 
Equipment Selection Operation and Control of Equipment Conduct and Evaluate Quality Control Tests Supervision Time 
ManagementAbilities: Deductive Reasoning Mathematical Reasoning Number Facility Oral Comprehension Oral 
Expression Problem Sensitivity Spatial Orientation Time Sharing Written Comprehension Written Expression Control 
Precision Arm-Hand Steadiness Finger Dexterity Manual Dexterity Multi-limb Coordination Static Strength Dynamic 
Strength Extent Flexibility Gross Body Equilibrium Depth Perception Peripheral Vision Visual Color Discrimination 
 
Tools and Equipment Used: 
Off-Road Equipment: Tractor with Attachments Mower Loader, Front End Roller, Steel Wheel Other Related 
EquipmentOn-Road Equipment: Truck, Paint Truck, Water Truck Dump Truck Trailer Low-Boy Pick-Up Truck, SUV, and 
Van Other Related EquipmentMachinery: Curbing Machine (automatic or manual) Asphalt Crack Seal Machine Mulcher 
Spreader Air Compressor, Portable Roller, Walk Behind Sweeper, Self-Propelled Brush Chipper Sprayer Sod Cutter Leaf 
Vacuum Loader Forklift Cutter, Asphalt/Concrete Traffic Line Remover Tiller Water Blaster Light Tower, Trailer Mounted 
Concrete Saw Pump, Water Chainsaw Jackhammer Mixer, Concrete and/or Brine Wood Chipper Weed Eater Pallet Jacks 
Other Related MachineryHand Tools: Shovel Rake Level Hammer Wheelbarrows Other Related Hand ToolsElectronic 
Equipment: Electronic Message Boards Materials Testing Equipment Computer Navigational GPS Digital Camera Data 
Recording Equipment 
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076236 - TDOT TECHNICIAN SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4284 
 
Minimum Qualifications: 
"Education and Experience: Education equivalent to graduation from an accredited college or university with an 
associate's degree in engineering and/or engineering technology, survey, or mapping and experience equivalent to three 
years of full-time technical civil engineering or higher level civil engineering work in one or a combination of the 
following areas: 1) drafting for building, roadways, bridges, or other roadway assets; 2) surveying; 3) highway or bridge 
inspection and/or maintenance; 4) the calculation of grades, profiles, or engineering computations; 5) materials testing; 
or 6) real estate research, acquisitions, or relocations. Substitution of Education for Experience: A bachelor's degree 
received from an accredited college or university in engineering or a related field may substitute for the required 
experience to a maximum of four years; OR Completion of the TDOT Reconnect Transportation Systems Certificate 
Program may be substituted for eighteen months of the required experience. Substitution of Experience for Education:  
Qualifying technical civil engineering or higher level civil engineering experience in one or a combination of the following 
areas may substitute for the required education to a maximum of two years:1)  engineering assistance or higher level 
engineering experience including cartography, architecture, drafting, the calculation of volume, grade, slope, quantity of 
materials, or other engineering-related computations for roadway projects or permit review,  auditing construction or 
project records for proper documentation and correct calculations; or 2)  surveying or participating as a survey crew 
member; or 3)  Performing technical traffic, speed, and accident studies of average difficulty;  repairing, installing and/or 
replacing panel signs, working on a roadway paint crew, installing pavement markers; or 4)conduction materials testing 
or materials inspection; or 5)  inspecting highway or bridge features; or  6) conducting  right-of-way investigations, 
including title searches, excess land research; or 7)  construction for highways, bridges, buildings or related roadway 
assets; site preparation, sub structural or structural alignment work;  heavy equipment operation, and/or related 
facilities construction work involving site preparation, sub structural work, or structural work; or operation of highway 
construction and/or maintenance equipment and/or vehicles in excess of 26,000 lbs. Gross Vehicle Weight (GVW) with 
air brakes, including but not limited to heavy dump trucks, backhoes, loaders, rollers, graders, hydraulic excavators, 
truck mounted post hole augers, snowplow wings, paver screeds, and farming equipment (based on size, cost, and 
complexity). " 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possess and maintain a Class D driver's license valid to 
operate vehicles in the State of Tennessee. An employee in this class may be required to possess and maintain, or obtain 
at their own expense and within eleven months of hire or promotion, a Class A Commercial Driver's License with an N 
endorsement (a 57 restriction is allowable) that is valid in the State of Tennessee.  Employees that are required to obtain 
a CDL will have five months from hire or promotion into title to obtain the applicable permits leading to eligibility for the 
specific required license. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, may be responsible for supervising work of multiple technical crews.  Is 
responsible for performing technical civil engineering assistant work of considerable difficulty and for directly assisting 
engineering staff in the area of survey, traffic, records administration, right-of-way, bridge, or materials testing; and 
performs related work as required.  Distinguishing Features: An employee in this class will manage multiple crews 
performing work related to project records administration, materials or soils testing, survey, inspection, or right-of-way; 
or directly assist professional engineering staff with technical work in the areas of records administration, materials 
testing, traffic, structures, survey, bridge, or right-of-way. This class differs from TDOT Technician Senior in that an 
incumbent of the latter is a supervisor of a single technical crew and performs work of average difficulty. 
 
Work Activities: 
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Estimating the Quantifiable Characteristics of Products, Events, or Information:  Estimates quantities and costs of 
materials and resources needed for construction projects and repairs. Estimates time, physical capital, equipment, and 
manpower required to complete tasks to plan efficient workflow. Judging the Qualities of Things, Services, or People:  
Evaluates the quality of highway assets to determine changes in conditions, value, safety, or quality and make 
recommendation for repair. Evaluates the quality of pre-cast and pre-stressed construction components for acceptance 
in usage. Judges whether a mobile or temporary work zone is safe for use and take corrective action if necessary. 
Assesses the performance of assigned subordinates and needs of the department to make decisions and 
recommendations including promotion, demotion, transfer and retention. Reviews reports, recommendations, files, 
databases, and other documentation for accuracy and completeness. Assesses the quality of the work of subordinates to 
inform, advise and guide performance management and development. Judges whether a sample of material is 
appropriate for testing. Making Decisions and Solving Problems:  Makes complex decisions related to the management 
of divisional and program operations, activities, and performance. Makes and approves recommendations for repair 
and/or replacement of highway assets. Makes necessary decisions to assign work tasks considering the quality and 
application of equipment, materials, and labor to ensure accomplishment of assigned goals within established 
performance standards and guidelines. Makes decisions involving work site conditions, materials, and techniques that 
may deviate from plans in order to meet specifications and guidelines. Resolves problems encountered by subordinates 
during daily work activities, such as equipment failures, staffing conflicts, and scheduling problems. Authorizes materials 
samples and test results for use to ensure quality materials are used in project. Coordinating the Work and Activities of 
Others:   Coordinates multiple teams of subordinates to ensure work activities are performed and completed to 
specification and in a timely manner. Coordinates workload with internal and external business partners as required to 
facilitate timely and accurate task completion. Coordinates the Technician Training Program in order to comply with 
FHWA regulations. Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:  Drafts reports and/or 
sketches to identify necessary repairs of bridges and other structures. Drafts technical reports to recommend procedural 
steps to be taken based on evaluation of sites and/or materials. Scheduling Work and Activities:  Oversees the 
scheduling of daily work activities of subordinates to meet requirements as specified by procedures, project schedules, 
and/or department goals. Oversees the scheduling of inspections, traffic control, utility locations, testing, sub-surface 
explorations, and other work activities as needed in coordination with internal and external business partners. Provide 
Consultation and Advice to Others:  Answers inquiries regarding testing procedures, specification requirements, 
notification of acceptability of materials, questionable materials, inspections, and survey procedures and results. 
Processing Information:   Performs and verifies complex calculations related to measurements taken and/or tests 
performed in the course of daily work activities, including but not limited to producers' processes and activities, to 
determine existing conditions, quantities of repairs needed, and/or compliance with standards and specifications. Uses 
measurements of quantities, distances, dimensions, and other factors related to materials, project sites, and structures 
to determine quantities of repairs needed, existing conditions, and/or compliance with standards and specifications. 
Conducts complex tests and reviews results as directed in accordance with prescribed procedures. Measures and verifies 
measurements of, road features along route to determine need for appropriate warning signs, mile markers, or speed 
advisory and appropriately documents work performed. Enters into technical database accurate and complete 
information gathered during work day or structural inspection, and reviews information, in order to maintain accurate 
documentation. Quantifies test reports by compiling construction reports to recommend issuance of the materials 
certification letter. Conducts surveys to evaluate quality of training programs and compiles results to inform training 
instructors about the need for improvements. Guiding, Directing, and Motivating Subordinates:  Supervises the 
performance of lab or field tests, laboratory operations, drilling operations, and other assigned functional areas of 
subordinates to provide approval or feedback. Supervises data collection, repair projects, sign fabrication, installation of 
highway assets, and/or other assigned functional areas of subordinates to provide approval or feedback. Oversees the 
monitoring of producers' facilities, processes, and equipment to ensure compliance with procedures and specifications. 
Sets performance standards and goals for subordinates and monitors performance. Provides motivation through 
positive reinforcement to promote a productive and efficient work environment. Monitor Processes, Materials, or 
Surroundings:  Monitors work environment visually to identify safety hazards. Regularly monitors highway assets to 
determine need for replacement, repair, or changes in conditions and makes recommendation for action. Observes 
performance of subordinates to ensure fair work distribution and completion of assigned tasks per department 
guidelines and report to supervisor. Monitors equipment and supplies to ensure readiness for use. Evaluating 
Information to Determine Compliance with Standards:  Evaluates test results to determine acceptance and appropriate 
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use of material based on departmental policies. Evaluates existing conditions or field data to determine compliance with 
departmental policies and standards. Compares results of Independent Assurance test against the results of business 
partners' acceptance tests to ensure results are within established guidelines and to comply with FHWA mandate. 
Evaluates special projects and/or research programs to recommend and evaluate the performance of new materials 
and/or procedures. Inspecting Equipment, Structures, or Material:  Inspects producers' facilities, processes, and 
equipment to ensure compliance with procedures and specifications, and provides resolution through corrective actions 
as needed. Visually checks existing signs, markings, or sign locations to determine legibility, damage, retro reflectivity or 
missing items as part of the required sign inventory, and makes recommendations for corrective actions. Performs pre-
use and/or post-use inspection of equipment to ensure proper calibration, functionality, and safety. Analyzing Data or 
Information:  Analyzes data, processes, policies, and procedures to document and/or develop recommendations for 
changes in operations which affect the economy, efficiency and quality of departmental and divisional operations and 
services. Analyzes historical cost data to facilitate the projection of accurate estimations. Analyzes the test results and 
written reports generated by subordinates in the lab or the field for accuracy and completeness. Organizing, Planning, 
and Prioritizing Work:  Incorporates last minute and unscheduled tasks into current workload to ensure timely and 
accurate completion of work. Plans and prioritizes work of team based upon deadlines required by project schedule. 
Determines amount of supplies and equipment needed to carry out job assignment and procures said supplies and 
equipment. Resolving Conflicts and Negotiating with Others:  Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Reports internal and 
external conflicts, complaints, and other issues to assigned supervisor or appropriate reporting authority as required. 
Coaching and Developing Others:  Discusses performance with subordinates to identify and correct deficiencies and to 
reinforce strengths. Trains employees by providing on-the-job training and guidance as needed to facilitate learning and 
development. Mentors subordinates in new skills and tasks including, but not limited to, testing procedures, equipment 
operation, inspection procedures/duties, and other tasks as assigned. Interpreting the Meaning of Information for 
Others:  Interprets a variety of rules, regulations, policies, procedures, and documentation for internal and external 
business partners to facilitate understanding, enhance communications, and ensure compliance. Interprets technical 
information and verbiage to co-workers, subordinates, and/or internal and external business partners. Developing 
Objectives and Strategies:  Assists in developing and implementing strategies and objectives and goals for assigned 
program areas to enhance performance and improve organizational efficiency. Assists in developing and implementing 
strategic programs and events to improve subordinate morale. Identifying Objects, Actions, and Events:  Identifies 
components of plans, bid documents, standard drawings, and schematics to identify quantities, location, placement, 
features, and details to guide assigned work. Identifies testing requirements based on proposed use to ensure that 
appropriate tests are performed. Controlling Machines and Processes:  Operates and lifts heavy equipment and/or 
machinery, including but not limited to, pneumatic hammers (approx. 75 lbs.), drilling equipment, augurs, various power 
saws, and other equipment as required. Training and Teaching Others:  Facilitate and schedules technical training to 
improve skills, productivity, safety, and efficiency for assigned subordinates. Staffing Organizational Units:  Participates 
in hiring process including identifying hiring criteria, recruiting, and interviewing applicants. Documenting/Recording 
Information:  Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations. Documents the maintenance and calibration of all lab and mobile testing equipment and 
technician qualifications to ensure compliance. Documents all information related to completion of the Technician 
Training Program in order to comply with FHWA regulations. Oversees the creation of log sheets and/or databases of 
inventories for materials samples, test results, structures, and /or signs. Documents recommendations made to other 
offices for repairs and replacements to maintain accurate records. Creates and maintains a survey log book for each 
project to maintain accurate records. Documents communications with property owners and other stakeholders to 
maintain accurate and complete records. Logs and approves personal time worked, projects worked, and leave taken on 
department-specific forms. Logs and compiles data regarding equipment usage including mileage, hours, and other 
factors to maintain accurate and complete records. Getting Information:  Participates in and supervises field research, 
reviews, and studies to collect data for evaluation and decision making purposes. Researches policies, procedures, 
guidelines, rules, regulations, and laws related to departmental and divisional work processes using physical and 
electronic sources to inform conflict resolution, problem solving, and decision making. Attends management meetings 
and conferences/conference calls to gather information on federal, state, and local laws, policies, procedures, process 
updates, best practices, and related matters. Makes regular contacts with persons in other departments or divisions, or 
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outside organizations and representatives for the purpose of furnishing or obtaining information. Researches historical 
and current data to obtain information about projects and/or materials proposed for use. Obtains physical or electronic 
information from public records and other internal or external business partners in order to verify accuracy of 
information. Obtains necessary information from appropriate databases, e-mails, and log books to determine daily work 
activity for subordinates. Monitoring and Controlling Resources:   Monitors overtime hours and/or materials purchased 
and used to ensure project is within budgetary requirements. Monitors and procures supplies and inventory to ensure 
adequate quantities are available for completion of work. Reviews and approves overtime requests and materials 
overages. Secures equipment and vehicles assigned to team as per work unit policy to ensure equipment is not damaged 
or stolen. Updating and Using Relevant Knowledge:  Completes and assigns subordinates to complete required annual 
training events and maintains required certifications/qualifications to learn new procedures, increase job proficiency 
and/or maintain accreditation. Participates in and assigns staff to attend developmental activities to enhance 
performance or learn new procedures and increase job proficiency. Completes, and ensures that subordinates complete 
required safety training courses to ensure compliance with OSHA and TDOT policies. Independently researches current 
standards and specifications to maintain up-to-date knowledge of field. Performing General Physical Activities:  Climbs 
and/or balances on ladders, scaffolding, vehicles, slopes, hills, roadway structures of varying heights to maintain 
equipment and complete other assigned tasks in a variety of environmental conditions. Lifts job-related equipment and 
materials needed to complete assigned tasks in a variety of environmental conditions. Walks, crawls, and/or hikes 
through work sites possibly including rough terrain and obstacles to facilitate task completion in a variety of 
environmental conditions. Operating Vehicles, Mechanized Devices, or Equipment:  Operates vehicles, including but not 
limited to, dump truck, water truck, paint truck, low-boy, boom truck, pick-up truck, SUV, van and other on road delivery 
and transport vehicles as necessary to deliver materials and personnel to work sites. Operates motorized equipment 
including, but not limited to, sweeper, roller, forklift, loader, skid steer, man lift, and other necessary equipment 
common in the work unit as required. Operates mobile testing and/or surveying equipment mounted to various 
vehicles. Developing and Building Teams:  Works politely and courteously with coworkers, supervisors, subordinates, 
and other business partners to enhance mutual respect, trust, and cooperation among team members. Models effective 
performance for co-workers and assigned subordinates to provide a role model, encourage success in others, and 
enhance trust. Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Performing Administrative Activities:  Updates and/or maintains databases and/or project files of job-
related information. Based on databases and other files, generates reports of job-related information. Receives log 
books, test results, daily work reports, and other documentation submitted by subordinates and reviews documents for 
compliance with policies. Assisting and Caring for Others:   Responds appropriately during roadside, work site, and other 
emergencies as required. Interacting With Computers:  Operates computer hardware and software, plotters, scanners, 
digital cameras, testing equipment, data collectors, and other equipment to generate and/or complete reports, 
document collected data, and communicate with others to capture and maintain project information. Operates and/or 
updates technical databases to maintain and view job-related data. Operates office productivity software including but 
not limited to, word processing programs, spreadsheet programs, presentation software, web-based email programs, 
and search engines to manage projects. Utilizes search functions on internal and external websites to research and 
identify information necessary for completion of task. Utilizes digital camera and other data recording equipment to 
record information and transfer files to centralized storage locations. Operates navigational GPS to obtain location data. 
Operates employee and manager self-service database to maintain and view personal employment data. 
Communicating with Supervisors, Peers, or Subordinates:  Reports findings for each completed inspection to team 
leader to ensure compliance with FHWA regulations. Provides updates and status reports on progress of projects to 
supervisor and/or manager. Conducts and/or attends meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information. Communicates or consults 
with supervisors, subordinates, and co-workers by phone, written form, e-mail or in person to ensure established 
policies and procedures are followed. Notifies supervisor of expiration, suspension, revocation, or loss of driver's license 
at occurrence. Communicates with supervisor and subordinates via written communication to coordinate leave and/or 
overtime. Handling and Moving Objects:   Replaces highway signs, fences, lighting, grates, manhole covers, and other 
equipment and structural items using a variety of appropriate hand tools in compliance with safety standards as 
required. Handles delicate survey, testing, and/or inspection equipment as required to ensure its safety and proper use. 
Operates basic hand tools including level rods, plumb bobs, brush hooks, hammers, and other similar tools. Delivers 
construction material samples to material and test labs for testing purposes to determine compliance with 
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specifications. Clears brush as required to facilitate the taking of materials samples, survey shots, and visual inspections. 
Communicating with Persons Outside Organization:  Communicates with property owners and/or external stakeholders 
to obtain and provide information about the project site, inspection, bridge condition, or permit request. Communicates 
with external business partners to coordinate the completion of sampling and testing. Communicates with external 
business partners verbally to answer questions about projects and invoices. Responds with appropriate contact 
information for inquiries made by media and general public. Establishing and Maintaining Interpersonal Relationships:  
Networks with internal and external business partners to ensure open dialogues exist and to facilitate coordination and 
unified effort. Communicates politely and courteously with coworkers, supervisors, subordinates, and other business 
partners to ensure a positive and productive work environment. Repairing and Maintaining Mechanical Equipment:  
Performs and oversees the preventive maintenance, repairs, and calibration of lab and mobile testing equipment to 
ensure proper functioning and maintain lab and other qualifications. Performs and oversees operator-level maintenance 
such as topping off fluid levels, greasing service points, maintaining tire pressure, and other similar duties on assigned 
equipment. Repairing and Maintaining Electronic Equipment:  Performs and oversees the preventive maintenance, 
repairs, and calibration of lab and mobile testing and/or survey equipment to ensure proper functioning and maintain 
lab and other qualifications. Thinking Creatively:  Develops spreadsheets, forms, form letters, memos, database queries, 
logs, and other systems as required to facilitate accurate data gathering, tracking, training, efficiency and distributes 
information to appropriate personnel. Participates in brainstorming sessions and makes recommendations to improve 
technical specifications, departmental and divisional practices and processes. Develops process improvement 
suggestions to streamline workflow and improve processes 
 
Competencies (KSA’s): 
Competencies:  Strategic Agility                    Decision Quality                   Delegation               Process Management          
Confronting Direct Reports              Drive for Results                  Organizational Agility            Integrity and Trust               
Motivating Others                 Building Effective Teams                Knowledge:  Basic knowledge of leadership skills 
Intermediate knowledge of roadway surveying Intermediate knowledge of roadway construction materials, methods, 
and plans Intermediate knowledge of office clerical tasks including data entry, file management, and form completion 
(written or electronic) Intermediate knowledge of engineering and technology Intermediate knowledge of mathematics 
(arithmetic, algebra, geometry, and calculations of area and volume) Intermediate knowledge of identifying 
geographical land features Intermediate knowledge of operating a variety of vehicles and other motorized equipment 
Intermediate knowledge of work zone establishment and safety procedures Intermediate knowledge of production and 
processing of materials used in roadway construction Intermediate knowledge of departmental specifications, policies, 
and procedures Intermediate knowledge of personal protective equipment, operation and use Basic knowledge of 
personnel and human resources Intermediate knowledge of transportation systems Skills:  Monitoring of People and 
Processes Learning Strategies Application of Mathematics Interpersonal Communication Technical Writing and 
Reporting Coordination of People and Processes Instructing Customer Service Complex Problem Solving and 
Troubleshooting Conduct and Evaluate Quality Control Tests Judgment and Decision Making Management of Financial, 
Material, and Personnel Resources Abilities:  Deductive Reasoning Mathematical Reasoning Oral Expression Problem 
Sensitivity Time Sharing Written Comprehension Written Expression Extent Flexibility Speech Clarity Speech Recognition 
Dynamic Strength 
 
Tools and Equipment Used: 
Off-Road Equipment:  Tractor with Attachments Mower Loader, Front End Roller, Steel Wheel Other Related Equipment 
On-Road Equipment:  Truck, Paint Truck, Water Truck Dump Truck Trailer Low-Boy Pick-Up Truck, SUV, and Van Other 
Related Equipment Machinery:  Curbing Machine (automatic or manual) Asphalt Crack Seal Machine Mulcher Spreader 
Air Compressor, Portable Roller, Walk Behind Sweeper, Self-Propelled Brush Chipper Sprayer Sod Cutter Leaf Vacuum 
Loader Forklift Cutter, Asphalt/Concrete Traffic Line Remover Tiller Water Blaster Light Tower, Trailer Mounted Concrete 
Saw Pump, Water Chainsaw Jackhammer Mixer, Concrete and/or Brine Wood Chipper Weed Eater Pallet Jacks Other 
Related Machinery Hand Tools:  Shovel Rake Level Hammer Wheelbarrows Other Related Hand Tools Electronic 
Equipment:  Electronic Message Boards Materials Testing Equipment Computer Navigational GPS Digital Camera Data 
Recording Equipment   
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097952 - TDOT TMC SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4615 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work in one or a combination of the following: (1) transportation or traffic management center 
operations; (2) security surveillance work; (3) any emergency response work, including but not limited to, law 
enforcement, fire suppression, highway response, emergency medical, or emergency dispatch work; or (4) technical 
traffic studies, including but not limited to, traffic data collection or traffic analysis work.  One of the four years must be 
supervisory. Substitution of Education for Experience: Additional college course work from an accredited college or 
university may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. OR 
Substitution of Education for Experience:  Completion of the TDOT Reconnect Transportation Systems Certificate 
Program may be substituted for eighteen months of the required experience. Substitution of Experience for Education: 
None  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for traffic incident and management supervisory work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the second-level 
supervisory class in the TDOT TMC Technician Series. An employee in this class manages the traffic incident and 
congestion management functions at a Transportation Management Center and supervises the Transportation Mgt 
Center Operations staff associated with these functions. This class differs from TDOT TMC Technician Senior in that an 
incumbent of the latter functions as a first level supervisor. 
 
Work Activities: 
Coaching and Developing Others:1. Provides training to employees on TMC processes, procedures, policies, best 
practices, and technology.2. Provides mentoring and on the job training to subordinate staff, coworkers, and other 
employees to facilitate development and job performance as required.3. Discusses performance with subordinates and 
staff to identify and correct deficiencies and to reinforce strengths.4. Provides developmental feedback to subordinates 
and staff to ensure successful performance.Organizing, Planning, and Prioritizing Work:1. Prioritizes daily activities based 
upon severity of unplanned events to maximize efficiency of operations.2. Incorporates last minute and unscheduled 
tasks into current workload to ensure timely and accurate completion of work.3. Organizes and prioritizes workload of 
subordinates to ensure timely and accurate completion of work.Scheduling Work and Activities:1. Creates work 
schedules for personnel to ensure appropriate level of staff is available for daily operations.2. Schedules additional 
hours for special events, construction, and other events which require additions to normal scheduling.3. Schedules 
and/or coordinates the work of subordinates to ensure completion of tasks and achievement of divisional 
goals.Resolving Conflicts and Negotiating with Others:1. Resolves interpersonal conflicts between staff and/or staff and 
other agencies to ensure a respectful and productive work environment.2. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance.Staffing Organizational 
Units:1. Conducts interviews and recruiting efforts for new job candidates.2. Makes recommendations to management 
regarding employment, promotion, and/or termination.Making Decisions and Solving Problems:1. Evaluates incident to 
recommend and approve appropriate detour route needed for diversion of traffic.2. Ensures appropriate resources are 
used to disseminate information to the public.3. Determines which traffic control device is activated to notify traveling 
public of current traffic incidents and conditions such as construction, lane closures, travel times and potential road 
hazards.4. Evaluates incident and notify appropriate emergency personnel of the best response route.5. Participates in 
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TMC workshops to discuss and recommend changes in TMC operations and procedures.Documenting/Recording 
Information:1. Posts appropriate message to warn motorists of incidents and their location, provide alternate routes, 
and prevent secondary crashes due to traffic congestion.2. Documents the performance of assigned subordinates and 
their staff to ensure accurate and unbiased performance reviews.3. Compiles various required reports used to measure 
performance of operations.4. Updates transportation management systems, software, and communications as required 
to reflect incident progression and resolution in accordance with TMC guidelines and supervisor direction.5. Enters 
relevant information pertaining to the progression and resolution of the incident, including but not limited to mile 
marker location, type of incident, weather conditions during incident, duration of lane and shoulder closures, and 
emergency personnel on scene.Judging the Qualities of Things, Services, or People:1. Reviews the assessments of staff 
completed by assigned subordinates to ensure accurate and unbiased performance reviews.2. Assesses the 
performance of assigned subordinates for the performance management process.3. Assesses the work activities of 
assigned contractors and/or other divisional staff assisting TMC operations.4. Assesses the value of products and/or 
equipment used in TMC operations.Guiding, Directing, and Motivating Subordinates:1. Sets performance standards and 
goals for staff and monitors performance.2. Leads staff to perform activities according to departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures.3. Supervises others in the implementation of 
departmental goals, objectives, and assigned tasks.Coordinating the Work and Activities of Others:1. Coordinates the 
assignment of tasks for internal staff during an incident to ensure optimal efficiency.2. Coordinates with external entities 
and internal work units to ensure minimal disruption to operations.3. Coordinates with other divisions to notify traveling 
public of special events, construction, and other events which may disrupt normal traffic flow.Developing Objectives and 
Strategies:1. Develops performance plans for assigned subordinates to communicate responsibilities and expected 
outcomes of performance in their role.2. Participates in the development of long range planning with local government, 
other state agencies, and federal agencies.Interpreting the Meaning of Information for Others:1. Interprets a variety of 
rules, regulations, policies, procedures, and documentation for staff to facilitate understanding, enhance 
communications, and ensure compliance.2. Ensures staff has knowledge of current TMC policies, procedures, and 
guidelines.Provide Consultation and Advice to Others:1. Provides guidance on traffic management capabilities to 
provide optimum safety and congestion management during special events and incidents.2. Provides guidance on how 
to incorporate ITS devices in work zones to improve overall safety for workers and traveling public.Estimating the 
Quantifiable Characteristics of Products, Events, or Information:1. Determines level and amount of information 
dissemination through various means including but not limited to Dynamic Message Signs, Highway Advisory Radio, 
Internet, and any traveler information systems.Communicating with Supervisors, Peers, or Subordinates:1. Provides 
appropriate information and response to support clearing lane blockage incidents in accordance with TMC guidelines 
and procedures.2. Utilizes radio equipment to communicate incident information as designated by policy and procedure 
with incident responders.3. Informs management of conflicts between subordinate staff that disrupt the work 
environment.4. Communicates pertinent incident information to coworkers, appropriate supervisor and regional 
personnel, and/or upper management as needed or as directed.5. Provides prior notice to supervisor of unavailability 
for assigned schedule.6. Ensures radio communications are broadcast by policy and procedure.7. Notifies appropriate 
personnel of technology failures and monitor repair progress.Interacting With Computers:1. Uses appropriate traffic 
management systems and software including but not limited to closed circuit television cameras, monitors, and speed 
detection maps to identify potential traffic incidents and changes in traffic flow or volume.2. Enters relevant information 
into incident management database to facilitate data warehousing.3. Operates manager self-service database to view 
and modify subordinate employment data, including but not limited to leave requests, performance evaluations, and 
time entry.4. Uses office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, and web-based email programs.5. Operates self-service database to view, maintain, 
and enter personal employment data.6. Checks all traffic management software and devices used to ensure proper 
functionality and report to appropriate personnel.Monitor Processes, Materials, or Surroundings:1. Observes 
performance of subordinates to ensure fair work distribution and completion of assigned tasks per department 
guidelines, standardized procedures and policies.2. Monitors existing highway traffic conditions, weather conditions, 
and incidents such as crashes, disabled vehicles, construction, hazardous materials spills, and other hazards on  
Tennessee interstate system to maximize traffic flow and provide travel information.3. Verifies incident reports visually 
using traffic management systems including Closed Circuit Television cameras and monitors to obtain a visual image of 
the incident.4. Monitors the contractor hired to perform maintenance activities on ITS equipment.5. Checks 
transportation system field related equipment including but not limited to cameras, Dynamic Message Signs, Highway 
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Advisory Radio and beacons, websites, and speed detection system for potential failures.Identifying Objects, Actions, 
and Events:1. Identifies location of potential traffic incidents and changes in traffic flow or volume as a result of but not 
limited to disabled vehicles, lane blockages, vehicle accidents, construction, time of day, and weather conditions by 
monitoring CCTV, websites, traffic flow map, and media.2. Identifies the extent of an incident such as number of lanes 
blocked, the number of vehicles involved, and the amount of traffic congestion.3. Identifies and recognize the difference 
between recurring and non-recurring traffic congestion to determine the possibility of a traffic incident and level of 
response needed.4. Identifies and recognize any potential issues with state property and assets that affects roadway 
conditions and infrastructure.Developing and Building Teams:1. Models effective performance for co-workers and 
subordinates to provide a role model, encourage success in others, and enhance trust.2. Encourages subordinates to 
pursue career development opportunities as a means of improving team performance.3. Identifies developmental 
opportunities appropriate for assigned subordinates to improve team development.4. Provides appropriate information 
about state employee programs as needed or requested.Performing Administrative Activities:1. Verifies accuracy of 
various logs and reports to ensure validity of information.2. Monitors the various daily reports to inform management of 
daily activities.3. Ensures testing of software and devices has been completed and logged by appropriate 
personnel.Communicating with Persons Outside Organization:1. Communicates with outside agencies including but not 
limited to law enforcement, fire, emergency medical, towing and hazardous materials handling agencies to request 
appropriate assistance.2. Notifies the public of the location and severity of incidents using transportation management 
systems and software.3. Communicates with the public and the media in a positive and helpful manner to provide both 
assistance and safety information in accordance with departmental guidelines.Processing Information:1. Provides 
quality control and verify the accuracy of data entered for incident reports, motorist information, Highway Advisory 
Radio and beacons, Dynamic Message Signs, and any other appropriate data sources.2. Calculates distance to incident 
scene to provide accurate and complete information for the public.Establishing and Maintaining Interpersonal 
Relationships:1. Communicates politely and courteously with coworkers, supervisors, and other business partners to 
ensure a positive and productive work environment.2. Establishes and maintain relationships with internal and external 
business partners to expedite and improve operations.Analyzing Data or Information:1. Analyzes reports, identify 
trends, and participate in after action review to identify and/or implement best practices.Getting Information:1. Views 
traffic in real time by camera observation to evaluate traffic conditions for delays and hazards.2. Receives incident and 
traffic information from local and state law enforcement, local media, Highway Response Operators, other TDOT 
personnel, other government agencies, traffic flow maps, websites and the public.3. Makes regular contacts with the 
general public, persons in other departments or divisions, or outside organizations and representatives for the purpose 
of furnishing or obtaining information.4. Attends management meetings, relevant conferences and task force meetings 
to gather information on federal, state, and local laws, policies, procedures, process updates, best practices, and related 
matters.5. May participate in field research, reviews, and studies to collect data for evaluation and decision making 
purposes.Evaluating Information to Determine Compliance with Standards:1. Evaluates and ensures that the operation 
of transportation system field related equipment including but not limited to cameras, Dynamic Message Signs, Highway 
Advisory Radio and beacons, and websites is in compliance with TMC standard operating procedures.2. Monitors the 
use of TMC resources and trademarks by public and private outside agencies to ensure compliance with our contractual 
agreements and memorandums of understanding.Updating and Using Relevant Knowledge:1. Completes and schedule 
required training events and developmental activities to learn new procedures and increase job proficiency for self and 
subordinate staff.2. Researches industry trends, best practices, new products and technology to improve operational 
efficiency.Performing General Physical Activities:1. Sits for an extended period of time to perform job activities. 
Performing for or Working Directly with the Public:1. Schedules and conducts tours of the TMC to convey information 
concerning the TMC operations to government agencies, civic groups, school groups and the general public.  
 
Competencies (KSA’s): 
"Competencies:1. Dealing with Ambiguity2. Problem Solving3. Delegation4. Directing Others5. Organizing6. Priority 
Setting7. Command Skills8. Conflict Management9. Hiring and Staffing10. Comfort Around Higher 
ManagementKnowledge:1. Intermediate knowledge of computer technology used in transportation management 
operation2. Intermediate knowledge of office clerical tasks including data entry and form completion (written and 
electronic)3. Intermediate knowledge of office productivity software including Microsoft Office Suite4. Basic knowledge 
of customer and personal service5. Intermediate knowledge of local interstate systems and major state routes6. 
Intermediate knowledge of roadway signs7. Basic knowledge of telecommunication devices within a two-way radio 
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systems utilized in emergency response8. Intermediate knowledge of emergency management response 
proceduresSkills:1. Active Learning Skills2. Active Listening Skills3. Critical Thinking Skills4. Basic skill in the application of 
arithmetic5. Skill in assessing subordinate performance6. Skill in monitoring system performance7. Skill in assessing 
operational procedures, policies, and processes8. Intermediate reading comprehension skills9. Intermediate skill in 
written and electronic communication10. Strong verbal communication skills11. Skill in mentoring subordinates12. 
Coordination skills13. Instruction skills14. Negotiation skills15. Service orientation skills16. Social perceptiveness skills17. 
Intermediate quality control analysis skills18. Intermediate skill in the operation and control of transportation 
management systems 19. Time management skills20. Skill in the management of personnel resourcesAbilities:1. 
Deductive Reasoning2. Information Ordering3. Oral Comprehension4. Oral Expression5. Memorization6. Problem 
Sensitivity7. Spatial Orientation8. Written Comprehension9. Written Expression10. Wrist-finger speed11. Auditory 
Attention12. Glare Sensitivity13. Depth Perception14. Speech Clarity15. Hearing Sensitivity16. Far Vision17. Near 
Vision18. Night Vision19. Peripheral Vision20. Sound Localization21. Speech Recognition22. Visual Color Discrimination" 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Dynamic Message Signs Highway Advisory Radio Traffic Control 
Device Closed Circuit Television Cameras and Monitors Radio Equipment 
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076251 - TDOT TMC TECHNICIAN 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4230 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of traffic monitoring and communications work.  
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, performs traffic monitoring and communications operations work of average 
difficulty by operating related equipment and dispatching appropriate personnel and/or agencies for response to traffic 
situations as needed; and performs related work as required.Distinguishing Features: This is the working-level class in 
the TDOT TMC Technician series.  An employee in this class operates and monitors a variety of Advanced Transportation 
Management System hardware/software, as well as equipment used in communications dispatching of personnel 
and/or other agencies to detect and respond to traffic accidents and changes in traffic flow.  This class differs from the 
TDOT TMC Technician - Trainee, in that an incumbent of the latter functions in an entry level capacity.  This class differs 
from the TDOT TMC Technician Senior in that an incumbent in the latter performs work of a more difficult nature and 
functions as a first-level supervisor for employees of this class.  
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:1. Determines level and amount of 
information for dissemination through various resources including, but not    limited to: Dynamic Message Signs, 
Highway Advisory Radio, Internet, and traveler information systems.Making Decisions and Solving Problems:1. 
Determines which traffic control device is needed to notify traveling public of traffic incidents and conditions  such as 
construction, lane closures, travel times, and potential road hazards.2. Identifies response requirements and prioritizes 
situations to dispatch units in accordance with established  procedures and needs in an efficient and timely manner.3. 
Demonstrates the ability to problem solve while working independently and making rapid, accurate decisions  that 
affect the response to and safe clearance of the incident.4. Maintains a professional level of composure, and a positive 
customer-focused attitude while dealing with  situations of various stress levels and communicating with coworkers, 
supervisors, other personnel, the public,  and other agencies.5. Utilizes the chain of command to inform and relay 
information.Documenting/Recording Information:1. Updates transportation management systems, software, and 
communications as required to reflect incident progression and resolution in accordance with Traffic Management 
Center guidelines and supervisor direction; posts appropriate message to warn motorists of incidents and their location, 
provides alternate routes, and prevents secondary crashes due to traffic congestion.2. Records relevant information into 
database pertaining to the progression and resolution of the incident, including but not limited to mile marker location, 
type of incident, weather conditions during incident, duration of lane and shoulder closures, and emergency personnel 
on scene.3. Maintains contact and enters information into database regarding status and location of all units on 
assignment.Getting Information:1. Questions callers to determine locations and the nature of the call to determine what 
type of response is needed.2. Views traffic in real time by camera observation and/or congestion maps to evaluate 
traffic conditions for  delays and hazards.3. Receives and transmits information, which may include but not be limited to:  
traffic information from local and  state law enforcement, local media, Highway Response Operators, other 
departmental personnel, traffic flow  maps, websites and the public; motor vehicle accidents; and other incidents with 
or without injuries and/or  fatalities.4. Observes alert systems, maps, and other resources to identify what level of 
response a specific emergency,  complaint, or incident requires and dispatches available units as applicable. 5. Receives 
law enforcement information by telephone, administrative message, and two-way radio  communication and transmits 
messages based on this information to the appropriate law enforcement  agency(ies) or personnel.Communicating with 
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Persons Outside Organization:1. Communicates with and relays information regarding emergent and non-emergent 
situations to outside  agencies, including but not limited to law enforcement, fire, emergency medical, towing and 
hazardous  materials handling agencies to request appropriate assistance.2. Notifies the public of the location and 
severity of incidents using transportation management systems and  software.3. Communicates with the public in a 
positive and helpful manner to provide both assistance and safety  information.4. Provides information and assistance 
to callers in accordance with policies and procedures; refers callers to  appropriate sources as required.Identifying 
Objects, Actions, and Events:1. Identifies potential locations of traffic incidents and changes in traffic flow or volume as a 
result of disabled  vehicles, lane blockages, vehicle accidents, construction, time of day, traffic congestion, or weather 
conditions  by monitoring CCTV, websites, or traffic flow maps.2. Identifies the extent of an incident, such as number of 
lanes blocked, the number of vehicles involved, and the  amount of traffic congestion to disseminate 
information.Interpreting the Meaning of Information for Others:1. Extracts and relays information efficiently and 
effectively from multiple sources with emphasis on obtaining  only the details pertinent to the situation in accordance 
with policies and procedures.Interacting With Computers:1. Utilizes appropriate traffic management systems and 
software, including, but not limited to: two-way radio  communications equipment, CCTV cameras, monitors, and speed 
detection maps in the performance of work.2. Enters relevant information into incident management database to 
facilitate data warehousing.3. Uses appropriate traffic management systems and software including but not limited to 
closed circuit television  cameras, monitors, and speed detection maps to identify potential traffic incidents and changes 
in traffic flow or  volume.4. Reviews all traffic management software and devices to ensure proper functionality and 
reports to appropriate  personnel.5. Operates self-service database to view, maintain, and enter personal employment 
data.6. Operates office productivity software including, but not limited to:  word processing programs, spreadsheet  
programs, database programs, e-mail programs, search engines, and specialty software.Communicating with 
Supervisors, Peers, or Subordinates:1. Utilizes radio equipment to communicate incident information as designated by 
policy and procedure with  incident responders.2. Communicates pertinent incident information to coworkers, 
appropriate supervisor and regional personnel,  and/or upper management as needed or directed.3. Provides 
appropriate information and response to support clearing of lane blockage incidents in accordance with  Traffic 
Management Center guidelines and procedures to supervisor.4. Notifies appropriate personnel of technology failures.5. 
Provides prior notice to supervisor of unavailability for assigned schedule.Monitor Processes, Materials, or 
Surroundings:1. Monitors existing highway traffic conditions, weather conditions, and incidents such as crashes, 
disabled  vehicles, construction, hazardous materials spills, traffic congestion/length of backup and other hazards on  
Tennessee interstate systems to maximize traffic flow and provide travel information.2. Evaluates and verifies reported 
incidents using traffic management systems including, but not limited to: Closed  Circuit Television Cameras and 
monitors, two-way radios, and other resources to determine the appropriate  individuals with the expertise and/or 
authority to handle the specific situation.3. Monitors the location and status of Highway Response Operator units by 
computer applications, traffic cameras  and global positioning systems (GPS) on a regular basis and dispatches additional 
units or other necessary  response personnel to assist with resolving situations as needed.4. Evaluates and monitors 
transportation system field-related equipment including, but not limited to: Closed  Circuit Television Cameras and 
monitors, Dynamic Message Signs, Highway Advisory Radio and beacons,  websites, and speed detection system for 
failures.Processing Information:1. Inputs, updates, requests, and queries information from a variety of sources to 
maintain current, accurate  records, or to be able to access databases for information; records information rapidly and 
accurately, and  quickly recalls details and essential information such as descriptions, direction of travel, locations, etc.2. 
Condenses large amounts of information into readable, sensible, accurate remarks.3. Calculates distance to incident 
scene to provide accurate and complete information.Evaluating Information to Determine Compliance with Standards:1. 
Ensures that the operation of the transportation management system is in compliance by maintaining familiarity  with 
standard operating procedures, guidelines and appropriate manuals.Establishing and Maintaining Interpersonal 
Relationships:1. Communicates politely and courteously with coworkers, supervisors and management to ensure a 
positive and  productive work environment.2. Creates and maintains professional relationships with outside agencies to 
facilitate cooperation and/or  compliance with memorandums of understanding.Resolving Conflicts and Negotiating 
with Others:1. Reports internal and external conflicts, complaints, and other issues to assigned supervisor or appropriate  
reporting authority as required.Coaching and Developing Others:1. Provides mentoring and training to coworkers to 
facilitate learning, development and job performance as  required.Organizing, Planning, and Prioritizing Work:1. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion  of 
work.Updating and Using Relevant Knowledge:1. Completes required training events and developmental activities to 
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learn new procedures, operate equipment,  and increase job proficiency as directed.2. Keeps current with changes in 
policies, procedures, laws, regulations, guidelines, etc., and applies current  knowledge.Performing Administrative 
Activities:1. Completes various logs to inform coworkers, supervisors, and other shifts of daily activities.2. Enters 
personal time, leave, and overtime requests into time and labor reporting system.Performing General Physical 
Activities:1. Sits for an extended period of time to perform job activities.  
 
Competencies (KSA’s): 
Competencies:1. Dealing with Ambiguity2. Learning on the Fly3. Technical Learning4. Perseverance5. Written 
Communications6. Composure7. Customer Focus8. Listening9. Peer Relationships10. Intellectual 
HorsepowerKnowledge:1. Basic knowledge of computer technology used in transportation management operation2. 
Basic knowledge of office clerical tasks including data entry and form completion (written and electronic)3. Basic 
knowledge of office productivity software including Microsoft Office Suite4. Basic knowledge of telecommunication 
devices utilized in emergency response5. Basic knowledge of arithmeticSkills:1. Active Learning2. Active Listening3. Basic 
skill in logic and reasoning4. Basic skill in the application of arithmetic5. Clear and effective verbal communication6. 
Basic skill in written and electronic communication7. Basic reading comprehension skills8. Basic self-monitoring skills9. 
Time management skills as they relate to self10. Basic service orientation skillsAbilities:1. Oral Comprehension2. Oral 
Comprehension3. Memorization4. Written Comprehension5. Written Expression6. Time Sharing7. Wrist-Finger Speed8. 
Reaction Time9. Auditory Attention10. Depth Perception11. Far Vision12. Glare Sensitivity13. Hearing Sensitivity14. 
Near Vision15. Peripheral Vision16. Sound Localization17. Speech Clarity18. Speech Recognition19. Visual Color 
Discrimination  
 
Tools and Equipment Used: 
1. Personal Computer, Multi-Monitor Computer2. Telephone3. Fax Machine4. Printer and/or Copier5. Closed-circuit 
Television Cameras and Monitors6. Microsoft Office Software:  Word, Excel, Power Point, Outlook Exchange, One Note7. 
Traffic Management Software and Applications8. Dynamic Message Signs9. Highway Advisory Radio10. Traffic Control 
Devices11. Radio Equipment12. Two-way Radio13. Computer Input and Output Devices14. 800 Megahertz (MHz) 
Radio15. VHF Base Radio16. Multi-Agency Mutual Aid Radio  
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076250 - TDOT TMC TECHNICIAN - TRAINEE 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  7428 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.  
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, learns to perform traffic monitoring and communications operations work of 
routine difficulty by operating related equipment and dispatching appropriate personnel and/or agencies for response 
to traffic situations as needed; and performs related work as required. Distinguishing Features: This is the trainee-level 
class in the TDOT TMC Technician series.  An employee in this class learns to operate and monitor a variety of Advanced 
Transportation Management System hardware/software, as well as equipment used in communications dispatching of 
personnel and/or other agencies to detect and respond to traffic accidents and changes in traffic flow.  This class differs 
from the TDOT TMC Technician* in that an incumbent in the latter functions at the working level under general 
supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one-year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination.  
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:1. Learns to determine level and amount 
of information for dissemination through various resources including, but   not limited to: Dynamic Message Signs, 
Highway Advisory Radio, Internet, and traveler information systems.Making Decisions and Solving Problems:1. Learns to 
determine which traffic control device is needed to notify traveling public of traffic incidents and  conditions such as 
construction, lane closures, travel times, and potential road hazards.2. Learns to identify response requirements and 
prioritize situations to dispatch units in accordance with  established procedures and needs in an efficient and timely 
manner.3. Learns to demonstrate the ability to problem solve while working independently and making rapid, accurate  
decisions that affect the response to and safe clearance of the incident.4. Learns to maintain a professional level of 
composure, and a positive customer-focused attitude while dealing  with situations of various stress levels and 
communicating with coworkers, supervisors, other personnel, the  public, and other agencies.5. Learns to utilize the 
chain of command to inform and relay information.Documenting/Recording Information:1. Learns to update 
transportation management systems, software, and communications as required to reflect incident progression and 
resolution in accordance with Traffic Management Center guidelines and supervisor direction; learns to post appropriate 
message to warn motorists of incidents and their location, provide alternate routes, and prevent secondary crashes due 
to traffic congestion.2. Learns to record relevant information into database pertaining to the progression and resolution 
of the incident, including but not limited to mile marker location, type of incident, weather conditions during incident, 
duration of lane and shoulder closures, and emergency personnel on scene.3. Learns to maintain contact and enter 
information into database regarding status and location of all units on assignment.Getting Information:1. Learns to 
question callers to identify location and the nature of the call to determine what type of response is  needed.2. Learns to 
view traffic in real time by camera observation and/or congestion maps to evaluate traffic conditions  for delays and 
hazards.3. Learns to receive and transmit information, which may include but not be limited to:  traffic information from  
local and state law enforcement, local media, Highway Response Operators, other departmental personnel,  traffic flow 
maps, websites and the public; motor vehicle accidents; and other incidents with or without injuries  and/or fatalities.4. 
Learns to observe alert systems, maps, and other resources to identify what level of response a specific  emergency, 
complaint, or incident requires and dispatch available units as applicable. 5. Learns to receive law enforcement 
information by telephone, administrative message, and two-way radio  communication and transmit messages based on 
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this information to the appropriate law enforcement  agency(ies) or personnel.Communicating with Persons Outside 
Organization:1. Learns to communicate with and relay information regarding emergent and non-emergent situations to 
outside  agencies, including but not limited to:  law enforcement, fire, emergency medical, towing and hazardous  
materials handling agencies to request appropriate assistance.2. Learns to notify the public of the location and severity 
of incidents using transportation management systems  and software.3. Learns to communicate with the public in a 
positive and helpful manner to provide both assistance and safety  information.4. Learns to provide information and 
assistance to callers in accordance with policies and procedures; learns to  refer callers to appropriate sources as 
required.Identifying Objects, Actions, and Events:1. Learns to identify potential locations of traffic incidents and changes 
in traffic flow or volume as a result of  disabled  vehicles, lane blockages, vehicle accidents, construction, time of day, 
traffic congestion, or weather conditions by monitoring CCTV, websites, or traffic flow maps.2. Learns to identify the 
extent of an incident, such as number of lanes blocked, the number of vehicles involved,  and the amount of traffic 
congestion to disseminate information.Interpreting the Meaning of Information for Others:1. Learns to extract and relay 
information efficiently and effectively from multiple sources with emphasis on  obtaining only the details pertinent to 
the situation in accordance with policies and procedures.Interacting With Computers:1. Learns to utilize appropriate 
traffic management systems and software, including, but not limited to: two-way  radio communications equipment, 
CCTV cameras, monitors, and speed detection maps in the performance of  work.2. Learns to enter relevant information 
into incident management database to facilitate data warehousing.3. Learns to use appropriate traffic management 
systems and software including but not limited to:  closed circuit  television cameras, monitors, and speed detection 
maps to identify potential traffic incidents and changes in  traffic flow or volume.4. Learns to review all traffic 
management software and devices to ensure proper functionality and reports to  appropriate personnel.5. Learns to 
operate self-service database to view, maintain, and enter personal employment data.6. Learns to operate office 
productivity software including, but not limited to:  word processing programs,  spreadsheet programs, database 
programs, e-mail programs, search engines, and specialty software.Communicating with Supervisors, Peers, or 
Subordinates:1. Learns to utilize radio equipment to communicate incident information as designated by policy and 
procedure  with incident responders.2. Learns to communicate pertinent incident information to coworkers, appropriate 
supervisor and regional  personnel, and/or upper management as needed or directed.3. Learns to provide appropriate 
information and response to support clearing of lane blockage incidents in  accordance with Traffic Management Center 
guidelines and procedures to supervisor.4. Notifies appropriate personnel of technology failures.5. Provides prior notice 
to supervisor of unavailability for assigned schedule.Monitor Processes, Materials, or Surroundings:1. Learns to monitor 
existing highway traffic conditions, weather conditions, and incidents such as crashes,  disabled  vehicles, construction, 
hazardous materials spills, traffic congestion/length of backup and other hazards  on Tennessee interstate systems to 
maximize traffic flow and provide travel information.2. Learns to evaluate and verify reported incidents using traffic 
management systems including, but not limited to:  Closed Circuit Television Cameras and monitors, two-way radios, 
and other resources to determine the  appropriate individuals with the expertise and/or authority to handle the specific 
situation.3. Learns to monitor the location and status of Highway Response Operator units by computer applications, 
traffic  cameras and global positioning systems (GPS) on a regular basis and dispatches additional units or other  
necessary response personnel to assist with resolving situations as needed.4. Learns to evaluate and monitor 
transportation system field-related equipment including, but not limited to:  Closed Circuit Television Cameras and 
monitors, Dynamic Message Signs, Highway Advisory Radio and  beacons, websites, and speed detection system for 
failures.Processing Information:1. Learns to input, update, request, and query information from a variety of sources to 
maintain current, accurate  records, or to be able to access databases for information; learns to record information 
rapidly and accurately,  and to quickly recall details and essential information such as descriptions, direction of travel, 
locations, etc.2. Learns to condense large amounts of information into readable, sensible, accurate remarks.3. Learns to 
calculate distance to incident scene to provide accurate and complete information.Evaluating Information to Determine 
Compliance with Standards:1. Learns to ensure that the operation of the transportation management system is in 
compliance by maintaining  familiarity with standard operating procedures, guidelines and appropriate 
manuals.Establishing and Maintaining Interpersonal Relationships:1. Communicates politely and courteously with 
coworkers, supervisors and management to ensure a positive and  productive work environment.2. Creates and 
maintains professional relationships with outside agencies to facilitate cooperation and/or  compliance with 
memorandums of understanding.Resolving Conflicts and Negotiating with Others:1. Reports internal and external 
conflicts, complaints, and other issues to assigned supervisor or appropriate  reporting authority as required.Organizing, 
Planning, and Prioritizing Work:1. Learns to incorporate last minute and unscheduled tasks into current workload to 
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ensure timely and accurate  completion of work.Updating and Using Relevant Knowledge:1. Completes required training 
events and developmental activities to learn new procedures, operate equipment,  and increase job proficiency as 
directed.2. Keeps current with changes in policies, procedures, laws, regulations, guidelines, etc., and applies current  
knowledge.Performing Administrative Activities:1. Completes various logs to inform coworkers, supervisors, and other 
shifts of daily activities.2. Learns to enter personal time, leave, and overtime requests into time and labor reporting 
system.Performing General Physical Activities:1. Sits for an extended period of time to perform job activities.  
 
Competencies (KSA’s): 
Competencies:1. Dealing with Ambiguity2. Learning on the Fly3. Technical Learning4. Perseverance5. Written 
Communications6. Composure7. Customer Focus8. Listening9. Peer Relationships10. Intellectual 
HorsepowerKnowledge:1. Basic knowledge of computer technology used in transportation management operation2. 
Basic knowledge of office clerical tasks including data entry and form completion (written and electronic)3. Basic 
knowledge of office productivity software including Microsoft Office Suite4. Basic knowledge of telecommunication 
devices utilized in emergency response5. Basic knowledge of arithmeticSkills:1. Active Learning2. Active Listening3. Basic 
skill in logic and reasoning4. Basic skill in the application of arithmetic5. Clear and effective verbal communication6. 
Basic skill in written and electronic communication7. Basic reading comprehension skills8. Basic self-monitoring skills9. 
Time management skills as they relate to self10. Basic service orientation skillsAbilities:1. Oral Comprehension2. Oral 
Comprehension3. Memorization4. Written Comprehension5. Written Expression6. Time Sharing7. Wrist-Finger Speed8. 
Reaction Time9. Auditory Attention10. Depth Perception11. Far Vision12. Glare Sensitivity13. Hearing Sensitivity14. 
Near Vision15. Peripheral Vision16. Sound Localization17. Speech Clarity18. Speech Recognition19. Visual Color 
Discrimination 
 
Tools and Equipment Used: 
1. Personal Computer, Multi-Monitor Computer2. Telephone3. Fax Machine4. Printer and/or Copier5. Closed-circuit 
Television Cameras and Monitors6. Microsoft Office Software:  Word, Excel, Power Point, Outlook Exchange, One Note7. 
Traffic Management Software and Applications8. Dynamic Message Signs9. Highway Advisory Radio10. Traffic Control 
Devices11. Radio Equipment12. Two-way Radio13. Computer Input and Output Devices14. 800 Megahertz (MHz) 
Radio15. VHF Base Radio16. Multi-Agency Mutual Aid Radio 
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076252 - TDOT TMC TECHNICIAN SENIOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4233 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time work in one or a combination of the following:  (1) transportation or traffic management center 
operations; (2) any emergency response work, including but not limited to, law enforcement, fire suppression, highway 
response, emergency medical, or emergency dispatch work; (3) technical traffic studies, including but not limited to, 
traffic data collection or traffic analysis work; or (4) security surveillance work. Substitution of Education for Experience: 
Additional college course work from an accredited college or university may be substituted for the required experience, 
on a year-for-year basis, to a maximum of one year. OR Substitution of Education for Experience:  Completion of the 
TDOT Reconnect Transportation Systems Certificate Program may be substituted for eighteen months of the required 
experience. Substitution of Experience for Education: None.  
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for traffic monitoring and communications operations work of 
considerable difficulty by operating related equipment and dispatching appropriate personnel and/or agencies for 
response to traffic situations as needed, and for supervisory work of average difficulty. Distinguishing Features: This is 
the first level supervisory class in the TDOT TMC Technician series.  An employee of this class functions as a shift 
supervisor, and performs advanced traffic monitoring and communications dispatching work as required.  This class 
differs from the TDOT TMC Technician 2, in that an incumbent of the latter performs at the working level and does not 
supervise.  This class differs from the TDOT TMC Supervisor in that an incumbent of the latter manages the traffic 
incident and congestion management functions at a Transportation Management Center.  
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:1. Determines level and amount of 
information for dissemination through various resources including, but not  limited to: Dynamic Message Signs, Highway 
Advisory Radio, Internet, and traveler information systems.Making Decisions and Solving Problems:1. Identifies response 
requirements and prioritizes situations to dispatch units in accordance with established  procedures and needs in an 
efficient and timely manner.2. Determines which traffic control device is needed to notify traveling public of traffic 
incidents and conditions  such as construction, lane closures, travel times, and potential road hazards.3. Maintains a 
professional level of composure, and a positive customer-focused attitude while dealing with  situations of various stress 
levels and communicating with coworkers, supervisors, other personnel, the public,  and other agencies.4. Evaluates 
incident to recommend appropriate detour route needed for diversion of traffic.5. Ensures appropriate resources are 
used to disseminate information to the public.6. Evaluates incident and notifies appropriate emergency personnel of the 
best response route.7. Demonstrates the ability to problem-solve while working independently and making rapid, 
accurate decisions  that affect the response to and safe clearance of the incident.8. Utilizes the chain of command to 
inform and relay information.Thinking Creatively:1. Creates and/or modifies dynamic message board content and 
highway advisory radio messages in accordance  with policies and procedures.Getting Information:1. Receives and 
transmits information, which may include but not be limited to:  traffic information from local and  state law 
enforcement, local media, Highway Response Operators, other departmental personnel, traffic flow  maps, websites and 
the public; motor vehicle accidents; and other incidents with or without injuries and/or  fatalities.2. Views traffic in real 
time by camera observation and/or congestion maps to evaluate traffic conditions for  delays and hazards.3. Questions 
callers to determine locations and the nature of the call to determine what type of response is needed.4. Observes alert 
systems, maps, and other resources to identify what level of response a specific emergency,  complaint, or incident 
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requires and dispatches available units as applicable. 5. Receives law enforcement information by telephone, 
administrative message, and two-way radio  communication and transmits messages based on this information to the 
appropriate law enforcement  agency(ies) or personnel.Documenting/Recording Information:1. Updates transportation 
management systems, software, and communications as required to reflect incident  progression and resolution in 
accordance with Traffic Management Center guidelines and supervisor direction;  posts appropriate message to warn 
motorists of incidents and their location, provides alternate routes, and  prevents secondary crashes due to traffic 
congestion.2. Records relevant information into database pertaining to the progression and resolution of the incident,  
including but not limited to mile marker location, type of incident, weather conditions during incident, duration  of lane 
and shoulder closures, and emergency personnel on scene.3. Maintains contact and enters information into database 
regarding status and location of all units on assignment.4. Documents the performance of assigned subordinates to 
ensure accurate and unbiased performance reviews.5. Assists in the completion of various required reports used to 
measure performance of operations.Communicating with Persons Outside Organization:1. Notifies the public of the 
location and severity of incidents using transportation management systems and  software.2. Communicates with and 
relays information regarding emergent and non-emergent situations to outside  agencies, including but not limited to 
law enforcement, fire, emergency medical, towing and hazardous  materials handling agencies to request appropriate 
assistance.3. Communicates with the public in a positive and helpful manner to provide both assistance and safety  
information.4. Provides information and assistance to callers in accordance with policies and procedures; refers callers 
to  appropriate sources as required.Identifying Objects, Actions, and Events:1. Identifies the extent of an incident, such 
as number of lanes blocked, the number of vehicles involved, and the  amount of traffic congestion to disseminate 
information.2. Identifies potential locations of traffic incidents and changes in traffic flow or volume as a result of 
disabled  vehicles, lane blockages, vehicle accidents, construction, time of day, traffic congestion, or weather conditions  
by monitoring CCTV, websites, or traffic flow maps.Coordinating the Work and Activities of Others:1. Coordinates the 
assignment of tasks for internal staff during an incident to ensure optimal efficiency.2. Coordinates with external entities 
and internal work units to ensure minimal disruption to operations.Developing Objectives and Strategies:1. Develops 
performance plans for assigned subordinates to communicate responsibilities and expected outcomes  of performance 
in their role.Interpreting the Meaning of Information for Others:1. Extracts and relays information efficiently and 
effectively from multiple sources with emphasis on obtaining the  details pertinent to the situation in accordance with 
policies and procedures.Interacting With Computers:1. Utilizes appropriate traffic management systems and software, 
including, but not limited to: two-way radio  communications equipment, Closed Circuit Television Cameras and 
monitors, and speed detection maps in the  performance of work.2. Uses appropriate traffic management systems and 
software including but not limited to Closed Circuit  Television Cameras, monitors, and speed detection maps to identify 
potential traffic incidents and changes in  traffic flow or volume.3. Enters relevant information into incident 
management database to facilitate data warehousing.4. Reviews all traffic management software and devices to ensure 
proper functionality and reports to appropriate  personnel.5. Operates self-service database to view, maintain, and 
enter personal employment data.6. Operates office productivity software including, but not limited to:  word processing 
programs, spreadsheet  programs, database programs, e-mail programs, search engines, and specialty software.7. 
Operates manager self-service database to view and modify subordinate employment data, including but not  limited to 
leave requests, performance evaluations, and time entry.Monitor Processes, Materials, or Surroundings:1. Evaluates and 
verifies reported incidents using traffic management systems including, but not limited to: Closed  Circuit Television 
Cameras and monitors, two-way radios, and other resources to determine the appropriate  individuals with the 
expertise and/or authority to handle the specific situation.2. Monitors existing highway traffic conditions, weather 
conditions, and incidents such as crashes, disabled  vehicles, construction, hazardous materials spills, traffic 
congestion/length of backup and other hazards on  Tennessee interstate systems to maximize traffic flow and provide 
travel information.3. Monitors the location and status of Highway Response Operator units by computer applications, 
traffic cameras  and global positioning systems (GPS) on a regular basis and dispatches additional units or other 
necessary  response personnel to assist with resolving situations as needed.4. Observes performance of subordinates to 
ensure fair work distribution and completion of assigned tasks per  department guidelines, standardized procedures and 
policies.5. Evaluates and monitors transportation system field-related equipment including, but not limited to: Closed  
Circuit Television Cameras and monitors, Dynamic Message Signs, Highway Advisory Radio and beacons,  system 
network, websites, and speed detection system for failures.6. Monitors the security of the operational facility to ensure 
safe environment and protection of person and  property.Judging the Qualities of Things, Services, or People:1. Assesses 
the performance of assigned subordinates for the performance management process.2. Reviews the assessments of 
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staff completed by assigned subordinates to ensure accurate and unbiased  performance reviews.3. Assesses the value 
of products and/or equipment used in Traffic Management Center operations.4. Assesses the work activities of assigned 
contractors and/or other divisional staff assisting Traffic Management  Center operations.Processing Information:1. 
Inputs, updates, requests, and queries information from a variety of sources to maintain current, accurate  records, or to 
be able to access databases for information; records information rapidly and accurately, and  quickly recalls details and 
essential information such as descriptions, direction of travel, locations, etc.2. Verifies the accuracy of data entered for 
incident reports, motorist information, Highway Advisory Radio and  beacons, Dynamic Message Signs, and any other 
appropriate data sources.3. Condenses large amounts of information into readable, sensible, accurate remarks.4. 
Calculates distance to incident scene to provide accurate and complete information.Resolving Conflicts and Negotiating 
with Others:1. Resolves interpersonal conflicts between assigned subordinates to ensure a respectful and productive 
work  environment.2. Maintains a respectful and productive work environment within the assigned work unit to 
minimize disputes  and facilitate performance.3. Reports internal and external conflicts, complaints, and other issues to 
assigned supervisor or appropriate  reporting authority as required.Guiding, Directing, and Motivating Subordinates:1. 
Leads staff to perform activities according to departmental, state, and federal laws, rules, regulations,  guidelines, 
processes, and procedures.2. Supervises others in the implementation of departmental goals, objectives, and assigned 
tasks.3. Sets performance standards and goals for subordinates and monitors performance.Coaching and Developing 
Others:1. Provides mentoring and on the job training to subordinate staff, coworkers and other employees to facilitate  
learning, development and job performance as required.2. Discusses performance with subordinates to identify and 
correct deficiencies and to reinforce strengths.3. Provides developmental feedback to subordinates to ensure successful 
performance.Scheduling Work and Activities:1. Schedules and/or coordinates the work and training activities of 
subordinates to ensure completion of tasks and  achievement of divisional goals.2. Assists in the scheduling of personnel 
to ensure appropriate level of staff is available.Communicating with Supervisors, Peers, or Subordinates:1. Provides 
appropriate information and response to support clearing of lane blockage incidents in accordance with  Traffic 
Management Center guidelines and procedures to supervisor.2. Utilizes radio equipment to communicate incident 
information as designated by policy and procedure with  incident responders.3. Ensures radio communications are 
broadcast according to policies and procedures.4. Notifies appropriate personnel of technology failures.5. 
Communicates pertinent incident information to coworkers, appropriate supervisor and regional personnel,  and/or 
upper management as needed or directed.6. Inform supervisor or management of conflicts between subordinate staff 
that disrupt the work environment.7. Provides prior notice to supervisor of unavailability for assigned 
schedule.Evaluating Information to Determine Compliance with Standards:1. Ensures that the operation of the 
transportation management system is in compliance by maintaining familiarity  with standard operating procedures, 
guidelines and appropriate manuals.2. Monitors the use of Transportation Management Center resources and 
trademarks by public and private outside  agencies to ensure compliance with our contractual agreements and 
memorandums of understanding.Updating and Using Relevant Knowledge:1. Completes required training events and 
developmental activities to learn new procedures, operate equipment,  and increase job proficiency as directed.2. Keeps 
current with changes in policies, procedures, laws, regulations, guidelines, etc., and applies current  
knowledge.Organizing, Planning, and Prioritizing Work:1. Organizes and prioritizes workload of subordinates to ensure 
timely and accurate completion of work.2. Incorporates last minute and unscheduled tasks into current workload to 
ensure timely and accurate completion  of work.Establishing and Maintaining Interpersonal Relationships:1. Creates and 
maintains professional relationships with outside agencies to facilitate cooperation and/or  compliance with 
memorandums of understanding.2. Communicates politely and courteously with coworkers, supervisors and 
management to ensure a positive and  productive work environment.Staffing Organizational Units:1. Makes 
recommendations to supervisor regarding employment, promotion, and/or termination.2. Participates in interviews and 
recruiting efforts for new job candidates.Developing and Building Teams:1. Models effective performance for co-
workers and assigned subordinates to provide a role model, encourage  success in others and enhance trust.2. Identifies 
developmental opportunities appropriate for assigned subordinates to improve personal and team  development.3. 
Encourage subordinates to pursue career development opportunities as a means of improving team performance.4. 
Provides appropriate information about state employee programs as needed or requested.Performing Administrative 
Activities:1. Verifies accuracy of various logs and reports to ensure validity of information.2. Enters personal time, leave, 
and overtime requests into time and labor reporting system.3. Logs and reports daily testing of software and devices to 
appropriate personnel.4. Completes various logs to inform coworkers, supervisors, and other shifts of daily 
activities.Performing for or Working Directly with the Public:1. Conducts tours of the Transportation Management 
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Center to convey information concerning the TMC operations to government agencies, civic groups, school groups and 
the general public.Performing General Physical Activities:1. Sits for an extended period of time to perform job activities. 
 
Competencies (KSA’s): 
"Competencies:1. Decision Quality2. Functional/Technical Competency3. Directing Others4. Timely Decision Making5. 
Command Skills6. Written Communications7. Approachability8. Composure9. Fairness to Direct Reports10. Motivating 
Others Knowledge:1. Basic knowledge of computer technology used in transportation management operation2. Basic 
knowledge of office clerical tasks including data entry and form completion (written and electronic)3. Basic knowledge 
of office productivity software including Microsoft Office Suite4. Intermediate knowledge of local interstate systems and 
major state routes5. Intermediate knowledge of roadway signs6. Intermediate knowledge of telecommunication devices 
utilized in emergency response7. Intermediate knowledge of emergency management response procedures8. Basic 
knowledge of arithmeticSkills:1. Active learning2. Active listening3. Basic skills in logic and reasoning4. Basic skills in the 
application of arithmetic5. Skills in assessing subordinate performance6. Clear and effective verbal communication 
skills7. Intermediate skills in written and electronic communication8. Basic reading comprehension skills9. Basic self-
monitoring skills10. Skills in mentoring subordinates11. Instruction skills12. Intermediate quality control analysis skills13. 
Time management skills14. Basic service orientation skills15. Intermediate skills in the operation and control of 
transportation management systems16. Skills in the management of personnel resources17. Basic trouble-shooting 
skillsAbilities:1. Deductive Reasoning2. Oral Comprehension3. Oral Expression4. Memorization5. Information Ordering6. 
Problem Sensitivity7. Selective Attention8. Written Comprehension9. Written Expression10. Time Sharing11. Wrist-
finger Speed12. Reaction Time13. Auditory Attention14. Depth Perception15. Far Vision16. Glare Sensitivity17. Hearing 
Sensitivity18. Near Vision19. Night Vision20. Peripheral Vision21. Sound Localization22. Speech Clarity23. Speech 
Recognition24. Visual Color Discrimination " 
 
Tools and Equipment Used: 
1. Personal Computer, Multi-Monitor Computer2. Telephone3. Fax Machine4. Printer and/or Copier5. Closed-Circuit 
Television Cameras and Monitors6. Microsoft Office Software:  Word, Excel, Power Point, Outlook Exchange, One Note7. 
Traffic Management Software and Applications8. Dynamic Message Signs9. Highway Advisory Radio10. Traffic Control 
Devices11. Radio Equipment12. Two-Way Radio13. Computer Input and Output Devices14. 800 Megahertz (MHz) 
Radio15. VHF Base Radio16. Multi-Agency Mutual Aid Radio  
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073836 - TDTD SPECIAL PROJECTS ADMIN 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3674 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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006323 - TEACHER'S ASSISTANT-CORRECTION 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2715 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of teaching or teaching assistance work providing instruction in academic or vocational subjects in a 
classroom setting. Substitution of Education for Experience: Additional coursework may be substituted for the required 
experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience including Supplemental 
Application, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs teaching assistance work of average difficulty in a correctional setting; 
and performs related work as required. Serve in a position for which a teacher has ultimate responsibility for the design 
and implementation of educational programs and services. Distinguishing Features: An employee in this class performs 
duties that are instructional in nature or deliver direct services to students who are adult and/or juvenile offenders. This 
position ensures classroom activities run smoothly by providing academic and disciplinary support and work relief for 
teachers.  This work involves: administering course outline materials; keeping the classroom neat and student files 
orderly; collecting and grading multiple-choice achievement tests; individually tutoring students; and providing close 
supervision over a classroom of juvenile offenders who may be abusive, destructive, or potential runaways from the 
correctional facility. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:     Engage both parties in discussion to share points of views to reach 
mutual agreement on resolution without violence.    In situations of physical violence, notify appropriate personnel for 
intervention to ensure safety and security of staff/students.    Utilize active listening with students who are in active 
interpersonal conflict to ensure accurate information is gathered.Organizing, Planning, and Prioritizing Work:    In 
absence of lead teacher, develop lesson plans using existing lesson plans and curriculum resources to ensure continuity 
of student learning.    Check shift debrief documentation for each student in order to identify current conflicts and 
behavioral issues among students.    Modify classroom management methods based on debrief documentation to 
ensure safety of youth and staff.    Customize seating assignment using shift documentation and other information 
sources to minimize potential for interpersonal conflict.Assisting and Caring for Others:    Implement safety plan for 
students who are identified as at-risk for victimization to ensure the youth's safety.    Immediately advise therapeutic 
staff of student threats of self-harm to ensure youth safety.    Immediately advise coworkers of potential conflicts and 
interpersonal problems that have emerged among students to ensure facility safety and security.Establishing and 
Maintaining Interpersonal Relationships:    Reinforce classroom rules with firm and fair consistency in order to maintain 
safe and secure environment that is conducive to student learning.    Model positive behavior; utilize appropriate 
language, interactions, and positive discipline to foster a productive learning environment and efficient workplace.    
Participate in joint meetings with other teaching staff to establish common classroom rules that ensure consistency 
within facility.Communicating with Supervisors, Peers, or Subordinates:    Document students' conduct to ensure 
appropriate therapeutic intervention can be applied.    Record feedback information (electronic or hard copy) about 
students' behavior and academic performance to maintain student short- and long-term motivation and behavioral 
expectations.    Use email software/system to inform other staff of concerns with student health, behavior, demeanor, 
well-being and academic progress.Getting Information:    Monitors work environment visually and aurally to ensure the 
safety of staff and students.    Take attendance of students in the class room to ensure safety and security of youth and 
staff.    Receive classroom work assignments, and other relevant information from facility staff to ensure full coverage of 
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job duties.Interpreting the Meaning of Information for Others:    Provide direct instruction to students using audio visual 
technology and traditional text books to enable students’ mastery of grade-appropriate standards.    Provide small group 
and individual tutoring as extra assistance to students who need additional instruction to master standards.    Plan, 
prepare, and develop charts, graphs, bulletin boards, etc. to enhance student engagement and reinforce in-class 
learning.Performing Administrative Activities:    Collect and track student work samples to assess academic performance 
to standards.    Grade student performance tasks (tests, projects, etc.) to document academic performance.Updating 
and Using Relevant Knowledge:    Engage in continuing education and professional development activities such as 
trainings, workshops, and classes to meet required qualifications. 
 
Competencies (KSA’s): 
Competencies:    Patience    Ethics & Values    Work/Life Balance    Timely Decision Making    Conflict Management    
Composure    Integrity & Trust    Listening    Priority Setting    Written CommunicationsKnowledge:    Basic Customer and 
Personal ServiceSkills:    Basic Active Listening    Basic Critical Thinking    Basic Speaking    Basic Coordination    Basic Social 
Perceptiveness    Basic Monitoring    Basic Writing    Basic Reading Comprehension    Basic Persuasion    Basic Learning 
Strategies    Basic InstructingAbilities:    Basic Problem Sensitivity    Basic Oral Comprehension    Basic Oral Expression    
Basic Written Comprehension    Basic Written Expression    Basic Peripheral Vision    Basic Deductive Reasoning    Basic 
near Vision    Basic Speech Recognition    Basic Speech Clarity    Basic Category Flexibility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer 
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038389 - TECB ASST DIR/LEGAL COUNSEL 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1614 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038390 - TECB E-911 TECHNOLOGY CONS 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1615 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038388 - TECB TRAINING COORDINATOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  1598 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075281 - TELECOM/UTILITIES CONSULTANT 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3490 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002731 - TELEPHONE OPERATOR 1 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2642 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time clerical experience may substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, performs high volume private branch exchange telephone operations work of 
average difficulty; and performs related work as required. Distinguishing Features:  This is the entry-working class in the 
Telephone Operator sub-series. An employee in this class may be assigned to fixed or rotating shift work and may be 
required to perform general clerical work as time permits. This class differs from that of Telephone Operator 2 in that an 
incumbent of the latter acts as shift lead person. However, an incumbent of this class may help train less experienced 
workers until they gain expertise in telephone operations work. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:      Monitors fire control system by listening for an alarm and identifying 
the location of where the alarm was activated.Controlling Machines and Processes:    Operates two-way radio to 
dispatch security and patrol officers in response to emergency calls.    Uses public address system and/or paging system 
to announce emergency situations or page medical staff or other employees.Communicating with Persons Outside 
Organization:    Handles emergency calls for medical, fire, police, and other aid by obtaining information about the 
emergency situation and contacting the appropriate response agency.    Calls monitoring service to report verified 
emergencies or non-emergency situations when an alarm has been set off.Interacting With Computers:    Uses a 
computer to enter and retrieve information, including using word processing and spreadsheet software, as well as job-
specific software.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input 
to ensure timely and efficient performance and maintain positive working relationships.Communicating with 
Supervisors, Peers, or Subordinates:     May place long distance calls for other staff with no access to outside telephone 
lines.Performing for or Working Directly with the Public:    Answers incoming local and long distance telephone calls and 
provides assistance by answering simple questions (e.g., directions to facility, operating hours) or making proper 
switchboard connections to the persons requested.    Assists visitors by answering questions and directing them to 
appropriate area for their visit.Coaching and Developing Others:    Assists supervisor in giving brief training to new and 
inexperienced associates in telephone system.Performing Administrative Activities:     Performs a variety of clerical work 
such as copying, sorting records, filing, and incidental typing not requiring speed.Documenting/Recording Information:     
Updates lists of telephone numbers, addresses, and employee work locations by editing a computer. 
 
Competencies (KSA’s): 
Competencies:    Listening    Patience    Technical Learning    Conflict Management    Customer Focus    Ethics and Values    
Peer Relationships    Learning on the Fly    Time ManagementKnowledge:    Basic Knowledge of procedures for 
requesting emergency servicesSkills:    Basic reading comprehension skills    Basic speaking skills    Active listening skills    
Basic skill in operating and controlling equipment or systems (e.g., fire alarm systems, telephone/paging systems)    Basic 
writing skillsAbilities:    Ability to quickly respond (with hand, finger, or foot) to a signal (sound, light, picture) when it 
appears    Basic deductive reasoning abilities    Ability to speak clearly so others can understand    Basic oral 
comprehension abilities    Basic oral expression abilities    Basic written comprehension abilities    Finger dexterity    
Ability to focus on a single source of sound in the presence of other distracting sounds    Ability to tell the direction from 
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which a sound originated    Ability to identify and understand the speech of another person    Ability to shift back and 
forth between two or more activities or sources of information    Basic memorization abilities    Basic written expression 
abilities    Manual dexterity 
 
Tools and Equipment Used: 
    Telephone    Fax Machine    Printer    Two-Way Radio    Computer    Alarm/Emergency Response System 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
002731 - TELEPHONE OPERATOR 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2643 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time clerical experience may substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, performs high volume private branch exchange telephone operations work of 
average difficulty; and performs related work as required. Distinguishing Features:  This is the entry-working class in the 
Telephone Operator sub-series. An employee in this class may be assigned to fixed or rotating shift work and may be 
required to perform general clerical work as time permits. This class differs from that of Telephone Operator 2 in that an 
incumbent of the latter acts as shift lead person. However, an incumbent of this class may help train less experienced 
workers until they gain expertise in telephone operations work. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:      Monitors fire control system by listening for an alarm and identifying 
the location of where the alarm was activated.Controlling Machines and Processes:    Operates two-way radio to 
dispatch security and patrol officers in response to emergency calls.    Uses public address system and/or paging system 
to announce emergency situations or page medical staff or other employees.Communicating with Persons Outside 
Organization:    Handles emergency calls for medical, fire, police, and other aid by obtaining information about the 
emergency situation and contacting the appropriate response agency.    Calls monitoring service to report verified 
emergencies or non-emergency situations when an alarm has been set off.Interacting With Computers:    Uses a 
computer to enter and retrieve information, including using word processing and spreadsheet software, as well as job-
specific software.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input 
to ensure timely and efficient performance and maintain positive working relationships.Communicating with 
Supervisors, Peers, or Subordinates:     May place long distance calls for other staff with no access to outside telephone 
lines.Performing for or Working Directly with the Public:    Answers incoming local and long distance telephone calls and 
provides assistance by answering simple questions (e.g., directions to facility, operating hours) or making proper 
switchboard connections to the persons requested.    Assists visitors by answering questions and directing them to 
appropriate area for their visit.Coaching and Developing Others:    Assists supervisor in giving brief training to new and 
inexperienced associates in telephone system.Performing Administrative Activities:     Performs a variety of clerical work 
such as copying, sorting records, filing, and incidental typing not requiring speed.Documenting/Recording Information:     
Updates lists of telephone numbers, addresses, and employee work locations by editing a computer. 
 
Competencies (KSA’s): 
Competencies:    Listening    Patience    Technical Learning    Conflict Management    Customer Focus    Ethics and Values    
Peer Relationships    Learning on the Fly    Time ManagementKnowledge:    Basic Knowledge of procedures for 
requesting emergency servicesSkills:    Basic reading comprehension skills    Basic speaking skills    Active listening skills    
Basic skill in operating and controlling equipment or systems (e.g., fire alarm systems, telephone/paging systems)    Basic 
writing skillsAbilities:    Ability to quickly respond (with hand, finger, or foot) to a signal (sound, light, picture) when it 
appears    Basic deductive reasoning abilities    Ability to speak clearly so others can understand    Basic oral 
comprehension abilities    Basic oral expression abilities    Basic written comprehension abilities    Finger dexterity    
Ability to focus on a single source of sound in the presence of other distracting sounds    Ability to tell the direction from 
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which a sound originated    Ability to identify and understand the speech of another person    Ability to shift back and 
forth between two or more activities or sources of information    Basic memorization abilities    Basic written expression 
abilities    Manual dexterity 
 
Tools and Equipment Used: 
    Telephone    Fax Machine    Printer    Two-Way Radio    Computer    Alarm/Emergency Response System 
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002731 - TELEPHONE OPERATOR 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2644 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time clerical experience may substitute for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Complete a criminal history disclosure 
form in a manner approved by the appointing authority;2. Agree to release all records involving their criminal history to 
the appointing authority;3. Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, performs high volume private branch exchange telephone operations work of 
average difficulty; and performs related work as required. Distinguishing Features:  This is the entry-working class in the 
Telephone Operator sub-series. An employee in this class may be assigned to fixed or rotating shift work and may be 
required to perform general clerical work as time permits. This class differs from that of Telephone Operator 2 in that an 
incumbent of the latter acts as shift lead person. However, an incumbent of this class may help train less experienced 
workers until they gain expertise in telephone operations work. 
 
Work Activities: 
Monitor Processes, Materials, or Surroundings:      Monitors fire control system by listening for an alarm and identifying 
the location of where the alarm was activated.Controlling Machines and Processes:    Operates two-way radio to 
dispatch security and patrol officers in response to emergency calls.    Uses public address system and/or paging system 
to announce emergency situations or page medical staff or other employees.Communicating with Persons Outside 
Organization:    Handles emergency calls for medical, fire, police, and other aid by obtaining information about the 
emergency situation and contacting the appropriate response agency.    Calls monitoring service to report verified 
emergencies or non-emergency situations when an alarm has been set off.Interacting With Computers:    Uses a 
computer to enter and retrieve information, including using word processing and spreadsheet software, as well as job-
specific software.Resolving Conflicts and Negotiating with Others:    Resolves simple conflicts without supervisory input 
to ensure timely and efficient performance and maintain positive working relationships.Communicating with 
Supervisors, Peers, or Subordinates:     May place long distance calls for other staff with no access to outside telephone 
lines.Performing for or Working Directly with the Public:    Answers incoming local and long distance telephone calls and 
provides assistance by answering simple questions (e.g., directions to facility, operating hours) or making proper 
switchboard connections to the persons requested.    Assists visitors by answering questions and directing them to 
appropriate area for their visit.Coaching and Developing Others:    Assists supervisor in giving brief training to new and 
inexperienced associates in telephone system.Performing Administrative Activities:     Performs a variety of clerical work 
such as copying, sorting records, filing, and incidental typing not requiring speed.Documenting/Recording Information:     
Updates lists of telephone numbers, addresses, and employee work locations by editing a computer. 
 
Competencies (KSA’s): 
Competencies:    Listening    Patience    Technical Learning    Conflict Management    Customer Focus    Ethics and Values    
Peer Relationships    Learning on the Fly    Time ManagementKnowledge:    Basic Knowledge of procedures for 
requesting emergency servicesSkills:    Basic reading comprehension skills    Basic speaking skills    Active listening skills    
Basic skill in operating and controlling equipment or systems (e.g., fire alarm systems, telephone/paging systems)    Basic 
writing skillsAbilities:    Ability to quickly respond (with hand, finger, or foot) to a signal (sound, light, picture) when it 
appears    Basic deductive reasoning abilities    Ability to speak clearly so others can understand    Basic oral 
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comprehension abilities    Basic oral expression abilities    Basic written comprehension abilities    Finger dexterity    
Ability to focus on a single source of sound in the presence of other distracting sounds    Ability to tell the direction from 
which a sound originated    Ability to identify and understand the speech of another person    Ability to shift back and 
forth between two or more activities or sources of information    Basic memorization abilities    Basic written expression 
abilities    Manual dexterity 
 
Tools and Equipment Used: 
    Telephone    Fax Machine    Printer    Two-Way Radio    Computer    Alarm/Emergency Response System 
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038379 - TEMA CHIEF OF STAFF 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1609 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072993 - TENNCARE ASSISTANT INSPECT GEN 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3414 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072588 - TENNCARE ASSOC MEDICAL  DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  2096 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073119 - TENNCARE ASST DIR-MGD CARE OP 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3227 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073107 - TENNCARE ASST DIR-ST PLNG & IN 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3189 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073002 - TENNCARE BEHAVIORAL HLTH OPS D 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3425 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073338 - TENNCARE BUDGET DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3154 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072946 - TENNCARE CHIEF FINAN OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5375 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073111 - TENNCARE CHIEF MED OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3214 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073112 - TENNCARE CHIEF OF STAFF/DEP D 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3215 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073009 - TENNCARE COMM DESIGNEE AT LAR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3432 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073109 - TENNCARE DEP CHIEF OF STAFF 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3213 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073116 - TENNCARE DIR OF POLICY 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3218 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073000 - TENNCARE DIR-LTSS OP INF 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3423 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073001 - TENNCARE DIR-NDCC 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3424 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072969 - TENNCARE DIR-PROGRAM INTEGRITY 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3370 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072990 - TENNCARE DIRECTOR OPERATIONS 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3407 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072997 - TENNCARE DIRECTOR-MGD CARE OPS 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3418 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072950 - TENNCARE Deputy Director 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3341 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072951 - TENNCARE ELIG ADMINISTRATOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3342 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072952 - TENNCARE ELIGIBILITY DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3343 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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074118 - TENNCARE EPISODES STRAT MGR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3480 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075695 - TENNCARE EXAMINATION DIRECTOR 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5077 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075694 - TENNCARE EXAMINATION MANAGER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5076 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075692 - TENNCARE EXAMINER 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  5075 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072994 - TENNCARE FIELD INVESTIGATOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3415 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072998 - TENNCARE FRAUD INVESTIGATOR MG 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3422 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075696 - TENNCARE INFO SYS ASSIST DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  4094 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073113 - TENNCARE INFO SYSTEMS DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3216 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072992 - TENNCARE INSPECTOR GENERAL 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3413 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073106 - TENNCARE MEDICAID INFO DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3188 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073003 - TENNCARE PHARMACY DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3426 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073118 - TENNCARE POLICY ASSIST DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3226 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073007 - TENNCARE PROGRAM COORDINATOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3428 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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072991 - TENNCARE PROJECT DIRECTOR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3408 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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072995 - TENNCARE PROJECT MANAGER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3416 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075699 - TENNCARE PUBLIC AFFAIRS DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  5008 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073005 - TENNCARE SECURITY OFFICER 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3427 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073108 - TENNCARE ST PLNG & INNOV DIR 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3212 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076115 - TESTING ANALYST-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4018 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing and quality documentation and execution; or 4) business analysis and process design. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: An associate's degree in business data 
processing (e.g., business data programming, business systems analysis, or computer accounting), management 
information systems, computer and information systems, or other related Information Technology field from an 
accredited college or university may substitute for the required bachelor's degree. Substitution of Experience for 
Education: Qualifying experience in one or a combination of the following areas may substitute for the required 
education, on a year for year basis, to a maximum of four years: 1) testing and quality assurance work, or 2) any 
information systems work including but not limited to computer programming, database administration, or information 
systems analysis (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education). Substitution of Graduate Coursework for Experience: 
Additional qualifying graduate course work in Information Systems may substitute for the required experience, on a 
year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in Information Systems may substitute 
for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Software Testing and Analysis work of considerable difficulty. 
Performs multiple complex activities related to the verification and validation of software quality, and executes other 
related work duties as required. Distinguishing Features: An employee in this class performs advanced level and works 
independently on software testing and analysis work. This class differs from  that of Testing Analyst-Lead in that an 
incumbent of the latter performs leads or supervises testing and quality activities for one or more projects or business 
applications/programs. This class differs from the Testing Analyst-Int in that an incumbent of the latter performs at the 
working level.  
 
Work Activities: 
Making Decisions and Solving Problems: Develops testing guidelines that address areas such as database impacts, 
software scenarios, regression testing, negative testing, error or bug retests, or usability.Documenting/Recording 
Information:  Designs and documents test plans, scenarios, scripts, or procedures for use during testing and quality 
assurance activities. Creates, provides input and/or delivers the User Acceptance Test Plan to gain consensus from 
stakeholders on the acceptance testing approach.Evaluating Information to Determine Compliance with Standards: 
Develops or specifies quality assurance standards, measurements, methods, or procedures to determine product quality 
or release readiness.Organizing, Planning, and Prioritizing Work: Plans quality assurance strategies in accordance with 
project objectives, commitments and product solution methodology.Provide Consultation and Advice to Others: 
Participates in product design reviews to provide input on functional requirements, product designs, schedules, or 
potential problems.Training and Teaching Others: Provides authoritative advice and guidance to colleagues on any 
aspect of quality assurance, including training where appropriate.Identifying Objects, Actions, and Events: Analyzes test 
data and results to detect potential patterns or issues related to software, hardware, and component quality. 
Decomposes requirements into test cases and test scripts. Scopes test effort to allocate resources, environment, and 
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time to meet the commitments of quality for product solution. Identifies test cases for regression efforts. Reviews 
business requirements to create test plans, test scripts, and/or test cases.Analyzing Data or Information: Identifies, 
analyzes, and documents problems with program function, output, online screen, or content. Reviews historical, existing 
and ongoing test results and defect reports to identify areas needing specific attention. Utilizes testing knowledge and 
experience to assess or recommend solutions.Developing Objectives and Strategies: Adjusts testing approach and 
practices to best facilitate quality within agency defined product solutions framework.Scheduling Work and Activities: 
Defines testing estimates in terms of complexity of product to provide visibility into the completion of test 
execution.Thinking Creatively: Identifies process and product improvements and participates in their 
implementation.Interpreting the Meaning of Information for Others: Communicates any risks associated with the 
agreed test strategy and the test plan to clients, users and stakeholders for transparency and visibility into the testing 
process.Processing Information:  Compiles reports as requested for current test progress and defect metrics to indicate 
current state of product stability. Executes test scripts or test cases in accordance with the test plan to validate expected 
results.Coordinating the Work and Activities of Others: Coordinates with staff and management representatives from a 
number of technical and non-technical areas to establish development and testing priorities and strategies. Plans, 
arranges and facilitates meetings or workshops with stakeholders to convey quality assurance scope and 
strategy.Monitor Processes, Materials, or Surroundings: Monitors and reports on defect resolution efforts and tracks 
status or progress. Identifies testing program deviance from standards, and suggest modifications to ensure 
compliance.Coaching and Developing Others: Encourages team ownership of quality to increase overall product solution 
effectiveness.Interacting with Computers: Tests system modifications to prepare for implementation. Uses test case 
management tool to enter or update test cases and report progress. Uses defect management tool to enter or update 
defects and report progress.Judging the Qualities of Things, Services, or People: Evaluates defects and categorizes 
according to the defect management plan and process. Reviews design documentation to validate clarity, consistency, 
and usability. Reviews system, business, and report requirements for accuracy and completeness. 
 
Competencies (KSA’s): 
Competencies Listening Decision Quality Drive for Results Planning Problem Solving Perseverance PatienceKnowledge: 
Knowledge of testing program standards to suggest improvements Knowledge of resource allocation and estimation 
techniques Knowledge of methods to organize resources in support of project testing objectives Knowledge of various 
types of testing tools and their applications to testing procedures Knowledge of various types of defect management 
tools and their applications to the test phases Knowledge of Visio to review and develop process flows Knowledge and 
understanding of coding and development concepts to participate in code and design reviews Knowledge and 
understanding of system requirements and design as inputs into testing execution Knowledge and understanding of the 
Software Development Lifecycle (SDLC) as it relates to standard software development and testing processes Knowledge 
of testing methodologies and best practices Knowledge of multiple testing approaches (including development, system, 
functional, user acceptance, etc.)Skills: Creating and maintaining testing documentation of all types, including test plans, 
test results, and defect management data Monitoring status of individual tasks and reporting progress to leadership and 
selected stakeholders Selection and application of appropriate testing techniques to ensure that tests provide an 
adequate level of confidence Reviewing testing documents, user & training manuals, and other relevant documentation 
for compliance with documentation standards Execution of tests according to agreed test plans, and analysis of test 
results Assessing the current status of a test process and proposing step-wise improvements Reviewing documentation 
for adherence to standards; mentors staff in corrective action plan creation and execution Use of testing tools to 
support efficient testing processes Writes clear and understandable defect and incident reports Recognition and 
classification of the typical risks associated with the performance, security, reliability, portability and maintainability of 
software systems Properly communicates within the test team and with other project stakeholders Effectively 
participates in reviews of small to medium projectsAbilities: Deductive Reasoning Oral Comprehension Written 
Comprehension Written Expression Category Flexibility Oral Expression Speech Clarity Speech Recognition Information 
Ordering Problem Sensitivity Time Sharing Flexibility of Closure Perceptual Speed Speed of Closure Fluency of Ideas 
Number Facility Memorization Inductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076114 - TESTING ANALYST-INT* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4005 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing and quality documentation and execution; or 4) business analysis and process design. 
Substitution of a Specific Associate's Degree for the Required Bachelor's Degree: An associate's degree in business data 
processing (e.g., business data programming, business systems analysis, or computer accounting), management 
information systems, computer and information systems, or other related Information Technology field from an 
accredited college or university may substitute for the required bachelor's degree. Substitution of Experience for 
Education: Qualifying experience in one or a combination of the following areas may substitute for the required 
education, on a year for year basis, to a maximum of four years: 1) testing and quality assurance work, or 2) any 
information systems work including but not limited to computer programming, database administration, or information 
systems analysis (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education). Substitution of Graduate Coursework for Experience: 
Additional qualifying graduate course work in Information Systems may substitute for the required experience, on a 
year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in Information Systems may substitute 
for one year of the required experience). OR One year of experience as an Information Systems Associate, with the State 
of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Software Testing and Analysis work of average difficulty. 
Performs multiple activities related to the verification and validation of software quality, and executes other related 
work duties as required. Distinguishing Features: ,This is the working level class in the Testing Analyst sub-series. An 
employee in this class should possess basic to intermediate understanding of the Testing Analyst duties/functions and 
can perform some tasks independently while contributing to team efforts. This class is flexibly staffed with and differs 
from Information Systems Associate, in that incumbents of the latter learn Software Testing and Analysis work. This 
classification differs from the Testing Analyst-Adv in that an incumbent of the latter can work independently or strongly 
contributes to team efforts relative to Testing tasks.  
 
Work Activities: 
Thinking Creatively: Identifies process and product improvements and participates in their implementation.Analyzing 
Data or Information: Reviews historical, existing and ongoing test results and defect reports to identify areas needing 
specific attention. Utilizes testing knowledge and experience to assess or recommend solutions.Interacting with 
Computers: Tests system modifications to prepare for implementation. Uses test case management tool to enter or 
update test cases and report progress. Uses defect management tool to enter or update defects and report 
progress.Processing Information:  Executes test scripts or test cases in accordance with the test plan to validate 
expected results.Provide Consultation and Advice to Others: Participates in product design reviews to provide input on 
functional requirements, product designs, schedules, or potential problems.Judging the Qualities of Things, Services, or 
People: Evaluates defects and categorizes according to the defect management plan and process. Reviews design 
documentation to validate clarity, consistency, and usability. Reviews system, business, and report requirements for 
accuracy and completeness.Coordinating the Work and Activities of Others: Coordinates with staff and management 
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representatives from a number of technical and non-technical areas to establish development and testing priorities and 
strategies. Plans, arranges and facilitates meetings or workshops with stakeholders to convey quality assurance scope 
and strategy.Identifying Objects, Actions, and Events: Reviews business requirements to create test plans, test scripts, 
and/or test cases.Coaching and Developing Others: Encourages team ownership of quality to increase overall product 
solution effectiveness. 
 
Competencies (KSA’s): 
Competencies: Listening Perseverance Technical Learning Written Communications Peer Relationships Time 
Management ComposureKnowledge: Knowledge of various types of testing tools Knowledge of various types of defect 
management tools Knowledge of Visio to review process flows Knowledge and basic understanding of coding and 
development concepts Knowledge and basic understanding of system requirements and design Knowledge and 
understanding of the Software Development Lifecycle (SDLC) as it relates to standard software development and testing 
processes Knowledge of testing methodologies and best practices Knowledge of multiple testing approaches (including 
development, system, functional, user acceptance, etc.)Skills: Maintaining testing documentation of all types, including 
test plans, test results, and defect management data Monitoring status of individual tasks and reporting progress to 
immediate supervisor Execution of tests according to agreed test plans, and reporting test results Reviewing 
documentation for adherence to standards Writes clear and understandable defect and incident reports Properly 
communicates within the test team and with other project stakeholders Effective participation in small project reviews 
Quality Control Analysis Skilled at setting priorities while balancing workload and time constraintsAbilities: Written 
Comprehension Oral Expression Speech Recognition Deductive Reasoning Flexibility of Closure Oral Comprehension 
Written Expression Category Flexibility Information Ordering Speech Clarity Number Facility Perceptual Speed 
Memorization 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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076116 - TESTING ANALYST-LEAD 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  4035 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
professional experience in one or a combination of the following: 1) software applications development; 2) systems 
analysis or design; 3) testing and quality documentation and execution; 4) business analysis and process design. One of 
the three years must include being a team leader on a testing or quality team. Substitution of a Specific Associate's 
Degree for the Required Bachelor's Degree: An associate's degree in business data processing (e.g., business data 
programming, business systems analysis, or computer accounting), management information systems, computer and 
information systems, or other related Information Technology field from an accredited college or university may 
substitute for the required bachelor's degree. Substitution of Experience for Education: Qualifying experience in one or a 
combination of the following areas may substitute for the required education, on a year for year basis, to a maximum of 
four years: 1) testing and quality assurance work, or 2) any information systems work including but not limited to 
computer programming, or information systems analysis (e.g., experience equivalent to one year of full-time work in 
one or a combination of the above listed fields may substitute for one year of the required education). Substitution of 
Graduate Education for Experience: Additional qualifying graduate course work in Information Systems may substitute 
for the required experience, on a year-for-year basis, to a maximum of one year (e.g., 36 graduate quarter hours in 
Information Systems may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Software Testing and Analysis work of unusual difficulty. 
Performs multiple highly complex activities related to the verification and validation of software quality, and executes 
other related work duties as required. Individuals in this class are expected to perform in a leadership or supervisory 
role. Distinguishing Features: An employee in this class leads or supervises a team of testing analysts in the testing and 
quality activities for one or more projects or business applications/programs.  This class differs from the Testing Analyst-
Adv in that incumbents of the latter are responsible for Software Testing and Analysis work of considerable difficulty.  
This class differs from the Quality Analyst in that incumbents of the latter perform multiple simultaneous review and 
assessment activities related to the verification and validation of project and product quality, and execute other related 
work duties as required. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Develops or specifies quality assurance standards, 
measurements, methods, or procedures to determine product quality or release readiness.Making Decisions and Solving 
Problems: Develops testing guidelines that address areas such as database impacts, software scenarios, regression 
testing, negative testing, error or bug retests, or usability. Schedules and authorizes the implementation of new and 
revised testing approaches and commitments.Interpreting the Meaning of Information for Others:  Communicates 
effectively any risks associated with the agreed test strategy and the test plan to clients, users and stakeholders for 
transparency and visibility into the testing process.Coordinating the Work and Activities of Others: Coordinates with 
staff and management representatives from a number of technical and non-technical areas to establish development 
and testing priorities and strategies. Plans, arranges and facilitates meetings or workshops with stakeholders during test 
planning and throughout subsequent development and testing activities.Analyzing Data or Information: Reviews 
historical, existing and ongoing test results and defect reports to identify areas needing specific attention. Utilizes 
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testing knowledge and experience to assess or recommend solutions. Identifies, analyzes, and documents problems with 
program function, output, online screen, or content.Scheduling Work and Activities Defines testing estimates in terms of 
complexity of product to provide visibility into the completion of test execution.Training and Teaching Others:  Provides 
authoritative advice and guidance to colleagues on any aspect of testing, including training for testers and other 
developers where appropriate.Identifying Objects, Actions, and Events:  Analyzes test data and results to detect 
potential patterns or issues related to software, hardware, and component quality. Scopes test effort to allocate 
resources, environment, and time to meet the commitments of quality for product solution. Decomposes requirements 
into test cases and test scripts. Identifies test cases for regression efforts. Reviews business requirements to create test 
plans, test scripts, and/or test cases.Organizing, Planning, and Prioritizing Work: Plans test schedules or strategies in 
accordance with project objectives, commitments and product solution methodology. Authors, with collaborative buy-in 
from stakeholders, a practical approach for User Acceptance Testing (UAT).Provide Consultation and Advice to Others:  
Provides feedback and recommendations to developers on software usability and functionality. Provides advice on the 
practicality of testing process alternatives. Participates in product design reviews to provide input on functional 
requirements, product designs, schedules, or potential problems.Documenting/Recording Information:  Designs and 
documents test plans, scenarios, scripts, or procedures for use during testing and quality assurance activities. Creates, 
provides input and/or delivers the User Acceptance Test Plan to gain consensus from stakeholders on the acceptance 
testing approach.Developing Objectives and Strategies:  Adjusts testing approach and practices to best facilitate quality 
within agency defined product solutions framework.Thinking Creatively: Identifies process and product improvements 
and participate in their implementation.Communicating with Persons Outside Organization: Serves as a liaison to 
external entities during the testing process. Reviews external documentation, assesses risk, usability, and accuracy, and 
provides feedback to the stakeholders.Processing Information: Compiles reports as requested for current test progress 
and defect metrics to indicate current state of product stability. Executes test scripts or test cases in accordance with 
the test plan to validate expected results.Judging the Qualities of Things, Services, or People: Reviews design 
documentation to validate clarity, consistency, and usability. Reviews system, business, and report requirements for 
accuracy and completeness. Reviews test plans and reports for accuracy and completeness. Reviews user manuals and 
training documentation to verify accurate reflection of system functionality. Evaluates defects and categorizes according 
to the defect management plan and process.Coaching and Developing Others: Encourages team ownership of quality to 
increase overall product solution effectiveness.Monitor Processes, Materials, or Surroundings:  Identifies testing 
program deviance from standards, and suggest modifications to ensure compliance. Monitors and reports on defect 
resolution efforts and tracks status or progress.Interacting With Computers: Tests system modifications to prepare for 
implementation. Uses test case management tool to enter or update test cases and report progress. Uses defect 
management tool to enter or update defects and report progress. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Directing Others Managerial Courage Priority Setting Strategic Agility Motivating Others 
Planning Technical Learning Delegation Presentation SkillsKnowledge: Knowledge of testing program standards to 
suggest and implement improvements Knowledge of resource allocation and effort estimation techniques for testing 
resource assignment Knowledge of planning, organizing, and managing resources and developing resource estimates to 
support project testing objectives Knowledge of various types of testing tools and their uses to assist in the selection and 
implementation process as needed Knowledge of various types of defect management tools and their application to 
assist in the selection and implementation process as needed Knowledge of task estimation and work breakdown 
structure Knowledge of Visio to design, review, and develop process flows Knowledge and understanding of coding and 
development concepts to participate in code and design reviews Knowledge and understanding of system requirements 
and design as inputs into test planning and execution Knowledge and understanding of the Software Development 
Lifecycle (SDLC) as it relates to standard software development and testing processes Knowledge of testing 
methodologies and best practices Knowledge of multiple testing approaches (including development, system, 
functional, user acceptance, etc.)Skills:  Creating, maintaining, and reviewing testing documentation of all types, 
including test plans, test results, and defect management data, and providing suggestions for improvement to team 
members Assessing and reporting relevant and timely test status to project stakeholders Selection and application of 
appropriate testing techniques to ensure that tests provide an adequate level of confidence Reviewing testing 
documents, user & training manuals, and other relevant documentation to assess accuracy and completeness Create 
test plans which detail the planning, design and execution of tests Monitoring and controlling test activities to achieve 
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test project objectives Assess the current status of a test process, propose step-wise improvements and illustrate linkage 
to achieving business goals Leading programs for improving the test process within an organization or project, including 
identification and management of critical success factors Reviewing documentation for adherence to standards; 
manages corrective action plan creation and execution Analysis of problems with the test process to propose effective 
solutions Estimation of resource needs to meet project or product testing objectives Use and configuration of testing 
tools to support efficient testing processes Writes clear and understandable defect and incident reports Recognition and 
classification of the typical risks associated with the performance, security, reliability, portability and maintainability of 
software systems Properly communicates within the test team and with other project stakeholders Effectively 
participates in reviews of medium to large projectsAbilities: Oral Comprehension Oral Expression Speech Clarity Speech 
Recognition Written Comprehension Written Expression Deductive Reasoning Problem Sensitivity Speed of Closure Time 
Sharing Category Flexibility Information Ordering Perceptual Speed Flexibility of Closure Originality Memorization 
Fluency of Ideas Number Facility Inductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/Audio-Video 
Equipment 
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028754 - THDA-ADVISOR 1 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1111 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028755 - THDA-ADVISOR 2 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2874 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028891 - THDA-ASSIST CHIEF LEG COUNSEL 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2959 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028770 - THDA-ASSIST DIR INFO TECH 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2895 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
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028820 - THDA-ASSISTANT DIRECTOR 1 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2922 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
028821 - THDA-ASSISTANT DIRECTOR 2 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2923 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
028894 - THDA-ASSISTANT LEGAL COUNSEL 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2960 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
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028720 - THDA-BUS SYSTEMS ANALYST MGR 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1109 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
028831 - THDA-CHIEF 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2946 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028767 - THDA-COORDINATOR 1 EP 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2878 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028768 - THDA-COORDINATOR 1 NP 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2879 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028769 - THDA-COORDINATOR 2 EP 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2894 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028771 - THDA-COORDINATOR 2 NP 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2896 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028766 - THDA-COORDINATOR 3 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2877 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028718 - THDA-DATABASE ADMINISTRATOR-JR 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1107 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028776 - THDA-DBA MANAGER 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2897 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028823 - THDA-DIRECTOR 2 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2924 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028824 - THDA-DIRECTOR 3 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2925 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028825 - THDA-EXECUTIVE DIRECTOR 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2926 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028827 - THDA-MANAGER 1 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2943 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028828 - THDA-MANAGER 2 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2944 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028829 - THDA-MANAGER 3 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2945 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028899 - THDA-PARALEGAL 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2961 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028719 - THDA-PRODUCT DEVELOPMENT MG 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1108 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028747 - THDA-SOFTWARE QUAL ASSUR ANALY 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1110 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028756 - THDA-SPECIALIST 1 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2875 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028757 - THDA-SPECIALIST 2 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2876 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028716 - THDA-SYSTEMS ADMINISTRATOR-INT 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  1093 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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028909 - THDA-SYSTEMS SUPPORT MANAGER 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2963 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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028908 - THDA-SYSTEMS SUPPORT SPEC INT 
 
Agency:  TN Housing Development Author (31620) 
Edison Template Job Opening ID:  2962 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026606 - THEC DIRECTOR ACADEMIC AFFAIRS 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1375 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026655 - THEC TRCN SENR CALL CENT NAV 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1474 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026803 - THEC- SOFTWARE APPLICATION ADM 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1243 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency.  " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024605 - THEC-ADMIN ASSISTANT 4 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1449 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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024606 - THEC-ADMIN BUDGET ANALYST 3 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1468 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026688 - THEC-ASO EXE DIR COL ACC INIT 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1121 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026672 - THEC-ASSIST DIR OF FISCAL POL 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1499 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022698 - THEC-ASSOC CHIEF ACADEMIC OFC 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1343 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. - See more at: www.tn.gov" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026671 - THEC-ASST EX DIR PPR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1498 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026673 - THEC-AST EX DIR ACADEMIC AFF 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1500 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026679 - THEC-AST EX DIR EXTERNAL INITI 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1501 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026799 - THEC-CHIEF ACADEMIC OFFICER 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1241 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. - See more at: a style=""color: rgb(7, 130, 193); font-family: sans-serif , Arial , Verdana ,;"" 
href=""http://www.tn.gov/"" 13.0px;""="""" trebuchet="""" data-cke-saved-
href=""http://www.tn.gov""&gt;www.tn.gov" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026769 - THEC-CHIEF AID & COMP OFFICER 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1173 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026654 - THEC-CHIEF FACILITIES PLANNING 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1473 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026800 - THEC-CHIEF FISCAL OFFICER 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1242 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. - See more at: a style=""color: rgb(7, 130, 193); font-family: sans-serif , Arial , Verdana ,;"" 
href=""http://www.tn.gov/"" 13.0px;""="""" trebuchet="""" data-cke-saved-
href=""http://www.tn.gov""&gt;www.tn.gov" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026630 - THEC-CHIEF OF STAFF & GEN COUN 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1424 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026779 - THEC-CONTRACT & AUDIT COR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1196 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026778 - THEC-DATA MANAGEMENT SPEC 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1195 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026792 - THEC-DEP GEN COUNSEL 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1220 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026704 - THEC-DEPUTY EXECUTIVE DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1145 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026761 - THEC-DIR OF WORKFORCE/ECO DEV 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1169 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026653 - THEC-DIRECTOR OF HBCU SUCCESS 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1453 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026698 - THEC-DPSA ASSISTANT DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1144 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026632 - THEC-DPSA DIR & MANAGING ATY 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1425 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the Search and Apply for Jobs page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026669 - THEC-EDUCATION & RESEARCH SPEC 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1497 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026620 - THEC-EXECUTIVE DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1397 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026784 - THEC-FACIL PLANNING ASST DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1217 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026656 - THEC-FACIL PLANNING DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1475 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026660 - THEC-FISC POLICY ANALYSIS DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1476 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026783 - THEC-FISCAL DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1216 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026780 - THEC-FISCAL MANAGER 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1197 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026665 - THEC-HIGHER ED PROGRAM ANALYST 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1478 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026664 - THEC-HIGHER ED PROGRAM COOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1477 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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022699 - THEC-HIGHER ED PROGRAM DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1344 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026762 - THEC-HR ANALYST 3 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1170 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026762 - THEC-HR ANALYST 3 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1171 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026774 - THEC-HR DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1194 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026772 - THEC-INFO SYS DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1174 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026649 - THEC-INSTITUTION & BOARD DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1451 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. - See more at: www.tn.gov" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026766 - THEC-INVESTIGATIONS OFFICER 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1172 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026635 - THEC-LEGAL & ADMIN SPECIALIST 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1428 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026635 - THEC-LEGAL & ADMIN SPECIALIST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1429 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026691 - THEC-LOT SCHOL & STUDENT FA RD 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1122 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026687 - THEC-POLICY PLNG & RES ANALYST 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1120 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026785 - THEC-PSA AST EXEC DIRECTOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1218 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026745 - THEC-REC NAVIGATOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1168 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency.   " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027139 - THEC-REGIONAL COORDINATOR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1274 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026609 - THEC-RESEARCH AND STRATEGY DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1376 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026652 - THEC-SPECIAL ASSISTANT 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1452 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026118 - THEC-STUDENT INFO SY & RES DIR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1209 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026626 - THEC-STUDENT INFO SYS ASSOC D 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1400 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029530 - THEC-VETERANS EDUC A EX DIRECT 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  2902 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026681 - THEC-VETERANS EDUCATION SPEC 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1502 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026744 - THEC-VETERANS EDUCATION SR DIR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1147 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062940 - THERAPEUTIC EQUIPMENT WORKER 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  1808 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of full-time carpentry, woodwork, mechanical 
maintenance, industrial arts, or other related acceptable work. Substitution of Education for Experience: Qualifying 
coursework at a vocational school or technical school in industrial arts, carpentry, woodworking, mechanics, or other 
related acceptable field may be substituted for the required experience on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled and skilled therapeutic equipment work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class assists in the design 
and modification of wheelchairs and other appliances to fit the special needs of individuals with intellectual and 
developmental disabilities. 
 
Work Activities: 
Getting Information:     Receives paperwork from clinician in order to repair, modify, and fabricate custom alternative 
equipment to meet positioning needs of consumer.    Obtains material lists for specific projects from 
inventory/manufacturing system to document materials used for inventory control.Monitoring Processes, Materials, or 
Surroundings:    Visually inspects and monitors inventory/non-inventory item quantities during material issues and 
follows facility notification protocol to minimize delay in daily operations and to prevent shortages.Judging the Qualities 
of Things, Services, or People:    Assess the quality of materials to ensure safety and durability according to set 
equipment standards.Processing Information:    Reviews and verifies plans with clinician prior to construction of custom 
equipment.    Perform calculations to determine the amount of materials used for a project.Evaluating Information to 
Determine Compliance with Standards:    Evaluates work orders to ensure compliance with facility policy and 
procedures.Thinking Creatively:    Develops designs or creates new systems or products to meet the needs of the 
consumer and improves daily operations within the facility.Organizing, Planning, and Prioritizing Work:    Sets priorities 
on the work to be done so that the more urgent and important tasks are given immediate attention.Performing General 
Physical Activities:    Moves and lifts materials while performing daily work tasks.Handling and Moving Objects:    Moves 
and lifts materials while performing daily work tasks following safe body mechanics.Controlling Machines and Processes:    
Safely operates general shop tools and equipment during the fabrication, modification, and repair of custom 
equipment.Operating Vehicles, Mechanized Devices, or Equipment:    Operate a variety of motorized vehicles according 
to state policy.Interacting with Computers:    Use computers and computer systems to enter data and process 
information.Repairing and Maintaining Mechanical Equipment:    Services, maintains, repairs and adjusts assistive 
technology equipment to ensure safe and proper operation for the consumer.    Services, maintains, repairs and adjusts 
general shop tools and equipment to ensure safe and proper operations.Repairing and Maintaining Electronic 
Equipment:    Services, maintains, repairs and adjusts general shop tools and equipment to ensure safe and proper 
operations.    Services, maintains, repairs and adjusts assistive technology equipment to ensure safe and proper 
operations.Documenting/Recording Information:    Documents time and materials according to facility and 
departmental policy and procedures.Communicating with Supervisors, Peers, or Subordinates:    Provide information to 
supervisors and co-workers to ensure effective and efficient communication.Communicating with Persons outside 
Organization:    Communicates with people outside the organization, representing the organization to customers, the 
public, and other external sources to ensure questions are directed to appropriate individuals and services rendered are 
customer focused.Coaching and Developing Others:    Mentors assigned peers by providing feedback and information on 
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organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively perform assigned 
tasks.Performing Administrative Activities:    Enter personal time and leave/overtime requests into the appropriate 
databases as required; responds to email, phone calls, and other correspondence as required. 
 
Competencies (KSA’s): 
Competencies:     Creativity    Learning on the Fly    Priority Setting    Action Oriented    Perseverance    Boss Relationships    
Customer Focus    Patience    Self-Development    Self-KnowledgeKnowledge:    Building and Construction    Mathematics    
MechanicalSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Reading Comprehension    
Writing    Instructing    Service Orientation    Equipment Maintenance    Equipment Selection    Operation and Control    
Operation Monitoring    Repairing    Technology Design    Troubleshooting    Management of ResourcesAbilities:    
Fluency of Ideas    Mathematical Reasoning    Number Facility    Originality    Problem Sensitivity    Selective Attention    
Visualization    Written Comprehension    Written Expression    Arm-Hand Steadiness    Control Precision    Finger 
Dexterity    Manual Dexterity    Multilimb Coordination    Rate Control    Reaction Time    Response Orientation    Extent 
Flexibility    Gross Body Coordination    Gross Body Equilibrium    Depth Perception    Near Vision 
 
Tools and Equipment Used: 
    Basic Shop Tools (saws, drills, sanders, routers)    Basic Hand Tools    Sewing Machine    Air Tools    Staple Gun 
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072673 - THERAPEUTIC SERVICES COORD 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2016 
 
Minimum Qualifications: 
Education and Experience: Licensed by the State of Tennessee as an Occupational Therapist, Speech/Language 
Pathologist, Physical Therapist, or Dietitian and four years of full-time clinical experience in the respective discipline. 
Substitution of Education for Experience: None. Substitution of Experience for Education: None.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general direction, is responsible for therapeutic services supervisory and service coordination work of 
considerable and sometimes unusual difficulty in exercising direction over multiple therapeutic/clinical disciplines; and 
performs related work as required. Distinguishing Features: This is the only classification in the Therapeutic Services 
series. An employee in this class is responsible for the provision of all therapy services for a group of assigned 
community homes, or for the oversight of therapy services provided to persons served by contracted agencies in the 
community. Work also involves coordinating consultation, training, and technical assistance provided by a highly skilled 
interdisciplinary team and includes ensuring service provision meets regulatory standards.  
 
Work Activities: 
Monitor Processes, Materials, or Surroundings: Monitors reports, documentation, and data sets prepared by other 
service providers or disciplines to ensure that they are complete, timely, and meet the needs of the persons served, 
DIDD expectations, and other regulatory standards. Observes implementation of supports for persons served, to include 
therapy, the physical environment, and other factors to ensure their health and safety as well as to identify any unmet 
needs. Facilitate the procurement of equipment that is being delayed due to regulations or funding issues. Monitors 
technical assistance provided by subordinates or others to determine whether the assistance provided was effective and 
whether standards and the needs of the persons served are met. Monitors or oversees the monitoring of equipment to 
ensure that it is working appropriately and/or is meeting the needs of the person served, that it is returned promptly 
after use and is stored appropriately when not in use, and that the equipment inventory is adequate. Monitors reports 
and documentation prepared by subordinates to ensure that they are complete and timely and are stored accurately for 
quick retrieval. Training and Teaching Others: Facilitates development and/or revision of formal educational programs to 
address identified community needs. Instructs staff on correct implementation of all aspects of therapeutic supports or 
refers to the appropriate discipline when needs are identified. Teaches all foundational classes related to therapeutic 
services in the absence of subordinates. Resolving Conflicts and Negotiating with Others: Manages and resolves conflicts 
between subordinates, co-workers, and internal and external stakeholders in an efficient and respectful manner to 
promote positive working relationships. Recognizes when barriers to conflict resolution exist and requests assistance 
from supervisor or other appropriate entities. Performing Administrative Activities: Monitors filing and storage of 
therapeutic documentation for compliance with unit and organizational standards. Reviews and approves leave and 
attendance in accordance with organizational standards. Staffing Organizational Units: Interviews and selects or 
recommends for selection the best qualified candidates for vacant positions. Ensures that members of the professional 
therapeutic community are aware of job openings. Monitoring and Controlling Resources: Approves and/or offers the 
use of resources for subordinates to attend continuing education courses to ensure a well trained workforce. Monitors 
and oversees purchasing of supplies and equipment for the unit. Operating Vehicles, Mechanized Devices, or 
Equipment: Travels to multiple locations to complete assigned tasks. Operates motor vehicle according to departmental 
policy to complete assigned duties. Getting Information: Gathers information from observations, reviews, data sets, 
interviews, and meetings, and through discussions with other units, health care providers, service providers, other 
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disciplines, subordinates, other entities, and research to facilitate analysis and decision making. Making Decisions and 
Solving Problems: Participates in problem solving and decision making based on data analysis and reasoning, to develop 
multiple options that enhance systems and resolve issues.Interpreting the Meaning of Information for Others: Interprets 
the results of the assessments and diagnostic findings from health providers to the persons served, family, and multi-
disciplinary teams.Developing and Building Teams: Develops and maintains effective internal and external 
business/professional relationships to ensure health and safety of persons served and person-centered practices are 
being implemented. Guiding, Directing, and Motivating Subordinates: Develops measurable outcomes for subordinates' 
individual performance plans and monitors performance in accordance with organizational guidelines to accomplish 
departmental goals. Judging the Qualities of Things, Services, or People: Assesses the effectiveness of therapy services 
and other supports being provided to determine whether they should be continued or changed, using information 
gathered from a variety of sources. Coaching and Developing Others: Fosters an environment that supports creative 
thinking among subordinates, stakeholders, and persons served to improve quality of life of people and systems. 
Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimates the allocation and reallocation 
of time and staffing resources it will take to provide various services (consultation, direct services, etc.) to other business 
partners or to address emergency issues. Developing Objectives and Strategies: Assist in developing a strategic plan to 
revise and update unit functions to support organizational goals and objectives. Establishing and Maintaining 
Interpersonal Relationships: Develops and maintains effective internal and external business/professional relationships 
to ensure health and safety of persons served and person-centered practices are being implemented. Drafting, Laying 
Out and Specifying Technical Devices, Parts, and Equipment: Provides consultation, technical assistance, referral, or 
direct services regarding documentation and instructions on how to use certain therapeutic equipment, devices, and/or 
environmental modifications. Communicating with Persons Outside Organization: Communicates with people outside 
the organization to coordinate effective provision of services and supports. Organizing, Planning, and Prioritizing Work: 
Assigns daily, emergent, and priority tasks with timeframes to employees as work flows into the organization. 
Communicating with Supervisors, Peers, or Subordinates: Communicates with supervisors, co-workers, and subordinates 
to coordinate effective provision of services and supports. Repairing and Maintaining Mechanical Equipment: Ensures 
that equipment is maintained and working properly and that defective and malfunctioning equipment is either repaired 
and/or replaced to ensure health and safety benefits to persons served. Documenting/Recording Information: Creates, 
shares, monitors, and stores documents to improve services and supports, and meet departmental and regulatory 
standards. Interacting with Computers: Uses computers and computer systems to enter, process, and analyze data; 
prepare reports; and communicate with other entities. Updating and Using Relevant Knowledge: Improves clinical and 
supervisory skills and knowledge by attending trainings and conferences, reading literature, conducting internet 
research, and reviewing and communicating policy changes. Performing General Physical Activities: Assists in lifting and 
moving persons served and equipment as needed. Controlling Machines and Processes: Uses office machines and 
therapeutic equipment to complete job tasks. 
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity             Problem Solving                       Conflict Management               Written 
Communications                     Customer Focus                       Process Management               Organizational Agility                
Presentation Skills                    Building Effective Teams                      Decision Quality Knowledge:  Basic knowledge of 
administration and management to supervise therapeutic services delivery       Basic knowledge of education and 
training principles for instructional development of health supports Basic knowledge of assistive technology to support 
health, safety and independence                       Advanced knowledge within a specific therapeutic discipline and a basic 
knowledge of other disciplines (to include occupational therapy, physical therapy, speech and language pathology, and 
nutrition)Skills:  Intermediate active learning skills to integrate new information into current practices                       
Intermediate active listening skills to understand multiple levels of expressive ability            Intermediate critical thinking 
skills to identify the best solutions when addressing issues                  Intermediate skills in learning strategies for teaching 
and training in multiple environments             Intermediate monitoring skills to assess the performance of individuals, 
organizations, systems, processes, policies, and services                     Basic service coordination skills to achieve 
departmental goals                      Intermediate instruction skills to facilitate achievement of competencies in service 
provision and provide training to heterogeneous groups                  Basic service orientation skills to help identify and 
meet needs of all customers                    Intermediate complex problem solving skills to identify, develop, evaluate, and 
implement possible actions for resolution               Basic equipment maintenance skills to recognize when repairs or 
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modifications are needed             Basic equipment selection skills to facilitate service provision             Intermediate 
troubleshooting skills to quickly identify potential sources of and/or solutions to problems Basic judgement and decision 
making skills to ensure appropriate guidance and direction to subordinates and others                      Basic management of 
personnel resources skills to effectively and efficiently achieve job tasks and organizational goals                  Basic time 
management skills to organize work tasks and meet required timeframes Abilities: Deductive reasoning                
Inductive reasoning                 Oral Comprehension                Oral Expression            Written Comprehension                       
Written Expression     
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine/Scanner Printer/Copier Therapeutic Adaptive Equipment 
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038634 - THP CAPTAIN 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1616 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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002755 - THP DISPATCHER 1** 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  6915 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school.ORSubstitution of 
Experience for Education:  Qualifying experience in communications equipment operations may be substituted for the 
required education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee.Applicants for positions in the Department of Safety and Homeland 
Security must pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations work of average 
difficulty in operating teletype and two-way radio equipment in receiving and transmitting law enforcement, disaster 
and/or weather information; and performs related work as required. Distinguishing Features: *This is the entry class in 
the THP Dispatcher sub-series. An employee in this class performs shift work, on a rotating basis, in receiving law 
enforcement, disaster and/or weather information, by telephone, teletype and two-way radio, and transmitting 
messages based on this information to the most appropriate agencies or individuals. Work involves making decisions on 
the most appropriate agencies or individuals to receive the information and preparing and maintaining communications 
logs and statistical reports. This class differs from that of THP Dispatcher 2* in that an incumbent of the latter performs 
at the intermediate level.   This class flexes to and differs from that of THP Dispatcher 3* in that an incumbent of the 
latter performs at the working level.*An applicant appointed to this class will be reclassified to the THP Dispatcher 3* 
after successful completion of a two-year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination.  
 
Work Activities: 
Getting Information:  Answers multiple telephone calls, monitoring, transmitting and receiving information on multiple 
channel two-way radio, and entering data into computer system. Provides liaison functions by receiving and properly 
handling, directing or prioritizing calls for emergency and non-emergency needs to and from THP units, other public 
safety agencies, and the public as well as critical incident intelligence. Receives law enforcement information by 
telephone, teletype, and multiple channel two-way radio, and transmits messages based on this information to the 
appropriate law enforcement agencies or personnel; receives and transmits information on motor vehicle crashes, 
fatalities, and hazardous weather conditions and handles communications requests for information regarding driver’s 
license, motor vehicle or boat title and registration, wanted or missing persons, and wrecker and ambulance services. 
Gathers information and refer calls for service to the appropriate agencies when necessary. Conducts inquiries for guns, 
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drugs, and illegal smuggling, human trafficking. Assists troopers and law enforcement personnel with locating families 
for next of kin notifications. Conducts inquiries for immigration/naturalization status. Monitor Processes, Materials or 
Surroundings:  Monitors multiple channel, two-way radio for officer safety and provide emergency response to officers 
in distress. Monitors the location and status of field law enforcement personnel by multiple channel two-way radio on a 
regular basis and dispatch additional law enforcement personnel to assist with handling certain situations. Operates and 
monitors statewide emergency teletype and radio communications systems and receive notification of emergency or 
disaster situations, including hazardous materials spills, tornadoes, flash flooding and the search and rescue of specific 
individuals or groups; evaluates the nature of the emergency and notifies by telephone, teletype and/or multiple 
channel two-way radio, agencies or pertinent individuals with the expertise and/or authority to handle the situation. 
Monitors detection of an alarm when road personnel receive possible confirmation of stolen vehicles/articles or wanted 
persons and/or the terrorist watch list. Monitors CAD for unit emergency alarm; checks trooper status and sends 
appropriate backup if the Trooper fails to respond. Verifies trooper/road personnel location and status to insure their 
safety during traffic stops, crashes, commercial motor vehicle inspections and motorists assists at the pre-assigned time 
intervals. Processing Information:  Processes limited, vague and sometimes false information to make positive 
identification of individuals and/or property.  Decides what information is needed to complete the task. Analyzes 
database information to assist trooper/other law enforcement agencies in investigations. Receives weather information 
and forecasts by teletype, multiple channel two way radio, electronically and transmits information to road personnel 
and other appropriate emergency agencies. Submits suspicious activity reports to Fusion Center relating to possible 
terrorist or homeland security matters. Evaluating Information to Determine Compliance with Standards:  Maintains 
confidentiality of law enforcement sensitive information and documents in compliance with laws and policies. 
Interprets, complies and keeps up-to-date with all department general orders, policy and procedure and guidelines 
while performing daily activities. Maintains up-to-date information on traffic incident management, prison escape plan, 
emergency management, etc. Making Decisions and Solving Problems:  Anticipates routes of travel, traffic and weather 
conditions and obstacles to advise troopers/officers during pursuits. Knows which units to utilize, refers calls for service, 
prioritizes calls for service, determines the appropriate support agencies to send, what notifications have to be made. 
Immediately notifies appropriate authorities of equipment failure. Updating and Using Relevant Knowledge:  Keeps up-
to-date on general orders, policies, procedures and standards. Attends required training and maintain required 
certification, including but not limited to, public safety telecommunicator course, TIES, NCIC, NIMS Amber Alert, CPR, 
Respectful Workplace, Customer Service, CAD, on-the-job training by the Communications Training Officer, new 
database training, TDOT Fog Zone training, TDOT Smart Way training, CJIS training. Interacting with Computers:  
Conducts hit confirmations with entering agencies on stolen/wanted or any other NCIC entries, including but not limited 
to license plate readers. Accesses road maps and provide directions to road personnel and the public. Conducts CAD 
searches to obtain general information such as crashes, trooper times, vehicle information. Enters/queries gang related 
information. Enters stolen records in NCIC. Monitors LoJack stolen vehicle tracking system. Updates road assignments in 
appropriate databases. Resets expired/invalid passwords in iMobile. Documenting/Recording Information:  Creates, 
updates, and documents all requests for service and other data into CAD. Prepares and maintains essential logs and 
pertinent statistical data and reports on motor vehicle crashes, fatalities, and/or emergency or disaster situations. 
Ensures that all case files are current, submits status reports per established time frames and keeps management 
apprised of case events as they occur. Communicating with Supervisors, Peers, or Subordinates:  Dispatches additional 
resources for natural and man-made disasters. Demonstrates adaptability and flexibility when working with co-workers, 
subordinates, and management to complete a job.  Demonstrates a sense of cooperativeness by remaining open and 
positive when receiving direction or constructive feedback. Demonstrates clear, effective communication in individual 
group settings. Completes accurate reports and keep supervisor and others fully informed on work status, issues and 
problems that need resolution. Notifies public information office of critical incidents to ensure public awareness and 
safety. Establishing and Maintaining Interpersonal Relationships:  Assists the other operator on duty and operating as a 
team. Conducts shift briefing and pass along information to on-coming operators and road personnel. Performing for or 
Working Directly with the Public:  Provides 24-hour a day support to the road personnel and to the public. Provides 
access to the appropriate interpreting service for non-English speaking calls for service pursuant to state and federal law 
requirements. Talks with non-English speaking parents through the children. Assists distraught, emotional and irate 
callers. Communicating with children and the elderly involved in critical incidents. Provides motorist assistance, general 
assistance, emergency assistance, and public information and directions in an efficient, courteous, knowledgeable 
manner treating all customers with dignity and respect. Keeps the public informed about road closures and hazardous 
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road conditions. Performing Administrative Tasks:  Notifies Consulate regarding foreign nationals that have been 
arrested/detained, seriously or fatally injured in crashes. Completes required reports, forms and documents within the 
established time frames, (including but not limited to travel claims, time and labor, collection and reporting trooper 
activity, entering serious or fatal crash report). Stays up-to-date on schedule. Updates wrecker call lists/logs. Update 
sdepartment personnel, other agency contact information in CAD. Completes all requested forms and documents prior 
to commissioned members court appearance such as but not limited to certified driving histories and criminal histories. 
Maintains call out lists for road personnel and dispatcher. Relays messages to road personnel form the public. 
Disseminates subpoenas for court to troopers/road personnel. Obtains proofs of compliance for accreditation process. 
Maintains contact information for Chaplains.  
 
Competencies (KSA’s): 
Competency:  Honesty Professionalism Loyalty Knowledge:  Clerical knowledge Knowledge of Windows Office 
Geography and map reading Knowledge of basic math Customer and personal service Skills:  Active learning Critical 
thinking Reading comprehension Speaking Listening Skills Writing Service orientation Manage own time Typing Skills 
Stress Management Stress Working Independently Skills Abilities:  Communication skills both verbal and written 
Deductive reasoning Memorization Oral comprehension Oral expression Written Comprehension Written expression 
Hearing sensitivity Speech recognition 
 
Tools and Equipment Used: 
 Computer Telephone Printer/Copier MCC7500 Communications Console Computer Aided Dispatch Communications 
Training Officer Software 
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002756 - THP DISPATCHER 2* 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  6916 
 
Minimum Qualifications: 
 Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to one year of full-time communications dispatching experience.OROne year of experience as a THP Dispatcher 1 with 
the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee.Applicants for positions in the Department of Safety and Homeland 
Security must pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations work of average 
difficulty in operating teletype and two-way radio equipment in receiving and transmitting law enforcement, disaster 
and/or weather information; and performs related work as required. Distinguishing Features: *This is the intermediate 
level classification in the THP Dispatcher sub-series. An employee in this class performs shift work, on a rotating basis, in 
receiving law enforcement, disaster and/or weather information, by telephone, teletype and two-way radio, and 
transmitting messages based on this information to the most appropriate agencies or individuals. Work involves making 
decisions on the most appropriate agencies or individuals to receive the information and preparing and maintaining 
communications logs and statistical reports. This class differs from that of THP Dispatcher 1* in that an incumbent of the 
latter performs at the entry level. This class flexes to and differs from that of THP Dispatcher 3* in that an incumbent of 
the latter performs at the working level.*An applicant appointed to this class will be reclassified to the THP Dispatcher 
3* after successful completion of a one-year training period; inadequate or marginal performance during the training 
period will result in automatic demotion or termination.  
 
Work Activities: 
Performing Administrative Tasks:  Notifies Consulate regarding foreign nationals that have been arrested/detained, 
seriously or fatally injured in crashes. Completes required reports, forms and documents within the established time 
frames, (including but not limited to travel claims, time and labor, collection and reporting trooper activity, entering 
serious or fatal crash report). Stays up-to-date on schedule. Updates wrecker call lists/logs. Updates department 
personnel, other agency contact information in CAD. Completes all requested forms and documents prior to 
commissioned members court appearance such as but not limited to certified driving histories and criminal histories. 
Maintains call out lists for road personnel and dispatcher. Relays messages to road personnel form the public. 
Disseminates subpoenas for court to troopers/road personnel. Obtains proofs of compliance for accreditation process. 
Maintains contact information for Chaplains. Performing for or Working Directly with the Public:  Provides 24-hour a day 
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support to the road personnel and to the public. Provides access to the appropriate interpreting service for non-English 
speaking calls for service pursuant to state and federal law requirements. Communicates with non-English speaking 
parents through their children. Assist distraught, emotional and irate callers. Communicates with children and the 
elderly involved in critical incidents. Provides motorist assistance, general assistance, emergency assistance, and public 
information and directions in an efficient, courteous, knowledgeable manner treating all customers with dignity and 
respect. Keeps the public informed about road closures and hazardous road conditions. Getting Information:  Answers 
multiple telephone calls, monitoring, transmitting and receiving information on multiple channel two-way radio, and 
entering data into computer system. Provides liaison functions by receiving and properly handling, directing or 
prioritizing calls for emergency and non-emergency needs to and from THP units, other public safety agencies, and the 
public as well as critical incident intelligence. Receives law enforcement information by telephone, teletype, and 
multiple channel two-way radio, and transmits messages based on this information to the appropriate law enforcement 
agencies or personnel; receives and transmits information on motor vehicle crashes, fatalities, and hazardous weather 
conditions and handles communications requests for information regarding driver’s license, motor vehicle or boat title 
and registration, wanted or missing persons, and wrecker and ambulance services. Gathers information and refer calls 
for service to the appropriate agencies when necessary. Conducts inquiries for guns, drugs, and illegal smuggling, human 
trafficking. Assists troopers and law enforcement personnel with locating families for next of kin notifications. Conducts 
inquiries for immigration/naturalization status. Interacting with Computers:  Conducts hit confirmations with entering 
agencies on stolen/wanted or any other NCIC entries, including but not limited to license plate readers. Accesses road 
maps and provides directions to road personnel and the public. Conduct CAD searches to obtain general information 
such as crashes, trooper times, vehicle information. Enters query gang related information. Enters stolen records in 
NCIC. Monitors LoJack stolen vehicle tracking system. Updates road assignments in appropriate databases. Resets 
expired/invalid passwords in iMobile. Monitor Processes, Materials or Surroundings:  Monitors multiple channel two-
way radio for officer safety and provide emergency response to officers in distress. Monitors the location and status of 
field law enforcement personnel by multiple channel two-way radio on a regular basis and dispatch additional law 
enforcement personnel to assist with handling certain situations. Operates and monitors statewide emergency teletype 
and radio communications systems and receive notification of emergency or disaster situations, including hazardous 
materials spills, tornadoes, flash flooding and the search and rescue of specific individuals or groups; evaluates the 
nature of the emergency and notifies by telephone, teletype and/or multiple channel two-way radio, agencies or 
pertinent individuals with the expertise and/or authority to handle the situation. Monitors detection of an alarm when 
road personnel receive possible confirmation of stolen vehicles/articles or wanted persons and/or the terrorist watch 
list. Monitors CAD for unit emergency alarm; check trooper status and send appropriate backup if the Trooper fails to 
respond. Verifies trooper/road personnel location and status to insure their safety during traffic stops, crashes, 
commercial motor vehicle inspections and motorists assists at the pre-assigned time intervals. Communicating with 
Supervisors, Peers, or Subordinates:  Dispatches additional resources for natural and man-made disasters. Demonstrates 
adaptability and flexibility when working with co-workers, subordinates, and management to complete a job.  
Demonstrate a sense of cooperativeness by remaining open and positive when receiving direction or constructive 
feedback. Demonstrates clear, effective communication in individual group settings. Completes accurate reports and 
keep supervisor and others fully informed on work status, issues and problems that need resolution. Notifies public 
information office of critical incidents to ensure public awareness and safety. Processing Information:  Processes limited, 
vague and sometimes false information to make positive identification of individuals and/or property.  Decide what 
information is needed to complete the task. Analyzes database information to assist trooper/other law enforcement 
agencies in investigations. Receives weather information and forecasts by teletype, multiple channel two-way radio, 
electronically and transmits information to road personnel and other appropriate emergency agencies. Submits 
suspicious activity reports to Fusion Center relating to possible terrorist or homeland security matters Making Decisions 
and Solving Problems:  Anticipates routes of travel, traffic and weather conditions and obstacles to advise 
troopers/officers during pursuits. Knows which units to utilize, refer calls for service, prioritize calls for service, 
determine the appropriate support agencies to send, what notifications have to be made. Notifies appropriate 
authorities of equipment failure. Evaluating Information to Determine Compliance with Standards:  Maintains 
confidentiality of law enforcement sensitive information and documents in compliance with laws and policies. 
Interprets, complies and keep up-to-date with all department general orders, policy and procedure and guidelines while 
performing daily activities. Maintains up-to-date information on traffic incident management, prison escape plan, 
emergency management, etc. Documenting/Recording Information:  Creates, updates, and documents all requests for 
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service and other data into CAD. Prepares and maintains essential logs and pertinent statistical data and reports on 
motor vehicle crashes, fatalities, and/or emergency or disaster situations. Ensures that all case files are current, submit 
status reports per established time frames and keep management apprised of case events as they occur. Establishing 
and Maintaining Interpersonal Relationships:  Assists the other operator on duty and working as a team. Conducts shift 
briefing and passes along information to on-coming operators and road personnel. Updating and Using Relevant 
Knowledge:  Keeps up-to-date on general orders, policies, procedures and standards. Attends required training and 
maintain required certification, including but not limited to, public safety telecommunicator course, TIES, NCIC, NIMS 
Amber Alert, CPR, Respectful Workplace, Customer Service, CAD, on-the-job training by the Communications Training 
Officer, new database training, TDOT Fog Zone training, TDOT Smart Way training, CJIS training.  
 
Competencies (KSA’s): 
Competencies: Composure Problem Solving Timely Decision Making Listening Organizational Agility Customer Focus 
Compassion Dealing with Ambiguity Approachability Written CommunicationsKnowledge: Clerical Knowledge 
Knowledge of Windows Office Geography and Map Reading Customer and Personal ServiceSkills: Active Learning Critical 
Thinking Reading Comprehension Speaking Listening Skills Writing Service Orientation Manage Own Time Typing Skills 
Stress Management Stress Working Independently SkillsAbilities: Communication (both Verbal and Written) Deductive 
Reasoning Memorization Oral Comprehension Oral Expression Written Comprehension Written Expression Hearing 
Sensitivity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Two-Way Radio  
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002759 - THP DISPATCHER 3* 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2646 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and two years of full-time 
communications dispatching experience and possession of current certification in active status as an APCO certified 
Communications Training Officer.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee; Have certification as a Communications Training Officer 
(CTO).Applicants for positions in the Department of Safety and Homeland Security and the Tennessee Wildlife Resources 
Agency must pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations work of average 
difficulty in operating teletype and two-way radio equipment in receiving and transmitting law enforcement, disaster 
and/or weather information; and performs related work as required. Distinguishing Features: This is the working-level 
classification in the THP Dispatcher sub-series. An employee in this class leads employees to perform shift work, on a 
rotating basis, in receiving law enforcement, disaster and/or weather information, by telephone, teletype and two-way 
radio, and transmitting messages based on this information to the most appropriate agencies or individuals. Work 
involves training and making decisions on the most appropriate agencies or individuals to receive the information and 
preparing and maintaining communications logs and statistical reports.This class is flexibly staffed with and differs from 
that of THP Dispatcher 2, in that an incumbent of the latter performs at the intermediate level. This class differs from 
that of THP Dispatcher Supervisor in that an incumbent of the latter performs at the supervisory level and scheduling 
the work of a small unit of subordinate communications dispatchers.  
 
Work Activities: 
Interacting with Computers:  Assists troopers and law enforcement personnel with locating families for next of kin 
notifications. Advanced knowledge of geography and systems, to include Tennessee Advanced Communications 
Network (TACN), to anticipate assisting dispatch taking calls, Troopers and citizens. Conducts inquiries for 
immigration/naturalization status. Conducts hit confirmations with entering agencies on stolen/wanted or any other 
NCIC entries, including but not limited to license plate readers. Accesses road maps and provide directions to road 
personnel and the public. Conducts CAD searches to obtain general information such as crashes, trooper times, vehicle 
information. Enters/queries gang related information. Leads in ensuring timely and accurate entries of all records in 
NCIC. Monitors LoJack stolen vehicle tracking system. Leads in updating road assignments in appropriate databases. 
Leads in ensuring email notifications are sent regarding serious/critical incidents to the Command Staff and the Public 
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Information Officers. Resets expired/invalid passwords in the mobile data computer. Monitor Processes, Materials, or 
Surroundings:  Monitors multiple channels and two-way radio for officer safety and provides emergency response to 
officers in distress. Monitors the location and status of field law enforcement personnel by multiple channel two-way 
radio on a regular basis and dispatch additional law enforcement personnel to assist with handling certain situations. 
Operates and monitors statewide emergency teletype and radio communications systems and receives notification of 
emergency or disaster situations, including hazardous materials spills, tornadoes, flash flooding and the search and 
rescue of specific individuals or groups; evaluates the nature of the emergency and notifies by telephone, teletype 
and/or multiple channel two-way radio, agencies or pertinent individuals with the expertise and/or authority to handle 
the situation. Monitors hit detect when road personnel receive possible confirmation of stolen vehicles/articles or 
wanted persons and/or the terrorist watch list. Monitors CAD for unit emergency alarm; check trooper status and send 
appropriate backup if fail to respond. Ensures that road units are utilizing correct TACN talkgroup for the specific 
incident. Verifies trooper/road personnel location and status to insure their safety during traffic stops, crashes, 
commercial motor vehicle inspections and motorists assists at the pre-assigned time intervals.. Performing for of 
Working Directly with the Public:  Provides 24-hour a day support to the road personnel and to the public. Assists 
distraught, emotional and irate callers. Communicating with children and the elderly involved in critical incidents. 
Provides access to the appropriate interpreting service for non-English speaking calls for service pursuant to state and 
federal law requirements. Provides motorist assistance, general assistance, emergency assistance, and public 
information and directions in an efficient, courteous, knowledgeable manner treating all customers with dignity and 
respect. Keeps the public informed about road closures and hazardous road conditions. Performing Administrative 
Activities:  Oversees the updating of wrecker call lists/logs. Oversees the updating of department personnel, other 
agency contact information in CAD and maintain call out lists for road personnel and dispatcher, to include Chaplains. 
Notifies Consulate regarding foreign nationals that have been arrested/detained, seriously or fatally injured in crashes. 
Completes required reports, forms and documents within the established time frames, (including but not limited to 
travel claims, time and labor, collection and reporting trooper activity, entering serious or fatal crash report). Stays up-
to-date on work schedule of self and co-workers to ensure shifts are covered. Completes all requested forms and 
documents prior to commissioned members court appearance such as but not limited to certified driving histories and 
criminal histories.  Disseminate subpoenas for court to troopers/road personnel. Leads and ensures all messages are 
relayed to road personnel from the public. Obtains proofs of compliance for accreditation process. Communicating with 
Supervisors, Peers, or Subordinates:  Dispatches additional resources for natural and man-made disasters. Serving as 
communications liaison during critical incidents and special assignments. Demonstrates adaptability and flexibility when 
working with co-workers, subordinates, and management to complete a job.  Demonstrates a sense of cooperativeness 
by remaining open and positive when receiving direction or constructive feedback. Notifies public information office of 
critical incidents to ensure public awareness and safety. Demonstrates clear, effective communication in individual 
group settings. Completes accurate reports and keep supervisor and others fully informed on work status, issues and 
problems that need resolution. Ensures supervisor is informed of ongoing situations during shift. Getting Information:  
Answers multiple telephone calls, monitoring, transmitting and receiving information on multiple channel two-way 
radio, and entering data into computer system. Provides liaison functions by receiving and properly handling, directing 
or prioritizing calls for emergency and non-emergency needs to and from THP units, other public safety agencies, and 
the public as well as critical incident intelligence. Receives law enforcement information by telephone, teletype, and 
multiple channel two-way radio, and transmits messages based on this information to the appropriate law enforcement 
agencies or personnel; receives and transmits information on motor vehicle crashes, fatalities, and hazardous weather 
conditions and handles communications requests for information regarding driver's license, motor vehicle or boat title 
and registration, wanted or missing persons, and wrecker and ambulance services. Gathers information and refer calls 
for service to the appropriate agencies when necessary. Conducts inquiries for guns, drugs, and illegal smuggling, human 
trafficking.Making Decisions and Solving Problems:  Anticipates routes of travel, traffic and weather conditions and 
obstacles to advise troopers/officers during pursuits. Knows which units to utilize, refer calls for service, prioritize calls 
for service, determine the appropriate support agencies to send, what notifications have to be made. Assists with 
problem resolution and decision making during shifts.  Notifies appropriate authorities of equipment failure. Maintains 
confidentiality of law enforcement sensitive information and documents in compliance with laws and policies. Process 
Information:  Processes limited, vague and sometimes false information to make positive identification of individuals 
and/or property.  Decides what information is needed to complete the task. Analyzes database information to assist 
trooper/other law enforcement agencies in investigations. Receives weather information and forecasts by teletype, 
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multiple channel two way radios, electronically and transmits information to road personnel and other appropriate 
emergency agencies. Submits suspicious activity reports to Fusion Center relating to possible terrorist or homeland 
security matters Training and Teach Others:  Identifies the educational needs of others, assist in developing training 
programs, and conduct on the job training. Develops daily observation reports, task lists and administer tests to trainees 
in the CTO program. Mentors less experienced co-workers Documenting/Recording Information:  Creates, updates, and 
documents all requests for service and other data into CAD. Prepares and maintains essential logs and pertinent 
statistical data and reports on motor vehicle crashes, fatalities, and/or emergency or disaster situations. Ensures that all 
case files are current, submit status reports per established time frames and keep management apprised of case events 
as they occur. Establishing and Maintaining Interpersonal Relationships:  Assists the other operators on duty and 
operating as a team. Conducts shift briefing and passes along information to on-coming operators and road personnel. 
Takes lead in establishing and promoting a positive working environment. Evaluating Information to Determine 
Compliance with Standards:  Interprets, complies and keeps up-to-date with all department general orders, policy and 
procedure and guidelines while performing daily activities. Maintains up-to-date information on traffic incident 
management, prison escape plan, emergency management, etc. Maintains confidentiality of law enforcement sensitive 
information and documents in compliance with laws and policies. Updating and Using Relevant Knowledge:  Keeps up-
to-date on general orders, policies, procedures and standards. Attends required training and maintain required 
certification, including but not limited to, public safety telecommunicator course, TIES, NCIC, NIMS, Amber Alert, CPR, 
Respectful Workplace, Customer Service, CAD, on-the-job training by the Communications Training Officer (CTO), new 
database training, TDOT Fog Zone training, TDOT Smart Way training, CJIS training. Maintains and updates records, 
telephone lists, manuals, reference material to ensure compliance with directives and standards for use of dispatch 
personnel.   
 
Competencies (KSA’s): 
Competencies: Decision Quality Action Oriented Process Management Motivating Others Developing Direct Reports and 
Others Conflict Management Standing Alone Peer Relationships Customer Focus Comfort Around Higher 
ManagementKnowledge: Education and Training Public Safety and Security Geography Telecommunication Customer 
and Personal Service ClericalSkills: Critical Thinking Judgment and Decision Making Speaking Active Listening Complex 
Problem Solving Writing Instructing Learning Strategies Time Management Service OrientationAbilities: Speech 
Recognition Speech Clarity Hearing Sensitivity Problem Sensitivity Oral Comprehension Memorization Auditory 
Attention Inductive Reasoning Written Expression Time Sharing 
 
Tools and Equipment Used: 
 Computer Telephone Printer/Copier MCC7500 Communications Console Computer Aided Dispatch Communications 
Training Officer Software 
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002760 - THP DISPATCHER REGIONAL MGR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2647 
 
Minimum Qualifications: 
  Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent 
to five years of full time communications dispatching experience including at least two years of supervisory work.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee; Have certification as a Communications Training Officer 
(CTO).Applicants for positions in the Department of Safety and Homeland Security and the Tennessee Wildlife Resources 
Agency must pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position. Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
 Summary: Under general supervision, is responsible for managerial and administrative work of considerable difficulty in 
assisting in planning, organizing, and directing the activities of a Tennessee Highway Patrol Dispatch Region; and 
performs related work as required. Distinguishing Features: This is the management class in the THP Dispatcher sub-
series. An employee in this class manages the regional dispatch center in an assigned region with moderate levels of 
dispatch operations. Work includes managing staff and approving work schedules, approving supplies and equipment to 
perform assigned duties, and enforcing department policies and procedures.  Work involves conducting training and 
assisting with development of curriculum. This class differs from that of THP Dispatcher Supervisor in that an incumbent 
of the latter functions in a supervisory class level. This class differs from that of the working title, Dispatch 
Communications Coordinator, in that an incumbent of the latter is responsible for managing overall statewide THP 
Dispatch operations.   
 
Work Activities: 
 Evaluating Information to Determine Compliance with Standards:  Maintains confidentiality of law enforcement 
sensitive information and documents in compliance with laws and policies. Interprets, complies and keeps up-to-date 
with all department general orders, policy and procedure and guidelines while performing daily activities. Performs 
periodic audits of TIES, NCIC, TCIC, inquiries, entries, validations for quality assurance and compliance with FBI, CJIS and 
all legal requirements. Conducts quality assurance assessments on radio and telephone in-coming calls. Audits CAD 
entries for accuracy of both dispatch centers and dispatchers. Making Decisions and Solving Problems:  Resolves 
complaints by determining the facts and taking the appropriate action. Conducts interviews to hire new dispatch 
employees and makes recommendations to the appointing authority. Monitors spending to ensure that expenses are 
consistent with approved budgets. Recommends approval of financial and personnel (schedules, hiring, supply orders, 
travel expenses, etc.) Performing for or Working Directly with the Public:  Working as a dispatcher during emergency 
situations and/or manpower shortages. Ensures appropriate dispatch personnel are provided during natural and man-
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made disasters. Representing the department at public functions such as job fairs, citizen's academy, etc. Performing 
Administrative Activities:  Oversees the Regional Dispatch Centers operations. Completes required reports, forms and 
documents within the established time frames, (including but not limited to travel claims, time and labor). Enters and 
approves time accountability for subordinates in a timely manner. Ensures that subordinates personnel files are updated 
and accurate. Implements schedule or policy changes. Ensuring communications center has adequate supplies for 
effective operation. Guiding, Directing, and Motivating Subordinates:  Ensuring that all communication centers is 
adequately staffed and operational 24 hours a day / 7 days a week for the safety of the officers and the public. Being 
accessible, available to subordinates for problem resolution, and decision-making. Develop and provide subordinates job 
plan annually. Conducts performance interim reviews with subordinates quarterly and performance evaluations 
annually. Demonstrate adaptability and flexibility when working with co-workers, subordinates, and management to 
complete a job. Demonstrate a sense of cooperativeness by remaining open and positive when receiving direction or 
constructive feedback. Ensures accurate reports are kept by the supervisor and others fully informed on work status, 
issues and problems that need resolution. Maintains documentation regarding subordinates job performance for the 
evaluation process, noting exceptional or marginal performance. Demonstrates clear, effective communication in 
individual group settings. Updating and Using Relevant Knowledge:  Attends required training and maintain required 
certification, including but not limited to, public safety telecommunicator course, TIES, NCIC, NIMS, Amber Alert, CPR, 
Respectful Workplace, Customer Service, CAD, on-the-job training by the Communications Training Officer, new 
database training, TDOT Fog Zone training, TDOT Smart Way training, CJIS training. Develops criteria, application 
instructions and procedural manuals for dispatch operations. Keep up-to-date on general orders, policies, procedures 
and standards. Ensures that subordinates are up-to-date on procedures and standards by verbal and electronic means. 
Attends required training, conferences and meetings to receive the most current information and disseminates to 
subordinates. Maintains and updates records, telephone lists, manuals, reference material to ensure compliance with 
directives and standards for use of dispatch personnel. Establishing and Maintaining Interpersonal Relationships:  Taking 
the appropriate disciplinary action for violations. Establishing and maintaining interpersonal relationships by 
acknowledging and rewarding outstanding performance through interim reviews, performance evaluations, awards, 
verbal and/or written commendations. Ensuring subordinates are provided a harmonious and respectful workplace by 
complying with established directives, providing training to enhance knowledge as a preventative measure. Training and 
Teaching Others:  Assists in the development and instruction of the annual Dispatcher in-service training. Assists in the 
development and instruction of the Public Safety Telecommunicator class to new Dispatch employees. Pass the Train-
the-Trainer curriculum with DOHR to instruct pertinent Customer Focus Government classes within the Region. 
Communicating with Supervisors, Peers, or Subordinates:  Serves as Liaison with field Captains, Command Staff to 
discuss communication issues. Collaborates with other managers or staff members to formulate and implement policies, 
procedures, goals, or objectives. Providing information and updates to management and subordinates. Terminal Agency 
Coordinator with TBI as the liaison for the TIES system within each Region. Serves as Liaison with 911 Directors to 
discuss communication issues. Represents in Local, State & Regional meetings to include TDOT, TENA, TEMA, APCO, 
citizens academy.   
 
Competencies (KSA’s): 
Competencies: Managerial Courage Presentation Skills Business Acumen Building Effective Teams Process Management 
Action Oriented Interpersonal Savvy Delegation Organizational Agility Comfort around Higher ManagementKnowledge: 
Telecommunications Public Safety and Security Education and Training Customer and Personal Service Administration 
and ManagementSkills: Management of Personnel Resources Time Management Judgement and Decision Making 
Complex Problem Solving Critical Thinking Speaking Management of Material Resources Instructing Writing Service 
Orientation Management of Financial Resources MonitoringAbilities: Oral Comprehension Oral Expression Time Sharing 
Deductive Reasoning Inductive Reasoning 
 
Tools and Equipment Used: 
 Computer Telephone Printer/Copier MCC7500 Communications Console Computer Aided Dispatch Communications 
Training Officer Software Media Production Equipment 
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002757 - THP DISPATCHER SUPERVISOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2645 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
five years of full-time communications dispatching work and possession of current certification in active status as an 
APCO certified Communications Training Officer.  Substitution of Experience: Qualifying experience in communications 
dispatching work may be substituted for the required years of education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be at least eighteen (18) years of age; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Not have been convicted or pleaded guilty to or entered a plea of nolo contendere to any felony 
charge or to any violation of federal or state laws or city ordinances relating to force, violence, theft, dishonesty, 
gambling, liquor, or controlled substances, Tennessee Code Annotated 7-86-205; Not have been discharged under any 
other than honorable conditions from any branch of the United States armed forces; Pass a physical examination 
administered by a licensed physician that is consistent with the Americans with Disabilities Act and that relates to the 
essential functions of the position; Upon appointment, successfully complete a prescribed course of instruction 
approved by the Tennessee Public Safety Committee.Applicants for positions in the Department of Safety and Homeland 
Security must pass a psychological evaluation administered by a licensed mental health professional that is consistent 
with the Americans with Disabilities Act and that relates to the essential functions of the position. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for communications equipment operations supervisory work of 
average difficulty in supervising the operations of teletype and two-way radio equipment in receiving and transmitting 
law enforcement information; and performs related work as required.Distinguishing Features: This is the supervisory 
classification in the THP Dispatcher sub-series. An employee supervises a unit of subordinate communications 
dispatchers and participating in receiving law enforcement information, by telephone, teletype and two-way radio, and 
transmitting messages based on this information to appropriate agencies or individuals. Work involves making decisions 
on the most appropriate agencies or individuals to receive the information and preparing and maintaining 
communications logs and statistical reports. This class differs from that of the THP Dispatcher 3, in that an incumbent of 
the latter is responsible for performing duties at the working level, with no supervisory responsibilities.   
 
Work Activities: 
Performing Administrative Activities:    Conducts interviews to hire new dispatch employees and makes 
recommendations to the Captain. Resolves complaints by determining the facts and taking the appropriate action. 
Maintains documentation regarding subordinates job performance for the evaluation process, noting exceptional or 
marginal performance. Develops and provides subordinates job plan annually. Conducts performance interim reviews 
with subordinates quarterly and performance evaluations annually. Notifies Consulate regarding foreign nationals that 
have been arrested/detained, seriously or fatally injured in crashes. Completes required reports, forms and documents 
within the established time frames, (including but not limited to travel claims, time and labor, collection and reporting 
trooper activity, entering serious or fatal crash report). Enters and approves time accountability for subordinates in a 
timely manner. Ensures that subordinates personnel files are updated and accurate. Stays up-to-date on schedule. 
Schedules required training and maintain training documentation on subordinates. Updates wrecker call lists/logs. 
Updates department personnel, other agency contact information in CAD. Obtains proofs of compliance for 
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accreditation process. Maintains call out lists for road personnel and dispatcher. Ensures that the fatality board/reports 
are updated and correct. Completes all requested forms and documents prior to commissioned members court 
appearance such as but not limited to certified driving histories and criminal histories. Ensures communications center 
has adequate supplies for effective operation. Disseminates subpoenas for court to troopers/road personnel. Relays 
messages to road personnel form the public. Maintains contact information for Chaplains. Getting Information:    
Answers multiple telephone calls, monitoring, transmitting and receiving information on multiple channel two-way 
radio, and entering data into computer system. Provides liaison functions by receiving and properly handling, directing 
or prioritizing calls for emergency and non-emergency needs to and from THP units, other public safety agencies, and 
the public as well as critical incident intelligence. Performing and supervising subordinates in above tasks. Receives law 
enforcement information by telephone, teletype, and multiple channel two-way radio, and transmits messages based on 
this information to the appropriate law enforcement agencies or personnel; receives and transmits information on 
motor vehicle crashes, fatalities, and hazardous weather conditions and handles communications requests for 
information regarding driver's license, motor vehicle or boat title and registration, wanted or missing persons, and 
wrecker and ambulance services. Assists troopers and law enforcement personnel with locating families for next of kin 
notifications. Gathers information and refer calls for service to the appropriate agencies when necessary. Conducts 
inquiries for guns, drugs, and illegal smuggling, human trafficking. Conducts inquiries for immigration/naturalization 
status. Provides testimony in court as the communication center custodian of the records. Monitor Processes, Materials 
or Surroundings:    Monitors detection of an alarm when road personnel receive possible confirmation of stolen 
vehicles/articles or wanted persons and/or the terrorist watch list. Monitors multiple channel two-way radio for officer 
safety and provide emergency response to officers in distress. Verifies trooper/road personnel location and status to 
insure their safety during traffic stops, crashes, commercial motor vehicle inspections and motorists assists at the pre-
assigned time intervals. Monitors CAD for unit emergency alarm; check trooper status and send appropriate backup if 
the Trooper fails to respond. Operates and monitors statewide emergency teletype and radio communications systems 
and receive notification of emergency or disaster situations, including hazardous materials spills, tornadoes, flash 
flooding and the search and rescue of specific individuals or groups; evaluates the nature of the emergency and notifies 
by telephone, teletype and/or multiple channel two-way radio, agencies or pertinent individuals with the expertise 
and/or authority to handle the situation. Ensures the operational readiness of all communications equipment. Monitors 
the location and status of field law enforcement personnel by multiple channel two-way radio on a regular basis and 
dispatch additional law enforcement personnel to assist with handling certain situations. Maintains an emergency 
evacuation plan of action and supplies for the communication center personnel, ensuring that personnel are 
knowledgeable of immediate evacuation procedures. Performing for or Working Directly with the Public:   
Communicating with children and the elderly involved in critical incidents. Handles difficult callers while taking 
additional steps necessary to provide Trooper with the necessary information to assist. Provides 24-hour a day support 
to the road personnel and to the public. Assists distraught, emotional and irate callers. Provides access to the 
appropriate interpreting service for non-English speaking calls for service pursuant to state and federal law 
requirements. Provides motorist assistance, general assistance, emergency assistance, and public information and 
directions in an efficient, courteous, knowledgeable manner treating all customers with dignity and respect. 
Communicates with non-English speaking parents through their children. Keeps the public informed about road closures 
and hazardous road conditions. Interacting with Computers:    Conductd hit confirmations with entering agencies on 
stolen/wanted or any other NCIC entries, including but not limited to license plate readers. Retrieval of CAD records, 
data recordings, etc., at the request of judicial authorities, Command Staff or authorized personnel. Updates and 
maintains computerized voice mail system. Creates and maintain monthly reports from CAD regarding data driven 
enforcement, road closures, crashes, traffic incident management, Tennessee Department of Transportation SmartWay 
Information System (real time traffic information). Enters query gang related information. Enters stolen records in NCIC. 
Accesses road maps and provide directions to road personnel and the public. Conducts CAD searches to obtain general 
information such as crashes, trooper times, and vehicle information. Updates road assignments in appropriate 
databases. Monitors LoJack stolen vehicle tracking system. Resets expired/invalid passwords in iMobile. Develops quick 
key functionality for TIES computers. Processing Information:    Processes limited, vague and sometimes false 
information to make positive identification of individuals and/or property.  Decide what information is needed to 
complete the task. Determines what information is needed to complete the task. Reviews radio and telephone audio to 
ensure procedures are being followed and equipment is working properly. Conducts CAD evaluations of dispatch 
personnel by reviewing entries for timeliness and accuracy. Analyze database information to assist trooper/other law 
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enforcement agencies in investigations. Maintains up-to-date wrecker rotation log with additions, deletions and 
suspensions as required by directives and standards. Ensures that authorized dispatch personnel maintain current 
access and certifications for required software and databases to perform their duties and responsibilities effectively and 
efficiently. Submits suspicious activity reports to Fusion Center relating to possible terrorist or homeland security 
matters Receives weather information and forecasts by teletype, multiple channel two-way radio, electronically and 
transmits information to road personnel and other appropriate emergency agencies. Making Decisions and Solving 
Problems:   Ensures that all communication centers are adequately staffed and operational 24 hours a day / 7 days a 
week for the safety of the officers and the public. Being accessible and available to subordinates for problem resolution 
and decision-making. Anticipates routes of travel, traffic and weather conditions and obstacles to advise 
troopers/officers during pursuits. Working as a dispatcher during emergency situations and/or manpower shortages. 
Notifies appropriate authorities of equipment failure. Knows which units to utilize, refer calls for service, prioritize calls 
for service, determine the appropriate support agencies to send, what notifications have to be made. Evaluating 
Information to Determine Compliance with Standards:   Supervises the Communication Training Officer Program and the 
training and evaluation of new employees for their district. Interprets, complies and keeps up-to-date with all 
department general orders, policy and procedure and guidelines while performing daily activities. Maintains 
confidentiality of law enforcement sensitive information and documents in compliance with laws and policies. Performs 
periodic audits of TIES, NCIC, TCIC, inquiries, entries, validations for quality assurance and compliance with FBI, CJIS and 
all legal requirements. Maintains up-to-date information on traffic incident management, prison escape plan, 
emergency management, etc. Provides input semi-annually for dispatch standard operating procedures manual 
revisions. Communicating with Supervisors, Peers or Subordinates:   Dispatches additional resources for natural and 
man-made disasters. Informs subordinates of schedule changes, procedural changes, special events and other 
notifications. Demonstrates adaptability and flexibility when working with co-workers, subordinates, and management 
to complete a job.  Demonstrate a sense of cooperativeness by remaining open and positive when receiving direction or 
constructive feedback. Completes accurate reports and keep supervisor and others fully informed on work status, issues 
and problems that need resolution. Demonstrates clear, effective communication in individual group settings. Notifies 
public information office of critical incidents to ensure public awareness and safety. Updating and Using Relevant 
Knowledge:   Attends required training and maintain required certification, including but not limited to, public safety 
telecommunicator course, TIES, NCIC, NIMS Amber Alert, CPR, Respectful Workplace, Customer Service, CAD, on-the-job 
training by the Communications Training Officer, new database training, TDOT Fog Zone training, TDOT Smart Way 
training, CJIS training. Keeps up-to-date on general orders, policies, procedures and standards. Ensures that 
subordinates are up-to-date on procedures and standards by verbal and electronic means. Attends required training, 
conferences and meetings to receive the most current information and disseminates to subordinates. Maintains and 
updates records, telephone lists, manuals, reference material to ensure compliance with directives and standards for 
use of dispatch personnel. Documenting/Recording Information:    Creates, updates, and documents all requests for 
service and other data into CAD. Enters and approves time accountability and travel claims for subordinates. Stores and 
maintains recordings with limited access and reviews the recordings as required by directives and standards and 
documenting the duplication and distribution of recordings. Ensures that all case files are current, submit status reports 
per established time frames and keep management apprised of case events as they occur. Prepares and maintains 
essential logs and pertinent statistical data and reports on motor vehicle crashes, fatalities, and/or emergency or 
disaster situations. Establishing and Maintaining Interpersonal Relationships:   Ensuring subordinates are provided a 
harmonious and respectful workplace by complying with established directives, providing training to enhance 
knowledge as a preventative measure and taking the appropriate disciplinary action for violations. Assists the other 
operator on duty and operating as a team. Establishing and maintaining interpersonal relationships by acknowledging 
and rewarding outstanding performance through interim reviews, performance evaluations, awards, verbal and/or 
written commendations. Conducts shift briefing and pass along information to on-coming operators and road personnel. 
 
Competencies (KSA’s): 
Competencies: Informing  Directing Others Delegation Time Management Organizing Developing Direct Reports and 
Others Command Skills Confronting Direct Reports Conflict Management Managerial CourageKnowledge: Clerical 
Knowledge Knowledge of Windows Office Geography and Map Reading Knowledge of Basic Math Customer and 
Personal ServiceSkills: Active Learning Critical Thinking Reading Comprehension Speaking Listening Skills Writing Service 
Orientation Manage Own Time Typing Skills Stress Management Stress Working Independently SkillsAbilities: 
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Communication (both Verbal and Written) Deductive Reasoning Memorization Oral Comprehension Oral Expression 
Written Comprehension Written Expression Hearing Sensitivity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Two-Way Radio 
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038633 - THP LIEUTENANT 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1518 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited two-year college or technical institute and substantial (five or 
more years of) increasingly responsible highway patrol experience, commercial motor vehicle regulatory experience or 
criminal investigative experience with the State of Tennessee Department of Safety and Homeland Security, including at 
least two years as a THP Sergeant, CVE Sergeant or CID Special Agent.Substitution of Experience for Education:  
Qualifying full-time highway patrol experience, commercial motor vehicle regulatory experience or criminal investigative 
experience with the State of Tennessee may be substituted for the required education on a year-for-year basis to a 
maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment for some positions; Possess a valid North American Standard 
Commercial Vehicle Inspection Certification for some positions; If assigned flight duty, must possess an applicable 
commercial pilot's license; Upon appointment, successfully complete a prescribed course of instruction at the 
Department of Safety Training Center or have successfully completed the equivalent of the prescribed course. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary:  Under general supervision, is responsible for supervisory highway patrol work of considerable difficulty or is 
assigned to perform considerably difficult highway patrol-related staff work; and performs related work as required. 
Distinguishing Features:  This is the second supervisory class in the Highway Patrol sub-series.  An employee in this class 
is responsible for acting as shift supervisor for a decentralized staff, performing public assistance, public protection, 
crime prevention, state/federal law enforcement, defendant prosecution, and related Highway Patrol work in an 
assigned Highway Patrol district, or under changing shift conditions, frequently is responsible for shift supervision of all 
Highway Patrol operations in a Highway Patrol district, or is assigned to perform considerably difficult Highway Patrol 
related staff work.  This class differs from THP Sergeant in that an incumbent of that latter performs in the first 
supervisory class responsible for a small segment of the Highway Patrol district.  This class differs from that of THP 
Captain in that an incumbent of the latter performs in the first highway patrol managerial class, responsible for 
managing all Highway Patrol operations in a district.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Provides conflict resolution when the need arises among subordinates. 
Fosters a harmonious and positive work environment. Uses force, including deadly force, to subdue 
noncompliant/dangerous offenders. Uses personal protection equipment (e.g., protective vest). Uses firearms and other 
defensive weapons to protect self and others. Uses self-defense procedures to deal with dangerous persons. Assumes 
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defensive location for protection from armed or dangerous persons. Administers field sobriety tests to motorists 
persons suspected of driving while intoxicated. Applies handcuffs or other restraints. Informs suspected intoxicated 
drivers of their rights and options. Observes persons for evidence of suspicious behavior, intoxication, drug use, 
dangerous emotional state, etc. Arranges for suspects to have alcohol or drug tests. Assisting and Caring for Others: 
Administers basic first aid treatment to injured persons. Assists women in labor. Examines injured persons to determine 
what assistance is needed. Performs basic emergency medical procedures (e.g., CPR). Provides roadside assistance to 
motorists. Judging the Qualities of Things, Services, or People: Completes the job performance planning and evaluation 
program on subordinates. Ensures performance evaluation data submitted by subordinate staff is consistent and 
accurate. Manages and facilitates Federal and State Grant. Uses data to evaluate the effectiveness of THP staff in an 
assigned area. Works with confidential and law enforcement sensitive material and information. Participates in the 
grievance process. Tests and evaluates law enforcement practices and approach. Prioritizes daily activities to insure 
more important tasks are completed in a timely manner. Tests and evaluates new equipment (i.e. vehicles, computer 
programs etc.) Uses data pertaining to performance of duties, arrests, crashes, and so on to determine personnel 
schedules and assignments. Tests and evaluates goods, services and products (i.e. vendor services and products). 
Operating Vehicles, Mechanized Devices, or Equipment: Demonstrates proficiency in emergency vehicle operations. 
Insures all departmental issued equipment are well kept and in a constant state of readiness. Insures the departmental 
vehicles and equipment are not damaged due to negligence or neglect. Operates department issued patrol vehicle 
safely. Operates departmental issued vehicle including but not limited to marked and unmarked patrol vehicles, 
motorcycle, helicopter, fixed wing aircraft, boat, ATV, Armored Vehicles, and commercial motor vehicles. Sets up, tests 
and operates crash/crime scene investigation mapping equipment (e.g. total station). Maintains the required 
maintenance/certifications on all departmental issued vehicles/equipment. Sets up, tests and operates speed detection 
device (e.g. radar). Uses/downloads in-car recording equipment. Making Decisions and Solving Problems: 
Secures/evacuates dangerous areas. Manages day to day operations of an assigned Troop/Unit/Program. Serves as 
District/Unit Commander in the absence of the Captain. Delivers death or injury notifications to families. Makes 
recommendations on policy violations. Develops per-deployment and after-action reports pertaining to special events. 
Provides crowd control during public events, public disturbances, etc. Provides security for government officials or other 
VIPs. Provides counseling to subordinates. Provides security for Capitol buildings, government officials or other VIPs. 
Conducts CMV safety audits and new entrant reviews. Provides appropriate information to news media. Provides 
roadside assistance to motorists. Follows and adheres to the chain of command and departmental policies and 
procedures. Provides area information and directions to citizens. Assists local businesses with safety programs. Provides 
law-related instruction to citizens through safety education programs (e.g., motorcycles, work zones, cmvs). 
Communicating with Persons Outside Organization: Assists other law enforcement agencies with response to 
emergencies such as riots, prison breaks, missing persons, natural disasters, etc. Communicates/coordinates activities 
with other law enforcement agencies, government officials, and safety organizations. Assists other law enforcement 
agencies at crime or crash scenes in securing the scenes and protecting evidence. Interviews suspects before and 
following arrest (e.g., take confessions, collect statements to use as evidence). Assists on special activity squads (e.g., 
riot squad and K-9). Interviews witnesses in connection with complaints/alleged offenses; record statements for 
potential use in civil/criminal proceedings. Interviews witnesses at crash/crime scenes; record statements for potential 
use in civil/criminal proceedings. Records facts for potential use in civil/criminal proceedings. Refers emergency 
situations to appropriate specialized emergency response teams (e.g., bomb squads, TEMA). Writes routine 
correspondence to vendors, citizen groups, or others outside the Department of Safety. Records information on 
standard forms and reports. Writes routine correspondence to other Department of Safety employees. Sends and 
receives radio communications. Asks coworkers, subordinates, and/or supervisors for assistance as needed. Updating 
and Using Relevant Knowledge: Operates and fires issued weapons to maintain proficiency. Keeps subordinates 
informed about changes in polices, schedules, etc. Attends training. Maintains proficiency in commercial vehicle driver 
inspection procedure. Reviews laws, regulations, orders, etc. to update own job knowledge. Evaluating Information to 
Determine Compliance with Standards: Performs high-speed, pursuit driving. Performs (and supervises) high-speed, 
pursuit driving. Conducts sobriety check points and driver's license checkpoints. Inspects commercial vehicle operators' 
log books record of duty status to identify violations of driver requirements. Places commercial vehicle operators out of 
service when required. Prepares case reports by completing required forms and citing observations and evidence to 
substantiate conclusions regarding alleged violations. Patrols assigned area to detect and deter criminal activity and 
motor vehicle violations. Verifies possession and legality of non-commercial operators' licenses, registrations, proofs of 
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ownership, etc. Assists subordinates in preparation of court cases. Prepares affidavits for obtaining search warrants and 
petitions. Issues citations for violation of state and federal laws relating to the operation of commercial vehicles. Obtains 
documentation for disposal of evidence after final disposition of a case. Prepares for and present testimony and 
evidence in depositions, hearings, or court. Ensures that arrest/search warrants are valid and legal before executing. 
Stops motorists for violation by using emergency lights, siren, or other signals. Verifies possession and legality of 
commercial operators' permits, licenses, registrations, etc. Maintains chain of custody of evidence until secured in a 
vault and entered into Evidence Tracker System. Monitors subordinates' personal appearance and conduct to ensure 
compliance with Department standards. Submits legal correspondence, investigative case reports, and evidence to 
prosecuting attorneys for use in criminal prosecution. Notifies motor carrier company representative about the 
disposition of their vehicle, load, or driver, in the event of arrest or seizure. Ensures that documents, citations, etc. are 
submitted to court officials as required. Explains violations, laws, and legal obligations to persons. Issues citations for 
violation of state and federal laws relating to the operation of motor vehicles. Informs arrested persons of their 
constitutional rights (i.e., Miranda warning). Returns warrants to issuing authority. Submits commercial vehicle 
inspection and case reports. Talks with citizens to learn of problems requiring patrol action. Obtains dispositions for 
citations. Uses detection equipment (e.g., radar) to identify traffic violations. Monitor Processes, Materials, or 
Surroundings:  Manages day to day operations of fixed scales facilities. Investigates potential criminal acts under 
highway patrol authority (e.g., traffic crashes, vehicular homicide). Determines need for assistance at crash scenes and 
notify authorities as needed (e.g., ambulance, wreckers and additional law enforcement personnel). Secures crash 
scenes to prevent further injury/damage or loss of evidence. Visually inspects vehicles at crash scenes to determine 
contributing factors. Analyzes crash trends. Determines rerouting of traffic around hazards. Measures distances at crash 
scenes. Determine events' sequence and cause using information such as skid marks, location of debris, final locations of 
vehicles, and property damage. Evaluates facts, statements, and evidence to identify suspects. Positions patrol vehicle 
and/or other warning devices (e.g., signs, traffic cones) to direct traffic. Prepares crash diagrams or schematics. Uses 
hand signals to direct traffic (e.g., at crash scenes, around hazards, at public events). Checks for hit-and-run or stolen 
vehicles in repair garages, junk yards, etc. Reports hazardous road conditions to responsible agencies. Collects and 
records license, registration, and identification information about persons or vehicles involved in crashes. Collects 
personal articles at crash scenes to prevent theft and remove hazards from roadways. Inspects suspected hit-and-run 
vehicles for damage or other evidence. Photographs crash scenes and/or equipment violations. Removes or arranges for 
the removal of hazards (e.g., disabled vehicles, debris, dead animals) from roadways. Requests or conducts background 
checks on persons or vehicles. Identifying Objects, Actions, and Events:  Seizes property of drug or alcohol offender. 
Conducts visual (plain view) searches of vehicles. Conducts seizures of vehicles or other property. Executes search 
warrants by searching persons, properties, or vehicles. Obtains and executes consent to search agreements of persons, 
properties, or vehicles. Processes vehicle seizures (e.g., assign case number, take photograph). Inventories personal 
articles in vehicles. Logs and maintains inventory of evidence. Documenting/Recording Information:  Documents 
performance of personnel. Examines case reports for consistency in enforcement operations throughout assigned 
region. Records districts cashier system overnight. Coordinates records storage/retention. Maintains district/unit bills 
payable/receivable. Oversees credit card purchases. Interpreting the Meaning of Information for Others:  
Analyzes/explains current trends in law enforcement (e.g. what, how why, when). Clarifies law, policy and procedure. 
Communicates with the media in a professional manner. Participates in legal and due process proceedings. Facilitates 
safety education programs. Communicating with Supervisors, Peers, or Subordinates:  Clearly defines and explains 
activities, expectations and problems in oral and written form. Communicates clearly and effectively and uses language 
which is appropriate for individual situations. Effectively listens to subordinates and supervisors. Effectively responds to 
written or oral communication. Performing Administrative Activities:  Documents performance of subordinates. 
Analyzes of data for 30 Day Enforcement Plans. Conducts audit risk assessment. Serves as a district Homeland Security 
liaison. Investigates complaints from citizens involving Department personnel. Conducts random evidence vault 
inspections. Assists with internal investigations (e.g., Internal Affairs, departmental hearings, crashes involving patrol 
vehicles). Inspects District Wrecker Services for compliance with departmental policy. Recommends revisions to 
department policy or operations management. Monitors subordinate use of work time. Processes employee timesheets 
and pay records. Approves and submits case files, reports and meeting deadlines weekly. Inspects subordinates' 
vehicles, firearms, or other equipment to ensure compliance with maintenance and usage requirements. Monitors use 
of overtime budget. Provides public service announcements on hazardous road and conditions, enforcement initiatives, 
safety related messages, Writes reports, memos and required reports. Ensures proper maintenance of patrol vehicle. 



 TN Job Classification Specifications  
September 22, 2020 

Inspects own (and subordinates) patrol car for cleanliness and fitness for operation. Maintains operating records 
(regarding, for example, staff attendance, patrol schedules, inventory and inspections). Ensures proper certification of 
equipment (e.g., radar, firearms). Solicits bids and select vendors for maintenance/repair of equipment. Facilitates 
safety education programs. Issues supplies/equipment and keep records of issuance. Ensures ticket accountability by 
subordinates. Inspects and maintains uniforms and other equipment issued to self (and subordinates). Keeps inventory 
of supplies and order new ones when needed. Prepares vehicle for patrol (e.g., refuel, restock supplies). Interacting With 
Computers:  Uses NCIC queries. Utilizes and searches state and federal law enforcement databases. Conducts law 
enforcement data research and analysis. Uses computers to enter or access information to perform daily job functions 
(e.g., Edison, TITAN, Evidence Tracker, e-mail, reporting). Operates computer to access departmental database's and 
web portals to write reports. Operates I-Mobile; retrieves and examines driver's license, NCIC and registration data in a 
confidential manner. 
 
Competencies (KSA’s): 
Knowledge:  Knowledge of Basic Computer Skills and Software Clerical Word Processing Skills: Active Learning Active 
Listening Basic Reading Comprehension Coordination (Adapting to Constant Person and Situational Events as 
Appropriate) Critical Thinking Decision and Judgment Making Skills Instructing (Skill Of Giving Instructions To Public) 
Learning Strategies Speaking Organizational Skills Persuasion (Defuse/Deescalate/Stressful Situation) Self-Monitoring 
Skills Time Management Writing Free From Major Grammatical Errors Abilities:  Basic Reading Comprehension Ability To 
Multi-Task Ability To Work Independently Written Comprehension and Expression (Formulating Thoughts and Sights 
Into Writing That is Understandable) Basic Memorization Oral Comprehension and Expression (Formulating Thoughts 
and Sights Into Speech That is Understandable) Number Facility Competencies: Morality Professionalism Integrity 
Respect Loyalty Honor Duty Pride 
 
Tools and Equipment Used: 
 Handcuffs Handguns Computers Cameras Surveillance video or audio recorders Police Vehicles Two-way radios 
Biological evidence collection kits Weapons or explosives detectors Technology Data base user interface and query 
software  -  Integrated Automated Fingerprint Identification System IAFIS, Law enforcement information databases, 
National Crime Information Center NCIC database, Graphics or photo imaging software  -  TITAN database, I-Mobile 
database Internet browser software  -  Web browser software, Microsoft internet explorer Electronic mail software  -  
Email software, Microsoft Outlook 
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038665 - THP LIEUTENANT COLONEL 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1618 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038664 - THP MAJOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1617 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038632 - THP SERGEANT 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1512 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) responsible highway patrol work, commercial motor vehicle regulatory work or 
criminal investigative work with the Tennessee Department of Safety and Homeland Security.Substitution of Education 
for Experience: Graduation from an accredited two-year college or technical institute may be substituted for the 
required experience on a year-for- year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye; Corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment for some positions; Possess a valid North American Standard 
Commercial Vehicle Inspection Certification for some positions; If assigned flight duty, must possess an applicable 
commercial pilot's license; Upon appointment, successfully complete a prescribed course of instruction at the 
Department of Safety Training Center or have successfully completed the equivalent of the prescribed 
course.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory highway patrol work of average difficulty or is 
assigned to perform highway patrol-related staff work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the first supervisory class in the Highway Patrol sub-series. An employee in this class is 
responsible for daily supervision of staff performing public assistance, public protection, crime prevention, state/federal 
law enforcement, defendant prosecution, and related Highway Patrol work in an assigned Highway Patrol district or is 
assigned to perform Highway Patrol related staff work of average difficulty. This class differs from Trooper in that an 
incumbent of the latter performs in an entry-working capacity. This class differs from THP Lieutenant in that an 
incumbent of the latter performs as shift supervisor, responsible for a large segment of a Highway Patrol District or 
under changing shift conditions may be responsible for all Highway Patrol operations in a Highway Patrol district. 
 
Work Activities: 
Assisting & Caring for Others:  Administers basic first aid treatment to injured persons. Assists women in labor. Examines 
injured persons to determine what assistance is needed. Performs basic emergency medical procedures (e.g., CPR). 
Provides roadside assistance to motorists.Resolving Conflicts & Negotiating with Others: Administers field sobriety tests 
to motorists persons suspected of driving while intoxicated. Applies handcuffs or other restraints. Arranges for suspects 
to have alcohol or drug tests. Assumes defensive location for protection from armed or dangerous persons. Conducts 
sobriety check points. Informs suspected intoxicated drivers of their rights and options. Observes persons for evidence 
of suspicious behavior, intoxication, drug use, dangerous emotional state, etc. Uses firearms and other defensive 
weapons to protect self and others. Uses force, including deadly force, to subdue noncompliant/dangerous offenders. 
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Uses personal protection equipment (e.g., protective vest). Uses self-defense procedures to deal with dangerous 
persons.Judging the Qualities of Things, Services or People:  Completes the job performance planning and evaluation 
program on subordinates. Ensures performance evaluation data submitted by subordinate staff is consistent and 
accurate. Manages and facilitates Federal and State Grant. Participates in the grievance process. Prioritizes daily 
activities to insure more important tasks are completed in a timely manner. Tests and evaluates goods, services and 
products (i.e. vendor services and products). Tests and evaluates law enforcement practices and approach. Tests and 
evaluates new equipment (i.e. vehicles, computer programs etc.). Uses data pertaining to performance of duties, 
arrests, crashes, and so on to determine personnel schedules and assignments. Uses data to evaluate the effectiveness 
of THP staff in an assigned area. Works with confidential and law enforcement sensitive material and 
information.Making Decisions & Solving Problems:  Assists local businesses with safety programs. Conducts CMV safety 
audits and new entrant reviews. Delivers death or injury notifications to families. Follows and adheres to the chain of 
command and departmental policies and procedures. Provides appropriate information to news media. Provides area 
information and directions to citizens. Provides counseling to subordinates. Provides crowd control during public events, 
public disturbances, etc. Provides law-related instruction to citizens through safety education programs (e.g., motorcycle 
safety, work zone safety, CMV safety). Provides roadside assistance to motorists. Provides security for Capitol buildings, 
government officials or other VIPs. Provides security for government officials or other VIPs. Secures/evacuates 
dangerous areas.Monitor Processes, Materials or Surroundings:  Analyzes crash trends. Checks for hit-and-run or stolen 
vehicles in repair garages, junk yards, etc. Collects and records license, registration, and identification information about 
persons or vehicles involved in crashes. Collects personal articles at crash scenes to prevent theft and remove hazards 
from roadways. Determines events' sequence and cause using information such as skid marks, location of debris, final 
locations of vehicles, and property damage. Determines need for assistance at crash scenes and notify authorities as 
needed (e.g., ambulance, wreckers and additional law enforcement personnel). Determines rerouting of traffic around 
hazards. Evaluates facts, statements, and evidence to identify suspects. Inspects suspected hit-and-run vehicles for 
damage or other evidence. Investigates potential criminal acts under highway patrol authority (e.g., traffic crashes, 
vehicular homicide). Measures distances at crash scenes. Photographs crash scenes and/or equipment violations. 
Positions patrol vehicle and/or other warning devices (e.g., signs, traffic cones) to direct traffic. Prepares crash diagrams 
or schematics. Removes or arranges for the removal of hazards (e.g., disabled vehicles, debris, dead animals) from 
roadways. Reports hazardous road conditions to responsible agencies. Requests or conducts background checks on 
persons or vehicles. Secures crash scenes to prevent further injury/damage or loss of evidence. Uses hand signals to 
direct traffic (e.g., at crash scenes, around hazards, at public events). Inspects vehicles visually at crash scenes to 
determine if operating condition (e.g., use of lights, condition of tires) contributed to the crash.Identifying Objects, 
Actions & Events:  Conducts seizures of vehicles or other property. Conducts visual (plain view) searches of vehicles. 
Executes search warrants by searching persons, properties, or vehicles. Inventories personal articles in vehicles. Logs 
and maintains inventory of evidence. Obtains and executes consent to search agreements of persons, properties, or 
vehicles. Processes vehicle seizures (e.g., assign case number, take photograph). Seizes property of drug or alcohol 
offender.Operating Vehicles, Mechanized Devices or Equipment:  Demonstrates proficiency in emergency vehicle 
operations. Insures all departmental issued equipment are well kept and in a constant state of readiness. Insures the 
departmental vehicles and equipment are not damaged due to negligence or neglect. Maintains the required 
maintenance/certifications on all departmental issued vehicles/equipment. Operates departmental issued vehicle 
including but not limited to marked and unmarked patrol vehicles, motorcycle, helicopter, fixed wing aircraft, boat, ATV, 
Armored Vehicles, and commercial motor vehicles. Ensures safe operation of department issued patrol vehicle. Sets up, 
tests and operates crash/crime scene investigation mapping equipment (e.g. total station). Set ups, tests and operates 
of speed detection device (e.g. radar). Uses/downloads in-car recording equipment.Document/Recording Info: 
Documents district cashier system overnight. Documents performance of personnel. Examines case reports for 
consistency in enforcement operations throughout assigned region. Coordinates local records storage/retention. 
Maintains district/unit bills payable/receivable. Oversees credit card purchases.Communicating with Supervisors, Peers 
or Subordinates:  Defines and explains activities clearly, expectations and problems in oral and written form. 
Communicates clearly and effectively and uses language which is appropriate for individual situations. Listens to 
subordinates and supervisors effectively. Responds to written or oral communication effectively. Communicating with 
Persons Outside the Organization: Asks coworkers, subordinates, and/or supervisors for assistance as needed. Assists on 
special activity squads (e.g., riot squad and K-9). Assists other law enforcement agencies at crime or crash scenes in 
securing the scenes and protecting evidence. Assists other law enforcement agencies with response to emergencies 
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such as riots, prison breaks, missing persons, natural disasters, etc. Communicates/coordinates activities with other law 
enforcement agencies, government officials, and safety organizations. Interviews suspects before and following arrest 
(e.g., take confessions, collect statements to use as evidence). Interviews witnesses at crash/crime scenes; records 
statements for potential use in civil/criminal proceedings. Interviews witnesses in connection with complaints/alleged 
offenses; records statements for potential use in civil/criminal proceedings. Records facts for potential use in 
civil/criminal proceedings. Records information on standard forms and reports. Refers emergency situations to 
appropriate specialized emergency response teams (e.g., bomb squads, TEMA). Sends and receives radio 
communications. Writes routine correspondence to other Department of Safety employees. Writes routine 
correspondence to vendors, citizen groups, or others outside the Department of Safety.Updating & Using Relevant 
Knowledge:  Attends training. Keeps subordinates informed about changes in polices, schedules, etc. Maintains 
proficiency in commercial vehicle driver inspection procedure. Operates and fires issued weapons to maintain 
proficiency. Reviews laws, regulations, orders, etc. to update own job knowledge.Evaluating Info to Determine 
Compliance with Standard:  Assists subordinates in preparation of court cases. Conducts driver's license check points. 
Ensures that arrest/search warrants are valid and legal before executing. Ensures that documents, citations, etc. are 
submitted to court officials as required. Explains violations, laws, and legal obligations to persons. Informs arrested 
persons of their constitutional rights (i.e., Miranda warning) and witness signature on Waiver of Rights form as required. 
Inspects commercial vehicle operators' log books record of duty status to identify violations of driver requirements. 
Issues citations for violation of state and federal laws relating to the operation of commercial vehicles. Issues citations 
for violation of state and federal laws relating to the operation of motor vehicles. Maintains chain of custody of evidence 
until secured in a vault and entered into Evidence Tracker System. Monitors subordinates' personal appearance and 
conduct to ensure compliance with Department standards. Notifies motor carrier company representative about the 
disposition of their vehicle, load, or driver, in the event of arrest or seizure. Obtains dispositions for citations. Obtains 
documentation for disposal of evidence after final disposition of a case. Patrols assigned area to detect and deter 
criminal activity and motor vehicle violations. Performs (and supervises) high-speed, pursuit driving. Places commercial 
vehicle operators out of service when required. Prepares affidavits for obtaining search warrants and petitions. Prepares 
case reports by completing required forms and citing observations and evidence to substantiate conclusions regarding 
alleged violations. Prepares for and present testimony and evidence in depositions, hearings, or court. Returns warrants 
to issuing authority. Stops motorists for violation by using emergency lights, siren, or other signals. Submits commercial 
vehicle inspection and case reports. Submits legal correspondence, investigative case reports, and evidence to 
prosecuting attorneys for use in criminal prosecution. Talks with citizens to learn of problems requiring patrol action. 
Uses detection equipment (e.g., radar) to identify traffic violations. Verifies possession and legality of commercial 
operators' permits, licenses, registrations, etc. Verifies possession and legality of non-commercial operators' licenses, 
registrations, proofs of ownership, etc.Interacting with Computers:  Researches and analyzes law enforcement data. 
Runs NCIC queries. Operates I-Mobile; retrieves and examines driver's license, NCIC and registration data in a 
confidential manner. Operates computer to access departmental database's and web portals to write reports, receives 
and enters data in order to accomplish daily tasks. Uses computers to enter or access information to perform daily job 
functions (e.g., Edison, TITAN, Evidence Tracker, e-mail, reporting). Utilizes and searches state and federal law 
enforcement databases.Interpreting the Meaning of Info for Others:  Analyzes/explains current trends in law 
enforcement (e.g. what, how why, when). Clarifies law, policy and procedure. Communicates with the media in a 
professional manner. Facilitates safety education programs. Participates in legal and due process 
proceedings.Performing Administrative Activities: Documents performance of subordinates. Assists with internal 
investigations (e.g., Internal Affairs, departmental hearings, crashes involving patrol vehicles). Investigates complaints 
from citizens involving Department personnel. Processes employee timesheets and pay records. Recommends revisions 
to department policy or operations management. Approves and submits case files, reports and meeting deadlines 
weekly. Ensures proper maintenance of patrol vehicle. Inspects subordinates' vehicles, firearms, or other equipment to 
ensure compliance with maintenance and usage requirements. Monitors subordinate use of work time. Monitors use of 
overtime budget. Ensures proper certification of equipment (e.g., radar, firearms). Maintains operating records 
(regarding, for example, staff attendance, patrol schedules, inventory and inspections). Performs public service 
announcements on hazardous road and conditions, enforcement initiatives, safety related messages. Solicits bids and 
select vendors for maintenance/repair of equipment. Writes reports, memos and required reports. Ensures ticket 
accountability by subordinates. Facilitates safety education programs. Inspects own (and subordinates) patrol car for 
cleanliness and fitness for operation. Issues supplies/equipment and keeps records of issuance. Inspects and maintains 
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uniforms and other equipment issued to self (and subordinates). Keeps inventory of supplies and orders new ones when 
needed. Prepares vehicle for patrol (e.g., refuel, restock supplies). 
 
Competencies (KSA’s): 
Knowledge: Knowledge of Basic Computer Skills and Software Clerical Word Processing Knowledge of Basic MathSkills: 
Organizational skills Decision and Judgment Making Skills Critical Thinking Basic Reading Comprehension Persuasion 
(Defuse/Deescalate/Stressful Situation) Active Listening Time Management Self-Monitoring Skills Active Learning 
Learning Strategies Speaking Instructing (Skill of Giving Instructions to Public) Coordination (Adapting to Constant Person 
and Situational Events as Appropriate) Writing Free From Major Grammatical ErrorsAbilities: Basic Reading 
Comprehension Ability To Multi-Task Ability To Work Independently Written Comprehension and Expression 
(Formulating Thoughts and Sights Into Writing That is Understandable) Basic Memorization Oral Comprehension and 
Expression (Formulating Thoughts and Sights Into Speech That is Understandable) Number FacilityCompetencies: 
Morality Professionalism Integrity Respect Loyalty Honor Duty Pride 
 
Tools and Equipment Used: 
 Handcuffs Handguns Computers Cameras Surveillance video or audio recorders Police Vehicles Two-way radios 
Biological evidence collection kits Weapons or explosives detectors Technology Data base user interface and query 
software  -  Integrated Automated Fingerprint Identification System IAFIS, Law enforcement information databases, 
National Crime Information Center NCIC database, Graphics or photo imaging software  -  TITAN database, I-Mobile 
database Internet browser software  -  Web browser software, Microsoft internet explorer Electronic mail software  -  
Email software, Microsoft Outlook 
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076784 - THSO Program Manager 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4260 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075214 - TIBS CONSULTANT 2* 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3610 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any one of or combination of the following: Accounting, Auditing, and/or Billing or Provisioning of Voice 
and Data Telecommunication. Substitution of Experience for Education: Experience in one of the following areas may 
substitute for the required education on a year-for-year basis to a maximum of four years: Accounting, Auditing, and/or 
Billing or Provisioning of Voice and Data Telecommunication. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional Tennessee Integrated Billing System (T.I.B.S.) work of 
average to considerable difficulty in the Department of Finance and Administration Billing Services; and performs 
related work as required. Distinguishing Features:  This is the working level class in the TIBS Consultant sub-series. An 
employee in this class establishes procedures, processes, and documentations to validate contract compliance, 
adherence to internal financial controls for auditing and approval to provide accurate billings for T.I.B.S. customers. This 
class differs from TIBS Consultant 1, in that an incumbent of the latter performs at the entry level. This class differs from 
that of TIBS Consultant 3 in that an incumbent of the latter performs at the advanced working level. 
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance and advice to state agencies, departmental personnel, 
and contract vendors on Tennessee Integrated Billing System (T.I.B.S.) processes, services and/or products, policies and 
guidelines of the system, and state and federal laws.    Consults on questions, problems, or discrepancies to both State 
Agencies and vendors and submit possible resolutions to solve all situations.Communicating with Persons Outside 
Organization:    Communicates with outside vendors to promote and improve billing quality.Processing Information:    
Audits invoices for the Telecommunication and Resource Programs based on contract specifications, departmental 
policies and procedures, Generally Accepted Accounting Principles (GAAP) guidelines, Remedy and Otis requests.    
Authorizes amounts for a requisition and purchase order to be executed for products and services.    Approves invoices 
for the Telecommunication and Resource Programs for payment and submits to fiscal office for processing.    Prepares 
internal reports about T.I.B.S. error findings.    Writes and details observations, conclusions, findings, concerns and 
recommendations relevant to the program.    Discusses report recommendations with higher level professional 
staff.Getting Information:    Utilizes INFOPAC for reports generated from electronic vendor files.Analyzing Data or 
Information:    Analyzes billing transactions (individual billing, agency billing) and communicates results to appropriate 
staff.    Analyzes and researches INFOPAC reports generated from T.I.B.S. to determine if rejections of billing belong to 
state or entity billing the state, and communicates results to appropriate staff.    Conducts audits to ensure quality 
standards are being met within the policies, procedures, rules and regulations for the State and the Department of 
Finance and Administration Billing Services.    Analyzes data to identify inconsistencies in updates to the system and 
notifies appropriate staff to update or correct the system.    Analyzes INFOPAC reports generated from T.I.B.S. for a 
comparison to a Vendor’s electronically submitted invoice.    Analyzes remedy reports for detailed information on 
Agency requests for Telecom products and services.    Researches billing issues (i.e., airtime, monthly, one-time charges 
and credits, department’s accounting information) to determine the corrective action for resolution.Interpreting the 
Meaning of Information for Others:    Interprets state and federal laws and regulations affecting the administration of 
billing from vendors and to state agencies.    Interprets reports generated from T.I.B.S. affecting vendor and agency 
billings.Interacting with Computers:    Utilizes mainframe and internet applications to research and/or process vendor 
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billings, agency billings, agency product/service requests, changes, adds, and terminations.    Creates spreadsheets for 
internal and external billings, financials, and analysis of voice and data information.Establishing and Maintaining 
Interpersonal Relationships:    Establishes and maintains high level personal contacts with Contract Vendors, 
Departmental Personnel, State Agencies, and State Telecommunication Liaisons by telephone, correspondence, or 
personal visits to promote and improve processes and customer service.    Provides exceptional customer service to 
internal and external customers.    Offers information and quality services to meet customer needs and expectations.    
Delivers services by agreed upon deadline or notifies all concerned parties of delays.    Communicates decisions and 
related information in a timely manner.Organizing, Planning, and Prioritizing Work:    Manages multiple projects and 
work activities simultaneously while adhering to performance expectations.    Obtains clarification from manager when 
determining priority of work.Documenting/Recording Information:    Documents details of audit findings on vendor error 
reports, vendor invoices, agency payments for telecommunication and resource services/products, and contract usage.    
Maintains information on open vendor issues and open agency issues, and maintains electronic copy on shared drive 
once issues have been resolved.    Maintains electronic spreadsheet log of contract information.    Maintains electronic 
spreadsheet logs of vendor billings and T.I.B.S. billings.    Scans and upload accounting documents into electronic 
databases.Communicating with Supervisors, Peers, or Subordinates:    Notifies supervisor of an escalated situation or 
irate vendor, customer, peer or team member.    Communicates with State Agencies and departmental personnel to 
promote and improve billing quality.Evaluating Information to Determine Compliance with Standards:    Ensures 
compliance with federal and state laws.    Investigates issues assigned by management team and determine appropriate 
solutions.    Informs management of error exceptions.Updating and Using Relevant Knowledge:    Updates work 
processes as required by system, procedural, or contract changes.    Studies management communications regarding 
state contract updates and changes.    Attends regular team meetings to ensure consistent application of policies and 
procedures. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality  -  Makes good decisions (without considering how much time it takes) based upon a 
mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct 
and accurate when judged over time; sought out by others for advice and solutions    Functional/Technical Competency  
-  Has the functional and technical knowledge and skills to do the job at a high level of performance    Priority Setting  -  
Spends his/her time and the time of others on what’s important; quickly zeros in on the critical few and puts the trivial 
many aside; can quickly sense what will help or hinder accomplishing a goal; eliminates roadblocks; creates focus    
Organizational Agility  -  Knowledgeable about how organizations work; knows how to get things done both through 
formal channels and the information network; understands the origin and reasoning behind key policies, practices, and 
procedures; understands the cultures of organizations    Customer Focus  -  Is dedicated to meeting the expectations and 
requirements of internal and external customers; gets first-hand customer information and uses it for improvements in 
products and services; acts with customers in mind; establishes and maintains effective relationships with customers 
and gains their trust and respect    Informing  -  Provides the information people need to know to do their jobs and feel 
good about being a member of the team, unit, and/or organization; provides individuals information so that they can 
make accurate decisions; is timely with information    Organizing  -  Can marshal resources (people, funding, material, 
support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively 
and efficiently; arranges information and files in a useful manner    Action-Oriented  -  Enjoys working hard; is action 
oriented and full of energy for the things he/she sees as challenging; not fearful of acting with a minimum of planning; 
seizes more opportunities than other    Integrity and Trust  -  Is widely trusted; is seen as a direct, truthful individual; can 
present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn’t 
misrepresent himself/herself for personal gain     Dealing with Ambiguity  -  Can effectively cope with change; can shift 
gears comfortably; can decide and act without having the total picture; isn’t upset when things are up in the air. Doesn’t 
have to finish things before moving on; can comfortably handle risks and uncertainty    Ethics and Values  -  Adheres to 
an appropriate (for the setting) and effective set of core values and beliefs during both good and bad times; acts in line 
with those values; rewards the right values and disapproves of others; practices what he/she preaches    Self-
Development  -  Is personally committed to and actively works to continuously improve himself/herself; understands 
that different situations and levels may call for different skills and approaches; works to deploy strengths; works on 
compensating for weakness and limitsKnowledge:    Basic Knowledge of Administration & Management  -  Knowledge of 
business and management principles involved in strategic planning, resource allocation, human resources modeling, 
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leadership technique, productions methods, and coordination of people and resources    Basic Knowledge of Computer 
& Electronics  -  Knowledge of electronic equipment and computer hardware and software, including applications and 
programming    Basic Knowledge of Customer and Personal Service  -  Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs assessment, meeting quality standards for 
services, and evaluation of customer satisfaction    Basic Knowledge of Economics and Accounting  -  Knowledge of 
economic and accounting principles and practices, the financial markets, banking and the analysis and reporting of 
financial data    Basic Knowledge of Law & Government  -  Knowledge of laws, legal codes, court procedures, precedents, 
government regulations, executive orders, agency rules, and the democratic political process    Basic Knowledge of 
Mathematics  -  Knowledge of arithmetic and its applications    Basic Knowledge of Voice and Data Telecommunications 
Products and Services    Basic Knowledge of Edison    Basic Knowledge of Microsoft Office    Basic Knowledge of 
Tennessee Integrated Billing System (T.I.B.S.)Skills:    Basic Active Learning  -  Understanding the implications of new 
information for both current and future problem-solving and decision-making    Basic Active Listening  -  Giving full 
attention to what other people are saying, taking time to understand the points being made, asking questions as 
appropriate, and not interrupting at inappropriate times    Basic Critical Thinking  -  Using logic and reasoning to identify 
the strengths and weaknesses of alternative solutions, conclusions or approaches to problems    Basic Learning 
Strategies  -  Selecting and using training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things    Basic Speaking  -  Talking to others to convey information effectively    Basic Writing  -  
Communicating effectively in writing as appropriate for the needs of the audience    Basic Mathematics  -  Using 
mathematics to solve problems    Basic Monitoring  -  Monitoring/assessing performance of yourself, other individuals, 
or organizations to make improvements or take corrective action    Basic Reading Comprehension  -  Understanding 
written sentences and paragraphs in work related documents    Basic Coordination  -  Adjusting actions in relation to 
others’ actions    Basic Service-Oriented  -  Actively looking for ways to help people    Basic Complex Problem-Solving  -  
Identifying complex problems and reviewing related information to develop and evaluate options and implement 
solutions    Basic Operations Analysis  -  Analyzing needs and product requirements to create a design    Basic 
Troubleshooting  -  Determining causes of operating errors and deciding what to do about it    Basic Management of 
Financial Resources  -  Accounting for Expenditures    Basic Time Management  -  Managing one’s own time and the time 
of othersAbilities:    Category Flexibility  -  The ability to generate or use different sets of rules for combining or grouping 
things in different ways    Deductive Reasoning  -  The ability to apply general rules to specific problems to produce 
answers that make sense    Inductive Reasoning  -  The ability to combine pieces of information to form general rules or 
conclusions (includes finding a relationship among seemingly unrelated events)    Information Ordering  -  The ability to 
arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of 
numbers, letters, words, pictures, mathematical operations)    Mathematical Reasoning  -  The ability to choose the right 
mathematical methods or formulas to solve a problem    Number Facility  -  The ability to add, subtract, multiply, or 
divide quickly and correctly    Oral Comprehension  -  The ability to listen to and understand information and ideas 
presented through spoken words and sentences    Oral Expression  -  The ability to communicate information and ideas 
in speaking so others will understand    Originality  -  The ability to come up with unusual or clever ideas about a given 
topic or situation, or to develop creative ways to solve a problem    Problem Sensitivity  -  The ability to tell when 
something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem    
Selective Attention  -  The ability to concentrate on a task over a period of time without being distracted    Time Sharing  
-  The ability to shift back and forth between two or more activities or sources of information (such as speck, sounds, 
touch, or other sources)    Written Comprehension  -  The ability to read and understand information and ideas 
presented in writing    Written Expression  -  The ability to communicate information and ideas in writing so others will 
understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine    Calculator 
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075215 - TIBS CONSULTANT 3 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3634 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one or a combination of the following: Accounting, Auditing, and/or Billing or Provisioning of Voice 
and Data Telecommunication. Substitution of Experience for Education: Experience in one of the following areas may 
substitute for the required education on a year-for-year basis to a maximum of four years: Accounting, Auditing, and/or 
Billing or Provisioning of Voice and Data Telecommunication. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for advanced level professional Tennessee Integrated Billing System 
(T.I.B.S.) processes and consultative work of considerable difficulty in the Department of Finance & Administration, 
Billing Services; and performs related work as required. Distinguishing Features:  This is the advanced working level class 
in the TIBS Consultant sub-series. An employee in this class functions independently in performing complex and difficult 
analytical and consultative duties for the validation of contract compliance, validation of internal financial controls for 
the auditing and approval processes to provide accurate billings for T.I.B.S. customers. This class differs from T.I.B.S. 
Consultant Supervisor in that an incumbent of the latter supervises staff which audit and analyze contract compliance, 
internal financial controls, and provide accurate billings for T.I.B.S. customers.  
 
Work Activities: 
Provide Consultation and Advice to Others:    Provides guidance and advice to state agencies, departmental personnel, 
and contract vendors on Tennessee Integrated Billing System (T.I.B.S.) processes, services and/or products, policies and 
guidelines of the system, and state and federal laws.    Consults on questions, problems, or discrepancies to both State 
Agencies and vendors and submit possible resolutions to solve all situations.    Consults with State Agencies (Executive 
and Legislative), Contract Vendors, and Departmental Personnel about the rules, regulations, policies, and procedures 
for the Tennessee Integrated Billing system (T.I.B.S.).    Consults with T.I.B.S. Management for system design and process 
changes for audit and quality control.    Consults with T.I.B.S. Management for reports, design and changes.    Leads in 
the performance of daily tasks to ensure goals are achieved.    Consults with F&A Office of Business & Finance (OBF) on 
paid assets for transfers of inventory.    Consults with Office for Information Resources (OIR) voice and data staff 
responsible for entering data into billing system and Edison to ensure accuracy and completion.Interpreting the 
Meaning of Information for Others:    Interprets state and federal laws and regulations affecting the administration of 
billing from vendors and to state agencies.    Interprets reports generated from T.I.B.S. affecting vendor and agency 
billings.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains high level personal 
contacts with Contract Vendors, Departmental Personnel, State Agencies, and State Telecommunication Liaisons by 
telephone, correspondence, or personal visits to promote and improve processes and customer service, request 
additional information necessary to complete an audit for a specific billing timeframe, advise and inform on 
adjustments, and suggest solutions and resolve problems uncovered in audits.    Provides exceptional customer service 
to internal and external customers.    Offers information and quality services to meet customer needs and expectations.    
Delivers services by agreed upon deadline or notifies all concerned parties of delays.    Communicates decisions and 
related information in a timely manner.Communicating with Persons Outside Organization:    Communicates with 
outside vendors to promote and improve billing quality.Evaluating Information to Determine Compliance with 
Standards:    Ensures compliance with federal and state laws.    Investigates issues assigned by management team and 
determines appropriate solutions.    Investigates independently issues (i.e., billing, payment, reporting, internal and 
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external) and determines appropriate solutions.    Informs management of error exceptions.    Establishes processes, 
procedures and documentations to validate contract compliance, adherence to internal financial controls for auditing 
and approval to provide accurate billings for customers.Getting Information:    Utilizes INFOPAC for reports generated 
from electronic vendor files.    Utilizes the Financial & Procurement Modules in Edison to acquire data for budgetary, 
contractual and remittance information.    Utilizes internal and external vendor databases for payment and billing 
processes.Analyzing Data or Information:    Analyzes billing transactions (individual billing, agency billing) and 
communicates results to appropriate staff.    Analyzes and researches INFOPAC reports generated from T.I.B.S. to 
determine if rejections of billing belong to state or entity billing the state, and communicates results to appropriate 
staff.    Conducts audits to ensure quality standards are being met within the policies, procedures, rules and regulations 
for the State and the Department of Finance and Administration Billing Services.    Analyzes data to identify 
inconsistencies in updates to the system and notifies appropriate staff to update or correct the system.    Analyzes 
INFOPAC reports generated from T.I.B.S. for a comparison to a Vendor’s electronically submitted invoice.    Analyzes 
remedy reports for detailed information on Agency requests for Telecom products and services.    Researches billing 
issues (i.e., airtime, monthly, one-time charges and credits, department’s accounting information) to determine the 
corrective action for resolution.    Analyzes work product of Office for Information Resources (OIR) Voice and Data 
personnel to ensure entries into T.I.B.S. are correctly submitted.    Analyzes work product of internal vendor uploads to 
ensure entries into T.I.B.S. are correctly submitted.    Analyzes Office for Information (OIR) contract usage and balances 
to ensure proper pricing and budgetary limits.    Audits telecommunications vendor payments made by state agencies 
for compliance and adherence to rules, regulations, policies, and procedures.Processing Information:    Audits invoices 
for the Telecommunication and Resource Programs based on contract specifications, departmental policies and 
procedures, Generally Accepted Accounting Principles (GAAP) guidelines, Remedy and Otis requests.    Authorizes 
amounts and prepares Requisitions and Purchase Orders to be executed for products and services.    Approves invoices 
for the Telecommunication and Resource Programs for payment and submits to fiscal office for processing.    Prepares 
internal reports about T.I.B.S. error findings.    Writes and details observations, conclusions, findings, concerns and 
recommendations relevant to the program.    Discusses report recommendations with higher level professional staff.    
Compiles, processes, and completes information for year-end closing according to F&A guidelines.    Audits billing to all 
State Agencies for their use of the Telecommunication and Resource Programs.    Creates, edits, balances, and submits 
journal vouchers into general ledger and accounts receivable.Documenting/Recording Information:    Documents details 
of audit findings on vendor error reports, vendor invoices, agency payments for telecommunication and resource 
services/products, and contract usage.    Maintains information on open vendor issues and open agency issues, and 
maintains electronic copy on shared drive once issues have been resolved.    Scans and upload accounting documents 
into electronic databases.    Assigns asset tag numbers to telecommunication equipment and software to ensure 
accurate tracking for inventory purposes.    Prepares reports of audit findings between T.I.B.S. and vendor billings for 
review by OIR staff and contract vendors to determine appropriate course of action for corrections.Interacting with 
Computers:    Utilizes mainframe and internet applications to research and/or process vendor billings, agency billings, 
agency product/service requests, changes, adds, and terminations.    Creates spreadsheets for internal and external 
billings, financials, and analysis of voice and data information.Training and Teaching Others:    Provides training to 
departments and vendors on billing system technology, INFOPAC, Monarch, Document Direct, Edison, and other utilized 
systems.Organizing, Planning, and Prioritizing Work:    Manages multiple projects and work activities simultaneously 
while adhering to performance expectations.    Obtains clarification from manager when determining priority of 
work.Updating and Using Relevant Knowledge:    Updates work processes as required by system, new technology or 
software, procedural, or contract changes.    Studies management communications regarding state contract updates and 
changes.    Attends regular team meetings to ensure consistent application of policies and procedures.    Maintains 
knowledge of current technology and software used to perform analysis, determine configuration of equipment, and 
inventory control.Communicating with Supervisors, Peers, or Subordinates:    Notifies supervisor of an escalated 
situation or irate vendor, customer, peer or team member.    Communicates with State Agencies and departmental 
personnel to promote and improve billing quality.    Advises co-workers in the proper steps for resolving identified 
problems and issues. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality  -  Makes good decisions (without considering how much time it takes) based upon a 
mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct 
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and accurate when judged over time; sought out by others for advice and solutions    Functional/Technical Competency  
-  Has the functional and technical knowledge and skills to do the job at a high level of performance    Priority Setting  -  
Spends his/her time and the time of others on what’s important; quickly zeros in on the critical few and puts the trivial 
many aside; can quickly sense what will help or hinder accomplishing a goal; eliminates roadblocks; creates focus    
Organizational Agility  -  Knowledgeable about how organizations work; knows how to get things done both through 
formal channels and the information network; understands the origin and reasoning behind key policies, practices, and 
procedures; understands the cultures of organizations    Customer Focus  -  Is dedicated to meeting the expectations and 
requirements of internal and external customers; gets first-hand customer information and uses it for improvements in 
products and services; acts with customers in mind; establishes and maintains effective relationships with customers 
and gains their trust and respect    Informing  -  Provides the information people need to know to do their jobs and feel 
good about being a member of the team, unit, and/or organization; provides individuals information so that they can 
make accurate decisions; is timely with information    Organizing  -  Can marshal resources (people, funding, material, 
and support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources 
effectively and efficiently; arranges information and files in a useful manner    Action-Oriented  -  Enjoys working hard; is 
action oriented and full of energy for the things he/she sees as challenging; not fearful of acting with a minimum of 
planning; seizes more opportunities than other    Integrity and Trust  -  Is widely trusted; is seen as a direct, truthful 
individual; can present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits 
mistakes; doesn’t misrepresent himself/herself for personal gain.    Dealing with Ambiguity  -  Can effectively cope with 
change; can shift gears comfortably; can decide and act without having the total picture; isn’t upset when things are up 
in the air. Doesn’t have to finish things before moving on; can comfortably handle risks and uncertainty    Ethics and 
Values  -  Adheres to an appropriate (for the setting) and effective set of core values and beliefs during both good and 
bad times; acts in line with those values; rewards the right values and disapproves of others; practices what he/she 
preaches    Self-Development  -  Is personally committed to and actively works to continuously improve himself/herself; 
understands that different situations and levels may call for different skills and approaches; works to deploy strengths; 
works on compensating for weakness and limitsKnowledge:    Basic Knowledge of Administration & Management  -  
Knowledge of business and management principles involved in strategic planning, resource allocation, human resources 
modeling, leadership technique, productions methods, and coordination of people and resources    Intermediate 
Knowledge of Computer & Electronics  -  Knowledge of electronic equipment and computer hardware and software, 
including applications and programming    Intermediate Knowledge of Customer and Personal Service  -  Knowledge of 
principles and processes for providing customer and personal services. This includes customer needs assessment, 
meeting quality standards for services, and evaluation of customer satisfaction    Intermediate Knowledge of Economics 
and Accounting  -  Knowledge of economic and accounting principles and practices, the financial markets, banking and 
the analysis and reporting of financial data    Basic Knowledge of Law & Government  -  Knowledge of laws, legal codes, 
court procedures, precedents, government regulations, executive orders, agency rules, and the democratic political 
process    Basic Knowledge of Mathematics  -  Knowledge of arithmetic and its applications    Basic Knowledge of 
Education and Training  -  Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects    Intermediate Knowledge of Voice and 
Data Telecommunications Products and Services    Intermediate Knowledge of Edison    Intermediate Knowledge of 
Microsoft Office    Intermediate Knowledge of Tennessee Integrated Billing System (T.I.B.S.)Skills:    Intermediate Active 
Learning  -  Understanding the implications of new information for both current and future problem-solving and 
decision-making    Intermediate Active Listening  -  Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times    
Intermediate Critical Thinking  -  Using logic and reasoning to identify the strengths and weaknesses of alternative 
solutions, conclusions or approaches to problems    Basic Learning Strategies  -  Selecting and using training/instructional 
methods and procedures appropriate for the situation when learning or teaching new things    Intermediate Speaking  -  
Talking to others to convey information effectively    Intermediate Writing  -  Communicating effectively in writing as 
appropriate for the needs of the audience    Basic Mathematics  -  Using mathematics to solve problems    Intermediate 
Monitoring  -  Monitoring/assessing performance of yourself, other individuals, or organizations to make improvements 
or take corrective action    Intermediate Reading Comprehension  -  Understanding written sentences and paragraphs in 
work related documents    Basic Instructing  -  Teaching others how to do something    Intermediate Complex Problem-
Solving  -  Identifying complex problems and reviewing related information to develop and evaluate options and 
implement solutions    Intermediate Operations Analysis  -  Analyzing needs and product requirements to create a design    
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Intermediate Quality Control Analysis  -  Conducting tests and inspections of products, services, or processes to evaluate 
quality or performance    Basic Technology Design  -  Generating or adapting equipment and technology to serve user 
needs    Intermediate Troubleshooting  -  Determining causes of operating errors and deciding what to do about it    
Intermediate Judgment and Decision Making  -  Considering the relative costs and benefits of potential actions to choose 
the most appropriate one    Intermediate Systems Analysis  -  Determining how a system should work and how changes 
in conditions, operations, and the environment will affect outcomes    Basic Systems Evaluation  -  Identifying measures 
or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Intermediate Management of Financial Resources  -  Accounting for Expenditures    Basic Time 
Management  -  Managing one’s own time and the time of othersAbilities:    Category Flexibility  -  The ability to 
generate or use different sets of rules for combining or grouping things in different ways    Deductive Reasoning  -  The 
ability to apply general rules to specific problems to produce answers that make sense    Inductive Reasoning  -  The 
ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among 
seemingly unrelated events)    Information Ordering  -  The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Mathematical Reasoning  -  The ability to choose the right mathematical methods or formulas to solve a 
problem    Number Facility  -  The ability to add, subtract, multiply, or divide quickly and correctly    Oral Comprehension  
-  The ability to listen to and understand information and ideas presented through spoken words and sentences    Oral 
Expression  -  The ability to communicate information and ideas in speaking so others will understand    Problem 
Sensitivity  -  The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, 
only recognizing there is a problem    Selective Attention  -  The ability to concentrate on a task over a period of time 
without being distracted    Time Sharing  -  The ability to shift back and forth between two or more activities or sources 
of information (such as speck, sounds, touch, or other sources)    Written Comprehension  -  The ability to read and 
understand information and ideas presented in writing    Written Expression  -  The ability to communicate information 
and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine    Calculator 
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075217 - TIBS CONSULTANT MANAGER 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3636 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and five years 
of experience in any one or a combination of the following: Accounting, Auditing, and/or Billing or Provisioning of Voice 
and Data Telecommunication, including at least two years of supervisory or managerial work. Substitution of Experience 
for Education: Experience in one of the following areas may substitute for the required education on a year-for-year 
basis to a maximum of four years: Accounting, Auditing, and/or Billing or Provisioning of Voice and Data 
Telecommunication. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs Tennessee Integrated Billing System (T.I.B.S.) managerial work of 
considerable difficulty in the Department of Finance & Administration, Billing Services; and performs related work as 
required. Distinguishing Features: This is the managerial class in the TIBS Consultant sub-series. An employee in this 
class assists in directing the functions, activities, services and staff of the Tennessee Integrated Billing System area of 
considerable scope and impact. This work involves the following activities: supervising all staff functions and providing 
technical advice and guidance in resolving problems and issues on a regular basis; assists in developing policies and 
procedures for T.I.B.S. as a whole and monitoring implementation. This class differs from TIBS Director in that an 
incumbent of the latter are fully responsible for planning, organizing and directing all functions, activities and services 
for the Tennessee Integrated Billing System area. This class differs from that of T.I.B.S. Consultant Supervisor in that an 
incumbent of the latter performs supervisory work of less scope and impact. 
 
Work Activities: 
Developing Objectives and Strategies:    Manages and participates in developing and implementing procedures and 
mechanisms to control the contents, organization, design, and privacy of T.I.B.S. data base.Making Decisions and Solving 
Problems:    Consults with managerial personnel and supervises and participates in providing technical assistance to 
system programming, and systems analysis staff in resolving, operating systems conflicts, improving computer operating 
techniques, and general control of computer input and output.    Manages research projects and reviews and approves 
staff recommendations on specific requests for technical information.Monitoring and Controlling Resources:    Manages 
the review of user department requests for changes or additions in systems applications and approves 
recommendations for acceptance, rejection, or alteration.    Evaluates hardware and software features available through 
telecommunication equipment vendors, and analyzes prices for equipment within the state service.    Reviews all phases 
of Resource Billing to maintain the present procedures and update any present billing functions that can improve audits, 
billing, reports, and customer service.    Reviews all phases of T.I.B.S. Billing to maintain the present procedures and 
update any present billing functions that can improve audits, billing, reports, and customer service.    Supports initiating 
various programming request to create, correct, or enhance billing investigations and billing modifications to the T.I.B.S. 
billing system.Provide Consultation and Advice to Others:    Provides guidance and advice to state agencies, 
departmental personnel, and contract vendors on Tennessee Integrated Billing System (T.I.B.S.) processes, services 
and/or products, policies and guidelines of the system, and state and federal laws.    Consults on questions, problems, or 
discrepancies to both State Agencies and vendors and submit possible resolutions to solve all situations.    Consults with 
State Agencies (Executive and Legislative), Contract Vendors, and Departmental Personnel about the rules, regulations, 
policies, and procedures for the Tennessee Integrated Billing system (T.I.B.S.).    Consults with T.I.B.S.Director for system 
design and process changes for audit and quality control.    Consults with T.I.B.S. Director for reports, design and 
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changes.    Consults with F&A Office of Business & Finance (OBF) on paid assets for transfers of inventory.    Supervises 
and audits the work of Office for Information Resources (OIR) voice and data staff responsible for entering data into 
billing system and Edison to ensure accuracy and completion.    Advises T.I.B.S. staff as to the proper course of action 
with regard to auditing, billing, customer service, investigations, and other issues that may arise.    Supplies Vendor Input 
Formats to all vendors with new contracts.    Manages in analyzing, defining, and documenting suspected system 
malfunctions.    Manages and participates in developing tests to detect malfunctions and applies corrective changes to 
failing components to prevent problem recurrence.    Assists in evaluating technical and administrative problems relative 
to the implementation and management of user department telecommunication services/products billings.    Makes 
recommendations to user department personnel on improvements in operation.Interpreting the Meaning of 
Information for Others:    Interprets state and federal laws and regulations affecting the administration of billing from 
vendors and to state agencies.    Interprets reports generated from T.I.B.S. affecting vendor and agency 
billings.Evaluating Information to Determine Compliance with Standards:    Ensures compliance with federal and state 
laws.    Investigates issues assigned by Director and determines appropriate solutions.    Manages investigations on 
issues (i.e., billing, payment, reporting, internal and external) and determines appropriate solutions.    Establishes 
processes, procedures and documentations to validate contract compliance, adherence to internal financial controls for 
auditing and approval to provide accurate billings for customers.    Supplies T.I.B.S. billing format to vendor when new 
contract for services/products is established according to time specified in contract (30 days after contract goes into 
effect).    Researches billing test file from new contract vendor, and notifies vendor if file is in default (90 days from 
contract signing).    Completes programming and testing within 90 days of receipt of information from vendor and 
Information Technology Management (ITM) performing their duties.    Creates new INFOPAC reports for each new 
contract to show audited errors and enhance support capability.Establishing and Maintaining Interpersonal 
Relationships:    Establishes and maintains high level personal contacts with Contract Vendors, Departmental Personnel, 
State Agencies, and State Telecommunication Liaisons by telephone, correspondence, or personal visits to promote and 
improve processes and customer service, request additional information necessary to complete an audit for a specific 
billing timeframe, advise and inform on adjustments, and suggest solutions and resolve problems uncovered in audits.    
Provides exceptional customer service to internal and external customers.    Offers information and quality services to 
meet customer needs and expectations.    Delivers services by agreed upon deadline or notifies all concerned parties of 
delays.    Communicates decisions and related information in a timely manner.Communicating with Persons Outside 
Organization:    Communicates with outside vendors to promote and improve billing quality.Guiding, Directing, and 
Motivating Subordinates:    Manages subordinate professional T.I.B.S. staff engaged in maintaining operating system.    
Develops employees through job descriptions, procedures, guidelines, and cross-training procedures.    Manages the 
daily ongoing affairs of staff with regards to workload, problems, and customer service.    Documents employee 
performance expectations to generate an employee job plan.    Documents on-going employee performance to support 
employee performance evaluations.    Observes employees conducting daily work activities to develop performance 
feedback for performance development and evaluation.Developing and Building Teams:    Works with assigned 
subordinates to identify personal motivators, individual leadership needs, and current skill levels to improve 
performance.Communicating with Supervisors, Peers, or Subordinates:    Notifies Director of an escalated situation or 
irate vendor, customer, peer or team member.    Communicates with State Agencies and departmental personnel to 
promote and improve billing quality.    Advises subordinates in the proper steps for resolving identified problems and 
issues.Analyzing Data or Information:    Analyzes billing transactions (individual billing, agency billing) and communicates 
results to appropriate staff.    Analyzes and researches INFOPAC reports generated from T.I.B.S. to determine if 
rejections of billing belong to state or entity billing the state, and communicates results to appropriate staff.    Conducts 
audits to ensure quality standards are being met within the policies, procedures, rules and regulations for the State and 
the Department of Finance and Administration Billing Services.    Analyzes data to identify inconsistencies in updates to 
the system and notifies appropriate staff to update or correct the system.    Analyzes INFOPAC reports generated from 
T.I.B.S. for a comparison to a Vendor’s electronically submitted invoice.    Analyzes remedy reports for detailed 
information on Agency requests for Telecom products and services.    Manages the research of billing issues (i.e., 
airtime, monthly, one-time charges and credits, department’s accounting information) to determine the corrective 
action for resolution.    Analyzes work product of Office for Information Resources (OIR) Voice and Data personnel to 
ensure entries into T.I.B.S. are correctly submitted.    Analyzes work product of internal vendor uploads to ensure entries 
into T.I.B.S. are correctly submitted.    Analyzes Office for Information (OIR) contract usage and balances to ensure 
proper pricing and budgetary limits.    Manages the audits of telecommunications vendor payments made by state 
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agencies for compliance and adherence to rules, regulations, policies, and procedures.Training and Teaching Others:    
Provides training to departments and vendors on billing system technology, INFOPAC, Monarch, Document Direct, 
Edison, and other utilized systems.Organizing, Planning, and Prioritizing Work:    Manages multiple projects and work 
activities simultaneously while adhering to performance expectations.    Obtains clarification from Director when 
determining priority of work.Scheduling Work and Activities:    Schedules workload of assigned subordinates to ensure 
timely completion and proper coverage.    Schedules vacation and request for time off to ensure proper coverage.    
Resolves employee leave exceptions as necessary.Interacting with Computers:    Utilizes mainframe and internet 
applications to research and/or process vendor billings, agency billings, agency product/service requests, changes, adds, 
and terminations.    Creates spreadsheets for internal and external billings, financials, and analysis of voice and data 
information.Getting Information:    Utilizes INFOPAC for reports generated from electronic vendor files.    Utilizes the 
Financial & Procurement Modules in Edison to acquire data for budgetary, contractual and remittance information.    
Utilizes internal and external vendor databases for payment and billing processes.Documenting/Recording Information:    
Prepares formal, written documentation for the outside agency and the Finance and Administration Billing Services 
records.    Documents details of audit findings on vendor error reports, vendor invoices, agency payments for 
telecommunication and resource services/products, and contract usage.    Maintains information on open vendor issues 
and open agency issues, and maintains electronic copy on shared drive once issues have been resolved.    Scans and 
upload accounting documents into electronic databases.    Prepares reports of audit findings between T.I.B.S. and 
vendor billings for review by OIR staff and contract vendors to determine appropriate course of action for 
corrections.Staffing Organization Units:    Makes recommendations on staff employment, retention, promotion, 
demotion, and other human resource actions.    Interviews and selects candidates to fill assigned vacant positions.    
Identifies internal candidates for employee development, promotion, and/or transfer.Updating and Using Relevant 
Knowledge:    Updates work processes as required by system, new technology or software, procedural, or contract 
changes.    Studies management communications regarding state contract updates and changes.    Attends regular team 
meetings to ensure consistent application of policies and procedures.    Maintains knowledge of current technology and 
software used to perform analysis, determine configuration of equipment, and inventory control. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality  -  Makes good decisions (without considering how much time it takes) based upon a 
mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct 
and accurate when judged over time; sought out by others for advice and solutions    Problem Solving  -  Uses rigorous 
logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see 
hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answers    
Managing through Systems  -  Can design practices, processes, and procedures which allow managing from a distance; is 
comfortable letting things manage themselves without intervening; can make things work through others without being 
there; can impact people and results remotely    Organizing  -  Can marshal resources (people, funding, material, 
support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively 
and efficiently; arranges information and files in a useful manner    Process Management  -  Good at figuring out the 
processes necessary to get things done; knows how to organize people and activities; understands how to separate and 
combine tasks into efficient work flow; knows what to measure and how to measure it; can see opportunities for 
synergy and integration where others can’t; can simplify complex processes; gets more out of fewer resources    Action-
Oriented  -  Enjoys working hard; is action oriented and full of energy for the things he/she sees as challenging; not 
fearful of acting with a minimum of planning; seizes more opportunities than others    Written Communications  -  Is able 
to write clearly and succinctly in a variety of communication settings and styles; can get messages across that have the 
desired effect    Approachability  -  Is easy to approach and talk to; spends the extra effort to put others at ease; can be 
warm, pleasant, and gracious; is sensitive to and patient with the interpersonal anxieties of others; builds rapport well; 
is a good listener; is an early knower, getting informal and incomplete information in time to do something about it    
Customer Focus  -  Is dedicated to meeting the expectations and requirements of internal and external customers; gets 
first-hand customer information and uses it for improvements in products and services; acts with customers in mind; 
establishes and maintains effective relationships with customers and gains their trust and respect    Integrity and Trust  -  
Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an appropriate and helpful 
manner; keeps confidences; admits mistakes; doesn’t misrepresent himself/herself for personal gainKnowledge:    
Intermediate Knowledge of Administration & Management  -  Knowledge of business and management principles 
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involved in strategic planning, resource allocation, human resources modeling, leadership technique, productions 
methods, and coordination of people and resources    Intermediate Knowledge of Computer & Electronics  -  Knowledge 
of electronic equipment and computer hardware and software, including applications and programming    Intermediate 
Knowledge of Customer and Personal Service  -  Knowledge of principles and processes for providing customer and 
personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction    Intermediate Knowledge of Economics and Accounting  -  Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data    
Basic Knowledge of Law & Government  -  Knowledge of laws, legal codes, court procedures, precedents, government 
regulations, executive orders, agency rules, and the democratic political process    Intermediate Knowledge of 
Production and Processing  -  Knowledge of raw materials, production processes, quality control, costs, and other 
techniques for maximizing the effective manufacture and distribution of goods    Basic Knowledge of Mathematics  -  
Knowledge of arithmetic, algebra, geometry, calculus, statistics and their applications    Intermediate Knowledge of 
Education and Training  -  Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects    Intermediate Knowledge of 
Telecommunications Products and Services    Intermediate Knowledge of Edison    Intermediate Knowledge of Microsoft 
Office    Intermediate Knowledge of Tennessee Integrated Billing System (T.I.B.S.)Skills:    Intermediate Active Learning  -  
Understanding the implications of new information for both current and future problem-solving and decision-making    
Intermediate Active Listening  -  Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Intermediate Critical 
Thinking  -  Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems    Basic Learning Strategies  -  Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Basic Speaking  -  Talking to others to 
convey information effectively    Intermediate Writing  -  Communicating effectively in writing as appropriate for the 
needs of the audience    Basic Mathematics  -  Using mathematics to solve problems    Intermediate Monitoring  -  
Monitoring/assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Intermediate Reading Comprehension  -  Understanding written sentences and paragraphs in work 
related documents    Intermediate Instructing  -  Teaching others how to do something    Intermediate Negotiating  -  
Bringing others together and trying to reconcile differences    Intermediate Complex Problem-Solving  -  Identifying 
complex problems and reviewing related information to develop and evaluate options and implement solutions    
Intermediate Operations Analysis  -  Analyzing needs and product requirements to create a design    Intermediate 
Quality Control Analysis  -  Conducting tests and inspections of products, services, or processes to evaluate quality or 
performance    Basic Technology Design  -  Generating or adapting equipment and technology to serve user needs    
Intermediate Troubleshooting  -  Determining causes of operating errors and deciding what to do about it    Intermediate 
Judgment and Decision Making  -  Considering the relative costs and benefits of potential actions to choose the most 
appropriate one    Intermediate Systems Analysis  -  Determining how a system should work and how changes in 
conditions, operations, and the environment will affect outcomes    Intermediate Systems Evaluation  -  Identifying 
measures or indicators of system performance and the actions needed to improve or correct performance, relative to 
the goals of the system    Intermediate Management of Financial Resources  -  Accounting for Expenditures    
Intermediate Management of Personnel Resources  -  Motivating, developing, and directing people as they work 
identifying the best people for the job    Basic Time Management  -  Managing one’s own time and the time of 
othersAbilities:    Deductive Reasoning  -  The ability to apply general rules to specific problems to produce answers that 
make sense    Flexibility of Closure  -  The ability to apply general rules to specific problems to produce answers that 
make sense    Inductive Reasoning  -  The ability to combine pieces of information to form general rules or conclusions 
(includes finding a relationship among seemingly unrelated events)    Information Ordering  -  The ability to arrange 
things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, 
letters, words, pictures, mathematical operations)    Mathematical Reasoning  -  The ability to choose the right 
mathematical methods or formulas to solve a problem    Number Facility  -  The ability to add, subtract, multiply, or 
divide quickly and correctly    Oral Comprehension  -  The ability to listen to and understand information and ideas 
presented through spoken words and sentences    Oral Expression  -  The ability to communicate information and ideas 
in speaking so others will understand    Originality  -  The ability to come up with unusual or clever ideas about a given 
topic or situation, or to develop    Perceptual Speed  -  The ability to quickly and accurately compare similarities and 
differences among sets of letters, numbers, objects, pictures, or patterns. The things to be compared may be presented 
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at the same time or one after the other. This ability also includes comparing a remembered object    Problem Sensitivity  
-  The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only 
recognizing there is a problem    Selective Attention  -  The ability to concentrate on a task over a period of time without 
being distracted    Time Sharing  -  The ability to shift back and forth between two or more activities or sources of 
information (such as speck, sounds, touch, or other sources    Written Comprehension  -  The ability to read and 
understand information and ideas presented in writing    Written Expression  -  The ability to communicate information 
and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine    Calculator 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075216 - TIBS CONSULTANT SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3635 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in any one or a combination of the following: Accounting, Auditing, and/or Billing or Provisioning of Voice 
and Data Telecommunication. Substitution of Experience for Education: Experience in one of the following areas may 
substitute for the required education on a year-for-year basis to a maximum of four years: Accounting, Auditing, and/or 
Billing or Provisioning of Voice and Data Telecommunication.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory level professional Tennessee Integrated Billing 
System (T.I.B.S.) processes and consultative work of considerable difficulty in the Department of Finance and 
Administration, Billing Services; and performs related work as required. Distinguishing Features:  This is the supervisory 
class in the TIBS Consultant sub-series. An employee in this class is responsible for supervising the Tennessee Integrated 
Billing System staff performing a variety of complex and difficult analytical and consultative duties for the validation of 
contract compliance, validation of internal financial controls for the auditing and approval processes to provide accurate 
billings for T.I.B.S. customers. This class differs from TIBS Manager in that an incumbent of the latter assists in directing 
all functions, activities, services and staff of the Tennessee Integrated Billing System area. This class differs from TIBS 
Consultant 3 in that an incumbent of the latter performs at the advanced working level. 
 
Work Activities: 
Developing Objectives and Strategies:    Supervises and participates in developing and implementing procedures and 
mechanisms to control the contents, organization, design, and privacy of T.I.B.S. data base.Making Decisions and Solving 
Problems:    Consults with managerial personnel and supervises and participates in providing technical assistance to 
system programming, and systems analysis staff in resolving operating systems conflicts, improving computer operating 
techniques, and general control of computer input and output.    Supervises research projects and reviews and approves 
staff recommendations on specific requests for technical information, updates, and corrections.Monitoring and 
Controlling Resources:    Manages the review of user department requests for changes or additions in systems 
applications and approves recommendations for acceptance, rejection, or alteration.    Evaluates hardware and software 
features available through telecommunication equipment vendors, and analyzes prices for equipment within the state 
service.    Reviews all phases of Resource Billing to maintain the present procedures and update any present billing 
functions that can improve audits, billing, reports, and customer service.    Reviews all phases of T.I.B.S. Billing to 
maintain the present procedures and update any present billing functions that can improve audits, billing, reports, and 
customer service.    Supports initiating various programming request to create, correct, or enhance billing investigations 
and billing modifications to the T.I.B.S. billing system.Provide Consultation and Advice to Others:    Provides guidance 
and advice to state agencies, departmental personnel, and contract vendors on Tennessee Integrated Billing System 
(T.I.B.S.) processes, services and/or products, policies and guidelines of the system, and state and federal laws.    
Consults on questions, problems, or discrepancies to both State Agencies and vendors and submit possible resolutions 
to solve all situations.    Consults with State Agencies (Executive and Legislative), Contract Vendors, and Departmental 
Personnel about the rules, regulations, policies, and procedures for the Tennessee Integrated Billing system (T.I.B.S.).    
Consults with T.I.B.S. Management for system design and process changes for audit and quality control.    Consults with 
T.I.B.S. Management for reports, design and changes.    Consults with F&A Office of Business & Finance (OBF) on paid 
assets for transfers of inventory.    Supervises and audits the work of Office for Information Resources (OIR) voice and 
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data staff responsible for entering data into billing system and Edison to ensure accuracy and completion.    Makes on-
site visits to Agency Telecommunication Liaison division to determine the needs of the agency regarding T.I.B.S. issues.    
Advises T.I.B.S. staff as to the proper course of action with regard to auditing, billing, customer service, investigations, 
and other issues that may arise.    Supplies Vendor Input Formats to all vendors with new contracts.    Supervises in 
analyzing, defining, and documenting suspected system malfunctions.    Supervises and participates in developing tests 
to detect malfunctions and applies corrective changes to failing components to prevent problem recurrence.    Assists in 
evaluating technical and administrative problems relative to the implementation and management of user department 
telecommunication services/products billings.    Makes recommendations to user department personnel on 
improvements in operation.Interpreting the Meaning of Information for Others:    Interprets state and federal laws and 
regulations affecting the administration of billing from vendors and to state agencies.    Interprets reports generated 
from T.I.B.S. affecting vendor and agency billings.Evaluating Information to Determine Compliance with Standards:    
Ensures compliance with federal and state laws.    Investigates issues assigned by management team and determines 
appropriate solutions.    Investigates independently issues (i.e., billing, payment, reporting, internal and external) and 
determines appropriate solutions.    Informs management of error exceptions.    Establishes processes, procedures and 
documentations to validate contract compliance, adherence to internal financial controls for auditing and approval to 
provide accurate billings for customers.    Supplies T.I.B.S. billing format to vendor when new contract for 
services/products is established according to time specified in contract (30 days after contract goes into effect).    
Researches billing test file from new contract vendor, and notifies vendor if file is in default (90 days from contract 
signing).    Completes programming and testing within 90 days of receipt of information from vendor and Information 
Technology Management (ITM) performing their duties.    Creates new INFOPAC reports for each new contract to show 
audited errors and enhance support capability.Establishing and Maintaining Interpersonal Relationships:    Establishes 
and maintains high level personal contacts with Contract Vendors, Departmental Personnel, State Agencies, and State 
Telecommunication Liaisons by telephone, correspondence, or personal visits to promote and improve processes and 
customer service, request additional information necessary to complete an audit for a specific billing timeframe, advise 
and inform on adjustments, and suggest solutions and resolve problems uncovered in audits.    Provides exceptional 
customer service to internal and external customers.    Offers information and quality services to meet customer needs 
and expectations.    Delivers services by agreed upon deadline or notifies all concerned parties of delays.    
Communicates decisions and related information in a timely manner.Communicating with Persons Outside Organization:    
Communicates with outside vendors to promote and improve billing quality.Guiding, Directing and Motivating 
Subordinates:    Supervises subordinate T.I.B.S. staff engaged in maintaining operating system.    Develops employees 
through job descriptions, procedures, guidelines, and cross-training procedures.    Supervises the daily ongoing affairs of 
staff with regards to workload, problems, and customer service.    Documents employee performance expectations to 
generate an employee job plan.    Documents on-going employee performance to support employee performance 
evaluations.    Observes employees conducting daily work activities to develop performance feedback for performance 
development and evaluation.Developing and Building Teams:    Works with assigned subordinates to identify personal 
motivators, individual leadership needs, and current skill levels to improve performance.Analyzing Data or Information:    
Analyzes billing transactions (individual billing, agency billing) and communicates results to appropriate staff.    Analyzes 
and researches INFOPAC reports generated from T.I.B.S. to determine if rejections of billing belong to state or entity 
billing the state, and communicates results to appropriate staff.    Conducts audits to ensure quality standards are being 
met within the policies, procedures, rules and regulations for the State and the Department of Finance and 
Administration Billing Services.    Analyzes data to identify inconsistencies in updates to the system and notifies 
appropriate staff to update or correct the system.    Analyzes INFOPAC reports generated from T.I.B.S. for a comparison 
to a Vendor’s electronically submitted invoice.    Analyzes remedy reports for detailed information on Agency requests 
for Telecom products and services.    Researches billing issues (i.e., airtime, monthly, one-time charges and credits, 
department’s accounting information) to determine the corrective action for resolution.    Analyzes work product of 
Office for Information Resources (OIR) Voice and Data personnel to ensure entries into T.I.B.S. are correctly submitted.    
Analyzes work product of internal vendor uploads to ensure entries into T.I.B.S. are correctly submitted.    Analyzes 
Office for Information (OIR) contract usage and balances to ensure proper pricing and budgetary limits.    Audits 
telecommunications vendor payments made by state agencies for compliance and adherence to rules, regulations, 
policies, and procedures.Training and Teaching Others:    Provides training to departments and vendors on billing system 
technology, INFOPAC, Monarch, Document Direct, Edison, and other utilized systems.Organizing, Planning, and 
Prioritizing Work:    Manages multiple projects and work activities simultaneously while adhering to performance 
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expectations.    Obtains clarification from Director when determining priority of work.Scheduling Work and Activities:    
Schedules workload of assigned subordinates to ensure timely completion and proper coverage.    Schedules vacation 
and request for time off to ensure proper coverage.    Resolves employee leave exceptions as necessary.Interacting with 
Computers:    Utilizes mainframe and internet applications to research and/or process vendor billings, agency billings, 
agency product/service requests, changes, adds, and terminations.    Creates spreadsheets for internal and external 
billings, financials, and analysis of voice and data information.Getting Information:    Utilizes INFOPAC for reports 
generated from electronic vendor files.    Utilizes the Financial & Procurement Modules in Edison to acquire data for 
budgetary, contractual and remittance information.    Utilizes internal and external vendor databases for payment and 
billing processes.Processing Information:    Audits invoices for the Telecommunication and Resource Programs based on 
contract specifications, departmental policies and procedures, Generally Accepted Accounting Principles (GAAP) 
guidelines, Remedy and Otis requests.    Authorizes amounts and prepares Requisitions and Purchase Orders to be 
executed for products and services.    Approves invoices for the Telecommunication and Resource Programs for 
payment and submits to fiscal office for processing.    Prepares internal reports about T.I.B.S. error findings.    Writes and 
details observations, conclusions, findings, concerns and recommendations relevant to the program.    Discusses report 
recommendations with higher level professional staff.    Compiles, processes, and completes information for year-end 
closing according to F&A guidelines.    Audits billing to all State Agencies for their use of the Telecommunication and 
Resource Programs.    Creates, edits, balances, and submits journal vouchers into general ledger and accounts 
receivable.Documenting/Recording Information:    Prepares formal, written documentation for the outside agency and 
the Finance and Administration Billing Services records.    Documents details of audit findings on vendor error reports, 
vendor invoices, agency payments for telecommunication and resource services/products, and contract usage.    
Maintains information on open vendor issues and open agency issues, and maintains electronic copy on shared drive 
once issues have been resolved.    Scans and upload accounting documents into electronic databases.    Prepares reports 
of audit findings between T.I.B.S. and vendor billings for review by OIR staff and contract vendors to determine 
appropriate course of action for corrections.Communicating with Supervisors, Peers, or Subordinates:    Notifies 
supervisor of an escalated situation or irate vendor, customer, peer or team member.    Communicates with State 
Agencies and departmental personnel to promote and improve billing quality.    Advises co-workers in the proper steps 
for resolving identified problems and issues.Staffing Organization Units:    Makes recommendations on staff 
employment, retention, promotion, demotion, and other human resource actions.    Interviews and selects candidates 
to fill assigned vacant positions.    Identifies internal candidates for employee development, promotion, and/or 
transfer.Updating and Using Relevant Knowledge:    Updates work processes as required by system, new technology or 
software, procedural, or contract changes.    Studies management communications regarding state contract updates and 
changes.    Attends regular team meetings to ensure consistent application of policies and procedures.    Maintains 
knowledge of current technology and software used to perform analysis, determine configuration of equipment, and 
inventory control. 
 
Competencies (KSA’s): 
Competencies:    Creativity  -  Comes up with a lot of new and unique ideas; easily makes connections among previously 
unrelated notions; tends to be seen as original and value-added in brainstorming settings    Dealing with Ambiguity  -  
Can effectively cope with change; can shift gears comfortably; can decide and act without having the total picture; isn’t 
upset when things are up in the air; doesn’t have to finish things before moving on; can comfortably handle risk and 
uncertainty    Decision Quality  -  Makes good decisions (without considering how much time it takes) based upon a 
mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct 
and accurate when judged over time; sought out by others for advice and solutions    Problem Solving  -  Uses rigorous 
logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see 
hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answers    
Delegation  -  Clearly and comfortable delegates both routine and important tasks and decisions; broadly shares both 
responsibility and accountability; tends to trust people to perform; lets direct reports and others finish their work    
Managing through Systems  -  Can design practices, processes, and procedures which allow managing from a distance; is 
comfortable letting things manage themselves without intervening; can make things work through others without being 
there; can impact people and results remotely    Planning  -  Accurately scopes out length and difficulty of tasks and 
projects; sets objectives and goals; breaks down work into the process steps; develops schedules and task/people 
assignments; anticipates and adjusts for problems and roadblocks; measures performance against goals; evaluates 



 TN Job Classification Specifications  
September 22, 2020 

results    Process Management  -  Good at figuring out the processes necessary to get things done; knows how to 
organize people and activities; understands how to separate and combine tasks into efficient work flow; knows what to 
measure and how to measure it; can see opportunities for synergy and integration where others can’t; can simplify 
complex processes; gets more out of fewer resources    Action-Oriented  -  Enjoys working hard; is action oriented and 
full of energy for the things he/she sees as challenging; not fearful of acting with a minimum of planning; seizes more 
opportunities than others    Drive for Results  -  Can be counted on to exceed goals successfully; is constantly and 
consistently one of the top performers; very bottom-line oriented; steadfastly pushes self and others for results    
Customer Focus  -  Is dedicated to meeting the expectations and requirements of internal and external customers; gets 
first-hand customer information and uses it for improvements in products and services; acts with customers in mind; 
establishes and maintains effective relationships with customers and gains their trust and respect    Integrity and Trust  -  
Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an appropriate and helpful 
manner; keeps confidences; admits mistakes; doesn’t misrepresent himself/herself for personal gainKnowledge:     
Intermediate Knowledge of Administration & Management  -  Knowledge of business and management principles 
involved in strategic planning, resource allocation, human resources modeling, leadership technique, productions 
methods, and coordination of people and resources    Intermediate Knowledge of Computer & Electronics  -  Knowledge 
of electronic equipment and computer hardware and software, including applications and programming    Intermediate 
Knowledge of Customer and Personal Service  -  Knowledge of principles and processes for providing customer and 
personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction    Intermediate Knowledge of Economics and Accounting  -  Knowledge of economic and 
accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data    
Basic Knowledge of Law & Government  -  Knowledge of laws, legal codes, court procedures, precedents, government 
regulations, executive orders, agency rules, and the democratic political process    Intermediate Knowledge of 
Production and Processing  -  Knowledge of raw materials, production processes, quality control, costs, and other 
techniques for maximizing the effective manufacture and distribution of goods    Basic Knowledge of Mathematics  -  
Knowledge of arithmetic, algebra, geometry, calculus, statistics and their applications    Intermediate Knowledge of 
Education and Training  -  Knowledge of principles and methods for curriculum and training design, teaching and 
instruction for individuals and groups, and the measurement of training effects    Intermediate Knowledge of 
Telecommunications Products and Services    Intermediate Knowledge of Edison    Intermediate Knowledge of Microsoft    
Intermediate Knowledge of Tennessee Integrated Billing System (T.I.B.S.)Skills:     Intermediate Active Learning  -  
Understanding the implications of new information for both current and future problem-solving and decision-making    
Intermediate Active Listening  -  Giving full attention to what other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and not interrupting at inappropriate times    Intermediate Critical 
Thinking  -  Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or 
approaches to problems    Basic Learning Strategies  -  Selecting and using training/instructional methods and 
procedures appropriate for the situation when learning or teaching new things    Basic Speaking  -  Talking to others to 
convey information effectively    Basic Writing  -  Communicating effectively in writing as appropriate for the needs of 
the audience    Basic Mathematics  -  Using mathematics to solve problems    Intermediate Monitoring  -  
Monitoring/assessing performance of yourself, other individuals, or organizations to make improvements or take 
corrective action    Basic Reading Comprehension  -  Understanding written sentences and paragraphs in work related 
documents    Intermediate Instructing  -  Teaching others how to do something    Intermediate Negotiating  -  Bringing 
others together and trying to reconcile differences    Intermediate Complex Problem-Solving  -  Identifying complex 
problems and reviewing related information to develop and evaluate options and implement solutions    Intermediate 
Operations Analysis  -  Analyzing needs and product requirements to create a design    Intermediate Quality Control 
Analysis  -  Conducting tests and inspections of products, services, or processes to evaluate quality or performance    
Basic Technology Design  -  Generating or adapting equipment and technology to serve user needs    Intermediate 
Troubleshooting  -  Determining causes of operating errors and deciding what to do about it    Intermediate Judgment 
and Decision Making  -  Considering the relative costs and benefits of potential actions to choose the most appropriate 
one    Intermediate Systems Analysis  -  Determining how a system should work and how changes in conditions, 
operations, and the environment will affect outcomes    Intermediate Systems Evaluation  -  Identifying measures or 
indicators of system performance and the actions needed to improve or correct performance, relative to the goals of 
the system    Intermediate Management of Financial Resources  -  Accounting for Expenditures    Basic Management of 
Personnel Resources  -  Motivating, developing, and directing people as they work identifying the best people for the job    
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Basic Time Management  -  Managing one’s own time and the time of othersAbilities:     Deductive Reasoning  -  The 
ability to apply general rules to specific problems to produce answers that make sense    Flexibility of Closure  -  The 
ability to apply general rules to specific problems to produce answers that make sense    Inductive Reasoning  -  The 
ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among 
seemingly unrelated events)    Information Ordering  -  The ability to arrange things or actions in a certain order or 
pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical 
operations)    Mathematical Reasoning  -  The ability to choose the right mathematical methods or formulas to solve a 
problem    Number Facility  -  The ability to add, subtract, multiply, or divide quickly and correctly    Oral Comprehension  
-  The ability to listen to and understand information and ideas presented through spoken words and sentences    Oral 
Expression  -  The ability to communicate information and ideas in speaking so others will understand    Originality  -  The 
ability to come up with unusual or clever ideas about a given topic or situation, or to develop    Perceptual Speed  -  The 
ability to quickly and accurately compare similarities and differences among sets of letters, numbers, objects, pictures, 
or patterns. The things to be compared may be presented at the same time or one after the other. This ability also 
includes comparing a remembered object    Problem Sensitivity  -  The ability to tell when something is wrong or is likely 
to go wrong. It does not involve solving the problem, only recognizing there is a problem    Selective Attention  -  The 
ability to concentrate on a task over a period of time without being distracted    Time Sharing  -  The ability to shift back 
and forth between two or more activities or sources of information (such as speck, sounds, touch, or other sources)    
Written Comprehension  -  The ability to read and understand information and ideas presented in writing    Written 
Expression  -  The ability to communicate information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Printer    Scanner    Copy Machine    Calculator 
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073749 - TITLE VI COMPLIANCE DIRECTOR 
 
Agency:  Human Rights Commission (31604) 
Edison Template Job Opening ID:  3885 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073748 - TITLE VI DIRECTOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3884 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027063 - TLAP EXECUTIVE DIRECTOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1179 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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027102 - TLAP PROGRAM COORDINATOR 
 
Agency:  Court System (30227) 
Edison Template Job Opening ID:  1223 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075363 - TN FEMC EXECUTIVE DIRECTOR 
 
Agency:  Economic and Community Dev (33001) 
Edison Template Job Opening ID:  3487 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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093888 - TN HIGHWAY SAFETY OFFICE DIR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  4569 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038909 - TNVCA BUDGET ANALYST COOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1950 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038914 - TNVCA CADRE 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1954 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038912 - TNVCA CADRE SHIFT SUPERVISOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1952 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038907 - TNVCA CADRE SUPERVISOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1945 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038908 - TNVCA CADRE SUPERVISOR ASST 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1946 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038922 - TNVCA CASE MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1971 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038916 - TNVCA COUNSELOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1956 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038904 - TNVCA DEPUTY DIRECTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1938 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038900 - TNVCA DIRECTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1538 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038924 - TNVCA FACILITIES SUPERVISOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1973 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038917 - TNVCA INSTRUCTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1957 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038923 - TNVCA LEAD CASE MANAGER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1972 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.  
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038906 - TNVCA LEAD COUNSELOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1940 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038918 - TNVCA LEAD INSTRUCTOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1968 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038910 - TNVCA LOGISTICIAN 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1951 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038913 - TNVCA LOGISTICIAN ASSISTANT 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1953 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038915 - TNVCA MAINTENANCE WORKER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1955 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. - See more at: 
http://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=1167553&viewOnly=yes#sthash.GFmuV8ls.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038920 - TNVCA MEDICAL ASSISTANT 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1969 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038905 - TNVCA PROGRAM COORDINATOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1939 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038902 - TNVCA RECRUITER 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1540 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038921 - TNVCA REGISTERED NURSE 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1970 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038901 - TNVCA RPM ASSISTANT 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1539 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038903 - TNVCA RPM COORDINATOR 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  1541 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075317 - TOURISM DEV CONSULTANT 2 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3465 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075318 - TOURISM DEV CONSULTANT 3 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3492 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075309 - TOURISM MARKETING DIRECTOR 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3443 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073841 - TOURISM NEWS BUREAU EDITOR 1 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3675 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073842 - TOURISM NEWS BUREAU EDITOR 2 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3676 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075308 - TOURISM SALES DIRECTOR 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  3491 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032500 - TPUC CHIEF FINANCIAL OFFICER 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1660 
 
Minimum Qualifications: 
 
 
Other Requirements: 
 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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032510 - TPUC COMMISSIONER 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1586 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032504 - TPUC CONSUMER SERVICES DIR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1583 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032503 - TPUC ECONOMIC ANALYSIS DIR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1582 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032502 - TPUC ECONOMIST 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1665 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032512 - TPUC EXECUTIVE DIRECTOR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1589 
 
Minimum Qualifications: 
 
 
Other Requirements: 
 
 
Job Overview: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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032506 - TPUC GAS PIPELINE SAFETY DIR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1584 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032501 - TPUC UT AUDIT COMPLIANCE DIR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1646 
 
Minimum Qualifications: 
  There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075237 - TPUC UTILITIES DEPUTY DIRECTOR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3482 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032508 - TPUC UTILITIES DIRECTOR 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1585 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
032514 - TPUC UTILITY INSPECTOR 2* 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  1590 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.- See more at: 
https://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=99980&viewOnly=yes#sthash.tEntjiSZ.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075876 - TR3 ASSISTANT DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9421 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and six years of 
full-time professional work experience in tax administration and/or business analysis.Substitution of Experience for 
Education: Qualifying full-time professional work experience in tax administration and/or business analysis may be 
substituted for the required education on a year-for-year basis to a maximum of four years.   Substitution of Education 
for Experience: Additional graduate coursework may be substituted for the required experience on a year-for-year basis 
to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs oversight of employees who support the Tennessee Revenue Registration and 
Reporting System; and performs related work as required.Distinguishing Features: This is the Assistant Director role for 
the TR3 division within the Department of Revenue. An employee in this class supervises and develops various direct 
reports and oversees daily operations.  This class differs from the Director in that the latter oversees the division in its 
entirety. This class differs from the TR3 Business Consultant Series, TR3 Testing Coordinator, TR3 Data Manager, and TR3 
Training Series in that employees of the latter function at the working level.  
 
Work Activities: 
 Serves as liaison for business divisional leadership, vendor management, and IT resources. Oversees incident report 
review and prioritization within the division. Manages the jobs calendar for TR3 tasks and monitors necessary outcomes. 
Manages the TR3 Testing Coordinator in efforts to evaluate necessary systems and programs. Manages the TR3 Business 
Consultant series to ensure appropriate business objectives and projects are fulfilled. May oversee or supervise the TR3 
Data Manager in the monitoring and housing of TR3 data if necessary. Leads legislation responses on behalf of the 
division.  Articulates business objectives and requirements to necessary stakeholders. Analyzes various approaches to 
meeting business requirements and approves decisions when needed. Identifies subject matter experts for more 
complex topics and facilitates their participation in discussions. Facilitates escalation of TR3 Decision Requests to 
appropriate management for more complex decisions. Tests functions within TR3 and identifies additional appropriate 
testing resources based on business knowledge when needed. 
 
Competencies (KSA’s): 
Competencies: Action Oriented               Business Acumen            Comfort Around Higher Management                     Dealing 
with Ambiguity            Dealing with Paradox                Decision Quality              Developing Direct Reports and Others                    
Intellectual Horsepower             Interpersonal Savvy                   Organizational Agility              Knowledge: Administration 
and Management                   Clerical                  Customer and Personal Service            Economics and Accounting                 
English Language            Law and Government               Skills: Complex Problem Solving                   Critical Thinking             
Management of Personnel Resources            Mathematics                    Negotiation            Persuasion             Reading 
Comprehension           Time Management                     Troubleshooting               Writing                 Abilities: Deductive 
Reasoning                 Fluency of Ideas               Inductive Reasoning                  Oral Comprehension                  Oral Expression               
Problem Sensitivity                   Speed of Closure              
 
Tools and Equipment Used: 
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 Computer                   Telephone/Cell Phone               Scanner            Copy Machine            Printer              Calculator    
Projector 
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075868 - TR3 BUSINESS CONSULTANT ADV 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9415 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.Substitution of 
Experience for Education: Qualifying full-time professional work experience in tax administration and/or business 
analysis may be substituted for the required experience on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs business development support work of complex difficulty within the 
Tennessee Revenue Registration and Reporting System; and performs related work as required.Distinguishing Features: 
This is the working level classification in the TR3 Business Consultant series. An employee in this classification is the 
point of contact for various business divisions, vendors, and state IT resources.  An employee in this classification is 
responsible for assisting with the definition of business objectives, testing solutions, and verifying that the solutions 
adequately meet the business objectives. This classification differs from the TR3 Business Consultant Jr in that an 
employee of the latter functions in a learning capacity. This classification differs from the TR3 Business Consultant Lead 
in that an employee of the latter performs more complex business development solutions work and performs 
supervisory functions.  
 
Work Activities: 
 Serves as a liaison between business vendors and state IT resources. Maintains industry knowledge of business 
objectives and requirements. Assists with the identification of subject matter experts for more complex topics such as: 
penalty and interest and staging of cases. Analyzes, with little to no assistance, various approaches to meeting business 
requirements. Tests functions within TR3 and identify additional appropriate testing resources based on business 
knowledge when needed. Performs test scenario development, test scenario writing, and test execution to ensure 
performance and accuracy. Performs deskside support for the business when TR3 is updated and/or changed. Assists 
with articulating critical decision points to the Department and stakeholders when various options are available. 
 
Competencies (KSA’s): 
 Competencies: Action Oriented               Approachability               Business Acumen            Composure            Dealing with 
Ambiguity            Drive for Results             Functional/Technical Competency                Intellectual Horsepower             
Interpersonal Savvy                   Organizational Agility              Knowledge: Administration and Management                   
Clerical                  Customer and Personal Service            Economics and Accounting                  English Language            Law 
and Government                Mathematics                    Telecommunications                Skills: Active Learning               Active 
Listening              Complex Problem Solving                   Coordination                   Critical Thinking             Quality Control 
Analysis                     Reading Comprehension           Speaking                Systems Analysis             Time Management                    
Abilities: Auditory Attention                    Category Flexibility                   Fluency of Ideas               Inductive Reasoning                  
Information Ordering                 Mathematical Reasoning            Oral Comprehension                  Problem Sensitivity                   
Selective Attention  
 
Tools and Equipment Used: 
 Computer                   Telephone                  Scanner            Copy Machine            Printer              Calculator    
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075867 - TR3 BUSINESS CONSULTANT JR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9413 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with an associate’s degree. Substitution 
of Experience for Education: Qualifying full-time professional work experience in tax administration and/or business 
analysis may be substituted for the required experience on a year-for-year basis to a maximum of two years. 
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs business development support work of routine difficulty within the 
Tennessee Revenue Registration and Reporting System; and performs related work as required.Distinguishing Features: 
This is the entry level classification in the TR3 Business Consultant series. An employee in this classification learns to 
become the point of contact for various business divisions, vendors, and state IT resources.  An employee in this 
classification is responsible for learning to assist with the definition of business objectives, testing solutions, and 
verifying that the solutions adequately meet the business objectives.  This classification differs from the TR3 Business 
Consultant Adv in that an employee of the latter performs more complex business development support work. 
 
Work Activities: 
 Learns to act as a liaison between business vendors and state IT resources. Learns to maintain industry knowledge of 
business objectives and requirements. Learns to assist with the identification of subject matter experts for more 
complex topics such as: penalty, interest, and staging of cases. Learns to analyze, with assistance from others, various 
approaches to meeting business requirements. Learns to test functions within TR3 and identify additional appropriate 
testing resources based on business knowledge when needed. Learns to assist with test scenario development, test 
scenario writing, and test execution to ensure performance and accuracy. Learns to assist with deskside support for the 
Department and stakeholders when TR3 is updated and/or changed. 
 
Competencies (KSA’s): 
Competencies: Action Oriented               Approachability               Composure            Customer Focus              Dealing with 
Ambiguity            Intellectual Horsepower             Interpersonal Savvy                   Organizing             Patience                 Peer 
Relationships                     Perseverance                   Knowledge: Clerical                  Customer and Personal Service            
English Language            Law and Government                Mathematics                    Telecommunications                Skills: Active 
Learning               Active Listening              Coordination                   Critical Thinking             Quality Control Analysis                     
Reading Comprehension           Service Orientation                    Speaking                Time Management                     
Troubleshooting               Troubleshooting               Writing                 Abilities: Auditory Attention                    Category 
Flexibility                   Deductive Reasoning                 Flexibility of Closure                 Fluency of Ideas               Inductive 
Reasoning                  Information Ordering                 Mathematical Reasoning            Memorization                  Number 
Facility              Selective Attention  
 
Tools and Equipment Used: 
 Computer                   Telephone                  Scanner            Copy Machine            Printer              Calculator    
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075869 - TR3 BUSINESS CONSULTANT LEAD 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9416 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of full-time professional work experience in tax administration and/or business analysis.Substitution of Education for 
Experience: Additional graduate coursework may be substituted for the required experience on a year-for-year basis to 
a maximum of two years.Substitution of Experience for Education: Qualifying full-time professional work experience in 
tax administration and/or business analysis may be substituted for the required experience on a year-for-year basis to a 
maximum of four years.    
 
Other Requirements: 
Necessary Special Qualifications:   NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs lead/supervisory business development support work of considerable 
difficulty within the Tennessee Revenue Registration and Reporting System; and performs related work as required. 
Distinguishing Features: This is the lead level classification in the TR3 Business Consultant series. An employee in this 
classification is the primary point of contact for various business divisions, vendors, and state IT resources.  An employee 
in this classification is responsible for leading and supervising other TR3 Business Consultants with the definition of 
business objectives, testing solutions, and verifying that the solutions adequately meet the business objectives. This 
classification differs from the TR3 Business Consultant Adv in that an employee of the latter performs less complex 
work. This classification differs from the TR3 Assistant Director class in that the latter functions in a more administrative 
oversight capacity.  
 
Work Activities: 
 Acts as primary liaison for business divisions, vendor, and IT resources Facilitates the Forms Committee for the 
Department of Revenue.  Assists with Incident Report review and prioritization. Assists with monitoring and 
communication of unmanaged tasks within TR3. Assists with legislation responses when needed. Articulates critical 
decision points to the business when various options are available. Analyzes various approaches to meeting business 
requirements based on specific needs.   Identifies subject matter experts for more complex topics and facilitates their 
participation in discussions.  Assists with the escalation of TR3 Decision Requests to appropriate leadership staff for 
more complex decisions.  Tests functions within TR3 and identifies additional appropriate testing resources based on 
business knowledge when needed. Supervises and develops TR3 Business Consultant Jr and Adv classes.  Participates in 
various committees within the Department of Revenue when needed.  
 
Competencies (KSA’s): 
 Competencies: Business Acumen            Comfort Around Higher Management                     Composure            Developing 
Direct Reports and Others                    Drive for Results             Functional/Technical Competency                Innovation 
Management            Intellectual Horsepower             Interpersonal Savvy                   Managerial Courage                 
Knowledge: Administration and Management                   Clerical                  Customer and Personal Service            
Economics and Accounting                 English Language            Law and Government                Mathematics                    
Telecommunications                Skills: Active Learning               Active Listening              Complex Problem Solving                   
Coordination                   Critical Thinking             Instructing             Management of Personnel Resources            Monitoring             
Operations Analysis                  Reading Comprehension          Abilities: Category Flexibility                   Fluency of Ideas               
Inductive Reasoning                  Information Ordering                 Mathematical Reasoning            Oral Comprehension                  
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Oral Expression               Problem Sensitivity                   Time Sharing                   Written Comprehension             Written 
Expression          
 
Tools and Equipment Used: 
 Computer                   Telephone                  Scanner            Copy Machine            Printer              Calculator    Cell Phone 
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075875 - TR3 DATA MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9420 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in mathematics 
or economics and two years of full-time experience in data analysis. 
 
Other Requirements: 
Necessary Special Qualifications: Must pass a background check within six months of hire to fulfill internal security 
requirements. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, performs data management work of considerable difficulty in support of the Tennessee 
Revenue Registration and Reporting System (TR3); performs related work as required.Distinguishing Features: This is the 
Data Manager role for the TR3 division within the Department of Revenue. An employee in this class is responsible for 
maintaining data and development plans in support of TR3 system. This classification works with all divisions and areas 
with the Department of Revenue to identify opportunities to leverage data and manage business solutions. This class 
differs from the TR3 Assistant Director in that the latter functions is an administrative capacity with an oversight role. 
 
Work Activities: 
 Leads the Department of Revenue Data Committee to understand division data needs. Advises on committee decisions 
and relays information to appropriate parties. Maintains working knowledge and expertise on the TR3 system. Assists 
department leadership in long term data analysis development plans. Develops and manages the Department of 
Revenue’s plans for data analysis with TR3. Coordinates with different technical teams and the business to implement 
models and monitor outcomes. Uses predictive modeling to increase and optimize utilization of TR3. Monitors, 
manages, and optimizes TR3 reports for accuracy and efficiency. Instructs and provides support to employees on data 
specific TR3 modules. Ensures that relevant data within TR3 is maintained appropriately.  
 
Competencies (KSA’s): 
Competencies: Action Oriented               Business Acumen            Comfort Around Higher Management                     Dealing 
with Ambiguity            Functional/Technical Competency                Innovation Management            Intellectual Horsepower             
Organizing             Peer Relationships                     Priority Setting                Total Work Systems                 Knowledge: 
Clerical                  Customer and Personal Service            Economics and Accounting                 English Language            Law 
and Government                Mathematics                   Skills: Active Learning               Active Listening              Complex Problem 
Solving                   Critical Thinking             Instructing             Quality Control Analysis                     Reading Comprehension           
Systems Evaluation                   Time Management                     Troubleshooting              Abilities: Category Flexibility                   
Deductive Reasoning                 Inductive Reasoning                  Information Ordering                 Mathematical Reasoning            
Problem Sensitivity                   Speed of Closure              
 
Tools and Equipment Used: 
 Computer                   Telephone               Scanner            Copy Machine            Printer              Calculator    Projector 
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075874 - TR3 TESTING COORDINATOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9419 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and one year of 
full-time professional work experience in tax administration and/or business analysis.Substitution of Education for 
Experience: Additional graduate coursework may be substituted for the required experience on a year-for-year basis to 
a maximum of one year.Substitution of Experience for Education: Qualifying full-time professional work experience in 
tax administration and/or business analysis may be substituted for the required experience on a year-for-year basis to a 
maximum of four years.    
 
Other Requirements: 
Necessary Special Qualifications: NoneExamination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, coordinates Tennessee Revenue Registration and Reporting (TR3) testing 
functions of average difficulty; performs related work as required.Distinguishing Features: This is a classification in the 
TR3 division of the Department of Revenue. An employee in this classification will create testing plans, schedule TR3 
testing internally and externally, maintain and organize TR3 testing scenarios, and facilitate the execution of testing 
incident reports, service packs, and upgrades for TR3. This classification differs from the TR3 Business Consultant series 
in that employees in the latter perform business development work. This class differs from TR3 Assistant Director in that 
an employee of the latter functions in an administrative capacity and maintains more general oversight. 
 
Work Activities: 
 Creates testing plans for TR3 service packs and TR3 upgrades. Maintains and organizes TR3 testing scenarios, 
categorizing scenarios by business division and/or functional impact. Reviews and identifies gaps within TR3 testing 
scenarios, such as: the omission of penalty and interest.  Manages initial testing of TR3 incident reports.  Works with 
business consultants to create valid testing scenarios for new functionality and processes. Facilitates assistance for 
testers when system and process related questions arise.  Facilitates external party testing and outside vendor testing. 
Performs system security administration. Coordinates system changes for TR3 system packs and TR3 upgrades.  
 
Competencies (KSA’s): 
Competencies: Action Oriented               Business Acumen            Dealing with Ambiguity            Intellectual Horsepower             
Organizing             Planning                Process Management                Knowledge: Administration and Management                   
Clerical                  Communications and Media                Customer and Personal Service            English Language            Law 
and Government                Mathematics                   Skills: Active Learning               Active Listening              Critical Thinking             
Instructing             Monitoring             Quality Control Analysis                     Reading Comprehension           Systems 
Evaluation                   Time Management                     Complex Problem Solving                  Abilities: Category Flexibility                   
Flexibility of Closure                 Inductive Reasoning                  Information Ordering                 Problem Sensitivity                   
Selective Attention                    Written Expression                   
 
Tools and Equipment Used: 
 Computer                   Telephone/Cell Phone                 Scanner            Copy Machine            Printer              Calculator    
Projector 
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075873 - TR3 TRAINING & COMM MGR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9418 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of full-time work experience in facilitating training and/or drafting/preparing communications.Substitution of Education 
for Experience: Additional graduate coursework may be substituted for the required experience on a year-for-year basis 
to a maximum of two years.Substitution of Experience for Education: Full-time professional work experience in 
facilitating training and/or communications can be substituted for the required education on a year-for-year basis to a 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under direction, is responsible for overseeing the training and communication services for various 
stakeholders regarding the Tennessee Revenue Registration and Reporting System (TR3); and performs related work as 
required. Distinguishing Features: This is the training and communication manager class in the TR3 division of the 
Department of Revenue. An employee in this class maintains an understanding of system procedures to ensure 
information and functions are communicated to appropriate parties. This class differs from the TR3 Training and 
Communications Specialist in that an incumbent of the latter functions at the working level. This class differs from the 
TR3 Assistant Director in that an incumbent of the latter functions in a larger administrative capacity. 
 
Work Activities: 
1. Works closely with employees in the TR3 Business Consultant series and Department of Revenue leadership to define 
and document system procedures related to job functionality .         2.  Supervises and develops the TR3 Training and 
Communication Specialist to ensure appropriate objectives are achieved.3.  Acts as the department e-file coordinator 
and prepares external communications to answer TR3 system questions.4.  Leads the Letters Committee to address 
internal needs within the Department of Revenue for the TR3 system.              5. Oversees the development of system 
training curriculum and conducts TR3 system training sessions for upper management when needed.6.  Continuously 
improves external user experience with TR3 system e-services. This could include administering surveys, hosting focus 
groups, and/or a variety of other methods.     7.  Oversees the creation and dissemination of internal communications 
about TR3 system updates and changes.8.  Prepares and assists with presentations to external e-services and TR3 
system users.9. Communicates with appropriate leadership on process or policy initiatives when necessary. 10. Serves as 
a representative of the division for certain committees when necessary. 11. May attend regional health checks to gather 
information in regards to TR3 system needs and to maintain working relationships with various stakeholders. 12. Creates 
help articles about functionality within TR3 system to assist users. 
 
Competencies (KSA’s): 
Competencies: Action Oriented               Approachability               Business Acumen            Comfort Around Higher 
Management                     Dealing with Ambiguity            Developing Direct Reports and Others                    Innovation 
Management            Interpersonal Savvy                   Organizing             Planning  Presentation Skills Standing Alone 
Understanding Others               Knowledge: Administration and Management                   Clerical                  
Communications and Media                Customer and Personal Service            Education and Training              English 
Language            Law and Government                Mathematics                   Skills: Active Learning               Active Listening              
Critical Thinking             Instructing             Learning Strategies                    Monitoring             Persuasion             Speaking                
Time Management                     Troubleshooting              Abilities: Written Comprehension             Written Expression                   
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Visualization                   Problem Sensitivity                   Originality             Inductive Reasoning                  Fluency of Ideas               
Flexibility of Closure                 Deductive Reasoning                 
 
Tools and Equipment Used: 
 Computer                   Telephone/Cell Phone                 Scanner            Copy Machine            Printer              Calculator    
Projector 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075872 - TR3 TRAINING & COMM SPEC 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  9417 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in education 
and/or communications. Substitution of Experience for Education: Full-time professional work experience in 
developing/facilitating training curriculum and training sessions and/or drafting/preparing communications can be 
substituted for the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for training and communication services for various stakeholders 
regarding the Tennessee Revenue Registration and Reporting System (TR3); and performs related work as required. 
Distinguishing Features: This is the training and communication specialist class in the TR3 division of the Department of 
Revenue. An employee in this class develops training curriculum for users of the Tennessee Revenue Registration and 
Reporting System. An employee in this class also performs communication functions to articulate and inform 
appropriate parities of relevant training information. This class differs from the TR3 Training and Communications 
Manager in that an incumbent of the latter has a larger oversight role of training and communication functions.  
 
Work Activities: 
1.  Designs and develops TR3 system training curriculum for various entities within the Department of Revenue and 
external parties.2. Works closely with employees in the TR3 Business Consultant series and Department of Revenue staff 
to define and document system procedures related to job functionality          .3. Conducts continuous system training 
sessions to prepare users for upgrades and service packs within the TR3 system.    4.  Assists with the Letters Committee 
to address internal needs within the Department of Revenue for the TR3 system.              5.   Creates internal 
communications about system updates and changes.                 6.  Prepares and assists with external communications 
and presentations to inform stakeholders are necessary information.        7.  Assists with improvements and changes to 
system e-services.8. May attend regional health checks to gather information in regards to TR3 system needs and to 
maintain working relationships with various stakeholders. 9. Assists in monitoring data tracking.10. Creates help articles 
about functionality within TR3 system to assist users. 
 
Competencies (KSA’s): 
Competencies: Action Oriented               Approachability               Business Acumen            Dealing with Ambiguity            
Functional/Technical Competency                Intellectual Horsepower             Interpersonal Savvy                   Learning on the 
Fly                    Organizing             Patience                 Presentation Skills                    Knowledge: Clerical                    
Communications and Media                  Customer and Personal Service             Education and Training               English 
Language              Mathematics           Skills: Active Learning               Active Listening              Coordination                   Critical 
Thinking             Instructing             Learning Strategies                    Reading Comprehension           Speaking                Time 
Management                     Writing                 Abilities: Deductive Reasoning                 Flexibility of Closure                 Fluency 
of Ideas               Inductive Reasoning                  Originality             Problem Sensitivity  
 
Tools and Equipment Used: 
 Computer                   Telephone                  Scanner            Copy Machine            Printer              Calculator    Projector 
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038839 - TRAINING & CURRICULUM DIR 1 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1521 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor’s degree and 
experience equivalent to three years of full-time professional closely related program or counseling work and one year 
of training, or related work with a state institutional program, children’s services program or private agency that 
includes training duties. Substitution of Education for Experience: Additional graduate coursework in one of the above 
areas may be substituted for the required non-specialized experience on a year-for-year basis to a maximum of two 
years.  Substitution of Experience for Education: Qualifying full-time professional experience may be substituted for the 
required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for training programs management and curriculum development work of 
average difficulty; and performs related work as required.  Distinguishing Features: An employee in this class functions 
either as the director of training and curriculum development for the state institutional program, children’s services 
program or as the assistant director of the same but larger program. Work involves developing the curriculum and the 
methods of program delivery and supervising the training staff. This class differs from that of Training and Curriculum 
Director 2 in that an incumbent of the latter supervises an incumbent in this class and directs a statewide training 
program, including curriculum development.  
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Judges subordinates performance and allocates appropriate 
resources for needs. Getting Information: Researches, evaluates, and prepares recommendations on curricula, 
instructional methods, and materials for academy training from internal and external sources. Interpreting the Meaning 
of Information for Others: Interpreting a variety of current human resources rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Communicating with Persons Outside Organization: Confers with external business partners to obtain 
knowledge of subject areas, and to relate curriculum materials to specific subjects, individual student needs, and 
occupational areas. Thinking Creatively: Organizes production and design of curriculum material in various programs. 
Organizes and develops, or obtains, training procedure manuals, guides, and course materials.Evaluating Information to 
Determine Compliance with Standards: Interprets and enforces provisions of state policies and rules and regulations of 
the State of Tennessee. Plans and conducts training programs that meet accreditation standards and policy 
requirements. Evaluates and approves training materials prepared by instructors, such as outlines, text, or 
handouts.Updating and using Relevant Knowledge: Maintains certifications and staying up to date on the best practices 
in the field of training design and methodology.Communicating with Supervisors, Peers, or Subordinates: Confers with 
internal business partners to obtain knowledge of subject areas, and to relate curriculum material to specific subjects, 
individual student needs, and occupational areas. Establishing and Maintaining Interpersonal Relationships: Establishes 
interpersonal relationships with internal and external business partners to ensure compliance with standards. Maintains 
a professional working relationship with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Monitor Processes, Materials, or Surroundings: Monitors all existing and future 
training initiatives to address the needs of the organization and enhance training curriculum.Provide Consultation and 
Advice to Others: Makes recommendations for changes in operations which affect the economy, efficiency and quality 
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of agency operations and services. Advises upper management on team standard operating procedures, best practices, 
and other workflow factors to inform strategy development and decision making.Training and Teaching Others: Plans 
and conducts training programs and conferences dealing with new and established procedures. Presents information 
using a variety of instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, 
videos, or lectures. Developing Objectives and Strategies: Projects future training needs based on short and long term 
agency initiatives. Coordinating the Work and Activities of Others: Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.Estimating the Quantifiable Characteristics of 
Products, events, or Information: Estimates the needs for resource, training space and training materials on a weekly 
basis to ensure availability and advance preparation. Making Decisions and Solving Problems: Makes decisions for 
proactive and correction actions utilizing a variety of information from analyzed data and/or reports.  Approves travel, 
time and attendance, training and other related requests submitted by assigned subordinates to ensure compliance 
with departmental, state and federal laws, rules, regulations, guidelines, and procedures. Analyzing Data or Information: 
Analyzes the data from the field to evaluate the effectiveness of the delivery of existing curriculum. Analyzes student 
evaluations to improve curriculum and to identify quality of service provided and future training needs. Analyzes test 
results to improve performance objectives and identify program strengths and weaknesses. Coaching and Developing 
Others: Assesses training needs through surveys, interviews with employees, focus groups, or consultation with 
managers and instructors. Develops and approves plans, organizes and directs orientation and training for employees. 
Advises subordinates staff in curriculum development, use of materials and equipment. Developing and Building Teams: 
Models effective performance for co-workers and assigned subordinates to provide a role model, encourage success in 
others, and enhance trust.  Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development. Monitoring and Controlling Resources: Recommends orders and/or authorizes the purchase of 
instructional materials, supplies, and equipment.Guiding, Directing, and Motivating Subordinates: Guides, mentors, and 
sets performance standards in order to provide guidance to subordinates. Observes works of instructors to evaluate 
performance, and to recommend changes that could strengthen performance skills. Organizing, Planning, and 
Prioritizing Work: Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient 
space to engage in supervisory work and ensure work is completed efficiently, accurately and timely.  Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. Resolving 
Conflicts and Negotiating with Others: Investigates and settles disputes/complaints regarding participants and staff in 
order to maintain a harmonious learning environment.Documenting/Recording Information: Submits a variety of reports 
including but not limited to statistical and cost projection for training needs. Records, documents, and maintains files for 
subordinates.Processing Information: Reviews and approves lesson plans developed based on needs identified through 
annual training design. Oversees the creation and collation of a training syllabus manual for statewide curriculum. Codes 
individual lesson plans with course codes.Scheduling Work and Activities: Schedules the use of classroom usage and 
facilitator coverage as well as availability. Selects and assigns instructors and events for master schedule.Staffing 
Organizational Units: Conducts interviews and makes recommendations for hires and promotions.Performing 
Administrative Activities: Approves time, leave/overtime requests for subordinates into the appropriate databases. 
Responds to e-mails, phone calls, and other correspondence as required. Prepares for meetings and trainings such as 
making copies.  
 
Competencies (KSA’s): 
Competencies: Technical Learning Innovation Management Directing Others Process Management Managerial Courage 
Confronting Direct Reports Drive for Results Organizational Agility Building Effective Teams Ethics and ValuesKnowledge:  
Administration and Management Communications and Media Computer and Electronics Education and Training Law and 
Government Personnel and Human Resources TelecommunicationsSkills:   Active Learning Active Listening Critical 
Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion Service Orientation 
Social Perceptiveness Complex Problem Solving Quality Control Analysis Time ManagementAbilities:   Category Flexibility 
Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression Selective Attention 
Time Sharing Written Comprehension Written Expression Auditory Attention Speech Clarity Speech Recognition  
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles ATV Equipment Batons Electronic 
Restraint Devices Handcuffs Leg Irons Firearms Chemical Agents 
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038839 - TRAINING & CURRICULUM DIR 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1522 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor’s degree and 
experience equivalent to three years of full-time professional closely related program or counseling work and one year 
of training, or related work with a state institutional program, children’s services program or private agency that 
includes training duties. Substitution of Education for Experience: Additional graduate coursework in one of the above 
areas may be substituted for the required non-specialized experience on a year-for-year basis to a maximum of two 
years.  Substitution of Experience for Education: Qualifying full-time professional experience may be substituted for the 
required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for training programs management and curriculum development work of 
average difficulty; and performs related work as required.  Distinguishing Features: An employee in this class functions 
either as the director of training and curriculum development for the state institutional program, children’s services 
program, or as the assistant director of the same but larger program. Work involves developing the curriculum and the 
methods of program delivery and supervising the training staff. This class differs from that of Training and Curriculum 
Director 2 in that an incumbent of the latter supervises an incumbent in this class and directs a statewide training 
program, including curriculum development.  
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Judges subordinates performance and allocates appropriate 
resources for needs. Getting Information: Researches, evaluates, and prepares recommendations on curricula, 
instructional methods, and materials for academy training from internal and external sources. Interpreting the Meaning 
of Information for Others: Interpreting a variety of current human resources rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance documentation for 
internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Communicating with Persons Outside Organization: Confers with external business partners to obtain 
knowledge of subject areas, and to relate curriculum materials to specific subjects, individual student needs, and 
occupational areas. Thinking Creatively: Organizes production and design of curriculum material in various programs. 
Organizes and develops, or obtains, training procedure manuals, guides, and course materials.Evaluating Information to 
Determine Compliance with Standards: Interprets and enforces provisions of state policies and rules and regulations of 
the State of Tennessee. Plans and conducts training programs that meet accreditation standards and policy 
requirements. Evaluates and approves training materials prepared by instructors, such as outlines, text, or 
handouts.Updating and using Relevant Knowledge: Maintains certifications and staying up to date on the best practices 
in the field of training design and methodology.Communicating with Supervisors, Peers, or Subordinates: Confers with 
internal business partners to obtain knowledge of subject areas, and to relate curriculum material to specific subjects, 
individual student needs, and occupational areas. Establishing and Maintaining Interpersonal Relationships: Establishes 
interpersonal relationships with internal and external business partners to ensure compliance with standards. Maintains 
a professional working relationship with peers, with assigned subordinates, and with upper management to ensure 
smooth and effective team operations. Monitor Processes, Materials, or Surroundings: Monitors all existing and future 
training initiatives to address the needs of the organization and enhance training curriculum.Provide Consultation and 
Advice to Others: Makes recommendations for changes in operations which affect the economy, efficiency and quality 
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of agency operations and services. Advises upper management on team standard operating procedures, best practices, 
and other workflow factors to inform strategy development and decision making.Training and Teaching Others: Plans 
and conducts training programs and conferences dealing with new and established procedures. Presents information 
using a variety of instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, 
videos, or lectures. Developing Objectives and Strategies: Projects future training needs based on short and long term 
agency initiatives. Coordinating the Work and Activities of Others: Coordinates with upper management, peers, and 
assigned subordinates to facilitate equitable workload dissemination.Estimating the Quantifiable Characteristics of 
Products, events, or Information: Estimates the needs for resource, training space and training materials on a weekly 
basis to ensure availability and advance preparation. Making Decisions and Solving Problems: Makes decisions for 
proactive and correction actions utilizing a variety of information from analyzed data and/or reports.  Approves travel, 
time and attendance, training and other related requests submitted by assigned subordinates to ensure compliance 
with departmental, state and federal laws, rules, regulations, guidelines, and procedures. Analyzing Data or Information: 
Analyzes the data from the field to evaluate the effectiveness of the delivery of existing curriculum. Analyzes student 
evaluations to improve curriculum and to identify quality of service provided and future training needs. Analyzes test 
results to improve performance objectives and identify program strengths and weaknesses. Coaching and Developing 
Others: Assesses training needs through surveys, interviews with employees, focus groups, or consultation with 
managers and instructors. Develops and approves plans, organizes and directs orientation and training for employees. 
Advises subordinates staff in curriculum development, use of materials and equipment. Developing and Building Teams: 
Models effective performance for co-workers and assigned subordinates to provide a role model, encourage success in 
others, and enhance trust.  Identifies developmental opportunities appropriate for assigned subordinates to improve 
team development. Monitoring and Controlling Resources: Recommends orders and/or authorizes the purchase of 
instructional materials, supplies, and equipment.Guiding, Directing, and Motivating Subordinates: Guides, mentors, and 
sets performance standards in order to provide guidance to subordinates. Observes works of instructors to evaluate 
performance, and to recommend changes that could strengthen performance skills. Organizing, Planning, and 
Prioritizing Work: Delegates tasks to assigned subordinates based on the competencies they possess to ensure sufficient 
space to engage in supervisory work and ensure work is completed efficiently, accurately and timely.  Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. Resolving 
Conflicts and Negotiating with Others: Investigates and settles disputes/complaints regarding participants and staff in 
order to maintain a harmonious learning environment.Documenting/Recording Information: Submits a variety of reports 
including but not limited to statistical and cost projection for training needs. Records, documents, and maintains files for 
subordinates.Processing Information: Reviews and approves lesson plans developed based on needs identified through 
annual training design. Oversees the creation and collation of a training syllabus manual for statewide curriculum. Codes 
individual lesson plans with course codes.Scheduling Work and Activities: Schedules the use of classroom usage and 
facilitator coverage as well as availability. Selects and assigns instructors and events for master schedule.Staffing 
Organizational Units: Conducts interviews and makes recommendations for hires and promotions.Performing 
Administrative Activities: Approves time, leave/overtime requests for subordinates into the appropriate databases. 
Responds to e-mails, phone calls, and other correspondence as required. Prepares for meetings and trainings such as 
making copies.  
 
Competencies (KSA’s): 
Competencies: Technical Learning Innovation Management Directing Others Process Management Managerial Courage 
Confronting Direct Reports Drive for Results Organizational Agility Building Effective Teams Ethics and ValuesKnowledge:  
Administration and Management Communications and Media Computer and Electronics Education and Training Law and 
Government Personnel and Human Resources TelecommunicationsSkills:   Active Learning Active Listening Critical 
Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion Service Orientation 
Social Perceptiveness Complex Problem Solving Quality Control Analysis Time ManagementAbilities:   Category Flexibility 
Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression Selective Attention 
Time Sharing Written Comprehension Written Expression Auditory Attention Speech Clarity Speech Recognition  
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles ATV Equipment Batons Electronic 
Restraint Devices Handcuffs Leg Irons Firearms Chemical Agents 
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038838 - TRAINING & CURRICULUM DIR 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1552 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor’s degree and 
experience equivalent to four years of full-time professional program or counseling work, and one year of training work 
with a state institutional program, children’s services program, or private agency, including some training and 
curriculum development duties. Substitution of Education for Experience: Additional graduate coursework in one of the 
above areas may be substituted for the required non-specialized experience on a year-for-year basis to a maximum of 
two years.  Substitution of Experience for Education: Qualifying full-time professional experience may be substituted for 
the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for training program management and curriculum development work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class directs 
all training operations and curriculum development at a state institutional program or children’s services program. This 
class differs from that of a Training and Curriculum Director 1 in that an incumbent of the latter may only be responsible 
for one program area, whereas this class may be responsible for the training operations of multiple program areas and 
supervises subordinate Training and Curriculum Directors/other training staff. Within the Dept. of Correction, this class 
differs from that of Training and Curriculum Director 1 in that an incumbent of the latter is either the director of training 
and curriculum development for the parole board or the assistant director of the same at the Correctional Training 
Academy where the staff and program are much larger. This class differs from that of Training Academy Superintendent 
in that the incumbent of the latter directs the entire operation of the Correctional Training Academy including building 
maintenance, food services, grounds maintenance, security, and training and curriculum development and delivery 
which includes supervising the incumbents of this class.    
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Judges subordinates performance and allocates appropriate 
resources for needs. Getting Information: Researches, evaluates, and prepares recommendations on curricula, 
instructional methods, and materials for academy training from internal and external sources. Communicating with 
Persons Outside Organization: Confers with external business partners to obtain knowledge of subject areas, and to 
relate curriculum materials to specific subjects, individual student needs, and occupational areas. Maintain 
advisory/consultative relationships with people in subject-matter expert areas/centers of excellence that provide input 
to or deliver training and development within the organization. Monitor Processes, Materials, or Surroundings: Monitors 
all existing and future training initiatives to address the needs of the organization and enhance training 
curriculum.Evaluating Information to Determine Compliance with Standards: Interprets and enforces provisions of state 
policies and rules and regulations of the State of Tennessee. Plans and conducts training programs that meet 
accreditation standards and policy requirements. Evaluates and approves training materials prepared by instructors, 
such as outlines, text, or handouts.Interpreting the Meaning of Information for Others: Interpreting a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.Establishing and Maintaining Interpersonal 
Relationships: Establishes interpersonal relationships with internal and external business partners to ensure compliance 
with standards. Maintains a professional working relationship with peers, with assigned subordinates, and with upper 
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management to ensure smooth and effective team operations. Updating and Using Relevant Knowledge: Maintains 
certifications and staying up to date on the best practices in the field of training design and methodology.Provide 
Consultation and Advice to Others: Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Advises upper management on team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.Thinking 
Creatively: Organizes production and design of curriculum materials in various programs. Organizes and develops, or 
obtains, training procedure manuals, guides, and course materials.Estimating the Quantifiable Characteristics of 
Products, events, or Information: Estimates the needs for resource, training space and training materials on a weekly 
basis to ensure availability and advance preparation. Communicating with Supervisors, Peers, or Subordinates: Confers 
with internal business partners to obtain knowledge of subject areas, and to relate curriculum materials to specific 
subjects, individual student needs, and occupational areas. Training and Teaching Others: Plans and conducts training 
programs and conferences dealing with new and established procedures. Presents information using a variety of 
instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, videos, or 
lectures. Developing Objectives and Strategies: Projects future training needs based on short and long term agency 
initiatives.  Develops and implements the use of course assessments, testing and other processes to ensure the 
effectiveness of the learning and developmental activities. Utilizes internal organizational knowledge base and internal 
resources, including field operations, to create and/or oversee the creation of internal training, education and 
development alternatives. When needed, evaluates and acquires external resources to develop or deliver these. 
Generates performance standards for assigned subordinates.Making Decisions and Solving Problems: Creates or 
oversees the creation of internal training, education, and development alternatives.  Makes decisions for proactive and 
correction actions utilizing a variety of information from analyzed data and/or reports.  Approves travel, time and 
attendance, training and other related requests submitted by assigned subordinates to ensure compliance with 
departmental, state and federal laws, rules, regulations, guidelines, and procedures. Coaching and Developing Others: 
Assesses training needs through surveys, interviews with employees, focus groups, or consultation with managers and 
instructors. Develops and approves plans, organizes and directs orientation and training for employees. Advises 
subordinates staff in curriculum development, use of materials and equipment. Developing and Building Teams: Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust.  Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Monitoring and Controlling Resources: Continuously evaluates activities and resources within the 
organization, including instructor performance, to determine their effectiveness in meeting stated department and/or 
organizational goals and objectives.  Recommends orders and/or authorizes the purchase of instructional materials, 
supplies, and equipment.Coordinating the Work and Activities of Others: Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination.Processing Information: Reviews and approves 
lesson plans developed based on needs identified through annual training design. Oversees the creation and collation of 
a training syllabus manual for statewide curriculum. Codes individual lesson plans with course codes.Analyzing Data or 
Information: Performs needs analyses and review organization resources to ensure that learning and development 
resources exist or are developed to support these learning needs. Analyzes the data from the field to evaluate the 
effectiveness of the delivery of existing curriculum. Analyzes student evaluations to improve curriculum and to identify 
quality of service provided and future training needs. Analyzes test results to improve performance objectives and 
identify program strengths and weaknesses. Documenting/Recording Information: Submits a variety of reports including 
but not limited to statistical and cost projection for training needs. Records, documents, and maintains files for 
subordinates.Guiding, Directing, and Motivating Subordinates: Guides, mentors, and sets performance standards in 
order to provide guidance to subordinates. Observes works of instructors to evaluate performance, and to recommend 
changes that could strengthen performance skills. Organizing, Planning, and Prioritizing Work: Delegates tasks to 
assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work 
and ensure work is completed efficiently, accurately and timely.  Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work. Resolving Conflicts and Negotiating with Others: 
Investigates and settles disputes regarding students and staff in order to maintain a harmonious working 
environment.Staffing Organizational Units: Conducts interviews and makes recommendations for hires and 
promotions.Scheduling Work and Activities: Schedules the use of classroom usage and facilitator coverage as well as 
availability. Selects and assigns instructors and events for master schedule.Performing Administrative Activities: 
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Approves time, leave/overtime requests for subordinates into the appropriate databases. Responds to e-mails, phone 
calls, and other correspondence as required. Prepares for meetings and trainings such as making copies.  
 
Competencies (KSA’s): 
Competencies: Business Acumen Strategic Agility Total Work Systems Managing Through Systems Sizing up People 
Managerial Courage Drive for Results Comfort around Higher Management Ethics and Values Managing Vision and 
PurposeKnowledge:  Administration and Management Communications and Media Computer and Electronics Education 
and Training Law and Government Personnel and Human Resources TelecommunicationsSkills:   Active Learning Active 
Listening Critical Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion 
Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis Time ManagementAbilities:   
Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression 
Selective Attention Time Sharing Written Comprehension Written Expression Auditory Attention Speech Clarity Speech 
Recognition  
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles ATV Equipment Batons Electronic 
Restraint Devices Handcuffs Leg Irons Firearms Chemical Agents 
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038838 - TRAINING & CURRICULUM DIR 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  1553 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor’s degree and 
experience equivalent to four years of full-time professional program or counseling work, and one year of training work 
with a state institutional program, children’s services program, or private agency, including some training and 
curriculum development duties. Substitution of Education for Experience: Additional graduate coursework in one of the 
above areas may be substituted for the required non-specialized experience on a year-for-year basis to a maximum of 
two years.  Substitution of Experience for Education: Qualifying full-time professional experience may be substituted for 
the required education on a year-for-year basis to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, is responsible for training program management and curriculum development work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class directs 
all training operations and curriculum development at a state institutional program or children’s services program. This 
class differs from that of a Training and Curriculum Director 1 in that an incumbent of the latter may only be responsible 
for one program area, whereas this class may be responsible for the training operations of multiple program areas and 
supervises subordinate Training and Curriculum Directors/other training staff. Within the Dept. of Correction, this class 
differs from that of Training and Curriculum Director 1 in that an incumbent of the latter is either the director of training 
and curriculum development for the parole board or the assistant director of the same at the Correctional Training 
Academy where the staff and program are much larger. This class differs from that of Training Academy Superintendent 
in that the incumbent of the latter directs the entire operation of the Correctional Training Academy including building 
maintenance, food services, grounds maintenance, security, and training and curriculum development and delivery 
which includes supervising the incumbents of this class.    
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Judges subordinates performance and allocates appropriate 
resources for needs. Getting Information: Researches, evaluates, and prepares recommendations on curricula, 
instructional methods, and materials for academy training from internal and external sources. Communicating with 
Persons Outside Organization: Confers with external business partners to obtain knowledge of subject areas, and to 
relate curriculum materials to specific subjects, individual student needs, and occupational areas. Maintain 
advisory/consultative relationships with people in subject-matter expert areas/centers of excellence that provide input 
to or deliver training and development within the organization. Monitor Processes, Materials, or Surroundings: Monitors 
all existing and future training initiatives to address the needs of the organization and enhance training 
curriculum.Evaluating Information to Determine Compliance with Standards: Interprets and enforces provisions of state 
policies and rules and regulations of the State of Tennessee. Plans and conducts training programs that meet 
accreditation standards and policy requirements. Evaluates and approves training materials prepared by instructors, 
such as outlines, text, or handouts.Interpreting the Meaning of Information for Others: Interpreting a variety of current 
human resources rules, regulations, policies, procedures, and documentation for internal and external business partners 
to facilitate understanding, enhance documentation for internal and external business partners to facilitate 
understanding, enhance communications, and ensure compliance.Establishing and Maintaining Interpersonal 
Relationships: Establishes interpersonal relationships with internal and external business partners to ensure compliance 
with standards. Maintains a professional working relationship with peers, with assigned subordinates, and with upper 
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management to ensure smooth and effective team operations. Updating and Using Relevant Knowledge: Maintains 
certifications and staying up to date on the best practices in the field of training design and methodology.Provide 
Consultation and Advice to Others: Makes recommendations for changes in operations which affect the economy, 
efficiency and quality of agency operations and services. Advises upper management on team standard operating 
procedures, best practices, and other workflow factors to inform strategy development and decision making.Thinking 
Creatively: Organizes production and design of curriculum materials in various programs. Organizes and develops, or 
obtains, training procedure manuals, guides, and course materials.Estimating the Quantifiable Characteristics of 
Products, events, or Information: Estimates the needs for resource, training space and training materials on a weekly 
basis to ensure availability and advance preparation. Communicating with Supervisors, Peers, or Subordinates: Confers 
with internal business partners to obtain knowledge of subject areas, and to relate curriculum materials to specific 
subjects, individual student needs, and occupational areas. Training and Teaching Others: Plans and conducts training 
programs and conferences dealing with new and established procedures. Presents information using a variety of 
instructional techniques or formats, such as role playing, simulations, team exercise, group discussions, videos, or 
lectures. Developing Objectives and Strategies: Projects future training needs based on short and long term agency 
initiatives.  Develops and implements the use of course assessments, testing and other processes to ensure the 
effectiveness of the learning and developmental activities. Utilizes internal organizational knowledge base and internal 
resources, including field operations, to create and/or oversee the creation of internal training, education and 
development alternatives. When needed, evaluates and acquires external resources to develop or deliver these. 
Generates performance standards for assigned subordinates.Making Decisions and Solving Problems: Creates or 
oversees the creation of internal training, education, and development alternatives.  Makes decisions for proactive and 
correction actions utilizing a variety of information from analyzed data and/or reports.  Approves travel, time and 
attendance, training and other related requests submitted by assigned subordinates to ensure compliance with 
departmental, state and federal laws, rules, regulations, guidelines, and procedures. Coaching and Developing Others: 
Assesses training needs through surveys, interviews with employees, focus groups, or consultation with managers and 
instructors. Develops and approves plans, organizes and directs orientation and training for employees. Advises 
subordinates staff in curriculum development, use of materials and equipment. Developing and Building Teams: Models 
effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, 
and enhance trust.  Identifies developmental opportunities appropriate for assigned subordinates to improve team 
development. Monitoring and Controlling Resources: Continuously evaluates activities and resources within the 
organization, including instructor performance, to determine their effectiveness in meeting stated department and/or 
organizational goals and objectives.  Recommends orders and/or authorizes the purchase of instructional materials, 
supplies, and equipment.Coordinating the Work and Activities of Others: Coordinates with upper management, peers, 
and assigned subordinates to facilitate equitable workload dissemination.Processing Information: Reviews and approves 
lesson plans developed based on needs identified through annual training design. Oversees the creation and collation of 
a training syllabus manual for statewide curriculum. Codes individual lesson plans with course codes.Analyzing Data or 
Information: Performs needs analyses and review organization resources to ensure that learning and development 
resources exist or are developed to support these learning needs. Analyzes the data from the field to evaluate the 
effectiveness of the delivery of existing curriculum. Analyzes student evaluations to improve curriculum and to identify 
quality of service provided and future training needs. Analyzes test results to improve performance objectives and 
identify program strengths and weaknesses. Documenting/Recording Information: Submits a variety of reports including 
but not limited to statistical and cost projection for training needs. Records, documents, and maintains files for 
subordinates.Guiding, Directing, and Motivating Subordinates: Guides, mentors, and sets performance standards in 
order to provide guidance to subordinates. Observes works of instructors to evaluate performance, and to recommend 
changes that could strengthen performance skills. Organizing, Planning, and Prioritizing Work: Delegates tasks to 
assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work 
and ensure work is completed efficiently, accurately and timely.  Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work. Resolving Conflicts and Negotiating with Others: 
Investigates and settles disputes regarding students and staff in order to maintain a harmonious working 
environment.Staffing Organizational Units: Conducts interviews and makes recommendations for hires and 
promotions.Scheduling Work and Activities: Schedules the use of classroom usage and facilitator coverage as well as 
availability. Selects and assigns instructors and events for master schedule.Performing Administrative Activities: 
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Approves time, leave/overtime requests for subordinates into the appropriate databases. Responds to e-mails, phone 
calls, and other correspondence as required. Prepares for meetings and trainings such as making copies.  
 
Competencies (KSA’s): 
Competencies: Business Acumen Strategic Agility Total Work Systems Managing Through Systems Sizing up People 
Managerial Courage Drive for Results Comfort around Higher Management Ethics and Values Managing Vision and 
PurposeKnowledge:  Administration and Management Communications and Media Computer and Electronics Education 
and Training Law and Government Personnel and Human Resources TelecommunicationsSkills:   Active Learning Active 
Listening Critical Thinking Monitoring Reading Comprehension Speaking Writing Instructing Negotiation Persuasion 
Service Orientation Social Perceptiveness Complex Problem Solving Quality Control Analysis Time ManagementAbilities:   
Category Flexibility Deductive Reasoning Inductive Reasoning Information Ordering Oral Comprehension Oral Expression 
Selective Attention Time Sharing Written Comprehension Written Expression Auditory Attention Speech Clarity Speech 
Recognition  
 
Tools and Equipment Used: 
 Personal Computer Telephone Printer Copy Machine / Fax Machine Motor Vehicles ATV Equipment Batons Electronic 
Restraint Devices Handcuffs Leg Irons Firearms Chemical Agents 
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073771 - TRAINING OFFICER 1 
 
Agency:  Tennessee Correction Institute (31609) 
Edison Template Job Opening ID:  3789 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3790 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3791 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3792 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 



 TN Job Classification Specifications  
September 22, 2020 

Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  3793 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
 



 TN Job Classification Specifications  
September 22, 2020 

Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  5755 
 
Minimum Qualifications: 
 Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee.- See more at: https://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=100953&viewOnly=yes#sthash.WQ9l5gHp.dpuf Education and Experience: 
Graduation from an accredited college or university with a bachelor’s degree and experience equivalent to two years of 
full-time professional work in one or a combination of the following: academic teaching; educational administration; 
development of instructional materials for academic programs; or training. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee.- See more at: https://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=100953&viewOnly=yes#sthash.WQ9l5gHp.dpuf                        Education and 
Experience: Graduation from an accredited college or university with a bachelor’s degree and experience equivalent to 
two years of full-time professional work in one or a combination of the following: academic teaching; educational 
administration; development of instructional materials for academic programs; or training.       Substitution of Education 
for Experience: Additional graduate course work in one or a combination of the following may be substituted for the 
required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience).       Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.       OR       One year of professional experience in delivering workforce training with the State of 
Tennessee.       
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
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assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants’ learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor’s learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer’s needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
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in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3794 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3795 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3796 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3797 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073771 - TRAINING OFFICER 1 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3798 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, or Educational/Instructional Media 
Design, Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one 
year of required experience). Substitution of Experience for Education: Any teaching or training experience, or any 
remaining professional experience may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years. OR One year of professional experience in delivering workforce training with the State of 
Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records 
check.Applicants for positions in the Department of Military must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be eligible to receive and maintain a security clearance in accordance with applicable agency 
regulations; Be at least eighteen (18) years of age; Be a citizen of the United States; Have a good moral character, as 
determined by investigation; Complete a criminal history disclosure form in a manner approved by the appointing 
authority; Agree to release all records involving their criminal history to the appointing authority; Supply a fingerprint 
sample prescribed by the TBI based criminal history records check; Not have been convicted or pleaded guilty to or 
entered a plea of nolo contendere to any felony charge or to any violation of federal or state laws or city ordinances 
relating to force, violence, theft, dishonesty, gambling, liquor, or controlled substances, Tennessee Code Annotated 7-
86-205; Not have been discharged under any other than honorable conditions from any branch of the United States 
armed forces; Pass a physical examination administered by a licensed physician that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Pass a psychological evaluation 
administered by a licensed mental health professional that is consistent with the Americans with Disabilities Act and 
that relates to the essential functions of the position; Upon appointment, successfully complete a prescribed course of 
instruction.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training administrative work of average difficulty 
and supervisory work of routine difficulty; and performs related work as required. Distinguishing Features: An employee 
in this class develops and delivers training, may manage the training activities for an operating department of state 
government, and typically supervises a small staff of professional training employees. This class differs from Training 
Specialist 2 in that the incumbent of the latter performs duties of lesser scope and complexity. This class differs from 
Training Officer 2 in that an incumbent of the latter either manages the training activities for a large operating 
department or facility with a highly developed training program, supervises a moderate-sized staff of professional 
training employees, or performs central personnel training coordinative and developmental work regarding major 
statewide training programs. 
 
Work Activities: 
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Training and Teaching Others: Facilitates training mandated by the Department of Human Resources to comply with 
State learning and development rules. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Delivers agency specific training to internal and external customers to facilitate 
learning and development. Develops or modifies agency specific training materials based on defined objectives, 
participant needs, and delivery method for employee learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment. Conducts training needs analyses 
and confers with agency staff and subject matter experts to determine training needs. Develops surveys, tests, and 
other tools for evaluating courses and participants' learning to ensure training needs are being met.Scheduling Work 
and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, or 
related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training.Guiding, Directing, and Motivating 
Subordinates: Conducts the employee evaluation process to review and provide feedback to employees regarding job 
performance in order to promote quality job performance. Provides feedback to subordinates to improve performance 
and reinforce strengths. Provides guidance to staff about assigned work to guarantee required timeliness standards are 
met. Provides information on organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, and use of systems to effectively and efficiently perform assigned tasks.Making 
Decisions and Solving Problems: Provides information to management to assist in problem solving and finding solutions 
to ensure agency efficiency. Recommends the future use of agency specific contract vendors to management to ensure 
internal and external customer's needs are being met.Organizing, Planning, and Prioritizing Work: Identifies work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines.Performing Administrative Activities: Reviews 
and approves time, leave/overtime requests, and expense claims for subordinates by required deadlines. Maintains 
reports, files, and logs as required to ensure compliance with departmental, state, and federal laws, rules, regulations, 
and best practices. Responds to emails, phone calls, and other correspondence to provide great customer service.Selling 
or Influencing Others: Promotes positive ideas surrounding new training and policy initiatives to obtain staff buy-
in.Developing and Building Teams: Identifies opportunities for assigned subordinates to improve team development and 
professional growth.Staffing Organizational Units: May assist management in interviewing applicants to determine the 
best candidate to fill vacant positions.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional working relationships with internal and external customers and subordinates to enhance productivity and 
efficiency.Monitor Processes, Materials, or Surroundings: Compiles agency specific information from internal databases 
to ensure compliance with agency standards, policies, and procedures. Creates an optimal learning environment by 
verifying that equipment is available and functioning properly prior to and during training events. Ensures the training 
location is set up appropriately for training events by arranging chairs, tables, course materials, equipment, and other 
items as needed. Ensures materials and supplies are readily available for trainings.Interacting With Computers: Enters 
necessary information into agency specific database tracking software as required by current procedures to capture 
data. Uses office productivity software including but not limited to word processing programs, spreadsheets, 
presentation software, web-based email, instant-messaging, and search engines to meet agency goals.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development.Communicating with 
Persons outside Organization: Communicates agency rules, regulations, policies, procedures, and documentation to 
external customers to facilitate understanding, enhance communications, and ensure compliance. Maintains an open 
dialogue with external customers to ensure effective and efficient communication.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Communicates questions through the appropriate 
chain of command to obtain policy or procedural clarification. Maintains an open dialogue with internal customers to 
ensure effective and efficient communication. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Sends notifications of special events, changes, approvals, and deadlines to internal business 
partners to ensure timely and accurate receipt of information. Communicates daily schedules and activities 
verbally/electronically with supervisors, staff, and/or peers to maintain a balanced workflow and/or employee safety. 
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Competencies (KSA’s): 
Competencies: Presentation Skills Written Communication Integrity and Trust Time Management Decision Quality 
Customer Focus Organizing Perseverance Interpersonal Savvy Self-DevelopmentKnowledge: Intermediate Knowledge of 
Curriculum Design and Training Delivery Basic Knowledge of Office Skills such as Word Processing and Data Collection 
Basic Knowledge of the Principles for Providing Customer ServiceSkills: Intermediate Facilitation Skills Intermediate Oral 
Communication Skills Intermediate Written Communication Skills Intermediate Reading Comprehension Skills 
Intermediate Learning Strategy Skills Basic Judgment and Decision Making Skills Basic Social Perceptiveness of Classroom 
Dynamic Skills Basic Time Management Skills Basic Active Learning Skills Intermediate Active Listening Skills Basic Critical 
Thinking Skills Basic Management of Material ResourcesAbilities: Intermediate Oral Expression Intermediate Written 
Expression Intermediate Written Comprehension Intermediate Oral Comprehension Intermediate Deductive Reasoning 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  3806 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
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deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
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assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  TennCare (31865) 
Edison Template Job Opening ID:  3807 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
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deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
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assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  3808 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
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deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
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assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3809 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  3810 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073772 - TRAINING OFFICER 2 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  3811 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3812 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Commerce and Insurance (33501) 
Edison Template Job Opening ID:  3813 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3814 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  3815 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3816 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  3817 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  TBI (34800) 
Edison Template Job Opening ID:  3818 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  3819 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 



 TN Job Classification Specifications  
September 22, 2020 

tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073772 - TRAINING OFFICER 2 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3820 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one or a combination of the following: academic teaching; 
educational administration; development of instructional materials for academic programs; or training. Substitution of 
Education for Experience: Additional graduate course work in one or a combination of the following may be substituted 
for the required experience on a year-for-year basis, to a maximum of two years: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). Substitution of Experience for Education: Any teaching or training experience, or any remaining 
professional experience may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years.ORTwo years of professional experience in delivering workforce training with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Complete a criminal history disclosure 
form in a manner approved by the appointing authority; Agree to release all records involving their criminal history to 
the appointing authority; Supply a fingerprint sample prescribed by the TBI based criminal history records check. 
Examination Method: Education and Experience, 100%, for Preferred Service positions. For Executive Service positions, 
Minimum Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing 
authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and administrative training work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class either 
manages the training activities for a large operating department or facility with a highly developed training program, 
supervises a moderate-sized staff of professional training employees, or performs central personnel training 
coordinative and developmental work regarding major statewide training programs. This class differs from Training 
Officer 1 in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Staffing Organizational Units: Interviews applicants to determine the best candidate to fill vacant positions.Coaching and 
Developing Others: Coaches agency employees on programs and information to ensure compliance with departmental, 
state, and federal laws, rules, regulations, guidelines, processes, and procedures.Training and Teaching Others: Develops 
or modifies agency specific training materials based on defined objectives, participant needs, and delivery method for 
employee learning and development. Facilitates agency specific training through various delivery methods to enhance 
employee and/or vendor development in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Reviews training curricula, methods, materials, and reports to ensure 
appropriate content, relevance, and clarity. Designs comprehensive series of courses for the department to enhance 
required knowledge, skills, and abilities. Facilitates training mandated by the Department of Human Resources to 
comply with State learning and development rules.                Facilitates training for trainers to increase the scope of 
learning and development. Delivers agency specific training to internal and external customers to facilitate learning and 
development. Conducts training needs analyses and confers with agency staff and subject matter experts to determine 
training needs. Develops surveys, tests, and other tools for evaluating courses and participants' learning to ensure 
training needs are being met. Applies principles of adult learning to the development and delivery of training to create 
an optimal learning environment.Analyzing Data or Information: Analyzes data from tests, surveys, and other evaluation 
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tools to assess what knowledge, skills, and abilities were acquired, whether they transferred to the job, and trainees' 
perceptions of the overall quality and effectiveness of training programs. Interprets data and identifies performance 
deficiencies between trainees' knowledge, skills and job requirements.Organizing, Planning, and Prioritizing Work: 
Coordinates resources to ensure effective and efficient project management goals are met. Identifies staff work 
priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and 
departmental, state, and federal laws, rules, regulations, and guidelines. Identifies personal work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and departmental, state, and 
federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates: Manages personnel 
involved with the division's training activities to ensure compliance with agency mission. Conducts the employee 
evaluation process to review and provide feedback to employees regarding job performance in order to promote quality 
job performance. Assigns duties, reviews staff performance, and provides feedback to improve performance and 
reinforce strengths. Manages conflicts between agency employees and subordinates to develop an action plan for 
resolving issues. Provides feedback to subordinates to improve performance and reinforce strengths. Provides guidance 
to staff about assigned work to guarantee required timely standards are met. Provides information on organizational 
culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, and use of 
systems to effectively and efficiently perform assigned tasks. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Selling or Influencing Others: Promotes 
positive ideas surrounding new training and policy initiatives to obtain staff buy-in.Developing and Building Teams: 
Identifies opportunities for assigned subordinates to improve team development and professional growth.Scheduling 
Work and Activities: Coordinates activities for events such as conferences, seminars, symposiums, trainings, workshops, 
or related events to enhance employee and contractor's learning and development. Organizes event schedules and 
reserves sites, equipment, and other needed accommodations to coordinate training. Uses learning management 
systems to assign trainees to courses based on training requirements, participants' training needs, and class size to 
efficiently use agency staffing resources.Making Decisions and Solving Problems: Prepares corrective action plans to 
present to management outlining methods for improving agency specific areas of concern to improve program quality 
and efficiency. Reviews training programs, methods, materials, and reports to ensure appropriate content, relevance, 
and clarity. Selects the most appropriate consultant or vendor using referrals, advertisements, and interviews to provide 
internal and external customers with the most relevant learning methods. Evaluates training goals, available resources, 
training participants, and subject matter in order to determine course length and training method, such as group 
discussion, lecture, and/or demonstration. Evaluates unit work priorities and assigns duties based on staff skill level and 
task urgency to ensure work is completed timely and efficiently. Provides information to management to assist in 
problem solving and finding solutions to ensure agency efficiency. Observes the performance of vendors, contractors, 
and agency trainers to ensure compliance with contracts, policies, and procedures and to provide feedback to 
management. Recommends the future use of agency specific contract vendors to management to ensure internal and 
external customers' needs are being met. Reviews customer surveys of trainers, materials, and venues to assess 
effectiveness and make recommendations to management regarding future use of trainers and materials.Developing 
Objectives and Strategies: Uses agency goals to assist management in establishing long-range learning and 
development.Communicating with Persons outside Organization: Communicates agency rules, regulations, policies, 
procedures, and documentation to external customers to facilitate understanding, enhance communications, and 
ensure compliance. Presents agency specific information to community partners and at other speaking engagements to 
inform the public of services available from the agency. Maintains an open dialogue with external customers to ensure 
effective and efficient communication.Performing Administrative Activities: Reviews and approves time, leave/overtime 
requests, and expense claims for subordinates by required deadlines. Maintains reports, files, and logs as required to 
ensure compliance with departmental, state, and federal laws, rules, regulations, and best practices. Responds to 
emails, phone calls, and other correspondence to ensure great customer service.Communicating with Supervisors, 
Peers, or Subordinates: Communicates agency rules, regulations, policies, procedures, and documentation to facilitate 
understanding, enhance communications, and ensure compliance. Maintains an open dialogue with internal customers 
to ensure effective and efficient communication. Communicates questions through the appropriate chain of command 
to obtain policy or procedural clarification. Provides regular updates to supervisor on the status of assigned work to 
ensure timely completion. Communicates availability of training resources to management for staff learning and 
development. Communicates daily schedules and activities verbally/electronically with supervisors, staff, and/or peers 
to maintain a balanced workflow and/or employee safety. Sends notifications of special events, changes, approvals, and 
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deadlines to internal business partners to ensure timely and accurate receipt of information.Monitor Processes, 
Materials, or Surroundings: Identifies performance deficiencies, training needs, and training content needed using 
assessment data to improve the quality of service delivery. Creates an optimal learning environment by verifying that 
equipment is available and functioning properly prior to and during training events. Ensures materials and supplies are 
readily available for trainings. Ensures the training location is set up appropriately for training events by arranging chairs, 
tables, course materials, equipment, and other items as needed.Establishing and Maintaining Interpersonal 
Relationships: Develops and maintains professional working relationships with internal and external customers, 
management, and subordinates to enhance productivity and efficiency.Interacting With Computers: Enters necessary 
information into agency specific database tracking software as required by current procedures to capture data. Uses 
office productivity software including but not limited to word processing programs, spreadsheets, presentation 
software, web-based email, instant-messaging, and search engines to meet agency goals.Processing Information: 
Compiles agency specific information from internal databases to ensure compliance with agency standards, policies, and 
procedures.Monitoring and Controlling Resources: Assists management in selecting the most cost effective and practical 
training options to ensure effective use of agency resources. May oversee training inventory and purchasing to ensure 
the appropriate amount and type of equipment, supplies, and materials are available for training needs.Getting 
Information: Obtains information from surveys, focus groups, trainings, conferences, and other available sources to 
assess training needs from an individual to agency specific level. Researches the Internet and/or other sources for 
relevant learning and development opportunities for agency specific employee development. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Integrity and Trust Ethics and Values Decision Quality Planning Building Effective 
Teams Customer Focus Conflict Management Innovation Management Drive for ResultsKnowledge: Advanced 
Knowledge of Curriculum Design and Training Delivery Intermediate Knowledge of Office Skills such as Word Processing 
and Data Collection Intermediate Knowledge of the Principles for Providing Customer Service Basic Knowledge of 
Personnel and Human ResourcesSkills: Advanced Facilitation Skills Intermediate Oral Communication Skills Intermediate 
Judgment and Decision Making Skills Intermediate Reading Comprehension Skills Intermediate Active Listening Skills 
Intermediate Social Perceptiveness of Classroom Dynamic Skills Intermediate Written Communication Skills 
Intermediate Critical Thinking Skills Advanced Learning Strategy Skills Intermediate Active Learning Skills Intermediate 
Time Management SkillsAbilities: Intermediate Oral Expression Intermediate Oral Comprehension Intermediate Written 
Comprehension Intermediate Written Expression Intermediate Problem Sensitivity Intermediate Deductive Reasoning 
Intermediate Management of Material Resources 
 
Tools and Equipment Used: 
 Personal Computer Multi-Function Printer Projectors Projector Screens Interactive White Boards Television Speaker 
Systems Video and Still Cameras Telephone Systems Laminator Calculator Binding MachinesOther related office 
equipment as required 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Alcoholic Beverage Commission (31603) 
Edison Template Job Opening ID:  3770 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3771 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3772 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3773 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  3774 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  3775 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  3776 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  3777 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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073770 - TRAINING SPECIALIST 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  3778 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: teaching; educational administration; 
development of instructional materials for academic programs; or professional training. Substitution of Experience for 
Education: Any teaching or training experience, or any remaining professional experience may be substituted for the 
required education, on a year-for-year basis, to a maximum of four years. Substitution of Education for Experience: 
Additional graduate course work in one or a combination of the following may be substituted for the required 
experience on a year-for-year basis, to a maximum of one year: (1) Human Resources Management; (2) 
Industrial/Organizational Psychology; or (3) any field related to the design or evaluation of curriculum and related 
instructional processes, including, but not limited to Curriculum and Instruction, Educational/Instructional Media Design, 
or Educational Evaluation, Research, and Statistics. (e.g., 36 graduate quarter hours may be substituted for one year of 
required experience). OR One year of professional experience with the State of Tennessee either delivering workforce 
training or working as an Admin Services Assistant in a training assignment. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional training work of average difficulty; and performs 
related work as required. Distinguishing Features: This is the working-level class in the Training Specialist sub-series, the 
entry level being subsumed by Admin Services Assistant 1,. An employee in this class performs a variety of professional 
training duties such as coordinating, monitoring, and/or delivering training and may participate in the development of 
training material. This class is flexibly staffed with and differs from Admin Services Assistant 1, in that an incumbent 
assigned training duties functions under immediate supervision performing duties of more routine difficulty. This class 
differs from Training Officer 1 in that an incumbent of the latter develops and delivers training, may manage the training 
activities for an operating department of state government, and typically supervises a small staff of professional training 
employees. 
 
Work Activities: 
Scheduling Work and Activities: Assigns trainees to courses based on training requirements and participants needs. 
Coordinates training events by determining and securing date, time, location, facilitator, and number of 
participants.Evaluating Information to Determine Compliance with Standards: Evaluates individual's training record to 
ensure compliance with departmental, federal, and state policies, procedures, and standards. Reviews individual's proof 
of training documentation to determine receipt of training hour credit.Documenting and Recording Information: Enters 
trainee information into agency database to document and track training records. Maintains training calendar to reflect 
all training events.Getting Information: Receives training rosters and records of individual participation forms to ensure 
completion of activity and proper documentation. Gathers information through surveys, training evaluations and 
individual requests to assess training needs for employees.Training and Teaching Others: Delivers agency specific 
training to internal and external customers to facilitate learning and development. Applies principles of adult learning to 
the development and delivery of training to create an optimal learning environment.Interacting with Computers: Uses 
office software that includes word processing, spread sheets, presentation, web-based e-mail, instant messaging, and 
search engines to meet agency goals.Establishing and Maintaining Interpersonal Relationships: Develops and maintains 
professional relationships with internal and external customers to enhance productivity and efficiency.Communicating 
with Supervisors, Peers, or Subordinates: Notifies employees of training opportunities via electronic, verbal, or written 
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communication. Notifies supervisor of employees progress toward meeting required training. Maintains an open 
dialogue with all employees to ensure effective communication.Performing Administrative Activities: Maintains 
adequate training supplies for scheduled training events. Responds to e-mails, phone calls, and other correspondence as 
required. Ensures equipment is available and functioning properly for training events.Communicating with Persons 
Outside Organization: Communicates with outside agencies to seek additional training opportunities for employees. 
Shares information with outside agencies about upcoming training opportunities. 
 
Competencies (KSA’s): 
Competencies: Informing Organizing Planning Presentation Skills Motivating Others Approachability Customer Focus 
Organizational Agility Ethics and Values Written CommunicationKnowledge: Basic Knowledge of Computers Basic 
Knowledge of Customer and Personal Service Intermediate Knowledge of Professional Communication Teaching and 
InstructionSkills: Learning Strategies Oral Communication Written Communication Time Management Basic 
Management of Material ResourcesAbilities: Oral Comprehension Oral Expression Basic Problem Sensitivity Written 
Comprehension Written Expression Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Projector Projector Screen Digital Camera Laminator 
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076213 - TRANS PROGRAM MONITOR 1* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  6793 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for the monitoring and analysis of procedural and regulatory 
requirements, including funding, for transportation programs; learns to perform monitoring and analysis of procedural 
and regulatory requirements, including funding, for complex transportation programs; performs related work as 
required. Distinguishing Features: This is the entry level class in the Transportation Program Monitor series. An 
employee in this class monitors programs of contract agencies receiving federal and/or state funds, prepares 
documentation for the allocation of federal and/or state funds, and assembles data for the preparation and monitoring 
of transportation programs or development schedules. This class flexes to and differs from a Transportation Program 
Monitor 2* in that an incumbent of the latter operates more independently and performs monitoring tasks of greater 
scope and complexity. 
 
Work Activities: 
.Interpreting the Meaning of Information for Others:   Learn to explain project specific procedures and regulations to the 
general public, persons in other departments or divisions, local governments, or outside organizations and 
representatives as required. Learns to explain departmental policies and procedures, interprets rules and regulations to 
internal and external customers to ensure consistency of information. Learns to interpret program requirements, fiscal 
policies, and contractual language for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.Provide Consultation and Advice to Others: Learns to provide consultation to 
contract agencies to guarantee compliance with state and federal law and reviews corrective action plans. Learn to 
notify supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.            Making Decisions and Solving Problems:  Learns to analyze information and 
evaluate results to choose the best solution and solve problems.Processing Information:  Learns to receive and compile 
applicable documentation to submit project information to applicable federal agencies for funding authorization. Learns 
to compile and review information necessary to create reports and documentation for accuracy and completeness. 
Learn to prepare reports to document results of monitoring activities. Learns to review and analyze applicable 
documentation to establish and/or modify the financial record for fund administration. Learns to calculate project 
funding percentages to determine eligibility based on state and federal program regulations. Learn to verify agency 
and/or project eligibility for funding by reviewing appropriate documentation, such as program applications. Learns to 
calculate project funding percentages and identify items to determine budgets based on state and federal program 
regulations.Evaluating Information to Determine Compliance with Standards:  Learns to determine if the activities of a 
program are allowed under particular program regulations, laws and provisions of the contract or grant agreement, and 
if the program goals, objectives and strategies are being met. Learn to determine compliance with state and federal 
laws, and any other specific program policies, procedures and performance standards. Learn to determine if program 
benefit amounts provided to, or on behalf of eligible participants, are calculated in accordance with program 
requirements and in compliance with state and federal law. Learn to evaluate incoming information, such as documents 
and plans, to determine the necessary actions to take for project development. Reviews and analyzes applicable 
documentation, such as Equal Employment Opportunity (EEO), ADA, and Civil Rights regulations, to verify compliance 
with program standards.Organizing, Planning, and Prioritizing Work:  Learn to assist in the coordination of 
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transportation activities, including preparation of grant and sub recipient applications, contracts, project schedules, 
progress reports, technical reports, and invoices. Learn to incorporate last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work. Learns to organize and prioritize personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Communicating with Persons 
Outside Organization:  Learn to communicate as a liaison between TDOT and customers regarding program 
administration. Learn to discuss pertinent components of the monitoring activities including planning, data collection, 
monitoring techniques, and communication among business partners to facilitate the review process. Learn to discuss 
program observations, report findings and recommendations with customer management to inform them of required 
corrective action.Monitoring and Controlling Resources:  Learns to monitor and reconcile program expenditures and/or 
obligations and recommends fiscal adjustments as needed. Learns to monitor and reconcile project expenditures and/or 
obligations and compares to original contract and/or construction cost estimate to make adjustments as needed. Learns 
to monitor and reconcile program sources allocated to projects to prevent the lapsing of funds.Interacting with 
Computers: Operate office productivity software including but not limited to word processing programs, spreadsheet 
programs, presentation software, web-based email programs, and search engines to manage programs and projects. 
Operates computer hardware and software, scanners, and other equipment to complete reports, document collected 
data, and to communicate with others to capture and maintain program information.Resolving Conflicts and Negotiating 
with Others: Learn to negotiate contractual agreements including cost and scope of work between the department and 
external business partners.Documenting/Recording Information:  Learns to document and store appropriate 
information in electronic databases and/or physical form as required ensuring accurate information is recorded. Learns 
to enter and maintain data on a shared server for access and reference. Learns to write reports to document field 
inspections, laboratory tests, planning activities, and other necessary items to ensure accurate information is used in 
decision making. Learns to document information provided during meetings and training to ensure accurate information 
is disseminated to others.Communicating with Supervisors, Peers, or Subordinates: Learn to write formal reports 
outlining the findings of monitoring reviews, justification for findings, and corrective action, if needed. Learns to 
communicate or consult with supervisors, staff and co-workers by phone, written form, email or in person to ensure 
established policies and procedures are followed. Learn to provide periodic reports on the status of goals, objectives and 
strategies to higher management and other business partners.Analyzing Data or Information: Learn to analyze project 
funding percentages to determine levels of funding for state and federal programs. Learns to collect, analyze and track 
data for program management. Learn to evaluate program reviews conducted by monitors to verify conformity with 
procedural requirements. Learn to examine monitoring reports from multiple sources to ensure accuracy and 
completeness. Learn to review findings and recommendations provided by business partners for adherence to program 
standards.Performing Administrative Activities: Learn to initiate payment of contractors, grantees, consultants, vendors, 
or other entities as required. Learn to update internal databases to document time, schedule, and project development. 
Learn to maintain project documentation in compliance with departmental, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures. Mails or emails correspondence to internal and external business partners. 
Responds to emails, phone calls, and other correspondence as required.Monitor Processes, Materials, or Surroundings:  
Learn to review documents, including but not limited to, contracts, leases, and other pertinent records to identify 
omissions and discrepancies in program operations. Learns to monitor to ensure compliance of public hearings, program 
policies and procedures and applicable state and federal laws of the contract or grant agreement.  Learn to identify 
areas that need to be monitored based on contract requirements, complaints received, previous findings, and other 
pertinent information to ensure compliance with departmental policies and state and federal laws. Learn to observe 
operational processes, such as Equal Employment Opportunity (EEO), ADA, and Civil Rights regulations, to ensure 
compliance with departmental, state, and federal standards.Thinking Creatively: Learn to assist in the development of 
spreadsheets, presentations, forms, form letters, publications, memos, database queries, logs, and other systems to 
facilitate accurate data gathering, tracking, training, efficiency and dissemination. Learns to offer suggestions to help 
streamline workflow and improve work process and accuracy. Learn to recommend creative solutions to unique 
problems as they arise. Learns to participate in brainstorming sessions to develop process streamlining initiatives and 
improve business practices.Updating and Using Relevant Knowledge:  Learns to review current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest updates. Learns to complete required training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Learn to 
seek out work related developmental opportunities to improve performance and team efficiency.Estimating the 
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Quantifiable Characteristics of Products, Events, or Information: Learn to coordinate the development of preliminary 
cost estimates for transportation project development as required. Learns to estimate time required to establish and/or 
comply with project schedule and staffing requirements.Judging the Qualities of Things, Services, or People:  Learns to 
review and analyze applicable documentation while on-site to verify compliance with program standards. Learns to 
collect and compile pertinent data relating to service delivery prior to on-site visits to facilitate the review process. 
Getting Information: Learn to collect information from internal and external business partners regarding status updates, 
project schedules, financial and/or operational data, and applications and/or contracts to ensure accurate and complete 
information. Learn to assist in gathering information of any or all of the following: plans, public records, policies, 
specifications, scientific methods, procedures, guidelines, rules, regulations, and/or laws related to transportation using 
physical and electronic sources to ensure up to date information is received.Identifying Objects, Actions, and Events: 
Learn to identify errors, omissions, and potential conflicts on applications, contract documents, estimates, reports, and 
plans. Learn to identify reportable program inventory to ensure satisfactory continuing control.Establishing and 
Maintaining Interpersonal Relationships:  Learns to develop and maintains respectful working relationships to promote 
mutual trust and cooperation among team members, agency representatives and vendors.Developing and Building 
Teams: Learns to model effective performance for co-workers to provide a role model, encourage success in others, and 
enhance trust.Performing General Physical Activities: Walks, crawls, and/or hikes through project sites possibly including 
rough terrain and obstacles to facilitate task completion in a variety of environmental conditions. Lifts job related 
documents, equipment and materials to complete assigned tasks in a variety of environmental conditions.Inspecting 
Equipment, Structures, or Material:  Learn to inspect transit assets for quality and completeness, problems or defects to 
ensure safety and compliance.Operating Vehicles, Mechanized Devices, or Equipment: Operate passenger vehicle and 
transport vehicles within safety and departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly Dealing with Ambiguity                    Problem Solving                   Intellectual Horsepower                 
Perseverance                       Approachability                    Customer Focus                   Integrity and Trust              Listening                  
Informing               Knowledge: Knowledge of administrative clerical procedures and systems such as word processing, 
managing files and records, designing forms, and other office procedures and terminology                         Knowledge of 
principles and processes for providing customer service                 Basic knowledge of accounting principles and the 
analysis and reporting of financial data (Economics and Accounting)                Knowledge of relevant codes, regulations, 
and laws              Knowledge of arithmetic, algebra, statistics, and their applications to solve problems                 
Knowledge of principles and methods for moving people or goods by air, rail, waterways, or road, including the relative 
costs and benefits                       Skills: Active Learning                    Active Listening                    Critical Thinking                   
Learning Strategies              Skill of monitoring organizational process to make improvements or take corrective action                  
Skill of coordinating multiple priorities in a dynamic working environment           Time managementAbilities: Deductive 
Reasoning                        Inductive Reasoning                         Oral Comprehension                        Oral Expression                    
Originality                Problem Sensitivity              Selective Attention              Speed of Closure                  Ability to time share 
by shifting back and forth between two or more activities                   Speech Clarity                     Speech Recognition                          
Oral Expression                    Written Comprehension                   Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076214 - TRANS PROGRAM MONITOR 2* 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4020 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional work in one of the following areas: 1) Monitoring or overseeing 
programs or related projects to determine compliance with organizational rules, regulations, or related standards; 2) 
Developing, implementing, or monitoring an accounting systems or accounting programs with services regulated by 
organizational rules, regulations, or related standards. Substitution of Experience for Education: NoneSubstitution of 
Education for Experience: None 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the monitoring and analysis of procedural and regulatory 
requirements, including funding, for complex transportation programs; performs related work as required. 
Distinguishing Features: This is the working level class in the Transportation Program Monitor series. An employee in this 
class monitors programs of contract agencies receiving federal and/or state funds, prepares documentation for the 
allocation of federal and/or state funds, and assembles data for the preparation and monitoring of transportation 
programs or development schedules. This class is flexibly staffed with and differs from a Transportation Program 
Supervisor in that an incumbent of the latter supervises. The Transportation Program Monitor 2, differs from the 
Transportation Program Monitor 1, in that an incumbent of the latter performs work of lesser scope and complexity. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:  Explains project specific procedures and regulations to the general 
public, persons in other departments or divisions, local governments, or outside organizations and representatives as 
required. Explains departmental policies and procedures, interprets rules and regulations to internal and external 
customers to ensure consistency of information. Interprets program requirements, fiscal policies, and contractual 
language for internal and external business partners to facilitate understanding, enhance communications, and ensure 
compliance.Provide Consultation and Advice to Others: Provides consultation to contract agencies to guarantee 
compliance with state and federal law and reviews corrective action plans. Notifies supervisory personnel of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Processing 
Information: Receives and compiles applicable documentation to submit project information to applicable federal 
agencies for funding authorization. Compiles and reviews information necessary to create reports and documentation 
for accuracy and completeness. Reviews and analyzes applicable documentation to establish and/or modify the financial 
record for fund administration. Verifies agency and/or project eligibility for funding by reviewing appropriate 
documentation, such as program applications. Calculates project funding percentages to determine eligibility based on 
state and federal program regulations. Prepares reports to document results of monitoring activities. Calculates project 
funding percentages and identifies items to determine budgets based on state and federal program 
regulations.Evaluating Information to Determine Compliance with Standards: Determines if the activities of a program 
are allowed under particular program regulations, laws and provisions of the contract or grant agreement, and if the 
program goals, objectives and strategies are being met. Determines compliance with state and federal laws, and any 
other specific program policies, procedures and performance standards. Determines if program benefit amounts 
provided to, or on behalf of eligible participants, are calculated in accordance with program requirements and in 
compliance with state and federal law. Evaluate incoming information, such as documents and plans, to determine the 
necessary actions to take for project development. Reviews and analyzes applicable documentation, such as Equal 
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Employment Opportunity (EEO), ADA, and Civil Rights regulations, to verify compliance with program 
standards.Organizing, Planning, and Prioritizing Work: Assist in the coordination of transportation activities, including 
preparation of grant and sub recipient applications, contracts, project schedules, progress reports, technical reports, and 
invoices. Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate 
completion of work. Organizes and prioritizes personal workload using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.Monitoring and Controlling Resources: Monitors and reconciles program 
expenditures and/or obligations and recommends fiscal adjustments as needed. Monitors and reconciles project 
expenditures and/or obligations and compares to original contract and/or construction cost estimate to make 
adjustments as needed. Monitors and reconciles program sources allocated to projects to prevent the lapsing of 
funds.Making Decisions and Solving Problems: Analyze information and evaluate results to choose the best solution and 
solve problems.Communicating with Supervisors, Peers, or Subordinates: Write formal reports outlining the findings of 
monitoring reviews, justification for findings, and corrective action, if needed. Communicates or consults with 
supervisors, staff and co-workers by phone, written form, email or in person to ensure established policies and 
procedures are followed. Provides periodic reports on the status of goals, objectives and strategies to higher 
management and other business partners.Communicating with Persons Outside Organization: Communicate as a liaison 
between TDOT and customers regarding program administration. Discusses pertinent components of the monitoring 
activities including planning, data collection, monitoring techniques, and communication among business partners to 
facilitate the review process. Discusses program observations, report findings and recommendations with customer 
management to inform them of required corrective action.Interacting With Computers: Operate office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based email programs, and search engines to manage programs and projects. Operates computer hardware and 
software, scanners, and other equipment to complete reports, document collected data, and to communicate with 
others to capture and maintain program information.Performing Administrative Activities: Maintain project 
documentation in compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Updates internal databases to document time, schedule, and project development. Mails or emails 
correspondence to internal and external business partners. Initiates payment of contractors, grantees, consultants, 
vendors, or other entities as required. Responds to emails, phone calls, and other correspondence as required.Analyzing 
Data or Information:  Analyzes project funding percentages to determine levels of funding for state and federal 
programs. Evaluates program reviews conducted by monitors to verify conformity with procedural requirements. 
Examines monitoring reports from multiple sources to ensure accuracy and completeness. Reviews findings and 
recommendations provided by business partners for adherence to program standards. Collects, analyzes and tracks data 
for program management.Thinking Creatively: Assists in the development of spreadsheets, presentations, forms, form 
letters, publications, memos, database queries, logs, and other systems to facilitate accurate data gathering, tracking, 
training, efficiency and dissemination. Recommends creative solutions to unique problems as they arise. Offers 
suggestions to help streamline workflow and improve work process and accuracy. Participates in brainstorming sessions 
to develop process streamlining initiatives and improve business practices.Documenting/Recording Information: 
Documents and stores appropriate information in electronic databases and/or physical form as required ensuring 
accurate information is recorded. Enters and maintains data on a shared server for access and reference. Writes reports 
to document field inspections, laboratory tests, planning activities, and other necessary items to ensure accurate 
information is used in decision making. Documents information provided during meetings and training to ensure 
accurate information is disseminated to others.Monitor Processes, Materials, or Surroundings: Review documents, 
including but not limited to, contracts, leases, and other pertinent records to identify omissions and discrepancies in 
program operations. Monitors to ensure compliance of public hearings, program policies and procedures and applicable 
state and federal laws of the contract or grant agreement. Identifies areas that need to be monitored based on contract 
requirements, complaints received, previous findings, and other pertinent information to ensure compliance with 
departmental policies and state and federal laws. Observes operational processes, such as Equal Employment 
Opportunity (EEO), ADA, and Civil Rights regulations, to ensure compliance with departmental, state, and federal 
standards.Updating and Using Relevant Knowledge: Reviews current departmental, state, and federal information 
sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure they are 
knowledgeable on the latest updates. Completes required training events to learn new procedures, ensure continual 
learning, maintain current knowledge of the field, and increase job proficiency. Seeks out work related developmental 
opportunities to improve performance and team efficiency.Judging the Qualities of Things, Services, or People: Reviews 
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and analyzes applicable documentation while on-site to verify compliance with program standards. Collects and 
compiles pertinent data relating to service delivery prior to on-site visits to facilitate the review process.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Coordinate the development of preliminary cost 
estimates for transportation project development as required. Estimates time required to establish and/or comply with 
project schedule and staffing requirements.Identifying Objects, Actions, and Events: Identify errors, omissions, and 
potential conflicts on applications, contract documents, estimates, reports, and plans. Identifies reportable program 
inventory to ensure satisfactory continuing control.Getting Information: Collect information from internal and external 
business partners regarding status updates, project schedules, financial and/or operational data, and applications 
and/or contracts to ensure accurate and complete information. Assists in gathering information of any or all of the 
following: plans, public records, policies, specifications, scientific methods, procedures, guidelines, rules, regulations, 
and/or laws related to transportation using physical and electronic sources to ensure up to date information is 
received.Inspecting Equipment, Structures, or Material:  Inspects transit assets for quality and completeness, problems 
or defects to ensure safety and compliance.Resolving Conflicts and Negotiating with Others: Negotiate contractual 
agreements including cost and scope of work between the department and external business partners.Developing and 
Building Teams: Models effective performance for co-workers to provide a role model, encourages success in others, 
and enhances trust.Establishing and Maintaining Interpersonal Relationships:  Develops and maintains respectful 
working relationships to promote mutual trust and cooperation among team members, agency representatives and 
vendors.Performing General Physical Activities:  Walks, crawls, and/or hikes through project sites possibly including 
rough terrain and obstacles to facilitate task completion in a variety of environmental conditions. Lifts job related 
documents, equipment and materials to complete assigned tasks in a variety of environmental conditions.Operating 
Vehicles, Mechanized Devices, or Equipment: Operate passenger vehicle and transport vehicles within safety and 
departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Drive for Results                   Approachability         Customer Focus                    Integrity and Trust                
Dealing with Ambiguity Problem Solving        Technical Learning    Intellectual Horsepower Perspective   Informing    
Knowledge: Knowledge of administrative and clerical procedures and systems such as word processing, managing files 
and records, designing forms, and other office procedures and terminology                 Knowledge of principles and 
processes for providing customer service            Basic knowledge of accounting principles and the analysis and reporting 
of financial data. (Economics and Accounting)                Knowledge of relevant codes, regulations, and laws               
Knowledge of arithmetic, algebra, statistics, and their applications to solve problems      Knowledge of principles and 
methods for moving people or goods by air, rail, waterways, or road, including the relative costs and benefitsSkills: 
Active Learning         Active Listening         Critical Thinking                    Skill of learning strategies by selecting and using 
training/instructional methods and procedures appropriate for the situation when learning or teaching new things              
Skill of monitoring organizational process to make improvements or take corrective action                   Skill of coordinating 
multiple priorities in a dynamic working environment        Instructing                Service Orientation               Skill of complex 
problem-solving by reviewing related information to develop and evaluate options Time ManagementAbilities: 
Deductive Reasoning             Inductive Reasoning              Oral Comprehension             Oral Expression         Problem 
Sensitivity               Selective Attention                Written Comprehension        Written Expression                Speech Clarity          
Speech Recognition               Oral Expression         Written Communication 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076215 - TRANS PROGRAM SUPERVISOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4038 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional work in one of the following areas: 1) Monitoring or overseeing 
programs or related projects to determine compliance with organizational rules, regulations, or related standards; 2) 
Developing or implementing accounting systems or programs with services covered by organizational rules, regulations, 
or related standards.Substitution of Education for Experience: Possession of a master's degree from an accredited 
college or university may substitute for the required experience to a maximum of two year. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for the monitoring and analysis of procedural and regulatory 
requirements, including funding, for complex transportation programs; performs related work as required. 
Distinguishing Features: This is the supervisory level class in the Transportation Program Monitor series. An employee in 
this class monitors programs of contract agencies receiving federal and/or state funds, prepares documentation for the 
allocation of federal and/or state funds, and assembles data for the preparation and monitoring of transportation 
programs or development schedules. The Transportation Program Supervisor differs from the Transportation Manager 1 
in that an incumbent of the latter manages multiple transportation subsections of planning, program development, or 
program operations. The Transportation Program Supervisor differs from the Transportation Program Monitor 2, in that 
an incumbent of the latter does not supervise staff. 
 
Work Activities: 
Making Decisions and Solving Problems: Analyze information and evaluate results to choose the best solution and solve 
problems.Evaluating Information to Determine Compliance with Standards: Determines if the activities of a program are 
allowed under particular program regulations, laws and provisions of the contract or grant agreement, and if the 
program goals, objectives and strategies are being met. Determines compliance with state and federal laws, and any 
other specific program policies, procedures and performance standards. Determines if program benefit amounts 
provided to, or on behalf of eligible participants, are calculated in accordance with program requirements and in 
compliance with state and federal law. Reviews and analyzes applicable documentation, such as Equal Employment 
Opportunity (EEO), ADA, and Civil Rights regulations, to verify compliance with program standards. Evaluate incoming 
information, such as documents and plans, to determine the necessary actions to take for project 
development.Interpreting the Meaning of Information for Others:  Interprets program requirements, fiscal policies, and 
contractual language for internal and external business partners to facilitate understanding, enhance communications, 
and ensure compliance. Explains project specific procedures and regulations to subordinates, the general public, persons 
in other departments or divisions, local governments, or outside organizations and representatives as required. Clarifies 
any questions or concerns pertaining to compliance to inform and interpret the meaning of information for providers 
and departmental management. Explains departmental policies and procedures, interprets rules and regulations to 
internal and external customers to ensure consistency of information.Communicating with Supervisors, Peers, or 
Subordinates: Write formal reports outlining the findings of monitoring reviews, justification for findings, and corrective 
action, if needed. Communicates or consults with subordinates, management and co-workers by phone, written form, 
and email or in person to ensure established policies and procedures are followed. Provides periodic reports on the 
status of goals, objectives and strategies to higher management or other business partners.Resolving Conflicts and 
Negotiating with Others: Investigates conflicts between business partners and agency employees according to 
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department, state, and federal laws, rules, regulations, guidelines, processes, procedures, and develops an action plan 
for resolving the issue. Negotiate contractual agreements including cost and scope of work between the department 
and external business partners. Resolves interpersonal conflicts between subordinates to ensure a respectful and 
productive work environment.Provide Consultation and Advice to Others: Provides consultation to contract agencies to 
guarantee compliance with state and federal law and reviews corrective action plans. Notify management of possible 
violations of departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Organizing, 
Planning, and Prioritizing Work:  Coordinates transportation activities, including preparation of grant and sub recipient 
applications, contracts, project schedule, progress reports, technical reports, and invoices. Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Organizes and prioritizes 
personal and subordinate workload using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work.Processing Information: Receives and compiles applicable documentation to submit project 
information to applicable federal agencies for funding authorization. Verifies agency and/or project eligibility for funding 
by reviewing appropriate documentation, such as program applications. Prepares reports to document results of 
monitoring activities. Reviews and analyzes applicable documentation to establish and/or modify the financial record for 
fund administration. Compiles and reviews information necessary to create reports and documentation for accuracy and 
completeness. Calculates project funding percentages to determine eligibility based on state and federal program 
regulations. Calculates project funding percentages and identify items to determine budgets based on state and federal 
program regulations.Performing Administrative Activities: Initiates payment of contractors, grantees, consultants, 
vendors, or other entities as required. Maintains project documentation in compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Updates internal databases to document time, 
schedule, and project development. Approves subordinate leave, time, expense request and purchases to ensure proper 
payment. Mails or emails correspondence to internal and external business partners. Responds to emails, phone calls, 
and other correspondence as required.Coaching and Developing Others: Mentors less experienced coworkers to 
facilitate development and assist with job performance. Mentors assigned subordinates by providing feedback and 
information regarding organizational culture, policies and procedures, workflow and chain of command, task 
prioritization, proper documentation, use of systems and available functionality, to encourage effective and efficient 
performance of assigned tasks. Discusses performance with subordinates to identify and correct deficiencies and to 
reinforce strengths. Provides technical assistance on monitoring procedures and practices, report writing, and 
interpretation and application of regulations, applicable laws, and the provision of the contract or grant agreement. 
Educates internal and external business partners on department, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures in order to facilitate accurate and timely submission of 
documentation.Documenting/Recording Information: Maintains appropriate subordinate performance documentation 
to ensure the completion of accurate and unbiased performance evaluations. Documents and stores appropriate 
information in electronic databases and/or physical form as required ensuring accurate information is recorded. 
Documents information provided during meetings and training to ensure accurate information is disseminated to 
others. Enters and maintains data on a shared server for access and reference. Writes reports to document field 
inspections, laboratory tests, planning activities, and other necessary items to ensure accurate information is used in 
decision making.Analyzing Data or Information:  Analyzes project funding percentages to determine levels of funding for 
state and federal programs. Collects, analyzes and tracks data for program management. Evaluates program reviews 
conducted by monitors to verify conformity with procedural requirements. Examines monitoring reports from multiple 
sources to ensure accuracy and completeness. Reviews findings and recommendations provided by business partners 
for adherence to program standards.Judging the Qualities of Things, Services, or People: Assesses the quality of the 
work of subordinates to inform, advise and guide performance management and development. Assesses the 
performance of assigned subordinates and needs of the department to make decisions and recommendations including 
promotion, demotion, transfer and retention. Reviews and analyzes applicable documentation while on-site to verify 
compliance with program standards. Collects and compiles pertinent data relating to service delivery prior to on-site 
visits to facilitate the review process.Thinking Creatively: Develop spreadsheets, presentations, forms, form letters, 
publications, memos, database queries, logs, and other systems to facilitate accurate data gathering, tracking, training, 
efficiency and dissemination. Offers and/or implements suggestions to help streamline workflow and improve work 
process and accuracy. Recommends to management creative solutions developed by staff. Leads brainstorming sessions 
to develop process streamlining initiatives and improve business practices.Scheduling Work and Activities: Schedules 
and coordinates the work of subordinates, contractors and consultants to ensure timely submission of required 
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information. Schedules tasks of self and/or subordinates to ensure timely processing and account for current workload. 
Schedules, coordinates and/or leads meetings with internal and external customers to ensure information is 
communicated. Assigns inspection teams and other internal and external staff to project sites based on skill level, 
ensures staff coverage to accomplish workload and/or maintain the schedule.Guiding, Directing, and Motivating 
Subordinates: Supervise the production of plans development, reports, applications, and/or contracts by review of 
subordinate submittals to provide approval or feedback. Leads subordinates to perform and implement activities 
according to department, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Sets 
performance standards and goals for subordinates and monitors performance. Provides motivation through positive 
reinforcement to promote a productive and efficient work environment.Monitoring and Controlling Resources: 
Monitors, reconciles, reviews, and/or approves program expenditures and/or obligations and recommends fiscal 
adjustments as needed. Monitors, reconciles, reviews, and/or approves project expenditures and/or obligations and 
compares to original contract and/or construction cost estimate to make adjustments as needed. Monitors, reconciles, 
reviews, and/or approves program sources allocated to projects to prevent the lapsing of funds.Developing Objectives 
and Strategies: Incorporate department objectives and goals into assigned programs, projects and initiatives. Develops 
performance plans and conduct reviews for assigned subordinates, communicates responsibilities and expected 
performance outcomes. Recommends strategies and objectives for assigned program areas to enhance performance 
and improve organizational efficiency.Identifying Objects, Actions, and Events: Identifies work priorities to ensure the 
most important work is completed first based on work experience, supervisor guidance, and department, state, and 
federal laws, rules, regulations, and guidelines. Identifies errors, omissions, and potential conflicts on applications, 
contract documents, estimates, reports, and plans. Identifies reportable program inventory to ensure satisfactory 
continuing control.Communicating with Persons Outside Organization: Communicate as a liaison between TDOT and 
customers regarding program administration. Discusses pertinent components of the monitoring activities including 
planning, data collection, monitoring techniques, and communication among business partners to facilitate the review 
process. Discusses program observations, report findings and recommendations with customer management to inform 
them of required corrective action.Coordinating the Work and Activities of Others:  Coordinates workload with internal 
and external business partners to ensure timely and accurate task completion. Assigns work to subordinates and 
monitors progress. Coordinates meetings, events, and other special projects to ensure availability, attendance, and 
coverage.Training and Teaching Others: Creates and conducts agency specific and specialized training for agency 
employees and external business partners to comply with department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitate change, and improve efficiency. Trains and mentors assigned 
subordinates, peers and external business partners in the basic workflow and processes related to tasks.Establishing and 
Maintaining Interpersonal Relationships: Develops and maintains respectful working relationships to promote mutual 
trust and cooperation among team members, agency representatives and vendors. Networks with internal and external 
business partners to ensure open dialogues exist and to facilitate coordination and unified effort.Interacting With 
Computers: Operates computer hardware and software, scanners, and other equipment to complete reports, document 
collected data, and to communicate with others to capture and maintain program information. Operates office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, and search engines to manage programs and projects.Estimating the Quantifiable 
Characteristics of Products, Events, or Information: Coordinate the development of preliminary cost estimates for 
transportation project development as required. Estimates time required to establish and/or comply with project 
schedule and staffing requirements.Inspecting Equipment, Structures, or Material:  Inspect transit assets for quality and 
completeness, problems or defects to ensure safety and compliance.Monitor Processes, Materials, or Surroundings: 
Reviews documents, including but not limited to, contracts, leases, and other pertinent records to identify omissions 
and discrepancies in program operations. Observes operational processes, such as Equal Employment Opportunity 
(EEO), ADA, and Civil Rights regulations, to ensure compliance with departmental, state, and federal standards. Monitors 
to ensure compliance of public hearings, program policies and procedures and applicable state and federal laws of the 
contract or grant agreement. Identifies areas that need to be monitored based on contract requirements, complaints 
received, previous findings, and other pertinent information to ensure compliance with departmental policies and state 
and federal laws. Monitors subordinate attendance, leave, time worked, schedules, travel and/or other 
information.Getting Information: Collect information for any or all of the following: plans, public records, policies, 
specifications, scientific methods, procedures, guidelines, rules, regulations, and/or laws related to transportation using 
physical and electronic sources to ensure up to date information is received. Collects information from internal and 
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external business partners regarding status updates, project schedules, financial and/or operational data, and 
applications and/or contracts to ensure accurate and complete information. Collects information from subordinates 
regarding program management.Updating and Using Relevant Knowledge: Reviews current departmental, state, and 
federal information sources to identify relevant changes in policies, procedures, rules, regulations, and best practices to 
ensure they are knowledgeable on the latest updates. Ensure self and/or assigned subordinates complete required 
training events to learn new procedures, ensure continual learning, maintain current knowledge of the field, and 
increase job proficiency. Seeks out work related developmental opportunities to improve performance and team 
efficiency.Developing and Building Teams:  Models effective performance for co-workers and subordinates to provide a 
role model, encourage success in others, and enhance trust. Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development. Encourages assigned subordinates to pursue career development 
opportunities as a means of improving team performance.Staffing Organizational Units:  Participates in hiring process 
including identifying hiring criteria, recruiting and interviewing applicants.Performing General Physical Activities: Walks, 
crawls, and/or hikes through project sites possibly including rough terrain and obstacles to facilitate task completion in a 
variety of environmental conditions. Lifts job related documents, equipment and materials to complete assigned tasks in 
a variety of environmental conditions.Operating Vehicles, Mechanized Devices, or Equipment: Operate passenger 
vehicle and transport vehicles within safety and departmental guidelines as necessary. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Directing Others Integrity and Trust Technical Learning Approachability Perspective 
Process Management Organizational Agility Customer Focus Intellectual HorsepowerKnowledge: Intermediate 
knowledge of business and management principles involved in the coordination of people and resources        Basic 
knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, 
designing forms, and other office procedures and terminology            Intermediate knowledge of principles and 
processes for providing customer service              Basic knowledge of accounting principles and the analysis and reporting 
of financial data. (Economics and Accounting)                    Intermediate knowledge of relevant codes, regulations, and 
laws             Intermediate knowledge of arithmetic, algebra, statistics, and their applications to solve problems   
Intermediate knowledge of principles and methods for moving people or goods by air, rail, waterways, or road, including 
the relative costs and benefits Skills: Active Learning             Active Listening             Critical Thinking            Skill of learning 
strategies by selecting and using training/instructional methods and procedures appropriate for the situation when 
learning or teaching new things                   Skill of monitoring/assessing performance of subordinates and/or 
organizational process to make improvements or take corrective action  Reading Comprehension            Speaking                       
Writing              Skill of coordinating multiple priorities in a dynamic working environment             Service Orientation                    
Skill of Instructing Subordinates             Skill of negotiating by bringing others together and trying to reconcile differences                  
Skill of complex problem-solving by reviewing related information to develop and evaluate options and implement 
solutions               Management of Personnel Resources     Time ManagementAbilities: Deductive Reasoning                 
Inductive Reasoning                  Oral Comprehension                  Oral Expression             Problem Sensitivity                   
Selective Attention                    Time Sharing                 Written Comprehension             Written Expression                    
Speech Clarity               Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer 
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076772 - TRANS PROJ SPEC - SR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4290 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to five years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee. OR Possession of a 
master's degree in civil engineering from an accredited college or university and experience equivalent to four years of 
full-time professional civil engineering work. Substitution of Professional Registration for Education: Registration as a 
professional engineer with the State of Tennessee in either the civil engineering or structural engineering disciplines 
may substitute for the required bachelor's degree. Substitution of Experience for Education: Experience equivalent to 
five years of full-time professional civil engineering work with the State of Tennessee as a Transportation Project 
Specialist, Transportation Project Specialist Supervisor 1, Transportation Project Specialist Senior, Transportation Project 
Specialist Supervisor 2; or an Operations Specialist 2, Operations Specialist 3, Operations Specialist Supervisor 1, 
Operations Specialist Supervisor 2; or a Roadway Specialist 2, Roadway Specialist 3, Roadway Specialist Supervisor 1, 
Roadway Specialist Supervisor 2; or a Structural Specialist 2, Structural Specialist 3, Structural Specialist Supervisor 1, 
Structural Specialist Supervisor 2. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional civil engineering work of considerable difficulty to 
solve complex civil engineering problems within a specific area. Distinguishing Features: An employee in this class:  Acts 
as the regional or statewide specialist in providing technical guidance during the construction or maintenance of 
roadways, runways, and/or transportation structures, reporting directly to a Transportation Project Supervisor 2 or Civil 
Engineering Manager. Employees in this class solve or determine the underlying causes to the most difficult engineering 
problems, such as bridge collapse, foundation failure, sinkholes, flooding, and right-of-way lawsuits.  Acts as the regional 
or statewide specialist in providing technical guidance in the planning for the construction or maintenance of roadways, 
reporting directly to either a Civil Engineering Manager or a Transportation Manager. Employees in this class work in a 
variety of specialized areas such as pavement management, construction cost management, special studies in facilities 
planning and environmental impact, public utility adjustment, and certification and acceptance. This class differs from 
Transportation Project Supervisor 1 in that employees in the latter coordinate the activities of a technical section and 
will supervise professional and technical level engineers performing survey design field work across multiple districts or 
for multiple roadway design squads. This class differs from Transportation Project Supervisor 2 in that employees in the 
latter oversees technical guidance provided on a statewide basis for a specialized area such as materials and tests, 
traffic, maintenance, and construction or coordinates the activities of a roadway design team which involves approving 
roadway design plans and resolving inquiries or problems with other divisions and agencies, or overseeing a regional 
survey office. 
 
Work Activities: 
Assisting and Caring for Others:    Respond appropriately during medical, roadside, work site and other emergencies as 
required.Provide Consultation and Advice to Others:    Answers technical questions for subordinates, peers, consultants 
or contractors to clarify project information, engineering solutions, department, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures.    Provides technical guidance to external or internal business 
partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Notifies supervisory 
personnel of possible violations of department, state, and federal laws, rules, regulations, guidelines, policies, and 
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procedures.Identifying Objects, Actions, and Events:    Identifies highway component issues for construction, 
maintenance, repair, safety, environmental, quality assurance and operational needs.    Identifies errors, omissions, and 
potential conflicts on applications, contract documents, reports, and/or plans.    Reads construction plans, contracts, 
standard drawings, guidelines, and schematics to identify quantities, materials, location, placement, features, 
specifications, and details to guide assigned work.    Identifies work priorities to ensure the most important work is 
completed first based on work experience, supervisor guidance, and department, state, and federal laws, rules, 
regulations, and guidelines.Inspecting Equipment, Structures, or Materials:    Inspects geotechnical events, including sink 
hole, rock falls, or landslides, to gather information to determine appropriate action resolution.    Inspects roadway 
features according to local, state, and federal guidelines and ensures all standards are met.    Conducts random 
inspections of sites, equipment, and materials to determine that the job meets all specifications.    Conducts field 
inspection to determine accuracy of documented property features.Training and Teaching Others:    Creates and 
conducts agency specific and specialized training for agency employees and external business partners to comply with 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitate change, and 
improve efficiency.    Trains and mentors assigned subordinates, peers and external business partners in the basic 
workflow and processes related to tasks.Monitor Processes, Materials, or Surrounding:    Monitors transportation 
infrastructure and/or reports to identify concerns and issues and report to appropriate contact.    Monitors schedules 
and deliverables to ensure the completion of all deadlines.    Monitors work environment to identify safety hazards.    
Monitors the cost and expenditures related to contracts and ensures compliance with budgetary constraints.    Monitors 
information systems frequently to determine necessary response.    Monitors information systems to determine 
necessary response in the event of an abnormal occurrence.    Monitors supplies, materials, equipment, and resources 
to ensure a quality work product.    Monitors subordinate attendance, leave, time worked, schedules, travel and other 
information.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Calculates roadway 
material quantities using set parameters and estimates cost, time, materials and other bid factors for a project.    
Estimates work hours, staffing and scheduling requirements to complete a project.Judging the Qualities of Things, 
Services, or People:    Analyzes preliminary ROW and construction plans for accuracy.    Reviews proposals, documents, 
applications, reports and plans for completeness and accuracy and recommends changes or improvements.     Assesses 
survey information collected in a district survey office to ensure that information is complete and accurate.    Completes 
consultant performance evaluations.    Assesses the performance of assigned subordinates for the performance 
evaluation process.Evaluating Information to Determine Compliance with Standards:    Evaluates the need for repairs to 
structures and makes appropriate recommendations to meet safety standards.    Evaluates documents including but not 
limited to final drawings, operation procedures, plans, materials, test results, labor, and environmental reports and 
estimates for accuracy and determine compliance with department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Verifies contractor shop drawings for prefabricated components and 
contractor-designed bridges to ensure accuracy and to determine compliance with department, state, and federal laws, 
rules, regulations, guidelines, processes, and procedures.    Evaluates bridge inspection reports to determine compliance 
with federal standards and to determine weight posting/closure actions.    Evaluates planning documents, project sites, 
traffic data, materials, geotechnical, and/or environmental characteristics of projects to determine survey, design, 
mitigation, and construction parameters.    Evaluates reports on transportation infrastructure to identify concerns and 
issues and determine appropriate action for resolution.    Conducts site inspections to ensure that operational 
procedures are in compliance and are cost efficient.    Evaluates traffic impact and signal studies to determine 
compliance with federal and state standards.    Evaluates new technology, materials, or processes to determine best 
practices for department use.    Evaluates current business practices for effectiveness and provides recommendations 
for modifications, additions, or improvement of specifications.    Evaluates contractor and consultant information for 
pre-qualification.Analyzing Data or Information:    Analyzes project sites, processes, policies, and procedures to develop 
recommendations for changes in operations which affect the environment, safety, economy, efficiency and quality of 
agency operations and services.    Analyzes relevant information to determine the appropriate engineering and 
environmental approach to resolve an issue, problem or task.    Analyzes preliminary, Right of Way and construction 
plans for accuracy.    Analyzes contractor and producer claims to determine appropriate resolution.    Analyzes traffic 
volumes and crash rates to identify safety and operational improvement strategies.    Analyzes test results against 
roadway information, determine trends and provide recommendations for asset improvement.Making Decisions and 
Solving Problems:    Recommends viable solutions to civil engineering problems.    Determines that plans and 
specifications are accurate and complete.    Analyzes available routes and recommends optimal route for super load 
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permit movements.    Selects the most qualified consultant to perform services.    Analyzes and approves consultant 
proposals and man-day estimates.    Analyzes the roadway plans and environmental information to determine how to 
best avoid, minimize, and mitigate environmental impacts.    Evaluates environmental and utility issues during project 
development and the construction phase to determine the most efficient solution.    Corrects inaccuracies and modifies 
plans based on recommendations from other engineers and outside entities.    Analyzes and approves mix design 
submittals for use on projects.    Evaluates site plans for commercial developments to determine recommendations for 
geometric improvements and driveway designs for entrance permitting.    Selects areas to be depicted on plans and 
maps.Thinking Creatively:    Implements creative engineering solutions to unique problems.    Develops spreadsheets, 
presentations, forms, form letters, memos, database queries, position advertisements, logs, and other systems as 
required to facilitate accurate data gathering, tracking, training, efficiency and dissemination.    Develops process 
improvement suggestions to streamline workflow and improve process cycle times and accuracy.    Leads and 
participates in brainstorming sessions to develop process streamlining initiatives and improve business 
practices.Scheduling Work and Activities:    Schedules tasks to ensure timely processing with consideration of current 
workload.    Assigns inspection teams and staff to project sites based on appropriate skill level and staff and ensures 
coverage to accomplish workload and maintain the schedule.    Schedules and coordinates the work of subordinates, 
contractors, consultants and utility companies to ensure timely submission of required information.    Schedules, 
coordinates and leads meetings with internal and external customers to ensure information is 
communicated.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload and 
the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate 
completion of work.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Designs all 
components according to department specifications, local, state and federal standards.    Designs concept plans for 
safety and operational improvement options.    Creates department operating procedures, policies, and specifications.    
Designs environmental sites including but not limited to wetlands and stream mitigation.    Develops and/or arranges 
tables, drawings, general and specific notes, and other required information for plans.    Writes general notes specifying 
control items to be used for project.Documenting/Recording Information:    Writes reports to document field 
inspections, laboratory test, and other necessary items to ensure accurate information is used in decision making.    
Documents and stores appropriate information in electronic databases and/or physical form as required ensuring 
accurate information is recorded.    Documents the performance of assigned subordinates continually to ensure 
accurate and unbiased performance evaluations.    Documents information provided during meetings and training when 
serving as the sole agency representative to ensure accurate information is disseminated to others.Interpreting the 
Meaning of Information for Others:    Interprets a variety of engineering and environmental rules, regulations, policies, 
procedures, and documentation for internal and external business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Explains project specific procedures and regulations to subordinates, the 
general public, persons in other departments or divisions, or outside organizations and representatives as required.    
Interprets plans specifications to property owner to facilitate understanding.Communicating with Persons Outside the 
Organization:    Provides testimony in court as a representative of the department.    Presenting technical information to 
small and large groups to disseminate information.    Discusses the project details, rules, regulations, and laws with land 
owners, utility representatives, government officials, business representatives, and other individuals.    Conducts and/or 
attends meetings with external business partners to gather project information and status updates and to disseminate 
information.    Contacts general public, producers, consultants, contractors, and other outside agencies to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Communicates with local bridge 
owners to inform them of inspection activity, provide inspection updates/reports and provide recommendation for 
action.    Communicates effectively with external business partners through reports, emails, letters and other written 
communication.    Communicates verbally with external business partners.Resolving Conflicts and Negotiating with 
Others:    Investigates conflicts between business partners and agency employees according to department, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures to develop an action plan for resolving the issue.    
Resolves interpersonal conflicts between internal and/or external business partners to ensure a respectful and 
productive work environment.    Maintains a respectful and productive work environment within the assigned work unit 
to minimize disputes and facilitate performance.    Negotiates with internal and external business partners to develop a 
consistent deployment of policy, procedure, processes, and specifications.Coordinating the Work and Activities of 
Others:    Coordinates response of internal and external staff during emergency events.    Assigns work to staff and 
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monitors progress.    Coordinates workload with internal and external business partners to ensure timely and accurate 
task completion.    Coordinates meetings, events, and other special projects to ensure availability, attendance, and 
coverage.Guiding, Directing, and Motivating Subordinates:    Manages department programs to ensure compliance with 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Leads staff to perform 
and implement activities according to department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures.    Supervises the production of plans development, reports, applications, and contracts by review of staff 
submittals to provide approval or feedback.    Manages the inspection of bridges and other roadway structures 
according to local, state, and federal guidelines to ensure standards are met.    Sets performance standards and goals for 
subordinates and monitors performance.    Reviews electronic data storage, records and archived information to ensure 
accuracy and completeness.    Provides motivation through positive reinforcement to promote a productive and efficient 
work environment.    Oversees the collection of construction material samples provided by field staff and suppliers for 
testing purposes to determine compliance with specifications, source approval, and other informational needs.Coaching 
and Developing Others:    Educates internal and external business partners on department, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures in order to facilitate accurate and timely submission of 
documentation.    Mentors assigned subordinates by providing feedback and information on organizational culture, 
policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, to encourage effective and efficient performance of assigned tasks.    Mentors less experienced 
coworkers to facilitate development and job performance.    Discusses performance with subordinates to identify and 
correct deficiencies and to reinforce strengths.Getting Information:    Researches plans, policies, specifications, 
procedures, guidelines, rules, regulations, and laws related to transportation using physical and electronic sources to 
assist with conflict resolution, problem solving, and decision making.    Collects information from staff regarding status 
updates, project schedules, and inspections to effectively make decisions, communicate to upper management, and 
prioritize work.     Collects samples provided by field staff and suppliers for testing purposes to determine compliance 
with specifications, source approval, and other informational needs.    Contacts the general public, subordinates, 
persons in other departments or divisions, representatives, and outside organizations, including producers and 
suppliers, for the purpose of furnishing or obtaining information.    Utilizes maps, computer software, plans and other 
documents to collect and compile project information.    Attends meetings, conferences and conference calls to gather 
information on new or existing policies, procedures, and project updates, best practices, technologies and other 
changes.Processing Information:    Maintains letting and award system and assists with processing bid documents.    
Compiles documentation and/or plans required for project letting.    Uses satellite-referenced GPS and standard 
surveying equipment and procedures to measure and calculate the location of control points, baseline, and other 
components of the right-of-way, construction project, and existing features of the land.    Compiles accurate and 
complete information to create and modify required reports and specifications.    Audits work by verifying calculations, 
tabulations, report information, and other required documentation.    Tabulates environmental impacts for permit type 
and mitigation fees.    Calculates and tabulates quantities.    Conducts field tests by taking measurements, performing 
calculations, and using appropriate equipment to determine material properties.    Compiles and calculates evaluation 
scores to achieve overall performance of consultant firms.    Processes contractor and consultant information for pre-
qualification, evaluation, scoring, and selection.    Verifies requested utility materials to ensure accuracy.    Reviews 
project documents to issue material certifications for project close-out.    Compiles documentation and plans required 
for project letting.Developing Objectives and Strategies:    Develops job plans for assigned subordinates and 
communicates responsibilities and expected performance outcomes.    Recommends strategies and objectives for 
assigned program areas to enhance performance and improve    organizational efficiency.    Incorporates department 
objectives and goals into assigned programs, projects, and initiatives.Controlling Machines and Processes:    Utilize 
traffic control devices to set up proper work zone in an efficient manner.    Positions and place tow chains and winch to 
properly relocate vehicles from travel lanes.    Utilizes equipment to conduct materials testing.    Utilizes office 
equipment including but not limited to copier, fax, phone, and scanner.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates motorized boats within safety and department guidelines to conduct bridge inspection.    
Operates pick-up truck, SUV, van and other on road delivery and transport vehicles.Interacting with Computers:    
Manages and maintains complex database by providing user support, updating user security, troubleshooting issues, 
and developing reports and functions.    Operates traffic monitoring software utilized by the Transportation 
Management Center.    Uses CADD and modeling software to analyze data and complete engineering related tasks.    
Uses appropriate database tracking software specific to the state and agency.    Operates computerized equipment to 
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conduct materials testing.    Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.    Operates navigational GPS to obtain location data.    Utilizes digital camera and other data recording 
equipment to record information and transfer files to centralized storage locations.Repairing and Maintaining Electronic 
Equipment:    Performs routine maintenance and troubleshooting for the operation of portable message 
boards.Communicating with Supervisors, Peers, or Subordinates:    Presents technical information to small and large 
groups to disseminate information.    Provides constructive feedback to subordinates related to job performance, work 
outcomes and work issues.    Communicates effectively with subordinates, upper management and other internal 
business partners through reports, emails, memos and other written communication.    Communicates verbally with 
subordinates, upper management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments.    Sends notification of special events, changes, approvals, and deadlines to internal 
and external business partners to ensure timely and accurate receipt of information.    Communicates work related 
information to peers and assigned subordinates to facilitate teamwork and assign tasks.    Conducts and attends 
meetings with assigned subordinates and other internal business partners to gather project information and status 
updates and to disseminate information.    Drafts correspondence in response to public complaints or inquiries.    
Maintains an open dialogue with internal business partners to ensure effective and efficient communication.Establishing 
and Maintaining Interpersonal Relationships:    Acts as a liaison with internal and external business partners and other 
organizational representatives to ensure accurate and timely processing of information and deliverables.    Networks 
with internal and external business partners to ensure open communication and to facilitate a coordinated work effort.    
Maintains professional working relationships with peers, assigned subordinates, and upper management to ensure 
smooth and effective team operations.Staffing Organizational Units:    Participates in recruitment and hiring 
process.Monitoring and Controlling Resources:    Secures assigned equipment and vehicles as per work unit policy to 
ensure equipment is not damaged or stolen.    Monitors consultant contracts to ensure work orders and payments are 
within contract limits.Updating and Using Relevant Knowledge:    Ensures self and assigned subordinates maintain 
required level of certifications.    Reviews current department, state, and federal information sources periodically to 
identify relevant changes in policies, procedures, rules, regulations, and best practices to ensure knowledge of latest 
systems.    Completes required training events to learn new procedures, ensure continuous learning, maintain current 
field, and increase job proficiency.    Seeks out work related developmental opportunities for self and assigned 
subordinates to improve performance and team efficiency.Performing General Physical Activities:    Climbs and balances 
on ladders, scaffolding, vehicles, slopes, hills, roadway structures of varying heights to perform inspections and 
complete other assigned tasks in a variety of environmental conditions.    Walks, crawls, and hikes through construction, 
inspection, and maintenance sites possibly including rough terrain and obstacles to facilitate task completion in a variety 
of environmental conditions.    Lifts job related documents, equipment and materials to complete assigned tasks in a 
variety of environmental conditions.Developing and Building Teams:    Models effective performance for co-workers and 
assigned subordinates, encourages success in others and builds trust.    Encourages assigned subordinates to pursue 
career development opportunities as a means of improving team performance.    Identifies developmental opportunities 
appropriate for assigned subordinates to improve team development.Performing Administrative Activities:    Maintains 
project documentation for the purpose of project close-out.    Initiates or reviews payment of contractors and 
consultants based on completed work.    Updates internal databases to document time, schedule and project 
development.     Prepares and mails correspondence to internal and external business partners.    Approves subordinate 
time, leave requests, expense requests, and purchases to ensure proper payment. Handling and Moving Objects:    
Handles delicate survey and inspection equipment to ensure its safety and proper use.    Operates basic sampling 
equipment and hand tools including level rods, plum bobs, bush hooks, hammers, calipers, shovel, and other similar 
tools. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies                                    Technical Learning                              Directing 
Others                                  Drive for Results                                 Presentation Skills                               Written Communication                 
Composure                          Integrity and Trust                               Motivating Other                                 Problem Solving                            
Knowledge:    Advanced knowledge of plant and animal species and habitat    Advanced knowledge of building and 
constructing transportation infrastructure and facilities    Advanced knowledge of designing transportation 
infrastructure and facilities    Advanced knowledge of engineering and technology    Advanced knowledge of historical 
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and archeological sites    Advanced knowledge of relevant codes, regulations, and laws    Advanced knowledge of 
mathematical formulas used in algebra, geometry, calculus, statistics, and graphing    Advanced knowledge of geological 
conditions, features, and descriptions    Advanced knowledge of mechanics of materials, statics, dynamics, hydraulics, 
and other physical principles    Advanced knowledge of production and processing of construction materials    Advanced 
knowledge of the transportation system    Advanced knowledge of safety laws, rules, regulations and policies, and best 
practices    Advanced knowledge of administration and management principals    Advanced knowledge of office 
software, record keeping, and form development    Advanced knowledge of presentation methods and classroom 
instruction    Knowledge of personnel recruitment, selection and training    Advance knowledge of traffic control devices 
and applicationsSkills:    Critical thinking    Intermediate application of formulas used in algebra, geometry, calculus, 
statistics, and graphing    Effective oral communication to individuals and groups    Effective written communication 
through letters, reports, memos, and technical documents    Reading comprehension of technical reports, laws, rules, 
policies and procedures    Intermediate application of scientific rules and methods    Coordination of processes and 
people    Instructing individuals and/or groups on technical processes and procedures    Intermediate skill of negotiation    
Skill of complex problem solving Operation and control of testing equipment    Skill in the application and use of office, 
databases, drafting, modeling, and analyzing software    Quality control analysis through conducting tests and 
inspections    Troubleshooting    Judgment and decision making    Systems evaluation    Management of material 
resources    Time management    Active learning    Active listening    Learning strategies    Monitoring performance of 
internal and external staffAbilities:    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    
Memorization    Oral Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Spatial Orientation    
Time Sharing    Written Comprehension    Written Expression    Control Precision    Reaction Time    Response Orientation    
Stamina 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Survey 
Equipment    Various Hand Tools    Vehicles    Boats    Electronic Message Boards    Navigational GPS    Digital Camera    
Data Recording Equipment 
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076771 - TRANS PROJ SPEC SPV 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4283 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to four years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee. OR Possession of a 
master's degree in civil engineering from an accredited college or university and experience equivalent to three years of 
full-time professional civil engineering work. Substitution of Professional Registration for Education: Registration as a 
professional engineer with the State of Tennessee in either the civil engineering or structural engineering disciplines 
may substitute for the required bachelor's degree. Substitution of Experience for Education: Experience equivalent to 
four years of full-time professional civil engineering work with the State of Tennessee as a Transportation Project 
Specialist, Transportation Project Specialist Supervisor 1, Transportation Project Specialist Senior, Transportation Project 
Specialist Supervisor 2; or an Operations Specialist 2, Operations Specialist 3, Operations Specialist Supervisor 1, 
Operations Specialist Supervisor 2; or a Roadway Specialist 2, Roadway Specialist 3, Roadway Specialist Supervisor 1, 
Roadway Specialist Supervisor 2; or a Structural Specialist 2, Structural Specialist 3, Structural Specialist Supervisor 1, 
Structural Specialist Supervisor 2. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory work of average difficulty over professional and 
technical staff in areas related to designing or constructing a structure, runway, or roadway, including geotechnical and 
materials testing; and performs related work as required. Distinguishing Features: An employee in this class: Supervises 
a technical office sub-section in an operations-related area, such as operational compliance, geotechnical analysis, 
materials acceptance, or laboratory testing.Supervises a structural or hydraulic design squad(s) and performs the most 
complicated structural or hydraulic design work such as designing major river crossings, or setting navigation limits. 
Supervise professional and technical level engineers performing design work across multiple districts or for multiple 
roadway design squads. This class differs from the Transportation Project Specialist in that incumbents of the latter are 
leading but not supervising professional and technical engineering. This class differs from Senior Transportation Project 
Specialist in that an incumbent of the latter acts as a regional or statewide specialist in providing technical guidance 
during the construction or maintenance of transportation structures, reporting directly to an Transportation Project 
Supervisor 2 or a Civil Engineer Manager. This class differs from Transportation Project Supervisor 2 in that the 
incumbents of the latter coordinate the activities of multiple units; and/or oversees technical and professional guidance 
provided on a statewide basis for a specialized area such as construction, maintenance, materials and test, or bridge 
inspections; the latter class coordinates the activities of a design team which involves giving approval to design plans 
and resolving problems and inquiries with other divisions and agencies. 
 
Work Activities: 
Assisting and Caring for Others:    Responds appropriately during medical, roadside, work site and other emergencies as 
required.Identifying Objects, Actions, and Events:    Reads construction plans, contracts, standard drawings, guidelines, 
and schematics to identify quantities, materials, location, placement, features, specifications, and details to guide 
assigned work.    Identifies geotechnical and/or environmental characteristics of project area to determine possible issue 
with design and/or construction.    Identifies work priorities to ensure the most important work is completed first based 
on work experience, supervisor guidance, and department, state, and federal laws, rules, regulations, and guidelines.    
Identifies highway component issues for construction, maintenance, repair, safety, environmental, quality assurance 
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and operational needs.    Identifies errors, omissions, and potential conflicts on applications, contract documents, 
reports, and/or plans.Inspecting Equipment, Structures, or Materials:    Inspects bridges and other roadway structures 
according to local, state, and federal guidelines to ensure compliance with all standards.    Inspects geotechnical events, 
such as sink holes, rock falls, or landslides and gather information to determine appropriate resolution.    Conducts 
random inspections of sites, equipment, and materials to determine that the job meets all specifications.    Conducts 
field inspections to determine accuracy of documented property features.Evaluating Information to Determine 
Compliance with Standards:    Evaluates the need for repairs to structures to recommend repairs that meet safety 
standards.    Evaluates documents including but not limited to final drawings, operations procedures, plans, materials, 
test results, labor, environmental reports and estimates submitted by subordinates, internal and/or external business 
partners for accuracy and to determine compliance with department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures.    Evaluates bridge inspection reports to determine compliance with federal 
standards and to determine weight posting/closure actions.    Verifies contractor shop drawings for prefabricated 
components and contractor-designed bridges to ensure accuracy and to determine compliance with department, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures.    Evaluates stress levels of structures to 
determine compliance with federal standards to issue super load permits.    Conducts site inspections to ensure that 
operational procedures are cost efficient and compliant with all standards and specifications.    Evaluates traffic impact 
and/or signal studies to determine compliance with federal and state standards.    Evaluates new technologies, 
materials, or processes to determine best practices for department use.    Evaluates current business practices for 
effectiveness and provide recommendations for modifications, additions, or improvement of specifications.    Evaluates 
contractor and consultant information for pre-qualification.Drafting, Laying Out, and Specifying Technical Devices, Parts, 
and Equipment:    Designs and graphically depicts plans including interchange layouts, roadway lines and grades, survey 
data and other design parameters used by contractors to build bridge approaches, simple intersections, or resurfacing 
projects.    Designs and graphically depicts the slab, abutments, beams, footings, and columns of a bridge in order to 
meet necessary structural requirements.    Designs all components according to department specifications, local, state 
and federal standards.    Designs appropriate hydraulic systems that protect the environment.    Designs concept plans 
for safety and operational improvement options.    Creates standard operating procedures, circular letters, and 
specifications related to construction and materials.    Design environmental sites including but not limited to wetlands 
and stream mitigation.    Draws preliminary bridge plan in accordance with roadway plans and other engineering 
guidelines.    Develops and/or arranges tables, drawings, general and specific notes, and other required information for 
plans.    Writes general notes specifying control items to be used for project.Resolving Conflicts and Negotiating with 
Others:    Investigates conflicts between business partners and agency employees according to department, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures and develops an action plan for resolving the 
issue.    Resolves interpersonal conflicts between subordinates to ensure a respectful and productive work environment.    
Negotiates with internal and external business partners to develop a consistent deployment of policy, procedure, 
processes, and specifications.    Maintains a respectful and productive work environment to minimize disputes and 
facilitate performance.Provide Consultation and Advice to Others:    Answers technical questions for subordinates, 
peers, consultants or contractors to clarify project information, engineering solutions, department, state, and federal 
laws, rules, regulations, guidelines, processes, and procedures.    Provides technical guidance to external and/or internal 
business partners to resolve problems with environmental, geotechnical and/or engineering concerns.    Notifies 
supervisory personnel of possible violations of department, state, and federal laws, rules, regulations, guidelines, 
policies, and procedures.Monitor Processes, Materials, or Surroundings:    Monitors transportation infrastructure to 
identify concerns and/or issues to report to appropriate contact.    Monitors schedules and deliverables to ensure 
deadlines are met.    Monitors work environment to identify safety hazards.    Monitors the cost and expenditures 
related to contracts are in compliance with budgetary constraints.    Monitors information systems to determine 
necessary response in the event of an abnormal occurrence.    Monitors supplies, materials, equipment, and resources 
to ensure sufficient quality of work.    Monitors subordinate attendance, leave, time worked, schedules, travel and/or 
other information.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Calculates quantities 
of roadway materials based on established parameters to estimate cost, time, materials and/or other bid factors for a 
project.    Estimates utility relocation costs to determine appropriate funding.Processing Information:    Models new and 
existing bridge structures to calculate design requirements and/or the allowable load capacity.    Calculates water 
surface elevations, bridge backwaters, water flow velocities, flooding extents, extent of scour, and/or the cost-
effectiveness of different hydraulic structure types.    Compiles accurate and complete information to create required 
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reports.    Uses satellite-referenced GPS and/or standard surveying equipment and procedures to measure and calculate 
the location of control points, baseline, and/or other components of the right-of-way, construction project, and/or 
existing features of the land.    Conducts field tests by taking measurements, performing calculations, and/or using 
appropriate equipment to determine material properties.    Tabulates environmental impacts for permit type and/or 
mitigation fees.    Calculates and/or tabulates quantities for all plans.    Processes bid packages for contract books.    
Processes contractor and consultant information for pre-qualification, evaluation, scoring, and/or selection.    Compiles 
data and performs necessary calculations to issue plans and plan revisions.    Completes and/ confirms title reports to 
ensure that the property owner document is accurate.    Verifies requested utility materials to ensure 
accuracy.Analyzing Data or Information:    Analyzes project sites, processes, policies, and/or procedures to develop 
recommendations for changes in operations which affect the environment, safety, economy, efficiency and quality of 
agency operations and/or services.    Analyzes relevant information to determine the appropriate engineering and 
environmental approach to resolve an issue, problem or task.    Analyzes traffic volumes and crash rates to identify 
safety and operational improvement strategies.    Analyzes preliminary right of way and construction plans for accuracy.    
Analyzes test results against roadway information to determine trends and provide recommendations for asset 
improvement.    Analyzes contractor claims to help determine appropriate resolutions.    Analyzes contractual 
agreements for the purpose of setting department goals.Making Decisions and Solving Problems:    Determines the 
bridge location and length, clearance, reinforcing steel configuration, strength, size, and/or material of structural 
members, and other bridge parameters.    Recommends viable solutions to civil engineering problems.    Determines 
highway facility elevations and alignments.    Determines that plans and specifications are accurate and/or complete.    
Analyzes the roadway plans and/or environmental information to determine how to best avoid, minimize, and/or 
mitigate environmental impacts.    Evaluates environmental issues during project development and/or the construction 
phase to determine the most efficient solution.    Analyzes available routes and recommends optimal route for super 
load permit requests.    Corrects inaccuracies and modifies plans based on recommendations from other engineers and 
outside entities.    Analyzes and approves mix design submittals for use on projects.    Evaluates site plans for 
commercial developments to determine recommendations for geometric improvements and driveway designs for 
entrance permitting.    Selects areas to be depicted on plans and maps.Thinking Creatively:    Implements creative 
engineering solutions to unique problems.    Develops spreadsheets, presentations, forms, form letters, memos, 
database queries, position advertisements, logs, and/or other systems as required to facilitate accurate data gathering, 
tracking, training, efficiency and dissemination.    Develops process improvement suggestions to streamline workflow 
and/or improve process cycle times and accuracy.    Leads and/or participates in brainstorming sessions to develop 
process streamlining initiatives and improve business practices.Scheduling Work Activities:    Assigns inspection teams 
and other internal and external staff to project sites based on skill level, ensures staff coverage to accomplish workload 
and/or maintain the schedule.    Schedules and coordinates the work of subordinates, contractors, consultants and 
utility companies to ensure timely submission of required information.    Schedules tasks of self and/or subordinates to 
ensure timely processing and account for current workload.    Schedules, coordinates and/or leads meetings with 
internal and external customers to ensure information is communicated.Organizing, Planning, and Prioritizing Work:    
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work.    Organizes and prioritizes personal workload and/or the workloads of assigned subordinates using calendars, 
lists, and other facilitators to ensure timely and accurate completion of work.Interpreting the Meaning of Information 
for Others:    Interprets a variety of engineering and environmental rules, regulations, policies, procedures, and 
documentation for internal and external business partners to facilitate understanding, enhance communications, and 
ensure compliance.    Explains project specific procedures and/or regulations to subordinates, the general public, 
persons in other departments, divisions, outside organizations, and/or representatives.    Interprets plan specifications 
for property owner to facilitate understanding.Communicating with Persons Outside the Organization:    Provides 
testimony in court as a technical representative for the department.    Presents technical information to small and/or 
large groups.    Discusses the project details, rules, regulations, and laws with land owners, utility representatives, 
government officials, business representatives, and/or other individuals.    Communicates with local bridge owners to 
inform them of inspection activity, provide inspection updates/reports and/or provide recommendation for action.    
Communicates effectively with external business partners through reports, email, letters and other written 
communication.    Conducts and attends meetings with external business partners to gather project information and 
status updates and to disseminate information.    Contacts general public, producers, consultants, contractors, and other 
outside agencies to obtain,    Provide, and clarify required information and correct errors.    Communicates verbally with 
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external business partners.Coordinating the Work and Activities of Others:    Coordinates workload with internal and 
external business partners to ensure timely and accurate task completion.    Assigns work to subordinates and monitors 
progress.    Coordinates meetings, events, and other special projects to ensure availability, attendance, and 
coverage.Training and Teaching Others:    Creates and conducts agency specific and specialized training for agency 
employees and external business partners to comply with department, state, and federal laws, rules, regulations, 
guidelines, processes, and procedures, facilitate change, and improve efficiency.    Trains and mentors assigned 
subordinates, peers and external business partners in the basic workflow and processes related to tasks.Guiding, 
Directing, and Motivating Subordinates:    Leads subordinates to perform and implement activities according to 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Supervises the 
production of plans development, reports, applications, and contracts by review of subordinate submittals to provide 
approval or feedback.    Sets performance standards and goals for subordinates and monitors performance.    Provides 
motivation through positive reinforcement to promote a productive and efficient work environment.Coaching and 
Developing Others:    Educates internal and external business partners on department, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures in order to facilitate accurate and timely submission of 
documentation.    Mentors less experienced coworkers to facilitate development and assist with job performance.    
Mentors assigned subordinates by providing feedback and information regarding organizational culture, policies and 
procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and available 
functionality, to encourage effective and efficient performance of assigned tasks.    Discusses performance with 
subordinates to identify and correct deficiencies and to reinforce strengths.Getting Information:    Researches plans, 
policies, specifications, procedures, guidelines, rules, regulations, and laws related to transportation using physical and 
electronic sources to assist with conflict resolution, problem solving, and decision making.    Collects samples provided 
by field staff and suppliers for testing purposes to determine compliance with specifications, source approval, and other 
informational needs.    Utilizes maps, computer software, plans and other documents to collect project information.    
Contacts the general public, subordinates, persons in other departments or divisions, representatives, and outside 
organizations, including producers and suppliers, for the purpose of furnishing or obtaining information.    Attends 
meetings, conferences, and conference calls to gather information on new or existing policies, procedures, and project 
updates, best practices, technologies and other changes.Judging the Qualities of Things, Services, or People:    Assesses 
right of way plans for completeness and accuracy to ensure proper acquisition.    Reviews documents, applications, 
reports and plans for completeness and accuracy to make recommendation for change or improvement.    Oversees 
surveys of project sites for roadway, runway, or structural projects to ensure the accuracy of the information collected 
by the survey teams.    Assesses survey information collected in a district survey office to ensure the information is 
complete and accurate.    Assesses the performance of assigned subordinates for the performance evaluation process. 
Developing Objectives and Strategies:    Develops job plans for assigned subordinates, communicates responsibilities 
and expected performance outcomes.    Incorporates department objectives and goals into assigned programs, projects 
and initiatives.    Recommends strategies and objectives for assigned program areas to enhance performance and 
improve organizational efficiency.Performing General Physical Activities:    Climbs and balances on ladders, scaffolding, 
vehicles, slopes, hills, roadway structures of varying heights to perform inspections and complete other assigned tasks in 
a variety of environmental conditions.    Walks, crawls, and/or hikes through construction, inspection, and maintenance 
sites possibly including rough terrain and obstacles to facilitate task completion in a variety of environmental conditions.    
Lifts job related documents, equipment and materials to complete assigned tasks in a variety of environmental 
conditions.Operating Vehicles, Mechanized Devices, or Equipment:    Operates motorized boats and under bridge crane 
following safety and department guidelines to conduct bridge inspection.    Operates pick-up truck, SUV, van and other 
on road delivery and transport vehicles per safety and department guidelines.Documenting/Recording Information:    
Writes reports to document field inspections, laboratory tests, and other necessary items to ensure accurate 
information is used in decision making.    Documents and stores appropriate information in electronic databases and/or 
physical form to ensure accurate information is recorded.    Maintains appropriate subordinate performance 
documentation to ensure the completion of accurate and unbiased performance evaluations.    Documents information 
provided during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others.Communicating with Supervisors, Peers, or Subordinates:    Communicates verbally with 
subordinates, upper management and other internal business partners to ensure accurate and timely receipt of 
instructions and work assignments.    Presents technical information to small and large groups to disseminate 
information.    Communicates effectively with subordinates, upper management and other internal business partners 
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through reports, emails, memos and other written communication.    Sends notifications of special events, changes, 
approvals, and deadlines to internal and external business partners to ensure timely and accurate receipt of 
information.    Maintains an open dialogue with internal business partners to ensure effective and efficient 
communication.    Communicates work related information to peers and assigned subordinates to facilitate teamwork, 
and coordinates assign tasks.    Conducts and attends meetings with assigned subordinates and other internal business 
partners to gather project information and status updates and to disseminate information.    Provides constructive 
feedback to subordinates related to job performance, work outcomes and work issues.    Drafts correspondence in 
response to public complaints or inquiries.Establishing and Maintaining Interpersonal Relationships:    Acts as a liaison 
with internal and external business partners and other organizational representatives to ensure accurate and timely 
processing of information and deliverables.    Networks with internal and external business partners to ensure open 
communication and to facilitate a coordinated work effort.    Maintains professional working relationships with peers, 
assigned subordinates, and upper management to ensure smooth and effective team operations.Staffing Organizational 
Units:    Participates in recruitment and hiring process.Updating and Using Relevant Knowledge:    Reviews current 
department, state, and federal information sources periodically to identify relevant changes in policies, procedures, 
rules, regulations, and best practices to ensure staff is knowledgeable about the latest systems.    Completes required 
training events to learn new procedures, ensure continuous learning, maintain current knowledge of the field, and 
increase job proficiency.    Seeks out work related developmental opportunities for self and assigned subordinates to 
improve performance and team efficiency.    Ensures self and assigned subordinates maintain required level of 
certifications.Interacting With Computers:    Uses CADD software, modeling software, and analysis software to complete 
engineering related tasks.    Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search 
engines.    Uses appropriate database tracking software specific to the state and agency as required.    Operates 
computerized testing equipment to conduct materials testing.    Operates navigational GPS to obtain location data.    
Utilizes digital camera and other data recording equipment to record information and transfer files to centralized 
storage locations.Repairing and Maintaining Electronic and Mechanical Equipment:    Performs routine maintenance, 
calibrations, adjustments and necessary repair of various survey and testing equipment.Developing and Building Teams:    
Models effective performance for co-workers and assigned subordinates and encourages success and trust in others.    
Identifies developmental opportunities appropriate for assigned subordinates to improve team development.    
Encourages assigned subordinates to pursue career development opportunities as a means of improving team 
performance.Performing Administrative Activities:    Maintains project documentation for the purpose of project close-
out.    Updates internal databases to document time, schedule and project development.     Initiates payment of 
contractors and consultants based on completed work.    Prepares and mails correspondence to internal and external 
business partners.    Approves subordinate time, leave requests, expense requests, and purchases to ensure proper 
payment. Handling and Moving Objects:    Handles delicate survey and inspection equipment as required to ensure 
safety and proper use.    Operates basic sampling equipment and hand tools including level rods, plum bobs, bush hooks, 
hammers, calipers, shovel and other similar tools.Controlling Machines and Processes:    Utilizes various testing 
equipment to conduct material testing.    Utilizes office equipment including but not limited to copier, fax, phone, and 
scanner.Monitoring and Controlling Resources:    Secures assigned equipment and vehicles as per work unit policy to 
ensure equipment is not damaged or stolen.  
 
Competencies (KSA’s): 
Competencies:    Problem Solving                 Directing Others                  Time Management               Confronting Direct 
Reports                 Drive for Results                 Written Communication    Composure    Integrity and Trust               
Motivating Others               Technical LearningKnowledge:    Intermediate knowledge of plant and animal species and 
habitat         Intermediate knowledge of building and constructing transportation infrastructure and facilities        
Intermediate knowledge of designing transportation infrastructure and facilities    Intermediate knowledge of 
engineering and technology    Intermediate knowledge of historical and archeological    Intermediate knowledge of 
relevant codes, regulations, and laws      Intermediate knowledge of mathematical formulas used in algebra, geometry, 
calculus, statistics, and graphing    Intermediate knowledge of geological conditions, features, and descriptions     
Intermediate knowledge of mechanics of materials, statics, dynamics, hydraulics, and other physical principles    
Intermediate knowledge of production and processing of construction materials    Intermediate knowledge of the 
transportation system          Intermediate knowledge of safety laws, rules, regulations and policies, and best practices                 
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Intermediate knowledge of administration and management principals               Advanced knowledge of office software, 
record keeping, and form development              Advance knowledge of presentation methods and classroom instruction            
Intermediate knowledge of traffic control devices and applications Skills:    Critical Thinking                 Intermediate 
application of formulas used in algebra, geometry, calculus, statistics, and graphing    Effective oral communication to 
individuals and groups                      Effective written communication through letters, reports, memos, and technical 
documents               Reading comprehension of technical reports, laws, rules, policies and procedures             
Intermediate application of scientific rules and methods     Coordination of processes and people                  Instructing 
individuals and/or groups on technical processes and procedures    Intermediate skill of negotiation          Skill of complex 
problem solving    Operation and control of testing equipment         Skill in the application and use of office, databases, 
drafting, modeling, and analyzing software       Quality control analysis through conducting tests and inspections     
Troubleshooting                  Judgment and Decision Making          Systems evaluation              Management of material 
resources     Time Management               Active Learning                   Active Listening                  Learning Strategies              
Monitoring performance of internal and external staff                    Abilities:    Deductive Reasoning          Inductive 
Reasoning            Mathematical Reasoning    Oral Comprehension    Oral Expression                  Problem Sensitivity             
Selective Attention              Spatial Orientation               Time Sharing       Visualization       Written Comprehension     
Written Expression              Control Precision                Reaction Time    Response Orientation          Stamina 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Survey 
Equipment    Various Hand Tools    Vehicles    Boats    Electronic Message Boards    Navigational GPS    Digital Camera    
Data Recording Equipment 
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076773 - TRANS PROJ SPEC SPV 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4297 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to five years of full-time professional civil engineering work that 
may include student assistant or college seasonal civil engineering work with the State of Tennessee with at least two 
years supervising (conducting performance evaluations) and/or providing technical guidance to professional and 
technical staff in a civil engineering field. OR Possession of a master's degree in civil engineering from an accredited 
college or university and experience equivalent to four years of professional civil engineering work with at least two 
years supervising and/or providing technical guidance to professional and technical staff in a civil engineering or 
structures-related field. Substitution of Professional Registration for Education: Registration as a civil engineer with the 
State of Tennessee in either the civil engineering or the structural engineering discipline may substitute for the required 
bachelor's degree. Substitution of Experience for Education: Experience equivalent to five years of full-time professional 
civil engineering work with the State of Tennessee as a Transportation Project Specialist, Transportation Project 
Specialist Supervisor 1, Transportation Project Specialist Senior, Transportation Project Specialist Supervisor 2; or an 
Operations Specialist 2, Operations Specialist 3, Operations Specialist Supervisor 1, Operations Specialist Supervisor 2; or 
a Roadway Specialist 2, Roadway Specialist 3, Roadway Specialist Supervisor 1, Roadway Specialist Supervisor 2; or a 
Structural Specialist 2, Structural Specialist 3, Structural Specialist Supervisor 1, Structural Specialist Supervisor 2 with at 
least two years supervising (conducting performance evaluations) and/or providing technical guidance to professional 
and technical staff in a civil engineering or structures-related field. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Employees assigned Regional 
Traffic Engineer duties in the Tennessee Department of Transportation must possess and maintain a current certificate 
of registration in active status as a professional engineer with the State of Tennessee in either the civil engineering or 
structural engineering disciplines. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory civil engineering work of considerable 
difficulty over civil engineering staff in areas related to constructing or maintaining a structure, runway, or roadway, 
including geotechnical and materials testing; and performs related work as required. Distinguishing Features: An 
employee in this class is responsible for:  Providing technical guidance either through coordinating the activities or 
overseeing a technical section (i.e., traffic engineering, materials and test, and bridge inspection) for a region; or 
overseeing technical guidance provided on a statewide basis for a specialized area such as construction, maintenance, 
materials and test, or bridge inspection.  Coordinating the work of a structural or hydraulic design team which involves 
giving final approval to hydraulic or structural design plans and resolving inquiries or problems with other divisions and 
agencies.Coordinating the activities of a roadway design team which involves giving final approval to roadway design 
plans and resolving inquiries or problems with other divisions and agencies or overseeing a regional survey office. This 
class differs from a Senior Transportation Project Specialist in that the latter acts as a regional or statewide specialist in 
providing professional and technical guidance for constructing, maintaining, or designing transportation structures, 
reporting directly to a Transportation Project Supervisor 2 or Civil Engineering Manager. This class differs from Civil 
Engineering Manager 1 in that an incumbent of the latter is responsible for managing a materials acceptance office, 
runway design section, or structural or roadway design staff for a region or a civil engineering section statewide such as 
hydraulic design, special designs, traffic, geotechnical engineering, or bridge evaluation. 
 
Work Activities: 
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Assisting and Caring for Others:    Responds appropriately during medical, roadside, work site and other emergencies as 
required.Identifying Objects, Actions, and Events:    Identifies errors, omissions, and potential conflicts on applications, 
contract documents, reports, and plans.    Reads construction plans, contracts, standard drawings, guidelines, and 
schematics to identify quantities, materials, location, placement, features, specifications, and details to guide assigned 
work.    Identifies work priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and department, state, and federal laws, rules, regulations, and guidelines.    Identifies highway 
component issues for construction, maintenance, repair, safety, environmental, quality assurance and operational 
needs.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment:    Designs and graphically depicts 
the slab, abutments, beams, footings, and columns of a bridge in order to meet necessary structural requirements.    
Designs all components according to department specifications, local, state and federal standards.    Draws preliminary 
bridge plan in accordance with roadway plans and other engineering guidelines.    Designs appropriate hydraulic systems 
that protect the environment.    Designs concept plans for safety and operational improvement options.    Creates 
standard operating procedures, circular letters, and specifications related to construction and materials.Training and 
Teaching Others:    Creates and conducts agency specific and specialized training for agency employees and external 
business partners to comply with department, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures, facilitate change, and improve efficiency.    Trains and mentors assigned subordinates, peers and external 
business partners in the basic workflow and processes related to tasks.Provide Consultation and Advice to Others:    
Answers technical questions for subordinates, peers, consultants or contractors to clarify project information, 
engineering solutions, department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Provides technical guidance to external or internal business partners to resolve problems with environmental, 
geotechnical and engineering concerns.    Notifies supervisory personnel of possible violations of department, state, and 
federal laws, rules, regulations, guidelines, policies, and procedures.Monitor Processes, Materials, or Surrounding:    
Monitors work environment to identify safety hazards.    Monitors schedules and deliverables to ensure deadlines are 
met.    Monitors the cost and expenditures related to contracts are in compliance with department budgetary 
constraints.    Monitors information systems to determine necessary response in the event of an abnormal occurrence.    
Monitors compliance continuity between teams, regions, and squads.    Monitors subordinate attendance, leave, time 
worked, schedules, travel and other information.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Calculates and verifies quantities of materials based on established parameters to estimate cost, time, 
materials and other bid factors for a project.    Calculates preliminary cost estimates of structures.    Estimates work 
hours necessary to complete project and determines appropriate staffing and scheduling.Judging the Qualities of Things, 
Services, or People:    Reviews proposals, documents, applications, reports and plans for completeness and accuracy to 
make recommendation for change or improvement.     Assesses survey information collected in a district survey office to 
ensure the information is complete and accurate.    Analyzes preliminary right-of-way and construction plans for 
accuracy.    Oversees surveys of project sites for roadway, runway, or structural projects to ensure the accuracy of the 
information collected by the survey teams.    Assesses the performance of assigned subordinates for the performance 
evaluation process.    Completes consultant performance evaluations.Processing Information:    Models new and existing 
bridge structures to calculate design requirements and the allowable load capacity.    Calculates water surface 
elevations, bridge backwaters, water flow velocities, flooding extents, extent of scour, and the cost-effectiveness of 
different hydraulic structures.    Compiles data and performs necessary calculations to issue plans and plan revisions.    
Audits and verifies calculations, tabulations, report information, and other documentation submitted by staff.    
Compiles accurate and complete information to create required reports.    Calculates environmental impacts for permit 
type and mitigation fees.    Calculates and tabulates quantities for all aspects of plans.    Compiles and calculates 
evaluation scores to achieve overall performance of consultant firms.    Uses satellite-referenced GPS or standard 
surveying equipment and procedures to measure and calculate the location of control points, baseline, and other 
components of the right-of-way, construction project, and existing features of the land.    Processes contractor and 
consultant information for pre-qualification, evaluation, scoring, and selection.    Reviews project documents to issue 
material certifications for project close-out.Evaluating Information to Determine Compliance with Standards:    Verifies 
contractor shop drawings for prefabricated components and contractor-designed bridges ensuring accuracy and 
compliance with department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    
Evaluates the need for repairs to structures and recommends repairs that meet safety standards.    Evaluates documents 
including final drawings, operation procedures, plans, materials, test results, labor, environmental reports and estimates 
submitted by staff and business partners to determine compliance with department, state, and federal laws, rules, 
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regulations, guidelines, processes, and procedures.    Evaluates bridge inspection reports to determine compliance with 
federal standards and to determine weight posting and closure actions.    Evaluates stress levels of structures to 
determine compliance with federal standards in order to issue super load permits.    Evaluates reports on transportation 
infrastructure to identify concerns and issues and determine appropriate action.    Conducts site inspections to ensure 
that operational procedures are in compliance with standards and specifications.    Evaluates traffic impact and/or signal 
studies to determine compliance with federal and state standards.    Evaluates new technology, materials, or processes 
to determine best practices for department use.    Evaluate current business practices for effectiveness and provide 
recommendations for modifications, additions, or improvement of specifications.    Evaluates contractor and consultant 
information for pre-qualification.Analyzing Data or Information:    Analyzes relevant information to determine the 
appropriate engineering and environmental approach to resolve an issue, problem or task.    Analyzes project sites, 
processes, policies, and procedures to develop recommendations for changes in operations which affect the 
environment, safety, economy, efficiency and quality of agency operations and services.    Analyzes traffic volumes and 
crash rates to identify safety and operational improvement strategies.    Analyzes test results against roadway 
information to determine trends and provide recommendations for asset improvement.    Analyzes contractor and 
producer claims to help in decision making.    Analyzes contractual agreements for the purpose of setting department 
goals.Making Decisions and Solving Problems:    Recommends variable solutions to civil engineering problems.    
Determines the bridge location and length, clearance, reinforcing steel configuration, strength, size, and material of 
structural members, and other bridge parameters.    Determines that plans and specifications are accurate and 
complete.    Analyzes the roadway plans and environmental information to determine how to best avoid, minimize, and 
mitigate environmental impacts.    Corrects inaccuracies and modifies plans based on recommendations from other 
engineers and public officials.    Analyzes available routes and recommends optimal route for super load permit 
movements.    Analyzes and approves consultant proposals and manday estimates.    Evaluates environmental issues 
during project development and the construction phase to determine the most efficient solution.    Analyzes and 
approves mix design submittals for use on projects.    Selects the most qualified consultant to perform services.    
Evaluates site plans for commercial developments to determine recommendations for geometric improvements and 
driveway designs for entrance permitting.Thinking Creatively:    Implements creative engineering solutions to unique 
and complex problems.    Develops spreadsheets, presentations, forms, form letters, memos, database queries, position 
advertisements, logs, and other systems to facilitate accurate data gathering, tracking, training, efficiency and 
dissemination.    Develops process improvement suggestions to streamline workflow and improve process cycle times 
and accuracy.    Leads and participates in brainstorming sessions to develop process streamlining initiatives and improve 
business practices.Scheduling Work and Activities:    Schedules and assigns work to ensure timely processing and 
accounts for current workload.    Assigns inspection teams and other internal and external staff to project sites based on 
appropriate skill level and ensure appropriate staff coverage to accomplish workload and maintain the schedule.    
Schedules and coordinates the work of staff, contractors, consultants and utility companies to ensure timely submission 
of required information.    Schedules, coordinates and leads meetings with customers to ensure information is 
communicated.Organizing, Planning, and Prioritizing Work:    Incorporates last minute and unscheduled tasks into 
current workload to ensure timely and accurate completion of work.    Organizes and prioritizes personal workload and 
the workloads of staff using calendars, lists, and other facilitators to ensure timely and accurate completion of 
work.Interpreting the Meaning of Information for Others:    Interprets a variety of engineering and environmental rules, 
regulations, policies, procedures, and documentation for business partners to facilitate understanding, enhance 
communications, and ensure compliance.    Explains project specific procedures and regulations to staff, the general 
public, persons in other departments or divisions, or outside organizations and representatives.    Interprets plan 
specifications for property owner to facilitate understanding.Communicating with Persons Outside the Organization:    
Provides testimony in court as a technical representative for the department.    Discusses the project details, rules, 
regulations, and laws with land owners, utility representatives, government officials, business representatives, and other 
individuals.    Contacts general public, producers, consultants, contractors, and other outside agencies to obtain and 
provide required information, and correct errors for clarification.    Communicates with local bridge owners to inform 
them of inspection activity, provide inspection updates and reports and provide recommendation for action.    Presents 
technical information to small and large groups.    Communicates effectively with business partners through reports, 
emails, letters and other written communication.    Conducts and attends meetings with business partners to gather 
project information and status updates and to disseminate information.    Communicates verbally with business 
partners.Resolving Conflicts and Negotiating with Others:    Investigates conflicts between business partners and agency 
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employees according to department, state, and federal laws, rules, regulations, guidelines, processes, and procedures to 
develop an action plan for resolving the issue.    Resolves interpersonal conflicts between business partners to ensure a 
respectful and productive work environment.    Maintains a respectful and productive work environment unit to 
minimize disputes and facilitate performance.    Negotiates with business partners to develop a consistent deployment 
of policy, procedure, processes, and specifications.Guiding, Directing, and Motivating Subordinates:    Leads staff to 
perform and implement activities according to department, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures.    Manages the inspection of bridges and other roadway structures according to local, state, 
and federal guidelines to ensure standards are met.    Manages department programs to ensure compliance with 
department, state, and federal laws, rules, regulations, guidelines, processes, and procedures.    Sets performance 
standards and goals for subordinates and monitors performance.    Oversees the collection of construction material 
samples provided by field staff and suppliers for testing purposes to determine compliance with specifications, source 
approval, and other informational needs.    Supervises the production of plans development, reports, applications, and 
contracts by review of staff submittals to provide approval or feedback.    Provides motivation through positive 
reinforcement to promote a productive and efficient work environment.Coaching and Developing Others:    Educates 
business partners on department, state, and federal laws, rules, regulations, guidelines, processes, and procedures to 
facilitate accurate and timely submission of documentation.    Mentors assigned subordinates by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
assigned tasks.    Mentors less experienced coworkers to facilitate development and job performance.    Discusses 
performance with subordinates to identify and correct deficiencies and to reinforce strengths.Staffing Organizational 
Units:    Participates in the hiring process.Getting Information:    Researches plans, policies, specifications, procedures, 
guidelines, rules, regulations, and laws related to transportation using physical and electronic sources to assist with 
conflict resolution, problem solving, training development and decision making.    Collects information from staff 
regarding status updates, project schedules, and inspections to effectively make decisions, communicate to upper 
management, and prioritize work.     Contacts the general public, subordinates, persons in other departments or 
divisions, representatives, and outside organizations, including producers and suppliers, for the purpose of furnishing or 
obtaining information.    Attends meetings, conferences, and conference calls to gather information on new or existing 
policies, procedures, and project updates, best practices, technologies and other changes.    Utilizes maps, computer 
software, plans and other documents to collect project information.Developing Objectives and Strategies:    Develops 
job plans for assigned subordinates to communicate responsibilities and expected performance outcomes.    
Recommends strategies and objectives for assigned program areas to enhance performance and improve organizational 
efficiency.    Incorporates department objectives and goals into assigned programs.Operating Vehicles, Mechanized 
Devices, or Equipment:    Operates pick-up truck, SUV, van and other on road delivery and transport vehicles following 
safety and department guidelines.    Operates motorized boats following safety and department guidelines to conduct 
bridge inspection.Documenting/Recording Information:    Writes reports to document field inspections, laboratory tests, 
and other necessary items to ensure accurate information is used in decision making.    Documents and stores 
appropriate information in electronic databases and physical form to ensure accurate information is recorded.    
Documents the performance of assigned subordinates to ensure accurate and unbiased performance evaluations.    
Documents information provided during meetings and training when serving as the sole agency representative to ensure 
accurate information is disseminated to others.Communicating with Supervisors, Peers, or Subordinates:    
Communicates verbally with staff, upper management and other business partners to ensure accurate and timely 
receipt of instructions and work assignments.    Presents technical information to small and large groups.    Provides 
constructive feedback to subordinates related to job performance, work outcomes and work issues.    Communicates 
effectively with subordinates, upper management and other business partners through reports, emails, memos and 
other written communication.    Sends notification of special events, changes, approvals, and deadlines to internal and 
external business partners to ensure timely and accurate receipt of information.    Communicates work related 
information to peers and assigned subordinates to facilitate teamwork and assign tasks.    Conducts and attends 
meetings with assigned subordinates and other internal business partners to gather project information and status 
updates and to disseminate information.    Drafts correspondence in response to public complaints or inquiries.    
Maintains an open dialogue with internal business partners to ensure effective and efficient 
communications.Establishing and Maintaining Interpersonal Relationships:    Acts as a liaison with internal and external 
business partners and other organizational representatives to ensure accurate and timely processing of information and 
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deliverables.    Networks with internal and external business partners to ensure open communication and to facilitate a 
coordinated and unified work effort.    Maintains professional working relationship with peers, assigned subordinates, 
and upper management to ensure smooth and effective team operations.Coordinating the Work and Activities of 
Others:    Coordinates workload with internal and external business partners and facilitates timely and accurate task 
completion.    Assigns work to subordinates and monitors progress.    Coordinates meetings, events, and other special 
projects to ensure availability, attendance, and coverage.Updating and Using Relevant Knowledge:    Ensures that staff 
maintains required level of certifications.    Reviews current department, state, and federal information sources to 
identify relevant changes in policies, procedures, rules, regulations, and best practices and ensures staff is 
knowledgeable of the latest systems.    Completes required training events to learn new procedures, ensure continuous 
learning, maintain current knowledge of the field, and increase job proficiency.    Seeks out work related developmental 
opportunities for self and assigned subordinates to improve performance and team efficiency.Performing General 
Physical Activities:    Climbs and balances on ladders, scaffolding, vehicles, slopes, hills, and roadway structures of 
varying heights to perform inspections and evaluate the inspection process in a variety of environmental conditions.    
Walks, crawls, and hikes through construction, inspection, and maintenance sites possibly including rough terrain and 
obstacles to facilitate task completion in a variety of environmental conditions.    Lifts job related documents, 
equipment, and materials to complete assigned tasks in a variety of environmental conditions.Interacting With 
Computers:    Uses CADD, modeling and analysis software to complete engineering related tasks.    Uses office 
productivity software including but not limited to word processing programs, spreadsheet programs, presentation 
software, web-based email programs, instant-messaging programs, and search engines.    Uses appropriate database 
tracking software specific to the state and agency as required.    Operates navigational GPS to obtain location data.    
Utilizes digital camera and other data recording equipment to record information and transfer files to centralized 
storage locations.Developing and Building Teams:    Models effective performance for co-workers and assigned staff, 
encourages success in others, and enhances trust.    Encourages assigned subordinates to pursue career development 
opportunities as a means of improving team performance.    Identifies developmental opportunities appropriate for 
assigned subordinates to improve team development.Performing Administrative Activities:    Maintains project 
documentation for the purpose of project close-out.    Updates internal databases to document time, schedule and 
project development.     Initiates or reviews payment of contractors and consultants based on completed work.    
Prepares and mails correspondence to internal and external business partners.    Approves or denies subordinate time, 
leave requests, expense requests, and purchases to ensure proper payment. Monitoring and Controlling Resources:    
Monitors consultant contracts to ensure work orders and payments are within contract limits.    Secures assigned 
equipment and vehicles as per work unit policy to ensure equipment is not damaged or stolen.Controlling Machines and 
Processes:    Utilizes office equipment including but not limited to copier, fax, phone, and scanner. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Confronting Direct Reports    Managerial Courage    Drive for 
Result    Written Communication    Composure    Integrity and Trust    Motivating Other    Decision QualityKnowledge:    
Advanced knowledge of plant and animal species and habitat    Advanced knowledge of building and constructing 
transportation infrastructure and facilities    Advanced knowledge of designing transportation infrastructure and 
facilities    Advanced knowledge of engineering and technology    Advanced knowledge of historical and archeological 
sites    Advanced knowledge of relevant codes, regulations, and laws    Advanced knowledge of mathematical formulas 
used in algebra, geometry, calculus, statistics, and graphing    Advanced knowledge of geological conditions, features, 
and descriptions    Advanced knowledge of mechanics of materials, statics, dynamics, hydraulics, and other physical 
principles    Advanced knowledge of production and processing of construction materials    Advanced knowledge of the 
transportation system    Advanced knowledge of safety laws, rules, regulations and policies, and best practices    
Advanced knowledge of administration and management principals    Advanced knowledge of office software, record 
keeping, and form development    Advance knowledge of presentation methods and classroom instruction    Knowledge 
of personnel recruitment, selection and training    Advanced knowledge of traffic control devices and applicationsSkills:    
Advanced application of formulas used in algebra, geometry, calculus, statistics, and graphing    Effective oral 
communication to individuals and groups    Effective written communication through letters, reports, memos, and 
technical documents    Reading comprehension of technical reports, laws, rules, policies and procedures    Advanced 
application of scientific rules and methods    Coordination of processes and people    Instructing individuals and/or 
groups on technical processes and procedures    Advanced skill of negotiation    Skill of complex problem solving    Skill in 
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the application and use of office, databases, drafting, modeling, and analyzing software    Quality control analysis 
through conducting tests and inspections    Monitoring performance of internal and external staff    Critical thinking    
Troubleshooting    Judgment and decision making    Systems evaluation    Management of material resources    Time 
management    Active learning    Active listening    Learning strategiesAbilities:    Deductive Reasoning    Inductive 
Reasoning    Mathematical Reasoning    Memorization    Oral Comprehension    Oral Expression    Problem Sensitivity    
Selective Attention    Time Sharing    Visualization    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Material Sampling and Testing Equipment    Survey 
Equipment    Various Hand Tools    Vehicles    Boats    Electronic Message Boards    Navigational GPS    Digital Camera    
Data Recording Equipment 
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076770 - TRANS PROJ SPECIALIST 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4282 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree in civil engineering and experience equivalent to one year of full-time professional civil engineering work; this 
may include student assistant or college seasonal civil engineering work with the State of Tennessee. Candidate must 
have passed the National Council of Examiners and Surveys' (NCEES) Fundamentals of Engineering exam.  OR Possession 
of a master's degree in civil engineering from an accredited college or university and passage of the National Council of 
Examiners and Surveys' (NCEES) Fundamentals of Engineering exam.  Substitution of Professional Registration for 
Education: Registration as a professional engineer with the State of Tennessee in either the civil engineering or 
structural engineering disciplines may substitute for the required bachelor's degree. Substitution of Experience for 
Education: Experience equivalent to one year of full-time professional civil engineering work with the State of Tennessee 
as a Transportation Project Specialist, Transportation Project Specialist Supervisor 1, Transportation Project Specialist 
Senior, Transportation Project Specialist Supervisor 2; or an Operations Specialist 2, Operations Specialist 3, Operations 
Specialist Supervisor 1, Operations Specialist Supervisor 2; or a Roadway Specialist 2, Roadway Specialist 3, Roadway 
Specialist Supervisor 1, Roadway Specialist Supervisor 2; or a Structural Specialist 2, Structural Specialist 3, Structural 
Specialist Supervisor 1, Structural Specialist Supervisor 2 may be substituted for the required BSCE and candidate must 
have passed the National Council of Examiners and Surveys' (NCEES) Fundamentals of Engineering exam. Substitution of 
Experience for Certification: Experience equivalent to twelve years of full-time professional civil engineering work may 
substitute for passage of the National Council of Examiners and Surveys' (NCEES) Fundamentals of Engineering exam.  
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for performing non-routine professional civil engineering work of 
considerable difficulty related to design of roadway, construction of a roadway, runway, highway and/or bridge, and 
performs related work as required. Distinguishing Features: This the working level class in the Transportation Project 
Specialist series. An employee will apply professional level civil engineering principles, in one of the following areas, to:  
Perform more difficult roadway designs such as urban multi-lane roads or simple interchange overpasses requiring 
greater use of multiple survey points, right of ways, roadway distances, and other design elements in projects or to lead 
a squad of subordinate design engineers or draftsman on a roadway design project.  Lead subordinate design engineers 
on a structural or hydraulic design project and performing more advanced structural or hydraulic design work such as 
designing a post tensioned or structural steel bridge or implementing modifications in hydraulic designs based upon 
regulatory negotiations.  Ensure the construction of roads, runways, and/or bridges, including geotechnical and 
materials testing adhere to civil engineering specifications and standards. ,This class is flexibly staffed and differs from 
the Graduate Transportation Associate in that employees in the latter perform simpler civil engineering design, 
construction oversight and inspection, and/or structural or hydraulic design projects. The Transportation Project 
Specialist may supervise a technical level staff. 
 
Work Activities: 
Assisting and Caring for Others: Responds appropriately during medical, roadside, work site and other emergences as 
required.Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Designs and graphically depicts 
plans including interchange layouts, roadway lines and grades, survey data and other design parameters used by 
contractors to build bridge approaches, simple intersections, or resurfacing projects. Designs and graphically depicts the 
slab, abutments, beams, footings, and columns of a bridge in order to meet necessary structural requirements. Draws 
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preliminary bridge plan in accordance with roadway plans and other engineering guidelines. Designs appropriate 
hydraulic systems that protect the environment. Designs all components according to departmental specifications, local, 
state and federal standards. Designs concept plans for safety and operational improvement options. Creates standard 
operating procedures, circular letters, and specifications related to construction and materials. Writes general notes 
specifying control items to be used for project. Develops and/or arranges tables, drawings, general and specific notes, 
and other required information for plans.Identifying Objects, Actions, and Events: Identifies infrastructure issues of 
highway components for maintenance, repair, safety, environmental, and operational needs. Reads construction plans, 
contracts, standard drawings, guidelines, and schematics to identify quantities, materials, location, placement, features, 
specifications, and details to guide assigned work. Identifies work priorities to ensure the most important work is 
completed first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, 
regulations, and guidelines. Identifies geotechnical characteristics of project area to determine possible issues with 
design and/or construction.Inspecting Equipment, Structures, or Materials: Inspects bridges, tunnels, overpasses, and 
other roadway structures according to local, state, and federal guidelines to ensure standards are met. Inspects 
geotechnical event, including sink hole, rock fall, or landslide, to gather information to determine appropriate action to 
resolve the issue. Conducts random inspections of sites, equipment, and/or materials to determine that the job is being 
completed as specified. Conducts field inspection to determine accuracy of documented property features.Monitor 
Processes, Materials, or Surroundings: Monitors work environment to identify safety hazards. Monitors work outputs to 
ensure quality to report to assigned supervisor. Monitors schedules and/or deliverables to ensure deadlines are met. 
Monitors the costs and/or expenditures related to contracts to ensure compliance with budgetary constraints. Monitors 
information systems to determine necessary response in the event of an abnormal occurrence. Monitors infrastructure 
to identify concerns and/or issues to report to appropriate contact. Monitors materials, equipment, and/or resources to 
ensure sufficient quality.Estimating the Quantifiable Characteristics of Products, Events, or Information: Calculates 
roadway quantities of materials given set parameters to estimate time, materials and other bid factors for a project. 
Estimates work hours to establish project schedule, staffing requirements, and/or inspection cost. Estimates utility 
relocation costs to allocate funding. Estimates available work items to determine Disadvantaged Business 
Enterprise/Small Business Enterprise participation on construction projects.Judging the Qualities of Things, Services, or 
People: Assesses right-of-way plans for completeness and accuracy to ensure proper right-of-way acquisition. Review 
reports and/or plans for completeness and accuracy to make recommendation for change or improvement. Assesses 
survey information collected in a district survey office to ensure the information is complete and accurate. Oversees 
surveys of project sites for roadway, runway, and/or structural projects to ensure the accuracy of the information 
collected by the survey teams. Assesses the performance of assigned subordinates for the performance evaluation 
process.Evaluating Information to Determine Compliance with Standards: Evaluates the need for repairs to structures 
and recommends repairs to meet safety standards. Evaluates stress levels of structures to determine compliance with 
federal standards and to issue super-load permits. Verifies contractor's shop drawings for prefabricated components 
and/or contractor-designed bridges to ensure accuracy and to determine compliance with departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures. Evaluates final drawings, operations procedures, 
plans, materials, test results, labor, and/or estimates submitted by internal and external business partners for accuracy 
and to determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Evaluates bridge inspection reports to determine compliance with federal standards and to determine 
weight posting/closure actions. Evaluates traffic impact and/or signal studies to determine compliance with federal and 
state standards. Conducts site inspections to ensure that operational procedures are in compliance and are cost 
efficient. Evaluates new technologies, materials, and/or processes to determine best practices for departmental use. 
Evaluates current business practices for effectiveness and provides recommendations for modifications, additions, or 
improvement of specifications. Evaluates contractor and/or consultant information for pre-qualification.Organizing, 
Planning, and Prioritizing Work: Organizes and prioritizes personal workload and/or the workloads of subordinates using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work. Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work.Performing General Physical 
Activities: Climbs and/or balances on ladders, scaffolding, vehicles, slopes, hills, roadway structures of varying heights to 
perform inspections and/or complete other assigned tasks in a variety of environmental conditions. Lifts job related 
documents, equipment and/or materials to complete assigned tasks in a variety of environmental conditions. Walks, 
crawls, and/or hikes through construction, inspection, and maintenance sites possibly including rough terrain and 
obstacles to facilitate task completion in a variety of environmental conditions.Operating Vehicles, Mechanized Devices, 



 TN Job Classification Specifications  
September 22, 2020 

or Equipment: Operates motorized boats and under bridge crane within safety and departmental guidelines to conduct 
bridge inspection. Operates pavement evaluation equipment to conduct pavement testing. Operates pick-up truck, SUV, 
van and/or other on road delivery and transport vehicles within safety and departmental guidelines as 
necessary.Repairing and Maintaining Mechanical Equipment: Performs routine maintenance, calibrations, adjustments 
and necessary repair of various testing equipment.Communicating with Persons Outside the Organization: Provides 
testimony in court as a representative of the department. Coordinates with departmental representatives to draft 
correspondence in response to public complaints and/or inquiries. Communicates with local bridge owners to inform 
them of inspection activity, provide inspection updates/reports and provide recommendation for action. Discusses the 
project details, rules, regulations, and laws with land owners, utility representatives, government officials, business 
representatives, and other individuals. Presents technical information to small and/or large groups to disseminate 
information. Conducts and/or attends meetings with external business partners to gather project information and status 
updates and to disseminate information. Communicates verbally with general public, producers, consultants, 
contractors, and other outside agencies to obtain/provide required information, correct errors, and/or for clarification 
purposes.Resolving Conflicts and Negotiating with Others: Resolves interpersonal conflicts between assigned 
subordinates to ensure a respectful and productive work environment. Investigates conflicts between business partners 
and agency employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures to develop an action plan for resolving the issue. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance.Training and Teaching Others: Creates 
and/or conducts agency specific and specialized training for agency employees and external business partners to comply 
with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, 
and improving initiatives. Trains and/or mentors assigned subordinates, peers and/or external business partners in the 
basic workflow and processes related to their tasks.Guiding, Directing, and Motivating Subordinates: Leads survey team 
and/or bridge inspection crew to conduct the survey according to departmental, state, and federal laws, rules, 
regulations, guidelines, processes, and procedures. Assists regional or statewide specialist by providing technical 
guidance to field engineering staff for a specialty area such as construction, maintenance, materials and tests, and/or 
bridge inspection. Provides technical guidance to other engineering personnel regarding material specifications, testing 
methods, and/or construction practices.Provide Consultation and Advice to Others: Provides technical guidance to 
external and/or internal business partners to resolve problems with environmental, geotechnical and/or engineering 
concerns. Answers technical questions for subordinates, peers, consultants or contractors to clarify project information, 
engineering solutions, departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. 
Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, regulations, 
guidelines, policies, and procedures.Performing Administrative Activities: Writes reports to resolve geotechnical 
problems, such as slope instability, settlement problems, or foundation instability. Initiates payment of contractors 
and/or consultants based on work completed. Maintains project documentation for the purpose of project close-out. 
Prepares and mails correspondence to internal and external business partners.Getting Information: Obtains 
geotechnical, hydraulic, environmental, structural, survey, and/or other applicable information to assist with permitting, 
designing, and/or analyzing projects. Researches plans, policies, specifications, procedures, guidelines, rules, 
regulations, and laws related to transportation using physical and/or electronic sources to assist with conflict resolution, 
problem solving, and/or decision making. Collect construction material samples provided by field staff and/or suppliers 
for testing purposes to determine compliance with specifications, source approval, and/or other informational needs. 
Utilize maps, computer software, plans and/or other documents to collect project information. Contacts the general 
public, persons in other departments and/or divisions, representatives, and outside organizations, including producers 
and suppliers, for the purpose of furnishing or obtaining information. Attends meetings and conferences/conference 
calls to gather information on new or existing policies, procedures, and project updates, best practices, technologies and 
other changes.Processing Information: Models new and existing bridge structures to calculate design requirements 
and/or the allowable load capacity. Calculates water surface elevations, bridge backwaters, water flow velocities, 
flooding extents, extent of scour, and the cost-effectiveness of different hydraulic structure types. Conducts laboratory 
and/or field tests by taking measurements, performing calculations, and/or using appropriate equipment to determine 
material's properties. Uses satellite-referenced GPS or standard surveying equipment and procedures to measure and 
calculate the location of control points, baseline, and/or other components of the right-of-way, construction project, 
and/or existing features of the land. Compiles accurate and complete information during work day or inspection to 
ensure costs associated with work performed are allocated appropriately. Compiles accurate and complete information 
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to create required report. Processes bid packages for contract books. Compiles data and performing necessary 
calculations to issue plans and/or plans revisions. Compiles and calculates evaluation scores to achieve overall 
performance of consultant firms. Completes or confirms title reports to ensure accuracy of property owners are 
documented. Verifies requested utility materials to ensure accuracy. Tabulates environmental impacts for permit type 
and calculates mitigation fees as required.Analyzing Data or Information: Analyzes traffic volumes and/or crash rates to 
identify safety and operational improvement strategies. Analyzes relevant information to determine the appropriate 
engineering approach to resolve an issue, problem and/or task. Analyzes test results against roadway information 
determine trends and/or provide recommendations for asset improvement. Analyzes processes, policies, and 
procedures to develop recommendations for changes in operations which affect the economy, efficiency and/or quality 
of agency operations and services. Analyzes contractual agreements for the purpose of setting departmental goals. 
Analyze right-of-way calls and areas for accuracy. Analyzes contractor claims to help in decision making.Making 
Decisions and Solving Problems: Determines the bridge location, length, clearances, reinforcing steel configuration, 
strength, size, material of structural members, and/or other bridge parameters. Determines highway facilities elevations 
and/or alignments. Determines that plans and/or specifications are accurate and complete. Corrects inaccuracies and/or 
modifies plans based on recommendations from other engineers and/or public officials. Analyzes available routes and 
recommends optimal route for super-load permit movements. Analyzes and approves mix designs submittals for use on 
projects. Recommends variable solutions to civil engineering problems. Evaluates site plans for commercial 
developments to determine recommendations for geometric improvements and/or driveway designs for entrance 
permitting. Selects areas to be depicted on plans and maps. Analyzes plans and/or environmental information to 
determine how to best avoid, minimize, and/or or mitigate environmental impacts.Thinking Creatively: Implements 
creative engineering solutions to unique problems as they arise. Develops spreadsheets, presentations, forms, form 
letters, memos, database queries, position advertisements, logs, and/or other systems as required to facilitate accurate 
data gathering, tracking, training, efficiency and dissemination. Develops process improvement suggestions to 
streamline workflow and/or improve process cycle times and accuracy. Participates in brainstorming sessions to develop 
process streamlining initiatives and improve business practices.Developing Objectives and Strategies: Develops job plans 
for subordinates to communicate responsibilities and expected outcomes of performance in their role. Recommends 
strategies and objectives for assigned program areas to enhance performance and improve organizational efficiency. 
Incorporate departmental objectives and goals into assigned programs.Scheduling Work and Activities: Assigns 
inspection teams and/or other internal and external staff to project sites to ensure appropriate skill level, staff coverage 
to accomplish workload and maintain the schedule. Schedules and coordinates the work of subordinates, contractors, 
consultants and utility companies to ensure timely submission of required information. Schedules personal workload to 
ensure timely processing and account for current workload. Schedule and coordinate meetings with internal and 
external customers to ensure information is communicated.Repairing and Maintaining Electronic Equipment: 
Performing routine maintenance, calibrations, adjustments and/or necessary repair of various survey and testing 
equipment.Documenting/Recording Information: Writes reports to document field inspections, laboratory test, and/or 
other necessary items to ensure accurate information is used in decision making. Documents information provided 
during meetings and training when serving as the sole agency representative to ensure accurate information is 
disseminated to others. Documents and stores appropriate information in electronic databases and/or physical form as 
required ensuring accurate information is recorded. Continually documents the performance of subordinates to ensure 
accurate and unbiased performance evaluations.Interpreting the Meaning of Information for Others: Interprets a variety 
of engineering rules, regulations, policies, procedures, and documentation for internal and external business partners to 
facilitate understanding, enhance communications, and ensure compliance. Explains project specific procedures and 
regulations to the general public, persons in other departments or divisions, or outside organizations and 
representatives as required. Interprets plans specifications to property owner to facilitate 
understanding.Communicating with Supervisors, Peers, or Subordinates: Presents technical information to small and 
large groups to disseminate information. Maintains an open dialogue with internal business partners to ensure effective 
and efficient communications. Communicates verbally with subordinates, upper management and other internal 
business partners to ensure accurate and timely receipt of instructions and work assignments. Communicates through 
written format to send notifications of special events, changes, approvals, and deadlines to internal and external 
business partners to ensure timely and accurate receipt of information. Communicates work related information to 
peers and subordinates to facilitate teamwork, assign tasks, and coordinate effort. Conducts and/or attends meetings 
with subordinates and other internal business partners to gather project information and status updates and to 
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disseminate information.Establishing and Maintaining Interpersonal Relationships: Networks with internal and external 
business partners to ensure open dialogues exist and to facilitate coordination and unified effort. Acts as a liaison with 
internal and external business partners and other organizational representatives to ensure accurate and timely 
processing of information and deliverables. Maintains professional working relationships with peers, with subordinates, 
and with upper management to ensure smooth and effective team operations.Coordinating the Work and Activities of 
Others: Coordinates workload with internal and external business partners as required facilitating timely and accurate 
task completion. Assigns work to technical subordinates and monitors their progress. Coordinates meetings, events, and 
other special projects as required to ensure availability, attendance, and coverage.Coaching and Developing Others: 
Mentors less experienced coworkers to facilitate development and job performance. Educates internal and external 
business partners on departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
process to facilitate accurate and timely submission of documentation. Mentors subordinates by providing feedback and 
information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, 
proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform 
their assigned tasks.Updating and Using Relevant Knowledge: Completes required training events to learn new 
procedures, ensure continual learning, maintain current knowledge of the field, and increase job proficiency. Seeks out 
work related developmental opportunities for self and/or subordinates to improve performance and team efficiency. 
Maintains required level of certifications. Continual learning of engineering practices to maintain familiarity with the 
standard of care. Reviews current departmental, state, and federal information sources to identify relevant changes in 
policies, procedures, rules, regulations, and best practices to ensure staff is knowledgeable of the latest 
systems.Handling and Moving Objects: Clears brush as required to facilitate the taking of survey shots and visual 
inspections. Handles delicate survey and inspection equipment as required ensuring its safety and proper use. Operates 
basic sampling equipment and hand tools including level rods, plum bobs, bush hooks, hammers, calipers, shovel and 
other similar tools. Delivers construction material samples to material and test labs for testing purposes.Controlling 
Machines and Processes: Utilizes various testing equipment, such as nuclear gauge, to conduct materials testing. Utilizes 
office equipment including but not limited to copier, fax, phone, and scanner.Interacting With Computers: Uses CADD 
software, modeling software, and analyzing software to complete engineering related tasks. Uses office productivity 
software including but not limited to word processing programs, spreadsheet programs, presentation software, web-
based email programs, instant-messaging programs, and search engines. Operate navigational GPS to obtain location 
data. Operates computerized testing equipment to conduct materials testing. Operate employee self-service database 
to maintain and view personal employment data. Utilizes digital camera and other data recording equipment to record 
information and transfer files to centralized storage locations. Uses appropriate database tracking software specific to 
the state and agency as required.Developing and Building Teams: Models effective performance for co-workers and/or 
subordinates to provide a role model, encourage success in others, and enhance trust. Encourages subordinates to 
pursue career development opportunities as a means of improving team performance. Identifies developmental 
opportunities appropriate for assigned subordinates to improve team development.Monitoring and Controlling 
Resources: Secures assigned equipment and vehicles as per work unit policy to ensure equipment is not damaged or 
stolen.Staffing Organizational Units: Participates in interviews and recruiting efforts for new job candidates. 
 
Competencies (KSA’s): 
Competencies: Problem Solving                          Technical Learning                       Time Management                        Drive for 
Results                          Written Communication               Composure                   Integrity and Trust                        Patience                       
Self-Development       Knowledge: Intermediate knowledge of plant and animal species and habitat                  
Intermediate knowledge of building and constructing transportation infrastructure and facilities                 Intermediate 
knowledge of designing transportation infrastructure and facilities                         Intermediate knowledge of engineering 
and technology               Intermediate knowledge of historical and archeological sites                       Intermediate 
knowledge of relevant codes, regulations, and laws                Intermediate knowledge of mathematical formulas used in 
algebra, geometry, calculus, statistics, and graphing Intermediate knowledge of geological conditions, features, and 
descriptions               Intermediate knowledge of materials, statics, dynamics, hydraulics, and other physical principles 
Intermediate knowledge of production and processing of construction materials                         Intermediate knowledge 
of the transportation system                   Intermediate knowledge of safety laws, rules, regulations and policies, and best 
practices                         Skills: Intermediate application of formulas used in algebra, geometry, calculus, statistics, and 
graphing              Effective oral communication to individuals and groups                              Effective written 
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communication through letters, reports, memos, and technical documents                        Reading comprehension of 
technical reports, laws, rules, policies and procedures                      Intermediate application of scientific rules and 
methods Instructing individuals and/or groups on technical processes and procedures              Intermediate skill of 
negotiation                   Skill of service orientation                            Skill of complex problem solving                                                
Skill in the application and use of office, databases, drafting, modeling, and analyzing software                Quality control 
analysis through conducting tests and inspections               Troubleshooting                           Judgment and decision making    
Time management                       Abilities: Deductive Reasoning                   Inductive Reasoning                     Mathematical 
Reasoning              Memorization               Oral Comprehension                    Oral Expression           Problem Sensitivity                      
Selective Attention                       Time Sharing                Visualization                Written Comprehension               Written 
Expression                       Speech Clarity              Speech Recognition                      Visual Color Discrimination                        
Near Vision                  Far Vision 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Survey Equipment 
Various Hand Tools Vehicles Boats Electronic Message Boards Navigational GPS Digital Camera Data Recording 
Equipment 
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076793 - TRANSPORTATION COORDINATOR 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4303 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076794 - TRANSPORTATION COORDINATOR 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4304 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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076795 - TRANSPORTATION COORDINATOR 3 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4307 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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076781 - TRANSPORTATION MANAGER 1 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4298 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree and experience equivalent to five years of full-time work in one or a combination of the following areas: (1) 
technical supervision of staff in a transportation related area; or professional experience involved in the (2) supervision 
or administration of transportation regulatory programs or services; (3) civil engineering, architectural design, or 
construction operations (e.g., maintenance, materials testing, construction inspection); (4) analysis of environmental or 
historical impact data; (5) related community or transportation planning activities, including public transportation, 
aeronautics, railroads, or waterways; (6) government land appraisals or land acquisitions for public usage; or (7) 
managing programs and/or projects to determine compliance with organizational rules, regulations, or related 
standards. At least two of the required five years must be supervisory or higher experience in one or a combination of 
the following areas: (1) supervision or administration of transportation regulatory programs or services, including, but 
not limited to, highway maintenance administration; (2) professional transportation-related program experience 
including, but not limited to, planning, civil engineering, construction operations, aeronautics, public transportation, 
railroads, waterways, analysis of environmental or historical impact data, or government land appraisals or acquisitions 
for public usage; or (3) cartography or photogrammetry; or (4) managing programs and/or projects to determine 
compliance with organizational rules, regulations, or related standards Substitution of Education for Experience:   
Possession of a master's degree from an accredited college or university may substitute for the required experience to a 
maximum of two years.  Substitution of Experience for Education: Qualifying technical or higher experience involved in a 
transportation-related area or professional experience in one or a combination of the following areas may substitute for 
the required education on a year for year basis to a maximum of four years: (1) supervision or administration of any 
transportation regulatory program or service; (2) civil engineering, architectural design, or construction operations; (3) 
analysis of environmental or historical impact data; (4) community or transportation planning activities; (5) government 
land appraisals or land acquisitions for public usage; or (6) managing programs and related projects to determine 
compliance with organizational rules, regulations, or related standards.(e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education.)  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
 Summary: Under general supervision, is responsible for professional supervisory and managerial transportation work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class manages 
the activities of multiple transportation subsections of planning, program development, or program operations. This 
class differs from that of Transportation Manager 2 in that an incumbent of the latter manages a transportation office 
and supervises incumbents in this class.  
 
Work Activities: 
Making Decisions and Solving Problems: Makes complex decisions related to the management of divisional and program 
operations, activities, and performance. Selects job candidates who best fit available positions based on the results of 
selection assessment and testing. Develops divisional policies and procedures in compliance with departmental, state, 
and federal laws, rules, and regulations to enhance consistency. Analyzes transportation related research by reviewing 
academic studies to implement departmental and divisional policies and procedures. Approves travel, time and 
attendance, training, and other related requests submitted by assigned subordinates to ensure compliance with 
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departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.Identifying Objects, 
Actions, and Events: Identifies compliance with federal and state laws, rules, and regulations to ensure that 
departmental policies and procedures meet the most current standards. Identifies work tasks that deviate from 
established standard operating procedures by recognizing differences and similarities to ensure that best practices are 
applied consistently. Identifies the cause of errors, problems, or defects relating to the inspection of equipment, 
environmental features, structures, material, real property, or other related components. Identifies new and innovative 
products, equipment, procedures, and processes to improve departmental operations.Resolving Conflicts and 
Negotiating with Others: Investigates conflicts between internal business partners, external business partners, and/or 
employees according to departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures 
to develop an action plan for resolving the issue. Resolves interpersonal conflicts between assigned subordinates to 
ensure a respectful and productive work environment. Maintains a respectful and productive work environment within 
the assigned work unit to minimize disputes and facilitate performance.Monitoring and Controlling Resources: Manages 
work pertaining to program development and scheduling, equipment resources, and other transportation related 
activities for departmental and divisional operations. Manages work activities related to transportation financial 
planning within budgetary constraints and/or project appropriations for departmental and divisional operations. 
Manages the procurement, receipt, and payment of products, equipment, and/or services in compliance with all laws, 
rules, and regulations.Organizing, Planning, and Prioritizing Work: Organizes and prioritizes personal workload, the 
workloads of assigned subordinates, and resources to ensure timely and accurate completion of work. Incorporates last 
minute and unscheduled tasks into current workload to ensure timely and accurate completion of work. Delegates tasks 
to subordinates based on the competencies they possess to ensure work is completed efficiently, accurately, and 
timely.Interpreting the Meaning of Information for Others: Explains transportation related projects, programs, 
procedures and regulations to the general public, persons in other departments or divisions, upper management, or 
outside organizations and representatives as required.Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment: Manages the development of transportation related activities including but not limited to specifications, 
plans, structure design, and standard operating procedures for internal and external business partners.Communicating 
with Supervisors, Peers, or Subordinates: Communicates work related information and expectations to peers and 
subordinates to facilitate teamwork, assign tasks, and coordinate effort. Maintains an open dialogue with internal 
business partners to ensure effective and efficient communications. Communicates with upper management on specific 
programs and situations requiring cooperation and explanation of the services and activities of the program. Provides 
regular updates to upper management and other internal business partners on the status of projects and other assigned 
work. Disseminates necessary information received from upper management to peers and subordinates to ensure 
departmental, divisional, and program objectives are met. Communicates requests for resources and services to internal 
and external business partners through verbal and written communications to meet program objectives. Participates in 
staff meetings as required to provide and gather status updates for assigned workload. Conducts meetings with 
subordinates and other internal business partners to gather information and status updates and to disseminate 
information. Conducts periodic performance development meetings with subordinates to communicate and develop job 
plans and provide performance feedback and developmental guidance.Communicating with Persons Outside 
Organization: Testifies in hearings on behalf of the state related to the results of program and employee related 
incidents as required. Communicates with external business partners to facilitate outside events and programs in which 
the state/agency participates. Communicates with outside callers and senders to ensure questions are directed to the 
appropriate individuals in accordance with departmental and divisional policies and procedures. Contacts vendors, 
consultants, contractors, and other outside agencies to obtain/provide required information, correct errors, and/or for 
clarification purposes in accordance with departmental and divisional policies and procedures. Conducts and/or attends 
meetings with assigned subordinates and other internal and/or external business partners to gather project information 
and status updates and to disseminate information.Getting Information: Makes regular contacts with the general public, 
persons in other departments or divisions, or outside organizations and representatives for the purpose of furnishing or 
obtaining information. Researches policies, procedures, guidelines, rules, regulations, and laws related to departmental 
and divisional work processes using physical and electronic sources to inform conflict resolution, problem solving, and 
decision making. Attends management meetings and conferences/conference calls to gather information on federal, 
state, and local laws, policies, procedures, process updates, best practices, and related matters. Participates and 
supervises field research, reviews, and studies to collect data for evaluation and decision-making purposes.Monitor 
Processes, Materials, or Surroundings: Monitors the costs and expenditures related to divisional programs and 
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processes to ensure compliance with budgetary constraints, rules, and regulations. Monitors workflow and resources to 
effectively and efficiently assess status of departmental and divisional programs and processes. Monitors subordinate 
staff to document performance and ensure performance documents are completed timely and accurately. Monitors 
time and labor during each pay period to identify timekeeping issues and exceptions.Judging the Qualities of Things, 
Services, or People: Assesses the quality of the work of subordinates to inform, advise, and guide performance 
management and development. Assesses the quality and capacity of human resources to determine staffing decisions 
and recommendations including promotion, demotion, transfer, and retention. Assesses the quality of studies, 
proposals, analyses, and administrative actions to guide the decision making process. Assesses technological and/or 
equipment advances used to enhance the performance and efficiency of the workflow.Evaluating Information to 
Determine Compliance with Standards: Evaluates detailed and/or complex records, documentation, and transactions to 
determine compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and 
procedures. Reviews work activities, products, and/or information completed or provided by assigned subordinates and 
internal business partners to ensure accuracy and compliance with standards. Evaluates equipment, technology, and/or 
materials used to ensure compliance with standards.Developing Objectives and Strategies: Assists in incorporating 
departmental objectives and goals into assigned programs. Assists in developing and implementing strategies and 
objectives for assigned program areas to enhance performance and improve organizational efficiency. Assists in 
developing and implementing strategic programs and events to improve subordinate morale.Coordinating the Work and 
Activities of Others: Coordinates workload with internal and external business partners as required facilitating timely 
and accurate task completion. Coordinates meetings, events, and other special projects as required to ensure 
availability, attendance, and coverage. Coordinates with upper management, peers, and subordinates to facilitate 
equitable workload dissemination.Guiding, Directing, and Motivating Subordinates: Influences subordinates and teams 
using identified motivational factors to increase job performance and productivity. Provides feedback during the 
performance evaluation cycle to address subordinate performance. Provides guidance and direction about 
departmental and divisional policies and procedures.Analyzing Data or Information: Analyzes data, processes, policies, 
and procedures to document and/or develop recommendations for changes in operations which affect the economy, 
efficiency and quality of departmental and divisional operations and services. Analyzes data, processes, policies, and 
procedures to reveal trends and patterns providing information and insights for decision making.Scheduling Work and 
Activities: Schedules personal workload and the workloads of subordinates to ensure timely processing of current 
workload. Assigns and manages internal and/or external staff to ensure appropriate skill level and staff are available to 
accomplish workload and maintain the project schedule.Interacting with Computers: Uses appropriate state and federal 
databases and/or software as required managing information. Uses office productivity software including but not 
limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, 
instant-messaging programs, and search engines.Establishing and Maintaining Interpersonal Relationships: Maintains 
professional working relationships with peers, subordinates, and upper management to ensure smooth and effective 
team operations. Networks with internal and external business partners to develop a productive working 
relationship.Coaching and Developing Others: Mentors direct reports and subordinate staff by providing feedback and 
information on organizational culture, policies and procedures. Coaches subordinate staff by providing feedback and 
information on workflow and chain of command, task prioritization, proper documentation, use of systems and 
available functionality, and how to most effectively and efficiently perform their assigned tasks.Staffing Organizational 
Units: Conducts job interviews to select most qualified candidate. Identifies advancement opportunities for 
subordinates within assigned area.Inspecting Equipment, Structures, or Material: Supervises the inspection of 
equipment, structures, material, real property, environmental features, or other related components to identify the 
cause of errors, problems, or defects. Processing Information: Prepares a variety of detailed and/or complex reports to 
inform or recommend action in departmental and divisional operations. Prepares, audits, and maintains records, 
documents, and/or correspondence as required by departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures. Maintains and manage accurate and complete information to ensure costs and resources 
associated with work performed are allocated appropriately. Prepares, processes, and corrects information related to 
departmental policies and procedures as assigned. Performs calculations related to time, labor, and costs to verify 
accuracy of reported work activities. Reviews and approves various requests from internal business partners in the 
appropriate databases as required.Updating and Using Relevant Knowledge: Participates in national, regional, and local 
conferences as needed to gather and share knowledge between peers to improve departmental and divisional practices 
and processes. Attends training and conferences as required to ensure continual learning and current knowledge of the 
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field. Seeks out work related developmental opportunities for self and assigned subordinates to improve performance 
and team efficiency. Attends agency specific training as required to ensure compliance with departmental, state, and 
federal laws and guidelines.Developing and Building Teams: Models effective performance for co-workers and assigned 
subordinates to provide a role model, encourage success in others, and enhance trust. Identifies motivational factors 
relevant to assigned subordinates to enhance commitment and performance. Encourages subordinates to pursue career 
development opportunities as a means of improving team performance. Identifies developmental opportunities 
appropriate for subordinates to improve team development.Performing Administrative Activities: Responds to emails, 
phone calls, and other correspondence as required. Maintains program files and databases to ensure proper record 
keeping. Enters personal time and leave/overtime requests into the appropriate databases as required.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Determines time, costs, resources, or materials 
necessary for departmental and divisional activities and events. Estimates sizes, distances, and/or quantities of 
materials, products, equipment necessary for departmental and divisional operations.Thinking Creatively: Develops 
spreadsheets, presentations, forms, form letters, memos, logs, and other systems as required to facilitate efficient and 
effective operation of the program. Participates in brainstorming sessions and makes recommendations to improve 
technical specifications, departmental and divisional practices and processes.Documenting/Recording Information: 
Documents the performance of subordinates to ensure accurate and unbiased performance evaluations. Manages 
vehicle and/or equipment programs through documentation to ensure proper use, accountability, and 
functionality.Training and Teaching Others: Trains subordinates in the basic workflow and processes related to their 
tasks. Oversees training schedule and needs to improve skills, productivity, safety, and efficiency for assigned 
subordinates. Develops training programs for external and internal business partners as needed. 
 
Competencies (KSA’s): 
Competencies: Learning on the Fly             Problem Solving         Delegation         Organizing         Planning            Process 
Management          Timely Decision Making               Conflict Management          Presentation Skills              Building 
Effective Teams Knowledge: Intermediate knowledge of business and management principles as it applies to 
transportation programs Intermediate knowledge of business and management principles as it applies leadership 
techniques Intermediate knowledge of business and management principles as it applies to the coordination of people 
and resources Intermediate knowledge of contract, grant, and procurement development, administration and 
management as it applies to transportation projects and programs Intermediate knowledge of natural resources 
including but not limited to streams, wet lands, and sink holes as it relates to transportation Intermediate knowledge of 
the function and application of public services in program areas related to transportation infrastructures and facilities 
Intermediate knowledge of customer and personal service Intermediate knowledge of transportation design principles 
and concepts Intermediate knowledge of analysis, management, and reporting of financial data Intermediate knowledge 
of scheduling and budgeting principles and practices Intermediate knowledge of real estate law, policies, and 
procedures Intermediate knowledge of federal, state, and local laws related to transportation programs and funding 
Intermediate knowledge of mathematical principles used in transportation project cost estimation Intermediate 
knowledge of departmental and divisional personnel and human resources policies and procedures Intermediate 
knowledge of personnel management and human resource actions Intermediate knowledge of safety laws, rules, 
regulations, policies, and best practices to promote effective local, state, or national security operations Intermediate 
knowledge of a fleet maintenance program for a passenger and heavy equipment transportation fleet Intermediate 
knowledge of development of transportation programs including but not limited to legislative highway program, state 
transportation improvement program, resurfacing, and bridge replacement Advanced knowledge of methods used in 
building and constructing transportation infrastructures and facilities Advanced knowledge of materials, specifications, 
and equipment used in building and constructing transportation infrastructures and facilities Advanced knowledge of 
practical application of transportation engineering and technology Advanced knowledge of divisional and departmental 
policies and procedures Advanced knowledge of transportation planning principles and procedures Advanced 
knowledge of real property principles and procedures as it applies to transportation Advanced knowledge of traffic 
management programs and systems Advanced knowledge of environmental policies and documentation as it relates to 
transportationSkills: Active learning skills Active listening skills Critical thinking skills Learning strategies skills Skills in the 
application of algebra, geometry, statistics, and graphing Skills in monitoring internal and external processes, 
procedures, and policies Skills in monitoring subordinate performance Skills in monitoring grants and contracts for 
compliance with terms, conditions, and budgetary constraints Reading comprehension of technical reports, laws, rules, 
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policies, and procedures Skills in the objective observation, organization, analysis, and interpretation of information for 
effective problem solving Effective oral communication skills with individuals and groups Effective written 
communication skills through letters, reports, memos,   policies, procedures, and technical documents Skills to 
coordinate personnel, financial, and equipment resources in a dynamic environment Skills in instructing individuals 
and/or groups on policies, processes, procedures, and technical information Skills in developing instruction on policies, 
processes, procedures, and technical information Skills in negotiating an acceptable resolution between competing 
interests Persuasion skills Social perceptiveness skills Complex problem-solving skills Skills in selecting proper equipment 
needed to perform work activities Skills in the operation and control of testing equipment Skills in the operation and 
control of transportation systems Skills in quality control analysis through conducting tests and inspections of products, 
services, or processes to evaluate quality or performance Troubleshooting skills Judgment and decision-making skills 
Skills in assessing the costs and benefits of alternatives to select the best option Skills in determining how a system or 
process should work and how changes will affect outcomes Skills in identifying how a system or process should work and 
how changes should be implemented Skills in the management of financial resources Skills in the management of 
material resources Skills in the management of personnel resources Time management skillsAbilities: Deductive 
Reasoning Fluency of Ideas Inductive Reasoning Information Ordering Mathematical Reasoning Oral Comprehension 
Oral Expression Problem Sensitivity Time Sharing Written Comprehension Written Expression Speech Clarity Speech 
Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Various Hand Tools 
Vehicles Navigational GPS Digital Camera Data Recording Equipment 
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076782 - TRANSPORTATION MANAGER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4302 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from an accredited college or university with a bachelor's 
degree and experience equivalent to five year of full-time work in  one or a combination of the following areas:  (1) 
technical supervision of staff in a transportation related area; or professional experience involved in the (2) supervision 
or administration of transportation regulatory programs or services; (3) civil engineering, architectural design, or 
construction operations (e.g., maintenance, materials testing, construction inspection); (4) analysis of environmental or 
historical impact data; (5) related community or transportation planning activities, including public transportation, 
aeronautics, railroads, or waterways; (6) government land appraisals or land acquisitions for public usage; or (7) 
managing programs and/or projects to determine compliance with organizational rules, regulations, or related 
standards. At least three of the required five years must be supervisory or higher experience in one or a combination of 
the following areas: (1) supervision or administration of transportation regulatory programs or services, including, but 
not limited to, highway maintenance administration; (2) professional transportation-related program experience 
including, but not limited to, planning, civil engineering, construction operations, aeronautics, public transportation, 
railroads, waterways, analysis of environmental or historical impact data, or government land appraisals or acquisitions 
for public usage; or (3) cartography or photogrammetry; or (4) managing programs and/or projects to determine 
compliance with organizational rules, regulations, or related standards. Substitution of Education for Experience:   
Possession of a master's degree from an accredited college or university may substitute for the required experience to a 
maximum of two years. Substitution of Experience for Education:   Qualifying technical or higher experience involved in 
a transportation-related area or professional experience in one or a combination of the following areas may substitute 
for the required education on a year for year basis to a maximum of four years: (1) supervision or administration of any 
transportation regulatory program or service; (2) civil engineering, architectural design, or construction operations; (3) 
analysis of environmental or historical impact data; (4) community or transportation planning activities; (5) government 
land appraisals or land acquisitions for public usage; or (6) managing programs and related projects to determine 
compliance with organizational rules, regulations, or related standards.(e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required education.)   
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional supervisory and managerial transportation work of 
considerable difficulty; and performs related work as required. Distinguishing Features: An employee in this class 
manages the activities of a transportation office that consists of multiple transportation sections of planning, program 
development, or program operations. This class differs from that of Transportation Manager 1 in that an incumbent of 
the latter does not manage a transportation office.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Investigates conflicts between internal business partners, external 
business partners, and/or employees according to departmental, state, and federal laws, rules, regulations, guidelines, 
processes, and procedures to develop an action plan for resolving the issue. Resolves interpersonal conflicts between 
direct reports and subordinate staff to ensure a respectful and productive work environment. Maintains a respectful and 
productive working relationship within workplace to minimize disputes and facilitate performance.Communicating with 
Supervisors, Peers, or Subordinates: Maintains an open dialogue with internal business partners to ensure effective and 
efficient communications. Communicates work related information and expectations to peers, direct reports, and other 
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subordinate staff to facilitate teamwork, assign tasks, and coordinate effort. Facilitates and participates in staff meetings 
as required to provide and gather status updates for assigned workload. Communicates with upper management on 
multiple programs and situations requiring cooperation and explanation of the services and activities of the programs. 
Conducts meetings with direct reports, subordinate staff, and other internal business partners to gather information and 
status updates and to disseminate information. Conducts periodic performance development meetings with direct 
reports and other subordinate staff to communicate and develop job plans and provide performance feedback and 
developmental guidance. Provides regular updates to upper management and other internal business partners on the 
status of projects and other assigned work. Interprets and disseminates necessary information received from upper 
management to peers and subordinates to ensure departmental, divisional, and program objectives are met. 
Communicates requests for resources and services to internal and external business partners through verbal and written 
communications to meet multiple program objectives.Processing Information: Manages and prepares a variety of 
detailed and/or complex reports to inform or recommend action in departmental and divisional operations. Manages 
and prepares a variety of complex records, documents, and/or correspondence as required by departmental, state, and 
federal laws, rules, regulations, guidelines, processes, and procedures for multiple transportation programs. Maintains 
and manages accurate and complete information to ensure costs and resources associated with work performed are 
allocated appropriately for multiple transportation programs. Performs calculations related to time, labor, and costs to 
verify accuracy of reported work activities. Initiates the review and/or modification of departmental policies and 
procedures to ensure compliance and consistency. Reviews and approves various requests from internal business 
partners in the appropriate databases as required.Communicating with Persons Outside Organization: Communicates 
with external business partners to facilitate outside events and programs in which the state/agency participates. 
Communicates with outside callers and senders to ensure questions are directed to the appropriate individuals in 
accordance with departmental and divisional policies and procedures. Contacts vendors, consultants, contractors, and 
other outside agencies to obtain/provide required information, correct errors, and/or for clarification purposes in 
accordance with departmental and divisional policies and procedures. Facilitates and/or attends meetings with direct 
reports, subordinate staff, and other internal and/or external business partners to gather project information and status 
updates and to disseminate information. Testifies in hearings on behalf of the state related to the results of program 
and employee related incidents as required. Communicates with internal, interagency, and external agencies during 
emergency operations to provide safety information and assistance to the public efficiently and expediently.Getting 
Information: Manages all contacts made with the general public, persons in other departments or divisions, or outside 
organizations and representatives for the purpose of furnishing or obtaining information. Manages and conducts 
research of policies, procedures, guidelines, rules, regulations, and laws related to departmental and divisional work 
processes using physical and electronic sources to inform conflict resolution, problem solving, and decision making. 
Attends and facilitates management meetings and conferences/conference calls to gather information on federal, state, 
and local laws, policies, procedures, process updates, best practices, and related matters. Manages field research, 
reviews, and studies of multiple transportation programs to collect data for evaluation and decision-making purposes. 
Receives information from upper management to facilitate and manage the implementation of departmental and 
divisional objectives and goals.Making Decisions and Solving Problems: Approves travel, time and attendance, training, 
and other related requests submitted by direct reports and other subordinate staff to ensure compliance with 
departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures. Selects job candidates 
who best fit available positions based on the results of selection assessment and testing. Develops divisional policies and 
procedures in compliance with departmental, state, and federal laws, rules, and regulations to enhance consistency. 
Analyzes transportation related research by reviewing academic studies to implement departmental and divisional 
policies and procedures. Makes complex decisions related to the management of divisional and multiple program 
operations, activities, and performance.Identifying Objects, Actions, and Events: Identifies and enforces compliance with 
federal and state laws, rules, and regulations to ensure that departmental policies and procedures meet the most 
current standards. Identifies work tasks that deviate from established standard operating procedures by recognizing 
differences and similarities to ensure that best practices are applied consistently. Identifies and approves new and 
innovative products, equipment, procedures, and processes to improve departmental operations.  Manages the 
identification of the cause of errors, problems, or defects relating to the inspection of equipment, structures, material, 
real property, or other related components to develop a corrective action plan.Judging the Qualities of Things, Services, 
or People: Assesses the quality of the work of direct reports and other subordinate staff to inform, advise, and guide 
performance management and development. Manages and assesses the quality and capacity of human resources to 
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determine staffing decisions and recommendations including promotion, demotion, transfer, and retention. Manages 
and assesses the quality of studies, proposals, analyses, and administrative actions to guide the decision-making 
process. Assesses and selects technological and/or equipment advances used to enhance the performance and 
efficiency of the workflow.Evaluating Information to Determine Compliance with Standards: Manages and evaluates 
detailed and/or complex records, documentation, and transactions to determine compliance with departmental, state, 
and federal laws, rules, regulations, guidelines, processes, and procedures. Reviews and approves work activities, 
products, and/or information completed or provided by direct reports, other subordinate staff, and internal business 
partners to ensure accuracy and compliance with standards. Evaluates and approves equipment, technology, and/or 
materials to ensure compliance with standards. Evaluates trends and patterns found in various analyses to determine 
necessary changes to program procedures, policies, and processes.Developing Objectives and Strategies: Develops and 
implements strategies and objectives for multiple program areas to enhance performance and improve organizational 
efficiency. Develops and implements strategic programs to improve morale of direct reports and subordinate staff. 
Incorporates and enforces departmental objectives and goals into multiple programs. Develops corrective action plans 
by identifying work tasks that deviate from established standard operating procedures to ensure that best practices are 
applied consistently.Coordinating the Work and Activities of Others: Coordinates workload with internal and external 
business partners as required facilitating timely and accurate task completion. Coordinates meetings, events, and other 
special projects as required to ensure availability, attendance, and coverage. Coordinates with upper management, 
peers, direct reports, and subordinate staff to facilitate equitable workload dissemination. Coordinates with internal, 
interagency, and external agencies during emergency operations to provide safety information and assistance to the 
public efficiently and expediently.Organizing, Planning, and Prioritizing Work: Organizes and prioritizes personal 
workload, the workloads of direct reports, and resources to ensure timely and accurate completion of work. 
Incorporates last minute and unscheduled tasks into current workload to ensure timely and accurate completion of 
work. Delegates tasks to direct reports and other subordinate staff based on the competencies they possess to ensure 
work is completed efficiently and accurately.Guiding, Directing, and Motivating Subordinates: Influences subordinate 
staff and teams using identified motivational factors to increase job performance and productivity. Provides feedback 
during the performance evaluation cycle to address performance of direct reports. Provides guidance and direction 
about departmental and divisional policies and procedures to subordinate staff.Monitoring and Controlling Resources: 
Manages work pertaining to program development and scheduling, equipment resources, and other transportation 
related activities for departmental and divisional operations. Manages work activities related to transportation financial 
planning within budgetary constraints and/or project appropriations for departmental and divisional operations. 
Manages the procurement, receipt, and payment of products, equipment, and/or services in compliance with all laws, 
rules, and regulations.Scheduling Work and Activities: Schedules personal workload and the workloads of subordinate 
staff to ensure timely processing of current workload. Assigns and manages internal and/or external staff to ensure 
appropriate skill level and staff are available to accomplish workload and maintain the project schedule.Establishing and 
Maintaining Interpersonal Relationships: Networks with internal and external business partners to develop a productive 
working relationship. Maintains professional working relationships with peers, direct reports, subordinate staff, and 
upper management to ensure smooth and effective team operations.Coaching and Developing Others: Mentors 
subordinate staff by providing feedback and information on organizational culture, policies and procedures. Coaches 
subordinate staff by providing feedback and information on workflow and chain of command, task prioritization, proper 
documentation, use of systems and available functionality, and how to most effectively and efficiently perform their 
assigned tasks.Staffing Organizational Units: Conducts job interviews to select most qualified candidate. Identifies 
advancement opportunities for direct reports and subordinate staff within assigned area.Analyzing Data or Information: 
Analyzes data, processes, policies, and procedures to document and/or develop changes which affect the economy, 
efficiency and quality of departmental and divisional operations and services.Drafting, Laying Out, and Specifying 
Technical Devices, Parts, and Equipment: Manages the development of transportation related activities including but 
not limited to specifications, plans, structure design, and standard operating procedures for internal and external 
business partners.Interpreting the Meaning of Information for Others: Explains transportation related projects, 
programs, procedures and regulations to the general public, persons in other departments or divisions, upper 
management, or outside organizations and representatives as required.Updating and Using Relevant Knowledge: 
Attends training and conferences to ensure continual learning and current knowledge of the field. Seeks out work 
related developmental opportunities for self, direct reports, and other subordinate staff to improve performance and 
team efficiency. Attends agency specific training as required to ensure compliance with departmental, state, and federal 
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laws and guidelines. Facilitates and/or participates in national, regional, and local conferences as needed to gather and 
share knowledge between peers to improve departmental and divisional practices and processes.Monitor Processes, 
Materials, or Surroundings: Monitors subordinate staff to document performance and ensure performance documents 
are completed timely and accurately. Monitors the management of time and labor during each pay period to identify 
timekeeping issues and exceptions. Monitors the costs and expenditures related to multiple divisional programs and 
processes to ensure compliance with budgetary constraints, rules, and regulations. Monitors workflow and resources to 
effectively and efficiently assess status of multiple departmental and divisional programs, processes, and objectives.  
Developing and Building Teams: Models effective performance for co-workers, direct reports, and subordinate staff to 
provide a role model, encourage success in others, and enhance trust. Identifies motivational factors relevant to 
subordinate staff to enhance commitment and performance. Encourages subordinate staff to pursue career 
development opportunities as a means of improving team performance. Identifies developmental opportunities 
appropriate for subordinate staff to improve team development.Training and Teaching Others: Trains subordinate staff 
in the basic workflow and processes related to their tasks. Oversees training schedule and needs to improve skills, 
productivity, safety, and efficiency for subordinate staff. Develops training programs for external and internal business 
partners as needed.Performing Administrative Activities: Enters personal time and leave/overtime requests into the 
appropriate databases as required. Responds to emails, phone calls, and other correspondence as required. Maintains 
program files and databases to ensure proper record keeping.Thinking Creatively: Develops spreadsheets, 
presentations, forms, form letters, memos, logs, and other systems as required to facilitate efficient and effective 
operation of multiple programs. Facilitates and participates in brainstorming sessions and makes recommendations to 
improve technical specifications, departmental and divisional practices and processes.Documenting/Recording 
Information: Documents the performance of their subordinate staff to ensure accurate, unbiased, timely and consistent 
performance evaluations. Manages vehicle and/or equipment programs through documentation to ensure proper use, 
accountability, and functionality.Interacting With Computers: Uses office productivity software including but not limited 
to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-
messaging programs, and search engines. Uses appropriate state and federal databases and/or software as required 
managing information.Estimating the Quantifiable Characteristics of Products, Events, or Information: Determines time, 
costs, resources, or materials necessary for multiple departmental and divisional activities and events. Manages the 
estimation of sizes, distances, and/or quantities of materials, products, equipment necessary for departmental and 
divisional operations.Inspecting Equipment, Structures, or Material: Manages programs for the inspection of equipment, 
structures, material, environmental features, real property, or other related components to identify the cause of errors, 
problems, or defects. 
 
Competencies (KSA’s): 
Competencies: Business Acumen        Perspective       Problem Solving         Developing Direct Reports and Others            
Process Management          Timely Decision Making               Conflict Management          Sizing up People         
Organizational Agility           Building Effective Teams               Knowledge: Advanced knowledge of business and 
management principles as it applies to transportation programs. Advanced knowledge of business and management 
principles as it applies leadership techniques. Advanced knowledge of business and management principles as it applies 
to the coordination of people and resources. Advanced knowledge of contract, grant, and procurement development, 
administration and management as it applies to transportation projects and programs. Advanced knowledge of methods 
used in building and constructing transportation infrastructures and facilities. Advanced knowledge of materials, 
specifications, and equipment used in building and constructing transportation infrastructures and facilities. 
Intermediate knowledge of the function and application of public services in program areas related to transportation 
infrastructures and facilities. Advanced knowledge of customer and personal service. Advanced knowledge of 
transportation design principles and concepts. Intermediate knowledge of transportation landscape design principles 
and concepts. Advanced knowledge of analysis, management, and reporting of financial data. Advanced knowledge of 
scheduling and budgeting principles and practices. Advanced knowledge of training development and implementation 
for individuals and groups. Advanced knowledge of practical application of transportation engineering and technology. 
Advanced knowledge of real estate law, policies, and procedures. Advanced knowledge of federal, state, and local laws 
related to transportation programs and funding. Advanced knowledge of divisional and departmental policies and 
procedures. Intermediate knowledge of mathematical principles used in transportation project cost estimation. 
Advanced knowledge of departmental and divisional personnel and human resources policies and procedures. Advanced 
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knowledge of personnel management and human resource actions. Advanced knowledge of safety laws, rules, 
regulations, policies, and best practices to promote effective local, state, or national security operations. Advanced 
knowledge of transportation planning principles and procedures. Advanced knowledge of real property principles and 
procedures as it applies to transportation. Advanced knowledge of traffic management programs and systems. 
Advanced knowledge of environmental policies and documentation as it relates to transportation. Advanced knowledge 
of fleet equipment used in field operations as it applies to transportation. Advanced knowledge of a fleet maintenance 
program for a passenger and heavy equipment transportation fleet. Advanced knowledge of development of 
transportation programs including but not limited to legislative highway program, state transportation improvement 
program, resurfacing, and bridge replacement.Skills: Active learning skills. Active listening skills. Critical thinking skills. 
Learning strategies skills. Skills in monitoring internal and external processes, procedures, and policies. Skills in 
monitoring subordinate performance. Skills in monitoring grants and contracts for compliance with terms, conditions, 
and budgetary constraints. Reading comprehension of technical reports, laws, rules, policies, and procedures. Skills in 
the objective observation, organization, analysis, and interpretation of information for effective problem solving. 
Effective oral communication skills with individuals and groups. Effective written communication skills through letters, 
reports, memos, policies, procedures, and technical documents. Skills to coordinate personnel, financial, and equipment 
resources in a dynamic environment. Skills in instructing individuals and/or groups on policies, processes, procedures, 
and technical information. Skills in developing instruction on policies, processes, procedures, and technical information. 
Skills in negotiating an acceptable resolution between competing interests. Persuasion skills. Social perceptiveness skills. 
Complex problem-solving skills. Skills in selecting proper equipment needed to perform work activities. Skills in the 
operation and control of testing equipment. Skills in the operation and control of transportation systems. Skills in quality 
control analysis through conducting tests and inspections of products, services, or processes to evaluate quality or 
performance. Troubleshooting skills. Judgment and decision making. Skills in assessing the costs and benefits of 
alternatives to select the best option. Skills in determining how a system or process should work and how changes will 
affect outcomes. Skills in identifying how a system or process should work and how changes should be implemented. 
Skills in the management of financial resources. Skills in the management of material resources. Skills in the 
management of personnel resources. Time management skills.Abilities: Deductive Reasoning Fluency of Ideas Inductive 
Reasoning Information Ordering Mathematical Reasoning Oral Comprehension Oral Expression Problem Sensitivity Time 
Sharing Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Material Sampling and Testing Equipment Various Hand Tools 
Vehicles Navigational GPS Digital Camera Data Recording Equipment 
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097950 - TRANSPORTATION MGT CENTER OP 
 
Agency:  Human Resources (31901) 
Edison Template Job Opening ID:  4614 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs traffic monitoring work of average difficulty; and performs related 
work as required. Distinguishing Features:  This is the working-level class in the Transportation Management Center 
Series. An employee in this class operates and monitors a variety of Advanced Transportation Management System 
hardware/software to detect traffic accidents and changes in traffic flow. This class differs from Transportation 
Management Center Supervisor 1 in that an incumbent of the latter functions as a first-level supervisor. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines level and amount of 
information for dissemination through various means including but not limited to Dynamic Message Signs, Highway 
Advisory Radio, Internet, and traveler information systems.Documenting/Recording Information:    Updates 
transportation management systems, software, and communications as required to reflect incident progression and 
resolution in accordance with TMC guidelines and supervisor direction.    Posts appropriate message to warn motorists 
of incidents and their location, provide alternate routes, and prevent secondary crashes due to traffic congestion.    
Records relevant information pertaining to the progression and resolution of the incident, including but not limited to 
mile marker location, type of incident, weather conditions during incident, duration of lane and shoulder closures, and 
emergency personnel on scene.Making Decisions and Solving Problems:    Determines which traffic control device is 
needed to notify traveling public of current traffic incidents and conditions such as construction, lane closures, travel 
times and potential road hazards.Interacting With Computers:    Utilizes appropriate traffic management systems and 
software, including but not limited to closed circuit television cameras, monitors, and speed detection maps, to identify 
potential traffic incidents and changes in traffic flow or volume.    Enters relevant information into incident management 
database to facilitate data warehousing.    Operates self-service database to view, maintain, and enter personal 
employment data.    Checks all traffic management software and devices to ensure proper functionality and report to 
appropriate personnel.Identifying Objects, Actions, and Events:    Identifies location of potential traffic incidents and 
changes in traffic flow or volume as a result of disabled vehicles, lane blockages, vehicle accidents, construction, time of 
day, or weather conditions by monitoring CCTV, the website, or traffic flow map.    Identifies the extent of an incident, 
such as number of lanes blocked, the number of vehicles involved, and the amount of traffic congestion.    Identifies the 
difference between recurring and non-recurring traffic congestion to determine the possibility of a traffic incident and 
level of response needed.Communicating with Persons Outside Organization:    Notifies the public of the location and 
severity of incidents using transportation management systems and software.    Communicates with the public in a 
positive and helpful manner to provide both assistance and safety information.    Communicates with outside agencies, 
including but not limited to law enforcement, fire, emergency medical, towing and hazardous materials handling 
agencies to request appropriate assistance.Processing Information:    Calculates distance to incident scene to provide 
accurate and complete information for the public.Organizing, Planning, and Prioritizing Work:    Incorporates last minute 
and unscheduled tasks into current workload to ensure timely and accurate completion of work.Communicating with 
Supervisors, Peers, or Subordinates:    Notifies appropriate personnel of technology failures.    Communicates pertinent 
incident information to coworkers, appropriate supervisor and regional personnel, and/or upper management as 
needed or directed.    Provides prior notice to supervisor of unavailability for assigned schedule.    Provides appropriate 
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information and response to support clearing of lane blockage incidents in accordance with Transportation 
Management Center guidelines and procedures to supervisor.    Utilizes radio equipment to communicate incident 
information as designated by policy and procedure with incident responders.Monitor Processes, Materials, or 
Surroundings:    Monitors existing highway traffic conditions, weather conditions, and incidents such as crashes, disabled 
vehicles, construction, hazardous materials spills, and other hazards on Tennessee interstate system to maximize traffic 
flow and provide travel information.    Checks transportation system field related equipment including but not limited to 
cameras, Dynamic Message Signs, Highway Advisory Radio and beacons, websites, and speed detection system for 
potential failures.    Verifies incident reports visually using traffic management systems including Closed Circuit 
Television cameras and monitors to obtain a visual image of the incident.Getting Information:    Views traffic in real time 
by camera observation to evaluate traffic conditions for delays and hazards.    Receives incident and traffic information 
from local and state law enforcement, local media, Highway Response Operators, other departmental personnel, traffic 
flow maps, websites and the public.Evaluating Information to Determine Compliance with Standards:    Evaluates and 
ensures that the operation of transportation system field related equipment, including but not limited to cameras, 
Dynamic Message Signs, Highway Advisory Radio and beacons, and websites is in compliance with Transportation 
Management Center standard operating procedures.Updating and Using Relevant Knowledge:    Completes required 
training events and developmental activities to learn new procedures and increase job proficiency as 
directed.Performing General Physical Activities:    Sits for an extended period of time to perform job activities.Coaching 
and Developing Others:    Provides mentoring to coworkers and other employees to facilitate development and job 
performance as required.Performing Administrative Activities:    Logs and reports daily testing of software and devices 
to appropriate personnel.    Completes various logs to inform coworkers, supervisors, and other shifts of daily 
activities.Resolving Conflicts and Negotiating with Others:    Reports internal and external conflicts, complaints, and 
other issues to assigned supervisor or appropriate reporting authority as required.Establishing and Maintaining 
Interpersonal Relationships:    Communicates politely and courteously with coworkers, supervisors, and other business 
partners to ensure a positive and productive work environment. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                        Decision Quality                        Technical Learning                     
Informing                       Time Management                     Written Communications                       Composure                     
Customer Focus                         Interpersonal Savvy                   Integrity and Trust                         Knowledge:    Basic 
knowledge of computer technology used in transportation management operation    Basic knowledge of office clerical 
tasks including data entry and form completion (written and electronic)               Basic knowledge of office productivity 
software including Microsoft Office Suite                           Basic knowledge of customer and personal service                  
Basic knowledge of local interstate systems and major state routes                 Basic knowledge of roadway signs                   
Basic knowledge of telecommunication devices within a two-way radio systems utilized in emergency response    Basic 
knowledge of emergency management response procedures           Skills:    Active Learning Skills                           Active 
Listening Skills    Skill in clear and effective verbal communication    Service Orientation Skills          Time management 
skills as they apply to self    Basic skill in the application of arithmetic                     Basic reading comprehension skills       
Basic skill in written and electronic communication                 Basic skill in mentoring coworkers        Basic quality control 
analysis skills                    Basic skill in the operation and control of transportation management systems                               
Abilities:    Oral Comprehension                  Oral Expression                          Problem Sensitivity                    Written 
Comprehension                         Written Expression                    Time Sharing                  Wrist-Finger Speed                    
Auditory Attention                    Glare Sensitivity                        Depth Perception                       Speech Clarity                Hearing 
Sensitivity                    Far Vision                      Near Vision                    Night Vision                  Peripheral Vision                        
Sound Localization                    Speech Recognition                   Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Dynamic Message Signs    Highway Advisory Radio    Traffic 
Control Device    Closed Circuit Television Cameras and Monitors    Radio Equipment 
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076768 - TRANSPORTATION PROJ MANAGER 2 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  4259 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076212 - TRANSPORTATION TECHNICIAN 3 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  4016 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to completion of ninety quarter hours of course work at an accredited 
college or university with at least eighteen quarter hours in engineering and/or engineering technology and experience 
equivalent to three years of full-time technical civil engineering or higher level civil engineering work in one or a 
combination of the following areas: 1) drafting for building, roadways, bridges, or other structures; 2) surveying; 3) 
highway or bridge inspection and/or maintenance; 4) the calculation of grades, profiles, or engineering computations; or 
5) performing right-of-way investigations.Substitution of Experience for Education: Qualifying experience in one or a 
combination of the following areas may substitute for the required education to a maximum of two years: 1) surveying 
or participating as a survey crew member to determine boundaries, right-of-ways, or areas of land parcels; 2) 
construction for highways, bridges, buildings or related structures using transits, rods, or other survey instruments for 
site preparation, sub structural or structural alignment work; or 3) engineering assistance or higher level engineering 
experience including cartography, architecture, drafting, highway/materials inspection, right-of-way investigations, or 
the calculation of volumes, quantities of materials, or other engineering-related computations for construction projects 
(e.g., experience equivalent to one year of full-time work in one or a combination of the above fields may substitute for 
one year of the required education).Substitution of College Education for Experience: Additional course work credit 
received from an accredited college or university with emphasis in civil engineering and/or civil engineering technology 
may substitute for the required experience on a month-for-month basis to a maximum of two years (e.g., an additional 
45 quarter hours with at least nine in one or a combination of the above listed fields may substitute for one year of the 
required experience).Substitution of Vocational/Technical Education for Experience: Clock-hour credit received from an 
accredited vocational or technical school in civil drafting may substitute for the required experience on a month-for-
month basis to a maximum of one year (e.g., 108 clock hours in civil drafting may substitute for one month of the 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required.Examination Method: 
Education and experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs technical civil engineering duties of considerable difficulty in the 
areas of survey, bridge inspection, right-of-way, traffic, or safety; and performs related work as required.Distinguishing 
Features: An employee in this class either leads/supervises a bridge inspection team; leads/supervises a survey crew in 
the Design Division; oversees surveying, materials testing, and inspection on construction projects; or performs other 
complex technical duties in traffic, safety, construction, or right-of-way engineering. This class differs from 
Transportation Technician 2 in that incumbents of the latter perform technical design engineering duties. This class 
differs from Transportation Associate in that incumbents of the latter perform routine professional civil engineering 
duties. 
 
Work Activities: 
1. In Bridge assignments, leads or supervises a bridge inspection team; inspects and grades all bridge components; takes 
a variety of measurements; checks for scour and corrosion; photographs bridge elements and defective sections; climbs 
steel truss bridges; prepares inspection reports, summaries, and drawings; uses cameras, reach-alls, boats, sounding 
equipment, survey equipment, drafting equipment, and levels in performing assigned duties; may perform non-
supervisory central office duties such as preparing contract drawings and documents for bridge repair, checking 
documents prepared by consultants, and maintaining cost records and progress files.2. In Design Division assignments, 
leads or supervises a survey crew; records field elevations; performs a variety of computations; oversees all phases of 
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data collection and reduction; researches deeds; maintains a variety of contracts with property owners; uses computer, 
calculator, and surveying equipment in performing assigned duties; may lead or perform aerial surveying.3. In Field 
Construction assignments, oversees surveying, materials testing, and inspection duties for a construction project to 
assure that project is built according to plans and specifications; checks plans, specifications and contracts for accuracy 
and calculates additional construction information; coordinates the staking of the construction layout; coordinates the 
work of the contractor and utility companies; ensures the proper procedures are used when sampling and testing 
concrete, asphalt or other materials; ensures materials and construction methods comply with specifications; maintains 
records and reports on project progress; may coordinate the compilation and maintenance of a variety of records in a 
field office and may determine amounts due to contractors; may supervise or lead a staff in performance of duties; may 
assist the district engineer in assuring that construction and maintenance activities in the district are performed 
according to specifications and to all applicable rules and regulations.4. In Right-of-Way assignments, meets with 
property owners, governmental officials, and other members of the public to explain scope and impact of proposed 
roadway projects and to answer questions; checks plans and plan revisions to ensure tracts and property lines are 
correctly shown and makes corrections when necessary, writes legal descriptions of property; checks and prepares 
deeds; attends and participates in field review meetings; maintains project plans and a variety of other records and 
reports; may testify in court; in Right-of-Way Utilities assignments, issues permits for installing utilities on state right-of-
way; assists in making complex adjustments; maintains and checks invoices for utility for utility relocation projects; 
prepares utility relocation plans; may assist manager of Right-of-Way Section by reviewing plans revisions to determine 
affected tracts and by performing various special projects.5. In Regional Headquarters, performs one of the following 
assignments: (1) maintains final construction records for region and ensures that contractors are paid correctly and in a 
timely fashion; (2) functions as an assistant to regional safety engineer; conducts site inspections of signing and safety 
procedures on construction and maintenance projects and advises on proper signing and marking: investigates 
accidents; (3) functions as assistant to regional traffic engineer; inspects and logs all signs in assigned area; recommends 
improvements in positioning of signs and pavement marking; coordinates a variety of traffic engineering studies and 
recommends improvements; performs cost estimates; (4) functions as assistant to regional state aide engineer; 
maintains road inventory; estimates costs of various maintenance projects (paving, surface treatment) and inspects 
completed jobs; prepares invoices. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064720 - TREATMENT PLANT OPERATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2247 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time water and waste water treatment plant operation work may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be licensed/certified in water distribution and/or 
collection by the Tennessee Department of Environment and Conservation. The type and level of certification(s) are 
determined by the type water/wastewater system at a particular work location. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class operates, maintains, and performs a variety of tests on 
water and or waste water to ensure safety and Tennessee Department of Environment and Conservation (TDEC) 
compliance. Distinguishing Features: An employee in this class operates, maintains, and performs a variety of tests on 
water to ensure safety. An employee has three (3) years to achieve required licensure and certification required to 
operate treatment plant as identified by treatment plant permit. Failure to acquire and maintain required licensure and 
certification as indicated by the treatment plant permit will result in automatic demotion or termination. This class 
differs from classes in the Maintenance Mechanic subseries in that incumbents of the latter are not performing 
laboratory testing and are not fully responsible for a treatment plant but may be assigned to work at a treatment plant 
to learn operations and techniques. 
 
Work Activities: 
"Analyzing Data or Information:      Analyze data and Information from test results and plant operation to make 
adjustments to ensure most affective plant operations.Making Decisions and Solving Problems:     Analyze test results to 
achieve desired outcome to meet compliance.Monitor Processes, Materials, or Surroundings:     Operates, adjust 
controls, and maintain chemical levels to purify and clarify water per TDEC operating permits.    Enters test results on 
report forms, submit samples for bacteriological testing to proper authority and advises departmental authorities per 
department guidelines and TDEC of any adverse compliance issues.    Complete daily and monthly operational reports 
and discharge monitoring reports.    Maintain appropriate and correct documentation of chemicals as directed by 
agency, manufacturer, and authorities and properly use chemicals such as ammonia, chlorine, bromine, lime and any 
other oxidants used in water treatment to disinfect and deodorize water and other liquids.     Conduct daily inspection 
and testing to ensure the wastewater discharge shall not contain pollutants in quantities that will be hazardous or 
otherwise detrimental to humans, livestock, wildlife, plant life, or fish and aquatic life in the receiving streams or rivers 
while taking all reasonable steps to minimize any adverse impact to the waters of Tennessee resulting from non-
compliance with the permit.Judging the Qualities of Things, Services, or People:     Evaluate and approve repairs 
performed by facility staff and outside contractors to ensure preventive maintenance, service, and repairs meet the 
optimum operational effectiveness of the plant's equipment.Processing Information:     Perform testing at designated 
locations, compile test results, and maintain records per TDEC Rules and Regulations.    Maintain material safety data 
sheets for all chemicals and follow agency rules in maintaining inventory and records.Getting Information:    Evaluate 
laboratory tests by other Treatment Plant Operators of the water in various stages of treatment such as alkalinity, 
hardness, carbon dioxide, manganese, iron, chlorine, turbidity, suspended solids, settable solids, temperature, and 
dissolved oxygen: makes needed adjustments as indicated by test.    Utilize a variety of tools and equipment such as ph 
meter, chlorinator, disinfection chlorinator, disinfection chlorinators, sulphonators, mixes and agitators, aerators, 
agitators, flocculators, nitrogen (nitrate and nitrite) analyzer, sequential batch reactors, backwash filters, microstainers, 
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trickling filter beds, vacuum filters, ultrafiltration equipment, laboratory glassware, oxygen meter, spectrometer, triple 
beam scales, incubator, drying ovens, air compressors, and grinders in running and interpretation of tests.    Utilize 
current Tennessee Department of Environmental and Conservation Rules, Chapter 1200-5-3, and Water Environment 
Act 1984 to ensure continuous operational compliance of facility's Water and/or Waste Water Plant.    Gather 
information from TDEC, supervisors, reports, test results, vendors, and internet as needed for proper operation and 
compliance.Controlling Machines and Processes:     Correctly operate a variety of Water/Waste Water Plant equipment, 
including but not limited to valves, sludge pumps, water circulating pumps, sludge press, water sampler, chemical 
feeders, and automatic bar screen.Interpreting the Meaning of Information for Others:    Explain in simple terms the 
treatment plant operations, equipment, testing processes, reporting procedures, and maintenance to staff or outside 
personnel.Identifying Objects, Actions, and Events:     Take appropriate and timely action to repair and or correct a 
deficiency to return the Water/Waste Water Plant's operation to normal operating conditions based on test results and 
advise departmental authorities per department guidelines and TDEC of any adverse compliance issues. Evaluating 
Information to Determine Compliance with Standards:     Comply with TDEC and governing agencies in the compliance of 
Treatment Plant License and Permit requirements.Repairing and Maintaining Electronic Equipment:     Arrange for 
electronic test equipment to be calibrated per manufacture recommendation by approved vendor.Communicating with 
Supervisors, Peers, or Subordinates:     Communicate with supervisors, peers and/or subordinates in a professional 
manner concerning plant operations.Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Monitor and maintain operational chemicals and supplies to operate the plant within the procurement guidelines.        
Monitor equipment for proper operating conditions to prevent premature equipment failure.Interacting With 
Computers:    Utilize computers and software to monitor, to make analytical decision, and to make appropriate 
corrective actions of the plant operations.    Enter maintenance work order requests through computer system.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Read, comprehend, and implement technical data 
instruction from chemical suppliers, equipment manufactures, and TDEC guidance's in the operations of the plant.     
Consistently maintain documentation and note improvements of Operational Maintenance Manuals, Plans, and 
Specification of the Treatment Plant.Performing Administrative Activities:     Create and maintain reports and 
information as directed by TDEC or agency policies.Inspecting Equipment, Structures, or Material:     Inspect equipment, 
structure, and materials daily and during routine preventive maintenance and take timely action to repair or correct 
deficiency to return operation to normal operating conditions.    Reporting and documentation procedures are followed 
for the preventive maintenance and repairs of equipment.Organizing, Planning, and Prioritizing Work:     Ensure all 
applicable preventive maintenance and repairs are performed in a timely manner and correctly per manufacture 
operational maintenance equipment manuals.    Ensure all applicable and required water testing is completed in a timely 
manner and within operational permits.Monitoring and Controlling Resources:     Ensure that operational chemicals, 
supplies, and equipment are affectively utilized by maintaining inventory of use and/or historical work order 
documentation of service.Performing General Physical Activities:     Receive, inventory, unload, and storage of materials, 
chemicals, equipment, and supplies weighing up to fifty-pounds utilizing legs, back, arms while using proper body 
mechanics (lifting, squatting, and reaching).     Utilize legs, back, arms and proper body mechanics while lifting, 
squatting, and reaching to climb stairs, ladders, and platforms in performance of checking, servicing, and/or observing 
operation and repairing equipment of thirty feet or higher.    Have correctable vision and no color blindness to have the 
ability to properly read the visual test results of slight color variation on meters, small visual readouts, and computer 
screens.    Have the ability to manipulate small buttons, controls, or devices.Handling and Moving Objects:     Accepting, 
accounting, unloading, and storing of materials, chemicals, equipment, and supplies weighing up to fifty-pounds utilizing 
legs, back, arms and proper body mechanics lifting, squatting, and reaching.     Need to be able to operate tow motor 
and other lifting equipment to load and unload equipment and supplies.Communicating with Persons Outside 
Organization:     Communicate in a professional manner concerning plant operations to individuals outside the 
organization.Scheduling Work and Activities:     Schedule daily and weekly test to meet designated deadlines set by 
permits.    Schedule and attend training to meet the continuing education requirements.Operating Vehicles, Mechanized 
Devices, or Equipment:     Operate state trucks, automobiles, tow motors, and carts in the performance duties while 
maintaining proper license for equipment operation. Establishing and Maintaining Interpersonal Relationships:     Utilize 
self-control while maintaining composure, controlling anger and avoiding aggressive behavior in difficult situations when 
others may not agree.Coaching and Developing Others:     Work with other Treatment Plant Operators of the same or 
higher grade to improve or maintain the plant's effective operation. Communicate and demonstrate most effective and 
safe use of chemicals, testing, and plant operations.Developing Objectives and Strategies:     Replace, repair or service 
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equipment based on manufacture service life expectancy and facility's historical maintenance data.    Develop and 
project future facilities, major maintenance, and capital maintenance needs to maintain and improve plant 
operation.Training and Teaching Others:     All training is completed according to guidelines established by TDEC in order 
to obtain and maintain proper license.    Overnight stays may be required to attend training to maintain license, permits 
or improve plant operations.Updating and Using Relevant Knowledge:     Attend training as defined by TDEC and 
incorporate into daily operations. " 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                 Learning on the Fly                       Technical Learning                        
Informing                         Organizing                        Priority Setting                 Time Management                        Approachability                 
Ethics and Values                          Patience               Functional/Technical Competency    Problem SolvingKnowledge:    
Building and Construction              Chemistry    Clerical                 Computers and Electronics    Engineering and Technology                 
Mathematics                     Mechanical    Physic    Public Safety and SecuritySkills:    Active Learning                 Active 
Listening                 Critical Thinking                            Monitoring                        Coordination    Equipment Maintenance    
Operation and Control    Operation Monitoring    Repairing    Troubleshooting    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Information Reasoning    Mathematical Reasoning                        
Memorization    Number Facility    Oral Comprehension    Problem Sensitivity    Spatial Orientation    Written 
Comprehension    Written Expression    Control Precision    Finger Dexterity    Manual Dexterity    Multilimb Coordination    
Dynamic Flexibility    Gross Body Coordination    Gross Body Equilibrium    Static Strength    Depth Perception    Far Vision    
Glare Sensitivity    Near Vision    Night Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Bench Vise    Bio-Clave    Chisel  -  Various Types    Computer    Hammer  -  Various Types    Hand Suspended Solids 
Interface Meter    Hand Temperature    Hand Truck    Hot Plate    Hot Plate Stirrer    Incubator  -  Various Types    Infrared 
Thermometer    Lab Microscope    Lab Oven    Laboratory Fume Hood    Ladder  -  Various Types    Micro-Hematocrit 
Centrifuge    Micro-Weight Scales    PH Meter    Plier  -  Various Types    Pliers  -  Various Types    Pry Bar    Ratchet    Saw  
-  Various Types    Screwdriver  -  Various Types    Snips  -  Various Types    Spectrometer    Telephone    Total Dissolve 
Oxygen Meter    Utility Knife    Vacuum Pump    Wrench  -  Various Types 
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064720 - TREATMENT PLANT OPERATOR 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2248 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. Substitution of Experience 
for Education: Qualifying full-time water and waste water treatment plant operation work may be substituted for the 
required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Be licensed/certified in water distribution and/or 
collection by the Tennessee Department of Environment and Conservation. The type and level of certification(s) are 
determined by the type water/wastewater system at a particular work location. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, an employee in this class operates, maintains, and performs a variety of tests on 
water and or waste water to ensure safety and Tennessee Department of Environment and Conservation (TDEC) 
compliance. Distinguishing Features: An employee in this class operates, maintains, and performs a variety of tests on 
water to ensure safety. An employee has three (3) years to achieve required licensure and certification required to 
operate treatment plant as identified by treatment plant permit. Failure to acquire and maintain required licensure and 
certification as indicated by the treatment plant permit will result in automatic demotion or termination. This class 
differs from classes in the Maintenance Mechanic subseries in that incumbents of the latter are not performing 
laboratory testing and are not fully responsible for a treatment plant but may be assigned to work at a treatment plant 
to learn operations and techniques. 
 
Work Activities: 
"Analyzing Data or Information:      Analyze data and Information from test results and plant operation to make 
adjustments to ensure most affective plant operations.Making Decisions and Solving Problems:     Analyze test results to 
achieve desired outcome to meet compliance.Monitor Processes, Materials, or Surroundings:     Operates, adjust 
controls, and maintain chemical levels to purify and clarify water per TDEC operating permits.    Enters test results on 
report forms, submit samples for bacteriological testing to proper authority and advises departmental authorities per 
department guidelines and TDEC of any adverse compliance issues.    Complete daily and monthly operational reports 
and discharge monitoring reports.    Maintain appropriate and correct documentation of chemicals as directed by 
agency, manufacturer, and authorities and properly use chemicals such as ammonia, chlorine, bromine, lime and any 
other oxidants used in water treatment to disinfect and deodorize water and other liquids.     Conduct daily inspection 
and testing to ensure the wastewater discharge shall not contain pollutants in quantities that will be hazardous or 
otherwise detrimental to humans, livestock, wildlife, plant life, or fish and aquatic life in the receiving streams or rivers 
while taking all reasonable steps to minimize any adverse impact to the waters of Tennessee resulting from non-
compliance with the permit.Judging the Qualities of Things, Services, or People:     Evaluate and approve repairs 
performed by facility staff and outside contractors to ensure preventive maintenance, service, and repairs meet the 
optimum operational effectiveness of the plant's equipment.Processing Information:     Perform testing at designated 
locations, compile test results, and maintain records per TDEC Rules and Regulations.    Maintain material safety data 
sheets for all chemicals and follow agency rules in maintaining inventory and records.Getting Information:    Evaluate 
laboratory tests by other Treatment Plant Operators of the water in various stages of treatment such as alkalinity, 
hardness, carbon dioxide, manganese, iron, chlorine, turbidity, suspended solids, settable solids, temperature, and 
dissolved oxygen: makes needed adjustments as indicated by test.    Utilize a variety of tools and equipment such as ph 
meter, chlorinator, disinfection chlorinator, disinfection chlorinators, sulphonators, mixes and agitators, aerators, 
agitators, flocculators, nitrogen (nitrate and nitrite) analyzer, sequential batch reactors, backwash filters, microstainers, 
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trickling filter beds, vacuum filters, ultrafiltration equipment, laboratory glassware, oxygen meter, spectrometer, triple 
beam scales, incubator, drying ovens, air compressors, and grinders in running and interpretation of tests.    Utilize 
current Tennessee Department of Environmental and Conservation Rules, Chapter 1200-5-3, and Water Environment 
Act 1984 to ensure continuous operational compliance of facility's Water and/or Waste Water Plant.    Gather 
information from TDEC, supervisors, reports, test results, vendors, and internet as needed for proper operation and 
compliance.Controlling Machines and Processes:     Correctly operate a variety of Water/Waste Water Plant equipment, 
including but not limited to valves, sludge pumps, water circulating pumps, sludge press, water sampler, chemical 
feeders, and automatic bar screen.Interpreting the Meaning of Information for Others:    Explain in simple terms the 
treatment plant operations, equipment, testing processes, reporting procedures, and maintenance to staff or outside 
personnel.Identifying Objects, Actions, and Events:     Take appropriate and timely action to repair and or correct a 
deficiency to return the Water/Waste Water Plant's operation to normal operating conditions based on test results and 
advise departmental authorities per department guidelines and TDEC of any adverse compliance issues. Evaluating 
Information to Determine Compliance with Standards:     Comply with TDEC and governing agencies in the compliance of 
Treatment Plant License and Permit requirements.Repairing and Maintaining Electronic Equipment:     Arrange for 
electronic test equipment to be calibrated per manufacture recommendation by approved vendor.Communicating with 
Supervisors, Peers, or Subordinates:     Communicate with supervisors, peers and/or subordinates in a professional 
manner concerning plant operations.Estimating the Quantifiable Characteristics of Products, Events, or Information:     
Monitor and maintain operational chemicals and supplies to operate the plant within the procurement guidelines.        
Monitor equipment for proper operating conditions to prevent premature equipment failure.Interacting With 
Computers:    Utilize computers and software to monitor, to make analytical decision, and to make appropriate 
corrective actions of the plant operations.    Enter maintenance work order requests through computer system.Drafting, 
Laying Out, and Specifying Technical Devices, Parts, and Equipment:     Read, comprehend, and implement technical data 
instruction from chemical suppliers, equipment manufactures, and TDEC guidance's in the operations of the plant.     
Consistently maintain documentation and note improvements of Operational Maintenance Manuals, Plans, and 
Specification of the Treatment Plant.Performing Administrative Activities:     Create and maintain reports and 
information as directed by TDEC or agency policies.Inspecting Equipment, Structures, or Material:     Inspect equipment, 
structure, and materials daily and during routine preventive maintenance and take timely action to repair or correct 
deficiency to return operation to normal operating conditions.    Reporting and documentation procedures are followed 
for the preventive maintenance and repairs of equipment.Organizing, Planning, and Prioritizing Work:     Ensure all 
applicable preventive maintenance and repairs are performed in a timely manner and correctly per manufacture 
operational maintenance equipment manuals.    Ensure all applicable and required water testing is completed in a timely 
manner and within operational permits.Monitoring and Controlling Resources:     Ensure that operational chemicals, 
supplies, and equipment are affectively utilized by maintaining inventory of use and/or historical work order 
documentation of service.Performing General Physical Activities:     Receive, inventory, unload, and storage of materials, 
chemicals, equipment, and supplies weighing up to fifty-pounds utilizing legs, back, arms while using proper body 
mechanics (lifting, squatting, and reaching).     Utilize legs, back, arms and proper body mechanics while lifting, 
squatting, and reaching to climb stairs, ladders, and platforms in performance of checking, servicing, and/or observing 
operation and repairing equipment of thirty feet or higher.    Have correctable vision and no color blindness to have the 
ability to properly read the visual test results of slight color variation on meters, small visual readouts, and computer 
screens.    Have the ability to manipulate small buttons, controls, or devices.Handling and Moving Objects:     Accepting, 
accounting, unloading, and storing of materials, chemicals, equipment, and supplies weighing up to fifty-pounds utilizing 
legs, back, arms and proper body mechanics lifting, squatting, and reaching.     Need to be able to operate tow motor 
and other lifting equipment to load and unload equipment and supplies.Communicating with Persons Outside 
Organization:     Communicate in a professional manner concerning plant operations to individuals outside the 
organization.Scheduling Work and Activities:     Schedule daily and weekly test to meet designated deadlines set by 
permits.    Schedule and attend training to meet the continuing education requirements.Operating Vehicles, Mechanized 
Devices, or Equipment:     Operate state trucks, automobiles, tow motors, and carts in the performance duties while 
maintaining proper license for equipment operation. Establishing and Maintaining Interpersonal Relationships:     Utilize 
self-control while maintaining composure, controlling anger and avoiding aggressive behavior in difficult situations when 
others may not agree.Coaching and Developing Others:     Work with other Treatment Plant Operators of the same or 
higher grade to improve or maintain the plant's effective operation. Communicate and demonstrate most effective and 
safe use of chemicals, testing, and plant operations.Developing Objectives and Strategies:     Replace, repair or service 
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equipment based on manufacture service life expectancy and facility's historical maintenance data.    Develop and 
project future facilities, major maintenance, and capital maintenance needs to maintain and improve plant 
operation.Training and Teaching Others:     All training is completed according to guidelines established by TDEC in order 
to obtain and maintain proper license.    Overnight stays may be required to attend training to maintain license, permits 
or improve plant operations.Updating and Using Relevant Knowledge:     Attend training as defined by TDEC and 
incorporate into daily operations. " 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity                 Learning on the Fly                       Technical Learning                        
Informing                         Organizing                        Priority Setting                 Time Management                        Approachability                 
Ethics and Values                          Patience               Functional/Technical Competency    Problem SolvingKnowledge:    
Building and Construction              Chemistry    Clerical                 Computers and Electronics    Engineering and Technology                 
Mathematics                     Mechanical    Physic    Public Safety and SecuritySkills:    Active Learning                 Active 
Listening                 Critical Thinking                            Monitoring                        Coordination    Equipment Maintenance    
Operation and Control    Operation Monitoring    Repairing    Troubleshooting    Judgment and Decision Making    Time 
ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    Information Reasoning    Mathematical Reasoning                        
Memorization    Number Facility    Oral Comprehension    Problem Sensitivity    Spatial Orientation    Written 
Comprehension    Written Expression    Control Precision    Finger Dexterity    Manual Dexterity    Multilimb Coordination    
Dynamic Flexibility    Gross Body Coordination    Gross Body Equilibrium    Static Strength    Depth Perception    Far Vision    
Glare Sensitivity    Near Vision    Night Vision    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Bench Vise    Bio-Clave    Chisel  -  Various Types    Computer    Hammer  -  Various Types    Hand Suspended Solids 
Interface Meter    Hand Temperature    Hand Truck    Hot Plate    Hot Plate Stirrer    Incubator  -  Various Types    Infrared 
Thermometer    Lab Microscope    Lab Oven    Laboratory Fume Hood    Ladder  -  Various Types    Micro-Hematocrit 
Centrifuge    Micro-Weight Scales    PH Meter    Plier  -  Various Types    Pliers  -  Various Types    Pry Bar    Ratchet    Saw  
-  Various Types    Screwdriver  -  Various Types    Snips  -  Various Types    Spectrometer    Telephone    Total Dissolve 
Oxygen Meter    Utility Knife    Vacuum Pump    Wrench  -  Various Types 
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073574 - TRICOR ACCOUNT SPECIALIST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3117 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073618 - TRICOR ADMINISTRATIVE ASST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3877 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073605 - TRICOR APP SUPP SPEC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3860 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073559 - TRICOR ASSISTANT DIRECTOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3101 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073570 - TRICOR ASST CHIEF OPS 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2477 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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050001 - TRICOR ASST MAINTENANCE MGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1868 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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050021 - TRICOR AUDIT PROGRAM MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1878 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073600 - TRICOR BRAILLE TRANSCRIPT INST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3857 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073557 - TRICOR BUILDING TRADES MGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3151 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073553 - TRICOR BUSINESS ANALYST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3150 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073578 - TRICOR BUSINESS DEV MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3121 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075761 - TRICOR BUYER PLANNER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4122 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075762 - TRICOR BUYER PLANNER MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4123 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073637 - TRICOR CALL CENTER MAN 1 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3928 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.   The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073638 - TRICOR CALL CENTER MAN 2 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3929 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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050025 - TRICOR CALL CENTER SUP 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1879 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073549 - TRICOR CHIEF CUSTOMER OFFICER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2462 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073560 - TRICOR CHIEF EXECUTIVE OFF 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2475 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073547 - TRICOR CHIEF FINANCIAL OFFICER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2460 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073561 - TRICOR CHIEF OPS OFFICER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2476 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073548 - TRICOR CHIEF PEOPLE OFFICER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2461 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
064235 - TRICOR CHIEF TRANSITION OFF 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1710 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073589 - TRICOR COMMERCIAL DRIVER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2482 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064237 - TRICOR COMMUNITY RESOURCE COOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1746 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073572 - TRICOR CONTRACT ADMINISTRATOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2478 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073581 - TRICOR CUST RELATION MGMT SPEC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3122 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073611 - TRICOR CUSTOMER SUPPORT MGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3867 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073613 - TRICOR DIR OF COMMUNICATION 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3869 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064239 - TRICOR DIR OF MKTG & INS SALES 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1722 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073551 - TRICOR DIRECTOR OF HR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3148 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073594 - TRICOR DIRECTOR OF INF TECH 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2486 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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050011 - TRICOR DIRECTOR OF OPERATIONS 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1877 
 
Minimum Qualifications: 
 There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073552 - TRICOR DIRECTOR OF TALENT MGMT 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3149 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073590 - TRICOR DISTRIBUTION SUP 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2483 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073598 - TRICOR ENV HEALTH & SAFETY SPC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3856 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073641 - TRICOR EXEC ASST TO THE CEO 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3931 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073619 - TRICOR EXECUTIVE ASSISTANT 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3878 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073591 - TRICOR FACILITIES MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2484 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073583 - TRICOR FACILITIES SUPV 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2481 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064233 - TRICOR FARM ASST MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1721 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of full-time work in one or a combination of the following: farm work; adult inmate supervision in a 
correctional setting; food inspection; dairy inspection; or dairy processing, including at least two years of supervisory or 
managerial experience in one of the above mentioned farming, food inspection, dairy inspection, or dairy processing 
fields.Substitution of Experience for Education: Qualifying experience in farm work; adult inmate supervision in a 
correctional facility; food inspection; dairy inspection; or dairy processing may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed field may substitute for one year of the required education).Substitution of College Education for Experience: 
Course work credit received from an accredited college or university may be substituted for the required experience on 
a month for month basis to a maximum of two years (e.g., 45 quarter hours with at least nine quarter hours in 
agriculture may substitute for one year of the required experience; 90 quarter hours with at least 18 quarter hours in 
agriculture may substitute for two years of the required experience), there being no substitution for two years of 
required supervisory or managerial experience. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for farm management work of average difficulty; and performs related work as 
required.Distinguishing Features: An employee in this class either manages a small institutional farm or assists in the 
management of a large, complex institutional farm. Work involves supervising subordinate Correctional Farm Crew Ldrs 
and inmates in crop production, feed mill operation, dairy, livestock and chicken house production as well as 
administrative duties including budget preparation and monitoring, scheduling work, and preparing reports. This classes 
differs from Correctional Farm Crew Ldr 2 in that an incumbent of the latter supervises Correctional Farm Crew Ldr 1's 
and inmates in farming work, or provides specialized technical advice as to disease control of livestock or the proper 
planting, cultivation, and harvesting of crops. This class differs from Correctional Farm Manager in that an incumbent of 
the latter manages the operation of a large, complex institutional farm. 
 
Work Activities: 
1. Supervises Correctional Farm Crew Ldrs and inmates in performing farm operations for live stock, row crop, dairy, 
poultry, and timber farms; this includes the raising, harvesting, processing, packaging, and shipping of farm products.2. 
Oversees farm personnel work performance, job plans, and performance evaluations; manages personnel issues such as 
disciplinary or promotional actions; conducts job interviews and provides input to upper management for potential new 
hires.3. Performs or assists with the administrative management of a farm; plans and implements policies, procedures, 
and practices of farm operations; develops and maintains budgets, work schedules, records and reports; keeps 
inventories of raw materials, product, and supplies; obtains bids and purchases agriculture supplies, products, and 
equipment; reviews monthly and daily production reports.4. Reviews and observes procedures to ensure regulatory 
standards are followed and that proper compliance with TOSHA (Tennessee Occupations, Safety and Hazard, Associates) 
and other farm services, environmental, and agricultural agencies is maintained; maintains plant security by assuring 
tools are issued and controlled in accordance to departmental policy.5. Coordinates inmate and personnel training; 
works with outsource training groups, such as universities and veterinarians, to supply specific farm training materials; 
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observes work to assess training needs; ensures workers receive required training for working in correctional facilities; 
monitors the progress of inmate hands-on inmate training. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064234 - TRICOR FARM MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1709 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.The Department of Human Resources does 
not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064231 - TRICOR FARM SUPERVISOR 1 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1681 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064232 - TRICOR FARM SUPERVISOR 2 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1708 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073604 - TRICOR FLOOR SUP MFG 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3859 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062572 - TRICOR FLOOR SUP PRD 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1713 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073621 - TRICOR GENERAL COUNSEL 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3879 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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050003 - TRICOR HR ANALYST 3 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1874 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ““Search and Apply for Jobs”“ page.   
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073644 - TRICOR HUMAN RESOURCE ANALYST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3730 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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076529 - TRICOR INDUSTRIAL PROD SPEC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4276 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073606 - TRICOR INFO SUPP SPEC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3864 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073612 - TRICOR MANUFACTURING SUPP SP 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3868 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073596 - TRICOR MANUFACTURING SYS SPC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3849 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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073593 - TRICOR MARKETING COM MGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2485 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073577 - TRICOR MARKETING RS SPECIALIST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3120 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073602 - TRICOR MFG PROD SPEC 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3858 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"  " 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075764 - TRICOR OPERATIONS MANAGER 1 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4125 
 
Minimum Qualifications: 
SUMMARY: There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the 
pleasure of the appointing authority of the department in which the position is located.The Department of Human 
Resources does not process applications for Executive Service jobs. To apply forthese jobs, you should contact the 
particular department in which the Executive Service position islocated. To determine the department location, you may 
want to use the Job Search feature providedon our Employment Page. Although job descriptions are not provided for 
most Executive Servicejob titles, other information such as number of positions and vacancies by county or by 
department,as well as salary grade information, is provided for these jobs. To get information about a 
particulardepartment, you may want to visit the State of Tennessee website at www.tennesseeanytime.org andclick on 
Government to access links to the websites of each department or agency. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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075763 - TRICOR OPERATIONS MANAGER 2 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4124 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
050010 - TRICOR OPERATIONS MANAGER 3 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1876 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073625 - TRICOR OPERATIONS MGR - AGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3881 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064238 - TRICOR OUTSIDE SALES REP 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1747 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073545 - TRICOR PAYROLL SPECIALIST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2369 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073623 - TRICOR PIE COMPLIANCE MGR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3880 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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064236 - TRICOR PRO INSTRUCTION MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1745 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073575 - TRICOR PRODUCT MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3118 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073576 - TRICOR PRODUCT SPECIALIST 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3119 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062574 - TRICOR PRODUCTION MANAGER 1 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1714 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062577 - TRICOR PRODUCTION MANAGER 2 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1715 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
073608 - TRICOR PROJECT COORDINATOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3865 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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050006 - TRICOR REENTRY DIRECTOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1875 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073597 - TRICOR SALES MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3850 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access the current compensation information." 
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075769 - TRICOR SENIOR BUYER PLANNER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4129 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. - See more at: 
https://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=100027&viewOnly=yes#sthash.YhBo0PJT.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073640 - TRICOR SENIOR PROJECT ADMIN 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  3930 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077809 - TRICOR SYSTEMS & DATABASE ADMI 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4169 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062578 - TRICOR TRADES CRAFT INSTRUCTOR 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  1729 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078152 - TRICOR TRANSITION COORD 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  4482 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073546 - TRICOR WAREHOUSE MANAGER 
 
Agency:  TRICOR (31608) 
Edison Template Job Opening ID:  2459 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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038840 - TRNG ACADEMY SUPERINTENDENT 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  1523 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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038631 - TROOPER 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1507 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Department of Safety Training Center or have successfully completed the 
equivalent of the prescribed course.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for highway patrol work of average difficulty or highway patrol-
related staff work of routine difficulty; and performs related work as required. Distinguishing Features: This is the entry-
working class in the Highway Patrol sub-series. An employee in this class is assigned to perform public assistance, public 
protection, crime prevention, state/federal law enforcement, defendant prosecution, and related Highway Patrol work 
in an assigned Highway Patrol district, or is assigned to perform Highway Patrol related staff work of routine difficulty. 
This class differs from Sergeant in that an incumbent of the latter performs supervisory Highway Patrol work in an 
assigned Highway Patrol district or is assigned to perform Highway Patrol related staff work of average difficulty. 
 
Work Activities: 
Communicating with Persons Outside the Organization:  Provides dignitary and public protection. Participates in legal 
and due process proceedings. Communicates with federal, local and other state agencies. Provides public service 
announcements on hazardous road and conditions, enforcement initiatives, safety related messages. Provides roadside 
assistance for stranded motorists. Communicates with the media in a professional manner. Facilitates safety education 
programs.Documenting/Recording Information: Presents files and court exhibits for legal proceedings. Provides 
testimony in civil/criminal/administrative proceedings. Conducts CMV Compliance Reviews. Conducts CVSA commercial 
motor vehicle inspections. Prepares and submits case files. Writes reports, memorandums and departmental reports as 
required. Clearly maintains chain of evidence utilizing property receipts. Documents violator contacts by issuing 
citations/written warnings.Getting Information: Investigates potential criminal acts under highway patrol, including, but 
not limited to, traffic crashes and vehicular homicide. Asks questions and records statements from but not limited to 
witnesses, victims, suspects and other law enforcement personnel. Collects evidence and information obtained from 
witnesses. Reviews stolen vehicle reports. Receives both written and verbal information from not limited to dispatcher, 
peers, citizens and supervisors.  Compares vehicles and documents against motor and commercial vehicle. Operates and 
utilizes the mobile and handheld radio. Interacting With Computers: Operates I-Mobile; retrieves and examines driver's 
license, NCIC and registration data in a confidential manner. Utilizes and searches state and federal law enforcement 
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databases. Operates computer to access departmental databases and web portals to write reports and receive and 
enter data in order to accomplish daily tasks. Utilizes Microsoft Office including, Outlook, Microsoft Excel, Word and 
PowerPoint. Sends and receives emails. Making Decisions and Solving Problems:  Uses force, up to and including the use 
of deadly force. Takes law enforcement action, including, but not limited to, issuing citations and physical arrests. 
Follows and adheres to the chain of command and departmental policies and procedures criminal, traffic and civil law. 
Operating Vehicle, Mechanized Devices or Equipment: Demonstrate proficiency in emergency vehicle operations. 
Operates departmental issued vehicle, including, but not limited to, marked and unmarked patrol vehicles, motorcycles, 
helicopters, fixed wing aircrafts, boats, ATVs, armored vehicles, and commercial motor vehicles. Operates all 
departmental vehicles in compliance with laws, policies, rules and regulations in due regard for public safety. Ensures all 
departmental issued equipment are well kept and in a constant state of readiness. Maintains the required 
maintenance/certifications on all departmental issued vehicles/equipment. Ensures the departmental vehicles and 
equipment are not damaged due to negligence or neglect.  Performing for or Working Directly With the Public: Performs 
essential law enforcement functions, dedicated to safeguarding lives and property. Interacts with the general public in a 
variety of potentially dangerous, stressful or emotional situations. Performs emergency response functions, including, 
but not limited to, SWAT, EOD, Riot Squad, Aviation, Strike Team and K-9. Provides specialized unit assets, included but 
not limited to Crash Reconstruction, Motorcycle Unit, Honor Guard Unit and Dignitary Protection. Provides crowd 
control. Administers basic first aid. Investigates potential criminal acts and assists the Criminal Investigation Division and 
other federal, state and local agencies. Enforces and adheres to all state and federal laws fairly, professionally and 
impartially. Provides training and safety inspections for drivers and buses regulated under pupil transportation. 
Observes violations and conducts violator contacts. Assists other law enforcement agencies with police related duties. 
Secures and safeguards personal property. Exemplifies the core values of the Tennessee Highway Patrol. Provides 
roadside assistance. Provides area information to motorists and other citizens. Gives presentations to public groups. 
Training and Teaching Others: Demonstrates proficiency in the use of firearms and other intermediate weapons for self-
defense and the protection of others. Participates in specialized training opportunities, including, but not limited to, 
drug recognition, crash reconstruction, radar instruction, firearms instruction, field training officers, dignitary protection, 
hazardous materials, commercial motor vehicle enforcement, canine, DUI, CRD, EOD, Aviation, SWAT, scuba diving, 
instructor development, advanced crash investigation, interview and interrogation, criminal interdiction, officer survival, 
active shooter, operates weapon and driving simulators, etc. Provides training to the public and to federal, local and 
other state agencies. Prepares and administers law enforcement related training, including, but not limited to, lesson 
plans and power point presentations.Processing Information: Works with confidential and law enforcement sensitive 
material and information. Prioritizes daily activities to insure more important tasks are completed in a timely manner. 
Manages and facilitates Federal and State Grant and research projects. Updating and Using Relevant Knowledge: Adapts 
to advances in technology, equipment upgrades and departmental requirements. Adapts to changes in laws and 
policies. 
 
Competencies (KSA’s): 
"Competencies:1. Ethics and Values2. Integrity and Trust3. Problem Solving4. Decision Quality5. Time Management6. 
Written Communications7. Command Skills8. Timely Decision making9. Composure10. Standing AloneKnowledge:  
Knowledge of clerical word processing Knowledge of basic computer skills and software Knowledge of basic math Skills: 
Active Learning Active Listening Basic Reading Comprehension Coordination (adapting to constant person and 
situational events as appropriate) Critical Thinking Decision and judgment making skills Instructing (skill of giving 
instructions to public) Learning Strategies Persuasion (ability to defuse/deescalate/stressful situation) Self-monitoring 
skills Speaking Time Management Writing free from major grammatical errors Abilities: Ability to multi-task Ability to 
work independently Basic memorization Number facility Oral comprehension and expression (formulating thoughts and 
sights into speech that is understandable) Written comprehension and expression (formulating thoughts and sights into 
writing that is understandable)" 
 
Tools and Equipment Used: 
 Handcuffs Handguns Computers Cameras Surveillance video or audio recorders Police Vehicles Two-way radios 
Biological evidence collection kits Weapons or explosives detectors 
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029300 - TRSY-ACCOUNTANT 1/AUDITOR 1 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  3032 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029301 - TRSY-ACCOUNTANT 2 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  3033 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029308 - TRSY-ACCOUNTING ASSIST DIR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1010 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029362 - TRSY-ACCOUNTING DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1038 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029307 - TRSY-ACCOUNTING MANAGER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1002 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029201 - TRSY-ACCOUNTING TECHNICIAN 2 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2978 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029397 - TRSY-ASSISTANT DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1061 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029414 - TRSY-ASSISTANT TREASURER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1078 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029323 - TRSY-ATTORNEY 3 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1012 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029331 - TRSY-CHIEF OPERATING OFFICER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1024 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
029371 - TRSY-CLAIMS ADMINISTRATION DIR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1042 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029354 - TRSY-DEFERRED COMP DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1027 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029350 - TRSY-DEPUTY CIO 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1026 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029324 - TRSY-DIR EMPLOY RPT & CUST SVC 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1013 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029403 - TRSY-END POINT TECH SPEC INT 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1076 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029402 - TRSY-EXEC AST TO TREASURER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1075 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
029382 - TRSY-FIXED INCOME DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1058 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029242 - TRSY-HR ANALYST 3 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2989 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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September 22, 2020 

 
  
029381 - TRSY-HR DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1057 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
029370 - TRSY-INFO SYSTEMS DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1041 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029326 - TRSY-INTERNAL AUDIT DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1023 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029436 - TRSY-MANAGER 1 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1080 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
029437 - TRSY-MANAGER 2 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1094 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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September 22, 2020 

 
  
029438 - TRSY-MANAGER 3 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1095 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029439 - TRSY-MANAGER 4 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1096 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029264 - TRSY-MANAGER BUS ARCHITECTURE 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2993 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029355 - TRSY-PRIVATE EQUITY DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1037 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 

  



 TN Job Classification Specifications  
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029244 - TRSY-REAL ESTATE ANALYST 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2990 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029245 - TRSY-REAL ESTATE PORTFOLIO MGR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2991 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029422 - TRSY-RECORDS ANALYST 1 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1079 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029452 - TRSY-SERVICE COUNSELOR 2 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1098 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029453 - TRSY-SERVICE COUNSELOR 3 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1112 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029230 - TRSY-SOFTWARE DEVELOPER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2979 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029325 - TRSY-SR DIR FINANCIAL EMPOWER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1022 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029266 - TRSY-SR DIR OF INFO SYSTEMS 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2994 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029470 - TRSY-STATE TREASURER 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1113 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029315 - TRSY-TCRS ASSISTANT DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1011 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029395 - TRSY-TCRS DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1060 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029246 - TRSY-TESTING ANALYST- ADV 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2992 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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029471 - TRSY-TRAINEE 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1114 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029393 - TRSY-UNCLAIMED PROP DIRECTOR 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  1059 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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029236 - TRSY-WORKSTATION SPEC-INT 
 
Agency:  Treasury Department (30901) 
Edison Template Job Opening ID:  2988 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026603 - TSAC ASSIS EXE DIR GRA & SCH P 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1372 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026596 - TSAC DIRECTOR COLLEGE ACCESS 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1353 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026597 - TSAC RECONNECT COORDINATOR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1354 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026590 - TSAC SOFTWARE DEVELOPER LEAD 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1349 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026604 - TSAC TN PROMISE DIRECTOR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1373 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on theState of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026605 - TSAC-ACCOUNT SPECIALIST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1374 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
026797 - TSAC-APPLICATION ADMINISTRATOR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1240 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026634 - TSAC-AST EXEC DIR OTR & CLG AC 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1427 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026591 - TSAC-BUSINESS ANALYST SR 
 
Agency:  Higher Education Commission (33201) 
Edison Template Job Opening ID:  1350 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026591 - TSAC-BUSINESS ANALYST SR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1351 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026615 - TSAC-COMMUNICATIONS REP 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1396 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079196 - TSAC-COMPLIANCE DIRECTOR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  4341 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026600 - TSAC-COMPLIANCE OFFICER 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1355 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here for current compensation information." 
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026624 - TSAC-DIR GRANT & SCHOLARSHIP 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1399 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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026611 - TSAC-GRANT & SCHLRSHP ANALYST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1377 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026629 - TSAC-GRNT & SCHOLARSHIP PR MGR 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1423 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026602 - TSAC-OUTREACH ASSOCIATE 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1356 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026796 - TSAC-QUALITY ANALYST 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1222 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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026592 - TSAC-SOFTWARE DEVELOPER ADV 
 
Agency:  TN Student Assistance Corp (33205) 
Edison Template Job Opening ID:  1352 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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071448 - UC COLLABORATIONS SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2251 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of experience in any one of the following areas: (1) support of operational systems for voice and video collaboration 
technologies, (2) installation of integrated audiovisual collaboration systems and applications. Substitution of Education 
for Experience: Qualifying full-time experience in one of the following areas may substitute for the required education 
on a year-for-year basis to a maximum of four years: (1) support of operational systems for voice and video 
collaboration technologies, (2) installation of integrated audiovisual collaboration applications; there being no 
substitution for the required specialized experience. OR Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in computer 
information systems, computer networking technology, computer technology, web technology or related field may 
substitute for the required Bachelor's degree.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction is responsible for enterprise level Unified Communications and Collaboration technologies 
work of considerable difficulty; and performs work related to voice, video and audiovisual collaboration technologies as 
required. Distinguishing Features: This is the advanced/lead level classification in the UC Collaboration Specialist series. 
An employee in this class works with the UC Collaboration team to implement and provide support and service for video 
conferencing systems, integrated audiovisual presentation systems, and unified communications related hardware or 
software issues. An employee in this class also assists with system design, communications modeling, end user training, 
and system configuration. This class differs from the UC Collaboration Specialist Intermediate in that the latter provides 
end user support and learns to configure and design voice, video and audiovisual collaboration systems. This class differs 
from the UC Collaboration Specialist - Supervisor in that the latter supervises and performs complex system designs and 
configurations to products and services used throughout the enterprise.    
 
Work Activities: 
1. Leads, coordinates and provides enterprise technical support, equipment configuration, and projects for unified 
communications or audiovisual collaboration systems: provides high level support to assist customers with advanced 
network configuration, audio, video, and audiovisual collaboration software and hardware, unified communications 
related issues, account administration, and specific products or services (i.e. Jabber, IP Communicator, and Cisco IP 
phone); creates equipment configuration models for phone and call management systems, voicemail systems, contact 
center applications, and call routing gateways; operates and supports integrated audiovisual presentation systems, 
video conferencing systems, streaming systems, and web collaborations applications. 2. Leads technology upgrades and 
expansion projects:  installs hardware, software, and configuration of unified communications and audiovisual 
collaboration systems; researches new and modified hardware and software products to determine performance and 
interoperability through the enterprise; researches the enterprise performance and data input/output reports to detect 
problems, identifies inefficient use of resources, and perform capacity planning; performs integration and user 
perspective testing for new products; manages the planning and budget for enterprise equipment replacement; may 
prepare design presentations and proposals for upgrades and expansions to upper management and customers.3. 
Gathers data and provides input pertaining to customer needs and system performance to evaluate system and network 
requirements: works with project managers or directors to identify, predict, interpret problems or ensure sufficient 
availability, speed or efficiency; provides input on operations, maintenance, repairs or enterprise level upgrades; 
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communicates the status of initiatives to management.4. Leads the maintenance, preparation, development and 
updating of documentation related to unified communications and collaboration applications: prepares and reviews 
detailed network specifications and maintains documentation including spreadsheets, diagrams and charts; updates 
documents with equipment settings, software revisions, and configurations; reviews conceptual, logical or physical 
network designs; maintains processes and procedures for applications, software and related systems; manages 
enterprise standard operating procedures; develops all architectural planning and design for enterprise projects and 
initiatives; may develop statewide disaster recovery plans.5. Delivers product education sessions to train end users and 
staff on new or existing unified communications or collaboration technology applications: prepares and provides 
learning materials; organizes and delivers skills transfer sessions; develops documentation for product education 
sessions to end users; trains staff in procedures related to unified communications and collaboration technology 
applications, software, and related systems.6. Leads in the integration video and voice technologies to meet the 
changing needs of the enterprise: builds and modifies provisioning technologies that give state agencies the ability to 
perform basic installation or modification to voice and video platforms; configure voice and video bridge technologies, 
builds audiovisual components to fit customer requirements.7. Keeps abreast of current and advancing related 
technologies: attends webinars and industry related events; reads industry related publications and use that knowledge 
to evaluate upcoming technologies for use in the State of Tennessee.  
 
Competencies (KSA’s): 
Competencies:1. Integrity and Trust2. Functional/Technical Competency3. Priority Setting4. Written Communication5. 
Self-Development6. Standing Alone7. Planning8. Action Oriented9. Comfort around Higher Management10. Total Work 
SystemsKnowledge:1. Customer and Personal Service2. Engineering and Technology3. Telecommunications4. Design5. 
Computers and Electronics6. Education and TrainingSkills:1. Complex Problem Solving2. Quality Control Analysis3. 
Equipment Selection4. Service Orientation5. Systems Analysis6. Systems Evaluation7. Active Learning8. Active 
Listening9. Technology Design10. Operations Analysis11. Speaking12. Writing13. Critical Thinking14. Installation15. 
Learning StrategiesAbilities:1. Deductive Reasoning2. Fluency of Ideas3. Inductive Reasoning4. Information Ordering5. 
Mathematical Reasoning6. Sound Localization7. Hearing Sensitivity8. Visual Color Discrimination9. Memorization10. Oral 
Comprehension11. Oral Expression12. Originality13. Problem Sensitivity14. Written Comprehension15. Written 
Expression  
 
Tools and Equipment Used: 
1. Laptop with Windows 10 with Serial Communications2. State standard software applications (e.g.: MS Office, 
Acrobat)3. Visio4. WebEx5. Jabber  
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071447 - UC COLLABORATIONS SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2234 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and one year of 
experience in any one of the following areas: (1) support of operational systems for voice and video collaboration 
technologies, (2) installation of integrated audiovisual collaboration systems and applications. Substitution of Education 
for Experience: Qualifying full-time experience in one of the following areas may substitute for the required education 
on a year-for-year basis to a maximum of four years: (1) support of operational systems for voice and video 
collaboration technologies, (2) installation of integrated audiovisual collaboration applications; there being no 
substitution for the required specialized experience. OR Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in computer 
information systems, computer networking technology, computer technology, web technology or related field may 
substitute for the required Bachelor's degree.  
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under direction is responsible for enterprise level Unified Communications and Collaboration technologies 
work of considerable difficulty; and performs work related to voice, video and audiovisual collaboration technologies as 
required. Distinguishing Features: This is the entry-working level classification in the UC Collaboration Specialist series. 
An employee in this class works with the UC Collaboration team to provide end user support and service for video 
conferencing systems, integrated audiovisual presentation systems, and unified communications related hardware or 
software issues in addition to system design and communications modeling. This class differs from the UC Collaboration 
Specialist   Advanced in that the latter provides advanced/lead support and service for voice, video, or collaboration 
application technologies through system design, communications modeling, end user training and system configuration.   
 
Work Activities: 
1. Assists the UC Collaboration team with enterprise technical support, equipment configuration, and projects for 
unified communications or audiovisual collaboration systems: processes tier two and/or tier three troubleshooting 
tickets; provides high level support to assist customers with device network configuration, unified communications 
software and hardware, unified communications related issues, account administration, and specific products or 
services (i.e. Jabber, IP Communicator, and Cisco IP phone); aides with creation of equipment configuration models for 
phone and call management systems, voicemail systems, contact center applications, and call routing gateways; assists 
with the operation and support of integrated audiovisual presentation systems, video conferencing systems, streaming 
systems, and web collaboration applications. 2. Participates in technology upgrades and expansion projects:  installs 
hardware, software, and configuration of unified communications and audiovisual collaboration systems; researches 
new and modified hardware and software products to determine performance and interoperability through the 
enterprise; plays an active role in integration and user perspective testing for new products.3. Gathers data pertaining 
to customer needs and system performance to evaluate system and network requirements: works with project 
managers and directors to identify, predicts or interprets network performance data to ensure sufficient availability or 
speed; uses data to aide in the preparation of disaster recovery purposes throughout the enterprise.4. Maintains, 
updates, prepares, and develops documentation related to unified communications and collaboration applications, 
software and related systems: prepares detailed network specifications and maintains documentation including 
processes and procedures, spreadsheets, diagrams and charts; updates documents with equipment settings, software 
revisions, and configurations; develops conceptual, logical or physical network designs.5. Learns to provide product 
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education sessions to train end users and staff members on new or existing unified communications and collaboration 
technology applications, software and related systems: develops documentation and learning materials for product 
education sessions for end users; organizes and delivers skills transfer sessions.6. Learns to integrate voice and video 
technologies that meet the changing needs of the enterprise: assists with building and modifies provisioning 
technologies that give state agencies the ability to perform basic installation or modification to voice and video 
platforms; assists with configuring voice and video bridge technologies, assists with building audiovisual components to 
fit customer requirements.7. Keeps abreast of current and advancing related technologies: attends webinars and 
industry related events; reads industry related publications and use that knowledge to evaluate upcoming technologies 
for use in the State of Tennessee.  
 
Competencies (KSA’s): 
Competencies:1. Integrity and Trust2. Functional/Technical Competency3. Written Communications4. Problem Solving5. 
Technical Learning6. Priority Setting7. Action Oriented8. Perseverance9. Customer Focus10. Self-
DevelopmentKnowledge:1. Customer and Personal Service2. Engineering and Technology3. Telecommunications4. 
Computers and Electronics5. Education and TrainingSkills:1. Complex Problem Solving2. Operation and Control3. 
Equipment Maintenance4. Installation5. Systems Analysis6. Operations Analysis7. Critical Thinking8. Service 
Orientation9. Speaking10. Writing11. Active Learning12. Active Listening13. Learning StrategiesAbilities:1. Deductive 
Reasoning2. Fluency of Ideas3. Inductive Reasoning4. Information Ordering5. Mathematical Reasoning6. Sound 
Localization7. Visual Color Discrimination8. Memorization9. Oral Comprehension10. Oral Expression11. Originality12. 
Problem Sensitivity13. Written Comprehension  
 
Tools and Equipment Used: 
1. Laptop with Windows 10 with Serial Communications2. State standard software applications (e.g.: MS Office, 
Acrobat)3. Visio4. WebEx5. Jabber 
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071449 - UC COLLABORATIONS SUPERVISOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  2252 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and four years 
of experience in any one of the following areas: (1) support of operational systems for voice and video collaboration 
technologies, (2) installation of integrated audiovisual collaborations systems and applications.        Substitution of 
Education for Experience: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) support of operational systems for voice and video 
collaboration technologies, (2) installation of integrated audiovisual collaboration applications; there being no 
substitution for the required specialized experience. OR  Substitution of a Specific Associate's Degree for the Required 
Bachelor's Degree: Graduation from an accredited college or university with an associate's degree in computer 
information systems, computer networking technology, computer technology, web technology or related field may 
substitute for the required Bachelor's degree.  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Performs enterprise level Unified Communications and Collaboration technologies work of considerable 
difficulty; and performs work related to voice, video and audiovisual collaboration technologies as required. 
Distinguishing Features: This is the supervisor level of the UC Collaboration Specialist series. An employee in this class is 
responsible for supervising the deployment and management of unified communications, system integration strategies 
and audiovisual collaboration systems. This class differs from the UC Collaboration Specialist-Advanced in that an 
incumbent of the later provides advanced/leading support and service for voice, video or audiovisual application 
technologies through system design, communications modeling, end user training and system configuration. This class 
differs from the director in that the latter directs unified communications and collaboration efforts for the enterprise.  
 
Work Activities: 
1. Supervises the UC Collaboration team that performs enterprise technical support, equipment configuration, and 
projects for unified communications or audiovisual collaboration systems: supervises the team that provides high level 
support to assist customers with advanced network configuration, audio, video, and audiovisual collaboration software 
and hardware, unified communications related issues, account administration, and specific products or services (i.e. 
Jabber, IP Communicator, and Cisco IP phone); oversees and evaluates equipment configuration models for phone and 
call management systems, voicemail systems, contact center applications, and call routing gateways; operates and 
supports integrated audiovisual presentation systems, video conferencing systems, streaming systems, and web 
collaborations applications. 2. Oversees technology upgrades and expansion projects: guides the installation of 
hardware, software, and configuration of unified communications and audiovisual collaboration systems; reviews new 
and modified hardware and software products to determine performance and interoperability through the enterprise; 
reviews enterprise performance and data input/output reports to detect problems, identify inefficient use of resources, 
and perform capacity planning; manages integration and user perspective testing for new products; reviews and 
performs design presentations and proposals for upgrades and expansions to upper management and customers; 
conducts the planning and budget for enterprise equipment replacement; makes suggestions for changes or 
improvements to technology in use for the State of Tennessee.3. Evaluates data and provides input pertaining to 
customer needs and system performance to determine system and network requirements: works with project managers 
or directors to identify, predict, interpret, and evaluate data to ensure sufficient availability, efficiency or speed and to 
identify problems; provides input on operations, maintenance, repairs or enterprise level upgrades; communicates the 
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status of initiatives to leadership and stakeholders.4. Maintains, updates, prepares, and develops documentation 
related to unified communication and collaboration applications: evaluates detailed network specifications and 
maintains documentation including spreadsheets, diagrams and charts; updates documents with equipment settings, 
software revisions, and configurations; evaluates conceptual, logical or physical network designs; approves processes 
and procedures related to unified communication and collaborations applications, software and related systems; 
maintains enterprise standard operating procedures; approves all architectural planning and design for enterprise 
projects and initiatives; develops and communicates statewide disaster recovery plans.5. Organizes and delivers product 
education sessions to train end users and staff on new or existing unified communication and collaboration 
technologies: develops and approves learning materials; organizes and delivers skills transfer sessions; approves 
documentation for product education sessions to end users; trains staff in procedures related to communication and 
collaboration technology applications, software, and related systems; ensures adherence to processes and procedures 
related to unified communications and collaboration technology applications, software, and related systems.6. Guides 
the integration of video and voice technologies that meet the changing needs of the enterprise: builds and modifies 
provisioning technologies that give state agencies the ability to perform basic installation or modification to voice and 
video platforms; configures voice and video bridge technologies, builds audiovisual components to fit customer 
requirements.7. Keeps abreast of current and advancing related technologies: attends webinars and industry related 
events; reads industry related publications and use that knowledge to suggest upcoming technologies for use in the 
State of Tennessee.8. Supervises the UC Collaboration team in the goal of accomplishing the mission and vision of the 
organization: develops job performance plans, documents performance, provides performance feedback and 
developmental guidance for assigned subordinates; provides the tools and resources needed to complete assigned 
tasks; ensures the quality of work and services provided meets the needs of customers.     
 
Competencies (KSA’s): 
Competencies:1. Integrity and Trust2. Functional/Technical Competency3. Strategic Agility4. Total Work Systems5. 
Command Skills6. Perseverance7. Presentation Skills8. Building Effective Teams9. Self-Development10. 
ListeningKnowledge:1. Administration and Management2. Customer and Personal Service3. Engineering and 
Technology4. Design5. Telecommunications6. Computers and Electronics7. Education and TrainingSkills:1. Management 
of Personnel Resources2. Complex Problem Solving3. Quality Control Analysis4. Service Orientation5. Systems Analysis6. 
Systems Evaluation7. Technology Design8. Operations Analysis9. Equipment Selection10. Critical Thinking11. Active 
Learning12. Active Listening13. Learning Strategies14. Speaking15. WritingAbilities:1. Deductive Reasoning2. Fluency of 
Ideas3. Inductive Reasoning4. Information Ordering5. Mathematical Reasoning6. Sound Localization7. Hearing 
Sensitivity8. Visual Color Discrimination9. Memorization10. Oral Comprehension11. Oral Expression12. Originality13. 
Problem Sensitivity14. Written Comprehension15. Written Expression  
 
Tools and Equipment Used: 
1. Laptop with Windows 10 with Serial Communications2. State standard software applications (e.g.: MS Office, 
Acrobat)3. Visio4. WebEx5. Jabber 
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075210 - UNEMP ACCOUNTS AUD 1 * 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  7333 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree, including 
eighteen (18) semester hours in accounting. Substitution of Experience for Education: Qualifying full-time professional 
experience in accounting or auditing may be substituted for the required education, on a year-for-year basis, to a 
maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional auditing work of routine difficulty and 
investigative work involving the audit of employer personnel and payroll records, and collection of unemployment 
premiums due; and performs related work as required. Distinguishing Features:  This is an entry level professional class, 
which is flexibly staffed with the working level classification of Unemployment Accounts Auditor 2. Supervision is initially 
close, but as an incumbent learns procedures and practices, supervision becomes more general. This class differs from 
the next higher classes in that incumbents of the latter function at the working level under general supervision.*An 
applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination.  
 
Work Activities: 
Analyzing Data or Information: Learns to conduct audits and examine financial records of business to determine liability 
for state unemployment taxes and to ensure compliance with accepted accounting principles and practices and 
adherence to pertinent state laws, rules and regulations.Interpreting Information for Others: Learns to explain, interpret 
and enforce departmental policies and procedures and pertinent federal and state laws, rules and 
regulations.Documenting/Recording Information: Learns to audit individual and corporate tax documents to determine 
unemployment insurance irregularities and liabilities.Evaluating Information to Determine Compliance with Standards: 
Learns to prepare documented evidence on suspected fraud cases for criminal prosecution; represents the Department 
of Labor and Workforce Development and represents evidence at administrative appeals hearings, state and federal 
criminal courts.Getting Information: Gathers evidence through the examination of employer financial records and 
unemployment insurance claims documents and personal interviews or telephone contact with employers, claimants, 
attorneys, auditors, and other members of the public essential to the case development. Learns to prepare and maintain 
a variety of routine complex records and reports from an audit, internal sources and legal documentation.Updating and 
Using Relevant Knowledge: Keeps up to date with current employment security laws, policies and 
procedures.Communicating with Persons Outside Organization: Learns to effective communicate with employers 
regarding collection of delinquent reports and premiums or establish dates and amounts of payment in accordance with 
state laws and agency policies. Communicates to employers, supervisors, or legal staff the procedures followed, major 
findings collected, and positions taken as a result of tax investigations. Learns to establish and maintain personal 
contacts with individual taxpayers, corporate representatives, financial institution representatives, attorneys and 
members of the public by telephone, correspondence, or personal visits to request additional information necessary to 
complete an audit or examination, to advise and inform on adjustments made to tax returns, and to suggest solutions 
and resolve problems uncovered in examinations or audits.Processing Information: Learns to utilize internal programs 
for audits of employer records and the collection of delinquent reports and premiums.Operating Vehicles, Mechanized 
Devices, or Equipment: Operates a motor vehicle in accomplishing work.Establishing and Maintaining Interpersonal 
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Relationships: Learns to develop constructive and cooperative working relationships with employers and tax 
representatives.  
 
Competencies (KSA’s): 
Competencies: Time Management Priority Setting Timely Decision Making Planning Drive for Results Action Oriented 
Perseverance Written Communication Integrity and Trust Ethics and Integrity Composure Listening Negotiating 
Customer Focus Approachability     Knowledge:  Economics and Accounting Clerical Customer and Personal Service Law 
and GovernmentSkills:  Mathematics Reading Comprehension Writing Active Listening Speaking Critical Thinking Active 
Learning Time Management Coordination Negotiation Persuasion MonitoringAbilities:  Speech Recognition Oral 
Comprehension Written Comprehension Number Facility Oral Expression Written Expression Deductive Reasoning 
Speech Clarity Inductive Reasoning Time Sharing Mathematical Reasoning Information Ordering Memorization Problem 
Sensitivity Perceptual Speed Selective Attention 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine/Scanner Printer Copy Machine Motor Vehicle Projector  
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075232 - UNEMP ACCOUNTS AUD 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3441 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen (18) semester hours in accounting; and experience equivalent to one year of full-time professional work in one 
or a combination of the following: accounting, auditing, tax collecting, unemployment insurance tax accounting or wage 
protest processing, or unemployment insurance claims investigating. OR Current certification as a “certified public 
accountant” or a license as a “public accountant” with the State of Tennessee may substitute for the required bachelor’s 
degree, including the eighteen (18) semester hours in accounting, and the year of required experience. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in accounting and/or 
taxation may substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 
graduate semester hours in one or a combination of the above listed education fields may substitute for the year of 
required experience). Substitution of Experience for Education: Qualifying full-time professional experience in 
accounting or auditing may be substituted for the required education, on a year-for-year basis, to a maximum of four 
years. 
 
Other Requirements: 
Necessary Special Qualifications:     a valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional auditing and investigative work involving the 
audit of employer personnel and payroll records and collection of unemployment premiums due; and performs related 
work as required. Distinguishing Features: ,This is the working level class in the Unemployment Accounts Auditor sub-
series. An employee in this class conducts unemployment tax audits and other tax enforcement activities such as 
collections. This class is flexibly staffed with Unemployment Accounts Auditor 1, and differs in that incumbents of the 
latter learn to perform the duties of an Unemployment Accounts Auditor 2. This class differs from that of 
Unemployment Accounts Auditor 3 in that an incumbent of the latter is responsible for either assisting the tax office 
supervisor in overseeing tax audits for unemployment insurance premiums, auditing large employer accounts, or 
performing central office duties associated with quality control. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Explains, interprets and enforce departmental policies and 
procedures and pertinent federal and state laws, rules and regulations.Analyzing Data or Information:    Conducts audits 
and examines financial records of businesses to determine liability for state unemployment taxes and to ensure 
compliance with accepted accounting principles and practices and adherence to pertinent state laws, rules and 
regulations.Documenting/Recording Information:    Conducts audits of individual and corporate tax documents to 
determine unemployment insurance irregularities and liabilities.Evaluating Information to Determine Compliance with 
Standards:    Prepares documented evidence on suspected fraud cases for criminal prosecution; represents the 
Department of Labor and Workforce Development and represents evidence at administrative appeals hearings, state 
and federal criminal courts.Getting Information:    Gathers evidence through the examination of employer financial 
records and unemployment insurance claims documents and personal interviews or telephone contact with employers, 
claimants, attorneys, auditors, and other members of the public essential to the case development.Updating and Using 
Relevant Knowledge:    Keeps up to date with current employment security laws, policies and procedures.Processing 
Information:    Utilizes internal programs for audits of employer records and the collection of delinquent reports and 
premiums.Communicating with Persons Outside Organization:    Communicates effectively with employers regarding 
collection of delinquent reports and premiums or establish dates and amounts of payment in accordance with state laws 
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and agency policies.    Communicates to employers, supervisors, or legal staff the procedures followed, major findings 
collected, and positions taken as a result of tax investigations.    Establishes and maintains personal contacts with 
individual taxpayers, corporate representatives, financial institution representatives, attorneys and members of the 
public by telephone, correspondence, or personal visits to request additional information necessary to complete an 
audit or examination, to advise and inform on adjustments made to tax returns, and to suggest solutions and resolve 
problems uncovered in examinations or audits. Coaching and Developing Others:    Assists supervisors in the training and 
development of Unemployment Accounts Auditor 1.Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with employers and tax representatives.Operating 
Vehicles, Mechanized Devices, or Equipment:    Operates a motor vehicle in accomplishing work. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Planning    Priority Setting    Time Management    Drive for Results    Action Oriented    
Perseverance    Written Communication    Integrity and Trust    Ethics and Values    Customer Focus    Listening    
Negotiating    Motivating Others    ApproachabilityKnowledge:    Economics and Accounting    Law and Government    
Clerical    Customer and Personal ServiceSkills:    Mathematics    Writing    Reading Comprehension    Active Listening    
Speaking    Critical Thinking    Active Learning    Time Management    Negotiation    Persuasion    Instructing    Monitoring    
CoordinationAbilities:    Oral Comprehension    Written Comprehension    Speech Recognition    Number Facility    
Written Expression    Oral Expression    Deductive Reasoning    Inductive Reasoning    Mathematical Reasoning    Speech 
Clarity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicle    Projector 
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075233 - UNEMP ACCOUNTS AUD 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3463 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree including 
eighteen (18) semester hours in accounting; and experience equivalent to two (2) years of full-time professional work in 
one or a combination of the following: accounting, auditing, tax collecting, unemployment insurance tax accounting or 
wage protest processing, or unemployment insurance claims investigating. OR  Current certification as a “certified public 
accountant” or a license as a “public accountant” with the State of Tennessee may substitute for the required bachelor’s 
degree, including eighteen (18) semester hours in accounting, and the years of required experience. Substitution of 
Education for Experience: Graduate course work received from an accredited college or university in accounting and/or 
taxation may substitute for the required experience on a month-for-month basis to a maximum of one year (e.g., 24 
semester hours in one or a combination of the above listed educational fields may substitute for the year of required 
experience). Substitution of Experience for Education: Qualifying full-time professional experience in accounting or 
auditing may be substituted for the required education, on a year-for-year basis, to a maximum of four (4) years. 
 
Other Requirements: 
Necessary Special Qualifications:     a valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment accounts auditing work involving 
either assisting the tax office supervisor in overseeing tax audits, investigations, and collections for the unemployment 
insurance program; auditing large employer accounts or performing central office duties associated with quality control. 
Distinguishing Features: This is the advanced working/lead level class in the Unemployment Accounts Auditor sub-series. 
An employee in this class either functions as the assistant to the tax office supervisor by overseeing audits of employer 
personnel and payroll records to determine any unemployment insurance tax liability or taxes due, conducts large 
employer account audits, or implements quality control standards for unemployment tax functions. This class differs 
from that of Unemployment Accounts Auditor 2 in that an incumbent of the latter performs at the working level under 
immediate supervision. This class differs from that of Unemployment Accounts Auditor Supervisor 1 and 2 in that 
incumbents of the latter are responsible for supervising the operations and staff at unemployment insurance field tax 
offices. 
 
Work Activities: 
Performing Administrative Activities:    May supervise employees performing tax audits for unemployment insurance 
premiums.    Assigns staff to audit based on audit requirements.    Examines and approves time and attendance reports 
and expense claims.    Interviews job candidates and provide recommendations to upper management concerning the 
selection of an applicant.    Establishes job performance plans for subordinate auditors.    Assigns job performance 
evaluation ratings to areas of major responsibilities.    Discusses performance evaluation ratings to provide feedback to 
subordinate auditors.Interpreting the Meaning of Information for Others:    Explains, interprets and enforce 
departmental policies and procedures and pertinent federal and state laws, rules and regulations.Evaluating Information 
to Determine Compliance with Standards:    May assist in writing and review of written redetermination of 
appropriateness and accuracy.    Reviews tax audit and collection activity reports submitted by unemployment tax 
auditors for accuracy and completeness.    Prepares documented evidence on suspected fraud cases for criminal 
prosecution, represents the Department of Labor and Workforce Development and represents evidence at 
administrative appeal hearings, state and federal criminal courts.Analyzing Data or Information:    May conduct audits 
and examine financial records of businesses to determine liability for state unemployment taxes and to ensure 
compliance with accepted accounting principles and practices and adherence to pertinent state laws, rules and 
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regulations.    Reviews audit reports and collection activity data for accuracy, timeliness, and completeness.    May 
compare computed measures to ensure compliance with federal guidelines to reach desired levels of achievement.    
May review other tax functions for the existence of quality assurance systems and internal controls.Coaching and 
Developing Others:    Assists supervisors in the training and development of Unemployment Accounts Auditor 
1.Developing Objectives and Strategies:    Develops or modifies policies and/or procedures in tax function operations to 
improve efficiency, productivity, and quality in these areas.    May identify employer accounts to further audit based on 
trends in prior tax returns, legal mandates, random and stratified sampling, or referrals from federal and state 
agencies.Getting Information:    Prepares and maintains a variety of routine complex records and reports from an audit, 
internal sources, and legal documentation.    Gathers evidence through the examination of employer financial records 
and unemployment insurance claims documents and personal interviews or telephone contact with employers, 
claimants, attorneys, auditors, and other members of the public essential to the case development.Communicating with 
Supervisors, Peers, or Subordinates:    Assists the tax office supervisor in overseeing auditing staff and unemployment 
tax office operations, indentifies disruptions and offers solutions impacting the unemployment tax enforcement tax 
process. Answers questions raised by upper management concerning unemployment tax audit status’ and other 
operating issues.    Recommends changes in unemployment tax enforcement policy and procedures to tax audit 
supervisors; discusses departmental and divisional policies and procedures with audit staff.Updating and Using Relevant 
Knowledge:    Keeps up to date with current employment security laws, policies and procedures.Communicating with 
Persons Outside Organization:    Resolves tax disagreements regarding unemployment insurance tax audit studies or 
positions taken concerning tax law, policy, or procedures, including tax assessments.    Communicates to employers, 
supervisors, or legal staff the procedures followed, major findings collected, and positions taken as a result of tax 
investigations.    Effectively communicates with employers regarding collection of delinquent reports and premiums or 
establish dates and amounts of payment in accordance with state laws and agency policies.    Establishes and maintains 
personal contact with individual taxpayers, corporate representatives, financial institution representatives, attorneys 
and members of the public by telephone, correspondence, or personal visits to request additional information necessary 
to complete an audit or examination, to advise and inform on adjustments made to tax returns, and to suggest solutions 
and resolve problems uncovered in examinations or audits.Processing Information:    Utilizes internal programs for 
audits of employer records and the collection of delinquent reports and premiums.Training and Teaching Others:    May 
develop training material and course outlines.    May conduct formal presentations at tax workshops for taxpayer and 
industry representatives.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and 
cooperative working relationships with employers and tax representatives.Operating Vehicles, Mechanized Devices, or 
Equipment:    Operates a motor vehicle in accomplishing work.Documenting/Recording Information:    Conducts audits 
of individual and corporate tax documents to determine unemployment insurance irregularities and liabilities. 
 
Competencies (KSA’s): 
Competencies:    Priority Setting    Time Management    Planning    Process Management    Conflict Management    Drive 
for Results    Action Oriented    Perseverance    Written Communication    Integrity and Trust    Ethics and Values    
Customer Focus    Listening    Negotiating    Approachability    Boss RelationshipKnowledge:    Economics and Accounting    
Law and Government    Customer and Personal Service    Administration and Management    Education and Training    
Clerical    Personnel and Human ResourcesSkills:    Mathematics    Reading Comprehension    Writing    Speaking    Active 
Listening    Critical Thinking    Active Learning    Time Management    Complex Problem Solving    Persuasion    Learning 
Strategies    Instructing    Negotiating    Monitoring    Coordination    Management of Personnel Resources    Social 
Perceptiveness    Service OrientationAbilities:    Written Expression    Oral Comprehension    Written Comprehension    
Speech Recognition    Oral Expression    Number Facility    Deductive Reasoning    Speech Clarity    Inductive Reasoning    
Time Sharing    Information Ordering    Mathematical Reasoning    Problem Sensitivity    Memorization    Perceptual 
Speed    Selective Attention    Speed of Closure 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicle    Projector 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
075234 - UNEMP ACCOUNTS AUDITOR SUPV 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3472 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
twenty-seven quarter hours in accounting and experience equivalent to three years of full-time professional work in one 
or a combination of the following: accounting, auditing, tax collecting, unemployment insurance tax account or wage 
protest processing, or unemployment insurance claims investigating. Substitution of Education for Experience:  
Qualifying full-time professional experience in accounting or auditing may be substituted for the required education, on 
a year-for-year basis, to a maximum of four years. Substitution of Certificate or License for Education and Experience: 
Current certification as ""certified public accountant"" or license as a ""public accountant"" with the State of Tennessee 
may substitute for the required bachelor's degree, including the twenty-seven quarter hours in accounting, and one year 
of the required experience. Substitution of Experience for Education: Graduate course work received from an accredited 
college or university in accounting and/or taxation may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORThree years of full-time professional accounting or auditing 
experience with the State of Tennessee" 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid motor vehicle operator license and access to an automobile for 
use in performing work activities may be required. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment accounts supervisory work of 
average difficulty involving supervising the overall operations and staff of a small to medium size unemployment 
insurance field tax office. Distinguishing Features: This is the first supervisory class in the Unemployment Accounts 
Auditor sub series. An employee in this class supervises the overall operations and staff of an unemployment insurance 
field tax office. This class differs from that of Unemployment Accounts Auditor 3 in that an incumbent of the latter is 
responsible for assisting the tax office supervisor in overseeing tax audits for unemployment insurance premiums, 
auditing large employer accounts, or performing central office duties associated with quality control. This class differs 
from that of Unemployment Accounts Auditor Supervisor 2 in that an incumbent of the latter is responsible for 
supervising the overall operations of a large unemployment insurance field tax office.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Resolves unemployment insurance tax disagreements with employers 
regarding tax assessments, audit procedures, or positions taken based on tax law, policy, or procedures; reviews 
auditors' findings and conclusions to ensure basis for disagreement is legitimate. Handling internal disputes, resolving 
conflicts and negotiating with others.Coordinating the Work and Activities of Others: Supervises staff and operations of 
an unemployment insurance local employer accounts office.Interpreting the Meaning of Information for Others:  
Translates or explains what information means and how it applies to employment security law.Training and Teaching 
Others: Identifies the educational needs of auditors, developing formal educational or training programs or classes, and 
teaching or instructing others.Analyzing Data or Information: May conduct tax audits and collection activities of 
unemployment insurance premiums at business and company locations.         Collects outstanding unemployment 
insurance premiums due; issues and serves distress warrants and liens to obtain premium payments withheld by the 
employer. Checks reported wages, journal vouchers, tax returns, and other employer records for accuracy and 
completeness. Calculates tax liability including any applicable interest, penalties, or adjustments.Making Decisions and 
Solving Problems: Analyzes information and evaluates results to choose the best solution and solve 
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problems.Organizing, Planning, and Prioritizing Work: Sets priorities of tax audit, collection assignments, wage protest 
investigations and other assignments from central office.Processing Information:                Evaluates staff wage protest 
investigations, conducts or approves adjustments submitted by staff made to employer's account relating to claimant's 
protest; investigates wage protests from claimants.Evaluating Information to Determine Compliance with Standards:  
Reviews staff work in unemployment insurance tax auditing, tax liability investigations and tax collections including legal 
actions, and documentation for accuracy, completeness, and consistency with policy and procedures.   Reviews 
narrative progress reports or other wage protest documentation for accuracy and completeness.Developing Objectives 
and Strategies: Writes or modifies unemployment accounts auditing policies and other procedures. Gathers and reviews 
information regarding recent product developments, legislation, employee/employer relationships, and particular 
problems concerning unemployment insurance premiums; compares current policies with new information to develop 
recommended changes in current procedures.Updating and Using Relevant Knowledge:                 Keeps up-to-date on 
employment security law and policies as well as applying new knowledge to job.Guiding, Directing, and Motivating 
Subordinates: Evaluates employees' performance based on defined expectations. Initiates motivational and disciplinary 
actions for employees based on job performance issues. Identifies exceptional performance characteristics from job 
plans. Reviews assigned performance ratings to ensure fairness and consistency.   Discusses job performance ratings 
with employee. Describes employee performance on pre-designated major responsibilities.  Discusses exceptional 
performance characteristics with employees.Performing Administrative Activities: Answers questions raised by upper 
management concerning tax audit status' or other operating issues (e.g., personnel issues, auditing procedures, 
operating expenses).                Reviews job references to verify an applicants' qualifications; provides recommendations 
to upper management concerning the selection of an applicant.    Identifies specific course work, job training, 
background experience, and prior job experience of prospective employees; explains duties, responsibilities, and 
expectations of the job to applicants. Staffing Organizational Units:  Interviews applicants for vacant Unemployment 
Account Auditor positions: Asks applicant questions to assess prospective employees' ability to perform 
job.Communicating with Persons Outside Organization: Explains to employer or employer representative relevant tax 
laws, legal decisions, or departmental policies; reviews written rebuttals from auditor for accuracy and appropriateness; 
approves rebuttals for use in disagreements. May conduct formal presentations at tax workshops for taxpayer and 
industry representatives.Documenting/Recording Information: Documents audit and collection activities including audit 
procedures taken, payments received, terms of negotiated payments, and legal actions taken. Completes weekly and 
monthly performance logs.Getting Information: Observes, receives, and otherwise obtains information from all relevant 
sources.Monitoring and Controlling Resources:  Examines and approves time and attendance reports and expense 
claims. Requests additional office staff or equipment from upper management.Coaching and Developing Others: Assigns 
work projects to staff; sets priorities of tax audit and collection assignments; advises and informs staff of decisions, 
procedures, policies, conduct, and performance issues.Communicating with Supervisors, Peers, or Subordinates: 
Provides information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.     
Routes unresolved tax disagreements to legal staff. Developing and Building Teams:  Schedules and organizes office 
meetings regularly or as needed.Establishing and Maintaining Interpersonal Relationships: Develops constructive and 
cooperative working relationships with others, and maintaining them over time.Scheduling Work and Activities: 
Schedules events, programs, and activities, as well as the work of others.                   
 
Competencies (KSA’s): 
Competencies:  Dealing with Ambiguity Directing Others Time Management Priority Organizing Informing Planning 
Conflict Management Confronting Direct Reports Hiring and Staffing Written Communication Fairness to Direct Reports 
Ethics and Values Motivating Others Customer FocusKnowledge: Mathematics Law and Government Economics and 
Accounting Administration and Management Education and Training Customer and Personal Service Personnel and 
Human Resources ClericalSkills: Mathematics Reading Comprehension Speaking Writing Judgment and Decision Making 
Management of Personnel Resources Complex Problem Solving Critical Thinking    Time Management Instructing 
Negotiation Active Listening Active Learning Monitoring                  Persuasion Service Orientation            Social 
Perceptiveness Learning Strategies Management of Material Resources Coordination Systems Analysis Systems 
EvaluationAbilities: Oral Expression Written Comprehension Oral Comprehension Written Expression Mathematical 
Reasoning Deductive Reasoning Speech Recognition Inductive Reasoning Problem Sensitivity Time Sharing Fluency of 
Ideas Number Facility Category Flexibility Selective Attention Information Ordering Memorization Perceptual Speed 
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Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicle Scanner Postage Meter 
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075235 - UNEMP ACCOUNTS AUDITOR SUPV 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3481 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree including 
twenty-seven quarter hours in accounting and experience equivalent to four years of full-time professional work in one 
or a combination of the following: accounting, auditing, tax collecting, unemployment insurance tax account or wage 
protest processing, or unemployment insurance claims investigating. Substitution of Education for Experience:  
Qualifying full-time professional experience in accounting or auditing may be substituted for the required education, on 
a year-for-year basis, to a maximum of four years. Substitution of Certificate or License for Education and Experience: 
Current certification as “certified public accountant” or license as a “public accountant” with the State of Tennessee may 
substitute for the required bachelor's degree, including the twenty-seven quarter hours in accounting, and one year of 
the required experience. Substitution of Experience for Education: Graduate course work received from an accredited 
college or university in accounting and/or taxation may substitute for the required experience on a month-for-month 
basis to a maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may 
substitute for one year of the required experience).ORFour years of full-time professional accounting or auditing 
experience with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid motor vehicle operator license and access to an automobile for 
use in performing work activities may be required. Examination Method: Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment accounts supervisory work of 
average difficulty in supervising the overall operations and staff of a large unemployment insurance field tax office. 
Distinguishing Features: This is the highest supervisory class in the Unemployment Accounts Auditor sub series. An 
employee in this class supervises the overall operations and staff of a large unemployment insurance field tax office. 
This class differs from that of Unemployment Accounts Auditor 3 in that an incumbent of the latter is responsible for 
either assisting the tax office supervisor in overseeing tax audits for unemployment insurance premiums, auditing large 
employer accounts, or performing central office duties associated with quality control. This class differs from that of 
Unemployment Accounts Auditor Supervisor 1 in that an incumbent of the latter is responsible for supervising the 
operations and staff of a medium size unemployment insurance field tax office.  
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: Resolves unemployment insurance tax disagreements with employers 
regarding tax assessments, audit procedures, or positions taken based on tax law, policy, or procedures; reviews 
auditors' findings and conclusions to ensure basis for disagreement is legitimate. Handles internal disputes, resolving 
conflicts and negotiating with others.Interpreting the Meaning of Information for Others:  Translates or explains what 
information means and how it applies to employment security law.Coordinating the Work and Activities of Others: 
Supervises staff and operations of an unemployment insurance local employer accounts office.Making Decisions and 
Solving Problems: Analyzes information and evaluating results to choose the best solution and solve 
problems.Organizing, Planning, and Prioritizing Work: Sets priorities of tax audit, collection assignments, wage protest 
investigations and other assignments from central office.Processing Information:                Evaluates staff wage protest 
investigations, conducts or approves adjustments submitted by staff made to employer's account relating to claimant's 
protest; investigates wage protests from claimants.Evaluating Information to Determine Compliance with Standards:  
Reviews staff work in unemployment insurance tax auditing, tax liability investigations and tax collections including legal 
actions, and documentation for accuracy, completeness, and consistency with policy and procedures.   Reviews 
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narrative progress reports or other wage protest documentation for accuracy and completeness.Updating and Using 
Relevant Knowledge:                 Keeps up-to-date on employment security law and policies as well as applying new 
knowledge to job.Developing Objectives and Strategies: Writes or modifies unemployment accounts auditing policies 
and other procedures. Gathers and reviews information regarding recent product developments, legislation, 
employee/employer relationships, and particular problems concerning unemployment insurance premiums; compares 
current policies with new information to develop recommended changes in current procedures.Staffing Organizational 
Units:  Interviews applicants for vacant Unemployment Account Auditor positions: Asks applicant questions to assess 
prospective employees' ability to perform job.Performing Administrative Activities: Answers questions raised by upper 
management concerning tax audit status' or other operating issues (e.g., personnel issues, auditing procedures, 
operating expenses). Reviews job references to verify an applicants' qualifications; provides recommendations to upper 
management concerning the selection of an applicant. Identifies specific course work, job training, background 
experience, and prior job experience of prospective employees; explains duties, responsibilities, and expectations of the 
job to applicants.Guiding, Directing, and Motivating Subordinates: Evaluates employees' performance based on defined 
expectations. Identifies exceptional performance characteristics from job plans. Initiates motivational and disciplinary 
actions for employees based on job performance issues. Reviews assigned performance ratings to ensure fairness and 
consistency. Discusses job performance ratings with employee. Describes employee performance on pre-designated 
major responsibilities.  Discusses exceptional performance characteristics with employees.Communicating with Persons 
Outside Organization: Explains to employer or employer representative relevant tax laws, legal decisions, or 
departmental policies; reviews written rebuttals from auditor for accuracy and appropriateness; approves rebuttals for 
use in disagreements. May conduct formal presentations at tax workshops for taxpayer and industry 
representatives.Training and Teaching Others: Identifies the educational needs of auditors, developing formal 
educational or training programs or classes, and teaching or instructing others.Documenting/Recording Information: 
Documents audit and collection activities including audit procedures taken, payments received, terms of negotiated 
payments, and legal actions taken. Completes weekly and monthly performance logs.Getting Information: Observes, 
receives, and otherwise obtains information from all relevant sources.Monitoring and Controlling Resources:  Examines 
and approves time and attendance reports and expense claims.                                      Requests additional office staff or 
equipment from upper management.Coaching and Developing Others: Assigns work projects to staff; sets priorities of 
tax audit and collection assignments; advises and informs staff of decisions, procedures, policies, conduct, and 
performance issues.Communicating with Supervisors, Peers, or Subordinates: Writes memoranda or narratives 
explaining changes to tax laws and auditing/collection procedures. Provides information to supervisors, co-workers, and 
subordinates by telephone, in written form, e-mail, or in person.     Routes unresolved tax disagreements to legal staff.   
Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working relationships 
with others, and maintaining them over time.Developing and Building Teams:  Schedules and organizes office meetings 
regularly or as needed.Scheduling Work and Activities: Schedules events, programs, and activities, as well as the work of 
others.                                                                                                                                                              
 
Competencies (KSA’s): 
Competencies:   Dealing with Ambiguity Directing Others Time Management Priority Organizing Informing Planning 
Delegation Conflict Management Confronting Direct Reports Hiring and Staffing Written Communication Fairness to 
Direct Reports Motivating Others Customer Focus Ethics and ValuesKnowledge: Mathematics Law and Government 
Economics and Accounting Administration and Management Education and Training Customer and Personal Service 
Personnel and Human Resources ClericalSkills: Mathematics Reading Comprehension Speaking Writing Judgment and 
Decision Making Management of Personnel Resources Complex Problem Solving Critical Thinking    Time Management 
Instructing Negotiation Active Listening Active Learning Monitoring                 Persuasion Service Orientation            Social 
Perceptiveness Learning Strategies Management of Material Resources Coordination Systems Analysis Systems 
EvaluationAbilities: Oral Expression Written Comprehension Oral Comprehension Written Expression Mathematical 
Reasoning Deductive Reasoning Speech Recognition Inductive Reasoning Problem Sensitivity Time Sharing Fluency of 
Ideas Number Facility Category Flexibility Selective Attention Information Ordering Memorization Perceptual Speed         
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicle Scanner Postage Meter 
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006753 - UNEMP ACCOUNTS SUPERVISOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2722 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelors degree and experience 
equivalent to two years of full-time work in unemployment insurance, employment services, tax, accounting, auditing or 
finance work. Substitution of Experience for Education: With a high school diploma or GED, qualifying full-time 
experience in unemployment insurance, employment services, tax, accounting, auditing, or related fiscal services work 
may substitute for the required education, on a year-for-year basis, to a maximum of four years. ,Note: A transcript is 
required for proper evaluation for this class.   
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory work of average difficulty in exercising supervision 
over a small specialized unit of clerical workers engaged in posting, calculating and adjusting unemployment insurance 
employer premium accounts and financial records; and performs related work as required. Distinguishing Features: This 
is the highest class in the Unemployment Accounts Aide sub-series. An employee in this class supervises the posting of 
employer wage records and unemployment insurance premiums to ledgers, verifying information submitted on returns, 
calculating rates and premiums due on accounts, and making liability and successor determinations. Work requires 
technical knowledge in the application of unemployment insurance laws, rules and regulations. This class differs from 
Unemployment Accounts Aide 2 in that an incumbent of the latter acts in a minor supervisory capacity responsible for 
supervising a small clerical staff in the process of unemployment premium reports. 
 
Work Activities: 
Getting Information:    Researches employer and claimant information, using all available resources, to accurately code 
the organization type and make correct liability determination and tax rate assignments, and to ensure proper payment 
and posting of unemployment benefits.Coordinating the Work and Activities of Others:    Supervises the determination 
of tax rates for employers.    Supervises the preparation of reports and correspondence related to claims, accounts, tax, 
payments, bankruptcy, liens, or garnishments.    Supervises clerical and technical staff in the processing of 
unemployment insurance applications, premiums, and tax and wage reports from businesses.    Assigns work to and 
answers questions from staff about tax laws and departmental policies for tax rate assignments.Analyzing Data or 
Information:    Reviews employer’s unemployment insurance applications to determine liability and tax rates for new 
and existing accounts.    Research all bankruptcy cases to determine liability and necessity of claim filing.    Analyzes 
employer correspondence, data, and reports in order to determine any issues, correct data, and determine the 
appropriate destination.Evaluating Information to Determine Compliance with Standards:    Examines reports to ensure 
that staff calculates tax rates, taxes due, interest and penalties accurately, and to ensure that the proper expenditure 
fund accounts have been properly debited or credited.    Ensures that tax, premium and wage, and other reports 
submitted by businesses are processed according to legislative directives, precedent, or department guidelines.    
Verifies employer wage information contained on forms or computer discs is complete, accurate and formatted 
correctly.    Ensures staff accurately determines employer liability for unemployment insurance.    Reviews staff’s reports 
for accuracy of data entry, assignment of codes, and conformity to department standards.    Ensures that staff verifies 
data submitted on documents matches data in files.    Checks reports for required attachments.Interpreting the Meaning 
if Information for Others:    Answers questions from claimants, employers, tax representatives, the public, and state 
personnel related to unemployment insurance liability, account balance, premium rate, and appropriately reporting 
premium and wage information.Processing Information:    Prepares ledgers and deposits to maintain accounting and 
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statistical records.    Posts wage data to accounting systems.    Enters data into computer to update employer accounts 
and Trust Fund accounting system.    Corrects discrepancies in reports.    Assembles data from account records and 
related files.    Updates department employee access to view and edit unemployment information.Communicating with 
Supervisors, Peers, or Subordinates:    Consults with information systems staff, unemployment program specialists, and 
other appropriate staff to provide technical guidance in the resolution of problems.Updating and Using Relevant 
Knowledge:    Continuously updates knowledge of related laws, policies, and procedures in order to effectively and 
correctly administer the Unemployment Insurance program.Making Decisions and Solving Problems:    Resolves account 
discrepancies between employers and auditors or employees.    Approves the release of tax liens.    Decides if collection 
actions are justified.    Determines if correspondence needs to be written to employers.Guiding, Directing and 
Motivating Subordinates:    Assists staff with determining employers’ eligibility to transfer their experience rating record 
from one employer to another.    Administers disciplinary actions when necessary and in accordance with department 
procedures and state policies.    Supervises unemployment insurance staff.    Explains how to correct computer 
processing errors in reports to ensure accurate processing.    Evaluates staff performance using written job plans.    
Trains staff on a one-on-one basis the steps involved in carrying out assigned tasks.    Provides continuous feedback to 
employees, including two interim reviews per cycle.    Daily coaches employees for continuous improvement, individual 
growth, and career development.    Discusses performance ratings and specific strengths and weaknesses with 
employees.Performing for or Working Directly with the Public:    Provides guidance to employers on how to complete 
reports and applications.    Provides excellent customer service on unemployment insurance issues.Staffing 
Organizational Units:    Participates with management in interviewing and hiring the best candidate for the 
position.Organizing, Planning, and Prioritizing Work:    Plans, organizes and prioritizes work to handle the workload of 
the unit.Establishing and Maintaining Interpersonal Relationships:    Builds and maintains relationships with Attorney 
General’s office, the Department of Treasury, financial institutions, the Social Security Administration, tax services, the 
Secretary of State, and the IRS in order to promote timely processing, legal compliance, and effective complex problem 
solving.Documenting/Recording Information:    Maintains or supervises the maintenance of daily logs, reports, and 
record keeping systems.Developing and Building Teams:    Effectively manages and resolves conflict within the unit.    
Encourages and models collaboration within the team and across units.Thinking Creatively:    Continuously improves 
efficiency and accuracy of processes and applications.Inspecting Equipment, Structures, or Material:    Inspects mail 
processing and document imagining machines to determine maintenance necessity.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates required overtime costs for quarterly peak 
processing.Performing General Physical Activities:    When necessary and during peak seasons, assists staff with physical 
lifting to process, batch, file, and shred documents. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Time Management    Delegation    Directing Others    Timely 
Decision Making    Drive for Results    Action Oriented    Written Communication    Customer Focus    Integrity and Trust    
Listening    Ethics and Values    Motivating OthersKnowledge:    Mathematics    Administration and Management    
Customer and Personal Service    ClericalSkills:    Speaking    Reading Comprehension    Writing    Mathematics    Active 
Listening    Complex Problem Solving    Critical Thinking    Judgment and Decision MakingAbilities:    Written Expression    
Written Comprehension    Oral Comprehension    Oral Expression    Mathematical Reasoning    Time Sharing 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Calculator    Scanner/Imaging Systems    Copier    Mail 
Processing Machine    Microfilm/Microfiche Machine 
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075231 - UNEMP BENEFITS AUDITOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3438 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional unemployment insurance claims work that involved either (1) 
investigating or adjudicating unemployment insurance claims; or (2) interviewing claimants to obtain information for 
processing unemployment insurance claims. Substitution of Experience for Education: Qualifying full-time professional 
unemployment insurance claims experience that involved conducting investigations, adjudications or interviews may 
substitute for the required education to a maximum of four years (e.g., experience equivalent to one year of full-time 
work in one or a combination of the above listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional investigative work of average difficulty involving the 
investigation of suspected cases of fraudulent unemployment compensation claims, collection of overpayments, and 
prosecution of cases; and performs related work as required. Distinguishing Features: An employee in this class 
conducts detailed investigations of fraudulent unemployment claims and conducts audits to detect overpayments. Work 
may involve traveling to locate and interview claimants, employers, and other individuals to determine the validity of 
claims. This class differs from that of Unemployment Accounts Auditor 2 in that incumbents of latter audit employer 
accounts to determine premium liability. 
 
Work Activities: 
Processing Information:    Examines all data gathered during investigations to determine if overpayments are result of 
fraud or non fraud.     Properly calculates overpayment amounts.Evaluating Information to Determine Compliance with 
Standards:    Examines all data gathered during investigations to determine if benefits received are in compliance.    
Investigates the overpayment of unemployment benefits.Documenting/Recording Information:    Prepares and presents 
testimony and evidence to the courts.    Writes statements of facts gathered in interviews.    Writes summaries of 
investigations which support the recommended actions.    Completes receipt forms and records payments on receipt 
log.Interpreting the Meaning of Information for Others:    Explains relevant laws, policies and procedures to claimants 
and employers.Getting Information:    Asks claimants questions during fact-finding interviews regarding benefit eligibility 
and requests supporting documentation.    Contacts employers to request claimant wage data.    Requests relevant 
benefit records from central office files to clarify investigation issues.Performing Administrative Activities:    Obtains and 
organizes documents pertinent to a case to present to legal authorities.    Verifies that distress warrants were issued to 
appropriate employers and that garnishment payments are being received.    Collects unemployment benefit 
overpayments.    Completes appropriate complaint forms for prosecutions.    Prepares and maintains a variety of records 
and reports.    Verifies that warrants have been served and that court dates have been set.    Completes expense claim 
forms and time and attendance forms in accordance with State regulations.    Completes supply requisition forms to 
purchase routine office supplies; prepares requests to management which justify need for acquiring personal computers 
and other office equipment and/or additional staff for the work unit.Coordinating the Work and Activities of Others:    
Providing instruction on clerical and office support relating to garnishments and investigations.Analyzing Data or 
Information:    Reviews claimants' benefit histories and other available information to determine if investigations are 
needed.    Compares computer records to receipt log to verify that payments are properly posted.Communicating with 
Persons Outside Organization:    Presents evidence and provides testimony in court about the circumstances of 
claimants' overpayment of benefits.    Talks to District Attorney General about evidence and circumstances of cases for 
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prosecution; and/or testifies in court.    Files distress warrants with general sessions clerk to initiate garnishment 
proceedings against claimants that have failed to repay overpaid benefits.    Contacts employers or other state agencies 
to verify claimant wage data, verification of employment, payroll deduction orders, and other pertinent and relevant 
information.    Contacts General Sessions Court regarding garnishments.    Sends letters to claimants to request 
repayment of overpaid benefits and arrange repayment schedules.    Identifies claimants with delinquent accounts and 
sends follow-up letters to emphasize necessity of repayment.Organizing, Planning, and Prioritizing Work:    Maintains a 
personal tracking of case workload.Making Decisions and Solving Problems:    Issues appropriate agency decisions to 
explain findings of investigations.Interacting With Computers:    Accurately enter findings of investigation into agency 
based program system.    Uses PC Based FoxPro Application to generate letters to claimant and employers.    Type’s 
claimant and employer statements into word documents for use in claims record.    Uses agency database to access 
benefit history information.Monitor Processes, Materials, or Surroundings:    Track requests for information to ensure 
that responses are received in a timely manner.    Monitors the status of cases through contact with appropriate court 
officers.Communicating with Supervisors, Peers, or Subordinates:    Issues appropriate agency decisions to explain 
findings of investigations.    May notify legal staff of employers' failure to process garnishments.    Advises central office 
of status or result of court cases.    Notifies central office of status of distress warrants.    Requests relevant benefit 
records from central office files to clarify investigation issues.    Notifies central office of any issues or discrepancies in 
processes or procedures. 
 
Competencies (KSA’s): 
Competencies:    Listening    Integrity and Trust    Customer Focus    Written Communication    Ethics and Values    
Presentation Skills    Organizing    Planning    Priority Setting    Time Management    Timely Decision Making    Problem 
SolvingKnowledge:    Clerical    Customer and Personal Service    Education and Training    Law and Government    
MathematicsSkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    
Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    Service Orientation    Social 
Perceptiveness    Complex Problem Solving    Time ManagementAbilities:    Deductive Reasoning    Inductive Reasoning    
Information Ordering    Mathematical Reasoning    Memorization    Number Facility    Oral Comprehension    Oral 
Expression    Originality    Selective Attention    Speed of Closure    Time Sharing    Written Comprehension    Written 
Expression    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer/Laptop    Fax Machine    Telephone    Printer    Copy Machine    Scanner    Calculator 
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078415 - UNEMP CLAIMS ADJUDICATOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4526 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree; qualifying full-
time increasingly responsible sub-professional experience or paraprofessional or professional experience may be 
substituted for the required education, on a year-for-year basis, to a maximum of four years. Substitution of Experience 
for Education: Full-time interviewing work involving the processing of unemployment insurance claims or the central 
office determination and processing of interstate or federal program claims may be substituted for the required 
education, on a year-for-year basis, to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Valid US Driver's License: some travel may be required. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for unemployment insurance work of average difficulty involving 
the examination of appealed unemployment insurance benefit claims and the making of determinations concerning 
legal entitlement to benefits, and performs related work as required. Distinguishing Features: An employee in this class 
is responsible for examining all disputed claims involving disqualification issues and making eligibility and monetary 
determinations. Work involves the preparation of statements of fact and the legal basis for decisions, and the 
explanation of division procedures under the Tennessee Employment Security Act to employers and claimants. An 
employee in this class exercises considerable judgment in making determinations, referring only unusual technical 
problems to a supervisor. This class differs from lower Unemployment Insurance classes in that incumbent of the latter 
primarily and makes initial determinations on undisputed unemployment insurance claims. This class differs from that of 
the supervisor in that incumbents of the latter are responsible for supervising a small unit of Unemployment Insurance 
employees. 
 
Work Activities: 
Making Decisions and Solving Problems:  Makes decisions on claims with issues based on facts and laws affecting each 
case.Analyzing Data or Information:  Analyzes unemployment information in computer databases to determine 
overpayments. Analyzes the case file in computer databases to determine the issue of the unemployment 
claim.Communicating with Persons Outside the Organization:  Communicates with claimants and employers to obtain 
any additional information required to reach a determination on a claim.Evaluating Information to Determine 
Compliance with Standards: Reviews disputed initial and additional unemployment insurance claims and all monetary 
determination based on these claims for accuracy, completeness, and conformance with unemployment insurance laws, 
rules, and regulations.Updating and Using Relevant Knowledge:  Stays up to date with changing laws, rules, regulations, 
and policies in order to accurately implement the Unemployment Insurance program.Processing Information:  Verifies 
information in the claim such as initial intake information and employer information.Interpreting the Meaning of 
Information for Others: Explains and interprets unemployment insurance laws, rules, regulations, forms, and claims 
information to claimants and employers in order to facilitate understanding of decisions rendered on cases.Thinking 
Creatively:  Uses creative and critical thinking to solve complex problems and overcome the challenges of gathering all 
the facts of the case.Getting Information:  May conduct preliminary investigations of suspected fraud cases by gathering 
written information and interviewing involved parties. Collaborates with staff that perform initial intake of information 
to obtain facts of the case.Organizing, Planning, and Prioritizing Work: Organizes case load based on established priority 
and timeliness.Documenting/Recording Information:  Prepares written decisions on issue claims, citing the essential 
facts and laws affecting each case. Prepares and maintains routine unemployment insurance records and reports such as 
claims determination reports and required federal statistical documentation. Maintains logs of what decisions were 



 TN Job Classification Specifications  
September 22, 2020 

made for each claim and records the claim's timeliness.Training and Teaching Others:  May assist in training and 
mentoring new employees as needed.Interacting with Computers:  Uses multiple computer systems for the majority of 
work conducted. Uses multiple computer monitors to obtain and review facts and laws pertaining to the 
case.Communicating with Supervisors, Peers, or Subordinates:  Confers and works with peers and supervisors to share 
information and best practices, and to work together to solve complex problems. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Decision Quality Time Management Timely Decision Making Listening Written 
Communications Customer Focus Integrity and Trust Managing Diversity ApproachabilityKnowledge: Clerical Knowledge 
Knowledge of Customer and Personal Service Knowledge of Law and GovernmentSkills: Active Learning Active Listening 
Critical Thinking Mathematics Learning Strategies Reading Comprehension Speaking Writing Social Perceptiveness 
Complex Problem Solving Skills Time ManagementAbilities: Category Flexibility Deductive Reasoning Flexibility of 
Closure Number Facility Inductive Reasoning Information Ordering Oral Comprehension Oral Expression Selective 
Attention Problem Sensitivity Time Sharing Written Comprehension Written Expression Computer Skills Including Typing 
Ability to Work Independently 
 
Tools and Equipment Used: 
 Computer Phone Fax Microfilm Scanner Calculator Printer Copy Machine Motor Vehicle 
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078419 - UNEMP CLAIMS INVESTIGATOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4537 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to three years of full-time professional unemployment insurance claims work (including at least one year of 
adjudication work) that involved either (1) investigating or adjudicating unemployment insurance claims; (2) 
interviewing claimants to obtain information for processing unemployment insurance claims; (3) conducting 
administrative hearings and rendering decisions for contested unemployment insurance claims; (4) analyzing and 
evaluating Unemployment Insurance program operations; or (5) auditing personnel and payroll records for 
unemployment insurance claims. Substitution of Experience for Education: Qualifying full-time professional 
unemployment insurance claims experience that involved conducting investigations, adjudications, interviews, hearings, 
audits, or evaluating unemployment insurance program operations may substitute for the required education to a 
maximum of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above 
listed fields may substitute for one year of the required education). 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment claims investigative work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class conducts detailed 
investigations of selected samples of paid and denied unemployment benefit claims. Responsibilities include auditing 
the work of unemployment insurance claims staff to ensure conformance to State law and departmental policy, as well 
as, some travel to locate and interview claimants, employers, and other individuals to determine the validity of paid and 
denied claims and identify cases of overpayment or recipient disqualification. This class differs from Unemployment 
Claims Adjudicator in that incumbents of the latter are not responsible for investigating the entire claims process. 
 
Work Activities: 
Making Decisions and Solving Problems:    Adjudicates then approves or denies benefits based on investigative findings.    
Recommends an investigation of fraud to the Benefit/Payment Control Division when needed.Evaluating Information to 
Determine Compliance with Standards:    Examines the claimants' benefit histories, employment status, monetary 
eligibility status and whether the claimants registered with Job Service.    Reviews claimant activities to ensure 
compliance with State Law and Department policy.Updating and Using Relevant Knowledge:    Keeps up-to-date 
technically and applying new knowledge by checking emails, online manuals and unemployment insurance program 
letters for policy and law changes.Analyzing Data or Information:    Audits employer payrolls to ensure claimants' wages 
are reported in accordance with State law.    Compares total wages recorded in employer payroll records to quarterly 
wages reported to the Department of Labor and Workforce Development.    Conducts cross-matches of weekly payroll 
records audited to weeks of benefits paid to claimants.    Identifies discrepancies in employers' reported earnings from 
tax reports, payroll records, and Unemployment Insurance benefits records.Developing Objectives and Strategies:    
Recommends corrective courses of action to central office directors or unit supervisors when errors are detected.    
Recommends Unemployment Insurance program improvements to supervisor based on an evaluation of investigative 
findings.Organizing, Planning, and Prioritizing Work:    Creates or develops workable methods to organize and manage 
caseloads.Documenting/Recording Information:    Writes objective narrative summaries of investigative findings to 
explain actions or non actions taken and conclusions reached.    Maintains sworn statements from claimants, employers, 
union officials, school admissions personnel, and others concerning eligibility and separation issues in the case file.    
Properly assigns computer codes and enters into the Data Collection Instrument (DCI) investigative findings according to 



 TN Job Classification Specifications  
September 22, 2020 

federal requirements.    Prepares and maintains investigative and clerical reports.Getting Information:    Collects data 
prior to a field investigation of claimants' Unemployment Insurance benefit payments.    Interviews employers and office 
personnel concerning the claimants' job referral status; documents errors, coding discrepancies, and pertinent 
background information.    Interviews claimants and various individuals concerning eligibility for Unemployment 
Insurance benefits and reviews information for completeness.    Takes sworn statements from claimants, union officials, 
employers, school admissions personnel, and others concerning eligibility and separation issues.Interpreting the 
Meaning of Information for Others:    Informs claimants of their rights to appeal disqualification of benefits or to request 
waiver of repayment when overpayment of benefits occurred.    Clarifies information about Unemployment Insurance 
law, policies, and procedures to claimants and employers.Communicating with Supervisors, Peers, or Subordinates:    
Provides supervisor with advance notice of corrective action to be taken.    Clearly communicates case problems to 
supervisor and with peers so that assistance, guidance or advice can be provided.Communicating with Persons Outside 
Organization:    Reassures claimants regarding the random nature of their selection, explains the Unemployment 
Insurance program and assists claimants in filling out Claimant Questionnaires.     Questions employers about any 
discrepancies.    Informs employers of requirements for reporting wages according to State law.    Explains to employers 
the importance of the Benefit Accuracy Measurement Program and how it benefits them.    Testifies at administrative 
hearings about information obtained during an unemployment claims case.    May represent the Department of Labor 
and Workforce Development at court hearings.Performing Administrative Activities:    Performs day-to-day 
administrative tasks such as maintaining case files and processing paperwork. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competencies    Timely Decision Making    Time Management             Written 
Communications    Problem Solving    Technical Learning    Decision Quality    Presentation Skills    Drive for Results    
Customer Focus    Intellectual HorsepowerKnowledge:    Clerical    Customer and Personal Service    Economics and 
Accounting    Law and Government    Mathematics    Psychology             Skills:    Active Learning    Active Listening    
Critical Thinking    Mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Coordination    Instructing    
Persuasion    Service Orientation    Social Perceptiveness    Complex Problem Solving    Troubleshooting    Time 
Management   Abilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    
Mathematical Reasoning    Memorization    Number Facility    Oral Comprehension    Oral Expression    Problem 
Sensitivity    Selective Attention    Speed of Closure    Time Sharing    Written Comprehension    Written Expression    
Auditory Attention    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer/Laptop    Fax Machine    Telephone    Printer    Copy Machine    Scanner    Vehicle    Calculator 
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078443 - UNEMP HEARING OFFICER 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4467 
 
Minimum Qualifications: 
Education and Experience: Must have Doctor of Jurisprudence degree and an active license to practice law in any state. 
Substitution of Education for Experience: Experience equivalent to two years of adjudicating contested cases in 
administrative hearings with the Department of Labor and Workforce Development may substitute for active license 
requirement. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid vehicle operator’s license may be required for employment in some positions.    
Applicants with any disciplinary action with any judicial body, past or current, must disclose such action during the 
interview process.    Applicants must disclose all criminal convictions, excluding minor traffic violations.    Applicants 
disbarred for any reason, in any state, will not be considered.    Must maintain active license to practice law in the state 
of Tennessee.    Must be in good standing within the licensing body and obtain a Tennessee license within one (1) year 
of accepting position.Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment insurance appeals work of average 
difficulty; and performs related work as required. Distinguishing Features: This is the working-level class in the 
Unemployment Hearing Officer sub-series. An employee in this class performs a variety of unemployment administrative 
law work. Duties include conducting unemployment insurance appeals hearings and rendering decisions on these 
hearings. This class differs from Unemp Hearing Officer 1 in that incumbents of the latter perform at the entry level. An 
incumbent of this class reports to an Unemp Hearing Officer 3. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Conducts administrative law hearings on issues such 
as unemployment compensation claims, unemployment overpayment cases, requests to waive unemployment 
overpayments; fraudulent claims for benefits; job service complaints; employer liability and federal and procedural 
matters.     Takes documentary and testimonial evidence from witnesses; ensures that procedural requirements of 
federal and state laws and regulations are followed throughout the hearing.    Writes and promulgates decisions in 
accordance with federal and state laws and regulations as to procedure and form; disseminates decisions to the Appeals 
Tribunal central office through verbal and written communication.Analyzing Data and Information:    Analyzes each case 
and renders decisions based on the evaluation of pertinent facts, evidence and application of federal and state laws, 
rules and regulations.    Analyzes the submission of evidence presented during the hearing.    Reviews, monitors and 
determines applications of Employment Security laws, rules, regulations and policies.Getting Information:    Takes 
documentary and testimonial evidence from parties filing appeals from Unemployment Hearing decisions.    Obtains a 
working knowledge of evidence, basic legal principles and Unemployment Law, rules and regulations.    Obtains and 
interprets information from basic state computer programs for the background about the unemployment compensation 
claim.    Receives and reviews documents. Various information is received from Appeals support staff to conduct 
Unemployment Hearings prior to and at the time of the hearing.Resolving Conflicts and Negotiating with Others:    May 
be required to represent the Agency in minor court proceedings.    May be required to conduct mediation for human 
resources.    Takes reasonable steps to resolve conflicts or complaints arising during the hearing and refers unresolved 
complaints to supervisor.Making Decisions and Solving Problems:    Resolves quickly and overcomes technical difficulties 
and manages unruly parties during the hearing.Communicating with Persons Outside Organization:    May address 
complaints from the public involving the review of hearings and creating formal responses.    Creates and maintains an 
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appearance of impartiality at all times.    May address general inquiries regarding various issues of the Appeals Tribunal, 
including procedure and post hearing concerns.    Avoids conflicts of interests.    May make public presentations 
regarding laws, regulations, rules, policies and procedures regarding unemployment insurance.    Refrains from ex parte 
communications.Processing Information:    Determines the appropriate codes to enter into agency computer system for 
the outcome of the hearing.    May calculate overpayments and analyze financial data in waiver requests.Training and 
Teaching Others:    May train and teach other hearing officers.Performing Administrative Activities:    Completes 
decisions to ensure compliance with federal time lapse and case-aging requirements.    Proofreads decisions for 
grammar, spelling, legal logic and readability.    Enters and maintains accurate time-keeping records and appropriate 
codes.    May be required to review requests for continuances, rescheduling and subpoenas.    Maintains accurate case 
files and submit all necessary documentation to the support staff in a timely fashion.    May be required to assist support 
staff in docketing cases and assigning appropriate issue codes.Interacting with Computers:    Uses recording devices to 
acquire an audio/visual recording during the hearing.    Uses computer hardware, software and web based applications 
to contact parties, input decisions electronically and communicate with staff.Judging the Qualities of Things, Services, or 
People:    Determines credibility of parties involved in the hearing.    Analyzes various sources of financial data presented 
in hearings to determine the value in writing the decision.    Maintains awareness of costs associated with the 
hearing.Interpreting the Meaning of Information for Others:    Explains and enforces federal and state statutory and 
common laws, rules, regulations and unemployment insurance division policies and procedures.Updating and Using 
Relevant Knowledge:    Maintains required continuing legal education.Monitor Processes, Materials, or Surroundings:    
Consistently monitors email during the day for pertinent updates on material before and during hearings.    Reviews 
preliminary files to identify potential hearing issues. Establishing and Maintaining Interpersonal Relationships:    
Develops constructive and cooperative working relationships with peers, supervisors and support staff, and maintaining 
them over time.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers or 
support staff - Providing information to supervisors, co-workers and support staff by telephone, in written form, e-mail 
or in person.    Assists new employees and peers with questions and concerns.Scheduling Work and Activities:    May 
manage hearing schedule in the event of continuances. 
 
Competencies (KSA’s): 
Evaluating Information to Determine Compliance with Standards:    Conducts administrative law hearings on issues such 
as unemployment compensation claims, unemployment overpayment cases, requests to waive unemployment 
overpayments; fraudulent claims for benefits; job service complaints; employer liability and federal and procedural 
matters.     Takes documentary and testimonial evidence from witnesses; ensures that procedural requirements of 
federal and state laws and regulations are followed throughout the hearing.    Writes and promulgates decisions in 
accordance with federal and state laws and regulations as to procedure and form; disseminates decisions to the Appeals 
Tribunal central office through verbal and written communication.Analyzing Data and Information:    Analyzes each case 
and renders decisions based on the evaluation of pertinent facts, evidence and application of federal and state laws, 
rules and regulations.    Analyzes the submission of evidence presented during the hearing.    Reviews, monitors and 
determines applications of Employment Security laws, rules, regulations and policies.Getting Information:    Takes 
documentary and testimonial evidence from parties filing appeals from Unemployment Hearing decisions.    Obtains a 
working knowledge of evidence, basic legal principles and Unemployment Law, rules and regulations.    Obtains and 
interprets information from basic state computer programs for the background about the unemployment compensation 
claim.    Receives and reviews documents. Various information is received from Appeals support staff to conduct 
Unemployment Hearings prior to and at the time of the hearing.Resolving Conflicts and Negotiating with Others:    May 
be required to represent the Agency in minor court proceedings.    May be required to conduct mediation for human 
resources.    Takes reasonable steps to resolve conflicts or complaints arising during the hearing and refers unresolved 
complaints to supervisor.Making Decisions and Solving Problems:    Resolves quickly and overcomes technical difficulties 
and manages unruly parties during the hearing.Communicating with Persons Outside Organization:    May address 
complaints from the public involving the review of hearings and creating formal responses.    Creates and maintains an 
appearance of impartiality at all times.    May address general inquiries regarding various issues of the Appeals Tribunal, 
including procedure and post hearing concerns.    Avoids conflicts of interests.    May make public presentations 
regarding laws, regulations, rules, policies and procedures regarding unemployment insurance.    Refrains from ex parte 
communications.Processing Information:    Determines the appropriate codes to enter into agency computer system for 
the outcome of the hearing.    May calculate overpayments and analyze financial data in waiver requests.Training and 
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Teaching Others:    May train and teach other hearing officers.Performing Administrative Activities:    Completes 
decisions to ensure compliance with federal time lapse and case-aging requirements.    Proofreads decisions for 
grammar, spelling, legal logic and readability.    Enters and maintains accurate time-keeping records and appropriate 
codes.    May be required to review requests for continuances, rescheduling and subpoenas.    Maintains accurate case 
files and submit all necessary documentation to the support staff in a timely fashion.    May be required to assist support 
staff in docketing cases and assigning appropriate issue codes.Interacting with Computers:    Uses recording devices to 
acquire an audio/visual recording during the hearing.    Uses computer hardware, software and web based applications 
to contact parties, input decisions electronically and communicate with staff.Judging the Qualities of Things, Services, or 
People:    Determines credibility of parties involved in the hearing.    Analyzes various sources of financial data presented 
in hearings to determine the value in writing the decision.    Maintains awareness of costs associated with the 
hearing.Interpreting the Meaning of Information for Others:    Explains and enforces federal and state statutory and 
common laws, rules, regulations and unemployment insurance division policies and procedures.Updating and Using 
Relevant Knowledge:    Maintains required continuing legal education.Monitor Processes, Materials, or Surroundings:    
Consistently monitors email during the day for pertinent updates on material before and during hearings.    Reviews 
preliminary files to identify potential hearing issues.Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with peers, supervisors and support staff, and maintaining them 
over time.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, peers or support 
staff - Providing information to supervisors, co-workers and support staff by telephone, in written form, e-mail or in 
person.    Assists new employees and peers with questions and concerns.Scheduling Work and Activities:    May manage 
hearing schedule in the event of continuances. 
 
Tools and Equipment Used: 
Competencies:    Problem Solving    Time Management    Timely Decision Making    Planning    Conflict Management    
Written Communication    Ethics and Values    Integrity and Trust    Listening    Composure    PatienceKnowledge:    Law 
and Government    Clerical    Customer and Personal Service    Personnel and Human Resources    Administration and 
Management    Communications and MediaSkills:    Writing    Reading Comprehension    Time Management    Active 
Listening    Critical Thinking    Speaking    Active Learning    Judgment and Decision Making    Complex Problem Solving    
Instructing    Social Perceptiveness    Coordination    MathematicsAbilities:    Oral Comprehension    Oral Expression    
Written Expression    Written Comprehension    Speech Clarity    Speech Recognition    Deductive Reasoning    Inductive 
Reasoning    Selective Attention    Speed of Closure    Wrist-Finger Speed    Problem Sensitivity    Finger Dexterity    
Number Facility 
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078444 - UNEMP HEARING OFFICER 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4508 
 
Minimum Qualifications: 
Education and Experience: Must have Doctor of Jurisprudence degree and an active license to practice law in the state 
of Tennessee. Experience equivalent to two years of adjudicating contested cases in administrative hearings with the 
Department of Labor and Workforce Development; or three years of full-time professional legal or administrative law 
work. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid vehicle operator’s license may be required for employment in some positions.    
Applicants with any disciplinary action with any judicial body, past or current, must disclose such action during the 
interview process.    Applicants must disclose all criminal convictions, excluding minor traffic violations.    Applicants 
disbarred for any reason, in any state, will not be considered.    Must maintain active license to practice law in the state 
of Tennessee.    Must be in good standing within the licensing body and obtain a Tennessee license within one (1) year 
of accepting position.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment insurance appeals work of 
considerable difficulty and supervisory work of average difficulty; and performs related work as required. Distinguishing 
Features: This is the highest class in the Unemp Hearing Officer sub-series. An employee in this class supervises and 
participates in a variety of administrative law work. This class supervises and differs from Unemp Hearing Officer 2 in 
that the incumbent of the latter functions at the working level. This class differs from Employment Security Division 
Director in that incumbents of the latter manages the appeals program for the Division of Employment Security. 
 
Work Activities: 
Staffing Organizational Units:    Recruits, interviews and makes staffing recommendations.Evaluating Information to 
Determine Compliance with Standards:    Takes documentary and testimonial evidence from witnesses; ensures that 
procedural requirements of federal and state laws and regulations are followed throughout the hearing.    Writes and 
promulgates decisions in accordance with federal and state laws and regulations as to procedure and form; 
disseminates decisions to the Appeals Tribunal central office through verbal and written communication.    Prepares 
grant requests.    Creates various reports for compliance with standards.    Conducts federal quality reviews and may be 
required to attend federal annual conference and review.    Conducts administrative law hearings on issues such as 
unemployment compensation claims, unemployment overpayment cases, requests to waive unemployment 
overpayments, fraudulent claims for benefits, job service complaints, employer liability, and federal and procedural 
matters.    Evaluates and prepares responses to outside complaints and their compliance with agency standards.Making 
Decisions and Solving Problems:    Directs involvement in decision making for all Human Resources matters.    Analyzes 
information to determine the allocation of resources.    Resolves quickly and overcomes technical difficulties and 
manages unruly parties during the hearing.Training and Teaching Others:    Trains and educates hearing officers and 
support staff.    Develops, maintains and updates training materials for employees or public presentations.Resolving 
Conflicts and Negotiating with Others:    May resolve grievances of support staff and subordinates.    May be required to 
represent the agency in minor court proceedings.    May be required to conduct mediation for human resources.    Takes 
reasonable steps to resolve conflicts or complaints arising during the hearing and refers unresolved complaints to 
supervisor.Analyzing Data or Information:    Analyzes each case and renders decisions based on the evaluation of 
pertinent facts, evidence and application of federal and state laws, rules and regulations.    Analyzes the submission of 
evidence presented during the hearing.    Reviews, monitors and determines applications of Employment Security laws, 
rules, regulations and policies.    Analyzes and reviews budget information, billing statements from vendors.    Analyzes 
information from various sources to create reports concerning the Appeals Tribunal.Getting Information:    Has 
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competent knowledge of evidence, basic legal principles and Unemployment Law, rules and regulations.    Takes 
documentary and testimonial evidence from parties filing appeals from Unemployment Hearing decisions.    Interprets 
information from basic state computer programs for the background about the unemployment compensation claim.    
Receives and reviews documents and various information from Appeals support staff and may conduct unemployment 
hearings prior to and at the time of the hearing.    Receives and reviews documents and various information from 
Appeals support staff and may conduct unemployment hearings prior to and at the time of the hearing.Guiding, 
Directing, and Motivating Subordinates:    Conducts performance evaluations of subordinate staff.Interpreting the 
Meaning of Information for Others:    Explains and enforces federal and state statutory and common laws, rules and 
regulations and unemployment insurance division policies and procedures.Thinking Creatively:    Effectively 
communicates concerns or ideas to superiors and other departments such as Information Technology.Judging the 
Quality of Things, Services, or People:    Determines credibility of parties involved in the hearing.    Analyzes various 
sources of financial data presented in hearings to determine the value in writing the decision.    Maintains awareness of 
costs associated with the hearing for the operation of the Appeals Tribunal.Processing Information:    May calculate 
overpayments and analyze financial data in waiver requests.    Managing time for subordinate staff for time approval.    
Determines the appropriate codes to enter into agency computer system for the outcome of the 
hearing.Documenting/Recording Information:    Maintains all case file materials and hearing recordings in compliance 
with state law.Communicating with Persons Outside Organization:    Address complaints from the public involving the 
review of hearings and creating formal responses.    Creates and maintains an appearance of impartiality at all times.    
Address general inquiries regarding various issues of the Appeals Tribunal, including procedure and post hearing 
concerns.    Avoids conflicts of interest.    Makes public presentations regarding laws, regulations, rules, policies and 
procedures regarding unemployment insurance.    Refrains from ex parte communications.Performing Administrative 
Activities:    Completes decisions to ensure compliance with federal time lapse and case-aging requirements.    Reviews 
requests for continuances, rescheduling and subpoenas.    Monitors the daily activities of the central office and assigns 
tasks as necessary.    Enters and maintains accurate time-keeping records and appropriate codes.    Proofreads decisions 
for grammar, spelling, legal logic and readability.    Assists support staff in docketing cases and assigning appropriate 
issue codes.    Maintains accurate case files and submits all necessary documentation to the support staff in a timely 
fashion.Coaching and Developing Others:    Coaches and works with subordinates and support staff daily.Updating and 
Using Relevant Knowledge:    Maintains awareness of changes and updates in state and U.S. Department of Labor 
policies, laws and rules.    Maintains required continuing legal education.Scheduling Work and Activities:    Manages 
hearing schedules for all hearing officers.    Schedules training for hearing officers and staff.Interacting with Computers:    
Maintains digital recordings of hearings.    Uses recording devices to acquire an audio/visual recording during the 
hearing.    Uses computer hardware, software and web based applications to contact parties, input decisions 
electronically and communicate with staff.Communicating with Supervisors, Peers, or Subordinates:    Communicates 
with supervisors, subordinates, peers and support staff - providing information to supervisors, subordinates, co-workers 
and support staff by telephone, in written form, e-mail or in person.    Assists new employees and peers with questions 
and concerns.Estimating the Quantifiable Characteristics of Products, Events, or Information:    Determines what 
equipment, software, travel and time for hearings.Monitor Processes, Materials, or Surroundings:    Monitors 
consistently email during the day to check for pertinent updates on material before and during hearings.    Reviews 
preliminary files to identify potential hearing issues.    Monitors the case scheduling of the hearing officers including 
requests for rescheduling.Establishing and Maintaining Interpersonal Relationships:    Develops constructive and 
cooperative working relationships with peers, supervisors, subordinates and support staff and maintains them over 
time. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Timely Decision Making    Organizing    Priority Setting    Time 
Management    Conflict Management    Written Communication    Drive for Results    Ethics and Values    Integrity and 
Trust    Composure    Listening    PatienceKnowledge:    Law and Government    Customer and Personal Service    
Administration and Management    Clerical    Education and Training    Personnel and Human Resources    
Communication and MediaSkills:    Judgment and Decision Making    Reading Comprehension    Writing    Active Listening    
Complex Problem Solving    Critical Thinking    Speaking    Instructing    Management of Personnel Resources    Active 
Learning    Time Management    Management of Fiscal Resources    Monitoring    Negotiation    Social Perceptiveness    
Learning Strategies    Management of Material Resources    Persuasion    Systems Evaluation    Mathematics    
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CoordinationAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Written Expression    
Deductive Reasoning    Inductive Reasoning    Speech Clarity    Selective Attention    Speech Recognition    Problem 
Sensitivity    Wrist-Finger Speed    Speed of Closure    Mathematical Reasoning 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Audio/Visual 
Recorder 
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078461 - UNEMP PROGRAM SPECIALIST 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4500 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree; and experience 
equivalent to one (1) year of full-time accounting, auditing, or providing state employment or unemployment program 
services. Substitution of Education for Experience: Graduate course work in any business field, including but not limited 
to accounting, business administration, economics, finance, law, political science, or public administration may 
substitute for the required experience, on a year-for-year basis, to a maximum of one (1) year. Substitution of 
Experience for Education: Additional full-time accounting, auditing, or unemployment work may substitute for the 
required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator’s license may be required for employment in some 
positions. Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment insurance analytic work of average 
difficulty assisting in the planning, coordinating and analysis of operations for an unemployment insurance program; and 
performs related work as required. Distinguishing Features: This is the entry-working class in the Unemployment 
Program Specialist sub-series. An employee in this class assists in the implementation and delivery of unemployment 
insurance programs and gives technical assistance to unemployment insurance field and central office staff. Work 
involves analyzing staff performance and reviewing program needs and costs to ensure conformance to established 
program guidelines and procedures. This class differs from that of Unemployment Program Specialist 2 in that 
incumbents of the latter are responsible for planning, coordinating and overseeing the service delivery of a small 
specialized unemployment insurance programs or conducting moderately complex and technical research and analytical 
studies of unemployment insurance division policies, procedures and operations. 
 
Work Activities: 
Analyzing Data or Information:    Ensures that determinations of benefit entitlements and employer liabilities are done 
in accordance with Federal and State law and policy.    Researches and reviews client eligibility and/or liability 
applications, records, reports and other related materials.    Assists in the review of records and reports for 
completeness, accuracy and conformance to established Federal regulations, state laws and departmental policies and 
procedures.    Verifies reports and/or claims for completeness and accuracy.    Reviews employers’ requests such as non-
charge, tax and benefit charge.Communicating with Supervisors, Peers or Subordinates:    Researches legislation and 
policy and guideline directives and advises staff of any changes that will affect program administration.    Writes a 
preliminary report of findings and discusses findings with supervisor and/or coordinator.Making Decisions and Solving 
Problems:    Grants or denies the request for benefit entitlement.Performing Administrative Activities:    Prepares and 
maintains a variety of records, reports and/or claims such as statistical reports, policy interpretations, memos and 
written staffing and organizational recommendations.Evaluating Information to Determine Compliance with Standards:    
Reviews files for inaccuracies such as overpayments and bankruptcies.    Reviews reports to determine if charges have 
been correctly assessed or if wages and taxes are accurate.    Makes recommendations to staff for improvements in 
efficiency and conformance to program guidelines and pertinent employment security laws, rules and 
regulations.Interacting with Computers:    Corrects errors in mainframe and pc databases.    Enters unemployment 
insurance data into mainframe or pc applications for automated functions.Monitor Processes, Materials, or 
Surroundings:    Assists in analyzing and evaluating the organization, operations, procedures and staff 
performance.Interpreting the Meaning of Information for Others:    Advises clients on rights, responsibilities, and 
options provided by laws, policies and procedures.Processing Information:    Transfers wages to another state if a 
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claimant is still receiving wages in Tennessee.Getting Information:    Researches departmental records for past claims 
and other relevant information.    Asks clients questions to determine their concerns, questions or 
problems.Communicating with Persons Outside Organization:    Explains and interprets Employment Security laws, 
policies and procedures to clients.    Writes appropriate correspondence.    Refers clients to appropriate individuals, 
units or agencies that can offer additional information or assistance. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Timely Decision Making    Time Management    
Written Communication    Ethics and Values    Integrity and Trust    Customer Focus    ListeningKnowledge:     
Mathematics    Customer and Personal Service    Law and Government    ClericalSkills:    Reading Comprehension    Active 
Learning    Active Listening    Mathematics    Speaking    Writing    Critical Thinking    Learning Strategies    Service 
Orientation    Complex Problem Solving    Time Management    Coordination    Social Perceptiveness    Judgment and 
Decision Making    Quality Control Analysis    Negotiation    Systems Evaluation    TroubleshootingAbilities:    Oral 
Comprehension    Oral Expression    Number Facility    Written Comprehension    Written Expression    Speech Clarity    
Speech Recognition    Mathematical Reasoning    Memorization    Information Ordering    Time Sharing    Deductive 
Reasoning    Inductive Reasoning    Selective Attention    Category Flexibility    Problem Sensitivity    Flexibility of Closure    
Finger Dexterity    Speed of Closure    Visualization    Fluency of Ideas 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Calculators    
Microfilm 
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078462 - UNEMP PROGRAM SPECIALIST 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4391 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to two (2) years of full-time accounting, auditing, or unemployment work, which must involve the 
interviewing of claimants, adjudicating/investigating claims, determining unemployment tax liability, or other related 
unemployment insurance work. Substitution of Education for Experience: Graduate course work in any business field, 
including but not limited to accounting, business administration, economics, finance, law, political science, or public 
administration may substitute for the required experience, on a year-for-year basis, to a maximum of one (1) year. 
Substitution of Experience for Education: Additional full-time accounting, auditing, or unemployment work may 
substitute for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment insurance planning, coordinative 
and analytic work of average difficulty; and performs related work as required. Distinguishing Features: An employee in 
this class is responsible for planning, coordinating and overseeing the service delivery of a small specialized statewide 
unemployment insurance program or conducting moderately complex and technical research and analytical studies of 
unemployment insurance division policies, procedures and operations. Work involves analyzing program needs, 
developing program goals and providing technical support to unemployment insurance local and central office staff in 
resolving difficult program or service problems. This class differs from that of Unemployment Program Specialist 1 in 
that the incumbents of the latter assist in analyzing and coordinating unemployment insurance programs. This class 
differs from Unemployment Program Specialist 3 in that incumbents of the latter are responsible for planning, 
coordinating and overseeing the service delivery of a moderately complex specialized statewide unemployment 
insurance program or conducting highly complex and technical research and analytical studies of unemployment 
insurance division policies, procedures and operation. 
 
Work Activities: 
Communicating with Supervisors, Peers or Subordinates:    Researches legislation and policy and guideline directives and 
advises staff of any changes that will affect program administration.Making Decisions and Solving Problems:    Grants or 
denies request for benefit entitlement.Analyzing Data or Information:    Ensures that determinations of benefit 
entitlements and employer liabilities are done in accordance with Federal and Sate law and policy.    Researches and 
reviews client eligibility and/or liability applications, records, reports and other related materials.    Assists in reviewing 
records and reports for completeness, accuracy and conformance to established Federal regulations, state laws, and 
departmental policies and procedures.    Verifies reports and/or claims for completeness and accuracy.    Reviews 
employers’ requests such as non-charge, tax, and benefit charge.Evaluating Information to Determine Compliance with 
Standards:    Makes recommendations to staff for improvements in efficiency and conformance to program guidelines 
and pertinent employment security laws, rules and regulations.    Reviews files for inaccuracies such as overpayments 
and bankruptcies.    Reviews reports to determine if charges have been correctly assessed or if wages and taxes are 
accurate.Interacting with Computers:    Corrects errors in mainframe and pc databases.    Enters unemployment 
insurance data into mainframe of pc applications for automated functions.    Makes restricted changes to the database 
such as names and social security numbers.Performing Administrative Activities:    Prepares and maintains a variety of 
records, reports and/or claims such as statistical reports, policy interpretations, memos and written staffing and 
organizational recommendations.Staffing Organizational Units:    May make recommendations on promotion, retention, 
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dismissal and other personnel actions.Interpreting the Meaning of Information for Others:    Advises clients on rights, 
responsibilities, and options provided by laws, policies and procedures.Processing Information:    Transfers wages to 
another state if claimant is still receiving wages in Tennessee.Monitor Processes, Materials, or Surroundings:    Assists in 
analyzing and evaluating the organization, operations, procedures and staff performance.Guiding, Directing and 
Motivating Subordinates:    May assist in establishing job performance plans for staff.    May provide limited supervision 
at the direction of or in the absence of the immediate supervisor.Scheduling Work and Activities:    May assist in 
assigning and reviewing work of staff.Getting Information:    Researches departmental records for past claims and other 
relevant information.    Asks clients questions to determine their concerns, questions or problems.Communicating with 
Persons Outside Organization:    Explains and interprets Employment Security laws, policies and procedures to clients.    
Writes appropriate correspondence.    Refers clients to appropriate individuals, units or agencies that can offer 
additional information or assistance.Monitoring and Controlling Resources:    Examines office equipment to identify 
items that need replacement or maintenance. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Timely Decision Making    Time Management    Written 
Communication    Presentation Skills    Ethics and Values    Integrity and Trust    Customer Focus    Listening    
Approachability    Boss RelationshipsKnowledge:    Law and Government    Mathematics    Customer and Personal Service    
Clerical    Administration and ManagementSkills:    Mathematics    Reading Comprehension    Active Learning    Critical 
Thinking    Active Listening    Speaking    Writing    Complex Problem Solving    Learning Strategies    Time Management    
Coordination    Monitoring    Service Orientation    Judgment and Decision Making    Quality Control Analysis    Social 
Perceptiveness    Troubleshooting    Negotiation    Persuasion    Instructing    Management of Personnel Resources    
Systems Analysis    Systems EvaluationAbilities:    Mathematical Reasoning    Oral Comprehension    Written 
Comprehension    Written Expression    Time Sharing    Deductive Reasoning    Inductive Reasoning    Oral Expression    
Selective Attention    Speech Clarity    Speech Recognition    Problem Sensitivity    Information Ordering    Number Facility    
Memorization    Perceptual Speed    Flexibility of Closure    Visualization    Category Flexibility    Fluency of Ideas    
Originality    Finger Dexterity 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Calculators    
Microfilm 
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078463 - UNEMP PROGRAM SPECIALIST 3 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4392 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to three (3) years of full-time accounting, auditing or unemployment work, which must involve the 
interviewing claimants, adjudicating/investigating claims, determining unemployment tax liability, or other related 
unemployment work. Substitution of Education for Experience: Graduate course work in any business field, including 
but not limited to accounting, business administration, economics, finance, law, political science, or public 
administration may substitute for the required experience, on a year-for-year basis, to a maximum of one (1) year. 
Substitution of Experience for Education: Additional full-time accounting, auditing, or unemployment work may 
substitute for the required education on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications:     A valid motor vehicle operator’s license may be required for employment in some 
positions.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional unemployment insurance planning, coordinative 
and analytic work of considerable difficulty; and performs related work as required. Distinguishing Features: An 
employee in this class is responsible for planning, coordinating and overseeing the service delivery of a moderately 
complex specialized statewide unemployment insurance program or conducting highly complex and technical research 
and analytical studies of unemployment insurance division policies, procedures and operations. This class differs from 
that of Unemployment Program Specialist 2 in that incumbents of the latter are responsible for planning and 
coordinating a small specialized statewide unemployment insurance program or conducting moderately complex and 
technical research and analytical studies of unemployment insurance division policies, procedures and operations. This 
class differs from that of Unemployment Program Specialist 4 in that incumbents of the latter are responsible for 
supervising the planning, coordination and implementation of a large and complex specialized statewide unemployment 
insurance program sessions. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Advises clients on rights, responsibilities and options provided by 
laws, policies and procedures.Training and Teaching Others:    Conducts training programs on the Unemployment 
Insurance Program.    Develops training programs and materials such as handbooks and charts, prepares training 
manuals.    Coordinates training sessions across the state.    Delivers training program to other staff members.    
Conducts a needs analysis to identify who needs training or what areas need to be covered during the training program.    
Conducts a training program evaluation to determine the effectiveness of the training.Monitor Processes, Materials, or 
Surroundings:    Analyzes and evaluates the organization, operations, procedures and staff performance.Analyzing Data 
or Information:    Reviews records and reports for completeness, accuracy, and conformance to established Federal 
regulations, state laws, and departmental policies and procedures.    Researches and reviews client eligibility and/or 
liability applications, records, reports and other related materials.    Ensures that determinations of benefit entitlements 
and employer liabilities are done in accordance with Federal and State law and policy.    Analyzes and reviews changes in 
the law in order to educate staff.    Verifies reports and/or claims for completeness and accuracy.    Reviews employer’s 
requests such as non-charge, tax, and benefit charge.Making Decisions and Solving Problems:    Grants or denies the 
request for benefit entitlements.    Identifies problem areas that need clarification.Evaluating Information to Determine 
Compliance with Standards:    Oversees the electronic reporting of program performance data to the Federal 
government.    Makes recommendations to staff for improvements in efficiency and conformance to program guidelines 
and pertinent employment security laws, rules, and regulations.    Reviews files for inaccuracies such as overpayments 
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and bankruptcies.    Reviews reports to determine if charges have been correctly assessed or if wages and taxes are 
accurate.Guiding, Directing, and Motivating Subordinates:    Supervises and evaluates subordinate unemployment staff.    
Establishes job performance plans for subordinate staff.    Completes performance evaluations.Interacting with 
Computers:    May install and upgrade computer software as needed.    Corrects errors in mainframe and pc databases.    
Enters unemployment insurance data into mainframe or pc applications for automated functions.    Makes restricted 
changes to the database such as names and social security numbers.Staffing Organizational Units:    Makes 
recommendations on promotion, demotion, retention, dismissal and other personnel transactions.Communicating with 
Supervisors, Peers, or Subordinates:    Researches legislation and policy and guideline directives and advises staff of any 
changes that will affect program administration.    Writes drafts and makes recommendations for changes to operations 
manual.    Informs supervisors/staff if Federal guidelines are not achieved.    Assists in the development of departmental 
policies and procedures. Performing Administrative Activities:    Prepares and maintains a variety of records, reports, 
and/or claims such as staff evaluation documentation, statistical reports, policy interpretation, memos and written 
staffing and organizational recommendations.    Creates and updates unemployment publications and forms on a 
periodic basis.Processing Information:    Transfers wages to another state if a claimant is still receiving wages in 
Tennessee.Scheduling Work and Activities:    Assigns and reviews work of subordinate staff.Coaching and Developing 
Others:    Provides feedback to subordinate staff regarding auditing procedures for accuracy of information and 
conformity to Federal and State guidelines.Communicating with Persons Outside Organization:    Explains and interprets 
Employment Security laws, policies, and procedures to clients.    Discusses information audited by the unit with the 
federal monitors, state agencies, employers or claimants.    Attends and testifies at appeals hearings.    Writes 
appropriate correspondence.    Refers clients to appropriate individuals, units, or agencies that can offer additional 
information or assistance.Getting Information:    Researches laws, policies, and procedures of other states.    Researches 
departmental records for past claims and other relevant information.    Asks clients questions to determine their 
concerns, questions, or problems.Monitoring and Controlling Resources:    Examines office equipment to identify items 
that need replacement or maintenance. 
 
Competencies (KSA’s): 
Competencies:    Timely Decision Making    Time Management    Written Communication    Organizational Agility    Ethics 
and Values    Integrity and Trust    Customer Focus    Listening    ApproachabilityKnowledge:    Law and Government    
Mathematics    Customer and Personal Service    Administration and Management    Clerical    Education and Training    
Personnel and Human ResourcesSkills:    Reading Comprehension    Critical Thinking    Speaking    Complex Problem 
Solving    Mathematics    Writing    Active Listening    Active Learning    Time Management    Instructing    Learning 
Strategies    Monitoring    Judgment and Decision Making    Service Orientation    Social Perceptiveness    Coordination    
Negotiation    Persuasion    Quality Control Analysis    Troubleshooting    Management of Personnel Resources    Systems 
Analysis    Systems Evaluation    Management of Material Resources    Operation and ControlAbilities:    Written 
Comprehension    Written Expression    Deductive Reasoning    Mathematical Reasoning    Oral Comprehension    Time 
Sharing    Inductive Reasoning    Oral Expression    Selective Attention    Speech Clarity    Problem Sensitivity    Speech 
Recognition    Number Facility    Memorization    Perceptual Speed    Speed of Closure    Category Flexibility    Information 
Ordering    Fluency of Ideas    Visualization    Finger Dexterity    Originality 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine/Scanner    Printer    Copy Machine    Motor Vehicles    Calculators    
Microfilm 
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078464 - UNEMP PROGRAM SPECIALIST 4 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4401 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and experience 
equivalent to four (4) years of full-time accounting, auditing, or unemployment work. Substitution of Experience for 
Education: Additional full-time accounting, auditing, or unemployment work may substitute for the required education 
on a year-for-year basis, to a maximum of four (4) years. Substitution of Education for Experience: Graduate course work 
in any business field (including, but not limited to accounting, business administration, economics, or finance), law; 
political science; or public administration may substitute for the required experience, on a year-for-year basis, to a 
maximum of one (1) year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required. Examination Method: 
Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory and technical work in Unemployment Insurance 
programs and support of considerable difficulty and supervisory work of average difficulty and performs related work as 
required. Distinguishing Features: This is the highest class in the Unemployment Program Specialist sub-series. An 
employee in this class supervises the planning, organizing, developing, and coordination of a large and complex 
specialized statewide unemployment insurance program such as federal benefits, state benefits, employer accounts or 
unemployment insurance resource management. Work involves the provision of technical assistance to local and central 
unemployment insurance office staff, the analysis of program needs and costs, and the development of program 
objectives. This class differs from that of Unemployment Program Specialist 3 in that incumbents of the latter are 
responsible for planning, coordinating and overseeing the service delivery of a moderate-sized, specialized, statewide 
unemployment insurance program or conducting highly complex and technical research and analytic studies of 
unemployment insurance division policies, procedures and operations. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates:    Supervises subordinate staff and provides continuous feedback and 
support.    Completes performance management cycle for each employee, including a job performance plan, two interim 
reviews, and an annual evaluation.    Provides leadership and supervises the unit to promote the health and safety of the 
workforce, to carry out the mission and goals of the agency and work unit, to develop a high performing workforce, to 
develop the department, and to develop a work environment that emphasizes quality, continuous improvement, 
employee development, and high performance.Interpreting the Meaning of Information for Others:    Explains and 
interprets Unemployment Insurance laws, policies, and procedures to clients, agency staff, subordinate staff, other 
state's Unemployment Insurance programs, legislators, and the Governor's office.Staffing Organizational Units:    Makes 
recommendations on hire, promotion, demotion, retention, dismissal, and other human resources actions.Developing 
Objectives and Strategies:    Develops program policies and procedures and contributes to the development of 
departmental policies and procedures.    Develops strategic plans in applicable program areas to support divisional and 
departmental mission, objectives, and meet federal program requirements.Estimating the Quantifiable Characteristics 
of Products, Events, or Information:    Coordinates agency resources, including staffing and funding, to process 
Unemployment Claims within the Disaster Unemployment Assistance program.Provide Consultation and Advice to 
Others:    Advises internal and external groups and clients on rights, responsibilities, and options provided by laws, 
policies, and procedures.Analyzing Data or Information:    Analyzes and reviews changes in the law in order to educate 
Unemployment Insurance staff.    Coordinates and participates in the drafting of bills, determining fiscal impact, and the 
analysis of bills.    Ensures that determinations of benefit entitlements and employer liabilities are done in accordance 
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with federal and state law and policy.Updating and Using Relevant Knowledge:    Continuously studies relevant and 
applicable laws, regulations, and policies to maintain expert knowledge for application and use in the course of duties.    
Submits drafts of changes to operations manual for approval and publication.    Corrects errors in software applications.    
Makes restricted changes to the software application such as names and social security numbers.Training and Teaching 
Others:    Conducts training programs on the Unemployment Insurance Program.    Develops training programs and 
materials such as handbooks and charts.    Prepares training manuals.    Conducts needs analyses to identify who needs 
training or what areas need to be covered during the training program.    Delivers training program to other staff 
members.    Coordinates training sessions across the State.    Conducts a training program evaluation to determine the 
effectiveness of the training sessions.    When necessary, refers staff to outside training, such as that provided by the US 
Department of Labor.Evaluating Information to Determine Compliance with Standards:    Reviews and finalizes changes 
to operations manuals.    Reviews records and reports for completeness, accuracy, and conformance to established 
Federal regulations, State laws, and departmental policies and procedures.    Oversees the electronic reporting of 
program performance data to the Federal government.    Identifies problem areas that need clarification in the 
Unemployment Insurance Manual and other training and informational materials for Unemployment Insurance staff.    
Verifies reports and/or claims for completeness and accuracy in the course of reporting processes and as requested by 
relevant parties.    Reviews reports to determine if charges have been correctly assessed or if wages and taxes are 
accurate.Performing Administrative Activities:    Creates and updates unemployment publications and forms on a 
periodic basis.    Writes appropriate correspondence to claimants, employers, internal staff, legislators, federal 
regulators, other states, and other parties to provide information and successfully complete assigned duties.    Maintains 
relevant files and records for future use and according to state and federal guidelines.Monitoring and Controlling 
Resources:    Monitors time charges and expenditures for fiscal stewardship and the health of the unit's 
budget.Documenting and Recording Information:    Prepares and maintains a variety of records, reports, and/or claims 
such as staff evaluation documentation, statistical reports, policy interpretation, memos, and written staffing and 
organizational recommendations.    Writes a narrative report to document audit/monitoring findings.Communicating 
with Supervisors, Peers, or Subordinates:    Makes recommendations to local and central office staff for improvements in 
economy, efficiency, and conformance to program guidelines and pertinent unemployment insurance laws, rules, and 
regulations.    Advises staff of any changes that will affect program administration.Getting Information:    Researches 
federal guidance and federal policy to teach procedures and develop processes for claims-taking and Unemployment 
Insurance staff.    Researches laws, policies, and procedures of other states in the interest of sharing best practices in 
training and program operation.    Researches and reviews client eligibility and/or liability applications, records, reports, 
and other related materials.    Researches legislation and policy and guideline directives.    Researches departmental 
records for past claims and other relevant information.    Interviews staff members to determine their knowledge of 
office operations for use in performance management and employee development.    Surveys clients to assess the 
effectiveness of office operations.Scheduling Work and Activities:    Coordinates and schedules the work activities of 
subordinates.Monitor Processes, Materials, or Surroundings:    Oversees visits to call center offices and observations of 
central office staff, as well as records review used to analyze and evaluate the organization, operations, procedures, and 
staff performance.Thinking Creatively:    Develops, designs, and creates new form applications, products, and changes to 
the Unemployment Insurance system for special projects as assigned.    Encourages supervisors, peers, and subordinates 
to think creatively in the development, design, and creation of best practices.Performing for or Working Directly with 
the Public:    Determines and explains liability or entitlement to employer or to claimant.    Attends and testifies at 
appeals hearings.    Asks clients questions to determine their concerns, questions, or problems.    Refers clients to 
appropriate individuals, units, or agencies that can offer additional information or assistance.Interacting with 
Computers:    Enters unemployment insurance data into software applications for automated functions.    Uses 
computers and applicable software applications for the completion of most duties. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Dealing with Ambiguity    Functional/Technical Competency    Organizing    Planning    
Timely Decision Making    Priority Setting    Time Management    Integrity and Trust    Ethics and Values    Listening    
Patience    Peer RelationshipsKnowledge:    Knowledge of Administration and Management Principles    Knowledge of 
Administrative and Clerical Procedures    Knowledge of Principles and Processes for Providing Excellent Customer Service    
Knowledge of Principles and Methods for Education and Training    Knowledge of Laws, Legal Codes, Regulations, Agency 
Rules, and the Democratic Political Process    Knowledge of MathematicsSkills:    Active Learning Skills    Active Listening 
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Skills    Critical Thinking Skills    Skill to Select Appropriate Learning Strategies    Skill to Apply Mathematics    Skill to 
Monitor or Assess Performance    Reading Comprehension    Public Speaking Skills    Writing Skills    Program 
Coordination Skills    Instructing Skills    Negotiation Skills    Persuasion Skills    Service Orientation    Social Perceptiveness    
Complex Problem Solving Skills    Quality Control Analysis Skills    Troubleshooting Skills    Judgment and Decision Making 
Skills    Skill to Manage People    Time Management SkillsAbilities:    Deductive Reasoning    Fluency of Ideas    Inductive 
Reasoning    Information Ordering    Mathematical Reasoning    Number Facility    Oral Comprehension    Oral Expression    
Problem Sensitivity    Selective Attention    Visualization    Written Comprehension    Written Expression 
 
Tools and Equipment Used: 
    Computer    Phone    Fax    Microfilm    Scanner    Calculator    Printer    Copy Machine    Motor Vehicle 
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078465 - UNEMP SPECIALIST 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4441 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time clerical work. Substitution of Education for Experience: Qualifying coursework from an accredited 
college or university may substitute for the required non-specialized experience on a year-for-year basis to a maximum 
of one year; additional coursework from an accredited college or university equivalent to 9 quarter hours of accounting 
or bookkeeping may be substituted for the specialized experience up to one year. Substitution of Experience for 
Education: Additional qualifying full-time clerical experience may substitute for the required education, on a year-for-
year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs specialized clerical work of average difficulty in the Division of 
Unemployment Insurance; and performs related work as required. Distinguishing Features: This is the entry-working 
class in the Unemp Specialist series. Work requires technical knowledge in the application of unemployment insurance 
laws and regulation. This class differs from that of Unemployment Specialist 2 in that an incumbent of the latter may 
supervise a small clerical staff or perform more complex and difficult support tasks within the Unemployment Insurance 
Division. 
 
Work Activities: 
Analyzing Data or Information:    Reviews documents for completeness of accuracy.    Examines all types of 
correspondence/documents concerning unemployment operations. Communicating with Supervisors, Peers or 
Subordinates:    Selects appropriate mail recipient based on unemployment issues addressed.    Routes incomplete 
documents back to originators.    Initiates correction request in restricted access systems. Communicating with Persons 
Outside Organization:    Answers questions by phone and written/electronic correspondence from claimants, employers 
and their representatives regarding a variety of unemployment insurance issues, including but not limited to 
garnishments, liens, account balances, benefit history, overpayments and appeals processes.    Provides customer 
service to the public regarding unemployment insurance. Documenting and Recording Information:    May be 
responsible for scanning Unemployment Insurance documents into various electronic storage systems. Establishing and 
Maintaining Interpersonal Relationships:    Develops constructive and cooperative working relationships with others, 
and maintaining them over time. Evaluating Information to Determine Compliance with Standards:    Uses relevant 
information and individual judgment to determine whether events or processes comply with unemployment insurance 
laws, regulations or standards. Getting Information:    Identifies factual information concerning unemployment 
insurance issues. Interacting with Computers:    Makes entries into unemployment insurance systems regarding claimant 
and/or employer information.    May generate logs and reports regarding unemployment insurance. Interpreting the 
Meaning of Information for Others:    Follows and carries out existing policies and procedures in accomplishing work and 
may explain and interpret these policies to unemployment insurance claimants, employers or other members of the 
public. Making Decisions and Solving Problems:    May analyze information and evaluate results to choose the best 
solution and solve problems. Organizing, Planning and Prioritizing Work:    Develops specific goals and plans to prioritize, 
organize and accomplish your work. Performing Administrative Activities:    Verifies information in order to keep files 
updated and accurate.    Prepares records for electronic storage.    Files reports alphabetically and numerically.    Routes 
calls to the proper recipient.    Opens and sorts mail. Processing Information:    Assisting in the processing of 
unemployment insurance transactions involving both employers and claimants, including but not limited to, 
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garnishments, liens, account balances, benefit history, overpayments and appeals process. Updating and Using Relevant 
Knowledge:    Keeps up-to-date technically and applies new knowledge to your job. 
 
Competencies (KSA’s): 
Competencies:    Ethics & Values    Integrity & Trust    Boss Relationships    Customer Focus    Time Management    
Written Communication    Decision Quality    Listening    Priority Setting    Problem Solving Knowledge:    Customer and 
Personal Service    Mathematics    Clerical Skills:    Reading Comprehension    Critical Thinking    Service Orientation    
Speaking    Active Learning    Active Listening    Time Management    Writing    Mathematics    Social Perceptiveness    
Operation and Control Abilities:    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Speech Clarity    
Speech Recognition    Written Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Written 
Expression    Information Ordering    Memorization    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Calculators (10-key) 
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078466 - UNEMP SPECIALIST 2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4451 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time clerical work including at least one year of full-time work in unemployment benefits, insurance or 
accounting. Substitution of Education for Experience: Qualifying course work from an accredited college or university 
may substitute for the required non-specialized experience on a year-for-year basis to a maximum of one year; 
additional course work from an accredited college or university equivalent to 9 quarter hours of accounting or 
bookkeeping may be substituted for the specialized experience up to one year. Substitution of Experience for Education: 
Additional qualifying full-time clerical experience may substitute for the required education, on a year-for-year basis, to 
maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for specialized clerical work of average difficulty and lead work of 
routine difficulty in the Unemployment Insurance Division; and performs related work as required. Distinguishing 
Features: This is the minor supervisory class in the Unemp Specialist sub-series. An employee in this class may supervise. 
Work requires technical knowledge in the application of unemployment insurance laws and regulations. Incumbents 
may perform work involving no supervision when work involves handling difficult and complex unemployment insurance 
issues. 
 
Work Activities: 
Analyzing Data or Information:    Reviews documents for completeness of accuracy.    Examines all types of 
correspondence/documents concerning unemployment operations. Coaching and Developing Others:    May identify the 
developmental needs of others and coaching, mentoring or otherwise helping others to improve their knowledge or 
skills. Communicating with Supervisors, Peers or Subordinates:    Selects appropriate mail recipient based on 
unemployment issue addressed.    Routes incomplete documents back to originators.    Initiates correction request in 
restricted access systems. Communicating with Persons Outside Organization:    Answers questions by phone and 
written/electronic correspondence from claimants, employers and their representatives regarding a variety of 
unemployment insurance issues, including but not limited to garnishments, liens, account balances, benefit history, 
overpayments and appeals processes.    Provides customer service to the public regarding unemployment insurance. 
Coordinating the Work and Activities of Others:    May get members of a group to work together to accomplish tasks. 
Developing and Building Teams:    May need to encourage and build mutual trust, respect and cooperation among team 
members. Documenting/Recording Information:    May be responsible for scanning Unemployment Insurance 
documents into various electronic storage systems. Establishing and Maintaining Interpersonal Relationships:    Develops 
constructive and cooperative working relationships with others, and maintaining them over time. Evaluating Information 
to Determine Compliance with Standards:    Uses relevant information and individual judgment to determine whether 
events or processes comply with unemployment insurance laws, regulations or standards. Getting Information:    
Identifies factual information concerning unemployment insurance issues. Guiding, Directing and Motivating 
Subordinates:    May provide guidance and direction to subordinates, including setting performance standards and 
monitoring performance. Interacting with Computers:    Makes entries into unemployment insurance systems regarding 
claimant and/or employer information.    May generate logs and reports regarding unemployment insurance. 
Interpreting the Meaning of Information for Others:    Follows and carries out existing policies and procedures in 
accomplishing work and may explain and interpret these policies to unemployment insurance claimants, employers or 
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other members of the public. Making Decisions and Solving Problems:    May analyze information and evaluate results to 
choose the best solution and solve problems. Organizing, Planning and Prioritizing Work:    Develops specific goals and 
plans to prioritize, organize and accomplish your work. Performing Administrative Activities:    Verifies information in 
order to keep files updated and accurate.    Files reports alphabetically and numerically.    Routes calls to the proper 
recipient.    Prepares records for electronic storage.    Opens and sorts mail. Processing Information:    Assisting in the 
process of unemployment insurance transactions involving both employers and claimants, including but not limited to, 
garnishments, liens, account balances, benefit history, overpayments and appeals process. Resolving Conflicts and 
Negotiating with Others:    May handle complaints, settle disputes and resolve conflicts or otherwise negotiating with 
others. Scheduling Work and Activities:    May schedule events, programs and activities as well as the work of others. 
Updating and Using Relevant Knowledge:    Keeps up-to-date technically and applies new knowledge to your job. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Integrity and Trust    Conflict Management    Decision Quality    Directing Others    
Listening    Problem Solving    Time Management    Approachability    Boss Relationships    Customer Focus    Peer 
Relationships    Priority Setting    Written Communication Knowledge:    Customer and Personal Service    Mathematics    
Clerical Skills:    Reading Comprehension    Time Management    Speaking    Active Listening    Critical Thinking    Service 
Orientation    Writing    Active Learning    Social Perceptiveness    Mathematics    Operation and Control Abilities:    Oral 
Expression    Problem Sensitivity    Deductive Reasoning    Inductive Reasoning    Oral Comprehension    Speech Clarity    
Speech Recognition    Written Expression    Written Comprehension    Selective Attention 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine    Calculators (10-key) 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
078416 - UNEMPLOYMENT CLAIMS AGENT 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4536 
 
Minimum Qualifications: 
Education and Experience: High school diploma or GED with one year of customer service experience, including but not 
limited to retail, sales, marketing, social services and receptionist positions. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for entry level professional unemployment work of average 
difficulty involving interviewing members of the public by telephone that are applying for unemployment insurance 
benefits and performs related work as required. Distinguishing Features: This position is a working level class in the 
Unemployment Claims Center. An employee in this class conducts personal interviews to determine an unemployment 
insurance claimant’s eligibility to receive benefits. An employee gathers and analyzes all pertinent work history 
information to reach these determinations. This class differs from that of a supervisor in that an incumbent of the latter 
is responsible for exercising general supervision over a small- to medium-sized professional staff. 
 
Work Activities: 
Monitor Processes, Materials or Surroundings:    May perform quality control for accuracy and completeness of claim 
data.    Reviews caller’s current claim for quality, accuracy and completeness.Getting Information:    Interviews 
unemployment insurance claimants by telephone to obtain necessary personal and employment data.    Accurately 
intake and transcribe claimant statement regarding claimant’s reason for separation from employment.    Retrieves 
relevant information from various databases to advise claimant and complete the claim process.    Places call to 
employer to gather and/or verify information pertinent to the completion of the claim process.Documenting/Recording 
Information:    Enters information and data into relevant systems with accuracy and unbiased integrity.Identifying 
Objects, Actions and Events:    Identifies appropriate type of claim and reason for separation from employment based on 
information gathered.    Detects changes in claimant circumstances, records change and takes appropriate 
action.Making Decisions and Solving Problems:    Makes initial determination on the eligibility of each applicant for 
benefits.Evaluating Information to Determine Compliance with Standards:    Adheres to a strict identity verification 
checklist when speaking with current claimants.Interacting with Computers:    May perform extensive data entry for the 
accuracy and completeness of claim file.Interpreting the Meaning of Information for Others:    Explains and interprets 
unemployment insurance program guidelines to applicants to ensure adherence to various rules and regulations.    
Explains and interprets unemployment insurance program rules and regulations to employers to ensure compliance with 
relevant law and policy.    Explains and interprets claimant’s rights concerning benefits.Updating and Using Relevant 
Knowledge:    Stays up-to-date on all new rules, policies and procedures through email updates, training and relevant 
materials.Processing Information:    May manually enter relevant information into database for processing of claims.    
May index and barcode documents into appropriate categories for attachment to correct claim file.Performing for or 
Working Directly with the Public:    May take claims in person with group sessions at employer locations.Training and 
Teaching Others:    May assist in giving guidance and training to less experienced workers.Communicating with 
Supervisors, Peers or Subordinates:    Communicates frequently with supervisor to ask questions, address issues and 
resolve problems.    Communicates with peers to share information and best practices.Organizing, Planning or 
Prioritizing Work:    May prioritize work activities based on current workload and special projects assigned.Thinking 
Creatively:    Thinks creatively to help make continuous improvements to the claims process. 
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Competencies (KSA’s): 
Competencies:    Integrity and Trust    Listening    Written Communication    Customer Focus    Learning on the Fly    
Problem Solving    Time Management    Technical Learning    Composure    Ethics and ValuesKnowledge:    Knowledge of 
administrative and clerical procedures and systems such as managing files and records    Knowledge of principles and 
processes for providing customer and personal services    Knowledge of Microsoft Office products    Knowledge of basic 
mathematicSkills:    Active learning skills to understand the implications of new information for both current and future 
problem solving and decision making    Active listening skills which would include giving full attention to what other 
people are saying and asking questions when appropriate    Critical thinking skills which would include using logic and 
reasoning to identify the strengths and weaknesses of solutions and approaches to problems    Learning strategies to 
include selecting and using training methods and procedures appropriate for the situation when learning or teaching 
new things    Basic mathematic skills    Reading comprehension to understanding written sentences and paragraphs in 
documents    Talking to others to convey information effectively    Communicating effectively in writing    Service 
oriented skills to actively look for ways to help people    Social perceptiveness skills to be aware of others’ reactions and 
understand the reaction    Complex problem solving skills to identify complex problems and review related information 
to develop and evaluate options and identify solutions    Judgment and decision making skills to consider the relative 
costs and benefits of potential actions to choose the most appropriate one    Time management skills to manage one’s 
own timeAbilities:    Deductive reasoning ability to apply general rules to specific problems to produce answers that 
make sense    Inductive reasoning ability to combine pieces of information to form general rules or conclusions    Ability 
to apply flexibility of closure to identify or detect a known pattern that is hidden in other distracting material    
Information ordering ability to arrange things or actions in a certain order or pattern according to a specific rule or set of 
rules    Memorization ability    Number facility ability to add, subtract, multiply or divide quickly and correctly    Oral 
comprehension ability to listen to and understand information and ideas    Oral expression ability to communicate 
information and ideas in speaking to others    Problem sensitivity ability to tell when something is wrong or is likely to go 
wrong    Selective attention ability to concentrate on a task over a period of time without being distracted    Speed of 
closure ability to quickly make sense of, combine and organize information into meaningful patterns    Time sharing 
ability to shift back and forth between two or more activities or sources of information    Written comprehension ability 
to read and understand information and ideas presented in writing    Written expression ability to communicate 
information and ideas in writing so others will understand 
 
Tools and Equipment Used: 
    Personal Computer    Telephone with Headset    Fax Machine    Printer    Copier/Scanner    Postage Scale 
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075278 - UTILITY RATE SPECIALIST 3* 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3483 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in accounting, 
auditing, economics or finance with a minimum of one year of full-time professional work experience. Substitution of 
Certificate or License for Education or Experience: Current certification as a “Certified Public Accountant” with the State 
of Tennessee. Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing and financial analysis work of considerable 
difficulty involving the auditing, analysis and investigation of utility financial operations and procedures in determining 
utility rate, service and compliance requirements; and performs related work as required. Distinguishing Features:  This 
is the working level class in the Utility Rate Specialist sub-series. An employee in this class acts independently in utility 
audit, analysis and investigation work. This class differs from Utility Rate Specialist 2, in that an incumbent of the latter 
functions at the entry level. This class differs from Utility Rate Specialist 4 in that the incumbent of the latter has duties 
of greater scope and complexity. 
 
Work Activities: 
Making Decisions and Solving Problems:    Prepares preliminary and final report regarding discrepancies and 
recommended corrective actions.    Prepares preliminary and final report regarding utility earnings.    Analyzes financial 
data to determine appropriate regulatory accounting adjustments to financial information.    Prepares historical and 
forecasted financial results (balance sheet, income statement) for management review.    Prepares preliminary and final 
reports comparing historical earnings with forecasted earnings for management review.    Prepares staff report 
regarding earnings investigation.    Prepares preliminary and final compliance audit reports.    Reviews investor owned 
utility applications for certificates to provide service, including gathering and analyzing data relating to managerial, 
technical and financial capabilities.    Prepares recommendation to Hearing Officer for consideration of certificate.    
Audits wastewater utility escrow accounts to ensure compliance with TRA rules and prescribed accounting 
treatment.Analyzing Data or Information:    Investigates utilities financial information to determine earnings levels.    
Prepares staff report regarding earnings investigation.    Verifies and analyzes weather data reported by company with 
independent third party source.Developing Objectives and Strategies:    Assists in developing appropriate methodologies 
to forecast future earnings, such as historical trending and a review of current economic market conditions.Processing 
Information:    Calculates weighted average cost of stored gas.    Verifies billed rates for accuracy and document 
discrepancies and their cause.    Verifies amounts with utilities general ledger.    Conducts research and compile findings 
regarding relevant utilities.    Reviews information filed for mathematical accuracy.    Calculates adjustments to current 
tariff rates based upon audit results.Evaluating Information to Determine Compliance with Standards:    Reviews and 
audits cost studies submitted by companies to verify accuracy and compliance with regulatory costing principles and 
methodologies.    Reviews proposed tariff filings by utilities to determine impact on consumers and whether tariff 
conforms to existing local, state and federal laws and prior TRA orders/rules.    Determines via examination of financial 
information, if it is filed in accordance with TRA orders and regulatory accounting standards.    Audits and examines 
financial records of utility companies, businesses and corporations to determine compliance with accepted accounting 
principles and practices and adherence to federal and state laws, rules and regulations.    Coordinates with legal division 
to ensure that utilities have compliant financial securities in accordance with state laws and TRA rules.    Assures that 
name change petitions are compliant with TRA rules. Communicating with Supervisors, Peers, or Subordinates:    
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Provides interim status reports to supervisors or lead on projects assigned.    Consults with senior staff regarding 
technical and network implications of utility filings.Resolving Conflicts and Negotiating with Others:    Works with 
utilities to correct billing errors.Interacting with Computers:    Designs complex electronic spreadsheets for internal 
departmental use to facilitate accounting/auditing work.    Maintains various databases for historical information 
gathered in audits.    Run queries in electronic databases for report generation.    Enters data using keyboard into 
electronic database to create and update accurate financial transactions.Getting Information:    Review information 
gathered to determine sufficiency, including follow up requests, if necessary.    Gather internal financial information 
relating to and from utility providers.    Gather information related to gas prices from utilities and independent sources.    
Select samples of customer bills.    Gather internal and external financial information relating to utility 
providers.Updating and Using Relevant Knowledge:    Interprets local, state and federal rules, laws and regulations with 
the assistance of staff attorneys.    Maintains up to date, professional knowledge of generally accepted accounting 
principles.    Attends department specific in-service training as required to enhance personal development.     Trains with 
external customers to ensure correct use of third party systems.    Cross-trains with co-workers in assigned job duties to 
ensure continuity of operations and improve succession planning. Organizing, Planning, and Prioritizing Work:    
Prioritizes daily tasks to meet deadlines and facilitate efficient task completion.    Assists with long-term projects to 
ensure timely completion.Interpreting the Meaning of Information for Others:    Audits market and revenue information 
to determine the impact to the company and affected customers.Establishing and Maintaining Interpersonal 
Relationships:    Develops professional working relationships with co-workers, program partners, and external customers 
to promote a healthy work environment.Monitor Processes, Materials, or Surroundings:    Compare reported gas prices 
to actual and invoiced gas prices, noting any variances.    Files work related documentation to ensure accurate and 
timely record keeping.Documenting/Recording Information:    Gathers information from third party sources relating to 
daily temperatures throughout the state.Communicating with Persons Outside Organization:    Responds to consumer 
and utility inquiries.    Responds to industry surveys. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                                                 Listening    Functional/Technical Competency                                  
Technical Learning    Intellectual Horsepower                                                      Drive for Results    Learning on the Fly                                                        
Perseverance    Problem Solving                                                                 Written Communications    Strategic Ability                                                             
Boss Relationships    Integrity and TrustKnowledge:    Basic Knowledge of computer operations    Intermediate 
knowledge of generally accepted accounting principles    Basic knowledge of mathematics    Basic knowledge of law and 
government as it pertains to financial reportingSkills:    Time management skills    Active learning skills    Active listening 
skills    Critical thinking skills    Intermediate monitoring skills    Intermediate reading comprehension skills    Intermediate 
speaking skills    Intermediate writing skills    Intermediate negotiation skills    Problem solving skillsAbilities:    
Intermediate mathematical reasoning ability    Intermediate deductive reasoning ability    Intermediate oral expression 
ability    Intermediate oral comprehension ability    Intermediate problem sensitivity ability    Intermediate written 
comprehension ability    Intermediate written expression ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Adding Machine 
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075279 - UTILITY RATE SPECIALIST 4 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3488 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree accounting, 
auditing, economics or finance with a minimum of three years of full-time professional work experience or two years in 
utility regulations. Substitution of Certificate or License for Education: Current certification as a “Certified Public 
Accountant” with the State of Tennessee. Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional auditing and financial analysis work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class coordinates large 
and complex projects involving multiple TRA divisions as well as outside entities such as the Federal Communications 
Commission “FCC” and utility companies. Work may also involve assisting in rule promulgation and advising and 
providing guidance to operation utility rate specialists in conducting audits, analysis, and investigation of utility financial 
operations and procedures. This class differs from that of Utility Rate Specialist 3 in that an incumbent of the latter 
functions at the advanced working level. This class differs from that of the Utility Rate Specialist 5 in that an incumbent 
of the latter has supervisory responsibility. 
 
Work Activities: 
Analyzing Data or Information:    Leads Investigations of utilities financial information to determine earnings 
levels.Evaluating Information to Determine Compliance with Standards:    Leads audits and examinations of financial 
records of utility companies, businesses and corporations to determine compliance with accepted accounting principles 
and practices and adherence to federal and state laws, rules and regulations.    Determines via examination of financial 
information, if it is filed in accordance with TRA orders and regulatory accounting standards.    Leads audits of cost 
studies submitted by companies to verify accuracy and compliance with regulatory costing principles and 
methodologies.    Reviews complex tariff filings by utilities to determine impact on consumers and whether tariff 
conforms to existing local, state and federal laws and prior TRA orders/rules.Developing Objectives and Strategies:    
Develops appropriate methodologies to forecast future earnings, such as historical trending and a review of current 
economic market conditions.    Assists in coordination of rule promulgation.Processing Information:    Calculates 
weighted average cost of stored gas.    Calculates adjustments to current tariff rates based upon audit results.    
Conducts research and compile findings regarding relevant utilities.Resolving Conflicts and Negotiating with Others:    
Coordinates with staff and utilities to correct billing errors.Making Decisions and Solving Problems:    Coordinates 
preparation of preliminary and final reports, including recommendations, regarding utility earnings and compliance 
audits.    Leads analysis of financial data to determine appropriate regulatory accounting adjustments to financial 
information.    Leads the preparation of historical and forecasted financial results (balance sheet, income statement) for 
management review.    Oversees preparation of preliminary and final report regarding discrepancies and recommended 
corrective actions.    Recommends policy, tariff and other modifications through review of compliance audits, earnings 
investigations, rate case audits, and tariff reviews and investigations.    Oversees review of investor owned utility 
applications for certificates to provide service, including gathering and analyzing data relating to managerial, technical 
and financial capabilities and prepares recommendations.    Independently conducts investigations of applications of 
Certificates of Convenience and Necessity, merger approvals, name changes and transfers.    Oversees audits of 
wastewater utility escrow accounts to ensure compliance with TRA rules and prescribed accounting 
treatment.Interacting with Computers:    Designs complex electronic spreadsheets for internal departmental use to 
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facilitate accounting/auditing work.    Monitors various databases.    Enters data using keyboard into electronic database 
to create and update accurate financial transactions.    Run queries in electronic databases for report 
generation.Communicating with Supervisors, Peers, or Subordinates:    Communicates with supervisors, co-workers, 
subordinates using multiple mediums to effectively relay work related information.    Consults with management 
regarding technical and network implications of utility filings.Monitor Processes, Materials, or Surroundings:    Files work 
related documentation to ensure accurate and timely record keeping.Updating and Using Relevant Knowledge:    
Maintains up to date, professional knowledge of generally accepted accounting principles.    Coordinates cross-training 
of co-workers in assigned job duties to ensure continuity of operations and improve succession planning.    Attends 
department specific in-service training as required to enhance personal development.     Coordinates training with 
external customers to ensure correct use of third party system.    Interprets local, state and federal rules, laws and 
regulations with the assistance of staff attorneys.Organizing, Planning, and Prioritizing Work:    Functions as a project 
coordinator.    Prioritize and delegate daily tasks to meet deadlines and facilitate efficient task completion.Establishing 
and Maintaining Interpersonal Relationships:    Develops professional working relationships with co-workers, program 
partners, and external customers to promote a healthy work environment.Getting Information:    Gather internal and 
external financial information relating to utility providers.    Review information gathered to determine sufficiency, 
including follow up requests, if necessary. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                                                                 Listening    Functional/Technical 
Competency                                       Technical Learning    Intellectual Horsepower                                                      Drive for 
Results    Learns on the Fly                                                                                Perseverance    Problem Solving                                                                            
Written Communications    Strategic Ability                                                                                  Boss Relationships    Integrity 
and TrustKnowledge:    Advanced knowledge of generally accepted accounting principles    Basic knowledge of computer 
operation    Basic knowledge of mathematics    Intermediate knowledge of law and government as it pertains to financial 
reportingSkills:    Complex problem solving skills    Dealing with ambiguity skills    Active learning skills    Active listening 
skills    Critical thinking skills    Intermediate monitoring skills    Intermediate reading comprehension skills    Intermediate 
speaking skills    Intermediate writing skills    Intermediate negotiation skills    Time management skills    Intermediate 
mathematics skillsAbilities:    Ability to learn quickly and independently    Critical thinking ability    Intermediate written 
expression ability    Intermediate written comprehension ability    Intermediate oral expression ability    Intermediate 
inductive reasoning ability    Speed of closure ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Adding Machine 
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075280 - UTILITY RATE SPECIALIST 5 
 
Agency:  Tennessee Regulatory Authority (31611) 
Edison Template Job Opening ID:  3489 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree accounting, 
auditing, economics or finance with a minimum of four years of full-time professional work experience or three years in 
utility regulation.Substitution of Certificate or License for Education: Current certification as a “Certified Public 
Accountant” with the State of Tennessee Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision is responsible for professional auditing and financial analysis work of considerable 
difficulty involving the supervision of auditing, analysis and investigations of utility financial operations and procedures 
in determining utility rate, service and compliance requirements; and performs related work as required     
Distinguishing Features:  This is the supervisory class in the Utility Rate Specialist sub-series. An employee in this class 
supervises utility rate specialist in conducting audits, analysis and investigation of utility financial operations and 
procedures in determining utility rates service and compliance requirements. This class differs from that of a Utility Rate 
Specialist 4 in that the incumbent of the latter functions in a non-supervisory capacity as a coordinator of the largest and 
most complex divisional or intradepartmental projects.          
 
Work Activities: 
Analyzing Data or Information:    Leads Investigations of utilities financial information to determine earnings 
levels.Making Decisions and Solving Problems:    Reviews and approves preliminary and final reports, including 
recommendations, regarding utility earnings and compliance audits.    Reviews and approves preparation of preliminary 
and final report regarding discrepancies and recommended corrective actions.    Supervises the examination financial 
data to determine appropriate regulatory accounting adjustments to financial information.    Directs preparation of 
historical and forecasted financial results (balance sheet, income statement).    Recommends policy, tariff and other 
modifications through review of compliance audits, earnings investigations, rate case audits, and tariff reviews and 
investigations.Developing Objectives and Strategies:    Develops appropriate methodologies to forecast future earnings, 
such as historical trending and a review of current economic market conditions.    Coordinates rule 
promulgation.Processing Information:    Calculates weighted average cost of stored gas.    Oversees calculated 
adjustments to current tariff rates based upon audit results.    Supervises and conducts research projects and the 
compilation of findings.Evaluating Information to Determine Compliance with Standards:    Supervises audits and 
examinations of financial records of utility companies, businesses and corporations to determine compliance with 
accepted accounting principles and practices and adherence to federal and state laws, rules and regulations.    
Supervises audits of cost studies submitted by companies to verify accuracy and compliance with regulatory costing 
principles and methodologies.    Supervises the examination of financial information to determine if it is filed in 
accordance with TRA orders and regulatory accounting standards.    Reviews complex tariff filings by utilities to 
determine impact on consumers and whether tariff conforms to existing local, state and federal laws and prior TRA 
orders/rules.Monitor Processes, Materials or Surroundings:    Responsible for the monitoring of current state and 
national utility regulatory issues, including issues at the Federal Communications Commission and Federal Energy 
Regulatory Commission.Updating and Using Relevant Knowledge:    Maintains up to date, professional knowledge of 
generally accepted accounting principles.    Interprets local, state and federal rules, laws and regulations with the 
assistance of staff attorneys.    Attends department specific in-service training as required to enhance personal 
development. Organizing, Planning and Prioritizing Work:    Prioritize and delegate daily tasks to meet deadlines and 
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facilitate efficient task completion.    Supervise and assign projects.Interacting with Computers:    Designs complex 
electronic spreadsheets for internal departmental use to facilitate accounting/auditing work.    Monitors various 
databases.    Determine necessary reports to be generated by staff from electronic databases.Guiding, Directing and 
Motivating Subordinates:    Reviews and monitors the work of independent consultants.    Identifies appropriate 
candidates for vacant assigned positions.    Supervises the operations and personnel of the utilities division.    Performs 
performance evaluations for assigned subordinates.    Plans and coordinates the cross-training of co-workers in assigned 
job duties to ensure continuity of operations and improve succession planning.    Assigns work to lower level Utility Rate 
Specialists.Communicating with Supervisors, Peers, or Subordinates:    Provides technical and network information 
regarding the implications of utility filings to staff.    Communicates with supervisors, co-workers, subordinates using 
multiple mediums to effectively relay work related information.Resolving Conflicts and Negotiating with Others:    
Supervises the coordination of staff and utilities to correct billing errors.Getting Information:    Review information 
gathered to determine sufficiency, including follow up requests, if necessary. Communicating with Persons outside 
Organization:    Responds to industry surveys.    Responds to consumer and utility inquiries.Establishing and Maintaining 
Interpersonal Relationships:    Develops professional working relationships with co-workers, program partners, and 
external customers to promote a healthy work environment. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality                                                                         Listening    Functional/Technical Competency                                          
Dealing with Ambiguity    Intellectual Horsepower                                                              Drive for Results    Process 
Management                                                                  Perseverance    Problem Solving                                                                         
Written Communications    Strategic Ability                                                                          Approachability    Integrity and 
Trust                                                       Composure    Planning                                                                                      Timely 
Decision Making    Directing Others                                                                          Managing Through Systems    Managerial 
Courage                                                                    Conflict ManagementKnowledge:    Basic knowledge of computer 
operation    Advanced Knowledge of generally accepted accounting principles    Intermediate knowledge of personnel 
and human resources as it relates to supervision    Basic knowledge of mathematics    Intermediate knowledge of law 
and governmentSkills:    Critical thinking skills    Active learning skills    Advanced reading comprehension skills    
Intermediate monitoring skills    Intermediate speaking skills    Intermediate writing skills    Intermediate negotiation 
skills    Time management skills    Intermediate judgment and decision making skillsAbilities:    Intermediate inductive 
reasoning ability    Intermediate mathematical reasoning ability    Intermediate oral comprehension ability    
Intermediate oral expression ability    Intermediate written expression ability    Intermediate written expression    Time 
sharing ability 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Adding Machine 
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064510 - VEHICLE OPERATOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  2185 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled work in the operation of light motor vehicles of average 
difficulty to transport persons or materials; and performs related work as required.Distinguishing Features: An employee 
in this class operates light motor vehicles. This class differs from others in the equipment operation field in that 
incumbents of the latter operate more complex equipment requiring higher skill. 
 
Work Activities: 
1. Operates a light automotive vehicle such as a passenger car, van, pick-up, panel or other light truck to deliver 
messages, carry mail, haul parts, supplies, or other items, or to transport residents, patients, employees, and others.2. 
Loads and unloads vehicle; performs stocking and other manual tasks in connection with items hauled.3. Performs 
minor maintenance and repairs on vehicles.4. Keeps simple load, fuel, travel, and maintenance records.5. May perform 
related duties and/or assignments as designated by management. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064510 - VEHICLE OPERATOR 
 
Agency:  Mental Health (33901) 
Edison Template Job Opening ID:  2186 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled work in the operation of light motor vehicles of average 
difficulty to transport persons or materials; and performs related work as required.Distinguishing Features: An employee 
in this class operates light motor vehicles. This class differs from others in the equipment operation field in that 
incumbents of the latter operate more complex equipment requiring higher skill. 
 
Work Activities: 
1. Operates a light automotive vehicle such as a passenger car, van, pick-up, panel or other light truck to deliver 
messages, carry mail, haul parts, supplies, or other items, or to transport residents, patients, employees, and others.2. 
Loads and unloads vehicle; performs stocking and other manual tasks in connection with items hauled.3. Performs 
minor maintenance and repairs on vehicles.4. Keeps simple load, fuel, travel, and maintenance records.5. May perform 
related duties and/or assignments as designated by management. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064510 - VEHICLE OPERATOR 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  2187 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled work in the operation of light motor vehicles of average 
difficulty to transport persons or materials; and performs related work as required.Distinguishing Features: An employee 
in this class operates light motor vehicles. This class differs from others in the equipment operation field in that 
incumbents of the latter operate more complex equipment requiring higher skill. 
 
Work Activities: 
1. Operates a light automotive vehicle such as a passenger car, van, pick-up, panel or other light truck to deliver 
messages, carry mail, haul parts, supplies, or other items, or to transport residents, patients, employees, and others.2. 
Loads and unloads vehicle; performs stocking and other manual tasks in connection with items hauled.3. Performs 
minor maintenance and repairs on vehicles.4. Keeps simple load, fuel, travel, and maintenance records.5. May perform 
related duties and/or assignments as designated by management. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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064510 - VEHICLE OPERATOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  2188 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs semi-skilled work in the operation of light motor vehicles of average 
difficulty to transport persons or materials; and performs related work as required.Distinguishing Features: An employee 
in this class operates light motor vehicles. This class differs from others in the equipment operation field in that 
incumbents of the latter operate more complex equipment requiring higher skill. 
 
Work Activities: 
1. Operates a light automotive vehicle such as a passenger car, van, pick-up, panel or other light truck to deliver 
messages, carry mail, haul parts, supplies, or other items, or to transport residents, patients, employees, and others.2. 
Loads and unloads vehicle; performs stocking and other manual tasks in connection with items hauled.3. Performs 
minor maintenance and repairs on vehicles.4. Keeps simple load, fuel, travel, and maintenance records.5. May perform 
related duties and/or assignments as designated by management. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075810 - VEHICLE SERVICES ASST DIRECTOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4099 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time experience supervising or managing multiple operations units or complex operations in one of the following 
areas: (1) providing motor vehicle information and interpretation to the public (vehicle services work) (2) auditing 
businesses and individuals for compliance with local, state and/or federal laws (professional auditing), or (3) managing a 
customer service operation in either the public or private sector. Substitution of Experience for Education: Qualifying 
experience in title and registration preparation, title and registration law interpretation, taxpayer services, tax 
enforcement, or related vehicle services work; accounting, auditing, or related fiscal services work; or clerical work may 
substitute for the required education on a year-for-year basis to a maximum of four years. Substitution of Education for 
Experience: Graduate coursework credit received from an accredited college or university in accounting, business 
management, public administration, law or other related field may substitute for the required experience, on a year-for-
year basis, to a maximum of two years (e.g., 36 graduate quarter hours in one or a combination of the above listed fields 
may be substituted for one year of the required experience). OR Experience equivalent to three years of managing or 
supervising multiple work units or complex operations within the Department of Revenue’s operational divisions 
(Vehicle Services, Taxpayer Services, Processing or Tax Enforcement). 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs administrative and managerial work of average difficulty in assisting and directing 
the Vehicle Services Division of the Department of Revenue; and performs related work as required. Distinguishing 
Features: The employee in this class assists in directing the activities of the Vehicle Services Division of the Department 
of Revenue. Work involves preparing and monitoring the division's budget, implementing divisional policies and 
procedures, assuring that the division supplies accurate vehicle services information, and coordinating customer service 
training for the entire division. This class differs from Vehicle Services Director in that the incumbent of the latter 
establishes divisional policy and procedures and exercises full direction over all division activities. 
 
Work Activities: 
Performing Administrative Activities:    Assists in planning, organizing, and directing all activities performed by 
subordinate staff.    Ensures that customer service standards are being achieved.    Assures that the vehicle services staff 
provides accurate responses to vehicle services inquiries.    Interviews applicants for vacant positions.    Sets 
performance standards, goals and priorities for subordinate staff regarding the number of customers served, data 
entered and time required to respond to customer inquiries.    Implements vehicle services assistance policies and 
procedures established by top management.    Provides recommendations to the director of the division concerning the 
selection of the applicant.    Evaluates seminars based on feedback received from the participants.    Explains special 
features of the job to applicants.    Talks to applicants about their overall goals, strong and weak points, and prior work 
history.    Ensures all departmental policies and regulations are being followed.    Manages and/or participates in special 
committee projects.    Identifies job responsibilities and characteristics of exceptional performance to establish job 
performance plans.    Assesses the logic and accuracy of performance evaluations conducted by subordinate staff of 
vehicle services staff.    May manage the Department of Revenue’s vehicle services call center, county clerk support 
activities, motor carrier administration and/or a combination of several title and registration operational units and 
specialized functions.    May participate in county clerk meetings, seminars and workshops and other speaking 
engagements representing the Department of Revenue. Organizing, Planning, and Prioritizing Work:    Prioritizes the 
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workflow of each functional area.    Assures that the division responds to vehicle services customers in a timely and 
efficient manner.    Monitors automated phone lines and mail outs to assure that correct and updated information is 
provided to customers.    Identifies from monthly statistical reports time spent on calls, the number of incoming lines, 
and the number of incoming calls to determine the need for more lines and/or personnel.    Assists in planning, 
organizing, and directing activities for the titling and registration of all state motor vehicles, the international 
registration of corporations and businesses carrying freight across state lines, the collection of motor vehicle taxes and 
preparation, maintenance, storing, and disposition of motor vehicle records and reports.Communicating with 
Supervisors, Peers, or Subordinates:    Provides subordinate staff with written and oral instructions concerning the 
adoption of new policies and procedures.    Interprets existing motor vehicle laws and policies.    Informs staff of changes 
to motor vehicle policy and law through memorandums, meetings, and training in classrooms.    Researches title and 
registration issues in motor vehicle law, court cases, and administrative policies; seeks legal interpretation from in-house 
legal experts and the legal office. Communicating with Persons Outside Organization:    Provides the legislature with 
written vehicle services information as requested.    Represents the division to lobbyists and government agencies 
through public contact and outreach programs.    Coordinates and conducts meetings to educate attorneys, lobbyists, 
and governmental agencies on motor vehicle title and registration issues.     Communicates verbally and in writing with 
customers to inform them of the department's interpretation of motor vehicle laws and policies.    Presents an overview 
of the Department of Revenue for customers.    Coordinates and participates in vehicle services seminars.    Informs 
speakers of their responsibilities and answers any questions they may have.  Coaching and Developing Others:    
Evaluates the performance of vehicle services supervisors.    Identifies job responsibilities and characteristics of 
exceptional performance to establish job performance plans.    Assesses the logic and accuracy of performance 
evaluations conducted by supervisors for vehicle services staff.    Reviews motor vehicle documents and other vehicle 
services reports for accuracy.    Informs staff of acceptable responses to standard vehicle services questions.    
Periodically reads sample correspondence to check for accuracy in supplied information.  Training and Teaching Others:    
Trains staff on selected issues in a classroom environment.    Establishes and coordinates vehicle services training 
programs.    Selects issues in title and registration law, divisional policy and divisional procedure which must be 
understood by the vehicle services staff.    Evaluates the effectiveness of the training program.  Interpreting the Meaning 
of Information for Others:    Interprets existing title and registration laws and policies.    Researches motor vehicle issues 
in title and registration law, court cases, and administrative policies.    Seeks legal interpretation from in-house experts 
and the legal office.  Monitoring and Controlling Resources:    Monitors vehicle services data systems and reporting 
capabilities.    Assists in designing enhancements to computer systems which meet data and reporting needs.    Monitors 
the divisional budget. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Drive for Results    Presentation Skills    Developing Direct Reports and Others    
Processing Management    Managerial Courage    Comfort Around Higher Management    Customer FocusKnowledge:    
Knowledge of administrative and clerical procedures    Knowledge of principles and processes for providing customer 
service    Knowledge of principles and methods for teaching and instruction for groups    Knowledge of laws, government 
regulations, and agency rules Skills:    Complex problem-solving and decision-making skills    Appropriate listening skills    
Critical thinking    Effective speaking and instructional skills    Effective time management skills    Effective personnel 
management skills Abilities:    The ability to effectively communicate information and ideas both orally and in writing    
The ability to effectively listen and understand information and ideas 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Calculator 
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075826 - VEHICLE SERVICES MANAGER 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4092 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of full-time experience supervising employees engaged full-time in one of the following areas: (1) providing tax 
information and interpretation to the public (taxpayer services work) (2) auditing businesses and individuals for 
compliance with local, state and/or federal tax laws (professional tax auditing), or (3) supervising a customer service 
operation in either the public or private sector. Substitution of Graduate Education for Experience: Graduate 
coursework credit received from an accredited college or university in accounting, business management, or public 
administration may substitute for the required experience, on a year-for-year basis, to a maximum of two years (e.g., 36 
graduate quarter hours in one or a combination of the above listed fields may be substituted for one year of the 
required experience). Substitution of Experience for Education: Qualifying experience in tax preparation, tax law 
interpretation, tax auditing, tax enforcement, or related taxpayer services work; accounting, auditing, or related fiscal 
services work; or clerical work may substitute for the required education on a year-for-year basis to a maximum of four 
years. OR Experience equivalent to two years functioning as a supervisor within the Department of Revenue's 
operational divisions. (Vehicle Services, Taxpayer Services, Processing or Collection Services) 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs work of considerable difficulty supervising and managing professional 
staff involved in Vehicle Services work; and performs related work as required. Distinguishing Features: An employee in 
this class manages the Revenue Vehicle Services functions related to customer service, motor vehicle title and 
registration, and motor carrier administration. This class differs from the Vehicle Services Assistant Director in that an 
incumbent of the latter assists in the planning and directing of the activities of the entire division. This class differs from 
other Vehicle Services Supervisor positions in that an incumbent of the latter supervises staff responsible for direct 
supervision of technical and professional vehicle services personnel engaged in complex vehicle services work. 
 
Work Activities: 
Performing Administrative Activities: Manages professional staff directly supervising personnel responsible for vehicle 
services work in multiple work units that can include taxpayer assistance, taxpayer titling and registration activities and 
related vehicle services work. Ensures all departmental policies and regulations are being followed. Manages and/or 
participates in special committee projects. Evaluates the performance of subordinate vehicle services staff. Identifies job 
responsibilities and characteristics of exceptional performance to establish job performance plans. Assesses the logic 
and accuracy of performance evaluations conducted by subordinate supervisors of vehicle services staff. May manage 
the Department of Revenue's vehicle services call center, county clerk support activities, motor carrier administration 
and/or a combination of several title and registration operational units and specialized functions. May participate in 
county clerk meetings, seminars and workshops and other speaking engagements representing the Department of 
Revenue. May evaluate the effectiveness and efficiency of vehicle services presentations based on participant feedback 
and observation.Organizing, Planning, and Prioritizing Work: Establishes priorities and goals for multiple work units. 
Coordinates and manages workflow according to established priorities and goals. Assigns work and special projects to 
ensure divisional deadlines and other departmental requirements are achieved.Evaluating Information to Determine 
Compliance with Standards: Ensures that the work unit's procedures are consistent, efficient and updated. Writes 
narratives defining new procedures and submits them for review and approval. Distributes procedural modifications and 
changes to affected personnel. Describes interpretation of motor vehicle laws, rules and regulations to enable the legal 
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staff to write revenue rulings which formally answer taxpayer's inquiries. Researches relevant motor vehicle laws, rules 
and regulations based on executive leadership requests; communicates with the legal staff to ensure consistent 
interpretation. Reviews motor vehicle legislation and evaluates the impact of new or proposed legislation on the 
administration of motor vehicle law. Writes narratives to explain the impact of new or proposed legislation for inclusion 
in fiscal notes submitted by the division. Proposes rule or legal changes for legislative consideration. Evaluates the effect 
of relevant attorney general opinions, court cases, legal changes, policy and rule changes, and legal interpretations of 
motor vehicle matters from staff attorneys and departmental management.Communicating with Persons Outside 
Organization: Interacts with other agencies or other divisions within the Department of Revenue to solve problems and 
share information. Communicates directly with taxpayers to answer complex inquiries regarding the application of 
motor vehicle law and to explain action taken on specific title and registration activities. Participates in county clerk 
seminars, workshops, government agency meetings and public speaking requests by speaking, making presentations 
and answering motor vehicle law related questions.Staffing Organizational Units: Interviews applicants for vacancies and 
promotional opportunities within multiple functioning sections in the division. Explains special features of the job to 
applicants. Talks to applicants about their overall goals, strong and weak points and prior work history. Provides 
recommendations to the divisional director concerning the selected applicant.Training and Teaching Others: Develops 
and maintains referral materials and job aids for vehicle services staff to ensure accurate and consistent taxpayer 
information is provided. Coordinates and implements training programs for vehicle services staff. Recommends training 
in motor vehicle law and divisional policies and procedures based on observation of work products and subordinate 
input. Evaluates the effectiveness of the training program by observation of improved effectiveness and employee 
feedback. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Ethics and Values Customer Focus Conflict Management Developing Direct 
Reports and Others Process Management Hiring and Staffing Presentation Skills Motivating OthersKnowledge: Customer 
Service Communications Education and Training Administration and Management Clerical Basic Math             Skills: 
Active Listening Critical Thinking Reading Comprehension Active Learning Speaking Writing Time Management 
Instructing Learning Strategies Complex Problem Solving Management of Personnel Resources MentoringAbilities: 
Deductive Reasoning Oral Comprehension Oral Expression Written Comprehension Written Expression Memorization 
Number Facility Time Sharing 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine 
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075817 - VEHICLE SERVICES SUPERVISOR 
 
Agency:  Revenue (34701) 
Edison Template Job Opening ID:  4051 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and two years 
of full-time experience in one of the following areas: (1) processing motor vehicle information and providing 
interpretation to the public (vehicle services work) (2) auditing businesses and individuals for compliance with local, 
state and/or federal laws (professional auditing), or (3) providing customer service in either the public or private sector. 
Substitution of Experience for Education: Qualifying experience in title and registration preparation, title and 
registration law interpretation, taxpayer services, tax enforcement, or related vehicle services work; accounting, 
auditing, or related fiscal services work; or clerical work may substitute for the required education on a year-for-year 
basis to a maximum of four years. Substitution of Graduate Education for Experience: Graduate coursework credit 
received from an accredited college or university in accounting, business management, or public administration may 
substitute for the required experience, on a year-for-year basis, to a maximum of two years (e.g., 36 graduate quarter 
hours in one or a combination of the above listed fields may be substituted for one year of the required experience). OR 
Experience equivalent to one year as a Taxpayer Services Supervisor 2 or Revenue Processing Supervisor 2; or two years 
as a Taxpayer Services Supervisor 1 or Revenue Processing Supervisor 1 with the State of Tennessee. OR Experience 
equivalent to two years supervising a customer service operation in either the public or private sector. OR Experience 
equivalent to three years of full-time professional or technical work within the Department of Revenue's operational 
divisions (Vehicle Services, Taxpayer Services, Processing, and Revenue Collections).  
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general management, is responsible for vehicle services supervisory work of complex difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class supervises staff responsible for 
technical and professional vehicle services work. This class differs from the Vehicle Services Manager in that an 
incumbent of the latter manages Vehicle Services Supervisors who are responsible for supervising staff engaged in both 
technical and professional Vehicle Services work. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Coordinate the workflow of multiple vehicle services work functions. 
Supervise the work of subordinate vehicle services staff. Schedules work assignments based on departmental priorities, 
established deadlines, existing workloads, and number of available staff. Monitor the accuracy and efficiency of work 
produced by vehicle services staff. Coordinates special projects to ensure divisional deadlines and other departmental 
requirements are achieved.Guiding, Directing, and Motivating Subordinates:  Correct problem areas within the work 
unit that inhibit an effective work flow. Identify job responsibilities and characteristics of exceptional performance to 
establish job performance plans. Evaluate the performance of vehicle services personnel.Performing for or Working 
Directly with the Public:  Provides direct customer service to taxpayers. Provide accurate and consistent information to 
taxpayers on relevant motor vehicle issues. Processes motor vehicle transactions.  Inform industry specific groups of 
modifications to relevant motor vehicle laws, rules, and regulations. May write narratives which notify specific taxpayers 
of proper filing procedures, law changes, attorney general rulings and other changes. May select appropriate speakers 
based on the subject matter for public presentations. May schedule public speaking presentations. Ensures new or 
modified forms and records are necessary and available to meet taxpayer requirements and informational 
needs.Performing Administrative Activities: Manages professional staff responsible for multiple vehicle services work 
functions that can include taxpayer assistance, taxpayer registration and taxpayer education. Researches changes and 
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additions to motor vehicle and tax laws, work procedures, and systems capabilities. Interviews applicants for vacant 
positions. Explain special features of the job to applicants. May provide recommendations to the manager of the division 
concerning the selection of the applicant. Reviews legislation and evaluates the impact of new or proposed legislation 
on the administration of motor vehicle law to divisional management. Propose rule or legal changes for legislative 
consideration to divisional management. Assess the logic and accuracy of performance evaluations. Participate in special 
committee projects. May describe interpretation of motor vehicle and tax laws, rules and regulations to enable the legal 
staff to write revenue rulings which formally answer taxpayer's inquiries. Interacts with other agencies or other divisions 
within the Department of Revenue to solve problems and share information. Ensure that the work unit's procedures are 
consistent and efficient. Grants or rejects employee leave requests based on the status of work. Prepare statistical 
reports.Training and Teaching Others: Talk to applicants about their overall goals, strengths and weaknesses, and prior 
work history. Make presentations as requested by management. Explain proper interpretations of motor vehicle and tax 
law to other supervisors and subordinate staff. Implement training to educate staff on new procedures, new or modified 
laws, rules and regulations, or systems modifications. Identify training needs through observation, taxpayer feedback, 
and employee suggestions. Select the appropriate informal training methods. Provide training. Evaluates the 
effectiveness of training based on observation of work products and employee feedback. May coordinate the 
presentation of motor vehicle and tax information to special interest or other groups as requested. Provides input on 
training methods. Assist in determining training needs and organizing training programs for staff. Assist divisional 
management in developing and maintaining job aids for vehicle services staff. May evaluate the effectiveness and 
efficiency of vehicle services seminars and speakers. May determine the effectiveness and appropriateness of 
information presented based on participant feedback and observations; recommends improvements in seminar format. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Customer Focus Action Oriented Written Communications Dealing with Ambiguity 
Directing Others Motivating Others Peer Relationship Conflict Management OrganizingKnowledge: Administration and 
Management Education and Training Clerical Customer Service Communications Basic MathematicsSkills: Active 
Learning Active Listening Critical Thinking Reading Comprehension Speaking Writing Personal Time Management 
Mentoring InstructingAbilities: Deductive Reasoning Memorization Number Facility Oral Comprehension Oral Expression 
Multi-Tasking Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Fax Machine 
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062244 - VETERANS CEMETERY CARETAKER 1* 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  7991 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to six (6) months of professional grounds keeping experience.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1.    Possess a valid motor vehicle’s operator license.2.    
Lift heavy materials and equipment.Examination Method: Non-Competitive Selection for Preferred Service Positions.  
 
Job Overview: 
Summary: Under general supervision, performs cemetery grounds maintenance work of routine difficulty; and performs 
related work as required. Distinguishing Features: This is the entry level class in the Veterans Cemetery Caretaker sub-
series: An employee in this class functions in a training capacity learning to perform a variety of cemetery grounds 
maintenance work such as mowing grass, trimming and pruning trees and shrubs, cleaning and setting headstones, 
picking up and removing trash and brush and preparing grave sites for interments.  This class differs from Veterans 
Cemetery Caretaker 2* in that the incumbents of the latter perform duties at the working level under general 
supervision. *An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the series 
after successful completion of a mandatory one-year training period; inadequate or marginal performance during the 
training period will result in automatic demotion or termination. 
 
Work Activities: 
Handling and Moving Objects: Learns to prepare grounds for headstone placement and sets headstone. Learns to assist 
the equipment operators with opening of the grave by preparing the lowering device for setup and use in lowering 
casket into the grave.  Learns to assist the equipment operator with closing the grave site and using tampering device to 
compact dirt and prevent sinkage.Operating Vehicles, Mechanized Devices, or Equipment: Learns to use push mowers, 
chainsaws, riding mowers, weed trimmers, sprayers, blowers and hand trimmers. Learns to operate or drive a dump 
truck, tractor, etc.Performing General Physical Activities: Learns to cut grass, trim hedges, detail trimming around beds 
and buildings, maintain flower beds, remove dead and unsightly flower arrangements, pick up and remove trash and 
brush from grounds, clean headstones and prepare lowering device for set up and use in lowering casket into ground. 
Learns to prepare and apply proper chemicals for grounds to include fertilizers and pesticides. Learns to clean 
administrative office area and committal chapelCommunicating with Supervisors, Peers, or Subordinates and Persons 
outside the Organization: Learns to communicate clearly to the supervisor and with peers. Learns to communicate with 
the visiting public.Inspecting Equipment, Structures or Materials: Learns to notify supervisor in the event of equipment 
in need of repair at the beginning of each workday. Establishing and Maintaining Interpersonal Relationships: Learns to 
work with others to assure that operational standards are maintained at a professional levelUpdating and Using 
Relevant Knowledge: Learns relevant policies and procedures of daily activities and attends meetings and trainings as 
needed.Documenting; Recording Information: Learns to keep simple records and prepares routine reportsObserving, 
Receiving, and Obtaining Information: Learns to check burial schedule, communicates with supervisor for changes, and 
checks weather report for daily schedule. Learns to review the job board for equipment, safety and policy updates. 
Organizing, Planning and Prioritizing Work: Learns personal time management skills in Edison. Learns to review the job 
board for daily work ordersInteracting with Computers: Learns to enter time worked and leave requests in Edison. 
 
Competencies (KSA’s): 
Competencies: 1.    Problem Solving2.    Listening3.    Informing4.    Organizing5.    Written Communications6.    Time 
Management7.    Integrity and TrustKnowledge:1.    General Math2.    MechanicalSkills:1.    Active Learning and 
Listening.2.    Reading Comprehension3.    Time Management4.    Writing SkillsAbilities:1.    Auditory Attention2.    Depth 
Perceptions3.    Dynamic and Trunk Strength4.    Gross Body Coordination and Equilibrium5.    Memorization6.    Multi-
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Limb Coordination7.    Near and Peripheral Vision8.    Oral Expression and Comprehension9.    Problem Sensitivity 10.    
Quick Reaction Time11.    Sound Location12.    Spatial and Response Orientation13.    Speaking Clearly14.    Visualization  
 
Tools and Equipment Used: 
1.    Push Mowers2.    Hand Held Trimmers3.    Riding Mowers4.    Hand Tools 5.    Weed Trimmers6.    Ground Tampers7.    
Shoulder Carried Sprayers8.    Blowers 9.    Computer10.    Tiller11.    Chainsaw  
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062247 - VETERANS CEMETERY CARETAKER 2* 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  1682 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school.Substitution of Experience 
for Education: One year full time cemetery or grounds maintenance work OROne year full time as a Veterans Cemetery 
Caretaker 1, with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:Applicants for this class must:1.    Possess a valid motor vehicle's operator license.2.    
Lift heavy materials and equipment.Examination Method: Education and Experience, 100%, for Preferred Service 
Positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for grounds maintenance work at a State Veterans Cemetery that is 
of considerable difficulty and performs related work as required. Distinguishing Features: This is the working level class 
in the Veterans Cemetery Caretaker sub-series: An employee in this class performs a variety of cemetery grounds 
maintenance work such as mowing grass, laying out grave sites, setting and maintaining headstones, applying fertilizers 
and insecticides. This class differs from Veterans Cemetery Caretaker 1, in that the incumbent of the latter functions in 
an entry level capacity.  This class differs from the Veterans Cemetery Caretaker 3 in that an incumbent of the latter 
functions as a lead.  
 
Work Activities: 
Handling and Moving Objects: Prepares grounds for headstone placement and sets headstone. Moves headstones to 
proper locations and assists in placement. Uses shovels, tampers, rakes, weed eaters, chainsaws and push mowers.. 
Assists the equipment operators with opening of the grave by preparing the lowering device for setup and use in 
lowering casket into the grave. Assists the equipment operator with closing the grave site and using tampering device to 
compact dirt and prevent sinking.Performing General Physical Activities: Cuts grass, trim hedges, detail trimming around 
beds and buildings, maintain flower beds, remove dead and unsightly flower arrangements, pick up and remove trash 
and brush from grounds, clean headstones and prepare lowering device for set up and use in lowering casket into 
ground. Prepares and apply proper chemicals for grounds to include fertilizers and pesticides. Performs heavy lifting, 
bending, walking, climbing and reaching. Performs job duties in severe weather conditions (i.e., extreme heat, cold, rain, 
snow, sleet, icy conditions).Operating Vehicles, Mechanized Devices, or Equipment: Uses push mowers, chainsaws, 
riding mowers, weed trimmers, sprayers, blowers and hand trimmers. Operates or drives a dump truck, tractor as 
necessary.Observing, Receiving, and Obtaining Information: Checks burial schedule, communicates with supervisor for 
changes, and checks weather report for daily schedule. Reviews the job board safety and policy updates. Verifies and 
reviews information on new and existing equipment.Inspecting Equipment, Structures or Materials: Notifies supervisor 
in the event of equipment in need of repair at the beginning of each workday. Inspects equipment and performs minor 
repairs.Repairing and Maintaining Mechanical Equipment: Sharpens mower blades on mowers as necessary. Performs 
the maintenance of equipment. Follows schedules for repair and maintenance of equipment that is conducted by 
outside sources.Communicating with Supervisors, Peers, or Subordinates and Persons outside the Organization: 
Communicates clearly to the supervisor and with peers. Communicates with the visiting public.Organizing, Planning and 
Prioritizing Work: Reviews the job board for daily work orders. Prioritizes daily work orders and ranks tasks as 
needed.Establishing and Maintaining Interpersonal Relationships: Works with others to assure that operational 
standards are maintained at a professional level.Updating and Using Relevant Knowledge: Reviews relevant policies and 
procedures of daily activities and attends meetings and trainings as needed.Documenting; Recording Information: Keeps 
simple records and prepares routine reports.Interacting with Computers: Records time worked and leave requests in 
Edison. 
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Competencies (KSA’s): 
Competencies: 1.    Problem Solving2.    Informing3.    Listening4.    Planning5.    Decision Quality6.    Time Management7.    
Integrity and TrustKnowledge:1.    Customer and Personal Service2.    Mechanical3.    Basic knowledge of federal, state 
and departmental policies and regulationsSkills:1.    Active Learning and Listening2.    Critical Thinking3.    Learning 
Strategies4.    Reading Comprehension5.    Coordination6.    Writing Skills7.    Customer Service Awareness Abilities:1.    
Deductive Reasoning2.    Memorization3.    Number Facility4.    Multi-Limb Coordination and Dexterity 5.    Near and 
Peripheral Vision6.    Oral Expression and Comprehension7.    Written Expression and Comprehension 8.    Problem 
Sensitivity 9.    Quick Reaction Time10.    Sound Location11.    Spatial and Response Orientation12.    Control Precision 
13.    Visualization 
 
Tools and Equipment Used: 
 Hand Tools  -  shovels, handsaw, rakes, digging bars, hand tamper, pruner, trimmers Power Tools  -  chainsaw, weed 
trimmers, hedge trimmers, dirt packer Motorized Equipment  -  push mower, riding mower, all-terrain vehicle, suburban 
utility vehicle, tractor, dump truck Office Equipment  -  personal computer, copier, fax, telephone 
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062248 - VETERANS CEMETERY CARETAKER 3 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  1684 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two (2) years of cemetery work.  Substitution of Experience for Education: Three (3) years full time increasingly skilled 
grounds maintenance work with leadership experience ORTwo (2) years full time as a Veterans Cemetery Caretaker with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1.    Possess a valid motor vehicle's operator license.2.    
Lift heavy materials and equipment.Examination Method: Education and Experience, 100%, for Preferred Service 
Positions. 
 
Job Overview: 
Summary: Under direction, is responsible for grounds maintenance work at a State Veterans Cemetery that is of 
considerable difficulty which includes leading others; and performs related work as required. Distinguishing Features: 
This is the highest level class in the Veterans Cemetery Caretaker sub-series: An employee in this class leads a small 
number of cemetery caretakers in a large size cemetery and participates in skilled grounds maintenance work such as 
mowing grass, laying out grave sites, setting and maintaining headstones, applying fertilizers and insecticides. This class 
differs from Veterans Cemetery Caretaker 2 in that the incumbent of the latter functions at the working level. 
 
Work Activities: 
Handling and Moving Objects: Leads others in preparing grounds for headstone placement and sets headstone. Leads 
others in moving headstones to proper locations and assists in placement. Leads others in the use of shovels, tampers, 
rakes, weed eaters, chainsaws and push mowers Leads others in assisting the equipment operators with opening of the 
grave by preparing the lowering device for setup and use in lowering casket into the grave. Leads others in assisting the 
equipment operator with closing the grave site and using tampering device to compact dirt and prevent 
sinking.Performing General Physical Activities: Leads others in cutting grass, trimming hedges, detail trimming around 
beds and buildings, maintaining flower beds, removing dead and unsightly flower arrangements, picking up and 
removing trash and brush from grounds, cleaning headstones and preparing lowering device for set up and use in 
lowering casket into ground. Leads others in preparing and applying proper chemicals for grounds to include fertilizers 
and pesticides. Leads others in performing heavy lifting, bending, walking, climbing and reaching.Operating Vehicles, 
Mechanized Devices, or Equipment: Leads others in the use of push mowers, chainsaws, riding mowers, weed trimmers, 
sprayers, blowers and hand trimmers. Leads others in the proper mechanics in operating or driving a dump truck, tractor 
as necessary.Inspecting Equipment, Structures or Materials: Leads others in notifying the supervisor if equipment is in 
need of repair at the beginning of each workday. Leads others in inspecting equipment and performing minor 
repairs.Repairing and Maintaining Mechanical Equipment: Leads others in sharpening mower blades on mowers as 
necessary. Leads others in performing the maintenance of equipment process. Leads others in the process of following 
schedules for repair and maintenance of equipment that is conducted by outside sources.Organizing, Planning and 
Prioritizing Work: Leads others in reviewing the job board for daily work orders. Leads others in prioritizing daily work 
orders and ranks tasks as needed.Observing, Receiving, and Obtaining Information: Leads others in checking burial 
schedule and checking weather report for daily schedule; communicating changes to supervisor. Leads others in 
reviewing the job board safety and policy updates. Leads others in verifying and reviewing information on new and 
existing equipment.Communicating with Supervisors, Peers, or Subordinates and Persons outside the Organization: 
Leads others in communicating clearly to the supervisor and with peers. Leads others in communicating with the visiting 
public.Establishing and Maintaining Interpersonal Relationships: Leads others to work together to assure that 
operational standards are maintained at a professional level.Updating and Using Relevant Knowledge: Leads others in 
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reviewing relevant policies and procedures of daily activities and attends meetings and trainings as 
needed.Documenting; Recording Information: Leads others in keeping simple records and prepares routine 
reports.Interacting with Computers: Leads others in recording time worked and leave requests in Edison. 
 
Competencies (KSA’s): 
Competencies: 1.    Problem Solving2.    Informing3.    Listening4.    Planning5.    Decision Quality6.    Time Management7.    
Integrity and TrustKnowledge:1.    Customer and Personal Service2.    Mechanical3.    Basic knowledge of federal, state 
and departmental policies and regulationsSkills:1.    Active Learning and Listening2.    Critical Thinking3.    Learning 
Strategies4.    Reading Comprehension5.    Coordination6.    Writing Skills7.    Customer Service Awareness Abilities:1.    
Deductive Reasoning2.    Memorization3.    Number Facility4.    Multi-Limb Coordination and Dexterity 5.    Near and 
Peripheral Vision6.    Oral Expression and Comprehension7.    Written Expression and Comprehension 8.    Problem 
Sensitivity 9.    Quick Reaction Time10.    Sound Location11.    Spatial and Response Orientation12.    Control Precision 
13.    Visualization 
 
Tools and Equipment Used: 
 Hand Tools  -  shovels, handsaw, rakes, digging bars, hand tamper, pruner, trimmers Power Tools  -  chainsaw, weed 
trimmers, hedge trimmers, dirt packer Motorized Equipment  -  push mower, riding mower, all-terrain vehicle, suburban 
utility vehicle, tractor, dump truck Office Equipment  -  personal computer, copier, fax, telephone 
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079110 - VETERANS CEMETERY DIRECTOR 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4329 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079116 - VETERANS CEMETERY DIRECTOR 2 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4332 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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062246 - VETERANS CEMETERY FOREMAN 1 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  1819 
 
Minimum Qualifications: 
Education and Experience: High school diploma or equivalent and a minimum of three years of full-time experience in 
either grounds maintenance or heavy equipment operation. ORSubstitution of Education for Experience: Qualifying of 
full-time grounds maintenance or heavy equipment operation experience may be substituted for the required education 
on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a Valid Tennessee Driver's License.  Operate 
both manual and automatic transmission vehicles Lift heavy materials and equipment up to 50 lbs.Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, this class is responsible for supervisory work over a small Veterans Cemetery. 
Distinguishing Features:  This is one of the supervisory-level classifications in the Veterans Cemetery Foreman Series. An 
employee in this class develops and implements cemetery production plans and procedures for a small cemetery for the 
Department of Veterans Services. This position supervises and participates in the operation of light and heavy 
equipment in the construction of roads, interments, setting headstones and landscaping work. This class differs from 
that of a Veterans Cemetery Foreman 2 in that an incumbent of the latter has greater responsibility and typically 
oversee a larger cemetery and staff.  
 
Work Activities: 
Getting Information: Reviews the information for the burial schedule including specifications. Meets with the director 
daily to discuss the previous and current activities of the day. Reviews employee attendance. Obtains weather 
information from various sources to determine the activities of the day. Monitoring Processes, Materials, or 
Surroundings: Reviews burial schedules. Reviews equipment availability. Reviews and monitors the availability of 
materials (i.e. fuel, sand, topsoil, gravel, building materials.). Monitors and reviews maintenance requirements for 
equipment. Coordinating and Scheduling Work and Activities: Develops maintenance schedule for all equipment. 
Develops long-term plan for special events. Communicating with Supervisors, Peers, Subordinates and Persons outside 
the Organization:  Utilizes communication skills in maintaining effective internal and external working relationships. 
Encourages team building and creates a balanced and amicable working environment. Resolves conflicts and settles 
disputes to maintain a satisfactory and productive work environment. Ensures the correct interpretation and 
dissemination of pertinent information to subordinates. Inspecting, Repairing, and Maintaining Equipment, Structures, 
or Material: Monitors burial area for sunken graves and headstone alignments. Supervises and directs cemetery 
equipment operators and/or cemetery caretakers in the maintenance of all equipment. Ensures that preventative and 
corrective maintenance checks and services are accomplished as required. Organizing, Planning, and Prioritizing Work: 
Develops daily work schedules for all subordinates. Determines work priorities and allocates resources. Documenting/ 
Recording Information: Maintains equipment, personnel and grounds records as required. Updating and Using Relevant 
Knowledge: Attends quarterly training meetings. Completes State mandated training. Attends relevant National 
Cemetery Administration training classes. Evaluating Information to Determine Compliance with Standards: Ensures 
compliance with National Cemetery Administration Standards (i.e. headstone alignment, burial section layout and 
grounds maintenance). Ensures compliance with Tennessee Department of Veterans Services operating policies and 
procedures. Performing Administrative Activities: Writes performance plans using S.M.A.R.T. goals by required 
deadlines. Approves travel, payable time and leave requests for subordinates Interviews and makes recommendations 
for applicants of open positions Completes administrative duties as required (i.e. ordering supplies and completing daily 
reports). Training and Teaching Others: Establishes performance standards for subordinates, monitors the performance 



 TN Job Classification Specifications  
September 22, 2020 

for compliance and provides consistent feedback. Develops and implements training programs following the National 
Cemetery Administration guidelines. Ensures subordinates are adequately trained to meet and maintain the required 
National Cemetery Administration standards. Evaluates and makes recommendation and reports about ongoing 
procedures to ensure maximum efficiency. Interacting with Computers: Utilizes basic computer skills (i.e. email 
correspondence, spreadsheets and basic word processing). Operating Vehicles, Mechanized Devices, or Equipment: 
Trains, directs and operates all cemetery equipment (i.e. back hoes, excavators, tractors, mowers, tampers, and 
attachments). Utilizes different sets of controls or attachments, as required. Performing General Physical Activities: 
Performs general physical activities (i.e. walking, lifting, twisting, stretching, bending, and kneeling). Lifts heavy objects 
on a recurring basis. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Planning Fairness to Direct Reports Ethics and Values Compassion Decision Quality 
Priority Setting Organizing Directing Others Knowledge: Customer Focus Functional/ Technical Competency Technical 
Learning Personal Learning Managing Through Systems Skills: Equipment Maintenance Problem Solving Management of 
Material Resources Written Communications Organizational Agility Strategic Agility Listening Motivating Others 
Command Skills Abilities: Multi-Limb Coordination Response Orientation Reaction Time Control Precision Depth 
Perception Peripheral Vision Inductive/ Deductive Reasoning 
 
Tools and Equipment Used: 
 Hand tools  -  Shovels, rakes, axes, handsaw, screwdrivers, hammers, wrenches, pliers, etc. Power tools  -  Hedge 
trimmers, weed eaters, tamper, drills, bench grinder Heavy equipment  -  Backhoe, skid steer, excavator, tractor: with or 
without attachments Mowers  -  Riding, push mower, remote controlled Trimmers  -  Grass trimmer, edger's Vehicles 
(manual & automatic transmission) - Dump truck, pickup trucks, utility vehicles, articulating dumper, transport vehicles, 
electric/ gas cart. Measuring instruments  -  Survey markers, transit (laser or bubble), tapes, levels, measuring wheels 
Handheld radios Spreaders Air compressors: with or without accessories Pressure washer Office equipment  -  Personal 
computers, coper, fax machine, scanner, printer, telephone 
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062249 - VETERANS CEMETERY FOREMAN 2 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  1688 
 
Minimum Qualifications: 
Education and Experience: High school diploma or equivalent and a minimum of three years of full-time experience in 
either grounds maintenance or heavy equipment operation work.                 OR               Substitution of Education for 
Experience: Qualifying full-time grounds maintenance or heavy equipment operation experience may be substituted for 
the required education on a year-for-year basis.  
 
Other Requirements: 
Necessary Special Qualifications:Applicants for this class must: Possess a valid Tennessee Driver's License Operate both 
manual and automatic transmission vehicles Lift heavy materials and equipment up to 50 lbs. Examination Method: 
Education and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general direction, this class is responsible for supervisory work over a moderate to large Veterans 
Cemetery (or multiple Cemeteries). Distinguishing Features: This is one of the supervisory-level classifications in the 
Veterans Cemetery Foreman Series. An employee in this class develops and implements cemetery production plans and 
procedures for a moderate to large cemetery for the Department of Veterans Services. This position supervises and 
participates in the operation of light and heavy equipment in the construction of roads, interments, setting headstones 
and landscaping work for a moderate to large cemetery. This class differs from the Veterans Cemetery Foreman 1 in that 
an incumbent of the latter will supervise staff for a small cemetery.  
 
Work Activities: 
Getting Information: Reviews the information for the burial schedule including specifications. Meets with the director 
daily to discuss the previous and current activities of the day. Reviews employee attendance. Obtains weather 
information from various sources to determine the activities of the day. Monitoring Processes, Materials, or 
Surroundings: Reviews burial schedules. Reviews equipment availability. Reviews and monitors the availability of 
materials (i.e. fuel, sand, topsoil, gravel, building materials.). Monitors and reviews maintenance requirements for 
equipment. Coordinating and Scheduling Work and Activities: Develops maintenance schedule for all equipment. 
Develops long-term plan for special events. Communicating with Supervisors, Peers, Subordinates and Persons outside 
the Organization:  Utilizes communication skills in maintaining effective internal and external working relationships. 
Encourages team building and creates a balanced and amicable working environment. Resolves conflicts and settles 
disputes to maintain a satisfactory and productive work environment. Ensures the correct interpretation and 
dissemination of pertinent information to subordinates. Inspecting, Repairing, and Maintaining Equipment, Structures, 
or Material: Monitors burial area for sunken graves and headstone alignments. Supervises and directs cemetery 
equipment operators and/or cemetery caretakers in the maintenance of all equipment. Ensures that preventative and 
corrective maintenance checks and services are accomplished as required. Organizing, Planning, and Prioritizing Work: 
Develops daily work schedules for all subordinates. Determines work priorities and allocates resources. Documenting/ 
Recording Information: Maintains equipment, personnel and grounds records as required. Updating and Using Relevant 
Knowledge: Attends quarterly training meetings. Completes State mandated training. Attends relevant National 
Cemetery Administration training classes. Evaluating Information to Determine Compliance with Standards: Ensures 
compliance with National Cemetery Administration Standards (i.e. headstone alignment, burial section layout and 
grounds maintenance). Ensures compliance with Tennessee Department of Veterans Services operating policies and 
procedures. Performing Administrative Activities: Writes performance plans using S.M.A.R.T. goals by required 
deadlines. Approves travel, payable time and leave requests for subordinates Interviews and makes recommendations 
for applicants of open positions Completes administrative duties as required (i.e. ordering supplies and completing daily 
reports). Training and Teaching Others: Establishes performance standards for subordinates, monitors the performance 
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for compliance and provides consistent feedback. Develops and implements training programs following the National 
Cemetery Administration guidelines. Ensures subordinates are adequately trained to meet and maintain the required 
National Cemetery Administration standards. Evaluates and makes recommendation and reports about ongoing 
procedures to ensure maximum efficiency. Interacting with Computers: Utilizes basic computer skills (i.e. email 
correspondence, spreadsheets and basic word processing). Operating Vehicles, Mechanized Devices, or Equipment: 
Trains, directs and operates all cemetery equipment (i.e. back hoes, excavators, tractors, mowers, tampers, and 
attachments). Utilizes different sets of controls or attachments, as required. Performing General Physical Activities: 
Performs general physical activities (i.e. walking, lifting, twisting, stretching, bending, and kneeling). Lifts heavy objects 
on a recurring basis. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Planning Fairness to Direct Reports Ethics and Values Compassion Decision Quality 
Priority Setting Organizing Directing Others Knowledge: Customer Focus Functional/ Technical Competency Technical 
Learning Personal Learning Managing Through Systems Skills: Equipment Maintenance Problem Solving Management of 
Material Resources Written Communications Organizational Agility Strategic Agility Listening Motivating Others 
Command SkillsAbilities: Multi-Limb Coordination Response Orientation Reaction Time Control Precision Depth 
Perception Peripheral Vision Inductive/ Deductive Reasoning 
 
Tools and Equipment Used: 
 Hand tools   Shovels, rakes, axes, handsaw, screwdrivers, hammers, wrenches, pliers, etc. Power tools   Hedge trimmers, 
weed eaters, tamper, drills, bench grinder Heavy equipment   Backhoe, skid steer, excavator, tractor: with or without 
attachments Mowers   Riding, push mower, remote controlled Trimmers   Grass trimmer, edger's Vehicles (manual & 
automatic transmission) - Dump truck, pickup trucks, utility vehicles, articulating dumper, transport vehicles, electric/ 
gas cart. Measuring instruments   Survey markers, transit (laser or bubble), tapes, levels, measuring wheels Handheld 
radios Spreaders Air compressors: with or without accessories Pressure washer Office equipment   Personal computers, 
coper, fax machine, scanner, printer, telephone 
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079114 - VETERANS OUTREACH COOR 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4331 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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079102 - VETERANS RESOURCE COOR 1* 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  11467 
 
Minimum Qualifications: 
Education and Experience: Minimum one year of full time college credit.Substitution of Experience for Education: 
Military Pay Grade of E-4 or above; honorably discharged.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess a valid motor vehicle’s operator license.2. Be 
accredited by the General Counsel of the Veterans’ Administration within 12 months of employment.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional veteran’s benefits representation work of 
routine difficulty; and performs related work as required.Distinguishing Features: This is the entry class in the Veterans’ 
Resource Coordinator*. An employee in this class learns to perform veteran’s benefits representation work by aiding 
veterans and their dependents in filing for and obtaining benefits. This class differs from that of Veterans’ Resource 
Coordinator 2* in that an incumbent of the latter performs at the working level under general supervision.*An applicant 
appointed to this flexibly staffed class will be reclassified to the next higher class in the series after successful 
completion of a mandatory one year training period; inadequate or marginal performance during the training period will 
result in automatic demotion or termination. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:1. Learns how to evaluate Veterans Administration 
decisions and determine if further actions need.Making Decisions and Solving Problems:1. Learns to read and interpret 
appropriate laws and regulations in the Code of Federal Regulations 38 and the Tennessee Code Annotated.2. Learns 
how to advise the claimant of available options under the appropriate laws and regulations in accordance with the Code 
of Federal Regulations 38 and the Tennessee Code Annotated.Monitor Processes, Materials or Surroundings:1. Learns to 
read and understand documents such as DD214s, medical records, personnel files and other relevant documents.2. 
Processes and interprets Veterans Administration decisions and determinations the claimant receives.Processing 
Information:1. Obtains and compiles all relevant information in accordance with applicable Code of Federal Regulations 
38 or as directed by the competent authority into a complete and accurate claims package prior to submission for 
adjudication.Interpreting the Meaning of Information for Others:1. Reads, evaluates, and interprets 
correspondence/communication received from the Veterans Administration or competent authority and recommends 
appropriate action(s), as needed.Assisting and Caring for Others:1. Assists claimants/individuals in obtaining all benefits 
that they are entitled to under state and federal law.2. Provides appropriate guidance to available services from other 
local, state and federal agenciesCommunicating with Persons Outside of the Organization:1. Communicates effectively 
with state and federal agencies to gather and/or provide information.2. Communicates with the public on a day to day 
basis to provide exceptional customer service.Developing and Building Teams:1. Works independently and as a team 
member to promote trust, respect, and to achieve organizational goals.Communicating with Supervisors, Peers, or 
Subordinates:1. Communicates effectively with supervisors and co workers to exchange information.Establishing and 
Maintaining Interpersonal Relationships:1. Establishes and maintains good working relationships inside and outside the 
agency by exhibiting a friendly demeanor, offering assistance, providing feedback and showing respect.Training and 
Teaching Others:1. Provides training to veterans groups and other outside agencies; e.g. nursing homes and assisted 
living facilities under the direction of the training officer/supervisor.2. Participates in all training events as directed by 
the department training officer/supervisor.Getting Information:1. Interviews claimants by utilizing all communication 
sources.2. Verifies information from all sources, utilizing veterans’ information systems, and governmental agencies.3. 
Opens, reads, and responds to emails on a daily basis.Estimating the Quantifiable Characteristics of Products, Events or 
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Information:1. Properly prepares for outreaches according to the audience and materials needed as directed by the 
supervisor.Performing Administrative Activities:1. Practices efficient, accountable processes through established 
inventory controls as directed by supervisor to be a responsible steward of state resources.2. Reads, completes, and 
understands agency reports, as directed.3. Prioritizes work load to accomplish necessary daily tasks.4. Performs day to 
day administrative functions including time, attendance, and travel.Operating Vehicles, Mechanized Devices or 
Equipment:1. Utilizes vehicle to travel to assigned counties on a regular basis to inform and assist veterans, dependents, 
county service officers and post service officers concerning benefits 
 
Competencies (KSA’s): 
Competencies:1. Time Management2. Compassion3. Customer Focus4. Listening5. Functional/Technical Competencies6. 
Learning on the Fly7. Priority Setting8. Organizational AgilityKnowledge:1.Customer &amp; Personal Service2. Education 
and Training3. Law and Government4. ClericalSkills:1. Active Learning2. Active Listening3. Critical Thinking4. 
Mathematics5. Reading Comprehension6. Speaking7. Writing8. Social Coordination9. Instructing10. Service 
Orientation11. Social Perceptiveness12. Complex Problem Solving13. Time ManagementAbilities:1. Written Expression2. 
Written Comprehension3. Problem Sensitivity4. Oral Expression5. Oral Comprehension6. Speech Clarity7. Speech 
Recognition8. Deductive Reasoning9. Inductive Reasoning10. Number Facility11. Selective Attention12. Time 
Sharing13.Auditory Attention 
 
Tools and Equipment Used: 
1. Computer2. Fax Machine3. Copier/Printer/Scanner4. Telephone 
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079104 - VETERANS RESOURCE COOR 2* 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4456 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to forty-five quarter hours from an accredited college or university and 
experience equivalent to one year full-time benefits and eligibility claims processing. Substitution of Experience for 
Education: One year of experience in a Military Pay Grade of E-5 or above with an honorable discharge may substitute 
for the required education.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:     Possess a valid vehicle operator’s license;    Be 
accredited by the General Counsel of the Veterans’ Administration within 12 months of employment.Examination 
Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional veteran's benefits representation work of average 
difficulty; and performs related work as required. Distinguishing Features:  This is the working class in the Veterans’ 
Resource Coordinator sub-series, the entry level being subsumed by that of Veterans’ Resource Coordinator 1,. An 
employee in this class performs veteran's benefits representation work by aiding veterans and their dependents in filing 
for and obtaining benefits. ,This class is flexibly staffed with and differs from that of Veterans’ Resource Coordinator 1, 
in that an incumbent of the latter functions at the entry level under immediate supervision. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:    Evaluates Veterans Administration decisions and 
determine if further actions need.Making Decisions and Solving Problems:    Reads and interprets appropriate laws and 
regulations in the Code of Federal Regulations 38 and the Tennessee Code Annotated.    Advises the claimant of 
available options under the appropriate laws and regulations in accordance with the Code of Federal Regulations 38 and 
the Tennessee Code Annotated.Monitor Processes, Materials or Surroundings:    Reads and understands documents 
such as DD214s, medical records, personnel files and other relevant documents.    Processes and interprets Veterans 
Administration decisions and determinations the claimant receives.Processing Information:    Obtains and compiles all 
relevant information in accordance with applicable Code of Federal Regulations 38 or as directed by the competent 
authority into a complete and accurate claims package prior to submission for adjudication.Interpreting the Meaning of 
Information for Others:    Reads, evaluates, and interprets correspondence/communication received from the Veterans 
Administration or competent authority and recommends appropriate action(s), as needed.Assisting and Caring for 
Others:    Assists claimants/individuals in obtaining all benefits that they are entitled to under state and federal law.    
Provides appropriate guidance to available services from other local, state and federal agencies.Communicating with 
Persons Outside of the Organization:    Communicates effectively with state and federal agencies to gather and/or 
provide information.    Communicates with the public on a day to day basis to provide exceptional customer 
service.Developing and Building Teams:    Works independently and as a team member to promote trust, respect, and to 
achieve organizational goals.Communicating with Supervisors, Peers, or Subordinates:    Communicates effectively with 
supervisors and co workers to exchange information.Establishing and Maintaining Interpersonal Relationships:    
Establishes and maintains good working relationships inside and outside the agency by exhibiting a friendly demeanor, 
offering assistance, providing feedback and showing respect.Training and Teaching Others:    Provides training to 
veterans groups and other outside agencies; e.g. nursing homes and assisted living facilities under the direction of the 
training officer/supervisor.    Participates in all training events as directed by the department training 
officer/supervisor.Getting Information:    Interviews claimants by utilizing all communication sources.    Verifies 
information from all sources, utilizing veterans’ information systems, and governmental agencies.    Opens, reads, and 
responds to emails on a daily basis.Estimating the Quantifiable Characteristics of Products, Events or Information:    
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Properly prepares for outreaches according to the audience and materials needed as directed by the 
supervisor.Performing Administrative Activities:    Practices efficient, accountable processes through established 
inventory controls as directed by supervisor to be a responsible steward of state resources.    Reads, completes, and 
understands agency reports, as directed.    Prioritizes work load to accomplish necessary daily tasks.    Performs day to 
day administrative functions including time, attendance, and travel.Operating Vehicles, Mechanized Devices or 
Equipment:    Utilizes vehicle to travel to assigned counties on a regular basis to inform and assist veterans, dependents, 
county service officers and post service officers concerning benefits. 
 
Competencies (KSA’s): 
Competencies:    Time Management    Compassion    Customer Focus    Listening    Functional/Technical Competencies    
Learning on the Fly    Priority Setting    Organizational Agility    Written Communications    Integrity and TrustKnowledge:    
Customer & Personal Service    Education and Training    Law and Government    ClericalSkills:    Active Learning    Active 
Listening    Critical Thinking    Mathematics    Reading Comprehension    Speaking    Writing    Social Coordination    
Instructing    Service Orientation    Social Perceptiveness    Complex Problem Solving    Time ManagementAbilities:    
Written Expression    Written Comprehension    Problem Sensitivity    Oral Expression    Oral Comprehension    Speech 
Clarity    Speech Recognition    Deductive Reasoning    Inductive Reasoning    Number Facility    Selective Attention    Time 
Sharing    Auditory Attention 
 
Tools and Equipment Used: 
    Computer    Fax Machine    Copier/Printer/Scanner    Telephone 
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079103 - VETERANS RESOURCE COOR 3 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  5374 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to an associate degree from an accredited college or university and 
experience equivalent to three years of full-time, accredited Veterans Affairs (VA) benefits and eligibility claims 
processing.  Substitution of Education for Experience: None Substitution of Experience for Education: One year of 
experience in a Military Pay Grade of E-6 or above with an honorable discharge may substitute for the required 
education.  
 
Other Requirements: 
Necessary Special Qualifications:   Applicants for this class must: Possess a valid vehicle operator’s license; Be accredited 
by the General Counsel of the Veterans Administration within 12 months of service Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional veteran’s benefits representation work of 
considerable difficulty; and performs related work as required. Distinguishing Features: This is the highest level and lead 
level class in the Veterans’ Resource Coordinator sub-series. An employee in this class performs complex veteran’s 
benefits representation work and leads staff in a small field office in aiding veterans and their dependents in filing for 
and obtaining benefits. This class differs from a Veterans Resource Coordinator 2 in that the incumbent of the latter 
functions at the working level and does not lead others. 
 
Work Activities: 
 Coordinates with the Regional Director regarding outreach assignments and opportunities; Maintains and ensures 
compliance with the office calendar of assigned field office team; Provides on-the-job training for field office personnel; 
Acts as a lead in resolving internal and external customer related inquiries, concerns, complaints and other issues of 
varying degrees of complexity; Acts as the point-of-contact for partners at the VA Medical Center and other external 
partner organizations; Acts as a liaison between assigned field office, support staff, and the Regional Director; Acts as a 
team lead by disseminating information and ensuring that directives are properly implemented; Oversees assigned field 
office’s reporting and audit requirements; Acts as a lead to ensure team members complete both state and VA required 
trainings; Operates and is familiar with various software such as, but not limited to:  Case Management Software, 
Microsoft Office Suite, and VA Systems (i.e. VBMS, SHARES, DPRIS); Performs other veteran’s benefits representation 
work and guidance deemed necessary by the Regional Director/Management. 
 
Competencies (KSA’s): 
Competencies: Approachability Compassion Composure Conflict Management Customer Focus Directing Others 
Informing Integrity and Trust Patience Peer Relationships PerseveranceKnowledge: Administration and Management 
Clerical Computers and Electronics Customer and Personal Service Education and Training English Language Law and 
Government Mathematics Public Safety and SecuritySkills: Active Learning Active Listening Critical Thinking Instructing 
Judgement and Decision Making Persuasion Reading Comprehension Service Orientation Time Management 
TroubleshootingAbilities: Deductive Reasoning Inductive Reasoning Information Ordering Memorization Oral 
Comprehension Oral Expression Problem Sensitivity Time Sharing Written Comprehension Written Expression 
 
Tools and Equipment Used: 
 Computer Telephone Printer/Scanner/Copier/Fax Machine(s) Motor Vehicle Signature Pad Smart Card Reader 
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079111 - VETERANS SERVICES REG DIR 
 
Agency:  Veterans Services (32300) 
Edison Template Job Opening ID:  4330 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority. The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078408 - VETERANS' EMPLOYMENT REP 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6762 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.                                                                                                                        
Substitution of Experience for Education:  Any military experience as a commissioned officer or as a noncommissioned 
officer with the rank of E-5 or higher may substitute for the required education on a year-for-year basis to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid vehicle operator’s license may be required for some positions. In 
compliance with United States Code Annotated, Title 38, Chapter 41, Section 4104, the State of Tennessee must fill 
positions in this class with eligible veterans, and must give preference to eligible veterans with disabilities. Examination 
Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional Employment Security work of routine difficulty; 
provides outreach and employment services to employers and organizations that have apprenticeship programs and 
performs related work as required. Distinguishing Features: *This is the entry level class in the Veterans’ Employment 
Rep sub-series. An employee in this class learns to conduct employers’ outreach services to assist them with satisfying 
their employment needs. A Veterans’ Employment Representative 1* also learns to conduct outreach to apprenticeship 
programs for placement of veterans. This class differs from Veterans Employment Representative 2* in that incumbents 
of the latter perform duties at the working level under general supervision. *An applicant appointed to this flexibly 
staffed class will be reclassified to the next higher class in the series after successful completion of a mandatory one year 
training period; inadequate or marginal performance during the training period will result in automatic demotion or 
termination. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Learns to coordinate public relations activities to encourage 
employers to use the services provided by the local Employment Security office.Developing Objectives and Strategies: 
Learns to develop appropriate strategies for contacting employers to inform them of services available and to identify 
their employment needs. Learns to establish a network with community-based organizations and veterans 
organizations. Learns to follow up with employers to obtain feedback about employment services provided. Resolving 
Conflicts and Negotiating with Others:  Learns to resolve complaints and elevate as necessary. Scheduling Work and 
Activities: Learns to coordinate the Veterans’ program services in the local Employment Security office. Learns to 
monitor reception area and interviewing activities to assure veterans receive service on a priority basis. Learns to alert 
local office staff of needed improvements in veteran services. Learns to advise Federal contractors of requirements to 
list job orders with the local Employment Security office. Learns to work with trade apprenticeship programs and 
organizations that provide licensure. Learns to identify program deficiencies by reviewing productivity reports. Learns to 
assist Local Office Manager with completing the quarterly Veterans program services reports by providing productivity 
and compliance information and action plans for correcting deficiencies. Learns to communicate with employers the 
benefits of hiring veterans with both the tangible and intangible qualities veterans have that will enhance the workplace 
environment and increase their bottom line. Learns to supply job ready veteran candidates who will meet the needs of 
the employer. Learns to work with Veterans Outreach Specialist (VOS) and Career Center Partners to receive those 
veteran candidates with specific skill sets who are ready to be endorsed to employers. Monitor Processes, Materials, or 
Surroundings:  Learns to identify database deficiencies by reviewing appropriate reports.Communicating with Persons 
Outside Organization: Learns to conduct outreach within the community to locate veterans with disabilities in the 
absence of a Veteran Outreach Specialist. Learns to be an advocate for hiring veterans to employers through multiple 
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communication avenues.Communicating with Supervisors, Peers, or Subordinates:  Effectively communicate with 
supervisor, peers and other staff to ensure compliance with service to veterans.Establishing and Maintaining 
Interpersonal Relationships:  Provide excellent customer service to internal and external customers. Organizing, 
Planning, and Prioritizing Work: Learns time management and organizing, planning and prioritizing work. Updating and 
Using Relevant Knowledge: Learns to apply and identify emerging technologies through the use of available resources 
and labor market information. Processing Information: Learns to enter essential veteran information into database. 
Learns to generate, update, correct and submit reports as required. Thinking Creatively: Learns to use broad spectrum of 
available local services. Training and Teaching Others: Learns to train office staff to interpret documentation, (DD 214) 
for eligibility of service. Learns to provide general orientation and/or training to veterans’ program staff and other staff 
on policies and procedures concerning the veterans program. Getting Information: Learns to conduct research on 
employers to best suit their needs. Learns to search and gather information from the working database to obtain 
relevant information on employers through observation and practical application.  Learns to talk with employers to 
identify employment needs. Analyzing Data or Information: Enters data using keyboard to update applicant database. 
Interpreting the Meaning of Information for Others: Learns to interpret veterans’ documentation, (DD-214) for eligibility 
of service. Identifying Objects, Actions, and Events: Learns to identify and post employment opportunities such as career 
fairs, chamber of commerce and human resource events, etc.  Evaluating Information to Determine Compliance with 
Standards: Learns to monitor and evaluate office procedures and interviewing activities to assure veterans are receiving 
priority of service. 
 
Competencies (KSA’s): 
Competencies: Presentation Skills Customer Focus Integrity and Trust Priority Setting Business Acumen Time 
Management Ethics and Values Self Development Patience Interpersonal Savvy Written Communication 
OrganizingKnowledge: Clerical                         Communication and Media                    Customer and Personal Service                             
Education and Training                            English Language                      Basic Mathematics                   Sales and Marketing  
Skills: Active Learning                          Active Listening         Critical Thinking        Learning Strategies                    Mathematics                             
Monitoring                  Reading and Comprehension                  Speaking                      Writing         Coordination                              
Instructing                   Negotiation                 Persuasion                   Service Orientation                    Social Perceptiveness                               
Quality Control Analysis of Services                     Judgment and Decision Making                             Process Evaluation                   
Time Management          Abilities: Deductive Reasoning  Flexibility of Closure Fluency of Ideas Inductive Reasoning 
Memorization Oral Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Speed of Closure 
Time Sharing Written Comprehension Written Expression Speech Clarity Speech Recognition  
 
Tools and Equipment Used: 
 Personal Computer/Laptop Fax Machine Telephone Printer Copy Machine Scanner Vehicle Calculator 
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078409 - VETERANS' EMPLOYMENT REP 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4518 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional experience that primarily involved providing or coordinating veteran 
staffing or outreach services.                                                                                                                        Substitution of 
Experience for Education:  Any qualifying professional experience, or military experience as a commissioned officer or as 
a noncommissioned officer with the rank of E-5 or higher, may substitute for the required education on a year-for-year 
basis to a maximum of four years.OROne year of full-time experience as a Veterans' Employment Representative or 
Veterans' Outreach Specialist as defined by the VETS Program. 
 
Other Requirements: 
Necessary Special Qualifications: Possession of a valid vehicle operator's license may be required for some positions. In 
compliance with United States Code Annotated, Title 38, Chapter 41, Section 4104, the State of Tennessee must fill 
positions in this class with eligible veterans. Examination Method:  Education and Experience, 100%, for Preferred 
Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Employment Security work of average difficulty; 
and performs related work as required. Distinguishing Features: ,This is the highest level class in the Veterans' 
Employment Rep sub-series. An employee in this class conducts employers' outreach services to assist them with 
satisfying their employment needs. A Veterans' Employment Representative 2, also conducts outreach to apprenticeship 
programs for placement of veterans. This class differs from Veterans' Employment Representative 1, in that incumbents 
of the latter perform duties at the working level under immediate supervision. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Coordinate public relations activities to encourage employers to use 
the services provided by the local Employment Security office. Resolving Conflicts and Negotiating with Others: Resolves 
complaints and elevate as necessary.Organizing, Planning, and Prioritizing Work: Time management and organizing, 
planning and prioritizing work. Develops appropriate strategies for contacting employers and placing veterans.Making 
Decisions and Solving Problems: Identifies and determines appropriate services and benefits for veterans. Coordinates 
employer outreach and public relation activities. Coordinates public relation activities to encourage employers and 
veterans to use the services provided by the local Career Center. Establishes a network with community-based 
organizations and veterans organizations; contacts employers to inform them of services available and to identify their 
employment needs. Follows up with employers to obtain feedback about employment services provided; gathers 
information about the services that can be provided to veterans through community-based organizations and veterans 
organizations. Meets with community-based organizations and veterans organizations to solicit their support and 
exchange information about respective services provided.Monitor Processes, Materials, or Surroundings: Identifies 
database deficiencies by reviewing appropriate reports.Processing Information: Enters essential veteran information 
into database. Generates, updates, corrects and submits reports as required.Getting Information: Interviews veterans to 
assess their employability and refer to potential jobs or appropriate counseling services. Searches and gathers 
information from the working data base to obtain relevant information on individuals through observation and practical 
application. Talks with veterans, employers, or other individuals to identify employment barriers. Follows up with 
employers, veterans and supportive service agents to determine effectiveness of service provided to veterans. Gathers 
information on veterans by interviewing and review current database. Gathers information about local job and business 
needs by developing relationships with employers. Performs automated file searches to match qualified veterans to job 
openings.Communicating with Persons Outside Organization: Advocates for hiring veterans to employers through 
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multiple communication avenues. Conducts outreach within the community to locate veterans with disabilities in the 
absence of a Veteran Outreach Specialist.Establishing and Maintaining Interpersonal Relationships: Provides excellent 
customer service to internal and external customers.Updating and Using Relevant Knowledge: Applies and identifies 
emerging technologies through the use of available resources and labor market information.Communicating with 
Supervisors, Peers, or Subordinates: Effectively communicates with supervisor, peers and other staff to ensure 
compliance with service to veterans.Training and Teaching Others: Trains office staff to interpret documentation, (DD 
214) for eligibility of service. Conducts workshops such as resume building, interviewing and networking skills.Analyzing 
Data or Information: Enters data using keyboard to update applicant database.Thinking Creatively: Uses broad spectrum 
of available local services.Evaluating Information to Determine Compliance with Standards: Monitors and evaluates 
office procedures and interviewing activities to assure veterans are receiving priority of service.Identifying Objects, 
Actions, and Events: Identifies and posts employment opportunities such as career fairs, chamber of commerce and 
human resource events etc.Interpreting the Meaning of Information for Others: Interprets veterans' documentation, 
(DD-214) for eligibility of service. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Written Communication Business Acumen Ethics and Values Integrity and Trust Patience 
Presentation Skills Time ManagementKnowledge: Clerical Communication and Media Customer and Personal Service 
Education and Training English Language Law and Government Basic Mathematics Sales and Marketing  Skills: Active 
Learning Active Listening Critical Thinking Learning Strategies Mathematics Monitoring Reading and Comprehension 
Speaking Writing Coordination Instructing Negotiation Persuasion Service Orientation Social Perceptiveness Quality 
Control Analysis of Services Judgment and Decision Making Process Evaluation Time Management Abilities: Deductive 
Reasoning Flexibility of Closure Fluency of Ideas Inductive Reasoning Memorization Oral Comprehension Oral Expression 
Originality Problem Sensitivity Selective Attention Speed of Closure Time Sharing Visualization Written Comprehension 
Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/ Laptop Fax Machine Telephone Printer Copy Machine Scanner Vehicle Calculator 
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078404 - VETERANS' OUTREACH SPEC 1* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  6763 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree.                                                                                                                       
Substitution of Experience for Education:  Any military experience as a commissioned officer or as a noncommissioned 
officer with the rank of E-5 or higher may substitute for the required education on a year for year basis to a maximum of 
four years. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Possession of a valid vehicle operator’s license may be 
required for some positions. In compliance with United States Code Annotated, Title 38, Chapter 41, Section 4103A, the 
State of Tennessee must fill positions in this class with eligible veterans and must give preference to eligible veterans 
with disabilities.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, is responsible for professional Employment Security work of routine difficulty; 
provides outreach and employment services to veterans of active military service with Significant Barriers to 
Employment; and performs related work as required. Distinguishing Features: *This is the entry level class in the 
Veterans’ Outreach Spec sub-series. An employee in this class learns to conduct personal interviews with veterans 
visiting a local Employment Security office to determine veterans’ job readiness, work qualifications, and suitability for 
particular training programs or jobs. A Veterans’ Outreach Spec 1* also learns to conduct veterans’ outreach services to 
locate and assist veterans with Significant Barriers to Employment. This class differs from Veterans’ Outreach Spec 2* in 
that incumbents of the latter perform duties at the working level under general supervision. Veterans’ Outreach Spec 1* 
differs from Veterans Employment Rep 1* in that incumbents of the latter learn to coordinate all the veterans services 
for a local office. *An applicant appointed to this flexibly staffed class will be reclassified to the next higher class in the 
series after successful completion of a mandatory one year training period; inadequate or marginal performance during 
the training period will result in automatic demotion or termination. 
 
Work Activities: 
Judging the Qualities of Things, Services, or People: Learns to assess veterans’ job readiness status to include barriers to 
employment.Making Decisions and Solving Problems: Learns to identify and determine appropriate services and 
benefits for veterans.Developing Objectives and Strategies: Learns to develop appropriate strategies for contacting 
employers and placing veterans.  Resolving Conflicts and Negotiating with Others: Learns to resolve complaints and 
elevate as necessary. Thinking Creatively: Learns to use broad spectrum of available local services. Scheduling Work and 
Activities: Learns to coordinate employers outreach and public relation activities in the absence of a Veterans 
Employment Representative. Learns to coordinate public relations activities to encourage employers and veterans to 
use the services provided by the local Career Center in the absence of a Veterans Employment Representative. Learns to 
establish a network with community-based organizations and veterans organizations; contacts employers to inform 
them of services available and to identify their employment needs. Learns to follow up with employers to obtain 
feedback about employment services provided and gathers information about the services that can be provided to 
veterans through community-based organizations and veterans organizations in the absence of a Veterans Employment 
Representative. Learns to meet with community-based organizations and veterans organizations to solicit their support 
and exchange information about respective services provided. Getting Information: Learns to interview veterans to 
assess their employability and refer to potential jobs or appropriate counseling services. Learns to search and gather 
information from the working database to obtain relevant information on individuals through observation and practical 
application.  Learns to talk with veterans, employers, or other individuals to identify employment barriers. Learns to 
follow up with employers, veterans and supportive service agents to determine effectiveness of service provided to 
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veterans. Learns to gather information on veterans by interviewing and review current database. Learns to gather 
information about local job and business needs by developing relationships with employers in the absence of a Veteran 
Employment Representative. Learns to perform automated file searches to match qualified veterans to job openings. 
Establishing and Maintaining Interpersonal Relationships: Provides excellent customer service to internal and external 
customers. Communicating with Supervisors, Peers, or Subordinates: Effectively communicates with supervisor, peers 
and other staff to ensure compliance with service to veterans in the absence of a Veterans Employment Representative. 
Organizing, Planning, and Prioritizing Work: Learns time management and organizing planning and prioritizing work. 
Processing Information: Learns to enter essential veteran information into database. Learns to generate, update, correct 
and submit reports as required. Monitor Processes, Materials, or Surroundings: Learns to identify database deficiencies 
by reviewing appropriate reports. Training and Teaching Others: Learns to train office staff to interpret documentation, 
(DD 214) for eligibility of service in the absence of a Veterans Employment Representative. Learns to conduct workshops 
such as resume building, interviewing and networking skills in the absence of a Veterans Employment Representative. 
Analyzing Data or Information: Enters data using keyboard to update applicant database. Interpreting the Meaning of 
Information for Others: Learns to interpret veterans’ documentation, (DD-214) for eligibility of service. Evaluating 
Information to Determine Compliance with Standards: Learns to monitor and evaluate office procedures and 
interviewing activities to assure veterans are receiving priority of service. Communicating with Persons Outside 
Organization: Learns to be an advocate for hiring veterans to employers through multiple communication avenues. 
Learns to conduct outreach within the community to locate veterans with disabilities. Updating and Using Relevant 
Knowledge: Learns to apply and identify emerging technologies through the use of available resources and labor market 
information. Identifying Objects, Actions, and Events: Learns to identify and post employment opportunities such as 
career fairs, chamber of commerce and human resource events etc., in the absence of a Veterans Employment 
Representative. 
 
Competencies (KSA’s): 
Competencies: Written Communications Customer Focus Presentation Skills Compassion Time Management Integrity 
and Trust Patience Priority Setting Organizing Sizing up PeopleKnowledge: Clerical Communication and Media                    
Customer and Personal Service                              Education and Training                            English Language      Basic 
Mathematics                   Sales and Marketing Skills: Active Learning                          Active Listening         Critical Thinking 
Learning Strategies                    Mathematics                              Monitoring                  Reading and Comprehension                  
Speaking                      Writing                         Coordination                              Instructing                   Negotiation                 
Persuasion                   Service Orientation                    Social Perceptiveness                                Quality Control Analysis of 
Services                     Judgment and Decision Making                             Process Evaluation                   Time Management 
Abilities: Deductive Reasoning Flexibility of Closure  Fluency of Ideas Inductive Reasoning Memorization Oral 
Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Speed of Closure Time Sharing 
Visualization Written Comprehension Written Expression Speech Clarity Speech Recognition  
 
Tools and Equipment Used: 
 Personal Computer/Laptop Fax Machine Telephone Printer Copy Machine Scanner Vehicle Calculator 
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078405 - VETERANS' OUTREACH SPEC 2* 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4507 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time professional experience that primarily involved providing or coordinating veteran 
staffing or outreach services.                                                                                                                        Substitution of 
Experience for Education:  Any qualifying professional experience, or military experience as a commissioned officer or as 
a noncommissioned officer with the rank of E-5 or higher, may substitute for the required education on a year for year 
basis to a maximum of four years. OROne year of full-time experience as a Veterans' Employment Rep or Veterans' 
Outreach Spec as defined by the VETS Program. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possession of a valid vehicle operator's license may be 
required for some positions. In compliance with United States Code Annotated, Title 38, Chapter 41, Section 4103A, the 
State of Tennessee must fill positions in this class with eligible veterans and must give preference to eligible veterans 
with disabilities.Examination Method:  Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Employment Security work of average difficulty; 
provides outreach and employment services to veterans of active military service with Significant Barriers to 
Employment; and performs related work as required. Distinguishing Features: This is the highest working level class in 
the Veterans' Outreach Spec sub-series. An employee in this class conducts personal interviews with veterans visiting a 
local Employment Security office to determine veterans' job readiness, work qualifications, and suitability for particular 
training programs or jobs. A Veterans' Outreach Spec 2, also conducts veterans' outreach services to locate and assist 
veterans with Significant Barriers to Employment. This class is flexibly staffed with Veterans' Outreach Spec 1, and differs 
in that incumbents of the latter perform duties at the entry level under immediate supervision. 
 
Work Activities: 
Developing Objectives and Strategies: Develops appropriate strategies for contacting employers and placing 
veterans.Judging the Qualities of Things, Services, or People: Assesses veterans' job readiness status to include barriers 
to employment.Scheduling Work and Activities: Coordinates employers outreach and public relation activities in the 
absence of a Veterans Employment Representative. Coordinates public relations activities to encourage employers and 
veterans to use the services provided by the local Career Center in the absence of a Veterans Employment 
Representative. Establishes a network with community-based organizations and veterans organizations; contacts 
employers to inform them of services available and to identify their employment needs. Follows up with employers to 
obtain feedback about employment services provided and gathers information about the services that can be provided 
to veterans through community-based organizations and veterans organizations in the absence of a Veterans 
Employment Representative. Meets with community-based organizations and veterans organizations to solicit their 
support and exchange information about respective services provided.Communicating with Persons Outside 
Organization: Effectively advocates for hiring veterans to employers through multiple communication avenues. 
Conducts outreach within the community to locate veterans with disabilities.Making Decisions and Solving Problems: 
Identifies and determines appropriate services and benefits for veterans. Resolving Conflicts and Negotiating with 
Others: Resolves complaints and elevates as necessary.Monitor Processes, Materials, or Surroundings: Identifies 
database deficiencies by reviewing appropriate reports.Getting Information: Interviews veterans to assess their 
employability and refer to potential jobs or appropriate counseling services. Researches and gathers information from 
the working database to obtain relevant information on individuals through observation and practical application. Talks 
with veterans, employers, or other individuals to identify employment barriers. Follows up with employers, veterans and 
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supportive service agents to determine effectiveness of service provided to veterans. Gathers information on veterans 
by interviewing and review current database. Gathers information about local job and business needs by developing 
relationships with employers in the absence of a Veteran Employment Representative. Performs automated file 
searches to match qualified veterans to job openings. Establishing and Maintaining Interpersonal Relationships: Provides 
excellent customer service to internal and external customers.  Updating and Using Relevant Knowledge: Applies and 
identifies emerging technologies through the use of available resources and labor market information.Processing 
Information: Enters essential veteran information into database. Generates, updates, corrects and submits reports as 
required.Organizing, Planning, and Prioritizing Work: Effectively manages time, organizes, plans and prioritizes work. 
Analyzing Data or Information: Enters data using keyboard to update applicant database.Communicating with 
Supervisors, Peers, or Subordinates: Effectively communicates with supervisor, peers and other staff to ensure 
compliance with service to veterans in the absence of a Veterans Employment Representative.Thinking Creatively: Uses 
broad spectrum of available local services.Training and Teaching Others: Trains office staff to interpret documentation, 
(DD 214) for eligibility of service in the absence of a Veterans Employment Representative. Conducts workshops such as 
resume building, interviewing and networking skills in the absence of a Veterans' Employment 
Representative.Identifying Objects, Actions, and Events: Identifies and posts employment opportunities such as career 
fairs, chamber of commerce and human resource events etc., in the absence of a Veterans' Employment 
Representative.Evaluating Information to Determine Compliance with Standards: Monitors and evaluates office 
procedures and interviewing activities to assure veterans are receiving priority of service.Interpreting the Meaning of 
Information for Others: Interprets veterans' documentation, (DD-214) for eligibility of service. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Time Management Compassion Integrity and Trust Listening Patience Presentation Skills 
Written Communications Organizing Priority Setting Problem Solving Understanding OthersKnowledge: Clerical 
Communication and Media Customer and Personal Service Education and Training English Language Law and 
Government Basic Mathematics Sales and Marketing Skills: Active Learning Active Listening Critical Thinking Learning 
Strategies Mathematics Monitoring Reading and Comprehension Speaking Writing Coordination Instructing Negotiation 
Persuasion Service Orientation Social Perceptiveness Quality Control Analysis of Services Judgment and Decision Making 
Process Evaluation Time Management Abilities: Deductive Reasoning Flexibility of Closure Fluency of Ideas Inductive 
Reasoning Memorization Oral Comprehension Oral Expression Originality Problem Sensitivity Selective Attention Speed 
of Closure Time Sharing Visualization Written Comprehension Written Expression Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Personal Computer/ Laptop Fax Machine Telephone Printer Copy Machine Scanner Vehicle Calculator 
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077184 - VETERINARIAN DIAGNOSTIC LAB DR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4271 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in veterinary medicine from an approved school of veterinary 
medicine and experience equivalent to four years of full-time increasingly responsible professional experience as a 
Veterinarian. 
 
Other Requirements: 
Examination Method: Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional veterinary laboratory work of considerable 
difficulty and supervisory work of average difficulty; and performs related work as required.Distinguishing Features: This 
is the supervisory class in the Veterinarian sub-series. An incumbent in this class plans, directs, and conducts diagnostic 
processes and procedures for animal disease and supervises professional and technical employees in conducting a broad 
range of veterinary diagnostic procedures. This class differs that of Veterinarian Diagnostician 2 in that an incumbent of 
the latter functions at the working-level. This class differs from that of State Veterinarian in that the incumbent of the 
latter directs all operations, functions, and activities occurring at the state veterinary laboratory and support services on 
a state-wide basis. 
 
Work Activities: 
1. Supervises professional and technical employees in conducting a broad range of veterinary diagnostic procedures.2. 
Supervises and participates in animal autopsies to determine cause of illness and death; performs animal necropsies.3. 
Supervises and participates in the development of new diagnostic techniques; participates in the development of new 
animal health programs.4. Assigns, trains, supervises, and evaluates a relatively large staff of professionals and sub-
professionals and their work; makes recommendation on employment, retention, promotion, demotion, and other 
human resources actions.5. Supervises and participates in the study of relevant policy and procedures and makes 
recommendations for change; supervises the enforcement of policy and procedure for operations and functions within 
sphere of authority.6. Prepares, checks, and reviews important detailed and complex records. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077182 - VETERINARIAN DIAGNOSTICIAN 2* 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4249 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in veterinary medicine from an AVMA accredited college of 
veterinary medicine and 2 years related work experience such as diagnostic laboratory experience, histopathology, 
cytology, serology, immunology, toxicology, parasitology, conducting necropsies and interpreting laboratory 
results.Substitution of Education for Experience: None Substitution of Experience for Education: None   
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Service 
positions.   
 
Job Overview: 
Summary: Under general supervision, is responsible for performance or necropsies, selection of appropriate ancillary 
testing, interpretation or diagnostic test results, preparation of laboratory reports, and communication with clients. 
Distinguishing Features: This is the working level class in the Veterinarian Diagnostician sub-series.  An employee in this 
class performs a variety of duties such as performing necropsies, examining submitted tissues and other specimens, 
choosing ancillary tests, and interpreting results to determine a disease diagnosis.  This class is flexibly staffed with and 
differs from that of Veterinary Diagnostician 1, in that the incumbent of the latter functions at the entry level.  This class 
differs from that of Veterinarian Staff, in that the incumbent of the latter is responsible for assisting in the overall 
administration of the Animal Health Division.   
 
Work Activities: 
 Reviews case histories of submitted animals and specimens received from animal owner owners, veterinarians, and 
producers to determine appropriate diagnostic procedures. Performs necropsies on submitted animals and conducts 
laboratory tests to identify causes of disease in animals and animal specimens. Interprets laboratory results including 
histopathology, bacteriology, serology, toxicology, cytology, parasitology, and molecular diagnostics to determine a 
disease diagnosis, and communicates promptly with clients. Keeps detailed records, produces high quality laboratory 
reports, and adheres to all applicable requirements of the laboratory quality system. Confers with and advises public 
health officials, producers, veterinarians, animal owners, and the public on animal disease issues. Provides guidance, 
assistance, and training to colleagues and technicians. May perform histopathology and cytology and develop 
morphologic diagnoses. 
 
Competencies (KSA’s): 
Competencies:  Compassion                     Dealing with Ambiguity                Decision Quality                            
Functional/Technical Competency                           Intellectual Horsepower                Interpersonal Savvy                       
Problem Solving                             Written Communications                             Customer Focus Self-Development                          
Knowledge:  Biology                             Chemistry                         Customer and Personal Service                  English Language                          
Medicine and Dentistry Clerical                             Skills:  Active Learning               Active Listening                             Complex 
Problem Solving                           Critical Thinking                            Judgment and Decision Making                 Science                             
Reading Comprehension               Writing               Speaking Time Management                         Abilities:  Inductive 
Reasoning                      Deductive Reasoning                    Depth Perception                           Manual Dexterity                           
Visual Color Discrimination                       Extent Flexibility                           Near Vision                      Written Expression                        
Oral Comprehension                          
 
Tools and Equipment Used: 
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 Computer Microscope Knives Scalpels Syringes Saw Hoist Rib cutters Forceps Scissors Printers Scanner Copier Fax 
Laboratory information management system Hoses Disinfectant Incinerator Ropes Fume hood Bio safety cabinet Labeler 
Knife sharpener 
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077183 - VETERINARIAN STAFF 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  4261 
 
Minimum Qualifications: 
Education and Experience: Possession of a doctorate in veterinary medicine from an approved school of veterinary 
medicine and experience equivalent to one year of full-time increasingly responsible professional experience as a 
Veterinarian. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional veterinary work of considerable difficulty and 
administrative work of average difficulty; and performs related work as required. Distinguishing Features: The employee 
in this class is responsible for assisting in the operations of the Animal Industries Division. This class differs from that of 
Veterinarian Diagnostician 2, in that an incumbent of the latter is responsible for laboratory work to isolate and identify 
the causative agents of diseases and performs epidemic investigation and necropsy examinations. This class differs from 
that of Veterinarian State, in that the incumbent of the latter directs the veterinarian program for the state. 
 
Work Activities: 
Performing General Physical Activities:    Performs bio-security functions, such as cleaning and disinfection of person, 
clothing, vehicle and equipment (using equipment such as pressure washers, wearing protective clothing, etc.)    
Efficiently and humanely restrains animals by using physical or mechanical means in order to collect diagnostic samples, 
inspect for diseases and proper identification.     Works under adverse conditions, such as close quarters, time of day, 
inclement weather, use of respirator and protective/restrictive clothing and gear weighing approximately 40 lbs.    
Performs various physical activities in the course of handling animals, such as running, bending, reaching, squatting, 
climbing, lifting, crawling, pulling, pushing, etc.    Stands for long periods of time while inspecting, sorting, sampling and 
investigating.    Walks over rough terrain to inspect facilities, animals  -  distances ranging from close proximity to several 
miles.   Handling and Moving Objects:    Works with hazardous objects and materials such as, scalpels, needles, knives, 
captive bolt guns, chemicals, disease organisms.    Performs sample collections (such as surgical extraction of soft tissue, 
blood collection, etc.) using fine motor skills.    Collecting, preserving, shipping and submitting of evidence or samples in 
order to facilitate the development of cases to conclusion.    Sets up restraint systems (such as portable corrals, chutes 
and traps) for confinement.    Physically moves and/or positions animals (weighing up to 2000 lbs.) for diagnostic 
sampling.Organizing, Planning, and Prioritizing Work:    Incorporating last minute and unscheduled tasks into current 
workload to ensure timely and accurate completion of work.    Maintains assigned area with inspectional frequency as 
mandated by regulation or as required by office policy.    Organizes weekly workload by determining most efficient work 
plan based on number of inspections, locations, length of inspection time, establishment’s history, facility types.    
Prioritizes activities based on risk factors (such as complaints, type and hazard).    Completes appropriate time summary 
and projected itinerary as required by supervisor.Making Decisions and Solving Problems:    Instructs and consults with 
those under their supervision to ensure compliance with department, state, and federal laws, rules, regulations, 
guidelines, processes and procedures.    Investigates potential risks associated with violations or diseases to determine 
necessary action.    Determines the severity of violation by reviewing current and past inspection information and 
comparing to regulations and laws.    Recommends the appropriate regulatory action to take based on inspection 
findings as determined by regulations and laws.    Makes recommendations to establishments to help resolve violations 
and become compliant.Documenting/Recording Information:    Obtains affidavits or signed statements from 
complainants, respondents, witnesses or others for documentation of administrative and criminal investigations.    Fills 
out forms (such as inspection, quarantine, stop movement, etc.) to document inspection/investigation findings or 
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activities. Forwards completed forms to appropriate offices for proper retention and/or action.      Completes laboratory 
submission forms to accompany sample to the lab for testing.    Enters time and labor or expense information 
electronically to document weekly schedule and work related travel.Updating and Using Relevant Knowledge:    
Completes technical training (such as diagnostic sample collection and submission), on disease investigation and 
recognition and epidemiology.    Maintains a comprehensive, current knowledge of pertinent State and Federal laws and 
regulations.    Continuously maintains inspection manual by adding updated information (such as memos, trade 
publications, and technical journals) provided by supervisor and/or administration.    Attends area and statewide 
meetings with supervisors/administration to discuss current trends, new administrative policies, legislation and other 
relevant topics.Communicating with Persons Outside Organization:    Collaborates with other regulatory agencies or 
authorities during investigations.    Communicates with people outside the organization, representing the organization 
to customers, the public, government, and other external sources. Provides public outreach related to animal health and 
welfare, State and Federal programs, laws and regulations. This information can be exchanged in person, in writing, or 
by telephone or e-mail.    Exchanges animal health and welfare information with government agencies, local 
veterinarians and/or animal health and welfare groups.    Communicates with individuals to ensure questions and 
complaints are directed to the appropriate entity.Communicating with Supervisors, Peers, or Subordinates:    Submits 
work documents to verify work completed.    Conducts the performance evaluation discussions with those under their 
supervision to ensure performance expectations are achieved.    Communicates with those under their supervision to 
inform, schedule and/or conduct joint activities.    Communicates with manager to inform of work activities, scheduling 
plans, etc.Monitor Processes, Materials, or Surroundings:    Inspects animals or poultry on farms or in commercial 
environments for health and compliance.    Monitor and review information from disease surveillance on farms or in 
commercial operations, events, or the environment, to detect animal health problems.    Monitor animal and 
agricultural facilities and regulated entities (markets, dealers, fairs, premises/facilities) for animal health, and 
compliance with laws, regulations and program policy.Getting Information:    Observing, receiving, and otherwise 
obtaining information, specimens or samples for testing from all relevant sources including inspections or investigations.    
Investigate animal health events such as reported disease outbreaks.    Make regular contacts with the general public, 
animal industry stakeholders, persons in other departments or divisions, or outside organizations and representatives 
for the purpose of furnishing or obtaining animal health information.Inspecting Equipment, Structures, or Material:    
Visually inspects animals for signs of transmissible diseases, proper identification, proof of ownership, required 
documentation.    Visually inspects records of animal breeders, dealers and markets.    Inspects physical aspects of 
premises and facilities for compliance purposes.Scheduling Work and Activities:    Participates in state animal emergency 
response team as required.    Schedules activities in accordance with agency recommendations. Duties may be required 
at night and on weekends as needed to meet the needs of the business. Respond to emergencies and incidents as they 
occur.    Schedules the work of those under their supervision to ensure program needs are met.Judging the Qualities of 
Things, Services, or People:    Assesses risk associated with work activities (such as safety of persons or animals, faulty 
equipment or structures, etc.).    Determines relevance and credibility of information/allegations obtained during an 
investigation or inspection.    Conducts the job performance of those under their supervision to ensure compliance with 
SMART goals.Training and Teaching Others:    Develops and conducts educational training programs or classes such as 
DART (Disaster Animal Response Team) orientations/meetings as required to educate new DART members on 
departmental, State, and federal laws and regulations.    Assigns, trains, supervises and evaluates assigned staff and 
their work.    Works with management to identify the educational needs of others.  Selling or Influencing Others:    
Recommends appropriate actions for animal owners or facilities (such as maintenance and repair, testing, isolation, or 
eradication) to advance animal health and welfare.    Applies principles of persuasion and/or influence over others in 
coordinating activities of a project, program or designated area of responsibility.    Encourages participation of animal 
owners or facilities in relevant animal programs.Interacting With Computers:    Creates documents electronically by 
utilizing Word, Excel, Power Point, etc.    Enters and processes data electronically.    Conducts internet and other data 
base searches for information pertaining to investigations and inspections (such as licensure information, addresses and 
locations, regulations of other states, etc.).Resolving Conflicts and Negotiating with Others:    Handling complaints, 
settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others.    Receives complaints 
from individuals and works to determine solution.Operating Vehicles, Mechanized Devices, or Equipment:    Operates 
specialized mechanized devices (such as tractors, skid steers/loaders, backhoe, etc.)    Operates a pick-up truck and/or 
passenger vehicle to transport animals and/or equipment. Tows enclosed and open trailers, chutes, panel 
trailer.Evaluating Information to Determine Compliance with Standards:    Compare inspection data to State laws and 
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regulations to determine compliance and recommend appropriate action (such as administrative penalty, quarantine, 
suspension, revocation, issuance or continuation of license, etc.)    Ensures regulated entities (such as livestock markets, 
livestock dealers, animal breeders and dealers, processing facilities) comply with State and Federal laws and 
regulations.Controlling Machines and Processes:    Operates specialized equipment (such as foaming unit, mobilization 
devices, etc.)    Operates a variety of electronic equipment (such as scanners, copiers, digital cameras, GPS units, 
etc.)Performing Administrative Activities:    Supervises and participates in the preparation and maintenance of a variety 
of standard records and reports related to assigned program (such as developing and administering animal health 
programs and policies, including participation in the law and rule making process, as needed).     Performs day-to-day 
administrative tasks such as maintaining files and processing paperwork, responding to phone calls and 
emails.Interpreting the Meaning of Information for Others:    Provide public outreach in areas such as animal care and 
disease, departmental programs to school groups, humane groups, local authorities and others.    Explains laws, 
regulations and programs during consultation/inspection/investigation to increase compliance and/or 
understanding.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains positive relationships 
with the agricultural and animal sector, and others, by interacting in a professional, courteous manner.    Fostering 
cooperation, sharing of ideas and open/honest communications.Coordinating the Work and Activities of Others:    
Coordinates with upper management, peers, those under their supervision to facilitate timely and accurate task 
completion to ensure program objectives are met.    Coordinate work and activities with internal and external business 
partners as required facilitating timely and accurate task completion.Coaching and Developing Others:    Identifies the 
professional development needs of others and coaches, mentors or otherwise helps others to improve their knowledge 
or skills. Such as epidemiologic investigations and sample collections and submissions.Estimating the Quantifiable 
Characteristics of Products, Events, or Information:    Estimates resources and amount of time required for testing and 
handling of animals, emergency response operations, etc. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Functional/Technical Competency    Directing Others    Organizing    Action Oriented    
Organizational Agility    Customer Focus    Ethics and Values    Interpersonal SavvyKnowledge:    Administration 
Management    Biology    Clerical    Customer and Personal Service    Food Production    Geography    Law and 
Government    Mathematics    Medicine and Dentistry    Production and Processing    Public Safety and SecuritySkills:    
Active Learning    Active Listening    Critical Thinking    Learning Strategies    Mathematics    Reading Comprehension    
Science    Speaking    Writing    Coordination    Instructing    Negotiation    Persuasion    Service Orientation    Social 
Perceptiveness    Complex Problem Solving    Equipment Selection    Judgment/Decision Making    Systems Evaluation    
Management of Material Resources    Management of Personnel Resources    Time ManagementAbilities:    Deductive 
Reasoning    Inductive Reasoning    Mathematical Reasoning    Memorization    Oral Comprehension    Oral Expression    
Problem Sensitivity    Selective Attention    Written Comprehension    Written Expression    Arm-Hand Steadiness    Finger 
Dexterity    Manual Dexterity    Multi-limb Coordination    Reaction Time    Speed of Limb Movement    Wrist-Finger 
Speed    Dynamic Flexibility    Dynamic Strength    Hearing Sensitivity    Near Vision    Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Scanner    Copy Machine    Calculator    Electronic Devices    
Smart Phone    Various Medical Equipment and Devices    Other Office Related Equipment as Required    Other 
Equipment as Required 
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073152 - VETERINARY PATHOLOGY TECH 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  3171 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in biology, 
chemistry, microbiology, medical technology, or related biological, physical or agricultural science. Substitution of 
Experience for Education:  Qualifying full-time technical experience in one or a combination of the following: veterinary 
technician or assistant, meat processing, stockyard, diagnostic laboratory assistant, or other relevant medical field may 
be substituted for the required education, on a year-for-year basis, to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in a combination of the above listed fields may substitute for one year of the 
required education). OR Licensed as a Veterinary Technician. 
 
Other Requirements: 
Necessary Special Qualifications: A valid driver's license may be required. Examination Method: Education and 
Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for assisting veterinary pathologists during necropsy, processing 
tissue samples for testing, distributing and storing, removing carcass remains for incineration, and cleaning the lab 
following completion of the necropsy. Distinguishing Features: An employee in this class performs a variety of tasks of 
average difficulty including but not limited to disecting animals, disposing of animal tissue, sample collection and sample 
processing.  This class differs from that of Microbiologist 2, in that the incumbent of the latter functions at the working 
level performing technical microscopic analysis and identification of micro-organisms in their relation to disease.  
 
Work Activities: 
Analyzing Data or Information:1.  Enters important information (e.g., veterinary clinic, veterinarian, animal 
identification) into laboratory information management software program using computer to generate an accession 
number. Processing Information:1.  Verifies the sample submitted matches the information on the submission form and 
is correct for the test requested through visual inspection and reading the form thoroughly.2.  Verifies the completeness 
of the submission form (e.g., specs, submitting party, age of animal) for entry into the laboratory information 
management software program. Interacting With Computers:1.  Uses computers and computer software daily to enter 
accessioning information, recording tissue sample information, retrieving accession specific information, printing 
barcode labels, timekeeping and other administrative responsibilities. Evaluating Information to Determine Compliance 
with Standards:1.  Performs tasks associated with biosecurity and biosafety (e.g., chemical foot baths, sample packaging, 
personal protective equipment) following established quality assurance protocols. Coaching and Developing Others:1.  
Provides and documents on the job training for new technicians by first demonstrating a new task, assisting the new 
technician with the task and then observing the new technician perform the task. Communicating with Supervisors, 
Peers, or Subordinates:1.  Communicates with other laboratory personnel such as the front office staff, other 
technicians, and pathologists to enhance customer service and improve workflow. Performing General Physical 
Activities:1.  Physically restrains animals using halter, rope, or other appropriate method to assist the Veterinary 
Pathologist performing euthanasia.2.  Unloads animals (alive or dead) from cars, trucks, trailers, etc. using physical 
exertion, chains, hoists, carts or other methods to bring into the laboratory for necropsy.3.  Shovels ashes and bones 
from the incinerator onto conveyor belt into a dumpster to clean incinerator.4.  Prepares animal carcasses for storage 
and disposal by reducing size of animal into manageable parts using saws and knives, placing in storage bins using hoists 
if needed and storing in cooler.5.  Cleans laboratory after necropsy has been performed by hosing down, scrubbing, 
disinfecting all surfaces (e.g., floors, tables, tools) following established protocol.6.  Disposes of used formalin and other 
hazardous chemicals following established protocols (e.g., wearing appropriate gear, using appropriate containers, using 
outlined safety procedures). Documenting/Recording Information:1.  Completes test request forms for routing samples 
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to appropriate laboratory sections under the supervision of the Veterinary Pathologist.2.  Records specimen number in 
the daily log of specimens (hard copy) and electronically into for laboratory information management system software. 
Identifying Objects, Actions, and Events:1.  Identifies sample types through visual inspection and determines if the 
sample is appropriate for the test requested.2.  Labels samples and submission forms with bar code generated from 
laboratory information management software program to ensure the traceability of the sample throughout the 
diagnostic process.3.  Categorizes samples into groupings determined by the tests to be performed and routes them to 
the appropriate laboratory section. Handling and Moving Objects:1.  Prosects dead animals to assist Veterinary 
Pathologist in necropsy using electric saws, band saws, rib cutters, knives and other tools.2.  Trims formalin fixed tissues 
using scalpel to place in tissue cassettes for preparation of microscope slides.3.  Creates cassette labeled with an 
accession number to be used for preparation of microscope slides using a cassette printer.4.  Labels and arranges 
supplies (e.g., foam trays, swabs, tubes, scalpels) used for tissue collection and processing.5.  Maintains (i.e., storing and 
labeling) and organizes archived tissue specimens according to sample type and preservation method to be used for 
retrospective testing if necessary.6.  Disposes of tissue specimens using appropriate method for the preservation 
method (e.g., garbage, autoclave).7.  Prepares tissue samples for processing by arranging in numerical order and sample 
type. Getting Information:1.  Receives animal samples (e.g., tissue, blood, food) from the US mail, express carriers, or in 
person and gathers information from the submission form to verify the submitted information matches the sample 
provided.2.  Collects samples of animal tissue for diagnostic testing using knives, scissors, needles or other tools.3.  
Weighs animals using electronic scale to gather and report information to be used in billing for carcass disposal.4.  Take 
picture of animals (with accession number) using digital camera to ensure traceability of animals in necropsy laboratory. 
Controlling Machines and Processes:1.  Operates incinerator following standard safety protocols.2.  Disposes of animal 
carcasses loaded in up to 500 pound bins using hoists to dump bin contents into an incinerator. Communicating with 
Persons Outside Organization:1.  Provides compassionate customer service when receiving animals for necropsy from 
grieving pet owners.2.  Contacts the submitting party (e.g., pet owner, veterinary clinic) via telephone to verify and 
clarify the intent or purpose of the sample submission.3.  Contacts crematory on behalf of animal owner and facilitates 
transport of animal remains for private cremation.4.  Communicates with equipment service personnel to coordinate 
the repair or maintenance of equipment.5.  Communicates with the Tennessee Department of Transportation to 
facilitate the delivery of animals killed on Tennessee roads. Performing Administrative Activities:1.  Researches products 
and orders supplies not maintained in the central storehouse by filling out appropriate paperwork.2.  Evaluates levels of 
inventory of daily use items such as gloves, scalpel blades and sample containers through visual inspection to determine 
need for restocking or ordering of new supplies.3.  Rotate stock and dispose of expired products in inventory on a 
weekly basis.4.  Restocks the working areas with supplies (e.g., gloves, containers, scalpel blades) to enhance the 
workflow of the laboratory.5.  Maintains purchase order log to document receipt of orders, track purchases and 
evaluate need for future purchases. Repairing and Maintaining Mechanical Equipment:1.  Inspects and sharpens knives 
using electronic knife sharpener for use in necropsy laboratory.2.  Verifies autoclave is properly functioning by running 
monthly performance tests (i.e., spore test).3.  Performs and records preventative maintenance on various pieces of 
equipment used in necropsy and tissue processing laboratory (e.g., autoclave, band saw, cassette printer).4.  Check 
temperature reading on thermometer of refrigerators, coolers and freezers used for tissue storage and records data 
using log. 
 
Competencies (KSA’s): 
Competencies: Dealing with Ambiguity Composure Technical Learning Organizing Patience Self-Knowledge Standing 
Alone Perseverance Interpersonal Savvy Time Management Knowledge: Biology Mechanical Clerical Skills: Writing Active 
Learning Active Listening Coordination Critical Thinking Reading Comprehension Social Perceptiveness Equipment 
Maintenance Equipment Selection Time Management Abilities: Oral Comprehension Problem Sensitivity Spatial 
Orientation Time Sharing Arm-Hand Steadiness Finger Dexterity Manual Dexterity Multi limb Coordination Reaction 
Time Dynamic Strength Gross Body Coordination Gross Body Equilibrium Static Strength Trunk Strength Depth 
Perception Memorization Oral Expression Perceptual Speed Dynamic Flexibility Peripheral Vision Information Ordering 
Written Comprehension Near Vision 
 
Tools and Equipment Used: 
 Computer Power Saws:  Bandsaw, Reciprocating Saw, Oscillating Saw Autoclave Electric Hoist Gas Incinerator Hand 
tools:  knives, scalpels, forceps, hedge cutters, needles, syringes 



 TN Job Classification Specifications  
September 22, 2020 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
078160 - VICTIM SERVICES PROG DIR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4494 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs.To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.- See more at: 
http://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=1239030&viewOnly=yes#sthash.xDZZ0YUv.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078159 - VICTIM SERVICES PROG MGR 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4493 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs.To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.- See more at: 
http://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=1239030&viewOnly=yes#sthash.xDZZ0YUv.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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078158 - VICTIM SERVICES PROG SPEC 
 
Agency:  Board of Parole (32402) 
Edison Template Job Opening ID:  4492 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located. The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs.To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page.- See more at: 
http://agency.governmentjobs.com/tennessee/default.cfm 
action=viewclassspec&classSpecID=1239030&viewOnly=yes#sthash.xDZZ0YUv.dpuf 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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027189 - VICTIM WITNESS COORDINATOR 
 
Agency:  District Attorneys General Con (30410) 
Edison Template Job Opening ID:  1298 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073816 - VIDEOGRAPHER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  3662 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in Video and 
Film Production, Media Studies, Visual Arts or related field and experience equivalent to one year of work in digital 
media production, video communication, broadcasting, Radio/TV or operating video cameras and editing software. 
Substitution of Experience for Education: Qualifying experience in digital media production, video communication, 
broadcasting, Radio/TV or operating video cameras and editing software experience may substitute for the required 
education to a maximum of four years. OR Education and Experience: Graduation from an accredited college or 
university with a bachelor's degree and experience equivalent to two years in digital media production, video 
communication, broadcasting, Radio/TV or operating video cameras and editing software. Substitution of College 
Education for Experience: Additional course work credit received from an accredited college or university with emphasis 
in video and film production, media studies, visual arts or related field may substitute for the required experience on a 
year-for-year basis to a maximum of one year.  
 
Other Requirements: 
Necessary Special Qualifications:  A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience, 100%, for Preferred Service positions.  
 
Job Overview: 
Summary: Under general supervision, is responsible for videography of routine difficulty.                                                                                                   
Distinguishing Features: An incumbent in this class will be responsible for photographing, filming, editing and delivering 
multi-media graphic/video content for both internal and external customers.    
 
Work Activities: 
1. Consults with clients and internal stakeholders to determine media production needs: advise appropriately regarding 
various aspects of development and design and use of media presentation.2. Develops project goals, objectives, and 
timetables for production and post-production.3. Partners with peers, customers and management to create and edit 
scripts and storyboards while determining the appropriateness of the intended use and audience.4. Manages all phases 
of production by editing of video projects while maintaining overall brand identity and image.5. Transports, sets up and 
operates various production equipment (e.g. cameras, audio and video recorders, lighting equipment, props, and 
microphones) for location and studio production.6. Edits and assembles final visual/audio program material; ensures 
consistency and relevancy to production; monitors technical quality of end product.7. Translates audio, video, graphics 
and digital animation and other digital media content into various distributable formats.8. Researches, acquires and 
maintains audio and visual equipment and software: tests all equipment to determine technical quality of recording, 
audio and lighting equipment prior to operation in the field; operates and maintains proper audio/video levels and 
calibration of cameras, audio and video equipment, and other production equipment.9. Conducts on-camera interviews: 
researches interviewee and relevant content, prepares and directs on-camera and voice talent.10. Keeps abreast of 
current and new products, applications, systems and software needed for media production.11. Verifies that all content 
produced follows copyright laws and meets ADA compliance. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Problem Solving Time Management Creativity Dealing with Ambiguity Priority Setting 
Presentation Skills Customer Focused Planning Organizational Agility Understanding Others Interpersonal Savvy Learning 
on the FlyKnowledge: Communications & media Customer and personal service Design English Language Fine ArtsSkills: 
Active Listening Critical Thinking Speaking Coordination Service Orientation Persuasion Equipment maintenance 
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Technology design Writing Social Perceptiveness Equipment Selection Installation TroubleshootingAbilities: Inductive 
Reasoning Fluency of Ideas Time Sharing Oral Expression Visualization Written Expression 
 
Tools and Equipment Used: 
 Personal Computer Telephone Video/Still Camera Microphones Production Equipment Audio Recording Equipment 
Editing Software 
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002536 - VITAL RECORDS FIELD REPR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2600 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree.Substitution of 
Experience for Education: Qualifying experience in vital records, medical records, supervision or management of 
clerical/office staff, or customer service delivery of health information may substitute for the required education on a 
year for year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education).OREducation and 
Experience: Education equivalent to graduation from a standard high school and experience equivalent to four years of 
full-time work in one or a combination of the following: vital records, medical records, supervision or management of 
clerical/office staff, or customer service delivery of health information.Substitution of Experience for Education: 
Qualifying experience in vital records, medical records, clerical/office support work, or any customer service delivery 
may substitute for the required education on a year for year basis to a maximum of four years (e.g., experience 
equivalent to one year of full-time work in one or a combination of the above listed fields may substitute for one year of 
the required education).OREducation and Experience: Graduation from an accredited college or university with an 
associate's degree in medical records and experience equivalent to one year of full-time work in one or a combination of 
the following: vital records, medical records, supervision or management of clerical/office staff, or customer service 
delivery of health information.ORTwo years as a Vital Records Information Assistant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license is required. Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vital records field contact work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class is responsible for training field 
contacts in the proper procedures for registering vital events and filing complete records. The employee also 
investigates the circumstances in which vital events have not been registered and resolves problems so the record can 
be completed and filed. This class differs from the Vital Records Manager in that an incumbent of the latter manages a 
vital records section. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:     Explains and enforces Vital Records laws, rules, policies and 
procedures as they apply to the filing of vital events.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:    Determines logistics, resources, and materials needed for holding regional and local informational 
sessions for internal and external stakeholders.    Determines logistics, resources, and materials needed for training of 
community agencies on the laws and rules of Vital Records processes.Training and Teaching:    Conducts agency specific 
and specialized training for internal and external stakeholders to comply with departmental laws, rules, policies and 
procedures facilitating changes and improvement initiatives.Scheduling Work and Activities:     Coordinates and 
schedules regional and local informational sessions for internal and external stakeholders on updated or new policies 
and procedures.    Coordinates and schedules training of community agencies to develop uniformity on the laws and 
rules of Vital Records processes.    Travels to the designated training or meeting location to carry out assigned 
tasks.Making Decisions and Solving Problems:     Analyzes information and evaluates results to choose the best solution 
for corrective action in order to be in compliance with the laws and rules for filing vital events.Getting Information:     
Contacts community agencies, such as funeral homes, health care facilities, county clerks, physicians, and local health 
departments on a daily basis for the purpose of obtaining information to accurately file vital events in a timely 
manner.Evaluating Information to Determine Compliance with Standards:     Evaluates statistical reports to determine if 



 TN Job Classification Specifications  
September 22, 2020 

community agencies responsible for filing vital events accurately are in compliance with the laws and rules.    Audits 
non-compliant community agencies by reviewing files and correlating data to make recommendations for corrective 
actions.Analyzing Data or Information:     Analyzes correlated data to identify deficiencies of the information submitted 
by the community agencies when filing vital events.Establishing and Maintaining Interpersonal Relationships:       
Develops cooperative working relationships with community agencies, management, and co-workers to ensure smooth 
and effective team operations.Operating Vehicles, Mechanized Devices, or Equipment:     Operates state vehicle to 
travel statewide to accomplish assigned tasks and represent the Department of Health, which may include overnight 
stays.    Operates and maintains the assigned state vehicle in accordance with state regulations.Interacting With 
Computers:       Creates power point presentations for training and informational sessions.    Amends electronic image of 
records of event in compliance with Vital Records laws and rules.    Tracks delinquent events for 95 counties by using the 
Unreported Events database.    Updates/Edits actual record in the database to correct information of a vital event.    
Transmits handbooks, fillable forms and certificates electronically to community agencies.    Utilizes internet to locate 
information needed to file a vital event.Monitor Processes, Materials, or Surroundings:     Monitors and reviews 
information from licensed agencies required to file monthly reports in order to determine any outstanding vital events 
that need to be filed.Communicating with Supervisors, Peers, or Subordinates:       Provides regular updates to upper-
management and co-workers on the status of projects and other assigned work.Resolving Conflicts and Negotiating with 
Others:       Resolves simple conflicts without supervisory input to ensure timely and efficient performance and maintain 
positive working relationships between community agencies.Organizing, Planning, and Prioritizing Work:       Organizes 
and prioritizes personal workload using calendars, lists, and other facilitators to ensure timely and accurate completion 
of work.Communicating with Persons Outside Organization:      Interacts with community agencies on a daily basis to 
obtain or provide required information about the process of filing current vital events by email, telephone call or 
traveling to the designated site.Performing Administrative Activities:     Performs day-to-day administrative tasks such as 
reporting time and entering travel claims into Edison for approval.    Responds to emails, phone calls, and other 
correspondence as required to accomplish assigned tasks on a daily basis.Documenting/Recording Information:     
Documents findings from research and investigation of delinquent or outstanding vital events into the Unreported 
Events database.    Updates changes to the community agencies contact list. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Time Management    Presentation Skills    Approachability    Composure    Decision 
Quality    Learning on the Fly    Problem Solving    Process Management    Conflict Management    Action 
OrientedKnowledge:    Intermediate knowledge of administration and clerical procedures such as file management, 
office procedures and terminology    Advanced knowledge of principals and methods for training, teaching and 
instructing individuals and groups    Advanced knowledge of local and state laws effective while operating a vehicle 
promoting the safety of self and others    Intermediate knowledge of computer hardware and software such as Excel, 
Word and Power PointSkills:    Advanced critical thinking skills to use logic and reasoning to determine solutions, 
conclusions and approaches to problems    Advanced monitoring skills by assessing performance of yourself, other 
individuals, or community agencies to make improvements or take corrective action    Advanced skills in managing one's 
own time effectively and efficiently    Advanced active learning skills to understand the implications of new information 
for both current and future problem solving and decision making    Intermediate skills to select and use appropriate 
training/instructional methods and procedures when learning or teaching new things    Intermediate speaking skills to 
convey information effectively to others    Advanced instructing skills to teach others how to legally file vital 
eventsAbilities:    Advanced ability to listen to and understand information and ideas presented through spoken words 
and sentences    Advanced ability to communicate information and ideas in speaking so others will understand    
Advanced ability to read and understand information and ideas presented in writing    Advanced ability to enter 
information into a computer efficiently and in a timely manner    Advanced ability to speak clearly so others can 
effectively understand you    Intermediate ability to apply general rules to specific problems to produce the most logical 
solution    Advanced ability to recognize a problem in relation to filing vital events 
 
Tools and Equipment Used: 
    Personal Computer/Lap Top    Telephone    Fax Machine    Printer 
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002535 - VITAL RECORDS INFO ASSISTANT 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2564 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
two years of full-time work in one or a combination of the following: vital records, medical records, clerical/office 
support work, or customer service delivery of health information. Substitution of Education for Experience: Qualifying 
experience in vital records, medical records, clerical/office support work, or any customer service delivery may 
substitute for the required education on a year for year basis to a maximum of four years (e.g., experience equivalent to 
one year of full-time work in one or a combination of the above listed fields may substitute for one year of the required 
education). Substitution of Experience for Education: Course work credit received from an accredited college or 
university may substitute for the required experience on a month-month basis to a maximum of two years (e.g., 45 
quarter hours may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None Examination Method: Education and Experience, 100%, for Preferred Services 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for vital records information assistance work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class is responsible for lead and/or 
advanced work providing direct assistance and information pertaining to vital record issues to the general public, various 
agencies, and officials. Work involves providing vital records assistance by telephone, correspondence, or in person. This 
class differs from the Vital Records Supervisor in that an incumbent of the latter is responsible for supervising a vital 
records unit. 
 
Work Activities: 
Coaching and Developing Others:    Trains new staff or existing staff in policies and procedures of the VR 
offices.Interacting With Computers:    Updates/Edits actual record in the database to correct information of a vital 
event.    Amends electronic image of records of event in compliance with Vital Records laws and rules.    Enters data into 
the special registration program to create a new certificate of birth by legal action.    Keys cause of death data into Super 
Micar program to comply with National Center for Health Statistics agreement.    Enters request data into databases to 
track, locate and issue a record or certify no record found.Evaluating Information to Determine Compliance with 
Standards:    Reviews documents to determine acceptability of records as supporting evidence to amend a record.    
Reviews court orders, forms, applications to determine compliance with laws and rules to process new certificate of 
birth.    Reviews applications to determine entitlement to a requested service or record of event.Resolving Conflicts and 
Negotiating with Others:    Handles difficult or irate customers when there is a complaint concerning the services 
requested.Interpreting the Meaning of Information for Others:    Explain and enforce Vital Records laws, rules, policies 
and procedures as they apply to each request.Monitoring and Controlling Resources:    Monitors distribution and usage 
of security paper needed for issuing certified copies in central office and local health departments across the state.    
Monitors and orders courier envelopes, perforated paper, checks and other supplies needed for processing credit card 
orders.Communicating with Persons Outside Organization:    Prepares correspondence requesting additional 
information, documents, or fees to finalize a legal process.    Interacts with community agencies, such as funeral homes, 
health care facilities, county court clerks, and local health departments, on a daily basis to provide information to 
finalize a request or file a new record.Processing Information:    Reviews original records of event to determine 
acceptability for permanent filing.    Names batches to be scanned according to document types for inputting into 
electronic folders to be indexed.    Matches required reports from community agencies, such as; funeral homes and 
hospitals against original records to assure all known current years certificates of births and deaths and fetal death 
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reports are filed.Coordinating the Work and Activities of Others:    Acts as Lead person ensuring that required day to day 
tasks are carried out within the unit.Performing General Physical Activities:    Retrieves original certificates from storage 
boxes for inclusion in a sealed record file.    Places original certificates into storage boxes for permanent filing and 
storage.Communicating with Supervisors, Peers, or Subordinates:    Reports suspicious documents, activity or behavior 
to supervisor for further action or investigation.Monitor Processes, Materials, or Surroundings:    Accurately maintains 
daily cash drawer to ensure proper closeout.    Monitors activities in customer service lobby to ensure safety, traffic 
flow, and supplies.Getting Information:    Communicates with customers to gather information to process a request 
and/or assess their needs.Performing for or Working Directly with the Public:    Responds to inquiries from the public 
either on the telephone, in person or by email concerning complex issues.    Collects and receipts appropriate fees for 
certificates or services. Documenting/Recording Information:    Scans documents and reviews images to ensure each 
document in batch is captured correctly for uploading to database.Repairing and Maintaining Electronic Equipment:    
Routinely maintains scanning equipment such as cleaning mirrors, roller, replacing bulbs, etc. 
 
Competencies (KSA’s): 
Competencies:    Dealing with Ambiguity    Decision Quality    Learning on the Fly    Functional and Technical Competency    
Problem Solving    Technical Learning    Priority Setting    Time Management    Timely Decision Making    Action Oriented    
Drive for Results    Perseverance    Approachability    Boss Relationships    Compassion    Composure    Customer Focus    
Dealing with Paradox    Integrity and Trust    Listening    Patience    Peer Relationships    Self-Development    Self-
KnowledgeKnowledge:    Clerical    Basic knowledge of computers, to include internet and Microsoft Office    Customer 
and Personal Service    Basic knowledge of mathematics    Basic knowledge of human behavior and performance    Public 
Safety and SecuritySkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Skilled in the use 
of mathematics    Monitoring    Reading Comprehension    Speaking    Writing    Skilled in adjusting actions in relations to 
others actions    Instructing    Negotiation    Persuasion    Service Orientation    Social Perceptiveness    Problem Solving    
Routine Equipment Maintenance    Basic Troubleshooting    Management of Material Resources    Time 
ManagementAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    Information Ordering    
Mathematical Reasoning    Memorization    Ability to add, subtract, multiply, or divide quickly and correctly    Oral 
Comprehension    Oral Expression    Problem Sensitivity    Selective Attention    Time Sharing Ability    Written 
Comprehension    Written Expression    Arm-Hand Steadiness    Dynamic Strength    Extent Flexibility    Auditory Attention    
Speech Clarity    Speech Recognition 
 
Tools and Equipment Used: 
    Personal Computer    Copier    Fax Machine    Telephone    Scanner    Cash Register 
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002538 - VITAL RECORDS MANAGER 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2602 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to one year of full-time work in one or a combination of the following: vital records, medical records, 
supervision or management of clerical/office staff, or customer service delivery of health information. Substitution of 
Experience for Education: Qualifying experience in vital records, medical records, supervision or management of 
clerical/office staff, or customer service delivery of health information may substitute for the required education on a 
year-for-year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work in one or a 
combination of the above listed fields may substitute for one year of the required education). OREducation and 
Experience: Education equivalent to graduation from a standard high school and five years of full-time work in one or a 
combination of the following: vital records, medical records, supervision or management of clerical/office staff, or 
customer service delivery of health information.Substitution of Experience for Education: Qualifying experience in vital 
records, medical records, clerical/office support work, or any customer service delivery may substitute for the required 
education on a year-for-year basis to a maximum of four years (e.g., experience equivalent to one year of full-time work 
in one or a combination of the above listed fields may substitute for one year of the required education).OREducation 
and Experience: Graduation from an accredited college or university with an associate's degree in medical records and 
experience equivalent to two years of full-time work in vital records, medical records, supervision or management of 
clerical/office staff, or customer service delivery of health information.OR One year of experience as a Vital Records 
Supervisor and/or Vital Records Field Representative for the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vital records supervisory and management work of 
complex difficulty; and performs related work as required. Distinguishing Features: An employee in this class is 
responsible for managing a vital records section. This class differs from the Vital Records Supervisor in that an 
incumbent of the latter supervises a vital records unit. 
 
Work Activities: 
Developing Objectives and Strategies:     Develop policies and procedures for implementing new or modifying existing 
Vital Records programs and activities.    Develops and implements procedures in accordance with state and federal laws 
and rules governing the administration of Vital Records.    Generate SMART goals for assigned subordinates.Making 
Decisions and Solving Problems:    Reviews complex cases/requests and makes decisions based on rules, laws and 
procedures of Vital Records.    Handles negotiations to resolve complex problems or issues related to personnel and 
administration of vital records.    Analyzes information and evaluates results to choose the best solution for corrective 
action involving personnel, according to departmental, division, and unit policies.Interpreting the Meaning of 
Information for Others:    Interprets, explains and enforces Vital Records laws, rules, policies and procedures as they 
apply to non-routine requests.    Interprets human resources rules, regulations, policies and procedures and 
documentation to subordinates to facilitate understanding, enhance communications, and ensure 
compliance.Evaluating Information to Determine Compliance with Standards:    Reviews complex non-routine requests 
related to the legal requirements for processing a request or issuing a record.    Uses relevant information and individual 
judgment to interpret and enforce the rules and regulations governing Vital Records.Guiding, Directing, and Motivating 
Subordinates:    Leads assigned subordinates in using relevant information and individual judgment to determine 
whether events and processes comply with laws, rules, and procedures for Vital Records.    Provides guidance and 
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direction to subordinates, sets performance standards, and monitors their performance.Thinking Creatively:    Writes 
and revises changes to unit job tasks and procedures in accordance with Vital Records laws, rules and regulations.    
Develop educational presentations through power point slides, webinars or teleconferences for training staff and other 
stakeholders.Communicating with Persons Outside Organization:    Contact vendors and other outside agencies who 
administer department functions to obtain/provide required information, correct errors, and/or for clarification 
purposes.    Respond to inquiries of fraudulent records from outside agencies such as Tennessee Bureau of Investigation, 
Federal Bureau of Investigation, Passport Services and other states.    Communicate with people outside of the 
organization, representing the organization to customers, the public, government, and other external sources. 
Information can be exchanged in person, in writing, by telephone or email.    Respond to outside callers and senders 
concerning complex questions related to the administration of vital records.Documenting/Recording Information:    
Continually documents the performance of assigned subordinates to ensure accurate and unbiased performance 
evaluations.    Document findings from research and investigation of delinquent or outstanding vital events, complex or 
incomplete requests, tracking security paper allocations, and agency contact changes.    Reviews and approves 
performance management documents prepared by subordinates.    Documents coaching sessions with assigned 
subordinates to ensure continued performance improvement.Getting Information:    Interact with community agencies, 
such as funeral homes, health care facilities, county clerks, physicians, and local health departments on a daily basis for 
the purpose of obtaining information to handle complex activities within the assigned unit.    Communicates with 
customers to gather information to process a non-routine request and/or assess their needs.Coordinating the Work and 
Activities of Others:    Coordinates workload with internal and external business partners as required to facilitate timely 
and accurate task completion.    Coordinate with upper management, peers, and assigned subordinates to facilitate 
equitable workload dissemination.Coaching and Developing Others:    Mentor supervisors in their work by providing 
feedback and information on organizational cultures, policies and procedures, work flow, chain of command, task 
prioritization, proper documentation, use of systems, and how to most effectively and efficiently perform their assigned 
tasks.Updating and Using Relevant Knowledge:    Participate in state sponsored managerial training classes in order to 
manage the staffing levels and skill mix needed to meet the agency's strategic mission.    Maintain up to date knowledge 
of Vital Records rules and regulations by reviewing state and federal laws and rules for updates and additions to apply 
new knowledge to the job.Monitor Processes, Materials, or Surroundings:    Review the work of subordinates to provide 
assistance and guidance to ensure that work is completed correctly and efficiently.    Monitors workflow processes of 
the section to ensure that work is accomplished in an efficient and cost effective manner.    Monitors workload and 
reassigns responsibilities within the section to meet expectations of strategic goals.Interacting with Computers:    Voids 
and deletes records from the vital records imaging system.    Recognizes computer program errors by reviewing reports 
and through discussions with staff working with computer Information Technology staff and/or vendors to identify and 
correct program errors.    Updates and maintains computer database for vital records systems.    Uses and is proficient in 
Microsoft word programs, spreadsheets, presentation software, web-based email programs and search 
engines.Resolving Conflicts and Negotiating with Others:    Resolves conflicts that cannot be resolved by the supervisor 
providing constructive input to ensure timely and efficient performance and maintain positive working relationships.    
Maintains a respectful and productive work environment within the assigned work section to minimize disputes and 
facilitate performance.Judging the Qualities of Things, Services, or People:    Assesses the quality of the work of assigned 
subordinates to inform, advise and provide supervisory feedback related to performance management and 
development.Staffing Organizational Units:    Assist with interview and selection process for hiring new employees and 
promoting employees within the unit.Identifying Objects, Actions, and Events:    Identify situations in the section that 
may negatively impact the level and quality of customer service provided in order to take the appropriate action to 
correct the situation.    Identifies work priorities to ensure the most important work is completed first based on work 
experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and 
guidelines.Communicating with Supervisors, Peers, or Subordinates:    Communicates with subordinates to assign tasks, 
provide updates/information, and conduct performance management discussions.    Maintain an open dialogue with 
internal business partners to ensure effective and efficient communication.    Provide regular updates to upper 
management and other internal business partners on the status of projects and other assigned work.Developing and 
Building Teams:    Encourages and builds mutual trust, respect and cooperation among team members by modeling 
effective performance for co-workers and assigned subordinates to provide a role model and encourage success in 
others.    Identify developmental opportunities appropriate for assigned subordinates to improve team 
development.Provide Consultation and Advice to Others:    Provide recommendations for changes in operations which 
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affect the economy, efficiency and quality of Vital Records Office operations and services.    Advise upper management 
on operating procedures, best practices, and other workflow factors to facilitate strategy development and decision 
making.Organizing, Planning and Prioritizing Work:    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient time to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Develops specific goals and plans to prioritize, organize and accomplish job tasks.    
Review monthly reports of outstanding cases to determine reasons for delays in processing records.Training and 
Teaching Others:    Supervise new employee orientation and onboarding as required to educate new hires on the rules, 
laws, processes, and policies and procedures pertaining to Vital Records.Establishing and Maintaining Interpersonal 
Relationships:    Maintain professional working relationship with peers, with assigned subordinates, upper management, 
legislators, and departmental commissioners to ensure smooth and effective team operations.    Networking with 
internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified 
effort.Scheduling Work and Activities:    Evaluates and reassigns job responsibilities as needed to ensure continuity of 
services in the section during absences.    Schedules work assignments for staff to ensure goals and work objectives are 
met.    Schedules and conducts general staff meetings in order to relay new or revised information, discuss goals, special 
projects and deadlines.Performing Administrative Activities:    Completes and submits performance management 
documents in Edison by specified deadlines.    Respond to emails, phone calls and other correspondence as required.    
Reviews and approves payable time and leave/overtime requests in Edison.    Reviews and approves travel authorization 
requests and expense claims in Edison.    Participate in scheduled and ad hoc meetings as needed. 
 
Competencies (KSA’s): 
Competencies:     Problem Solving    Directing Others    Informing    Organizing    Time Management    Written 
Communications    Approachability    Customer Focus    Listening    Motivating OthersKnowledge:    Advanced knowledge 
of administrative and clerical procedures such as file management, office procedures and terminology    Advanced 
knowledge of computer hardware and software    Advanced knowledge of principles and processes for providing 
customer and personal services, including customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction    Advanced knowledge of English grammar, construction of sentences, spelling and 
use of punctuationSkills:    Advanced skill to use logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems    Advanced skill to monitor/assess performance of yourself 
and subordinates to make improvements or take corrective action    Advanced skill to understand written sentences and 
paragraphs in work related documents    Advanced skill in talking to others to convey information effectively either by 
telephone or face to face    Advanced skill to communicate effectively in writing as appropriate for the needs of the 
audience    Advanced skill to train or teach subordinates or co-workers how to perform work related tasks    Advanced 
skill in providing customer focused services    Advanced skill to identify problems and review related information to 
develop and evaluate options for solutions    Advanced skill to effectively use Microsoft software programs (i.e. Word, 
Excel, Power Point) and software associated with Vital Records program    Advanced skill to identify and evaluate 
processes, performance, and services; and the actions needed to improve or correct deficiencies    Advanced skill to 
effectively motivate, develop and direct subordinates as they work, identifying the best people for the job    Advanced 
skill to effectively manage one's own time and the time of othersAbilities:    Advanced ability to apply multiple sets of 
rules or laws to specific problems to produce the most logical solution or response    Advanced ability to listen to and 
understand information and ideas presented through spoken words and sentences    Advanced ability to effectively 
communicate information and ideas in speaking so others will understand    Advanced ability to shift back and forth 
between two or more activities or sources of information    Advanced ability to read and understand information and 
ideas presented in writing    Advanced ability to communicate information and ideas effectively in writing so others will 
understand    Ability to speak clearly so others can understand you    Advanced ability to enter information into a 
computer efficiently and in a timely manner 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multifunctional Printer 
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002537 - VITAL RECORDS SUPERVISOR 
 
Agency:  Health (34301) 
Edison Template Job Opening ID:  2601 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and three years of full-time 
work in one or a combination of the following: vital records, medical records, supervision or management of 
clerical/office staff, or customer service delivery of health information. Substitution of Education for Experience: Course 
work credit received from an accredited college or university may substitute for the required experience on a month-
month basis to a maximum of two years (e.g., 45 quarter hours may substitute for one year of the required experience). 
Substitution of Experience for Education: Qualifying experience in vital records, medical records, clerical/office support 
work, or any customer service delivery may substitute for the required education on a year-for-year basis to a maximum 
of four years (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed fields 
may substitute for one year of the required education). OR Two years as a Vital Records Information Assistant for the 
State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vital records supervisory work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class is responsible for supervising a 
vital records unit. This class differs from the Vital Records Information Assistant in that an incumbent of the latter is 
responsible for lead and/or intermediate work providing direct assistance and information pertaining to vital record 
issues to the general public, various agencies, and officials. This class differs from the Vital Records Manager in that an 
incumbent of the latter manages a vital records section. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards:     Reviews complex requests related to the legal 
requirements for processing a request or issuing a record.    Uses relevant information and individual judgment to 
interpret and enforce the rules and regulations governing Vital Records.Making Decisions and Solving Problems:    
Reviews cases/requests of moderate complexity and makes decisions based on rules, laws and procedures of Vital 
Records.    Analyzes information and evaluates results to choose the best solution for corrective action involving 
personnel, according to departmental, division, and unit policies.Interpreting the Meaning of Information for Others:    
Interprets, explains and enforces Vital Records laws, rules, policies and procedures as they apply to each request.    
Interprets human resources rules, regulations, policies and procedures and documentation to subordinates to facilitate 
understanding, enhance communications, and ensure compliance.Judging the Qualities of Things, Services, or People:    
Assesses the quality of the work of assigned subordinates to inform, advise and provide supervisory feedback related to 
performance management and development.Identifying Objects, Actions, and Events:    Identifies work priorities to 
ensure the most important work is completed first based on work experience, supervisor guidance, and departmental, 
state, and federal laws, rules, regulations, and guidelines.Guiding, Directing, and Motivating Subordinates:    Leads 
assigned subordinates in using relevant information and individual judgment to determine whether events and 
processes comply with laws, rules, and procedures for Vital Records.    Provides guidance and direction to subordinates, 
sets performance standards, and monitors their performance.Getting Information:    Interact with community agencies, 
such as funeral homes, health care facilities, county clerks, physicians, and local health departments on a daily basis for 
the purpose of obtaining information to handle the day to day activities within the assigned unit.    Communicates with 
customers to gather information to process a request and/or assess their needs.Interacting with Computers:    Voids and 
deletes records from the vital records imaging system.    Recognizes computer program errors by reviewing reports and 



 TN Job Classification Specifications  
September 22, 2020 

through discussions with staff working with computer Information Technology staff and/or vendors to identify and 
correct program errors.    Updates and maintains computer database for vital records systems.    Uses and is proficient in 
Microsoft word programs, spreadsheets, presentation software, web-based email programs and search engines.Training 
and Teaching Others:    Conduct new employee orientation as required to educate new hires on the rules, laws, 
processes, and policies and procedures pertaining to Vital Records.Updating and Using Relevant Knowledge:    Maintain 
up to date knowledge of Vital Records rules and regulations by reviewing state and federal laws and rules for updates 
and additions to apply new knowledge to the job.    Participate in state sponsored supervisory training classes in order to 
manage the staffing levels and skill mix needed to meet the agency's strategic mission.Documenting/Recording 
Information:    Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
performance evaluations.    Document findings from research and investigation of delinquent or outstanding vital 
events, complex or incomplete requests, tracking security paper allocations, and agency contact changes.    Documents 
coaching sessions with assigned subordinates to ensure continued performance improvement.Monitor Processes, 
Materials, or Surroundings:    Review the work of subordinates to provide assistance and guidance to ensure that work is 
completed correctly and efficiently.    Monitors workflow processes to ensure that work is accomplished in an efficient 
manner.    Monitors workload and reassigns tasks within the unit to meet expectations for work outcomes.Developing 
Objectives and Strategies:    Generate SMART goals for assigned subordinates.    Assist in developing policies and 
procedures for implementing new or modifying existing Vital Records programs and activities.Communicating with 
Persons Outside Organization:    Communicate with people outside of the organization, representing the organization to 
customers, the public, government, and other external sources. Information can be exchanged in person, in writing, by 
telephone or email.    Contact vendors and other outside agencies who administer department functions to 
obtain/provide required information, correct errors, and/or for clarification purposes.    Responds to outside callers and 
senders to ensure questions are directed to appropriate individuals.Staffing Organizational Units:    Assist with interview 
and selection process for hiring new employees and promoting employees within the unit.Resolving Conflicts and 
Negotiating with Others:    Resolves simple conflicts without supervisory input to ensure timely and efficient 
performance and maintain positive working relationships.    Maintains a respectful and productive work environment 
within the assigned work section to minimize disputes and facilitate performance.Developing and Building Teams:    
Encourages and builds mutual trust, respect and cooperation among team members by modeling effective performance 
for co-workers and assigned subordinates to provide a role model and encourage success in others.    Identify 
developmental opportunities appropriate for assigned subordinates to improve team development.Organizing, Planning 
and Prioritizing Work:    Develops specific goals and plans to prioritize, organize and accomplish job tasks.    Write 
procedures for day to day activities.    Assists managers in writing and revising changes to unit job tasks and procedures 
in accordance with Vital Records state and federal law.    Delegates tasks to assigned subordinates based on the 
competencies they possess to ensure sufficient time to engage in supervisory work and ensure work is completed 
efficiently, accurately, and timely.    Review monthly reports of outstanding cases to determine reasons for delays in 
processing records.Thinking Creatively:    Assist managers in writing and revising changes to unit job tasks and 
procedures in accordance with Vital Records rules and regulations.    Assists managers in developing educational 
presentations through power point slides, webinars or teleconferences for training staff and other 
stakeholdersEstablishing and Maintaining Interpersonal Relationships:    Networking with internal and external business 
partners to ensure open dialogues exist and to facilitate coordination and unified effort.    Maintain professional working 
relationship with peers, with assigned subordinates, and with upper management to ensure smooth and effective team 
operations.Communicating with Supervisors, Peers, or Subordinates:    Communicates with subordinates to assign tasks, 
provide updates/information, and conduct performance management discussions.    Maintain an open dialogue with 
internal business partners to ensure effective and efficient communication.    Provide regular updates to upper 
management and other internal business partners on the status of projects and other assigned work.Scheduling Work 
and Activities:    Evaluates and reassigns job responsibilities as needed to ensure continuity of services in the unit during 
absences.    Schedules work assignments for staff to ensure goals and work objectives are met.    Schedules unit staff 
meetings in order to relay new or revised information, discuss goals, special projects and deadlines.Performing 
Administrative Activities:    Completes and submits performance management documents in Edison by specified 
deadlines.    Respond to emails, phone calls and other correspondence as required.    Reviews and approves payable 
time and leave/overtime requests in Edison.    Reviews and approves travel authorization requests and expense claims in 
Edison.    Participate in scheduled and ad hoc meetings as needed. 
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Competencies (KSA’s): 
Competencies:    Problem Solving    Directing Others    Informing    Organizing    Time Management    Written 
Communications    Approachability    Customer Focus    Listening    Motivating OthersKnowledge:    Intermediate 
knowledge of administrative and clerical procedures such as file management, office procedures and terminology    
Intermediate knowledge of computer hardware and software    Intermediate knowledge of principles and processes for 
providing customer and personal services, including customer needs assessment, meeting quality standards for services, 
and evaluation of customer satisfaction    Intermediate knowledge of English grammar, construction of sentences, 
spelling and use of punctuationSkills:    Intermediate skill to use logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems    Intermediate skill to monitor/assess 
performance of yourself and subordinates to make improvements or take corrective action    Intermediate skill to 
understand written sentences and paragraphs in work related documents    Intermediate skill in talking to others to 
convey information effectively either by telephone or face to face    Intermediate skill to communicate effectively in 
writing as appropriate for the needs of the audience    Intermediate skill to train or teach subordinates or co-workers 
how to perform work related tasks    Intermediate skill in providing customer focused services    Intermediate skill to 
identify problems and review related information to develop and evaluate options for solutions    Intermediate skill to 
effectively use Microsoft software programs (i.e. Word, Excel, Power Point) and software associated with Vital Records 
program    Intermediate skill to identify and evaluate processes, performance, and services; and the actions needed to 
improve or correct deficiencies    Intermediate skill to effectively motivate, develop and direct subordinates as they 
work, identifying the best people for the job    Intermediate skill to effectively manage one's own time and the time of 
othersAbilities:    Intermediate ability to apply multiple sets of rules or laws to specific problems to produce the most 
logical solution or response    Intermediate ability to listen to and understand information and ideas presented through 
spoken words and sentences    Intermediate ability to effectively communicate information and ideas in speaking so 
others will understand    Intermediate ability to shift back and forth between two or more activities or sources of 
information    Intermediate ability to read and understand information and ideas presented in writing    Intermediate 
ability to communicate information and ideas effectively in writing so others will understand    Ability to speak clearly so 
others can understand you    Intermediate ability to enter information into a computer efficiently and in a timely manner 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multifunctional Printer 
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079934 - VOC REHAB BUS EMPLY CONSULTANT 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4678 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
one year of full-time professional-level experience in social work, counseling, education, human resources management, 
nursing, or full-time rehabilitation experience involved in providing job placement services for persons with disabilities. 
OR Graduation from an accredited four-year college or university with a bachelor's degree and one year of full-time 
professional-level experience in sales or marketing. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation employment services of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class serves as a 
consultant to business and industry regarding services related to employment and to Vocational Rehabilitation staff, 
local job coaches/placement specialists, community rehabilitation programs, and educational systems. The consultant’s 
goal is to increase customer knowledge of employer needs and labor market trends and to develop business 
relationships with business and industry, foster collaboration and enhance local expertise for career guidance, and 
provides customers assistance in the acquisition of successful employment in the competitive labor market. 
 
Work Activities: 
Selling or Influencing Others:     Markets Vocational Rehabilitation (VR) to business and industry by identifying their 
needs and offering products and services to address those needs.Getting Information:    Determines employer needs 
regarding recruitment, hiring, retention and improved disability management (i.e., accommodations, resource 
information, training, etc.) within the company to establish potential employment opportunities for Vocational 
Rehabilitation client.Establishing and Maintaining Interpersonal Relationships:    Customizes a “dual customer” approach 
in building and maintaining partnerships with businesses using marketing principles to address specific issues, concerns, 
or needs connected to disability in the workplace, acknowledging both businesses and clients as customers.    Develops 
job leads and facilitates the employment and retention of Vocational Rehabilitation clients in community employment 
to meet departmental goals.    Conducts routine follow-up with employers to maintain working relationships while 
helping to resolve any problems or meet any employer needs that can be addressed by TN DRS/VR.    Offers assistance 
to counselors in the development of client on-site pre-employment or employment training programs (i.e., pre-hire 
work experience, on-the-job-training, and customized employment) to assist in appropriate placement of Vocational 
Rehabilitation clients.    Works collaboratively with community-based partners in employment to facilitate client 
placement and to minimize the overlap of services and contact with business.    Participates in appropriate staff 
meetings, conferences and employer related functions to maintain effective working relationships.Communicating with 
Persons Outside Organization:    Serves as an information consultant to local job coaches and/or placement specialists 
with community rehabilitation programs and transition and supported employment to increase their knowledge of 
employer needs and labor market trends to foster collaboration and enhance local expertise for career guidance and 
placement of clients.    Responds to recruitment and other needs of businesses involved with TN DRS/VR through 
Southeast NET and regional employment partners to follow the protocols approved by state Vocational Rehabilitation 
directors for Southeast NET.Training and Teaching Others:    Provides technical assistance and training to employers in 
order to enhance employment opportunities, retention, and upward mobility of workers with disabilities.    Consults 
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with staff and community partners to identify training needs on job placement techniques and other relevant 
employment information.    Provides in-service training to staff and partners in areas of expertise tied to employment to 
provide current information to improve client services.Judging the Qualities of Things, Services, or People:    Assesses 
the employment readiness of the client by reviewing case records, interviewing clients, and observing client actions to 
determine if client is job ready.Coaching and Developing Others:    Provides customized employment readiness 
screening and job-readiness services to clients seeking employment to increase successful employment outcomes.    
Conducts classes for clients on job-seeking skills and job-readiness preparation as needed by specific Vocational 
Rehabilitation units and local counselors to improve consumer competitiveness in the market place.Monitor Processes, 
Materials, or Surroundings:    Monitors client progress throughout the employment search process by maintaining 
communication with the client and/or potential employer to assist with the employment services process.    Provides 
follow along services to client and/or employer to assist Vocational Rehabilitation clients in retaining successful 
employment.Analyzing Data or Information:    Analyzes employment and labor market information through available 
resources to determine feasibility of appropriate job goals for Vocational Rehabilitation clients.Performing for or 
Working Directly with the Public:    Addresses the needs of the business customers by delivering employment-related 
services.    Performs other administrative and programmatic activities as needed to achieve departmental 
goals.Coordinating the Work and Activities of Others:    Coordinates local collaboration meetings with counselors, job 
coaches, etc. to work more effectively with clients and businesses.Communicating with Supervisors, Peers, or 
Subordinates:    Serves as an information consultant to Vocational Rehabilitation staff to increase their knowledge of 
employer needs and labor market trends to foster collaboration and enhance local expertise for career guidance and 
placement of clients.    Develops and maintains appropriate working relationships with Vocational Rehabilitation staff by 
providing employment services and assisting in obtaining and sustaining successful employment for Vocational 
Rehabilitation clients.    Participates in internal analysis to identify job-ready clients and their employment needs using 
available and appropriate resources.    Provides a system for dissemination of employment information and labor 
market trends to Vocational Rehabilitation staff to share employment related information.    Collaborates with other 
internal resources to identify job-ready clients and employment opportunities.Documenting/Recording Information:    
Utilizes the TRIMS/SPD and Vocational Rehabilitation Policy Manual for accuracy in record keeping.    Maintains accurate 
records in TRIMS or other identified data tracking systems to reflect services provided to consumers.    Maintains a list of 
job-ready clients in order to provide efficient employment services.    Maintains records on business contacts and 
accounts indicating services provided and other relevant information as required in TRIMS or by Vocational 
Rehabilitation Leadership Team to ensure adequate service provision.Organizing, Planning, and Prioritizing Work:    
Organizes, plans, and prioritizes appointments with clients and employers to utilize time and resources 
effectively.Interacting With Computers:    Utilizes computer to document, research, and communicate employment 
related activities to better serve Vocational Rehabilitation clients, staff, and employers. 
 
Competencies (KSA’s): 
Competencies:    Business Acumen                       Informing                                    Organizing                                  Time 
Management                       Presentation Skills                       Approachability                           Customer Focus                          
Interpersonal Savvy                                    Listening                     Negotiating                              Knowledge:    Intermediate 
Knowledge of Customer and Personal Service    Basic Knowledge of Psychology    Intermediate Knowledge of Therapy 
and CounselingSkills:    Active Listening Skills                                Critical Thinking Skills                               Monitoring Skills                        
Speaking Skills                           Negotiation Skills                        Persuasion Skills                         Service Orientation Skills                            
Social Perceptiveness Skills                        Management of Personnel Resources Skills                               Time Management 
Skills                         Abilities:    Deductive Reasoning Abilities                                    Oral Comprehension Abilities                     
Oral Expression Abilities                            Problem Sensitivity Abilities                       Written Comprehension Abilities                                
Written Expression Abilities                       Speech Clarity Abilities 
 
Tools and Equipment Used: 
    Multi-Functional Printer    Computer    Telephone    Projector 
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079936 - VOC REHAB CASE MANAGER 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4687 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
one year of full-time professional-level experience in social work, counseling, clergy, education, human resources 
management, nursing, or full-time rehabilitation experience involved in determining eligibility criteria, counseling, or 
planning rehabilitation services for persons with disabilities.   Substitution of Education for Experience: Additional 
graduate coursework in vocational rehabilitation, a social science, or a behavioral science may be substituted for the 
required experience on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation case management work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class provides 
services to clients in a residential facility throughout each client’s enrollment and must be knowledgeable of facility 
policies as well as those of the Division. To better serve each client, an employee will also need a working 
comprehensive knowledge of disabilities as well as their potential impact on the individual, medical terminology, 
behavior intervention and training strategies, job skills, sensitivity to cultural diversity, and independent living needs. 
Services to clients are provided 24 hours per day, seven days per week. Employees in this class are responsible for 
developing an Individual Written Service Plan with the client, coordinating comprehensive services, and acting as a 
liaison and advocate for the client. This position oversees the totality of each client’s experience during their enrollment. 
 
Work Activities: 
Developing Objectives and Strategies:    Develops and implements behavior plans, contracts, and other interventions to 
assist clients in meeting program expectations.Resolving Conflicts and Negotiating with Others:    Investigates, responds, 
and resolves complaints and other disputes among staff, clients, and other sources to provide the most effective use of 
program resources and positive outcomes through mediation, discussions, or other problem solving techniques deemed 
appropriate.Scheduling Work and Activities:    Schedules planned services so that they are provided in a timely manner 
in an effort to provide excellent customer service and increase the likelihood of clients meeting their vocational 
objectives.Identifying Objects, Actions, and Events:    Identifies work priorities to ensure the most important work is 
completed first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, 
regulations, and guidelines.    Identifies, sorts, and distinguishes information electronically, verbally, or manually to 
ensure it is correct and distributed properly.Operating Vehicles, Mechanized Devices, or Equipment:    Has knowledge of 
and practices wheelchair vehicle procedures to ensure safety when transporting clients.    Follows center and state 
regulations while driving state vehicles to ensure safety.    Maintains and secures appropriate motor vehicle operating 
license in a timely manner to provide transportation as needed.Communicating with Persons Outside Organization:    
Communicates with families and other designated individuals to plan, coordinate, and conduct the client's rehabilitation 
program while enrolled at the Tennessee Rehabilitation Center to promote effective service delivery.Communicating 
with Supervisors, Peers, or Subordinates:    Communicates with clients and staff to plan, coordinate, and conduct the 
client's rehabilitation program while enrolled at the Tennessee Rehabilitation Center to promote effective service 
delivery.    Provides pertinent case documentation to the referring Vocational Rehabilitation counselor in a timely 
manner to ensure effective and efficient service delivery.Assisting and Caring for Others:    Counsels clients in order to 
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provide emotional support and facilitate successful completion of the program.    Enforces the policies as they apply to 
disciplinary sanctions as a means to address inappropriate client behaviors.    Facilitates corrective actions using 
available resources to help clients address undesirable behaviors.    Arranges necessary medical consultation and 
transportation outside of the facility as needed to ensure the needs of the clients are met.    Implements the identified 
behavior management system by providing timely and effective direction to help clients develop appropriate behaviors.    
Provides counseling to clients' families to assist in their efforts to support the clients in their rehabilitation 
plan.Evaluating Information to Determine Compliance with Standards:    Evaluates client’s current level of functioning 
and other available information through established procedures to develop his/her Individual Written Service 
Plan.Documenting/Recording Information:    Documents the justification for support services properly and clearly in the 
case file to ensure accurate information is used in decision making.    Completes comprehensive documents throughout 
client's enrollment as a record for the department.    Documents client progress and facts pertinent to their 
rehabilitation to facilitate comprehensive Vocational Rehabilitation services.    Inputs and/or submits all pertinent 
documents into designated data management systems to facilitate effective communication.Coordinating the Work and 
Activities of Others:    Functions as chairperson and directs multi-disciplinary team meetings to resolve problems, 
strategize, and proactively plan services to maximize benefits.Getting Information:    Conducts intakes with clients, 
families, and other designated individuals to gather information and ensure effective service delivery.    Observes, 
receives, and otherwise obtains information from all relevant sources for the duration of the client's enrollment in the 
program in order to effectively serve the client.    Obtains information from vendors, agencies, or organizations 
regarding services, equipment, and resources available to assist in meeting the client’s needs.    Gathers all pertinent 
information related to the client’s case from various service units on and off campus to ensure all indicated actions have 
been taken.    Reviews client file information to determine needs and services to be provided throughout the duration of 
the client's program.Analyzing Data or Information:    Researches gathered data to determine potential barriers to 
student progress as a means to gain insight on how to best meet the needs of the client.Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with co-workers, 
supervisors, other employees, partnering agencies, and local governmental agencies through meetings and other 
positive interactions to ensure quality and timely services.Making Decisions and Solving Problems:    Investigates 
behavioral interactions between clients and intervenes as needed in order to facilitate a harmonious living and learning 
environment.    Reviews and coordinates requests for facility privileges based on client's abilities and progress and in 
accordance with Center guidelines.Coaching and Developing Others:    Educates members of a multi-disciplinary team by 
advocating for the client and informing them of the client's strengths, weaknesses, and effective strategies to assist the 
client in meeting his/her goals.    Conducts regularly scheduled case reviews with instructor and client to provide an 
update on the client's progress toward meeting his/her vocational objectives.Updating and Using Relevant Knowledge:    
Remains up-to-date on new policies and procedures to ensure correct implementation.Interacting With Computers:    
Operates computer hardware and software, scanners, and other equipment to complete reports, document collective 
data, and to communicate with others to capture and maintain program information.Training and Teaching Others:    
Conducts orientations with clients and invested others to inform them of policies, procedures, and activities provided by 
the Tennessee Rehabilitation Center.Judging the Qualities of Things, Services, or People:    Prioritizes the necessity of 
services the client participates in based on individual factors and needs to maximize program impact. 
 
Competencies (KSA’s): 
Competencies:    Organizing                             Planning                                 Time Management                                  Written 
Communications                        Approachability                      Customer Focus                     Ethics and Values                                   
Problem Solving                                    Patience                                  Dealing with Ambiguity                     Knowledge:    Basic 
Knowledge of Clerical                                  Intermediate Knowledge of Psychology                                Intermediate 
Knowledge of Customer and Personal Service                                  Intermediate Knowledge of Sociology and Anthropology                
Intermediate Knowledge of Therapy and Counseling                        Skills:    Active Listening Skills                           Critical 
Thinking Skills    Monitoring Skills                                   Reading Comprehension Skills                              Speaking Skills                      
Writing Skills                         Coordination Skills                                Persuasion Skills                                    Service Orientation 
Skills                       Social Perceptiveness Skills                                   Complex Problem Solving Skills                           Judgment 
and Decision Making Skills                                   Time Management Skills                    Abilities:    Deductive Reasoning 
Abilities                               Written Comprehension Abilities                           Problem Sensitivity Abilities                                  
Oral Expression Abilities                       Time Sharing Abilities 
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Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Multi-Functional Printer (MFP) 
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079933 - VOC REHAB COUNSELOR - MASTERS 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4672 
 
Minimum Qualifications: 
Education and Experience: Eligibility for Certified Rehabilitation Counselor (CRC) certification which requires a master’s 
in Rehabilitation Counseling from a CORE accredited college (interns in a CORE accredited Rehabilitation Counseling 
Master’s program within 12 weeks of graduation will be considered). OR Graduation from an accredited four-year 
college or university with a master’s in Counseling or Counseling related field (Counselor Education, School Guidance 
Counseling, Community Counseling, Counseling Psychology, etc.) and have completed additional coursework and 
experience to be eligible for Certified Rehabilitation Counselor (CRC) certification. OR Graduation from an accredited 
four-year college or university with a master’s in Counseling or Counseling related field (Counselor Education, School 
Guidance Counseling, Community Counseling, Counseling Psychology, etc.) (within 90 days of hire must enroll, at their 
own expense, in an approved educational plan that will result in eligibility for the Certified Rehabilitation Counselor 
(CRC) Certification exam within thirty-six months from the date of enrollment). 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:Necessary Special Qualifications: Applicants for this class 
must: 1. Complete a criminal history disclosure form in a manner approved by the appointing authority; 2. Agree to 
release all records involving their criminal history to the appointing authority; 3. Supply a fingerprint sample prescribed 
by the TBI based criminal history records check. 4. Possess a valid motor vehicle operator’s license at the time of 
appointment in some positions;5. All individuals will be required to produce a transcript at the time of application, 
which verifies their eligibility for CRC certification. As a condition of employment, individuals who are not eligible to sit 
for the Rehabilitation Counselor Certification Exam will be required to obtain this eligibility, at their own expense. 
Examination Method: Education and experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation counseling work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class provides 
services to individuals with disabilities in the selection, preparation for and planning of individual rehabilitation program 
and arranges services for clients. This work is performed with independence of judgment in using a wide variety of 
medical, social, and vocational resources in achieving objectives. This work may involve training counselors with less 
experience in specific assignments and performing administrative duties. This work is performed in accordance with 
federal regulations and departmental policies and procedures. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Uses counseling and guidance to interpret and explain medical 
psychological and vocational information to clients so they can make informed choice decisions concerning their 
vocational goals. Evaluating Information to Determine Compliance with Standards:    Reviews, understands and complies 
with agency policy and procedures to ensure compliance with federal regulations.Developing Objectives and Strategies:    
Prioritizes tasks and develops a plan of action in order to meet production goals.    Develops employment plans with the 
client to ensure appropriate progress toward their vocational goals.Processing Information:    Uses critical thinking skills 
to compile, verify and process information to make reasonable and appropriate case decisions regarding 
clients.Organizing, Planning, and Prioritizing Work:    Uses time management skills to prioritize tasks and 
deadlines.Getting Information:    Gathers existing information from appropriate sources for medical and psychological 
assessments to determine eligibility for services.    Counsels applicants and assesses their abilities, occupational interests 
and goals to assist with eligibility determination.Selling or Influencing Others:    Assesses clients’ skill set and directs 
them in appropriate employment objectives using counseling and guidance skills.    Educates and promotes qualified 
applicants to potential employers to assist them in diversifying their workforce.Identifying Objects, Actions, and Events:    
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Reviews and amends employment plans with the client to ensure appropriate progress toward their vocational 
goals.Analyzing Data or Information:    Uses rehabilitation knowledge to understand and determine the medical, 
psychological and vocational implications for employment.Resolving Conflicts and Negotiating with Others:    Uses 
conflict management skills to resolve client and employer complaints.Judging the Qualities of Things, Services, or 
People:    Assists and empowers clients in making informed choice decisions regarding their rehabilitation 
program.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains rapport with clients to 
encourage their continued progress toward employment.    Establishes and maintains professional relationships inside 
and outside the agency.Interacting With Computers:    Uses caseload management software to input client data, process 
case expenditures and review progress of the case.    Creates documents using Microsoft base applications.Monitor 
Processes, Materials, or Surroundings:    Reviews assessment information to determine appropriate vocational goals and 
services for clients to maximize their employment outcomes.    Reviews clients’ progress and employment readiness to 
ensure appropriate progress and compliance in reaching employment objectives.    Monitors local job and labor market 
trends to assist with job placement for clients.Making Decisions and Solving Problems:    Uses critical thinking to assist 
clients with making appropriate and informed decisions regarding their vocational rehabilitation program.Performing for 
or Working Directly with the Public:    Assists and assesses potential applicants with guidance on appropriate services.    
Works with vendors, employers and other agencies to educate them on rehabilitation services.Scheduling Work and 
Activities:    Arranges appointment, training and assessments so clients can participate in their vocational program.    
Coordinates staffing with co-workers, vendors and other related professionals.Communicating with Supervisors, Peers, 
or Subordinates:    Routinely communicates with supervisor and co-workers regarding all aspects of the rehabilitation 
process.Communicating with Persons Outside Organization:    Works with agencies, institutions, and community groups 
to locate potential applicants and to serve as a consultant to representatives of these agencies in relation to vocational 
problems of the disabled and the total rehabilitation program.    Consults with professional staff within and outside the 
agency.Thinking Creatively:    Thinks creatively to personalize clients’ rehabilitation plan and improve efficiency of work 
processes.Provide Consultation and Advice to Others:    Provides information to the public regarding employment of 
people with disabilities.Updating and Using Relevant Knowledge:    Engages and participates in relevant training to 
ensure appropriate services are being provided to clients.    Remains knowledgeable of current trends and research in 
the field of rehabilitation. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem-Solving    Planning    Drive for Results    Approachability    Customer Focus    
Ethics and Values    Interpersonal Savvy    Patience    Understanding OthersKnowledge:    Alternate Communication 
Formats    Customer and Personal Service    Education and Training    Law and Government    Basic Mathematics    Basic 
knowledge of medical terminology, disability and medication    Personnel and Human Resources    Psychology    Basic 
Knowledge of Sales and Marketing    Knowledge of Therapy and Counseling    Administration and Management    Clerical    
Management of Financial ResourcesSkills:    Ethical Decision Making    Negotiation    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    OriginalityAbilities:    Accept and understand multi-cultural 
issues    Active learning and listening    Critical thinking    Monitoring and assessing the performance of self and others    
Adjust actions in relation to others    Awareness to others’ reactions and understanding why they react as they do    
Determine how a service should work and how changes in conditions, operations and the environment will affect 
outcomes    Determine appropriate use of equipment, facilities and material needed for vocational outcomes    
Motivating, developing and directing people as they work, identifying the best people for the job    The ability to work 
independently and manage time effectively    Flexibility in changing work environment    Ability to make sense of 
combined and organized information 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    TTY (Text)/Video Phone    Electronic Signature Pad    Brail Software and Printing 
Equipment    Multi-FunctionPrinter    Braille Machine 
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079932 - VOC REHAB COUNSELOR 2* 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4667 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
one year of full-time professional-level experience in social work, counseling, clergy, education, human resources 
management, nursing, or full-time rehabilitation experience involved in determining eligibility criteria, counseling, or 
planning rehabilitation services for persons with disabilities. OR Additional graduate coursework in vocational 
rehabilitation, a social science, or a behavioral science may be substituted for the required experience on a year-for-year 
basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to:1. Possess a valid motor vehicle operator’s 
license at the time of appointment in some positions;2. Complete a criminal history disclosure form in a manner 
approved by the appointing authority; 3. Agree to release all records involving their criminal history to the appointing 
authority; 4. Supply a fingerprint sample prescribed by the TBI based criminal history records check.Examination 
Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational rehabilitation counseling work of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class provides 
services to individuals with disabilities in the selection, preparation for and planning of individual rehabilitation program 
and arranges services for clients. This work is performed with independence of judgment in using a wide variety of 
medical, social, and vocational resources in achieving objectives. This work may involve training counselors with less 
experience in specific assignments and performing administrative duties. This work is performed in accordance with 
federal regulations and departmental policies and procedures. 
 
Work Activities: 
Interpreting the Meaning of Information for Others:    Uses counseling and guidance to interpret and explain medical 
psychological and vocational information to clients so they can make informed choice decisions concerning their 
vocational goals. Evaluating Information to Determine Compliance with Standards:    Reviews, understands and complies 
with agency policy and procedures to ensure compliance with federal regulations.Developing Objectives and Strategies:    
Prioritizes tasks and develops a plan of action in order to meet production goals.    Develops employment plans with the 
client to ensure appropriate progress toward their vocational goals.Processing Information:    Uses critical thinking skills 
to compile, verify and process information to make reasonable and appropriate case decisions regarding 
clients.Organizing, Planning, and Prioritizing Work:    Uses time management skills to prioritize tasks and 
deadlines.Getting Information:    Gathers existing information from appropriate sources for medical and psychological 
assessments to determine eligibility for services.    Counsels applicants and assesses their abilities, occupational interests 
and goals to assist with eligibility determination.Selling or Influencing Others:    Assesses clients’ skill set and directs 
them in appropriate employment objectives using counseling and guidance skills.    Educates and promotes qualified 
applicants to potential employers to assist them in diversifying their workforce.Identifying Objects, Actions, and Events:    
Reviews and amends employment plans with the client to ensure appropriate progress toward their vocational 
goals.Analyzing Data or Information:    Uses rehabilitation knowledge to understand and determine the medical, 
psychological and vocational implications for employment.Resolving Conflicts and Negotiating with Others:    Uses 
conflict management skills to resolve client and employer complaints.Judging the Qualities of Things, Services, or 
People:    Assists and empowers clients in making informed choice decisions regarding their rehabilitation 
program.Establishing and Maintaining Interpersonal Relationships:    Establishes and maintains rapport with clients to 
encourage their continued progress toward employment.    Establishes and maintains professional relationships inside 
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and outside the agency.Interacting With Computers:    Uses caseload management software to input client data, process 
case expenditures and review progress of the case.    Creates documents using Microsoft base applications.Monitor 
Processes, Materials, or Surroundings:    Reviews assessment information to determine appropriate vocational goals and 
services for clients to maximize their employment outcomes.    Reviews clients’ progress and employment readiness to 
ensure appropriate progress and compliance in reaching employment objectives.    Monitors local job and labor market 
trends to assist with job placement for clients.Making Decisions and Solving Problems:    Uses critical thinking to assist 
clients with making appropriate and informed decisions regarding their vocational rehabilitation program.Performing for 
or Working Directly with the Public:    Assists and assesses potential applicants with guidance on appropriate services.    
Works with vendors, employers and other agencies to educate them on rehabilitation services.Scheduling Work and 
Activities:    Arranges appointment, training and assessments so clients can participate in their vocational program.    
Coordinates staffing with co-workers, vendors and other related professionals.Communicating with Supervisors, Peers, 
or Subordinates:    Routinely communicates with supervisor and co-workers regarding all aspects of the rehabilitation 
process.Communicating with Persons Outside Organization:    Works with agencies, institutions, and community groups 
to locate potential applicants and to serve as a consultant to representatives of these agencies in relation to vocational 
problems of the disabled and the total rehabilitation program.    Consults with professional staff within and outside the 
agency.Thinking Creatively:    Thinks creatively to personalize clients’ rehabilitation plan and improve efficiency of work 
processes.Provide Consultation and Advice to Others:    Provides information to the public regarding employment of 
people with disabilities.Updating and Using Relevant Knowledge:    Engages and participates in relevant training to 
ensure appropriate services are being provided to clients.    Remains knowledgeable of current trends and research in 
the field of rehabilitation. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Problem-Solving    Planning    Drive for Results    Approachability    Customer Focus    
Ethics and Values    Interpersonal Savvy    Patience    Understanding OthersKnowledge:    Alternate Communication 
Formats    Customer and Personal Service    Education and Training    Law and Government    Basic Mathematics    Basic 
Knowledge of Medical Terminology, Disability and Medication    Personnel and Human Resources    Psychology    Basic 
Knowledge of Sales and Marketing    Knowledge of Therapy and Counseling    Administration and Management    Clerical    
Management of Financial ResourcesSkills:    Ethical Decision Making    Negotiation    Persuasion    Service Orientation    
Complex Problem Solving    Judgment and Decision Making    OriginalityAbilities:    Accept and understand multi-cultural 
issues    Active learning and listening    Critical thinking    Monitoring and assessing the performance of self and others    
Adjust actions in relation to others    Awareness to others’ reactions and understanding why they react as they do    
Determine how a service should work and how changes in conditions, operations and the environment will affect 
outcomes    Determine appropriate use of equipment, facilities and material needed for vocational outcomes    
Motivating, developing and directing people as they work, identifying the best people for the job    The ability to work 
independently and manage time effectively    Flexibility in changing work environment    Ability to make sense of, 
combined and organized information 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    TTY (Text)/Video Phone    Electronic Signature Pad    Braille Software and Printing 
Equipment    Multi-Function Printer    Braille Machine 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
079935 - VOC REHAB EVALUATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4679 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited four-year college or university with a bachelor's degree and 
one year of full-time professional-level experience in social work, counseling, clergy, education, human resources 
management, nursing, or full-time rehabilitation experience involved in determining eligibility criteria, counseling, or 
planning rehabilitation services for persons with disabilities. Substitution of Education for Experience: Additional 
graduate coursework in vocational rehabilitation, a social science or a behavioral science may be substituted for the 
required experience on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Possess a valid motor vehicle operator’s license at the 
time of appointment in some positions;2. Complete a criminal history disclosure form in a manner approved by the 
appointing authority; 3. Agree to release all records involving their criminal history to the appointing authority; 4. Supply 
a fingerprint sample prescribed by the TBI based criminal history records check.Examination Method:  Education and 
Experience,100%, for Preferred Service positions.. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional vocational evaluation work of average difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class provides services to 
individuals with disabilities. The knowledge, skills, and abilities of the VR Evaluator require a thorough understanding of 
testing administration, test interpretation, job analysis, application of test data to job skills and abilities, and how 
pertinent ancillary medical, psychological, behavioral, and learning styles can impact career choice and subsequent job 
skills acquisition. The VR Evaluator must make relevant recommendations to assist the client to make these career 
choices. This work is performed in accordance with federal regulations and departmental policies and procedures. 
 
Work Activities: 
Analyzing Data or Information:    Analyzes assessment results and gathered information to make recommendations to 
assist clients in career choices.Developing Objectives and Strategies:    Compiles all synthesized information including 
specific and prioritized recommendations to develop the evaluation report to guide the client in making vocational and 
independent living decisions.    Synthesizes all gathered information into individualized, realistic, prioritized 
recommendations for services needed for the client to achieve optimal outcomes.Resolving Conflicts and Negotiating 
with Others:    De-escalates client conflicts as they arise to maintain an environment conducive to performing a valid 
evaluation.Evaluating Information to Determine Compliance with Standards:    Ascertains that all scores from the 
vocational assessments are correct, accurate, and completed in a timely manner to meet department objectives.Provide 
Consultation and Advice to Others:    Uses critical thinking to assist clients with making appropriate and informed 
decisions regarding their vocational rehabilitation program.    Uses behavior management techniques during the 
vocational evaluation to make certain evaluation results are valid.Processing Information:    Scores all applicable testing 
instruments according to goals and strategies developed in the Individualized Written Evaluation Plan (IWEP) to ensure 
valid results.    Administers all appropriate assessment instruments according to goals and strategies developed in the 
Individualized Written Evaluation Plan ( IWEP) to assess the vocational skills of the clients.Training and Teaching Others:    
May train new VR Evaluators in the comprehensive vocational evaluation process.Making Decisions and Solving 
Problems:    Utilizes problem solving skills, such as, coordinating testing of multiple clients simultaneously, resolving 
client disputes and scheduling conflicts.    Continually determines specific assessment instruments for use in the 
vocational evaluation based on referral source questions, other gathered information, and individual client needs to 
develop the Individual Written Evaluation Plan (IWEP) and process amendments as necessary.Thinking Creatively:    
Modifies processes to accommodate the client’s impairments.Controlling Machines and Processes:    Utilizes all assistive 
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devices, modifications and adaptive equipment necessary to obtain the highest client physical tolerance reading 
available to make appropriate assessment.Documenting/Recording Information:    Completes the written report and 
distributes within the established timeline to appropriate staff.    Incorporates information gathered from all available 
sources (medical, psychological, situational assessment and other) as well as the obtained vocational testing results into 
the comprehensive vocational evaluation report.    Records client's behavioral patterns of physical tolerance, stamina, 
endurance, worker traits, skills levels, aptitudes and interests to assist in determining feasible vocational objective.    
Prepares the Individualized Written Evaluation Plan (IWEP) with client input to determine the assessment instruments 
and tools to be used in the process.    Modifies the Individualized Written Evaluation Plan (IWEP) as needed based on 
developments or new information obtained from testing, client feedback or from other rehabilitation staff to maintain 
accurate updated plan.Organizing, Planning, and Prioritizing Work:    Demonstrates flexibility in organizing and planning 
as needs arise in order to ensure provision of quality services.    Organizes daily activities to meet client’s needs and 
deadlines to ensure work activities including reports are accomplished in a timely manner.Communicating with 
Supervisors, Peers, or Subordinates:    Addresses all questions and requests from the client's Vocational Rehabilitation 
Counselor to assist in determining a realistic vocational objective.    Works cooperatively with supervisors and co-
workers to promote a respectful workplace.    Provides pertinent client information, client evaluation performance, and 
feedback to appropriate staff to ensure proper services are provided to vocational evaluation clients.    Collaborates with 
client's Vocational Rehabilitation Counselor and/or Rehabilitation Center Case Manager as needed to ensure proper 
services are provided to vocational evaluation clients.    Conducts exit staffing after the vocational evaluation process is 
completed to provide reasonable vocational objective, recommendations for services and rationale for 
recommendations.    Contacts appropriate staff to arrange for client accommodations that may be needed during the 
vocational evaluation.    May notify the client's Vocational Rehabilitation Counselor and/or Rehabilitation Center Case 
Manager that all information has been gathered and recommendations have been developed for the exit staffing to be 
scheduled.Interpreting the Meaning of Information for Others:    Interprets specific vocational data to clients on a 
regular basis to build client trust in the process.    Provides frequent feedback to the client during the evaluation to 
ensure client's understanding.    Answers client and family's questions regarding the vocational evaluation process to 
ensure understanding of the process.    Explains all vocational evaluation tools, tests and assessments and possible 
accommodations that will be utilized prior to implementing the vocational evaluation for client understanding.    
Conducts client orientation which explains vocational evaluation process to clients, including the purpose, services 
available, evaluation schedule and goals of the evaluation to ensure clients understanding of the processCommunicating 
with Persons Outside Organization:    May communicate with family members, collateral contacts and other client 
support systems for assistance in the vocational evaluation process.Updating and Using Relevant Knowledge:    
Maintains expertise and full knowledge in the areas of norms utilized per individual assessment instrument and work 
samples to stay up-to-date on new practices.    Continuously researches local and statewide job market to assist in 
identifying realistic employment outcomes.    Utilizes O,Net, Jobs4TN, Bureau of Labor Statistics and other relevant 
sources to obtain the most current and accurate job information.    May attend training, professional development, 
continuing education programs and other related meetings as required to remain current on new evaluation 
assessments.Getting Information:    Interviews each client regarding work history, work interests, educational history, 
transferable skills, independent living activities and client's perception of their disability to recommend possible 
employment options.    Reviews new client folders and background information to identify any potential problems or 
individual accommodations necessary during the vocational evaluation to develop solutions and/or to identify tentative 
client rehabilitation problems.    Contacts all information sources to obtain as much information about each individual 
client as possible to assist in selecting best evaluation tools to use.    Identifies questions and requests from field 
counselors to be addressed during individual client vocational evaluation.    Develops a tentative outline of vocational 
evaluation tools to use in the vocational evaluation process.Identifying Objects, Actions and Events:    Creates an 
environment conducive to obtaining and conducting valid vocational evaluations to assist in evaluation success such as 
proper lighting, temperature and noise level.Interacting with Computers:    Navigates all online state standards, 
procedures and policies to identify and accurately apply directives.    Operates computer hardware and software (i.e. 
state databases and test scoring programs), scanners and other equipment to complete reports, document collective 
data, and to communicate with others in order to capture and maintain pertinent information.    Accurately completes 
electronic individual and/or client attendance and leave information.Handling and Moving Objects:    Gathers all testing 
equipment and supplies to be used in the vocational evaluation process and adjusts equipment as necessary.    
Transports equipment to the vocational site. 



 TN Job Classification Specifications  
September 22, 2020 

 
Competencies (KSA’s): 
Competencies:    Written Communication    Patience    Listening    Compassion    Problem-Solving    Informing    Planning    
Learning on the Fly    Decision Quality    Customer FocusKnowledge:    Intermediate Knowledge of Customer and 
Personal Service    Intermediate Knowledge of Psychology    Intermediate Knowledge of Therapy and Counseling    
Intermediate Knowledge of Clerical    Intermediate Knowledge of Education and TrainingSkills:    Time Management Skills    
Critical Thinking Skills    Service Orientation Skills    Judgment and Decision Making Skills    Active Listening Skills    Writing 
Skills    Complex Problem-Solving Skills    Speaking Skills    Manage Material Resources SkillsAbilities:    Oral 
Comprehension Abilities    Category Flexibility Abilities    Written Expression Abilities    Number Facility Abilities    Written 
Comprehension Abilities 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    TTY(Text) Video Phone    Electronic Signature Pad    Braille Software and Printing 
Equipment    Multi-Functional Printers    Braille Machine    Closed Circuit Television    Industrial Equipment    Testing 
Equipment and Tools    Other Adaptive Equipment 
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079921 - VOC REHAB SAFETY COORDINATOR 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  4654 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in social work, 
psychology, behavioral science, education, safety, or a related field and experience equivalent to one year of full-time 
training/instructional work or work with persons with disabilities. Substitution of Education for Experience: Qualifying 
graduate coursework from an accredited college or university may be substituted for the required experience, on a year-
for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: 1. Complete a criminal history disclosure form in a 
manner approved by the appointing authority; 2. Agree to release all records involving their criminal history to the 
appointing authority; 3. Supply a fingerprint sample prescribed by the TBI based criminal history records check.  
Examination Method:  Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for Crisis Response and campus safety policy and procedure 
development work of considerable difficulty and supervisory work of average difficulty; performs related work as 
required. Distinguishing Features: This class leads and provides a full range of institutional and other campus safety 
activities for theTennessee Rehabilitation Center (i.e., supervises security guards, protects building/grounds, develops 
and implements the Crisis Response Plan, trains students and staff on safety response best practices).  
 
Work Activities: 
Developing Objectives and Strategies:    Develops job performance plans for assigned subordinates to communicate 
responsibilities and expected outcomes of performance in their role.Provide Consultation and Advice to Others:    Makes 
recommendation on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for outstanding performance to assigned supervisor.    Provides informal performance feedback advice to 
assigned subordinates to assist with personal and professional development.Interpreting the Meaning of Information for 
Others:    Keeps staff informed of all changes to the Crisis Response Policy or other safety procedures on campus to 
ensure the safety, health, and welfare of clients and staff.     Breaks down information or data received or obtained from 
verbal, written, or electronic communication into separate parts to explain and gain the understanding of clients and 
staff.Training and Teaching Others:    Trains assigned subordinates in the basic workflow and processes related to their 
tasks.    Trains students on the Crisis Response Policy to familiarize them with the safety procedures both on and off 
campus.    Provides classroom instruction for students on how to respond to the crisis plan in both practice drill and 
crisis situation to ensure the health, welfare and safety of all clients.    Trains new staff on the Crisis Response Policy and 
assures they are familiar with the procedures of each policy.    Provides yearly reviews of the policy to staff center-wide 
to inform them of changes and revisions.Scheduling Work and Activities:    Schedules frequent emergency drills on 
campus and documents the results of those drills to ensure the safety, health and welfare of clients and 
staff.Communicating with Persons Outside Organization:    Works with the contract security company on scheduling and 
contract agreements to ensure campus security coverage.Monitor Processes, Materials, or Surroundings:    Oversees the 
operations of the facility during Residential hours to ensure campus safety.    Reviews the Crisis Response Policy and 
makes any necessary changes to present to Administration for approval.    Performs scheduled rounds on campus both 
on the interior and exterior of the buildings making observations of safety concerns.    Conducts monitoring of vendor 
provided services to ensure compliance with policies and procedures.    Maintains contracts; creates documents or 
forms; orders supplies; and other related functions to carryout daily work activities.Documenting/Recording 
Information:    Documents all relevant records and actions related to services provided as an official record for the 
department.    Continually documents the performance of assigned subordinates to ensure accurate and unbiased 
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performance evaluations.Interacting With Computers:    Operates electronic security systems to monitor campus 
activity.    Uses computers and computer systems (including hardware and software) to document information for 
effective communication among stakeholders.Organizing, Planning, and Prioritizing Work:    Organizes and prioritizes 
personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure 
timely and accurate completion of work.    Schedules, plans, and organizes classroom activities to teach appropriate 
work skills and behaviors.    Organizes daily schedules to effectively provide efficient client services.    Maintains 
consistent and up-to-date required training to meet departmental standards to provide efficient service for employment 
outcomes.Assisting and Caring for Others:    Implements the crisis plan in both practice drills and crisis situations to 
promote health, welfare and safety of all service recipients.    Works with the students regarding social skills, anger 
management, independent living skills, and other behaviors to provide rationale of how they can affect their safety in 
the home, community, or the work place.    Investigates, responds, and resolves complaints and other disputes among 
clients to provide the most effective use of program resources and positive outcomes through mediation, discussions, or 
other problem solving techniques deemed appropriate.    Prioritizes and addresses unplanned and urgent client needs to 
maintain health, safety and welfare of the individual and the work environment.    Operates state/personal vehicles to 
provide transportation services for the clients to attend scheduled appointments and community integration activities.    
Researches, gathers, and applies relevant information to ensure clients receive effective services.    Works with staff 
through brainstorming sessions and other discussions to formulate creative ideas and find solutions to problems in an 
effort to promote and improve service delivery.Communicating with Supervisors, Peers, or Subordinates:    Performs the 
duties of the Night Administrator as scheduled to answer questions and concerns from other staff.    Provides accurate 
information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person to 
efficiently produce quality work.    Communicates questions through appropriate chain of command to obtain policy or 
procedural clarification.    Exhibits respectful and empathic working relationships to contribute to a positive working 
environment. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving                      Informing                                Priority Setting                        Conflict 
Management                             Drive for Results                      Presentation Skills                   Written Communications                       
Composure                          Knowledge:    Intermediate Education and Training                     Basic Public Safety and Security                      
Skills:    Active Listening Skills                           Critical Thinking Skills                           Learning Strategies Skills                       
Speaking Skills                        Writing Skills                          Instructing Skills                     Operation Monitoring Skills                    
Systems Evaluation Skills                   Abilities:    Oral Comprehension Abilities                               Oral Expression Abilities                        
Written Expression Abilities                   Speed of Limb Movement Abilities                       Gross Body Coordination Abilities                    
Speech Clarity Abilities  
 
Tools and Equipment Used: 
    Computer    Telephone    Fax Machine    Multi-Functional Printer    Scanner    Alarm System    Two-way Radio 
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006860 - VOCATIONAL INSTRUCTOR-PER SPEC 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  2725 
 
Minimum Qualifications: 
Education and Experience: Possession of certification by the Tennessee Department of Education in a specialty area. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Applicants for this class must be certified by the 
Tennessee Department of Education to teach in a specialty area.Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for sub professional vocational instruction work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
instructing rehabilitation and correctional students in vocational training in order to prepare them to re-enter the job 
market. 
 
Work Activities: 
Training and Teaching Others:    Teaches job adjustment and living skills, and helps clients find places of employment.    
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others.  Evaluating Information to Determine Compliance with Standards:    Applies relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations, or standards.    Maintains 
familiarity with information on policies and procedures to comply with laws, regulations, and standards. Coaching and 
Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others to 
improve their knowledge or skills. Repairing and Maintaining Mechanical Equipment:    Services, repairs, adjust, and 
tests machines, devices, moving parts, and equipment that operates primarily on the basis of mechanical (not 
electronic) principles. Controlling Machines and Processes:    Maintains and monitors the safety of clients.    Maintains 
and operates a variety of equipment in compliance with policy and industry standards. Resolving Conflicts and 
Negotiating with Others:    Handles complaints, settles disputes, negotiates with others, and resolves grievances and 
conflicts in a professional manner. Getting Information:    Assesses data and clients’ ability to perform tasks.    Observes, 
receives, and otherwise obtains information from all relevant sources. Repairing and Maintaining Electronic Equipment:    
Services, repairs, calibrates, regulates, fine-tunes, or tests machines, devices, and equipment that operates primarily on 
the basis of electrical or electronic (not mechanical) principles. Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Provides documentation, detailed instructions, drawings, or specifications to tell others about 
how devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or 
used. Monitoring and Controlling Resources:    Monitors and controls resources and oversees the spending of money. 
Inspecting Equipment, Structures, or Material:    Inspects equipment, structures, or materials to maintain functional use 
and to identify the cause of errors, other problems, or defects.    Performs preventive maintenance on equipment, 
structures, and materials. Performing General Physical Activities:    Performs physical activities that require using and 
moving the whole body, such as climbing, lifting, balancing, walking, stooping, installing and handling of materials with 
reasonable accommodations as required. Operating Vehicles, Mechanized Devices, or Equipment:    Operates, 
maneuvers, navigates, or drives vehicles or mechanized equipment such as forklifts and passenger vehicles as required. 
Documenting/Recording Information:    Prepares a variety of records and reports such as attendance records, progress 
reports, and discipline reports.    Enters, transcribes, records, stores, or maintains information in written or electronic 
form. Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork. Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates sizes and quantities, and determines time, costs, resources, or materials needed to perform a work activity. 
Thinking Creatively:    Develops and creates new methods of instruction, relationship building, systems, or products to 
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address client needs. Analyzing Data or Information:    Interprets data to determine, develop, and identify individualized 
plans for clients.    Provides the necessary tools, materials, and activities for evaluation purposes. Provide Consultation 
and Advice to Others:    Provides guidance and expert advice to management or other groups on technical, systems, or 
process-related topics. Making Decisions and Solving Problems:    Recognizes and solves problems by developing a plan 
of action to identify the best resolution. Developing Objectives and Strategies:    Establishes long and short term 
objectives and specifies the strategies and actions to achieve them. Interpreting the Meaning of Information for Others:    
Translates or explains what information means and how it can be used. Updating and Using Relevant Knowledge:    
Keeps up-to-date on products, techniques, services, and industry standards while applying current knowledge relevant 
to the job. Scheduling Work and Activities:    Develops specific goals and plans to prioritize, organize, and accomplish 
work.    Schedules events, programs, and activities, as well as coordinates work with others. Interacting With Computers:    
Uses computers and computer systems to enter data or process information. Identifying Objects, Actions, and Events:    
Identifies information by categorizing, estimating, recognizing differences or similarities and detects and adapts to 
changes in circumstances or events. Communicating with Persons Outside Organization:    Communicates with persons 
outside the organization representing the organization to customers, the public, government, and other external 
sources; exchanges information in person, in writing, by telephone or by e-mail. Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others and maintains 
them over time. Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.    Attends various staff and professional 
meetings. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Organizing, Planning    Time Management    Action Oriented    Written 
Communications    Listening    Self-KnowledgeKnowledge:    Administration and Clerical                   Building Construction 
and Design                    Communication Techniques                   Computers and Electronics                    Customer and 
Personal Service    Education and Training                         Mathematics                   Mechanical                     Production and 
Processing                    Psychology Skills:    Active Learning and Listening                          Critical Thinking and Problem 
Solving                          Learning Strategies                    Mathematics                   Monitoring                     Reading 
Comprehension                        Speaking                        Writing                           Coordination                  Instructing                      
Negotiation and Persuasion                   Service Orientation                    Social Perceptiveness                 Maintenance, Repair 
and Troubleshooting                    Equipment Selection                  Monitoring and Controlling Operations    Judgment and 
Decision Making                        Management of Financial and Material Resources                    Time Management                 
Abilities:    Category Flexibility  -  Use different sets of rules for combining or grouping things in different ways    
Deductive and Inductive Reasoning                 Fluency of Ideas                        Mathematical Reasoning                        
Memorization                 Oral Comprehension and Expression                 Originality                      Problem Sensitivity                    
Selective Attention                    Time Sharing                  Written Comprehension and Expression                       Manual 
Dexterity                       Multilimb Coordination and Flexibility             Rate Control and Reaction Time                       Stamina    
Far, Near, and Peripheral Vision                        Recognition of Speech and Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Multi-Functional Printer    Multi-Media Equipment    Electrical, Power, Hand, and Battery-
Operated Tools    General Hardware    Safety Equipment    Adaptive & Low-Vision Equipment (If Applicable)    Culinary 
Equipment (If Applicable)    Automotive Repair Equipment (If Applicable)    Motor Vehicle (If Applicable)Additional Trade-
Specific Equipment As Needed 
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006860 - VOCATIONAL INSTRUCTOR-PER SPEC 
 
Agency:  Human Services (34501) 
Edison Template Job Opening ID:  2726 
 
Minimum Qualifications: 
Education and Experience: Possession of certification by the Tennessee Department of Education in a specialty area. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:1. Applicants for this class must be certified by the 
Tennessee Department of Education to teach in a specialty area. Necessary Special Qualifications: Applicants for this 
class may be required to: 1. Complete a criminal history disclosure form in a manner approved by the appointing 
authority; 2. Agree to release all records involving their criminal history to the appointing authority; 3. Supply a 
fingerprint sample prescribed by the TBI based criminal history records check.  Examination Method: Education and 
Experience, 100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for sub professional vocational instruction work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
instructing rehabilitation and correctional students in vocational training in order to prepare them to re-enter the job 
market. 
 
Work Activities: 
Training and Teaching Others:    Teaches job adjustment and living skills, and helps clients find places of employment.    
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others.  Evaluating Information to Determine Compliance with Standards:    Applies relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations, or standards.    Maintains 
familiarity with information on policies and procedures to comply with laws, regulations, and standards. Coaching and 
Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others to 
improve their knowledge or skills. Repairing and Maintaining Mechanical Equipment:    Services, repairs, adjust, and 
tests machines, devices, moving parts, and equipment that operates primarily on the basis of mechanical (not 
electronic) principles. Controlling Machines and Processes:    Maintains and monitors the safety of clients.    Maintains 
and operates a variety of equipment in compliance with policy and industry standards. Resolving Conflicts and 
Negotiating with Others:    Handles complaints, settles disputes, negotiates with others, and resolves grievances and 
conflicts in a professional manner. Getting Information:    Assesses data and clients’ ability to perform tasks.    Observes, 
receives, and otherwise obtains information from all relevant sources. Repairing and Maintaining Electronic Equipment:    
Services, repairs, calibrates, regulates, fine-tunes, or tests machines, devices, and equipment that operates primarily on 
the basis of electrical or electronic (not mechanical) principles. Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Provides documentation, detailed instructions, drawings, or specifications to tell others about 
how devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or 
used. Monitoring and Controlling Resources:    Monitors and controls resources and oversees the spending of money. 
Inspecting Equipment, Structures, or Material:    Inspects equipment, structures, or materials to maintain functional use 
and to identify the cause of errors, other problems, or defects.    Performs preventive maintenance on equipment, 
structures, and materials. Performing General Physical Activities:    Performs physical activities that require using and 
moving the whole body, such as climbing, lifting, balancing, walking, stooping, installing and handling of materials with 
reasonable accommodations as required. Operating Vehicles, Mechanized Devices, or Equipment:    Operates, 
maneuvers, navigates, or drives vehicles or mechanized equipment such as forklifts and passenger vehicles as required. 
Documenting/Recording Information:    Prepares a variety of records and reports such as attendance records, progress 
reports, and discipline reports.    Enters, transcribes, records, stores, or maintains information in written or electronic 
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form. Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork. Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates sizes and quantities, and determines time, costs, resources, or materials needed to perform a work activity. 
Thinking Creatively:    Develops and creates new methods of instruction, relationship building, systems, or products to 
address client needs. Analyzing Data or Information:    Interprets data to determine, develop, and identify individualized 
plans for clients.    Provides the necessary tools, materials, and activities for evaluation purposes. Provide Consultation 
and Advice to Others:    Provides guidance and expert advice to management or other groups on technical, systems, or 
process-related topics. Making Decisions and Solving Problems:    Recognizes and solves problems by developing a plan 
of action to identify the best resolution. Developing Objectives and Strategies:    Establishes long and short term 
objectives and specifies the strategies and actions to achieve them. Interpreting the Meaning of Information for Others:    
Translates or explains what information means and how it can be used. Updating and Using Relevant Knowledge:    
Keeps up-to-date on products, techniques, services, and industry standards while applying current knowledge relevant 
to the job. Scheduling Work and Activities:    Develops specific goals and plans to prioritize, organize, and accomplish 
work.    Schedules events, programs, and activities, as well as coordinates work with others. Interacting With Computers:    
Uses computers and computer systems to enter data or process information. Identifying Objects, Actions, and Events:    
Identifies information by categorizing, estimating, recognizing differences or similarities and detects and adapts to 
changes in circumstances or events. Communicating with Persons Outside Organization:    Communicates with persons 
outside the organization representing the organization to customers, the public, government, and other external 
sources; exchanges information in person, in writing, by telephone or by e-mail. Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others and maintains 
them over time. Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.    Attends various staff and professional 
meetings. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Organizing, Planning    Time Management    Action Oriented    Written 
Communications    Listening    Self-KnowledgeKnowledge:    Administration and Clerical                   Building Construction 
and Design                    Communication Techniques                   Computers and Electronics                    Customer and 
Personal Service    Education and Training                         Mathematics                   Mechanical                     Production and 
Processing                    Psychology Skills:    Active Learning and Listening                          Critical Thinking and Problem 
Solving                          Learning Strategies                    Mathematics                   Monitoring                     Reading 
Comprehension                        Speaking                        Writing                           Coordination                  Instructing                      
Negotiation and Persuasion                   Service Orientation                    Social Perceptiveness                 Maintenance, Repair 
and Troubleshooting                    Equipment Selection                  Monitoring and Controlling Operations    Judgment and 
Decision Making                        Management of Financial and Material Resources                    Time Management                 
Abilities:    Category Flexibility  -  Use different sets of rules for combining or grouping things in different ways    
Deductive and Inductive Reasoning                 Fluency of Ideas                        Mathematical Reasoning                        
Memorization                 Oral Comprehension and Expression                 Originality                      Problem Sensitivity                    
Selective Attention                    Time Sharing                  Written Comprehension and Expression                       Manual 
Dexterity                       Multilimb Coordination and Flexibility             Rate Control and Reaction Time                       Stamina    
Far, Near, and Peripheral Vision                        Recognition of Speech and Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Multi-Functional Printer    Multi-Media Equipment    Electrical, Power, Hand, and Battery-
Operated Tools    General Hardware    Safety Equipment    Adaptive & Low-Vision Equipment (If Applicable)    Culinary 
Equipment (If Applicable)    Automotive Repair Equipment (If Applicable)    Motor Vehicle (If Applicable)Additional Trade-
Specific Equipment As Needed 
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006860 - VOCATIONAL INSTRUCTOR-PER SPEC 
 
Agency:  Children's Services (35910) 
Edison Template Job Opening ID:  2727 
 
Minimum Qualifications: 
Education and Experience: Possession of certification by the Tennessee Department of Education in a specialty area. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Applicants for this class must be certified by the 
Tennessee Department of Education to teach in a specialty area.Examination Method: Education and Experience, 100%, 
for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special 
Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for sub professional vocational instruction work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class is responsible for 
instructing rehabilitation and correctional students in vocational training in order to prepare them to re-enter the job 
market. 
 
Work Activities: 
Training and Teaching Others:    Teaches job adjustment and living skills, and helps clients find places of employment.    
Identifies the educational needs of others, develops formal educational or training programs or classes, and teaches or 
instructs others.  Evaluating Information to Determine Compliance with Standards:    Applies relevant information and 
individual judgment to determine whether events or processes comply with laws, regulations, or standards.    Maintains 
familiarity with information on policies and procedures to comply with laws, regulations, and standards. Coaching and 
Developing Others:    Identifies the developmental needs of others and coaches, mentors, or otherwise helps others to 
improve their knowledge or skills. Repairing and Maintaining Mechanical Equipment:    Services, repairs, adjust, and 
tests machines, devices, moving parts, and equipment that operates primarily on the basis of mechanical (not 
electronic) principles. Controlling Machines and Processes:    Maintains and monitors the safety of clients.    Maintains 
and operates a variety of equipment in compliance with policy and industry standards. Resolving Conflicts and 
Negotiating with Others:    Handles complaints, settles disputes, negotiates with others, and resolves grievances and 
conflicts in a professional manner. Getting Information:    Assesses data and clients’ ability to perform tasks.    Observes, 
receives, and otherwise obtains information from all relevant sources. Repairing and Maintaining Electronic Equipment:    
Services, repairs, calibrates, regulates, fine-tunes, or tests machines, devices, and equipment that operates primarily on 
the basis of electrical or electronic (not mechanical) principles. Drafting, Laying Out, and Specifying Technical Devices, 
Parts, and Equipment:    Provides documentation, detailed instructions, drawings, or specifications to tell others about 
how devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or 
used. Monitoring and Controlling Resources:    Monitors and controls resources and oversees the spending of money. 
Inspecting Equipment, Structures, or Material:    Inspects equipment, structures, or materials to maintain functional use 
and to identify the cause of errors, other problems, or defects.    Performs preventive maintenance on equipment, 
structures, and materials. Performing General Physical Activities:    Performs physical activities that require using and 
moving the whole body, such as climbing, lifting, balancing, walking, stooping, installing and handling of materials with 
reasonable accommodations as required. Operating Vehicles, Mechanized Devices, or Equipment:    Operates, 
maneuvers, navigates, or drives vehicles or mechanized equipment such as forklifts and passenger vehicles as required. 
Documenting/Recording Information:    Prepares a variety of records and reports such as attendance records, progress 
reports, and discipline reports.    Enters, transcribes, records, stores, or maintains information in written or electronic 
form. Performing Administrative Activities:    Performs day-to-day administrative tasks such as maintaining information 
files and processing paperwork. Estimating the Quantifiable Characteristics of Products, Events, or Information:    
Estimates sizes and quantities, and determines time, costs, resources, or materials needed to perform a work activity. 



 TN Job Classification Specifications  
September 22, 2020 

Thinking Creatively:    Develops and creates new methods of instruction, relationship building, systems, or products to 
address client needs. Analyzing Data or Information:    Interprets data to determine, develop, and identify individualized 
plans for clients.    Provides the necessary tools, materials, and activities for evaluation purposes. Provide Consultation 
and Advice to Others:    Provides guidance and expert advice to management or other groups on technical, systems, or 
process-related topics. Making Decisions and Solving Problems:    Recognizes and solves problems by developing a plan 
of action to identify the best resolution. Developing Objectives and Strategies:    Establishes long and short term 
objectives and specifies the strategies and actions to achieve them. Interpreting the Meaning of Information for Others:    
Translates or explains what information means and how it can be used. Updating and Using Relevant Knowledge:    
Keeps up-to-date on products, techniques, services, and industry standards while applying current knowledge relevant 
to the job. Scheduling Work and Activities:    Develops specific goals and plans to prioritize, organize, and accomplish 
work.    Schedules events, programs, and activities, as well as coordinates work with others. Interacting With Computers:    
Uses computers and computer systems to enter data or process information. Identifying Objects, Actions, and Events:    
Identifies information by categorizing, estimating, recognizing differences or similarities and detects and adapts to 
changes in circumstances or events. Communicating with Persons Outside Organization:    Communicates with persons 
outside the organization representing the organization to customers, the public, government, and other external 
sources; exchanges information in person, in writing, by telephone or by e-mail. Establishing and Maintaining 
Interpersonal Relationships:    Develops constructive and cooperative working relationships with others and maintains 
them over time. Communicating with Supervisors, Peers, or Subordinates:    Provides information to supervisors, co-
workers, and subordinates by telephone, in written form, e-mail, or in person.    Attends various staff and professional 
meetings. 
 
Competencies (KSA’s): 
Competencies:    Problem Solving    Organizing, Planning    Time Management    Action Oriented    Written 
Communications    Listening    Self-KnowledgeKnowledge:    Administration and Clerical                   Building Construction 
and Design                    Communication Techniques                   Computers and Electronics                    Customer and 
Personal Service    Education and Training                         Mathematics                   Mechanical                     Production and 
Processing                    Psychology Skills:    Active Learning and Listening                          Critical Thinking and Problem 
Solving                          Learning Strategies                    Mathematics                   Monitoring                     Reading 
Comprehension                        Speaking                        Writing                           Coordination                  Instructing                      
Negotiation and Persuasion                   Service Orientation                    Social Perceptiveness                 Maintenance, Repair 
and Troubleshooting                    Equipment Selection                  Monitoring and Controlling Operations    Judgment and 
Decision Making                        Management of Financial and Material Resources                    Time Management                 
Abilities:    Category Flexibility  -  Use different sets of rules for combining or grouping things in different ways    
Deductive and Inductive Reasoning                 Fluency of Ideas                        Mathematical Reasoning                        
Memorization                 Oral Comprehension and Expression                 Originality                      Problem Sensitivity                    
Selective Attention                    Time Sharing                  Written Comprehension and Expression                       Manual 
Dexterity                       Multilimb Coordination and Flexibility             Rate Control and Reaction Time                       Stamina    
Far, Near, and Peripheral Vision                        Recognition of Speech and Clarity 
 
Tools and Equipment Used: 
    Computer    Telephone    Multi-Functional Printer    Multi-Media Equipment    Electrical, Power, Hand, and Battery-
Operated Tools    General Hardware    Safety Equipment    Adaptive & Low-Vision Equipment (If Applicable)    Culinary 
Equipment (If Applicable)    Automotive Repair Equipment (If Applicable)    Motor Vehicle (If Applicable)Additional Trade-
Specific Equipment As Needed 
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073674 - WARDEN 4 
 
Agency:  Correction (32901) 
Edison Template Job Opening ID:  3734 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062920 - WAREHOUSE WORKER 
 
Agency:  General Services (32101) 
Edison Template Job Opening ID:  1798 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to one year of fulltime warehousing work. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some 
positions.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs unskilled and semiskilled warehouse work of routine difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class performs routine warehouse work 
including loading and unloading trucks, stocking warehouse, cleaning the warehouse, and semi-skilled warehousing 
work such as palletizing and operating a fork lift and other equipment. This class differs from that of Stores Clerk in that 
an incumbent of the latter is responsible for receiving items, keeping inventories, and may be in charge of a small 
storehouse or assist in the direction of a warehouse. 
 
Work Activities: 
1. Loads and unloads supplies, materials, and equipment from trucks; places items on pallets when necessary and stores 
them properly.2. Fills orders from warehouse stock and prepares them for delivery.3. Delivers supplies, materials, and 
equipment to appropriate locations; may pick up supplies, materials, and equipment from other agencies or vendors.4. 
Cleans warehouse including sweeping floors, picking up trash, and cleaning offices.5. Operates and utilizes a variety of 
tools and equipment including fork lifts, pallet jacks, two wheel dollies, pick-up trucks, and vans.6. May assist in checking 
incoming supplies against invoices, bills, or purchase orders to ensure the delivered items correspond to the actual 
order.7. May act as lead person occasionally on moving crew assignments and in other work. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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062910 - WATCHKEEPER 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  1787 
 
Minimum Qualifications: 
Education and Experience: None. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs watch keeping duties of routine difficulty in safeguarding a building 
or group of buildings against loss or damage; and performs related work as required.Distinguishing Features: An 
employee in this class makes routine security and maintenance checks of buildings and grounds and reports any unusual 
conditions to the proper authority. This class differs from those in security and related series in that incumbents of those 
classes have security public contact, and other responsibilities of greater scope and responsibility. 
 
Work Activities: 
1. Makes periodic rounds of buildings and grounds; locks and unlocks doors; checks windows, doors, and gates to 
determine if they are properly secured; punches clock hourly.2. Watches for prowlers, fire, or any other danger of loss 
or damage to property; reports any unusual condition to the proper authority.3. Directs visitors to proper offices; allows 
only authorized personnel in after working hours; records shift activity in log.4. Makes rounds of garages and parking 
lots to see if vehicles have proper stickers. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Comm on Aging and Disability (31602) 
Edison Template Job Opening ID:  5172 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5173 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  5174 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  5175 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Education (33101) 
Edison Template Job Opening ID:  5176 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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076122 - WEB ADMINISTRATOR 
 
Agency:  Transportation (40100) 
Edison Template Job Opening ID:  5177 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a Bachelor's Degree and two years 
of experience: (1) leading the design of web site and the monitoring of web site usage; or (2) designing, developing and 
maintaining web site content. Substitution of a Specific Associates Degree for the Required Bachelor's degree: An 
associate's degree in business data processing (e.g., business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor's degree. 
Substitution of Education for Experience: Any graduate coursework in Information Technology may substitute for the 
required experience on a year-for-year basis to a maximum substitution of one year. (e.g., 36 graduate quarter hours in 
Information Systems or Web Administration may substitute for one year of the required experience). Substitution of 
Experience for Education: Qualifying full-time experience in one of the following areas may substitute for the required 
education on a year-for-year basis to a maximum of four years: (1) leading the design of web site and the monitoring of 
web site usage; or (2) designing, developing and maintaining web site content. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience,100%, for Preferred Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for designing and maintaining web site content. Distinguishing 
Features: This is the senior working class in web administrator job series. An employee in this class independently 
designs, develops or modifies web site content or leads a project team in the design, development or modification of 
web site content to assist the agency in communicating via the web. Work may also involve the preparation of training 
materials which orient personnel who operate and use the web site and web designing tools.  This class differs from the 
Content Designer in that an incumbent of the latter designs or modifies web sites with general direction and is lead in 
web site development activities. 
 
Work Activities: 
Processing Information:  Designs website using information architecture best practices and appropriate design tools. 
Codes dynamic content for web sites to meet the project goals and customer needs.Thinking Creatively: Creates new 
templates and framework for designs of all new websites for presentation to customers. Develops, creates and edits 
graphics and photos for inclusion in website designs.Estimating the Quantifiable Characteristics of Products, Events, or 
Information:  Estimates work effort needed to complete projects including time, materials, services and cost to be share 
with customer. Determines time, material, and resources for an assigned task or project.Training and Teaching Others:  
Conducts training in departmental policies, procedures, and processes for internal and external customers. Provides 
specific user and technical training to new employees and other subordinates within the department. Monitors activity 
and progress of others to ensure that standards and best practices are being met.Making Decisions and Solving 
Problems:  Troubleshoots and solves web site issues in a timely manner. Selects and obtains graphical web assets from 
internal and external sources.Organizing, Planning, and Prioritizing Work:  Develops and follows a project plan based on 
project requirements.Communicating with Persons Outside Organization:  Communicates with outside organizations, 
and ensures that all information is passed to supervisors, peers, and others in a way that is easy to understand and 
follow.Updating and Using Relevant Knowledge:  Keeps up with emerging website technologies and standards. 
Maintains up to date knowledge of current information systems technology.Developing Objectives and Strategies:  
Establishes agency goals for web site development and maintenance based on the agency's Web Strategy. Assists 
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agency with developing website design and publishing policies. Assists agency communication leaders in developing 
tactics and strategies to enhance website user experience.Coordinating the Work and Activities of Others:  Coordinates 
work for others in a way that allows for equal distribution of assignments, while making sure that projects are 
completed in a timely manner. Adjusts work load of others in response to changes in project requirements and 
deadlines. Conducts coordination meetings with assigned subordinates as needed to facilitate workload 
management.Communicating with Supervisors, Peers, or Subordinates:  Interprets and communicates written and oral 
instructions from others as well as make decisions based on information regarding Web updates and content.Inspecting 
Equipment, Structures, or Material:  Reviews website changes with content owners for accuracy and totality prior to 
publication.Evaluating Information to Determine Compliance with Standards:  Leads the efforts to proof submitted 
content for compliance with department's content strategy. Confirms content authors are conforming to best practices 
by evaluating all content. Ensures that State and Agency policies are followed on all web content. Evaluates that all web 
site functionality and content is in compliance with ADA standards.Interpreting the Meaning of Information for Others: 
Reads and interprets state technology policies in order to communicate the meaning of them and lead others in this 
effort. Interprets the meaning of technical information for business users.Interacting With Computers:  Uses State 
approved web content tools to update web sites. Uses computer systems to enter data and utilize email and office 
productivity tools.Monitor Processes, Materials, or Surroundings:  Proactively monitors site usage and makes 
recommendations to customers. Verifies content adheres to agency's intended publishing purpose. Proactively reviews 
web content to ensure the information is current and relevant. Monitors change logs and updates to sites to ensure 
accuracy and adherence to guidelines.Getting Information:  Receives website modification requests from internal and 
external customers. Interviews customers and gathers requirements for new projects. Reviews web site statistics and 
usage data for reporting purposes. 
 
Competencies (KSA’s): 
Competencies:   Problem Solving Action Oriented Creativity Technical Competency Learning on the Fly Written 
Communications Listening Customer Focus Decision Quality Technical Learning Time Management Comfort around 
Higher Management                                           Knowledge: Knowledge of web communication best practices Knowledge of 
software used in web design Knowledge of graphic arts Knowledge of website design and techniques Knowledge of 
social media concepts Knowledge of web Application Programming Interfaces Knowledge of web programming 
languages Knowledge of customer and personal service Knowledge of ADA website design standards                                             
Skills: Active Learning Active Listening Critical Thinking Monitor Website Usage Writing Web Content Comfortable 
working in a team environment Instructing Others Social Perceptiveness Complex Problem Solving Analyzing 
requirements to create web design Web Programming Graphical Web Design User Interface Design Evaluating quality 
and performance of websites Troubleshooting web issues Judgment and Decision Making Management of Personnel 
Resources Time ManagementAbilities: Deductive & Inductive Reasoning Fluency of Ideas Written Expression Information 
Ordering Visualization Written Comprehension Problem Sensitivity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Mobile Devices Projector/AV Equipment 
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075539 - WEBSITE DEVELOPER 2 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5116 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional work in one or a combination of the following: 1) Web site design or 
management, 2) computer programming, or 3) graphic design.Substitution of Experience for Education: Qualifying 
professional experience in one or a combination of the following areas may substitute for the required education, on a 
year for year basis, to a maximum of four years: 1) Web site design or management, 2) computer programming, or 3) 
graphic design (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education).ORGraduation from an accredited college or university 
with an associate's degree in one of the following: 1) Web site design or management, 2) computer programming, or 3) 
graphic design and experience equivalent to two years of professional work in one or a combination of the following: 1) 
Web site design or management, 2) computer programming, or 3) graphic design.ORPossession of a certificate 
(equivalent to 45 quarter hours) in Web site design or Web site management from an accredited technical or 
community college and experience equivalent to two years of professional work in one or a combination of the 
following: 1) Web site design or management, 2) computer programming, or 3) graphic design.Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Web site development work of considerable 
difficulty involving the overall project management for Intranet/Internet Web sites; and performs related work as 
required.Distinguishing Features: This is the lead or advanced working level class in the Website Developer series. An 
employee in this class either leads others in designing and developing pages and special projects for the Web site, or 
develops the department's Web site including some Web-based applications programming. This class differs from a Web 
site Developer 1 in that an incumbent of the latter performs at the working level creating web pages for an agency. 
 
Work Activities: 
1. Programs DHTML or other dynamic markup languages for Web sites; selects colors, formats, file types, and other 
properties for the Web site; sequences content such as drop-down menus, interactive web applications, and multimedia 
in a logical format; writes DHTML code using State-approved scripting languages and other web page development 
tools; views web pages for errors, screen size and resolution, fonts, and browser compatibility; verifies links work 
properly by navigating the web page in a test environment; tests Web sites that use dynamic scripting languages to 
verify they interact properly with pages that use State-approved server-side programming languages; corrects DHTML 
code based on observations during testing.2. Develops graphics and multimedia content such as icons, logos, and 
streaming video and audio using multimedia editing software; selects the types of multimedia to be utilized in the web 
page based on the goals for overall site design; obtains pictures, video, audio, or logos from clients, Internet, or graphics 
designers in accordance with federal copyright laws and State guidelines; edits video, audio, and other images based on 
frame rates, bandwidth, codec's, file compression, streaming/non-streaming formats, image quality, and other related 
factors; formats multimedia and file sizes based on user connection speed and bandwidth limitations.3. Plans options 
for the proposed Web sites which will meet client specifications; identifies the end user, goals, purpose, and site 
requirements; searches comparable and existing Web sites for alternate ways of presenting information; proposes the 
best methods for web page layout and design to the client; educates the customer about Internet operations, State web 
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page guidelines, and costs of proposal implementation; reads trade publications and attends web development software 
and hardware demos to keep abreast of emerging Web site technologies.4. Edits Web sites; adds and deletes content; 
checks for broken links and proper Web site operation; requests information regarding content changes from client; 
changes DHTML code based on observations during maintenance check and security updates; corrects errors in script 
execution that may have developed since release; provides Web site support to users by responding to public, client, 
and user inquiries regarding problems.5. May install Web sites to Web servers utilizing State and industry standard 
security measures; obtains appropriate authorization for implementation of State Internet Web sites; transfers the files 
using data transfer methods; verifies installation is successful by accessing and navigating the site on the server; verifies 
there are no security breaches; informs management when site is fully operational.6. May supervise staff involved in 
maintaining Web sites; interviews prospective employees; develops subordinates' job plans and responsibilities that 
detail exceptional performance; sets goals for the work unit and advises staff on job processes; reviews subordinate's 
work for accuracy and provides feedback about performance to identify and correct weaknesses and to reinforce 
strengths; implements all State policy and architecture requirements for Web sites including hardware and software 
standards. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075539 - WEBSITE DEVELOPER 2 
 
Agency:  Military (34101) 
Edison Template Job Opening ID:  5117 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional work in one or a combination of the following: 1) Web site design or 
management, 2) computer programming, or 3) graphic design.Substitution of Experience for Education: Qualifying 
professional experience in one or a combination of the following areas may substitute for the required education, on a 
year for year basis, to a maximum of four years: 1) Web site design or management, 2) computer programming, or 3) 
graphic design (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education).ORGraduation from an accredited college or university 
with an associate's degree in one of the following: 1) Web site design or management, 2) computer programming, or 3) 
graphic design and experience equivalent to two years of professional work in one or a combination of the following: 1) 
Web site design or management, 2) computer programming, or 3) graphic design.ORPossession of a certificate 
(equivalent to 45 quarter hours) in Web site design or Web site management from an accredited technical or 
community college and experience equivalent to two years of professional work in one or a combination of the 
following: 1) Web site design or management, 2) computer programming, or 3) graphic design.Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Web site development work of considerable 
difficulty involving the overall project management for Intranet/Internet Web sites; and performs related work as 
required.Distinguishing Features: This is the lead or advanced working level class in the Website Developer series. An 
employee in this class either leads others in designing and developing pages and special projects for the Web site, or 
develops the department's Web site including some Web-based applications programming. This class differs from a Web 
site Developer 1 in that an incumbent of the latter performs at the working level creating web pages for an agency. 
 
Work Activities: 
1. Programs DHTML or other dynamic markup languages for Web sites; selects colors, formats, file types, and other 
properties for the Web site; sequences content such as drop-down menus, interactive web applications, and multimedia 
in a logical format; writes DHTML code using State-approved scripting languages and other web page development 
tools; views web pages for errors, screen size and resolution, fonts, and browser compatibility; verifies links work 
properly by navigating the web page in a test environment; tests Web sites that use dynamic scripting languages to 
verify they interact properly with pages that use State-approved server-side programming languages; corrects DHTML 
code based on observations during testing.2. Develops graphics and multimedia content such as icons, logos, and 
streaming video and audio using multimedia editing software; selects the types of multimedia to be utilized in the web 
page based on the goals for overall site design; obtains pictures, video, audio, or logos from clients, Internet, or graphics 
designers in accordance with federal copyright laws and State guidelines; edits video, audio, and other images based on 
frame rates, bandwidth, codec's, file compression, streaming/non-streaming formats, image quality, and other related 
factors; formats multimedia and file sizes based on user connection speed and bandwidth limitations.3. Plans options 
for the proposed Web sites which will meet client specifications; identifies the end user, goals, purpose, and site 
requirements; searches comparable and existing Web sites for alternate ways of presenting information; proposes the 
best methods for web page layout and design to the client; educates the customer about Internet operations, State web 
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page guidelines, and costs of proposal implementation; reads trade publications and attends web development software 
and hardware demos to keep abreast of emerging Web site technologies.4. Edits Web sites; adds and deletes content; 
checks for broken links and proper Web site operation; requests information regarding content changes from client; 
changes DHTML code based on observations during maintenance check and security updates; corrects errors in script 
execution that may have developed since release; provides Web site support to users by responding to public, client, 
and user inquiries regarding problems.5. May install Web sites to Web servers utilizing State and industry standard 
security measures; obtains appropriate authorization for implementation of State Internet Web sites; transfers the files 
using data transfer methods; verifies installation is successful by accessing and navigating the site on the server; verifies 
there are no security breaches; informs management when site is fully operational.6. May supervise staff involved in 
maintaining Web sites; interviews prospective employees; develops subordinates' job plans and responsibilities that 
detail exceptional performance; sets goals for the work unit and advises staff on job processes; reviews subordinate's 
work for accuracy and provides feedback about performance to identify and correct weaknesses and to reinforce 
strengths; implements all State policy and architecture requirements for Web sites including hardware and software 
standards. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075539 - WEBSITE DEVELOPER 2 
 
Agency:  DIDD (34401) 
Edison Template Job Opening ID:  5118 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of professional work in one or a combination of the following: 1) Web site design or 
management, 2) computer programming, or 3) graphic design.Substitution of Experience for Education: Qualifying 
professional experience in one or a combination of the following areas may substitute for the required education, on a 
year for year basis, to a maximum of four years: 1) Web site design or management, 2) computer programming, or 3) 
graphic design (e.g., experience equivalent to one year of full-time work in one or a combination of the above listed 
fields may substitute for one year of the required education).ORGraduation from an accredited college or university 
with an associate's degree in one of the following: 1) Web site design or management, 2) computer programming, or 3) 
graphic design and experience equivalent to two years of professional work in one or a combination of the following: 1) 
Web site design or management, 2) computer programming, or 3) graphic design.ORPossession of a certificate 
(equivalent to 45 quarter hours) in Web site design or Web site management from an accredited technical or 
community college and experience equivalent to two years of professional work in one or a combination of the 
following: 1) Web site design or management, 2) computer programming, or 3) graphic design.Note: A transcript is 
required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination 
Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional Web site development work of considerable 
difficulty involving the overall project management for Intranet/Internet Web sites; and performs related work as 
required.Distinguishing Features: This is the lead or advanced working level class in the Website Developer series. An 
employee in this class either leads others in designing and developing pages and special projects for the Web site, or 
develops the department's Web site including some Web-based applications programming. This class differs from a Web 
site Developer 1 in that an incumbent of the latter performs at the working level creating web pages for an agency. 
 
Work Activities: 
1. Programs DHTML or other dynamic markup languages for Web sites; selects colors, formats, file types, and other 
properties for the Web site; sequences content such as drop-down menus, interactive web applications, and multimedia 
in a logical format; writes DHTML code using State-approved scripting languages and other web page development 
tools; views web pages for errors, screen size and resolution, fonts, and browser compatibility; verifies links work 
properly by navigating the web page in a test environment; tests Web sites that use dynamic scripting languages to 
verify they interact properly with pages that use State-approved server-side programming languages; corrects DHTML 
code based on observations during testing.2. Develops graphics and multimedia content such as icons, logos, and 
streaming video and audio using multimedia editing software; selects the types of multimedia to be utilized in the web 
page based on the goals for overall site design; obtains pictures, video, audio, or logos from clients, Internet, or graphics 
designers in accordance with federal copyright laws and State guidelines; edits video, audio, and other images based on 
frame rates, bandwidth, codec's, file compression, streaming/non-streaming formats, image quality, and other related 
factors; formats multimedia and file sizes based on user connection speed and bandwidth limitations.3. Plans options 
for the proposed Web sites which will meet client specifications; identifies the end user, goals, purpose, and site 
requirements; searches comparable and existing Web sites for alternate ways of presenting information; proposes the 
best methods for web page layout and design to the client; educates the customer about Internet operations, State web 
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page guidelines, and costs of proposal implementation; reads trade publications and attends web development software 
and hardware demos to keep abreast of emerging Web site technologies.4. Edits Web sites; adds and deletes content; 
checks for broken links and proper Web site operation; requests information regarding content changes from client; 
changes DHTML code based on observations during maintenance check and security updates; corrects errors in script 
execution that may have developed since release; provides Web site support to users by responding to public, client, 
and user inquiries regarding problems.5. May install Web sites to Web servers utilizing State and industry standard 
security measures; obtains appropriate authorization for implementation of State Internet Web sites; transfers the files 
using data transfer methods; verifies installation is successful by accessing and navigating the site on the server; verifies 
there are no security breaches; informs management when site is fully operational.6. May supervise staff involved in 
maintaining Web sites; interviews prospective employees; develops subordinates' job plans and responsibilities that 
detail exceptional performance; sets goals for the work unit and advises staff on job processes; reviews subordinate's 
work for accuracy and provides feedback about performance to identify and correct weaknesses and to reinforce 
strengths; implements all State policy and architecture requirements for Web sites including hardware and software 
standards. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032493 - WEIGHTS & MEASURES ADMIN 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1655 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
substantial (five or more years of) increasingly responsible full-time farming or related agricultural work; qualifying full-
time farming or related agricultural experience may be substituted for the required education on a year-for-year basis; 
additional coursework at an accredited college or university in an agricultural science, business administration, or other 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of four years. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100%, for Career Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for agricultural marketing standards administrative work of average 
difficulty; and performs related work as required.Distinguishing Features: The incumbent of this class supervises a staff 
in the enforcement of laws, regulations, and standards related to weights and measures and to the manufacturing 
and/or marketing of feed, seed, and fertilizer. This class reports to and differs from Agricultural Quality and Standards 
Director in that the incumbent of the latter performs work of greater scope and complexity. 
 
Work Activities: 
1. Assists in planning, coordinating, and directing the statewide enforcement of laws, regulations, and standards related 
to weights and measures and to the manufacturing and/or marketing of feed, seed, and fertilizer.2. Assigns, trains, 
supervises, and evaluates subordinate staff; makes recommendations on personnel actions such as employment, 
promotion, demotion, transfer and retention.3. Supervises and participates in the preparation and maintenance of a 
variety of records and reports.4. Makes regular contact with the general public, persons in other departments and 
divisions, and outside organizations in explaining program policy and procedure and the necessary enforcement of 
pertinent laws, rules, and regulations.5. Gives guidance and advice to staff on technical matters of work and where 
more difficult problems in inspection and enforcement are extant. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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032492 - WEIGHTS & MEASURES INSPECTOR 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1654 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree. Substitution of 
Experience for Education: Experience assuring that fuel meters are properly monitored, or assuring any product, related 
scale, meter, associated equipment, or other feature of a commercial establishment complies with governmental 
regulations or design standards may be substituted for the required education, on a year for year basis, to a maximum 
of four years. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license is required for employment. A Class B Commercial 
Driver’s License may be required for employment in some positions. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for weighing and measuring inspection work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class performs varied 
assignments in the sampling and testing of petroleum products; or inspection of weighing and measuring devices in the 
following areas: commercially used large capacity scales, bulk fuel meters, propane meters, petroleum terminal 
metering systems, grain moisture meters, small capacity scales, precision flask volume testing, petroleum dispensers 
and commodity weight, measure, count, labeling, and price verification systems. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Visually inspects device(s) to determine suitability for its intended use.    
Conducts inspection of devices to ensure safety and functionality, appropriate operation of use.    Tests devices to 
ensure they meet specifications, tolerances and other technical requirements as mandated by law.    Inspects 
commodities for accuracy of net weight measure, count and labeling at establishments such as grocery stores and 
agricultural establishments to ensure that they are in compliance with State/Federal regulations.    Inspects price 
verification systems to ensure agreement between posted price of commodities and the prices charged to the 
consumer.Operating Vehicles, Mechanized Devices, or Equipment:    Drives truck with 60,000 lb. gross vehicle weight.    
Operates truck-mounted weight equipment (e.g., hydraulic trolley and crane system, motorized weight cart).    Operates 
heavy duty pick-up trucks pulling trailer-mounted testing equipment (e.g., propane, fuel, terminal). Getting Information:    
Gathers, verifies and updates establishment information/data using predetermined checklist.    Gets product 
information by looking for bill of lading, drop tickets, inventory receipts, or blenders to determine responsible party.    
Checks State/Federal requirements for license or permits for validity.    Gathers information (e.g., quantity of items, 
number of check-out lanes) about inventory eligible for inspection to determine number of tests and size of 
sample.Communicating with Persons Outside Organization:    Represents the Department in a professional manner with 
news media with regard to weights and measures topics (e.g., fuel prices, fuel quality, price scanner accuracy).    
Conducts weights and measures presentations for various organizations (e.g., clients, schools, 4-H) to educate on 
services, regulations and related topics.    Interacts daily with clients, consumers and others in a professional, 
knowledgeable, and courteous manner.Organizing, Planning, and Prioritizing Work:    Contacts establishments to be 
inspected and schedules inspection date, time, potential additional personnel and equipment.    Organizes weekly 
workload by determining most efficient work plan based on number of inspection, locations, length of inspection time, 
establishment's history, environmental factors.    Completes weekly summary and projected itinerary and submits to 
regional and central office.Analyzing Data or Information:    Analyzes data gathered regarding inventory to determine 
number of tests conducted and samples size.    Calculates gross and net volume based on affective temperature, density 
and specific gravity of product, and expansion of steel.     Analyzes results to determine compliance 
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calculations.Updating and Using Relevant Knowledge:    Keeps current protocol manuals (e.g., inspection, sample, meter) 
convenient and be familiar with the contents.    Places updates in protocol manuals as received from central office.    
Attends scheduled trainings (e.g., safety, device updates) and staff meetings.    Applies established safety protocols in 
performance of duties by wearing safety equipment (e.g., hard hat, safety glasses, steel toe shoes).Performing General 
Physical Activities:    Performs strenuous physical activities (e.g., lifting 60-100 lbs., carrying heavy items for a moderate 
distance, walking, climbing ladders, climbing steps, stooping) often in adverse conditions such as extreme heat, cold, ice, 
slick surfaces, fire retardant clothing, gloves for extended periods of time.Repairing and Maintaining Mechanical 
Equipment:    Performs maintenance on inspection equipment by replacing parts such as bearings, hydraulic hoses, 
valves to ensure equipment is in proper operating order.    Conducts pressure tests on lines, pumps, vessels, gauges on 
inspection equipment to ensure safety and accuracy of testing equipment.    Calibrates check weighing scales prior to 
use as mandated by manufacturer's instructions to ensure accuracy of inspection results. Ensures thermal probes are 
accurately calibrated.Documenting/Recording Information:    Accurately and completely documents the results of 
inspections using appropriate forms (e.g., chain of custody, sample forms, stop sale, rejection, receipts) to support 
decisions made based on results if challenged and for programmatic use in year-end statistical analysis.    Maintains 
daily, weekly and bi-monthly activity logs to document work activities (e.g., time and mileage accountability, inspection 
activity codes, location) used for communication with supervisor/central office and verify inspection 
activities.Interpreting the Meaning of Information for Others:    Explains to clients the step-by-step inspection tests 
including why/how test is being conducted and the meaning/consequences of the results.    Interprets and 
communicates State policies, laws and regulations to educate clients on compliance and non-compliance issues.Making 
Decisions and Solving Problems:    Identifies and communicates to client the non-compliance issue and possible ways to 
resolve the issue.    Determines if client's equipment is compatible with State's testing equipment and meets safety 
requirements (e.g., correct voltage, electrical hook-ups, product fill-in fittings) through visual inspection and 
consultation with electrician.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains 
positive relationships with retailers by interacting in a professional, customer-focused manner through repetitive 
contact.    Establishes and maintains effective working relationships with peers and management by fostering 
cooperation, sharing of ideas, and open/honest communication.Evaluating Information to Determine Compliance with 
Standards:    Compares processed inspection data to State law requirements to determine compliance and appropriate 
action to be taken (e.g., rejected, notice of violation, stop sale, removed from service, approved).Processing 
Information:    Records inspection results manually on appropriate inspection forms and spreadsheets including the 
compilation of data collected, organization of data and statistical calculations.Provide Consultation to Others:    Provides 
technical consultation to client management regarding installation, operation, suitability of weights and measures 
devices through direct consultation. 
 
Competencies (KSA’s): 
Competencies:    Functional/Technical Competency    Technical Learning    Informing    Priority Setting    Time 
Management    Standing Alone    Composure    Customer Focus    Ethics and Values    Integrity and TrustKnowledge:    
Clerical    Customer and Personal Service    Mathematics    Mechanical    PhysicsSkills:    Active Learning    Critical Thinking    
Mathematics    Monitoring    Reading Comprehension    Science-Physics    Writing    Coordination    Social Perceptiveness    
Equipment Maintenance    Equipment Selection    Operation and Control    Operation Monitoring    Quality Control 
Analysis    Repairing    Troubleshooting    Systems Analysis    Management of Material Resources    Time 
ManagementAbilities:    Category Flexibility    Information Ordering    Mathematical Reasoning    Number Facility    Oral 
Comprehension    Oral Expression    Selective Attention    Spatial Orientation    Time Sharing    Written Comprehension    
Arm-Hand Steadiness    Control Precision    Finger Dexterity    Manual Dexterity    Multi-limb Coordination    Rate Control    
Dynamic Strength    Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Static Strength    Trunk 
Strength    Depth Perception    Far Vision    Glare Sensitivity    Near Vision    Night Vision    Peripheral Vision    Sound 
Localization    Speech Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    Hydraulic Trolley and Crane System    Motorized Weight Car 
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032495 - WEIGHTS & MEASURES REGNL SUPV 
 
Agency:  Agriculture (32501) 
Edison Template Job Opening ID:  1664 
 
Minimum Qualifications: 
"Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of experience assuring that fuel meters are properly monitored, or assuring any product, related scale, meter, 
associated equipment, or other feature of a commercial establishment complies with governmental regulations or 
design standards. Substitution of Experience for Education: Experience assuring that fuel meters are properly 
monitored, or assuring any product, related scale, meter, associated equipment, or other feature of a commercial 
establishment complies with governmental regulations or design standards may be substituted for the required 
education, on a year for year basis, to a maximum of four years. OR Two years of full-time experience as a Weights and 
Measures Inspector with the State of Tennessee." 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator’s license is required for employment. A Class B Commercial 
Driver’s License may be required for employment in some positions. Examination Method: Education and Experience, 
100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for weighing and measuring inspection work of considerable 
difficulty; and performs related work as required. Distinguishing Features: This is the working-supervisory class in the 
Weights and Measures sub-series. An employee in this class supervises and performs weights and measures inspection 
duties including determining and enforcing compliance with state laws and regulations in the following areas: 
commodity weight, measure, count and labeling, price verification systems, petroleum dispensers and petroleum 
quality, grain moisture meters, and scales. This class differs from Weights and Measures Inspector in that an incumbent 
of the latter does not supervise. An incumbent of this class reports to the Weights and Measures Administrator. 
 
Work Activities: 
Inspecting Equipment, Structures, or Material:    Visually inspects device(s) to determine suitability for its intended use.    
Conducts inspection of devices to ensure safety and functionality, appropriate operation of use.    Tests devices to 
ensure they meet specifications, tolerances and other technical requirements as mandated by law.    Inspects 
commodities for accuracy of net weight measure, count and labeling at establishments such as grocery stores and 
agricultural establishments to ensure that they are in compliance with State/Federal regulations.    Inspects price 
verification systems to ensure agreement between posted price of commodities and the prices charged to the 
consumer.    Conducts complex specialized inspections (e.g., belt scales, mass flow meters, rail scales) to ensure they 
meet specifications, tolerances and other technical requirements as mandated by law.Analyzing Data or Information:    
Analyzes data gathered regarding inventory to determine number of tests conducted and samples size.    Calculates 
gross and net volume based on affective temperature, density and specific gravity of product, and expansion of steel.     
Analyzes results to determine compliance calculations.    Reviews collective data provided by subordinate inspectors to 
detect regional trends.    Performs inspection analysis on unusual complaints (e.g., mulch, firewood, concrete) that do 
not have well-defined methodology.Making Decisions and Solving Problems:    Identifies and communicates to client the 
non-compliance issue and possible ways to resolve the issue.    Determines if client's equipment is compatible with 
State's testing equipment and meets safety requirements (e.g., correct voltage, electrical hook-ups, product fill-in 
fittings) through visual inspection and consultation with electrician.    Reviews complaints and unusual request 
information and determines appropriate course of action needed including staffing assignment, equipment, and time 
frame.    Participates in hiring selection process by interviewing applicants, reviewing applicant work history, checking 
work references and recommends a candidate.Communicating with Persons Outside Organization:    Represents the 
Department in a professional manner with news media with regard to weights and measures topics (e.g., fuel prices, 
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fuel quality, price scanner accuracy).    Conducts weights and measures presentations for various organizations (e.g., 
clients, schools, 4-H) to educate on services, regulations and related topics.    Interacts daily with clients, consumers and 
others in a professional, knowledgeable, and courteous manner.Training and Teaching Others:    Obtains training 
certification to instruct others in current inspection procedures (e.g., petroleum quality, fuel dispensers, weighing and 
measuring devices).    Prepares for training activity by scheduling meeting location, time and length and attendees, 
gathering materials and equipment.    Conducts inspection training by making presentation, disseminating materials, 
performing demonstration on proper inspection procedures.Guiding, Directing, and Motivating Subordinates:    Receives 
and reviews projected itinerary to determine efficiency and make recommendations for change.    Monitors workload of 
subordinates and makes adjustments to their schedule to ensure all types of inspections and requirements are 
completed by established deadlines.    Sets performance standards for employees by developing performance plans and 
evaluating performance annually.    Provides problem solving guidance to employees when judgment on complex 
situations is needed.    Conducts periodic inspection audits on employees' work by physically going on-site inspections 
with the inspectors to monitor work abilities and ensure equipment is properly maintained.    Disseminates and 
interprets important information and division goals (e.g., new policies, regulations, protocols) via e-mail, phone, and in-
person meetings.    Receives information (e.g., chronic compliance issue, new method of sale, industry trends of 
potential non-compliance) from subordinates and determines appropriate course of action (e.g., notifies central office, 
guides employee on solution, handles it personally).Evaluating Information to Determine Compliance with Standards:    
Compares processed inspection data to State law requirements to determine compliance and appropriate action to be 
taken (e.g., rejected, notice of violation, stop sale, removed from service, approved).Getting Information:    Gathers, 
verifies and updates establishment information/data using predetermined checklist.    Gets product information by 
looking for bill of lading, drop tickets, inventory receipts, or blenders to determine responsible party.    Checks 
State/Federal requirements for license or permits for validity.    Gathers information (e.g., quantity of items, number of 
check-out lanes) about inventory eligible for inspection to determine number of tests and size of sample.Organizing, 
Planning, and Prioritizing Work:    Contacts establishments to be inspected and schedules inspection date, time, 
potential additional personnel and equipment.    Organizes weekly workload by determining most efficient work plan 
based on number of inspection, locations, length of inspection time, establishment's history, environmental factors.    
Completes weekly summary and projected itinerary and submits to regional and central office.Updating and Using 
Relevant Knowledge:    Keeps current protocol manuals (e.g., inspection, sample, meter) convenient and be familiar with 
the contents.    Places updates in protocol manuals as received from central office.    Attends scheduled trainings (e.g., 
safety, device updates) and staff meetings.    Applies established safety protocols in performance of duties by wearing 
safety equipment (e.g., hard hat, safety glasses, steel toe shoes).Provide Consultation to Others:    Provides technical 
consultation to client management regarding installation, operation, suitability of weights and measures devices 
through direct consultation.    Provides input on technical specifications regarding equipment purchase (e.g., large scale 
trucks, provers, check weigh scales).    Provides guidance to industry regarding the Department's expectations and 
inspection procedures.Processing Information:    Records inspection results manually on appropriate inspection forms 
and spreadsheets including the compilation of data collected, organization of data and statistical 
calculations.Performing General Physical Activities:    Performs strenuous physical activities (e.g., lifting 60-100 lbs., 
carrying heavy items for a moderate distance, walking, climbing ladders, climbing steps, stooping) often in adverse 
conditions such as extreme heat, cold, ice, slick surfaces, fire retardant clothing, and gloves for extended periods of 
time.Repairing and Maintaining Mechanical Equipment:    Performs maintenance on inspection equipment by replacing 
parts such as bearings, hydraulic hoses, and valves to ensure equipment is in proper operating order.    Conducts 
pressure tests on lines, pumps, vessels, gauges on inspection equipment to ensure safety and accuracy of testing 
equipment.    Calibrates check weighing scales prior to use as mandated by manufacturer's instructions to ensure 
accuracy of inspection results. Ensures thermal probes are accurately calibrated.Documenting/Recording Information:    
Accurately and completely documents the results of inspections using appropriate forms (e.g., chain of custody, sample 
forms, stop sale, rejection, receipts) to support decisions made based on results if challenged and for programmatic use 
in year-end statistical analysis.    Maintains daily, weekly and bi-monthly activity logs to document work activities (e.g., 
time and mileage accountability, inspection activity codes, location) used for communication with supervisor/central 
office and verify inspection activities.Establishing and Maintaining Interpersonal Relationships:    Develops and maintains 
positive relationships with retailers by interacting in a professional, customer-focused manner through repetitive 
contact.    Establishes and maintains effective working relationships with peers and management by fostering 
cooperation, sharing of ideas, and open/honest communication.Operating Vehicles, Mechanized Devices, or Equipment:    
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Drives truck with 60,000 lb. gross vehicle weight.    Operates truck-mounted weight equipment (e.g., hydraulic trolley 
and crane system, motorized weight cart).    Operates heavy duty pick-up trucks pulling trailer-mounted testing 
equipment (e.g., propane, fuel, terminal).Interpreting the Meaning of Information for Others:    Explains to clients the 
step-by-step inspection tests including why/how test is being conducted and the meaning/consequences of the results.    
Interprets and communicates State policies, laws and regulations to educate clients on compliance and non-compliance 
issues. 
 
Competencies (KSA’s): 
Competencies:    Decision Quality    Intellectual Horsepower    Problem Solving    Directing Others    Priority Setting    
Time Management    Action Oriented    Customer Focus    Ethics and Values    Integrity and TrustKnowledge:    
Administration and Management    Clerical    Customer and Personal Service    Law and Government    Mathematics    
Mechanical    PhysicsSkills:    Active Learning    Active Listening    Critical Thinking    Mathematics    Monitoring    Reading 
Comprehension    Science-Physics    Writing    Coordination    Instructing    Persuasion    Social Perceptiveness    
Equipment Maintenance    Equipment Selection    Operation and Control    Operation Monitoring    Quality Control 
Analysis    Repairing    Troubleshooting    Systems Analysis    Management of Material Resources    Management of 
Personnel Resources    Time ManagementAbilities:    Category Flexibility    Deductive Reasoning    Inductive Reasoning    
Information Ordering    Mathematical Reasoning    Number Facility    Oral Comprehension    Oral Expression    Selective 
Attention    Spatial Orientation    Time Sharing    Written Comprehension    Written Expression    Arm-Hand Steadiness    
Control Precision    Finger Dexterity    Manual Dexterity    Multi-limb Coordination    Rate Control    Dynamic Strength    
Extent Flexibility    Gross Body Coordination    Gross Body Equilibrium    Static Strength    Trunk Strength    Depth 
Perception    Far Vision    Glare Sensitivity    Near Vision    Night Vision    Peripheral Vision    Sound Localization    Speech 
Clarity    Speech Recognition    Visual Color Discrimination 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Calculator    Hydraulic Trolley and Crane System    Motorized Weight Car 
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006181 - WELCOME CENTER ASSISTANT 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2705 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
one year of full-time public contact work; qualifying full-time experience may be substituted for the required education 
on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Non-Competitive Selection for Career Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs welcome center public contact work of routine difficulty; and 
performs related work as required.Distinguishing Features: This is the entry-working class in the Welcome Center sub-
series. An employee in this class performs varied duties in the operation of welcome centers and provides informational 
services to tourists. This class differs from that of Welcome Center Manager in that an incumbent of the latter is 
responsible for supervising the operation of a welcome center and subordinate center staff. 
 
Work Activities: 
1. Greets tourists with maps, brochures, and information on Tennessee points of interest, routes, road conditions, and 
accommodations.2. Maintains guest register and sends reports of the number of visitors to the central office.3. Assists 
tourists in securing accommodations through the hotel/motel/campground reservation system; maintains record of calls 
and reservations made.4. Keeps restrooms supplied and checks cleanliness and sanitation.5. Maintains an ample supply 
of material to be distributed, and checks the inventory periodically.6. Makes simple monthly reports of the visiting 
vehicle count per Street-O-Meter.7. May attend travel shows to promote tourism by distributing maps, brochures, and 
information on Tennessee points of interest, routes, and accommodations.8. May assume duties of Welcome Center 
Manager as needed.9. May provide first aid treatment as necessary. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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006182 - WELCOME CENTER MANAGER 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2713 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
three years of full-time public contact work including, at least, two years of supervisory or welcome center experience; 
qualifying full-time experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator license may be required Examination Method: 
Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for supervisory welcome center work of average difficulty; and 
performs related work as required.Distinguishing Features: This is the supervisory class in the Welcome Center sub-
series. An employee in this class supervises Welcome Center Assistants and operates a welcome center. This class differs 
from that of Welcome Center Assistant in that an incumbent of the latter is not responsible for supervisory work, and it 
differs from that of Welcome Centers Regional Manager in that an incumbent of the latter directs the operation of all 
welcome centers and rest areas in a region. 
 
Work Activities: 
Scheduling Work and Activities:     Assigns work schedules for all Welcome Center employees.    Makes work 
assignments to staff in order to achieve Welcome Center objectives.    Establishes operational hours for 
facilities.Documenting/Recording Information:     Prepares a variety of standard records and reports such as time sheets, 
schedules, monthly reports.    Orders and maintains brochures.    Orders and maintains operating supplies for the 
Welcome Centers.    Documents and maintains expenses relevant to the use of a state credit card.Guiding, Directing, and 
Motivating Subordinates:     Maintains cleanliness and sanitation of the facilities and grounds.    Inspects the custodial 
and maintenance work and authorizing work repairs as required.    Inspects and oversees the landscaping and grounds 
keeping of the property.Performing for or Working Directly with the Public:     Ensures proper and courteous hospitality 
to guests.Making Decisions and Solving Problems:     Resolves problems according to agency policies and 
procedures.Performing Administrative Activities:     Maintains leave and attendance records for staff.    Prepares and 
submit state brochure inventory.    Prepares and submit monthly reservation reports.    Conducts performance 
evaluation reviews.Resolving Conflicts and Negotiating with Others:    Maintains a respectful and productive work 
environment with the assigned work unit to minimize disputes and facilitate performance.    Resolves simple conflicts 
without supervisory input to ensure timely and efficient performance and maintain positive working relationships.    
Addresses potential problematic issues.Communicating with Supervisors, Peers, or Subordinates:     Communicates 
relevant information to supervisors on a regular basis.    Communicates potential problematic issues to supervisors.    
Communicates regularly with subordinates and peers in regards to operational goals, initiatives and 
priorities.Communicating with Persons Outside Organization:     Serves as a liaison between the general public, persons 
in other state departments, divisions and attractions.    Advances Communications to front line staff regarding current 
events.     Corresponds, responds with organizations, general public, government officials, entities outside the 
organization.Training and Teaching Others:    Trains subordinate Welcome Center Employees in all relevant job 
functions.Repairing and Maintaining Mechanical Equipment:    Inspects all mechanical and related equipment for proper 
operation, storage and upkeep according to TOSHA standards.    Maintains equipment to ensure proper 
functionality.Operating Vehicles, Mechanized Devices, or Equipment:     Operates a variety of moving vehicles such as 
lawn mower, motorized vehicles, tractors, lifts, etc.    Operates a variety of small engine devices such as leaf blowers, 
weed trimmer, and pressure washer, etc. 
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Competencies (KSA’s): 
Competencies:    Decision Quality    Problem Solving    Directing Others    Time Management    Process Management    
Managerial Courage    Approachability    Customer Focus    Managing Diversity    PatienceKnowledge:    Administration 
and Management    Customer and Personal Service    Mechanical    Personnel and Human Resources    Public Safety and 
SecuritySkills:    Active Learning    Active Listening    Critical Thinking    Learning Strategies    Monitoring    Reading 
Comprehension    Speaking    Writing    Instructing    Service Orientation    Equipment Maintenance    Operation and 
Control    Management and Material Resources    Management of Personnel ResourcesAbilities:    Deductive Reasoning    
Oral Expression    Problem Sensitivity    Time Sharing    Static Strength    Speech Clarity 
 
Tools and Equipment Used: 
Personal ComputerTelephoneFax MachinePrinterCopy MachineScannerCalculator 
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006183 - WELCOME CENTERS REGIONAL MGR 
 
Agency:  Tourist Development (32601) 
Edison Template Job Opening ID:  2714 
 
Minimum Qualifications: 
Education and Experience: Education equivalent to graduation from a standard high school and experience equivalent to 
four years of fulltime public contact work including at least two years of supervisory experience; qualifying full-time 
experience may be substituted for the required education on a year-for-year basis. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license is required. Examination Method: Education 
and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs welcome centers managerial duties of average difficulty; and performs 
related work as required. Distinguishing Features: This is the regional managerial class in the Welcome Center sub-
series. An employee in this class manages and directs the operation of welcome centers and rest areas in a region. This 
class differs from that of Welcome Center Manager in that an incumbent of the latter operates one welcome center 
within a region. This class differs from that of Welcome Centers Director in that an incumbent of the latter directs the 
operation of all welcome centers and rest areas statewide. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Assumes all managerial responsibilities in the absence of Welcome Center 
Manager.Scheduling Work and Activities: Reviews and approves work schedules for all Welcome Centers within assigned 
region.Staffing Organizational Units: Communicates regularly with subordinates and peers in regards to operational 
goals, initiatives and priorities. Recruits, interviews, select and/or assist in hiring employees for the Welcome Center. 
Coordinates with Welcome Center Director/Manager to recommend applicants for employment or 
promotion.Communicating with Supervisors, Peers, or Subordinates: Communicates relevant information to supervisors 
on a regular basis. Travels extensively within assigned region to maintain contact with Welcome Centers. Ensures all 
internal and external customers are serviced in a timely, professional and knowledgeable manner, to meet the 
Department's/Division's mission. Communicates potential problematic issues to managers and Director.Guiding, 
Directing, and Motivating Subordinates: Coordinates with manager inspecting and ensuring the cleanliness and 
sanitation of the facilities and grounds. Coordinates with manager inspecting the custodial and maintenance work 
authorizing repairs as required. Coordinates with manager inspecting the landscaping and grounds of the 
property.Performing Administrative Activities:  Monitors and assists in maintaining leave and attendance records for 
staff. Ensures the incident forms are completed and submitted in a timely manner. Prepares daily state vehicle mileage 
log and submits monthly. Monitors and approve payment card purchases per policy. Conducts and review welcome 
center managers and staffs performance evaluationsMaking Decisions and Solving Problems:  Resolves problems 
according to agency policies and procedures.Documenting/Recording Information:  Reviews and prepares a variety of 
standard records and reports such as time sheets, schedules, and related reports. Authorizes the documentation 
expenses relevant to the use of a state credit card.Resolving Conflicts and Negotiating with Others: Maintains a 
respectful and productive work environment with the assigned work unit to minimize disputes and facilitate 
performance. Resolves simple conflicts without supervisory input to ensure timely and efficient performance and 
maintain positive working relationships.Communicating with Persons Outside Organization:  Serves as a liaison between 
the general public, persons in other state departments, divisions and attractions. Advances communications to front line 
staff regarding current events and time sensitive information. Participates, attends, and represents Government 
functions as needed by Department. Corresponds and responds with organizations, general public, government officials, 
and entities in and outside the organization.Performing for or Working Directly with the Public:  Ensures proper and 
courteous hospitality to guests. Transports and delivers brochures to assigned regional rest areas. Communicates with 
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rest area staff regarding brochure inventory as neededOperating Vehicles, Mechanized Devices, or Equipment:  
Operates a variety of moving vehicles such as lawn mower, motorized vehicles, tractors, lifts, etc. in Managers absence. 
Operates assigned vehicles in accordance with agency policy and procedures. Operates a variety of small engine devices 
such as leaf blowers, weed trimmer, and pressure washer, etc. in manager's absence.Repairing and Maintaining 
Mechanical Equipment:  Manages all major and minor repairs including those contracted by outside vendor. Monitors 
and reviews the equipment is being maintained properly to operating standards. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Business Acumen Problem Solving Time Management Process Management Managerial 
Courage Approachability Customer Focus Managing Diversity PatienceKnowledge: Administration and Management 
Customer and Personal Service Mechanical Personnel and Human Resources Public Safety and SecuritySkills: Active 
Learning Active Listening Critical Thinking Learning Strategies Monitoring Reading Comprehension Speaking Writing 
Instructing Service Orientation Equipment Maintenance Operation and Control Management and Material 
ResourcesAbilities: Deductive Reasoning Oral Expression Problem Sensitivity Time Sharing Static Strength Speech Clarity 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Scanner Calculator 
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077932 - WILDLIFE BIOLOGIST 2* 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4193 
 
Minimum Qualifications: 
Education and Experience: Possession of a master's degree from an accredited college or university in wildlife or fish 
management or closely related field and experience equivalent to one year of full-time professional wildlife resources 
work; qualifying full-time professional wildlife or fisheries experience may be substituted for the required education on 
a year-for-year basis to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Necessary Special Qualifications 1, 2, 3, 8, 9, 10, 11 and 13 apply only to those 
positions required to carry a firearm. Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife or fish management work of average 
difficulty; and performs related work as required.Distinguishing Features: This is the working level class in the Wildlife 
Biologist sub-series. An employee in this class is responsible for planning, participation in, and coordination of a regional 
or other non-statewide program or project for fish and wildlife management or research. Work involves planning, 
conducting, and interpreting biological studies; developing and coordinating regional or other non-statewide program 
activities; and giving consultation to field personnel on specific programs. This class is flexibly staffed with and differs 
from that of Wildlife Biologist 1 in that an incumbent of the latter acts in an entry level capacity learning the methods 
and procedures of performing professional wildlife or fisheries management work. This class differs from that of Wildlife 
Biologist 3 in that an incumbent of the latter is responsible for a statewide program. 
 
Work Activities: 
Interacting with Computers: Uses standard desktop PC, laptop, smart devices and required software while performing 
general administrative duties. Uses GIS (Geographic Information System) and GPS (Global Positioning System) mapping 
software for management planning.Performing Administrative Activities: Follows protocol for protecting sensitive 
information. Submits all required reports to the appropriate supervisor. Prepares the project budgets for assigned 
programs; monitors expenditures and maintains an inventory of equipment, materials and supplies.Interpreting the 
Meaning of Information for Others: Informs and educates agency staff and the public in the application of state laws, 
rules, policies for hunting, trapping, fishing and conservation. Presents biological or other justifications for rules, 
regulations and agency policies to the public. Informs and responds to the public regarding wildlife and conservation 
issues, such as plant/animal identification, hunting/fishing regulations, and nuisance wildlife.Making Decisions and 
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Solving Problems: Reviews construction, mining, and other operations to determine their impact on the fish and wildlife 
environment. Identifies, locates, preserves, and protects fish and wildlife species and their habitats. Studies fish and 
wildlife in their habitats, assessing effects of environment and industry on animals, interpreting findings and 
recommending alternative operating conditions for industry. Compiles and analyzes data and prepares reports using 
statistical methods; uses data to make recommendations on seasons, limits, and hunting and fishing rules and 
regulations. Assess current events and situations, formulate a plan, execute the plan, and analyze results. Determines 
resource deficiencies and develops detailed habitat management plans using accepted habitat practice standards 
designed to achieve desired management goals, upon receiving stakeholder request.Getting Information: Attends and or 
participates in appropriate meetings, seminars, conferences and trade shows to maintain knowledge of current 
information, methods and trends. Reads/reviews current print and electronic material related to hunting, fishing, 
trapping and other outdoors related activities, to maintain knowledge of current information, methods and trends. 
Incorporates appropriate internal/external educational opportunities in support of continual self-development. Seeks 
and receives information from other agency divisions related to hunting, fishing, trapping and other outdoors related 
activities, to obtain knowledge of current information. Studies characteristics of animals such as origin, 
interrelationships, classification, life histories and diseases, development, genetics, and distribution. Analyzes 
characteristics of animals to identify and classify them. Conducts ecological surveys; investigates and assists in 
determining feasibility of stocking/controlling fish and wildlife in appropriate habitat. Conducts biological and 
environmental data collection on population, migration, distribution, food, and life history studies as they apply to fish, 
wildlife and their associated habitats. Inventories and/or estimates plant, fish and wildlife populations using accepted 
scientific techniques such as electro-fishing, mist nets, thermal imaging, etc.Monitoring Process, Materials, or 
Surroundings: Monitors the outbreak of wildlife diseases and coordinate with other agencies. Reviews hunting/fishing 
recommendations from public and agency personnel. Assesses and reviews agency annual hunting and fishing 
publications before release to the public. Assesses and monitors fish and wildlife populations on private and public lands 
and waters. Assesses and monitors fish and wildlife habitat conditions and proposed modifications on private and public 
lands and waters.Organizing, Planning and Prioritizing Work: Attends required or designated meetings and participate in 
goal setting and action planning. Identifies, prioritizes and adapts daily work activities based on real time situational 
events, assuring that commitments and expected work outcomes are met utilizing an irregular work schedule.Inspecting 
Equipment, Structures and Material: Maintains assigned equipment in clean, operable condition and secured. Stores all 
herbicides/pesticides/scheduled drugs according to label, safety and security protocol. Maintains required 
documentation, administrative control and certification for scheduled drugs.Selling and Influencing Others: Promotes 
agency programs and provide appropriate information to stakeholders, local clubs, schools, and other organizations or 
governmental agencies. Maintains a professional demeanor and appearance in accordance with administrative 
directives.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains important personal 
contacts through telephone, correspondence and personal appearances with agency and other governmental officials, 
media representatives, business representatives and the public to interpret, explain and promote agency programs and 
services.Communicating with Persons Outside Organization: Utilizes appropriate social media to distribute agency 
information. Makes presentations to schools, clubs, groups, and organizations regarding wildlife and conservation 
issues. Coordinates local workshops on wildlife and habitat management. Disseminates information by writing reports 
and scientific papers or journal articles, and by making presentations and giving talks for schools, clubs, interest groups 
and interpretive programs. Makes recommendations on management systems and planning for wildlife populations and 
habitat, consulting with stakeholders and the public at large to explore options. Responds to requests by 
owners/managers of private, public, and industrial lands and waters for technical assistance to improve fish and wildlife 
habitat.Documenting/Recording information: Collects and dissect animal specimens and examine specimens under 
microscope. Prepares collections of preserved specimens or microscopic slides for species identification and study of 
development or disease. Maintains long term biological data sets. Completes and submits required accomplishment 
reports. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Problem Solving Time Management Priority Setting Written Communications 
Composure Decision Quality Conflict Management Organizing Planning Action Oriented Approachability Ethics and 
Values Presentation SkillsKnowledge: Biology Geography Mathematics Mechanical Clerical Communications and Media 
Computers and Electronics Customer and Personal ServiceSkills: Critical Thinking Science Writing Speaking Reading 
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Comprehension Active Learning Active Listening Time Management Equipment MaintenanceAbilities: Deductive 
Reasoning Oral Expression Oral Comprehension Written Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Boat/Trailer ATV Tractor Inboard/Outboard Motor Law Enforcement Equipment (For LE 
Commissioned employees only) Scuba Gear Prescribed Burn Equipment Farm Implements Water Qualify Instruments 
Electro-Fishing Equipment Chemical Immobilization Equipment Surgical Dissecting Equipment Wildlife and Fish Sampling 
Gear Global Positioning System Equipment Thermal Imagers Shop Equipment/Hand Tools Truck/SUV Telephone Fax 
Machine Printer Video/Audio Equipment 
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077933 - WILDLIFE BIOLOGIST 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4514 
 
Minimum Qualifications: 
Education and Experience:  Graduation from an accredited college or university with a master's degree in wildlife or fish 
management or closely related field and experience equivalent to two years of full-time professional wildlife resources 
work.OR Graduation from an accredited college or university with a bachelor's degree in wildlife or fish management or 
closely related field and experience equivalent to four years of full-time professional wildlife, fisheries or related 
experience. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to have a valid motor vehicle operator's 
license for some positions.Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife or fish management work of considerable 
difficulty; and performs related work as required.Distinguishing Features: An employee in this class is responsible for 
planning, participation in, and coordination of a statewide program or project for fish and wildlife management or 
research. Work involves planning, conducting, and interpreting biological studies; developing and coordinating 
statewide program activities; and giving consultation to regional personnel on specific programs. This class differs from 
that of Wildlife Biologist 2 in that an incumbent of the latter is responsible for a regional or other non-statewide 
program. 
 
Work Activities: 
Coordinating the Work and Activities of Others: Facilitate groups with competing interests to work together to achieve a 
common management goal. Establish committees or partnerships to work towards goals within given time 
constraints.Scheduling Work and Activities: Coordinate statewide fish and wildlife research and management programs. 
Coordinate use of agency staff with program managers and supervisors for events, programs and activities on a 
statewide basis.Documenting/Recording Information: Develop long-term biological data bases and review data to 
ensure proper quality control measures are followed. Complete required quarterly and annual reports for projects and 
strategic activities.Communicating with Persons Outside Organization: Disseminate information by writing reports and 
scientific papers or journal articles, and by making professional presentations. Make public presentations regarding 
wildlife and conservation issues. Represent the agency's interest in cooperative partnerships, regional and national 
committees regarding conservation issues.Making Decisions and Solving Problems: Develop resource plans using 
accepted management practices designed to achieve strategic goals. Coordinates wildlife and fisheries programs and 
management actions based on established best practices and current information. Compiles and analyzes data and 
prepares reports using statistical methods; uses data to make recommendations on seasons, limits, and hunting and 
fishing rules and regulations.Monitoring Process, Materials, or Surroundings: Identify issues and propose solutions to 
problems affecting fish and wildlife populations and habitat conditions. Assess and review agency annual hunting and 
fishing publications before release to the public. Maintain an awareness of public opinion regarding specific wildlife 
issues.Interpreting the Meaning of Information for Others: Present biological or other justifications for rules, regulations 
and agency policies to the public, agency staff and the TF&W commission. Inform and respond to the public regarding 
wildlife and conservation issues, such as plant/animal identification, hunting/fishing regulations, and nuisance 
wildlife.Provide Consultation and Advice to Others: Provide consultation and advice to the TFWC, agency staff, other 
entities and the public regarding wildlife and fisheries areas of expertise.Getting Information: Coordinate, attend, 
and/or participate in appropriate meetings, seminars and conferences to maintain knowledge of current information, 
methods, and trends. Coordinates or conducts surveys to measure activities and attitudes of outdoor recreational users. 
Read/review current peer-reviewed material related to management of natural resources to maintain knowledge of 



 TN Job Classification Specifications  
September 22, 2020 

current information, methods and trends. Conducts ecological surveys; investigates and assists in determining feasibility 
of stocking/controlling fish and wildlife in appropriate habitat. Conducts biological and environmental data collection 
using accepted scientific techniques.Organizing, Planning and Prioritizing Work: Set statewide meetings to identify 
program needs, set goals, and coordinate agency efforts. Identify, prioritize and adapt daily work activities to meet 
program needs.Evaluating Information to Determine Compliance with Standards: Ensure Wildlife and Fisheries programs 
are developed in compliance with Federal guidelines, TCA, proclamation, rule and other applicable 
regulations.Interacting with Computers: Use standard desktop PC, laptop, smart devices and required software while 
performing general administrative duties. Use GIS (geographic Information system), database management, statistical 
analysis software and GPS (global positioning system) mapping software for management planning.Establishing and 
Maintaining Interpersonal Relationships: Establish and maintain important personal contacts through telephone, 
correspondence and personal appearances with agency and other governmental officials, media representatives, 
business representatives and the public to interpret, explain and promote agency programs and services.Communicating 
with Supervisors, Peers, and Subordinates: Utilize appropriate means of communications to keep supervisor and agency 
staff informed of relevant agency topics.Performing Administrative Activities: Submit all required reports to the 
appropriate supervisor. Prepare the project budget(s) for assigned programs; monitor expenditures and maintain an 
inventory of equipment, materials and supplies. Follow protocol for protecting sensitive information. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Functional/Technical Competencies Priority Setting Planning Presentation Skills Written 
Communications Decision Quality Creativity Technical Learning Time Management Organizing Informing Peer 
Relationships Building Effective TeamsKnowledge: Biology Communication and Media Mathematics Computers and 
Electronics Law and Government Administration and ManagementSkills: Critical Thinking Science Writing Speaking 
Coordination Time ManagementAbilities: Deductive Reasoning Oral Expression Written Expression Written 
Comprehension 
 
Tools and Equipment Used: 
 Personal Computer Boat/Trailer ATV Inboard/Outboard Motor Scuba Gear Water Qualify Instruments Electro-Fishing 
Equipment Chemical Immobilization Equipment Surgical Dissecting Equipment Wildlife and Fish Sampling Gear Global 
Positioning System Equipment Thermal Imagers Shop Equipment/Hand Tools Truck/SUV Telephone Fax Machine Printer 
Video/Audio Equipment 
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077923 - WILDLIFE CAPTAIN 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4172 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology or other related acceptable field AND five years of increasingly responsible full-
time professional wildlife enforcement experience of which at least one year must be supervisory experience. OR One 
year as a Wildlife Lieutenant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:   Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general direction, is responsible for supervisory level professional wildlife field enforcement and 
management work of above average difficulty in state wildlife resources management programs, and performs related 
work as required. Distinguishing Features:  The Wildlife Captain functions as the Area Law Enforcement Manager of 
wildlife or boating law enforcement in a specific area within a region.  This class supervises and differs from Wildlife 
Lieutenant in that an incumbent of the latter is the first-level supervisor of Wildlife Officers and Sergeants. This class 
reports to and differs from Wildlife Major in that an incumbent of the latter is responsible for region-wide wildlife 
management programs. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe 
handling of weapons according to policy. Operates assigned vehicles within agency policy and procedure. Organizing, 
Planning, and Prioritizing Work:  Assists in the development of administrative policy drafts to be followed in the 
enforcement of laws, rules and regulations. Assists in the formulation of law enforcement procedure drafts governing 
wildlife and boating activities. Developing Objectives and Strategies: Assists in the development of clear and measurable 
strategic plans and objectives for law enforcement programs within assigned region. Assists with the development and 
periodic review of all agency directives, policies, procedures, and protocols as needed. Assists with the development of 
possible response strategies to potential problems with law enforcement programs, agency directives, policies, 
procedures, and protocols. Guiding, Directing, and Motivating Subordinates: Assists assigned subordinates in managing 
wildlife and boating law enforcement programs by reallocating resources and directly participating as necessary. Plans, 
organizes, and directs assigned subordinates in wildlife and boating law enforcement and administration for an assigned 
region. Supervises assigned subordinates in the apprehension and arrest of violators of game and fish laws in order to 
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enforce wildlife boating laws, proclamations, rules, and regulations and observe agency directives, policies, and 
procedures. Supervises assigned subordinates in the collection and preservation of evidence in order to develop cases to 
conclusion. Supervises assigned subordinates in the preparation and maintenance of records and reports of daily 
activities, arrests, prosecutions, and educational programs. Issues written enforcement plans to area field personnel. 
Supervises assigned subordinates in the planning, conduct and evaluation of on-the-job training and orientation, to 
include training with equipment, policies, procedures, and techniques, for assigned subordinates as required. Adheres to 
all laws, agency directives, policies, procedures, and protocols to provide an example to assigned subordinates. 
Supervises assigned subordinates in the conduct of periodic evidence/property audits as required. Supervises assigned 
subordinates in coordinating research and educational programs in the district. Supervises assigned subordinates in 
coordinating high profile public and media events. Assists and guides assigned subordinates in resolving problem 
situations. Supervises assigned subordinates in the eradication of nuisance wildlife as necessary, according to agency 
policy and procedure. Supervises assigned subordinates capture, banding, and relocation of wildlife for restocking 
purposes. Supervises assigned subordinates in the collection and preparation of wildlife research data. Supervises 
assigned subordinates in the presentation of educational programs to civic clubs, sportsman's associations, and school 
groups. Supervises assigned subordinates in promoting, teaching, and/or assisting with hunting and boating safety 
education programs. Supervises assigned subordinates in assisting land owners in the development of wildlife 
management plans for their property. Supervises assigned subordinates in the operation and utilization of a variety of 
equipment including but not limited to motor vehicles, boats, firearms, cameras, binoculars, and two-way radios. 
Supervises assigned subordinates in the cataloging and storing of evidence/property seized within a geographic district. 
Supervises assigned subordinates involved in special details and work assignments to ensure that all activities are in 
compliance with agency directives and procedures. Supervises assigned subordinates involved in leading districts in 
conducting agency restoration, management, eradication, and biological survey projects as requested. Coaching and 
Developing Others: Conducts and approves performance evaluations for assigned subordinates. Addresses and/or 
recognizes the performance of assigned subordinates appropriately in accordance with established policy. Provides 
coaching to subordinates on appropriate performance management techniques in accordance with recommendations 
from agency HR. Coordinates with personnel within a large geographic district to determine special and routine job skill 
opportunities necessary for wildlife officers to demonstrate proficiency. Administers and/or participates in law 
enforcement training and related activities. Advises regional training officer in planning and conducting enforcement 
and other related training to include: (a) vehicle and vessel operation, (b) firearm qualification, and (c) the use of safety 
equipment. Coordinating the Work and Activities of Others: Plans and coordinates the activities of assigned 
subordinates who oversee various programs to ensure that operational and strategic priorities are met, and conflicts in 
scheduling and responsibility do not arise. Coordinates law enforcement activities with regional field personnel and 
directly participates as necessary. Assists in the coordination of emergency services with Tennessee Emergency 
Management Agency and other agencies and organizations as needed. Coordinates regional law enforcement staff 
meetings. Plans and coordinates special details for special operations activities such as stakeouts, undercover 
operations, and boating under the influence enforcement. Ensures that educational classes within the area have 
adequate equipment, supplies, and staff in order to assist local volunteer instructors. Scheduling Work and Activities: 
Prepares work assignments and schedules for orienting and training new employees. Prepares work assignments and 
schedules for assigned subordinates to ensure that more urgent tasks are given immediate attention, and that 
subordinates have maximum exposure to individuals engaged in outdoor activities during times of peak 
activity.Interpreting the Meaning of Information for Others: Reads and interprets state and federal laws, rules, and 
regulations affecting state wildlife and boating activities for subordinates, peers, and supervisors. Performs public 
contact work in explaining laws and enforcement regulations to the media, legislators, commissioners and the general 
public. Updating and Using Relevant Knowledge: Assists in the planning of and participates in disaster and nuclear 
regulatory training drills. Assists in the planning of and participates in regional training with other states in multi-
jurisdictional responses to disasters such as earthquakes, tornados, and floods. Consults with others during the 
operational and program planning process in order to effectively utilize their expertise. Participates in position related 
training as required to enhance professional skills. Seeks opportunities for professional development within and outside 
the agency. Participates in annual required law enforcement training. Complies with the minimum requirements of 
annual in-service training and other mandatory training as assigned. Selling or Influencing Others: Makes presentations 
to civic groups, sports groups and clubs, and the general public concerning wildlife and boating activities and programs 
in order to promote agency programs and provide information. Promotes agency programs and provides appropriate 
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information to local clubs, schools, and other civic organizations. Assists supervisor with advising executive service 
employees, legislators, and the general public of law enforcement mission and program accomplishments. Builds 
consensus among peers, subordinates, and supervisors in order to further the unit's mission and goals. Communicating 
with Persons Outside Organization: Participates in multi-jurisdictional task forces as assigned by coordinating and 
directing TWRA resources as requested by outside agencies. Serves as an agency contact for both the media and general 
public for purposes of explaining wildlife and boating laws, rules, and regulations in an accurate and timely manner. 
Assists with the coordination of agency involvement in multi-jurisdictional training activities with other state, federal, or 
regional personnel. Works with representatives of other law enforcement agencies in order to ensure cooperation and 
unified effort. Assists with the generation of periodic news releases concerning law enforcement programs and 
activities. Serves as the state's witness at hearings and court cases. Answers general calls and inquiries from the public 
and co-workers in a prompt and courteous manner with accurate information. Provides information to the general 
public on wildlife resources. Utilizes available media outlets on a regular basis to provide information to the public. 
Communicating with Supervisors, Peers, or Subordinates: Communicates regularly with other TWRA leadership 
personnel to coordinate operational activities and program development with other areas to ensure uniformity between 
areas. Inform appropriate regional and statewide authorities on the nature of discussions in any and all public meetings. 
Communicates regularly with subordinates and peers in regards to operational goals, initiatives and priorities. Informs 
supervisor regularly regarding district enforcement activities, officer performance, and equipment needs. Repairing and 
Maintaining Mechanical Equipment: Repairs and maintains assigned equipment as required. Evaluating Information to 
Determine Compliance with Standards: Reviews staff reports, performance review documents, and other submitted 
documentation for accuracy and completeness. Assures that law enforcement operations, projects, and needs of 
assigned subordinates meet the goals and objectives of the agency. Assures that all agency directives, policies, 
procedures, and protocols are adhered to. Assures assigned subordinates are completing tasks on time and within 
assigned performance standards. Reviews disciplinary actions executed by assigned subordinates to ensure that they are 
administered in accordance with agency policy and Department of Human Resources policies and procedures. Assures 
that assigned subordinates submit electronic and paper reports as required accurately and promptly. Reviews the 
records and reports, including but not limited to prosecution reports, activity reports, and evidence logs generated by 
subordinates. Generates and audits wildlife survey data to ensure that is has been accurately collected, recorded, and 
submitted by agreed upon due dates. Assures that budgets are properly justified and submitted complete and in a 
timely manner with properly coded expenditures. Assures that inventory control is properly executed within the area 
law enforcement program in accordance with agency rules and state policies. Audits, approves, and submits budgeted 
credit card expenditure receipts and reports at the end of each month. Reviews and corrects reports and other 
administrative duties as required. Ensures assigned subordinates comply with law enforcement policies and procedures. 
Analyzing Data or Information: Analyzes data gathered by enforcement field personnel to inform operational and 
strategic decision making. Anticipates possible operational and strategic problems. Establishing and Maintaining 
Interpersonal Relationships: Works with other agencies and organizations to assure that operational and programmatic 
activities receive early concurrence and input from regional and statewide authorities. Ensures healthy relationships 
with other agencies, legislators and organizations. Represents the TWRA at formal events to foster relations with 
business partners. Provide Consultation and Advice to Others: Assists with the development of proposals related to 
laws, rules, and regulations governing wildlife and boating activities for legislators, municipalities, and other entities. 
Makes recommendations for revisions to state wildlife and boating activities and programs based on the review of 
current, new, or revised policies. Provides guidance to and sets priorities for assigned subordinates in purchasing 
specialized enforcement equipment. Communicates possible problems and response strategies to appropriate regional 
and statewide authorities. Submits recommendations on game and fish seasons and numbers of animals to be 
harvested. Submits hunting and fishing season setting recommendations to supervisor in a timely manner with specific 
related recommendations and backup documentation. Investigates wildlife complaints and suggests methods for 
controlling problem animals. Performing Administrative Activities: Review and approve subordinate administrative 
actions including but not limited to performance evaluations, expense requests, time and labor for subordinates. 
Prepares summary reports of special details and work assignments to supervisory personnel as required. Prepares and 
monitors annual budgets. Documenting/Recording Information: Completes and submits law enforcement and other 
required reports accurately and promptly. Prepares annual reports and other reports as necessary based on analysis of 
law enforcement reports submitted by subordinates, peers and other agency representatives. Completes and submits 
performance review documents for subordinates accurately and promptly. Completes and submits wildlife survey data 
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accurately and promptly. Completes and submits daily officer activity reports to supervisor.Performing for or Working 
Directly with the Public: Conducts or assists with Outreach programs to recruit young or new hunters, fishermen, and 
other outdoor enthusiasts. Maintains a professional demeanor and appearance in accordance with administrative 
directives. Assists the general public with wildlife damage complaints, injured wildlife, and/or control of nuisance 
wildlife species. Provides technical assistance with habitat management for wildlife and fisheries species to landowners. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Decision Quality Developing Direct Reports and Others Informing Strategic Agility 
Organizational Agility Customer Focus Organizing Planning Time Management Conflict ManagementKnowledge: 
Advanced knowledge of accepted law enforcement practices and techniques Advanced knowledge of applicable law and 
policy, procedure, agency administrative directives, regulations and rules Advanced knowledge of criminal procedure, 
rules of evidence, and basic constitutional precedents Working knowledge of wildlife and fisheries management, wildlife 
and fisheries biology, or a related fieldSkills: Finger Dexterity Hand Arm Steadiness Public Safety Depth Perception 
Critical Thinking Skills Active Listening and Learning Skills Abilities: Oral Comprehension Oral Expression Coordination of 
Assigned Personnel Complex Problem Solving Abilities Equipment Selection Judgment and Decision Making Problem 
Sensitivity Control Precision 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras Binoculars 
Two-Way RadiosOther Law Enforcement related equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077920 - WILDLIFE COLONEL 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4157 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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077925 - WILDLIFE CRIMINAL INVESTIGATOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4178 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife or fisheries biology, or other related degree, including criminal justice with a 
concentration of Wildlife or Fisheries course work (a minimum of 20 semester hours) and three years of full-time wildlife 
enforcement work as a Wildlife Officer or other equivalent job classification. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable; conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs wildlife related criminal investigations work of considerable difficulty; 
and performs related work as required. Distinguishing Features: An employee in this class collects, analyzes, and 
documents information gathered during investigations of person(s) seeking to illegally place the state's natural 
resources into state, national, and international markets. Work involves both covert and overt investigations of 
violations such as the illegal purchase, sale, possession, hunting and/or transportation of wildlife or breeches of 
professional conduct by agency employees. Employees will be required to travel throughout the state extensively and 
may lead other agency employees during investigations. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe 
handling of weapons according to policy. Operates assigned vehicles within agency policy and procedure. Updating and 
Using Relevant Knowledge: Consults with others during the operational and program planning process in order to 
effectively utilize their expertise. Participates in position related training as required to enhance professional skills. 
Seeks opportunities for professional development within and outside the agency. Participates in annual required law 
enforcement training. Keeps up to date technically and in applying new knowledge to the job. Communicating with 
Persons Outside Organization: Develops memoranda of understanding with federal agencies and other states to 
determine responsibility and performance in multi-jurisdictional situations. Participates in multi-jurisdictional task forces 
as assigned by coordinating and directing TWRA resources as requested by outside agencies. Presents information to 
both state and federal prosecuting attorneys; testifies in courts for the prosecution of involved parties; assists the 
prosecution with coordinating the presentation of case information. Testifies before grand juries concerning criminal 
activity investigations. Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, co-
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workers, and subordinates by telephone, in written form, e-mail, or in person. Guiding, Directing, and Motivating 
Subordinates:  Supervises assigned subordinates in the development of training programs and in-service training for 
designated employees. Adheres to all laws, agency directives, policies, procedures, and protocols to provide an example 
to assigned subordinates. Provides guidance and direction to subordinates, including setting performance standards and 
monitoring performance. Evaluating Information to Determine Compliance with Standards: Assures that all agency 
directives, policies, procedures, and protocols are adhered to. Assures assigned subordinates are completing tasks on 
time and within assigned performance standards. Assures that budgets are properly justified and submitted complete 
and in a timely manner with properly coded expenditures. Assures that inventory control is properly executed within the 
law enforcement program in accordance with agency rules and state policies. Uses relevant information and individual 
judgment to determine whether events or processes comply with the laws, regulations, or standards. Analyzing Data or 
Information: Anticipates possible operational and strategic problems. Searches for and collects evidence using 
investigative equipment. Obtains and verifies evidence by interviewing and observing suspects and witnesses or by 
analyzing records. Records evidence and documents using appropriate equipment. Establishing and Maintaining 
Interpersonal Relationships: Develops constructive and cooperative working relationships with others and maintains 
them over time. Performing Administrative Activities and Management: Prepares reports that detail investigation 
findings. Prepares detailed affidavits for the execution of search and seizure warrants in order to obtain evidence 
needed for prosecution of offenders. Prepares preliminary investigative reports and synopses of completed 
investigations; composes detailed written reports of investigative findings for presentation to prosecuting attorneys and 
administrative personnel; documents the expenditure of confidential funds used to further investigations. Determines 
scope, timing, and direction of investigations. Monitors and prioritizes all incoming requests for special investigations. 
Administers and provides oversight of designated TWRA regulatory programs. Assists in the preparation of Special 
Investigations budget; coordinates expenditures of budgeted funds. Organizes special training courses dealing with 
technical investigative equipment and techniques for select law enforcement officers; instructs selected law 
enforcement personnel in covert and overt investigative techniques. Providing Public Safety and Security: Establishes 
and maintains proficiency with assigned weapons. Maintains a covert identity and lifestyle when deemed necessary for 
a particular investigation. Interrogates persons under arrest regarding violation and/or the location of evidence. 
Develops and manages informants to obtain information related to cases. Analyzes evidence and prepare samples and 
or evidence for testing. Identifies case issues and evidence needed based on analysis of charges, complaints, or 
allegations of law violations. Examines records to locate links in chains of evidence or information. Provides computer 
and electronic media forensics analysis. Collaborates with other authorities on activities such as surveillance, 
transcription, and research. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Ethics and Values Composure Written Communications Perseverance Decision Quality 
Action Oriented Drive for ResultsKnowledge: Advanced knowledge of accepted law enforcement and investigative 
practices and techniques. Advanced knowledge of applicable law and policy, procedure, agency administrative 
directives, regulations and rules. Advanced knowledge of criminal procedure, rules of evidence, and basic constitutional 
precedents. Intermediate knowledge of wildlife and fisheries management, wildlife and fisheries biology, or a related 
field.Skills: Finger dexterity Hand arm steadiness Critical thinking skills. Active listening and learning skills. Oral 
comprehension Oral expression Depth perception Problem sensitivity Control precisionAbilities: Coordination of 
assigned personnel Complex problem solving abilities Judgment and decision making Equipment selection Public safety 
 
Tools and Equipment Used: 
 Personal Computer/Lap Top Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras 
Binoculars Two-Way RadiosOther Law Enforcement related equipment as required 
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077943 - WILDLIFE EDUCATIONAL PROG COOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4519 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in education or 
a natural science and experience equivalent to four years of full-time classroom teaching of a natural science, or full-
time teaching and/or administration of a conservation educational program with a governmental agency. ORFour years 
of professional resources work with the Tennessee Wildlife Resources Agency. 
 
Other Requirements: 
Necessary Special Qualifications: None. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, performs conservation educational program coordination work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee of this class coordinates, on a 
statewide basis, the development and implementation of either a wildlife conservation educational program or an 
aquatic conservation educational program. 
 
Work Activities: 
Training and Teaching Others: Instruct individuals or groups in hunting or angling techniques, rules, and strategies, in 
order to achieve desired results. Advise and teach through the use of media, field trips, illustrated lectures and 
interpretive talks, to educate the public about wildlife or aquatic resources, and hunting or angling activities. Interpret, 
summarize, and explain information in ways that are appropriate for various audiences in order to ensure understanding 
of the subject. Develop educational curricula in order to address the needs in wildlife or aquatic education. Coordinates 
the efforts of knowledgeable project facilitators or instructors, including organizing facilitator workshops to educate in 
implementing wildlife or aquatic educational programs.Getting Information: Communicate with subordinates, peers, 
other agencies, and members of the public to determine wildlife and aquatic educational needs. Conduct event 
evaluations to maximize the program effectiveness. Utilize electronically based forums such as Aquatic Resource 
Education Association (AREA), and printed and electronic publications to gather information pertaining to wildlife and 
aquatic educational programs and best practices.Scheduling Work and Activities: Schedules and coordinates personnel 
and volunteers to ensure events are adequately staffed to meet program objectives and goals. Schedules and plans 
wildlife or aquatic educational events, workshops, and other programs to meet Agency goals.Organizing, Planning, and 
Prioritizing Work: Coordinates the development and implementation of wildlife or aquatic educational programs on a 
statewide basis to increase public awareness and encourage participation. Determine and prioritize personal and 
subordinate workloads to ensure project completion in a timely manner.Documenting/Recording Information: Record 
and maintain databases of relevant information to wildlife or aquatic educational programs and objectives to determine 
program needs and facilitate accurate reporting. Maintain a current database of knowledgeable project facilitators or 
instructors so that known subject matter experts can be readily contacted when needed to facilitate wildlife or aquatic 
workshops or implement wildlife or aquatic educational programs.Perform Administrative Activities: Prepares budget 
related to one or more specific wildlife or aquatic programs to allocate and direct funds properly. Establishes and 
maintains a variety of records and reports in order to comply with state and federal requirements.Communicating with 
Supervisors, Peers, or Subordinates: Coordinate with Agency personnel to schedule appropriate media coverage to 
promote Agency programs and events. Effectively communicate with upper management regarding the status of 
projects, concerns, planning, and future direction to inform and receive constructive feedback.Communicating with 
Persons Outside Organization: Provide educational services such as explaining regulations, addressing requests, needs 
and complaints, and providing information regarding Agency and wildlife or aquatic issues to meet the needs of the 
public.Selling or Influencing Others: Promote Agency objectives and programs to appropriate administrators, partners, 
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executives, businesses etc., to gain support and participation.Thinking Creatively: Create wildlife or aquatic promotional 
and educational materials to include articles, pamphlets, flyers, advertisements, etc. to generate interest, provide 
information, and encourage participation.Evaluating Information to Determine Compliance with Standards: Monitor and 
review projects, events, activities, to ensure that schedules are met, guidelines are adhered to, and performances are of 
adequate quality.Monitoring and Controlling Resources: Recommend, order, or authorize purchase of, and maintain an 
inventory of instructional materials, supplies, equipment, and visual aids designed to meet wildlife or aquatic 
educational needs and Agency standards.Interacting with Computers: Utilize word processing programs, presentation 
software, spreadsheet software, email programs, photo editing software, layout and other electronically-based 
programs to communicate, process data, create documents, maintain databases, in order to perform job duties 
efficiently and effectively.Performing General Physical Activities: Performs necessary physical activities related to event 
preparation, set up, execution, and clean up, such as moderate walking, standing, repeated lifting, kneeling, 
etc.Controlling Machines and Processes: Utilize general office equipment such as telephones, fax machines, copiers, 
scanners, and cameras safely and properly according to manufacturers' guidelines to ensure effective performance. 
 
Competencies (KSA’s): 
Competencies: Creativity Functional/Technical Competencies Organizing Planning Time Management Sizing up People 
Action Oriented Presentation Skills Written Communication Approachability Composure Customer Focus Ethics and 
Values Interpersonal Savvy Self-DevelopmentKnowledge: Biology Education and Training Administration and 
Management Clerical Customer and Personal Service Communication and MediaSkills: Learning Strategies Intermediate 
Level Speaking Intermediate Level Writing-Communicating Intermediate Level Reading Comprehension Active Learning 
Active Listening Coordination Instructing Equipment Selection Management of Financial Resources Management of 
Material Resources Management of Personnel Resources Time ManagementAbilities: Intermediate Level Oral 
Expression Intermediate Level Written Comprehension Intermediate Level Written Expression Intermediate Level Oral 
Comprehension Originality Finger Dexterity Manual Dexterity Trunk Strength Speech Clarity Speech Recognition 
 
Tools and Equipment Used: 
 Fishing Rods, Reels, and Tackle Fly Rods Fishing Nets Waders Hunting Rifles Bows and Arrows Trucks Trailers All-Terrain 
Vehicles (ATV), Helmet Boats and Motors Hammers, Drills, Saws, and various other hand tools Generator Tents, Coolers 
First Aid Kit Computer Copier, Printer, Scanner, Fax Phones Cameras, Video Cameras Global Positioning System (GPS) 
Binoculars 
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064546 - WILDLIFE EQUIPMENT OPER SUPV 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2233 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to four years of skilled, full-time labor and trade  experience including 
at least two years of experience in construction equipment operations. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must: Have a valid motor vehicle operator's license at time of 
employment. Have an appropriate commercial driver's license/endorsement (CDL) at time of employment, or obtain 
within twelve months of employment.Examination Method:  Education and Experience, 100%, for Preferred Service 
positions.  
 
Job Overview: 
Summary: Under general supervision, performs wildlife equipment operations work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: This is the 
supervisory level and highest class in the Wildlife Equipment Operator sub-series. An employee in this class supervises 
and participates in the operation of a variety of light and heavy equipment in the construction and maintenance of 
roads, boat ramps, and access areas. This class differs from Wildlife Equipment Operator in that an incumbent of the 
latter is not a supervisor. 
 
Work Activities: 
Evaluating Information to Determine Compliance with Standards: Verifies compliance with construction 
documents/work plans ensuring job specifications are met. Reviews work throughout the work process and at 
completion to ensure that it has been performed properly.Inspecting Equipment, Structures, or Material: Conducts pre-
operational checks on equipment to ensure proper functioning and identifies faults or malfunctions in equipment to 
determine if repairs or adjustments are required. Operates and inspect machines or heavy equipment to diagnose 
defects.Coordinating the Work and Activities of Others: Supervises a small to moderate sized crew of wildlife equipment 
operators. Plans work schedules and assigns work activities to maintain adequate staff for effective performance of 
duties, completion of projects, and response to fluctuating workloads. Coordinates work activities with other 
construction project activities. Monitor Processes, Materials, or Surroundings: Monitors operations and take corrective 
measures as needed to ensure that health and safety standards are met in order to protect the State's human resources, 
materiel assets, property, natural and wildlife resources, the environment, and the public.Establishing and Maintaining 
Interpersonal Relationships: Maintains professional working relationships with peers, assigned subordinates, and with 
upper management to ensure smooth and effective team operations.Guiding, Directing, and Motivating Subordinates: 
Evaluates the job performance of a small to moderate sized crew of equipment operators by completing the required 
Specific, Measurable, Achievable, Relevant, Time Sensitive (SMART) Formula job performance plan training. Develops 
and utilizes job plans, conducts timely interim reviews, and prepares and conducts formal annual performance 
evaluations. Provides constructive feedback that enables employees to perform at optimum level of 
expectations.Resolving Conflicts and Negotiating with Others: Resolves conflicts and disputes among subordinates in 
accordance with state and agency rules, regulations, and guidelines.Staffing Organizational Units: Makes 
recommendation on employment, retention, promotion, demotion, and other human resources actions.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Estimates volume of materials and/or number of 
workers required to complete construction jobs.Getting Information: Reads and understands specifications such as 
operating manuals, blueprints, and technical drawings to determine construction requirements or plan procedures. 
Becomes familiar with digging plans, machine capabilities and limitations, and with efficient and safe digging procedures 
in a given application. Checks vehicles to ensure that mechanical, safety, and emergency equipment is in good working 
order. Examines parts for damage or excessive wear, using micrometers and gauges. Locates, measures, and marks site 
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locations or placement of structures or equipment, using measuring and marking equipment. Checks fuel supplies at 
sites to ensure adequate availability. Obtains receipts or signatures for delivered goods and collect payment for services 
when required.Repairing and Maintaining Mechanical Equipment: Cleans, lubricates, refills, adjusts, or repairs 
equipment/machinery/vehicles and replaces parts, such as gears, bearings, hydraulic lines, or bucket teeth.Interacting 
With Computers: Develops and maintains basic personal computer operator skills using Microsoft Office, Edison, and 
other programs used by the State.Operating Vehicles, Mechanized Devices, or Equipment: Operates and utilizes a 
variety of equipment including but not limited to bulldozers, backhoes, road graders, dump trucks, tractors, dirt pans 
and bush hogs. Coordinates machine actions with other activities, positions or moves loads in response to hand or audio 
signals from crew members, observes grade stakes or other markings when operating machines so work can be 
performed to specifications. Utilizes a variety of equipment and tools to move, load, off-load, haul, and stockpile dirt, 
refuse, and other materials; dig holes, trenches, and ditches; clean culverts; grade roads. Operates a tractor and trailer 
to load, off-load, and transport equipment between jobs. Drives and maneuvers equipment equipped with blades in 
successive passes over working areas to remove topsoil, vegetation, or rocks or to distribute and level earth or terrain. 
Starts engines, moves throttles, turn dials, switches, or levers, or depress pedals to operate machines, such as 
bulldozers, excavators, road graders, dirt pan, or backhoes. Drives trucks to weigh stations before and after loading and 
along routes to document weights and to comply with state regulations.Handling and Moving Objects: Secures cargo for 
transport, using ropes, blocks, chain, binders, or covers. Moves materials over short distances, such as around a 
construction site, factory, or warehouse. Creates and maintains inclines and ramps, and handle slides, mud, and pit 
cleanings and maintenance. Sets up or inspects equipment prior to operation. Adjusts hand wheels and depress pedals 
to control attachments, such as blades, buckets, scrapers, or swing booms. Communicating with Supervisors, Peers, or 
Subordinates: Confers with managerial or technical personnel to resolve problems or to coordinate activities. 
Performing General Physical Activities: Navigates work sites for short or long periods of time by walking, crawling, 
climbing, bending, stooping to access work areas under construction. Documenting/Recording Information: Maintains 
logs of working hours or of vehicle service or repair status, following applicable state and federal regulations. 
 
Competencies (KSA’s): 
Competencies: Problem Solving Delegation Decision Quality Directing Others Conflict Management Action Oriented 
Command Skills Priority Setting Motivating Others ApproachabilityKnowledge: Building and Construction Mechanical 
Skills: Equipment Maintenance Equipment Selection Repairing Troubleshooting Operation and Control Management of 
Material Resources Management of Personal Resources Time Management Active Learning Active Listening Reading 
Comprehension Mathematics Instructing Negotiating Abilities: Oral Comprehension Oral Expression Number Facility 
Visualization Control Precision Depth Perception Peripheral Vision Static Strength Gross Body Coordination 
 
Tools and Equipment Used: 
 Backhoes Blades Buckets Bulldozers Bush Hogs Computers Dump Trucks Emergency Equipment Hand Tools Gauges 
Hoisting Equipment Hydraulic Equipment Pneumatic Equipment Power Hammers Road Graders Scrapers Swing Booms 
Tractors 
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064545 - WILDLIFE EQUIPMENT OPERATOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  2218 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to three years of increasingly skilled, full-time labor and trades 
experience including at least one year of experience in construction equipment operations. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: have a valid motor vehicle operator's license at time of 
employment; have an appropriate commercial driver's license/endorsement (CDL) at time of employment, or obtain 
within twelve months of employment.Examination Method:  Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision an employee in this job classification performs equipment operations work of 
average difficulty and related work as required. Distinguishing Features:  This is the working-level class of the Wildlife 
Equipment Operator sub-series. An employee in this class operates a variety of light and heavy equipment used in the 
construction and maintenance of roads, boat ramps, access areas, and fish hatcheries. This class differs from the Wildlife 
Equipment Operator Supervisor class in that an incumbent of the latter acts as a working supervisor of the Wildlife 
Equipment Operators. 
 
Work Activities: 
Identifying Objects, Actions, and Events: Identifies workplace hazards that are likely to cause damage or injury to 
equipment or personnel.Monitor Processes, Materials, or Surroundings: Monitors work situations to ensure safe 
operating conditions are implemented and maintained and adhere to OSHA/TOSHA guidelines.Operating Vehicles, 
Mechanized Devices, or Equipment: Operates and utilizes a variety of equipment including but not limited to bulldozers, 
backhoes, road graders, dump trucks, tractors, dirt pans and bush hogs. Coordinates machine actions with other 
activities, positioning or moving loads in response to hand or audio signals from crew members; observe grade stakes, 
or other markings when operating machines so that work can be performed to specifications. Operates a tractor and 
trailer to load, off-load, and transport equipment between jobs. Utilizes a variety of equipment and tools to move, load, 
off-load, haul, and stockpile dirt, refuse, and other materials; dig holes, trenches, and ditches; clean culverts; grade 
roads. Operates machinery to perform activities such as backfilling excavations, vibrating or breaking rock or concrete, 
or making roads, including logging roads. Drives trucks with capacities greater than 3 tons, including tractor-trailer 
combinations, to transport and deliver products, or other materials. Drives and maneuvers equipment equipped with 
blades in successive passes over working areas to remove topsoil, vegetation, or rocks or to distribute and level earth or 
terrain. Starts engines, moves throttles, turns dials, switches, or levers, or depress pedals to operate machines, such as 
bulldozers, excavators, road graders, dirt pan, or backhoes. Drives trucks to weigh stations before and after loading and 
along routes to document weights and to comply with state regulations.Making Decisions and Solving Problems: Takes 
actions to avoid potential hazards or obstructions, such as utility lines, other equipment, other workers, or falling 
objects.Getting Information: Reads and understands operating manuals, blueprints, and technical drawings. Becomes 
familiar with digging plans, machine capabilities and limitations, and with efficient and safe digging procedures in a given 
application. Checks vehicles to ensure that mechanical, safety, and emergency equipment is in good working order. 
Examines parts for damage or excessive wear. Checks fuel supplies at sites to ensure adequate availability. Obtains 
receipts or signatures for delivered goods and collect payment for services when required. Collects delivery instructions 
from appropriate sources, verifying instructions and routes.Training and Teaching Others: Assists with training of new 
personnel within the work unit, including worksite safety requirements and job site standards.Handling and Moving 
Objects: Adjusts hand wheels and depress pedals to control attachments, such as blades, buckets, scrapers, or swing 
booms. Secures cargo for transport, using ropes, blocks, chain, binders, or covers. Moves materials over short distances, 
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such as around a job site or warehouse. Sets up or inspects equipment prior to operation.Evaluating Information to 
Determine Compliance with Standards: Learns and follows safety regulations to protect the State's human resources, 
materiel assets, property, natural and wildlife resources, the environment, and the public.Repairing and Maintaining 
Mechanical Equipment: Repairs and replaces damaged or worn parts. Tests mechanical products and equipment after 
repair to ensure proper performance. Cleans, lubricates, refills, adjusts, or repairs equipment/machinery/vehicles and 
replace parts, such as gears, bearings, hydraulic lines, or bucket teeth.Establishing and Maintaining Interpersonal 
Relationships: Maintains professional working relationships with peers, supervisors, and with upper management to 
ensure smooth and effective team operations.Communicating with Supervisors, Peers, or Subordinates: Receives 
written or oral instructions regarding material movement or excavation. Reports vehicle defects, accidents, traffic 
violations, or damage to the vehicles.Documenting/Recording Information: Maintains logs of working hours or of 
vehicle/equipment service or repair status, following applicable state and federal regulations.Thinking Creatively: 
Identifies the need to create and implement specialized equipment or tools to resolve work site issues.Performing 
Administrative Activities: Submits all required administrative documentation and reports as scheduled, including but not 
limited to travel reimbursement, procurement card expenditures, etc.Inspecting Equipment, Structures, or Material: 
Conducts pre-operational checks on equipment to ensure proper functioning.Performing General Physical Activities: 
Navigates work sites for short or long periods of time by walking, crawling, climbing, bending, stooping to access work 
areas under construction. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Functional / Technical Technical Learning Listening Self-Knowledge Patience 
Approachability Action Oriented Learning on the Fly PerseveranceKnowledge: Mechanical Building and 
ConstructionSkills: Active Learning Active Listening Learning Strategies Reading Comprehension Critical Thinking 
Coordination Operation Monitoring Equipment Maintenance RepairingAbilities: Deductive Reasoning Number Facility 
Oral Expression Spatial Orientation Oral Comprehension Selective Attention Visualization Multi-Limb Coordination 
Control Precision Response Orientation Trunk Strength Peripheral Vision Depth Perception Hearing Sensitivity Speech 
Recognition Speech Clarity 
 
Tools and Equipment Used: 
 Backhoes Blades Buckets Bulldozers Bush Hogs Dump Trucks Emergency Equipment Hand Tools Gauges Hoisting 
Equipment Hydraulic Equipment Pneumatic Equipment Power Hammers Road Graders Scrapers Swing Booms Tractors 
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077945 - WILDLIFE INFO & EDUC ASST DIR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4527 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife 
management, business administration or marketing, journalism (mass communications), or public relations and 
experience equivalent to four years of full-time professional work in one or a combination of the following: media 
preparation, advertising, public relations, journalism, business marketing-sales management, or coordination of 
educational programs. At least one year of the above listed experience must include managing staff involved in business 
marketing, sales, or wildlife management activities, or coordinating public relations, journalism, or education 
programs.Substitution of Experience for Education: Any qualifying professional level experience may substitute for the 
required education on a year-for-year basis to a maximum of four years (e.g., experience equivalent to one year of full-
time work in one or a combination of the above listed fields may substitute for one year of the required 
education).Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in wildlife management, business administration or marketing, public relations, or journalism may 
substitute for the required experience on a month-for-month basis to a maximum of 2 years (e.g., 36 graduate quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required experience). 
 
Other Requirements: 
Necessary Special Qualifications: None.Examination Method: Education and Experience, 100% for Career Service 
positions. 
 
Job Overview: 
Summary: Under direction, performs professional public relations, information and education work of considerable 
difficulty in assisting with the direction of statewide wildlife information and educational programs; and performs 
related work as required.Distinguishing Features: An employee in this class assists in directing statewide wildlife 
information and education programs. Work involves overseeing hunter and boater safety, aquatic, and wildlife 
education programs, agency publications, printing, media services, and the agency's web page. This class differs from 
that of Wildlife Info and Educ Director in that an incumbent of the latter directs the development and administration of 
statewide boating, hunter, and conservation education programs and also plans and directs statewide information and 
public relations programs. 
 
Work Activities: 
1. Assists in directing the development, implementation, and administration of the statewide hunter, boating, aquatic, 
and wildlife education programs; oversees the organization of class schedules, identifies and approves educational 
materials; monitors training of instructors and evaluates educational presentations.2. Oversees the development of 
agency publications; edits and assists in approving publications such as the TENNESSEE WILDLIFE magazine, the design 
and maintenance of the Tennessee Wildlife website, and the development of brochures, pamphlets, and newsletters 
that promote awareness of Wildlife agency events, programs, and policies.3. Assists in directing agency promotional 
activities; coordinates the release of information to the public; acts as a spokesperson during media coverage of wildlife 
events; speaks on television and radio programs, news conferences, and other media events.4. Assists in directing the 
development, interpretation, and enforcement of agency policies and procedures pertaining to wildlife education 
programs and other state and federal laws, rules and regulations; supervises studies of divisional operations and 
services; makes recommendations intended to improve the quality of agency programs and divisional work flow.5. 
Oversees staff through day-to-day administrative processes; delegates decision making authority to staff; assigns tasks 
to staff members; holds divisional meetings; establishes schedules for training personnel; performs employee 
performance evaluations.6. Establishes and maintains a variety of professional contacts; communicates regularly with 
reporters and other news media personnel, agency staff and management, officials from other state and federal 
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agencies, and the general public; explains and interprets agency programs, policies, and goals.7. Oversees the 
preparation of administrative records and reports including field activity reports, financial, personnel and other records; 
assists in the preparation of the divisional budget; monitors and approves divisional expenditures. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Building Effective Teams Conflict Management Confronting Direct Reports Drive for 
Results Functional/Technical Competency Interpersonal Savvy Motivating Others Organizing Standing AloneKnowledge: 
Administration and Management Communications and Media Customer and Personal Service Education and Training 
Sales and MarketingSkills: Active Listening Complex Problem Solving Coordination Critical Thinking Instructing Learning 
Strategies Management of Personnel Resources Service Orientation Social Perceptiveness Time ManagementAbilities: 
Deductive Reasoning Oral Expression Oral Comprehension Problem Sensitivity Selective Attention Speech Clarity Speech 
Recognition Time Sharing Written Comprehension Written Expression 
 
Tools and Equipment Used: 
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077944 - WILDLIFE INFO & EDUC DIRECTOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4520 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077940 - WILDLIFE INFO SPECIALIST 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4515 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in journalism, 
communications, public relations, or other related acceptable field and experience equivalent to three years of full-time 
professional public relations, public information, communications, or journalism experience. OR Five years of full-time 
experience as a Wildlife Officer, Wildlife Manager, or Wildlife Biologist with the Tennessee Wildlife Resources Agency. 
Substitution of Experience for Education:  Full-time professional public relations, public information, communications or 
journalism experience may be substituted for the required education on a year-for-year basis to a maximum of four 
years. Substitution of Education for Experience: Additional qualifying coursework may be substituted for required 
experience, on a year for year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
Examination Method: Education and Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, coordinates and administers a wildlife public information and education program 
in an assigned region of the state; and performs related work as required. Distinguishing Features: This is the working 
class in the field of wildlife information and education.  An employee in this class plans, prepares and administers 
conservation education and public information programs for the agency in an assigned region. Work is performed 
independently and with general policy guidelines. This class differs from that of other information classes in that 
incumbents of the latter administer state-wide departmental information programs more general in nature. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work:  Identifies, prioritizes and adapts daily work activities based on real time 
situational events, assuring that commitments and expected work outcomes are met.Communicating with Supervisors, 
Peers, or Subordinates: Utilizes all available means of communication to keep supervisor and agency staff informed of 
relative agency topics.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains important 
personal contacts through telephone, correspondence and personal appearances with agency and other governmental 
officials, media representatives, business representatives and the public to interpret, explain and promote agency 
programs and services.Perform Administrative Activities: Prepares the budgets for regional information and education 
programs. Monitors expenditures for regional information and education programs. Maintains an inventory of materials 
and supplies for regional information and education programs. Submits all required reports to the appropriate 
supervisor.Documenting/Recording Information: Completes and submits required annual accomplishment report(s). 
Collects, catalogs and stores agency related information in the form of print, still photography and audio/video files for 
future use.Interacting with Computers: Uses standard desktop PC, laptop, smart devices and required software while 
performing specialized and general administrative duties. Uses industry standard video, photo editing software and 
related equipment to produce informational and educational products for dissemination to the agency and public as 
needed.Getting Information: Reads and reviews current print and electronic material related to hunting, fishing, 
trapping, boating and other outdoors related activities, to maintain knowledge of current information, methods and 
trends. Attends and or participates in appropriate agency commission meetings, seminars, conferences and trade shows 
to maintain knowledge of current information, methods and trends. Seeks and receives information from other agency 
divisions related to hunting, fishing, trapping, boating and other outdoors related activities, to obtain knowledge of 
current information.Making Decisions and Solving Problems: Assesses current events and situations, formulate a plan, 
execute the plan, and analyze results. Prepares, coordinates and presents media communications, including live 
broadcasts, during special situations when requested by appropriate supervising field personnel.Handling and Moving 
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Objects: Obtains and sets up event displays, equipment, educational and meeting materials for agency related 
events.Communicating with Persons Outside Organization: Answers calls and inquiries from media outlets and the 
public in a prompt manner with accurate information. Provides relative information to media outlets and the public on 
wildlife resources in a prompt manner. Makes presentations to schools, clubs, groups, and organizations regarding 
wildlife and conservation issues. Utilizes appropriate social media to distribute agency information. Participates as field 
editor, copy editor and photographer for agency publications such as monthly employee newsletter and Tennessee 
Wildlife magazine. Creates, edits and distributes news releases to media in the form of newspaper, magazine articles 
and video productions. Provides informative radio and television public service announcements which interpret and 
explain agency programs and services to the general public. Serves as regional liaison for agency website newsroom 
editor and agency webmaster. Serves as regional liaison for agency radio/television programs.Operating Vehicles, 
Mechanical Devices, or Equipment: Operates assigned vehicles, forklifts, watercraft and ATVs within agency policy and 
procedure. Operates and utilizes a variety of audio and video equipment including projectors, cameras (still and video), 
and other equipment as needed.Monitor Processes, Materials, or Surroundings: Assesses current events and keep staff 
updated on suggested I&E responses. Assesses and reviews agency annual hunting and fishing publications before 
release to the public.Scheduling Work and Activities: Coordinates, participates and schedules use of agency staff with 
program managers and supervisors for events, programs and activities on a regional or statewide basis. Coordinates and 
schedules volunteers for events, programs and activities.Selling or Influencing Others: Conducts, coordinates and/or 
assists with outreach programs to recruit young or new hunters, fishermen, and other outdoor enthusiasts. Maintains a 
professional demeanor and appearance in accordance with administrative directives. Promotes agency programs and 
provides appropriate information to local clubs, schools, and other organizations.Training and Teaching Others: Trains 
and assists Wildlife Officers and other agency staff in writing and developing news releases, social media, preparing 
media presentations, and implementing public education, conservation and outreach programs. Provides and assists 
with development and delivery of agency specific training, as requested. Assists with planning and the conduct and 
evaluation of on-the-job training, to include training with equipment, policies, procedures, and techniques, as assigned. 
Coaches Wildlife Officers and other agency staff in appropriate media relations.Interpreting the Meaning of Information 
for Others: Informs and educates agency staff and the public in the application of state laws, rules, policies for hunting, 
trapping, fishing, conservation, and boating activities.Provide Consultation and Advice to Others: Plans and conducts 
public information programs designed to promote hunting, fishing, wildlife management, boating and other outdoor 
recreation activities at civic and community events. Attends and participates in occasional out-of-state professional 
conferences and workshops. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Presentation Skills Creativity Written Communications Composure Decision Quality 
Functional/Technical Competencies Technical Learning Organizing Time Management Action Oriented Informing Learn 
on the Fly Political Savvy Interpersonal SavvyKnowledge: Communications and Media Clerical Education and Training 
BiologySkills: Writing Speaking Reading Comprehension Instructing Active Learning Active Listening Time 
ManagementAbilities: Written Comprehension Written Expression Speech Clarity Originality Oral Comprehension Oral 
Expression Time Sharing 
 
Tools and Equipment Used: 
 Personal Computer Camera/Recorder SMART Devices Telephone Fax Machine Printer Video/Audio Equipment 
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077922 - WILDLIFE LIEUTENANT 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4165 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology or other related acceptable field AND four years of increasingly responsible full-
time professional wildlife enforcement. OR One year as a Wildlife Sergeant with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general direction, is responsible for supervisory level professional wildlife field enforcement and 
management work of considerable difficulty in state wildlife resources management programs, and performs related 
work as required. Distinguishing Features:  The Wildlife Lieutenant supervises all Wildlife Officers and Sergeants and 
their activities and participates in a variety of law enforcement and wildlife management activities in a small-sized 
geographic area. This class differs from that of Wildlife Sergeant in that an incumbent of the latter has only lead 
responsibilities. This class reports to and differs from that of Wildlife Captain in that an incumbent of the latter 
supervises all Wildlife Lieutenants and their activities in an assigned geographic area and has increased approval 
responsibilities. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe 
handling of weapons according to policy. Operates assigned vehicles within agency policy and procedure. Guiding, 
Directing, and Motivating Subordinates: Adheres to all laws, agency directives, policies, procedures, and protocols to 
provide an example to assigned subordinates. Supervises assigned subordinates in the conduct of inspections for 
boating, hunting, fishing, litter, and pollution law violations in order to enforce wildlife boating laws, proclamations, 
rules, and regulations and observe agency directives, policies, and procedures. Assists and guides assigned subordinates 
in resolving problem situations. Supervises assigned subordinates in the apprehension and arrest of violators of game 
and fish laws in order to enforce wildlife boating laws, proclamations, rules, and regulations and observe agency 
directives, policies, and procedures. Supervises assigned subordinates in the collection and preservation of evidence in 
order to develop cases to conclusion. Supervises assigned subordinates in the transfer of evidence to and from the crime 
lab when testing is required. Supervises assigned subordinates in the planning, conduct and evaluation of on-the-job 
training and orientation, to include training with equipment, policies, procedures, and techniques, for assigned 
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subordinates as required. Supervises assigned subordinates in maintaining assigned equipment in clean, operable 
condition and ensuring that equipment is stored properly. Supervises assigned subordinates in the eradication of 
nuisance wildlife as necessary, according to agency policy and procedure. Supervises assigned subordinates capture, 
banding, and relocation of wildlife for restocking purposes. Supervises assigned subordinates in the collection and 
preparation of wildlife research data. Supervises assigned subordinates in the presentation of educational programs to 
civic clubs, sportsman's associations, and school groups. Supervises assigned subordinates in promoting, teaching, 
and/or assisting with hunting and boating safety education programs. Supervises assigned subordinates in assisting land 
owners in the development of wildlife management plans for their property. Leads subordinates in the preparation and 
maintenance of records and reports of daily activities, arrests, prosecutions, and educational programs. Supervises 
assigned subordinates in the operation and utilization of a variety of equipment including but not limited to motor 
vehicles, boats, firearms, cameras, binoculars, and two-way radios. Supervises assigned subordinates in the cataloging 
and storing of evidence/property seized within a geographic district. Supervises assigned subordinates in the field 
training and orientation of new wildlife officers. Supervises assigned subordinates involved in special details and work 
assignments to ensure that all activities are in compliance with agency directives and procedures. Leads the district in 
conducting agency restoration, management, eradication, and biological survey projects as requested. Repairing and 
Maintaining Mechanical Equipment: Repairs and maintains assigned equipment as required. Communicating with 
Persons Outside Organization: Serves as the state's witness at hearings and court cases. Works with representatives of 
other law enforcement agencies in order to ensure cooperation and unified effort. Answers general calls and inquiries 
from the public and co-workers in a prompt and courteous manner with accurate information. Provides information to 
the general public on wildlife resources. Utilizes available media outlets on a regular basis to provide information to the 
public. Evaluating Information to Determine Compliance with Standards: Reviews the records and reports, including but 
not limited to prosecution reports, activity reports, and evidence logs generated by subordinates. Generates and audits 
wildlife survey data to ensure that is has been accurately collected, recorded, and submitted by agreed upon due dates. 
Audits, approves, and submits budgeted credit card expenditure receipts and reports at the end of each month. Reviews 
and corrects reports and other administrative duties as required. Ensures assigned subordinates comply with law 
enforcement policies and procedures. Updating and Using Relevant Knowledge: Complies with the minimum 
requirements of annual in-service training and other mandatory training as assigned. Monitor Processes, Materials, or 
Surroundings: Conducts periodic evidence/property audits as required. Coaching and Developing Others: Coordinates 
with personnel within a moderate geographic district to determine special and routine job skill opportunities necessary 
for wildlife officers to demonstrate proficiency. Conducts and approves performance evaluations for assigned 
subordinates. Administers and/or participates in law enforcement training and related activities. Advises regional 
training officer in planning and conducting enforcement and other related training to include: (a) vehicle and vessel 
operation, (b) firearm qualification, and (c) the use of safety equipment. Addresses and/or recognizes the performance 
of assigned subordinates appropriately in accordance with established policy. Provides coaching to subordinates on 
appropriate performance management techniques in accordance with recommendations from agency HR. 
Documenting/Recording Information: Logs evidence in and out of assigned agency evidence/property facilities. 
Completes and submits law enforcement and other required reports accurately and promptly. Completes and submits 
wildlife survey data accurately and promptly. Completes and submits daily officer activity reports to supervisor. Prepares 
annual reports and other reports as necessary based on analysis of law enforcement reports submitted by subordinates, 
peers and other agency representatives. Completes and submits performance review documents for subordinates 
accurately and promptly. Coordinating the Work and Activities of Others: Supervises assigned subordinates in 
coordinating research and educational programs in the district. Supervises assigned subordinates in coordinating high 
profile public and media events. Ensures that educational classes within the district have adequate equipment, supplies, 
and staff in order to assist local volunteer instructors. Scheduling Work and Activities: Assists the Captain in preparing 
work assignments and schedules for orienting and training new employees. Prepares work assignments and schedules 
for assigned subordinates to ensure that more urgent tasks are given immediate attention, and that subordinates have 
maximum exposure to individuals engaged in outdoor activities during times of peak activity. Communicating with 
Supervisors, Peers, or Subordinates: Informs supervisor regularly regarding district enforcement activities, officer 
performance, and equipment needs. Handling and Moving Objects: Checks equipment used in educational classes. 
Performing Administrative Activities: Prepares summary reports of special details and work assignments to supervisory 
personnel as required. Assists the Captain in preparing annual budgets. Performing for or Working Directly with the 
Public: Conducts or assists with Outreach programs to recruit young or new hunters, fishermen, and other outdoor 
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enthusiasts. Maintains a professional demeanor and appearance in accordance with administrative directives. Assists 
the general public with wildlife damage complaints, injured wildlife, and/or control of nuisance wildlife species. Provides 
technical assistance with habitat management for wildlife and fisheries species to landowners. Provide Consultation and 
Advice to Others: Submits recommendations on game and fish seasons and numbers of animals to be harvested. 
Submits hunting and fishing season setting recommendations to supervisor in a timely manner with specific related 
recommendations and backup documentation. Investigates wildlife complaints and suggests methods for controlling 
problem animals. Selling or Influencing Others: Promotes agency programs and provides appropriate information to 
local clubs, schools, and other civic organizations. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Motivating Others Timely Decision Making Decision Quality Strategic Agility Informing 
Organizing Drive for Results Organizational Agility Customer Focus Fairness to Direct ReportsKnowledge: Working 
knowledge of accepted law enforcement practices and techniques Working knowledge of wildlife and fisheries 
management, wildlife and fisheries biology, or a related field Working knowledge of applicable law and policy, 
procedure, agency administrative directives, regulations and rules Working knowledge of criminal procedure, rules of 
evidence, and basic constitutional precedents Skills: Finger dexterity Depth perception Manual dexterity Far vision 
Reaction time Speech clarity Gross body coordination Gross body equilibrium Instructing people. Sound localization 
Critical thinking skills Stamina Response orientation Abilities: Problem solving abilities 
 
Tools and Equipment Used: 
  Personal Computer  Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras Binoculars 
Two-Way RadiosOther Law Enforcement Equipment as required 
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077980 - WILDLIFE LIEUTENANT COLONEL 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4531 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife and 
fisheries management, wildlife and fisheries biology, or other related acceptable wildlife management field and 
experience equivalent to four years of increasingly responsible full-time professional wildlife or boating enforcement 
work. Substitution of Graduate Education for Experience: Graduate course work credit received from an accredited 
college or university in wildlife and fisheries management, wildlife and fisheries biology, or other related acceptable 
wildlife management field may substitute for the required experience on a month-for-month basis to a maximum of one 
year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute for one year of 
required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for professional management work of above average difficulty 
assisting in managing statewide wildlife and boating law enforcement programs; and performs related work as required. 
Distinguishing Features: An employee in this class functions as the assistant manager of wildlife law enforcement or 
boating law enforcement for the Tennessee Wildlife Resources Agency. This work involves assisting in the planning, 
supervision, and coordination of law enforcement or boating activities and programs, and the enforcement of agency 
rules, regulations, and policies on a statewide basis. This class differs from Wildlife Major in that an incumbent of the 
latter supervises wildlife law enforcement staff and activities in a specific geographical area. This class differs from the 
Wildlife Captain in that an incumbent of the latter functions as the district law enforcement manager of wildlife or 
boating law enforcement in a specific district within a region, or functions as a law enforcement manager in a wildlife or 
boating law enforcement specialty program. This class differs from Wildlife Manager 5 in that an incumbent of the latter 
manages a statewide wildlife law enforcement program. 
 
Work Activities: 
Communicating with Persons Outside the Organization: Represents TWRA as liaison with the Tennessee Emergency 
Medical Agency (TEMA) in the event of any natural or manmade disaster in Tennessee. Assists with writing annual 
report to the Southeast Regional Association of Fish and Wildlife Agencies and U. S. Coast Guard. Serves as agency 
contact for both the media and general public in explaining wildlife and boating laws, rules, and regulations. Performs 
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public contact work in explaining laws and enforcement regulations to the media and general public. Reviews news 
releases concerning programs and activities. Establish and maintain partnerships with other law enforcement agencies 
to facilitate the fulfillment of common goals. Makes presentations to civic groups, sports groups and clubs, and the 
general public concerning wildlife and boating activities and programs. Training and Teaching Others: Administers and 
participates in law enforcement training and related activities. Plans and conducts enforcement and other related 
training such as vehicle and vessel operation, fire arms qualification, and use of safety equipment. Plans and participates 
in disaster and nuclear regulatory training drills. Plans and participates in regional training with other states in multi-
jurisdictional responses to disasters such as earthquakes and floods. Supervises the development of training programs 
and in-service training for employees. Coordinates agency involvement in multi-jurisdictional training activities with 
other states, federal, or regional personnel. Performing Administrative Activities: Monitors and provides oversight to 
various administrative programs such as but not limited to Report Beam, Contraband and Violator's Compact. Responds 
to phone calls, emails, correspondence, and other inquiries. Prepares law enforcement related records and reports. 
Prepares annual reports and other reports as necessary. Reviews staff reports for accuracy and completeness. Maintains 
wildlife and boating law enforcement records. Performs time and attendance reporting duties, travel requests and 
authorizations, and approves travel expenses.Provide Consultation and Advice to Others: Develops administrative 
policies to be followed in the enforcement of laws, rules, and regulations. Formulates law enforcement procedures 
governing wildlife and boating activities. Makes recommendations for revisions to state wildlife and boating activities 
and programs based on review of current, new, or revised policies. Develops laws, rules, and regulations governing 
wildlife and boating activities. Coordinates referrals to employee assistance programs as needed to help employee work 
through personal or work related issues. Organizing, Planning, and Prioritizing Work: Plans and coordinates the activities 
of staff who oversee various programs to ensure that conflicts in scheduling and responsibility do not arise. Prioritize 
work activities on a daily, weekly, and monthly basis to effectively and efficiently perform job duties. Organizes and 
prioritizes personal workload and the workloads of direct reports to ensure timely and accurate completion of work. 
Assigns tasks to direct reports based on their competencies to ensure work is completed efficiently and effectively. 
Making Decisions and Solving Problems: Performs problem solving on ongoing law enforcement issues that may affect 
wildlife resources locally, regionally, or nationally. Assists direct reports with problem solving in their assigned work 
duties. Approves travel and expense, time and attendance, training, and other related requests for direct reports to 
ensure compliance with laws, regulations, directives, etc. Coordinating the Work and Activities of Others: Coordinates 
special law enforcement investigations, events, and programs on a statewide basis. Coordinates agency response with 
other law enforcement agencies within local, state, and federal government. Assists in coordinating enforcement 
activities with law enforcement personnel within the agency.Monitor Processes, Materials, or Surroundings: Gathers 
and reports boating accident data information to the Coast Guard to meet the reporting requirements mandated by the 
Coast Guard in order for the agency to receive federal funding. Monitors current events as related to law enforcement 
activity and maintaining public safety and disseminates information to appropriate personnel. Receives reports of newly 
hired officers' training records and maintains training records for newly hired officers and other officers as applicable. 
Developing Objectives and Strategies: Coordinates reciprocal agreements with bordering states concerning issues of 
wildlife and boating laws. Develops memoranda of understanding with federal agencies and other states to determine 
responsibility and performance in multi-jurisdictional situations. Represents statewide law enforcement division and 
participates in developing agency's overall strategic plan and other statewide law enforcement operational plans. 
Communicating with Supervisors, Peers, or Subordinates: Provides information to supervisors, coworkers, direct reports 
by telephone, in written form, email, or in person. Conducts daily communication with direct reports and regional law 
enforcement personnel on an as needed basis. Holds quarterly law enforcement meetings for regional majors, and 
annual meeting for captains and lieutenants.  Guiding, Directing, and Motivating Subordinates: Supervises and evaluates 
subordinate staff in performance of their assigned duties to meet the needs and goals of the division. Develops 
individual performance plans and performance evaluations in compliance with the state's SMART formula. Discusses 
Individual Performance Plans, conducts interim and annual reviews with employees and provides constructive feedback. 
Getting Information: Receives information from Tennessee Emergency Management Agency regarding emergency 
situations that affect the safety of the general public. Receives information by attending director's staff meetings, Tenn. 
Wildlife and Fish Commission meetings, law enforcement group meetings, and divisional meetings to inform 
management and determine needs to facilitate fulfillment of job duties. Resolving Conflicts and Negotiating with Others: 
Resolves internal and external customer complaints through various actions which include but are not limited to phone 
conversations, emails, correspondence, and in-person meetings. Develops and models a positive work environment to 
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reduce conflicts or grievances among divisional employees.Evaluating Information to Determine Compliance with 
Standards: Analyze information to determine if applicable regulations, administrative directives, laws, and procedures 
relevant to the situation are in compliance. Reviews case files and law enforcement reports from direct reports and 
regional law enforcement officers to determine if report is approved or if revision is required to be in compliance with 
the procedures. Monitoring and Controlling Resources: Assists in purchasing specialized enforcement equipment. 
Allocates budgetary resources to specific projects within the agency. Staffing Organizational Units: Conducts interviews 
for hiring new officers and divisional staff as needed.Performing General Physical Activities: Performs adequately all 
required physical activities pertaining to law enforcement training requirements and proper execution of job duties. 
Operating Vehicles, Mechanized Devices, or Equipment: Operates safely and proficiently all vehicles, watercraft, and 
equipment in compliance with manufacturer's instruction and in compliance with agency policy and directives, and state 
and federal laws. Interpreting the Meaning of Information for Others: Reads and interprets federal laws, rules, and 
regulations affecting state wildlife and boating activities.Estimating the Quantifiable Characteristics of Products, Events, 
or Information: Estimate time, cost, and resources to perform law enforcement duties on a statewide basis to ensure all 
work activities are adequately staffed and funded. Drafting, Laying Out, and Specifying Technical Devices, Parts, and 
Equipment: Writes minimum specifications for law enforcement equipment and supplies procurement. Coaching and 
Developing Others: Assist divisional staff in finding needed developmental training to facilitate better job performance. 
Updating and Using Relevant Knowledge: Seeks and attends appropriate training, conferences, seminars, workshops to 
stay current with trends and issues in regards to wildlife enforcement, wildlife officer and general public safety. 
Interacting With Computers: Uses office productivity software including but not limited to word processing programs, 
spreadsheet programs, presentation software, web-based email programs, instant messaging programs, and search 
engines. Establishing and Maintaining Interpersonal Relationships: Develops constructive and cooperative working 
relationships with internal and external customers and maintains them over time in order to accomplish agency goals 
and strategic plans. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values                     Written Communications                      Decision Quality                       Problem 
Solving                       Directing Others                       Timely Decision Making            Peer Relationships                   
Organizational Agility               Perseverance               Comfort around Higher Management                Building Effective 
Teams Knowledge: Public Safety and Security                    Law and Government               Customer and Personal Service            
Communications and Media                  Education and Training             Personnel and Human Resources Skills: Writing            
Active Listening            Reading Comprehension                      Speaking                     Persuasion                   Active Learning            
Negotiation                  Time Management                   Judgment and Decision Making             Management of Personnel 
Resources                Instructing                   Critical Thinking                       Service Orientation Abilities: Oral Comprehension                
Oral Expression            Written Comprehension           Written Expression                   Manual Dexterity 
 
Tools and Equipment Used: 
 Vehicle Boat Handgun Shotgun Rifle ATV Computer and associated input and output devices Tow Motor Radios Cell 
Phone 
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077926 - WILDLIFE MAJOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4182 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology or other related acceptable field AND five years of increasingly responsible full-
time professional wildlife enforcement experience of which at least two years must be supervisory experience. OR One 
year as a Wildlife Captain with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general direction, is responsible for supervisory level professional wildlife field enforcement and 
management work of considerable difficulty in state wildlife resources management programs, and performs related 
work as required. Distinguishing Features: The Wildlife Major functions as the Regional Law Enforcement Manager of 
wildlife or boating law enforcement in a specific region.  This class supervises and differs from Wildlife Lieutenant in that 
an incumbent of the latter is the first-level supervisor of Wildlife Officers and Sergeants.  This class reports to and differs 
from Wildlife Manager 5 in that an incumbent of the latter is responsible for statewide wildlife management programs. 
 
Work Activities: 
Operating Vehicles, Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe 
handling of weapons according to policy. Operates assigned vehicles within agency policy and procedure. Organizing, 
Planning, and Prioritizing Work: Develops administrative policy drafts to be followed in the enforcement of laws, rules 
and regulations. Formulates law enforcement procedure drafts governing wildlife and boating activities. Reviews and 
approves special details for special operations activities such as stakeouts, undercover operations, and boating under 
the influence enforcement. Developing Objectives and Strategies: Develops clear and measurable strategic plans and 
objectives for law enforcement programs within assigned region. Assists with the development and periodic review of 
all agency directives, policies, procedures, and protocols as needed. Develops possible response strategies to potential 
problems with law enforcement programs, agency directives, policies, procedures, and protocols.Coaching and 
Developing Others: Conducts and approves performance evaluations for assigned subordinates. Administers and/or 
participates in law enforcement training and related activities. Advises regional training officer in planning and 
conducting enforcement and other related training to include: (a) vehicle and vessel operation, (b) firearm qualification, 
and (c) the use of safety equipment. Addresses and/or recognizes the performance of assigned subordinates 
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appropriately in accordance with established policy. Provides coaching to subordinates on appropriate performance 
management techniques in accordance with recommendations from agency HR. Interpreting the Meaning of 
Information for Others: Reads and interprets state and federal laws, rules, and regulations affecting state wildlife and 
boating activities for subordinates, peers, and supervisors. Performs public contact work in explaining laws and 
enforcement regulations to the media, legislators, commissioners and the general public. Selling or Influencing Others: 
Makes presentations to civic groups, sports groups and clubs, and the general public concerning wildlife and boating 
activities and programs in order to promote agency programs and provide information. Advises executive service 
employees, legislators, and the general public of law enforcement mission and program accomplishments. Builds 
consensus among peers, subordinates, and supervisors in order to further the agency's mission and goals. Updating and 
Using Relevant Knowledge: Plans and participates in disaster and nuclear regulatory training drills. Plans and participates 
in regional training with other states in multi-jurisdictional responses to disasters such as earthquakes, tornados, and 
floods. Consults with others during the operational and program planning process in order to effectively utilize their 
expertise. Participates in position related training as required to enhance professional skills. Seek opportunities for 
professional development within and outside the agency. Participates in annual required law enforcement training. 
Coordinating the Work and Activities of Others: Plans and coordinates the activities of assigned subordinates who 
oversee various programs to ensure that operational and strategic priorities are met, and conflicts in scheduling and 
responsibility do not arise. Coordinates emergency services with Tennessee Emergency Management Agency and other 
agencies and organizations as needed. Coordinates regional law enforcement staff meetings. Communicating with 
Persons Outside Organization: Develops memoranda of understanding with federal agencies and other states to 
determine responsibility and performance in multi-jurisdictional situations. Participates in multi-jurisdictional task forces 
as assigned by coordinating and directing TWRA resources as requested by outside agencies. Serves as an agency 
contact for both the media and general public for purposes of explaining wildlife and boating laws, rules, and regulations 
in an accurate and timely manner. Represents TWRA as liaison to the Tennessee Emergency Management Agency in the 
event of any natural or manmade disaster in Tennessee. Coordinates reciprocal agreements with bordering states 
concerning issues of wildlife and boating laws. Coordinates agency involvement in multi-jurisdictional training activities 
with other state, federal, or regional personnel. Controls, reviews and approves periodic news releases concerning law 
enforcement programs and activities. Communicating with Supervisors, Peers, or Subordinates: Advises executive 
service employees of upcoming operations in a timely manner. Communicates regularly with other program managers 
to coordinate operational activities and program development with other regions to ensure uniformity between regions. 
Advises executive service employees of impending budget issues as required. Inform appropriate regional and statewide 
authorities on the nature of discussions in any and all public meetings. Communicates regularly with subordinates and 
peers in regards to operational goals, initiatives and priorities.Guiding, Directing, and Motivating Subordinates: Assists 
assigned subordinates in coordinating enforcement activities with regional field personnel by reallocating resources and 
directly participating as necessary. Assists assigned subordinates in managing wildlife and boating law enforcement 
programs by reallocating resources and directly participating as necessary. Plans, organizes, and directs assigned 
subordinates in wildlife and boating law enforcement and administration for an assigned region. Supervises assigned 
subordinates in their assigned duties in order to meet the goals of the region. Issues written enforcement plans to 
regional field personnel. Supervises assigned subordinates in the development of training programs and in-service 
training for employees. Adheres to all laws, agency directives, policies, procedures, and protocols to provide an example 
to assigned subordinates. Evaluating Information to Determine Compliance with Standards: Reviews staff reports, 
performance review documents, and other submitted documentation for accuracy and completeness. Assures that law 
enforcement operations, projects, and needs of assigned subordinates meet the goals and objectives of the agency. 
Assures that all agency directives, policies, procedures, and protocols are adhered to. Assures assigned subordinates are 
completing tasks on time and within assigned performance standards. Reviews disciplinary actions executed by assigned 
subordinates to ensure that they are administered in accordance with agency policy and Department of Human 
Resources policies and procedures. Assures that assigned subordinates submit electronic and paper reports as required 
accurately and promptly. Assures that budgets are properly justified and submitted complete and in a timely manner 
with properly coded expenditures. Assures that inventory control is properly executed within the regional law 
enforcement program in accordance with agency rules and state policies.Analyzing Data or Information: Analyzes data 
gathered by enforcement field personnel to inform operational and strategic decision making. Anticipates possible 
operational and strategic problems. Establishing and Maintaining Interpersonal Relationships: Works with other 
agencies and organizations to assure that operational and programmatic activities receive early concurrence and input 
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from regional and statewide authorities. Ensures healthy relationships with other agencies, legislators and 
organizations. Represents the TWRA at formal events to foster relations with business partners. Provide Consultation 
and Advice to Others: Develops proposals related to laws, rules, and regulations governing wildlife and boating activities 
for legislators, municipalities, and other entities. Makes recommendations for revisions to state wildlife and boating 
activities and programs based on the review of current, new, or revised policies. Provides guidance to and sets priorities 
for assigned subordinates in purchasing specialized enforcement equipment. Communicates possible problems and 
response strategies to appropriate regional and statewide authorities. Performing Administrative Activities: Review and 
approve subordinate administrative actions including but not limited to performance evaluations, expense requests, 
time and labor for subordinates. Documenting/Recording Information: Prepares law enforcement related records and 
reports. Writes annual report for the Southeast Regional Association of Fish and Wildlife Agencies. Prepares annual 
reports and other reports as necessary based on analysis of law enforcement reports submitted by subordinates, peers 
and other agency representatives. Completes and submits performance review documents for subordinates accurately 
and promptly. 
 
Competencies (KSA’s): 
Competencies: Decision Quality Strategic Agility Integrity and Trust Ethics and Values Directing Others Conflict 
Management Organizational Agility Customer Focus Motivating Others InformingKnowledge: Advanced knowledge of 
accepted law enforcement practices and techniques Advanced knowledge of applicable law and policy, procedure, 
agency administrative directives, regulations and rules Advanced knowledge of criminal procedure, rules of evidence, 
and basic constitutional precedents Working knowledge of wildlife and fisheries management, wildlife and fisheries 
biology, or a related fieldSkills: Finger dexterity Hand arm steadiness Critical thinking skills. Active listening and learning 
skills. Oral comprehension Oral expression Depth perception Problem sensitivity Control precisionAbilities: Coordination 
of assigned personnel Complex problem solving abilities Judgment and decision making Equipment selection Public 
safety 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras Binoculars 
Two-Way RadiosOther Law Enforcement related equipment as required 
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077981 - WILDLIFE MANAGER 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4538 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology, or other related acceptable field. OR One year of full time working experience as 
a Wildlife Officer with the State of Tennessee. Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class may be required to: Be willing to and able to qualify with, 
carry, and use assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the 
United States; Have a good moral character, as determined by investigation; Complete a criminal history disclosure form 
in a manner approved by the appointing authority; Agree to release all records involving their criminal history to the 
appointing authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal 
history records check; Have no conviction for a felony or have been discharged under any other than honorable 
conditions from any branch of the United States armed forces; Pass a physical examination administered by a licensed 
physician that is consistent with the Americans with Disabilities Act and that relates to the essential functions of the 
position; Pass a psychological evaluation administered by a licensed mental health professional that is consistent with 
the Americans with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 
20/100 in each eye, separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; 
Possess a valid motor vehicle operator's license at the time of appointment in some positions upon appointment, 
successfully complete a prescribed course of instruction at the Tennessee Law Enforcement Academy or have 
successfully completed the equivalent of the prescribed course.Examination Method: Education and Experience, 100%, 
for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife management work of average difficulty in 
the implementation of wildlife management practices in a moderate-sized wildlife area or facility; assists in the 
implementation of management practices in a large, complex wildlife area or facility; and performs related work as 
required. Distinguishing Features: An employee in this class performs a variety of activities associated with the 
management of wildlife. Work involves wildlife habitat development and maintenance, public relations activities, 
facilities maintenance, wildlife law enforcement within assigned geographic area(s) and assisting in research data 
collection. This class differs from that of Wildlife Manager 2 in that an incumbent of the latter is responsible for a larger, 
more complex wildlife area or management responsibilities. 
 
Work Activities: 
Guiding, Directing, and Motivating Subordinates: Adheres to all laws, agency directives, policies, procedures, and 
protocols to provide an example to assigned subordinates. Assists and guides assigned subordinates in resolving 
problem situations. Supervises the activities of assigned workers on WMA's. Leads in the maintenance and repair of 
agency equipment and buildings on assigned WMA's. Leads in the implementation of projects and management 
techniques to provide optimum fish production and fishing opportunities on assigned WMA's and other designated state 
owned properties. Manages field trials and hunts on WMA's.Training and Teaching Others: Plans, conducts and 
evaluates on-the-job training, to include training with equipment, policies, procedures, and techniques, for assigned 
subordinates as required. Promotes, teaches, and/or assists with hunting and boating safety education programs. 
Promotes or provides hunter or trapper safety training. Conducts public educational programs on forest care and 
conservation.Communicating with Persons Outside Organization: Serves as the state's witness at hearings and court 
cases. Works with representatives of other law enforcement agencies in order to ensure cooperation and unified effort. 
Answers general calls and inquiries from the public and co-workers in a prompt and courteous manner with accurate 
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information. Provides information to the general public on wildlife resources. Utilizes available media outlets on a 
regular basis to provide information to the public. Collaborates with other authorities on activities such as surveillance, 
transcription, and research. Addresses schools, civic groups, sporting clubs, or the media to disseminate information 
concerning wildlife resources and regulations. Provides assistance to other local law enforcement agencies as required. 
Develops and manages sharecrop contracts with local farmers. Makes recommendations on management systems and 
planning for wildlife populations and habitat, consulting with stakeholders and the public at large to explore options. 
Informs and responds to public regarding wildlife and conservation issues, such as plant identification, hunting 
regulations, and nuisance wildlife. Disseminates information by writing reports and by making presentations and giving 
talks for schools, clubs, interest groups and interpretive programs. Subcontracts with loggers or pulpwood cutters for 
tree removal and to aid in road layout. Negotiates terms and conditions of agreements and contracts for forest 
harvesting and forest management. Provides advice and recommendations on forestry issues.Operating Vehicles, 
Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe handling of weapons 
according to policy. Operates assigned vehicles and heavy equipment within agency policy and procedure. Repairs and 
maintains assigned equipment as required. Evaluating Information to Determine Compliance with Standards: Reviews 
the records and reports, including but not limited to prosecution reports, activity reports, and evidence logs generated 
by subordinates. Generates and audits wildlife survey data to ensure that it has been accurately collected, recorded, and 
submitted by agreed upon due dates. Audits, approves, and submits budgeted credit card expenditure receipts and 
reports at the end of each month. Assists supervisors in reviewing and correcting reports and other administrative 
duties as required. Assists supervisor in ensuring assigned subordinates comply with agency policies and 
procedures.Coaching and Developing Others: Conducts coaching and counseling sessions for performance evaluations 
for assigned subordinates. Assists landowners with problems on farm ponds and with troublesome 
wildlife.Documenting/Recording Information: Logs evidence in and out of assigned agency evidence/property facilities. 
Completes and submits law enforcement and other required reports accurately and promptly. Completes and submits 
wildlife survey data accurately and promptly. Completes and submits required Law Enforcement activity reports to 
supervisor.Coordinating the Work and Activities of Others: Coordinates plans and activities with federal personnel on 
jointly managed wildlife areas. Supervises activities of forestry workers.Scheduling Work and Activities: Conducts 
inspections for boating, hunting, fishing, litter, and pollution law violations in order to enforce wildlife boating laws, 
proclamations, rules, and regulations and observe agency directives, policies, and procedures. Protects and preserves 
native wildlife, plants, or ecosystems. Implements projects and management techniques to provide optimum fish and/or 
wildlife habitat development. Conducts wildlife inventories in assigned area. Operates, maintains and provides security 
for a variety of equipment, such as automobiles, trucks, bulldozers, tractors, boats and motors, chain saws, mowers, and 
hand tools. Prepares and monitors budget; orders supplies and equipment. Conducts controlled burns to manipulate 
habitat. Recommends revisions in hunting, trapping and fishing regulations or in animal management programs so that 
wildlife balances or habitats can be maintained. Conducts agency restoration, management, eradication, and biological 
survey projects. Collects and reports information on populations or conditions of fish and wildlife in their habitats, 
availability of game food or cover, or suspected pollution. Designs and implements control measures to prevent or 
counteract damage caused by wildlife or people. Uses wildlife agricultural techniques involving trees, shrubs, grains, 
grass, and other wildlife food and cover plantings and cuttings. Surveys areas and compiles harvest figures to determine 
compliance and wildlife population management objectives. Restocks area lands, lakes, and streams with fish and/or 
wildlife. Conducts fish population surveys using standardized fisheries collection techniques. Manages and manipulates 
water levels to enhance wetland habitat. Participates in search-and-rescue operations and in firefighting efforts. 
Determines age, sex, and weight of collected fish and/or of harvested game. Plans and leads the construction of 
outbuildings, checking stations, docks, piers and signs. Builds and maintains roads, trails, observation and parking areas. 
Performs maintenance plumbing, electrical, and carpentry work. Performs facilities maintenance work, such as 
constructing or repairing structures or controlling weeds or pests. Investigates hunting accidents and reports of fish and 
game law violations, and issue warnings or citations and file reports as necessary. Conducts and monitors water quality 
profiles. Designs and analyzes fish data and harvest reports. Uses explosives in wildlife habitat management techniques. 
Oversees landowner property issues such as easements, boundaries, etc. Assists in determining feasibility of stocking 
warm and cold water fish in streams, lakes, and rivers. Ensures the safe operation and maintenance of Agency Firing 
Ranges. Issues licenses (temporary harvest tags), permits, or other documentation. Utilizes spawning and culture 
techniques for cold and warm water fish production. Investigates crop, property, or habitat damage or destruction or 
instances of water pollution to determine causes and to advise property owners of preventive measures. Documents the 
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extent of crop, property, or habitat damage and make financial loss estimates or compensation recommendations. 
Investigates fish kills and determine cause and financial loss estimates or compensation recommendations. Analyzes 
characteristics of flora and fauna to identify and classify them. Inventories or estimates plant and wildlife populations. 
Studies animals in their natural habitats, assessing effects of environment and industry on animals, interpreting findings 
and recommending alternative operating conditions. Studies characteristics of animals such as origin, interrelationships, 
classification, life histories and diseases, development, genetics, and distribution. Participates in preventive programs to 
control the outbreak of wildlife diseases. Checks for, and ensure compliance with, environmental laws and notify law 
enforcement when violations are identified. Prepares collections of preserved specimens or microscopic slides for 
species identification and study of development or disease. Collects and dissects flora and fauna specimens and examine 
specimens under microscope. Organizes and conducts experimental studies with live animals in controlled or natural 
surroundings. Raises specimens for study and observation or for use in experiments. Plans and implements projects for 
conservation of wildlife habitats and soil and water quality. Monitors wildlife populations and assess the impacts of 
forest operations on population and habitats. Performs land survey techniques with related equipment. Utilizes 
scientific techniques for measuring and identifying trees. Monitors forest-cleared lands to ensure that they are 
reclaimed to their most suitable wildlife habitat. Maps forest area soils and vegetation to estimate the amount of 
standing timber and value of wildlife habitat. Manages timber sale contracts from designated harvest areas. Plans and 
directs construction and maintenance of trails, roads and fire breaks ensuring that they comply with guidelines and 
regulations set for forested public lands. Plans and supervises forestry projects, such as determining the type, number 
and placement of trees to be planted, thinning forest and monitoring growth of new seedlings. Directs, and participates 
in, wild-fire suppression. Analyzes effect of forest conditions on tree growth rates and tree species prevalence and the 
yield, duration, seed production, growth viability, and germination of different species. Monitors contract compliance 
and results of forestry activities to assure adherence to government regulations. Studies different tree species' 
classification, life history, light and soil requirements, adaptation to new environmental conditions and resistance to 
disease and insects. Performs inspections of forests or forest nurseries. Determines methods of cutting and removing 
timber with minimum waste and environmental damage. Plans and directs forest surveys and related studies and 
prepare reports and recommendations. Chooses and prepares sites for new trees, using controlled burning, bulldozers, 
or herbicides.Performing Administrative Activities: Performs administrative duties such as public relations, budgeting, 
and supervision of staff.Performing for or Working Directly with the Public: Conducts or assists with Outreach programs 
to recruit young or new hunters, fishermen, and other outdoor enthusiasts. Maintains a professional demeanor and 
appearance in accordance with administrative directives. Assists the general public with wildlife damage complaints, 
injured wildlife, and/or control of nuisance wildlife species. Provides technical assistance with habitat management for 
wildlife and fisheries species to landowners. Provides assistance to land owners in the development of wildlife 
management for their property. Provides advice or information to agency managed property visitors.Provide 
Consultation and Advice to Others: Submits recommendations on game and fish seasons and numbers of animals to be 
harvested. Submits hunting and fishing season setting recommendations to supervisor in a timely manner with specific 
related recommendations and backup documentation. Investigates wildlife complaints and suggests methods for 
controlling problem animals.Public Safety and Security: Conducts safe handling of weapons according to policy. Adheres 
to all laws, agency directives, policies, procedures, and protocols. Operates assigned vehicles within agency policy and 
procedure. Conducts inspections for boating, hunting, fishing, litter, and pollution law violations in order to enforce 
wildlife boating laws, proclamations, rules, and regulations and observe agency directives, policies, and procedures. 
Participates in the apprehension and arrest of violators of game and fish laws in order to enforce wildlife boating laws, 
proclamations, rules and regulations. Patrols assigned areas by vehicles, boat, airplane, horse, or on foot to enforce 
game, fish, or boating laws or to manage wildlife programs, lakes, or land. Establishes and maintains proficiency with 
assigned weapons. Interrogates persons under arrest regarding violation and/or the location of evidence. Serves 
warrants, subpoenas, make arrests, compile and present evidence for court actions. Coordinates and participates in 
surveillance activities, raids, seizures and arrests of suspected offenders Conducts a variety of law enforcement 
operations using a variety of equipment including but not limited to motor vehicles, boats, firearms, cameras, 
binoculars, and two-way radios. Develops and manages informants to obtain information related to cases. Participates 
in the preparation and maintenance of records and reports of daily activities, arrests, prosecutions, and educational 
programs. Coordinates and participates in special law enforcement details and work assignments. Identifies case issues 
and evidence needed, based on analysis of charges, complaints, or allegations of law violations. Assists peers and other 
non-agency law enforcement personnel in resolving problem situations. Obtains and uses search and arrest warrants. 
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Analyzes evidence and prepare samples and or evidence for testing. Participates in the cataloging and storing of 
evidence/property seized within a geographic district. Participates in the field training and orientation of new wildlife 
officers and commissioned managers. Seizes equipment used in fish and game law violations, and arrange for disposition 
of fish or game illegally taken or possessed. Apprehends and arrests violators of game and fish laws on assigned WMA(s) 
in order to enforce wildlife boating laws, proclamations, rules, and regulations and observe agency directives, policies, 
and procedures. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Functional / Technical Competencies Ethics and Values Action Oriented Time 
Management Organizing Written Communication Intellectual Horsepower Boss Relationships ComposureKnowledge: 
Working knowledge of wildlife and fisheries management, wildlife and fisheries biology, or a related field. Working 
knowledge of applicable law and policy, procedure, agency administrative directives, regulations and rules. Working 
knowledge of criminal procedure, rules of evidence, and basic constitutional precedents. Working knowledge of 
accepted law enforcement practices and techniques. Working knowledge of relevant equipment, policies, procedures, 
and strategies to promote effective local, state, or national security operations for the protection of people, data, 
property, and institutions. Working knowledge of Land Survey techniques and equipment.Skills: Finger Dexterity Depth 
Perception Manual Dexterity Far Vision Reaction Time Speech Clarity Gross Body Coordination Gross Body Equilibrium 
Sound Localization Critical Thinking Skills Stamina Response Orientation Reading Comprehension Writing Speaking 
Active Learning Troubleshooting Active Listening Time Management Equipment MaintenanceAbilities: Instructing 
People Problem Solving Abilities Oral Comprehension Written Comprehension Speech Clarity Speech Recognition 
Deductive Reasoning 
 
Tools and Equipment Used: 
 Heavy Equipment Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms 
Cameras Binoculars Two-Way Radios Law Enforcement Equipment 
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077982 - WILDLIFE MANAGER 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4542 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology, or other related acceptable field and experience equivalent to two years of full-
time professional wildlife resources work; additional graduate coursework in wildlife management or other related 
acceptable field may be substituted for the required experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:    Possess a valid motor vehicle operator license may be 
required.Examination Method: Education and experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for advanced professional wildlife management work of average 
difficulty and supervisory work of routine difficulty in the implementation of wildlife management practices in a large 
wildlife area or facility; and performs related work as required.Distinguishing Features: An employee in this class leads in 
a variety of activities associated with the management of wildlife, wildlife lands, and fish and fish facilities. Work 
involves leading in wildlife habitat development and maintenance, public relations activities, research data collection, 
and facilities maintenance. This class differs from that of Wildlife Manager 1 in that an incumbent of the latter is 
responsible for overseeing a moderate-sized wildlife area or facility. This class differs from that of Wildlife Manager 3 in 
that an incumbent of the latter is responsible for multiple wildlife management areas and fisheries programs. 
 
Work Activities: 
Communicating with Persons outside the Organization: Communicates with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail. Disseminates information by writing reports and by making 
presentations and giving talks for schools, clubs, interest groups and interpretive programs. Leads in providing 
information to the public pertaining to hunting, fishing, boating, and associated recreational activities; manages field 
trials and hunts on wildlife areas; gives talks and lectures on wildlife conservation to school groups and other interested 
individuals. Develops and manages sharecrop contracts with local farmers. Assists surrounding landowners with 
problems on farm ponds. Coordinates plans and activities with federal personnel on jointly managed wildlife areas. 
Provides forestry education and general information, advice, and recommendations to woodlot owners, community 
organizations, and the general public. Assists in patrol and law enforcement duties as required; issues citations and 
appears in court.Analyzing Data or Information: Analyzes data collected from interviews with fishermen used to obtain 
data required for determining fish species harvest, fishing pressure, year groups, fish weights and lengths, number of 
fishermen, and economic information pertaining to fishermen. Conducts creel surveys; collects water and fish samples; 
determines age, sex, and weight of harvested fish; assists in determining feasibility of stocking warm and cold water fish 
in streams, lakes, and rivers. Analyzes characteristics of flora and fauna to identify and classify them. Inspects trees and 
collect samples of plants, seeds, foliage, bark and roots to locate insect and disease damage. Documenting/Recording 
Information: Selects and marks trees for thinning or logging, drawing detailed plans that include access roads. Surveys, 
measures, and maps access roads and forest areas such as burns, cut-over areas, experimental plots, and timber sales 
sections. Collects biological data (age, weight, size, and condition) from game killed on managed hunts. Conducts 
browse and mast surveys; traps and bands wildlife; determines age, sex, and weight of harvested game. Leads in the 
conduct of fish population studies. Measures distances, clean site-lines, and record data to help survey crews. Leads in 
the inventory and/or scientific estimates for plant and wildlife populations. Organizing, Planning, and Prioritizing Work: 
Plans and leads the construction and location of fish attractors in reservoirs throughout the state to create productive 
sites for fishermen. Plans and leads the draw-down of agency ponds to remove fish for stocking; and oversees the 
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transport of the fish in tanker vehicles to designated stocking sites, and stocks designated sites. Supervises and monitors 
the receipt of eggs from federal and private hatcheries; the disinfection of the eggs, and places the fry hatched from 
these eggs in incubator trays; feeds the fry until they reach a size which enables them to be placed in ponds. Plans, for 
the planting and growing of crops to feed wildlife. Leads and conducts forest and conservation work associated with 
seasonal activities, such as planting tree seedlings, putting out forest fires and maintaining recreational facilities. Leads 
and conducts forest nursery operations, monitor timber harvesting, perform land use activities such as disease or insect 
control programs. Manages hunts on state owned lands. Communicating with Supervisors, Peers, or Subordinates: 
Assists Wildlife Biologists/Senior Managers with wildlife population studies. Provides technical support to forestry 
research programs in areas such as tree improvement, seed orchard operations, insect and disease surveys, or 
experimental forestry and forest engineering research. Monitoring and Controlling Resources: Prepares and monitors 
budget; orders supplies and equipment; sells permits and licenses. Supervises, monitors and protects fry where they 
continue to grow to supply adult stocking programs; oversees the feeding of the fish in ponds. Operating Vehicles, 
Mechanized Devices or Equipment: Leads in operating, running, maneuvering, navigating, or driving vehicles or 
mechanized equipment, such as forklifts, passenger vehicles, tractors, doziers, or water craft.Performing General 
Physical Activities: Performs physical activities that require considerable use of your arms and legs and moving your 
whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials. Leads in constructing and 
maintaining buildings, storage sheds, roads, bridges, and trails at the assigned agency area. Thins and spaces trees and 
control weeds and undergrowth, using manual tools and chemicals, or supervise workers performing these tasks. 
Constructs access routes and forest roads. Locates and traps animals such as turkeys and bears for relocation to other 
areas of the state. Performs reforestation, or forest renewal, including nursery and silviculture operations, site 
preparation, seeding and tree planting programs, cone collection, and tree improvement. Leads in the collection of fish 
by using electro-fishing (shocking) methods. Leads and conducts forest protection activities, including fire control, fire 
crew training, fire detection and public education.Repairing and Maintaining Mechanical Equipment: Leads in the 
servicing, repairing, adjusting, and testing machines, devices, moving parts, and equipment that operate primarily on the 
basis of mechanical (not electronic) principles. Maintains equipment assigned to agency controlled areas. 
 
Competencies (KSA’s): 
Competencies: Innovation Management Perspective Drive for Results Interpersonal Savvy Process Management 
Perseverance Planning Functional / Technical Competencies Timely Decision Making Strategic AgilityKnowledge:  Biology 
Building and Construction Public Safety and Security Clerical Customer and Personal Service Administration and 
ManagementSkills: Finger dexterity Manual dexterity Hand arm steadiness Critical thinking skills. Active Listening Active 
Learning Depth Perception Multilimb Coordination Trunk Strength Near Vision Speech recognition Written expression 
Mathematics Management of Financial Resources Equipment Selection Judgment and Decision Making Time 
Management Abilities: Oral Comprehension Oral Expression Reading comprehension Deductive Reasoning Time 
Management Written Comprehension Trunk Strength Stamina 
 
Tools and Equipment Used: 
 Tractors & Farm Implements Motor Vehicles Telephone Boats Fax Machine Firearms - Rifles Copy Machine 
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077983 - WILDLIFE MANAGER 3 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4544 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology or other related acceptable field and experience equivalent to three years of full-
time increasingly responsible professional wildlife resources work. Substitution of Education for Experience:  Additional 
graduate coursework in wildlife management or other related acceptable field may be substituted for the required 
experience, on a year-for-year basis, to a maximum of one year. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Possess a valid motor vehicle operator's license at the 
time of appointment in some positions. Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife management or wildlife biology work of 
considerable difficulty and supervisory work of average difficulty in the planning, supervision, and coordination of 
wildlife management practices in a large geographic area or the conducting of wildlife biological surveys on a statewide 
or regional basis; and performs related work as required. Distinguishing Features: An employee in this class supervises 
and participates in a wide variety of activities associated with the management of wildlife, wildlife lands, and fish or for 
planning, participating in, and coordinating a statewide or regional program or project for fish and wildlife management. 
Work involves the supervision of wildlife management staff and their activities, collection and analysis of research data, 
the planning, coordination, and evaluation of area wildlife programs, planning, conducting, and interpreting biological 
studies, developing, and coordinating statewide or regional program activities, and giving consultation to regional 
personnel on specialty areas, such as endangered species, fisheries, non-game and game animals, furbearing animals, 
water fowl, and water resources and pollution. This class differs from that of Wildlife Manager 2 in that an incumbent of 
the latter is responsible for one wildlife area or refuge or biological collection and analysis on a regional basis. This class 
differs from that of Wildlife Manager 4 in that an incumbent of the latter acts as an assistant to the regional manager or 
staff specialist in wildlife planning, research and environment planning. 
 
Work Activities: 
Estimating the Quantifiable Characteristics of Products, Events, or Information:  Projects budget needs of proposed 
program or operational changes to establish appropriate funding and implementation guidelines.Making Decisions and 
Solving Problems: Evaluates management options and input from subordinates, peers, and relevant other sources in 
order to make management decisions regarding assigned duties and work areas. Interviewing and selecting candidates 
to fill vacant positions.Resolving Conflicts and Negotiating with Others: Utilize negotiation skills to resolve conflict 
among subordinates. Identifies potential issues by observing working relationships among subordinates and proactively 
encourages behavior modification to prevent conflict in the work unit.  Seeks input from all parties directly involved in 
complaints and disputes in order to conduct an impartial and complete review of facts and pertinent data prior to 
resolving the issue. Administers first level disciplinary actions in accordance with guidance from HR. Mediates 
disciplinary actions of assigned subordinates. Serves as a mediator for assigned subordinates and peers to upper 
management personnel. Works with stakeholders to resolve conflicts pertaining to resource utilization or 
availability.Analyzing Data or Information: Ensures project relevant data is collected and appropriate analyses are 
conducted. Coordinate, supervise, and assist with resource surveys, augmentation and sampling efforts. Analyzes and 
interprets biological and sociological data utilizing professional experience, scientific knowledge, and public input to 
make recommendations for agency action.Interacting With Computers: Use office productivity software including but 
not limited to word processing programs, spreadsheet programs, presentation software, email programs, and search 
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engines. Utilizes state's computer system to enter time and labor, travel and expense requests, approve employee's 
time and labor, create performance management documents. Utilize specialized software to aid in analysis of wildlife 
survey data.Thinking Creatively: Develops independently, or with others, new or adapts existing applications, systems, 
or ideas that streamline initiatives, improve operating efficiency, and improve business practices.Establishing and 
Maintaining Interpersonal Relationships: Represents the TWRA in a variety of inter- and intra-organizational settings to 
foster relations with program stakeholders, to share resources, improve communications, and simplify 
operations.Selling or Influencing Others: Presents change in program policy and procedure to peers and subordinates in 
a positive and supportive manner. Promotes requests for resources to agency leadership to ensure programs receive 
sufficient consideration.Monitor Processes, Materials, or Surroundings: Monitors budget documents, grants, and other 
relevant financial data to ensure financial stability and efficiency. Monitor project progress to ensure compatibility with 
and accomplishment of agency goals and objectives. Monitors work unit cohesion and morale to ensure goals and 
objectives are accomplished.Guiding, Directing, and Motivating Subordinates: Continually documents the performance 
of assigned subordinates to ensure accurate and unbiased performance evaluations. Completes and submits 
performance review documents for subordinates accurately and promptly. Maintains a respectful and productive work 
environment within the assigned work unit to minimize disputes and facilitate performance. Documents behaviors that 
warrant disciplinary actions in accordance with guidance from HR. Assists assigned subordinates in resolving 
programmatic problems to enhance development and team performance. Develops stretch assignments for assigned 
subordinates to enhance cross-training and strengthen the work team.Judging the Qualities of Things, Services, or 
People: Assesses assigned subordinate work behaviors, competencies, knowledge, skills and abilities for succession 
planning, talent management and retention purposes. Assesses the quality and importance of suggestions provided by 
subordinate staff to determine priority of tasks or limitations to achieving objectives.Developing and Building Teams: 
Conducts job duties in a professional manner that provides a positive role manner for peers and subordinates. Provides 
clear and equitable assignment of duties. Gathers input from all members of the team during project or goal 
development. Communicates regularly with team members individually and in group settings.Communicating with 
Supervisors, Peers, or Subordinates: Continually communicates with all levels of organizational hierarchy to ensure 
awareness of, gather information on, and coordinate responses to ongoing issues, programs, and needs. Disperses 
pertinent information to assigned subordinates, supervisors, and peers to enhance workers' overall knowledge base. 
Assists assigned subordinates in coordinating program activities with regional field personnel. Represents regional work 
group interests during organizational decision-making process. Notifies supervisory personnel of possible violations of 
departmental, state, and federal laws, rules, regulations, guidelines, policies, and procedures.Getting Information: 
Coordinates and supervises the collection of relevant information for assigned programs and facilities, such as acreage 
calculations, fish production, fuel usage. Participates in meetings, conferences, workshops, and other events in order to 
gather information that affect agency operations and be able to stay at the forefront of developing knowledge. Gathers 
information provided by a variety of sources to include emerging research and trends, emails, phone calls, social media, 
etc. to evaluate issues to assist in the decision-making process. Gathers information from subordinates about current 
field conditions, project progress, outstanding issues, and other relevant topics to perform an accurate assessment of 
work unit operations. Supervises and participates in conducting a variety of data collection surveys as specified in the 
field request and orders to determine environmental changes and wildlife conditions.Staffing Organizational Units: 
Makes recommendations on employment, retention, promotion, demotion, and other personnel actions. Conducts 
interviews with job candidates to identify those who will best fit with the Agency's culture. Reviews applications and 
resumes of job candidates to identify candidates for interviewing. Provides hiring and salary recommendations to 
Agency leadership and Human Resources based on the results of interviews.Documenting/Recording Information: 
Generates a variety of reporting and plans, including but not limited to annual budget reports, project accomplishment 
reports, grant reports, quarterly reports, monthly activity reports, information and education annual reports, program 
management plans, strategic plans, special legislative reports, and external reporting as required. Documents 
information provided during meetings and training when serving as the sole agency representative to ensure accurate 
information is disseminated to others.Identifying Objects, Actions, and Events: Identifies and informs upper 
management of circumstances and events such as social movements and public opinion that may affect program 
operations and goals. Identifies program logistical needs in order to operate efficiently.Organizing, Planning, and 
Prioritizing Work: Sets priorities within project plans to ensure work is completed in accordance with the needs of the 
organization. Plans, supervises, and coordinates the implementation of a variety of projects and programs to provide 
optimum wildlife habitat development in a large geographic area. Organizes and prioritizes personal workload using 
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calendars, lists, and other facilitators to ensure timely and accurate completion of work. Develops implementation plans 
based on manager's knowledge, experiences, skills, best practices and targeted research to address strategic goals, 
agency, and work unit needs. Shifts priorities within project plans to accommodate changes to the work environment, 
organizational needs, and other relevant factors. Provides direction to assigned subordinates on project implementation 
and work priorities. Ensure availability of resources to successfully implement assigned projects. Participates in the 
agency, local, regional, and national planning initiatives for assigned area.Communicating with Persons Outside 
Organization: Supervises and participates in providing information to the public pertaining to hunting, fishing, boating, 
and associated recreational activities. Coordinates with federal and local government on mutual programs and projects. 
Provide technical assistance to landowners and general public. Disseminates information by writing reports and by 
making presentations for schools, clubs, interest groups and interpretive programs. Appears on radio programs, TV 
shows, and writes articles for publication as required to discuss and promote wildlife agency objectives.Coordinating the 
Work and Activities of Others: Aligns work unit operations with the goals of the agency, strategic plan, and other 
applicable regional and national plans. Coordinates and schedules construction activities such as fish habitat and access 
areas.Performing Administrative Activities:  Reviews and approves expenditures for supplies and equipment. Review and 
approve subordinate administrative actions including but not limited to performance evaluations, expense reports, 
procurement card purchases, and time and labor for subordinates. Supervises and participates in the preparation and 
maintenance of records and reports on daily activities, survey data, expenditures and budget status, and equipment 
usage.Operating Vehicles, Mechanized Devices, or Equipment: Operates and utilizes a variety of equipment, such as 
automobiles, trucks, bulldozers, tractors, boats and motors, chainsaws, mowers, and hand tools, etc., in a safe 
manner.Developing Objectives and Strategies: Develops clear and measurable strategic plans and objectives for 
programs within assigned region. Develops budget proposals for special projects within their area of responsibility. 
Determine project objectives based on budget, scope, logistics, available personnel, etc. Develop project proposals 
based on field orders, strategic plans, resources, and other needs. Develops strategies and objectives for assigned 
program areas to enhance performance and improve organizational efficiency. Consults with others during the 
operational and program planning process in order to effectively utilize their expertise.Coaching and Developing Others: 
Mentors assigned subordinates by providing feedback and information on how to most effectively and efficiently 
perform their assigned tasks. Provides coaching to subordinate leaders on appropriate performance management 
techniques in accordance with recommendations from agency HR. Addresses and/or recognizes the performance of 
assigned subordinates appropriately in accordance with established policy. Provides informal performance feedback 
advice to assigned subordinates to assist with personal and professional development. Encourages subordinates to 
participate in professional organizations relevant to area of responsibility. Coaches assigned subordinates through the 
use of stretch assignments to develop bench strength and talent management.Evaluating Information to Determine 
Compliance with Standards: Reviews disciplinary actions executed by assigned subordinates to ensure that they are 
administered in accordance with agency policy and Department of Human Resources policies and procedures. Evaluates 
employee work outcomes to ensure that goals, tasks and responsibilities are completed in compliance with policies, 
procedures, guidelines and standards. Assures assigned subordinates are completing tasks on time and within assigned 
performance standards. Reviews field activity reports, survey data records, financial documents, administrative reports, 
and correspondence. Assures that assigned subordinates submit electronic and paper reports as required accurately and 
promptly. Ensures that subordinate staff conducts safety inspections of assigned areas of responsibility and assigned 
facilities and equipment to meet regulatory requirements. Assures that budgets are properly justified and submitted 
complete and in a timely manner with properly coded expenditures. Assures that all agency directives, policies, 
procedures, and protocols are adhered to. Ensures all equipment such as automobiles, trucks, bulldozers, tractors, boats 
and motors, chainsaws, mowers, and hand tools, etc., is maintained in safe working order. Execute inventory controls 
within assigned work unit in accordance with agency rules and state policies. Studies relevant policies and procedures 
and makes recommendations for change. Monitor policies, laws, rules, regulations, permits, and other legal documents 
to insure agency concerns are adequately addressed.Scheduling Work and Activities: Schedules tasks effectively and 
efficiently into current workload to ensure timely and accurate completion of work. Delegates tasks to assigned 
subordinates based on the competencies they possess to ensure that workloads are completed efficiently, accurately, 
and timely. Assists in the planning, scheduling, and organizing of workshops, meetings, and public events.Performing 
General Physical Activities: Performs physical activities that require considerable use of your arms and legs and moving 
your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials. Leads in the collection 
of fish by using electro-fishing (shocking) methods, gill nets, trap nets, seining. Leads in constructing and maintaining 
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buildings, storage sheds, roads, bridges, fishing piers, and trails at the assigned work unit. Leads and conducts forest 
protection activities such as forest inventories and prescribed burning. Performs reforestation, or forest renewal, 
including nursery and silviculture operations, site preparation, seeding and tree planting programs, cone collection, and 
tree improvement.Updating and Using Relevant Knowledge: Actively seeks out, attends, and participates in appropriate 
workshops, meetings, and conferences to maintain a current knowledge of the field and to inform professional 
development decisions. Conducts literature reviews of relevant scientific and professional publications to maintain a 
current knowledge of their area of responsibility. Ensures all required licensure and certifications are maintained in 
accordance with local, state, and federal rules, regulations, policies, and procedures. 
 
Competencies (KSA’s): 
Competencies:  Listening                       Integrity and Trust                    Conflict Management                 Ethics and Values                       
Building Effective Teams            Decision Quality            Organizing                     Written Communications           Delegation                   
Managerial Courage                  Organizational Agility                 Patience            PerseveranceKnowledge: Biology              
Administration and Management            Mathematics                  Communications and Media                  Skills: 
Management of Personnel Resources     Judgment and Decision Making  Writing  Science Management of Financial 
Resources       Speaking                       Active Learning             Active Listening             Critical Thinking            Negotiation                   
Complex Problem Solving          Time Management                     Instructing                    Systems Analysis                       
Equipment Selection                  Equipment MaintenanceAbilities: Written Expression                    Written Comprehension 
Oral Expression             Oral Comprehension                  Deductive Reasoning                 Inductive Reasoning                  Time 
Sharing                 Control Precision                       Static Strength              Trunk Strength 
 
Tools and Equipment Used: 
 Personal Computer and Associated Input and Output Devices Printers, Copiers, Facsimile Machines Telephones, 
including Landlines and Smart Phones Two-way Radios Global Positioning Systems (GPS) Binoculars Cameras Motor 
Vehicles: Cars, Trucks, ATVs Boats Firearms Fish Sampling Gear including Electrofishing Gear, Nets, Seines Power Tools 
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077984 - WILDLIFE MANAGER 4 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4550 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife and 
fisheries management, wildlife and fisheries biology, or other related acceptable natural resources management fields 
and experience equivalent to four years of increasingly responsible full-time professional wildlife, fisheries or related 
natural resources work. Substitution of Education for Experience: Graduate course work credit received from an 
accredited college or university in wildlife and fisheries management, wildlife and fisheries biology, or other related 
acceptable wildlife management fields may substitute for the required experience on a month-for-month basis to a 
maximum of one year (e.g., 36 graduate quarter hours in one or a combination of the above listed fields may substitute 
for one year of required experience). 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class:  May be required to have a valid motor vehicle operator's 
license for some positions. Examination Method: Education and Experience, 100%, for Preferred Service positions. For 
Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, and Examination Method are 
determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for professional management work of average difficulty assisting in directing 
wildlife management activities and personnel in a large region of the state or wildlife/fisheries planning, research, and 
environmental staff work in the comprehensive planning and review of statewide wildlife and/or fisheries management 
programs; and performs related work as required. Distinguishing Features: This is the regional program manager for 
wildlife or fisheries management or environmental services or the staff planning specialist level in the field of 
wildlife/fisheries management and conservation program planning. An employee in this class assists in planning, 
supervising, and coordinating the management of wildlife/fisheries/environmental services activities and the 
enforcement of agency rules, regulations, and policies in an assigned region or plans, develops, coordinates, and 
administers comprehensive wildlife/fisheries/environmental services programs involving long range planning, research 
studies, and environmental impact factors. This class differs from that of Wildlife Manager 3 in that an incumbent of the 
latter coordinates wildlife/fisheries management in a large geographic area or wildlife biological management on a 
statewide or regional basis. This class differs from that of Wildlife Manager 5 in that an incumbent of the latter 
supervises the Wildlife Manager 4. 
 
Work Activities: 
Analyzing Data or Information:  Anticipates possible operational and strategic problems through the interpretation of 
data analyses, professional experience, scientific knowledge, and public input. Combines data analyses with professional 
experience, scientific knowledge, and public input to make recommendations for agency action. Analyzes data gathered 
by field personnel at a strategic and operational level to inform decision making. Ensures project relevant data is 
collected and appropriate analyses are conducted.Scheduling Work and Activities: Incorporates last minute and 
unscheduled tasks into current workload to ensure timely and accurate completion of work. Delegates tasks to assigned 
subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work and 
ensure that personal workload is completed efficiently, accurately, and timely.Identifying Objects, Actions, and Events: 
Identifies work and program priorities to ensure the most important work is completed first based on work experience, 
supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines. Identifies program 
logistical needs in order to operate efficiently. Identifies circumstances and events that may be relevant to program 
objectives to inform operational and strategic decision making. Identify proposed legislation, policies, rules, social 
movements, and public opinions that may affect agency operations to determine compatibility with current agency 
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program goals.Guiding, Directing, and Motivating Subordinates: Administers first level disciplinary actions in accordance 
with guidance from HR. Mediates disciplinary actions of assigned subordinates. Serves as a mediator for assigned 
subordinates and peers to upper management personnel. Maintains a respectful and productive work environment 
within the assigned work unit to minimize disputes and facilitate performance. Assists assigned subordinates in resolving 
programmatic problems to enhance development and team performance. Develops stretch assignments for assigned 
subordinates to enhance cross-training and strengthen the work team.Establishing and Maintaining Interpersonal 
Relationships: Represents the TWRA in a variety of inter- and intra-organizational settings to foster relations with 
program stakeholders. Develops partnerships with other agencies and organizations to improve and simplify operations. 
Networks with other agencies and organizations to assure that operational and programmatic activities receive early 
concurrence and input from regional and statewide authorities, and to ensure that program goals are successfully 
pursued and achieved.Staffing Organizational Units: Conducts interviews with job candidates to identify those who will 
best fit with the organization's culture. Reviews applications and resumes of job candidates to identify candidates for 
interview. Provides hiring and salary recommendations to agency leadership and HR based on the results of 
interviews.Developing Objectives and Strategies: Develops possible response strategies to potential problems with 
assigned programs, agency directives, policies, procedures, and protocols. Develops clear and measurable strategic 
plans and objectives for programs within assigned region. Determine project objectives based on budget, scope, 
logistics, available personnel, etc. Create performance plans based on SMART formula to guide employee performance 
and ensure successful work outcomes. Develops strategies and objectives for assigned program areas to enhance 
performance and improve organizational efficiency. Develop project proposals based on field orders, strategic plans, 
resources, and other needs. Develops budget proposals for special projects within their area of responsibility. Assists 
with the development and periodic review of all agency directives, policies, procedures, and protocols as needed. 
Consults with others during the operational and program planning process in order to effectively utilize their 
expertise.Judging the Qualities of Things, Services, or People: Assesses assigned subordinate work behaviors, 
competencies, knowledge, skills and abilities for succession planning, talent management and retention purposes. 
Assesses the quality and importance of suggestions provided by subordinate staff to determine priority of tasks or 
limitations to achieving objectives.Provide Consultation and Advice to Others: Makes recommendations for revisions to 
state natural resources programs based on the review of current, new, or revised policies. Makes recommendations for 
changes in operations which affect the economy, efficiency and quality of agency operations and services. Makes 
recommendations on human resources actions such as employment, promotion, demotion, transfer, retention, and 
increases for outstanding performance to assigned supervisor. Develops proposals related to laws, rules, and regulations 
governing natural resources program activities for legislators, municipalities, and other entities. Provides 
recommendations to supervisors on issue resolution and project needs. Provides professional advice related to TWRA 
operations as required. Advises peers and/or assigned subordinates on proper departmental procedures related to the 
accomplishment of their daily workload.Interpreting the Meaning of Information for Others: Interprets a variety of 
current agency and external rules and/or laws, regulations, policies, procedures, and documentation for stake holders, 
partners, and internally to facilitate understanding, enhance communications, and ensure compliance.Estimating the 
Quantifiable Characteristics of Products, Events, or Information: Projects budget needs of proposed program or 
operational changes to establish appropriate funding and implementation guidelines. Projects external staffing and 
timelines needed to complete project to meet the strategic plan of the department. Determine research needs for 
current projects to meet the strategic plan of the department.Coordinating the Work and Activities of Others: Plans and 
coordinates the activities of assigned subordinates who oversee various programs to ensure that operational and 
strategic priorities are met, and conflicts in scheduling and responsibility do not arise. Aligns work unit operations with 
the goals of the agency, strategic plan, and other applicable regional and national plans. Coordinates meetings, events, 
and other special projects as required to ensure availability, attendance, and coverage. Coordinates with upper 
management, peers, and assigned subordinates to facilitate equitable workload dissemination. Coordinate with external 
entities to fulfill identified research needs.Documenting/Recording Information: Generates a variety of reporting and 
plans, including but not limited to annual budget reports, project accomplishment reports, grant reports, quarterly 
reports, monthly activity reports, Information and Education Annual Reports, program management plans, strategic 
plans, special legislative reports, and external reporting as required. Documents behaviors that warrant disciplinary 
actions in accordance with guidance from HR. Completes and submits performance review documents for subordinates 
accurately and promptly. Continually documents the performance of assigned subordinates to ensure accurate and 
unbiased performance evaluations. Documents information provided during meetings and training when serving as the 
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sole agency representative to ensure accurate information is disseminated to others. Documents and stores employee 
information in electronic databases and/or physical form for employees as required ensuring accurate information is 
recorded in the employee's records.Selling or Influencing Others: Promotes requests for resources to agency leadership 
to ensure programs receive sufficient support. Advocates benefits, internal initiatives, and process changes to 
employees and agency leadership during the course of training and communications to facilitate adoption and enhance 
investment. Makes presentations to civic groups, sports groups and clubs, and the general public concerning wildlife and 
boating activities and programs in order to promote agency programs and provide information.Organizing, Planning, and 
Prioritizing Work: Ensure availability of resources to successfully implement assigned projects. Develops implementation 
plans based on knowledge, experiences, skills, best practices and targeted research to address strategic goals and 
agency needs. Sets priorities within project plans to ensure work is completed in accordance with the needs of the 
organization. Shifts priorities within project plans to accommodate changes to the work environment, organizational 
needs, and other relevant factors. Submits grant and contract proposals. Manages grants, contracts, and agreements. 
Provides direction to assigned subordinates on project implementation and work priorities. Develops policies, procedure 
manuals, spreadsheets, presentations, forms, form letters, memos, database queries, position advertisements, logs, and 
other systems as required to facilitate accurate data gathering, tracking, training, and dissemination. Participates in the 
agency, local, regional, and national planning initiatives for their assigned area. Ensures that subordinate staff conducts 
safety inspections of assigned areas of responsibility and assigned facilities and equipment to meet regulatory 
requirements. Incorporates departmental, state, and federal laws, rules, regulations, and policies into team best 
practices and standard operating procedures for efficiency and compliance purposes. Develops process improvement 
suggestions to streamline workflow and improve process cycle times and accuracy. Maintains a comprehensive 
approach to assigned projects during planning and execution. Organizes and prioritizes personal workload using 
calendars, lists, and other facilitators to ensure timely and accurate completion of work.Communicating with Persons 
Outside Organization: Performs public contact and liaison work in explaining and interpreting programs for sports 
associations, civic clubs, other state and federal agencies, and the general public. Appears on radio programs, TV shows, 
and writes articles for publication as required to discuss and promote wildlife agency objective.Monitor Processes, 
Materials, or Surroundings: Monitors budget documents, grants, and other relevant financial data to financial stability 
and efficiency. Monitor project progress to ensure compatibility with and accomplishment of agency goals and 
objectives. Monitors group and agency cohesion and morale to ensure goals and objectives are accomplished. Monitors 
legal and regulatory environment as it relates to the assigned area of responsibility to stay abreast of possible changes 
and ensure compliance with state and federal regulations. Monitors monthly budget reports to identify irregularities. 
Monitor policies, laws, rules, regulations, permits, and other legal documents to insure agency concerns are adequately 
addressed.Coaching and Developing Others: Conducts and approves performance evaluations for assigned subordinates. 
Mentors assigned subordinates by providing feedback and information on how to most effectively and efficiently 
perform their assigned tasks. Addresses and/or recognizes the performance of assigned subordinates appropriately in 
accordance with established policy. Provides coaching to subordinate leaders on appropriate performance management 
techniques in accordance with recommendations from agency HR. Provides informal performance feedback advice to 
assigned subordinates to assist with personal and professional development. Coaches assigned subordinates through 
the use of stretch assignments to develop bench strength and talent management. Identifies training and 
developmental needs of assigned subordinates. Encourages subordinates to participate in professional organizations 
relevant to area of responsibility.Performing Administrative Activities: Review and approve subordinate administrative 
actions including but not limited to performance evaluations, expense requests, procurement card purchases, and time 
and labor for subordinates.Getting Information: Gathers information about current field conditions, project progress, 
outstanding issues, and other relevant topics to obtain an accurate picture of what is happening in the field. Notes 
information provided by a variety of sources to include emerging research and trends, emails, phone calls, social media, 
etc., to evaluate issues to assist in the decision-making process. Participates in meetings, conferences, workshops, and 
other events in order to gather information regarding agency operations and be able to stay at the forefront of 
developing knowledge.Evaluating Information to Determine Compliance with Standards: Reviews disciplinary actions 
executed by assigned subordinates to ensure that they are administered in accordance with agency policy and 
Department of Human Resources policies and procedures. Assures that program operations and projects are properly 
implemented meet the goals and objectives of the agency. Evaluates employee work outcomes to ensure that goals, 
tasks and responsibilities are completed in compliance with policies, procedures, guidelines and standards. Evaluates 
program budget recommendations to identify expansions, improvements, overtures, and appropriations. Assures 
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assigned subordinates are completing tasks on time and within assigned performance standards. Assures that budgets 
are properly justified and submitted complete and in a timely manner with properly coded expenditures. Assures that all 
agency directives, policies, procedures, and protocols are adhered to. Evaluates workflow to identify reallocation needs 
and opportunities. Reviews field activity reports, survey data records, financial documents, administrative reports, and 
correspondence. Reviews staff reports, performance review documents, and other submitted documentation for 
accuracy and completeness. Acts as regional safety officer to ensure all OSHA safety standards are maintained. Assures 
that assigned subordinates submit electronic and paper reports as required accurately and promptly. Assures that 
inventory control is properly executed within assigned program areas in accordance with agency rules and state 
policies.Thinking Creatively: Participates in brainstorming sessions to develop process streamlining initiatives and 
improve business practices.Updating and Using Relevant Knowledge: Conducts literature reviews of relevant scientific 
and professional publications to maintain a current knowledge of their area of responsibility. Ensures all required 
licensure and certifications are maintained in accordance with local, state, and federal rules, regulations, policies, and 
procedures. Actively seeks out opportunities for professional development within and outside the agency. Identifies 
gaps in knowledge base to inform professional development decisions. Attends and participates in appropriate 
workshops, meetings, and conferences to maintain a current knowledge of the field.Communicating with Supervisors, 
Peers, or Subordinates: Continually communicates with all levels of organizational hierarchy to ensure awareness of, 
gather information on, and coordinate responses to ongoing issues, programs, and needs. Assists assigned subordinates 
in coordinating program activities with regional field personnel by reallocating resources and directly participating as 
necessary. Notifies supervisory personnel of possible violations of departmental, state, and federal laws, rules, 
regulations, guidelines, policies, and procedures. Represents regional work group interests during organizational 
decision-making process. Provides constant feedback to keep supervisor informed of issues within assigned area of 
responsibility. Refers program-specific inquiries to the appropriate program coordinator to ensure accurate and timely 
answers are provided. Actively participates in events, conferences, meetings, and other communications to facilitate 
information gathering and sharing. Disperses pertinent information to assigned subordinates, supervisors, and peers to 
enhance workers' overall knowledge base. Provides budget reports to assigned subordinates to facilitate communication 
and understanding. Supervises assigned subordinates in the development of training programs and in-service training 
for employees. 
 
Competencies (KSA’s): 
Competencies: Action Oriented Building Effective Teams Comfort around Higher Management Decision Quality 
Delegation Ethics and Values Integrity and Trust Managerial Courage Motivating Others Organizational Agility Priority 
Setting Problem SolvingKnowledge: Advanced knowledge of one or more of the following natural resources 
management specialties, as required by the position: wildlife or fisheries biology, ecology, forestry, wildlife and fisheries 
habitat management, and associated fields Intermediate knowledge of leadership techniques and best practices as they 
apply to mid-level management and/or multi-team coordination Intermediate knowledge of natural resource 
management related policies, processes, rules, procedures, and budgeting Intermediate knowledge of federal, state, 
and local laws, rules, regulations, policies, and guidelines related to natural resources management Basic knowledge of 
resource allocation best practices Basic knowledge of chemistry, geography, geology, physics, statistics, mathematics 
and other scientific disciplines as they are applied to natural resources management Basic knowledge of applied 
personnel and human resources best practices as they relate to mid-level management Basic knowledge of traditional 
and social media applications for education, advertisement, marketing, and publicity Basic knowledge of office 
productivity and word processing software used by the agency (Microsoft Office) Basic knowledge of statistical and 
scientific analysis programs used by the agency (e.g. SAS, SPSS, GIS, etc.) Basic knowledge of customer service best 
practices Basic knowledge of the equipment used in natural resources managementSkills: Advanced skill in the 
application of scientific principles and theories related to natural resources management Advanced time management 
skills Advanced long-term planning skills Intermediate monitoring skills as they apply to project management 
Intermediate reading comprehension skills Intermediate skill in the translation of technical documentation, scientific 
trends, and other program specific information into a format that can be understood by a variety of different audiences 
Intermediate public speaking skills Intermediate writing skills Intermediate organizational and program coordination 
skills Intermediate judgment and decision making skills Intermediate work systems analysis skills Intermediate work 
systems evaluation skills Intermediate skill in management of material resources Basic skill in the application of learning 
strategies as they relate to employee training and development Basic mathematics skills Basic skill with applied statistics 
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Basic monitoring skills as they apply to talent management Basic coaching and mentoring skills as they relate to 
employee development Basic negotiation skills Basic persuasion skills Basic financial management skill Basic skill in the 
management of personnel resources Active learning skills Active listening skills Critical thinking skills Service orientation 
skills Complex problem solving skillsAbilities: Oral Comprehension Ability Oral Expression Ability Written Comprehension 
Ability Written Expression Ability Deductive Reasoning Abilities Flexibility of Closure Abilities Fluency of Ideas Ability 
Inductive Reasoning Ability Information Ordering Ability Mathematical Reasoning Ability Problem Sensitivity Ability Time 
Sharing Ability 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras Binoculars 
Two-Way RadiosOther Wildlife Resources program related equipment as required 
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077985 - WILDLIFE MANAGER 5 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4521 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077921 - WILDLIFE OFFICER 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4161 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree in wildlife or 
fisheries management, wildlife biology, or other related acceptable field. OR One year of full time working experience as 
a Wildlife Manager 1 with the State of Tennessee. Note: A transcript is required for a proper evaluation for this class. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator's license at the time of appointment in some positions upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife enforcement and management work of 
average difficulty in the implementation of wildlife management practices in a defined geographic area and performs 
related work as required. Distinguishing Features: An employee in this class participates in a variety of law enforcement 
and wildlife management activities in a small geographic area or assigned county. This class differs from that of Wildlife 
Sergeant in that an incumbent of the latter has lead responsibilities. This class reports to and differs from that of Wildlife 
Lieutenant in that an incumbent of the latter supervises all Wildlife Officers and Sergeants and their activities in an 
assigned geographic area. 
 
Work Activities: 
Organizing, Planning, and Prioritizing Work: Identifies, prioritizes and adapts daily work activities based on real time 
situational events, assuring that commitments and expected work outcomes are met utilizing an irregular work 
schedule.Operating Vehicles, Mechanized Devices, or Equipment: Conducts safe handling of weapons according to 
policy. Qualifies annually with assigned firearms. Operates assigned vehicles, watercraft and ATV's within agency policy 
and procedure.Public Safety and Security: Participates in the apprehension and arrest of violators of game and fish laws 
in order to enforce wildlife boating laws, proclamations, rules, and regulations and observe agency directives, policies, 
and procedures. Conducts patrols in assigned geographic area to monitor and verify compliance with wildlife, boating, 
pollution, litter and other applicable laws. Prepares case files and present testimony for grand jury, general sessions and 
circuit court proceedings. Prepares affidavits to secure and execute subpoenas and search warrants. Conducts both 
overt and covert investigations of wildlife, boating, pollution, litter and other applicable law violations. Operates, 
maintains and provides security for a variety of equipment, such as automobiles, trucks,   boats, motors, trailers, chain 
saws, mowers, firearms, tranquilizer equipment and hand tools. Prepares boating accident reconstruction reports 
utilizing scientific measurements, computer animation and diagramming to illustrate cause and provide evidence for 
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prosecution. Documents the extent of property damage to watercraft and provides financial loss estimates. Ensures the 
safe operation and maintenance of Agency and non-Agency Firing Ranges. Participates in search-and-rescue operations 
and in firefighting efforts. Provides input to the District Sergeant, Lieutenant and Captain in preparing work assignments 
and schedules for orienting and training new employees.Scheduling Work and Activities: Participates in special details 
and work assignments to ensure that all activities are in compliance with agency directives and procedures. Protects and 
preserves native wildlife, plants, or ecosystems. Determines species, age, sex, and weight of collected fish and/or of 
harvested game. Documents the extent of crop, private property, or habitat damage due to wildlife depredation. 
Investigates fish kills and assists with determining cause and origin. Conducts agency restoration, management, 
eradication, and biological survey projects. Implements projects and management techniques to provide optimum fish 
and/or wildlife habitat development. Participates in preventive programs to control the outbreak of wildlife diseases. 
Restocks area lands, lakes, and streams with fish and/or wildlife when necessary. Prepares collections of preserved 
specimens for species identification and study of development or disease. Inventories or estimates plant and wildlife 
populations. Oversees landowner property issues such as easements, boundaries, etc. Monitors budget; orders supplies 
and equipment. Conducts wildlife inventories in assigned area. Analyzes characteristics of flora and fauna to identify and 
classify them. Studies animals in their natural habitats, assessing effects of environment and human interaction, 
interpreting findings and recommending alternative operating conditions. Monitors wildlife populations and assess the 
impacts of forest operations on population and habitats. Collects and reports information on populations or conditions 
of fish and wildlife in their habitats, availability of game food or cover, or suspected pollution. Participates in controlled 
burns to manipulate habitat. Assists with conducting fish population surveys using standardized fisheries collection 
techniques. Uses explosives in wildlife habitat management techniques. Assists in determining feasibility of stocking 
warm and cold water fish in streams, lakes, and rivers.Performing Administrative Activities: Submit all required reports 
to the appropriate supervisor.Establishing and Maintaining Interpersonal Relationships: Establishes and maintains a 
professional relationship with the public and co-workers. Establishes and maintains a professional relationship with 
appropriate law enforcement and judicial officials within assigned district.Interacting with Computers: Uses standard 
desktop PC, laptop, smart devices and required software while performing specialized and general administrative 
duties.Inspecting Equipment, Structures or Material: Maintains assigned equipment in clean, operable condition and 
ensures that equipment is stored properly.Interpreting the Meaning of Information for Others: Coaches hunters, 
anglers, students, etc. in the application of state laws, rules, policies for hunting, trapping, fishing and boating 
activities.Communicating with Persons Outside Organization: Serves as the state's witness at hearings and court cases. 
Answers general calls and inquiries from the public and co-workers in a prompt and courteous manner with accurate 
information. Works with representatives of other law enforcement agencies in order to ensure cooperation and unified 
effort. Provides information to the general public on wildlife resources. Utilizes available media outlets on a regular basis 
to provide information to the public. Disseminates information by writing reports and by making presentations and 
giving talks for schools, clubs, interest groups and interpretive programs. Informs and responds to public regarding 
wildlife and conservation issues, such as plant identification, hunting regulations, and nuisance wildlife. Addresses 
schools, civic groups, sporting clubs, or the media to disseminate information concerning agency resources and 
regulations. Provides assistance to other law enforcement agencies as required. Collaborates with other authorities on 
activities such as surveillance, transcription, and research. Provides advice and recommendations on boating, wildlife, 
fisheries and forestry issues.Performing for or Working Directly with the Public: Maintains a professional demeanor and 
appearance in accordance with administrative directives. Provides technical assistance with recreational boating issues 
and habitat management for wildlife and fisheries species to landowners. Conducts or assists with Outreach programs to 
recruit young or new hunters, fishermen, and other outdoor enthusiasts. Assists the general public with wildlife damage 
complaints, injured wildlife, and/or control of nuisance wildlife species.Making Decisions and Solving Problems: 
Investigates hunting and boating accidents and reports of fish and game law violations, and determine the appropriate 
enforcement action (warnings, citations or physical arrest). Conducts inspections for boating, hunting, fishing, litter, and 
pollution law violations in order to enforce wildlife boating laws, proclamations, rules, and regulations and observe 
agency directives, policies, and procedures. Investigates crop, property, or habitat damage or destruction or instances of 
water pollution to determine causes and to advise property owners of preventive measures. Designs and implements 
control measures to prevent or counteract damage caused by wildlife or people. Recommends revisions in hunting, 
trapping and fishing regulations or in animal management programs so that wildlife balances or habitats can be 
maintained.Documenting/Recording information: Completes and submits law enforcement and other required reports 
accurately and promptly. Logs evidence in and out of assigned agency evidence/property facilities.Evaluating 
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Information to Determine Compliance with Standards: Conducts inspections for boating, hunting, fishing, litter, and 
pollution law violations in order to ensure compliance with wildlife and boating laws, proclamations, rules and 
regulations. Prepares and reviews records and reports, including but not limited to prosecution reports, activity reports 
and evidence logs. Prepares and submits budgeted credit card expenditure receipts and reports at the end of each 
month. Assists supervisor in ensuring assigned co-workers comply with law enforcement policies and procedures. 
Generates and submits wildlife survey data that is accurately collected, recorded by agreed upon due dates. Analyzes 
electronic harvest data (R.E.A.L.) to determine compliance with current rules, regulations and proclamations.Assisting 
and Caring for Others: Perform appropriate public safety and search and rescue activities as assigned.Provide 
Consultation and advice to others: Provides technical assistance to the general public regarding recreational watercraft 
operations. Provides technical assistance to the general public regarding wildlife complaints and appropriate mitigation 
strategies. Submits hunting and fishing season setting recommendations to supervisor in a timely manner with specific 
related recommendations and backup documentation.Getting Information: Solicits information from hunters, anglers, 
and the public, including confidential informants, as applicable, to ensure familiarity with local events, occurrences, and 
criminal activity, etc. related to Wildlife and Boating activities in their assigned work area. Reads/reviews current print 
and electronic material related to changes in criminal procedures and case law relative to law enforcement operations 
and investigative techniques, etc. to maintain knowledge of current methods, trends and constitutionality. 
 
Competencies (KSA’s): 
Competencies: Ethics and Values Integrity and Trust Action Oriented Composure Conflict Management Time 
Management Problem Solving Priority Setting Drive for Results Peer RelationshipsKnowledge: Working knowledge of 
wildlife and fisheries management, wildlife and fisheries biology, or a related field. Working knowledge of applicable law 
and policy, procedure, agency administrative directives, regulations and rules. Working knowledge of criminal 
procedure, rules of evidence, and basic constitutional precedents. Working knowledge of accepted law enforcement 
practices and techniques. Working knowledge of relevant equipment, policies, procedures, and strategies to promote 
effective local, state, or national security operations for the protection of people, data, property, and institutions.Skills: 
Active Learning Active Listening Critical Thinking Time Management Writing Complex Problem Solving Negotiation 
Instructing PeopleAbilities: Oral Comprehension Written Comprehension Speech Clarity Speech Recognition Inductive 
Reasoning Deductive Reasoning Reaction Time Gross Body Equilibrium Manual Dexterity Speech Recognition Depth 
Perception Multilimb Coordination Night Vision Arm-Hand Steadiness Problem Sensitivity Dynamic Strength Extent 
Flexibility Near Vision Trunk Strength Far Vision Reaction Time Speech Clarity Stamina 
 
Tools and Equipment Used: 
 Firearms Law Enforcement Equipment Heavy Equipment Personal Computer Telephone Fax Machine Printer Copy 
Machine Motor Vehicles Boats Cameras Binoculars Two-Way Radios 
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077950 - WILDLIFE OPS SPECIALIST 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4191 
 
Minimum Qualifications: 
Education and Experience: Experience equivalent to graduation from an accredited college or university with a 
bachelor's degree in civil engineering and experience equivalent to two years of full-time professional civil engineering 
work that may include student assistant or college seasonal civil engineering work with the State of 
Tennessee.Substitution of Professional Registration for the Required Education: Registration as a professional engineer 
with the State of Tennessee in either the civil engineering or structural engineering disciplines may substitute for the 
required bachelor's degree.ORPossession of a master's degree in civil engineering from an accredited college or 
university and experience equivalent of one year of full-time professional civil engineering work.ORExperience 
equivalent to two years of full-time professional civil engineering work with the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required.Examination Method: 
Education and Experience, 100%, for Career Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs professional civil engineering work of average difficulty related to 
constructing and maintaining roads, boat ramps and access areas and supervisory work of average difficulty; and 
performs related work as required.Distinguishing Features: An employee in this class manages the statewide boating 
access program. Work involves the supervision of several crews of equipment operators in the construction and 
maintenance of boat ramps, boating access areas, and access roads for wildlife management areas. 
 
Work Activities: 
1. Through subordinate supervisors, assigns, trains, supervises, and evaluates several crews of equipment operators and 
their work; reviews and makes decisions on employment, retention, promotion, demotion, and other human resources 
actions.2. Plans, organizes, and manages the statewide boating access programs; sets priorities and schedules 
construction projects; monitors projects to ensure they stay within budget estimates.3. Assists in field surveys used to 
prepare topographic maps; evaluates sites for suitability for intended use.4. Designs projects for use in the permit 
process and in construction; coordinates designs with local, state, and federal officials before construction begins; 
provides field layout assistance and conducts inspections of facilities.5. Services as liaison between the Engineering 
Division and Motor Vehicle Management; provides justification and specifications for all new Engineering Division 
vehicles. 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077994 - WILDLIFE RESOURCES ASST DIR 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4522 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077993 - WILDLIFE RESOURCES DEPUTY DIR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4545 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency. " 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
077995 - WILDLIFE RESOURCES DIRECTOR 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4463 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located. The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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077924 - WILDLIFE SERGEANT 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  4174 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree in wildlife or 
fisheries management, wildlife biology, or other related acceptable field AND three years full-time, increasingly 
responsible, professional wildlife enforcement experience. OR Three years full-time experience as a Wildlife Officer with 
the State of Tennessee. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Be willing to and able to qualify with, carry, and use 
assigned weapons; Be at least twenty-one (21) years of age on the date of application; Be a citizen of the United States; 
Have a good moral character, as determined by investigation; Complete a criminal history disclosure form in a manner 
approved by the appointing authority; Agree to release all records involving their criminal history to the appointing 
authority; Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based criminal history records 
check; Have no conviction for a felony or have been discharged under any other than honorable conditions from any 
branch of the United States armed forces; Pass a physical examination administered by a licensed physician that is 
consistent with the Americans with Disabilities Act and that relates to the essential functions of the position; Pass a 
psychological evaluation administered by a licensed mental health professional that is consistent with the Americans 
with Disabilities Act and that relates to the essential functions of the position; Have visual acuity of 20/100 in each eye, 
separately without glasses, and each eye corrected to 20/30 or better with corrective lenses; Possess a valid motor 
vehicle operator’s license at the time of appointment in some positions; Upon appointment, successfully complete a 
prescribed course of instruction at the Tennessee Law Enforcement Academy or have successfully completed the 
equivalent of the prescribed course.Examination Method: Education and Experience,100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for professional wildlife field enforcement and management work 
of average difficulty and supervisory work of routine difficulty in state wildlife resources management programs, and 
performs related work as required. Distinguishing Features: The Wildlife Sergeant leads and participates in a variety of 
law enforcement and wildlife management activities in a small-sized geographic area. This class differs from that of 
Wildlife Officer in that an incumbent of the latter has no lead responsibilities. This class reports to and differs from that 
of Wildlife Lieutenant in that an incumbent of the latter supervises all Wildlife Officers and Sergeants and their activities 
in an assigned geographic area. 
 
Work Activities: 
Note that the following work activities are performed IN ADDITION TO all activities performed by a Wildlife Officer: 
Operating Vehicles, Mechanized Devices, or Equipment: Qualifies annually with assigned firearms. Conducts safe 
handling of weapons according to policy. Operates assigned vehicles within agency policy and procedure. Repairs and 
maintains assigned equipment as required. Guiding, Directing, and Motivating Subordinates: Adheres to all laws, agency 
directives, policies, procedures, and protocols to provide an example to assigned subordinates. Leads assigned 
subordinates in the conduct of inspections for boating, hunting, fishing, litter, and pollution law violations in order to 
enforce wildlife boating laws, proclamations, rules, and regulations and observe agency directives, policies, and 
procedures. Assists and guides assigned subordinates in resolving problem situations. Leads assigned subordinates in 
the apprehension and arrest of violators of game and fish laws in order to enforce wildlife boating laws, proclamations, 
rules, and regulations and observe agency directives, policies, and procedures. Leads assigned subordinates in the 
collection and preparation of wildlife research data. Leads assigned subordinates in the presentation of educational 
programs to civic clubs, sportsman’s associations, and school groups. Leads assigned subordinates in assisting land 
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owners in the development of wildlife management plans for their property. Leads subordinates in the preparation and 
maintenance of records and reports of daily activities, arrests, prosecutions, and educational programs. Leads assigned 
subordinates in the operation and utilization of a variety of equipment including but not limited to motor vehicles, 
boats, firearms, cameras, binoculars, and two-way radios. Leads assigned subordinates in the cataloging and storing of 
evidence/property seized within a geographic district. Leads assigned subordinates in the field training and orientation 
of new wildlife officers. Leads assigned subordinates involved in special details and work assignments to ensure that all 
activities are in compliance with agency directives and procedures. Leads the district in conducting agency restoration, 
management, eradication, and biological survey projects as requested. Training and Teaching Others: Plans, conducts 
and evaluates on-the-job training, to include training with equipment, policies, procedures, and techniques, for assigned 
subordinates as required. Promotes, teaches, and/or assists with hunting and boating safety education 
programs.Communicating with Persons Outside Organization: Serves as the state’s witness at hearings and court cases. 
Works with representatives of other law enforcement agencies in order to ensure cooperation and unified effort. 
Answers general calls and inquiries from the public and co-workers in a prompt and courteous manner with accurate 
information. Provides information to the general public on wildlife resources. Utilizes available media outlets on a 
regular basis to provide information to the public.Evaluating Information to Determine Compliance with Standards: 
Reviews the records and reports, including but not limited to prosecution reports, activity reports, and evidence logs 
generated by subordinates. Generates and audits wildlife survey data to ensure that is has been accurately collected, 
recorded, and submitted by agreed upon due dates. Audits, approves, and submits budgeted credit card expenditure 
receipts and reports at the end of each month. Assists supervisors in reviewing and correcting reports and other 
administrative duties as required. Assists supervisor in ensuring assigned subordinates comply with law enforcement 
policies and procedures. Monitor Processes, Materials, or Surroundings: Assists the District Lieutenant with periodic 
evidence/property audits as required. Coaching and Developing Others: Coordinates with personnel within a small 
geographic district to determine special and routine job skill opportunities necessary for wildlife officers to demonstrate 
proficiency. Provides input on performance evaluations for assigned subordinates. Documenting/Recording Information: 
Logs evidence in and out of assigned agency evidence/property facilities. Completes and submits law enforcement and 
other required reports accurately and promptly. Completes and submits wildlife survey data accurately and promptly. 
Completes and submits daily officer activity reports to supervisor.Coordinating the Work and Activities of Others: Assists 
supervisors and other personnel in coordinating research and educational programs in the district. Leads assigned 
subordinates in coordinating high profile public and media events. Ensures that educational classes within the district 
have adequate equipment, supplies, and staff in order to assist local volunteer instructors. Scheduling Work and 
Activities: Assists the District Lieutenant and Captain in preparing work assignments and schedules for orienting and 
training new employees. Prepares work assignments and schedules for assigned subordinates to ensure that more 
urgent tasks are given immediate attention, and that subordinates have maximum exposure to individuals engaged in 
outdoor activities during times of peak activity. Handling and Moving Objects: Collects and preserves evidence in order 
to develop cases to conclusion. Captures, bands, and relocates wildlife for restocking purposes. Facilitates the transfer of 
evidence to and from the crime lab when testing is required. Checks equipment used in educational classes. Eradicates 
nuisance wildlife as necessary, according to agency policy and procedure. Performing Administrative Activities: Prepares 
summary reports of special details and work assignments to supervisory personnel as required. Performing for or 
Working Directly with the Public: Conducts or assists with Outreach programs to recruit young or new hunters, 
fishermen, and other outdoor enthusiasts. Maintains a professional demeanor and appearance in accordance with 
administrative directives. Assists the general public with wildlife damage complaints, injured wildlife, and/or control of 
nuisance wildlife species. Provides technical assistance with habitat management for wildlife and fisheries species to 
landowners. Provide Consultation and Advice to Others: Submits recommendations on game and fish seasons and 
numbers of animals to be harvested. Submits hunting and fishing season setting recommendations to supervisor in a 
timely manner with specific related recommendations and backup documentation. Investigates wildlife complaints and 
suggests methods for controlling problem animals.Selling or Influencing Others: Promotes agency programs and 
provides appropriate information to local clubs, schools, and other civic organizations. 
 
Competencies (KSA’s): 
Competencies: Planning Problem Solving Creativity Priority Setting Time Management Action Oriented Integrity and 
Trust Decision Quality Conflict Management Directing OthersKnowledge: Working knowledge of accepted law 
enforcement practices and techniques Working knowledge of wildlife and fisheries management, wildlife and fisheries 
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biology, or a related field Working knowledge of applicable law and policy, procedure, agency administrative directives, 
regulations and rules Working knowledge of criminal procedure, rules of evidence, and basic constitutional 
precedentsSkills: Finger Dexterity Depth Perception Manual Dexterity Far Vision Reaction Time Speech Clarity Gross 
Body Coordination Gross Body Equilibrium Sound Localization Critical Thinking Skills Stamina Response Orientation 
Abilities: Instructing People Problem Solving Abilities 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicles Boats Firearms Cameras Binoculars 
Two-Way RadiosOther Law Enforcement related equipment as required 

  



 TN Job Classification Specifications  
September 22, 2020 

 
  
032911 - WILDLIFE TECHNICIAN 1 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1591 
 
Minimum Qualifications: 
Education and Experience:  Experience equivalent to one year of fulltime wildlife conservation, forestry, farming or 
closely related work; qualifying coursework at an accredited college or university may be substituted for the required 
experience on a year-for-year basis.   
 
Other Requirements: 
Necessary Special Qualifications:  Applicants for this class must:  possess a valid motor vehicle operator's license at the 
time of appointment in some positions. upon appointment, successfully acquire a valid commercial driver's 
license/endorsement in some positions.Examination Method: Education and Experience, 100%, for Preferred Service 
positions. 
 
Job Overview: 
Summary:  Under general supervision, performs wildlife conservation work of average difficulty; and performs related 
work as required.Distinguishing Features:  This is the entry/working class in the Wildlife Technician series. Employees in 
this class perform wildlife conservation work in one of the following specialty areas: creel surveys, state lake operation 
and maintenance, fish attractor construction and fish data collection, wildlife area operation and maintenance, or 
hatchery operation and maintenance. 
 
Work Activities: 
Communicating with Persons outside the Organization: Communicating with people outside the organization, 
representing the organization to customers, the public, government, and other external sources. This information can be 
exchanged in person, in writing, or by telephone or e-mail.Fish Management: Assists Wildlife Biologists/Managers with 
studies of fish populations. Collects fish by electro-fishing (shocking) methods. Conducts interviews with fishermen to 
obtain data required for determining fish species harvest, fishing pressure, year groups, fish weights and lengths, 
number of fishermen, and economic information pertaining to fishermen. Constructs and places fish attractors in 
reservoirs throughout the state to create productive sites for fishermen. Draws down the ponds to remove fish for 
stocking; and transports the fish in tanker vehicles to designated stocking sites, stocks designated sites. Monitors and 
protects fry where they continue to grow to supply adult stocking programs; feeds the fish in ponds. Receives eggs from 
federal and private hatcheries; disinfects the eggs; places the fry hatched from these eggs in incubator trays; feeds the 
fry until they reach a size which enables them to be placed in ponds. Forestry Management: Construct access routes and 
forest roads. Conduct forest and conservation work associated with seasonal activities, such as planting tree seedlings, 
putting out forest fires and maintaining recreational facilities. Conduct forest nursery operations, monitor timber 
harvesting, perform land use activities such as disease or insect control programs. Conduct forest protection activities, 
including fire control, fire crew training, fire detection and public education. Inspect trees and collect samples of plants, 
seeds, foliage, bark and roots to locate insect and disease damage. Perform reforestation, or forest renewal, including 
nursery and silviculture operations, site preparation, seeding and tree planting programs, cone collection, and tree 
improvement. Provide forestry education and general information, advice, and recommendations to woodlot owners, 
community organizations, and the general public. Provide technical support to forestry research programs in areas such 
as tree improvement, seed orchard operations, insect and disease surveys, or experimental forestry and forest 
engineering research. Select and mark trees for thinning or logging, drawing detailed plans that include access roads. 
Survey, measure, and map access roads and forest areas such as burns, cut-over areas, experimental plots, and timber 
sales sections. Thin and space trees and control weeds and undergrowth, using manual tools and chemicals, or supervise 
workers performing these tasks. Operating Vehicles, Mechanized Devices or Equipment: Operating, running, 
maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, tractors, 
dozers, or water craft. Performing General Physical Activities: Performing physical activities that require considerable 
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use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and 
handling of materials. Repairing and Maintaining Mechanical Equipment:  Servicing, repairing, adjusting, and testing 
machines, devices, moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) 
principles. Mechanical: Knowledge of machines and tools, including their designs, uses, repair, and maintenance.Trunk 
Strength: The ability to use your abdominal and lower back muscles to support part of the body repeatedly or 
continuously over time without 'giving out' or fatiguing.WMA Management & Maintenance: Assists in constructing and 
maintaining buildings, storage sheds, roads, bridges, and trails at the assigned agency area; and maintains equipment 
assigned to agency controlled areas. Assists Wildlife Biologists/Managers with wildlife population studies. Collects 
biological data (age, weight, size, and condition) from game killed on managed hunts. Locates and traps animals such as 
turkeys and bears for relocation to other areas of the state. Manage hunts on state owned lands. Measure distances, 
clean site-lines, and record data to help survey crews. Plants and grows crops to feed wildlife. 
 
Competencies (KSA’s): 
Competencies: Integrity and Trust Ethics and Values Action Oriented Time Management Perseverance Listening Learning 
on the Fly Technical Learning Decision Quality Problem SolvingKnowledge: Working knowledge of wildlife and fisheries 
habitat management or a related field. Knowledge of machines and tools, including their designs, uses, repair and 
maintenance. Basic knowledge hunting, fishing, and trapping regulations. Basic computer knowledge and use for 
administrative duties. Basic knowledge of hunter safety and firearm use. Basic knowledge of safe handling of sick or 
injured wildlife.Skills: Finger dexterity Manual dexterity Hand arm steadiness Critical thinking skills. Active listening and 
learning skills. Oral comprehension Oral expression Depth perception Stamina Multilimb coordination Trunk strength 
Near vision Speech recognition Written expression Handling and moving objects Mathmatics Abilities: Problem solving 
abilities Judgment and decision making Equipment selection Reading comprehension Deductive reasoning Establishing 
and maintaining interpersonal relationships Time management Written comprehension 
 
Tools and Equipment Used: 
 Tractors & Farm Implements Telephone Fax Machine Copy Machine Motor Vehicles Boats Firearms - Rifles 
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032912 - WILDLIFE TECHNICIAN 2 
 
Agency:  Wildlife Resources (32801) 
Edison Template Job Opening ID:  1599 
 
Minimum Qualifications: 
Education and Experience: High School diploma or equivalent. Experience equivalent to three years of fulltime wildlife 
conservation, forestry, farming or closely related work. Substitution of Education for Experience: Qualifying coursework 
at an accredited college or university may be substituted for the required experience on a year-for-year basis.   
Substitution of Experience for Education: Five or more years of working experience as a Wildlife Technician 1 with 
TWRA. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:  Have a valid Driver's license; some positions may require 
a current CDL license. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, performs wildlife conservation work of considerable difficulty; and performs 
related work as required.   Distinguishing Features: This is the advanced working/lead class in the Wildlife Technician 
sub-series. Employees in this class either (1) lead Wildlife Technician 1's in wildlife conservation and forestry work in one 
of the following specialty areas: state lake operation and maintenance, fish attractor construction and fish data 
collection, wildlife area operation and maintenance, or hatchery operation and maintenance; or (2) perform advanced-
level conservation work in conducting wildlife surveys, habitat management implementation, maintaining records, or 
guiding visitors at Agency facilities. This class differs from Wildlife Technician 1 in that incumbents of the latter perform 
wildlife conservation duties of lesser scope and complexity and do not act as lead workers. 
 
Work Activities: 
Coordinating the Work and Activities of Others:   Assumes the “Supervisory” role within the assigned work unit in the 
absence of assigned Supervisor or Manager.   Teaching and Training Others:  Provide on-the-job training for newly hired 
personnel and volunteers, including general workplace safety precautions.   Inspecting Equipment, Structures, or 
Material:  Maintain positive control of all herbicides/pesticides/scheduled drugs/hazardous materials according to label, 
safety and security protocols while in possession/use.  Maintain agency equipment, roads and structures in clean, 
operable and secured condition.  Maintain required documentation, administrative control and certification for 
hazardous materials.   Evaluating Information to Determine Compliance with Standards:  Determines whether safe 
conditions exist while using agency equipment.  Determines appropriate conditions and quantities for use of hazardous 
materials.  Follows the applicable agency operational guidelines when conducting forestry/wildlife surveys, sampling 
and nuisance control.  Determines whether safe conditions exist for habitat manipulation.   Coaching and Developing 
Others:  Assist the supervisor in identifying the developmental needs and implementing the required training or 
developmental assignment(s) needed to improve the subordinate employee's knowledge, skills, and abilities for their 
assigned job.Repairing and Maintaining Electronic Equipment:  Conduct/assist with providing general calibration of 
agency equipment such as electronic scales, agricultural sprayer, flow meters, water quality meters, thermal imagers, 
cameras, etc.   Operating Vehicles, Mechanized Devices, or Equipment:  Operate farm tractors and implements used to 
maintain habitat and manipulation.  Operate heavy equipment used to maintain grounds, roads, levees, etc.  Operate 
mechanized equipment such as chainsaws, power tools, welders, mowers, etc.  Operate assigned vehicles, forklifts, 
watercraft and ATVs within agency policy and procedure.  Operate pumping equipment to flood or de-water 
impoundments, e.g. waterfowl, shore birds, and fish.   Repairing and Maintaining Mechanical Equipment:  Perform 
general maintenance and repair service of agency equipment such as mechanical motors, trailers, ATVs, farm 
implements, etc.   Performing Administrative Duties:  Submit all required reports to the appropriate supervisor.  Follow 
protocol for protecting sensitive information.  Maintain/assist in the inventory of assigned equipment, materials and 
supplies.   Handling and Moving Objects:  Follow established safety protocols when operating hazardous equipment and 
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working in hazardous situations.  Lift/push/pull agency equipment or heavy objects such as elk, deer, bear or hog 
carcasses, live traps, gill nets, sacks of seed, etc.  Construct/assemble and place fish attractors, agency pumps, traps as 
directed.  Assist with the setup of event displays, equipment, educational and meeting materials for agency related 
events.   Scheduling Work and Activities:  Schedules daily work activities for assigned agency employees.  Coordinates 
forest/wildlife research and management programs; traps, tags, bands, inventories or transplants wildlife for research or 
management purposes.  Coordinate, participate and schedule use of agency personnel with appropriate supervisor(s) 
for events, programs and activities.   Communicating with Supervisors, Peers, or Subordinates:  Utilize all available 
means of communication to keep supervisor/co-workers informed of relative agency topics.  Notify law enforcement 
when violations of wildlife and environmental laws are discovered or suspected.   Making Decisions and Solving 
Problems:  Analyze operational situations, make decisions, implement solutions that solve the problem.  Identifies, 
locates, preserves, and protects the forest/wildlife species and their habitats.  Assist with the study of forest/wildlife and 
assess effects on environment.  Assist with the review of construction, mining, and other operations to determine their 
impact on the forest/wildlife environment.   Getting Information:  Conducts/assists with the collection of biological and 
environmental data, migration, distribution, food, and life history studies as they apply to fish, wildlife and their 
associated habitats.  Conducts/assists with the collection of data on wildlife such as length, weight, age, stomach 
contents, general health, and the existence of parasites.  Conducts/assists with the collection of forestry/wildlife 
population and ecological surveys, and with the investigation in determining feasibility of stocking/controlling fish and 
wildlife in appropriate habitat.  Conducts/assists with collection of specifications and price/bids for the purpose of 
purchasing specialized equipment.  Conducts/assists with the collection of benthic samples of aquatic organisms to 
determine the food base for fish of a particular body of water.  Read/review current print and electronic material 
related to hunting, fishing, trapping and other outdoors related activities, to maintain knowledge of current information, 
methods and trends.  Conducts/assists with the collection of brood fish for use in the hatcheries.  Conducts/assists with 
the collection and conduct of water quality analysis on all waters within an assigned region.  Conducts/assists with the 
collection of forest inventory, reforestation, seed collection, including pest and disease monitoring/control.  Attend and 
or participate in appropriate meetings, seminars, conferences and trade shows to maintain knowledge of current 
information, methods and trends.  Seek and receive information from other agency divisions related to hunting, fishing, 
trapping and other outdoors related activities, to obtain knowledge of current information.  Assist with gathering 
hunting/fishing recommendations from public and agency personnel.Monitor Processes, Materials, or Surroundings:  
Assist with assessing and monitoring fish and wildlife habitat conditions and proposed modifications on private/public 
lands and waters.  Assist with assessing and monitoring fish and wildlife populations on private/public lands and waters.  
Assist with monitoring the outbreak of forest/wildlife diseases and coordinate with appropriate personnel.  Assist with 
reviewing hunting/fishing recommendations from public and agency personnel.   Controlling Machines and Processes:  
Operate specialized equipment e.g. traps, pyrotechnics, thermal imagers, GPS, etc.  Participate in stripping and fertilizing 
fish eggs; feeding and caring for newly hatched fry; feeding fingerlings in holding ponds; harvesting fish from ponds and 
transporting them to stocking sites.  Operate, maintain and repair electro-fishing equipment.   Interacting with 
Computers:  Use standard PC/Laptop while performing general administrative duties.  Setup and maintain monitoring 
operations for nuisance species control.   Documenting/Recording Information:  Conduct/assist with the preparation of 
collections of preserved specimens or microscopic slides for species identification and study of development or disease.  
Conduct/assist with maintaining MSDS records.  Conduct/assist with the completion and submission of required 
accomplishment report(s).  Conduct/assist with the entering/maintaining maintenance records for agency equipment.  
Conduct/assist with recording data collection information of forestry/wildlife surveys.   Interpreting the Meaning of 
Information for Others:  Conduct/assist with informing and educating the public in the application of state laws, rules, 
policies for hunting, trapping, fishing and conservation.  Conduct/assist with informing and responding to the public 
regarding forestry, wildlife and conservation issues, such as plant/animal identification, hunting/fishing regulations, and 
nuisance wildlife.  Present justifications for rules, regulations and agency policies to the public.   Establishing and 
Maintaining Interpersonal Relationships:  Assist with establishing and maintaining important personal contacts through 
telephone, correspondence and personal appearances with agency and other governmental officials, media 
representatives, business representatives and the public to interpret, explain and promote agency programs and 
services.   Selling or Influencing Others:  Maintain a professional demeanor and appearance in accordance with 
administrative directives.  Assist with promoting agency programs and provide appropriate information to stakeholders, 
local clubs, schools, and other organizations or governmental agencies.   Performing for or Working Directly with the 
Public:  Sell fishing licenses/permits and renting boats/equipment to the public at authorized locations.  Maintaining the 
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grounds, roads, equipment and facilities at assigned agency locations.  Participate in public outreach events, i.e. boat 
shows, sportsmen's events, duck blind drawings, etc.  Conducts hatchery tours for various public groups.   Provide 
Advice and Consultation to Others:  Provide technical experience-based recommendations to agency management and 
the public.    
 
Competencies (KSA’s): 
Competencies:  Integrity and Trust  Ethics and Values  Decision Quality  Problem Solving  Functional/Technical 
Competency  Learning on the Fly  Time Management  Timely Decision Making  Directing Others  Organizing  Priority 
Setting  Standing Alone  Perseverance  Action Oriented  Drive for Results  Composure    Knowledge:  Building and 
Construction  Mechanical  Biology  Mathematics  Public Safety and Security  Clerical Skills:  Equipment Maintenance  
Repairing  Installation  Troubleshooting  Speaking  Mathematics  Reading Comprehension  Instructing  Equipment 
Selection  Operation Monitoring  Operation and Control  Time Management    Abilities:  Oral Comprehension  Oral 
Expression  Deductive Reasoning  Problem Sensitivity  Written Comprehension  Control Precision  Manual Dexterity  
Dynamic Strength  Gross Body Coordination  Stamina  Static Strength  Trunk Strength  Peripheral Vision  Speech Clarity    
 
Tools and Equipment Used: 
 Tractors & Farm Implements  Heavy Construction Equipment  Manual and Power Tools  Motor Vehicles  
Boats/Watercraft  Firearms - Rifles  Telephone  Fax Machine  Copy Machine 
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036954 - WIRELESS COMM DIRECTOR 
 
Agency:  Safety (34901) 
Edison Template Job Opening ID:  1604 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, you may 
want to visit the State of Tennessee website at www.tn.gov and click on Government to access links to the websites of 
each department or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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081003 - WORKERS' COMP APPEAL BOARD JU 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4652 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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081004 - WORKERS' COMP CHIEF JUDGE 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4656 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073263 - WORKERS' COMP COMPLIANCE SPEC1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3153 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; and experience 
equivalent to two years of full-time work in one or a combination of the following: administering insurance or workers' 
compensation claims; or conducting investigations. Substitution of Education for Experience: Additional qualifying 
experience as described above may substitute for the required education to a maximum of four years. Substitution of 
Experience for Education: Graduate course work credit received from an accredited college or university with emphasis 
in business administration and management, criminal justice, labor/industrial relations, health care administration, 
insurance and risk management, law, paralegal studies, political science, and/or public administration may substitute for 
the required experience on a month-for-month basis to a maximum of two years (e.g., 36 quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience with the exception of law, 
in which 28 quarter hours may substitute for one year of the required experience).ORGraduation from an accredited 
college or university with a master's degree with emphasis in business administration and management, criminal justice, 
labor/industrial relations, health care administration, insurance and risk management, political science, and/or public 
administration. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    be eligible to become a notary public;    may require a 
valid motor vehicle operator’s license for employment.Examination Method: Education and Experience,100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for investigating workers' compensation compliance cases of 
average difficulty; and performs related work as required. Distinguishing Features: An employee in this class investigates 
referrals and other inquiries to determine compliance with Workers' Compensation Law. Interviews parties for 
clarification of workers' compensation compliance issues, and gathers pertinent records and obtains other legal 
documents for purpose of investigation. This class differs from the Workers' Compensation Compliance Specialist 2 in 
that an incumbent of the latter may provide training to persons in the Workers' Compensation Specialist 1 class. 
 
Work Activities: 
Performing Administrative Activities:    May prepare documentation to support legal processes.    Performs computer 
based research, maintains accurate file documentation such as activity notes electronically.Communicating with Persons 
Outside Organization:    May perform onsite inspections to evaluate factors that deal with non-compliance.    May be 
required to participate in legal proceedings.    Answers questions about compliance with Workers’ Compensation law    
Contacts parties by telephone, fax by electronic means and through correspondence for inquiries during course of 
investigation.    Provides various forms to employers and witnesses for completion.Organizing, Planning, and Prioritizing 
Work:    Develops Investigation plan to determine non-compliance.    Establishes or comply with statutory timeline to 
complete investigations.Evaluating Information to Determine Compliance with Standards:    Develops investigative plan 
to research information to obtain.    Evaluates records created or obtained from various sources to determine 
compliance with Workers’ Compensation Law.Identify Objects, Actions and Events:    Identifies Issues related to non-
compliance.Training and Teaching Others:    Educates employer, employees, insurance professionals, CPAs, and other 
professionals on compliance with Workers’ Compensation Law.Documenting/Recording Information:    Prepares 
investigation report for program coordinator and program director to determine compliance/non-compliance.    
Summarizes information received during investigation.Getting Information:    Investigates referrals and other inquiries 
to determine compliance with the Workers’ Compensation Law.    Interviews parties for clarification of workers’ 
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compensation compliance issues.    Gathers pertinent records and obtains other legal documents for purpose of 
investigation.    Receives requests to investigate alleged non-compliance from various agencies, divisions, departments, 
third parties via telephone, forms, electronic notification.Monitor Processes, Materials, or Surroundings:    Documents 
results of workers’ compensation investigation; gathers information relevant to the investigation.Processing 
Information:    Verifies accuracy of documentation and information received through investigation    Prepares 
correspondence, requests for records and other necessary information by mail, fax and electronically.Resolving Conflicts 
and Negotiating with Others:    May assess, negotiate and collect penalties associated with non-compliance of the 
Workers’ Compensation Law and Rules and Regulations under the supervision of the program director.Communicating 
with Supervisors, Peers, or Subordinates:    Creates and submits various reports to supervisor describing work activity. 
 
Competencies (KSA’s): 
Competencies:    Ethics and Values    Problem Solving    Written Communication    Customer Focus    Listening    Conflict 
Management    Dealing with Ambiguity    Decision Quality    Time Management    Perseverance    Approachability    
Patience    Personal LearningKnowledge:    Basic Knowledge of Law and Government    Customer and Personal Service    
Clerical    Basic Knowledge of Psychology    Basic Knowledge of Building and ConstructionSkills:    Speaking    Writing    
Reading Comprehension    Active Listening    Service Orientation    Time Management    Active Listening    Critical 
Thinking    Negotiation    Persuasion    Coordination    Learning Strategies    Monitoring    Mathematics    Social 
PerceptivenessAbilities:    Oral Comprehension    Written Comprehension    Oral Expression    Written Expression    
Speech Recognition    Speech Clarity    Deductive Reasoning    Near Vision    Mathematical Reasoning    Problem 
Sensitivity    Number Facility    Originality    Auditory Attention    Far Vision    Gross Body Coordination    Gross Body 
Equilibrium 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer/Copier    Motor Vehicle    Scanner    Projector 
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073264 - WORKERS' COMP COMPLIANCE SPEC2 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3172 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree; and experience 
equivalent to three years of full-time work in one or a combination of the following: administering insurance or workers' 
compensation claims; or conducting investigations. Substitution of Experience for Education: Graduate course work 
credit received from an accredited college or university with emphasis in business administration, management, criminal 
justice, labor/industrial relations, health care administration, insurance and risk management, law, paralegal studies, 
political science, and/or public administration may substitute for the required experience on a month-for-month basis to 
a maximum of two years (e.g., 36 quarter hours in one or a combination of the above listed fields may substitute for one 
year of the required experience with the exception of law, in which 28 quarter hours may substitute for one year of the 
required experience). OR Graduation from an accredited college or university with a masters' degree with emphasis in 
business administration and management, criminal justice, labor/industrial relations, health care administration, 
insurance and risk management, occupational therapy, physical therapy, medicine, political science, and/or public 
administration; and experience equivalent to one year of full-time work in one or a combination of the following: 
administering insurance or workers' compensation claims; advising or representing clients through legal arbitration; or 
providing professional health care or vocational rehabilitation services for clients.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: must be eligible to become a notary public; a valid motor 
vehicle operator's license may be required for employment.Examination Method: Education and Experience,100%, for 
Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary Special Qualifications, 
and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for workers' compensation compliance claims work of average 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class investigates 
referrals and other inquiries to determine compliance with the Workers' Compensation Law. Interviews parties for 
clarification of Workers Compensation compliance issues and gathers pertinent records and obtains other legal 
documents for purpose of investigation and may supervise Workers' Compensation Compliance Specialist 1 employees. 
This position differs from Workers' Compensation Compliance Specialist 1 in that an incumbent of the latter does not 
provide training to other Workers' Compensation Compliance Specialist 1 employees. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others: May assess, negotiate and collect penalties associated with non-
compliance of Workers' Compensation Law and Rules and Regulations under the supervision of the program 
director.Training and Teaching Others: Educates employers, employees, insurance professionals, CPAs and other 
professionals on compliance with Workers' Compensation Law.Documenting/Recording Information: Summarizes 
information received during investigations. Prepares investigative report for program coordinator and program director 
to determine compliance/non-compliance.Identifying Objects, Actions and Events: Identifies issues related to non-
compliance.Organizing, Planning and Prioritizing Work: Develops investigation plan to determine non-compliance. 
Establishes or complies with statutory timeline to complete investigation.Coaching and Developing Others: Coaches or 
mentors co-workers on Workers' Compensation Compliance investigation techniques.Communication with Persons 
Outside Organization: Provides various forms to employers and witnesses for completion. Contacts parties by 
telephone, fax, by electronic means and through correspondence for inquiries during course of investigation. May 
perform onsite inspections to evaluate factors that deal with non-compliance. Answers questions about compliance with 
Workers' Compensation Law. May be required to participate in legal proceedings.Monitor Processes, Materials or 
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Surroundings: Documents results of workers' compensation investigation and gathers information relevant to the 
investigation.Getting Information: Investigates referrals and other inquiries to determine compliance with the Workers' 
Compensation Law. Receives requests to investigate alleged non-compliance from various agencies, divisions, 
departments, third parties via telephone, forms, electronic notification. Interviews parties for clarification or workers' 
compensation compliance issues. Gathers pertinent records and obtains other legal documents for purpose of 
investigation.Performing Administrative Activities: Performs computer based research, maintains accurate file 
documentation such as activity notes electronically. May prepare documentation to support legal processes.Evaluating 
Information to Determine Compliance with Standards: Evaluates records created or obtained from various sources to 
determine compliance with Workers' Compensation Law. Develops investigative plan to research information to 
obtain.Communicating with Supervisors, Peers or Subordinates: Creates and submits various reports to supervisor 
describing work activity. May assist with or prepare departmental statutory reports. Acts as a liaison between the 
program, other state agencies and third parties regarding Workers' Compensation Compliance issues.Processing 
Information: Verifies the accuracy of documentation and information received through investigation. Prepares 
correspondence, requests for records and other necessary information by mail, fax and electronically.Analyzing Data or 
Information: May review and evaluate incoming penalty referrals generated by state agency database to determine if an 
investigation is warranted. May close unwarranted referrals in state agency database and transfer to an inactive list. 
May refer warranted cases to administrative staff for file creation and assignment for investigation. 
 
Competencies (KSA’s): 
Competencies: Conflict Management Problem Solving Perseverance Decision Quality Ethics and Values Understanding 
Others Drive for Results Informing Written Communication ListeningKnowledge: Customer and Personal Service Law and 
Government Clerical Basic Psychology Education and Training Building and ConstructionSkills: Speaking Writing Reading 
Comprehension Complex Problem Solving Critical Thinking Active Listening Active Learning Service Orientation Time 
Management Negotiation Persuasion Deductive Reasoning Learning Strategies Instructing Monitoring 
CoordinationAbilities: Oral Comprehension Oral Expression Written Expression Speech Recognition Written 
Comprehension Speech Clarity Deductive Reasoning Problem Sensitivity Selective Attention Mathematical Reasoning 
Auditory Attention Near Vision Gross Body Equilibrium Far Vision 
 
Tools and Equipment Used: 
 Personal Computer Telephone Fax Machine Printer Copy Machine Motor Vehicle Scanner Projector 
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081002 - WORKERS' COMP JUDGE 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4651 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073265 - WORKERS' COMP MEDIATION SPEC 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3219 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelors degree; and experience 
equivalent to five years of full-time work in one or a combination of the following: administering insurance or workers’ 
compensation claims; or conducting mediations; or providing professional health care or vocational rehabilitation 
services to clients. Substitution of Education for Experience: Additional qualifying experience as described above may 
substitute for the required education to a minimum of four years. Substitution of Experience for Education: Graduate 
course work credit received from an accredited college or university with emphasis in business administration and 
management, criminal justice, labor/industrial relations, health care administration, insurance and risk management, 
law, occupational therapy, physical therapy, medicine, paralegal studies, political science, and/or public administration 
may substitute for the required experience on a month-for-month basis to a maximum of two years (e.g., 36 quarter 
hours in one or a combination of the above listed fields may substitute for one year of the required experience with the 
exception of law, in which 28 quarter hours may substitute for one year of the required experience). OR Graduation 
from an approved school of law with a Doctor of Jurisprudence degree and experience equivalent to two years of full-
time work in one or a combination of the following: administering insurance or workers’ compensation claims; advising 
or representing clients through legal arbitration; or providing professional health care or vocational rehabilitation 
services for clients. OR Graduation from an accredited college or university with a masters’ degree with emphasis in 
business administration and management, criminal justice, labor/industrial relations, health care administration, 
insurance and risk management, occupational therapy, physical therapy, paralegal studies, political science, and/or 
public administration; and experience equivalent to two years of full-time work in one or a combination of the following: 
administering insurance or workers’ compensation claims; advising or representing clients through legal arbitration; or 
providing professional health care or vocational rehabilitation services for clients.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    must be eligible to become a notary public;    a valid 
motor vehicle operator’s license may be required for employment.Examination Method: Education and 
Experience,100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for workers’ compensation claims mediation work of considerable 
difficulty; and performs related work as required. Distinguishing Features: An employee in this class handles complex 
issues related to workers’ compensation benefits and services as a resource to less experienced staff. Work includes 
evaluating, mediating and resolving disputed issues in workers’ compensation claims in the benefit review conferences. 
 
Work Activities: 
Resolving Conflicts and Negotiating with Others:    Facilitates negotiations in Workers’ Compensation disputes.    
Effectively manages high conflict situations.Making Decisions and Solving Problems:    Identifies and implements the 
best approach to mediate a resolution for each claim.Thinking Creatively:    Analyzes claims to develop or identify 
creative strategies to lead parties to dispute resolution.Analyzing Data or Information:    Applies relevant law to the facts 
of each case.Judging the Quality of Things, Services or People:    Assesses the credibility of the parties to the 
dispute.Organizing, Planning and Prioritizing Work:    Manages assigned work activities to adhere to division and 
statutory deadlines.Communicating with Supervisors, Peers or Subordinates:    Coaches or mentors co-workers on best 
practices in RFA and BRC resolution techniques.    Communicates with other programs within the Workers’ 
Compensation Division to exchange information and make referrals.Processing Information:    Verifies the accuracy of 
information on submitted forms.    Maintains the integrity and confidentiality of information in accordance with 
government requirements.Getting Information:    Reviews assigned Requests for Assistance (RFA) and Requests for 
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Benefit Review Conferences, to identify issues in dispute.    Researches division database for claims history.Evaluating 
Information to Determine Compliance with Standards:    Questions parties for clarification of a workers’ compensation 
claim or explanation of an involved party’s position on an issue.    Reviews pertinent case facts from documentation for 
each case.    Compares information gathered during the investigation to requirements of the law to support 
resolution.Communication with Persons Outside Organization:    Participates in Division’s outreach program as 
requested.    Acts as liaison to the general public and private sector.Updating and Using Relevant Knowledge:    Satisfies 
statutory education and training requirements.    Stays up-to-date on emerging areas of the law and current trends in 
Alternative Dispute Resolution (ADR).Documenting/Recording Information:    Complies and enters detailed notes into 
database for each claim.    Prepares Benefit Review report and/or mediated settlement agreement.    Maintains 
organized file contents for electronic data storage.    Prepares and submits periodic statistical reports on claim activity. 
 
Competencies (KSA’s): 
Competencies:    Conflict Management    Negotiating    Problem Solving    Understanding Others    Composure    Listening    
Dealing with Ambiguity    Perspective    Patience    Time Management    Written CommunicationKnowledge:    Law and 
Government    Customer and Personal Service    Psychology    Clerical    Basic Medicine and DentistrySkills:    Complex 
Problem Solving    Reading Comprehension    Speaking    Writing    Negotiating    Persuasion    Active Learning    Active 
Listening    Critical Thinking    Learning Strategies    Service Orientation    Monitoring    Social Perceptiveness    Instructing    
Mathematics    Coordination    Time ManagementAbilities:    Written Expression    Written Comprehension    Oral 
Expression    Oral Comprehension    Speech Clarity    Speech Recognition    Deductive Reasoning    Inductive Reasoning    
Auditory Attention    Near Vision    Time Sharing    Problem Sensitivity    Fluency of Ideas    Number Facility    
Mathematical Reasoning    Memorization 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Scanner    Copier    Printer    Projector 
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073248 - WORKERS' COMP MEDIATION SUP 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2464 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the ""Search and Apply for Jobs"" page" 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073249 - WORKERS' COMP NURSE CONSULTANT 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2465 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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081001 - WORKERS' COMP OMBUDSMEN 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  4650 
 
Minimum Qualifications: 
There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure of 
the appointing authority of the department in which the position is located.  The qualifications for executive service 
positions are determined by the appointing authority.The Department of Human Resources does not process 
applications for Executive Service or Non-Preferred Service jobs. To apply for these jobs, you should contact the 
particular department in which the Executive Service or Non-Preferred Service position of interest to you is located. To 
get contact information for the human resources offices of each state agency, click on the State of Tennessee 
departmental human resources offices link provided on the “Search and Apply for Jobs” page. 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
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073255 - WORKERS' COMP PROG COORDINATOR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3123 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to five years of full-time work in one or a combination of the following: administering insurance or workers' 
compensation claims; advising or representing clients through legal arbitration; or providing occupation health or 
vocational rehabilitation services for clients. Non-substitutable experience: At least one of the five years of required 
experience must be supervising of staff in the above-mentioned areas.Substitution of Experience for Education: 
Additional experience administering insurance or workers' compensation claims; advising or representing clients 
through legal arbitration; and/or providing occupation health or vocational rehabilitation services for clients experience, 
may substitute for the required education on a month-for-month basis to a maximum of four years.Substitution of 
Graduate Education for Experience: Graduate course work credit received from an accredited college or university with 
emphasis in business administration and management, economics, finance, hospital administration, insurance and risk 
management, law, occupational therapy, physical therapy, political science, and/or public administration may substitute 
for the required experience on a month-for-month basis to a maximum of two years (e.g., 36 quarter hours in one or a 
combination of the above listed fields may substitute for one year of the required experience with the exception of law, 
in which 28 quarter hours may substitute for one year of the required experience). Non-substitutable experience: 
Graduate course work may not substitute for the required one year of supervisory experience.ORGraduation from an 
approved school of law with a Doctor of Jurisprudence degree and experience equivalent to two years of full time work 
in one or a combination of the following: administering insurance or workers' compensation claims; advising or 
representing clients through legal arbitration; or providing occupation health or vocational rehabilitation services for 
clients, of which one year must have been supervisory experience.ORGraduation from an accredited college or 
university with a doctorate degree with emphasis in business administration and management, economics, finance, 
hospital administration, insurance and risk management, occupational therapy, physical therapy, political science, 
and/or public administration and experience equivalent to two years of full-time work in one or a combination of the 
following: administering insurance or workers' compensation claims; advising or representing clients through legal 
arbitration; or providing occupation health or vocational rehabilitation services for clients, of which one year must have 
been supervisory experience. 
 
Other Requirements: 
Necessary Special Qualifications: A valid motor vehicle operator's license may be required for employment.Examination 
Method: Education and Experience, 100%, for Career Service positions. For Executive Service positions, Minimum 
Qualifications, Necessary Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under direction, is responsible for workers' compensation program work of considerable difficulty and 
supervisory work of average difficulty; and performs related work as required.Distinguishing Features: The employee in 
this class supervises the claims, coverage, compliance, and fraud units of the workers' compensation program. 
 
Work Activities: 
1. Supervises staff in the claims, coverage, compliance, and fraud units of the workers' compensation program: reviews 
and makes decisions on employment, retention, promotions, demotions, or other human resources actions; interprets 
new or modified policies and procedures; sets goals and priorities of staff and assigns tasks to employees; evaluates 
performance and assigns job performance ratings for staff based on job performance information gathered through 
employee discussions, personal observations, and review of work products; trains current and new staff in workers' 
compensation law, rules, and regulations and divisional policies and procedures; contracts training for employees 
through outside agencies.2. Develops policies and procedures for claims, coverage, compliance, and fraud units of the 
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workers' compensation program: studies the workers' compensation organization, operations, and services and makes 
recommendations for improvements in economy, efficiency, and quality of organization, operations, and services; 
studies workers' compensation policies and procedures and makes recommendations for change; interprets statistical 
analysis data collected by various government and private institutions regarding the administration and enforcement of 
workers' compensation policies and procedures.3. Reviews computer programs in use by the Department of Labor: 
reviews computer programs used for processing workers' compensation claims, coverage, and adjustment; identifies 
programs that are not current to federal and state statutory requirements, laws, rules, and regulations; develops plans 
for the customization of computer programs utilized by the Department of Labor; implements plans for the 
customization of computer programs.4. Informs the general public of workers' compensations programs and their 
requirements and benefits under the law: serves as a liaison between insurance companies, attorneys, and other 
relevant parties; speaks to community groups, insurance companies, employers, and employees to explain workers' 
compensation programs; explains workers' compensation policies, procedures, rules, and regulations to interested 
parties; answers questions regarding the administration of workers' compensation programs.4. Assists the Workers' 
Comp Director in the administration of the Workers' Compensation Division: participates in the preparation, review, and 
maintenance of a wide variety of operating records and reports for the division; participates in research of current 
trends in the workers' compensation field; performs special projects assigned by the director (e.g., internal budget, tri-
state education conferences, in-house policy and procedure development). 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073253 - WORKERS' COMP PROGRAM MANAGER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2426 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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073251 - WORKERS' COMP SPECIALIST 1 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  2480 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and experience 
equivalent to two years of full-time work in one or a combination of the following: administering insurance or workers' 
compensation claims; advising or representing clients through legal arbitration; or providing professional health care or 
vocational rehabilitation services for clients. Substitution of Education for Experience: Additional qualifying experience 
as described above may substitute for the required education to a maximum of four years. Substitution of Experience 
for Education: Graduate course work credit received from an accredited college or university with emphasis in business 
administration and management, criminal justice, labor/industrial relations, health care administration, insurance and 
risk management, law, occupational therapy, physical therapy, medicine, paralegal studies, political science, and/or 
public administration may substitute for the required experience on a month-for-month basis to a maximum of two 
years (e.g., 36 quarter hours in one or a combination of the above listed fields may substitute for one year of the 
required experience with the exception of law, in which 28 quarter hours may substitute for one year of the required 
experience).ORGraduation from an approved school of law with a Doctor of Jurisprudence degree.ORGraduation from 
an accredited college or university with a doctorate degree with emphasis in business administration and management, 
criminal justice, labor/industrial relations, health care administration, insurance and risk management, occupational 
therapy, physical therapy, medicine, political science, and/or public administration. 
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must:    Must be eligible to become a notary public;    A valid 
motor vehicle operator's license may be required for employment. Examination Method: Education and 
experience,100%, for Preferred Service positions. For Executive Service positions, Minimum Qualifications, Necessary 
Special Qualifications, and Examination Method are determined by the appointing authority. 
 
Job Overview: 
Summary: Under general supervision, is responsible for workers' compensation claims work of average difficulty; and 
performs related work as required. Distinguishing Features: An employee in this class facilitates communication and 
resolution of disputes regarding temporary disability benefits and medical benefits for workers' compensation claims. 
This class differs from Workers' Compensation Specialist 2 in that an incumbent of the latter issues orders for temporary 
disability and medical benefits, and conducts benefit review conferences to mediate and resolve disputed workers' 
compensation claims. 
 
Work Activities: 
Making Decisions and Solving Problems:    Interacts with the appropriate parties to a workers’ compensation issue in an 
attempt to reach a resolution.Training and Teaching Others:    Assists appropriate parties in understanding their rights 
and responsibilities under workers’ compensation law, rules, regulations, policies and procedures.Identifying Objects, 
Actions and Events:    Identifies information needed to respond to inquiries.    Identifies issues related to benefits and 
compliance with workers’ compensation law, rules, regulations, policies and procedures.    Identifies provisions in the 
law that correspond to workers’ compensation issues.Monitor Processes, Materials or Surroundings:    Determines that 
all records have been received to make or forward for a resolution of the identified issue.Interpreting the Meaning of 
Information for Others:    Communicates workers’ compensation laws, rules, regulations, policies and procedures to the 
public at large.Analyzing Data or Information:    May identify the next step in the process to resolve workers’ 
compensation issues.Updating and Using Relevant Knowledge:    Maintains up-to-date knowledge of the workers’ 
compensation law, rules, regulations, policies and procedures.    Maintains proficiency of the workers’ compensation 
computer system.Thinking Creatively:    May have to think creatively to identify and obtain all necessary information 
from all parties involved in a worker’s compensation issue.Evaluating Information to Determine Compliance with 
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Standards:    Evaluates records created or obtained from various sources to determine compliance with Workers' 
Compensation law, rules, policies and procedures.    Develops plans to research information regarding Workers' 
Compensation issues.Organizing, Planning and Prioritizing Work:    Complies with Division's policies regarding timelines 
to resolve workers' compensation issues.    Develops plans to complete assigned projects and daily tasks.Processing 
Information:    Compiles and verifies the accuracy and completeness of documentation and information received.    May 
determine that more information is required to resolve the workers' compensation issue.    Prepares correspondence, 
requests for records and other necessary information by mail, fax and electronically.    Responds to requests for records 
and other necessary information by mail, fax, telephone and electronically.Establishing and Maintaining Interpersonal 
Relationships:    Maintains professional working relationship with peers, assigned subordinates, upper management, and 
outside contacts to ensure smooth and effective operations.Resolving Conflicts and Negotiating with Others:    
Maintains a respectful demeanor with appropriate parties to minimize misunderstandings and promote resolution of 
workers' compensation issues.Interacting with Computers:    Creates and maintains documents and spreadsheets in 
electronic form in the division computer system.    Learns to use the workers' compensation software system.    Makes 
all appropriate entries into the state computer system (time, travel and expense, etc).Getting Information:    Interviews 
parties for clarification of workers' compensation issues.    Gathers information relevant to Workers' Compensation 
issues.    Gathers pertinent records and obtains other legal documents for purpose of file review.    Conducts computer 
based background research to initiate an investigation of a workers' compensation insurance dispute.    Verifies whether 
an employer is required to have Workers' Compensation insurance coverage.    Verifies if an employer has current 
Workers' Compensation insurance coverage.    Verifies that proper filings showing proof of Workers' Compensation 
insurance coverage have been made with the state.Performing Administrative Activities:    Answers questions and 
provides information and resources to the questioning party.    Maintains accurate file documentation, including all 
activity notes.    Performs computer based research to resolve workers' compensation issues.    Performs administrative 
tasks such as: filing, faxing, scanning, copying, etc.Communicating with Persons Outside Organization:    Responds 
appropriately to questions about the rights and obligations of individuals and entities and benefit entitlements provided 
by Workers' Compensation law.    Contacts individuals outside the organization and other state agencies to 
obtain/provide required information, correct errors and/or provide clarification.    Contacts parties by telephone, fax by 
electronic means and through correspondence for inquiries during course of investigation.    Directs inquiries to 
appropriate staff or agency to assist in resolving issues.    Provides various forms to employers and employees for 
completion.Communicating with Supervisors, Peers or Subordinates:    Maintains an effective dialog with co-workers to 
ensure effective and efficient communication.    Provides regular updates to supervisors and co-workers on the status of 
assigned work.    May create employee performance documentation.    May perform employee 
evaluations.Documenting/Recording Information:    Prepares documents for electronic storage in the division's 
integrated computer system.Developing and Building Teams:    May encourage and build cooperation among team 
members to achieve assigned tasks.Coordinating the Work and Activities of Others:    May coordinate the work and 
activities of others to achieve assigned tasks.Scheduling Work and Activities:    May schedule the work of others. 
 
Competencies (KSA’s): 
Competencies:    Integrity and Trust    Listening    Problem Solving    Customer Focus    Conflict Management    Priority 
Setting    Composure    Dealing with Ambiguity    Organizational Agility    Action Oriented    PerseveranceKnowledge:    
Customer and Personal Service    ClericalSkills:    Service Orientation    Active Listening    Speaking    Time Management    
Active Learning    InstructingAbilities:    Oral Comprehension    Oral Expression    Written Comprehension    Problem 
Sensitivity    Speech Clarity    Deductive Reasoning    Number Facility 
 
Tools and Equipment Used: 
    Personal Computer    Telephone    Fax Machine    Printer    Copy Machine/Scanner    Projector    Motor Vehicle 
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073257 - WORKERS' COMP SPECIALIST 5 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3152 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075401 - WORKFORCE DEV CHIEF OP OFFICER 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3574 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075402 - WORKFORCE DEV PROGRAM DIR 
 
Agency:  Labor & Workforce Development (33701) 
Edison Template Job Opening ID:  3575 
 
Minimum Qualifications: 
"There is no formal job description for this classification. The job title is EXECUTIVE SERVICE and serves at the pleasure 
of the appointing authority of the department in which the position is located.The Department of Human Resources 
does not process applications for Executive Service jobs. To apply for these jobs, you should contact the particular 
department in which the Executive Service position is located. To determine the department location, you may want to 
use the Job Search feature provided on our Employment Page. Although job descriptions are not provided for most 
Executive Service job titles, other information such as number of positions and vacancies by county or by department, as 
well as salary grade information, is provided for these jobs. To get information about a particular department, go to the 
State of Tennessee website at www.tn.gov and click on Government to access links to the websites of each department 
or agency." 
 
Other Requirements: 
 
 
Job Overview: 
 
 
Work Activities: 
 
 
Competencies (KSA’s): 
 
 
Tools and Equipment Used: 
"Click here to access current compensation information." 
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075531 - WORKSTATION SPEC-ADV 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5063 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree and three years 
of experience in the maintenance of computer hardware and/or software, or the correction of other related system 
operations problems for computer system hardware and/or software.Substitution of a Specific Associate's Degree for 
the Required Bachelor's Degree: An associate's degree in business data processing (e.g. business data programming, 
business systems analysis, or computer accounting), management information systems, computer and information 
systems, computer servicing technologies, or other related field from an accredited college or university may substitute 
for the required bachelor's degree.Substitution of Experience for Education: Experience in the maintenance of computer 
hardware and/or software, or the correction of other system operation problems related to computer system hardware 
and/or software may substitute for the required bachelor's degree on a year-for-year basis to a maximum of four years.   
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license Complete a criminal history 
disclosure form in a manner approved by the appointing authority Agree to release all records involving their criminal 
history to the appointing authority. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for multi-agency, statewide deployment and maintenance of work 
station computers and related software work of average difficulty; and performs related work as required. 
Distinguishing Features: This is the lead level class in the Workstation Specialist sub-series. An employee in this class 
functions as a project leader to perform advanced workstation duties and to deploy and maintain workstation hardware 
and software. This class differs from Workstation Specialist-Intermediate in that incumbents of the latter perform basic 
workstation duties. 
 
Work Activities: 
 Provides problem resolution for all users with complex hardware, software and application problems: monitors 
requests received through the IT helpdesk efficiently and effectively; responds to agency inquiries in person, by phone 
or by email and contacts customers to schedule site visits to resolve and/or troubleshoot computer related problems; 
contacts customers to assist with resolutions of technical problems; maintains communications with customers during 
the problem resolution process; acts as a liaison between customers and internal support staff to assure accurate 
problem interpretation Performs installation, configuration, and ongoing usability of desktop computers, peripheral 
equipment and software within established standards and guidelines: performs complex break-fix and maintenance of 
computer equipment and peripherals; performs maintenance of computer equipment and peripherals; provides 
troubleshooting of network connectivity issues; solves hardware, software and wireless problems at remote locations; 
works with vendor support contacts to resolve technical problems with desktop computing equipment and software 
Researches customer problems and issues to provide accurate and timely resolution: researches problems using 
available information resources in order to maintain and grow current knowledge; reviews diagnostic programs to 
resolve or identify problem resolution; uses troubleshooting skills for problem resolution or escalates problems as 
appropriate; provides accurate and timely logging of problems and resolutions for problems in the database; retrieves 
data from the problem management database for problem resolutions; maintains IT department documentation and 
obtains customer sign off of incident resolution. Maintains records of computer, peripheral equipment and related 
devices to ensure accurate inventory of all issued equipment: updates and maintains records for surplus, purchases, 
warranty, and reflection of current inventory locations, such as initial delivery, pickup, redistribution and reassignment; 
coordinates with agencies on the delivery or pick-up of desktop computers and/or peripheral equipment; updates and 



 TN Job Classification Specifications  
September 22, 2020 

maintains inventory for devices such as software licensing and key records; manages hardware devices within directory 
services. Maintains in-depth knowledge of all desktop systems and technologies in use and uses that knowledge to solve 
customer issues: provides basic training to orient staff on the use of IT software; contributes to departmental 
productivity and development objects by participating in training programs; meets with IT staff, attends webinars and 
reads industry related publications to remain abreast of advances in technology; provides leadership by projecting a 
positive attitude and providing learning activities. Acquires data by receiving requests from agencies on the purchase of 
hardware or software and creates purchase requests on behalf of agencies for hardware or software; reviews requests 
from customers to verify accuracy and standards compliance 
 
Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Approachability Technical Learning Customer Focus Learning on the 
Fly Time Management Problem Solving Written Communications Peer Relationships Self-Development Knowledge: 
Clerical Computers and Electronics Customer and Personal Service English Language Education and Training Public 
Safety and Security Administration and Management  Skills: Active Listening Active Learning Writing Speaking Time 
Management Judgement and Decision Making Complex Problem Solving Operations Analysis Instructing Abilities: 
Memorization Oral Comprehension Oral Expression Written Comprehension Written Expression Selective Attention 
Speed of Closure Static Strength 
 
Tools and Equipment Used: 
  Computer Telephone Printer 
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075529 - WORKSTATION SPEC-ASSOC 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5055 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor's degree. Substitution of 
a Specific Associate's Degree for the Required Education: An associate's degree in business data processing (e.g. 
business data programming, business systems analysis, or computer accounting), management information systems, 
computer and information systems, computer servicing technologies, or other related field from an accredited college or 
university may substitute for the required bachelor's degree. Substitution of Experience for Education: Experience in the 
maintenance of computer hardware and/or software, or the correction of other system operation problems related to 
computer system hardware and/or software may substitute for the required bachelor's degree on a year-for-year basis 
to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license Complete a criminal history 
disclosure form in a manner approved by the appointing authority Agree to release all records involving their criminal 
history to the appointing authority. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check. Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under immediate supervision, performs information systems password resets and directory assistance 
support to customers, escalates unresolved issues as required. Distinguishing Features: This is the entry level 
classification in the Workstation Specialist series. An employee in this class functions in a training capacity to provide 
customers with password resets and directory assistance. This class differs from the Workstation Specialist Intermediate 
in that an incumbent of the latter performs basic workstation duties.   
 
Work Activities: 
1. Provides routine problem resolution for all users with hardware, software and application problems: monitors 
requests received through the IT helpdesk; responds to agency inquiries in person, by phone or by email to resolve 
and/or troubleshoot computer related problems; follows troubleshooting procedures from the IT Problem Management 
Knowledge database to resolve general incidents and access issues; performs password resets for customer accounts; 
routes or escalates incidents and requests to appropriate support team; maintains communications with customers 
during the problem resolution process.2. May learn to perform installation, configuration, and ongoing usability of 
desktop computers, peripheral equipment and software within established standards and guidelines and provide 
troubleshooting of network connectivity issues and hardware/software issues.3. Researches customer problems and 
issues to provide accurate and timely resolution: researches problems using available information resources in order to 
maintain and grow current knowledge; verify, collect, or update customer's profile information in the Problem 
Management database; provides accurate and timely logging of problems and resolutions for problems in the database; 
retrieves data from the problem management database for problem resolutions; suggests updates to IT department 
documentation and obtains customer sign off of incident resolution.4. Adheres to confidentiality and security policies 
and procedures and follows appropriate service level agreements as established.5. Keeps abreast of current and new 
Enterprise supported products, services, and systems: complete training of new products, services, or systems as 
assigned by supervisor; reviews standard troubleshooting procedures as required; reads new policies and procedures for 
compliance. 
 
Competencies (KSA’s): 
Competencies: Customer Focus Problem Solving Learning on the Fly Functional/Technical Competency Technical 
Learning Listening Decision Quality Patience Understanding Others Written CommunicationKnowledge: Clerical 
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Computers and Electronics Customer and Personal Service English Language Education and Training Public Safety and 
SecuritySkills: Active Learning Critical Thinking Judgment and Decision Making Reading Comprehension Service 
Orientation Speaking Troubleshooting WritingAbilities: Auditory Attention Deductive Reasoning Oral Comprehension 
Oral Expression Written Communication 
 
Tools and Equipment Used: 
 Computer Telephone Printer 
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075530 - WORKSTATION SPEC-INT 
 
Agency:  Finance and Administration (31701) 
Edison Template Job Opening ID:  5060 
 
Minimum Qualifications: 
Education and Experience: Graduation from an accredited college or university with a bachelor’s degree and two years 
of experience in the maintenance of computer hardware, or the correction of other related system operations problems 
for computer system hardware.Substitution of a Specific Associate’s Degree for the Required Bachelor’s Degree: An 
associate’s degree in business data processing (e.g. business data programming, business systems analysis, or computer 
accounting), management information systems, computer and information systems, computer servicing technologies, or 
other related field from an accredited college or university may substitute for the required bachelor’s 
degree.Substitution of Experience for Education: Experience in the maintenance of computer hardware, or the 
correction of other system operation problems related to computer system hardware may substitute for the required 
bachelor’s degree on a year-for-year basis to a maximum of four years.  
 
Other Requirements: 
Necessary Special Qualifications: Applicants for this class must: Have a valid driver's license Complete a criminal history 
disclosure form in a manner approved by the appointing authority Agree to release all records involving their criminal 
history to the appointing authority. Supply a fingerprint sample in a manner prescribed by the TBI for a fingerprint based 
criminal history records check.Examination Method: Education and Experience, 100%, for Preferred Service positions. 
 
Job Overview: 
Summary: Under general supervision, is responsible for multi-agency, statewide deployment and maintenance of work 
station computers and related software work of routine difficulty; and performs related work as required.Distinguishing 
Features: This is the working level class in the Workstation Specialist sub-series. An employee in this position performs 
basic workstation duties in the deployment and maintenance of workstation hardware and software. This class differs 
from Workstation Specialist-Advanced in that an incumbent of the latter functions as a project leader to perform 
advanced workstation duties and to deploy and maintain workstation hardware and software.  
 
Work Activities: 
 Provides problem resolution for all users with hardware, software and application problems: monitors requests 
received through the IT helpdesk efficiently and effectively; responds to agency inquiries in person, by phone or by email 
and contacts customers to schedule site visits to resolve and/or troubleshoot computer related problems; maintains 
communications with customers during the problem resolution process; Performs installation, configuration, and 
ongoing usability of desktop computers, peripheral equipment and software within established standards and 
guidelines: assists in performing break-fix of computer equipment and peripherals; performs maintenance of computer 
equipment and peripherals; provides troubleshooting of network connectivity issues; solves hardware, software and 
wireless problems at remote locations; Researches customer problems and issues to provide accurate and timely 
resolution: researches problems using available information resources in order to maintain and grow current 
knowledge; uses troubleshooting skills for problem resolution or escalates problems as appropriate; provides accurate 
and timely logging of problems and resolutions for problems in the database; retrieves data from the problem 
management database for problem resolutions; maintains IT department documentation and obtains customer sign off 
of incident resolution. Maintains records of computer, peripheral equipment and related devices to ensure accurate 
inventory of all issued equipment: updates and maintains records for surplus, purchases, warranty, and reflection of 
current inventory locations, such as initial delivery, pickup, redistribution and reassignment; coordinates with agencies 
on the delivery or pick-up of desktop computers and/or peripheral equipment; updates and maintains inventory for 
devices such as software licensing and key records; manages hardware devices within directory services. Maintains 
general knowledge of all desktop systems and technologies in use and uses that knowledge to solve customer issues and 
provide basic training to orient staff on the use of IT software. 
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Competencies (KSA’s): 
Competencies: Functional/Technical Competencies Approachability Technical Learning Customer Focus Learning on the 
Fly Time Management Problem Solving Written Communications Peer Relationships Self-DevelopmentKnowledge: 
Clerical Computers and Electronics Customer and Personal Service English Language Education and Training Public 
Safety and SecuritySkills: Speaking Writing Operations Analysis Judgement and Decision Making Equipment 
Maintenance Learning Strategies Complex Problem Solving Operations Analysis Time Management Installation 
TroubleshootingAbilities: Memorization Oral Comprehension Oral Expression Written Comprehension Written 
Expression Selective Attention Speed of Closure Static Strength 
 
Tools and Equipment Used: 
 Computer Telephone Printer 
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064550 - WTRBA PROJECT COORDINATOR 
 
Agency:  Environment and Conservation (32701) 
Edison Template Job Opening ID:  2241 
 
Minimum Qualifications: 
Education and Experience:  Education equivalent to graduation from a standard high school and experience equivalent 
to five years of full-time construction or heavy equipment related field and one year of supervisory experience. 
Substitution of Education for Experience:  Graduation from an accredited college or university with a Bachelor's degree 
in Construction Management may be substituted for the required construction or heavy equipment related field 
experience on a year-for-year basis to a maximum of four years. OR: Experience equivalent to one year as an Equipment 
Operator Supervisor with the State of Tennessee.  
 
Other Requirements: 
Necessary Special Qualifications: A valid vehicle operator's license may be required for employment in some positions. 
An appropriate commercial driver's license/endorsement is required within twelve months of employment. Examination 
Method: Education and Experience, 100%, for Career Service positions.  
 
Job Overview: 
Summary: Under direction, coordinates assigned construction and maintenance activities for the West Tennessee River 
Basin Authority and performs related work as required. Distinguishing Features: An employee in this class assigns 
construction and maintenance projects to Equipment Operator Supervisors within the West Tennessee River Basin 
Authority. This class differs from Equipment Operator Supervisor in that incumbents of the latter may report to this 
class.  
 
Work Activities: 
 Assigns, schedules, trains, supervises, and evaluates equipment operations staff; reviews plans, specifications, and 
equipment needed for each job and briefs staff accordingly.  Oversees and inspects work of contractors and vendors.  
Oversees construction and maintenance activities such as earth works and other material placement; excavates holes, 
trenches, and ditches; installs culverts, spillways, and conduits in dams; maintains flood control and other infrastructure; 
coordinates with staff on erosion control and pollution prevention measures.  Coordinates with agency technical staff on 
construction and maintenance activities to establish project objectives, identify potential constraints, maintain 
regulatory compliance, and uphold safety standards.  Ensures quality customer service through timely evaluation of 
internal and external customer inquiries through utilization of the West Tennessee River Basin Authority database to 
track requests and agency response.  Operates a variety of light equipment such as all-terrain vehicles and a variety of 
boats including airboats.  May operate heavy equipment such as bulldozers, amphibious and land-based excavators, 
trucks, front-end loaders, tractor and trailers, and other equipment involved in heavy construction.  Communicates 
through letters, reports, presentations, or other forms of media to inform internal and external customers.  Develops 
specifications for equipment and tools procurement; plans, schedules, and tracks equipment maintenance; oversees the 
maintenance and repair of equipment.     
 
Competencies (KSA’s): 
Competencies:  Building Effective Teams                   Directing Others                    Developing Direct Reports and Others                           
Customer Focus                   Motivating Others                Integrity and Trust                               Drive for Results                   
Managerial Courage                            Planning                 Time Management                                    Knowledge:  Administration 
and Management                    Building and Construction                 Communications and Media                             Computers 
and Electronics                Customer and Personal Service                         Design                     Engineering and Technology                           
Mechanical                           Mathematics                         Geography                               Skills:  Active Listening                    
Coordination                         Speaking                Equipment Selection                           Judgment and Decision Making                        
Management of Material Resources                Management of Personnel Resources                              Writing                    
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Service Orientation                              Time Management                                Abilities:  Deductive Reasoning                          
Spatial Orientation                               Depth Perception                  Oral Comprehension                           Oral Expression                    
Problem Sensitivity                              Written Comprehension                      Written Expression               Visualization                         
Speech Clarity                         
 
Tools and Equipment Used: 
 All-terrain vehicles  Boats  Airboats.  Bulldozers  Amphibious excavators  Land-based excavators  Trucks  Front-end 
loaders,  Tractor and trailers  Survey equipment  Cell phones  Tablets  Radios  Personal computer     
 


